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JIner akTyanusanuu padoyeil nporpaMmsl

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2026 - 2027
y4eOHOM o1y Ha 3acefaHunu Kageapsl MeHeIKMEHTa U TOCYAapCTBEHHOTO YIIPABICHUS

[Iporokom ot 20 r. Ne
3aB. kadenpoii O.J1. HazapoBa

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2027 - 2028
yueOHOM rojy Ha 3aceqanuu Kadeapsl MEHEPKMEHTa U TOCYIapCTBEHHOTO YIIPaBJICHHUS

IIporokom ot 20 . Ne

3aB. kadeapoii O.H.EasapOBa

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena i peanusanuu B 2028 - 2029
y4eOHOM TroJly Ha 3acefaHuu Kadeapsl MEHEIKMEHTa U rOCyIapCTBEHHOTO YIIPABJICHUS

IIporokom or 20 . Ne
3aB. kadenpoii O.J1. HazapoBa

Pabouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2029 - 2030
yueOHOM rojy Ha 3aceqaHuu Kadeapsl MeHeKMEHTa U TOCYapCTBCHHOTO YIIPABICHUS

IIporokom or 20 . Ne
3aB. kadenpoii O.J1. HazapoBa

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2030 - 2031
yueOHOM ToTy Ha 3acefaHuu Kageapsl MeHeIKMEHTa U TOCYJapCTBEHHOTO YIIPaBICHUS

[Iporokom ot 20 . Ne

3aB. xadenpoit O.H.E&BapOBa




1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

M3YYEHHE TEOPETHUECKUX U MPAKTUYECKUX OCHOB CO3JaHMsI TOKYMEHTOB
yIpaBJIeHUs; TPaMOTHOM U 3((HEeKTUBHON OpraHU3allMi COBPEMEHHOTO JI€JI0NPOU3BOICTBA
Ha IPEINPUITUAX U B OpraHU3alUsX.

2 MecTo JTUCUMILIMHBI (MOIYJIs]) B CTPYKTYpe 00pa3oBaTe/ibHOI MPOrpaMMbl

Jucuunnuza JJokyMEeHTUPOBaHUE YIIPABICHUECKON AEATEIbHOCTH BXOIUT B
00s13aTeNbHYI0 YacTh y4eOHOTo IIaHa 00pa3oBaTeIbHON MPOTPAMMBI.

Jis n3y4eHus JUCUUIUTMHBI HEOOXO0IMMBI 3HAHUS (YMEHUS, BIIaICHUS),
chOpMUPOBAHHBIE B pE3yJIbTaTE U3YUEHUS AUCIUILTNH/ MPAKTUK:

OreuecTBEHHAs UCTOPUS

Ucropus Benukoit OTeyecTBEHHON BOHHBI

NHocTpaHHbIi S3bIK

be3onacHOCTb JKU3HEAEATENBHOCTH

ConuanbHoe NapTHEPCTBO

JInaHocTHO-TIpOeCcCHOHAIbHOE CaMOpa3BUTHE

JlenoBasi KOMMYHHUKAIIMS HA PYCCKOM SI3bIKE

KynbpTyponorus

®dusnueckas KylbTypa U CIOPT

Maremaruka

NudopmaTuka

Y4eOHast - 03HaAKOMHTEIbHAS TPAKTUKA

Criermuduika myOIMYHBIX BBICTYIUICHHIHA

3uanus (yMEHUs, BIaJICHNUs ), TOTYYCHHbIE IPU U3yYEHUU JaHHOM IUCIIUTUINHBI
OyayT HEOOXOAMMBI AJI U3YUYCHUS JUCIUILINH/TIPAKTHK:

VYcroitunBoe pazsutue u ESG

["ocynapcTBeHHOE peryaupoBaHue pbIHKa Tpyia

[TpousBoacTBEHHAs — NPEIAUILIOMHAs PAKTUKA

[TonroroBka k cade u ciaya rocyJapCTBEHHOTO 3K3aMeHa

[TonroroBka K mpoueaype 3aluThl U 3allUTa BBITYCKHON KBaTU(PUKATMOHHON
paboThl

[Tpou3BoacTBEHHAs - MPaKTHKA O MOJIYUYEHHUIO MPpo(eccnoHalbHbIX YMEHUN U OTIbITa
po¢eCCUOHATBHON IEATETLHOCTH

3 Komnerenuuu o0y4aroierocsi, popmupyemblie B pe3yJibTaTe 0CBOCHUS

AUCHUILIMHBI (MOYJIS1) M IJIAHMPYeMble pe3yJIbTaThl 00y4eHus

B pe3ynbrare ocBoeHUS AUCUUIUIMHBI (MOAYHs) «JloKyMeHTHpoBaHUE
YIPaBJIEHYECKOH EATEIILHOCTUY 00yUarOIUICs TOJKEH 00s1afaTh CIEAYOUMMHU
KOMIIETEHIIUSIMHU:

KO,[[ HHAUKATOpa I/IHI[I/IKaTOp JOCTHIKCHUA KOMIICTCHIINN

VYK-4 CnocobeH ocymiecTBIsATh AeT0OBYI0 KOMMYHUKALIMIO B YCTHON M MUCbMEHHOM opmax
Ha TOCYJJapCTBEHHOM si3bIke Poccuiickoit Denepanyivi 1 HHOCTpaHHOM(BIX) sSI3bIKe(ax)

YK-4.1 Bribupaet ctuib 001IeHNs Ha PYCCKOM SI3bIKE B 3aBUCUMOCTH OT LIETH U
YCIIOBUHM MapTHEPCTBA; aJalTUPYET PeUb U CTHJIb OOLICHUS K CUTYaIUsIM
B3aUMOJICUCTBHUA

YK-4.2 Benet nenoByro nepenucky Ha pyCCKOM U HHOCTPAHHOM SI3BIKaxX C

y4eToOM 0COOEHHOCTEN CTHIIMCTUKH OPUIUAIBHBIX TUCEM U
COITMOKYJIBTYPHBIX PA3ITNYNAN

YVK-4.3 BrImonHseT 1715 TMYHBIX 1eTei mepeBol OPUIHATbHBIX U
npo(ecCHOHANBHBIX TEKCTOB ¢ MHOCTPAHHOTO SI3bIKA HA PYCCKUH, C
PYCCKOTO s13bIKa HA HHOCTPAHHBII




YK-4.4 [Ty6in94HO BBICTYIIAET HA PYCCKOM SI3BIKE, CTPOUT CBOE BBICTYIUICHHUE C
Y4ETOM ayJAUTOPUH M LEIH OOIICHUS

YK-4.5 VY CTHO nIpencTaBIsAeT pe3ynbTaThl CBOEH AEATEIbHOCTH HA HHOCTPAaHHOM
SI3bIKE, MOXKET MOJJIEP’KaTh Pa3roBOp B X0JI€ UX 00CYKICHUS

OIIK-3 CniocobeH pa3pabaTbiBaTh U OCYIIECTBIISATh MEPOIPHUATHS, HAIIPABJICHHBIC HA
pealin3aluio CTpaTeruu yIpaBieHus ePCOHANOM, 00ECeunBaTh UX TOKYMEHTALMOHHOE
COINPOBOXKICHHE U OLICHWBATh OPraHU3AIMOHHBIEC U COLIMAJIbHbIE IOCIIE/ICTBHUS,

OIIK-3.1 Pa3pabarbiBaeT U peain30BbIBAET CTPATETUN YIIPABICHUS, IPUBJICUCHUS
nepcoHana

OIIK-3.2 ObecneunBaeT JOKYMEHTAIIMOHHOE COTIPOBOXKICHHE CTPATETUH
yIpaBJeHUs IEPCOHATIOM

OIIK-3.3 OneHuBaeT OpraHu3aloOHHbIE U COLUANIBHBIE IOCIIEICTBUS YIIPaBICHUS
HEPCOHAIOM




4. CTpykTypa, 00b€M U copepkaHue JUCUUIIIMHBI (MOTYJISA)

OO6mias TpyA0€MKOCTh AUCIUIUIMHBI COCTABIISIET 3 3a4eTHbIX eaunul] 108 akaja. yacoB, B TOM

HHUCJIIC:

— KOHTakTHas pabora — 10,5 akaz. 4acos:
—aynurtopHas — 10 akaj. 4acos;

— BHeayauTopHas — 0,5 akaj. 4acos;

— camocTosTenpHas pabora — 93,6 akaj. 4acos;
— B (popme npakTuieckoil moarotoBku — 0 akai. yac;

@dopma aTTecTaluy - 3a4eT

Paznen/ tema
JIUCHUATIIUHEI

Kypc

AynuropHas
KOHTaKTHas paboTa
(B akax. yacax)

11ab.
3aH. 3aH.

Jlek.

IPaKT.

CamMmocrogreabpHas
paboTta cTymeHTa

Bun
CaMOCTOSITEIILHOM
paboThI

dopma TeKyILEero
KOHTPOJIS
yCIEBAEMOCTH U
MIPOMEKYTOTHOM
aTTecTallu

Kon
KOMIICTCHIIHH

1. TeopeTrueckue OCHOBBI

JOCIONPOU3BOACTBA OPTraHU3ANH.

1.1 Uudopmarus, ee
Kputepuu. JlIoKyMeHT.
PexBusut noxymeHnra.
ODyHKIMY JOKYMEHTA.
IOpunnueckas cuna
JOKyMEHTA.
JlenonpousBoacTBo,
JOKyMEHTUPOBaHHUE.
JloxyMeHTaIoHHOE
obecrieyeHue ynpaBICHHUS.
JlokyMeHTO00O0pOT.
Knaccupukanus
JOKYMEHTOB.
Cranpaprusanys u
YHU(HUKAIHS TOKyMEHTOB.
YHudunupoBaHHas cucteMa
noxkymenratmu (YCJ).
CucreMsl JOKYMCHTAIHU.
TIpuaums:
JETI0NPOU3BOACTBA.
HopmaTuBHO-MeTOANYECKAs
6a3a 1OKyMEHTUPOBaHUs
YIPaBIECHYECKON
IeATEIbHOCTH U
OpTaHM3alNHU PadOTHI ¢
JOKYMCHTaMH.

15,6

CaMoCTOATEIEHOE
U3y4YeHHE
y4eOHOi u
HAay4YHOU
JIUTEPATYPbI
PabGoTa ¢
AJIEKTPOHHBIMHU
OMOIMOTECKAMHU

Kowmmeioreproe
TECTUPOBaHHE

VK-4.1, VK-

42, VK-4.3,

VK-4.4, VK-
45

HWroro no pazaeny

15,6

2. O6uue npasuia opopMICHHS

YHIPaBJICHYCCKUX JOKYMCHTOB.

2.1 TOCT P 6.30-2003
"YHudunupoBaHHbie
CUCTEMBI JIOKYMEHTAIHH.

15,6

CamocTosTenbHOe
U3yYCHUE
yueOHOI U

Kowmmeiorepuoe
TECTUPOBAHHE

VK-4.1, YK-
4.2, YK-4.3,
YK-4.4, YK-




YHuduuupoBaHHas cucTeMa
OpraHH3allHOHHO-
pacIopsIUTENEHON
JOKyMeHTanuu. TpeGoBaHus
K 0()OpMIIEHHIO
JIOKyMEHTOB'".

CocraB peKBH3UTOB, UX
MECTOPACTIOJIOKEHHUE Ha
JnokymeHre. Gopmyiisip-
o0paszer TOKyMeHTa.

HayJHOU
JIMTEPATYPHI
Pabota ¢
ANIEKTPOHHBIMHU
OHbIHOTEKAMHU

45

Wroro no paszneny

0,5

15,6

3. OcOOEHHOCTH COCTABIIEHHS U

0 OpMIIEHHUS] OCHOBHBIX
JIOKYMEHTOB YIIPaBJICHHUSI.

3.1 OcHOBHBIE IPYIIIBI
JokyMeHToB. HopmaTuBHBIE
JOKYMEHTBI
TOCY/IapCTBEHHBIX OPTaHOB.
OpraHu3aiMoHHbIE
JOKYMEHTBHI TIPEIIPHSTHS.
JlOJKHOCTHBIE MHCTPYKIIUY.
PacnopsinurensHble
JOKYMEHTBI IPEeIIPUATHS.
ITpuka3sl 10 OCHOBHOM
JeATEITbHOCTH.
Pacmopspxenmst, pemeHus.
HNudpopmanmonHo-
CTPaBOYHEIE JOKYMEHTEI.
IIpoToxonel, noaHas U
KpaTkas ¢popma ux
odopmiIeHUs. AKTHI.
CnyxeOHble U
OOBSCHUTEIBHBIE 3aITHCKH.
Cupasku. CyxeOHbIe
JoBepeHHOCTH. [IncbMa, ux
K1accupUKanus, CTpyKTypa,
CTaHJapTHbIE Gpa3bl U
BbIpaskeHHs. HopMbl
oHIHATIEHO-IETIOBOTO
CTHIISL CITY’)KEOHBIX
JIOKyMeHTOB. [lenoBoe
MTUCEMO MEXIYHAPOIHOTO
o0pazua. daxcsl,
TeneGoHOrpaMMBl.
JloroBopa, KOHTPaKTBHI.
CoBpeMeHHBIE CIIOCOOBI 1
TEXHHKa CO3/IaHHs
JOKyMEHTOB.

0,5

15,6

CaMOCTOSTENbHOE
U3y4YeHHE
y4eOHOil u
Hay4YHOU
JIUTEPATYPbI
Pabora ¢
AJIEKTPOHHBIMHU
OubIMoTEKAMHU

KommerorepHoe
TECTHPOBaHHE

YK-4.1, VK-

4.2, VK-4.3,

YK-4.4, VK-
4.5

HWroro no pazaeny

0,5

15,6

4. IpaBmita opopmMIIeHHs
JIOKYMEHTOB I10 JIUYHOMY
COCTaBy.

4.1 IlonsTre u CTpyKTYypa
MEPCOHAIBHBIX JAHHBIX.
IIpunannexxnoctsb
MEPCOHABHBIX JAHHBIX:
COOCTBEHHHK, JIep)KaTellb 1
10JIb30BATEIb
TIEPCOHANBHBIX TAaHHBIX.
CrpyKTypa KaapoBoit

0,5

15,6

CaMoCTOSITENbHOE
U3yucCHHE
yueOHOI U
Hay4YHOU
JIUTEPATYPbI
Pabora ¢
3JIEKTPOHHBIMHU
OubIMOTEKAMHU

KommerotrepHoe
TECTHPOBaHHE

YK-4.1, VK-

4.2, VK-4.3,

YK-4.4, VK-
4.5




UH(OPMAIIMOHHO-
JIOKyMEHTAIIMOHHOM
cucteMsl. OdopmieHue
JIOKyMEHTOB TIpH TIpHEME,
YBOJIbHEHHUH H [IEPEBOJIE
pabOTHHUKA Ha IPYTYIO
JIOJDKHOCTB. AHKETA.
TpyaoBbIe KOHTPAKTEHI.
IIpukasbl M0 JIUIHOMY
cocraBy. OCHOBHBIE
PEKBU3UTHI IOKYMEHTOB H
npaBuiia uX 0hOPMIICHHS.
Kpartkue cenenus o
npaBuiiax 0QpopMIICHUS
TPYIOBBIX KHIDKEK, JINIHBIX
KapTOYeK, IMYHBIX JeTT
pabOTHUKOB.

Wroro no pazneny

0,5

15,6

5. Opranuszanus
JIOKYMEHT0000pOTA.

5.1 IlousTtus
JIOKYMEHT0000pOT 1
OpTaHU3aINg
JIOKYMEHT0000poTA.
HopmaTHBHO-MeTOANYECKas
periaMeHTaIus
JIOKYMEHT0000poTa.
OCHOBHbIE MpaBHIa
OpraHu3anuu
JIOKYMEHT0000poTa Ha
MIPEANPUSITHY.
Kauecteennrie
XapaKTePUCTHKH
JIOKYMEHT0000poTa.
Knaccugukanms
JOKYMEHTOIIOTOKOB:
TOPU3OHTAJIBHBIE,
BEPTHKAIBHBIE,
BOCXOJISIIIHE, HUCXOAAIINE,
BXOISIIIUE, UCXOIAIINE U
BHyTpeHHHMeE. [Toacyer
00beMa TIOKYMEHTO000poTa.

15,6

CaMocCTOsATEIbHOE
H3yUYCHHE
yueOHOM U
HAay4YHOU
JIUTEPATYPbI
Pabota ¢
JIIEKTPOHHBIMH
OMOIMOTEKAMH

Kowmmeroreproe
TECTUPOBaHHE

VK-4.1, YK-

4.2, YK-4.3,

VK-4.4, YK-
4.5

Wroro no pazneny

15,6

6. OcHOBHbIE IIpaBUIa
OpraHu3aluyu paboTHI ¢
JIOKYMEHTaMH.

6.1 O6pabotka
MOCTYNAIOIIUX JOKYMEHTOB.
IepBuunas o6paboTka
nokymeHToB. OOmiue
MpaBHUjIa PETUCTPALIN
JOKYMEHTOB, (DOPMBI
peructpauuu. [lepenaua
JOKYMEHTOB, pACCMOTPEHUE
UX PYKOBOJIUTENIEM.
Ilopsinok HampasiaeHus
JOKyMEHTa Ha UCTIOJIHEHHE
U pabOTHI HCTIOTHUTENS C
JokymeHTamu. VcnonHeHue

15,6

CamocTosATenpHoe
H3y4eHUE
yueOHOI U
Hay4YHOU
JUTEPATYPbI
Pabora ¢
3JIEKTPOHHBIMHU
OubIMOTEKAMHU

Kommeiorepruoe
TECTUPOBAHHE

VK-4.1, VK-

4.2, YK-4.3,

VK-4.4, VK-
45




JoKkyMeHTa. Bunpsl u popmbl
KOHTPOJISL UCTIOJIHEHHUS,
CPOKOBasi KapTOTEKa.
OpraHu3zanys TeKyLero
XpaHeHHs Jel.
Homenknarypa nen, oomiue
TpeOOBaHUsI, BU/IBI
HoMmeHkiatyp. CocraBieHne
HOMEHKJIATypPhI JEI.
®dopMupoBaHue U
odopmIIeHHE JIEl.
CucreMaTuzanus
JOKYMEHTOB B JIeTe.
Xpanenne gen. [logroroBka
JOKYMEHTOB K Iepesiaue Ha
apXUBHOE XpaHEHHE.
Kpurepuu oueHku
JokymeHToB. CocTaBieHue
OTMCEH Al

HWroro no pazaeny 15,6

93,60 .
HTtoro 3a cemecTp 0006 3a4éT
Hroro no aucuuruinye 93,6 3a4er




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

1. TpaguumonHsie 00pa3oBaTEIbHBIC TEXHOJIOTUN OPHEHTUPYIOTCS HA OpPraHU3aIHIo
00pa3oBaTeNBFHOrO MPOIIECCca, MPEINOIAraonlyto IpsMY0 TPAHCISIIIUIO 3HAHUH OT
MperoiaBaTens K CTyAeHTY (IPEUMYIIECTBEHHO Ha OCHOBE OOBSCHUTEIHHO-
WJLTIOCTPATHUBHBIX METOZOB O0YUYCHHUS).

@opMbl yUeOHBIX 3aHATHH C UCIIOJIB30BAHUEM TPAJULMOHHBIX TEXHOJIOTHMH:

WNudopmanronHas JIeKIus — MocaeI0BaTeIbHOE U3JI0KEHHE MaTeprasa B
JUCUUTUIMHAPHOM JIOTHKE, OCYIIECTBIIIEMOE IIPEUMYIIECTBEHHO BepOAIbHBIMU CPEACTBAMU
(MOHOJIOT TIpeno1aBaTelis).

IIpakTHueckoe 3aHATHE, OCBSAIICHHOE OCBOCHUIO KOHKPETHBIX YMEHUM U HABBIKOB
10 IIPEIIOKEHHOMY QJITOPUTMY.

2. TexHonoruu npoOJIEMHOT0 00ydeHUs — OpraHu3aIys 00pa3o0BaTEIBHOTO MpoIecca,
KOTOpas MpearnosaraeT HoCTaHOBKY MPOOIEMHBIX BOIIPOCOB, CO3/IaHHE yUEOHBIX
MPOOJIEMHBIX CUTYallUi JJIs1 CTUMYJIMPOBAHUS aKTUBHOM MMO3HABATEILHON I€ATEIIbHOCTH
CTYICHTOB.

@DopMbl YUEOHBIX 3aHATHUH € UCIIOJIB30BAHUEM TEXHOJIOTHM TPOOIEMHOI0 00y4eHus:

[TpakTuyeckoe 3aHsATHE B POpPME NIPAKTUKYMa — OpraHu3aius yueOHoil paboTsl,
HalpaBJIeHHas Ha PeLIeHne KOMIIJIEKCHON yueOHO-TI03HaBaTeIbHOM 3a1auu, TpeOyromei ot
CTYJCHTA IPUMEHEHMSI KaK HAYYHO-TEOPETUUECKUX 3HAaHUM, TaK U IPAKTUUYECKUX HaBBIKOB.

3. TexHonOrMM NPOEKTHOrO 0OYUEHUs — OpraHu3alKsi 00pa30BaTENIBbHOIO MpoLecca B
COOTBETCTBHUH C AJITOPUTMOM MO3TATHOI'O pEeIIeHUs TPOOIEMHOMN 3a1a4K UM BBITOJTHEHUS
yueOHoro 3ananus. [IpoekT npeamnonaraeT COBMECTHYIO yueOHO-I103HABATENbHYIO
NesITebHOCTD IPYIIIBI CTYAEHTOB, HAIIPABJICHHYIO Ha BEIPA0OTKY KOHLIEIIIUH, YCTaHOBJICHHE
1esel u 3a1a4, GOpMyJIHPOBKY OXKHJIAEMBbIX PE3YIbTATOB, ONPEIEICHNE IPUHIIUIIOB U
METOAMK pellIeHUs TOCTAaBICHHBIX 33/1a4, IUTAHUPOBaHHUE X0a paboThl, HOUCK JOCTYIHbBIX U
ONTUMAJIBHBIX PECYPCOB, MNO3TAIHYIO PEAIN3aLHUIO TUIaHa paboThl, IPE3EHTALUIO
pe3yabTaTOB pabOThI, UX OCMBICIIEHUE U PEDIEKCHIO.

OcHOBHBIE THUIIBI IPOEKTOB!

TBopuecKkuil NpoeKT, Kak MPaBUIIO, HE UMEET JIeTaIbHO MPOPaOOTaHHOM CTPYKTYPBHI;
y4eOHO-TT03HaBaTeIbHAs AEATEIbHOCTb CTYAECHTOB OCYIIECTBIISIETCS B paMKaX PaMOYHOTO
3aJlaHus, IOJYUHASACH JIOTUKE U MHTEPECAM YYaCTHUKOB IIPOEKTA, 5KaHPY KOHEYHOIO
pe3yibTara (rasera, GuiIbM, Npa3HUK, U3JaHUE, SKCKYPCHUS U T.I1.).

4. lnTepakTUBHBIE TEXHOJIOTUU — OpTaHU3aIMs 00pa30BaTENbHOrO Mpolecca,
KOTOpasi MPEIonaraeT akTUBHOE U HEJIMHEHHOE B3aUMO/ICHCTBUE BCEX YUACTHUKOB,
JOCTHKEHHE Ha 3TOW OCHOBE JMYHOCTHO 3HAYUMOTO JUIs1 HUX 00pa30BaTeNIbHOTO pPe3ysbTaTa.
Hapsiny co cnenyanu3upoBaHHBIMU TEXHOJIOTUSAMHU TaKOTO POJA MIPUHIIMII HHTEPAKTUBHOCTH
MIPOCIICKHUBAETCS B OOJIBIINHCTBE COBPEMEHHBIX 00Pa30BaTENIbHBIX TEXHOJIOTUH.

@DopMbI YUeOHBIX 3aHATHH € UCIIOJIb30BAaHUEM CIEMATU3UPOBAHHBIX MHTEPAKTUBHBIX
TEXHOJIOTUH:

CeMmuHap-1ucKyccusi — KOJJIEKTUBHOE 00CYXJIEHHE KaKOTr0-IM00 CIIOPHOTO BOMpOCa,
poOJIEeMBl, BBISIBIIEHHE MHEHUH B IpyIiie (MEeXIpyHIOBOM 1Uaor, TUCKyCCUs Kak Crop-
JTAAJIor).

5. IHdopManimoHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTeIbHbIE TEXHOJIOTUH —
opraHu3zanys 06pa3zoBaTeIbHOTO MPOLECcCca, OCHOBAHHAS Ha TPUMEHEHUN
CMELUANTU3UPOBAHHBIX POIPAMMHBIX CPEJl U TEXHUYECKUX CPEJCTB paboThI ¢
uHpopManuen.

@®opMbl yUeOHBIX 3aHATHH € UCMOJIb30BaHUEM MHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUH:

Jlexuusa-Bu3yanuzanus — U3JI0KEHUE COJAEPIKAHMS CONTPOBOXKIAETCA MPE3EHTAIUEN
(nemoHcTpanueil yueOHbIX MaTepUajoB, MPEICTABICHHBIX B PA3JIMUYHbBIX 3HAKOBBIX
CUCTEMaXx, B T.4. WJUTIOCTPATUBHBIX, IpapMuecKux, ayJAH0- U BUI€OMATEPUAJIOB).



[TpakTuyeckoe 3aHsTHE B POPME MIPE3CHTAIIMH — MIPEJICTABICHHE PE3YyIbTaTOB
IIPOEKTHOM WJIN UCCIIE0BATEIbCKOM 1EATENBHOCTH C UCIIOJIb30BAHUEM
CIELMAIM3UPOBAHHBIX IPOTPAMMHBIX CPEJICTB.

6 YueOHO-MeTOoaAHUYeCKOe o0ecneyeHne caMoCTOATEIbHOI padoThl 00y4aloIUuXCs

[IpencrapieHo B mpuioxeHuu 1.

7 OueHO4YHbBbIE CPeICTBA ISl POBEIeHUsI POMEKYTOYHOM aTTecTaluu
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHO-MeTOAMYECKOE U MH(OPMAIIMOHHOE o0ecneyeHne TUCIIUITHHbI

a) OcHoBHas JUTEpaTypa:

1. CyxoueBa, H. A. JlokymMeHTHpOBaHME yIIPAaBIECHUYECKON U POU3BOACTBEHHOMN
JeSITeNbHOCTH : yueOHO-MeToanyeckoe nocodbue / H. A. CyxoueBa, A. C. BoruénkoBa. —
Open : Openl’AY, 2023. — 77 c. — TekcT : 31eKTpOHHBIN // JIaHb : 3IeKTPOHHO-
oubnmoreunas cucrema. — URL.: https://e.lanbook.com/book/362465 (nara obparienus:
22.05.2023). — PexumM octyna: Juis aBTOPU3. MOJIb30BATEIICH.

0) lomo/iHUTeILHAS JIUTEpPATypa:

1. ITaBnoBa, P. C. JlokymeHTanmonHoe odecreyernne padoThl KaJpoBO CITyKObI / P.
C. IlaBnoBa. — 2-e u3., crep. — Cankr-IlerepOypr : Jlans, 2023. — 468 ¢. — ISBN 978-5-
507-46442-5. — Tekcrt : 37eKTpOHHBIH // JIaHb : AIEKTPOHHO-OMOIMOTEYHASI CHCTEMA. —
URL.: https://e.lanbook.com/book/310172 (nata obpamenwus: 22.05.2023). — Pexum
JOCTYTA: JUIsl aBTOPHU3. TIOJIb30BATEIICH.

2. ITaBnoga, P. C. JlokymenTanuonnoe obecrieuenue yrnpasienus / P. C. [laBnoBa. —
2-e u3n., crep. — Cankr-IlerepOypr : Jlanp, 2023. — 608 c. — ISBN 978-5-507-46443-2.
— Texcr : anmexkTpoHHsbIi // JlaHb : 3neKkTpoHHO-O0MOIMoTeuHas cucrema. — URL:
https://e.lanbook.com/book/310175 (nara obpamienus: 22.05.2023). — Pexxum goctymna: s
aBTOpU3. NoJib30Barenel. Jlo6aBuTh IuTEpaTypy

3. [lopdupses, 1. H. lokymeHTaIIMOHHOE 0OECTIeUeHUE YIIPABJICHUS ;| yueOHOe
nocobue / 1. H. [Topdupre. — Ilensa : [II'AY, 2022. — 122 ¢. — TekcT : 31€KTpOHHBIH //
Jlanb : anexTpoHHO-OMOMMoTeuHas cuctema. — URL: https://e.lanbook.com/book/270956
(mata obparenus: 22.05.2023). — PexxuM gocTyma: Uit aBTOPH3. MOJIb30BaTEIICH.

B) MeToanueckue yKazaHusi:
[IpencraBieHsl B IPUIOKEHUH 3.

r) IIporpammuoe obecieuenune u MHTEpHET-pecypchbl:

IIporpammHuoe odecnieuenune

Haumenoanue .
10 Ne norosopa CpoK JIeHiCTBUS JTHIICH3UH
7Zip cB00OOIHO pacnpocTpansemoe [10 0eccpovHO
MS Office 2007 |\ 135 o1 17.09.2007 Geccpoumo
Professional
FAR Manager cB00OOHO pactpocTpansemoe [10 06eccpouHo
IMpodeccuonanbHbIe 6a3bI JAHHBIX U HH(POPMALIMOHHBIE CIPABOYHbBIE CHCTEMBI
HazBanme kypca Cchuika
WudopmannonHas cucrema - bBaHk TaHHBIX yrpo3 https://bdu.fstec.ru/?

6e3omacHocTr uHpopmarnuu PCTOK Poccun ysclid=lujkqy7cnw630508962




Nudopmanmonnas cucrema - HopmatuBHBIC paBOBBIC
aKThl, OPraHU3aIMOHHO-PACTIOPSATUTEIHHBIC
JIOKYMEHTBI, HOPMATUBHBIE ¥ METOIMYECKUE
JIOKYMEHTBI U TTOATOTOBJICHHBIC TPOCKTHI IOKYMEHTOB
o Texauueckoit 3ammure napopmanuu PCTIK Poccun

https://fstec.ru/tekhnicheskaya
-zashchita-
informatsii/dokumenty-tzi?
ysclid=lujknksfy724757053

MexnyHnapoanas pedepatuBHas U OJHOTEKCTOBAS
cripaBoyHast 6a3a JaHHBIX HAYYHBIX U3MaHHUU «Springer
Nature»

https://www.nature.com/sitein
dex

denepanbHbIil 00pa30BaTEIbHBIN MOPTAT — DKOHOMHKA.

http://ecsocman.hse.ru/
Conuogorus. MeHeHKMEHT

DnexTpoHHbIe pecypcbl oubnmnoreku MI'TY um. .. https://host.megaprolib.net/M
Hocoga P0109/Web

https://www.rsl.ru/ru/4readers

Poccutiickas ['ocynapcrBennas ounbnuoreka. Karamoru
/catalogues/

DrekTpoHHas 0a3a nepuouUecKuX n3ganuii East View

Information Services, OO0 «MIBUC» https://dlib.eastview.com/

HannonansHas nHpoOpMannoHHO-aHATUTHYECKAS URL:

cuctema — Poccuiickuil nHaeKe HayqHoro iutupoBanus | https://elibrary.ru/project_risc.
(PUHII) asp

denepanbHOE rOCYIapPCTBEHHOE OI0KETHOE

yupexaenue «DenepaabHbIii HHCTUTYT URL: http://www1.fips.ru/

MIPOMBIIIIIICHHOW COOCTBEHHOCTHY

9 MaTtepuajJbHO-TEXHHYECKOE o0ecreyeHne TUCUUIINHbI (MOLYJIs1)

MatepuanbHO-TEXHUYECKOE 00ecIIedeHHEe TUCITUILINHBI BKIIOYAET:

1. YueOHbIe ayTUTOpHUHA JJIS IPOBEACHHS 3aHATHH JIEKIIHOHHOTO THIIA!
MYJbTHMEIMIHBIE CPECTBA XPAaHEHHS, TIEPEIayr U TPEACTABICHUS HH(POPMAIIH.

2. YueOHble ayTUTOPHH IJIs1 TIPOBEIECHUS MPAKTHYECKUX 3aHSATHIA, TPYIIIOBBIX U
WH/IMBUYAIbHBIX KOHCYJIBTAIIMN, TEKYIIIEr0 KOHTPOJISI U IPOMEKYTOUHON
aTTeCTAllNU: MYJIbTUMEINUHBIEC CPEACTBA XPAHEHUS, IEPEIaUX U TIPEICTABICHUS
nHGpOPMAIINY; KOMITJIEKC TECTOBBIX 33aHUH JIJIsl TPOBEACHUS IPOMEKYTOUHBIX U PYOEKHBIX
KOHTPOJIEH.

3. ITomereHus sl caMOCTOSITENILHOM paboThl 00yUaIOIUXCS: IEPCOHATIbHBIE
KoMIbioTepsl ¢ makeroM MS Office, Beixoom B IHTEpHET U ¢ IOCTYIIOM B 3JICKTPOHHYIO
MH(POPMAIIMOHHO-00Pa30BaATEIHHYIO CPEly YHUBEPCUTETA

4. Ilomerienus Ui XpaHEeHUs U MPOPUIAKTUUECKOT0 OOCITY)KMBaHUs y4eOHOTO
o0opynoBaHus: KAkl IJIs1 XpaHEHUs] Y4€OHO-METOAMYECKON TOKYMEHTAllUN, Y4eOHOTO
000pyI0BaHUs U yUeOHO-HATJISATHBIX TOCOOUIA.



IMPUJIOKEHUE 1

B mporecce camMOCTOSTENPHOTO M3YYEHUS JUCHUIUIMHBL, MOATOTOBKH K CEMHUHAPCKUM
3aHATUSAM CTYJEHTY HEOOXOUMO HAalUTH U U3YUUTh PEKOMEHIYEMYIO JIUTepaTypy, ACUCTBYIOLINE
3aKOHOJIATEeNIbHBIE M1 HOPMATUBHBIC aKThl. J{JI1 OCMBICICHUS TPOYUTAHHOTO MaTepHaja CTyICHTY
mpeJiaraeTcsi OTBETUTh Ha BOIPOCHI. PerieHne TecToB, CUTYyallMOHHBIX U aHATUTHYECKUX 33/1a4
HAYYHT CTYJICHTOB CAMOCTOSTEIBHO IPUHUMATh YIIPABICHYECKHE PEIICHHUS.

Opranu3aliOHHO-METOJUYECKHE PEKOMEHIAMU JJis TMOATOTOBKH K MPAaKTUYECKUM
(ceMHUHaApCKUM) 3aHITHSIM

Cemunap (nmar. seminarium - OYKBaJIbHO: «PAacCaJHHK») — y4dyeOHOE 3aHsATHE, B XOC
KOTOPOTO OpraHusyercst oOcyxaeHue (yHIAMEHTAIBHBIX WM JUCKYCCHOHHBIX IPOOJIEM
M3y4aeMoOU HaAyKW U CBSI3aHHOM C HEW MPAKTUYECKOU AeATEIbHOCTH.

B nensix Gonee moapoOHOTrO M aJEKBAaTHOTO COBPEMEHHOW CHUTYaIlMH aHajiu3a MpolieM
yIOpaBiIeHUS CTYACHTaM pPEKOMEHJyeTcs oOpamarbcs K IEepUOJUYECKON JHTeparype u
MaTepHua-iaM CpeJICTB MaccoBOM HH(OpPMAIMK, B KOTOPOH MOXHO HAWTH HE TOJIBKO
AQHAIUTUYECKUE CTa-ThU IO PA3IUYHBIM acleKTaM O00O03HAYEHHBIX B TEMAaTHUKE CEMHHApPCKHUX
3aHATUH TpoOJieM, HO M CTAaTHCTHUYECKWE JaHHBIE, MaTepUalbl TMPHUKIATHOTO XapakTepa,
HOpMaTUBHBIE JTOKyMEHTHI. LlernecooOpa3Ho HE OrpaHMYMBATHCS yKa3aHHBIMU HCTOYHHKAMH, a
OCYIIECTBIISATH COOCTBEHHBII MOUCK TEOPETUYECKUX M MPAKTUYECKUX MATEPHAIIOB, UTO SBISETCS
OJTHUM M3 JIEMEHTOB CAMOCTOSTEIbHONW MH(POPMAITMOHHO-aHATUTHYECKOW PabOTHI CTYIACHTOB.

[ToaroroBka K CEMHMHAPCKUM 3aHATUSAM IO JUCHUIUIMHE JOJDKHA BKIIIOYATH CIEIYIOIINE
ACTICKTBHI:

1) 3HaKOMCTBO C COOTBETCTBYIOIIMMHM IJIaBaMHU y4e€OHHUKA; ONTUMAaIbHBIM ObLT OBI
Ba-pHaHT pabOTHl HE C OJHUM YYEOHMKOM, TaK KaK PasHbBIMH aBTOpaMH HM30paH pa3IUYHBINA
MOAXOJ K TPEAMETYy, M IOJIE3HO IOHATh OCOOCHHOCTH TMOAXO/AOB, CPaBHUTh HX, UYTOOBI
BbIPa0OTaTh CBOIO MO3UIIMIO;

2) YTeHHUE KOHCIIEKTA JICKIIHUU;

3) YTEHWE M OCMBICIIEHHE OIHOTO-IBYX HCTOYHHKOB W3 MPUBEICHHOTO CITUCKA
JUTEPA-TYpPBHI.

BbI00p TOTIONTHUTENBHBIX TMEPBOMCTOYHUKOB, KOTOPBIE MOTYT OKa3aTh MOMOIINb TIPH
HOJ-TOTOBKE K BBICTYIJICHHIO M TMO3BOJAT OPraHU30BaTh Ha CEMUHApe TUCKYCCHIO, CTYAEHT
OCYIIECTBIISIET 10 CBOEMY YCMOTPEHHIO, B COOTBETCTBUU CO CBOMMHU MHTEPECAMH, OPUEHTHPYSCh
Ha BOIIPOCHI CEMUHAPCKOTO 3aHSTHUS.

BricTymiieHre Ha ceMUHape OIHKHO OBITH JIOCTaTOYHO apryMEHTHPOBAHHBIM, 3aHHUMATh
0 BpeMeHU He Oosiee Tpex MUHYT. B Xozae BBICTYNJICHMS >KEJaTeNIbHO COMOCTABUTH TOUYKHU
3peHHsI pa3InYHBIX aBTOPOB Ha M3JaraeMyro npobdiemy. IlpeamodrutensHo, 9TOOBI M0 OAHOMY
BOIIPOCY BBICTYIHJIO HECKOJIBKO CTY/IEHTOB, BBICKA3bIBasi CBOM MHEHUS, JIOTIOJIHSAS APYT apyra. B
ujeanse CEMHHAPCKOE 3aHSATHE JOJDKHO MPOXOAWUTH B (OpMe IMCKyCCHH. Pe3ymbTaThl paboThI
CTYJACHTOB Ha CEMHHApCKUX 3aHATHUAX O0S3aTeNbHO YUUTHIBAIOTCS MpErnojaBaTeieM Ipu
BBICTaBJICHUHU OAJLIOB.

IIpuMepHBbIe ayIUTOPHBIE IPAKTHYECKHE PAOOTHI:

AIIP Nel «Teopernueckue 0OCHOBBI 1€JI0NPOU3BOACTBA OPraHU3ALUID).

[IpoBomutcst B dopme  ceMuHapa Mo OOOOIIEHUIO W YIJIyOJIEHUIO  3HAHUH
MOHITUHHO-KAaTeropruaIbHOIro anmnapara AUCUUILIMHBI C 3JIEMEHTAMH JTUCKYCCHU.

Omnpoc no matepuanam jgekuuu 1.

DOBoMIOIUS JTOKyMEHTa Kak HocuTenss uHpopManuu. Bo3HMKHOBEHHE U pa3BUTHE
OTEUECTBEHHOI'O Jenonpou3BoacTBa: JlemompousBoactBo B cpennue Beka (XI-XV BB.).
[Tpukaznoe nemnomponsBoacTBo (XVI-XVII BB.). Komnexckoe memonpousBoactso (XVIII B.).
Munuctepckoe aenomnpou3BoactBo B Poccum (XIX - mawanmo XX BB.). ['ocymapctBeHHOE
JIETIONIPOU3BOJICTBO B COBETCKOE BpeMs. COBpEMEHHOE JEN0NPOU3BOJACTBO B PO.



AIIP Ne2 «CoBpeMeHHOe roCyAapCTBeHHOE peryJiMpoBaHHe [eJIONPOU3BOJACTBA B
P®D».

3aKoHOJATENFHOE PETyIUPOBaHUE Jenonpous3BojcTBa B PD. denepanpublii 3akoH «O0
uH(popMaLnu, UH(HOPMALIMOHHBIX TEXHOJOTHX U 0 3a1uTe nHpopmanuny». OenepanbHbli 3aK0H
«O xommepueckoil TaitHe». @DenepanbHblii 3akoH «O0 apxuBHOM Jnene B Poccwuiickoit
Denepanuny. DenepanbHbliil 3ak0H «O EPCOHATBHBIX AaHHBIX». [locTaHOBICHNE TPAaBUTEILCTBA
P® «IIpaBuia moAroTOBKM MPaBOBBIX aKTOB (peepaibHbIX OPraHOB MCIIOJHUTEIBHON BIACTU U
UX FOCYJApCTBEHHOM perucTparnumy.

HopMaTuBHO-MeTOAMUECKOE PETyJIUpPOBaHUE JEIONPOU3BOJACTBA. l'ocynapcTBeHHas
cucreMa JOKyMEHTAllMOHHOro obecredyeHus ynpasineHus. OOmme mnonoxenus. OoOmue
TpeOOBaHUS K TOKyMEHTaM M ciryx0am nokymentaunonnoro obdecneuenus (I'CAOY). TOCT P
6.30-2003: YHudwumupoBaHHBIE CHUCTEMBI JIOKYMEHTAllMHM. YHHUQHUIIMPOBAHHAS CHCTEMa
opraHu3alMoHHo-pacnopsauTeabHoi fokymentauuu. 'OCT P 51141-98 JlenonpousBoACTBO U
apxuBHOE Jeno. TepMuHbl M ompeaeneHUs TumoBas MHCTPYKLHMS IO JAEIONPOU3BOJACTBY B
denepanbHBIX OpraHax HWCHOJHHUTENBHOM BiacTu. llepeueHb THUIIOBBIX YIPaBIEHUYECKUX
JIOKYMEHTOB, 00pa3yoLuXxcs B 1€ATEIIbHOCTH OpraHu3alui, ¢ yka3aHueM CPOKOB XpaHEHHSL.

AIIP Ne3 «TpeOoBanusi K 0J1aHKaM IOKYMEHTOB YIIPABJICHUSD).

[IpoBogutcst B Qopme cemuHapa mo OOOOIIEHUIO U  YIUIYONEHUIO 3HAHUU C
aneMeHTaMu nuckyccur. [lonsitue m Buabl OnankoB. O0mwmit Onank. brank nucema. biiank
KOHKPETHOT'O BUa JOKyMeHTa. braHku ans paboThl ¢ HHOCTPaHHBIMU KoMIaHUsIMU. ['epOoBbIit
Osank. PexBusutel O6sanka. [IpononsHOE pacnonoxeHne peKBU3UTOB OjlaHKa. YTII0Boe (hjaroBoe
U [ICHTPOBaHHOE PACIIOJIOKEHHUE PEKBU3UTOB OJIaHKA.

BrImonHeHHe MPAaKTUYECKOTO 3aJaHusl IO COCTABJICHUIO YIJIOBOTO W TPOJOIBHOTO
oOpasia OnaHka.

AIIP Ned4 «O0mme npasujia 0popMJIeHUs! YIIPABJICHYECKUX JOKYMEHTOB).

[TpoBoautcst B hopme cemuHapa mo 00OOIIEHUIO U YIIIYOJIICHUIO 3HAHUN € DJIEMEHTaMH
muckyceud. Ompoc mo marepuanam Jyekinuu 2. IlpakTuueckoe 3HAKOMCTBO ¢ OQoOpMIIEHHEM
PEKBU3HUTOB JOKYMCHTOB YIIPAaBJICHUAA, Brimonnenne KOHTPOJBbHBIX BaI[aHI/Iﬁ

AIIP Ne5 «CocTaBiieHue JINYHBIX JOKYMEHTOB).

IIpoBomutcst B (opme ceMuHapa MO OO0OOIIEHHIO U YIIYOJNEHHIO  3HAHUM ¢
DIIEMEHTaMU  JUCKYCCHH.  3asBICHUS, aBTOOHWOTrpaduu, pe3ioMe, JIMYHBIE JTOBEPEHHOCTH,
pacriucku. OCHOBHBIE PEKBHU3MTHI, MpaBUJa cOCTaBlIeHUs U odopmieHus. Beimonnenue
KOHTPOJIbHBIX 3aIaHUI

AITPNe6 «PaGora ¢ JoOKyMeHTaMHU, COAepPKAIUMH KOH(PHUIeHIHAIbHbIE CBeIeHUSI».

Ilepeuenp cBeneHMit KOH(UIEHIMANBHOTO XapakTepa. [IoHATHE KOMMEpUECKOW TalHHBI.
Cenenusi, OTHOCSIIMECS K KOMMepYeckod TaiiHe. I[lopsimox BemeHHs JeIONPOU3BOJICTBA
JOKYMEHTOB, COJEp)KalUX KOMMEPUYECKYI0 TaiHy. 3aliura JOKYMEHTOB, COJEpIKaIluX
KOMMEPYECKYIO TalHY.

IIpumepHbie MHAMBUAYAJbHBIE TOMALIHHUE 3a1AHNUS

Ne 1 «Poab [OKYMEHTHMPOBAHMS YNPABJEHYECKOH AeATEJbHOCTH B Pa3BUTHH
o0mecTBay.

PexoMeHnganuu 1o coCcTaBlI€HUIO U TIOPAOOTKE KOHCIEKTA JIEKIIHH.

PaccmoTpenune naHHOM TeMbl HEOOXOAMMO HadyaTh C W3YyYEHHUs] OCHOBHBIX IMOHATHH
naHHoW muctumuinHbel.  [Ipw  3ToM  crnenyer  pa3oOpaThCsi € CYLIHOCTBIO — KaTeropuu
«JlokymeHntupoBanue». bosnee moxpobHoO cienyeT paccMOTpeTh CTPYKTYPY, COAEpKaHUe, eI U
3a/lauyd TUCHUIUIMHBI, UCTOPUIO DPAa3BHUTHUs JOKyMEHTOOoOOpoTa. Jlamee HEOOXOIMMO H3y4YUTh
COCTaB HOPMATHBHO-METOIMYECKOM 0a3bl JOKYMEHTUPOBAHMS YIPABICHUYECKON JIEITETbHOCTH B
COBPEMEHHBIX YCIOBHAX X035MCTBOBaHUA. OTAEIBHO CIENYET PACCMOTPETh



CTpaTerHi0 YIPABJICHUS JTOKYMEHTAMH B OpraHU3allid, a TakkKe HU3Y4YUTh (HOpMbI
COBPEMEHHOMN JOKYMEHTAIINH.

KitoueBbie ClioBa:JOKYMEHT, JOKYMEHTHPOBaHWE WH(OpPMAINH, JTOKYMCHTHPOBAHHE
YIPABJICHUYECKON  NIEATENIbHOCTH, KIMHONUCH, IOJUTHKA  YIPABICHUS  JIOKYMEHTaMH,
CTaHapTHU3aIUsl, CTPATETHs YIIPABICHUS JOKyMEHTaMHU, YHUDUKAITHS.

3aianue A CaMOCTOSITENIbHOM pabOThI:

1. 3yuuth KaTeropuanbHbli anmnapar.

2. JlopaboTaTh MaTepHAaIIbI JICKITUH.

3. IoaroroButhcst K pabore Ha sekuuu 1o Teme 1. [loBTOpuTh BOMpOC: CYIIHOCTH
Kkareropuu «J{okymeHTHpoBaHue» (yueOHasi TUCUUIUINHA «/oKyMeHTHpOBaHUE yIpaBIeHYECKON

NeSTeNbHOCTHY, JeKIusi Nel). BbITh TOTOBBIM K OOCYKICHHIO STOTO BOMPOCA B XOJE
JIEKILIMH.

Ne 2 «OO0mme nmpaBujia opopmiieHHs1 yIIPaBJIeHYECKUX TOKYMEHTOB.

PexomeHgamu o COCTaBICHHIO U T0OpAaOOTKE KOHCIEKTa JIeKIuu. M3yueHue MaTepuaios
JAHHOW TEMBI CIIeAyeT HauaTh C pacCMOTpeHus TpeOoBaHuil K 0opMIICHHIO peKBU3UTOB. Takxke
ClelyeT M3y4yuThb COCTaB PEKBU3UTOB. Jlamee HEO0OXOOUMO pa3o0parbCsi C NMPUMEHEHUEM U
pacroIoKEeHNUEM Ha JIOKYMEHTE PEKBU3UTOB, ONPEICIUTh UX OOIIHe YepThl U paznuuus. Kpome
TOT0, HYXKHO JIETalIbHO pa300paThCsl C pa3lIMYHBIMU BHJIAMHU TEKCTa JOKYMEHTa: TpadapeTHbIN
JOKYMEHT, aHKeTa, Ta0yunia, OJIaHK.

KittoueBbie cioBa: BU3a coryiacoBaHus, rpud) 03HAKOMJICHHS, 1aTa IOKYMEHTa, 3ar0JI0BOK

K TEKCTY, UJAECHTU(PHUKATOP FIEKTPOHHOW KOMUMU JOKYMEHTA, MHTEPBaJI, MOAMKCH, MOJE
JIOKYMEHTA, PETUCTPALIMOHHBIA HOMEP JIOKYMEHTA, PE30JIIOLUsA, PEKBU3UT, CTAHAAPTHBIN JIUCT
OyMmaru, ccbulka Ha PETMCTPALMOHHBIA HOMEDP U J1aTy JIOKYMEHTA, YAOCTOBEpEHUE JOKYMEHTa,
bopmysp.

3asiaHue AJ1s cCaMOCTOSITENIbHOM pabOThI:

1. U3yunTh KaTeropuajibHbIi ammapar.

2. lopaboTaTh MaTepraIbl JCKIUH.

3. IloaroToBUTHCS K CEMUHAPY.

3. [ToaroroBuThes K padoTe Ha JIeKIUH 1o TeMe 3. [IoBTOpuTh BOMIPOC: OCHOBHBIE

OCOOCHHOCTH HCIIONIb30BAaHUS SI3bIKa B JIEJIOBOM mepenucke (yueOHas TUCIUILIMHA
«J/lokyMeHTUpOBaHWE YINPaABIEHYECKON JeATeTbHOCTH», JeKiuss No2). BpITh TOTOBBIM K
00CYXJIEHUIO 3TOT0 BOIPOCA B XO/1€ JIEKIIHH.

Ne3  «OcoOennocTn cocraBjeHUsi M  O(OpPMIICHHMS OCHOBHBIX [JOKYMEHTOB
ynpaBJIeHHsD).

PexomeHaMm o coCTaBJIEHUIO U JOPaOOTKE KOHCIIEKTA JIEKLIUH.

PaccmoTpenne maHHOW TeMbl HEOOXOAMMO HayaTh C aHalW3a OCOOCHHOCTEH
0o(pUIIMANBbHO-IEIOBOIO CTWJISI IO CPaBHEHHUIO C XYAO0XKECTBEHHBIM, MyOIUIIUCTUYECKHM,
HAYYHBIM, y4e€OHBIM, Pa3TOBOPHBIM CTHIISIMU SI3bIKA.

IIpy 3TOM HYXHO NOAPOOHO U3YYUTh JIEKCMYECKHE OCOOEHHOCTH JOKYMEHTOB:
ynotpeOieHue

MAapOHMMOB, IIJIEOHa3MOB, HCIIOJIb30BaHHE peueBbIX kiuiie. [locme 3toro cuemyer
paccMoTpeTh opdorpaduieckue 0COOCHHOCTH JTOKYMEHTOB: NMPUMEHEHHE MPOIUCHBIX OYKB B
reorpaMuecKuX Ha3BaHUSIX, HAMMEHOBAHUSAX OpraHU3aLUH.

Kpome Toro, meo6xomumo oOpatuTh BHUMaHuWe Ha opdorpaduveckne 0COOECHHOCTH
JIOKYMEHTOB: MPUMEHEHHE MPOIMUCHBIX OYKB B TreorpapuuecKkux Ha3BaHMUAX, HAMMEHOBAHUSX
opranu3anuii. Tak ke cieayeT BbISICHUTh HanboJjiee pacnpoCcTpaHEeHHbIE B JJOKYMEHTaX OLINOKU
CHHTaKCHCa M IyHKTyallMM: MOPSAOK CJIOB, COIJACOBAaHHE IOJUIEkKAIIEro M CKa3yeMmoro,
IIpUYACTHBIE U JIeeNPUUaCTHbIE 000POTHI, CIOBOOOPA30BAHHUS.

KmtoueBble  crnoBa:  aOOpeBuarypa, JakOHU3M  (OPMYJIHMPOBOK,  HEHTpaibHas
OKCTIPECCHBHAsT OKpacka s53bIKa, HEOJOTH3M, OQHUIMaIbHO-IEIOBOH CTHIIb, TIOJHOTA
UH(OpMalUY, CHHOHUMBI, TABTOJIOTUH, (PPa3eoI0ru3mbl.

3agaHue J1s CaMOCTOSITEIIBHOM PaOOTHI:



1. U3yunTth KaTeropuanbHbIi anmnapar.

2. JlopaboTaTh MaTepHAaIIbI JICKITUH.

3. THoxroroButscsi k pabore Ha neknuu. [loBroputh Bompoc: opdorpaduueckue
0COOEHHOCTH JOKYMEHTOB (yueOHas IUCHMIUIMHA «J{OKyMEHTHMpOBaHHME YIpaBIEHUYECKOH
JeSITeTbHOCTIY, JeKIHst Ne3). BbITh TOTOBBIM K 00CYKICHHIO 3TOTO BOIIPOCA B XOJI€ JIKLIUH.

Neq «IIpaBuiia ogopmiieHUsI AOKYMEHTOB 110 JTUYHOMY COCTaBY».

IIpy u3ydeHMH OaHHOM TeMbl CTYIEHTAaM HEOOXOAMMO pa3o0paTbcs C NPUHIMIIAMU
pa3paboTKK MporpamMMm yrpasieHus AokymeHTamu. Ocoboe BHUMaHHE CJEIyeT YACIHUTb
PacCMOTPEHHIO IIPOLEAYPbl INPOCKTUPOBAHUS M BHEIPCHUA JIOKYMEHTHBIX CHCTEM. Taxke
CJIEZIyeT OCTAaHOBHUTHCS HAa OCOOCHHOCTSAX MOHUTOPUHTA U ayIUTa TOKYMEHTHBIX CHCTEM.

bosee peranbHO HEOOXOAMMO pacCMOTPETh CYIIHOCTb JOJITOCPOYHOW IMPOrpaMMbl
00y4deHus

IIepCOHaja OpraHu3aluyd B 00JacTH YHpaBiI€HHUA JOKYMEHTAaMM U IPUMEHEHHUs
00y4aromux HHCTPYKIMHA, BKIIOYask 00yJaroNyt0 HHCTPYKIHIO CEKpeTapsl.

KitoueBble cioBa: ayauT YIOpaBJIEHUS JAOKYMEHTaMHM, KOHBEpTALMs, METOJOJIOTHUs
BHEJPEHUS, MUIpalysi JOKYMEHTOB, MOHMTOPUHI, HAJEKHOCTb JOKYMEHTHOM CHCTEMBI,
IIPOEKTUPOBAHUE TOKYMEHTHON CHCTEMBI, PaCIIPEIEICHHOE YIIPABIEHUE, PEryIupyolas cpena,
CTpaTerusl ynpasJIeHUs JOKYMEHTaMH.

3asiaHue AJ1s cCaMOCTOSITENIbHOM pabOThI:

1. U3yunTh KaTeropuajibHbIi amnmapar.

2. lopaboTaTh MaTepuaIbl JEKIUH.

3. IIoAroToBUTHCS K CEMUHAPY.

4. [ToarotoBuThCs K pabote Ha nekiun. [IoBTOpuTh BOmpoc: 00mas xapakTepucTHKa

JOKYMEHTHBIX cucTeM (yuyeOHas AMCUUIUIMHA «/[OKyMeHTHpOBaHUE YyIpaBIEHYECKON
NeSITeTbHOCTHY, JeKIHst Ned). BBITh TOTOBBIM K 00CYKICHHIO 3TOTO BOIIPOCA B XOJIE JICKITUH.

NeS «Opranusanusi J0KyMeHTO000pOTa».

PexomeHaMm o coCTaBJIEHUIO U JOPaOOTKE KOHCIEKTA JIEKIINH.

B nauaine ciemyeT paccMOTpPETh TEPMUHBI «IEIIOTIPOU3BOJICTBOY, «IOKYMEHTAIIMOHHOE

o0ecrieyeHre yIpaBlIeHUs», «JOKYMEHTHUPOBaHUE MH(DOPMALUN», «IOKYMEHTHPOBAaHHUE
YIIPaBJICHYECKOH JIEATENFHOCTHY, «TOKYMEHTOIIOTOKHY, «TOKYMEHTO000pOTY.

Jlanee HEOOXOAMMO U3YYUTh OpPraHU3alMIo0 JOKYMEHT0000poTa. Takke HyKHO MOAPOOHO
MIPOAHAIIM3UPOBATH OCOOCHHOCTH PAOOTHI C BXOSAIIUMHU U UCXOISAIUMHU JOKYMEHTaMHU.

Kpome TOro, HeoOXOIMMO OCTAaHOBUTHCS HA M3YYEHHHM METOJIOB COKpAIIEHUS
JIOKyMEHTO000pOoTA.

Crnenyer yaenuTh BHUMAaHUE COJCPXKAHWIO KOHTPOJS HCIOJHEHUS JOKYMEHTOB, €ro
oTaraM U TEXHOJIOI'hH.

KitoueBble cioBa: BHYTPEHHMH JOKYMEHT, BXOASIIUN JTOKYMEHT, JOKYMEHTOOOOpOT,
JOKYMCHTOIIOTOKH, I/IH(i)OpMaIII/IOHHO-HOI/ICKOBaH CUCTEMA, HHACKCAIUA JOKYMCHTA, I/ICXOI[?IIIII/Iﬁ
JIOKYMEHT, KaTajor, 00beM JOKyMEHTO0OOpOTa, palMOHAIBHOE JIBUXKEHHE JOKYMEHTOB,
PErUCTPAIMOHHO-KOHTPOJIbHAA KapTO4UKa, PEructpaiusa JO0KYMEHTA, TCXHOJOIHMYCCKas CXEMa
JIBYDKEHUS IOKYMEHTOB, SKCTICAHIINS.

3aaHue A cCaMOCTOSITENIbHOM paboThI:

1. U3yunTh KaTeropuaibHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKIUH.

3. ToxaroroButbcss Kk paboTe Ha JeKuud. I[IOBTOPUTH BOIPOC: OpraHU3aIUSL
TOKyMeHTOoOOOpoTa  (yueOHas  gucruruimHa  «/loKkymMeHTHpoBaHWE  yNpaBlIEHYECKOU
NeSITeIbHOCTH, JeKIHsI Ne5). BbITh TOTOBBIM K 00CYKJICHHIO 3TOTO BOIIPOCA B XO/I€ JICKIUH.

Ne6 «OcHOBHBIC TPABUJIA OPTAaHU3ANMH PA0OTHI C JOKYMEHTAMM.

PexomeHjanmu 1o coCTaBJIEHUIO U JOPAOOTKE KOHCIIEKTA JIEKLIUH.

PaccmoTpenune naHHON TeMbl HEOOXOAMMO HayaTh C M3YyYEHHs POJH HH(POPMAIMOHHO
CIPaBOYHON PabOTHI CIIy>KOBI AETONPOU3BOACTBA OPraHU3ALMH.



IIpu sTOM crnenyer OOpaTUTh BHMMAaHUE HA BHJBI, ATalbl pa3pabOTKH, pa3aeibl
HOMEHKJaTyphlaen. Takxke HEOOXOOUMO YSICHUTh, KaK OCYIIECTBISIETCS TEKyIee XpaHEHUe
JIOKYMEHTOB U X HUCIIOJIb30BAHHUE.

YTo 03HAYAIOT WIMCT-3aMECTUTEIIbY, «KapTa3aMECTUTEIIb)?

Kpome Toro, cienyer oxapakTepu3oBaTh HKCIIEPTU3Y LIEHHOCTU JOKYMEHTOB, KPUTEPUHU
OLIEHKHU JIOKYMEHTOB, 0(pOpMIIEHHE €€ Pe3yIbTaTOB, pA0OTY SKCIEPTHOW KOMHUCCHUHU.

Taxoke cienyer paccMOTPETh 0COOEHHOCTH MPOLECCOB MOATOTOBKH, U3AaHUS, XPAaHEHUS U
UCIIOJIb30BaHUSI KOH(DUICHIIUAIBHBIX JOKYMEHTOB. [laee Hy)KHO M3y4UTh KaHaJbl BO3MOXKHOMN
yTE€UYKH MH(OPMAIK U yTPaThl JOKYMEHTOB. W B 3aKitoueHrne HEOOXOMMO pacCCMOTPETh

TpeOOBaHUS K U3TOTOBJIEHHUIO, YUETY, UCIIOIb30BAHUIO U XPAaHEHHIO repOOBBIX OJaHKOB.

KiroueBble ciloBa: akT, J€10, JOJATOCPOYHOE XPAHEHHE JOKYMEHTOB, MHOCTYIl K
JOKyMEHTaM,

KOHTpPOJIb IEHCTBHI, KOHTPOJIb MECTOIIOJIOKEHU IOKYMEHTa, HOMEHKJIATypa J€eJl, OIUCh,
IIpUMEpHasi HOMEHKJIATypa JeJl, TeKyllee XpaHeHUE JTOKYMEHTOB, TUIIOBAas HOMEHKJIATypa Jel,
CBOJHAs HOMEHKJIATypa JeJ, YHUYTOKECHHE JIOKYMEHTOB, JKCIIEpTH3a LICHHOCTH JIOKYMEHTA.
['epOoBblit OaHK, rpud orpaHUYEHUs JOCTYNa K JOKYMEHTY, 3allUIIEHHbIH JOKYMEHTO000pOT,
KOMMepuecKass TailHa, KOH(UICHIMAIbHBIA JOKYMEHT, MPOMBIIIJICHHBIA IINMHOHAX, YIPO3bI
JIOKYMEHTaM, LieHHast UH(pOopMaIusl.

3agaHue A1 CaMOCTOSITEIbHON pabOThI:

1. 3yuutsb KaTeropuanbHbIi anmnapar.

2. lopaboTaTh MaTepuallbl JEKIUH.

3. I[loAroToBUTHCS K CEMUHApY.

4. ToxroroButecss K pabore Ha Jekuuu. [IOoBTOpUTH BOMpoOC: 3KCHEpTH3a LIEHHOCTH
JOKYMEHTOB (y4eOHas IUCUUIUIMHA «/{OKyMEHTHpOBaHHE YIPABIECHYECKON EATEIbHOCTI,
aexiust Ne6). BbITh FOTOBBIM K 00CYKJICHUIO 3TOI0 BOIIPOCA B XO/€ JICKIUH.



MNPUJIO’)KEHHUE 2

OueHovHbIe CpeaCcTBA /sl MPOBeAeHUs IPOMEKYTOUYHOI aTTeCTALNHU
a) [lnanupyembie pe3yJbTaThbl 00yUYeHHs U OLEHOYHbIE CPEACTBA ISl POBEACHUS MPOMEKYTOUHON ATTeCTAlUM:

Konx nnaukaropa

NHaukatop JOCTHKEHUS KOMITETCHIIUN

OneHouHble CpeacTBa

YK-4: CnnocoGeH ocymecTBJATH J1eJ0BYI0 KOMMYHHKAIMIO B YCTHOI U MUCbMEeHHOH opMax HA rocyaapcTBeHHOM si3biKke Poccuiickoii Mexepanun
U MHOCTPAHHOM(BIX) fA3bIKe(aX)

VK-4.1 BriOupaer crtunp 0OmIEHHS HAa PYCCKOM | BOIpockl 1t caMOCTOATENBHOIO H3yYCHHS
. i 2
SI3bIKE B 3aBUCHMOCTH OT LIEJIH M YCIOBHIL 1. Yro Takoe JOKYMEHT, C KAKOH MEIBI0 OH MOXET CO31aBaThCs? }
2. KakoBbl 0COOCHHOCTH JICTIOBOTO OOIICHUS U MyOIMYHBIX BBICTYIICHUN?
MNapTHEPCTBA; AAANTUPYCT pPEUb U CTUJIb
N 3. KakoBbI OCHOBHBIC MPU3HAKU KIACCU(PHUKAIIMH JOKYMEHTOB?
OOIEHNS K CUTYallUsAM B3aUMOJIEHCTBHSA 4. Yro moHUMAETCA MOJ JOKYMEHTAIMOHHBIM 00€ecIeueHreM yIpaBIeHus?
5. B uem cyTb cTanmaptuzanuu U yauduxkanuu 1okymMmeHToB? Kakue pa3pabaTpIBalOTCs CTAHAAPTHI?
VK-4.2 Benet nenoByro nepenucky Ha pyccKOM U Bomnpock! a1 caMOCTOSATENBHOTO U3YUEHUS
i 2
MHOCTPAHHOM I3EIKAX c y4eToM 1. Yro noHUMAETCs! O] IKCIEPTU30M IIEHHOCTH TOKYMEHTA’
. 2. Kakue KpuTepHHu UCIONB3YIOTCS MIPU OLICHKE TOKYMEHTOB?
0COOEHHOCTEN CTUJINCTUKHU O(i)I/IHI/IaHBHLIX 9
N 3. Kak ocymiecTBisieTcs mpreM-repeaada e B apXus?
HACEM M COLUOKYJIbTYPHBIX Pa3/IMInuu 4. Yto Takoe KOH(GUAEHINANBHBIA JOKyMEHT?
5. Kakuie 0OCHOBHBIE YIpO3bl BO3HHUKAIOT IIPU paboTe ¢ KOHPHUICHIUATbHBIMU TOKYMEHTaMH?
6. Ykaxute OCOOCHHOCTH BEJIEHHS [EJIOMPOM3BOJICTBA, OOCCICUUBAIONICTO yYET U COXPAHHOCTh
KOH(UIeHINATBLHOI HH(OpMALIUK U TOKYMEHTOB.
7. YTto mOHMMAETCSI MOJ] 3alUIIEHHBIM JOKYMEHTOO0OPOTOM, 33 CUET Yero MOXET ObITh oOecreueHa
ero 3ammra?
VK-4.3 BhImoHseT A1 TMYHBIX 1Ieel mepeBoj | KommiekT rectoBbix 3amammii: Nel

OopUIMATBHBIX UM Mpo(decCHOHATbHBIX

TEKCTOB C MHOCTPAHHOIO SI3bIKa Ha
PYCCKMH, C  PYCCKOrO  s3blKa  Ha
WHOCTPAaHHBIN

1. ®opmyisip — 3TO:
a) OCHOBHas Qopma JOKyMeHTa, (UKCHPYIOIas MpaBOBble OTHOLICHUS B J[peBHEpyccKOM
rocyaapcTBe;
0) 0co0o0 BbIAETaHHAS KOXa >KUBOTHBIX, IIPUMEHSBILIASACS B KaueCTBE OCHOBHOI'O MaTepuana Jyist
nmcbkMa B JIpeBHEpYCCKOM rocyJapcTBe;
B) CAMOCTOSITENFHOE T0JIpa3zieeHe, OCYIIECTBISIONIEE ISJIONPOM3BOACTBEHHYIO IS TEIbHOCTD;
T) THHIOBas ycroiunBas opma (0Opaser) OTAENbHBIX Hanboee pacupoCTpaHEHHbIX IOKYMEHTOB.
2. YcraHOBIIEHHE eIMHOO0pa3ust cocTaBa U (HOPM YNPaBICHYECKUX TOKYMEHTOB, CO3/IaBa€MBIX IPH
PELIeHNH OJTHOTHUITHBIX YIPABJICHYECKUX (DYHKITHIA:
a) yHA(UKAIWS;
0) cepTuduranmus;
B) KOJTUPOBAHHE;




Kon unnukaropa

Nuaukatop JOCTHKEHHS] KOMIIETEHLIUN

O1neHOYHBIC CPEICTBA

I') JOKYMEHTHPOBaHHE.
3. OOsi3aTenbHBIM YCIOBHEM Uil BKIIOYECHUS HMHGOpPMalUMu B HH(POPMAIMOHHBIE PECYpPCHI,
OCYIIECTBIISIEMOTO B MOPSI/IKE, YCTAaHABIMBAEMOM OpPTaHaM¥ 'OCYAapCTBEHHOMN BIIACTH, SIBIISIETCS €€:
a) CTaHIapTH3aLus;
0) 3amura;
B) TOKyMEHTHPOBAHHE;
T') BBIKYII TOCYIapCTBOM Y YaCTHBIX JIUIL.
4. CpencTBOM yCTpaHEHHS «OyMa)XHOTO OyMa SBIISCTCS:
a) KOMITBIOTEPHU3aLHs ISIONPOU3BOICTBA;
0) yHUpUKAIHA JOKYMCHTOB;
B) KJTacCU(PHKANNS JOKYMEHTOB;
I') IPUMEHEHUE Pa3HOCTOPOHHEH OPTTEXHUKU
5. 3HayeHue JOKYMEHTAIIHOHHOTO 00ECIIeUeH s yIIPaBICHHs ONPEesIeTCs:
a) KOMMYHHKaIUIMU;
0) uneHTuduKauei;
B) ukcauueii;
T) cy/ieOHBIM pa30upaTeIbCTBOM.

YK-4.4

[Ty6in4HO BBICTYIAET HA PYCCKOM SI3bIKE,
CTPOUT CBOE€ BBICTYIUICHHE C YYETOM
ayJUTOPUU U LI€JIH OOIIeHUs

KommiekT TecToBBIX 3aaHuil: Ne2

1. Kakoe cokparieHue sBisieTcst abOpeBHaTypo:

a) AI'3 MUC Po;

0) Mocauepro;

B) CTarQIsIus;

T) o/M, 11/0.

2. CnoBo, KOTOpOoe 0003HaYaeT HOBOE MOHATHE, YIOTPEOIseMoe B TIOKYMEHTAX, —
9TO:

a) abOpeBuarypa;

0) CHHOHUM;

B) HEOJIOTH3M,;

T) apxau3M.

3. OTOepuTe MPUHIUI OPUIAATEHO-EIOBOTO CTUIISL JJOKYMCHTAIHH:

a) IPEIOCTABICHUS] MAKCUMAJIbHO BO3MOXKHOM HH(OopManumy;

0) IpUMEHEHHE CIIOB «MBbI BBIIIOIIHIUM», <51 CIIEJIAI0»;

B) OTPaHUYCHHOCTH B IPUMEHEHUH SI3BIKOBBIX CPEJICTB;

T') IPUMEHEHUE YETKHX OTBETOB «J[a», «HET».

4. Jlexcu4yeckoe COKpallleHHe CII0Ba, YIIOTPEOIsIeMOro B IOKyMEHTax — 3TO:
a) abOpeBHaTypa;
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Nuaukatop JOCTHKEHHS] KOMIIETEHLIUN

O1neHOYHBIC CPEICTBA

0) CHHOHHM;

B) HEOJIOTU3M;

T') HapOHUM.

5. Uto He OTHOCHUTCS K OPUINATIBHO-IEIOBOMY CTHIIIO JOKYMEHTA:

a) aipecHOCTh MH(POPMAIIH;

0) TemMaTHUEeCKas OTPaHNYEHHOCTh B IPUMEHEHHN SI3BIKOBBIX CPEJICTB;

B) IIPEIOCTaBJICHNE MAKCHMAIBHO BO3MOKHOU MH(POPMAITHH;

T) yHE(GUKAIIS JOKYMEHTA.

6. K mpaBmiiam 1e710BOTO 3THKETa OTHOCSTCS:

a) HETOPOIUTUBOCTB C OTBETOM;

0) 6maromapHOCTH 32 OTBET WIIH ACHCTBHC;

B) 0OCTOSITENBHOE H3JI0KEHUE TOKYMEHTa,;

I') yMEHHE CIyIIaTh IPYrux Jojei.7. B xakoM NTOKyMEHTE HCIIOJIb3YIOTCS CJIOBA «... B TIPOTHBHOM
cinydae Bam OymyT

NIpeABSIBICHBI ITpadHBIE CAHKIUI» B KAYECTBE SI3BIKOBOI (OpMyIIbl, Kak pe3ynbTrara
YHU(HUKALUH A3bIKOBBIX CPEJICTB:

a) B TapaHTUITHOM NHCHME;

0) B peKIaMariuOHHOM TIHCHEME;

B) B HH(OPMAIIIOHHOM ITHACHME;

T') B MMCbMe-HAaIIOMUHAHNH.

8. CnoBa, KOTOpBIE CTaHOBATCS HEOMDUIMAIGHBIM 3aMEHHTEJIEM TEpPMHHA W WX HPUMEHEHHEB
JOKyMEHTaX HEIOIyCTUMO, — 3TO:

a) mpoeCCHOHATI3MBI;

0) CHHOHUMBI,

B) HEOJIOTHU3MBI;

T') HapOHHUMBIL.

9. 3aKOHYEHHBIH B CMBICIIOBOM OTHOIIEHHH OTPE30K TEKCTA, MO3BOJISIONINIA YCTAHOBUTD
3HaYEHHE BXOJIAIIETO B HErO cJIoBa Wi (pasbl — 310!

a) aHHOTAIIWS,

6) pedepar;

B) KOHTEKCT;

I') KOHCIIEKT.

10. Perynupytommas (1esTeIbHOCTh OpraHu3alnii) cpesia BKIIOYaeT:

a) TOCyIapCTBEHHbIE CTaH/IAPTHI;

0) 0OIIECTBEHHBIE OXKUTAHHUS,

B) PEKOMEHIAIINH, OTPAKAIOLIIE TIEPEJOBO OMBIT;

') HOPMaTHUBHBIC JOKYMEHTBI, OTPKAIOLIHE ICATEIbHOCTh OPraHU3aIHH.




Kon unnukaropa

Nuaukatop JOCTHKEHHS] KOMIIETEHLIUN

O1neHOYHBIC CPEICTBA

11. IonuTHKa yrnpaBieHus JOKyMEHTAMH OPTraHU3aIMH1 TO3BOJISIET:

) TOBBIIIATH 3PPEKTUBHOCTD JESATEILHOCTH OPTraHU3alHH;

0) coOmonaTe TpeOOBaHMs 3aKOHOAATEIbCTBA U PETyIHPYIOIIEH Cpeabl;

B) M30€XKaTh PUCKOB MPEAMPUHAMATEIBCKOMN IEATCILHOCTH, CBI3aHHBIX C IOKYMCHTAMHU;

') COXpaHATh MaMSTh OPTraHU3aIMU, HHAUBKUAA U 00miecTBa.12. K npuHIpnamM pa3paboTKu mporpamm
YIpaBICHUS TOKYMEHTaMH OTHOCHTCSI:

a) OLICHKA PUCKOB, CBA3aHHBIX C OTCYTCTBHEM O(MHIMAIBHBIX TOKYMEHTOB;

0) onpenesieHre MPABUII CO3JAHUS METAIaHHbBIX O TOKYMEHTAX;

B) o0ecrieueHne XpaHeHHs JOKYMEHTOB B O€30IIaCHOI W 3aIUIIICHHON Cpee;

I') OnpeeeHre BO3MOKHOCTEH NOBBIIIeHHS 3P PEKTHUBHOCTH PabOThl OpPraHU3anu

B Pe3yJbTaTe KAUECTBEHHOTO YIIPABJICHHS IOKYMEHTaMH.

13. PactipenienieHne OTBETCTBEHHOCTH 32 JIOKYMEHTALMOHHOE 00ecIeyeHre yIpaBIeHUs
MIPEAIoJaraeT OTBETCTBEHHOCTh:

a) BCEX COTPYIHHUKOB OpraHU3alny 3a ;

0) CUCTEMHBIX aJJMUHHCTPATOPOB 32 ;

B) PYKOBOJICTBA OpTaHHU3aLMH 32 ;

T) cekpeTapei 3a .
14. Ecmu [OKYMEHT SBISETCS TeM, YeM JOJ/DKeH ObITh, CO3/[aH WM OTIPABICH JIHIIOM,
YIOJHOMOYEHHBIM Ha 3TO, @ TAK)KE B TO BPEMsI, KOTOPOE YKA3aHO Ha JIOKYMEHTE, TO 3TO 03HAYACT ero:
a) J0CTOBEPHOCTH,

0) IIEITIOCTHOCTD;

B) ayTEHTUYHOCTD;

T') IPUTOAHOCTH AJIS HCIIOJIB30BAHMS.

15. Ctpaterust BHeAPEHUs JOKYMEHTHBIX CHCTEM IPEAyCMaTPHBAET:

a) MPOEKTHPOBAHUE IOKYMEHTHBIX CUCTEM;

0) MOATOTOBKY COTPYJIHUKOB, paOOTAIONINX C IOKYMEHTAMH;

B) COOTBETCTBHE JJOKYMEHTOB PETYIUPYIOIIECH cperne;

I') KOHBEPTALIMIO JOKYMEHTOB B HOBBIE JIOKYMEHTHbIE CUCTEMBI, (POpMATHI.

16. CiocoOHOCTh JOKYMEHTHOU CUCTEMBI JUTUTEIBHO U MPABUILHO (PYHKIIMOHUPOBATH

B COOTBETCTBHHU C TPEOYyEMBIMH MPOILIEAypPAMU 03HAYAET €e:

a) HaJIe)KHOCTD;

0) 3¢ PeKTUBHOCTE;

B) LIEJIOCTHOCTB;

T') KOMIUICKCHOCTb.

17. CocoGHOCTh JOKYMEHTHOW CHCTEMBI IPEIOTBPAIIaTh HECAHKITHOHNPOBAHHBIE

JOCTYII K TOKYMEHTaM, X YHUYTOXCHNUE, UBMCHCHUEC UJIN IICPEMEIICHUA O3HAYACT €€

a) HaJIe)KHOCTD;
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0) 3¢ PeKTUBHOCTE;

B) LIEJIOCTHOCTB;

I') KOMIUIEKCHOCTb. 1 8. MeTo1010T 1S TPOEKTUPOBAHUS U BHEAPEHUS JOKYMEHTHBIX CUCTEM BKITIOUAET:
a) aHaJIn3 JEJIOBOH JeITeIbHOCTH OpraHU3allny;

0) OLICHKY CYIIECTBYIOIIUX JJOKYMEHTHBIX CUCTEM;

B) MOHHTOPHHT, OLICHKY, KOPPEKTUPYIOIIHE ICHCTBUS;

T') IpeKpalleHne TPUMEHSHUS TOKYMEHTHBIX CHCTEM.

19. O6bexramu yHH(DHUKAIINN U CTAHIAPTH3AINN B YIPABICHYECKON NEATEIFHOCTH
SIBIIAIOTCS:

a) TEPMHHBI, HCHOJIB3yeMBIe IIPH padoTe ¢ yIpaBieHuecKol HHpopMalmei;

0) opraHM3alMOHHBIC CTPYKTYPBI OpraHU3alUi, YUpSKACHUI U IPSANPHATHH;

B) ynpaBiieHYeCKUe (DyHKLUH;

I') ylpaBJIeHUECKas JOKyMEHTalUs

YK-4.5

YCTHO TpeIcTaBisieT pe3yabTaThl CBOSH
JICSTCIIBHOCTH Ha HWHOCTPAHHOM  SI3BIKE,
MOJKET TMOJJIEPKATh Pa3roBOp B XOJIE HX
oOcyxaeHus

[IpakTryeckne 3aganus:

Kpoccropa 1.

[To ropuzoHTanu: 1) 3anuck nHGOpMALIUK HAa PA3IUYHBIX HOCHTEISX 10 YCTAHOBIICHHBIM ITpaBUIIaM; 2)
YCTaHOBJICHUE KOJIMUECTBA U COCTaBa JOKYMEHTOB B €AMHHIAX y4eTa U (PUKCALUs NPUHAIIE)KHOCTH
KaXI0M eAMHUIBI ydeTa K OIpelIeIeHHOMY KOMIUJIEKCY M OOIIeMy MX KOJNHYECTBY B YYETHBIX
JOKyMEHTax; 3) y4YeTHBIM OKYMEHT, COAEpKallliii Ha3BaHHE, CBEICHHUSA O KOJIMYECTBE, COCTaBe
JOKyMEHTOB ()OHJa M MECTE€ €ro XpaHeHUs, NpeJHAa3HAUYCHHBIH IS IIEHTPAJM30BAaHHOTO YyueTa
JOKyMEHTOB; 4) mepevyeHb O(pUIHaNbHBIX HANMEHOBAHUH XPAHAIINXCS, BBIOBIBIINX M ITOCTYNAOIINX
apXuBHBIX (DOHIOB B TIOPSAKE BO3pAcTaHMS INPHCBOEHHBIX MM HOMEPOB; 5) MPEIyCMOTPEHHBIE
HOPMAaTHBHBIMH JIOKYMEHTaMH YCJIOBHS HCHOJNB30BAHMS APXMBHBIX M KOH(HICHIMATBHBIX
JOKyMeHTOB; 6) mmdpoBoe w/minn OyKBEeHHO-IH(POBOE OOO3HAUEHHE J[eNa B HOMEHKIAType ael
OpraHM3ali, HAHOCMMOE Ha ero OOJOXKy; 7) CBOWCTBAa JOKyMEHTa, OOYCJIABIMBAIOLINE €ro
KyJIBTYpHOE, Hay4HOE M T.I. 3HAuCHHE; §) BOCCTAHOBIECHHE IEPBOHAYAIBHBIX WM OJM3KHX K
NEepBOHAYAIBHBIM CBOWCTB M BHEUIHMX IPU3HAKOB AapXWBHOTO JIOKYMEHTa, IOJBEPIIIerocs
HOBPEXIACHUIO WIIN Pa3pyLICHUIO; 9) CPEICTBO THPAKUPOBAHUS JOKYMEHTOB; 10) ydeTHBII TOKyMEHT,
COJIepXKAILIUM TepeueHb JOKYMEHTOB Jiela C YKa3aHHEM IIOPSJKOBBIX HOMEPOB IOKYMEHTOB, HMX
WHJECKCOB, Ha3BaHWii, JaT, HOMEpPOB JHUCTOB, 11) mpuMeHeHHWe WHPOPMAIUK TOKYMEHTOB B
KyJIBTYPHBIX, HAYYHBIX U T.II. I[eJIAX, a TaKOKe I 00ecriedyeHns 3aKOHHBIX MPaB U HHTEPECOB IPakJaH;
12) cripaBOYHUK, B KOTOPOM MH(OpManus 0 JOKYMEHTax paclojiokeHa B COOTBETCTBHUHU C BEIOPAaHHOM
cxeMoil kiraccudukamuy; 13) TOKYMEHT, MOJHOCTBIO BOCHPOU3BOISAIINA HHPOPMALHIO MOITHHHOTO
JIOKyMEHTa M BCE €r0 BHEIIHWE NPH3HAKU WMJIM YacTb MX, HO HE MMEIOIINI IOpUINYEeCcKOi cuibl; 14)
N3MEHEHHE NepBOHAYAIBHBIX (PU3UKO-XUMHIECKUX CBOWCTB IOKYMEHTA 110]] BO3/ICHCTBHEM BHELTHUX H
BHYTpEHHUX (pakTopoB; 15) mepBbI WIM €IMHUYHBIA 3K3eMIULIp O(QHIMAILHOTO JIOKYMEHTa; 16)
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IOPUIMYECKOE WK (U3UYECKOE JINIIO, B EITEIILHOCTH KOTOPOTro 00pa3yeTcsl NOKYMEHTAIbHBIN (OHIT;
17) cpeacTBO XpaHEHUs! JOKYMEHTOB.

ITo BepTukanu: 1) NBUXKEHUE JOKYMEHTOB B OPraHU3aI[MM C MOMEHTA UX CO3/AaHUS WU MOIyYeHHs 10
3aBEpILEHMs] UCIONHEHUS WM OTHpaBleHMs; 18) 3amuch y4YETHBIX MOAHHBIX O JOKYMEHTE IIO
ycTaHOBIeHHOH (opme, (ukcupyromas (akT ero CO3JAaHus, OTIPABICHUS WM MOlydeHus; 19)
JOKyMEHT WIM COBOKYHNHOCTH JOKYMEHTOB, OTHOCAIIMXCS K OJHOMY BONPOCY WIH Y4YacTKy
JEATEIPHOCTH M IIOMEIICHHBIX B OTHEIbHYI0 00m0xKy; 20) opraHm3amus WIH CTPYKTYPHOE
MOJIpa3/ieNieHNe, OCYIECTBIIAIONIEE [UTNTEIBHOE HITH ITOCTOSHHOE XPAHEHNE OKOHYEHHBIX IOKYMEHTOB
C LEIBbI0 UX MCTIONB30BaHUs; 21) cpesicTBO KAaCCOBOI OPTTEXHMKH; 22) KOIIUS YaCTH TEKCTa JOKYMEHTA,
oopmiieHHass B YCTAaHOBJIEHHOM TOpsAKe; 23) CpEOCTBO HM3TOTOBJIEHHS HM300pa3sHTEIBHBIX
JOKyMEHTOB; 24) crieninaibHO 000pyIOBaHHOE TIOMEIIEHHE JUTS XPAaHEHUS apXUBHBIX JOKYMEHTOB; 25)
MIOBTOPHBIN SK3EMILLAP MMOUIMHHMKA JOKYMEHTA, UMEIOIIN I I0pUANYECKYI0 CHity; 26) pU3ndecKoe nin
FOPUINYECKOE JIHIIO, CO3/IaBIIee JOKYMEHT; 27) O(QHUIHANIbHBIA JOKYMEHT, UMCIOIIUN IOPUIHYCCKYIO
CWIy M cojepxamuii uHpopManuioo o mNpeAMeTe 3ampoca, C YKa3aHHeM IOMCKOBBIX JaHHBIX
JOKYMEHTOB; 28) oTOOp JOKYMEHTOB Ha XpaHCHHE MM K YHHYTOXKEHHIO, a TAaKXKe YCTaHOBJIECHHUE
CPOKOB HX XpaHEHHsI Ha OCHOBE IPUHATHIX KPUTECPHUEB.

OIIK-3: Cnoco0en pa3padaTrbiBaThb M OCYHIECTBJIATH MEPONPHUATHS, HANPABJEHHbIe HA PealH3alMI0 CTPATEerHd YIPABJICHHUS NEPCOHAJIOM,
o0ecrne4yuBaTh UX IOKYMEHTAIMOHHOE CONMPOBOKIEHNE U OLIEHUBATH OPraHU3alMOHHbIE H COIMAJIbLHbIE MOCTeICTBUS

OIIK-3.1

Pa3pabatsiBaer U peain30BbIBACT
CTpaTeTUM  YIpaBJIECHUS, NPUBJICUCHUS
nepcoHasa

Kpoccsopzn 2.

Mo ropmsoHTanmu: 1) HOPMATHUBHBIA JOKYMEHT, COJCPKAIIUN CHCTEMATH3HMPOBAHHBIA IIEPCUCHb
CTPYIIHPOBAHHBIX HAUMECHOBAHUN OOBEKTOB U MPUCBOCHHBIC MM KOJIbI;, 2) HOPMATHBHBINA JOKYMEHT,
3aKpeIUISIONINN  yHU(DHUKALUIO JEJIONpPOU3BOACTBA; 3) QuKcalus Ha MaTepUAILHOM HOCHTENE
UHPOPMAIMH C PEKBU3UTAMH, IIO3BOJISIONIUMH €€ HIACHTU(QHUIMPOBATh;, 4) YCTAHOBIICHHE
ennHoOoOpa3ust cocraBa M (OPM YIPABICHYCCKHX JOKYMEHTOB, CO3[aBACMbIX IPH PEIICHUH
OMHOTHUITHBIX YIPABICHYCCKUX (QYHKIUI;, 5) wuHpopmaius, (GUKCHpOBAHHAsS HAa KaKOM-JIHOO
MaTepHabHOM HOCHTEJIE.

[To BepTukamu: 1) mudpoBoe o603HaUeHHE POPM TOKYMEHTOB B XOJI€ COCTABIICHHS KIIACCH(PHKATOPOB
nHpopManuy; 6) uPpoBoe 0003HAYCHHUE, SIBIIAIOMICECS AIEMEHTOM HACHTU(UKAIINE 00BEKTOB B XO/Ie
UX KIacCU(PUKAINY; 7) MEKAYHAPOIHBIN JOTOBOP IO OMPEISIICHHOMY BOMPOCY; §) OpraHU3amus Wi
CTPYKTYpHOE TIOApa3IciicHHEe, OCYIIECTBILIIONICE JOJTOBPEMEHHOE WM TIOCTOSHHOE XpaHCHHE
OKOHYCHHBIX JIe)T;, 9) BHECEHHE JIOJHDKHOCTHBIM JIHIIOM B O(HIIMATBEHBIC JOKYMEHTHI 3aBEIOMO JIOKHBIX
CBEJICHUI WJIM WCTIPABJICHHNA, UCKAXAIOMINX WX JNEHCTBUTENbHOE cojaepkanue; 10) CHHOHMM clioBa
noroBop; 11) JOKYMEHT, TOATBEP)KIAIOIIMA COOTBETCTBHE TMPOIYKIIMH, TIPOIECCOB U YCIIYyT
YCTaHOBJICHHBIM TPEOOBaHUSIM.
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OIIK-3.2

ObecneunBaeT JIOKYMEHTAILMOHHOE
COINPOBOKACHUE CTPATETUH YIPABICHUS
HIEPCOHAIOM

KommiexT TecToBbIX 3aaanHuii: Ne3

1. B nmpaBoM BepXHEM YIJIy TIOKYMEHTOB pacrojlaratoTcsi CiaeyIoIne peKBU3NUTHL: a)
rpud coriacoBaHus;

0) OTMETKa 0 KOHTPOJIE;

B) rpu( yTBEPXKICHNUS;

T) aapecar.

2. B neBoM BepxXHEM yITy JOKyMEHTOB PACIIONATraloTCs CIETyIOMINE PEKBU3HUTHI:
a) PE30IIOTIHS;

0) OTMETKa 0 HATMYINH TPUIO0KEHHUS;

B) OTMeETKa 00 MCIIOHUTETIC;

T') KOJ OpraHH3aLuH.

3. B mpaBoM HIKHEM YTITy pactoiaralTcs PeKBU3UTHIL:

a) OCHOBHOM rocynapcTBeHHbI peructpanuonssiii Homep (OI'PH) ropunudeckoro
JIMLIA;

0) xoz (hOpMBI JOKYMEHTa,;

B) HaeHTH(UKAIMOHHBII HOMep Hanoromiatenbipka (MHH);

r) Tpu( OrpaHUYuEHHs TOCTYIA K JOKYMEHTY.

4. B 51eBOM HM)KHEM YTJIy PaclioiararoTcsi peKBU3HTHI:

a) KOJI MPUIMHBI TIOCTAHOBKH Ha YUeT;

0) OTTHCK ITeYaTH;

B) BH3HI;

T') OTMETKa 00 UCTIOJHHUTEIE.

5. K B3anMOMCKITIOUAIOINM PEKBU3UTAM OTHOCSTCSL:

a) sMbJeMa opraHu3alMy ¥ rocyJapCTBeHHbIH repd PO;

0) KoJl OpraHu3auy 1 KoJ (opMbI JOKYMEHTa,;

B) PErHCTPAIMOHHbBIII HOMEP JIOKYMEHTA U CChUIKA Ha PErHCTPAllMOHHBIN HOMEpP U
JaTy JOKYMEHTa;

T) Tpud YTBEPXKIEHHS U IIeYaTh.

6. Ecin opranusanus 1no/iBeIoOMCTBEHHA OJJHOBPEMEHHO HECKOJIBKHM OpraHam
YIIPaBJIEHUs, TO B PA3HBIX CUTYALUsIX YKa3bIBACTCS:

a) HETIOCPEACTBEHHO BBIIIECTOSIIAsT OPTaHU3AIIHS;

0) camast T71aBHAs! BBILIECTOSIIAS OpTaHU3aIus;

B) He OoJiee TpeX CTENeHEH MO IBEIOMCTBEHHOCTH;

T') HE YKa3bIBAaeTCsl HY OJIHA BBIIIECTOAIIAs] OPraHU3alusl.

7. Jlaroii moxyMeHTa MOXeT OBITh Jara:

a) ero HaIMCaHMsl U COTJIACOBAHUS;

0) ero moJMMcaHus;
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B) €r0 YTBEPKACHUS;

T') IPOBE/ICHUS 3aCEaHusl, HA KOTOPOM MPHHSTO PELICHUeE.

8. JlaTbl B TOKyMEHTax MOTYT OBITH O)OPMIICHBI:

a) 22. 08. 1997;

0) 22 aBrycta 1996 rona;

B) 1988. 02. 22;

r) 22 aBrycra 1997 r. 13 gac.45 mun.

9. Kakue peKBU3HUTHI JOKYMEHTOB IHUITYTCS, KAK IPABHIIO, OT PYKH:
a) BU3a;

0) pe3omonus;

B) TIOJIITHCK;

T) aapecar.

10. K kakuM peKBH3HTaM OTHOCSTCS CJIOBa:

a) «BepHo» A)
0) «Jlyis ciry:xeOHOTO MoJb30BaHus» b)
B) «3aMedaHus nmpuiarairca» B)
r) «IlerpoB M.K. 924-76-40» I')
11. PexBU3UT «IIOJIMCH» HA PA3HBIX JOKYMEHTaX BKIIIOYAET:

a) IMYHYIO POCINCH aBTOpa JOKyMEHTa;

0) TMYHYIO POCIIHCH PYKOBOAUTEIS U €€ pacuIn(poBKY;

B) YKa3aHHE JJOJDKHOCTH, JINYHYIO POCITCH PYKOBOJUTEINS U €€ PacIn(pOBKY;

T') yKa3aHHe JIOJDKHOCTH, HAMEHOBaHNE OPTaHU3aLUH, JINYHYIO POCIHCH PYKOBOANTEIIS,
ee pacm@poBKy.

OIIK-3.3

OueHuBaeT OpraHU3aIMOHHbBIC u
COLIMANIbHBIE TIOCIEACTBHS  YIpPaBICHUS
NIEPCOHAIOM

Bomnpocs! 111 caMOCTOSTENBHOTO U3Y9EHHS

1. Yem otmmyaercst opopMIeHHE peKBU3UTOB 00IIIero 6J1aHKa OT OJIaHKa muchMa?

2. KakoBBbI OCHOBHbIE PEKBU3HUTHI, UCIIOIb3YEMbIE sl OOPMIICHHS TIPHKA3a M PACHOPSIKEHUS.

3. Kakue ¢GopMBI MPOTOKOJIOB MOXKHO HCIIONB30BaTh B YNPABICHYECKON AEATEIBHOCTH, B YeM HX
otianuue?

4. Ykaxure OCHOBHbIE TPeOOBaHHS K O(OPMIICHHIO JIEJIOBOTIO MUChMA.

5. Kaxue KOMILJIEKCBI JIOKyMEHTalluu BKJIIOUYAET B cels KaJpoBas
UH()OPMAIMOHHO-/JOKYMEHTAI[OHHAsI cuctema’?




0) Ilopsinox mpoBeneHUs] MPOMEKYTOYHOM aTTECTALMH, NMOKa3aTeJd M KPUTEPUH
OlleHUBAHUS:

[TpoMexyTouHass arTecTalysl BKJIIOYAET TEOPETHUUECKUE BOIIPOCHI, IMO3BOJISAIOLINE
OLICHUTh YPOBEHb YCBOCHHMS OOyYaIOUIMMUCS 3HAHUMN, U MPAKTUUECKHUE 33/aHUS, BBISBISIONINE
CTereHb CPOPMUPOBAHHOCTH YMEHUHN U BIIAICHUI, TPOBOAUTCS B (hopMe 3aueTa.

3aueT Mo JaHHOW IUCHMILIMHE MPOBOAUTCA B YCTHOM (opMe MO BOMpOcaM K 3ayery,
KOTOPBIN BKJIIOYAET OJUH TEOPETUUYECKUI BONPOC U OJIHO MPAKTUYECKOE 3a/IaHUE.

Iloxka3aTeu U KPUTEPUHU OLlEHMBAHUS

- «3a4TE€HO» - BBICTABJISETCS MPU YCIOBHUHU, €CIIM CTYJAEHT IOKa3bIBAET XOPOIINE 3HAHUS
yueOHOro Marepuaja IO TeMe, 3HaeT CYI[HOCTb JUCIHMIUIMHBL, CBOOOJHO BBINOJHSET
[IPAKTUYECKHE 3a/1aHusl.

[Tpu 5TOM CTYAEHT JOTHMYHO U TMOCJEI0BATEIbHO U3JIaraeT MaTepuaj TEMbI, PACKPHIBAET
CMBICI BONpOCa, JaeT YAOBJIETBOPUTEIbHbIE OTBETHl Ha JONOJHUTEIBHBIE BOIPOCHI.
JlomonHUTENbHBIM  YCJIOBHEM TIOJIyYE€HHS OLIGHKH MOTYT CTaTh XOPOUIME YCIEeXd Mpu
BBITTOJIHEHUH CAMOCTOSITETILbHON U KOHTPOJIBHON paboThI, cCUCTEMAaTH4ecKas akTUBHAs paboTa Ha
MPAKTUYECKUX 3aHATHUSX.

- «HE 3aUTEHO» - BBICTABIIAETCS INPHU YCIOBHM, €CIU CTYIEHT BJa/Je€eT OTPHIBOYHBIMU
3HAHUSAMU O CYIIHOCTH [WCHUIUIMHBI, AT HEMOJHbIE OTBETHl HAa BOIPOCHI U3 OCHOBHOMU
JUTEepaTyphl, PEKOMEHJAOBAHHON K KypCY, HE MOXXET OTBETUTh Ha JOMOJIHUTEIbHBIE BOMPOCHI,
IIpeJJI0KEHHBIE IIPETIoAaBaTeeM.



IMPUJIO)KEHUE 3
MeTtoauyeckue peKOMeHAalMHU /ISl CAMOCTOSITeIbHOI PadoThl CTYIEHTOB

B mporecce BBINOTHEHHS CAMOCTOSITENBHOW pPAaOOTHI CTYAEHTHI JOJDKHBI HAYUUTHCS
BOCIIPMHUMATh CBEJIEHUS Ha CIyX, (UKCHUpPOBAaTh MHGOpPMALMIO B BUJE 3alUCEH B TeTpalsx,
paboTaTh ¢ MUCBMEHHBIMU TEKCTaMH, CAMOCTOSTEIbHO U3BJIEKAs U3 HUX I10JIE3HBIE CBEACHUS U
opopmisii MX B BHJE TE3MCOB, KOHCIEKTOB, CHUCTEMAaTH3UpOBaThb MHGOpPMAIMIO B BUJIE
3aroJIHEHHsT TaOJIHII, COCTaBICHUS cXeM. BaXHO HAYYNTHCS BBIACIATH IJIABHBIE MBICIIH B JICKIIUU
npenojaBarens JUOO B MHUCBMEHHOM TEKCTE; aHAJIW3UPOBATh SIBJICHUS; ONPENENSATh CBOIO
MO3HIIMIO K TOJIYYEHHBIM Ha 3aHATHUAX CBEICHUSIM, YETKO (pOpMyIHpOBaTh €e; apryMeHTHPOBATh
CBOI0 TOYKY 3pDEHHUS: BBICKA3bIBATH OLIEHOYHBIE CYXACHHSA; OCYILECTBIATh CaMOAHAJIU3.
HeoOxonnMo yuuThesl BiIaJieTh YCTHOW M IMCBbMEHHOW PEUYbl0; BECTU JUAJIOT; Y4acTBOBaTh B
JMCKYCCHM; PpacKpbIBaTh COAEp)KaHUE M3ydaeMoil mpoOieMbl B MOHOJIOTMYECKOH pedu;
BBICTYIIAaTh C COOOIICHUSAMU U JIOKJIAZaMU.

Koncnexr nexuuu. CMbICT IPUCYTCTBUS CTYACHTA Ha JIEKIUHU 3aKIF0YAET BO BKIIOUEHUU
€ro B aKTUBHBIN MPOLECC CIYIIAHUS, IOHUMAaHU U OCMBICIICHHs MaTepuasa, IOArOTOBIEHHOTO
npernojiaBaresaeM. DTOMY CHOCOOCTBYET KOHCIEKTHBHAs 3alMCh MOJYYEHHOH HMHpopMaiuu, ¢
IIOMOILBIO KOTOPOU B JATIbHENIIIEM MOKHO BOCCTAHOBUTH OCHOBHOE COZEPKaHUE ITPOCIYIIAHHON
JIEKLUU.

JIJ1st yCTIemHOTO BBITTOJIHEHUST ATOW PabOTHI COBETYEM:

- IIOArOTOBUTH OTIENbHBIE TETPAAU Ul KaXA0r0 MpeaMeTa. 3aluch B HUX JIy4dlle BECTU
Ha OJHOW CTOpPOHE JIMCTa, YTOOBI TO3/1HEE Ha YHCTOW CTPaHUIE 3alKcaTh JOIMOJHEHUS,
YTOUHEHUs, 3aMEYaHus, a TaK)Ke COOCTBEHHbIE MbICIH. C MOMOIIBIO PA3HOLBETHBIX PyYeK WIN
¢dromacTepoB MOKHO OyZIET BBIACTHUTD 3ar0JI0BKH, Pa3/IeNbl, TCPMUHBI U T.JI.

- HE 3alMChIBaTh NOJPSJA BCE, YTO TOBOPUT JieKTop. CrapaliTech BHayajle BBICIYIIATh U
NOHATh MaTepual, a 3aTeM Yxke 3a(UKCHpPOBaTh €ro, HE YIyCKas OCHOBHBIX IIOJIOKEHUH W
BbIBOIOB. CoxpaHsiTe JIOTUKY H3y10keHUs. OOpaTuTe BHMMaHHE Ha HEOOXOAMMOCTb TOYHOM
3aIACH ONPEJICTICHUN U TTOHSATHM.

- OCTaBUTh MECTO Ha CTPAaHHUIE CBOOOJIHBIM, €CIM HE YCIIEIM OCMBICIMTH M 3a-IUcaTh
yacTh MHGopManuu. [To okoHUaHHIO 3aHATHS C TOMOIIBbIO OJTHOKYPCHUKOB, IIPEeNoaBaTelis Win
y4eOHHKA Bbl CMOYKETE€ BOCCTAHOBUTH YITYLIEHHOE.

- yIIeISATh BHUMaHHUE TpaMOTHOMY odopmiteHuto 3anuceil. Hayunrecs rpagudecku scHO U
y00HO pacnojaraTb TEKCT: BBIWICHATh a03allbl, MOJYEPKUBATh IJIABHBIE MBICIH, KIHOUYEBbIE
CJIOBa, MTOMEIIATh BBIBOJABI B paMKH U T.7. HemaoBaxkHOe 3HauUe€HUE UMEET U YeTKasi CTPYKTypa
JIEKLUHU, B KOTOPYIO BXOIMT IIJIaH, JOTMYECKH BBICTPOCHHAsI KOHCTPYKLIHS OCBEILEHUS KaXA0Ir0
MyHKTa IJaHa ¢ apryMEHTaMHM U J0Ka3aTeJbCTBaMH, Pa3bSICHEHUSAMU U NpPUMEpPaMH, a TaKKe
CIIMCOK JINTEPATYPHI 110 TEME.

- HAY4YUThCS TUCATh pa300punBO U ObIcTpo. UTOOB! B JasibHENIIEM HE TPATUTh BpeMs Ha
pacuppoBKY COOCTBEHHBIX 3alMCcel, CIeAWTE 3a AKKypaTHOCThIO IMOYEpKa, HE SKOHOMbBTE
Oymary 3a cyer YyIUIOTHEHHS TekcTa. KoHcnekTupys, Moiap3yiTech OOIIENPUHATHIMU
COKpAILIEHUSIMH CJIOB U YCJIOBHBIMHM 3HAKaMH, €CIH €CTh HEOOXOAMMOCTb, TO MpU-AyMaiiTe
COOCTBEHHBIE COKpAILIEHUS.

- YMeTh OBICTPO M YETKO MEPEHOCUTh B T€TPab rpaduuecKue pUCYHKH U TaOmuIbl. s
ATUX LEJEeN MPUTOTOBBTE MPO3PAYHYIO JINHEWKY, KapaHJalm U pe3uHKy. CTapalTech Kak MOXXHO
TOYHEE CKONMPOBATh N300paskeHue ¢ JoCKU. Eciin HarnmsaHbIi MaTeprai TpyAIHO BOCIPOU3BOIUM
B YCIIOBUSIX JIEKLIMH, TO C/IEJIATe €ro CI0BECHOE OnucaHue ¢ 0000IaI0NIMH BBIBOAAMH.

- IPOCMOTPETh CBOM 3AIMCH IOCIIE OKOHYaHMs JeKuuu. [loguepkHuTe M OTMEThTE
pa3HbIMU I[BeTaMH (hiromMacTepa BaKHbIE MOMEHTHI B 3anucsX. VcrpaBbTe HETOUHOCTH, BHECUTE
Heo0XouMblIe 1ononHeHus . He TpaTtbTe Bpemst Ha epenuchiBaHue KOHCIIEKTa, €CIIM OH OKa3aJcs
HE COBCEM ynauyHbIM. COBEPIIEHCTBYUTECH, 3aIIUCHIBAs ITOCIIEYIOIINE JIEKIIHH.

IToaroroBka k cemuHapckuMm 3aHsATHsIM. CeMuHap — OIUH W3 OCHOBHBIX BHJIOB
NPAaKTUYECKUX 3aHATUN 10 T'yMaHUTapHBIM JUcHUIUIMHAM. OH NpeqHa3HayeH Ui yriIyOJIeHHOTo



U3y4eHHsI OTJENBHBIX TeM U KypcoB. Ilo ¢opme npoBenenus ceMuHapbl OOBIYHO MPEICTABISIOT
coboii pemenne 3aaa4, 00CyKACHUE TOKIJIAI0B, Oeceny Mo IJIaHy WA JUCKYCCHIO IO TTpodeme.

[ToaroToBka K 3aHATHAM 3aKJIIOYACTCS, IPEXKJIE BCETO, B OCBOCHUU TOTO TEOPETHUECKOTO
MaTepHaia, KOTOpbld BBIHOCUTCS Ha oOcyxkzaeHue. J{as 3Toro Heo6XoauMO B MEPBYIO OYepe]b
NepevYnTaTh KOHCIEKT JEKIIMU WIH pa3/elibl y4eOHHKa, B KOTOPBIX PUCYTCTBYET YCTAaHOBOYHAS
uHpopmanus. M3yueHne pekoMeHAOBAaHHOM JIUTEpaTypbl HEOOXOAMMO CleslaTh MaKCHUMajIbHO
TBOPYECKH — HE MPOCTO YKJIAJbIBas B MaMATh HOBBIE CBEJCHHS, & OCMBICIUBAS U aHAIU3HUPYS
MarepHuai. 3aKpenuTb CBOM 3HAaHUS MOXKHO C IOMOIIBIO 3alMCed, BBIIMCOK WU TE3UCHOIO
KOHCIIEKTA.

Ecnun cemuHap mpeicTaBiieH JOKJIaJaMH, TO OCHOBHAs OTBETCTBEHHOCTb 3a €ro
NPOBE/ICHUE JISKUT Ha JOKIaauuKax. Kak caenats 3To yClemHo cMOTpHUTE B paszene «J{oxmamy.
OpHako poib OCTANbHBIX YYACTHUKOB CEMHMHAapa HE JOJDKHA ObITh MaccuBHOM. CTyAEHTHI,
IPOCITyIIaB JOKJIa/, 3alUCHIBAIOT KPATKO TJIAaBHOE €r0 COAEp)KaHUE M 33Jal0T BHICTYMAIOLIEMY
yTOUHsIOLIME BOIIPocoB. UeM Oosiee 0OCHOBATENBbHOM ObUIa JOMAIIHAS MOATOTOBKA IO TEME, TEM
aKTUBHEE TPOHMCXOJUT OOCYXJIEHHE TNpOOIEeMHBIX BONpocoB. Ha cemuHape BcsSYECKH
HOOILPSIETCS.  TBOPYECKAsl, CaMOCTOSATENIbHAS MBbICIb, JAaeTCsi BO3MOXKHOCTb BBICKA3aTh
KPUTUYECKHE 3aMEYaHusI.

becena mno 1ulany mnpexacraBiseT coOoi  3apaHee IMOATOTOBIEHHOE COBMECTHOE
00-CyXJIEeHHE BOIIPOCOB TEMBbI KaKbIM U3 YUaCTHHKOB. OTa (popMa norpedyeT OT CTyIEHTOB He
TOJILKO XOPOUICH CaMOCTOSATEIBHOW MPOPa0OTKHA TEOPETUYECKOTO MaTepuana, HO M yMEHHE
y4acTBOBaTh B KOJUIEKTMBHOM JAMCKYCCHHU: KPaTKO, YETKO U SCHO (OPMYIHMPOBATH U M3JIarathb
CBOIO TOYKY 3pEHHS TNeped COKYpCHHKAaMH, OTCTaWBaTh MO3WIHMI0O B HAYYHOM CIIOpE,
HPUCOETUHATHCS K Uy’)KOMY MHEHUIO WM OIIIOHUPOBATh JPYTUM YYaCTHUKAM.

Pedepar — camblili npocToil 1 HAMMEHEE CaMOCTOSITEIbHBIN Bl TUCHMEHHON palOTHI.
CyTb €ero COCTOMT B KPAaTKOM H3JI0XKEHUHU COJEpKaIlMXCs B HAyYHOH JMTEpaType B3IVISIOB U
ujel 1o 3amaHHoi TeMe. Pedepar He TpeOyeT OpUrHHAIBHOCTH ¥ HOBU3HBL. B HEM orieHuBaeTcst
yMEHHUE CTyJIeHTa paboTaTb C KHHUIOW: BBIAENATH WU (OPMYJIUPOBaTH IMpobieMy, OTOMpaTh
OCHOBHBIE TE3MCHI U BCIIOMOTATEJIbHBIC JTAaHHBIE, JJOTHUECKH BBICTPAUBATh MaTepHall, TPAMOTHO
0(OpPMIIATH HayYHBIN TEKCT.

Crynenram npejuaraercs JiBa Bujia pedepaTHbIx padoT:

PedepupoBanne HayyHOH JIMTEpaTyphbl MPEACTaBISIET COOOM COKpallEeHHOE H3JI0KEHHE
COJepKaHUsl CTaThM WJIM KHUTH C OCHOBHBIMH CBEIEHHUSMH W BBIBOJAaMHU. Takue pedepars
aKTyaJbHbI TOTJa, KOT/la B IOPUIMYECKUX MCTOYHHKAX IMOSIBIISETCS HOBBIA TEOPETUUECKUN WIIH
NpakTUYeCKHid MaTepuasnl 1o wu3ydaemond Teme. OT cTyaeHTa TpeOyercs, BHUMATEIbHO
03HAaKOMUBUINMCH C TIEPBOMCTOYHMKOM, MAaKCUMAJIbHO TOYHO U MOJIHO MepeaTh ero coJiepKaHue.
Hnst aToro menecooOpa3HO BHIOpATH (POPMY TMOCIEAOBATEIBHOTO H3JI0KEHUS TMPOYUTAHHOU
KHUTH, HE MeHss ee OOIMH TUlaH M CTPYKTYpY (TW1aBbl, paszzensl, naparpagsl). Heodxoaumo
COXpaHUTh JIOTUKY TIOBECTBOBAHMS M TI03a00THTBCS O CBA3HOCTH TEKCTa. ABTOpPCKHE,
OpPUTHMHAJIbHBIE U HOBATOPCKUE MBICIM WU WJEU Jydlle NepelaBaTh HE CBOMMH CIIOBaMHM, a C
nomouiblo nuTHpoBaHus. O0beM pedepaTta OyAeT ompenenaTbcs COAEpKaHMEM HCTOYHUKA, a
TaKXe ero Hay4HoM M MpakTU4ecKoil ieHHOoCcThi0. Ho B m000M citydae mpeanoyTeHne oTaaeTcs
KPaTKOCTH Y JIJAKOHHYHOCTH, YMEHHUIO OTOMPATh TTIAaBHOE H OCBOOOXKIATHCSI OT BTOPOCTETICHHOTO.

Pedepar mo Tteme  mpezacTaBisieT 0030p HAYYHBIX B3IVIAZAOB M KOHIENUUH 110
poOJIEMHOMY BOIIPOCY B U3y4aeMoil TeMe.

- Eciiu Bam mpeanoxeHa TeMa Takoro pedepara Ha BbIOOp, TO MPEINOYTEHUE CIIETyeT
OTIaTh TOH, KOTOpas JUIs Bac MHTEpeCHa WM 3HakoMma. OHa He J0JDKHA OBITh OYCHB CIIOKHOW U
00BEMHOM, B IPOTUBHOM citydae pedepar OyaeT HalmOMUHATh KypcOBYIO padoTy.

- Jlns moarotoBku pedepara CTYyIEHTY HEOOXOTUMO CaMOMY WM C yYacTHEM
npernojiaBaTesns noJo0paTh UCTOUHUKN MHpopManuu. CreayeT mo3adoTUThCs, YTOObI B BallleM
CTIHCKE OKAa3aJIUCh HE CIydailHble, a IIeHHbIe B HH()OPMAIMOHHOM TUIaHE KHUTH. MOKHO
BBIIOJIHUTH PabOTy, OOpaTHBIIMCH M K OJHOMY HCTOYHHUKY — MOCOOWIO, MOHOrpaduH,
uccnenoBanuo. Ho mydie, ecim BB 00paTHTECh K ABYM-TPEM HAYYHBIM TPYAaM — 3TO TO3BOJIHT
IPEeJCTaBUTh MPOOJIEMY C HECKOJIBKMX TOUYEK 3pEHHS U BbICKA3aTh JIMYHBIC MTPEITOYTCHHUS.



- OTHUM U3 TJIaBHBIX KPUTEPHUEB OIEHKH pedepara OyAeT COOTBETCTBUE €r0 CONEPIKaHUS
3agBlieHHOM Teme. [l 3TOro Oerjo O03HAaKOMUBLIMCH C IEPBOMCTOYHMKAMH COCTaBBTE
MpeIBapUTENbHBIN IIaH Oymaymero pedepara, 0003HaYMB B HEM MPHHIMIIAAIHHO Ba)KHBIC
MOMEHTHI U 3Tanbl ocBenieHus mpoodsemMsl. [locie Toro, kak y Bac mosiBITCS paboyue 3arucu 1o
pe3yibTaTaM W3Y4YCHHs] HAyYHOW JIMTEpaTypbl W OOMIMpHAs HWHQPOpPMAIMS MO TEME B IEJIOM,
MOKHO OyzIeT CKOppeKTHpoBaTh oOmuil miaH pedepara. Crapaiitech npu padore Haa HUM
TIIATEIBHO HW30aBIATHCS OT «HU3JIMIIECTB»: BCAKOTO poja aOCTPaKTHBIX PACCYXICHUM,
Ype3MepHBIX MOAPOOHOCTEH U MHOTOYHMCIECHHBIX MPUMEPOB, KOTOPbIE «Pa3MBIBAIOTY) TEMY HIIU
YBOJSAT OT HEE.

Crpykrypa pedepara BKIOYaeT B ceOs BBEICHHE, OCHOBHYIO YacTh M 3akitoueHue. Bo
BBEJCHUU (OPMYIUPYIOTCS LEIH W 3aJa4d padoOThl, €e aKTyaJdbHOCTh. (OCHOBHas YacTb
IpeJCTaBIsieT co00M MocIe0BaTeIbHOE U apTyMEHTUPOBAHHOE H3JI0KEHUE PA3IUYHBIX TOYEK
3peHHsl Ha MpoOJieMy, €e aHaiu3, MpearoiaraéMble MyTH pelleHus. 3akiIo4YeHne 0000maer
OCHOBHBIE MBICIH WM OOOCHOBBIBAET MEPCHEKTUBBI JalIbHEHIIEro uccienoBanusi TeMbl. Eciu
pedepar moctarodHO O0BEMEH, TO MOTpeOyeTcs pas[elieHHe TeKCTa Ha paslenbl (TJaBbl,
naparpadsl). MmrocTpaTUBHBIN MaTepuan — TaOIUIIbI, CXeMBbI, TpaQKu — MOTYT pacloaratrbcs
KakK BHYTPU OCHOBHOM 4acTH, Tak U B pazaene «lIpunoxenuer.

O6bem pedepara 3aBUCUT OT LieJIei U 3a7a4, perraeMbix B padbote — oT 5 10 20 cTpaHuly
MaIIMHOMUCHOTO TEKCTa uepe3 JiBa MHTepBasa. Eciau B 3alaHuu, BBIJAHHOM IpENojaBaTelieM
00BbEeM HE OrOBapUBACTCS, TO CIEAYET UCXOAUTh U3 Pa3yMHOH II€JIeCO00Pa3HOCTH.

B pedepare B 00s3aTenbHOM MOPSAIKE pa3MEUIAIOTCS THUTYIbHBIA JHCT, IUIAH WU
OTJIaBJIeHHE PaOOTHI, a TAKKE CIUCOK UCTIOIb3yEeMOU JIUTEPATYPHI.

OObIyHO pedepaT MOKET 3aYMTHIBAETCS KaK MHCbMEHHas paboTa, HO HEKOTOpPbIE
MPEroAaBaTeNid MPAKTUKYIOT IyOJWYHYIO 3alluTy pedeparoB WM HX «O3BYyYHMBaHUE» Ha
CEMHUHAPCKUX 3aHATHIX. B 3TOM ciiydae HEOOXOAMMO MPHUIIOKUTD JIOTIOTHUTEIBHBIC YCHIIUS IS
MOJTrOTOBKH ITyOJIMYHOTO BBICTYIUICHUS 110 MaTepuaiaM pedeparHoil paboThI.

Jlokaan mpeactaBisieT coOoil  ycTHyi ¢opMy coobmenuss uHbopmanuu. OH
UCIIOJNIL3YETCS B By3€ Ha CEMUHAPCKUX 3aHATUSAX M Ha HAYYHBIX CTYJACHUCCKUX KOH(PEPCHITUSIX.

[ToaroroBka J0OKIaAa OCYIIECTBISETCS B JIBa dTala: HAMMCAaHUE MHUCHbMEHHOTO TeKCTa Ha
3aJJaHHYI0 TeMy M TIOJrOTOBKAa YCTHOTO BBICTYIUICHHS TIEpe]] ayAMTOpUEH cliymarenei ¢
ocBellleHueM 3Toi TeMbl. [IucbMeHHbIH nokaan opopmisieTcs Kak pedepart.

[Tpu paboTe Haa TOKIAAOM CIEAYET YUECTh HEKOTOphIE crielnpUIecKre 0COOCHHOCTH:

— OOBbeM JdokIaga JJODKEH COTJIacOBBIBATHCS CO BPEMEHEM, OTBEACHHBIM JUIS
BBICTYIUICHHUS.

— IIpu BbIOOpE TEeMBI HYXKHO YYHTHIBaTh HE TOJIBKO COOCTBEHHBIE HHTEPECHl, HO U
MHTEpEChl TMOTCHIMANBHBIX ClyliaTeneid. Bame cooOiieHre HeoOXOIUMO COTJIacOBBIBATH C
YpOBHEM 3HaHUH U MOTpeOHOCTEN MyOIHNKH.

— IloaroToBneHHBI TEKCT AOKIAAa JODKEH XOPOIIO BOCHPUHUMATHCSA Ha ciyX. Jlaxke
eciu oTOOpaHHBIA BaMH MaTepUal CI0KEH M HEOJJHO3HAYEH, TOBOPUTH KENATENbHO MPOCTO U
SICHO, HE TIEpeTpy’Kas pedb HAyKOOOpa3HbIMU 000POTaMHU U CIIEHU(PUICCKUMU TEPMUHAMHU.

CrnenyeT OTMETUTD, UTO UHOTJA MPENoAaBaTelb He TPeOyeT OT CTY/IEHTOB MUCEMEHHOTO
BapHUaHTa JIOKJIaZia W OIEHWBACT WX pabOTy MCKIIOYUTEIHHO MO YCTHOMY BBICTYIUIeHHIO. Ho
3HAUUTENBHO Yallle MUChMEHHBIM JOKIIaJ] MPOBEPSETCS M €ro KauecTBO TakKe OLIEHHWBAETCS B
Oamrax. BHe 3aBHCHMOCTH OT TOTO, HY)KHO WJIM HE HYXXHO OYAET cIaBaTh Ha MPOBEPKY TEKCT
OyIyIIero BBICTYIJICHHUS, COBETYEM HE OTKa3bIBaThCsA OT MHUCHMEHHOM 3amuch JOKiana. JTO
MIOMOJKET M30eXaTh MHOTHUX OIIMMOOK, KOTOPBIE CIYYarOTCsS BO BPEMs YCTHOW MMITPOBH3AIINU:
OTKJIOHEHHE OT TEMbI, HAPYIIIEHUS TOTUIECKON TMOCIeI0BATEIbHOCTH, HEOpEKHOE 0OpaIlieHne ¢
[IUTaTaMU, 3JI0YIIOTpeOIEHUE ETAsIMH | T.JI. ECIIM BBI XOpOIIIO BaieeTe HaBBIKAMU CBOOOTHON
peun U o0namaeTe BBICOKOM KyIbTypOW MBIIUIEHUS, TO 3aMEHUTE MHCbMEHHBIN JTOKJIa
COCTaBJICHUEM Te3UCHOTro IutaHa. C ero momMompi 3apUKCHPYHTE OCHOBHBIE MBICIH W WICH,
BBICTPOMTE JIOTHKY IOBECTBOBaHHS, OTOEpUTE SIPKHUE U TOUYHBIE MPUMEpPHI, CHOPMYIHUPYHTE
BBIBO/IBI.

[Tpu TOATOTOBKE K yCTHOMY BBICTYIICHHIO BO3BMUTE Ha BOOPY>KEHUE HEKOTOPHIE COBETHI:



— Jlydymwmii BapHaHT BBICTYIUIGHHS NeEpel ayAuTOpHed — 3TO CBOOOAHAs peub, HE
OCJIOXKHEHHAas yTeHneM Tekcta. Ho ecnu y Bac He BBIpabOTaHO YMEHHE OOIIaThCs ¢ MyOauKoin 6e3
OyMa)KKH, TO HE MbITAUTECh CENaTh 3TO cpa3y, 0e3 moAroroBku. OcBauBaTh 3TOT ONBIT HYXKHO
MOCTETICHHO, OT JO0KJIa/a K JIOKJIay yBEIHUMBas 00beM peun Oe3 3arisiibIBaHus B TEKCT.

— Ecnu Bel HaMepeHBl CUMTHIBATh JOKJIAJ C 3arOTOBJICHHBIX IMCbMEHHBIX 3allMCEH, TO
nocrapaiTech, 4ToObl UTEHHME OBLIO «XYJOXECTBEHHBIM»: 00O3Ha4alTe May30i JIorHYecKue
nepexoAbl OT YacTH K YacTH, BBIACISNTE MHTOHAIIMOHHO 0COO0 Ba)KHBIE MBICIH M apryMEHTHI,
BapbUPYHUTE TEMII PEUH.

— Ywuras noknaa, He TOPOIMTECH, JCIANTE 3TO KAK MOXKHO crokoiHee. [loMHuTe, 4TO
CKOpPOCTh TMPOU3HOIICHUS TEKCTa Mepe]| CAyIIaTeIIMI BCET/a JOJDKHA OBITh OoJiee MEIJICHHOM,
YeM CKOPOCTb Balll€i IOBCEJHEBHOU PEUH.

— CBepbTe MUCBMEHHBIM TEKCT C XPOHOMETPOM, JJIsl 3TOI0 IPOYUTANTE €r0 HECKOJIBKO
pa3 ¢ CEeKyHIOMEpPOM B pyKax. B ciywae, ecid JOKIaJ OKAXKETCS CIULIKOM JUIMHHBIM WIH
KOPDOTKHM, IIPOBEAMTE €ro peKOHCTpyKuuto. OAHAKO BMECTE C COKPALCHUSAMHU WU
JIOTIOJIHEHUSAMU HE «110TepstiiTe» TeMy. He nognaBanTecs HCKYIIEHUIO pacCKa3aTh BCE, YTO 3HAETE
— MOJIHO U NOJPOOHO.

— OOparuTe BHUMaHUE HAa TeMOp | CHITy Bamiero rojoca. O4eHb BaKHO, YTOOBI BaC ObLIO
CIIBIIIHO B CaMbIX OTJAJIEHHBIX YaCTAX ayAUTOPHH, U IIPU 3TOM Bbl HE «IJIYILIWIN» BOIM3U Bac
HaxoJsAUMXcs ciymareneil. Bapeupyiite TemOp peud, OH HpuaacT €il BbIPa3UTENBHOCTh U
MIOMOJKET M30€KaTb MOHOTOHHOCTH.

— Cuiegute 3a cBOMMU kKecTaMu. Upe3mMepHas KECTUKYJIALUSA OTBIEKAET OT COACP KAHUS
JIOKJIaJa, a IOJHOE €€ OTCYTCTBHE CHMKAET JEUCTBEHHYIO CWIIy BhICTyIUieHUs. Ilocrapaiitech
U30aBUTHCA OT JKECTOB, JEMOHCTPUPYIOLIUX Ballle BOJHEHUE (KOTJa KPYTATCA PyUYKH, TepeOsTcs
IyTOBUIIBI, 3aJaMbIBAIOTCS Maiblibl). Mcronap3yiiTe KecTbl — BbIPA3UTENIbHBIE, ONUCATENbHBIE,
IIO/IpakaTeNbHbIE, YKA3YIOIIME — Ul [IOJHOTHI IIEPEIauy BalluX MBICIICH.

— VYcraHOBUTE 3pUTENBHBII KOHTAaKT ¢ ayauropuei. He crout Bce Bpems CMOTpETh B
OKHO, OITyCKaTh IJ1a3a WM COCpeNoTaunBaThCcs Ha TekcTe. Crapaiitech 3pUTENbHO 00IATHCS CO
BCEMM CIIyIIATEJIIMH, NMEPEBOAS B3IV OT OJHMX K JApyruM. He oOpamiailite BHHMMaHue Ha
OMNO3JaBUIMX M HE IIpephIBacTe CBOW JOKJIAJ 3amedaHusmMu. Ho BMecte ¢ Tem cienure 3a
peakuuell myOJIMKM Ha Balle BBICTYyIJIEHHE (0J0OpeHHe, yCTalnoCcThb, MHTEpPEC, CKYKY) U €ClU
CMOKETE, BHOCUTE KOPPEKTHUBBI B p€Ub C LIEJIBIO TIOBBIILIEHUS HHTEPECA K €r0 COAECP/KAHHUIO.

— OrtBeuaTh Ha BOMPOCHI B KOHIIE BBICTYIUIEHHUS HAJ0 KpaTKoO, YETKO U YBEpEHHO, 0e3
JUMIIHUX MoJpoOHocTel u moBTOpoB. IlocTapaiiteck mpenyraiaTh BO3MOXKHBIE BONPOCH! CBOMX
CIIylaTesne U MOATOTOBUTHCS K HUM 3apaHee. Ho eciu cityduTcsi, 4TO BBl HE 3HAETE OTBETA Ha
3aJJaHHbIIl BaM BOIPOC, HE O0MTECh B ’TOM MPU3HATHCS. DTO 3HAUUTENBHO Jy4llle, YeM OTBEYaTh
HE 110 CYLIECTBY WJIH OTIIYYHBATHCS.

— IlpoBenuTe TeHEpadbHYIO PEIETULMIO CBOETO JOKJIaja Iepel IpYy3bsAMU HUIU
OMU3KUMHU. JTO TMOMOXKET 3apaHee BBIIBUTh HEKOTOpPbIE HEJOCTATKH — CTUJIMCTUYECKU cialble
MecCTa, TPYIHONPOU3HOCUMBIE cJIoBa U (pa3bl, 3aTSHyTble BO BpPEMEHM YacCTH U T.nI.
[Tpoananu3upyiite CBOIO TUKLUIO, MHTOHAIMH, )ecThl. CaemnaiiTe Tak, 4TOObI OHM TIOMOTaJIH, a He
MEIIaTy YCIEeIHO IPeACTaBUTh MyOJINKH MOATOTOBICHHBINH BaMU JIOKJIaI.

IIpe3enTanusi — COBPEMEHHBIM CHOCO0 YCTHOTO MJIM MUCBMEHHOTO IPEICTABICHUS
MH(pOpPMaLIMU C UCTIONb30BAHUEM MYJIbTUMEIUIHBIX TEXHOJIOTHI.

Cy1iecTByeTHECKOJIBKOBAPUAHTOBIIPE3EHTALIUH.

— IIpesenTanus ¢ BBICTYIUIEHHEMIOKJIATUMKA

— IlpeseHTanusa ¢ KOMMEHTAPUAMUIOKIATIUKA

— IlpesenTanus a1 caMOCTOATEIBHOTO IPOCMOTPA, KOTOPask MOYKET IEMOHCTPUPOBATHCS
nepen ayauTopueit 0e3 ydactust JOKJIaqurKa.

[ToaroToBka mpe3eHTaIMK BKIIOYAET B €051 HECKOJIBKO 3TAIOB:

1. IlnanupoBaHue NpPe3eHTALUN:

OT OTBETOB Ha ATH BOMPOCHI OYJIET 3aBUCETh BCE MOCTPOCHHUE MPE3EHTAIUH:

— KakoBO IpeHa3HaYeHHE U CMBICI MTPE3EeHTAINH (AEMOHCTpaLUs Pe3yIbTaTOB HAYYHON
paboThl, 3alIUTa JTUIUIOMHOTO MTPOEKTA U T.11.);



— KaKylo pojb OyAeT BBINOJHATH MPE3CHTAIMs] B XOJ€ BBICTYIUICHUS (COIMPOBOXKICHHE
JIOKJIA/Ia WK €r0 WIUTIOCTpPALus);

— KakoBa IIeJIb Npe3eHTanuu (MHGpopMUpoBaHUE, YOSKICHHUE WM aHAJIU3);

— Ha Kakoe BpeMs paccuuTaHa Ipe3eHTauus (KopoTkoe - 5-10 MuHyT win
MIPOJIOJDKUTENbHOE - 15-20 MUHYyT);

— KakoB pa3Mep M cocTtaB 3pureibckoil ayauropun (10-15 uemoBex wmmm 80-100;
IPEeToIaBaTe , CTYACHTHI WIM CMEIICHHAS Ay JUTOPHS).

2. CTpykTypupoBanue uHpopmanum:

— B Tpe3eHTallMd HE AO0KHA ObITh MeHee 10 craiioB, a ofmiee MX KOJIMYECTBO
npesbimats 20 - 25.

— OCHOBHBIMHM IPHUHUUIAMU INPH COCTABJIEHUU IPE3EHTALMH JOJKHBI OBITh SICHOCTB,
HarJsIIHOCTD, JIOTHYHOCTh M 3alIOMHUHAEMOCTh;

— Ipe3eHTalMsl JO0JDKHA UMETh CLEHApUi M 4YeTKyI CTPYKTYpY, B KOTOpoil OyayT
OTpa’keHbl BCE IPUUUHHO-CIICICTBEHHBIE CBSI3H,

— paboTa HajJ TMpe3CHTAMEH HAYMHAETCS TMOCTe TIIATEIBLHOTO OOJYMBIBAaHUS U
HaIlMCaHMsl TEKCTa JOKJaja, KOTOPbIH HEOOXOAMMO pa3douTh Ha (parMeHThl U O0O3HAYUTH
CBSI3aHHBIE C KAXKABIM U3 HUX 33]a4d U JeHCTBUSA;

— TMEpBBIM LIar — 3TO ONpejAeNieHUE IIaBHOW UAEU, BOKPYI KOTOpPOil OylIeT CTpOMUTHCA
Npe3CHTAIHS;

— YacTh MHPOPMALUU MOXHO MEPEBECTH B JBa TUIA HAIJIAAHBIX [TOCOOUI: TEKCTOBBIE,
KOTOpbIE TIOMOTYT CIIYIIATENIIM CIEeIUTh 332 XOJIOM Pa3BePThIBAHUSA apTyMEHTOB M rpaduyeckue,
KOTOPBIE MJUTIOCTPUPYIOT IJIABHBIEC MMyHKTHI BRICTYIUICHHUS M CO3/Ial0T SMOIIMOHAIEHBIE 00pa3bl.

— CIOXEThI IPE3EHTAIMU MOT'YT Pa3bsCHATh UM WILTFOCTPUPOBATh OCHOBHBIE MOJI0XKEHUS
JIOKJIa/1a B CAMbIX Pa3HOOOPA3HbIX BapUaHTAX.

OdveHp BaXHO HAWTH TPABWIBHBIA OalaHC MEXKAY peYbl0 JOKJIAAuuKa H
COIIPOBOXKIAIOIUMU €€ MYIbTUMEAUHHBIMU 3JIEMEHTAMHU.

[ sToro uenecooOpazHo:

—  ONpeAeNuTb, YTO OYyAET MPeICTaBIEHO Ha KaXJOM claiiie, 4To OyAeT B 3TO BpeMs
TOBOPUTHCS, Kak Oy/ET cAeNaH Nepexo/ K CleAyoleMy craiay;

— caMmble BaXKHbIE UJIEM U MBICIIM OTPa3UTh U Ha cllailax ¥ NPOM3HECTH CIIOBAMH, TOT 1A
KaK BTOpOCTEIeHHbIE — JIM00 cioBaMu, 1100 Ha claiiiax;

— wuHpoOpMaIMIO Ha ClaijJax OpeICTaBUTh B BUJE TE3UCOB — OHU COIPOBOXKAAIOT
MOAPOOHOE U3JIOKEHUE MBICIIEH BBICTYMAIOIIETO, a HE HA000POT;

— JUIs pa3bsCHEHMs TMOJIOKEHHH JIOKJIaja MCIOJIb30BaTh pPa3Hble BHJbI CHAioB: ¢
TEKCTOM, ¢ TaOJIMIIaMu, ¢ AUarpaMMaMu;

— mro0as mpe3eHTalus 10JKHA UMETh COOCTBEHHYIO IpaMaTypruto, B KOTOPOH €CTh:

«3aBsi3Ka» - MPOOYXKIEHNE WHTEpEca ayTUTOPHH K TeMe COOOIICHUS (SIPKUIl HATIISTHBINA
nmpuMep);

«pa3BUTHE» - IEMOHCTPALUSI OCHOBHON MH(OPMAIIMH B IOTHYECKOU MOCIIE10BATEIbHOCTH
(uepenoBaHNE TEKCTOBBIX U IpadUUecKHX ClaiioB);

«KyJbMUHAIUS» - TPEACTAaBIE€HUE CaMmMoro TIJaBHOTO, HOBOTO, HEOXUJAAHHOTO
(SMOLIMOHATILHBIN peueBOM WM WILTIOCTPATUBHBIN 00pa3);

«pa3Bsi3ka» - GopMyIHpoOBaHUE BHIBOAOB MM MPAKTUYECKUX PEKOMEH AU (BUIEOPAN).

3. OdopMmiieHne Mpe3eHTAIUN:

OdopmieHune mpe3eHTaIMy BKIFOYAeT B ce0s CIETYIONIYI0 0053aTeNIbHYI0 HH(POPMAIIHIO:

TUTYIBHBIN JTUCT

- IPEe/ICTABIISET TEMY JI0KJIa/1a U UMS aBTOpa (UM aBTOPOB);

- Ha 3allUTe KypCOBOH WM IMIJIOMHOW pabOThl YKa3bIBAaeT (aMWIMIO M WHHUIHAJIBI
HAy4YHOTO PYKOBOJUTENS WM OpraHU3aluy;

- Ha KoH(epeHusaX 0003HayaeT AaTy U Ha3BaHUE KOH(PEPEHINH.

[1naH BeICTYIIIIEHUS

- (hopMyIHpyeT OCHOBHOE CcojiepkaHue Jokiaaa (3-4 myHKTa);

- pukcupyeT MopsAI0K U3TOKEHHS HHHOPMAITIH;



Conepxanue pe3eHTaluu

- BKJTIOUAET TEKCTOBYIO U IpauiecKyro HH(DOpMaIIUIo;

- WUTIOCTPUPYET OCHOBHBIE ITYHKTHI COOOIICHUS;

- MOXKET MIPEJICTaBIATh CAMOCTOATEIbHBIA BapHUAHT JJOKIIA/IA;

3aBepiieHue

- 000011aeT, MOJIBOIUT UTOTH, CYMMHPYET HH(OPMAITHIO;

- MO>KET BKJIFOUATh CIMCOK JIUTEPATYpPhl K JOKIALY;

- COJIEP>KUT CJI0BA OJIAr0JJAPHOCTH AYAUTOPHH.

4. luzaiin npe3eHTanuu

TekcToBoe odopmiieHue:

— He crout 3an0aHATh claii CIUIIKOM O0IBIIMM 00BEeMOM HH(OPMAIIMH - TYYIIE BCETO
3armoMUHaIOTCs He Ooiiee 3-X (pakTOB, BHIBOJIOB, ONPEICTICHHIA.

— OnTuManabHOE YKCIIO CTPOK Ha ciaiae — 6 -11.

— Kopotkue ¢pa3pl 3anomMuHaoTcs BU3yalbHO Jdydine. [IyHKTHI mepedHeil He JOJKHBI
MPEBBIIIATH IBYX CTPOK Ha ¢pasy.

— HawuGonemast 3¢p(EeKTHBHOCTh JOCTHTAeTCS TOTJA, KOTJa KIFOYEBBIE ITYHKTBI
0TOOpaXkaroTCs MO OJIHOMY Ha Ka)k/IOM OTAEJIbHOM cllaiijie

— Ecnu TtekcT cocTouT U3 HECKOIbKUX a03aleB, TO HEOOXOIUMO YCTAaHOBUTH Kpac-HYIO
CTPOKY M UHTEpBAJl MEX 1y a03alaMu.

— KimtoueBrie cioBa B MHPOPMALMOHHOM OJIOKE BBIACISIOTCS LBETOM, MIPUPTOM MK
KOMITO3UIIMOHHO.

— HWudopmanuio npeanodTuTeabHee pacronaraTb TOpu30HTaIbHO, HAauOOoJIee BaXKHYIO - B
LIEHTPE IKpaHa.

— He cnemyer 3moynorpebnsite OOJBIIMM KOMUYECTBOM MPEIJIOrOB, HApPEUMIA,
MpuUaraTeabHbIX, BBOJHBIX CIIOB.

— Ludpossie MaTepuabl JIydlle MPEICTaBUTh B BUAE IPaUKOB U JUArPAMM — TaOJIUIIbI
¢ nu(pOBBIMH JAHHBIMH Ha CJaiiJie BOCIPUHUMAIOTCS TIOXO.

— Heo6xoanMo oOpaTuTh BHUMaHHME Ha I'PaMOTHOCTh HamucaHus Tekcrta. OmmOKH BO
BEChb DKpaH NPOU3BOJAAT HENPUATHOE BIIEUATICHNE

[MpudTosoe opopmieHue:

— Hlpudter 6e3 3aceuex (Arial, Tahoma, Verdana) unrarorcs jierde, 4eM IpOTECKH.

— Heunb3st cMemmBaTh pa3iaryuHble TUIBI IPU(TOB B OJTHON MPE3eHTAIHH.

— [pudroBoii KOHTPACT MOXKHO CO3aTh OCPEJICTBOM pa3Mepa MIpUQTa, €ro TOJNIIHUHBI,
HauepTaHusl, GOpMbI, HAPABJICHUS U LIBETA;

— Jlns 3arosioBKa roautces pazmep mpudra 24-54 nyHkra, a 1uig Tekcra - 18-36 myHKTOB.

— Kypcus, noguepkuBanue, XUpHbIA MPUPT UCHOIB3YIOTCS OMPAaHUYEHHO, TOJIBKO IS
CMBICJIOBOTO BBIJICJIEHUS] (PAarMEHTOB TEKCTA.

— J171s1 OCHOBHOTI'O TEKCTa HE PEKOMEH/IYIOTCS IPOIUCHBIE OYKBBHI.

[IBeToBOE OpopMITEHUE:

— Ha oxHoMm cnaiine He ucnonb3yeTcs 0osee Tpex LBETOB: (hOH, 3ar0JI0BOK, TEKCT.

— IIBer mpudTa u uBer (HoHa AOIKHBI KOHTPACTUPOBATh — TEKCT JIOJHKEH XOPOILIO
YUTAThCS, HO HE pe3aTh IJiasa.

— Jns pona npeanoyTuTenbHee X0I0JHbIE TOHA.

— CymecTByloT He coderaeMmble KOMOMHanuu 1BeToB. OO0 3TOM MOXHO Y3HaTh B
CIEMAJIbHOM JINTEPATYpE.

— UepHblii IBET UMEET HETaTUBHBIA (MpayHblil) moATeKCT. benblii Ha YepHOM yUTaeTcs
TJ10XO.

— Ecnu npesenranus 0ombinas, TO €CTh CMBICI Pa3/IeNUTh €€ Ha YacTH ¢ TIOMOIIBIO 1IBETa
— pa3HbI{ IBET cOcO0EH CO3/1aBaTh Pa3HbI YMOIMOHAIBHBIN HACTPOU.

— Henb3s Be1OMpaTh HOH, KOTOPBIN COIEPIKUT AKTUBHBIN PUCYHOK.

Komnosumnmonnoe odopmienue:



— Crnenyer coOmonaTh enuHblii  cTuiab odopmienus. OH MOXET BKIIIOYATh
orpeneneHHbId mpu@T (TapHUTYpa U 1BET), (HOH 1BETa WU (HJOHOBBIM PUCYHOK, 1EKOPATHBHBIN
3JIEMEHT HeOOIBILIOro pa3Mepa U T.11.

— He npueminemsl cTiim, KOTOpble OYAYT OTBJIEKATh OT PE3CHTAIHH.

— KpymnHbie 00beKThI B KOMIO3HIIUN CMOTPSTCS] HEBAXKHO.

— BcnomorarensHas nHpopmanus (ynpasisiolue KHOIKK) He JOJDKHA Tpeoli1aaaTh Hall
OCHOBHOI1 (TEKCTOM U WILTIOCTpALUE ).

— Jlis cepbe3HOM Npe3eHTaluu OTOUPAIOTCs 11Aa0JIOHbI, BBINOJIHEHHBIE B JIEIOBOM CTHUIIE.

AHUMannoHHOE 0(OpMIICHHE:

- OcHOBHasi pojb aHUMALUU — JO3UPOBaHHUA HH(POpPMAnUU. AyAUTOpHUS, KaK
IpaBUIO, Jy4llle BOCHPUHUMAET HHGPOPMALMIO NOPLMSIMH, HEOOJIBIIMMH 3pUTEIbHBIMU
¢dparmeHTamu.

- AHuManus UCHONb3yeTcs Ul NPUBJICYCHHUs BHUMAHMS WIM JAEMOHCTPALUU
pa3BUTHSL KaKOro-Jimbo mpouecca

- He crout 3moynoTpe6iisaTe aHUMauOHHBIMU 3(PpPeKTaMu, KOTOPBIE OTBICKAIOT OT
COJIEpKAHUS WIN YTOMJISIFOT IJ1a3a YUTAIOLIETO.

- Oco0eHHO HeXeNnaTeIbHO 4YacTO€ HCIOJIb30BAHME TAKMX aAHMMAlMOHHBIX
3¢ (eKTOB Kak BBUIET, BpallleHUE, BOJIHA, TOOYKBEHHOE MOSBJICHUE TEKCTA.

3ByKOBOE 0(pOpMIIEHUE:!

- My3bIKalbHOE COINPOBOXKIAECHWE IPU3BAHO OTPAa3UTh CYThb WIM THOAYEPKHYTb
0COOEHHOCTH TeMbl Cllaiiia MM BCel Mpe3eHTaluH, CO3/aTh ONpPE/IeTIeHHbIH 3MOIMOHATbHBIN
HACTpOM.

- My3bIKy 1Lenecoo0pa3HO BKJIHOYATh TOIZA, KOTAA Ipe3eHTanus ujaer 0e3
CJIOBECHOT'O COMPOBOXKICHUS.

- 3BYKOBOE CONPOBOKIECHUE UCIOIb3YETCS TOJIBKO 110 HEOOXOIMMOCTH, ITOCKOJIBKY
Jake GOHOBast TUXasl My3bIKa CO3/IaeT U3IMIIHUM IIyM U MEIIAeT BOCIPUATHIO COAEPIKaHUS.

- Heo6xoanmo BRIOpaTh ONTUMAIBHYIO TPOMKOCTB, YTOOBI 3BYK OBLIT CIIBIIIIAH BCEM
CIIyIIaTeJIeM, HO HE OB OIIYIIUTEIbHBIM.

I'paduueckoe opopmienue:

- Pucynku, ¢ororpadum, amarpamMmpl TIPU3BaHBI  JOMOJHUTH  TEKCTOBYIO
nH(pOpMaLMIO WM TepeaTh e€ B 0osiee HArIsSAHOM BU/E.

- Henb3st mpeacTaBiasTh pUCYHKH U (OTO IIOXOTO KauecTBa WM C UCKaKEHHBIMHU
IPONOPLHUAMHU.

- KenarenpHo, uTOOBI H300paXkeHHME OBUIO HE CTONBKO (DOHOM, CKOJIBKO
WUTIOCTpAIe, paBHOW IO CMBICIY CaMOMY TEKCTY, 4YTOObI MOMOYb IO-HOBOMY IOHSTh U
PaCKpBITh €ro.

- Crnenyer m30eraTh HEKOPPEKTHBIX HMILTIOCTPAIMi, KOTOPHIE HENpPAaBUIBHO WITH
JIBYCMBICIIEHHO OTPa)kat0T CMBICI HH(POPMAIUH.

- Heo6xonnMo 1mo3aboTHTBCS O PaBHOMEPHOM M PallMOHAIBHOM HCIOJIb30BaHUH
IPOCTPAHCTBA Ha Claiijie: eciiy TeKCT MepBUYEH, TO TEKCTOBOM (parMeHT pa3MellaeTcs B I€BOM
BEPXHEM YTITy, a rpaduueckuil puCyHOK BHU3Y ClipaBa U HA000POT.

- WnmtocTpaiiii = peKOMEHIYeTCsl  CONPOBOXAATh  MOSICHUTENBHBIM — TEKCTOM.
[Moanucn K KapTHHKAM JIydIle BBITIOJTHATH COOKY WJIM CHHU3Y, €CJIM ITO TOJBKO HE Ha3BaHWE
€aMoro ciaiaa.

- Ecnu rpaduyeckoe n3zoOpakeHne HCMONb3yeTcs B KauecTBe ()OHA, TO TEKCT Ha
3TOM (hOHE JTOJIKEH ObITh XOPOILIO YUTAEM.

TaOnuibl U CXeMBI:

— He crour BCTaBIATH B TpEe3eHTANWIO OONBIINE TAOMUIBI — OHHM TPYIHBI IS
BocrpusTHA. Jlydnie3aMeHUThUXTpapKaMH, TOCTPOCHHBIMHHA0CHOBEITUXTAOIIHII.

— Ecnu Bce e Tabnuily Mokaszark HaJl0, TO CJIEAYEeT OCTaBUTh KaK MOXHO MEHBIIE CTPOK
U CTOJIOIIOB, OTOOPAB U pa3MECTUB TOJBKO CaMble Ba)KHBIE TaHHBIE.



— Ilpu ucnonp30BaHUU CXEM Ha CllaiijJax HEOOXOAMMO BHIPOBHSTH PSbI OJIOKOB CXEMBI,
paccTrosiHue Mexay OJIokaMu, T0OAaBUTh COCAMHHUTEIHHBIC CXEMBI MPU MOMOIIN WHCTPYMEHTOB
ABTOoduryp,

— Ilpu co3gannu cxeM HY)KHO YUUTBHIBATH CBSI3b MEXKY COCTABHBIMH YaCTSIMU CXEMBI:
€CJIM OHHM PaBHO3HAYHBI, TO 3AMONHSIOTCS OAHUM MpU(TOM, POHOM H TEKCTOM, €CIIH €CTh
nepBocTeneHHas HWHQOpMalusg, TO OHA BbBIAEIAETCS OCOOBIM CIIOCOOOM C  IOMOIIBIO
OpTaHHU3AIMOHHBIX JHATPAMM.

Aynuo u BuneoodopmiieHue:

— Bunmeo, kuHO W Tene MaTepuanabl MOTYT OBITh HCIIOJNB30BAHBI TMOTHOCTBIO WA
(dbparMeHTapHO B 3aBUCUMOCTH OT IIEJIeH, KOTOPBIC IPECIETYIOTCS.

— TlponomxuTeapsHOCTh (UM HE JOJDKHA MpeBbIaTh 15-25 MunyT, a pparmenTa — 4-6
MUHYT.

— Henb3s ucnonp3oBaTh ABa GUIbBMa HA OJJHOM MEPOMPHUATHH, HO MOKA3aTh (ParMeHTHI
U3 IBYX (PMIHBMOB BIIOJTHE BO3MOXKHO.

IMoaroroBka Kk 3a4éTy / 3k3ameHy. [ 0OTOBUTHCA K 3a4éTy / HK3aMEHY HYXKHO 3apaHee U B
HECKOJIBKO 3TanoB. [[Jis 3Toro:

— IIpocmarpuBaiiTe KOHCHEKTHI JIEKIMH cpa3y Iocle 3aHiATHH. OTO TOMOXKET
pa3zo0paThCs C HEMTOHATHBIMA MOMEHTAMHU JICKITUH U BOZHUKIITUMU BOIIPOCAMH, TIOKA €IIE JICKITHS
CBEXa B MMaMATH.

— berno nmpocMaTtpuBaiiTe KOHCIIEKTHI O HaJalla CICIYIOIIETO 3aHATHSI. DTO IMO3BOJIHT
«OCBEXHTHY MPEIBIIYIIYIO JCKITUIO U TIOJrOTOBUTHCS K BOCIIPHSITHIO HOBOTO MaTepHaia.

— Kaxnayro Henento oTBoAUTE BpeMs 171l TOBTOPEHHUSI IPOMIEHHOTO MaTepHarna.

— HemnocpencTBeHHO MpH MOATOTOBKE:

— VYmnopsioubTe CBOM KOHCIIEKTHI, 3aHCH, 3aJaHUSI.

— Ilpukunbre Bpems, HeoOXoIMMOE BaM [UIsi TOBTOpPEHHsI Kaxaodh yactu (OJoka)
MaTepuaia, BRIHOCUMOTO Ha 3auerT.

— CocraBbTe paclucaHue ¢ YIeTOM CKOPOCTH MTOBTOPSHUS MaTepHalia, JIjIsl 9ero

— Pazgenute Bompockl ans 3auéta / 9K3aMeHa Ha 3HaKOMbIE (MO JIEKIIMOHHOMY KYpPCY,
CeMHHapaM, KOHCIEKTUPOBAHUIO), KOTOPbIE MOTPEOYIOT JHUIIL MOBTOPEHUS U HOBBIE, KOTOPHIE
MIPHUJIETCS] OCBaWBATh CAMOCTOATENIbHO. HauHWUTE ¢ TeM XOPOIIo BaM U3BECTHBIX U 3aKPEIHTE UX C
MOMOIIbI0 KOHCTEKTa M y4eOHWKA. 3aTeM MOMOJHUTE CBOW TEOpPETHUECKHUl Oarak HOBBIMHU
3HAHUSIMHU, 00513aTETFHO BOCIIOIB30BABIINCH PEKOMEHI0BAHHOU JTUTEPATYPOA.

— IlpaBunbHO WCHONB3YHTE KOHCYJIBTAIIMHM, KOTOPBIE MPOBOJIUT MPENOIABATENb.
[IpuxoauTe Ha HUX C 3apaHee MPOpabOTaHHBIMU CAMOCTOSITENILHO Bompocamu. Bbl MoxkeTe
MOJTYYUTh Pa3bsICHEHHUE TI0 IMMOBOJIY CJIIOKHBIX, HE 0 KOHIIA TIOHATHIX TeM, HO HE PACCUUTHIBANTE
BO BpeMs KOHCYJbTAIlMU Ha UCUYEPITBIBAIOIIYIO HH(OPMAIIUU IO COAEPIKAHUIO BCETO Kypca.



