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[IporpamMmy noaroroBmii(un):
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PaGouast mporpaMma quCIUTLTAHBI
«/loKymenmayuonnoe odecneuenue ynpaeieHus»

paspabotana B coorBercTBuu ¢ ®I'OC BO:

1. ®egmepanbHbIii TOCYJapCTBEHHBIH CTaHAAPT BBICHIIETO OOpa3oBaHWA — OakajgaBpHaT IO HAIpPaBICHUIO
moxarotoBku 38.03.05 «busnec-unpopmatuka» ([Iprka3 MuHHCTEpCTBa HAYKH U BBICIIEr0 oOpazoBaHus PO
ot 29 mroxst 2020 r. N 838 "O0 yTBepkeHNH (erepaabHOro rocyIapCTBEHHOTO 00pa30BaTeNbHOTO CTaHaapTa
BBICIIEro oOpa3oBaHUs - OakalaBpwar Mo HampablieHWIO ToarotoBku 38.03.05 buznec-unHpopmaruka" (c
W3MEHEHHUSMHU ¥ JIOTIOIHEHISIMH), 3aperucTpupoBad MuHmCcTepcTBOM foctuimn Poccuiickoit @eneparun 19
aBrycta 2020 r. Peructpammonssiii N 59325) cocraBimeHa Ha OCHOBaHMHM Yy4eOHOTO IuTaHa: busHec-
nndopmaruka npopuis «L{ndpposas skKoHOMHKAY;

2. Ilpodeccronanshslii crangapt 06.016 «PykoBoANUTENb MPOSKTOB B 00JaCTH HH(POPMAIIMOHHBIX TEXHOJIOTHI
(mpukazoM MuHHCTEpPCTBA Tpyla W couumaibHOW 3amurel Poccuiickolt ®@enepaumn ot 18 HosiOps 2014 Ne
893H.).

PaGouast mporpamMmma ogoOpeHa Ha 3aceiaHnuu Kadeapbl IKOHOMHUKA
[Ipotokon ot 27 despans 2023 r. N7

3aB. kadeapoi N&AMQJVT Kwucenes B.B.



1. Heab ocBOeHUsI AUCHUILTHHBI
Heab AMCHUIUIMHBI. CO3[]aHHE y CTYJICHTOB KOMILJICKCA 3HAHWUH O BUAAX YIPaBICHUYECKUX
JOKYMEHTOB, TpaBWJIaX MX CO3AaHUA U OQOPMIICHHS, O COBPEMEHHOH OpraHu3aluu
JIEITOTIPOU3BOICTBA HA MPEIIPUATHSIX.
CopepxaTenbpHO-METOAMYECKas Crieln(UKa TPOrpaMMBbI IIPEIIOoIaraeT pacCCMOTPEHHE IUPOKOTO
psAlla OpraHU3aIMOHHBIX BOIPOCOB C yu€ToM ocobeHHocTel IT-chepsr

3amauu y4eOHOM QM CHUIINHBI:

—  TIPUBHUTH HABBIKU Pa3pa0dOTKH Pa3TUYHBIX (HOPM yIpaBIEeHYECKUX JOKYMEHTOB,

— TPUBHUTH HABBIKM UCMOJb30BAHUS O(DUIMATHHO-ACIOBOTO CTWJIS TMPU COCTABICHUHU
YIPABJICHUYECKUX TOKYMEHTOB,

—  Hay4HTh COCTaBIATH YHU(DHUIIMPOBAHHBIC (DOPMBI YIIPABJICHUECKOW TOKYMEHTAIIUH,

—  03HAaKOMHTH CO CTPYKTYPOH M (PYHKITUSIMHU JEITONPOU3BOJCTBEHHBIX MMOIPA3ACICHUN HA
MPEANPUITHSIX,

—  O3HAKOMHTH C METOJaMH PabOTHI C yIIPABICHUECKON JOKYMEHTAIMEH Ha TIPEIIPUSITUSX,

— JaThb MNOPEJCTaBI€HHWE O TEHIEHIHUAX pPa3BUTUS COBPEMEHHOTO JIEJIOMPOU3BOJICTBA,
METO/IaX €ro COBEPIICHCTBOBAHUS.

— O3HAKOMHTH C  COJEp)KaHUEM  CIENHaTbHOW  JHUTEepaTypsl MO  mpoliemMam
JIeIONPOU3BOJICTBA U JOKYMEHTUPOBAHUS YIIPABICHUECKOU IEATETbHOCTH.

2. MecTo THCHUILIMHBI B CTPYKTYpe 00pa3oBaTebHONH MPOrpaMMbl

Juctummaa otHocuTcst K 61moky b1.B.05 oOGpa3oBarensHoi mporpammsl, Gpopmupyemoit
y4acTHUKaMH 0Opa30BaTENbHBIX OTHOIIEHHWH 0a30BOro ydeOHOro IUIaHa IO HaIpaBJICHUIO
«buzHec-uHpopmaTuka.

JIi1st OCBOGHUS AMCIIUTUIMHBI HEOOXOIMMBI 3HAHHSI, YMEHHS  HABBIKH, TIOJTYUCHHBIC B XO/1€

OCBOCHHS CIICYIOUINX AUCIUIUINH: «BBeeHNe B crieluabHOCTE» U «[IpaBoy.
OcBoeHHE JUCHUIUIMHBI MPEJOCTABISACT CONEPKATEIbHYI0 OCHOBY ISl (OPMHPOBAHUS
KOMIIETCHIINH, MOJYyYaeMbIX B PE3yJbTaTe MPOXOXKICHUS BCEX BUIOB MPAKTHK U TPOLEAYPHI
MOJITOTOBKH U 3aIIUTHI BBITYCKHON KBAIN()UKAITMOHHOW PaOOTHI.

JucnunnuHa uzyvaercs Ha 4 Kypce, B 7 ceMecTpe.

3. IlepedeHb MUIAHUPYEMBIX Pe3YJIbTATOB 00y4YeHHS 110 JUCHUIIIIHHE, COOTHECEHHBIX C
IVIAHUPYEMBIMHU Pe3yJIbTATAMH OCBOCHHSI 00Pa30BaTeIbHON MPOrPaMMBbI

B pesynbraTte OCBOEHHMS IUCHMIUIMHBI OOYYalOIIMKCS JIOJDKEH IPOJIEMOHCTPUPOBATH
CJIEYIOLINE PE3YIbTAThI:

Nuaaukaropsl Ilepeuens NJIaHUPYEMBIX Pe3yJIbLTATOB
Komnerenunus A p P Py pesy
00y4YeHus1 10 TMCUMUILINHE
3HaTh:
3aKOHOJATENbLHEBIE u HOPMATHUBHLIE
HTIK-3.1. A p
MIPaBOBBIE aKTBhI u HOPMAaTHBHO-
Koopounupyem
METOIUYECKHUE MaTepuaibl o
[1K-3. UCHOIb306AHUE o
. JTIOKYMEHTHUPOBAHHIO YIPaBJICHUECKOM
Kontpompyer AKMYAIbHbIX 8ePCUll ESTENBHOCTH:  CTDYKT TOKYMEHTA:
coOroieHne O0OKYMEeHmMO8 ’ PYKIYPY Y ’
KpUTEpUW W TPUHIMIBLI  ONpPEaeIeHUs
PCrIAMCHTOB B HAYYHO-UCTOPUYECKHUI M MPAKTUUYECKON
fiponecce HIR=3.2. ueﬁocm ILOE CHTOB; b
nokyMenTOOG0poTa | Obecnewusaem YMCHTOB,
KOpnopamuseHbie v
KOMMYHUKAYUU MENCOY METh: opopMIIATH /:[01<y1\646HTH B
yuacmmukamu COOTBETCTBUU c TpeOOBaHUSIMHU
HOPMATHBHBIX aKTOB M TOCYAapCTBEHHBIX




npoexkma.

UIIK-3.3. Paswvacusem
U  KOHCymIbmMupyem 8

CTaH/1apTOB; UCTIOJIb30BATh
yHU(ULIIPOBAaHHBIE (OPMBI JTOKYMEHTOB;
CO371aBaTh YINPABICHYECKUE JOKYMEHTHI,
pa3pabarbiBaTh MIA0JIOHBI JOKYMEHTOB C

amKkax ceoell

p UCTIOJIh30BaHUEM HOBBIX

KOMnemeHyuu no ..
UH(POPMAIIMOHHBIX TEXHOJIOTHIA;

Qunancosvim u
NPUMEHSATh  KPUTEPHUH W [PHHIUIIBI

IOPUOUYECKUM N
OTIpEeICTICHUs] HAay4YHO-HUCTOPUUYECKUU U

0OKyMeHmam . .
MPAaKTUYECKON IIEHHOCTH IOKYMEHTOB;
Brnanets: HaBBIKAMHU IPUMEHCHHS
TpeOOBaHUI  HOPMATHUBHBIX  AKTOB H
rOCyJapCTBEHHBIX CTaHIapTOB npu

COCTaBJICHUH U 0(OPMIICHIH JOKYMEHTOB;
HaBBIKAMH pa3pabOTKU YHU(PUIIUPOBAHHBIX
dopm gokymeHToB U Tabens dopm
JOKYMEHTOB; HaBBIKAMH HCIIOJIb30BAHUS
HOBBIX HH()OPMAIIMOHHBIX TEXHOJIOTUH MTPH
CO3JIaHUM YTIPABJICHUYECKUX JTOKYMEHTOB,
pa3paboTke  MmMAOJOHOB  JIOKYMEHTOB;

CIIOCOOHOCTBIO COBEPILICHCTBOBATh
JTOKYMEHTAILHIOHHOE obecrieyeHme
yIpaBJIeHUS

4. OO0beM [MCHUIUVIMHBI B 324YeTHBIX €IMHMLAX C YKa3aHHEM KOJHMYeCTBa
aKajeMMYeCKMX 4YacOB, BbIIeJIEHHbIX Ha KOHTAKTHYH padory oOy4yalommxcsi ¢
npenojgaBarejeM (0 BHAAM Y4YeOHBbIX 3aHATHI) W Ha CAMOCTOSTEJIbHYI0 pPadoTy
o0y4aromuxcs

OO6mast TpynoeMKocTh (00BEM) AWCHMIUIMHBI COCTaBIseT 3 3adeTHhIX enuHul, 108
aKaJeMHYECKHX Jaca.

Ha yuyeOHble 3aHATHS JEKIIMOHHOTO TUIIA OTBOAMUTCS [0 OYHO-3a049HO (hopMe — 8 yacos, 1o

3a04HOM - 6 yacos,

HAa 3aHATHS IPAKTUYECKOT0 (CEMUHAPCKOr0) TUIA IO OYHO-3a0YHOM - 16 yacoB. 110 3204HON
— 10 gacos,

CamocrosiTenbHas paboTta coctaBisieT cooTBeTcTBeHHO 80 n 88 yaca.

Ha moaroToBky k 3adety oTBoauTcs 4 daca.

5. CopepxaHue IMCUMIUIMHBI, CTPYKTYPHPOBaHHOe IO TeMaM (pasgenam)
yKa3aHHeM OTBEJCHHOr0 HA HMX KOJIHYeCTBa aKaJeMHMYeCKHX 4acOB U BHAOB Y4eOHBIX
3aHATHI

5.1. TemaTu4eckue pasiesbl AUCHUILUIMHBI M KOMIIETEHIMH, KOTOpbIe (P)OPMHPYIOTCH
NPH UX U3yYEeHHH

Ne HaumenoBanue Conep:xanue pa3aena Kon
n/n pa3aeiia ¢dopmupye
JTUCIUIIINHEI MO
KOMIIETEHII
HH




Tema 1. Hens, 3amaum, mpeamer, oObekT wu3ydenws | YK-2, YK-3
ean u 3agauun JIUCITATLIIAHBI. IocT P 6.30-2003
U3y4eHust «YHu(UIUpOBaHHBIE CUCTEMBI JOKYMEHTALlUU.
AUCHUIINHBI. YHuuIMpoBaHHas CHCTEMa OpraHU3alOHHO-
3akoHogaTe/IbHOE | PACIIOPSAUTEIBHONU JOKyMeHTaluu. TpeboBaHUs K
U HOPMATUBHO- 0(pOpMIICHHIO TOKYMEHTOB.
MeTOoauYecKoe CoctaB HOPMAaTHBHO-METOAMYECKOW  0Oa3bl
peryiupoBaHue JIEJIONPOU3BOJICTBA. 3aKOHOJATENbHbIE aKThl PO B
A0y chepe uH(popManuu " JIOKyMEHTAITUH.
HopmaruBHble TpaBOBBIE aKThl  (pemeparbHbIX
OpraHoB HCIIOJTHUTEIIbHON BJIACTH,
peraaMeHTHPYIOLIME BOIPOCH! TOKYMEHTALMOHHOTO
obOecnieueHus. [‘ocymapcTBeHHBIE CTaHIApThl Ha
JOKYMEHTAIUIO.  YHU(PHUIHUPOBAHHBIE  CHUCTEMbI
JIOKYMEHTaI1H.
Tema 2. Enunsie TpeboBaHus K GJIaHKaM TOKyMEHTOB. YK-2, YK-3
OcHoBHbIE Bunaer 6nankos, [IpaBuna opopmiienus
TpeOOBaHMA K JIOKYMEHTOB IPU UCIIOJIb30BaHUN TEXHUYECKUX
0(opMIIEHH 10 cpenctB. CocTtaB peKBU3UTOB AJOKyMeHTOB OP/I.
YIpaBIeHYeCKHX [IpaBuna opopmiieHUs] pEKBU3UTOB 3ar0JIOBOYHOM
(opraHM3alMOHHO- | YaCcTH JIOKYMEHTa: YIJIOBO€, IpoaoJibHOoe. Koj
PACHOpPSIIMTEILHBIX | OpraHU3aluy - aBTOpa JOKyMeHTa. OCHOBHOM
) rOCYIapCTBEHHBIA PErUCTPALIMOHHBIN HOMED
JAOKYMEHTOB. opuanyYeckoro juna. HaumeHnoBanue opranusanuu
- aBTOpa AoKyMeHTa. Ha3BaHue Buaa JOKyMEHTa.
[Jarta nokymeHra. PerucrpaunoHHbli HOMEp
JIOKyMEHTa. MecTo COCTaBIeHUSI WU U3AaHUS
JIOKYMEHTa, TpeOOBaHUS K TEKCTaM JOKYMEHTOB.
CokpalieHHbIe CI0Ba. 3aroJIOBOK K TEKCTY
JnoKkyMeHTa. OTMETKa O HAJIMYUU MIPUIIOKEHMUSL.
[Tonnmucanue u yTBepKAeHHE JOKYMEHTOB.
CornacoBanue JOKyMeHTOB. OTTHUCK IT€YaTH.
BusupoBanue n1okyMeHTOB. OTMETKA Ha
JIOKYMEHTE: OTMETKA O MOCTYIJICHUH IOKYMEHTA B
OpTraHMU3aIHIO0, PE30TIOIHS, OTMETKA O KOHTPOJIE,
OTMETKa O 3aBEPEHHUH KOIUHU JOKYMEHTA.
WnentudukaTop 37eKTPOHHON KONMH JOKYMEHTA.
OtmeTtka 00 ucnonanurene. OTMerka 06
VICIIOJIHEHUH IOKYMEHTA U HAalIPaBJIECHUU
Tema 3. OpranuzanronHas JokymenTamus. Oomuue YK-2, YK-3
OpraHu3anuMoHHo- | TpeOOBaHUS K OPraHU3aLMOHHBIM TOKYMEHTAM.
pacnopsiiMTesibHbIe | YcTaB npeanpusTus. JlomKHOCTHASE MHCTPYKIIMSL.

JAOKYMEHTBI, UX
COCTaBJICHHE U
oopmiieHme.
JlenoBas u
KOMMepuecKast
nepenucka B 1 T-
On3Hece

[Tonoxxenue. [ltatHoe pacnucanune. CTpykTypa u
HITaTHasl YMcIeHHOCTh. CTPYKTypa U UX
conepxanue. [IpaBuna nx opopmiienns. Cocta
00s13aTeNIbHBIX PEKBU3UTOB U TPEOOBAHUS K
odopmienuo. Llenb 3TuX T0KyMEHTOB, MOPSI0K
W3JIaHUs, YTBEPKICHUS U PETUCTPaLUH.
PacniopsauTenbHble JOKYMEHTHI KaK OJHA U3
($opM HCIIOTHUTETBHO-PACTIOPATUTEIHHON
JIEATEIIbHOCTH OPTaHU3aLNI, YUPEKICHUM,
npeanpustuii. [Ipukasel, ux suael. [Ipasuiia




odpopmiienust. OCOOEHHOCTH COCTaBJICHUS MPUKA30B
110 OCHOBHOM JIESATEILHOCTH U MPUKA30B 1O
JM4HOMY cocTaBy. OCOOEHHOCTH B COCTABICHUH
3aroJIOBKOB U ()OPMYITUPOBOK KOHCTATUPYIOMICH
yactu. PacnopsiquTenbHas 4acTh - cxema
MoCTpoeHus. BrImicka u3 npukasa, ee Ha3HauYCHHe
U TIpaBuiIa opopMIIeHUSI.

[MoaroroBka, opopmiieHHE yKa3aHUN U
pacnopsbkeHui. CTaauu NOArOTOBKY MPOEKTa
pacnopsiANTEeNsLHOTO TOKyMeHTa. [IpaBuna ero
BU3UPOBAHUS, MOANKUCAHUS U peructpanuu. Cpoku
UCTIOJTHEHUS ¥ BpeMs JOBEIeHUSI MH(POPMAIUH 10
KOHKPETHBIX MCTIOJTHUTENEH.

NudopmannoHHO-CIpaBOYHBIC JOKYMEHTHI.
Haznauenue u coctaB nH(pOpMALIMOHHO-
CIPaBOYHBIX TOKyMEeHTOB. CripaBka. PekBU3UTHI
CIIPaBOK, BUJIbI CITPABOK, IIPaBUJIa HAITMCAHUSI.

Jlokmaguple 3anucku. Lleab JoKIagHbIX
3anucoK, mpasuia opopmieHust. OObICHUTEIbHbIE
3anucku. L{enb 0ObsICHUTENbHBIX 3aIMCOK, ITPaBUIIa
opopmienus. Ciy:keOHasl 3aIIUCKa, €€ Ha3HAUCHUE.

AkThl. Cxema cocTaBieHUs akTa. PeKBU3NTHI
akta. CocraBHble yacTu akta. [lopsimok
MOJMUCAHUS U YTBEPKICHUSI.

[Tporokoin. TpeboBaHUS K COCTABICHUIO U
0(OPMIIEHHIO IPOTOKOJIOB. PEKBU3UTHI, COCTaBHBIE
yacTi. BUJBI MPOTOKOJIOB: TIOJTHBIE, KPATKHE,
COKpallleHHbIE. J/loBeIeHue pereHuii
(TTOCTaHOBIIEHU) IO UCTIOJTHUTEICH.

JlenoBoe MUCHMO B YCJIOBUSAX YHUDUKAIIH.
OdunuanpHOE TUCHMO KaK CPEACTBO CBS3HU
NPEANPUATHI, OpraHU3alUN, YIPEKICHUN C
BHEIIHUM MHUpoM. CTpykTypa nucbMa. OCHOBHbIE
TpeOoBaHUs K TEKCTy. PekoMeHamuu mno
noctpoeruio ¢pas. [Ipasuna opopmieHus
JIEJIOBOTO MHChMA.

[TonsTre 6manka mucbma. CTaHIAPTHI HA
bopMyspeI-00pa3iiel. PEKBU3UTHI MHUChMa U
npasuiia ux opopmieHus. OTASTbHbBIC BUJIBI
nuceM: HHPOPMAIMOHHOE, 0J1aro1apCTBEHHOE,
MCbMO-U3BEIIEHNE, TMCbMO-3aIIPOC, TUCHMO-
TpeboBaHue, MUCbMO-0TBET U Jip. CocTaBieHue
TEKCTOB CIIY>KEOHBIX ITUCEM.




Tema 4.

Kanposasn
AOKYMEHTAIUsA
Opranun3anus
padoThI c
AOKYMEHTaMH B

IT-chepe

3HayeHue KaJapoBbIX TOKYyMEHTOB. CocTaB U
BUJIbI JOKYMEHTAIUH 110 JITYHOMY COCTaBY.
[IpaBuna ux coctaBiueHus. Y HU(PpHUIIMPOBaHHbBIC
¢dopmbl tokymenToB. Ilpukas. Odopmienue
npuema Ha padoty. [lepeBos Ha npyryto padborty.
[IpenocraBnenue oTmmycka. YBOJIbHEHUE C PAOOTHI.
JInunoe 3asBrnenne. Xapakrepuctuka. CocTaBHbIC
YaCTH XapaKTEPUCTUKH, MpaBUia oHhopMICHUS.

[Topsimok ABHKEHUS JOKYMEHTOB B
opraam3aiuu. [ToHsTHE TOKYyMEHTOO00pOTa U €r0
OoCHOBHBIE ATarnbl. O0pabdoTKa JOKYMEHTOB,
MOCTYMANIMX B opranu3anuio. [IpensapurensHoe
paccMOTpeHHe TOKYMEHTOB B ClIyx0e
JIOKYMEHTAIMOHHOTO 00eCTIeUeHUs YIIPaBICHUSI.

Perucrpanus u uHaekcanus JOKyMEHTOB.

Kontponb 3a ucnonnenrem 10kyMeHTOB. Cpoku
UCIIOJTHEHUS TOKyMeHTOB. Opranu3zanus
PaIMOHATILHOTO JIBWKEHUS IOKYMEHTOB BHYTpHU
npennpusaTas. O0paboTKa UCIIOHEHHBIX U
OTIIPABJISIEMBIX IOKYMEHTOB.

Hcnonnenue JOKyMEHTOB. AHAIIU3 CTPYKTYPbI
JTOKyMEHTO0000opoTa. MeTobl yueTa U COKpalieHus
JOKYMEHTOO000pOoTa. YUeT KOJTHYECTBA M Ka4eCTBa
JOKyMEHTOB opranu3anuu. CokpaiieHue oobema
JIOKyMEHTO000pOoTA.

VK-2, VK-3

Tema 5.

Cucremarusanus
AOKYMEHTOB U
dopmupoBaunme aeJ.
OnepaTuBHoOe
XpaHeHHe
AOKYMEHTOB M J1eJl.

OpI‘aHI/ISaHI/IH SKCHICPTU3BI HCHHOCTH JOKYMCHTOB.
OO6mue TpeboBaHUS K CHCTEMAaTH3aIUH
nokyMeHToB, Homenknatypa nen. CocraBieHue
3arojioBKOB jies. OCHOBHBIE MpaBuiIa
dbopmupoBanus nen, OnepaTuBHOE XpaHEHHE
JIOKYMEHTOB U JIeJ.

ITogroroBka en K apXMBHOMY XPaHEHHUIO.
CocraBneHrue BHYTPEHHEN OMUCH TOKYMEHTOB U
3aBepuTeNbHOM Haanucu. CocTaBieHue u
odopmiienue onucelt aein. [lepemnaya aen B apxus.

YK-2, YK-3

yCIeBaeMOCTH /IJIsl OYHO-3204HOM (pOPMBI 00yUeHU st

5.2. Pa3nenbl TUCHUILINHBI, BUABI YU4eOHBIX 3aHATHI U (DOPMBI TeKylIero KOHTPOJIS

CEM
eCcT

pa

HauMeHnoBanue

pa3naena TUCHMILINHBI

TpyroeMkocTh B yacax

Ha xonTakTHYy1O0
paboty mo Buzam

Beero y4eOHBIX 3aHATHIA DopMbI
(BKIIL. C}II;J CpC
CPC)

J n3 | us3

DopMbl
TeKylIero
KOHTPOJIA €
yKa3zaHHeM
0aJ1s10B (IpH
HCI0JIb30BaH
UM 0AJLTBHOM
CUCTEMBI
OLICHUBAHMS)




1 |Tema 1.
Llenu u 3agaun
W3y4YeHUS TUCIUTUTAHEI. Pedepupo Ompoc,
3aKOHOIaTeJIbHOE 20 1 2 17 BAHNE peleHne
" HOPMAaTUBHO- jiTepaty | HHIUBHAYyalb
METOIUUYECKOE pHI HBIX 3a/IaHAN
perynupoBanue 10Y

2 |Tema?2.
OcHoBHBIE TPEOOBaHUS K Pedepupo
ohopMmIIeHUIO BaHHE Onpoc,
YIPaBICHUECKUX 20 1 4 17 | nutepary HHI; e;:f:;;znb
(opraHu3aIoOHHO- pBbL N

HBIX 3a1aHHH.

pacropsIMTEIbHBIX )
JIOKYMEHTOB.

3 |Tema 3.
Opranu3airioHHO- Pedeprpo
pacropsiiuTeIbHbIC BaHIe
JIOKYMEHTBI, 1X 22 2 | 4 16 | surepary | CHTYAUHOHHE!
COCTaBJICHUE U Db, it aHanms.
otopmrnenue. [lenoast u
KOMMepuecKast TIepercKa
B [T-OuzHece

4 |Tema4.
Kanposas Pedepupo Omnpoc,
AOKYMCHTAINA 20 2 4 14 BaHUC pelieHue
Opranmsanus paboOThl C JuTepaTy | MHIWBHIYalb
nokymentamu B IT- pBI HBIX 3aJIaHUN
chepe

5 |Temas.
Cucremaruzanus Pedepupo Onpoc,
JIOKYMEHTOB ul o0 2 2 16 BaHHE pereHue
dhopmupoBaHue TeI. JUTEpATy | HHINBUAYAJIb
OnepatuBHOE XpaHEHUE PEI HBIX 3a/IaHHH
JIOKYMEHTOB U JICII.
3auer 4

UTOI'O:| 108 8 16 80

5.3. Pa3nenbl AUCHUIINHBI, BUABI YU4eOHBIX 3aHATHI U (DOPMBI TeKylIero KOHTPOJIS
ycreBaeMoOCTH JIJIsl 32049HOI GopMbI 00yUeHMsI

CEM
eCcT

pa

HauMenoBanue
pa3nena TUCHMILINHBI

TpyroeMkocTh B yacax

Beero | PaboTy mo Bujiam
(BKL. y4eOHBIX 3aHATHIA
CPC)

Ha xonTakTHYy1O0

J I3 | U3

Ha
CPC

DopMbI
CPC

DopMbl
TeKyLIero
KOHTPOJIA C
yKa3aHHeM
0aJ1s10B (IpH
HCIIO0JIb30BAH
UM 0ALTBHOM




CUCTEMBI
OLICHUBAHMS)
1 |Tema l.
Llenu u 3agaun
W3Y4YECHUS TUCIUTUINHBI. Pedepupo Ompoc,
3aKOHO/ATENBbHOE 20 1 18 BaHHC pemenune
" HOPMAaTUBHO- jmTepaty | MHIUBHAYyalb
METOIUYECKOE PhI HBIX 3aJaHUU
perynupoBanue I0Y
2 |Tema?2.
OcHoBHBIE TPeOOBaHUS K Pedepupo Omboc
otopmiteHHIO BaHUE poc,
pelnieHue
YIpaBIICHUYECKUX 22 1 20 | nmutepaty
170591120:3701 42018
(opraHu3aIoOHHO- pBL N
HBIX 3aJJaHUH.
pacropsIMTEeIbHBIX )
JIOKyMEHTOB
3 |Tema 3.
OpraHu3zaiyioHHO-
P 1 Pedepupo
pacnopsAuTeIbHbIE BaHIe
CutyanvoHHbI
JIOKYMCHTBI, MX 22 2 19 | nurepary o yan
COCTaBJICHUE U pbi i aHanus.
opopmiienue. JlenoBas u ’
KOMMepuecKas IepenucKka
B [T-OuzHece
4 |Tema4.
Kanposas Pedepupo Ompoc,
JOKYMEHTAIUs 20 5 17 BaHUE pelieHue
Opranuzanus paboThl ¢ JTUTepaTy | HHAUBUAYAIIb
nokymentamu B IT- pBI HBIX 3aJIaHUI
chepe
5 |Temas.
CucreMmaruzamus Pedepupo Onpoc,
JIOKYMEHTOB ul 90 2 16 BaHUeE pelieHue
dhopmupoBaHue TeI. JUTEpaTy | HHINBUAYaJIb
OnepatuBHOE XpaHEHUE PEI HBIX 3a/laHiH
JOKYMEHTOB U JIeJ
3auer 4
UTOI'O:| 108 8 90
6. Y4yeOHO-MeTOaAMYECKOE O0ecreyeHHe CAMOCTOSITeIbHOIM padoThl 00y4aromuxcs mo
AUCHUILINHE
Ne HaumeHoBaHue pa3jaesia Conep:xxkanue CPC KonTpoanb

AUCHHUIIJIMHbI




enu u 3a7a4n U3y4eHUs

paboTa ¢ IpONICHHBIM

[IpoBepka KOHCIEKTOB

JUCLUTUIMHBL MaTepHajIoM IO KOHCIIEKTaM
3aKOHO/IATENIBLHOE NEKIMHI ¥ y4eOHUKY

u HOPMAaTUBHO-

METOIUYECKOE

perynupoBanue JI0Y

OcHoBHbIE TpeOOBaHUS K paboTa ¢ mpolIeHHBIM [IpoBepka KOHCIIEKTOB
o(hopMIICHHIO MaTepHaIoM IO KOHCIEKTaM

YIIPaBJIEHUECKUX JAeKUui U y4eOHUKY

(OpraHu3aroHHO-

pacnopsaUTENbHBIX )

JIOKYMEHTOB

Tema 3. paboTa ¢ mpolIeHHBIM IIpoBepka KOHCIIEKTOB
OpraHu3aloHHO- MaTepHaIoM IO KOHCIIEKTaM

pacriopsiIuTebHbIC JEKUUHA ¥ yd4eOHUKY

JOKYMCHTBI, UX COCTABJICHUC U
opopmnenue. [lemoBas
KOMMEpYecKasi TepernucKka B
IT-Ousnece

Tema 4. paboTa ¢ mpolIeHHBIM IIpoBepka KOHCIIEKTOB
Kagposas JOKYMEHTAIUs | MAaTCPHUAIOM 10 KOHCIIEKTaM

Opranusanus  paboThl ¢ | JIEKLIUH ¥ y4eOHHKY

nokymeHntamu B [T-cdepe

CucremaTtuzanus paboTa ¢ mpolIeHHBIM IIpoBepka KOHCIIEKTOB
JOKYMEHTOB U | MATEPUAJIOM IO KOHCIIEKTaM

¢dopmupoBanue Jen. | TeKuuil 1 yueOHuKy

OnepatuBHOE XpaHEeHHE

JOKYMCHTOB U JCJI

7. IlpoBeneHHe MPOMEKYTOYHOM aTTECTAUMH 00Yy4AIOIMXCH MO IMCUHUILIHHE

7.1. OOume ycaoBus

[TpomexyTouHas aTTecTanus IPOBOJUTCS B 7 ceMecTpe B (OopMe YCTHOTO 3a4eTa.

7.2. KpurTepuu U mIKaJIbl OleHNBAHUS Pe3yJIbTATOB 00y4eHHs M0 JUCHHUILINHE

Kon Iokazarenu Kpurtepun u mxkaJa oneHuBaHust Ilepeyenn
KOMIIETEHI[ | OCTHKeHUS OLICHOYH
107 pe3yJabTaToB bIX
o0y4eHust CpelCTB
3auTeHo He3auTeHo
VK-2,3 IIOKa3aTejIieM OTBeTHI HAa NOCTaBJIICHHEIE Marepuan uznaraerca | TecTbl
ee BOIIPOCHI U3JIaratoTCs HerocnenosarenbHo, | [Ipaktuue
(GbOpMHPOBAaHM | CUCTEMAaTU3UPOBAHO U COMBYMBO, HE CKHe
I CITY>KUT MOCJIEIOBATEIBHO. MPEACTABIISIET 3a7a4u
CrocoOHOCTh | Marepuan uznaraercst OMpEeICIICHHOMN
IIPOBOAUTH YBEPEHHO. CUCTEMBbI 3HAaHUU 110
caMocToATeNb | JleMOHCTpUpyeTcs yMEHHne | IUCLUILIAHE.
HBIM [IOUCK U | AaHAJIM3UPOBATh MaTEpHall, NmeroTcs 3aMeTHBIE
MIPUBJICYECHUE | OJJHAKO HE BCE BBIBOJBI HapyLIEeHNUs] HOPM
HOBBIX HOCSIT apTyMEHTUPOBAHHBIA | JIMTEPATYpPHOU PEUH.
KJINEHTOB, Y JJOKA3aTeJIbHbIN XapaKTep.




noanuceiBath | COOJFOTAt0TCS HOPMBI
JOKYMEHTBI O | JIMTEPATYPHOU PEUH.
COTPYIHUYECT
€, 3HaHHe
JIOKYMEHTO00
opoTta
OpTaHHU3aIIH.

8. JIabopaTopHbIil MPAKTUKYM - HE IPETYCMOTPEHO

9. IlpakTHYecKHE 3aHATHS (CEMHHAPBI).

[IpakTrueckue 3aHATHS (CEMUHAPHI) SBISIOTCS POPMOI ayAUTOPHOM IPYIIIOBON pabOThHI

MO/ PYKOBOJICTBOM MpENoAaBaTelis. 3aHATHs TPOBOJATCA B rpynnax. OCHOBHOM LENbIO 3aHATUS
aBisieTcss GOpMUPOBAHNE YMEHUN peliaTh IPaKTUKO-OPUEHTUPOBAHHBIE 3a/1a4H

CemuHapcKue 3aHATH 110 KaXJI01 TeMe oOecriedeHbl Ha0OpOM BapHATUBHBIX PACUETHBIX

N OpraHUu3alMOHHO-IIPAKTHYCCKUX 3aaa4.

NG~ WD

10.
11.

12.

Cemunap Nel.
Tema: «Ileqn u 32124 U3ydeHHs JUCHUIIMHBL. 3AKOHOIaTeIbHOE

U HOPMATUBHO-MeTOoANYecKoe peryaupoBanue JOY».

Bonpocel memui:
Heunb, 3agaun, npeamer, 00beKT N3yUeHHs TUCIUILIHHBI.
I'OCT P 6.30-2003 «YHupumupoBaHHble CUCTEMbI JOKYMEHTAIMH. YHU(PHUIUPOBaHHAS
CHCTEeMa  OpPraHU3allMOHHO-PACTIOPAJUTENFHON  JOKyMEHTaruu. 1peboBaHus K
0(OPMIICHHIO TOKYMEHTOB.
CoctaB HOPMATHBHO-METOUYECKOM 0a3bl JeNONPOU3BOJCTBA. 3aKOHOJATEIbHbBIE AKThI
P® B cepe nnpopmanum u JOKyMEHTAITHH.
HopmaruBHbIe TpaBOBBIE aKThl (hefepalibHBIX OpPraHOB MCIOJHHUTEIBHON BIACTH,
peTJIaMeHTHPYIOLINE BONPOCH! JOKYMEHTAIIMOHHOTO obecnedeHus. ['ocynapcTBeHHBIC
CTaHJApTHl HA JOKYMEHTALUIO. Y HU(DUIIMPOBAHHBIE CUCTEMbI JJOKYMEHTAIMH.

Bonpocut ona oocyyncoenun:

JIOKyMEHT KaK HOCUTENb ynpasieHueckoi nnpopmanuu. [Tonsarue, QyHKINN 1 criocoObI
JIOKYMEHTUPOBaHUSI.

IToHsATHE «3JIEKTPOHHBIN JOKYMEHT.

Knaccudukanus 10KyMeHTOB.

SI3BIK U CTHITB OUIHATIBHBIX JOKYMEHTOB.

YHuukanus u cTaHaapTH3aus J0KYMEHTOB.

CucTteMbl TOKyMEHTALUU Pa3IUUHBIX cep IesITeTbHOCTH.

3akoHomaTenbHbIe aKThl PO B chepe nHboOpMaiy 1 TOKYMEHTAIIUH,

VYxazsl u pacniopsbxenus [Ipesunenra PO, nocranosnenus [IpasurensctBa PO B chepe
JIeIONPOU3BOJICTBA;

HopmaruBHble TpaBOBBIE aKThl (efepalbHBIX OPraHOB HWCIHOJHUTEIBHOM BIACTH
(MUHUCTEPCTB, KOMHUTETOB, CIIY’)kO, areHTCTB), PpETIAMEHTHUPYIOIIHUX  BOIPOCHI
JOKYMEHTAIMOHHOTO 00ecieueHMs;

Texauveckue peraaMeHThl 1 HarmoHanbHble CTanaapTsl B ooactu JJOVYII;
OObmepoccuiickue  KIacCU(PUKATOPBI,  TEXHUKO-DKOHOMHYECKOW W COLMAIBbHOM
nHpopmanuu;

YHUGHUIUPOBaHHBIE CUCTEMBI JIOKYMEHTAIIHIH;




13. HopMaTtuBHO-TIpaBOBBIE AaKTHl W METOJIUYECKHE JOKYMEHTHI IO JIEJONPOU3BOACTBY,
M37aBaeMbl€ PYKOBOJICTBOM YUPEKJICHUI OpraHu3aluil, npeanpusiTUii;

14. 3akoHonaTenbHbIE aKThl CyOBbeKTOB P® U mpaBoBble aKThl, MPUHHUMAEMble OpraHaMH
WCITOJTHUTEIIbHON BJIACTH CyOBeKTOB PD.

Cemunap Ne2.
Tema: «OcHOBHBIE TPeOOBaHNA K 0OPMIIEHUIO YIIPABJIEHYECKUX

(OpraHu3anMoOHHO-PACHOPAIUTETbHBIX) JOKYMEHTOB.

Bonpocvi memui:

1. Enunble TpeOoBaHUS K OJlaHKaM JOKYMEHTOB. Bunel Oankos, IlpaBuna opopmiieHus
JOKYMEHTOB IIpH HCIOJIb30BAHUM TEXHUYECKHX cpeAcTB. CocTaB pEKBU3UTOB
noxkymeHToB OP/I.

2. IlpaBuna odopmMieHHsT PEKBU3UTOB 3aroJIOBOYHOM YacTH JOKYMEHTA: YIJIOBOE,
nponoasHoe. Kon opranusanmu - aBropa AokyMeHTa. OCHOBHOW IOCYJapCTBEHHBIN
PEruCTpanMOHHBIM HOMEP I0PUANYECKOro Thna. HanMeHoBaHMe OpraHu3anyy - aBTopa
JIOKYMEHTA.

3. HasBanue Buza nokymenra. Jlata jokymeHTa. PeructpanoHHblii HOMEp TOKyMEHTAa.
Mecrto cocTaBieHHs] WM U3JaHUs TOKyMEHTa, TpeOOBaHUSA K TEKCTaM JOKYMEHTOB.
CoxkpallleHHbIE CJI0Ba. 3aroJoBOK K TEKCTy JAO0KyMeHTa. OTMeTka O Haluduu
IPUIIOKEHUS.

4. Tlognmucanue W yTBepkaeHUWE TOKyMeHTOB. CoriacoBaHue TOKyMEHTOB. OTTHCK
NEYaTH.

5. BuzupoBanue noxkymeHTOB. OTMETKa Ha JOKYMEHTE: OTMETKa O IOCTYIJIECHUH
JOKYMEHTa B OpraHU3alHI0, PE30JIIOLMs, OTMETKA O KOHTPOJIE, OTMETKA O 3aBEPEHUU
KOIIUU JIOKYMEHTA.

6. WnentudukaTop >JIEKTPOHHOM KONMUU JOKyMeHTa. OTMeTka 00 HCHOJHHTEINE.
OTmeTka 00 MCIIOJIHEHUH JOKYMEHTA U HallpaBJIeHUN

Bonpocwt ona oocyscoenun:
1. JlokymMeHTOOOOpOT: TOHSTHE, NPUHIMIBIL, KOJIUYECTBEHHBIE UM  KAuyeCTBEHHBIC
XapaKTEPUCTHUKHU.
OcCHOBHBIE 3TaIlbl JOKYMEHTOO00POTA.
3. JIOKYMEHTONOTOKH: BXOJINAsi, MUCXOJINAsi, BHYTPEHHsSI TOKyMEHTauus. TexXHOJIorus
00pabOTKH JOKYMEHTOIIOTOKOB.
4. Cneuuuyeckue TeXHOJIOTHH 00pabOTKH JOKYMEHTAIUH:
- KOH(UIeHIIMANbHAs JOKYMEHTAIHS;
- JOKYMEHTAIUS 110 O0paIIEeHUsIM IPaX1aH.

N

Cemunap Ne3.
Tema 3: «Opranu3anMoHHO-pacIOPAAUTEIbHbIE
JOKYMEHTBI, MX cocTaBjieHue U oopmwienne. lesoBas u kommepueckasi nepenucka B I'T-
On3Hece».

Bonpocelt memui:

1. OpranuzamuonHas jgokyMmeHtamus. OOmme TpeOOBaHUS K  OpPraHU3AIMOHHBIM
JOKyMeHTaM. YcTaB npeanpuarus. JJomskHoctHas uHerpykuus. Ilonoxenue. IltatHoe
pacnucanue. CTpyKTypa U mrtaTHas yncieHHocTh. CTpyKTypa u ux conepxkanue. [Ipasua
ux ohopmiierns. CoctaB 00s3aTeNIbHBIX PEKBU3UTOB U TpeOoBaHuUs K odopmiieHuro. Llensb
ITHX JOKYMEHTOB, TOPSIOK U3aHHsI, YTBEPKIACHHUS U PETUCTPALIUU.



PacniopsimuTenbHbIE TOKYMEHTHI KaK OJHA U3 (POPM HCIIOTHHUTEIHHO-PACTIOPSIIUTEIHHON
JEATEIIbHOCTU OpTraHu3alui, yuypexaeHud, npeanpusitui. [Ipukassl, ux Bunel. [IpaBuia
oopmiuenus. OCOOEHHOCTH COCTABJIEHUS NPUKA30B IO OCHOBHOM JEATEIBHOCTH H
NPUKA30B MO JMYHOMY cocTaBy. OCOOEHHOCTH B COCTaBICHHH 3arojOBKOB U
bopMyITUPOBOK KOHCTAaTUpYIOLIel yacTu. PaciopsinurenbHas 4acTh - cXxema MOCTPOSHUSI.
Brimucka u3 npukasa, ee Ha3HaueHUE U MpaBuiIa 0OPMIICHHSL.

IMonroroBka, odopmiieHue ykasaHuid U pacrnopspkeHui. CTaguu MOATOTOBKU IPOEKTa
pacnopsiAMTeNIbHOrO0  oKymeHTa. llpaBuna ero BHU3MpOBaHMS, TNOMIUCAHUS U
peructpanuu. CpoKH WCIIOTHEHUS W BpeMs JOBEICHHS WH(POPMAIMU O KOHKPETHBIX
VCIIOJIHUTEIIEH.

HNudopmaninoHHO-ClIpaBOYHbIE JTOKyMEeHThl. Ha3HaueHue u coctaB MH(GOPMalOHHO-
CIpaBOYHBIX JOKyMEeHTOB. CrnpaBka. PeKBU3UTBHI CIpPaBOK, BHUIbI CIPABOK, MpaBUIIa
HaIMCaHUs.

Joxnanuele  3anuckd. Lleap  JOKJIagHBIX — 3alMCOK, MpaBujia  OQOPMIICHUS.
OObsicHuTenbHBIC 3anmUCKU. Lledh OOBSACHUTENBHBIX 3allMCOK, MpaBHiia O(QOPMIICHUS.
CryxeOHasl 3aIiCKa, €€ Ha3HAYCHUE.

AxThl. Cxema coctaBieHusi akta. PexBusuthl akta. CocraBHble yacTu akta. [lopsook
MOAMKUCAHUS U YTBEPKIACHUS.

[Ipotokon. TpebGoBaHus K COCTaBICHHIO U OGOPMIICHHIO MPOTOKOJIOB. PEeKBU3UTHI,
COCTaBHbIE 4YAaCTH. BuIbpl MpPOTOKOJIOB: MOJIHBIE, KpaTKHE, COKpalleHHble. JloBeneHue
penieHnii (TOCTaHOBJICHUH ) 10 HCTIOTHUTEIICH.

JlenoBoe muchbMO B yclioBUsAX yHUGUKamuu. OPuUIinanbHOe MIUCHbMO KaK CPEJICTBO CBSI3U
NPEANPUATHI, OpraHU3aluil, YUpPEKACHUW C BHEHUM MHUpPOM. CTpyKTypa MNHChMA.
OcHoBHBIE TpeOOBaHUS K TEKCTy. PexomeHmammu mo moctpoeHuro ¢pas. [IpaBuna
0 OpMIICHHUS JIEIIOBOTO MHUCHMA.

[Tonsitue Gmanka nmucekMa. CtaHnaptsl Ha Gopmynspel-oOpa3nbl. PEeKBU3UTHI MUCbMa U
npaBmwia ux  odopmueHus.  OtnenpHBIE  BUABI  NUCeM:  WHGOPMAIMOHHOE,
OJ1laroapCcTBEHHOE, MUCHMO-U3BEIICHHE, TMChMO-3aMpOC, MUCHMO-TPeOOBaHNE, TUCHMO-
otBeT u Ap. CocTaBlieHNE TEKCTOB CIYKEOHBIX MHCEM.

Bonpocwt ona oocyscoenun:
OOu1re TpeOoBaHUS K OPraHU3aMOHHBIM IOKYMEHTAM.
VYcraB npeanpusarus.
JIOKHOCTHAsT MHCTPYKIIMSL.
ITonoxeHnue.
[lITaTHOE pacniucaHue.
[Ipukassl, UX BUABL.
NudopmaninoHHO-CIIpaBOYHbIE JOKYMEHTHI.
JloKJIagHbIe 3aIHUCKH.
. AKTBI
10. ITpoTokoun
11. JIenmoBo€ MUCHMO B YCITOBUAX YHU(UKAITIH.
12. TonsiTue 61aHKa MUCHMA.

©CoNoouA~AWNE

Cemunap Ne4.

Tema: «KagpoBas nokymentauusi Opranusanus padotsl ¢ JokymMmeHTamu B I'T-cepe».

1.

BOI’IpOCbl membl:
3HaueHue KaJApOBbIX JOKYMCHTOB. CocraB n BUbI JOKYMCHTAIUU IO JINYHOMY COCTABY.

[TpaBuna ux cocrarieHus. Y HuduiupoBanabie popmbl fokymeHTOB. [Iprukas. OdopmiieHne



npuema Ha paboty. [lepeBos Ha npyryio padoty. IlpenocraBnenue oTmycka. YBOJIbHEHHUE C
pabotel. Jluunoe 3asBieHue. XapaktepucTuka. COCTaBHBIE YaCcTH XapaKTEPUCTHKH,
npaBuiIa 0QPOpPMIICHHUS.

2. Tlopsnox ABMXXEHHsSI TOKYMEHTOB B opraHu3anuu. lIoHsATHE DOKYMEHTOOOOpOTa U €ro

OoCcHOBHblE 3Tambl. OOpaboTka JOKYMEHTOB, IOCTYHNAIOIIMX B  OpraHU3alMIo.

[IpenBapuTenbHOE  PAacCMOTPEHHME JOKYMEHTOB B  CIYyX0€  JOKYMEHTAllMOHHOTO

o0ecrieyeHus yrpaBJIeHUsI.

Perucrpanus u uHaexcanus JOKyMEHTOB.

4. KoHTpoJb 32 UCIIOJTHEHUEM JOKYMEHTOB. CpOKU MCHOJIHEHHS JOKYMEHTOB. Opranusanus
palMoHAIBFHOTO IBUKEHUS TOKYMEHTOB BHYTpH npeanpusitus. O6paboTKa NCTIOTHEHHBIX U
OTIIPABJISEMBIX TOKYMECHTOB.

5. Hcnonnenue NOKYMEHTOB. AHalu3 CTPYKTYphl JIOKyMeHTooOopoTa. MeToabl yuyera H
COKpAIlleHUs] JOKYMEHTOO00pOTa. YUeT KOJIMUYECTBA M KaYeCTBa JIOKyMEHTOB OpTaHU3aIUH.
Cokpaienue oobemMa IOKyMEHTO000poTa.

w

Bonpocwt ona oocyscoenun:

1. KoMIuiekc kaapoBOil TOKYMEHTALUH: TTIOHATHE U €€ COCTABJISIONIHE.

2. YaudunmpoBaHHble (GOPMBI IEPBUYHON YUETHOU TOKYMEHTALIUU I10 YYETY TPYAA U €ro
OTLIIATHI.

3. TpynoBOil 1OrOBOpP: COACPIKAHUE U TTOPSIOK 3aKITIOUCHHUS.

4. OcoOEHHOCTH TOKYMEHTHPOBAHUS ITAIOB TPYIOBOM JESITEIBHOCTH pabOTHUKA (TIpHEM,
nepeBo/i, OTIYCK, KOMaHIUPOBKA, YBOJIbHEHHE U JIP.)

5. TpynoBast KHWXKKa: TIpaBUiia BeJACHUS U 0OPMIICHHUS.

6. OdopmieHue u BeJieHUE TNIHON KAPTOUKU U JIMIHBIX JIEI.

7. Iporiecc 3anmuThl MpohecCHOHATBHBIX JaHHBIX B KAJAPOBOH CITykKOe€.

Cemunap NeS.
Tema: «CucremaTu3anusi J0KyMeHTOB U (popmMupoBanue aeji. OnepaTuBHOe XpaHeHHe
JOKYMEHTOB M JIeJI».

Bonpocelt memuoi:

1. Opranuzamusi  SKCHEpTU3BI  IIEHHOCTH  JOKyMeHTOB. OOmue TpeboBaHUS K
cucrteMaru3anuu JokymeHToB, Homenkmatypa nen. CocTaBieHHE 3arojoBKOB JIEl.
OcHoBHBIE TpaBuiIa opMUpoBaHus Aei, OnepaTUBHOE XpaHEHUE IOKYMEHTOB U .

2. TloxroroBka gen K apxMBHOMY XpaHeHHio. CocTaBieHHUE BHYTPEHHEH ONMKUCH IOKYMEHTOB
u 3aBeputenbHON Haamucu. CoctaBineHue U opopmiieHue onucen nen. Ilepemaua men B
apxus.

Bonpocut ona oocyycoenun:

1. CucremaTuzanus JOKYMEHTOB.

2. CocraBiieHlE€ HOMEHKIATYPHbI JIe]1: Ha3HauYeHue, BUAbl, 0COOEHHOCTH 0(OPMIICHHUS.
3. ®opmMupoBaHHeE Je]l: OCHOBHBIE OTIEpAIIHH.

4. ITpaBuiia OniepaTUBHOTO XPAHECHHUS JEI.

3. OdopmreHue 1en U COCTaBIICHUE OMUCEH.

4. ITopsiaok niepesayn JOKYMEHTOB B apXUB.



ITopsinok oTpadOTKM CTyIeHTAMH NPONYLIEHHBIX 3AHATHI

HezaBucumo ot IIPUYUHBI OTCYTCTBH HA 3aHATHAX BCC IMPOMMYHICHHBIC TEMBI JOJIXKHBI

ObITh OTpaboTranbl. OTpaboTKa MOMKHA MPOXOAUTH B (hopMe MOArOTOBKM pedepaTa Mo Teme
NPOMYIICHHOW JIeKIMM WiIM cemuHapa. Ilman pedepata mommkeH coBmagaTh C IUIAHOM
NPOMYIIEHHOW JIEKIIUY WM CEMUHAp

10. OueHo4HbIe cpeacTBa A1 NPOMEKYTOYHOM ATTeCTAUHN

Bonpocsl k 3auery:

1.

ok wd

B2 oo~

13.

14.
15.
16.
17.

18.
19.
20.

21.
22.
23.
24.
25.
26.
217.
28.

29.

30.

0.
. CocTaB peKBU3HUTOB, NpaBHIa UX 0OHOPMIICHUSI.

12.

Jlenonpou3BOACTBO Kak (YHKIHS yIpaBiICHUS, COBPEMCHHBIC TpPEOOBaHUS K €ro
OpTraHH3aIIH.

JIOKyMEHT, OCHOBHBIC TIOHATHS, (DYHKIIUU M CIIOCOOBI JOKYMEHTHPOBAHUSI.

WNndopmanus u 10KyMeHT.

Knaccudukanms nokymeHra.

DNEKTPOHHBIA TOKYMEHT U JOKYMEHTOOOOPOT.

Yuudukanus W CTaHJApTH3alUs KaK OCHOBHOE HANpAaBICHHE COBEPIICHCTBOBAHUS
JIOKYMEHTOB.

CucreMbl TOKyMEHTAIUH.

YHU(UIMPOBAHHBIC CHCTEMBI JOKYMCHTAIINH.

OO6mue TpeboBaHMs K TEKCTY JoKyMeHTa. [1opsIok n3noskeHus: TeKCTa TOKyMEHTA.
HopMmaTtuBHO-1IpaBoBas 0a3a J1eIonporu3BO/ICTRA.

Buel 01aHKOB TOKYMEHTOB, UX XapakTepuctuka. [IpaBuna odopmieHus, U3rOTOBIIEHUS,
yuéTa, UCTIOIh30BAHUS M XPAHEHHUS OJIAaHKOB OpTaHM3aI[1H.

XapakTepucTUKa U COCTaB PACTIOPSIIUTENbHBIX IOKYMEHTOB: TPEOOBaHUSI K COCTaBICHHUIO
U 0()OpMIICHHUIO.

Kommuiekc kapoBoil JOKyMEHTAIINH.

O6ume mpaBuia oopMIICHUS IPUKA30B 110 JTUYHOMY COCTaBY.

TpynoBoii 10roBOp: COAECPKAHUE U TTOPSIOK 3aKIIOUECHUS.

Oco0eHHOCTH TOKYMEHTHPOBAHUS ITAIOB TPYIOBOU ACSITEILHOCTH pAaOOTHUKA: TPUEM,
NEepeBOJl, OTIYCK, KOMAaHIUPOBKA, YyBOJbHEHHE, MOOMIPEHUE, IUCHUILIMHAPHOE
B3BICKAaHUE.

[TonsiTve, MPUHLIUIIBI U XapaKTEPUCTUKHU TOKYMEHTOO00pOTA.

OCHOBHBIE 3TaIlbl TOKYMEHTO000pOTA.

XapakTepucTuka  JOKYMEHTOIOTOKOB:  BXOZsINAs,  HCXOAsIIas,  BHYTPEHHSS
JIOKyMEHTAITHSI.

OcobeHHocTH paboTHI C KOH(UIECHIIUATHEHON TOKYMEHTAIIHEH.

TexHomnorust paboThl ¢ OOPAIICHUSMH TPAXKIAH.

CucremaTtu3zanys JOKYMEHTOB, X YUYET U 00eCIeYeHHEe COXPAHHOCTH.

Homenkmnarypa nen: BUIbI, COiepKaHue U TIOPSIOK COCTABIICHUS.

dopmupoBanue U 0hOpPMIICHUE JE.

OcHoBHbIE TpeOOBaHMS K OPraHU3AIUN TEKYIIETO XPaHEHUS UCTIOTHEHHBIX JOKYMEHTOB.
[TonroroBka JOKYMEHTOB K C/1aye B apXUB. ApXHUBHOE XpaHEHUE TOKYMEHTOB.

Ponp  MOKyMEHTallMOHHOTO  OOECHEYeHHUs B  COBEPUICHCTBOBAHMH  YIIPABICHUS
IpeIPUATHIMHI

Hcropusi cTraHOBICHHUS W Pa3BUTHS JOKYMEHTAIMOHHOTO OOECIICUeHUs] YIpPaBICHUS B
Poccun

SI3BIK 1 CTWIIB 1€JI0BOM TOKYMEHTALUH



11. IlepeyeHb OCHOBHOM M JONMOJTHUTEJBHOH YU4eOHOI JTUTEPaTypPhl, HEOOXOAUMOI 1JIs1
OCBOEHHS THCIUNIHHBI
OcHoBHasi JuTEpaTypa:

1. Bypmuctpon, A. H. KagpoBoe nemonpou3BOACTBO W CTaHAAPTHU3AIMUS Tpyaa : ydeOHOe
nocobue / A. H. bBypmuctpos, M. I1. CunsBuna, O. B. Kaimanna. — Cankr-IleTepOypr :
Cankrt-IlerepOyprckuit monmurexaudeckuii yauBepcuteT [lerpa Benukoro, 2020. — 104
c.— ISBN 978-5-7422-7046-1. — Texct : anekTpoHHbIi // LludpoBoit 06pazoBaTeNbHbII
pecype IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/116130.html

2. Tamumesa, H. B. JlokymeHnTanmonHoe obecriedenue ynpasienus : yaeOHuk / H. B. Tanuena,
K. K. I'amueB. — Mocksa : U3marensckmii Jlom MUCuC, 2021. — 188 ¢. — ISBN 978-
5-907227-50-7. — Tekct : anekrponnsiit // Ludposoii obpazoBatenbubii pecypc IPR
SMART : [caiiT]. — URL.: https://www.iprbookshop.ru/116986.html

3. Kyssuenos, U. H. Jlemonpou3BoACTBO : yueOHO-cripaBouHoe nocooue / M. H. Ky3nenos. —
8-¢ m31. — Mockaa : Jlamkos u K, 2019. — 406 ¢. — ISBN 978-5-394-03393-3. — Tekcr
: anekTpoHHbI // Lludposoit obpazoBatenbublit pecypc IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/85215.html

4. Ky3nenosa, . B. KonduaeHmaaisHoe eI0MPOU3BOACTBO U 3aITUIICHHBIN 2JICKTPOHHBIN
JIOKYMEHTOO0OpOT : ydeOHOoe mocobue mius OakanaBpoB / WM. B. Kysnemoma, I'. A.
XagarpsiH. — Mocksa : Aii [Tu Ap Meaua, 2020. — 192 c. — ISBN 978-5-4497-0588-4.
— Texcr : anextponHsii // Ludposoit odbpazoBatenbublil pecypc IPR SMART : [caiiT].
— URL: https://www.iprbookshop.ru/97083.html

JlonoJHUTeIbLHAS JINTEpaTypa:

1. 3emmsHckuii, A. A. VYmnpasieHnwne HWHPOPMAIMOHHBIMH pecypcaMd B Hay4dHO-
HCCIIeI0OBaTENbCKOM padoTe : yuebHoe mocooue / A. A. 3emusiackuid, M. E. Beictpennna.
— 2-e u3a. — Mocksa : JlamkoB u K, 2021. — 110 ¢. — ISBN 978-5-394-04149-5. —
Tekcr : anextponnsiit // Ludposoii obpazoBarenbubiii pecypc IPR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/107830.html

2. Macanosa, 0. A. HHOBallMOHHBIE TEXHOJIOTHH YIPABJICHHUS MEPCOHAIOM : Y4eOHOE
nocobue / FO. A. MacanoBa. — Mocksa : Aii [lu Ap Menua, 2021. — 323 ¢c. — ISBN
978-5-4497-1161-8. — Texkcrt : anekTponHsbiit // L{ludposoit o6pazoBaTenpHbI pecypc IPR
SMART : [caiiT]. — URL.: https://www.iprbookshop.ru/108225.html

3. CwmmpnoBa, E. II. JlemompousBoacTBO nisi cekperaps. PaspaboTka, y4yeT U
XpaHEeHUECTy)XeOHOH JoKyMeHTaluu : mpaktuaeckoe mocodbue / E. I[1. CmupHoBa. — 2-¢
n3n. — Caparos : A#i [1u Op Meaua, 2019. — 210 c. — ISBN 978-5-4486-0465-2. —
Texcr : anektponHsiit // Ludposoii oOpazoBarensHbiil pecype [IPR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/79622.html

13. Ilepeyens pecypcoB HHGOPMANUOHHO-TEJIEKOMYHUKAIIMOHHOI ceTH « UHTEpHETY,
npodeccuoHaIbLHbIX 023 TaHHBIX 1 HH(POPMANUOHHBIX CIIPABOYHbBIX CHCTEM,
HEeO0XO0AUMBIX JJI1 OCBOCHH S TUCHUNIMHBI

http://aup.ru  — A IMHHHCTPATHBHO-YIIPABICHUCCKUI MTOPTAI
wwwe.elibrary.ru — nudpoas HayuHast OuOnInoTEKA
www.cyberleninka.ru — nudposas HaydHas OubIHOTEKA
http://www.hr-portal.ru — HR-moprasn

14. MeToanyeckue yKa3aHus 1Js1 00y4arOmUXcsl M0 0CBOEHUIO TUCIUILIIHHBI
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Wzydenne y4eOHONW IUCHMIUIMHBI «JIOKYMEHTAlMOHHOE OOECIeueHUe YIpaBICHUS
IIEPCOHATIOM» MpEATNoaraeT OBJaJIcHUE MaTepualaMu JIeKLui, yueOHUKa, IPOrpaMMBl, paboTy
CTYJEHTOB B XOJI€ ITPOBEJICHUS NIPAKTUUECKUX 3aHATHH, a TAK)KE CUCTEMAaTUYECKOE BBIITOJIHEHNE
INUCbMEHHBIX paboT B (hopMme pedeparoB, TECTOBBIX M MHBIX 3aJaHUN A CaMOCTOSATEIIBHOU
paboThI CTYIEHTOB.

B xone nexuuil pacKpbhIBalOTCS OCHOBHBIE BOIIPOCH! B PaMKaxX pacCMaTpHUBAEMOTI0 pas3zcia,
JIeNAOTCs aKLEHTHl Ha HauboJiee CIOXKHBIC U MHTEPECHBIC MOJIOKEHHUS M3y4aeMOro Marepuasa,
KOTOpPBIE JIOJKHBI OBITh NPHUHSATHI CTYyJE€HTAMHM BO BHUMaHHE. Marepuanbl JIEKIUN SBISIOTCS
OCHOBOH /U1 TOJTOTOBKM CTyJ€HTa K IPAaKTMUECKUM 3aHATHSM U BBIIOJHEHUS 3alaHuil
CaMOCTOSITEIIbBHOU PaOOTHI.

OCHOBHOH LENBIO MPAKTUYECKUX 3aHATHH SBISETCS KOHTPOJIb 33 CTEIEHBbIO YCBOCHMS
IPOIIEHHOTO MaTepuasla, XOAOM BBIIOJHEHHUS CTYyAEHTaMH CaMOCTOSITEIbHOM pPabOThl H
paccMoTpeHre HanboJiee CI0XKHBIX U CIIOPHBIX BOIIPOCOB.

15. Ilepeyenb HHPOPMALMOHHBIX TEXHOJIOIHH, HCIOJIb3yEeMBbIX NPH OCYLIEeCTBJICHUHN
o0pa3oBaTeIbHOIO Ipolecca MO JAUCHMILIMHE, BKJIOYas IepedyeHb MPOrpaMMHOIO
ol0ecrieyeHust 1 MHGOPMAIMOHHBIX CIPABOYHBIX CHCTEM

OmneparmonHas cucreMa — Linux, makeT oducHbx mporpamm — LibreOffice mu6o
ornepannoHHas cucrema — Windows, maket opucHbix nporpamm — Microsoft Office B
3aBHCUMOCTH OT paclpeieieHus ayAuTOpuil. Y4eOHbIe ayAUTOPUHU OCHAILICHBI KOMITBIOTEPHOM
TEXHUKOW C BOBMOYKHOCTBIO MOAKIIOUEHUs K ceTn "MHTepHeT" 1 obecrneueHnem 10CcTymna B
AIIEKTPOHHYIO HH(POPMALIMOHHO-00pa3oBaTenbHyto cpeny MHcTuTyTa.

16. Onucanue MaTepUAJIbHO-TEXHUYECKOM 0a3mbl, He00X0IMMOI A
OCYLIeCTBJICHHS 00Pa30BATEJIBLHOI0 NPoLecca Mo AUCHHIINHE

Jlns u3ydeHus JUCLUILUIAHBL «/loKyMeHTallmoOHHOE 00ecieueHHe yrpaBlIeHUs
IIEPCOHATIOM» HEOOX0IUMO HAIWYHE ayJUTOPUU, OCHAIIEHHON MYJIbTUMEIUHHBIMU CPEICTBAMHU
o0yueHHMs [l YTEHUS JIEKIUI U IPOBEIEHUS] CEMUHAPCKUX 3aHATHUH.

17. METOJIUYECKHUE PEKOMEHJAIIMHY JIJISI IPENIOJABATEJIEN IO NOJATOTOBKE U
MPOBEJEHUIO PA3JIMYHBIX BUJTOB YYEBHBIX 3AHSITHIA.

IIOArOTOBKA M IMPOBEJIEHUE JIEKLIU

Jleknmusi (ot nar. lectio — yrenue) — cucTeMaTHUECKOe, MOCIEIOBATEILHOE U SCHOE
U3JIIOKEHHUE TPETnoaBaTesieM y4eOHOro MarepHualia WM KaKoro-Inbo HaydHoro Bompoca. [lpu
HEOOXOIMMOCTH MOYKET COMPOBOXKIATHCS JEMOHCTpaluen ciaigoB u ¢gruibmoB. Kak ogHa u3
OpPTaHHU3AIMOHHBIX (OPM U METOJOB OOyUEHHUs TPAAWIIMOHHA ISl BBICIIEH MIKONBL. Jlekius —
SKOHOMHBIH 110 BPEMEHH CIIOCO0 COOOIIEHHUS CTYIEHTaM 3HAUNTEILHOTO 00BheMa nHpopmanyu. B
cpenHeM y4ueOHas JeKIus 3aHuMaeTt 1,5 — 2 gaca.

OCHOBHBIMU COBPEMEHHBIMU mMpPefosaHuAMU, TPEIbIBISIEMbBIMU K JEKIUHU, SBISIOTCS:
[EJIOCTHOE W CHUCTEeMAaTHYECKOE W3JIOKECHHE MaTepuana, €ro Hay4YHOCTh, JOCTYIHOCTb,
OpraHUYHas CBA3b C APYTMMHU BUJIAMU Y4EOHBIX 3aHSITHH.

Jlex1us 10KHA UMETh:

® YETKYIO CTPYKTYPY U JIOTHUKY PACKPBITHS MOCIEA0BATEIHHO N3Y4aeMbIX BOIIPOCOB;

® UMETh 3aKOHYEHHBIN XapaKTep OCBEIICHHS ONPeIeIEHHON TeMbl (TPOOJIeMBbI), CBS3b
C MPEeABIIYIIIM MaTepuaIoM;

e OBITH JIOKA3aTEIHLHOM M apTyMEHTHPOBAHHOM, COJEPkKATh JOCTATOUHOE KOJIUYECTBO
MIPUMEPOB, 0OOCHOBAHMI, TOKA3aTEIbCTB;

® CTaBUTh NEpe]l CTYACHTAMH BOIIPOCHI JIsl pa3MBbIIIIJICHUS;

® JIEKTOp JODKEH yMeTh MNpoOyXKIaTh HHTEPEC K 3HAHUSAM, CTHUMYIHPOBATh K
CaMOCTOSITENTLHOU padoTe;

® JIEKTOPY HEOOXOIUMO yMETh YAEp>KUBAaTh BHUMAaHHUE ayJUTOPHH, €T0 Peub J0JKHA
OBITh KYJBTYPHOH, T.€. OTJIMYATHCS CMBICIOBOM TOYHOCTBIO U TPaMMaTHYECKOMN



MPABIJIBHOCTHIO; OH JIOJDKEH BIIAJETh CICIHAIBLHON TEPMUHOJOTHEH M YMETh ee
Pa3bICHSTS.

Ot nektopa TpebyeTcss He TOIBKO YETKOE U JIOTHYECKH CBSI3HOE M3JI0KEHHUE COJICpKAHUS
peaMeTa, HO U YMEHUE HAIPaBUTh U CTUMYJIUPOBATh CIyIIaTeNeld K aKTHBHOW MBICTUTEIHHON
pabote. BocnpusiTue JIEKINK CIyIMIATEISIMUA 3aBUCUT OT KauecTBa Marepuania. [ TaBHOE B JIEKIIUU
— YMEHHE aKTUBHU3UPOBATH IMO3HABATEIbHYIO JESITCIBHOCTh CIIyIIaTeNel, TOOUTHCS OTBETHOM
MBICTUTENILHON peakuuu. Jlekuwsl Mpu3BaHa TOATOJIKHYTh CTYACHTOB K Pa3MBIIUICHUIO,
MO/ICKa3aTh HAMPABJICHHUSI CAMOCTOSITEILHON pabOThI, MOOYIUTH K IEHCTBHIO.

B kaxxm0ii JeKIMU TOIKHBI OBITH HEPA3PHIBHO OOBETMHEHBI JBA HaYaIa - 00pa3oBaTeIbHOE
W BOocmuTarenbHOe. B JieKiuu HE AOMKHO OBITh HUYErO JIMIIHErO, BCE HANpaBIseTCS Ha
JOCTHIKEHHUE TTOCTABIIEHHOM IEJIM, Ha PACKPBITHE OCHOBHOM HJEH, HA JI0KA3aTENbCTBO TOTO WU
uHOTO ToJIokKEeHUs. CyIIeCTBEHHOE 3HAYCHHUE HMMEET HKCIOJIb30BaHUE Ha JICKIIMU CPEJCTB
00paTHOW CBS3M Pa3IMYHON CTENeHH CI0XKHOCTH. OOpaTHas CBA3b BBICTYNAET Kak CIOco0 uis
JIEKTOpA MOJTydaTh MPEACTaBICHUE O X0/I€ YCBOCHHUS MaTepraia U akTUBHOCTH ayIUTOPHH.

Iloozomoeka nexkyuu - >TO TPOIECC, BKIIOYAIMUNA B ceds cOOp, HAKOIUICHHE U
pacripeieieHue MaTepuajia 1Mo BPEMEHH, MPOAYMBIBAHHE JIOTHYECKOTO TOCTPOCHUS JICKIUH,
BBIJICTICHHE Han0O0JIee BaXKHBIX MOMEHTOB M3 BCEro Marepuaa. JIekius J0mKHa akKKyMyITupOBaTh
BCE HAKOIUJICHHBIE MaTepHUalibl, TaK WJIM WHA4Ye OTHOCSAIIMECS K Teme. [Iporecc moAroToBKu K
JEKIMM WHIWBUIYaJe€H W BO MHOTOM 3aBHUCUT OT CIIOKHOCTH TEMBI, TOJATOTOBICHHOCTH
MpernoaBaress, 0COOEHHOCTEH yueOHoU rpynmbl. OgHAKO, HECMOTPS HA 3TO, MOKHO BBIICITUTH
OCHOBHBIE 3Tallbl B MPOIECCE MOATOTOBKH, XapaKTepPHBIC IS JISKIUU IO JII0OO0OMY ydeOHOMY
npeamety. K HUM oTHOCSTCS:

® U3y4YECHUE UCXOAHOM JOKYMEHTALINY;

e pa3paboTKa 3aMbICiia JIEKLIIUU U BBIOOP 11e1ecO00pa3HOi METOIUKH;

¢ 0()OpMIICHHE JICKITHH, PETICTUIINS.

Cmpykmypa nekyuu:

Ha3BaHHUE TEMEI;

yKa3aH#e BPEMEHH Ha JICKIIUIO B I1€JI0M, BBOIHYIO YaCTh, OCHOBHYIO 4aCTh, 3aKITIOUYCHHE;
BBOJIHAS YacCTh,

OCHOBHAs 4acTh;

KpaTKHe BBIBOJIBI IO KAXKIOMY U3 BOIIPOCOB;

3aKJIIOUEHUE;

® CITHCOK HMCIIOJIb30BAHHON JTUTEPATYPHI.

K wucxomnoit mgoxymeHTanuu, KOTOpPOW 00s3aH PYKOBOJCTBOBATHCS IPEMOIaBaTElb,
OTHOCHUTCSI MpOrpaMMa y4eOHON MUCIUIUIMHBI, YYCOHUKH W y4eOHO-METOIUYECKHE MOCOOUs,
YaCTHBIE METOJMKU TPETOJIaBaHMsl TUCHIUILIAHBI, paclUCaHue 3aHATUHA cOo cTyneHTamu. [lpm
pa3paboTke 3aMbICiia JEKIIMU OJHOW M3 Ba)KHBIX 3a/1au MPEIMoJaBaTess SBISETCS MOCTaHOBKA
yaeOHON MpoOJieMbl. YMEHHE HAWTH OCHOBHYIO HJCI0 B KaXKIOW JICKIIMOHHONH TeMe HMEET
pemraromiee 3HaueHue g ee ycmexa. Kak mpaBmio, Tema JIEKIMH OlpeaeieHa y4eOHOM
nporpamMmoi naHHOW muctuiiuHbl. OHa o0s3arenbHa I TIpenojaBarens. V3MeHeHus B
HA3BaHUM TEMbI, IMOCTAHOBKE yUYEOHBIX BOMPOCOB 00s3aTeNbHO O0CYyXIaroTcs Ha kKadenpe u
TOJIBKO TIOCJIE COOTBETCTBYIOIIETO YTBEP)KICHHUS BHOCATCS KOPPEeKTHUBBHL. (CaMOCTOSATEIHLHO
U3MEHATh WX (OPMYIHpPOBKY TMpernojaBareilh HE HMEET mpaBa. Ero mpaBo — BBIOMpATh
CoJIepKaHue, COOTBETCTBYIOIIEE TeME W y4eOHBIM BOIpOCaM, a Tak)Ke€ METOMbI, BEAyIIHUE K
JMOCTHIKEHUIO ONTHMAIBHOTO pe3y/ibTaTa IMO3HABATENBHONW IEATENILHOCTH CTYACHTOB. I[lpu
BBIOOpPE METOIOB MPETOaBaTeh UCXOIUT U3 COOOPAKEHHS MEarOrHIecKoi 11e71eco00pa3HOCTH
M ydera cocTaBa CTyJeHYeckod aymuropuu. [Ipm pa3paboTKe CTPYKTYphI JIEKIIUH Ba)XXHO
cMoeupoBaTh dPGHEKT ee BO3HCTBUSI, pAaCWICHUTh YUeOHBII MaTepra Ha MOAYJIH, TOTUYECKH
YBSI3aHHBIE IPYT C APYroM, cPOpMYyTUPOBATH OCHOBHBIC HJIEH U BBIBOJIBI 0 KAKIOMY yU4eOHOMY
BOIIPOCY U TEME B IIEJIOM; HAJ0 TaK MOJOUTH K COOpaHHOMY MaTepHally U TaK 3HATh €T0, YTOOBI
HalTH KaxaoMy Y4eOHOMY MOMAYNIIO €ro JOormueckoe wmecTo. Jlormdeckas CTPOWHOCTD,



COpPa3MEPHOCTh U B3aMMOCBSI3b OTACJIbHBIX YaCTEH BEAET K YETKOCTU €€ M3JI0KEHHUS, ICHOCTH
OCBEILIEHUS BOMpoca, 00JieryaeT ee MOHMMaHUe CTyIeHTaMU.

OdopMieHne JIEKINH 3aKII0YaeTCsl, Kak MPaBUJIo, B pa3padOTKe ee MOJHOTO TEKCTa WIIH
I1aHa-KoHcHeKTa. [IoaHbIN TeKCT JIeKIUKU HeoOXOUM MPU YTEHUH JIEKIHH 110 0c000 BaXKHOMY
yueOHOMY MaTepuaiy. B miaHe-KOHCIIEKTe TaeTCsl KPaTKOe COJepKAaHUE MU3IaraeMbIX BOIIPOCOB,
dakTHyeckuil MaTepuai, BbIBOJbI U 0000IIEHUS, TOMETKH O BPEMEHHM M MECTE JAEMOHCTpaluu
CPEICTB HATIIATHOCTH, a TAKXKE JIPYTHe TTOMETKH, HEOOXOAMMBIE TTPETIOAABATEIIO B X0/ YTCHUS
JeKUuu. B oToeNnbHBIX ciydyasx MpenojiaBaTeib COCTaBIsSIeT KPAaTKHUM IJIaH JIEKIMH, BKIIIOYas B
HEro 00s3aTebHbIC BXOIHBIC JaHHBIC U MIEPEYCHb BOIIPOCOB C PACIPEICIICHUEM UX 110 BPEMEHHU.

Beoonasa uwacmo (seeoenue).

Berymnienue (BBeneHme) ompesenseT He TONBKO TeMYy W IJIaH, HO W 1elb JieKiun. OHO
MPU3BAHO 3aWHTEPECOBAaTh M HACTPOUTH AyJUTOPUIO Ha cllylllaHue Marepuana. Ha nekiuu
MpernoaaBaTeNio HeOOXOAUMO CHayalla YCTaHOBUTH KOHTAKT C ayJUTOPHUEH, 3aTeM, HE TOPOIISCH,
YETKO U SICHO, Ha3BaTh TEMY JIEKIUH, 1aTh CTYAEHTaM 3amnucaTh ee. Jlanee nepeiT K U3JI0KEHHIO
BBOJ/IHOM 4acTH, B KOTOPOHM OIPEIENAeTCs] MECTO TEMbl B M3Yy4aeMOM Kypce U €€ 3HAu€HUE s
MPaKTHYECKON AEATENbHOCTH CTYACHTOB, MPOUH(GOPMHUPOBATh O PACHPEACICHUU BPEMEHH Ha TEMY.
Ecnu 310 He mepBas JeKIMs 1Mo TeMe, TO MPEroAaBaTeNb JOLKEH CBS3aTh €€ C MPEAIIECTBYIOMIEH
nekuueil. Jlanee cnenyer nepeyrcianTh yueOHbIe BOIIPOCHI U JaTh BO3MOYKHOCTD CTY/IEHTaM 3aIlUCaTh
uX.

[IpoBeneHue NEKIUU MOXKET MPeAyCcMaTpUBaTh pa3IMYHbIe BApHAHTHI €€ Havyalla, OJIHAKO B
1I€JIOM BBOJHASI €€ YacCTh JIOJHKHA YETKO OPUEHTHUPOBATh CTYACHTOB B paMKaX paccMaTpuBaeMoi
npo0sieMbl, a TakKe yKa3aThb Ha TO, YTO OHHM JIOJDKHBI YCBOWUTH Ha JIEKIMH, YeMY KOHKPETHO
HAy4UThHCS.

BBonHast 4acTh JeKIMU HE JOHKHA 3aHUMATh 0ojiee 5 — 7 MUHYT. TeMIl ee u3J105)KeHUsI, KakK
MIPABUIIO, BBIIIEC TEMIIA U3TIOKEHUS COJIEP>KaHUsl yYEOHBIX BOIIPOCOB, YTO 3aCTABIISIET 00ydaeMbIX
MICUXOJIOTHYECKH COOpaThCsl U COCPEOTOUUTHCA.

BaxxHoe yciioBue ycriexa npenojaBaresis Ha JeKIIUH — MHTOHALWS, BEIPA3UTEIbHOCTD €T0 PEUH,
ONTUMAJIbHOCTh €€ pUTMa M TEMIa, BKIIIOYEHHE 3JIEMEHTOB IoMopa. Ompenensis TeMI peud,
MperoiaBaTeNlb JAOJDKEH YYUTHIBaTh, YTO CTYIEHTHI 3alMCHIBAIOT TOJBKO TO, YTO MpEnojaBaTeib
MOJUEPKUBACT TOJIOCOM, paspsAKON pedd, MeJarorHyecKUMHU Tay3aMH U MOBTOPaMU OTIENbHBIX
MIOJIOKEHU, IPUTTIAIICHHEM 00y9aeMBbIX K TOMY, YTOOBI OHH 3aIlIOMHWJIA TO WJIM MHOE MOJIOXKEHUE,
BBIJICJICHHOE TIPEMO/IaBaTeleM.

3aknwouumensnaa uacmp. 3aKIIOUCHUE B CTPYKTYpE JIEKIIMM HMEET TakkKe OOJbIIoe
3HaYeHWe, T.K. UMEHHO OHO I[O3BOJISIET IMOJBECTH HUTOTHM CKa3aHHOMY, IIOCTAaBUTH IMEpen
CTyJEHTaMH HEOOXOUMbIE 3a/1a4M, YKa3aTh HA CBSA3b C MOCIEAYIOMUM YIeOHBIM MaTepUAIOM U
MOPSAJOK MOATOTOBKH K CIEAYIOLIEMY 3aHSITHIO, OTBETUTh Ha BONPOCHI, BO3HUKIINE 32 BpeMs
nexuud. [Tociae 0OTBETOB Ha BOSHUKILIKME BOIIPOCHI JICKTOP 3aKaHYMBAET 3aHITHUE.

HeoOxonmuMo MOMHUTBH, YTO K Ba)KHEHIIMM MPEUMYIIECTBaM JIEKIIMOHHOTO OOY4YeHHUs
OTHOCHUTCSI TO, UTO JIEKTOPY MOKHO 33/1aTh BOIIPOC U TYT K€ MOJIYYUTh OTBET. [locie Toro, kak Ha
MOCTYMUBIINKA BOIPOC JIaH MOJIHBIA U TIOCTATOYHO 0OOCHOBAHHBIM OTBET, IPENOAABATENIO M1OCIIE
JICKIIUH CIIeTyeT 001yMaTh, TOYEMY 3a/IaHbI TAKHUE BOIIPOCHI, U BHECTH HEOOXOIUMBIE KOPPEKTHUBEI
B TEKCT JIEKIIUH.

JlekTopckoe MacTepcTBO MpenoaaBaTelis, Kak U €ro 3HaHus, OTTaYMBAIOTCA B PE3yJbTaTe
eXeaHeBHOTO Tpyna. [l »sToro TpeOyeTcs TIIATEIbHBIN aHAIM3 PE3YyIbTAaTOB KaXKIOM
MPOYUTAHHOM JIEKIINHU, KaK 110 €€ COEPIKaHUI0, TaK U 10 (popMe U3II0KEHUS.

[TOArOTOBKA Y TTPOBEJIEHUE ITPAKTUYECKUX 3AHATUIA

Creuunduka 3TOro Buja 3aHIATHN (CEMUHAPOB) COCTOUT B BHITIOJTHEHHH CAMOCTOSTEIHHO
WIM TI0J] PyKOBOJICTBOM IIpEIoAaBaTessl 3aJaHuil U sBisieTcs aKTUBHOW (hopMoi yueOHBIX
3aHsTui. [IpakTHueckue 3aHATHS MPU3BAHBI Pa3BUBATh M 3aKPEIUISTh y CTYJIEHTOB HABBIKU
CaMOCTOSITENIbHOM paboThl, MPUMEHAThH MOJYYCHHbIE Ha JIGKIUAX 3HaHUS. B xome cemuHapa



BbIpabaThIBaeTCsl yMeHUE (pOopMyTupoBaTh, 000CHOBBIBATH U U3JIaraTh COOCTBEHHOE CYXK/ICHUE
1o o0CY)XJaeMOMY BOIIPOCY, YMEHHE OTCTaWBaTh CBOW B3IJIS/BI, a TAaKXKe YIIIyOJISIOTCS |
3aKPEIUIAIOTCS 3HAHUSL, TIOTYYEHHBIC Ha JICKIUAX U B X0JI€ CAMOCTOATEIBHOM padoThI.

Bo Bcex ciyuasx ceMHHaphl BBITIOJHSIOT TI03HABATENbHYIO, BOCHUTATEIBHYIO U
KOHTPOJIbHYIO (byHKL[I/II/I, T.C. B XOAC NOATOTOBKU U IIPOBCACHHA CCMHUHApa CTYICHTBI
npuodbperarotr Oosee TiyOOKHe 3HAHHUS, CYIIECTBEHHO PACIIMPSETCS MX MPEJCTaBIeHHE 00
M3y4aeMoM TpeaMeTe, MpuoOpeTaeTcss CoCOOHOCTh CBOOOJHO OMEPUPOBATH MOHITHSIMH W
TEpMUHAMH, pPaHee UM HE3HAKOMBIMH. B Xoz1e cemrHapa mpernoaaBaTels u3ydaetT 00yJaeMbIX,
CTENeHb YCBOEHHUS MMHU Marepuana. CeMUHaphl BBIIOIHAIOT TaKkKe U (YHKIHIO KOHTPOJIS:
MpEeroIaBaTellb  COCTaBISIET Cy)KACHHWE 00 ypOBHE 3HAHWA OO0yYaeMbIX, TOIy4aeT
NpeaACTaBJICHUC O CUJIBHBIX U CJIaGBIX CTOPOHAX UX IMOATOTOBKHU — BCC 3TO AACT BO3MOXKHOCTDH
MPEToIaBaTeIi0 CBOCBPEMEHHO OKa3aTh HEOOXOJMMYIO TOMOINL C1a00 YCIIEBAIOIIUM
CTYJICHTaM.

Pazymeercsi, 9TO BCero 3Toro yaacrcsi AOCTHYb TOJBKO B CIIy4ae BHICOKOW aKTHBHOCTH
CTYACHTOB, KOTOpasA HANIPAMYIO 3aBUCUT OT YPOBHS UX MOATOTOBJIICHHOCTH, a4 TAKIKC OT YMCHUA
npernoaBaTess co3aarb aTMocdepy pPackoBaHHOCTH, B3aWMOIIOHMMAaHUS W B3auMmojoBepus. K
TPAAUIIUOHHLBIM CCMUHApaMm B BBICIIIEH IITKOJIE OTHOCST:
® 3aHATHUS, OCHOBHAas I1elb KOTOPBIX — YIIyOJIGHHOE W3YYEHHE  OIPENEICHHOTO

CHCTEMaTHYECKOTO Kypca M TEMaTUIECKH CBA3aHHOTO C HHUM;

®  3aHATUS, IPCAHA3HAYCHHBIC IJIA OCHOBATEILHOM HpOpaGOTKI/I OTACJIBHBIX, HanOoIee BaXKHBIX
U TUIIUYHBIX B MCTOJOJIOTHUYICCKOM OTHOHMICHUHW TEM KypCa UJIN OTHGHBHOﬁ TEMBI,

Ocnoenble hynKyuu npaKmuuecKoz2o (CeMuUHapcKozo) 3aHAmu:

Iloznasamenvnaa ynkyua. CeMUHAp MO3BOJIET OPraHU30BAaTh TBOPYECKOE, AKTUBHOE
U3y4eHHE TEOPETUUECKUX U MPAKTUYECKUX BOMPOCOB, YCTAHOBUThH HEMOCPEICTBEHHOE OOIEHHE
IpenojiaBaTesss Co CTyIeHTaMHu, (OPMHUPYET CAMOKOHTPOJb 3a MPaBHJIBHBIM ITOHHMaHHEM
U3y4aeMOro Marepuana co CTOPOHBI CTYJCHTOB, PACUIMPSET U 3aKpeIyIsieT 3HaHWs, HABBIKU U
YMEHUSI.

Bocnumamenovnaa @ynkyus. CemMuHap OCYIIECTBISET CBSI3b TEOPETUYECKUX 3HAHUM C
NPaKTUKOM, YCHJIMBAET OOpaTHYIO CBS3b CyOBEKTa M 00BEKTa BOCHHUTAHUS, JaET BO3MOXKHOCTD
IPENoIaBaTeN0 U3yYUTh HHANBUyaIbHbIE OCOOEHHOCTH KaXJI0T0 CTYAEHTA.

@yukyua konmponaa. CeMuHap M03BOJISIET IPOKOHTPOJIUPOBATH YPOBEHB 3HAHUMN, HABBIKOB
U YMEHMH CTYAEHTOB, KaY€CTBO UX CAMOCTOSITEIbHON paboThI.

Iloozomoeka cemunapa.

PaboTy k opraHM3anuy AaHHOrO BHJA 3aHATHH IPENoJaBaTellb HAUMHAET C ONpPENEICHUS
UCXOJHBIX JAaHHBIX. K HUM OTHOCATCS: TeMa, BONPOCHI, OMpeAeTIeHHbIe Y4eOHOH MpOorpamMmoii,
COCTaB CTYJEHTOB M YpPOBEHb MX IIOAIOTOBKHM, BpEMS WU IPOJOKUTEIBHOCTh 3aHATHS,
BO3MOXKHOCTH yueOHO-MaTepuanbHoil 0a3bl. [1pu pa3paboTke HCXOIHBIX JaHHBIX MPEnoaBaTeib
PYKOBOJICTBYETCSl yUeOHOM MPOrpaMMoii, KOTopasi perfilaMeHTUPYeT IIIyOMHY M HallpaBJIEHHOCTh
oOyuyeHHs. Y4ueOHbIE M BOCIUTATEIbHbIEC LIEJH MPEroaaBaTesib (GopMyIupyeT UCXOIs U3 TeMbI,
Ie1arOrMYeCcKMX 33734 U yPOBHS MOJTOTOBKH CTYJCHTOB.

W3yuuB o011Me MON0KEHUS U METOIUYECKYIO JUTEpaTypy MO MpeaMeTy, MpernoiaBaTeib
HAUMHAET HEMOCPEACTBEHHYIO MOArOTOBKY K 3aHATHIO. IIpu BBIOOpE METOAOB MpernojaBareib
UCXOIUT U3 COJEpXKaHHWsS BOIPOCOB, IMOJATOTOBICHHOCTH CTYACHTOB, IeJieH 3aHATHH W
BO3MOXKHOCTEH y4eOHO-MaTepualibHOW 0a3bl. HeoOxoawmmo CTpPEeMHTBCS K TOMY, YTOOBI
u30paHHble METOABl OOydYeHHs M METOAMYECKHE MPUEMBI CIIOCOOCTBOBAIM YIIIYOJICHHOMY
U3y4YEHHIO NPEIMETa, a TAK)Ke MPUBUBAIN IPAKTUYECKNE HABBIKU.

ITpu pacyere yueOHOro BpeMEHN HEOOXOAUMO YYUTHIBATh CO/IEPIKaHNE YUeOHBIX BOIPOCOB
U LI€J1b 3aHATHS — YEro X04eT JOOUTHCS PENoiaBaTelb OT CTYJACHTOB: OBIAJCHUS UMH 3HaHUSIMU
WIY 3HAaHUSIMU, HABBIKAMHU U YMEHUSIMH.

IIpu moaroroBke K ceMUHapy MNpenoAaBarelb IOJKEH [0of0o0paTh psija NPUMEpPOB, Ha
KOTOPBIX MOXHO OTpa0OoTaTh JEKIMOHHBIA MaTepua, MoKa3aTh NPaKTUYeCKOe 3HAUYCHUE TeMBbl,



TIIATEILHO MPOJIyMaTh MOPSAAOK UX Ha 3aHsATHU. O0s3aTenbHO HEOOX0AMMO 10100paTh 3a1aHus
Pa3HOil CIOXHOCTH (OT MPOCTOTO K CIIOKHOMY), a TaKXkKe Oojiee CIIOKHBIE 3a1aHHs [T CHIIbHBIX
CTYACHTOB. 3aTeM eMy HE0OX0UMO 0TOOpaTh HArJISIIHbIE TTOCOOUS IS TPAKTHYECKOTO 3aHATHS,
OIIPEJICTINTh TEXHMYECKHE CPEICTBA 00YUEHHS M N3YYHUTh ITPABUIIA MX NCIIOJIb30BAHNS Ha 3aHATHH.
OCOOCHHO  TIIATENIBHO  TPOAYMBIBAaeTCA  33JaHWE Ha  CAMOIOATOTOBKY  CTY/AEHTaM,
pa3pabaTbIBacTCsl IUIAH CEMHHAPCKOTO 3aHATHS. [IpernogaBaresls KOHTPOJUPYET MOATOTOBKY
CTYZICHTOB K CEMHHApPYy, OKa3bIBaET UM IIOMOIIIb.

[Tpn nrYHOI NOATOTOBKE K CEMHHAPCKOMY 3aHSTHIO TIPETIOIaBaTeNb ACTaIbHO pa30npaeTcs
B TEMe, MPOCMATPHUBACT JHUTEPATypHbIE MCTOYHHUKH, KOTOPBIE PEKOMEHJOBAN IS H3yYCHHS
CTyZIEHTaM, IPOCMATPUBACT CUCTEMY HATJISITHOCTH Ha MPEACTOsAIIEM 3aHsThH. [1o uroram muaHOM
MOJATOTOBKM TPENOAaBaTeNb COCTABISACT IUIAH-KOHCHEKT. OH SBIISIETCS OCHOBHBIM pPabOYMM
JOKYMEHTOM IIPETIOIaBaTels ! OTIpe IeNisieT HalpaBIeHHe U X011 3aHATHsA. OOBIYHO MIaH-KOHCIIEKT
COCTaBJISIETCSI B IPOU3BOJILHOM (popMe, JOIKEH ObITh MPOCT U yA0OCH JJIsl UCIONb30BaHUS Ha
3aHATHH. B HeM, Kak yXe 0TMeJarioch paHee, TO0JDKHO OBITh OTPaXKEHBI: TeMa 3aHATHS; yueOHbIC
U BOCIIUTATENbHbIC LIEJIH; BPeMs, OTBOJMMOE Ha 3aHATHE; y4yeOHBbIe BONPOCHI U pacIpeaecsieHue
BPEMEHH; METO IIPOBECHUS 3aHATHS; MECTO IPOBEICHNUS 3aHATHS; MaTepHUaIbHOE 00ECIICUCHHE;
PYKOBOJICTBA U TOCOOUST; TIOPSIIOK TPOBEICHHS 3aHATHSI.

[lepen mpoBeneHHEM 3aHATHS IMPENOJABATENh MOXET MPOBEPHTH KAYECTBO IOJITOTOBKH
CTYZICHTOB K 3aHATHIO.

I[MPOBEJIEHUE KOJIOKBUYMA
Komnokeuym (ot maruuckoro collogquium — pasrosop, 6ecena) — ogHa u3 GopM ydeOHBIX
3aHATHU, Oecea mpenoiaBaTess ¢ yJaluMHICs Ha ONPEACTICHHYIO TeMY U3 y4eOHOM mporpaMMBl.
L]envy mpoBeneHUsS KOJUIOKBHYMa COCTOMT B BBISICHEHHHM YPOBHSI 3HAHUM, MOTYYEHHBIX
yUYallUMUCS B pe3yjbTaTe MPOCITYIIMBAHUS JIEKIUH, MOCEIICHUsS CEMHUHApOB, a TaKXe B
pe3ylbTare cCaMOCTOSITENILHOTO U3yYEHUSI MaTepHraa.
B pamkax nocTaBiI€HHOH LIEU pELIAtOTCs CAEAYIOLIUE 3a0ayuL:
® BbLISICHEHHE KaueCTBA U CTETICHU MOHUMAaHUS yYaluUMUCS JIEKIIMOHHOTO MaTepuara;
® pa3BUTHE U 3aKPEIUICHUE HABBIKOB BHIPAYKEHUS YUAIIUMHCS CBOUX MBICIIEH;
® paCHIMpEHHE BApUAHTOB CAaMOCTOSTEIBHON IIEJIEHANPABICHHOW TMOATOTOBKU
yUaImxcs;
® pa3BUTHE HABBIKOB 00OOIIECHUS Pa3IMUHBIX JIUTEPATYPHBIX HCTOUHUKOB;
® IIPEJOCTaBJICHUE BO3MOXKHOCTH YYalllUMCSl CONIOCTABISATh pa3Hble TOUKU 3PEHHUS 110
paccMaTpuBaeMoMy BOIIPOCY.
B pesynbrare npoBeneHNs KOIJIOKBHYMA npenooasamenb 00IHCeH UMemsb NpeocmasieHue:
® 0 KayecTBe JEKIMOHHOIO MaTepuraa,
® 0 CWIBHBIX U CJIa0BIX CTOPOHAX CBOEH METOIMKHU YTECHUS JEKIUH;
® O CWIbHBIX U Cla0bIX CTOpPOHaX CBOEW METOAMKHU MPOBEICHUS CEMUHAPCKUX
3aHSATHH;
00 ypOBHE CaMOCTOSITEILHOM pabOThI yUAIIUXCS;
00 yMEHUHU CTYJEHTOB BECTU JUCKYCCHUIO U JOKA3bIBaTh CBOIO TOUKY 3PEHHUS;
O CTENEHH 3PYIUPOBAHHOCTH YUAIIUXCS;
® 0 CTENEHU UHAMBHUAYAILHOTO OCBOEHUS MaTepuaia KOHKPETHbIMU CTYJICHTaMH.
B pe3ynbrarte npoBeaeHUs KOJUIOKBUYMA CHYyOeHm O0JICEH UMemb npeocmasgiienue:
e 00 ypoBHE CBOHMX 3HAHMH N0 paccCMaTpUBAEMBIM BONPOCAM B COOTBETCTBUU C
TpeOOBAHUSAMH MPEMOAABATENS U OTHOCUTEIBHO APYTHX CTYACHTOB I'PYTIIIHI;
® 0 HeIOCTaTKaX CaMOCTOSITENIbHOM MpopadOTKU MaTepHana;
® 0 CBOEM YMEHHUH M3JlaraTh MaTepua;
® 0 CBOEM YMEHHUH BECTHU JUCKYCCHIO U JIOKA3bIBATh CBOIO TOUKY 3PEHUSI.
B 3aBucHMOCTH OT CTENEHH MOATOTOBKH IPYIITBI MOXKHO HCIIOJIb30BaTh pa3Hble MOIXO/IbI K
MPOBEJICHUIO KOJJIOKBUYMA.



B cnydae, ecnu GOJBIIMHCTBO TPYIIIBI ¢ TPYAOM BOCIIPUHUMAET COJEpKaHUE JIEKIMNA U Ha
CEeMUHAPCKHX 3aHATHUAX JIEMOHCTPHPYET HEIOCTATOUHYIO CIIOCOOHOCTH aKTHBHO OIIEPUPOBATH CO
CMBICJIOBBIMU €IMHUIIAMU U TEPMHUHOJIOTHUEH Kypca, TO KOJUIOKBUYM MOYKHO pa3/ieiHTh Ha JIBE
gacti. CHavaa mpernojaBarenpb u3iaraet 0a30BbIe MOHATHS, COACPIKAIIMECS B IporpaMMe. ITO
JIOJDKHO 3aHATh He Oosiee yeTBepTH 3aHATHs. OcTalbHbIe TPH YETBEPTH HEOOXOAUMO MOCBATUTH
JMCKYCCUH, B XOJI¢ KOTOPOH CTYIEHTHI JOJDKHBI yOenuThes U, TJIaBHOE, yOeIuTh Apyr Ipyra B
00OCHOBAaHHOCTH M JIOKA3aTEJIbHOCTU IOJIYYEHHOTO BHJICHMS BOIIPOCAa U €r0 COOTBETCTBHSA
peaTbHOM MpPaKTHUKE.

Ecnu e mpermonaBaTenb HMMEET JAeN0 C Ooyiee MOATOTOBICHHOH, CaMOCTOSITEIHHO
JyMaroliel 1 akTHBHO YCBaMBAIOIIEH CMBICIIOBBIC €AMHUIIBI M TEPMUHOJIOTHIO Kypca ay JUTOPHUEH,
TO KOJUIOKBUYM HEOOXOJUMO TIPOBECTH TaK, YTOOBI CaMU CTYAEHTBHl CQHOPMYIHPOBAIH
U3JI0KEHHBIE B NPOrpaMMe MHOHSTHSA, BBICKA3aly HECOBMAJAIONINE TOYKH 3PCHUS U HPUBEIN
NpakTUYeCKHe IMpHMEpHl. 3a IMperojaBaTelieM OCTaeTcs pojb MojepaTopa (BEAyIIero
JMCKYCCHH ), KOTOPBIM B KOHIIE JIMIIIb CyMMHPYET COBMECTHO ITOJTyYEHHBIC PE3yIIbTaThI.
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