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

paszpaboTaHa B COOTBETCTBHH C:

1.

denepanbHbIi TOCYAapCTBEHHBIH CTaHAAPT BBICHIEr0 0oOpa3oBaHWs — OakanaBpuaT IO HAlpPaBJICHUIO
noarotoBku 38.03.04 I'ocynapcTBeHHOE U MyHuIunansHoe ynpasneHue (IIpukas MunucTepcTBa HayKu U
BeIciero obpasoBanus Ne 1016 ot «13» aBrycra 2020 r. (3apeructpupoBaHo MUHHCTEPCTBA FOCTHLINHI
Poccuiickoit @enepanuu 27 asrycra 2020 r. Ne 59497), cocraBieHa Ha OCHOBaHMM Y4eOHOIO IUIaHa
HaIpaBJIeHHOCTH «[ 0CyJapcTBEHHOE ¥ MYHHIMIIAIBLHOE YIIPABIEHUE»; CIIPABOYHHUKA KBATHM()HUKAIIMOHHBIX
TpeOOBaHUil K CIIEIMANBEHOCTSIM, HAIIPABJICHHUSM OATOTOBKY, 3HAHUSIM U YMEHHUSM, KOTOPbIE HEOOX0ANMBI
JUISL 3aMEIICHHs] JTOJDKHOCTEH TOCYNapCTBEHHOM TpakKIAHCKON CIyXObl € ydeToM oOsacTH M BHIA
MPO(ECCHOHANBHON  CIYKEOHOW JEATENTPHOCTH TOCYOapCTBEHHBIX TIPaXTAHCKUX CIyXammx (yTB.
Muntpynom Poccun).

®DenepanpHBIX 3aK0HOB: "O MyHHUIHIIANEHOH ciryx0e B Poccuiickont @eneparmn” ot 02.03.2007 Ne25-®3 u
"O rocymapcTBEeHHOH TpakgaHckoit ciyxOe Poccuiickoit ®emepanmu" ot 27.07.2004 Ne79-03;
METOANYECKHH HHCTPYMEHTApUi IO YCTAHOBJICHHWIO KBAJU(HUKAMOHHBIX TPEOOBAHUI AJISI 3aMEIICHUS
JOJDKHOCTEH TOCYyNapCTBEHHOM TIpaskAaHCKO# ciiykObl, pa3paboTaHHBIM MHHHCTEPCTBOM Tpylna |
colnManbHOU 3amuThl Poccuiickoit @enepanuy;

IIpodeccuonanbuerii ctangapt 08.037 "busnec-anamutuk" (npuka3 Muntpyna Poccun ot 25.09.2018 N
5924 (pex. ot 14.12.2018);

IMpodeccuonanbubiit crangapr 08.043 "OxoHomuct mnpeamnpustus” (npukaz Munrpyna Poccum ot
30.03.2021 N 161m.

PaGouas mporpamma ogoOpeHa Ha 3aceanuu Kadeapbl DKOHOMUKH
ITpoTtokon ot 30 masg 2023 r. Nel0

3aB. kKapeapon ﬁ; L?_\M 1 Kucenes B.B.



1. lleab ocBOEHHS IMCUUILIHHBI
Henp AMCHUNJIMHBI. CO3/IaHUE Yy CTYJIEHTOB KOMIUIEKCA 3HAHHM O BUIAaX YIPaBICHUYECKHX
JOKYMEHTOB, TIpaBWJIaX WX CoO37aHus U OQOPMIICHHs, O COBPEMEHHOW OpraHU3aIHuH
JIEJIONPOU3BO/ICTBA HA MPEITPUATHSIX.
3agaum y4eOHO JUCHUNIHHBI:
— TPUBUTH HABBIKU Pa3pabOTKH pa3IUYHbIX (OPM yIpaBIeHUECKUX JOKYMEHTOB,
— TpPUBUTH HABBIKM HCMOJIb30BAaHUS O(PUIIMATIBHO-ACTIOBOTO CTWJIS TMPU COCTAaBICHUHU
yIpaBICHYECKUX JOKYMEHTOB,
—  HAYYHTh COCTABIATH YHU(PUIIMPOBAHHBIC (DOPMBI YITPABICHYECKON TOKYMEHTAIIUH,
—  O3HAKOMHTBH CO CTPYKTYpOH M (PYHKIHSIMH JEIONPOU3BOJICTBEHHBIX MOAPA3ICICHUN Ha
NPEANPUITUSIX,
—  O3HAKOMMWTH C METOJaMH pabOThI C yIpaBIeHUECKON JOKYMEHTAUEH Ha PEIPUSITUSX,
— JaTh MpEICTaBIEHWE O TEHICHIUSAX pPAa3BUTHS COBPEMEHHOIO JIEIONPOU3BOJICTBA,
METO/IaX €ro COBEPIICHCTBOBAHUS.
— O3HaKOMHUTb C  COJEp>KaHUEM  CIeUHaJbHOW  JHUTepaTypsl MO  mpoliemMam
JIEIONPOU3BO/ICTBA U IOKYMEHTUPOBAHUS YIPABIEHYECKOU JEATEIbHOCTH.

2. MecTO JTUCUMIVIMHBI B CTPYKTYpPe 00pa30BaTeIbHONH MPOrPaMMbl
Hucnunuaa B1.B.17 oTtHOCHTCS K G110Ky 00pa3oBaTeIbHOM MporpamMMebl, OpMHUPYEMOit
YYaCTHUKaMHU 00pa30BaTEeIbHBIX OTHOIICHHH.
J171s OcBOEHUS JUCIUILIMHBI HEOOXOAUMBI 3HAHUSI, YMEHUS U HABBIKH, TIOJyYEHHBIE B XOI€
OCBOCGHUS CIICIYIOIINX JUCIUIUINH: «PyCCKUit S3bIK U KyNIbTypa peun», «IIpaBoy.
OcBoeHMe AUCUUTIITMHBI HE0OX0IUMO IS CIIEAYIOINX JUCIUILINH: TPOU3BOICTBEHHAS MTPAKTHUKA
(mpenauIIOMHas ), BBITYCKHAs KBaJTU(HUKAIIMOHHAsA padoTa.

Jucuummza u3ydaercst Ha 5 kypee, B 10 cemectpe.

3. IlepevyeHb MJIAHMPYEMBIX Pe3yJbTATOB 00y4eHH 10 M CHHUIIJIMHE, COOTHECEHHBIX €
IVIAHNPYEMBIMH Pe3yJIbTATAMH 0CBOCHHUSI 00pa30BaTeJbHONH MPOrpaMMbl

B pesynbrate OCBOEHMs AUCLUIUIMHBI OOYy4aroIIMHCS JOJKEH NPOJIEMOHCTPUPOBAThH
CIIEYIOIINE PE3YIbTaThI:

HNHANKATOPBI Ilepeuens IaHUPYEMBIX pPe3yJbTAaTOB
Komnerennus A P p py pesy
00y4YeHHs MO TUCIUTLINHE
UIIK-6.1 3naem
B pesynbrare OCBOCHUS UCIUTUIMHBI
meopemuyecKue u . _
00yJaronuics JOJDKEH:
HOPMAMUBHO NPABo8uvle
Bname:
OCHOGbI OCHOBHBIE HOPMATHBHO IIPABOBBIE AKTHI B
[IK - 6. Criocob6en 0e10npou3800Ccmaea 6 . p PaBon
Oyaymedt  mpodeccHoHANbHON  cdepe;
Ka4eCTBEHHO cghepe
CHCIM(pUKY  3aKIIOUCHHUS  Pa3IUIHBIX
BBIITOJIHATH 20Cy0apCcmeenHo2o u _
JIOTOBOPOB U CIEIOK;
HUCIIOIHATEILHO- MYHUYUNATLHO20

- OCHOBHBLIC TIIOJIOKCHHUA, IIPHUHLOUIIBI,

aACIIopAAUTCIIbHBIC npaesjlerHus
p PAL ynp CTaHAapThI n CUCTCMBI B o0actu

" oOecrieunBaromue | HI1K-6.2.

JTOKYMEHTAI[HOHHOTO obecrieueHHs
byHKIMK IpU Ocywecmensiem

YIpaBJICHUS B OpraHU3aIlHH;
penIeHun NAGHUPOBaHUe U Viens:
npo(eCcCUOHANBHBIX | nposedeHUe 3aKyNoK

- PUMEHSTh Ha IpaKTUKe
3amaqy moeapos u 3axioyeHue

3aKOHO/ATENbHbIE  aKThl;  IPUHUMATh

20¢cy0apCcmeeHHbIX

MIPABOBBIC PELICHHS; yCTAHABIUBATH (haKTh
[IPABOHAPYLICHUM;  ONpPENEeNsTbh  MEpHI
OTBETCTBEHHOCTH BHMHOBHBIX; IPUHMMATH

KOHMPAKmos Ha
nOCMAagKu moeapos,
oKazawnue ycnye,




8bINOIHEeHUe pabom 01 | HEOOXOAUMbIE MEpPhl K BOCCTAHOBJICHUIO

HYHCO HapyIIECHHBIX MPaB.
20Cy0apcmeeHHo20 Bunazers:
opeaua. - CYIIIHOCTBIO CHCTEMBI JICIIONPOU3BOJICTBA

HIIK-6.3. [Inanupyem u
peanuzyem Kaopogyio
HOTUMUKY

- TEXHOJIOTUEH, TPUMEHSIEMYIO ITPU
opranu3anuu paboThl ¢ JOKYMEHTaMH Ha
MPEANPUITUSIX

4. OO0beM [MCHUIUVIMHBI B 324YeTHBIX €IMHMLAX C YKa3aHHEM KOJMYeCTBa
aKaJileMHYeCKHX 4YacoB, BbIIeJEeHHbIX HAa KOHTAKTHYI0 padoTy oO0y4yamomuxcs ¢
npenoaaBarejeM (0 BHAAM Y4YeOHBIX 3aHATHI) W Ha CAMOCTOSTEJIbHYI0 pPadoTy
o0y4Jaromuxcs

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

Ha y4eOHbIe 3aHATHS JTEKIIMOHHOTO THUIIA OTBOJUTCS MO OYHO-3a049HOMN (hopme 6 yacos, 1mo
3a04HOM - 6

Ha 3aHsTHS TpakTHYECKOTro (CEMUHAPCKOT0) TUIAa — IO 0YHO-3a04HOM opme 16 gacos,
0 3204YHOH - 8.

CamocrosrenbHas pabora cocrapisieT cooTBercTBeHHO 80 1 90 vaca.

Ha moaroToBky k 3a4ety oTBoAuTCs 4 4aca.

5. Copaepxanue IUCHUIJIMHBI, CTPYKTYPMPOBAaHHOe MmO TeMaMm (pa3aeinam) ¢
YKa3aHHEM OTBEJICHHOI0 HAa HHMX KOJHMYEeCTBA aKAaJAeMHMYECKHX YacOB M BHAOB Y4eOHBIX
3aHATHH

5.1. TemaTuueckue pasaejbl IMCHUIIMHBI 1 KOMIIETEHIIUH, KOTOPbIe ()OPMUPYIOTCS
NMPHU UX U3YYEHUH

Ne HanmenoBanue Coaepixanue pasagena Kon
n/n pasnena dopmupye
AU CUMILINHBI Moii
KOMIIeTEeHII
um
1 Tema 1. Hens, 3amaum, mpeamer, oObekT wu3ydenwus | [IK-6
Lean u 3agauun JUCITATLIIAHBI. IocT P 6.30-2003
U3y4eHust «YHu(UIMpOBaHHBIE CUCTEMBI JOKYMEHTALUU.
AUCHMILINHBI. YuuduuupoBaHHas CHCTeMa OpraHU3alHOHHO-
3akoHogaTe/IbHOE | PACTIOPSAUTEIBHONW JOKyMEHTaluu. TpeboBaHUs K
U HOPMATUBHO- 0(pOpMIICHUIO TOKYMEHTOB.
MeTOoauYecKoe CoctaB HOPMAaTHBHO-METOAMYECKOW  0Oa3bl
pery/upoBaHue, JIEJIONPOU3BOJICTBA. 3aKOHOJATENbHbIE aKThl PP B
A0y chepe uH(popManuu " JIOKyMEHTAITUH.
HopmartuBHble TipaBOBBIE aKThl  (pemepanbHbIX
OpraHoB HCIIOJTHUTEIIHON BJIACTH,
perIaMEeHTHPYIOLIKE BOMPOCH! JOKYMEHTAIMOHHOTO
obOecnieueHus. [ocymapcTBeHHBIE CTaHIApThl Ha
JOKYMEHTAIMI0.  YHU(PUIMPOBAHHBIE  CHUCTEMBI
JIOKYMEHTaI1H.
2 Tema 2. Enunsie TpeboBaHus K GJIaHKaM TOKyMEHTOB. [1K-6
OcHoBHbIE Bunaer 6ankos, [IpaBuna opopmiienus
TpeOOBaHMA K JIOKYMEHTOB TP MCIOJb30BaHUU TEXHUUECKUX
0(opMIIEHH 10 cpenctB. CocTtaB peKBU3UTOB AJOKyMeHTOB OP/I.
YIpPaBJIeHYECKHX [TpaBuna opopmiieHHs] pEKBU3UTOB 3ar0JOBOYHOM




(OpraHu3anMoHHO-
pacopsIUTeIbHBIX

)

JAOKYMEHTOB.

YacTH JOKYMEHTA: YIJIOBOE, IpoaosibHOoe. Kox
OpraHu3aIiy - aBTopa J0KyMeHTa. OCHOBHOM
rOCYIapCTBEHHBIA PErUCTPALIMOHHBIN HOMED
fopunyeckoro jguna. HammenoBanue opranusanumn
- aBTOpa JoKyMeHTa. Ha3zBaHue Buaa TOKyMeHTa.
[Jata nokymeHra. PeructpaunoHHbIi HOMEp
JOKyMEHTa. MeCTO COCTaBIEHUS WU U3JIaHUS
JIOKyMEHTa, TpeOOBaHUs K TEKCTaM JOKYMEHTOB.
CokpalieHHbIe CT0Ba. 3aroJIOBOK K TEKCTY
nokymeHTa. OTMETKa 0 HAJIMYUU NPUIIOKEHHUS.
[Topnucanue u yTBepxKAaeHUE JOKYMEHTOB.
CornacoBanue JOKyMEeHTOB. OTTHUCK IT€YaTH.
BusupoBanue nokyMeHTOB. OTMETKA Ha
JIOKYMEHTE: OTMETKA O MOCTYIJICHUH TI0KYMEHTA B
OpraHU3aIMI0, PE3OIFOIHS, OTMETKA O KOHTPOJIE,
OTMETKA O 3aBEPEHHMH KON JOKYMEHTA.
NnentrndukaTop 371€KTPOHHONU KOIUH TOKYMEHTA.
OtmeTtka 00 ucnonaurene. OTmerka 06
WCIIOJIHEHUH JIOKYMEHTA U HallpaBJIE€HUU

Tema 3.
Opraan3anuoHHoO-
pacnopsiiuTeJIbHbIe
JAOKYMEHTBI, UX
COCTaBJICHHE U
oopmiieHme.
JlenoBas u
KOMMepuecKast
nepenucka

Opranu3anronHas JokymenTanus. Oouue
TpeOOBaHUS K OPraHU3ALMOHHBIM IOKYMEHTAM.
VYeras npeanpusatus. JomKHOCTHAST MHCTPYKIMS.
[Tonoxxenwue. lllTatHoe pacnucanune. CTpykTypa u
HITaTHas YMciIeHHOCTh. CTPYKTypa U UX
conepxanue. [IpaBuna ux opopmiienns. Cocta
00s13aTENIbHBIX PEKBU3UTOB U TPEOOBAHUS K
oopmienuro. Llenps 3TuX JOKYMEHTOB, MOPSAIOK
W3JIaHUs, YTBEPKICHUS U PETUCTPALUH.

PacnopsiauTenbHbIE JOKYMEHTHI KaK OJIHA U3
($opM HCIIOTHUTETBHO-PACTIOPATUTEIHHON
JIEATEIIbHOCTH OPTaHU3aLNI, YUPEKICHUM,
npeanpuatuii. [Ipukasel, ux sunel. [Ipasuia

odpopmiienust. OCOOEHHOCTH COCTaBJICHUS MMPUKA30B

10 OCHOBHOH AESITEIbHOCTU U IIPUKA30B 110
JMYHOMY cocTaBy. OCOOEHHOCTH B COCTABICHUH
3aroJIOBKOB ¥ (JOPMYIHPOBOK KOHCTATUPYIOIIEH
yacTu. PacnopsiiurenbHas 4acTh - cXxema
nocTpoeHus. Brimucka u3 npukasa, ee Ha3HaYCHHe
¥ npaBuiia ohopMIICHHUS.

[ToaroToBka, oopmiIeHHE YKa3aHUN 1
pacniopspkeruil. CTaauu NOArOTOBKU MTPOEKTA
pacnopsAUTEeNsHOr0 ToKyMeHTa. [IpaBuna ero
BU3UPOBaHUS, MOJMUCAHUS U perucTpauun. Cpoku
MCIIOJTHEHUS U BpeMs JoBe/leHUsI HHGOpMaIuu 10
KOHKPETHBIX UCIIOJHUTENCH.

NudopmaninoHHO-CIpaBOYHbIE JOKYMEHTHI.
Hasnauenue u cocraB nH(GOpPMAIIOHHO-
CIIPAaBOYHBIX JOKYMEHTOB. CripaBka. PEKBU3HUTHI
CIIPaBOK, BUJIbI CIIPABOK, MPABUJIA HAIMCAHUS.

Joxknagueie 3amucku. Llens qokmagHbIX
3anucok, nmpasuia opopmieHus. OObICHUTEIbHbIC

[1K-6




3anucku. L{enb 0ObsICHUTENbHBIX 3aIMCOK, ITpaBIIa
odpopmienus. Ciy:keOHast 3aITUCKa, €€ Ha3HAUCHUE.

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

[TpoTtokon. TpeboBaHMs K COCTABICHUIO U
0(OpPMIIEHHIO IPOTOKOJIOB. PEKBU3UTHI, COCTaBHBIE
yacTi. BUBI MPOTOKOJIOB: TIOJTHBIE, KPATKHE,
COKpallleHHbIE. JloBeIeHue pereHuii
(TTOCTaHOBNIEHU) IO UCTIOTHUTEICH.

JlenoBoe MUCHMO B YCJIOBUSAX YHUDUKAIIH.
OdunmanbHOE MUCEMO KaK CPEICTBO CBSI3U
NPEANPUATHI, OpraHU3alUN, YIPEKICHUN C
BHEIIHUM MHUpoM. CTpykTypa nucbMa. OCHOBHbIE
TpeOoBaHUs K TEKCTy. PekoMenamuu mno
noctpoeruio ¢pas. [Ipasuna opopmieHus
JIEJIOBOTO MHChMA.

[Tonstue 6manka mucbma. CTaHIAPTHI HA
dbopMyIspei-00pasiibl. PEKBU3HUTHI CbMa U
npasuiia ux opopmienus. OTAeNbHbIE BUJIBI
nuceM: HHPOpPMaLMOHHOE, OJIaro1apCTBEHHOE,
MUCHMO-U3BEIIEHNE, THChbMO-3aIlPOC, TUCHMO-
TpeboBaHue, MUCHMO-0TBET U Ap. CocTaBiieHue
TEKCTOB CIIY>KEOHBIX ITHUCEM.

Tema 4.
Kanposas
AOKYMEHTAI U
Opranusanus
padoThI
AOKYMeHTaMu

3HaueHue KaJpoBbIX JOKyMEHTOB. CocTaB 1
BUJIbI JOKYMEHTAIUH 110 JINYHOMY COCTaBY.
[IpaBuna ux cocraBiaeHus. Y HUDUITUPOBAHHbIE
dbopmbl qokymeHTOB. [Ipukas. Odpopmuenue
npuema Ha paborty. [lepeBon Ha qpyryio padory.
[IpenocraBnenue oTnycKa. YBOJIbHEHUE C paOOTHI.
JInunoe 3asBneHue. Xapakrepuctuka. CocraBHbIE
YacTH XapaKTePUCTHUKH, MpaBuia ohopMIiIeHusI.

[lopsaok ABM>KEHUS JOKYMEHTOB B
opranuzaiuu. [ToHsTHe TOKyMEHTOO00pOTAa U €ro
OoCHOBHBIE ATarnbl. O0paboTKa JOKYMEHTOB,
NOCTyNarmuX B opranu3anuto. IlpensapurensHoe
paccMOTpeHHe TOKYMEHTOB B ClIyx0e
JOKYMEHTAITMOHHOTO 00ECTIeueHHsI YIIpaBICHUSI.

Perucrpanus u uHaekcanus J0OKyMEHTOB.

Kontponb 3a ucnonnenrem 10kyMeHTOB. Cpoku
UCIIOJTHEHUS TOKyMeHTOB. Opranu3anus
PaLMOHATILHOTO IBUYKEHUS IOKYMEHTOB BHYTpU
npeanpustus. O6padoTKa UCTIOJHEHHBIX U
OTIIPABJISIEMBIX IOKYMEHTOB.

Hcnonnenne OKyMEeHTOB. AHAIU3 CTPYKTYPbI
JOKYMEHT0000poTa. MeTob!I yueTa i COKpaIleHus
JIOKYMEHTO000pOoTa. YUeT KOJIMYeCcTBa U KauecTBa
JOKYMEHTOB opranuszanuu. Cokparienue oobema
JIOKYMEHTO000POTA.

[1K-6




Tema 5.

CucreMarusanusa
AOKYMEHTOB M
(popmupoBanue geJr.
OnepaTuBHOe
XpaHeHue
AOKYMEHTOB H J1eJ1.

Opraau3zanus 3KCIepPTU3bl LICHHOCTH JOKYMEHTOB.
OO6mue TpeboBaHMs K CHCTEMaTU3allun
nokymeHToB, HoMenkmnarypa aen. CoctaBiieHHe
3aros0BKOB Jies. OCHOBHbIE ITpaBuia
dbopmupoBanus nen, OnepatuBHOE XpaHEHHE
JIOKYMEHTOB U JIeJI.
[ToaroToBka en K apXUBHOMY XPaHEHHIO.
CocrapneHrue BHYTpEHHEN OMUCH TIOKYMEHTOB U
3aBepuUTeNbHON Haanucu. CocTaBiIeHUE U
odopmienue onuceit nein. [lepenayda nen B apxus.

I1K-6

5.2. Pa3nenbl IUCUMILIMHBI, BUAbl Y4eOHBIX 3aHATHHA U GOPMBbI TeKYIIEro KOHTPOJISA
yCIEeBAaeMOCTH AJISl 0YHO-3204HOH GopMbI 00yUeHUs

TpynoemMkocTh B yacax DopMbI
Ha xonTakTHYy1I0 TEKYIETo
e paGoTy o KOHTPOJIA C
yKa3zaHHeM
cem | HaummenoBaume pasuena |Beero BUAaM Y4EOHBIX DopmblI 62108 (
ecT M CIHMITHHBI (BKIL. 3aHATHH C}II)% CPC nc::j:m];oIlIsI::[
a N
P CPC) U 0aJUIbHOM
J 113 | U3 CHCTEMBI
OLlcHUBAHMNSA)
1 |Tema l.
Ienu u 3anaun U3y4eHust Pedepupo Omnpoc,
JTUCIUIIAHBI. 20 1 9 17 BaHUeE pelieHue
3aKOHOIaTeJIbHOE JIUTEpaTy | UHAUBUIAYAIIb
¥ HOPMAaTHUBHO-METOJMYECKOE peI HBIX 3a[[aHUH
perynupoBanue, J1OY.
2 |Tema?2.
OcHOBHBIE TPEOOBAHUS K Pe}gﬁﬁ{ y;p 0 Omnpoc,
0(hOpMIIEHUIO YIIPABIEHUECKUX 20 1 5 17 | mrepary pelieHue
(opranuzaroOHHO- phi WHIVBUIYaTb
pacropsiIMTENbHbIX) ' HBIX 3aJaHUM.
JIOKYMEHTOB.
3 |Tema 3.
Pedepupo
OpraHu3zaiioHHO- e
ACTIOPSITUTEIIbHbBIE CutyallMoOHHBI
pacriopazt 20 | 2 | 4 14 | surepary | YA
JOKYMCHTBI, UX COCTaBJICHUC U pBI U aHaJIn3.
odopmtenue. Jlenosas u '
KOMMepuecKast epermncKa
4 |Tema4. Pedepupo|  Ompoc,
Kanposas JTIOKYMEHTaIIHs 99 5 4 16 BAHUE pelienne
Opranuzanus  paboTel  C TUTEepaTy | HHAUBUIYab
JOKYMEHTaMU pBI HBIX 3aJJaHUH
5 |Temas. Pedepupo Ompoc
22 2 4 16 ’
BaHUE pelieHue




CucremaTtu3zanus J0KYMEHTOB JTUTepaTy | HHAUBUAYAIIb
54 dbopMupoBaHue Jell. pHI HBIX 3aJIaHUI
OnepatuBHOE XpaHEHHE
JIOKYMEHTOB U J€Il.
3auet 4

UTOIro:| 108 | 8 | 16 80

5.3. Pa3znenbl AUCHMILIMHBI, BUAbl Y4eOHBIX 3aHATHHA U GOPMBbI TeKYIIEro KOHTPOJISA
yCIeBaeMOCTH AJIs1 32049HO0M (popMBbI 00yUeHH st

TpynoemkocTh B yacax DopMbI
Ha koHTakTHYIO Texylero
cem | HaummenoBaume pasuena |Beero BUAaM Y4EOHBIX DopmblI 6);.11.11013 (npn
ecT AUCHHUILIHHBI (BKIT 3aHATHH Ha CPC p
a X CPC HCI0JIL30BaH
P CPC) U 0aJUIbHOM
J | 113 | 13 CHCTEMBI
OLlcHUBAHMNSA)
1 |Tema l.
Ilenu u 3anaun U3y4eHUst
JUCIMILTHHEL Pedepupo Ompoc,
3aKoHOAaTeNbHOE 20 1 1 18 BaHHC peLICHHC
U HOPMATHBHO-METOIHYECKOE MTepary | MHANBHIYyab
perynupoBanue, JJOVY. PEI HBIX 3alaHHH
2 |Tema?2.
OcHoBHBIE TpeOOBaHUS K PGS;I:,I Hep 0 Omnpoc,
0(hOpMIIEHUIO YIIPABIEHUECKUX 20 1 1 18 | mrepary pelieHue
(opranuzaroHHO- P WHIUBUIYaTb
pacropsiIMTENbHbIX) ) HBIX 3aJaHUM.
JOKYMEHTOB.
3 |Tema 3.
Pedepupo
Opranu3zaiioHHO- Bane
ACTIOPSITUTENIbHbBIE CuTryallMOHHBI
pactiopazt 20 | 1| 2 17 | surepary | YN
JOKyMEHTBI, UX COCTABJICHUE U pbi it aHamm3.
odopmenue. [lenosas u '
KOMMepuecKast epermncKa
4 |Tema4. Pedepupo|  Ompoc,
Kanposas NOKYMEHTaluA | ., 1 9 19 BaHUC pelieHue
Opranmsanuss ~ paboTel € JUTEpaTy | MHAUBUAYAIIb
JNOKyMEHTaMU pHI HBIX 3a/IaHUN
5 |Temas. Pedepupo Ompoc,
BaHUE eIICHUE
CucremaTtu3zaius JOKyMEHTOB| 22 2 2 18 nTepaty HHI; ———
u dbopmupoBanue hi (S phi HBIX 3AAHHH




OneparuBHOE XpaHEHHE
JIOKYMEHTOB U J€Il.
3auet 4
HUTOIo:| 108 | 6 8 90

6. Y4yeOHO-MeTOaAMYeECKOE O0ecneyeHHe CAMOCTOSTeIbHOM padoThl 00y4aromuxcs Mo

AUCHMILINHE
Ne HaunmenoBanue pasneia Coaepxanue CPC KonTpoas
AUCHHUILTHHBI

1 | Henu u 3amaum n3y4eHUs paboTa ¢ IpONICHHBIM [IpoBepka KOHCIEKTOB
JUCLUTUIMHBL MaTepHaIoM IO KOHCIIEKTaM
3aKOHO/IATENIBLHOE JICKLUA ¥ y4eOHUKY
U HOPMAaTHUBHO-
METOAMYECKOE
perynupoBanue, I0Y.

2 | OcHOBHBIE TPEOOBAHMS K paboTa ¢ mpolIeHHBIM [IpoBepka KOHCIIEKTOB
o(hopMIICHHIO MaTepHaIoM IO KOHCIIEKTaM
YIIPaBJIEHYECKUX JICKLMH U yIeOHNKY
(OpraHu3aIMOHHO-
pacnopsaUTENbHBIX )
JIOKYMEHTOB.

3 | OpranusaoHHO- paboTa ¢ mpolIeHHBIM [IpoBepka KOHCIIEKTOB
pacropsiUTesbHbIE MaTepHaJIoM IO KOHCIIEKTaM
JIOKYMEHTBI, UX COCTABJICHHE 1 | JIEKIUA U YU4EOHUKY
opopmnenue. JlemoBas u
KOMMepuecKas Iepenucka

4 | KagpoBas JTOKYMEHTAIUs | paboTa ¢ MpOHACHHBIM [IpoBepka KOHCIEKTOB
Opraamzanust  paboOTBl ¢ | MATCPHAIIOM TI0 KOHCTICKTaM
JIOKYMEHTaMU JEKIUN U y9eOHUKY

5 | Cucremaruzanus paboTa ¢ mpolIeHHBIM IIpoBepka KOHCIIEKTOB
JIOKYMEHTOB U | MaTepHUajoM IO KOHCIIEKTaM
dbopmupoBanue NI, | IeKIUH 1 y9eOHUKY
OnepartuBHOE XpaHEHHE

JOKYMCHTOB U JICJI.

7. IlpoBeneHHe MPOMEKYTOYHON aTTECTALMH 00Yy4AIOIIMXCH MO JMCUHUILIHHE

7.1. OOume ycaoBus

[Ipomesxyrounas arrectanus npoBoautcs B 10 cemectpe B popme ycTHOrO 3a4era.

7.2. Kpurepuu H MIKaJIbl OHCeHNBAHUSA Pe3yJIbTATOB 00yYeHHS MO JUCHUIINHE

Kon IToxa3zaTean

KOMIIETEHII | JTOCTHKE€HHUS

HH pe3yabTaToB
00yueHust

Kputepun u mkaJia oneHuBaHus

Ilepeuennb
OLIEHOYHBIX
CpeicTB

3auTeHo |

He3aureno




I1K-6 noka3areneMm | OTBETHI Ha Marepuain TecTbl
ee ITOCTaBJICHHBIE BONIPOCHI | U3JIaraeTcst [IpakTruecku
(GbopMHUPOBAHU | U3NIATAIOTCS HEIOCJIEI0BATEIbH | € 3a/1a4u
I CITY>KUT CHUCTEMaTU3UPOBAHO U 0, COMBYHBO, HE
CIIOCOOHOCTH | MOCIIEAOBATEIBHO. MIPEACTABIISIET
Ka4eCTBEHHO Marepuan uznaraercs ONPEAECICHHON
BBIIIOJIHSTh YBEPEHHO. CUCTEMBbI 3HaHUU
WCIIOJHUTEINBH | JleMoHCcTpupyeTcs 110 JUCLUHUILIMHE.

o- YMEHHE aHAJTU3UPOBaTh Nmerorcs
pacnopsaauTeNn | MaTepual, OJHAKO HE BCE | 3aMETHBIE

bHBIE U BBIBOJIbI HOCSIT HapyIlEeHNss HOpM
o0ecreynBai0 | apryMEHTUPOBAHHBIN U JIUTEPaTypHOU
mue GyHKUMK | JoKa3aTeNlbHbII peun.

npu pemieHnn | xapakrep. CoOmrogaroTcs

npodeccuoHan | HOpMbl JTUTEPATypPHOU

bHBIX 33724 peun.

8. JIaGopaTopHBIii MPAKTHKYM - HE IIPEyCMOTPEHO

9. [IpakTHYeckue 3aHATHS (CEMHHAPBDI).

[TpakTryeckue 3aHATUS (CEMUHAPHI) SBIAIOTCA (OPMOI ayAUTOPHOMN IPyNIOBOi pabOThI

II0J1 PYKOBOJICTBOM IIPENOIaBaTelisd. 3aHATHS IPOBOJATCA B rpynnax. OCHOBHOM LENbIO 3aHATUSA
saBisieTcs (GOpMUPOBAHHE YMEHUH peliaTh NPaKTHKO-OPHEHTUPOBAHHbIE 3a/1a41

CeMuHapckue 3aHATHA 110 KaKA0K TeMe obecriedeHbl HA0OPOM BapHUaTUBHBIX PAaCUETHBIX

" OPraHUu3alMOHHO-IIPAKTHUYCCKUX 3ada4.

Nogkrwd

Cemunap Nel.
Tema: «Ilesu u 3aga4n U3y4YeHHUs JUCUMILIMHBL. 3aKOHOAATEJIbHOE
U HOPMATUBHO-METOAHYECKOe peryjaupoBanue, J0Y».

Bonpocwt memur:
Lenp, 3amaum, npeaAMeT, OOBEKT U3yUEHUS AUCIUILTUHBL.
I'OCT P 6.30-2003 «YHudumupoBaHHble CUCTEMbI TOKYMEHTAIUHA. YHUPUIIUPOBAHHAS
CHUCTEMa  OpPraHU3AlMOHHO-PACIIOPSIUTENIBPHON  JOKyMEeHTanuu. TpeOoBaHust K
0(OPMIICHHUIO TOKYMEHTOB.
CocraB HOPMaTHBHO-METOAMYECKOW 0a3bl JIETOMPOU3BOJICTBA. 3aKOHOAATCIIbHBIC aAKThI
P® B chepe nnpopmanmu U TOKyMEHTALINH.
HopmaTtuBHble mpaBoBble akThl (eaepaibHbIX OPTraHOB MCIOJIHUTEIBHOW BJIACTH,
permaMeHTHPYIONIHE BOMPOCHI JOKYMEHTAIMOHHOTO o0ecmeueHus. [ ocymapcTBEHHBIC
CTaHJapThl HA TIOKYMEHTALNI0. Y HU(MUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.

Bonpocwt ona oocyscoenun:

JIOKyMEHT KaK HOCUTEJb yrpaBiieHueckor nHpopmanuu. [Torstue, GyHKIMH 1 criocoObl
JIOKyMEHTHUPOBAHHS.

[ToHsITHE «3JIEKTPOHHBIN JOKYMEHT.

Knaccudukanus 10KyMeHTOB.

S3bIK ¥ CTUITB OPUIIMATIBHBIX JTOKYMEHTOB.

YHuudukanus u cCTaHAapTH3AIUS JOKYMEHTOB.

CucreMbl JOKyMEHTAIIUU PA3IUYHBIX cep ACSITETbHOCTH.

3akoHogarenbHbIe akThl PO B chepe nHPpOpMaIK U JOKyMEHTAIUH;




10.
11.

12.
13.

14.

N

VYxazbl u pacniopsbxenus [Ipesunenra PO, nocranosnenus [IpasurensctBa PO B chepe
JIeJIONPOU3BO/ICTBA;

HopmaruBHble TpaBOBBIE aKThl (eepalbHBIX OPraHOB HWCIHOJIHUTEIBHOM BIIACTH
(MUHUCTEPCTB, KOMHUTETOB, CIIy’)kO, areHTCTB), PpETIaMEHTHUPYIOIIHUX  BOIPOCHI
JOKYMEHTAIMOHHOTO 00ecieueHMs;

Texauveckue peraaMeHThl 1 HarmoHanbHble CTanaapTsl B oomactu JJOVII;
OOmepoccuiickue  KIacCU(PUKATOPHI,  TEXHHUKO-DKOHOMHYECKOW W COLMAIBHOM
nHpopmanuu;

YHUGHUIUPOBAHHBIE CHCTEMBI JIOKYMEHTAIIHH;

HopMaTuBHO-IIpaBOBBIE aKThl M METOAMYECKHE JOKYMEHTBI IO JEJIONPOU3BOJACTBY,
U3/1aBacMble PYKOBOACTBOM YUYPEKICHUN OpraHU3alUid, IPEAIIPUATHN;
3aKoHOJaTeNbHbIE aKThl CyObeKTOB P®D u mpaBoBble aKThl, MPUHMMAEMble OpraHaMu
UCTIOJIHUTENIbHOM BiacTu cyobekToB PO.

Cemunuap Ne2.
Tema: «OcHOBHBIE TPeOOBaAHUSA K 0(DOPMIIEHUIO YIIPABJIEHYECKHX
(OpraHM3anMOHHO-PACTIOPSIMTEIbHBIX) TOKYMEHTOB.

Bonpocet memuoi:

1. Enunsie TpeOoBaHMS K OJlaHKaM JOKyMEHTOB. Bunbl 6;1ankoB, [IpaBuna odhopmiieHus
JOKYMEHTOB TMpPH HCIOJIb30BAHUM TEeXHUYECKHX cpeAcTB. (CocTaB pEeKBU3UTOB
nokymentoB OP/I.

2. IlpaBuna odopmileHHS PEKBU3UTOB 3aroJIOBOYHOM YacTH JIOKYMEHTa: YIJIOBOE,
npoxaoJsibHoe. Kox opranuzaiuu - aBTopa nokymeHTa. OCHOBHOUM TOCYAapCTBEHHBIN
pETUCTPAIIOHHBIN HOMEp IOPUANYECKOTO Jiniia. HanMeHoBaHME OpraHU3aIliy - aBTOPa
JIOKYMEHTA.

3. HazBanue Buna nokymenra. /lata mokymenTa. PerucrpanmoHHslii HOMep TOKyMEHTA.
MecTo cocTaBieHHs WIH H3IaHUS JOKYMEHTa, TPeOOBaHMS K TEKCTaM JIOKYMEHTOB.
CokpanieHHble CJ0Ba. 3arojoBOK K TEKCTy JoKyMeHTa. OTMETKa O HaJIMYhHA
MPUIIOKEHUS.

4. llognucanue M yTBEpXkAE€HHE AOKyMeHTOB. CoryiacoBaHue TOKYMEHTOB. OTTHCK
MeYaTH.

5. BusupoBanue nokymeHTOB. OTMETKa Ha JOKYMEHTE: OTMETKa O TMOCTYIJICHUH
JIOKYMEHTa B OpPraHU3aluio, Pe30JIIOIHs, OTMETKA O KOHTPOJIE, OTMETKA O 3aBEPEHUU
KOIUU JIOKYMEHTA.

6. UWpentuduxatop SIAEKTPOHHOW KOmMWUU JOoKymMeHTa. OTMeTka 00 HCIOJHHTEE.
OtmeTKa 00 UCTIOTHEHUH JJOKYMEHTA M HAalPaBICHUH

Bonpocwt ona oocyscoenun:
JIOKyMEHTOOOOpOT:  MOHSATHE, TPUHLUIBIL, KOJUYECTBEHHbIE M  KadeCTBCHHBIC
XapaKTEPUCTHUKHU.
OcCHOBHBIE 3TaIlbl TOKYMEHTO000pOTA.
JIOKYMEHTOMOTOKH: BXOJSIIAst, UCXOAIIas, BHYTPEHHSS IOKYMeHTanus. TexHoJaorus
00pabOTKH JOKYMEHTOIIOTOKOB.
Crenuduyeckne TEXHOJIOTHH 00pabOTKH TOKYMEHTAIIUHN
- KOH(pHUIEHITMATbHAS JOKYMEHTAIHS;
- TOKyMEHTallUs 0 0OpalieHUsIM IpakIaH.

Cemunap Ne3.
Tema: «Opranu3auMOHHO-PACIOPSAUTEIbHbIE



JAOKYMEHTBI, HX cOCTaBJIeHHe U opopmiieHue. [le1oBasi 1 KOMMep4YecKasi IepenucKa».

Bonpocet memuoi:
OpranuzanvonHass  JgokymeHrtanus. OOmme TpeOoBaHUS K  OpraHU3ALMOHHBIM
JOKyMeHTaM. YcraB npeanpuarus. JJosskHoctHas uHerpykuus. Ilomoxenue. IltatHoe
pacnucanue. CTpykTypa M IITaTHas YUCIeHHOCTh. CTpYKTypa U ux coaepskanue. [Ipapuna
ux ohopmiierns. CoctaB 00s3aTeNIbHBIX PEKBU3UTOB U TpeOoBaHus K odopmiieHuro. Llensb
ATUX IOKYMEHTOB, IOPAJIOK U3AaHUS, YTBEPKACHUS U PETUCTPALUU.
PacnopsimuTenbHble TOKYMEHTHI Kak oJlHa U3 (hOPM HCIIOJHUTEIBHO-PACTIOPAIUTEIBHOM
JEeATEIIbHOCTH OpTraHu3alui, yuypexaeHud, npeanpustui. [Ipukassl, ux Bunel. [IpaBuia
opopmiieHns. OCOOCHHOCTH COCTaBJICHHSI TPUKA30B IO OCHOBHOW JEATEIBHOCTH U
IPUKa30B MO JHUYHOMY cocTaBy. OCOOEHHOCTH B COCTaBJICHMHM 3arojoBKOB U
bopMyITUPOBOK KOHCTAaTUpYIOLIel yacTu. PacriopsiaurenbHas 4acTh - cXxema MOCTPOSHUSI.
Brimucka u3 npukasa, ee Ha3HaueHUE U MpaBuiIa 0OPMIICHHSL.
[ToaroToBka, odopmieHue ykazaHuid ¥ pacnopspkeHuil. CTaauu MOATOTOBKH MPOEKTa
pacnopsiAMTENIbHOrO  ToKymeHTa. llpaBuna ero BHU3UpOBaHMS, TNOMIKUCAHUS U
peructpanuu. CpoKH HCIIOTHEHUS W BpeMs JOBEICHHS WH(POPMAIMU O KOHKPETHBIX
VCIIOJTHUTEIIEH.
HNudopmaninoHHO-CipaBoYHbIE JTOKyMEeHThl. Ha3HaueHue u coctaB MH(OPMaLOHHO-
CIpaBOYHBIX JOKyMEeHTOB. CrnpaBka. PeKBU3UTBHI CIpPaBOK, BUIbI CIPABOK, MpaBUIIA
HaIlACaHHUs.
Joxnaguele  3anuckd. Lleap  JOKJIagHBIX — 3alMCOK, MpaBujia  OQOpPMIICHUS.
OObsicHuTeNbHBIE 3amUCKU. Lledh OOBSICHUTENBHBIX 3allMCOK, MpaBHiia O(QOPMIICHUS.
CrnyxebHas 3am1CKa, €€ Ha3HAYCHHE.
AxTbl. Cxema cocraBieHusi akta. PexBusuthl akta. CocraBHble yacTu akta. [lopsgok
MOAMKUCAHUS U YTBEPKIACHUS.
[Iporokon. TpebGoBaHuWs K COCTaBICHUI0O M OGOPMICHHUIO IMPOTOKOJOB. PEKBHU3WTHI,
COCTaBHbIE 4YAaCTH. BuIbpl MpPOTOKOJIOB: MOJIHBIE, KpaTKHE, COKpalleHHble. JloBeneHue
penieHnii (TOCTaHOBJICHUH) 10 HCTIOTHUTETICH.
JlenoBoe mucbMo B yciioBusAX yHuuKanuu. OdunuanbHOe MUCbMO Kak CPelICTBO CBSI3U
NPEANPUATHI, OpraHU3alui, YYpPEKJACHUU C BHEMHUM MHUpPOM. CTpyKTypa NHChMA.
OcHoBHBIE TpeOOBaHUS K TEKCTy. PexomeHmammu mo moctpoeHuro ¢pas. [IpaBuna
o opMIIeHHUS JIEIOBOTO MHUCHMA.
[Tonsitue G6manka nmuceMa. Ctannaptsl Ha (Gopmylnspel-oOpasnbl. PEeKBU3UTHI MUcbMa U
npaBmwia ux  odopmueHus.  OtnenpHBIE  BUABI  NUCEM:  WHGOPMAIMOHHOE,
0J1laroJapCcTBEHHOE, MUCHMO-U3BEIICHHE, TMChMO-3apOC, MUCbMO-TPeOOBaHNE, TUCHMO-
otBeT u Ap. CocTaBlieHNE TEKCTOB CIYKEOHBIX MMHUCEM.

Bonpocwt ona oocyscoenun:
OOu1re TpeOoBaHUS K OPraHU3aMOHHBIM IOKYMEHTAM.
VYcraB npeanpusarus.
JIOJDKHOCTHAs! MHCTPYKIIMSL.
ITonoxenue.
[IIratHOE pacniucanue.
[Ipukassl, X BUABI.
WHudopmannoHHO-CIIpaBOYHbIE JOKYMEHTBI.
JloknagHble 3aMMCKH.
. AKTBHI
10. IlpoTtokomn
11. JlenoBoe MUCHbMO B YCIOBUAX YHU(UKALINN.

CoNo~WNE



12. ITousTHEe G1aHKA NUCHMA.

Cemunap Ne4.
Tema: «KagpoBas nokymentauuss Opranusanusi paéoThbl ¢ JOKYMEHTAMUY.

Bonpocbt memur:

1. 3nauenue KaJApOBbIX JOKYMCHTOB. CocTtaB u BUbI JOKYMCHTAIIUHU IO JINYHOMY COCTAaBY.
[TpaBuna ux cocrarieHus. Y HudumupoBanabie popmbl fokymeHTOB. [Iprukas. OdopmiieHne
npuema Ha pabory. [lepeBoa Ha apyryro paboty. [IpenocraBienue oTnycka. YBOJbHEHHE C
pabotel. JluuHoe 3asBneHWe. XapaktepucTuka. COCTaBHbIE YacTH XapaKTEPUCTHKH,
npaBuia opopMIICHUSI.

2. Tlopspok nBUXKEHHS JTOKYMEHTOB B opraHuzanuu. lloHATne HOKyMEHTOOOOpOoTa M €ro

ocHOBHbIe 3Tambl. OOpaboTka JOKYMEHTOB, TOCTYNAIOIIMX B  OpraHU3alMIo.

[IpenBapuTenbHOe pacCMOTpPEHHE JOKYMEHTOB B  ClIy)0e JOKYMEHTAI[MOHHOTO

obecrieueHus yrpaBiacHUsI.

PGI‘I/ICTpaHI/IH 1 UHJACKCAUA NOKYMCHTOB.

4. KoHTpousb 32 UCTIOTHEHHEM JOKYMEHTOB. CpOKU MCHOJIHEHHs JOKYMEHTOB. Opranusaius
PaILMOHATILHOTO ABMKEHUS JOKYMEHTOB BHYTpH npeAnpusatus. O0padoTka HCIIOIHEHHBIX U
OTHPABIACMBIX JOKYMCHTOB.

5. HcrnonHeHue MOKyMEHTOB. AHaJM3 CTPYKTYPbl JOKYMEHTOOOOpoTa. MeToapl ydera H
COKpAIIEHUS TOKYMEHTO000pOTa. YUeT KOJIMYeCTBa U KayecTBa JOKYMEHTOB OpraHU3alllu.
Coxpamienue o0beMa J0KyMEHT0000pOoTa.

w

Bonpocwt ona oocyycoenun:

1. KoMIuiekc kaapoBoil JOKYMEHTAIMU: TIOHATHE U €€ COCTABIIAIOLIME.

2. YaudumnupoBanabie (OpMBI IEPBUYHON YUETHON JTOKYMEHTAIIUU TI0 YUETy TPy/ia U €ro
OILJIATHI.

3. TpynoBoii 1OroBop: coaep>kaHue U MOPAIOK 3aKIHOUEHUS.

4. OcobeHHOCTH TOKYMEHTHPOBAHUS 3TAIlOB TPYIOBOM NEATEILHOCTH pabOTHUKA (IIpHUEM,
NepeBo/], OTMYCK, KOMaHAUPOBKA, YBOJIbHEHHE U AP.)

5. TpynoBas KHUXKKA: paBHUJIa BeIeHUS U 0POPMIICHHUS.

6. OdpopmieHue u BeeHNEe TUIHON KApPTOYKH U JIMYHBIX JIE]I.

7. Iporiecc 3anmuThl MpodhecCHOHATBHBIX JaHHBIX B KAJAPOBOH CITyKOe€.

Cemunap NeS.
Tema: «CucremaTu3anusi J0KyMeHTOB U (popmMupoBaHue aeji. OnepaTuBHOe XpaHeHHe
AOKYMEHTOB M JeJ1».

Bonpocvi memui:

1. Opranum3anus OSKCHEPTHU3Bl  LIEHHOCTH  JOKyMeHTOB. OOmue T1peOoBaHMA K
cucremaruzanuu J1oKymeHToB, Homenxiatypa pnen. CocraBiieHHE 3arojlOBKOB A€l
OcHoBHBIe npaBuiIa GopMUpoBaHus Aei, OnepaTUBHOE XpaHEHUE JOKYMEHTOB U JIeI.

2. TloxnrortoBka Jen K apXMBHOMY XpaHeHHI0. CocTaBiIeHNEe BHYTPEHHEH OMKUCH JOKYMEHTOB
U 3aBeputenbHO Haamucu. CocraBieHue u opopmieHue onuceit nen. Ilepexpaya nen B
apXuB.

Bonpocwt ona oocyscoenun:



1. Cucremartusanus JOKyMEHTOB.

2. CocraBneHre HOMEHKIATYPHI JAeJ: Ha3HaYeHHE, BU/IbI, 0COOEHHOCTH 0(hOpMIICHUSI.
3. ®opMHUpOBaHHKE JIe]: OCHOBHBIC OTIEPAITIH.

4. IlpaBuiia onepaTUBHOIO XpaHEHUS JEII.

3. OdopmieHue Aes U COCTaBICHUE OMHUCEH.

4. Ilopsiok nepenauu JOKyMEHTOB B apXUB.

ITopsinok oTpadOTKM CTyIeHTAMH NPONYLIEHHBIX 3aAHATHI

HezaBucumo ot IIPUYUHBI OTCYTCTBH HA 3aHATHAX BCC IMPOMMYHMICHHBIC TEMBI JOJIXKHBI

ObITh OTpaboranbl. OTpaboTKa MOMKHA MPOXOAUTH B (hopMe MOArOTOBKM pedepaTa Mo Teme
NPOMYIICHHONW JIeKIMM WM ceMmuHapa. Ilman pedepata momkeH coBmagaTh C IUIAHOM
NPOMYIIEHHON JIEKIIUU WIIK CEMUHAp

10. OueHo4HbIe cpeacTBa A1 NPOMEKYTOYHOM ATTeCTAUHN

Bomnpocs! k 3a4ery:

1.

IS

B2 oo~

13.

14.
15.
16.
17.

18.
19.
20.

21.
22.
23.
24.
25.
26.

0.
. CocTaB peKBU3HUTOB, NpaBHIa UX O)OPMIICHUSI.

12.

Jlenonpou3BoACTBO Kak (yHKIUS yIpaBICHHUS, COBPEMEHHBIE TpeOOBaHUS K €ro
OpraHH3aIiHy.

JIOKyMEeHT, OCHOBHBIC TIOHSTHS, (QYHKIIUU U CIIOCOOBI JOKYMEHTHPOBAHUSI.

Nudopmanus u 1OKyMeHT.

Knaccudukanus nokymeHTa.

DIIEKTPOHHBIN TOKYMEHT U JOKYMEHTOOOOPOT.

Yuudukanmus U CTaHAApTH3alUs KaK OCHOBHOE HAMPABICHHE COBEPIICHCTBOBAHUS
JIOKYMEHTOB.

CucreMbl TOKyMEHTAIUH.

YHuduuupoBaHHbIE CUCTEMBI JOKYMEHTALIUH.

OO6mme TpeboBaHuUs K TEKCTY JOKyMeHTa. I1opsiioK U310KEHUs TEKCTa TOKYMEHTA.
HopmaTtuBHo-nipaBoBas 0a3a 1e10nponu3Bo/ICTBA.

Buapl 01aHKOB TOKYMEHTOB, UX XapakTepuctuka. [IpaBuna odopmieHus, U3roTOBIECHUS,
yuéTa, UCTIONH30BAHUS M XPAHEHHUS OJIAaHKOB OpTaHU3aI[1H.

XapakTepucTUKa U COCTaB PACTIOPSIIUTENbHBIX IOKYMEHTOB: TPEOOBAHMSI K COCTaBICHHUIO
U 0()OpMIICHHIO.

Kommekc kapoBoil JOKyMEHTAIINH.

O6u1me mpaBuia oopMIICHHS IPUKA30B 110 JTUYHOMY COCTaBY.

TpynoBoii 10roBOp: COAECPKAHUE U TTOPSATOK 3aKIIOUCHUS.

OCOOEHHOCTH TOKYMEHTUPOBAHUS ATANOB TPYIOBOU NEATEIBHOCTH paOOTHHKA: MPUEM,
NepeBoJl, OTIYCK, KOMAaHIUPOBKA, YyBOJbHEHHE, MOOMIPEHUE, IUCHUILIMHAPHOE
B3BICKAHUE.

[TonsiTve, MPUHLIUIIBI U XapaKTEPUCTUKHU TOKYMEHTOO00pOTA.

OcCHOBHBIE 3TaIlbl JOKYMEHTOO00POTA.

XapakTepucTuka  JOKYMEHTOIIOTOKOB:  BXOZsINAs,  HCXOAsIIas,  BHYTPEHHSSA
JIOKyMEHTAITHSI.

OcoberHocTH paboTHI C KOH(MUIEHIIUATEHON TOKYMEHTAIIHECH.

TexHomnorust paboThl ¢ 0OOPAIICHUSIMH TPAXKIAH.

CucremaTtu3zanys JOKYMEHTOB, X YUYET U 00eCIieYeHHe COXPAaHHOCTH.

Homenkmnarypa nen: BUJIbI, COIepKaHue U TIOPSAOK COCTABIICHUS.

®dopmupoBanue U 0hOpPMIICHUE JEN.

OcHoBHbIE TPeOOBaHUS K OPTaHU3AIUN TEKYIIETO XPaHEHUS UCTIOTHEHHBIX TOKYMEHTOB.



27. IlonroroBka JOKYMEHTOB K cllaue B apXHB. APXHUBHOE XpaHEHUE JTOKYMEHTOB.

28. Poib  TOKYMEHTAlIMOHHOTO  OOCCIEYECHHS B  COBEPIICHCTBOBAHWM  YIIPaBJICHUS
IpEAIPUATHAMU

29. Ucropus CTaHOBIEHHUS U PA3BUTHUS JTOKYMEHTALMOHHOIO OOECIEYEHHUs YIpaBJICHUS B
Poccun

30. SI3bIK ¥ CTHIIBH IETTOBOM TOKYMEHTAIIUH

11. IlepeyeHb OCHOBHOM M IONOJHUTEJIbHOI Y4eOHOI JIMTEpaTypbl, HEOOXOAUMOI IJIsI
OCBOEHHS THCIUMIHHBI
OcHoBHasi JuTEpaTypa:
1. Tamumesa, H. B. JlokymeHTannonHoe obecnieuenue yrpasnenus: yueonuk / H. B. INanuesa, XK. K.
I'anueB. — Mocksa: Uzmarensckuit JJom MUCuC, 2021. — 188 ¢. — ISBN 978-5-907227-50-7.
— Texkcer: anextponnsiit // L{udposoit o6pazoBarensHbiii pecypc IPR SMART: [caiir]. — URL:
https://www.iprbookshop.ru/116986.html

2. bypmuctpoB, A. H. KaapoBoe nemnonpou3BOACTBO M CTaHIApPTU3ALMS Tpyda. ydeOHOe
nocobue / A. H. Bypmuctpos, M. II. Cunssuna, O. B. Kanuanna. — Cankr-Ilerepoypr: CaHkT-
[TerepOyprckuii monuTexaudeckuii yausepcuteT [lerpa Benukoro, 2020. — 104 ¢. — ISBN 978-
5-7422-7046-1. — Tekcr: snextponHsblii // Ludposoii o6pazoBarenbublii pecypc IPR SMART:
[caiiT]. — URL.: https://www.iprbookshop.ru/116130.html

3. Kyzuenona, U. B. KondunenuanbHoe 1e10mporn3BOICTBO U 3AIIUIIEHHBINA SJICKTPOHHBIHA

JIOKYMEHTOO000pOT: yueOHoe mocobue s OakamaBpoB / U. B. Ky3nemnona, I'. A. Xavarpsa. —
Mocksa: A [lu Ap Memua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Tekcr:
anexktpoHHei // Iudposoit obpazoBarensHblii pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/97083.html

JlonotHUTE/ILHASI JIUTEPATypa:

1. Macanosa, 0. A. MHHOBanMOHHBIE TEXHOJOTUM YIPABIEHHUS TEPCOHAJIOM: ydeOHOE
nocobue / FO. A. MacanoBa. — Mocksa: Aii [Iu Ap Meaua, 2021. — 323 ¢. — ISBN 978-5-4497-
1161-8. — Tekcrt: anexkTponHsbIi // Ludpooit o6pazoBarensHbIii pecypc IPR SMART: [caiiT]. —
URL: https://www.iprbookshop.ru/108225.html

2. 3emnsHCKHM, A. A. VYmpaBieHne HWHPOPMAIMOHHBIMH pecypcaMd B Hay4dyHO-
HCCIIeI0BaTeNbCKOM pabote: yueOHoe nmocooue / A. A. 3emnsuckuit, U. E. beictpennna. — 2-e
m3n. — Mocksa: JlamkoB u K, 2021. — 110 c¢. — ISBN 978-5-394-04149-5. — Texkcr:
anexktpoHHei // Ludposoit obpazoBarensHblii pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/107830.html

3. CmupnoBa, E. II. JlemompousBoactBo [jisi cekperaps. PaspaboTka, ydeT U
XpaHEHUECTY)XeOHOH JoKyMeHTaruu: mpakTudeckoe mocodue / E. I[1. CmupHoBa. — 2-€ u3a. —
CaparoB: Aii Ilm Op Memma, 2019. — 210 c. — ISBN 978-5-4486-0465-2. — Texkcr:
anektponublt // Ludposoit obpazoBarensHbiii pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/79622.html

4. JlankoBa, A. I'. JlokyMeHTaIIMOHHOE 00ecriedeHUe YIpaBICHUS MEPCOHATIOM: yaeOHOE mocoone

/ A. T. JlankoBa, B. A. ILlpirankoB. — Omck: OMCKHH TOCYJapCTBEHHBIH TEXHUYECKHMA
yauBepcuteT, 2019. — 154 ¢. — ISBN 978-5-8149-2860-3. — Texkcr: anexktponnsiii // Lludporoii
o0Opa3oBaTeNbHbII pecypc IPR SMART: [caliT]. — URL:

https://www.iprbookshop.ru/115469.html
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13. Ilepeyennb pecypcoB HHGPOPMANMOHHO-TEJICEKOMYHHMKAIMOHHOI ceTu « MHTEepHeT»,
npodeccuoHaIbLHbIX 023 TaHHBIX 1 HH(POPMANMOHHBIX CIIPABOYHbIX CHCTEM,
HEO00XOUMBIX /ISl OCBOCHHUS TUCHUILINHBI

http://economics.edu.ru — O6pa3oBaTeabHBII TOPTAT

https://minobrnauki.gov.ru/ MwuHHCTEpCTBO HAyKH | BhICIIEro oOpa3oBaHus PO
http://www.aup.ru/library/ DnextponHas 6uOIHOTEKa SKOHOMHYECKOM U JICIIOBOM JTUTEPATYPHI
http://ecsocman.hse.ru/ Caiit mexayHapogHoro xxypHaia TIpoOiemMbl TEOpHU U MPAKTHKH
yIpaBJICHUS

http://www.mevriz.ru/ OduumanbHblii caidT )xypHaia «MeHemkMeHT B Poccun 1 3a py6exom»
CrpaBouHast ipaBoBast cuctema «Koncymnprant-ITmrocy - www.consultant.ru

CnpaBouHas ipaBoBasi cuctema «[ apant» - Www.garant.ru

14. MeToan4yeckue yKazaHus 11 00y4AlOIIUXCS 110 OCBOEHUIO JUCIUIIIMHBI

Wzydenne y4eOHONW IUCHMIUIMHBI «JIOKYMEHTAlMOHHOE OOECIeueHUue YIpaBICHUS
[IEPCOHATIOM» MPEATNoaraeT OBJaJIcHUEe MaTepuanaMu JIeKI Ui, yueOHUKa, TPOrpaMMBl, paboTy
CTYJECHTOB B XOJI€ ITPOBEJICHUS NTPAKTUUECKUX 3aHATHH, a TAK)KE CUCTEMAaTUYECKOE BBIITOJIHEHNE
INUCbMEHHBIX paboT B (opMme pedeparoB, TECTOBBIX M MHBIX 3aJaHUN A CaMOCTOSATENIBHOU
paboThI CTYIEHTOB.

B xone nexuuil pacKphIBalOTCS OCHOBHBIE BOIIPOCH! B PaMKaxX pacCMaTpUBAEMOTI0 pas3zeia,
JIeNAOTCs aKIEHTHl Ha HauboJiee CI0XKHBIE U MHTEPECHBIC MOJIOKEHHUS M3y4aeMOro mMarepuasa,
KOTOpPBIE JIOJKHBI OBITh NPHUHATHI CTYyJE€HTAMHM BO BHUMaHME. Marepuanbl JIEKIUUN SBISIOTCS
OCHOBOH /U1 TOATOTOBKM CTyJ€HTa K IPAaKTMUECKUM 3aHATHSM U BBIIOJHEHUS 3aJaHuil
CaMOCTOSITEIIbHOU PaOOTHI.

OCHOBHOH LENbIO MPAKTUYECKUX 3aHATHH SBISETCS KOHTPOJIb 33 CTEIEHbIO YCBOCHUS
IPOIIEHHOTO MaTepuasla, XOAOM BBIOJIHEHHUS CTYyAEHTaMH CaMOCTOSITEIbHOM pPaboThl H
paccMoTpeHHe HanboJiee CI0KHBIX U CIIOPHBIX BOIIPOCOB.

15. Ilepeyenb HHPOPMANMOHHBIX TEXHOJIOIHH, HCIOJb3yeMBbIX MPH OCYLIEeCTBJICHUHN
o0pa3oBaTe/IbHOI0 mpomecca MO JMCHUILIMHE, BKJIOYasi NepedyeHb IPOrpaMMHOIO
olecrieyeHus1 U MHGOPMAIMOHHBIX CIPABOYHBIX CHCTEM

OmnepanuonHas cuctema — Linux, maker oducHsix nporpamm — LibreOffice nmu6o
onepanronHas cucrema — Windows, maket oucHsix mporpamm — Microsoft Office B
3aBHCUMOCTH OT paclpeieieHus ayAuTOpuil. Y4eOHbIe ayAUTOPUHU OCHAILICHBI KOMITBIOTEPHOM
TEXHUKOW C BOBMOYKHOCTBIO MOAKIIOUEHUs K ceTr "MHTepHeT" n obecrneueHnem 10CcTymna B
AIIEKTPOHHYIO HHPOPMALIMOHHO-00pa3oBarTenbHyto cpeny UHcTuTyTA.

16. Onucanue MaTepUAJIbHO-TEXHUYECKOM 0a3mbl, He00X0IMMOI A
ocyllecTBJIeHHs 00Pa30BATEJILHOI0 NpoLecca Mo AUCHHUILINHE

Jlnst u3ydeHus JUCUUIUIUHBL «/loKyMeHTalmoHHOe 00ecrieueHHe yrpaBIeHUs
MEePCOHATIOM» HEOOXOJUMO HaJIHuKe ayJUTOPUH, OCHAILEHHON MYJIbTUMEIUHHBIMU CPEICTBAMU
00y4YeHHMS [T YTEHUS JICKIIUI U TPOBEICHUS] CEMUHAPCKUX 3aHSATHH.

17. METOANYECKHUE PEKOMEHIALIMH JUISI IPENTOJABATEJIE# IO MOATOTOBKE U
IMPOBEJEHMIO PA3JIUYHBIX BUAOB YUEBHBIX 3AHSTHIA.

IOArOTOBKA M ITPOBEIEHUE JIEKIIUI1
Jlekumsi (ot nat. lectio — yreHue) — cucTeMaTHUecKoe, IOCIEIOBATEIFHOE U SCHOE
U3JIOKEHHE IperoaBaTesieM y4eOHOTO MaTepualia WiId Kakoro-mubo HaydHoro Bompoca. Ilpu
HEOOXOIMMOCTH MOXKET CONPOBOXAATHCS JIEMOHCTpalei cnaiiioB u ¢uiabmoB. Kak ogna u3
OpraHM3alMOHHBIX (OpPM M METONOB OOYyYEHHS TpaTWIMOHHA JJIS BBICIICH IIKOubL Jlekums —
HKOHOMHBIH 110 BpeMEHH CIIOc00 COOOIEHHs CTYACHTaM 3HAYUTEIbHOro 00bemMa nHpopmanuu. B
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cpenHeM ydeOHas JeKius 3anuMaet 1,5 — 2 gaca.

OCHOBHBIMU COBPEMEHHBIMU MpPeHosaHUuAMU, TPEIbIBISIEMbBIMU K JEKIUHU, SBISIOTCS:
[EJIOCTHOE W CHUCTEeMAaTHYECKOE W3JIOKECHHE MaTepuana, €ro Hay4YHOCTb, JOCTYIHOCTb,
OpraHvYHas CBA3b C APYTMMHU BUJIAMU Y4EOHBIX 3aHSITHH.

Jlex1us J10KHA UMETh:

® YETKYIO CTPYKTYPY U JIOTHUKY PACKPBITHS MOCIEA0BATEIHHO N3Y4aeMbIX BOIIPOCOB;

® UMETh 3aKOHYCHHBIN XapaKTep OCBEIEHUS ONPEICIICHHON TeMBbI (MpoOIeMbl), CBI3b
C MPEABIIYITUM MAaTEPUATIOM;

e OBITH JI0KA3aTEIbHON U apryMEHTHUPOBAHHOM, COJEpKaTh JOCTATOYHOE KOJIUYECTBO
MIPUMEPOB, 0OOCHOBAHMI, JOKA3aTEIbCTB;

® CTaBUTH NeEpPe] CTYACHTAMH BOIIPOCHI JIsI PA3MBIIILJICHUS;

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

® JIEKTOPY HEOOXOIUMO YMETh YIEp>KUBAaTh BHUMAaHHUE ayJUTOPHH, €T0 Peub J0JKHA
OBITh KYJBTYPHOH, T.€. OTJIMYATHCS CMBICIOBOM TOYHOCTBIO U TPaMMaTHYECKOMN
MPABIJIBHOCTHIO; OH JIOJDKEH BIIAJIETh CICIHAIBLHON TEPMUHOJOTHUEH M YMETh ee
Pa3bACHSATS.

Ot nektopa TpebyeTcss HE TOIBKO YETKOE U JIOTHYECKH CBSI3HOE M3JI0KEHHUE COJICpKAHUS
npeaMeTa, HO U YMEHUE HalpaBUTh U CTUMYJIUPOBATH CIyIIaTeNed K aKTUBHOM MBICIUTEIbHON
pabote. BocnpusiTue JEKIUK CIyIMIATEIIMUA 3aBUCUT OT KauecTBa Marepuania. [ TaBHOE B JTEKIIUU
— YMEHHE aKTHUBU3UPOBATH MO3HABATEIbHYIO AEATEIbHOCTb ChylaTenel, JOOUThCS OTBETHOM
MBICTTUTENILHON peakuuu. Jlekuwsi Mpu3BaHa TOATOJIKHYTh CTYACHTOB K Pa3MBIIUICHUIO,
MOJICKa3aTh HAMPABJICHUS CAMOCTOSTEIbHON paboThl, MOOYAUTH K IEHCTBUIO.

B kaxxm0ii JeKIMU TOIKHBI OBITH HEPA3PHIBHO OOBEIMHEHBI JBA HaYala - 00pa3oBaTeIbHOe
U BOCIUTaTeNbHOE. B nexkuuu He MO0KHO OBITh HUYEro JIMIIHEro, BCE HampaBisieTcs Ha
JOCTHIKEHHUE TTOCTABIIEHHOM IEJIM, Ha PACKPHITHE OCHOBHOM HJEH, HA JI0KA3aTENbCTBO TOTO WU
uHOro mnosiokeHus. CyllnecTBEeHHOE 3HAUY€HUWE MMEET MCIOJIb30BaHUE Ha JIEKIMH CPE/ICTB
00paTHOW CBS3M Pa3IMYHON CTENeHH CI0XKHOCTH. OOpaTHas CBA3b BBICTYNAET Kak CIOco0 uis
JIEKTOpa MOoIy4yaTh MPEACTaBIEHUE O X0/I¢ YCBOCHUS MaTepralla U akTUBHOCTH ayIUTOPHUH.

Iloozomoeka nexkyuu - 1TO TPOIECC, BKIIOYAIMUNA B ceds cOOp, HAKOIUICHHE U
pacmpenelieHne MaTepuaia MO BpPEMEHH, MPOAYMBIBAHHE JIOTUYECKOTO MOCTPOEHUS JIEKIUH,
BBIJICTICHHE HAan0O0JIee BaYKHBIX MOMEHTOB M3 BCEro Marepuaa. JIeKius JomKHa akKKyMyITupOBaTh
BCE HAKOIUICHHBbIE MaTepuaibl, TaK WIM WHa4de OTHocsAuuecs k Tteme. [Ipouecc moaroTtoBku k
JeKIMM WHIWBUIYaJe€H W BO MHOTOM 3aBHUCUT OT CIIOKHOCTH TEMBI, TOJATOTOBIEHHOCTH
npenoaaBaresnsi, ocoOeHHocTel yuyeOHol rpynmnbl. OgHaKo, HECMOTPS Ha 3TO, MOXKHO BBIJIEIUTD
OCHOBHBIE 3Tallbl B MPOIECCE MOATOTOBKH, XapaKTepPHBIC IS JISKIUU IO JII0O0OMY ydeOHOMY
npenmety. K HuM otHOCSTCS:

® U3y4YECHUE UCXOAHOM JOKYMEHTALINY;

e pazpaboTKa 3aMbIciia JIEKIIUU U BBIOOP 11e71ecO00pa3HOi METOIUKH;

e oopMIICHHE JEKIIUH, PEIETHIIHSL.

Cmpykmypa nekyuu:

® HA3BAHUE TEMBIL;
yKa3aH#e BPEMEHH Ha JICKIIUIO B I€JI0M, BBOJHYIO YaCTh, OCHOBHYIO YaCTh, 3aKTIOUYCHHE;
BBOJIHASI YaCTh;

OCHOBHAsI 4aCTh;
KpaTKHe BBIBOJIBI IO KAXKIOMY U3 BOIIPOCOB;
3aKIJIIOUEHUE;

® CIIMCOK HCIIOJIb30BAaHHOM JINTEPATYPBHI.

K wucxomnoit noxkymeHTanuu, KOTOpPOW 00s3aH PYKOBOJCTBOBATHCS IPETOIaBaTEelb,
OTHOCHUTCSI MpOrpaMMa y4eOHON MUCIUIUIMHBI, YYeOHUKH M y4eOHO-METOIUYECKHE MOCOOus,
YacTHBIE METOJMKH MpenofaBaHus JUCIHUIUIMHBL, pacHUcaHue 3aHATUN co cTyneHTamu. [lpu



pa3paboTKe 3aMbIciia JEKIIUU OJHOW M3 BaKHBIX 3a/1au MPEIoaaBaTess SBISETCS MOCTaHOBKA
ydaeOHOM mpoOJieMbl. YMEHHE HAWTH OCHOBHYIO HJCI0 B KaXKIOW JICKIIMOHHONW TEeMe HMEET
pemraromiee 3HaueHue g ee ycmexa. Kak mpaBmiio, Tema JIEKIMH OlpeneieHa y4eOHOM
mporpaMmou maHHOW mauctuiiuHbl. OHa o0s3aTtenbHa I TIpernojaBarens. V3MeHeHus B
HA3BaHUM TEMbI, IMOCTAHOBKE yUYEOHBIX BOMPOCOB 00s3aTENbHO O0CYyXIaroTcs Ha kadenpe u
TOJIBKO TIOCJIE COOTBETCTBYIOIIETO YTBEP)KICHHUS BHOCATCS KOpPpPEeKTHUBBHL. (CaMOCTOSATEIHLHO
U3MEHATh WX (OPMYIHpPOBKY TMpernojaBareilh HE HMeEeT mpaBa. Ero mpaBo — BBIOMpATh
CoJIepKaHue, COOTBETCTBYIOIIEE TeME WM y4eOHBIM BOIpOCaM, a Tak)Ke METO/bI, BEAyIIHE K
JOCTH>KCHHUIO OINTUMAJIBHOTO pe3yibTaTa I103HABATENIbHOW JESITENIbHOCTU CTyAeHToB. I[lpu
BBIOOpE METOIOB MPETOaBaTEeIh UCXOIUT U3 COOOPAKEHHS MEaroruIecKoi 11e1eco00pa3HOCTH
M ydera cocTaBa CTyJeHYeckod aymuropuu. [Ipm pa3paboTKe CTPYKTYphI JIEKIIUH Ba)XXHO
cMoeUpOBaTh YPHEKT ee BO3ACHCTBUSI, paCWICHUTh YUeOHBII MaTepra Ha MOAYJIH, TOTUYECKH
YBSI3aHHBIE IPYT C APYroM, CPOopMYyIUPOBATH OCHOBHBIEC HJIEH U BBIBOJIBI 0 KAKIOMY yU4eOHOMY
BOIIPOCY U TEME B IIEJIOM; HAJ0 TaK MOJOUTH K COOpaHHOMY MaTepHaIly U TaK 3HATh €T0, YTOOBI
HallTH KaxaoMy Y4eOHOMY MOMYNIIO €ro JOormueckoe wmecTo. Jlormdeckas CTPOWHOCTD,
COpPa3MEPHOCTh W B3aMMOCBS3b OTACIIBHBIX YaCTEH BEACT K YETKOCTH €€ M3JI0KEHHUS, SICHOCTH
OCBEILIEHUS BOTIPOCa, 00JIeryaeT ee MOHNMAHKE CTYICHTaMHU.

OdopmiieHre JNEKIUKA 3aKIIFOYAETCs, KaK MPaBUJio, B pa3pabOTKe €€ MOJHOTO TEKCTa WU
TTaHa-KOHCTeKTa. [IoTHBINH TEKCT JIEKIMKU HEOOXOUM MPU YTEHUH JICKIHH 10 0C000 BaXKHOMY
yaeOHOMYy MaTepuany. B miaHe-KOHCIIEKTe TaeTCs KPaTKOe CoepKaHNe U3JIaraéMbIX BOIPOCOB,
(akTHUeCKuil MaTepHuall, BBIBOABI U 000OIICHUS, TOMETKA O BPEMEHH U MeCTe JEMOHCTpAIHH
CPENICTB HAIISITHOCTH, a TAKXKE JPYrUe MOMETKH, HEOOXOAMMBIC TIPETIOaBaTEII0 B X0/I€ YTCHHS
JeKIMU. B OTIENbHBIX clydasx MpenojiaBareilb COCTABISICT KPATKUM IUIAH JIGKIMH, BKIIIOYas B
HEro 00s3aTeNbHBIE BXOIHBIE TAaHHBIC U TIEPEUYCHb BOMPOCOB C PACIIPEACIICHIEM HX 110 BPEMEHHU.

Beoonasa uacme (s6eoenue).

Bcerynnenue (BBemeHue) ompenensieT HE TOJBKO TeMy W IUIaH, HO W 1elb Jeknuu. OHO
NPU3BAaHO 3aMHTEPECOBATH M HACTPOUTH AyJUTOPUIO HA CiyliaHue martepuana. Ha nexuum
MIPETIoIaBaTelli0 HEOOXOAMMO CHayalla YCTAaHOBUTH KOHTAaKT C ayAWTOpPHEH, 3aTeM, HE TOPOIIACH,
YETKO U SICHO, Ha3BaTh TEMY JIEKIIUH, AaTh CTYACHTaM 3amnucath ee. Jlanee nepeiT K U30KEHUIO
BBOJIHOM YacTH, B KOTOPOH OIPEIENIACTCS MECTO TEMbl B M3y4aeMOM Kypce W €€ 3HaueHHUE s
MPaKTHYECKON JAEATETBHOCTU CTYACHTOB, TPOUH(GOPMHUPOBATH O PACTIPEACTICHUU BPEMEHH Ha TEMY.
Ecmu 310 He mepBas JeKIus 1Mo TeMe, TO MPEToAaBaTeNb JODKEH CBA3aTh €€ C MPEAIECTBYIOMIECH
nekuueit. Jlanee ciemxyer mepeurcianTh yaeOHbIe BOMIPOCHI U JaTh BOZMOYKHOCTb CTY/ICHTaM 3aIliucaTh
HX.

[IpoBeneHue TEKIIUU MOKET MPEAyCMaTPUBaTh pa3IUYHbIC BAPUAHTHI €€ HaJalla, OJIHAKO B
11€JIOM BBOJHAS €€ YacTh JIOJDKHA YETKO OPUEHTUPOBATH CTYACHTOB B paMKaX paccMaTpHUBaeMOM
npoOJieMbl, a TaKk)Ke yKa3aThb Ha TO, YTO OHH JIOJDKHBI YCBOUTH Ha JICKIMH, YeMYy KOHKPETHO
Hay4UTHCS.

BBopHas yacTh JIeKIMK He JOJDKHA 3aHUMATh Oosee 5 — 7 MUHYT. Temn ee U3JI0KeHus, Kak
MIPaBUJIO, BBIIIE TEMIIA U3JIOKECHUS COJIEpKaHUsI YIeOHBIX BOIMPOCOB, YTO 3aCTaBIISACT 00ydaeMbIX
MICUXOJIOTHYECKH COOPAThCSI M COCPEOTOUUTHCA.

BaxHoe ycrioBue ycriexa npenojaBaress Ha JSKIIMH — MHTOHAIWS, BRIPA3UTEIBHOCTD €T0 PEUH,
ONTUMAILHOCTh €€ pUTMA W TEMIIa, BKJIIOYEHUE 3JEMEHTOB omopa. Omnpenensss TeMIl peuw,
MIperoiaBaTellb JOJDKEH YYUTHIBATh, YTO CTYJIEHTHI 3alMCHIBAIOT TOJIBKO TO, YTO MPEMNOaBaTeib
MOTYEPKUBACT TOJIOCOM, PA3psIKOM peuH, MeJarorm4ecKUMU Iay3amMH M MOBTOpaMH OTAEIbHBIX
TIOJIOXKEHHH, TTPHUIIIAIIICHUEM 00y9aeMbIX K TOMY, YTOOBI OHH 3alIOMHWJIA TO WJIA UHOE TOJIOKEHNE,
BBIJICJICHHOE TIPENO/IaBaTeIIEM.

3axknwuumenvhan uwacmp. 3aKITIOUYCHHUE B CTPYKTYpE JEKIIMH HMMEET TakkKe OOJbIIoe
3HAQY€HHE, T.K. MMEHHO OHO IIO3BOJISIET IOJBECTH HWTOTM CKa3aHHOMY, IOCTaBUTb IEpe]
CTyJICHTaMH HEOOXOAMMBIC 3a]a4M, yKa3aTh Ha CBS3b C MOCICAYIONUM YI4EOHBIM MaTEPHAIOM H
MOPSIIOK TMOJATOTOBKH K CIENYIOLIEMY 3aHSTHIO, OTBETUTh Ha BOMPOCHI, BOSHUKIIUE 32 BpEeMs
neknud. [Tociae 0OTBETOB Ha BOSHUKIIIKE BOMIPOCHI JICKTOP 3aKaHUYMBAET 3aHITHE.



Heo0XxoauMoO MOMHHUTB, YTO K BaXKHEMIINM MPEUMYIIECTBAM JIEKLIMOHHOTO OOYy4eHUs
OTHOCHUTCS TO, YTO JIEKTOPY MOKHO 3a/1aTh BOIIPOC U TYT K€ NOJIy4uTh OTBET. [locne Toro, kak Ha
NOCTYNMUBIINKA BONPOC JIaH MOJHBIA U IOCTATOYHO 0OOOCHOBAHHBIM OTBET, MPEIOIaBATEIIO MOCTe
JEKIMHU caelyeT 00yMaTh, I0YeMY 3a/laHbl TAKHE BOIIPOCHI, U BHECTH HEOOXOIUMbIE KOPPEKTHBbI
B TEKCT JICKI[UH.

JlexTopckoe MacTepCcTBO NPENOAABATENS, KaK U €0 3HaHUs, OTTaYMBAIOTCS B PE3YJIbTATE
eKeIHeBHOTO Tpyna. Jns »Toro TtpeOyercss TINATENbHBIA aHAIN3 PE3YJbTAaTOB KaxJIOH
IPOYNUTAHHOH JICKIMH, KaK 10 €€ COEPKaHHIO, TaK U 110 (OpMe U3T0KEHUS.

ITOArOTOBKA U ITPOBEJIEHUE ITPAKTUYECKUX 3AHATHIA

Criermuduka 3TOro BUa 3aHATHI (CEMHUHAPOB) COCTOUT B BBHIIIOJHEHUU CAMOCTOSTEIEHO
WINA TI0JI PYKOBOACTBOM IpENOaBaTeis 3alaHui U SABJIsETCS aKTUBHOH (opMOH ydeOHBIX
3aHsaTui. [IpakTHueckue 3aHATHS MPU3BAHBI Pa3BUBATH U 3aKPEIUIATh Y CTYACHTOB HaBBIKU
CaMOCTOSITENIbHOU padoThl, MPUMEHATH MOJYyYCHHbIE Ha JIEKIMIX 3HaHUsA. B xone cemunapa
BbIpabaTeIBaeTCs ymeHnue GopMyIupoBaTh, 00OCHOBBIBAT U M3J1araTh COOCTBEHHOE CY)KICHHE
no o0cyXKaaeMoMy BOIIPOCY, YMEHHE OTCTaMBaTh CBOM B3TJIS/ABI, @ TaKXkKe YIIyOsstoTcs U
3aKpEIJISIOTCS 3HAHUSA, TIOJyYEHHbIE Ha JIEKIHSIX U B XO/I€ CAMOCTOSITEIbHOM paOOTHI.

Bo Bcex ClIydasx CCMHUHApPBI BLBIIOJHAKOT IO3HABATCIbHYIO, BOCIHHUTATCIBHYIO U
KOHTPOJIbHYIO (byHKL[I/II/I, T.C. B XOAC NOATOTOBKHU U IIPOBCACHHA CCMHUHApa CTYICHTBI
npuobperarotr Oosnee TiyOOKHe 3HAHHUS, CYIIECTBEHHO PACIIMPSETCS MX MPEJCTaBIeHHE 00
M3y4aeMoM TpeaMeTe, MpuoOpeTaeTcss CoCOOHOCTh CBOOOJHO OMEPUPOBATH MOHITHSIMH W
TEpPMUHAMH, pPaHee UM HE3HAKOMBIMH. B Xoz1e ceMmrHapa mpernoaaBaTelb u3ydaetT 00yJaeMbIX,
CTENeHb YCBOEHHUS MMHU Marepuana. CeMUHAphl BBIIOJIHAIOT TaKKe U (YHKIHIO KOHTPOJIS:
MperoiaBaTellb  COCTABISIET Cy)KACHWE 00 ypOBHE 3HAHHWA OO0yYaeMbIX, IOIy4aeT
NpeaACTaBJICHUC O CUJIBHBIX U CJIaGBIX CTOPOHAX UX IMOATOTOBKH — BCC 3TO AACT BO3MOXKHOCTDH
MPEIOIaBaTeIi0 CBOCBPEMEHHO OKa3aTh HEOOXOJMMYIO0 TOMOIINL C1a00  YCIIEBAIOIIUM
CTYJICHTaM.

Paszymeercsi, 9TO BCero 3Toro yaacrcsi AOCTHYb TOJNBKO B CIIy4ae BHICOKOW aKTHBHOCTH
CTYACHTOB, KOTOpAasA HANIPAMYIO 3aBUCUT OT YPOBHS UX MOATOTOBJIICHHOCTH, a4 TAKIKC OT YMCHMUA
npernoaBaTess co3aarb aTMocdepy pPackKOBaHHOCTH, B3aWMOIIOHMMAaHUS W B3auMmojoBepus. K
TPAAUIIUOHHLBIM CCMUHApaMm B BBICIIIEH IIIKOJIE OTHOCST:
® 3aHATHUS, OCHOBHAas Ielb KOTOPBIX — YIIyOJIGHHOE W3YYEHHE  OIpPENEICHHOTO

CHCTEMAaTHYECKOTO Kypca M TEMaTUIECKH CB3aHHOTO C HHUM;

®  3aHATUS, IPCAHA3HAYCHHBIC IJIA OCHOBAaTEIbHOM HpOpaGOTKI/I OTACIBHBIX, Han0o0JIee BaXKHBIX
W TUIIUYHBIX B METOJOJIOTHYCCKOM OTHOLICHUN TEM KypCa UJIN OTHCJ’IBHOﬁ TEMBI,

OcHogHble pyHKYUU NPAKMUYECKO20 (CEMUHAPCKO20) 3AHAMUA:

Ilo3nasamenvnasa ¢ynxkyusa. CeMruHap TO3BOJIIET OPraHU30BaTh TBOPYECKOE, aKTHBHOE
U3YYEHHE TEOPETUYECKUX U MPAKTUUECKUX BOIPOCOB, YCTAHOBUTH HETIOCPEICTBEHHOE OOIIEHNE
IpenojiaBaTesss Co CTyIeHTaMHu, (OPMHUPYET CAMOKOHTPOJb 3a MPaBHJIBHBIM IOHUMaHHEM
M3y4aeMOro MaTepualia co CTOPOHBI CTYIEHTOB, PacIIUpSieT U 3aKpeIUIsieT 3HaHMs, HaBBIKU U
YMEHUSL.

Bocnumamenovnaa @ynkyusa. CemMuHap OCYIIECTBISET CBSI3b TEOPETUYECKUX 3HAHUM C
NPAaKTUKOM, YCHJIMBAeT OOpaTHYIO CBS3b CyOBEKTa U 00BEKTa BOCHHUTAHUS, JaET BO3MOXKHOCTD
MPEnoAaBaTeNio U3yUUTh HHIUBUIYATbHbIE OCOOCHHOCTH KaXK/I0TO CTYACHTA.

@ynkyua konmpoaa. CeMUHAp MO3BOJSET IPOKOHTPOIUPOBATH YPOBEHb 3HAHUI, HABBIKOB
U YMEHUH CTYJEHTOB, KaY€CTBO UX CAMOCTOATEIbHOU PaboThI.

Iloozomoeka cemunapa.

Paboty x opraHuzanuu JaHHOTO BHJIA 3aHATUN MPENOJaBaTellb HAYMHACT C OMpPEEICHUS
UCXOJHBIX JAaHHBIX. K HUM OTHOCATCS: TeMa, BONPOCHI, OMpeAeTIeHHbIE Y4eOHOH MpOorpamMmoii,
COCTaB CTYJICHTOB M YpPOBEHb HX TMOJATOTOBKH, BpeMS U MPOAOKUTEIBHOCTh 3aHSTHS,



BO3MOXHOCTH yueOHO-MaTepuanbHoil 0a3bl. [1pu pa3paboTke HCXOIHBIX JaHHBIX MPEnoaBaTeib
PYKOBOACTBYETCSI Y4€OHOM MpOrpaMMoid, KOTOpasi periIaMeHTUpPYET TITyOHHY M HalpaBJIEHHOCTD
oOyuyeHus. Y4ueOHbIC M BOCIUTATEIbHbIC LIETH MPENoAaBaTesib (GOpMyTupyeT UCXOS U3 TeMbI,
HeJarOTHYEeCKHX 3a]1a4 ¥ yPOBHS MTOJITOTOBKH CTY/ICHTOB.

W3yuuB o011ie MON0KEHUS U METOJUYECKYIO JIUTEpaTypy MO MpeaMeTy, MpernoiaBaTeib
HAYMHACT HETOCPEJICTBEHHYIO MOATOTOBKY K 3aHsThio. [Ipn BIOOpE METONOB IpenojaBaTeib
UCXOIUT U3 COJEpXKaHWsS BOIPOCOB, IOJATOTOBICHHOCTH CTYACHTOB, IeJiel 3aHATHH W
BO3MOXKHOCTEH y4yeOHO-MaTepuaibHOW 0a3bl. HeoOxoawmo CTpEeMHTBCS K TOMY, YTOOBI
u30paHHble METOABl OOydYeHHs UM METOAMYECKHE MPHUEMBI CIIOCOOCTBOBAIM YIIIYOJICHHOMY
U3yYCHUIO TIPEIMETA, & TAK)KE IPUBUBAIN TPAKTUYCCKIE HABBIKH.

ITpu pacyere yueOHOro BpeMEHN HEOOXOAUMO YUYUTHIBATh CO/IEPIKaHUE YUEOHBIX BOIPOCOB
¥ LIEJTb 3aHATHS — Y€T0 X0UeT JOONUTHCS PEMOAaBaTeb OT CTYJCHTOB: OBIACHNS MU 3HAHUSIMHU
WIN 3HAaHUSIMU, HABBIKAMHU U YMEHUSIMH.

[lpn moAroTOBKE K CEMHHApY IperojaBaTelb JODKEH Moao0paTh psAA NMPHMEPOB, Ha
KOTOPBIX MOXHO OTpa0oTaTh JEKIMOHHBIA MaTepua, MoKa3aTh NPaKTUYeCKOe 3HAYCHUE TeMbI,
TINATEIBHO MPOIYMAaTh MOPSIOK MX Ha 3aHATHH. O0sA3aTeTbHO HEOOXOANMO MO100paTh 3aJaHUs
pa3HoM CIOXKHOCTH (OT MPOCTOTO K CIOKHOMY), a TaKXKe OoJiee CI0KHbIE 3a1aHusl Ul CUIIbHBIX
CTYZIEHTOB. 3aTeM eMy HeOOX0ANMO 0TOOPATh HAIMIAJHBIC TOCOOHS ISl IIPAKTHYECKOTO 3aHATHS,
OTIpENIeIUTh TEXHUYECKUE CPEACTBA 00yUEHUS U U3yUUTh MPABUJIA UX UCIIOIb30BaHMS HA 3aHATHH.
OcoOeHHO  TIIATETBHO TNPOAYMBIBACTCS  3aJaHWE HA  CaMOIIOJATOTOBKY  CTYACHTAM,
pa3pabarbiBaeTcs IJIaH CEMHUHApPCKOTo 3aHATHs. [IpemomaBarenb KOHTPONMPYET MOATOTOBKY
CTYZICHTOB K CEMHHApY, OKa3bIBa€T MM IIOMOIIIb.

[Tpu TMYHOI MOATOTOBKE K CEMUHAPCKOMY 3aHITHIO IIPENoIaBaTelb JeTaIbHO pa3oupaercs
B TEMe, NMPOCMATPUBACT JHUTEPATYpHBIC HCTOYHHKH, KOTOPBIC PEKOMEHIOBAN Ul H3y4YCHUS
CTYZAICHTaM, IPOCMATPUBACT CUCTEMY HATJISAHOCTH Ha MIPEJICTOAIIEM 3aHATHH. [1o nToram Tu4HoiM
HOATOTOBKH TIPEIOaBaTEeNIb COCTABISET IUIAaH-KOHCTEKT. OH SBISETCS OCHOBHBIM DPabodnM
JOKYMEHTOM TpEenoiaBaTeisi U ONpeaesisieT HarnpasieHue 1 X0/ 3aHATHs. OOBIYHO TIaH-KOHCIEKT
COCTaBJISIETCSI B TIPOU3BOJILHON (OpMeE, JTOJDKEH OBITh MPOCT M yAOOEH sl MCIIOJIb30BAaHHS Ha
3aHATUH. B HeM, Kak yXe 0TMeuYanoch paHee, TOJKHO OBITh OTPAXKEHBI: TeMa 3aHATHUS; yueOHbIe
¥ BOCTIMTATENbHBIC IIEJIH; BPEMs, OTBOJAMMOE Ha 3aHATHE; yueOHbIC BOIPOCHI U paclpeaesicHue
BpPEMEHH; METO/] TPOBEICHUS 3aHATHUS; MECTO IPOBEICHUS 3aHATHS; MaTepHaIbHOE 00ECIICUCHHE;
PYKOBOZCTBA U TIOCOOHS; TIOPSIOK MPOBECHNUS 3aHATHSL.

[lepen mpoBeneHUEeM 3aHATHS MPENOJaBaTelb MOXET MPOBEPUTH KAa4eCTBO MOATOTOBKU
CTYZICHTOB K 3aHATHIO.

I[TPOBEJIEHUE KOJIOKBUYMA
Komnokeuym (ot natunckoro colloquium — pasroBop, Oecena) — onHa u3 GopMm ydeOHBIX
3aHATHI, Oeceia MperoiaBaTelis ¢ yJaliMUCs Ha ONPEeTICHHYIO TeMY U3 y4eOHOH IpOrpaMMBl.
Ilenv TipoBeneHHS KOJUIOKBUYMa COCTOUT B BBISICHGHHHM YPOBHSI 3HAHW, MOJTYYEHHBIX
yJallUMHCS B pe3ysbTaTe IPOCIYIINBAHUS JICKIMH, MOCCHICHHS CEMHHApPOB, a TaKXKe B
pe3ysbTaTe CaMOCTOATENILHOTO H3YUEHHs MaTepraa.
B pamMkax mocraBieHHOH 1eJIM PEMIaroTCs CASAYIOIINE 3a0aUi.
® BBISICHCHHE Ka4eCTBa U CTEIICHU MOHUMAaHUs YIaIlIUMUCS JIEKIIUOHHOTO MaTepHaa;
® pa3BUTHE M 3aKPEIJICHUE HABBIKOB BHIPAKCHHUS YUAIIMMHUCS CBOUX MBICIICH;
® pacIIMpeHHE BapUAHTOB CAMOCTOSTENBLHON IICJICHAIPABICHHON IOATOTOBKU
y4anmxcs;
® pa3BUTHE HABBIKOB OOOOLICHUS Pa3IMYHBIX JTUTEPATYPHBIX HCTOYHUKOB;
® IIPENOCTaBICHHE BO3MOXKHOCTH yYalIUMCS CONOCTABIISTH pa3HbIe TOUKU 3PSHUS T10
paccMarpuBacMoMy BOIIPOCY.
B pesynbrare nmpoBeaeHHs KOJUIOKBUYMA npenodasameib O0IHCeH UMenb NpeocmasieHue:
® 0 KauecTBe JICKIIMOHHOTO MaTepHaia;
® O CWIBbHBIX H CJIA0BIX CTOPOHAX CBOCH METOJIUKHU YTCHUS JICKIINH;



® O CWIbHBIX U CJIa0BIX CTOPOHAX CBOEH METOJMKHM IPOBEICHHUS CEMHUHAPCKUX
3aHSATHI;
00 ypOBHE CaMOCTOSTEIbHOM pabOThl ydaIuxcs;
00 yMEHUH CTYAEHTOB BECTH JUCKYCCHUIO U JIOKa3bIBaTh CBOIO TOUKY 3PEHUS,;
0 CTENEHH dPYAUPOBAHHOCTH yJalIUuXCs;
® 0 CTEIIECHU UHAMBHUAYAIILHOIO OCBOEHHUS MaTepUasia KOHKPETHBIMU CTYJICHTAMM.

B pesynbTare npoBeeHUs KOJUIOKBUYMA CryO0eHm 00I4CeH uMems npedCcmasienue:

e 00 ypoBHE CBOMX 3HAaHHMH IO paccMaTpUBAaEMbIM BOIPOCAM B COOTBETCTBUH C
TpeOOBaHMAMH ITPENOJABATENS U OTHOCUTENBHO APYTHX CTYACHTOB TPYIIIbI;

® 0 HEJOCTAaTKaX CaMOCTOATENILHOM IPOPabOTKH MaTepHana,;

® 0 CBOEM yMEHHMH M3JIaraTh MaTe€pHa;

® 0 CBOEM YMEHHUH BECTHU JHUCKYCCHIO U JIOKA3bIBATh CBOIO TOUKY 3PEHHUS.

B 3aBrcMMOCTH OT CTENEHH MMOATOTOBKH IPYIIBI MOXKHO MCIIOJIb30BaTh Pa3HbIE IOAXOMIBI K
IIPOBEJCHUIO KOJJIOKBUYMA.

B ciyuae, eciin GOJIBIIMHCTBO PYMIIBI ¢ TPYAOM BOCIIPUHUMAET COAEPKAHUE JIEKIUH U Ha
CEMUHAPCKUX 3aHATUSIX IEMOHCTPUPYET HEIOCTATOUHYIO CIIOCOOHOCTh AKTUBHO OIIEPUPOBATH CO
CMBICJIOBBIMU €IMHUIIAMHA U TEPMHUHOJIOTHEN KypCa, TO KOJUIOKBUYM MOYKHO Pa3JCiIuTh Ha JIBE
yacty. CHavaja npenojaBareib U3j1aracT 0a3oBble MOHITUS, COAEPKALIMECS B IporpaMMe. ITO
JOJIKHO 3aHATh He Oosee 4eTBepTH 3aHATUA. OcTallbHbIE TPH YETBEPTH HEOOXOIUMO MOCBATHTH
JHMCKYCCUH, B XOJIe KOTOPOH CTYIEHTHI JAOJKHBI yOenuThbes U, IJIaBHOE, yOenuTh Apyr Ipyra B
00OCHOBaHHOCTH W J0Ka3aTE€IbHOCTU MOIYYEHHOTO BHIEHHMS BOIPOCA U €ro COOTBETCTBUS
peaJbHOM MPAKTHKE.

Ecnu e npenoaasaTenb UMEET €10 ¢ 00jee MOATOTOBIEHHON, CAMOCTOSTEIBHO
JyMAIOILEN U aKTUBHO YCBAaUBAIOLIEH CMBICIIOBBIE €IMHUIBI U TEPMUHOJIOTHIO Kypca
ayAUTOpHEN, TO KOJUIOKBUYM HEOOXOIUMO IIPOBECTU TAK, YTOOBI CAMH CTYACHTBI
copMyIHPOBAIH U3JI0KEHHBIE B IPOrPaMME MOHATHSL, BBICKA3aJIM HECOBIAIAIOIIUE TOUKU
3pCHHA U NIPUBEIIN IIPAKTUYECKUE IPUMEPEL. 3a IIPENoJaBaTeaeM OCTaeTCs pojlb MOAEpaTopa
(BemyIero JUCKyCCUu), KOTOPBII B KOHIIE «JIUILbY) CYMMHPYET COBMECTHO MOJIY4YEHHbIE
pe3yIbTaThI.



	17. Методические рекомендации для преподавателей по подготовке и проведению различных видов учебных занятий.
	Подготовка и проведение лекций
	Подготовка и проведение практических занятий


