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1. ®enepanbHBIi TOCYIAPCTBEHHBIH CTaHAAPT BBICIIET0 0O0pa3oBaHUs — OakaJaBpuaT IO HAIPABICHHUIO
monrotoBku  38.03.02 «Menemxment» (IIpuka3 MwuHHCTEpCTBa HAayKH ¥ BBICIIETO 00pa30BaHUS
Poccuiickoit denepannu ot 12 aprycra 2020 roma Ne 970, 3apeructpupoBad MHUHHUCTEPCTBOM IOCTHIINH
Poccuiickoit @enepammm 25 aBrycra 2020 r. Ne59449).coctaBneHa Ha OCHOBaHWHM y4eOHOTO IUIaHA:
MeHemKMeHT HanpaBleHHOCTH «MeHeDKMEHT B IpoMbIuIeHHoCTY [Ipodeccronansusrii ctangapt 08.008
«CriennanucT no GUHAHCOBOMY KOHCYJIBTHPOBaHUIO» (1Ipuka3 Nel 670 MuHHCTEpCTBA TPy/Ia U COIMATBHOM
samuthl  Poccuiickort ®enmepanmu ot 19 wmapra 2015 r1.); IIpodeccuonanbhbiii crammapt 40.033
«CrienuanucT Mo CTpaTeruyeckoMy M TaKTHYECKOMY IUIAHMPOBAHUIO M OpraHW3allid IPOU3BOJICTBAY
(npukaz Ne 6091 MuHmcTEpCTBa Tpy/1a ¥ COLMaNbHOM 3amuThl Poccuiickoit @enepanunu ot 8 centsops 2014
r.), [Ipodeccronanbubiii cranmapt 40.049 «Cneunanuct 1o JIOTHCTHKE Ha TpaHcropTe» (mpuka3 Nell6n
MunucTtepcTBa Tpya U COIHAIBHOM 3amuTsl Poccuiickoit denepannu ot 8 centsaops 2014 r.);

PaGouas mporpamma ogoOpeHa Ha 3aceaHuu Kadeapbl DKOHOMUKH
[TpoTokon ot 22 utons 2021 1. Nel0

3aB. kKapeapon M\ ng 1 Kucenes B.B.



1. Ileab ocBOEHHS AU CIUILIMHbBI
Heab AUCHUIJIMHBI: CO3/IaHHWE Yy CTYACHTOB KOMIUJIEKCAa 3HAHWW O BUJAX YIPaBICHYECKHUX
JOKYMEHTOB, TIpaBWJIaX WX CoO37aHus U OQOPMIICHHs, O COBPEMEHHOW OpraHU3aIHuH
JIETIOTIPON3BO/ICTBA HA TIPEATPUSITHSIX.
3apaum y4eOHOI JUCHUNITHHBI:
—  TIPUBUTH HABBIKU Pa3pabOTKH pa3IMYHBIX (DOPM YIpaBIEHYECKUX JOKYMEHTOB,
— TIPUBUTH HABBIKM HCIOJIB30BAaHUSA O(MUIIMATBHO-ACIOBOTO CTHJIS TP COCTaBIICHHH
YIPABJICHUYECKUX TOKYMEHTOB,
—  HAYYHTh COCTABIATH YHU(PUIIUPOBAHHBIC (DOPMBI YITPABICHYECKON TOKYMEHTAIIUH,
—  O3HAKOMHTBH CO CTPYKTYpOH M (PYHKIHSIMH JEIONPOU3BOJICTBEHHBIX MOAPA3ICICHUN Ha
NPEANPUITUSIX,
—  03HAaKOMHTH C METOJIaMU PabOTHI C YIIPaBICHYECKON JOKYMEHTAIMEH HA MPEINPUATHUSX,
— JaTh TPEICTaBJIEHWE O TEHICHIUAX Pa3BUTHA COBPEMEHHOTO JIEJIOTPOU3BOJICTBA,
METO/IaX €ro COBEPIICHCTBOBAHUS.
— O3HAaKOMHUTh C  COJEpXaHWEM  CICHHAIbHOW  JUTEpaTypsl 1O  MpodiieMam
JIETIOTIPOU3BOJICTBA U IOKYMEHTUPOBAHUS YIIPABICHUECKOU JIEATETLHOCTH.

2. MecTO TUCUMIJIMHBI B CTPYKTYpPe 00pa30BaTe/IbHONH MPOrpaMMbl
Hucnunmuaa otHocuTcst K 0s1oky B1.B.10 o6pa3oBaTenbHOM mporpamMmsbl, GOpMHPYEMOit
YYaCTHUKaMHU 00pa30BaTEeIbHBIX OTHOIICHHH.
J171s OcBOEHUS JUCIUILIMHBI HEOOXOAUMBI 3HAHUSI, YMEHUS U HABBIKH, TIOJyYEHHBIE B XOI€
OCBOCHMS CIIEAYIOIIUX NUCHUIUIMH: «PyCCKUH A3bIK U KyIbTypa peun», «IIpaBo».
OcBoeHMe AUCUUTIITMHBI HE0OX0IUMO IS CIIEAYIOINX JUCIUILUINH: TPOU3BOICTBEHHAS MTPAKTHUKA
(mpenauIIOMHas ), BBITYCKHAs KBaJTU(HUKAIIMOHHAsA padoTa.

Hucnunnuna uzydaercs Ha 3 Kypce, B 5 ceMecTpe.

3. IlepevyeHb MJIAHMPYEMBIX Pe3yJbTATOB 00y4eHH 10 M CHHUIIJIMHE, COOTHECEHHBIX €
IVIAHNPYEMBIMH Pe3yJIbTATAMH 0CBOCHHUSI 00pa30BaTeJIbHONH MPOrpaMMbl

B pesynbrate OCBOEHMsI AUCLUIUIMHBI OOYyYaroIIMHCS JOJKEH NPOJIEMOHCTPUPOBAThH
CIIEYIOIINE PE3YIbTaThI:

HNuauxaropsl IlepeyeHb MIaHUPYEMBbIX Pe3yJIbLTATOB

KoMmnerenuus
00yUYeHHus1 M0 TUCUMILINHE

B pesynbrare OCBOCHUS IUCIUTUIMHBI
00yJaroIuics JOJKEH:

Bname:

- OCHOBHBIC HOPMATHUBHO MPABOBBIC AKTHI B

[1K-2. Cnocoben . .
Oyaymet  mpodeccHoHANbHON  cdepe;

MPOBOJUTH UIIK-2.3.
. cnenu(UKy  3aKIIOYCHUS  PA3IUYHBIX

CaMOCTOSITEITbHBIN Ocywecmensiem

JIOTOBOPOB U CJ/ICTIOK;
MOUCK U OOKYMEHMAYUOHHOE

- OCHOBHBIC TIOJOXCHHS, TPHHIUIIBL,
MIPHUBJICUCHUE HOBBIX | CONPOBOICOCHUE u

CTaHIApTBl M CHUCTEMbI B  0o0acTu
KIINEHTOB, ogopmnenue 002080pos

JTOKYMEHTAI[HOHHOTO obecrieyeHus
OLICHUBATh PHUCKH, Ha npeoocmasgienue

yIIpaBJICHUS B OpraHU3allHH;
MOJITUCHIBATh PA3HBIX 8UO08 YCIIYe

Ymems:
JOKYMEHTHI O

- MPUMEHSTh Ha NPaKTUKE
COTPY/IHUYECTBE

3aKOHOJATEIbHBIC  aKThl,  NPUHUMAThH
MIPABOBBIC PELICHHS; yCTAHABIUBATH (haKThI
[IPABOHAPYLICHUM;  ONpPENEeNsTh  MEpHI
OTBETCTBEHHOCTH BHMHOBHBIX; IPHUHHMMATH




HEOOXOJMMBIE MEPHl K BOCCTaHOBJICHHIO
HapyYILIEHHBIX IIPAB.

Bnaners:

- CYUIHOCTBIO CUCTEMBI JIEJIONPOU3BOICTBA
- TEXHOJIOTUEH, TPUMEHSIEMYIO TIPH
opraHu3anuu paboThl ¢ JOKYMEHTaMH Ha

ITIK-3. Criocoben
oopmiIATH
JTOKYMEHTHI U
KOHCYJIbTUPOBATh 110
BOIIPOCaM
odopmiteHus
JTOKYMEHTOB,
HEOOXOIUMBIX JUISI
OpraHu3aIiy U
yIIpaBJICHUS
OM3HECOM

UIIK-3.1.
Cucmemamusupyem
Gunancosyro u
IOPUOUUECKYIO
unghopmayuro.

UIIK-3.2. Ilpogepsiem
NpABUIbLHOCMb
3anonneHus
O0OKYMEHmMO8

UIIK-3.3. Paswvacusem
U  KOHCynrbmupyem 8

pamkax ceoell
KOMnemeHyuu no
Qunancosvim u
IOPUOUYECKUM
O0OKyMeHmam

MPEATPHUITHSIX

3HaTh:

3aKOHOJATENIbHEIC n HOpPMaTHBHBIE
MIPaBOBbIE aKTBI n HOPMAaTHUBHO-
METOIUYECKHE MaTepHuabl o
JIOKYMEHTUPOBAHUIO YIPaBJICHUECKOM
NESATETLHOCTH;  CTPYKTYPY JTOKYMEHTa;
KpPUTEpUU W TPUHLMUIBL  ONpeAeNeHus

HAYYHOUCTOPUYECKUN W MPAKTUYECKOU
HCHHOCTHU JOKYMCHTOB;

YMmerb:  oQOpMIIATH  JTOKYMEHTHl B
COOTBETCTBUU c TpeOOBaHUAMU
HOPMAaTUBHBIX aKTOB M TI'OCYAApCTBEHHBIX
CTaHIapTOB; HCIIO/Ib30BaTh

yHU(ULIMPOBAaHHBIE (OPMBI JTOKYMEHTOB;
CO371aBaTh YINPABICHYECKUE JOKYMEHTHI,
pa3pabarbiBaTh MIA0JIOHBI JOKYMEHTOB C

WCIIOJIb30BAHUEM HOBBIX
MH()OPMAITMOHHBIX TEXHOJIOTHIA;
MIPUMEHATh ~ KPUTEPUM W IPHUHIUIIBI

omnpeNeleHUusT HAyYHOUCTOPUYECKUM U
MPAKTUYECKOUN [IEHHOCTH TOKYMEHTOB;

Bnaners: HaBbIKAMH IIPUMEHEHUS
TpeOOBaHUN  HOPMATHUBHBIX AKTOB H
rocyAapCTBEHHBIX CTaHAApTOB pu

COCTaBJICHUH U 0(OPMIICHHH JOKYMEHTOB;
HaBBIKAMH pa3pabOTKU YHU(PUIIUPOBAHHBIX
dbopMm nmokymMeHTOB W Tabems dopm
AOKYMCHTOB, HaBbIKAMU HUCIIOJIb30BAHUSA
HOBBIX HH(QOPMAITMOHHBIX TEXHOJIOTHH TIPU
CO3JaHUHU YIIPaBJICHYECKUX JOKYMEHTOB,

pa3paboTke  MmAOJOHOB  JIOKYMEHTOB;
CIIOCOOHOCTHIO COBEPILICHCTBOBATh
JTOKYMEHTAI[HOHHOE oOecrieyeHne
yIIpaBJICHUS

4. O0beM IMCHMILIUHBI
aKajgeMM4YecKMX 4YacoB,
npenoaaBarejeM (0 BHAAM Y4YeOHBbIX 3aHATHI) W Ha CAMOCTOSTEJIbHYI0 PpPadoTy

o0y4aromuxcs

OO6mast TpynoeMKocTh (00BEM) AMCHMIUIUHBI COCTaBISeT 3 3aueTHBIX enuHuI, 108

aKaICMHUYCCKHUX Yaca.

Ha yueOnble 3aHATHS JIGKIIMOHHOTO TUTIA OTBOAMTCS IO OYHO-3a049HOM (popme 10 wacos, mo

3a04YHOH - 4

BbICJICHHBIX Ha

B 3QaY€THBIX €JUHHIOAX ¢ YKasaHHEM KOJIAHYIECTBA

KOHTAKTHYI0 padoTy 00y4arwimxcs




Ha 3aHsTHS IpakTHYECKOTO (CEMUHAPCKOT0) TUMA — IO OYHO-3a04HOM (hopme 16 "acos,

10 3204HOM - 8.
CamocrosTenbHas paboTa COCTaBIsET COOTBETCTBEHHO 78 1 92 yaca.
Ha nmoaroToBky k 3auety oTBOAUTCS 4 yaca.

5.

ConepxaHue IMCUHUILIHHBI,

CTPYKTYPHMPOBaHHOEe MO TeMaMm (pa3aenam) ¢

YKa3aHHEM OTBeJIC€HHOI0 HAa HMX KOJHMYEeCTBA aKaJAeMHMYEeCKHX YaCOB M BHAOB Y4eOHBIX
3aHATHH

5.1. TemaTuueckue pasiesibl JMCHUILIUHBI 1 KOMIIETEHIIMH, KOTOpPbIe (popMupyroTCst
NMPHU UX U3YYEHUH

- aBTOpa AokymeHTa. Ha3zBanue Buaa 10KyMEHTA.
Hara nokymeHnTa. PeructpanimoHHbIil HOMEP
JOKyMEHTa. MeCTO COCTaBIEHUS WU U3JIaHUS
JIOKYMEHTa, TpeOOBaHUs K TEKCTaM JOKYMEHTOB.
CoxkpallieHHbIE CI0Ba. 3aroJIOBOK K TEKCTY
nokyMmeHTa. OTMeTKa 0 HAIMYUH MPUIIOKESHHUS.
[Moanucanue u yTBepKaeHUE JOKYMEHTOB.
CornacoBanne T0KyMeHTOB. OTTHCK M€YaTH.
Buszuposanue nokymenToB. OTMeTKa Ha
JIOKYMEHTE: OTMETKA O MOCTYIJICHUH IOKYMEHTA B
OpraHU3aINIo, PE30JIIOIHS, OTMETKA O KOHTPOJIE,
OTMETKa 0 3aBEPEHHH KOIHHU JOKYMEHTA.

Ne HaumenoBanue Conep:xxanue pa3aena Kon
n/n pasjaeiia ¢dopmupye
JTUCIUIIINHEI MO
KOMIeTEHI]
UM
1 Tema 1. Lenb, 3amaum, mpeamer, oOvekT wu3yueHus | [1K-2
eau u 3agaun JYCILUMJINHEI. I'OCT P 6.30-2003
U3y4eHust «YHu(unupoBaHHBIE CHUCTEMBI  JOKYMEHTAIIUU.
AUCHUILINHBI. YHuduuupoBaHHas cHCTeMa OpraHU3allMOHHO-
3akoHoIaTebHOE | PAcIOPAIUTEIHHON JTOKyMeHTauuu. TpeGoBaHus K
U HOPMATUBHO- 0(OPMIICHUIO TOKYMEHTOB.
MeTOAN4eCKoe CoctaB HOPMATHBHO-METOJIUYECKOW  0azbl
peryjupoBaHue, JIETIONPOU3BOJICTBA. 3aKOHOAATENbHbIE akThl PO B
A0Y cdepe uH(popMauu u JIOKyMEHTAII1H.
HopmaTuBHble mpaBOBble akThl (efepaibHbIX
OpraHoOB UCTIOJTHUTEIIBHON BJIACTH,
peraaMeHTHPYIOIIHE BOMPOCH! TOKYMEHTALMOHHOTO
obOecnieueHus. [ocymapcTBEHHBIE CTaHIApTHI Ha
JOKYMEHTAlUI0.  YHUQPUIMPOBAHHBIE  CUCTEMBbI
JIOKYMEHTAI1H.
2 Tema 2. Enunbie TpeboBaHus K O1aHKaM JOKYMEHTOB. [1IK-2
OcHoBHBIE Bunst 6nmankos, [1paBuna opopmiaeHus
TpeOGoBaHMs K JIOKYMEHTOB MPHU UCIOJIb30BAHUN TEXHUYECKUX
0(OpMJICHH IO cpenctB. CoctaB pekBU3UTOB AoKyMeHTOB OP/JI.
yIpaBJIeHYECKUX [TpaBuiia opopmiieHHs PEKBU3UTOB 3ar0JI0BOYHOM
(OpraHu3anMoOHHO- | YacTU JOKYMEHTA: YIJIOBOE, pooibHoe. Koj
PACTIOpPSITMTEILHBIX | OpraHU3alluy - aBTOpa JoKyMeHTa. OCHOBHOM
) rOCYJapCTBEHHBIN PErUCTPALUOHHBIA HOMED
JAOKYMEHTOB. I0pUANYecKoro iuia. HanmenoBanue opranuszanuu




NnentrnduxaTop 371E€KTPOHHONU KOIUH TOKYMEHTA.
OtmeTtka 00 ucnonaurene. OTmerka 06
MCIIOJTHEHUH IOKYMEHTA U HalpaBJIEHUU

Tema 3.
Oprann3anuoHHO-
pacnopsiiuTeJIbHbIe
JAOKYMEHTBI, UX
COCTaBJICHHE U
oopmiieHne.
JlenoBas u
KOMMepuecKast
nepenucka

Opranu3anronHas JokymenTanus. Oomuue
TpeOOBaHUS K OpPraHU3aI[IOHHBIM IOKYMEHTaM.
VYceras npeanpusatus. JomKHOCTHAST UHCTPYKIMS.
[Tonoxxenwue. llTatHoe pacnucanune. CTpykTypa u
mTaTHas YuciIeHHOCTh. CTPYKTypa U ux
conepxanue. [IpaBuna ux odpopmiienns. Cocta
00513aTENIbHBIX PEKBU3UTOB U TPEOOBAHUS K
odopmienuro. Llenb 3TuX T0KyMEHTOB, MOPSI0K
W3/IaHUS], YTBEPKICHUS U PETUCTPALIIH.

PacniopsauTenbHble JOKYMEHTHI KaK OJHA U3
($opM HCIIOTHUTETHHO-PACTIOPATUTEIHHON
JIEATEIIbHOCTH OPTaHU3aLNI, YUPEKICHUM,
npeanpuatuii. [Ipukasel, ux sunel. [Ipasuia
odpopmiienust. OCOOEHHOCTH COCTaBIICHUS MMPUKA30B
10 OCHOBHOH AESITEIbHOCTU U IPUKA30B 110
JMYHOMY cocTaBy. OCOOEHHOCTH B COCTABICHUH
3aroJIOBKOB U (JOPMYJIMPOBOK KOHCTATHPYIOLIEH
yacTu. PacnopsiiurenbHas 4acTh - cXeMa
NOCTpOEHHU. Bhimycka u3 npukasa, €€ Ha3HaYCHUE
U TIpaBuia opopMIIeHUSI.

[MoaroroBka, opopmiieHHE yKa3aHUN U
pacnopsbkeHui. CTaauu NOArOTOBKHY MPOEKTa
pacnopsiauTeNbHOro oKkymeHTa. [lpasuna ero
BU3UPOBaHMS, MOANNUCAHUS U perucTpaunn. Cpoku
UCTIOJTHEHUS ¥ BpeMs JOBEIeHUSI MH(POPMAIUH 10
KOHKPETHBIX UCIIOJHUTENEH.

NudopmannoHHO-CIIpaBOYHBIC JOKYMEHTHI.
Haznauenue u coctaB nH()OpPMALIMOHHO-
CIIPaBOYHBIX JTOKYMEHTOB. CripaBka. PeKBU3HUTHI
CIIPaBOK, BH/JIbI CIIPABOK, MPABHJIA HATUCAHUS.

Jlokmaguple 3anucku. Lleab qoKIagHbIX
3aMmmcoK, nmpaswia opopmiieHus. OOBICHUTEIbHBIE
3anucku. L{enb 0ObsICHUTENbHBIX 3aIMCOK, ITpaBUIIa
odpopmienus. Ciy:keOHasl 3aIIUCKa, €€ Ha3HAUCHUE.

AkThl. CXeMa cocTaBieHUs akTa. PEKBU3NTHI
akta. CocraBHble yacTu akrta. [lopsinok
MOANMCAHUS U YTBEPKICHUS.

[TpoTtokon. TpeGoBaHMs K COCTABICHUIO U
0(OpPMIIEHHIO IPOTOKOJIOB. PEKBU3UTHI, COCTaBHBIE
4yacTU. Bubl MPOTOKOJIOB: MOJHBIE, KPATKHE,
COKpallleHHbIE. J[loBeIeHue pereHuii
(TTOCTaHOBIIEHU) IO UCTIOJTHUTEICH.

JlenoBoe MUCHMO B YCJIOBUSAX YHUDUKAIIH.
OdunmanbHOE MUCEMO KaK CPEICTBO CBSI3U
NPEANPUATHI, OpraHU3aluN, YIPEKICHUN C
BHEITHUM MHUpoM. CTpykTypa nucbMa. OCHOBHbIE
TpeOoBaHUs K TEKCTy. PekoMenamuu mno
noctpoeruio ¢pas. [Ipasuna opopmieHus
JIEJIOBOTO NMHUChMA.

I1K-2




[Tonsitue 6manka muceMa. CTaHAapTHI HA
dbopmyspei-00pasiibl. PEKBU3HUTHI CbMA U
npaBuia ux opopmieHus. OTIeIbHBIC BUIBI
nuceM: HHPOpPMaLMOHHOE, OJIaro1apCTBEHHOE,
MUChMO-H3BEIIEHHE, THCHMO-3aIPOC, IMUChMO-
TpeboBaHue, MUCEMO-0TBET U Jip. CocTaBieHue
TEKCTOB CITY’)KEOHBIX ITHUCEM.

4 Tema 4. 3HaueHue KaJpoBbIX JOKyMEHTOB. CocTaB 1 I1K-3
Kanposasn BU/Ibl JOKYMEHTALUH 110 JIAYHOMY COCTaBY.
AOKYMEHTaIUs [IpaBuna ux cocraBiaeHus. Y HUDUIUPOBAHHbIE
Opranu3anusi dbopmbl fokymeHToB. [Ipuka3. Opopmienue
padoThI ¢ | mpuema Ha paboty. [lepeBoz Ha Apyryro pabory.
AOKYMeHTaMu [IpenocraBnenue oTmycka. ¥ BOJIbHEHHE C paOOTHI.

JInunoe 3asBneHue. Xapakrepuctuka. CocTaBHbIE
YacTH XapaKTEPUCTHUKH, MpaBuia oHopmiIeHusI.

[opsaok ABMKEHUS TOKYMEHTOB B
opranuzaiuu. [loHsTHe TOKyMEHTOO00pOTAa U €ro
OCHOBHBIE 3Tanbl. O6paboTKa JOKYMEHTOB,
MOCTyMNarnuX B opranuzainuio. [IpeasapurensHoe
paccMOTpeHHEe JOKYMEHTOB B CITyX0e
JIOKYMEHTAIlMOHHOTO 00ecrieueH s ypaBIeHusl.

Perucrpanus u uHaeKcanus J0KyMEHTOB.

KonTposb 3a ucnoaHennem 10KyMeHTOB. Cpoku
UCTIOJIHEHUS TOKyMeHTOB. Opranuzamus
PaALMOHATILHOTO IBUYKEHUS IOKYMEHTOB BHYTpHU
npennpusTas. O0paboTKa UCIIOHEHHBIX U
OTIIPABJISIEMBIX TOKYMEHTOB.

Hcnonnenne 10KyMeHTOB. AHAJIN3 CTPYKTYPHI
JOKyMEHTO0000opoTa. MeTozbl yueTa U COKpalieHus
JOKYMEHTO000pOTa. YUeT KOJIM4ecTBa U KayecTBa
JOKyMEHTOB opranu3anuu. CokpaiieHue oobema
JIOKyMEHTO000pOoTA.

5 Tema S. Opranuzanus sKcrepTussl HeHHOCTH AoKyMeHTOB. | I1K-3
OO6mue TpeboBaHUS K CHCTEMAaTH3aIUH
nokymenToB, Homenknatypa aen. CocraBiieHue
3arojioBKOB jiesl. OCHOBHBIE MTpaBUiIa
dbopmupoBanus nen, OneparuBHOE XpaHEHHE
JIOKYMEHTOB U JIeJ.

[ToaroToBka fien K apXUBHOMY XPaHECHHIO.
CocraBieHue BHYTPEHHEN OMUCH TOKYMEHTOB U
3aBepuTeNbHOM Haanucu. CocTaBieHue u
odopmiienue onucert aein. [lepemnaya aen B apxus.

Cucremarusanus
AOKYMEHTOB U
¢dopmupoBaunme aeJ.
OnepatuBHoOe
XpaHeHHe
AOKYMEHTOB M JIeJl.

5.2. Pa3nenbl TUCHUILINHBI, BUABI YUYeOHBIX 3aHATHI U (DOPMBI TEKylIero KOHTPOJIS
yCIeBaeMOCTH /IJIsl OYHO-3204HOM (pOPMBI 00yUeHU st



TpyroeMkocTh B yacax DopMbl
Ha KOHTaKTHYIO TeKyIero
Ne paboTy 1o BugaM KOHTPOJIs €
. Ka3aHueM
ceM HanmeHoBaHHe Beero | YUEOHBIX 3aHSATUH dopmbI 6);1.11.1103 (pu
ecT | pasjesa AMCHHILIMHBL | (Bkj Ha CPC P
a : CPC HCIO0JIB30BaH
P CPC) i 3 13 HH 0AJLJIbHOM
CUCTEMBI
OLlCHUBAHMS)
1 |Tema 1.
Llenu u 3agaun
W3Y4YECHUS TUCIUTUINHBI. Pedepupo Omnpoc,
3aKoHOaTEeNbHOE 20 ) b 16 BaHHE peuienue
u HOPMAaTHUBHO- JUTCpaTy | MHAUBUYaIIb
METOIUUYECKOE pHI HEIX 3aJaHUN
perynupoBanue, JJOVY.
2 |Tema?2.
OcHoBHBIE TPeOOBaHUS K Pedepupo Ornoc
o(hOpMIICHUIO BaHHE poc,
pelieHue
YIPaBICHUYECKUX 22 2 4 16 | mutepaty
1705911203701 42018
(opraHu3alMOHHO- pBbL N
HBIX 3aJJaHUH.
pacropsiIMTEIbHbIX)
JOKYMEHTOB.
3 |Tewma 3.
OpraHu3zaiioHHO-
P " Pedepupo
pacnopsAuTeIbHbIE A
CuTyarmoHHbI
JIOKYMCHTEL, MX 22 2 4 16 | natepary | Yo
COCTaBJICHUE U P i aHanus.
opopmiienue. [lenoBast u ’
KOMMepuecKast
nepenncka
4 |Tema4.
Kanposas Pedepupo Ompoc,
BaHUE eIICHUE
JOKYMEHTALUS 20 2 4 14 P
JTUTepaTy | HHAUBUAYAIb
Opranmsanus pabOThl C .
pBI HBIX 3aJ[aHUI
JOKYMEHTaMU
5 |Temals.
CucreMaru3anus Pedepupo Ompoc,
JIOKYMEHTOB "o 90 2 ) 16 BaHUeE pelieHue
¢dbopmupoBaHue Jelt. JuTepary | MHAUBHIyallb
OnepatuBHOE XpaHEHHE pBI HBIX 33JITaHUH
JIOKYMEHTOB H JIeI.
3auer 4
HUTOI'O:| 108 10 16 78




5.3. Pa3nenbl AUCHUILINHBI, BUABI YUYeOHBIX 3aHATHI U (DOPMBI TeKylIero KOHTPOJIS
yCIeBaeMOCTH JJI5132049HOM GopMbI 00yUeHMsI

TpyroeMkocTh B yacax DopMbl
Ha KOHTaKTHYIO TeKyIero
Ne paboTy 1o BuIaM KOHTPOIs €
. Ka3aHueM
cem HanmenoBanue Beero | YYCOHBIX 3aHSTHIL @opmbI 6);1.11.1103 (npn
ecT | pa3jesa AMCHHILIMHBL | (Bkj Ha CPC P
a X CPC HCI0JIb30BaH
P CPC) i 3 13 HH 0aJJIbHOM
CUCTEMBI
OLlEeHUBAaHMS1)
1 |Tema 1.
Llenu u 3agaun
W3Y4YECHUS TUCIUTUINHBI. Pedepupo Ompoc,
3aKoHOaTEeNbHOE 20 1 1 18 BaHHC peuienue
" HOPMATHBHO- TUTEpaTy | HHAUBUIAYab
METOMYECKOE pBI HBIX 3a/IaHUN
perynupoBanue, JJOVY.
2 |Tema?2.
OcHoBHbIE TPeOOBaHUS K Pedepupo Omboc
o(hOpMITEHHIO BAHHC poc,
pelnieHue
YIPABICHUYECKUX 22 1 2 19 | nutepaty
170591120:3701 42018
(opraHu3alMOHHO- pBbL N
HBIX 3aJJaHUH.
pacropsiIMTEIbHbIX)
JOKYMEHTOB.
3 |Tewma 3.
OpraHu3zairioHHO-
P " Pedepupo
pacnopsAuTeIbHbIE e
CutyanvoHHbI
JOKYMCHTEL, MX 22 1 2 19 | aurepary | oo on
COCTaBJICHUE U P i aHanums.
opopmiienue. [lenosast u ’
KOMMepuecKast
MepernncKa
4 |Tema4.
Kanposas Pedepupo Ompoc,
BaHUE eIICHUE
JIOKYMEHTAIUS 20 1 1 18 P
JTUTepaTy | MHAUBUAYAIIb
Opranmzanus pabOThl C .
pBI HBIX 3aJ[aHHIA
JOKYMEHTaMU
5 |Temals.
Cucremaruzanus Pedepupo Ormpoc,
JIOKYMEHTOB " 20 o) 18 BaHHC PEIICHHUC
(dbopMupoBaHue Jen. JUTEpATy | HHINBUAYaJIb
OnepatnBHOE XpaHEHHUE PBI HBIX 3a/TaHNU1
JIOKYMEHTOB H JIeI.
3auer 4
HUTOI'O:| 108 4 8 92




6. YdeOHO-MeTOaAMYECKOE OOecledeHHe CAMOCTOATEIbHOI padoThl 00y4AOIMXCS 110

AUCHUILINHE
Ne HaumeHoBaHue pa3jaesa Conep:xxkanue CPC KonTpoanb
AUCHMUILINHBI
1 [enu u 3a7a4n U3y4eHUs paboTa ¢ IpONICHHBIM [IpoBepka KOHCIEKTOB
JUCLUTIITUHBI. MaTepHaoM 0 KOHCIEKTaM
3aKOHOIATEIHHOE JEKIUHA 1 y4eOHUKY
U HOpPMaTHBHO-
METOIMYECKOE

perynupoBanue, 10V,

2 | OcHOBHBIE TPEOOBaHUS K

paboTa ¢ mpoiiIeHHBIM

IIpoBepka KOHCIIEKTOB

otopmieHuro MaTepHaIoM IO KOHCIIEKTaM
YIIPaBJIEHYECKUX JAeKUui U y4eOHUKY
(OpraHu3aroOHHO-
pacropsiIMTeNTbHBIX )
JTIOKyMEHTOB.
3 | Opranu3aiioHHO- paboTa ¢ mpolIeHHBIM IIpoBepka KOHCIIEKTOB
pacnopsauTenbHbIe MaTepHaIoM IO KOHCIIEKTaM

JOKYMCHTBI, UX COCTABJICHUC U
opopmienue. [lenoBas wm
KOMMepUeCKasl epenucKa

JCKIMHA U y4eOHUKY

4 Kagposas JTOKYMEHTAIHs
Opranmszanus  paboThl ¢
JIOKyMEHTaMu

paboTa ¢ IpONICHHBIM
MaTepraIoM MO KOHCIIEKTaM
JIEKIUA ¥ YICOHUKY

[IpoBepka KOHCIEKTOB

5 CucreMarus3aims

JIOKYMEHTOB U
¢dopmupoBanue hiS
OnepatuBHOE XpaHEeHHE

JOKYMCHTOB U JICJI.

paboTa ¢ mpoiiIeHHBIM
MaTepHaioM MO0 KOHCIIEKTaM
JCKIHMHA U y4eOHUKY

IIpoBepka KOHCIIEKTOB

7. IlpoBeneHHe MPOMeKYTOYHOIN aTTECTAUMH 00Yy4AIOIIMXCH MO JMCUHUILIHHE

7.1. OOume ycaoBus

[TpomexyTouHas aTTecTanus IPOBOJUTCS B 3 cemecTpe B (opMe YCTHOTO 3aUeTa.

7.2. Kpurepuu H MIKAJbI OHEHNBAHUSA Pe3yJIbTATOB 00yYeHHS MO JUCHUIINHE

Kon ITokazarenu Kpurtepun u mxkaJia oneHuBaHus Ilepeuennb
KOMIIETEeHIl | JOCTHKeHUsl OlI€eHOYH
107 pe3yJabTaToB BIX
o0y4eHust CpelCTB
3auTeHo He3auTeHo
I1K-2 nokazareynieM | OTBEThI HA TOCTABJICHHBIE Marepuan uznaraerca | TecTbl
ee BOIIPOCHI U3JIaratoTCs HemocnenosarenbHo, | [Ipaktuue
(GbOpMHPOBAHM | CUCTEMAaTU3UPOBAHO U COMBYMBO, HE CKHe
s CJIYKUT IOCJIICAOBATCIIBHO. MNPpCACTABJIACT 3aa4yu




CrocoOHOCTh | Marepuan uznaraercst OMpPEICIICHHOMN

IIPOBOJIUTH YBEPEHHO. CUCTEMBI 3HAaHUU 110
camocCTosTeNnb | JIeMOHCTpHpYETCsS YMEHUE | JUCLIUILIMHE.

HBIM [IOUCK U | AaHAJIM3UPOBATh MaTEpHAll, NmeroTcs 3aMeTHbIE
IIPUBJICYCHUE | OJHAKO HE BCE BBIBOIBI HapyLICHUs HOPM
HOBBIX HOCSIT apr'yMEHTUPOBAHHBIA | JIMTEPATYPHOU PEUH.
KIIMEHTOB, Y I0Ka3aTeJIbHBIA XapaKTep.

noanuceiBath | CoOII01aI0TCS HOPMBI
JIOKYMEHTBI O | JINTEPATYPHOH pPEUH.
COTPYIHHUYECT
e, 3HaHHe
JIOKyMEHTO00
opota
OpraHu3aluu.

8. JIaGopaTopHBIii MPAKTHKYM - HE IIPEyCMOTPEHO

9. IIpakTHYyecKHe 3aHATUSA (CEMHHAPBHI).

[TpakTryeckue 3aHATUS (CEMUHAPHI) SBIAIOTCA (POPMOI ayAUTOPHOMN TPyNIOBOM pabOThI

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

CeMuHapckue 3aHATHA 110 KaXKA0K TeMe obecriedeHbl HAOOPOM BapHUaTUBHBIX PAaCUETHBIX

" OPraHUu3alMOHHO-IIPAKTHYCCKUX 3aaa4.

i R

Cemunap Nel.
Tema: «llesu v 3aga4n U3y4YeHHUs JUCUMILIMHBL. 3aKOHOAATEJIbHOE
U HOPMATUBHO-METOAHYECKOe peryaupoBanue, J10Y».

Bonpocwt memur:
Lensp, 3amaum, npeaAMeT, OOBEKT U3yUEHUS AUCIUILTUHBL.
I'OCT P 6.30-2003 «YHudumupoBaHHble CUCTEMbl TOKYMEHTAIIUH. YHUPUIIUPOBAHHAS
CUCTEeMa  OpPraHU3aAlMOHHO-PACIIOPIIUTENIBPHON  JOKyMEeHTanuu. TpebOoBaHus K
0(OPMIICHHUIO TOKYMEHTOB.
CocraB HOPMaTHBHO-METOAMYECKOW 0a3bl JIETOMPOU3BOICTBA. 3aKOHOJATCIIbHBIC AKThI
P® B chepe nnpopmanmu U TOKyMEHTALINH.
HopmatuBHble mpaBoBble akThl (eaepaabHbIX OPTraHOB MCIOJIHUTEIBHOW BJIACTH,
perIaMEeHTHPYIONIHE BOMPOCHI JOKYMEHTAIMOHHOTO o0ecmeueHus. [ ocymapcTBEHHBIC
CTaHJapThl HA TIOKYMEHTALNI0. Y HU(MUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.

Bonpocwt ona oocyscoenusn:

JIOKyMEHT KaK HOCUTEJb yrpaBiieHueckoi nHpopmanuu. [Torstue, GyHKIMH 1 CriocoObI
JIOKyMEHTHUPOBAHHS.

[ToHsITHE «3JIEKTPOHHBIN JOKYMEHT.

Knaccudukanus 10KyMeHTOB.

S3bIK ¥ cTUITB OPUIIMATIBHBIX TOKYMEHTOB.

YHuudukanus u cCTaHAapTH3AIUS TOKYMEHTOB.

CucreMbl TOKyMEHTAIIUU PA3IUYHBIX cPep AeSITETbHOCTH.

3akoHogarenbHbIe akThl PO B chepe nHPpOpMaIK U JOKyMEHTAIUH;

Vka3zbl u pacnopsbkenus [Ipesuaenta PO, nocranosnenus [IpaButensctBa PO B chepe
JIEJI0NIPOU3BO/ICTBA;




10.
11.

12.

13

14.

HopmaruBHble TpaBOBBIE aKThl (pefepalbHBIX OPraHOB HWCIHOJHUTEIBHOM BIACTH
(MUHUCTEPCTB, KOMHUTETOB, CIIy’)kO, areHTCTB), PpETIAMEHTHUPYIOIIHUX  BOIPOCHI
JAOKYMCHTAIITMOHHOT'O O6€CH€‘-I€HI/I}I;

Texauveckue peraaMeHThl 1 HarmoHanbHble CTanaapTsl B ooactu JJOVYII;
Oo6mepoccuiickue  K1accu(PUKATOPBl, TEXHUKO-d)KOHOMHYECKOM W COIMAIbHOMN
nHpopmanuu;

YHu(UIMpOBaHHBIE CUCTEMBI JOKYMEHTAIUH;

. HOpMaTI/IBHO-HpaBOBI)Ie AKThl W MCTOAUYCCKUC MOOKYMCHTHI II0 ACIOIMPOU3BOACTBY,

U3/1aBacMble PYKOBOACTBOM YUPEKICHUNM OpraHU3alUid, IPEAIIPUATHN;
3akoHOJaTeNbHbIE aKThl CyObeKTOB P®D u mpaBoBble aKThl, MPUHHUMAEMble OpraHaMu
UCTIOJIHUTENIbHOM BiacTu cyobekToB PO.

Cemunap Ne2.
Tema: «OcHOBHBIE TPeOOBaAHUSA K 0(DOPMIIEHUIO YIIPABJIEHYECKHX
(opraHu3anMOHHO-PACTIOPSIIMTEIBHBIX) JOKYMEHTOB).

Bonpocelt memuoi:

1. Enwnsle TpeboBaHus K OaHKaM TOKyMeHTOB. Buasl 61ankoB, [IpaBuiia opopmieHus
JOKYMEHTOB TMpPH HCIOJIb30BAHUM TEXHUYECKHX cpeAcTB. (CocTaB pEKBU3UTOB
nokymentoB OP/I.

2. IlpaBuna odopmiIeHHS PEKBU3WTOB 3aroJIOBOYHOM YacTH JOKYMEHTa: YIJIOBOE,
npoxaosibHoe. Kox opranuzaiuu - aBTopa nokymeHTa. OCHOBHOM TOCYAapCTBEHHBIN
PEruCTpallMOHHBINA HOMEP IopuInyecKkoro Juia. HaumeHoBaHue opranusanuu - aBTopa
JIOKYMEHTA.

3. Ha3anue Buga nokymenTta. [lata nokymenta. PeructpannoHHbld HOMEP JOKYMEHTA.
MecTo cocTaBieHHs WIH H3IaHUS JOKYMEHTa, TPeOOBaHUS K TEKCTaM JIOKYMEHTOB.
CokpanieHHble CJI0Ba. 3arojoBOK K TEKCTy JoKyMeHTa. OTMETKa O HaJIM4YhHU
MPUIIOKEHUS.

4. llognucanue M yTBEpXkAEHHE AOKyMeHTOB. CoryiacoBaHue TOKyMEHTOB. OTTHCK
MeYaTH.

5. BwusupoBanue pokymeHTOB. OTMETKa Ha JOKYMEHTE: OTMETKAa O MOCTYIJICHUH
JIOKYMEHTa B OpPraHu3aluio, Pe30IIOIusl, OTMETKA O KOHTPOJIE, OTMETKA O 3aBEPEHUU
KOIUU JIOKYMEHTA.

6. Hpentudukatop SIAEKTPOHHOW KOmWUU JOKyMeHTa. OTMeTka 00 HCIOJHHTEIE.
OtmeTKa 00 UCTIOTHEHUH JJOKYMEHTA M HallpaBICHUH

Bonpocwt ona oocyscoenun:
JIOKyMEHTOOOOpOT:  MOHSATHE, TPUHLUIBI, KOJUYECTBEHHbIE M  KadeCTBCHHBIC
XapaKTEPUCTHUKHU.
OcCHOBHBIE 3TaIlbl TOKYMEHTO000pOTA.
JIOKYMEHTOMOTOKH: BXOJSIIAsl, UCXOAIIas, BHYTPEHHSS IOKYMeHTanus. TexHojorus
00pabOTKH JOKYMEHTOIIOTOKOB.
Crernuduyeckne TEXHOJIOTHH 00pabOTKH TOKYMEHTAIIUN
- KOH(pHUIeHITHANTbHAS JOKYMEHTAIHS;
- TOKyMEHTalUs 10 0OpalieHUsIM IpakIaH.

Cemunap Ne3.
Tema: «Opranu3auMoOHHO-PACIOPSIAUTEIbHbIE

JAOKYMEHTBI, HX COCTABJICHUC H O(l)OpM.J'IeHI/le. I[eJIOBaH N KOMMeEpUYeCKasl IMEPEMUuCKa.



Bonpocet memuoi:
OpranuzanvonHass  JnokymeHrtanus. OOmme TpeOoBaHUS K  OpraHU3ALMOHHBIM
JOKyMeHTaM. YcraB npeanpuarus. JJomskHoctHas uHerpykuus. Ilomoxenue. IltatHoe
pacnucanue. CTpyKkTypa M IITaTHas YUCIeHHOCTh. CTpYKTypa U ux coaepskanue. [Ipasuna
ux ohopmiierns. CoctaB 00s3aTeNIbHBIX PEKBU3UTOB U TpeOoBaHUs K odopmiieHuro. Llensb
ATUX IOKYMEHTOB, IOPAJIOK U3AaHUS, YTBEPKACHUS U PETUCTPALUU.
PacnopsimuTenbHble TOKYMEHTHI Kak oJlHa U3 (hOPM HCIIOJIHUTEIBHO-PACTIOPAIUTEIBHOM
JEATEIIbHOCTH OpTraHu3alui, yuypexaeHuid, npeanpustui. [Ipukassl, ux Bunel. [IpaBuia
opopmiieHns. OCOOCHHOCTH COCTaBJICHHSI TPUKA30B IO OCHOBHOW JEATEIBHOCTH U
IPUKA30B MO JHUYHOMY cocTaBy. OCOOEHHOCTH B COCTaBJICHMHM 3arojoBKOB U
bopMyIUPOBOK KOHCTAaTUpYIOLIeH yacTu. PacniopsiaurenbHas 4acTh - cXema MOCTPOSHUSI.
Brimucka u3 npukasa, ee Ha3HauUCHUE U MpaBuiIa 0OPMIICHHSL.
[ToaroToBka, odopmieHue ykazaHuid ¥ pacnopspkeHuil. CTaauu MOATOTOBKH TPOEKTa
pacnopsiAMTeNIbHOrO  ToKymeHTa. llpaBuna ero BHU3UpOBaHMS, TNOIIUCAHHUS U
peructpanuu. CpoKH WCIIOTHEHUS W BpeMs JOBEICHHS WH(POPMAIMU O KOHKPETHBIX
VCIIOJTHUTEIIEH.
HNupopmaninoHHO-cipaBOYHbIE JTOKYyMEeHThl. Ha3HaueHue u coctaB MH(GOPMalMOHHO-
CIpaBOYHBIX JOKyMEeHTOB. CrnpaBka. PeKBU3UTBHI CIpPaBOK, BHUIbI CIPABOK, MpaBUIIA
HaIlACaHHUs.
Joxnanuele  3anuckd. Lleap  JOKJIagHBIX — 3alMCOK, MpaBujia  OQOpPMIICHHS.
OObsicHuTenbHBIC 3anUCKU. Lledh OOBSACHUTENBHBIX 3alMCOK, MpaBHiia O(QOPMIICHUS.
CrnyxebHas 3am1CKa, €€ Ha3HAYCHHE.
AxThl. Cxema cocraBieHusi akta. PexBusuthl akta. CocraBHble yacTu akta. [lopsgok
MOAMKUCAHUS U YTBEPKIACHUS.
[Iporokon. TpeOGoBaHuWs K COCTaBICHUI0O M OGOPMICHHUIO IMPOTOKOJOB. PEKBHU3WTHI,
COCTaBHbIE 4YAaCTH. BuIbpl MPOTOKOJIOB: MOJIHBIE, KpaTKHE, COKpalleHHble. JloBeneHue
pernieHnii (TOCTaHOBJICHUH) 10 HCTIOTHUTETICH.
JlenoBoe mucbMo B yciioBusAX yHuukanmuu. OdunuanbHOe MUCbMO Kak CPelICTBO CBSI3U
NPEANPUATHI, OpraHU3aluil, YYpPEKJACHUW C BHEHUM MHUpPOM. CTpyKTypa MNHChMA.
OcHoBHBIE TpeOOBaHUS K TEKCTy. PexomeHmamuu mo moctpoeHuro ¢pas. [IpaBuna
o opMIIEHHUS JIEIOBOTO MHUCHhMA.
[Tonsitue Gmanka nmuceMa. CtaHnaptsl Ha (GopMylspel-oOpa3nbl. PEeKBU3UTHI MUcbMa U
npaBmwia ux  odopmueHus.  OtnenpHBIE  BUABI  NUCeM:  WHGOPMAIMOHHOE,
OJlarojapCTBEHHOE, MUCHMO-M3BEIICHHE, MTMChMO-3apOC, MUCHMO-TPeOOBaHNE, TUCHMO-
otBeT u Ap. CocTaBlieHHE TEKCTOB CIYKEOHBIX MMHCEM.

Bonpocwt onsa oocyscoenun:
OOu1re TpeOoBaHUS K OPraHU3alMOHHBIM IOKYMEHTAM.
VYcraB npeanpusarus.
JIOJDKHOCTHAsT MHCTPYKIIMSL.
ITonoxenue.
[IIratHOE pacniucanue.
[Ipukasbl, X BUABI.
WHudpopmManmoHHO-CIIPaBOYHbIE JOKYMEHTBI.
JloknagHble 3aIMMCKH.
. AKTBI
10. IIporokon
11. JlenoBoe MUCHMO B YCTIOBUAX YHU(DHUKAIHMH.
12. [lonsiTue O61aHKa NUCbMa.
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Cemunap Ne4.
Tema: «KagpoBas nokymentauuss Opranusanusi padoThbl ¢ JOKYMEHTAMMI».

Bonpocbt memur:

1. 3uaueHue KaJApOBbIX JOKYMCHTOB. CocTtaB u BUbI JOKYMCHTAIUHU IO JINYHOMY COCTABY.
[TpaBuna ux cocrapieHus. Y HuduiupoBanabie popmbl fokymeHTOB. [Ipukas. OdopmiieHne
npuema Ha pabory. [lepeBoa Ha apyryro padoty. [IpenocraBienue oTmycka. Y BOJbHEHHE C
pabotel. JluuHoe 3asBneHWe. XapaktepucTuka. CoOCTaBHbIE YacTH XapaKTEPUCTHKH,
npaBuia opopMIICHUSI.

2. Tlopsaok ABWXEHUS JOKYMEHTOB B opraHu3aruu. [loHATHE DOKYMEHTOOOOpOTa M €ro
ocHOBHbIe 3Tambl. OOpaboTka JOKYMEHTOB, TOCTYNAIOIIMX B  OpraHU3alMIo.
[IpenBapuTenbHOE  pacCMOTpPEHHE JOKYMEHTOB B  ClIy)0e JOKYMEHTAIlMOHHOTO
obecrieueHus yrpaBicHUsI.

3. Perucrpauus u uHaekcanus 10KyMEHTOB.

4. KoHTposb 32 UCTOJHEHHEM JOKYMEHTOB. CpOKU HMCIOJHEHUS JOKYMEHTOB. OpraHnu3aius
PaLMOHATILHOTO ABUKEHUS JOKYMEHTOB BHYTpH npeanpusatus. O0padoTka HCIIOIHEHHBIX U
OTHPABIACMBIX JOKYMCHTOB.

5. HcnonHeHne MOKYMEHTOB. AHaJM3 CTPYKTYPHl JOKYMEHTOOOOpoTa. MeToapl ydera u
COKpAIIEHUS TOKYMEHTO000pOTa. YUeT KOJIMYeCTBa U Ka4ecTBa JOKYMEHTOB OpraHU3alllu.
Coxpamienue o0beMa J0KyMEHT0000poTa.

Bonpocut ona oocyyncoenun:

1. KoMIuiekc kaapoBoil JOKYMEHTAMU: TIOHATHE U €€ COCTABIISAIOLIME.

2. YaudunupoBanabie (OPMBI IEPBUYHON YUETHON JTOKYMEHTAIIUU TI0 YUETy TPy/ia U €ro
OILJIATHI.

3. TpynoBoii 1OroBoOp: coaepkaHue U MOPAIOK 3aKIHOUEHUS.

4. OcobeHHOCTH TOKYMEHTHPOBAHUS 3TAIlOB TPYIOBOM NEATEILHOCTH pabOTHUKA (IIpHUEM,
HepeBo/l, OTIYCK, KOMaHAUPOBKA, YBOJIBHEHUE U JP.)

5. TpynoBas KHUXKA: paBHUJIa BeIeHUS U 0POPMIICHHUS.

6. OdopmieHue u BeeHNEe TMIHON KApPTOYKH U JIMYHBIX JIE]I.

7. Ilpouecc 3amuThl TpOoQecCHOHATBHBIX JaHHBIX B KaJIpOBOM CIIyX0e€.

Cemunap NeS.
Tema: «CucremaTu3anusi J0KyMeHTOB U (popmMupoBanue aeji. OnepaTuBHoOe XpaHeHHe
AOKYMEHTOB M J1eJD».

Bonpocvi memui:

1. Opranuzamust SKCHEPTH3bl  IIEHHOCTH  JOKyMeHTOB. OOmme TpeOoBaHUS K
cuctemMaruzanuu J1oKymeHToB, Homenkiatypa pnen. CocraBiieHHE 3arojloBKOB A€l
OcHoBHBIe npaBuIa GopMUpoBaHus Aei, OnepaTUBHOE XpaHEHUE JOKYMEHTOB U JIeI.

2. IloaroroBka aen K apXMBHOMY XpaHeHHUI0. CocTaBlIieHHE BHYTPEHHEHN OIUCU JOKYMEHTOB
U 3aBeputenbHO Haamucu. CocraBienue u opopmiieHue onuceit nen. Ilepempaya nen B
apXuB.

Bonpocwt ona oocyscoenun:

1. Cucremarusanus JOKYMEHTOB.



2. CocraBneHre HOMEHKIATYPHI JeJ: Ha3HaYeHHE, BU/IbI, 0COOEHHOCTH 0(hOpMIICHUSI.
3. dopMupoBaHuE Je1: OCHOBHBIE ONIEPAIUH.

4. IlpaBuiia onepaTUBHOIO XpaHEHUs JEII.

3. OdopmieHue Aes U COCTABICHHUE OMHUCEH.

4. Ilopsaiok nepenaun JOKyMEHTOB B apXUB.

ITopsinok oTpadOTKM CTyIeHTAMH NPONYLIEHHBIX 3aAHATHI

HezaBucumo ot IIPUYUHBI OTCYTCTBH HA 3aHATHAX BCC IMPOIMMYHICHHBIC TEMBI JOJIXKHBI

ObITh OTpaboTranbl. OTpaboTKa MOMKHA MPOXOAUTH B (hopMe MOATOTOBKM pedepaTa Mo Teme
NPOMYIICHHOW JIeKIMM WM ceMmuHapa. Ilman pedepata mommKeH coBmagath C IUIAHOM
NPOMYIIEHHON JIEKIIUU WIIM CEMUHAp

10. OneHo4HbIe cpeacTBa A1 NPOMEKYTOYHOMH ATTeCTAUHN

Bonpocsl k 3auery:

1.

AR

Sl

13.

14.
15.
16.
17.

18.
19.
20.

21

Jlenonpou3BoACTBO  Kak (YHKIMS YOpaBlIEHUS, COBPEMEHHbIE TpPeOOBaHUA K €ro
OpraHH3aIiHy.

JIOKyMEeHT, OCHOBHBIE TIOHSTHS, (QYHKIIUU U CIIOCOOBI TOKYMEHTHPOBAHUSI.

Nudopmanus u 10KyMeHT.

Knaccudukanus nokymeHra.

DNIEKTPOHHBIN TOKYMEHT U JJOKYMEHTOOOOPOT.

Yuudukanus U CTaHAApTH3alUs KaK OCHOBHOE HAMPABICHHE COBEPIICHCTBOBAHUS
JTIOKYMEHTOB.

CucreMbl TOKyMEHTAIUH.

YHuduuupoBaHHbIE CUCTEMBI JOKYMEHTALIUU.

OO6mme TpeGoBaHuUs K TEKCTY JOKYMeHTa. I1opsiioK U310KEHUs TEKCTa TOKYMEHTA.

. HopmatuBHO-1IpaBoBas 6a3a AeI0mpon3BOICTBA.
11.
12.

CocTtaB peKBH3UTOB, MpaBHIa KX 0HOPMIICHUSI.

Buapl 01aHKOB TOKYMEHTOB, WX XapakTepuctuka. [IpaBuna odopmieHus, U3rOTOBIECHUS,
yuéTa, UCTIOJIb30BAHUS M XpaHEHHS OJIAaHKOB OpraHU3allyu.

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

Kommiekc kapoBoil JOKyMEHTAIINH.

O6ume mpaBuia oopMIICHHS IPUKA30B 110 JTUYHOMY COCTaBY.

TpynoBoii 10roBOp: COAECPKAHUE U TTOPSATOK 3aKIIOUECHUS.

OCOOEHHOCTH TOKYMEHTUPOBAHUS ATANOB TPYIOBOU NEATEIBHOCTH PaOOTHHKA: MPUEM,
NepeBojl, OTIYCK, KOMAaHIUPOBKA, YyBOJbHEHHE, MOOMIPEHUE, IJUCHUILIMHAPHOE
B3BICKAHHUE.

[TonsiTve, MPUHLIUIIBI U XapaKTEPUCTUKHU TOKYMEHTOO00pOTA.

OcCHOBHBIE 3TaIlbl JOKYMEHTOO00POTA.

XapakTepucTuka  JOKYMEHTOIIOTOKOB:  BXOZsIIAs,  HCXOAsIIas,  BHYTPEHHSSA
JIOKYMEHTaIusl.

. OcobeHHOCTH pabOTHI ¢ KOH(DHUICHIIMATIBHON JOKYMEHTAITUEH.
22.
23.
24.
25.
26.
27.

TexHomnorust paboThl ¢ OOPAIICHUSMH TPAXKIAH.

Cucremarun3zamusi JOKyMEHTOB, UX y4eT B 00ecIie4eHHe COXPAHHOCTH.

Homenknarypa aemn: BUIBL, COJepKaHNE U MOPSATOK COCTABICHUSI.

®dopmupoBanue U 0hOpPMIICHUE JE.

OcHoBHBIE TPeOOBaHMS K OPraHU3alMU TEKYIIEr0 XpaHEHUsI UCTIOIHEHHBIX JOKYMEHTOB.
[ToaroroBka JOKyMEHTOB K Ca4e B apXUB. APXHUBHOE XpaHEHHE JOKYMEHTOB.



28. Poixp  JOKYMEHTAallMOHHOTO  OOECle4YeHHss B  COBEpIICHCTBOBAHWW  YIPABJICHUS

IpeIPUATHIMHI

29. Mcropusi CTAaHOBJCHUS M DPA3BUTUS JOKYMEHTAIIMOHHOTO OOECHeueHHs yIpaBlieHHs B

Poccuu

30. S3BIK ¥ CTHIIb I€JIOBOM TOKYMEHTAIIUU

11.

IlepeyeHb OCHOBHOM M JONMOJTHUTEJIBHOH YU4eOHOI JTUTEPaTypPhl, HEOOXOAUMOI 1JIs1
OCBOCHHS THCHUIIHHBI

OcHoBHasi JuTEpaTypa:

1.

["anuesa, H. B. JlokymeHTanmonHoe odecrieueHue ynpasiaeHus : yaeonuk / H. B. 'anuesa,
K. K. I'anmueB. — Mocksa : Uznarensckuit JJom MUCuC, 2021. — 188 ¢. — ISBN 978-
5-907227-50-7. — Texkct : snexrponHsii // LludpoBoit oOpaszoBarenvHblii pecypc IPR
SMART : [catit]. — URL: https://www.iprbookshop.ru/116986.html

Bypmuctpos, A. H. KaagpoBoe nenonpou3BoCTBO M CTaHAApPTH3alUs Tpyda : yueOHOe
nocobue / A. H. bBypmuctpos, M. I1. CunsBuna, O. B. Kaymanna. — Cankr-IleTepOypr :
Cankrt-IlerepOyprckuiit monmurexuuyeckuii yauBepcuteT [lerpa Benukoro, 2020. — 104
c.— ISBN 978-5-7422-7046-1. — Texcrt : anekTpoHHbIi // LludpoBoit 06pazoBaTenbHbII
pecype IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/116130.html
Kyznenosa, . B. KonduneHmnuansHoe 1e10MpON3BOACTBO U 3aITUIICHHBIN JJIEKTPOHHBIN
JIOKYMEHTOO0OpOT : ydueOHOe mocobue mius OakanaBpoB / WM. B. Kysnemosa, I'. A.
XauvatpsiH. — Mocksa : Al [Tu Ap Meana, 2020. — 192 c. — ISBN 978-5-4497-0588-4.
— Texer : anextponHsii // Ludposoit odbpazoBatenbublil pecypc IPR SMART : [caiiT].
— URL: https://www.iprbookshop.ru/97083.html

Ky3nenos, U. H. Jlenonpoun3BocTBo : yueOHO-cripaBouHoe tocodue / M. H. Ky3neron. —
8-e m31. — Mockasa : Jlamkos u K, 2019. — 406 c. — ISBN 978-5-394-03393-3. — Tekcr
: anexkTpoHHbIH // Lludposoit oopazoBarenbublii pecypc IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/85215.html

JlonoJiHUTe/IbHAS JTUTEpaTypa:

1.

Macanosa, 0. A. MIHHOBAallMOHHBIC TEXHOJOTUHU YIPABICHUS MEPCOHAIOM : yueOHOe
nocobue / FO. A. MacanoBa. — Mocksa : Aii [Ilu Ap Menua, 2021. — 323 c. — ISBN
978-5-4497-1161-8. — Texkcr : anextponHsIii // Ludposoii oopazosarensHbIii pecype [IPR
SMART : [caiiT]. — URL: https://www.iprbookshop.ru/108225.html

3emusinckuid, A. A. VYmpaBneHue HHPOPMANMOHHBIMH pecypcaMd B HAYYHO-
HCCIIeI0BaTENbCKOM padoTe : yuebHoe mocooue / A. A. 3emustHckuid, M. E. Beictpennna.
— 2-¢ u3n. — Mocksa : JlamkoB u K, 2021. — 110 ¢. — ISBN 978-5-394-04149-5. —
Tekcr : anextponnsiit // Lludposoii odpazoBarenbubiii pecypc IPR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/107830.html

CmupaoBa, E. II. JlemompomsBoacTBO misi cekperaps. PaspaboTka, y4yer U
XpaHEeHUECTy)XeOHOH JoKyMeHTaruu : mpaktudeckoe nmocobue / E. I[1. CmupHoBa. — 2-¢
u3n. — CapatoB : Aii [Tu Dp Meana, 2019. — 210 ¢. — ISBN 978-5-4486-0465-2. —
Texcr : anexkTponHsli // Ludposoii oOpazoBarensHbiil pecype [IPR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/79622.html

Hosu, 1. H. KaapoBoe /1e10mpon3BoICTBO M KaJIPpOBBIHA ydeT : yaeOHoe mocodue / M. H.
HoBu. — Taranpor : TaraHporckuii MHCTUTYT YIIpaBJIeHUs U SKOHOMUKH, 2018. — 84 c.
— Texcr : anextponHsii // Ludposoit odbpazoBatenbublil pecypc IPR SMART : [caiiT].
— URL: https://www.iprbookshop.ru/108082.html

13. Ilepeyenn pecypcoB HHGOPMANUOHHO-TEJIEKOMYHUKAIIMOHHOI ceTH « UHTEpHET),
npodeccuoHaIbLHbIX 023 TaHHBIX 1 HH(POPMANMOHHBIX CIIPABOYHbIX CHCTEM,
HEe00XO0AUMBIX JJI1 OCBOCHH S TUCHUNIMHBI


https://www.iprbookshop.ru/116986.html
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http://economics.edu.ru — O6pa3oBaTeIbHBINA MOPTAT

https:/minobrnauki.gov.ru/ MwuHHCTEPCTBO HayKH U BbICIIEr0 oOpazoBaHusi PO
http://www.aup.ru/library/ DnexTpoHHas OMOIMOTEKa YKOHOMHYECKOHN U JICIIOBOM TUTEPATYPHI
http://ecsocman.hse.ru/ Caitt MmexxyHapoHOTO XypHaia TIpo6iemMbl TeOpuH U MPaKTHKA
yIpaBICHUS

http://www.mevriz.ru/ OdurmanbHbIi callT )KypHaia «MeHemKMeHT B Poccun u 3a pydeskom»
CnpaBounas mpaBoBas cuctema «Koncynsrant-ILmocy - www.consultant.ru

CrpaBouHast ipaBoBasi cuctema «["apanTy» - www.garant.ru

14. MeToanyeckue yKazaHus 1Js 00y4arOmuUXcsl 0 OCBOEHUIO TUCIMILIIHHBI

Wzydenne y4eOHONW IUCHMIUIMHBI «JlOKYMEHTAllMOHHOE OOECIeueHUe YIpaBICHUS
[IEPCOHATIOMY IPEATNoaraeT OBJaJIcHUEe MaTepuanaMu JIeKLui, yueOHUKa, IPOrpaMMBl, paboTy
CTYZIEHTOB B XOJI€ IIPOBEICHHU ITPAKTUYECKUX 3aHATHUH, a TAKKE CUCTEMATUYECKOE BBIIIOJHEHUE
INUCbMEHHBIX paboT B (opMme pedeparoB, TECTOBBIX M MHBIX 33JaHUN A CaMOCTOSATEIIbHOU
paboThI CTYIEHTOB.

B xone nexuuil pacKkpbIBalOTCS OCHOBHBIE BOIIPOCH! B PaMKaxX pacCMaTpHUBAEMOTI0 pas3zeia,
JIeNAOTCs aKLEHTHl Ha HauboJiee CIOXKHBIC U MHTEPECHBIC MOJIOKEHHUS M3y4aeMOro Marepuasa,
KOTOpPBIE JIOJKHBI OBITh NMPHUHSATHI CTYyJE€HTAMHU BO BHUMaHHE. Marepuanbl JIEKIUN SBISIOTCS
OCHOBOHl /U1 TOJTOTOBKM CTyJ€HTa K IPAaKTHMUECKUM 3aHSATUSM U BBIIOJHEHUS 3alaHuil
CaMOCTOSITENIbHON PaOOTHI.

OCHOBHOM LENBIO NMPAKTUYECKUX 3aHATHM SABIIAETCS KOHTPOJIb 33 CTEICHBIO YCBOCHHS
IPOIIEHHOTO MaTepualla, XOJOM BBIOJHEHHUS CTYJEHTAMHU CaMOCTOSITEIbHONH paboThl H
paccMOTpeHHe HauboJiee CI0KHBIX U CIIOPHBIX BOIIPOCOB.

15. TlepeyeHb MHPOPMANMOHHBIX TEXHOJOTHH, UCIOJIb3yeMbIX MPHU OCYIIECTBJICHUHU
00pa3oBaTe/ILHOIO MpoLecca MO0 AWUCHUILIMHE, BKJKYAs IepedYeHb MNPOrpaMMHOIO
olecrieyeHus: U MHGOPMAIMOHHBIX CIPABOYHBIX CHCTEM

OmnepanuonHas cuctema — Linux, maket oducHsix nporpamm — LibreOffice nmu6o
onepanronHas cucrema — Windows, maket oucasix mporpamm — Microsoft Office B
3aBUCHUMOCTH OT PacIpeIeTICHUs ayAUTOpHiil. Y4eOHbIe ayIuTOPUN OCHAIIIEHBI KOMIBIOTEPHOU
TEXHUKOW C BOBMOXKHOCTBIO MOAKIIOUeHUs K ceTr "MuTepHeT" n obecrneueHnem 10CcTymna B
AIIEKTPOHHYIO WH()OPMALIMOHHO-00pa3oBaTenbHy0 cpeny MHcTuTyTa.

16. Onucanue MaTepUAJIbHO-TEXHUYECKOM 0a3mbl, He00X0IMMOI A
ocyllecTBJIeHHs 00pPa30BaTEJILHOIO NpoLecca Mo JUCHHUILINHE

Jis u3y4eHus TUCIUTUIUHEI «J[OKyMEHTAIIMOHHOE 00ecTIeYeHNe YIIpaBIeHUs
MEPCOHATIOM» HEOOXOJUMO HaJINuue ayJUTOPUH, OCHAILIEHHON MYJIbTUMEIUHHBIMU CPEICTBAMU
oOydeHus I YTSHHsI ISKIUH U MPOBEJACHUS CEMUHAPCKUX 3aHATHH.

17. METOANYECKHAE PEKOMEHIA LMY JUISI IPENOJABATEJIE# IO MOJATOTOBKE U
MMPOBEJEHMIO PA3JINYHBIX BUJOB YUYEBHBIX 3AHSTHIA.

IIOArOTOBKA U MPOBEJAEHUE JEKLIMIA

Jlekuust (ot nar. lectio — uyTeHHME) — CHUCTEMAaTHYECKOE, IOCIIEAOBATEILHOE M SICHOE
U3JI0KEHHE IperoaBaTesieM y4eOHOTO MaTepualia WM KaKoro-mnbo HaydHoro Bompoca. [lpu
HEOOXOIMMOCTH MOXKET CONPOBOXIATHCS JIEMOHCTpalei cnaiiioB u ¢uiabmoB. Kak ogna u3
OpraHM3alMOHHBIX (OpM M METONOB OOYyYEHHs TpaJWIMOHHA JJIS BBICIICH KoL Jlekums —
HKOHOMHBIH 110 BpeMEHH CII0c00 COOOIEH s CTYACHTaM 3HAYUTEIbHOro 00beMa nHpopmanuu. B
cpenHeM ydeOHas JIeKIus 3aaumaet 1,5 — 2 gaca.

OCHOBHBIMU COBPEMEHHBIMU Mpehosanuamu, NPEAbIBISIEMbBIMA K JICKIIUH, SBISIOTCS:
IIEJIOCTHOE M CHUCTEMAaTHYeCKOE W3JIOKEHWE MaTepHana, ero Hay4YHOCTb, JOCTYITHOCTB,
OpraHuyYHas CBSI3b C IPYTMMHU BUIaMHU YU€OHBIX 3aHATHI.
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Jlex1us m0KHA UMETh:

® YETKYIO CTPYKTYPY Y JIOTUKY PACKPBITHS TOCIEIOBATEIIHFHO U3y4aeMbIX BOIIPOCOB;

® UMETh 3aKOHYCHHBIN XapaKTep OCBEIIECHUS ONPEEICHHON TeMBbI (IPoOIeMbl), CBI3b
C IPEIbIAYIIUM MaTEpUAIOM;

e OBITh JIOKA3aTEIHHOM M apTyYMEHTUPOBAHHOM, COIEpkKaTh JOCTATOUYHOE KOJUIESCTBO
MIPUMEPOB, 0OOCHOBAHMH, I0KA3aTEIHCTB;

® CTaBUTh NEPE] CTYACHTaAMU BOIPOCHI JIs1 Pa3MbIIIUICHHUS;

® JIEKTOp JODKEH yMeTh MpoOyXKIaTh HHTEpEC K 3HAHUSAM, CTHUMYJIHPOBATh K
CaMOCTOSITENTLHOU padoTe;

® JIGKTOPY HEOOXOIUMO YMETh YAEPKUBaTh BHUMAHUE ayJUTOPUH, €TO PEUb JIOJDKHA
OBITh KYJBTYPHOHW, T.€. OTJIMYATHCS CMBICIOBOM TOYHOCTBIO U TPAaMMaTHYECKOMN
MPaBUIILHOCTBIO; OH JIOJDKEH BIIAJIETh CIELUATLHOM TEPMUHOJIOTHEH U yMETh €€
Pa3bSICHSTS.

Ot nektopa TpebyeTcss He TOIBKO YETKOE U JIOTHYECKH CBSI3HOE M3JI0KEHHUE COJICpKAHUS
MpeaMeTa, HO U YMEHUE HAIPaBUTh U CTUMYJIUPOBATh CIyIIaTeNeld K aKTHBHOW MBICTUTEIHBHOM
pabote. BocmpusiTue JIEKIMK CIyIMIATEIIMUA 3aBUCUT OT KauecTBa Marepuania. [ TaBHOE B JTEKIIUU
— yMEHHE aKTUBHU3UPOBATH IMO3HABATEIbHYIO JNESITCIBHOCTH CIIyIIaTeNel, TOOUTHCS OTBETHOM
MBICIIUTENIbHOM peakuuu. Jlekuusi mnpu3BaHa MOATOJIKHYTh CTYAEHTOB K Pa3MBIILICHUIO,
MOJICKa3aTh HAMPABJICHHUSI CAMOCTOSTEILHON pabOThI, MOOYIUTH K IEHCTBHIO.

B kaxxm0ii TeKIMU TOIKHBI OBITH HEPA3PHIBHO OObETMHEHBI JBA HaYala - 00pa3oBaTeIbHOe
W BOocmuTaTenbHOe. B JieKnuu HE AOMKHO OBITh HUYEro JIMIIHEr0, BCE HAIMpaBIsEeTCS Ha
JIOCTH>KEHHUE TOCTaBJICHHOM 11eJ1d, Ha PACKPBITUE OCHOBHOM MJI€H, HA JI0Ka3aTEIbCTBO TOTO WM
uHOTO ToNIokKeHUs. CyIIeCTBEHHOE 3HAYCHUE HMMEET HKCIOJIb30BaHUE Ha JIEKIIUU CPEJCTB
00paTHOW CBS3M Pa3IMYHOIN CTENeHH CI0XKHOCTH. OOpaTHas CBSA3b BBICTYMAET Kak CIoco0 uis
JIEKTOpA MOJTydaTh MPEACTaBICHUE O X0/I€ YCBOCHHUS MaTepraia U akTUBHOCTH ayIUTOPHH.

Iloozomoeka nexkyuu - >TO TPOIECC, BKIIOYAIMUNA B ceds cOOp, HAKOIUICHHE U
pacripeiefieHue MaTepuajia 1Mo BPEMEHH, MPOAYMBIBAHHE JIOTHYECKOTO TOCTPOCHUS JICKIUH,
BBIJICTICHHE HAan0O0JIee BaKHBIX MOMEHTOB M3 BCEro Marepuana. JIekius JomKHa akKKyMyITupOBaTh
BCE HAKOIUJICHHBIE MaTepHalibl, TaK WJIM WHA4Ye OTHOCSAIIMECS K Teme. [Iporecc moaAroToBku K
JEKIUH WHAWBUAYAJI€H M BO MHOIOM 3aBUCHUT OT CIOXXHOCTU TEMBbI, MOJArOTOBICHHOCTH
MpernoiaBaress, 0COOEHHOCTEH yueOHoU rpynmbl. OaHAKO, HECMOTPS HA 3TO, MOKHO BBIICITUTH
OCHOBHBIE 3Tallbl B MPOIECCE MOATOTOBKH, XapaKTePHBIC IS JISKIIUU IO JII0OOOMY ydeOHOMY
npeamety. K HUM oTHOCSTCS:

® U3y4YEHUE UCXOAHOM JOKYMEHTALINY;

e pazpaboTKa 3aMbIciia JIEKIIUU U BBIOOP 11e71ecO00pa3HOi METOIUKH;

¢ 0()OpMIICHHE JICKITHH, PETICTUIINS.

Cmpykmypa nekyuu:

Ha3BaHHC TEMBI,

yKa3aHHE BPEMEHU Ha JIEKIIHIO B 11€7I0M, BBOJJHYIO YaCTh, OCHOBHYIO YacCTh, 3aKIIOUCHHE;
BBOJ{HAS YaCTh;

OCHOBHA$ 4acCTh;

KpaTKHUE BBIBOJIBI IO KAX/IO0MY U3 BOIIPOCOB;

3aKITIOYCHUE;

® CITHCOK HMCTIOJb30BAHHON JTUTEPATYPHI.

K wucxomnoit noxkymeHTanuu, KOTOpPOW 00s3aH PYKOBOJCTBOBATHCS IPETOIaBaTElb,
OTHOCHUTCSI MpOrpaMMa y4eOHON MUCIUIUIMHBI, YYeOHUKH M y4eOHO-METOIUYECKHE MOCOOus,
YaCTHBIE METOAMKH TPETOJIaBaHMsl TUCHIUILIMHBI, paclUCaHue 3aHATHA cO cTyaeHTamu. [lpum
pa3paboTKe 3aMbICiia JEKIIUU OJHOW M3 Ba)KHBIX 3a/1au MPEIOoJaBaTess SBISETCS MOCTAaHOBKA
ydaeOHON MpoOJieMbl. YMEHHE HAWTH OCHOBHYIO HJCI0 B KaXKIOW JICKIIMOHHONW TEeMe HMEET
pemraromiee 3HaueHue g ee ycmexa. Kak mpaBmio, Tema JIEKIMH OlpeaeieHa y4deOHOM
nporpaMmoi maHHOW auctuiiuHbl. OHa o0s3aTtenbHa I TpenojaBarens. M3MeHeHus B



HA3BaHUM TEMbI, IMOCTAHOBKE yUYEOHBIX BOMPOCOB 00s3aTENbHO OO0CYXIaroTcs Ha kKadenpe u
TOJIBKO TIOCJIE€ COOTBETCTBYIOLEIO YTBEPKACHUS BHOCSATCS KOPPEKTUBBL. (CaMOCTOSITETHHO
U3MEHATh UX (OPMYIMPOBKY NpenojaBaTeb HEe HMeeT mpaBa. Ero mpaBo — BBIOMpaTh
coJlep’kaHue, COOTBETCTBYIOIIEE TeMe M Y4eOHbIM BOIpOCaM, a TaKXKe METOJAbl, Beayllue K
JOCTIDKEHUIO ONTHUMAJIBHOTO pe3ylbTaTa I103HABATEIbHOM MAEATENbHOCTH CTyAeHToB. [lpu
BBIOOpE METOIOB MPETOaBaTeIh UCXOIUT U3 COOOPAKEHHS MEarOrHIecKoi 11e1eco00pa3HOCTH
U y4yeTra cocTaBa CTyJeHueckoi aynutopuu. [Ipu pa3zpaboTke CTPYKTYphl JEKIUH BaKHO
cMoJIenupoBaTh 3 (EKT ee BO3AeHCTBUS, paCUJICHUTh YUeOHBIH MaTepuan Ha MOAYJIH, JTIOTHUYECKH
yBSI3aHHBIE JIPYT C JPYroM, c(hopMyIHpOBaTh OCHOBHBIC H/I€U U BBIBOJBI 110 KAXKIOMY Y4eOHOMY
BOIPOCY U TEME B 1IEJIOM; HAJI0 TaK MOJAONTH K COOpaHHOMY MaTepHally U Tak 3HaTh €ro, YTo0bl
HaTH KaxaoMy y4eOHOMY MOJAYNIO €ro Jorudeckoe wmecro. Jlormueckas CTpOHHOCTB,
COpa3MEepHOCTh M B3aMMOCBSA3b OTAENBHBIX YacTeil BEJET K YETKOCTU €€ M3JI0KEHUS, SCHOCTU
OCBEIICHHUS BOTIPOCA, 00JIEr4aeT ee MOHUMaHUe CTyICHTaMU.

Odopmienne JIEKINKU 3aKII0YaeTCsl, Kak MPaBUjIo, B pa3pabOTKe ee MOJHOT0 TeKCTa WU
1u1aHa-KoHcnekTa. [1oaHbIi TeKkeT ek HeoOXOAUM MPU YTEHUH JIEKIMHU 10 0C000 BaKHOMY
yueOHOMY MaTepuaiy. B miaHe-KoHCIEKTe 1aeTcsi KpaTKOe COJepyKaHUE M3JIaraéMbIX BOIIPOCOB,
(akTHUecKuil MaTepHual, BBIBOABI U 000OLICHHUS, TOMETKH O BPEMEHH U MECTe JEMOHCTpAIHH
CPEICTB HarJIAJHOCTH, a TAKXKe JIPyrre MOMETKH, HE0OXOAUMBIE MTPETOAABATENI0 B X0/I€ YTCHUS
JeKIMU. B OTIENbHBIX clydasx Mpeno/iaBaTelb COCTABISICT KPATKUM IUIAH JIGKIIMH, BKIIIOYas B
Hero o0s3aTebHbIe BXOIHBIE JaHHBIE U MIEPEYEHb BOIIPOCOB C PACHPEEIIEHUEM UX 110 BPEMEHHU.

Beoonasa uacme (s6eoenue).

Berynnienue (BBeneHue) onpezenseT He TOJNbKO TeMy M IJIaH, HO M Leib JieKiuu. OHO
NPU3BAHO 3aWHTEPECOBAaTh M HACTPOUTH AyJUTOPHIO Ha CiyllaHue Marepuana. Ha mnekuuu
NpenoaaBaTeio HeoOXOAUMO CHayajla YCTaHOBUTH KOHTAaKT C ayJUTOpPHUEH, 3aTeM, HE TOPOIISCh,
YETKO M SICHO, Ha3BaTh TEMY JICKLIMH, J1aTh CTYJECHTaM 3amucath ee. /lajee nmeperti K U3JI0KESHHUIO
BBOJIHOM 4YacTH, B KOTOPOIl oOmpeensercs MEeCTO TeMbl B M3y4aeMOM Kypce M €€ 3HaueHue JUIs
NPaKTUYECKOH JIeSITEIbHOCTH CTYJEHTOB, POMH(OPMUPOBATH O PACTIPECICHIHN BPEMEHU Ha TEMY.
Ecnu 310 He mepBast JeKuus Mo TeMe, TO MpernoiaBaTesb JODKEH CBA3aTh €€ ¢ MPeAlIecTBYIOIEH
nekuuent. Jlanee cienyer nepeunciauTh yueOHbIe BONPOCHI U JaTh BO3MOKHOCTB CTY/IEHTaM 3alucarh
uX.

[TpoBeneHue NEKIUK MOXKET MPeAyCMaTPUBATh pa3IMYHbIC BapUAHTHI €€ Hayaua, OJHAKO B
1IEJIOM BBOJHAsI €€ 4acTh JIOJKHA YETKO OPUEHTHUPOBAThH CTYIEHTOB B paMKax paccMaTpUBaeMon
npoOJeMbl, a TaKKe yKa3aTb Ha TO, YTO OHHU JIOJDKHBI YCBOUTBH Ha JICKIMH, Y€MY KOHKPETHO
HAYYUTHCS.

BBopHas yacTh JIeKIMU He JOJDKHA 3aHUMATh Oosee 5 — 7 MUHYT. Temn ee U3JI0KeHus, Kak
IIPABUJIO, BBIIIE TEMIIA U3JI0KEHUS COJIEpKaHusl yYeOHBIX BOIIPOCOB, UTO 3aCTaBIIsET 00ydaeMbIX
IICUXOJIOTHYECKU COOPATHhCS U COCPEIOTOUNTHCA.

Baxnoe ycnoBue ycrexa npernojiaBarens Ha JISKIMHU — MHTOHALUS, BBIPA3UTEIILHOCTD €T0 peyH,
ONTUMAJILHOCTh €€ PUTMa M TEMIIa, BKJIIOYCHHE 3JIeMEHTOB lomopa. Ompernenss TeMmn peuw,
npenoaaBaTenb JOKEH YUUThIBATh, YTO CTYIEHTHI 3allMCHIBAIOT TOJBKO TO, YTO IPENOJaBaTelb
MOAYEPKHUBACT TOJIOCOM, Pa3psIKON pedd, MEeNarorndecKMMHU Tay3aMH M MOBTOPAMH OTAEIbHBIX
MOJI0XKEHHM, IPUTTIAllIEHHEM 00y4aeMbIX K TOMY, YTOOBI OHM 3alIOMHIJIA TO WJIM MHOE MOJIOKEHUE,
BBIZIETIEHHOE TPETIO/IaBaTEesIeM.

3aknwouumensvnaa yacmep. 3aKIIOUEHUE B CTPYKType JEKIUHU HMEET Takxke OOJbIIoe
3HaYeHHe, T.K. MMEHHO OHO TIO3BOJIAET TOJBECTH MTOTHU CKa3aHHOMY, IOCTaBHTb MeEpen
CTyJEHTaMH HEeOOXOUMbIE 3a/1a4M, YKa3aTh Ha CBA3b C MOCIEAYIOIUM Yy4eOHbIM MaTepHaioM U
HOPSI0OK TIOATOTOBKU K CIIEAYIOIIEMY 3aHSATHIO, OTBETUTh HA BOMPOCHI, BOSHHKIIUE 32 BPEMs
nexuuu. [Tocie OTBETOB Ha BO3HUKILKE BOMPOCHI JIEKTOP 3aKaHYUBAET 3aHSTHE.

Heo06XxoauMO MOMHHUTB, YTO K BaXKHEHIIMM MPEUMYIIECTBAM JIEKLIMOHHOTO OOYydeHUs
OTHOCHUTCS TO, YTO JIEKTOPY MOKHO 3a/1aTh BOIPOC U TYT K€ MOJIy4uTh oTBET. [locie Toro, kak Ha
NOCTYMUBIINKA BONPOC JIaH MOJHBIA U TIOCTATOYHO OOOCHOBAHHBIM OTBET, MPEIOIaBATEIIO MOCTe



JICKIIUH CIICAYCT O6,Z[YMaTb, MMo4YeMy 3aaHbl TAKUEC BOIIPOCHI, U BHCCTU H€O6XOI[I/IMI>I€ KOPPCKTHUBBI
B TEKCT JICKIIUH.

JlekTopckoe MacTepcTBO MpenoaaBaTelisi, Kak U €ro 3HaHus, OTTaYMBAIOTCA B PE3yJbTaTe
eXeaHeBHOTO Tpyna. [l sToro TpeOyeTcs TINATEIBHBIN aHAIM3 pPE3yIbTaTOB KaKIOU
MPOYUTAHHOM JIEKIIUHU, KaK 110 €€ COEPIKaHUI0, TaK U 10 (popMe U3II0KEHUS.

[TOArOTOBKA U ITPOBEJIEHUE ITPAKTUYECKUX 3AHATUIA

Cnenn¢uka 3Toro Buaa 3aHATHH (CEMHHAPOB) COCTOUT B BHIIOJTHEHHH CaMOCTOSITEIBHO
WIN IO PYKOBOJICTBOM IIPETIONABATEeNs 3aaHUil W SBISETCS aKTHBHOW (HhOPMOI ydeOHBIX
3aHATUH. [IpakTHyeckue 3aHATUS MPHU3BAHBI Pa3BUBATh U 3aKPEIUIATH Y CTYJICHTOB HaBBIKU
CaMOCTOSATENILHON paboThl, MPUMEHATH MOJTyYCHHBIE Ha JICKIHMIX 3HaHUA. B xome cemmnapa
BbIpabaThIBaeTCsl yMeHUE (pOopMyTupoBaTh, 000CHOBBIBATH U U3JIaraTh COOCTBEHHOE CYXKICHUE
o o0CY)XIaeMOMY BOIIPOCY, YMEHHE OTCTaMBaTh CBOW B3IJIS/BI, a TAaKXKe YIIIyOJISIOTCS |
3aKpEIUIAIOTCS 3HAHUSL, TIOTYUYEHHBIC Ha JICKIUAX U B XOJI€ CAMOCTOATEIBHOM padoThI.

Bo Bcex ciyuasx ceMHHaphl BBITIOJHSIOT TI03HABATENbHYIO, BOCHUTATEIBHYIO U
KOHTPOJIbHYIO (DYHKIIMH, T.e. B XOJI¢ MOJITOTOBKH M TIPOBEICHHUS CEMHHApa CTYICHTHI
npuobperaroT 6osee ITyOOKHE 3HAHUS, CYIIECTBEHHO PACIIMpPSETCs MX HpEeICTaBIeHHE 00
M3y4aeMoOM TIpeIMETE, MPUOOPETAETCS CIIOCOOHOCTh CBOOOIHO OINEPUPOBATH MOHATHSIMU U
TEpMUHAMH, paHee UM HE3HAKOMBIMH. B Xoz1e ceMuHapa mpernoaBaTeb 3ydaeT 00yJyaeMbIX,
CTENeHb YCBOCHHUS MMHU Marepuaia. CeMHUHaphl BBITOIHSIOT TaKKe M (QYHKIHIO KOHTPOJIS:
IpernosiaBaTeNlb  COCTaBISIET CyXACHHE 00 ypoBHEe 3HAHMM O00y4aeMbIX, IOIy4aeT
MPEJICTaBIICHUE O CHIIBHBIX M CJIA0BIX CTOPOHAX WX MOJATOTOBKH — BCE ATO Ja€T BO3MOKHOCTh
MPEoIaBaTeNll0 CBOCBPEMEHHO OKa3aTh HEOOXOJMMYI0 MOMOIIb C1a00 YCIIEBAIOLIIUM
CTY/ZICHTaM.

Pazymeercsi, 4TO BCEro 3TOro yaacTcsi AOCTHYb TOJBKO B CIIy4ae BBICOKOM aKTHBHOCTHU
CTYZICHTOB, KOTOpasi HAIPSIMYIO 3aBUCHT OT YPOBHS MX IOATOTOBJICHHOCTH, a TAK)XXE OT YMCHHS
npernojaBaTess co3arb aTMocdepy pPackKOBaHHOCTH, B3aWMOIIOHMMAHUS M B3auMonoBepus. K
TPaIUIIMOHHBIM CEMUHApPaM B BBICIIIECH IITKOJIE OTHOCST:
® 3aHATHUS, OCHOBHAas LEJNb KOTOPBIX — YIIyOJIGHHOE H3YYEHHE  OIpPENeNIeHHOTO

CHCTEMaTHYECKOT'0 Kypca U TEMaTUYECKH CBA3aHHOTO C HUM;

®  3aHATUMA, IPCAHA3HAYCHHBIC OJIA OCHOBATEIILHOM HpOpa6OTKI/I OTACIBHBIX, HanOosee BayKHBIX
U TUIIUYHBIX B MCTOJOJIOTHUYICCKOM OTHOLICHUHN TEM KypCa UJIN OTJIEILHOM TCMBI,

Ocnoenble hynKyuu npaKkmuuecKozo (CeMuHapcKozo) 3aHAmu:

Ilo3nasamenvnaa ynkyua. CemuHap mo3BOJISIET OPraHU30BATh TBOPUYECKOE, AaKTUBHOE
U3Y4YEeHHE TEOPETUYECKUX U MPAKTUYECKUX BOMPOCOB, YCTAHOBUTH HETIOCPEICTBEHHOE OOIIEHKE
npernoaaBaresiss co CTyAeHTaMHu, (OpPMHUPYET CaMOKOHTPOJIb 3a MPABWJIBHBIM TMOHMMAaHHEM
M3y4aeMOro Marepualia co CTOPOHBI CTYIECHTOB, pacIIUpsieT U 3aKperUIsieT 3HaHMs, HaBBIKU U
YMEHHS.

Bocnumamenvnaa ¢ynkyua. CemuHap OCYHIECTBISIET CBS3b TEOPETUUYECKUX 3HAHUU C
MPAKTUKOM, YCUIMBAEeT OOpaTHYIO CBS3b CyOBbEKTa W OOBEKTAa BOCIUTAHUS, JA€T BO3MOXKHOCTD
MPEToAaBaTeI0 U3YIUTh UHIUBUIYATbHBIE OCOOCHHOCTH KaXIOTO CTYACHTA.

@ynkyua konmpoaa. CeMUHAP MO3BOJSET IPOKOHTPOIUPOBATH YPOBEHb 3HAHUH, HABBIKOB
U YMEHUH CTYJCHTOB, KAUYECTBO UX CAMOCTOATEIHHOU PabOTHI.

Iloozomoexa cemunapa.

Paboty x opraHu3zaiuy JAaHHOTO BHJIA 3aHATHU MPETNOJABATE]Ib HAYMHACT C OMPEICICHUS
UCXOJHBIX AaHHbIX. K HUM OTHOCSTCS: TeMa, BOMPOCHI, ONpeesieHHbIe Y4eOHOH MporpaMMoii,
COCTaB CTYJAEHTOB M YpPOBEHb HX IOJATOTOBKH, BpEMs M MPOJOKUTEIBHOCTh 3aHSATHS,
BO3MOXKHOCTH y4eOHO-MaTepHaibHOi 0a3bl. [Ipu pa3paboTke HCXOIHBIX JAHHBIX MPErnoaBaTellb
PYKOBOJCTBYETCS Y4eOHOM MPOrpaMMoii, KOTOpasi perIaMeHTHUPYET TNIyOHHY U HalPaBICHHOCTh



oOyuyeHHs. Y4ueOHbIC M BOCIUTATEIbHbIC LIETH MPEroaaBaTesib (GOpMyIupyeT UCXOS U3 TeMbI,
HeJarOTHYEeCKHX 3a/a4 ¥ yPOBHS MTOJITOTOBKH CTY/ICHTOB.

W3yuuB o011ye MON0KEHUS U METOJUYECKYIO JUTEpaTypy MO MpeaMeTy, MpernoiaBaTeib
HAYMHAET HETOCPEJCTBEHHYIO MOATOTOBKY K 3aHsThio. [Ipu BbIOOpE METONOB IpenojaBaTelb
UCXOIUT U3 COJEp’KaHHWsS BOIPOCOB, IOJATOTOBJICHHOCTH CTYACHTOB, IeJIeH 3aHATHH W
BO3MOXKHOCTEH y4eOHO-MaTepualibHOW 0a3bl. HeoOxoaummo CTpeMHTBCS K TOMY, YTOOBI
n30paHHble METOABl OOydYeHHs UM METOAMYECKHE MPHUEMBI CIIOCOOCTBOBAIM YIIIYOJICHHOMY
U3yYCHUIO TIPEIMETA, & TAK)KE IPUBUBAIHN TPAKTUICCKUE HABBIKH.

[Tpu pacyere yueOHOro BpeMEHN HEOOXOAUMO YYUTHIBATh COJIEPIKaHUE YUEOHBIX BOIPOCOB
¥ LIeJTb 3aHATHS — Y€T0 X0UeT JOONUTHCS PETOAaBaTeb OT CTYJCHTOB: OBIACHUS UM 3HAHUSIMHU
WIY 3HAaHUSIMU, HABBIKAMHU U YMEHUSIMH.

[lpn moAroTOBKE K CEMHHApY IperojaBaTelb JODKEH Moa00paTh psAa NMPHMEPOB, Ha
KOTOPBIX MOXKHO OTpa0oTaTh JEKIIMOHHBIA MaTepua, MoKa3aTh NPaKTUYECKOe 3HAYCHHE TeMbI,
TINATEIBHO MPOIYMATh MOPSIOK MX Ha 3aHATHH. O0sA3aTeTbHO HEOOXOANMO OI00paTh 3aJaHUs
pa3HoM CIOXKHOCTH (OT MPOCTOTO K CIOKHOMY), a TaKXKe OoJiee CI0KHbIE 33JaHus Ul CUIIbHBIX
CTYZIEHTOB. 3aTeM eMy HEOOX0ANMO 0TOOpATh HAIJIAJHBIC TOCOOUS ISl IIPAKTHYECKOTO 3aHATHS,
OTIpENIeIUTh TEXHUYECKUE CPEACTBA 00yUEHUS U U3yUUTh MPABUJIA UX HCIIOIb30BaHMS HA 3aHATHH.
OcoOeHHO  TIIATETBHO TPOAYMBIBACTCS  3aJaHME HAa  CaMOIIOJATOTOBKY  CTYACHTAM,
pa3pabarbIBaeTcs IJIaH CEMUHApPCKOTo 3aHATHs. [IpemomaBarenb KOHTPONMPYET MOATOTOBKY
CTYZICHTOB K CEMHHApY, OKa3bIBa€T MM IIOMOIIIb.

[Tpu TMYHOI MOATOTOBKE K CEMUHAPCKOMY 3aHITHIO IIPENoIaBaTelb JeTaIbHO pa3oupaercs
B TEMe, NMPOCMATPUBAET JHUTEPATYpHBbIC HCTOYHHKH, KOTOPBIC PEKOMEHIOBAN Ul H3y4CHUS
CTYAICHTaM, IPOCMATPUBACT CUCTEMY HATJISIHOCTH Ha MIPEJICTOAIIEM 3aHATHH. [1o nToram mu4Hoi
HOATOTOBKH TIPEIIOJABaTEeNIb COCTABISET IUIaH-KOHCTEKT. OH SBISETCS OCHOBHBIM DPabodnM
JOKYMEHTOM TIpEenoiaBaTeisi U ONpeesisieT HarnpaBieHne 1 X0/ 3aHATHs. OOBIYHO TIaH-KOHCIEKT
COCTaBJISIETCSI B TIPOU3BOJILHON (OpMeE, TOJDKEH OBITh MPOCT M yAO0OEH sl MCIIOJIb30BaHHs Ha
3aHATUH. B HeM, Kak yXe 0TMeUYanoch paHee, TOJKHO OBITh OTPAXKEHBI: TeMa 3aHATHUS; yUeOHbIe
¥ BOCTIMTATENbHBIC IIEJIH; BPEMs, OTBOJMMOE Ha 3aHATHE; yueOHBIC BOIPOCHI U paclpeesicHue
BpPEMEHU; METO/] TPOBEICHUS 3aHATHUS; MECTO IPOBEJCHUS 3aHATHS; MaTepHaIbHOE 00ECIICUCHHE;
PYKOBOZCTBA U TIOCOOMS; TOPSIOK MPOBECHNUS 3aHATHSL.

Ilepen mpoBeneHUEeM 3aHATHs MPENOJaBaTeIb MOXET MPOBEPUTH KAYeCTBO MOATOTOBKU
CTYZICHTOB K 3aHATHIO.

ITPOBEJIEHUME KOJIOKBUYMA
KomnokBuym (ot narunckoro colloquium — pasroBop, Oecena) — ogHa u3 GopM ydeOHBIX
3aHATH, Oeceia penogaBaTess ¢ yJaluMKCs Ha ONPEACICHHYIO TeMY U3 y4eOHOM IporpaMMsl.
I]env mpoBeneHUSI KOJUIOKBUYMa COCTOMT B BBIICHGHWU YPOBHS 3HAHUH, IMOJy4EHHBIX
y4yallUMUCS B pe3yjbTaTe MNPOCIYIIMBAHUS JIEKIUH, IMOCEIIEHUsS CEMUHApOB, a TakKXKe B
pe3yabTaTe CaMOCTOSTEILHOTO U3YYEHHs MaTepraia.
B pamMkax moctaBieHHOH 1eJIM pEmaroTes CASAYIOMNE 3a0aUi.
® BBIICHEHHE KaueCTBA U CTENCHH MOHUMAHM YYaIIMMUCS JIEKLMOHHOTO MaTepHaa;
® DPa3BHUTHE U 3aKPEIUICHNUE HABBIKOB BBIPAKECHUS YUAIIUMHICS CBOMX MBICIICH;
® paCHIMpeHHE BapUAHTOB CaMOCTOSTEIBHON IEJIEHANPABICHHOW TMOATOTOBKU
yUalmxcs;
® DPa3BUTHE HABBIKOB O0OOIIECHHS Pa3IMYHBIX JUTEPATYPHBIX HCTOYHHUKOB;
® [PEJOCTaBJIEHUE BO3MOKHOCTH YYAIIUMCS COTIOCTABIISATH Pa3Hble TOUKU 3PEHUS 110
paccMaTpUBaEMOMY BOTIPOCY.
B pe3ynbrare npoBeneHus KOIIIOKBUYMA npenooasamenb 00IICeH UMeNb NPpeoCcmasieHue:
® 0 KayecTBe JICKIIMOHHOT'O MaTepraa;
® 0 CHJIBHBIX U CJa0BIX CTOPOHAX CBOCH METOJMKHU YTCHUS JCKIIHA;
® O CWIBHBIX M cJa0BIX CTOPOHAX CBOEW METOJIUKH MPOBEACHUS CEMHHAPCKHUX
3aHSATHH;



00 YpOBHE CaMOCTOSTEIbHON pabOTHl yHaITHXCS;
00 YMEHHUH CTYAECHTOB BECTH JUCKYCCHUIO M JOKa3bIBaTh CBOIO TOUKY 3pPEHUS;
O CTENEHHU 3PYANPOBAHHOCTH YYaIIUXCS;
® 0 CTENEHU MHAMBUIYAJILHOTO OCBOCHHUS MaTepHajia KOHKPETHBIMU CTYCHTAMH.

B pesynbTare nmpoBeneHHs KOJUIOKBIUYMA CHyO0eHm Q0IHCeH umenms npedcmasietue:

e 00 ypoBHE CBOMX 3HAHMH IO paccCMaTpUBAEMBIM BONPOCAM B COOTBETCTBUU C
TpeOOBAHUSAMH MPEMOAABATENS U OTHOCUTEIBHO APYTHX CTYACHTOB I'PYIIIIHI;

® 0 HEJOCTATKaX CaMOCTOATENIFHON MPOPaOOTKH MaTepHana,;

® 0 CBOEM yMEHHH H3J1araTh MaTepHa,

® 0 CBOEM YMEHHUH BECTH JUCKYCCHIO U JIOKA3bIBATh CBOIO TOUKY 3PEHUSI.

B 3aBucHMOCTH OT CTENEHH MOATOTOBKH TPYIIIBI MOXKHO HCIIOJIb30BaTh pa3Hble MOIXO/bI K
IPOBEJICHUIO KOJUTOKBHYMA.

B ciydae, ecnu GOJBIIMHCTBO TPYIIIBI ¢ TPYAOM BOCIIPUHUMAET COJEpKaHUE JIEKIIMNA U Ha
CEeMUHAPCKHX 3aHATHUSIX JIEMOHCTPHPYET HEIOCTATOUHYIO CIIOCOOHOCTH aKTHBHO OIIEPUPOBATH CO
CMBICJIOBBIMU €IMHUIIAMU U TEPMHUHOJIOTHEH Kypca, TO KOJUIOKBUYM MOYKHO pa3/ieiHUTh Ha JIBE
gacti. CHa4aa mpenojaBarenb u3naraet 0a30BbIe MOHATHS, COACPIKAIIMECS B MporpaMMe. ITO
JIOJDKHO 3aHATHh He Oosiee yeTBepTH 3aHATHs. OcTalbHbIe TPH YETBEPTH HEOOXOAUMO MOCBATUTH
JMCKYCCUH, B XOJI¢ KOTOPOH CTYJEHTHI JOJDKHBI yOenuThes U, TJIaBHOE, yOenuTh Apyr Ipyra B
00OCHOBAaHHOCTH M JIOKA3aTEJIbHOCTH IOJIyYEHHOTO BHICHMS BOIPOCAa U €r0 COOTBETCTBHSA
peaTbHOM MpPaKTUKE.

Ecnu e mpermonaBaTenb HMMEET JAelI0 C Ooyiee MOATOTOBICHHOH, CaMOCTOSITEIHLHO
JyMaroliel 1 akTHBHO YCBaMBAIOIIEH CMBICIIOBBIE €AMHUIIBI M TEPMUHOJIOTHIO Kypca ay JUTOPHUEH,
TO KOJUIOKBUYM HEOOXOJUMO TIPOBECTH TaK, YTOOBI CaMU CTYAEHTBHI CQHOPMYIHPOBAIH
U3JI0KEHHBIE B NPOrpaMMe MOHSTHSA, BBICKA3alyd HECOBMIAJAIONINE TOYKH 3PCHUS W HPUBEIN
NpakTUYeCKHe TMpHMEpHl. 3a IMpernojaBaTelieM OCTaeTcs pojb MojepaTopa (BEAyIIero
JIMCKYCCHUH ), KOTOPBIH B KOHIIE «JIHUIIB)» CYMMHPYET COBMECTHO MOJYy4YEHHBIE PE3YIIbTATHL.
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