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[IporpamMmy noaroroBmii(un):
['annna C.A.

PaGouast mporpaMma quCIUTLTAHBI
«/loKymenmayuonnoe odecneuenue ynpaeieHus»

1. degepanbHBIi TOCYAAapPCTBEHHBIN CTAaHAApT BBICHIEr0 00pa3oBaHUA — OakalaBpHaT IO HAMPABICHUIO
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 30. 05.2023 1. Nel10

3aB. kKapenapon Ng L?_\E; 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 MPEITPHUATHSIX.
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 COBPEMEHHOTO JIEIONPOU3BOJICTBA,
METO/IaX €ro COBEPIICHCTBOBAHUS.
— O3HaKOMHUTb C  COJEp>KaHUEM  CIeUHaJbHOW  JHUTepaTypsl MO  mpoliemMam
JIEIONPOU3BO/ICTBA U IOKYMEHTUPOBAHUS YIPABIEHYECKOU JEATEIbHOCTH.

2. MecTO JTUCUMIVIMHBI B CTPYKTYpPe 00pa30BaTe/IbHONH MPOrpaMMbl
Hucnunmuaa otHocuTcst K 0sioky B1.B.10 oGpa3oBaTensHOM mporpammsl, hOpMHpPYEMOit
Y4aCTHUKaMHU 00pa30BaTEeIbHBIX OTHOIICHHH.
J171s OCBOEHUS JUCIUILIMHBI HEOOXOAUMBI 3HAHUS, YMEHUS U HABBIKH, TIOJyYEHHBIE B XO€
OCBOCGHUS CIICIYIOIINUX JUCIUTUINH: «PyCCKUi S3bIK U KyIbTypa peun», «IIpaBo».
OcBoeHMe AUCUUTIITMHBI HE0OX0IUMO IS CIIEAYIOINX JUCIMILINH: TPOU3BOICTBEHHAS [TPAKTHUKA
(mpenauIIOMHas ), BBITYCKHAs KBaJTU(pHUKAIIMOHHAsA paboTa.

Jucnumnmza n3ydaeTcs Ha 3 Kypce, B 5 cemectpe.

3. IlepevyeHb MJIAHMPYEMBIX Pe3yJbTATOB 00y4eHH 10 M CHHUIIJIMHE, COOTHECEHHBIX €
IVIAHNPYEMBIMH Pe3yJIbTATAMM 0CBOCHHUSI 00pa30BaTeJbHONH MPOrpaMMbl

B pesynbrate OCBOEHMsI AMCLUIUIMHBI OOYyYaroIIMHCS JOJKEH INPOJIEMOHCTPUPOBAThH
CIIEYIOINE PE3YIbTaThI:

HNuauxaropsl IlepeyeHb MIaHUPYEMBbIX Pe3yJIbLTATOB

KomMmnerenuus
00yuYeHHus1 M0 TUCUMILINHE

B pesynbrare OCBOCHUS IUCIUTUIMHBI
00yJaroIuics JOJKEH:

Bname:

- OCHOBHBIC HOPMATHUBHO MPABOBBIC AKTHI B

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

MIPOBOJIUTH HUIIK-2.3.
. cnenu(UKy  3aKIIOYCHUS  PA3IUYHBIX

CaMOCTOSITEITbHBIN Ocywecmensiem )

JIOTOBOPOB U CJICJIOK;
MOUCK U OOKYMEHMAYUOHHOE

- OCHOBHBIC TIOJOXCHHS, TPHHIIUIIBL,
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 YCIYe

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
HapyYILIECHHBIX IIPaB.

Bnaners:

- CYUIHOCTBIO CUCTEMBI JIeJIONPOU3BOICTBA
- TEXHOJIOTUEH, TPUMEHSIEMYIO TIPH
opraHu3anuu paboThl ¢ JOKYMEHTaMH Ha

IT1K-3. Crocoben
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. Ilposepsem
NPasuIbHOCMb
3anonHenus
O0OKYMEHmMO8

UITIK-3.3. Pazwvacusem
U  KOHCynrbmupyem 8

pamkax ceoell
KOMnemeHyuu no
Qunancosvim u
IOPUOUYECKUM
O0OKyMeHmam

MPEATPHUITHSIX

3HaTh:

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

HAYYHOUCTOPUYECKUN W MPAKTUYECKOU
HCHHOCTHU JOKYMCHTOB;

YMmerb:  opOpMIIATH  JTOKYMEHTBHl B
COOTBETCTBUU c TpeOOBaHUAMU
HOPMAaTUBHBIX aKTOB M TI'OCYAApCTBEHHBIX
CTaHIapTOB; HCII0/Ib30BaTh

yHU(ULIIPOBAaHHBIE (OPMBI JIOKYMEHTOB;
CO371aBaTh YINPABICHYECKUE JOKYMEHTHI,
pa3pabarbiBaTh NIA0JIOHBI JIOKYMEHTOB C

HCIIOJIb30BAHUEM HOBBIX
MH()OPMAITMOHHBIX TEXHOJIOTH;
MIPUMEHATh ~ KPUTEPUM W IPHUHIUIIBI

omnpeNeieHUusT HayYHOUCTOPUYECKUM U
MPAKTUYECKOUN [IEHHOCTH JTOKYMEHTOB;

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 IPU
CO3JaHUHU YIIPaBJICHYECKUX JOKYMEHTOB,

pa3paboTke  MmAOJOHOB  JIOKYMEHTOB;
CIIOCOOHOCTHIO COBEPILICHCTBOBATh
JTOKYMEHTAI[HOHHOE oOecrieyeHne
yIIpaBJICHUS

4. O0beM IMCHMILIUHBI
aKajgeMMYecKMX 4YacoB,
npenoaaBarejeM (M0 BHAAM Y4YeOHBbIX 3aHATHI) W Ha CAMOCTOSTEJIbHYI0 pPadoTy

o0yJaromuxcs

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

aKaICMHUYCCKHUX Yaca.

Ha yueOnble 3aHATHS JIGKIIMOHHOTO TUTIA OTBOAMUTCS IO 09HO-3a04uHOM popme 10 wacos, mo

3aou”oii - 10

BbIJACJICHHBIX Ha

B 3QaY€THBIX €JUHHIOAX ¢ YKasaHHEM KOJIAUYIECTBA

KOHTAKTHYI0 padoTy 00y4arimxcs




Ha 3anHaTHS pakTH4ecKOro (CEeMHHAPCKOro) TUMa — I10 OYHO-3a04HOM (opme 16 vacos,

110 3a04HOM - 16.
CamocrosTenbHas paboTa COCTaBISET COOTBETCTBEHHO 78 1 78 vaca.
Ha noaroroBky k 3aueTy oTBoAMTCS 4 4aca.

5.

ConepxaHue IMCUHUILIHHBI,

CTPYKTYPHMPOBaHHOEe MO TeMaMm (pa3aenam) ¢

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

5.1. TemaTuueckune pasiesibl JMCHUILIMHBI 1 KOMIIETEHIIMH, KOTOpPbIe (popMupyroTCst
NMPHU UX U3YYEHUH

- aBTOpa JoKyMeHTa. Ha3BaHue Buaa TOKyMeHTa.
Hara nokymeHnTa. PeructpaiimoHHbIil HOMEP
JIOKyMEHTa. MecCTO COCTaBIEHUS WU U3JIaHUS
JIOKYMEHTa, TpeOOBaHUs K TEKCTaM JOKYMEHTOB.
CoxkpaliieHHbIE C10Ba. 3aroJIoBOK K TEKCTY
nokyMmeHTa. OTMeTKa 0 HAIMYUH MPUIIOKEHHUSL.
[Mognucanue u yTBepKaeHUE JOKYMEHTOB.
CornacoBanue 10KyMeHTOB. OTTHCK M€YaTH.
Busuposanue nokymenToB. OTMeTKa Ha
JIOKYMEHTE: OTMETKA O MOCTYIJICHUH IOKYMEHTA B
OpraHU3aINIo, PE30IIIOIHS, 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
Heaun u 3agaun JTUCITATIINHEI. I'OCT P 6.30-2003
U3y4eHust «YHu(unupoBaHHBIE CHUCTEMBI  JOKYMEHTAIIUU.
AUCHUILINHBI. YHuduuupoBaHHas cHCTeMa OpraHU3alMOHHO-
3akoHoIaTebHOE | PAcIOPAIUTEIHHON JTOKyMeHTauuu. TpeGoBaHus K
U HOPMATHBHO- 0(OPMIICHUIO TOKYMEHTOB.
MeTOAN4eCKoe CocTaB HOPMATHBHO-METOIUYECKOW  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 | OpraHU3aluy - aBTOpa JoKyMeHTa. OCHOBHOM
) rOCYJapCTBEHHBIN PErUCTPALUOHHBIA HOMED
JAOKYMEHTOB. I0pUANYecKoro iuia. HameHnoBanue opranusanuu




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

Tema 3.
Oprann3anuoHHoO-
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
(GopM HCIIOTHUTEIHHO-PACTIOPATUTETHHON
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. Bhimucka u3 npukasa, €€ Ha3HaUCHUE
1 TIpaBuia opopMIIeHUSI.

[MoaroroBka, opopmiieHHE yKa3aHUN U
pacnopsbkeHui. CTaauu NOArOTOBKHY MPOEKTa
pacnopsiauTeNbHOro 1oKkymeHTa. [lpasuna ero
BU3UPOBaHMS, NOANNUCAHUS U perucTpaunu. Cpoku
UCTIOJTHEHUS ¥ BpeMs JOBEIeHUSI MHPOPMAIUH 10
KOHKPETHBIX UCIIOJHUTENEH.

NudopmannoHHO-CIIpaBOYHBIC JOKYMEHTHI.
Haznauenue u coctaB nH(pOpMALIMOHHO-
CIIPaBOYHBIX TOKYMEHTOB. CripaBka. PekBU3HUTHI
CIIPaBOK, BHJIbI CIIPABOK, MPABHJIA HATMCAHUS.

Jlokmaguple 3anucku. Lleab JoKIagHbIX
3aMmmcoK, nmpaswia odpopmiieHus. 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. TpeboBaHMs K COCTABICHUIO U
0(OpPMIIEHHIO IPOTOKOJIOB. PEKBU3UTHI, COCTaBHBIE
4yacTU. BUbl MPOTOKOJIOB: MOJIHBIE, KPATKHE,
COKpallleHHbIE. J[loBeIeHue pereHunii
(TTOCTaHOBIIEHU) IO UCTIOTHUTEICH.

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.

[1K-2




[Tonsitue 6manka muceMa. CTaHAapTHI HA
dbopmysapei-00pa3iibl. PEKBU3HUTHI MCbMA U
npaBuia ux opopmieHus. OTIeIbHBIC BUIBI
nuceM: HHPOpPMaLMOHHOE, OJIaro1apCTBEHHOE,
MUChMO-H3BEIEHIE, THCHMO-3aIPOC, ITUChMO-
TpeboBaHUE, MUCEMO-0TBET U Jip. CocTaBieHue
TEKCTOB CITY’)KEOHBIX ITHUCEM.

4 Tema 4. 3HaueHue KaJpoBbIX JOKyMEHTOB. CocTaB 1 I1K-3
Kanposasn BUJIbI IOKyMEHTALIUHU 110 JINYHOMY 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 00ecreueH s ypaBIeHUsl.

Perucrpanus u nHaeKcanus JOKyMEHTOB.

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 SKCHepTH3bl ICHHOCTH JoKyMeHToB. | 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 00yUeHH st



TpyaoeMKoOCTh B yacax DopmbI
Py, Y
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
CHCTEMBI
OLlCHUBAHMS)
1 |Tema 1.
Llenu u 3agaun
W3YYCHHS TUCITUTUIAHBI. Pedepupo Ompoc,
3aKoHOaTEeNbHOE 20 2 2 16 BaHHE peuienue
u HOPMAaTHUBHO- JUATCpaTy | MHAUBUYalIb
METOIUUYECKOE pHI HEIX 3aJaHUU
perynupoBanue, JJOVY.
2 |Tema?2.
OcHoBHBIE TPeOOBaHUS K Pedepupo Ornoc
o(hOpMIICHUIO BaHHE poc,
pelieHue
YIPaBICHUECKUX 22 2 4 16 | nuTepary
WHIMBUTyaITb
(opraHu3aIOHHO- pBbL N
HBIX 3aJJaHUH.
pacropsiIMTEIbHbIX)
JIOKyMEHTOB.
3 |Tema 3.
Opranu3airioHHO-
P " Pedepupo
pacropsIMTeIbHbIC A
CuTyarmoHHbI
JIOKYMCHTBI, 1X 22 2 4 16 | nmutepary | yat
COCTaBJICHUE 1 P W aHaIM3.
opopmiienue. [lenoBast u ’
KOMMepuecKast
nepenncka
4 |Tema4.
Kanposas Pedepupo Ompoc,
BaHHC eIICHUE
JIOKYMEHTAIUS 20 2 4 14 P
JUTEPaTy | HHIAUBUIYaTb
Opranmzanus paboOThl C .
pBI HBIX 3a/IaHHH
JOKYMEHTaMHU
5 |Temas.
CucreMaru3anus Pedepupo Ompoc,
JIOKYMEHTOB o 20 ) 2 16 BaHUC pelieHue
¢dbopmupoBaHue Telt. 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 JJIs132049HOM GopMbI 00yUeHMsI

TpyaoeMKoOCTh B yacax DopMbI
Py p
Ha KOHTaKTHYIO TeKyIero
Ne paboTy 1o BuIaM KOHTPOIs €
. Ka3aHueM
cem HanmenoBanue Beero | YYCOHBIX 3aHSTHIL @opmbI 6);1.11.1103 (npn
ecT | pasjesa AMCHHILIMHBI | (Bkj Ha CPC P
a X CPC HCI0JIb30BaH
P CPC) i 3 13 HH 0aJJIbHOM
CUCTEMBI
OLlEeHUBAaHMS1)
1 |Tema l.
Llenu u 3agaun
W3Y4YECHUS TUCIUTUINHBI. Pedepupo Ompoc,
3aKoHOaTEeNbHOE 20 1 1 18 BaHHC peuienue
" HOPMATHBHO- TUTEpaTy | HHAUBUIYab
METOMYECKOE pBI HBIX 3a/IaHUN
perynupoBanue, JJOVY.
2 |Tema?2.
OcHoBHbIE TPeOOBaHUS K Pedepupo Omboc
o(hOpMITEHHIO BAHHC poc,
pelnieHue
YIpPaBICHUECKUX 22 1 1 20 | nmutepaty
170591120:3701 42018
(opraHu3aIoOHHO- pBbL N
HBIX 3aJJaHUH.
pacropsiIMTEIbHbIX)
JOKYMEHTOB.
3 |Tema 3.
OpraHu3zaiioHHO-
P " Pedepupo
pacnopsAuTeIbHbIE e
CutyanvoHHbI
JIOKYMCHTBI, MX 22 1 1 20 | mutepary o yan
COCTaBJICHUE U P i aHanums.
opopmiienue. [lenosast u ’
KOMMepuecKast
MepernncKa
4 |Tema4.
Kanposas Pedepupo Ompoc,
BaHUE eIICHUE
JOKYMEHTAIUs 20 1 1 18 P
JTUTepaTy | MHAUBUAYAIIb
Opranmsanus pabOThl C .
pBI HBIX 3aJ[aHHIA
JOKYMEHTaMU
5 |Temas.
CucreMaru3zanus Pedepupo Ormpoc,
JIOKYMEHTOB " 20 2 18 BaHHC PEIICHHUC
(dbopMupoBaHue Jen. JUTEpATy | HHINBUAYaJIb
OnepatnBHOE XpaHEHHUE PBI HBIX 3a/TaHNU1
JIOKYMEHTOB H JIeI.
3auet 4
HUTOI'O:| 108 4 6 94




6. YdeOHO-MeTOaAMYECKOE OOecledeHHe CAMOCTOSATEIbHOM PadoThl 00y4aOIIMXCS 110

AUCHUILINHE
Ne HaumeHoBaHue pa3jaesa Conep:xxkanue CPC KonTpoanb
AUCHMUILINHBI
1 | Henu u 3amaum n3y4eHUs paboTa ¢ IpONICHHBIM [IpoBepka KOHCIEKTOB
JUCLUTIITUHBI. MaTepHaoM 0 KOHCIEKTaM
3aKOHOIATEIHHOE JEKIUHA 1 y4eOHUKY
U HOpPMaTHBHO-
METOIMYECKOE

perynupoBanue, 10V,

2 | OcHOBHBIE TPEOOBAHMS K

paboTa ¢ mpoiiIeHHBIM

IIpoBepka KOHCIIEKTOB

o(hopMITEHHTIO MaTepruaioM 0 KOHCIIEKTaM
YIIPaBJIEHYECKUX JAeKUui U y4eOHUKY
(OpraHu3aroOHHO-
pacropsiIMTeNTbHBIX )
JIOKYMEHTOB.
3 | Opranu3aoHHO- paboTa ¢ mpolIeHHBIM [IpoBepka KOHCIIEKTOB
pacropsiIUTeIbHBIC MaTepHaIoM IO KOHCIIEKTaM

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

JCKIMHA U y4eOHUKY

4 Kanpoas JIOKYMEHTAITUS
Opranmszanus  paboThl ¢
JIOKyMEHTaMHU

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

[TpomexxyTouHas aTTecTanus IPOBOJUTCS B 5 cemecTpe B opMe YCTHOTO 3a4eTa.

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
[1K-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. [IpakTHYeckue 3aHATHS (CEMHUHAPBDI).

[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-IIPAKTHUYCCKUX 3ada4.

NGO~ WDN

Cemunap Nel.
Tema: «Ilesu u 3aga4n U3y4YeHUs JUCUMILIMHBL. 3aKOHOAATEJIbHOE
U HOPMATUBHO-METOAHYECKOe peryjaupoBanme, J0Y».

Bonpocwt memur:
Lensp, 3amaum, npeaAMeT, OOBEKT U3yUEHUS AUCIUILTUHBL.
I'OCT P 6.30-2003 «YHudumpoBaHHble CUCTEMbI TOKYMEHTAIUHA. YHUPUIIUPOBAHHAS
CUCTEeMa  OpPraHU3aAlMOHHO-PACIIOPSIUTEIBPHON  JOKyMeHTanuu. TpeOoBaHusl K
0(OPMIICHHUIO TOKYMEHTOB.
CocTraB HOPMaTHBHO-METOAMYECKOW 0a3bl JIETOMPOU3BOJICTBA. 3aKOHOJATEIIbHBIC aKThI
P® B chepe nnpopmanmu U TOKyMEHTALINH.
HopmaTtuBHble mpaBoBble akThl (eaepaabHbIX OPTraHOB MCIOJIHUTEIBHOW BJIACTH,
permaMeHTHPYIONIHEe BOMPOCHI JOKYMEHTAIMOHHOTO o0ecmeueHus. [ ocymapcTBEHHBIC
CTaHJapThl HA TIOKYMEHTALNI0. Y HU(GUIIUPOBAHHBIE 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.

N

HopmartuBHbIe mpaBoBBIe akThl (eAepadbHBIX OPraHOB HCIIOJHUTENBHONW BIIACTH
(MUHUCTEPCTB, KOMHUTETOB, CIIy’)kO, areHTCTB), PpETIAMEHTHUPYIOIIHUX  BOIPOCHI
JOKYMEHTAIMOHHOTO 00ecTieueHMs;

Texauveckue peraaMeHThl 1 HarmoHanbHble CTanaapTsl B ooactu JJOVYII;
OOmepoccuiickue  KIacCU(PUKATOPBI,  TEXHHUKO-DKOHOMHYECKOW W COLMAIBHOM
nHpopmanuu;

YHu(UIMpOBaHHBIE CUCTEMBI JOKYMEHTAIUH;

HopmaTtuBHO-IpaBOBbIE aKThl M METOJWYECKHE JOKYMEHTBHI IO JEJIONPOU3BOACTBY,
U3/1aBacMble PYKOBOACTBOM YUPEKICHUNM OpraHU3alUid, IPEAIIPUATHN;
3akoHOAaTeNbHbIE aKThl CyObeKTOB P® M mpaBoBbIE aKThl, IPUHUMAaEeMble OpraHaMH
UCTIOJIHUTENIbHOM BiacTu cyobekToB PO.

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

Bonpocelt memuoi:

1. Enunsie TpeOoBaHMS K OJlaHKaM JOKyMeHTOB. Bunbl 6;mankoB, [IpaBuna odhopmiieHus
JOKYMEHTOB TMpPH HCIOJIb30BAHUM TEXHUYECKHX cpeAcTB. (CocTaB pEKBU3UTOB
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 HaJIMYUHU
MPUIIOXKEHUS.

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

5. BusupoBanue nokymeHTOB. OTMETKa Ha JOKYMEHTE: OTMETKa O TMOCTYIJICHUN
JIOKYMEHTAa B OpPraHU3aluio, Pe30IIOIHs, OTMETKA O KOHTPOJIE, OTMETKA O 3aBEPEHUU
KOIUU JIOKYMEHTA.

6. HWpentuduxatop SIAESKTPOHHOW KOmUU JOKyMeHTa. OTMeTka 00 HCIOJHHTEIE.
OtmeTKa 00 UCTIOTHEHUH JJOKYMEHTA M HallPaBICHUH

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

Cemunap Ne3.
Tema: «Opranu3auMOHHO-PACIOPSIAUTEIbHbIE

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



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 HCIIOJHUTEIBHO-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 KOHCTAaTUpYIOLIel yacTu. PacriopsianrenbHas 4acTh - cXxema 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.
HNudopmaninoHHO-CipaBOYHbIE JTOKyMEeHThl. Ha3HaueHue u coctaB MH(OPMalOHHO-
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. Ctannaptsl Ha (Gopmylnspel-oOpa3nbl. PEeKBU3UTHI MUcbMa U
npaBmwia ux  odopmueHus.  OtnenpHBIE  BUABI  NUCeM:  WHGOPMAIMOHHOE,
OJlarojapCTBEHHOE, MUCHMO-U3BEIICHHE, TMChMO-3apOC, MUCbMO-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.
WHudopmManmoHHO-CIIPaBOYHbIE JOKYMEHTBI.
JloknagHble 3aIMMCKH.
. AKTBHI
10. IlpoTokomn
11. JlenoBoe MUCHbMO B YCIOBUAX YHU(pUKALINY.
12. IlonsATne GnaHka NUCbMA.

CoNo~WNE



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

Bonpocbt memur:

1. 3nauenue KaJApOBbIX JOKYMCHTOB. CocTaB u BUIbI JOKYMCHTAIUHU IO JINYHOMY COCTABY.
[TpaBuna ux cocrapieHus. Y HudumupoBanabie popmbl fokymeHTOB. [Iprukas. OdopmiieHne
npuema Ha pabory. [lepeBoa Ha apyryro padoty. [IpenocraBienue oTmycka. Y BOJbHEHHE C
pabotel. JluuHoe 3asBneHHe. XapakTepucTuka. CoOCTaBHbIE YacTH XapaKTEPUCTHKH,
npaBuia opopMIICHUSI.

2. Tlopspok nBUXKEHHS JTOKYMEHTOB B opraHuzanuu. lloHATHe HOKyMEHTOOOOpOTa M €ro

ocHOBHbIe 3Tambl. OOpaboTka JOKYMEHTOB, TOCTYNAIOIIMX B  OpraHU3alMIo.

[IpenBapuTenbHOE  pacCMOTpPEHHE JOKYMEHTOB B  ClIy)0e JOKYMEHTAIlMOHHOTO

obecrieueHus yrnpaBicHUsI.

PGI‘I/ICTpaHI/IH 1 UHJACKCAUA NOKYMCHTOB.

4. KoHTpousb 32 UCTIOTHEHHEM JOKYMEHTOB. CpOKU MCHOJIHEHHs JOKYMEHTOB. Opranusarus
PaLMOHATILHOTO ABUKEHUS JOKYMEHTOB BHYTpH npeanpusatus. O0padoTKa HCIOIHEHHBIX U
OTHPABIACMBIX JTOKYMCHTOB.

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

w

Bonpocut ona oocyyncoenun:

1. KoMIuiekc kaapoBoil JOKyMEHTAIMU: TIOHATUE U €€ COCTABIIAIOLIME.

2. YHuunupoBaHHbele GOpPMbI NEPBUYHON YUYETHON JOKYMEHTALMH IO Y4eTy TpyJa U €ro
OILJIATHI.

3. TpynoBoii 1OroBop: coaepkaHue U MOPAIOK 3aKIHOUEHHUS.

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

5. TpynoBas KHUXKKA: paBHJIa BeIeHUS U 0POPMIICHHUS.

6. OdopmieHue u BeeHNE TUIHON KApTOYKH U JIMYHBIX JIE]I.

7. Ilpouecc 3amuThl TpOoPecCHOHATBHBIX JAaHHBIX B KaJIpOBOM CITyX0e€.

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

Bonpocvi memui:

1. Opranumsanus OSKCHEPTHU3Bl LIEHHOCTH  JIOKyMeHTOB. OOmue T1peOoBaHMA K
cuctemMaruzanuu J1oKymeHToB, Homenkiatypa pnen. CocraBiieHHE 3arojloBKOB A€l
OcHoBHBIe npaBuIa GopMUpoBaHus Aei, OnepaTUBHOE XpaHEHUE JOKYMEHTOB U JIeI.

2. TloxnrortoBka nen K apXxMBHOMY XpaHeHHI0. CocTaBiIeHNEe BHYTPEHHEH OMKUCH JOKYMEHTOB
U 3aBeputenbHO Haamucu. CocraBienue u opopmiieHue onuceit nen. Ilepexpaya nen B
apXuB.

Bonpocwt ona oocyscoenun:

1. Cucremarusanus JOKYMEHTOB.



2. CocraBieHre 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 IMPUYUHBI OTCYTCTBHS HA 3aHATHAX BCC IMPOIMYHMICHHBIC TEMBI JOJIXKHBI

ObITh OTpaboTranbl. OTpaboTKa MOMKHA MPOXOAUTH B (hopMe MOATOTOBKM pedepaTa Mo Teme
NPOMYIICHHONW JIeKIMM WiIM ceMmuHapa. Ilman pedepata mommkeH coBmagaTh C IUIAHOM
NPOMYIIEHHON JIEKIIUU WIIM CEMUHAp

10. OneHo4HbIe cpeacTBa AJI NPOMEKYTOYHOMH ATTeCTAUHN

Bonpocsl k 3auery:

1.

IS

B2 oo~

13.

14.
15.
16.
17.

18.
19.
20.

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

0.
. CoctaB peKBU3HUTOB, NpaBHIa UX OHOPMIICHUSI.

12.

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.
HopmaTtuBHo-nipaBoBas 0a3a 1ei10nponu3Bo/ICTBA.

Buapl 01aHKOB TOKYMEHTOB, WX XapakTepuctuka. [IpaBuna odopmieHus, U3rOTOBIECHUS,
yuéTa, UCTIOIH30BAHUS M XPAHEHHUS OJIAaHKOB OpTaHM3aI[1H.

XapakTepucTUKa U COCTaB PACTIOPSIIUTENBHBIX IOKYMEHTOB: TPEOOBAHUSI K COCTaBICHHUIO
U 0()OpMIICHHIO.

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, IOOMIPEHUE, JUCHUILUIMHAPHOE
B3BICKAHUE.

[TonsiTve, MPUHLIUIIBI U XapaKTEPUCTUKHU TOKYMEHTOO00pOTA.

OcCHOBHBIE 3TaIlbl JOKYMEHTOO00POTA.

XapakTepucTuka  JOKYMEHTOIIOTOKOB:  BXOZsIIAs,  HCXOAsIIas,  BHYTPEHHSSA
JIOKyMEHTAITHSI.

OcobeHHocTH paboTHI C KOH(MUIEHIINATHLHON TOKYMEHTAIIHEH.

TexHomnorust paboThl ¢ OOPAIICHUSMH TPAXKIAH.

CucremaTtu3zanys JOKYMEHTOB, X YUYeT U 00eCIeYeHHEe COXPAHHOCTH.

Homenkmnarypa nen: BUJIbI, COIepKaHue U TIOPSAOK COCTABIICHUS.

®dopmupoBanue U 0hOpPMIICHUE JE.

OcHoBHbIE TPeOOBaHUS K OPTaHU3AINN TEKYIIETO XPaHEHUS UCTIOTHEHHBIX TOKYMEHTOB.
[TonroroBka JOKYMEHTOB K C/1aye B apXUB. ApXHUBHOE XpaHEHUE IOKYMEHTOB.



28. Poib  TOKyMEHTAllMOHHOTO  OOecreueHHss B  COBEPLICHCTBOBAHMM  YIPABICHHS
HpEATPUATHSIMA

29. VicTopust CTaHOBIIGHUS W Pa3BUTHs JOKYMEHTAI[HOHHOTO OOECIICUYEHUsS! YIpaBJICHUS B
Poccun

30. S3bIK U CTHIIb JEIOBOM JOKYMEHTAIIUU

11. IlepeyeHb OCHOBHOM M JONMOJTHUTEJIBHOH YU4eOHOI JTUTEPaTypPhl, HEOOXOAUMOI 1JIs1
OCBOEHHS THCIUIIHHBI
OcHoBHasi JuTEpaTypa:

1. Bypmuctpon, A. H. KagpoBoe memonpous3BOACTBO W CTaHAApTU3AIMS Tpyaa ydeOHOe
noco6ue / A. H. Bypmucrtpos, M. I1. Cunssuna, O. B. Kanuauna. — Cankr-IlerepOypr:
Cankrt-IlerepOyprckuit monurexaudeckuii yauBepcuteT [lerpa Benukoro, 2020. — 104
c. — ISBN 978-5-7422-7046-1. — Texkcrt: snexTpoHHbIii // LludpoBoii 06pazoBaTenbHbII
pecype IPR SMART: [caiit]. — URL.: https://www.iprbookshop.ru/116130.html

2. Tamumesa, H. B. JlokymeHTanmonHoe obecnieuenue ynpanienus: yaeOnuk / H. B. T'anuesa,
K. K. I'amneB. — Mocksa: U3patensckuii [Jom MUCuC, 2021. — 188 ¢. — ISBN 978-5-
907227-50-7. — Tekct: snektponHbi // Ludposoii obpazoBarenspHBIH pecypc IPR
SMART: [caiit]. — URL.: https://www.iprbookshop.ru/116986.html

3. Kyzsuemnosa, . B. KonduaeHmaaisHoe eI0MPOU3BOACTBO U 3aITUIIEHHBIN AJICKTPOHHBIN
JOKYMEHT0000poT: ydeOHoe mocobue st 6akanaBpos/ U. B. Ky3zunenosa, I'. A. XagarpsiH.
— Mocksa: Aii [Iu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — TekcT:
anexTpoHHbIN // Ludpooit obpazosarensublii pecypc IPR SMART: [caiiT]. — URL:
https://www.iprbookshop.ru/97083.html

JlonoHuTebHAS IUTEPAaTypa:

1. Anexceea, T. B. JlokymeHTanmnonHoe oOecrieueHue ympasieHus: yueOnwmk / T. B.
AnekceeBa, O. A. CtpaxoB. — MockBa: YHuBepcurer «Cuneprus», 2020. — 132 ¢. —
ISBN 978-5-4257-0402-3. — Texct: snextpoHHbiii // Lupposoii obpazoBaTeabHbBII
pecype IPR SMART: [caiit]. — URL.: https://www.iprbookshop.ru/101344.html

2. Jlankoma, A. I'. JlokyMeHTaIlMOHHOE 00ECIIEUCHHE YIIPABIICHUS IEPCOHATIOM: TPAKTUKYM
/ A. T. JlankoBa. — OMck: OMCKUH TOCYIapCTBEHHBIN TeXHUUYECKH yHUBepcutet, 2020.
— 54 c. — ISBN 978-5-8149-3016-3. — Tekct: oanektponHbii // Iudposoii
00pazoBaTenbHbBIN pecypc IPR SMART: [caiiT]. — URL:
https://www.iprbookshop.ru/115470.html

3. Uepnobaii, H. b. Jlenonpon3BoACTBO B KOMMEPUECKOM IEATEILHOCTH: yueOHOE mocooue /
H. b. Yepno6aii. — CraBponois: Ceksoiis, 2020. — 71 ¢. — TekcT: 3MeKTpOHHBIH //
[Mudposoit  oOpazomatenpHBId  pecypc IPR - SMART: [caiit] —  URL:
https://www.iprbookshop.ru/121665.html

13. Ilepeuenr pecypcoB  HH(POPMAIHOHHO-TEJIEKOMMYHUKANMOHHON  CeTH
«HTepHeT», MpodeccuoHAIbHBIX 023 JTAHHBIX M1 HH(OPMAINHMOHHBIX CIIPABOYHBIX
CHCTEM, He00OXOAMMBIX /IJISl OCBOCHUS TUCHUILINHBI

http://economics.edu.ru — O6pa3oBaTeabHBII TOPTAT
https://minobrnauki.gov.ru/ MwuHHCTEpCTBO HAyKH | BhICIIEro 0Opa3oBaHus PO
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http://www.aup.ru/library/ Dnextponnas 6MOIMOTEKa SKOHOMHYUCCKOM U JICTIOBOM JIMTEPATYPHI
http://ecsocman.hse.ru/ Caiit mexxayHapoaHoro xypHaia 'TIpodieMbl TEOpUH U TPAKTHKH
yIIpaBJICHUS

http://www.mevriz.ru/ OdunuanbHbIi caiT xypHaza «MeHeHKMEHT B Poccuu 1 3a pyoeskoM»
CnpaBounast mpaBoBas cucrema «Koncynprant-ITmocy - www.consultant.ru

CnpaBouHas npaBoBas cucteMa «l'apanT» - Www.garant.ru

12. MeToanyeckue yKazaHus 1Js 00y4arOmuUXcsi 0 0CBOEHUIO TUCIMILIIAHBI

Wzydenne y4eOHONW IUCHMIUIMHBI «JIOKYMEHTAIMOHHOE OOECIeueHUe YIpaBICHHS
[IEPCOHATIOM» MIPEATNoaraeT OBJaJIcHUEe MaTepualaMu JIeKI Ui, yueOHUKa, IPOrpaMMBl, paboTy
CTYJEHTOB B XOJI€ ITPOBEJICHUS NTPAKTUUECKUX 3aHATHH, a TAK)KE CUCTEMAaTUYECKOE BBIITOJIHEHNE
INUCbMEHHBIX paboT B (hopMme pedeparoB, TECTOBBIX M MHBIX 3aJaHUN A CaMOCTOSATENIBHOU
paboThI CTYIEHTOB.

B xoze nexuuil pacKpbIBalOTCS OCHOBHBIE BOIIPOCH! B PAMKaxX pacCMaTpUBAEMOTI0 pas3zeia,
JIeNAOTCs aKIEHTHl Ha HauboJiee CIOXKHBIC U MHTEPECHBIC MOJIOKEHHUS M3y4aeMOro Marepuasa,
KOTOpPBIE JIOJKHBI OBITh NMPHUHSATHI CTYyJE€HTAMHU BO BHUMaHHE. Marepuansl JIEKIUN SBISIOTCS
OCHOBOH /U1 TOATOTOBKM CTyJI€HTa K IPAKTHMUECKUM 3aHATHSM U BBIIOJHEHUS 3aJaHuil
CaMOCTOSITEIIbHOU PaOOTHI.

OCHOBHOH LENbIO MPAKTUYECKUX 3aHATHH SBISETCS KOHTPOJIb 33 CTEIEHbIO YCBOCHUS
IPOIIEHHOTO MaTepuallia, XOJOM BBIOJHEHHS CTYyIEHTAMHU CaMOCTOSITETIbHONH paboThl H
paccMOTpeHHe HauboJiee CI0KHBIX U CIIOPHBIX BOIIPOCOB.

13. TlepeyeHb MHPOPMANMOHHBIX TEXHOJOTHH, UCIOJIb3yeMbIX MPHU OCYIIECTBJICHUHU
00pa3oBaTe/ILHOIO MpoLecca MO0 IUCHUILIMHE, BKJIYAs MepedyeHb MPOrpaMMHOIO
olecrieyeHus1 U MHGOPMAIMOHHBIX CIIPABOYHBIX CHCTEM

OnepanuonHas cuctema — Linux, maket oducHsix nporpamm — LibreOffice nmu6o
omnepanronHas cucrema — Windows, maket oucasix nmporpamm — Microsoft Office B
3aBUCHMOCTH OT PacIpeeNICHUs ayAUTOpHii. Y4eOHbIe ayIuTOPUN OCHAIIIEHBI KOMITBIOTEPHOU
TEXHUKOW C BOBMOXKHOCTBIO MOAKIIOUEHHU K ceTn "MHTepHeT" 1 obecrneueHnem 10CcTymna B
AIIEKTPOHHYIO HHPOPMALIMOHHO-00pa3oBarTenbHyto cpeny UHcTuTyTa.

14. Onucanue MaTepUaAJIbHO-TEXHUYECKOM 0a3mbl, He00X0IMMOI A
ocyllecTBJIeHHs 00pPa30BaTeJILHOI0 NpoLecca Mo JUCHHUILINHE

Jis u3y4eHus TUCIUTUIUHEI «J[OKyMEHTaIlMOHHOE 00ecTieYeH e YIpaBIeHuUs
MepPCOHATIOM» HEOOXOJUMO HaJIHune ayJUTOPUH, OCHAILEHHON MYJIbTUMEIUHHBIMU CPEICTBAMU
oOydeHus I YTSHHsI ISKIUH U MPOBEACHUS CEMUHAPCKUX 3aHATHH.

17. METOANYECKHAE PEKOMEHIA LMY JUISI IPENTOJABATEJIE# IO MOJATOTOBKE U
MMPOBEJEHMIO PA3JINYHBIX BUAOB YUEBHBIX 3AHSTHIA.

IIOATrOTOBKA U MPOBEJEHUE JEKLMIA

Jlekumsi (ot nar. lectio — yreHue) — cucTeMaTHUecKoe, MOCIEIOBATEILHOE U SCHOE
U3JI0KEHHE IIperoaBaTesieM y4eOHOTO MaTepualia WiIM Kakoro-mnbo HaydHoro Bompoca. [lpu
HEOOXOIMMOCTH MOXKET CONPOBOXIATHCS JIEMOHCTpalei cnaiiioB u ¢uiabmoB. Kak ogna u3
OpraHM3alMOHHBIX (OpPM M METONOB OOYyYEHHs TpaIWIMOHHA JJIS BBICIICH IIKOubL. Jlekuus —
HKOHOMHBIH IO BpeMEHH CII0c00 COOOIEH s CTYACHTaM 3HAYUTEIbHOro o0beMa nHpopmanuu. B
cpenHeM ydeOHas JIeKIus 3aaumaet 1,5 — 2 Jaca.

OCHOBHBIMU COBPEMEHHBIMU Mpehosanuamu, NPEAbIBISIEMbBIMA K JICKIUH, SBISIOTCS:
IIEJIOCTHOE M CHUCTEMAaTHYeCKOE W3JIOKEHWE MaTepHana, ero Hay4HOCTb, JOCTYITHOCTB,
OpraHuYHas CBSI3b C IPYTMMHU BUIaMHU YU€OHBIX 3aHATHI.

JIex1us D0JKHA UMETh:

® YETKYIO CTPYKTYPY U JIOTHKY PAaCKPBITHS ITOCIEI0BATEIbHO N3y4aeMbIX BOIIPOCOB;
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® UMETh 3aKOHYCHHBIN XapaKTep OCBEIIECHUS ONPEICIICHHON TeMBbI (IPo0OIeMbl), CBI3b
C MPEeABIIYIIIM MaTepUuaIoM;

e OBITH JIOKA3aTEIHHONM M apTyMEHTUPOBAHHOM, COJEPkKATh JOCTATOUHOE KOJIUYECTBO
MIPUMEPOB, 0OOCHOBAHMI, TOKA3aTEIbCTB;

® CTaBUTH NEpe]l CTYACHTAMH BOIIPOCHI JIsl pa3MBbIIIIJICHUS;

® JIEKTOp JODKEH yMeTh MNpoOykJaTh HHTEpEC K 3HAaHUSAM, CTHUMYJIHPOBATh K
CaMOCTOSATENIbHON paboTe;

® JIEKTOPY HEOOXOIUMO yMETh YAEpKUBATh BHUMAHHE ayJUTOPUH, €T0 PeUb JOJKHA
OBITh KYJIBTYpHOH, T.€. OTIMYATHCS CMBICIOBOM TOYHOCTHIO M TI'PaMMaTHYECKOM
MPaBWJIBHOCTBIO; OH JIOJDKEH BIAJETh CIENHAIbHON TEPMUHOJOTHEH U YMETh ee
Pa3bACHSTS.

Ot nektopa TpedyeTcss He TOJIbKO YETKOE U JIOTHYECKH CBSI3HOE M3JI0KEHHUE COICpKaHUS
npeaMeTa, HO U YMEHUE HApaBUTh W CTUMYIUPOBATH CIYIIATENCH K aKTUBHON MBICIUTEIHHON
pabote. BocnipusiTue neKuu caymaTelIssMUd 3aBUCUT OT KauyecTBa Marepuania. [ 1aBHoe B JIeKIMU
— YMEHHE aKTHBU3HUPOBATH MO3HABATEIBHYIO JEATEIBHOCTH CIylIaTeNeld, JOOUThCS OTBETHOM
MBICTUTENIbHON peakuuu. Jlekuust npu3BaHa TMOATOJKHYTh CTYAEHTOB K Pa3MbIIUICHUIO,
MOJICKa3aTh HAMIPABJICHUS CAMOCTOSITEIbHON pabOoThI, MOOYAUTH K IEHCTBUIO.

B kaxx10ii JeK1Mu TOKHBI OBITh HEPAa3pHIBHO 0ObEIMHEHBI Ba Hayaa - 00pa3oBaTeabHOe
U BOCIHUTATENbHOE. B nekuuu He MODKHO OBITh HUYEro JIUIIHErO, BCE HAMpaBisieTcs Ha
JOCTHKEHHUE MOCTABIIEHHOM IEJIM, Ha PACKPBITHE OCHOBHOM WM, Ha JI0Ka3aTeNbCTBO TOTO WU
uHOrO TmoyiokeHus. CyIIecTBEHHOE 3HAUEHUE HMMEET HCIOJIb30BAaHUE HA JICKIIMH CPEJICTB
00paTHOM CBSI3U Pa3IUYHON CTENEeHH CIOXHOCTH. OOpaTHas CBSI3b BBICTYIAET KaK CIOCO0 st
JIEKTOpa MOTy4YaTh MPEACTABICHUE O X0/Ie YCBOCHUS MaTepralia U aKTUBHOCTH ayIUTOPHUHU.

Iloozomoexka nekyuu - >TO TIPOIECC, BKIIOYAMOIMIMK B ceOs cOOp, HAKOIUIGHHWE H
pacmpenelieHne MaTepuana 0 BpPEMEHHU, MPOAYMBIBAHHE JIOTUYECKOTO MOCTPOSHUS JICKIUH,
BblJIeJICHHEe HanbosIee BaKHBIX MOMEHTOB U3 BCEro Marepuaia. JIekuus J0mKHa akKyMyJIupoBaTh
BCE HAKOIUICHHBIC MaTepuaibl, TaK WM WHAa4Ye OTHOcsAmMecs K Tteme. [Iporecc MOArOTOBKU K
JeKUUMU WHIWBUIYyaJ€H U BO MHOTOM 3aBUCUT OT CIOKHOCTH TEMbl, MOJArOTOBIEHHOCTH
npernoaaBarels, ocooeHHocTel yuyeOHol rpymnmnbl. OgHAKO, HECMOTPS HA 3TO, MOKHO BBIJEIUTH
OCHOBHbBIE 3Tallbl B MPOIECCE MOATOTOBKH, XapaKTepHBIE ISl JIEKIIMU IO JIIoOOMYy ydeOHOMY
npeamMety. K HuM oTHOCSTCS:

® U3y4eHHE UCXOJHON JOKYMEHTAIINH;

e pa3paboTKa 3aMbICIIa JIEKIIUU U BBIOOD 1esIeco00pa3HON METOIUKY;

¢ oopMIICHHE JEKIIUH, PEIETHIIMSL.

Cmpykmypa nekyuu:

Ha3BaHUE TEMBIL;

yKa3aHHe BpEMEHH Ha JIEKIIMIO B 1I€JI0M, BBOHYIO YaCTh, OCHOBHYIO YacCTh, 3aK/IIOUYECHHE;
BBOJIHAsI YaCTh;

OCHOBHAsl 4acTh;

KpaTKye BBIBOJBI [0 KaXKIOMY U3 BOIIPOCOB;

3aKIJIIOUEHUE;

® CIIMCOK HCIIOI30BAaHHOM JINTEPATYPHI.

K wucxomHo#l JOKyMEeHTamuu, KOTOPOM 00s3aH PYKOBOJICTBOBATHCS TIPEIO/IaBATENb,
OTHOCHUTCSI TporpaMMa y4eOHOW IUCHUIUIMHBI, YI€OHUKH W Y4eOHO-METOJMYECKHE IMOCOOMs,
YaCTHBIE METOJMKH TPEMOAaBaHMs JUCIUILIMHBI, PACHUCAHHE 3aHATUH co cTyneHTamu. [lpu
pa3paboTke 3aMbIciia JEKIUU OJHOM M3 BaKHBIX 33/1ay MPENojaaBaTess SBJSETCS MOCTaHOBKA
yueOHOU mpoOiIemMbl. YMEHHE HAWTH OCHOBHYIO HJCI0 B KAXKIOW JEKIMOHHOW TEeME HMEET
pemiaromiee 3HaueHue g ee ycnexa. Kak mpaBmio, Tema JIeKIMHM oOlpeneieHa y4eOHOM
nporpaMMoil mgaHHOW mucnumuiiHbl. OHAa o0s3arenbHa s MpenojaBatens. V3meHeHUsS B
Ha3BaHWU TEMBI, TTOCTAHOBKE Y4YEOHBIX BOMPOCOB 00s3aTEIBHO OOCYXKmaroTCs Ha Kadeape u
TOJILKO TIOCIIE COOTBETCTBYIOIIETO YTBEPKACHUS BHOCSTCS KOPPEKTUBBL. (CaMOCTOSITETHHO



U3MEHATh UX (OPMYIMPOBKY NpenojaBaTelb HE HMeeT mpaBa. Ero mpaBo — BbIOMpaTh
COJIepKAaHNE, COOTBETCTBYIOIlEE TeME M y4eOHBIM BOIpPOCaM, a TAKXKE METOJbl, BEIYyILIHE K
JOCTIDKEHUIO OINTHUMAJIbHOTO pe3ylbTaTa I03HABATEIbHOM MAEATENbHOCTH CTyAeHToB. [lpu
BBIOOpPE METOIOB MPETOaBaTe b UCXOIUT U3 COOOPAKEHHS MEarOriIecKoi 11e1eco00pa3HOCTH
U y4yeTra cocTaBa CTyJeHueckoi aynutopuu. [Ipu pa3zpaboTke CTPYKTYphl JEKIUH BaKHO
CMOZEIUPOBATh YIPPEKT ee BO3ACHCTBUS, PACWICHUTh y4eOHBI MaTepral Ha MOyJIH, JIOTHYECKH
yBSI3aHHBIE JIPYT C JPYroM, c(hopMyIHpOBaTh OCHOBHBIC H/I€U U BBIBOJIBI 110 KAXKJIOMY YYEOHOMY
BOIIPOCY M TEME B LI€JIOM; HAJ0 TaK MOJOMTH K COOpaHHOMY MaTepuaily U TakK 3HATh €ro, YTOObI
HaTH KaxaoMy Yy4eOHOMY MOJAYNIO €ro Jorudeckoe wmecro. Jlormueckas CTpPOHHOCTB,
COpPa3sMEpPHOCTh U B3aUMOCBS3b OTAEIbHBIX YaCTeH BEIET K YETKOCTU €€ M3JI0KEHUS, SICHOCTH
OCBEIICHHUS BOTIPOCA, 00JIEr4aeT ee MOHUMaHUe CTyICHTaMU.

OdopmieHne JeKIUN 3aKI0YaeTCsl, KaKk MPaBUJIO, B pa3pabOTKe €€ MOJIHOIo TEKCTa WIIU
1u1aHa-KoHcnekTa. [1oaHbIi TeKkeT JIeKuu HeoOXOAUM MPU YTEHUH JIEKIMHU 10 0C000 BaKHOMY
yuyeOHOMY MaTepually. B miaHe-KoHCIEKTe JaeTcsi KpaTKoe CoJiepKaHKue U3J1araeMbIX BOIPOCOB,
(akTHUecKuil MaTepHual, BBIBOABI U 000OIICHUS, TOMETKA O BPEMEHH U MECTe JEMOHCTpAIHH
CPEACTB HAIIAHOCTH, a TAKXKe APYrve MOMETKH, HeOOXOAUMBbIE MPENOAABATENIO B XO€ YTCHUS
JEeKIMU. B OTOenbHBIX ciy4asx MpernojaBaTelb COCTABISAET KPAaTKU IUIaH JIEKIUH, BKJIIOYas B
HEro 00s3aTebHbIE BXOIHBIE IaHHBIE U [IEPEYEHb BOIIPOCOB C PACIPEICIIEHUEM UX 110 BPEMEHH.

Beoonasa uacme (s6eoenue).

Bcerynienue (BBelneHHeE) olpenesseT He TOJIbKO TEeMY M IUIaH, HO M Lenb Jekiuuu. OHo
NPU3BAHO 3aWHTEPECOBAaTh M HACTPOUTH AyJUTOPHIO Ha CiyllaHue Marepuana. Ha mnekuuu
IpEnoJaBaTeIo HEOOXOAUMO CHauyajla YCTAaHOBUTh KOHTAaKT C ayIUTOPHEH, 3aTeM, HE TOPOILICh,
YETKO M SICHO, Ha3BaTh TEMY JICKLIMH, J1aTh CTYJECHTaM 3amucaTh ee. /lajee nmepeti K M3JI0KESHHUIO
BBOJIHOW 4YacTH, B KOTOPOH OIpENeNsSeTcsl MECTO TEMbl B M3y4aeMOM Kypce M €€ 3HadeHHe s
NPaKTUYECKOH JIeSITEeIbHOCTH CTYJCHTOB, IPOMH(OPMUPOBATH O PACTIPEICICHIH BPEMEHU Ha TEMY.
Ecnu 310 He mepBas jekuus 1o TeMe, TO MPENoAaBarellb JJOKEH CBA3aTh €€ ¢ MPEALIEeCTBYIOIEH
nekuuent. Jlanee cienyer nepeunciauTh yueOHbIe BOIPOCHI U JaTh BO3MOKHOCTD CTY/IEHTaM 3alucarh
uX.

[TpoBenenue NEKIUK MOKET MPeAyCMAaTPUBATh pa3IMYHbIC BapUaHTHI €€ Hayaua, OHAKO B
1IEJIOM BBOJHAsI €€ YacTh JOJDKHA YETKO OPUEHTHUPOBATh CTYAEHTOB B paMKax pacCMaTpUBAEMOM
npoOJeMbl, a TaKKe yKa3aTb Ha TO, YTO OHHU JIOJDKHBI YCBOWUTH Ha JICKIMH, Y€MY KOHKPETHO
HAY4YHUThCS.

BBosHas yacTh JIeKIMK He JOJDKHA 3aHUMATh Oosee 5 — 7 MUHYT. Temn ee U3JI0KeHus, Kak
IIPaBUJIO, BBIIIE TEMIIA U3JI0KEHUS COJIEPKaHUs yUYEOHBIX BOIIPOCOB, YTO 3aCTaBISIET 00ydaeMbIX
MICUXOJIOTHYECKU COOPATHhCS U COCPEIOTOUNTHCH.

Baxxnoe ycnoBue ycnexa npernojaBaTes Ha JEKIUY — THTOHALUS, BBIPA3UTEIIbHOCTh €ro peuH,
ONTUMAJILHOCTh €€ PUTMa M TEMIIa, BKJIIOYCHHE 3JIeMEHTOB lomopa. Ompernenss TeMmn peuw,
IpenojaBaTenb JOJKEH YYUThIBAaTh, YTO CTYAEHTHI 3alMCBIBAIOT TOJIBKO TO, YTO IPENoJaBaTelb
HOAYEPKHUBACT TOJIOCOM, Pa3psIKON pedd, MEeNarorndecKMMU Tay3aMH M MOBTOPAMH OTAEIbHBIX
TIOJIOKEHUH, PUIIIAIIEHHEM 00yJaeMbIX K TOMY, YTOObI OHH 3alIOMHIJIM TO WM MHOE MOJIOXKEHHE,
BBIZIETIEHHOE TPETI0/IaBaTEeIIeM.

3aknwouumenvnaa uacmp. 3aKIIOUEHUE B CTPYKTYpE JIEKLIMU HMEET TakkKe OOJIbIIoe
3Ha4YeHHe, T.K. MMEHHO OHO TIO3BOJIAET TOJBECTH MTOTH CKa3aHHOMY, IOCTaBHTb NeEpen
CTYAECHTaMH HEOOXOJMMBIE 3aJ]auy, YKa3aTh Ha CBA3b C MOCIEAYIOUIMM Y4€OHbIM MaTepUAIOM U
HOPSI0OK TIOATOTOBKU K CIIEAYIOIIEMY 3aHSATHIO, OTBETUTh HA BONPOCHI, BOSHHKIIUE 32 BPEMs
aexuuu. ITocne 0oTBETOB Ha BO3HMKILNE BOIPOCH! JIEKTOP 3aKaHYUBAET 3aHSTHE.

Heo06XxoauMoO MOMHHUTB, YTO K BaXXHEHIIMM MPEUMYIIECTBAM JIEKLIMOHHOTO OOYy4eHUs
OTHOCHTCS TO, YTO JIEKTOPY MO>KHO 3aJ1aTh BOIIPOC U TYT e NOIy4uTh oTBET. [locie Toro, kak Ha
MOCTYMUBIINKA BOIPOC J1aH MOJHBIM U TOCTATOYHO OOOCHOBAHHBIM OTBET, MPEIOIaBATEIIO MOCTe
JEKIMHU caelyeT 00yMaTh, I04eMY 3a/laHbl TAKHE BOIIPOCHI, U BHECTH HEOOXOIUMbIE KOPPEKTUBbI
B TEKCT JICKIIHH.



JlekTopckoe MacTepcTBO MpenoaaBaTelis, Kak U €ro 3HaHus, OTTaYMBAIOTCA B PE3yJbTaTe
eXemHeBHOTO Tpyna. [l sToro TpeOyeTcs TIIATEIbHBIN aHAIM3 pPE3ylIbTaTOB KaXIOU
MPOYUTAHHOM JIEKIINHU, KaK 110 €€ COEPIKaHUI0, TaK U 10 (popMe U3II0KEHUS.

[TOArOTOBKA Y ITPOBEJIEHUE ITPAKTUYECKUX 3AHATUIA

Crnenu¢uka 3Toro Buaa 3aHATHH (CEMHHAPOB) COCTOUT B BHIOJIHEHHH CaMOCTOSITEIBHO
WIN IO/l PYKOBOJCTBOM IIPETIONABATENs 3aaHUil W SBISETCS aKTHBHOW (HhOPMOI ydeOHBIX
3aHATUH. [IpakTHyeckue 3aHATUS NMPHU3BAHBI Pa3BUBATh U 3aKPEIUIATH Y CTYJICHTOB HaBBIKH
CaMOCTOSATENILHON paboThl, MPUMEHATH MOTyYCHHBIE Ha JICKIHMIX 3HaHUA. B xome cemmnapa
BbIpabaThIBaeTCsl yMeHUE (pOopMyTupoBaTh, 000CHOBBIBATH U U3JIaraTh COOCTBEHHOE CYXKICHUE
1o o0CY)XJaeMOMy BOIIPOCY, YMEHHE OTCTaWBaTh CBOW B3IJISABI, a TAaKXKe YIIIyOJISIOTCS |
3aKPEIUIAIOTCS 3HAHUSL, TIOTYYEHHBIC Ha JICKIUAX U B XOJI€ CAMOCTOATEIBHOM padoThI.

Bo Bcex ciyuasx ceMHHaphl BBITIOJHSIOT TI03HABATENbHYIO, BOCHHUTATEIBHYIO U
KOHTPOJIbHYIO (DYHKIIMH, T.e. B XOJI€ MOJITOTOBKH M TIPOBEICHHUS CEMHHApa CTYICHTHI
npuobperaroT Oosee ITyOOKHE 3HAHUS, CYIIECTBEHHO PACIIUpPSETCS MX HpEICTaBIeHHE 00
M3y4aeMoOM TIpeIMETE, MPUOOPETAETCS CIIOCOOHOCTh CBOOOIHO OINEPUPOBATH MOHATHSIMU U
TEpMUHAMH, paHee UM HE3HAKOMBIMH. B Xoz1e ceMuHapa mpernoaBaTenb u3ydaeT 00yJyaeMbIX,
CTETeHb YCBOCHHUS MMHU Marepuaia. CeMUHaphl BBITOIHSIOT TaKKe W (QYHKIHIO KOHTPOJIS:
IperosiaBaTeNlb  COCTaBISIET CyXACHHE 00 ypoBHEe 3HAHMM O0ydaeMbIX, IOIy4aeT
MPEJICTaBIICHHE O CHIIBHBIX M CJIA0BIX CTOPOHAX WX MOJITOTOBKH — BCE ATO Ja€T BO3MOKHOCTh
MPEToIaBaTeNll0 CBOCBPEMEHHO OKa3aTh HEOOXOJMMYIO MOMOIIb C1a00 YCIIEBAIOIIUM
CTY/JICHTaM.

Pazymeercsi, 4TO BCEro 3TOro yaacTcsi AOCTHYb TOJBKO B CIIy4ae BBICOKOM aKTHBHOCTHU
CTYZICHTOB, KOTOpasi HAIIPSIMYIO 3aBUCHT OT YPOBHS MX IOATOTOBJICHHOCTH, a TAK)XXE OT YMCHHS
npernojiaBaTess co3aarb aTMocdepy pPackKOBaHHOCTH, B3aWMOIIOHMMAHUS M B3auMonoBepus. K
TPaIUIIMOHHBIM CEMUHApaM B BBICIIIEH IITKOJIE OTHOCST:
® 3aHATUS, OCHOBHAas LEJNb KOTOPBIX — YIIyOJIEHHOE H3YYEHHE  OIPENeNIEHHOTO

CHCTEMaTHYECKOTI0 Kypca U TEMaTUYECKH CBA3aHHOTO C HUM;

®  3aHATUMA, IPCAHA3HAYCHHBIC T OCHOBATEIIFHOM HpOpa6OTKI/I OTACIBHBIX, HanOosee BayKHBIX
U TUIIUYHBIX B MCTOJOJIOTHUYCCKOM OTHOLICHUHN TEM KypCa UJIn OTJIEIBLHOM TCMBI,

Ocnoenble hynKyuu npaKmuuecKozo (CeMuHapcKozo) 3aHAmu:

Ilo3nasamenvnaa ynkyua. CemuHap mo3BOJISIET OPraHU30BATh TBOPUYECKOE, AaKTUBHOE
U3Y4YEeHHE TEOPETUYECKUX U MPAKTUYECKUX BOIPOCOB, YCTAHOBUTH HETIOCPEICTBEHHOE OOIIEHNE
IpernoaaBareiss co CTyAeHTaMHu, (OpPMHUPYET CaMOKOHTPOJIb 3a MPAaBWJIBHBIM TMOHHMMAaHHEM
M3y4aeMOro MaTepualia Co CTOPOHBI CTYAEHTOB, pacIIUpSieT U 3aKpeIUIsieT 3HaHMs, HaBBIKU U
YMEHUS.

Bocnumamenovnaa ynkyusa. CemMuHap OCYIIECTBISET CBSI3b TEOPETUYECKUX 3HAHUHI C
MPAKTUKOM, YCUIMBAEeT OOpaTHYIO CBS3b CyOBbEKTa W OOBEKTAa BOCIUTAHUS, JA€T BO3MOXHOCTD
MPEToAaBaTeIN0 U3YIUTh UHIUBUIYATbHBIE OCOOCHHOCTH KaXIOTO CTYACHTA.

@ynkyua konmpoaa. CeMUHAp MO3BOJSET IPOKOHTPOIUPOBATH YPOBEHb 3HAHUH, HABBIKOB
¥ YMEHUH CTYJCHTOB, KAUYECTBO UX CAMOCTOSATEIHHOU PabOTHI.

Iloozomoexa cemunapa.

Paboty x opraHu3zaiuy JAaHHOTO BHJIA 3aHATHUN MPETNOJABATEIb HAYMHACT C OMPEICICHUS
UCXOJHBIX AaHHBIX. K HUM OTHOCSTCS: TeMa, BOMPOCHI, ONpeiesieHHbIe Y4eOHOH MporpaMMoii,
COCTaB CTYJIEHTOB M YpPOBEHb HX IOJATOTOBKH, BpEMs M MPOJOKUTEIBHOCTh 3aHSATHS,
BO3MOXKHOCTH y4eOHO-MaTepHaibHO 0a3bl. [Ipu pa3paboTke HCXOIHBIX JAHHBIX MPErnoaBaTellb
PYKOBOJCTBYETCS Y4eOHOM MPOrpaMMoil, KOTOpasi perIaMeHTHUPYET TNIyOHHY U HalPaBICHHOCTh
oOyueHus. Y4yeOHble U BOCIIUTATENbHbBIE LENH MpEenoaBaTesib GOpMyIUpyeT UCXOIS U3 TEMBI,
MEeJaroru4eckrx 3aad U ypoBHs OJATOTOBKHU CTYIEHTOB.



W3yuuB o011re MON0KEHUS U METOJUYECKYIO JUTEpaTypy MO MpeaMeTy, MpernoiaBaTeib
HAYMHAET HETOCPEJCTBEHHYIO MOATOTOBKY K 3aHsThio. [Ipn BbIOOpE METONOB IpenojaBaTeib
UCXOIUT U3 COJEp’KaHWsS BOIPOCOB, IMOJATOTOBICHHOCTH CTYACHTOB, IeNIeH 3aHATHH W
BO3MOXKHOCTEH y4eOHO-MaTepualibHOW ©0a3bl. HeoOxoawmmo CTpEeMHTBCS K TOMY, YTOOBI
n30paHHble METOABl OOydYeHHs M METOAMYECKHE MPHUEMBI CIIOCOOCTBOBAIM YIIIYOJICHHOMY
U3yYCHUIO TIPEIMETA, & TAK)KE IPUBUBAIN TPAKTUIECKIE HABBIKH.

[Tpu pacyere yueOHOro BpeMEHN HEOOXOAUMO YUYUTHIBATh CO/IEPIKaHUE YUEOHBIX BOIPOCOB
¥ LIeJTb 3aHATHS — YeT0 X0UeT JOONUTHCS PEOAaBaTeb OT CTYJCHTOB: OBIAICHNS UM 3HAHUSIMHU
WY 3HAaHUSIMU, HABBIKAMHU U YMEHUSIMH.

[lpn moAroToBKE K CEMHHApY INperojaBaTelb JODKEH Moao0paTh psa NMPHMEPOB, Ha
KOTOPBIX MOXHO OTpa0oTaTh JEKIIMOHHBIA MaTepua, MoKa3aTh NPaKTUYECKOe 3HAYCHUE TeMBbI,
TINATEIBHO MPOIYMAaTh MOPSIOK MX Ha 3aHATHH. O0sA3aTeTbHO HEOOXOANMO MO100paTh 3aJaHUs
pa3HoOM CIOXKHOCTH (OT MPOCTOTO K CIOKHOMY), a TaKXKe OoJiee CI0KHbIE 331aHus Ui CUIIbHBIX
CTYZIEHTOB. 3aTeM eMy HeOOX0ANMO 0TOOPATh HAIMIAJHBIE TOCOOHS ISl IIPAKTHYECKOTO 3aHATHS,
OTIpeNIeIUTh TEXHUYECKUE CPEACTBAa 00yUeHUS U U3yUUTh MPABUJIA UX HCIIOIb30BaHMS HA 3aHATHH.
OcoOeHHO  TIIATETBHO TPOAYMBIBACTCS  3aJaHME HAa  CAaMOIIOJATOTOBKY  CTYACHTAM,
pa3pabarbiBaeTcs IJIaH CEMHUHApPCKOTo 3aHATHs. [IpemomaBarenb KOHTPONMPYET MOATOTOBKY
CTYZICHTOB K CEMHHApY, OKa3bIBa€T MM IIOMOIIIb.

[Tpu TM9YHOI MOATOTOBKE K CEMUHAPCKOMY 3aHITHIO IIPENoIaBaTelb JeTaJbHO pazoupaercs
B TEMe, NMPOCMATPUBACT JHUTEPATYpHBbIE HCTOYHHMKH, KOTOPBIC PEKOMEHIOBAN JUII H3y4YCHUS
CTYZAICHTaM, IPOCMATPUBACT CUCTEMY HATJISAHOCTH Ha MIPEJICTOAIIEM 3aHATHH. [10 nToram Tu4HoiM
HOATOTOBKH TIPEIOABaTENIb COCTABISET IUIaH-KOHCTEKT. OH SBISETCS OCHOBHBIM DPabodnM
JOKYMEHTOM TpenoaBaTeisi U ONpeaesisieT HarnpaBieHne 1 X0 3aHATHs. OOBIYHO TIaH-KOHCIEKT
COCTaBJISIETCSI B TIPOU3BOJILHON (OpMeE, JOJDKEH OBITh MPOCT M yAO0OEH sl MCIIOJIb30BaHHs Ha
3aHATUH. B HeM, Kak yXe 0TMeUanoch paHee, TOJKHO OBITh OTPAXKEHBI: TeMa 3aHATHUS; yueOHbIe
¥ BOCTIMTATENIbHBIC IIEJIH; BPEMs, OTBOJAMMOE Ha 3aHATHE; yueOHBIC BOIPOCHI U paclpeesicHue
BpPEMEHH; METO/] TPOBEICHUS 3aHATHUS; MECTO IPOBEJCHUS 3aHATHS; MaTepHaIbHOE 00ECIICUCHHE;
PYKOBOZCTBA U TIOCOOMS; TOPSOK MPOBEICHNUS 3aHATHSL.

[lepen mpoBeneHUEM 3aHATHS MPENOJaBaTelb MOXET MPOBEPUTh KA4eCTBO MOATOTOBKU
CTYZICHTOB K 3aHATHIO.

[MTPOBEJIEHUE KOJIOKBUYMA
Komnokeuym (ot natunckoro colloquium — pasroBop, Oecena) — onHa u3 GopMm yueOHBIX
3aHATUH, Oecea MpernoaBaTelisi ¢ yJalluMUCs Ha ONPEeICHHYIO TEMY U3 Y4eOHON MpOorpaMMBbl.
Ilenv mpoBeneHUS] KOJUIOKBUYMa COCTOMT B BBISICHGHWM YPOBHS 3HAHUH, IMOJyYEHHBIX
yYalUMHUCS B pe3ylbTare NpPOCIYIIMBAHUS JIEKUUW, TOCEHIEHHs CEMHUHApOB, a TaKXkKe B
pe3yabTaTe CaMOCTOSTEILHOTO U3YYEHHs MaTepraia.
B pamMkax mocraBieHHOH 1eJIM pEMIaroTCs CASAYIOIMNE 3a0aUi.
® BBIICHEHHE KaueCTBA M CTENCHH MOHUMAHU YYaIIUMUCS JIEKLIMOHHOTO MaTepHaa;
® DPa3BHUTHE U 3aKPEIUICHNUE HABBIKOB BBIPAXKECHUS YUAIIUMHCS CBOMX MBICIICH;
® pacHIMpeHHE BapUAHTOB CAaMOCTOSTEIbHON IIEJIEHANPABICHHOW TMOATOTOBKU
yyalmxcs;
® DPa3BUTHE HAaBBIKOB O0OOIIECHHS Pa3IMYHBIX JUTEPATYPHBIX HCTOYHHUKOB;
® [IPEJOCTaBJICHUE BO3MOKHOCTH YYAIIUMCS COTIOCTABIIATH Pa3Hble TOUKU 3PEHUS 110
paccMaTpUBaEMOMY BOTIPOCY.
B pe3ynbrate npoBeaeHHs KOJUIOKBUYMA npenooasamenb 00IHCeH UMemb npedcmasieHue.
® 0 KayecTBe JICKIIMOHHOT'O MaTepraa;
® 0 CHWJIBHBIX M CJa0BIX CTOPOHAX CBOCH METOJMKHU YTCHUS JCKIIHUA;
® O CWIBHBIX M cJa0BIX CTOPOHAX CBOEH METOJIUKH MPOBEACHUS CEMHHAPCKHUX
3aHSATHH;
e 00 ypoBHE CAMOCTOSITEIIbHOM pabOTHI yUaITuXCs;
e 00 yMEHHH CTYJCHTOB BECTH AUCKYCCHIO U JTOKA3bIBaTh CBOIO TOUKY 3PEHUS;



® 0 CTEIIECHU DPYAUPOBAHHOCTH yYallUXCH;
® 0 CTCNECHU MHIUMBUAYAILHOTO OCBOCHHS MaTepualla KOHKPETHBIMH CTYJCHTAMHU.

B pesynbTare npoBeneHHs KOJUIOKBUYMA CniyO0eHn O0NICEH UMemb NpeoCmasienue:

e 00 ypoBHE CBOMX 3HAaHHH II0 paccMaTpUBAaEeMbIM BOIPOCaM B COOTBETCTBUH C
TpeOOBaHUSAMU IIPENOJABATENS U OTHOCUTENIBHO APYTUX CTYAECHTOB TPYIIIbI;

® 0 HEJOCTAaTKaX CaMOCTOATENILHOM MPOPaOOTKH MaTepHana;

® 0 CBOEM YMEHHMH M3JIaraTh MaTepHa;

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

B 3aBrcMMOCTH OT CTENEHH MTOATOTOBKH IPYIIIBI MOXKHO MCIIOJIb30BaTh Pa3HbIE IOJAXOMBI K
IIPOBEJCHHUIO KOJJIOKBUYMA.

B ciyuae, eciin GOJIBIIMHCTBO PYMIIBI ¢ TPYAOM BOCIIPUHUMAET COAEPKAHUE JIEKIUHA U Ha
CEMUHAPCKUX 3aHATUSIX IEMOHCTPUPYET HEOCTATOUHYIO CIIOCOOHOCTh AKTUBHO OIIEPUPOBATH CO
CMBICJIOBBIMU €IMHUIIAMHA U TEPMHUHOJIOTHEN KypCa, TO KOJUIOKBUYM MOYKHO Pa3J€iIuTh Ha JIBE
gyacty. CHavaja npenojaBareib U3j1aracT 0a30Bble MOHITHUS, COAEPKALIMECS B IporpaMMe. ITO
JIOJIKHO 3aHATh He Oosee 4eTBepTH 3aHATUA. OcTallbHBIE TPH YETBEPTH HEOOXOIUMO MOCBATHTH
JHMCKYCCUH, B XOJl¢ KOTOPOH CTYIEHTHI JNOJKHBI yOenuThbes U, IIIaBHOE, yOenuTh Apyr Ipyra B
000OCHOBAaHHOCTH W J0Ka3aTE€JIbHOCTU MHOIYYEHHOTO BHJEHHS BOIPOCA U €ro COOTBETCTBUS
peaJbHOM IPAKTHKE.

Ecnu e npenoaasaTenb UMeEET €10 ¢ 00j1ee MOATOTOBIEHHON, CAMOCTOSTENBHO
JyMAIOILEN U aKTUBHO YCBAUBAIOILIECH CMBICIIOBBIE €IMHUIBI U TEPMUHOJIOTHIO Kypca
ayAUTOpHEN, TO KOJUIOKBUYM HEOOXOIUMO IIPOBECTU TAK, YTOOBI CAMH CTYAECHTBI
c(opMyIHPOBAIH U3JI0KEHHBIE B IPOrPaMME MOHATHSL, BBICKA3aJIM HECOBIAAOIINE TOUKU
3pCHHA U NIPUBEIIN NPAKTUYECKUE IPUMEPEL. 3a IIPENnoJaBaTeaeM OCTaeTCs pojlb MOAEpaTopa
(BemyIero JUCKyCCUu), KOTOPBII B KOHILIE JIUILbY) CYMMHPYET COBMECTHO MOIY4YEHHbIE
pe3yabTaThl.
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