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AHHOTALUA

CamocrositenpHas padota oOydarommxcs B CIIO sBisieTcst BaXXHBIM BUAOM
y4eOHOM M HAy4YHOM JEeATEIbHOCTH CTyAeHTa. ['ocyaapCTBEHHBIM CTaHIAPTOM
npeaycMarpuBaercs, kak npasuio, 30 % - 50% gacoB u3 oOmmiel TpyI0eMKOCTH
JTUCITUTIIMHBI Ha CaMOCTOSATENIbHYIO paboTy oOyuaromuxcs. B cBsi3u ¢ atuM, 00y-
yerare B CIIO BkmouaeT B ceOs JBe, MPAKTUYECKH OJMHAKOBBIE MO O0BEMY U
B3aMMOBIIUSIHUIO YaCTU — Mpolecc o0ydeHus U mpoiiecc camooOydeHust. [loatomy
caMoCToATeNbHAs padoTa JAOKHA cTaTh d()PEKTUBHON U IeJCHANPABICHHON pa-
00TOM CTy/eHTA.

K coBpemeHHOMY crieniMasucTy o0IIecTBO MPebsBISET JOCTATOYHO HIHPO-
KU TiepedeHb TpeOOoBaHUM, Cpei KOTOPHIX HEMAJIOBAXKHOE 3HAUYCHHE MMEET Ha-
JUYKE Y BBITYCKHUKOB OINpPEAEIECHHBIX CIIOCOOHOCTEM U YMEHMS CaMOCTOSATEIBHO
NOOBIBaTh 3HAHUS M3 PA3IMYHBIX UCTOYHHKOB, CUCTEMATU3UPOBAThH MOJIYYEHHYIO
uH(popmanuo. PopMHUPOBAHUE TAKOTO YMEHUS MPOUCXOAUT B TEUEHHE BCEIO Iie-
puosa o0yyeHus yepe3 ydacThe OOydaroIMXCSd B MPAKTUYECKUX 3AHATHUSAX, BbI-
MOJTHEHNE KOHTPOJIbHBIX 33/IaHUi U TECTOB, HAMMKMCAHUE KYPCOBBIX U BBITYCKHBIX
KBAIM(PUKALMOHHBIX padoT. [Ipu 3TOM camocrositenpHas paboTa CTyI€HTOB UIpa-
€T peLIAIOIYI0 POJIb B X0JI€ BCET0 Y4eOHOro mpoliiecca.

@opMBI CaMOCTOATENBHON padOThl CTYAEHTOB pa3HOOOpa3Hbl. OHU BKIIIO-
4aloT B ceOs:

- U3y4y€HUE U CHUCTEMaTH3aluI0 O(ULHUANBHBIX T'OCYJAapCTBEHHBIX JTOKYMEHTOB -
3aKOHOB, TIOCTAHOBJIEHUH, YKa30B, HOPMaTUBHO-UHCTPYKLIUOHHBIX U CIIPABOYHBIX
MaTepUajoB C UCMHOJIb30BaHUEM HH(POPMALMOHHO-TIOUCKOBBIX CHUCTEM, KOMIIbIO-
TepHo# cetu "UHTepHeT";

-U3y4yeHne y4eOHOM, HAyYHON M METOJUYECKOM JIUTepaTyphl, MaTEpUaIOB MEPUO-
JUYECKHUX U3/IaHUM C MPUBJICUYEHUEM IJIEKTPOHHBIX CPEICTB OQUIMAIBHOM, CTaTH-
CTUYECKOM, MEpUOINYECKON U HAyYHOU MH(pOpMauy;

-IOATOTOBKY JOKIAJ0B M pedepaToB, HAMMCAHUE KYPCOBBIX M BBIMYCKHBIX KBaJIH-
(UKaIMOHHBIX padoT;

-y4acThe B paboTe CTYJEHYECKUX KOH(EPEHIHH, KOMIUIEKCHBIX HAYYHBIX HCCIIE-
JIOBaHUSX.

CamocrosiTensHas paboTa mprUOOUIAET CTYJEHTOB K HAYYHOMY TBOPYECTBY,
MOMCKY Y PELIEHUIO aKTYyaJbHbIX COBPEMEHHBIX MPOOIIEM.

3aauamMy CaMOCTOSTEIbHON pabOThl 00YYaIOIINXCS SABISIOTCA:

- CUCTEMAaTH3alus U 3aKPEIUICHUE MOTYYCHHBIX TEOPETUUECKUX 3HAaHUN U MPAKTH-
YECKUX YMEHUH CTY/IEHTOB;

- yrayOJieHne U paclIMpeHne TEOPETUUECKUX 3HAHUM;

- (popMUpOBaHHE YMEHHUI UCIOIB30BaTh HOPMATUBHYIO, IPABOBYIO, CIIPABOYHYIO
JOKYMEHTAIMIO U CIELUATIBbHYIO TUTepaTypy;

- pa3BUTHUE MO3HABATENbHBIX CIIOCOOHOCTEN U aKTUBHOCTH CTYJIEHTOB: TBOPYECKOM
WHUIIMATHBBI, CAMOCTOSITEIFHOCTH, OTBETCTBEHHOCTH U OPTaHU30BAHHOCTH,

- (opMHUpPOBAHHE CAMOCTOSITEIbBHOCTH MBIIUICHHS, CIOCOOHOCTEN K CaMOpa3BH-
THI0, CAMOCOBEPILIEHCTBOBAHUIO U CAaMOpEaTU3allNH;

- Pa3BUTHE UCCIIEIOBATEIBCKUX YMEHHI;



- MCMOJB30BAHNE MaTepuaja, COOPaHHOrO M MOJYYEHHOI'O B XOAE CaMOCTOSTENb-
HBIX 3aHATHIM Ha CeMHUHapax, Ha NPAaKTHMYECKUX U J1aOOpATOPHBIX 3aHATHUAX, IPU
HAIMCaHUM KYypCOBBIX U AMILUIOMHOM paloT, 11 3¢ (HEeKTUBHON NOJATOTOBKU K UTO-
TOBBIM 3a4€TaM U DK3aMEHaM.

B o6pa3oBarensHOM mpoliecce CpeAaHero mpogecCHOHaIbHOro 00pa3oBa-
TENBHOTO YUPEXKJACHUS BBIJIEISIETCS JBa BUJA CaMOCTOSITENIbHON paboThl — ayau-
TOPHYIO, IT0J] PyKOBOJACTBOM IIPENIOAABATEINS], U BHEAYIUTOPHYIO.

AynuropHasi caMoOCTOsITeNIbHasg paboTa MO AMCHMILIAHE BBINOJHAETCA Ha
y4€OHBIX 3aHATUSX I0J HEMOCPEICTBEHHBIM PYKOBOJACTBOM MPENOAABATENS U I10
€ro 33JIaHUIO.

BreaynuTopHas camocTosiTenbHast pad0oTa BBITOIHIETCS 00yYarOIIMMUCS 110
3aJIaHUIO MPENoAaBaTesi, HO 0€3 ero HEMOCPEICTBEHHOTO YUacTHS.

OCHOBHBIMM BHJaMU CaMOCTOSITEILHOM palOOThl CTYJEHTOB 0€3 ydacTus
IIPENoIaBaTee ABISIOTCS:

- (popMUpPOBaHUE U YCBOCHUE COAEPHaHMs KOHCIEKTa JIEKIIMM Ha 0a3e peKOMEH-
JIOBaHHOM TpernojaBareraeM y4eOHOHM JUMTepaTypbl, BKIIOYAs HH(OpPMAlMOHHBIE
oOpa3oBaTeNbHbIE PECYPCHI (3JEKTPOHHBIE YUEOHUKH, JIEKTPOHHbIE OMOINOTEKHU U
ap.);

- HarucaHue pedeparos;

- IOAATOTOBKA K CEMUHApaM U MPaKTUUYECKUM paboTam, UX 0(hopMIICHHE;

- COCTaBJIEHHE aHHOTUPOBAHHOI'O CIMCKA CTAaTEH U3 COOTBETCTBYIOIIMX *YPHAJIOB
10 OTPAcJIsIM 3HAHUH (FOPUANYECKHUX, ICUXOJIOTUYECKHUX U Ap.);

- MIOATrOTOBKA MPAKTHYECKUX Pa3padOTOK;

- BBINOJHEHUE JOMAIIHUX 3aJJaHui B BHJIE PEIICHUS OTIEIbHBIX 3a/1ay, IpOBeJie-
HUS TUIIOBBIX PAacyeTOB, PACYETHO-KOMIMBIOTEPHBIX U MHAMBUIYAIBHBIX padOT 10
OTJIEJIBLHBIM pa3ziesiaM COepKaHus AUCIUIUIMH U T.1.;

- KOMIIBIOTEPHBIN TEKYIIMH CaMOKOHTPOJIb W KOHTPOJb YCIIEBA€MOCTH Ha 0ase
AJIEKTPOHHBIX 00YYAIOIIUX U aTTECTYIOIIUX TECTOB.

OCHOBHBIMU BUJAMH CaMOCTOATEIBHONH PabOThl OOYUaIOLIUXCS C y4aCTUEM

MpenoaaBaTeIe SBISIOTCS:

- TEKYILME KOHCYJIbTALINH;

- KOJUIOKBUYM Kak (popMa KOHTPOJISi OCBOCHHSI TEOPETUUECKOIO COAEPKaHUS JIUC-
LUIUIAH: (B 4aChl KOHCYJIbTAlUM, IPEAYCMOTPEHHBIX YUYEOHBIM IJIAHOM);

- MpUEM U pa3z00p JOMAITHUX 3a/IaHUH (B 4aChl MPAKTUYECKUX 3aHSATUMN );

- IPUEM M 3alUTa MPaKTUYECKUX padoT (BO BpeMs MPOBECHUS MPAKTUUECKUX pa-
ooT);

- BBINIOJHEHUE KYPCOBBIX pabOT (MPOEKTOB) B paMKax IUCUHUILIUH (PYKOBOJICTBO,
KOHCYJIPTUPOBAaHUE U 3alIUTa KYpCOBBIX padOT (B 4achl, MPEeIyCMOTPEHHbIE yueO-
HBIM IJIAaHOM);

- TIPOXOXAEeHHEe M O0POpMIICHHE PE3yJbTAaTOB IMPAKTHUK (PYKOBOJCTBO U OIEHKA
ypOBHS c(DOPMUPOBAHHOCTH MPO(PECCUOHATBHBIX YMEHHI U HABBIKOB);

- BBINOJIHEHUE BBITYCKHOW KBaIM(PUKAMOHHON padOThl (PYyKOBOACTBO, KOHCYJIb-
TUPOBAHUE U 3aIINUTa BBIMYCKHBIX KBAIN(DUKAIIMOHHBIX paboT) U JIp.
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Pexomenaanum 1o BbINOJHEHHIO pedepaToB

Hanucanue pedepara sBnsercs:

- 0JIHOM U3 popM 00yUEHHUS CTYIEHTOB, HAIIPABICHHON HA OpPraHU3alMIO U
HOBBILIEHHE YPOBHS CAMOCTOSITENIbHON pabOThI CTYIEHTOB;

- 0JHOU u3 (popM Hay4dHOH pabOTHI OOYUAIOUIUXCS, LENbIO KOTOPOU SIBIIS-
€TCsl paCUIMPEHHE HAYYHOTO KPyro3opa CTyJEHTOB, 03HAKOMIIEHHE C METOI0JIOT -
€1 Hay4HOTI'O ITIOMCKA.

Pedepar, xak ¢opma oOydeHuss 00ydaronuxcs, - 3T0 KpaTKuid 0030p Mak-
CUMAaJIbHOTO KOJMYECTBA JOCTYMHBIX MyONMKAIMi MO 33JaHHON TeMe, C 3JIEMEH-
TaMH CONOCTABUTEIBHOTO AHAJIN3A JAHHBIX MATEPHAJIOB U C MOCIEAYIOIMIMMH BbI-
BOJaMH.

[Tpu npoBeaeHnn 0630pa JOJKHA MPOBOJUTHCS U UCCIIEI0BATENIbCKAs pabo-
Ta, HO 00BEM €€ OrpaHUYEH, TaK KaK aHAIM3UPYIOTCS YK€ CIEIaHHbIE TPEIbIay-
MMM MCCIIEAOBATEISIMU BBIBOJIbI U B CBSI3U C HEOOJIBIIMM 00BEMOM JaHHOH (op-
MBI paOOTBHI.

Temsl pedeparoB ompenensitorcs [IHK FOpucnpyneHnuy, 3KOHOMUKUA U
YIPaBICHUS U COAEPKATCS B IPOTrpaMMe yueOHOW JUCIUILINHBIL.

[IpenogaBaTesib pEKOMEHAYET JINTEPATYPY, KOTOPAsk MOKET OBITh UCIIOJIB30-
BaHa /I HanucaHus pedepara.

Lenpro Hanncanus peepaToB sABIACTCA:

- IPUBUTHE 00YYAIOIMMCS HABBIKOB OMOIMOrpapuuecKoro nmoucka Heo0xo-
JTUMOI1 TuTepaTyphl (Ha OyMa)KHbIX HOCUTENSAX, B SJIEKTPOHHOM BHJIE);

- IPUBUTHE OOYYAIOMIMMCSI HABBIKOB KOMIIAKTHOTO M3JI0’KEHHUSI MHEHHUSI aB-
TOPOB M CBOETO CYXJACHHS M0 BHIOPAaHHOMY BOIIPOCY B MUCbMEHHOM (hopme, Hayu-
HO IPaMOTHBIM SI3bIKOM H B XOPOLIEM CTHIIE;

- IpuoOpeTeHNe HaBblKa IPaMOTHOIO O(OPMIIEHHUSI CCHUIOK Ha UCHOJIb3ye-
MbI€ UICTOYHUKH, ITPABUIILHOTO LIUTUPOBAHUS AaBTOPCKOI'O TEKCTA;

- BBISIBJICHUE U pa3BUTHE y 00yyarolUXcsl HHTepeca K ONpeesieHHON Hayy-
HON M TPAKTUUYECKOM MpoOJIeMaTHKe C TeM, YTOOBI MCCIICIOBAHHUE €€ B JajbHCH-
1IEM NPOAOJDKAIOCH B IMOArOTOBKE M HAIMCAHUM KYpPCOBBIX U BBITYCKHON KBaJIM-
buKaMoHHON pabOThl U JANTBHEUIINX HAYYHBIX TPY/IaX.

TpeOGoBaHus K COAEPIKAHUIO:

- MaTepuall, UCMOJIb30BAaHHBIN B pedepaTe, T0IKEH OTHOCUTCS CTPOTO K BbI-
OpaHHOH Teme;

- HEOOXOIUMO HU3JI0KUTh OCHOBHBIE ACIIEKThI MPOOJIEMBI HE TOJIBKO FPaMOT-
HO, HO M B COOTBETCTBUU C TOW WJIM MHOM JIOTUKOHN (XpOHOJIOTMYECKOW, TeMAaTHY e-
CKOM, COOBITUITHOM U JIp.)

- TIPU U3JI0KEHUH CIIEAYyeT CTPYNIUPOBATh UJEH Pa3HbIX aBTOPOB IO OOII-
HOCTH TOYEK 3PEHUS WU 110 HAYYHBIM IIKOJaM;

- pedepaT AOKEH 3aKaHUYMBATHCA MOJBEACHUEM MTOTOB IPOBEIECHHON HC-
CJIEIOBATENLCKOM paboThI: CONEp)KaTh KpaTKUH aHaIu3-000CHOBAaHUE IMPEUMY-
IECTB TOW TOYKH 3PEHUS MO PacCMaTpUBAEMOMY BOIIPOCY, C KOTOpoU BbI cosm-
JApHBI.



Cmpyxkmypa pegpepama

1. Haunnaercs pedepar ¢ TUTYJIBHOTO JIMCTA.

OO6pazen; odopmileHUs THUTYJIBHOTO JHUCTa M pedepara mpeicTaBieH B
[Tpunoxenun 1.

2. 3a TuTynbHBIM JucTOM ciaenyetr Coxaepxanue. ConepKaHHue - 3TO ILJIAH
pedepara, B KOTOPOM KaKJIOMY pa3jienly JOJKEH COOTBETCTBOBAThH HOMEP CTPaHU-
Ibl, HA KOTOPOW OH HAXOJUTCA.

3. Tekct pedepara. OH AenUTCS HA TPU YaCTU: BBEJECHNE, OCHOBHAS YacTh U
3aKJII0YEHUE.

a) Benenne - pazaen pedepara, MOCBAMIEHHBIN TOCTAHOBKE MPOOJIEMBI, KO-
Topasi OyIeT paccCMaTpUBaTHCI U 000CHOBAHUIO BHIOOPA TEMBI.

0) OcHOBHas 4acTh - ATO 3BEHO PabOThI, B KOTOPOM IOCJIEIOBATEIHHO pac-
KpbIBaeTcs BblOpaHHas TemMa. OCHOBHasi 4acTb MOXXET OBITh MPEACTABJICHA Kak
[EJIbHBIM TEKCTOM, TaK U pasjelieHa Ha riaBbl. [Ipy HEOOX0TUMOCTH TEKCT pede-
paTa MOXET JOMOJHATHCA WLIIOCTpAIMsIMU, TaOIuIaMu, rpagukamMu, HO UMU HE
cieayer ''meperpyarb' TEKCT.

B) 3akiroueHue - JaHHBIA pa3fen pedepara TODKEH ObITh MPEICTABICH B
BHJIE BBIBOJIOB, KOTOPHIE TOTOBATCSI HA OCHOBE MOJITOTOBJIEHHOTO TEKCTa. BBIBOBI
JOJDKHBI OBITh KPATKUMHM W YETKUMHU. Takke B 3aKIIOUEHHH MOKHO 0003HAYUTh
po0IeMBbl, KOTOpbIE "BBICBETUIIMCH" B X0J€ padOThl HaJl pedeparoM, HO HE ObLIN
PackKphITHI B paboTe.

4. Croucok UCIOJIb30BaHHBIX UCTOYHUKOB. B JJaHHOM CIUCKE Ha3bIBAIOTCS
KaK T€ MCTOYHUKH, Ha KOTOPBIE CChUIACTCS CTYIEHT MpU MOATOTOBKE pedepara,
TaK U BCE WHbIE, U3yYCHHBIC UM B CBSI3U C €ro MOATroTOBKOH. B paboTe mOMKHO
OBITH UCIIOJIL30BAHO HE MEHEE 5 Pa3HbIX UCTOYHUKOB. PaboTa, BHITIOJTHEHHAS C UC-
MOJIb30BAaHUEM MaTepHaia, COAEPIKAIIErocsi B OJHOM HAyYHOM MCTOYHHUKE, SIBIIS-
€TCsl ABHBIM IUTaruaTtoM W He npuHumaetcs. OdopmiieHre A0HKHO COOTBETCTBO-
BaTh TpeboBaHUsIM OHOIHMOTpadUUECKUX CTAaHIAPTOB.

Obvem u mexnuyeckue mp€606aH1/lﬂ, npeab}lGJl}leMble K 6blNOJIHEHUIO ped)epama

O0bem paboThl JTOJDKEH OBbITh, Kak TNpaBWIO, HE MeHee 15 u He Ooiee
20 ctpanun. Pabora nomkHA BBIMOMHATHCS Yepe3 MONYTOPHBIA HWHTEpBan 14
mpu@TOM, pazMepbl OCTaBIIAEeMbIX NoJiei: geBoe - 30 MM, ipaBoe - 10 MM, HIDKHEE
- 20 MM, BepxHee - 20 MMm. CTpaHUIIBI JOJKHBI OBITH TPOHYMEPOBaHbI (HyMepa-
1[Ms1 B BEpXHEH YaCTU CTPAHUIBI 110 LIEHTPY).

Paccrosinue Mexay HazBaHMeM 4YacTh pedepaTa WIM IJIaBbl U MOCIELYIO-
MM TEKCTOM JOJKHO OBITh paBHO JBYM MHTepBajaMm. dDpasbl, HAUMHAIOIIKUECS C
"KpacHOH" CTpOKH, TIeYaTarOTCs ¢ a03alHBIM OTCTYIIOM OT Hayaja CTPOKH, PaBHBIM
1,5 cm.

[Ipu uuTHpOBaHUK HEOOXOIUMO COOIOATh CAEAYIOUINE PaBuiIa:

- TEKCT LIUTAThl 3aKJIF0YAETCS B KABBIYKU U PUBOAUTCS 0€3 U3MEHEHUH, 6e3
IPOU3BOJIBHOIO COKpAIIEHUS! IUTHPYEMOro (pparmMeHta (IpomycK CIOB, MPEAJIo-
KEHHUI niu ab3aleB T0MyCcKaeTcs, €CIM He BJIeUeT UCKaXEHUS BCero ¢pparMeHTa, u



0003Ha4YaeTCss MHOTOTOYHEM, KOTOPOE CTAaBUTCS HA MECTE MpOIycka) U 0e3 uckKa-
KEHUSI CMBICIIA;

- KaXKJasi [MTaTa J0DKHA COMPOBOXKAATHCS CCHUIKOM HA UCTOYHMK, OMOIHO-
rpaduyueckoe onucaHne KOTOPOTo JTOJKHO MPUBOAUTHCS B COOTBETCTBUU C TPEOO-
BaHUSAMHU OUOIHOTpaUIECKUX CTaHIapTOB.

Pedepar — nucbMeHHas paboTa, BBIMOJHSEMas OOYyYarOIIMMCS B TEUCHHE
JUTUTEIILHOTO CpoKa (OT HEAeNU JI0 MecsIIIa).

Kpurepun onenku:
O1eHKa «OTJIMYHOY» BBICTABISIETCS, €CIM 00YYAIOIIUINCS BBISBIISIET BCECTOPOHHEE
U T1y00KO€ 3HaHHE Y4eOHOr0 MPOrpaMMHOTO MaTepHaa:
- CaMOCTOSTEIBHO U3y4aeT IOMOJHUTEIbHbIC HICTOYHUKH 10 TEME;
- yMEeT CUCTEMATU3MPOBATh MaTepraj U KPaTKO €ro h3jaraTh,
- cBOOO/IHO OPUEHTHUPYETCSI B HOPMATHUBHO-IPABOBOI 0a3e B 00nacTu Oyxranrep-
CKOTO YY€Ta;
- IOPSJIOK OJrOTOBKHU pedepaTa COOTBETCTBYET NPEABSBISIEMbIM TPEOOBAHUSM.
O11eHKa «XOpOI1I0» BBICTABIISAETCS, €CJIM O0YUAIOLIUICS T0IyCKAeT HETOYHOCTHU B
OIpeENCHUSX, TOHATUSAX:
- CBOOOJTHO OpPUEHTUPYETCSI B HOPMATUBHOM 0a3e B 00J1acTU OyXraiaTepcKoro yue-
Ta U HAJIOTOOOJIOKEHHUS;
- HEJIOCTATOYHO TOJIHO PACKPBIBAET TEMY;
- YMEET UCIOJIb30BaTh JOTIOTHUTEIbHBIC HCTOYHUKH HH(POPMAIIH;
- HE MOJKET Y€TKO ONPEACTUTh TPAHUIIBI TIPOOIEMBI.
O1ieHKa «yI0BICTBOPUTEIBHOY BBICTABIISIETCSA, €CIIM 00YJAIOIMIUNACS PACKPBIBACT
JIMIIIb HEKOTOPBIE BOMPOCH TEMBI pedepara:
- IOIyCKAeT OLIMOKU B ONIPEICICHUSX;
- HEBEPHO TPAKTyeT HOPMATHUBHO-TIPABOBBIC JOKYMEHTHI B 00JaCTH OyXTalTepCKo-
ro yyeTa;
- IOTTYCKaeT JIOTMYECKHE OIIMOKHU B U3JI0KECHHH;
- MHOTHE BBIBOJIBI B pedepare He 000CHOBAHBI;
- cnaboe Bi1aJieHue MaTepraioM TEMBI.
O11eHKa «HEYy10BJIETBOPUTEIBLHOY BbICTABIISIECTCS, €CIIM O0YUYaAIOLIUIICS HE PACKPbLI
TeMy pedepara:
- HE OPUEHTHUPYETCS B MaTepHalie UCCIICJOBAHMUS;
- HE MOJKET BBISIBUTH U PEIIUTH MPOOJIeMy Ha JOKHOM YPOBHE;
- pedepaT HE TOATOTOBJICH;
- OTCYTCTBYET OpUEHTAIIUS B MaTepHUAIIE;
- HEe OCBOEHA Tema pedepara;
- IOTTYIICHBI CYIIICCTBEHHBIE OITUOKH B MPOBEJACHHOM HCCIIEOBAHUH.



TemaTuka pedeparon
o y4eOHo# qucuuivinge «/JlokyMeHTalnoHHoe o0ecreyeHue YpaBJaeHus»

Beenenne. Ilousitue o IOY
1. Ponb NOKYMEHTAllMOHHOTO OOECIEUEHHUs YIPABICHHUS B KOMMEPUECKOM Hesi-
TEIIbHOCTH.

2. HCTOpI/I‘ICCKI/Ie 9Tallbl CTAHOBJICHUSA ACIIOIIPOU3BOACTBA.

Pasnen 1. JlokymMeHTHpPOBaHUE
Tema 1.1 IlonsiTHE 0 JOKYMEHTE

3. OCHOBHBIE CBOMCTBA JOKYMEHTOB U UX (PYHKIIMU B CUCTEME yIIPABIICHUS.
4. 3HaueHHEe U UCIOJIb30BAHUE DJICKTPOHHBIX JJOKYMEHTOB.

Tema 1.2 HopmaTuBHo-nnpasoBasi 6aza /10Y
5. HopmaTtuBHO-1IpaBoBOE 00€CII€UE€HNE POCCUMCKOTO JIETONPOU3BOICTBA.

6. CynHOCTh YHU(DHUKAIIMY U CTAaHAAPTU3AINH B ACIIONIPOU3BOJICTRE.

Tema 1.3 ®opmyasip-o0pa3en 10KyMeHTa

7. Hazuauenne 'OCT P 6.30-97.
8. Ilonsarue o 61aHKaX TOKYMEHTOB.

Tema 1.4 Opranu3anMoOHHO-PACIOPAAUTEIbHbIC JOKYMEHTbI

9. XapakTepucTHKa BUIOB OpPTraHU3aIMOHHO-PACTIOPAIUTEIIEHON TOKYMEHTAIINH.
10. UudopmaiimoHHO-CIIpaBOYHAs TOKYMEHTalus, €€ BUIBI.

Tema 1.5 Opranuszauus KaJpoBoro AeJI0NMpPOU3BOACTBA

11. OOuue cBeieHUsT O TOKYMEHTAIIMU 110 TUYHOMY COCTaBY.
12. Tlopsok odopmiieHHs TPYIOBOTO JOTOBOPA.

Paspnen 2. Opranusanusi padoThbl ¢ JOKYMEHTaMH
Tema 2.1 Cay:xx06a 10OY

13. Cnyx6a JIOY u e€ 10mKHOCTHOM COCTaB.
14. ®axropsl, onpeaenstonire BoI0op Gopmel ciryx0b1 JJOY.

Tema 2.2 Opranuszauusi 10KyMeHT0000pOTa

15. OcHOBHBIE BUIBI IOKYMEHTOB 1O (PMHAHCOBO-PACUETHBIM OIEPaIIUsIM.
16. HomeHnkiiatypa aen opraHu3aiuu.



PexoMenganum 1no noaAroToBke HHGOPMAMOHHOT0 COOOIEHUS

[ToaroroBka MH(GOPMAITMOHHOTO COOOIIEHUSI — 3TO BUJ BHEAYIAUTOPHOM ca-
MOCTOSITEIBHON pabOThl IO MOJATOTOBKE HEOOJBLIOTO MO 00bEMY YCTHOIO CO00-
IICHUS JJIs 03BYUYHMBaHMs HAa CEMUHApe, pakTU4eckoM 3aHsaThuu. CoobiiaeMas UH-
(dopMarusi HOCUT XapaKTep YTOUHEHUS UM 0000IIEHUs, HECET HOBU3HY, OTPaXKa-
€T COBPEMEHHBIN B3IJISAJ] IO ONPEACIIEHHBIM ITpo0IeMam.

CooOuieHne oTaMyYaeTcss OT JOKJIAJoB U pedepaToB HE TOJIBKO OOBEMOM
uH(pOpMaIlMK, HO U €€ XapaKTepOM — COOOIIEHUS JOIOJIHAIOT U3y4aeMblil BOIIPOC
(dakTUYeCKUMU WIM CTaTUCTHYeCKUMHU MaTepuanamu. Odopmisercs 3amaHue
MUCHPMEHHO, OHO MOXET BKJIIOYATh AJIEMEHTHI HArSAHOCTH (WUIIOCTpaluu, Je-
MOHCTpAIIHUIO).

PernameHT BpeMeHHM Ha 03ByYHBAHUE COOOIIECHHS — JJO 5 MUH.

3arpaTsl BpeMEHHU Ha MOJATOTOBKY COOOIIEHUS 3aBUCIT OT TPYAHOCTH cOopa
nHGOpMAIIMH, CIOKHOCTH MaTepuaia Mo TeMe, WHIUBUAYaIbHBIX OCOOEHHOCTEH
CTYACHTA U ONPEACISAIOTCA MPETnogaBaTesieM.

Pounb npenogaBaTesns B OArOTOBKE HH(OPMALIMOHHOTO COOOIIEHUS:

- OIPEJECINUTh TEMY U LEJIb COOOIICHHUS;

- OIPEJEIUTh MECTO U CPOKU MOJATOTOBKU COOOILIEHUS;

- OKa3aTb KOHCYJIbTaTUBHYIO NOMOUIb NMpU (OPMUPOBAHUU CTPYKTYpPBI COOOIIIE-
HUS;

- PEKOMEHJI0BaTh OCHOBHYIO U JOIOJIHUTENIbHYIO JIUTEPATypy IO TeMe cooOlIile-
HUS;

- OIICHUTH COOOIICHNE B KOHTEKCTE 3aHATHS.

Ponb oOydaromierocsi B noAroToBke HHGHOPMAIIMOHHOTO COOOLIEHUS:

- coOpaTh M U3YYHUTh TUTEPATYPY 10 TEME;

- COCTaBHTH IIJIaH WU TPaPUIECKyI0 CTPYKTYPY COOOIICHUS;

- BBIZICIUTH OCHOBHBIC TTOHSTHSI, PACKPBIBAIOIIIUE TEMY;

- BBECTH B TEKCT JOIOJIHUTEIBHBIE TaHHBIC, XapaKTePU3YIOIINe 00BEKT U3YUCHNUS;
- 0OPMUTH TEKCT COOOIIEHUS MUCbMEHHO;

- cZ1aTh Ha KOHTPOJIb MIPENOJaBaTEN0 U 03BYUUTh B YCTaHOBJICHHBII CPOK.

Kpurepuun ouenku:

OrneHka «OTIMYHO» BBICTABIISIETCS, €CIIM 00Yy4aIOMUNACS JAaeT MOJHBIA U MPaBUIIb-
HBII OTBET Ha MOCTaBJICHHBIC U JIOTIOJHUTEIbHBIE BOIIPOCHI (€CIIU B TAKOBBIX Oblila
HEOOXOIMMOCTb):

- 00HapyKHUBAaET BCECTOPOHHEE CHCTEMHOE U TITyOOKO€ 3HaHHE MPOTPAMMHOTO Ma-
TepHana;

- 00CTOSTENIEHO PACKPBIBAET COOTBETCTBYIOIINE METOOJIOTUYECKUE B TEOpeTHYIEC-
CKHE TIOJIOKEHUS;

- IEMOHCTPHUPYET 3HAHNUE COBPEMEHHOW yueOHON U HAyYHOU JIUTEepaTyphl;

- BIIJICET MOHSITHIHBIM ammapaToM;

- IEMOHCTPUPYET CIHOCOOHOCTh K aHAU3y M COMOCTABJICHUIO PA3IMYHBIX TOIXO-
JIOB K PEUICHUIO 3asiBJICHHON POOIeMaTHKH;



- MIOJITBEPIK/IAET TEOPETUUECKHUE TTOCTYJIAThl TPAKTUUYECKUMU PUMEPAMU;
- CIOCOOEH TBOPYECKHU MPUMEHSTh 3HAHWE TEOPUU K pEUIeHUI0 NpodeccroHab-
HBIX 33]1a4;
- UMeeT COOCTBEHHYIO OLICHOYHYIO MO3UIIMI0 U YMEET apryMEHTUPOBAHO U yOe1H-
TEJIbHO €€ PacCKphIBAT;
- YETKO M3JIaraeT MaTepuaj B JOTHYECKOM MOCIIEI0BATEIIBHOCTH.

OneHKa «XOpOoIl0» BBICTABISETCS, €CIM  OOy4YarolIMiics TaeT OTBET, OTJIMYal0-
IITUICST MEHBITIEH 00CTOSTEIHPHOCTHIO M TITYOMHOM M3I0KCHUS
- 00HapyXUBaeT MIPH 3TOM TBEPAOEC 3HAHKE MPOTPAMMHOI0 MaTepHaa,
- JIOIyCKAeT HECYIIECTBEHHBIC OIIMOKM MU HETOYHOCTU B U3JIO)KECHUU TEOpPETHYE-
CKOI'0 MaTepuaja, UCIPABICHHBIE MOCJE JONOJIHUTEIBHOTO BOMPOCA;
- ONUPAETCS IPU MOCTPOECHUU OTBETA TOJBKO HAa 00s3aTEIBHYIO TUTEPATYPY;
- IOATBEPAKIACT TCOPETUUECKUE TOCTYJAThl OTASIBHBIMU IPUMEPAMU U3 MPAKTH-
YECKOU JIEATEIbHOCTH;
- CIOCOOEH MPHUMEHSTh 3HAHUE TEOPUHU K PEIICHUIO 3a7a4 MpodhecCHOHATHLHOTO
XapakrTepa;
- UCTIBITBIBAET HEOOJIBIINE TPYAHOCTH MPU OINPEACIICHUNA COOCTBEHHOMN OIIEHOYHOM
MO3UILINY;
- HaOJII0JaeTCsl He3HAYNTEIbHOE HAPYIIICHUE JIOTUKH U3JI0’KEHUS MaTepuaa.
OrneHKa «yIOBJIETBOPUTEIBHO» BBICTABIISIETCS, €CJIM O0YYalOUUiCsS B OCHOBHOM
3HAET MPOTPaMMHBIN MaTepuail B 00beMe, HEOOXOAMMOM JJIsl IpeACTosIIeH pado-
Tbl TI0 Npo(ecCur, HO OTBET, OTIMYAETCS HEJOCTATOYHOW IMOJIHOTOM M 0OCTOS-
TEILHOCTHIO U3JI0KEHUS:
- JIOMYCKaeT CYIIECTBEHHBIC OMMUOKU U HETOUHOCTU B U3JIOKEHUU TEOPETUUECKOTO
MaTepuana;
- OTBET UMEET PEMPOAYKTUBHBINA XapakTep;
- B 1I€JIOM YCBOWJI OCHOBHYIO JINTEPATYPY;
- 0OHapy>KMBAeT HEYMEHUE MPUMEHATh HOPMATUBHBIC MPUHIIMIIBI, 3aKOHOMEPHO-
CTH Y KaTETOPHUU /I OOBSICHEHHS] KOHKPETHBIX (DAKTOB U SIBJICHHIA;
- TpeOyeTcsi MOMOIb CO CTOPOHBI (IyTE€M HABOJSAUIMX BOMPOCOB, HEOOJBIIUX
pPa3bACHEHH U T.I1.);
- UCHBITBIBAET CYIICCTBEHHBIC TPYAHOCTH TPU OIPEIACICHUH COOCTBEHHOW OIle-
HOYHOU MO3UIUH;
- HaOJIIOJaeTCsl HapYIIEHUE JIOTUKHU U3JI0KEHUSI MaTepuaa.
O11eHKa «HEYIOBJICTBOPUTEIIHLHOY BBICTABIISIETCS, €CIIM 00YyYaroIIuiicss 0OHapYKU-
BaeT HE3HAHWE WM HETIOHMMaHue OOJbled WM HanboJiee CYIIeCTBEHHON YacTu
coJiepKaHus yueOHOIro MaTepuana:
- IONyCKaeT MPUHIIUIIUAJIBHBIC OIITUOKHA B OTBETE Ha BOIPOCHI;
- HE MOXKET UCIIPABUTh OIITUOKU C MOMOIIBIO HABOJSAIINX BOIIPOCOB,;
- HE CITOCOOCH MPUMEHSITh 3HAHUE TEOPUHU K PEIICHUIO 3a7a4 MpodheCcCHOHATBLHOTO
Xapakrepa;
- HE YMEET OMPEJEIUTh COOCTBEHHYIO OIICHOYHYIO MTO3HIIHIO;
- TomycKaeT rpy0oe HapyIleHUE JIOTHKY U3JI0KEHHS MaTepuara.



TemaTnka HHPOPMALMOHHBIX COOOIIEHUH
o y4eOHo# qucuuivinge «/JlokyMeHTalnoHHoe o0ecreyeHue YpaBJaeHus»

1. [lepcoHalIbHBIN KOMITBIOTEP B COBPEMEHHOM JICJIONPOU3BOJICTBE.

2. llopsaok opranu3anuu JOKyMEHTO000pOTa ¢ UCIIOIb30BAHUEM CPECTB Telle-
KOMMYHUKAIIIH.

3. ABToMaru3zaius paboThl ¢ JOKYMEHTaMH.

4. Tlopsnok nepeayu JOKYMEHTOB Ha XpaHEHHUE B apXUB.

5. Opranm3arus paboThl ¢ 00paIeHus TPaXKIaH.

6. O0111ee MpeacTaBIeHNE 0 TEXHUUECKUX CPEACTBaX B JACIONPOU3BOICTBE.

7. DKcnepTH3a HEHHOCTH TOKYMEHTOB.

8. KoHTpOIp NCIIOMHEHNS TOKYMEHTOB.

9. DTHKET B AETO0BOM MEPETIUCKE.

10. OcobOeHnHOCTH OOPMIIEHHUS MTUCEM, TIEPEAABAEMBIX IJIEKTPOHHOM MTOUTOM.

11. DneKTpOHHBIN JOKYMEHT: TIOCTOMHCTBA U MPOOIEMbI UCTIOIb30BAHUSI.

12. TpeGoBanusi, IpeabsBISIEMble K HW3TOTOBJICHUIO, YUYETY, HUCIOJIb30BAHUIO U
XpaHEeHUI0 OJaHKOB C Bocmpou3sBeneHueM ['ocymapcTBeHHoro repdoa Poccuiickoit
®denepanuu u repooB cyorekToB PO.

13. Tlopsok odopmileHUs pe3roMe.

14. SI3bIK ¥ cTUIIB CITy’)K€OHOM TOKYMEHTaIUU.

15. TpeGoBanus, npeabsBIsIEMblE K OPOPMIIEHUIO PEKBU3UTOB Ha IOJIE YIIIOBOTO
nTamima.

16. Tlopsimox odopMieHUs] pEeKBU3UTOB, pa3MENIaeMbIX Ha pabodeM MoJje JOKY-
MEHTA.

17. TpeboBanus, NpeabBiIsieMble K OQPOPMIIEHUIO PEKBU3UTOB Ha CIY>KEOHOM I10-
Jie TOKYMEHTA.

18. ITpumepHBIi EpedeHb JOKYMEHTOB, MOUIEKAINX YTBEPKIACHUIO.

19. TlpumepHbIil nepeyeHb JOKYMEHTOB, Ha KOTOPBIX CTaBUTCS repOoBasi Meyvarth.
20. TpeboBanus Kk 0pOPMICHHUIO TPUKA30B 0 OCHOBHOMU JEATEIHLHOCTH.



PexoMeHaalIMU MO HANNMCAHUIO KOHCIIEKTOB NePBOUCTOYHUKOB

Hanucanmne koHCHeKTa MEPBOMCTOYHUKA (CTaThu, MOHOTpaduu, y4eOHUKH,
KHUTH U Mp.) — OPEACTABISET CO00M BU BHEAYIUTOPHOM CaMOCTOATENIbHOU pado-
ThI 00YYaIOIIErocs 1Mo Co3JaHuio 0030pa nHpoOpMalHu, coaepxalencs B 00beKTe
KOHCIIEKTUpOBaHus, B Oonee kpartkoi ¢opme (Ilpunoxenue 2). B koHcmekTte
JIOJKHBI OBITH OTPa)KEHBI OCHOBHBIE MTPUHIIMITAATIBHBIC MTOJI0KEHUS HICTOYHHKA, TO
HOBOE, YTO BHEC €r0 aBTOP, OCHOBHBIE METOAOJIOTMYECKHE IOJIOKEHHUSI padOThI,
apryMEHTBI, 3Tallbl JOKa3aTeIbCTBA U BBIBOJBI. [IEHHOCTh KOHCIIEKTA 3HAYUTEIIBHO
HOBBILIAETCS, €CJIM O0YYaIOIINIICS U3JIaraeT MbICIM CBOMMH CJIOBAMH, B JJAKOHUY-
HOH hopme.

KoHcnekT qomKeH HauMHaThCs ¢ yKa3aHWsl pEKBU3UTOB MCTOYHHKA ((pamu-
JMH aBTOpa, MOJHOIO0 HaMMEHOBaHMs paboThl, MecTa U roja uznanus). Ocobo 3Ha-
YUMBbIE MECTA, IPUMEPHI BBIACIAIOTCS IBETHBIM MTOAYEPKUBAHUEM, B3SITUEM B paM-
Ky, TOMETKaMH Ha MOJIAX, YTOObI aKIIEHTUPOBATh HA HUX BHUMAHUE U MPOYHEE 3a-
MOMHUT.

PaboTa BbinonHseTcs MUCcbMEHHO. O3BYYMBAHMIO MOJJIEXKAT IJIABHBIE MOJIO-
YKEHUS U BBIBOJBI padOTHI B BUJIE KPATKOTO YCTHOrO cooOuenus (3-4 MuH) B pam-
KaX TEOPETUUYECKUX U MPAKTUYECKUX 3aHATUH. KOHTpOIJIb MOKET MPOBOAUTHCS U B
BU/JIE TPOBEPKH KOHCIIEKTOB MTPEMNO/IaBATEIEM.

3arpaTbl BPEMEHH IIPHM COCTABJICHUM KOHCIEKTOB 3aBUCAT OT CII0OXKHOCTH
MaTepuaia 1o TeMe, UHAMBUAYAIbHBIX OCOOCHHOCTEH O0y4aroumxcs W oIpeje-
JISFOTCS TIPENOIABATEIIEM.

Ponw npenogaBatens npu HalMCaHUHA KOHCIIEKTOB MEPBOUCTOYHUKOB:

- YCWJINTh MOTHBALIMIO K BBIITOJIHEHUIO 3aJIaHUs TOJOOPOM MHTEPECHOUN TEMBI;
- KOHCYJIFTUPOBAaHKE 00yUYaIOLUXCsl TP 3aTPYAHECHUSX.
Ponb oOydaronierocsi B HalMCaHUM KOHCIIEKTOB EPBOMCTOYHUKOB:
- POYUTATh MAaTEpUal UCTOYHUKA, BEIOPATh TJIABHOE U BTOPOCTENEHHOE;
- YCTAHOBUTB JIOTHYECKYIO CBSA3b MEXKIY DJIIEMEHTaAMH TEMBI;
- 3aIIUCBIBATh TOJBKO TO, YTO XOPOUIO YSICHUJ;
- BBIJICJISITH KIIFOUEBBIE CJIOBA U TOHSITHS;
- 3aMEHSTh CJIOKHBIE pa3BepHYThIE 00OPOTHI TEKCTa OoJiee JTaKOHUYHBIMU (CBEP-
ThIBAHUE);
- pa3paboTaTh U MPUMEHSTH CBOIO CUCTEMY YCJIOBHBIX COKpAIICHUH.

Kpurepun ouenku:

- COAEPKATEIBbHOCTh KOHCIIEKTA, €0 COOTBETCTBUE IJIAHY;

- OTpa)X€HNE OCHOBHBIX MOJIOKEHH, Pe3yJIbTaTOB pabOThl aBTOPA, BHIBOJIOB;
- ICHOCTb, JJAKOHUYHOCTb U3JI0KEHUS MBICIIEH 00y4arouierocs;

- HATMYHUE cXeM, Tpaduieckoe BhIJIeJICHHE 0CO00 3HAaUMMON nH(OpMaIuy;

- COOTBETCTBUE 0(hOpMIICHHUS TPEOOBAHUSIM;

- TPAMOTHOCTb U3JI0KECHHUS;

- cJlaya KOHCTIEKT B YCTAHOBJICHHBIN CpPOK.



IlepeyeHb NEPBOUCTOYHUKOB /IJI5l HAMCAHUS KOHCIIEKTOB IO
yueOHOH quciuninHe «JloKkyMeHTauMOHHOe o0ecneyeHne ynpaBJeHusD)

HopmaTuBHBIE NPaBOBbIE AKTHI:

1. ®3 PO ot 27.07.2006 Ne 149 «O06 nndopmaiuu, tHGOPMAIIMOHHBIX TEX-
HOJIOTHSIX U O 3aluTe MHGOpMAIIN)

2. Tunosas uHCTpyKIUs 10 AenonpousBoacTBy Ne536 ot 08.11.2005

3.TOCT P 6.30 — 2003 YC]I YaudunupoanHuas cuctema OPJ]

4. IlocranoBnenue I'ockomcrtata P® ot 05.01.2004 Nel «O nepBHYHBIX
YYETHBIX

JTIOKYMEHTaX»

5. @3 PO ot 22.10.2004 Ne 125 «O6 apxuBHOM zene B POy

6. @3 PO ot 02.05.2006 Ne59 « O nopsiike paccCMOTpeHUs1 oOpalieHui rpa-
KIaH

7. [Moctanosnenne Muntpyna ot 10.10.2003 Ne 69 «O6 yrBepxnenuu NH-
CTPYKIIMHM IO 3aIIOJIHEHUIO TPYAOBBIX KHUKEK

OcHOBHbIE HCTOYHUKH:

1. Ky3nenosa 1.B. JlokymeHTalimoHHOE 0OECIIEUeHHE YIIpaBiIeHUs [ IIeK-
TpOHHBIN pecypc]: yaebHoe nocooue st CCY3os/ Ky3nenosa 1.B., XauaTpsu
['.A.- DnexTpoH. TekcToBbIe maHHbIe.- CapaToB: At [Tu Op Menna, 2016.- 109 c.-
Pesxxum noctyna: http://www.iprbookshop.ru/44181.html. - 55C «IPRbooks»

JlonoiHUTE IbHbIE HCTOYHUKMU:

1. I'aeBa U.B., Cobanesckuii C.B. lenonpousBoactBo. CripaBOYHUK.
Munck: Terpanur, 2014. 224 c. [ http://www.iprbookshop.ru/28072.html]

2. JoxymenTanmonHoe obecrnieuenue ynpasienus. Kype nexuuii / OtB. Pen.
I'nyxosa O.B. Bonrorpan, 2014. 72 c. [ http://www.iprbookshop.ru/19177.html ]

3. HoxymeHnTanmonHoe obecneuenue ynpasienus / [lox. Pen. [Omck, 2014.
177 c.[ http://www.iprbookshop.ru/26681.html ]

4. Kysuenos W.H. JlenonpousBoictBo. YueOHO-CIipaBouHOE mocooue. M.:
Hamkos u K., 2014. 460 c. [ http://www.iprbookshop.ru/24781.html ]

HNuTepHeT pecypceni:
- «Koncynprant [1mrocy,
- «l"apaHTy,
3. http://www.iprbookshop.ru/ - 9BC «IPRbooksy ,
4. http:/wvww.knigafund.ru/ - 3bC «Kuuradonm»
5. http://www.urait.ru/catalog/electronic_library/ - DbC «FOpaiit»
6. http://www.cntd.ru/ - mpodeccroHanbHbIe CIIPABOYHBIC CHCTEMBI


http://www.iprbookshop.ru/44181.html
http://www.iprbookshop.ru/28072.html
http://www.iprbookshop.ru/19177.html
http://www.iprbookshop.ru/26681.html
http://www.iprbookshop.ru/24781.html

PexomMeHaanuu mo BbINOJHEHHUIO 3CCe

Hanucanue scce — 3T0 BU BHEAyIUTOPHON CaMOCTOSATENbHON paboThl 00Y-
YAIOIIMUXCS 110 HAMKMCAHUIO COYMHEHMSI HEOOJbIIOro 00beMa U CBOOOJHOW KOMIIO-
3ULIMM HA YaCTHYIO TEMY, TPAKTyEeMYI0 CYObEKTHUBHO M 00bI4HO HemnosiHo (IIpumo-
xeHue 3). TemaTuka 3cce JOKHA ObITh aKTyalbHOMW, 3aTParuBarolieil COBpEMEH-
Hble TpoOJieMbl 00JACTH W3Y4YEeHMs] JUCHUIUIMHBL. OOydaromuiics TOJKEH pac-
KPBITh HE TOJIBKO CYTh IPOOJIEMBI, IPUBECTU PA3IUYHBIE TOUKU 3PEHMS], HO U BbI-
pa3uTh COOCTBEHHBIE B3TJISIBI Ha HEe. DTOT BUJ pabOThl TpeOyeT OT CTyJeHTa
YMEHHsI Y€TKO BBIPA)KaTh MBICIH KaK B MUCBMEHHOW (opMme, TaKk U MOCPEACTBOM
JIOTHYECKHX PACCYKIEHUH, ICHO M3J1araTh CBOIO TOUKY 3pEHUSI.

Occe, Kak MpaBUjIo, UMEET 3aJaHKe, MOCBSIICHHOE PEIICHUIO OTHOM U3 TPO-
OsieM, Kacarouieiicsi o0JacTU y4eOHBIX WM HAyYHBIX HWHTEPECOB AMCLMILIUHBI,
oOwiee mpoOJIeMHOE MoJie, HA OCHOBaHUM 4ero oOydarouuiics cam (GopMyaupyer
Ttemy. Ilpu packpbITHM TEMbI OH JIOJDKEH MPOSIBUTH OPUTHHAIBHOCTH MOAXO0Ma K
pelIeHUI0 MPOOJIEMbl, PEATMCTUUHOCTD, MOJE3HOCTh U 3HAYUMOCTh NPEIOKEeH-
HBIX UJIEH, IPKOCTh, 00PAa3HOCTh, XyA0KECTBEHHYIO OPUTMHAIBHOCTD U3JI0KEHHUS.

3arpaTbl BpeMEHHM Ha MOJATOTOBKY MaTepHualia 3aBUCIT OT TPYJHOCTU cOopa
uHbOpMaIlK, CIOKHOCTU MaTepuaia Mo TeMe, WHIUBUAYaIbHBIX OCOOEHHOCTEH
CTYACHTA U ONPEACIISAIOTCS MpernogaBaTesieM.

B 3aBucuUMOCTH OT cHenU(pUKHA IUCHUIUITMHBI (OPMBI 3CCE€ MOTYT 3HAUH-

TeapbHO auddepeHIupPoBaThCsI. B HEKOTOPBHIX ciydasx 5TO MOXXET OBITh aHaIu3
UMEIOIINXCS CTATUCTHYSCKUX JTAHHBIX 0 U3ydaeMou mpodsiemMe, aHaIu3 MaTepra-
JIOB U3 CPEACTB MacCOBOM MHGOPMAIMH W MCTIOIB30BAHIEM HM3YYaeMbIX MOJIEIIEH,
noApOOHBIN paz0op MPEeaoKEHHON 3a/1auu C pa3BEPHYTHIMA MHEHUSIMH, IOJ00p U
JeTaTbHBIA aHAJU3 TPUMEPOB, HIUTFOCTPUPYIONTUX MPOOJIeMY U T.1I.

CTpyKTypa dcce

1. TUTYNBHBIN JIUCT



2. BBenenue - cyTb 1 000CHOBaHUE BbIOOpA JAHHOW TE€MbI, COCTOUT U3
psla KOMIIOHEHTOB, CBA3aHHBIX JIOTUYECKM M cTuiMcThuecku. Ha stom srare
OUYEHb BAXKHO MPABUILHO CHOPMYIUPOBATH LI€Jb U MOCTABUTH BOIPOCHI, HA KOTO-
pbie 00yyaromuics cOOMpaeTcss HAMTH OTBET B XOJI€ CBOETO UCCIIEIOBAHMUS.

LIpu ghopmynuposanuu yeru obpamume HUMAHUE HA CLEOYIOUWUE BONPOCHL.

- [Touemy BbIOpann 3Ty TEMY?

- B uem cocTouT akTyanbHOCTh BEIOPAHHOM TeMbI?

- Kakne npyrue npumepsl WaeH, NOAXOAOB WM NPAKTUYECKUX PELICHUU
BaM U3BECTHBI B paMKax JaHHOU TeMbI?

- B uem cocrout HOBU3HA Tpe/TaraeMoro moaxoja’?

- Konkpernas 3amaua B paMKax TE€MbI, Ha PEIIEHHE KOTOPOM HaIpaBJICHO
acce?

3. OcCHOBHAsl 4acTh - TEOPETHUYECKUE OCHOBBI BHIOPAHHOW MPOOJIEMBI U
U3JI0’)KEHUE OCHOBHOT'O BoIlpoca. /laHHas yacTh mpeanosiaraeT pa3BUTHE apryMeH-
Talliy U aHalin3a, a Tak)kKe 000CHOBAHUE UX, UCXO/ISI U3 UMEIOIIUXCS TAHHBIX, PY-
I'MX apryMEHTOB M HO3MIMI MO 3TOMY BoIpocy. B 3ToMm 3axmrouaercss OCHOBHOE
COJIEp’KaHUE ICCE U 3TO MpEJCTaBIsIeT co00il IMaBHYIO TpyIHOCTb. [lo3TOMY Ba-
HOE€ 3HAYECHHUE MMEIOT I0J[3ar0JIOBKU, HA OCHOBE KOTOPBIX OCYIIECTBISETCS CTPYK-
TYpUPOBAaHUE apryMEHTAllMM; UMEHHO 3/1€Chb HE0O0X0AMMO 00OCHOBAThH (JOTH4e-
CKU, UCTOJNB3Ys JaHHBIC WM CTPOTHE PACCYXKIEHUs) MpejiaraeMyo aprymMeHTa-
uio/ananu3. Tam, T7ie 3T0 He0OXOANMO, B Ka4eCTBE aHAIUTUIECKOTO HHCTPYMEH-
Ta MOKHO HCIOJIb30BaTh IpaduKu, JuarpaMmbl U TaOJTHIIBL.

B npornecce moctpoenus scce HEOOXOIUMO MOMHUTH, UTO OJIUH mMaparpad
JIOJKEH COJIepKaTh TOJBKO OJHO YTBEP)KJIEHUE U COOTBETCTBYIOIIEE JTOKA3aTelb-
CTBO, MOJKPEIJICHHOE TpadUIecKuM U WILTIOCTPATUBHBIM MaTepuanoM. CrenoBa-
TENbHO, HAMOJHAA COJCpKAHUEM pas3felibl apryMeHTanueld (COOTBETCTBYIOIIEH
MO/13ar0JIOBKaM), HEOOXO0IMMO B TIpejieiax mnaparpada orpaHuyuTh ce0s paccMoT-
PEHUEM OJHOM T'JIABHOU MBICIIH.

XOpoIIo MpOBEPESHHBIN (M IS OOJBIITMHCTBA - COBEPIICHO HEOOXOMMBIH )
croco0 MOCTpPOEHUs JHO0O0ro 3CCe - UCHOIb30BAHUE IMO/I3ar0JIOBKOB ISl 0003HA-
YEeHUsI KIFOYEBBIX MOMEHTOB apryMEHTHUPOBAHHOTO M3JI0KEHHUS: 3TO [TOMOTaeT 1o-
CMOTpPETh Ha TO, YTO MpEIoaraercs cienarb (M OTBETUTh Ha BOIPOC, XOPOII JIH
3ambicent). Takoil moaX0/1 MOMOKET CJIEAOBATh TOUYHO ONpPECICHHOMN 1eIu B JaH-
HOM HuccienoBanuu. D¢ (GEeKTUBHOE UCTOIB30BAHUE MO3arojOBKOB - HE TOJIBKO
0003HAYECHNE OCHOBHBIX IMyHKTOB, KOTOPHIE HEOOXOIMMO OCBETHTH. VX mocmemo-
BaTEIHPHOCTh MOXET TaK)Ke CBUIETEIHCTBOBATH O HAIWYUHU WIA OTCYTCTBHH JIO-
TMYHOCTU B OCBEIIICHUHU TEMBI.

IIpumepHasa cmpykmypa ocCHO8HOU Yacmu 3cce:

* AHanu3 aKTyaJlbHOTO MOJIOXKEHUS Jied B BhIOpaHHOUW oOmactu. boneBbie
TOYKH, aKTyaJIbHbIE BOTIPOCHI, 33/1a4H.

* AHanmu3 Mep, MPEANPUHUMAEMBIX TOCYJApPCTBOM, BJIACTSIMHU, TOCYAapCT-
BEHHBIMHU YUPEKJICHUSIMH, YACTHBIMU JIUIIAMH, JJIsl PEIICHHUS aKTyallbHBIX 3a/1a4 B
BBIOpaHHOM 00JacTH.

 [DLrocel U MUHYCHI.

* HW3noxxeHue cOOCTBEHHOTO MOAX0/a / HJICH.



* HeoOxoaumeie pecypcbl il BOIUIOLIEHUS JaHHOTO noaxoxaa. I1nan mepo-
MPUSATHN 110 BOIUIOIICHUIO UJIEH.

* IIpakTHyeckue peKOMEHIALMH.

* [lepcnieKTHBBI UCTIONB30BAHUS JAHHOTO MO/IX0/1a / €ro pa3pabdOoTKH.

» [D1rOCH 1 MUHYCBI IPETIOKEHHON UAEH.

» Jlpyroe.

4. 3axirodyeHue - o0OOIIEeHUsT U apryMEHTUPOBAHHBIE BBIBOJBI MO TEME C
yKa3aHueM 00J1acTh ee MpuMeHeHHs U T.J4. [[oapIToXKUBaET 3cce UiM ele pa3 BHO-
CUT TOSICHEHMS, MOJKPEIUISIET CMBICI U 3HAYCHUE W3JI0KEHHOIO B OCHOBHOM Hac-
TH. MeTOJIbl, PEKOMEHIyEMBIE JJISI COCTABIICHUS 3aKIIOUCHUS: IOBTOPEHUE, HILITIO-
CTpalMsl, IUTaTa, BIEYATIIAIONIEE YTBEPKICHHUE. 3aKIIOUYEHUE MOKET COJEepKaTh
TaKOM OYEHb BAXKHBIM, JTOMOJHAIOIIAN 3CCE IJIEMEHT, KaK YKa3aHUE HAa MPUMEHE-
HUE UCCIICIOBAHMS, HE UCKIII0Yasi B3aUMOCBSI3H C IPYTUMU ITPOOIeMaMHu.

B kauecTBe OZHOrO M3 BO3MOYKHBIX BapPUAHTOB MOJATOTOBKH K HAIMCAHUIO
ACCE MOXKHO TMPEIOKHUTH KIIUIIE HanOoJiee YacTO MCIOJIb3yeMbIX B COUMHEHHSIX -
pacCyXIeHUsAX:

Berynuienne OcHoBHast YacTh 3akiro4eHue

s mens sTa ¢pasa....... Bo-niepBsix,. .. Takum oOpazom,...
ABJIAETCS KIOYOM K TIOHMMaHMIO | Bo-BTOpBIX, . ..

Be100op nanHOM TeMbl PaccmoTpuM Heckonbko noaxo10B. .. |[loasenem obwmuit utor pac-
IIPOJIUKTOBAH CIICYIOLUIUMU Hampuwmep... CYXICHHUIO. ..
COOOpaKCHUSIMU. . .

ITopasuTenbHbIi IPOCTOP [Ipowmmroctpupyem 310 mnosnoxenue|Urak,. ..

JUISL MBICIIA OTKPBIBAET 3TO CJIEYIOLUM IIPUMEPOM. ..

KOPOTKO€ BBICKa3bIBAHHUE. ..

Hukorna ve nymair, 4ro /[na nonemuyeckozo scce: HMMeHHO mO3TOMY 51 HE MO-
MeEHS 3a7eHeT 3a *kuBoe naest o/C oAHOM CTOPOHBL,. .. Iy COINIACUTBCS C aBTOPOM
TOM, 4TO... C npyroii CTOpOHBL,. .. BBICKA3bIBaHUS. . ..

s BblAEpKUBAHUS apryMEHTOB B
OCHOBHOM 4YacTH 3CC€ MOXHO BOC-
MOJIb30BaTbCsl  TaK  Ha3bIBAEMOM
[TOTIC-dhopmymnoii:

IT - monoxenue (yTBepkaeHue):

A cuumaro, umo...;

O — ob6wsacuenue: Ilomomy umo...;

I1 — npumep, wuroCTpanys:
Hanpumep...;

C — cyxnenue (UTOTOBOE):

Taxum obpazom...;

Dcce MOXKET OBITh MPEACTABICHO HA MPAKTUYECKOM 3aHSTHH, Ha KOHKYpCe
CTYJIEHYECKUX PabOT, HAYUHBIX KOH(DEPEHITHIX.
Pounb mpenogaBaTesns B HaMCaHUM dCCe:
- IOMOYb 00YyYaIoLIEMYCsl B BHIOOpE HCTOUHHUKOB MH(OPMALIUU IO TEME;
- IOMOYb B (OPMYJIMPOBAHUN TEMBI, LIEJIH, BHIBOJIOB;
- KOHCYJIFTUPOBATD MIPH 3aTPyTHEHUSX.




Ponb obyuaromierocs:

- BHUMATEJIbHO MPOYUTATh 3a/laHie U CHOPMYIUPOBATH TEMY HE TOJIBKO aKTyaslb-
HYIO 110 CBOEMY 3HAYEHUIO, HO U OPUTHHAIBHYIO U UHTEPECHYIO IO COJIEPKAHUIO;

- mogo0paTh U U3y4YUTh UCTOYHUKHU IO TEME, COepKallue B HUX HHPOPMAIIHIO;

- BBIOpaTh TJ1aBHOE U BTOPOCTENIEHHOE;

- COCTABUTb ILJIAH 3CCE;

- JJAKOHUYHO, HO €MKO PacCKpBITh COJAEpKaHUE MPOOJIEMbl U CBOM MOAXOMAbI K €€
PEILICHHIO;

- 0OpPMUTH 3CCE U CAATH B YCTAHOBJICHHBIN CPOK.

Kpurepun ouenku:

Dcce OLEHUBAETCA HAa «OTIMYHOY, €CIIH:

1. IlpeacraBneHa coOCTBEHHasi TOYKa 3peHUs (IO3UIMSA, OTHOIIECHUE) MPHU
PACKPBITUU MPOOIIEMBI.

2. Ilpobnema packpbiTa Ha TEOPETUUECKOM YPOBHE, B CBS3SIX U C 00OCHOBa-
HUSMH, C KOPPEKTHBIM HCIIOJIH30BaHUEM OOIIECTBOBETYECKUX TEPMUHOB U TOHSI-
THUW B KOHTEKCTE OTBETA.

3. Jlana apryMeHTaIusi CBOEr0 MHEHHS C ONOpOil Ha (pakThl 00I1IECTBEHHOU
YKW3HU WJIHU JIMYHBIA COUUAIIBHBINA OIBIT.

Dcce OLEHUBAETCS HAa «XOPOILIOY, €CIIU:

1. TlpencraBneHa coOCTBeHHas: TOYKa 3peHUs (TO3UIUS, OTHOUICHUE) MpU
PACKpBITUU MPOOJIEMBI;

2. TlpobGiiema packpbiTa ¢ KOPPEKTHBIM HCIIOJIB30BAaHUEM OOIECTBOBEIYE-
CKMX TEPMHUHOB M MOHATHI B KOHTEKCTE OTBETA (TEOPETUUECKHUE CBS3U U 0OOCHO-
BaHUS HE MIPUCYTCTBYIOT WJIH SIBHO HE MTPOCIICKUBAIOTCS);

3. Jlana apryMeHTalus CBOEro MHEHHUS ¢ Onopoi Ha (hakThl OOLIECTBEHHON
YKU3HU WIH JIMYHBINA COUAIIBHBIN OTIBIT.

Dcce OLEHUBAETCA Ha «YIOBJIETBOPUTEIBHOY, €CIU:

1. TlpencraBnena coOCTBeHHas: TOYKa 3peHUs (TIO3UIUS, OTHOIIECHUE) MpU
PACKPBITHH MPOOIIEMBI;

2. [IpobGnema packpbiTa 1mpu GopMaaIbHOM HUCTIOIH30BaHUM OOIIECTBOBEIYE-
CKHX TEPMHHOB;

3. Jlana apryMeHTaIusi CBOETO MHEHHS C OTIOPOil Ha (paKThl OOIIECTBEHHOM
YKU3HH WY JIMYHBIN COIIMAIIBHBIN OMBIT 0€3 TEOPETUIECKOTO 000CHOBAHUS.

Dcce OLIEHUBAETCA Ha «HEYIOBJIETBOPUTEIBLHOY, €CIIH:

1. He mpeacraBieHa coOCTBEeHHAsl TOYKA 3peHUs (ITO3UIMs, OTHOIICHUE) TTPU
PACKpPBITUH;

2. IIpobniemsbl, mpobiieMa pacKpbiTa Ha OBITOBOM YPOBHE;

3. AprymeHTanusi CBOero MHEHHs CJ1a00 CBsI3aHa C PACKPBITHEM MPOOJIEMBI.



Temaruka 3cce
10 y4eOHOM JucCUHILINHE «[OKyMeHTAUMOHHOe o0ecleYeHue YnpaBJIeHUs»

Tema 1.1. IlonsiTHe 0 JOKYMEHTE

1. Posib TOKYMEHTOB B JA€JIONPOU3BOJICTBE.

2. OcoOEeHHOCTH MOCTPOCHUS CUCTEMBI JOKYMEHTAIIHH.

3. DIJEKTPOHHBIN TOKYMEHT B COBPEMEHHOM JEJIONPOU3BOJICTBE.
4. CoBpemeHHas KiaccupUKaIys JOKYMEHTOB.

5. IlpakTnyeckoe U IPUANYECKOE 3HAUEHUE TOKYMEHTOB.



PexomeHaanum mo cocTaBJIeHHNIO rjoccapus

CocraBnenue rioccapus — BUJ CaMOCTOSITENIBHOW pabOThl 00ydaronmxcs,
BBIpAKAIOIICHCS B MOAOOPE M CUCTEMATU3allMM TEPMUHOB, HEMOHSATHBIX CIOB U
BBIPKEHUI, BCTPEUAIOLIMXCS IPU U3YYEHUH TeMbl. Pa3BUBaeT y CTyIE€HTOB CIO-
COOHOCTb BBIJEINSTH TJIaBHBIE MOHATUS TeMbI U (GopMysinpoBath ux. Odopmisercs
NUCHbMEHHO, BKJIIOYAEeT Ha3BaHUWE M 3HAYEHUE TEPMHUHOB, CJIOB U NMOHATUN B alda-
BUTHOM IOPSIJIKE.

3aTrpaTbl BpEMEHHU 3aBUCAT OT CJIOXKHOCTH MaTepHalla Mo TeEME, UHAUBUIY-
aJIbHBIX OCOOCHHOCTEH CTY/I€HTa U OIPENEISAIOTCS PENoIaBaTeseM.

Pons npenogaBarens B COCTaBICHUM ITI0CCAPHUS:

- OIPEJENIUTh TEMY, PEKOMEHI0BaTh 00yYaroeMycsl HCTOUYHUK MH(pOpMaLnu;
- IPOBEPUTH HCHOJB30BAHUE TEPMUHOB U CTENEHb A(PPEKTUBHOCTH B paMKax
MPAKTUYECKOTO 3aHITHS.
Ponb obyuatromierocs:
- IPOYUTATh MaTepUall UICTOYHUKA, BEIOPATh TJIaBHbIE TEPMUHBI, HEMTOHSATHBIE CJIO-
Ba;
- TO00paTh K HUM M 3alKCaTh OCHOBHBIE ONPEAEICHHS WU PacIM(pPOBKY MOH -
THMH;
- KPUTUYECKU OCMBICIUTH MOJOOpaHHbIE ONPEENICHUS U MONBITaThCS UX MOIUU-
UPOBaTh (YIPOCTUTH B IJIAaHE YCTPAHEHUS U30BITOYHOCTH U TOBTOPEHUI);
- obopMuUTh pabOTy ¥ MPEACTABUTH B YCTAHOBIICHHBIN CPOK.

Kpurepuu ouenku:
- COOTBETCTBHUE TEPMUHOB TEME;
- MHOT0aCIEKTHOCTh MHTEPIPETALIMH TEPMUHOB M KOHKPETU3ALIMS UX TPAKTOBKHU B
COOTBETCTBHUHM CO CIEUU(PUKON U3ydeHHsI TUCIUTUTNHBI;
- COOTBETCTBUE 0OPMIICHUS TPEOOBAHUSIM;
- paboTa cjaHa B yCTAHOBIIEHHBIN CPOK.



IlepeyeHb OCHOBHBIX TEPMHHOB /IJISl COCTABJICHHS TJI0CCAPHS
1o y4eOHoi aucuuiuinge «/J{oKkyMmeHTalluOHHOe o0ecredeHue YpaBJIeHUs»

1. Apxus

2. bnank

3. Buza

4. Bxoasammi JOKyMEHT

5. T'pud

6. leno

7. J1enonpon3BoCTBO

8. JIoKyMeHT

9. JlokymMeHTHpOBaHHE

10. JlokymMeHTOO00POT

11. Unpexc

12. Ucxoasiuuii JOKyMEHT

13. KoppecnoHieHT

14. Homenknatypa nien

15. Opurunan 10KymMeHTa

16. Opopmiienne nena

17. PexkBU3UT NOKyMEHTA

18. Cucrema 1OKyMeHTaIuU

19. Cucrema TOKyMEHTUPOBaHUS
20. CranpapTuzanus

21. Tabenb

22. TunoBble JOKYMEHTBI

23. TpadapeTHblii JOKYMEHT

24. Yaudukamus

25. danpcudukanus J0KyMEHTOB
26. ®opmyIisip JOKyMEeHTa

2. DkcrepTu3a LIEHHOCTH JOKYMEHTOB
28. DNEeKTPOHHBIN TOKYMEHT



29. IOpuanyeckas cuia 10KyMeHTa
30. S3bikoBas hopmyIa TOKyMEHTa

PeKOMeH)IaHl/IH M0 METOAMKE PEIICHUA KelicoB

Pewenue cumyayuonnvix 3a0au (keticog) — 3T0 BUJ CaMOCTOSITEIIbHOW pa-
00ThI 00yYaromMXcs Mo peneHno KOHKpeTHbIX mpobaeM (IIpunoxenue 4). [lpu
PELICHNN CUTYaIlMOHHBIX 33/1a4 TPeOyeTCs] CaMOCTOSTENbHbIN MBICIIUTENbHBIHN 1O~
UCK caMoOM MpoOieMbl, ee pelieHus. Takod BHUJ CaMOCTOSATEIbHOM paboThl Ha-
IIPaBJIEH HAa Pa3BUTUE MBIIIJICHUS, TBOPUECKUX YMEHHI, YCBOEHUE 3HAHUM, JOOBI-
TBIX B X0JI€ AKTUBHOT'O MOKMCKA U CAaMOCTOSITENILHOTO pelieHus: npodaem. Crenyer
OTMETUTh, YTO Takue 3HaHUs OoJiee MPOYHbIC, OHU MO3BOJISAIOT 00yYaroIeMycs
BUJIETh, CTAaBUTh U pa3peliarh Kak CTaHAApTHBIC, TAaK U HE CTaHJApTHBIE 3aauH,
KOTOpbIE MOTYT BOBHUKHYTh B JaJIbHEHIIEM B TPO(ECCHOHAIBHOM 1EeATEIbHOCTH.

Pemmenust cuTyalimoHHBIX 3a/1a4 OTHOCSITCS] K YACTHYHO TIOMCKOBOMY METOIY
U MpeArnojaraeT TpeTuil (MpUMEHEHHE) U YeTBEPThIM (TBOPUECTBO) YPOBEHb 3HA-
HUM. XapaKTepUCTUKHU BbIOPAHHOMN AJI CUTYallMOHHOM 3aJayu mpoOiemMbl U CHO-
COOBI €€ pelIeHHs SBISIOTCS OTIPABHON TOYKOM IS OIEHKH KayecTBa 3TOTO BUA
pabot. B nunamuke oO0y4eHHs CIOXHOCTh MPOOJIEMBbl HapacTaeT, U K €ro 3aBep-
IICHUIO JOJDKHA COOTBETCTBOBATH CIIOKHOCTHU 3a/1a4, TIOCTABICHHBIX Tpodeccro-
HAJIbHOM JI€ATEIbHOCTHIO Ha HAYaJIbHOM JTarle.

Odopmistorcss OTBEThl MUCbMEHHO. KOJIMYEeCTBO CUTYallMOHHBIX 3a7ad U
3aTpaThl BpEMEHHU Ha UX PELIeHMsI 3aBUCAT OT 00beMa MH(POpPMaInK, CI0KHOCTH U
o0beMa perraeMbIX MpoOsieM, WHAMBUAYAIbHBIX OCOOCHHOCTEH O0ydaroumxcs u
OTIPEETAIOTCS PEToAaBaTeNEM.

Posie npenogaBarens:

- OIPENENUTh TEMY, TUOO pa3ie] U PEKOMEHI0BATh JIUTEPATYPY;

- coo0muUThH obyuaronemMycsi HHGOpPMaIUIO O METOJaX MOCTPOCHUS MPOOIEMHBIX
3ajay;

- KOHCYJIbTUPOBAThH CTYJICHTA MPU BO3HUKHOBEHUH 3aTPyIHECHUH;

- OLICHUTH Pa0OTy 00YUYaIOIIErocsl B KOHTEKCTE 3aHATHSA (MMPOBEPUTH WIIM OOCYIUTH
€€ CO CTYJICHTaMHu ).

Ponw obyuatromierocs:

- U3Y4YHUTh Y4eOHYI0 HHPOPMAIIHIO 10 TEME;
- IPOBECTU CUCTEMHO — CTPYKTYPUPOBAHHBIN aHAIIN3 COAEPKAHUS TEMBI;



- BBIJICTIUTH MPOOJIeMy, UMEIOIYI0 WHTEUIEKTYaIbHOE 3aTPYJHEHUE, COTIacoBaTh
C IPENOIABATEIEM;
- 1aTh 00CTOSTEIBHYIO XapaKTEePUCTUKY YCIOBUM 3a/1a4H;
- KPUTUYECKUA OCMBICIUTH BAPUAHTHI U MOMNBITATHCS UX MOAUGUIKPOBATEH (YHpO-
CTUTh B TUTAaHE U30BITOYHOCTH);
- BBIOpATh ONTUMAJbHBIA BapUaHT (IIOA0OPATh M3BECTHBIE U CTAHAAPTHBIE aJTO-
PUTMBI JEHCTBUSA) WM BapUaHThl pa3pellieHus npoOieMbl (€Ciii OHa HE CTaHAapT-
Has),
- 0hOpMUTH U CIaTh HA KOHTPOJIb B YCTAHOBJICHHBIN CPOK.

IIpoBepka M OI€HKA 3HAHMM JOJDKHBI IIPOBOAMUTHCS COIVIACHO OIPEIEIICH-
HBIM TPEOOBAHUSAM K OIEHUBAHHIO, ITO:

- YMEHHE AHAIU3UPOBATH CUTYALMIO0 U HAXOIWUTh ONTHUMAIbHOE KOJIMYECTBO
pELICHN;

- yMeHue paboTaTh ¢ HH(MOpMaIUe, B TOM YKClie YMEHHE 3aTpe0oBaTh J0-
MOJIHUTENBHYIO HH(OpMAIUIO, HEOOXOAUMYIO JIJISl YTOYHEHUS CUTYAIIHH;

- YMEHHME MOJIEIIMPOBATh PELIECHUS] B COOTBETCTBUM C 3aJIaHUEM, IIPEACTAB-
JISITh pa3lInyHbIe MOAXO0/IBI K pa3paboTKe MIaHOB JEHCTBUN, OPUEHTUPOBAHHBIX Ha
KOHEYHBIN PE3yJIbTaT;

- YMEHUE NPUHATHh IPABUIBHOE PELICHUE HA OCHOBE aHAJIN3a CUTYAlUH;

- HABBIKM YETKOTO U TOYHOT'O M3JI0KEHUSI COOCTBEHHON TOYKHU 3pEHUS B yCT-
HOU U MUCbMEHHOM (hopMme, yOeTUTEIIbHOTO OTCTAaUBAHMS CBOEH TOUKU 3PECHUS;

- HABBIK KPUTHUYECKOTI'O OLICHUBAHUS PA3JIMYHBIX TOYEK 3PEHUSA, OCYIIECTB-
JIEHWE CaMOAHAJIN3a, CAMOKOHTPOJIS U CAMOOLICHKH.

MOXXHO NpEeMIOKUTh CIEAYIOIUN aaropuT™M paboThl MPU HUCIOIb30BAHUU
KeMC-MeToAa, KaK TEXHOJOTHH U KaK OLICHOYHOI'O CPEJICTBA.

®da3za . .
JelicTBHA NpenojaBaTeis JeiicTBust 00y4aromerocs
padoThI
1. [TonGupaer keiic
2. OmnpenensieT OCHOBHBIE M BCIIOMOTa- .
1.ITonyuyaeT kelic U CIMCOK PEKOMEHIye-

TEIbHBIC MaTepuaibl I MOATOTOBKH .

Jo 3ansaTus MO JIUTEPATypHI

00yJaronmxcs
. 2. UanuBuayasbHO TOTOBUTCS K 3aHSATHIO

3. PazpabatbIBaeT clieHapHil 3aHATHS

1. Opranusyer npeaBapuTeIbHOE 00CY-

JKIeHUE Keiica

2. JlenmuT Tpynmy Ha MOACPYIIbI

3. PykoBoauT oOcyxkJIeHUEM Keiica B

MOATPYIIax, 00ecnednBas uX JOMOTHU-

TEIBLHBIMM CBEICHUSIMHU

1. 3agaet BONpoOCHl, YrayOIsIomue MoHH-
MaHue Keica 1 mpoOaemMbl

2. PazpabarbiBaeT BapuaHTBl peEIIECHUH,
CJIyIIAET, YTO TOBOPST APYyTUE

3. IlpuHMMaeT WM y4yacTBYET B IPHUHS-
THUH pELICHUIN

Bo  Bpewms
3aHATUSA

1. OuenuBaer padoTy O0O0VYAOIIUXCA
[Tocne 3aus- . P Y YHaioll 1. CocraBiisieT IUCbMEHHBIE OTYETHI O 3a-
2. OreHHWBaeT TPHHSATHIC PEHICHUS |

THUA HSATHH I10 }IaHHOfI TEMEC
IMOCTABJICHHBIC BOIIPOCHL

Kpurepuun ouenku:



O1eHKa «OTIUYHO» BBICTABISAETCA, €CIIM 00yYaronHiics cnocobeH K 00001eHuIO,
aHaJIM3y ¥ BOCTIPUATHIO HHPOPMAITUH:

- BIAJICET KYIbTYPOW MBIIUICHUS;

- CITOCOOEH K TIOCTAHOBKE IICJIM U BBIOOPY MyTeH €€ JOCTHIKCHHS,

- IIPUMEHSET METOJbI 00pabOTKM MH(OPMAIMH, TEOPETUUECKOTO U IKCIICPUMEH-
TaJTBHOTO UCCIICIOBAHMSI,

- YMEeT JIOTHYECKH BEpHO, apTyMEHTHPOBAHO M SICHO BBICTPOHWBATH YCTHYIO U
MUCHMEHHYIO PEUb;

- TOTOB K pa0OTe B KOJUIEKTHBE;

- YMEET UCI0JIb30BaTh HOPMAaTHBHO-TIPABOBBIE JOKYMEHTHI B CBOEH 1€ATEIHHOCTH.
O1eHKa «XOpOII0» BBICTABISETCS, €CIU OOYUYaIOLIUICS JOMyCKaeT HeOObIlne
HETOYHOCTHU:

- BJIaJIC€T OCHOBHBIMU METOJIaMH, CIIOCOOAMHU U CPEICTBAMHU MOIYYCHUS U Tepepa-
00TKHM UHPOpPMALIUU;

- IMEET HaBBIKU PabOThl C KOMIIBIOTEPOM KaK CPEIICTBOM yIpaBiIeHUS UHPOpMa-
104 (S)

- IONTyCKaeT He3HAUUTeNIbHbIE OIHMOKY B ONpeIeIeHUsIX U (pOpMyITHpOBKaXx;

- CIIOCOOEH MCII0JIb30BAaTh HABBIKU BEJCHUSI TUCKYCCHH;

- HEJIOCTaTOYHO IMOJTHO 3HAET MPOTPaMMHBIN MaTepua.

O1eHKa «yJOBIETBOPUTEIHHO» BBHICTABIISCTCS, €CIH 00YJAIONIUIiCS IMeeT HU3KUN
YPOBEHb 3HAHUU:

- HE BIIQJIceT HaBBIKAMH U MPUEMAMH BCECTOPOHHETO aHalIM3a CUTyalluil W3 Mpo-
(dhecCHOHAIBHOM JIeSITEIbHOCTH;

- HE YMEET CaMOCTOSTEIbHO MPUHUMATH PEIICHUS Ha OCHOBE TPYMIIOBOTO aHAIM3a
CHUTYaIINU;

- 3HAET JIMIIIb HEKOTOPBIE BOMPOCH IPOrPaMMHOTO MaTepHaa;

- HE yMeeT yOeaUTeNbHO MPErnoAHOCUTh, 00OCHOBBIBATh U 3aIIUIIATh CBOIO TOUKY
3peHusl.

O1eHKa «HEYJOBJIETBOPUTEIBHO» BBICTABIISAETCS, €CIM OOYYaAIOUIUIICS HE OCBOMII
IIPOrpaMMHBIN MaTepual:

- HE YMEET Pa3MbIIUIATh U PacCyKIaTh, UCIOJb3YSI COOTBETCTBYIOIINE CBA3AHHBIC
MeXIy co00r (DOpMBI MIpeACTaBICHUS;

- He ymeeT (hOpMyITUpOBaTh U U3J1araTh CBOIO HHTEPIIPETALIUIO M PACCYKICHUS;

- HEe IOHUMAET TPOOIEMHYIO CUTYAIIHIO;

- HE BJIaJIeeT MPAKTHYECKUM OIBITOM H3BIIEKATH IMOJIb3Y U3 CBOUX U UYXKHX OIIH-
00K, omMpasich Ha TaHHBIE OOPATHOM CBSI3H.



Keiic-3agaun
1o y4eOHoil qucuuiuinge «/JlokyMmeHTallHOHHOE 0o0ecriedeHue YIpaBJIeHUs»

Tema 1.4 Opranu3annoOHHO-PACIOPAAUTEIbHbIC JOKYMEHTbI

3agaua 1

Otenp "Mopdeii" pacnosnoxeH Ha MOPCKOM Oepery, MpsSIMO HAIPOTUB MOPSI.
OT10 oueHsb Joporoi Kypopt. B otene 120 HoMepoB, Oofblas 4acTh U3 HUX — MO-
BBIIIIEHHOW KOMQOPTHOCTH. 3A€Ch OCTAHABIMBAIOTCS HA MPa3AHUKUA U BO BpeMs
JIEJIOBBIX MOE3/I0K. B oTene urparot cBaapObl, IPOXOIAT BBICTABKH, KOH(EpEeHIUN
U JIeJ0Bble BCcTpeun. Pectopan u O0apbl OTKPBITHI HE TOJIBKO AJI MOCTOSIIBLEB OTe-
75, HO M JUId Beex skenarmux. Kpome Toro, B oTene ecTh 3aKyco4yHasi, Mara3uH,
KOMHATBI JJIsl UTp U OM3HEeC-UEeHTp. 31ech OoJblliasi aBTOCTOSIHKA, & B Caay — TE€H-
HUCHBIE KOPTHI U TUIOMIAAKHU JUIsl APYTHX CIOPTHUBHBIX UTp. Takke ecTh OacceilH
MOJT OTKPBITHIM HEOOM, CayHa M MHO>KECTBO CITIOPTHUBHBIX 3aJI0B.

HecmoTpst Ha mMpOKUN CHEKTp MPENOCTaBISEMbIX YCIYT, a TaKKe ILITaT
poheCCUOHANIBHBIX U UMEIOIIMX OOJIBIIION OIBIT paOOThI CIYXKAIIKX, JieJla HIYT
HE TaK XOPOIIo, KaKk TOro xorenoch Obl. Kpome Toro, B mnocienHee BpeMs yBeJIH-
YUJIOCh YMCJIO HAPEKAHWM CO CTOPOHBI KIIMEHTOB Ha KAYECTBO MPEIOCTABIAEMBIX
oTesieM ycayr. B 1ensiX BBIICHEHUS NPUYUH CHUKEHUS KAayecTBa YCIYT PEIICHO
MPOBECTU COBEIIAHUE METOAOM "OpelH-CTpOMUHT".

Pemnre curyanuto. CoctaBbTe U 0pOpPMUTE HA KOMIIBIOTEPE MPHUKA3 MO pe-
OpraHu3alyy JesiTeIbHOCTH OTES.

3agaua 2

[To noroopy Ne 28/12 ot 30.04.20  10MKHO MOCTYNHUTh MPOAYKIUH (IIH-
depa) B koa-Be 5000 kB.M. Ha cymmy 250000, GpakTHUECKH TOCTYNUIIO MPOTYKIIUU
B koi1-Be 4800 kB.M. Ha 240000 py0sieit, 4TO MOATBEPKACHO HAKIATHON JKEIIE3HO-
nopoxkHor ctaniuu Ne 566 ot 02.05.20 . B cBsI3u ¢ HEJONOCTAaBKOW BO3HUKIIN
yOBITKH OT MPOCTOSI U Ha MEPOIPHUATHS 10 JIUKBUAALNU 3TUX YOBITKOB OBLIO U3-
pacxoaoBaHo aomnoaHuTeasHo 4000pyo.



[TocraBmuk: ¢upma «BAH» ampec: r.Mocka yn. Kyrysosckas m.125
ten.158-59-63. lupexrop: ®.H.bypkees
[ToxynaTenb (cocTaBuTENb MPETEH3UMOHHOTO MHChbMA): (pupma «Marmay
r.JIeHuHOTrOpCK PT, yin.I'opskoro 56 ten./dake 5-89-65.p/c
Ne12345678910121415002 B 6anke «Ak-bapcy r.JlenuHoropcka
Hupextop: M.C. Cetukosa, ri. oyxrainrep [1.0.Kapruna
CocTraBbTe NPETEH3MOHHOE MHUChMO MOCTABIIUKY OO0 yIUlaTe HEYCTOMKH B
pa3zmepe 8% OT CTOMMOCTH HEJIONOCTABICHHON TPOIYKIIUU.

3agaua 3

Havansauk cioyx0bl cobita OOO «Berac» r. JlennHoropck Banentuna
[TetpoBHa EropoBa noBepsieT 3aMECTHTENIO PYKOBOJIUTENS MO OOIIMM BOMpPOCaM
Anne Kopueene TpopumMoBOii MOTYyYUTh 3apa0OTHYIO IIJIaTy 3a aBI'YCT MECHLI.

Janubie EropoBoii:

ITactiopT cepun 9203 Ne 458796 Beigan OB/] r. JIenunoropcka 06.09.2001

[Ipoxkusaert: r. Jlenunoropck np. [amuna 33-14

Hanusie TpopumoBOii:

[Tacnopt cepun 9205 Ne 449796 Beiman I'POBJ] r. JleHuHoropcka
06.10.2005. [Tpoxxuaert: r. JIenuHoropck np. Jlenuna 6-14

CocTaBpTe€ 3aBEpPEHHYI0 OTIEIOM KaJgpoB JIOBEPEHHOCTb  OT

23.09.20  Ha mpaBo MOJy4eHUs 3apaOOTHOM IJIATHI.

3axaua 4

NHCTUTYT TOUHBIX MPUOOPOB MOCHUIAET MUCHMO — MIPUTJIAILICHUE JUPEKTOPY
HHUU «IIpometeit» Koncrantuny Cepreesuuy [IninHy ¢ npuUrialmeHuemM mnoce-
TUTh MEXKIYHAPOJIHYIO CHEIHATU3UPOBAHHYIO BBICTABKY «DKOHOMHS MAaTepHUAIIb-
HBIX U TOIUIUBHO — SHEPreTUYECKUX PECYPCOB B CTPOUTEIHCTBE U MPOMBIILICHHO-
ctu». BricTaBka cocroutcs B . MOCKBa B MaBWJIbOHE BBICTABOYHOIO ILIEHTpPa Ha
Kpacnoii IIpecne 18 aBrycra 20 rona ¢ 9.00 no 20.00. Anpec UHCTUTYTa TOY-
HBIX pruOopoB r. Mocksa yi. [Inexanosa 36, Ten. 237-87-77. JlupekTop HHCTUTY-
ta TouHbix nmpudopos C. K. Ceprees.

Hcnonp3ys ykazaHHbIE TaHHBIE, COCTAaBbTE MUCHbMO-TIpuriamenue Ne5S44 or
10.12.20 .

Tema 1.5 Opranusanus KaJpoBoro JAeJIONPOU3BOACTBA
3amavya S
Kypckuit MOHTaxHBI TEXHUKYM MpUHUMaeT Bac Ha paboTy 1mo coBmecTH-
TEJIbCTBY B KA4ECTBE INPENOAABATENS] TEXHUYECKUX JHUCLMIUIMH HA HEONpPEIEIIeH-

HBIN CPOK 0€3 UCIIBITATEILHOTO CPOKA.
PaGoTHUK 10KEH BBITIOIHATH CIEAYIONMNUE 00sI3aHHOCTH:



-KQ4eCTBEHHO M JJOOPOCOBECTHO BHIMIOJIHATH PA0OTy 1O OOYYECHHIO CTY/ICH-
TOB creruaabHOCTH 38.02.01 DxoHOMUKA M OYXTaNTEPCKUN yUeT (OTpacysiM);

-IPOBOJIUTH 3aHATUS B CTPOTOM COOTBETCTBHM C YYEOHBIM IJIAHOM U pado-
4yel mporpaMmoi, yreepxaeHHon gupekropom 'TAOY CIIO «KMT».

B 7-m pazgene ykazats, uto PABOTOJJATEJIb 06s13aH:

-opranuzoBaTh Tpyad PABOTHUKA;

-CO3/1aTh YCJIOBHS Jisi 6€301acHOT0 ¥ 3PHEKTUBHOTO TPYIa;

-000pymoBaTh paboyee MECTO B COOTBETCTBUHU C TIPaBUJIAMHU OXPaHbl TPyIa
1 TCXHUKH 0€30MaCcHOCTH,

-CBOEBPEMEHHO BBITUIAYMBATh OOYCIIOBJICHHYIO JIOTOBOPOM 3apabOTHYIO
niarTy;

B 8-m pazgene oTpasuth 0COOCHHOCTH pekrMa padodero BpeMEHH Kak Io-
yacoBas padota (1. 9 u . 10 He yka3bIBaTh).

B 9-Mm paznene ykazars 3apabotHyto miaty 160 py06. 3a yac. Exxeromnbiit oT-
MyCK 56 KaJIeHIapHbIX THEHN. YKaXKUTE IOPUANYECKUE aIpeca CTOPOH.

Hcnonb3ys ykazaHHbIE JaHHbIE, COCTaBbTE€ TPYAOBOW JTOTOBOp, OTBEYAIO-
1 BceM TpeOOBaHUSIM OPTaHU3AIMOHHO-PACTIOPSIUTEIBLHBIM IOKYMEHTOB.



PeKOMeHIlaIII/ll/I M0 COCTABJICHHIO CXEM, PUCYHKOB, TaﬁJII/H_l

CocranieHue cxeM, WUIIOCTpalUil (pUCYHKOB), rpauKOB, 1Uarpamm, Taod-
JMI — 3TO OoJiee MPOCTOW BUA rpauyecKoro cnocoda orodpaxeHus HHPopMauuu
(ITpunosxxenue 4). Llenbto 3Toil pabOTHI ABISETCS PA3BUTUE YMEHUS 00yUYaroero-
Csl BBIJIETISITh IJ1aBHBIE JIEMEHTHI, YCTAHABIMBATh MEXKIY HUMU COOTHOILIEHUE, OT-
CJIE)KHUBATh XOJI Pa3BUTHUS, U3MEHEHHUS KaKoro-inbo mpolecca, siBICHUS, COOTHO-
IICHUs KaKUX-1100 BETUYMH U T. 1. BTOpocTeneHHble neTanu onucaTeabHoro xa-
pakTepa onyckaroTcs. PUCYHKH HOCAT Yalle cXeMaTU4YHbIA Xapakrep. B HuUX Bbiae-
JSI0TCS M 0003HAYarOTCsl OOIIME 3JIEMEHTHI, X TONOrpauuecKoe COOTHOUIEHHUE.
PucynkoMm MOXeT ObITh OTOOpaXKeHHe NEHCTBUS, YTO CIIOCOOCTBYET HAIJITHOCTU
Y, COOTBETCTBEHHO, JY4YlIEMY 3allOMUHAHUIO anroputMa. CXeMbl U pUCYHKH IIH-
POKO MCIOJIB3YIOTCS B 3a/IaHMSIX Ha MPAKTUYECKHUX 3aHATUAX B pa3lesie caMOCTOS-
TEJIbHOW paboThl. DTU 3aJaHUsl MOTYT AaBaThCAd BCEM OOydaroIIMMCS Kak o0s3a-
TEJIbHBIE JJIS1 TOJATOTOBKHU K PAKTUYECKUM 3aHSATHUSIM.

3arpaThl BpEMEHHU Ha COCTABIIEHUE CXEM 3aBUCST OT 00beMa MH(pOpMaALUU U
€€ CII0KHOCTH

Pone mpenonasarens:
- KOHKPETU3UPOBATh 33JJaHUE, YTOUHHUTD LIEJIb;
- IPOBEPUTH UCTIOJHEHUE U OLICHUTh B KOHTEKCTE 3a/1aHMUS.

Pousb ctynenra:
- U3y4YUTh UH(POPMAIIUIO 110 TEME;
- CO371aTh TEMAaTUYECKYIO CXEMY, WILTIOCTPALIHIO, TpadUK, TuarpaMmmy;
- IPEJCTAaBUTh HA KOHTPOJIb B YCTAHOBJIEHHBIN CPOK.

Kpurepun ouenku:
- COOTBETCTBHUE COJIEPKAHUS TEME;
- IpaBUJIbHASA CTPYKTYPUPOBAHHOCTH HH(POPMALIUH;
- HAJIMYME JIOTUYECKOW CBSI3U U3JI0KEHHOW MH(OpMaluu;
- aKKypaTHOCTb BBITIOJIHEHUS paOOThI;
- TBOPYECKUI MOIXO0/1 K BBIMOJIHEHUIO 3a/1aHUS;
- paboTa cjaHa B yCTAHOBJICHHBIN CPOK.



TemaTnka rpadpuueckoro cnocodva usodopakeHusi ”HGopMaLun
1o y4eOHoi nucuuiuinge «/JlokymMeHTanuoHHoe odecneyeHne ynpaBJaeHust

1. CranoBneHnue nenornpousBojcTsa B Poccun.

2. CTpyKTypa 3aKOHOJATEIbHOM 1 HOPMATUBHOM 6a3bl 1€70MPOU3BOICTBA.
3. Knaccuduxkanus 1e10BoH JOKYMEHTAIUH.

4. YauduuupoBaHHas cUCTeMa OpraHU3alMOHHO-PACIIOPSIUTEIBHON JOKYMEHTAa-
1107078

5. Pa3mepsl Oymaru, npuMeHs€MOil B 1€JTONPOU3BOJICTBE.

6. Pacmonoxenre pekBU3UTOB Ha (popMaTe yrioBOro OJaHKa.

7. PacnionioxxeHrne peKBU3UTOB Ha (popMarte Mpo0JIbHOTO OJIaHKA.

8. Buibl 0J1aHKOB TOKYMEHTOB.

9. Knaccudukanus y4eTHbIX TOKYMEHTOB.

10. CriocoObl UCIpaBIEHHS OLIMOOK B YYETHBIX JOKYMEHTAaX.

11. ®opmbl opranuzanuu pabOThl ¢ JOKYMEHTAMH.

12. CocTaB peKBU3UTOB [JIs1 PETUCTPALIUU JOKYMEHTOB.

13. I'pynribl TEXHUYECKUX CPEJCTB B IEJIOMPOU3BOJICTBE.

14. CTpykTypa OpraHoB yIpaBJICHUS] apXUBHBIM JEJIOM.

15. Cpoku XxpaHeHUs! JOKYMEHTOB.

16. Mecto Texnomoruii JIOY B cucreme nHGOPMAIIMOHHOTO 00SCIICUCHHS.
17. Ilopsimok MOCTYIUIEHUS TOKYMEHTOB B OPTraHU3aLUIo.

18. bnok - cxeMa 00pabOTKH MOCTYNAOIIEH KOPPECTOHICHIIUU.

19. Cucrema ynpaBieHHs IEPCOHAIOM U JOKYMEHTHPOBAHUE.

20. Cxema mpouecca KOMIbIOTEPHON MOATOTOBKHA TEKCTOBBIX KOMIIOHEHTOB JIOKY-
MEHTOB.



PeKOMeHI{aHI/IH o CO3TaHHNI0 npe3eHTaum7l

Coznanne MarepralloB-IPE3EHTAUNd — 3TO BUJ CAMOCTOATEIBHONW PabOThI
oOyJaroluxcs N0 CO3/1aHUI0 HATJISAAHBIX WH(OPMALIMOHHBIX TOCOOMH, BBIMOIHEH-
HBIX C TOMONIbI0 MYJIBTUMEIUUHON KOMIBIOTEpHOUN mporpammbl PowerPoint
(ITpunoxenue 5). DToT BUuA paboThl TpeOyeT KOOpAMHAIIMN HABBIKOB 00y4aroIlie-
rocs 1o cobopy, cUCTeMaTHU3aluu, rnepepadoTke UHGopmauu, opopMIICHHs €€ B
BUJIE MOAOOPKH MaTepHalioB, KPAaTKO OTPA’KAIOLIUX OCHOBHBIE BOIPOCHI M3ydae-
MOW TE€MbI, B 3JIEKTPOHHOM BHJE. 1O €CTh CO34aHHWE MaTEpPUaIOB-IPE3CHTALINI
pacmmpseT METOAbl U CpeAcTBa 0OpabOTKU U NpelicTaBlieHus yueOHoi nHpopma-
uuu, GOpMHUPYET Yy 00ydaroUIuXcsl HAaBbIKKM PaOOThl HA KOMITBIOTEPE.

Martepuanbl-ipe3eHTaluu rOTOBATCS CTYJEHTOM B BHUJIE€ CJIAMIOB C UCIIONb-
30BaHMeM nporpammbel  Microsoft PowerPoint. B kauecTtBe Marepuasios-
Mpe3eHTalrid MOTYT OBITh MPEACTABIEHBI PE3YIbTaThl JOOOTO BHJIa BHEAYIUTOP-
HOM caMOCTOATEIbHON padoThl, MO (popMaTy COOTBETCTBYIOIIUE PEKUMY MPE3CH-
Taluu.

3arpaThl BPEMEHU Ha CO3/IaHHUE MPE3EHTALMI 3aBUCAT OT CTENEHU TPYIHO-
CTH MaTepuaia o TeMe, ero 00beMa, YpOBHS CII0)KHOCTH CO3/1aHUS IPE3eHTaLUH,
VHIMBHUIYAJIbHBIX OCOOCHHOCTEN 0Oyuarollerocs M ONpeaeIsioTCs MpenogaBaTe-
JEM.

Posie npenogasarens:

- IOMOYb B BBIOOPE I1aBHBIX U JOMOJHUTENIBHBIX JIEMEHTOB TEMBI;
- KOHCYJIbTUPOBAThH MPU 3aTPyIHEHUSIX.
Ponp obyuatromierocs:
- U3yYUTh MaTepHUabl TEMbI, BHIIEISS TJIABHOE U BTOPOCTENIEHHOE;
- YCTAHOBUTB JIOTHYECKYIO CBSA3b MEXKIY DJIIEMEHTaMH TEMBbI;
- IPEJICTAaBUTh XapaKTEPUCTUKY FIEMEHTOB B KpaTKoH (opme;
- BBIOpATh OMOPHBIE CUTHAJIBI AJI aKLEHTUPOBAHUS IIaBHOW MHGOPMAIIUU U OTO-
Opa3uTh B CTPYKTYpE pabOTHI;
- 0obopMuUTH pabOTy ¥ MIPEAOCTABUTH K YCTAHOBIIEHHOMY CPOKY.

KpuTtepun u HOpMBI OLICHKH Npe3eHTalNu:

| Nen/m | OneHuBaeMble NapaMeTphbl | Orenka B 6amnax




1. TexHonornyecknii ypoBeHb 30
Hcnons30BaHKe CTaHIAPTHOTO AU3aliHA IIPE3CHTALUN 3)
Vcnonb30BaHue pUCYHKOB, JMAarpaMM, CXeM, Pa3IndHbIX 15
MpUPTOB, YHUKAIBHBIX (JOHOBBIX PHCYHKOB
Hcnons3zoBanne nonoaHuTeabHbIX 3 dexToB Power Point 10
(cMeHa caiiJ10B, 3BYK, aHMMAIIHsl)

2. Cojaep:kaTeJbHBII YPOBEHD 50
[TomHOTa MpeiocTaBIeHHON HHpOpMAIUN 20
JlocTynHOCTh MH(OPMAIMH U1l BRBIOPAaHHOW KaTEerOpUH IOJIb- 15
30Baresen
JIOrMYHOCTH MpeIocTaBIeHUs] HHPOpPMaITUN 10

3. DProHOMHYHBIH YPOBEHb 25
CooTBeTcTBHE IIBETOBOTO O(POPMIICHHUS SPTOHOMUYECKIM TpPE- 10
OOBaHUsAM
OnTUMalIbHOCTh UCIIOJIB30BAHUS IpaUUECKUX U aHUMAIMOH- 10
HBIX 3(pPeKTOoB
DCTETUYHOCTh 0(hOPMIICHUS 3)

Hroro makcumMaabHO: 105

KpuTeplm OHECHKH ITPC3CHTAINH:

OneHka «OTJIIMYHO» BBICTABISIETCA OOydwaromeMycsi (TBOPYECKOW TIpymie

oOyyaromuxcsi), eciiv HadpaHo 95-105 Gamios

OneHka «XOpoII0» BhICTaBIsETCS 00ydarleMycs (TBOPYECKON rpymmne 00y-

yaromuxcs), eciiu HabpaHno 75- 95 OanioB

OneHka «yJIOBJIETBOPHUTEIBHO» BBICTABISIETCA OOydaromeMycsi (TBOpUYECKOM

rpynie oOy4Jaronmxcs), eciau Habpano 50 — 75 GamnoB

OrneHka «HEYOBJICTBOPUTEIHLHO» BBICTABISIETCS OOydaromemycs (TBoOpue-

CKOM rpyIime oOyJaromuxcs), eciau HaopaHo meHnee 50 O6arnioB




TemaTuka npe3eHTauui
10 Y4eOHOM JUCUHILINHE «[OKyMeHTAIMOHHOEe 00ecleYeHue yIpaBjaeHus»

Tema 2.2. Opranusanusi J0KyMeHT0000poTa

1. Opranu3zanus paboThl C TOKyMEHTaMU

2. [IpaBuiia opranu3anuu JOKyMEHTO000pOTa

3. [IpoxoxaeHne u MOPsA0K UCIIOIHEHUS BXOSIINX TOKYMEHTOB.
4. Ucxonsmue U BHyTPEHHUE TOKYMEHTBI.

5. Pabota ¢ KoHpUAEHIIMATbHBIMA JOKYMEHTAMHU.

6. Pabota c nucbMamMu ¥ OOpAILIEHUAMH TPaXKIaH.



HNudpopmanuonHoe odecreyeHne 00yueHust

HopMmaTuBHBIE IpaBOBbIE AKTHI:

1. ®3 PO ot 27.07.2006 Ne 149 «O06 nndopmaruu, nHGOPMAIIMOHHBIX TEX-
HOJIOTHSIX U O 3aluTe HHGOpMAIIII)

2. TunoBas uHCTpyKIUs 10 Aenonpou3BoacTBy Ne536 ot 08.11.2005

3.TTOCT P 6.30 — 2003 YC/JI Yauduuupoannas cuctema OPJ]

4. ITocranoBnenue ['ockomcrara PO ot 05.01.2004 Nel «O nepBUYHBIX
YYETHBIX

JOKYMEHTaX»

5. 3 PO ot 22.10.2004 Ne 125 «O0 apxuBHOM J1iene B POy

6. @3 PD ot 02.05.2006 Ne59 « O nopsiake paccMOTpeHHs] 0OpalieHui rpa-
KIaH

7. IloctanoBnenne Muntpyna ot 10.10.2003 Ne 69 «O06 yrBepxaenuun Mu-
CTPYKLMH IO 3aIIOJIHEHUIO TPYAOBBIX KHUKEK

OCHOBHBbIC HICTOYHUKH:

1. Ky3nenosa 1.B. JlokymeHTalimoHHOE 0OECTICUeHHE YITpaBiIeHUSs [ IIeK-
TpOHHBIN pecypc]: yaebHoe nmocooue mist CCY3oB/ Ky3nenosa 1.B., XauaTpsu
[".A.- DnexTpoH. TekcToBbie ganHble.- CapaTtoB: At [1u Op Menua, 2016.- 109 c.-
Pexxum moctyna: http://www.iprbookshop.ru/44181.html. - 35C «IPRbooks»

JlonoTHUTE IbHbIE UCTOYHUKH:

1. I'BaeBa U.B., Cobanesckuii C.B. [lenonponusoactBo. CripaBOYHUK.
Munck: Terpanur, 2014. 224 c. [ http://www.iprbookshop.ru/28072.html]

2. JlokymeHnTanmonHoe ooecneuenue ynpasienus. Kypc nekmuit / OtB. Pes.
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Ipuioxenue 1
O6pasenr 0popMIICHHS TUTYIBHOTO JTUCTA

MunucrepcrBo o0pazoBanusi U Hayku Poccuiickoii @enepannu
denepanbHOE rocy1apcTBEHHOE O10JKETHOE 00pa30BaTEIbHOE YUPEXKICHUE
BBICILIETO OOpa30BaHUs

«Kypckuii rocy1apcTBEHHbBIN YHUBEPCUTET

Koasnenk koMmmepunu, TeXHOJOTHI M cepBHCcA

PE®EPAT

1o yueOHOM nuctuuIuinae «J{oKkyMeHTalMoHHOe 00ecTieueHrne YIIPaBICHUS

Ha TEMY: « »

Beimonnun: obydaronuiics
rp.

dUO:

[IpoBepwuiia: nmpenogaBaTelb




Kypck 2016

Ipuaoxenne 2
O6pa3zen odopmIieHHs] KOHCTIEKTA
MunucrepcrBo o0pazoBanusi U Hayku Poccuiickoii @enepannu
denepanbHOE rocyIapCTBEHHOE OI0KETHOE 00pa30BaTeNbHOE YUPEXKICHHE
BBICILIETO0 00pa3oBaHUs

«Kypckuii rocy1apCcTBEHHbI YHUBEPCUTET»

Koanenxk kommepunu, TEXHOJOTHA 1 cepBUCa

KOHCIIEKT
NePBOMCTOYHHUKA (IV1aBbI MOHOTpauu, yueOHMKA, CTATHH U MP.)
no y4yeOHoH AucuuIinHe «/JlokyMeHTannoHHOe o0ecreyeHne ynpaBaeHHs

Brimomaun

®.1.0. obyuatomierocsi, Kypc, TpyIra, CuerualibHOCTh

damunus aBTOpa, IMOJIHOC HAUMCHOBAHHC pa6OTBI, MECTO M I'OJ U3JaHUA

[Tnan (cxema mpocToro rjiaHa):

1.
2.
3.
4.
[Tnan (cxema CJI0XKHOTO IIJ1aHa):

1. :

a) ;

0) ;

B)
1.2.




6)

2. .
2.1. U T.I.

(lanee pacKpbIBarOTCs BOIPOCHI IIJIaHA)

1.

11

1.2

2.

2.1

Ipuiaoxenue 3
MunucrepcrBo o0pazoBanusi U Hayku Poccuiickoii @enepannu
denepanbHOE rocyIapCTBEHHOE OI0KETHOE 00pa30BaTeNbHOE YUPEXKICHHE
BBICILIETO0 00pa3oBaHUs
«Kypcknii rocyiapcTBeHHbIH YHUBEPCHUTET)
KoJuien:k kommepuum, TeXHOJIOTMI M cepBHCca
ICCE
Breinonxuit:
®.1.0. obyuaromerocs, Kypc, Tpymrna, ClieuaabHOCTb

Tewma scce:
Iens acce:

OneHka

[Tonnuce nmpenonaBaresns




Kypck 2016

IHpuaoxenue 4

OoOpa3uwbl opopMiieHus rpapuKkoB, AMATPAMM

A = JJOKYIKA TOBAPOB eseese TEJECMOTPEHME mumes HATPY3KA HA TPAHCIIOPT
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5 6 7 8 9 10 11 12 13 14 15 186 17 18 19 20 21 22 23 24 Bpems

Pucynoxk 1 Bansinne pexjiaMbl HA MOHMTOPAX B 00IIECTBEHHOM TPAHCIIOPTE HA CYTOYHOE

KoJie0aHue MOTPeOUTENbCKO AKTUBHOCTH

Brixogar no IIpopomkalor
APYyram genam, CMOTPETH
#3 KOMHATHL Hpyroe pexnaMy
OTBaeKAIOTCA 10% % 8%
Ha ApYTHE Bega,
HO OCTAIOTCH

B KOMHATE
20%

TTepernouaioT
Ha JpYro# Kanan
47%

BRKNIOYAOT
TeREeBU30D
8%

Pucynok 2 CraTncTuka npocMoTpa TeJIeBU3HOHHOM pPeKJIaMbl



Taoauna 1 Pazmepsbl Oymaru, npuMeHsieMble B /1€J10NPOU3BOACTBE

®opmar | Pasmepsnl, MM Ha3nauenue
A3 297x420 Jlst GonbIIMX TAOJIHII, CXEM, THAarpamMM, TPHIIOKCHUIH
A4 210x297 [Ipukassel, nucbMa U IpyTrue OpraHu3aluOHHO-
AS 148x210 pacIopsIAUTENbHBIE JOKYMEHTBI
A6 105x148 Pa3Horo pona crnipaBku, KApTOUKH, ITUKETKU
A7 74x105
IIpunoxenue 5
Oopasen opopmiieHNs MPe3eHTANNH
1. Tlepsslii cnaiin:

Tema nuH()OPMAITMOHHOTO COOOIICHHS (MJIM HHOTO BU/IA 3a/IaHNUS):

[Moarorosmn: ®.1N.0. obyuaromierocs, Kypc, Tpyria, CleluaIbHOCTh

PykoBogutens: @.1.0. npenogaBarens

Bropoii cnaiin

IInan:
1.

2.

3.

Tperuii crmai, 4eTBEPTHIM CIAUT U T. .

JIakOHMYHO pacKpbIBaeT cojep)kaHue MHPOpMalUi, MOXKHO BKIIIOYAaTh PUCYHKH, aB-
TOQUrypbl, rpaQUKHU, AUarpaMMbl, TaOJIULBI U JpyTrue cocoObl 0ToOpakeHus! UHpopMauu

4.

IMocnenuuii ciaiing

Jluteparypa:







