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1. degnepanbHBI TOCYZapCTBEHHBIH CTaHAAPT BhICHIETO OOpa3oBaHUs — OakalaBpHaT IO HAMPABJICHHUIO
noarotoBku 38.03.02 «Menemxment» (IIpukas MwuHUCTEpCTBA HAyKW W BBICHIETO 00pa3oBaHU
Poccutiickoit ®eneparum ot 12 aBrycta 2020 roga Ne 970, 3apeructpupoBaH MUHUCTEPCTBOM IOCTUIIAN
Poccuiickoit @eneparmm 25 aBrycra 2020 r. Ne59449).coctaBneHa Ha OCHOBaHWH y4YeOHOTO IUIaHA:
MeHeKMEHT HalpaBIeHHOCTh «MEHEIKMEHT B MPOMBIIIICHHOCTH» lIpodeccnoHanbHBI CcTaHAapT
08.008 «Cneuumanuct no (UHAHCOBOMY KOHCYNbTHpOBaHHIO» (mprka3 Nel67H MuHucTepcTBa Tpyna u
connanbHoil 3amuTel Poccuiickoit @enepannn ot 19 mapra 2015 r.); IIpodeccrmoHanbHBIA cTaHIAPT
08.037 «buznec-aHanuTuk» (mpuka3z Ne 821 MuHMCcTEpCTBa TpyAa U COIMAIBHOMN 3amMThl Poccuiickoi
Oenepanun ot 22.11.2023 r.), [Ipodeccuonanpusiii cranmapt 40.049 «CrnennanucTt mo JOTUCTUKE Ha
TpaHcropte» (mpuka3 Nel16H MuHHCcTepCcTBa Tpyda U colanbHOM 3ammTel Poccuiickoit @eneparyu ot 8
ceHTs0ps 2014 1.);

Pabouas mporpamma ogoOpeHa Ha 3acefaHnuu Kadeapbl DKOHOMUKU
[Tporokon ot 28.05.2024 r. Ne10

U.0. 3aBeYIOIIEro Kadenpoi: KaHAuIaT nearorndeckux Hayk, nouent ®népos O.B.
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1. lleab ocBOEHHS IMCUUILIHHBI
Henp AMCHUNJIMHBI. CO3/IaHUE Yy CTYJIEHTOB KOMIUIEKCA 3HAHHM O BUIAaX YIPaBICHUYECKHX
JOKYMEHTOB, TIpaBWJIaX WX CoO37aHWs U OQOPMIICHHS, O COBPEMEHHOW OpraHU3aIuH
JIEJIONPOU3BOJICTBA HA MPEITPUATHSIX.
3agaum y4eOHO JUCHUNIHHBI:
— TPUBUTH HABBIKU Pa3pabOTKH pa3IUYHbIX (OPM yIpaBIeHUECKUX JOKYMEHTOB,
— TpPUBUTH HABBIKM HCMOJIb30BAaHUS O(PUIIMATIBHO-ACTIOBOTO CTWJIS TMPU COCTAaBICHUHU
yIpaBICHYECKUX JOKYMEHTOB,
—  HAYYHTh COCTABIATH YHU(PUIIMPOBAHHBIC (DOPMBI YITPABICHYECKON TOKYMEHTAIIUH,
—  O3HAKOMHTBH CO CTPYKTYpOH M (PYHKIHSIMH JEIONPOU3BOJICTBEHHBIX MOAPA3ICICHUN Ha
NPEANPUSITUSIX,
—  O3HAKOMMWTH C METOJaMH pabOThI C yIpaBIeHUECKON JOKYMEHTAUEH Ha PEIPUSITUSX,
— JaTh MpEICTaBIEHWE O TEHICHIUSAX pPAa3BUTHS COBPEMEHHOIO JIEIONPOU3BOJICTBA,
METO/IaX €ro COBEPIICHCTBOBAHUS.
— O3HaKOMHUTb C  COJEpKaHUEM  CIEeUMaJbHOW  JHUTepaTypsl MO  mpoliemMam
JIEIONPOU3BO/ICTBA U IOKYMEHTUPOBAHUS YIPABIEHYECKOU JEATEIbHOCTH.

2. MecTO JTUCUMIVIMHBI B CTPYKTYpPe 00pa30BaTeIbHONH MPOrPaMMbl
Hucnunmuaa otHocuTcst K 0sioky B1.B.10 o6pa3oBaTensHOM mporpamMmsl, GOpMHPYEMOit
YYaCTHUKaMHU 00pa30BaTEeIbHBIX OTHOIICHHH.
Jlis OCBOEHHMSI TUCHUIUIMHBI HEOOXOAMMBI 3HAHUS, YMEHUS U HABBIKU, NOJyYeHHBIE B
XO0JIe OCBOEHUS CIEeIYIOIUX JUCHUIUINH: «PyCCKUil A3BIK U KyIbTypa peun», «IIpaBo».
OcBoeHME JUCHUIUIMHBI HEOOXOAMMO MJis CIEAYIOIUX JUCUUIUIMH: TPOU3BOJICTBEHHAs
NpaKkTUKa (MPeIUIIOMHAs ), BBITYCKHAas KBaTM(UKAIIMOHHAas paboTa.

JucnunimHa n3ydaeTcs Ha 3 Kypce, B 5 cemectpe.

3. IlepevyeHb MVIAHMPYEMbIX pe3yJbTATOB 00y4eHHUs 10 AUCHHUILINHE, COOTHECEHHBIX
¢ IVIAHMPYEMbIMH pe3yJbTATAMM 0CBOCHHUsI 00pa30BaTeIbHON MPOrpaMMbl

B pesynbrate OCBOEHMs AUCLUIUIMHBI OOYy4aroIIMHCS JOJDKEH NPOJIEMOHCTPUPOBAThH
CJIEYIOIINE PE3YIbTAThI:

KoMmeTenmus HNuaukaropsl Ilepeyenb MIaHUPYEMBbIX Pe3yJIbTATOB
00y4eHHs MO TUCIUILINHE
B pesynprare OCBOCHHS UCIUTUTMHBI
00yJaronuics JOJKEH:
3namo:
- OCHOBHBIC HOPMATHUBHO NPABOBHIC aKTHI B
[TK-2. Cnocoben Oynymeit  mpodeccroHanbHOU  cdepe;
MIPOBOJIUTH UITIK-2.3. cienuPuKy  3aKIIOYCHHS]  Pa3IMYHBIX
CaMOCTOSITENIbHBIN Ocywecmensem JIOTOBOPOB U C/EJIOK;
TIOWCK U OOKYMEHMAYUOHHOE - OCHOBHBIC TIOJOXKCHHUS, TPHHIUIIHI,
NPUBJICUEHHE HOBBIX | CONpOBOdHCOeHUE u | cTaHOApTBl W CHCTEMBI B  00JIaCTH
KJIUCHTOB, ogopmaenue 002060pos | TOKYMEHTAITMOHHOTO obecrieueHus
OLICHUBATh PHCKH, Ha npeoocmasienue | ynpaBleHHs B OpraHU3allUY;
TIO/IITMCHIBATh PA3HBIX 8UOO8 YCIIYe Ymems:
JIOKYMEHTHI O - PUMEHSITh Ha MPaKTUKE
COTPYAHUYECTBE 3aKOHOJATEIbHBIC  aKThl;  NPUHUMATh
NPaBOBBIC  PCIUICHUS;,  YCTAHABJIMBATH
(GaKkThl  MpaBOHAPYIICHHH; ONPEICIATh
MEpbl ~ OTBETCTBEHHOCTH  BHHOBHBIX;
NPUHUMATh  HEOOXOIUMBIE  MEphl K




BOCCTAHOBJICHUIO HAPYILIEHHBIX MPAB.
Bnanets:

- CYIIHOCTBIO CUCTEMBI JICJIONPOU3BOACTBA
- TEXHOJIOTHEH, TIPUMEHSIEMYIO IIPU
OopraHu3aIu padoThl ¢ JOKYMEHTaMH Ha

IIK-3. Cniocoben
0hOopMITATH
JOKYMCHTBI U
KOHCYJIbTUPOBATH 110
BOIIpPOCaM
odopmIIeHUS
JIOKYMCHTOB,
HEOOXOOUMBIX IS
OpraHu3aIuy u
yIIpaBICHUS
OuszHecoM

HIIK-3.1.
Cucmemamusupyem
¢unamncosyio u
IOPUOULECK)IO
unghopmayuro.

UIIK-3.2. Ilposepsiem
npasuIbHOCMb
3anonHenus
O0OKYMEeHMOo8

UIIK-3.3. Pasvacusem
U KoHCynibmupyem 8

pamkax ceoetl
KOMnemenyuu no
¢unancosvim u
OPUOUYEeCKUM
0OKyMeHmam

HNpEeaIPUATHAX

3HaTh:

3aKOHOOATCIIBHBIC nu HOpMaTI/IBHBIe
MIpaBOBbIE aKTHI u HOPMAaTHBHO-
MCETOAUYCCKUEC MaTepI/Ia.HBI 110
JIOKYMEHTHPOBAHUIO yIpaBJICHYECKOU
JIEeATENbHOCTH; CTPYKTYpPY HOOKYMEHTa,
KPUTEPUU U TIPUHIMIBI  OMpPEIeICHUs

HAay4YHOUCTOPUYECKUN U IIPAKTUYECKOU
LIEHHOCTHU JOKYMEHTOB;

YMmers:  0QOpPMIATH  JTOKYMEHTHl B
COOTBETCTBUU C TpeOOBaHUAMHU
HOPMAaTHBHBIX aKTOB M TOCYIApCTBEHHBIX
CTaHJapTOB; UCTIO0JIb30BATh

yHU(UIIHPOBAHHBIE (DOPMBI JTOKYMEHTOB;
CO3aBaTb YIHIPABJICHYCCKUC JOKYMCHTHI,
pa3pabaTheiBaTh MIA0JIOHBI JTOKYMEHTOB C

UCIIOJIb30BaHUEM HOBBIX
MH(POPMALIMOHHBIX TEXHOJIOTUH;
OPUMEHATh  KPUTEPUM W IPUHLHUIIBI

onpeseNieHus] Hay4YHOHCTOPUYECKUH U
MPaKTUYECKOU IEHHOCTU TOKYMEHTOB;

Brnaners: HABBIKAMU MPUMECHCHHUS
TpeOOBaHUI  HOPMAaTUBHBIX AaKTOB U
rOCyIapCTBEHHBIX CTaH/IapTOB npu
COCTaBJICHUH U OPOPMIICHUU JTOKYMEHTOB;
HaBbIKaMU pa3paboTku
YHU(UIIMPOBAHHBIX (OPM JTOKYMEHTOB H
Tabens ¢GopM JOKYMEHTOB; HaBbIKAMH
WCIIOJIb30BaHUsI HOBBIX MH(OPMAIIMOHHBIX
TEXHOJIOTUH npu CO3JaHUuU
yIpaBIECHYECKUX JOKYMEHTOB, Pa3padoTKe
mabJIOHOB  JTOKYMEHTOB; CIOCOOHOCTHIO
COBEpIIICHCTBOBATh  JIOKYMEHTAIIHOHHOE
obecrieueHne yrnpaBicHUs

4. O0BbeM IUCHMILIHHBI
aKaJeMHYeCKHX 4YacoB,

00y4YarIIHuXCs

O6mas TpymoeMKocTh (00bEeM) AUCIUIUIMHBI COCTAaBISET 3 3aueTHbIX eauHul, 108
aKaJeEMHYECKUX Yaca.
Ha y4eOHble 3aHATHA JIGKIIMOHHOTO THIA OTBOJMTCS MO O4YHO-3a04HOU (opme 10 wacos,

1o 3a04HoM - 10

B 3a4YeTHBIX eIMHUIAX ¢ YKa3aHHMeM KoOJIU4YecTBa
BbIICJICHHBIX HAa KOHTAKTHYI padoTry o00y4arluuxcs
npenogasarejeM (Mo BHAAM Y4YeOHBIX 3aHATHH) W HAa CaMOCTOSITEJIbLHYH PpadoTy




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. Coaepxanue IUCHUIJIMHBI, CTPYKTYPHMPOBAaHHOe MmO TeMaMm (pa3genam) ¢
YKa3aHHEM OTBeJIC€HHOI0 HAa HMX KOJHMYEeCTBA aKaJAeMHMYEeCKHX YaCOB M BHAOB Y4eOHBIX
3aHATHH

5.1. TemaTuueckune pasiesibl JMCHUILIMHBI 1 KOMIIETEHIIMH, KOTOpPbIe (popMupyroTCst

NPH UX U3YYEeHUHU

Ne HauMenoBanue Conep:xanue pasaena Kon
n/n pasaena ¢popmupye
U CIUIIIINHBI MO
KOMIIETEeHI]
10
1 Tema 1. Henp, 3amaum, mpenmer, oObekT wusyuenus | [1K-2
Heau u 3agaun U CITATIIINHEI. I'oCT P 6.30-2003
H3y4eHUst «YHU(DUIUPOBAHHBIE CUCTEMBl  JOKYMEHTAI[UH.
AUCHUILIHHBI. YHudunupoBanHas cucTeMa OpraHHU3allOHHO-
3akoHOIaTeIbHOE | PACTIOPSAAUTEIBHON TOKyMEHTaluu. TpeboBaHus K
U HOPMATHBHO- 0 OPMIIEHHUIO TOKYMEHTOBY.
MeTOAN4ecKoe CoctaB HOpPMATHBHO-METOJIUYECKOW  Oa3bl
peryJupoBaHmue, JEJIONPOU3BOJICTBA. 3aKOHOIATENbHbBIE aKThl PO B
A0Y chepe uHpopMauu u JIOKYMEHTAI[UH.
HopmatuBHble 1paBoBble aKThl (heaepaabHBIX
OpraHoB HCTIOJTHUTEIILHOMN BIIACTH,
perJamMeHTHpyolne BOIIPOCHI
JOKYMEHTAI[MOHHOTO obecrieueHusl.
l'ocynapcTBeHHble CTaHIAPTHl HA JOKYMEHTAIUIO.
YHuUIUpPOBaHHBIC CHCTEMBI JOKYMEHTAIUH.
2 Tema 2. Enunbie TpeboBaHus K O11aHKaM TOKYMEHTOB. [1K-2
OcHoBHBIE Bunst 6nankos, [paBuna opopmienus
TpeGOBaHUsA K JOKYMEHTOB IPHU UCTIOJIb30BaHUU TEXHUYECKUX
0(popMJICHUIO cpenctB. CocTaB pekBU3UTOB JOKyMeHTOB OP/I.
yHpaBJeHYecKUX [IpaBuia opopmiieHHs PEKBU3UTOB 3ar0JI0BOYHOM
(OpraHm3anMoOHHO- | YacTHU JOKYMEHTA: yIJIoBoe, poaosibHoe. Ko
pacnopsiIMTeIbHBIX | OpraHU3aIUH - aBTOpa JoKyMeHTa. OCHOBHOM
) rOCYAapCTBEHHBIN PErUCTPALIMOHHBINA HOMED
JOKYMEHTOB. opuandeckoro iuia. HanmenoBanue opranusaiuu
- aBTOpa JOKyMeHTa. Ha3BaHue Buaa JOKyMEHTA.
JlaTta nokyMmeHTa. PeructpaiimoHHbIi HOMEP
JOKyMeHTa. MeCTO COCTaBJICHUS WU U3IaHUS
JOKYMEHTa, TpeOOBaHUs K TEKCTaM JOKYMEHTOB.
CoxkpallleHHbIE €I0Ba. 3aroJIOBOK K TEKCTY
nokyMeHTa. OTMeTKa 0 HATMYUH MPHIIOKESHHUS.
[Toanucanue M yTBEPKIACHUE TOKYMEHTOB.
CornacoBanue TOKyMeHTOB. OTTUCK IT€UYaTH.
BusupoBanue nokymeHToB. OTMETKA Ha
JOKYMEHTE: OTMETKa O MOCTYIJICHUH IOKYMEHTa B
OpTraHU3aIHIo, PE30TIOIHS, OTMETKA O KOHTPOJIE,
OTMETKA O 3aBEPEHHUU KOIUU JOKYMEHTA.




Nnentrudukarop 37€KTPOHHOM KOIHH TOKYMEHTA.
Otmetka 06 ucnionaurene. OTMerka 06
VCIIOJIHEHUH TOKYMEHTA U HalpaBJICHUU

Tema 3.
Oprann3anuoHHoO-
pacnopsiiMTeIbHbIE
JAOKYMEHTBI, UX
COCTaBJICHHE U
oopMIIeHHE.
JlenoBas u
KOMMepuecKast
nepenuckKa

Opranu3annonHas JokymenTanus. Ooume
TpeOOBaHUs K OpPraHU3aMOHHBIM TIOKYMEHTAM.
VYceras npeqnpusatus. J0omKHOCTHASE MHCTPYKLIMS.
[Tonoxenue. llItatHoe pacniucanue. CTpykTypa u
mTaTHast YUCIEHHOCTh. CTPYKTypa U UX
conepxanue. [Ipapmna ux opopmienus. Cocras
00513aTENIbHBIX PEKBU3UTOB U TPEOOBAHUS K
odopmiienuto. Llenb 3TuX 10OKyMEHTOB, MOPSIIOK
W3/IaHMS], YTBEPKACHUS U PETUCTPALIH.

PacnopsautenbHble JOKYMEHTHI Kak OJHA U3
(hopM HCTIOTHUTETHHO-PACTIOPSIUTETEHON
JEATEeIIbHOCTU OpraHu3alnil, yupeKaeHUMH,
npeanpustuil. [Ipukassl, ux Bunsl. [Ipasuna
opopmiienrs. OcOOEHHOCTH COCTABICHUS MTPUKA30B
110 OCHOBHOH AESITEIbHOCTU U MPUKA30B 110
JUYHOMY cocTaBy. OCOOEHHOCTH B COCTAaBICHUU
3aroJOBKOB M (POPMYITUPOBOK KOHCTATUPYIOIIECH
yacTu. PacnopsannrenpHas 4acTh - cxema
IIOCTPOEHHUs. BpInucka u3 npukasa, €€ Ha3HauUCHUE
1 TIpaBuia opopMIICHUS.

[TonroroBka, opopmieHue ykazanuid u
pacniopsbkeHnil. CTaauu NOATOTOBKHU MPOEKTa
pacnopsAMTENLHOrO ToKyMeHTa. [IpaBuna ero
BU3UPOBAHUS, NOANMUCAHUS U peructpanuu. Cpoku
WCIIOJTHEHUS ¥ BpeMs JJOBeIeHUsI HH(GOpMAIIUHU 10
KOHKPETHBIX UCIIOJIHUTENIEH.

NudopmannonHO-ClIpaBOYHbBIE JOKYMEHTHI.
Haznauenue u cocraB HHQOpPMAIIIOHHO-
CIPaBOYHBIX TIOKYMEHTOB. CripaBka. PekBU3UTHI
CIPaBOK, BUJIbI CIIPABOK, IPAaBHJIa HAITHUCAHMUS.

Jloknmamnele 3anucku. Llens ToKIagHbIX
3amuCcoK, mpaBmita oopmiieHuss. OObSICHUTEIbHBIC
3anucku. L{enb 0ObsICHUTENBHBIX 3aITUCOK, ITPaBUIIa
odopmiienus. CiyxeOHasl 3aiCKa, €€ Ha3HAYCHHE.

AkTbl. CxeMa cocTaBieHUs akTa. PEKBU3UTEI
akta. CocraBHble yacTH akta. [lopsinok
MTOATMCAHUS U YTBEPKIACHUS.

[IpoTtokon. TpeboBaHus K COCTABICHUIO U
0o OpMIIEHHIO TPOTOKOJIOB. PEKBU3UTHI, COCTaBHBIE
yacTH. Bupl MpOTOKOJIOB: MOIHBIE, KPATKHE,
COKpallleHHbIe. [[oBeieHne pereHui
(MOCTaHOBIIEHUI) O UCTIOTHUTENCH.

JlenoBoe MUChbMO B YCIOBHSIX YHU(DHUKAIIUH.
OdunmanbHOE MUCHMO KaK CPEJCTBO CBSI3U
NPEINPUSITHI, OpraHU3aLNMI, YUPEKIACHUN C
BHEIIHUM MHpoM. CTpykTypa nucbma. OCHOBHBIE
TpeOoBaHus K TeKcTy. PekoMeHgarum mno
noctpoenuio ¢pas. [Ipasuia ohopminenus
JIEJIOBOTO NMHUChMA.

[1K-2




[Tonsitue 6;1anka muceMa. CTaHIApPTHI HA
(bopMyIsapei-06pa3iibl. PEKBU3HUTHI EChMa U
npaBuiia ux opopmiieHus. OTaeabHbIE BUIBI
nuceM: HH(POPMAIIMOHHOE, OJIar01apCTBEHHOE,
MMACbMO-U3BENICHUE, MMCHhMO-3aIIPOC, TUCHMO-
TpeboBaHue, MICbMO-0TBET U p. CocTaBneHue
TEKCTOB CITY)KECOHBIX TTHCEM.

4 Tema 4. 3HaueHue KaJpoBbIX JOKyMeHTOB. CocTaB U [K-3
Kanposas BUJIbI IOKYMEHTAILIUHU 110 JINYHOMY COCTaBY.
JOKYMEHTal s [IpaBuia ux cocraBiaeHus. Y HUDUIIUPOBAHHbIE
Opranun3anus ¢dbopmbl tokymeHToB. [Ipuka3. Opopmienue
padoTsbI ¢ | mpuema Ha padory. [lepeBoxa Ha 1pyryio padboTy.
AOKYMEHTaMH IIpenocraBienue oTmycka. Y BOJIbHEHHE C pabOTHI.

JInunoe 3asBnenue. Xapakrepucrtuka. CocTaBHbIE
YaCTH XapaKTePUCTUKH, NTpaBHiIa 0()OPMIICHUS.

[Topsiok ABMKEHHS TOKYMEHTOB B
opranuzaiuu. [Touatue TokymMeHTOo000pOTa U €ro
OCHOBHBIE 3Tanbl. O0paboTKa TOKYMEHTOB,
MOCTYMaUMX B opranu3anuio. [lpeasapurensHoe
paccMOTpeHHe JOKYMEHTOB B CIIyk0e
JOKYMEHTAIMOHHOTO 00eCTIeUeHHs yIIpaBJICHUS.

Perucrpanus u nHaeKkcanus 10KyMEHTOB.

KonTpoJib 3a ucnonuenrem JoKkyMeHTOB. Cpoku
UCTIOJHEHUS TOKyMeHTOB. Opranuzanus
palMOHAIBHOIO ABUKEHHSI JOKYMEHTOB BHYTpHU
npennpusaTas. O0paboTKa UCTIOTHEHHBIX U
OTIIPABISIEMBIX JOKYMEHTOB.

HcnonHenue TOKyMEHTOB. AHAIU3 CTPYKTYPBI
JOKYMEHTO000poTa. MeTo/bl yueTa U COKpaIleHus
JTOKYMEHTO000pOTa. YUeT KOJMYeCTBa U Ka4ecTBa
JOKYMEHTOB opraHu3anuu. CokpaiieHue oobema
JTOKYMEHTO000pOTa.

5 Tema S. Opranuzanus 3KCepTH3bl IEHHOCTH JoKyMeHToB. | ITK-3
OO6mwme TpedoBaHUS K CHCTEMAaTH3aIlUN
nokymeHToB, Homenknatypa aen. CocraBiieHue
3aroyioBKOB Aesl. OCHOBHBIE MpaBuia
dbopmupoBanus fen, OnepaTuBHOE XpaHEHHE
JOKYMEHTOB U JIe.

[ToarotoBka Jen kK apXMBHOMY XPAHEHHUIO.
CocrapieHre BHYTPEHHEN OMUCH TOKYMEHTOB U
3aBepuTeNbHOU Haanucu. CocTaBieHue u
odpopmienue onuceit aen. [lepenaya gen B apxus.

Cucremaruzanus
JOKYMEHTOB M
dopmupoBanmue geJr.
OmnepaTuBHoe
XpaHeHuUe
JOKYMEHTOB H JIeJI.

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



TpynoeMKocTh B Hacax DopmbI
PY p
Ha KOHTaKTHYIO Texymero
Ne paboTy 1o BugaM KOHTpO.IS €
. Ka3aHueM
ceM HanMeHoBaHHe Beero | YUEOHBIX 3aHATHI dopmbI 6);1.11.1103 (pu
ecT | pasjesa AMCHHILIMHBL | (Bkj Ha CPC P
a : CPC HCIO0JIB30BAaH
P CPC) 1 3 13 HH 0AJJIbHOM
CHCTEMBI
OLlEeHUBaHMS1)
1 |Tema 1.
Llenu u 3agaun
W3YYCHHS TUCITUTUIAHBI. Pedepupo Omnpoc,
3aKoHOaTEeNbHOE 20 2 2 16 BaHHC peuienue
" HOPMATHBHO- TUTEpaTy | HHAUBUIYAIb
METOIUYECKOE pHI HEIX 3aIaHUU
perynupoBanue, JJOY.
2 |Tema?2.
OcHoBHBIE TPeOOBaHUS K Pedepupo Ornoc
o(hOpMIICHUIO BaHHE poc,
pelnieHue
YIPaBIICHUECKUX 22 2 4 16 | nutepary
WHIUBHUTyaJTh
(opraHu3aIoHHO- pBL N
HBIX 3a1aHHM.
pacropsiIMTEIbHBIX)
JIOKYMEHTOB.
3 |Tema 3.
Opranu3airioHHO-
P " Pedepupo
pacropsiiuTeIbHbIC A
CuTyarmoHHbI
JIOKYMCHTBI, MX 22 2 4 16 | nmurepary ya
COCTaBJICHUE 1 P W aHaIU3.
otdopmnenue. Jlenosas u ‘
KOMMepYecKast
nepenucKa
4 |Tema 4.
Kaaposas Pedepupo Ompoc,
BaHHC CIICHUE
JIOKYMEHTAIUS 20 2 4 14 P
JTuTepaTy | MHIUBHIYalb
Opranmsanus paboOThl C .
pBI HBIX 3a/IaHHH
JTOKYyMEHTaMU
5 |Tewmas.
CucreMaru3anus Pedepupo Ompoc,
JIOKYMEHTOB o 20 2 2 16 BaHHE pernieHue
¢dbopmupoBaHue Telt. JuTepary | MHAUBHIYyallb
OnepatuBHOE XpaHEHHE pBI HBIX 33JITaHUH
JIOKYMEHTOB H JIeI.
3auer 4
HUTOI'O:| 108 10 16 78




yCIeBaeMOCTH JJIs132049HOM GopMbI 00yUeHMsI

5.3. Pa3nenbl AUCHUILINHBI, BUABI YUYeOHBIX 3aHATHI U (DOPMBI TeKylIero KOHTPOJIS

TpyroeMkocTh B yacax DopMbI
Ha KOHTaKTHYIO Texymero
Ne paboTy 1o BugaM KOHTpO.IS €
o Ka3aHUeM
ceM HanMeHoBaHHe Beero | YUEOHBIX 3aHATHI dopmbI 6);1.11.1103 (pu
ecT | pa3jesa AMCHHILIMHBL | (Bkj Ha CPC P
a : CPC HCIO0JIL30BAaH
P CPC) 1 3 13 HH 0aJJIbHOM
CHCTEMBI
OLlEeHUBaHMS1)
1 |Tema 1.
Llenu u 3agaun
W3YYCHUS TUCIIUILIHHEI. Pedepupo Omnpoc,
3aKoHOaTEeNbHOE 20 1 1 18 BaHHE peuienue
" HOPMATHBHO- TUTEpaTy | HHAUBUIYaIIb
METOOHUYCCKOC PhbI HBIX 3aJaHUU
perynupoBanue, JJOVY.
2 |Tema?2.
OcHoBHBIE TPeOOBaHUS K Pedepupo Ompoc
odopmIIERHIO BaHHE ’
eIICHUE
YIpPaBICHUECKUX 22 1 1 20 | nmutepaty P
WH/IUBUTyaTb
(opraHu3aIoOHHO- pBL N
HBIX 3aJJaHUH.
pacropsiIMTEIbHBIX)
JOKYMEHTOB.
3 |Tema 3.
Opranu3airioHHO-
P " Pedepupo
pacropsiUTebHBIC A
CuTyarmoHHbI
JIOKYMCHTBI, X 22 1 1 20 | nurepary | . yat
COCTaBJICHUE U pbi i aHanu3.
otdopmnenue. Jlenosas u ‘
KOMMep4ecKast
Mepenucka
4 |Tema4.
Kanposas Pedepupo Ompoc,
a
JTOKYMEHTAIHS 20 1 1 18 BaHUE pelnieHue
JUTEpaTy | WHAWBUIYANb
Opranmsanus paboOThl C .
pBI HBIX 3aJ[aHUI
JOKYMEHTaMHU
5 |Temas.
CucreMaru3anus Pedepupo Ompoc,
JIOKYMEHTOB o 20 2 18 BaHHC pelieHue
¢dbopmupoBaHue Telt. quTepary | HHAUBHIYyallb
OnepatuBHOE XpaHEHHE pBI HBIX 33JITaHUH
JIOKYMEHTOB H JIeI.
3auer 4
HUTOI'O:| 108 4 6 94




6. YdeOHO-MeTOaAMYECKOE OOecledeHHe CAMOCTOSATEIbHOM PadoThl 00y4aOIIMXCS 110

AUCHUILINHE
Ne HaumenoBanme pa3jaena Conep:xanue CPC KonTpoan
AMCHMUILINHBI
1 | lenu u 3amaun u3ydeHus paboTa ¢ IPONICHHBIM [IpoBepka KOHCIIEKTOB
JTUCHUTITUHBL. MaTepuaioM M0 KOHCIIEKTaM
3aKOHOIATEIBHOE JEeKIUHA U y4eOHUKY
u HOPMaTUBHO-
METOANYECKOE

peryinupoanue, JIOY.

2 | OcHOBHBIE TPEOOBAHUS K

paboTa ¢ mpoiiIeHHBIM

IIpoBepka KOHCIIEKTOB

ohopmIIeHUIO MaTepUajIoM MO0 KOHCIIEKTaM
YIIPaBJIEHYECKUX TEKUUN U y4eOHUKY
(opraHu3aIoHHO-
pacropsIMTEIbHBIX )
JIOKyMEHTOB.
3 | Opranu3aiioHHO- paboTa ¢ MpoiiIeHHBIM [TpoBepka KOHCIIEKTOB
pacnopsAuTeIbHbIE MaTepUajIoM MO KOHCTIEKTaM

AOKYMCHTBI, X COCTABJICHUC U
opopmienue. [lenoBas u
KOMMEpUecKas IepenucKa

JeKIUHA U y4eOHUKY

4 Kanposas JIOKYMEHTAITHS
Opranmsanuss  paboTel ¢
IOKyMEHTaMHU

paboTa ¢ IpOICHHBIM
MaTepUaIoM MO KOHCIIEKTaM
JIEKIUI ¥ YIeOHUKY

[IpoBepka KOHCIIEKTOB

5 | Cucremaruzanus
JTOKYMEHTOB "
¢dbopmupoBaHue bS8
OneparuBHOE XpaHEHHE
JIOKYMEHTOB H JIeJ.

paboTa ¢ mpoiiIeHHBIM
MaTepruayoM IO KOHCIEKTaM
JeKIUHA 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 IHoka3aTenu Kpurepun n mkaja oneHuBaHUs Ilepeyenn
KOMIIETeHI] | JOCTH:KeHHUS OlIEHOYH

un pe3yJabTaToB bIX

o0yueHust CpeacTB
3auTeHo He3auTeHo

I1K-2 nokazaresneM | OTBETHI HA TOCTABJICHHBIE Marepuain uznaraercs | TecTol

ee BOIIPOCHI U3JIAral0TCs HerocnenoBarenbHo, | [IpakTuue
(hOpMHUPOBAHH | CHCTEMATH3UPOBAHO H CcOMBYMBO, HE CKHE
s CIIYIKUT IIOCJICA0OBATCIIBHO. MMPCACTaBJIACT 3aJa4n




crocoOHOCTh | Marepuan uznaraercs onpeaeIeHHON

IIPOBOJIUTH YBEPEHHO. CUCTEMBI 3HaHUM I10
camocTosTens | JIeMOHCTpUPYETCS yMEHHE | JUCLIMILINHE.

HBIM IIOMCK U | QaHAIM3UPOBATh MaTepuall, HNmerorcs 3ameTHBIE
IIPUBJICYEHUE | OJHAKO HE BCE BBIBOJBI HapYyIICHUs HOPM
HOBBIX HOCST apr'yMEHTUPOBAHHBIM | JIMTEPATYPHOU PEUH.
KIJINEHTOB, U JI0KA3aTEIIbHBIM XapaKTep.

noxnuceBaTh | CoOroat0TCss HOPMBI
JTOKYMEHTBI O | IUTEPATYPHOM PEUH.
COTPYIHHUYECT
¢, 3HAHHe
JOKYMEHTO00
opoTa
OpraHu3aLuu.

8. JIaGopaTopHBIii MPAKTHKYM - HE IPETYCMOTPEHO

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 TOKYMEHTAIUH. 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

(opraHM3alMOHHO-PACTIOPAANTEIbHBIX) TOKYMEHTOBY.

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
PETHCTPAIIOHHBI HOMEp IOPUAMYECKOTo Iuia. HanMeHoBaHWE OpraHU3alud -
aBTOpa JIOKyMEHTA.

3. HazBanue Buna nokymenra. /lata mokymenTa. PerucrpanmoHHslii HOoMep TOKyMEHTA.
MecTo cocTaBieHHs WIH H3IaHUS JOKYMEHTa, TPeOOBAaHMS K TEKCTaM JIOKYMEHTOB.
CokpanieHHble CJI0Ba. 3arojoBOK K TEKCTy JoKyMeHTa. OTMETKa O HaJIMYhHA
MPUIIOKEHUS.

4. llognucanue M yTBEpXkAEHHE AOKyMeHTOB. CoryiacoBaHue TOKYMEHTOB. OTTHCK
MeYaTu.

5. BuzupoBanue nokymeHTOB. OTMETKa Ha JOKYMEHTE: OTMETKa O TIOCTYIJICHUN
JIOKYMEHTA B OpraHu3aluio, Pe30JIIOIus, OTMETKA O KOHTPOJIE, OTMETKA O 3aBEPEHUU
KOIUU JIOKYMEHTA.

6. HWnentuduxatop SIAEKTPOHHOW KOmWUU JOKyMeHTa. OTMeTKka 00 HCIOJHHTEE.
OtmeTKa 00 UCTIOTHEHUH JOKYMEHTA M HAalPaBICHUH

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(pHUIEHITHATbHAS JOKYMEHTAIHS;
- TOKyMEHTalUs 0 0OpalieHUsIM IpakIaH.

Cemunap Ne3.
Tema: «Opranu3auMOHHO-PACIOPSIAUTEIbHbIE

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



Bonpocet memuoi:
OpranuzanvonHass  JnokymeHrtanus. OOmme TpeOoBaHUS K  OpraHU3ALMOHHBIM
JOKyMeHTaM. YcraB npeanpuarus. JJomskHoctHas uHerpykuus. Ilomoxenue. IltatHoe
pacniucanne. CTpykTypa M IITaTHash YHUCIEHHOCTb. CTpPyKTypa M HX COJEpKaHHE.
[IpaBuna wux odopmienus. CocraB o00s3aTEIBHBIX PEKBU3UTOB W TPEOOBaHHUS K
odopmiieHnto. Llenb 3TUX TOKyMEHTOB, MOPSIOK U3/IaHusI, YTBEPIKICHUS U PETHUCTPAIUH.
PacnopsimuTenbHble TOKYMEHTHI KaK oJlHa U3 (JOPM HCIIOJHUTEIBHO-PACTIOPAIUTEIBHOM
JEATEIIbHOCTH OpTraHu3alui, yuypexaeHuid, npeanpustui. [Ipukassl, ux Bunel. [IpaBuia
opopmiieHns. OCOOCHHOCTH COCTaBJICHHSI TPUKA30B TIO OCHOBHOW JEATEIBHOCTH U
IPUKA30B MO JHUYHOMY cocTaBy. OCOOEHHOCTH B COCTaBJICHHHM 3arojoBKOB U
bopMyIUPOBOK KOHCTAaTUpYIOLIeH yacTu. PacniopsinurenbHas 4acTh - cXema MOCTPOSHUSI.
Brimucka u3 npukasa, ee Ha3HauUCHUE U MpaBuiIa 0QOPMIICHHSL.
[ToaroToBka, odopmieHue ykazaHuid ¥ pacnopspkeHuil. CTaauu MOATOTOBKH MPOEKTa
pacnopsiAMTeNIbHOrO0  ToKymeHTa. llpaBuna ero BH3UpOBaHMS, TNOINUCAHHUS U
peructpanuu. CpoKH HCIIOTHEHUS W BpeMs JOBEICHHS WH(POPMAIMU O KOHKPETHBIX
VCITOJTHUTEIIEH.
HNudopmaninoHHO-CipaBoOYHbIE JTOKyMEeHThl. Ha3HaueHue u coctaB MH(MOpMalOHHO-
CIpaBOYHBIX JOKyMEeHTOB. CrnpaBka. PeKBU3UTBHI CIpPaBOK, BHUIbI CIPABOK, MpaBUiIa
HaIlACaHHUs.
Joxmanuele  3anuckd. Lleap  JOKIagHBIX — 3alMCOK, MpaBujia  OQOpPMIICHHUS.
OObsicHuTeNbHBIE 3amUCKU. Lledh OOBSACHUTENBHBIX 3allMCOK, MpaBHiia O(QOPMIICHUS.
CrnyxebHas 3amKCKa, €€ Ha3HaYCHHE.
AxTbl. Cxema cocraBieHusi akta. PexBusuthl akta. CocraBHble yacTu akta. [lopsook
MOAMUCAHUS U YTBEPKIACHUS.
[Iporokon. TpeOGoBaHuWs K COCTaBICHUI0O M OGOPMICHHUIO TMPOTOKOJOB. PEKBHU3UTHI,
COCTaBHbIE 4YaCTH. BuIpl MpOTOKOJIOB: MOJIHBIE, KpaTKHE, COKpalleHHble. JloBeneHue
pernieHnii (TOCTaHOBJICHUH ) 10 HCTIOTHUTEIICH.
JlenoBoe mucbMo B yciioBusAX yHu(uKanuu. OdunuanbHOe MHUCbMO Kak CPelICTBO CBSI3U
NPEANPUATHI, OpraHU3aluil, YYpPEeKJACHUW C BHEHUM MHUpPOM. CTpyKTypa MNHChMA.
OcHoBHBIE TpeOOBaHUS K TEKCTy. PexkomeHmanmmu mo moctpoeHuto ¢pas. [IpaBuna
o opMIIEHHUS JIEIOBOTO MHUCHMA.
[Tonsitue Gmanka nmuceMa. CtaHnaptsl Ha (GopMynspel-oOpa3nbl. PEeKBU3UTHI MUcbMa U
npaBmwia ux  odopmueHus.  OtnenpHBIE  BUABI  NUCeM:  WHGOPMAIMOHHOE,
0JlarojapCTBEHHOE, MUCHMO-M3BEIICHHE, THChMO-3apOC, MUCbMO-TpeOOBaHNE, TUCHMO-
otBeT u Ap. CocTaBlieHNE TEKCTOB CIYKEOHBIX MHCEM.

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. 3naueHue KagpoBbIX JOKYMEHTOB. COCTaB U BUIbI JTOKYMEHTALIMHU IO JINYHOMY COCTaBY.
[IpaBuna wux cocraBieHus. YHuduUIMpoBaHHble (OPMBI  TOKYMEHTOB. [lpukas.
Odopmnenue nmpuema Ha padoty. [lepeBon Ha npyryro padory. [IpegocraBienne oTmycka.
VYBonpHeHHE ¢ paboThl. JluyHoe 3asBineHHe. XapakrtepucTtuka. COCTaBHbIE YacTH
XapaKTepUCTHUKH, MpaBuia 0hOpMIICHHUS.

2. Tlopspok nBUXKEHHS JTOKYMEHTOB B opraHuzanuu. lloHATHe HOKyMEHTO0OOpOTa M €ro

ocHOBHbIe 3Tambl. OOpaboTka JOKYMEHTOB, TOCTYHNAIOIIMX B  OpraHU3alMIo.

[IpenBapuTenbHOe  pacCMOTpPEHHE JOKYMEHTOB B  ClIy)k0e JOKYMEHTAIlMOHHOTO

obecrieueHus yrpaBiacHUsI.

Perucrpanus u nnaekcanus J10KyMEHTOB.

4. KoHTpousb 32 UCTIOTHEHHEM JOKYMEHTOB. CpOKH MCHOJIHEHHs JOKYMEHTOB. Opranusarus
PALMOHATILHOTO IBUKEHHS TOKYMEHTOB BHYTpHU Ipeanpustus. O6paboTka HCIOIHEHHBIX
U OTHPABIIIEMBIX JOKYMEHTOB.

5. HcnonHeHue MOKyMEHTOB. AHaJM3 CTPYKTYPbl JOKYMEHTOOOOpoTa. MeToapl ydera H
COKpAaIlIEHUS] TOKyMEHTOOOOpOoTa. YueT KOJMYecTBa M  KayecTBa JOKYMEHTOB
opranu3zaiun. Cokpaiienue oobeMa J0KyMEHT0000poTa.

w

Bonpocut ona oocyyncoenun:

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

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

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

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

5. TpynoBas KHUXKA: paBHUJIa BeIeHUS U 0POPMIICHHUS.

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

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

Cemunap NeS.
Tema: «CucremaTu3anusi J0KyMeHTOB U (popmMupoBanue aeji. OnepaTuBHoOe XpaHeHHe
AOKYMEHTOB 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. TlonrortoBka nen K apXMBHOMY XpaHeHHI0. CocTaBiIeHrEe BHYTPEHHEH OMKMCH JOKYMEHTOB
U 3aBeputenbHOi Hagmucu. CocraBieHue u opopmieHue onuceit nen. Ilepexpaya nen B
apXuB.

Bonpocwt ona oocyscoenun:

1. Cucremarusanus JOKYMEHTOB.



2. CocraBneHre HOMEHKIATYPHI JeJ: Ha3HaYeHHE, BU/IbI, 0COOEHHOCTH 0(hOpMIICHUSI.
3. ®opMUpOBaHUE /I€T: OCHOBHBIE OTEpaIUU.

4. IlpaBuiia onepaTUBHOIO XpaHEHUs JEII.

3. OdopmieHue Aes U COCTABICHHUE OMHUCEH.

4. Ilopsaiok nepenaun JOKyMEHTOB B apXUB.

ITopsinok oTpadOTKM CTyIeHTAMH NPONYLIEHHBIX 3aAHATHI

HezaBucumo ot IIPUYUHBI OTCYTCTBH HA 3aHATHAX BCC IMPOIMMYHICHHBIC TEMBI JOJIXKHBI

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

10. OneHo4HbIe cpeacTBa A1 NPOMEKYTOYHOMH ATTeCTAUHN

Bonpocsl k 3auery:

1.

IS

B2 oo~

13.

14.
15.
16.
17.

18.
19.
20.

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

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

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-1ipaBoBas 0a3a 1el10nponu3Bo/ICTBA.

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

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

Kommiekc kapoBoil JOKyMEHTAIINH.

O6ume mpaBuia oopMIICHHS IPUKA30B 110 JTUYHOMY COCTaBY.

TpynoBoii 10roBOp: COAECPKAHUE U TTOPSATOK 3aKIIOUECHUS.

OCOOEHHOCTH TOKYMEHTHPOBAHUS ITAlOB TPYIOBOU NEATENBHOCTH PaOOTHHUKA: MPUEM,
NepeBojl, OTIYCK, KOMAaHIUPOBKA, YyBOJbHEHHE, MOOMIPEHUE, IJUCHUILIMHAPHOE
B3BICKAHUE.

[TonsiTve, MPUHLIUIIBI U XapaKTEPUCTUKHU TOKYMEHTOO00pOTA.

OcCHOBHBIE 3TaIlbl JOKYMEHTOO00POTA.

XapakTepucTuka  JOKYMEHTOIIOTOKOB:  BXOZsIIAs,  HCXOAsIIas,  BHYTPEHHSSA
JIOKyMEHTAITHSI.

OcoberHocTH paboTHI C KOH(UIEHIINATBEHON 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 XPaHEHHUS UCTIOTHEHHBIX TOKYMEHTOB.
[TonroroBka JOKYMEHTOB K C/1aye B apXUB. ApXHUBHOE XpaHEHUE TOKYMEHTOB.



28. Poib  TOKyMEHTAllMOHHOTO  OOecreueHHss B  COBEPLICHCTBOBAHMM  YIPABICHHS
HpEATPUATHSIMA

29. VcTopust CTaHOBIIGHUSI W Pa3BUTHs JOKYMEHTAI[MOHHOT'O OOECIICUEHUs! YIpaBJICHUS B
Poccun

30. S3bIK ¥ CTHIIb JEIOBOM JOKYMEHTAIIUU

1. IlepeyeHb OCHOBHOII M JONMOJHHMTENbHOH Y4eOHOW JUTEPATYpPbl, HE00X0AMMOM
AJIsl OCBOEHMS THCIUITHHBI
OcHoBHasi JUuTEepaTypa:

1. Bypmuctpon, A. H. KagpoBoe memonpous3BOACTBO W CTaHAApTU3AIMS Tpyaa ydeOHOe
noco6ue / A. H. Bypmuctpos, 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. T'amueBa, H. B. JlokymeHTanmoHHoe oOecrieueHue ympaBieHus: ydueOnmk / H. B.
INammena, XK. K. I'anmueB. — Mocka: U3patensckuii JJom MUCuC, 2021. — 188 ¢c. —
ISBN 978-5-907227-50-7. — Tekct: snektponusiii // L{udpoBoit oOpazoBaTenbHBIH
pecype IPR SMART: [caiit]. — URL.: https://www.iprbookshop.ru/116986.html

3. Kysuemnoa, W. B. KoHduacHmanpsHoe ACIONPOU3BOACTBO W 3alUIICHHBINA
AJICKTPOHHBIN JIOKYMEHTOO0O0POT: yueOHOe mocooue s 6bakanaBpos / 1. B. Ky3HemoBa,
I'. A. Xauarpssn. — Mocksa: Aii [ITu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-
0588-4. — Texkcr: snextponHbii // Ludposoii odbpazoBatenbublii 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: [caifT]. —
URL: https://www.iprbookshop.ru/115470.html

3. Yepnobaii, H. b. Jlenonpon3BoacTBO B KOMMEPUYECKON IEATEIBHOCTH: yueOHOE TTocoOre
/ H. b. UepnoOaii. — CtaBpomnosb: CekBoiis, 2020. — 71 €. — TeKCT: 31eKTpOHHBIN //
[Mudposoit o0pa3oBaTenbHbBIN pecypce 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

https://minobrnauki.gov.ru/ MuHHCTEPCTBO HAYKH U BBICIIEr0 00pa3oBaHus PD
http://www.aup.ru/library/ DnekrpoHHas OMOIHMOTEKa IKOHOMUYECKON | JACTOBOU JINTEPATyPhI
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http://ecsocman.hse.ru/ Caiit mexayHapogHoro xxypHaia TIpoOiemMbl TEOpHU U PAKTHKH
yIPaBJICHUS

http://www.mevriz.ru/ OdunmanbHblii caidT )xypHaita «MeHemkMeHT B Poccuu 1 3a py6exom»
CrpaBouHast ipaBoBast cuctema «Koucymnprant-ITmrocy - www.consultant.ru

CnpaBouHasi mpaBoBasi cucreMa «["apant» - Www.garant.ru

12. MeToan4yeckue yKa3aHus JJis 00y4alOUIUXCS 10 OCBOEHUIO JUCIUIIIMHBI

N3yuenne y4ueOHOW IUCHUIIINHBI «J[OKyMEHTAIMOHHOE oOOecreueHrne YrpaBiIeHUS
MEPCOHAIIOM» TIPEIOJIaracT OBJIaICHUE MaTepualaMu JIEKIUH, yaIeOHUKa, TPOrpaMMBbI, paboTy
CTYJEHTOB B XOJI€ ITPOBE/ICHUS MPAKTUUECKUX 3aHATHH, a TaK)Ke CHCTEMAaTUYECKOE BBIITOJIHEHHE
MUCBMEHHBIX PaboT B (hopMe pedeparoB, TECTOBBIX M WHBIX 3aJaHUM I CaMOCTOSTEIbHON
paboTHI CTYICHTOB.

B xone nexuunii packpbIBatOTCS OCHOBHBIE BOIIPOCKHI B paMKax paccCMaTpPUBAEMOro pasjerna,
JIeNIal0TCs aKIeHThl Ha HauboJjee CI0KHBIE U MHTEPECHBIE MOJIOKEHUS M3y4aeMOro maTepuana,
KOTOPBIC JTOJDKHBI OBITh MPUHSATHI CTYJICHTaMH BO BHHMaHWE. Marepuanbl JeKIUN SBISIOTCS
OCHOBOH /Ui TOJTOTOBKM CTyJIEHTa K MPAaKTHYECKUM 3aHSATUSM U BBINOJHEHUS 3aJaHuil
CaMOCTOSITENTbHON PaOOTHI.

OCHOBHOH 1eNbI0 MPAKTUYECKUX 3aHSITHH SBISETCS KOHTPOJIb 33 CTEHEHbIO YCBOCHUS
MPONJICHHOTO MaTepualia, XOJOM BBHIMOJHEHHSI CTYIACHTAMH CAaMOCTOSITENbHON pPadOThl U
paccMoTpeHHe HanboJiee CI0KHBIX U CIIOPHBIX BOIIPOCOB.

13. IlepeyeHb HH(POPMALMOHHBIX TEXHOJIOTHIi, MCIOJIb3YeMbIX NPH OCYIIECTBJIEHUHU
o0pa3oBaTe/IbHOI0 Mpolecca MO0 [IUCHUIJIMHE, BKJIOYasi NepeyeHb MPOrpaMMHOIO
obecrnieyeHust 1 UHPOPMAIMOHHBIX CIPABOYHBIX CHCTEM

OmneparnmonHas cucreMa — Linux, makeT oducHbsx mporpamm — LibreOffice mu6o
ornepanroHHas cucrema — Windows, naket opucHbix nporpamMm — Microsoft Office B
3aBHCUMOCTH OT pacIpe/iejeHus ayAUTOpuil. Y4eOHbIe ayIMTOPUN OCHAILIEHBI KOMIIBIOTEPHON
TEXHUKOH ¢ BO3MOXHOCTBIO MOJKII0YeHUs K ceTh "MHTepHeT" u obecrieueHrueM J0CTyna B
3JIEKTPOHHYIO HHGOPMAIIMOHHO-00pazoBarenbHylo cpeny MHcTuryTa.

14. Onucanmne MaTepUAJIbHO-TeXHHUYECKOU 0a3mbl, HEeo0X0aIuMOH hifi §:
ocyllecTBJIeHHs] 00Pa30BaTeIbHOI0 Mpolecca Mo JUCHUIINHE

Jl1ig u3y4eHust JUCHUILUIUHBI «J{oKyMeHTallMoOHHOe oOecrieyeHe yIpaBieHus
NEPCOHATIOM» HEOOXOIUMO HAM4Ke ayAUTOPUH, OCHAIIEHHOW MYJIbTUMEINIMHBIMHA CPEICTBAMU
oOy4deHus Ui YTeHUsI JIEKUUH U POBEACHUS CEMUHAPCKUX 3aHATUH.

17. METOJIUYECKHUE PEKOMEHJAIIMHU JIJISI IPENIOJABATEJIEN IO NOJATOTOBKE U
MPOBEJEHMIO PA3JIMYHBIX BUJTOB YYEBHBIX 3AHSITHIA.

IIOArOTOBKA M IMPOBEJIEHUE JIEKLIU

Jleknmusi (ot nar. lectio — yrenue) — cucTeMaTHUECKOe, MOCIEIOBATEIILHOE U SCHOE
U3IIOKEHHUE TMPETnoaBaTesieM y4eOHOro MarepHualia WM KaKoro-Inbo HaydHoro Bompoca. [lpu
HEOOXOIMMOCTH MOYKET COMPOBOXKIATHCS JEMOHCTpalend ciaigoB u ¢guibmoB. Kak ogHa u3
OpPTaHHU3AIMOHHBIX (OPM U METOJOB OOyUEHHUs TPAAWIIMOHHA JUIsl BBICIICH MIKONBL. Jlekius —
SKOHOMHBIN IO BPEMEHH CIIOc00 COOOIIEHUs CTYACHTaM 3HAYUTEIHHOTO 00beMa HHGOPMAITUH.
B cpennem yueOHas nekuust 3aaumaet 1,5 — 2 gaca.

OCHOBHBIMU COBPEMEHHBIMU mMpPeHosaHuAMU, TPEIbIBISIEMbBIMU K JEKIUHU, SBISIOTCS:
LEJOCTHOE U CHCTEeMAaTHYeCKOE W3JI0KEHHE MaTepuana, €ero Hay4yHOCTb, JOCTYIHOCTbD,
OpraHvYHas CBSA3b C APYTMMHU BUJIAMU Y4EOHBIX 3aHSITHH.

Jlex1us 10IKHA UMETh:

® YETKYIO CTPYKTYPY U JIOTHKY PACKPBITHS MOCIEA0BATEIHHO N3Y4aeMbIX BOIIPOCOB;
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e UMETh 3aKOHYCHHBIM XapakTep OCBEUICHHS OINpEACNEHHOW TeMbl (TpOoOJIeMbI),
CBSI3b C MPEAbIAYIINM MaTEepPHAIOM;

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

® CTaBUTH NEpe]l CTYACHTAMH BOIIPOCHI JIsl pa3MBbIIIIJICHUS;

® JIEKTOp JODKEH yMeTh MNpoOyKIaTh HHTEpeC K 3HAaHUSAM, CTHUMYJIHPOBATh K
CaMOCTOSATENIbHON paboTe;

® JIEKTOPY HEOOXOIUMO yMETh YAEpKUBATh BHUMAHHE ayJUTOPUH, €T0 PeUb JOJKHA
OBITh KYJIBTYpHOH, T.€. OTIMYATHCS CMBICIOBOM TOYHOCTHIO M TI'PaMMAaTHYECKOM
MPaBWJIBHOCTBIO; OH JIOJDKEH BIAJETh CHENHAIbHON TEPMUHOJOTHEH U YMETh ee
Pa3bSCHSTH.

Ot nektopa TpedyeTcsi HE TOJIbKO YETKOE U JIOTHYECKH CBSI3HOE M3JI0KEHHUE COICpKaHUS
npeaAMeTa, HO U YMEHUE HAlpaBUTh U CTUMYJIUPOBATh CIyIIAaTeNeld K aKTUBHOW MBICIUTEIbHON
pabore. BocnipusiTue neKuu caymaTeIsMUd 3aBUCUT OT KauyecTBa Marepuania. [ 1aBHoe B JIeKIUU
— YMEHHE aKTHBU3HUPOBATH MO3HABATEIBHYIO JEATEIBHOCTH CIylIaTeNeld, JOOUThCS OTBETHOM
MBICTUTENIbHON peakuuu. Jlekuust npu3BaHa TMOATOJKHYTh CTYAEHTOB K Pa3MbIIUICHUIO,
MOJICKa3aTh HAMIPABJICHUS CAMOCTOSITEILHON pabOoThI, MOOYAUTH K IEHCTBUIO.

B  kaxmoil JekuuMu JIOJDKHBI  OBITh  HEpa3pblBHO OOBEIWHEHBl JBa Hayana -
oOpa3oBaTelbHOE WM BOCIUTATENIbHOE. B JieKnuu HE IOMKHO OBITh HUYETO IUIIHETO, BCE
HaANpaBJIE€TCS Ha JOCTI)KEHHWE IIOCTABICHHOW LEIH, Ha pAacKpbITUE OCHOBHOW HJEH, Ha
JI0OKa3aTeJIbCTBO TOr0 WJIM MHOTO MOoJjokeHus. CyllecTBEeHHOE 3HaYEHUE MMEET UCIIOIb30BaHUE
Ha JIEKIIMM CPEJICTB OOpaTHOM CBSA3W pa3IMYHOM CTEeNeHW CJokHOCTH. OOpaTHas CBS3b
BBICTYIIAET KakK Croco0 IS JIEKTopa MOoJydyaTh MPEICTaBICHUE O XOJIe YCBOCHUS Marepualia u
AKTUBHOCTH ayJUTOPHUHU.

Iloozomoeka nexkyuu - >TO TPOIECC, BKIIOYAOIMUNA B ceds cOOp, HAKOIUICHHE U
pacmpenelieHne MaTepuaia MO BpPEMEHHU, MPOAYMBIBAHHE JIOTUYECKOTO MOCTPOEHUS JEKIHH,
BbIICTICHHE Hamboiee BaKHBIX MOMEHTOB M3 BCero wmarepuana. Jlekuus JomKHA
aKKyMYJINPOBaTh BCE HAKOIJICHHbIE MaTepHalibl, TaK WM WHAUe oTHocsmuecs k Teme. [Iporecc
MNOATOTOBKA K JIEKIIMM WHAUBUAYaJ€H M BO MHOIOM 3aBUCUT OT CJOXKHOCTU TEMBI,
MOATOTOBJICHHOCTH TIPEMNoIaBaTelisi, 0COOCHHOCTEH ydeOHO# rpynmbl. OgHAKO, HECMOTPS Ha
3TO, MO>KHO BBIICIIUTH OCHOBHBIE ATAlbl B MPOLIECCE MOATOTOBKU, XapaKTEPHbIE NSl JICKIIUU 110
mobomy yuyeOHoMy nipenmery. K HUM oTHOCSTCS:

® U3y4YEHUE UCXOAHOM JOKYMEHTALINY;

e pazpaboTKa 3aMbICiia JIEKLIUU U BBIOOP 11e71ecO00pa3HOi METOIUKY;

e 0pOpMIICHHE JICKITUH, PETICTHUIIHSL.

Cmpykmypa nekyuu:

Ha3BaHUE TEMBI;

yKa3aHHE BPEMEHU Ha JIEKIIHIO B 11€7I0M, BBOJJHYIO YaCTh, OCHOBHYIO YacCTh, 3aKIIOUCHHE;
BBO/IHAS YaCTh;

OCHOBHAsl 4acCTh;

KpaTKHUE BBIBOJIBI IO KAXIO0MY U3 BOIIPOCOB;

3aKJIIOYEHUE;

® CIIMCOK MCIIOJIb30BaHHOM JINTEPATYPBHI.

K wucxomnoit mgoxkymeHTanuu, KOTOpPOW 00s3aH PYKOBOJCTBOBATHCS IPETOIaBaTEelb,
OTHOCHUTCSI MpOrpaMMa y4eOHON IUCIUIUIMHBI, YYCOHUKH M y4eOHO-METOIUYECKHE MOCOOus,
YacTHBIE METOJMKH MpenofaBaHUs JUCIHUIUIMHBIL, pacHUCcaHHe 3aHATUN co cTyneHTamu. [lpu
pa3paboTKe 3aMbIciia JEKIIUU OJHOW M3 Ba)KHBIX 3a/1au MPEIMoJaBaTess SBISETCS MOCTaHOBKA
ydaeOHON MpoOJieMbl. YMEHHWE HAWTH OCHOBHYIO HJCI0 B KaXKIOW JICKIIMOHHONW TEeMe HMEET
pemraromiee 3HaueHue g ee ycmexa. Kak mpaBmiio, Tema JIEKIMH OlpeaeieHa y4eOHOM
nporpaMmoi mgaHHOW maucnuiiuHbl. OHa o0s3aTtenbHa I TIpenojaBarens. M3MeHeHus B
HA3BaHUM TEMbI, IMOCTAHOBKE y4YEOHBIX BOMPOCOB 00s3aTENbHO 00CYyXIaroTcs Ha kKadenpe u



TOJILKO TIOCIIE COOTBETCTBYIOIIETO YTBEPKACHUS BHOCSATCS KOPPEKTUBBL. (CaMOCTOSITETHHO
U3MEHATh WX (OPMYIHPOBKY TMpernojaBaTelb HE HMeeT mpaBa. Ero mpaBo — BbIOMpPATH
CoJlep’KaHue, COOTBETCTBYIOIEE TeME M Y4eOHBIM BOMpPOCaM, a TaKKE METOMbI, BEIyIIHue K
JOCTYDKCHHUIO OINTUMAJIBLHOTO pe3yibTaTa IT03HABATEIIBHOW JESITEIIBHOCTH CTyAeHTOB. I[lpu
BBIOOPE METOJIOB MPEToaBaTellb UCXOIUT U3 COOOpaXKEHHS TIeIarorHIecKoi 1eaecoo0pa3HoCcTu
W ydeTra cocTaBa CTyJeH4YecKoW ayautopuu. [lpm pa3paboTke CTPYKTYpPHI JICKIIUA Ba)XHO
cMozenupoBath 3(Q¢GEeKT ee BO3ACUCTBHUSA, pACWICHUTHh Y4YeOHBIM MaTepual Ha MOJIYJIH,
JIOTUYECKH YBSI3aHHBIC JAPYT C APYroMm, chOpMYIUPOBATh OCHOBHBIE HJEH W BBIBOJBI I10
KOKIOMY y4eOHOMY BOTIPOCY M TeM€ B I€JIOM; HA/I0 TaK MOJOWTH K COOpAaHHOMY MaTepuany u
TaK 3HATh €ro, YTOObl HAUTH KaXKJIOMY Y4EOHOMY MOAYJIIO €ro JOTHYeCKoe MecTo. Jlornueckas
CTPOMHOCTh, COpPa3MEpPHOCTh W B3aUMOCBSI3b OTACNBHBIX YacTeld BEJET K YETKOCTH ¢e
W3JIOKEHUS, ICHOCTH OCBEIIICHHSI BOTIPOCA, O0JIETyaeT ee MOHMMaHue CTYICHTaMH.

OdopMieHne JIEKINH 3aKI0YaeTCsl, KaKk MPaBUiio, B pa3padOTKe ee MOTHOTO TEKCTa WIIH
miaHa-KoHcneKTa. [ToMHBIA TeKCT JIEKIIMH HEOOXOUM MPH YTCHHH JICKITUH TI0 0C000 BaXHOMY
yueOHOMY MaTepuaiy. B miaHe-KOHCIIEKTe TaeTcsl KPaTKOe COJepKAaHUE MU3IaraéMbIX BOIIPOCOB,
(dakTHYeCKui MaTtepual, BBIBOJALI U 00O0OIIEHHUS, ITOMETKH O BPEMEHH U MECTE JEMOHCTpAIlUU
CPEICTB HATJIATHOCTH, a TAKXKE IPYTHe TTOMETKH, HEOOXOAMMBIE TIPETIOAABATEIIO B XOJI€ YTCHUS
JeKIuH. B oTHenpHBIX Cclydasx mperojaBaTelb COCTABIISICT KPATKUM TUIaH JIEKIIMH, BKIIOYas B
HEro 00s3aTeNbHbIC BXOIHBIC JaHHBIC U MIEPEYCHb BOIIPOCOB C PACIPEICIICHUEM UX 110 BPEMEHHU.

Beoonasa uacmo (seeoenue).

Berynienue (BBeneHme) ompesenseT He TONBKO TeMYy W IJIaH, HO W 1elb JieKiun. OHO
MPU3BAaHO 3aMHTEPECOBATh W HACTPOUTH AyJUTOPUIO HA CiyllaHWe MaTepuaynia. Ha mnexium
MpernoaaBaTeNio HeOOXOAUMO CHayalla YCTaHOBUTH KOHTAKT C ayJUTOPHUEH, 3aTeM, HE TOPOIISCH,
YETKO U SICHO, Ha3BaTh TEMY JICKIIUH, JaTh CTYACHTaM 3amnucath ee. Jlanee mepeiT K U3I0KEHUIO
BBOJTHOM YacTH, B KOTOPOH OMpeNeNseTcs MECTO TEeMbl B M3y4aeMOM Kypce M ee 3HAuCHUE IS
MPAKTUYECKON JIESITETHLHOCTH CTYICHTOB, MPOUH(OPMHUPOBATH O paclpeeiiCHUH BpEMEHH Ha TEMY.
Ecnu 310 He mepBasi JeKIUs 10 TeMe, TO TPEroaaBaTelb JODKEH CBA3aTh €€ C MPEAIIeCTBYOICH
nekiuen. Jlamee creayeT TEpedMciInTh Y4eOHBIE BOMPOCHI M JaThb BO3MOXKHOCTH CTYICHTaM
3aIucaTh UX.

[TpoBeaeHME IEKIMKU MOXKET MPEIyCMaTPUBATh Pa3IMUHbIE BApUAHTHI €€ Hadasa, OJTHAKO B
I[EJIOM BBOJHAS €€ YacTh JIOJDKHA YeTKO OPUEHTHUPOBATH CTYICHTOB B paMKax paccMaTpHBacMOU
npoOJeMbl, a TaKKE€ yKa3aTh Ha TO, YTO OHH JIOJDKHBI YCBOWTH Ha JICKIIMU, YEMY KOHKPETHO
HAYYUTHCS.

BBonHast 4acTh JeKIMU HE JOHKHA 3aHUMATh 0ojiee 5 — 7 MUHYT. TeMIl ee u3J105)KeHUsI, KakK
MIPABUIIO, BBIIIEC TEMIIA U3TIOKEHUS COJIEPKaHuUsl yYEOHBIX BOIIPOCOB, YTO 3aCTABIISIET 00ydaeMbIX
TICUXOJIOTHYECKH COOPAThCS U COCPEOTOUNTHCA.

Baxnoe ycrioBue ycriexa mpernojaBareNs Ha JEKIMA — WHTOHAIWS, BBIPA3UTEIBHOCTH €ro
peyH, ONTUMAIILHOCTh €€ PUTMa M TEMIIa, BKJIIOUYEHHUE 3JIEMEHTOB roMopa. Ompenenss TeMI pedH,
npernoaaBaTeNb ODKEH YUUTBIBATh, YTO CTYIEHTHI 3alUCHIBAIOT TOJBKO TO, YTO IPEIMOABATENb
MOTYEPKUBACT TOJIOCOM, Pa3psIKON peuH, MeJarorn4ecKUMHU Tay3aMH W TIOBTOPaMH OTACTBHBIX
MIOJIOKEHU, TIPUTTIAIICHHEM 00y9aeMbIX K TOMY, YTOOBI OHH 3aIlIOMHWIJIA TO WJIM HHOE TOJIOKEHUE,
BBIJICTICHHOE TIPETIOIaBATEIIEM.

3aknwouumensnaa uacmp. 3aKIIOUCHUE B CTPYKTYpE JIEKIIMHM HMEET TaKkKe OOJbIIoe
3HaYC€HHE, T.K. MMEHHO OHO TIO3BOJISIET TOABECTH HWTOTH CKAa3aHHOMY, TIOCTaBUThH TEpe
CTyJCHTaMH HEOOXOUMbIE 3a/1a4M, YKa3aTh HA CBSA3b C MOCIEAYIOMUM YIeOHBIM MaTepUATIOM U
MOPSIIOK TTOJATOTOBKHM K CIIENYIONIEMY 3aHSTHIO, OTBETHTh HAa BOMPOCHI, BOSHUKIINE 32 BpEeMs
nexiuu. [locie OTBETOB Ha BO3HUKIIIKE BOMPOCHI JIGKTOP 3aKaHYMBACT 3aHSTHE.

HeoO6xoquMo NOMHHTH, YTO K BaKHEWUIIMM MPEUMYIIECTBAM JICKIIMOHHOTO OOYy4YeHUS
OTHOCHUTCS TO, YTO JIKTOPY MOXHO 3aJIaTh BOIPOC U TYT K€ MOJIY4UTh OTBET. [locne Toro, kak
Ha TMOCTYNMUBIIMK BOMPOC JaH TOJHBIA M JOCTaTOYHO OOOCHOBAHHBIA OTBET, MPETOJIaBaTEIIo
moclie JIGKIUH ClieyeT 00ayMarh, MoueMy 3afaHbl TaKHe BOIPOCHI, U BHECTH HEOOXOIUMBIC
KOPPEKTUBBI B TEKCT JICKITHH.



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
BbIpabaTeIBaeTCsl yMeHue (HOopMyaupoBaTh, OOOCHOBBIBATH M H3Jararb COOCTBEHHOE
CY)XIeHHe 1o OOCYXIaeMOMY BOIPOCY, YMEHHE OTCTaWBaTh CBOM B3IIAABI, a TaKXkKe
YIITyOJISIOTCS U 3aKPEIUIAIOTCS 3HAHUS, MTOyYCHHbIE Ha JISKIHUAX U B X0JIe CAMOCTOSTEIbHON
paboTHI.

Bo Bcex ClIydasx CCMHUHApPBI BLIIOJHAKOT IO3HABATCIbHYIO, BOCIHHUTATCIBHYIO U
KOHTPOJIbHYIO (byHKL[I/II/I, T.C. B XOAC NOATOTOBKHU U IIPOBCACHHA CCMHUHApa CTYICHTBI
npuobperarotr Oosee riayOOKHe 3HAHUS, CYIIECTBEHHO PACIIMPSETCS MX MPEJCTaBICHHE 00
MU3y4aeMoOM TpeaMeTe, MpuoOpeTaeTcss CoCOOHOCTh CBOOOJHO OMEPUPOBATH MOHITHSIMH W
TEpMUHAMH, paHee UM HE3HAKOMBIMH. B Xoz1e cemuHapa mpernoaaBaTels u3ydaetT 00yJaeMbIX,
CTENeHb YCBOEHHUS MMHU Marepuana. CeMUHAphl BBIIOIHAIOT TaKKe U (YHKLIHIO KOHTPOJIS:
MperoiaBaTellb  COCTABISIET Cy)KACHWE 00 ypOBHE 3HAHWA OO0yYaeMbIX, IIOIy4aeT
NpeaACTaBJICHUC O CUJIBHBIX U CJIaGBIX CTOPOHAX UX IMOATOTOBKH — BCC 3TO AACT BO3MOXKXHOCTDH
MPEIOIaBaTeIi0 CBOCBPEMEHHO OKa3aTh HEOOXOJMMYIO TOMOIINL C1a00 YCIIEBAIOIIUM
CTYJICHTaM.

Pazymeercsi, 9TO BCero 3Toro yaactcsi AOCTHYb TOJBKO B CIIy4ae BHICOKOW aKTHBHOCTH
CTYACHTOB, KOTOpAasA HANIPAMYIO 3aBUCUT OT YPOBHS UX MOATOTOBJIICHHOCTH, a4 TAKIKC OT YMCHMUA
npernoaBaTess co3aarb aTMocdepy pPackOBaHHOCTH, B3aWMOIIOHMMAaHUS W B3auMmojoBepus. K
TPAAUIIUOHHLIM CCMUHApaMm B BBICIIEH IITKOJIE OTHOCST:
® 3aHATHUS, OCHOBHAas Ielb KOTOPBIX — YIIyOJIGHHOE W3YYEHHE  OIpPENEICHHOTO

CHCTEMAaTHYECKOTO Kypca M TEMaTUIECKH CBA3aHHOTO C HHUM;

®  3aHATUS, IPCAHA3HAYCHHBIC IJIA OCHOBAaTEIbHOM HpOpaGOTKI/I OTACIBHBIX, Han0O0JIee BaXKHBIX
W TUIIMYHBIX B METOJOJIOTHYCCKOM OTHOLICHUHN TEM KypCa UJIN OTHCJ’IBHOﬁ TEMBI,

Ocnoenbvie pyHKYUU NPAKMUYECKO20 (CEMUHAPCKO20) 3AHAMUA:

ITo3nasamensnasn gynkyun. CeMuHap MO3BOJISET OPraHU30BATh TBOPYECKOE, aKTHBHOE
U3y4eHHE TEOPETUUECKUX M MPAKTUYECKUX BOMPOCOB, YCTAHOBUTH HEMOCPECTBEHHOE OOIECHHE
IpEenoAaBaTesl CO CTyISHTaMH, (HOPMHPYET CAMOKOHTPOJIb 3a HPABHJIBHBIM ITOHHMaHHEM
U3y4aeMOro Marepuaia cO CTOPOHBI CTYJCHTOB, PAcCUIMpSET W 3aKPEIUIsieT 3HAHHS, HABBIKU U
YMEHUSL.

Bocnumamenovnaa @ynkyusa. CemMuHap OCYIIECTBISET CBSI3b TEOPETUYECKUX 3HAHUM C
NPaKTUKOM, YCHJIMBAET OOpaTHYIO CBS3b CyOBEKTa U 00BEKTa BOCHHUTAHUS, JaET BO3MOXHOCTD
IPENOAaBaTENI0 U3YUUTh HHIMBHIyaIbHBIE OCOOCHHOCTH Ka)XKJ0TO CTY/ICHTA.

@yukyua roumpona. CeMuHAp TO3BOJIAET MPOKOHTPOJIUPOBATH YPOBEHb 3HAHUM,
HaBBIKOB M YMEHHUH CTYAECHTOB, KAYECTBO UX CAMOCTOSATEILHON pabOTHL.

Iloozomoeka cemunapa.

PabGoty k opraHm3anuy JaHHOTO BHJIA 3aHATHI MPENogaBaTeslb HAYMHACT C OIPEICICHUS
UCXOJHBIX JAaHHBIX. K HUM OTHOCATCS: TeMa, BOIPOCHI, OMpeAeTIeHHbIE YU4eOHON MpOorpamMmoii,
COCTaB CTYJCHTOB W YyPOBEHb HX IOJATOTOBKH, BpEeMs W MPOJODKUTEIBHOCTh 3aHATHA,
BO3MOXKHOCTH yueOHO-MaTepuanbHoil 0a3bl. [1pu pa3paboTke HCXOIHBIX JaHHBIX MpPEnoaBaTeib
PYKOBOACTBYETCSI Y4€OHOM MpOrpaMMoid, KOTOpasi periIaMeHTUPYET TITyOHHY M HalpaBIEHHOCTD
oOyuyeHHs. Y4ueOHbIE M BOCIUTATEIbHbIC LIETH MPEroAaBaTesib (GOpMyTupyeT UCXOS U3 TeMbI,
HeJTarOTHYEeCKHX 3a]a4 M yPOBHS MTOJITOTOBKH CTY/ICHTOB.



W3yuuB o011ye MON0KEHUS U METOJUYECKYIO JUTEpaTypy MO MpeaMeTy, MpernoiaBaTeib
HAYMHAET HETOCPE/CTBEHHYIO MOATOTOBKY K 3aHsThio. [Ipu BbIOOpE METONOB IpenojaBaTeib
UCXOIUT U3 COJEpXKaHWsS BOIPOCOB, IOJATOTOBICHHOCTH CTYACHTOB, IeNIeH 3aHATHH W
BO3MOXKHOCTEH y4eOHO-MaTepuaibHOW 0a3bl. HeoOxoawmMo CTpPEeMHTBCS K TOMY, YTOOBI
n30paHHble METOABl OOydYeHHs UM METOAMYECKHE MPUEMBI CIIOCOOCTBOBAIM YIIIYOJICHHOMY
U3yYCHUIO TIPEIMETA, & TAK)KE IPUBUBAIN TPAKTUIECKIE HABBIKH.

[Tpu pacyere yueOHOro BpeMEHN HEOOXOAUMO YUYUTHIBATh CO/IEPIKaHUE YUEOHBIX BOIPOCOB
M [eNb 3aHATUS — Yero XO4YeT NOOWTHCS IpenojaBaTellb OT CTYACHTOB: OBJAJCHUS HMHU
3HAHUSMH WM 3HAHUSMH, HAaBBIKAMU ¥ YMEHHUSMU.

[lpn moAroTOBKE K CEMHHApY IperojaBaTelb JODKEH Moao0paTh psa NMPHMEPOB, Ha
KOTOPBIX MOXHO OTpa0oTaTh JEKIMOHHBIA MaTepua, MoKa3aTh NPaKTUYeCKOe 3HAUYCHUE TeMBbI,
TINATEIBHO MPOIYMATh MOPSIOK MX Ha 3aHATHH. O0sA3aTeTbHO HEOOXOANMO MOI00paTh 3aJaHUs
pa3HoM CIOXKHOCTH (OT MPOCTOTO K CIOKHOMY), a TaKXKe OoJiee CI0KHbIE 331aHus JUIs CUIIbHBIX
CTYZIEHTOB. 3aTeM eMy HeOOX0ANMO 0TOOPATh HAIJIAJHBIE TOCOOMS ISl IPAKTHYECKOTO 3aHATHS,
OTIPEeNIeIUTh TEXHUYECKUE CpeAcTBa OOyueHHs W M3Yy4UTh MpaBHUJa WX HCIOJIB30BAHUSA Ha
3aHATHH. OCOOEHHO TIATENFHO MPOJYMBIBACTCS 3a/JaHHE HAa CAMOIIOATOTOBKY CTYACHTAM,
pa3pabarbiBaeTcs IJIaH CEMUHApPCKOTo 3aHATHs. [IpemomaBarenb KOHTPONMPYET MOATOTOBKY
CTYZIEHTOB K CEMHHApY, OKa3bIBa€T MM IIOMOIIIb.

[Ipy nMYHON TOATOTOBKE K CEMHUHApCKOMY 3aHSATHIO MpENoaBaTelb JeTaIbHO
pasOupaeTcs B TeMe, MPOCMAaTPUBACT JINTEPATypHbIE MCTOYHHUKH, KOTOPHIE PEKOMEHJOBAI IS
U3y4eHHs CTYACHTaM, MPOCMATPUBAET CHUCTEMY HATJISAHOCTH Ha MpenacTosuieM 3aHsaTHd. [lo
UTOTaM JIMYHOW TIOATOTOBKM MpENOAaBaTeNlb COCTaBIAET IUIaH-KOHCHEKT. OH  sBisercs
OCHOBHBIM Pa0OYHMM JIOKYMEHTOM MpPENoJaBaTelsi U ONpeAessieT HAlPaBICHUE U XOJ 3aHSATHSL.
OOBIYHO TUTAH-KOHCTIEKT COCTABIISIETCSI B MPOU3BOJIBLHON (hopMe, TOJDKEH OBITh IPOCT U yI00eH
JUISL ICTIOJIb30BAHMsI Ha 3aHATHH. B HeM, Kak ye 0TMeyaloch paHee, J0JDKHO ObITh OTPa)KeHBbI:
TeMa 3aHATHSA; y4eOHbIE W BOCIUTATENBHBIC IIEIH; BPEeMs, OTBOJMMOE Ha 3aHATHE; ydeOHBbIC
BOIIPOCHI M pacIpeesieHue BpeMEHHU; METO/] IPOBEACHNUS 3aHATHS; MECTO MPOBEICHHSI 3aHATHS;
MaTepuaibHOE 00ecTieyeHre; pyKOBOACTBA U IOCOOHS; OPSIOK MPOBEICHNUS 3aHATHSL.

[lepen mpoBeneHUeM 3aHATHS MpPENoOJaBaTelb MOXET MPOBEPUTh KAYeCTBO MOATOTOBKU
CTYZICHTOB K 3aHATHIO.

ITPOBEJIEHUE KOJIOKBUYMA

Komnokeuym (ot natunckoro colloquium — pasroBop, Oecena) — onHa u3 ¢popMm yueOHBIX
3aHATHM, Oecena mpemnojaBarelss C YYallMMHUCA Ha OIpPENENEHHYI0 TeMy W3 YydeOHOU
IIPOrPaMMBI.

Lleny mpoBeneHHA KOJUIOKBUYMa COCTOMT B BBIICHCHMM YPOBHSI 3HAaHUM, MOTYYCHHBIX
yYallUMHUCS B pe3yslbTaTe NPOCIYIIMBAHMS JIEKUMH, IOCEHIEHWs CEMHHApOB, a TaKXkKe B
pe3yJIbTaTe CaMOCTOSITEIbHOTO U3y4EHHUs MaTepraa.

B pamkax nocTaBiI€HHOH LIENU pELIAtOTCs CAEAYIOLUE 3a0ayu:

® BBIICHCHHUE Ka4eCTBA U CTCIICHHU MOHMMAHHS YYalIUMUCS JICKIIMOHHOTO MaTepHala;

® Pa3BUTHE U 3aKPEIUICHUE HABBIKOB BBIPAKEHUS yJAIMMKCS CBOUX MBICIICH;

® paCIIMpPEHHE BapUAHTOB CaMOCTOSITCIIBHOM LIE€JICHANPABICHHONW IOArOTOBKHU
yyalmxcs;

® Da3BUTHE HaBBIKOB 00OOIIEHHS pa3IMYHbIX JIUTEPATYPHBIX HCTOYHHUKOB;

® IIPENOCTABJICHUE BO3MOKHOCTH YYaIIUMCSl COIIOCTABIATh Pa3HBIC TOUKU 3PEHHUS I10
paccMaTpuBaeMoMy BOIIPOCY.

B pesynbTare npoBeneHus KOJUIOKBUYMA npenoodasamens 00IHCeH UMemb npeocmagieHue:

® 0 Ka4ecTBe JCKINOHHOIO MaTepUaa;

® 0O CHWIBHBIX U cJa0BbIX CTOPOHAX CBOEH METOJUKHU YTCHUS JIEKLIMH;

® O CUIbHBIX M cJa0BIX CTOpPOHAX CBOEH METOJUKU IPOBEAECHUS CEMMHAPCKHUX
3aHSATHH;

e 00 ypOBHE CAMOCTOSITETILHON pabOThI yyaluxcs;



L4 06 YMCHUHU CTYIACHTOB BECTU JUCKYCCUIO U NOKA3bIBATH CBOIO TOUKY 3PCHU;
® 0 CTENEHHU IPYAUPOBAHHOCTHU yUAIIUXCS;
® 0 CTENEHU UHAMBHUAYAILHOTO OCBOEHUS MaTepuaia KOHKPETHBIMU CTYJCHTaMH.

B pe3ynbrarte npoBeaeHUs KOJUIOKBUYMA CHyOeHm O0JICEH UMemb Npeocmaegiienue:

e 00 ypOBHE CBOMX 3HAHHMH MO PacCCMATPUBAEMBIM BOMPOCAM B COOTBETCTBUU C
TpGGOBaHI/IHMH npenoaaBaTeyidi 1 OTHOCUTCIIBHO JPYIUX CTYACHTOB I'PYIIIIBI;

® 0 HeIOCTaTKaX CaMOCTOSITENIbHOM MpOopadOTKU MaTepHana;

® 0 CBOEM YMEHMH H3JlaraTb MaTepual;

® 0 CBOEM YMEHHMH BECTH AMCKYCCHIO U JJOKA3bIBaTh CBOIO TOUKY 3PEHHUSI.

B 3aBHCHMOCTH OT CTEIIEHU MOATOTOBKU I'PyHIIbl MOKHO UCITIOJIB30BATh PA3HBIC MOAXOAbI K
MPOBEJICHUIO KOJJIOKBUYMA.

B ciydae, eciiu GOJBIIMHCTBO TPYIIIBEI ¢ TPYAOM BOCIIPUHUMAET COJEpIKaHUE JIEKIMNA U Ha
CEMHUHAPCKHX 3aHATUAX IEMOHCTPUPYET HETOCTATOYHYIO CIIOCOOHOCTh aKTUBHO OIIEPUPOBATH CO
CMBICJIIOBBIMU €AWHHUIIAMU U TGpMHHOHOFHCﬁ KypcCa, TO KOJUIOKBUYM MOKHO pa3AC/IMTbL Ha JIBC
yactu. CHavana rnpemnojaBaTesib U3jaaraeT 0a30Bble MOHATHUSA, COAepkKallruecs B MporpaMme. ITo
JOJI?KHO 3aHATH HE 60)166 YCTBCPTU 3aHATHAL. OcranbHble TPU YCTBCPTU HGOGXO,Z[I/IMO IIOCBATUTDH
JUCKYCCHH, B XO0JIe¢ KOTOPOM CTYIEHTHI JOJKHBI YOeTUThCS U, II1aBHOE, yOeTuTh ApPYTr Apyra B
O6OCHOBaHHOCTI/I U AOO0Ka3aTCJIbHOCTHU MOJYUYCHHOTO BUACHHSA BOIPOCAa U €ro COOTBCTCTBUMA
peaTbHOM MPaKTHKE.

Ecmu xe npenoaaBaTeyib UMCCT ACJI0 C 60)166 HOHFOTOBHGHHOﬁ, CaMOCTOATCIIbHO
JyMaloIllel ¥ aKkTUBHO YCBAUBAIOLIECH CMBICIOBbIE €AUHUIIBI U TEPMUHOJIOTHIO Kypca
ayJUTOpUEH, TO KOJUTOKBUYM HEOOXOIUMO IPOBECTH TaK, YTOOBI CAMU CTYIEHTHI
chopMyIHpOBaI U3JI0KEHHBIE B TPOrpaMMe TOHATHS, BbICKa3aJIl HECOBIAAAIOIINE TOUYKH
3pEHUS U MPUBEIIN MPAKTUUECKUE MPUMEPHI. 3a MPENoiaBaTesieM OCTAeTCsl POJib MOAepaTopa
(BenyIero JUCKYyCCHH), KOTOPBIN B KOHIIE «JIMILB» CYMMUPYET COBMECTHO MOTYYECHHbIE
pe3yNbTaThI.
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