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paspaborana B coorsercTBuM ¢ PI'OC BO:

1. ®degpepanbHBIl TOCYJapCTBEHHBIH CTaHAAPT BBICIIETO OOpa3oBaHMA — OakajgaBpuaT IO HANpPABICHUIO
noaroroBku 38.03.05 «busHec-unpopmaruka» ([Ipukas MuHucTepcTBa HayKH M BbICIIEro oOpa3oBaHus PdD
ot 29 uronst 2020 r. N 838 "O0 yTBepxaeHun GeaepaabHOro rocy1apCTBEHHOI0 00pa30BaTeIbHOTO CTaHAapTa
BBICIICTO 00pa3oBaHus - OakajaBpuaT Mo HampasicHHI0 noArotoBku 38.03.05 busnec-undopmaruka" (¢
N3MEHEHHUSIMH M JOTOJIHEHUSIMH), 3aperucTpupoBaH MuHKCTEpCcTBOM tocTuinu Poccuiickoit @enepaunu 19
asrycra 2020 r. Perucrpammonssriii N 59325) cocraBneHa Ha OCHOBaHMM yd4eOHOro IuiaHa: busnec-
nHdopmaruka npopuis «L{npposas skKOHOMHKAY;

2. TIpodeccmonanpnsiii ctangapt 06.016 «PykoBoauTenb MPOEKTOB B 00IACTH HH()OPMAIIMOHHBIX TEXHOJIOTHI»
(mpukazom MuHHCTEpCTBa Tpyna W conManbHOM 3amuThl Poccuiickoit Penepammu ot 18 HOsOps 2014 Ne
893mn.).

Pabouas nporpamma ogo0peHa Ha 3aceanuu kadenpsl JkoHoMukHU [IpoTokosn oT
21.07.2025 1. Nell

3aB. kapenpon ﬁ‘\_ M& ; 1 Kucenes B.B.



1. Heab ocBOEHMSI AU CIUIIMHBI
Heap AMCHUIUIMHBI. CO3[JaHUE Yy CTYJEHTOB KOMIUIEKCA 3HAHMW O BUAAX YNPaBICHUYECKHX
JOKYMEHTOB, TpaBWIax UX CO3JaHHA H OQOpPMIIEHUS, O COBPEMEHHOH OpraHu3aluu
JIEJIONPOU3BOICTBA HA MIPEANPUATHSIX.
ConeprxaTenpHO-MeTOANYECKas crielupUKa IPOrpaMMbl IpeANonaraeT pacCMOTPEHHE TUPOKOTO
psia OpraHu3aIMOHHBIX BOIPOCOB C yuéToM ocobenHocteit IT-chepsr

3anaum y4eOHOM AUCHUNIMHBI:

—  TIPUBUTH HABBIKH pa3pabOTKU Pa3IUYHBIX (HOPM YIIPaBIECHYECKUX JOKYMEHTOB,

— TPUBUTH HABBIKUM HCMOJIB30BaHUS O(UIIMATHHO-ACIOBOTO CTWIISI MPU COCTaBICHHUH
YIPaBICHUYECKUX IOKYMEHTOB,

—  HAYYHUTh COCTABJIATH YHU(PUITUPOBAHHBIC (DOPMBI YIIPABICHYECKON TOKYMEHTAIINH,

—  O3HAKOMHTBH CO CTPYKTYpOH M (PYHKIMSIMH JCITOTPON3BOJACTBCHHBIX MOIpa3/Ie/ICHUH Ha
IPEINPUITUSX,

—  O3HAKOMHTH C METOJaMU padOTHI ¢ yIpaBIEeHYECKON JOKYMEHTAIMEeH Ha IPEIPHUITHSX,

— JaThb MPEJCTaBIE€HHWE O TEHACHIUSAX pa3BUTUS COBPEMEHHOTO JIEJONPOU3BOJICTBA,
METO/aX €ro COBEPIICHCTBOBAHUSA.

— O3HAaKOMHUTh C  COJEpXaHWEM  CICNHAIBHOW  JUTEpaTypbl 1O  mpobdiieMam
JEIOMPOU3BOJICTBA U JOKYMEHTUPOBAHUS YIPABIECHUYECKON ACSITENIEHOCTH.

2. MecTo THCHHMILUINHBI B CTPYKTYpe 00pa30oBaTe/IbHOM MPOrpaMMbl

Juctumnuaa otHOcuTcs K 610ky B1.B.05 oGpa3zoBarensHoi mporpammsl, (hopMupyemMoit
y4acTHUKaMH OOpa3oBaTeNbHBIX OTHOIIEHWH 0a30BOro y4eOHOro IUTaHa IO HaIpaBJICHUIO
«busHec-uHpopMaTUKaY.

J11s1 OCBOCHUS AUCIUTUIMHBI HEOOXOAMMBI 3HAHWSI, YMEHHS 1 HABBIKH, TIOJYYCHHBIC B X0/1€

OCBOCHHMS CIICIYIONIUX AUCIUIUINH: «BBeneHue B cienuaibHOCT» U «[1paBoy.
OcBoeHHE JHUCIUIUIMHBI TPEJOCTABISICT CONEPKATEIBHYIO OCHOBY s (DOPMHPOBAHHUS
KOMIIETCHIIN, MOJyYaeMbIX B PE3yJbTaTe MPOXOKIEHHUS BCEX BUIOB MPAKTHK U TMPOLEAYPHI
MOJITOTOBKHU U 3aIUTHI BBITYCKHON KBATH()UKAMOHHOW PaOOTHI.

JucnuninuHa u3ydaercs mo o4HoM ¢opme Ha 3 Kypce 5 ceMmecTp, MO OYHO-3a0YHOU M
3a04HOM Ha 4 Kypce, B / ceMecTpe.

3. IlepevyeHb NJIAHMPYEMBbIX Pe3y/JIbTATOB 00y4eHHUSsI N0 JUCIUIITIUHE, COOTHECEHHBIX C
IUIAHMPYEMbIMH Pe3yJ1bTATAMM 0CBOEHUsI 00pa30BaTeIbHO MPOTrpPaMMbl

B pesynbraTe OCBOGHHS IUCUUIUIMHBI OOydYaromuiics IOJDKEH MPOJEMOHCTPUPOBATh
CJIEIyIOIINE PE3YJIbTAThI:

TV — Nuaukaropsl IlepeyeHb NIAHNPYEMBbIX Pe3yJbTATOB
00y4eHHs MO JUCHUILINHE
3HaTh:
UIIK-3.1. 3aKOHOIaTeIbHbBIE u HOpPMaTHBHBIE
Koopounupyem MIPaBOBBIE AKTBI U HOPMATHUBHO-
[1K-3. UCNONIb308AHUE METOIUYECKHE MaTepUaIbl 1o
Koutponupyer AKMYanbHbIX 8epCuil JOKYMEHTHUPOBAHUIO yIpaBIeHYECKOM
cobimoieHne O0OKYMeHmMOo8 NESATEILHOCTH; CTPYKTYPY JTOKYMEHTa;
pEerIaMeHToB B KPpUTEpUX ¥ TPUHIMIBI  ONPEICICHHUS
nporecce HIIK-3.2. HAYYHO-MCTOPHYECKUA M TIPAKTHYECKOH
nokymentoobopora | Obecneuusaem LIEHHOCTH JIOKYMEHTOB;
KOpNopamueHbie
KOMMYHUKayuu mexucoy | YMeTh: oopMIATE  JOKYMEHTHI B
ydacmhuxamu COOTBETCTBUHU c TpeOOBaHUSIMH




npoekma. HOPMAaTUBHBIX aKTOB M T'OCYJapCTBEHHBIX
CTaHIapTOB; UCIIOJIb30BAaTh
yYHUPHUIUPOBAHHBIE (OPMBI JTOKYMEHTOB;
CO37aBaTh YIPABJICHYECKUE JAOKYMEHTBHI,

UIIK-3.3. Paswvachnsem
U  KOHCymbmupyem 8

pamrax C60€U | haspabaTeiBaTh WIAGIOHB IOKYMEHTOB C
Komnemenyuu 9| ycnonp3oBanmeM HOBBIX
unancogbim “ | uHDOpMALMOHHBIX TEXHOJIOT Ui,
1opuoutecKum NPUMEHATh  KPUTEPMU M NIPMHIMIIBI
O0OKYMeHmam

ONpEe/ENEHUs] HAyYHO-UCTOPUYECKUN U
MPAKTUYECKON IIEHHOCTH IOKYMEHTOB;

Bnaners: HaBBIKAMU IIPUMEHEHHUS
TpeOOBaHMH HOPMATHUBHBIX aKTOB U
roCy1apCTBEHHBIX CTaHJapTOB pu

COCTaBJICHUH U O(GOPMIICHHH JTOKYMEHTOB;
HaBBIKAMU pa3pabOTKH YHU(DUITUPOBAHHBIX
dbopM JIOKyMEHTOB U Tabens ¢opMm
JOKYMCHTOB; HaBBIKAMH HCIIOJIb30BaHUS
HOBBIX HH()OPMAITMOHHBIX TEXHOJIOTHIA TIPU
CO3JIaHWH YTPABJICHYECKUX JOKYMEHTOB,
pa3paboTke  MAOJOHOB  JIOKYMEHTOB;

CIIOCOOHOCTBIO COBEPLICHCTBOBATH
JOKYMEHTallMOHHOE o0ecrnieueHue
yIIpaBJICHUS

4. O0beM [IUCHUILVIMHBI B 3a4YeTHBIX €IMHMLIAX C YKa3aHHEM KOJM4YecTBa
aKajeMHM4YeCKMX 4YacOB, BbIeJIEHHbIX HAa KOHTAKTHYI0 paldoTy oOy4amommxcsi ¢
npenoaasarejaeM (M0 BHAaM Y4eOHBIX 3aHATHI) M HAa CaMOCTOSITeJIbHYI padoTy
00yyarImmnxcs

OO0mass TpyaoeMKOCTh (00BEM) TUCIMIUIMHBI COCTaBIsieT 3 3adeTHhIX enuHul, 108
aKaJeMUYECKHX Jaca.

Ha y4eOHbIC 3aHSITHS JCKIIMOHHOTO THIIA OTBOAMTCS IO OYHON (opme 36 HacoB, O4HO-

3a049HO (popMe — 8 4acoB, 1O 3a0YHOM - 6 YacoB,

Ha 3aHATHS MPAKTUYECKOTO (CEMUHApPCKOTO) THIA MO O4YHOU (hopme 18 yacos, mo o4HO-
3a04HOM - 16 yacoB. o 3a0uHoii — 10 gacos,

CamocTositenbHas pabota cocrasisier coorBercTBeHHO 50, 80 u 88 yaca.

Ha moaroToBky k 3adety otBoautcs 4 vaca.

5. Copep:xanve JIUCHUIJIMHBI, CTPYKTYPHMPOBaHHOe MO TeMaMm (pa3aejnaMm) ¢
YKa3aHHEM OTBeJ€HHOI0 HAa HMX KOJMYeCTBA aKaJeMHYEeCKHX YacOB M BHIOB Y4eOHBIX
3aHATHH

5.1. TemaTu4eckue pa3ienabl ITUCHUILUIMHBI U KOMIIETEHIMU, KOTOpPbIe (popMupyroTcst
NMPU UX U3YYEHUH

Ne HaumenoBanue Conep:xkanue pasaena Kon
n/n pasaeia ¢popmupye
AU CIUTJINHbBI Moii
KOMIIeTEeHI]
UM




Tema 1. Lenp, 3amaum, mpenmer, oObekT wu3yueHus | YK-2, VK-3
enan u 3agaun JHUCIUTINHEL I'OCT P 6.30-2003
U3y4eHust «YHUGUUIHUPOBAHHBIE CHUCTEMBl  JIOKYMEHTAlIUU.
AUCHUILIMHBI. YuuduuupoBaHHas CcHCTeMa OpTaHU3alMOHHO-
3akoHOIaTeIbHOE | PACIIOPAIUTEIHLHON TOKYMEHTanuu. TpeGoBaHus K
U HOPMATHBHO- O0(OPMIICHUIO TOKYMEHTOBY.
MeTouYecKoe CoctaB HOPMATHBHO-METOAMYECKOW  Oa3bl
peryJimpoBaHue JIeJIOTPOU3BO/ICTBA. 3aKOHOAATENbHbIE akThl PD B
A0Y chepe nHbOpMaUN " JIOKyMEHTAIUH.
HopmatuBHble mpaBOBbIE aKThl  (perepabHbIX
OpraHoB WCIIOJTHUTEIIbHON BJIACTH,
pErlaMEeHTHPYIOLIME BOMPOCHI JOKYMEHTAITMOHHOTO
obecrieuenus. ['ocymapcTBeHHBIE CTaHAAPTHI Ha
JOKYMEHTAlMI0.  YHUQPUIMPOBAHHBIE  CUCTEMBI
JIOKyMEHTAIIUH.
Tema 2. Enunbie TpeboBaHus K G1aHKaM TOKyMEHTOB. VK-2, YK-3
OcHoBHBIE Bunsr 6mankos, [IpaBuia opopmiieHus
Tpe0OBaHMs K JIOKyMEHTOB IIPU MUCHOJIb30BAHIUN TEXHUYECKUX
oopmIIeHIIO cpenctB. CocTtaB pekBU3UTOB J0KyMeHTOB OP/I.
ylnpaBJieHYeCKUX [TpaBuna opopmiieHHsS PEKBU3UTOB 3ar0JI0BOYHOM
(OpraHM3amMoOHHO- | YaCTH JOKYMEHTA: yTJIOBOE, poaoJibHoe. Koz
PaCOpsIMTENIBLHBIX | OPraHU3aliy - aBTOpa JOKyMeHTa. OCHOBHOM
) rOCYyJJapCTBEHHBIN PErUCTPALMOHHBI HOMED
JOKYMEHTOB. opuaudeckoro auna. HammenoBanue opranusanumn
- aBTOpa AokyMmeHTa. Ha3zBanue Buaa TOKyMeHTA.
[ara nokymenTa. PerucrpaninoHHbiil HomMep
JTIOKyMeHTa. MeCTO COCTaBIEHUS WU U3IaHUS
JIOKYMEHTa, TpeOOBaHUs K TEKCTaM JOKYMEHTOB.
CoxkpallleHHbIE cI0Ba. 3aroJIoBOK K TEKCTY
JoKyMeHTa. OTMEeTKa 0 HaJTMYUH NPUIIOKEHHUS.
[Toanucanue u yTBepKIeHUE JOKYMEHTOB.
CornacoBanue 10KyMeHTOB. OTTUCK ME€YaTH.
BusupoBanue nqoxkymenToB. OTMETKa Ha
JIOKyMEHTE: OTMETKa O MOCTYIUIEHUU JOKYMEHTA B
OpraHM3aIHIo0, PE30JIOIHS, OTMETKA O KOHTPOJIE,
OTMETKa O 3aBEPEHUHU KOIHUH JOKYMEHTA.
WNnentudukaTop 31€KTPOHHON KOUU JOKYMEHTA.
OtmeTtka 00 ucnonaaurene. OTMerka 06
WCIIOJITHCHUH IOKYMEHTA W HaIllpaBJICHUU
Tema 3. OpranuzannonHas TokymeHnrtanus. Oouue VK-2, YK-3
OpraHu3anMoHHO- | TpeOOBaHMS K OpPraHU3AIMOHHBIM JJOKYMEHTaM.
pacnopsiiuTe/ibHbIe | Y CcTaB npeanpusaTHs. JJomKHOCTHAS HHCTPYKUHUS.

JAOKYMEHTBI, UX
cocTaBJieHHe U
oopmIiIeHHE.
JlesoBas u
KOMMepYecKast
nepenucka B IT-
On3Hece

[Tonoxenue. tatHOe pacniucanue. CTpykTypa u
LITaTHasl YUCIeHHOCTh. CTPYKTypa U UX
coaepskanue. [IpaBuna ux opopmienns. CoctaB
00s13aTeNIbHBIX PEKBU3UTOB U TPEOOBAHUS K
opopmienuro. Llenb 3Tux 10KyMEeHTOB, OPSAOK
U3JIaHUs, YTBEP)KIEHUS U PETUCTPALUH.
PacniopsiaurenbsHble JOKYMEHTBI KaK OJHA U3
(G opM UCIIOTHUTEIBHO-PACTIOPATUTETBHOMN
JIeATEIIbHOCTH OPraHU3aluN, yUpeKICHUH,
npennpusatuid. [Ipukasel, ux suael. [Ipasuna




odpopmiieHust. OCOOEHHOCTH COCTaBIICHUSI IPUKA30B
110 OCHOBHOM JIEITETLHOCTH U MPUKA30B 10
TUYHOMY cocTaBy. OCOOEHHOCTH B COCTABJICHUH
3aroJIoBKOB U ()OPMYIMPOBOK KOHCTATHPYIOIIEH
yacTu. PacniopsiauTenbHas 4acTpb - cxema
nocTpoeHus. Brimrcka u3 nprkasa, ee Ha3HauYeHHe
U TpaBuiIa opopmIIeHuSI.

[TonroroBka, opopmieHrEe yKa3aHUH U
pacnopsokeHuit. CTaguu NoAroTOBKH MPOEKTa
pacrnopsAuTeasbHOro qoKyMeHTa. [IpaBuna ero
BU3MPOBaHMS, MOANKUCAHUA U peructpanuu. Cpoku
UCTIOTHEHUS ¥ BpeMsi JOBeIeHUsI HH(POpMAIUH 10
KOHKPETHBIX MCIIOJHUTENEH.

NudopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI.
Haznauenue u cocraB nH()OpMaIIMOHHO-
CIPaBOYHBIX TOKyMeHTOB. CripaBka. PekBU3UTHI
CIIPAaBOK, BUJIbI CIIPaBOK, IIPaBUJIa HAITUCAHUSI.

Joxnanasie 3anucku. L{enb qokmaaHbix
3amuCoK, paBmia oopmiieHus. OObSICHUTEIIbHBIC
3amucku. Lenb 0ObsICHUTENBHBIX 3aMTUCOK, TPaBUIa
odpopmiienus. CiyxeOHas 3arucka, €€ Ha3HauCHHeE.

AxkTbl. CxeMa cocTaBleHus akTa. PeKBU3HUTHI
akta. CocraBHble yacTu akta. [lopsiiok
MOJIMMCAHUS ¥ YTBEPKICHUS.

[Tporokoi. TpeOOBaHUS K COCTABIICHUIO U
0(OPMIICHHIO IPOTOKOJIOB. PEKBU3HUTHI, COCTaBHBIC
yacTH. BUJIbl MPOTOKOJIOB: MOJIHBIE, KPATKUE,
cokpaileHHbIe. JoBeeHue pemeHuit
(mocTaHOBJIEHUI) 10 UCIIOJIHUTENEH.

JlenoBoe MUCHMO B YCIOBUAX YHU(DUKAIIHH.
O¢unuanbHOE TUCHMO KaK CPEJCTBO CBA3U
MPEANPUATHI, OpraHu3alui, YUYPEKICHUN C
BHEITHUM MUpoM. CTpykTypa nucbma. OCHOBHbBIE
TpeOoBaHUS K TEKCTy. PekoMenaamnuu mo
nocTpoenuto gppas. [Ipasmna opopmiienus
JIEJIOBOTO MHCHhMA.

[TonsTne 6anka nuceMa. CTaHIAPTH HA
bopMynapei-00pasiibl. PeKBU3NTHI TUCEMa U
npaBuia ux opopmiieHus. OTaenbHbIC BUIBI
nuceM: HHPOpMAIMOHHOE, 0J1aroJapcTBEHHOE,
MUChMO-U3BEILIEHUE, MUChbMO-3aIIPOC, MUCbMO-
TpeOoBaHUE, MUCbMO-0TBET U Jip. CocTaBieHHe
TEKCTOB CITy>KEOHBIX MHCEM.




Tema 4.

Kanposas
AOKyMeHTaIus
Opranusanus
padoThI c
AOKYMEHTaMH B
IT-cdepe

3HaveHHEe KaJAPOBHIX TOKyMEHTOB. CocTaB u
BUJIbI JOKYMEHTAIUH 110 JIMYHOMY COCTaBY.
[IpaBuna ux coctaBieHus. Y HUPUIMPOBAHHBIE
dbopmel tokymeHToB. [Ipuka3. Opopmienue
npuema Ha padoty. [lepeBos Ha npyryro pabory.
[IpenocraBnenue oTmycka. Y BoJbHEHHE C PaOOTHI.
JInunoe 3asBieHue. Xapakrepuctuka. CocraBHbIE
YaCTH XapaKTEPUCTHUKH, MpaBuia oHhopMIeHusI.

[lopsiok ABM>KEHUS JOKYMEHTOB B
opranuzanuu. [loHsTHE TOKyMEHTO000pOTa U €ro
OCHOBHbI€ 3Tanbl. O0paboTKa JOKYMEHTOB,
MOCTyMNaloNMX B opranuzanuio. [IpeasapurenapHoe
paccMOTpeHHe TOKYMEHTOB B CIIyk0e
JIOKYMEHTAIMOHHOTO 00eCIIeYeHUs yIPaBICHUSI.

Peructpanus u uHaekcanus JOKYMEHTOB.

KonTpouns 3a ucnonnenneM 1okyMeHToB. Cpoku
UCIIOJTHEHUS TI0KyMeHTOB. Opranuzanus
paIMOHATBHOTO ABUKEHUS TOKYMEHTOB BHYTPHU
npennpusitas. O0paboTKa HUCITOJTHEHHBIX U
OTIIPABJISIEMBIX IOKyMEHTOB.

Wcnonuenue 1oKyMeHTOB. AHAJIU3 CTPYKTYpPbI
JTOKYMEHT0000poTa. MeTobl yueTa v COKpalleHus
JIOKYMEHTO000pOTa. YUeT KOJIMYEeCTBa U KaueCTBa
JTOKYMEHTOB opranuzanuu. CokpaiieHue oobema
JIOKyMEHTO0000pOTA.

YK-2, YK-3

Tema 5.

Cucremaruzauus
AOKYMEHTOB H
dopmupoBanmue aeJ.
OneparuBHoe
XpaHeHue
AOKYMEHTOB H JeJ.

Opranu3anus SKCIepTU3bl ICHHOCTU JJOKYMEHTOB.
Oo6mue TpeboBaHMsI K cCHCTeMaTU3alluu
nokyMeHToB, Homenknatypa nen. CocraBieHue
3aros0BKOB Jen. OCHOBHbIE ITpaBuia
dbopmupoBanus nen, OnepaTuBHOE XpaHEHUE
JIOKYMEHTOB H JIeJ.

[ToaroroBka /1en Kk apXMBHOMY XPaHEHHUIO.
CocraBieHrue BHYTPEHHEH ONKUCH TI0OKYMEHTOB U
3aBepuTenbHON Haanucu. CocTaBiieHUE U
odopmienue onuceii aen. [lepenaua nen B apxus.

YK-2, YK-3

5.2. Pa3nenbl AMCHUILVIMHBI, BUABI Y4eOHBIX 3aHATHI M (OPMBI TeKyLIero KOHTPOJIs
ycneBaeMoCTH
JJIS1 04YHO-32049HOH GopMBI 00yUeHHs

TpynoemkocTh B 4acax ®opmbl
Ha koHTakTHYI0 TeKymero
KOHTPOJIA
No paboTy 1o BUAaM ?car;g::ﬁeMc
cem HaumenoBanue Beero | YYEOHBIX 3aHATHIH ®opMbI 6};.11.1103 (npu
ecT | pasjena AMCHMILTHHBL | (g, Ha CPC
pa CPC) CPC HCII0JIb30BAaH
1707 bHOI
11 m | u3 0a1IbHO
CHCTEMbI
OLICHUBAHMS)




1 |Tema l.
Llenu v 3agauu
W3YYECHUS TUCIUTINHBL. Pedepupo Omnpoc,
3aKoHO/IaTEeNbHOE 25 6 2 17 BaHHC pEIICHUC
" HOPMATUBHO- JUTEpaTy | WHIAUBUIYaTb
METOIUYECKOE pBI HBIX 3aJJaHUH
perynuposanue JJOY
2 |Tewma?2.
OcHoBHbIE TpeOOBaHMS K Pedepupo Omboc
O(OPMIICHHIO BaHUE 1poc,
eIIeHUE
YIPaBIEHYECKUX 27 6 4 17 | nuteparty P
WHAUBHUyalb
(opraHu3aIoOHHO- pBL N
HBIX 3aJJaHU.
pacropsiIUTeIHHBIX )
JOKYMEHTOB.
3 |Tema 3.
OpraHu3zaiioHHO-
P . Pedepupo
pacnopsAuTeIbHbIE BAHIIC
CurtyanoHHbI
JIOKYMCHTBI, MX 18 8 4 6 | nmutepaty yan
COCTaBJICHUE U pbi i aHanmus.
opopmiierue. JlenoBas u ’
KOMMepyecKas Mepenrcka
B [T-OuzHece
4 |Tema4.
Kanposas Pedepupo Ompoc,
JOKYMEHTAITUS 16 8 4 4 BaHUE pelieHue
Opranuzaius paboThl C JAUTEpaTy | UHAUBHUIYANb
nokymenrtamu B IT- pHI HBIX 3aJIaHUI
chepe
5 |Temas.
CucreMaTuzanus Pedepupo Ompoc,
JIOKYMEHTOB ul 18 8 4 6 BaHUE pelieHue
dbopMupoBaHue hi(Sh) JIUTEPATy | MHAUBUIYaJIb
OnepatuBHOE XpaHEHUE PEI HBIX 3a/laHiH
JOKYMEHTOB U JIe.
3auer 4
UTOI'o:| 108 36 18 50
JJIS 0YHO-3204HOI popMbI 00yUeHM S
TpyroeMkocTh B 4acax DopMbI
Ne Ha xonTakTHY10 TEKyHiero
KOHTPOJIA C
ceM HanmenoBanme Bcero | PaboTy 1o Buaam ®opmbI Ka3apHneM
ecT | pasjiena AMCHMIUIMHBI | (B y4eOHbIX 3aHATHH Ha CPC y
a X CPC 0aJu10B (IpH
P CPC) HCI0JIb30BaH

J 3 | "3

MM 0AJJILHOM




CHCTEMBI
OLleHUBAHMS)
1 |Tema l.
Llenu v 3apa4uu
M3YYECHUS] TUCITUTINHBL. Pedepupo Omnpoc,
3aKoHO/IAaTENbHOE 20 1 2 17 BaHHC pEIICHUC
" HOPMATUBHO- JUTEpaTy | WHIAUBHUIYaTb
METOINYECKOE pBI HBIX 3aJJaHUI
perynuposanue JJOY
2 |Tema?2.
OcHoBHbIE TpeOOBaHMS K Pedepupo Omboc
oopmiteHurO BaHUE poc,
20 1 4 17 pelieHue
YIPaBIEHYECKUX JIUTEpaTy
WHIMBUTyaJTb
(opraHu3aIoOHHO- pBL N
HBIX 3aJJaHHi.
pacropsiIUTeIHHBIX )
JOKYMEHTOB.
3 |Tewma 3.
OpraHu3zaiioHHO-
P ! Pedepupo
pacnopsAUTeIbHbIE BAHIIC
CurtyanoHHbI
JIOKYMCHTBI, MX 22 2 4 16 | nurepary yan
COCTaBJICHUE U P i aHanmus.
opopmiierue. JlenoBas u ’
KOMMepyecKas Mepenrcka
B [T-OuzHece
4 |Tema4.
Kanposas Pedepupo Omnpoc,
JOKYMEHTAITUS BaHHE pelieHue
20 2 4 14
Opranuzainust paboThl C JUTEpaTy | UHIAUBHUIYaTb
nokymenrtamu B [IT- pHL HBIX 3aJJaHUH
chepe
5 |Temas.
CucremaTtu3zanus Pedeprpo Ompoc,
JIOKYMEHTOB ul 90 2 2 16 BaHUE pelieHue
dhopmupoBaHue Je. JUTEpATy | HHAMBUNYAJIb
OnepaTtuBHOE XpaHEHUE PEI HBIX 3a/laHiH
JOKYMEHTOB U JIe.
3auer 4
UTOI'o:| 108 8 16 80
JJIS1 3204HOM (pOpMBI 00yYeHUs
No TpynoeMkocTh B 4acax ®opmbI
cem HaumenoBanue Beero | Ha KOHTakTHY0 ®opmbI TeKylIero
ecT | pasjena AMCUMILIMHBL | (ggy, | paGoOTy IO BHAAM C}II’aC CPC KOHTPOJIA €
pa CPC) | yueOHBIX 3aHATHIA ykazaHueM




0aJu10B (IpH

HCI0JIL30BaH
3 | 13 UM 0AJTbHOM
CHCTEMBI
OLICHUBAHMS)
Tema 1.
Llenu u 3agaun
W3YYCHHSI TUCITUTUIUHEI. Pedepupo Omnpoc,
3aKoOHOAATENHLHOE 21 2 18 BaHHUC pemeHune
" HOPMATHBHO- JAUTEpaTy | UHAUBHUIYaNb
METOJUUYECKOe pBI HBIX 3aJ[aHUH
perynupoBanue J[0Y
Tewma 2.
OcHoBHbIE TpeOOBaHMS K Pedepupo Omboc
ohopmIIeHHIO BaHHE poc,
perieHue
YIPaBIEHYECKUX 23 2 20 | mutepary
WHIUBHUIYaNb
(opranmM3aIrioHHO- pHI. .
HBIX 3aJJaHUH.
pacnopsAUTEIbHBIX )
JIOKyMEHTOB
Tewma 3.
Opranu3zaiioHHO-
P ! Pedepupo
pacnopsauTeIbHbIE BAHIC
CuTyanoHHbI
JIOKYMCHTBI, MX 20 2 17 | nutepary Tyan
COCTaBJICHUE U pbi 1 aHaIM3.
odopmienue. Jlenosas u '
KOMMepYecKas TIepernrcKa
B [T-Ouznece
Tewma 4.
Kanposas Pedepupo Omnpoc,
JOKYMEHTaIUs 20 2 17 BaHHC perieHue
Opranuzaius padoOTHl C JAUTepaTy | UHAUBHUIYaNb
nokymentamu B IT- pBI HBIX 3aJIaHUI
chepe
Tema 5.
Cucremaruzauus Pedepupo Ompoc,
JIOKYMEHTOB u 20 2 16 BaHHC pemicHuc
dbopMupoBaHue Jen. Tepaty | MHAUBUAYasb
OnepatuBHOE XpaHEHUE PBI HBIX 3aTaHNH1
JOKYMEHTOB H JIeJ
3auer 4
UTOI'o:| 108 10 88

6. Y4eOHO-MeTOaAMUYECKOE O0ecmeyeHHe CAMOCTOSATeIbHOI padoThl 00yYarOIIUXCs M0

AUCUHUILIHHE




Ne HanmenoBanmue pa3ziena Conep:xanue CPC Kountpoan
AUCIHUTLINHBI
1 | Lenu u 3agaun u3y4eHus paboTa ¢ mpolIeHHbIM IIpoBepka KOHCIIEKTOB
JUCIUTUIAHBI. MaTepHaloM M0 KOHCIIEKTaM
3aKOHOIaTEIbHOE JICKLUHA ¥ y4eOHUKY
U HOPMAaTHUBHO-
METOJIUYECKOe
peryauposanue JJ0OY
2 | OcHOBHBIE TPeOOBAHUS K paboTa ¢ mpoiiIeHHBIM [IpoBepka KOHCIIEKTOB
o(hopMIIeHHIO MaTepHUaJIOM 10 KOHCIIEKTaM
YIPaBJIEHYECKUX JICKIHI ¥ yIeOHUKY
(opraHuzaIOHHO-
pacnopsaUTENbHBIX)
JIOKYMEHTOB
3 | Tema 3. paboTa ¢ npoiIeHHbIM [IpoBepka KOHCIIEKTOB
OpraHu3aioHHO- MaTepHUaJIoM IO KOHCIIEKTaM
PaCTIOpSIUTENBHBIE JICKLMH 1 y4eOHNKY
JIOKYMEHTBI, X COCTaBJICHUE U
opopminenue. JlemoBas U
KOMMeEpYecKas Tepenucka B
IT-6m3Hece
4 | Tema 4. paboTa ¢ mpoiIeHHbIM [IpoBepka KOHCIIEKTOB
KaHpOBaH JOKyMCHTalus | MAaTCprUaJIOM IO KOHCIICKTaM
Opranmsanus  paboTel ¢ | JEKIUH ¥ y4EOHUKY
nokymentamu B IT-cdepe
5 | Cucremaruzarus paboTa ¢ MpoIeHHBIM [IpoBepka KOHCIIEKTOB
JIOKYMEHTOB U | MaTEpUaJIOM 10 KOHCIIEKTaM
dbopmupoBaHme JeN. | JIGKITUH ¥ YYeOHUKY
OneparuBHOE XpaHEeHUe
JIOKYMEHTOB U JIeJ

7. IlpoBeneHHe MPOME:KYTOYHOM aTTECTAIMU 00YYAKOIIMXCS 10 JUCIHUILINHE

7.1. OOuue ycinoBus
[TpomesxyTouHas arTecTanus NPOBOAUTCA B (pOpME YCTHOTO 3a4era.
7.2. Kpurepuu u IKAJbl OLEHNBAHUS Pe3yJIbTATOB 00yYeHHs M0 JTUCHUIINHE
Kon ITokazarenu Kpurepun n mkaJja oneHuBaHus Ilepeyenn
KOMIIETEHI| | JOCTHKeHUS OLICHOYH
0 pe3yJIbTaToB BIX
0o0y4eHust CpelacTB
3auTeHo He3aureHo
YK-2,3 nokasareieM | OTBEThI Ha IOCTaBIIEHHbBIE Matepuan uznaraercst | TecTsl
ee BOIIPOCHI U3J1aratoTCsA HenocnenosarenbHo, | [Ipakrnue
(OpMHUPOBAHM | CHCTEMATH3HPOBAHO U cOMBUYMBO, HE CKHe
S CITyKUT IIOCJIEI0BATEIIBHO. IIPECTaBIISET 3aa4u
CHocoOHOCTh | Marepuan nznaraercs OIpEeICTICHHOU
IIPOBOJNTH YBEPEHHO. CHUCTEMBI 3HAaHUH 110
camocTosTenb | JIeMOHCTpUpYETCS yMEHME | JUCLUILIMHE.
HBIW MMOWCK U | aHAIM3UPOBATH MaTepuall, HNmerorcs 3ameTHbIe




MIPUBJICYCHUE | OJHAKO HE BCE BBIBOBI HapYIICHHUS] HOPM
HOBBIX HOCSIT apIrYMEHTUPOBAHHBIN | INTEpaTyPHOU peun.
KJIUEHTOB, U JIOKa3aTeIbHBIA XapaKTep.
noanuckiBath | CoOMIOAAI0TCS HOPMBI
JOKYMEHTBI O | TUTCPATyPHOU PEUH.
COTPYAHUYECT
e, 3HaHue
JIOKYMEHTO00
opora
OpraHu3aIH.

8. JIabopaTopHBIil NPAKTHUKYM - HE IPEAYCMOTPEHO

9. [IpakTHYecKkHe 3aHATHSA (CEMHHAPDI).

[IpakTuyeckue 3aHATUS (CEMHHAPHI) ABIAIOTCS (POPMOIT ay JTUTOPHOM rpynnoBOil paboThI

MI0J1 pyKOBOJCTBOM IPENOAABATEINs. 3aHATHS IPOBOJATCA B Irpynmnax. OCHOBHOM LENbIO 3aHATHUS
saBIsieTcst HOpMUPOBAHHE YMEHUH peliaTh NPaKTHKO-OPUEHTUPOBAHHBIC 3a/1a4H

CeMuHapcKue 3aHATHSA 110 KaXKI0W TeMe obecriedeHbl Ha0OpOM BapUAaTHUBHBIX PACUETHBIX

" OpPraHU3alMOHHO-TIPAKTHUYCCKUX 3a1a4.

NGO~ WDN

Cemunap Nel.
Tema: «Ilean u 3axa4m N3y4eHUs JUCHHUILIMHBI. 3AKOHOATEJIbHOE
U HOPMATHBHO-MeToAuYecKoe peryjauposanue JJOY».

Bonpocvt memui:
Llenp, 3a1aun, npeaMeT, OObEKT U3yUSHHSI JUCLUIUINHBL.
I'OCT P 6.30-2003 «YHuUIMPOBAHHBIE CUCTEMbI JOKYMEHTAlMU. YHU(PULIHPOBAHHAS
CUCTEMa  OPTraHM3AlMOHHO-PACTIOPSIAUTEILHON  JOKyMEHTanuu. TpeboBaHus K
0(hOPMIICHHIO JJOKYMEHTOBY.
CocraB HOPMATHBHO-METOJAMYECKOW 0a3bl JIEJIOMPOU3BOJICTBA. 3aKOHOAATEIbHBIEC AKThI
P® B chepe nnpopmanyu u 10KyMeHTALINH.
HopmaruBHble npaBOBBIE aKThl (helepaIbHBIX OpPraHOB MCIOJHUTEIbHON BIacTw,
periIaMeHTHPYIOIME BOMPOCH JOKYMEHTALMOHHOrO oOecreyeHus. [ ocynapcTBeHHBIE
CTaHJAPThl HA JOKYMEHTALUIO. Y HU(UIMPOBAHHBIE CUCTEMBI JJOKYMEHTALUH.

Bonpocul ona oocyyncoenusn:

JIOKyMEeHT Kak HOcUTeNb yrpaBieHueckoil uHpopmaruu. [lonarue, GyHKIUM 1 ciocoObl
JIOKyMEHTUPOBaHUSI.

[ToHsATHE «3JIEKTPOHHBIN JOKYMEHT.

Knaccudukanus 10KyMeHTOB.

S3bIK ¥ cTUITB OPUIIMATIBHBIX TOKYMEHTOB.

YHudukanus u cCTaHIapTH3aIus T0KyMEHTOB.

CucreMbl TOKYMEHTALUU PA3INYHBIX cep AeSITETbHOCTH.

3akoHoxarenbHbIe akThl PO B chepe nHpOpMaIK 1 JOKYMEHTAIUY;

Vka3bl u pacnopsbkenus [Ipesuaenta PO, nocranosnenus [IpaButensctBa PO B chepe
JIEJI0NIPOU3BO/ICTBA;

HopmaTuBHble mpaBOBble aKTbl (eAepalbHbBIX OpPraHOB HCHOJHUTENIBHON BIACTH
(MHHHCTEPCTB, KOMHUTETOB, CIIy’)K0O, areHTCTB), pPETIAMEHTHUPYIOIIUX  BOIMPOCHI
JOKYMEHTAIMOHHOTO 00ECIICUEHHUS;

10. Texnuueckue peraaMeHTsl U HamoHanbHble CtanaapTsl B oonactu JJOVII;




11. Obmepoccuiickue  KIacCU(UKATOPBI,  TEXHUKO-DKOHOMHYECKOW W  COLMAIBHOM
uHbOopMaIuy;

12. YauuuupoBaHHBIE CUCTEMBI JOKYMCHTAIUH;

13. HopmaTuBHO-IIpaBOBbIE aKThl W METOJMYECKHE JIOKYMEHTBI IO JeJONPOU3BOACTBY,
M3/1aBacMble pyKOBOACTBOM YUPEXKICHUNA OpraHU3alui, IpeIpUATUI;

14. 3akoHonaTenbHble akThl CyOBbekTOB P®d u mpaBoBble akThl, MPUHMMaeMble OpraHaMH
UCTIOJIHUTEIILHOU BIacTH CyOBbeKkTOB PO.

Cemunap Ne2.
Tema: «OcHoBHBIe TpeOOBaHUS K 0)OPMJICHUIO YIIPABJICHYECKHUX
(OpraHM3anMoOHHO-PACTIOPSIANTEIbHBIX) TOKYMEHTOB.

Bonpocvt memut:

1. Enunbie TpeboBanms K O6JaHKaM JOKyMeHTOB. Bunbl 6i1ankoB, [IpaBuia odopmiieHus
JOKYMEHTOB IIpH HCIIOJb30BaHUU TEXHUYECKHX cpeacTtB. (CocTaB pPEKBU3UTOB
noxkymenToB OPJI.

2. IlpaBuna odopmieHHS PEKBU3UTOB 3arojIOBOYHOM YaCTH JIOKYMEHTa: YIJIOBOE,
nponoabHoe. Kox opranuszanuu - aBropa AoKyMeHTa. OCHOBHOW TOCYJapCTBEHHBIN
perucTpanoHHbI HOMEp IopHUIndYecKoro nna. HanmeHoBaHue opraHnu3anuy - aBTopa
JIOKYMEHTA.

3. HasBanue Buna nokymenra. Jlata qokymeHTa. PeructpanoHHbIii HOMEp TOKYMEHTA.
MecTo cocTaBieHMsI WIM U3AaHUS JOKyMEHTa, TpeOOBAaHUS K TEKCTaM JIOKyMEHTOB.
CokpanieHHble CJ0Ba. 3arojoBOK K TEKCTy J0oKyMeHTa. OTMeTka O HaJIu4uu
IPUIIOKEHUS.

4. Tlognucanue W yTBepXkJAeHHE AOKyMeHTOB. CoriiacoBaHue IOKyMEHTOB. OTTHCK
NeYaTH.

5. BusupoBanme 10KymMeHTOB. OTMEeTKa Ha JOKYMEHTE: OTMETKa O TMOCTYIUJICHUH
JIOKYMEHTa B OpraHU3al1I0, PE30JIIOIHs, OTMETKA O KOHTPOJIE, OTMETKA O 3aBEPEHUU
KOIUU JIOKyMEHTA.

6. Wnentudukarop -SIEKTPOHHONW KOMUU JOKyMeHTa. OTMeTKa 00 HCIIOIHUTENE.
OTmeTka 00 MCTIOIHEHNH JOKYMEHTA M HallPaBJICHUN

Bonpocwt ona oocyscoenusn:
1. JIoKyMEHTOOOOpOT: TOHSTHE, TPUHIUIBL, KOJUYECTBEHHBIE W  KaYCCTBCHHBIC
XapaKTePUCTHKHU.
OCHOBHBIE Tarbl JOKyMEHTOO0OPOTA.
3. JIOKyMEHTOMOTOKH: BXOHAIIAs, MCXONAIIAs, BHYTPEHHsS IOKyMEHTAlUsA. TeXHOIOTHS
00pabOTKH JOKYMEHTOIIOTOKOB.
4. Crnenuguyeckue TEXHOIOTUU 00paOOTKU TOKyMEHTAIINHU:
- KoH(HIEHITNATBHAS TOKYMCHTAITHS;
- TOKyMEHTaIlUs 10 0OpaIIeHUsIM TPaXKaaH.

no

Cemunap Ne3.
Tema 3: «OpraHnuzaniMOHHO-PacHoOPsiANTEIbHbIE
JOKYMEHTBI, MX cocTaBjieHue U oopmwiienue. /lesioBas u kommepueckasi nepenucka B I'T-
On3Hece».

Bonpocot memui:
1. OpranuszauvonHas jpokymeHtauusa. OOmue TpeOoBaHMSA K  OpraHU3alMOHHBIM
JToKyMeHTaM. YcraB npeanpusitus. JlomkHocTtHas uHCTpykuus. [lonoxenne. ItatHoe



pacnucanue. CTpyKTypa ¥ IITaTHAsI YUCIEHHOCTh. CTPpYyKTypa U ux conepxanue. [IpaBuna
ux opopmienus. CoctaB 00s13aTENBHBIX PEKBU3UTOB U TpeOoBaHMs K odopmieHuio. Llens
ATUX IOKYMEHTOB, TIOPAJIOK U3IaHUS, YTBEPKICHUS U PETUCTPAIUH.

2. PacnopsinurenbHble JOKYMEHTHI Kak OfHa U3 (GOpPM HCHOIHUTEIbHO-PACIOPSIAUTEIHHON
JIEATENIbHOCTH OpTraHMU3alii, yupexaeHu, npeanpudatuil. [Ipukasel, ux suael. [Ipasuina
opopmiieHus. OCOOEHHOCTH COCTAaBJIEHHUS TMPUKA30B MO OCHOBHOW JIEATEIBHOCTH U
NpUKa30B MO JIMYHOMY cocTaBy. (OcCOOEHHOCTH B COCTaBJICHHHM 3arojOBKOB U
(dbopMyIIHPOBOK KOHCTATUPYIOLIEH yacTu. PacopsiaurenbHast 4acTh - cXema MOCTPOSHUSI.
Brinucka u3 nmpukasa, ee Ha3HauUCHUE U MpaBUiIa 0OPMIICHHSL.

3. ITloaroroBka, odopmieHue ykazaHuid u pacnopsokeHuid. CTaauy TOITOTOBKH IMPOEKTa
pacnopsauTeabHOr0  JOKyMeHTa. [lpaBuia ero BHU3HpOBaHUS, TMOANMHMCAHUSA U
peructpanuu. CpoKH HCIIOTHEHHUS W BpeMsl JOBeIeHUS WH(GOpMAIUU 0 KOHKPETHBIX
VCITOJTHUTEIICH.

4. HWudbopMallmoHHO-CIIPaBOYHbIE TOKyMEeHTHl. Ha3Hauenue u coctaB UMHGOPMAIMOHHO-
CIpaBOYHBIX JOKyMeHTOB. CrpaBka. PeKBU3WUTHI CIPaBOK, BHJbI CIPABOK, IpaBHIIa
HaIMCaHMUSL.

5. Joxnanuele 3amucku. llenb  MOKIaAHBIX — 3amUCOK, TpaBuia  OGOPMIICHHS.
OObsicHUTETbHBIE 3amUCKU. L[enh OOBSCHUTENBHBIX 3aMUCOK, MpaBmia OGOPMIICHUS.
Crny>xeOHas 3amicKa, €€ Ha3HaYCHHeE.

6. Axtbl. Cxema cocraBneHusi akta. PekBusuthl akta. CoctaBHble 4yacTu akTa. [lopsimok
MOAMUCAHUS U YTBEPKICHUSI.

7. TIporokon. TpeGoBaHHMS K COCTAaBICHHIO W O(QOPMIICHHUIO IPOTOKOJIOB. PEKBU3HTHI,
COCTaBHbIE 4YacTU. BUIBI MPOTOKOJIOB: MOJIHBIE, KpaTKHe, COKpaimleHHbIe. JloBeneHue
petieHuit (MOCTAaHOBJIEHU) O UCTIOTHUTEIIEH.

8. emoBoe mucbMo B ycioBusix yHu(pukanuu. OpunuaabHoe MHChMO KaK CPEJCTBO CBSI3U
OPEINPUITHIA, OpPraHU3alMi, YYpEeKICHHH ¢ BHEMHMM MupoM. CTpyKTypa mMUChMA.
OcHoBHBIE TpeOOBaHUS K TEKCTy. PexoMmenmanuu mo mnoctpoeHuio ¢pas. IlpaBuma
odopMIIEHHUS JIEJTOBOTO MHUCHhMA.

9. Tlonstue Onanka mucbMa. CTaHAapThl HA (GOpPMYIApBI-00pa3ibl. PeKBU3UTHI HUChMa U
npaBmwia ux  odopmuenus.  OtaenpHBIE  BUABI  MUCeM:  WHGOPMALMOHHOE,
0J1arojapCcTBEHHOE, MUChbMO-U3BELIEHUE, TUCHhMO-3alIpOC, MMCbMO-TpeOOBaHUE, MTUCHMO-
otBeT u Ap. CocTaBlieHnEe TEKCTOB CIY>KEOHBIX MHUCEM.

Bonpocul ona oocyscoenusn:
OOu1re TpeboBaHUS K OpraHU3allMOHHBIM JOKYMEHTaM.
YcraB npeanpusTys.
JIOJ>KHOCTHAST UHCTPYKIIHSL.
ITonoxenue.
ITaTHOE pacnucaHue.
[Ipukasel, UX BUIBI.
WHdpopManmoHHO-CIIPaBOYHbIE JOKYMEHTBI.
JloknaHble 3aMuCcKHu.
. AKTBI
10. ITpoTokon
11. /lenoBoe MUCHMO B YCIOBHSIX YHHU(PUKAIIUH.
12. TlonsTHe OaHKa MUCHMA.

CoNoUA~AWNE

Cemunap Ne4.
Tema: «KagpoBasi nokymenTanus Opranusanus padotsl ¢ fokymenTamu B I'T-cepe».



Bonpocovt memut:

1. 3nayeHue KagpoBBIX JTOKYMeHTOB. COCTaB M BHUIBI JOKYMEHTAIIMH 10 JIMYHOMY COCTaBY.
[TpaBuia ux cocraBienus. Y HuGUIIUpOBaHHBIE POPMBI JOKyMeHTOB. [Ipuka3. OdopmiieHue
npuema Ha paboty. [lepeBog Ha apyryto padoty. [IpenocraBienue oTmycka. Y BOJIbHEHHE C
pabotbl. JIluuHoe 3asBieHME. XapakrepucTuka. CocCTaBHbIE YacTH XapaKTEPHCTHUKH,
npaBuia OQPOPMIICHHUS.

2. llopsnok ABMKEHHMsI TOKYMEHTOB B opraHusanuu. [loHsATHE AOKyMEHTOOOOpOTa U €ro
ocHOBHble dTambl. OOpaOoTka  JOKYMEHTOB, TOCTYNAIOIIMX B  OpraHU3alHIo.
[IpenBapuTenbHOE  pacCMOTpPEHHE JOKYMEHTOB B  ClIy)k0€ JOKYMEHTAI[MOHHOTO
obecrieueHnst yrpaBICHUsI.

3. Perucrpanus u unaexcanus J0KyMEHTOB.

4. KoHTpoib 32 HCMIOTHEHHEM TOKYMEHTOB. CpOKHM HCIIOTHEHHS JOKyMEeHTOB. Opranu3anus
PaLMOHATIBHOTO IBM)KEHUS JOKYMEHTOB BHYTpU npeanpuatus. O0paboTka UCTIONHEHHBIX U
OTIIPABISIEMBIX JOKYMEHTOB.

5. MHcnonneHne NOKyMEHTOB. AHalu3 CTPYKTYpHI IOKyMeHTOoOOpoTa. MeTompl yudera M
COKpAILIEHUS JOKYMEHTO000pOoTa. YUeT KOJIMYECTBA U KaUueCTBa JOKyMEHTOB OpraHU3alUH.
CoxkparieHue oobeMa J0KyMEHTO000poTa.

Bonpocul ona oocysncoenusn:

1. KoMIuiekc kaapoBOil IOKYMEHTALIMK: TTIOHATHE U €€ COCTaBIIAIONIHE.

2. YauduimpoBaHHbie GOPMbI IEPBHYHON yUETHOU JOKYMEHTAIMH IO YYETy TpyAa U €ro
OTLIATHI.

3. TpynoBoii JOrOBOp: COAEPKAHUE U MOPSIIOK 3aKITFOUCHHUS.

4. OcoOEHHOCTH TOKYMEHTHPOBAHUS ITAOB TPYIOBOM JESITEIBHOCTH pabOTHUKA (TIpHEM,
nepeBo, OTIYCK, KOMaHIUPOBKA, YBOJILHEHHE U JIP.)

5. TpynoBast KHWKKA: TIpaBUjia BeJeHUs U 0(OPMIICHHUS.

6. OdopmieHme u BeJieHUE TNIHON KAPTOUKU U INIHBIX JIEI.

7. Iporiecc 3anuThl MpoheCCHOHATBHBIX JAaHHBIX B KaJIPOBOM CITykKOe€.

Cemunuap NeS.
Tema: «CucremaTuzanus 10KyMeHTOB U ¢opMupoBaHue esl. OnepaTuBHOe XpaHeHHe
AOKYMEHTOB H JIeJI».

Bonpocvt memui:

1. OpraHuzanus SKCIEPTU3bl  LIEHHOCTH  JOKyMeHTOB. OOmmue TpeOoBaHHs K
cucrteMaruzanuu JokymeHToB, Homenknatypa nen. CocTaBieHHE 3aroJIOBKOB JEl.
OcHoBHble npaBuiia popmupoBanus Aei, OnepaTuBHOE XpaHEHUE JOKYMEHTOB U Jell.

2. TloaroToBka nen K apxuBHOMY XpaHeHHI0. CocTaBlieHuE BHYTPEHHEHN OMUCH IOKyMEHTOB
u 3aBeputenbHOU Haamucu. CoctaBieHue u opopmiieHue onucen nen. [lepemaua nen B
apXuB.

Bonpocwt 0na oocyscoenusn:

1. CucreMaruzanys JOKYMEHTOB.

2. CocraBieHre HOMEHKIATYPbI JIe: Ha3HAU€HUE, BUbI, 0COOEHHOCTH O(OPMIICHHUS.
3. ®opMuUpOBaHUE A€ OCHOBHBIE OIEPALIUU.

4. ITpaBuiia ONIEpaTUBHOTO XPAHEHHUS JEI.



3. OdopmiieHue 1€ ¥ COCTABJICHUE OIHCEH.
4. [Topsiiok niepeiayl TOKYMEHTOB B apXUB.

Mopsiaok 0TPaGOTKM CTYIEHTAMH NMPONMYIIEHHBIX 3aHATHI

HeszaBucumo ot MNPUYIUHBI OTCYTCTBHA Ha 3aHATHUAX BCC MPOMYUMICHHBIC TCMbI JOJIKHBI

ObITh OTpaboTanbl. OTpaboTKa IOMKHA MPOXOAUTH B (hopMe MOArOTOBKM pedepaTa Mo TeMme
IOpONYIIEHHOW JekuMu wiM ceMuHapa. [lman pedepara nomkeH coBmagarb € IJIaHOM
NPOMYIIEHHON JIEKIIUU WIIM CEMUHAp

10. OneHo4HbIe cpeacTBa AJIs MPOMEKYTOYHOH ATTeCTAIUHN

Bomnpocs! k 3auery:

1.

oMW

13.

14.
15.
16.
17.

18.
19.
20.

21.
22.
23.
24.
25.
26.
27.
28.

29.

Jlenonpon3BoOACTBO Kak (YHKUUS YIPaBICHUS, COBPEMEHHBIE TPEOOBaHMS K €ro
OpraHU3aLu.

JIOKyMEHT, OCHOBHBIE MTOHATHSL, GYHKIIH U CIIOCOOBI TOKYMEHTUPOBAHUSL.

WNudopmanus u TOKyMeHT.

Knaccudukarms 1okymeHTa.

DJEKTPOHHBINA JOKYMEHT M JOKYMEHTOOOOPOT.

YHuUKanusg M CTaHAapTU3alUs KaK OCHOBHOE HAIPaBJICHHE COBEPLICHCTBOBAHMS
JIOKYMEHTOB.

CucteMbl TOKyMEHTAlNU.

YHUGHUIUPOBaHHBIE CHCTEMBI JIOKYMEHTAIHH.

OO0ume TpeGoBaHuUs K TEKCTY TOKyMeHTa. [1ops1ok U3n0keHus TeKCTa T0KyMEHTAa.

. HopmatuBHO-TIpaBOBast 6a3a IeI0MpoOn3BO/CTBA.
. CocTaB peKBU3HUTOB, ITpaBHUiIa UX 0(OPMIICHUS.
. Buyipl 671aHKOB TJOKYMEHTOB, X XapakTepucTuka. [IpaBuina opopmiieHusI, NU3rOTOBIICHHUS,

yuéTa, UCTIIOIb30BAaHUS U XpaHEHHs OJIAaHKOB OpraHU3alllu.

XapakTepHuCTUKa U COCTAB PACIOPSAUTEIbHBIX IOKYMEHTOB: TPeOOBaHUS K COCTABICHHUIO
u opopmiieHuIo.

Komrneke kagpoBoil TOKyMEHTaLNH.

OO6ume mpasuia opopMIIEHHUS IPUKA30B 110 JTUYHOMY COCTABY.

Tpyl0BO# 1OrOBOP: COIEpKAHUE U TIOPAIOK 3AKITHOYECHUS.

Oco0eHHOCTH JOKYMEHTHPOBAaHUS ATANOB TPYAOBOU JEATEIBHOCTH pabOTHHKA: MPUEM,
NepeBoJ,, OTIYCK, KOMAaHJIMPOBKAa, YyBOJbHEHHE, IOOLIPEHUE, JUCIUILUIMHAPHOE
B3bICKaHMUE.

[lonsaTHe, MPUHIMTIBI M XapaKTEPUCTUKU TOKYMEHTO000pOTA.

OcHOBHBIE 3Tallbl JOKYMEHTOO00POTA.

XapakTepucTUKa  JOKYMEHTONOTOKOB:  BXOAAIIAs,  HCXOIAIIAs,  BHYTPEHHSS
JOKyMEHTAIHsL.

OcobeHHocTH paboThHI C KOH(GUIEHIINATBEHON TOKYMEHTAIIMEH.

TexHosnorus paboThl ¢ 0OOpaAIICHUAMH TPAXKIAH.

CucremaTtu3zanusi JOKYMEHTOB, UX Y4ET U 00€CIeYeHNE COXPAHHOCTH.

Homenknatypa nen: BUIbl, COAEpKaHUE U HOPSIIOK COCTABIICHUS.

dopmupoBanue u opopmiIeHue Ae.

OcHOBHBIE TPeOOBaHMS K OpraHU3aLUU TEKYIIEr0 XPaHEHUS UCIIOJIHEHHBIX JOKYMEHTOB.
[TonroroBka JOKYMEHTOB K cllaue B apXHB. APXHUBHOE XpaHEHUE TOKYMEHTOB.

Ponp  nokyMeHTanMOHHOro oOecreueHHss B  COBEPLICHCTBOBAHMM  YIIPABIICHMUS
OpeNpUATHIMA

Hcropus craHOBIEHMSI M Pa3BUTHUSA JOKYMEHTAIL[MOHHOI'O OOECHEYEHUs yNpaBICHUS B
Poccun



30. S3BIK ¥ CTHIIB ICIIOBOW JJOKYMEHTAIIH

1. IlepeyeHb OCHOBHOI M JONIOJIHUTEILHOM Y4eOHOM JIUTEPATYPbl, HEOOXOAMMOM 115
OCBOCHUS TUCHHILIMHBI
OcHoBHasi JIuTepaTypa:

1. Bypmuctpor, A. H. KaapoBoe aenomnpou3BoACTBO U CTaHIAPTH3AIMS Tpyda : yueOHOe
nocob6ue / A. H. bypmuctpos, M. I1. CunsiBuna, O. B. Kanuauna. — Cankr-IletepOypr :
Canxkr-IlerepOyprekuii monurexundeckuii yausepeutet Ilerpa Bemukoro, 2020. — 104
Cc. — ISBN 978-5-7422-7046-1. — Texkcr : anekTpoHHbI# // [ludpoBoii 00pa3oBaTebHBIN
pecypc IPR SMART : [caiit]. — URL.: https://www.iprbookshop.ru/116130.html

2. T'amuesa, H. B. JlokymeHTanmmoHHOE oOecniedeHue ynpasieHus : yueOnuk / H. B. 'anuesa,
K. K. l'aysmeB. — Mocksa : U3narensckuii JJom MUCuC, 2021. — 188 ¢. — ISBN 978-
5-907227-50-7. — Texct : snexktpoHHsbld // Lludposoit odbpaszoBatenbHblii pecypc [PR
SMART : [caiiT]. — URL.: https://www.iprbookshop.ru/116986.html

3. Kysnenog, U. H. Jlenonpou3BoacTBo : yueOHO-cripaBouHoe ocodue / U. H. Ky3neros. —
8-e u3n. — Mockasa : JlamkoB u K, 2019. — 406 ¢. — ISBN 978-5-394-03393-3. — Tekcer
: anexkTpoHHbIN // Lludposoit obpazoBatenbubiii pecypc [IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/85215.html

4. Kysuenona, 1. B. KonduaenuunanbHoe 1I0MPOU3BOICTBO U 3AIIUIIEHHBINA 3TIEKTPOHHBIH
JIOKyMEHTOO00OpOT : ydeOHOe mocobue mius OakanaBpoB / M. B. Kysuemosa, I'. A.
XauatpsiH. — Mocksa : At [Tu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4.
— Texcr : anekrponnsiii // Ludposoit odpazoatenbhblii pecypc IPR SMART : [caiiT].
— URL: https://www.iprbookshop.ru/97083.html

JlonoJHUTeIbHAS JINTEpaTypa:

1. 3emnsuckuit, A. A. VmopaBineHne HHGOPMAIMOHHBIMH pecypcaMH B HAy4HO-
UCCIIEIOBATENBCKOM paboTe : yueOHoe mocobue / A. A. 3emnsnckuii, Y. E. beictpenuna.
— 2-¢ u3a. — Mockaa : JlamkoB u K, 2021. — 110 c. — ISBN 978-5-394-04149-5. —
Texcr : anextponssiit / Ludposoii oOpazoBarensHsbiii pecypc [IPR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/107830.html

2. Macanosa, 0. A. MlHHOBaIlMOHHBIE TEXHOJOTUU YIPABIECHUS MEPCOHAJIOM : yueOHOe
nocooue / FO. A. MacanoBa. — Mocksa : Aii [lu Ap Menma, 2021. — 323 ¢c. — ISBN
978-5-4497-1161-8. — Tekcr : anexTpoHHbIH // LludpoBoit o6pazoBarenbHbIil pecypc [PR
SMART : [caiiT]. — URL.: https://www.iprbookshop.ru/108225.html

3. CmupnoBa, E. II. J[lemompousBoacTtBo st cekperaps. Pa3paborka, yuer #
XpaHEHUECTYKeOHOH JOoKyMeHTaIuu : mpakTudeckoe mocodue / E. I1. CmupHOBa. — 2-¢
u3n. — Caparos : At [1Tu Op Meaua, 2019. — 210 c. — ISBN 978-5-4486-0465-2. —
Texcr : anekrponnsii // Lludposoii odpazoBarensHbiii pecype IPR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/79622.html

12. Ilepeuens pecypcoB HH(POPMALMOHHO-TEJIeKOMYHHUKAIIMOHHOI ceTn « AHTepHETY,
npogdeccuoOHAIBHBIX 023 JaHHBIX M MH(POPMALMOHHBIX CIIPABOYHBIX CHCTEM,
He00XO0AMMBIX /151 OCBOCHMSA THCIUIIINHBI

http://aup.ru  — AIMUHHUCTPATUBHO-YIIPABICHYECKHUIT TOPTAT
www.elibrary.ru — iiudposast HayuHast OuOIHOTEKA
www.cyberleninka.ru — nudpoBas Hay4Has OMOIHOTEKA
http://www.hr-portal.ru — HR-mmoprain



https://www.iprbookshop.ru/116130.html
https://www.iprbookshop.ru/116986.html
https://www.iprbookshop.ru/85215.html
https://www.iprbookshop.ru/97083.html
https://www.iprbookshop.ru/107830.html
https://www.iprbookshop.ru/108225.html
https://www.iprbookshop.ru/79622.html
http://aup.ru/
http://www.elibrary.ru/
http://www.cyberleninka.ru/
http://www.hr-portal.ru/

13. MeToauyeckue yKkazaHus /sl 00y4alOIMXCS 10 OCBOEHHIO THCHHMIIHHBI

N3yuenne y4yeOHOW IUCHMIUIMHBI «JlOKyMEHTAalMOHHOE O00ecredyeHUue YIpaBICHUs
IIEpCOHAJIOM» TIPEAIOJaraeT OBIaJCHUEe MaTepHaiaMy JEeKIni, yueOHNKa, IPOrpaMMBbl, paboTy
CTYZICHTOB B XOJI€ MPOBECHMS MPAKTUUECKUX 3aHATUH, a TAK)KEe CUCTEMAaTUUYECKOE BBIITOJHEHHE
NUCbMEHHBIX PadOT B (hopMme pedepaToB, TECTOBBIX M MHBIX 3aJaHUI AJII CaMOCTOSATEIbHON
paboThI CTYICHTOB.

B xoze nexuuil pacKpbIBarOTCsl OCHOBHBIE BOIIPOCHI B paMKax pacCMaTpUBAaEMOro paszena,
JIENIAI0TCs aKLEHThl Ha HauboJiee CI0XKHBIE U MHTEPECHBIE MOJIOKEHHUS N3yd4aeMoro MaTepHala,
KOTOPBIC AOJIPKHBI OBITH NPUHATEI CTYACHTAMHW BO BHUMAHHUC. MaTepManH JIGKIII/Ifl SABJIAOTCA
OCHOBOHM Uil TMOJATOTOBKHM CTYAEHTa K MPAKTHMYECKUM 3aHATUAM W BBINOJIHEHUS 3aJaHUN
CaMOCTOSITENIbHOM pabOThI.

OCHOBHOH LENBIO MPAKTUYECKUX 3aHIATHM SIBISAETCS KOHTPOJb 3a CTEIECHBIO YCBOCHHS
HpOﬁ[[GHHOFO Marcpuaia, XOJAOM BBIIIOJIHCHHUA CTyACHTaAMU CaMOCTOSITEIIFHOM pa60TI)I n
paccMoTpeHHe HanboJiee CI0XKHBIX M CIIOPHBIX BOIPOCOB.

14. Mepevyenb MHGPOPMANMOHHBIX TEXHOJIOTH, HCIOJIb3yeMbIX MPH OCYUIECTBICHUH

00pa30BaTe/IbHOIO Mpouecca Mo AMCHUILVINHE, BKJINYAs NepevyeHb MPOrpaMMHOIO

odecneyeHusi 1 HHGOPMANMOHHBIX CIPABOYHBIX CHCTEM

OnepanuonHast cuctema — Linux, maket odpucHbix nporpamm — LibreOffice 6o

ornepaunoHHas cucrema — Windows, naket opucHbix nporpamMm — Microsoft Office B
3aBUCHMOCTH OT PACIIPEACIICHUS Ay JUTOPHI. YUeOHbBIC ayAUTOPUHA OCHAIIEHBI KOMITLIOTEPHOU
TEXHUKOM ¢ BO3MOXHOCTbIO MOJIKIII0YEeHUs K ceTH "MHTepHeT" 1 obecnieueHneM JoCTyma B
JIEKTPOHHYIO WH(OPMAIIMOHHO-00pa3oBaTenbHy0 cpeny MucTuTyTa.

15. Onucanmne MaTepuaJIbHO-TeXHNYECKOH 0a3bl, HEOOXOAMMOM A/l OCYLIeCTBJICHHSA

00pa30BaTeIbHOIO MpoLecca Mo JMCHUIINHE

Jlnst u3yueHus JUCUUIUIMHBI «/]oKyMeHTanoHHOe o0ecrieueHre yrpaBiIeHus
IEPCOHATIOM» HEOOXOAUMO HAIWYHE Ay TUTOPUU, OCHAIIEHHON MYyJIbTUMEIMHHBIMHI CPEICTBAMHU
o0yueHwUs Ul YTeHUs JICKIUI U IPOBEICHUS] CEMUHAPCKUX 3aHATHUI.

16. METOANYECKHE PEKOMEHIALIMH JJIS1 IPENOJABATEJIEN IO MOJATOTOBKE U
IMPOBEJEHUIO PA3JINYHBIX BUAOB YUYEBHBIX 3AHSTHIA.

IIOArOTOBKA M ITPOBEJIEHUE JIEKIIUI

Jlekuusi (ot nar. lectio — yrenme) — cucTEeMaTHYECKOE, MOCIEAOBATEILHOE W SCHOE
U3JIOKEHUE TPETojaBaTeNieM YU4eOHOro MaTepualia MM KaKoTro-IM00 HaydHoro Bompoca. [lpu
HEOOXOJIMMOCTH MOXKET COMPOBOXKAATHCS JIEMOHCTpaIel ciaioB U ¢guiabmoB. Kak ogHa u3
OpPTaHHU3AIMOHHBIX (OPM H METOJOB OOYyYCHHUS TPAAWIIMOHHA JUIS BBICIICH IIKOJIBL. Jlekius —
SKOHOMHBIH M0 BPEMEHH CIIOCc00 COOOIICHUS CTYICHTaM 3HAYUTEILHOTO 00beMa nHpopmanuu. B
cpeHeM yueOHas JIeKIus 3aaumaet 1,5 — 2 yaca.

OCHOBHBIMH COBPEMCHHBIMU MPeHOo8AHUAMU, TIPEABIBISICMBIMA K JICKI[UH, SBIISIOTCS:
[EJIOCTHOE W CHUCTEeMATHYECKOEC W3JIOKCHHE Marepualia, €ro HayYHOCTh, JOCTYITHOCTb,
OpraHWYHas CBSI3b C IPYTUMU BUIAMHU YUCOHBIX 3aHSATHIA.

Jlekuus 10mKHA UMETh:

® YETKYIO CTPYKTYPY H JIOTUKY PACKPBITHS MTOCIEIOBATEIHHO H3y4aeMbIX BOIIPOCOB;

® UMCTh 3aKOHYCHHBIH XapaKTep OCBEUICHUS ONPEIeICHHON TeMbl (IPOOJIeMBbI), CBSI3b
C TPEABITYIIUM MATEPUATIOM;

e OBITh JIOKA3aTEIBHOW M apTYMEHTHPOBAHHOM, COJEPIKATh JOCTATOYHOE KOJIMIECTBO
IPUMEPOB, 0OOCHOBaHU, JOKa3aTEIbCTB;

® CTaBWTH NEpe CTYJCHTaMHU BOIIPOCHI JIJISl Pa3MbIIIUICHUS;

® JIGKTOp JOJDKEH yMETh NpoOYyXIaThb WHTEPEC K 3HAHUSAM, CTUMYJIHPOBATh K
CaMOCTOSITEIILHOM padoTe;



® JIEKTOpY HEOOXOIUMO YMETh YJEp>KUBATh BHUMAHHUE ayTUTOPUH, €T0 PeUb JOJDKHA
OBITh KyJBTypHOU, T.€. OTIMYATHCS CMBICIOBOW TOYHOCTHIO M TPaAMMATHYECKOM
MPAaBHJILHOCTBIO; OH JIOJDKEH BIAJIETh CHEIHATbHON TEPMUHOJOTHEH M YMETh ee
Pa3bIICHATS.

Ot nektopa TpebyeTcsi HE TOIBKO YETKOE U JIOTHYECKH CBSI3HOE M3JI0XKEHHE COICpKaHUS
npeaMeTa, HO U YMEHUE HAIPaBUTh M CTUMYJIMPOBATH CIIyIIATEICH K aKTUBHON MBICITHTEIHLHON
pabote. BocripusTiie neKuuu caymaTensMy 3aBUCHT OT KauecTBa MaTepHaia. [ JaBHOe B IEKIIUU
— YMEHHE aKTHBH3HMPOBATH MO3HABATENBHYIO JEATEIBHOCTH CIyIIaTeNei, TOOUThCS OTBETHOM
MBICTUTENIEHON peakuuu. Jlekuus mpu3BaHa TMOATOJIKHYTh CTYACHTOB K Pa3MBIIUICHUIO,
MI0JICKa3aTh HAMIPABIICHUS CAMOCTOSATEIBHOM PabOThI, OOYIUTh K ACHCTBUIO.

B kaxxm0ii JeKIUU TOJDKHBI OBITH HEPA3PHIBHO 0OBEIMHEHBI IBA HaYaia - 00pa3oBaTeIbHOe
¥ BOCHHTATENbHOE. B JEKIUM HE MOHKHO OBITh HHUYETO JIMITHETO, BCE HANpaBISIETCS Ha
JOCTHKEHHE TTOCTABICHHOM IIEJIM, Ha PACKPBITHE OCHOBHOM WJEH, HA I0KA3aTeIbCTBO TOTO MU
uHOro mnoisiokeHusa. CyIllecTBEHHOE 3HAU€HUE MMEET MCMOJIb30BAaHUE Ha JIEKIMH CPENCTB
00paTHOM CBS3M Pa3NUYHON CTEMEeHH cloKHOCTH. OOpaTHasi CBS3b BHICTYMAEeT KakK CIIOCOO AJis
JIEKTOpa MOJIy4yaTh MPEACTABICHUE O X0/ YCBOCHHS MaTepralla U aKTUBHOCTHU ayIUTOPUH.

Iloozomoeka nexkyuu - >TO TpOIECC, BKIIOYAOMMNA B cebs cOOp, HAKOIIEHHE U
pacopeneneHre Marepuaiga Mo BPEMEHH, MPOAYMBIBAHHE JIOTUYECKOTO IMOCTPOEHUS JIEKIIHUH,
BbIJIeTICHHE Hanbojee BaKHBIX MOMEHTOB U3 BCEro Marepuaia. JIekius JomKHa aKKyMyJIHpOBaTh
BCE HAKOIUICHHBIE MaTepWallbl, TaK WIM MHA4Ye OTHOCSIIUECS K Teme. lIporecc moaroToBKH K
JEKIMU WHIWBUIYalleH U BO MHOTOM 3aBHUCUT OT CIOKHOCTH TEMbI, MOJATrOTOBIECHHOCTU
MpenoiaBaresis, 0COOEHHOCTEHN yueOHoM rpynmbl. OgHAKO, HECMOTPS HA 3TO, MOKHO BBIICITUTH
OCHOBHBIE 3Talbl B MPOIECCE MOATOTOBKH, XapaKTepHbIC IS JIEKIUU MO JI00OMY ydeOHOMY
npeamery. K HUM oTHOCSTCS:

® U3y4YEeHHUE UCXOAHON JOKYMEHTAIIHH;

e pa3paboTKa 3aMbICa JICKIIUU U BBIOOD 11eJIeCO00pa3HOM METOUKH,

¢ opopMIICHHE JEKIIUH, PEICTHIIHS.

Cmpykmypa nekyuu:

® Ha3BaHHE TEMBI;
yKa3aHHe BPEMEHH Ha JIEKIIMIO B IIEJI0M, BBO/IHYIO YaCTh, OCHOBHYIO 4acCTb, 3aK/IIOUEHHE;
BBOJIHASI YaCTh;

OCHOBHAsl 4acTh;
KpaTKue BBIBOJIBI [0 KaXKJIOMY U3 BOIIPOCOB;

® 3aKIIIOUCHHUE;

® CIIUCOK HCIIOJIb30BAHHOM JINTEPATYPHI.

K w#cxomHO#W MOKyMEHTauH, KOTOPOW 00s3aH PYKOBOJICTBOBATHCS IPEIOJIaBATENb,
OTHOCHUTCS TIporpaMMa ydeOHOW TUCIUIIINHBI, YYeOHUKH W y4eOHO-METOIUYECKHE MOocoOus,
YaCTHBIE METOJUKH TPETOAaBaHMs AUCIHUILIMHBI, PACIUCAHHUE 3aHATUH co cryneHTamu. [lpu
pa3paboTke 3aMbIciia JIEKIUU OJHOM M3 Ba)KHBIX 3a/lay MpEernojaBaTeis sIBIsIeTCS MMOCTaHOBKa
y4eOHOI mpoOnIemMbl. YMEHUE HAWTH OCHOBHYIO HJCI0 B KaXKIOW JEKIIMOHHOW TEME HMEET
pemiaroiiee 3HaueHue g ee ycmexa. Kak mpaBmiio, Tema JIEKIIMM OIpenaeieHa y4eOHOM
nporpaMMoil gaHHOW mucnuiuinHel. OHa o0s3aTenbHA ANs MpernojaBaTens. V3MeHeHus B
Ha3BaHWU TEMBbI, TTOCTAHOBKE YUYEOHBIX BOMPOCOB 00s3aTEIBHO OOCYXAArOTCAd Ha Kadempe u
TOJILKO IIOCJIE COOTBETCTBYIOIIETO YTBEP)KICHUS BHOCATCS KOPPEKTUBBL. (CaMOCTOSATEIBHO
U3MEHATh UX (OpMYJIHpPOBKY TMpernojaBareilb HE HUMeeT MpaBa. Ero mpaBo — BbIOMpaTh
CoJepKaHNe, COOTBETCTBYIOIIEE TeME M Y4eOHBIM BOIIpOCaM, a TAaKXKe METOJbl, BEAYIIHE K
JOCTHKEHHUIO ONTHUMAJIBHOTO pe3yjbTaTa I03HABATEIbHOW MEATENBHOCTH CTYyAEeHTOB. [lpu
BBIOOpE METOIOB MPENoaBaTelb UCXOAUT U3 COOOpAKEHUS TeIarornYecKoi 11e1eco00pa3sHOCTH
U ydera cocTaBa CTyleHueckod ayautopuu. [Ipum pa3paboTke CTPYKTypbl JEKIUH Ba)KHO
cMoIepoBaTh 3 (HEKT ee BO3AeUCTBUS, pACWICHUTh YUeOHBIN MaTepral Ha MOAYJIH, JIOTHUECKU
yBSI3aHHBIE PYT C APYToM, CPOPMYIUPOBATH OCHOBHBIE HJIEU U BBIBOJIBI 10 KAXKIOMY yU4eOHOMY
BOTIPOCY M TEME B IIEJIOM; HAJIO TaK MOJONUTH K COOpaHHOMY MaTepHally U TaK 3HATh €ro, YTOOBI



HAaWTH KaXJoMy y4eOHOMYy MOMAYJI0 €ro JOorudeckoe wmecto. Jlormdeckas CTpOMHOCTD,
COpPa3MEpPHOCTh U B3aMMOCBS3b OTACJIbHBIX YACTEH BEAET K YETKOCTU €€ W3JIOKEHUS, SICHOCTH
OCBCIIICHUS BOTIPOCa, 00JIeryaeT ee MOHNMaHKE CTyICHTaMHU.

OdopMmieHne JEeKIUK 3aKII0YaeTCsl, KaKk MPaBUiIo, B pa3pabOTKe ee MOJHOr0 TeKCTa MU
riaHa-KoHcnekTa. [ToMHBIA TeKCT KM HEOOXOIUM MPU YTCHHUH JIEKIIUU TI0 0C000 BaXKHOMY
ydueOHOMY MaTepuaiy. B mnaHe-KOHCIIEKTe 1aeTcsi KpaTKOe COJepyKaHUE M3TaraéMbIX BOIPOCOB,
(dakTHUecKuil MaTtepual, BHIBOABI U 00O0OIIEHUS, TIOMETKH O BPEMEHU M MECTE JEMOHCTpAIluu
CPEIICTB HAIJIATHOCTH, a TAKXKEe JIPYTHe TOMETKH, HEOOXOAUMBIE MTPETOAABATENI0 B X0I€ YTCHUS
JeKuuu. B oTAENbHBIX Cilydasx MpenojiaBaTelb COCTABISIET KPATKUAM TUIaH JIEKIMU, BKJIOYas B
HEro o0s3aTebHbIe BXOHBIC JaHHbBIE U MEPEUYCHb BOIPOCOB C paclpeielieHueM UX M0 BpEMEHHU.

Beoonas uacmo (s6eoenue).

Berynnienue (BBeneHue) ompezenseT HE TONbKO TeMy W IJIaH, HO M 1elb JieKiuu. OHO
MPU3BAHO 3aMHTEPECOBATh M HACTPOWUTH ayJUTOPHUIO Ha CiyllaHue Mmarepuana. Ha nexuuum
IpenojaBaTeNito HeoOXOAUMO CHayalla YCTaHOBUTh KOHTAKT C ayJUTOpPHUEH, 3aTeM, HE TOPOIISCH,
YETKO W SICHO, Ha3BaTh TEMY JICKIIMH, aTh CTYACHTAM 3amucarh ee. Jlanee nmepeiT K U3JI0KEHUIO
BBOJIHOM 4YacTH, B KOTOPOM OIPENENsIeTCss MECTO TEMbI B M3Yy4aeMOM KypC€ M €€ 3HAu€HHUe s
MIPAKTUYECKON JIESTETLHOCTH CTYACHTOB, MPOUH(OPMUPOBATH O pacCHpeCTICHUN BpEMEHH Ha TEMY.
Ecmu 310 He mepBas JeKIus 1Mo TeMe, TO MPENoAaBaTeNb JOHKEH CBSA3aTh €€ ¢ MPEeAIIECTBYOLIEH
nekiment. Jlanee cnemyer nepeuncinTh yaeOHbIe BOITPOCHI U JaTh BO3MOKHOCTh CTYJICHTaM 3aIicaTh
uX.

[IpoBenenue JeKUMA MOKET MPEyCMATPUBATh PA3JIMYHBIE BAPUAHTHI €€ Hayaila, OJHAKO B
LI€JIOM BBOJHAS €€ YacTh JIOJHKHA YETKO OPUEHTUPOBATh CTYACHTOB B paMKaX paccMaTpUBaeMoOu
npoOJIeMbl, a TaKXe€ yKa3aTb Ha TO, YTO OHH JIOJDKHBI YCBOUTH Ha JICKIIUU, YEMY KOHKPETHO
HAy4HThCS.

BBonHas 4acTh JeKIMU HE AOJKHA 3aHUMaTh O0ojee 5 — 7 MuHyT. Temn ee u310KeHUsI, Kak
MIPABUIIO, BBIIIIE TEMIIA U3TI0KEHUS COJIEP>KaHUsl YUeOHBIX BOIIPOCOB, UTO 3aCTaBIIAECT 00ydaeMbIX
MICUXOJIOTHYECKH COOPAThCSI M COCPEOTOUUTHCS.

Baxxnoe ycnoBue ycriexa npenojgaBaTess Ha JEKIUY — MHTOHALWS, BBIPA3UTEIBHOCTD €T0 PEUH,
ONTUMAIBHOCTh €€ pUTMA U TEMIIa, BKJIIOYEHHE 3JIEMEHTOB tomopa. Omnpenesnsis TeMIl peyw,
IIPENO/IaBaTellb JOJDKEH YUYUTHIBaTh, YTO CTYAEHTHI 3allMCBIBAIOT TOJBKO TO, YTO MPENoJaBaTelb
MOYEPKUBAET TOJIOCOM, PA3PSAIKOM PEUH, MEJArOrMYeCKMMH Iay3aMu W MOBTOPAaMHU OTAEIIBHBIX
MOJIOKEHUM, MpUTTIalieHneM 00y4aeMbIX K TOMY, YTOObI OHH 3aIlIOMHIJIA TO WJIM MHOE MOJIOKEHHE,
BBIJICJIEHHOE MIPETNIOaBATENIEM.

3aknwouumensvnaa yacmep. 3aKIOYEHUE B CTPYKType JIEKIIMM HMEET Takxke OOJbIlIoe
3HAYEHHUE, T.K. MMEHHO OHO IIO3BOJISIET IMOJABECTH HWTOTM CKa3aHHOMY, ITOCTaBUTh IIEpPEN]
CTyJIeHTaMHl HeoOXOMMbIE 3a/1auM, YKa3aTh Ha CBA3b C MOCIEAYIOMNUM Y4eOHBIM MaTepUaioM U
MOPSAAOK MOATOTOBKH K CIEAYIOLIEMY 3aHSATHUIO, OTBETUTh HA BOIPOCHI, BO3HHUKIIUE 32 BpPEMs
nexuud. [Tocae 0oTBETOB Ha BO3HUKILKE BOIIPOCHI JIEKTOP 3aKaHYMBAET 3aHATHE.

HeoOxomuMo MOMHUTH, YTO K BaKHEHIIMM MPEUMYIIECTBAM JIEKIIMOHHOTO OOyYCHHS
OTHOCHTCS TO, YTO JIEKTOPY MOXHO 3a/1aTh BOIIPOC M TYT K€ MOIy4uTh OTBET. [locne Toro, kak Ha
MOCTYIUBIIHMIA BOIIPOC JJaH MOJHBIA U IOCTATOYHO 00OCHOBAHHBIN OTBET, PEMOAABATEIIO MOCIIe
JIEKIMU CIIeTyeT 001yMaTh, IOYEMY 3a/1aHbI TAKHE BOIPOCHI, U BHECTU HEOOXOIUMbIE KOPPEKTUBBI
B TEKCT JIEKI[UU.

JlekTOopckoe MacTepcTBO MpEenoaaBaTelis, Kak U €ro 3HaHUs, OTTAYUBAIOTCSA B PE3yJbTATe
eKeqHeBHOTo Tpyna. Jlns »toro tpeOyercs TIIATENbHBIA aHAIU3 PE3yJNbTAaTOB KaxJoi
MPOYUTAHHOM JIEKIIUHU, KaK 110 €€ COAEPKaHUI0, TaK U 10 (hopMe U3II0KEHUS.

ITIOArOTOBKA 1 ITPOBEJIEHUE IIPAKTUYECKUX 3AHSITUIN
Crneunguka 3TOro BUja 3aHATUN (CEMUHAPOB) COCTOUT B BBHIMOJIHEHUH CAMOCTOSATEIHHO

WINA TOJ PyKOBOJACTBOM IpENOAaBaTeNs 3aJaHUi U SBISETCS aKTMBHON (QoOpMOH ydeOHBIX
3aHaTuid. [IpakTHyeckue 3aHATHS MPU3BaHbl Pa3BUBATH U 3aKPEIUIATh Y CTYACHTOB HABBIKU



CaMOCTOSITSIIBHON pabOTHI, TPUMEHSAThH MMOJYUCHHBIC Ha JICKIUAX 3HaHUSA. B xome cemuHapa
BbIpabaThIBaeTCsl yMeHHEe POopMyITupOBaTh, 000CHOBBIBATH U U3JIaraTh COOCTBEHHOE CY>KICHHE
mo o0cyX)aaeMoMy BOMPOCY, YMEHHE OTCTauBaTh CBOW B3IJIANBI, a TAKXKE YIUIyOJSIIOTCS U
3aKpEIUISIOTCS 3HAHUS, TIOJTYyUYEHHbIE Ha JIEKIHUAX U B X0JIe CAMOCTOSITEIbHOM paOOTHI.

Bo Bcex ciydasx ceMHHapbl BBINOJHAIOT TI03HABATENbHYIO, BOCIUTATEIbHYIO U
KOHTPOJbHYIO (PYHKIIUHM, T.€. B XOJE€ NOJATOTOBKA W TPOBEICHHS CEMUHApa CTYIEHTHI
npuoOpetatoT Oosiee TIyOOKHE 3HAHUS, CYIIECTBEHHO PAaCIIUpPSAETCS MX NpeACTaBIeHUE 00
M3y4aeMoOM TIpeAMETE, MPUOOPETAETCS CIOCOOHOCTh CBOOOTHO ONMEPUPOBATH MOHATHSMU H
TEpMUHAMH, paHee UM HE3HAKOMBIMH. B Xo/1e ceMmrHapa mpernoiaBaTess u3yyaeT 00yJyaembIX,
CTETIeHb YCBOCHHUS MMH Marepuaia. CeMUHaphl BBITOJIHSIOT TAKKe W (YHKIHIO KOHTPOJIS:
NpernoiaBaTellb  COCTaBISCT CYyKACHHE 00 ypOBHE 3HAHMHA OOyYaeMbIX, IOJIydaeT
NPEJICTaBIICHUE O CHIIBHBIX M CIIA0BIX CTOPOHAX MX MOJATOTOBKH — BCE ATO Aa€T BO3MOKHOCTh
NPEIoIaBaTeNIl0 CBOCBPEMEHHO OKa3aTh HEOOXOIMMYIO TMOMOINb C€1a00  YCIEeBAIOIUM
CTyJCHTaM.

Paszymeercsi, 4TO BCero 3TOro yaacTcsi JOCTHYb TOJIBKO B CIIy4ae BBICOKOW aKTUBHOCTH
CTYZCHTOB, KOTOpasi HANPSIMYIO 3aBUCHUT OT YPOBHS MX MOJATOTOBJICHHOCTH, a TAK)XE OT YMEHHS
npernoaBaTessi co3aarh aTMocepy pPacKOBaHHOCTH, B3aWMOIIOHMMAaHUS W B3aumojoBepus. K
TPaJUIIMOHHBIM CEMUHApaM B BBICIIEH IITKOJIE OTHOCST:
® 3aHATHUS, OCHOBHAas Ieib KOTOPBIX — YIIyOJIGHHOE W3YYEeHHE  OIPEIeIICHHOTO

CHUCTEMaTHUYECKOTO Kypca ¥ TEMaTUYECKH CBA3aHHOTO C HUM;

®  3aHATUA, IPCAHA3HAYCHHBIC IJIA OCHOBATEIIBHOU HpOpa60TKI/I OTACIBHBIX, HanOoJIee BaXKHBIX
" TUIIUYHBIX B METOJAOJIOTHUYCCKOM OTHOUICHHUH TEM KypCa UIIN OT,I[CHBHOP'I TEMBI,

OcHoeHble hyHKyUuU NPAKMUUecKo20 (CEMUHAPCKO20) 3AHAMUA:

Ilo3nasamenvnaa ¢ynkyua. CeMuHap TMO3BOJSET OPraHU30BAaTh TBOPUYECKOE, AaKTHBHOE
U3yUYeHHE TEOPETUUECKUX M MPAKTUYECKUX BOIMPOCOB, YCTAHOBUTH HEMOCPEACTBEHHOE OOIEHUE
npenoAaBaTeniss co CTylIeHTaMHu, (OpPMUPYET CaMOKOHTPOJIb 3a MpPaBHWJIBHBIM IOHHUMaHHEM
U3y4aeMOro Marepuaiga co CTOPOHBI CTYJIEHTOB, PACIIUPSET U 3aKPEIUIsieT 3HAHHs, HaBBIKU U
yMEHHUS.

Bocnumamenvnaa ¢gynkyus. CemMuHap OCYILIECTBISIET CBS3b TEOPETHUUYECKUX 3HAHUU C
MPAKTUKOM, YCHUIIMBAEeT OOpaTHYIO CBSA3b CyOBbEKTa U 00BEKTa BOCIUTAHUS, AA€T BO3MOXHOCTH
IPEenoaBaTesNo U3yUYUTh WHANBUYaIbHbIE 0COOCHHOCTH KaXKJI0TO CTYCHTA.

@ynkyua konmpoaa. CeMUHAp MO3BOJISIET IPOKOHTPOIUPOBATH YPOBEHb 3HAHUH, HABBIKOB
U YMEHHI CTYJICHTOB, KAYECTBO UX CAMOCTOSTEIILHON pabOTHI.

Iloozomogeka cemunapa.

Paboty k opranuzanuu JaHHOTO BHJA 3aHATHUN MPETOJaBaTe]lb HAYMHACT C OMPEICICHHUS
UCXOAHBIX JaHHBIX. K HUM OTHOCSTCS: TeMma, BONPOCHI, ONpeiesieHHble Y4eOHO mporpaMMoii,
COCTaB CTYJCHTOB U YypPOBEHb HX IOJTOTOBKH, BpeMS U MPOAODKUTEIBHOCTh 3aHATHS,
BO3MOXKHOCTH y4eOHO-MaTepHaibHOM 0a3bl. [Ipu pa3paboTke HCXOIHBIX JaHHBIX MPernogaBaTellb
PYKOBOJICTBYETCSl yUe€OHOM MpOrpaMMoii, KOTOpasi perfjiaMeHTUpyeT TIIyOrHY U HalpaBIeHHOCTh
oOyueHus. Y4yeOHble M BOCIIUTATENbHBIE LENH MpenoiaBaTeib GOpMYyIUPYET UCXOAS U3 TEMBI,
NeIarOrMYecKuX 3a7a4 1 ypOBHS ITOJITOTOBKH CTYICHTOB.

W3yuuB oO1ue moioXeHus U METOIUYECKYIO JUTepaTypy MO MpeaMeTy, NMpenoaBaTelb
HAUYMHAET HETOCPEACTBEHHYIO MOJTrOTOBKY K 3aHATHIO. IIpu BHIOOpE METOAOB MpemnojaBareib
UCXOAUT M3 COJAEpXaHHs BOMPOCOB, TMOJArOTOBIEHHOCTH CTYAEHTOB, LEJed 3aHATUH U
BO3MOXHOCTEeH ydeOHO-marepuaiabHOil 0a3pl. HeoOXoaumo CTpeMHTbCS K TOMY, YTOOBI
n30paHHBIE METOABl OOYyYEeHUS W METOJMYECKHE NPUEMBl CIIOCOOCTBOBAIU YTIyOJICHHOMY
U3YYCHHUIO MPEAMETA, a TAK)KE MPUBUBAIH MTPAKTUUYECKIE HABBIKU.

[Ipu pacuere yueOGHOro BpeMeHU HEOOXOAMMO YUUTHIBATh COAECpKAHUE YUEOHBIX BOIPOCOB
U LIeTb 3aHATHUS — YEro XO4eT JOOUTHCS MpernoaBaTellb OT CTYJCHTOB: OBJIaICHUS MU 3HAHUSIMU
WJTH 3HAHUSIMH, HAaBBIKAMU ¥ YMEHUSIMHU.



[Ipy moaroroBke K ceMUHapy IMpenojaBaTellb JOJDKEH Moxo0paTh psii MPUMEPOB, Ha
KOTOPBIX MOYKHO OTpa0OTaTh JICKIIMOHHBIM MaTepHal, MOKa3aTh MPAKTUYECKOe 3HaYCHUE TEMBI,
TIIATEITFHO TPOJAYMaTh MOPSIOK UX Ha 3aHATHU. O0sI3aTEIIFHO HE0OX0IMMO TI0100paTh 3aaHus
pa3Hoi CII0XKHOCTH (OT MPOCTOTO K CIOKHOMY), a Takke 0oJiee CIO0XKHBIC 3aJaHUS TSl CUIBHBIX
CTYJICHTOB. 3aTeM €My HEOOXOJIMMO OTOOPaTh HATJISHBIC TOCOOUS AJI MPAKTHUYECKOTO 3aHATHS,
OTIpEeICIUTh TEXHUYECKUE CPEICTBA O0YUCHHS M U3YUUTh MPaBUIIA UX UCIIOJIb30BAHUS HA 3aHATHH.
OcoOeHHO  THIATENBHO MPOAYMBIBAE€TCS  3aJaHHME€ Ha  CaMOIOATOTOBKY  CTYJEHTaM,
pa3pabaThiBaeTcs IUIaH CEMHHApPCKOTo 3aHATHA. [IpemonaBarenb KOHTPOIHMPYET MOATOTOBKY
CTYACHTOB K CCMHMHAPY, OKa3bIBa€T UM IMMOMOIIb.

[Tpu AMYHOI MOATOTOBKE K CEMUHAPCKOMY 3aHATHIO MIPETIOAaBaTENb IeTAIbHO pa3oupaercs
B TEMC, MPOCMATPHUBACT JUTCPATYPHBIC HCTOYHHWKH, KOTOPBIC PCKOMCHAOBAI I HU3Y4YCHHA
CTyJIEHTaM, IPOCMATPUBAET CUCTEMY HATJISIIHOCTH Ha MPECTosAIeM 3aHaATuu. [1o utoram nuyHoii
MOATOTOBKH IMPEIOAaBaTC/ib COCTABJIACT IIJIAH-KOHCIICKT. On sBigeTCs] OCHOBHBIM pa60‘II/IM
JIOKYMEHTOM TIPETIoAaBaTes U OMpe/IeiseT HallpaBiIeHue U X0 1 3aHITHs. OOBIYHO MIIaH-KOHCTIEKT
COCTaBIISICTCSl B MPOM3BOJIBHON (hopMe, TOJIKEH OBITh MPOCT M yJAOOCH JJIsl MCIOJB30BAaHUS Ha
3aHATHU. B HEM, Kak y»e 0TMEUanoch paHee, TOMKHO ObITh OTPaKEHBI: TeMa 3aHATHUS; YUeOHbIe
U BOCIIUTATEIbHBIC IIEJIN; BPEMs, OTBOJUMOE Ha 3aHSTHE; yueOHbIE BOMPOCHI M PACIPEACICHHE
BPEMEHH; METO/I MPOBEICHNUS 3aHATHUS; MECTO ITPOBEICHUS 3aHATHS; MaTepPHAIbHOE 00ECIICUCHHUE;
PYKOBOJICTBA ¥ TIOCOOUST; MOPSIAOK MPOBEICHUS 3aHATHS.

[lepen mpoBeaeHHeM 3aHSATUS MPENOJABATENb MOXKET MPOBEPUTH KAueCTBO MOATOTOBKH
CTYACHTOB K 3aHATHUIO.

I[MPOBEJJEHUME KOJIOKBUYMA
Komnokeuym (ot snaturckoro colloquium — pasrosop, 6ecena) — oaHa u3 GopM yueOHBIX
3aHATHUH, Oecea mpernoIaBaTels ¢ yJaluMUCs Ha ONPEACTICHHYI0 TeMY U3 Y4eOHOM pOorpaMMEl.
I]env mpoBeneHUs] KOJUIOKBUYMa COCTOMT B BBISICHEHUM YPOBHSI 3HaHUH, MOJyYeHHBIX
yYallUMUCS B pe3yJbTaTe MPOCITYIIMBAHUS JICKIUH, MOCEIICHUS CEMHUHApOB, a TaKXe B
pe3yJibTaTe CaMOCTOSTENLHOIO U3yUEHHs MaTepuaa.
B paMkax mocTaBieHHOH LIETH PEIIAOTCs CIECAYIONIUE 3a0aUiL:
® BBISICHEHHE KaUeCTBA M CTENICHH MOHUMAHUS YYAIIMMUCS JIKIMOHHOTO MaTepHaa;
® Da3BUTHE U 3aKPEIUIEHUE HABBIKOB BBIPAXKECHUS YUAIUMKCS CBOMX MBICIIEH;
® pacHIMpEHHE BApUAHTOB CAMOCTOSTENBbHOM IEJIEHANpPABICHHOW IOATOTOBKU
yyaluxcs;
® Da3BUTHE HABBHIKOB 00OOIIECHHS PA3IMYHBIX JIUTEPATYPHBIX HCTOYHUKOB;
® TIPEJOCTaBIIEHUE BO3MOXHOCTH YYAIIHMCS CONIOCTABIISATH Pa3HBIE TOYKU 3PEHHS 110
paccMaTprUBaeMOMY BOIIPOCY.
B pesynbTare npoBeneHus KOJUIOKBUYMa npenooasameniv O0IHCeH UMemb npeoCcmasieHue:
® 0 KayecTBe JICKIIMOHHOTO MaTepuaa;
® 0 CHWJIBHBIX H CJTa0BIX CTOPOHAX CBOCH METOIMKH YTCHUS JICKIINH;
® O CHIBbHBIX M CJa0BIX CTOPOHAX CBOEH METOJUKU IPOBEIEHUS CEMMHAPCKHUX
3aHSATHI;
00 ypOBHE CaMOCTOSITEIbHOI pabOThI yUaluxcs;
00 YMEHHH CTYJCHTOB BECTH JIUCKYCCHIO U JIOKa3bIBaTh CBOIO TOUKY 3PEHHS;
O CTETICHU 3PYIUPOBAHHOCTH YUAIIUXCS;
® 0 CTENECHU MHIUBUIYAIEHOTO OCBOCHHS MaTepralia KOHKPETHBIMH CTYICHTaMHU.
B pesynbrare npoBeneHus KOIJIOKBUYMa CIyOeHm 00NHCEH UMeNb NPeoCmasieHue:
e 00 ypoBHE CBOMX 3HaHUIl MO paccMaTpUBAaEMbIM BONPOCAM B COOTBETCTBUU C
TpeOOBAHUSMU MPETIOAABATENS U OTHOCUTEIHHO APYTUX CTYACHTOB IPYTIIEI,
® 0 HEJOCTAaTKax cCaMOCTOSTENbHOM MPOpabOTKU MaTepHaa;
® 0 CBOEM YMEHUH M3JIaraTb MaTepHal;
® 0 CBOEM YMEHUH BECTHU JIUCKYCCHIO U JI0Ka3bIBATh CBOIO TOUKY 3PEHHUSL.



B 3aBucumocTH OT cTeneHu NOArOTOBKY I'PYHIIbI MOKHO MCIIOIb30BaTh Pa3HbIE MOAXOAbI K
IPOBE/ICHUIO KOJUIOKBUYMA.

B ciryuae, ecniu OOJIBIIMHCTBO TPYIIIBI C TPYAOM BOCIPUHUMAET COAEP KAHUE JIEKIIUN U Ha
CEMMHAPCKHX 3aHATHUAX IEMOHCTPUPYET HEJOCTATOUHYIO CIIOCOOHOCTh AKTUBHO ONEPUPOBATH CO
CMBICIIOBBIMU €JUHUIIAMH U TEPMHUHOJIOTHEN Kypca, TO KOJUIOKBUYM MOKHO pa3/IeUTh Ha JIBE
yactu. CHavaja npemnojiaBaTesb n3jaaraeT 6a3oBble MOHATHS, COAEPIKAIIMECs B IporpaMMe. ITo
JIOJKHO 3aHATh He Oosiee ueTBepTH 3aHATHS. OCTalbHbIE TPU YETBEPTH HEOOXOJUMO MOCBATUTH
JMCKYCCHUH, B XOJle KOTOPOH CTYAEHTHI JOJKHBI yOEIUThCS U, TJIaBHOE, yOeaAUTh ApYT Apyra B
000OCHOBAaHHOCTH W JI0Ka3aTEJIbHOCTU IOJIYYEHHOI'O BUAECHMS BOIpPOCAa U €ro COOTBETCTBUS
peasbHON MpaKTHKE.

Ecnu xe mnpemnopaBaTens uMeeT JAeno ¢ 0Ooyiee MOATOTOBIEHHOM, CaMOCTOSITENIBHO
JyMaIolIel ¥ aKTUBHO YCBaUBAIOILEH CMBICIIOBBIE €IMHULBI U TEPMUHOJIOTHIO Kypca ay JUTOpuei,
TO KOJUIOKBHYM HEOOXOJMMO TIPOBECTH TaK, YTOOBI CaMU CTYAEHTHl CQOPMYIHPOBAIH
U3JI0KEHHBIE B NpOrpaMMe IOHSTHS, BbICKa3aJd HECOBNAJAIOIIME TOYKU 3PEHMS M IPUBEIU
IPAKTHYECKHE TMpUMEphl. 3a NpernojaBaTesieM OCTAaeTCs poJib MoJeparopa (BEIYyILEro
JMCKYCCHUH), KOTOPBIH B KOHIIE JIUIIb CYMMHUPYET COBMECTHO MOJyYCHHbIE PE3YIIbTATHI.
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