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[Iporpammy nmoaroroBusi(u):
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Paboyas nporpaMma AMCHUIUIMHEI
«/lokyMeHTaMOHHOE 0O0ecneyeHHe YIPaBJICHUS

pa3paborana B coorBercTBuu ¢ ®I'OC BO:

e  OdepepanbHbIid roCy/IapCTBEHHBII CTaHaapT BBICILIETO o0pa3zoBaHUs -
OakayaBpuaT 1o HaIPaBJICHHUIO MTOATOTOBKHU 38.03.04 l'ocynapctBerHOE u
MYHUIMIIAIBHOE yIpaBlIeHUE (ITpuxas MuHucTepcTsa HayK{ u BBICLIETO
00pa3oBaHUs Ne 1016 oT «13» aBrycra 2020 T. (3aperucTpupoBaHo
MunucrepctBa  rocturuu  Poccuiickoir  @emeparun 27 aBrycta 2020 1. Ne
59497),

®  METOAMYECKUH WHCTPyMEHTapui 1o YCTaHOBJIEHHUIO KBaJTN()UKAITMOHHBIX
TpeOoBaHM I ¢ 3aMeLEHUS JOJKHOCTEN roCy/1apCTBEHHON rpaXaaHCKON
CITYKOBI, pa3paboTaHHBIM MunuctepcTBOM TpyAa u COLIMaIbHON 3aLUTHI
Poccuiickoit deneparuu.

e @epnepanbHble  3akoHB: 'O MyHHUIMOanpbHOM  cimyk6e B Poccmiickoit  Denpeparun’
oT 02.03.2007 Ne25-03 u "O roCy1apCTBEHHON IpaXAaHCKON ciyx0e
Poccuiickoit @enepanmn” ot 27.07.2004 Ne79-03;

e [IpodeccuonanbHblii CTaHAapT 08.037 "busHec-aHaMUTHK", YTBEPKIECHHBIN
[Ipuxazom Muntpyna Poccun ot 22.11.2023 N 8211;

e [IpodeccronanbHbIHI CTaHAapT 08.043 "OKOHOMUCT npennpuaTus’”,
yTrBepxkaAeHHbIH [Ipukazom Muntpyaa Poccun N 1611 ot 30.03.2021.

COCTaBJIeHA HAa  OCHOBaHMM  Y4eOHOrO IUIaHAa  HampaBleHHOcTH  «l'ocymapcTBeHHOE U

MYHUIUIIAIBHOE YIIPABICHUEY;

Pabouas nporpamma ojo0peHa Ha 3aceflaHuu Kadeapbl DKOHOMHUKHI
[Iporokomn ot 21.07.2025 r. Nel 1

3aBenyrouuii kadeapoit

M Kucenes B.B.



Heﬂb OCBOCHHUSA NUCHMUIIINHDbI

Henab AUCHUIUIMHBI: CO3/IaHHE Yy CTYACHTOB KOMILJIEKCA 3HAHUW O BHUJAX YIPaBICHYECKHUX
JIOKYMEHTOB, TpaBWJIaXx WX CO3JaHUsI W O(OPMIICHHS, O COBPEMEHHOW OpraHU3aIuf
JIeIONPOU3BOJICTBA HA MPEANPUSITHSIX.
3amayu y4eOHOM TUCHUIINHBI:
—  TIPUBUTH HABBIKU Pa3pabOTKH pa3IMYHBIX (DOPM yIpaBIEHYECKUX JOKYMEHTOB,
— TPUBHUTH HABHIKM UCIOJb30BAHUS O(PUIMATHHO-ACIOBOTO CTWJS TMPU COCTABICHUHU
YIPABJICHUYECKUX JTOKYMEHTOB,
—  Hay4HTh COCTABIIATH YHU(DHUIIMPOBAHHBIC (DOPMBI YIIPABICHUECKOW TIOKYMEHTAIIUH,
—  03HAaKOMHTH CO CTPYKTYPOH M (PYHKITUSIMHU JEITONPOU3BOJCTBEHHBIX MMOIPA3ACICHUN HA
NPEANPUITUSIX,
—  O3HAKOMHTH C METOJaMH PabOTHI C yIPABICHUECKON JOKYMEHTAIMEH Ha TIPEIPUSITUSX,
— JaThb MNOPEICTaBIE€HHWE O TEHICHIHUAX pPa3BUTUA COBPEMEHHOTO JIEJIOMPOU3BOJICTBA,
METO/IaX €ro COBEPIICHCTBOBAHUS.
— O3HAaKOMHUTh C  COJEpXAaHWUEM  CICIHAIBHOW  JUTEpaTypsl IO
JIETIOTIPOU3BOJICTBA U IOKYMEHTHUPOBAHUS YIIPABICHUECKOU JIEATETLHOCTH.

npobaemMam

1. MecTo AMCHHMILUINHBI B CTPYKTYpe 00pa3oBaTe/bHONH POrpaMMbl
HMucnunuaa B1.B.17 oTtHOCHTCS K 0G110Ky 00pa3oBaTeIbHOM MporpaMMebl, (OpMHUPYEMOit
Y4aCTHUKAaMHU 00pa30BaTEeIbHBIX OTHOIICHHI.
J1s1 0OCBOEHUS AUCHUIUINHBI HEOOXOMMBbI 3HAHHSI, YMEHHS M HABBIKH, IIOJyYEHHBIE B X0O/1€
OCBOCHMS CIIEAYIOIIUX NUCHUIUIMH: «PyCCKUH SA3bIK U KyIbTypa peun», «IIpaBoy.
OcBoeHNe AUCHUIUINHBI HEOOXOAUMO AJIS CIEYIOIMX TUCIMITIMH: IPOU3BOACTBEHHAs IPAKTUKA
(mpenauIIOMHas ), BBITYCKHAs KBaJTU(HUKAIIMOHHAsA padoTa.

JuctummHa u3yvaercs Ha 3 Kypce 6 cemecTpe 1o o4Hou Gopme, Mo ocTanbHbIM hopMam
5 kypce, B 10 cemecTpe.

2. IlepeyeHb IVIAHNPYEMBIX Pe3yJIbTATOB 00y4YeHHS MO AUCHHUILINHE, COOTHECEHHBIX €
IVIAHUPYEMBIMHU Pe3yJIbTATAMH OCBOCHHSI 00Pa30BaTeIbHON POTrPaMMBbI

B pesynbrate OCBOEHHMS IUCHUIUIMHBI OOYYalOIIMKCSA JIOJKEH IPOJIEMOHCTPUPOBATH
CJIEIYIOLNE PE3YIbTAThI:

KoMmeTeHmust Nuaukaropsl IlepedyeHb MIaHMPYyeEMBbIX Pe3yJbTATOB
00y4yeHHs MO TUCIUILINHE

HIIK-6.1 3naem B pesynbrare OCBOEHMS IHCIUILIMHBI

[TK — 6. Criocoben meopemuyecKkue u 00y4aroIUICS TOJKEH:

KaueCTBEHHO HOpMAmMueHo npasogvle | 3Hamo:

BBITIOTTHSTh OCHOBUL - OCHOBHBIC HOPMATUBHO MPABOBBIC AKTHI B

WCIIOTHUTEIIBHO- 0e10npou3800cmaa 8 Oynymeir  mpodeccuoHanbHON  cdepe;

paciopsAuTensHbIE | chepe cnenupuKy  3aKIIOUEHUS  Pa3ITUYHBIX

1 00eCIeUnBaIOIINE | 20CYOapPCMEEeHHO20 U JIOTOBOPOB U CHEIOK;

byHKIMK IpU MYHUYUNATLHO20 - OCHOBHBIC TIOJIOKCHHS, TPHHIIMIIGI,

pelieHnn Vnpaenenus CTaHIapThl M CHCTeMbl B  o0iactu

npodeccuonansubix | UIIK-6.2. JTOKYMEHTAIMOHHOTO obecrniedeHus

3a1aqy Ocywecmensem yIpaBieHUs! B OpraHu3aliy;
NIaHUpOsanue u Ymemo:




npoeedeHnue 3aKyNnoK - IIPUMEHSTD Ha MIPAKTHKE
mMoeapos u 3axniouenue | 3aKOHOJATENbHbIE  aKThl;  IPUHUMATH
20CY0apCmeeHHbIX MIPABOBBIC PELICHHS; yCTAHABIUBATH (haKThI
KOHMPAKMO8 Ha IPaBOHAPYUIEHUH;  ONpPENENsATh  MEpbl

nocmaeKku moeapoe, OTBCTCTBCHHOCTHU BHWHOBHBIX; MPUHUMATbH

oKazaHue ycuye, HEOOXOIMMBIE MEpBl K BOCCTAHOBJICHHIO
8bINOIHeHUue pabom O | HapyIIEHHBIX MPaB.

HYHCO Bianers:

20Cy0apcmeeHHo20 - CYIIHOCTBIO CUCTEMBI JICTIONPOU3BOJICTBA
opeaua. - TEXHOJIOTUEH, TPUMEHACMYIO TIPH

UIIK-6.3. [Inanupyem u
peanuzyem Kaopogyio
HONUMUKY

opraHu3anuu paboThl ¢ JOKYMEHTaMH Ha
MPEANPUATHAX

3. O0beM JMCUMIUIMHBI B 32a4e€THBIX EIUHHLAX € YKa3aHHEM KOJHYeCTBa
aKaJeMH4YeCKHX YacOB, BbIJIEJEeHHbIX HAa KOHTAKTHYI padory oO0yyawinuxcsi ¢
npenogasarejieM (Mo BHAAM Y4YeOHBIX 3aHATHH) W HAa CaMOCTOSITEJIbLHYH PpadoTy
00yYarIuXCcs

OO6mast TpymoeMKoCTh (00bEeM) AUCIUIUIMHBI COCTABISIET 3 3aueTHhIX eauHuIl, 108
aKaJIeMMYECKHUX yaca.

Ha y4eOHble 3aHATHS JTEKIIMOHHOTO TUITA OTBOJUTCS 1O 04HOM popme — 16, 09HO-3a09HOM
dbopme 6 gacoB, IO 3a09HOU - 6

Ha 3ansATHS TpakTUYecKOro (CeMHHApPCKOTo) THUIMAa — M0 O4YHOM (opme — 32, MO OYHO-
3a04HOM (hopme 16 yacos, 1o 3a04HOI1 - 8.

CamocrosiTenbHas padoTa cocTaBisieT cooTBeTcTBeHHO 51, 80 1 90 vacos.

Ha noaroroBky k sk3aMeHy 1o o4HOM (opme 00ydeHus — 27 4acoB, K 3a4eTy [0 OYHO-
3a0YHOM ¥ 3a04HOM (hopme oOyueHue - 4 yaca.

4. Coaepkanue NUCHUILVIMHBI, CTPYKTYpHpPOBaHHOe M0 TemaMm (pa3gegaM) ¢
YKa3aHHEM OTBEJICHHOI0 HAa HHMX KOJHMYEeCTBA aKAJAeMHMYECKHX YacOB M BHAOB Y4eOHBIX
3aHATHH

5.1. TemaTuuyeckue pasaejbl IMCHUIIMHBI 1 KOMIIETEHIIUH, KOTOPbIe ()OPMUPYIOTCS
NPH UX U3YYCHUHU

Ne | HammenoBanmue Coaep:xanue pasgesa Kon

n/n pasaena ¢popm

AUCIHUTLTHHBI upye

MOH

KOMIT

eTeH

M

1 Tema 1. Hens, 3amaum, mpeamer, o00bekT  u3ydenus | [IK-6
Hemn v 3anqaun | quctumnasl. [OCT P 6.30-2003  «YHuUUUpOBaHHBIE
U3y4eHust CUCTEMBbl JOKYMEHTaluu. YHHUQUIMpPOBaHHAs CHCTEMa
AUCHUTLINHBL. OpraHU3aIMOHHO-PACTIOPSAUTEIBHOM JIOKyMEHTAIUH.

3akonogareabn | TpeGoBaHus K 0POPMIIEHUIO JOKYMEHTOB.

oe CocraB HOPMAaTHUBHO-METOIUYECKON 0a3sl
W HOPMATHBHO- | JCJONPOU3BOACTBA. 3aKoHoJaTeNbHbe akThl PO B cdepe
MeTOo/InYecKoe uH(pOpMallUM W JOKyMEeHTanmuu. HopmaTuBHBIE MpaBOBBIC
peryjidpoBaHue, | akThl (eaepaabHBIX OPraHOB HWCIHOJHUTENBHON BIACTH,
A0Y periIaMeHTUPYIOLIUe BOIIPOCHI JIOKYMEHTALlHOHHOT' O
o0ecrieyeHus. ['ocynapcTBeHHBIE CTaH/IapThl Ha




JIOKYMEHTAIUIO. YHupUUUpoBaHHBIE CUCTEMBI
JOKYMEHTAIUU.

Tema 2. Enunbie TpeboBaHus K OIaHKaM TOKYMEHTOB. Buib TIK-6

OcHoBHbIE 6nankoB, [IpaBuna opopmiieHuss JOKYMEHTOB MPU

TpeOOBaHMA K MCII0JIb30BaHUU TEXHUYECKUX cpelcTB. COCTaB peKBU3UTOB

0(opMIIEHH 10 nokymeHnToB OP/JI. [TpaBuna opopmieHns peKBU3UTOB

ynpaBJIeH4YeCKHX | 3ar0JIOBOYHOM YacTH JIOKyMEHTA: YIJI0BOE, IPOIOJIBHOE.

(opranmzanmonn | Kox opranuszanuu - aBropa JokymeHTa. OCHOBHOM

o- rOCYJapCTBEHHBIN PErUCTPALMOHHBIA HOMEDP FOPUIUYECKOTO

pacnopsiiuTesibH | 1una. HanmeHnoBaHue opraHu3anuy - aBTOpa JOKyMEHTA.

bIX) Hassanue Buna noxkymenra. Jlara qoKkymeHTa.

JOKYMEHTOB. Perucrpanmonssiii Homep 10KyMeHTa. MecTo cocTaBiIeHUs
WIN U3JaHUs JOKYMEHTa, TPeOOBaHUS K TEKCTaM
TOKyMeHTOB. COKpalieHHbIE CJI0Ba. 3ar0JI0BOK K TEKCTY
nokyMmeHTa. OTMeTka o Hamuuu npuioxenus. [loanucanne
U yTBEp)KJIEHUE JOKyMEHTOB. CorilacoBaHue JOKYMEHTOB.
OtTHck nevaru. BuznpoBanue nokyMeHTOB. OTMETKA Ha
JIOKYMEHTE: OTMETKA O MOCTYIUIEHUHU JOKYMEHTA B
OpraHM3alHI0, PE30JIIOLHS, OTMETKA O KOHTPOJIE, OTMETKA O
3aBepeHUH KOMHUH JoKyMeHTa. Mnentudukarop
HIIEKTPOHHOM KOMHUM JT0KyMeHTa. OTMeTKa 00 MCIIOIHUTEIE.
OtmeTKa 00 UCTIOJTHEHUH JOKYMEHTA M HallpaBJICHUH

Tema 3. Opranuzannonsas gokymenTanus. Ooume tpedosanus k | [1K-6

OpranM3auuoHH | OPraHU3alMOHHBIM JOKYMEHTaM. Y CTaB MPEANPHUATHS.

o- JoipkHocTHas uHeTpykuus. Ilonoxenue. [ItatHoe

pacnopsiiuTesibH | pacnucanue. CTpyKTypa U IITaTHAsE YACICHHOCTD.

ble CrpykTypa u ux conepxanue. [IpaBuia ux opopmieHus.

JAOKYMEHTBI, UX
COCTaBJICHHE U
oopmiieHme.
JlenoBas u
KOMMepuecKast
nepenucka

CocraB 00513aTeNbHBIX PEKBU3UTOB M TPEOOBAHUS K
odopmieHuto. Llenb 3TUX TOKyMEHTOB, MMOPSIIOK U3IaHus,
YTBEPKACHUS U PETUCTPALIUU.

PacniopsimuTenbHbIE TOKYMEHTHI Kak 0HA U3 (hopm
UCIIOJTHUTENIbHO-PACIOPSAUTEILHON NeSTEIbHOCTH
OpraHu3anuy, yudpexxaeHuu, npeanpudaruid. [Ipukasel, ux
Bunbl. [IpaBuia odopmiiennsi. OCOOEHHOCTH COCTaBICHUS
MPUKA30B 110 OCHOBHOM IE€ATEIbHOCTU U TPUKA30B 110
an4HOMY cocTaBy. OCOOEHHOCTH B COCTaBJICHHUH 3ar0JIOBKOB
1 GOPMYIUPOBOK KOHCTATUPYIOICH YaCTH.
PacnopsiautensHas yacTh - cxema nNocTpoeHus. Boinucka u3
MpHKa3a, ee Ha3HAUCHUE U MPpaBUIa OPOPMIICHHUS.

[ToaroToBka, oopmiIeHHE YKa3aHUN U PACTIOPSIKEHUH.
Cranuu noAroTOBKH MPOEKTA PACHOPSIUTEILHOTO
nokyMmeHTa. [IpaBuia ero BU3MpOBaHUs, OJMUCAHUS U
peructpanuu. CpoKu UCIIOJHEHUS U BPEMsI I0BEICHUS
uH(pOpMaIUU 10 KOHKPETHBIX UCIOTHUTENEH.

NudopmannoHHO-CIIpaBOYHBIC JOKYMEHTHI.
Haznauenue u coctaB nH()OPMALIMOHHO-CITPABOYHBIX
nokyMeHTOB. CripaBka. PeKBU3UTHI CIPaBOK, BUBI CIIPABOK,
IpaBuJia HAITMCAHMUSL.

Jloknagubie 3anucku. Llenb qOKIIaHbBIX 3aUCOK,
npaBuia opopmieHuss. O0bsiICHUTENbHBIC 3anTUcKu. L{enn
OOBSICHUTENBHBIX 3aHMCOK, MPaBHia 0()hOPMIICHUS.
CnyxeOHasl 3aIHMCKa, ee Ha3HAUYeHHE.




AxThl. Cxema cocTaBiieHuUs akTa. PEKBU3UTHI akTa.
CocraBHble yacTu akTa. [lopsgok nmoanucanus u
YTBEPKJICHHUSI.

[Tpotokon. TpeGoBaHus K COCTaBICHUIO ¥ O(POPMIICHHUIO
MIPOTOKOJOB. PEKBU3UTHI, COCTaBHBIC YaCTH. BuIb1
IIPOTOKOJIOB: TMOJHbBIE, KPaTKHe, COKpalleHHbIe. JoBeaeHue
penieHnii (TOCTaHOBJICHUH ) 10 HCTIOTHUTEIICH.

JlenoBoe MUCHMO B YCJIOBUSAX YHUDUKAIIH.
OdunuanpHOE TUCHMO KaK CPEACTBO CBS3H MPEANPHUSITHH,
OpraHu3aIni, yYpEKICHUN ¢ BHEIIHUM MUpPOM. CTpyKTypa
nuchbMa. OCHOBHBIE TpeOOBaHUS K TEKCTy. PekoMenaanmm
o nmoctpoeHuto ¢pas. [IpaBuna opopmieHus ae10BOTO
MUChbMA.

[Tonsitue 6manka mucbma. CTaHaapTh HA POPMYIISIPHI-
00pa3ipl. PEKBU3UTHI MHChMa U NPaBUIIa UX OPOPMIICHHUS.
OTtaenbHbIe BUJBI THCEM: HH(OPMALIMOHHOE,
0J1larojapCcTBEHHOE, MMMCHMO-U3BEIICHHUE, TUCHhMO-3a1pocC,
MUCHhMO-TpeOOBaHUE, MUCEMO-0TBET | Jip. CocTaBicHHE
TEKCTOB CJIY>KEOHBIX ITHUCEM.

Tema 4.
Kanposasn
AOKYMEHTAIUsA
Opranun3anus
padoThI c
AOKYMEHTAMH

3HayeHue KaJapoBbIX TOKYMEHTOB. CoCTaB U BUABI
JOKYMEHTAIMU 110 JINYHOMY cocTaBy. [IpaBua ux
cocTaByeHUs. YHUDUIIUPOBAHHBIE (OPMBI JOKYMEHTOB.
[Tpuka3. Odpopmienue npuema Ha padoty. [lepeBos Ha
npyryio padoty. [IpenoctaBieHue oTmycka. Y BOJbHEHHE C
pabotsl. JInuHoe 3asBieHue. Xapakrepuctuka. CocTaBHbIC
YacTH XapaKTePUCTUKH, MpaBuia ohopMIiIeHusI.

[Topsiaok ABMKEHUSI JOKYMEHTOB B OPraHU3aLINH.
[TonsiTe TOKYyMEHTOOOOPOTA U €r0 OCHOBHBIE ATAIIBI.
O06paboTKa TOKYMEHTOB, IOCTYMAIOIIUX B OPraHU3aAIHIO.
[IpenBapuTenbHOe pacCMOTPEHHE TOKYMEHTOB B CIIyk0e
JOKYMEHTAITMOHHOTO 00ECTIeUYeHHsI YIIpaBICHUSI.

Perucrpanus u uHaekcanus J0OKyMEHTOB.

Kontposnb 3a ucnonnenrem 10kyMeHTOB. Cpoku
UCIIOJTHEHUS TOKyMEeHTOB. Opranuzaius pairoHalIbHOTO
JBUKEHHS IOKYMEHTOB BHYTpH npeanpustus. O6padoTka
WCIIOJIHEHHBIX U OTIPABIISEMBIX IOKYMEHTOB.
Hcnonuenne OKyMEeHTOB. AHAIU3 CTPYKTYPbI
JOKYMEHTO0000poTa. MeTob!I yueTa  COKpaIleHus
JIOKYMEHTO000pOoTa. YUeT KOJIMYecTBa U KauecTBa
JOKYMEHTOB opranuszainuu. Cokparienue oobema
JIOKYMEHTO000POTA.

ITK-6

Tema 5.

CucreMarusanusa
JAOKYMEHTOB H
(¢popmupoBanue
ae.
OnepaTuBHoOe
XpaHeHHne
AOKYMEHTOB H
ae.

Opranu3zanus SKCrepTU3bl HEHHOCTH JOKyMeHTOB. O01ue
TpeOOBaHUS K CUCTEMATHU3AINH JOKYMEHTOB,
Howmenknarypa aen. CocTaBiieHUE 3arojJ0BKOB JEI.
OcHoBHBIE TipaBuiIa opMupoBanus aei, OnepaTuBHOE
XpaHEHUE JOKYMEHTOB U JIell.

[ToaroroBka nien k apxuBHOMY XpaHeHuto. CocrapieHue
BHYTpPEHHEH OMUCH JOKYMEHTOB U 3aBEPUTENILHOI HAJITUCH.
Cocrasnenue u opopmiienue onuceit aen. [lepenaya gen B
apXuB.

ITK-6







5.2. Pa3znenbl IUCUMILIMHBI, BUAbl Y4eOHBIX 3aHATHHA U GOPMBbI TeKYIIEro KOHTPOJISA
yCIeBaeMOCTH AJIsl 04HO# (popMBbI 00yUeHH st

TpynoeMkocTh B yacax DopMbI
Ha xonTakTHYy1I0 Texyluero
Ne paGoTy 1o KOHTPOJIA C
Ka3aHueM
ceM | HaummenoBamme pasiena |Bcero BUAaM Y4EOHBIX DopMbI Y
ecT SAHSTII Ha CPC 0aJss10B (Mpu
AUCHUTLTHHBI (BKIL.
a CPC HCNO0JIb30BaH
P CPC) U 0aJUIbHOM
J | 113 | U3 CHUCTEMBbI
OLlcHUBAHMNSA)
1 | Tema 1. 10
enu u 3amaun n3y4eHUst Pedepupo Omnpoc,
JTUCHUTUTUHBL. 16 ) 4 BaHUE pelieHue
3aKoHOATENbHOE JTUTepaTy | MHAUBUAYAIb
U HOPMATUBHO-METOIUYECKOE PpHI HBIX 3a/laHUH
perynupoBanue, JJOVY.
2 |Tema 2. 10 p
OcHOBHBIE TPEOOBAHUS K eepupo Omnpoc,
BaHUE
0(hOopMIIEHUIO YTIPABIEHUYECKIX elICHUE
$op yip 16 2 4 JIATEpaTy P
(opranuzaroHHO- pbi 170591120:3701 42018
PaCTIOPSIUTENBHBIX) ' HBIX 3aJJaHUH.
JTIOKYMEHTOB.
3 |Tewma 3. 10 p
OpraHu3zairioHHO- eg;fﬁl Hep °
CuTyarmoHHbI
pacropsiiuTeNbHbIE 2 4 3 naTepary Tyart
JIOKYMEHTBI, UX COCTaBJICHHUE U bl " aHaJIn3.
opopmiienue. [lenosast u )
KOMMepuecKas Mepenucka
4 |Tema 4. 10 Pedepupo Ompoc,
Kanpogas AOKYMEHTaluA | ., 4 g BaHHC pelieHue
Opranuzanus  paboTel  C JTUTepaTy | HHAUBUAYAIIb
JTOKyMEHTaMU pHI HBIX 3a/IaHUI
5 |Temals.
Pedepupo Ompoc,
CucremaTtu3zanus J0KYMEHTOB - A g " BAHHE peleHne
u $opmupoBaHue ACIL JIuTepary | UHIUBHUIYallb
OneparuBHOE XpaHEHHE pBI HBIX 3a7aHMi
JIOKYMEHTOB U JIeJI.
DK3aMeH 27
HUTOI'O:| 108 | 16 | 32 51




5.3. Pa3znenbl AUCHMILIMHBI, BUAbl Y4eOHBIX 3aHATHA U GOPMBbI TeKYIIEro KOHTPOJISA
yCIEeBAeMOCTH AJISl 04HO0-3204HOMH GopMbl 00y4eHUs

TpynoeMkocTh B yacax DopMbI
Ha koHTakTHYIO Texyluero
Ne paGoTy o KOHTPOJIA C
YKa3aHueM
ceM | HaumeHnoBanme pasznena |Bcero| BAAAM ytle6vHI>IX DopMbI 6asL10B (IpH
ecT AMCUMILINHBI (BKIL. 3aHATHH Ha CPC I/ICHO.JILSOBI;H
pa CPC) CPC :
U 0aJUIbHOM
J | 113 | U3 CHUCTEMBbI
OLlcHUBAHMNSA)
1 |Tema l.
enu u 3amaun n3y4eHUst Pedepupo Omnpoc,
JUCITUTUIAHBI. 20 1 ) 17 BaHUE pelieHue
3aKoHOATENbHOE JTUTepaTy | MHAUBUAYAIb
U HOPMATUBHO-METOIUYECKOE PpHI HBIX 3a/laHUH
perynupoBanue, JJOVY.
2 |Tema 2.
OcHOBHBIE TPEOOBAHUS K Peepupo Omnpoc,
0(hOPMIICHUIO YIIPABICHUECKUX 20 1 ) 17 n;:;{;iy pelieHue
(opranuzaroHHO- Db, 170591120:3701 42018
PACTIOPSIUTENLHBIX ) HBIX 3a[aHHUH.
JTIOKYMEHTOB.
3 |Tewma 3.
Opranu3airioHHO- Pedepupo
pacropsiiuTeNbHbIE 20 ) 4 14 H;j:;zy CHvaauHOHHH
JIOKYMEHTBI, UX COCTaBJICHUE U DL H aHaJIn3.
otdopmnenue. Jlenosas u
KOMMepuecKas Mepenucka
4 | Tema 4. Pedepupo|  Ompoc,
Kanpogas AOKYMEHTaluA | ., ) 4 16 BaHHC pelieHue
Opranuzanus  paboTel  C JTUTepaTy | HHAUBUAYAIIb
JTOKyMEHTaMU phI HBIX 3aJJaHUIA
5 |Temals.
Pedepupo Ompoc,
CucremaTtu3zanus J0KYMEHTOB BAHHE peleHne
n $opmupoBaHue nen.| 22 2 4 16 JIuTepary | UHIUBHUIYallb
OneparuBHOE XpaHEHHE pBI HBIX 3a7aHMi
JIOKYMEHTOB U JIeJI.
3ayer 4
HUTOI'O:| 108 | 8 | 16 80




5.4. Pa3znenbl TUCUMILIMHBI, BUAbl Y4eOHBIX 3aHATHHA U GOPMBbI TeKYIIEro KOHTPOJISA
yCIeBaeMOCTH AJIsl 32049HOM (popMBbI 00yUeHHn st

TpynoeMkocTh B yacax DopMbI
Ha xonTakTHYy1I0 Texyluero
cem | HaumenoBanme pasnena |Bcero| BAAAM y4eOHBIX DopMbI 6);.11.11013 (upu
ecTt AMCHUILTHHBI (BKI 3aHATHI Ha CPC P
a : CPC HCMOJIb30BaH
P CPC) uH 0aJJIbHOM
J | 113 | U3 CHCTEMBI
OLlcHUBAHMNSA)
1 | Tema 1.
[lenu u 3agaun U3ydeHUs
JUCITUATLIAHBI. Pedepupo Ompoc,
BaHHC CIICHUE
3aKoHO1aTeIbHOE 20 1 1 18 p
U HOPMAaTHBHO-METOANYECKOE MTepary | MHANBHIYyab
perymuposanue, JJOY. PpBI HBIX 3a/laHnuk
2 |Tema 2.
OcHOBHBIE TPEOOBAHUS K Pe}gﬁﬁ{ P;p 0 Omnpoc,
0(hopMITEHUIO YTIPABICHUYECKIX eIICHUE
$op yip 20 1|1 18 | murepary | P
(opranmuzaroHHO- phi. WHIVBUIYaTb
pacropsIMTeIbHbIX ) HBIX 3aIaHUH.
JIOKYMEHTOB.
3 |Tewma 3.
Pedepupo
Opranu3airioHHO- Bate
CuTyaloHHbI
pacnopsIMTeIbHbIE 20 | ) 17 | murepary Tyall
JOKYMEHTBI, UX COCTABJICHUE U pbi 1 aHaIM3.
odopmienue. [lenosas u '
KOMMepuecKas IepernmcKa
4 | Tema 4. Pedepupo Omnpoc,
Kanposas JOKyMEHTAls | | ) 19 BaHHE perieHue
Opranuzanus  paboOTBl  C TUTEpaTy | HHAUBUIYab
JTOKyMEHTaMU pHI HBIX 3a/IaHAN
5 |Temas.
Pedepupo Ompoc,
CucremaTtu3zaius JOKYMEHTOB - 5 5 8 BAHME pelienue
u dbopmupoBanue hi (S JTEpaTy | MHIMBHIYaNb
OnepaTtuBHOE XpaHEHHE pBI HBIX 327aHHH
JIOKYMEHTOB | JICJI.
3ayer 4
UTOI'O:| 108 | 6 8 90

5. Y4eOHO-MeTOaMYeCKOE O0ecneyeHHe CAMOCTOSTEIbHOH padoThl 00y4aromuxcs Mo

JUCIUILINHE




Ne HanmenoBanue pasneia Coaepxanue CPC KonTpoas
AUCHUILINHBI
1 Ilenu u 3a1aun n3y4eHus paboTa ¢ mpolIeHHBIM IIpoBepka KOHCIIEKTOB
U CLUTIITUHBI. MaTepHaIOM 10 KOHCIIEKTaM
3aKOHOIATEITLHOE JIEKIUH U y4eOHHUKY
u HOPMAaTHBHO-
METOIUYECKOE
perynuposanue, JI0Y.
2 | OcHoBHBIC TPEOOBAHHUS K paboTa ¢ IpONICHHBIM IIpoBepka KOHCIEKTOB
o(hopMIICHHIO MaTepUajIoM IO KOHCIIEKTaM
YIIPaBIEHYECKUX JEKUUHI U y4eOHUKY
(opraHu3aMOHHO-
pacnopsaUTENbHBIX )
JTIOKYMEHTOB.
3 Opranu3airioHHO- paboTa ¢ IpONICHHBIM [IpoBepka KOHCIEKTOB
pacopsTUTeIIbHBIE MaTepHaoM IO KOHCIIEKTaM
JIOKYMEHTBI, UX COCTABJICHHE M | JIEKIHUA U YYEOHUKY
opopmnenue. JlemoBas u
KOMMepuecKas epenucka
4 | KagpoBas JOKyMEHTaIus | paboTa ¢ mpoiIeHHBIM [IpoBepka KOHCIIEKTOB
Opranuzanus  paboThl € | MAaTEPHAIOM I10 KOHCIIEKTaM
JOKYMEHTaMU HGKHI/Iﬁ u Y‘{GGHHKY
5 Cucremaruzanus paboTa ¢ IpONICHHBIM [IpoBepka KOHCIEKTOB
JIOKYMEHTOB U | MaTepUajoM IO KOHCIIEKTaM
dbopmupoBaHUe Jien. | JIGKIUH U y4eOHUKY
OneparuBHOE XpaHeHHue
JIOKYMEHTOB U JIeJ.
6. IIpoBeneHHe MPOMeKYTOYHOI ATTECTAUMH 00Yy4AIOIIMXCH MO IMCUHUILIHHE
6.1. OOmme ycaoBus
[TpomexxyTounast arrectarus mpoBoautcs B 10 cemectpe B (hopme yCTHOTO 3a4eTa.
6.2. Kpurepnu u mIKaJbl ONEHNBAHUS Pe3yJIbTATOB 00yYeHHS MO JUCHHUIINHE
Kon IMoka3zarenu Kpurepun 1 mkajaa oneHuBaHUs Ilepeuennb
KOMIIETEHI] | OCTHKeHUS OLIEHOYHBIX
UM pe3yJbTaToB CpencTB
00yueHust 3auTeHo He3auTteHo
I1K-6 noka3areneMm | OTBeTHI Ha Marepuain TecTbl
ee MOCTaBJICHHBIE BOIPOCHl | U3J1araercs [IpakTruecku
(GbopMUPOBAHU | U3NIATAIOTCS HEMOCJIEI0BaTeNbH | € 3a/1a4u
I CITY>KUT CHUCTEMAaTU3UPOBAHO U 0, COMBYMBO, HE
CIIOCOOHOCTH | MOCIIEAOBATEIBHO. MPEJICTaBIISIET
Ka4eCTBEHHO Marepuan uznaraercs ONPEAECICHHON
BBITNOJIHATH YBEPEHHO. CUCTEMBbI 3HaHUH
UCIIOJIHUTEINbH | JleMoHcTpupyercs M0 AUCLUIUIMHE.
o- YMEHHE aHAJTU3UPOBaTh Nmerorcs
pacnopsiiuTesl | MaTepual, OJHAKO HE BCE | 3aMETHBIE
bHBIC U BBIBOJIbI HOCSIT HapYyIICHUS HOPM
o0ecrevnBar0 | apryMEHTHPOBAHHBIN U




mye GyHKIUU | TOKa3aTeNbHbINH JIUTEPaTypHOU
npu peuieHnn | xapakrep. Cobmogarores | peuu.
npodeccuoHal | HOpMbI TUTEpaTypHOM
BHBIX 33Ja4 peuHn.

8. JIabopaTopHbIi MPAKTUKYM - HE IPETYCMOTPEHO

9. IIpakTHYecKHe 3aHATUSA (CEMHHAPBHI).

[IpakTrueckue 3aHATUS (CEMUHAPHI) SABISIOTCS POPMOI ayAUTOPHOM TPYIIIOBON pabOThHI

MOJi PYKOBOJICTBOM MpENoiaBaTelis. 3aHATHs TPOBOJATCA B rpynnax. OCHOBHOM LENbIO 3aHATUSA
aBisieTcss GOpMUPOBAHNE YMEHUN peliaTh IPaKTUKO-OPUEHTUPOBAHHBIE 3a/1a4H

CemuHapcKue 3aHATH 110 K10 TeMe oOecriedeHbl Ha0OpOM BapHAaTUBHBIX PACUETHBIX

N OpraHUu3alMOHHO-IIPAKTHYCCKUX 3aaa4.

PN R

10.

11

12.
13.

14.

Cemunap Nel.
Tema: «lleaun u 3axa4n U3ydeHHs JUCHUIIMHBL. 3aKOHOIaTeIbHOE
U HOPMATUBHO-METOAUYECKOoe peryaupoBanue, J10Y».

Bonpocet memui:
Henb, 3agaun, npeamer, 00bEKT N3yUeHHs! TUCIUILIHHBI.
I'OCT P 6.30-2003 «YHu¢pumupoBaHHble CUCTEMbI JOKYMEHTAIMH. YHU(PHUIUPOBaHHAS
CHCTEeMa  OpPraHU3allMOHHO-PACTIOPAJUTENFHON  JOKyMEHTaluu. 1peboBaHus K
0(OPMIICHHIO TOKYMEHTOBY.
CoctaB HOPMATHBHO-METOIUYECKOM 0a3bl JEMONPOU3BOJCTBA. 3aKOHOJATEIbHbBIE AKTHI
P® B cepe nupopmarnum u JOKyMEHTAIHH.
HopmaruBHbIe TpaBOBBIE aKThl (hefepaibHBIX OpPraHOB MCIOJHHUTEIBHON BIACTH,
peTJIaMeHTHPYIOLIHE BONPOCH! JOKYMEHTAIIMOHHOTo obecnedeHus. ['ocynapcTBeHHBIC
CTaHJApTHl HA JOKYMEHTALUIO. Y HU(DUIIMPOBAHHBIE CHCTEMBI JJOKYMEHTAIUH.

Bonpocut ona oocyycoenun:

JIOKyMEHT KaK HOCUTENb ynpasieHueckoi nnpopmaruu. [Touarue, GyHKINN 1 criocoObI
JIOKYMEHTHUPOBaHUSI.

[ToHsATHE «3JIEKTPOHHBIN JOKYMEHT.

Knaccudukanus 10KyMeHTOB.

SI3BIK U CTHITH OUIIHATIBHBIX JOKYMEHTOB.

YHuukanus u cTaHaapTH3aLus J0KyYMEHTOB.

CucTteMbl TOKYMEHTALIUU Pa3IMUHBIX cep IesITeTbHOCTH.

3akoHomaTenbHbIe aKThl PO B cdhepe nHbopMaiy U T0KYMEHTAIIUH,

VYxazbl u pacniopsbxenus [Ipesunenra PO, nocranosnenus [IpasurensctBa PO B chepe
JIEIONPOU3BOJICTBA;

HopmaruBHble TpaBOBBIE aKThl (efepalbHBIX OPraHOB HWCIHOJHUTEIBHOM BIIACTH
(MUHUCTEPCTB, KOMHUTETOB, CIIy’)kO, areHTCTB), PpETIAaMEHTHUPYIOIIHUX  BOIPOCHI
JOKYMEHTAIMOHHOTO 00ecTieueHMs;

Texauveckue peraaMeHThl 1 HarmoHanbHbie CTanaapTsl B oomactu JJOVII;

. Obmepoccuiickne  KiIacCU(PUKATOPBI, TEXHUKO-DKOHOMHYECKOH U COIUAIBHON

nHpopmanuu;

YHUGHUIUPOBaHHBIE CHCTEMBI JIOKYMEHTAIIHH;

HopMaTuBHO-IIpaBOBBIE aKThl M METOAMYECKHE JIOKYMEHTBI II0 JEJIONPOU3BOACTBY,
U3/1aBacMble PYKOBOACTBOM YUYPEKICHUN OpraHU3alUid, IPEAIIPUATHN;
3aKoHOJaTeNbHbIE aKThl CyObeKTOB PdD u mpaBoBble aKThl, MPUHMMAEMble OpraHamMH
UCTIOJIHUTENIbHOM BiacTu cyobekToB PO.




Cemunap Ne2.
Tema: «OcHOBHBIE TPeOOBaAHUSA K 0(DOPMIIEHUIO YIIPABJIEHYECKHX

(OpraHn3anMoOHHO-PACIIOPAANTEIBHBIX) IOKYMEHTOBY.

Bonpocet memui:

1. Enunble TpeboBaHuUs K OaHKaM TOKyMeHTOB. Buapsl 61ankoB, [IpaBuiia opopmieHus
JOKYMEHTOB TMpPH HCIOJIb30BAHUM TEeXHUYECKHX cpeAcTB. (CocTaB pEKBU3UTOB
nokymentoB OP/I.

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

3. Ha3anue Buga nokymenTta. [lata nokymeHnTa. PeructpannoHHblid HOMEP JOKYMEHTA.
MecTo cocTaBieHHs WIH H3IaHUS JOKYMEHTa, TPeOOBaHMS K TEKCTaM JOKYMEHTOB.
CokpanieHHble CJ0Ba. 3arojoBOK K TEKCTy JoKyMeHTa. OTMETKa O HaJIMYHHU
MPUIIOKEHUS.

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

5. BwusupoBanue nokymeHTOB. OTMETKa Ha JOKYMEHTE: OTMETKa O MOCTYIJICHUH
JIOKYMEHTA B OpPraHU3aluio, PE30IIOIUs, OTMETKA O KOHTPOJIE, OTMETKA O 3aBEPEHUU
KOIUU JIOKYMEHTA.

6. UWpentudukatop SIAEKTPOHHOW KOmUU JOKyMeHTa. OTMeTKka 00 HCIOJHHTEIE.
OtmeTKa 00 UCTIOTHEHUH JJOKYMEHTA M HAalPaBICHUH

Bonpocut ona oocyycoenun:
1. JlokyMeHTOOOOpOT: TOHSATHE, MPHUHIMIBI, KOJIWYECTBEHHbIE U  KauyeCTBEHHBIC
XapaKTePUCTHUKHU.
2. OcCHOBHBIE 3Tarnbl JOKYMEHTOO0OPOTA.
3. JIOKYMEHTONOTOKM: BXOZSIIAsl, MCXOASIIAsi, BHYTPEHHAS IOKyMEHTAlus. TeXHOJIOTHs
00pabOTKH JOKYMEHTOIIOTOKOB.
4. Cneuuduyeckue TeXHOJIOTHH 00paOOTKU JOKYMEHTAIMH:
- KOH(pHUIeHITHATbHAS TOKYMEHTAIHS;
- TOKyMEHTalUs 10 0OpalieHusIM rpakIaH.

Cemunap Ne3.
Tema: «Opranu3auMoOHHO-PACIOPSIAUTEIbHbIE

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

Bonpocelt memuoi:

1. OprammzanuonHass JgokymeHTarus. OOmme TpeOoBaHWA K  OpraHU3AIMOHHBIM
JOKyMeHTaM. YcraB npeanpuarus. JJomskHoctHas uHerpykuus. Ilonoxenue. IltatHoe
pacniucanue. CTpyKTypa U IITaTHast YUCIEHHOCTh. CTPYKTYypa U ux cojepxkanue. [Ipasuna
ux ohopmiierns. CoctaB 00s3aTeNIbHBIX PEKBU3UTOB U TpeOoBaHus K odopmiieHuro. Llensb
ATUX IOKYMEHTOB, IOPAJIOK U3AaHUS, YTBEPKACHUS U PETUCTPALUU.

2. PacnopsautenbHble JOKYMEHTHI KaK OJHa U3 (GOPM UCIOTHUTEILHO-PACTOPSAUTEIHHOM
JEATEIIbHOCTH OpTraHMu3alui, yuypexaeHuid, npeanpustui. [Ipukassl, ux Bunel. [IpaBuia
opopmiieHns. OCOOCHHOCTH COCTaBJICHHSI TPUKA30B TIO OCHOBHOW JEATEIBHOCTH U
NPUKA30B MO JMYHOMY cocTaBy. OCOOEHHOCTH B COCTaBICHHH 3arojOBKOB U



bopMyIUPOBOK KOHCTAaTUpYIOLIel yacTu. PacniopsinurenbHas 4acTh - cXxema MOCTPOSHUSI.
Brimucka u3 npukasa, ee Ha3HaueHUE U MpaBuiIa 0hOPMIICHHSL.

[ToaroToBka, odopmieHue ykazaHuid ¥ pacnopspkeHuil. CTaauu MOATOTOBKH MPOEKTa
pacnopsiAMTENIbHOrO  ToKymeHTa. llpaBuna ero BHU3UpOBaHMS, TNOMIUCAHUS U
peructpanuu. CpoKH WCIIOTHEHUS W BpeMs JOBEJCHHS WH(POPMAIMU O KOHKPETHBIX
VCIIOJTHUTEIIEH.

HNudopmaninoHHO-CIpaBOYHbIE JTOKyMEeHThl. Ha3HaueHue u coctaB MH(GOPMalMOHHO-
CIpaBOYHBIX JOKyMEeHTOB. CrnpaBka. PeKBU3UTBHI CIpPaBOK, BUIbI CIPABOK, MpaBUIIA
HaIlACaHHUs.

Joxnanuele  3anuckd. Lleap  JOKJIagHBIX — 3alMCOK, MpaBujia  OQOpPMIICHHS.
OObsicHuTenbHBIE 3amUCKU. Lledh OOBSACHUTENBHBIX 3allMCOK, MpaBHiia O(QOPMIICHUS.
CrnyxebHas 3am1CKa, €€ Ha3HAYCHHE.

AxTbhl. Cxema coctaBieHusi akta. PexBusuthl akta. CocraBHble yacTu akta. [lopsook
MOAMKUCAHUS U YTBEPKIACHUSI.

[Iporokon. TpebGoBaHuWs K COCTaBICHUI0O M OGOPMICHHUIO IMPOTOKOJOB. PEKBHU3WTHI,
COCTaBHbIE 4YaCTH. BuIpl MpOTOKOJIOB: MOJIHBIE, KpaTKHE, COKpalleHHble. JloBeneHue
pernieHnii (TOCTaHOBJICHUH ) 10 HCTIOTHUTEIICH.

JlenoBoe mucbMo B yciioBUAX yHUuKanuu. OdpunuanbHOe MHUCbMO Kak CPelICTBO CBSI3U
NPEANPUATHI, OpraHU3aluil, YYPEKJACHUW C BHEHUM MHUpPOM. CTpyKTypa MNHChMA.
OcHoBHBIE TpeOOBaHUS K TEKCTy. PexkomeHmamuu mo moctpoeHuro ¢pas. [IpaBumna
o opMIIEHHUS JIEIOBOTO MHUCHMA.

[Tonsitue G6manka nmuceMa. Ctannaptsl Ha (Gopmynspel-oOpa3nbl. PEeKBU3UTHI MUcbMa U
npaBmwia ux  odopmueHus.  OtnenpHBIE  BUABI  MHCEM:  WHGOPMAIMOHHOE,
0JilaroJapCTBEHHOE, MUChbMO-U3BELICHHE, THChMO-3aMpOC, MUCbMO-TPEeOOBaHNE, TUCHMO-
otBeT u Ap. CocTaBlieHNE TEKCTOB CIYKEOHBIX MMHCEM.

Bonpocwt ona oocyscoenun:
OOurre TpeOoBaHUS K OPraHU3alMOHHBIM IOKYMEHTAM.
VYcraB npeanpusarus.
JIOJDKHOCTHAs! MHCTPYKIIMSL.
ITonoxenue.
[IIratHOE pacniucanue.
[Ipukassl, X BUABI.
WudopmMannoHHO-CIIPpaBOYHbIE JOKYMEHTBI.
JloknagHble 3aIMMCKH.
. AKTBI
10. IIporokon
11. JlenoBoe MUCHMO B YCTIOBUAX YHU(DHUKAIHH.
12. [lonsiTue O61aHKa NuchbMa.

00N AL W

Cemunap Ne4.
Tema: «KagpoBasi noxymentanus Oprannzanus padoTsl ¢ JOKYMEHTaM#».

Bonpocwt memur:
3HaueHUe KagpoBbIX NTOKyMEHTOB. CocTaB M BU/bI JOKYMEHTALUU 110 JIMYHOMY COCTaBY.
[TpaBuna ux cocrarieHus. Y HudumupoBanabie popmbl fokymeHTOB. [Iprukas. OdopmiieHne
npuema Ha paboty. [lepeBos Ha npyryio padoty. IlpenocraBnenue oTmycka. YBOJIbHEHHUE C
pabotel. JluuHoe 3asBineHue. Xapakrepuctuka. CocTaBHbIE YaCTH XapaKTEPHCTHUKHU,
npaBuia opopMIICHUSI.



[Topsimok nBWXKEHUS JOKYMEHTOB B opraHusauuu. [loHstne nokymMeHTOOOOpOTa M €ro
ocHOBHbIe 3Tambl. OOpaboTka JOKYMEHTOB, TOCTYNAIOIIMX B  OpraHU3alHMIo.
[IpenBapuTenbHOE  pacCMOTpPEHHE JOKYMEHTOB B  ClIy)0e JOKYMEHTAIlMOHHOTO
obecrieueHus yrmpaBicHUsI.

PGI‘I/ICTpaI_[I/IH 1 UHJACKCAUA NOKYMCHTOB.

KonTposnb 3a ucnonnenuemM 10KyMeHTOB. CpOKH MCHOMHEHUS TOKyMEeHTOB. OpraHuzanus
PaLMOHATILHOTO ABUKEHUS JOKYMEHTOB BHYTpH npeanpusatus. O0padoTKa HCIOJHEHHBIX U
OTHPABIACMBIX JOKYMCHTOB.

HcnonHeHne MOKYMEHTOB. AHalIM3 CTPYKTYPBl JOKYMEHTOOOOpoTa. MeToapl ydera H
COKpAIIEHUS TOKYMEHTO000pOTa. YUeT KOJIMYeCTBa U KayecTBa JOKYMEHTOB OpraHU3alllu.
Coxkpamienue o0beMa J0KyMEHT0000pOoTa.

Bonpocwt ona odcyscoenusn:

1. KoMIuiekc kaapoBoil JOKYMEHTAIMU: TIOHATHE U €€ COCTABIISAIOLIME.
2. YaudumnupoBanabie (OpMBI MIEPBUYHON YUETHON JTOKYMEHTAIIUU TI0 YUETy TPy/ia U €ro

OILJIaThI.

3. TpynoBoii 1OroBop: coaep>kaHue U MOPAIOK 3aKIHOUEHHUS.
4. OcobeHHOCTH TOKYMEHTHPOBAHUS 3TAIlOB TPYIOBOM NEATEILHOCTH pabOTHUKA (IIpHUEM,

NepeBo/], OTMYCK, KOMaHAUPOBKA, YBOJIbHEHHE U AP.)

5. TpynoBas KHUXKKa: paBHUJIa BeIeHUS U 0POPMIICHHUS.
6. OdopmieHue u BeeHNEe TUIHON KApTOYKH U JIMYHBIX JIE]I.
7. Ilpouecc 3amuThl TpoQecCHOHATBHBIX JaHHBIX B KaJIpOBOM CITyx0e€.

Cemunuap NeS.

Tema: «CucremaTu3zanus 10KyMeHTOB U (popmupoBaHue aej. OnepaTuBHOe XpaHeHHe

1.

JOKYMEHTOB H JIeJI».

Bonpocvi memui:
Opranu3anus  SKCHEPTU3Bl  IIEHHOCTH  JIOKyMeHTOB. OOmue T1peOoBaHMA K
cUCTeMaTH3aluu NOKyMeHTOB, HomeHxiarypa gen. CocTaBiieHHME 3arojlOBKOB A€l
OcHoBHBIe npaBuIa GopMupoBaHus Aei, OnepaTUBHOE XpaHEHUE JOKYMEHTOB U JIeI.
[loaroroBka nen k apxuBHOMY XpaHeHHI0. COcTaBIeHUE BHYTPEHHEN ONKMCH JOKYMEHTOB
U 3aBeputenbHOi Haamucu. CocraBieHue u opopmieHue onuceit nen. Ilepexpaya nen B
apXuB.

Bonpocwt ona oocyscoenun:

1. Cucremartusanus JOKyMEHTOB.

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

4. IlpaBuiia onepaTUBHOIO XpaHEHUS JEII.

3. OdopmieHue Aen U COCTaBICHUE OMHUCEH.

4. Ilopsaiok nepenaud JOKyMEHTOB B apXUB.

ITopsinok oTpadOTKM CTyI€eHTAMH NPONMYLIEHHBIX 3AHATHI



HezaBucumo ot IIPUYUHBI OTCYTCTBH HA 3aHATHAX BCC IMPOIMMYHMICHHBIC TEMBI JOJIXKHBI

ObITh oTpaboranbl. OTpaboTKa IOMKHA MPOXOAUTH B (hopMe MOArOTOBKM pedepaTa Mo Teme
NPOMYIICHHONW JIeKIMM WiIM ceMmuHapa. Ilman pedepata mommkeH coBmagaTh C IUIAHOM
IPOMYIIEHHOW JIEKIIUU WIIM CEMUHAp

10. OneHo4HbIE CPpeACTBA IAJIsl MIPOMEKYTOYHON aTTeCTAlNM

Bonpocsl k 3auery:

1.

ISARRANE N

o

13.

14.
15.
16.
17.

18.
19.
20.

21

29.

Jlenonpon3BOACTBO Kak (YHKIMS YIpPaBICHUS, COBPEMEHHBIE TPEOOBAaHHA K €ro
OpraHH3aluy.

JIOKyMEeHT, OCHOBHBIE ITOHATHS, (PYHKITUH U CIIOCOOBI TOKYMEHTHPOBAHUSL.

Wndopmanus u 10KyMeHT.

Knaccudukanms nokymeHra.

DJEeKTPOHHBIN JOKYMEHT U IOKyMEHTOO0O0pOT.

Vuudukanms u cTaHAapTH3anMs Kak OCHOBHOE HAlpaBlICHWE COBEPIICHCTBOBAHUS
JOKYMEHTOB.

Cucrembl TOKyMEHTAIIHH.

YHuUIMPOBaHHBIE CHCTEMBI JJOKYMEHTALIUH.

OOmmme TpeOoBaHMs K TEKCTY JOKyMeHTa. [1opsIoK H3II0)KeHUS TEKCTa JOKYMEHTA.

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

CocTtaB peKBH3UTOB, MpaBHIia UX 0(HOPMIICHUSI.

Bupl 01aHKOB TOKYMEHTOB, UX XapakTepuctuka. [IpaBuna odopmieHus, U3rOTOBIECHUS,
yuéTa, UCTIOIb30BAHUS M XpaHEHHS OJIAaHKOB OpraHU3alllu.

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

Kommekc kapoBoil JOKyMEHTAIINH.

O6ume mpaBuia opopMIICHUS PUKA30B 110 JTUYHOMY COCTaBY.

TpynoBoii 10roBOp: COAECPKAHUE U TTOPSATOK 3aKIIOUECHUS.

OCOOEHHOCTH TOKYMEHTUPOBAHUS ATANOB TPYIOBOU NEATEIBHOCTH PaOOTHHKA: MPUEM,
NEepeBoJl, OTIYCK, KOMAaHIUPOBKA, YyBOJbHEHHE, TOOMIPEHUE, IJUCHUILUIMHAPHOE
B3BICKAHHUE.

[TonsiTve, MPUHLIUIIBI U XapaKTEPUCTUKHU TOKYMEHTOO00pOTAa.

OcCHOBHBIE 3TaIlbl JOKYMEHTOO00POTA.

XapakTepucTuka  JOKYMEHTOIOTOKOB:  BXOZsINAs,  HMCXOAsIIas,  BHYTPEHHSSA
JIOKYMEHTaIusl.

. OcobeHHOCTH paboTHI ¢ KOH(DHUICHIIMATIBHON JOKYMEHTAITUEH.
22.
23.
24.
25.
26.
27.
28.

TexHomnorust paboThl ¢ 0OOPAIICHUSMH TPAXKIAH.

Cucremarun3zanusi JOKyMEHTOB, UX y4eT B 00ecIie4eHHEe COXPAHHOCTH.

Homenknarypa aen: BUIbL, COJEpKaHNE U MOPSATOK COCTABICHUSI.

®dopmupoBanue U 0hOpPMIICHUE JE.

OcHoBHBIE TPeOOBaHMS K OpPraHU3alMU TEKYIIET0 XpaHEHUs UCTIOIHEHHBIX JOKYMEHTOB.
[ToaroroBka JOKyMEHTOB K Ca4e B apXUB. APXHUBHOE XpaHEHHE JOKYMEHTOB.

Ponp  nokyMeHTaMOHHOTO oOecreueHHs: B COBEPLICHCTBOBAHMM  YIPABICHHS
HpEATPUATHSIMA

Hctopust cTaHOBIIEHUS W pa3BUTHS JOKYMEHTAI[MOHHOTO OOECIICUYEHUsS YIPaBJICHUS B
Poccun

30. S3BIK ¥ CTHIIb I€JIOBOM TOKYMEHTAIlUU

11.

IlepeyeHb OCHOBHOM M IONOJHUTEIbHOI Y4eOHOI JIMTEPaTypbl, HEOOXOAUMOI ISl
OCBOEHUS THCHHUILINHBI

OcHoBHas1 iuTEparypa:



1.

l'anmueBa, H. B. JlokymenTarnmonHoe obecrieuenue ynpasienus: yueOuuk / H. B. I'anuena, XK. K.
lNanueB. — Mocksa: Uznarensckuit Jlom MUCuC, 2021. — 188 ¢. — ISBN 978-5-907227-50-7.
— Texcr: anexrponnsiii // Ludposoii oopazoBatenbHbiii pecypc IPR SMART: [caiiT]. — URL:
https://www.iprbookshop.ru/116986.html

2. Bbypmuctpo, A. H. KagpoBoe nenonpou3BOACTBO M CTaHAApTHU3ANMS TPyHa: y4eOHOE
nocobue / A. H. Bypmuctpos, M. I1. Cunssuna, O. B. Kanuauna. — Cankr-IlerepOypr: Cankt-
[TeTepOyprckuit monurexuunueckuit yausepcuteT [lerpa Benukoro, 2020. — 104 ¢. — ISBN 978-
5-7422-7046-1. — Texkct: anextponnsiid // [{udposoit odpazoBatenpHbIl pecypc IPR SMART:
[catit]. — URL.: https://www.iprbookshop.ru/116130.html

3. Kyzuenona, U. B. KondunenuanpHoe 1e10mporn3BOICTBO U 3AIIUIIEHHBINA SJICKTPOHHBIHA

JIOKYMEHTOO000pOT: yueOHoe mocobue s OakamaBpoB / U. B. Ky3nernona, I'. A. Xavarpsa. —
MockBa: Al Ilu Ap Meama, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Tekcr:
anexktpoHHed // Iludposoit obpazoBarensHbiii pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/97083.html

JlonotHUTE/ILHASI JIUTEPATypa:

1. MacanoBa, 0. A. MIlHHOBalMOHHBIE TEXHOJIOTHMH YIPABICHUs] TEPCOHAIOM: Y4eOHOE
nmocobue / FO. A. MacanoBa. — Mocksa: Aii [Tu Ap Menma, 2021. — 323 ¢. — ISBN 978-5-4497-
1161-8. — Texkct: anexrponnsiii // [{ludposoit o6pazoBarenvubiii pecypc IPR SMART: [caiiT]. —
URL: https://www.iprbookshop.ru/108225.html

2. 3emmsHckuii, A. A. VYmnpaeneHue UHGOPMAIMOHHBIMU peCcypcamMd B HAYy4HO-
HCCIIeI0BaTeNbCKOM padote: yueOHoe mocooue / A. A. 3emnsuckuii, U. E. beictpennna. — 2-e
m3a. — Mocksa: JlamkoB u K, 2021. — 110 ¢. — ISBN 978-5-394-04149-5. — Texkcr:
anexktponHsndi // Iludposoit obpazoBarenvHbiii pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/107830.html

13. Ilepeuenb pecypcoB HHGOPMANMOHHO-TEJIEKOMMYHUKAIIMOHHOH CeTH
«HTepHET», MpOdeccHoHAIbHBIX 023 JAHHBIX U HHGOPMAIHOHHBIX CIIPABOYHBIX
cucTeM, He00X0AUMBIX /IJIS1 OCBOEHUSI I CUMIIJIMHBI

http://economics.edu.ru — O6pa3oBaTeIbHBINA MOPTAT

https://minobrnauki.gov.ru/ MuHHCTEPCTBO HAYKH H BBICIIET0 00pa3oBanus PO
http://www.aup.ru/library/ DnekrpoHHas OnbIMOTEKa SKOHOMUYECKON U JICIIOBOM JINTEPATYPhI
http://ecsocman.hse.ru/ Caiit MexyHapoHOTO XypHaia TIpo6iemMbl TeOpuH U MPaKTHKA
yIpaBICHUS

http://www.mevriz.ru/ OdurmanpHbIi calT )KypHaia «MeHemKMeHT B Poccun  3a pyoeskom»
CrpaBouHnast mpaBoBast cuctema «Koncynprant-Ilmocy - www.consultant.ru

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

https://urait.ru/ - FOpaiit - o6pa3oBarenpHas miatdhopma AJisi yHUBEPCUTETOB U KOJUICIHKEH.

14. MeToanyeckue yKasaHus 1Js 00y4arOmuUXcsi 0 0CBOEHUIO TUCIUILIIHHBI

Wzydenne y4eOHONW IUCHMIUIMHBI «JlOKYMEHTAllMOHHOE OOECIeueHUe YIpaBICHUS
IIEPCOHATIOMY IpEATNoaraeT OBJaJIcHUEe MaTepuantaMu JIeKI Ui, yueOHUKa, IPOrpaMMel, paboTy
CTYZIEHTOB B XOJI€ IIPOBEICHU ITPAKTUYECKUX 3aHATHUH, a TAKKE CUCTEMATUYECKOE BBIIIOJHEHHE
INUCbMEHHBIX paboT B (hopMme pedeparoB, TECTOBBIX M MHBIX 3aJaHUN A CaMOCTOSATENIBHOU
paboThI CTYIEHTOB.
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B xo1e nekiuii pacKphIBarOTCsl OCHOBHBIE BOTIPOCHI B paMKaX pacCMaTpPHBAaeMOro paszera,
ACJIAar0TCA aKIIEHThI Ha HaH60nee CJIOXKHBIC U UHTCPCCHBIC MMOJIOXKCHUA U3ydaCMOro Marcpualia,
KOTOPBIE JIOJDKHBI OBITh NMPHUHSTHI CTYIEHTAMH BO BHUMaHWE. Marepuainbl JICKIUN SBISTFOTCS
OCHOBOH AJI1 TOATOTOBKU CTYACHTA K IMPAKTHYCCKUM 3aHATHAM W BbIIIOJIHCHUSA 3a,[[aHHﬁ
CaMOCTOSITEIIBHOU PaOOTHI.

OCHOBHOH 1ENbIO MPAKTUYECKUX 3aHATHH SBISETCS KOHTPOJIb 33 CTEIEHbIO YCBOCHMS
NPOIMIEHHOTO MaTepualia, XOJOM BBIIIOJHEHHSI CTYICHTAMH CaMOCTOSITEIbHOH pabOThl H
paccMoTpeHre HanboJee CIOKHBIX U CIOPHBIX BOIIPOCOB.

15. TlepeyeHb MHPOPMANMOHHBIX TEXHOJIOTHH, UCIOJIb3yeMbIX MPHU OCYIIECTBJIECHUHU
o0pa3oBaTe/IbHOI0 mpolecca MO0 [IUCHUIJIMHE, BKJIOYasi NepeyeHb MPOrpaMMHOIO
obecrnieyeHusi U HHPOPMANMOHHBIX CIIPABOYHBIX CHCTEM

OmneparnmonHas cucreMa — Linux, makeT oducHbx mporpamm — LibreOffice mu6o
ornepannonHas cucrema — Windows, nmaket opucHbix nporpamMm — Microsoft Office B
3aBHCHUMOCTH OT pacIpe/ieieHus ayAUTOpuidl. Y4eOHbIe ayIMTOPUN OCHAILIEHBI KOMIIBIOTEPHON
TEXHUKOM ¢ BO3MOXHOCTBIO MOJAKII0YeHU K ceTh "MHTepHeT" u obecrieueHneM J0cTyna B
3JIEKTPOHHYIO HHGOPMAIIMOHHO-00pazoBarenbHylo cpeny MHcturyTa.

16. Onucanue MaTepUAJIbHO-TEXHUYECKOM 0a3mbl, He00X0IMMOI A
ocyllecTBJIeHHs] 00Pa30BaTeIbHOI0 Mpolecca Mo JUCHUIINHEe

Jlnig nu3yd4eHust IUCHUILUIUHBI «J{oKyMeHTallMoOHHOe oOecrieyeHe yIpaBieHus
NEPCOHATIOM» HEOOXOIUMO HAJMUKE ayAUTOPUH, OCHAIIEHHOW MYJIbTUMEINIMHBIMHA CPEICTBAMU
oOydeHus Ui YTeHUsI JIEKUUH U POBEACHNUS CEMUHAPCKUX 3aHATUH.

17. METOANYECKHUE PEKOMEHIALIMH JJISI IPENTOJABATEJIE IO MOJATOTOBKE U
MPOBEEHUIO PA3JIMYHBIX BUIOB YUEBHBIX 3AHSITHIA.

IHOArOTOBKA ¥ NPOBEJIEHUE JIEKIIUI

Jleknmusi (ot nat. lectio — 4YTeHHME) — CHCTEMAaTHYECKOE, IOCIICIOBATEILHOE M SICHOE
U3IIOKEHHUE TMPETnoaBaTesieM y4eOHOro MarepHualia WM KaKoro-Inbo HaydHoro Bompoca. [lpu
HEOOXOIMMOCTH MOYKET COMPOBOXKIATHCS JEMOHCTpalmen ciaigoB u ¢gruibmoB. Kak ogHa u3
OpPTaHHU3AIMOHHBIX (OPM U METOJOB OOyUEHHUs TPAAWIIMOHHA JUIsl BBICIICH MIKONBL. Jlekius —
SKOHOMHBIH 110 BPEMEHH CIIOCO0 COOOIIEHHUS CTYIEHTaM 3HAUUTEILHOTO 00beMa nHpopmanyu. B
cpenHeM y4deOHas JeKius 3anuMaet 1,5 — 2 gaca.

OCHOBHBIMU COBPEMEHHBIMU mMpPeHosaHuAMU, TPEIbIBISIEMbBIMU K JEKIUHU, SBISIOTCS:
LEJIOCTHOE U CHCTEeMAaTHYeCKOE H3JI0KEHHE MaTepuana, €ro Hay4dyHOCTb, JOCTYIHOCTbD,
OpraHvYHas CBA3b C APYTMMHU BUJIAMU Y4EOHBIX 3aHSITHH.

Jlex1us 10IKHA UMETh:

® YETKYIO CTPYKTYPY U JIOTHUKY PACKPBITHS MOCIEA0BATEIHHO N3yYaeMbIX BOIIPOCOB;

® UMETh 3aKOHYCHHBIIN XapaKTep OCBEIIECHUS ONPEICIICHHON TeMBbI (IPo0IeMbl), CBI3b
C MPEeABIIYIIIM MaTepUaIoM;

e OBITH JI0KA3aTEIbHOM U apryMEHTHUPOBAHHOM, COJEPKaTh JOCTATOYHOE KOJIUYECTBO
MIPUMEPOB, 0OOCHOBAHMI, TOKA3aTEIbCTB;

® CTaBUTH NEpPEe] CTYACHTAMH BOIIPOCHI JIsI PA3MBIIILIICHUS;

® JIEKTOp JODKEH YMeTh MNpoOyKIaTh HHTEpeC K 3HAaHUSAM, CTHUMYJIHpPOBATh K
CaMOCTOSITENTLHOU padoTe;

® JIEKTOPY HEOOXOIUMO yMETh YAEpKUBATh BHUMAHHUE ayJUTOPUH, €T0 PeUb JOJKHA
OBITh KYJBTYPHOH, T.€. OTJIMYATHCS CMBICIOBON TOYHOCTBIO U TPAaMMaTHYECKOMN
MPABIJIBHOCTBIO; OH JIOJDKEH BIIAJETh CICIHAIBLHON TEPMUHOJOTHEH M YMETh ee
Pa3bACHSATS.

Ot nektopa TpedyeTcss HE TOIBKO YETKOE U JIOTHYECKH CBSI3HOE M3JI0KEHHUE COJICpPKAHUS
npeaMeTa, HO U YMEHUE HalpaBUTh U CTUMYJIUPOBATH CIIyIIaTeNed K aKTUBHON MBICIUTEIbHON
pabote. BocnpusiTue JIEKINK CIyIMIATEISIMUA 3aBUCUT OT KauecTBa Marepuana. [ TaBHOE B JTEKIIUU



— YMEHHE aKTHBU3HMPOBATH IMO3HABATEILHYIO JESATCIBLHOCTh ClymaTelied, JOOUThCS OTBETHOM
MBICTUTENILHON peakuuu. Jlekuwsi TMpu3BaHa TOATOJIKHYTh CTYACHTOB K Pa3MBIIUICHUIO,
M0JICKa3aTh HAMPABJICHHUS CAMOCTOSTSIIBHON pabOThI, MOOYANTH K ICHCTBUIO.

B kaxxm0ii JeKIMU TOIKHBI OBITH HEPA3PHIBHO OObEIMHEHBI JBA HaYala - 00pa3oBaTeIbHOE
U BOCIHTATEIbHOE. B JleknMM He JMOJDKHO OBITh HUYEro JIMIIHEro, BCE HAIpaBisieTcs Ha
JOCTHIKEHHE TTOCTABIIEHHOM IEJIM, Ha PACKPBITHE OCHOBHOM HJEH, HA JI0KA3aTENbCTBO TOTO WU
uHOro moyiokeHus. CyIIecTBEHHOC 3HAYCHUE HMMEET HCIOJIb30BaHUE HA JICKIIMH CPEJICTB
00paTHOW CBS3M Pa3IMYHOIN CTeneHH CI0XKHOCTH. OOpaTHas CBA3b BBICTYNAET Kak CIOco0 uis
JICKTOpA TOJy4YaTh MPEACTABIICHUE O X0/I¢ YCBOCHUS MaTepralia U akTHBHOCTH ayIUTOPHUH.

Iloozomoeka nexkyuu - >TO TPOIECC, BKIIOYAIMUNA B ceds cOOp, HAKOIUICHHE U
pacnpe/elieHne MaTepuaja 10 BpPEMEHH, MPOJAYMBIBAHHE JIOTHYCCKOTO IOCTPOCHUS JICKIUH,
BBIJICTICHHE HAan0O0JIee BaXKHBIX MOMEHTOB M3 BCEro Marepuana. JIeKius J0mKHa akKKyMyITupOBaTh
BCC HAKOIUICHHBIC MaTepuaibl, TaK WM WHA4Ye OTHOCAIIHECs K Teme. [Iporecc MOArOTOBKH K
JCKIMM WHIWBUIYaJe€H W BO MHOTOM 3aBHUCUT OT CIOXKHOCTH TEMBI, MOJATOTOBIEHHOCTH
npernojaaBarelis, ocoOeHHoCcTel yueOHo! rpymnmbl. OQHAKO, HECMOTPS Ha 3TO, MOYKHO BBIJICIIUTH
OCHOBHBIE 3Tallbl B MPOIECCE MOATOTOBKH, XapaKTEPHBIC YISl JISKIIUU IO JII000OMY ydeOHOMY
npeamMety. K HUM oTHOCSTCS:

® U3YYCHHE UCXOJHON JOKYMCHTAIIHH,

e pa3paboTKa 3aMbICiia JIEKLIIUU U BBIOOP 11e71ecO00pa3HOi METOIUKY;

¢ 0pOpMIICHHE JICKITUH, PETICTHIIHSL.

Cmpykmypa nekyuu:

® Ha3BaHUE TEMBI;

¢ yKa3aHWE BPEMEHH Ha JICKIIUIO B IIEJIOM, BBOJTHYIO YacTh, OCHOBHYIO YaCTh, 3aKITIOUCHHC;

® BBOJIHAS YaCTh;

® OCHOBHAs YacCTh;

® KpaTKHE BBIBOJIBI ITO KaXKJIOMY U3 BOIIPOCOB;

® 3aKIIIOUCHUE;

® CIIMCOK HCIIOJIb30BAaHHOM JINTEPATYPHI.

K wucxomnoit noxkymeHTanuu, KOTOpPOW 00s3aH PYKOBOJCTBOBATHCS IPEMOIaBaTElb,
OTHOCHUTCSI MpOrpaMMa y4eOHON MUCIUIUIMHBI, YYeOHUKH M y4eOHO-METOIUYECKHE MOCOOus,
YaCTHBIC METOJMKH TPEIOJaBaHMs JUCIMIUIMHBI, pacHUCaHWe 3aHATHH cO cTyaeHTamu. [lpu
pa3paboTKe 3aMbIciia JEKIIUU OJHOW M3 BaKHBIX 3a/1au MPEIOoJaBaTess SBISETCS MOCTAaHOBKA
ydeOHON MpoOJieMbl. YMEHHE HAWTH OCHOBHYIO HJCI0 B KaXKIOW JICKIIMOHHONH TEeMe HMEET
pemraromiee 3HaueHue g ee ycmexa. Kak mpaBmio, Tema JIEKIMH OlpeneieHa y4eOHOM
mporpaMmMoi maHHOW auctuiimHbl. OHa o0s3arenbHa I TpenojaBarens. V3MeHeHus B
HA3BaHUM TEMbI, IMOCTAHOBKE yUYEOHBIX BOMPOCOB 00s3aTENbHO OOCYyXIaroTcs Ha kKadenpe u
TOJIBKO TIOCJIE COOTBETCTBYIOIIETO YTBEPXKJICHUS BHOCATCS KOPPEKTUBBL. (CaMOCTOSTEILHO
U3MEHATh WX (POPMYIHpPOBKY MpernojaBareilh HE HMEET mpaBa. Ero mpaBo — BBIOMpATh
COJICp’KaHUe, COOTBETCTBYIONICE TeME M Y4YeOHBIM BOIpOCaM, a TaKXKe METOMbI, BEIYIIHE K
JTOCTHIKEHUIO ONTHMAIBHOTO pe3ylibTaTa IMO3HABATENBHONW IEATENILHOCTH CTYACHTOB. I[lpu
BBIOOpPE METOIOB MPETOaBaTEeh UCXOIUT U3 COOOPAKEHHS MEarori4ecKoi 11e1eco00pa3HOCTH
M ydera cocTaBa CTyJeHYeckod aymuropuu. [Ipm pa3paboTKe CTPYKTYphl JIEKIIUH Ba)XXHO
cMoIeTpoBaTh 3P (HEKT ee BO3NCHCTBHUS, paCWICHUTh YICOHBIH MaTepHaT Ha MOIYJIH, JIOTHUSCKH
YBSI3aHHBIE IPYT C APYroM, cPOopMyTUPOBATH OCHOBHBIC HJICH U BBIBOJIBI 0 KAKIOMY yU4eOHOMY
BOIPOCY M TEME B IEJIOM; HAJIO TaK MOJOHWTH K COOpaHHOMY MaTepHally U Tak 3HATh €ro, YTOObI
HallTH KaxaoMy Y4eOHOMY MOMYNIIO €ro JOormueckoe wmecTo. Jlormdeckas CTPOWHOCTD,
COpa3MepHOCTh M B3aMMOCBS3b OTACIBHBIX YACTCH BEJCT K YETKOCTH €€ W3JIOKCHUS, SCHOCTH
OCBEILIEHUS BOTIPOCa, 00JIeryaeT ee MOHNMAaHKE CTyICHTaMHU.

OdopMiieHHE JISKITMH 3aKITI0YaeTCsl, KaKk MPaBUJIO, B pa3pabdOTKe €e TMOJHOT0 TEKCTa WIIH
TTaHa-KoHCTeKTa. [IoTHBINH TEKCT JIEKIMKU HEOOXOUM MPU YTEHUH JICKIHH 10 0C000 BaXKHOMY
yuaeOHOMY MaTepraiy. B miaHe-KOHCIIEKTe TaeTCsl KpaTKOE COJCpyKaHUE M3JIaraeMbIX BOIIPOCOB,
(akTHUecKuil MaTepHual, BBIBOABI U 000OIICHUS, TOMETKH O BPEMEHH U MECTe JEMOHCTpAIHH



CPEACTB HAIIAHOCTH, a TAKXKe APYrve MOMETKH, HeOOXOUMBbIE MPENOAABATENIO B XO€ YTCHUS
JeKUuU. B oToenbHbIX ciydyasx MpenojaBareib COCTaBISIET KPAaTKUM IJIaH JIEKIMM, BKIJIIOYas B
HEro 00s3aTebHbIE BXOIHBIE IaHHBIE U [IEPEYEHb BOIIPOCOB C PACIPEICIIEHUEM UX 110 BPEMEHH.

Beoonasa uacme (s6eoenue).

Bcerynienue (BBelneHHE) olpenesseT He TOJIbKO TEeMY M IIaH, HO M Lenb Jekiuuu. OHo
IIPU3BAaHO 3aMHTEPECOBATh U HACTPOUTH AYJUTOPHUIO HA CiylmiaHue marepuana. Ha nexuum
IpEnoJaBaTeio HEOOXOAUMO CHauyajla YCTAaHOBUTh KOHTAaKT C ayIUTOPUEH, 3aTeM, HE TOPOILICh,
YETKO U SICHO, Ha3BaTb TEMY JICKLUH, AATh CTYACHTaM 3amnucarh ee. Jlanee nepenT K U3JI0KEHUI0
BBOJIHOM 4YacTH, B KOTOPOH ONpENeNseTcs MECTO TEMBI B M3y4acMOM Kypce M €€ 3HAYCHUE Ul
NPaKTUYECKOH JIeSITEIbHOCTH CTYJEHTOB, POMH(OPMUPOBATH O PACTIPEICICHIH BPEMEHU Ha TEMY.
Ecmm 510 He mepBast JeKUMsA 0 TeME, TO IPENOAaBaTesb JODKEH CBA3aTh €€ C NPEAIICCTBYIOMECH
nexkuuent. Jlanee cienyer nepeunciauTh yueOHbIe BOIPOCHI U JaTh BO3MOKHOCTB CTY/IEHTaM 3aIucaTh
uX.

IIpoBeneHue NEKIMKU MOKET IIPELyCMaTPUBATh Pa3IMUHbIE BAPUAHTHI €€ Hadasla, OJHAKO B
LIEJIOM BBOJHAsI €€ 4aCTh JOJDKHA YETKO OPHEHTUPOBATH CTYIEHTOB B PaMKax paccMaTpUBacMon
npoOJeMbl, a TaKKe yKa3aTb Ha TO, YTO OHHU JIOJDKHBI YCBOUTH Ha JICKIMH, Y€MY KOHKPETHO
HAy4YUTHCS.

BBopHas yacTh JIeKIMU HE JOJDKHA 3aHUMATh Oosee 5 — 7 MUHYT. Temnl ee U3J10KeHus, KakK
IIPaBUJIO, BBIIIE TEMIIA U3JI0KEHUS COJIEPKaHUs yUEOHBIX BOIIPOCOB, YTO 3aCTaBISET 00ydaeMbIX
IICUXOJIOTHYECKU COOPAThCS U COCPEIOTOUNTHCA.

BaxHoe ycioBue ycrexa npenoaasaress Ha JIEKIMHA — THTOHALUS, BBIPA3UTEIIHOCTD €T0 PEYH,
ONTUMAJIBHOCTh €€ pUTMAa M TEMIA, BKIIIOYEHUE IEMEHTOB IoMopa. Ompenenss TeMI peud,
IPENOAABATENb OJDKEH YYUTBIBATh, YTO CTYIEHTHI 3alUCHIBAIOT TOJBKO TO, YTO IIPENONABATENb
MIOTYEPKUBAECT T'OJIOCOM, Pa3psiIKOM peud, MEJAarOrM4eCKUMHU Iay3aMu W IOBTOPaMM OTAEIbHBIX
HIOJIOKEHUH, PUIIIAIIEeHHeM 00yJaeMbIX K TOMY, YTOObI OHH 3alIOMHIJIM TO WM MHOE MOJIOXKEHHE,
BBIJICJICHHOE IIPEIOIaBaTEIIEM.

3aknouumenvnaa uacmp. 3aKIIOUEHUE B CTPYKTYpE JIEKLIMU HMEET TakkKe OOJIbIIoe
3HAQ4YCHUE, T.K. MMEHHO OHO II03BOJIIECT IIOJABECTH HTOIM CKa3aHHOMY, IIOCTaBUTb IIepex
CTYAECHTaMH HEOOXOMMBIE 3ajjauy, YKa3aTh Ha CBA3b C MOCIEAYIOUIMM Y4€OHbIM MaTEpUAIOM U
MOPSIOK MOATOTOBKM K CIIEAYIOLIEMY 3aHATHIO, OTBETUTh HAa BOIPOCHI, BOSHUKIIUE 32 BpEMs
nexkuuu. [Tocne 0TBETOB Ha BO3HUKIINE BONPOCHI JIEKTOP 3aKaHYMBACT 3aHATHE.

Heo06x0oauMo0 MOMHUTB, YTO K BaXKHEMIIMM MPEUMYIIECTBAM JIEKIIMOHHOTO OOYydeHUs
OTHOCHUTCS TO, YTO JIEKTOPY MOKHO 3a/1aTh BOIIPOC U TYT K€ NOJIy4uTh OTBET. [locne Toro, kak Ha
MOCTYMUBIINKA BONPOC JIaH MOJHBIA U TOCTATOYHO OOOCHOBAHHBIM OTBET, MPEIOIaBATEIIO MOCTe
JEKIMHU caelyeT 00yMaTh, I0YeMY 3a/laHbl TAKHE BOIIPOCHI, U BHECTH HEOOXOIUMBbIE KOPPEKTUBbI
B TEKCT JICKI[UH.

JlexTopckoe MacTepCTBO NPENOAABATENS, KaK U €0 3HaHUS, OTTa4MBAIOTCS B PE3yJIbTaTe
eXeIHeBHOTO Tpyna. Jns »Ttoro TtpeOyercss TINATENbHBIA aHAIN3 PE3yJIbTATOB KaxJIOH
IPOYNUTAHHOM JICKIMH, KaK 10 €€ COEPKaHHIO, TaK U 10 (OpMe U3T0KEHUS.

[TOArOTOBKA Y ITPOBEJIEHUE ITPAKTUYECKUX 3AHATUIA

Criermuduka 3TOro Bua 3aHATHI (CEMHUHAPOB) COCTOUT B BBHIIIOJHEHUU CAMOCTOSTEIEHO
WINA TI0JI PYKOBOACTBOM IpENOaBaTeis 3alaHuil U SABJIsETCS aKTUBHOH (opMOH ydeOHBIX
3aHsaTui. [IpakTHueckue 3aHATHS MPU3BAHBI Pa3BUBATH M 3aKPEIUIATh Y CTYACHTOB HaBBIKU
CaMOCTOSITENIbHON padoThl, MPUMEHATH MOJYUYCHHbIE Ha JIEKIHIX 3HaHUsA. B xoxe cemunapa
BbIpabaThIBaeTCs ymMmeHnue GOpMyIupoBaTh, 00OCHOBBIBAT U M3J1araTh COOCTBEHHOE CY)KICHHE
no o0cyXKaaeMoMy BOIIPOCY, YMEHHE OTCTaMBaTh CBOM B3IJISbI, a TaKXkKe YIIyOJstoTcs U
3aKpEIISIOTCS 3HAHUSA, TIOJyYEHHbIE Ha JIEKIHSIX U B XO/I€ CAMOCTOSITEIbHON paOOTHI.

Bo Bcex ciyuasx ceMHHaphl BBITIOJHSIOT TI03HABATENbHYIO, BOCHUTATEIBHYIO U
KOHTPOJIbHYIO (byHKL[I/II/I, T.C. B XOAC NOATOTOBKHU U IIPOBCACHHA CCMHUHApa CTYICHTBI
npuobperarotr Oosee TiyOOKHe 3HAHHUS, CYIIECTBEHHO PACIIMPSETCS MX MPEICTaBIeHHUE 00



M3y4aeMoOM TIpeIMETe, MPUOOPETAETCS CIIOCOOHOCTh CBOOOIHO OINEPUPOBATH MOHATHSIMU U
TEpMUHAMH, paHee UM HE3HAKOMBIMH. B Xoz1e cemMuHapa mpernoaBaTeb u3y4aeT 00yJyaeMbIX,
CTENeHb YCBOCHUS MMHU Marepuaia. CeMUHAphl BBITOIHSIOT TakKKe M (QYHKIHIO KOHTPOJIS:
IperosiaBaTeNlb  COCTaBISIET CyXACHHE 00 ypoBHE 3HAHMM O0y4aeMbIX, IOIy4aeT
MPEJCTABIICHUE O CHIIBHBIX M CJIA0BIX CTOPOHAX WX MOJITOTOBKH — BCE ATO Ja€T BO3MOKHOCTh
MpernoaBaTeNlio  CBOCBPEMEHHO OKa3aTh HEOOXOIMMYI TOMOIIL C1a00 yCIEeBAIOIIUM
CTY/JICHTaM.

Pa3yMeeTc;1, 4YTO BCCrO 3TOro yaacrcda AOCTUYL TOJIBKO B CJIydac BBICOKOM aKTHUBHOCTH
CTYZICHTOB, KOTOpasi HAIIPSIMYIO 3aBUCHT OT YPOBHS MX IOATOTOBJICHHOCTH, a TAK)XXE OT YMCHHS
npenojaBaTess co3aarb aTMocdepy pPackoOBaHHOCTH, B3aWMOIOHMMAHUS M B3auMonoBepus. K
TPaIUIIMOHHBIM CEMUHApaM B BBICIIIEH IITKOJIE OTHOCST:
® 3aHATHUS, OCHOBHAas Ielb KOTOPBIX — YIIyOJIGHHOE W3YYEHHE  OIpPENEICHHOTO

CHCTEMATHYECKOTO Kypca M TEMaTUIECKH CBA3aHHOTO C HHUM;

®  3aHATUM, IPCAHA3HAYCHHBIC I OCHOBATEIIbHOM HpOpa6OTKI/I OTACIBHBIX, Hanbosee BayKHBIX
U TUIIUYHBIX B MCTOJOJIOTHYICCKOM OTHOLICHUHN TEM KypCa UJIn OTJIEIBLHOM TCMBI,

Ocnoenble hynKyuu npaKkmuuecKozo (CeMuHapcKozo) 3aHAmu:

Iloznasamenvnaa ynkyua. CeMUHAp MO3BOJIAET OPraHU30BaTh TBOPYECKOE, AKTUBHOE
U3YYEHHE TEOPETUYECKUX U MPAKTUYECKUX BOMPOCOB, YCTAHOBUTH HETIOCPEICTBEHHOE OOIIEHNE
IpenojiaBaTessi Co CTylIeHTaMHu, (OPMHUPYET CAMOKOHTPOJb 3a MPaBHJIBHBIM IOHUMaHHEM
M3y4aeMOTo MaTepualia Co CTOPOHBI CTYAEHTOB, PacIIUpSieT U 3aKpeIUIsieT 3HaHMsS, HaBBIKU U
YMEHUS.

Bocnumamenovnaa ynkyusa. CemMuHap OCYIIECTBISET CBSI3b TEOPETUYECKUX 3HAHUHM C
NPaKTUKOHM, YCHJIMBAeT OOpaTHYIO CBS3b CyOBEKTa U 00BEKTa BOCHHUTAHUS, JaET BO3MOXKHOCTb
MPEnoAaBaTeNio U3yUUTh HHIUBUAYAIbHbIE OCOOCHHOCTH KaXK/I0TO CTYACHTA.

@yukyua konmponaa. CeMuHap M03BOJISIET IPOKOHTPOJIUPOBATh YPOBEHB 3HAHUMN, HABBIKOB
U YMEHUH CTYJEHTOB, KaU€CTBO UX CAMOCTOATEIbHOU PaboThlI.

Iloozomoeka cemunapa.

Paboty k opraHuzanuu JaHHOTO BHJA 3aHATUN MPENOJaBaTellb HAYMHACT C ONpPEEICHUS
UCXOJHBIX JAaHHBIX. K HUM OTHOCATCS: TeMa, BONPOCHI, OMpeAeTIeHHbIe Y4eOHOH MporpamMmoii,
COCTaB CTYJCHTOB M YPOBEHb HX MOJATOTOBKH, BpeMS U TMPOAOKUTEIBHOCTh 3aHSTHS,
BO3MOXKHOCTH yueOHO-MaTepuanbHoil 0a3bl. [1pu pa3paboTke HCXOIHBIX JaHHBIX MPEnoaBaTeib
PYKOBOJCTBYETCS y4eOHOM MpOrpaMMoii, KOTopasi periaMeHTHUPYET [NIyOHHY U HallpaBiICHHOCTh
oOyuyeHus. Y4ueOHbIC M BOCIUTATEIbHbIEC LIETIH MPENoAaBaTesib (GOpMyTUpyeT UCXOS U3 TEMBbI,
MeAarorn4eckux 3a/1a4 U ypoBHS MOJITOTOBKU CTYIEHTOB.

W3yuuB o011re MON0KEHUS U METOIUYECKYIO JIUTEepaTypy MO MpeaMeTy, MpernoiaBaTeib
HAUYMHAET HEMOCPEICTBEHHYIO MOATOTOBKY K 3aHsATHIO. [Ipu BhIOOpE METOAOB MpernojaBaTellb
UCXOIOUT U3 COAEpXaHUs BOINPOCOB, IOJATOTOBIEHHOCTH CTYACHTOB, LieJell 3aHATUH Hu
BO3MOXKHOCTEH ydeOHO-marepuanbHOil 06a3pl. HeoOXoammo CTpeMHTbCS K TOMY, 4YTOOBI
n30paHHbIE METOJbl OOYYCHHS M METOJUYECKHUE MPHEMBI CIIOCOOCTBOBAIM YriyOJIeHHOMY
U3YyYEHHIO MPEIMETa, a TAK)KE MPUBUBAIN MPAKTUUYECKNE HABBIKU.

[Tpu pacuere yueOHOTO BpeMEHH HEOOXOIUMO YUUTHIBATH COJEP)KaHUE YICOHBIX BOITPOCOB
U LI€JTb 3aHATHS — YeT0 X0UeT TOOUTHCS MPENo1aBaTeb OT CTYJACHTOB: OBJIAJICHUS UMH 3HAHUSMU
WM 3HAHUSIMH, HAaBBIKAMU U YMEHUSIMHU.

[Ipy moAroToBKe K CeMHUHApy MpernoAaBaTelb OJKEH IM0oa00paTh psia NMPUMEpOB, Ha
KOTOPBIX MOXKHO OTpaboTaTh JIEKIIMOHHBIM MaTepHal, MoKa3aTh MPaKTUYECKOe 3HAYCHUE TEMBI,
TIIATEIILHO MPOIyMaTh MOPSAAOK UX Ha 3aHATHU. O0sA3aTenbHO HE0OX0AMMO 110100paTh 3a1aHus
Pa3HO CIOXHOCTHU (OT MPOCTOTO K CIOKHOMY), a TaKkKe 0oJiee CI0KHBIE 3aaHusl J1 CUIIbHBIX
CTYACHTOB. 3aTeM eMy HEOOX0IUMO 0TOOpaTh HArJISIIHbIE TIOCOOUS IS TPAKTHYECKOTO 3aHATHS,
OTIpeeNIUTh TEXHUYECKHE CPEICTBA 00YUEHHSI M U3YUUTh ITPaBUIIa UX UCIIOJIb30BAHUS HA 3aHATHH.
OCOOEHHO  TIIATENIBHO  NPOAYMBIBAaeTCA  33JaHWE Ha  CaMOINOATOTOBKY  CTYAEHTaM,



paspabarbIBaeTcsl IUIaH CEMHHApCKOro 3aHsATHs. llpernomaBarenb KOHTPOJIMPYET MOJATOTOBKY
CTYJEHTOB K CEMHUHApPY, OKa3bIBAET UM ITOMOIIIb.

[Ipu TM4HOI MOATOTOBKE K CEMUHAPCKOMY 3aHATHUIO MIperoaBaTelib AeTalbHO pa3oupaercs
B TE€ME, IIPOCMATPUBAET JIMTEPATypHblE MCTOYHHUKH, KOTOPbIE PEKOMEHJOBAJl JUIsl M3Yy4EHUs
CTyJIEHTaM, IPOCMAaTPUBAET CUCTEMY HATJISIIHOCTH Ha NMPEACTOSIIEM 3aHATHH. [1o nToram JInuHoi
MOJATOTOBKU TPENOAaBaTeNb COCTABISACT IUIAH-KOHCHEKT. OH SBIISETCS OCHOBHBIM pPabOYMM
JIOKYMEHTOM TPEIoAaBaTes U ONpeeIseT HallpaBieHue U X0 1 3aHsThsL. OOBIYHO MJIaH-KOHCTIEKT
COCTaBJISIETCSI B IPOU3BOJILHOM (popmMe, JOKEH ObITh MPOCT U yA0OCH JJIsl UCIONb30BaHUS Ha
3aHATHU. B HeMm, Kak y)ke 0OTMedasoch paHee, JOKHO ObITh OTPa)KEHBI: TeMa 3aHATHUS; yueOHbIe
U BOCIIUTATENbHbIEC LIEJIH; BPeMs, OTBOJMMOE Ha 3aHATHE; yueOHBbIe BONPOCHI U pacIpeacsieHue
BPEMEHH; METO/I POBEICHUS 3aHATHUS; MECTO ITPOBE/ICHUS 3aHATHS; MaTepHalibHOE 00ECIIEUeHUE;
PYKOBOJICTBA U TOCOOUST; TIOPSIIOK POBEICHHS 3aHATHSI.

[lepen mpoBenaeHuEM 3aHATHS MPENOAABATENbL MOXKET MPOBEPUTh KA4ECTBO IMOATOTOBKH
CTYJEHTOB K 3aHSATHIO.

ITPOBEJIEHUE KOJIOKBUYMA

Komnoksuym (ot matunckoro colloquium — pasroBop, 6ecena) — oqHa U3 GopM y4eOHBIX
3aHATHU, Oecea mpenoiaBaTess ¢ yJaluMICs Ha ONPEeTICHHYIO TeMY U3 y4eOHOM porpaMMel.

L]envy mpoBeneHUsS KOJUIOKBHYMa COCTOMT B BBIICHEHHHM YPOBHSI 3HAHUM, MOTYYEHHBIX
yYalIUMHUCS B pe3yJlbTaTe NPOCIYIIMBAHMS JIEKUUH, IOCEHICHUs CEMHHApOB, a TaKXkKe B
pe3ylbTare cCaMOCTOSITEIbHOTO U3yYeHHs] MaTepHraa.

B pamkax nocTaBiI€HHOH LIENU pEIAtOTCs CAEAYIOLIUE 3a0aylL.:

® BBIICHEHHUE KAUeCTBA U CTENIEHU NOHUMAHUS yYalMMKCS JIEKIIMOHHOTO MaTepHaa;

® pa3BUTHE U 3aKPEIUICHNE HABBIKOB BHIPAKEHUS yUAILIMMKCS CBOMX MBICIIEH;

® pacliMpeHHe BapHaHTOB CaMOCTOSITENIbHON IeJIeHANpaBIeHHOW MOJIrOTOBKHU
y4aluxcs;

® DPa3BUTHE HAaBBIKOB 00OOIIECHHS Pa3IMYHBIX JIUTEPATYPHBIX HCTOYHHUKOB;

® [IPEJOCTaBJICHUE BO3MOYKHOCTH YYallUMCSl COIIOCTABIIATh Pa3HbIE TOUKU 3PEHHUS I10
paccMaTpuBaeMoMy BOIIPOCY.

B pesynbrare npoBeneHus KOIJIOKBHYMA npenooasamenb 00IHCeH UMemb NpeoCcmasieHue:

® 0 Ka4ecTBE JIEKLIMOHHOI'O MaTepuaia;
® O CHWJIBHBIX U CJa0BIX CTOPOHAX CBOCH METOJMKH YTCHUS JCKIIHUA;
® O CWIBHBIX M cJa0BIX CTOPOHAX CBOEH METOJIUKU MPOBEACHUS CEMHHAPCKHUX
3aHATHH;
00 YpOBHE CaMOCTOSITEIbHON pabOTHl yUaLTHXCS;
00 YMEHHH CTYACHTOB BECTH JIUCKYCCHUIO U JIOKA3bIBATh CBOIO TOUYKY 3PEHHUS;
O CTENEHH 3PYJUPOBAHHOCTH yUYaIIUXCS;
® 0 CTENEHU MHAMBHUAYAIBHOTO OCBOEHUS MaTepuala KOHKPETHBIMU CTYJEHTAMH.

B pe3ynbrarte npoBeaeHUs KOJUIOKBHYMA CH1YyO0eHm OO0JIHCEH UMemb npeocmasgiienue:

e 00 ypoBHE CBOMX 3HAHMH MO paccMaTpUBAaEMbIM BOMNpPOCAaM B COOTBETCTBUU C
TpeOOBAHUSAMH MPEMOAABATENS U OTHOCUTEIBHO APYTHX CTYACHTOB I'PYTIIIHI;

® 0 HEJOCTATKaX CaMOCTOSITEIbHOM MPopabOTKH MaTepHuaa,;

® 0 CBOEM YMEHMH H3JlaraTb MaTepual;

® 0 CBOEM YMEHHMH BECTHU AMCKYCCHIO U JOKA3bIBaTh CBOIO TOUKY 3PEHHUSI.

B 3aBucumocTH OT cTENEeHU NOArOTOBKHU I'PYIIIBI MOYKHO MCIIO/Ib30BaTh PAa3HbIE MOAXOAbI K
MIPOBEJICHUIO KOJJIOKBUYMA.

B ciydae, ecnu GOJBIIMHCTBO TPYIIIBI ¢ TPYAOM BOCIIPUHUMAET COJEpKaHUE JIEKIMNA U Ha
CEMHUHAPCKHX 3aHATUAX IEMOHCTPUPYET HETOCTATOYHYIO CIIOCOOHOCTh aKTUBHO OIIEPUPOBATH CO
CMBICIIOBBIMU €MHHUIIAMH U TEPMHUHOJIOTHEN Kypca, TO KOJUIOKBUYM MOYKHO pa3/I€iuTh Ha JIBE
yactu. CHavana npemnojaBaTesib U3jaaraeT 0a3oBble MOHATHSA, COAepKalluecs B MporpaMme. ITo
JIOJDKHO 3aHATHh He Oosiee yeTBepTH 3aHATHs. OcTallbHbIe TPH YETBEPTH HEOOXOAUMO MOCBATUTH



JTUCKYCCHH, B X0JIe¢ KOTOPOM CTYIEHTHI JOJKHBI YOeTUThCS U, II1aBHOE, yOeTUTh ApPYT Apyra B
O6OCHOBaHHOCTI/I U AOO0Ka3aTCJIbHOCTHU MOJYUYCHHOTO BUACHHA BOIPOCAa U €ro COOTBCTCTBUMA
peaTbHOM MpPaKTHUKE.

Ecmu xe npenoaaBareyib UMCCT ACJIO0 C 60)166 HOHFOTOBHGHHOﬁ, CaMOCTOATCIIbHO
JyMaloIllel ¥ aKkTUBHO YCBAUBAIOLIECH CMBICIOBbIE €AUHUIIBI U TEPMUHOJIOTHIO Kypca
ayJUTOpUEH, TO KOJUTIOKBUYM HEOOXOIUMO IIPOBECTH TaK, YTOOBI CAMU CTYIEHTHI
chopMyIMpOBaI U3JI0’KEHHBIE B TPOrpaMMe TOHATHS, BbICKa3aJIl HECOBIAAAIOIINE TOUYKH
3pEHUS U MPUBEIIN PAKTUUECKUE MPUMEPHI. 3a MPENo1aBaTesieM OCTAeTCsl POJib MOAepaTopa
(BenyIero JUCKYyCCHH), KOTOPBIN B KOHIIE «JIHILB» CYMMUPYET COBMECTHO MOTYYECHHbIE
pe3yabTaTHEL.
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