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1. denepanbHBIi TOCYAApCTBEHHBIH CTaHAAPT BBICHIETO 00pa30oBaHUs — OakagaBpHaT IO HAMPABJICHHIO
nogrotoBku 38.03.02 «Menemxment» (IIpuka3 MuHHCTepcTBa HAayKH M BBICIIETO 00pa30BaHUS
Poccuiickoit @enepauuu ot 12 aBrycrta 2020 roga Ne 970, 3apeructpupoBaH MUHHCTEPCTBOM FOCTUIINH
Poccuiickoii ®enepaumu 25 aprycra 2020 r. Ne59449).cocrtaBieHa Ha OCHOBaHUM Y4eOHOTO IUIaHA:
MeHemKMEHT HanpaBJIeHHOCTh « MeHeKMEHT B rmpoMbIinuieHHocTH» [Ipodeccronansherii crangapt 08.008
«Crierranuct no (MHaHCOBOMY KOHCYJIFTHPOBaHHMIO» (1puka3 Nel670 MuHHCTEpCTBa TPYAA M COLUATBLHOM
3anmThl Poccniickoit @enepanmu ot 19 mapra 2015 1.); Ilpodeccnonansusrii cranmapt 08.037 «buznec-
aHamuTHK» (mpuka3 Ne 8211 MunucrepcTBa TpyAa W commanbHOM 3amuThl Poccuiickoit depeparn oT
22.11.2023 r.), IIpoteccnonanbusiii crangapt 40.049 «CrenuaancT 1o JOTUCTHKE Ha TPaHCTIOpTe» (TPHKa3
Nel16n MunuctepcTBa TpyIa u connanbHou 3ammuThl Poccutickoit @eneparym ot 8 ceHTss0ps 2014 r.);

PaGouas nporpamma ogo0peHa Ha
3aceqaHuy kapeapbl IKOHOMUKHI
[Tporokom ot 21.07.2025 r. Nell

3aB. kadeapoit M&M&’VT Kucenes B.B.



1. Heab ocBOEHMSI AU CIUIIMHBI
Heab AUCHUNJMHBI. CO3/IaHHE Y CTYJCHTOB KOMILJIEKCA 3HAHWW O BUJAX YMPABICHUYECKHX
JOKYMEHTOB, TMpaBWJIaXx WX Cco3AaHUd U OQOpPMJICHHS, O COBPEMEHHOW OpraHu3aluu
JIeJIOTIPOU3BO/ICTBA HA TIPEATIPUSITHSIX.
3apaum y4eOHO# AUCHUNIMHBI
—  TIPUBUTH HABBIKU Pa3pa0bOTKH Pa3IUYHBIX (HOPM yIpaBIEHYECKHX JOKYMEHTOB,
— TIPUBUTHh HAaBBIKM MCIOJI30BAaHUS OQUIMATBHO-ACIIOBOTO CTWJIS TIPU COCTaBIICHUU
YIIPaBICHUYECKUX IOKYMEHTOB,
—  HAYYHUTh COCTABIATH YHHU(PUIIMPOBAHHBIEC (HOPMBI YIIPABICHYECKOMN TOKYMEHTAIIUH,
—  O3HAKOMHTBH CO CTPYKTYpOH M (pyHKUIHSAMHU AETOMPON3BOACTBEHHBIX MOJIpa3/eieHui Ha
MPEANPUATHSIX,
—  03HAaKOMHTH C METOJIaMU PabOTHI C YIIPaBICHYECKON JOKYMEHTAIMEH HA IPETPUATHSX,
— JaTh TPEJCTaBICHHWE O TEHACHIUAX Pa3BUTHUA COBPEMEHHOTO JIEJIOTPOM3BOJICTBA,
METOJIaX €0 COBEPIICHCTBOBAHHUS.
— O3HAKOMHTb C  COJEpKaHHEM  CHENHaTbHOW  JHUTEepaTypel MO  mpobiemMam
JIEJIOTIPON3BO/ICTBA U JOKYMEHTUPOBAHUS YIIPABICHYECKON JAEATETHHOCTH.

2. MecTO JUCHHUILIMHBI B CTPYKTYpe 00pa30BaTeIbHON MPOrpaMMbl
Hucnurnnuaa otHOocuTcs K O0yioky B1.B.10 o6pa3oBaTensHOM mporpamMmsel, GOpMHPYEMOt
yY4aCTHUKaMU 00pa30BaTEeNIbHBIX OTHOIICHUI.
Ji11 OCBOEHUS AMCLHUILINHBI HEOOXOAMMBI 3HAHHSI, YMEHUS M HABBIKH, TIOJYYEHHBIE B X0O/1€
OCBOCHHMS CIIETYIONUX AUCIUIUINH: «Pycckuii S13bIK U KyJbTypa peun», «IIpaBoy.
OcBoeHue AUCHUIUINHBI HEOOXOAMMO AJIS CIIEYIOIUX TUCIMITIMH: IPOU3BOJACTBEHHAs IPAKTHUKA
(mpenaumIOMHas ), BBIITyCKHAas KBaTM(UKAIIMOHHAast padoTa.

Juctumnnaa u3ydaercs Ha 3 Kypcee, B 6 cemecTtpe.

3. IlepevyeHb NJIAHMPYEMBbIX Pe3y/JIbTATOB 00y4eHHUsI N0 JUCIUIITIUHE, COOTHECEHHBIX C
IUIAHMPYEMbIMHM Pe3yJ1bTATAMM 0CBOEHUsI 00pa30BaTeIbHO MPOTrPaMMbI

B pesynbraTe OCBOGHHS IUCHUIUIMHBI OOydYaromuiics IOJKEH MPOJEMOHCTPUPOBAThH
CJIEIyIOIINE PE3YJIbTAThI:

Nuaukaropsl IlepeyeHb NIAHNUPYEMBbIX Pe3yJbTATOB

KoMmnerenuus
00y4YeHus 10 TUCHHILINHE

B pesynbrare oOCBOGHUS AMCIUIUIMHBI
00y4aroIUICs TOKEH:

Buameo:

- OCHOBHBIE HOPMATHBHO TPABOBBIC AKThI B

[TK-2. Cniocoben . .
Oynymeit  mpodeccHoHaNbHON  cdepe;

MIPOBOUTH HUIIK-2.3.
. cnenu(UKy  3aKIIOYCHUS  Pa3ITUYHBIX

CaMOCTOSITEIIbHBIN Ocywecmensiem )

JIOTOBOPOB U CJICJIOK;
TIOUCK U OOKYMEHMAYUOHHOE

- OCHOBHBIC TIOJOXCHHUS, TPHHIUIIBI,
NPUBJICUCHHE HOBBIX | CONpoBodicOeHue u

CTaHIApTBl M CHUCTEMbl B  oOiactu
KITUEHTOB, ogopmnenue 002060pos

JOKYMEHTAIHOHHOTO obecrieueHUsI
OILICHUBATh PUCKH, Ha npeoocmasgierue

YIPaBJICHUS B OpraHU3alluH;
MIOJITHCHIBATh PA3HBIX 8UO08 YCY2

Ymems:
JIOKYMEHTBI O

- MPUMEHSTh Ha MPaKTUKE
COTPYIHHYECTBE

3aKOHOJATEIbHBIE  aKThl,  NPUHUMATh
MIPAaBOBBIC PEILICHHS; YCTAHABITUBATD (PaKThI
[IPABOHAPYIIEHUM;  ONpPENEeNsTh  MEPHI
OTBETCTBEHHOCTH BHMHOBHBIX; IPUHHUMATh




HCO6XOI[I/IMI)IG Mepbl K BOCCTAHOBJICHHUIO
HapyUICHHBIX MPaB.

BmaneTs:

- CYIIHOCTBIO CUCTEMBI JIETIOTIPOU3BOICTBA
- TEXHOJIOTHEN, IPUMEHIEMYIO IIPU
opranuzanuu paboTsl ¢ JOKYMEHTaMH Ha

MIPEATPUITHSIX
3HaTh:

3aKOHOJATEJIbHEIC n HOpPMaTHBHBIE
MIPaBOBbBIE aKTBI u HOPMAaTUBHO-
METOIHUYECKHUE MaTepuabl o
JOKYMEHTHUPOBAHHUIO yIpaBlIeHYECKOM

NEATEIbHOCTH;  CTPYKTYPY JOKYMEHTa;
KPUTEPUH M TPHUHLMIBI  ONPEIEICHUS
HAay4YHOUCTOPUYECKUH UM  IPAKTUYECKOU
LIEHHOCTHU JOKYMEHTOB;

HIIK-3.1.

Cucmemamusupyem YMeTh:  0pOpMIATH  JOKYMEHTHl B

Gunarncosyio y | COOTBETCTBUH c TpeOOBaHUAMU
[IK-3. Crioco6en 0PUOUHECKYIO HOPMATHUBHBIX aKTOB U TOCYJapCTBEHHBIX
0pOpPMITSITH ungopmayuio. CTaHAapTOB; I/ICHOJ‘IIBOBaTIT
JIOKYMEHTBI 1 HIIK-3.2.  Tposepaem YHHQHUIHMPOBAHHBIC (HOPMBI JOKYMEHTOB;
KOHCYJIbTHPOBATH 110 | ,, aewu;Hlo omb CO3MaBaTh yNpPaBICHYCCKUC JOKyMCHTBI,
BOTPOCAM P pa3pabaThiBaTh IIA0JIOHBI JOKYMEHTOB C
odopmIeHHs gal’IOJZHeHU}Z UCIIOIb30BaHUEM HOBBIX
JIOKYMEHTOB, OKyMenmos MH()OPMAIUOHHBIX TEXHOJIOTHI;
HEOOXOIMMBIX JIIs HUIIK-3.3. Pazvsacnsem | "PAMCHATE  KPUTCPUM 1 NPHHIAIIEL
OpraHH3AIMH 1 u  Koncynomupyem | CMPCACTCHI  HaySHOMCTOpHWCCKWI i
yTIpaByIeHus panikax ceoeii | TPAKTHUYECKOH [IEHHOCTH JOKYMEHTOB;
On3HECOM KoMnemeHyuu no

punancosvim y | BrazeTs: HaBBbIKaMH MIPUMCHCHUS

JopuduUeckum TpeOOBaHMII HOPMATMBHBIX aKTOB H

doxymenmam roCyJapCTBEHHBIX  CTAHAApPTOB  TIPH

COCTaBJIEHUH U O0(OPMIICHHH JOKYMEHTOB;
HaBbIKaMU pa3pab0TKU YHU(PUIIMPOBAHHBIX
dbopM JmOKyMEeHTOB U Tabens ¢opMm
JOKYMEHTOB; HaBbIKAMH HCIIOJIb30BaHUS
HOBBIX MH()OPMAITMOHHBIX TEXHOJIOTHH MpU
CO3JIaHUH YTIPABJIIEHYECKUX JOKYMEHTOB,
pa3paboTke  IIAOJIOHOB  JIOKYMEHTOB;

CIIOCOOHOCTBIO COBEPIICHCTBOBATH
JTOKYyMEHTaIMOHHOE obecrieueHme
yIpaBJIeHUsd

4. O0beM QUCUMINIMHBI B 3a4eTHbIX €IMHHULAX ¢ YKa3aHHMeM KOJIHYecTBa
aKaJleMHYeCKHX 4YacoB, BbIIEJEHHbIX Ha KOHTAKTHYI0 pPatoTy o0ydYamommxcs ¢
npenogaBareseM (M0 BHAAM Y4YeOHBIX 3aHATHI) M Ha CAMOCTOSITEJLHYH pPadoTy
00y4arIMnXc

OO6mas TpyAoeMKOCTh (00BEM) TUCIHMIUIMHBI COCTaBisieT 3 3adeTHhIX enuHun, 108
aKaJeMHUYECKHUX Jaca.

Ha y4eOHble 3aHATHS JEKIIMOHHOTO THIIA OTBOJIUTCS MO O4YHOHM (opme 36 yacoB, O4HO-
3aouHO (hopme 10 "acoB, mo 3a09HOI — 4.



Ha 3aHATHS MpakTHYECKOTO (CEMHUHAPCKOT0) THIA — TI0 O4HOH (opme 18 wacos, o4HO-
3a04HOM (hopMe 16 yacos, mo 3a04HOI - 6.

CamocTosiTenbHast paboTa COCTaBISET COOTBETCTBEHHO 42, 78 u 94 yaca.

Ha moaroroBky k 3adeTy oTBoAMTCS 4 4aca.

5. CopepxkaHue IMCUMIUIMHBI, CTPYKTYPHPOBaHHOe IO TemMaM (pa3genam)
yKa3aHHeM OTBEJeHHOr0 HAa HMX KOJIMYeCTBa aKa/JAeMHYeCKHX 4YacoB M BHI0B Y4YeOHBIX
3aHATHH

5.1. TemaTu4yeckue pa3jesbl JMCHHUIIMHBI H KOMIIETEHIIUH, KOTOpPbIe (POPMHUPYIOTCSH
NPH UX U3YYeHHH

Ne HaumenoBaHnue Conep:xanue pa3iena Kon
n/n pasnena ¢hopmupye
TUCIUATIIINHBI Mo
KOMIIETEHI]
HH
1 Tema 1. Lenp, 3amaum, mpeamer, oObekT wu3yuenus | [1K-2
ean u 3agaun JUCIIATIIINHEI. T'OCT P 6.30-2003
U3ydeHust «YHU(DHUIUPOBAHHBIE CUCTEMBI  JTOKYMEHTAIIUH.
AUCHUILIHHBI. YHudumupoBanHas CcHCTeMa OpPTraHU3alMOHHO-
3akoHOIaTeIbHOE | PACIIOPAIUTEIBHON JTOKyMeHTauuu. TpeGoBaHus K
U HOPMATHBHO- 0(OPMIICHHUIO TOKYMEHTOB.
MeToauYecKoe CoctaB HOPMAaTUBHO-METOAMYECKOW  Oa3bl
peryJiMpoBaHue, JIETTONPOU3BOJICTBA. 3aKOHOJaTeNIbHbIe aKkThl PD B
A0y chepe uHpOpMauu u JTOKyMEHTAIHH.
HopmatuBHBIE mpaBoBbIE akThl  (hemepaabHBIX
OpraHoB HCIIOJIHUTEIHLHON BIIACTH,

PErIAMEHTUPYIOIIHE BOIPOCHI JOKYMEHTAMOHHOTO
obecrieuenus. l'ocynapcTBeHHblE CTaHAAPTHI Ha
JOKYMEHTAlMIO.  YHUQPUIMPOBAHHBIE  CUCTEMBI

JIOKYMEHTaIUH.
2 Tema 2. Enunbie TpeGoBaHMs K OTaHKaM JOKYMEHTOB. T1IK-2
OcHoBHbIE Bunast 6nankos, [1paBuna opopmieHus
TpeOGOBaHHSA K JIOKYMEHTOB TPY UCIOJIb30BAaHUU TEXHUUECKUX
0(opMWIIEHH IO cpeactB. CocTaB pekBU3UTOB J0KyMeHTOB OP/I.
ynpaBJIeHYeCKUX [TpaBuiia opopmiieHHs PEKBU3UTOB 3ar0JI0BOYHOM

(OpraHm3anMoOHHO- | YacTH JOKYMEHTA: YIJIOBOE, TpooibHoe. Kog
PACHIOPSIIMTEJILHBIX | OpraHU3aliy - aBTOpa JOKyMeHTa. OCHOBHOM

) rOCYJapCTBEHHBIN PErUCTPALMOHHBIA HOMED
JAOKYMEHTOB. IOpUANYECKOTO0 Jinna. HauMeHnoBaHne opranus3anyu
- aBTOpa JOKyMeHTa. Ha3BaHnue Buia JOKyMeHTa.
Hara nokymeHnTa. PeructpaiimoHHbIil HOMEp
JIOKYMEHTa. MecTo coCTaBIEHUS WU U3AaHUS
JOKyMEHTa, TpeOOBaHUS K TEKCTaM JOKYMEHTOB.
CoxkpallleHHBIE CI0Ba. 3aroJIOBOK K TEKCTY
nokyMeHTa. OTMeTKa O HAJIMYUH PUIIOKEHHUSL.
[Tonnucanue u yTBEpKIACHUE JOKYMEHTOB.
CornacoBanue TOKyMEeHTOB. OTTHCK IT€YaTH.
BusupoBanue nokymeHnToB. OTMETKa Ha
JIOKYMEHTE: OTMETKA O MOCTYIJIEHUH IOKyMEHTA B
OpraHM3alHIo0, PE30JIIOLHS, OTMETKA O KOHTPOJIE,
OTMETKA O 3aBEPEHHMH KOIHUHU JOKYMEHTA.




WnenTudukatop 371€eKTPOHHON KOMMU JOKYMEHTA.
Otmertka 00 ucrnongureiie. Ormerka 00
WCTIOJTHEHUH JIOKYMEHTA U HAPaBICHUH

Tema 3.
OpranuzauuoHHO-
pacnopsiiuTe/IbHbIe
JAOKYMEHTBI, HX
COCTaBJIEHHE U
oopmiieHHeE.
JlesoBas u
KOMMepuecKast
nepenucka

Opranu3annonHas foKymeHraius. Ooume
TpeOOBaHUS K OPraHU3aLIOHHBIM TOKYMEHTaM.
VYceras npeanpusatus. J0JKHOCTHASE UHCTPYKLIMSL.
[Tonoxxenwue. llltatHoe pacniucanune. CTpyKTypa u
HITaTHasl YMcIeHHOCTh. CTPYKTypa U UX
coaepxanue. [IpaBuna ux opopmienus. Cocras
00s13aTeNIbHBIX PEKBU3UTOB U TPEOOBAHUS K
opopmienuro. Llenab 3Tux 10KyMeHTOB, OPSAOK
W3JIaHUs, YTBEP)KIEHUS U PETUCTPALUH.

PacniopsiniutenbHble TOKYyMEHTBI Kak OJHA U3
(GopM UCTIOTHUTEIBHO-PACTIOPATUTETBHON
JIEATEIbHOCTH OPTaHU3aLuN, yUpEKICHUHN,
npennpusatuil. [Ipukasel, ux suael. [Ipasuna
odpopmiieHust. OCOOEHHOCTH COCTaBIICHUS PUKA30B
10 OCHOBHOM JIE€ATEIBbHOCTU U NPUKA30B 10
TUYHOMY cocTaBy. OCOOEHHOCTH B COCTABJICHUH
3aroJ0BKOB U (POPMYJIUPOBOK KOHCTAaTUPYIOLIEH
yacTu. PacniopsiauTenbHas 4acTp - cxema
NIOCTPOEHHUs. BhImnncka U3 nprkasa, €€ Ha3HauYCHHUE
U IpaBuiia opopmIIeHuSI.

[ToaroroBka, ohopMieHne yka3aHui u
pacnopsoxkeHuit. CTaguu NoAroTOBKH MPOEKTa
pacnopsAMTENbHOrO JOKyMeHTa. [IpaBuna ero
BU3MPOBaHMS, MOANNUCAHUSA U peructpanuu. Cpoku
UCIIOJIHEHUS U BpeMs JOBEJeHUsI HHPOPMALIUH J10
KOHKPETHBIX MUCIIOJHUTENEH.

WHdopMannoHHO-CIIPaBOYHbIE JOKYMEHTBI.
Haznauenue u coctaB nH()OpPMAIIMOHHO-
CIIPAaBOYHBIX TOKyMEHTOB. CripaBka. PekBU3UTHI
CIIPABOK, BUJIbI CITPABOK, IIPaBUJIA HAITUCAHUSI.

Joxnagnsle 3anucku. Lenb qokmagHeIx
3amUCoK, paBmia oopmiieHusi. OObSICHUTEIIbHBIC
3anucku. L{eap 0ObsACHUTENBHBIX 3aIIUCOK, IpaBUIIa
odpopmiienus. CiyxeOHas 3arucka, €€ Ha3HauCHHE.

AkTbl. CXeMa COCTaBIICHUS aKTa. PEKBU3UTHI
akta. CocraBHble yacTu akta. [lopsiiok
NOJIUCAHUS U YTBEPKICHUS.

[Tporokoin. TpeOOBaHUS K COCTABICHUIO U
o(popMIICHHIO TPOTOKOJIOB. PEKBU3UTHI, COCTaBHBIE
yacTH. BUJIbl MPOTOKOJIOB: MOJIHBIE, KPATKUE,
COKpalleHHbIe. JoBeieHE peleHni
(mocTaHOBIIEHUIT) 10 UCIIOJTHUTENEH.

JlenoBoe MUChbMO B YCIOBUAX YHU(UKALINY.
O¢ununanbHOE TUCHMO KaK CPEJCTBO CBA3U
MPEANPUATHI, OpraHu3alii, YUYPEKICHUN C
BHEITHUM MUpoM. CTpykTypa nucbma. OCHOBHbBIE
TpeOoBaHus K TeKCTy. PekomeHnanuu no
nocTtpoenuto gppas. [Ipasmna opopmienus
JIEJIOBOTO MHUChMA.

[1K-2




[Tonsitue 6manka nmucbMa. CTaHAapTHI HA
dbopMmynsapei-o0pasiibl. PEKBU3NTHI TMCEMa U
npaBuia ux opopmiieHus. OTnenbHbIE BUIBI
nuceM: HHPOpMAIIMOHHOE, 0J1aroJapcTBEHHOE,
MMCHMO-U3BEIICHUE, MUCHhMO-3aIIPOC, TUCHEMO-
TpeboBaHUEe, MUCbMO-0TBET U Jip. CocTaBieHHe
TEKCTOB CITyKCOHBIX TTHUCEM.

4 Tema 4. 3HaueHue KaJApoBbIX T0KyMeHTOB. CocTaB U I1K-3
Kaaposasn BUJIbI JOKYMEHTAIUH 110 JINYHOMY COCTaBY.
AOKYMEHTAIMS [IpaBuna ux cocraBineHus. Y HUDUIIUPOBAHHbIE
Opranmnsanust dbopmbl okymeHToB. [Ipuka3. Opopmienue
padoThbI ¢ | mpuema Ha paborty. [lepeBon Ha Ipyryo0 padoTy.
AOKYMeHTaMu [IpenocraBnenue oTiycka. Y BoJbHEHHE C PaOOTHI.

JInunoe 3asBieHue. Xapakrepuctuka. CocTaBHbIE
YacTU XapaKTePUCTUKH, TpaBuiia 0(hOPMIICHUS.

[opsimok ABMKEHHS] JOKYMEHTOB B
opranuzauuu. [loHsaTne 1oKkymMeHTO000pOTa U €ro
OCHOBHBIE 3Tanbl. O0paboTKa T0KYMEHTOB,
NOCTYNAIOUIMX B opranu3anuto. [IpeasapurenbHoe
paccMOTpeHHe JOKYMEHTOB B CIIyk0e
JIOKYMEHTALMOHHOT0 00eCeueH sl yIpaBIeHuUs.

Perucrpanus u nHaeKcanus 10KyMEHTOB.

KonTponsb 3a ucronHenuem 10KyMeHTOB. Cpoku
UCTIOJIHEHUS TOKYMeHTOB. Opranuzanus
palMOHAIBHOIO ABMKEHHSI JOKYMEHTOB BHYTPH
npennpusitas. O0paboTKa UCIIOIHEHHBIX U
OTIIPABIISEMBIX JOKYMEHTOB.

Hcnonnenne 10KyMEHTOB. AHAJIN3 CTPYKTYPBI
JOKyMEHT0000poTa. MeTozb! y4eTa U COKpalleHus
JIOKYMEHTO00O0pOTa. YYeT KOJIM4ecTBa U KayecTBa
JOKyMEHTOB opranusanuu. CokpaiieHue oobema
JIOKYMEHTOO000pOTAa.

S) Tema 5. Opranuzanus SKCepTH3bl ICHHOCTU T0KyMeHToB. | I1K-3
OO6mue TpeboBaHUs K CHCTEeMaTH3allUN
nokymeHnToB, Homenknatypa nen. CocraBieHnue
3arojioBKOB jes. OCHOBHBIE MpaBuiIa
dbopmupoBanus aen, OnepaTuBHOE XpaHEHUE
JIOKYMEHTOB U €.

[ToaroroBka z1en K apXMBHOMY XPaHEHHUIO.
CocraBieHrue BHyTPEHHEN OMUCH TOKYMEHTOB U
3aBepuTeNbHOU Haanucu. CocTaBieHue u
odopmiienue onucelt aen. [lepemnada nen B apxus.

CucreMaru3zanus
AOKYMEHTOB M
(popmuposanue geJ.
OnepaTuBHOe
XpaHeHue
AOKYMEHTOB M J1eJl.

5.2. Pa3nenbl AUCHMILVIMHBI, BUIbI Y4eOHbIX 3aHATHN U (POPMBI TeKYLIEero KOHTPOJIsI
ycneBaeMoCTH



AJI51 04HO (popMBI 00yUeHH S

TpynoeMkocTh B 4acax DopMbI
Ha xonTakTHY10 TEKymero
Ne paboTy 1o BugaM KOHTPOJI3 €
o Ka3aHueM
cemM HanmenoBanue Beero | YYCOHBIX 3aHATHIA ®opmel 6);.11.11013 (np
ecT | pasje/a AMCUMIUIMHBIL | (B Ha CPC p
a X CPC HCMO0JIb30BaH
P CPC) i 3 13 UM 0AJIbHOM
CHCTEMBI
OLICHUBAHMS)
1 |Temal.
Llenu v 3agauu
W3YYEeHUSI TUCITUTUINHBI. Pedepupo Omnpoc,
3aKOHO/IATENbHOE 20 8 2 10 BaHHC pCeIICHUC
" HOPMATHBHO- JUTEPATy | MHAMBHIyasb
METOINYECKOE PbI HBIX 3aJaHUU
perynupoBanue, JJOVY.
2 |Tema?2.
OcHoBHBIE TpeOOBaHUS K Pedepupo Omboc
oopmiteHurO BaHHE poc,
pelieHue
YIPaBICHYECKUX 19 7 4 8 | nutepaty
120591020:3701 W) 13
(opraHu3aIoOHHO- pBL N
HBIX 3aJJaHH.
pacropsiIUTeIHHBIX )
JOKYMEHTOB.
3 |Tema 3.
OpraHu3zaiioHHO-
P 1 Pedepupo
pacnopsAuTeIbHbIC A
CurtyanoHHbI
JIOKYMCHTDL, 1X 19 7 4 8 | nmurepaty yan
COCTaBJICHUE U P i aHanmus.
opopmiierue. [lenoBast u '
KOMMepuecKas
nepenucka
4 |Tema4.
Kanposas Pedepupo Onmnpoc,
BaHHC CIICHUE
JOKYMEHTAITUS 19 7 4 8 p
JAUTEpaTy | UHAUBHUIYANb
Opranmzaius paboOThl C .
pBI HBIX 3aJ[aHUH
JOKYMEHTaMH
5 |Temas.
Cucremaruzanus Pedepupo Ompoc,
JIOKYMEHTOB u 19 7 4 8 BaHHC pemicHuc
(dbopMupoBaHue Je. JUTCpATy | HHAUBUAYyallb
OnepatuBHOE XpaHEHUE pEI HBIX 3a/1aHNH
JIOKYMEHTOB U JICJI.
3auer 4
UTOIO:| 108 36 18 42




JJIS1 OYHO-32049HOM GopMbI 00yUeHHs

TpynoeMKkocTh B 4acax ®opMmbI
Ha koHTakTHYI0 Texyumero
Ne paboTy 1o BUAaM KOHTPO.I3 €
. Ka3aHHeM
ceM HaunmeHoBaHue Beero | YYEOHBIX 3aHATHIH DopmBbI 63;M0B (npm
ecT | pasjena TMCHMIUIMHBI | (g Ha CPC p
a X CPC HCI0JIL30BaH
P CPC) JI 113 n3 MM 0AJILHOM
CHCTEMBI
OLlCHUBAHMS)
1 |Tema 1.
Llenu u 3agaun
W3YYCHHSI TUCITUTUINHEI. Pecdepupo Omnpoc,
3aKkoHO/IaTENbHOE 20 2 2 16 BaHME peuieHue
" HOPMATHBHO- JAUTepaTy | UHAUBHUIYaNb
METOIUYECKOE PEBI HBIX 3aJIaHUU
perynupoBanue, [0V,
2 |Tewma?2.
OcHoBHbIE TpeOOBaHMS K Pedeprpo Ommpoc
ohopMmIIeHHIO BaHUE . Ie) ,e
ICHH
YIPaBIEHYECKUX 22 2 4 16 | nurepary P
WHIUBHUIYalb
(opraHM3aIrioHHO- pHI. .
HBIX 3aJJaHUH.
pacnopsAUTEIbHBIX )
JTIOKYMEHTOB.
3 |Tewma 3.
Opranu3zaiioHHO-
P B Pedepupo
pacropsiiMTeNbHbIC e
CutyanvoHHbI
AOKYMEHTEL, MX 22 2 4 16 | murepary | Y ol
COCTaBJICHUE U pbi W aHaIM3.
odopmienre. [lenosas u '
KOMMepuecKast
nepenucka
4 |Tema4.
Kamposas Pedepupo Omnpoc,
BaHUE elIeHue
AOKYMCHTATITE 20 2 4 14 JUTEPAT, I/IHI;[I/IBI/II[ ab
Opranuzanust paboThl € paty Y
pBI HBIX 3aJJaHUI
JOKYMEHTaMu
5 |Temas.
CucreMatuzanus Pedepupo Ompoc,
JIOKyMEHTOB v 20 2 2 16 BaHUE pelieHue
dbopMupoBaHue JIEII. JATCPATy | HHAMBHAYAIb
OnepaTtuBHOE XpaHEHUE PEI HBIX 3a1aHUH
JOKYMEHTOB H JIe.
3auer 4
UTOI'o:| 108 10 16 78




Jis1 3a0uHO0i GopMbl 00yUeHHust

TpynoeMKkocTh B 4acax ®opMmbI
Ha koHTakTHYI0 Texyumero
Ne paboty 1o BuIamM KOHTpO.JIH ¢
. Ka3aHHeM
cem HanmeHnoBanue Beero | YUCOHBIX 3aHATUN ®opmbI 63;M0B (npm
ecT | pasjena AMCHMIUIMHBI | (g Ha CPC p
a X CPC HCI0JIL30BaH
P CPC) JI 113 n3 HH 0AJJILHOM
CHCTEMBI
OLlCHUBAHMS)
1 |Tema 1.
Llenu u 3agaun
W3YYCHHSI TUCITUTUINHEI. Pecdepupo Omnpoc,
3aKkoHO/IaTENbHOE 20 1 1 18 BaHME peuieHue
" HOPMATHBHO- JAUTepaTy | UHAUBHUIYaNb
METOUYECKOE Pl HBIX 3aJJaHNK1
perynupoBanue, [0V,
2 |Tewma?2.
OcHoBHbIE TpeOOBaHMS K Pedeprpo Ommpoc
ohopMmIIeHHIO BaHUE . Ie) ,e
ICHH
YIPaBIEHYECKUX 22 1 1 20 | mutepary P
WHIUBHUIYalb
(opraHM3aIrioHHO- pHI. .
HBIX 3aJJaHUH.
pacnopsAUTEIbHBIX )
JTIOKYMEHTOB.
3 |Tewma 3.
Opranu3zaiioHHO-
P B Pedepupo
pacropsiiMTeNbHbIC e
CutyanvoHHbI
JIOKYMEHTEL, HX 22 1 1 20 | murepaty | oY H
COCTaBJICHUE U pbi W aHaIM3.
odopmienre. [lenosas u '
KOMMepuecKast
nepenucka
4 |Tema4.
Kamposas Pedepupo Omnpoc,
BaHUE elIeHue
JOTYMEHTAIA 20 1 . 18 JUTEPAT, I/IHp UBUYaJTh
Opranuzanust paboThl € paty AMBHIAYA:
pBI HBIX 3aJJaHUI
JOKYMEHTaMu
5 |Temas.
CucreMatuzanus Pedepupo Ompoc,
JIOKYMEHTOB u 20 2 18 BaHUC peuieHuce
dbopMupoBaHue JIEII. JATCPATy | HHAMBHAYAIb
OnepaTtuBHOE XpaHEHUE PEI HBIX 3a1aHUH
JOKYMEHTOB H JIe.
3auer 4
UTOI'o:| 108 4 6 94




AUCIHHUIIJIMHE

6. Y4deOHO-MeTOaMYECKOE OOecIedeHHe CAMOCTOATEILHOM padoThl 00yYalOIIMXCs 110

Ne HaumeHoBaHue pa3jaesa Conep:xxkanue CPC KonTpoan
AHUCHUTLINHBI
1 | Lenu u 3agaun u3y4eHus paboTa ¢ mpolIeHHbIM IIpoBepka KOHCIIEKTOB
JUCIUTUIAHBI. MaTepHaIoM MO KOHCIIEKTaM
3aKOHOJATENTBHOE JICKLMH 1 y4eOHNKY
u HOPMAaTHUBHO-
METOIUYECKOe
peryauposanue, /I0VY.
2 | OcHOBHBIE TPeOOBAHUS K paboTa ¢ MpoiiIeHHBIM [IpoBepka KOHCIIEKTOB
o(hopMIIeHHIO MaTepHUaJIOM 10 KOHCIIEKTaM
YIPaBJICHYECKUX JICKIHHA ¥ yIeOHUKY
(opraHuzaIOHHO-
pacnopsaUTENbHBIX )
JIOKYMEHTOB.
3 | OpranuzaioHHO- paboTa ¢ mpoiiIeHHBIM [TpoBepka KOHCIIEKTOB
pacnopsauTenbHbIe MaTepHUaJIoM IO KOHCIIEKTaM
JIOKYMEHTBI, HX COCTABJICHHE M | JIEKLHH U y4eOHUKY
opopmnenue. JlemoBas U
KOMMepuecKas Mepenucka
4 | Kagposas JTOKyMEHTaIus | paboTa ¢ IpoiIeHHBIM IIpoBepka KOHCIIEKTOB
Opraamzanus  paboThl ¢ | MATCPHAIIOM I10 KOHCTICKTaM
JIOKYMEHTaMU JCKIUHN ¥ yIeOHUKY
5 | Cucremaruzarus paboTa ¢ MpoIeHHBIM [IpoBepka KOHCIIEKTOB
JIOKYMEHTOB U | MaTepHuajoM IO KOHCIIEKTaM
dbopmupoBaHue JeN. | JIGKITUH ¥ YYeOHUKY
OneparuBHOE XpaHEeHUe

JIOKYMEHTOB | JIEJI.

7. TIlpoBeneHHe MPOMEKYTOYHON aTTeCTAUN 00YUAIOMIMXCS 110 TUCHUTLIHHE
7.1. OOuue ycinoBus
[TpomesxyTOodHas aTTecTanus MPOBOJUTCS B 5 cemecTpe B hopme ycTHOrO 3auera.

7.2. Kpurepuu u IKaJIbl OLCHNBAHUS Pe3yJIbTATOB 00y4YeHHs M0 JTUCHUIINHE

Kon ITokazarenu Kpurepun n mkaJja oneHuBaHus Ilepeyenn
KOMIIETEHI| | JOCTHKeHUS OLICHOYH
0 pe3yJIbTaToB BIX
00y4eHust CpelacTB
3auTeHo He3aureHo
[1K-2 nokasareieM | OTBEThI Ha IOCTABIIEHHBIE Marepuan usnaraerca | Tectsl
ee BOIPOCHI U3JIaral0TCA HenocnenosarenbHo, | [Ipakrnue
(hOpMUPOBAHU | CUCTEMATH3UPOBAHO U cOMBYMBO, HE CKHe
S CITyKUT IIOCJIEI0BATEIIBHO. IIPECTaBIISET 3aa4u
crocoOHOCTh | Marepuan uznaraercs OIIpEJICTICHHOU




MPOBOJUTH YBEPEHHO. CHUCTEMBbI 3HAHUH IO
camocroATenb | JIleMOHCTpUpyeTcs yMeHUe | IUCLUILIMHE.

HBIN TTIONCK B AHAIM3UPOBATH MATEPHUAIL, Nmerotcs 3aMeTHEBIE
MIPUBJICYEHUE | OJTHAKO HE BCE BBIBOJIbI HapylIeHHUs] HOPM
HOBBIX HOCAT apTyMEHTHUPOBAHHBIN | JINTEPATYPHOU PEUH.
KJINEHTOB, U J0Ka3aTeNbHbIN XapaKTep.

noanuckiBath | CoOnr01ar0TCsl HOPMBbI
JOKYMEHTBI O | JINTEPAaTypHOH peyH.
COTpYIHUYECT
€, 3HaHue
JIOKyMEHTO00
opora
OpraHH3alMH.

8. JIaGopaTopHbIii MPAKTHKYM - HE IPETyCMOTPEHO

9. IllpakTHYecKHE 3aHATHUS (CEMHHAPBI).

[IpakTrueckue 3aHATUS (CEMHHAPHI) SBIAIOTCS (POPMOI ayAMTOPHOM TPYIIIOBOM pabOTHI

MOJ1 pyKOBOJICTBOM IpENoAaBaTelist. 3aHATHsI IPOBOJATCA B rpynmnax. OCHOBHOM 1IENbIO 3aHATUS
aBiseTcss GOpMHUPOBAHNE YMEHHH peliaTh MPaKTUKO-OpPUEHTUPOBAHHBIE 3a/1a4l

CemuHapckue 3aHATHS 110 KaX10i TeMe o0ecrieyeHbl HabOpOM BapHaTHBHBIX PACUETHBIX

N OpraHU3allMOHHO-IIPAKTHYCCKUX 3a7a4.

NG~ WD

Cemunuap Nel.
Tema: «Llean u 3axa4um N3y4eHns JMCHUILIMHBIL. 3aKOHOAaTeJIbHOE
¥ HOPMATHBHO-MeToAu4YecKoe peryauposanue, 10Y».

Bonpocet memoi:
Hemnb, 3agaun, npeaMeT, 00bEKT U3yUSHHsI JUCIUTUINHBL
I'OCT P 6.30-2003 «YHu(UIPOBAHHBIE CUCTEMBI JOKyMEHTAIMH. YHU(PHUINPOBAHHAS
CHCTEMa  OpPraHU3AIlMOHHO-PACTIOPAIUTENIFHON  JOKyMEHTaluu.  IpeboBaHus K
O(OPMIICHHIO TOKYMEHTOBY.
CoctaB HOPMATHBHO-METOJMYECKOM 0a3bl JeNONPOU3BOACTBA. 3aKOHOAATEIbHbBIC AKTHI
P® B cepe napopmanuu u JOKyMEHTAITHH.
HopmaTiBHBIE mNpaBOBbIE aKThl (befepaibHBIX OpPraHOB HMCIOJHUTEIBHON BIIACTH,
perIaMeHTUPYIONIHE BONPOCH! JTOKYMEHTAIlMOHHOTO obecnedeHus. ['ocynapcTBeHHBIE
CTaHJAPTHI HA JOKYMEHTALUIO. Y HU(PUIIMPOBAHHBIE CUCTEMBI JJOKYMEHTAIIUH.

Bonpocwt ona oocyscoenun:

JIOKyMeHT KaKk HOCUTEJb yIpaBieHueckoi nnpopmaruu. [lonstue, GyHKIMHM U criocoOb!
JOKYMEHTHPOBAHHS.

IloHsATHE «3JIEKTPOHHBIN JOKYMEHT).

Knaccugukanus 10KyMeHTOB.

SI3BIK U CTUIIH OUIHATIBHBIX JOKYMEHTOB.

YHu}UKanysa u cTaHAapTU3aLnus JOKyMEHTOB.

CucTeMbl TOKYMEHTALUU Pa3INYHBIX chep IesITeTbHOCTH.

3akoHomarenbHbIe akThl PO B chepe nHbopMaIuu U TOKyMEHTAIINH,

VYxa3bl u pacniopsbxenus [Ipesunenra PO, nocranosnenus [IpasurensctBa PO B chepe
JIeJI0NIPON3BO/ICTBA;




10.
11.

12.
13.

14.

no

HopmartuBHble mpaBoBble akThl (pelepajbHbIX OpPraHOB HCIOJHUTEIBHON BIIACTU
(MUHUCTEPCTB, KOMUTETOB, CIyX0, areHTCTB), pPErIAMEHTHPYIOIUX BOIPOCHI
JIOKYMEHTAIllMOHHOTO 00ECIICUEHNUS;

TexHuueckue peraamMeHTsl M HalmoHanbHble CtanaapTsl B ooaactu JJOVII;
O6mepoccuiickie  KIacCU(PUKATOPBL,  TEXHHUKO-DKOHOMHYECKOM W  COLMAIIbHOU
uHbOopMaIuy;

YHuuuupoBaHHble CUCTEMBI JOKYMEHTAIUY;

HopmatnuBHO-IpaBOBbIE aKTBhl U METOJUYECKHE JOKYMEHTBHI IO JEJIONPOU3BOACTBY,
M3/1aBacMble pyKOBOACTBOM YUPEXKICHUNA OpraHu3alui, IpeIpUsaTUIL;
3akoHOJaTeNbHbIE aKThl CyOBbekTOB P® u mpaBoBble akThl, MPUHMMAaeMble OpraHaMH
UCTIOJIHUTEIILHOU BIacTH CyOBeKkTOB PO.

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

Bonpocvt memui:

1. Enunbie TpeboBaHms K O6JaHKaM JOKyMeHTOB. Bunbl 6i1ankoB, [1paBuia odopmiieHus
JOKYMEHTOB IIpH HCIIOJb30BaHWU TEXHUYECKHX cpeacTtB. (CocTaB pPEKBU3UTOB
nokymentoB OPJI.

2. IlpaBuna odopmieHHS PEKBU3UTOB 3arojIOBOYHOM YaCTH JIOKYMEHTa: YIJIOBOE,
nponoabHoe. Kox opranuszanuu - aBropa AoKyMeHTa. OCHOBHOW IOCYJapCTBEHHBIN
perucTpanoHHbIi HOMEp IpUIndYecKoro nna. HanmeHnoBaHue opraHu3aiuy - aBTopa
JIOKYMEHTA.

3. HasBanue Buna nokymenra. Jlata qokymeHTa. PeructpanioHHbIii HOMEp TOKYMEHTA.
MecTo cocTaBieHMs] WIM U3AaHUS JOKyMEHTa, TpeOOBaHUS K TEKCTaM JIOKyMEHTOB.
CokpanieHHble CJ0Ba. 3arojoBOK K TEKCTy JoKyMeHTa. OTMeTKa O HaJIu4uu
MPUIIOKEHUS.

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

5. BusupoBanme 10KymMeHTOB. OTMETKa Ha JOKYMEHTE: OTMETKa O IMOCTYIJICHUH
JIOKYMEHTa B OpraHU3alUI0, PE30JIIOIHs, OTMETKA O KOHTPOJIE, OTMETKA O 3aBEPEHUU
KOIUU JIOKyMEHTA.

6. Wnentudukarop SIEKTPOHHONW KOMUU JOKyMeHTa. OTMeTKa 00 HCIOIHUTENE.
OtmeTka 00 MCTIONIHEHNH JOKYMEHTA M HAallPaBICHUN

Bonpocwt 0na oocyscoenusn:
JIOKyMEHTOOOOpOT:  TOHSATHE, TPUHIUIBL, KOJUYECTBEHHbIE W  Ka4CCTBCHHBIC
XapaKTePUCTHKHU.
OCHOBHBIE Tarbl JOKyMEHTOO0OPOTA.
JIOKYMEHTOMOTOKH: BXOJSIIAst, UCXOAAIIas, BHyTPEHHSs AOKyMEHTAaIus. TeXHOJIOrHus
00pabOTKH JOKYMEHTOIIOTOKOB.
Creunduyeckre TeXHOIOTUU 00pabOTKU JOKYMEHTAINH:
- KoH(HIEHITNATBHAS TOKYMCHTAITHS;
- TOKyMEHTaIlUs TI0 0OpaIIeHUsIM TPaXKaaH.

Cemunap Ne3.
Tema: «Opranu3zannoHHO-paCIOPSANTE/IbHbIE

JOKYMEHTBI, UX cocTaBjeHue H opopmiieHne. /le1oBasi 1 KoOMMepUecKasi epenucKa».



Bonpocet memoi:
OpranmzanvonHass  jgokyMmeHTanusa. OOmue TpeOoBaHHMS K  OpraHM3allMOHHBIM
JOKyMeHTaM. YcTaB npeanpuatus. JlommkHocTHas uHCTpykuus. Ilomoxenue. IltatHoe
pacniucanue. CTpyKTypa U IITaTHas YMCclIeHHOCTh. CTpyKTypa 1 ux coaepxanue. [IpaBuna
ux opopmienus. CoctaB 00s3aTeNbHBIX PEKBU3UTOB U TpeOoBaHus K oopmiienuto. Llennb
ATUX JOKYMEHTOB, MOPSAIOK U3JaHUsl, YTBEPKICHHUS U PETUCTPALIUH.
PacniopsiiutenbHble TOKyMEHTHI Kak OJHA U3 (POPM HCIIONMHUTEIHHO-PACTIOPIIUTEIBHON
JeATEIbHOCTH OpPraHu3alui, yupexacHul, npeanpusatui. [lpukassl, ux suasl. [Ipasuna
opopmiieHus. OCOOCHHOCTH COCTABJIEHHUS MPUKA30B MO OCHOBHOW JIEATEIBHOCTH U
NpUKa30B MO JIMYHOMY cocTaBy. (OcCOOEHHOCTH B COCTaBJICHHHM 3arojOBKOB U
(opMyIMPOBOK KOHCTATUPYIOIEH YacTH. PaciopsiuTenbHas 4acTb - cXeMa IOCTPOSHHS.
Brinucka u3 npukasa, ee Ha3HauU€HUE U NTpaBUiIa 0QOPMIICHHUSL.
[ToaroToBka, odopmieHue ykazaHuid u pacnopsokeHui. CTaauy TOATOTOBKH IMPOEKTa
pacnopsauTeNbHOr0  ToKyMmeHTa. llpaBuna ero BU3MpOBaHUS, MOJNMCAHMUS U
peructpanuu. CpoKH HCIIONHEHHSI W BpeMs JOBEACHUsS WH(POPMAIMHA O KOHKPETHBIX
VCITOJTHUTEIIEH.
WNndopmanmonHo-cripaBoyHble JOKyMeHThl. HasHaueHwe M cocTaB HMH(OpPMAIOHHO-
CIPaBOYHBIX JOKyMeHTOB. CrpaBka. PekBU3UTHI CHIpaBOK, BUIBI CIPAaBOK, IMpaBuia
HaIlMCaHHUs.
Hoknannuele  3anuckd. llens  JOKIaAHBIX — 3alUCOK, MpaBuja  O(OpPMIICHUS.
OOnbsicHUTENbHBIE 3anUCKH. Lleh OOBSICHUTENBHBIX 3alMCOK, MpaBHJIa OQOPMIICHHS.
Crny>xeOHas 3amicKa, €€ Ha3HaYCHHeE.
AxTthl. Cxema coctaBieHusi akta. PekBusuthl akta. CocraBHble yacTu akTa. [lopsimok
MOJMMCAHUS U YTBEPKICHUSI.
[Iporokon. TpeOGoBaHWs K COCTaBICHUIO M OGOPMIICHHIO IPOTOKOJOB. PEKBHU3UTHI,
COCTaBHbIE€ 4YacTH. BuIbl MpPOTOKOJIOB: MOJHBIE, KpaTKWe, COKpauleHHble. JloBeneHue
perieHni (IOCTaHOBJIEHUH) 10 UCTIOIHUTENEH.
JlenoBoe mucbMo B ycinoBusix yHupukauud. OQuiranibHoe MUCbMO KaK CPEJICTBO CBA3U
NpEeANpPUATHI, OpraHu3alui, YYpPEeKIEeHUW ¢ BHEIIHUM MHpoM. CTpyKTypa MNHUCHMA.
OcHoBHBIE TpeOOBaHHS K TekcTy. Pexomenmamuu mo mocTtpoeHuto ¢pas. I[IpaBuia
o OopMIIEHHUS JIEIOBOTO MHUCHMA.
[Tonsitue 6manka muckMma. CTaHmapTel Ha (HOpMYISIpbI-00pa3ubl. PEeKBU3UTHI MUCHEMa U
npaBmwia ux  odopmuenus. OtaenpHble  BUABI  NUCeM:  HWHGOPMAIMOHHOE,
OJlarojapcTBEHHOE, MUChbMO-U3BEIICHHE, TUCHhMO-3aMpOC, MUCbMO-TpeOOBaHUE, MUCHMO-
otBeT u Ap. CocTaBlieHnEe TEKCTOB CIY>KEOHBIX MHUCEM.

Bonpocul ona oocyyncoenusn:
OOm1re TpeOoBaHUS K OpraHU3allMOHHBIM JOKYMEHTAM.
VYcraB npeanpustus.
JIOJDKHOCTHAST MHCTPYKLIMS.
ITonoxenue.
ITaTHOE pacnucaHue.
[Tpukasbl, UX BUJIBIL.
WHdpopManmoHHO-CIIPaBOYHbIE JOKYMEHTBI.
JloknaHble 3aMuCcKHu.
. AKTBI
10. ITpoTokon
11. /lenoBoe MUCHMO B YCIOBHSIX YHHU(PUKAIIUH.
12. TlonsTHE OaHKa MUCHMA.

CoNoUR~WNE



Cemunap Ne4.
Tema: «KagpoBasi nokymenTanus Opranuszanus padoTbl ¢ JOKyMEHTAMM.

Bonpocvt memur:

1. 3naueHue KanpoBbIX AOKyMeHTOB. COCTaB U BHUJbI JOKYMEHTAIMH 1O JUYHOMY COCTaBy.
[TpaBuna ux coctapneHus. Y HupuIupoBanusie Gopmsl 10KymMeHTOB. [Ipukas. Odopmienue
npuema Ha paboty. [lepeBon Ha apyryto padoty. [IpenoctaBienue oTiycka. Y BOJIbHEHHE C
pabotel. JlnuHoe 3asBicHuWe. XapaktepucThka. COCTaBHBIE YaCTH XapaKTCPUCTUKH,
npaBuiia 0POPMIICHHUS.

2. Tlopsnok ABMXKEHHS TOKYMEHTOB B opraHu3anuu. [loHsATHE DOKyMEHTOOOOpOTa U €ro

ocHOBHbIE dTambl. OOpaboTka  JOKYMEHTOB, TIOCTYMAIOIMIMX B  OpraHU3AIHIo.

[IpenBapuTenbHOE  pacCMOTpPEHHE JOKYMEHTOB B  ClIyk0e JOKYMEHTAI[MOHHOTO

oOecrieueHHs yIpaBICHUSI.

Perucrpanus u unaexcanust J0KyMEHTOB.

4. KoHTpoIb 32 UCTIOJTHEHHEM JOKYMEHTOB. CpOKU MCHOJIHEHHs JOKYMEHTOB. Opranusarus
paIOHATHHOTO IBMKEHUS IOKYMEHTOB BHYTPH npeanpusatus. O0padoTka UCTIOTHEHHBIX U
OTIPABISIEMBIX IOKyMEHTOB.

5. HcnonHeHnme MTOKyMEHTOB. AHaiW3 CTPYKTYphl JOKYMEHTOOOOpoTa. Meroapl ydera H
COKpAIIIEHHUS JOKYMEHTOO0O0pOTa. YUeT KOJIMYECTBA M KaYeCTBa JJOKyMEHTOB OpTaHU3aIUH.
Coxkparnienue o6beMa TOKyMEHTO000pOoTa.

w

Bonpocwt 0na oocyscoenusn:

1. KoMmuiekc kaapoBO# TOKYMEHTAIMU: TIOHATHE U €€ COCTaBIISIOLIHE.

2. YHu¢unupoBaHHble (GOPMBI IEPBHYHON YUETHOW TOKYMEHTAIIMU I10 YUETy TpyJa U ero
OILTATHI.

3. TpynoBoii 1OTroBOp: COACPKAHUE U TTOPSIIOK 3aKITFOUCHUS.

4. OcobeHHOCTH TOKYMEHTHPOBAHUS 3TAllOB TPYJIOBOM NEATEIbHOCTH pabOTHHUKA (IIPUEM,
IepeBo/l, OTIMYCK, KOMaHAMPOBKA, YBOJIHHEHHUE H JP.)

5. TpynoBast KHUKKa: TIpaBHiIa BEACHUS U 0(OPMIICHUSI.

6. OpopmiieHre 1 BeleHUE JTUYHONW KapPTOUKH U JIMYHBIX JIEI.

7. IIponecc 3amuThl MpoQecCHOHATBHBIX TaHHBIX B KaJPOBOIl CITyK0e.

Cemunap Nes.
Tema: «CucremaTusanusi JOKyMeHTOB U (popmMupoBanue aeji. OnepaTtuBHoe XpaHeHHe
JOKYMEHTOB M JIeJI».

Bonpocvt memui:

1. Opranusauus SKCHEPTU3bl  LIEHHOCTH  JOKyMEeHTOB. OOmmue TpeboBaHUs K
cucreMarn3anuu AokymeHToB, Homenknatypa nen. CocTaBieHHE 3aroyIOBKOB JEl.
OcHoBHble TipaBuiia popmupoBanus Aen, OnepaTuBHOE XpaHEHUE JOKYMEHTOB U eIl

2. TloaroToBka nen Kk apxuBHOMY XpaHeHHI0. CocTaBlieHHuEe BHYTPEHHEH OMUCH IOKyMEHTOB
u 3aBeputenbHOU Haamucu. CoctaBieHue U odopmiieHne onucen nen. Ilepemada nmen B
apXuB.

Bonpocwl ona oocysycoenusn:

1. CucreMaruzanys JOKYMEHTOB.



2. CocraBneHre HOMEHKJIATYPHI JIeJ: Ha3HaueHHe, BUJIbI, 0COOCHHOCTH 0()OPMIICHUSI.
3. ®opMHpOBaHHE JIEN: OCHOBHBIC OTICPALINH.

4. [IpaBuia omepaTUBHOTO XPaHEHHS eIl

3. OdopmieHue aen 1 COCTaBICHUE OMUCEH.

4. Ilopsinok nepenauu JOKYMEHTOB B apXUB.

IHopsaok 0oTpaGOTKM CTYICHTAMH NPONYIIEHHBIX 3aHATHI

HezaBucumo ot MNPUYIUHBI OTCYTCTBHA Ha 3aHATHUAX BCC IMPOIMYIMICHHBIC TCEMbI JOJIKHBI

ObITh OTpaboTanbl. OTpaboTKa MOKHA TPOXOAWTH B (hOpMe MOATOTOBKH pedepata mo Teme
NPOMYIICHHOW JIGKIIMM WKW ceMuHapa. [lman pedepara H0DKEH COBHAIaTh € IUIAHOM
MPOMYIIEHHOM JICKITUU WJIA CEMUHAP

10. OneHoYHBIE CPeACTBA ISl IPOMEKYTOYHOM aTTeCTALMHU

BOl'[pOCI)I K 3a4eTy:

1.

oMW

B2 oo

13.

14.
15.
16.
17.

18.
19.
20.

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

0.
. CocTaB peKBH3HTOB, IPaBHiIa HX 0()OPMIICHUSI.
12.

Jlemonpou3BoACTBO  Kak (YHKIUS YIPABICHUS, COBPEMCHHBIE TPEOOBaHUS K €ro
OpraHu3aIuH.

JIOKYMEHT, OCHOBHBIC TIOHATHS, (DYHKITUU B CITOCOOBI JOKYMEHTHPOBAHUS.

Wudopmanus 1 TOKyMEHT.

Knaccudukanus qokyMeHTa.

DJIEKTPOHHBIN JOKYMEHT ¥ JOKYMEHTOOOOPOT.

Yuudukanus ¥ CTaHAApTH3aIUs KaK OCHOBHOE HANpPAaBICHUE COBEPIICHCTBOBAHUS
JIOKYMEHTOB.

CuHcTeMbl TOKYMEHTAITUH.

YHUPHUIUPOBAHHBIE CHCTEMBI JIOKYMCHTAIHH.

OO6mue TpeboBaHMsI K TEKCTY AJOoKyMeHTa. [Topsiok N3I0KeHUsT TeKCTa IOKYMEHTA.
HopmatuBHO-1IpaBoBasi 6a3a qeI0npou3BOICTBA.

Buzp 0:1aHKOB TOKyMEHTOB, HX XapakTepuctuka. [IpaBuna odhopmiieHus, H3roTOBICHNUS,
yuéTa, UCTIOIB30BaHUS M XpaHEHHS OJIAHKOB OpTaHU3aIINH.

XapaKkTeprCTHKA U COCTAB PACTIOPSAUTENFHBIX JOKYMEHTOB: TPEOOBaHUS K COCTABICHHIO
U o(hopmIIeHUIO.

Komrutekce kazipoBoii TOKyMEHTAIHH.

OO6mme mpaBuia oopMIICHHUS PUKA30B 110 TUIHOMY COCTABY.

TpynoBoii 10roBop: CoaepKaHUe M MOPSIIOK 3aKITFOUCHHS.

OCo0eHHOCTH JOKYMEHTHPOBAHUS ATANOB TPYAOBOU NEATEIHHOCTH PAaOOTHHKA: TIPUEM,
HepeBo, OTMYCK, KOMaHAWPOBKAa, YBOJbHEHHE, IOOUIPEHHE, IUCIUIUIMHAPHOE
B3BICKaHHE.

[ToHsTHE, MPUHIMITEI M XapaKTEPUCTHKH JJOKYyMEHTOO00POTA.

OCHOBHBIE Tarbl JOKyMEHTOO0OpOTA.

XapakTepucTHUKa  JOKYMEHTOIIOTOKOB:  BXOAAIIAs,  WCXOJSMIas,  BHYTPEHHS
JOKYMEHTAITHSL.

Ocob6eHHOCTH PabOTHI C KOH(PUIECHITNATBLHON TOKYMEHTAIIHEH.

TexHosorus paboThl ¢ OOPAILICHUSAMH TPAXKIAH.

Cucremarnzanus JOKyMEHTOB, UX y4eT 1 00ecTiedeHre COXPaHHOCTH.

Homenknatypa aemn: BUIbI, COJEpKAHNUE U MOPSATOK COCTABICHUS.

®dopmupoBanue u 0hOpPMIICHHE JIE.

OcHoBHBIE TPeOOBaHMS K OPraHU3ALMHU TEKYIIETO XPaHEHUS UCTIOJIHEHHBIX JOKYMEHTOB.
[ToaroTroBKa JOKYMEHTOB K CAa4e B apXUB. APXHUBHOE XpaHEHUE JOKYMEHTOB.



28. Porb  TOKYMEHTAIIMOHHOTO  OOeCmedeHWs] B  COBEPIICHCTBOBAHWM  YIIPABIICHUS
OpeanpUATHIMA

29. UcTopust CTaHOBIICHHUSI M Pa3BUTH JOKyMEHTAI[HOHHOTO OOECIICUYCHHUS yNPABICHUS B
Poccun

30. SI3BIK ¥ CTHIIBb 1EJTOBOW JOKYMEHTAIHH

11. IlepeyeHb OCHOBHOM M JOMOJHUTEJIbHOH Y4eOHOM JTUTEPATYPbI, HE0OXOTUMOM IS
OCBOEHHS TUCHUILINHBI
OcHoBHas JInTEepaTypa:

1. bypmuctpoB, A. H. KaagpoBoe aenompou3BOACTBO W CTaHIAAPTH3AIMS Tpyda ydeOHOE
noco6ue / A. H. bypmuctpos, M. I1. CunsiBuna, O. B. Kanunauna. — Cankr-IletepOypr:
Canxkr-IlerepOyprekmii monurexandeckuii yansepeutet Ilerpa Bemukoro, 2020. — 104
c. — ISBN 978-5-7422-7046-1. — Tekct: anexTponHubiii // LludpoBoii 00pa3oBaTeIbHBIN
pecypce IPR SMART: [caiit]. — URL.: https://www.iprbookshop.ru/116130.html

2. T'amuesa, H. B. JlokyMmeHTanmonHoe obecnieueHue ynpanieHus: yueonuk / H. B. 'anuesa,
K. K. T'aymmeB. — Mocksa: M3marensckuit JJom MUCuC, 2021. — 188 ¢c. — ISBN 978-5-
907227-50-7. — Texct: snextpoHHbi // LludpoBoit obpazoBarenbHblit pecypc IPR
SMART: [caiiT]. — URL: https://www.iprbookshop.ru/116986.html

3. Kysuernoga, 1. B. KonduaeHnuaibHOe 1EI0MPOU3BOICTBO U 3AIMUIICHHBINA 3JICKTPOHHBIH
JIOKyMEHTO000pOT: yuecOHOe nmocooue s 0akanaBpos / M. B. Ky3nenosa, I'. A. XauaTpsiH.
— Mocksa: Aii ITu Ap Menma, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — TekcT:
anekTporHbId // [ludpoBoit obpazoBarensHbii pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/97083.html

JlonoTHUTEIbHASI JINTEpPaTypa:

1. AnekceeBa, T. B. JlokymeHnTammonHoe oOecrieueHue yrparienus: ydeOHuk / T. B.
Anekceesa, O. A. CtpaxoB. — MockBa: YHusepcuter «Cuneprus», 2020. — 132 ¢. —
ISBN 978-5-4257-0402-3. — Tekct: snextponHnsiii // Lludposoii oOpa3zoBaTenbHbIHN
pecypc IPR SMART: [caiiT]. — URL: https://www.iprbookshop.ru/101344.html

2. Jlankoma, A. I'. JIokyMeHTaIlMOHHOE 00ECIICUCHHE YITPABJICHUS IEPCOHATIOM: TIPAKTHKYM
/ A. T. JlankoBa. — OMck: OMCKuU#l TOCYIapCTBEHHBII TeXHUYeCcKuil yHuBepcuret, 2020.
— 54 c. — ISBN 978-5-8149-3016-3. — Tekct: oanekrponnbii // Iudposoit
00pa3oBaTeNbHBbIHI pecypc IPR SMART: [caiiT]. — URL:
https://www.iprbookshop.ru/115470.html

3. UYepno6aii, H. b. Jlenonpon3BoAcTBO B KOMMEPYECKOM NEATENBHOCTH: yaeOHOE mocodue /
H. b. Yepno6aii. — CraBpononb: Ceksoiist, 2020. — 71 ¢. — TeKcT: 3JIeKTPOHHBIN //
Hudposoit  obpazoBatenbHblii  pecypc IPR SMART: [caiit]. —  URL:
https://www.iprbookshop.ru/121665.html

13. Ilepeuenr pecypcoB  HH(POPMAIHOHHO-TEJEKOMMYHHMKALIMOHHOI  ceTH
«AHTepHEeT», NpodeccHOHANBHBIX 0a3 TaHHBIX H HHGOPMAIIMOHHBIX CIIPABOYHbBIX
cHCTeM, HEOOXOUMBIX /ISl 0CBOEHUS TUCHUTIIHHBI

https://minobrnauki.gov.ru/ MuHHCTEpCTBO HAyKH U BhICIIEro 0Opa3oBanus PO
http://www.aup.ru/library/ DnekrporHas OMOIHOTEKa IKOHOMHUYESCKOM U JICTIOBOM JIUTEPATYPhI
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12. MeTonnuyeckue yKa3aHusl 1Jis1 00y4al0MIUXCS 10 OCBOCHUIO N CHUTITHHBI

N3yuenne y4yeOHOW IUCHMIUIMHBI «JlOKyMEHTAlMOHHOE O00OecredyeHue YIpaBlIeHUs
HIEpCOHAJIOM» TPEAINOJaraeT OBIaJCHUEe MaTepHaiaMy JEeKIni, yueOHNKa, TIPOrpaMMBbl, paboTy
CTYZICHTOB B XOJI€ MPOBEICHMS MPAKTUUECKUX 3aHATUH, a TAK)KE CUCTEMAaTUUYECKOE BBIIOJHEHHE
NUCbMEHHBIX PadoT B (opMme pedepaToB, TECTOBBIX M MHBIX 3aJaHUI AJII CAaMOCTOSATEIbHOU
paboThI CTYICHTOB.

B xoze nexuuil pacKpbIBarOTCsl OCHOBHBIE BOIIPOCHI B paMKax pacCMaTpUBAaEMOro paszena,
JIENAIOTCs aKLEHThl Ha HauboJiee CI0XKHBIE U MHTEPECHBIE MOJIOKEHHUS N3yd4aeMoro MaTepHala,
KOTOPBIC AOJIPKHBI OBITH NPUHATEI CTYACHTAMHU BO BHUMAHHUC. MaTepI/IaJ'II)I JIGKIII/Ifl SABJIAOTCA
OCHOBOHM Uil TMOJATOTOBKHM CTYAEHTa K MPAKTMYECKUM 3aHATUAM W BBINOJIHEHUS 3aJaHUN
CaMOCTOSITENIbHOM pabOTHI.

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

13. IlepevyeHb HH(POPMALMOHHBIX TEXHOJIOTHIA, HCIOJIb3YeMbIX NMPH OCYIIECTBJIEHUHU
o0pa3oBaTe/IbHOT0 mpolecca MO [IHCHUIUIMHE, BKJIKYasi INepedyeHb MPOrpaMMHOIO
obecneyeHust 1 HHGPOPMALMOHHBIX CIPABOYHBIX CHCTEM

OnepanuonHas cuctema — Linux, nmaket oducHsix nporpamm — LibreOffice nu6o
orepanronHas cucrema — Windows, maket opucHbIx nporpamMm — Microsoft Office B
3aBHCHUMOCTH OT pacrpesieseHus ayJUTopuil. Y4ueOHble ay JUTOPUHU OCHAILIEHbl KOMITbIOTEPHOI
TEXHUKON C BOBMOXXHOCTBIO MOAKIIOUEHUs K ceTu "MHTepHeT" 1 obecrnieueHnem 10cTyna B
3JIEKTPOHHYI0 HH(POPMALIMOHHO-00pa3oBaTeibHyo cpeay MHcTuTyTa.

14. Onucanue  MaTepHaJbHO-TeXHHMYECKOW  0a3pl, HeoOXOAUMOH  JJA
oCyllecTBJIeHHs] 00Pa30BaTeIbHOI0 Mpolecca Mo JUCHUNIMHe

Jnst u3yueHus JUCUUIUIMHBI «/{oKyMeHTannoHHOe o0ecnieueHe yrnpaBieHus
NIEPCOHATIOM» HEOOXOIUMO HAJMYNE ayAUTOPUH, OCHAIEHHOW MYJIbTHMEINHHBIMHA CPEJCTBAMU
o0yueHUs Ui YTeHUs JIEKIUI U IPOBEICHUS] CEMUHAPCKUX 3aHATHUI.

15. METOAUYECKHUE PEKOMEH/JALIMHY JJI51 NPENNOJABATEJIEN MO MOATOTOBKE U
MPOBEJEHUIO PA3JIUYHBIX BUJOB YUEBHBIX 3AHSITHIA.

IOArOTOBKA M NPOBEJAEHUE JEKLUI

Jleknusi (ot nar. lectio — 4yreHuwe) — cucTeMaTHUECKOe, IOCIEAOBATEILHOE U SCHOE
U3JIO’KEHHE IIPENoJaBaTesieM y4eOHOTO MaTepualia WM Kakoro-mmbo HaydHoro Bompoca. Ilpu
HEOOXOIMMOCTH MOXKET CONPOBOXAATHCS JIEMOHCTpalei cnaiiaoB u ¢uiabmoB. Kak ogna u3
OpraHM3alMOHHBIX (OpPM M METONOB OOYyYEHHs TPaJUIMOHHA JJIS BBICIICH IMIKOJBL Jlekums —
HKOHOMHBII IO BpeMEHH CIIOCc00 COOOIIEHHS CTYACHTAaM 3HaYUTEIbHOTO 00beMa nH(popmaruu. B
cpemHeM yueOHas JIeKIus 3aaumaet 1,5 — 2 gaca.

OCHOBHBIMU COBPEMEHHBIMU MpPehoeanuamu, TMPEAbIBISIEMbBIMA K JICKIUH, SBISIOTCS:
IIEJIOCTHOE M CHUCTEMAaTHYeCKOE W3JIOKEHHE MaTepHaia, ero Hay4dyHOCTb, JOCTYHHOCTS,
OpraHuYHasi CBSI3b C IPYTUMU BUIAMHU YUEOHBIX 3aHSATHI.

Jlexnsa m0JKHA UMETh:

® YETKYIO CTPYKTYPY H JIOTUKY PACKPBITHS TTOCIEI0BATEILHO H3Y4aeMBbIX BOITPOCOB;

® UMETbh 3aKOHYCHHBIN XapaKTep OCBELICHUS ONPEIeIEHHOM TeMbI (IPpOo0IeMbl), CBSI3b
C MPEIBITYIIM MaTepHAIIOM;

e OBITh JOKA3aTEIbHOM M apryMEHTUPOBAHHOM, COIEPKATh JJOCTATOYHOE KOJIHYECTBO
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MIPUMEPOB, 00OCHOBAHM, TOKA3aTEIIbCTB;

® CTaBUTh NIEpe] CTyAEHTaMHU BOIPOCHI 1JIs1 Pa3MbIIUICHHS;

® JIEKTOp JODKEH yMeTh MNpoOyKJIaTh HHTEPEC K 3HAHUSAM, CTHUMYJIHpPOBATh K
CaMOCTOSTENILHOU padoTe;

® JIGKTOPY HEOOXOIUMO yMETh YIEPKUBaTh BHUMAHUE ayJIUTOPUH, €TO PeUb JIOJKHA
OBITh KYJBTYPHOW, T.€. OTJIMYATHCS CMBICIOBON TOYHOCTBHIO W TPaMMaTHYECKOM
MPaBUIBHOCTBIO; OH JIOJDKEH BIIAJIETh CIELHUATbHON TEPMUHOJIOTHEH U yMETh €€
Pa3bACHSTH.

Ot nekropa TpedyeTcsi He TOIBKO YE€TKOE U JIOTHYECKH CBSI3HOE M3JI0XKEHHE COICpPKAHUS
IpeaAMeTa, HO U yMEHUE HalPaBUTh U CTUMYJUPOBATh CIyIIAaTeNeld K aKTUBHOW MBICIUTEIBHON
pabote. BocripusiTue JISKIMH CIyMIATEISIMHA 3aBUCUT OT KayecTBa Marepuaia. [ TaBHOE B JICKIHH
— yMEHHE aKTHUBU3UPOBATH MO3HABATEIBHYIO NEATEIbHOCTH CylIaTeNed, HOOUTbCS OTBETHOM
MBICIUTENIbHOM peakuuu. Jlekuus mnpu3BaHa MOATOJIKHYTh CTYACHTOB K Pa3MBIILICHUIO,
MOJICKa3aTh HAMIPABJICHUS CAMOCTOSATEIbHON paboThI, MOOYIUTH K IEHCTBUIO.

B kaxxm0ii TeKIIUU TOJDKHBI OBITH HEPA3PHIBHO 00BEIMHEHBI IBA HaYaIa - 00pa3oBaTeIbHOE
U BOCNHUTATeNbHOE. B nexkuuu He MOMKHO OBITh HHUYEro JIMIIHEro, BCE HaIpaBisIeTCs Ha
JIOCTH>KEHHE MOCTaBJIEHHOM 11€J1M, Ha PACKPhITHE OCHOBHOM HMJI€H, HAa JI0KA3aTEIbCTBO TOTO WIH
MHOTO TnoJIoKeHUs. CyIIeCTBEHHOE 3HAYEHUE MMEET MCIOJIb30BAHME HA JIEKIMH CPEICTB
00paTHOW CBSI3M PA3JIMYHOM cTeneHH cI0KHOCTH. OOpaTHas CBSA3b BHICTYMAET Kak CIoco0 yis
JIEKTOpA MOJIy4YaTh MPEACTABICHUE O X0/I€ YCBOCHUS MaTepHalla U aKTUBHOCTH Ay IUTOPHH.

Iloozomoeka nexkyuu - >TO TPOIECC, BKIIOYAOIMMNA B cebs cOOp, HAKOIUIEHHE U
pacrpezeneHue MaTepualia 10 BPEMEHM, MPOAYMBIBAHHME JIOTMUYECKOTO IOCTPOEHUsS JIEKIHUH,
BbIJICTICHHE HAan0O0JIee BAKHBIX MOMEHTOB U3 BCETO MaTepuaiia. JIeKius J0mKHa aKKyMyJTHPOBaTh
BCE HAKOIUICHHBIE MaTepHallbl, TAK WJIM MHA4Ye OTHocsmmMecs K Teme. [Iponecc moarotroBku k
JEKIMH WHJUBHUAYaJ€H M BO MHOIOM 3aBHUCUT OT CIOKHOCTH TEMbI, IMOATOTOBICHHOCTH
npenoaaBatesisi, oco0eHHocTel yueOHol rpymmbl. OgHaKo, HECMOTPS Ha 3TO, MOXKHO BBIJCIIUTH
OCHOBHBIE 3Tallbl B MPOIIECCE MOATOTOBKH, XapaKTepHBIC IS JICKIUU MO JII0OOOMY yd4eOHOMY
npeamety. K HUM oTHOCSTCS:

® 13y4YEHHE UCXOIHOM JOKYMEHTAINH;

¢ pa3paboTKa 3aMbIcia JIEKIIUU U BBIOOP 11e1eco00pa3HOi METOIUKH;

¢ opopMIICHHE JEKIIUH, PEICTHIIMS.

Cmpykmypa nekyuu:

® Ha3BaHUE TEMBI;

® yKa3aHWE BPEMEHU Ha JIEKLIMIO B LIEJIOM, BBOJHYIO YaCTh, OCHOBHYIO YacCTh, 3aKITFOUEHHE;

® BBOJIHAs YaCTh;

® OCHOBHAsl 4acTh;

® KpaTKHUE BBIBOJIBI IO KaXJIOMY U3 BOIIPOCOB;

® 3aKJIIOYEHUE;

® CIIMCOK UCTIOJIb30BAHHON JTUTEPATYPHI.

K wcxomHO#W JOKyMEHTamuH, KOTOPOW 00s3aH PYKOBOJICTBOBATHCS IPEIOJIaBATEINb,
OTHOCHUTCSI MpOrpaMMa Y4eOHON IUCIUIUIMHBI, YUYEOHHKH U Yy4eOHO-METOJUYECKHe MOCcoOws,
YaCTHBIE METOAMKU TPETNOJaBaHMs TUCHUIUIMHBI, paclUCaHUE 3aHATUNA cO cTyaeHTtamu. [Ipum
pa3paboTKe 3aMbIclia JEeKIUU OJHOW W3 BaXKHBIX 3a/lay MPEnojaBareisl sBISETCS MOCTaHOBKA
y4eOHOM mpoOIeMbl. YMEHUE HAWTH OCHOBHYIO HJCI0 B KXKIOW JICKIIMOHHOHW TEeME HMEET
pemiaroniee 3HaueHHe A ee ycmexa. Kak mpaBuiio, Tema JEKIHUW OmNpeaesieHa y4eOHO
nmporpaMmMoil JaHHOM aucuuiiuHbel. OHa o0s3aTenbHa g TpernojaBarenis. V3MeHeHus B
Ha3BaHUU TEMBbI, IMOCTAHOBKE y4eOHBIX BOMPOCOB 00s3aTeNbHO 00CYykIaroTcs Ha Kadenpe u
TOJIBKO TIOCJIE COOTBETCTBYIOILIETO YTBEPKACHHUS BHOCSATCA KOPPEKTUBBL. (CamMOCTOATEIHLHO
U3MEHATh UX (OpPMYJIHpPOBKY TMpernojaaBareilb HE HUMeeT mpaBa. Ero mpaBo — BbIOMpaTh
COJIEp)KaHue, COOTBETCTBYIOIIEE TeME M y4eOHBIM BONpOCaM, a TakXKe€ METO/bI, BEAYyIIHE K
JOCTH>KEHUIO ONTUMAJIBHOTO pe3yjbTaTa I103HABATEIbHOW JAESITENBHOCTH CTyJAeHTOB. [lpu



BBIOOpE METOOB MPEMOaBaATEIh UCXOIUT U3 COOOPAKEHHS TIeJaroruuecKoi 11e1ecoo00pa3HOCTH
U ydeTa cocTaBa CTyJeHueckod ayautopuu. [Ipum pa3paboTke CTPYKTypbl JEKIUH Ba)KHO
cMoIeTpoBaTh 3 (HEKT ee BO3ACUCTBUS, paCWICHUTh YICOHBI MaTepraT Ha MOAYJIH, JIOTHUECKA
YBSI3aHHBIE APYT C APYTOM, CPOPMYITUPOBATH OCHOBHBIEC HJIEU U BBIBOJIBI IO KAKIOMY YU4eOHOMY
BOIIPOCY U TEME B IIEJIOM; HAJ0 TaK MOJOUTH K COOpAaHHOMY MaTEpHaly U TaK 3HATh €r0, YTOOBI
HallTH KaxaoMy y4eOHOMY MOMAYJIIO €ro Joruueckoe wmecto. Jloruueckas CTpPOWHOCTD,
COpPa3MEpPHOCTh U B3aMMOCBS3b OT/ACIBHBIX YACTEH BEACT K YETKOCTH €€ W3JIOKEHUS, SICHOCTH
OCBEILIEHHUS BOMIPOCa, 00JIeryaeT ee MOHMMaHKUEe CTy/IeHTaMU.

OdopMieHue JISKIMH 3aKITI0YaeTCsl, KaK MPaBUiIo, B pa3pabdOTKe €€ TMOJHOr0 TeKCTa WU
TIaHa-KoHCTeKTa. [[oMHbBIN TeKCT NeKUUU HEOOXOAUM MPU YTEHUU JIEKIIMU MO0 0CO00 BAXKHOMY
ydaeOHOMY MaTepuaiy. B miaHe-KOHCIIEKTe TaeTcsl KPaTKOE COJepKaHUE M3JIaraeMbIX BOIIPOCOB,
dakTryeckuil MaTepuan, BbIBOJIBI U 0000IIEHUS, TOMETKH O BPEMEHH M MECTE AEMOHCTpPAaIUU
CPE/ICTB HAIJISITHOCTH, a TAKXKE IPYTUe MOMETKH, HEOOXOANUMbIE TIPETIOaBATEII0 B X0/1€ YTCHUS
JeKIUU. B OTIenbHBIX chlydasx MpernojaBaTeib COCTaBISCT KPATKHUM IJIaH JICKIMH, BKIIOYas B
HEero 00s13aTeNbHbIC BXOIHBIC TaHHBIC U TIEPEUCHb BOIPOCOB C PACIIPEACIICHUEM UX IO BPEMEHHU.

Beoonasa uacmes (s6edenue).

Bcerynnenue (BBeneHue) ompenenseT HE TOJBKO TeMy M IUIaH, HO W 1elb Jekuuu. OHO
MPU3BAHO 3aWHTEPECOBATh M HACTPOUTH AyJUTOPHIO Ha clyliaHue Marepuana. Ha mekium
MIPETIo/IaBaTeNNt0 HEOOXOAUMMO CHayalla YCTAaHOBUTh KOHTaKT C ayJAUTOpPHUEH, 3aTeéM, HE TOPOIICH,
YeTKO U SICHO, Ha3BaTh TEMY JIEKLIMH, JaTh CTYJCHTaM 3amucaTh ee. Jlanee mepelTH K U3I0KEHHIO
BBOJIHOM 4YacTH, B KOTOPOHM OIPENENIeTCs MECTO TEMbl B M3Yy4aeMOM Kypce M €€ 3HAueHHUE IS
MPaKTHUECKON AEATENFHOCTH CTYJCHTOB, MPOMH(OPMHUPOBATH O pacIpeeICHHH BPEMEHH Ha TEMY.
Ecmu 310 He mepBas JEKIHs 1Mo TeMe, TO MPErnoAaBaTelb JODKEH CBSA3aTh €€ C MPEAIICCTBYIOMIEH
nekuueit. Jlanee cnemyer nepeyrcianTh yaeOHbIe BOMPOCH U JaTh BO3MOYKHOCTD CTYICHTaM 3aIliCcaTh
uX.

[IpoBeneHue AEKIUU MOKET MPeayCcMaTpUBaTh pa3IUYHbIC BAPHAHTHI €€ Hayalla, OJIHAKO B
1I€JIOM BBOJ[HASI €€ YaCTh JIOJHKHA YETKO OPUEHTUPOBAThH CTYACHTOB B paMKaX paccMaTpuBaeMoOu
npo0JsieMbl, a TakXKe yKa3aThb Ha TO, YTO OHHM JOJDKHBI YCBOUTH HA JIEKIMH, YeMY KOHKPETHO
HAYYHUTHCS.

BBojHas 9acTh KU HE JOJKHA 3aHUMaTh O0ojee 5 — 7 MuHyT. Temn ee u310KeHUsI, Kak
MIPABUIIO, BBIIIEC TEMIIA U3TIOKEHUS COJIEP>KaHUsI YUeOHBIX BOIIPOCOB, UTO 3aCTABIIET 00y9IaeMbIX
MICUXOJIOTHYECKH COOPaThCsl U COCPEOTOUUTHCS.

Baxxnoe ycnoBue ycniexa npenojaBaTess Ha JEKIUH — MHTOHALIMS, BBIPA3UTEIBHOCTD €T0 PEUH,
ONTUMAJBHOCTh €€ pUTMAa M TEMIIa, BKIIIOYEHHE 3JIEMEHTOB IoMopa. Ompenenss TEeMI peuw,
MperoiaBaTellb JODKEH YUYUTHIBaTh, YTO CTYAEHTHI 3alMCBIBAIOT TOJBKO TO, YTO MpENojaBaTeib
MOJUEPKUBAET T'OJIOCOM, pa3psAIKON pedH, MeJarorHyecKMMU May3aMH M MOBTOPAaMH OTIIENbHBIX
MOJIOKEHUM, MIPUTTIAIICHHEM 00y4aeMbIX K TOMY, YTOOBI OHH 3aIIOMHIJIA TO WJIM HHOE MOJIOKEHUE,
BBIJICJIEHHOE TIPETO/1aBaTesIeM.

3aknwouumensnaa uacmep. 3aKIIOUCHHE B CTPYKTYpe JIGKIMHM HUMEET TaKKe OOJbIIoe
3HaYeHWe, T.K. UMEHHO OHO I[O3BOJIIET IIOJIBECTH HTOTHM CKa3aHHOMY, IOCTaBUTH Iepes
CTyJIEHTaMH HEOOXOIMMbIE 3a/1a4M, YKa3aTh HA CBSA3b C MOCIEAYIOMNUM YIeOHBIM MaTepHUATIOM U
MOPSAZOK MOATOTOBKH K CIEAYIOIIEMY 3aHSITHIO, OTBETHTh Ha BOMPOCHI, BO3HHUKIIHE 3a BpeMs
nekuud. [Tociae 0TBETOB Ha BOSHUKILKE BOMIPOCHI JIEKTOP 3aKAaHYMBAET 3aHITHUE.

HeoOxonuMo MOMHUTH, YTO K Ba)KHEHIIMM MPEUMYILIECTBAM JIEKIIMOHHOTO OOy4eHHs
OTHOCHUTCS TO, YTO JIEKTOPY MOXHO 3a/1aTh BOIIPOC U TYT K€ MOIy4YUTh 0TBET. [locie Toro, kak Ha
MOCTYIUBIIMIA BOIIPOC JaH MOJHBIA U TIOCTATOYHO 0OOCHOBAHHBIN OTBET, MPENOAABATEIIO [TOCIIE
JICKIIUU CIIeTyeT 00yMaTh, TOYeMY 3a/IaHbI TAKHME BOIIPOCHI, U BHECTU HEOOXO0IUMbIE KOPPEKTUBBI
B TEKCT JIEKIIUH.

JlekTopckoe MacTepcTBO MpenoaaBaTelisi, Kak U €ro 3HaHUs, OTTAYUBAIOTCA B PE3yJbTaTe
exeaHeBHOTO Tpyna. [ms »sToro TpeOyeTcs THIATENBHBIA aHAIM3 PE3yIbTATOB KaXKIOU
MPOYUTAHHOM JIEKIIUHU, KaK 110 €€ COACPKAHUIO, TaK U 10 (hopMe U3II0KEHUS.

ITOArOTOBKA U ITPOBEJIEHUE ITPAKTUYECKHX 3AHATHIA



Crnenduika 3TOr0 BHIA 3aHATHIA (CEMHHAPOB) COCTOUT B BHITIOJTHEHUH CAMOCTOSITEIILHO
WINA TIOJ PyKOBOJACTBOM IIPETOAABATENs 33aJaHUN U SBIAETCS aKTHUBHON (OpMOH ydeOHBIX
3aHsATHI. [IpakTHUeckne 3aHATHS MPHU3BaHBI Pa3BUBATh W 3aKPEIUIATH Y CTYIEHTOB HaBBIKH
CaMOCTOSTENIbHOW paboThl, MPUMEHATh MOJYUYCHHbIE Ha JIEKIMIX 3HaHUSA. B xone cemmunHapa
BBIpabaTeIBaeTCst ymeHue GopMyIupoBaTh, 00OCHOBBIBATH U M3J1araTb COOCTBEHHOE CY)KJICHHE
o o0CyXKIaeMOMy BOINpPOCY, YMEHHE OTCTauBaTh CBOM B3IJIABI, a TaKXKe YIriyOssioTcs U
3aKpETUISIOTCS 3HAHMS, TIOYYCHHBIC Ha JICKIMSIX M B XOZ€ CAMOCTOSATEIBHON PadOTHI.

Bo Bcex ciydasx CceMHHAphl BBITIOJHSIOT TI03HABATEIbHYI0, BOCIUTATEIBHYIO U
KOHTPOJIbHYI0 (YHKIIMHM, T.€. B XOJ€ IOATOTOBKH U TMPOBEICHUS CEMHHapa CTYJCHTHI
npuoOpeTaroT Oosiee riayOOKHe 3HAHUS, CYHMIECTBEHHO PACIIMPSACTCS MX IMpEJCTaBIeHUE 00
U3y4aeMoM TpeaMeTe, MpuoOpeTaeTcs CIOCOOHOCTh CBOOOIHO OMEPUPOBATH MOHITHIMH H
TEpMUHAMH, paHee UM HE3HAKOMBIMH. B X0/1e ceMrHapa mperoiaBaTellb u3ydaeT 00yJaeMbIX,
CTETNICHh YCBOCHHSI MMHU MaTepuana. CeMHHAphl BBHITOIHIIOT TaKKe U (QYHKIIUIO KOHTPOIIS:
NperoiaBaTellb  COCTaBISICT CyKACHWE 00 ypoBHE 3HAaHMHA OOyYaeMBbIX, IIOJydaeT
MIPEJICTABICHUE O CUJIBHBIX U CIa0bIX CTOPOHAX MX MOATOTOBKH — BCE 3TO JaeT BO3MOXKHOCTh
NPENoIaBaTeNIi0 CBOCBPEMEHHO OKa3aTh HEOOXOIMMYIO TMOMOINb C€1a00  YCIEBAIOIIUM
CTyJICHTaM.

Pazymeercsi, 9TO BCero 3TOro yaacTcsi JOCTHYh TOJBKO B CIIy4ae BBICOKOW aKTUBHOCTH
CTYJICHTOB, KOTOpas HAMPSMYIO 3aBUCUT OT YPOBHS MX MOJTOTOBJICHHOCTH, a TAK)KE OT YMEHHUS
npernoaBaTelsi co3aarh aTMocdepy pPacKOBaHHOCTH, B3aWMOIIOHMMaHUS W B3aumojoBepus. K
TPaIUIIMOHHBIM CEMUHAPaM B BBICIIEH IIIKOJIE OTHOCST:
® 3aHATHS, OCHOBHAs I€lb KOTOPBIX — YIUIYOJIGHHOE U3YyYCHHE OIPEICICHHOTO

CHUCTEMATHUYECKOTO Kypca M TEMAaTUIECKH CBS3aHHOTO C HUM;

®  3aHATUA, IPCAHA3HAYCHHBIC AT OCHOBATEIIbHOM HpOpa6OTKI/I OTACJ/IBbHBIX, HanboJee BaXKHBIX
" TUIIUYHBIX B METOJOJIOTHYCCKOM OTHOUICHUH TEM KypCa UIIN OTI[GJ'II:HOﬁ TCMBI,

OcHogHble pyHKUUU RPAKMUYECKO20 (CEMUHAPCKO20) 3AHAMUSA:

Ilo3naseamenvnan ynxkyua. CeMuHap MO3BOJISIET OPraHU30BATh TBOPYECKOE, AKTHBHOE
U3y4YEHHUE TEOPETUYECKUX U MPAKTUUYECKHX BOIPOCOB, YCTAHOBUTH HETIOCPEICTBEHHOE OOIICHHE
npernojaBaTesss Co CTylIeHTaMHu, (OPMHUPYET CaMOKOHTPOJIb 3a MPaBHIBHBIM ITOHUMaHUEM
M3y4aeMOro MaTepuana co CTOPOHBI CTYACHTOB, pacIIUpsieT U 3aKpeIulsieT 3HAaHUS, HaBBIKH U
YMEHHUS.

Bocnumamenovnaa ynkyusa. CemMuHap OCYIIECTBISIET CBSI3b TEOPETUUECKUX 3HAHHMM C
NPaKTUKOM, YCHUIIMBAET OOPAaTHYIO CBS3b CYOBEKTa U OOBEKTa BOCHHTAHUS, 1aET BO3MOXHOCTD
MPEnoAaBaTesNio U3YYUTh HHIUBUAYaIbHbIE 0OCOOCHHOCTH KaXKJI0TO CTYACHTA.

@yukyua konmponaa. CeMuHap MO3BOJISET IPOKOHTPOIUPOBATh YPOBEHb 3HAHUHN, HABBIKOB
U YMEHUH CTYJEHTOB, KAUYECTBO UX CAMOCTOATEIHHON PabOTHI.

Iloozomoexa cemunapa.

Paboty k opranuzanuu JaHHOTO BHJA 3aHATUN IMpernojaBaTelib HAYMHAET C OMpeeICHUS
UCXOJHBIX JaHHBIX. K HUM OTHOCSTCS: TeMa, BONPOCHI, ONpeAeIeHHbIE Y4eOHOH MpOorpaMMoii,
COCTaB CTYIEHTOB M YpPOBEHb HX TMOATOTOBKH, BpeMs U MPOJOJLKUTEIBHOCTh 3aHITHS,
BO3MOXHOCTH y4eOHO-MaTepuanbHoil 6a3bl. [1pu pa3paboTke HCXOAHBIX JaHHBIX MPENoaBaTeib
PYKOBOJCTBYETCS Y4eOHOI MpOrpaMMoii, KOTopasi periiaMeHTHPYET IIyOHHY U HANpPaBICHHOCTh
oOyueHus. YueOHbIC U BOCIUTATENIbHBIEC LIEIH MPEToAaBaTeNb (popMyIupyeT UCXOIs U3 TEMBI,
MeAarorn4eckux 3a/1a4d U ypoBHS MOJTOTOBKU CTYJIEHTOB.

W3yunB o01IMe MOJI0KEHUS U METOIUYECKYIO JUTEpaTypy MO MpeaMeTy, MpernoaBaTeib
HAauYMHAET HEMOCPEICTBEHHYIO MOJATrOTOBKY K 3aHsATHIO. [Ipu BhIOOpE METOAOB IMpernojaBaTelib
UCXOIUT U3 COJEp)KaHHWS BOIIPOCOB, IOATOTOBICHHOCTH CTYJEHTOB, LEJed 3aHATHH WU
BO3MOXKHOCTEH ydeOHO-MaTepuanbHOW 0a3pl. HeoOXoammo CTpeMHTBhCS K TOMY, YTOOBI
U30paHHbIE METOAbl OOyYeHUS W METOJMUYECKHE NPUEMBbl CIIOCOOCTBOBAIU YTIyOJICHHOMY
U3YYEHHUIO MPEAMETA, a TAK)KE MPUBUBAIH MTPAKTUUYECKIE HABBIKU.



[Ipu pacuere yueOHOro BpeMeHU HEOOXOAMMO YUUTHIBATh COAECpKaHUE YIEOHBIX BOIPOCOB
U LIEJTb 3aHATHS — 9YeT0 X04eT TOOUTHCS PEIoIaBaTellb OT CTYJICHTOB: OBJIAJICHHS UMK 3HAHUSIMU
WJIW 3HaHWAMU, HABBIKAMH U YMCHUAMMU.

[Ipy MOArOTOBKE K CEMHUHAPY MPENoAaBaTeNlb TOJDKEH Mono0parh psij MPUMEPOB, Ha
KOTOPBIX MOKHO OTpa60TaTB J'ICKIII/IOHHBH\/JI MaTcpurajl, mMoKa3aTb MPAaKTUICCKOC 3HAYCHUEC TCMBI,
THIATETFHO MPOAYMaTh MOPSAIOK UX Ha 3aHATHU. O0s13aTENbHO HE00X0IMMO TTOJ00paTh 3aJaHus
Pa3HOM CJIIOKHOCTH (OT MPOCTOTO K CIOXKHOMY), a TaKKe 00Jiee CIIOXKHBIC 3aJIaHUs I CHIIBHBIX
CTYJIEHTOB. 3aTeM eMy HeO0OXOAMMO 0TOOpaTh HATJISAHBIE TOCOOUS ISl MPAKTUYECKOTO 3aHSTHS,
OMNpCaACINTbL TCXHUYCCKUEC CPCACTBA 06y‘-I€HI/I$[ W U3YyYUTH ITpaBUJIa X UCIIOJIb30BAHUA HA 3aHATUH.
Oco0OeHHO  THIATENBFHO  MPOAYMBIBAETCS  3aJaHHEe Ha  CaMOINOATOTOBKY  CTYyIEHTaM,
pa3zpabaTbIBacTCs TUTAH CEMHHAPCKOTO 3aHsTHs. lIpernomaBarenh KOHTPOIHPYET TOITOTOBKY
CTYJICHTOB K CEMUHApy, OKa3bIBACT UM MTOMOIIIb.

[Tpu TMYHO MOATOTOBKE K CEMUHAPCKOMY 3aHSTHIO IIPETIOAaBaTEIb IETATBHO pa3oupaercs
B TEME, MPOCMATPUBACT JMTEPATyPHBbIC MCTOYHHKH, KOTOPBIC PEKOMCHIOBAN IS W3yUYCHHUS
CTyACHTaM, IIPOCMATPHUBACT CUCTEMY HAITIIAHOCTH HA MTPCACTOAIICM 3aHATUH. Ilo mToram nmuaHoit
MOJTOTOBKU TPEMNoJiaBaTelb COCTABISET IJIaH-KOHCMEKT. OH SBISIETCS OCHOBHBIM DPa0OuuM
AOKYMCHTOM IIPEIrioaaBaTeiad U OMPEACIIACT HAIPABJICHUC U X0 3aHATH. OOBIYHO ITAH-KOHCIEKT
COCTABJISICTCS. B MIPOU3BOJIbHOW (hopMe, HOIDKEH OBITh MPOCT M YJOOCH JUIsl MCIIOJIb30BaHMS Ha
3aHsaTud. B HEM, KaK YK€ OTMCYAJIOCh paHEC, NOJIKHO 6I)ITI) OTpa’XCHbI: TCMA 3aHATUSA, y‘-Ie6HI)Ie
U BOCITUTATENIBHBIC 1IEJIN; BPEMsl, OTBOJIMMOEC Ha 3aHATHE; YUCOHBbIC BOMPOCHI U PACIIPEICIICHUE
BPEMCHH,; MCTO/I ITPOBCACHUA 3aHATHA; MCCTO IPOBCACHUS 3aHATUA; MATCPUAJIBHOC 06ecnequHe;
PYKOBOJICTBA U TIOCOOUST; TIOPSIIOK MPOBEICHHS 3aHSATHSL.

Hepen IMPOBCACHUCM 3aHATUA MPENoAaBaTC/ib MOXKCT IHPOBCPUTL KAYCCTBO IMOATOTOBKH
CTYJICHTOB K 3aHSATHIO.

I[NPOBEJIEHUE KOJIOKBUYMA
Komnokeuywm (ot natunckoro colloquium — pasroBop, O6ecena) — onHa U3 HopM yudeOHBIX
3aHATHH, Oecesia MpernoIaBaTests C yJauiMUCs Ha OTIPEINICHHY IO TeMy U3 Y4eOHOH IpOrpaMMBbl.
Llenv mipoBeneHHs KOJUIOKBUYMa COCTOUT B BBISICHCHHM YPOBHS 3HAHUI, MOJTYyYEHHBIX
yUYAIIUMHCS B Ppe3yJbTaTe MPOCIYIINBAHMSA JICKIMHA, IOCEIIEHHS CEMHUHApOB, a TaKXke B
pe3yJbTaTe CaMOCTOATEILHOTO H3y4eHHs MaTepraa.
B pamkax mocTaBiIeHHOH LeNH PeImaroTcs CIeyIONHe 3a0aui.:
® BBISICHEHHE Ka4eCTBa U CTEIICHU MOHUMAaHUS YYallluMUCS JIEKIIHOHHOTO MaTepHaa;
® Ppa3BUTHE M 3aKPCIUICHUE HABBIKOB BHIPAKCHHUS YUAIIUMUCS CBOUX MBICIICH;
® pacIIMpeHHe BapUAaHTOB CAMOCTOSATEIFHON IICJICHANPABICHHONH TMOATOTOBKH
yUaIuXxcs;
® pa3BUTHE HABHIKOB 00OOLICHNUS Pa3IMYHBIX JTUTEPATYPHBIX HCTOYHUKOB;
® IIpenoCTaBlICHHE BO3MOXKHOCTH YYalIHUMCS COMOCTABIIATH Pa3HbIe TOUKU 3PEHUS 11O
paccMaTpuBaeMoOMY BOIIPOCY.
B pesynbpTare npoBeneHUs KOJUIOKBIYMA npeno0asamenvb O0NIHCeH UMemb npeocmasieHue:
® 0 KauecTBE JIEKIIHOHHOTO MaTepHaa;
® O CHJIBHBIX U CIIA0BIX CTOPOHAX CBOCH METOIMKH YTCHUS JIEKLIUH;
® O CWIBHBIX M CHa0bIX CTOPOHAX CBOEH METOAMKH MPOBEICHHS CEMHUHAPCKUX
3aHATHIL;
e 00 ypOBHE CaMOCTOSITEIbHOM PaOOTHI YUalTuXCs;
e 00 yMEHHH CTY/JECHTOB BECTH JUCKYCCHIO H JOKa3bIBaTh CBOIO TOUKY 3PEHUS;
® 0 CTENCHU 3PYAUPOBAHHOCTH yUaIIUXCS;
® 0 CTENCHU MHAMBUAYAIFHOTO OCBOCHHUS MaTepraa KOHKPETHBIMHU CTYICHTAMH.
B pesynbTarte npoBeneHus KOJUIOKBIYMa CyO0eHm OO0IHCeH umMenmsb npeoCcmasienue:
e 00 ypoBHE CBOMX 3HaHWil IO paccMaTpPUBaEcMbIM BOMPOCAM B COOTBETCTBUH C
TpeOOBaHMSMHU MPENOIABATENS H OTHOCUTEIBHO APYTHX CTYJCHTOB TPYIIIIbI;



® 0 HEJOCTATKaX CaMOCTOSATENILHON MPOPabOTKH MaTepHaa;
® 0 CBOEM yMCHMHM H3JIaraTb MaTe€pHall;
® 0 CBOEM YMCHMH BECTU AMCKYCCHIO U JOKA3BIBATH CBOIO TOUKY 3PCHHMS.

B 3aBHCcHMOCTH OT CTENEHH MMOATOTOBKH IPYIIIBI MOXKHO MCIIOJIb30BaTh Pa3HbIE MOAXOIbI K
IIPOBEJCHUIO KOJIJIOKBUYMA.

B ciyuae, ecnu GOJIBIIMHCTBO IPYMIIBI ¢ TPYIOM BOCIIPHHUMAET COAEPKAHUE JIEKIUIA U Ha
CEMUHAPCKUX 3aHATUIX IEMOHCTPUPYET HELOCTATOUHYIO CIIOCOOHOCTh aKTUBHO OIIEPUPOBATH CO
CMBICJIOBBIMU €IMHUIIAMHA U TEPMHUHOJIOTHEN KypCa, TO KOJUIOKBUYM MOKHO Pa3/EiIMTh Ha JIBE
gyacty. CHavasa npenojaBareib U3aaracT 0a3oBble MOHATHUS, COAEPKALIMECS B IpOrpaMMe. ITO
JIOJIKHO 3aHATh He Oonee 4eTBepTH 3aHATUSA. OCTallbHBIE TPH YE€TBEPTH HEOOXOIUMO MOCBATHTH
JMCKYCCUH, B XOJI¢ KOTOPOH CTYJICHTHI JOJKHBI yOeAUThCs U, INIaBHOE, yOeauTh Apyr Apyra B
00OCHOBAaHHOCTH M J0Ka3aTEIbHOCTU IOIYYEHHOIO BHJIEHHS BOIPOCA U €r0 COOTBETCTBUS
peaNbHON IPAKTUKE.

Ecnu e npenoaasaTens UMEET A€N0 ¢ 00iee NOATOTOBICHHON, CAMOCTOSATEIBHO
JYyMAIOILEH U AKTUBHO yCBAaUBAIOLIEH CMBICIIOBBIE €IMHULBI U TEPMUHOJIOTHIO Kypca
ayJIUTOpHEH, TO KOJUIOKBIYM HEOOXOIUMO IIPOBECTHU TAK, YTOOBI CAMH CTYAEHTHI
copMyIUPOBAIH U3JI0KEHHBIE B IPOrpaMMe MOHATHSI, BBICKA3aJId HECOBIAIAIOIINE TOUKU
3pCHHMS U NIPUBEIIN NIPAKTUYECKHE IPUMEPEL. 3a IIPENOoJaBaTeIeM OCTaeTCs Pojib MOAEpATOpa
(BedyIero JUCKyCCHUH), KOTOPBIH B KOHILIE «JIUILbY) CYMMHPYET COBMECTHO MOJTy4YEHHbIE
pE3yJIbTATHI.
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