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AHHOTALUA

CamocrositenpHast pabota oOydaromuxcs B CI1O sBisieTcst BaXXHBIM BHAOM
yueOHOW M HAyYyHOW NeATeIbHOCTH cTyneHTa. CamocTrosTtenbHas paboTa JOHKHA
cTaTh 3QGEKTUBHON U IIeJICHANIPaBICHHOW PaOOTOM CTyIeHTA.

K coBpeMeHHOMY crielIMamuCTy OOIIECTBO MPEABABISAET HOCTATOYHO IIUPO-
KA TepeueHb TPeOOBaHMM, Cpeau KOTOPHIX HEMATIOBAXHOE 3HAYCHUE HMEET
HaJIMYue y BBIITYCKHUKOB OMPEACICHHBIX CIOCOOHOCTEN U YMEHUSI CaMOCTOSATEIIb-
HO JOOBIBAaTh 3HAHMS W3 PA3TUYHBIX MCTOYHUKOB, CHCTEMAaTHU3UPOBATh MOIYYECH-
Hy10 uHpopMaiu. PopMUPOBAHUE TAKOTO YMEHUS MPOUCXOTUT B TEUECHUE BCETO
nepuojia oOy4eHHs yepe3 ydyacTtue oO0yqaronuxcsi B MPaKTUUECKUX 3aHSITHUSX, BbI-
MOJIHEHUE KOHTPOJBHBIX 3aJaHUN M TECTOB, HAITMCAHUE KYPCOBBIX U BBITYCKHBIX
KBATM(PUKAIMOHHBIX padoT. [Ipu 3TOM camocrosiTenbHasi paboTa CTYJIEHTOB UTpa-
€T PEIIAIOIIYIO POJib B X0JI€ BCEro y4eOHOro Impolecca.

@OopMBI CaMOCTOATENBHON pabOThl CTYAEHTOB pa3HO0Opa3Hbl. OHHU BKIIIO-
4aloT B ceOs:

- U3YYEHHE U CUCTEMATH3alMI0 O(PUIMATBLHBIX TOCY/IapCTBEHHBIX JOKYMEHTOB -
3aKOHOB, MMOCTAHOBJICHHUM, YKa30B, HOPMAaTUBHO-UHCTPYKIITMOHHBIX U CIIPABOYHBIX
MaTepUaJioB C HCIOJIb30BaHWEM HH()POPMAIIMOHHO-TIOUCKOBBIX CHUCTEM, KOMIIbIO-
TepHoM cetn "HHTepHeT";

-U3y4eHue y4eOHOM, HAyYHON U METOJUUYECKOU JIUTepaTyphl, MATEPUAIOB MEPHUO-
JTUYECKUX W3IaHUM C IPUBJICYCHUEM DJIEKTPOHHBIX CPEJICTB OPUIIMATBHON, CTATU-
CTUYECKOM, MepUONIECKON U Hay4YHOU HH(pOpMAINY;

-MIOJITOTOBKY JIOKJIaJIOB U pedepaToB, HATMCAHNE KYPCOBBIX U BBITYCKHBIX KBaJU-
(bUKaIMOHHBIX padoT;

-y4acThe B paboTe CTYJIEHYECKUX KOH(PEPEHIINM, KOMIUIEKCHBIX HAYYHBIX HCCIIe-
JIOBAHUSIX.

CamocrosiTenbHas paboTa TpruOOUIAeT CTYJEHTOB K HAYYHOMY TBOPYECTBY,
MOUCKY U PEUICHUIO aKTyaJbHbIX COBPEMEHHBIX MPOOJIEM.

3agayamMu CaMOCTOSITEIbHOM PabO0Thl 00YUYAIOIIIUXCS SIBJISIFOTCS
- CUCTEeMaTHU3allus U 3aKPEIICHUEe MOJYYEHHbBIX TEOPETUUECKUX 3HAHUM U MPAKTHU-
YECKUX YMEHUH CTY/ICHTOB,;

- yriIyOJieHre U paclliipeHre TEOPETUUECKUX 3HAHUIT;

- (hopMUpOBaHME YMEHUM HUCIIOIb30BaTh HOPMATUBHYIO, MPABOBYIO, CIPABOYHYIO
JIOKYMEHTAIIUIO U CHEIUAIBHYIO TUTEPATYPY;

- pa3BUTHE TTO3HABATEIBHBIX CIIOCOOHOCTEH U aKTUBHOCTH CTYJICHTOB: TBOPYECKOM
WHUILIMATUBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH U OPraHM30BaHHOCTH;

- (opMHpPOBaHME CAMOCTOATEILHOCTH MBIIICHUS, CIIOCOOHOCTEH K CamMoOpa3BH-
THIO, CAMOCOBEPIIEHCTBOBAHUIO M CaMOpEaAIU3alINH;

- pa3BUTHE UCCIIEAOBATEIBCKUX YMEHHII;

- MCMOJB30BaHKE MaTepuasa, COOPAaHHOrO M MOJYYEHHOTO B XOAE CaMOCTOSATENb-
HBIX 3aHATUM HAa CeMHHapax, Ha MPaKTHUYECKUX M JIA0OPATOPHBIX 3aHATHSX, MPHU
HaMMCaHUU KYPCOBBIX U JUIUIOMHON paloT, i 3PPEeKTUBHON MOATOTOBKU K UTO-
TOBBIM 3a4€TaM U SK3aMEHaM.



B o0pasoBarensHOM Tmporiecce cpemHero mpodeccruoHaasHOTO 00pa3oBa-
TENBHOIO YUPEXJACHUs BBIJEISIETCS JBa BUJA CaMOCTOSITENIBHON paboOThl — ayau-
TOPHYIO, 110/l pyKOBOJCTBOM IPENOJABATEINS, U BHEAYTUTOPHYIO.

AynuTopHas caMoCTOsITeNIbHas paboTa MO JUCLMILIMHE BBIIOJIHAETCS Ha
YU4€OHBIX 3aHATUAX O]l HEMOCPEACTBEHHBIM PYKOBOACTBOM IPENOJABATENS U 10
€ro 33JaHHIO.

BaeayauropHas caMocTosiTeNbHas paboTa BBIIOJIHAETCS 00yUYarOUMMUCS 1O
3aJIaHUIO MPENoAaBaTesi, HO 0€3 ero HEMOCPEICTBEHHOTO YUacTHSI.

OCHOBHBIMH BHJIaMH CaMOCTOSITEIbHONW padOTHl CTYACHTOB O€3 ydacTus
IIPENOAABATEIICH SABIISIIOTCS:

- (popMUpPOBaHUE U YCBOCHHE COACPN aHHs KOHCIEKTa JICKIH Ha 06a3e peKoMeH-
JIOBaHHOM TperojaBaTeseM y4eOHOIM JUTepaTypbl, BKIIOYas HWH(DOpMAIMOHHBIC
o0OpazoBaTeIbHbIE PECYPCHI (IEKTPOHHBIE YUSOHUKH, HIEKTPOHHBIE OMOIMOTEKH U
ap.);

- HarucaHue pedeparos;

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

- COCTaBJICHUE aHHOTUPOBAHHOI'O CIIMCKA CTAaTEH U3 COOTBETCTBYIOLIUX KYPHAJIOB
10 OTPACISIM 3HAHUH (FOPUANUYECKUX, ICUXOJOTUYECKUX U JIp.);

- IOATOTOBKA MPaKTUUYECKUX Pa3pabOTOK;

- BBIIIOJIHEHUE JOMAIIHUX 3aJaHUM B BHUJIC PEIICHMS OTIECIbHBIX 3a]1a4, MPOBE/e-
HUS TUIIOBBIX PAacyeTOB, PACYETHO-KOMIBIOTEPHBIX U MHAMBUIAYAIBHBIX padOT 10
OTJIEJBHBIM pa3ziesiaM COepkKaHusl JUCIUIUIMH U T.1.;

- KOMITBIOTEPHBIA TEKYIIUA CAaMOKOHTPOJIb M KOHTPOJb YCIIEBAEMOCTH Ha 0ase
ANIEKTPOHHBIX 00YYaIOIIMX U aTTECTYIOLIUX TECTOB.

OCHOBHBIMM BUJIAMH CaMOCTOSITEILHON PabOThl 00YUYAIOIIMXCS C yYacTHEM

MIPENOAABATEINEH SABIISIIOTCS:

- TEKYILME KOHCYJIbTALNH;

- KOJUIOKBUYM Kak (popMa KOHTPOJISi OCBOEHHSI TEOPETUUECKOIO COJEpKaHUs JIUC-
LUIUIAH: (B 4achl KOHCYJIbTALUH, MPEAYCMOTPEHHBIX YUEOHBIM IJIAHOM);

- IpHEM U pa300p OMAIIHUX 331aHUH (B Yachl MPAKTUYECKUX 3aHATUN);

- IPUEM U 3alUTa NPAaKTUYECKUX padoT (BO BpeMsl POBEACHUSI MPAKTUYECKUX pa-
oor);

- BBIMIOJTHEHUE KYPCOBBIX PabOT (MPOEKTOB) B paMKaxX MUCHHUILIUH (PYKOBOJCTBO,
KOHCYJITUPOBAHUE U 3alIMTa KYpCOBBIX pa0oT (B Yachl, MPEAyCMOTPEHHBIE yueO-
HBIM IJIAaHOM);

- MPOXOXKJIECHHE U O(OpMIIEHUE PEe3yJbTATOB MPAKTHK (PYKOBOACTBO U OIICHKA
YPOBHSI CPOPMUPOBAHHOCTH MPOPECCUOHATBHBIX YMEHHUI U HaBBIKOB);

- BBITIOJTHEHUE BBIMYCKHOW KBaJM(UKAIMOHHON pabOThl (PYKOBOACTBO, KOHCYJIb-
TUPOBAHUE U 3aIIUTa BBITYCKHBIX KBAIM(DUKAMOHHBIX padOT) U Jp.
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Pexomenaanum 1o BbINOJHEHHIO pedepaToB

Hanucanue pedepara sBnsercs:

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

- 0JHOU U3 (popM HaydHOH pabOTHI OOYUAIOUINXCSA, LENbIO KOTOPOH SBIS-
€TCsl paCUIMPEHHE HAYYHOT'O KPyro3opa CTYJAEHTOB, 03HAaKOMJIEHHE C METO/I0JI0TU-
€1 Hay4HOTI'O ITIOMCKA.

Pedepar, xak ¢opma oOydeHuss 00yJaronumxcs, - 3T0 KpaTKuii 0030p Mak-
CUMAaJIbHOTO KOJMYECTBA JOCTYMHBIX MyOIMKAIMi MO 33JaHHON TeMe, C 3JIeMEH-
TaMH CONOCTABUTEIBHOTO AHAJIN3A JAHHBIX MATEPHUAIIOB U C MOCIEAYIOIIHMH BbI-
BOJaMH.

[Tpu npoBeaeHnn 0630pa JOHKHA MPOBOJUTHCS U UCCIIE0BATENbCKas padbo-
Ta, HO 00bEM €€ OrpaHUYEH, TaK KaK aHAIU3UPYIOTCS YK€ CIIEIaHHbIE IPEIbITy-
MMM HCCIIEAOBATEISIMHU BbIBOJIbI M B CBSI3U C HEOOJIBIINM 00BEMOM JTaHHOU (op-
MBI paOOTHI.

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

[IpenogaBaTenib pEKOMEHIYET JIUTEPATYPY, KOTOPAsk MOKET OBITH UCIIOJIB30-
BaHa /I HanucaHus pedepara.

Lenpro Hanncanus peepaToB sABIACTCA:

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

- IPUBUTHE OOYYAIOMIMMCSI HABBIKOB KOMIAKTHOTO M3JI0’KEHHUSI MHEHHSI aB-
TOPOB M CBOETO CYXJICHUS MO BHIOPAaHHOMY BOIIPOCY B MUCbMEHHOU (hopme, Hayy-
HO IPaMOTHBIM SI3bIKOM H B XOPOLIEM CTHJIE;

- IpuoOpeTeHNe HaBblKa IPAMOTHOIO O(OPMIIEHUSI CCBUIOK Ha MCIOJIb3ye-
MbI€ UICTOYHUKH, TPAaBUIBHOTO [IUTUPOBAHUS aBTOPCKOIO TEKCTA,

- BBISIBJICHUE U pa3BUTHE y 0OyUarolUXCsl HHTEpeca K ONpeesieHHON Hayd-
HOW M TPAKTUUECKOM IMpoOiieMaTHKe C TeM, YTOOBbI HMCCIICIOBAaHUE €€ B JajbHEeH-
1IEM IPOJOJKAIOCH B IMOATOTOBKE W HAIlMCAHWU KYPCOBBIX M BBIIYCKHOW KBaJu-
buKaMoHHON pabOThl U JANTBHEUIINX HAYYHBIX TPY/IaX.

TpeOGoBaHus K COAEPIKAHUIO:

- MaTepuall, UCMOJIb30BaHHBIN B pedepaTe, T0KEH OTHOCUTCSI CTPOTO K BbI-
OpaHHOH TeMme;

- HEOOXOJIUMO M3JI0KUTh OCHOBHBIE ACMEKTHI MPOOJIEMBI HE TOJIBKO IPamMoT-
HO, HO U B COOTBETCTBUU C TOW WJIM MHOM JIOTUKOHN (XpOHOJOTUYECKON, TeMaTHye-
CKOM, COOBITUITHOM U JIp.)

- TIPU U3JI0XKEHUH CIIEAYeT CIPYNIUPOBATh UJIEU PAa3HBIX aBTOPOB MO OOII-
HOCTH TOYEK 3PEHUS WU N0 HAYYHBIM IIKOJIaM;

- pedepaT AOKEH 3aKaHUYMBATHCA MOJBEACHUEM MTOTIOB MPOBEACHHON HC-
CJIEIOBATENLCKOM paboThI: CoNEp)KaTh KpaTKUW aHajan3-000CHOBAaHUE MpPEUMY-
LIECTB TOW TOYKH 3PEHUS MO PacCMaTpUBAEMOMY BOIIPOCY, C KOTOpou Bbl conu-
JApHBI.



Cmpyxkmypa pegpepama

1. Haunnaercs pedepart ¢ TUTYJIBHOTO JIUCTA.

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

2. 3a TutynbHBIM JucTOM ciaenyetr Coxaepxanue. ConepikaHUE - 3TO ILJIAH
pedepara, B KOTOPOM KaXKJIOMY pa3ziesly JOJIKEH COOTBETCTBOBAThH HOMEP CTPAHHU-
IbI, HA KOTOPOW OH HAXOJIUTCHI.

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

a) Beenenne - paznen pedepara, MOCBAMICHHBIN TOCTAHOBKE MTPOOIEMBI, KO-
Topasi OyIeT paccCMaTpUBaTHCI U 000CHOBAHUIO BHIOOPA TEMBI.

0) OcHOBHas 4acTh - ATO 3BEHO PabdOTHI, B KOTOPOM TOCJIEIOBATEIHHO pac-
KpbIBaeTcs BblOpaHHas TemMa. OCHOBHasi 4acTb MOXXET OBITh MPEACTABJICHA Kak
[EJIbHBIM TEKCTOM, TaK U pasjelieHa Ha riiaBbl. [Ipu HeoOXoauMocTu TeKCeT pede-
paTa MOXET JOMOJHATHCA WLIIOCTpAIMsIMU, TaOIuIaMu, rpagukamMu, HO UMU HE
cieayer ''meperpyKarb' TEKCT.

B) 3akiroueHue - JaHHBIA pa3fen pedepara TODKEH ObITh MPEICTABICH B
BHJIE BBIBOJIOB, KOTOPHIE TOTOBATCSI HA OCHOBE MOJITOTOBJIEHHOTO TEKCTa. BBIBOIBI
JIOJDKHBI OBITh KPATKUMHM U YETKUMHU. Takke B 3aKIIIOYEHUH MOXHO 0003HAYUTH
po0IeMBbl, KOTOpbIE "BBICBETWIINCH" B XOZ€ pabdOThl HaJl pedeparom, HO HE OBLIU
PackKphITHI B paboTe.

4. Crnucok UCIOJIb30BaHHBIX UCTOYHUKOB. B JaHHOM CIUCKE Ha3bIBAIOTCS
KaK T€ MCTOYHUKH, HA KOTOPBIE CChUIACTCS CTYACHT NP MOJATOTOBKE pedepara,
TaK U BCE WHbIE, U3yUYCHHBIC UM B CBSI3U C €ro MOATroToBKOH. B paboTe momKHO
OBITH UCIIOJIL30BAHO HE MEHEE 5 pa3HbIX UCTOYHUKOB. PaboTa, BBINIOJIHEHHAS C HC-
MOJIb30BAaHUEM MaTepHania, COAEPIKAIIErocss B OJHOM HAyYHOM UCTOYHUKE, SIBIISI-
€TCsl ABHBIM IUTaruaToM W He mpuHumaetcs. OdopmiieHre T0HKHO COOTBETCTBO-
BaTh TpebOBaHMsIM OUOIHMOTpadUUECKUX CTAaHIAPTOB.

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

O0bem paboThl JTOJDKEH OBbITh, Kak TNpaBWIO, HE MeHee 15 u He Ooiee
20 ctpanun. PaGora nomKHA BBIMONHATHCA Yepe3 MONYTOPHBIA HHTepBan 14
mpu@TOM, pa3Mepbl OCTaBIIAEMbIX MoJIeH: JeBoe - 30 MM, ipaBoe - 10 MM, HIKHEe
- 20 MM, BepxHee - 20 MMm. CTpaHUIIBI JOJDKHBI OBITH TPOHYMEPOBaHbI (HyMepa-
1[Ms1 B BEpXHEH YaCTU CTPAHUIBI 110 LIEHTPY).

Paccrosinne Mexay Ha3BaHHeM 4YacTh pedepaTa WIM TJaBbl U MOCIEAYIO-
MM TEKCTOM JOJHKHO OBITh paBHO ABYM MHTepBaiaMm. dpasbl, HAUMHAIOIIUECS C
"KpacHOH" CTpOKH, TIeYaTarOTCs ¢ a03alHBIM OTCTYIIOM OT Hayaja CTPOKH, PaBHBIM
1,5 cm.

[Ipu uuTHpOBaHUK HEOOXOIUMO COOIOATh CAEAYIOUINE PaBuiIa:

- TEKCT LIUTAThl 3aKJII0YAETCS B KABBIYKU U MPUBOAUTCS 0€3 U3MEHEHUH, Oe3
IPOU3BOJIBHOIO COKpPALEHUS IIUTHUPYEMOro (parMeHTa (MpOIyCK CJIOB, MpPejo-
KEHHUI niu ab3aleB T0MyCcKaeTcs, €CIM He BJIeUeT UCKaXEHUS BCero ¢pparMeHTa, u



0003Ha4YaeTCss MHOTOTOYHEM, KOTOPOE CTAaBUTCS Ha MECTE MpPOITycka) U 0e3 ucka-
KEHUSI CMBICIIA;

- KaXKJasl [IuTaTa J0DKHA COMPOBOXKAATHCS CCHUIKOM HA UCTOYHUK, OUOIHNO-
rpaduyeckoe ONnucaHue KOTOPOTO JOJKHO MPUBOAUTHCS B COOTBETCTBUM C TPeOO-
BaHUSAMHU OUOIHOTpaUIECKUX CTaHIapTOB.

Pedepar — nucbMeHHass paboTa, BBINOJIHSEMAas OOYYAIOMIMMCS B TEUCHHE
JUTUTEIILHOTO CpoKa (OT HEAeNU JI0 MecsIIIa).

Kpurepun onenku:
O1eHKa «OTJIMYHOY» BBICTABISIETCS, €CIM 00YYAIOIIUINCS BBISBIISIET BCECTOPOHHEE
U T1y00KO€ 3HaHHE Y4eOHOr0 MPOrpaMMHOTO MaTepHaa:
- CaMOCTOSTEIHHO U3y4YaeT TONOJHUTENbHBIE HCTOUHUKH IO TEME;
- yMEeT CUCTEMATU3MPOBATh MaTepraj U KPaTKO €ro h3jaraTh,
- cBOOO/IHO OPUEHTHUPYETCSI B HOPMATUBHO-IPABOBOI 0a3e B 00nacTu Oyxranrep-
CKOTO YY€Ta;
- IOPSJIOK OJrOTOBKHU pedepaTa COOTBETCTBYET NPEABSBISIEMbIM TPEOOBAHUSM.
O11eHKa «XOpOI1I0» BBICTABIISAETCS, €CJIM O0YUAIOLIUICS T0IyCKaeT HETOUHOCTH B
OIpeENCHUSX, TOHATUSAX:
- CBOOOJTHO OPUEHTUPYETCS] B HOPMATUBHOM 0a3e B 00s1acTU OyXrajaTepcKoro yye-
Ta U HAJIOTOOOJIOKEHHUS;
- HEJIOCTATOYHO TOJIHO PACKPBIBAET TEMY;
- YMEET UCIOJIb30BaTh JOTIOTHUTEIbHBIC HCTOYHUKH HH(POPMAIIH;
- HE MOJKET Y€TKO ONPEACTUTh TPAHUIIBI TPOOIEMBI.
O1ieHKa «yI0BICTBOPUTEIBHOY BBICTABISIETCSA, €CIIA 00YJaIOIMINNACS PaCKPhIBACT
JIMIIIb HEKOTOPBIE BOMPOCH TEMBI pedepara:
- IOIyCKAeT OLIMOKU B ONIPEICICHUSX;
- HEBEPHO TPAKTyeT HOPMATHUBHO-TIPABOBBIC JOKYMEHTHI B 00JIaCTH OyXTalTepCKO-
ro yyeTa;
- IOTTYCKaeT JIOTMYECKHE OIIMOKHU B U3JI0KECHHH;
- MHOTHE BBIBOJIBI B pepepare He 000CHOBAHBI,
- cnaboe Bi1aJieHue MaTepraioM TEMBI.
O11eHKa «HEYy10BJIETBOPUTEIBLHOY BbICTABIISIECTCS, €CIIM O0YUYaAIOLIUIICS HE PACKPbLI
TeMy pedepara:
- HE OPUEHTHUPYETCS B MaTepHalie UCCIICJOBAHMUS;
- HE MOJKET BBISIBUTH U PEIIUTH MPOOJIeMy Ha JOKHOM YPOBHE;
- pedepaT HE TOATOTOBJICH;
- OTCYTCTBYET OpUEHTAIIUS B MaTepHUAIIE;
- HEe OCBOEHA Tema pedepara;
- IOTTYIICHBI CYIIICCTBEHHBIE OITUOKH B MPOBEJACHHOM HCCIIEOBAHUH.



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

1. Ponb NOKYMEHTAllUOHHOTO OOECIEUYEHHUs YIpPaBJICHUS B KOMMEPUECKOU es-
TEIBLHOCTHU.
. Uctopuyeckue 3Tanbl CTAHOBJICHUS AEIONPOU3BOACTBA.
. OCHOBHBIE CBOICTBA JOKYMEHTOB U UX (PYHKIIUU B CUCTEME YIIPABJICHUS.
. 3HaYEHHE U UCTOJIb30BAHUE YJIEKTPOHHBIX JOKYMEHTOB.
. HopmaTtuBHO-1ipaBoBOE 00€ecrieueHne pocCUnCKOro J1eI0mpoOr3BO/ICTBA.
. CyurHocTh YyHU(UKAIMY U CTaHAAPTU3AIMH B AEJIONPOU3BOJICTBE.
. OcHOBHBIE BUIBI JOKYMEHTOB 110 ((MHAHCOBO-PACUETHBIM OTEpPALIUSIM.
. [lonsiTue o O1aHKaxX JOKYMEHTOB.
. XapaKkTepuCTUKa BUJO0B OpPraHU3allMOHHO-PACTIOPSAUTEILHON JOKYMEHTAIINH.
10. UudopmarimoHHo-cripaBOUYHAasi JOKYMEHTAIIMS, €€ BUIbI.
11. OOuue cBeieHUsT O TOKYMEHTAIIUU 110 TUYHOMY COCTAaBY.
12. Iopsanok opopmiieHHs TPYIOBOTO AOTOBOPA.
13. Cnyx6a JIOY u e€ 10mKHOCTHOM COCTaB.
14. ®akTopsl, onpenensitonirue Beioop Gopmel ciyk0s JIOY.
15. HomeHnkuatypa Jies1 opraHu3aliyu.

O oo ~NO Nk WN

PexomeHnaanum mo noaAroToBKke NHMOPMAIHOHHOT0 COOOIICHUS

[ToaroroBka MHMOPMAITMOHHOTO COOOIIEHUSI — 3TO BUJ BHEAYIUTOPHOU ca-
MOCTOSITeJIbHOM PaOOTHI MO MOJATOTOBKE HEOOJBIIOr0 MO0 00bEMYy YCTHOI'O COO00-
IICHUS U1l 03BYYMBaHUS Ha CEMUHApE, TpaKkTudeckoM 3aHsaTtuu. Coobimaemas uH-
dbopmarsi HOCUT XapakTep YTOUHEHHS WK 0000IIeHUs, HECET HOBU3HY, OTpaXKa-
€T COBPEMEHHBI B3TJISI] TI0 ONPEICTICHHBIM MPOOJIeMaM.

CoobmieHue oTiaMyaercss OT JOKIQJ0B U pedepaToB HE TOJIBKO 00BEMOM
uH(pOpMaIUK, HO U €€ XapaKTepoOM — COOOIICHUS JTOMOIHSIIOT U3y4aeMblii BOIPOC
(GaKTHYEeCKUMU WM CTaTUCTHYECKUMHU Marepuantamu. Odopmisercs 3agaHue
MMMCBMEHHO, OHO MOJKET BKJIIOYATh DJIEMEHTHI HATJISTHOCTH (WJUTIOCTpPAIUH, JIe-
MOHCTPAIIHUIO).

PernamenT BpeMeHHM Ha 03ByYHBaHUE COOOIICHHS — JI0 5 MUH.

3arpaThl BpeMEHU Ha MOATOTOBKY COOOIIEHUS 3aBUCAT OT TPYIHOCTH cOopa
uH(pOpMaIK, CIOKHOCTA MaTepHalia o TeMe, WHAUBUIYATbHBIX O0COOCHHOCTEH
CTYJIEHTa U OMPEEIISIOTCS MPEIO0/1aBaTeIICM.

Ponw mpenogaBatess B moAroToBKe WHGHOPMAITMOHHOTO COOOIIEHUS:

- OMPENEIUTh TEMY H 11€JTb COOOIICHUS;

- OMPEIEIIUTh MECTO M CPOKHU MTOATOTOBKU COOOITICHMUS;

- OKa3aTh KOHCYJIbTAaTHUBHYIO IOMOINb MpU (POPMUPOBAHUH CTPYKTYpPHI COOOIIIE-
HUS;

b



- PEKOMEHJIOBAaTh OCHOBHYIO WM JIOTIOJIHUTEIBHYIO JINTEPATypy MO TEME COO0OIIe-
HUS,
- OLIEHUTH COOOIIEHUE B KOHTEKCTE 3aHSATHSI.
Ponb oOydaronierocsi B moAroToBke HHGHOPMAIIMOHHOTO COOOLIECHUS:
- cOOpaTh U U3YUYUTH JIUTEPATYPY MO TEME;
- COCTaBUTb IJIaH WIH IPAPUUECKYIO CTPYKTYPY COOOILEHUS;
- BBIICJIUTh OCHOBHBIE MOHSTHS, PACKPBIBAIOIINE TEMY;
- BBECTH B TEKCT JOTIOJHUTEIBHBIC JAaHHBIC, XapaKTEPUIYIONTNE OOBEKT U3YUCHUS;
- 0D OPMUTH TEKCT COOOIICHHS TUCHMEHHO;
- CaTh HA KOHTPOJIb MPEIO/IABATEII0 U 03BYUYUTh B YCTAHOBIICHHBIN CPOK.
Kpurepun oueHku:

OlLieHKa «OTIMYHOY BBICTABISIECTCS, €CIM 00YUYaAIOIINIICS 1aeT MOJTHBIM U MPaBUIIb-
HBII OTBET Ha MOCTABJICHHBIC U JOTIOJHUTEIIbHBIE BOIIPOCHI (€CJIM B TAKOBBIX ObLa
HEO0OXOIMMOCTb):
- OOHapy>KMBAaeT BCECTOPOHHEE CUCTEMHOE U TIIyOOKOE 3HAaHUE MTPOTrPaMMHOTO Ma-
Tepuaa;
- 00CTOATENLHO PAaCKPHIBAET COOTBETCTBYIOIINE METOOJIOTUUECKHE U TeOpeTUYe-
CKHE I0JI0KEHUS;
- IEMOHCTPHUPYET 3HAHNUE COBPEMEHHOM y4eOHON U HAyYHOU JIUTEepaTyphl;
- BJIAJ€ET MOHATUMHBIM aIrapaToMm;
- IEMOHCTPUPYET CIOCOOHOCTh K aHAJIU3y U COMOCTABJICHHUIO PA3IMYHBIX MOJIXO-
JIOB K PEILICHUIO 3asIBICHHON MPOOJIeMaTHKH;
- HOATBEPKIACT TEOPETUUECKUE MOCTYJIATHI MPAKTUYECKUMHU IPUMEPAMU;
- CIOCOOEH TBOPUYECKU MPUMEHATH 3HAHWE TEOPHUM K PElICHUI0 mpodeccuoHa b-
HBIX 3314,
- IMEET COOCTBEHHYIO OIIEHOYHYIO MO3UIIMIO0 U YMEET apryMEHTUPOBAHO U yOe u-
TEJIbHO €€ pacKpbIBATh;
- YETKO M3J1aracT MaTepuall B JIOTUYECKOM MTOCIEI0BATEIBHOCTH.

OrneHKa «XOpOII0» BBICTABISETCS, €CIM  OOYYAIOIIMIICS 1aeT OTBET, OTJIMYAI0-
IIUICST MEHBIIEH 00CTOSTENBHOCTHIO U TITYOMHOM M3I0KEHUS:
- 00HapyXUBaeT MPHU 3TOM TBEPAOEC 3HAHHUE MPOTPAMMHOI0 MaTepUaa,;
- JIOIYCKAaeT HEeCYyIIEeCTBEHHBIC OIMMOKH W HETOYHOCTH B U3JIOKEHHH TEOpeTHYe-
CKOI'0 MaTepuaa, UCIPABICHHbBIE MOCJIE JOMOJIHUTEIBHOTO BOIIPOCa;
- ONUPAETCS MPU MOCTPOSHUU OTBETA TOJBKO Ha 00s3aTEILHYIO TUTEPATYPY;
- TIOJTBEPKAAET TEOPETUUECKUE TMOCTYJAThl OTACIBHBIMH MIPUMEPAMHU U3 MPAKTHU-
YECKOHN ACATCILHOCTH;
- crocoOEeH MPUMEHSATh 3HAaHWE TEOPUHU K PEHISHUI0 3aJad MpodecCHOHATBLHOTO
XapakTepa;
- UCTIBITBIBAET HEOOIBIITNE TPYAHOCTH MIPU ONPEICICHUH COOCTBEHHON OIEHOYHOM
MO3ULINH;
- HaOJI0JaeTCsl HE3HAYNTEILHOE HAPYIIICHUE JIOTUKH M3JI0KEHUS MaTepuaa.
OrneHka «yIOBIETBOPUTEIBHO» BBICTABISICTCS, €CJIM O0YYaIOMUNACS B OCHOBHOM
3HAET MPOTPAMMHBIN MaTeprail B 00BbeMe, HEOOXOAMMOM JIJIsl TIpeICTosIIe pado-
Thl TI0 MPOodecCuu, HO OTBET, OTIUYACTCS HEJOCTATOYHOU IMOITHOTONW W 00CTOS-
TEJIbHOCTBIO U3J10KEHUS:



- IOITyCKAaEeT CYIIECTBEHHbIE OIUMOKN U HETOYHOCTU B U3JI0)KEHUH TEOPETUUECKOTO
MaTepuana;

- OTBET UMEET PENPOAYKTUBHBIN XapaKTep;

- B [1€JIOM YCBOWJI OCHOBHYIO JIMTEPATYpY;

- 0OHapyXMBaeT HEYMEHUE NMPUMEHITh HOPMATUBHBIE MPUHLUIIBI, 3aKOHOMEPHO-
CTH U KaTE€rOpHH JUIsl OObSICHEHNSI KOHKPETHBIX (PAKTOB U SIBJICHU;

- TpeOyeTcsi MOMOIIb CO CTOPOHBI (IIyTEM HABOJAILIUX BOIPOCOB, HEOOJBUIMX
pPa3bACHEHHI U T.I1.);

- UCHBITBIBAET CYLIECTBEHHBIE TPYAHOCTH NPHU OINPEAECICHUH COOCTBEHHOW Olle-
HOYHOM MO3UIIUH;

- HaOJIro1aeTCsl HapyIIeHUE JIOTUKH U3JI0KEHHS MaTepHara.

O1eHKa «HEYIOBICTBOPUTEIBHOY» BBICTABISIETCS, €CIU O0YYAIOMINIiCS 0OHApYKU-
BaeT HE3HAHUE WJIM HENOHUMaHUE OOJbLIEH MM HaubOoJee CyIIECTBEHHOW YacTh
coJiepKaHusl y4eOHOro MaTepuana:

- IOTIyCKaeT NPUHUUIUAIbHbBIE OITMOKHU B OTBETE HAa BOIPOCHI;

- HE MOKET UCIPABUTH OLIMOKHU C MOMOIIBIO HABOASIIUX BOIIPOCOB;

- HE CIIOCOOEH NMPUMEHATh 3HAHHUE TEOPUHU K PELICHUIO 3a/1a4 MPOo(hecCHnOHaNIbHOTO
XapakTepa;

- HE YMEET OINpeAEIUTh COOCTBEHHYIO OIICHOYHYIO MTO3ULUIO;

- IOIyCcKaeT rpy0oe HapylIeHUEe JIOTUKY U3JI0’KEHUSI MaTepuania.

TemaTnka uHGOPMAIUOHHBIX COOOIIEHU A
o y4eOHOM qucuumInHe «/J{okymeHTaluOHHOE o0ecniedyeHue YpaBJJIeHUs»

1. IlepcoHanbHBI KOMOBIOTEP B COBPEMEHHOM JIEJIONIPOU3BO/ICTBE.

2. Ilopsaok opranu3anuu JOKyMEHTOOO0POTa € UCIIOIb30BAHUEM CPEJCTB Telle-
KOMMYHUKALIMH.

3. ABToMaru3zaIus paboThl C JOKYMEHTaMH.

4. Tlopsnok nepeiayu JOKYMEHTOB HAa XPaHEHHE B apXMB.

5. Opranwuzaius paboThl ¢ 00OpalleHus TPaXKIaH.

6. O0111ee npeacTaBIeHUE O TEXHUUECKUX CPEACTBaX B JAEIONPOU3BOICTBE.

7. DkcnepTr3a LEHHOCTH IOKYMEHTOB.

8. KOHTpOJIb NCIIOJIHEHHS TOKYMEHTOB.

9. DTUKET B AE€IOBOM MEpENUCKeE.

10. OcoGenHocTu oQopMIIEHUS TUCEM, TIEPEIABAEMBIX JJIEKTPOHHOM MOYTOM.

11. DnexTpoHHBINA JOKYMEHT: JOCTOMHCTBA U MPOOJIEMbl UCIIOJIb30BAHUS.

12. TpeboBanusi, MpeabSBIsieMble K HW3TOTOBJICHUIO, YYETYy, UCIOJIb30BAHUIO U
XpaHeHHIo OJIaHKOB ¢ BocIpou3BeseHueM ['ocynapcrBeHHoro repba Poccuiickoit
deneparuu 1 repboB cyoneKTOB PD.

13. ITopsimok oopMiIeHUS pe3toMe.

14. SI3bIK ¥ cTUITB CITy>)K€OHOM TOKyMEHTalUH.

15. TpeboBanus, npeabsaBisieMble K 0QOPMICHHIO PEKBU3UTOB Ha I0JIE YTIOBOTO
HITaMIIa.



16. Tlopsimox odopmiieHHs] PEKBU3UTOB, pa3MeIlaeMbIX Ha pabodeMm Tojie JOKY-
MEHTA.

17. TpeboBanus, NpeaAbsBIsieMble K OPOPMIICHUIO PEKBU3UTOB Ha CIIy>KEOHOM TO-
Jie TOKYMEHTA.

18. IIpumepHbI IEpeueHb JOKYMEHTOB, MOJICKAIINX YTBEPKIACHUIO.

19. IlpumepHbIN IEpeUeHb TOKYMEHTOB, HA KOTOPBIX CTABUTCS repOoBasi 1evaTh.
20. TpeGoBaHus Kk 0POPMICHHUIO TPUKA30B 10 OCHOBHOM JESATEIBHOCTH.

PeKOMeHI[aHl/II/I M0 HAMMCAHUIO KOHCITEKTOB NIEPBOUCTOYHUKOB

Hanucanune koHCekTa NepBOMCTOYHUKA (CTaThu, MOHOTpaduu, yueOHUKH,
KHUTH U IIp.) — MPEACTaBIsAET cO00M BUA BHEAYJUTOPHOU CAMOCTOATEIbHON pado-
Thl 0OYyYaIOLIErocs 1Mo Co3JaHuio 0030pa UHpOpMaLMU, coaepKaliencs B 00beKTe
KOHCIIEKTUpOBaHUsl, B Oonee kpatkod ¢opme (IIpunoxenue 2). B xoHcnekrte
JOJKHBI OBITh OTPa’KEHbl OCHOBHBIE IPUHIIMITHAIBHBIE MTOJ0KEHUS HCTOYHUKA, TO
HOBOE€, YTO BHEC €r0 aBTOP, OCHOBHBIE METOJOJIOTHUECKHE MOJIOKEHUS padoTHhI,
apryMEHTBI, 3Tallbl JOKa3aTeIbCTBA U BHIBOJbI. [IEHHOCTh KOHCIIEKTA 3HAYUTEIHHO
MOBBIIIAETCA, €CIM 00YYarOUIUICS U37araeT MbICIIA CBOMMU CIIOBAMH, B JIAKOHHY-
HOI hopme.

KoHcnekT A0mKeH HauMHAThCS ¢ YKa3aHUsA PEKBU3UTOB MCTOYHUKA ((hamu-
JMH aBTOpPa, MOJHOI0 HAMMEHOBaHMsI padoThl, MecTa U roja uzganus). Ocodo 3Ha-
YUMBbIE€ MECTA, PUMEPHI BBIIEISIOTCS IBETHBIM ITOAUYEPKUBAHUEM, B3SITHEM B PAM-
Ky, HIOMETKaMH Ha MOJISIX, YTOOBI aKIIEHTUPOBAaTh HA HUX BHUMaHUE U MpOYHee 3a-
HOMHHTb.

Pabota BeimonHseTcsa nucbMeHHO. O3ByUYHMBaHUIO MOJIJIEKAT IJIaBHbIE MOJIO-
JKEHUS U BBIBOJBI pa0OTHI B BUJIE KPATKOTO YCTHOTO cooOIieHus (3-4 MuH) B pam-
KaX TEOPETUUECKUX U MPAKTUYECKUX 3aHATUNA. KOHTpOIb MOXKET NPOBOAUTHCS U B
BU/JIE TPOBEPKH KOHCIIEKTOB MPEMNO/IaBATEIEM.

3arpaThl BPEMEHHU IPU COCTABJIECHUM KOHCIEKTOB 3aBHUCST OT CIIOKHOCTU
MaTepuaia mno TemMe, MHAUBUAYaJIbHBIX OCOOEHHOCTEH O0ydaroluxcs W omnpese-
JSFOTCS PENOIABATENIEM.

Ponb npenogaBatens npu HalMCaHUHM KOHCIIEKTOB MEPBOUCTOYHUKOB:

- YCWJINTh MOTHBAIIMIO K BBIITOJIHEHUIO 33JIaHUs TTOJOOPOM MHTEPECHOM TEMBI;
- KOHCYJIFTUPOBaHNE 00y4YaOIIUXCsl IPU 3aTPYAHCHUSX.
Pounb 0Oyuaromierocs B HalMcaHUM KOHCIIEKTOB MEPBOUCTOUYHUKOB:
- IPOYUTATh MaTepHall HICTOYHHKA, BBIOPATh TJIABHOE U BTOPOCTENIEHHOE;
- YCTAHOBUTB JIOTHYECKYIO CBSA3b MEXKIY DJIIEMEHTAMH TEMBI;
- 3aIIUCBHIBATh TOJBKO TO, YTO XOPOULIO YSICHWUJ;
- BBIJICNIATD KIIFOUEBBIE CJIOBA U IOHATHUS;
- 3aMEHSTh CJOXKHBIE pa3BepHYThbIe 00OPOTHI TEKCTa 00Jiee JIAKOHUYHBIMU (CBEp-
ThIBAHUE);
- pa3paboTaTh U MPUMEHATH CBOIO CUCTEMY YCJIOBHBIX COKpAIIEHUH.
Kputepun ouenku:



- COJIEPKATEIBbHOCTh KOHCIIEKTA, €r0 COOTBETCTBUE ILIAHY;
- OTPaKEHHE OCHOBHBIX MOJIOKEHUH, pe3yJIbTaTOB padOThI aBTOPA, BHIBOIOB;
- ICHOCTb, JTAKOHUYHOCTb HU3JIOKEHUS MBICIIeH 00yJaroerocs;

- HaJIM4YMe cXeM, rpaduueckoe BblJeIeHIE 0CO000 3HAaUUMON HH(OpMAINK;

- COOTBETCTBUE 0OPMIICHUS TPEOOBAHUSIM;

- TPAMOTHOCTb U3JI0KCHHUS;

- cJlaya KOHCTIEKT B YCTAHOBJICHHBIN CpPOK.

IlepeyeHb NEPBOUCTOYHUKOB /IJIsl HANMCAHUS KOHCIIEKTOB IO

yueOHoii [uciuIuinie «JlokyMeHTaMOHHOE o0ecneuyeHne YIpaBJIeHUs»
1. TpynoBoit konekc Poccuiickoit @enepanuun. [Ipunst I'ocynapcrBennoi Jlymoit
21.12.2001 r. Onoopen CoBerom Denepanuu 26.12.2001 .
2. I'paxxnanckuit konekce Poccuiickorn denepanun.
3. ®enepanbHbiil 3akoH «O koMMepueckoi TaitHe» oT 29.07 2004 r. Ne 98- @3 B
pen. ot 24.07.2007 r.
4. ®enepanpHblii 3ak0H «O nepcoHaNbHBIX AaHHBIX» OT 27.07.2006 r. Ne 152- @3
B pen. oT 25.07 2011 r.
5. ®enepanpHbiii 3akoH «O0 apxuBHOM jene B Poccuiickoit depeparum» OT
22.10.2004 r. Ne 125 — @3 B pen. ot 01.12.2007 t.
6. ®enepanbHblil 3akoH «OO0 AMekTpoHHOM HHUdpoBo noanucu» ot 10.01.2001 r.
No 1-@3 B pen. ot 06.04 2011 r.
7. ®enepanbHblii 3ak0H «O0 MHbOpMaIK, UHOOPMAIMOHHBIX TEXHOJIOTHSIX U O
3amute uHpopmanum» ot 27.07.2006 r. Ne 149-D3
8. ®enepanbHbIi 3aK0H «O MOpsIIKE paccMOTpeHuUs o0palleHuid rpaxaal Poccuii-
ckor @enepaunn» ot 02.05.2006 r. Ne 59-03
9. Obmepoccuiickuii kinaccupukarop ymnpasieHueckor nokymentanuu. OK 011-
93
10. TOCT P 7.0.97-2016 «HaumonanwHbiii cranmapt Poccuiickoit ®@enepamnmu.
Cucrema ctanaapToB mo MHGOpMAIHK, OMOIMOTEUHOMY U M3JATEIBCKOMY JETy.
OpraHu3aIMoOHHO-pacopsAUTENIbHAS JOKyMeHTanus. TpeboBanus K odopmie-
HUIO 10KymMeHTOB» (yTB. IIprka3om Pocctangapra ot 08.12.2016 Ne 2004-cT)
11. Ilocranosnenue I'ockomctata P® mo cratuctuke «O0 yTBep>KIeHUU yHUDU-
[IUPOBAHHBIX (DOPM MEPBUYHON YUETHOM NOKYMEHTALMHM 1O YYEeTy TpyAa U €ro
omnatsl OT 05.01.2004 r. Nel



PexoMeHaanuu Mo BbINOJHEHHUIO 3CCe

Hanucanue scce — 3T0 BUA BHEAYIUTOPHOM CaMOCTOSITENIBHON paboThl 00y-
YAIOIIMUXCS 110 HAIMCAHUIO COYMHEHUS HEOOIBIIOTO 00beMa U CBOOOAHON KOMIIO-
3ULIMM HA YaCTHYIO TEMY, TPAKTYeMYI0 CYOBbEKTHUBHO M 00bI4HO HemnosiHo (IIpuio-
xeHue 3). TemaTnka 3cce JOKHA ObITh aKTyalbHOMW, 3aTPAaruBarollell COBPEMEH-
Hble IPOOJIEMbl 00JACTH W3Y4YEHMS] OUCHUIUIMHBL. OOydaromuiicst OJIKEH pac-
KPBITh HE TOJIBKO CYTh MPOOJIEMBI, TIPUBECTU PA3INYHBIC TOYKU 3PEHUS, HO U BbI-
pa3uTh COOCTBEHHBIC B3IJISAABI Ha Hee. DTOT BUJA pabOThI TpedyeT OT CTyAEHTa
YMEHHsI Y€TKO BBIPAXKaTh MBICIU KaK B MUCBMEHHOUW (opMme, TaK U MOCPEACTBOM
JIOTUYECKUX PACCYKACHUI, SICHO U3JIaraTh CBOIO TOUKY 3PEHHS.

Occe, Kak MPaBUIIO, UMEET 3aJjaHKe, TOCBSAIICHHOE PEIIEHUIO OJHOM U3 IIPo-
OsieM, Kacarouieiicsi o0JacTU y4eOHBIX WM HAy4YHBIX HWHTEPECOB AMCLMILIUHBI,
obmiee npoOIeMHOE 10JIe, HA OCHOBAaHUH YEro o0ydaromuiicss cam GopMylupyer
temy. Ilpu packpbITUM T€MbI OH JIOJKEH MPOSIBUTh OPUTMHAIBHOCTH IMOAXO0Ja K
pelIeHNI0 MPOOJIEMBl, PEAUCTUYHOCTh, MOJE3HOCTh M 3HAYMMOCTh IPEAJIOKEH-
HBIX UJIEH, IPKOCTh, 0OPA3HOCTh, XyA0KECTBEHHYIO OPUTMHAIBHOCTD U3JI0KEHHU.

3arpaTbl BpEMEHHM Ha MOJATOTOBKY MaTepHalla 3aBUCIT OT TPYJHOCTU cOopa
uHpOpMallK, CIOKHOCTU MaTepuaia Mo TeMe, WHIUBUAYaIbHBIX OCOOEHHOCTEN
CTYJICHTa U ONPEIEIISIOTCS IPENOIaBATEIIEM.

B 3aBucuMoCTH OT cHelM(PUKU TUCHUIUIMHBI (OPMBI 3CCE MOTYT 3HAYU-

TenbHO IuddepeHunpoBaThcsi. B HEKOTOPBIX Cilydasx 3TO MOXKET ObITh aHaJIU3
MMEIOIINXCS CTATUCTUYECKUX JIAaHHBIX 0 U3y4aeMoil mpobiieMe, aHaiu3 MaTepua-
JIOB U3 CPEACTB MaccoBOW MH(GOPMAIIMU U UCIIOJb30BAaHUEM M3yYaEeMbIX MOJENEH,
noAPOOHBIN pa3z0op MPEATIOKEHHON 3a/1auu C Pa3BEPHYTHIMA MHEHUSIMH, TIOJI00P U
JeTaTbHBINA aHATU3 IPUMEPOB, UIUTIOCTPUPYIOLTUX MPOOIeMy U T.1I.

CTpyKTYypa dcce

1. TUTYNbHBIN TUCT

2. BBenenue - cyTh 1 000CHOBaHHE BBIOOpA JIAHHOW TE€MBI, COCTOUT U3
psila KOMIIOHEHTOB, CBSA3aHHBIX JIOTMYECKHM W cTHinMcTtudecku. Ha stom srtame
OYEHb BAKHO MPABWJILHO CHOPMYIUPOBATH 1I€Th M MOCTABUTHh BOIPOCHI, HA KOTO-
pbie 00yUaroIUiics COOMpaeTCss HANTH OTBET B X0JI€ CBOETO MCCIIETOBAHUS.
Llpu gpopmynuposanuu yeau obpamume HUMAHUE HA CLEOYIOUWUE BONPOCHL.

- [Touemy BbIOpann 3Ty TEMY?

- B uem cocTouT akTyanbHOCTh BEIOPAHHOM TeMbI?

- Kakue mpyrume mpumepsl uiei, MOAXOAOB WU MPAKTHUECKUX PEIICHUN
BaM U3BECTHHI B paMKax JaHHOUW TeMbI?

- B yem cocrout HOBU3HA IpeIaraeMoro mnoaxoja’?

- Konkpetnas 3ajaya B paMKax TEMbI, Ha PEIICHHE KOTOPOW HAIPaBICHO
acce?

3. OcHOBHAsI 9acTh - TEOPETHUUYECKUE OCHOBBI BHIOPAHHOU TPOOIEMBI U
U3JI0’)KEHUE OCHOBHOTO BoIpoca. /laHHas yacTh mpeanoaraeT pa3BUTHE apryMeH-
Talliy U aHalin3a, a TaK)kKe 000CHOBAHUE WX, UCXO/S U3 UMEIOIINXCS TaHHBIX, JIPY-



TUX apryMEHTOB U MO3MIMI [0 3TOMY BOHIpocy. B 3TOM 3akirouaercsi OCHOBHOE
CoJlep KaHUe 3CCe U ATO MPECTaBIIAET COOO0M IaBHYIO TPYyAHOCTh. [loaTOMyY Bax-
HOE 3HaU€HHE UMEIOT MOJ3aroJIOBKH, HA OCHOBE KOTOPBIX OCYIIECTBISETCS CTPYK-
TypUpPOBaHUE APTYMEHTAIMHM; UMEHHO 3/1eCh HE0OXOJMMO O0OCHOBATh (JIOTHYE-
CKU, UCTOJNB3Ys JaHHbIC WM CTPOTHE PACCY>KIEHHUS) MpejjiaraeMyro aprymMeHTa-
nuto/ananus. Tam, rie 3To He00X0IMMO, B KAYECTBE AaHAIIUTUYECKOTO HHCTPYMEH-
Ta MO>KHO UCIOJIb30BaTh TpadUKu, TUarpaMMbl U TaOIHUIIBL.

B mporecce moctpoenust scce HE0OXOAUMO TOMHHTH, YTO OJWH maparpad
JIOJDKEH COJIEPkKaTh TOJBKO OJHO YTBEP)KJIECHHUE U COOTBETCTBYIOIIEE JI0KA3ATENb-
CTBO, MOJKPEIJICHHOE TpadUIecKuM U WILIIOCTPATUBHBIM MaTepuanoM. CienoBa-
TEJIbHO, HAIOJIHAS COACPXKAHUEM pa3/ielibl apryMeHTalHue (COOTBETCTBYIOLIEH
10/13ar0JI0BKaM), HEOOXOUMO B Ipejenax naparpada orpaHuduTh ce0sl paccMOT-
PEHUEM OJTHOM TJIABHOM MBICIIH.

XO0poIIo MpOBEPEeHHBIN (M Il OOJBIITMHCTBA - COBEPIISHO HEOOXOMMBIN)
croco0 MOCTPOEHUs JH00O0ro 3cCe - UCHOIb30BAHUE IMO/I3ar0JIOBKOB JUJIsl 0003HA-
YEHUS KJIFOYEBBIX MOMEHTOB apryMEHTUPOBAHHOIO U3JIOKEHHUS: 3TO IIOMOTaeT I10-
CMOTpPETh Ha TO, YTO MPEANOJAraercs cieiarh (M OTBETUTh Ha BOIPOC, XOPOUI JIH
3aMbIcen). Takol MOAX0 MOMOJKET CJIEI0BATh TOYHO OINPEICIICHHON LENH B J1aH-
HOM HcciaenoBaHuu. D(P(EeKTUBHOE UCIOJIb30BaHUE IOJ3ar0JOBKOB - HE TOJIBKO
0003HaUYE€HNE OCHOBHBIX IYHKTOB, KOTOPbIE HEOOXOAMMO OCBETHTh. VX mocneno-
BaTEJIbHOCTh MOYKET TAK)K€ CBHJIETEIbCTBOBATH O HAJIWYUU WIH OTCYTCTBUU JIO-
TUYHOCTU B OCBEUICHUU TEMBI.

IIpumepnas cmpykmypa 0CHO8HOU Yacmu 3cce:

* AHanu3 aKTyaJlbHOTO MOJIOXKEHUS Jied B BbIOpaHHOU oOnactu. boseBbie
TOYKH, AKTyaJIbHbIE€ BOIPOCHI, 33/1a4H.

* AHanu3 Mep, NpPEeaIpPUHUMAEMBIX TOCYJAapCTBOM, BJIACTSIMHU, TocyAap-
CTBEHHBIMHU YUPEXKICHUSMHU, YACTHBIMU JIUIIAMHU, JJIS1 PEIICHUS aKTyalbHBIX 3a]1a4
B BBIOpaHHOMW 00J1aCTH.

* [Inrochl U MUHYCHL.

* HM3noxxeHue cOOCTBEHHOIO MOAX0a / HJIEH.

* HeoOxoaumbie pecypcsl sl BOIUIOIIEHUS JaHHOTO noaxoaa. [Inan mepo-
MIPUSITUH 110 BOIUIOLICHUIO UEU.

* IIpakTHueckre peKOMEHIaluH.

* IlepcneKkTHBBI UCMIONB30BAHUS JAHHOTO MOJIX0/1a / €ro pa3pabdoTKH.

* [Inrocsl 1 MUHYCHI NIPEIIOKEHHOU UEH.

* Jlpyroe.

4. 3akntoueHue - oOOOIIEHUST U apryMEHTUPOBAHHBIE BBIBOJBI MO0 TEME C
yKazaHueM 00J1acTu ee npuMeHeHus u T.4. [loapIToxkuBaeT 3cce Uiy enie pa3 BHO-
CUT MOSICHEHUS, TOJKPEIISET CMBIC U 3HaYE€HUE M3JI0’)KEHHOI'O B OCHOBHOM 4Ya-
cTU. MeTo/bl, pEKOMEHyEMbIE JJII COCTABJICHMS 3aKIIOYEHUS: TTOBTOPEHUE, WII-
JOCTpauys, LUTATa, BIECYATISIIOLIEE YTBEPXKACHHE. 3aKIOYEHUE MOXKET COHEp-
’KaTh TAKOW OYEHb BAXKHBIM, JOMOJIHSIOMIMN ICCE IIEMEHT, KaK yYKa3aHWE HA MPH-
MEHEHHE UCCIIeI0OBaHus, HE UCKITI0Yasi B3aMMOCBSI3H C APYTUMHU IpodiieMaMu.



B kauectBe OIHOI'0 M3 BO3MOJKHBIX BApPHWAHTOB IMOATOTOBKHW K HAIIMCAHHWIO
9CCC MOXKHO IPECAJIOKNUTL KIUIIC HauOoJIee J4acTo HCIIOJB3YCMbBIX B COUYMHCHUAX -

PaACCYKICHUAX

Berynuienne

OcHoBHAA 4YaCTh

3akjao4yeHue

Jlist MmeHst Ta pasa
SIBJISIETCSI KJTFOYOM K TIOHMMAaHHFO

Bo-niepBbIx, . ..
Bo-BTOpHIX,...

Takum obGpazom,...

Br160op naHHOM TeMbl
MPOJIUKTOBAH CIIEYIOITUMU
COOOpaKCHUSIMU. . .

PaccMOTpuM HECKOJIBKO IOIXOJOB. ..
Hamnpuwmep...

[TogBenaem oOmmii UTOT pac-
CYXKJICHHIO. ..

ITopasuTenbHbIi IPOCTOP
JUISL MBICJIA OTKPBIBAET 3TO
KOPOTKO€ BBICKa3bIBAaHHUE. ..

[TpowmrocTpupyeM 3TO TOJO0KEHUE
CIIEYIOIIUM IPUMEPOM. ..

Hrak,...

Huxkorpa ve gymain, yto
MEHS 3aJICHET 3a >KMBOE HJiesd O
TOM, YTO...

/[na nonemuyeckozo scce:

C oJIHOM CTOPOHBI,. ..

C npyroii CTOpPOHBHL,. ..

s BblAEpKUBAHUS apryMEHTOB B
OCHOBHOM 4YacCTH 3CCE€ MOXKHO BOC-
MOJIb30BaTbC ~ TaK  Ha3bIBAEMOU
[TOIIC-dopmymoii:

I1 - monoxenue (yrBepkaeHue):

A cuumaro, umo...;

O — oOwsicuenue: Ilomomy umo...;

I1 — npumep, wiuroCTpanys:
Hanpuwmep...;

C — cyxnenue (UTOroBoOe):

Takum obpazom...;

NmenHo nmostomy s HE MoO-
Iy COIIACUTBCS C aBTOPOM
BBICKA3bIBaHUI. . ..

Dcce MOXKET OBITh MPENICTABIICHO HA MPAKTHYECKOM 3aHATHM, Ha KOHKYpCe
CTYJIEHYECKUX PabOT, HAYUHBIX KOH(DEPEHIIUAX.

Ponp npenogaBaTesns B HaMCaHUU ACCE:
- IOMOYb 00yUaroIIEeMycsi B BHIOOpE NCTOYHUKOB MH(GOPMAIIUH 110 TEME;
- IOMOYb B (JOPMYJIMPOBAHUU TEMBI, 11€JT1, BHIBOJIOB;
- KOHCYJIbTUPOBATH MPH 3aTPyTHCHUSIX.

Ponb oGyuaromerocs:

- BHUMATEJIbHO MPOYUTATh 3aJlaHle U CHOPMYIUPOBATH TEMY HE TOJIBKO aKTyaslb-
HYIO IO CBOEMY 3HAYEHHUIO, HO U OPUTHHAIIBHYIO U HHTEPECHYIO MO COACPKAHUIO;

- nogo0paTh U U3y4YUTh UCTOYHUKHU IO TEME, COAepKalliue B HUX HH(POPMALIHIO;

- BBIOpaTh IJ1aBHOE U BTOPOCTENIEHHOE;

- COCTAaBUTH IIJIaH 3CCEC,

- JJAKOHUYHO, HO €MKO PACKPLITh COACPIKAHHC HpO6HCMBI H CBOU ITOAXOObI K €€

pEIIEHHIO;

- 0(hOpMUTH 3CCE U CZIaTh B YCTAHOBJICHHBIN CPOK.

Kpurepun ouenku:

Dcce OLICHUBAETCS Ha «OTIMYHOY, €CIIH:
1. IlpencraBnena coOCTBeHHas] TOUYKa 3peHUsS (TIO3UIMS, OTHOIIECHWE) TIPH

PACKPBITHH MPOOIJIEMBI.




2. Ilpobnema packpbiTa Ha TEOPETUYECKOM YPOBHE, B CBS3X U ¢ 0OOCHOBA-
HUSMU, C KOPPEKTHBIM HCIOJIb30BAHUEM OOIIECTBOBEIUECKUX TEPMUHOB U MOHS-
TUW B KOHTEKCTE OTBETA.

3. Jlana apryMeHTaIusi CBOEro MHEHHS C ONOpOi Ha (paKkThl OOIIECTBEHHOM
YKU3HU WY JTMYHBIN COLIMATIbHBIN OTIBIT.

Dcce OIEHUBAETCS Ha «XOPOIIIOY, €CIIU:

1. IlpencraBneHa coOCTBeHHas: TOYKa 3peHUs (MO3UIUS, OTHOUICHUE) MpHU
PACKpBITUU NPOOJIEMBI;

2. IIpoGnema packpbiTa ¢ KOPPEKTHBIM HCIOJIb30BAaHUEM OOIIECTBOBEAUC-
CKUX TEPMUHOB U MOHSATUI B KOHTEKCTE OTBETA (TEOPETHUYECKHE CBSI3U M OOOCHO-
BaHUS HE MPUCYTCTBYIOT WX SBHO HE MTPOCIIEKUBAIOTCS);

3. Jlana apryMeHTalMs CBOEr0 MHEHHs C ONOPOil Ha (PaKThl OOIIECTBEHHOM
’KM3HU WIH JJUYHBIA COIUATBHBIN OTIBIT.

Dcce OLEHUBAETCA Ha «YIOBIETBOPUTEIILHOY, €CIIH:

1. IlpencraBiena coOCTBEHHAs TOYKA 3peHUs (MO3UIIMS, OTHOIIECHUE) TPH
PACKPBITUH TPOOJIEMBI;

2. Ilpob6nema packpsita npu (pOpMaJIbHOM KCIIOJIB30BAHUN OOIIECTBOBEIUE-
CKHX TEPMHHOB;

3. Jlana apryMeHTaIusi CBOET0 MHEHHS ¢ ONOpoil Ha (pakThl 00IIEeCTBEHHON
YKU3HU WU JIMYHBIN COLIMANIbHBIN OMBIT 0€3 TEOPETUIECKOTO 000CHOBAHUS.

Dcce OLIEHUBAETCA Ha «HEYIOBJIETBOPUTEIBHOY, €CIIU:

1. He mpeacraBineHa coOCTBEHHAs: TOYKA 3peHUs (IIO3UIMs, OTHOIIECHUE) TIPU
PACKpBITUH;

2. IIpobsieMsbl, mpobieMa pacKpbiTa Ha OBITOBOM YPOBHE;

3. AprymeHTanusi CBOero MHEHUs CJ1a00 CBsA3aHa C PACKPBITUEM MPOOIEMBI.



TemaTuka 3cce
1o y4eOHO# JucuuIInHe «JJokyMeHTaAuMOHHOe o0eceYeHue ynpaBJaeHUs»

Tema 1.1. IlonsiTHE 0 JOKYMEHTE

1. Poib 1OKYMEHTOB B JI€70MPOU3BOICTBE.

2. OcoOeHHOCTH MOCTPOCHHUS CUCTEMBI JOKYMEHTAIIUH.

3. DIEKTPOHHBINA JOKYMEHT B COBPEMEHHOM JIEJIONPON3BOICTRE.
4. CoBpemeHHas KiaaccupUKaIMs JOKYMECHTOB.

5. IlpakTyeckoe U IOPUANYECKOE 3HAUEHUE IOKYMEHTOB.



PexomMeHaanum mo coOCTABJIECHHUIO rjoccapus

CocraBnenue rioccapus — BUJ CaMOCTOSITENILHOW pabOThl 00ydarouuxcs,
BBIpaKAIONICHCs B MOAOOpPE M CUCTEMATU3allMd TEPMUHOB, HEMOHSTHBIX CIIOB U
BBIPKEHUI, BCTPEUAIOIIUXCS TIPU U3YYEHUH TeMbl. Pa3BUBaeT y CTyJEHTOB CHO-
COOHOCTH BBIJICNIATH TJIaBHbIE MOHATHS TEMBI U (hopmynupoBaTh ux. Odopmisercs
MMCbMEHHO, BKJIIOUAET Ha3BaHUE U 3HAYEHUE TEPMHUHOB, CJIOB U MOHATHH B amda-
BUTHOM MOPS/JIKE.

3aTpaThl BpEMEHH 3aBUCAT OT CI0KHOCTH Marepualia o TeMe, UHIUBHUIY-
AJIbHBIX OCOOEHHOCTEN CTYICHTA U ONPEIEISAIOTCS MPENOAaBaTEIEM.

Ponb npenogaBatens B COCTaBICHUH IJI0CCAPHUS:

- OTIPENICTIUTh TEMY, PEKOMEHIOBATh 00YJaroIeMyCsl HCTOYHUK HH(POPMAIINH;
- TPOBEPUTH HCIOJIb30BAHUE TEPMHUHOB U CTENEHb A(PPEKTUBHOCTU B paMKax
MPAKTUYECKOTO 3aHSATHUS.
Ponb oGyuaromerocs:
- IPOYUTATh MaTepUal UCTOYHUKA, BEIOPATh TJIaBHBIE TEPMUHBI, HETTOHSTHBIE CJIO-
Ba;
- TO100paTh K HUM M 3alKCaTh OCHOBHBIC ONPECIICHUS UM PaCIIU(PPOBKY MOHS-
THM;
- KPUTUYECKU OCMBICIIUTD MOI0OpAaHHBIE OMPEICTICHUS U MOMBITATHCS UX MOAU(U-
UPOBAThH (YIPOCTUTH B IJIaHE YCTPaHEHUS U30BITOUHOCTH U MOBTOPEHUN );
- oopMuTh pabOTy U MPEACTABUTh B YCTAHOBJIEHHBIN CPOK.

Kpurepun onenku:
- COOTBETCTBUE TEPMHUHOB TEME;
- MHOT'OACTIEKTHOCTh MHTEPIPETAIIMUA TEPMUHOB U KOHKPETHU3AIIMSI UX TPAKTOBKH B
COOTBETCTBHH CO CTIEITU(DUKON U3YUEHUS TUCITUTIINHBI;
- COOTBETCTBUE 0OPMIICHUS TPEOOBAHUSIM;
- paboTa cjaHa B yCTaHOBJICHHBIN CPOK.



IlepeyeHb OCHOBHBIX TEPMHHOB /IJISl COCTABJIEHHUS TJI0CCAPHS
1o y4eOHoii nucuuiuiuHe «/JlokyMeHTanimonHoe odecrnevyeHne ynpaBjieHUus»

. ApxuB

. bnank

. Buza

. Bxomamuii TokyMeHT

. I'pud

. Jleno

. JemonpounsBoacTso

. JlokymeHnT

. lokyMeHTHpOBaHUE

10. IokyMEeHTOOOO0pOT

11. Unnexc

12. Ucxoasumii JOKYMEHT

13. KoppecnionaeHT

14. Homenknatypa nien

15. Opurunan fo0KymeHTa

16. Odopmiienue nena

17. PexkBU3UT NOKyMEHTA

18. Cucrema ntoKkyMeHTauuu

19. Cucrema TOKyMEHTUPOBAHUS
20. CranpapTuzanus

21. Tabenp

22. TunoBsle TOKYMEHTBI

23. TpadapeTHblii JOKYMEHT

24. Yaudukarus

25. ®Ganbcudukanys 10KyMEHTOB
26. ®opMmyIsp JOKyMEHTa

27. DkcnepTu3a IeHHOCTH JJOKYMEHTOB
28. DNEKTPOHHBIN JOKYMEHT

29. FOpuaudeckas cuia T0KyMEHTa
30. fA3bikoBas hopmyna JTOKyMeHTa

O 00 1N DN K~ W —



PexoMeHn1anuu mo MeToAMKe pelieHUsl KeicoB

Pewenue cumyayuonnvix 3a0au (xeiicog) — 3T0 BUJ CaMOCTOSITEIbHOM pa-
00ThI 00YyYaIOUINXCS MO pelIeHni0 KOHKpeTHbIX mpobnem (IIpunoxenue 4). Ilpu
pelIeHUN CUTYallMOHHBIX 3a7a4 TpeOyeTCs] CaMOCTOSTEIbHBIA MBICIUTEIBHBIN TO-
HCK caMod TmpoOsieMbl, €€ pelieHus. Takol BHJ CaMOCTOSTEIbHOW pPabOThI
HaIlpaBJICH Ha PAa3BUTHE MBIIUICHUS, TBOPUECKUX YMEHHUM, YCBOCHUE 3HAHUM, J0-
OBITBIX B XOJI€ aKTUBHOTO TIOUCKA U CaMOCTOSITENIbHOTO perieHus: mpoodiem. Cre-
JyeT OTMETUTD, YTO TaKUe 3HaHUs 00Jiee MPOYHbIE, OHU MO3BOJISIIOT 00yYaromeMy-
Csl BUJIETh, CTABUTH U pa3peliaTh KaK CTaH/IaPTHBIE, TAK U HE CTaHJAPTHBIC 3a]1a4H,
KOTOpbIE MOTYT BOSHUKHYTH B JaJIbHEHIIIEM B IPO(ECCHOHAIBHOM 1eATETHHOCTH.

Pemenus cuTyallmoOHHBIX 3a/1a4 OTHOCSTCS K YACTUYHO MOUCKOBOMY METOMY
U MpeArnoaraeT TpeTuil (MpUMEHEHHE) U YETBEPThId (TBOPUYECTBO) YPOBEHb 3HA-
HUM. XapaKTepUCTUKHU BBIOPAHHOW I CUTYallMOHHOW 3a7aud MpoOJIEMBbl U CIIO-
cOOBI €€ penIeHus ABJIAIOTCS OTIPABHON TOUKOW JJI OLIEHKH KauyecTBa 3TOro BUIA
pabor. B nuHaMuke 00y4eHHUs CIOKHOCTh MPOOJIEMBl HAPACTAET, U K €ro 3aBep-
IIEHUIO JIOJKHA COOTBETCTBOBATH CIOXKHOCTH 33]ay, MOCTABICHHBIX Mpodeccro-
HaJIbHOW JIEATEIBHOCTHIO HA HAYAJIbHOM JTalle.

OdopmistoTcss OTBEThl NUCbMEHHO. KOJIMYECTBO CUTYallMOHHBIX 3a7ad U
3aTpaThl BpEMEHHU Ha UX PELICHMsI 3aBUCAT OT 00beMa MH(POPMAIUH, CI0KHOCTH U
o0beMa pelraeMbIX MpoOsieM, WHAMBUAYAIbHBIX OCOOEHHOCTEH OOyyaroumxcs u
OIIPEIEISIIOTCS ITPENOIABATEIIEM.

Posie npenogasarens:

- OIIPENENUTh TEMY, TUOO pa3/ie] U pEKOMEHI0BATh JIUTEPATYPY;

- coo0muUTH o0yuaronemMycsi tHGOpPMaIUI0 O METOJIaX MOCTPOCHUS MPOOJIEMHBIX
3ajay;

- KOHCYJIbTUPOBATh CTYAEHTA NPU BOSHUKHOBEHUHU 3aTPyIHEHHUIA;

- OLICHUTH PabOTy 00YyUYarOIIErocsi B KOHTEKCTE 3aHATHA (MPOBEPUTH WJIK OOCYIUTH
€€ CO CTYJICHTaMHu ).

Ponb obyuaromierocs:

- U3y4YUTh y4eOHYIO HH(POPMAITHIO 110 TEME;

- IPOBECTU CUCTEMHO — CTPYKTYPUPOBAHHBINA aHAJIU3 COACPKAHUS TEMBI;

- BBLACIIUTH NPOOJIeMy, UMEIOUIYI0 HHTEUIEKTyaJIbHOE 3aTPyAHEHHE, COINIacoBaTh
C MperoaaBaTeseM;

- 1aTh OOCTOSATEIbHYIO XapaKTePUCTUKY YCIOBUHN 3aauH;

- KPUTHYECKU OCMBICIUTh BapUaHTHl U MOMBITAThCA UX MoAU(ULIHMpOBaTH (YIpo-
CTUTH B IJIaHE U30BITOYHOCTH);

- BBIOpATh ONTUMAJbHBIA BapUaHT (IIOA00pATh M3BECTHBIE M CTAHJAPTHBIE AJTO-
PUTMBI JEHUCTBUA) WM BapUaHThI pa3pellieHus npoOiaeMbl (€Ciu OHa HE CTaHAapT-
Has);

- 0(bOpMUTH U CIaTh Ha KOHTPOJIb B YCTAHOBJICHHBIN CPOK.

[IpoBepka u oLEHKA 3HAHUK HOJLKHBI MPOBOAUTHCA COTJIACHO OIPEIIEIICH-
HBIM TpPeOOBaHUSM K OLIEHUBAHMIO, 3TO:



- YMEHHUE aHAIU3UPOBATHh CUTYAllI0 U HAXOAUTHh ONTUMAJIIBHOE KOJUYECTBO
pEUIEHN;

- yMeHue paboTaTh ¢ HH(MOpMaIUME, B TOM YKClie YMEHHE 3aTpeOoBaTh J0-
MOJIHUTENBHYIO HH(OpMAIUIO, HEOOXOAUMYIO JIJIsl YTOUHEHUS CUTYAIIHH;

- YMEHUE MOJIEJINPOBATh PEIICHUSI B COOTBETCTBUU C 3aJaHUEM, IIPEACTAaB-
JSITH pa3IMyHbIe MOAXO0/bI K pa3paboTKe MIaHOB JEHCTBUN, OPUEHTUPOBAHHBIX HA
KOHEUHBIN PE3YJIbTAT;

- YMEHUE NPUHATH NPABWIBHOE PEIICHUE HA OCHOBE aHAJIN3a CUTYAllUH;

- HABBIKM YETKOT'O M TOUHOTO U3JIOKEHUS COOCTBEHHON TOUYKH 3PEHHUS B YCT-
HOM ¥ MUChbMEHHOU (PopMe, YO TUTETHPHOTO OTCTAUBAHUS CBOCH TOUKH 3PEHUS;

- HABBIK KPUTHUYECKOI'O0 OLICHUBAHUS PA3JIMYHBIX TOYEK 3PEHUS, OCYIIECTB-
JIEHHE CaMOAaHaIN3a, CAMOKOHTPOJIS U CAMOOLICHKH.

MOXHO TPEAIOKUTh CICAYIOMMUN anrOpuT™M pabOThl MPHU UCIOIH30BAHUU
KENC-METO/1a, KAK TEXHOJOTUHU U KaK OLIECHOYHOTO CPEJICTBA.

da3a . .«
JelicTBus mpenogaBarteJst HeiicTBus o0y4yaruerocs
padoThbI
1. [TonGupaer ketic
2. OnpenensieT OCHOBHBIE M BCIIOMOTa- o
1.ITomy4aeT Keic U CIUCOK PEKOMEHye-

TCIIBHBIC MaTepI/IaJILI JIA IIOATrOTOBKH o

Jlo 3aHsaTus MOl JINTepaTyphl

00y4aromuxcs
. 2. UnauBuayanbHO TOTOBUTCS K 3aHATHIO

3. Pa3pabatbIBaeT ClieHapHid 3aHATHS

1. OpraHusyer mpeaBapuTeIbHOE 00-

CyXKJIEHUE Kenca

2. JlenuT Trpynmy Ha MOATPYIIIBI

3. PykoBoaut oOcyxIeHueM Keiica B

noJArpynnax, ooecrneynBast UxX JOMOJIHU-

TEJbHBIMU CBEACHUAMHU

1. 3amaeT BOMpOCHI, YriyOsIoNie MOHHU-
MaHMe Keica U IpoOIeMbl

2. Pa3pabarbiBaeT BapuaHThl pEILIECHUH,
CJIyILIAET, 4YTO TOBOPAT APYyTHE

3. IlpyHUMaeT WM y4acTBYeT B INPHHS-
TUU PELICHUN

Bo  Bpewms
3aHATUSA

1. OuenuBaer paboTy o0OydaromMXCs
[Tocne 3ans- p Y OobyH 1. CocraBisieT MMCbMEHHBIE OTYETHI O 3a-
2. OueHMBAaET MNPHUHATHIE PELICHUS H

THUA HATHUHU I1O0 I[aHHOﬁ TEMEC
IMOCTAaBJICHHBIC BOIIPOCHI

Kpurepuu ouenku:

O11eHKa «OTIUYHOY» BBICTABIISETCS, €CIIU O0YyJArOIIUNCS CIIOCO0eH K 0000IIESHHUIO,
aHaIIM3y ¥ BOCTIPUATHIO HHPOPMAIUH:

- BIIAJICET KyIbTYPON MBIIUICHUS;

- CIOCOOEH K TIOCTAHOBKE 11€JIU U BBIOOPY MyTeH €€ JOCTUKEHUS;

- TIPUMEHSET METO/bl 00padOoTKU MH(GOPMAIMHU, TEOPETUUECKOTO0 U IKCIIEPUMEH-
TaJTBHOTO UCCIICIOBAHMSI,

- yMeEeT JIOTHYECKH BEpHO, apTyMEHTHPOBAHO M SICHO BBICTPOHMBATH YCTHYIO U
NUCHMEHHYIO PeUb;

- TOTOB K pa0OTe B KOJUIEKTHBE;

- YMEEeT UCI0JIb30BaTh HOPMATUBHO-TIPABOBBIE JOKYMEHTHI B CBOEH 1€ATEIHHOCTH.
O1eHKa «XOpOIL0» BBICTABISETCS, €CIM OOYyYarolUiics JOMycKaeT HeOOJbIIne
HETOYHOCTHU:



- BJIaJIe€T OCHOBHBIMHM METOJIaMH, CTIOCOOAMH M CPEJICTBAMHU TIOJyUCHHUS U TIepepa-
00TKH nHpOpMaIIH;

- UMEET HaBbIKU PabOThI C KOMIIBIOTEPOM KaK CPEeJCTBOM YIIpaBjieHUs nHpopma-
104 (S)

- IOIyCKaeT HE3HAYUTENbHbIEC OIMOKH B ONPEACTICHUSIX U (HOPMYITHPOBKAX;

- CIIOCOOEH UCTIO0Ib30BaTh HABBIKK BEICHUS TUCKYCCHH;

- HEJIOCTATOYHO MOJTHO 3HAET MPOrPAMMHBIN MaTepHall.

OrneHka «ya0BIETBOPUTEIHHO)» BBHICTABISETCS, €CITM 00YJAIOITUICS UMEET HU3KHMA
YPOBEHb 3HAHUN:

- HE BJIQJIceT HaBBIKAMU U MPUEMAMH BCECTOPOHHEIO aHaIM3a CUTyalluil U3 mpo-
dbeccroHaNbHON AeATETHLHOCTH;

- HE YMEET CaMOCTOSTEIbHO IPUHUMATh PELICHH] Ha OCHOBE IPYMNIIOBOTO aHAIN3a
CUTYaIIWH;

- 3HAET JIUIIb HEKOTOPbIE BOMPOCHI MPOrPAMMHOI0 MaTepuaa;

- HE YMeeT yOeUTEeIbHO MPENOJHOCUTH, 000OCHOBBIBATh U 3aIUIIATH CBOIO TOUKY
3peHusl.

OrneHka «HEYJOBJIETBOPUTEIHLHO» BBICTABIISETCS, €CIM OOYYAIONIUIICS HE OCBOMII
MPOrpaMMHBIN MaTepua:

- HE YMEET Pa3MbIIUIATh U PACCYKAATh, UCIOJIb3YsI COOTBETCTBYIOIINE CBSI3aHHBIC
MeXIy co00r (OpMBI MpeACTaBICHUS;

- He yMeeT (OpMYyIUPOBATh U U3NIAraTh CBOIO MHTEPIPETALIMIO U PACCYKICHUS;

- HE IOHUMAET POOIEMHYIO CUTYAIIHIO;

- HE BJIAJICET NMPAKTUICCKAM OTBITOM H3BJICKATh IOJIb3Y W3 CBOMX M UYXKHX OIIH-
00K, omMpasich Ha TaHHBIE OOPATHOM CBSI3H.



Keiic-3agaun
1o yueOHoi auciuminHe «/JlokyMmeHTallHOHHOE 00ecTiedeHue YIpaBJdeHUsI»

Tema 1.4 Opranu3anMoOHHO-PACIOPAAUTEIbHbIC JOKYMEHTbI

3agaua 1

Otenp "Mopdeii" pacmonokeH Ha MOPCKOM Oepery, psiMO HAITPOTHUB MOPHI.
D10 oueHsb oporoi Kypopt. B otene 120 HoMepoB, OoJblas 4acTh U3 HUX — MO-
BBIIIEHHOW KOM(OPTHOCTH. 3/1€Ch OCTaHABIMBAIOTCS Ha MPA3JHUKUA U BO BpEMs
JICNIOBBIX MOE3/I0K. B oTene urparoT cBagbObl, MPOXOIAT BHICTABKH, KOH(GEPEHIINN
U JIeJI0BbIe BCTpeun. Pectopan n O0apbl OTKPBITHL HE TOJIBKO ISl MOCTOSUIBIIEB OTE-
75, HO M JUIA BCeX JKeJalux. Kpome Toro, B oTene €cTh 3aKycO4YHas, MarasuH,
KOMHATBI JJI1 UTP U OM3HEC-LEeHTp. 37ech OoJiblIasi aBTOCTOSIHKA, @ B cajlly — TEH-
HUCHBIE KOPTHI U IJIOLIAAKU JUIsl IPYTUX CHOPTUBHBIX UTp. Taxxke ecTh OaccelH
II0JT OTKPBITHIM HEOOM, CayHa U MHO>KECTBO CIIOPTUBHBIX 3aJI0B.

HecMoOTpst Ha MIMPOKHI CHEKTP NPEIOCTABISIEMBIX YCIYT, a TAK)KE IITAT
npo(eCCHOHANBHBIX U MMEIOIIUX OONBIION ONMBIT pabOoThI CIIyXKallluX, Aeja UAYT
HE TaK XOpOIlo, KaKk TOro XoTenock 0bl. Kpome Toro, B mocieaHee BpeMs yBeIU-
YUJIOCh YMCJIO HAPEKaHUM CO CTOPOHBI KIIMEHTOB HA KAYECTBO MPEIOCTABISEMBIX
oTesieM ycayr. B 1ensiX BBIICHEHUS NPUYUH CHUKEHUS KAayeCTBa YCIYT PEIICHO
MPOBECTU COBEIIIAHUE METOAOM "OpelH-CTPOMUHT".

Pemure cutyanuro. CoctaBpTe 1 0pOpPMHUTE HA KOMIIBIOTEPE MPHUKA3 MO pe-
OpraHu3alyy JesITeIbHOCTH OTES.

3agaua 2

[To moroBopy Ne 28/12 ot 30.04.20  10MKHO MOCTYNHUTH MPOAYKIHMH (IITH-
depa) B koa-Be 5000 kB.M. Ha cymmy 250000, pakTueCKH MOCTYNUIIO MPOAYKIIHH
B Kosi-Be 4800 kB.M. Ha 240000 py6iiei, 4TO MOATBEPKACHO HAKIATHON JKEJIe3HO-
nopoxkHoit cranuuu Ne 566 ot 02.05.20 . B cBsi3uM ¢ HEIONMOCTaBKON BO3HUKIIU
YOBITKH OT TIPOCTOSI M HA MEPOTPHUATHS 10 JUKBHIAINHA 3TUX YOBITKOB OBLIO H3-
pacxojoBaHo gonoHuTENbHO 4000pyo0.

[ToctaBmmk: OOO «bAH» anpec: r.Mocksa yn. Kyry3osckas na.125
Ten.158-59-63. qupekrop: ®.H.bypkees

[ToxynaTtensb (coctaBUTENnb NpeTeH3MOHHOro nuckma): OO0 «Mammay
r.JlennHoropck PT, yi.I'opekoro 56 Ten./dakc 5-89-65,p/c
Ne12345678910121415002 B 6anke «Ak-bapcy r.JIeauHOropcka

Hupextop: M.C. Cserukona, 1. oOyxranrep [1.0.Kapruna

CocTaBpTe NPETEH3MOHHOE MHUCHMO MOCTABIIMKY 00 yIUlaTe HEYCTOWKU B
pazmepe 8% OT CTOUMOCTH HEAOMOCTABICHHON MPOTYKIINH.

3agaua 3



Havanpnuk cuyxOb1 copita OOO «Berac» r. Jlennnoropck Banentuna
[lerpoBHa EropoBa moBepsieT 3aMECTUTENIO PYKOBOJAUTENS MO OOLIMM BOIpOCaM
Anne KopueeBne TpogpumMoBOii MOTYyYUTh 3apa0OTHYIO IJIATY 32 aBI'YCT MECHII.

Janubie EropoBoii:

[Tacnopt cepun 9203 Ne 458796 Bernan OB/I r. JIennnoropcka 06.09.2001

[IpoxwuBaert: r. Jleannoropck np. llamuna 33-14

Jlanubie TpoduMoBOIi:

[Tacmopt cepun 9205 Ne 449796 Beiman ['POBJ] r. JleHnHoropcka
06.10.2005. [TpoxkuBaer: 1. JIennnoropck mnp. Jlenuna 6-14

CocTaBbTe 3aBEpPEHHYIO OTJIENIOM KaJpoB J0BepeHHOCTHh OT 23.09.20  Ha
IpaBo MOJYYEHUs 3apab0THOM IJIaThI.

3axaua 4

NHCTUTYT TOUHBIX TPpUOOPOB MOCHUIAET MUCHMO — MPUTTIAIICHHE AUPEKTOPY
00O «IIHNN «IIpomereit» Koncrantuny Cepreesuuy lllununy ¢ nmpuriameHruem
MOCETUTh MEXAYHAPOIHYIO CIEIUATM3UPOBAHHYIO BBICTABKY « DKOHOMHS MAaTEpH-
albHBIX U TOIUIMBHO — DHEPIETUUYECKUX PECYPCOB B CTPOUTEIICTBE W MPOMBIIII-
JIEHHOCTW». BpicTaBka cocTtoutcst B . MOCKBa B IaBWJIbOHE BHICTABOYHOT'O LIEHTPA
Ha Kpacnoii IIpecne 18 aBrycra 20 roma ¢ 9.00 mo 20.00. Agpec uHCTUTYTa
TOYHBIX TIprOOpOoB T. Mocksa yi. [lnmexanora 36, ten. 237-87-77. lupexTop wWH-
ctutyTa TouHblX mpubopoB C. K. Ceprees.

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

Tema 1.5 Opranuzanust KaaApoBOro AeJIONPOU3BOACTBA
3amgaua 5

Kypckuiif MOHTaXHBIM TEXHUKYM MpuHUMaeT Bac Ha paboTy Mo cOBMeCTH-
TEJILCTBY B KAa4ECTBE IMPEINOAaBaTeNsi TEXHUUECKUX JUCIHUIUINH Ha HEOMpe/eIeH-
HBIN CPOK 0€3 NCIBITATEIBHOTO CPOKA.

PaboTHUK JOJIKEH BBIMOJIHATH CIAEAYIOIINE 00sI3aHHOCTH:

-Ka4eCTBEHHO M J00OPOCOBECTHO BBIMOJHATH padOTy MO OOYYEHHIO CTYJICH-
TOB cneruanbHOoCTH 38.02.01 DxoHOMUKA U OyXTaITepCKUi ydeT (0Tpacisim);

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

B 7-m pazgene ykazats, uTo PABOTOJATEJIb 06s13aH:

-opranuzoBaTh Tpya1 PABOTHUKA;

-C0O3/1aTh YCJIOBHS JiJIsi 6e30macHoro v 3PPEKTUBHOTO TPY/Ia;

-000pynoBaTh pabouee MECTO B COOTBETCTBHUHM C TMpaBUJIIAMHU OXpaHbl TPy/a
1 TEXHUKHA 0€30MacHOCTH;

-CBOEBPEMEHHO BBIIUIAYUBATh OOYCIIOBJICHHYIO JIOTOBOPOM 3apabOTHYIO
iartys;



B 8-m pazgene oTpasuth 0COOEHHOCTH peXkrMa pabouero BpeMEeHH Kak Io-
yacoBas paboTta (. 9 u . 10 He yka3bIBaTh).

B 9-m paznene ykazath 3apaboTHyto miaty 160 py6. 3a yac. Exxeromnsrii ot-
nyck 56 KaJleHJapHbIX JHEH. YKaKHUTe IOpUIMYECKUEe aipeca CTOPOH.

Hcnonb3yst yka3aHHBIC JaHHBIC, COCTABbTE TPYIOBOW JOTOBOp, OTBEYAIO-
WA BceM TPeOOBaHUSIM OpPTraHU3alMOHHO-PACTIOPSIIUTEIHHBIM JOKYMEHTOB.



PexoMeHAalluM 110 COCTABJICHUIO CXEeM, PUCYHKOB, Ta0JIM 1L

CocraBieHue cxem, WIITIOCTpaluui (pPUCYHKOB), TpaduKOB, AUarpamm, Tad-
JuI] — 3To OoJiee MPOCTOM BUA rpaduueckoro crnocoda orodpakeHus nHdopmanuu
(ITpunoxenwue 4). Llenpto 3TON pabOTHI SBISCTCSA Pa3BUTHE YMECHHS 00ydaroIIero-
Csl BBIICIIATH TJIaBHBIC DJIEMEHTHI, YCTAHABIMBATH MEXKIYy HUMH COOTHOIICHHE, OT-
CJIEKUBATh XOJI Pa3BUTHSA, U3MEHEHMs KaKoro-iulo mpolecca, sIBJICHHs, COOTHO-
IIEHHUs KaKUX-1M00 BEIUYMH U T. 1. BTOpocTeneHHble AeTaan ONUCATENbHOTO Xa-
pakTepa onmyckaroTcsl. PUCYHKM HOCAT Yallle CXeMaTUYHbIN XapakTep. B Hux Bbije-
JS0TCS M 0003HAYArOTCST OOIIME 3JIEMEHTHI, X TONOrpadUuecKoe COOTHOIICHHUE.
PucyHkoMm MOeT ObITh OTOOpa)xKeHHe JEHCTBUS, YTO CIIOCOOCTBYET HArjsgHOCTH
U, COOTBETCTBEHHO, JIyUlIEMY 3alIOMUHAHUIO anroputMa. Cxembl U PUCYHKH IIH-
POKO HCHOJIB3YIOTCS B 3aJaHUSIX HA MPAKTUYECKUX 3aHATUSAX B pazJiesie caMOoCTOsI-
TEJIbHOW paboThl. DTU 3aJaHUsl MOTYT AaBaThCAd BCEM OOydaroIIMMCS Kak o0s3a-
TEJbHBIE IJIS1 IOJTOTOBKY K MIPAKTHUECKUM 3aHITHSIM.

3arpaThl BpEMEHU HA COCTABIIEHUE CXEM 3aBHUCAT OT 00beMa HHPOPMALIUU U
€€ CJIIOKHOCTH

Pone mpenonasarens:
- KOHKPETU3UPOBATh 3a/IaHUE, YTOUHUTH 1IETTh;
- IPOBEPUTH UCIIOJIHEHHUE U OLIEHUTh B KOHTEKCTE 3a/1aHU.

Pouss ctynenra:
- U3Y4YUTh UH(POPMALIHIO 110 TEME;
- CO3J]aTh TEMAaTUYECKYIO CXEMY, WILTIOCTPALHIO, TpaQUK, IUarpaMMy;
- IPE/ICTaBUTh HA KOHTPOJIb B YCTAHOBJICHHBIHN CPOK.

Kpurepun ouenku:
- COOTBETCTBUE COJIEPIKAHUS TEME;
- IpaBWJIbHASA CTPYKTYPUPOBAHHOCTH HH(POPMAIIIH;
- HAJIMYME JIOTUYECKOU CBSI3U M3JI0KEHHOW HHPOpMaLnK;
- aKKypaTHOCTb BBITIOJTHEHHSI paOOTHI;
- TBOPUYECKUN TTOJIXO]] K BHITIOJTHEHUIO 33/1aHNUS;
- paboTa cjaHa B yCTAaHOBJIEHHBIN CPOK.



TemaTuka rpadpuueckoro cnocoda u3odopakeHusi ”HGoOpMaLUKH
no yuyeOHo# mucuunianHe «/JlokymeHTannonHoe odecrnevyeHue ynpapjieHHUs

1. CranoBneHue aenonpousBoicTBa B Poccun.

2. CTpyKTypa 3aKOHOAATEIIbHON U HOPMAaTUBHOW 0a3bl IETONPOU3BOJICTBA.
3. Knaccudukanus nei10Boid JOKyMEHTAIUH.

4. YauduuupoBaHHas cHUCTeMa OpraHU3aIMOHHO-PACIIOPATUTEIEHON JOKyMEHTa-
1107078

5. Pa3mepsl Oymaru, mpuMeHsieMol B JeTOMPOU3BO/ICTBE.

6. Pacmonosxenre pekBu3UTOB Ha hopMaTe yriIOBOTO OJIAHKA.

7. Pacmionoxenre peKBU3UTOB Ha popMaTte MPOoI0THHOTO OJIaHKa.

8. Buibl 0J1aHKOB TOKYMEHTOB.

9. Knaccugukanus yuyeTHbIX TOKyMEHTOB.

10. CnocoOb! ucnipaBiaeHUs OUIMOOK B yUETHBIX TOKYMEHTAX.

11. ®opmsbl opranuzanuu paboThl C TOKYMEHTAMHU.

12. CocTaB peKBU3UTOB AJI PETUCTPALUN JOKYMEHTOB.

13. I'pynmnsl TEXHUYECKUX CPEACTB B JEIOINPOU3BOACTBE.

14. CtpyKTypa OpraHoB yNnpaBJeHUs ApXUBHBIM JEIIOM.

15. Cpoku XxpaHeHUS] JOKYMEHTOB.

16. Mecto Texnomnoruii JIOY B cucteme nHGOPMAITMOHHOTO 00eCTICUSHUHI.
17. IlopsnoK MOCTyIUIEHUSI JOKYMEHTOB B OPTaHU3ALUIO.

18. biiok - cxeMa 00pabOTKH MOCTYNAIOIIEeH KOPPECTIOH ICHIINH.

19. Cucrema ynpaBieHHs IEPCOHAIOM U JOKYMEHTHPOBAHUE.

20. Cxema mponecca KOMIBIOTEPHON MOATOTOBKH TEKCTOBBIX KOMIIOHEHTOB JTOKY-
MEHTOB.



PexomeHnaanum 1o CoO31aHUIO Npe3eHTANN

Coznanue MarepuaioB-NIPE3CHTAIMI — 3TO BHUJ CaMOCTOSITEIIbHONW PabOThI
O0Oy4JaronmMxcs Mo CO3/JaHUI0 HATJISIIHBIX WH()OPMAIIMOHHBIX MOCOOUM, BHITIOIHEH-
HBIX C IIOMOIIBI0 MYJIBTHUMEIMHHON KOMIIbIOTEpHOM mporpammbl PowerPoint
(ITpunosxxenuie 5). IToT BUA paboThl TpeOYyEeT KOOPIUHAIIMK HABBIKOB O0yUarolie-
rocsi 1o cbopy, cucremaru3aiuu, nepepadboTke nHpopManuu, oHOPMIICHHS €€ B
BUJIE MOAOOPKH MaTepHalioB, KPATKO OTPa)KAIOUIMX OCHOBHBIE BOMPOCHI H3yuae-
MOH TEMBI, B JJEKTPOHHOM BHJE. TO €CTh CO3JaHME MaTEepUaJIOB-TIPE3CHTALNN
pacimpsieT MEeTOIbl U CpeAcTBa 00pabOTKU U MpeACTaBiIeHUs yaeOHol nHopma-
1, GOpMHUPYET Y 00yJarONTUXCsl HAaBBIKK PAaOOTHI Ha KOMITHIOTEPE.

Marepuanbl-Tipe3eHTaIliy TOTOBSTCS CTYJEHTOM B BHJIC CJIAMIOB C UCIIOJb-
3oBaHueM nporpammbl  Microsoft PowerPoint. B kadecTBe Marepuaion-
MpEe3eHTalluid MOTYT OBITh MPECTABIEHBI PE3yIbTaThl JIIOOOT0 BUAA BHEAYIAUTOP-
HOM camMoCTOSATENHHON palboThl, 0 (GOPMATYy COOTBETCTBYIOIINE PEKUMY MPE3CH-
Taluu.

3arpaThl BpEMEHU Ha CO3JIaHUE MPE3CHTAIMI 3aBUCAT OT CTENEHHU TPYIHO-
CTH Marepuaia Mo TeMe, ero 00bemMa, ypoBHS CIOKHOCTH CO3/IaHUs TIPE3EHTAIUH,
WHIUBUTyaJIbHBIX OCOOCHHOCTEH O0YyYaromerocs U OmpeesioTcs Mperno/iaBare-
JEM.

Pone mpenonasarens:

- IOMOYb B BBIOOPE TIIaBHBIX U JOTIOJHUTEIBHBIX JIEMEHTOB TEMBI,
- KOHCYJIbTUPOBAThH MPH 3aTPyTHCHHUSIX.
Ponb obyuaromierocs:
- I3yYUTh MaTepPHUANBl TEMBI, BBIJIEISIS TJIABHOE U BTOPOCTEIICHHOE,
- YCTAaHOBUTH JIOTHYECKYIO CBS3b MEXKIY DJIIEMEHTaMH TEMBbI;
- IPEJICTAaBUTh XapaKTEPUCTUKY FIIEMEHTOB B KpaTKoH (opme;
- BRIOpATh OMIOPHBIE CUTHAJIBI JIJIs1 aKIICHTUPOBAHUSI TJIABHON MH(MOpPMAIUU U 0TOO-
pa3uTh B CTPYKType paboTHI;
- 0bopMUTH pabOTy U MPEAOCTABUTH K YCTAHOBIEHHOMY CPOKY.

KpuTtepun u HOpMBI OLICHKH NpPe3eHTalu:

Ne i/t OrieHUBaeMbIe TapaMeTPhI Orenka B Oayurax

1. TexHonornyeckuii ypoBeHb 30
Hcnonb30BaHne CTaHIAPTHOTO TU3aliHA MPE3CHTALINU 5
Vcnonp30BaHue pUCYHKOB, JMarpaMM, CXeM, Pa3TU4HbIX 15
mpru(TOB, YHUKAIBHBIX (POHOBBIX PUCYHKOB
Hcnonb3oBanue nononHuTenbHbIX 3¢ ¢dexroB Power Point 10
(cMeHa caiiJ1oB, 3BYK, aHUMAIIHsl)

2. CoaepikaTeJbHbBII YPOBEHb 50
ITonmHOTa NpeiocTaBiIeHHOM nHpOpMaUn 20
JlocTynmHOCTh HH(pOPMAIMH JIJIsl BBIOPAHHOM KaTeropuu Mojb- 15
30Barelien
Jlorn4uHoCTh NpeaocTaBiIeHNsI HHQOpMaLUH 10

3. JProHOMHYHBbIH YPOBEHb 25




CooTBeTcTBHE IBETOBOTO O()OPMIICHHS )PTOHOMUYECKUM Tpe- 10

OOBaHUAM

OnTUMaNbHOCTh UCTIOIB30BaHUS rpadUIeCKUX U aHUMAIlMOH- 10

HBIX 3 (hekToB

DCTETUYHOCTH OPOPMIICHUS 5
HUToro MakcumasbHO: 105

KpuTtepun onieHKH MIPE3CHTAIINN:

O1eHKa «OTJIMYHO» BBICTABISIETCS OOydYaromemycsi (TBOPYECKOW Tpyrime
oOyuarommuxcs), ecii HadpaHo 95-105 Gamios

OrneHKa «XOpOoI0» BBICTABISIETCS 00yUaromeMycs: (TBOpUYECKOH rpyrre o0y-
Yaloluxcs), eciau Habpano 75- 95 Gamios

OneHka «yJIOBJIETBOPUTEIILHO» BBICTABISIETCS OOyYaromeMycsi (TBOpUYECKOM
rpynme o0y4Jaronmxcs), eciau Habpano 50 — 75 OGaoB

OneHka «HEYJIOBJICTBOPUTEILHO» BBICTABIsIETCS oOydaroniemycst (TBopue-
CKOH Tpymne o0yJarmuxcs), eciu HabpaHo Menee 50 GaioB




TemaTuka npe3eHTaumni
1o y4eOHoi aucuuIuinge «/J{okyMmeHTauOHHOe o0ecreYeHue ypaBJIeHUs»

Tema 2.2. Opranusanusi J0KyMeHT0000poTa

1. Opranu3zanus pabOThI C TOKyMEHTaMU

2. [IpaBuna opraHu3aiuy J0KyMeHTO000poTa

3. [Ipoxox/1eHHE 1 TOPSIIOK UCTIOTHEHUS BXOIAIIUX TOKYMEHTOB.
4. Vcxopsmyie U BHYyTPEHHUE JOKYMEHTBHI.

5. Pabora ¢ koH(pHIEHITHATBHBIMU TOKYMEHTAMH.

6. Pabora c nucbMaMu U OOpalieHUSIMU TPAKJaH.



NudopmanuonHoe odecrieueHue 00y4eHus

OcHoBHas JuTeparypa:

1. Noponuna, JI.A. JlokyMeHTallMOHHOE OOeclieueHue yIpaBieHUs: y4el-
HUK M TPaKTUKyM JUIi  CpeAHero mpodeccHOHaNbHOTO  00pa3oBaHUs/
JILA.Jloponuna, B.C.UputukoBa. —2-¢ u3a. nmepepad. u gom. — Mocksa: M3natens-
ctBO IOpaiit, 2024. — 270 c.- (IIpodeccrnonansuoe odpazoBanue). - TEKCT: HEMO-
cpenctBeHHbId. - ISBN 978-5- 534- 16017-8. I'pud YMO CIIO

2. llysanora, H.H. JlokymeHTanmonsoe oOecrieueHrue ympaBieHUs: yde0-
HUK M TPaKTUKyM JUIi  CpeAHero mnpodeccHOoHaNbHOTO  00pa3oBaHUs/
H.H.lllyBanoBa. —3-¢ u3na. nepepadb. u gon. — MockBa: M3natensctBo HOpaiit,
2024. — 247 c.- (IlpodeccuonanpHoe oOpazoBaHue). - TEKCT: HEMOCPEICTBEHHBIM.
- ISBN 978-5- 534- 16538-8. I'pud YMO CIIO

JlonoJiHUTEIbHASI JIUTEpaTypa:

1. TOCT P 7.0.97-2016 «Haumonanenslii ctanmapt Poccuiickoin denepa-
nuu. CucremMa CTaHIapTOB MO MH(pOpPMAIUU, OMOIMOTEYHOMY U U3IAaTEILCKOMY
neny. Opranu3alliOHHO-pACIOpSIIUTENbHAS  JIOKyMEHTalusa. TpeboBaHus K
opopmienuto aokymeHTtoB» (yTB. Ilpukazom Poccranmapra ot 08.12.2016 Ne
2004-cT)

2.Kopuees, 1. K. JlokymeHTallmoHHOE 0O€ecTieueHrne yIpaBiIeHusl + TECThI B
OBC : y4eOHHK ¥ MPAKTUKYM JIJIsl CPETHET0 MPOoheCCHOHATBHOI0 00pa3zoBanus /
H. K. Kopnees, A. B. ITmenko, B. A. Mamypues. — 2-e usa., nepepad. u 101, —
Mockga : U3gatensctBo FOpaiit, 2024. — 384 c. — (ITpodeccronansaoe 0d6paso-
Banue). — ISBN 978-5-534-05022-6. I'pud YMO CIIO

3. Ky3uenog, 1.H. JlokymeHTallMOHHOE 0OecreueHue yrnpasieHus. JJoky-
MEHTOOOOPOT U JIETOMPOU3BOJICTBO: YUEOHUK M MPAKTUKYM JIJIsi CPETHETO MPO-
dbeccuonanpHoro odpazoranust/ I.H.Ky3nenos. —4-e uza. nepepad. u gom. —
Mockga: M3gatensctBo FOpaiit, 2024. — 545 c.- (Ilpodeccuonansnoe odbpazoa-
Hue). - Tekcr: HemocpeacTBeHHbI. - ISBN 978-5- 534- 16004-8. I'pudp YMO
CIIO
HNuTepHer pecypesbi:

1. www.consultant.ru/ - «Koucynerant [Tnrocy,

2. www.garant.ru/ - «I"apaHr»,

3. http://www.urait.ru/catalog/electronic_library/ - DbC «tOpaiit»

4. http://www.kodeks.ru/ - mpaBoBsie cuctemsl «Komeke»



Hpuiaoxenne 1
O6pa3zer opopMIIeHUS TUTYJIBHOTO JIUCTA

MuHHCTEpPCTBO HAYKHU M Bbicuiero oopasosanusi Poccuiickoit ®exepaunu
DenepanbHOE rOCyIapCTBEHHOE OI0KETHOE 00pa30BaTEIbHOE YUPEKICHHE
BBICILIETO OOpa30BaHUs

«Kypckuii rocyaapCTBEHHBIM YHUBEPCUTET»

Koanemx KOMMEpIMu, TEXHOJIOTHi H cepBuca

PEDEPAT

110 yqe6H0171 JUCHHUITIIINHE «I[OKYMGHTaI_II/IOHHOG obecneyeHne YIIpaBJICHUA»

Ha TEMY: « »

Beimonamt: o0yJarommiics
rp.

DOUO:

HpOBepI/IHaZ npenoaaBaTeib

Kypck 2024



IIpunoxenue 2
O6pa3zern ohopMIICHHSI KOHCTIEKTA
MuHHMCTEpPCTBO HAYKHU M Bbicuiero oopasosanusi Poccuiickoit ®exepaunu
denepanbHOE rOCyIapCTBEHHOE OI0KETHOE 00pa30BaTEeIbHOE YUPEKICHHE
BBICIIIETO 00pa30BaHUs

«Kypckuii rocy1apCTBEHHBIM YHUBEPCUTET»

Koanemx KOMMEpIINH, TEXHOJIOTui U cepBuca

KOHCIHEKT
NEePBONCTOYHHMKA (I1aBbl MOHOTpadum, y4eOHUKA, CTATHH U IIP.)
1o y4eOHO# Juciunjinte «J[okyMeHTAaMOHHOe o0ecneyeHue YpaBjaeHus»

Brimonaun

®.1.0. olGyuarorerocs, Kypc, rpyIa, CeluaIbHOCTb

damunus aBTOpa, IMMOJHOC HAMMCHOBAHHEC pa6OTI>I, MCCTO U Ioa U34aHuA

[Tnan (cxema MpocToro IJiaHa):

1.

2.

3.

4.

[Tnan (cxema CIOXKHOTO IJIaHa):

1. ;
a) ;
0) ;
B)

1.2.
a) ;
0)

2. .

2.1. U T.J.

(tasiee pacKpbIBAIOTCSI BOIIPOCHI IJIaHa)
1.
11
1.2
2.
2.1



IIpunoxenue 3

MuHHCTEpPCTBO HAYKHU M Bbicuiero oopasosanusi Poccuiickoit ®exepaunu
denepanbHOE rOCyIapCTBEHHOE OI0KETHOE 00pa30BaTEIbHOE YUPEXKICHUE
BbICIIEr0 00pa30BaHUs
«Kypckuii rocy1apcTBeHHbIH YHHBEPCUTET

Kouiea:k koMmMepuum, TEXHOJIOTHA U cepBHCA

ICCE
Beimoaumun:
®.11.0. obyuarorierocs, Kypc, rpyIrna, CleluajibHOCTh
Tewma scce:
Llens acce:

OrueHka

Iloamuce ImpenoaaBaTeisa

Kypck 2024






IIpunoxenue 4

Oo0pa3ub! opopmiiennst rpaguKOB, TUATPAMM

4 = [JOKYTKA TOBAPOB eseese TEJECMOTPEHME mumem HATPY3KA HA TPAHCIMOPT
&8
I
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8 0’ “
x L4 D‘ I.‘
2 . . ." oo,
£ o “ *° ‘e *
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) o ¢
5] Cha, .

5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 Bpema

PI/IC)’HOK 1 Bausinue P€RJIaAMbl HAa MOHUTOPAaxX B OﬁllleCTBeHHOM TPAaHCIOPTE HA CYTOIHOC

KoJle0aHHue MOTPeOuTEeNbCKON AKTUBHOCTH

BrxopaT no Hpoponxaor
IpyruM ZenaMm, CMOTPETH
3 KOMHATHE Hpyroe pesnamy

10% 5% 9%

L

OrBAeRRIOTCA
Ha ApyTHe Kena,
HO OCTAKOTCH
B KOMHATE
20%

ITepexnovaior
Ha ADYTOH Kauan
47%

BRIERIOYIOT
TeXeBU30P
8%

Pl/lcyHOK 2 CraTucTHKA nmpocMoTpa TeJeBU3HOHHOM PERJIAMBbI

Tao6uauua 1 Pazmepsl Oymaru, npuMeHsieMble B [1eJ10NPOU3BOACTBE

®opmar | Pa3mepsl, MM Hasnayenue
A3 297x420 Jliis GonpIux TabIUI, CXeM, TUarpamm, MPUIOKEHHH
A4 210x297 [Ipukassl, nucbMa U Ipyrue OpraHu3aluoOHHO-
AS 148x210 pacropsIAUTENbHBIE JOKYMEHTBI
A6 105x148 Pasnoro poaa cripaBky, KApTOYKH, STUKETKH
A7 74x105




IIpuioxkenue 5
Oo0pa3zen opopMiIeHHS MPEe3CHTALMH

1. Ilepsslii cnain:

Tema HHPOPMALMOHHOTO COOOLICHHS (MJIM HHOTO BHJIA 3a/1aHUS):

[Toarororun: ®.1.0. obyuaromerocs, Kypc, Tpymia, CeiaibHOCTh
PykoBonurens: @.1.0O. npenogasarens

2. Bropoii cnaiin

IInan:
1.
2.
3.

3. Tperwmii crnaii, 4eTBEPTHIN CNAiI U T.1.

JlakOHMYHO pacKpbIBaeT CojepKaHUe WH(pOpMAIMK, MOKHO BKJIIOYATh PUCYHKH, aB-
ToGUTYpBI, rpaQUKU, AUArPaMMBbI, TAOJIULBI U JPyTrUe CocoObl 0ToOpakeHusI MH(pOpMaIu

4. TlocnenHuii ciaiin

Jlureparypa:




