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1. IEJIM OCBOEHUA JUCIIUIIJIMHbI
Iesabro ocBOCHUS YUeOHON TUCHUIUIMHBI «J{OKyMEHTAI[MOHHOE 0OecrieueHue yIpaBIeHUs
Ha NPEANPUATUIX CEPBUCA» SBIIAIOTCS (HOPMUPOBAHME Y CTYIEHTOB CUCTEMBl 3HAHUN U YMEHUH
paboThl C JOKYMEHTaMH, HEOOXOMUMBIX IS 3()()EKTUBHOrO YHpaBICHUS MPENNPUIATHEM
cepBuca.

2. MECTO JUCHMIIJIMHBI B CTPYKTYPE OOII
Hucuummna b.1.527 «/lokymeHTanmonHoe o0ecrieyeHne ynpaBieHUs Ha MPEeANpHITUAX
CepBHUCa» BXOJIUT B 00s13aTeIbHYIO YacTh biok 1 Jucuumiun (Momyeit)
[lepeuenbnpenIecTBYOMNX u HOCIIe TYIOIINX y4eOHBIX TU CLIUTIIHH,
JUISIKOTOPBIXHEOOXOIMMBI3HAHUS, YMEHUSIMHABBIKY, HOPMUPYEMbIEIaHHON y4eOHON AN CLITUTUHOM:

[IpeamiecTByromye TUCUUILIAHBI (KYPCHI,
MOJIYJIH, TIPAKTUKH )
CepBucHas AeSITEIbHOCTD

[Mocnenyromue AUCHUILTUHBI (KYPCHI,
MOJIYJIH, TIPAKTUKH )

Puck-MeHeKMEHT U aHTUKPU3ZUCHOE
ynpasjeHue B cepe ceppuca
Opranuzanus v TUIAHUPOBAHUE ACSITEIbHOCTH
MPEANPUATHI CEPBUCA
[TpousBoncTenHas npaktuka (CepBrUCHas)
[TpousBoacTBEHHAs MpPaKTHUKa
(Opranu3aiioHHO-yIpaBIeHYECKas )
[TpousBoacTBEHHAs MpaKTHUKa
(ITpepnunnomHuas)

MapkeTuHr B cepBHCe

MeHeKMEHT B CEPBUCE

3. INIAHUPYEMBIE PE3YJIbTATBI OBYYEHUA 110 JUCHUIIJIMHE

OIIK-2. Cioco6eH oCyIIeCTBISITE OCHOBHBIC (DYHKITHH
YIIPABJICHUS CEPBUCHOU E€ATEIBHOCTHIO

3HaeT, KaK ONpeAeysATh e U
3aJ1aud YIPaBICHUs CTPYKTYPHBIMHU
TIOIPa3JICIICHUSIMH TIPEITPUATHI
cdepsl cepBrca.

YMeeT UCTIIONB30BaTh OCHOBHBIE
METO/IbI M TPUEMbI TUTAHUPOBAHHSI,
OpraHu3aIui, MOTUBAIUH U
KOOPJMHAIINU ACATEIbHOCTH
MpEANPUITHI (TTOAPA3ACITICHUN )
npeanpusiTHii cepbl cepBHCca.
BuaiajeeT HaBBIKAMHU OCYIIIECTBIICHHSI
KOHTPOJIS IeATEIbHOCTH
MPEANPUITHH (TTOAPA3ACIICHUN )
peanpusiTHiA chepbl cepBUCa.

4. OFbEM JIJUCHHUIIJIMHBI U BU/IbI YUYEBHOM PABOTBI
OOmwmii 00beM OUCLHMILIMHEI COCTABIIACT3 3aueTHRIE eqUHHIIEI, 108 akageMHIecKuX 4acoB.

Bun yae6HO# paboThI Bcero yacos TpumecTtpsl
010]0) 300 0]0]0) 300
4 5
KonrakTHasi paborta (Bcero) 30 12,3 30 12,3
B TOM YHUCIIE:
1) 3ansTus nekunonHoro tuna (JIK) 10 4 10 4
U3 HUX




— JIEKIIUA 10 4 10 4
2) 3anstus cemuHapckoro tuna (I13) 20 8 20 8
U3 HUX

— cemuHapsl (C)

— npaktudyeckue 3ansatus (I1P) 20 8 20 8

— nabopatopHslie padoTsI (JIP)

3) rpynmoBbie KOHCYJIbTALNMHI

4) uanuBUAYyaIbHAs padboTa

5) IpoOMeXyTOUYHas aTTeCTALNs 0,3 0,3

CamocrosiTesibHas padora (Bcero) (CP) 78 95,7 78 95,7

B TOM YHCIIE:

KypcoBoii npoekt (pabota)

Pacuetno-rpaduueckne paboTsl

KonTtposnbHas pabora

Pedepar 20 20 20 20

CamornoaroroBka (CaMOCTOSITEIFHOE U3yUEHHE Pa3/IeyioB, 58 72 58 72

popaboTKa U TOBTOPEHHUE JICKIIMOHHOTO MaTepuaia u

Marepuaia y4eOHMKOB U y4eOHBIX MTOCOOHIA, MOATOTOBKA

K 1a00PaTOPHBIM M MPAKTUIESCKUM 3aHSATHUSIM,

KOJUIOKBUYMaMH T.J1.)

IToaroroBka K arTrecTanu 3,7 3,7

OO6muit 00bem, yac 108 108 108 108

dopMa MPOMEKYTOUHON aTTECTALUN 3a4yeT 3auyeT 3a4er 3a4er

5. COAEP)KAHUE U CTPYKTYPA JTUCHUIIJINHBI
5.1. Coaep:xaHue TUCHHUILINHBI
No paznena | HammenoBanue pasaena (TeMbl) Coneprkanue pazjena (TeMbl)
(Temsr)

1 JlokyMEeHTallMOHHOE IMonsTue JTOKYMEHTAIlMOHHOTO o0ecrieueHus
obecrieueHne yrpaBIeHUS KaK yrpaBineHus. OpraHu3alioHHOE TOCTPOSHUE CITYKOBI
0Tpacib ACATEIbHOCTH JIEIONPOU3BOICTBA. 3amauu U GyHKIHMH cny)ob1 JIOY.

Pernamenrtamus  cnyx6s1  JIOY. 3akoHopmarenbHOe
perynupoBaHue

nenonpou3BoacTBa. OCHOBHBICYHKITMN  YIIPABIICHUS
CEpPBHUCHOI AECSTEIbHOCTHIO

2 JloxkymeHnTupoBanue IloHsATHE 1M 3HaUYEHME TOKYMEHTA B YIIPABICHUYECKON

yIpaBICHUYECKON JeSITEIbHOCTH nesitenbHOCTH. CocTaB ympaBlIEHYECKUX JOKYMEHTOB.
OO6merocynapcTBeHHBIE HOPMAaTUBHEIC u
METOIUYECKHEe JOKYMEHThl. TpeOoBaHMS K TEKCTY
TOKyMEHTa. DIEMEHTBI TeKCTa JoKyMeHTa. dDopmartbl
Oymarn u momsi. PekBu3ut moxymeHTta. Dopmyisp-
obpazen. brmank nokymenra. I[lopsaok anpecoBaHUMS.
CornacoBanue,  IMOANHCAHUE YTBEPKACHUS
JnokymeHTa. OTMETKa Ha JOKYMEHTE.

3 Opranu3anus paboThl ¢ [TonsiTHe «IOKYMEHTOOOOpPOT», €ro aHalu3 W

JIOKyMEHTaMH OCHOBHBIE JTambl. [IpuemM u mepBuuHas oOpabOTKa
JIOKYMEHTOB. Pacnipenenenue MOCTYHUBIINX
JIOKYMEHTOB U perucrpanusi I0kyMeHToB. KoHTpoib
VCTIOJTHEHUSI JIOKYMEHTOB. WNudopmannonHo-
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crpaBoyHas paboTa U OTIIpaBKa JOKyMeHTOB. [loHsaTHE
HOMEHKJIaTypbl J€JI, €€ Ha3HAYCHHEe U IMOPSN0K
coctaBieHus. DopMmupoBaHue U OQOpPMIICHHE JIEl.
XpaHeHHue Jel.

4 TpeGoBaHwus IO MOATOTOBKE PacniopsiauTenpabie  TOKyMEHTHI (TIOCTaHOBJICHUS,
paciopsAUTENbHBIX 1 pEeLIeHUs, PACTIOPSKEHNUs, IPUKa3bl). AKT, IOPSAO0K €ro
WH()OPMaAITMOHHO-CIIPABOYHBIX opopmienus. Ciyxebnsle 3amucku. [IpoTokos.
JOKYMEHTOB Crnpaska.

5 JIOKyMeHTHI, VYcraB W JOKajdbHbIE  HOPMATHBHBIE  AKTHI.
pernaMeHTUpyronue ITonoxenune. MHCTpYKLIUH.

JeSITeNIbHOCTh OpraHu3aluu

6 JlokyMeHTanus 1o JM4HOMY Knaccudukanus 1oOKyMeHTOB 0 JTUYHOMY COCTaBY,

COCTaBy UX y4eT M XpaHeHue. JJokyMeHTHpoBaHHE MpHeMa Ha
paboty. TpymoBoii moromop. Ilpuka3el 1Mo JAUYHOMY
COCTaBy M TpyJoBas KHMXKa. JloKyMeHTalMoHHOE
o0ecrieyeHne TNepeBoJa, MOOIMIPEHUH M B3BICKAHHI.
Odopmnenue OTIYCKOB. JlokyMeHTHUpOBaHUE
KOMaHIUpOBaHUA  paboTHUKA U odopmieHue
yBoJIbHEHUS. JInyHas KapTouKa U JUYHOE JIETIO.

7 JloxymeHnTanus 1o J0roBOpHo- [Mopsimok cocraBieHust KOHTpakTa. [IpaBuna u popmer
MIPABOBBIM OTHOILIEHUSM KOMMEPUYECKOH MEepenucKy ¢ 1€JI0BBIMU MapTHEPAMHU.
HKOHOMUYECKOM 1EATENBHOCTH CnyxeOHble THCbMa: KIacCUpUKaIUs, CTPYKTYpa,

cTaHaapTHbIE (pa3bl U BeIpaxkeHus. Tenerpamma,
tesnehoHOrpamMma, Qaxc.
5.2. CTpykTypa IMCHUILIHHBI
JUIsT OYHOM (OpMBI OOYIECHHS
No HaunmenoBanue pazzaena (TeMbl) KonnuecTBo yacos
pasnena Bceero JIK C nmp | Jip| ... | CP
(TembI)
1 JlokymMeHTaImoHHOE 00eCTIeYeHNE 16 2 10
yIPaBIEHUS KaK OTPACib JEATEIbHOCTH
2 JlokyMEeHTUpOBaHHE YIIPABICHYECKOM 16 2 4 12
JESTEIIbHOCTH
3 Opranu3anus paboThl C JTOKYMEHTAMH 16 2 2 12
4 TpeGoBaHwMsI 10 TTOJTOTOBKE 16 2 4 12
pacnopsAUTENbHBIX U HHPOPMAIIHOHHO-
CIIPABOYHBIX IOKYMEHTOB
5 JIOKyMEHTBI, perjiaMEHTUPYIOIINE 16 2 4 12
JESTENIbHOCTh OpraHu3aluu
6 JlokyMeHTanus o JIMYHOMY COCTaBY 14 2 2 10
7 JlokymeHTanus 1o J0roBOpHO-IPaBOBBIM 14 2 10
OTHOUIICHUSIM SKOHOMHYECKOI
JESTEIIbHOCTH
Oo0umii 00bem 108 10 20 78
U1l CTY/IGHTOB 3a04HOM (popMbI 00yueHUs
Ne HaumenoBanue paszaena (TeMbl) KonuuecTBo yacos
pasnena Beero | JIK | ¢ | OP |JIP| ... | CP
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(TembI)
1 JlokyMeHTaIMoHHOE o0ecTieyeHrne 14 10
yIpaBJIEHUs KaK OTPACIb JESTEIbHOCTH
2 JIOKyMEHTUPOBAaHHUE YIIPABIECHYECKON 14 2 12
JeSITEbHOCTH
3 Opranuzanys paboThl ¢ JOKyMEHTaMU 16 2 2 14
4 TpebGoBaHwus MO MOATOTOBKE 16 2 2 14
pacropsIuTeIbHbIX U HH()OPMAITHOHHO-
CIPaBOYHBIX JOKYMEHTOB
5 JIOKyMEHTBI, pEriIaMEeHTUPYIOLIUE 16 2 14
JeSITEIbHOCTh OPraHU3aLuN
6 JlokyMeHTanus o JIMYHOMY COCTaBY 14 14
7 JloxymeHTanus 1o J0roBOPHO-IPABOBBIM 14 14
OTHOILEHHSIM SKOHOMHUYECKOU
JESTEIIbHOCTH
8 ATTecTanus 4
Ooumii 00bem 108 4 8 92
5.3. 3ansTHS CEMMHAPCKOrO THUIA
JUTsl OUHOM (hOpMBI 0OYICHUS
Ne i/t Ne Bun Haumenosanue KonnuectBo
paszzena | 3aHATHS 4acoB
(Tembl)
1 1 I1P JloKkyMeHTaIMoHHOE 00eCTIeYeHHUE YIIPABICHHS KaK 2
oTpacib e TeIbHOCTU
2 2 [P JIokyMEHTUpOBaHUE YIIPABJICHUYECKON NEATEIIbHOCTH 4
3 3 I1P Opranuzanus paboThl ¢ JOKyMEHTaMU 2
4 4 [P TpebGoBaHMsI IO MOATOTOBKE PACTIOPSIUTEIBHBIX U 4
UH(OPMALIOHHO-CITPABOYHBIX JTOKYMEHTOB
5 5 [P JIOKyMEHTBI, perIaMEeHTUPYIOIIUE AEATEIbHOCTh 4
OpraHu3aIu
6 6 [P JloxyMeHTanus o JIMYHOMY COCTaBY 2
7 7 I1P JloxymeHTanus 1o J0roBOpPHO-IPABOBBIM OTHOILICHUSAM 2
9KOHOMHUYECKOM JesITETbHOCTH
JUTS1 3209HON (DOPMBI 00yUeHUS
Ne i/t Ne Bun Haumenosanue KonnuectBo
paszena | 3aHATHS 4acoB
(Tembl)
1 2 I1P JIOKyMEHTHPOBaHHUE YIPABICHYECKON ACSITEIBHOCTH 2
2 3 ITP Opranu3anus padoThl C JTOKYMEHTAMH 2
3 4 I1P TpeboBaHMsI 110 MOATOTOBKE PACIIOPIIUTEIbHBIX U 2
UH(POPMALMOHHO-CIIPABOYHBIX TOKYMEHTOB
4 5 I1P JIOKyMEHTBI, pEriIaMEHTUPYIOLIUE ACSATENbHOCTD 2
OpraHu3aluu

5.4. KypcoBoii npoekT (KypcoBasi padora, pacueTHo-rpaguueckas padora, pedepar,

1.

KOHTPOJIbHAsA padoTa)
IIpumepHasi TeMaTuka pedepaToB:

HopmatuBHO — paBOBBIE aKThI B c(hepe TypHUCTCKOTro On3Heca.
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2. HopmaTuBHO — npaBOBbIE aKThl B TOCTUHUYHON UHAYCTPHH.

3. HopwmatuBHO — TpaBOBBIC aKThl B PECTOPAHHOM OH3HECE.

4. JlokymeHTanus 1Mo O0OECHEYCHUIO U TOATBEPKACHUIO KadecTBa YCIYr TYpPUCTCKOTO
PEITPUSITHSL.

5. JlokymeHTanus mo oOECIeueHUI0 U TOATBEPKIACHUIO KauecTBa YCIYT TOCTHHHYHOTO
PEIITPUITHSL.

6. JloxymeHTanus mo oOECTeUeHUI0 U MOATBEPIKICHUIO KAueCTBA YCIYT MPEINPHSITHS
MUTaHUS.

7. Pa3paboTka TOMKHOCTHOM MHCTPYKIIMU MEHEKepa TYPUCTCKOTO MPEATIPUATHS.

8. PaspaboTka JOIKHOCTHOW MHCTPYKIIMHA MEHEKEPA TOCTHHUIHOTO MPEITPHUATHS.

9. Pa3paboTrka JOKHOCTHON MHCTPYKIIMU MEHEKepa MPeANPUITHS TUTAHUS.

10. Pa3paboTka moroBopa 00 opraHU3aIMH IEPEBO30K TYPUCTOB.

11. CronbmoBoe (mpuKa3HOe) IeTOMPOU3BOJICTBO.

12. Komnnexckoe aenonpou3BOICTBO.

13. HcnonHuTenbHOE AEIO0MPOU3BOJCTBO.

14. Pocculickue TEXHOJIOTHUH IEJIONMPOU3BOACTBA B XX BEKE.

15. Ocobennoctu ohopmIIeHHUS ACTOBBIX MICEM B aHTJIOSN3BIYHBIX CTPAHAX.

16. Cnemnuduka 1eI10BOM KOPPECTOHACHITNN Ha (PAHITY3CKOM SI3BIKE.

17. Ocobernoctu opopmIIeHUSI TUCEM HAa HEMEIIKOM SI3bIKE.

18. CynrHocTh M1 0COOEHHOCTH KOH(PHUIEHITNATBLHOTO JSTONPON3BOICTRA.

19. Ompenenenue cocraBa KOH(PUICHINATBHBIX JOKYMEHTOB.

5.5. CamocTosiTesqbHast paboTa

Ne pazpena Bun camocrositenbHOM paboThI KonunuectBo uacos
(Tembl)
OYHasl 3a04Hast
1 IlonroTroBka K NpakTU4eCKOMY (CEMUHAPCKOMY) 3aHATHUIO 10 10
2 [ToaroroBka K MpakTUIECKOMY (CEMHHAPCKOMY) 3aHITHIO 12 12
3 PaboTa ¢ HayYHBIMH UCTOYHUKAMU 12 14
4 [ToaroroBka K MpakKTUIECKOMY (CEMHHAPCKOMY) 3aHITHIO 12 14
5 CobecennoBanue Mo pe3ynbTaTaM aHaJIM3a HayYHbIX 12 14
HCTOYHHUKOB
6 [ToaroroBka K MpakKTUIECKOMY (CEMHHAPCKOMY) 3aHITHIO 10 14
7 CobecennoBanue Mo pe3ynbTaTaM aHaJIM3a HAyYHbIX 10 14
HCTOYHHUKOB

6. ObPA3OBATEJIbBHBIE TEXHOJIOI'HHA

[Ipn ocymecTBieHHH 00pa30BAaTENBHOTO MpPOIECCa IO TUCHUIUIMHE HCIHONb3YIOTCS
clieAyIonye HHPOPMalMOHHbIE TEXHOJIOTHH:

— cOop, cucTemMaTH3alKs ¥ BblJ1ada yueOHOM 1 HaydYHOH HH(POpMAIIHH;

— 00paboTKa TeKCTOBOH, rpauuecKoil 1 SMIUPHUUECKON HH(POPMALINH;

— MOJITOTOBKA, KOHCTPYHPOBAHHE U MTPE3CHTALUS HTOTOB YI€OHOU AEATEIbHOCTH;

— CaMOCTOSITENIbHBIA TMOHMCK JIOTIOJHUTEIBHOTO Y4eOHOIO M HAy4yHOrO MaTepHuala, C
UCTIONIb30BAaHUEM  IIOWCKOBBIX CHCTEM M CalWTOB ceTh VHTEpHET, 3IeKTPOHHBIX
OMOIMOTEYHBIXPECYPCOB U 0a3 TaHHBIX;

— HMCIIOJIb30BAHME AIEKTPOHHON MOYTHI, COLMAIBHBIX CETEH sl pACChIIKH, MIEPEHCKH U
00CYX/IeHUS! BOSHUKIIUX y4EOHBIX MP00IeM, KOHCYIbTALUH.




I/IHTepaKTI/IBHbIe U aKTHUBHbIC 06p330BaTeJIbeIe TEXHOJIOI'UM

QOunas ¢popma o0yueHust

Ne Bun 3ansrus (J1, Hcnons3yeMble HHTEPAKTUBHBIC U AKTUBHBIC Konnuectso
TEMBI 113, C, JIP) 00pazoBaTebHbIC TEXHOJIOTUH 4acoB
1 I1P IIpesenranuu 2
2 I1P [IpezenTannmn 4
3 I1P ITpezenTannmn 2
4 I1P IIpesenranuu 4
5 I1P ITpezenTannmn 4
6 I1P [IpesenTanuun 2
7 I1P IIpesenTannmn 2
3aounas popma 00yueHust
No Bun 3anstus (J1, Hcnonb3yeMble MHTEPAKTUBHBIE U AKTUBHbBIE KomnuectBo
TEMBbI 113, C, JIP) 00pazoBaTebHbIC TEXHOJIOTUH 4acoB
2 I1P [TpezenTannmn 2
3 I1P [IpesenTanun 2
4 I1P IIpezenTannmn 2
5 I1P IIpezenranuun 2
IIpakTHyeckasi NOAr0OTOBKA 00y4arOMIUXCs
Ne paznena Bup 3ansaTus Bunpr pabot KommaectBo
(Tembl) (JIK, I1P, JIP) 4acoB
O0D0 | 300
2 I1P Pa3paboTka ynpaBieH4ecKOH TOKyMEHTalluN 4 2
3 [P PazpaboTka HOMeHKIATYypHI Aen. DopMupoBaHue, 2 3
odopmIleHrEe U XpaHESHHE el
4 [P Pa3zpaboTka pacriopsiAiuTeTIbHBIX TOKYMEHTOB 2 1
4 I1P Pazpabotka UH(POPMALMOHHO-CITPABOYHBIX 2 1
JIOKYMEHTOB
5 [P Pa3paboTka MOKYMEHTOB, pETJIaMEHTHPYIOUIUX 4 2
JESITEIbHOCTD OpraHu3aluu (JiokanbHbIE
HOPMATUBHBIE aKThl, MOJ0KEHHS], HHCTPYKIIUN)
6 I1P PazpaboTka JOKYyMEHTOB IO JHYHOMY COCTaBY 2 -
(TpyaoBO# TOTOBOP, TPYAOBAst KHWKKA U JIP.)
7 I1P PazpaboTka JOKyMEHTalMd IO JIOTOBOPHO- 2 -
MIPaBOBBIM OTHOUIICHUSIM HKOHOMUYECKOM
JESTEIbHOCTH (KOHTPAKT, J€JI0Basi IEPENNCKA)
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8.7. MeToanyeckune yKasaHusi ¥ MaTepPUAJIbI 10 BUJIAM 3aHATHI

MeToauyeckue yKa3aHus 10 BeIeHUI0 KOHCTIEKTOB JIeKIMii

KoHcriekTupoBaHue JEKIMM — BaXHBIA IIar B 3allOMHHAHUM MaTepHalia, IOATOMY
KOHCIIEKT JIEKIIM HE0O0XOAMMO HMMETh KaXXJIOMy CTYAEHTY. 3ajaya CTyAEHTa Ha JICKIUH —
OJIHOBPEMEHHO CIIyIIaTh MPENoJiaBarelis, aHAIM3UPOBaTh M KOHCIEKTUPOBATH WH(MOPMAITHUIO.
IIpu 3TOM Kak CBUIETENBCTBYET IPAKTHKA, HE HY)KHO CTPEMHUTBLCS BECTU JOCIOBHYIO 3aIIUCh.
Takum oOpa3oM, JEKIUIO TPEToIaBaTeNsi MOKXHO KOHCIIEKTUPOBATh, ITPH ATOM BaKHO HE TOJBKO
BHUMATCIIBHO CJ'IyH_IaTB HGKTOpa, HO U BBIACIATH HaI/I6OJIee Ba)KHyIO I/IH(bOpMaI_[I/IIO n
COKpAIICHHO 3aliChiBaTh e€e. [Ipu 3TOM 0JHO W TO ke conaepkaHue (PUKCUPYETCs] B CO3HAHUU
I-IGTBIpe pa3a: BO-HepBBIX, HpI/I caMmOM CJ'IYI_HaHI/II/I; BO-BTOpBIX, Korga BBIIACIISICTCA TJIaBHas
MBICJIb, B-TPETBUX, KOTJIa TOJBICKHBAETCs oOoOmIaromas ¢pasa, W, HAKOHEI, MPU 3aIHCH.
Marepuan 3anioMHHaeTCsi 60J1e€ MOJIHO, TOYHO U MPOYHO.



Xopommuii KOHCHEKT — 3aJ0f YE€TKMX OTBETOB Ha 3aHATHSAX, XOPOLIETO BBIITOJHEHUS
YCTHBIX OMPOCOB, CAMOCTOSITENILHBIX U KOHTPOJIBHBIX pa0b0T. 3HAYMMOCTh KOHCIIEKTUPOBAHUS HA
JEKIIMOHHBIX 3aHATHSIX HeCOMHEHHA. [IpoBepeHo, uTo cocTaBiieHHE 3(PPEKTUBHOIO KOHCIEKTa
JIEKIUHA MOKET COKPAaTUTh B YEThIpE pa3a BpeMs, HE0OXOIUMOe ISl TIOJTHOTO BOCCTAHOBIICHUS
HYXHOH wuH(popMarmu. [lng SKOHOMHHM BpEeMEHM, Iepell KaKIOW JeKIUeH HeoOX0IuMo
BHHUMATEJIbHO MPOYUTATh MaTepuan Npeablaylied JeKUWU, BHECTH MHCIPABICHUS, BBIICIUTH
Ba)KHbIE aCIEKTHl M3y4aeMOro MaTepuana

KoHncnekT nmomoraer He TOJBKO JIydllle YCBaWBaTh MaTepuaj HA JIEKLUUU, OH OKa3bIBAETCS
HE3aMEHUM IIpH NOJAr0TOBKE dk3aMeHy. Clie0BaTeIbHO, CTYIEHTY B JAJIBHENUIIIEM BaXXHO YMETh
0(QOPMUTH KOHCIIEKT TaK, YTOOBI Ba’KHbIE MOMEHTHI KYJIbTYPOJIOTHUYECKON HeH ObUIN BbIAEICHBI
rpadpuyeckd, a TIJIaBHYI0 HH(POPMALMIO CIIEAyeT BBIACIATH B CAMOCTOSTENbHBIC a03allbl,
bukcupys ee 6osiee KpynmHbIMU OYKBaMH WJIM LIBETHBIMH MapkepaMu. KOHCIEKT MOIKEeH UMETh
HOJIS JUISL 3aMETOK. JTO MOTYT ObITh OMOnMorpaduyeckue CChbUIKM M, HaKOHEI, COOCTBEHHBIC
KOMMEHTapUH.

MeTtoauyeckue yKkazaHusl 110 OPraHU3alii CaMOCTOATEJIbLHOM padoThI CTyAeHTa

Jns mHaOuBHIyaM3aiid  00pa30BaTEIBHOTO TIpoliecca camocTosiTenbHylo padoty (CP)
MOYKHO Pa3JIeUTh Ha 0a30BYIO M JOTIOJHUTEIBHYIO.

bazoBas CP obecrneunBaeT MOArOTOBKY CTYIEHTa K TEKYLIUM ayAUTOPHBIM 3aHSATUSAM U
KOHTPOJIbHBIM MEPOIPUATUSAM ISl BCEX JUCHMIUIMH Yy4eOHOro maHa. Pe3ynbTarhl 3TOH
MOJTOTOBKU MPOSBISAIOTCS B aKTUBHOCTH CTYJEHTA Ha 3aHATHUSX M B KaueCTBE BBINOJHEHHBIX
KOHTPOJILHBIX paldOoT, TECTOBBIX 3aJaHUi, CIACTaHHBIX IOKIAJ0B M JIPYrHX (OPM TEKYILEro
koHTpoJisa. bazoass CP Moxker BkitouaTh cienytone GopMbl pabOT: U3ydeHHUE JIEKIIMOHHOTO
MarepHaia, MpelycMaTpUBAIONIe MPOPabOTKy KOHCHEKTa JIEKIUH u Y4eOHOW JIMTepaTyphl;
nouck (moadop) W 0030p JNUTEpAaTypbl M DIIEKTPOHHBIX HMCTOYHHUKOB WH(MOpMAIUU 110
UH/IMBUYAJIbHO 33JaHHOI Mpo0JyieMe Kypca; BBIIIOJHEHHUE JIOMAIIHETo 3afaHus WM JTIOMAalTHEeH
KOHTPOJIbHOM paboThl, BbIABAEMbIX Ha MPAKTUUYECKUX 3aHATUAX; M3y4EHHE MarepHaa,
BBIHECEHHOTO HA CaMOCTOSITEJIbBHOE U3YyYEHHE; IOATOTOBKA K IPAKTUUYECKUM 3aHATHUSM;
MOJTOTOBKA K KOHTPOJIbHOM paboTe WM KOJUIOKBUYMY; MOATOTOBKAa K 3a4eTy, aTTeCTallUsIM;
HamucaHue pedepara (3cce) 1o 3aJaHHOH npoodeme.

Hononuurensnass CP HampaBieHa Ha yriIyOJICHHE M 3aKpeIjieHHE 3HaHWKM CTY/ACHTA,
pa3BUTHE AaHATMTUYECKUX HABBIKOB MO MpobiemMaruke yueOHoi nucruminael. K Helt oTHOCSTCA:
MOJrOTOBKA K 3K3aMEHY; BBIMIOJIHEHUE KYpCOBOM pabOThl WM MPOEKTa; HCCIeAoBaTeIbCKas
paboTta u yyacTue B HayYHBIX CTYJCHUECKUX KOH(EPEHIUAX, CEeMUHAPaX U OJIMMITHA/IAX; aHAJIN3
HAayyHOW MyONMKAalMM 10 3apaHee ONpENENICHHON TpernojaBaTeleM TeMe; aHaju3
CTaTUCTHUYECKUX M (DAKTUUECKUX MAaTepHajoB IO 3aJaHHOH TeMme, MPOBEJICHHE pacdeToB,
COCTaBJICHHE CXEM M MOJeJiell Ha OCHOBE CTaTUCTHUECKUX MaTepuasoB U Jp.

B yuebHOM mporiecce BBIACISAIOT J1Ba BUAA CAMOCTOATENBHOM paboTHI: ayAWTOpHas H
BHEAyJIMTOpHAsl. AYAMTOpHAs caMOCTOsITeNIbHas paboTa MO JAWCUUIUIMHE BBIMOJHSIETCS Ha
y4EOHBIX 3aHATHUAX MO/ HEITOCPEICTBEHHBIM PYKOBOJCTBOM IPENOJaBaTeNs U MO €ro 3a/laHusIM.
OcHOBHBIMU (hOpMaMU CaMOCTOSITEJIBHOM padOThl CTYIEHTOB C YYacTHEM IIperojiaBaTeiei
SBIISIOTCS:  TEKyIIHMEe KOHCYJIbTAllUM; KOJUIOKBUYM Kak (opmMa KOHTPOJS  OCBOCHHS
TEOPETUYECKOr0 COJAEpKAHMS NUCUUIUIMH, MpUEM U pa3dop IoMallHuX 3adaHuil (B 4achl
NPAaKTUYECKUX 3aHATUI); BBIMOJIHEHHE KYPCOBBIX paboT (MPOEKTOB) B paMKax TUCIMIUIMH
(PyKOBOJCTBO, KOHCYJIBTHPOBAHHE M 3allUTa KypCOBBIX paboT (B dYachl, IMPerlyCMOTPEHHBIE
y4eOHBIM IIJIAHOM); MIPOXOXKICHHE U 0(hOpMIICHHE Pe3yIbTaTOB MPAKTUK (PYKOBOJICTBO U OLIEHKA
ypOBHS c(hOPMUPOBAHHOCTH MPO(HECCUOHATBLHBIX YMEHUN U HABBIKOB); BBIMOJIHEHNE BBITYCKHON
KBAJTM(HUKAIIMOHHONH pPabOThl (PYKOBOJCTBO, KOHCYJIBTUPOBAaHME M 3allldTa BBITYCKHBIX
KBATH(UKAIIMOHHBIX padOT) U Jp.

BueaynutopHass camoctosiTensHash pa®oTa BBIMOJHSAETCS CTYJCHTOM 110 3aJaHHUI0
npenojaBarensi, HO 0e3 ero HemocpeacTBeHHOro ydactua. OcCHOBHBIMU (dopMaMu
CaMOCTOSITENIbHOW pabOThI CTYJECHTOB 0€3 ydacTHsl MperoaaBaTesieil BifoTcs: (GOpMUpOBaHHE
¥ YCBOGHHE COJIEp)KaHHMsSI KOHCIEKTa JICKIMH Ha 0a3e pEeKOMEH/IOBAHHOW JIEKTOPOM Y4eOHOM
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JUTEpATyphl, BKIItOYast HHPOPMALIMOHHBIE 00pa30BaTeIbHbBIE PECYPCHI (IJIEKTPOHHBIE YUEOHHUKH,
3JICKTPOHHBIE OMOJIMOTEKH W Jp.); HamucaHue pedeparos, dCce; MOATOTOBKA K MPAKTUYECKUM
3aHATUAM (IOATOTOBKA COOOIICHWH, JOKIAA0B, 3aJaHHii); COCTaBICHHE AHHOTHPOBAHHOTO
CIMCKa cTaTeil M3 COOTBETCTBYIOUIMX JKYPHAJOB IO OTpacisiM 3HaHUI (IeAarorunyeckux,
IICUXOJIOTUYECKUX, METOIMYECKUX U [p.); YIIYOJeHHbIM aHalu3 HaydYHO-METOAMYECKOU
auTEpaTypsl (MOArOTOBKA DPEICH3WM, aHHOTAMA Ha CTaThl0, TOCOOME W JIp.); BBHINIOJHCHHE
3aJaHuii o cOOpy Marepuaiga BO BpeMsl NPAKTUKU; OBIAJACHUE CTYIEHTaMHU KOHKPETHBIX
yueOHBIX MOJYJel, BHIHECEHHBIX Ha CaMOCTOSITEIbHOE H3yYeHHe; MoA00p MaTepuana, KOTOPbIi
MOYET OBbITh MCIIOJIb30BaH JJIsl HAalMcaHus pedepaTroB, KypCOBBIX M KBaTH(UKAIMOHHBIX paldoT;
MOJrOTOBKA TMPE3CHTAllMi; COCTaBIIEHUE TIJIoccapus, KpOCCBOpAa IO KOHKPETHOH TeMe;
MOJATrOTOBKA K 3aHATHUAM, IPOBOJUMBIM C HCIIOJIb30BAaHHEM aKTUBHBIX (hOpM 00ydeHus (Kpyribie
CTOJIBbI, TUCITYTHI, E€JIOBBIE UTPbI); AHAIU3 JEJIOBBIX CUTyallui (MUHU-KEWCOB). I'paHuIIbI MEXAY
TUMU BUaMU pabOT OTHOCHUTENBHBI, & CAMU BUIbI CAMOCTOSTEIBHOI paboThI epeceKaroTcsl.
MeTtoauyeckue ykazaHus 10 NOAT0TOBKE K CEMUHAPCKUM 3aHATHAM

CemuHapckue 3aHATHSA SBISIIOTCS OJHUM M3 OCHOBHBIX 3BEHBEB IIpOIECCa H3YUCHHS
muciuruinHel. Lenb 3aHsaTHil 3aKkiiodaeTcss B YACHEHWU M YCBOCHHMM CTYIEHTAaMHU Ba)KHEHUIIMX
NPaBOBBIX KAaTErOpUd H TOHATUH, BbIPAOOTAHHBIX OPUCTIPYJACHIMEH ¢  HMEIOIIUX
NPUHLMIIAAIBHOE METOJOJIOTMYECKOe M MPaKTHUYeCKOe 3HAaYeHWe JJisi BCEro KOMILIeKca
IIPaBOBBIX HayK.

B xone cemMuHapoB CTYAEHT 3aKperuvisieT U yriyOJseT 3HaHUs, NOoJydYeHHbIE Ha JIEKIUAX U
B XO0JI€ CaMOCTOSITEJIbHOM MOATOTOBKH, IPUOOPETAeT HAaBBIKM HAYYHOTO MBILUIEHUS, 00pabOTKH
o0mieil u coenuagbHOM MHGOPMAMU O TMpaBe, YMEHHE IOCIEI0BaTeIbHO, YETKO U
apryMEHTHPOBAHO M3JIaraTh CBOM MBICIH, OTCTauBaTh COOCTBEHHBIE MTO3UIIHH.

[Inanbl ceMuHApCKUX 3aHATUHN, UX TeMaTHKa, PeKOMEHyeMas JINTeparypa, elb U 3a7auu
€e M3Y4YCHHs COOOLIAIOTCS IPErojaBaTeNieM Ha BBOAHBIX 3aHATUSX WIM B METOJUYECKUX
YKa3aHUAX MO0 JaHHOW AMCLHUILIMHE.

[Ipexxne 4yeM OPUCTYNUTh K HM3YYCHHIO TEMBI, HEOOXOAUMO MPOCMOTPETh OCHOBHBIC
BONPOCHl TUIaHAa ceMHuHapa. HaunHas MOATOTOBKY K CEMHUHAapCKOMY 3aHSTHIO, CTYAEHTaM
HE00X0IUMO, TPEXKJIe BCETro, MOCMOTPETh KOHCIIEKTHI JICKIIHi, pa3/iesibl YIeOHUKOB U Y4eOHBIX
MoCcoOuiA, 4TOOBI MOJTYYUTh OOIIEe MPEICTABICHHE O MECTE W 3HAYCHHH TEMbl B M3y4aeMOM
Kypce. 3areM cieayeT mnopadoTaTh C JIOTOJHUTENBHOW JIMTEPaTypod, CleNaTh KOHCIEKTHI
CEMHUHAPCKUX 3aHATUN MO PEKOMEHI0BAaHHBIM HCTOYHUKAM.

KoHcrekThl  ceMHUHApCKUX  3aHATUH  MMEIOT  IEPBOCTENIEHHOE  3HAYE€HUE IS
CaMOCTOSITeNIbHOM paboThl cTyneHTOB. OHU MOMOTaloT MOHATH MOCTPOCHHUE U3y4aeMOW KHUTH,
BBIJICIUTh OCHOBHBIC MOJIOKEHHS, MPOCIEAUTh UX JIOTUKY M TEM CaMbIM HPOHHKHYTh B
TBOPYECKYIO JIAOOpATOPHUIO aBTOPA.

Benenne koHcmekTa CHOCOOCTBYET NPEBpAllEHUMIO YTEHUS B AaKTHBHBIM Mpoliecc,
MOOWJIN3YET, HApSAYy CO 3pUTENbHOM, U MOTOpPHYIO HamsTh. CieayeT MOMHMTBH: y CTY/ACHTA,
CHCTEMAaTHUYECKH BEAYILEro KOHCIEKTBI, CO3MAaeTCsl CBOM WMHAWBUIAYAIBHBIA (DOHA MOICOOHBIX
MaTepuaioB i OBICTPOrO MOBTOPEHHUS MPOYUTAHHOTO, I MOOWIM3AIMH HAKOIJIEHHBIX
3HaHUM.

[Ipy KOHCHEKTHPOBAHUM MOXKHO HCIIOJIb30BaTh ClieAytomue (QOpMbl 3alUCU: TUIaH
(IpoCTOM M pa3BEPHYTHIil), BBITUCKHU, TE3UCHL.

[Ipy BBegeHMM KOHCIEKTa Ba)KHO pa3BUBaTh YMEHHUE COMOCTABISATh HUCTOYHHKH,
IPOJYMBIBATh U3y4aeMblii MaTepual, a TAK)KE COCTABIIATh KOHCIEKT C YYETOM CBOET0 OYAYIIEro
YCTHOTO BBICTYIUICHHUS.

Ha cemunape kaxIplii ero y4yaCTHHMK JOJDKEH OBITh TOTOBBIM K BBICTYIIJICHHIO MO BCEM
MOCTAaBJIEHHBIM B TIUIaHE BOINpOCAaM, TMPOSBIATH MaKCUMaJbHYIO0 aKTHUBHOCTh TpU HX
paccMoTpeHHH. BhICTyIIeHHE JOKHO CTPOUTHCS CBOOOIHO, YOAUTENBHO U apTyMEHTHPOBAHO.
[IpenogaBatens ciaeauT, 4TOOBI BBICTYIJIEHUE HE CBOJWIOCH K PENPOAYKTHUBHOMY YpPOBHIO
(MpOCTOMY BOCTIPOM3BENEHHUIO TEKCTa), HE JOIMYCKAeTCs M IMPOCTOE UYTEHHE KOHCIIEKTa, TEM
Oosee ydyeOHmka. HeoOXxoaumMo, 4TOOBI BBICTYIAIOIINI MPOSIBISUT COOCTBEHHOE OTHOIICHHE K
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TOMY, O 4HEM OH T'OBOPHUT, BBICKA3bIBAJI CBOC JIMYHOC MHCHHUC, TIOHUMAHUC, OGOCHOBBIBEUI €ro u
MOT C/eNaTh MpaBUJIbHBbIE BBIBOJBI M3 cKazaHHOTrO. IIpu 3TOM cTyneHT MoKeT oOpamarhes K
3alluCAM KOHCIICKTAa U HGKHHﬁ, HCMMOCPCACTBCHHO K IMCPBOUCTOYHHKAM, HUCIIOJB30BATH 3HAHUC
yueOHOM 1 JOMOIHUTENBHOMN JINTEPATyphl, (PaKThl U HAOIIOEHUSI COBPEMEHHOM KU3HH U T. JI.

Bokpyr Takoro BBICTYIUJIEHUS MOIYT pasroperbCs CIOpbI, AUCKYCCHUH, K YYacCTHIO B
KOTOPBIX JOJKEH CTPEMUThCS Kaxabli. [IpenonaBarensb, B CBOIO ouepe/ib, OyJAeT BHUMATEIbHO U
KPpUTHYCCKU CIIYyHIIaTh, IOAMCHYATDH OCOGGHHOG B CYXKACHUAX CTYACHTOB, YJIaBJIMBATb HCIOCTATKH
U OWMOKH, KOPPEKTUPOBATh WX 3HAHMS, U, B ClIydae HEOOXOIMMOCTH DPAa3pEUINTh CIIOPHYIO
CUTYAaLHIO.

CemuHap sBISICTCS BaXHEHIIeH (OpMOi YCBOCHUS 3HAHU.

Bnanenue mMOHATHIMHBIM anmapatoM — HEOOXOIUMOE YCJIOBHE YCBOEHHs mpeamera. B
YCBOGHHH UX BecbMa 3(PPEKTUBHO TMPOBEIEHUE MHUCHMEHHBIX M YCTHBIX MOHSITHMHBIX
KOHTPOJIbHBIX pa60T, TCPMUHOJIOTMYCCKUX ANUKTAHTOB, TCCTOB. KpOMe TOro, HCIOJIB3YHOTCA
pa3IUYHbIE BUABI YCTHOTO OIPOCa: 3KCIPECC-0MPOC, ONPOC-UHBEPCHSL.

Drenpecc-onpoc — 3TO TPEATIOKEHUE PACKPBITh HAa3BaHHbBIC MOHATHS. Onpoc-ungepcus, B
OTJIMYME OT 3a/laHus MOSICHUTh 3HAaYCHHE TePMHUHA, MPEJIOKEHHE TOCTaBUTh BOIMpPOCHL. Takoit
MPHEM CIIOCOOCTBYET HE MPOCTO «Y3HABAHHIO» TEPMHHA, HO U BBOJUT €r0 B aKTHBHBIN CIIOBAph
CTYyJEHTA.

CGMI/IHapCKI/Ie 3aHATUA IO MPCAIOKCHUIO TTPCTIOAAaBaTCIId MOT'YT GBITB MMPpOBCACHBI B BUIC
CBOOOJIHOM JUCKYCCHHU IO CYIIECTBY OOCYKIaeMoil TeMbl, B ()OpMe BBICTYIJICHUU C 3apaHee
MOATOTOBJICHHBIMU JIOKJIaJaMU (3CCe) MO PEKOMEHIYEMbIM BONPOCAM M HUX MOCIEIYIOLIEro
oOcyxneHus. B xoze 3aHATHI CTYIEHTHI MOTYT BBIINOJHITH TUChbMEHHBIE 3a/1aHUs 110 BOIIPOCaM
TEMBI, OTBEYAaTb HAa KOHTPOJIBHBIE TECThl. TaKKe IPAKTUKYETCS IIPOBEICHHE CEMHHAPCKUX
3aHATUH B KOMITBIOTEPHOM KJIACCE€ B MHTEPAKTUBHOM (hopme (00yUaromue Urpbl, TECTUPOBAHUE).

HOI[FOTOBKa K CCMHUHAPCKUM 3aHATHAM TIIPOXOAAT B HCCKOJIBKO 3TallOB: BO-IICPBBIX,
HEO0OXOUMO BHUMATEIHHO M3YyYUTh BOIPOCHl U JUTEPATypy, PEKOMEHIOBAaHHYIO JJIsi aHAIM3a;
BO-BTOPLBIX, CJICAYCT HNPOU3SBCCTU TIOHUCK I[OHOHHHTGHBHOﬁ I/IH(bOpMaI_[I/II/I N3 HU3BCCTHBIX
HUCTOYHHKOB (3TO MOTYT OBITH 3JIEKTPOHHBIC PECYPCHI; JOMAITHUE W BY30BCKHE OMOIMOTEKH;
KaOMHET KOoAu(UKAIMKU M T.1.). B TpeTbuX, CTYJEHT MOXET TOTOBUTHCSI K CEMUHApy Kak
CaMOCTOSITENIbHO, TaK M TpU  y4yaCTHUM  MpenojaBareis, Yy KOTOPOTrO  MOXHO
IMPOKOHCYJIbTUPOBATHCA IO BOINPOCAM CCMHUHAPCKOT'O 3aHATHA. B-‘-IGTBepTBIX, IIOATrOTOBKA K
CEMHUHapy MOXET ObITh KaK MHAMBHUAYAJIbHOM, TaK M KOJJIEKTUBHOHN (COBMECTHOE 00CYXIEeHUE
BOIIPOCOB CEMHHApa, peIleHHEe Ka3ycoB, 3a/ay). B-MATHIX, MOATOTOBKY K CEMHHApy MO>KHO
IPOBOAUTH (KEeNaTeNIbHO) B MUCbMEHHOM BHJIE, COCTaBJISISl KOHCIEKT JINTEPATyphl MO TEME WU
KOHCIIEKT OTBETa Ha BOMPOCHI CEMHUHApa. B-IIecThIX, MpU MOATOTOBKE K CEMHHAPY HEOOXOIMMO
MPOBOAUTH PENETHUIINH, €CIIH 3TO CBA3aHa C JEJTOBBIMU UTPAMHU, POJIEBBIMHU UTpamMu. B-cenbMbIX,
IPY TOJATOTOBKE K MPAKTUYECKOMY 3aHSATHIO CTYICHTY HE0OX0AUMO 0c000€ BHUMaHUE O0paTHTh
Ha COCTOSTHUE 3aKOHOJATENIbCTBA, KOTOPOE OYEHb JMHAMHYHO U MOXKET MU3MEHHUTHCS HaKaHyHE
3aHsATHUA. B-BOCBMBIX, CTYACHT OOJDKCH 06paTI/ITb BHUMAHHUE Ha CTCIICHb HaquOﬁ
pa3paboTaHHOCTU TEMbl B CMEXHBIX AUCHMILIUHAX: (UIOCO(YHH, TMOTUTOIOTHH, COLMOJIOTHH,
HCTOPUU, KYJIBTYPOJIOTH U APYTHX.

MeTtoauyeckue yKazaHus 110 MOATOTOBKE K NPAKTHYECKUM 3aHATHAM

OnHOl M3 BaXHBIX (QOPM CaMOCTOATENBbHOM paboOTHl SABISAETCS TOATOTOBKA K
MPAKTUYECKOMY 3aHSTHIO.

HpI/I MNOATOTOBKEC K TMPAKTUYCCKUM 3aHATUAM CTYACHT [JOJLKCH MPUACPKHUBATHCA
CIEAYIOLENH TEXHOJIOTHU:

1. BHUMATEILHO HU3YUUTh OCHOBHBLIC BOIPOCHI TCMbI U IIJIAH MPAKTHYCCKOI'O0 3aHATHA,
OTIpEeAeNIUTh MECTO TEMbI 3aHATHS B OOIIEM COJepKaHUH, €€ CBSA3b C APYTUMU TEMaMHU;

2. HalTU U TPOpadbOTaTh COOTBETCTBYIOIINE Pa3/eNbl B PEKOMEH/IOBAHHBIX HOPMAaTHUBHBIX
JOKYMEHTaX, yueOHUKaxX U JOTOJTHUTEIbHON JIUTEPaType;

3. mocie O3HAaKOMIJIEHHSA C TCOPCTUYCCKUM MATCpruajiIOM OTBCTUTH Ha BOIIPOCHI IJIA
CaMOIIPOBEPKH;
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4. mpoayMaTh CBOE MOHUMAHHE CIIOXKHBIICHUCS CHTyallMd B H3ydaeMoul cdepe, MyTH U
CrocoObI pelieHus MPOOJIEMHBIX BOIPOCOB;

5. mpoayMarh pa3BEpPHYTHIE OTBEThl Ha MPEHJIOKEHHBIE BOMPOCHI TEMbI, OMUPAsCh HA
JICKIMOHHBIE MAaTEPUAJIbl, PACIIUPSSA U JOMOJHSAS UX JaHHBIMU U3 YU€OHUKOB, JOTOTHUTEIHLHON
JTUTEPATYPHIL.

MeTtoauyeckue yKazaHus 110 MOAr0TOBKEe KOMIBIOTEPHOI Mpe3eHTAluN

[IpesenTamus (0T aHTI. «presemtation» — MpeACTaBlIeHHE) — 3TO HAOOp KapTHHOK-
CIAiIOB Ha OMNpEICICHHYIO TEeMY, KOTOpble XpaHsaTcs B (daine crneuuambHoro ¢opmara. Ha
KOKIOM Clalilc MOXHO COJAEpKaTh MPOU3BOJIBHYIO TEKCTOBYIO, TpadUUYecKyl WU
BUJCOUH(OpPMALIMIO, aHUMALMIO, 3BYK M3 MOJATOTOBJICHHOro ayauodailia, a Tak Xe u
3anvcaHHbll ¢ MHUKpodoHa. [Ipe3eHTanuu Jierko co3naBaTh € IOMOIIBIO TporpamMmbl MS
PowerPoint.

[Ipe3enTanuu npegHa3HAuYEHbI JJIA:

* 0TOOpaXKCHMS HATJISTHOCTH y4eOHOTO/JIEKIIMOHHOTO MaTepHaa,

* yIpaBieHHs YIeOHO-TI03HABATEIHHOU ACSITEILHOCTHIO Ay AUTOPHH,

* KOHTPOJISI U TPOBEPKU YCBOEHUS MIOJIaHHOTO MaTepHara,

* 0000IICHUS U CUCTEMATH3aLINU 3HAHUI,

* pEeKJIaMbl TOBapOB, YCIIYT,

* co3aanus GpoToanTsOOMOB U T.1.

[Ipe3eHTany MOXHO AEMOHCTPUPOBATH MO-PA3ZHOMY:

* Ha KOMIIbIOTEPE,

* Ha 3KpaHe C MOMOIIbIO MYJIbTUMETUIHHOTO IPOEKTOPA,

* Ha TeNedKpaHe 0oIbIIoro hopmMara.

CoznaHHbIe TPE3EHTALIMU MOTYT COAECPKATh:

* TEKCT,

*  n300pakeHwus,

* JHWarpaMMel,

* PUCYHKH,

* KOMIIBIOTEPHYIO aHUMAIMIO MPOLECCOB U SIBIICHUH,

* 3BYKOBOE COIPOBOXKJEHUE,

* aBTOQUTYpHI,

* JMarpaMMbl

* THUIEPCCHUIKY;

*  BUJCOPOJIHUKHU.

[IpaBuna co3nanust MyJIbTUMEIUNHBIX IPE3CHTALIUI

OCHOBHOE MTPaBUJIO TTPE3ECHTALIUN:

[Ipocrora, TakOHUYHOCTh (MUHUMAIIU3M B ToJa4e BU3yaiabHOU mH(popmanuu). Kparkoe
U3JI0’KEHUE MaTepuaa, MakcuMaiabHasi HHPOPMAaTUBHOCTh TEKCTA.

Crnenyronye npaBuiia Mpe3eHTaLHi:

* YuTtabenbHOCTh (BUAUMOCTH U3 CaMbIX JAJIBHUX YTOJIKOB MOMELIEHUS U C PA3IUYHBIX
YCTPOMCTB);

*  OTCyTCTBHE HAKOIJICHUS], YETKUM MOPSIOK BO BCEM.

» TmarenbHO CTPYKTypUpPOBaHHAS UH(DOPMAIIHS.

* Hanuume KOPOTKUX W JIAKOHUYHBIX 3arOJIOBKOB, MApKHUPOBAaHHBIX MU HYMEPOBaHHBIX
CITUCKOB.

* Baxnyro nHpopManuio (HarmpuMmep, BBIBOJBI, ONPEASICHUS, MPaBWa U T.1.) HY)XKHO
M0/1aBaTh OOJBIIMM U BBIICJICHHBIM MIPU(GTOM U Pa3MeIaTh B JICBOM BEPXHEM YTy ClIaija.

* Bropoctenennyto nHpOpMaIuIo KeJlaTelbHO pa3MellaTh BHU3Y cllaifja.

» KaxnoMy nonoxeHuro (Uaee) HaJo OTBECTH OTACTbHBIN ad3ail.

» ['maBHYyIO MACIO HAZO BBIJIOKUTH B MIEPBOM CTPOKE ab3aria.
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* Hcnonp3oBaTh TabmuuHble (OPMBI TpEACTaBIeHUs HH(pOpManuu (AUarpamMmel,
CXEMBbI) IJIsl WUIIOCTpAlMM BaKHEWIIUX (PaKTOB, YTO JAaCT BO3MOKHOCTH MMOJATh MaTepuai
KOMIIAKTHO W HATJISTHO.

* I'paduka nomkHa OPraHUYHO JTOMOJHATH TEKCT.

* OObscHEeHHE HANO Pa3MeIIaTh KaKk MOXKHO OJFKe K WIUTIOCTPAIUil, ¢ KOTOPHIMH OHU
JOJIKHBI TIOSIBIIATHCS HA DKPaHE OJTHOBPEMEHHO.

* MHCTpYKIIMM K BBINOJHEHHWIO 33aJa4 HEOOXOAWMMO  TIIATENBHO MPOAYMATh
OTHOCHUTEINIbHO MX YE€TKOCTH, TJAKOHUYHOCTH, OJTHO3HAYHOCTH.

* Hcnonp30BaTh AMOLMOHAIBHBIN (OH (XyI0KECTBEHHAS MPO3a 3alIOMHHACTCS JTYYIIIE,
YeM clielhaibHble TEKCThI, @ CTUXU — JIy4llle, YeM Mpo3a).

* Bcio TekcToByr0o WHGOPMAIMIO HYKHO TIIATEIHHO MPOBEPUTh HA OTCYTCTBUE
opdorpadpuyeckux, rpaMMaTHYECKUX U CTUITMCTHYECKUX OITHOOK.

* IIpou3BOIUTENHLHOCTH MMOAABAEMOT0 MaTepuaja YBEIMYUBACTCS, €CIIU OJTHOBPEMEHHO
3aJIeiCTBOBAHbl 3PUTENIbHBIM M CIyXOBOW KaHaibl BOCHpUSTHUS HH(OpManuu (3apyOexHbIe
MCTOYHUKHU 3TO HA3bIBAIOT MPHUHIMIIOM MoAanbHOCTH). [To3TOMYy pekoMeHayeTcsi TaM, T/ie 3TO
BO3MO>KHO, HCIIOJIb30BATh JIsl TEKCTA U TpaduyecKuX U300paKeHUI 3BYKOBOE COTPOBOXKICHHE.

du3nonornyecKrue 0COOCHHOCTH BOCIIPHUSITHSI LIBETOB U OpM

* Crumynupyoomue (Teruible) 1[BeTa CIOCOOCTBYIOT BO30YXICHUIO M JEHCTBYIOT Kak
pazapaxkuTtenu (B TOpsAKe yObIBAaHUS WHTEHCHUBHOCTH BO3JCHUCTBUS: KpPACHBIM, OpaH>KEBBIH,
JKEITHIN).

» JlesuHTerpupymoomue (XOJOAHBIE) I1IBETa YCIIOKAWBAIOT, BBI3BIBAIOT COHJIUBOE
COCTOSIHHE (B TOM K€ MOpsaKe: (UOJICTOBBIN, CHHHI, TOJIyOOH, CHHE-3€JICHbIH, 3€JICHBIN ).

* e« HeliTpasibHbIE LBETA: CBETJIO-PO30BBIN, KEITO-3€IIEHBIN, KOPUUHEBBIN.

* CoueraHue OBYX LIBETOB — IIBETa 3HaKa M IBeTa ()OHA — CYHIECTBEHHO BIIMSAET Ha
3pUTENBHBI KOM(OPT, MPHUEM HEKOTOPHIE Maphl I[BETOB HE TOJIHKO YTOMIISIOT 3pEHHE, HO U
MOTYT BBI3BaTh CTpecc (HampuMep: 3eJeHbIe CHMBOJIBI HAa KpacHOM (OHE).

» Jlyuymee coyeranue 1BeToB mpU(Ta U (oHA: OENblii Ha TEMHO-CHHEM, YEpHBIA Ha
0eJIoM, JKENIThI Ha CHHEM, OPAHKEBBII Ha YEPHOM.

» IIBeroBas cxema JI0OJDKHA OBITh OJJMHAKOBOM JUIS BCEX CIIAlI0B.

» Jlro6oi#t pucyHOK (hOHA TMOBBIIIACT YTOMJISIEMOCTh TJla3 M CHIKaeT 3(PPEeKTUBHOCTH
BOCTIpUATHUS UH(POPMAITUH.

* Yerkue, IpKUE PUCYHKHU, KOTOPbIE MEHSIOTCS, JIETKO «OXBATHIBAIOT» MOACO3HAHUE, U
OHHM JTy4YIIIe 3alIOMUHAIOTCSI.

* Jlro0oit BTOpPOCTENECHHBIH OOBEKT, YTO JBIKETCS (AaHUMHUPOBAHHBIN), CHHXKACT
KauyeCTBO BOCIPUSTHS MaTepHala, OTBICKACT BHUMAHHE, HAPYIIAET €€ THHAMUKY.

* Iloka3 cnaiioB ¢ (OHOBBIM CONPOBOXKJIEHUEM HEXKEJIaTeNbHBIX 3BYKOB (TIE€CEH,
MEJIOAMI) BBI3BIBAET OBICTPYIO YTOMIISIEMOCTh, CIIOCOOCTBYET pACCEHMBAHUIO BHHUMAHUS U
CHU)KAET MPOU3BOUTENILHOCTh O0YUECHHUS.

* Ilomuute! YenoBek MOXKET OJHOBPEMEHHO 3alOMUHAThL He Oosee Tpex (HakToB,
BBIBOJIOB, OIIPEEICHUMN.

» Kaxnplil cnaii 1oKeH 0TpaXaTh OJHY MBICIIb.

* TekcT NoKEH COCTOSITh U3 KOPOTKUX CJIOB M MPOCTBIX MPEAJIOKEHUH.

* Crpoka 1oykHa cofepxarh 6-8 CloB.

* Bcero na cmaiine 1omKHO OBITE 6-8 CTPOK.

* OOr1ee KOJIMYECTBO CIOB HE JOJKHO MpeBbImaTh S50.

» ['marosibl 1OKHBI OBITH B OJTHOM BpeMEHHOU (opMe.

e 3arofoBKM JOJDKHBI TPUBJICKATh BHUMAaHHE ayJIUTOpPUU U 0000IIaTh OCHOBHBIE
MOJIOXKEHUS ClIana.

* B 3aronoBkax JOJDKHBI OBITH U OOJBINNE, B MaJbie OYKBBI.

* Cnaiiapl 1OJKHBI OBITH HE CIUIIKOM SIPKUMHU — JIMIIHUE YKPALIEHUS JIUIIb CO3AI0T
6apbep Ha myTH 3P PeKTUBHOH nepenaun HHPOPMaLUH.
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» KomnuuecTtBo 0;10Kk0B MH(OpMAIIK BO BpeMsi OTOOPaXXEHUs CTATUCTUUYECKUX JaHHBIX
Ha OJTHOM CJaiijie TIOJDKHO OBITh He 0oJiee YeThIpeX.

* Iloamucu x MIUTIOCTpALMK Pa3MELIAIOTCs MO HEM, a He HaJ| HEll.

* Bce cnaiiapl npe3eHTaluy JOIKHBI OBITh BBIIEP/KaHbI B OJJHOM CTHUJIE.

OOu1re mpaBuia UCIOIB30BAHUS MIPU(PTOB

1.Kaxnapiii mpudT (rapautypal 1] + HamucaHue) UMEET OJJHY CMBICTOBYIO HAarpy3KYy.

JI1st yCTOMYMBOM rapHUTYpPBI TPAJULIMOHHBIMY, 110 MeHbIIEH Mepe, ¢ XIX B. ecTb Takue:

* TOJYXUPHBIN WPUDT HA3BaHUS CTPYKTYP JOKYMEHTA,

* KypCHB — JIOTUYECKOE yJdapeHue, B YaCTHOCTH, Ha (HOPMYIMPOBAHUU OCHOBHBIX
MOJI0KEHUH, ONIPEACIICHUH U T. 1.,

*  (IPSMOI» OOBIUHBIN - OCHOBHOM MacCUB WH()OPMALIUH.

2. TekcThl Tpe3eHTAlWi, KOTOpPbIE MCHOJB3YIOT B ICUXOJOTMYECKH HAINPKEHHON
HECTaHAAPTHOM CUTyalluW, HaJ0 TOAaTh TApHUTYpOH C YHOPOIUEHHBIM aJrOPUTMOM
pacrio3HaBaHus, Hampumep, mmpudTom Arial. DT0 1EenecooOpasHO BO BpeMs pabOTHI ¢
UHCTPYKLHUSMHU IPaBUI 0€30MacHOCTH, HOPMATUBHBIMU aKTaMH, COTJIAIIEHUSMH C MPABOBBIMU
WY UMYIIECTBEHHBIMH NTOCIEICTBUSAMHU, YCIOBUAMHU OJMMIMAIHBIX 3aJaHUN U T.I1.

3. UzOeraiite ucmnonb30BaHus Ooyiee TpeX pPa3IUYHBIX HIPUPTOB HAa OJHOM Craiine.
WNHaue 4uMTaTenp MPEXKAECBPEMEHHO YCTaHET, IIOCTOSIHHO IIBITasChb BBIOPAaTh aAITOPUTM
pacniozHaBanus mpudTa. VickiaroueHre cocTapisieT MHCTPYKIUS MO UCTIOIb30BaHUIO IPU(TOB.

Co3oanue npesenmayuu Ha 3a0aHHYI0 MeMY NPOXOOUM yepe3 credyroujue dmansl.

1) co3manue crenapus; 2) pa3padoTKa MPe3eHTAUN C UCIOIb30BAHUEM POTPAMMHBIX
CpPEZCTB.

3areM HY)XHO BbIOpaTh Tmporpammy pas3paboTku mnpeseHTtauuu. Kaxmas u3
CYLIECTBYIOIIMX  IpOrpaMM  Takoro  Kjacca  0o0jJajaeT  CBOMMHM  COOCTBEHHBIMHU
WH/IMBUIYaJIbHBIMHA BO3MOXKHOCTSIMH. TeM He MeHee, MeXy HUMH ecTh MHOro o0riero. Kaxas
TakKasi MporpaMma BKJIIOYAeT B ce0s BCTPOCHHBIE CPEICTBA CO3/IaHUS aHUMAlLUU, 100aBICHUS U
penaKkTUpOBaHMs 3ByKa, UMIIOPTHPOBAHUS M300paKEHUM, BUJICO, a TAKXKE CO3JIAHHsI PUCYHKOB.
[Iporpamma PowerPoint, Bxomsimmas B mporpammubiii makeT MicrosoftOffice, nmpegnaznauena
Ui co3nanus npe3eHTanuii. C ee MOMOIIBIO MOJIB30BATENb MOXKET OBICTPO OOPMUTH AOKJIA B
€IMHOM CTHJIE, TAKMM 00pa3oM, 3HaUUTEJIbHO IIOBBICUB CTENIEHb BOCIPUATHS IPEIOCTABIAEMON
uHpopmanuu ayauropueil. [Ipesenranus nmm «cnaiin-¢uisMy», noarorosieHHas B PowerPoint,
IpeACTaBIsieT COOOH IOCIENOBAaTENBHOCTh CIIAHA0B, KOTOpPblE MOTYT COAEp)KaTh IUIAaH U
OCHOBHBIC TIOJIOKCHHSI BBICTYIUICHHS, BCE HEOOXOOUMBbIC TaOJIMIbI, JAUArpPaMMBI, CXEMBI,
PUCYHKH, BXOJAIIME B JEMOHCTPAllMOHHBIA MaTepual. IIpm HE0OXOAMMOCTH B IpPE3EHTALMIO
MOYKHO BCTaBUTbh BUACOI(P(PEKTHI U 3BYK.

Tabnuua - OCHOBHBIE IPUEMBI CO3JaHMsI U 0O(hOPMIIEHNUS IPE3EHTAlUN

IlocTaBnenHas 3anada Tpebyemble neicTBHS
Co3znaTh HOBYIO 3anyctute PowerPoint.
Mpe3eHTaNuio 0e3 B okne nuanmora PowerPoint B rpynme nosneii Beioopa Coznanue
MIOMOIIIM MacTepa u npe3entanuussioepuTeHoBasi npe3enTanus.
MIPUMEHEHHUS MadJIoHa
BriOpatb pa3merky B oxne nuanoraCo3aatsp cjiaiix BbIOEpHUTE MBIIIBIO TPeOyeMbIid
cnanja BapHaHT Pa3METKH.

[Tocne BoiOopa HoBasi mpe3eHTanus okHO nuanora Pasmerka
cJaaiaa nosieisieTcss apromatudecku. Ecinu Bel xotute cMEeHUTH
Pa3METKY UMCHOIICTOCA cnal?ma, TO BBIIIOJIHUTC KOMaHy
®opmart/Pazmerka cialijia Uiy BOCIOJb3YUTECh MUKTOrPAMMOM,

o PazreTka
pa3MelleHHON B nnanenu MopmMaTupoBaHue .

[IpumMeHuThH madioH B mento @opmart BeiOepute koMany Odopmienue ciaaiaa uim
J3aiHa BOCIOJIB3YIUTECh MUKTOrPAaMMOM, pa3MEIICHHON B MaHEIU
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FoHCTpyYKTO
(I)opMaTnpOBam»leIz HETRORTER

BcTaBuTh HOBEIN Cllain

OTKpoiiTe TOT Claiij, mociae KOToporo Bel XOTUTE BCTaBUTh HOBBIH,
u BeinosinuTe komanay Beraska/Co3nars caaiia (Ctrl + M) win
BOCIOJIb3YIUTECh MUKTOrPaMMOM, pa3MEIICHHON B MaHEIU

|”'F:| CoznaTe cnakig

dopMaTHpOBaHUE

[TepemecTuThCS MEKIY
cllanaMu

Bocrnonp3yiiTech 6€TyHKOM MM KHOTIKAMU BEPTHUKAIBLHOMN TTOJIOCHI
IIPOKPYTKH WM Kkinasumamu PageDown, PageUp.

[Tepemernias 6eTyHOK MOXHO 1O BCIUTBIBAIOIICH MTOACKA3Ke
ONpEeJICINTh, HA KAKOM CJIaii/Ile OCTAaHOBUTHCS.

AKTHUBU3UPOBATH
rnanens Pucosanue

Brimonnute komanay Buna /Ilanenn uacrpymenToB/PucoBanue

BBecTu TekCT B
MPOU3BOJILHOE MECTO
cllanma

Bribepure Ha nanenu PucoBanme nuctpyment Hagnucsuco .
Y YCTAHOBUTE TEKCTOBBIM KypCOp B HY)KHOE MECTO WJIM MEHIO
Bceraska/Haanucs.

OtpenakTupoBarhb
HMEIOITUMCS TEKCT

[IlenkHUTE IO TEKCTY, YCTAHOBUTE TEKCTOBBIN KYPCOP B HYKHOE
MECTO U BHECUTE MCIIPABJICHUSI MU 100aBIICHUS.

VY IajauTe TEKCT BMECTE
C paMKO#

[I[enkHUTE 11O TEKCTY, 3aTEM IIEIKHUTE HETIOCPEICTBEHHO 110 PaMKe
u Haxmure kiasuiny Delete.

WN3menuTh mpudT wim
pasmep mpudra

Bocnonb3yiitech koMmanao @opmat/Ipudr nim
PaCKPBIBAIOIIUMCS CTUCKOM HIPU(TOB/pa3MepOB MaHEIN

Times Mew Roman |v|18 -

UHCTPYMEHTOB

M3menuts nBet
mpudra

Breimonaute komaunay ®@opmat/IpudT vwin BeiOepuTe KHOMKY

IBeT TekcTa nanenu @opmatupoBanue (PucoBanmue).

BriOpate cTuinb
odpopmieHus mpudTa

Bocnonesyiitecs komanoit @opmat/IlIpugT nim kHonKamu

®E g =

[TaHEJIX UHCTPYMEHTOB “ : IIOJIy’)KUPHBIN, KypCUB,

ITOAYEPKHYTBIN, TEHb.

BripoBHSTH HaOpaHHBIHA
TEKCT OTHOCHUTEIHHO
paMKu

Bocnone3yiitecs komanoit @opmat/BeipaBauBanue/Ilo neBomy
kpaw (Ctrl + L); ITo uentpy (Ctrl + E); 1o npaBomy kparo (Ctrl
+ R); Ilo mmpuHe Wi KHONKAaMHU IMAaHEIU UHCTPYMEHTOB

= @dopMaTHpOBaHMe.

Bri6path 1BeT 1 THIT
JIUHUY JIJIST PAMKH,
1no100paTh 3aJIUBKY

Brigenute paMKy (MM yCTaHOBUTE KYypCOp B TEKCT, BBEICHHBIH B

paMKy) | BBINOJIHUTE KoMaHay Dopmat/ | % ... B nosBusmemcs
JIAJIOTOBOM OKHE YCTAaHOBUTE LIBET 3AJIUBKH, THUII JINHUU U €€ LIBET.
Takke MO>XHO BOCIIOJIB30BaThHCSI KHOIKaMU naHeau Pucosanue:

— 3aJIMBKa; — IIBET JINHUM;

o - —
—_— —

— THII TUHUH.

AKTHUBU3UPOBATH
naHesnb ABTO(QUIYPbI

Bri6epute komanay BeraBka/Pucynok/ABTodurypsl uinu

o o AETOPUIYPE ™
BOCITOJIB3YUTCCh KHOIIKOU IMaHCIN PucoBanue

HapucoBats 00beKT

AKTUBH3UpYHTE NaHelb PucoBaHue, BEIOEpUTE COOTBETCTBYIOLIHIA
MHCTPYMEHT (JIMHUSA, OBaJI, IPSIMOYTOJIBHUK U T.J.) U «PACTSIHUTE)
¢burypy Ha cnaiie, mpoTacKuBasi Kypcop.

M3menuts nBet
00BeEKTa

Brigenute 00bEKT U BRITIOTHUTE KOMaHy @opmat/ | ) AN

BOCIIOJIB3YMTECH KHONIKOU Ianenu Pucosanmue:
-
L]

— OBCT JIMHUU.

Hactpouts TeHb

Brigenute 00BEKT U BOCIIONIB3YHTECh KHOMIKOM NTaHe I PrucoBanue:
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00beKTa

& _ Ctuab Tenn.

Hactpouts 06beM
00BbeKTa

Brigenute 00bEKT B BOCIIONB3YHTECH KHOMKOM MaHenu PucoBanmue:

i — O0neM.

[ToBepHYTh OOBEKT Ha
KaKou-1m00 yro

BrigenuTe 00bEKT M BOCIONIB3YHTECh KHOMKOM naHenu PucoBanue
HeiicrBusi/IloBepuyThb/0Tpa3nTh/CB0O00IHOE BpallleHHE, a 3aTEM
MIEPEMECTUTE MBIIIBIO yroJl 00bEKTa B HANIPABICHUH BPAIIICHUSI.

Crpynnuposatb Beinenure Bce 00BEKTHI, MOANEKAIINE TPYIITUPOBKE U BBITIOJTHUTE

00BEKTHI koManay I'pynnupoBka/I'pynnupoBaTh KOHTEKCTHOTO MEHIO
BBIJICJIEHHBIX OOBEKTOB.

XynoxxecTBeHHas Bocnons3yitecs kHonkou nanenu Pucosanue:

HAJINCh

41 — Jlo6aBuTh 00beKT WordArt.

BcTaButh 3ByK

Bri6epute komanay MmeHio Berapka/@uibMbl M 3BYK/3BYK U3
KOJUIEKIIMM KAPTHHOK; 3BYK U3 (aiiJa.

Hactpouts anumariuto

B pexume ciaiiioB meIKHUTE 00BEKT, KOTOPHIN XOTHUTE
AHUMUPOBATD.
B menro Iloka3s ciaiiioB BEIOEpUTE KOMAHTY

|$ HacTpoiika aHMraLMHH.. .

| WM COOTBETCTBYIOILYIO
KOMaH]ly KOHTEKCTHOTO MEHIO BBIOpaHHOTO 00bekTa. Bribepute
HYXHBbIE AJIeMeHThI TaHenn HacTpoiika anumanum.

YcraHoBUTH MaciiTad
pabouero ciaiina B
cpene PowerPoint

Ha manenu Cranpapthasi cpensl PowerPoint ycraHoBUTH
HE0OXOIUMBII MacIITad MPOCMOTPA U3 PACKPBIBAIOIIETOCS CITUCKA
4B% -

Crnioco6 mpencraBiaeHus
JOKyMeHTa (T.e.
MPE3CHTAINH .ppt) B
OKHE MPUITOKCHUS

JloxkymeHT PowerPoint MoeT 0TOOpakaThCsi B OKHE TTPHIIOKEHUS
Tpems crioco0aMu: B BUJIE CIAIOB, B PEKUME CTPYKTYPBI, B PEKUME
COPTUPOBIIMKA CJIANI0B.

J7is u3MEHEeHHUs croco0a MpeACTaBIeHUs TOCTAaTOYHO BLIOPATh

JIEMOHCTPAIINIO, HE
3amyckass PowerPoint

PowerPoint COOTBETCTBYIONIYIO KOMaHly B MEHIO BH WM IIETKHYTH MO OJTHOM
U3 TPEX KHOIOK B JIEBOI YaCTH TOPU30HTAIBHOM MOJI0CHl IPOKPYTKU:
T — moka3 c1aiioB (C TEKyIIero ciaina);
— OOBIYHBIN PeKUM;
88 — PEKUM COPTHPOBIIHKA CJIAM/IOB.
[IposecTn Bremonuute komanny Bua/Iloka3s ciaaiigos (F5) wim
JEMOHCTPALINIO BOCIOJIB3YIHTECh KHOMNKOH = .
IlepenTn Bocrnons3yiTecs eT4KOM MBIIIIH,
cneayrmoueMy cinainy B | kiasumamu Enter, IIpo6e;
rpouecce PageDown, PageUp wiu knaBuim HaBUranuu Kypcopa:
JEMOHCTPALIHI nepexo/1 Bliepei/Ha3a/l Mo rajiepee ciaiiios;
Home — nepexos k camoMy NepBoMy Claiy;
End — nepexon k camomy nociieTHEMY CIIAiay.
IIposecTn Haiinute cBoii paiis, BbIennUTE U BEI30OBUTE KOHTEKCTHOE MEHIO

Ha)kKaTHUEM IIPABOI KHOIKU MBIIINA. B KOHTEKCTHOM MEHIO BbIOEepUTe
komannylloka3ars.

CoxpansieTcst mpe3eHTalus B aiiie ¢ pacmmpenuem .ppt.
IIpy nOArOTOBKE KOMIIBIOTEPHOU MIPE3EHTALMU CTYICHT JOJIKCH:

e U3YYHTH

MaTepuabl

TeMbl  (BOmpoca), KOTOpoHl  (KOTOpOMy) TIOCBSIIEHA

KOMIIBIOTEpHAsI PE3EHTALMS, BBIJEISS TTIaBHOE U BTOPOCTEIIEHHOE;
e YCTaHOBUTH JIOTUUYECKYIO CBSI3b MEXKAY 3JIEMEHTaMH TeMBbI (BOIIPOCa);
e TIPEACTAaBUTH XapaKTEPUCTUKY FIEMEHTOB B KPaTKOH (Gopme;
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e BBIOpaTh OINOpPHBIE CHUTHAIBI IS aKIEHTUPOBAaHUS TJaBHOW WHPOpPMALUU U
0TOOPA3UTh B CTPYKTYPE NPE3CHTALNH;

e 0(hopMUTH MPE3EHTALUIO U MPEIOCTABUTH K YCTAHOBIEHHOMY CPOKY.

MeToanyeckune yka3aHus 0 MOAr0TOBKe K YCTHOMY ONpocy
CamocrosTenbHas pabdoTa CTYIEHTOB BKIIOYAaeT NOATOTOBKY K YCTHOMY OIPOCY Ha
CEeMUHAPCKHX 3aHATHSX. JJIS 3TOTO CTYJNEeHT M3ydaeT JICKIHH, OCHOBHYIO M JIOMOJIHUTEIHHYIO
auTeparypy, nyonukanuu, napopmanuio uz MHTepHeT-pecypcos.

Tema 1 BOIpOCHI K CEMHHAPCKUM 3aHATHUSM, BOTIPOCH! JJISI CAMOKOHTPOJISL COJIEPIKaTCs B
paboueii yueOHOI porpaMMe 1 JOBOAATCS /10 CTYAEHTOB 3apaHee. D(PPEeKTHBHOCTH MOATOTOBKH
CTYIICHTOB K YCTHOMY OIIPOCY 3aBHCHUT OT KauecTBa O3HAKOMJICHHS C PEKOMEHJOBAaHHOM
autepatypoid. JlJis TOATOTOBKM K YCTHOMY OIIPOCY, OJMI-ONPOCY CTYAEHTY HEO0O0XOAUMO
O3HAaKOMHTBCSI C MaTepHalioM, IOCBALICHHBIM TeME CEMHHapa, B Yy4YeOHHKE WM APYroi
PEKOMEHIOBAaHHOW JUTEpaType, 3alucsix C JIeKIMOHHOTO 3aHATHSA, OOpaTUTh BHMMaHHUE Ha
YCBOCHHE OCHOBHBIX MOHSATHH JUCHUIUIMHBI, BBIIBUTH HESCHBIE BONPOCHI M TOA0OpaTh
JIOTIOJTHUTEIBHYIO JIUTEPATypy JUISI HMX OCBELICHHS, COCTAaBUTh TE3HCHl BBICTYIUICHUS I10
OTAETBHBIM NPOOJIEMHBIM aclekTaM. B cpeaHem, mOAroToBKa K YCTHOMY ONpPOCY IO OJHOMY
CEMHMHAPCKOMY 3aHATHIO 3aHMMaeT OT 2 /10 4 4acoB B 3aBHCHMOCTH OT CJOXXHOCTH TE€MBI U
0COOEHHOCTEH OpraHU3alMK CTYIACHTOM CBOCH CaMOCTOSTEIHLHON pabOTHI.

MeToanyeckue yKazaHusi 10 MOAT0TOBKe K TeCTUPOBAHMIO

Kak u mro0ast npyras (oopma NOATOTOBKH K KOHTPOJIIO 3HAHWH, TECTUPOBAHUE UMEET Pl
0Cc00EHHOCTEH, 3HaHNE KOTOPBIX TOMOTAET YCIIEUTHO BBIITOJIHUTH TECT.

— Ilpexxne Bcero, cieayeT BHHMATEIbHO H3YYHTh CTPYKTYpPY TECTa, OLEHHUTh 00BEM
BPEMEHH, BBIJCNSEMOr0 Ha JAaHHBIM TECT, YBUAETh, KAKOTO THIIA 3aJaHUS B HEM COJEPIKATCS.
3TO MOMOXKET HACTPOUTHCA Ha paboTy.

— Jlyume HaYMHATH OTBEYATh HA TE€ BONPOCHI, B MIPABIJIBHOCTH PELICHUS KOTOPHIX HET
COMHEHHMI, 1OKa HE OCTAHABJIMBASACH HA TE€X, KOTOPbIE MOTYT BbI3BaTh JOJITHE PAa3IAyMbs. IDTO
II03BOJIUT YCIIOKOUTHCS M COCPEAOTOUNTHCS Ha BHITTOJHEHUH 00JIee TPYAHBIX BOIPOCOB.

— OueHb Ba)XHO BCErJa BHUMATEIBHO YUTATh 3aJaHUS 7O KOHIA, HE MBITASICh MOHSThH
YCIOBHUS «IIO TEPBBIM CIIOBaM» WJIM BBIIOJIHHUB MOJOOHBIE 3adaHUs B TMPEABLIYIIUX
TECTUPOBAaHUAX. Takas cmemika HEpeaKo NMPHBOAWUT K JOCAJHBIM OIIMOKAM B CAMBIX JIETKHX
BOIIPOCAX.

— Ecnm BBl He 3HaeTe OTBeTa Ha BOIPOC WIIM HE YBEPEHBI B NPABUIBHOCTH, CIEAYET
HPOITYCTUTB €T0 U OTMETHTB, YTOOBI TOTOM K HEMY BEPHYThCHL.

—Jlyumie nymaTh TONBKO O TeKymleM 3agaHuu. Kak mpaBuio, 3ajaHusi B TecTax He
CBSI3aHBl JIPYI C JPYrOM HEMOCPEIACTBEHHO, MO3TOMY HEOOXOIMMO KOHIICHTPHPOBATHCS Ha
JAHHOM BOIPOCE W HAaXOAWUTh pEIICHUs, IMOAXOAANIMEe HMEHHO K HeMmy. Kpome Toro,
BBITIOJIHEHHE ATON PEKOMEHJAIMU JacT elle OJAWH IICHUXOJOTWYECKHH >(PQPEeKT — MO3BOJIMUT
3a0bITh O HEey/laue B OTBETE Ha MPEIbIAYIINI BOIPOC, €CIIN TaKOBas UMEJIa MECTO.

— MHorue 3aiaHusi MOXKHO OBICTpee pPELINTb, €CIM HE HCKaTh cpa3y MpaBHIbHBINA
BapUaHT OTBETAa, a MOCJENOBATEIbHO HCKIIOYATh TE€, KOTOPHIE SBHO HE MOAXOIAT. Meron
UCKIIIOYEHUS TO3BOJISIET B MTOT€ CKOHLEHTPHPOBATh BHUMAaHHE HA OJTHOM-ABYX BEPOSTHBIX
BapUaHTaXx.

—PaccunThiBaTh BBIIOJIHEHWE 3aJaHUl HY)KHO BCETJa Tak, YTOOBI OCTalOCh BpeMs Ha
MPOBEPKY U N10paboTKy (mpumepHo 1/3-1/4 3ammanupoBaHHOTO BpeMeHH). Torja BEpOSATHOCTH
OINHCOK CBOJUTCA K HYJIIO U UMeEETCs Bpems, 4yToObl HabpaTb MAaKCUMyM OaJsIOB Ha JIETKHX
3aJaHUSIX W COCPEJOTOYHMTHCS Ha peIleHHH Oojiee TPYAHBIX, KOTOpBHIC BHAdalle MPUIIIOCH
HPOMYCTHTb.

— Ilpouecc yragsiBaHHsS NPaBIIIBHBIX OTBETOB JKENATEIHHO CBECTH K MHHHUMYMY, TaK
Kak 3TO 4YpeBaTo TEM, YTO CTYJICHT 3a0yAeT O TJIaBHOM: YMEHHH HCIIOJIb30BAaTh MMEIOIIHNECS
HaKOIJICHHbIE B y4eOHOM Ipoliecce 3HaHUs, 1 OyaeT HauesThes Ha yaauy. Ecnu yBepeHHOCTH B
NPaBIJIBHOCTH OTBETa HET, HO HWHTYHTHUBHO TOSIBISCTCS MPEANOYTECHHE, TO IICUXOJIOTH
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PEKOMEHAYIOT OBEPATH MHTYUIIUHU, KOTOpAasi CUMTACTCS MPOSBICHUEM TIYOMHHBIX 3HAHUU H
OTIBITA, HAXOISINXCS HA YPOBHE MOICO3HAHMSL.

—Ilpu MOATOTOBKE K TECTy WIM JaKe DK3aMEHY He CIEAYyeT MPOCTO 3ay4MBaTh pasJien
y4eOHHKa, HEOOXOAUMO MOHSTH JOTHKY M3JI0KEHHOTO MaTepraia. DTOMY HEMaJIO CIIOCOOCTBYET
COCTaBIICHUE Pa3BEPHYTOIO TIaHA, TAOIUI], CXEM, BHUMATEIbHOE U3YYCHHE UCTOPUICCKUX KapT.

Bosnbiyto moMomis OKa3bIBAIOT Pa3HOOOpasHbIE OIMYOJIMKOBAaHHBIE COOPHHKH TECTOB,
HNHTepHeT-TpeHaXephl, MTO3BOJISIOIINE, BO-TIEPBBIX, 3aKPEIUTh 3HAHUS, BO-BTOPBIX, IPHOOPECTH
COOTBETCTBYIOIIUE TICHXOJOTHUECKUE HABBIKA CAMOPETYIISIIUN U CAMOKOHTPOJIS. MIMEeHHO Takue
HABBIKM HE TOJHKO MOBBIIAIOT 3()PEKTUBHOCTH TOJATOTOBKH, MTO3BOJISIFOT 0OJIEe YCIEITHO BECTH
ce0s BO BpeMsl SK3aMEHa, HO M BOOOIIE CIMOCOOCTBYIOT Pa3BUTHIO HABBIKOB MBICIUTEIBHON
paboThI.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUITJIMHbI

Jns  mpoBeneHUs 3aHATHHA JICKIIMOHHOTO W CEMHWHAPCKOTO THIIA HCIIOJNB3YIOTCS
ayIUTOpUHU, OOOPYIAOBAHHBIE MYJIBTUMEIUNUHBIMUA  CPEACTBAMH  OOYYCHHS: OIKPAHOM,
MIPOEKTOPOM, HOYTOYKOM (IpH OTCYTCTBHH dKpaHa, HOYTOyKa U MPOEKTOpa — yueOHas JO0CKa).

Jlis  mpoBeneHUsS TMPOMEXKYTOYHON aTTeCTalldd MO JUCHUIUIMHE HCIOJIB3YIOTCS
ayIUTOpHs, OCHAIICHHas yd4eOHOW MeOenblo, SKpaHOM, HOYTOYKOM H TpoeKkTop (mpu
OTCYTCTBHUH KpaHa, HOYTOyKa U MPOEKTOpa — yueOHas 10CKa).

st caMOCTOATEeNbHOM paboThl O0YYAIONINXCS HCIONB3YeTCsS ayAUTOPHS, OCHAIICHHAs
KOMITHIOTEPHON TEXHUKOW C BO3MOYKHOCTBIO MOJKIIIOUYCHUS K ceTH MIHTepHEeT n obecnieueHreM
JOCTYTA B AJICKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTENIbHYIO CPEy OpTraHU3aIINH.

J71st IpakTHYeCKO# MOATOTOBKU OOYYAIOLIMXCSl CIIOJIB3YIOTCSI ayIUTOPHS, OCHAIIICHHAS
yueOHO#l Mebenbio, SKpaHOM, HOYTOYKOM M TPOEKTOp (MpH OTCYTCTBUM SKpaHa, HOyTOyKa U
MIPOEKTOpa — yueOHas J0CKa).

Hcnonb30oBaHWe  WHTEPHET-PECYpPCOB  MpEIIoNiaraeT  MpOBEICHUE  3aHATUH B
KOMITHIOTEPHBIX KJIacCaxX C BBIXOJOM B MHTepHET. B KOMIBIOTEpHBIX Kiaccax 0OydJaromIuecs
UMEIOT JIOCTYN K WH(OPMAlMOHHBIM pecypcaMm, K 0a3e JaHHBIX OMOIMOTEKH (IIEKTPOHHO-
oubmoTevyHas cuctema http://www.iprbookshop.ru).

10. OCOBEHHOCTHU OCBOEHUA JUCHUITIJIUHBI JUIIAMU C
OI'PAHUYEHHBIMUA BO3MOXHOCTSAMMU 3/10POBbS

OOydJarommMcss C OTPaHUYCHHBIMH BO3MOXKHOCTSIMH  3JIOPOBbSI  TIPEJOCTABIISIOTCS
CHelallbHbIe Y4eOHUKH, y4eOHbIE IMOCOOMS W IUAAKTHYECKHE MaTepuaibl, ClenuaIbHbIe
TEXHHYECKHUE CPEJICTBA OOYYCHHS KOJUICKTUBHOTO W WHIAMBHIYAJIBHOTO IOJIb30BAHUS, YCIYTH
ACCHCTEHTa (THIOTOPA), OKA3bIBAIOIIETO 00YUYAIOIUMCSI HEOOXOIMMYIO TEXHHUYECKYIO TTOMOIIIb, a
TaKXKe YCIYTH CYPIOIEPEBOAUYNKOB U TU(DIOCYPAOIIEPEBOTIMKOB.

OcBoeHHE MUCIUIUTHHBI 00YYaIOMIMMUCS ¢ OTPAaHUYCHHBIMU BO3MOXKHOCTSIMH 3JI0OPOBBS
MOJKET OBITh OPraHW30BaHO COBMECTHO C JPYTUMH OOYYAIONIUMHUCS, a TakKe B OTACIbHBIX
rpyrmnmnax.

OcBOcHHE NUCIUIUTHHBI 00YYaIOMUMUCSA ¢ OIPAaHUYCHHBIMH BO3MOXKHOCTSIMH 3JIOPOBBS
OCYIIECTBIISIETCS C y4ETOM OCOOEHHOCTEW MCUXO(U3MUECKOTO PAa3BUTHUS, WHAUBHIYAIbHBIX
BO3MOXXHOCTCH M COCTOSIHUS 3JI0POBBSI.

B menmsx JOCTYMHOCTH TONYyYeHHUs BBICHIETO OOpa3oBaHHs MO 00pa30BaTEIbHOM
porpaMMe JIMIaMH ¢ OTPaHUYCHHBIMH BO3MOYXHOCTSIMHU 370POBbSI P OCBOCHHUH JMCIIMILTAHBI
o0ecreunBacTCs:

1) i M1 ¢ OTpaHMYEHHBIMHA BO3MOXXHOCTSIMH 37I0POBBS TI0 3PEHUIO:

— MPUCYTCTBUE THIOTOPA, OKA3bIBAIOIINH CTYICHTY HEOOXOAUMYIO TEXHUUYECKYIO TIOMOIIIb
C YY4eTOM WHIAWBHUIYAIbHBIX OCOOCHHOCTEH (ITOMOTraeT 3aHATh pabodee MECTO, IMEePEABUTaThCA,
MPOYUTATh U OPOPMUTH 3a/IaHKE, B TOM YHCIIE, 3aHChIBas IO JUKTOBKY),

— MUChbMCHHBIC 33JIaHUs, a TAK)KE HHCTPYKIIMH O MOPSIKE X BBITOJHEHHUS 0()OPMIIIOTCS
YBEJIMUEHHBIM IpUPTOM,
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— clieryagbHble Y4eOHUKH, YIeOHbIe MOCOOMS U AMJAKTHUECKUE MaTepuaibl (MMEIoIIne
KPYIHBIA IpUGT WIH ay1nodanss),

— UH/IMBUIyaJIbHOE paBHOMEpPHOE ocBelleHne He MmeHee 300 mrokc,

—NOpu HEOOXOAUMOCTH CTYACHTY [UIsl BBIIIOJIHEHUS 3aJaHUsl MPEOCTaBISETCS
YBEJIMUHBAIOILIEE YCTPOMCTBO;

2) Ui UL ¢ OTPAaHUYEHHBIMH BO3MOXHOCTSMU 3[IOPOBBS IO CIYXY:

— IPUCYTCTBUE ACCUCTEHTA, OKAa3bIBAIOUIMHA CTYIEHTY HEOOXOIUMYIO0 TEXHUYECKYIO
MOMOIIb C YYETOM WHIWBHUAYAIbHBIX OCOOEHHOCTEH (ITOMOTraeT 3aHATh padouee MecCTo,
HepeABUraThCs, IPOUNTATh U OHOPMUTH 3aJaHKE, B TOM YHUCIIE, 3alUCHIBAs O] IUKTOBKY),

—obecrnieunBaeTcsl  HaJNM4M€  3BYKOYCHUJIMBAIOLIEH  ammaparypbl  KOJUIEKTUBHOTO
NOJIb30BAaHUsA, NPH HEOOXOJUMOCTH OOy4aromeMycs MpPeJOCTaBISETCS 3BYKOYCHUIIMBAIOIIASL
anmnaparypa MHAUBHIYaIbHOTO MOJIb30BaHUS;

—obecrieunBaeTcsl  HAJUICKALIMMHU  3BYKOBBIMHU  CPEACTBAMH  BOCIIPOM3BEICHHUS
nHpopmanuu;

3) s UL ¢ OTPaHWYEHHBIMH BO3MOXHOCTSIMHM 3/I0POBbSl, HMMEIOIINX HapYIICHUS
OIOPHO-ABUTaTEIHHOIO annapara:

— MUCbMEHHBIC 3aJ]aHHs BBIOJHSIOTCS HAa KOMIBIOTEPE CO CIECHUAIU3UPOBAHHBIM
IPOrpaMMHBIM 00€CTIeYeHUEM WIIM HAIUKTOBBIBAIOTCATHIOTODY;

— I10 JKEJIAHUIO CTY/ICHTA 3a/IaHUs] MOTYT BBIMIOJHATHCS B YCTHOH (opme.
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[Tpunoxenue 1

®OHJI OHEHOYHbBIX CPEACTB AJIsA NIPOBEAEHUSA TEKYIIEI'O KOHTPOJISA
YCHEBAEMOCTH U TPOMEXXYTOUYHOM ATTECTAIIUA
N0 JMCHHUIINHE «[JOKyMeHTallMOHHOe o0ecrneyeHne YIPaBJIeHusl Ha NpeANnpPUATHAX

cepBHCa»

1. IToxa3aTean u KPUTEPUMA OLICHKH PE3YJIbTATOB OCBOCHUSA THUCHUIIJINHBI

Pe3ynbTaTe! [Tokazarens onienuBanusa | Kputepuu orieHuBaHuA [Tpouenypsl
oOyueHus (Kox u OILICHUBAHHUS
HaWMEHOBAHHE)

3HaeT, Kak JleMoHCTpanys 3HaHUK IIpaBunbHOCTH 3auet
OTIpeACIATh LENU U M0 ONPEJENICHUIO LIeJIe | IeMOHCTPAllMUU MOJHOTA | MPAKTUYECKUE
3a/1a4¥ yIpaBlIeHUs U 3aJ1a4 yIpaBJICHUS 3HAHUU TIO OMPEIICIICHUIO | 3aaHus
CTPYKTYpPHBIMH CTPYKTYpPHBIMU uenen u 3agad YCTHBIH OIpOC
MOIpa3IeNICHUsIMU noIpa3aeieHUsIMU yIpaBIeHUS pedepar
npennpusaTuii chepsl | mpeanpustuii chepsl CTPYKTYpPHBIMH TECTUPOBAHUE
CepBHCa. cepBHca. MOIpa3IeNICHUsIMU

NpEANPUITHI Chephl

CEpBHCA.
¥Ymeer ucnosib3oBatrh | JleMoHctpanus ymenuii | [IpaBuibHOCTH 3ayer
OCHOBHBIC METOJIBI U | TI0 UCTIOJIE30BAHUIO JEMOHCTPAIIMHUHU TIOJIHOTA | TIPAKTHYECKUE
MIpUEMBI OCHOBHBIX METOJIOB U YMEHH 110 3a/laHus
TUTAHUPOBAHMS, MPUEMOB TUTAHUPOBAHMS, | UCTIOJIB30BAHUIO YCTHBIN OIpOC
OpraHu3alui, OpraHu3aIuiy, OCHOBHBIX METOJIOB U pedepar
MOTHBAIUH U MOTHBAIIMH U MIPUEMOB TJIAHUPOBAHUS, | TECTUPOBAHHE
KOOpIUHAIINU KOOpIUHAIINH OpraHuzalui,
JeSTebHOCTH JESTEIIbHOCTH MOTHBAIIH U
NpEaNpUITHI MPEANPUATHI KOOpJUHALIUU
(monpazneneHuin) (moapasnencHumin) NEeATEIbHOCTH
NpeANpUITHI chepbl | TPEANPUITHI CHEPBHI MPEATPUSITHI
cepBuca. cepBuca. (monpazneneHuin)

NPEANPUITHI Chepbl

CEpBHCA.
Baaneer HaBwikamu | [leMoHCTpUpyeT [IpaBuiabHOCTD 3ayer
OCYIIIECTBICHUS BJIaJICHUE HABBIKAMU JEMOHCTPAIIMAH MIPAKTUIECKHE
KOHTPOJIS OCYIIIECTBIICHUS BJIa/ICHUS HaBBIKaMU 3a/laHus
NeSTeNbHOCTH KOHTPOJISI IEATETPHOCTH | OCYIIIECTBIICHHUS YCTHBIN OIIpPOC
MpeANPUATHI peNpUITHIA KOHTPOJIS IeATeNbHOCTH | pedepar
(monpazneneHuin) (moapasnencHumin) NPEINPUSITUI TECTUPOBAHUE
npeanpusITHil - cepbl | mpeaAnpusITHil chepbl (mompaszneneHuin)
cepBHCa. cepBHca. NPEINpUATHHA chepbl

CepBHca.
ITpomMexyTodHas aTTecTanus 3a4eT

2. Metoanveckue MaTepHaJibl, ONpeaesiioue Npoue ypbl OeHUBAHUSA

2.1. MeToanyecKkue MaTepuaJbl, onpeaesiomue Npoueaypbl OeHUBAHUS B
PaMKax TeKyLIero KOHTPOJIsl ycreBaeMoCTH




[Ipouienypa olileHUBaHUSI TPOUCXOAUT C UCIIOJIB30BAHUEM METO/Ia TECTUPOBAHUS, OLIEHKHU
MPAKTUYECKUX 3aJJaHuil, KPyTJoro CToJa, ypOBHS MOJATOTOBKHU CTYIEHTA IMPU OTBETE HA BOMPOCHI
IIPY YCTHOM OIIPOCE.

MeTtoauyeckoe onucaHue NOArOTOBKM U NPOBeeHNsI TECTHPOBAHUS

He menee, ueM 3a Hellenio 10 TECTUPOBAHUS, IPETIOAABATEIh OMPEAeIIsIeT 00yqIaromuMCs
MCXOJHBIE IaHHBIE JUIsSl MOATOTOBKH K TECTUPOBAHHUIO: pa3febl (TEMbl, BOIPOCHI), 10 KOTOPHIM
OyayT 3amaHus B TECTOBOU (opMe, IUTEpaTypy M UCTOYHHUKH (C TOUHBIM YKa3aHUEM pa3zieiioB,
TeM, cTaTeil) sl MOATOTOBKH.

TecTbl BBITTONHSIOTCS BO BpeMs ayAUTOPHBIX 3aHATUN (TPAKTUYECKHX ).

KonndecTBo BOIpoCcoB B TECTOBOM 33JaHUH ONPEEIISIETCS PEnogaBaTeieM.

Ha Bemonuaenne TectoB otBoauTcs 0,5-1 akageMudecKuii Jac.

NuauBuayanbHOE TECTOBOE 3a/laHuE BbIIAeTCs 00ydaromeMycsi Ha O0yMa>)kHOM HOCUTEJE.
Takke TeCTUpOBaHUE MOXKET MPOBOAUTHCS C HCIOJIB30BAHUEM KOMIBIOTEPHBIX CPEIACTB U
IporpaMM B CHEHHATIbHO 000PYJOBAHHBIX TOMEIICHHUSX.

[Tpu MpOXOXKIECHUH TECTUPOBAHUS MOJIH30BATHCS KOHCIIEKTAMH JICKINH, yUeOHHKaMU HE
pa3pelieHo.

[IpuMepsl TECTOBBIX 3aJaHUl, a TaKK€ KPUTEPUU W IIKaja OLIEHKW MPUBEACHBI B I1.3.
®DoHJ1a OIIEHOYHBIX CPEJICTB.

MeToauyeckoe onucanue MOArOTOBKY U NMPOBeIeHUs TECTUPOBAHUS

He menee, ueM 3a Henento 40 TECTUPOBAHUS, IPENIOAABATENb ONpeAessieT 00ydaomuMes
WCXOJIHbIE JIAHHbBIE JJIS MOJArOTOBKH K TECTUPOBAHMIO: Pa3eibl (TEMbI, BOIIPOCHI), 0 KOTOPHIM
OyayT 3a7aHus B TeCTOBOM (hopme, JIUTepaTypy U UCTOUHUKH (C TOUHBIM YKa3aHHEM pa3felioB,
TEM, CTaTel) AJisl MOATOTOBKH.

TecTbl BBIMONHAIOTCS BO BpEMsI ayAUTOPHBIX 3aHATUH (MIPAKTUYECKUX).

KonuuecTBO BOMpOCOB B TECTOBOM 33JJaHUU OMPEEISAETCS TPENO01aBATEIEM.

Ha BrmmonmaeHne tectoB otBoauTces 0,5-1 akagmeMudecKnii Jac.

NuauBuayanpHOE TECTOBOE 3a/laHUE BBIIACTCS 00yJaromeMycsi Ha O0yMa>KHOM HOCHUTEJIE.
Takxe TecTUpOBaHHE MOMKET NPOBOAUTHCA C HUCIOJIB30BAHHEM KOMIBIOTEPHBIX CPEACTB U
IpOrpaMM B CHEIHATEHO 000PYIOBAHHBIX TIOMEIICHUSX.

[Ipyu mpox0KaEeHUHN TECTUPOBAHUS MOJIH30BATHCS KOHCIIEKTAMHU JICKIMI, yueOHHUKaMU He
pa3pelieHo.

[Ipumepsl TECTOBBIX 3aJaHWid, a TAKXKE KPUTEPUM W IIKAJIa OLUECHKUA MPUBEACHBI B I1.3.
DoHJ1a OLIEHOYHBIX CPEJICTB.

MeTtoauyeckoe onucanue NOArOTOBKH M NMPOBeIeHNUsI YCTHOTO ONpoca

VYcrHBIE ONpOCHl  TPOBOJATCA IMPENOJAaBaTeIeM BO BpeMs ayAUTOPHBIX 3aHITHM
(JIEKITMOHHBIX WM MPAKTHYECKUX ).

OcHOBHBIE BOIIPOCHl [IJIi YCTHOTO OMNpOCa JOBOASTCS IO CBEIEHUS CTYJIEHTOB Ha
MpEbIIYIIEM 3aHATUH.

KonmnuecTBo BOonpocoB onpeensercs IpernoaaBaTeieM.

Bpewms npoBenenus onpoca ot 10 MuHyT 10 1 akageMuueckoro yaca.

YcTHBIE ONpOCHl HEOOXOIUMO CTPOMTH TakK, YTOOBI BOBJIECYb B TEMY OOCYKICHHS
MaKCHMalbHOE KOJMYECTBO OOYy4YaIOIIUMXCsl B TpyIIe, NPOBOAUTh TapasieId ¢ yxKe
MPOUJICHHBIM y4eOHBIM MaTepUaioM JaHHOW IUCHMILTUHBI U CMEXKHBIMU KypcaMH, HaXOJUTh
ylayHble MPUMEPbl U3 COBPEMEHHOM AEMCTBUTEIBHOCTH, YTO YyBeIMYUBaeT 3((PEeKTUBHOCTH
YCBOEHUSI MaTepuaia Ha acCOLUaLUIX.

[lepeueHr BOMpPOCOB ISl MPOBEACHMSI YCTHBIX OIPOCOB, a TAaKXKE KPUTEPUM M IIKaja
OIICHKHU MpHUBEJIeHbI B I1.3. DOH/Ia OLIEHOYHBIX CPEJCTB.

MeTtoauyeckoe onucanve NOArOTOBKH M NPOBeeHNs MPAKTUYECKUX 3aaHMil

[IpenogaBaTens 3apaHee MOATOTABIMBAECT BECh HH(POPMAIIMOHHBIM KOMILUIEKC, TOTOBUT
Onanku c 3agaHusiMH. Bpems pemieHus 3agaHus yka3aHo B caMoM Omanke. CTyaeHTBHI
CaMOCTOSITENILHO U3Y4YaloT U MPopabaThIBAIOT TEOPETHUSCKUA U CIIPABOYHBINA MaTepHal Mo TeMe.
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3amaHusg Ha YCMOTpPEHME MpernoiaBareis MOTYT OBITh MpPEUIOKEHBI s PelIeHHs Kak
UHIMBUYAJIBHO, TaK U MOATPYIIIE CTYAEHTOB (10 3 YeloBeK).

CopepxaHue 3aJjaHMil, a TaKKe KPUTEPUM M LIKala OLEHKU NpuBencHbl B 1.3. PoHaa
OLICHOYHBIX CPENICTB.

2.2. MeToan4yeckne MaTepHuaJIbl, ONpeaessiionue nNpoueaypbl OeHMBAHUS B PAMKAaX
NMPOMEKYTOYHOM aTTeCTAlluu

[IpomexxyTodHast aTTecTarus - 3a4eT

[IpomexyTouHas aTTecTarus MPOBOIUTCS B popMe 3adera.

3adeT BBICTABIISETCS 110 PE3YJIbTaTaM TEKYIIETr0 KOHTPOJIS yCIIEeBAEMOCTH.

[To ounoii ¢opMe oOyueHUs 3a4eT BBHICTABIACTCS TIOCIE TIOCIEIHEro 3aHSATHUS
CEMHUHAPCKOT0 THUTIA B TPUMECTPE.

[To 3aounoit Qopme oOyueHHUs 3ayeT BBICTABISETCS B CHEIHAIBLHO OTBEICHHOE
pacriucanneMm ceccuu Bpems. [lpm 3ToM BO BpeMms 3adyeTa MpenojaBaTelb IPOBEPSIET
BBIITOJIHCHHBIC CTYI[eHTaMI/I 3aJaHusi, a TaKXKC 3aaacT JOIIOJHHUTCIIbHBIC H YTO‘-IHSIIOH_II/IG
Bompockl. Ha arrecranuio kaxmoro cryaeHTa orBoautbes 0,3 akagemudeckux vaca (okojo 14

MUHYT).
3. TunoBble KOHTPOJbHBbIE 3aaHUS

Tunosbie 3alaHus 1JISl TEKYHIIEro KOHTPOJIA YCIIEBA€MOCTH

3.1. [lepeyeHb TUNOBBIX MPUMEPHBIX MPAKTHYECKUX 3aTaAHUI

Bapuanr 1

3aganue 1.

B mae 2018 r. 66110 co3gano OO0 «Dwuanka». PykoBoaCcTBOM OBUIO MPEATIOKEHO CO3/1aTh
B cTpykTtype OOQO KaHIENSIpUI0O U BBECTH €€ B COCTAB AJMHUHUCTPATHBHO-XO3SMCTBEHHOTO
otnena. [IpoTus aTOrO pemenus BeICTyNMIIA 3aBeytomias kanuensipueit Opnosa A /L.

Kto mpaB B crnoxusmeiics curyanun? Kakum o6pazom OprmoBa A.Jl. moka3wsiBasia
PYKOBOJCTBY CBOIO TOUKY 3pEHUS?

3aganue 2.

B asrycre 2018 r. 6su10 co3gano AO «ABuarop». Cioyx6a JIOY B Hem Obuta Ha3BaHa
OOIIM OTIEJIOM.

Kakumu pokymeHTamu JOJDKHA OBITh periiaMeHTHUPOBaHA JAESITEIbHOCTh CO3JaHHOTO
otxena? Kak oHH cOCTaBIISIIOTCS?

3aganue 3.

Kakoli 1OKyMEeHT sIBISIeTCS OCHOBHBIM HOPMATHUBHBIM aKTOM, 3aKPEIUIAIOIIUM CHCTEMY
JIOY B KOHKpETHOH opraHuzanuu ¢ yuetroM ee crneuupuku? Kak oH cocraBisercs, oOperaer
IOPUINYECKYIO CHITY?

3ananue 4.

C xakoil menpro co3maeTcss Tabenb yHHUPUIMPOBAHHBIX (opM moxkymeHTOB? Kakas
METO/MKa pa3pabOTKU Tabelst UCTIONb3yeTcs?

3aganue 5.

Kak paspaborarp anb00M YHU(PHUIMPOBAHHBIX (OPM [TOKYMEHTOB, CO37aBAEMBIX B
opranuzanuu’? Kakosa 1enb ero co3panus’?

Bapuanr 2

3ananue 1.AxnmonepHoe obmectBo «CTpena», pacronokeHHoe B ropone Kocrpoma
(ropunnueckuii anpec: yin. JlecHas, 22, ten. 46-01-34, daxc (043) 46-01-37), umeer dunman
«Ctpena-ExarepunOypr» B ropoae ExarepunOypr (1o anpecy: yin. BokzanwHas, 34, ten. 23-34-
56, daxc (032) 23-34-55). Cnpoektupyiite 01aHK MUCbMa JUIS TOJIOBHOTO Oo(prica akIIMOHEPHOTO
obmectBa u ero prmana B ropojae ExkatepunOypr.

3aganue 2. AxkimonepHoe obmectBo «Boctok» (114311, Mocksa, yn. HaGepexnas, 1. 16,
koprm. 1, Tenm. 345-56-57, daxc (095) 345-56-57, OI'PH 0000000000000, WMHH/KIIII
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0000000000/000000000) siBnsieTcst KpyNMHOM opranuzanueil. Ero opraHuzaiyioHHasi CTPYKTypa
BKJIFOYAET TPH JenapTameHTa (B COCTaBe KaKIOTO 00pa30BaHO OT YETHIPEX JI0 MIECTH OTIEIOB).
JlupexTop Kaxaoro nemnaprameHTa sBiserca wieHoM CoBera aupekrtopoB OOmiecTBa U B
npenenax CBOEW KOMIETEHIIMM HMEET MpaBO MOJNUCH JTOKYMEHTOB, HMCXOJAIIUX H3 €ro
noapasneneHusi. B Hactosiiee BpeMsi BCTall BOIPOC O MOATOTOBKE M BHEAPEHUHU B MPAKTHKY
pabotsl, kpome Omanka AO «Boctok», emie U OJaHKOB JEMapTaMEHTOB ATOTO aKIIMOHEPHOTO
o01iecTBa.

CnpoektupyiiTe oOmMi OJIaHK OpraHu3anuM, OoOmMi OjnaHk W OJaHK I THUChMa
Henapramenta mnepeBo3zok AO «Bocrok», OnmaHk mnuchbMa Jupekropa JlemaprameHnra
npousBoAcTBa AO «BocTok».

3ananue 3. Bune-npe3uaeHT akiIMOHEPHOTo KoMMepueckoro 0anka «Cupuyc» (321674, r.
C, yn. YOxmnas, 13/2, Ten. 435-65-89, dakc (054) 435-65-87, OI'PH 0000000000000, MTHH/KIIIT
0000000000/000000000) BbIcKa3anm HayaIbHUKY KaHIEISAPUU TOXKETaHHE HMETh OJIaHK C
YKa3aHHUEM CBOEH JIOJDKHOCTHU, MOTUBUPYS €r0 TEM 00CTOSTENIbCTBOM, YTO OH BEJET OOLIUPHYIO
HEepPEIHCKY.

[IpaBomMouHO 1 MOXKenaHue Bulie-mpe3uienTa? Kak q1omKeH BhITIAAeTh TaKoH OJIaHK?

3ananmue 4. Vcnons3ys popmyssip oOpasel, CIpoeKTUPYHTE:

a) OmaHkK mUchMa (C TPOJMOJBHBIM PACIOIOKEHUEM PEKBU3UTOB), €CIU HCIOJIB3YIOTCS
cnenyromue pexksusutsl: 03, 05, 08, 10, 11, 12, 15, 17;

0) OmaHkK mpuKasza (C MPOJOIBHBIM PACIOJIOKEHUEM PEKBU3UTOB), €CIIH HCIOIb3YIOTCS
cnenytomue pexksusutsl: 05, 09, 13, 10, 11, 17;

B) OyaHK 3asBiIeHUS (C YIJIOBBIM DPACIOJIOKCHHUEM PEKBHU3UTOB) Ha WUMsS T€HEPATbLHOTO
nupekropa OAO «Axcon» KocunueBa A.B. o mpemocraBieHuH MaTepHabHOW MOMOIIU B
pazmepe 10 MPOT B cBsI3H € TSKENBIM CEMEWHBIM MOJIOKEHHUEM.

3ananme S. B uncnekunn denepanbHO HAJIOTOBOM ciaykObl 1o JIEHMHCKOMY paiioHy T.
CraBporionsi BO3HHKJIA HEOOXOAMMOCTh B pa3paboTKe OJaHKa pacropsiKeHUs I OTAeNa I10
pabote ¢ HamoromnarenabiiukaMu. CrpoeKTupyiTe Takoi OnaHK (C YIJIOBBIM pacloyIOKEHUEM
PEKBU3HTOB), €CJIU B ITAHHOM CJIy4ae UCIOJIBb3YIOTCs cieayroniue pekBu3utol: 01, 05, 06, 09, 13,
10, 11, 17.

Kputepuu u mkaJia olileHKHU pelieHHs NPAKTHYEeCKOro 3aJaHus

Ouenka Kputepun

OTtimnyHo Omauyno  CTaBUTCS, €CIOM  COAEp)KaHUE pPabOTHI/OTBETa  IMOJHOCTHIO
COOTBETCTBYeT 3amaHuto. OOydarouuiicsi, JEMOHCTPUPYET BCECTOPOHHEE,
CHUCTEMaTHYeckoe MW TIyOOKoe 3HaHHEe Y4eOHOro marepuaia, yMEHHE
cBOOOJHO BBIMIOJIHATH MpakTUyeckoe 3afaHue. [1oaHO ocBemaer 3agaHHYIO
TeMy, €€ aKTyaJlbHOCTh U HOBU3HY. Marepuan H3J0XKEeH B OMNpeesIeHHOM
JIOTHYECKOU MOCJIEI0BATENBHOCTH, JTUTEPATypHBIM  SI3BIKOM, C
UCIIOJIb30BAaHUEM COBPEMEHHBIX HAay4YHbIX TepMHHOB. OOydarommiics
IPOJIEMOHCTPUPOBAT B IOJHOM O0beME HEOOXOTUMBIC 3HAHMS U YMEHUS;
YMEHHE T0JIb30BaThCSl HOPMATHUBHOM, CHPAaBOYHOM U  CHEHHATBHOMN
JUTEPaTypoii; 0OOCHOBAHHOCTh PE3YJIBTATOB U BHIBOJOB, OPUTHMHAIBHOCTD
UJIeH; CIOCOOHOCTh MPEACTABIATH PE3yNbTaThl UCCIEIOBAHNS B TBOPUECKOM
dopme; 000CHOBaHME BO3MOXKHOCTH MPAKTHUYECKOTO HCIOJIb30BAHUS
MOJIyYEHHBIX AaHHBIX. [IpogeMoHCTprpoBaH JTUYHBINA BKJIAJ 00Yy4aromerocs
B pabory. OdopmieHue paboThl B IIEJIOM OTBEYAIOT YCTAHOBJIEHHBIM
TpeOOBAHUSIM.

Xopoo Xopowo cTaBUTCS, €cClId CcojAepKaHHE pabOTh/OTBETa JIOCTATOYHO
MOJTHOCTBIO  COOTBETCTBYET 3agaHuio. OOydaroumuiics JIeMOHCTPHUPYET
3HaHHE Y4YeOHOTO Marepuaja, YMEHHE YCIEIIHO BBIMOJIHUTH 3aJaHue,
YCBOCHUE OCHOBHOM JIUTEPAaTypbl, PEKOMEHJOBAHHOW B IIpOrpaMMe.
Marepuas H370K€H B ONPEACICHHOW JIOTMYECKOW IMOCIEI0BATEIbHOCTH,
pY 3TOM JONYIICHBI ABE-TPU HECYIIECTBEHHbIE OUIMOKH (MIIM OTOBOPKH),
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UCTIpaBJICHHBIE TIO TPeOOBaHWIO TpernonaBaTens. HaydHas TepMHHOIOTHS
UCTIONB3YETCSl JOCTATOYHO, OTpPakK€HAa HOBU3HA TIOJTYYCHHBIX JTaHHBIX,
BBIBOIBI JIOCTATOYHO OOOCHOBaHBL J[OCTaTOYHO MPOACMOHCTPHPOBAH
JUYHBIA BKJIa[ oOydaromierocs B padboty. OdopmieHne paboThl OTBEHAIOT
YCTaHOBJICHHBIM TPEOOBAHHSIM.

Ynosaersop | [Ipu  yoosremsopumenvnom  oTBeTe  couepkaHue  pabOThI/OTBETa
UTEJIBHO HEJOCTAaTOYHO MOJIHOCThIO COOTBETCTBYET 3aJaHHIO. 3aJaHHe BBIIOJHEHO
yactuyHo. OOyuarommiics JEeMOHCTPUPYET HEIO0CTaTOYHOE OCBELICHHE
3aJJaHHOM TEeMBI, JOMYIIEHBI TIOTPEIIHOCTA U HETOYHOCTH, AOMYCKAET OJHY
CYIIECTBEHHYIO OIIMOKY, HO 00JaaeT HEOOXOAUMBIMHM 3HAHUSMHU TSI MX
yCTpaHEHUs MO/ PYKOBOJCTBOM TipemnojaBareins. HaydHas TepMUHOIOTHS
UCIIONIB3YETCSl HEIOCTATOYHO, BBIBOJBI HE OOOCHOBaHBL. JIMYHBIN BKIAA
obOyuwaromerocss B pabotry HemocrtaroueH. OdopmieHue paboTel He
MOJTHOCTBIO OTBEYAIOT YCTAHOBJICHHBIM TPEOOBAHUSIM.

Heynosuers | Ilpu neydoeremsopumenvnom oTBeTe coaep:xkaHue pabOThI/OTBETa HE
OpHUTEJIbHO | COOTBETCTBYET 3aJaHuio. B paboTe mpoJeMOHCTPUPOBAH HU3KUH YpOBEHb
3HaHW W yMEHWH, HAOMIOAAIOTCS 3HAYHMTENBbHBIE HETOYHOCTH B
UCIIOJIb30BAaHNY HAYYHOW TEPMHUHOJIOTHUH, HET BBIBOJOB, OTPAaHHYEH O0BEM
COJIepKaHUsl BBIMTOJHEHHOTO 3amaHus. OpopmiieHHe pabdoThl HE OTBEYAeT
YCTaHOBJICHHBIM TPEOOBAHHMSIM.

3.2. IlepeyeHb NPUMEPHBIX BONPOCOB JIs1 YCTHOI'O ONpoca

1. JoxymenTtanmonHnoe obecnedenue ynpasienus (JJOVY).

2. 3naueHuenokyMenTaBTypusme. Mecto JIOY B nesTEIbHOCTH MEHEKEPOB.

3. YpoBHU ymIpaBleHUSI W TPOIECCHl OPraHu3alMi. YPOBHM YIOPaBICHHS B MaJlol
opranuzanuy (PyKOBOASIIUN W ONEpaTHBHBIN), B CPEOHMX W KPYMHBIX (PYKOBOISIIMIA,
CTpaTeTUYECKHM, TAKTUIECKUIN U OTIEPATUBHBIN ).

4. JIokyMEeHTUpOBaHHbIE MH(OpPMAIMS W YIPABICHUECKUE PEIICHHSI COOTBETCTBYIOIUX
YPOBHEM.

5. JIOKyMEHTBI, UCIHOJb3YEMBIE PYKOBOIUTENISAMHU WU HCIOJHUTEISIMU TPU BBINOIHEHUH
CBOMX TMpOIIECCOB (ITPaBOBbIE, OPTaHU3AI[MOHHO- PACIOPSAIUTENbHbBIE, TUIaHOBO-(DMHAHCOBBIE,
BHEIIHNE HOPMATHUBHBIE, BHYTPEHHNUE HOPMATUBHBIE U TEXHUYECKHUE).

6. 3akoHomatenbHoe perynmupoBanue OV (penepanbHbie 3aKOHBI).

7. HopmaTuBHO-IIpaBOBOE M HOPMAaTUBHO-METOAMYECKOE  peryaupoBanue IOV
(HalMOHANbHBIE CTaHAAPTHI, TOCYJAapCTBEHHAs CHCTEMa JOKYMEHTAI[MOHHOTO obOecredeHus
ynpasnenus u ee nenu, ['OCT P 51141-98 «/lenonpou3BoacTBO U apXUBHOE A€0. TepMuHBI 1
onpexaenenust, [OCT 6.30-03 «YuauduimpoBaHHbIe CUCTEMbI JOKYMEHTaIuny», O0mepoccuiicKuii
KJIacCH(pUKATOpP yIpaBIeHYECKON JOKYMEHTALMH, TOCYAapCTBEHHbIE HHCTPYKIMU 110 JIOY).

8. OcHOBHBIC()YHKIIMH YIIPABICHUS CEPBUCHOM JCATEIHHOCTHIO.

9. IlonsaTHe KIacCUPUKAIUU JOKYMEHTOB.

10. Knaccudukanust MTOKyMEHTOB TO0 CrocoOy JTOKYMEHTHpOBaHHUs, IO cdepe
UCIIOJIb30BaHUs, 110 MECTY COCTaBJICHHUS, IO TpUQY OrpaHUYeHUs AOCTyNa (rpu(bl JOKYMEHTOB),
[0 MPOUCXOXKACHUIO, TIO IOPUAWYECKOM 3HAYUMOCTH, MO (QOpME H3JIOXKEHHUS, MO CpOKaMm
XpaHEHUS.

11. ITonsiTHE SIEKTPOHHOTO JOKyMEHTa. TpeOOBaHHWS K HICKTPOHHOMY JOKYMEHTY.
[IpenmyniecTBa U HEJOCTATKU AIEKTPOHHOI'O JOKYMEHTA.

12. DneKTpOHHBIN JOKYMEHTOOOOPOT M €ro PeryJupoBaHWE HOPMATHUBHBIMH aKTaMH.
Obecneuenne XpaHEHHsI AIEKTPOHHBIX TOKYMEHTOB.

13. YuuduuupoBaHHbIE CHUCTEMbl TOKYMEHTALIMM: TOHATHE, BUIbI (OpraHU3aluOHHO-
pacropsaIuTeIbHON JOKYMEHTAllMH; OaHKOBCKOM JOKYMEHTaluH; (PUHAHCOBOW, YYETHOW H
OTYETHON OYXTaJITEPCKON JOKYMEHTAIIMU OIOJKETHBIX OpTraHU3aIlii; OTYECTHO-CTATUCTUUECKON
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JOKYMEHTAIlMH; YYETHOW U OTUYETHOW NOKYMEHTALMM NMPEANPUATUN; JOKYMEHTALUN 1O TPYLY;
nokymenTarnuu [lencuonnoro ponga PO).

14. HeoOxoaMMoOCTh €AMHBIX NpaBui OQopMIIeHHS TOKYyMEeHTOB. CocCTaB pEKBHU3UTOB
nokyMeHTOB. [IpaBuina opopmieHust peKBU3UTOB.

15. IloHsaTHe ropuauMYecKOro 3HadeHus AokyMmMeHTa. KOpuauueckum 3Ha4MMbIE PEKBU3HUTHI
nokymeHTa. IOprandeckoe 3HaueHUE 3JEKTPOHHOTO JOKYMEHTA.

16. TloHsaTHe s3bIKa CIY)KEOHBIX JOKYMEHTOB. (OCOOCHHOCTH S3bIKa  CIYKEOHBIX
JOKYMEHTOB (TOYHOCTb U SCHOCTb; JIAKOHHYHOCTb; YOEAMTEIbHOCTH; HEHUTPaIbHOCTh TOHA
U3JIOKEHHS; MCIOJb30BAaHWE  YCTOWYMBBIX  CIOBOCOYETAHHMH — CTaHJApTHBIX  0OOpOTOB;
MCIIOJIb30BaHNE OOIICTIPUHSATHIX COKPAITICHH ).

17. lonsatue Onanka nOoKyMeHTa. Buabl OnankoB. PexBusuTel OnmaHkoB. BapuaHTs
PacIOIOKEHUS PEKBU3UTOB.

18. OcHOBHBIE TpyNIBl OPraHU3ALUOHHO-PACHOPAIUTENBHBIX ITOKYMEHTOB. Dopmyrsp-
o0paszel opraHu3aMOHHO-PACIIOPSIUTENHHOTO JOKYMEHTA.

19. OcHoBHbl€ BUIBI ycTaBOB. [IpaBuia cocraBieHus.

20. ITonsatue koHTpakTa. TpeOGoBaHUs K KOHTPaKTy. OCHOBHBIC BHUABI TOJOKCHHA H
IIPaBUJIa COCTABJICHHUS.

21. OcHOBHbIE BUJIbl MHCTPYKIHI U MPAaBUIa COCTABICHUSI.

22. lloHATHE NOMKHOCTHON MHCTPYKLMU U NpaBUia COCTABICHUS.

23. Ilonstue npuka3za. [IpaBuiia cocraBieHusl.

24. llonsarue pacnopsokeHus. IlpaBuna coctaBieHus.

25. IlousiTua peueHus: U npotokoia. [IpaBuna cocraBieHus.

26. TlonsaTus nOKIaaHON U coyxeOHOit 3anucok. [IpaBuia cocraBieHus..

27. Knaccudukanus aenoBbix muceM. Kommepueckue u aenoBble mrucbMma. OOBIYHBIC U
LUPKYJISpHBIE TUCbMA.

28. JlenoBoe MUCHMO B YCJIOBHSX YHU(DHKaUU. PEKBU3UTHI €10BOTO MHUCHhMA.

29. BapuaHThI aijpecoBaHus MUCEM. SI3bIKOBOM CTaHAAPT SI3bIKOBOTO NMHUCHMA.

30. CtaHmapTHBIA aCMEeKT KOMIO3WULIMM JIEJIOBBIX MHUCEM. PeueBOil ATHUKET JEeI0BOTO
nucbma. Gopmynsl oOpamienus. MexayHapoJHble MHChMa.

31. YcraBHble NJOKYMEHTHI. byXrantepckue m CTaTUCTUYECKHE JTOKYMEHTHI. JIOKYyMEHTHI
BHYTPEHHETO paclopsIKa.

32. JIoKyMEHTBI, pErIaMEHTUPYIOIIME OTHOIICHUS C IIOCTaBIIMKAMH, C AareHTaMu,
napTHEpamMH, TypUCTaMH.

33. OO6mas xapakTepucTuka 1oropopa. TpeboBaHUS K COCTABICHUIO IOTOBOPOB.

34. JloroBopHbIE OTHOUIEHHS MEXAY TypOIIEpaTOPOM U TypareHTOM.

35. JloroBopHbIE OTHOIICHHUS MEXAY TYPUCTCKMM MpPEANPUSATHEM U MOTPeOUTEISIMU
TYPUCTCKUX YCIIYT.

36. JloroBopHbIE€ OTHOUIEHUS MEXIYy TYpPONEpPAaTOPOM M TMOCTaBIIUKAMH TYPUCTCKUX
YCIIYT.

37. JIoroBOpHBIE OTHOLIEHUS MEXIY PEUENTUBHBIM U HHULIMATUBHBIM TYPOIIEpaTOPAMH.

38. JloKyMEHTHI IO OpraHU3aMU TYPUCTCKOIO IIyTEUIECTBUS.

39. 3asgBKa Ha OpraHU3aLMIO TYPUCTCKOM MOE3IKH.

40. 3asBieHue Ha Typ. AHKETa TypuUCTa.

41. 3asBKa HAa OpOHUPOBAHUE TYPUCTCKHUX YyCIyT. TypUCTCKas myTeBKa.

42. ]JloroBOp 0 TYpUCTCKOM OOCIYKHBaHUU U MPABUJIA €TO COCTABJICHUSI.

43. AreHTCKOE COrJlaleHue.

44. KOHTpPAaKT 0 COTPYIHHYECTBE B OOJIACTH TypU3Ma C HHOCTPAHHBIM apTHEPOM.

Kpurtepun u mxkaJia olieHKH 0TBeTa IPH YCTHOM OIIpoce

Ouenka Kputepun
OTtanyHo Omauyno CTaBUTCS, €CJIM 00yJaroUIMiics IEMOHCTPUPYET IIy0oKoe, OJTHOe
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pacKpbITHE BOMPOCOB. BhIIBUraeMble UM IOJIOKEHHUS] apryMEHTHPOBaHbI U
WUIIOCTPUPOBaHbl IIpUMepamMu. B ocBelieHuM cozepxaHus BOIIpoca
UCIIONIB3YETCSl aHAIUTUYECKHUH TMOAX0J, OOOCHOBBIBAETCS CBOSI TOYKa
3pEHus; JENarTCs COJAEp)KaTelbHbIE BBIBOABL. MaTepuan H3JI0KEH B
OTpeieIEHHOM JTIOTHYEeCKO! MOCIeI0BATEIbHOCTH, JINTEPATYPHBIM SI3BIKOM, C

HCIIOJIB30BaHNUC COBpeMeHHBIX HaY‘-IHBIX TepMI/IHOB; OTBCT
CaMOCTOSITEIILHEIMN.
Xopomo Xopowo craBUTCS, €clu OOYyYalOIIUNCA JEMOHCTPUPYET JOCTATOYHO

MOJIHBIM M TMpPaBWIbHBIMA OTBET; BBIIBUTAEMble TEOPETUYECKUE IMOJIOKECHUS
MOJITBEPKICHBI PUMEPAMU; B OTBETE MPEACTABICHBI PA3TUYHBIE TIOIXOBI K
paccmaTtpuBaeMoil mpoOieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHas TOYKA 3PCHHS; CIENaHbl KPATKUE BBIBOIbL;
MaTepuai U3JI0’KEH B ONPEEICHHOHN JOrM4ecKOl MOCaeA0BaTeNbHOCTH, IPH
OTOM JIOMYIICHBI JBE-TPU HECYIIECTBEHHbIC OIIMOKK (WM OTOBOPKH),
MCIIPaBJIEHHBIE IO TPEOOBAHUIO MTPenoaBaTes.

Ynosaersop | [Ipu  yoosremeopumenvnom oTBeTe O0OydaroOUIMiics JOMYCKAaeT OJAHY
HTEJbHO CYLIECTBEHHYIO OIIMOKY; OTBET HEJOCTaTOYHO JIOTUYECKH BBICTPOEH;
0a30Bble TMOHATHS  YNOTPEOJEHbI MPaBHJIBHO, HO OOHAapyXHBaeTcs
HEJOCTAaTOK PACKPBITHS TEOPUH; BBIABUTAEMbI€ IOJOKEHUS HEJOCTaTOYHO
apryMEHTUPOBAHBI W HE TMOATBEPKACHBI NPUMEpPaMH; OTBET HOCHT
MPEUMYIIECTBEHHO OIMCATeNbHbI, a HEe KOHIENTYaJlbHbI XapakTep;
Hay4YHas TEPMUHOJIOTHS UCTIOJIL3YETCS HEIOCTATOYHO.

Heynosuers | Ilpu neyodosremseopumensnom otBere oOydalomUNCA JOMYCKAaeT psil
OpHUTEJIbHO | CYLIECTBEHHBIX OIIMOOK, KOTOPBIE OH HE MOKET UCIPABUTH IPU HABOJAIINX
BOIpOCax MpernojaBaTessi; HE MOXET JaTh HaydyHoe O0OOCHOBaHME
pOOJIEMBI; BBIBOJBI OTCYTCTBYIOT HIIM HOCST IMOBEPXHOCTHBIN XapakTep;
npeobiiagaet ObITOBas JEKCUKA; HAOIIOAAIOTCS 3HAUUTEIbHbIE HETOUHOCTHU B
WCIOJIb30BaHUY HAYYHOU TEPMHUHOJIOTHH.

3.3. IlepeyeHbp NpUMEpPHOH TeMaTHKH pedepaToB
1 Yauduxanus " CTaHIapTH3AIHS JOKYMEHTOB: YHUDUITUPOBAHHBIC
CUCTCMBIJIOKYMCHTAlUN
2 OobmepoccuiickueknaccuruKaTopbl:00EePOCCUCKUIKIIACCH (DUKATOPYITPABICHUYECKOM

nokymenTauu (OKY J1)

3 YHUpUIUpOBaHHBIE CHCTEMBI JOKYMEHTaLUU: yHU(ULIPOBaHHAS
CHUCTEMAOPraHU3aluOHHO-pacnopaauTenbHol fokymeHTanuu (Y COP/I)

4 YHUpUIHpOBaHHBIE CHCTEMBI JOKYMEHTALUU: yHU(ULIPOBaHHAS

cucremanokymenranuu [leacnonnoro ¢onna Poccuiickoit @enepanmu

5 Beaenue aenonpou3BOACTBA MO OOpAIICHHUSIM TpakaaH B opraHu3aiusaxlleHcnoHHoro
donma

6 Benenuwe nmenompousBojcTBa ¢ OOpalIeHUSIMUA TPaKIaH B YNPABICHUSIXCOIUATBHON
3allUThl HACETICHUS

7 Opranuzanus paboThl ¢ 0OpallleHUsIMU Tpak/laH B OpraHax BHYTPEHHUX el

8 DkcnepTu3a EHHOCTH JOKYMEHTOB U MOPSIOK Y4eTa 0CO00 IEHHBIXJOKYMEHTOB

9 OpraHun3anusi ONEpaTUBHOIO XPAHEHHS JOKYMEHTOB U MOATOTOBKA JieJa KAPXUBHOMY
XPaHEHUIO

10 Opranu3zanusi paboThl C JOKYMEHTaMH, UMEIOIITUMHU TPUQPBI OTPaHUUEHUATOCTYIIA

11 Iopsinok paboThl ¢ KOH(MUISHITMATEHBIME TOKYyMEHTAMU U MaTepUaaMU

12 OcHOBHBIE XapaKTEPUCTUKH JOKYMEHTOOOOPOTA U MPaBHJIa €r0 yUeTa

13 ITopsnok IBUKEHUS JOKYMEHTOB B OpraHU3aluu

14 HopmaTUBHO-TIPaBOBBIEOCHOBBIIOKYMEHTAIITMOHHOT000ECIICYCHUS YTIPABICHHS

15 Poab TOKYMEHTAalMOHHOTO 00ECTIeueHH sl YIIPaBJICHUSI B COBPEMEHHOHOPTraHN3allui
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16 Homenkuatypa fein: nopsiiok pa3paboTku u opopmiieHus

17 Cron6moBoe (nmpukazHoe) aenonpon3poictso B X V—XVII Ba.

18 Ilenonpoun3BoacTBO B JIpeBHEPYCCKOM roCy1apcTBE

19 VcnonHuTenpHOE AEI0MPOU3BOICTBO

20 CucreMa KOJIIEKCKOTO JEI0NPOU3BOJACTBA

21 Cucrema MUHUCTEPCKOTO Aenonpon3BojicTBa B XIX — Havane XX B
22 VYupaieHue 1 1e10Ipon3BoacTBO B 1917—1941 rr.

23 Pa3Butue Poccuiickoil Tocy1apCTBEHHOM CUCTEMBI IETONPOU3BOICTBA
24 Wctopus ynpasieHus u aenonpounsBoactsa B 1945—1990 rr.

25 HcTtopus pa3BuUTHsI MUCbMEHHOCTH U JEJI0MPOU3BOICTBa B Poccun

Kpurepun ouenku padoTbl CTYJAeHTOB NP BbINOJHeHNH pedepaTa

Pedepar s10 omna u3 ¢dopm ycrtHOM arTtecranuu. Pedepar — 3TO camocTosITeNnbHAs
uccienoBarenabckas paboTa, B KOTOPOH aBTOP pacKphIBaeT CYTh HCCIEAYEMOW MPOOJIEMBI;
MPUBOIUT PA3UYHBIE TOYKH 3PEHHS, a TaKKe COOCTBEHHBIC B3TJsAbl He Hee. ConepikaHue
pedepara AOKHO OBITH JIOTUYHBIM; H3JI0KEHHE MaTepHalia HOCUT MpOoOJIeMHO-TeMaTHUYeCKHit
xapaktep. Pedepar cTUMynUpyeT pacKpbhITHE HCCIIEIOBATENLCKOrO MOTEHIHMANA YYallerocs
(BBITYCKHUKA), CIOCOOHOCTh K TBOPYECKOMY IIOMCKY, COTPYAHHMYECTBY, CAMOPACKPBITUIO U
IIPOSIBIICHUIO BO3MOYKHOCTEM.

ABTOp pedepaTta  OOMKEH  NPOAEMOHCTPUPOBATH  JOCTHKEHHME MM  YpOBHS
MHUPOBO33PEHYECKOM, OOIIEKYIbTYPHOH KOMIETCHIIUU, T.€. MPOJAEMOHCTPHPOBATH 3HAHUS O
peaIbHOM MHpE, O CYILECTBYIOIIMX B HEM CBS3SIX U 3aBUCHUMOCTAX, MpodiemMax, O BEIyLIUX
MHUPOBO33PEHUYECKUX TEOPHUAX, YMEHHH MPOSBISATH OLICHOYHBIC 3HAHUS, U3y4aTh TEOPETHUECKUE
paboThl, KCIOJIB30BATh PA3IUYHBIE METOJbl HCCIENOBAaHUS, NMPUMEHATh pa3jINyYHble MPUEMBI
TBOPYECKOM NEATEIBHOCTH.

1. HeoOxomumo mpaBuiIbHO CHOPMYIUPOBATH TEMY, OTOOpaTh MO HEW HEOOXOIMMBINA
MaTepua.

2. Mcnonb30BaTh TOJIBKO TOT MaTepUall, KOTOPBIA OTPAXKAET CYIIIHOCTh TEMBI.

3. Bo BBeaeHnu K pedepary He0OX0ANMO 000CHOBAThH BHIOOP TEMBI.

4. ITocne muTaThl HEOOXOIUMO JIeJIaTh CCHUIKY Ha aBTOpa, Hampumep [ NermpousBeaeHHs 110
CITUCKY, CTP.].

5. MWznoxeHue MODKHO OBITH  TOCIIENOBATENbHBIM. HemomycTumbl  HEYETKHE
(bopmMynupoBKH, peyeBbie 1 opdorpaduueckre OmuoKH.

6. B moaroroBke pedepara HEOOXOJUMO UCIHOIB30BAaTh MaTepHallbl COBPEMEHHBIX
W3JaHUI HE CTaplIe S JIeT.

7. Odopmienue pedepara (B TOM UYHCIE TUTYJIBHBIA JIUCT, JUTEpATypa) JAOHKHO OBITH
PaMOTHBIM.

8. Cnmcok snureparypbl opopMIsIeTcs C yKa3aHUEM aBTOpa, HA3BaHMSI MCTOYHHKA, MECTa
U3JIaHUs, TO/Ia U3JIaHUs, HA3BAaHUS U3aTeNIbCTBA, HCIIOIH30BAaHHBIX CTPAHMUII.

Pedepar momkeH OBITH BBIMOJTHEH TEYAaTHBIM CIIOCOOOM Ha OJHOW CTOpOHE Oymaru
dopmara A4 dyepe3 monropa uHTepBana. L[Ber mpudra nomkeH OBITH uYepHBIM, MWIPUDT
TimesNewRoman, 14 nr.

TekcT creqyer mevararb, COOMIOAAs CIEAYIONIUE pa3Mephl MOJIeH: BEpXHEe U HIDKHEE —
20 mm, neBoe — 30 MM, mpaBoe — 15 MM. AG3aIHBIA OTCTYN AOJKEH OBITh OJMHAKOBBIM IT0
BCEMY TEKCTY M COCTABIIATH 1,25 cM.

BripaBHMBaHME TEKCTa MO MIUPUHE.

Pa3permaercs ucmosib30BaTh KOMIBIOTEPHBIE BO3MOXXHOCTH aKIIEHTUPOBAHUSI BHUMAHUS Ha
OTpe/IeNIeHHBIX TEpPMHHAX, (QopMyax, MPUMEHsSl BBIICICHHUE XUPHBIM MIPU(TOM, KYpCHB,
MOTYCPKUBAHHE.

Bce ctpanuiisl 00s13aTenbHO T0JKHBL OBITH IPOHYMEpOBaHbl. HymMepartius TUCTOB 10JKHA
OBITh CKBO3HOH. Hymepamusi TUCTOB HadyMHAETCS C TPEThEro Jmcra (Mocie COACpXKaHHS) U
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3aKaH4YMBaeTcs rnocieaHuM. Homep cTpaHmiibl Ha TUTYJIBHOM JIUCTE HE mpocTaBisercs. Homepa
CTpaHUL IPOCTABIISIIOTCS B LIGHTPE HMXKHEHN YacTH JincTa 6e3 TOUKH.

CIucoK HCIOJIb30BaHHOM JINTEpaTyphbl M MPUIIOKEHUS BKIIIOYAIOTCS B OOIIYI0 HyMepaluio
JIUCTOB.

Odopmiienne TuTEpaTyphl:

Kaxxaplit MCTOYHUK AOIKEH COAEpKaTh ClEAyoIne 00s3aTeNbHbIe PEKBU3HUTHI:

- (hamuTHsL ¥ MTHUIHAIIBI aBTOPA;

- HAUMEHOBAHHUE;

- U3/1aTeNbCTBO;

- MECTO U3/IaHUS;

- TOJ] U3/1aHusl.

Kpurepuu onienku pedepatos:

- AKTyalbHOCTb TEMBI

- COoOTBETCTBUE COEPKAHUSI TEME

- 'myOuna npopaboTku MaTepuana

- [IpaBuIbHOCTD M MOJHOTA UCTIOIB30BAHUSI HUCTOYHUKOB

- CootBercTBHE OQOpMIICHHS pedepaTa CTaHIAPTOM.

COTJIIMYHOM:

1. mpucyTCTBHE BCEX BBIILICNICPEUHCICHHBIX TPEOOBaHUIA;

2. 3HaHMWE Yy4YalllUMCs MH3JI0KEHHOro B pedepare marepuala, yMEHHE TIpPamMOTHO U
apryMEHTHPOBAHO U3JIOKUTH CYTh IPOOIEMBI;

3. MIPUCYTCTBUE JTUYHON 3aMHTEPECOBAHHOCTH B PACKPHIBAEMOM TeMe, COOCTBEHHYIO TOUKY
3peHusl, ApTyMEHThI U KOMMEHTAPUH, BBIBOJIBL;

4. ymeHue cBOOOMHO OecenoBaTh IO JOOOMY IMYHKTY IUIaHa, OTBEYaTh HAa BOMPOCHI,
MIOCTaBJICHHBIE YICHAMU KOMUCCHH, IO TeMe pedepara;

5. yMeHue aHanu3UpoBaTh (HAKTUUECKUH MaTrepual U CTATUCTUYECKHE JaHHBIE,
WCIIONIb30BaHHBIC MTPH HANMCaHUU pedepara;

6. HalM4yhe KayeCTBEHHO BBIMOJHEHHOIO MPE3EHTAlMOHHOTO MaTepuaia Wi (u)
pa3gaTroyHoro, He MyOJIMPYIOIIETO OCHOBHOW TEKCT 3al[UTHOTO CJIOBA, a SBISIOMIETOCS €ro
WUTIOCTPATUBHBIM (DOHOM.

«XOPOLIO»:

1. Mmenkue 3amedanus mo opopmieHuto pedepara;

2. He3HAUUTENbHbIC TPYJHOCTH 110 OJHOMY M3 IEPEUUCIICHHBIX BbIIIE TPEOOBAHUH.

«YAOBIIETBOPUTEIHHOY:

1. Tema pedepara packpbiTa HEAOCTATOUHO IOJHO;

2. HENOJIHBIN CIUCOK JINTEPATYPhl U HCTOYHUKOB;

3. 3aTpyaHEHUS B U3JI0KESHUHU, apTYMEHTUPOBAHHH.

«HEYIOBJIETBOPUTEIILHO»:

TeMa He pacKphITa

3.4. IlepeyeHb NPUMEPHBIX TECTOBBIX 3a1aHUI
B tecre HeoOxoauMo BEIOpaTh IPABUIIBHBIN OTBET (MX MOXKET OBITh HECKOJIBKO) MM YKa3aTh
MOCIIE0BATEIHHOCTh OOBEKTOB.
1. lokyMeHT — 3T0:
1. 3adukcupoBaHHas HA MATEPUAILHOM HOCUTENE WH(OPMALIUS C PEKBU3UTAMH,
MO3BOJISIOIIMMU €€ UIEHTU(UIIUPOBATS.
2. Hocurens nHbopMaIum, UCIOJIb3yeMOH B ENSAX PEryIUPOBAHMS COIUATBHBIX OTHOIICHHA.
3. Uudopmanus, 3admkcrupoBaHHast TIOOBIM CITOCOOOM Ha JIIOOOM HOCHTEJIE.
2. TloATHHHUK TOKYMEHTA — ITO:
1. TlepBbIit MM €UHCTBEHHBIN SK3EMIUISP TOKYMEHTA.
2. DK3eMIUISP T0KYMEHTa, C KOTOPOTO CHSATA KOIHS.
3. IOpuanyeckasi cujia J0KyMeHTa — 3TO:
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1. OcobennocTy BHEHETO 0OPMIICHHS TOKYMEHTA.

2. CBUAETENBCTBO HAIMYHS B JOKYMEHTE MOJIOKEHHIT HOPMAaTUBHOTO XapaKTepa.

3. CriocoOHOCTh JOKYMEHTA TOPOKIATh ONPEIEIICHHBIE TPABOBBIC TTOCTIEICTBHSI.

4. Umeet M OPUAUYECKYIO CHJIY JOKYMEHT, NOJYYeHHbIH M0 (paKCUMUIbHOMI CBSI3H?
1. Ja.

2. [la, mo cornamieHuto CTOpOH HHPOPMAITMOHHOTO 0OMEHa.

3. Her.

5. Kakoii u3 nepeync/ieHHbIX PEKBU3UTOB He OTHOCHUTCS K PEKBU3UTAM y10CTOBepeHunsi?
1. I'pud yrBepxaeHus.

2. Ileuars.

3. OT™MeTKa O 3aBEpEHUU KOIIHH.

4. Bu3sa coryiacoBanusl.

5. Iloanwuce.

6. B kakoii moc/jie10BaTeJIbHOCTH J0/KHBI ObITH PACIIOJI0KEHbl HAUMEHOBAHUA B OJIaHKe
nucbMa Gpuiinaia opraHu3annu?

1. OTKpBITOE aKIIMOHEPHOE OOIIECTBO.

2. (OAO «Cubuedts»).

3. ®uiman B ropojae XaHTbl-MaHcHIICKeE.

4. «Hedrsanas xomnanus “CubHePTs ».

7. Kakue peKBU3UTHI BKJIKYAKTCA B 0JIAaHK MUCbMa?

1. Mecro cocTaBiieHHs W U3AaHUS JOKYMEHTA.

2. 3aroyioBOK K TEKCTY.

3. HaumeHnoBaHue opranu3aiuu.

4. ToBapHBIil 3HaK (3HAK OOCITY)KUBaHUS).

5. HanmeHnoBaHue Buja 10KyMEHTA.

6. Anpecar.

7. CripaBOUYHBIEC JaHHBIE 00 OPraHU3AIIHH.

8. Ha xakoM 3k3emMILIsipe /1€JI0BOT0 MHCbMA, NOATOTOBJIEHHOM /ISl OTIIPABKHU aJpecaTy Mo
Mo4re, MPOCTABJISIOTCH BU3bI?

1. Ha nopyinHHUKE, OTIPABIISIEMOM aJipecary.

2. Ha xonuu, noMeniaeMoi B AeJi0 OpraHu3ainH.

9. Kakoii pekBu3uT 0OpMJIeH HENMPABUJILHO?

1. HaumeHnoBanue opranu3aiumn-aBTopa.

2. CpaBOYHBIE JaHHBIE 00 OPraHU3aIIUH.

3. laTa 1OKyMEHTA.

4. PeructpaiimOHHBIN HOMEP TOKYMEHTA.

5. 3aroy0BOK K TEKCTY.

HexoMmMepueckoe NnapTHEPCTBO
«C'AJIBJAUSA ITIPOPECCUOHAJIBHBIX PUDJITEPOB»
HcnonautensHOMY AUPEKTOPY
Poccuiicko-
LIBENLIAPCKOr0
3aropogHoe 1., 5, Mocksa, 118365 COBMECTHOTO
NpEeANPUITHUS
Ten. (495) 245-18-01; dakc (495) 245-30-00
«RussianTrust&Tradeltd.»
OI'PH 1127776500001
WHH/KIIIT 0112220000/011777000 r-ny ['.Il. CugopoBy
Bomnokonamckoe
1., 10,
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Mockaa,
215080

10. Kakoii BapyaHT 0(popMJIeHUS CIPABOYHBIX JAHHBIX 00 OPraHU3aluu U KOJA0B B
0/1aHKe OPraHU3alHU SBJIAETCS NPABUIbHBIM

l. OO011ecTBO ¢ OrpaHUYCHHOM 2. OO11ecTBO ¢ OrpaHUYEHHON
OTBETCTBEHHOCTHIO OTBETCTBEHHOCTbHIO
«ABTOKAP» «ABTOKAP»
117312, Mockga, yn. ®epcmana, 1. 5/1 V. depcmana, 1. 5/1, Mocksa, 117312
Ten. 721-33-33; dakc 721-19-00; Temn. (495) 721-33-33; daxkc (495) 721-19-00;
e-mail: avto@avto.ru e-mail: avto@avto.ru
OI'PH 1127776500001, OKITIO 2356447; OI'PH 1127776500001,
WHH/KIIIT 0112220000/011777000 WHH/KIIIT 0112220000/011777000
Ne Ne
Ha Ne oT Ha Ne oT

11. YTo no/KeH caenaTh pa00OTHHK OPraHU3aliy, BUSHPYIOLIUI JOKYMEHT, eCJId OH He
COIJIACEH C ero cojep:kanuem?

1. OTka3arbCst OT BUUPOBAHUS JOKYMEHTA.

2. 3aBU3UPOBATh TOKYMEHT, BEIPA3UB CBOE€ MHEHHUE.

12. Kakoii BapuaHT 3aro/10BKa K NUCbMY Bbl CUMTAeTe NPABHJIbHbIM?

1. O noroBope NoCTaBKH.

2. O HeBbINONHEHUH JoroBOpa nocTaBk oT 12.08.2005 Ne 45/67.

3. O HEBBINIOJHEHUHU JIOTOBOPA.

13. Kak noJkHa ObITH 0(pOpMIIEHA MOANNCH, €CJIM 3aMeCTHTEJIb PYKOBOIUTEJIsI
OpraHM3aliy UMeeT NPaBo MOANUCHIBATH JOKYMEHThl BMECTO PYKOBOIMTEIS B cIy4ae ero
BPEMEHHOI0 OTCYTCTBHUSI?

1. 'eHepanbHbI TUPEKTOP IMonamuce JI.A. Canukos
2. 3aM. TeHepaIbHOT0 AUPEKTOpa [Honnuce O.I1. Pemu3zos
3. W.o. reHepaibHOro TUPEKTOpA [Toanuce O.I1. Pemu3zoB

14. Kak noJxHa 0bITH 0pOpMIIeHA TOANKUCH B MACbMeE, €CJIM KOMMeP4YeCKHUil JUPEeKTOop
¢pupmsbr (H.U. CtapkoB) HaX0AUTCA B OTIyCKe, 2 HCIIOJTHEHHE ero 00sI3aHHOCTel NPUKA30M
BO3JI07KE€HO HA 3aMecTUTeNst KomMmepueckoro nupekropa (E./l. TabakoBa)?

1. Kommepueckuii aupeKkTop [Honnuce E.JI. TabakoB
2. 3aM. KOMMEpPUYECKOTO JTUPEKTOpA [Toanuce E.JI. TabakoB
3. N.0. koMmmepuecKoro AMpeKTopa [Moanuce E.JI. TabakoB
15. Hy:xHO Ji1 3aBepSATh NeYaThI0 OPraHU3alMU PUKA3bl PYKOBOAUTEIA?
1. Jla.

2. Her.

16. Kakoe nucbMo 3aBepsieTcst ne4aTrbio?

1. T'apanTHitHO€ MUCHMO.

2. KoMmMepueckoe npeioKeHue.

3. [Tucemo-mipocrOa.

17. Kakoii BapuaHT 0(pOpMJICHHS Pe30JIONNH PYKOBOIUTEJIS SIBJISICTCS NPABUJIbHBIM?
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1. Kpasyosy M.I1. 2. Kpasyosy M.I1.

IIpowty noocomoeums 3akaoueHue Ipowy paccmompeme.
k18.04.2007. Iloonucwe pykosooumens

Iloonucs pykosooumerns 10.04.2007

10.04.2007

18. Kakoii BapuaHT opopMiIeHUS OTMETKHU O HAJIUYUYU NPUJIOKEHHUS B
CONMPOBOAUTEIBLHOM NMHUCbMeE SIBJISAETCH NPABHIbHBIM?
1. Ilpunoxkenue: ynomsinytoe Ha 3 J1. B 1 3K3.
2. IlpunoxkeHue: o TeKcTy Ha 3 1. B 1 7K3.
3. Ilpunoxenue: Ha 3 1. B 1 7K3.
19. JloakeH M MCMOJHUTEIb, IOATOTOBUBIIMH TEKCT MMCbMAa, BU3BMPOBATH JJOKYMEHT?
1. Jla.
2. Her.
20. Kakue HOpMBbI NIPUMEHSIOTCS IJIS PAc4YeTa YMCJAEHHOCTH 1eJI0NPOU3BOICTBEHHOI 0
nepconaja?
1. Hopmbl BeIpabOTKH.
2. HopMsI BpeMeHu.
3. HopMmbl ynipaBisieMOCTH.
4. HopMmbl 00CTy>KUBaHHUS.
21. Kakoii BapuaHT () OPMYJHPOBKH MYHKTA PACIIOPSAAUTEIbHON YaCTH IPUKA32a SIBJISIETCS
NMPaBUJIbHbIM?
1. 'maBHOMY OyXTanTepy MOArOTOBUTH U MPEJICTABUTH HA YTBEPKACHUE CMETY PAacX0/I0B Ha
KOMaHJAUPOBKU
B 2007 r. B cpok 10 20.01.2007.
2. I'maBromy Oyxranrepy JmutpueBy [1.JI. moaroTroBUTh U MpeACTaBUTH HA YTBEPKICHNUE CMETY
pacxonoB Ha komaHaupoBku B 2007 r. B cpok 10 20.01.2007.
3. 'maBHOMY Oyxrantepy OOO «Arary» [1.JI. IMuTpreBy MOATOTOBUTH U MPEACTABUTH Ha
yrBepxacHue B cpok 110 20.01.2007 cmeTy pacxoaoB Ha KOMaHAUPOBKU
B 2007 r.
4. IMopyunts rnaBHOMY Oyxranrepy Amutpueny [1.JI. OArOTOBUTH U IPEACTaBUTH HA
yTBepxkaeHue B cpok 10 20.01.2007 cmeTy pacxo/ioB Ha KOMaHIUPOBKH
B 2007 1.
22. IoKkyMeHT0000pOT — 3T0:
1. Ilepenaya fOKyMeHTa U3 OJHON MHCTAHLIMU B APYTYIO B MIPOLIECCE €r0 PACCMOTPEHUS.
2. JIBM>KeHHE JOKYMEHTOB B OPraHU3allMi ¢ MOMEHTA UX CO3JaHUsl WU TIOJIyYEHUS 10
3aBEPILICHUS UCTIOJIHEHUS UM OTIPABKHU.
3. JIBM>keHre KOMIUIEKCca TOKYMEHTOB B IIpoIecce BHIPAOOTKH, MPUHATHUS U UCTIOTHEHUS
peleHui.
23. SBasiercs Jid 3a/1a4a COBePIICHCTBOBAHUS (GOPM U MeTOA0B PAdOThI ¢ JOKYMEHTAMH
3agaveit cay:x0b1 JOY?
1. Jla.
2. Her.
24. Kakoi 10KyMEHT OTHOCUTCS K HeperucTpupyeMbiM?
1. [Tucemo-3anpoc.
2. XKamoba rpaknaHuHa.
3. ConpoBOAUTEIBHOE MTUCHMO.
4. PexmaMHOE TUCBMO.
25. JlosxeH i padoTHHMK ciay:k0b1 JJOY, ocymecTBASIIOMINI KOHTPOJIb 32 HCIOJTHEHHEM
AOKYMEHTOB, HATIOMHHATH HUCIOJHUTEIAM O NPHOJIMAKEHUH CPOKOB MCIOJTHEHH S
HAXOASIIIUXCH Y HUX JOKYMEHTOB?
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1. Ja.
2. Her.
26. KakoB MakCMMAJIbHBIN CPOK HCIIOJHEHHs O0paleHuil rpakaan?
1. 15 nueit.
2. 30 nHei.
3. 45 nueit.
4. 60 nueit.
27. B KakuX JHAX YCTAHABJIUBAKTCH CPOKHM UCIOJHEHUSA TOKYMEHTOB?
1. B xaneHaapHbIX THSX.
2. B paGounx gHsX.
28. K10 MO:KeT nepeHecTH CPOK HUCIOJHEHHS NOPYYeHHs], OJTY4eHHOr0 U3 BbIIIECTOS IIeH
opraHusauum?
1. PykoBoauTenp opraHu3aluy, UCIIOIHSIOIEH TOpyUEHUE.
2. PykoBOaUTENb BBIIECTOSIIEH OpraHU3aINY.
3. Ciyx6a J1I0Y opranusanuu, UCTIOTHSIONIEH TOpYYEHHE.
29. Kakoii u3 kjiaccugpukaTopoB MOKeT HCIOJb30BATHCS MPH PerucTPpanumn
NOCTYNAMNX JOKYMEHTOB?
1. Kimaccugukarop H10KHOCTHBIX JIUII.
2. Knaccugukatop BHIOB MPOAYKLIUH.
3. Knaccudukarop eaMHULl aAMUHUCTPATUBHO-TEPPUTOPHAIBHOTO IE€TICHHUSL.
30. Kakoif JOKyMeHT cocTaBJisieTcsl IPH He00X0AMMOCTH 3a(PMKCHPOBATH CJI0KHBIIYIOCS
CUTYAlUI0O UM O0HAPYKeHHbIe (PaKThI?
1. ITpoToxou.
2. CnpaBka.
3. AKT.
31. Kakoii 10KyMeHT TpedyeT yTBep:KIeHHUsl PYKOBOJAUTE/eM OPraHu3anum?
1. [TonmokeHue o OyxranTepuu.
2. CnpaBka 0 3a10JKEHHOCTH MPEANPUSITHSA.
3. IInceMo-3a11poc O MPeAOCTaBICHUH HHPOPMALIUH.
4. ITpoToko 3acelaHusi COBETa TUPEKTOPOB.
32. KakuM 00pa3oM B OPraHM3aluM PACHpeesIIOTCs 00513aHHOCTH MKy PYKOBOACTBOM,
B TOM YHcJie TPAaBO NOANUCHIBATH JOKYMEHTHbI?
1. YcranaBinBarTCs B COOTBETCTBUU C YCTHBIMH PacOPSHKEHUSIMH PYKOBOIUTENS.
2. YcTaHaBIMBAIOTCS MPUKA30M PYKOBOIMUTES.
3. YcraHaBIMBarOTCSA B MHCTPYKLUU 110 JEIONPOU3BOACTBY.
33. Cko0JIbKO 3K3eMILIAPOB MPHUKAa3a NOANNCHIBACT PYKOBOAUTEIb?
1. Heckoubko.
2. JIBa.
3. OnuH.
34. Ha xoro MOKeT ObITh BO3JIOKEH KOHTPOJIh 33 UCIIOJITHEHHEM B TIOCIIEIHEM ITyHKTE TIpUKa3a?
1. Ha pykoBoauTenst CTpyKTYPHOI'O TOIpa3AeIICHNUS.
2. Ha 3amecTtutens pyKOBOJMUTENS] OpraHU3allUH.
35. Kakoe yTBep:k1eHue siBJIsIeTCA NPABUIbHBIM?
1. B kaxxnoii opranu3anuy J0JKHA OBITH CBOJIHAS HOMEHKJIATypa /1€ U HOMEHKJIATyphI 1€
CTPYKTYPHBIX NIOJIpa3AeICHUH.
2. B xaxoii opraHu3aiuu J0JKHA OBITh CBOJIHAS HOMEHKJIATYpa Jel.
3. B kaxxao¥i opraHu3auy J0JDKHBI OBITh TOJEKO HOMEHKIIATYPHI JIEN CTPYKTYPHBIX
Moapa3/IeICHHM.
36. Kakue npu3Haku oTpakeHbl B 3arosoBke geja: «IIporokoasl 3acenannii Copera
JMPEKTOPOB 001eCTBA»?
1. KoppecnioH1eHTCKUI.
2. HoMuHaNbHBIN.
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3. ABTOpCKHUH.
4. IIpeaMeTHO-BOTIPOCHBIN.
37. Kaxoii 3aroJioBOK JeJia BbI CUMTaeTe NPABUWJIBHbIM?
1. JIoKyMEHTBI O CTPOUTEIBCTBE TOPTOBOTO LIEHTPA.
2. Pacuetsl, cMeTHI, I1aHBI PA0OT, IEPENHUCKA U JPYTUe JOKYMEHTBI O CTPOUTEILCTBE TOPTOBOTO
LEHTpA.
3. JIOKyMEHTBI O CTPOUTENHCTBE TOPTrOBOTO IEHTPA (PacyeThl, CMETHI, IIJIaHbl PA0OT, IEpEnucKa
u ap.).
38. lonmycTumo Jiu (popMHPOBATH NEPeNnuCKY B J1esia mo npuHuuny: «Bxoasimas
KoppecnoHaeHusn», « cxoasmas KoppecnoHaeHuus» ?
1. Ja.
2. Her.
39. Mo:KHO J14 MOMelaTh B OJJHO J1€JI0 IOKYMEHThI BpEMEHHOI0 U MOCTOSIHHOT0 CPOKOB
XpaHeHusi?
1. Ja.
2. Her.
40. B xakoe 1e/10 noMeaeTcsi BHyTPeHHsIsI ONUCH?
1. JInmuHnoe neno.
2. IIpuka3bl opraHu3alyy 1o JUYHOMY COCTaBY.
3. Ilepenucka c opraHaMu BJIACTU U YIIPABIICHUS.
41. B KaKoM roay Mo:XKHO YHHYTOKUTH JOKYMEHThI, co3faHHble B 2000 r. u umeromue
cpok xpanenus 10 jger?
1. B 2010 ronay.
2.B 2011 rony.
3.B 2012 rony.
42. Ha xakoM 3Tamne o00padoTKHM /1eJ1a MPOBOJAUTCS HyMepauusi JUCTOB?
1. Ilpu 06paboTke nena s mepeiay Ha apXUBHOE XpaHEHHE.
2. I1o 3aBepiieHNH AEI0NMPOU3BOJICTBEHHOTO rO/Ia.
3. [Ipu nomenieHn KCIOTHEHHBIX IOKYMEHTOB B JEJIO.
43. Kakue Tpu BuJa onucei eJ1 COCTABJISIOTCA B OPraHU3ANUM NPU MOATOTOBKe JeJI IJIs
nepeaavn Ha apXUBHOE XpaHeHue?
1. Onuch NpUIIOKEHHUN K TOKYMEHTaM.
2. Onuce Aen NOCTOSTHHOTO XpaHEHUS.
3. Onuck nen BpemeHHoro 10 10 met xpaHneHus.
4. Onuck Aen 1o JMYHOMY COCTaBYy.
5. Onuck e BpeMeHHOTo cBbiie 10 JIeT XpaHeHusl.
6. Onuce e, NoJISKAINUX YHUUYTOKEHUIO.
44. Ha xakoM 3Tane yTBepIal0TCH AKThI 0 BbIJeJEeHNH JOKYMEHTOB ¢ UCTEKIIIUMH
CPOKaMHU XPAHEHUS K YHUYTOKEHUI0?
1. 1o yTBepx’aeHUs OMKCEN Ae.
2. Ilocne yTBep:KI€HUS OMUCEN JEIl.
3. OIHOBPEMEHHO C YTBEPKICHUEM OIMUCEH JEII.
45. KTo yTBep:x1aeT HOMEHKJIATYPY JieJ1 OPraHu3aluu, ONUCH JOKYMEHTOB U AKThI 0
BblIeJIeHNHU JOKYMEHTOB K YHHUYTOKEHUIO?
1. DKcniepTHas KOMUCCHS OPTaHU3ALUU.
2. PykoBoauTeNb OpraHu3alyi.
3. ApXuB, IPUHUMAIOLIUN JOKYMEHThI JAHHON OpraHU3aliyi Ha XpaHEHHE.
Kpurepum oueHku TecTOB:

Tecrt - cucrtema CTaHIAPTU3UPOBAHHBIX 33JaHUM, MO3BOJIAIONIAS MPOLEIYPY U3MEPEHUS
YpOBHSI 3HAaHWW W YMEHHH OOydYaromerocs, SsBISIOTCA TpocTedmeld ¢dopma KOHTPOJIS,
HarpaBJ€HHAsT Ha MPOBEPKY BIAJECHUA TEPMUHOJIOTMYECKUM aIllapaToM, COBPEMEHHBIMU
MH(OPMAaLMOHHBIMU TEXHOJIOTHSIMHU U KOHKPETHBIMH 3HAHUSIMU B 00J1aCTH (yHIaMEHTAIBHBIX U
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NPUKIAJHBIX JUCHUIUIMH. TeCcT COCTOMT M3 HEOOJIBIIOro KOJMYECTBAa 3IJIEMEHTApPHBIX 3ajad;
MOXET MPEeAOCTABIATh BO3MOXKHOCTh BbIOOpAa U3 MEPEYHsl OTBETOB; 3aHUMAET 4acTb y4eOHOIo
3aHATus (10-30 MUHYT); NMpaBUIbHBIE PEIICHUS Pa30MpaArOTCS HA TOM XK€ WM CIETYIoLIeM
3aHATHM; YaCTOTA TECTUPOBAHMSI ONpPEAEIeTCs IpenojaBaTeieM
IlIkana oneHok TecTa
Menee 50% - «HEyIOBIETBOPUTEIBHOY
51-60% — «yn0BIETBOPUTEIBHO»
61-80% — «xopouio»
81-100% — «oTan4HO»

TunoBble 3aaHNA 1S IPOMEKYTOYHON aTTEeCTAIIUN

3.5. IlepevyeHb NpUMEPHBIX BONPOCOB JIs1 YCTHOI'O ONpoca

1. JoxymenTtanmonHnoe obecnedenue ynpasienus (JJOVY).

2. 3naueHuenokyMeHTaBTypusme. Mecto JIOY B nesTEIbHOCTH MEHEKEPOB.

3. YpoBHU ymIpaBleHUSI W TPOIECCHl OPraHu3alMyd. YPOBHM YIOPaBICHHS B MaJlol
opranuzanuy (pPyKOBOASIIUN W ONEpaTHBHBIN), B CPEOHMX W KPYMHBIX (PYKOBOISIIMIA,
CTpaTeTUYECKHM, TAKTUICCKUN U OTIEPATUBHBIN ).

4. JIokyMEeHTUpOBaHHbIC MH(OpPMAIMS W YIPABICHUECKUE PEIICHHUSI COOTBETCTBYIOIUX
YPOBHEH.

5. JIOKyMEHTBI, UCIHOJb3YEMBIE PYKOBOJUTENIAMHU WU HCIOJHUTEISIMU TPU BBINOJIHEHUH
CBOMX IpOIIECCOB (IIPaBOBbIE, OPTaHU3AIMOHHO- PACIOPSAIUTENbHbBIE, TUIaHOBO-(DMHAHCOBBIE,
BHEIIHNE HOPMATHUBHbIE, BHYTPEHHNE HOPMATUBHBIE U TEXHUYECKHE).

6. 3akoHomatenbHOe perynmupoBanue OV (penepanbHbie 3aKOHBI).

7. HopmaTuBHO-IIpaBOBOE M HOPMAaTUBHO-METOAMYECKOE  peryaupoBanue IOV
(HaIMOHANIbHBIE CTaHAAPTHI, TOCYAAapPCTBEHHAs CHCTEMa JOKYMEHTAI[MOHHOTO obOecredeHus
ynpasinenus u ee nenu, 'OCT P 51141-98 «/lenonpou3BoacTBO U apXUBHOE A€I0. TepMuHBI 1
onpexaenenust, [OCT 6.30-03 «YuHuduimpoBaHHbIe CUCTEMbI JOKYMEHTaIuny», O0mepoCcCuiicKuii
KJIacCH(pUKATOpP YyIpaBIeHUECKON JOKYMEHTALMH, TOCYIapCTBEHHbIE HHCTPYKIMU 110 JI0Y).

8. OcHOBHBIE()YHKIINH YIIPABICHUS CEPBUCHOMN ACATEIHHOCTHIO.

9. IlonsTHe KIacCUPUKAINU JOKYMEHTOB.

10. Knaccudukanuss mTOKyMEHTOB TO CrocoOy JTOKYMEHTHpOBaHHUs, IO cdepe
UCIIOJIb30BaHUs, 110 MECTY COCTaBJICHHUS, IO TpUQY OrpaHUYEHUs AOCTyNa (rpu(bl JOKYMEHTOB),
[0 MPOUCXOXKACHUIO, TIO0 IOPUAWYECKOM 3HAYUMOCTH, MO (QOpME H3IIOKEHHUS, MO CpOKaMm
XpaHEHUS.

11. ITonsATHE SIEKTPOHHOTO JOKyMEHTa. TpeOOoBaHHMS K HICKTPOHHOMY JOKYMEHTY.
[IpenmyniecTBa 1 HEJOCTATKU AIEKTPOHHOI'O JOKYMEHTA.

12. DIeKTpOHHBIN JOKYMEHTOOOOPOT M €ro peryJupoBaHWE HOPMATHUBHBIMH aKTaMH.
Obecneuenne XpaHEHHsI AIEKTPOHHBIX TOKYMEHTOB.

13. YauduuupoBaHHbIe CHUCTEMbl IOKYMEHTALIUM: TOHATHE, BUIbI (OpraHU3aluOHHO-
pacropsaaIuTeNbHON JOKYMEHTAlluH; OaHKOBCKOM TOKYMEHTaluH; (PUHAHCOBOW, YYETHOW H
OTYETHON OYXTaJIITEPCKON JOKYMEHTAIIMU OIOJIKETHBIX OpraHU3aIlii; OTYECTHO-CTATUCTUUECKON
JOKYMEHTAIlMU; YYETHOW U OTUYETHOW NOKYMEHTALMM NMPEANPUATUN; JOKYMEHTALUU 1O TPYLY;
nokymenTaiuu [lencuonnoro ¢ponga PO).

14. HeoOxoauMOCTh €AMHBIX NpaBuil OQopMIIeHHS TOKYyMEeHTOB. CocTaB pPEKBHU3UTOB
nokyMeHTOB. [IpaBuina opopmieHust peKBU3UTOB.

15. IlonsaTue ropuau4eckoro 3HadeHus AokyMmeHTa. KOpuauuecku 3Ha4MMBbIE PEKBU3HUTHI
nokymeHTa. IOpuaudeckoe 3HaueHUE 3JEKTPOHHOTO JOKYMEHTA.

16. IloHsaTHe s3bIKa CIY)KEOHBIX JOKYMEHTOB. (OCOOCHHOCTH S3bIKa  CIYKEOHBIX
JOKYMEHTOB (TOYHOCTb U SCHOCTb; JIAKOHHYHOCTb; YOEAMTEIbHOCTH, HEHUTPAIbHOCTh TOHA
U3JI0KEHHS; MCIOJb30BAaHUE  YCTOWYMBBIX  CIOBOCOYETAHHMH — CTaHJApTHBIX  0OOpOTOB;
MCIOJIb30BaHNE OOIICTIPUHSATHIX COKPAITICHH ).
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17. lonsatue OnaHka nOKyMeHTa. Buapl OnaHkoB. PexBu3nuThl OnaHkoB. BapuaHTh
PacIoIOkKEHUST PEKBU3UTOB.

18. OcHOBHBIE TpyHNbl OPraHU3ALUOHHO-PACHOPAIUTENBHBIX ITOKYMEHTOB. Dopmyrsp-
o0paszell OpraHu3aMOHHO-PACIIOPSIUTENHHOTO JOKYMEHTA.

19. OcHoBHbl€ BUIBI ycTaBOB. [IpaBuia cocraBieHus.

20. ITonsatue koHTpakta. TpeOGoBaHMs K KOHTPakTy. OCHOBHBIC BHUIBI TOJOXKCHHH H
IIpaBUJIa COCTABJICHHUS.

21. OcHOBHbIE BUJIbl MHCTPYKLIHI U MPaBUIa COCTABICHUSI.

22. lloHATHE NOMKHOCTHON MHCTPYKLMU U NIpaBUjla COCTABICHUS.

23. Ilonstue npuka3za. [IpaBuiia cocraBineHusl.

24. llonsarue pacnopsokeHus. IlpaBuna cocraBieHus.

25. IlousiTusa peuieHus: U npotokoia. [IpaBuna cocraBieHus.

26. TlonsaTus nOKIaaHON U coyxeOHOit 3anmucok. [IpaBuia cocraBieHus..

27. Knaccudukanus aenoBbix mucemM. Kommepueckue u aenoBble mucbMma. OOBIYHBIC U
HUPKYJISIPHBIEC TUCHMA.

28. JlenoBoe MUCHMO B YCIOBHSX YHU(DHKaUU. PEeKBU3UTHI J€10BOTO MHUCHhMA.

29. BapuaHThI aJipecoBaHus UCEM. SI3bIKOBOM CTaHAAPT SI3bIKOBOTO NMHUCHMA.

30. CtaHmapTHBIA aCMEKT KOMIO3WIIMM JIEJIOBBIX MHUCEM. PeueBOil ATHUKET JeI0BOTO
nucbma. opmynsl oOpamienus. MexayHapoJHbIe MHChMa.

31. YcraBHble NJOKYMEHTHI. byXrantepckue m CTaTUCTUYECKHE JTOKYMEHTHI. JIOKYyMEHTHI
BHYTPEHHETO paclopsIKa.

32. JIoKyMeHTBI, pErIaMEHTHUPYIOIIME OTHOIICHUS C IIOCTaBIIMKAMH, C AareHTaMu,
napTHEpaMH, TYPUCTaAMHU.

33. OO6mras xapakTepucTuka 1oropopa. TpeboBaHUS K COCTABICHUIO IOTOBOPOB.

34. JloroBopHbIE OTHOUIEHHS MEXAY TypOIIEpaTOPOM U TypareHTOM.

35. JloroBopHbIE OTHOIICHHUS MEXAY TYPUCTCKMM MpPEANPUSATHEM U NOTPeOUTEIIMU
TYPUCTCKUX YCIIYT.

36. JloroBopHbIE€ OTHOUIEHUS MEXIY TYpONEpPaTOPOM M TMOCTaBIIUKAMH TYPUCTCKUX
YCIIYT.

37. JIoroBOpHBIE OTHOLIEHUS MEXIY PEUENTUBHBIM U HHULIMATUBHBIM TYPOIIEpaTOPAMH.

38. JloKyMEHTHI IO OpraHU3aMU TYPUCTCKOIO IIyTEUIECTBUS.

39. 3asgBKa Ha OpraHU3aLMIO0 TYPUCTCKON MOE3IKH.

40. 3asBieHue Ha Typ. AHKETa TypuUCTa.

41. 3asBKa HA OpOHUPOBAHUE TYPUCTCKHUX YCIYT. TypUCTCKas IMyTeBKa.

42. ]JloroBOp 0 TYpUCTCKOM OOCITYKHBAaHUU U MPABUJIA €TO COCTABJICHUSI.

43. AreHTCKOE COrJaleHue.

44. KOHTpPAaKT 0 COTPYIHUYECTBE B OOJIACTH TypU3Ma C HHOCTPAHHBIM apTHEPOM.

KpuTtepun u mxkaJia olieHKH 0TBeTa IPH YCTHOM OIpoce

Ouenka Kputepun
OTtanyHo Omauyno CTaBUTCSA, €CIIM 00yJaroUIUiicsa 1eMOHCTPUPYET IIy0oKoe, IOJTHOe
PACKPBITUC BOIIPOCOB. BI:II[BI/II‘aeMBIe UM IIOJIOKCHUSA aprYMCHTUPOBAHBI U
WIIIOCTPUPOBaHbl NpUMEpaMu. B ocBelleHuM cojepxaHus BoIpoca
HCIIOJIB3YCTCA aHATUTHYECKUI moaxon, 00OCHOBBIBAETCSI CBOS TOYKa
3peHMs; JIeNalTCsA COJACpXKATelbHbIE BBIBOABL. Marepuan H3JI0KEH B
OIIPEIEIECHHOM JIOTHYECKOM MOCIEN0BATEIBHOCTH, TUTEPATYPHBIM SI3BIKOM, C

HCHOJIL30BaHNE COBPEMEHHBIX Hay4YHBIX TEPMHHOB; OTBET
CaMOCTOSTEILHBIMN.
Xopoo Xopowo craBUTCS, €clu OOYyYalOIIUNCA JEMOHCTPUPYET JOCTATOYHO

MOJIHEIA U HpaBI/IJ'IBHHﬁ OTBET, BBIABUTI'aCMBIC TCOPECTHYCCKHUC ITOJOKCHUA
MOATBCPXKACHBI IPUMEPAMU; B OTBCTC MPCACTABJICHBI PA3JIMYHBIC IMMOAXOJbI K
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paccmarpuBaeMoil mpoOieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHas TOYKA 3PCHHS; CIENaHbl KPAaTKUE BBIBOIbL;
MaTepuai U3JI0KEH B OMPEEICHHOMN JOrM4ecKOl MOCIeA0BaTeNbHOCTH, TPH
TOM JIOMYIICHBI JBE-TPU HECYIIECTBEHHBIC OIIMOKK (WM OTOBOPKH),
HCIIPaBJIEHHBIE IO TPEOOBAHUIO MTpenoaBaTes.

Ynosiaersop | [Ipu yoosremeopumenvnom oTBeTe O0OydarOUIMiics JOMYCKAaeT OJAHY
HUTeJIbHO CYILIECTBEHHYIO OIIMOKY; OTBET HEIOCTAaTOYHO JIOTMYECKH BBICTPOECH;
0a30Bble TMOHATHS  YNOTPEOJEHbI MPaBHJIBHO, HO OOHAapyXHBaeTcs
HEJOCTAaTOK PACKPBITHS TEOPUH; BBIABUTAEMbIE IOJOKEHUS HEJOCTaTOYHO
apryMEHTHPOBAaHBl W HE MOATBEPXKIEHbl MPUMEPAaMH; OTBET HOCHUT
MPEUMYIIECTBEHHO OIMCATeNbHbI, a HEe KOHIENTYaJlbHbI XapakTep;
Hay4Hasi TEpPMUHOJIOTHSI HCTIOJIb3YETCs] HEOCTATOUHO.

Heynosuers | llpu neyoosremseopumensnom otBere oOydaloOmUNCA JOMYCKAaeT psil
OpHUTEJIbHO | CYLIECTBEHHBIX OIIMOOK, KOTOPBIE OH HE MOKET UCIPABUTH IPU HABOJAIINX
BOIpOCax MpernojaBaTessi; HE MOXET JaTh HaydyHoe O0O0OCHOBaHME
npoOIeMbl; BBIBOJBI OTCYTCTBYIOT HJIM HOCST IMOBEPXHOCTHBIM Xapakrep;
npeoOsagaeT ObITOBAs JIEKCUKA; HAOIIOJAI0TCS 3HAYMTEIbHBIC HETOYHOCTH B
HUCITIOJIB30BaHUU HaquOﬁ TCPMHUHOJIOTUH.

Kputepun n mkaja oneHKH NPOMeKYTOYHOM ATTECTAMH - 3a4eTa
OneHKka «3auTE€HO» CTABUTCS, €CIM CTYAEHT TOJY4WI OLEHKH «OTIUYHOM,
«XOpOIIO», «yIOBJIETBOPUTEIHHO» /MK <«3auTeHo» 3a 80% wu Oonee ceMHHApPOB U
MPaKTHYECKUX padoT.
OneHka  «HE  3a4TE€HO»  CTABUTCS, €CIM  CTYAEHT  IOJy4WuJ  OLIEHKHU
«HEYJIOBJIETBOPUTEIBHO» H/WIIN «3auTeHO» 3a MeHee 4eM 80% CeMHHApOB M IPAaKTUYECKUX
pabor.
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