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1. Henun, 321241 U NVIAHMPYEMble Pe3yJabTaThl 00y4eHHs M0 IMCLHMILINHE

Llenv Oucyunaunel: GOPMHPOBAHHE KOMIUIEKCHOTO MPEJICTABICHUS O METOAMYECKHX H
HOPMATHBHBIX JJOKYMEHTax B 00JIaCTH YIPaBICHUS KaY€CTBOM M HABBIKOB UX CO3/IaHMS.

3adauu oucyuniumbl.



® IMOJIYYNTH 3HAHUA O MCTOANYCCKHUX U HOPMATUBHBIX JOKYMCHTAXx B obmacTu

YIIPABJICHUS Ka4€CTBOM;

[ c(hopMUpOBaTh HaBBIKM PYKOBOJCTBA pa3pabOTKONW METOAMYECKHX M HOPMATHUBHBIX
JOKYMEHTOB B 00J1aCTH yNpaBJeHHs KAYeCTBOM YEJIOBEUECKOTO KalnuTala;

L HAyYUTh NMPUMEHATH TOJIOKEHHS JCHCTBYIONIEH HOPMATUBHO-NIPABOBOW 0asbl mpu
oopmiIeHNN yIpaBIeHYECKO JOKYMEHTAIH C HCIIOJIb30BAHUEM COBPEMEHHBIX HH(POPMAITMOHHBIX
TEXHOJIOTHUH.

OOyuenue no aucuuiuimHe «HopMaTUBHO-IOKyMEHTALMOHHOE OOECHeueHUEe YIpPaBIECHUS
KaueCTBOM) HaIpPaBJIEHO HAa (POPMUPOBAHHUE Yy 00YUAIOIIUXCS CIEAYIOIMIUX KOMIIETCHIIMMI:

Koa v nanMenoBanmne NHaukaTopbl 10CTHKEHUS] KOMIETEHIHH
KOMIIeTCHIIU A

NOIIK-9.1. 3HaeT: BuAbI METOAUYECKUX U HOPMATUBHBIX
JIOKYMEHTOB; OCHOBBI Pa3pa0OTKN METOAMYECKUX U
HOPMaTUBHBIX JOKYMEHTOB B 00JIaCTH yIPaBICHUS
Ka4eCTBOM YEJIOBEYECKOTO KAaITUTAaJa; OCHOBHBIE TIOIXObI U

TEXHOJIOTHH CO3/IaHUsI IOKYMECHTOB;
OIIK-9. Crocoben
pa3palaThIBaTh METOIUYCCKUC
Y HOPMaTUBHBIC IOKYMEHTHI B

NOIIK-9.2. Ymeer: pa3zpabarbiBaTh METOAUYECKUE U
HOPMAaTHBHBIC JOKYMEHTHI B 00JIACTH yIIPaBICHUS

06NACTH yTIpaBIeHHs KaueCTBOM YEJIOBEUYSCKOTO KanuTana, B TOM YHCIIe TI0
KAueCTBOM, B TOM uucje mo | KM3HEHHOMY IHKITY 4eJ0BEYECKHMX PECYpPCOB OpraHM3aIiH
KH3HEHHOMY IUKTy | ¥ X Ka4eCTBY; IPUMCHSTH TEOPETUYCCKUE 3HAHMS [IPH

NPOAYKIIMK W €€ KadecTBY, | COCTaBIEHUM U 0(OPMIIEHUU MPOPECCUOHANBHON
PYKOBOJIUTH UX CO3/IaHUEM JIOKyMEHTAIIHH;

NOIIK-9.3. Bnaneet: HaBbIKaMH IPUMEHEHUSI TTOJIOKEHUI
JIeMCTBYIONIEH HOPMAaTUBHO-IIPABOBOM 0a3bl MpU
o(opMIIEHNH YITPABICHUECKON TOKYMEHTAIIUH C
UCIIOJIb30BaHHEM COBPEMEHHBIX MH()OPMAIIMOHHBIX
TEXHOJIOTHUH..

2. MecTO TUCUMILIHHBI B CTPYKTYpe 00pa30BaTe/ibHOM POIrPaMMbI

JlMcuuIuinHa OTHOCUTCS K 00s13aTenbHON yacTu 610ka b1 «/lucuunnunsl (Momgynun)».

HucuuruimHa «HopMaTuBHO-JOKYMEHTAIIMOHHOE OOecreueHre YIpaBIeHUsS KaueCTBOM»
B3aMMOCBSI3aHa JIOTUYECKH U COJEPIKATEIbHO-METOINYECKH C JPYTUMH JAUCHUILUIMHAMUA Y4eOHOTO
U1aHa, POPMUPYIOLIMMH KOMITETEHIIMU OyyIIMX MarucTpoB no HampasiaeHuto 27.04.02 Ynpasnenue
Ka4eCTBOM.



3. CTpykTypa u conep:kaHue JUCHUIINHbI

OO01mmas TpyI0eMKOCTh JUCIUTLINHBI COCTaBIsET 3 3a4eTHBIX eauawmil (108 gacos).

3.1  Buabl yueOHoi padoThl M TPYI10€MKOCTh

3.1.1. Ounas dpopma oOydeHus

Ne . KounuyecTBo Cemectpbl
o Bup yuyeoHoii padoTsl 4ACOB
1 | AyauTopHble 3aHSATHS 48 3
B Tom uucie:
1.1 | Jlekumm 18
1.2 | CemuHapckue/mpakTUIECKUE 3aHATHUS 30
2 | CamocrosiTesqibHasA padoTa 60
B Tom uucne:
2.1 | IloarotoBka K MpakTUYECKUM 3aHITHSIM 44
2.2 | IloaroroBka gokiaaa
2.3 | IloaroroBka K 3a4eTy
3 | IIpomeskyToUuHasi aTTECTAIUA
3auer
HTroro 108
3.1.2. 3aouHas ¢popma 00ydeHHUs
Ne . KounuecTBo CemecTpbl
i Bup yuyeOHo# padoThI YACOR
1 | AynuTopHble 3aHATHS 16 3
B Tom uncie:
1.1 | Jexuun 6
1.2 | CemuHapckue/mpaKTUUECKUE 3aHITUS 10
2 | CamocrosiTennbHas padora 92
B ToM uucne:
2.1 | IlogroroBka K MPaKTUYECKUM 3aHATHIM 56
2.2 | IlogroroBka noknazaa 18
2.3 | [loaroroBka Kk 3aueTy 18
3 | IIpomexyTouHasi aTTecTanus
3auer 3
Hroro 108 3




3.2 TemaTnueckunil MUIaH N3yYeHUS TN CHUATIIAHBI

3.2.1. Ounas ¢popma oOydeHus

TpynoemkocTts, yac

AynutopHas padora

Ne
Pa3gennpl/TeMbl AMCIHUILINHBI Cemunapck | Camocrost
n/ n Bceero ne/ TeJbHAS
Jlekuun
npaxThueck | Padora
1€ 3aHATUS

1.1 | Tema 1. CymHocTb, conepxaHue u 18 3 4 10
3HaYeHHE HOPMHUPOBAHHUE TPYIa,
000CHOBaHUE HOPM 3aTpaT Tpyaa.

1.2 | Tema 2. [Ipon3BoACTBEHHBII | 18 3 6 10
TPYAOBOM MPOLIECCHI.

1.3 | Tema 3. Opranuzanus 18 3 4 10
JIOKyMEHTO000pOTa, CHCTeMAaTH3aITUs
JOKYMEHTOB, HOMEHKJIaTypa Ui UX
(hopMHUpOBaHUS U XPAHCHHS

14 | Tema 4. HopmMel M HOpPMAaTHUBHBIE 18 3 6 10
MaTepuabl o TPYIY.

1.5 | Tema 5. [IpoGneMsl IIaHUPOBAHUS 18 3 4 10
IepcoHaIa.

1.6 | Tema 6. HopmupoBanue u y4et 18 3 6 10
YHICJIEHHOCTH MepcoHaa

HUroro 108 18 30 60
3.2.2. 3aouyHas ¢popma 00ydeHHUs
N Tpynoemkocts, yac
Pasnenbl/TeMbl AUCHUNIMHBI
n/n Bcero AynurtopHas padora




CeMUHApCK Camocros
e/ TeJIbHasA
ekt MPAKTHYECK pabora
ue 3aHATUS

1.1 Tema 1. CyniHocTb, coaepkaHue u 15 1 2 12
3HaYeHHE HOPMHUPOBAHHUE TPYIa,
000CHOBaHHE HOPM 3aTpaT Tpyaa.

1.2 | Tema 2. Ilpou3BOACTBEHHBII WU 19 1 2 16
TPYAOBOH ITPOLIECCHI.

1.3 | Tema 3. Opranuzanus 19 1 2 16
JOKyMEHTO000pOTa, CUCTEMATU3AIS
JIOKYMEHTOB, HOMEHKJIaTypa JIJIsl UX
(hopMUPOBaHUS U XPAHCHHUS

1.4 | Tema 4. HopmMbl W HOpPMaTHBHBIC 19 1 2 16
MaTepuabl o TPY.LY.

1.5 | Tema 5. IIpoGiembl TIIaHUPOBAHMS 18 1 1 16
IepcoHaIa.

1.6 | Tema 6. HopmupoBanue u yuer 18 1 1 16
YHCIIEHHOCTH MepCcoHaa

Hroro 108 6 10 92

3.3 Conep:xkanue THCUMIIMHBI

Tema 1. Cywynocms, codepocanue u 3nauenue Hopmupoganue mpyoa, 060CHO8AHUE HOPM
sampam mpyod.

Ponp u 3HaueHue HopmupoBaHus Tpyaa. CyIIHOCTh M 3aJadd HOPMHUPOBaHUS Tpyna.
OcHOBHBIE (PyHKIIUM HOPM 3aTpar Tpyzla B HOPMUPOBAHUU. TpynoeMKOCTb ponyKiuu. TpeboBanus,
MpeIbsABIsieMble K HOpMaM 3aTpaT Tpy/Aa U IPUHIUIIBI HOPMUPOBAHUS TpyZa.

Tema 2. Ilpouzeoocmeennwiti u mpyoosoi npoyecchwi.
[IpousBoACTBeHHBIN TMpoliecc: coaepkaHue W BuAbl. CTPyKTypa TpPyIAOBOTO Ipolecca.
[IpousBoACTBEHHAS ONEpaIvs U €€ SIEMEHTHI.

Tema 3. Opeanuzayusi doxymenmoobopoma, cucmemamuzayusi 0OKYMeHmMOo8, HOMEHKIAmypa
OJ151 UX hOPMUPOBAHUSL U XPAHEHUSL.

[lonatne AOKyMEHTOOOOPOTA, €ro KOJIMYECTBEHHBbIE U KaueCTBEHHBIE XapaKTEPUCTHKH.
Texnonmorun 00paGOTKM MOCTYHAIOMIMX JOKYMEHTOB. BHYTpeHHUH TOKYMEHTOOOODPOT. KyJIbTypa
Tpyla ¢ JOKyMEHTaMH Ha pabounx Mectax. OOpaboTka OTHpPaBIsSEMOM KOPPECTOHACHIINH.
OmepatnBHOE XpaHeHHE AOKyMeHTOB. OOIIHe MoJoKeHHs O HOMEHKIarype. PopMupoBaHHE el
[ToaroToBKa MJOKYMEHTOB K TIOCIEAYIOIIEMY XpAaHEHHIO M Hcmoib3oBaHuioo. Odopmiuenne
JAOKYMCHTOB 1 ACJT K YHHUYTOXCHUIO U HA JJIUTCJIBHOC U TIOCTOIHHOC XpaHCHHC. ApXI/IBHOC XpaHCHUEC
JAOKYMCHTOB.




Tema 4. Hopwwi u HopmamusHvle mamepuaisl no mpyoy.

Bunsl HOpM Tpyna u ux kinaccuukanus. Hopmatussl mist HopmupoBanus tpyaa. Cocras
HOPMBI BpeMeHU. MeToasl HOPMUPOBaHUS TPYAA.

Tema 5. Ilpobremvr nianuposanus nepconana.

[Ipouecc mranupoBanus nepconana. [IpuHuunel mianHupoBanus nepcoHana. MeTosl
KOJINYECTBEHHOTO MJIAHUPOBAHMS TIEpCcOHaa: OalaHCOBbIEC, HOPMATUBHBIE U CTATUCTUYECKUE.
CriocoOsr HOPMUPOBAHUS: OTYETHO-CTAaTUCTUYECKUE,  OMNBITHO-POU3BOJCTBEHHBIE,
aHAJIUTUKOPACUETHBIE.

Tema 6. Hopmuposanue u yuem uuciennocmu nepconand.

HopmupoBanue uuciIeHHOCTH IepcoHana. Bujpl HOpM ISl ONpEeNesieHUsT YHUCICHHOCTU
nepconana. Hopmbl Bpemenu. Hopmbl Bbipa®oTku. Hopmbl oOciyxuBanus. Hopmbl BpemeHH
oOciryxuBaHust. HopMbl unciieHHOCTH.

3.4 Temarnka ceMHHAPCKUX/NIPAKTHYECKUX 3aHATHH

3.4.1. Cemunapckue/mpakruueckue 3ansatus (ouHast popma oOyueHus)

Ipaxmuueckoe/cemunapckoe 3ansmue 1,2. Cyunocms, cooepicanue u 3Haienue
HoOpMuposanue mpyod, 000CHO8AHUE HOPM 3aMpam mpyod.

Ilpakmuueckoe/cemunapcroe 3anamue 3,4,5, [Ipouzsoocmeennsiii 1 mpyooeou npoyecchyi.

Ipaxmuueckoe/cemunapckoe 3ansmue 6,7. Opeanuzayus 00KyMeHmoobopoma,
cucmemamu3ayusi 00OKYMeHmo8, HOMEHKIAmypa 015 ux oopmuposanusi u XpaHeHus.

IIpakxmuueckoe/cemunapckoe 3anamue 8,9,10. Hopmol u Hopmamuenvie mamepuanst no
mpyoy

Ipaxmuueckoe/cemunapckoe 3anamue 11,12. [Ipobremuvl nianuposanus nepcouana.

IIpakmuueckoe/cemunapckoe 3auamue 13,14,15 Hopmuposanue u yuem uucieHnocmu
nepcowana.

3.4.2. CeMuHapckue/mpakTHYecKue 3aHaTus (3aouHast hopma oOyueHus)

IIpakmuueckoe/cemunapckoe 3anamue 1. Cyunocms, cooepicanue u 3naieHue
HOpMUposanue mpyoa, 060CHO8AHUE HOPM 3ampam mpyod.

Ilpakmuueckoe/cemunapckoe 3anamue 2,3. IlpouzsoocmeenHulii u mpyoosoi npoyeccwl.

IIpakmuueckoe/cemunapckoe 3anamue 4. Opeanusayus 00OKyMeHmoobopoma,
cucmemamuzayusi OOKYMeHmMOo8, HOMEHKAAmypa Oiisl UX QOpMupo8aHus U XpaHeHus.
IIpakmuueckoe/cemunapckoe 3auamue 5,6. Hopmul u HopmamusHvle mamepuansl no mpyoy

IIpaxmuueckoe/cemunapckoe 3ansimue 7 Ilpobnemvl nianuposanus nepcoHana.

Ipaxmuueckoe/cemunapckoe 3ansamue 8,9 Hopmuposanue u yuem uucienHocmu nepcouana.



Temaruka KypCcOBBIX MPOEKTOB (KypCOBBIX padboT)

He npenycMoTpeno y4eOHbBIM MIaHOM

4. YueOHO-MeTONMYEeCKOe U HHPOPMALIMOHHOE 00eceueHne

4.1 HopmarusHbie 1okymMeHTbI 1 'OCTbI

- Koncrurynus Poccuiickoit @enepanuu: npuHsATa BCEHApOIHBIM rojocoBanuem 12.12.1993.

- Tpynosoii kogexc Poccuiickoit ®enepaunu ot 30.12.2001 N 197-03

- I'paxxnanckuii kogekc Poccuiickoit @enepannu (dacts nepas) ot 30.11.1994 N 51-03

- denepanbHblii 3ak0H 0T 29.12.2012 Ne 273-03 «O06 obpazoBanuu B Poccuiickoit @enepanmin»

- KBaHHQ)HKaHHOHHLIfI CIIpaBOYHHK ,Z[OH)KHOCTGI;'I pYKOBOHHTeHCﬁ, CIICHUAIIMCTOB U APYIUXx

CITyXaIllIuX: YTBEpkKAeH nmocranopienneM Muntpyna Poccun ot 21.08.1998 No 37

- OK 010-2014 (MCK3-08). O6mepoccuiickuii Ki1acCU(pUKATOp 3aHATUN: MPUHAT U BBEACH B

neiicrsue npukazom Poccranmapra ot 12.12.2014 Ne 2020-cT.

— OK 016-94. O6epoccuiickuii knaccudukarop npodeccuit paboumx, JOIKHOCTEH CIyKamux

U TapupHBIX pa3psaI0B: YTBEpXKIeH nocranoBieHnueM [occrangapra PO ot 26.12.1994 Ne 367. —

"TOCT P UCO 9004-2019. Haumonanenbiii cranmapt Poccuiickoit ®eneparmu. MeHETKMEHT
kadecTBa. KadecTBo opranuzanuu. PyKOBOACTBO MO JOCTHXKEHHIO YCTOMYMBOTO —YycIexa

opraHuzanun"

4.2  OcHoBHasl JUTEepaTrypa

bouikoB, B. I. HopmupoBanue Tpyna : yueOHoe mocoOue s By3oB / B. I. bpuikoB. —
Mocksa : U3mparensctBo FOpaiit, 2022. — 537 ¢. — (Briciiee o6pazoBanue). — ISBN 978-5-534-

15058-2. — Texkcer : anexrpoHHslii // OOpa3oBarenbHas iargopma FOpait [caiit]. —
URL.: https://urait.ru/bcode/497056

bouikoB, B. I. PermamenTanus tpyna : ydeOHoe mocoOue anst By3oB / B. I. beuikoB. —
Mockaa : M3narenbctBo FOpaiit, 2022. — 189 ¢. — (Bwiciiee obpazoBanue). — [SBN 978-5-534-



https://urait.ru/bcode/497056
https://urait.ru/bcode/497056
https://urait.ru/bcode/497056
https://urait.ru/bcode/497056

14847-3. — Texkcr : anexTpoHHbIH // OOpa3oBarenbHas miaTdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/496578 .

Kopnees, . K. JIokyMEHTUPOBaHWE YIPABICHUYCCKON ACSITEILHOCTH : YUCOHUK IS BY30B /
H. K. Kopuees, A. B. Ilmenko, B. A. MamypnueB. — 3-e¢ u3z., nepepad. u aomn. — MockBa :
WznarenscTBo FOpaiit, 2023. — 438 c. — (Bricmee oopazoBanue). — ISBN 978-5-534-16001-7. —
Texkct : onekrponsslidi // OOpasoBarenpHass rmiatgopma FOpait [caiit]. — URL:

JlonoiHUTeIbHAS JTUTEpPaTypa:

Kazakeeuu, T. A. JlokymenroBenenue. JloKyMEHTaIMOHHBII CEPBUC : yUEOHUK U MIPAKTUKYM
s By3oB / T. A. KazakeBuu, A. W. Tkanuy. — 2-e u3a., ucnp. u pomn. — Mocksa : M3natenscTBo
FOpaiir, 2023. — 167 c. — (Bsicmiee oopazoBanue). — ISBN 978-5-534-06273-1. — TekcrT :

anekTpoHHbIi // ObpazoBarenbHas miardgopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/513649

4.3  DJeKTpoHHbIe 00pa3oBaTeIbHbIEC PeCypChl

Pexomenayemsiit DOP B pa3paboTke

4.4 JIuueH3MOHHOEe M CBOOOJAHO pacHpoCTPaHsieMOe NMPOrpaMMHOe
o0ecreueHue

1. Onepannonnas cucrema, Windows 11 (unu vuxe) - Microsoft Open License
2. Oducusle npunoxenus, Microsoft Office 2013(unm Huxe) - Microsoft Open License

4.5 CoBpemenHnblie npodeccuoHaIbHBbIE 0231 JAHHBIX M HHPOPMALIMOHHBbIE

CIIpaBO4YHBIC CUCTCMBbI

1. CripaBouHO-KOHCYNbTallMOHHas 6a3a Koncynprant [lmtoc (HekoMMepueckast Bepcus)
http://www.consultant.ru/cons/cgi/online.cgi?req=home&utm_csource=online&utm_cmedium=button

5. MarepuajibHO-TEXHUYECKOE o0ecrnieueHmne
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6.1 MeTonnueckue peKoMeHAalUM [JIsl IPeNoJaBaTeJisi 10 OPraHUu3aluu
o0yueHust

Hucuummuaa «HopMaTuBHO-IOKyMEHTAIMOHHOE OO0CCICUeHUE YIPABICHHUS Ka4eCTBOMY
3aHMMAEeT OYEHb BAXKHOE MECTO CpPEeAM KypCOB, UATAEMBIX B paMKaX IMOATOTOBKH MAarucTpoB IO
YIPABJICHUIO KAY€CTBOM.

OCOOCHHOCTBIO JaHHOW Y4YeOHOM NUCIMIUIMHBI SIBJSETCS €€ BBIPAKCHHBIM MPAKTHYCCKUN
xapaktep. [ToaToMy Ha JIEKIMIX CTYACHT JOJKEH OCBOUTH OCHOBHBIE TEOPETHUUECKHE ACTIEKThI TEM,
a Ha NPAKTUYECKUX 3aHATHIX TMOKa3aTb HE TOJBKO 3HAHUE OOIIMX TEOPETHYECKHX BOMPOCOB
M3y4aeMOU TeMbI, HO B OTpa0O0TaTh MPAKTHKY.

TpeboBaHus K JEKIMH:

- HAy4YHOCTh U MHGOPMATUBHOCTH (COBPEMEHHBIH HayuHBIM ypOBEHB), JOKAa3aTeIbHOCTbh U
apryMEHTUPOBAHHOCTb, HAJUYME JOCTATOYHOIO KOJMYECTBA SPKUX, YOEIUTEIbHBIX IPHUMEPOB,
¢bakToB, 000CHOBAaHUH, TOKYMEHTOB U HAyYHBIX JIOKA3aTEIILCTB;
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- aKTHBM3aIUsl MBIIUICHHUS CIyIIaTeleil, MOCTaHOBKA BOMPOCOB ISl Pa3MBIIUICHUS, YeTKAas
CTPYKTypa U JIOTUKA PACKPBITUS MMOCIEA0BATEIBHO U3J1araéMbIX BOIPOCOB;

- pa3bACHCHHUEC BHOBb BBOAMMBIX TCPMUHOB U HaSBaHHﬁ, (bOpMy.]'II/IpOBaHI/Ie [JIABHBIX MBICIICH B
HOHOX(GHHﬁ, IMOAYCPKHBAHNUEC BBIBOIOB, IOBTOPCHUEC UX;

- SMOLIMOHAJIBLHOCTh (POPMBI W3JIOKEHUS, JOCTYIHBIA W SICHBIM S3BIK; - TPUMEHEHUE
MHTEPAKTHUBHBIX METOJIOB 00YUYEHHSI.

B mponecce oOyueHuss 00y4aromerocss UCHoOIb3YIOTCS pa3IMyHbIe BUBI YYCOHBIX 3aHATHI
(aymUTOpPHBIX W BHEAyAUTOPHBIX): JICKIMH, NMPAKTUYCCKHE 3aHATUS, KOHCyabramuu. Ha mepBoM
3aHSTHUH 110 TaHHOW y4eOHOM TUCIUIUTMHE HEOOXOIMMO 03HAKOMHUTh O0YYaIONIETOCs C TIOPSIIKOM €¢
W3YUYCHHSI, PACKPbITh MECTO U POJb JAUCHUIUIMHBI B CUCTEME HayK, €€ NpPaKTHYEeCKOe 3Ha4YCHHE,
JIOBECTH JI0 00ydaromerocs: TpeboBanus kadeappl, OTBETUTH HA BOIIPOCHI.

B xozxe 5neKIMOHHOrO 3aHATHSA TPENOAaBaTeNb JODKEH Ha3BaTh TeMy, Y4eOHBbIE BOIPOCHI,
O3HAKOMHUTH OOYYaroIIerocsi ¢ MEepeYHeM OCHOBHOW M JIOTIONHUTEILHOW JIUTEpaTyphl 1O TeMe
3aHATUS. BO BCTYyNUTENBHOM YacTH JICKITUH 00OCHOBATh MECTO U POJIb U3y4aeMOl TEMBI B yUeOHOM
JIUCLUIUIMHE, PACKPBITh €€ MpaKTHYeCKoe 3HaueHwe. Eciu uMraeTcss He mepBas JIEKIUs, TO
HEOOXOIMMO YBSI3aTh €€ TEMY C MPEAbIIYIIEH, He HapyIasl JOTUKH U3JI0KEHHS y4eOHOTO MaTepuraia.
PackpbiBas cojepikaHue YydYeOHBIX BOIPOCOB, AaKIICHTUPOBaTh BHHMaHHE OOydYarolerocs Ha
OCHOBHBIX KAaTEropusxX, SBICHHUAX W TpoIeccaX, OCOOCHHOCTSIX WX IpOoTeKaHHs. PackpwiBaTh
CYIIHOCTh U COJICP’KaHHE PA3JIMYHBIX TOUEK 3PCHHUS M HAYYHBIX TOAXOIOB K OOBSICHEHUIO TEX WM
WHBIX SBJICHUU U MPOLIECCOB.

Crnemyer apryMEeHTHPOBAHO 000CHOBATH COOCTBEHHYIO TO3UIIUIO M0 CIIOPHBIM TE€OPETHUYECKUM
Bonpocam. [IpuBoanTh mpuMepsl. 3a1aBaTh M0 XOAY M3JI0KEHUS JICKIIMOHHOTO MaTepralia BOIPOCHI
¥ CaMOMY J1aBaTb Ha HHUX OTBET. JTO CIIOCOOCTBYET AaKTHBHU3AI[MH MBICIHTEIBHON NESTEIBHOCTH
o0ydaromierocs, MOBBIICHUIO UX BHUMAaHUS M WHTEpeca K MaTepuaity JIEKIUH, €€ COIEpKaHHIO.
[IpemonaBarenb JODKEH PYKOBOIUTH pab0TOM 00y4aromerocst mo KOHCIIEKTHPOBAHHIO JIEKITMOHHOTO
Marepuaina, TOAYepKUBaTh HEOOXOMUMOCTh OTPAKEHUS B KOHCIEKTaX OCHOBHBIX IOJIOXKECHUH
M3y4aeMoil TeMbl, 0c000 BbIIENAS KaTeropuaibHBIN ammapar. B 3akimounTenbHONW YacTh JEKIUU
HeoOxonuMo c(hopMyIupoBaTh OOIIKME BBIBOJBI MO TEME, PACKPBIBAIOIIUE COJEpPKAHUE BCEX
BOINIPOCOB, MOCTABJICHHBIX B JEKIUH. OOBSABUTH TEMY OYEPEAHOTO JIEKIIMOHHOTO 3aHATHS, NaTh
KpaTKHe PEeKOMEHALUH 110 MOAroToBKe. ONpeaenuTh MECTO U BpeMsl KOHCYJIBTalluu 00y4daroLIMc,
MOKENIABIIIMM BBICTYIHTH C JOKIJIAJaMH 10 aKTyaJIbHBIM BOIPOCaM 00CYKIaeMOM TEMBI.

HckyccTBO JIeKTOpa IMOMOTaeT XOpOIIel OpraHu3aiy padboThl 00yYaromerocs Ha JISKINH.

ConeprkaHue, 4eTKOCTh CTPYKTYPHI JIEKIIUH, TPUMEHEHUE TPUEMOB MOAIePKaHNsl BHUMAaHUS
— BCE 9TO aKTUBU3HMPYET MBILIUIEHUE U PAOOTOCIIOCOOHOCTh, CIOCOOCTBYET YCTAHOBJIEHUIO
MeIarOTMIECKOTO KOHTAKTA, BBI3BIBAET Y 00YUYAIOMIETOCs SMOIIMOHAILHBINA OTKJIMK, BOCITUTHIBACT
HaBBIKU TPYJAOII00Hs, POpMUPYET HHTEpEC K IPEIMETY.

6.2 MeToanueckue yKasaHus sl 00y4al0UIUXCS 10 OCBOCHHUIO M CUMIITTHHbI

Memoouueckue ykazanus 0ist pabomsl HA0 KOHCNEKMOM JeKYULL 80 8PeMs. NPOBEOeHUSs.

JAEeKYUU.

Jlekuust —  CHCTEMATHYeCKOoe,  IIOCIIENOBATENILHOE,  MOHOJOTHYECKOE  H3JIOKEHHE
mpernoaaBaresieM yueOHOro Marepuaia, Kak MpaBujo, TCOPETUIECKOTo Xxapakrepa. [Ipu moarotoske
JIEKIIMH TIPENoIaBaTe)lb PyKOBOJCTBYETCs pabodeil mporpaMMoi JUCIHUIUIMHBL. B mporecce neximii
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PCKOMCHAYCTCA BCCTHU KOHCIICKT, YTO IMO3BOJIMT BIOCJICACTBUH BCIIOMHHUTH I/I3y‘-IeHHblf/'I y‘-ICGHBIﬁ
MarepHal, JTOMOIHUTh COAECP KaHUE PU CAMOCTOSITEIILHON paboTe ¢ INTepaTypoid, MOATOTOBUTHCS K
sk3ameny. Crenyer Takke oOpaliarh BHUMaHHWE Ha KaTeropuu, (OpPMYJIHPOBKH, PACKPHIBAIOIINE
COACPIKAHUC TCX WM HHBIX SIBICHUUM | poucCcCoB, HAYYHBIC BBIBOAblI W MPAKTUYCCKUC
PEKOMEHIAINH, TTOJIOKUTEIBHBIN ONBIT B OPAaTOPCKOM HCKycCTBE. JKenarenpHO OCTaBUTh B pabounX
KOHCTIEKTaX IT0JIs, Ha KOTOPBIX JeJIaTh MMOMETKH M3 PEKOMEHJOBAaHHOM JINTEPATYPHI, JOMOTHSIONINE
Marepuall MPOCIyIIaHHON JIEKIIMHU, a TaKKe MOTYEPKUBAIONINE OCOOYI0 BaKHOCTH TE€X WMJIM MHBIX
TEOPETHUUECKUX TOJIOKEHUH. BBIBOJIBI 110 JIEKIIMHU TTOBITOKUBAIOT PA3MBIIIIJICHHUS MTPETIOAABATENS 110
yueOHbIM Bompocam. [lpenonmaBarens NPUBOAUT CIMCOK HMCHONB3YEMBIX M PEKOMEHIYEMbIX
MCTOYHUKOB JUUISI U3y4EHUsI KOHKPETHOH TeMbl. B KOHIIE eknnu 00ydaronyecss IMEI0T BO3MOXXHOCTb
3a71aTh BOTIPOCHI PETOIABATEIIO 110 TEME JICKIIUH.

Memoouueckue ykasanus npu pabome Ha ceMunapcKom/npaKmuyeckom 3aHamuu.

CeMHHApBI/TIPAKTUYECKUE 3aHATHUS PEATNU3YIOTCS B COOTBETCTBUY C paO0YMM yueOHBIM IIIAHOM
IIpH IIOCIACAOBATCIBHOM H3YUCHUW TEM AWUCLHUIIIMHBI. B X0J€ NOATOTOBKU K HHUM PCKOMCHAYCTCS

IOBTOPUTH KOHCIICKT HGKHI/Iﬁ, HU3YyUYUTb OCHOBHYIO U JOIMOJIHUTCIBbHYIO JIUTCPATYPY, O3BHAKOMUTLCS C
HOBBIMU Hy6JII/IKaIII/I$IMI/I B MICPHUOANYCCKUX U3NaHUAX: XXypHaJIax, ra3erax u T.A. HpI/I 9TOM CJICAYCT
y4eCcTh PEKOMEHIalluu MpernoaaBareis U TpedoBaHus yueOHOH mporpaMMbl. PekomenayeTcs Takxke
I[Opa6aTI)IBaTI) CBOM KOHCIICKT JICKOMH, Jcjasd B HCM COOTBCTCTBYIOIIMC 3allMCU U3 JIUTCPATYPHI,
PEKOMEH/IOBAaHHOW TMperojiaBaTesieM M TNPEeIyCMOTPEHHOM ydeOHOoW mporpammoin. Cremyet
MOJATOTOBUTH TE3HUCHI JIJIsl BBHICTYIUIGHUN MO BCEM y4eOHBIM BOMPOCAM, BHIHOCHMBIM Ha CEMMHAp.
3akaHYMBaTh MOJATOTOBKY CIEAYyeT COCTaBJICHHUEM IUIaHa (KOHCIIEKTA) MO M3y4yaeMOMYy MaTepuaiy
(Bompocy). ITO MO3BOMSIET COCTABUTH KOHIICHTPUPOBAHHOE, CKATOE MPEICTABICHUE 110 N3y4YaeMbIM
BonpocaM. B xome cemmHapa oOyd4aromuiics MOXKET BBICTyHaTh C 3apaHee MOATOTOBIEHHBIM
nokiagoM. Takke OH JOMKEH MPOSBIATh AKTUBHOCTh MIPU OOCY>KICHUH BBICTYIUICHUN M JTOKJIAI0B
corpynnHUKoOB. [loCKONbKY aKTHBHOCTh OOyYaroIIerocs Ha CEMUHAPCKUX 3aHSATHSX SBISETCS
MPEAMETOM KOHTPOJISL €r0 MPOABUKEHUSI B OCBOEHUHU KypCa, MOATOTOBKA K CEMUHAPCKUM 3aHATUSAM
TpeOyeT OTBETCTBEHHOro  OTHOIIeHus. HeoOxogumMo  mpoaHanu3upoBaTh  JCHCTBYIOIIEE
3aKOHO/IaTEIhCTBA B PaMKaxX TEMbI CEMHUHAPCKOTO/TIPAKTHYECKOTO 3aHTHSI.

Memoouueckue VKA3AdHUA ons 06V11a10u4ux0}1 10 0CBOCHUIO CAMOCMOSAMENbHOL Da60mbl.
CamocTosiTenbHas paboTa ABJISETCs 00s13aTeNIbHOM A KaXa0ro o0yyaromerocs, ee 00bem 1o

AUCHUIUIMHE ONpeaACIACTCd TEMATUUYCCKHUM IIJIAHOM. I[aHHOC BpeMA HGO6X0)II/IMO IIOCBATHUTH
HU3YUCHHUIO COOTB CTCTBYIOIHGﬁ TEMBI, IIOAI'OTOBKE CeMI/IHapCKOMy/ MPaKTUICCKOMY  3aHATUIO
(3K3aMeHy), BBIIIOJHEHUIO 33JaHUM, BbIJaBaeMbIX npenogasareneM. [Ipu camocrosTensHoil paboTe
oOyyaroImuiicsi B3aMMOJIEHCTBYET ¢ PEKOMEHI0BAaHHBIMU MaTepHalaMu [P MUHUMAaJIbHOM YYacTUH
IIPETIOAABATENS.

Memoouueckue DeKOMeHaaUUU Nno HanucaHuro acce

Occe — 3TO CaMOCTOSATENIbHAS TBOpPYCCKasA IMUCbMCHHAA pa60Ta, MMpeaACTaBJIArOIIas coboit
pa3BépHYTOC " apryMCHTHUPOBAHHOC U3JIOKCHUC Bameii Touku 3pCHUA 11O HpCHHO)KCHHOﬁ TEMCE.

[lenp 3cce COCTOMT B Pa3BUTHM HABBIKOB CaMOCTOSITEIBHOIO TBOPYECKOTO MBIIIJIEHUS H
MMCBMEHHOTO M3JIOKEHUS] COOCTBEHHBIX MbIciel. [lucars acce upe3BbIYaiiHO MOJIE3HO, MOCKOIbKY
3TO MO3BOJISIET aBTOPY HAYYUTHCS YETKO M I'PaMOTHO (OpPMYIHPOBAaTh MBICIH, CTPYKTYpUPOBaTh
nH(OpMaIMIO, UCIOIb30BATh OCHOBHBIE KAaTErOPUU aHAJIN3a, BBIIEISATh MPUUMHHO-CIIEICTBEHHBIC
CBSI3M, WJUIIOCTPUPOBATh IOHATUS COOTBETCTBYIOLIMMH INpPUMEpPaMH, apryMEHTHPOBATb CBOU
BBIBOJIbI; OBJIQJETh HAyYHBIM CTHJIEM pPEYM. DCCE JOJDKHO COAEPHKATh: YETKOE HM3JI0KEHHE CYTH
MOCTaBJICHHOM MpPOOIeMbl, BKJIIOYaTh CAMOCTOSTEIbHO NMPOBEIACHHBIM aHaIu3 3TOM MPOOJIeMbI C
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HCIIOJIb30BaHUEM KOHUENIUNA U AHAIUTHYECKOIO MHCTPYMEHTApHUs, pacCMaTrpUBaEMOro B paMKax
JTMCUUILIHHBI, BBIBOJABI, 000OMIAMONIME aBTOPCKYIO IMO3UIIMIO 110 IOCTaBICHHON mpooieme. s
yno0cTBa 00y4aroUIMMCS TIPEICTaBICHA CTPYKTYPa 3CCE B BUJIE BOIIPOCOB, HA KOTOPBIC TOJDKHBI OBITh
JaHbl OTBCTHI.

[To dopme scce OOBIUHO TPEACTABISIET COOOW paccykIeHHe — pasMblluieHue (pexe
paccyxaeHue — 00bSCHEHHUE ), TOITOMY B HEM UCIIOJIB3YIOTCS BOIPOCHO-OTBETHAS (hOpMa U3JIOKCHUS,
BOIPOCHUTEIBbHBIC MTPEAIOKEHHS, PSIIbI OMHOPOJHBIX YWICHOB, BBOJHBIC CIIOBA, MApaJlIeIbHbIH CIT0CO0
CBSI3H MTPEIJIOKEHHUN B TEKCTE.

OTnuuuTenbHbIe 0COOCHHOCTH CTHIIS ACCE: 00Pa3HOCTh, aOPUCTUIHOCTD, TAPaTOKCATLHOCTD.
Kiaccuueckas cTpykTypa scce

* BBenenue, B KOTOpOM TIpEACTaBIICH OOOOMIEHHBIH OTBET HA MPEIIOKCHHBIM BOMPOC HIIN
u3naraercs B oOIIeM BUE Ta MO3UIHS, KOTOPYIO MPEAINOIAracTcsl OTCTauBaTh B OCHOBHOW YacTH
Jcce.

* OcHOBHAsl 4YacCTh, TJI€ MPEACTaBICHbl MOJAPOOHBIE OTBETHI HAa BOMPOCHI MU HM3JIArarorcs
MO3ULIMH, TIOATBEPKAAEMAsi TEOPETUUECKUMU apTyMEHTAMHU U SMIIUPUYECKUM JIAHHBIMU.

* 3aKJII0YeHNe, B KOTOPOM PE3IOMUPYIOTCS TJIABHBIE HUJIEM OCHOBHOM YacTH, MOABOJAIINE K
MPEANOIaraéMoMy OTBETY Ha BOTPOCHI HJIM 3asIBJICHHOM TOUKE 3PEHMSI, JIETAI0TCS BHIBOIBI.

Paboma ¢ numepamypoii.
CamocTrosiTennbHass paboTa ¢ ydeOHUKaMH, YI€OHBIMH MTOCOOUSMH, HAYYHOW, CIPABOYHON H

MOMYJISIPHOM JIMTEPaTypOM, MaTepraIaMy EPUOANYECKUX U3aHuM U IHTEepHEeTa, CTaTUCTUYECKUMU
JaHHBIMH SIBJIsIeTCsl HarOosee 3 PEKTHBHBIM METOOM ITOTyYEHUS 3HAHUH, TI03BOJISICT 3HAYUTEIBHO
aKTHBHU3UPOBATH TPOLIECC OBIAJEHUS HH(pOpMaImen, criocoOCTByeT 0osee TIyOOKOMY YCBOCHHIO
M3y4aeMoro marepuana, GopMHUpyeT y oOydarolIMXcsl CBOE OTHOIIEHHE K KOHKPETHOH mpolieme.
W3yuas Matepuai no yueOHoi kHUre (yueOHUKY, yueOHOMY Tocobuto, MoHorpaduu, u ap.), ciaenyer
NEPEXOJUTh K CIIEAYIOIIEMY BOIPOCY TOJBKO MOCIE MOJTHOIO YSICHEHUS MPEIbIAYIIEro, GUKCUPYS
BBIBO/IbI ¥ BBIUUCIICHUS, B TOM YHCJIE T€, KOTOpbIE B YUEOHUKE OIMYyIIEHbl WM HA JIEKIUHU AAHbI I
caMoCTOsTeNIbHOTO BhIBOs1a. Ocoboe BHMMaHUE OOy4aromuics J0JKEeH OOpaTUTh Ha OIpeaesieHue
OCHOBHBIX MOHATUH Kypca. Hano moapoOHO pa3dupars npuMepsl, KOTOPbIE TOSCHSIOT ONpeIeeHusl.
ITone3Ho cocTaBIATh ONOPHBIE KOHCIIEKTHI.

BbIBonbI, TONyueHHBIE B pe3yabTare H3y4deHHs y4eOHOM IuTepaTypbl, PEKOMEHAYETCS B
KOHCIIEKTE BBIIENATh, YTOOBI NPHU MEPEUUTHIBAHUM MarepHalia OHHU Jiydlle 3arnoMuHanuck. [lpu
CaMOCTOSITEJIbHOM DELIEHUU 3a/a4 HY>KHO OOOCHOBBIBAaTh KAXKIBIM 3Tall pPELICHMs, UCXOAS W3
TEOPETUYECKUX TOJIOKEHUH Kypca. Bompocsl, KOTOpbie BBI3BIBAIOT y O0yYarollerocs 3aTpyAHEHHE
IIpU TOATOTOBKE, JOJMKHBI OBITH 3apaHee CPOPMYIHPOBAHBI U O3BYUYEHBI BO BpEMs 3aHATHI B
ayIUTOPHH IS TOIIOJIHUTEIIBHOTO PA3bsICHEHUS IIPENOJABATEIIEM.

Memoouueckue pexkomeHoayuu no no020moeKe K mecmupo8aHuro

TectupoBanue sBsieTcss POPMOM MPOMEKYTOUHOTO, a TAK)KE WTOTOBOTO KOHTPOJISI 3HAHHUM
cTyfeHTOB. TecTHpoBaHUE CTHUMYIUPYET CHUCTEMaTHUECKyI0 padOTy CTYICHTOB B TEUYEHHE BCEro
NEepHOia HU3Y4YEHMsS AMCLUIUIMHBI, YTO MOBBIIIAET MO3HABATEIBHO-TBOPYECKYIO HAIpPaBIECHHOCTh
camooOpa3zoBanus. IIpu MoaroroBke K TECTUPOBAHMIO HEOOXOTUMO HApsy C OCHOBHOM yueOHOM
JIUTEPATYPON MCIIOIb30BaTh KOHCIEKTHI JIEKIIUH, TOMOIHUTEIbHYIO JTUTEPATypy WU MaTepuaibl U3
CIPaBOYHBIX (KOHCYJIBTAI[HOHHBIX) 0a3.

Memoouueckue pekomeudauuu Ha cocmdadsesjierHue u svicmynieHue ¢ OOKIAOOM.
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Jloknan, kak BHUA CaMOCTOSTENBHOW paboThl B y4eOHOM TpoIecce, CIOCOOCTBYET
(OpMHPOBAaHUIO HABBIKOB HCCIIE0OBATENBCKON PA0OTHI, PACIIMPSIET TO3HABATEIbHBIE HHTEPECHI, YUUT
KpUTHUYECKU MbICINTh. [Ipy HanucaHuu Aokjiaga NO 3aJaHHOW TEME CTYAEHTY HE00XO0IUMO
COCTaBIISIET IUJIaH, MOxo0paTh OCHOBHBIE HMCTOYHMKHM. Kak mpaBuio, mpu pazpaboTke IOKiIaga
ucronb3yercs He MeHee 8-10 pa3nuuyHbIX KCTOYHHUKOB. B mporecce paboThl ¢ HCTOUHUKAMH HYKHO
CHCTEMaTU3UpOBaTh IOJYYECHHbIE CBEIEHUs, CejaTh BbIBOAbI U 0000mieHus. OOmas TeMmaThka
JIOKJIa/I0B OIIpENIeNsIeTCs IPEnoiaBaTesieM, HO B ONPeIeIEHUU KOHKPETHOM TeMbl MHULIUATUBY MOXKET
HposiBUTH CTyAeHT. llpexnae yeM BbIOpaTh TeMy [OKJIaAa, aBTOPY HEOOXOOUMO BBISBUTH CBOM
UHTEpEC, ONPEIEIUTh, Ha/l KaKOW NMpoOsIeMoi OH xoTen Obl mopaboTark, 6oJiee NIyOOKO ee U3yUUTh.
Kaxnplii 1okjgaa JOKEeH HauuHAaThCsl C BBENCHMA. BBeaeHue - 3TO BCTyHMTENbHas 4YacTh
Hay4YHOMCCIIE0BAaTEIbCKOM pabOThl. ABTOp JODKEH HPUIOKHUTh BCE YCHUIMs, YTOOBI B 3TOM
HeOoNbIIOM 10 00BbEMy pa3zeie MOKa3aTh AaKTyalbHOCTh TEMBbI, PACKPBITh €€ MPAKTHYECKYIO
3HAYUMOCTbD.

B ocHOBHOM yacTu JOKIaaa pacKkpblBaeTcs ero coiep:kanue. Kak mpaBuio, OCHOBHAsI 4acThb
COCTOMT U3 TEOPETUUYECKOTO U MPAKTUUECKOI0 pa3zienoB. B TeopeTrueckoM pasene pacKpblBatOTCs
UCTOpUS M TEOopus HCCIeAyeMOl MpoOJaeMbl, JaeTcs KPUTHYECKUH aHaluu3 JIMTEpaTypbl U
MIOKa3bIBAIOTCS MMO3UIIUH aBTOpa. B mpakTrueckom pasjene u3iararoTcs METO/bI, X0/, U pe3ybTaThl
CaMOCTOSITEJIbHO IPOBEIEHHOI0 SKCHEpUMEHTa Wiu (pparMeHTa. B oCHOBHON YacTu MOryT OBbITH
TaK)Ke NPEACTaBICHbl CXEMbl, AMAarpaMMbl, TaOIUILbI, PUCYHKH U T.J. B 3akitoueHUH NOABOAATCS
UTOrH palboThl, BBIBO/BI, K KOTOPBIM IIPUILIET aBTOP, U PEKOMEHJIAIMH. 3aKJIIOUEHUE TODKHO OBITh
KpaTKUM, OOs3aTeJIbHBIM M COOTBETCTBOBAaTh IOCTABJICHHBIM 3ajayaM. [Ipu MOAroToBKE YCTHOIO
BBICTYIUIEHHUSI HYKHO YUYUTBIBATh €ro perameHt - He Oosiee 10 MuHyT. Becbma BBIMIPBIIIHBIM
SBJIIETCS IPECTABIICHUE JOKIIaa, CONPOBOXKAAIOIEECs TPE3ECHTALIUEH.

Memoouueckue pekomenoauuu cmyoeHmam O0as NOO20MOSKU K 3a4emy.

HOI[FOTOBKa CTYACHTOB K 3a4CTy BKIIIOYACT TPU CTAAUM: -

camocTosiTeNIbHas paboTa B Te4eHHe y4eOHOTro To/1a CeMeCTpa; -

HEMOCPEeACTBEHHAs MOJTOTOBKA B THU, MPEAIECTBYIONIUE 3aUeTa;

- cJlaya 3ayeTa.

[ToaroToBKy K 3a4eTy 1enecoo0pa3Ho HavaTh ¢ U3yUeHUs U MPOPaOOTKH HOPMATHBHOIIPABOBBIX
HCTOYHMKOB U JUTeparypsl. [Ipexae Bcero, ciieayeT BHUMATENbHO EpEUnTaTh yueOHYI0 IPOrpaMMy
" NIPOrpaMMHBIC BOIIPOCHI AJIA IMOATOTOBKU K 3a4CTYy, 4TOOBI BbBIACJINTH U3 HUX HAUMCHCC 3HAKOMBIC.
Jlanee MOJDKEH CIIENOBATh ATAll TOBTOPEHHUS BCETO MPOrpaMMHOTO Marepuaia. Ha sty paboty
1esecoo0pa3HoO OTBECTH OOJNBIIYIO YacTh BpeMeHU. CIeAyIOIMUM 3TaroM SIBIISIETCS CaMOKOHTPOJh
3HaHUA H3YYCHHOI'O Marcpuala, KOTOpI)II;'I 3aKII0YaCTCd B YCTHBIX OTBECTAaxXx Ha IPOrpaMMHBIC
BOIIPOCHI, BRIHOCHMBIC Ha 3a4eT. Te3WChl OTBETOB HAa HaWOOJIee CIIOKHBIC BOIMPOCHI KeJaTeIbHO
3aIiCcaTh, TaK KaK B MPOIECCEe 3aMCH BKIIOYAFOTCS JIOMOTHUTEIEHBIC MOTOPHBIC PeCYPChI TTaMSTH.
[IpennoxeHHass METOIMKA HETIOCPEICTBEHHOW TOATOTOBKU K 3a4€Ty MOXKET OBITh M M3MeHeHa. Tak,
JUISL CTYJICHTOB, KOTOPBIE CUUTAIOT, YTO OHHM YCBOWJIM MPOTPaMMHBIM MaTepuall B MOJHOM 00beMe U
YBEPEHbI B MPOYHOCTH CBOMX 3HAHWM, JOCTATOYHO OEIIOr0 MOBTOPEHHUs Yy4eOHOTro Marepuala.
OcHOBHOE BpeMsi OHH MOTYT YIASIUTh YIIIyOJIEHHOMY H3YYEHHIO OTIENBbHBIX, HAaU0OJIee CIOKHBIX,
JMCKYCCHOHHBIX MPOOIEeM.

OCHOBHBIM HCTOYHHKOM IIOJTOTOBKH K JK3aMEHY SBISIETCS KOHCIEKT JEKIUW. Y4eOHBIi
Matepuanl B JIEKIIUM JaeTCsi B CHUCTEMATU3MPOBAHHOM BHUJE, OCHOBHBIE €r0 MOJOKEHUS
JETAN3UPYIOTCS, TMOAKPEIUISIOTCS COBPEMEHHBIMH (akTaMd W HOpMaTHBHOW wuH(popMaiuei,
KOTOpbIE B CHIJIy HOBH3HBI, BO3MOXHO, €II[€ HE BOILIA B OMYOIMKOBAHHBIE MEYaTHbIC NCTOUHUKU.
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[IpaBUIBHO COCTABIEHHBIA KOHCIEKT JICKIIUH COACPKHUT TOT ONTUMAIBHBIN 00beM HH(pOpMAIH, Ha
OCHOBE KOTOPOTO CTYAEHT CMOXET NpEACTaBUTh cebe Bech yueOHbI Mmarepuan. CienyeT TOYHO
3allOMHMHATh TEPMUHBI U KaTeTOPUH, IOCKOIBKY B MX OIPEACIICHUSAX COLEPIKATCA INPU3HAKH,
IIO3BOJIAIOIINE YSCHUTh UX CYIIHOCTh M OTIMYUTBH OTU MOHATUA OT Apyrux. B Xxome moaroroBku k
3a4eTy HeoOXonMMO oOpallaTh BHUMAHUE HE TOJIBKO HAa YPOBEHb 3allOMMHAHUS, HO U Ha CTEIEHb
MIOHMMAaHMsI KaTeropuil W peajbHbIX MPOOIEeM. A 3TO JAOCTHraeTcs HE NPOCTHIM 3ayuyHMBaHHMEM, a
YCBOCHHMEM ITPOYHBIX, CUCTEMATU3UPOBAHHBIX 3HAHUM, aHAJIUTUYECKAM MBILITICHUEM.

7. DoH/| OLICHOYHBIX CPEACTB

7.1 MeToabl KOHTPOJISI M OLICHUBAHUSA Pe3yJIbTATOB 00y4eHusl Texyluii KOHTPOIIb
(paboTa Ha MPAKTUYECKUX/CEMUHAPCKUX 3aHATHUSIX):

- YCTHBIE ONPOCHI
- TECTUPOBAHUE

- BBICTYIIJICHHUE C JOKJIaZIOM
[IpomeKyTOYHBINM KOHTPOJIb

- TCCTUPOBAHUC

7.2 IIkana ¥ KPUTEPUH OLICHUBAHUSA Pe3yJIbTATOB 00y4YeHUsI

Yemuwtii onpoc
Pa3BepHyTHIl OTBET CTy/IEHTA JOJKEH MPECTABIATH COOOM CBA3HOE, TIOTUUECKHU

OCIICAOBATCIBbHOC COO6IJ_ICHI/IC Ha 3aJaHHYIO TEMY, IIOKAa3bIBaATh €0 YMCHUC IPUMCHATH
OIIPEACIICHUS, IIPpaBHUJIa B KOHKPCTHBIX ClIydasdX.
Tlokazamenu OYEHUBAHUAL:

1) IMOJIHOTAa U MMPaBHUJIBHOCTL OTBECTA,

2) CcTemeHb OCO3HAHHOCTH, TIOHMMaHUS W3YYEHHOTo; 3) SI3BIKOBOE
odopMIIeHUE OTBETA.

Kpumepuu oyenusanus ycmnozo onpoca:

5 0anJ10B CTaBUTCS, €CIIM CTYACHT IMOJHO HM3JIaraeT mMarepuan (0TBe4aeT Ha BOIIPOC), JaeT
MPaBIWJIBHOE ONpEEIICHHE OCHOBHBIX MOHSITHI; OOHApyXMBAaeT MOHUMAHHE Marephaia, MOXKET
000CHOBATh CBOM CYXKJICHUS, TPUMEHUTH 3HAHUS Ha MTPAKTUKE, TPUBECTH HEOOXOIUMBIE TPUMEPHI HE
TOJIBKO M3 YYEOHHKA, HO M CAMOCTOSITEILHO COCTABJICHHBIC; U3JIaraeT MaTepHall MOCIET0BATEIHHO U
MPaBUIILHO C TOYKH 3PEHUSI HOPM JIUTEPATYPHOTO S3bIKA.

4 (6aJji1a CTaBUTCS, €CIIM CTYACHT JAa€T OTBET, YIOBIETBOPSIONIUI TEM K€ TPeOOBaHUSAM, YTO
u s 5 OaiioB, HO JOIMycKaeT 1—2 ommOKM, KOTOpBIE caM K€ HCTpAaBISIeT, U 1-2 HemodeTa B
MOCJIEZIOBATEIHHOCTH U SI3BIKOBOM O(OPMIICHUH HU3TIaraeMoro.

3 6aJui1a cTaBUTCS, €CITU CTYICHT OOHAPYKUBACT 3HAHUE U TIOHUMAHKUE OCHOBHBIX MOJIOKEHUMA
TE€MbI, HO M3JIaraeT Marepuaj HEMOJIHO W JOMYCKAeT HETOYHOCTH B OMNpPENEICHUU IMOHATUN WU
(hopMyIHPOBKE MPABUIT; HE YMEET JOCTaTOYHO TIIYOOKO M JOKa3aTelIbHO 000CHOBATH CBOU CYKICHUS
U TIPUBECTH CBOU MPHUMEPHI; M3JaraeT Marephall HEeMOCJIeNOBATEIbHO U JOIMYCKaeT OIIMOKH B
SI3BIKOBOM O(OPMIICHUU U3TIaraeMoro.
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2 0anna CTaBUTCS, €CIIM CTYIEHT OOHAapy)XMBaeT He3HaHHWE OOJbIIEH YacTH
COOTBETCTBYIOILEIO BOIPOCA, AOIYCKAET OMIMOKM B (OPMYIUPOBKE OIpENEICHUNH U
IPaBWI, UCKAXKAIOIUE UX CMbICI, OECIIOPSIIOYHO U HEYBEPEHHO H3JIaracT MaTepuall.

Tecmuposarnue (MeKywiuil u RPOMENHCYMOUHbLI KOHMPOb) 110

51% - HEeyIOBIETBOPUTEIILHO
51%-80% - ymoBIIETBOPUTEITHHO
81% - 90% - xopomio

91% - 100% - oTam4HO

loknao

5 0a/1J10B 1pY BHITIOJIHEHUHU CIEAYIOIIMX yCIOBUA:
1. B packpbIThI crieayrore BOmpoCHI:
- CyTh paCCMaTPUBAEMOTO aCIEeKTa 1 MPUUYUHY €r0 PACCMOTPEHUS,
- OIMCaHMe CYIIECTBYIOIIMX AJIsl JAHHOTO acleKTa MpoOieM U MpeAsiaraeMble MMy TH UX PEeleHUs.
2. CoOmroneHue pernaMeHTa IpH MpeACTaBICHUH JOKIIaIa.
3.  IlpencraBieHue, a HE YTCHUE MaTepuaa.

4.  Hcnonb3oBaHue aKTyaJbHBIX HOPMAaTHBHBIX, MOHOTpaUIECKUX
NEPUONYECKUX UCTOUHUKOB JINTEPATYPHI.
5. YeTkocTb IMKIIHH.
6.  IIpaBUIBHOCTH U CBOEBPEMEHHOCTH OTBETOB Ha BONPOCHI.
7.  Jlokiaa conpoBOXAAETCSA MPEe3CHTaEn
4 6aJ1a: HEBBINOJIHEHHE JIFOOBIX JIBYX U3 YKa3aHHBIX ycJIOBUH. 3
0aJu1a : HEBBIIOJHEHUE JIIOOBIX TPEX W3 YKa3aHHBIX YCIOBH. 2

0aJlj1a: HEBBINOIHEHUE JTIOOBIX YETHIPEX U3 YKa3aHHBIX YCIOBHM.

7.3  OueHo4HbIE CpPeICTBA

7.3.1. Texymunii KOHTPOIIb

Ilpumepnuie gonpocsvl no oucyuniuHe

IloHsATHE M OCHOBHBIE DJIEMEHTHI pErTIaMEHTALUU TPYAA.
ConeprxaHne peniaMeHTaluuu Tpyla Ha IPEANPUATHH.
Hcropus pa3BuTHs periaMeHTaluu TPya.

[TpuHIMIIBI ¥ 3a/1a41 HAYYHON OpraHU3alu TPYAa.

A e

qDOpMLI W BUJBI pa3aciiCHuAd Tpyaa.



o =2

11.
12.
13.
14.
15.
16.
17.
18.

19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
26.
29.
30.
31.

@opMBI KOOIIEPALIMH TPYAA.

CymHocTh 1 Ki1accupuKaus perjiaMeHToB Tpyaa.
HopmaruBHO-1IpaBoBOE 0OecIedeHre periaMeHTalu TPya.

OOBeKThI periiaMeHTaluH TpyAa.

Metonuka pacueTa peraMeHTOB YHCIEHHOCTH YIIPaBIEHYECKOTO [IEPCOHANA.
JIOKyMeHTaIlMOHHOE 00eCIIeYeHnE YIIPaBICHHUS.

['ymanuzauus Tpyna.

OcHoBHBIE TPeOOBaHMS K MPOSKTUPOBAHUIO PEKUMOB TPYAa U OT/bIXa.
PernmamenTtanus ycinoBuid Tpyaa.

Opranuzanus pabodero Mecra.

[IpoekTupoBanue, IIIAHUPOBKA U 0OCTY>KUBAaHUE PAOOUYUX MECT.
AtTectanys U pauroHalIn3anus pabounx MecT.

Dransl paboThI [0 U3YYECHHUIO, TPOSKTUPOBAHUIO M BHEAPEHUIO PAllMOHAIIBHBIX MPUEMOB U
METO/IOB TPYy/a.

Opranu3aioOHHbIE METO/IbI YIIPABIICHHUS.
DKOHOMHYECKHUE METO/IbI YIIPABJICHUSI.
ConuanbHO-TICUX0JIOTHYECKHUE METO/IbI YITPaBICHUSI.
Crpykrypa 3aTpat pabodero BpeMeHH.

CyImHOCTh U OCHOBHBIE IOHATHS HOPMUPOBAHUS TPY/a.
Hcropuueckue 3tansl pa3BUTHS HOPMUPOBAHUA TPY/a.
OCHOBHBIE METO/bI CO3JaHUS JOKYMEHTOB.
ABTOMAaTH3a1Us CO3AaHUs JOKYMEHTOB.

TexHHKa CO31aHMs IIEKTPOHHBIX TOKYMEHTOB.

3ajaun HOPMUPOBAHUS TPY/a.

Knaccudukanus HopMm Tpyaa.

AHaIUTUYECKUI METOJ HOPMHPOBAHUS TPY/A.
MHUKpO3IIEMEHTHOE HOPMUPOBAHUE TPYA.

3anaun 1 MeToAbl U3yUyeHHs 3arpar pabodyero BpemeHu. dotorpadus paboyero BpeMeHH.
32. Camodororpadus paboyero BpeMeHHu.

Ilpumepnuvle mecmogoie 60npPoChl

1. Ykaxute BepHOE yTBEPKICHHE:

OcHogHoti ghopmoul peanuzayuu npasa Ha mpyo, A6AAemcsl 3aKa0UeHue mpyo08020

002060pa (coenawenus, KOHMpaKma) o pabome Ha nPeONPUAMULU.

TpynoBoit KOHTpAKT (IOrOBOP) 3aKIIHOUAETCA MEXTY PAOOTHUKOM U pabOTO/IaTeNEM B

YCTHOI‘;I (I)OpMC Ha OHpCHeHeHHBIﬁ CPOK HJIM Ha BPpEMs BBIIIOJIHCHUSA KOHKpCTHOﬁ pa6OTLI.

Jluunas kapmouxa gpopmol T-2 He aensaemcsi OCHOBHLIM Y4emHbIM OOKYMEHNOM.
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4. Xapaxkmepucmuxa — 3mo oghuyuanvbusiti OOKyMeHm, KOmopbiii bloaen
AOMUHUCIPAYUS YUPEHCOCHUS, OP2AHUZAYUU, NPEONPUAMUSL CBOEM) COMPYOHUKY 8 YelOoM pioe
cumyayui.

5. Ankema pabomnuka 3anoaHsAemcs pabomHUKOM COOCMEEHHOPYYHO NPU OPOPMIEHUU
Ha npeonpusimue.

6. Pesrome — cocTaBinsieMblii MPU YBOJIBHEHUH JOKYMEHT HH()OPMAITMOHHOTO XapaKTepa,
1eJIeBasi YCTAaHOBKA KOTOPOTO U3JIOKHUThH CBEIEHHs 00 00pa30BaHUM U TPYIOBOU AEATEIBHOCTH. 7.
Ha xascoozo compyonuka npeonpusamus 3a600umcsi iudHoe 0eio.

2. OnpeeneHHbIH MOPSI0K OCYIIECTBICHUS TPYJIOBOTO MPOIiecca Ha3bIBACTCS:
OpraHu3anyei Npou3BoACTBa

TEXHOJIOTHEH JeSITeIbHOCTH

+ opeanuzayuei mpyoa

YCJIOBUSAMHU TPyda

Al S e

IOTAaTHBIM paclIMCaHuEM

3. B cTpykrypy 3arpar pabodero BpeMeHH HE BKITIOUACTCS:
BpeMsl PEIJIaMCHTUPOBAHHBIX TIEPEPHIBOB
OIICPaTUBHOC BPEMs
MOJITOTOBUTEIbHO-3aKIIFOUUTEIIEHOE BPEMSI

BpeMsi 00CIIy’)KMBaHMsI pabodero Mecra

A e

+ epemMi AKmueHoco omovixa

4. KonmnyecTBO Tpy/aa, KOTOPOE HEOOXOIUMO 3aTPATUTh HA KAY€CTBEHHOE BHITIOJIHEHHE Pa0OThI
Ha3bIBACTCS:

HOPMOH 3aTpar Kanurasia
peHTabenbHOCThIO TPyAa

+ Hopmotl mpyoa

AW N~

pecypcamu Tpyna

5. B d4em 3akiodyaeTcst JOCTOMHCTBO aHATTUTHUECKH-UCCIIEI0BATEECKOTO METOIA
HOPMUPOBaHUs Tpyaa?

(1) nozeonsiem npogecmu ucciedosanue HenocpeoCmeeHHO Ha pabouem
Mecme, 6blAGUMb U YCMPAHUMb HEOOCMAMKU 6 Op2anuzayuu mpyod,
obcnyicusanuu paboye2o mecma, yCio8usx mpyoda

(2) nonaep>KuBaeTcs YPOBEHb IIPOTPECCUBHOCTH  IIyTEM

NEPUOMUECKAX TIEPECMOTPOB M KOPPEKTHPOBOK C YUYETOM H3MECHEHU,

MIPOUCXOSATINX B TEXHUKE, TEXHOJIOTHH U OpTaHU3aIuH TPy/aa

(3) mpuMeHsIeTCs BO BCEX TUIAX MPOU3BOJICTBA

(4) BCce mepeuncIeHHOe BEPHO



6. Kak Ha3bpIBalOTCS  pErIaMEHTUPOBAaHHbIC  BEJIWYMHBI  MApaMETPOB  pabOTHI
obopynoBaHus, odecneunBaronye Hanbosnee 3pPeKTHBHOE ero UCTIONh30BaHKE?

(1) HOPMAaTHBBI YUCIICHHOCTH
(2) HOPMATHBBI BPEMEHHU
(3) HOPMAaTHBBI 00CITy)KUBaHHS

(4) HOPMAmuebl pexicumos pabomsl 000py008ans.

7. Kaxkwue MECTOAbI U ITPUEMBI TPYAa Ha3bIBAIOTCA paHI/IOHaJ'H:HBIMI/I?

(1) komopuvle xapaxmepusyomcs HAUOONLUUUMU 3AaMPAMAMU 8PEMeHU, u3udecKumMu U
NCUXUYECKUMU (HEPBHbIMU) YCUNUAMU U 3aMPAmamu dHepeUun

(2) KOTOpBIE XapaKTEPU3YIOTCSI HAMMEHbBIIMMHU 3aTparaMyd BpeMeHH, (U3NYECKUMHU U
MICUXUYECKUMHU (HEPBHBIMU) YCHIIMSIMH U 3aTPaTaMu SHEPTUU

(3) KoTOpBIE XapaKTepU3yloTCsl  HAWOOJbBIICH €CTECTBEHHOCTHIO  JIBHXKCHHH,
(GU3NYECKUMHU U IICUXMYECKUMH (HEPBHBIMHU) YCHITUSIMH U 3aTpaTaMy SHEPTUU
(4) xKoTOpBIE XapaKTepU3ylOTCsl  HAMMEHBIIEH €CTECTBEHHOCTHIO  JIBHXKCHHH,

(U3NYECKIMHU U TICHXUYECKUMH (HEPBHBIMHU) YCHIIUSIMH U 3aTpaTaMy SHEPTUU

8. OcHoBaHue U3aHusl MpuKa3za 00 yBOJbHEHUH COTPYAHHUKA (PUPMBI CONEPIKUTCS:
a) B KOHCTATUPYIOIICH YacTu MPHUKa3a,

0) 6 nozuyuu mexcma « OcHogaHuey,

B) B pPaCHOPSIUTEILHOM YaCcTH TEKCTAa MPUKa3a;

T) B JIt00OH 4acTH MpHKa3a.

9. B nn4HOE /1e710 COTPY/AHUKA HE MOIINBAIOTCS:
a) KOIIUU JOKyMEHTOB 00 00pa30oBaHUU;

0) BBINIKCKA U3 NTPHKa3a 00 yBOJIbHEHUH;

8) 8bINUCKA U3 NPUKA3A O npueme Ha pabomy;

T') 3asiBIIEHUE O TIpHEeMe Ha padoTy.

Iepeuenv mem 013 n0020MoOBKU 00K1A0A

1. Ponb 1OKYMEHTAMOHHOTO 0OECIeYeHHs B YIIPaBICHUU.

2. KpaTKaf{ XapaKTCpUCTUKA IMPUKA3HOI0, KOJUICKCKOI'O U MUCITIOJITHUTCIIBHOTO ACIIOITPONU3BOACTBA B

Poccun.
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3. HopmaruBHO-nipaBoBOE OOecrieueHue eI TeNbHOCTH CIYKO AETONPOU3BOACTBA, CTPYKTYpa U
cozepKaHue WHCTPYKIMHU TI0 JIJIOTIPOU3BOACTBY Ha MPEIIPHUSITHH.

4. TlonsTne «IOKyMEHT», ero ¢pyHkuus. Kiaccudukanus J0KyMEHTOB IO OCHOBHBIM MPU3HAKAM.

5. Ilonstue KPCKBU3UT». ITocTosiHHBIC K MMCPEMCHHBIC PCKBU3UTBI.

6. XapakTepuCTHKa PEKBHU3UTOB 3ar0JIOBOYHOM YaCTH JOKYMEHTa, X MEPEUCHb U TPEOOBAHHUS K
odopmIIeHHIO.

7. XapakTepHUCTUKa PEKBU3UTOB COAEPKATEIbHON YacTH JOKYMEHTA, UX IIEPEUYEHb U TPeOOBAHUS

K ohopmIIeHHIO.

8. XapakTtepucTtuka peKBU3UTOB 0(DOPMIISIONICH YacTh JOKYMEHTA, UX MePEUeHb U TPEOOBAHUS K
0(pOPMIICHUIO.

9. bnank moxyMeHTa, BUIBI OJTAHKOB OPTaHU3AIIMOHHO-PACTIOPSIUTEIBHBIX JJOKYMEHTOB.
TpeboBanus k G1aHKaM, pa3Mephl MoJiei OJaHKOB.

10.Okcmpecc-o1eHkKa nepcoHana.
11. HerpaauiimoHHble METObI OLIEHKH MEPCOHAA.
12. Meton kputnieckux uHuuaeHToB J{. ®nanarana.

13. OneHka COTpYIHHUKOB MO KIIF0OYEBBIM Moka3aTensiM apdextunoctu (KPI).

14. TexHu4yeckue CpescTBa KOHTPOJISI TPYAOBOM JIEATEILHOCTH TIEPCOHAIA.

7.3.2. [IpomexxyTouHast aTTECTAIHs

HpOMe)KYTO‘-IHaﬂ aTTeCTalrA MOXCET NPOXOJAUTH IMOCPECACTBOM TCCTUPOBAHUS.

IIpu mpoBeAeHUWH NPOMEXKYTOUHOM arTecTannu B (OpMe TECTUPOBAHMS TECT JOJDKEH
OXBaTbIBaTh BCE TEMBI Kypca.

Ilpumepnutii d)opmam mecmoeblx eonpocos.

1. Uto Takoe 1OKyMEHT?

+ D10 KaKoh-IMO0 MaTepuaIbHbIH HOCUTENh C HH(OpMaLuel, KoTopast 00J1a1aeT onpeaeIeHHbIMU
PEKBU3UTAMMU,
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- 910 6YMa)KHbII7I JIUCT C HAHECCCHHBIM Ha HCI'O II€CYaTHBIM TCKCTOM,

- DT0 00bEKT MaTepuaIbHOIO MUPA, KOTOPBINA COAEPIKUT KaKyr0-In060 nH(OpMAIUI0, HEOOXOAUMYIO
Juis pabouero mporecca.

2. Undopmanus, koTopasi UMEeT CTPYKTYPY U COIAEPKUTCS HAa HOCUTENE — 3TO:

+ NOKyMeHTHpOBaHHas HHPOPMAIIHS,

- ouIUaATbHBIN TOKYMEHT;

- IEJIONPOU3BOJCTBO.

3. Ilepenaua nHpOpMAIH, KOTOPAst COAEPIKUTCS B TOKYMEHTE, B IPOCTPAHCTBE M BPEMEHHU — 3TO:
+ KOMMYHUKaTHBHAs (PYHKIIHS JOKYMEHTA;

- colasibHas QyHKIUS TOKYMEHTA;

- IOJIUTUYCCKas Q)YHKHI/ISI JOKYMCHTA.

4. Kakoil 13 yka3aHHBIX JJOKYMEHTOB IIPHOOPETAET MPABOBYIO (PYHKIIUIO HA ONpEAeTICHHBIN
MIPOMEXYTOK BPEMEHHU:

+ IIporokoit 3aceanus arTeCcTallMOHHON KOMUCCUU; -
3aKoH;
- [ImaTexHoe mopydeHue.

5. B dem 3akmtogaercst arpuOyTUBHOCTh JOKYMEHTa?



0
+ B Hamuuuu B TOKyMEHTE JIByX COCTaBISIOIUX (MaTepuaibHON 1 MH(POPMALIMOHHOI), 0e3
KOTOPBIX OH CYyIIIE€CTBOBATh HE MOXKET;

- B ero MMpECAHAa3HAYCHHOCTH JJId II€pCaadn B IIPOCTPAHCTBE U BPEMCHHU,

- B TecHOi1 B3aMOCBS3HU €T0 OTACIIBbHBIX 3JICMCHTOB U ITOACUCTEM, KOTOPBIC 00€eCIeYnBaoT €ro
OECJIOCTHOCTD U COXpaHeHI/If/’I CBOICTB IIpU pa3JIMYHbIX BHCHIHUX N3MCHCHUAX.

6. CnocoOHOCTE JOKYMCHTA IIOBJICYb 34 coOoi IMPaBOBBIC IMMOCICACTBUA — 3TO €T0:
+ Opuan4deCKad Cujia; - PpUINYCCKasd 3HAYNMOCTD,

- JOCTOBCPHOCTD.



