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BBeseHHe

BueaygutopHast camoctositenpbHas — pabora -  TutaHupyemasi  y4eOHas,  y4eOHO-
Uccre0BaTebCcKask paboTa CTYIEHTOB, BBIMOJHsIEMasi BHE 3aHSATHIA M0 3a1aHHI0 U TIPH YTIPABICHUN
npernoaaBaTesieM, HO 0e3 ero HermoCPEACTBEHHOTO Y4aCTHS.

CamocrosiTesbHasi padoTa MPOBOAUTCS C LEITBIO:

- CHUCTEMAaTH3al[MH U 3aKPETUIEHHs [TOJNyYEHHbIX TEOPETHUECKUX 3HAHUN U MPAKTHYECKUX YMEHHH
oOyHaromuxcs,

- yruyOneHHs U paclIMPeHuUs TEOPETHUECKUX 3HAHUIA,

- (opMHpOBaHHS YMEHUI HCIIOIb30BATh HOPMATUBHYIO, IPABOBYIO, CIIPABOYHYIO JOKYMEHTALIHIO
U CIIELUANBHYIO JINTEPATYPY,

- pa3BHUTHs TIO3HABATENbHBIX CIOCOOHOCTEH M AaKTUBHOCTH OOYHYAIOIIMXCS: TBOPUYECKOMH
WMHHULHATHUBBL, CAMOCTOSITEJIbHOCTH, OTBETCTBEHHOCTH, OPTaHH30BaHHOCTH,

- (opMHpOBaHHE CAMOCTOSITEJbHOCTH  MBILUICHUS, CIOOCOOHOCTEH K  CaMOpa3BUTHIO,
COBEPLIEHCTBOBAHUIO  CAMOOPTaHU3aLINY;

- dopmupoBanus oOIINX U TPOPECCHOHATHHBIX KOMITETEHIUH

- Pa3BUTHIO UCCIIENOBATEIbCKUX YMEHUN.



[losicHUTe/IbHas 3anMcKa

Meronuyeckue peKOMEHAANH 10 BBIMOJIHEHUIO BHEAYIUTOPHBIX CAMOCTOSITENIbHBIX PadoT
y4eOHOW JUCUUILIMHBI «ABTOMAaTH3UPOBAHHOE pabouee MeCTO CeKpeTaps» PAacKpPbIBAIOT Y
CTYAEHTOB (DOPMUPOBAHHME CHCTEMbl 3HAHUN, MPAKTUYECKUX YMEHUH H OOBSICHEHHUS YpPOBHS
0o0pa3oBaHHOCTM W  YpPOBHS  TOATOTOBKM  CTYAGHTOB MO  creuuanbHocTH — 46.02.01
«JlokymMeHTalIMOHHOE O0ecreueHne YIpaBJIeHUs W apXUBOBeACHHs». M3ydeHue mporpaMmmMHOrO
Marepuaja JOJDKHO CIIOCOOCTBOBaTh (OPMHUPOBAHHMIO Y CTYIEHTOB HEOOXOOUMBIX ISt
poheCCUOHATTLHOM e TEIbHOCTH 3HAHUI W HABBIKOB.

MecTO OUCHUILUTUHBI B CTPYKTYpPE OCHOBHOW TIPO(eCCHOHAIbHOM 00pa3oBaTeNIbHOM
MPOrPaMMbI. TUCIUTIIMHA BXOIUT B IIUKJI 001Ienpod)eCCHOHANbHBI TUCIUTLIAHBL.

enbro yueOHON AUCIUITUHBI K ABTOMAaTU3UPOBAHHOE padoyee MeCTO CeKpeTaps» SBISETCS
O3HAKOMJICHHE CTYACHTOB C KOMITBIOTEPHBIMU TEXHOJOTUSIMHU MTPH MOATOTOBKE JOKYMEHTOB. DTH
3HAHMSI COBEPIIEHHO HEOOXOMUMBI JIJIsl OPTaHU3ALUU ASITEIbHOCTH JTFOOOTO TIPEaTPUSITHS
HE3aBHCHUMO OT ()OPM COOCTBEHHOCTH.

JIMYHOCTHBIE, METAPEIMETHBIE B MPEAMETHBIE PE3YJIBTAThl OCBOCHUS YUEOHOT0 MpeaMeTa

OcBoenne conepkaHusi y4eOHOW IUCLMIUIMHBI «ABTOMAaTH3HMPOBAaHHOE padouee MecTo
cekpeTaps» 00ecreunBaeT JOCTHKEHNE CTYyIEHTAMU CIIEAYIOIIUX pe3yibmamos:
*  JIMYHOCTHBIX

— YyBCTBO TOPAOCTH W VBAKEHUS K WCTOPHH Pa3BUTUS M JOCTIDKEHHSIM
OTE€YECTBEHHOH HMH(POPMATUKH B MHPOBOH HMHIYCTPUU  HH(POPMAIMOHHBIX
TEXHOJIOTHH;

— OCO3HaHHE CBOETr0 MeCTa B MH(POPMALMOHHOM OOIIEeCTBe;

— TOTOBHOCTb U CIIOCOOHOCTH K CaMOCTOSITEJIbHOH M OTBETCTBEHHOW TBOPYECKOM
OESITeIPHOCTH ~ C  HCIIONIb30BaHHEM  MH(OPMAIIMOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTHH;

— YMEHHE HCIOJIb30BaTh NOCTI)KEHHUS] COBPEMEHHOW WH(POPMATUKU IS TOBBIIECHUS
COOCTBEHHOTO HMHTEJUIEKTYAJIbHOTO Pa3BUTHS B BBIOPAHHOH MpodeCCHOHATBHON
OESITEIbHOCTH, CaMOCTOATENBHO (OPMHUpPOBaTh HOBbIE Uit ce0s 3HAHUS B
npoeCCHOHANTLHOW  O0JIACTH, WCMOJB3Ys [JIsi 3TOr0 JOCTYMHBIE HWCTOYHHKHU
uHpopMauuy,

— yMeEHHe BBICTPauBaTh KOHCTPYKTHBHbIE B3aHMOOTHOIIECHHUS] B KOMAaHAHOH paboTe 1o
peweHo o0IuUX 3a7a4, B TOM YHCIE C UCMOJb30BAHUEM COBPEMEHHBIX CPEICTB
CETEeBbIX KOMMYHHKAIIN;

— yYMeEHHe YIpaBJsITh CBOEH MO3HABATENbHON AESITEIBHOCTBIO, IPOBOANUTH CAMOOLIEHKY
YPOBHS  COOCTBEHHOIO HMHTEJUIEKTYaJIbHOTO PAa3BUTHS, B TOM UHCIE C
UCTIOJIB30BAHUEM COBPEMEHHBIX 3JIEKTPOHHBIX 00Pa30BaTEIbHBIX PECYPCOB;

— yMeHHe BBIOMpaTh TPAMOTHOE MOBEACHHE IPH HCIIOJb30BAHUH Pa3HOOOPa3HBIX
CpencTB UH(POPMALMOHHO-KOMMYHHKALIHOHHBIX TEXHOJIOTUH KaK B
npodeCcCHOHATBHOHN NEATEIbHOCTH, TaK U B OBITY;

— TOTOBHOCTb K TMpPOAODKEHHIO OOpa3oBaHUs M TOBBILICHWIO KBaTH(UKaIUU B
u30paHHOH mNpodecCUOHANBHON AESITeIbHOCTH Ha OCHOBE PA3BUTHS JIMYHBIX
UH(POPMALIMOHHO-KOMMYHHUKALMOHHBIX KOMITETEHLINH,



METAlIPEAMETHBIX !

YMEHHE OMNpPeNeNsiTh LEeNH, COCTaBJSATh IUIAHBI [JEITENbHOCTH U ONpPeneNsTh
cpeacTBa, HEOOXOAMMBIE [T UX Peaji3aliy,;

UCTIOJIB30BAHUE PA3JIMYHBIX BUIOB IMO3HABATENBHON NESTEIBHOCTH JUIS PELISHHS
UH(POPMALIMOHHBIX 33/1a4, TPUMEHEHHE OCHOBHBIX METO/IOB MO3HAHUS (HAOIMIOeHMS,
ONMUCAHMSA,  M3MEPEHMs,  OKCIIePHMEHTa) Ui OpraHu3aluu  y4eOHO-
UCCJIENOBATEIbCKOM M NPOEKTHOM  AEATENBHOCTH € MCHOJb30BAHHEM
UH(POPMALMOHHO-KOMMYHHUKALIMOHHBIX TEXHOJIOTHH;

UCTIOJIB30BAHUE PA3JMYHBIX HHOOPMALIOHHBIX OOBEKTOB, C KOTOPBIMH BO3HHUKAET
HEOOXOUMOCTD CTAJIKMBATLCS B MPOGECCHOHANBHON cdepe B 3yUeHUH SBICHUNA U
IPOIIECCOB;

UCTIOJIB30BAHUE PA3JIMYHBIX MCTOYHUKOB MH(OPMAIMH, B TOM YHCIE 3JIEKTPOHHBIX
OuONMMOTEK, YMEHHE KPUTUYECKH OLICHUBATh W HHTEPIIPETUPOBATH HWH(POPMALIHIO,
NOJIy4aeMYI0 U3 Pa3IMYHBIX HCTOYHHUKOB, B TOM YHCIE U3 ceTH MIHTepHeT;

YMEHHE aHAJM3UPOBATh U TNPENCTABIATh MH(POPMAIUIO, JAHHYIO B 3JIEKTPOHHBIX
¢dopmarax Ha KOMIIBIOTEPE B PA3JIUYHBIX BUAX;

YMEHHE UCTIONb30BATh CPEACTBA HHPOPMALIMOHHO-KOMMYHHUKALMOHHBIX TEXHOJOTHH
B PEIIEHNMH KOTHUTHBHBIX, KOMMYHHKATHBHBIX M OpPraHM3alMOHHBIX 3a1a4 C
coOmonenneM TpeOOBAaHUN SPrOHOMHUKH, TEXHUKH O€30MacHOCTH, TUTHEHBI,
pecypcocOepekeHus, MPaBOBBIX W STUYECKUX HOPM, HOPM HH(OPMAILMOHHON
0e30macHOCTH;

yMeHHEe MyOJUYHO MPEACTABISTh PE3YJIbTaThl COOCTBEHHOIO HCCIENOBAHMS, BECTH
IOUCKYCCHH, JOCTYIIHO M TapMOHHUYHO COdYeTast conxepkaHue U (GopMbl
IpeaCTaBIAe MO uHpopmanuu cpencTBamMu UH(POPMALTMOHHBIX u
KOMMYHHUKAITHOHHBIX TEXHOJIOTHIA;

MPEAMETHBIX:
—Cc(hOpMUPOBAHHOCTh TPENCTABJICHUH O ponu uHPOpMaUMU W UHPOPMALIMOHHBIX

IIPOLIECCOB B OKPY>KAIOLIEM MUPE,

—BJIaJCHUEC HaBbIKaAMKU AJITOPUTMHUYCCKOTO MBIIIJICHUA W T[OHHUMAaHUE METOHAOB

(GOpMampbHOTO  ONUCAHUS  AJITOPUTMOB,  BJIaJICHUE  3HAHWEM  OCHOBHBIX
AJNTOPUTMHUYECKUX KOHCTPYKLIHMI, YMEHUE aHAJIU3UPOBATh aJITOPUTMBI,

—HCIIOJIb30BAHNE TOTOBBIX NPUKJIATHBIX KOMIBIOTEPHBIX MPOrPaMM IO TMPOQUIIIO

MOJITOTOBKY,

—BJIQJICHUE CrocOOaMU  TPENCTaBJICHUs, XpaHeHUs MW 00padOTKM JaHHBIX Ha

KOMIIBIOTEPE;

—BJIaACHUEC KOMIIBIOTCPHBIMH CPCACTBAMH TIPECACTABJICHUSA W aHalii3a MAaHHBIX B

BJIEKTPOHHBIX TaOJIUIAX;

—copMupoBaHHOCTh TpeAcTaBieHUN O 0azax MaHHBIX W MPOCTEHINIUX CPENCTBAX

yIIPaBJIeHUS UMH,

—Cc(hOpMUPOBAHHOCTh TPEACTABICHHI O KOMITBIOTEPHO-MATEMATHUYECKUX MOACNSAX M

HEOOXOAMMOCTH aHajiM3a COOTBETCTBHMS MOJAEIM W MOJCJIUPYEMOro OObeKTa
(nmporecca);

—BJIaACHUEC TUIIOBBIMU IMPUCMAMH HAMMHUCAHUSA NPOrpaMMbl Ha aJITOPUTMHYCCKOM SA3BIKE

AJIL PCHICHUA CTaHI[apTHOfI 3agadnu C HCIIOJB30BAHUEM OCHOBHBIX KOHCTPYKLII/Iﬁ
sA3bIKa IPOTrpaMMUPOBAHUA,



—copmupoBaHHOCTh 0a30BBIX HABBIKOB M YMEHUH MO COOJMIOACHHIO TpeOOBaHMIA
TeXHUKN 0€30MacHOCTH, TUHTHEHBI U pecypcocOepexeHus nmpu padoTe co CpeacTBaMu
uHpOpPMAaTHU3aALINY,

—IOHMMAaHHE OCHOB TPABOBBIX ACIIEKTOB HCIIOJIb30BAHHUA KOMIBIOTEPHBIX MPOTPaMM U
npaB AOCTyNA K rI100aIbHBIM HHYOPMALHOHHBIM CEPBUCAM,;

—MPUMEHEHHUE Ha MPAKTHKE CPEACTB 3aIIUThl HHPOPMALUU OT BPEIOHOCHBIX MPOTPaMM,
cOOMmOIeHNe MPaBUII JIMYHON 0€30macHOCTH W 3THKH B pabore ¢ mHpOpmanueir u
cpencrsaMu KOMMyHUKanui B IHTEpHETE.

B pesynbrare ocBOCHMS yYEOHON TUCIHUIUIMHBL  OOyYArOMIMICS AOKEH

3HATH :

- TEXHOJIOTHH CO3AHUS TEKCTOBBIX JOKYMEHTOB,

- METO/Ibl COBMECTHOM pabOThl MOJB30BATENCH ¢ JOKYMEHTOM B KOMIBIOTEPHBIX
CETIIX;

- METO/IbI, CIOCOOBI M CPENCTBA MOIYUYEHUS, XPaHEHUS, 00pabOTKM HHPOPMALIHH.
YMETB:

- BJIAZICTh OCHOBHBIMU METOJAMM, CIOCOOAMH M CPEICTBAMU TIOJTYUYEHUS, XPAHCHHUS,
00paboTKn uHpOpMaLKH;

- paboTaTh ¢ KOMIIBIOTEPOM KaK CPEICTBOM YIPABICHUS HHPOPMALUEIA;

- BJIAACTh CIOCO0AMU M TEXHUKOM TOKYMEHTUPOBAHUS,

- paboTaTh ¢ pa3aMYHbIMK [MAOJOHAMH TEKCTOBBIX JOKYMEHTOB U C 3JIEKTPOHHBIMH
(dopmamy;

- aBTOMATU3MPOBATH PA0OTy C JOKYMEHTAMH TP MOMOIIN MAKPOKOMAH]T;

- MPUMEHSATH CPEACTBA ABTOMATH3ALlMH MPH TIOJTOTOBKE JOKYMEHTOB,

- CO3/1aBaTh YIPABJICHYECKUE JOKYMEHTBI C HCIIOIB30BAHUEM HOBEHIIIMX
IPOrPaMMHO-TEXHUYECKUX CPEICTB.



Kputepun onieHKH pe3yIbTaTOB CAMOCTOATENBHOMN padoThl

Kputepusimu OLEHKH pe3yJIbTaTOB BHEAYIUTOPHONW CaMOCTOATENBHON padoThl 00y4arOIuXCs
SIBJISIFOTCSL:

YPOBEHb OCBOEHHS Y4eOHOIr0 MaTepHaa;

YPOBEHb YMEHHs UCIIOJIb30BATh TEOPETUYECKUE 3HAHUS MTPU BBIIOJHEHHU MPAKTUYECKUX 33134,
ypOBEeHb C(HOPMUPOBAHHOCTH O0IIeyUeOHBIX YMEHHIA;

YPOBEHb YMEHHUSI aKTUBHO HCIIOJIb30BATh 3JIEKTPOHHBIE 00pa3oBaTebHbIE PECYPChl, HAXOIUTh
TpeOyromycs nHPOPMALHIO, U3y4aTh €€ U MPUMEHSTh Ha TPAKTHKE,

00OCHOBAaHHOCTb M Y€TKOCTh U3JIOKEHHUS] MaTepHala;

oopmIieHIe MaTepraia B COOTBETCTBUU C TPEOOBAHUSIME CTaHAAPTA MPEAIPHUSITHS,

YPOBEHb YMEHHsI OPUEHTUPOBATHCS B MOTOKE HH(OpMALIMK, BBIACNSATH [NIABHOE,

YPOBEHb YMEHHs 4YeTKO C(OPMYyJHUpPOBATh MPOOJeMy, MPEIJIOKHB €€ pelleHHe, KPUTHUYECKH
OLIEHHUTH PELICHUE U er0 MOCIEACTBHS,

YPOBEHb YMEHHsI OMpeeNUTh, MPOAHAIU3UPOBATh AJbTEPHATHBHbBIE BO3MOXKHOCTH, BapUAHTHI
JIENCTBUM;

YPOBEHb YMeHUs1 CHOPMYINPOBATh COOCTBEHHYIO MO3HLIUIO, OLIEHKY M apTryMEHTHPOBATh €€.



CTpyKTypa U TPUMEPHOE COACPIKAHUE YUCOHOU TUCIUTIITUHBI

O6bem yueOHON TUCIUIUINHBI U BUABI Y4eOHOH paboThI

Bun yueGHol padoThl KommuecTBo
4acoB

MakcuMasnbHasi yueOHas Harpy3ka (BCero) 105

O0s3arenpHas ayAMTOpHas yueOHast Harpy3Ka (BCEro) 70

B TOM YHCJIC.

Ja00paTOPHBIE 3aHSATHS

MPAKTUYECKUEC 3aHITUS 30
KOHTpOJIbHAs paboTa
KypcoBas padoTa (IpoeKT) (eciu npedycmompeno) He
npeayCMOTPEHA
CamocrosTenbHas padoTta 00ydarouerocs (BCero) 35
B TOM YHCJIE:
camoCTOsITeNbHAs: PadoTa HAJl KypCOBOW pabOTOH (MPOEKTOM ) He
(ecsId MPEAYCMOTPEHO) NPEAYCMOTPEHA
Pedeparsl, co3nanue npe3eHranmii B nporpamMmme PP 35

ITpomexxyTounas arrectaums B popme mudPepeHIMpOBAHHOTO 3a4€Ta




[TepeueHb BHEAYAMTOPHOM CAMOCTOSATENBHOM padOTHI

Bun Komuuectso wacos
Haumenosanue paznenos, Tem Y [] BHanHHTOpHOﬁv Ha BHOAYUTOPHYIO
CaMOCTOSITEJIbHOH | CaMOCTOSITENIbHYIO
paboThI paboty (BCP)
Paznen 1. CoBpeMeHHBIC TEXHUYECKUE CPENICTBA 16
ynpaByieHus: B oduce.
Tema 1.1. IIporpamMHBI€ CpeICTBAa ABTOMAaTU3UPOBAHHOTO IMoxaroroeka
pabouero mecta pedeparos 12
Tema 1.2. Knaccudukanus cpencTs OpraHiu3aMOHHON
TEXHUKH JIJIS COBPEMEHHBIX O(PUCHBIX TEXHOJIOTHA. Ilozroroeka 4
pedeparos
Paznen 2. TlporpammHbIe CpeACTBA CO3MAHUS U PaOOTHI ¢
FIOKYMeHTaMHU IToaroToBka 15
Mpe3eHTaluu
Tema 2.1. IIponecc KOMIbIOTEPHON MOATOTOBKH ITonroroeka
JOKYMEHTOB pedepara 4
Ilogroroska
Mpe3eHTaluu
Tema 2.2. TIporpammuoe u TexHu4deckoe obecrneuenue mjsi | Ilonroroska
KOMUPOBAHMUS ¥ OTIEPATMBHOTO PA3MHOXKEHUsI TOKYMEHTOB. | pedepara 4
Ilogroroska
Mpe3eHTaluu
Tema 2.3. Cpencrea 00paboTKH JOKYMEHTOB. IMonroroeka
pedepara 2
Tema 2.4 Cpencrsa xpaHeHuUs1, IOUCKA U ITonroroeka
TPAHCIIOPTUPOBAHUS IOKyMEHTOB pedepara 5
Iloxgroroska
MpEe3eHTaluu
Paznen 3. Cpencrsa u CHCTEMBI CBS3H. IMoaroToeka
IOKJIana 4
Tema 3.1. Knaccudukanus cpencts nepenaun napopmaunuu | Ilogroroska )
pedepara
Tewma 3.2. 3amura undopmanmu Iloxgroroska )
pedepara
Bceero 35




MeTO,Z[I/I‘IeCKI/Ie PEKOMEHJallhH 110 BLITIOJIHEHHUIO pec])epaTa

Breayauropnast camoctositenbHasi padoTta B dopme pedepara sSBISICTCS WHIWBUAYATBHON
CaMOCTOSITEJTEHO BBITTOJIHEHHOH paboToii CTyAeHTa.
Conep:xxanue pedepara

Pedepar, kak mpaBuIIO, JOKEH COAEPIKATD CIEAYIOIIHNE CTPYKTYPHBIE JIEMEHTHI:

1.  TUTYNBHBIN JUCT,

2. comep:KaHue,

3.  BBedeHHe,

4. OCHOBHAas 4acThb,

5. 3aKjI4YeHHe;

6.  CHHCOK MCHOJb30BAHHBIX UCTOUYHHKOB,

7. npunokeHus (mpu HeOOXOTUMOCTH).
[TpumepHbIit 00beM B MALIIMHOMNKCHBIX CTPAHUIAX COCTABISIIOLINX pedepara mpeacTaBieH B
Tabmmue.

Pexomennyemblil 00BEM CTPYKTYPHBIX 3JIEMEHTOB pedepaTa

HaumenoBanue uacreii pedepara KonuyecTBo cTpanuiy
TuTyIbHBIIN JTUCT 1
Copnep:xanne (C yKka3aHHUEM CTPAHMIT) 1
Beenenue 2
OcHOBHas 4acCThb 15-20
3aKIroueHue 1-2
Cnucok UCTOJIb30BAHHBIX UCTOUHHKOB 1-2
IIpunoxxenus bes orpaHnyenuit

B conmepxaHmm TpUBOAATCS HAUMEHOBAaHUS CTPYKTYPHBIX dHacTedl pedepara, IaB H
naparpaoB ero OCHOBHOH HYacTH C YKa3aHHEM HOMepa CTPAHULBL, C KOTOPOH HAdWHAETCs
COOTBETCTBYIOIIAs YaCTh, IJ1aBa, maparpad.

Bo BBenmenun mnaetrcs obmasi xapakTepuctuka pedepara; 0OOCHOBBIBAETCS AaKTYaJbHOCTH
BBIOPAaHHOW TeMBI, ompeaessieTcss 1eab paboTel W 3ajaud, MOMJIEKAINUE PEIIeHUI0 s e&
IOCTIDKEHUS, OIMUCBIBAIOTCSI OOBEKT W TpeAMeT UCclenoBaHus, HWHPoOpMauuoHHas 0Oasa
HCCIIEIOBAHMS, & TAK)KE KPATKO XapaKTepU3yeTcsl CTPYKTypa pedepara mo riaBam.

OcHOBHast 4YacThb JOJDKHA CONEPKaThb MaTephal, HEOOXOAWMBIA Ui JTOCTHIKEHHS
MOCTABJICHHON LM U 337a4, pellaeMbIX B Mpoliecce BbIMoNHEHUs pedepara. OHa Brmouaer 2-3
IJIaBBl, K&KAAs U3 KOTOPBIX, B CBOIO odepenb, nenutcst Ha 2-3 maparpada. Conep:kaHne OCHOBHOU
YacTH JOJDKHO TOYHO COOTBETCTBOBATb TE€ME IMPOEKTa M IOJIHOCTHIO €€ pacKpbIBaTh. 1 JaBbl U
naparpade! pedepara TOJKHBI PACKPBIBATH OMUCAHUE PEIICHHUS IIOCTABJIEHHBIX BO BBEICHUH 3a/1a4.
ITosTomy 3aroyioBKHM TyiaB U naparpadoB, Kak MPaBWIIO, JOJDKHBI COOTBETCTBOBATDH 10 CBOEH CyTH
dopmynupoBkam 3amad pedepara. 3aromoska "OCHOBHASA YACTL" B comepkanum pedepara
OBITb HE TOJIXKHO.

I'maBel OCHOBHOW 4acTH pedepaTra MOTYT HOCUTb TEOPETUYECKHUH, METOMOJIOTMYECKUN W
AHAIUTUYECKUM XapaKkTep.

OO0sizatenbHBIM Ui pedepaTa SBISETCS JIOTHYECKAsh CBSI3b  MEXKIy TJIaBaMU W
MOCJIEIOBATENIbHOE PA3BUTHE OCHOBHOW TEMbl HAa TPOTSDKEHHHM BCEH pabOThI, CaMOCTOATENBHOE
U3JIOKEHNE MaTepHhalia, apryMeHTHPOBAHHOCTh BBIBOAOB. Takke 00s3aTeNbHBIM SBISIETCS] HATUYHE
B OCHOBHOM yacTu pedepara CCbUIOK Ha UCTIONb30BAHHBIE HCTOUHUKH.

Uznoxxenne HEOOXOOMMO BECTH OT TpeTbero Jjuna («ABTOp TMONaraer..») Jmoo
UCTIONB30BaTh OE3JIMYHbIE KOHCTPYKIHMHM M HEONpPeNesIeHHO-THYHbIe npemnokeHus («Ha Bropom
JTane HCCIENYIOTCS CIeAyroIue monxomsl...», «lIpoBeneHHOE HCCIEAOBAaHHE TO3BOJIHIIO
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NOKa3aTh...» U T.IL.).

B 3aki04YeHHH JIOTMYECKH TOCIENOBATENbHO M3JIaraloTCsl BBIBOIBL, K KOTOPBIM MPHILEN
CTyIEHT B pe3yJibTaTe BBIMOJHEHUs pedepara. 3aKIOYeHHEe NOIKHO KPAaTKO XapaKTepHU30BaTh
peliIeHre BCeX MOCTABJICHHBIX BO BBECHUH 33134 U JOCTH)KEHHE 1eu pedepara.

CHOucoK HUCHOJIb30BAHHBIX HMCTOYHUKOB SIBISIETCS COCTABHOM YaCTbIO pa6OTbI U OTpaxaecr
CTeNIeHb M3YYEHHOCTH paccMaTpuBaeMol mpoOsiembl. KojaudecTBO HMCTOYHHKOB B CITHCKE
OTpezessieTCsl CTyJCHTOM CaMOCTOSITENIbHO, AJisi pedepara ux peKOMeHAyeMoe KoJau4ecTBO oT 10
a0 20. HpI/I 3TOM B CIIUCKE 065{3aTeano AOJIKHBI NMPUCYTCTBOBATH HUCTOYHUKHU, HU3NAHHBIC B
nocjieqHue 3 roja, a TaKKe HbIHE ACUCTBYIOLIME HOPMATHBHO-NPABOBBIE AKTBI, PEryJIUPYIOLINE
OTHOLIEHHsI, paccMaTpuBaeMbie B pedepare.

B MNPUITOXKEHUA CIEAYET OTHOCHUTD BCIIOMOTaTEJIbHBIN Martepuall, KOTOprfI MpU BKIIFOYUCHUU
B OCHOBHYK 4YacTb paboThl 3arpoOMOXAaeT TEKCT (TaOnumbl BCIOMOTATEIbHBIX JAaHHBIX,
UHCTPYKLNH, METOIUKH, (POPMBI TOKYMEHTOB H T.I1.).

Odopmnenue pedepara
[Ipu BBIMONHEHUM BHEAYIUTOPHOW CAMOCTOSITEIBHONW padoThl B BUAE pedepara HEOOXOIUMO
coOroaaTh crenyronue TpedOBaHUS:
® Ha OJHOH CTOpPOHE JHucTa Oenoit Oymaru ¢popmara A-4

e pasmep mpudrta-12; Times New Roman, user - uepHbIii

e MEXAYCTPOUYHBIN MHTEPBAJ - ONUHAPHBIN

e IIOJI HA CTPAHULIE — pa3sMep JIEBOro Mot — 3 ¢M, Ipasoro- 1,5 ¢M, BepxHero-2cm, HUXKHEro-
2cem.

¢ 0T(QOpPMATHPOBAHO MO IHUPHUHE JIUCTA

® Ha NEepPBO CTPAHHUIE HEOOXOIUMO HU3JIOKHTD TUTaH (conepkanne) padboTsl.

® B KOHIE pabOThl HEOOXOIUMO yKa3aTh UCTOYHHUKH UCTIOJIB30BAHHON JINTEPATYpPhI

[ ]

HYMepaLusi CTPAHHL TEKCTa —BHU3Y CTPAHMLIbI, TIO TIPABOMY Kparo.
Crucok HCIONTb30BAHHBIX UCTOYHHUKOB AOJDKEH (POPMHUPOBATHCS B aI()aBUTHOM MOPSIKE IO
¢dammnu aBTOpoB. JluTeparypa 0OBMHO rPyNNUPYETCS B CIUCKE B TAKOH MMOCIIEIOBATEIBHOCTH:

1.  3akoHOJaTeIbHBIE U HOPMATUBHO-METOAMUECKHE JOKYMEHTBI U MaTEPHAJIBL,

2. crmenMajbHas HaydHas OTEYECTBEHHas W 3apyOekHas mureparypa (MoHorpadwuwu,

yueOHMKH, HAy4HbIE CTATbH U T.11.);
3. CTaTUCTHYECKWE, WHCTPYKTUBHBIE M  OTYETHbIE MaTepHalbl MPENNPHATHH,
OpraHu3alui U yUYpEeKACHUN.

BxiroueHHast B CHHCOK JIMTEpaTypa HyMEPYEeTCsl CIUIOLIHBIM IMOPSAKOM OT MEPBOTO [0
NOCJIETHETO Ha3BaHUSI.

ITo kaxnmoMmy JUTEPaTypHOMY HCTOYHHMKY VKa3bIBAe€TCSA: aBTOpP (WMJIM TPyIa aBTOPOB),
NOJTHOE Ha3BaHME KHUTH MJIM CTAThH, MECTO U HAMMEHOBAHUE M3AaTeIbCTBA (IS KHUT U OpOLIIop),
roA WM3JaHUS, IUIA JKyPHAJIBHBIX CTaTe€H yKa3bIBA€TCSl HAMMEHOBAHME JKypHasla, TOX BBIMTYCKA H
Homep. 1o cOopHuKkam TpyaoB (cTaTell) yka3pIBaeTCsl aBTOP CTaThH, €€ Ha3BaHUE U Jajiee Ha3BaHUE
KHUTH (COOPHHKA) U €€ BBIXOIHBIC TaHHbBIE.

[Ipunoxkenust ciepyer opoOpMIATL Kak MPONOJDKEHHE pedepara Ha €ro MoCHenyroInX
CTpaHHIIAX.

Kaxxnoe nmpuioxeHne NOMKHO HAUYMHATBCSA C HOBOH CTpaHULBI. BBepXy cTpaHHIBI cripaBa
ykazbiBaeTcsi cinoBo "llpunoxkenne" u ero Homep. llpunokeHue MODKHO HMETh 3aroJiOBOK,
KOTOPBII pacrojaraercss Mo LEHTPY JIUCTa OTHENbHOH CTPOKOH M IedaTaercsl MPONHUCHBIMU
OykBaMu.

[Ipunoskenus ciaenyeT HyMepoBaTh MOPSIAKOBOM HyMepauuneil apabckumu udpamu.

Ha Bce mpmioskeHust B TeKCTe padOThI HODKHBI OBITh CCBUIKH. Pacmonarate NpHIIOKEHHS
CJIEAYET B MOPSAKE MOSIBICHUS CCbUIOK Ha HUX B TEKCTE.

Kpurepun ouenku pedepara

Cpoxk coaum rotoBoro pedepara onpenensercs yTBep KIeHHBIM rpauKoM.

B crnyuae oTpuIaTenbHOrO 3aKIIIOYEHUs] MPETOAABaTeNst CTYACHT 00s3aH nopaboTarh Wiu
nepepabotare pedepar. Cpok nopaboTku pedepara yCTaHABIUBAECTCS PYKOBOAUTENIEM C YYETOM
10



CYLTHOCTHU 3aMe4YaHuil u 00beMa HeOOX OTMMON TOpadOTKU.

Pedepar ouenuBaercs o cucreme:

Onenka "oTnuuHO" BBICTABIACTCS 3a pedepar, KOTOPbIH HOCUT HCCIENOBATEIbCKUN
XapakTep, COAECPIKUT TPAMOTHO H3JIOKEHHBIH MaTepHaj, ¢ COOTBETCTBYIOLIMMU OOOCHOBAHHBIMU
BBIBOJAMH.

Ouenka "Xxopowo" BBICTABISIETCS 32 TI'PAMOTHO BBIMOJIHEHHBII BO BCEX OTHOIIEHUSX
pedepat npu HaUUK HEOONBIINX HEJOUYETOB B €0 CONEP KaHUU UIH O(POPMIICHHH.

Onenka "ynoBIETBOPUTENBHO" BBICTABISIETCA 32 pedepaTr, KOTOPBIH YAOBIETBOPSET BCEM
NpeabsBIsEMbIM TPeOOBAaHMSM, HO OTJIMYAETCS MOBEPXHOCTBIO, B HEM MPOCMATPHBAETCS
HETIOCJICAOBATENIbHOCTD M3JIOKEHUS] MaTepUaa, PeICTaBIeHbl HEOOOCHOBAHHBIE BBIBOMBI.

Onenka "HEYIOBIETBOPUTENBHO" BBICTABISIETCS 3a pedepar, KOTOpPBIH HE HOCHUT
HCCIIEIOBATEIILCKOIO XapaKTepa, HEe COACPIKUT aHAJIM3a UCTOYHUKOB M MOAXOJOB IO BBIOPAHHOH
TeMe, BBIBOZBI HOCST JIEKJIAPATHBHBIN XapakTep.

CtyneHT, He TPEACTAaBUBLIMN B yCTAHOBJIEHHBIH CPOK TOTOBBIA pedepar Mo IUCIHILTHHE
yueOHOro  IUIaHa WM TpenctaBuBIIMA  pedepar,  KOTOpeIi  OBLT  OLEHEH  Ha
«HEYNIOBJIETBOPUTEIBHO», CUUTAETCS HMEIOIIUM  aKaAeMHYECKYK 3aJ0JDKEHHOCTb H  HE
JOIMYyCKaeTCsl K cjaue 3K3aMeHa Mo JaHHOH TUCIUTUIHHE.
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MeTtoanueckne PE€KOMECHIALHNHA 110 HOAT0OTOBKE IPE€3CHTAHU

KoMIprOTepHYIO MPE3eHTALNI0, COMPOBOXKIAIOUIYIO BBICTYIUICHHE NOKJIAT4YUKa, yaoOHee
BCEro moAroToButh B mporpamme MS PowerPoint. [IpeseHTranmns kak JOKYMEHT MPENCTaBIsET
co0oH MOCIenOBaTEIbHOCTD CMEHSFOIINX APYT APYTa CIANIOB - TO €CTh JJIEKTPOHHBIX CTPAaHHYEK,
3aHMMAIOIINX BEChb 3KpaH MoHMTOpa (0e3 mpucyTcTBUs mMaHened mporpammsl). Yame Bcero
JIEMOHCTpALHs MPE3EHTALNN POeHHPYETCs Ha OONBILIOM SKpaHe, PeKe — Pa3aaeTcsi COOPaBLIMMCS
KaK nedaTrHelii Marepuan. KoaudecTso cnaiioB aleKBATHO COAEP>KAHUIO U MPOAOJIKUTEIBbHOCTH
BBICTYIUICHHS (HapUMep, Ut S-MUHYTHOTO BBICTYTUIEHHS] pEKOMEHAYETCs HCIIONIb30BaTh HE Ooee
10 caiinos).

Ha nepBom craiine o0s13aTebHO MPEACTABISETCS TEMa BBICTYILIEHUS M CBEIEHHs 00 aBTOpax.
Crenyromue ciaiipl MOKHO IOATOTOBUTbD, UCTIONB3YS IBE PA3JINYHBIE CTPATEIHH UX MOATOTOBKH:

1 cTpaTerusi: Ha CAibl BHIHOCUTCS OMOPHBIA KOHCIEKT BBICTYIUICHHUS] M KJIFOUEBBIE CJIOBA C
TeM, YTOOBI IOJIb30BAThCA HUMH Kak IUIAHOM JUIsl BBICTYIUIEHHs. B 3ToM ciydae k crnaiigam
NPEIbSBISIOTCS CIenyoImue TpeOOBaHUA:

" 00BEM TEeKCTa Ha claiife — He OoJbine 7 CTPOK,;

"  MapKHUPOBAHHBIH/HYMEPOBaHHBII CIIUCOK CONEPKUT HE Oosee 7 3JIEMEHTOB,

"  OTCYTCTBYIOT 3HaKHU MYHKTYallMH B KOHLIE CTPOK B MAPKUPOBAHHBIX U HYMEPOBAHHBIX
CTIHICKAX;

* 3HauMMasi HHQOPMALHS BBIICISIETCS C MOMOIIBIO LIBETA, KerJis, 3)(PEeKTOB aHMMAaLIUH.

Ocobo BHMMATEJNIbHO HEOOXOIOMMO IMPOBEPHTh TEKCT HA OTCYTCTBHUE OIIMOOK M OIEYaTOK.
OcHoBHast omuOKa Npu BEIOOPE AAHHOW CTPATETHU COCTOHUT B TOM, YTO BBICTYIAIOIINE 3aMEHSIOT
CBOIO PeUb YTEHHEM TEKCTa CO CIIal0B.

2 crTpaterus: Ha Ciaiabpl nomemaercs (akTHdeckuidi Marepwan (TaOnunbl, rpaduky,
¢dororpaduu M mp.), KOTOPBIH SBISIETCS YMECTHBIM M OCTATOYHBIM CPEACTBOM HAIISAHOCTH,
IIOMOTAeT B PACKPBITUM CTEP)KHEBOW MIEH BBICTYIUIGHHS. B »3ToM cnydae k craiimam
NPEObSBISIOTCS CIenyoIue TpeOOBaHUA:

* BBIOpaHHBIC CPEACTBA BU3yanu3auuu HHPoOpMauuu (TaOnuubl, cXxembl, Tpapukud U T. A.)
COOTBETCTBYIOT COJEPIKAHMIO;

"  JCNOJNB30BaHbl WIIIOCTPALIMM XOPOIIErO KaudecTBa (BBICOKOTO pa3pelleHHsi), ¢ YETKUM
n300paskeHreM (KaK MpPaBHIO, HUKTO M3 MPUCYTCTBYIOLINX HE 3aUHTEPECOBAH BUYUTHIBATHCS
B TEKCT Ha BAILIIUX CJIafilax U BCMATPUBATHCS B MEJIKHE HILTFOCTPALIAN),

MaxkcumanpHOE KONMMYeCTBO Tpaduueckoil MHGOPMALMU HAa OJHOM ciaiie — 2 pUCYHKa
(pororpaduu, cxembl U T.A.) C TEKCTOBBIMH KOMMEHTapusMH (He Oojiee 2 CTPOK K KaKIOMY).
Haubonee BaxHast nHGOpMALUS TOJKHA PACTIONAraThCs B IEHTPE SKpPaHa.

OcHoBHast omubka TpU BBIOOPE MAHHOW CTpPAaTerMH — «COPEBHOBAHUE» CO CBOHMM
WIIFOCTPATHBHBIM MAaTEpUANIOB (ayIUTOPHH HE MPEAOCTABISAETCS NOCTATOYHO BPEMEHH, YTOOBI
BOCIIPHHAThL MaTepuan Ha chaigax). OObmuHbI crnadin, 0e3 3¢ddexroB aHUMaMM TOKEH
JIEMOHCTPUPOBAThCs Ha 3KpaHe He MeHee 10 - 15 cexyHa. 3a MeHblIee BpeMsl IPUCYTCTBYIOLINE He
yCIIeeT OCO3HATh cozeprkaHue cnaina. Eciam kakas-To KapTUHKA MOSBUJIACH HA 5 CEKYHI, a TIOTOM
TYT K€ CMEHWJIach APYrod, TO ayAMTOpUs OyAeT CUWUTaTh, YTO JOKJAAYUK €€ TIIOATOHSET.
ObparHoro (mo3uTHBHOTrO) 3¢¢deKTa MOXKHO JOCTHUTHYTh, €CJIH JOKJIATYNK MPOJUCTHIBAET
MHOXECTBO CJAaWIOB CO CIOXXHBIMH TaONMLAMH M AMAarpaMMaMiy, roBopst mpu 3TtoM «Bot TyT
NPUBEACH PA3HOTO POAA GCHOMO2AMENbHbIH MAaTEpPHal, HO s €ro XO4dy NPOMyCTUTh, YTOOBI He
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neperpyarb BBICTYIUIEHUE moapoOHocTsiMIy». [IpaBna, Takoil mpueM Aenatb B HAYale U B KOHYeE
NPE3EHTALNH — PUCKOBAHHO, ONTHMAJIbHBIN BAPUAHT — B CEPEANHE BBICTYILJICHHUSI.

Ecnu Ha cnaifime mpuBOAUTCA CIOXKHAs OUarpaMma, €¢ HeoOXOOMMO NpPEABApUTH BBOIHBIMHU
cnoBamu (Hampumep, «Ha 3TOH muarpamMMe NPUBOOUTCA TO-TO U TO-TO, 3€JIE€HBIM OTMEUEHBI
nokasaren A, CHHUM — Tmokasarenu b»), ¢ Tem, 4roObl naTh BpeMsl ayAMTOPUU Ha €€
paccMOTpPEHHe, a TOJBKO 3aTeM MPUCTYIATh K ee 00cykaennto. Kaskaplii ciaiin, B cpeHeM TOIKEeH
HAXOIUTBCS Ha 5KpaHe He MeHblue 40 — 60 cekyHn (6e3 yuera BpeMEHU Ha CIy4aifHO BO3ZHUKIIEE
oOcyxneHue). B ¢Bs3M ¢ 3TUM Jlydiie HACTPOHUTD MPE3CHTALMIO HE Ha aBTOMATHYECKUH MOKa3, a Ha
CMEHY CJIaliJIOB CAMUM JOKJIATUYUKOM.

Ocobo0 TmarenbHO HEOOXOAUMO OTHECTHCH K oghopmiaenuio npeszenmayuu. JIast Bcex cnainos
MPE3CHTAIMH IO BO3MOXKHOCTH HEOOXOIMMO HCIOJIB30BATh OAMH U TOT ke madjaoH ohopMIIeHHS,
KErJIb — JIJIs1 3ar0JIOBKOB - HE MEHbLIe 24 MyHKTOB, Ui HHpOpMaLuy - 111 UHPOpPMALIUU HE MEHee
18. B npe3eHTalUsAX HE NPUHATO CTABUTH MEPEHOCHI B CJIOBAX.

ITonymaiiTe, He OTBiekaliTe JU Bbl CiyllaTeleil cBoel e mpe3eHTauuel? fpkue Kpacky,
CJIOJKHBIC IBETHBIC TOCTPOCHUS, U3JIULIHASI AHUMALUS, BBITPBITHBAIOIINI TEKCT HIIH WILTIOCTPALHS
— HE caMoe Jydlllee IOMOJIHEHHEe K HAaydYHOMY MAOKJany. Takie HEXeJaTelbHbl 3BYKOBBIC
3¢ deKThl B X01e AEMOHCTPALNY MTpe3eHTaunu. Hanmydmumy SBIsIFOTCS KOHTPACTHBIE BeTa (hOHA
u TekcTa (Oenbli OH — YepHBIH TEKCT, TEMHO-CUHUI (POH — CBETIIO-KEITHIN TEKCT U T. A.). Jlyurue
HE CMEIINBATh Pa3HbIE THIBI MPU(PTOB B OAHOH npe3eHTaunu. PekoMeHayercs: He 370ynoTpedisaTh
MPOMHUCHBIMU OYKBaMH (OHHM YHTAIOTCS XYXKE).

HekontpactHble crnaiinbl OyayT CMOTPEThCA TYCKJIBIMH M HEBBIPA3HUTEIBHBIMHU, OCOOCHHO B
CBETJIBIX ayAUTOpHUsX. JJis jydinell OpMeHTALMH B MPE3EHTALMUU MO XOAY BBICTYIUICHHS Jy4IIe
NpOHyMepoBaTh ciaiael. JKematenpHo, 4TOOBI HA Claiiax OCTABAJIMCH MMOJIA, HE MeHee 1 cM ¢
KaXI0i CcTOpoHbL. BcemomorarensHas wHpopMmauus (YIpaBisiOllNe KHONKH) HE IOJDKHBI
npeobiagath HaJ OCHOBHOW wuH(popManued (TekcToM, WuocTpauusmu). Hcnonb3oBarh
BCTPOCHHBbIE 3(P(PeKThl aHUMAIMM MOXHO TOJIKO, Korga 0e3 sToro He oOOHTHCH (Hampumep,
MOCJIEIOBATENIbHOE TIOSIBJICHHE 3JIEMEHTOB Juarpammsbl). J[ns akneHTHpOBaHWs BHUMAaHMS HA
KaKOH-TO KOHKPETHOW MH(POPMALIMH cllaiiia MOXKHO BOCIIOJIb30BATHCS Ja3€PHON YKa3KOMH.

JlmarpaMMbl TOTOBSITCS] C HCITOJIb30BAHHEM MacTepa JuarpaMm TabiarmdHOro mnporeccopa MS
Excel. [lns BBOAA YMCIOBBIX JAHHBIX HCIOJNB3YETCS YUCIOBON (OpMaT ¢ pasnienuTeneM TPy
paspsnoB. Ecnm paHHBIe (NMOANMUCH MAAHHBIX) SIBISIIOTCA  JPOOHBIMH YHCJIAMH, TO YHCIO
O0TOOpaKAEMBIX JECSITHUYHBIX 3HAKOB JOJUKHO OBITh OAMHAKOBO IUJISl BCEH TPYIIIBI STHUX NaHHBIX
(Bcero psima moanmcel NaHHBIX). JlaHHBIE U OANMCH HE JOJDKHBI HAKJIAABIBATHCS APYT Ha pyra u
CJIUBATBHCS € rpadUUeCKUMHU 3JI€MEHTaMH nuarpammbl. CTPYKTYpHBIE AHArpPaMMBbl TOTOBSTCS TIPU
MOMOIIM CTAHIAPTHBIX CpencTB pucosanus nakera MS Office. Ecnu npu ¢popmatupoBanuu crnaiina
€CTb HEOOXOJMMOCTh MPOMOPLUOHATIPHO YMEHBIINTh pa3Mep AUarpaMMbl, TO pasMep IpPHUPTOB
PEKBU3UTOB JIOJDKEH OBITh YBEJUUEH C TAKMM PACYETOM, YTOOBI peanbHOe OTOOpaskeHHe OOBEKTOB
IararpaMMbl COOTBETCTBOBAJIO 3HAYEHHSIM, YKa3aHHBIM B TaOiuue. B Tabnnumax He MOKHO ObITh
bonee 4 crpok m 4 cromOLHOB — B MPOTUBHOM Cllydae NaHHble B Tabmume Oymer mpocTo
HEBO3MOXXHO YBUIETh. Sueliku ¢ Ha3BaHUSIMHU CTPOK M CTOJIOLIOB M HaubOoyee 3HAUMMBbIE JaHHBIE
PEKOMEH/TyeTCs BBIIEINSATD [IBETOM.

TabnuuHass nHpOpPMALMS BCTABISIETCS B MaTepHANbl Kak TaOJHLIa TEKCTOBOTO IpoIeccopa
MS Word unmu tabnmuunoro mpoueccopa MS Excel. Ilpu BcTaBke TaOmuibl Kak OOBEKTa H
NPONOPLMOHAIPHOM M3MEHEHHH €€ pasMepa peaibHbIil oToOpaskaeMblil pasmep mpudra TOKEH
ObITh HEe MeHee 18 pt. Tabmuis! 1 AHarpaMMel Pa3MELIaOTCs Ha CBETIIOM HIIH OesioM (poHe.
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Ecnu Bel npennodnTaere BOCMONB30BATHCS TIOMOLIBIO OMEpaTopa (YTO TOXKE BO3MOXKHO), &
HE JINCTAaTh CJIA/Ibl CAMOCTOSITENIbHO, OUYEHbB IMOJIE3HO MPENyCMOTPETh CChUIKU Ha CIIalabl B TEKCTE
noknana ("Cnenyroumii cnaiin, noxkanyiicra...").

3aKIIOUUTeNbHBIA CIalia Mpe3eHTauuy, coaepkammii Teket «Crnacubo 3a BHUMaHHUE) WM
«KoHewy, Bpsa Ju mpuemsieM AJsl MPE3EHTALUH, COMPOBOKAAOINEH MyOJHYHOE BBICTYIUICHHUE,
MOCKOJIbKY 3aBEPILISHHE IMOKa3a CNAHMOB elle He SIBJIIeTCS 3aBepIIeHHeM BbICTyIUIeHHs. Kpome
TOrO, TaKWe CIANIbL, Tak ke Kak U chain «Bompochl?», AyOMUpPYIOT YCTHOE COOOIIEHHE.
OnTuManbHBIM BapUAHTOM MPEACTABJISIETCS MOBTOPEHHE MEPBOrO Cilaiia B KOHLE MPEe3eHTALUH,
MOCKOJIbKY 3TO JaeT BO3MOKHOCTDb €LIe pa3 HAIOMHHUTDH CJIYIIATENSIM TEMY BBICTYIUICHHS M HMs
JOKJIQTIUKa U MO0 MEPEeHTH K BOIpocaM, JINOO 3aBEPIINTD BLICTYILICHHE.

Jnsi mokasa (aitn mpeseHTauuu HEOOXOAMMO COXpPaHUTh B (opmare «JlemoHcTpaums
PowerPoint» (®aiin — Coxpanuts kak — Tun ¢aiina — Jemoncrpauus PowerPoint). B sTom
CJly4yae MPe3CeHTALsI aBTOMATUYECKH OTKPBIBAETCS B PEIKUME TOJTHO3KpaHHOTo mokasa (slideshow)
U ciyiiaTesu u30aBieHbl Kak OT BHaa pabouero okHa mporpammbl PowerPoint, Tak u oT motepp
BPEMEHU B Ha4aJje 10Ka3a MpPe3eHTalNH.

[Tocne MOAroTOBKYM MPE3EHTALNH MTOJIE3HO MPOKOHTPOJIUPOBATH CeOst BOPOCAMHU:

e YIAJOCh JIU IOCTUYh KOHEYHOW LENU MPE3CHTAINH (YTO YOAJIOCh ONPENEINTb, OObSICHHTD,
NPEIJIOKUTD WITH MTPOAEMOHCTPHPOBATD C MIOMOIIBIO Hee?);

e K KaKUM OCOOEHHOCTSIM O0OBEKTa MPE3CHTALNH YAAIOCh TPUBJIEYb BHUMAHNE ayIUTOPUH?

e He OTBJIEKAET JIM CO3[laHHAas MPe3eHTAalUsl OT YCTHOIO BBICTYIUICHUs?
[Tocne moAroTOBKY Mpe3eHTalny HeOOXOAMMAa PETIETHIHS BBICTYIIIICHHUSI.

14



Kputepun oueHku npeseHTanuu

Kputepun oueHkn

CopnepskaHne OLEHKH

1. ConepsxaTenpHBIN | IPABWIBbHBIA BBIOOP TEMbI, 3HAHUE MpeaMera W CBOOOAHOE

KpUTEpUi BJIAZICHUE TEKCTOM, TIPaMOTHOE HCIOJb30BAHHE  HAYYHOU
TEPMHUHOJIOTUH, UMIIPOBU3ALIUs, PEYEBOM STUKET

2. Jlornyeckuii KpUTEpUN | CTpOHHOE JIOTUKO-KOMITO3ULIHOHHOE MMOCTPOCHHUE peun,
JOKa3aTeJbHOCTh, APTYMEHTUPOBAHHOCTD

3. PeueBoii kpuTtepuii UCTIONB30BAHUE  SI3BIKOBBIX  (MeTadophl,  (Ppa3eosoru3Mel,

MOCJIOBULIBI, TIOTOBOPKU U T.J.) M HES3BIKOBBIX (11033, MaHEPbl U
np.) CPEACTB BBIPA3UTEIBHOCTH, (HOHETHYECKAss OpTraHU3aLUs
pedd, MNPaBUIBHOCTb YAAPEHHs], 4YeTKas OUKLMS, JOTHYEeCKUe
yAAPEHUs U Tp.

4. Tlcuxonornueckuii
KpUTEpUi

B3aUMOJIeicTBHe ¢ ayauTopuel (mpsmMass U oOpaTHasi CBSI3b),
3HAHWE W Yy4YeT 3aKOHOB BOCHPHUATHS pEYH, HCIIOIb30BAHHUE
PA3JIMYHBIX TPUEMOB MPUBJICUEHHSI U AKTHBU3AIIMH BHUMAaHMSI

5. Kpurepuii cobmroneHus
IU3aiH-3PrOHOMUYECKHUX
TpeOoBaHU K
KOMITBEOTEPHOU
npe3eHTauuu

coOmoneHsl TpeOOBaHMUS K TIEPBOMY U TIOCJICOHHM Claiiiam,
npoCieKUBaeTCsi 0OOCHOBAHHAS TOCJIEAOBATENILHOCTD CIANIOB U
uHpoOpMaLMu Ha criaigax, HeoOXoauMoe U JIOCTATOYHOe
KOJMYECTBO (POTO- U BHUAEOMATEPUANIOB, y4eT OCOOEHHOCTEM
BOCIIpUATUSL rpadudeckoll  (MIUTIOCTPATHUBHON) UWH(pOpMaLUHy,
KOPPEKTHOE coueTaHne GpoHa U rpaduky, Tu3aifiH Npe3eHTaluy He
NPOTHBOPEYHT €€ COAEPKAaHHIO, TPAMOTHOE COOTHECEHHE YCTHOTO
BBICTYIUICHUSI M  KOMIIBIOTEPHOTO COMPOBOXKIEHUs, oOIuee
BIIEYATIICHUE OT MyJIbTUMEAUNHON NPe3eHTaluU
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[Tpunosxenue Ne 1

ITepeyeHn TeM AJis MOArOTOBKM pedepara

Paznen 1. CoBpeMeHHbIE TEXHUYECKUE CPEACTBA
yIpaBiIeHus B opuce.
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Tema 1.1. IIporpammMHsbIe cpeacTsa
aBTOMATU3UPOBAHHOTO pabouero mecra

Hanucanwue u 3amura pedepaToB Mo TeMe Ha
BBLIOOD:

1.Cpencra aBTOMaTH3a[MH BBOJIA MH(OPMALTIH
2. Cpencrsa popMaTHPOBAHUS JOKYMEHTA

3. Cpencrea opopmiieHust O0NBIINX JOKYMEHTOB
4. Cpenctsa paboThI ¢ Ta0IMIIAMU B TOKyMEHTE
5. Cpencrsa i1s ynpaBiIeHUs] TOKYMEHTAMU

6. I'padpuueckue BO3MOKHOCTH OOPMIICHUS
TOKYMEHTOB

Tema 1.2. Knaccugukanus cpencts
OPTaHU3ALMOHHON TEXHUKH JIJIsI COBPEMEHHBIX
O(pUCHBIX TEXHOJOTHH.

Hanwucanue u 3amura pedepaToB Mo TeMe Ha
BBHIOOD:

«OpraHu3aoHHast TEXHUKa
«ArmmapaTtypa 1 TEXHOJOTHH ISl IPE3CHTALHH,
KOH(pepeHIH, COBEIAHUID.

Pasnen 2. IlporpammHbIe CpeacTBa CO3JaHUS U
paboThI C TOKYMEHTaMH

Tema 2.1. IIponecc KOMIbIOTEPHON MOATOTOBKH
JOKYMEHTOB

IMonroroBka u 3amuta pedepara: «Hoselimme
TEXHOJIOTHH N€YaTH C MIPUMEHEHUEM NIPUHTEPOB U
MJIOTTEPOBY»

Tema 2.2. IIporpaMmMHOe U TEXHUYECKOE
o0ecriedeHne AJisl KOMUPOBAHMS U OTIEPATUBHOTO
Pa3MHOKEHHUsI TOKYMEHTOB.

ITonroroeka u 3ammura pedepara: «CoBpeMeHHbIE
KOMupoOBaJibHasA TEXHUKA U TEXHOJIOTUN.

Tema 2.3. Cpencrea 006paboTKH JOKYMEHTOB.

ITonroroeka pedepara u 3ammura: «Manas
OpPITEXHUKA»

Tema 2.4 Cpencrsa xpaHeHuUs1, IOUCKA U
TPaHCIIOPTUPOBAHUS IOKyMEHTOB

IToxgroroska u 3amura pedepara: «Cpencrsa u
CHCTEMBbI BHYTPHO(PHUCHOHN TPAHCIIOPTHPOBKU
AOKYMEHTOB (BJ'IGKTpOHHbIX " Ha TPAAUITUOHHBIX
HOCHUTEJISIX )».

Paznen 3. Cpencrsa u CHCTEMBI CBS3H.

Tema 3.1. Knaccudukamus cpencTs nepegadu
uHpOpMaLuu

IToxgroroska u 3amura pedepara: «/{uckpersoe
MIPEACTABICHUE TEKCTOBOU U YUCIOBOU
uHpOpMaTUNY.

Tema 3.2. 3amura nadopmanuu

IMoarotoBka pedepara u 3amura;
«KoMnbeloTepHBIE BUPYCBD).
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[Tpunosxenue Ne 2

Hepequb IIPUMCPHBIX TCM IJIA IIOATOTOBKH HpGBGHTaI_[I/Iﬁ

Paznen 2. IlporpammHble
CpencTBa CO3JaHus I
paboThI C TOKYMEHTaMH

Tema 2.1. IIponecc
KOMIIBIOTEPHOM
MOJATOTOBKU IOKYMEHTOB

IlogroroBka mnpesenrtauun IloaroroBka mpe3eHTALMH Ha TEMY:
«CpenctBa xpaHeHus1 HHPpOpMALTUI»

Tema 2.2. IIporpammuoe u
TEXHUYECKOe
obecrieueHne aust
KOIIUPOBAHUS U
OIepaTUBHOTO
Pa3sMHOKEHUs
JOKYMEHTOB.

ITonroroska npesenTtauuu Ha Temy: «lIporpaMMHOe U TEXHHUYECKOE
o0ecrieueHne sl KOMMPOBAHMSI M OTIEPATUBHOTO PA3MHOKEHUS
JOKYMEHTOBY

Tema 2.4 Cpencrsa
XpPaHCHUs, TTIOUCKa U
TPAHCTIOPTUPOBAHUS
IOKYMEHTOB

ITonroroBka nmpe3entauuu «/cnoap30BaHUE JOKAIbHBIX CETEN s
nepenayy JOKyMEHTOBY.
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WHTepHeT-pecypcsl:

1 WVHdopmaynoHHble TexHonoruu/ http://chyhareva.ru
2. Powerpoint. Yue6Huk /www.tutorialblog.org/ru
3. YyebHoe nocobue: MS Word/ www.panvasoft.com/rus/1311

4. Tporpamma sPlan 5.0 - MHCTPYMEHT 415 YepUYeHUs 3NEKTPOHHbLIX N 3/IEKTPUYECKUX CXEM
/ http ://hamradio.online.ru
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