MunuctepcTBo oOpazoBaHus U Hayku YemsiOnHCKoM 00IacTi
['ocymapcTBeHHOE O1OKETHOE MPO(ecCHOHATEHOE 00pa30BaTEebHOE YUPEKICHUE
«HOxkHO-Y pajabCKHil rOCyIapCTBEHHbIH TEXHUYECKUIN KON

METOINYECKHUE PEKOMEHIALIMN
IO OPTAHU3AILIMU BHEAYJIUTOPHOM
CAMOCTOSATEJIbHOM PABOThHI

10 y4eOHOM JucuuImInie « MeHeaKMeHT»

AJI1 CTYACHTOB CIICIIUAJIBHOCTH

22.02.03 JIuteitHOoE MPOU3BOCTBO YEPHBIX U IIBETHHIX METAJIIIOB

Yensounck, 2020



CocTaBieHbBI B COOTBETCTBHH C OJIOBPEHBI VTBEPXJIAIO

porpaMMoil yaeOHoit [IpeameTHOM (LHUKIOBOM) 3amecTuTeNb TUPEKTOpa
JTUCHMILINHBI «MEHEeKMEHT, KOMUCCHEN no HMP
poTOKOJ Ne
« _» 2020r T.}O. KpamakoBa
« » 2020 r.
[Ipencenarens [TIK

O.E. Ans0beBa

Astop: Komuuna E.A. npenoapasarens FOYpI'TK



AKT COI'JTIACOBAHUA

Ha METOAUYECCKHUEC PCKOMEHAAIUH TI0 OpraHu3anuu BHeayHHTopHOﬁ CaMOCTOSITEIbLHOM paﬁo-
ThI IO JUCHUIIJIHHE

«Meneoncmenmy onsa cneyuanvrocmu 22.02.03 Jlumeiinoe npou3so0cmeo 4épuvix u Yy8emHuvlX Me-
mannoe (no ompaciim) 0az080u NO020MoGKU, paspabomanmnvie npenooasamenem FOdxcro-
Ypanvckoeo cocyoapcmeennoco mexuuueckoeo koaneodwca E.A. Konuunou

Metoanyeckre peKOMEHIAIUH [0 OPraHU3alMN BHEAYJUTOPHOM CaMOCTOSATENBbHON PabOoThI
1o aucuurinHe «MeHeKMEHT» COCTaBIEHbl B COOTBETCTBUH C MPOrpaMMON y4eOHOW JUCIUILIHI-
HBI.
Buner pabot, npennokeHHbIe CTYAEHTaM Ul CAMOCTOSITEIbHON JI€ATEIbHOCTH BO BHEYpOU-
HOE BpeMs, OIpPENEeICHbl COJIEpKAaHHEeM YYeOHOH IMCIUILIMHBI, HAllPaBIeHBI Ha (popMUpoBa-
HUE€ YMEHUH, 3aKPEIJICHUE U CUCTEMAaTU3alMI0 3HAHUW, IIPELYCMOTPEHHBIX MPOrPaMMOM, U BKIIIO-
YaroT B ce0si: TOM YHCIIe:
-paboTa ¢ pa3NTUYHBIMU UCTOYHUKAMU MHQPOpPMAIUH (B T.4. C HOPMATUBHO-CIIPABOYHOM JTUTEpaTy-
poit u InTepHeT-pecypcaMu), HOArOTOBKA MIPE3ECHTAINH;
- COCTaBJICHUE KOHCIIEKTA
- TECTUPOBAHMUE;
- pEelIeHNE CUTYAallMOHHBIX 33/1a4;
- yMEHHE BECTH JICTIOBYIO Oeceny.
B pesynbTaTte BhINOMHEHUS] BHEAYTUTOPHOU CAMOCTOSITEIBHOM PaOOTHI O yUeOHOM AUCITUTUIMHE
«MeHeKMEHT» 00yJaroUNics T0JKEeH: 3HATh!
- COBPEMEHHBIE TEXHOJIOTUU YIIPABIIEHUs IIEPCOHAIIOM.
YMETB:
- OpraHu30BBIBATh PabOTy M 00ECeunBaTh yCIOBHS s IPOGECCHOHATBHO-TUYHOCTHOIO COBEP-
LICHCTBOBAHHUS UCIIOJIHUTENCH.
OO0mwmit 00bEM BpeMEHH, OTBEIEHHOIO Ha CaMOCTOATENbHYIO padoTy, coctaiser 20 yac.
MeTtoauyeckie peKOMEeHJallMM MOTYT ObITh HCIOJB30BaHbl B YUPEKICHHUSIX CPEIHEro IMpo-

(eccruoHaIbHOrO0 00pa30BaHUs.

JUCT  Ky3HeUHOo-nuTeitHoro  guBu3uoHa «OOO UT3  YPAJITPAK»

.Denopos




1.IIOACHUTEJIBHASA 3AITIMCKA

BreayauTopHasi caMoCTOsSTeNbHAasE paboTa CTYJAEHTOB — 3TO TUIAaHUpyeMmas
ydeOHas, y4eOHO-UCCIe0BaTeNbCcKas, HaydYHO-UCCIe0oBaTeNbCcKas paboTta CTy-
JICHTOB, BBITIOJIHSIEMAasl BO BHEAYTUTOPHOE BPEMS I10 33/IaHUIO U MPU METOAMYECKOM
PYKOBOJICTBE TIPETIOaBaTEeNsl, IPU STOM HOCSIIAs Cyry0O WHAMBUAYATbHBIN Xapakx-
Tep.

[{enbro caMOCTOSITENbHOM PAabOTHI CTYIEHTOB SBJISCTCS:

* cUCTeMaTH3aIusl, 3aKpervieHne, YIIyOJieHHe M pPACUIMpeHHE TOTyYeHHBIX
TEOPETUIECCKUX 3HAHUHN M MPAKTUICCKUX YMEHHUH CTY/ICHTOB;

* OBJIQJICHUE MPAKTHUYCCKUMHU HABBIKAMU PaOOTHI C HOPMATUBHON W CIIPaBOY-
HOM JIUTEPATYPOU;

* pa3BUTHE MTO3HABATEIBHBIX CITOCOOHOCTEH W aKTUBHOCTH CTYICHTOB: TBOpYE-
CKOM MHUIIMATUBBI, CAMOCTOSATEILHOCTH, OTBETCTBEHHOCTH U OPTraHU30BAHHOCTH;

* popMUpOBaHUE CaMOCTOSITEIHHOCTU MPO(ECCUOHATBLHOTO MBIIUICHUS: CIIO-
COOHOCTH K TpOo(hecCHOHATEHOMY CaMOPa3BUTHIO, CAMOCOBEPIIICEHCTBOBAHUIO U Ca-
MoOpeau3aIng;

* OBJIQJICHUE TIPAKTUYCCKUMU HAaBBIKAMH TMPUMEHECHHS HWH(POPMAIIMOHHO-
KOMMYHHUKAITHOHHBIX TEXHOJIOTHI B IPO(EeCCHOHATLHOMN NeITeTLHOCTH;

* pa3BUTHE UCCIIEIOBATEIHCKUX YMEHHI.

JIist opraHu3anuy caMOCTOSTENIbHON pab0oThl HEOOXOAUMBI CIEAYIOIINUE YCIIO-
BUSL:

— TOTOBHOCTH CTYJICHTOB K CAMOCTOSITEIbBHOMY TPYY;

— MOTHBAITUS TIOJTYICHUS 3HAHUM;

— HaJIMYKME M JTOCTYIMHOCTh BCET0 HEOOXOIMMOTO Y4eOHO-METOIMIECKOTO U
CIIPAaBOYHOT'0 MaTepHuaa;

— CHCTEMa PETYJISPHOTO0 KOHTPOJISI KauyeCTBA BBIITOJTHCHHOW CaMOCTOSTEIHbHON
paboTHI;

— KOHCYJIbTAIlMOHHASI TIOMOIIIb MTPETNO/IaBaTEIsl.

@DopMBI CaMOCTOSITENIBHOW PaOOThI CTYJEHTOB OIPEICISIOTCS COACpKAHUEM
y4eOHOM TUCIUTIINHBI, CTENIEHBIO TIOJITOTOBIICHHOCTH CTYICHTOB.

BreaynuTopHas camocTosiTeIbHas padoTa 1Mo y4eOHOW TUCIUTIINHE BKIIOYACT
B ce0si:

1) moxaroToBky Kk pedeparam;

2) pabota ¢ *HPOPMAIIMOHHBIMH HCTOYHUKAMMU;

3) cocTaBicHHE TAOJIUIL U CXEM;

4) MOArOTOBKY COOOITIEHUH, COCTABIIEHNE KPOCCBOPIOB.

B pe3ynbpTate BBIMOTHEHUS CaMOCTOATEIBHON pabOTBHl CTYICHT JOJIKEH
chOpMUPOBATD: JIEMEHMbL C1EOYIOUUX KOMUEM eHWUIL



OK 1. IloHumaTts CyIIHOCTh M COLIMAJIBHYIO 3HAYMMOCThH CBOEH OyayIieil nmpo-
deccun, MposSBIATh K HEH YCTONUMBBIN HHTEpEC.

OK 3. Pemrath mpoOsieMBl, OIICHWBATh PUCKH ¥ TPUHUMATh PEIICHUS
B HECTaHJAPTHBIX CUTYalIHSIX.

OK 4. OcyuiecTBisiTh MOUCK, aHAIW3 U OLIEHKY WH(pOPMAIMK, HEOOXOIUMO
JUTSI TIOCTAHOBKY U pelieHus: Mpo¢eCcCHOHANBHBIX 33]1a4, TPO()ECCUOHATBLHOTO U JTNY-
HOCTHOT'O Pa3BUTHSI.

OK 5. Mcnonb3oBaTh MHPOPMALIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH JIJIS
COBEpIICHCTBOBAHHUSA MPO(HECCUOHATBHOM e TEIBHOCTH.

OK 6. PaGoTath B KOJJIEKTHBE W KOMaHE, 00eCIeunBaTh €€ CIUIOYCHHE, d(-
(beKTUBHO 00IIATHCA C KOJIETraMU, PYKOBOJICTBOM, MOTPEOUTEISIMU

OK 9. BeITh TOTOBBIM K CMEHE TEXHOJIOTMH B mpodeccuoHaIbHON
NEATEIIBHOCTH.

[1K 3.1. [InanupoBaTh 3Tarbl BEINOJHEHUS TPOU3BOACTBEHHBIX PabOT

[1K 3.2. Opranu3oBbsiBaTh pabOTy HCHOJHUTEICH MO MPOU3BOJICTBY OTIIMBOK
Ha OTJIEJIbHOM YYacTKe.

3HATH:

- COBPEMEHHBIE TEXHOJIOTUU YIIPABIIEHUS IEPCOHAIIOM.

yMeThb:

- OpraHu30BBIBATH PA0OTy U OOecHeurBaTh YCIOBUS JJiA MPOQPECCHOHATBHO-
JUYHOCTHOTO COBEPUICHCTBOBAHHUS UCTIOJIHUTEIICH.

OOt 00bEM BpeMEHH, OTBEIEHHOTO Ha BHEAYAUTOPHYIO CaMOCTOSITEIIbHYIO
paboty coctapiset 20 Jacos.

OT4eTsl M0 BHEAYJUTOPHOM CaMOCTOSITEIbHOM pabdOTe BBIMOIHSIIOTCS B TETpa-
nsx popmara AS

Kpurepun ouennBanus:

- OIICHKa «OTIUYHO» BBICTABJISETCS OOydaromieMycs 3a paboTy, BHITIOJHEH-
HYyI0 0€301100YHO, B MOJHOM 00BEME C Y4E€TOM PallMOHAJIbHOCTH BBHIOpAHHBIX pe-
IICHU;

- OIIEHKa «XOpOILIO» BBICTABJISIETCS OOydarolmeMmycss 3a paloTy, BBINOJI-
HEHHYIO B TTIOJTHOM 00bE€ME ¢ HEOOJIbIIUMH HEA0UETAMU;

- OIIEHKa «YAOBJIETBOPUTEIBHO» BBICTABIIAETCS OOydaromieMycsi 3a padory,
BBITIOJIHEHHYIO B HE TOJHOM 00beme (He mMeHee 50% MpaBUIIbHO BBIMOJHEHHBIX 3a-
JTaHUK OT 001ero oobeMa padoThl);

- OIIEHKA «HEYIOBJIETBOPHUTEIILHO» BBICTABIIACTCS 00yUaromeMycs 3a padorTy,
BBITIOJIHEHHYIO B HE TIOJIHOM 00beMe (MeHnee 50% MpaBUIILHO BBITIOJHEHHBIX 3a/1a-
HUM OT 00111eT0 00BEMa padOThI).



TemaTnueckui nmjiaad

Ne
TeMbl

Bua BHeayIMTOPHOH CaMOCTOATEIbHOU PadoThI

Oobem
4acoB

Tema 1.1

HOI[FOTOBK& IMPC3CHTAllH.

Tema 1.2

[IpoBeneHne CpaBHUTEIHLHOTO aHAJIN3a ATMIOHCKOTO U aMe-
PUKAHCKOTO MEHEKMEHTA.

Pa3zpaboTka cxembl B3aUMOJACHCTBHUST OpTaHU3AINHA C
BHEIIIHEN CPEHOM.

Tema 1.3

PaGota ¢ nuandopmanmonasiMu ncTouHuKamu: «KBamudu-
KallMOHHBIN CIIPaBOYHHK JIOJDKHOCTEH PYKOBOAMTENCH,
CHCIMAIUCTOB JIMTEHHOTO IIeXa.

Tema 2.1

CocraBiieHUE CTPYKTYPbI y4aCTKa JIUTEUHOTO 1€Xa C y4e-
TOM MPUHLINIIOB PA3AECICHUS TPYIa U PACIPEAEICHUS MMOJI-
HOMOYHM.

Pa3paboTka KapThl MOTPEOHOCTEN CTYJIEHTOB IPYMIIBI.

Tema 2.2

[IpoBenenne aHamm3a BeAyIMX MOTPEOHOCTEN U CIOCOOOB
UX WCIIOJIb30BAHUS B yUCOHBIX IIEIISX.

N3yuyenue pyHKIMHM KOHTPOII TuTelHOoro 1exa. Cocras-
JICHHE MPOTPaMMBbI HCCJIETOBAHUS CUCTEMBI METOIOB
yIpaBJICHUs B JINTEHHOM ITPOU3BOJICTBE.

Tema 2.3

MonenvupoBaHue KOHKPETHBIX CUTYAIMM PUHATUS YIIPaB-
JICHYEeCKUX perieHui. Pa3paboTka pekoMeHaaluii mo pe-
HICHUIO MTPOOJIEMBI.

Tema 3.1

CocraBneHue miaHa 6ece/ibl, COBEIIaHUs IO BHEIPEHUIO
HOBOM TEXHOJIOTUU U3TOTOBJICHUS JUTEHHBIX (DOPM.

Bcero
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Pa3znen 1 OcHOBHBIE IOHATHA MEHEIKMEHTA

Tema 1.1. CyHIHOCTb N XapaKTEPHbIC Y€PTHI COBPEMECHHOI'O MCHEIKMEHTA

esu padoThI:

CucremaTu3anus, 3aKperuieHue, yriayoleHne U paciiupeHne NoayYeHHBIX TEO-
PETUYECKUX 3HAHUHM M MPAKTUYECKUX YMEHHI CTyAEHTOB IO TeMe « CynIHOCTh U Xa-

PAKTCPHBIC YCPThI COBPCMCHHOI'O MCHCIZKMCHTA»

Pa3BuTue ymeHuii noucka, or0opa, CUCTEMaTU3alUA U MPEACTABICHUS yueO-

HOI'0O MaTcpHualia.

3apanue: [loarotoBute npe3eHTanuio Ha TeMy «MeHemkmeHT B Poccumy.
Xon paboThl
1. ITogoOpaTh MaTepuas 1Mo TeMe, UCIONb3ysl PEKOMEHAYEMYIO JIUTEpaTypy U
HNHTEpHET — NCTOYHUKH.
2. O600muTH 1 0OPOPMUTH COOPAHHBIN MaTepual B BUJIC IPE3CHTAIINU (HE Me-
Hee 10 cnaiiioB)

Ilpu evinonnenuu npezenmayuu ciedyem UCNOIb308AMb MEMOOUYecKue peKo-
MeHOayuu npunoxcenus 1.

Tema 1.2. BHemHsisi M BHYTPeHHSSI Cpe/la OPraHU3aluu

esu padoThIi:

VYry6nenue 3HaHUM O BHEIIHEW U BHYTPEHHEHN cpejie OpraHu3aliyi.

dopMUpOBaHUE YMEHUN CUCTEMATU3UPOBATh U aHAJIU3UPOBATH YUEOHBIH MaTe
puai.

3apanme 1: IIpoBecTu cpaBHUTENBHBIN aHAIU3 SIMOHCKOTO M aMEPUKAHCKOTrO
MEHEKMEHTA.

Xona paboTbl

1. U3yuuTs MaTepuan 1o teme
2. OnpenenuTs OCHOBHBIE XAPAaKTEPUCTUKUM aMEPUKAHCKOW M SMOHCKOW MOJENeu

yIpaBJICHUS



3. IlepepucoBaTh U 3aMOJHUTH TaOIUITY 1

Tabnuua 1 - CpaBHUTEIBHBIE XapAKTEPUCTUKN aMEPUKAHCKON M STIOHCKOM MoOjele

YIIPaBIICHUS

SInoHcKkuii MEeHEeIKMEHT AMEPHUKAHCKUH MEHEKMEHT

4. CnenaTth BBIBOIEI
3apanue 2: Pa3zpaboTaTh cxeMy B3aMMOJCHCTBHS OpraHU3aIldd C BHEITHEH

cpenoun
Xon paboThl

1. TIoBTOpUTH U3YUEHHBIN HA YPOKE MaTepUai Mo TEME

2. IlepepucoBath cxemy (puc 1) ¥ 3aTIOTHUTH IMTyCThIE TUYCHKU

{peanTHO-dURAHCOBRE
(HOCPCRHHVH ) (p m{cn#(wm )
/
/
N \
(Paxtops >—l Bupyixa
npons- Hudop- N
BORCTBA OPTAHM3ZAITHA N\ | manis
/ Hudop- (bupma) Hsnenns
Mauua (npoayxTa)
IInara
A Venyru /| Ycoayrn
/ b ofBeNiREHNnS
HOQopMauxs \
/\_ ® / Hndopmansa N
N Mnata / Banocu
Cuexune Qbsegurenua
oprasusau s OPTJHHBQUHQ

Pucynok 1 — Cxema B3auMOACHCTBUS OpraHU3aIliy ¢ BHEITHEN Cpeaoi
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3.C,Z[CJ'I3.TB BBIBOJABI O q)aKTOan BJIMAIOIIMX HAa BHCHIHIOIO CPEAY OpraHn3alun

Tema 1.3. XapakTepucTHKa COCTABJSIIONIUX HUKJIA MeHETKMEHTA

esu padoThI:

dopmupoBaHue 3HAHUM 0 MPOPECCHUSIX TUTEHHOTO MPOU3BOICTBA

OBnazeHne HaBbIKAMHU padbOTHl ¢ MHPOPMAIMOHHBIMU HCTOYHHKAMHU (HOpMa-
TUBHBIMU JOKYMEHTAMM).
3aganme. VM3yuuThb CTPYKTYpy U COJAEpXKaHUE KBATM(PUKAIUOHHOTO CIPABOYHUKA
JTOJKHOCTEW PYKOBOAUTEIIEH, CIEHUAIIMCTOB JINTEMHOTO 1IE€Xa».

Xona paboThl

1. Haiitu kxBasiuprKanimOHHBINA CIIPABOYHUK JOJKHOCTEH PYKOBOJIUTENEH,
CIEIUAIUCTOB JIUTEHOTO 1exa (pea.ot 12.02.2014 r. Ne 96) B npaBoBoii cuctemMe
«Koncynwsrantllmtoc» B rnobanbHol cetu HTEpHET.
2. 3yuuTh CTpYKTYpy KBaTU(UKAIIMOHHOTO CIIPABOYHHKA, TIEPEPUCOBATH B TETPA/Ib
TaOIMIly 2 U 3al0JHUTH Tp.1 TaOIUIBI .

Tabnuna 2 - CTpykTypa u cofiep>KaHue pa3eiaoB eIMHOTO
KBaJU(DUKAIMOHHOTO CIIPABOYHUKA JIOHKHOCTEN PYKOBOAUTENEH, CICIIUATUCTOB

JIUTEUHOTO 1IEXAa

CtpykTypa [Tpodeccus KB. TpeboBanus k paOOTHUKAM JIH- OcHOBHBIEC
JIOKYMEHTa | (CTIeIUaaIbHOCTD) TEWHOT0 MPOU3BOJICTBA 00s13aHHOCTH
(mepeueHb 3HAHUSM U YMEHHSIM | 00pa30BaHUIO
pa3zielioB)

1 2 3 3 4

3. Haiitu paznen | n.1-3 u 03HaKOMUTBCS ¢ TIepedHeM Npodeccuii U CreuaaIbHOCTEH
JUTENMHOT O IPOU3BOCTBA.
4. 3anonaHuTh rp.2-5 Tabauisl 2, BEIOpaB A onucaHus 2 mooblie mpodeccuu

(cenuanabHOCTH)




Tema 2.1 IliianupoBaHue, OPraHU3aNUsA, MOTUBAIUA U KOHTPOJIb
Leab padoTbl: HAYYUTHCA BHICTpAUBaTh B3aMMOCBSI3M BHYTPU OpraHU3allU-
OHHBIX CTPYKTYD.
3apnanme 1: CocTaBbTe OpPraHU3alLMOHHYIO CTPYKTYPY ydacTKa JUTEHHOTO
1exa ¢ y4ToM NMPUHLHUIIOB Pa3esICHHs TPYAa U pacIpeieICHUs TOJTHOMOYHIA.
3aganue 2: Pa3paboraiiTe KapTy NOTpeOHOCTEH CTYIEHTOB
Hcnonb3yss mupamuay mnotpedbHocTedt A.Maciaoy, cOCTaBbTE CBOIO KapTy

notpedHocTel (puc.2).

TBOPYECTBO,
CMOHTaHHOCTb,
pelueHWe 3afay,
HenpesB3ATOCTb,

CGMOpeGﬂ usayusda BOCMpUATHe (haKTOB
caMoyBaXkeHue, joBepue,
LOCTWXKEHHA, yBaXkeH!e
YBaxeHue APYrvMU U APy rux
apyx6a, cembsi, no6OBb,
ﬂpuqacmHocmb NPUHAANEXHOCTb K rpynne nioaen
(huznyeckas, MopanbHas, CEMbH, IS 300POBbS,
e30nNacHoCms Ans paboTbl, ANa cOBCTBEHHOCTU, ANs COB
b pabo 6c pecyp

ObIXaHue, MuLLa, NUTbE, NMONOBOE B/IeYeHHe, COH,
nopaepaHue TeMneparypbl, HCrpaxHeHue

Qu3suonozus

Pucynok 1 - [Tupamuma norpebHocTelt o A.Macioy (amep.IcuxoJior)

[ToTpebHOCTH
B

Pucynok 2 — Kapra notpeGHocTei
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Tema 2.2 CucteMa MeTOI0B yNIPaBJIeHUSA
Leab paGoThl: HAYYUTHCS AHATM3UPOBATH BEAYIIHUE MOTPEOHOCTH U MPUME-
HATh WX B JOCTIIKEHUHU TMOCTABJICHHBIX IIEJICH OpraHU3aIliy, IPOBECTH HCCIICIOBA-

HHA MCTOJOB YIIPABJICHUA HAa COTPYAHUKAX OPTraHHU3alllU.

3apanue 1: IlpoBencHue aHanu3a BEAYIIMX IMOTPEOHOCTEH M CHOCOOOB HX

HUCIIOJIb30BaHU B y‘—IC6HLIX Oeiax.

Xona paboThl
[lepepucoBarh 1 3aMOIHUTH TAOJIUILY, UCIIOJIB3YS MUPAMUIY MTOTPEOHOCTEH 1O
A.Macnoy (3aganue 2 o teme 2.1)

Tabnuua 2 -ITorpedHOCTH U CIOCOOBI UX yIOBIETBOPEHUS

Bua norpedHocTH Cnoco0 npuMeHeHusi NOTPeOHOCTH
(o mupamue morpedHocTel A.Macioy)

3ananme 2: 3yuenue GyHKIMHU KOHTPOJIS TUTEHHOTO TeXa.

Xoxa paboTbl
1. [ToBTOpUTE MPOIICHHBIN HA YPOKE yUeOHBIN MaTepual.
2. BcraBbTe npomyIIeHHbIC ¢lI0Ba (TEXHUYECKUN, TEXHOJOTHUECKUH, KaYeCTBO
OTJIMBOK, MOBBIIICHUE KA4eCTBA, IMOCJIENOBATEIBHOCTD BBINOJHEHUSA, COOTBETCTBUE
KauyecTBa MaTepuaioB, KOHTPOJIb OTJIMBOK, Opak, KOH(Urypalus, IIIOTHOCTh METall-

Ja OTJIMBKH, OTAEN, JUTeHHas OCHACTKA, ITAIl POM3BOJICTBA) B MPEIOKEHUS:

OcCHOBHBIE 3a/1a4U KOHTPOJIS: BBISIBJICHUE MPUYUH OTKJIOHEHUS

OT 3aJIaHHOTO0 U HapyLICHUM npoliecca, pa3paboTka

MEpONPUATHI 110 NPOAYKUNHU; YCTAHOBJIEHUE COOTBETCTBUS PEXKUMOB
U TEXHOJIOTUYECKUX ONEpaluid, MPEAyCMOTPEHHBIX TEXHUYECKOU IO-
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KyMEHTallMel; yCTaHOBIICHUE , TpeOyeMbIX JUIsl MPOU3BOJICTBA OT-

JUBOK U T. [I. MPEXK/Ie BCErO OCYIIECTBIISIIOT BU3YaJIbHO JJIsl BBISBIIC-
HUS WO OTJIMBOK, TOMJIEXKAIIUX HUcOpaBiaeHUto. [IpaBUIBHOCTD
U pa3MepoB MPOBEPSIOT Pa3METKOM, — TUIPABINYECKU-

MU UCTBITAaHUAMU 10T AaBieHueM Boabl 10 200 MIla. Bayrpennue nedekThl BbISB-
JISIOT B CHEIUATM3UPOBAHHBIX JIA00paTOpHsIX. TEeXHMUECKU KOHTPOJIb BO3JIOKEH Ha
TEXHUYECKOTO KOHPOJISI 3aBOA.

TiaTeIbHOMY KOHTPOJIIO TMOJBEPraroT (Momenu, MOAEIbHBIC

IIJINTBI U I[p) U BECh TECXHOJIOTMYCCKUM IMponecC Ha BCCX OTJIMBOK

(KOHTpPOJIb CBOMCTB (DPOPMOBOUYHBIX M CTEP>KHEBBIX CMECEH, yIUIOTHEHUs B ¢dopme,
KauyeCcTBa CTEP>KHEN U MPABUWIBHOCTH WX YCTAHOBKH, XUMHUYECKOTO COCTaBa U TEXHO-

JIOTUYECKHUX CBOMCTB CIllIaBa, TCMIICPATYPbI 3aJIMBKH U T. I[.).
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3ana}me 3: CocraBnenue nporpamMmbl HCCJICAOBaHHUA CHUCTCMBI MCTOJ0B

YIIPaBJICHUA B JINTEHTHOM IIPpOU3BOACTBC.

Ilpozcpamma uccnedosanus cucmembl Memoo08 YnpasieHus 8 IUmeuHoM npou3eo0cmee

v
OOBEKTHI UCCIIENOBAHUS

\ 4
Mertoas! ucclie0BaHus

\ 4

A

[Iporpamma uccienoa-
HUS
KonTtunrenr pabot-

l HUKOB JIUTEUHOT'O
nexa

]_[eJ'IB HCCICOOBaHUA

Komruiekrarus npe-
MPUATUSA KBATUDUIIN- l
POBaHHBIMH KaJIpamH,
ux 3¢ dexTuBHOE HC- IepBuuHas
M0JIb30BAaHUE U PA3BH- JOKYMEHTAIIUS
THE
v TecTbl 1 aHKETEI CO-
Hanpasnenus uccienoBanus HHOJOTHIECKOTO
omnpoca
\ 4
3agaun UcciIeI0BaHNA
\ 4

Enuauie! HaOro e Hus

Pabouue mmmreitHOrO
exa

'

Hayuno-npaktuyeckuii
BBIXOJ(

A 4

Pucynok 3 - [Iporpamma u MeTO/bI HCCIIEIOBAHUS
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Tema 2.3 IIpouecc NpuHATHS pelIeHUs

Ieab padoThI: YACHUTH CYIIHOCTh COBPEMEHHBIX YIPABICHUYECKUX PELICHUMN
1 TpeOOBaHUs K HUM, OJYYUTh HaBBIKH Pa3paOOTKH, IPUHATHS U OLEHKH PELICHUM.

3aganme 1: MogenupoBaHue KOHKPETHBIX CHUTyallUd W INIPUHATHE
YIPABICHYECKUX PEIICHUM.

Xona paboTbl

1. BHMMaTENBHO IPOYUTANTE CUTYALMH, 3a1a4H, TECTHI.

2. OTBeTbTE HA NOCTABJIECHHBIE BOMPOCHL. OOBICHUTE JIOTHKY HNPUHITHS
pelIeHU I

CuryanuonHnas 3agaya 1.

[IpeanonoxxuM, BaM HYKHO KyHUThb METANI000padaThIBAIOMIMI CTaHOK.
VYKaXuTe OCHOBHBIE KpPUTEPUH, HA OCHOBAHUU KOTOPHIX Bbl OyJeTe NpPUHUMATb
pelIeHne K OKYIKE CTaHKa:

1)

2)

3)

4)

5)

CuryauunonHas 3ajayda 2.

Onpenenure, Kakue pUCKM MOTYT BaM yIrpoKaTh B KaKIOW W3 MPUBEIECHHBIX
cuTyauMii u Kakasg wuHpopmanus notpedyercsa Uisi TOro, 4YTOOBI BBIOPATH
NpaBWIbHBIM METOJ YNPABICHUS BBISIBICHHBIMH PUCKAMH, YKaXXHTE METOJIbI
YIPABJICHHS pUCKAMU.

a) IpU OKa3aHUM YCIYT 110 MPOECKTUPOBAHUIO U pa3pabOTKe KOHCTPYKTOPCKOM

JOKYMCHTAIUH

Puckn Nndopmanus, HeoOxoaumast Meroas! ynpaBieHus

JJId yIIpaBJICHUS PUCKaMHA pUCKamMu
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0) Mpu MOKYIKe METANTI000padaThIBAIOIIEIO CTaHKA

Pucku WNudopmanus, Heobxoaumast MeTtob! ynpaBieHus

JJI1 yIIpaBJICHUS PUCKaMHA PpUCKaMHU

B) IIpH IICPCXOAC HA Ooiee BBICOKOOILIAYHMBACMYIO pa60Ty

Pucku WNudopmanus, HeoOxoaumast MeTtobl ynpaBiaeHUs

AJI yIIpaBJICHUS PUCKaAMHA PpUCKaMHU

CuryaunonHas 3agaua 3. PaccMoTpuTe CUTyalluu U TaiTe OTBET.

3.1.Kak mpaBwio, s OBICTPO MPUHHUMAIO PEIICHUS TIO0 MEJIKUM BOIPOCAM.
OpHako Korja CTaJIKMBalOCh C KPyIHBIMU IpoOiieMaMu paboThl OTAENa, IPUXO0XKY B
CMSITEHHE OT BCEX «3a» MU «IpoTuB». Kak 3HATh, YTO NPUHHUMAIO TPABUIBHOE
peuieHue?

3.2. lTlo3unuu mnpeanpusThs Ha pPbIHKE YKpenwiuchb. Mbl XOTHUM CTaTh
OTKPBITOM aKIIMOHEPHOW KOMIAaHWEH, YTOObl UMETh BO3MOXKHOCTh (PMHAHCHPOBATH
nanpHeHmmiA pocT. C KaKUMH TPOOJIeMaMHi MOYKEM BCTPETUTHCS?

3.3. 4 cuuraro ce0si KOMIETEHTHBIM MEHEIKEPOM, HO MEHSI My4aeT MBICIb O
HeyJlauax, YBOJIbHEHUH U Npounx Oexax. UTo MHe nenath?

3.4. 51 otHOHIyCH K OOpuaM u nobeautensiM. Bo3MOXKHOCTBH cTpecca MEHsl He
O6ecrniokout. He cTpailiHo 1, 4TO 3TO MEHS HE BOJIHYET?

Bomnpocsr:

- Kak BBl cunraere, 4yTO NEPBUYHO NPU NPUHATHU PELICHUM KOMITAHUEH -

JIEHBbI'W WJIN JIIOIU?
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- Hackonpko BaKHO NPUHATH PEUIEHUE B KPU3UCHBIA MOMEHT, JAXE €CIIH OHO
HEeBEpHOE?

- Kak BbI cuntaete, kakue (pakTopbl HEOOXOAMMO YUUTHIBATH, PEIIas BOMPOC O
pacupenun komrnanuu. Kakue mnansl cienyeT pa3padoTaTh C LENbl0 00ecrieueHUs
owIcTpOTrO pocTa?

- Kak BBI cunTaeTe, MOXHO JIM HAYYUTHCS OBITh JIUIEPOM?

- EcrecTBeHHO, UTO KaxJas yOpaBieHUecKass JOJDKHOCTh TpeOyeT
OTPENICICHHBIX yMEHMM U KadecTB. OJHAKO MOXHO JHU ONPEACIUTh O0OIIue
TpeOOBaHUS K MEHEKEPY?

- VYKaxure, Ha OCHOBAaHHM, KAaKUX KpPUTEPUEB BBl OyJETE OIEHUBATH
albTEpHATUBHBIC  PEIICHUS,  HaNpaBJICHHbIE  Ha  TMOBBIIIEHHE  KauecTBa
BbIpa0aThIBAEMBIX BAIlIUM MPEATPUSITHEM JIUTHIX JETAICH:

1)

2)

3)

4)

5)

- yKa)KI/ITG, KaKn€ M3 MCPCUHCICHHBIX B Ta6J'II/II_[€ HAaBBIKOB IIO CTCIICHH

3HA4YUMOCTH Tpe6y}0T051 PYKOBOAUTEIAM HH3UOICTO, CPCAHEIO MW BBICHICTO

3BCHA.
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Tabnuna 3 - HaBeiku MeHeKepa

Crernenp
3HAUUMOCTH

A

b

B

TexHonornueckue
HaBBIKH

YMeHue criaunBaTh

YMeHue npeBUICTh

YMeHue criaunBaTh

YMeHne IJIAaHUPOBATDb

YMeHue cIjiauyruBaTh

YMmenne IIPOABIIATD
HWHHUIUATUBY

TexHonorunyeckue
HAaBBbIKH

YMmeHue HNITU Ha KOMIIPO-
MHCC

YMeHue uaTu Ha KOM-
MPOMKCC

YMeHue uartu Ha KoM-
MPOMKCC

YmMmeHue ITPUBJICKATD K ccoe

YMeHne II1aHnpoBaTh

YMeHue npeiBuieTh

YMeHue M1aHupOBaTh

‘YMeHue BOCIIUTHIBATh
IO TYMHEHHBIX

‘YMeHue TBOpUECKHU pac-

CY)X1aTb, MBICIINTb

YMmeHue ObICTpO MPUHUMATH
TPE3BBIC PEIICHUS

3aganme 2. PazpaboTka pekoMeHIaIui Mo PEMICHUIO TTPOOJIEMBI.

Omnpenenure 2 BO3MOXKHBIE TPOOJIEMBI B JIMTEHHOM MPOU3BOJCTBE. OmnuiimnTe

MpoOJIEMHYIO CUTYAIMIO U CIIOCOO €€ pa3pelleHus.

Xona paboTbl

Hcnonb3yiiTe anropuT™ Ajisi pelieHus mpoOIeMBbl:

1. TouHO ¥ MpaBUWILHO CHOPMYITUPOBATH MPOOIIEMY;

2. 0003HAYUTH KEITAEMbIN PE3YNIbTAT;

3. HaWTH NyTh(H) PEIICHHUS;

4. nelCcTBOBATh.

17




Tema 3.1 Ctuim ynpaBJjieHUs1, KOMMYHUKALINH, IPUHIIMIIBI 1€JI0BOT0 00 IIEHUS

Hean padorbi: OTpaboTKa HABBIKOB MOJATOTOBKH JICJIOBBIX COBEIIAHUM.

3apanue 1: CocrapieHue 1aHa Oecejibl, COBEIIAHUSA 0 BHEIPEHHUIO HOBOM

TEXHOJIOTHH U3TOTOBJIECHUS JINTEHHBIX (POPM.

XoJ paboThl

1. IToBTOpUTE YUEOHBIN MaTEpUal U ONPEACTUTEe (HAMUIIUTE) YEM OTINYAETCS
Oecena OT COBEILIAHUS.

2. Beinumnre npuMepHbIN anropuTM Oecenbl. B cOOTBETCTBHM € aIrOpUTMOM
ONUIIUTE MPUMEPHBIE IEUCTBUS yYaCTHUKOB Oece/ibl (IU1aH), OPUEHTUPYSACh HA TEMY
Oecenpl.

3. BeimummTe npuMEpHBIN aNTOPUTM ITOATOTOBKY U ITPOBEIEHUS COBEIIAHUS.
B cooTBeTCTBHHU € aNTOPUTMOM ONUIINTE CBOU JEHCTBHS MPU MOATOTOBKE U
MIPOBE/ICHUH COBEILIAHUA U JEHCTBUS YYACTHUKOB COBEIIAHUS (IJIaH), OPUEHTUPYACH
Ha TEMY.

4. OtBethTe Ha Bompoc: «Kakyto ¢popMy oO1ieHus 1ienecoodpasHeit BrIOpaTh

1t 3 PEKTUBHOTO pEeUIEHUsI paccMaTpUBaeMon MpoOIeMbI?»
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Pexomenayemasi iureparypa

1. Hpauesa, E.JI. MenemxmenT [TekcT| : yueOHUK UIsl CTYA. YUPEKACHHIM
cpen. pod. odpazosanus / E. JI. [lpauea, JI.LW. KOnukos. - 2-e u3z., crep. - Mocksa
: U3narensckuit nuentp "Axanemus”, 2018. - 304 c. : un.

HHaTepHET — pecypcehl:

1.  DnexrtponHas 6ubnmuoTeka //_https://www.electrolibrery.info

2.2NeKTPOHHBIN CIPAaBOYHUK KaJPOBUKA: COOPHUK TOKHOCTHBIX HHCTPYKIIUIA
http://instrukciy.ru/tatarnikov/

3. bacoBckuii JLE. MeHemkMeHT [DIeKTpOHHBIM pecypc]: yued. mocodue /
JLE. bacoBcknii. — M.: HHOPA-M, 2014. — 256 c.-Pexum pgocrty-
na:.http://znanium.com/catalog/product/428644

4. Typosen, O. I'. Opranuzanusi NpoU3BOACTBA U YIPABICHUE MPEANPUATHEM
[DnexTponHBIN pecypce] : yueonuk/ O. I'. Typosen, M. 1. byxankos, B. b. Pogunonos
; pen. O. I'. Typogen. - M.: UHOPA-M, 2015. - 506 c. - (Boiciiee obpazoBanue: ba-
KaJlaBpHuar). — Pexxum JOCTyTa:

www.znanium.comhttp://znanium.com/catalog/product/472411

5. CutHukoB, C.I'. IIpon3BOACTBEHHBIM MEHEIKMEHT HA MPEANPUATUAX DIICK-
TPOCBSI3U. YueOHOe MocoOue sl BY30B. [ DJIEKTPOHHBIN pecypc| — DIEKTPOH. JaH.
— M. : Topsuas nunus-Tenexkom, 2013. — 276 c¢. — Pexum npocryna:

http://e.lanbook.com/book/11844
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[Tpunoxenune A
PexoMeHnaanum mno noaAroToBKe npe3eHTanun

IIpasuna wpugmosoeo opopmnenus:
-IIpudThI ¢ 3aceUKaMM YUTAIOTCSA JIerde, 4eM rpoTecku (IpudThl 0e3 3aceuek);
-JI7151 OCHOBHOTO TEKCTa HE PEKOMEHTyEeTCS HCTIONB30BaTh MPOTUCHBIC OYKBHI.

-llIpu¢ToBoif KOHTpACT MOXKHO CO3JaTh IMMOCPEICTBOM: pa3Mmepa HpudTa, TOIIIMHBI
mpudTa, HauepTaHus, GOpMbl, HAIIPABJICHUS U 1BETA.

-IIpaBuna BeIOOpA IBETOBOI TaMMBI.

-1{BeToBas ramMma J0JKHA COCTOSITh HE O0Jiee YeM U3 IBYX-TPEX LIBETOB.

-CylIecTBYIOT HE COUeTaeMble KOMOMHALIUY [[BETOB.

-UepHblil IBET UMEET HETaTUBHBIN (MpayHbIii) TOATEKCT.

-benblil TekcT Ha yepHOM (DOHE YHUTAETCs MII0XO (MHBEPCHS IIIOXO YUTACTCS).
lIpasuna obweti komnosuyuu:

-Ha nmonoce He HOKHO OBITH OOJIBIIIE CEMH 3HAYMMBIX 00BEKTOB, TaK KaK YE€JIOBEK HE
B COCTOSIHMM 3alIOMHUTH 32 OJUH pa3 00Jjiee CeMU MyHKTOB Yero-Jroo.

-Jlorotun Ha nojoce AOHKEH pacroiaraThCs ClipaBa BHU3Y (CJieBa HABEPXY U T. 11.).
-Jlorotun gomxeH ObITh IPOCTON U TAKOHUYHOU POPMBI.
-JIn3aiiH 10KeH OBITh MPOCTHIM, a TEKCT — KOPOTKHM.

-N3o0pakeHusi TOMAaITHUX >KABOTHBIX, JETEH, KCHIIUH M T.I. SBISIOTCS IMOJIOXKH-
TEJIbHBIMH 00pa3aMu.

-Kpynnabie 00beKThI B cocTaBe 000 KOMITO3ULIMU CMOTPSITCS AOBOJIBHO HEBAXKHO.
ApmuHHBIE OYKBBI B 3arojOBKax, KHOMKH HaBUTAIuu BbicoTOW B 40 mukcenew,
BEPCTKA B OJIHY KOJIOHKY mupuHOi B 600 Touek, pa3faenuTesb OJHOTO 1[BETA, paCTs-
HYTBII Ha BECh SKpaH — BCE 3TO NMPUAACT AU3aiHy HENMpo(decCHOHATbHBIN BU/I.

Pexomenoayuu no ouzaiiny npesenmayuu.:

YtoOBI Mpe3eHTalHsI XOPOIIIO BOCIIPUHUMAIACh CIYIIATENIIMA U HE BBI3BIBAJIa
OTPHUIIATEBHBIX SMOIUH (TI0ICO3HATENLHBIX WIIM BIIOJHE OCO3HAHHBIX ), HEOOXOIMMO
coOmro1aTh TIpaBuiIa €€ 0(hOpPMIICHHUS.

[Ipesentanust mpenrnonaraeT codeTaHue WHGOPMAIMM Pa3TUYHBIX THUIIOB: TEKCTa,
rpaguuecKux U300paKEeHUM, MY3bIKAIBHBIX U 3BYKOBBIX 3(()EKTOB, aHUMAIIUU U BU-
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neodpparmMeHToB. [loaToMy HEOOXOAMMO YUHTHIBATH CIENU(PHKY KOMOMHHMPOBAHUS
¢bparmMeHTOB MH(POPMAMK pa3IMYHBIX THIOB. Kpome Toro, opopmiieHre u AeMOH-
CTpamusi KaXJA0ro W3 TIEPEUUCICHHBIX THUIIOB WHOOPMAIUN TaKXKe IOMUUHSICTCS
ompeeIeHHBIM TTpaBuiIaM. Tak, HampuMmep, I TEKCTOBOM MH(PpOpPMAIUKA Ba)KEH BHI-
6op mpudTa, 175 rpaPUIECKO — SIPKOCTh W HACBHIIIEHHOCTH I[BETA, JIsl HAWTydIIIe-
r0 WX COBMECTHOTO BOCHPHUATHS HEOOXOAMMO ONTHUMATHHOE B3aUMOPACIIOIOKCHUE
Ha Cllaje.

PaccmoTpum pekoMeHaauu mo o(OpMIICHHIO U TIPEICTABIICHUIO Ha SKpaHe MaTepH-
aJIOB Pa3IMYHOTO BUJA.

Ogopmnerue mexcmosotl unghopmayuu.

-pazmep mpudTa: 24—54 myHKTa (3ar0JI0BOK), 18—36 MyHKTOB (OOBIYHBINA TEKCT);

-IIBCT HIpI/I(I)Ta U IIBCT (bOHa JOJDKHBI KOHTPACTUPOBATDH (TGKCT HOJIDKCH XOPOIIOo YH-
TaTBC}I), HO HC pC3aTh I'Jla34,

-TuI mpudTa: I8 OCHOBHOI'O TeKcTa riaakuil mpudt 6e3 3aceuek (Arial, Tahoma,
Verdana), 1151 3arojioBka MO>KHO KCIIOJB30BaTh AEKOPATUBHBINA MIPUQT, €CIU OH XO-
POIIIO YHATAEM;

-KypCHUB, MOJYEPKUBAHUE, KUPHBIN MIpUPT, MPONUCHBIE OYKBBI PEKOMEHIYETCS HC-
MOJIb30BATh TOJILKO ISl CMBICJIOBOTO BBIJIETICHUS (hparMeHTa TEKCTa.

Odghopmnenue epaguueckoti unghopmayuu:

-pucyHku, ¢doTtorpaduu, JUarpaMMbl MPU3BAHBI JOMOJHUTH TEKCTOBYIO HH(OpMa-
[IMI0 WK TIepeIaTh ee B 00Jiee HArJISITHOM BU/IE;

-)KeJaTeIbHO N30eraTh B MIPE3CHTAIIMM PUCYHKOB, HE HECYIIIUX CMBICIIOBOM HArpy3KH,
€CJIM OHM HE SIBJIIIOTCS YaCThIO CTUIIEBOTO O(POPMIICHHUS;

-IBET rpauyeckux M300paKeHUU He JOJHKEH pPe3KO KOHTPACTUPOBATh C OOLIUM
CTHJIEBBIM O(hopMIIEHUEM Cllaiifia;

-HWJUIIOCTPAIU PCKOMCHAYCTCA COIIPOBOKAATD ITOACHUTCIBHBIM TCKCTOM;

-eCJIM Tpaduyeckoe n300pakeHne UCIOJIb3YEeTCs B KayecTBe (DOHA, TO TEKCT HA 3TOM
(oHe 10KEeH ObITh XOPOIIO YATAEM.

Anumayus
AHuManoHHbIC Y()PEKTHI UCIIOIB3YIOTCS IS TPUBJICUCHUS BHUMAHUS CITyIIaTeIeih
WJIU JUTISL IEMOHCTPAIMK JUHAMUKH Pa3BUTHsI KaKOTO-THO0 mporiecca. B atux ciyya-
SIX WCIIOJIb30BaHUE aHUMAIIMW OIpaBIaHO, HO HE CTOWT YPE3MEPHO HACHIIIATh Ipe-
3CHTAIMIO TaKUMU d(PeKkTamMmu, HHAYE ITO BHI30BET HETATUBHYIO PEAKIUIO ayIUTO-
pHH.
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38yk:

-3ByKOBOE€ COMPOBOXKJICHUE JOHKHO OTPa)XkaTh CYTh WM MOIYEPKUBATH OCOOEHHOCTH
TEMBI CJaij1a, MPEe3CHTAUH;

-HCO6XO,ZII/IMO BI>I6paTI> OIITUMAJIBHYIO I'POMKOCTD, YTOOBI 3BYK OB CIIBIIIICH BCEM
CIymaTeirsiM, HO HC OBLI OTIYHIUTCIIBHBIM,

-ecnu 3T0 (POHOBAs MY3bIKa, TO OHA JIOJDKHA HE OTBJIEKATh BHUMAHUE CIIyIIATENIeH U
HE 3aryyliaTh CJIoBa MOKJIaauuka. YToObl Bce MaTepuaibl cilaia BOCIPUHUMAINCH
[IEJIOCTHO, M HE BO3HUKAJIO JTUCCOHAHCAa MEXAY OTACNIbHBIMU €ro (parMeHTaMu,
HE0OXO0IUMO YUUTHIBATH 00IIIKE MTpaBuiia 0(popMIIeHHS pe3eHTAIUH.

Eounoe cmunesoe oghopmnenue:
-CTWJIb MOKET BKJIIOYATh: ONpe/eNeHHbId mpudT (rapHuTypa U UBET), IBET (PoHa
WM (POHOBBIN PUCYHOK, J€KOPATUBHBIN 3JIEMEHT HEOOIBIIOTO pa3Mepa U Ap.;

-HE PEKOMEHIYETCs MCIOJIb30BaTh B CTHJIEBOM O(QOPMIICHUU TMpe3eHTaluu Oosee 3
IIBETOB U OoJiee 3 TUIIOB mIpudTa;

-opopMIICHHE Cllaiila He JOJDKHO OTBIIEKATh BHUMAaHHE CAyIIaTelIed OT €ro cojep-
»KaTeJIbHOM 4acTHu;

-BCE€ CJIAM/IbI MPE3CHTAIINH JIOJDKHBI OBITH BBIIEP)KAHBI B OJTHOM CTHIIC.
Cooepoicanue u pacnonodicenue UHGOPMayUOHHbIX O10K08 HA caatioe.
-nH(POPMAITHIOHHBIX OJIOKOB HE JOJDKHO OBITh CIIMIIKOM MHOTO (3-6);

-pEKOMEHIyeMBbIi pa3Mep ogHOro nHGOpPMaIMOHHOTO O10Kka — He Ooiiee 1/2 pasme-
pa crnanna;

-)KEJIaTeNbHO MPUCYTCTBUE HAa CTpaHUIE OJOKOB C pPa3sHOTUNMHOW HH(OpManuein
(TexcT, rpaduKu, TUarpaMmbl, TAOJIUILIbI, PUCYHKH ), JOTIOIHSIOWEN APYT Apyra;

-KJIIOUEBBIC CJIOBA B HH(GOPMAIIMOHHOM OJI0KE HEOOXOIUMO BBIJICITUTH;

-UH(POpPMALIMOHHBIE OJIOKM Jy4lle pacrojaratb TOPU30HTAIBHO, CBS3aHHBIE 110
CMBICITy OJIOKA — CJI€Ba HaIlPaBo;

-HanboJiee BaXXKHYI0 HH(POPMAIIUIO CJIETyeT IIOMECTUTD B IIEHTP CIIAi/a;

-JIOTHMKa NPCABABICHHA I/IH(l)OpMaL[I/II/I Ha cnaﬁﬂax M B IMPE3CHTAIIMHN JOJIDKHA COOTBCT-
CTBOBATh JIOTHUKE €€ U3JI0KCHU .

[ToMmuMO TIPaBUIILHOTO PACTIOJIOKEHUS TEKCTOBBIX OJOKOB, HYXKHO HE 3a0bI-
BaTh U 00 MX COJEp’)KaHUM — TeKcTe. B HEM HU B KOeM ciiydae He JOJDKHO COJep-
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xatbcs opdorpaduyeckux omuOoK. Takke ClIeayeT yduThIBaTh OOIIME MpaBUIIa
oopMIICHUS TEKCTA.

[Tocne co3manus mpe3eHTauu U ee 0(hopMIICHHUS, HEOOXOAMMO OTPEIETUPO-
BaTh €€ IOKa3 M CBOC BBICTYIUICHHE, IIPOBEPHUTH, KaK OYACT BHITJISACTD PE3CHTALINS
B 1IeJIOM (Ha 9KpaHe KOMIBIOTEpa MM MPOCKIIMOHHOM JKpaHe), HACKOJIBKO CKOPO H
aJICKBAaTHO OHA BOCIIPHHHMMACTCS U3 Pa3HBIX MECT ayJUTOPUH, TIPU Pa3HOM OCBEIIIC-
HUH, IITYMOBOM COIIPOBOXJICHHUH, B 00CTaHOBKE, MAKCUMAJIbLHO MPUOJIMKESHHON K pe-
AJIbHBIM YCJIOBUSIM BBICTYIIJICHHSI.

[IpaBW/ia KOMIIBIOTEPHOI'0 HA60paA TEKCTA

[Tpr KOMIBIOTEPHOM HaboOpe TeKCcTa HeOOXOAUMO COOMIONATh ONpeciiCHHBIC
npaBuiIa. JTO MO3BOJMT MOJYUYUTh TEKCThI, OJIM3KKE MO O(GOPMIICHUIO K OpUTHHA-
MaKeTaM, MCIOJIb3YeMbIM TPH U3JaHUM KHHUT. Kpome Toro, mpaBHILHO O(QOPMIICH-
HbIE ¥ CTPYKTYPUPOBAHHBIE TEKCTHI JIETYE TIEPEHECTH C OJHOU MmiaTopmbl HA JIpY-
ryto (T.e. MPOYUTATh B JIPYrodl OMEPAIIMIOHHON CHUCTEME) WX OIMyOJIMKOBAaTh B IJI0-
OanbHOI cetu Internet.

Obwue npasuna ogopmienus mekcma.

-Touka B KOHIIC 3arojJiIoOBKa M1 I1oA3arojJIOBKax, BEIKIIOYCHHBIX OTIIGHBHOﬁ CTpOKOﬁ, HC
craBuTcs. Ecian 3aroaoBOK COCTOMT M3 HECKOJBKHUX HpGIIJIO)KGHHﬁ, TO TOYKa HC CTa-
BHUTCiA IIOCJIC ITOCJIICAHCIO M3 HUX. HOpSII[KOBBIfI HOMCP BCCX BHJIOB 34aI'0JIOBKOB,
Ha6I/IpaCMBIﬁ B O,Z[HOﬁ CTPOKC C TCKCTOM, HOJIKCH OBITH OTACIICH HpO6€HOM HC3aBHU-
CUMO OT TOro, €CThb JIM IIOCJIC HOMCpPA TOYKa.

-Touka He CTaBUTCSA B KOHIIE MOJAPWCYHOYHOW ITOJIUCH, B 3arojIOBKE TaOIUIII U
BHyTpH Hee. [Ipu oTaeneHnn ACCATUYHBIX JTOJNEH OT MENbIX YHCEI JIYYIlle CTaBHTh
zansityto (0,158), a He Touky (0.158).

-Ilepen 3nakoM npenuHaHus MPoOeN HE CTAaBUTCA (MCKIIOYEHUE COCTABIISIOT OTKPHI-
BAaIOIIMECS MapHbIE 3HAKU, HAIPUMeEp, CKOOKHU, KaBbluku). [locne 3Haka npenuHaHus
npoOen obsi3aTenieH (eciu ATOT 3HAK HE CTOMT B KOHIlEe a03ara). Tupe Bbimensercs
npobesiamu ¢ ABYX CTOpoH. Jleduc mpobdenamu He BBIACISAETCS.

-UucnutenbHbIE MOPSIAKOBBIE W KOJMYECTBEHHBIC BBIPAKAIOTCS B MPOCTOM TEKCTE
cinoBamM# (OOBIYHO, OJIHO3HAYHBIE TPH HAIMYMAU COKPAIIEHHBIX HAWMMEHOBAaHMIN),
nudpamMu (MHOTO3HAUHBIE W TIPU HAJTUYHH COKPAIEHHBIX 0003HAYCHHI) U CMEIIaH-
HBIM CIIOCOOOM (TIOCTIE JECSITKOB THICSY YacTO MPUMEHSIOTCS BBIPOKECHHS THIA 25
TBIC.), YACIUTEIbHBIC B KOCBEHHBIX MaJIe’Kax HAOUPAIOT C TaK Ha3bIBaGMbIMU Hapa-
meHusiMu (6-ro). B HaGope BcTpedaroTcs apabckue U puMCKue 1u@psl.

-MHIeKChl M TIOKa3aTenn MEXIy COOOH M OT MPEIIICCTBYIOIIMX M TOCISTYIOIINX
5JIEMEHTOB Ha0Opa He JOJKHBI OBITH pasaeneHsl npobenom (H,0, M%/c)

-Henb3st HaOupaTh B pa3HbIX CTPOKax (aMUIMU U WHUILUAIIBI, K HUM OTHOCSIITHECS, a
TAKXK€ OTIEJIATh OAUH UHULHAI OT APYroro.
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-He cnenyer octaBisiTh B KOHIIE CTPOKH TPEJIOTH U COXO3bI (M3 OJHON-TpeX OYKB),
HauYMHAIOIIME TPEI0KEHNEe, a TaKKe OJJHOOYKBEHHBIE COIO3bI M IMPEIJIOTH B cepe-
JIVHE TPEAJIOKECHUMN.

-Ilocnennsis crpoka B ab3alie HE NOJKHA OBITH CIUIIKOM KOpoTKoi. Hanmo crapaTtecs
n30erath OCTaBJIICHUS B CTPOKE MJIM NEepeHoca ABYX OyKB. TeKCT KOHLIEBOH CTpOKHU
J0JbKeH ObITh B 1,5-2 pa3a Gosbliie pazMepa ad3allHOTO OTCTYIA, T.€. COAEpkKaTh HE
MmeHee 5-7 OykB. Ecnu 3TOro He noiydaercs, HEOOXOAUMO BOTHATh OCTaTOK TEKCTa B
peabIAYIIME CTPOKU WM BBITHATH U3 HUX 4aCTh TEKCTA. DTO MPABUIIO HE OTHOCUTCS
K KOHIIEBBIM CTPOKaM B MaTEMaTHYECKHUX PACCYKJEHUSAX, KOI/1a TEKCT MOXKET OBbITh
COBCEM KOPOTKHUM, Hanpumep "u", "unu'" u T.11.

-3Haku npoiieHTa (%) NPUMEHSIOT TOJIbKO C OTHOCAIIUMUCS K HUM YUCJIaMU, OT KO-
TOPBIX OHU HE OTJIETISIOTCS.

-3naku rpagyca (°), munyThl ('), cekyHabl (') OT OPEIbIAYIIUX YHUCEN HE JOJHKHBI
OBITH OTACIICHBI TPOOEIOM, a OT MOCICAYIONINX YHCEN TOJDKHBI OBITh OTICICHBI P O-
6emom (10° 15").

-dOopMysbl B TEKCTOBBIX CTpOKax HabOpa HAyYHO-TEXHHUYECKUX TEKCTOB JIOJKHBI
OBITH OTJIEJIEHBI OT TEKCTa Ha MIPOOEN WM Ha JBOIHOM mpoden. DopMyIibl, Cleyo-
II1Me B TEKCTOBOM CTPOKE OFHA 3a JIPYroMl, NOJHKHBI OBITH OTIEJICHBI IPYT OT JApyra
yJIBOCHHBIMU TTpoOeIamu.

-3naku HoMmepa (Ne) u maparpada (§) TpUMEHSIIOT TOJIBKO ¢ OTHOCSIIIUMUCSA K HUM
YUCJIAMHU U OTIENSIOTCA MPOOEIOM OT HUX UM OT OCTAJIbHOTO TEKCTa C JIBYX CTOPOH.
CnBOEHHbIE 3HAKM HAOWpParoTCs BIUIOTHYIO ApYr K Apyry. Ecim k 3HaKy oTHOCHUTCA
HECKOJIbKO YHCeJI, TO MEXKIy co00il OHU oThenstoTcs npoodenamu. Henb3s B pa3HbIX
CTpOKax HaOUpaTh 3HAKU U OTHOCSAIIHUECS K HUM U PBHI.

-B pycckom si3bIKe pa3nuyaroT CIeAyIoNe BUIbI COKpaIeHU: OykBeHHast abOpeBH-
aTypa — COKpaIllEHHOE CJOBO, COCTaBJIEHHOE W3 INEPBBIX OYKB CJIOB, BXOISALIMX B
nonHoe HazBanue (CCCP, H/IP, P®, By3); ClI0)KHOCOKpaIllEHHBIE CII0BA, COCTABJICH-
HbIE U3 YacTell COKpAIIEHHBIX CIOB (KOJIX03) WJIM YCEUEHHBIX U MOJIHBIX cJIoB (Moc-
COBET), U TpauyeCKre COKpaIeHUs M0 HayaJbHbIM OykBaM (T. — TOJI), IO YacTsIM
CJIOB (CM. — CMOTpH), IO XapaKTepHbIM OykBaMm (MJIpJ — MWUIMAPA), a TaKXKe 10
HayaJlbHBIM U KOHEYHbIM OykBaMm ((p-ka — ¢abdbpuka). Kpome TOro, B TeKCTaxX Mpu-
MEHSIOT OYKBEHHbIE 0003HAUCHHUs €IUHMI] (PU3NUECKUX BENIUYMH. Bce OyKkBeHHBIE
ab0peBHUaTypbl HAOMPAIOT MPSAMBIM HIPUPTOM O€3 Touek U 6e3 pa3OuBKU MEXIy OyK-
BaMH, CJIO’)KHOCOKpAIICHHbIE CJIOBA U TpauyecKue COKpalleHHs HaOHMparoT Kak
OOBIYHBIN TEKCT. B BhIIEIEHHBIX MIpU(PTAMHU TEKCTAX BCE ATH COKPAIEHUS HAOUPaIoT
TEM K€, BbIICTUTEIIbHBIM LIPUPTOM.
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Cneyughuueckue mpebosanusi npu KOMNbIOMEPHOM HAOOpe MeKCmda.

-IIpu Habope TekcTa ogHOTO ab3arna kiasuia «llepeBoa ctpokm» («Enter») Haxxuma-
€TCS TOJIBKO B KOHIIE ATOr0 ad3aria.

-Mexy clioBaMu HY)KHO CTaBUTh POBHO OJMH IpoOes. PaBHOMEpHOE pacmpejere-
HUE CJIOB B CTPOKE TEKCTOBBIM ITPOIIECCOPOM BBITIOJHACTCS aBTOMATHYECKU. AO3all-
HBIH OTCTYI (KpacHYIO CTPOKY) yCTaHABIIMBATh C IOMOIIBIO IMPOOCIIOB 3alpeIicHO;
JUJISL 9TOTO MCIIOJIB3YIOTCS BO3MOKHOCTH TEKCTOBOTO IIpolieccopa (Harpumep, MOKHO
HCTOJIb30BaTh OCTYHKH Ha TOPU3OHTAIBHON IOJIOCE MPOKPYTKH WM TaOYJISaTOD).
3Hak Hepa3pbIBHEIN Ipooen (Berabka — CumBoI, BKiIagka CrenraibHbIC 3HAKH HUITH
koMmOuHanusa kiraBum CTRL+SHIFT+mpo6en) npensTcTByeT CHMBOJIaM, MEKIY KO-
TOPBIMU OH TIOCTABJICH, PACIIOaraTbCs Ha pa3HBIX CTPOUYKAX, M COXpaHAeTCS (PUKCHU-
POBaHHBIM MPH JIFOOOM BhIpaBHUBAHWH a03a1ia (He MOYKET YBEJIMUUBATHCS, B OTIINYHC
oT OOBIYHOTO Mpobena). BriaeneHneM Ha3bIBalOT 0coboe ohOopMIICHHE OTIASIBHBIX
CJIOB WJIM YacTeH TEKCTa, KOTOPOE MOIUYEPKUBAET UX 3HAUEHHE. BCce BUIbI BbIICIICHUM
JIEJAT HA TPU TPYIIIIBL:

-IlIpudToBBIE BHIIEIECHUS, BBIIOIHIEMBIE TYyTEM 3aMEHBI XapaKTepa WM HauepTaHUs
mpudTa, — HAOOpP KYypCHUBOM, IOJIY>KHPHBIM, JKAPHBIM, MOIY>KUPHBIM KYpPCHBOM,
MPONMHUCHBIMUA WJIM KANUTEJIbHBIMU OyKBaMH, MIpU(TAMU IPYroro Kerjis WM Jaxke
IPYrof TapHUTYPHI;

-KomOuHMpOBaHHbBIE BBIJEICHUS, BBITIOJHIEMbIE OJJHOBPEMEHHO JABYMsI CITOCOOAaMH,
Harpumep, Habop MOTY>KHUPHBIM Bpa3psJIKy, HA0Op MOTYKUPHBIM MIPUDTOM yBEITU-
YEHHOTO KETJISl C BBIKIIIOUYKOW B «KPACHYIO CTPOKY» M JOMOJHUTEIbHBIMUA OTOMBKA-
MU, Ha0Op KypPCHBOM C 3aKJTIOUYEHHEM TEKCTa B paMKY U T. TI.

-IlIpudToBbie BhIACHEHHS (KYPCUBOM, MOJTYKUPHBIM, KUPHBIM) JOJIKHBI OBITh BbI-
MOJIHEHBI IPU(PTAMHU TOH K€ TapHUTYPbI U KEIJId, YTO U OCHOBHOM TEKCT. 3HAKU
MpEeNUHaHus, CISAYIOUIME 3a BBIIEJICHHON YacThIO TEKCTA, JOJIKHBI ObITh HAOpaHBbI
mpuQTOM OCHOBHOTO TEKCTA.

-B tekcToBOoM Habope ab3aiHble OTCTYIBI JOJIKHBI OBITh CTPOrO0 OJMHAKOBBIMH BO
BCEM JIOKYMEHTE, HE3aBHCUMO OT KEeTJIsi Habopa OTIENbHBIX YaCTEeH TEKCTA.

-3HaK TUpE, WK JJIMHHOE THPE, MOXKET ObITh HAOPAHO C TOMOIIBIO OJTHOBPEMEHHOTO
Haxxatusi komOuHaiuu kinaBuim CTRLASHIFT+cepsiii Munyc (cepblit MUHYC pacrio-
naraetcsi Ha nudpoBoi KiIaBuatype, cmpaBa) win BceraBka — CuMBOI, BKIIaIKa
CnenuanbHbIE 3HAKU.

IIpasuna ogopmnenus npezenmayuu’

Ilpasuno Ne 1: Obpamume 6HuMaHue Ha Kawecmeo kapmunok. Kapmuuku 0ondicHol
Ovimb KpynHuiMu, Yemxumu. He netmatimeco pacmseueamo menkue KapmuHKU yepes
8ech clatio: IMo npusedem K ee NUKCeIU3ayuu U 3HaA4umenrbHoMy YXyOuleHu Kave-
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cmea. Ha oonom cnaiioe — He 6onee mpex KapmuHOK, 4mobObl He pacceusams GHU-
MaHue u He nepecpyxcams 3penue. Kapmunka oondxxcna necmu cmMoiciogyio HA2py3Ky,
a He NpoCmo 3aHUMAMb MECMO HaA Clatoe.

IIpasuno Ne 2. He nepeepyoicatime npezenmayuio mexkcmom. MaxcumanvbHo cocamoie
me3ucwl, He bollee mpex Ha 0OHOM caaude. Tekcm He 00aHCEH NOBMOPSIMb MO, YMO
2080PsiM, 803MOIACHO, TUULL KPAMKOE U3NOHCEHUE CYMU CKA3AHHO2O.

[IpaBuno Ne 3. Odopminenue Tekcta. TeKCT AOMKEH OBITh YETKUM, AOCTATOYHO
KPYIIHBIM, HE CITUBATHCA C (POHOM.

[TpaBuno Ne 4. Hactpoiika aaumaruu. [Topoii coctaBuTenb Mpe3eHTaIuu, Kak OyaTo
Urpas B HMHTEPECHYIO UIpPY, INEperpykaer MNpe3eHTAlUI0 aHUMAlMOHHBIMU
sbdexrtamu. DTO OTBIEKAeT W OBIBACT OYCHb TsDKENO s Tias. Mcmombsyiite
MUHUMYM 3P (EKTOB, OepUTe TOIBKO camble MpocTble. OCOOEHHO YTOMIISIIOT TaKHe
3¢ (deKThI KaK BbUIET, BpallleHHE, COOMpPaHUE U3 AJIEMEHTOB, YBEJIMUCHHUE, U3MECHEHHE
mpudTa UIM 1BETA.

[TpaBmiio Ne 5. Cmena cnaiiioB. 31ech TOxKe OOpalaeM BHUMaHHE, KaK CMEHSIOTCS
ciaiapl. Jlydiie He UCIob30BaTh 3/1€ch 3 ekt annManuu copceM. Koraa crnaiab
CMEHSIOTCS, Hae3kas JAPYT Ha Jpyra Wik cOOMpasch U3 OTIAEIbHBIX MOJO0C, HAUWHAET
IPOCTO PSOUTH B II1a3ax. beperute cBoe 3peHue U 3pE€HUs BAIlIUX CIIyIIATENEH.
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