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BBenenue

Ha coBpeMeHHOM pBIHKE Tpyaa KOHKYPEHTOCIIOCOOHBIM MOJKET CTaTh
TOJIBKO KBIM(PUIIUPOBAHHBIA PaOOTHUK COOTBETCTBYIOUIETO YPOBHS U MPODUIIs,
KOMIIETEHTHBIN, CBOOOIHO BIIaJICIOIIEH CBOEH Mpodeccreil 1 OpUeHTUPOBAHHBIN B
CMEXHBIX O00JIaCTAX JeATEIBHOCTH, CIOCOOHBIH K dhdeKTuBHON paboTe T10
CIEUHUAIIBHOCTH Ha YPOBHE MHUPOBBIX CTaHJIAPTOB U TOTOBBIM K IMOCTOSSHHOMY
npodecCUOHAIBHOMY  pocTy. UToObl MOATOTOBUTH M  OOY4YUTh  TaKOTO
npodeccroHana, BBICIIMM Y4YE€OHBIM 3aBEJCHUSIM HEOOXOJIMMO H3MEHUTH CBOM
MOJIXO0/1 K IJIAHUPOBAHUIO U OPTraHU3aIlui yueOHO-BOCITUTATEIBHONU pabOThl. ITO B
PaBHOW CTEMEHM OTHOCUTCS K M3MEHEHHUIO COACPKAHUS M XapakTepa yuyeOHOro
nporecca. B coBpeMEHHBIX peanusx 3aJadya NPEeroJaBaTEIsl BBICIICH IIIKOJIbI
3aKJII0YAETCSl B OpraHM3alldd W HAMpPaBJICHUU IMO3HABATEIIBHOW JESTEIbHOCTU
CTYJIEHTOB, A3(DPEKTUBHOCTH KOTOPOH BO MHOTOM 3aBUCUT OT UX CAMOCTOSITEILHOMN
pabotel. B cBow ouepenb, camocrosiTenbHas paboTa CTYIEHTOB JIOJDKHA
MPEACTaBIATh COOONM HEMPOCTO CaMoIleNib, @ CPEJACTBO JOCTHXKCHUS MPOYHBIX U
TITyOOKHX 3HAHUM, UHCTPYMEHT dbopmupoBaHUs AKTUBHOCTHU u
CaMOCTOSITETIbHOCTU CTYACHTOB.

Metoauyeckue peKOMEHJAlUU TMOJTOTOBICHBI C Y4Y€TOM TpeOoBaHUM
denepaabHOro TOCYIapCTBEHHOTO 00pa30BaTENBLHOTO CTaHAApTa 3-TO TTOKOJICHHUS.

[lenbt0 JaHHBIX METOAMYECKUX PEKOMEHJAIWN SIBISETCS OpraHu3alus,
ynpaBieHue u obecnedeHue OAPGEKTUBHOCTH  CaMOCTOSTEIBHONM  pabOThI

CTYZCHTOB B ITpoLiecce 00yueHUsI.



1. CamocTosiTesibHAsA pad0Ta CTYJ€HTOB: BH/bl, OPraHU3alMUs

U KOHTPOJIb

B coBpeMeHHOI Hayke CYHIECTBYET HECKOJBKO  KilacCU(UKALUN
CaMOCTOSITENIbHOM paboThl CTYZAeHTOB. OJIUH U3 BapUaHTOB TaKOW KiaccuUKAIIH
npejcTaBieH B Taou. 1.

Ta0mumna 1.

BI/IIH)I CaMOCTOSITEJIbHOM paﬁoTbl CTYACHTOB

Bunpr Coneprxanue

[loBropeHue  yueOHOro  MaTepuaya,  CaMOCTOSTEIbHbBII
IIPOCMOTD, IIPOYTEHHUE, KOHCIIEKTUPOBaHUE yueOHOI
PenponykrusHas JUTEPaTyphl; IMPOCIYyIINBAHUE, 3allOMMHAHHUE, 3ay4YWBAHHUE U
nepeckas MarHuTOPOHHBIX 3arucei ekuuil, IHTepHeT-pecypcesl

U Jp.

Hanucanune KypcoOBBIX, KOHTPOJBHBIX pabOT u pedeparos.
Pa3pabotka cooOmieHuii, 3cce, AOKIAIOB, JOKJIAJOB C
ITo3HaBaTEILHO-IIOMCKOBAs npe3eHTasiMi. [10AroToBKa BHICTYIJICHHI HAa TPAKTHYECKUX H
CeMHUHApCKHX  3aHATHAX, M[POpadOTKa  JHUTEPaTypsl MO
JTMCHIUTUTMHAPHBIM TTPOOJIeMaM, | JIp.

[lonroroBka JUMJIOMHOM paGOThl (AMIIJIOMHOTO MPOEKTa),
Hay4yHBIX  craTeil, pedepaToB, ywyacTue B  HAy4yHO-
UCCIIeIOBAaTeNIbCKOM  paboTe, B CTYIEHUYECKMX M Hay4yHO-
MPaKTUYECKUX KOH(PEPEHLINX.

TBopueckas

CtyneHTbl B XOJIe€ BBINOJHEHHUS CaMOCTOSTEIbHOW paOOThl JOJIKHBI
PYKOBOJICTBOBATbCSI OPUEHTUPOBOYHOM OCHOBOM JEATEILHOCTHA Ha KKJIOM JTare:

1 sTam — onpenenuThb EeJIM CaMOCTOSITEILHON padOThI;

293Tall  — KOHKPETHU3MPOBATh II03HABATCIbHBIC (MPAKTUYSCKUE  HIIH
npoOJIeMHBIC) 3a/1a4H;

3 3Tan — OLIEHUTh COOCTBEHHYIO TOTOBHOCTh K CaMOCTOSATEJILHOM paboTe 1o
PEILICHUIO MO3HABATENIbHBIX 3a/1a4;

4 sTan — BBIOpATh ONTUMAJIBHBIN CIIOCOO MEUCTBUMN (TEXHOJIOTUM, METObI U
CpPEeACTBa), BEAYUIMH K JIOCTHIXKEHHIO TIIOCTABICHHOM L€ Yepe3 pelieHue

KOHKPCTHBIX 3a1a4,




S 3Tan — CIUIaHUPOBATh (CAaMOCTOSITELHO WIIM C TTOMOIIBIO TPENoaaBaTes)
IPOrpaMMy CaMOCTOSITEIIBHON PabOThI;

6 sTan — peanu3oBaTh IPOrpaMMy CaMOCTOSITEILHONU PabOTHI.

[InaHupoBaHWe W KOHTPOJIbL MpEnojaBaTelieM CaMOCTOSTEILHONH pPadOThI
CTYJICHTOB HEOOXOJUM JIJIsl YCIICIIHOTO ee BbinoyiHeHus. [IpenomaBarens 3apanee
IUTAHUPYET CUCTEMY CaMOCTOSATEIBLHON pabOoThl, YUUTHIBAET BCE €€ LeNu, (GOpMBI,
orOuMpaeT yd4eOHYI0O M HaydHyl0o HWHOOpPMAIMI0O M METOAMYECKHE CpEeACTBa
KOMMYHUKAIIUH, IPOYyMBIBAET CBOE YYACTUE U POJIb CTYJEHTA B 3TOM IPOIIeCCe.

Bomnpock! ajisi camocTosITenbHOM pabOThI CTYJIEHTOB, YKa3aHHbIE B pabouei
nporpaMMme JUCHUIUIMHBI, MpejiararoTcs MpenojaBaTes MU B Hadalle U3y4CHUs
TUCHUTUTMHBL. CTYJIEHTHI UMEIOT IIPABO BHIOMPATH JOMOJHUTEIEHO HHTEPECYIONINE
WX TEMBI JIJI1 CAMOCTOSITEIbHOM pabOTHI.

ConepxaHue NeATeIbHOCTH MPENOaBaTeNsl U CTYIEHTa MPHU BBIIOJIHEHUN
CaMOCTOATENLHOM pabOThI IPEICTABICHO B TA0II. 2.

Tabmuua 2.

Coz[epma}me ACATCJIbHOCTH MIPHA BBINMMOJIHCHUHA CaMOCTOSITEJIbHOM paﬁoTbl

OcHoBHbIE
JlesaTenbHOCTD MpernoiaBaTess JlesiTenbHOCTD CTYJEHTOB
XapaKTePUCTHKH
o OOBSICHUTh CMBICT U LENb | ® NOHATh W MPHHATH LENb
CaMOCTOSITENIbHON PabOTHI; CaMOCTOSITENIbHOW  palboThl  Kak
° aTh MOAPOOHBIN JMYHOCTHO 3HAYUMYIO;
Iestb BLIMOTHEHUS UHCTPYKT@X O  TpeOOBaHUAX, | ® MO3HAKOMHUTBCS
CP pEIbIBISEMBIX K | TpeboBaHUSMH U  oOpa3Lamu

CaMOCTOSITEIIBHON pabote U | C€aMOCTOSITENIbHOM paboThI
METO/axX €€ BBIIOJIHEHMUS,
o MPOJAEMOHCTPHPOBATH
00pa3zer] caMoCTOsATETHLHON pabOoThI
o PacKpBITh TEOPETUUYECKYIO U | ® chopmupoBath 'y cels
MMPAKTUYCCKYIO 3HAYUMOCTHh ITO3HAaBaTCIbHYIO HOTpe6HOCTB B
BBITTOJIHEHUS CaMOCTOSITENIHON | BBIIOJHEHUH CAMOCTOSITEIbHON
paboThl, paboTHI;
o copMHpOBaThH . copMHpOBaTh  LIEJIEBYIO

MoTtuBarus MI03HABATEJIBHYIO NoTPeOHOCTh | YCTAaHOBKY W MPUHSTH PEIICHHE O
CTYA€HTa M  TOTOBHOCTb K | BBINOJIHEHUH CaMOCTOSTEIbHOM
BBIMIOJTHEHUIO ~ CAMOCTOATEIbHOU | paboThI
paboTsI;
. MOTHUBHPOBaTh CTYAEHTa Ha
JOCTH)KEHUE LIEH




. OCYUIIECTBJISITh  YIpaBjeHUE | CaMoOMy OCYIIECTBJIATh
yepe3 BO3JACHCTBHE Ha KakKJIOM | YIPAaBIEHHME  CaMOCTOSATEILHOM
jTale  Ipolecca  BBINOJHEHHs | paboToi (IpoeKTUpOBaTh,
Ynpasnenue CaMOCTOSITEJIbHOU pabOThI; IJIAHUPOBATH, palMOHAIBHO
. NaTh ONTUMAJIbHBIE | PAclpeiensaTb BpeMs U T.JI.) Ha
TEXHOJIOTUH BBITIOJIHEHUs | OCHOBC IpENI0KEHHBIX
CaMOCTOSITENILHOM pabOTEI TEXHOJIOTHI
. OCYILIECTBIIATH BXOJHOU | e OCYLIECTBIIATh TEKYIIUHA U
KOHTPOJIb, MpeIonaraloii | HUTOTrOBBIN OnepanoOHHbIN
BBIABJIEHUE HAYaJIbHOIO YPOBHSA | CaMOKOHTPOJIb 3a X0JI0M
TOTOBHOCTH CTy/ICHTa K | BBINOJHEHUS CaMOCTOSITEIbHON
BBITIOTHEHUIO ~ CAMOCTOSATEIBHOU | paboThI;
paboTsl; . caMOaHAITH3 u
KoHTpostb 1 . HaMmeyaTh JajdbHeUIne NyTH | WCIpaBIeHUe JIOTYILIEHHBIX
BBITIOJTHEHU S CaMOCTOSITEJIbHOM | OIIMOOK U BHECEHHE KOPPEKTHUB B
KOPPEKIIUs ) )
BBIITOJIHCHUS paboTi; . pabory;
° OCYIIECTBISATb  WTOTOBBIA | @ BEJICHUE MoucKa
KOHTPOJIb KOHEYHOI'O0 pe3ysibTaTa | ONTHUMAJIbHBIX Croco0oB
BBITTOJTHEHUS CaMOCTOATEJIbHOW | BBIMOJHEHUS CAaMOCTOSITEILHOM
paboThI pabdoTHI;
. OCYULIECTBIISATh
pedaekcuro K COOCTBEHHOM
JIeSITeIbHOCTH
. JlaBaTh OLICHKY | JaTb OLICHKY COOCTBEHHOM
CaMOCTOATENLHOM  pabore  Ha | paboTe, CBOMM IO3HABAaTEIbHBIM
OCHOBE CIIMYCHHS pe3ysibTarta ¢ | BO3MOXHOCTSM M CHOCOOHOCTAM
obpastom; COTOCTaBIISS JIOCTUTHYTBII
° J1aBaTh METOAMYECKHE | PE3YIbTaT Y CJIbI0
pPEeKOMEHAAIMKU 110 BBIIOJHEHHUIO CaMOCTOATEILHOM pa60TBI
CaMOCTOSITEIIBHON paboThI
BBISBJISITH 3aTpyAHEHUS u
Ouenka TUMHWYHBIE OMUOKH; MOTIEPKUBATD

MIOJIOKUTENBHBIE U OTPULIATEIbHBIE
CTOPOHBI;

o yCTaHaBJIMBaTh YpPOBEHb H
ONPENEINATh YPOBEHB
MNPOJABMKEHUS] CTYIEHTa U TeM
caMbIM C(pOPMHPOBATH y HETO
MOTHBAIIMIO JOCTH)KEHHUS ycrexa B
y4eOHOIl eI TeTbHOCTH




2. O01muMe moJIoKeHud
2.1 loxaan

Jloksiag — 3TO pa3BEPHYTOE YCTHOE COOOLIEHHE, MOCBSIIEHHOE 3aJaHHON
TeMe, CJeNaHHOe MyOJWYHO, B TMPUCYTCTBUU ciymareneil. (OCHOBHBIM
coZiepKaHHUEeM JOKJIa/Ja MOXKET ObITh ONUCAaHHE COCTOSHMS el B KakoH-1M0o
HAayYyHOM WM MpPaKTUUYECKOM cdepe; aBTOPCKUWA B3IV HA CHUTYalUI0 WIN
npo6JieMy, aHaJIU3 ¥ BO3MOXKHBIE ITyTH PEIICHUS TPOOIEMBI.

Temamu nokiiaga OOBIYHO SIBJSIFOTCSL BOIIPOCHI, HE OCBEIICHHBIE B IOJIHOM
Mepe WM BOOOIIE HE paccMaTpuBaeMble Ha JIEKIMIX, MPEoaramme
CaMOCTOSITENIbHOE HW3ydeHHe CTyAeHTamMu. OOBIYHO CTYACHTHI BBICTYIAIOT C
JOKJIaJaMd Ha CEMHHApCKUX 3aHATUSAX WIM KOH(EepeHIUsX, MO pe3yibTaraMm
KOTOPBIX IMyOJIUKYETCs] COOPHUK TE3UCOB JOKIA/I0B.

Jlokliag W3HAYaNbHO IUIAHUPYETCS KaK YCTHOE BBICTYIUIEHHE W JIOJKEH
COOTBETCTBOBATb  ONPEIECICHHBIM KpuUTepusiM. [l  ycTHOro cooOuieHus
HEJOCTAaTOYHO TPAaBUIBHO TIOCTPOUTh M OQOPMUTH TMHCHMEHHBIH TEKCT,
HEJOCTAaTOYHO YAOBJIETBOPUTEIBHO pPAaCKpbIBaTh TEMY COJEp)KaHUS. YCTHOE
cooOIIeHNe JIOHKHO XOPOILIO BOCIIPUHUMATBCS Ha CIIyX, @ 3HAYUT JOJDKHO OBITh
WHTEPECHO TOJaHHBIM JUIs ayauTopuu. [[is mpenacTaBieHus YCTHOTO JIOKJana
HEOOXOJMMO COCTaBUTh TE3UChl — OMOPHBIE MOMEHTBHI BBICTYIUICHUS CTYJEHTa
(oOocHOBaHME aKTyaJbHOCTH, ONMUCAHUE CYTH pabOThl, OCHOBHBIE TEPMHUHBI H
MOHSTHS, BBIBOJBI), KJIIOYEBBIE CJIOBA, KOTOPBIE MOMOTYT JIOTUYHEE HU3JIOKUTh
temy. CTylI€HT BO BpeMs BBICTYIUICHHS MOXKET OMHUPAThCS HA MOSICHUTEIbHBIC
MaTepuasbl, MPEeACTaBICHHBIC B BUAC CIAWI0B, TAOIHI] U Mp. DTO TIOMOXKET eMy
APKO W YETKO HU3JOKUTh MaTepHal, a CIylaTelsiM HarJsiIHO MPeICTaBUTh U
HOJIHEE MOHATH MPo0IeMy, O KOTOPOU UET pedb B JJOKIIAJIE.

Te3ucsl AOKIAAOB SBJISIOTCS CAMOCTOSTEIHHONW Pa3sHOBHIHOCTHIO HAyUHOM
nyOJIUKauu U MPEACTABIAIOT COO0OM TEeKCT HeOOoJbLIOro o0bemMa, B KOTOPOM

KpaTKoO C(i)OpMy.III/IPOBaHI)I OCHOBHBIC IIOJOXCHHA JOKIAaAOB. Te3ucel JOKJIazaa



OOBIYHO MMEIOT 00BeM 110 3 CTpaHUIl, CoAep,aT B ceOe camble CYIIECTBEHHBIC

HACHU, COXPAHAIOT JIOTUKY OOKJIaga U €0 OCHOBHOC COACPIKAHUC.

2.2 Peepar

Pedepar (ot nat. referrer — mokmagpiBaTh, COOOIIATh) — KpaTKOE TOYHOE
U3JI0’)KEHUE CYIIHOCTH Kakoro-nubo BOIpOca, TEMbl HAa OCHOBE OJHOM WM
HECKOJIbKMX KHUT, MOHOTpauil WM Ipyrux NepBOMCTOYHUKOB. PedepaT nomxen
COZIEp>KaTh OCHOBHBIE (DAKTHUECKHE CBEJACHUS M BBIBOJBI MO0 PACCMATPHUBAEMOMY
BOIIPOCY.

Tema pedepara pazpabarbiBacTCs TMpenojaBaresieM, KOTOPbIA YHUTaeT
JaHHYI0 JUCHUIUIMHY. Tembl pedepaToB oOmpeaenstorcs B YCTAHOBICHHOM
npenojaBaresieM Mopsake: no (aMuWwiuM, MO CIUCKY TPYIIbI, [0 IMOCIeIHEeH
nuppe HOMEpa 3a4eTHOM KHWIKKM CTylIEeHTa Wid ApyruMm crocobom. [lo
COIJIACOBAHUIO C IIpenojaBaTesieM, BO3MOXHA KOPPEKTHUPOBKA TEMbI WJIH
YTBEPKACHUE NHUITUATHBHON TEMBI CTYyICHTA.

Pedepart BemmonnseT cieayromnme GyHKIUU:

. uH(hOpMaTUBHAS;

. MTOVCKOBAS;

. CIIpaBOYHAs;

. CUTHAJIbHAS,

. WHIUKAaTUBHAS;

. KOMMYHUKATHUBHAS.

CreneHb BBITIOHEHUS AOTUX (QYHKIUH 3aBUCUT OT COJACP)KATEIBbHBIX U
dbopmanpHbIX KauecTB pedepara, a TakkKe OT TOTO, KTO M I KaKuX Ieied ux
ucroyib3yer. SI3pik  pedepata JOMDKEH OTIMYATCS SICHOCTBIO, TOYHOCTHIO,
KpaTKOCTBIO U TpocToToi. ColiepkaHue CiaeayeT u3iarath 00ObeKTUBHO OT UMEHU
aBTOpAa.

IIpu omenke pedepara yduThIBaeTCsl HE TOJIBKO KadeCTBO pedepupoBaHUs

MPOYUTAHHOM JIUTEpaTyphl, HO U APTyYMEHTUPOBAHHOE H3JI0KEHUE COOCTBEHHBIX



MBICJIEH CTYyJ€HTa IO paccMaTpuBaeMoMy Borpocy. Pe3ymbratr paboThl CTyaeHTa
OLICHMBAETCs TpernojaaBareieM Mo OanpbHOM cucreme. Takke gormyckaercs
OLICHMBATh  pabOThl,  YJIOBJIECTBOPAIOIIME WJIM HE  YJIOBJICTBOPSIOIIHE
PEABSABIIEMBIM TPEOOBAHUSM, «3aUTEHO» WM «HE 3a4TEHO» COOTBETCTBEHHO.
O6neM pedepara nomkeH cocTaBsaTh 10-18 meyaTHBIX CTpaHUII.
Pedepar He peructpupyercs B JeKaHaTe U HE SBJSETCS OCHOBAHUEM JIJIS HE

AO0IIyCKa CTYACHTA K 3a4CTy HJIN 3K3aMCHY.

2.3 IIpe3enTanust B Microsoft PowerPoint

[Ipe3eHTanust naeT BO3MOXKHOCTb HAIJISIAHO MPEACTaBUTH CTYAEHUECKOU
ayJUTOPUN MHHOBAIIMOHHBIE MJIE€U, pa3pabOTKU U IUIaHbl. YueOHas Mpe3eHTalus
OpEJCTaBIsIeT COOOM pe3yJbTaT CaMOCTOATEIbHOW pabOThl CTYIAEHTOB, C
MOMOILbI0 KOTOPOM OHM HArJIAJHO JEMOHCTPHUPYIOT MaTepHalibl IMyOJIUYHOrO
BBICTYIUICHHUS [I€pE Ay JUTOPUEH.

KomnbroTepHas npeseHTanusi — 3To Qaill ¢ He0OXOJUMBIMU MaTepHaIaMH,
KOTOPBIA COCTOUT M3 MOCJIEAOBATEIBHOCTU ClaimoB. Kaxapiii cnailyy COIEpKUT
3aKOHYEHHYI0O MO CMbICIy HH(pOpMalMio, Tak KaKk OHAa HE MEPEeHOCUTCS Ha
CIENYIOUMI Claiil aBTOMAaTUYECKHU B OTJIMYKME OT TEKCTOBOTO JTOKYMEHTA.
CryneHTy — aBTOpy Ipe3eHTaluHl, HE0OXOAUMO YMETh paclpeiesisaTh MaTepuai B
npenenax CTpaHUIbl U TPAaMOTHO pa3MellaTh OTAeNIbHblE 00BEKThl. B 3TOM emy
MIOMOKET LEJbId HA0Op FOTOBBIX O0BEKTOB (MTUKTOIPAMM, FEOMETPUUYECKUX (UTYP,
TEKCTOBBIX OKOH U T.1.).

becciopHbIM TOCTOMHCTBOM MPE3EHTAIMU SIBIISIETCA BO3MOXKHOCTH IIPH
HE0OXOAMMOCTH OBICTPO BEPHYTHCS K JIFOOOMY U3 paHee MPOCMOTPEHHBIX CIaiioB
Wik OyKBaJIbHO Ha XOAY M3MEHHUTh MOCIEA0BATEIbHOCTh M3JIOKEHUS MaTepHaa.
[Ipe3eHTanyss TOMOraeT caMOMY BBICTYIAIOIIEMY HE 3a0bITh TJIABHOE M TOYHEE
pPacCTaBUTh AKIEHTHI.

KomneroTepHas mpeseHTalus 00J1a1aeT 1eJIbIM PSI0M JOCTOUHCTB:



. Hngopmamuenocms — dSIAEMEHTHl aHMMALlMW, ayguo — H
BUJICO(PparMeHThl CIOCOOHBI HE TOJIBKO CYIIECTBEHHO YKPACHTh MPE3CHTAIUIO, HO
Y TIOBBICUTH €€ UHPOPMATUBHOCTB;

. Konupyemocms — ¢ 3IEKTPOHHON NMPE3EHTALMA MOMEHTAIBHO MOYKHO
co37aTh KOMIMH, KOTOPbIE HUYEM He OYyT OTJIMYAThCS OT OPUTHHAIA;

. Tpancnopmabenvnocms — DJIEKTPOHHBIM HOCHUTENIb C IpEe3eHTAIlUCH
KOMIAKTeH U yI00eH MpH TpaHcrmopTupoBke. I[Ipm HEOOXOIMMOCTH MOKHO
nepeciath (aill mpe3eHTaluy MO SJIEKTPOHHOW IMOYTe WM OMyOJMKOBAaTh B
WHTepHeTe WK cAenarh COOOIEHNE JUCTAHIMOHHO.

OnHOM M3 OCHOBHBIX IPOTpaMM I CO3JaHUS NPE3CHTAlUd B MHPOBOU

MpaKkTuKe siBisieTcs mporpamma PowerPoint kommanuu Microsoft.



3. TpeboBanus K coaep:KkaHui0 U 0hoOpMIIEHHIO

3.1 O6mme peKOMEeHIanuu 1no MOATOTOBKE MaTepuajioB

CaAMOCTOATCJIbHDBIX paﬁoT B JICKTPOHHOM BHE

3.1.1 Hexomopuie ocobennocmu ghopmamoe mexcmoewvix haiiios

Microsoft Office Word B HacTosmee BpeMs SBISETCS OCHOBHBIM
peaaKTOpoM, IPUMEHSIEMBIM JIJIs1 CO3JJaHUS PA3IUYHBIX TEKCTOBBIX JOKYMEHTOB.

[To ymomuanuto mokymeHThl Word 2007 (2010) coxpaHSIOTCS ¢ HOBBIM
pacimupeHreM UMeHu (¢aina, KOTopoe IoJiydaercss myreM Jqo0aBieHus cyddukca
«x» Kk pacmmpenuto doc. Homeiii dopmar daitnioB ocHoBan Ha si3bike XML.
Cybduxc «x» o3Hauaer, uro XML-daitn He comepX uUT MakpocoB. Takum
o0pa3om, nMeHa 00bIYHbIX (haiiioB Word 2007 (2010) umetot paciupenne docx, a
He doc. CymecTtByeT Takke BapuaHT AoOaBieHus cyddukca «my», KOTOPBIU
o3Havaet, 4To XML-daiisn coaepKUT MakpOoChI.

JlaHHbIE OCOOEHHOCTH CIIEZyeT YUUTHIBATh MPHU MPEICTABICHUN MaTEPHAIIOB
CaMOCTOSITENIFHBIX pa0OT B DJJIEKTPOHHOM BHUJAE NI KOHCYJIbTAIlMH  WJIH
IIpEIBapPUTEIBHON POBEPKHU.

@aiiniel HOBBIX (POPMATOB HEJOCTYIHBI JUI paOOTHI B MPEIBITYIINX BEPCUIX
Word. OtkpsiBath 1 u3MeHaTh (aiiast Word 2007 (2010) B 60s1ee paHHHX BEpPCHIX
IpOrpaMMbl MOKHO, €CJTU 3arpy3UTh B HUX HEOOXOUMbIe KOHBEPTEPHI (HaitsIoB.

JIOKyMEHTHI, CO3IaHHEIE B Word 97 — 2003 OTKPBIBAIOTCS B
Word 2007 (2010) B pexxriMe COBMECTUMOCTH, IIPH 3TOM B CTPOKE 3aroJIoBKa OKHA
JOKYMEHTa OTOOpa)kaeTcsl HaANUCh Pedxcum ozcpanuuenHol (yHKYUOHANbHOCHU.
OnmHaKko B peKMME COBMECTHUMOCTH MPHU padoTe ¢ TOKYMEHTOM HE HCIOIb3YIOTCS
HOBBIC U pacipennbie Bo3moxkHoctd Word 2007 (2010) u monbs3oBarenu Oosee
paHHUX BEpCHUW MPOTrpamMMbl CMOTYT OTKPBIBaTh, PEIAKTUPOBATH M COXPAHATH
JTIOKYMEHTHI.

[To ymonuanuio Bce (ailbl COXpaHSIOTCS B TOM ke (opmare, B KOTOPOM

Oobun OTKpBITEI. HoBBIe mokymenTsl u ¢aiast Word 2007 (2010) coxpansitotcst B



dbopmare /Joxymenm Word, dhaiimsl mpeapInyIux BEPCHil coxpaHstoTcs B (popmate
HHoxymenm Word 97 — 2003, daitner rtf coxpansrorest kak Texcm 6 popmame RTF
u T.1. [Ipu coxpanenuu ¢aina popMatr MOKHO U3MEHUTD.

@aitnel  mpeapinymux Bepcuilt Word MOXHO coxpaHWTh B (opmate
Hoxymenm Word 2007 (2010), HO npH 3TOM BO3MOXHBI HM3MEHEHHS B MaKeTe
JIOKYMEHTA.

[Ipu coxpanenun nokymenta, coznannoro B Word 2007 (2010), B hopmare
Hoxyment Word 97 —2003 B HEM aBTOMAaTHYECKHM MOTYT OBITh MPOU3BEACHBI
CIIEYIOIINE U3MEHEHUS:

. HEKOTOpBIC JaHHbIE B CTaHIAPTHBIX OJIOKaX JOKYMEHTa, a TaKXkKe
AJIIEMEHTaX aBTOTEKCTa MOTYT OBITh YTEPSIHBL;

. CCBUIKM M CIHUCKHU JTUTEPaTyphl OyayT mpeoOpa3oBaHbl B CTATUYECKHIMA
TEKCT U MePECTaHyT aBTOMATUYECKH OOHOBJISITHCS;

. BHEJJPEHHBIE O0OBEKTHI, CO3/IaHHbIC B MPUIIOKESHUSIX
Microsoft Office 2007, HeBo3MOKHO OyIeT pelakKTHPOBATh;

. dbopmynsl  OymyT  mpeoOpa3oBaHbl B m300paxeHus.  Ux
peaaKTUpoBaHue OyIeT HEBO3MOXKHBIM, ITOKA JOKYMEHT He OyJeT npeoOpa3oBaH B
HOBBIN popmar aiina;

. MOJIOKEHUE HEKOTOPBIX HAJIUCENH N3MEHUTCS.

Ilepen  coxpaHeHWeM JIOKYMEHTa MOJKHO  BBITIOJIHUTH  ITPOBEPKY
COBMECTUMOCTH C MPEIBIIYIIIUMU BEPCUSIMHU MPOTpaMMBbI. {7151 3TOro HeoOXo1uMo
Haxkatb kHomky Office, BrIOpath komanmy [lodecomoeéums W B TOSBHBIIEMCS
MOTYMHEHHOM MEHIO — KoMaHAay [Iposepka coemecmumocmu. B okHe pe3ynbTaToB
IPOBEPKU COBMECTUMOCTH Oy/1eT 0TOOpaKeH CIMCOK HECOBMECTUMBIX 3JIEMEHTOB.

IIpu coxpanenuu (aitna, cCO3qaHHOTO B OJHOW M3 TPEABLAYIIUX BEpCU
Word, B ¢aitn Word 2007 (2010), mosiBisieTcsi HOBBIN aiii, a UCXOAHBINA (haiin
OCTaeTcs B TOM ke mamke. BMecTo 3Toro MoKHO mpeoOpaszoBaTh (ailn Takum
obpazom, utoObl aitn ¢opmata Word 2007 (2010) 3ameHun crapsiii ¢aii.

Haxxmute kHonky Office u Beioepute komany IIpeobpaszosameo.



3.1.2 Ocnoeuvie npasuna u pexomenoayuu npu 6600e U peOaKmMupo8aHuu

meKkcma ¢ Kiasuamypol

B TexcToBoM mporeccope MicrosoftWord mpu BBosie TekcTa ¢ KIaBHATYPHI
3alOJHSACTCS TeKylas cTpoka. Ilepexom Ha HOBYIO CTPOKY OCYIIECTBISETCS
aBTOMAaTUYECKH, KaK TOJIbKO TEKYIIas CTPOKa 3aroyHsAeTcs 10 KoHna. Ecimu Her

HE0OX0MMOCTH 00pa30BBIBATh HOBBIM a03all, TO U IEPEeXo/ia Ha HOBYIO CTPOKY

HeJIb34 UCTI0Ib30BaTh KiaBuiny Enter. [IpunyauTensHO nepeiTy Ha HOBYIO CTPOKY

0e3 o0Opa3oBaHusi HOBOro a03ama MOXXHO MCHOJB3ys COYETAHHE KJIABUII
Shift + Enter. IIpu 3TOM B TOKyMEHT BCTaBIISICTCSI HETIEYaTaeMblii 3HAK — Pa3phIB
CTPOKHU.

Ha HOByI0 cTpaHHWIly Nepexoa OCYIISCTBISETCS aBTOMATUYECCKH IIPH

3aII0JIHCHHNH TGKYIHGfI CTpaHUIIbI. Jns mepexojia K HOBOW CTpaHMIIC HEJb3s

UCII0JIb30BaTh KiaBuiny ENter. [IpuHyauTenbHbIl mepexoj; K HOBOW CTpaHUIIE

ocyiecTBisieTcss coderanneM kiasuin Ctrl + Enter wim ¢ momomipio KoMaHIbl
Paspvie cmpanuyvr Ha Brianke Bcmaexka. 1lpy 3TOM B JOKYMEHT BCTaBJISETCS
HENe4YaTaeMblil 3HaK — Pa3pbIB CTPAHUIIBI.

MG)KI[V CJIOBaMHM B TCKCTC CTaBUTCIA OJHMH HDO6GJ’I.P33J'H/I‘IHI>IC PECKHUMBI

BbIPaBHMUBAaHUA (IO JIEBOMY Kparo, MO LIEHTPY, MPOIMpPaBOMYy Kparo, MO LIMPUHE)
MOTYT W3MEHSTh IIUPUHY TMpOOETOoB Mexay cioBamMu. J[ias Toro droOb
3aUKCUPOBATH BETMYMHY KaKOT0-TH00 rpobernia Uik 9To0bl Mocie 3Toro npodena
HE OCYIIECTBIISUICS MEPEX0/] Ha HOBYIO CTPOKY CIEAYyeT MCIOJIh30BaTh COYCTAHHE
knagum  Ctrl + Shift + Ilpo6en. Tlpu 3ToM B JOKYMEHT  BCTaBJSCTCS
HerevyaTaeMbIi 3HAK — HEPa3pBIBHBIN TTPOOET.

JIns moJIydeHUsT «KPAaCHOM CTPOKM) (863&HHOF0 OTCTVHa) WKW TIOJIVICHUA

HEOOXOJIMMOI0 DEXMMA BBLIPABHUBAHUS CTpoKW/a03aria (Mo JIEBOMY KpParo, IO

OCHTPY, IIPOIIPpaBOMY Kparo, I10 HII/IDI/IHC) HCJIb34 HMCIIOJIB30BATh KJIABHUIITY HDO6€JZ.

YcTaHOBKa BEJIMUMHBI a63auH0ro OTCTYyIIa, @ TAK)KC BLIPABHMBAHWEC Ha CTPAHUIIC
OCyHICCTBJICTCA C IMOMOIIBIOKOMAHAbBI A63CIL; WJIM COOTBCTCTBYIOIIUX KHOIIOK

(mukTorpamMm) Ha BKJIaake I nasHasl.



IIpyn BBOmE TEKCTa € KIABHATYpPbl CIEAYET TaKXKe IPUIECPKUBATHCS

CIICAYOIMUX IIPpaBUJI Ha60pa 3HAKOB IMPCIIMHAHMWA:

. 3HAKU MPENUHAHUSA . , : ; | ? TUIIYTCS CIIUTHO CO CIOBOM, 32 KOTOPBIM
CIIEIYIOT;
. nocjie 3HAKOB MpenuHanuss . , : ; ! ?7 craBurca mpoOern, 3a

UCKJTIOYCHHEM TeX CITy4JaeB, KOTJa 3TUMHU 3HAKaMH 3aKaHYMBAeTCs ad3ail;

. nepen 3Hakamu « “ ([ { craButTca mpoOen. Crenyroiiee 3a 3TUMU
3HAaKaMH¥ CJIOBO MUIIIETCs Oe3 mpoberna;

. 3HAKU » ~ ) | } NHIIYTCS CIUTHO CO CJIOBOM, 32 KOTOPBIM CIIEIYIOT.
[Tocme 5TUX 3HAKOB CTaBUTCS MpOOEN, 3a HCKIIOUYEHHEM TeX CIy4yaeB, KOT/aa
CTaBATCA 3HAKU MPENUHAHUS, KOTOPbIE MUIIYTCS CIUTHO CO CIOBOM, 32 KOTOPBIM
CIIEYIOT;

. 3HaK Jeduca (-) MNHUIIETCS CIUTHO C TMPEANIeCTBYIOMEH U
NOCIIEAYIOUIEH YacTsIMU CIIOBA.

Jlns oOpa3zoBaHusl 3HaKa TUpe ( — ) MOcJe CIOBa CTaBUTCS MPOOeEN, 3aTeM
neduc, 3arem eme mpoben W IPoOJOJDKAeTCs BBOA TekcTta. Ilocine BBojna
CJIEIYIOLIEro CJoBa 3HaK Jaeduca aBTOMAaTHYECKH MpeoOpasyercss B Tupe. [lns
BBOJIa 3HAaKa THUPE MOXKHO HCIOJIb30BaTh Takke kKomOunanmio kiaBum Ctrl + -
(MuHYyC Ha M@ poBOH KiaBuatype). s BBoJa 3HAKA JUIMHHOTO TUpE (—) cleayeT

UCIONB30BaTh coderanne kiaBumn Alt+ Ctrl + -  (Munyc wHa numdposoi

KJIaBUATYpE).

3.2 Jloxkaan

3.2.1 Cmpykmypa ooxnaoa

CrpykTypa I0KIaaa TPAaJULMOHHO COCTOUT M3 TPEX Pa3/IesiOB: BBEICHMUS,
OCHOBHOM YaCTH U 3aKJIIOUCHUS.
Bo BBenenunm HEOOXOAMMO yKaszaTh TeMy M I1eJb JOKJIana, OMPEaeTUTh

HpO6H€My M BBECTHU OCHOBHBLIC ITIOHATHUSA U TCPMHUHBI JOKJIada, a TaKXKE 0003HAYUTH



TEMaTUYECKHUE pa3/Ieibl T0KIaa 1 HAMETUTh METOAbI PELICHUS IPEICTaBIEHHON B
JOKJIa/1e MpoOJIEMbl K MOJEIHUPYET OKUIAEMBIE PE3YIIbTATHI.

OcHOBHast 4acTh JOKJIAJa MPEICTABISIET IOCIEI0BATEIIBHOE PACKpPBITHE
TEMaTHYECKHX pa3[eNoB pabOThl B LEISIX PEUICHHs BbIMie 0003HAUYEHHOU
poOJIEMBL.

B 3akmioueHun CTYJIEHT NPUBOJUT OCHOBHBIE PE3YyJbTaThl U COOCTBEHHBIC
CYKIEHUS IO MOBOAY BO3MOXHBIX IyTEH pPELICHUS PAacCMOTPEHHOW MpPOOJIEMBI,
KOTOpbIe 0OPOPMIISIET B BUJE PEKOMEHAAIIHIA.

TekcT moknaaa AOJDKEH COCTAaBIATh 3-5 MAIIMHONMCHBIX JIMCTA. JlaHHBIN
0o0beM TeKcTa OOECIEeUUuT BBICTYIUICHHE CTyJeHTa B TedyeHue 7-10 MuUHyT B
COOTBETCTBMM ¢ periaMeHToM. CreaoBareiabHO, HEOOXOAMMO TIIATENIBHO
oTOMpaTh Marepuain JUisl JOKJIaJa, He IMeperpyxas ero JUIIHEH HHPOpMaluew.
OdeHb BaKHO YJIO)KHUTHCS B OTBEICHHOE IS TOKJIaJa BPEMS: €CIIM Bac MPEPBYT Ha
CepearHe JI0KJIa/1a, TO Bbl HE CMOXKETE COOOLIUTH CaMOI0 IIABHOIO — PE3YJIbTaTOB
Balllell CaMOCTOATENIbHOM pPa0OThl, YTO OTPULIATEILHO OTPA3UTHCS HA KAayeCTBE
BBICTYIUICHHUS U CYIIECTBEHHO CHU3UT OLICHKY.

KoHcnekT nokiaza AOMKEH KpaTKO OTpa)kaTh TJIaBHbIE MOMEHTHI U3
BBEJICHMS, OCHOBHOM 4YacTH M 3aKiroueHus. Bo BpeMs MOATOTOBKM KOHCIEKTa
cienyer  mogoOpaTh M HEOOXOAWMBINM  WILTIOCTPATUBHBIM  MaTepual,
COMPOBOXKIAIOIIMA JTOKJad (OCHOBHBIE TE3UCHI, (DOPMYJIBI, CXEMbI, YEpPTEXKH,

TabnuIbl, Tpad@uKu U 1uarpammel, pororpaduu u T.11.).

3.2.2 Ogpopmnenue neuamnozo eapuanma 00K1a0a

Texkcr noknaga HabupaeTcs B TEKCTOBOM mporeccope Microsoft Word
Bepcuii 97-2010 m pacnedarsiBacTCs Ha KOMIIBIOTEPE HA OJHOM CTOPOHE JIMCTa
oymaru ¢opmara A4 (210 x 297mm).

Ocnosnoui mexcm: mpudt Times New Roman— 14nr, 6e3 mepeHoca Cios,
a03alHBIi OTCTYN («KpacHas cTpoka») — 1,25 cMm, BbIpaBHHBaHUE — MO IIUPUHE
CTPaHULbI, MEXCTPOUHBIN MHTEPBAJ — NIOJyTOPHBIMN.

Ilona: cneBa — 3 cM, CBEpXy — 2 CM, ClipaBa — 2 CM, BHU3Y — 2 CM.



3aconoexku nepsoco ypoeusa (2n1aevt): 0003HAYAIOT PUMCKUMHU IUbpamu, U
HaOMpaIoOT 3arjaBHbIMU OyKBaMH, MO IEHTPY, 0€3 OTCTyma W TOYKH Ha KOHIIE;
mpudT 18, MOTyKUPHBIH.

3aconoexku émopozo yposusa (napacpagui): BBIPAaBHUBAIOT MO IIEHTPY, 0€3
OTCTYyIIa, 0003HaYalOT apabCckumu 1udpamu, 0€3 TOUKH, C 3arjaBHONU OYKBBI, J1ajiee
CTpOYHBIMU OyKBaMH; MIPUPT 16, MOy KUPHBIH.

Mesx 1y 3aro10BKaMH U TEKCTOM, MEXKAY 3ar0JIOBKOM M 3ar0JIOBKOM JIPYTOTO
NopsiJiKa — MPOITYCKAeTCs OJ{HA CTPOKA.

Bce crpanuipl HyMepyroT, HauMHAsg C THTYJIBHOTO JUCTa (Ha TUTYJIHHOM
JUCTE HOMEp He cTaBUTCs). B 001eM 00beMe TUTYJIBHBIN JIUCT YYUTHIBAETCA MO
HOMEpOM «1», TakuM 00pa3oM, MEepBbI HarleuaTaHHbIA HOMED (HOMEp «2») OyaeT
Ha Jucte ¢ oriaBieHueMm. Ludpy, o003HaUaONIyt0 NOPAIKOBBIA HOMEp JIUCTA,
CTaBAT B HUYKHEM ITPaBOM YTIIIy.

Kaxxnyro riaBy HauMHaIOT ¢ HOBOM cTpaHulbl. [laparpadsl cienyror apyr 3a
JIpyrom 0e3 pa3pbiBa CTPAHMUII.

JUis BbIICTIEHUS B TEKCTE OTJENBHBIX CJIOB MM MECT JIOMYCTUMO MPUMEHSTh
MOTYEPKUBAHKE, KYPCHUB, Pa3psAKy WIH HA0Op MPONMUCHBIMU OYKBaMH.

Tabmuupl, pucynku, rpaduku, Qororpadbun kKak B TEKCTe, TaK U B
MPWIOKEHUH BBITIONHSIOTCS Ha CTAHIAPTHBIX JCcTax (hopmar A4).

Bce cHOCKM 1 TOACTpOUYHBIEC TPUMEUYaHusl HAOUPAIOT Yepe3 OJIMH HHTEPBa.

Bce wmmoctpanmu  (doTtorpaduu, cxembl, AUarpaMMbl) HMEHYIOTCS
PUCYHKaMU W HYMEpYIOTCS CKBO3HbIM 00pa3oMm uepe3 Bcio padoTy. Kaxmyro
WUTIOCTPALIMIO CHA0XKAOT MOAPUCYHOUHOM HAJIUCHIO, CIEIyIOUIEH cpa3y xe
nocine HoMepa. [loanucey nmoa WutrocTpanueil NUuIyT ¢ NPONUCHON OyKBBI B OJIHY
CTPOKY. B KOHIIe OANMUCH TOUKY HE CTaBSIT.

PucyHku noimKHBI pa3MeniaTbes cpasy Mociie MepBoro yrnoMuHaHUs O HUX B
KOHTEKCTE pabOTHI.

Odopmnenue Tabauiy cTporo HopmupoBaHo. Kaxnmas Tabnuia J0bKHA
UMETh HOMEp M Ha3BaHUE. B TekcTe nmaercs cChlika Ha TaOMUIYy, B KPYTJIbIX

ckoOkax: (Tadm. 1.1.)



Bce Tabnuiel HymepyroT apaOCkuMu IudpaMu B IMpeaenaax BCEro TEKCTa.
Haxg mpaBbIM BepXHUM yIiioM TaOMUIbl MOMEIIAT Haamuch «Tabmuma...» ¢
yKa3aHUEM MOPSAKOBOr0 HOMepa (BhIpAaBHUBAHHUE MO MpPaBOMY Kpato, mpudt 12,
0e3 BbigeneHus). 3HaK Ne W TOYKY B KOHIIE HE CTaBsT. TaOmuIel CHaOXKaroT
TEMaTUYECKUMH 3aroJIOBKaMH, KOTOPBIE pacrojaraioT MOCepeIMHe CTPaHUIIbI, 6e3
OTCTyINa W MUIIYT C MPOMUCHOW OYKBBI 0€3 TOYKM Ha KOHIIE U IMeyaTaloT 4epes

ojuH uHTEepBal (pu@T 14, M0 EHTPY, MOTYKUPHOE BHIACTICHUE).

3.2.3. Ilopaodoxk pabomel npu nanucanuu 00K1a0a

JUist ycnemHoi paboThl HAJl JOKJIAJOM CJIEAYET BBINOJIHUTH CIEAYIOIIEE:
CEpbhE3HO OTHECTUCHh K BBIOOPY TEMBI, OCBOUTH HAaBBIKM MOJ00pa JIUTEPATYPHI,
METOJIbI pa0OThI C HCTOUHUKAMH.

[Ipu BbIOOpPE TEMBI ClieyeT MPOKOHCYJIBTUPOBATHCA C TPEINOJaBaTeIeM U
O3HAKOMUTBHCS ¢ TpeboBaHMsAMU K Jokiany. [locne akTyanuzanuu TeMaTHYECKOM
npoOJieMbl CIIEyeT W3YyYUTh HAy4HbIE TPYAbl BEAYIIMX CHCHUAIMCTOB B
BBHIOpaHHOW TIPEIMETHON OOJACTH, MPOAHAIM3UPOBATH CYIIECTBYIOIIUE TEOPHH,
TUIIOTE3bl U PE3yJbTaThl HAYYHBIX HCCIEAOBaHUN. B OCHOBHBIX MOJIOKEHUAX
JIOKJa/1a JIOJDKEH OBITh OTpPa)XKEH aHaliu3, Kiaccuukanus U CUCTeMaTH3alus

OTOOpPAaHHOTO MaTepuaa.

3.3 Pedepar

3.3.1 Cmpykmypa pechepama

Pedepat, BbINMONHIEMBIN CTyIEHTaMH , JIOJDKEH COJEPXKATh CIEIYIOUINe
CTPYKTYpPHBIC D3JIEMEHTBI: TUTYJbHBIM JIUCT, 3allOJHEHHBIA IO €IUHOU (opme
(ITpunosxxenwne 1); ornaBieHue ¢ ykazaHUEM BCEX Pas3zesioB pedepara u HOMEpaMu
CTpaHUIl, BBEJICHHE 00BbeMOM He Oojee 1,5-2 mewyaTHble CTpaHMUIIbI, OCHOBHAas
4acTh, KOTOpAas CONEPKUT OJIHY WM HECKOJbKO TJaB, COCTOSIIUX U3 2-3
naparpadoB (IyHKTOB, pa3/eyioB); 3aKJIIOYEHUE, KOTOPOE COJEPKHUT TJIABHbBIE

BBIBOJbI OCHOBHOM JacTu, U B KOTOPOM OTMCYACTCA BBIIOJHCHUE 3aJa4 U



JTOCTIDKCHHE  11e7H,  C(OPMYJIMPOBAHHBIX  BO  BBEACHHWH, TMPUIIOKCHUS,
BKJTFOYAOITHE TPpaQUK ¥ TaOIHIIBI (€CTTH TaKOBBIC UMEIOTCA); Onbmuorpaduyeckoe
ONKMCAHWE HCIOJb30BaHHBIX HCTOYHUKOB odopmieHHbx 1no ['OCT 7.82-2001,
I'OCT 7.1-2003 [2, 3]. B Tekcre pedepara oO0s3aTeIbHBI CCBHUIKA Ha
MIEPBOMCTOYHHUKH.

3.3.2 Ogpopmnenue cooeprcanun pegpepama

O6mmit o6bem pedepata gomkeH ObITh B mpeaemax 10-18 medaTHbIX
CTpaHHIL.

[TeuaTHslii BapuaHT paOOTHI BHITIONHSAETCA Ha Oenoi Oymare dopmara A4
(210x297 Mm). Teker paOOThI M3IaraeTcsi Ha OJIHOM CTOpOHE JiucTa. Bee nuHuwm,
1 dpel, OYKBHI ¥ 3HAKK pabOTHI JOJKHBI OBITH UEPHOTO IIBETA.

Tekcr pedepara, pucynku, Gpopmysibl, TaOJIULBI, a TAK)KE HOMEpPA CTPaHULL
HE JIOJKHBI BBIXOUTH 3a MPEIEbl IByXCAaHTUMETPOBOM pamku iucta A4. Homepa
CTpaHMIl JIOJDKHBI OBITH MPOCTABJIICHBI BHU3Y MO IeHTpY. I[Ipu ucnonab3oBaHuu
TEKCTOBOTrO peaakropa Word, sl BBINOJHEHHS 3THX YCIOBHM HEOOXOIMMBI
CJIECIYIOIIIUE HACTPOUKHU:

. pa3mep Oymaru A4;

. MoJisl ClieBa, CBEpPXYy, COpaBa NO 2 CM, HIDKHee moje 2,5 cM,
pPacCTOsSIHUE OT HUYKHETO Kpasi CTPAHUIIBI 10 HUKHETO KOJIOHTUTYJA 2 CM;

. HOMEp CTPaHUIIbl — BHU3Y T10 LEHTPY.

OcHoBHOI1 TekcT pedepaTta OBITH JODKEH OBITH HaOpaH wIpUPTOM
Times New Roman, pa3mep 14 nr, HauepraHue OOBIYHOE, Yepe3 IMOJYTOPHBIN
WHTEpBaJI, BbIpAaBHUBAHKWE MO IMIUPUHE cTpaHuilbl. s odopmieHus taldaui u
MOJMKCEH K pucyHkam nomnyckaercs Times New Roman, pasmep 12 mr.

Ha3Banue kax0¥ rJ1aBbl HQUMHAETCSI C HOBOM CTpaHUIIbI, 00bEM TJIaBbl HE
MOKET OBITh MEHBINE 5 CTpaHWIl. 3aroJIOBKM W TOA3aroJIOBKH JOJKHBI OBITh
BBIJICJICHBI ¥ OTJIMYATHCSI OT OCHOBHOTO TEKCTa (MIPUPTOM, S KUPHOCTHIO, KypPCUBOM
u 1p.). [log3aronoBku cieayeT OTAENATh OT OCHOBHOT'O TEKCTa CBEPXY JBYMS
CTPOKaMHU, CHU3Y — OJHOM. B TekcTe JOIKHBI OTCYTCTBOBAaTh COKpAIIEHUs, KpOME

obmenpunsateix ['OCT 7.88-2003 [4], oOmenpuHATHIC WIH HEOOXOAUMBIE



COKpAIIeHHsI PU TIEPBOHAYATIEHOM YIOTPEOJIEHUH TOKHBI OBITh paciin@poBaHbl.
Kaxnapiii pucyHok, rpaduk wim Tabnuma B pedepare TODKHBI  OBITH
IPOHYMEpPOBaHbBl U MMETh 3arojoBOK uiu mnoamuch. [lpu Hammuuum B pedepare
CHOCOK Ha HCIIOJIb30BAHHBIC HAYYHBIC HIJIM HOPMATHUBHBIE HCTOYHHKH, CHOCKH
JOJDKHBL  OBITH O(OPMIJIEHBI B COOTBETCTBHM C YCTaHOBJICHHOW (hopMOil 1o
['OCT 7.32-2001 [1].

Pedepar momken ObITh meperieTeH B OOJIOKKY WM MOMEIICH B MarKy—
CKOpOCHIMBATENb (KAPTOHHYIO WU TUIACTHKOBYIO).

Pedepar momxen ObITh IMPEIOCTABICH B YCTAaHOBICHHBIA MpPENOAaBaTelieM
Cpok. B cnydae HeCBOEBpPEeMEHHOTO TMpeacTaBlieHUs paboThl, pedepar He

IIPOBCPACTCA IIPCIIOAAaBaATCIICM U HC 3aUUTBHIBACTCA KaK BBIITOJTHCHHBI.

3.3.3 Ilopaook pabomsl npu Hanucanuu peghepama

B nporecce paboTsl Haj pedepaToM MOKHO BBIICIUTH 43Tamna:

. BBOJIHBIN — BEIOOP TeMBI, paboTa HaJ MJIAHOM U BBEICHUEM;

. OCHOBHOM — paboTa HaJl coJiepKaHUEM U 3aKJIIoueHneM pedepara;

. 3aKJTIIOUUTENIbHBIN — 0hopmiieHue pedepara;

. 3amura pedepara (Ha  TPAKTUYECKOM  3aHSITHH, OSK3aMEHE,

CTYyJICHUYECKON KOH(EPEHITUHU 1 T.1.)

PaGora Hanm pedepaToM HaumHaeTcsi C BhIOOpAa TEMBI HCCIEAOBAHUS.
3aMHTEpPECOBAHHOCTh aBTOpa B MpoOJeMe OINpeAessieT KauyecTBO MPOBOJAWMOIO
UCCJICIOBAaHMsI U COOTBETCTBEHHO YCIEUTHOCTh €ro 3amuThl. BwiOupas kpyr
BOTIPOCOB CBO€W pabOThl, HE CTOUT CIEIINTh BOCIOJB30BATHCS CIIMCKOM TEM,
npeyIoKEHHBIM npenojaBareneM. Hano nmonsitaTtecst chopmMyarpoBaTh npodiaemy
CBOETO HMCCIIEIOBaHuUs caMocTosTeNbHO. [Ipu onpenenennn TeMbl pedepara HyKHO
YUUTHIBaTh U €ro HHPOPMaLMOHHYIO obecrieueHHOCTh. C 3TOil 11e1bl0, BO-TIEPBBIX,
MOXHO  oOpaTtuThcs K  OHMONMOTEYHBIM  KaTajoraM, a  BO-BTOPBHIX,
MPOKOHCYJIBTUPOBATHCS C MPENoAaBaTeIeM U OUOIHMOTEKapEM.

BribpaB Temy pedepara ©  U3y4UMB  JIUTEPATYpPY, HEOOXOAUMO

chopMmyaupoBath 1edb paboOThl W CcOCTaBUTH IUlaH pedepata. Bo3moxkHoO,



dbopMyIMpOBKa MENX B X0A€ pabOoThl OyIeT MEHSATHCS, HO M3HAYAILHO CIEAYET e
0003HAYUTh, YTOOBI OPUEHTHUPOBATHCS HA HEe B XOe uccieaoBanus. Onpenenssich
C IeJbl0 JalibHeIed paboThl, MapajuieIbHO HAJI0 AyMaTh HaJl COCTABJICHHUEM
IUIaHa: He0OXOUMO YETKO COOTHOCHUTH LI€TTh U TJIaH paOOTHI.

[Iiman — 3TO TOYHBIM U KPAaTKUU MEPEUYEHDb MOJIOKEHUN B TOM MOPSAKE, KaK
OHM OyIyT pacrojoKEHbI B pedepare, dTanbl pacKpeIThs TeMbl. CyIIecTBYeT JBa
OCHOBHBIX THWIIAa IUIaHA: MPOCTOW W CIIOKHBIA (pa3BepHYThIN). B mpocToM miaHe
conepkanue pedepara genuTcs Ha mnaparpadbl, a B CIOKHOM Ha IJVIaBbl H
naparpadsl. IIpu pabore Hang minaHoM pedepara HEOOXOAUMO IMOMHUTH, YTO
dbopMyIIHpOBKA MyHKTOB IJIaHA HE I0JIKHA TOBTOPATH (DOPMYITUPOBKY TEMBI.

[Ipu pabore Haa BBEICHHEM HEOOXOJAMMO ONUPATHCS Ha HaBBIKH,
pUOOpETEHHbIE IPU HANIMCAHWU HM3JI0KEHUU U counHeHuil. B o0beme pedepara
BBEJCHUE, KaK MPaBUJIO, COCTaBIIAET |-2 MalIMHONKCHBIE CTpaHUIbl. BBenaeHue
OOBIYHO COJICPKUT BCTYIUUICHUE, 00OCHOBAaHWE aKTYaJbHOCTH BBIOPAHHOW TEMBI,
dbopMyIUpOBKY MHenu U 3amad pedepara, KpaTkuil o0030p auTEpaTypbl U
HMCTOYHUKOB MO MpobiieMe, UCTopuio Bompoca U BeiBoA. Comepkanue pedepara
JIOJKHO COOTBETCTBOBATH TEME, MOJIHO €€ pacKpbIBaTh. Bece paccykaeHus: HYKHO
aprymeHTupoBath. Pedepar moka3biBaeT OOBEKTMBHOE OTHOIICHHE aBTOpa K
usnaraemMmomy Marepuaiy. Creayer CTpeMUThCSI K TOMY, YTOOBI U3JI0KEHHE ObLIO
SICHBIM, TIPOCTHIM U TOYHBIM.

3aKkir0YeHue — caMoCTosATeNbHas 4acTh pedepara. OHO HE TODKHO OBITH
NIEPEJIOKEHUEM COJIEPKAHUS Pa0OThI. 3aKIIFOUEHHUE JOJIKHO COAEPKATh OCHOBHBIE
BBIBOJIbI B CXKaToW (hopMe, a Takke OICHKY IMOJHOTHI U TIyOUHBI PEIIeHUs TeX
BOIIPOCOB, KOTOPbIE€ BCTaBaJU B MPOLECCE U3YyUECHHS TEMBI.

O0BeM 3aKITIIOUECHUS HE JOJDKEH MPEBBIIIATh 2 TTeYaTHBIX CTPAHMUII.

TunuyapiMu  OmMOKaMH, JOMYCKaeMBIMUA CTYJACHTAMH TPU TOATOTOBKE
pedeparta, SIBISIFOTCS:

. HEJOCTAaTOYHOE€ OOOCHOBaHWE AKTYaJbHOCTH, TMPAKTUYECKONM U
TEOPETUYECKOW 3HAYMMOCTH MOJYYEHHBIX pPE3yJIbTaTOB, MOBEPXHOCTHBIM aHAIU3

HCIIOJIB3YEMOI'O MaTCpHraa,



° H€FJIY60KI/IG KPUTUYICCKUC OLCHKHW H PCKOMCHIAIWKU 110 PCHICHHIO

UCCIEeNyeMOM IPOOIIEMBI;

. MOBEPXHOCTHBIEC BHIBOJIBI U MTPEJIOKECHHUS;
. HapymieHue TpedoBanuii kK ohopmiieHnio pedepara;
. UCI0JIb30BaHuE UH(popMaIuu 6€3 CChUTOK Ha UCTOYHUK.

3.4 KomnbloTepHasi npe3eHTalMs

3.4.1 Cmpykmypa npezenmayuu

VY nepxuBaTh aKTUBHOE BHUMAaHUE CIIyIIaTeNied MOKHO He Ooiiee 15 MuUHyT,
a, CIIeIOBATEJIbHO, NIPU CPEHEM pacyeTe BPEMEHHM MpocMOTpa — | MHHYTa Ha
claii, KOJIMYECTBO CIIAi/IOB HE I0JHKHO MPEBBIIATH 15-TH.

[lepBbIil cnaiin nmpe3eHTalK JA0HKEH COJEpKaTh TeMy padoThl, (haMUIIUIO,
UMsI U OTYECTBO MCIIOJIHUTEIISI, HOMEp y4eOHOM TPYIIIbI, a Takke GaMUINI0, UMS,
OTYECTBO, IOJXKHOCTh M YUEHYIO CTETIEHb MPEIOJABATEI.

Ha BtopoMm cnailize 1enecooOpa3HO TMpPEACTaBUTh Iedb M KPaTKoe
coAepKaHUE MPE3CHTALINH.

[Tocnenyromue cnaiiapl HEOOXOAMMO pa3OUTh HaA pasleibl COTJIacHO
MyHKTaM Ij1aHa padoThl.

Ha 3axmroumTeNnbHBIM ciailj BBIHOCUTCS CaMO€ OCHOBHOE, TIJIaBHOE M3

COACpKaHUA ITPC3CHTALINN.

3.4.2 Pexomenoauuu no ohopmnenuio npezenmayuii 6

MicroSoft Power Point

JIns BU3yanbHOIO BOCIPUATHS TEKCT HA Cllaiiax IMPE3eHTalUUUd JIOJHKEH
OBITH He MeHee 18 mT, a /i1 3arojIoBKOB — He MeHee 24 TIT.

MakeTt npe3eHTaluu A0HKeH ObITh O(POPMIIEH B CTPOTOMl I[BETOBOM ramMMe.
®oH He AOKEH OBITh CIMIIKOM SPKUM WM MECTPhIM. TEKCT JOJHKEH XOPOIIO
yutatbea. OAHM U T€ K€ DJIEMEHThl Ha pPa3HbIX ClaiAax JOJKEH OBITh OJHOTO

OBETA.



[IpocTpancTBO crnaiifga (3KkpaHa) T0JKHO OBITh MAKCUMAJIbHO MCIIOIb30BAHO,
3a CuUeT, HampuMmep, yBeIW4YeHHs Macmraba pucyHka. Kpome Toro, 1o
BO3MOXKHOCTH HEOOXOIAMMO 3aHUMaTh BEpPXHUE Y4 IUIOLIAAW claija (dKpaHa),
MOCKOJIbKY HIDKHSISI YACTh dKpaHa MI0X0 NPOCMAaTPUBAETCS C MOCIETHUX PSIOB.

Kaxxnplil crnaii 10KeH cofeprKaTh 3arojioBOK. B KOHIIE 3aroioBKOB TOUYKa
He cTaBUTCs. B 3aronoBkax J0ikeH ObITh OTPa’KE€H BBIBOJI U3 MPEJCTABICHHON Ha
cmaiine nHpopManuu. OdopMieHHEe 3aroJOBKOB 3arjaBHBIMH OYKBaMH MOKHO
UCIIOJIb30BATh TOJBKO B CIy4ae UX KPaTKOCTH.

Ha cnaiine cienyer nomemars He OoJiee 5-6 cTpok u He OoJiee 5-7 CIOB B
IIPEUIOKEHNH. TEeKCT Ha cnanaax JOJDKEH XOPOIIO YATATHCS.

[Ipu pobaBneHUM PHUCYHKOB, CXE€M, JHarpaMM, CHUMKOB JKpaHa
(CKpMHIIOTOB) HEOOXOJIMMO IPOBEPUTH TEKCT ATHUX DSJEMEHTOB HA HaJU4He
omn6ok. HeoOxonumo MpoBepsITh MPAaBWIBHOCTh HANKMCAHUS HA3BaHWM YIIHII,
dbaMunuit aBTOPOB METOAMK U T.1I.

Henb3st mneperpyxarb ciaiifibl aHUMallMOHHBIMH 3(deKkTaMu — 3TO
OTBJICKAET CJIYIIATEJIEH OT CMBICJIOBOTO COAEPX aHUA claiaa. [{Jist CcMeHBbI CliaiioB
UCIIOJIB3YUTE OJIUH U TOT K€ aHUMAIIMOHHBIN 2P EKT.

HanmMenoBanue nporpaMm, B KOTOPBIX ObUIH C€JaHbl pacdeThl, rpaduka u
T.J. IOJDKHBI OBITh YKa3aHbl B UMEHUTEIIBHOM Tajiexe (He «pucyHOK B Allplane», a

«pucyHok B Allplany).

3.4.3 Ilops0oK u npuHyunsl 6bINOJTHEHUA KOMNBIOMEPHOI NPE3eHMaAWUU

[lepen co3nanuem npe3eHTalui HE0OX0IUMO YETKO ONPEACIUTHCS C LIEIIbIO,
CO3/1aBa€MOM  TNpE3EeHTAllMH, I[OCTPOUTHh BCTyIUIEHHE U  CHOPMYIHPOBAThH
3aKJII0YEHHUE, TPUIEP)KUBATHCS OCHOBHBIX 3TANoOB U PEKOMEHIYEMbIX MPUHIUIIOB
€€ CO3JaHusl.

OcHoBHBIE 3Tarbl padOTHI HAJT KOMIIBIOTEPHOM Mpe3eHTAIUEH:

1. Crnnanupyiite oOMH BUA MPE3CHTALUU 10 BHIOPAHHOW TeEME,
OMHUpasiCh Ha COOCTBEHHBIE pa3pabOTKU U pEKOMEHAAIINU MTPernogaBaTes.

2. Pacnipenenure mMarepuai o ciauaam.



3. OTtpenakTupyite u opopMuTe Craimbl.

4, 3anaiiTe eAMHOOOPA3HbIA aHUMAITMOHHBIN YPHEKT I TEMOHCTPAIUH
IPE3EHTALINH.

d. Pacnieuaraitte npeseHTanuro.

6. [TporoHuTe TOTOBBI BapHaHT MEpel JAEMOHCTpAaLUEHd C IIEJIbIO

BBISIBJICHUS OIIMOOK.

1. Jopaboraiite nmpe3eHTalno, €CIM BOZHUKIIA HEOOXOIUMOCTb.

OCHOBHBIE TPUHIUIBI BBIIOJHEHUS W TPEACTABICHUS KOMIBIOTEPHOU
IIPE3CHTALUU:

J MIOMHUTE, YTO KOMIIBIOTEpHAsI MpE3EHTAllMs HE NpeJaHa3HaueHa Jjis
aBTOHOMHOTI'O MCIOJIb30BaHMs, OHA JOJKHA JIMIIb IOMOTaTh JOKIAYUKY BO BpEMsI
€ro BBICTYILJICHUSI, IPABUJIBLHO PACCTABISATh AKIICHTHI;

o HE YCIOXHINTE NPE3CHTAUMI0O M HE NEPErPYykKAUTE €€ TEKCTOM,
CTaTUCTUYECKUMHU JAHHBIMU U rpadudeckumMu wu3obpaxeHusimu. Haubonee
s dexTrBHas nmpe3eHTais Power Point — npocras npe3eHTanus;

° He uwuraiiTe TekcT Ha crnaiiiax. YCTHasg pedb JOKJIAAUYMKA JTOJKHA
JIOTIOJIHSITh, OINKCHIBaTh, HO HE MEPECKa3blBaTh, MPEACTABICHHYIO Ha ciaiigax
uH(dOpMaIHIo;

o JaiTe BpeMs ayJAUTOPUU O3HAKOMHUTHCA C HUH(pOpMaIuend KaxXJa0ro
HOBOI'O ClIaiiia, a y>Ke IMOCJE 3TOr0 /1aBaTh CBOM KOMMEHTAapUU MOKa3aHHOMY Ha
sKpaHe. B mpoTuBHOM ciiyyae BHUMaHHE Clyliarenei Oy1eT paccemBaThCs;

. JleJlanTe TmepepeiBbl. He ciieqyer TOpOmUThCS C  JAEMOHCTpaLUEn
nocaeaywomero cnaiaa. Ilo3Bosbre caymarensM  noayMarb M YCBOMTH
uH(bOpMaIHIO;

o MPEIOKUTE pa3aaTOUYHbIA MaTepruall B KOHIIE BBICTYILJICHUSI, €CJIH 3TO
HeoOxoaumo. He nenaiite 3TOoro B Hayane Wid B CepellMHE AOKJIana, T.K. BCE
BHHUMAaHHE JIOJDKHO OBITh TPUKOBAHO K BaM U K DKPaHy;

o 00s13aTE€JIbHO OTPEIAKTUPYUTE MPE3EHTALMIO TIepel] BBICTYILUICHHEM

MOCJI€ MPEABAPUTENILHOTO MTPOCMOTpa (PENETUIINN).
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