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Memoouueckue pekomeHOAuUU K CAMOCMOAMENbHOU padome CHyoeHmos
Camocmosmenvhas paboma o6y4aowuxcs ekaoyaem 6 cebs maxue uobvl U hopmsl Kax.: no02o-
MOBKA K NPAKMUYECKOM) 3aHAMUI0, NOO20MOBKA K OUCKYCCUU, Npe3eHmayuu, no020mosKa 0o-
K1a0a, KOHCNEeKMUpOo8arue u3yyaemou 1umepamypbsl, AHATUMUYECKUL 0030p HOBOU TUMepamypbl
no u3yyaemotl meme, Hanucauue scce u op.
Hna bonee yenybnenHo20 uzyueHus mamepuaia 3a0anue 0 CAMOCMOAMENbHOU pabomul peKo-
MeHOYemcsi GbINOIHAMb NAPAJLIENbHO C U3yYyeHuem 0anHou memsl. [lpu evinonrnenuu 3a0anutl 0
camocmosamensbHol pabomvl, N0 B03MOHCHOCIU, Cledyen OPUEHMUPOBAMbCA HA HALTISIOHOE NPeo-
cmaenenue mamepuana

1 Memooduueckue pexomendauuu no nodzomoske npesenmayuu. IIpeseHtanus 1aeT Bo3-
MO>KHOCTb HarJIJHO IPEJICTAaBUTh CTYI€HYECKON ayIMTOPUN MHHOBALIMOHHBIE UJIeH, pa3paboTKu
Y TUTaHBI. YueOHas Mpe3eHTaIus IPECTaBIsieT cO00H pe3yabTaT caMOCTOSATEIHHOU PaboThI CTY-
JIEHTOB, C MIOMOIIIbIO KOTOPOW OHU HATJISHO IEMOHCTPUPYIOT MaTepHalbl MyOJIUYHOTO BBICTYII-
JIeHUs Iepes] Ay JUTOPUEH.

KommbrorepHas npeseHTanus — 310 (aitsi ¢ HeOOX0IMMBIMU MaTepuagaMu, KOTOPBIH CO-
CTOUT U3 MOCJIEN0BATEIbHOCTH caiioB. Kaxaplil cinaiil CONEp/KUT 3aKOHUEHHYIO 110 CMBICITY
nH(pOpMaIIHIO, TaK KaK OHA HE MEPEHOCUTCS Ha CJIEAYIONIUH cllaii[] aBTOMaTHUECKH B OTINYNE OT
TEKCTOBOTO AoKyMeHTa. CTyIeHTy — aBTOPY MPE3CHTAlluU, HEOOXOUMO YMETh paclpeieisiTh
MaTepuai B Mpejesaax CTpaHHIlbl U TPaMOTHO pa3MellaTh OTJeNIbHbIE 00BEKTHL. B 3TOM eMy mo-
MOJKET LENbId HAa0Op TOTOBBIX OOBEKTOB (TUKTOTPaMM, F€OMETPUYECKHX (DHUTYp, TEKCTOBBIX
OKOH | T.II.).

beccropHBIM TOCTOMHCTBOM MPE3EHTAIIUH SIBIISIETCS BOZMOKHOCTh MPH HEOOXOUMOCTH
OBICTPO BEpHYTHCS K JTIOOOMY U3 paHee MPOCMOTPEHHBIX CIIAN0B WM OYKBaJIbHO HA X0y U3Me-
HUTb MOCJIEA0BATEIbHOCTh U3JI0OXKEHUsI MaTepuania. [Ipe3eHTanus moMoraeT caMoMy BBICTYyMAar0-
ieMy He 3a0bITh TJIABHOE U TOYHEE PACCTaBUTh aKI[EHTHI.

KomMmmberoTepHas npe3eHTanus 0071a1aeT eNIbIM PSIOM JOCTOMHCTB:

. Ungopmamuenocms — 3IeMEHTHl aHUMAIIUU, ayJIU0 — U BHICOPPArMEHTHI CIO-
COOHBI HE TOJBKO CYIIECTBEHHO YKPACUTh MPE3EHTALINIO, HO U MOBBICUTH €€ MHPOPMATUBHOCTB;

. Konupyemocms — ¢ 21€KTPOHHOM MPE3EHTALIMN MOMEHTAJIbHO MOYKHO CO3/1aTh KO-
MUY, KOTOPbIE HUYEM He OyIyT OTJINYaThCsl OT OPUTHHATIA;

. TpancnopmabenbHocms — 3IEKTPOHHBIN HOCUTENb C MPe3eHTaluell KOMIAKTEH U
yIoOeH Tpu TpaHCHOPTUPOBKE. [Ipy HEOOXOAUMOCTH MOKHO Tiepecarh (aila mpe3eHTAuH 110
ANIEKTPOHHOU TIOUTE WK ONMyOIuKoBaTh B IHTepHEeTe Win cienaTh cOOOIIeHIE TUCTAHIIMOHHO.

OnHOM M3 OCHOBHBIX TPOTpaMM JJISI CO3/IaHUS MPE3CHTAIIMNA B MUPOBOW MIPAKTHUKE SIBIIS-
ercs nporpamma Power Point komnanuu Microsoft.

CTpyKTypa npe3eHTanuu

VY nep:xuBaTh aKTUBHOE BHUMaHHE CIIyIIaTeneil Mo>xHO He 6onee 15 MuHyT, a, clieaoBa-
TEJIbHO, MPU CPETHEM pacueTe BPEMEHH MPOCMOTpa — | MUHYTa Ha Clai]l, KOJIMYECTBO CJIANI0B
HE JIOJKHO MpeBbIIaTh 15-TH.

[TepBbIit ciaiin MPE3eHTAIMH TOJDKEH COAEPKaTh TeMy paOoThI, (hamMiIhio, UMs U OT4Ye-
CTBO HCITOJIHUTEJISI, HOMEp y4eOHOMU TPYIIIEI, a TAaKKe (aMUIHIO, UM, OTUYECTBO, JOKHOCTD H
YYEHYIO CTENIEHb IIPENO1aBaTEs.

Ha BTopowm cnaiine nenecooOpa3Ho MpeACTaBUTH LIENTbh U KPATKOE COJepKaHUE MPE3eHTa-
uuu. [locnenyromue ciaiiapl HEOOXOAMMO pa3OUTh Ha pa3Jieibl COMNIACHO MMyHKTaM IUIaHa pa-
00Thl. Ha 3aKITI0OYUTENBHBIN C1aiil BEIHOCUTCS CaMO€ OCHOBHOE, TJIABHOE U3 COJIEPIKaHUS TIpe-
3EHTalL1H.

Pexomengaunu no opopmiiennio npesenranuii B Microsoft Power Point

Jl7is BU3yanbHOTO BOCHPUATHS TEKCT HA ClaiilaX Mpe3eHTallH JOJIKEeH ObITh HE MEHee

18 1T, a ;1719 3aroJIOBKOB — HEe MeHee 24 MT.




MakeT npe3eHTaluuu JoKeH ObITh 0OpMIIEH B CTPOroi 1[BETOBOM ramme. DoH He 10I-
KeH OBbITh CIUIIKOM SPKUM WM MeCTpbIM. TeKCT oikeH Xopolo yutateesi. OHU U Te e dIie-
MEHTBI Ha Pa3HbBIX claiiax J0JbKeH OBITh OJHOTO I[BETA.

[IpoctpancTBO cnaiifa (dKpaHa) MODKHO OBITh MaKCHUMAJIbHO HCIIOIB30BaHO, 3a CYET,
HampuMep, yBeIMYeHHs MaciiTada pucyHka. Kpome Toro, mo BO3MOXHOCTH HEOOXOAUMO 3aHHU-
MaTh BEpXHHUE ¥4 IUIOIIAN cllaiifia (3KpaHa), MOCKOJIbKY HUXKHSS 4acTh 3KpaHa IMJI0X0 MpocMat-
pHUBAETCS C MOCIEIHUX PSAOB.

Kaxapiii cnailg 10JKEH coiepkaTh 3aroJIOBOK. B KOHIIE 3aroJioBKOB TOUKa HE CTABUTCA.
B 3aronoBkax MomKeH OBITH OTpa’keH BBIBOJ M3 IPEACTABICHHOW Ha ciaije MH(OpMaIuu.
OdopmieHne 3aroJ0BKOB 3arJIaBHBIMU OyKBaMHU MOKHO HCIIOJIb30BaTh TOJIBKO B CITy4ae UX Kpat-
KOCTHU.

Ha cnaiine cnenyer momemars He 6oJiee 5-6 CTpok U He Oosiee 5-7 CI0B B IPEIIIOKCHHUH.
Teker Ha cnaiigax JOJKEH XOpOILIO YATATHCS.

[Ipu noGaBneHUM PUCYHKOB, CXEM, MarpaMM, CHUMKOB 3KpaHa (CKpPHHIIIOTOB) HEOOXO-
MO TIPOBEPUTH TEKCT ATHX JIEMEHTOB Ha HaIM4Yue omnOok. Heo0Xxoammo mpoBepsITh IPaBHITb-
HOCTb HaIllMCaHUs Ha3BaHUU yiuIl, paMuIuil aBTOPOB METOJIMK U T.1.

Henp3s neperpyxarhb cinaiibl aHUMAIMOHHBIMU 3(PPEeKTaMu — 3TO OTBJICKAET CIyIIaTe-
JIeH OT CMBICJIOBOT'O COJIepKaHus cianaa. J[yis CMeHBbI ¢llaiiIoB UCTIOJIB3YIUTE OJIMH U TOT K€ aHU-
MaIMOHHBIN 2P EKT.

IHopsAoK ¥ MPUHIMIIBI BHINOJIHEHUS! KOMIIBIOTEPHOMH MPe3eHTALMHU
[Tepen co3manueM mpe3eHTAIMH HEOOXOIUMO YETKO OIMPENCTUTHCS C LENbI0, CO3/IaBaeMOM
Mpe3eHTAlNH, TOCTPOUTH BCTYIJICHUE U C(HOPMYIHPOBATH 3aKIIOUCHHE, TPUIEPKUBATHCS OC-
HOBHBIX 3TallOB U PEKOMEHAYEMbIX MPUHIIUIIOB €€ CO3/IaHuUs.
OcHOBHBIE 3Tanbl pabOTHI HAJI KOMITBIOTEPHOM Mpe3eHTAIUEH:

1. Cnnanupyiite 0OIMiA BU IPE3EHTAIIUMK 110 BHIOPAHHON TEME, ONUPAsICh Ha COOCTBEHHBIE
pa3paboTKH U peKOMEHJAIlNH MTPETI01aBaTEs.

Pacnipenenure marepuai no ciangam.

Otpenaktupyiite 1 0hOpPMHUTE CIIANTBI.

3amaiiTe enmMHOO0Opa3HBI aHUMAIIMOHHBIN A(MEKT M1 IEMOHCTPAIIMH ITPE3CHTAIIH.
Pacneuaraiite npe3eHTanuIo.

[IporonuTte roTOBBIM BapHaHT Mepel AEMOHCTPALUEH € IENbIO BBISBICHHS OIINOOK.

JlopaboTaiiTe mpe3eHTaInIo, eClI BO3HUKIIA HEOOXOIUMOCTh.
OCHOBHBIC MIPUHIIMITHI BBITOJTHCHUS U TIPEICTABICHUS KOMITBIOTEPHOU MTPE3CHTAIINH

NoO LA LN

* IIOMHHUTE, YTO KOMIBIOTEPHAA IMPE3CHTALMA HC IPEAHA3HAUYCHA AJI1 aBTOHOMHOI'O UCITOJIb-
30BaHUA, OHA JOJI’KHA JIMIIb ITIOMOT'aTh AOKJIAAYMWKY BO BPpEMS €ro BEICTYIIIICHUA, ITPABUJIBHO pac-
CTaBJIATh aKIICHTHI,

®* HE YCIOXHSUTE MPE3eHTAIUI0 U HE MEeperpyxanTe ee TeKCTOM, CTATUCTUYECKUMH JaH-
HBIMHU U Tpaduueckumu uzodpaxkenussmu. Hanbonee sapdexruBnas npezentauus Power Point —
MpOoCTast MPE3EHTALU;

* He uuraliTe TEKCT Ha claiigax. Y cTHas peyb JOKIaJIMKa JOJHKHA JIOTIOTHATh, ONMCHIBATD,
HO HE NepecKa3blBaTh, MPEJICTABICHHYIO Ha cllaiijlaXx nH(GOpMaLHIO;

*  naiiTe BpeMs ayJUTOPUU O3HAKOMHUTHCS C MH(pOpMaImen Kaxa0ro HOBOTO ciaiiaa, a yxe
IIOCJIE 3TOrO JAaBaTh CBOM KOMMEHTApPUHU MOKa3aHHOMY Ha dKpaHe. B mpoTUBHOM cilyyae BHUMa-
HUE CITyIIaTeNel OyIeT pacceuBaThCs;

* Jenaite nepepsiBbl. He cienyer TOponuThes ¢ IEMOHCTpaUen MOCIeAyIOIEro ciaiaa.
[To3BonbTE CAyIIATENSIM TOAYMATh U YCBOUTH WH(OPMAILIUIO;

*  MpeayoKUTE pa3JaTOYHBIA MaTepuas B KOHIIE BBICTYIUICHHS, €CIH 3TO HeoOxoaumo. He
JeNIaiiTe 3TOTO B HaYaJle WK B CEpeHE TOKIA/a, T.K. BCE BHUMAHKE JOJDKHO OBITh MPUKOBAHO K
BaM U K 3KpaHy;



. 00513aTeJIbHO OTPEAAKTUPYITE MPE3CHTALMIO Nepe]] BBICTYIUIEHUEM T10CIIe Mpe-
BapUTEIBHOTO IPOCMOTpa (PENEeTULINN ).

2. Memoouueckue ykazanusa no noo2omogke 00knaoa. JIoknan — 3T0 pa3BEpHYTOE yCT-
HOE COO0IIeHNe, TOCBALICHHOE 3aJaHHON TeMe, ClIeJTaHHOE MyOJINYHO, B IPUCYTCTBUHU CITyIIaTe-
neil. OCHOBHBIM COJIEpKaHUEM JIOKJIaJa MOXKET OBITh OMUCAHHE COCTOSIHUS JIeN B KaKOH-JIN0O
Hay4YHOU WJIM TIPAKTUUECKOU cdepe; aBTOPCKHUI B3IV HA CUTYAIUIO WU MPOOJIeMy, aHau3 U
BO3MOXKHBIE TTYTH PEIICHUS MPOOIEMBI.

Temamu gokaga 0OBIYHO SBISIOTCS BOMPOCHI, HE OCBEIIEHHBIC B IMOJIHON Mepe WM BO-
o011e He paccMaTpUBaeMble Ha JICKIHUAX, TPEINOJIaraloliue CaMOCTOSITEIbHOE U3YUYEHUE CTYICH-
taMu. OOBIYHO CTYJCHTHI BBICTYIAIOT C JOKJIAJaMU Ha CEMHUHAPCKUX 3aHITHUSIX WU KOH(DepeH-
LUSX, 10 pe3yJIbTaTaM KOTOPBIX MyOJINKYeTCsi COOPHHUK T€3UCOB JJOKJIAIO0B.

Jlokitan n3Hav4anpHO IIAHUPYETCS KaK YCTHOE BBICTYIUICHUE U IOJDKEH COOTBETCTBOBATH
ornpeaeNeHHbIM KputepusM. [Jist ycTHOro cooOmieHusl HeIOCTaTOYHO MPABUILHO MOCTPOUTH U
0OpMUTH TUCHMEHHBIN TEKCT, HEIOCTATOYHO yIOBICTBOPUTEIHLHO PACKPHIBATH TEMY COJIEpIKa-
HUSA. YCTHOE COOOIleHne AOHKHO XOPOILIO BOCIPUHUMATHCA Ha CIyX, a 3HAUUT JOJIKHO OBITh
WHTEPECHO MOJAaHHBIM ISl ayAUTOpUH. [[71s1 IpeicTaBiIeHnus yCTHOTO JOKIIaaa He0OX0UMO CO-
CTaBUTh TE3UCHl — OMOPHBIE MOMEHTHI BBICTYIUICHUS CTyJeHTa (00OCHOBaHHE aKTyalbHOCTH,
OIMHCaHuEe CYTH PabOThl, OCHOBHBIC TEPMUHBI U MOHSITHS, BEIBOJIBI), KIIFOUEBEIE CIIOBA, KOTOPHIE
MOMOT'YT JIOTHYHEE U3JI0KUTH TeMy. CTyIeHT BO BpeMsl BBICTYIUICHHSI MOXKET OMUPATHCS Ha MO-
SICHUTEJIbHBIC MaTepUaIbl, IPEACTABICHHBIC B BUJE CNAi0B, TAOIUI] U TIp. DTO MOMOXKET MY
SPKO U YETKO M3JI0KHUTHh MaTepual, a CaymaTeNsM HarjasAHO MPEACTaBUTh U MOJIHEE MOHATH MPo-
O1eMy, 0 KOTOpOH HJIET peub B AOKIAC.

Te3ucel 10KIAA0B SBISIIOTCS CAMOCTOSITEIbHON Pa3HOBUAHOCTHIO HAYUHOM MyOJIUKaluu
Y MIPEJICTABISIOT COO0M TeKCT HEOOIBIIOr0 00heMa, B KOTOPOM KPaTKo CPOPMYITUPOBAHBI OCHOB-
HbIE TOJIOKEHUS JoKIanoB. Te3ucsl qokinaga oObIYHO UMEIOT 00beM 110 3 CTpaHMIL, COAepKaT B
cebe cambIe CYIIECTBEHHBIC UJICH, COXPAHSIOT JIOTHKY JOKJIaJa U €r0 OCHOBHOE COZCpKAHHUE.

Crpykrypa nokiaana

CrpykTypa AOKIaaa TPAIUIIMOHHO COCTOUT U3 TPEX pa3ielioB: BBEICHUS, OCHOBHOW ya-
CTH U 3aKJTIOUEHUS.

Bo BBeneHnu HEOOXOMMO yKa3aTh TEMY | Ielb JOKJIana, OMpeIeIuTh mpoOaemMy U BBe-
CTH OCHOBHBIE MOHSTHS U TEPMHUHBI I0KJI/1a, a TaKke 0003HaYUTh TeMaTHUYECKHE Pa3/iesbl 10-
KJIaJia ¥ HAMETUTh METO/IbI PEIICHUs TPECTABICHHON B IOKJIaIe IPOOIEMBI U MOACTUPYET OKHU-
JaeMble pe3ysIbTaThl.

OcHOBHas 4acTh JOKJIaJa MPEJCTABISET MOCIEIOBATEIIEHOE PACKPHITHE TEMATHYECKHX
paszenoB pabOTHI B LEJISAX PEIICHHS BhIIIe 0003HAYCHHON MTPOOIEMBI.

B 3akitoueHUN CTYJCHT IPUBOJUT OCHOBHBIC PE3YNIbTAThl U COOCTBEHHBIE CYXICHHUS TI0
MOBOJIY BO3MOXHBIX IMYTEHl peIIeHHus] pacCCMOTPEHHON MpoOeMbl, KOTOpble 0POPMIIIET B BUE
PEKOMEH AL .

TekcT noknaga MOMKEH COCTABIIAThH 3-5 MAITMHONMCHBIX jJucTa. JlaHHBIH 00beM TeKcTa
00eCneunT BRICTYIIICHUE CTYICHTa B TeueHue 7-10 MUHYT B COOTBETCTBHUU ¢ periiaMmeHToM. Crie-
J0BaTeIbHO, HEOOXOJUMO TIIATEIHHO OTOMpaTh MaTepuai Ijs JOKJIaaa, He Meperpyxkas ero
mumrHer uHopmarpeir. OueHb BaKHO YIOKUTHCS B OTBEIEHHOE JIJIsl JOKJIaa BPEMs: €CIIH Bac
MIPEPBYT Ha CEepeMHE JO0KIaAa, TO Bbl HE CMOKETE COOOUIUTH CaMOro TNIABHOTO — PE3yJIbTaTOB
Balllel CaMOCTOSTENBHON PabOThI, YTO OTPUIIATEIBHO OTPA3UTHCS HAa KAY€CTBE BBICTYIUICHUS U
CYUIECTBEHHO CHU3UT OLICHKY.

KoHcnekT nokmnana nomKeH KpaTKo OTpaKaTh IIaBHBIE MOMEHTHI M3 BBE/ICHU ST, OCHOBHOMN
YacTH U 3aKiioueHus. Bo BpeMsi MOAroTOBKM KOHCHEKTa clefyeT moao0paTh U HEOOXOAUMBII
WJUTIOCTPATUBHBIA MaTepUal, COMPOBOXKIAIONINN TOKIaa (OCHOBHBIE TE3HUCHI, (JOPMYIIBI, CXEMBI,
YepTEkKH, TAOIUIIBI, TpadUKU U AUarpaMMebl, GoTorpaduu u T.11.).

OdopMiieHHEe MEYaTHOT0 BAPHAHTA TOKJIaa



Texcr noknana HabupaeTcst B TEKCTOBOM Iporieccope Microsoft Word Bepcuii 97-2016 u
pacrnevaTsIBacTCsl Ha KOMITBIOTEPE Ha OJHOM CTOpOHE JucTta Oymaru ¢opmara A4 (210 x 297mm).

Ocnognoti mexcm: mpudt Times New Roman— 14nt, 63 nepeHoca cioB, a03allHbIi OT-
cTym («kpacHasi CTpoka») — 1,25 cMm, BeIpaBHUBaHUE — IO MIMPUHE CTPAHUIIBI, MEXXCTPOYHBINA WH-
TepBaJl — IOJTYTOPHBIN.

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

3aconosku nepozo ypoeHs (2naswvl): 0003HAYAIOT PUMCKUMU IUPpaMu, 1 HaOUPAIOT 3a-
TJIaBHBIMU OyKBaMH, IO LEHTPY, 0€3 OTCTyINa U TOUYKH Ha KoHLE; MPUQT 18, momyKUpHBIiA.

3azonosxu emopoeo yposHs (napazpaghel): BRIpaBHUBAIOT IO LIEHTPY, 0€3 0TCTyMa, 000-
3HAYalT apaOckumu nudpamu, 6€3 TOUKH, C 3arjlaBHOW OYKBBI, Jajiee CTPOYHBIMH OYKBaMH;
mpudT 16, TOITYKUPHBII.

Mesx 1y 3aroloBKaMu U TEKCTOM, MEXAY 3aroJIOBKOM M 3arojIOBKOM JAPYroro Mopsaka —
MIPOIYCKAETCs OJIHA CTPOKA.

Bce cTpanuiibl HymMepyloT, HauMHas C TUTYJIBHOTO JIUCTA (HA TUTYJIHHOM JINCTE HOMEp He
craButcs). B 001memM o0beMe TUTYIBHBIN JTUCT YUUTBHIBACTCS MO HOMEPOM «1», TakuM 00pa3om,
MepBbII HaneyaTaHHBIA HOMeEp (HoMep «2») OyneT Ha nucte ¢ orjaBienueM. Lludpy, o6o3nayga-
IOIIYIO TTOPSIAKOBBIN HOMEp JIMCTA, CTABAT B HUKHEM IIPABOM YTITY.

Kaxxnyro rimaBy HauMHAIOT C HOBOM cTpaHullbl. [laparpadsr cieayroT aApyr 3a ApyromM 6e3
pa3pbiBa CTPAHHUIL.

Jl1i BBIENIEHUS B TEKCTE OTNEIbHBIX CIOB MM MECT AOMYCTUMO MPUMEHSTh NOTUEPKHU-
BaHUE, KYPCHUB, pa3psIKy U HAOOp MPOMUCHBIMH OYKBaMHU.

Tabmumpl, pucynku, rpaduku, ¢pororpaguu Kak B TEKCTE, TaK ¥ B MIPUIIOKEHUN BBITION-
HSIOTCS] Ha CTaHJApTHBIX JHcTax (popmar A4).

Bce cHOCKM U TOACTpOYHBIE TPUMEUYaHUsI HAOUPAIOT Yepe3 OJUH UHTEPBa.

Bce mmnroctpanuu (hotorpadun, cxembl, TuarpaMMbl) UIMEHYIOTCSI PUCYHKaMH U HyMe-
PYIOTCSI CKBO3HBIM 00pa3oM uepe3 BCio padoTty. Kaxkmyro miumocTpanuio cHa0X aroT MOIPUCYyHOY-
HOHM HAJIIUCBIO, CIEAYIOLIEN cpa3y ke Imocie HoMmepa. Iloamnuce moa wunocTpanuue MUIIyT ¢
MPOIMKCHOM OYKBBI B O/IHY CTPOKY. B KOHIIe MOAMUCH TOUKY HE CTaBST.

PucyHku HOMDKHBI pa3MeIIaThes cpa3y MOcie IepBOro YIOMHHAHUS O HUX B KOHTEKCTE
paboTHI.

Odopmienne Tadbmuil crporo Hopmuposano. Kaxnias Tabnuna goimkHa UMETh HOMEp U
Ha3zBaHMe. B Texcre maercs ccplika Ha TaONHIly, B KPYIJIBIX CKOOKaX:

(Tabm. 1.1.)

Bce tabmuie HyMepyroT apabckumu nndpaMu B mpeaenax Bcero Tekcra. Haa mpaBbsim
BEPXHUM YTJIOM TaOJIMIIBI TOMEIAOT HaAmUCh: «Tabnuua. .. » ¢ ykazaHueM HopsAKOBOT0 HoMepa
(BeIpaBHMBaAHUE 10 MpaBoMy Kpato, mpudt 12, 6e3 Boifenenns). 3Hak Noe ¥ TOUKy B KOHIIE HE
craBat. Tabnuipl cHa0XKaIOT TEMAaTUYECKUMH 3ar0JIOBKaMH, KOTOPBIE pacIojararoT mocepeinHe
CTpaHMIIBI, O€3 OTCTYIA ¥ MUIIYT C MPONMUCHON OYKBBI O€3 TOUKH HAa KOHIIC W TeYaTaloT 4epe3
oJuH uHTepBai (WpUPT 14, 10 HEHTPY, MOTYKUPHOE BHIICICHUE).

IMopsinok paGoThl NPU HAMMCAHUM JOKJIA1A

Jnist ycnenrHo# paboThl HAJ JOKJIAJI0M CJeIyeT BBIITOJHUTH CIEIyIoIIee:

CEpPbE3HO OTHECTHUCH K BEIOOPY TEMBI, OCBOMTH HABBIKH IT0I00pa JIUTEPATYPbI, METOJIBI PAOOTHI €
HCTOYHHUKAMHU.

I[Tpu BEIOOpPE TEMBI ClleAYyET NPOKOHCYIBTUPOBATHCS € MPEMOAaBaTEeIeM U O3HAKOMUTHCS
¢ TpeboBaHUsAMH K Aokiany. Ilocie akTyanuzanuu TeMaTHYeCKON MPOOIEeMbl ClIeAyeT U3YUUTh
Hay4HBIC TPYABI BEAYIINX CIECHUAINCTOB B BHIOPAHHOW MPEAMETHOM 00J1acTH, MpOaHAIH3HPO-
BaTh CYIIECTBYIOIIUE TEOPUH, TUIIOTE3bl U Pe3yIbTaThl HAYYHBIX MCCIEIOBaHUN. B OCHOBHBIX
MOJIOKEHHSIX JOKJIaa IOJDKEH OBITh OTPaXKEH aHAIN3, KIacCU(UKAIM U CUCTEMaTU3aIHsl OTO-
OpaHHOTO Marepuana.

8.3. Memoouueckue pexomenoayuu no noo020mMoeKe NUCLMEHHBIX padom (Kypcoevix, KOH-
MmpoOJIbHBIX, pehepamos, KOHCNEKMOoG u m.n.)



OO01ue peKoMeHAaUMH MO MOAT0TOBKE MATEPHAJIOB CAMOCTOSITeJIbHBIX PadoT B
3JIEKTPOHHOM BH/ie
Hexotopsie ocobeHHOCTH (OPMATOB TEKCTOBBIX (HaiiIoB

Microsoft Office Word B HacTos1iee BpeMs sIBISETCS OCHOBHBIM PEIaKTOPOM, TIPUMEHSI-
€MBIM JJIs1 CO3JaHMsI PA3TUYHBIX TEKCTOBBIX JOKYMEHTOB.

ITo ymomuanuto goxkymentsl Word 2007 (2016) coxpaHsSIOTCS C HOBBIM PacCIIMPEHHEM
uMeHH (hailna, KOTopoe Mojydaercsi myTeM JobasiieHus cypoukca «x» k pacmupenuto doc. Ho-
BBl (popmart (aitioB ocHoBaH Ha s3bike XML. Cyddukce «x» o3Havaer, uro XML-(aiin He co-
JepKUT MakpocoB. Takum oOpazom, nmeHna o0braHbIX (haiiimoB Word 2007 (2016) umeroT paciium-
penue docx, a He doc. CymiecTByeT Takyke BapuaHT qo0aBiieHus cyhukca «my, KOTOPbIA 03HA-
qaeT, yTo XML-daiin cogep>XxuT Makpochl.

JlanHble 0COOEHHOCTH CJElyeT YUUTHIBATh MPHU MPEACTABICHUU MATEPUAIOB CAMOCTOSI-
TEIBHBIX Pa0OT B JIIEKTPOHHOM BUJE JIsI KOHCYJIBTALUU WIIH MIPEIBAPUTEILHOMN MPOBEPKH.

daitnpl HOBBIX (JOPMATOB HEAOCTYIHBI I pPabOThI B ipeapiaymux Bepcusix Word. Ot-
KpbIBaTh U U3MeHATH Qaitnel Word 2007 (2010) B 6oee paHHUX BEPCUSX MPOTPAMMBI MOXKHO,
€CJIM 3arpy3UTh B HUX HEOOXOIMMbIe KOHBEPTEPHI (PailyioB.

HoxymenTsl, co3nannbie B Word 97 — 2003 otkpsiBatotres B Word 2007 (2010) B pesxxume
COBMECTHUMOCTH, IIPU 3TOM B CTPOKE 3aroJIoBKa OKHa JOKYMEHTa 0TOOpa)kaeTcsl HaAmuch Peorcum
ocpanuyennou ynkyuonaronocmu. OIHAKO B pEKUME COBMECTUMOCTHU IPU pabOTE C JOKYMEH-
TOM HE UCIIOIB3YIOTCS HOBBIE U paciuperHbie Bo3MoxHocTH Word 2007 (2010) u mons3oBarenu
0oJ1ee paHHUX BEPCUI MPOTPAMMEI CMOTYT OTKPBIBATh, PEAAKTUPOBATH U COXPAHATH JOKYMEHTHI.

[To ymonganuto Bce ¢aitabl COXpaHSIOTCS B TOM e (popMmaTe, B KOTOPOM ObUTH OTKPBITHI.
Hoswie moxkymenTs u daitnmer Word 2007 (2010) coxpanstorest B hopmare JJoxkymenm Word,
(daiiel peApIIyIuX Bepcuii coxpanstores B hpopmare Joxymenm Word 97 — 2003, daiins rtf
coxpaustorcs kak Texcm 6 popmame RTF n 1.1. Ilpu coxpanenuu daiina GpopMat MOXKHO U3Me-
HUTb.

@aiinsl npenpinynmx Bepcuii Word MoxxHO coxpanuthb B popmare Joxymenm Word 2007
(2010), HO TP TOM BO3MOXHBI U3MEHEHHUS B MaKeTe JOKyMeHTa. [Ipu coxpaHeHnn JOKyMeHTa,
cozmannoro B Word 2007 (2010), B popmare Joxyment Word 97 — 2003 B HeM aBTOMaTHYECKU
MOTYT OBITh IPOU3BEACHBI CIEAYIONIUE U3MEHEHUS:

. HEKOTOpbIEC JaHHBIE B CTAaHJIAPTHBIX OJIOKAaX JOKYMEHTA, a TAaKXKe JIEMEHTaxX aBTO
TEKCTa MOTYT OBITh yTEPSHBI;

. CCBUIKU M CIIHCKH JINTEpaTyphl OyIyT MpeoOpa3oBaHbl B CTATUYECKUI TEKCT U T1e-
pecTaHyT aBTOMAaTU4ECKH OOHOBIISITHCS;

. BHE/IPECHHbIE OOBEKTHI, CO3JJaHHBIE B TPUIIOKEHUSX
Microsoft Office 2007, HeBO3MOKHO OYyAET peJaKTHPOBATh;

. dopmynbl OynyT npeoOpa3oBaHbl B u300paxkenus. X penaktupoBanue OyneT He-
BO3MOJKHBIM, TIOKa JOKYMEHT He OyzeT nmpeoOpa3oBaH B HOBBIN (popmat daiina;

. HOJIO)KEHHE HEKOTOPBIX HAAMNCEH N3MEHUTCH.

[epen coxpaneHHEM TOKYMEHTa MOYKHO BBITIOJTHUTH TIPOBEPKY COBMECTUMOCTH C MTPEIIbI-
IYIIMMHU BEPCUSIMHU Mporpammbl. [t sToro Heo6xoaumo Haxate KHOINKY Office, BBIOpaTh KO-
MaHny /1002omoeumsb 1 B IOSBUBIIIEMCS TTOTYMHEHHOM MEHIO — KOMaHy [Iposepka coemecmu-
Mmocmu. B okHe pe3yabTaToB MPOBEPKU COBMECTUMOCTH OYyJIeT 0TOOpakeH CIMCOK HECOBMECTH-
MBIX 3JICMEHTOB.

[Tpu coxpanenun ¢aiina, CO3TaHHOTO B OJHON M3 mpeabayux Bepcuit Word, B daiin
Word 2007 (2010), mosiBnsieTcst HOBBIH (haiii, a UCXOIHBIN (aiia ocTaeTcs B TOM ke manke. Bme-
CTO 3TOT'0 MOKHO IpeoOpa3oBath (aiia Takum 0opa3zom, yTooOs! (aiin popmara Word 2007 (2010)
3amMeHuI cTaphii ¢aiin. Haxvure kHonky Office n BeiOepute komanny Ilpeobpazoseame.

OcHOBHbIE MPABWJIA M PEKOMEHIALUM NMPH BBO/IE U PeIaKTHPOBAHUH
TEKCTa ¢ KJIABHATYPbI



B TexcroBoM nporieccope Microsoft Word npu BBoJie TEKCTa ¢ KITaBUATYphI 3aNIOTHIETCS
Tekymias ctpoka. [lepexoq Ha HOBYIO CTPOKY OCYIIECTBIISIETCS aBTOMATUYECKH, KaK TOJIBKO Te-
KyIllasi CTpOKa 3aroiHseTcs 1o KoHua. Ecnu HeT Heo6XoauMocTu 00pa3oBhIBaTh HOBBIM ab3ail,
TO JJid Iepexoja Ha HOBYIO CTPOKY HEJIb3sl MCIOIb30BaTh KiaBuily Enter. [IpunyaurensHo me-
peiiTH Ha HOBYIO CTPOKY 0e3 00pazoBaHusi HOBOTO ab3ara MOKHO HCIIOIB3Ys COUeTaHUE KITABHIII
Shift + Enter. IIpu 5TOM B TOKYMEHT BCTABJISICTCS HEMEYaTACMbIi 3HAK — Pa3pbIB CTPOKHU.

Ha HOBYyIO CTpaHuIly mepexoj OCyIIECTBISIETCS aBTOMATHYECKU TIPH 3alOJIHEHUN TEKY-
el crpanuilbl. Ui mepexoaa K HOBOM CTpaHUIIEe HeJlb3sl MCIOIb30BaTh kiaBuiy Enter. Ilpu-
HYJIMTENBHBIN TIEPEeX0]] K HOBOM CTpaHUIIE OCYIIECTBIsACTCs coueTanueM kiuasuin Ctrl + Enter
WIN C TOMOIIBI0 KOMaHAbl Paspuie cmpanuysl Ha BKiIagke Bcemaska. Ilpu 3TOM B JOKYMEHT
BCTaBJISIETCS HETIEYaTaeMbIi 3HAK — PAa3PhIB CTPAHUIIBL.

Mexly ca1oBaMH B TEKCTE CTaBUTCS OJUH npoben. Paznuynble pexxuMbl BBIpaBHUBAHUS
(10 JIEBOMY Kparo, 0 MEHTPY, M0 MPaBOMY Kparo, 10 IMIUPHUHE) MOTYT U3MEHATh IIHUPUHY MIpode-
JIOB MEX1y ciioBaMu. J[Jis TOro 4T0oOB! 3apKCHPOBATh BEJIMYMHY KaKOTO-THOO mpolerna Wiu
9TOOBI ITOCJIEe ATOTO Mpodea He OCYIIECTBISIICS MePeXo/ Ha HOBYIO CTPOKY CIEAYeT UCIOIIb30-
BaTh couetanue knasui Ctrl + Shift + Ilpoben. [Ipu 5TOM B JOKYMEHT BCTaBJISIETCS HETIeUaTae-
MBII 3HAK — HEPa3pBIBHBINA poOe.

JLis nosrydeHus: «kpacHOM CTPOKK» (ab3aIlHOr0 OTCTYIA) WU MOTYYeHHs] He0OX0IMMOTO
peXrMa BBIDABHUBAHUS CTPOKHU/ab3a1ia (1o JIeBOMY Kparo, 10 IIEHTPY, 10 MPaBOMY Kparo, IO IIH-
pUHE) Henb3s UCHOJIb30BaTh KiIaBUIY [/poben. YcTaHOBKA BEIMUYMHBI a03allHOTO OTCTYMA, a
TaK)Ke BRIPABHHUBAHUE HA CTPAHUIIC OCYIIECTBIISIETCS C TTOMOIIBIO KOMaH bl A03ay WA COOTBET-
CTBYIOILIMX KHOMOK (TUKTOTpaMM) Ha BKJajke / nasnas.

[Tpu BBOJE TEKCTa ¢ KIaBUATYPHI CIEAYeT TaKKe MPUIEPKUBATHCS CIEAYIOMIUX MTPABUII
Habopa 3HAKOB MPETUHAHUSA:

. 3HAKU NPENUHAHUA . , : ; | ? MUIIYTCA CIUTHO CO CIIOBOM, 3@ KOTOPBIM CIIEAYIOT;

. 1I0CJI€ 3HAKOB MPENUHAHUA . , : ; | 7 cTaBUTCA PO0Oe, 3a UCKIFOUEHUEM TeX CITy-
4aeB, KOIAa ’TUMHU 3HaKaMU 3aKaH4YMBaeTcs ad3all;

. nepen 3Hakamu « ([ { craButcs npoben. Crnenyroriee 3a STUMH 3HaKaMH CJIOBO
nuiercs 6e3 mpoodena;

. 3HAaKH » ) | } MUIOIYTCS CIMTHO CO CJIOBOM, 332 KOTOPBbIM ciieaytoT. [locie aTux

3HAKOB CTAaBHUTCS MPOOET, 32 UCKIIOUEHUEM TeX CIydaeB, KOTJa CTaBSATCS 3HAKU MPETHHAHUSA,
KOTOpBIE MULIYTCS CIIUTHO CO CIIOBOM, 33 KOTOPBIM CIIEAYIOT;

. 3HaK feduca (-) TUIIETCs CIIMTHO C MPEIIISCTBYIONIEH U MOCIeAYIONIeH YacTIMU
CJIOBA.

s oOpa3oBanus 3HaKa Tupe ( — ) MOCIE CIIoBa CTABUTCS MPoOeT, 3aTeM Aeduc, 3aTeM
elle mpoOer u npoaosKaeTcs BBoJ TekcTa. [locie BBoJa cieayrolero ciioBa 3Hak aeduca aBTo-
MaTHUYeCKH Ipeodpasyercs B Tupe. [l BBOJa 3HaKa THPE MOKHO HCIIOJIB30BATh TAKXKE KOMOU-
Hanuro kmasuin Ctrl + - (Munyc Ha udpoBoit kinaBuatype). s BBo1a 3HaKa JTMHHOTO THUPE (—
) cleAyeT UCIoiIb30BaTh coueTanue knasum Alt + Ctrl + - (Munyc Ha nndpoBoii k1aBuatype).

8.4. Hnwvie mamepuansi
«KommokBuyM - popma IpoBEpKH U OIICHUBAHUS 3HAHUH YYaIIUXCsl, IPOBOJUMOM B (hopMe IpyTi-
MOBOM JUCKYCCHU IO TEME CEMHHApa C 00s13aTEIhHBIM yYaCTHEM KKJOTO 00YJaroIIerocs

Juckyccus - 3To 00CyKIeHHE KaKOTO-TM00 CIIOPHOTO BOIIpoca, Mpodiaembl. BaxxHoi xapak-
TEPUCTUKON JUCKYCCUH, OTJIMYAIOIIEH €€ OT APYTMX BUIOB CIIOPA, ABJIETCS apryMEHTUPOBaH-
HOCTb.

Jluckyccus mpeamnosaraeT BEIpabOTKy U aKTHBHOE IMPOABIIKEHUE CBOCH TOUKH 3PEHUS IO
u3ydaeMoi mpoOieMe, yMEHUE BBICIYIIATh albTEPHATHBHYIO TOYKY 3PEHUS, BCTYIUTH B TOJIE-
MUKY, Ha OCHOBC HU3JIOKCHUA U YyUYCTA BCCX TOUYCK 3PCHUA HpI/II\/'ITI/I K OGBGKTHBHOM}/ PE3ybTaTy.

OCHOBHBIE IIIaTH MTPH MOJTOTOBKE K JUCKYCCHH.



Br160p TeMBI IUCKYCCHU OTIpEeIsieTCs HEesIMU 00yUeHHs U coiep)kaHleM y4eOHOro mare-
puana. [Ipu 3TomM Ha oOCyXIeHHEe 00YJArOITUXCS BBIHOCSATCS TEMbI, HMEIOIINE MPOOJIEMHBIN Xa-
paxTep, cojepxaiue B cede IpOTUBOPEUMBBIC TOUKU 3PEHUS, AUIEMMBI, 33/1€BaIOIIIE TPUBbIY-
HBbIE YCTaHOBKHM OOyd4aromuxcs. Tema pa3OuBaeTcs Ha OTIEIbHBIE BOIPOCKHI, KOTOPHIE COOOIIa-
IOTCSl O0y4YaroUMMcs. YKa3bIBaeTCsl JIMTepaTypa, CIpaBOYHbIC MaTepHUaibl, HEOOXOIUMBIC IS
MOJATOTOBKU K TUCKYCCHH.

[IpoBenenue nuckyccuu:

dbopmyIupoBaHUE MPOOIEMBI U TIEJICH TUCKYCCHH;

CO3/1aHME MOTHBALIMHU K O0CYKJICHHIO - ONIpeIeIeHue 3HAUUMOCTH MPOOJIEMBbI, YKa3aHUEe Ha
HEPELIEHHOCTh U MPOTHUBOPEYUBOCTh BOMpPOCa U T.J1.;

YCTAQHOBJICHHE PETJIAMEHTA AUCKYCCHU U €€ OCHOBHBIX JTAlloB;

COBMECTHAs BbIpa0OTKa MPaBUJI TUCKYCCHUHU;

BBISICHEHHE OJTHO3HAYHOCTH MTOHUMAHHUS TEMbI TUCKYCCHH, UCTIOIh3YEMbIX B HEW TEPMUHOB,
MOHSATHUH.

[Ipuemsl BBeZIeHUS B AUCKYCCHIO:

npebsBICHUE MPOOIEMHOMN CUTYaINH;

JIEMOHCTpAaIMs BUICOCIOKETA;

JIEMOHCTpAIIHS MaTEpPHAIIOB (CTaTeH, TOKYMEHTOB);

poJIeBOE MPOUTPhIBaHUE POOIEMHOM CUTYAIHH;

aHaJIU3 MPOTHUBOPEUUBBIX BBICKA3bIBAHUN - CTOJIKHOBEHHE MPOTHUBOIOJIOKHBIX TOUEK 3pe-

HUS Ha 00CYXJIaeMyI0 Ipodiemy;

MOCTaHOBKA MPOOJIEMHBIX BOIIPOCOB;

ATbTePHATUBHBIN BBIOOP (yU4aCTHUKAM TMpeiaraeTcsi BEIOpaTh OJHY U3 HECKOJIBKUX TOYEK

3pEHUsI WK CITOCOOOB PEIICHHS TIPOOJIEMBI).

Paspabotanbl B coorBercTBHM ¢ TpeboBaHmsiMu OI'OC BO mno HanpaBieHUI0

51.03.03 «CounaibHO-KYJIbTYpHAS AESTEIbHOCTD, MPOrpaMMbl «MEHEKMEHT U TEXHOJIOTUH CO-
UATBHO-KYJIBTYPHOH JIEATEIIEHOCTI.

CocraBurenb: [{okTop dpumocodckux Hayk, mpodeccop, mpodeccop Kadeapbl coruarTbHO-KYIIb-
TYpHOU fesrenbHocTy Ynxukos B.B.



