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Memoouueckue pekomenoayuu K camocmoamenvHoul padome cmyoenmoes
Camocmosmenvras paboma o0yuanwuxcs eKuouaem 6 cebs maxue 6uobl U hopmvl KaK: n0020-
MO6KA K NPAKMUYECKOMY 3aHAMUI0, NOO20MOBKA K OUCKYCCUU, NPe3eHMayuu, noo20mosKka 0o-
K1a0a, KOHCNeKMUpo8aHue uzyiaemou 1umepamypsl, aHarumu4eckutl 0030p HO8oU 1umepamypul
no u3yyaemou meme, Hanucauue scce u op.
s bonee yenyoneHHo2o usydeHus mamepuana 3a0anue OJisi CAMOCMOSMeNbHOU pabomul peKo-
MeHOYemcs bINONHAMb NAPANIENbHO C U3ydeHuem OaHHou membl. IIpu ebinoaHenuu 3a0anuil 01
CAMOCmMOoAMeNbHOU pabombl, NO O3MONCHOCU, Cledyen OPUEHMUPOBAMbCS HA HA2TISIOHOe Npeo-
cmaenenue mamepuand

1 Memooduueckue pexomenoauyuu no nod2omoeke npezenmayuu. IlpeseHtanus gaet Bo3-
MO>KHOCTH HATJISTHO IPEJICTABUTh CTYICHYECKON ayIMTOPUY MHHOBALIMOHHBIE HJIEH, pa3paboTKu
U TUTaHbl. YuyeOHas Mpe3eHTalus IpeacTaBisieT co00i pe3yabTaT caMOCTOATEIbHONU paboThI CTY-
JEHTOB, C TIOMOIIBIO KOTOPOW OHU HATJISTHO JIEMOHCTPUPYIOT MaTEPHAIBI TyOJIMYHOTO BBICTYII-
JICHUS TIepe]] ayIUTOPUECH.

KommberotepHas npeseHTanus — 3To (aiia ¢ HeoOX0JMMBIMU MaTepuaaaMu, KOTOPBIA CO-
CTOUT M3 MOCIEAOBATEIbHOCTH claan0B. Kaxaplil cnaiil CoaepKUT 3aKOHYEHHYIO 10 CMBICITY
nH(OpPMAIIHIO, TAK KaK OHA HE IEPEHOCUTCS Ha CICAYIONINI Cllaii[] aBTOMAaTHYECKH B OTIMYHE OT
TEKCTOBOTO AoKyMeHTa. CTyleHTy — aBTOpY NpEe3eHTalluu, HE0OXOJUMO YMETh paclpeiesiTh
MaTepuan B Mpeaenax CTPaHUIlbl U TPAMOTHO pa3MellaTh OTJENIbHBIE O0BEKTHL. B 3TOM eMy mo-
MOXET IebIi HA0Op TOTOBBIX OOBEKTOB (MUKTOTPAMM, T'€OMETPHUYECKUX (DUTYpP, TEKCTOBBIX
OKOH U T.1I.).

BbeccriopHbIM JOCTOMHCTBOM NMPE3EHTAIUH SBIISIETCS BOZMOKHOCTh ITPH HEOOXOUMOCTH
OBICTPO BEPHYTHCS K JIIOOOMY M3 paHee IPOCMOTPEHHBIX CIIaiI0B MM OyKBaJILHO Ha X0y U3Me-
HUTH TIOCJIEI0BATEIBHOCTh U3JI0KEHUSI MaTepuaia. [Ipe3enTalus moMoraer caMoMy BBICTYIAIO-
meMy He 3a0bITh TTIABHOE U TOYHEE PACCTaBUTH aKI[EHTHI.

KomneloTepHast npe3eHTaius o01aaeT HeabiM psSaoM JOCTOMHCTB:

. Hugopmamusrnocmes — >1eMeHTHl aHUMAIUH, ayJJU0 — U BUJEO(PparMeHThl Ccro-
COOHBI HE TOJBKO CYIIIECTBEHHO YKPACUTh MPE3CHTAIINIO, HO U MOBBICUTH €€ HHPOPMATHBHOCTS;

. Konupyemocms — ¢ 31€KTpOHHOM Mpe3eHTaIllMi MOMEHTAJIbHO MOYKHO CO3/1aTh KO-
MWW, KOTOPBIE HIYEM He OyIyT OTJIMYaThCs OT OPUTHHATIA;

. TpancnopmabenbHocms — YEKTPOHHBIN HOCUTENb C MPE3CHTAllMel KOMIAKTEH U
yno0eH npu TpaHcnopTupoBke. [Ipn HEOOX0IMMOCTH MOXKHO Tepeciarh (a1 mpe3eHTAIUHN 110
ANIEKTPOHHON MOUTE WK OMyOIuKoBaTh B IHTepHEeTe Wiu cienaTh cOOOIIeHIE TUCTAHIIMOHHO.

OnHOI 13 OCHOBHBIX IIPOrpaMM Ul CO3/IaHuUs NIPE3ECHTALMI B MUPOBOM ITPAKTUKE SBIISI-
ercst mporpamma Power Point komnanuu Microsoft.

CrpykTypa npe3eHTanuu

VY nepxuBaTh aKTUBHOE BHUMaHUE CITyIIaTEIeH MOXKHO He O6osee 15 munyT, a, cienoBa-
TENBHO, IPU CPEAHEM pacueTe BpEMEHHU MPocMoTpa — | MUHYTa Ha Cclaij], KOJIMYECTBO CIaiioB
HE JIOJHKHO MpEeBbIIaTh 15-TH.

[1epBblif crnaii npe3eHTaluyu T0JKEH CoepkKaTh TeMy paboThl, (paMuiIio, UMS U OTYe-
CTBO HCITOJIHUTEJISI, HOMEp y4eOHOM IpyMIIbl, a TakkKe (aMIINIO, UMS, OTYECTBO, JOKHOCTD U
YYEHYIO CTETIeHb IIPEMo1aBaTelIsl.

Ha BTopom cnaiine nenecooOpa3Ho nMpeAcTaBUTh LEb U KPAaTKOE COJepKaHue NMpe3eHTa-
ruu. [locnenyrommue cnaiiibl HEOOXOAMMO pa3OUTh Ha pa3Jielbl COTJIACHO IMyHKTaM IUIaHa pa-
00ThI. Ha 3aK/IFOUMTENbHBIN CITaiil BRIHOCUTCSI CAaMOE OCHOBHOE, TJIABHOE U3 COJIEPIKAHMS TIpe-
3eHTAaI1H.

Pexomengauum no opopmiienuro npesenrauuii B Microsoft Power Point

J1is BU3yanbHOTO BOCTIIPUATHS TEKCT HA CIIAaiIaX Mpe3eHTAIH JOJKEH ObITh HE MEHEe
18 1T, a ;171 3aroJIOBKOB — HE MeHee 24 MT.

MakeT npe3eHTaluuu J0JKeH ObITh 0OpPMIIEH B CTPOroi 1[BETOBOM ramme. DoH He J0I-
eH OBbITh CITUIIKOM SPKUM WM MeCTpbIM. TeKCT noykeH Xopolo yutatecesi. OHU U Te e dIie-
MEHTBI Ha Pa3HbBIX claiiax J0JKEH OBITh OJJHOTO I[BETA.




[IpocTpancTBO cnaiiga (9KpaHa) MOJDKHO OBITh MaKCHMAlbHO HCIIONB30BAHO, 3a CYET,
HampuMep, yBelndeHus Maciirada pucyHka. Kpome Toro, mo BO3M0OXHOCTH HEOOXOAUMO 3aHU-
MaTh BEPXHHUE ¥4 IUIOIIAM cllaiifia (3KpaHa), IOCKOJIbKY HUXKHSS 4acTh 3KpaHa IIJI0X0 IMPOoCcMaT-
pHUBAETCA C MOCIEIHUX PSIAOB.

Kaxxnp1it cinaiin 1oymkeH cofepkaTh 3arojoBoK. B KOHIIE 3arojIOBKOB TOYKA HE CTaBUTCS.
B 3arosnoBkax nomkeH OBITH OTpa)KE€H BBIBOJ M3 MPEJCTaBICHHOM Ha ciaiije WHpopMaluu.
OdopMieHe 3aroJ0BKOB 3arJIaBHBIMU OYKBaMHU MOKHO UCIIOJIb30BATh TOJIBKO B CITy4ae X Kpat-
KOCTH.

Ha cnaiine cnexyer momemniath He Oomee 5-6 CTpok u He Oosiee 5-7 CIOB B MPEJIOKECHUH.
TekcT Ha cnaigax AOJKEH XOPOIIO YUTATHCS.

[Tpu noOGaBieHUM PUCYHKOB, CXEM, TUarpaMM, CHUMKOB 3KpaHa (CKpPHUHIIIOTOB) HEOOXO-
MO MPOBEPUTH TEKCT ITUX 3JIEMEHTOB Ha HaJn4uue omunook. Heo0xoammo npoBepsiTh IpaBUilb-
HOCTh HaIlMCaHUS Ha3BaHUU yuIl, paMuIIuii aBTOPOB METOJIMK H T.].

Henb3s neperpyxarthb ciaii/ibl aHUMallMOHHBIMU 3(pPeKTaMu — 3TO OTBJIEKAET CiyliaTe-
JIE OT CMBICJIOBOT'O COJIepKaHus cranaa. JUis CMEeHBbI Cllaii10B UCOJIB3YITE OIMH U TOT KE aHU-
MaIMOHHBIN 2P DHEKT.

IHopsA0K U NPUHUMIIBI BHINOJIHEHUSI KOMIIBIOTEPHOI NMPe3eHTANNHU
[lepen co3nanueM mpe3eHTalMi HEOOXOIMMO YETKO OMPEIETUTHCS C LENbl0, CO31aBaeMOi
MPE3CHTAINH, TOCTPOUTH BCTYILIICHUE U C(HOPMYITHPOBATH 3aKIIOYCHHE, TTPUICPKUBATHCS OC-
HOBHBIX 3TallOB U PEKOMEHAYEMBIX PHUHIIMIIOB €€ CO3/IaHHUs.
OcHOBHBIE 3TaIbl Pa0OTHI HA/I KOMIIBIOTEPHOHN Mpe3eHTaLNeH:

l. Cnnanupyiite 06mmii Buj Ipe3eHTaluy 0 BEIOPAHHOM TEME, ONUPasICh Ha COOCTBEHHEIE
pa3paboTKU U pEeKOMEHIAINH PO aBaATEIs.

Pacnpegenute marepuai o ciangam.

OtpemakTupyite 1 0hOPMHUTE CIIANTIBI.

3anaiite enMHOOOpa3HbIA aHUMAITMOHHBINA Y3PQEKT I AEMOHCTPALIUU TPE3EHTALINH.
Pacnieuaraiite mpe3eHTanuIo.

[IporonuTe TOTOBBII BapHaHT MEpe JEMOHCTPAIMEH C 1IETBIO BBISIBJICHUS OIMHUOOK.

JlopaboTaiiTe mpe3eHTaIuo, €CITH BO3HUKIIA HEOOXOIUMOCTb.
OCHOBHBIG MIPUHIIMITBI BBIMOJTHEHUS U TIPEICTABICHUS KOMITBIOTEPHOU MTPE3CHTAIINH:

N U AL

® IMOMHHUTC, YTO KOMIBIOTCPHAA IMPE3CHTAIMA HC IPCAHA3HAUYCHA AJI1 aBTOHOMHOI'O UCITOJIb-
30BaHUs, OHA OJOJIKHA JIMIIb ITOMOTaTh JOKJIIAAYUKY BO BPpCMs €TI0 BBICTYIIJICHUS, IIPABHUJIBHO pac-
CTaBJIATh aKIICHTHI,

* HE YCJIOXKHSAWUTE MPE3CHTAIMIO M HE MeperpykaiTe ee TEeKCTOM, CTAaTHCTUYCCKUMH JaH-
HBIMU | rpadudeckumu n3obpaxenusmu. Hanbonee a¢dextuBHas npesenramnus Power Point —
poCTas MPE3CHTALS;

* He uuraiiTe TEKCT Ha caiigax. ¥ CTHas pedyb JOKJIAIMKA JOJKHA JIOMIOJIHATh, ONIMCHIBATD,
HO HE TIEPEeCKa3bIBaTh, IPEJICTABICHHYIO HA cllaiijaXx WH(OPMAIIUIO;

*  naiiTe BpeMs ayIUTOPHH O3HAKOMHTBHCS ¢ MH(pOpMAaLUEl KaXX10T0 HOBOTO claiiia, a yxe
II0CJIE ATOTO /1aBaTh CBOM KOMMEHTApUM NOKa3aHHOMY Ha dKpaHe. B mpoTuBHOM ciiyyae BHUMa-
HUE ciyliaTenei OyieT pacceuBaThes;

* genaiite mepepniBbl. He cienyer TOpOnuThCsS ¢ IEMOHCTpalMen MoCIeayIomero ciaiaa.
[To3BosbTe citymaTensiM NOAyMaTh U YCBOMTh HH(POPMALIUIO;

®  IpEeANIOKUTE Pa3laTOUYHbIM MaTepHall B KOHIIE BBICTYIICHUs, €CIM 3TO HeoOxoaumo. He
JieflaiiTe 3TOro B Havase Win B CepeuHe A0KIala, T.K. BCe BHUMAaHUE JOJDKHO OBITh IPUKOBAHO K
BaM U K DKpaHy;

. 00513aTEIbHO OTPEAAKTUPYITE MPE3CHTAIMIO TEePE]] BHICTYIUICHUEM T10CIIe Tpe-
BapUTEIBHOTO IPOCMOTpa (PENEeTULINN).



2. Memoouueckue ykazanusa no noo2omogke 0oknaoa. JIoknan — 3T0 pa3BEpHYTOE yCT-
HOE COO0IIIeHre, TOCBAIICHHOE 3aJaHHON TeMe, ClIeJITaHHOE MyOINYHO, B MPUCYTCTBUHU CITyIIaTe-
neil. OCHOBHBIM COJIEpKaHUEM JOKJIa/la MOXET OBITh OIMMCAHHWE COCTOSHUS JEN B KaKOH-1100
Hay4YHOU WJIM TIPAKTHUUECKOU cdepe; aBTOPCKHUI B3IV HA CHTYAIMIO WU MPOOJIeMy, aHau3 U
BO3MOJKHBIE ITYTH PELICHUS TPOOIEMBI.

Temamu pokiaga oObIUHO SIBISIOTCS BOMPOCHI, HE OCBEILIEHHBIE B IMOJHON Mepe WM BO-
o0111e He paccMaTpUBaEMBbIe Ha JIEKLUSX, PEATOJIAraloIe CAMOCTOSITEILHOE U3YUEHUE CTYICH-
TaMu. OOGBIYHO CTYJEHTHI BHICTYNAIOT C JOKJIAJaMU Ha CEMUHAPCKUX 3aHITUSIX WU KOH(pepeH-
IUSX, TI0 Pe3yJIbTaTaM KOTOPBIX MyOJIMKyeTcs COOPHUK TE3UCOB JOKJIIAI0B.

Jlokitaq n3HavYanbHO MJIAHUPYETCs KaK YCTHOE BBICTYIICHUE U I0JKEH COOTBETCTBOBATH
OTpeIeIeHHBIM KpUTEpHsM. [ YyCTHOTO COOOIIeHH HEAOCTATOYHO MPABUIBHO MOCTPOUTH U
0 OpMUTH TUCHbMEHHBIN TEKCT, HEIOCTATOYHO y/IOBIETBOPUTEIHLHO PACKPHIBATh TEMY COJIEpKa-
HUS. YCTHOE COOOIIEHHE JO0JKHO XOPOIIO BOCIIPUHUMATBCS Ha CIIyX, a 3HAYUT JIOJDKHO OBITH
MHTEPECHO MOJAaHHBIM JJIsl ayAUTOpUHU. [[71s1 mpecTaBieHns yCTHOTO JOKJIaga HeoOX0IUuMO CO-
CTaBUTh TE3UCHI — OMOPHBIE MOMEHTHI BBICTYIUICHUS CTyAeHTa (0OOCHOBaHHME aKTyaJIbHOCTH,
OINMCaHue CYTH pabOThl, OCHOBHBIE TEPMUHBI U MOHSITHS, BHIBOJIbI), KIIFOUEBbIE CIOBA, KOTOPHIE
IIOMOT'YT JIOTUYHEE U3JI0KUTH TeMY. CTyZIeHT BO BpEMS BBICTYIUIEHHSI MOXKET ONMUPATHCS Ha IO-
SICHUTEJIbHbIE MaTepualbl, PeACTaBICHHbIE B BUJE CIAlA0B, TAOIUI] U Mp. DTO OMOXET eMY
SPKO ¥ YETKO M3JIOKUTHh MaTepHaJl, a CIyIIaTeNISIM HArJITHO MPEICTaBUTh U MOJHEE MOHATH IPo-
651eMy, 0 KOTOpOH HJET peub B AOKJIAE.

Te3uchl JOKIAI0B SBISIOTCS CAMOCTOSTEIbHONW Pa3HOBHIHOCTHIO HAyYHOU MyOIMKauu
Y MPEJICTABIISIOT COO0H TEKCT HEOOJIBIIIOTO 00BhEMa, B KOTOPOM KpaTKo ChOPMYTUPOBAHBI OCHOB-
HBIE MOJIOKEHUS TOKIa0B. Te3UChl JOKIIaaa 0ObIYHO UMEIOT 00BEM /10 3 CTpaHUII, COAEPKAT B
ceOe camble CYIIECTBEHHBIE UJIEH, COXPAHSIOT JIOTUKY JOKJIaJa U €r0 OCHOBHOE COZepKaHHeE.

Crpykrypa Aoki1aga

CrpykTypa AOKIada TPaJuIIMOHHO COCTOUT U3 TPEX pa3zesioB: BBEICHUS, OCHOBHOMU ya-
CTH U 3aKJIFOUYEHUS.

Bo BBeneHnu HE0OX0MMO yKa3aTh TEMY U 1IeJb JOKJIaaa, ONpeleanTh npolaeMy 1 BBe-
CTH OCHOBHBIE TIOHSTHS U TEPMUHBI JIOKJIaa, a TAaK)Ke 0003HAYUTh TEMAaTHUECKUE pa3iesbl 10-
KJIaZla ¥ HAMETUTh METO/IbI PEIlIeHHUs IPEICTABICHHOM B 10KJIa/ie IPOOJIEMbl U MOACTUPYET 0KU-
JlaeMbl€ pPe3yJIbTaThl.

OcHoBHasl 4acTh JOKJIa/a MPEJCTABIAET MOCIEI0BATEIIbHOE PACKPHITHE TEMaTHUYECKUX
pa3zaenoB paboThI B LEJNSAX PEIICHUS BbIIIe 0003HAYCHHOH MPOOIEMBI.

B 3akiioueHun CTyJeHT IPUBOJUT OCHOBHBIE PE3yJIbTaThl U COOCTBEHHBIE CYXACHUS IO
MOBOJAY BO3MOXKHBIX IYTEH peleHusi pacCMOTPEHHOM Mpo0sieMbl, KOTOpbIe 0(OpMIISIET B BUJIE
PEKOMEHTALIHiA.

TekcT mokinaaa JOKEH COCTaBIATh 3-5 MAIIMHOIMCHBIX JIMCTA. JJaHHBIM 00beM TEeKCTa
00ecCIeunT BRICTYIIJICHUE CTY/IEHTa B TeUeHHE 7-10 MUHYT B COOTBETCTBHUU C periameHToM. Cre-
JI0BaTeNIbHO, HEOOXOIUMO TIIATENbHO OTOMpaTh MaTepual Jjs JIOKJaga, He Meperpyxas ero
nuiHeld nHopmarueit. OueHb BaKHO YJIOKUTHCS B OTBEEHHOE JIJISl JOKJIaJa BpeMsi: €CiIi Bac
IPEPBYT Ha cepeauHe JO0KJIaNa, TO Bbl HE CMOXKETE COOOLIUTH CAaMOTO TJIABHOTO — PE3yJIbTaToOB
Ballleil caMOCTOSATENBHON pabOThl, YTO OTPULIATEIHHO OTPA3UTHCSI HAa KAU€CTBE BBICTYIUICHUS U
CYLIECTBEHHO CHU3UT OLICHKY.

KoHcnekT nokmana nomKkeH KpaTko OTpaXkaTh IJIaBHbIE MOMEHTBI U3 BBE/ICHHU S, OCHOBHOM
YacTH M 3aKiIoueHus. Bo BpeMsi OArOTOBKM KOHCIIEKTa CIEAYyeT MoAo0paTh U HEOOXOAUMBIN
WJUTIOCTPATUBHBIA MaTepra, COMPOBOXKIAIONINN 10K/ (OCHOBHBIE T€3HUCHI, (POPMYIIBI, CXEMBI,
4epTEkKH, TAOIUIIBI, TpaUKU U TUarpaMmsl, Gotorpadguu u T.11.).

OdopmiieHune me4aTHOr0o BapMaHTa J0KJIa1a

Texcr noknana HabupaeTcst B TEKCTOBOM Iiporieccope Microsoft Word Bepcuii 97-2016 u

pacrevaThsIBacTCsl Ha KOMITBIOTEPE Ha OJHOM CTOpOoHE ucTta Oymaru ¢opmara A4 (210 x 297vm).



Ocnognoii mexcm: mpudt Times New Roman— 14T, 63 nepeHoca cioB, a03allHbIi OT-
cTym («kpacHasi CTpoka») — 1,25 cMm, BeIpaBHMBaHUE — 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 PUMCKUMH IU(PpaMu, 1 HAOUPAIOT 3a-
TJIaBHBIMHU OyKBaMH, IO LEHTPY, 0€3 OTCTyIa U TOUYKH Ha KoHLEe; MPpUQT 18, momyKUpHBIi.

3azonosxu emopoeo yposHs (napazpaghel): BRIpaBHUBAIOT 110 LIEHTPY, 0€3 0TCTyMa, 000-
3HAYalT apaOckumu nudpamu, 6€3 TOYKH, C 3arjlaBHOW OYKBBI, Jajiee CTPOYHBIMH OYKBaMH;
mpudT 16, TOTYKUPHBIIA.

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

Bce cTpanuiibl HyMepylOT, HAaUMHas C TUTYJIBHOTO JIUCTA (HA TUTYJIHHOM JINCTE HOMEp He
craButcs). B 001memM oObeMe TUTYIBHBIN JTUCT YUUTBHIBACTCS MO HOMEPOM «1», TakuM 00pa3om,
TIepPBbII HaneyaTaHHBIA HOMep (HoMep «2») OyneT Ha nucte ¢ orjaBieHueM. Lludpy, o6o3nayda-
IOIIYIO TTOPSIAKOBBIN HOMEp JIMCTA, CTABAT B HUKHEM IIPABOM YTITY.

Kaxxnyro rimaBy HaunHAIOT C HOBOM cTpaHuIlbl. [laparpadsr cieayroT ApyT 3a ApyromM 6e3
pa3pbiBa CTPAHHUIL.

Jl1i BBIJENIEHUS B TEKCTE OTNEIBHBIX CIOB MJIU MECT AOMYCTUMO MPUMEHSTh MOTUEPKHU-
BaHUE, KYPCUB, pa3psIKy HJIU HA0Op MPOMUCHBIMH OYKBaMHU.

Tabmuipl, pucynku, rpaduku, ¢pororpaguu Kak B TEKCTE, TAK M B MIPUIIOKEHUHN BBITION-
HSIOTCS] Ha CTaHJApTHBIX JHcTax (popmar A4).

Bce cHOCKM U TOACTpOYHBIE TPUMEUaHUsI HAOUPAIOT Yepe3 OJUH UHTEpPBa.

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

PucyHku HOMKHBI pa3MeIIaThes cpa3y IMOCie MepBOro YIIOMHHAHUSA O HUX B KOHTEKCTE
paboTHI.

Odopmnenne Tadbmuil crporo Hopmuposano. Kaxnaas Tabnuna goimkHa UMETh HOMEp U
Ha3BaHMe. B Texcre maercs ccplika Ha TaONUIly, B KPYIJIBIX CKOOKaX:

(Tabm. 1.1.)

Bce tabmuie HyMepyroT apabckumu nudpaMu B mpeaenax Bcero Tekcra. Haa mpaBbsim
BEPXHUM YTJIOM Ta0JIMIIBI TOMEIAOT HaAmUCh: «Tabnuma. .. » ¢ ykazaHueM NopsAKOBOr0 HoMepa
(BeIpaBHMBaAHUE 1O MpaBoMy Kpato, mpudT 12, 6e3 BoifeneHus ). 3Hak No ¥ 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 M TeYaTaloT 4epe3
oJuH uHTepBal (pUPT 14, M0 HEHTPY, NOTYKUPHOE BHIICICHUE).

IMopsinok paGoThl NPU HAMIMCAHUM JTOKJIA1A

Jnist ycnenHoi paboThl HaJ JOKJIAJI0M CJeIyeT BBITOJHUTH CIeIyIolIee:

CepbE3HO OTHECTUCH K BEIOOPY TEMBI, OCBOMTH HABBIKU M10100pa JINTEPATYPhI, METOABI paOOTHI C
HMCTOYHUKAMU.

[Ipu BeIOOpE TEMBI ClEIyeT MPOKOHCYIHTUPOBATHCS C MPENOIaBaTeIeM U 03HAKOMUTHCS
¢ TpeboBaHUsAMH K Aokiany. Ilocne akTyanuzanum TeMaTHYecKOW MpOOIEeMbl ClIeAyeT U3Y4UTh
Hay4yHbIe TPYIbl BEAYIIUX CIELUATNCTOB B BEIOpAHHOW MpeIMETHOM 00J1acTH, MPOaHaIU3UpPO-
BaTh CYIIECTBYIOIIUE TEOPUH, TUIIOTE3bl U Pe3yIbTaThl HAYYHBIX MCCIEIOBaHUN. B OCHOBHBIX
MOJIOKEHUSAX JTOKJIAJa JOJHKEH ObITh OTpaXkKeH aHallu3, Kilaccu(uKaius U cucTeMaTu3anus 0To-
OpaHHOTO MaTepuaa.

8.3. Memoouueckue pexomenoauyuu no noo020mMo6Ke NUCLMEHHBIX padom (Kypcoevix, KOH-
mpoJIbHbIX, pehepamos, KOHCNEKMOo6 u m.n.)

O01ue pekoMeHAaUMH M0 MOJATOTOBKE MATEPHAJIOB CAMOCTOSITeJIbLHBIX PadoT B
3J1eKTPOHHOM BH/Ie



Hexotopsie ocobeHHOCTH (OPMATOB TEKCTOBBIX (HaiiIoB

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

ITo ymomuanuto goxkymentsl Word 2007 (2016) coxpaHsSIOTCS C HOBBIM PaCIIMPEHHEM
uMeHH (hailna, KOTopoe Mojydaercsi myTeM JobasiieHus cypoukca «x» k pacmupenuto doc. Ho-
BBl (popmart (aitioB ocHoBaH Ha s3bike XML. Cyddukce «x» o3Havaet, uro XML-(aiin He co-
JepKUT MakpocoB. Takum oOpazom, umeHa o0braHbIX (haiimoB Word 2007 (2016) umeroT pacim-
penue docx, a He doc. CymecTByeT Takke BapuaHT qo0aBiieHus cyhdukca «my, KOTOPbIA 03HA-
qaeT, yTo XML-daiin cogep>XxuT Makpochl.

JlanHble 0COOEHHOCTH CJElyeT YUYUTHIBATh MPH MPEACTABICHUU MATEPUAIOB CaMOCTOSI-
TEIBHBIX pa0OT B JIIEKTPOHHOM BUJE JIsI KOHCYJIBTALUU WIIH TIPEIBAPUTENLHOMN MPOBEPKH.

daitnpl HOBBIX (JOPMATOB HEAOCTYIHBI 11 pabOThI B ipeapiaymux Bepcusix Word. Ot-
KpbIBaTh U U3MeHATh ¢aitnel Word 2007 (2010) B 6oee paHHUX BEPCUSX MPOTPAMMBI MOXKHO,
€CJIM 3arpy3UTh B HUX HEOOXOAMMbIe KOHBEPTEPHI (PailsioB.

HoxymenTsl, co3nannbie B Word 97 — 2003 otkpsiBatores B Word 2007 (2010) B pesxxume
COBMECTHUMOCTH, IIPU 3TOM B CTPOKE 3aroJIoBKa OKHa JOKYMEHTa 0TOOpa)kaeTcsi 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 COXPAHAThH JOKYMEHTHI.

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

@aiinsl npenpinynmx Bepcuit Word MoxxHO coxpanuTs B popmare Joxymenm Word 2007
(2010), HO TP TOM BO3MOXXHBI U3MEHEHHUS B MaKeTe JOKyMeHTa. [Ipu coxpaHeHnn JOKyMeHTa,
cozmannoro B Word 2007 (2010), B popmare Joxyment Word 97 — 2003 B HeM aBTOMaTHYECKU
MOTYT OBITh IPOU3BEACHBI CIEAYIOIINE U3MEHEHUS:

. HEKOTOpbIC JaHHBIE B CTAHJIAPTHBIX OJIOKAaX JOKYMEHTA, a TAKXKe JIEMEHTaxX aBTO
TEKCTa MOTYT OBITh yTEPSHBI;

. CCBUTKHU M CIIHCKH JINTEpaTyphl OyayT MpeoOpa3oBaHbl B CTATUYECKUIT TEKCT U T1e-
pecTaHyT aBTOMAaTU4ECKU OOHOBIISTHCS;

. BHE/IPEHHBIE OOBEKTHI, CO3JJaHHBIE B TPUIIOKEHUSX
Microsoft Office 2007, HeBO3MOXKHO OYAET peJaKTHPOBATD;

. dopmybl OynyT npeoOpa3oBaHbl B u300paxkenus. x penaktupoBanue OyneT He-
BO3MOJKHBIM, TIOKa JOKYMEHT He OyzeT npeoOpa3oBaH B HOBBIN (popmat daiina;

. HOJIO)KEHHE HEKOTOPBIX HAAMNCEH N3MEHUTCHL.

[epen coxpaneHHEM TOKYMEHTa MOYKHO BBITIOJTHUTH IIPOBEPKY COBMECTUMOCTH C MTPEIIbI-
OYIIMUMHU BEpCUSIMU Mporpammbl. [t sToro Heo6xoaumo Haxate KHOINKY Office, BBIOpaTh KO-
MaHny /1002omoeumsb U B IOSBUBIIIEMCS TTOTYMHEHHOM MEHIO — KOMaHy [Iposepka coemecmu-
Mmocmu. B okHe pe3yJabTaToB 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 (aiiia Takum 00pa3zom, yTooOs! (aiin popmara Word 2007 (2010)
3amMeHu cTaphli ¢aiin. Haxvure kHonky Office n BeiOepute komanny [lpeobpazoseame.

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

B TexcroBoM nporeccope Microsoft Word npu BBoJie TEKCTa ¢ KIIaBUATYphI 3aNIOTHSIETCS
Tekymas cTpoka. [lepexos Ha HOBYIO CTPOKY OCYIIECTBISICTCS aBTOMATUYECKH, KaK TOJBKO Te-
KyIIasi CTpOKa 3amoJiHsgeTcs 10 kKoHna. Ecinu HeT HeobxonuMocTr 00pa3oBbhIBaTh HOBBIN a03ail,



TO IJIs Iepexoja Ha HOBYIO CTPOKY HEJb3sl MCIIOIb30BaTh KIaBuIlly Enter. [IpuHyauTEeIHHO TIC-
pENTH Ha HOBYIO CTPOKY 0€3 00pa3oBaHUsI HOBOTO a03a1ia MOKHO MCIIOIb3Ys COUETAaHNE KIIABHIII
Shift + Enter. IIpu 5TOM B JOKYMEHT BCTaBIISICTCS HENleUaTaeMbliil 3HaK — pa3pbIB CTPOKH.

Ha HOBYyIO cTpaHuIly nepexoj OCyHIECTBISIETCS aBTOMAaTUYECKU TIPU 3allOJIHEHUN TEeKY-
men crpanuibl. Uil mepexona K HOBOM CTpPaHWIIE HEb3s UCHOIb30BaTh kKiaasuy Enter. Ilpu-
HYAUTEIbHBINA TIEPEX0]] K HOBOW CTpaHUIIE OCYIIECTBIsETCs coueTanneM knasuin Ctrl + Enter
WIM C TOMOIIBI0 KOMaHbl Paspuie cmpanuybl Ha BKIaake Bcemaska. 1lpu 3TOM B JOKYMEHT
BCTaBJISIETCS] HETIeYaTaeMbli 3HaK — Pa3pbIB CTPAHUIIBL.

Mexy clioBaMU B TEKCTE CTaBUTCS OJMH mpoben. PaznuuHble peskuMbl BBIDAaBHUBAHUS
(o meBomy Kparo, o IEHTPY, IO MPaBOMY Kparo, M0 MUPHUHE) MOTYT U3MEHSITh IIMPUHY MpooOe-
JIOB MeXAy ciaoBaMu. J{nsi Toro 4toObl 3aMKCUPOBATh BEIWYMHY KaKOTro-THOO mpobena wiu
YTOOBI M1OCJIE ATOTO Mpobdesa He OCYIIECTBRISIICS Mepexo/] Ha HOBYIO CTPOKY CIEAYyeT UCIOJIb30-
BaTh coueranue knasuil Ctrl + Shift + IIpo6en. IIpu 5TOM B TOKyMEHT BCTaBISICTCA HemeyaTae-
MBIl 3HaK — HEpa3phIBHBII MPOOET.

JList mosrydeHus: «KpacHOM CTPOKM» (a03aI[HOTO OTCTYIIA) WU MOTYYCHHS He00X0IMMOTO
peX1Ma BhIpaBHUBaHHUS CTPOKHU/ab3a1ia (1o JIEeBOMY Kparo, 0 IEHTPY, 0 MPaBOMY Kparo, o K-
pUHE) HeNb3s UCHOJIb30BaTh KIABUINY [/poben. YCTaHOBKA BEIMYMHBI a03allHOTO OTCTYIA, a
Tak)ke BRIPAaBHHUBAHUE HAa CTPAHUIIE OCYLIECTBIIAECTCS C TOMOIIBIO KOMaH bl A03ay Ui COOTBET-
CTBYIOIIMX KHOIMOK (IMKTOTpamMM) Ha BKJIaJAKe [ nasHas.

[Ipu BBOJE TeKcTa ¢ KIaBUATYPHI CIEAYET TaKKe MPUIEPKUBATHCS CIEAYIOIIUX MPaBUII
Habopa 3HAKOB NMPEMMHAHUS:

. 3HAKU NPENUHAHUA . , : ; | ? IUIIYTCS CIUTHO CO CIOBOM, 32 KOTOPBIM CIIEYIOT;

. 1I0CJI€ 3HAKOB MPENHUHAHUS . , : ; | 7 cTaBUTCA MpoOe, 3a UCKITIOUEHUEM TeX CITy-
YaeB, KOT1a ’TUMHU 3HAaKaMU 3aKaH4YMBaeTcs ad3all;

. nepen 3Hakamu « ([ { craButcsa npo6ein. Cienyromiee 3a STUMHU 3HAKaMH CIIOBO
numeTcst 6e3 mpoberna;

. 3HaKW » ) | } MUIIYTCSA CIUTHO CO CJIOBOM, 3a KOTOPHIM clieayroT. [locme aTux

3HAKOB CTAaBHUTCS MPOOEN, 32 UCKIIOYEHUEM TeX CIy4yaeB, KOTJa CTaBSATCS 3HAKU MPETNHUHAHUSA,
KOTOPBIE MULIYTCS CIIUTHO CO CIIOBOM, 32 KOTOPBIM CIIEIYIOT;

. 3HaK Jeduca (-) MUIIETCS CIUTHO C MPEALISCTBYIOMIEH U TOCIEAYIONIeH YacTIMU
CIIOBA.

Jliist oOpa3oBaHus 3HaKa THUpE ( — ) TOCIE CJIOBA CTaBUTCS Mpober, 3aTeM neduc, 3aTem
ere mpoOelt ¥ MpooKaeTes BBoA TekcTa. [locie BBoaa ciieyromiero cioBa 3Hak jeduca aBTo-
MaTHU4eCKH IpeodpazyeTcs B Tupe. [ BBOJa 3HaKa THPE MOKHO HUCIIOJIb30BATh TaKKe KOMOU-
Harmro kinasui Ctrl + - (Munyc Ha g poBoii kaaBuarype). /g BBo1a 3HaKa JTUHHOTO TUPE (—
) clletyeT uCcTodib30BaTh couetanue kinasuim Alt + Ctrl + - (MuHyc Ha UPPOBOH KIIaBHATYPE).

8.4. Huvie mamepuanwi
«KonnmokBuyM - popma IpoBEpKH U OLICHUBAHUS 3HAHUHN yYaIIUXCsl, IPOBOJUMOM B (hopMe IpyTi-
IIOBOH TMCKYCCHUH 110 TEME CEMUHApa ¢ 0043aTeNbHBIM YYaCTHEM KaX10T0 00y4aroLerocs»

Jluckyccus - 3T0 00CyXIeHHE KaKoro-TM00 CIOPHOTO BOIpoca, mpobiaemsl. BaxHoii xapak-
TEPUCTUKON AUCKYCCHM, OTIMYAIOIIEH €€ OT JPYruX BUAOB CIOpA, SIBISIETCS apryMEHTHPOBaH-
HOCTb.

Jluckyccust mpeanosaraeT BEIpaOOTKY M aKTMBHOE MPOABMIKEHUE CBOEH TOUKH 3PEHUS 110
u3ydaeMoi mpoOieMe, yMEeHUE BBICIYIIATh albTEPHATHBHYIO TOUKY 3pEHHs, BCTYNUThH B MOJIe-
MHKY, HA OCHOBE M3JIO)KEHUS U y4eTa BCEX TOUEK 3PEHUs MPUNTH K OOBEKTUBHOMY PE3YNbTaTy.

OCHOBHBIE IIard MIPU MOATOTOBKE K JHCKYCCHH.

Be100op Tembl 1ucKkyccun onpezensercs HeasiMu 00ydeHHs U CoJiepKaHueM yueOHOoro Mate-
puana. IIpu 3ToM Ha 00CyX/1eHHEe 00yUYAIOMIUXCSI BBIHOCATCS TEMBI, UMEIOINe POOIeMHBIN Xa-
pakTep, cojepxalue B cede IpOTUBOPEUMBBIE TOUKU 3PEHUS, AUIEMMBI, 331€BaIOIIIE IIPUBbIY-



HBIC YCTAaHOBKH OOyd4aromuxcs. Tema pa3OuBaeTcs Ha OTIENbHBIE BOMPOCHI, KOTOPBIE COOOIIA-
I0TC 00ydJaromuMcs. YKa3bIBaeTCsl JIMTEpaTypa, COpaBOYHbIE MaTepualbl, HEOOXOAUMBIE IS
MOJTOTOBKU K TUCKYCCHH.

[IpoBenenne TMCKyCCHM:

dbopMynupoBaHue TPOOIEMBI U LIEJIeH TUCKYCCHH,

CO3/1aHME MOTHUBAIMH K OOCYXJACHHIO - OMPE/IeNIEHNE 3HAYMMOCTH IPOOJIEMBbl, YKa3aHUE Ha
HEPELIEHHOCTh U MPOTHBOPEYUBOCTh BOTIPOCA U T.JI.;

YCTaHOBJICHHE perjlaMeHTa TUCKYCCHH U €€ OCHOBHBIX ATAIOB;

COBMECTHAs BEIPa0OTKa MPaBUII TUCKYCCHUH;

BBISICHEHHE OJTHO3HAYHOCTH MOHUMAHHUS TEMbI TUCKYCCHH, UCTIOIb3yEMbIX B HEM TEPMUHOB,
TTOHSATHUH.

[Tpuembl BBeZIeHHS B TUCKYCCHIO:

peIbsBICHIE MPOOJIEMHON CUTYaITNH;

JEMOHCTpAIIMsI BUIEOCIOKETA;

JEMOHCTpAIIHsI MaTEPHAIIOB (CTaTeH, TOKyMEHTOB);

poJieBOe MPOUTpbIBaHKE TPOOJIEMHO CUTYalINH;

aHAJIU3 TPOTHBOPEYUBHIX BBICKA3BIBAHUN - CTOJIKHOBEHHE MPOTHUBOIOJIOXKHBIX TOUEK 3pe-

HUS Ha 00CYyXIaeMy0 Ipooiemy;

MOCTaHOBKA MTPOOJIEMHBIX BOITPOCOB;

albTepHATUBHBINA BBIOOp (yUaCTHUKAM IMpeiJiaraeTcsi BbIOpaTh OJIHY U3 HECKOJIBKUX TOYEK

3pEeHHsI I CIOCOOOB pelIeHHs! TPOOIJIEMBI).

Paspabotanbl B coorBercTBHH ¢ TpeboBaHmsiMu OI'OC BO no HanpaBieHUIO

51.03.03 «ConmanbHO-KyJIbTypHAS AEATEIBHOCTD, TPOP IO «MEHEHKMEHT U TEXHOJIOTUU COIIH-
ATBHO-KYJIBTYPHOH I€ATEITHHOCTI.

CocraBurenb: [{okTop dhumocodckux Hayk, nmpodeccop, mpodeccop Kadeapbl coruaaTbHO-KYIIb-
TYpHOU JesTenbHocTH Ynxukos B.B.



