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BBEJAEHHUE

Meroanueckue peKOMEHAAIMU MO OPraHU3alMU CaMOCTOSITENIbHOW pabOThI
cTyneHToB mno yueOHoi nucummiinHe OIL.13 JlokymeHTaunoHHOE oOecreueHue
ynpasienus cnenuanbHoctr 40.02.01 IIpaBo u opranuzanus CoMaabHOTO oOece-
YEHUS] OMNPENENSIOT COJACpPKAHUE CAMOCTOSITENIbHOM paboThl O0y4aromuxcs, ee
Ha3Ha4yeHue, (POPMbI OPTaHU3ALNN U BUABI KOHTPOJIS.

KonTponupyemasi camoctosiTenbHas paboTa HampaBjieHa Ha yriayOieHue u 3a-
KpeIUIeHHEe 3HAaHUM CTYJeHTa, pa3BUTHE aHAIUTUYECKUX HABBIKOB MO MPOOIEeMaTHKE
y4eOHOW JMCUUIIINHBI.

CamocTosaTenbHas paboTa 00y4arOIIUXCs, pacCCMaTPUBAETCA B KaK yIpaBiisie-
Masi mpernojaBareisiMu (0€3 MX MPSMOTO YYacTHs) CHCTEMa OpPraHU3allHOHHO-
NeJaroruueckux yclIOBUM, HapaBlIeHHAs] HA OCBOEHUE MPAKTUUYECKOTO OMbITA, YMe-
HUW ¥ 3HAHUU B paMKax NpPeaMeTOB, NTUCLUMIUIMH, MEXIUCIUIUIMHAPHBIX KYPCOB I10
crienranbHOCTAM U TipodeccusiMm B cooTBeTcTBUU ¢ DI'OC CIIO.

Jlnst oOyyatomierocst caMocTosiTelbHasi paboTa - crnoco0d aKTUBHOTO, IieJieHa-
MPaBJICHHOTO OCBOEHHUsSI, 0€3 HEMOCPEICTBEHHOIO Y4acTHs MpPernojaBaresisi, HOBBIX
3HaHWM, YMEHHUH U OIbITA, JIMYHOCTHBIX PE3YyJbTAaTOB, 3aK/Ia/IbIBAIOIINX OCHOBAHUS B
CTaHOBJICHUH TTPOQPECCUOHATIBHBIX U 001X KoMieTeHIui, Tpedyembix ®I'OC CI1O
10 CIIELHAIBHOCTH.

B paMkax BBINOJHEHHUS CaMOCTOSITENBHON pPabOThl 0OydYaromuiics IOJKEH
BJaJIeTh CIOCOOaMU MPEIAMETHON AESITENbHOCTU: YMETh NMOHMMATh MPEII0KECHHbIE
npernoAaBaTenieM 1eind, GopMyIupoBaTh UX CaMOMY; MOJEIUPOBATh COOCTBEHHYIO
NEATEIbHOCTh U MPOrPaMMHUPOBATh €€; YMETh OLICHMBATh KOHEUHBIE U MPOMEXKYTOY-
HbIE PE3yJIbTaThl CBOMX JNEHCTBHIA; KOPPEKTUPOBATh IEATEIbHOCTh, HMETh JINYHOCT-
HYI0 TOTOBHOCTb (BBICOKMI YpPOBEHb CAMOCO3HAHMSI, aJIEeKBATHOCTh CAMOOIIEHKH,
pedIEeKCUBHOCTh MBIILJIEHHUS, CAMOCTOSITEIbHOCTh, OPraHU30BAaHHOCTH, 1I€JICHAIIPaB-
JIEHHOCTb JINYHOCTH, C(HOPMUPOBAHHOCTH BOJIEBBIX KAYE€CTB) CAMOPETYIISIIIUU.

Lenbro caMoCTOSTENBHON PabOTHI 00YUaAIOIIUXCS SBIISETCA:

1) ¢popmupoBaHue JTMYHOCTHBIX PE3YJIBTATOB, OOIIMX M MPO(eCcCHOHATBLHBIX
KOMIIETEHIIUH;

2) ¢bopmupoBaHre yMEHUN HMCIOJIb30BaTh HOPMATUBHYIO, MPABOBYIO, CIIpa-
BOYHYIO JIOKYMEHTALHUIO U CIIELUAJIBHYIO JTUTEPATYPY;

3)bopmupoBaHe caMOCTOSATEIBHOCTH MBIILIEHHS, CIIOCOOHOCTEN K camopas-
BUTHIO, COBEPLIEHCTBOBAHUIO H CAMOOPraHU3al1y;

4) yriayOieHue u pacuIupeHue TEOPETUUECKUX 3HAHMUIA;

S)cucreMarn3anus U 3aKpEIUICHUE MOJYYEHHBIX TEOPETUYECKUX 3HAHUU U
NPAKTUUECKUX YMEHUN 00yUaromuxcs;

6) pa3BUTHE TMO3HABATEIBHBIX CIIOCOOHOCTEH M AKTMBHOCTH OOYYArOIIMXCS:
TBOPUYECKOW MHUIIMATUBBI, CAMOCTOSITENIbHOCTH, OTBETCTBEHHOCTH, OPTaHU30BAHHO-
CTH.

OcHOBHBIMU (pOpMaMH CaMOCTOSITEIBHOW PabOThl OOYYAIOLIMXCS SIBISIOTCS
MOJATOTOBKA KOHCIIEKTOB, CXEM, COOOIICHUIA.

B cooTtBercTBUM € pabouel MporpaMMoil Ha CaMOCTOATENbHYIO Y4eOHYIO pa-
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00Ty obyuaromerocs orBoautcsi 30 yacos.



1. TEMATHYECKHWH IIAH BBIIIOJTHEHUSI CAMOCTOSATEJIBHOM PABOTHI

Ne | HaumeHoBaHue pa3/iesioB H TeM KonnyectBo Buael 3axanni dDopMa 0TYETHO-
n/n 4acoB CTH

Pasznen 1. S
OcHoBHbIE TpeOOBaHUuA K 0popMm.ie-
HHMIO OPTaHU3ALMOHHO — PACTIOPSAAU-
TeJbHOH TOKYMEHTALMH.

1. | Tema 1.1. IloHsATHE O OKYMEHTaxX U 1 CocraBnenue koHcnekTa «QyHKIUU TOKYMEHTAY. Koncnekr
croco0ax JOKYMEHTHPOBAHUS.

2 | Tema 1.2. YHudukanus ynpasieHye- 1 [MonroroBka KOHCHEKTa «Y HUPHUKALMS U CTaHAapTH3aus B uHpopma- | KoHcmekr
CKHX JIOKYMEHTOB. IIUOHHBIX TEXHOJIOTHIX)»

3 | Tema 1.2. YHudukanus ynpasieHue- 1 IToaroroBka cxembl «BUbl COBpEMEHHBIX CPEACTB OPITEXHUKH Cxema
CKHX JIOKYMEHTOB.

4 | Tema 1.2. YHupukanus ynpasiacHue- 1 [ToaroToBka cxembl «AHanu3 O3 «O06 snexkTpoHHON K poBor moAnu- | Cxema
CKHX JIOKYMEHTOB. CU»

5 | Tema 1.2. Yaudukamus ymnpaBiieHue- 1 [ToaroToBKa cxeMbl «XapaKTepUCTUKA OPUCHBIX TTPOTPaAMM)» Cxema
CKHX JIOKYMEHTOB.
Paszpnea II. lokymenTupoBanme opra- | 18
HHU3AIHOHHO — PACIOPAAUTEIbHOM
AesITeJIbHOCTH.

6 | Tema 2.1. XapakrepucTuka U COCTaB 1 IloaroroBka KoHcHekTa «XapakTEpUCTHKA ycTaBa Npeanpusarus, opra- | Koncnekr
OpPraHU3aIMOHHBIX JOKYMEHTOB HU3ALUN

7 | Tema 2.2 XapakTtepuctuka pacrnopsian- | 1 [loaroroBka KoHcIEKTa «3aKOHOJATENbHBIE aKThl, peraameHTupytomue | Koncnekr
TENbHOU JOKYMEHTAIIUH. opranusaiys paboThl ¢ JOKYMEHTaMM

8 | Tema 2.3 JokyMeHTHpOBaHUE A€ATENb- | 1 [ToaroToBka cooOmieHus «/{0JKHOCTHAS HHCTPYKIIUS FOPUCTAY Coo0urienne
HOCTH KOJUIETHAIbHBIX OPTaHoB.

9 | Tema 2.3 JlokymMmeHTUpOBaHUE AeATENb- | | [ToaroroBka cxemsl «PacnopsiAuTeaIbHbIE JOKYMEHTBD) Cxema
HOCTH KOJUIETHAILHBIX OPTaHOB.

10 | Tema 2.3 JlokymeHTHpOBaHME AesATENb- | | [ToaroroBka cxemsl «Popma MPOTOKOIA» Cxema
HOCTH KOJUIETHAIbHBIX OPTaHOB.

11 | Tema 2.4 NudopmarnmonHo — crpa- 1 [ToaroToBka KOHCTIEKTa «XapaKTEPUCTHKA TEIETpaMM, TeIePOHO- Koncnekr




BOYHBIC NOKYMCHTEIL.

rpamMm»

12 | Tema 2.5 OcHOBHBIE TPeOOBaHUS K CO- [ToaroroBka cxemsl «Popma akTa» Cxema
CTaBJICHHUIO U O(OPMIICHHIO aKTa

13 | Tema 2.5 OcHOBHBIE TPeOOBaHHUS K CO- [ToaroroBka cxembl «@opma BHYTPEHHEN U BHEIIHEN CITPABKW)) Cxema
CTaBJICHHUIO U O(OPMIICHHIO aKTa

14 | Tema 2.5 OcHOBHBIE TPeOOBaHHUS K CO- [ToaroroBka cxembl «@opma JOKIATHON 3aITUCKN Cxema
CTaBJICHHUIO U O(OPMIICHHIO aKTa

15 | Tema 2.5 OcHoBHBIE TpeOOBaHUS K CO- [Monroroska cxembl «@opMa 0ObICHUTENEHON 3aITCKI Cxema
CTaBJICHUIO U O(DOPMIICHHIO aKTa

16 | Tema 2.6 JlenoBoe nucbMo ITogroroska cxemsl «Dopma I€I0BOTO IUCEMaY Cxema

17 | Tema 2.6 JlenoBoe nucbMO [TonroroBka KOHCHEKTa «SI3bIKOBBIE (HOPMYIIBI AETOBOTO MMHCHMAY Koncnekr

18 | Tema 2.6 JlenoBoe nucbmMo IMonroroBka koHcnekTa «KOHQIUKTHBIE CUTYallMH B AETIOBOI mepe- Koncnekr

MTUCKE»

19 | Tema 2.7 JlokymeHTaIUs1 11O TPYAOBBIM [ToaroroBka cxemsl o TeMe «/{OKyMEHTaLMs 110 JUYHOMY COCTABY» Cxema
OTHOUIICHUSIM

20 | Tema 2.7 JlokyMeHTaus 0 TPYAOBBIM ITogroroBka cxeMsl «POpPMBI IPUKA3OB 110 IMYHOMY COCTABY». Cxema
OTHOUIICHUSIM

21 | Tema 2.7 JlokyMeHTaus 0 TPYAOBBIM ITogroroska cxeMsl «DOpMBI 3asIBICHUN» Cxema
OTHOUIICHUSIM

22 | Tema 2.7 JlokymeHTalus o TPYJAOBBIM [ToaroToBka KoHCTIEKTa «Y HUPUITUPOBAHHBIE (POPMBI TIPUKA30B 10 Koncnekr
OTHOUIEHUSIM JMYHOMY COCTaBY»

23 | Tema 2.7 JlokymeHTalus 0 TPYJOBBIM [ToaroToBka cxemsl «JInyHas KapTouka pabOTHUKAY Cxema
OTHOUIEHUSIM
Pasznea III. Opranusamus padoTsl ¢
AOKYMEHTAMH.

24 | Tema 3.1 Opranu3zanusi ciy>kOblI TOKY- [ToaroToBka cxembl «Opranuzanus ciryxos1 JJIOY» Cxema
MEHTAIIMIOHHOTO O0eCTIeueHus

25 | Tema 3.2 TexHosorusi pabOTHI C JOKY- [ToaroroBka koHcnekTa «KBanudukannoHHbIe XapaKTepUCTUKH crien- | KoHcmekT
MEHTaMH. JIMCTOB CIYKOBI IE€TONPOU3BOICTBAY

26 | Tema 3.3 KOoHTpOJIb UCITOJTHEHUS TOKY- [ToaroroBka cxembl «P@opMa HOMEHKJIATYPBI JI€7T OPTaHU3ALNN» Cxema

MCHTOB.




27 | Tema 3.4 HomeHnknaTypa 1€ opraiu- 1 [ToaroroBka coobmieHus «J{oCTyI K apXUBHBIM JTOKYMEHTAM U UX HC- CooOmienne
3aluu M0JIb30BaHUE

28 | Tema 3.4 HomeHnknarypa Jien opranu- 1 [ToaroroBka cxembl «Popma apXUBHOU CIPABKH Cxema
3a1uu

29 | Tema 3.4 HomeHnknatypa Jien opranu- 1 [ToaroroBka cxembl «@opma ONUCH MEPEIAYU JIETT B APXUBY Cxema
3a1uu

30 | Tema 3.4 Homenknatypa Jien opranu- 1 [ToaroroBka koHCcTeKTa «Bupl 00palieHuii rpask1any Koucnekr
3a1uu
BCEI'O 30




2. METOJIMYECKHE YKA3AHUS K BBITTOJTHEHUIO 3ATAHUM JIJIS
CAMOCTOSATEJIbHOM PABOTHI

2.1. Meroguyeckune peKOMEHIAUM 110 MOAT0TOBKE KOHCIIEKTOB

KoHcnekT — cnoco0 u3105KeHUs COJAEPKaHUsI KHUTH UM CTaThbU B JOTUYECKON
nocJIeIoBaTeIbHOCTH. KOHCIIEKT akKKyMyJIUPYyeT B ce0e MPEeIbIayIIe BUIbI 3aIlHCH,
MO3BOJISIET BCECTOPOHHE OXBATUTh COJEpPKaHWE KHUTH, cTaTbu. [loaTomy ymMeHue
COCTAaBJIATH IUIAH, TE3UCHI, JENATh BBIMUCKU U APYTHE 3aMUCH ONPEICISIET U TEXHO-
JIOTHIO COCTABJICHHS KOHCIIEKTA.

1. BHuMarenbHO MPOYUTANTE TEKCT. Y TOUHUTE B CIIPABOYHOM JIUTEpATYypE HE-
NMOHATHBIE clioBa. [Ipu 3amucy He 3a0yaAbTe BHIHECTH CIPABOYHBIC JAHHBIC HA TIOJIS
KOHCIEKTA.

2. Bpiaenure riaBHOE, COCTaBbTE IJIAH.

3.Kpatko chopmynupyiiTe OCHOBHBIE MOJOKEHUS TEKCTA.

4.3aKOHCIEKTUPYWUTE MaTepuaj, YETKO cleAys NyHKTam IuiaHa. [Ipy koH-
CIIEKTUPOBAHUH CTAPANTECH BBIPA3UTH MBICIIb CBOMMH CJIIOBAMU. 3AIIMCH CIIENYET BeE-
CTHU YETKO, SICHO.

S.I'pamoTHO 3amuchiBauTe UUTATHL. LIUTHpPYs, y4YUTHIBAaUTE JAKOHUYHOCTb,
3HAYUMOCTb MBICJIU.

B TekcTe KOHCHEKTa kKenaTelibHO MPUBOJIUTH HE TOJBKO TE3UCHBIE IOJIOXKE-
HUSI, HO M UX JOKA3aTeJIbCTBA.

[Ipu odopmieHHr KOHCIIEKTAa HEOOXOIUMO CTPEMUTHCS K €MKOCTH KaXKIOTO
npemIoKeHus. YNCIio TOMOJHUTETHHBIX JIEMEHTOB KOHCIIEKTA JTIOJDKHO OBITh JIOTH-
yecku 000CHOBAHHBIM, 3aMKCH JIOJDKHBI PaCIPENesaThCS B OMPEISICHHON TTOCIIe0-
BATEJIbHOCTH, OTBEYAIOLIEH JIOTHYECKOW CTPYKTYype MpousBeaeHus. i1 yrouHeHus
U JIOTIOJTHEHHUSI HEOOXO0IMMO OCTABJISITH MOJISI.

OBnazieHue HaBbIKAMU KOHCIIEKTUPOBAHUS TPEOYET OT CTYJIEHTa IIEJIeyCTPEM-
JIEHHOCTH, MTOBCETHEBHON CaMOCTOSTEIbHON paOOTHl.

KpuTtepun ol1eHKH KOHCIIEKTA: COOTBETCTBHE COJEPKaHUSI TEME, IIyOruHa
popabOTKU MaTepuana, NPaBUIbHOCTb U MOJHOTA UCIOJIb30BAHUSI UCTOUYHUKOB.

2.2. MeToanuyecKue peKOMEHIAIMHU 10 MOJAT0TOBKeE COO0IeHN i

[Ipu moaroToBke cooOmieHus (J0KIama) Ieaecoo0pa3HO BOCIOJIb30BATHCS
CIIETYIOIMH PEKOMEHIAITUSIMHA

Vsacuute 1u1st ce0st CyTh TEMBI, KOTOpask BaM MPEIIOKEHA.

[TonOepure HEOOXOMUMYIO JUTEPaTYpy (CTapalTech IMOJIB30BATHCSA HECKOJIb-
KHMH HCTOYHUKAMH JIJIs1 00JIee TIOJTHOTO TOJTyYCHHS HH(POPMAIIHH).

TirarensHO M3yYnTe MaTepraj yueOHHUKa 10 JaHHOW TeMe, YTOOBI JIeTYe OpH-
CHTUPOBATHCS B HEOOXOJMMOW BaM JIMTEPAType W HE CAENaTh SJIEMCHTAPHBIX OIIIH-
OOK.



N3yuute mogoOpanHbiil MaTepral (TI0 BO3MOKHOCTH pabOTaiTe KapaHIaIioM,
BBIJICJISISI CAMOE TJIABHOE I10 XOJy YTEHUS).

CocraBbTe M1aH coo0IIeHus (I0KIaaa).

Hanummre Texket coobmieHus (qoxnana).

BriOupaiite TOJIbKO MHTEPECHYIO U MOHATHYIO0 HHGopMannoo. He ncnomnsiyiite
HESICHBIE /I BAC TEPMUHBI U CIIELIMAIbHBIC BEIPAKEHHUS.

He nenaiite coobOmieHne 04eHb TPOMO3IKUM.

[Ipu odopmneHnn noKIaaa UCTIOIB3YUTE TOIHKO HEOOXOAUMBIE, OTHOCSIITHE-
Csl K TeM€ PUCYHKHU U CXEMBL.

IIpounTaiiTe HaAMMCAaHHBIA TEKCT 3apaHee M NOCTApPanuTECh €r0 IEepecKas3arh,
BbIOMpasi caMoe OCHOBHOE.

["'oBopuTe rPOMKO, OTYETIIMBO M HE TOPOIUTECh. B 0c000 BaKHBIX MeCTax Je-
JaiTe may3y WM MEHSWUTE WHTOHAIMIO — 9TO OOJETYUT €€ BOCTPUSITHE JIJISl CITyIa-
TeJIeH.

HcKyccTBO YCTHOTO BBICTYIUIEHHSI COCTOMT HE TOJBKO B OTJIMYHOM 3HAHUU
IpeMeTa peyu, HO U B YMEHUU MPENOJIHECTU CBOU MBICIU U YOEXK]IEHUS MPAaBUIBHO
U YIIOPSA0YEHHO, KPACHOPEUMBO U YBIIEKATEIbHO.

JIro00e ycTHOE BBICTYIUIEHUE JOJIKHO YJIOBJIETBOPSITH TPEM OCHOBHBIM KpUTE-
pHUsSIM, KOTOPbIE B KOHEYHOM MTOTE U MPUBOIAT K YCIIEXY: 3TO KPUTEPU MPABUIILHO-
CTH, T.€. COOTBETCTBHSI SI3bIKOBBIM HOpMaM, KPUTEPUN CMBICIOBOM aJI€KBATHOCTH,
T.€. COOTBETCTBUS COJCP>KAHUS BHICTYIUICHUS PEATbHOCTH, U Kputepuil d(pexTrn-
HOCTH, T.€. COOTBETCTBHSI JIOCTUTHYTHIX PE3YIHTATOB IMOCTABICHHOM IICIIH.

PaboTy mo moAroToBKE YCTHOTO BBICTYIUICHHSI MOKHO pa3/einTh Ha JBa OC-
HOBHBIX 3Tara; TOKOMMYHUKATHBHBIN 3Tall (MMOJArOTOBKA BHICTYIIJICHUS) U KOMMYHH-
KaTUBHBIN 3Tall (B3aUMOJIEUCTBUE C Ay IUTOPUEH).

PabGoTa o MOATrOTOBKE YCTHOTO BBICTYIICHUS HAYMHACTCA C (POPMYITHPOBKHU
TeMbl. Jlyumie Bcero temy copMyiarpoBaTh TakuM 00pa3oM, 4TOObI ee MepBOe CIIo-
BO 0003Ha4Yaj10 HAMMEHOBAHHE MOJTYYEHHOTO B XO/I€ BHITIOJHEHHUS MPOEKTA HAYYHOTO
pe3ynbTaTa. TeMa BBICTYIUJIEHUSI HE JIOJDKHA ObITh NEPErpy>KEHHOM, HEb3s1 «00BSTh
HEOOBATHOE», OXBAT OOJIBIIOTO KOJIMYECTBA BOMPOCOB MPUBEAET K UX OErjomy Ie-
PEUMCIICHHIO, K AEKIapaTUBHOCTH BMECTO IIyOOKoro aHanusza. Heynaunsie gpopmy-
JIMPOBKU - CJIIMILIKOM JITMHHBIE WJIM CITUIIKOM KpaTKHUE U O0IIre, O4eHb OaHaIbHbIC U
CKYYHbI€, HE coJiepkKallire MpoodJieMbl, OTOPBaHHBIE OT AAJbHEUIIEr0 TeKCTa U T. 1.

CaMo BBICTYIUIEHHE JOJDKHO COCTOSITh U3 Tpex yacted — BeryruieHus (10-15%
obmero Bpemenn), ocHoBHOU 9acTH (60-70%) u 3akmouenust (20-25%).

Berymnnenue BkirogaeT B ce0st mpecTaBieHne aBTOpoB ((haMumusi, UMsi oT4e-
CTBO, TIPU HEOOXOJUMOCTH MECTO Y4eObl/paboThl, CTaTyC), Ha3BaHUE JOKJIAa, pac-
mPOBKY MOA3AroJIOBKA C IEIbI0 TOYHOTO OMPENETCHUsI COJAEPIKAHUS BBHICTYTLIC-
HUS, YETKOE OTpeielieHue cTepkaeBoi uuen. CTep:KHeBas uaesl MPOeKTa TOHNMAECT-
Cs KaK OCHOBHOM Te3HC, KJItOoueBoe moJiokeHue. CTepikHeBas ujes JaeT BO3MOXK-
HOCTh 33J]aTh OIPEICIICHHYI0 TOHAJIBHOCTh BbICTyIUIEHHIO. CopMynupoBaTh oc-
HOBHOM T€3HMC 03HAYAET OTBETUTH Ha BOIPOC, 3a4EM TOBOPUTH (1I€JIb) U O YEM T'OBO-
PUTH (CpeaCTBA TOCTHXKECHHUS 1IEJIH ).

TpeOoBaHUs K OCHOBHOMY TE€3UCY BBICTYIUJICHUS:
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dpaza momKHA YTBEpXKAATh TJIABHYIO MBICIb M COOTBETCTBOBAThH IIENU BbI-
CTYIUICHUS;

CYXKJIEHUE JIOJDKHO OBITh KPAaTKUM, SICHBIM, JIETKO yJEP>KUBATbCS B KPaTKO-
BPEMEHHOW MaMsITH;

MBICJIb JIOJDKHA TIOHUMAThCA OJAHO3HAYHO, HE 3aKI04aTh B ceOe MpoTUBOpe-
Y.

[Inan pa3BUTHS OCHOBHOM YacTW JOJKEH OBITH SICHBIM. J[OJKHO OBITH OTO-
OpaHO ONTHMAaJbHOE KOJMYECTBO (PaKTOB U HEOOXOIMMBIX TPUMEPOB.

Ecnu ucnonp3oBaHre crenualbHbIX TEPMUHOB U CJIOB, KOTOPBIE YacTh ay/aH-
TOPUU MOXKET HE MOHATh, HEOOXOUMO, TO MOCTAPAUTECH 1aTh KPATKYIO XapaKTepH-
CTHKY KaXJIOMY U3 HUX, KOT/Ia yIOTpeOsieTe X B MPOIIECCe MPE3ECHTAIH BIIEPBLIE.

Camble yacTble OIIMOKN B OCHOBHOM YacTH JTOKJIa/a - BBIXOJ] 3a MPEAeIIbl pac-
CMaTpPUBAEMbIX BOIPOCOB, MEPEKPHIBAHNE MYHKTOB IUIAHA, YCIOKHEHUE OTACIbHBIX
MOJIOKEHUH PEeUH, a TaKXkKe IMeperpy3ka TEeKCTa TEOPETHYECKUMH PacCyKICHHUSIMH,
oOmire 3aTpOHYTBIX BOMIPOCOB (JIEKIApaTHUBHOCTH, O€310Ka3aTENbHOCTD), OTCYT-
CTBHE CBSI3U MEX]y YaCTSIMHU BBICTYIUIEHUS, HECOPA3MEPHOCTh YaCTeH BBICTYIUICHUS
(3aTAHyTOE BCTYIJIEHHE, CKOMKAaHHOCTh OCHOBHBIX TOJIOKEHUH, 3aKIIIOUCHHS).

B 3akmirouenun HeoOXoauMo chOpMYyITUPOBATh BHIBOJABI, KOTOPbIE CIEAYIOT U3
OCHOBHOM ujeu (uaeil) BrICTyIUIeHUs. [IpaBUIBHO MOCTPOCHHOE 3aKIIOYEHHUE CIIO-
COOCTBYET XOpOILIEMY BIIEYATIICHHUIO OT BBICTYIICHUS B 1IEJIOM. B 3akiroueHnu ume-
€T CMBICI MMOBTOPUTH CTEPKHEBYIO HUJICI0 M, KPOME TOTO, BHOBH (B KPaTKOM BH/JIE)
BEPHYTHCS K TEM MOMEHTAaM OCHOBHOM 4acTH, KOTOPBIE BBI3BAJIM MHTEPEC CIyIIaTe-
Jeil. 3aKOHYUThH BBICTYIUICHHE MOXXHO DPELIUTENIbHBIM 3asiBIcHHEeM. BceTyrmienue u
3aKJIIoueHue TPeOyroT 00s3aTeNbHON MOArOTOBKH, UX TPYJHEE BCEro CO3JaBaTh Ha
XOTy.

[Icuxomnoru gokaszanu, 4To Jydllle BCEro 3allOMUHAETCSl CKa3aHHOE B Havaje U
B KOHIIE COOOIIECHUS («3aKOH Kpas»), M03TOMY BCTYIUICHHE JODKHO MPUBIEYb BHU-
MaHHe clyuiaTesei, 3aMHTepecoBaTh X, MOJTOTOBUTH K BOCTIPUSTHIO TEMbI, BBECTH
B Hee (He BCTYIJICHHE BAaXKHO caMo IO cebe, a ero COOTHECEHUE C OCTAIbHBIMU Ya-
CTSIMH), & 3aKJIFOYEHHE JJOJDKHO 000OIIUTH B CKATOM BHJIE BCE CKa3aHHOE, YCHIUTD U
CTYCTUTh OCHOBHYIO MBICJIb, OHO JOJDKHO OBITH TaKHM, «UTOOBI CIIyIIATENN MOYYB-
CTBOBAJIH, YTO JAJIbIIIE TOBOPUTH HEUETO.

IToaroroBka coo0Imenus

[ToaroroBka MHPOPMAIIMOHHOTO COOOIIEHUSI — ATO BUJ BHEAYAUTOPHOI caMo-
CTOSITEIPHON PabOTHI TIO MOATOTOBKE HEOONBIIOTO MO 00BEMY YCTHOTO COOOIIEHUS
JUTsl 03BYYMBaHUA Ha yueOHOM 3aHsaThu. Coobmaemast mHGOpMAITUS HOCUT XapaKTep
YTOUHEHHsI WK 0000IIEeHHs, HECET HOBU3HY, OTpakaeT COBPEMEHHBIM B3IJISA O
onpeAenEHHBIM MTPOOIeMaM.

CooOuienne oTnMyaeTcst 0T JOKJIAI0B U pedepaToB HE TOIBKO 0O0BEMOM HH-
dopmanuu, HO U €€ XapaKTepOM — COOOIIEHHS! TOTIOIHSIOT U3y4aeMblil BOIIpocC (ak-
TUYECKUMHU WM CTaTUCTUYeCKMMH MaTepuanamu. Odopmisiercs 3a1aHre MHCbMEH-
HO, OHO MOJKET BKJIFOUATh 3JIEMEHTHI HATJISIHOCTH (MIUTIOCTPALIH, IEMOHCTPAIHUIO).

PernameHT BpeMeHU Ha 03ByYMBaHHE COOOLICHUS — 10 5 MUH.

Pojib mpenopaBaTtensi: ONpeAeTUTh TEMY U LI€Jb COOOIICHUS; ONPENEIUThH
MECTO U CPOKH HMOJATOTOBKH COOOIIEHHMS; OKa3aTh KOHCYJIBTATHBHYIO IOMOIIb MPU
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(bopMHUpPOBAHUU CTPYKTYPHI COOOIIEHUS; PEKOMEHIOBATh 0a30BYIO W JIOTIOTHUTEIIb-
HYIO JTUTEPATypy IO TeME COOOIICHMS; OIIEHUTh COOOIIEHIE B KOHTEKCTE 3aHSTHUS.

Poab ctymeHTa: cobpaTh W U3Y4HUTh JIUTEPATYpy MO TEME; COCTaBUTH ILIaH
WIH TpadUIecKyr0 CTPYKTYPY COOOIIEHUS; BBIICIUTh OCHOBHBIC TIOHATHS, BBECTU B
TEKCT JIOMOJHUTENbHbIC JaHHBIC, XapaKTepU3YIoIue 00BEKT M3ydeHHs; 0(hOpPMUTH
TEKCT MUCBMEHHO; CAAaTh Ha KOHTPOJIb MPENOJABATEI0 U 03BYUYUTh B YCTAHOBJICH-
HBI CPOK.

Kpurtepun oneHKM: aKTyalbHOCTh TEMBI, COOTBETCTBHE COJCPIKAHUS TEME;
nIyOrMHA TPOpPa0bOTKU MaTepHalia; TPaAaMOTHOCTh U TMOJHOTA WCIOIh30BAHUS MCTOY-
HUKOB, HaJIMYME DJIEMEHTOB HATJISITHOCTH.

O06bem coobmenust — 1-2 cTpaHuIl TEKCTa.

Jtanbl padoThbl HAJ COOOLEHUEM.

1. TTonGop m u3yueHrne OCHOBHBIX HCTOYHUKOB 10 TeME, YKa3aHHBIX B TAHHBIX
PEKOMEHTAIINSX.

2. CocTaBjeHHE CITUCKA UCTIOIB3YEMOM JTUTEPATYPHI.

3. O6paboTka 1 cucTeMaTu3aiys HHGOpPMaIUH.

4. Hanmucanue cooOmieHus.

5. IlyGnmuuHO€E BBICTYIIJICHUE U 3aIIUTa COOOIICHHMS.

MeToauueckue PEKOMEHIALNHA 110 COCTABJICHUIO CXEM

Cocrapnenue cxeM, TaOauI[ CIYKUT HE TOJIBKO ISl 3alIOMUHAHUS MaTepuasa.
Takast paboTa CTaHOBUTCS CPEICTBOM PAa3BUTUSA CIIOCOOHOCTU BBIACIATH CaMOE
IJIaBHOE, CYIIECTBEHHOE B yueOHOM Marepuaie, KiacCupuuupoBaTh WH(GOPMAIUIO.
Briensitor 0CHOBHBIE COCTABIISAIONINE 00JIE€ CII0KHOTO MOHSITHS, KITIOYEBbIE CIIOBA U
T. II. ¥ PacIoyiaraloTcs B MOCIEA0BATENLHOCTH - OT OOLIETO MOHATUS K €r0 YaCTHBIM
COCTaBJIAFOLIUM.

HyxHo mpoaymaTh, Kakue U3 BXOJAIIMX B TEMY IMOHATHH SIBISIOTCS OCHOB-
HBIMH U 3alicaTh WX B CXEM€ TaK, YTOObI OHM OoOpa3oBaiu OCHOBY. Jlamee mpuco-
CIVMHUTH YaCTHBIE COCTABJISIONINE (KIFOUEBBIE CIIOBA, (Ppa3bl, OMPEACICHHS), KOTO-
pBIE€ CITy>KaT OMOPOH I MAMSTH U JIOTUYECKH JIOTIONHSIOT OCHOBHOE 00IIee TOHSI-
THE.

JleficTBUS TIPU COCTABIICHUH CXEMBI MOTYT OBITh TAKUMHU:

1. TlonOepute hakThl AJIST COCTABICHUS CXEMBI.

2. Boigenute cpeu HUX OCHOBHBIE, OOIIIE MOHSATHA.

3. Ompexaenure KIOYEBbIE CI0BA, (Ppa3bl, MOMOTAOIINE PACKPHITh CYTh

OCHOBHOTO MOHATHS.

4. Crpynnupyite (HakTbl B JOTHYECKON NOCIEI0BATENHHOCTH.

5. JlaWite Ha3BaHUE BBIJICIICHHBIM IPYIIIAM.

6. 3anoiaHuTe CXeMy JaHHBIMU.

KpI/ITepI/II/I OLCHKH KOHCIIEKTAa: COOTBETCTBUEC COACPIKAHHNA TEMCE, FHY6I/IH3
HpOpa6OTKI/I Marcpuajia, MpaBUJIbHOCTD U IMOJHOTA UCITOJIb30BaHUS NCTOYHUKOB.
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3. AH®OOPMAIIMOHHOE OBECIIEYEHHE

nepeyeHb yuyeOHBIX H3JaHHM, 3JEKTPOHHBIX W3JaHUM, 3JEKTPOHHBIX U MHTepHeT-
pecypcoB, 00pa30oBaTeIbHBIX TUIATPOPM, DIIEKTPOHHO-OMOIMOTEYHBIX CUCTEM, BEO-
CUCTEM JJI OPTaHU3aLNU AUCTAHIIMOHHOTO OOYUYECHHS U YIPABICHUS UM, UCIIONb3Y-
eMble B 00pa30BaTeIbHOM MPOIIECCe KaK OCHOBHBIC U IOMOTHUTENbHBIE HCTOUHUKH.

OcCHOBHbIE HCTOYHUKH:

1. Ky3nenoB M.H. JlokymeHTallMOHHOE oOecrieueHne yrpanienus. JJokymeH-
TOOOOPOT U ACTIONPOU3BOJICTBO 2-€ U3J., IIEP. U JOMO0J. YUEOHUK U MPAKTUKYM.-
M.:FOpaiit, 2017-477 c.

2. ITmenko A.B. /lokxymeHTanimoHHOE oOecrieueHre ypaBieHs: TPaKTUKYM
(18-e uzn., mepep. u jgor..),yueo., 2020 r.-224 c.

JlonoJIHUTEIbHbIE HCTOYHUKU:
bacosckas E.H. JlenonpousBoactBo: Yuebnoe mocodue — M.: ®OPYM, 2011.
. Kupcanosa M.B., AkcenoB IO.M. Kypc nemonpousBojctBa: JlokymeHTaiu-
OHHOE o0ecrieueHue ynpasieHus: YdueoHnoe nocodue — M.: Uadpa — M, 2011.
3. Pympianna JILA. JIoKyMEHTAITMOHHOE 00ECTICUCHHE YITPABICHUS: YICOHUK TSI
CTYIEHTOB yupexaeHui cpen. npod. obpazosanus/ JI.A. PymbiauHa. — M.:
N3natensckuil HeHTp «Akagemusi», 2014.

N —

JJIeKTPOHHbIE U3aHNs (3JIEKTPOHHbIE PeCypcChl):

. OBC Jlans - https://e.lanbook.com/book/105319

2. Koncynerant Ilmoc T'OCT P 7.0.97-2016 «Cucrema cranaapToB IO
uHdopmaluu, OMONIMOTEYHOMY M H3AATeNbCKOMY neny. OpraHu3alnuoHHO-
pacniopsiaidtenbHas — JOKyMmMeHTalus.  TpeboBanuss K 0GOPMIICHHUIO
TOKyMEHTOBY http://www.consultant.ru/document/cons_doc LAW 216461/

3. DnexkTpoHHBIH (POHA MPaBOBOMl M HOPMATHUBHO-TEXHUYECKON AOKYMEHTAIHH
http://docs.cntd.ru/document/1200142871

4. Odurnmanpapiii calT DeaepaabHOTO APXUBHOTO areHTCTBA http://archives.ru/

denepaibHOE apXHWBHOE AareHTCTBO MeToAuuecKne pPEeKOMEHIAIUU 10

npumenenuto 'OCT P 7.0.97-2016 «Cuctema cTtanaapToB 1o HH(POpPMAIHH,

[S—Y

e

OUOINOTEUHOMY " U3/1aTE€IbCKOMY JeIy. Opranu3anoHHO-
pacmopsauTenbHas ~— JOKyMEHTanus.  IpeboBaHus K O(OPMIICHUIO
JIOKYMEHTOBY http://archives.ru/sites/default/files/2018-metod-rekomend-
gost.pdf

6. Ilopran PRO-nenonpounsBoactro https:// www.sekretariat.ru/

7. Cait  mo KaJIpOBOMY  JIeJIONpou3BOJICTBY  https://www.kadrovik-
praktik.ru/books/

8. Buneomarepuan KondunennuanbHoe MpoOU3BOACTBO — IMPE3EHTALMs OHJIANH
https://ppt-online.org/450405
Hudposas odpazosarenbnas cpena CIIO PROFo0pa3zoBanue:
Kysnemnora, U. B. JlokyMeHTanmmoHHOE OOECIIEYCHUE YIPaBICHUS : ydeOHOe

nocobue mis CIIO / U. B. Ky3nenosa, I'. A. Xavatpsia. — 2-e¢ u3g. — Caparos :

13



[TpodobpazoBanue, Aii [Tu Op Meama, 2019. — 166 c. — ISBN 978-5-4486-0404-1,
978-5-4488-0216-4. — TekcT : 2JIEKTPOHHBIN // DIEKTPOHHBIM pecypc IudpoBoi
obpazoBarenbHori cpeapl  CIIO PROFo6pazoBanme : [cait]. — URL:
https://profspo.ru/books/80326 (nata oopamenus: 07.09.2020). — Pexum gocrtymna:
JUTSL aBTOPU3HP. TIOJB30BaTENCH

ApacnanoBa, B. A. JlokymeHTanmmoHHOE OOeCIeYeHHE YIpaBICHUS
y4eOHO-TIpaKTHYECKOoe ocoOue B cxemax, Tabymiax, oopasmnax / B. A. ApaciaHoga.
— 3-e m3a. — Cypryr : Cypryrckuil rocyJlapCTBEHHBI MeAaroruyecKuit
yauBepcuter, 2019. — 240 c¢. — ISBN 978-5-93190-385-9. — Tekcr
AIIEKTPOHHBIN // DJEKTpOHHBIA pecypc uudpoBoit obpazoBarenbHOM cpenasl CIIO
PROFob6pazoBanue : [caiit]. — URL: https://profspo.ru/books/94291 (mara
oOpamenusi: 04.09.2020). — Pexxum gocTymna: 1Jia aBTOpU3HP. NOJIb30BaTENEH

JJIeKTPOHHO-0MOJIMOTEYHAS CUCTeMA:
IPR BOOKS - http://www.iprbookshop.ru/78574.html

Beb6-cucrtema s opraHM3anuM  JUCTAHIIMOHHOTO OOyYeHUSA H
yIpaBJeHUs UM:

Cuctema auctaniiuoHHoro ooyudenuss OI'AIIOY «AneKceeBCKUM KOJIIEIK
http://moodle.alcollege.ru/
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