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O01me MoJ10KeHu s

IIpuctynas K U3y4EeHHIO IUCUUIUIMHBI «OCHOBBI JEJIONPOU3BOJACTBA» CTYIEHTaM
HEO0OXOUMO O3HAKOMHTBCS C COepxkaHHeM pabodell mporpaMMmbl AMCLMILIMHBL, C LEISIMH U
3aJjauaMy JUCLUIUIMHBIL, €€ CBA3SIMU C IPYTUMU JAUCHUILIMHAMU 00pa30BaTeIbHON IPOrpaMMBl.

Jlexuusi — METO/J0JIOTMYECKass M OpraHU3allMOHHAs OCHOBa Ul BceX (hopM Yy4deOHBIX
3aHATUH, B TOM YHUCJIE CAMOCTOATEIIbHBIX.

MeTtononornyeckasi OCHOBA JIEKLMH COCTOUT B BEJIEHUMU OOYyYarollerocs B CyTh Kypca
BOOOIIIE, MpUIaBas yueOHOMY KypCy MEXAUCLUUIUIMHAPHYIO CBSI3b, a OPraHM3AaLMOHHAS - TaK
KakK Bce pyrue (Gopmbl yueOHBIX 3aHATHI TaK WM MHAYe «3aBsA3aHb» Ha JIEKIUIO, Yallle BCEro
JIOTUYECKH CIEAYIOT 3a HEH, OIUPAIOTCS Ha HEE COACPKATEIBbHO U TEMAaTHUECKH.

Haznauenue coBpeMeHHOM JEKIUN B y4EOHOM IPOLIECCE HE B TOM, YTOOBI IIPEJOCTABUTH
BCIO MH(}OpMaIMIO MO TeMe, a YTOObI MOMOYb OCBOMTH KYpC, OBJaJeTh TEOPETUYECKHUMHU
3HAHUSIMM C IPAKTHUYECKUM NPUMEHEHHEM CHauajda Ha MPAKTHUYECKUX 3aHITHSIX U 3aHATHIX
CEMHHApCKOr0 TUIA, a B JAJbHEWIIEM NPHUMEHATH HA NPAKTHKE C BO3MOXHBIM DPELIEHUEM
HECTaHJIaPTHBIX CUTYaLIUH.

B yueOHOM mporecce JeKLUsl BBIIOJIHSIET METOA0JIOTHYECKYI0, OpraHU3allMOHHYIO U
MH(OPMALMOHHYIO (PYHKIMH. JIeK1Ms pacKpbIBaeT NOHSITUHHBIN anmnapaT KOHKpETHOW o0nactu
3HaHUs, ee NpoOIeMbl, JaeT eIbHOE NMPECTAaBICHNUE O MPeaMeTe, MOKa3bIBaeT B3aUMOCBA3b C
apyruMu  avcuuniauHamu. Jleknus oOecriednBaeT ycBoeHUE YyueOHOM uH(popManuu Ha
NEepPBOHAYAJILHOM YpPOBHE OOLIe OpUEHTHPOBKM B MaTepuayle, KOHLEHTPUPYET BHUMaHHE
CTYJEHTOB Ha HauOojee CIOXHBIX Y3JIOBBIX BOINPOCAX, CTUMYJIHPYET aKTUBHYIO
MO3HABATENbHYIO JIETENBHOCTh M 3aK/IaJbIBa€T OCHOBBI Ui Oyaymero 3(QeKTHuBHOTO H
IIOJIHOLIEHHOI'O YCBOEHUS MaTepHaIa.

K OCHOBHBIM BUAaM y4eOHBIX 3aHATHHA Hapsly C APYTUMH OTHECEHBbI NMPaKTHUECKHUE
3aHSTHSI, HAllpaBJIEHHbIE HAa SKCIIEPUMEHTAILHOE MOATBEPKICHUE TEOPETUUECKUX MOJI0KEHUH U
¢dopmupoBaHne y4eOHBIX M NPO(ECCHOHANBHBIX MPAKTHUECKUX YMEHMH, W HaBbIKOB. OHH
COCTaBJISIIOT BXXHYIO YaCTh TEOPETUUYECKON U MPO(HEeCCHOHATEHOM MPaKTUYECKON MOITOTOBKH.

Pemenne mnocraBieHHBIX mepen AUCHUIUIMHON «OCHOBBI JI€JIONPOU3BOJCTBA» 3a1ad
JIOCTUTAETCs TOCPEACTBOM AKTHUBHOM MOJTOTOBKM CTYAEHTOB K TNPAKTUYECKUM 3aHATHH, a
Takxke 0e3 BHIIOJHEHUS UMH 3aJIJaHUI B PAMKax caMOCTOATENbHOM U MHIMBUAYATIbHONU PaOOTHI.

CamocrosiTenbHast paboTa CTYIEHTOB SIBJISIETCS OJHOM M3 BaKHEHIIMX COCTAaBIISIFOIIMX
oOpa3oBaTenpHOro mporecca. HezaBucumo oT mosyuyeHHOH mpodeccun U xapakTepa pabOThI
mo00il  HaumHArONMK OakamaBp JOJDKEH 00iamath  (yHIAMEHTAIbHBIMH  3HAHUSMH,
npopeCcCUOHATIBHBIMI YMEHUSIMA W HaBBIKAMU JIESITEIBHOCTH CBOETr0 NpO(UIIs, ONBITOM
TBOPUYECKON M UCCIIEOBATEIbCKON JEATENIBHOCTH IO PEHICHUIO HOBBIX MPOOJIEM, OMBITOM
COLIMAJIbHO-OLICHOYHOM AEATEIbHOCTH.

Bce st cocraBnsAromue oOpa3oBaHus  (OPMHUPYIOTCS HMMEHHO B  IIpolecce
CaMOCTOSITENIbHOW ~ pabOThl  CTYAEHTOB, TaK Kak  MPEANojiaraeT  MaKCUMAaJbHYIO
VWHIVBUAYAIN3ALMIO  ACATEIBHOCTH  KaXIOT0 CTYICHTA M MOXET pPacCMaTpUBaTbCs
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OJIHOBPEMEHHO U KaK CPEJICTBO COBEPIICHCTBOBAHUS TBOPUYECKOW MHIUBUAYaJIbHOCTH.

IIpu moxaroroBke K pyOekKHOMY KOHTPOJIO M 3K3aMEHY HE0O0XOIUMO IOBTOPSTH
NpOIIEHHBI MaTepuall B CTPOrOM COOTBETCTBHU C pabodeld MporpaMMoi JMCHUIUIMHBI
«OCHOBBI Z1€T0NIPOU3BOACTBA». Mcnonp30BaTh MaTepuasbl 3aHATHM, KOHCIEKTa JIEKUHUHA U
JIUTEpaTypy, PEKOMEHIOBaHHYIO IpenojaBaresneM. OOpaTuTh 0co00€ BHUMAaHHME Ha TEMbI
y4eOHBIX 3aHATUH, IPOMYIIEHHBIX 00YYaOLMMCs IO pa3HbIM puuuHaM. [Ipu HeoOxoaumocTu
00paTUTHCS 3a KOHCYJIbTAIMEH U METOANYECKOHN TOMOIIBIO K IIPENOAaBaTEII0

TunoBble OLICHOYHBIE CPEICTBA, UCIOIb3YEMBIE B IPOLECCE OCBOCHUS NUCLUIUIMHBI, U
UX KpuTepuu mnpuseseHbl B POHJAX OLEHOYHBIX CPEACTB TEKYILErOo KOHTPOJISI, PYOEKHOTO
KOHTPOJISI U IPOMEXYTOYHOM aTTecTaluy 1o AUCUUIUIMHE « OCHOBBI AEJIONPOU3BOACTBAY.

Pexomenganuu CTYAEHTaM 110 INIOATOTOBKE K 3AaHATHUAM JICKIIMOHHOI'0 THUIIA

Conep:xaHue 3aHATHI JeKIMOHHOI0 TUIA MO AUCHUIIHHE
«OCHOBBI 1€JIONIPOU3BOICTBAY

Tema 1. TeopeTnyeckne 0CHOBBI I€JIONPOU3BOICTBA

1. UcTtoku nenomnpoun3Bo/icTBa: MH(POPMALIHS, YITPABICHHUE, IOKYMEHT.

2. JIokyMeHTallMOHHOE 0OecleueHue YIPaBICHUs KaK BUJ JESTEIbHOCTH U €T0 COCTABIISIOIINE.
3. Knaccuduxkanus J0OKyMEHTOB, UX cTaHAapTu3auus U yHupukanus. CuCTeMbl TOKyMEHTALUH.
4. HopmatuBHO-MeTOqMuecKas 0a3a JOKyMEHTAIIMOHHOTO 00ECTIeYeHUs YIIPABICHHMS.

Tema 2. O0mue npaBuia 0poOpMIICHUS YIIPABJICHYECKHX JOKYMEHTOB
1. O6mmue TpeboBaHus K 0OPMIIEHUIO YIIPaBIEHUECKUX JTOKYMEHTOB.
2. TpeboBaHus K 0OPMIICHUIO PEKBU3UTOB JOKYMEHTOB

Tema 3. IIpaBuia ogopmiieHHsI JOKYMEHTOB 110 JIHYHOMY COCTaBY

1. O61mure Bonpocsl OpraHU3aliy JOKYMEHTAlMOHHOTO 00eCIeYeH s YIpaBIeHHs IEPCOHATIOM
HPEIIPUSATHSL.

2. OcoOeHHOCTH YIIpaBIeHUS TOKYMEHTAIIMEH TT0 TIepCOHAITY.

3. OcobeHHOCTH TOKYMEHTHPOBAHUS TPYIOBOI JIeATEILHOCTH IepcoHaa

Tema 4. Opranusanusi J0KyMeHT0000pOTa

1. JokyMeHTOOOOPOT MPEANPHUATHS U €T0 cocTaBisttomue. OCOOEHHOCTH yIIpaBICHUS
BXOJALIUMU, UCXOJAIIMMU U BHYTPEHHUMH TOKYMEHTAMHU MIPEATIPUATHS.

2. CucteMa KOHTPOJIS UCIIOJIHEHUS IOKYMEHTOB, OPSAOK €€ QYHKIIMOHUPOBAHUS B YCIOBUAX
IPEIITPUATHSL.

3. Opranu3zanus yrnpaBjieHHs ONEPATUBHBIM XpaHEHHEM JOKYMEHTOB MPEANPUSATHUS.

4. Opranu3anys ynpasjeHUsl apXUBHBIM XPAaHEHUEM TOKYMEHTOB MTPEANIPUATHS.

Tema 5. Oco0eHHOCTH cocTaB/IeHUsI H 0(DOPMJICHHS OCHOBHBIX JOKYMEHTOB YIIPABJICHHUS
1. OcHOBHBIE TPYNIIBI YIPABICHUYECKUX JOKYMEHTOB.
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2. Opranu3anoOHHO-IIPABOBHIE IOKYMEHTHI (OpraHU3alNOHHbIE).
3. PacniopsiquTenbHble TOKYMEHTBHI.
4. ndopmManimoHHO-CIIPaBOYHAsL JOKYMEHTAIUS

B xozne 3aHATHH JTEKIIMOHHOIO TUMNA 00YYarOLUICS 0JIKEH BECTH KOHCIIEKTHPOBAHUE
yuebHoro marepuana. OOpamiate BHUMaHHE HAa KaTeropuu, (pOpPMYIHPOBKH, PACKpPHIBAIOIINE
COJICpKaHWE TeX WM MHBIX SBJIEHUH U NPOLECCOB, HAyUHbIC BBIBOJBI U MPAKTHUUYECKUE
peKOMEHAAINK, TOJOKUTEIbHBIM ONBIT B OpPaTOPCKOM HCKyccTBe. JKenaTenbHO OCTaBUTH B
pabounx KOHCHEKTaX I0Jis, Ha KOTOPBIX JeaTh MOMETKH U3 PEKOMEHJI0BAaHHOH JINTEpaTyphl,
JOTIONTHSIONIME MaTepHrall MPOCITYIIaHHOW JIGKIHH, a TakKe MOJYSPKUBAIONINE O0COOYIO
BaXXHOCTb T€X WM MHBIX TEOPETUUYECKUX MOJOXKEHHUH. 3a1aBaTh MPENo1aBaTell0 YTOUHSIOIINE
BOIIPOCHI C LEbI0 YSICHEHUS] TEOPETUUECKHUX MOJI0KEHUN, pa3pellieHusl CIOPHBIX CUTYalUH.

[Ipy nmoAroTroBKe K MNPaKTHYECKUM 3aHATUSAM Yy4YeOHbI M JIEKLMOHHBIM Marepuan
Ka)KJI0r0 pazjiena JJ0JKEH IPOYUTHIBATECS MHOTOKPATHO.

[Ipu nepBOM NPOUYTEHUU HY>KHO CTaBHUTH 1I€JIb — IOHATH, & HE 3aIOMHUTh. OOBIYHO IS
JIOCTHKEHUSI XOPOULIETo MOHMMaHus MaTepuaja OJHOro npoureHus mano. K tomy xe vacro
OPUXOJUTCS MPHUIIOMHUTh KOE-4TO M3 pPaHee H3yYEeHHOI'o, I03TOMY IIepBOE IPOYTEHUE
OKa3bIBACTCSl CAMBIM JUTHTENbHBIM. Heo0X0aMMO 3alIOMHUTH OCHOBHBIE TOHSTHS, 3TO JOJDKHO
CTaTb OCHOBHBIM OPUEHTHUPOM BO BCEX MOCIEAYIOUIMX BUAAX pabOTHI C JIEKIMIMU U y4eOHBIM
MaTEepHUATIOM.

Koncnekr (ot mar. conspectus — 0030p) — MUCBMEHHBIM TEKCT, B KOTOPOM KpaTKO U
MOCJIEZI0BATENIbHO U3JI0KEHO CO/IepKaHNE OCHOBHOTO HCTOYHHMKA MH(POPMALIUH.

BoiiensitoT 1Be pa3sHOBUAHOCTH KOHCIIEKTUPOBAHMSL:

- KOHCTIEKTUPOBAaHNE MTUCbMEHHBIX TEKCTOB;

- KOHCIIEKTUPOBaHMUE YCTHBIX COOOILIEHUH (Harpumep, JEKIuil).

KoHcnekt MoxeT ObITh KPaTKUM HJIN TOAPOOHBIM.

B ocHoBe mporecca KOHCHEKTHPOBAHMS JIEKHUT CHCTEMATH3aLMs MPOYUTAHHOIO MIIH
YCIIBIIIAaHHOTO Marepuaia. llenbio mpolecca Ciy)XMT NOpHUBEACHHE B EIUHBIM MHOPAIOK
CBEJICHUH, MOIYYEHHBIX M3 HAYYHOH cTaThH, yUeOHOH U METOIMYECKOH JINTepaTyphl.

KoncnektupoBanue siBIseTcss HeoTheMeMol (opMoit paboTel 00y4aeMoro B CHUITY
TOTO, YTO B Yy4e€OHOM TIpolecce CTYACHTHl CTAJKHBAIOTCS C HEOOXOJUMOCTBIO KPaTKoro
W3JI0KEHUsT 0OJIBIIIOTO 00BheMa yueOHOTro MaTepuara.

[lenn KOHCTIEKTUPOBAHUS:

- pa3BUTHE y OO0ydYaromlerocss HaBBIKOB IepepaboTKu HH(OpMAIMHU IMOITYy4YeHHOW B
YCTHOM WJIM MMCBMEHHOM BUJI€ U NpUAaHue eil cxxaToit GopMbl;

- BbIpa0OTKa yMEHHMH BBIJEIUTh OCHOBHYIO WK, MBICIb M3 IEPBOMCTOYHHKA
uHpOpMaLUH;

- (popMupOBaHKE HABBIKOB COCTABIIEHUS IPAMOTHBIX, JIOTHUHBIX, KPATKUX TE3UCOB;

- obJeryeHue mporecca 3alOMHHAHUS TEKCTa.

OO6yuatomumcs cieayer oOpaTUTh BHUMaHKE, HA TO, YTO JIOCJIIOBHAs 3allUCh TEKCTa HE
SBIISICTCSI KOHCIEKTOM. TOJIBKO CTPYKTYPUPOBAHHBIM TE3UCHBIH TEKCT MOXET Ha3bIBaThCs
TakoBbIM. [IpM KOHCIEKTMPOBAHWM MUCHMEHHBIX MCTOYHUKOB HEOOXOauMO oOpalaTh
BHUMaHME Ha a03allbl, NX CYIIECTBOBAHUE MPU3BAHO OOJETYUTh BOCIIPUATHE TEKCTa U HAYaIo
HOBOH MBIC/IH aBTOpa. BaXKHO y4nTBIBATh TaKXkKe U TO, YTO OJHA MBICIb MOKET ObITh M3JI0KEHA
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B HECKOJBKHX a03aIax.

BpicOKyl0  CKOpPOCTh ~ KOHCIIEKTUPOBAHHUS  MOTYT  OOECIEUHUTh  COKpAILCHHS
(oOmenpuHsATHIE, A00pPEBUATYPHI, CTPEIOYKH, YKA3bIBAIONINE HA JIOTUYECKUE CBSI3H, OMOPHBIE
CJIOBA, KJIFOUEBBIC CJIOBA, CXEMBI H T.11.).

CocraBneHre KOHCIEKTa MPU3BAaHO OOJEr4uTh 3amOMUHaHME TekcTa. OO0ydaromumces
PEKOMEH/IYETCS MOCJEe €r0 COCTABJICHUS MPOYEeCTh 3a(pUKCUPOBAHHBIE TE3UCHI HECKOIBKO pa3
JUISL TIOJIHOTO WX YCBOEHHSs. JlomyckaeTcs MOJYepKUBAHHE TE3MCOB, COJEPIKAIIMX OCHOBHBIC
MBICJIH, BBIJICJICHUE UX IIBETHBIM MapKEpPOM.

[lepecka3 He sBIISETCS KOHCIEKTUPOBAHUEM CTaThU, NepedpasupoOBaHUE BO3MOMKHO C
COXpPaHECHHEM €€ COJICPKaHUs, JOTUUECKUX CBA3EH C IENIbI0 COKpaIEHUs 00beMa.

[Ipu ncnonp30BaHUM B KOHCIIEKTE IUTAT aBTOpa TPEOYETCs BHIJCICHUE UX B KABBIYKU U
yKa3aHHe Ha UCTOYHUK IMyOJIMKAIIMKN U aBTOPA BhICKA3bIBAaHUSI.

Bunsl KOHCIIEKTOB:

1 IlmaHoBBI  KOHCHEKT. Ero BBIIIOJHEHHE BO3MOXKHO TIPU  COCTaBJICHHUH
MIPEABAPUTEIHHOTO TIJIaHA HAYYHOM CTaThH, IJIaBbl Y4€OHOTO WM METOIMYECKOTO MOCOOUSI.
Kaxx/1p1i1 Bonpoc 1j1aHa pacKpbIBa€TCsl B COOTBETCTBYIOILIEH YACTH KOHCIIEKTa

2 TekcryanbHbId KOHCHEKT. [IpexpacHO MOAXOAUT ISl KOHCIEKTUPOBAHUS HAYUHBIX
cTaTeil, MoHorpaduii, Korja HeoOXOAUMO B TOJHON Mepe OTpa3uTh TOUYKY 3PEHHUS aBTOpa,
00auuB ee B popMy LUTATHI

3 TemaTnueckuii KOHCIEKT. Ero ocHOBHAs 3ajada — HAaWTH OTBET Ha ITOCTABJICHHBIM
BOIIPOC, PEIINTh HAYYHYIO 3a/1ady. YHCIIO KOHCTIEKTUPYEMBIX MCTOYHMKOB B ATOM CJydae He
OTPaHUYMBAETCS, UMEET 3HAUEHHE TOCTUKEHUE KOHEUHOU LIEIH.

4 CBOOOIHBIN KOHCHEKT MOXKET COJEep)KaTh B ceO€ DJIEMEHTHI BBHIIICTIEPEUUCICHHBIX
KoHCTIeKTOB. CoCTaBlieHHE TaKOro KOHCIIEKTa CIOCOOCTBYET JIyYIlIeMYy YCBOSHHUIO U
OCMBICIICHUIO MaTepuaa.

[Topsaok cocTaBieHUs: KOHCIIEKTa MUCbMEHHOTO MaTepuarna:

1 IIpenBapuTenbHOE 3HAKOMCTBO C TEKCTOM C IIEJIbIO OINpEIEICHUsI CTENEHU €ro
CJIOHOCTH, HAYYHOCTH U BHIOOpA BUA KOHCTIEKTUPOBAHUS

2 lloBTOpHOE TPOUYTEHHE W AaHAJIU3 HCCIEAYeMOTO MaTepuanga IO3BOJHT
COCpPEJIOTOYMTHCSI HA TJaBHOW MBICIM TEKCTa W ONPENeNUThCs ¢ pPa3OMBKOM TekcTa Ha
CMBICIIOBBIE €IMHUIIBI

3 BeieneHue Te3UCOB, epeAarolux KpaTKoe cojepKaHue Marepuarna.

ScHOCTB, KPaTKOCTh, JIOTUYECKAs] CBA3aHHOCTh TE3MCOB — OCHOBHBIE XapaKTEPUCTUKHU
KOHCTeKkTa. [IpM KOHCHEKTUPOBAaHWU TMHCHMEHHOTO MaTepuaia HeoOXOAMMO oO0paiaTh
BHUMaHUE HE TOJHKO HA OCHOBHBIC TOJIOKEHHUS TEKCTa, HO M Ha JOKAa3aTelIbCTBA, MPUMEPHI,
LUTAThl, MHEHUSI YYEHBIX U MIPAKTUKOB.

VYka3zaHus o KOHCIIEKTUPOBAHUIO JIEKIUM:

- HE HYXKHO CTapaThCs 3alucaTh BECh MaTepHual, 03BYUYEHHBIH mnpernogaBareneM. Kak
MPaBUJIO, JIGKTOPOM JIEJAIOTCSl aKIEHThl Ha KIIIOYEBBIX MOMEHTax JICKIIUM Jis Hadaja
KOHCIIEKTUPOBAHUS,

- KOHCIIEKTUPOBaHHWE HEOOXOJAMMO HAYMHATH IIOCJIE OTJIAIEHWEM TJIAaBHOM MBICIIH
JIEKTOPOM, Mepe]l Ha4YaIoM €€ KOMMEHTUPOBAHUS;

- BBIJICJICHWE TJIABHBIX MBICICH B KOHCIIEKTE JPYTHM IBETOM IeJIeco00pa3Ho
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MMPOU3BOJUTL BHC JICKIHMU C LCJIBIO COKpallCHUA BPCMCHU HAa KOHCICKTHPOBAHUC Ha caMou
JICKIUU;

- IPUMEHEHUE COKPALCHUI IIPUBETCTBYETCS;

- HY’KHO n30eraTh AJUHHBIX U CII0KHBIX PaCCy>KIEHUI;

- JOCJIOBHOC KOHCIICKTUPOBAHHUC OTHUMACT MHOI'O BPCMCHHU, IMOITOMY H€O6XO[[I/IMO
ommycKath (ppasbl, IMEIOIINE BTOPOCTEIIEHHOE 3HAYCHHE;

- €CJIIM B JICKIUHU BCTPCHANOTCA HCU3BCCTHBLIC TCPMHHBI, JIYUIIC BCEro OTMCTUTH Ha
MOJIIX UX CYIIECTBOBAHHE, OCTAaBUTh MECTO JJis MX MOSCHEHUS M B KOHIE JIEKIUU 3a7aTh
YTOYHSIFOLIMIA BOIPOC JIEKTOPY.

KoHncnektupoBanue u pereH3upoBaHUE, TaKUM 00pa3oM, 3TO MPOLECC BbIICICHUs
OCHOBHBIX MEBICTIEH TCKCTa, €T0 OCMBICICHHUSI U OLCHKHU COI{@p)KElHIGﬁCH B HEM I/IH(i)OpMaIII/II/I.
Jannupiii Bua yuyeOHOM palOoThl SIBISIETCSI BUIOM WHIMBUAYAJIbHOM CaMOCTOSITEIbHONU pabOThI
CTYJCHTA.

Jlexiusi BHICTYIIA€T B KA4eCTBE BEAYIIETO 3BEHA BCEro Kypca 00y4eHus U MpeICcTaBIseT
co0oii cmoco0 W3JI0KEHUST O00BEMHOTO0 TEOPETHUYECKOTO0 MaTepuania, 00ecreunBaoIHi
[EIOCTHOCTh M 3aKOHYEHHOCTh  €ro  BOCHPHUATHS  cTydeHTaMu. Jlekmust — Jaer
CUCTEMATU3NPOBAHHBIC OCHOBBI HAaYYHBIX 3HAaHUU II0 AUCHUIINIMHE, PAaCKPBIBACT COCTOAHUC U
NEPCHEKTUBBl Pa3BUTHS COOTBETCTBYIOIIEH 0OJacTH HAyKM W TEXHUKH, KOHILIEHTPUPYET
BHUMaHHEC CTYJACHTOB Ha Haubolee CJIOKHBIX, Y3JIOBBIX BOIIPOCAX, CTUMYJIMPYET UX aKTUBHYIO
MO3HABATEJIbHYIO AEATEIBHOCTh U CHOCOOCTBYET (POPMHUPOBAHHIO TBOPUECKOTO MBIIUICHHUS.
OCHOBHBIMH q)YHKIII/IﬂMI/I JICKIOIUN BBICTYIIAIOT II03HaBaTCJIbHAasl, pasBuBaro1ias,
BOCIIUTATENIbHAS U OpPraHU3yoIIasl.

HOI[FOTOBKa K 3aHATUIM JICKOMOHHOI'O THIIA BKJIHOYAET B cebsa: oco3HaHue
HEOOXO/JMMOCTH €€  BBINOJHEHHUS; LEJICHANPABIEHHYI0 I103HABaTEJIbHO-TPAKTUYECKYIO
NeSITETFHOCTh HETIOCPEIACTBEHHO TepeNl JISKIHeH (MpoCcMOTp MaTepHaiia MpeabIyInel JeKInu
JUI. BOCCTAHOBJICHUSI B MaMATH OCHOBHBIX MOMEHTOB; O3HAKOMJICHHE C HOBOM MH(popManuen
0 PEeKOMEHAyeMOW y4eOHOW JuTeparype AJIsi YCTAaHOBJICHHS CBS3€H MEXIy W3YYEHHOW U
u3ydaeMoi nHpopmarlueit; mogoop He0OX0AUMOM JTOTIOIHUTENBHON TUTEPaTyPhl; BHITOIHEHUE
3a/IaHUH, MPEIJIOKEHHBIX Ha CAMOCTOSATEILHYIO MPOPabOTKY).

CamocrositenbHast paboTa CTYACHTOB Ha YpOBHE 3aHATHHA JIEKIMOHHOTO THUIA
3aKIII0YaeTCs B CIEIYIOIIEM: OCO3HAHWE CTYISHTaMH IeJed W 3ajad JICKIMH; MOHMMAaHWe
CMBbICiIa cooOIIaeMoil mpenoaaBareneM HHGpOPMAaLMY; TOHUMAaHNUE HOBBIX 3HAHUHN; TOHUMAaHUE
0ocoOeHHOCTEN MMoAXOJ0B K IMOHATHUAM PA3JIMYHBIX aBTOPOB, OLUCHHBAHUE HMX OJOCTOMHCTB H
HE/IOCTATKOB; yUacTHe B PEIIEHUH IMOCTaBIEHHBIX MpobieM. BHeayuTopHas caMmocTosiTebHas
paboTa CTyACHTOB MOCIE MPOCTYIIMBAHUS JIEKIINH 3aKII09aeTcsl B 00paboTKe, 3aKpeIyieHU: U
yriayOJIeHUM 3HAHUM 0 W3YYEHHOW TeMme; MEepeuyUTHIBAHUM CBOMX KOHCIIEKTOB; BBISICHEHMS
HCIIOHATHBIX BOIIPOCOB, 3HAKOMCTBO C IIOJYYCHHBIM MarcpuajioM I10 peKOMeHHOBaHHOﬁ
yueOHOM JHTepaType, BHECEHHE [ONOJHEHUH B KOHCIEKT; H3y4yeHHUE JOMOJHUTEIbHOU
JUTEPATyPHI.

Pexomenaaruy mo opopMITEHUIO JICKITUH.
BHI/IMaTeJIBHO O3HAKOMBTECCH C HpCIIHaFaGMBIMI/I HUXKC peKOMeHI[aI_II/ISIMI/I 10 pa60Te C
TEKCTaMH JIEKIIWIA.
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Caymianne ¥ 3amMChIBaHHE JICKIUH SIBISETCS OJHOW U3 pemaromux  (Gopm
camoo0Oyuenus cryaeHtoB. C Hel, ¢ 3Toil (opmoil, cCBs3aHa U paboTa C JUTEPATypOH, U
COCTAaBJICHHUE IIJIAHOB, TE3UCOB, KOHCIIEKTOB, U IIOJANOTOBKA K KOJJIOKBUYMY, 3a4€Ty, IK3aMEHY,
K HaIllMCaHUIO JIOKJIA/I0B, pedepaToB, KypCOBBIX padoT.

Pexomennanuu no pabore HaJ TEKCTAaMH JICKIIUU CBOJATCS K KOHKPETHBIM COBETaM, C
MIEPBOTO B3IUIS1a KAXKYIIUMCS 10 IPUMUTUBHOCTH HPOCTHIMHU.

1 Ha o0Oopore OOJOXKH TETpaad 3amuchiBacTcs (aMuius, HWMs, OTYECTBO
MIpEnoaBaTes, €ro yueHasi CTEIIeHb U YY€HOE 3BAHHE

2 Ilpu KOHCHEKTUPOBAHMM PEKOMEHIYETCSl BECTH 3alllCH Ha OJIHOH CTOPOHE JIMCTA,
OCTaBJIAsI BTOPYIO CTOPOHY JJis pa3MbIIUICHUN, pa30opoB, BOMPOCOB, OTBETOB Ha HUX, IS
(buKCHUpoBaHUS JeTael TEMBI HITH CBSI3aHHBIX C HEH (PaKTOB, KOTOPBIE MPUITIOMUHAIOTCS CAMUM
CTYIEHTOM B XOJI€ CIIyIIaHus JICKUMOHHOTO Marepuaina. lHoraa [uist 3TOro OCTaBisiIOTCS JIUIIb
mupokue nois. Ha mepBeIX JEKUMAX CTOMT CHELUAIbHO YHPAKHATHCS B HCIIOJIb30BAaHUU
nosieii: UKCUpPOBATh BOMPOCHI, BBI3BIBAIOIINE JUYHBII MHTEPEC, BAPUAHTHI OTBETOB Ha HUX,
COMHEHMSI, IPOOJIEMBI, CIIOPHBIE MOJIOKEHUSI — TO €CTh IPEBPATUTh TETPAJHbIE IOJISI B MOJIS
pa3MblILIeHui, 6eces; ¢ coO0i, AMATOTrOB C TOBAPUIIIAMH, C IIPETMOJaBaTEIEeM.

3 3anuch JNeKuui BeeTcs B MPOU3BOJIbHONW Gopme. DTO MOXKET OBITh CTHIIb Y4eOHOU
MporpaMMbl (Ha3bIBHBIE TMPEINIOKEHHs); MOXKHO Ba)KHEHMINIME MBICTH BBIACIATH I[BETHBIMHU
¢doMacTepaMu WIM IPUMEHSITh OOKOBBIE «()OHAPHUKW», BblAEAOLME MoATeMbl. [Ipu sTom
dbopMa 3amucu MaTepualia 3aBHCHUT OT CIeUIH(PHKHA U3y4aeMOro MpeiMeTa; YMECTHBl U CBOH
KpaTKH€ MOSICHEHUSI K 3alMCsIM. 3alKch JEKLUHU JIydllle BECTH B cXaTol (opme, KOPOTKUMU U
YeTKUMH Ppazamu.

4 3anuch JIEKIMM [OMOTaeT COCPEJIOTOYNUTh BHMMAaHUE Ha TJIaBHOM, B XOJ€ CcaMmoi
JEKIMH TPOAyMaTb U OCMBICIUTH YCIBIIIAHHOE, OCO3HATh IJIAaH W JIOTUKY W3JI0KEHUS
MaTepuana ImpernojasareneM. Takas paboTa HepeaKko, OCOOEHHO IIOHayally, BbI3bIBACT
TPYAHOCTH Yy CTYIEHTOB: HEKOTOPBIE CTPEMSTCS 3alUCHIBaTh BCE JOCIOBHO, IPYrHe€ IUIIYT
OTPBIBOYHO, Y TPETHUX 3aIUCH MOJYYaETCs XaOTUYECKasl.

UroObl u30exaTh 3TUX OMIMOOK, Ieaecoo0pa3HO NPUAEPKHUBATHCA CIEAYIOUUX
MPaBWIL:* TIOCJE 3allUCHU OPUEHTUPYIOIIMX U HANpaBISIONIMX BHUMAaHUE JIaHHBIX (TeMa, Leb,
IUTaH JIEKIIUH, PEKOMEHJOBAaHHAs IUTEpaTypa) Ba)KHO TMOMBITATHCS MPOCIEIUTh, KaK OHU
PacKpbIBalOTCS B COJAEpX aHUM, MOAKPEIUISIOTCS (OPMYIUPOBKAMH, JOKa3aTelbCTBAMH, a
3aTEM U BBIBOJAMU;" 3aIMCHIBATH CJIEAYET OCHOBHBIE MOJIOKEHUS M JOKa3bIBAIOIIUE HX
aprymMeHThl, Haubosee sipkue MpuMephl U (PaKThl, MOCTABJIEHHBIE MPENOAaBaTesIeM BOMPOCHI
JUISL CAMOCTOSITETIbHON TPOPAOOTKU;* CTPEMHUTHCS K YETKOCTH 3allMCH, €€ MOCIe0BaTEIbHOCTH,
BbIJIENISIE TEMBl U IOATEMBI, BOMPOCHl M TOJBOINPOCHI, UCHOIB3Ys LU(PPOBYIO U OYKBEHHYIO
HyMmepaiuio (puMckue u apabckue mudpbl, Oonbiive W Manble OYKBBI), KpacHbIE CTPOKH,
BbljIeNieHHEe a03aleB, MOJYEpKUBAaHUE TJABHOTO;" KaXXJAOMY CTYIEHTY IOJIE3HO BBIpabOTaTh
CBOIO CHCTEMY COKpAILIEHHMH, B KOTOPOH OH MOr Obl pa3o0paThCs JIerko M 0e301r004HO;:
HEOOXOJIMMO BBINIOJHATH CHUCTEMAaTHUYECKHE BO3BpAIeHMs] K NpPeablAylIMM TekcTtam. Jlaxe
OTIIMYHO 3alKCaHHAs JEKIUs MPeanoyiaraeT NadbHEHIIYI0 CaMOCTOATEIbHYIO padoTy Hall Hel
(r1y00KO€ OCMBICIIEHHE €€ COJepKaHusl, JOTHYECKON CTPYKTYphI, BBIBOJIOB). OCOOEHHO Ba)kKHO
B TIpOIIeCCe CaMOCTOSATEIbHOM paboThl HA/l JEKIHUEH BBIACIUTh HOBBIM MOHATUHHBINA ammapar,
VSICHUTh CYTh HOBBIX MOHSTHM, NpU HEOOXOJUMOCTH OOpaTUTHCS K CIOBapsAM U JIPYyrUM
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MCTOYHMKAM, 3a0/JHO YCTPAHUB HETOYHOCTH B 3AIUCSX.

PabGora Hax Jekuued CTUMYIMPYET CAMOCTOSATENbHBI IHOHUCK OTBETOB Ha CaMble
pa3jMyYHbIE BOIPOCHI: HAJ KakKUMU MOHATUSAMM CIENyeT IopadoTaTh, Kakue O0O0O0OLICHMS
CZeJIaTh, KAKOU JOMOJIHUTEIbHBIM MaTepHall IPUBJICYb.

PexoMeHIauMu CTYIEHTAM MO MOATOTOBKE K MPAKTUYECKHM 3aHATHIIM

B xoze moaroroBkuM K MPAaKTUYECKUM 3aHATUAM H3YYUTh OCHOBHYIO JIMTEpATypy,
03HAKOMUTBCSI C JOMOJHUTEIbHON JIMTEPATypOil, HOBBIMU IMYOJIMKALUAMU B NEPUOAMYECKUX
uznanusx. [Ipu 3ToM ydecTh pekOMEHAalUU MpenojaBaTess U TpedoBaHUs paboueil yueOHOH
IIPOrPaMMBI.

[Ipy moOAroTOBKE MNPAKTUUECKUX 3aHATUN CTYAEHTY DPEKOMEHIYEeTCsl HCII0JIb30BaTh
MH(OpPMaLMOHHBIE PECYPCHI, PEKOMEHIOBaHHbIE paboueil MporpaMMon JUCIUILIUHBL.

[IpakTueckue 3aHATHS — 9T0 (¢GopmMa o0O0ydeHHS B By3e, MpelIoJiararomnas
KOJUIEKTUBHYIO IPOpPa0OTKYy TeM Y4e€OHOW IMCUUIUIMHBI, KOTOPBIE SIBJISIFOTCS CIIOKHBIMHU IS
YCBOGHHUS W MPU TOM HamOojee 3HAUMMBIMH JUIsl 0OecriedeHus] KauecTBa MpohecCHOHaIbHOM
IIOATOTOBKHU CTY/ICHTA.

Conepmaﬂue NMPAKTHYCCKUX 3aHATHIL 0 AUcHUILINHE KOCHOBBI AECJTONMPOU3BOACTBA»

Tema 3aHATHS U BOIIPOCHI, OJIJIEKAIINE PACCMOTPEHHIO B XO/1€ OrueHouHBIE CpeACTBa
MIOJAITOTOBKHU K 3aHSTHIO
Tema 1. TeopeTnyeckne 0CHOBBI 1€JIONPOU3BOACTBA YCTHBIA OIIPOC

1. DBorOIMS JOKYMEHTA KaK HOCUTENS] HHPOPMAIIHH.

2. Bo3HukHOBEHHE U pa3BUTHE JAEIONPOU3BOACTBA B Poccuu:
-JlenonpousBoacTso B cpennue Beka (XI-XV BB.).

-IIpukasnoe genonpounsBoactso (XVI- XVII BB.).

-Konnexckoe nenonpousonactso (XVIII B.).

-Munucrepckoe nenonpousBoctBo B Poccun (XIX — magano XX
BB.).

-I'ocynapcTBeHHOE J€TONPOU3BOJICTBO B COBETCKOE BPEMSI.
-CoBpeMeHHOe 1e10n1pou3BoACTBO B PD

Tema 2. OOmme npaBujaa odopmieHHs YIPaBJIEHYECKHX | YCTHBIN ornpoc,
JOKYMEHTOB npakTuyeckas padbora
1. CoctaB peKBU3UTOB JOKYMEHTOB.

2. TpeboBanust K 0OPMIICHHIO PEKBU3UTOB JOKYMEHTOB.
3. TpeboBaHus K OJaHKaM JIOKYMEHTOB

Tema 3. IlpaBuiaa odopmMieHUsI JOKYMEHTOB II0 JIMYHOMY | YCTHBIU ornpoc,
COCTaBYy npakThyeckas padora,
1. CtpykTypa u conepkanue KaapoBOi JOKYMEHTALVH. TECT

2. Opranu3anoHHO-KaIpOBbIE TOKYMEHTHI.
3. Opranu3anMOHHO- PaCIOPAIUTEIIbHBIE TOKYMEHTHI.
4. JIOKyMEHTUPOBAHUE TPYAOBBIX OTHOUICHHH.
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5. JIOKYMEHTAallMOHHOE COIPOBOXKJIECHHUE NIPOLENYp KaIpOBBIX

TEXHOJIOTHI

Tema 4. Opranusanusi 10KyMeHT0000pOTA YcrHbiit ompoc,
1. Opranuzanust JOKyMeHTO000poTA. npakTuyeckas pabora,
2. Opranu3zanus KOHTPOJISI UCIIOJIHEHUSI JOKYMEHTOB. TECT

3. CocraBiieHHE€ HOMEHKIIATYphI eIl
4. IToaroToBKa TOKYMEHTOB K Iepe/iaye Ha XpaHEHUE B apXUB
5. Ilepenaya TOKYMEHTOB B ApXUB

Tema 5. Oco0eHHOCTH cOcTaBJIeHHS U 0()OPMJIEHHUSI OCHOBHBIX | Y CTHBIM OIIPOC, TECT
AOKYMEHTOB YNIPaBJIeHUSs

1. Opranu3zannoHHas JOKyMEHTaLUsI.

2. PacniopsauTenbHas JOKyMEHTALHS.

3. CnpaBouyHo-uHGOpPMAIIMOHHAS M CIPABOYHO-AHATUTHYECKAS
JIOKYMEHTaIUs

[TpakTueckue 3aHATUS — 3TO (Qopma oOydeHUs B By3e, IpelIoJiararomias
KOJIJIEKTHBHYIO MPOPAOOTKY TeM Y4eOHOH AMCLMIUIMHBI, KOTOPBIE SBISIIOTCSA CIOXKHBIMU IS
YCBOEHHUS U MpU TOM HambOosee 3HAYUMBIMU ISl oOecriedeHusl KauecTBa Mpo¢ecCHOHaIbHON
MOATOTOBKHU CTYJEHTA.

[Ipu moAroToBKe K MPaKTUYECKOMY 3aHSATHUIO CTYAEHT JOJKEH MPOaHaM3UpOBaTh TEMY
U IJIaH 3aHATHUS, 03HAKOMHUTHCS C OCHOBHBIMH IpOOJieMaMU, BHIHECEHHBIMU Ha 0OCYXXIECHHE.
PexoMennyercs BHMMAareiabHO MPOYUTATh MaTepuall MO TeMe, JaHHBIA IpernojaBaTesieM Ha
aexiuu. Takxke HeoOX0IUMO M3YyYUTh PEKOMEHIOBAHHYIO JINTEpaTypy Mo Teme. BaxkHo, 4ToObI
CTYJEHT yMeJl COIOCTaBJIATh MUCTOYHHKU U IPOAYMBIBaTh M3ydaeMblii Mmarepuan. Ilpu stom
Ba)XHO JI€1aTh KOHCIEKThI MPOYUTAHHOTO WJIM OTJENIbHbIE 3allUCH, KOTOPbIE MOHAI005TCs NpU
MOJIFOTOBKE K MPAaKTUYECKOMY 3aHSTHIO.

[Ipy moaroToBke K 3aHATHIO HEOOXOIMMO HAJIEKHO YCBOUTh OCHOBHBIE MOHSATHS U
kareropun 1o Teme. CTYAEHT JOJDKEH BbIIUCAaThb U PAacKpbiTh (B 1-2 mpeasioKeHUsx)
COJIep’KaHNE OCHOBHBIX TIOHATUN U KaTETOPUI B TETPAJH JJIsl CAMOCTOSATEIBbHOM TOATOTOBKH.

OaHuM W3 3TanoB MOATOTOBKM K MPAKTUYECKOMY 3aHSATHUIO SIBISIETCA BBIIOJHEHHE
NUCbMEHHBIX 3alaHuil JUIsl CaMOCTOSTENIBHOM MOATOTOBKH IO TE€ME. 3aJaHMs BBIIOJIHSAIOTCS
pa300pUMBBIM [TOYEPKOM B OTAEIBHO 3aBEACHHOW Ul 3THUX Ieled TeTpaau. 3amucH HUMEIOT
NEPBOCTENIEHHOE 3HAUYEHHUE JUIsI CaMOCTOATENbHON paboThl CcTyAeHTOB. OHU MOMOTalOT MOHSATH
MOCTPOCHUE U3Y4aeMOIo MaTepHaa, BbIJIEIUTh OCHOBHBIE MOJIOKEHHUSI, POCTIEAUTD UX JIOTHKY.
Benenue 3ammceil crnocoOCTBYeT HpEBpAlllCHUIO YTEHHUs B aKTUBHBIA Ipolecc, MOOMIM3YET,
HapsIly CO 3pUTENbHOM, U MOTOPHYIO NMaMATh. ClieyeT MOMHUTh: Y CTYJ€HTa, CUCTEMaTUYECKU
BEAYILEro 3alHCH, CO3JIaeTCs CBOM WHAMBHUIYAIbHBIM (DOHA TOJCOOHBIX MaTepHalioB JUIs
OBICTPOrO MOBTOPEHHUS MPOYUTAHHOTO, JJIi MOOWIM3AlMM HAKOIUIEHHBIX 3HaHW. OcoOeHHO
BaXHBI M IOJIE3HBI 3allMCH TOI/A, KOTJa B HUX HAXOAAT OTPAKEHUE MBICIIH, BO3HMKIINE NPU
CaMOCTOSITENIbHOU paboTe.

Pe3ynbTaThl KOHCIEKTHPOBAHUS MOTYT OBITh IPECTABIICHBI B pa3IMYHbIX (hopMax: IIaH
(TIpoCTO¥ M pa3BEPHYTHIH ), BBIMMUCKH, TE3UCHI.
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B xoae moarotroBke K MPakTUYECKOMY 3aHSTHIO CTYJIEHTBI MOT'YT CO3/[aBaTh HATJISITHBIN
WHQPOPMALIMOHHBIA MaTepral ¢ IMOMOIIbI0 MYJIbTUMEIUIHHON KOMIBIOTCPHOW MPOTPaMMBI
PowerPoint. 3rtor Bux paboThl TpeOyeT KOOpAWHAIIMM HABBIKOB CTyJAEHTa IO cOOpy,
cUCTeMaTH3alluy, iepepadoTke nHpopmanuu, ohopMiIeHUs e€ B BUIC MOJAOOPKH MaTepHalIoB,
KPaTKO OTPAKAIOIIUX OCHOBHEIE BOIIPOCHI H3y4aeMOW TEMBI, B JJIECKTPOHHOM BUJIC.

Taxoke mpu MOATOTOBKE K MPAKTUYECKOMY 3aHATHIO MOYKHO HH(DOPMAIUIO MTPEICTABUTh
B BHUJIC CXEM, WJUIIOCTpAIMii (PUCYHKOB), TpaduKOB, AUarpamm, SBISIFOIIAMHECS TPOCTHIMU
BUJaMHU TpadUUecKoro crocoda oTodOpakeHuss nHpopmanuu. Llenpio UCIONb30BaHUST TAKOTO
criocoba SBISETCS Pa3BUTHE YMEHHS CTYICHTA BBIJCIATH TJABHBIC 3JIEMEHTHI, YCTaHABIIMBATH
MEXJy HUMH COOTHOIICHHUE, OTCIIC)KUBATH XOJ Pa3BUTHS, U3MEHEHHs KaKoro-iubo mpoiiecca,
SIBIICHUS, CTPYKTYPHUPOBAHUE M CHCTEMATH3AIUsl MHPOPMAITUS U T. .

[Tpu 1OCTATOYHOCTH MOATOTOBKH CTYACHT MOXET CAMOCTOSITEIILHO ONPEIACITUTh CTCIICHb
CBOCH FOTOBHOCTH K 3aHITHIO, OTBETUB (YCTHO) Ha BOIIPOCHI JIJIsl CAMOKOHTPOJIS IT0 TEME.

Ha ocHOBaHHMM M3y4YEHHOTO Marepuaia, CTYACHT JOJDKEH yMeTh (pOopMyIupoBaTh CBOE
MHEHUE 110 KaXKJIOMY BOIIPOCY TEMBI H apTYMEHTHPOBAHHO €ro 000CHOBEIBATH, €CIIH:

- 3aJaHWe CBS3aHO C HEOOXOAMMOCTBIO (OPMYJIMPOBAHUS M apPryMEHTAIMH
COOCTBEHHOW MO3WIIMU IO KaKOMY-THOO BOMPOCY, TO OTBET HE JIOJDKEH OBITh YPE3MEPHO
KpaTKUM WIM, TeM Oollee, OJHOCIOXHBIM. HeoOxonuMo mgaBaTh pa3BEepHYTYH U
yOemuTeNbHyI0 (CO CChUTKAMH Ha WCTOYHUKH) apryMEHTAIUIO, 110 BO3MOXHOCTH —
MPEBOCXUIIATH U OMPOBEPraTh KOHTPOBOIbI OMIIMOHEHTOB;

- 3aJjaHUe TMPEANoJiaracT CpaBHEHHWE CIEAYeT MPOJEMOHCTPUPOBATH HABBIKH
CPaBHHUTEIHHO-)KOHOMHYECKOTO aHaiu3a (yMEHHE MpaBWIBHO CTAaBUTh II€]Ib CPaBHEHUS,
OTPECNATh OOBEKTHI, WCTOYHUKH W KPUTEPHUU, COMOCTABJISITH BBIABICHHBIC OOBEKTHI,
HAXOJHUTh UX CXOJICTBA U pa3Nuyus, GOPMYITHPOBATH BHIBOJIBI).

Bokpyr Takoro BBICTYIUIGHHS MOTYT pa3ropeThCsl CIOPHI, JAUCKYCCHU, K YYaCTHIO B
KOTOPBIX JOJKEH CTPEMUThCA KaKIbld. CTyIeHTy He0OXOJWMO BHUMATENHHO M KPUTHYECKH
CIIyIIaTh, IOJAMEYaTh OCOOCHHOE B CYXJICHHSX OIIOHEHTOB, YJIABIUBAaTh HEJIOCTATKH U
OIIMOKHU, KOPPEKTUPOBATh MX 3HAHMS, U, €CIM HYXHO, BBICTYNUTH B poiu pedepu. Ilpu srom
00paTHTh BHUMAaHHE Ha TO, YTO €IIe He OBLJIO CKa3aHO, WM MOJIePKATh U Pa3BUTh HHTEPECHYIO
MBICITh, BBICKa3aHHYIO BBICTYIAIOIIUM CTYEHTOM.

Jluckyccnn W OOCYKJICHHST BO BpEMs 3aHSTHS CIIEAYeT BECTH YBaKHTEIHHO, TaK Kak
HENbI0 ATUX OOCYKIEHUN W AMCKYCCUH SIBISIETCS M3Y4YEHHWE HOBOTO MaTepuaia, a HUKAaK He
BBISIBJICHHE HE3HAOIINX, HEMTPABBIX M BHHOBATHIX.

Bo Bpems 3aHsTHS cleqyeT BecTH ceOsl BEXKIMBO M TAaKTUYHO, HE HapylIaTh
JTUCITUIUIMHY, HE OTBJICKATh JPYIHMX CTYICHTOB OT BOCHpHsTHS Marepuaia. Omno3mgaHus Ha
3aHSITHSI IOMMYCKAIOTCS TOJIBKO MO YBAKHUTEIHHOU MPUYHHE.

B mporecce TOATOTOBKM K 3aHATHSAM PEKOMEHIYETCS B3aWMMHOE OOCYXKJICHHE
MaTepuana, BO BpeMsl KOTOPOTO 3aKPeIUISIOTCS 3HAHHWSA, a TaKKe MPUOOpeTaeTcsl MpaKTHKa B
U3JI0KEHUH U Pa3bsICHEHUH TTOTYICHHBIX 3HAHHMA, Pa3BUBACTCS PeUb.

[Tpu HEOOXOAUMOCTH CleAyeT oOpaliaThcst 3a KOHCYIbTallMeW K TpernojaaBarento. Mas
Ha KOHCYJIBTAIINI0, HEOOXO0IMMO XOPOIIIO IMPOIyMATh BOIIPOCKI, KOTOPBIE TPEOYIOT pa3bsICHEHUS.

Ha 3ansaTuu cnemyer BHUMATEIbHO CIYIIATh BHICTYIIJICHUS APYTUX YIACTHUKOB 3aHSATHS,
COTMOCTABJISATh WX TMO3UIUU MEXIYy COOOH, a TakkKe cO CBOEH TMO3UIMEH, aKTUBHO U
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apryMEHTHPOBAHO Y4acTBOBAaTb B OOCYKIEHMM pacCMaTpUBAaEMbIX BOIIPOCOB, OTBEYaTh Ha
BOIIPOCHI IIPENOaBATEIA.

JUig yscHEHMS U pPa3bsCHEHUs MPOOJIEMHBIX BOIPOCOB MOXKHO 33/aBaTh BOIIPOCHI
IPENoJIaBaTelo0 U JIPYTMM Y4aCTHUKAM OOCYXJEHUS, IPOCUTh MOBTOPUTh MM OOBSICHUTH TO
WIM WHOE BBICKAa3bIBAHUE, MOXKHO 3asABIATH O CBOEHM TOYKE 3PEHUS, KOHCTPYKTHBHO
KPUTHUKOBATh MO3ULUU BBICTYIAOIIUX.

PexomMeHnaauuu no BhINOJHEHHIO CAMOCTOSITEIbHON PadoThI CTY/IEHTOB

CamocrosTenbHas paboTa CTYAEHTOB — 3TO MPOLIECC aKTMBHOTO, LIE€JIEHAIPABIEHHOIO
npuoOpeTeHus] CTYIEHTOM HOBBIX 3HAHWH, YMEHHH 0e3 HemOoCPeACTBEHHOTO Y4YacThs
IpenojiaBaTessi, XapakTepU3yIOUIMiics MpeIMETHON  HampaBleHHOCTbIO, 3()(EeKTUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yNbTaTOB ACATEIBHOCTH 00yUYaroImerocs.

Ilenu camocTosITENILHON pabOTHI:

— CHCTEMaTu3all¥sg M 3aKPEIUICHUE IIOJyYEHHBIX TEOPETUYECKUX 3HAHMW H
IIPAaKTUYECKUX YMEHUH CTYJICHTOB;

—  yniyOJieHue U paclIupeHUe TEOPETUUECKUX 3HAHUM;

— (¢opMuUpOBaHHE  YMEHUH  HCIOJb30BaThb  HOPMATHBHYHD U  CIIPABOYHYIO
JIOKYMEHTALNIO, CIIEUAIIBHYIO JIUTEPATYPY;

—  pa3BUTHE ITO3HABATEJIbHBIX CIIOCOOHOCTEH, AKTUBHOCTH CTYJICHTOB,
OTBETCTBEHHOCTU U OPraHU30BAHHOCTH;

— (opMupoBaHHE CAMOCTOSTENBHOCTH  MBILIUIEHUS, TBOPYECKOM HMHUIMATHUBBI,
CIIOCOOHOCTEH K cCaMOpa3BUTHUIO, CAMOCOBEPIICHCTBOBAHUIO M CaMOpeaIn3aliy;

—  pa3BUTHE MCCIIEIOBATEIbCKUX YMEHUH U aKaJIEMUYECKUX HABBIKOB.

CamocrosTenbHas paboTa MOXET OCYHIECTBIATHCS WMHIMBHIYaIbHO WIH TpYIIaMH
CTYJICHTOB B 3aBUCUMOCTH OT LI€JIH, 00bEMA, YPOBHS CIOKHOCTH, KOHKPETHON TEMaTUKH.

TexHONOrMsI ~ OpraHM3allMM  CaMOCTOATENBbHOM  paboThl  CTYJAEHTOB  BKIJIIOYAET
UCIOJIb30BaHNE MH(GOPMAIIMOHHBIX U MAaT€PHAIbHO-TEXHUYECKUX PECYPCOB 00pa30BaTEIbHOIO
YUPEKICHUS.

[lepen BeIMoONHEHHEM OOYYAIOIIMMUCS BHEAYIUTOPHOM CaMOCTOATEIbHOW pPabOTHI
[IPENOaBaTelIb MOKET IIPOBOJUTH MHCTPYKTAK IO BBINOJHEHMIO 3afaHusA. B HMHCTpykTax
BKJIFOYAETCS:

—  LeJb U COJepKaHUEe 3aJJaHNus;

—  CpOKH BBIIIOJIHEHHS,;

—  OpPHEHTHPOBOYHBIA 00HEM pabOTHI;

—  OCHOBHBIE TPeOOBaHMS K pe3yabTaTaM paboThl U KPUTEPUH OLICHKH;

—  BO3MOJKHBIE TUITMYHBIE OMIMOKHU NP BHIIOTHEHUH.

WHcTpyKTa)X TpOBOAUTCS TMpEnojiaBaTesieM 3a CYeT 00beMa BpEMEHH, OTBEJIEHHOIO Ha
U3y4eHUE NUCLUIUIVHBIL.

KoHTponb pe3ynbTaToB BHEAyAUTOPHON CaMOCTOSITENIbHON PabOTHI CTYJEHTOB MOXKET
IPOXOJUTH B MUCbMEHHOM, YCTHOW WIJIM CMELIaHHOM (opme.

CryneHTbl JOJDKHBI MOAXOAMTh K CAMOCTOSITEIbHOM paboTe KaK K HauBa)KHEHIIEMY

CpCACTBY 3aKPCIUICHUA U PA3BUTUA TCOPCTUICCKUX 3HaHHI>'I, BBIpaGOTKC CAUHCTBA B3IJIAJ0B Ha
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OTJENbHBIE BOIPOCHl Kypca, NPUOOPETEHHsI OINPEIEICHHBIX HABBIKOB W HCIOJIb30BAHMUS
npodeccuoHaNbHOM TUTEPaTypPHI.

[Tpu camocTosTeNnsHON POPAOOTKE Kypca 00yUaromuecs T0JKHbI:

— TIPOCMAaTpHUBATh OCHOBHBIEC OMPEACTICHUS U (PaKTHI;

— TIOBTOPUTH 3aKOHCIIEKTUPOBAHHBIA Ha JIGKIMOHHOM 3aHSATHM MaTepuan M
JIOTIOJTHUTD €0 C YY4ETOM PEKOMEHJOBAaHHOM 10 JAaHHOW TEME JIUTEPaTyphl;

— U3YyYUTh PEKOMEHJOBAHHYIO JIUTEPATypy, COCTABIIATH TE3UCHl, AHHOTALUU U
KOHCIEKThI HanboJjee BaKHbIX MOMEHTOB;

—  CaMOCTOSTENbHO BBIMOIHATH 33aHUS, aHAJIOTUYHBIC IIPEIIaraéMbIM Ha 3aHATHUAX;

—  HCIIOJIB30BAaTh ISl CAMOMPOBEPKHU MaTepualibl JOH/IA OLIEHOUHBIX CPEJICTB;

—  BBINOJIHATH JOMAITHHUE 33JIJaHUs 110 YKA3aHUIO MPernojaBaTes.

Conep:kaHnue cCaMOCTOSATEILHON Pad0ThHI CTYJAE€HTOB MO AU CHUIJINHE
«OCHOBBI 1€JIOIPOU3BOACTBA)

Tema caMOCTOSITENIbHON PabOThI M BOIPOCHI, MTOJICKAIITIE OrneHouHbIC
PacCMOTPEHHIO B XO/1€ €€ BBINOIHEHHUS CpeacTBa
Tema 1. TeopeTrnueckne 0CHOBBI JeJIONPOU3BOACTBA IIposepka

M3yuute TOCT P 7.0.8 «Cucrtema craHmapToB 1Mo HH(pOpPMAIHMH, | KPOCCBOPIA
OMOIMOTEYHOMY U HW3JaTelbCcKoMy Jeny. Jlenmonmpou3BOACTBO U
apxuBHOe Jeno. TepMHHBI U ompeneneHus» (BBIyYUTh OIpeaesIeHUs
OCHOBHBIX TOHATUH) U COCTaBUTh KPOCCBOPJ (Ha OTAEIBHOM JIUCTE
dbopmata A4, He meHee 15 ciioB)

Tema 2. OOmume mnpasuiaa odopmienus ynpasiaeH4deckux | [Iposepka
JIOKYMEHTOB KOHCIIEKTa
1061mepoccuiickuil  K1acCU(pHUKATOp YINpaBIeHUYECKOW AOKYMEHTAIH
(OKYM): 3amaum, CTPyKTypa, KOJOBbIe 00O3HaueHUs (HamucaThb
KOHCIIEKT)

Tema 3. IIpaBuiia opopMiieHUsI JTOKYMEHTOB 110 JJUYHOMY cocTaBy | KoHcrekT
HopmartuBHO-nipaBoBasi 6a3a KapoBOTO JIEIOMPOU3BOJICTBA

Tema 4. Opranusanusi 10KyMeHT0000poTa Koncnekr
N3yunTh HUKEyKa3aHHBIE BONPOCHI U COCTAaBUTh 1O HUM KpaTKUH
KOHCIICKT.

1. CoBpemenHble HH(OPMAIIMOHHBIE TEXHOJIOTUH B JICIIONPOU3BO/ICTBE:
- CucteMbl aBTOMaTU3alUHU JAeIONPOU3BO/ICTBA;

- DJIEKTPOHHOE I0KYMEHTHUPOBAHMUE;

- DIIEKTPOHHBIN TOKYMEHTO000POT

Tema 5. Oco0eHHOCTH cocTaB/IeHUsI H 0(POPMIICHHS OCHOBHBIX Koncnekr
JOKYMEHTOB yNpaBJIeHUS

N3yunTh HUKEyKa3aHHbIE BONPOCHI M COCTaBUTb IO HUM KpaTKUi
KOHCIIEKT

1.0co6GeHHOCTH s3bIKA CITYXKeOHOTO JOKYMEHTA!

-CranapTu3anys si3plka JOKYMEHTa,
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-S13p1KOBBIE TPeOOBaHUS K O()OPMIICHUIO PEKBU3UTOB IOKYMEHTA;
-SI3p1KOBOE OOPMIIEHHUE JTUYHBIX JOKYMEHTOB;
-/lenoBoe MUChMO: BUJIBI U SI3BIKOBOE O(POPMIICHHE.

Cpenu OCHOBHBIX BHJIOB CAMOCTOSITETILHON paOOThI CTYACHTOB TPATUIIMOHHO BBIICIISIOT:
MOJArOTOBKA K JIEKLHAM, CEMHUHAPCKUM U MPAKTUYECKUM 3aHATHSAM, 3a4eTaM U JK3aMeHaM;
MOJTOTOBKA M BBINIOJHEHUE IMPE3CHTAIMI C JTOKJIaaMu, HalucaHue pedepaToB, BBHINOJIHEHHUE
71ab0paTOPHBIX M KOHTPOJBHBIX PabOT, HAMKCAHUE ICCE; PElICHHE KEHCOB M CHUTYAI[MOHHBIX
3aJa4; HaIMCaHUE HayYHBIX CTaTeH U JIp.

Ayoumopnas camocmosmenvHas paboma cmyOoeHmos — 3TO IUIaHUpyemas ydcOHas
paboTa CTyIeHTOB, KOTOpas MPOBOAMTCS KAaK BHE OCHOBHBIX YacOB, TaK M B 4Yachl 3aHATUH
HEMOCPEJICTBEHHO CTYACHTOM, HO OPTaHU3YETCsl K KOHTPOJIUPYETCS MPEnoJaBaTesIeM.

[TonroToBKy K KaXIOMy JIGKIMOHHOMY 3aHATHIO CTYJCHT JIOJDKEH HadaTh C
O3HAKOMJICHUS C IUIAHOM JIEKIIUU, KOTOPBIM OTpa)kaeT CoJep)KaHUE MPEATIOKEHHON TEMBI.
3areM HEOOXOAMMO H3YYHTh JINTEPATYPHbIE UCTOYHUKH, KOTOPBIE PACKPBHIBAIOT COJEp>KaHUE
BOIIPOCOB TE€MBI, 4 TAK)KE OCHOBHOM ITOHATUIHBIN armapar.

[ToAroToBKY K KaXXIOMY 3aHSITHIO CEMHUHAPCKOTO TUIA KaXKIBIA CTYEHT JO0KEH HavyaTh
C O3HAKOMJICHUS C TUTAHOM 3aHATHUS, KOTOPBIA OTPa)KaeT COJEpKAHWE MPEIIOKEHHOW TEMBI.
TmaTtenbHOE NPOIYyMBIBAaHME M H3yY€HHE BONPOCOB IIJJaHA OCHOBBIBAETCS Ha IMPOpadOTKe
TEKYIIET0 MaTepuayia JIEKIWH, a 3aTeM HW3YYeHHUs O0O0s3aTeTbHOH W JOMOJHHUTEIHHOM
JUTEpaTyphl, PEKOMEHJOBaHHYIO K JaHHOMW Teme. Ha ocHOBe MHAMBUIYyalbHBIX MPEANOYTEHUN
CTYJIEHTY HEOOXOJMMO CaMOCTOSITEIFHO BRIOpATh TEMY JIOKJIAJa MO MpoOJieMe CeMHHapa U IO
BO3MOXXHOCTH ITOJATOTOBUTH 110 HEMY NPE3EHTALHUIO.

Bce HOBBIE TIOHATHS MO M3y4aeMOil TeMe HeOOXOJMMO BBIYYHTh HAaW3yCTh M BHECTH B
rJI0ccapyuid, KOTOPBIH 1ienecoodpa3Ho BECTH € CaMOro Hayasla u3ydeHus Kypca. Pe3ynbrat Takoit
paboTHI TOJKEH MPOSBUTHCS B CIIOCOOHOCTH CTYIIEHTa CBOOOIHO OTBETHTh HA TEOPETHUECKUE
BOINPOCHI CEMUHApa, €ro BHICTYIUIEHMM M YYacTUU B KOJUIEKTUBHOM OOCYKIEHHMU BOIPOCOB
U3y4aeMOi TeMBbI, IPAaBUIHFHOM BBITIOJTHEHUH MPAKTHYECKUX 3aJaHUH M KOHTPOJIBHBIX padoT.

Buneayoumopunas camocmosmenvuas paboma cmyoenmog — 3TO IUIaHUpyeMas ydeOHas,
ydaeOHO-uccienoBarenbckas u  (WIM) Hay4dHO-UCCIEAOoBaTeNbckass padoTa  CTYACHTOB,
BBINOJIHSIEMAsi BO BHEAYAMTOPHOE BpeMsl MO 3aJaHUI0 M IMPU METOJUYECKOM PYKOBOJCTBE
Tperno/iaBaTessi, HO 0€3 ero HemOCPEICTBEHHOTO YUaCTHS.

[To nmuctuniuHe «OCHOBBI JENONPOU3BOJCTBa» OCHOBHBIM OIICHOYHBIM CPEICTBOM
SIBIISIETCS IPOBEPKA KOHCIIEKTa M cOOeCeI0OBaHME.

PexomeHnaanmMu cTyleHTaM 10 U3Yy4YEeHUI0 PEKOMEHI0BAHHOM JIUTEPaTypsbl

[Ipy TOATOTOBKE ¥ YCBOGHMHM MaTepHaja 3aHATHH JICKIMOHHOTO THIIA CJIEIyeT
oOpalatbCss K PEKOMEHJAIUSAM IPEToIaBaTelis, a TAKKe OCYIIECTBISITH CaMOCTOSITEIbHBIH
mo100p HEOOXOAMMBIX HCTOUHUKOB.

PexoMenyemas turepaTypa MpUBOIUTCS B paboueit mporpamme TUCIUTUTHHBI « OCHOBBI
JIEIONPOU3BOJICTBA» M JOJDKHA OBITh WCHOJB30BaHA TOJNBKO M3 Ombmmorekn Kocranaiickoro
¢unmuana ®I'BOY «Uenl'V» u 371eKTpOHHBIX OMOITUOTEUYHBIX CHCTEM.
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[Tepeuens mpodeccHoHANBHBIX 0a3 MaHHBIX U MHPOPMAIIMOHHBIX CIIPABOYHBIX CHCTEM
JUTSL U3YYEeHHS TUCUUTUTUHBI «OCHOBBI JA€IONPOU3BOACTBA:

1 Hayuno-snekTponHass OubOnmoreka elibrary [DnexTtponnsiii pecypc]. — URL:
http://elibrary.ru

2 DnekrpoHHO-OnOMMoTeuHas cucrema «JIAHb» URL: https://e.lanbook.com

3 DnexTpoHHO-OMOIMOTEeUHash cucTeMa «YHUBEpPCUTETCKas OuOIMOTeKa OHIIAMHY
[DnexTponHsIit pecypc]. — https://biblioclub.ru

4 DnexTpoHHO-OuMOmMoTeuHass cucrema «fOpaifty [DnexTpoHHbI pecypc]. —
http://www.urait.ru

6  CopaBouHo-mpaBoBasg  cuctema  «l'apant»  [DnekTpoHHBI  pecypc]. —
https://internet.garant.ru/

7 CaiiT 0 Kaapax, MOTHUBAIIMK M YIPABJICHHH «Z-MOtiV.ru» [DnekTpoHHbINH pecypc]. —
URL.: http://z-motiv.ru

8 Caiit xypHana «Jlemonpou3BoAcTBo» [DnekTpoHHBIH pecypc]. — URL:
https://www.top-personal.ru/officeworks.html

9 Ueutp ympaBnenus ¢QunancamMu. Matepuansl ¥ OyONIMKAIMM 1O BOMpPOCaM
MapKeTHHIa, yIpaBI€HUs  YEJIOBEUECKUMU  pecypcamMH, MEHEKMEHTY, 3KOHOMHUKE.
[Onekrponnslii pecypc]. — URL: https://center-yf.ru

10 Caiit xypHama «YmpaBieHHE TepcoHAIOM» [DnekTpoHHbIH pecypc]. — URL:
https://www.top-personal.ru/

CryneHTaM pEeKOMEHAYeTCS TMOJYyYUTh B OHOIMOTEKEe Y4eOHYI0 JUTEpaTrypy IO
JTUCIUIUIMHE, a TAKXKE MCIIOJBb30BAaTh AIEKTPOHHBIE CHCTEMBI, UMEIOIMECS B JOCTYIE Ha caiTe
¢bunnana.

[Ipu pabote ¢ nmuTepaTypoi CienyeT YUUThIBaTh, YTO B OOJIBIIMHCTBE YUCOHUKOB U KHUT
JIeNAIOTCSl  CCBUIKM, CHOCKM Ha JIpyr'He JHUTepaTypHble HMCTOYHHKH, TPUBOIUTCS CIIHCOK
JUTEPaTyphl MO PACKPHIBAEMOI B HICTOYHUKE MPOOIeMe.

OpHako HaWTH HYXHYIO CTaThbl0O WJIM KHUTY — 3TO TOJbKO OAHAa IpoOieMa
npodecCHOHaNBHOM MOJITOTOBKU CTY/ACHTA, pYrasi 3aKJIF0YaeTcsi B TOM, YTOOBI CyMeTh OBICTPO
MPOYUTATH U OCMBICIIUTE COJIEPIKAIIYIOCS B HUX HH(OPMAIIHIO.

J1J1 TOJTHOIIEHHOW TTOJATOTOBKHU K 3aHSATHSAM YTEHUS yueOHHKA KpailHe HeJOCTaTOUYHO — B
YUEOHBIX TOCOOMSX W3JIArafoTCs TOJBKO MPUHIMITHAIBHBIC OCHOBBI, B TO BpeMs Kak B
MOHOTpaUsIX W CTaThsIX HA Ty WIM HHYIO TEMYy MOJHUMAEMBbId BOIMPOC paccMaTpUBAETCS C
Pa3HBIX PaKypCOB WJIM paKypca OJHOTO, HO B JIFOOOM clTydae IOCTATOYHO MOAPOOHO U TIIYyOOKO.
Tem He MeHee, UIsI TOrO, YTOOBI JOKHBIM 00Opa30M COPUEHTHPOBATHCS B CYTHU 3a/IaHUA,
CHayaja clieyeT O3HAKOMHUTHCS C COOTBETCTBYIOIIMM TEKCTOM y4eOHUKA — BHE 3aBUCMOCTH OT
TOTO, TMPEIyCMOTPEHA JH JIEKIMs B JIOTIOJHEHHE K JAHHOMY 3aHATHIO WM HeT. OleHuB
3aJjaHue, BBIOpaB TOT MJIM MHOM CIOXKET, U MOA00paB COOTBETCTBYIOILIYIO JHUTEPATYPy, MOXKHO
MPHUCTYNaTh COOCTBEHHO K MOJTOTOBKE K 3aHATHIO.

PaGora Ham nureparypodl cocToUT U3 TpEX OTANOB — UTEHUS paboThl, €&
KOHCIIEKTUPOBAHUs, 3aKIIOYUTENILHOTO 0000IIeHHUs CyTH u3ydaemoi pabotel. [Ipexne, uem
OpaThbcsl 32 KOHCIIEKTUPOBAHUE CleayeT €€ XOTS Obl OJHAX/bl MPOYNUTATh, YTOOBI COCTABUTH O
HEll TMpeJBapUTENIbHOE MHEHHUE, MOCTApPaThCsl BBIICTUTH OCHOBHYIO MBICIb WJIH HECKOIBKO
0a30BBIX TOYEK, OMUPAsCh Ha KOTOPhIE MOXKHO OyJeT B JajdbHEHIIEM padoTaTh ¢ TEKCTOM.
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KoncnektupoBanue B 0OImIeM BHAE MOXXET OBITh ONPEAETCHO KaK (DUKCAIMs OCHOBHBIX
HOJIOXKEHUH ¥ OTIMYHUTENBHBIX YePT PacCCMaTPUBAEMOT0 TPYAA.

Ecnu mporpamma 3aHsTHS IpeaycMaTpuBaeT paboTy C 3JIEKTPOHHBIM HCTOYHHKOM, TO
9TOI CTOPOHE MOJATOTOBKH K 3aHATHIO CIEIyeT yIeNUTh MPHCTaIbHOe BHUMaHue. B cymHocTH,
pa3bop 3IEKTPOHHOTO MCTOYHHMKA HE OTJIMYAETCS OT pabOoThI C JIMTEPaTypoil — TO Ke YTCHHUE,
KOHCIIEKTHpOBaHue, 0000menue. TuiarenpHasi MOArOTOBKA K 3aHATUSM MMEET OTIPEEIIsIoNIee
3HAYCHHE: 3aHATHE IPOUIET TaK, KaK ayAUTOPHS MOATOTOBIIIACH K €0 IPOBEICHUIO.

B ciyyae BO3HMKHOBEHHS HESACHBIX BOIPOCOB CTYJCHT MOXKET IIOJYYHUTb
WHIMBUIYAIIbHYI0O KOHCYJIBTAIlMIO TPENojaBaTelsi COIrNIacCHO rpaduKy KOHCYJbTAIHUH,
yTBEPXKIEHHOMY Ha Kadenpe.

CnHcok peKoMeHayeMbIX HCTOYHUKOB O JMCIHHIIHHE

1. Ky3nenos, . H. JlokymeHTanmonHoe odecrieueHue ynpasieHus. JJokyMeHTo000poT
U JIeJONPOU3BOJICTBO : y4yeOHHMK M mpakTukyM ans By3oB/ W. H. Kysneno. — 4-e usn.,
nepepab. u gom. — MockBa: MW3parensctBo FOpaiit, 2023. — 545c.— (Beicmee
oOpaszoBanue). — ISBN 978-5-534-16003-1. — Tekct : snekTpoHHBIH // OOpa3oBarenbHas
wiatgopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/523612

2. Ulysanosa, H. H. OcHOBbI Jenonpou3BoACTBa. SI3bIK CIIy)KEOHOTO JTOKYMEHTa :
yueOHUK 1 npakTukym aiis By3os / H. H. [llysanosa, A. 0. MBanosa ; nmoxa oOuieil penakuuei
H. H. Ulysanosoii. — 3-e u3x., nepepad. u pon. — Mocksa : U3narenscto HOpaiir, 2023. —
384 c. — (Bricmiee oOpazoBanme). — ISBN 978-5-534-15217-3. — TekcT : 37IEKTPOHHBIH //
OopazoBarenpHas miatdopma FOpaiir [caiiT]. — URL: https://urait.ru/bcode/511417

3. Omeros, 0. I KazapoBas monuThka W KaJpoBOE€ IUIAHWPOBAaHUE : YYEOHHK W
npaktukym Juig By30B / FO. I'. Opneros, B. B. IlaBnoBa, A. B. IlerponaBnoBckas. — 3-¢ u3n.,
nepepad. u gomn. — MockBa : WsmarensctBo HOpaiir, 2023. — 575 c. — (Bsicmee
oOpaszoBanue). — ISBN 978-5-534-14217-4. — Texkcr : snekTpoHHbIH // OOpazoBaTenbHas
wiatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/519618

4. Konprikuna, T. B. JlenoBble  KOMMYHHMKallMM, JOKYMEHTOOOOPOT U
JIEJIONIPOU3BOJICTBO : yaeOHoe mocoome st By3oB / T. b. Kombrmikuna, W. B. [lyctnaa. — 3-¢
u3a., uchnp. u jpon. — MockBa : HznarensctBo lOpaiit, 2023. — 145 c. — (Beicuiee

obpazoBanmue). — ISBN 978-5-534-14216-7. — Texkcr : snexTpoHHBIH // OOpazoBaTenbHas
iatdopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/513409

5. KanmpoBas nmonutuka u KaapoBbli ayJUT OpraHu3alnuu : ydyeOHHK g By30B / JI. B.
®ortuHa [u ap.] ; mox obmeit penakuueii JI. B. ®otunoii. — Mocksa : U3narensctBo FOpaiit,
2023. — 478 c¢. — (Bricmiee oOpaszoBanme). — ISBN 978-5-534-14732-2. — Tekcr
NeKTpoHHBIH  //  OOpasoBarenbHas — minatgopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/519732
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