[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NUHdopm
@M%QPH i MUHOBPHAYKH POCCHU

- Ma/M3KO Ratanbd AIEKCaHAPRBHAena mHoe rocyfapcTBeRHOE GIOMKETHOE 06PA30BATENBHOE YUPEKIEHHE BEICIIETO 00Pa30BAHUS
RonxHoctb: upektop \’ «Uensbunckuit rocynapcTenubli ynusepeuter (PI'EOY BO «Henl'V»)
[lara noppucanms: 16.55%024 13:06c6 dranaiickuit durfuan
YHMKaNbHpIA NPOrpaMMHbIA Kiiod:  Kadeapa SKOHOMUKK
2546790 DD)UVEUdUULq’)LEDlLdUM%{)ﬂ%&IC PCKOMEHAAUNN /I INOATNOTOBKH K 3aHATHAM JCKUHOHHOT0, CCMHHAPCKOTO THIIA U K

€aMOCTOATEALHOA paboTe CTYACHTOB IO AMCUMINIMHE (MOAYNK) «JIOKYMEHTallHOHHOE obecredenne
YIIpaBieHNus» 110 OCHOBHON IpodecCHOHANBHOH 06pa3oBaTe/bHON IporpamMme BHICLIETO OOpa3soBaHUs —
nporpamMme GakaiaBpuara « YupapiaeHue OM3HeCOM» M0 HanpasneHuio noarotoBku 38.03.02 MenemxmenT

Bepcus noxymenra - 1 crp. 1 3 14 [TepBBIit SK3EMONAD KOITHA Ne

MAex:
Kb/:—‘-" R

CTLLLIE ™

.....

PBAGDANEROTL

olvaanclaeu nra Gonmat FE y BO/«quFy »
s e oY P.A. Tionerenona
"HenabuHckun 25 O 202

rocynapcreeHm®
yHuaepcuret” i

i
09./ ¢

KOCTap

i Ginim 6,

20 ot
e
o

.\
78
< O

MeToanyeckue peKOMeHIalHU
JJIs1 MOATOTOBKHU K 3aHATHAM JIEKIIHOHHOTO0, CEMHHAPCKOI0 THIA U K
€CaMOCTOsITeJIbHOH paboTe CTyAeHTOB
10 AUCITATIIAHE (MOOYIIO)

)_IOKyMeHTalII/lOHHOC obecrnieyeHue YpaBJICHHUA

HamnpasneHue moAroToBKH (CIIELUaTBHOCTD)
38.03.02 MeHeaKMeHT

Hanpasnennocts (mpoduss)
Ynpasnenue Ou3zHecoM

[TpucsamBaemasi kBauUKAIAS
bakanasp

®opwma oOydenust QuHasn

I'on naGopa 2023, 2024

©Kocranaitckuif gunnan @I'BOY BO «Henl V»
Kocranaii 2023




MMNHOBPHAYKWN POCCUI

denepanbHOe rocyjapcTBeHHoe B6IoKeTHOE 06pa3oBaTeNlbHOE YUPEXAeHUE BbiCLLEro 06pa3oBaHus

zfjyiJAr «YensabuHCKMiA rocyfapcTBeHHbIn yHUBepcuTeT» (PIBOY BO «UenlY»)
* KocTaHaickuii omnuan

Kacheipa 9KOHOMUKM

MeToanyeckme pekoMeHAauuyM Ansa MOArOTOBKM K 3aHATUAM JIEKLMOHHOMO, CEMMHapCKOro Tmna u K
CamMoCTOSTeNbHOW paboTe CTYAEHTOB No AucumnauHe (Mogyno) «JoKymeHTauMoHHOe obecneuyeHve
yrnpaBfeHns» N0 OCHOBHOW NPOGecCUOHabHOM 06pa3oBaTenbHOM MporpaMmme BbICLLEr0 06pa3oBaHus —
nporpaMmMe 6akanaspuaTa «YnpasnieHne 61M3HeCOM» MO HamnpasieHWo NoAroToBkn 38.03.02 MeHemKMeHT

Bepcusa gokymeHTa - | CTp.2 3 14 MepBbIil 3K3eMNSP KOMM4A Ne
MeTogunyeckune peKomMmeHgaunm NpuHATLI
YuéHbiM coBeToM KocTaHalickoro gmnunana ®reOY BO «YenlhyY»

MpoTokon 3acegaHna Ne 10 oT 25 mas 2023 T.

INpeacepartens yY4EHOro coeseTa P.A. TionereHosa
unnana

CekpeTapb YYEHOro coBseTa H.A. KpaB4yeHKO
dunmana

MeTognyeckune peKomMmeHgaunn peKoMeHA0BaHbl
YyebHo-MeTOAMYECKNM coBeTOM KocTaHanckoro dmnuana ®reoyY BO «YenlhY»
NMpoTokon 3acegaHns Ne 10 ot 18 mas 2023 T.

Mpencepartenb
Y4ebHO-MeTOANYECKOr0O CoBeTa H.A. Hannsko

MeToauyeckme peKoMeHJauMn paspadboTaHbl U PeKOMEHI0BaHbI Kadeapoli
9KOHOMUKM

MpoTokon 3aceaaHna Ne 9 ot 10 masa 2023 T.

3aBeayroLnii Kageapon I".B. MaHunHa

ABTOp (cocTaBuUTESb) MNaHnHa r.B.,

KaHamaaTt
9KOHOMMYECKMX HayK, JOLEHT Kaheapbl-3KOHOMUKM

©KocTaHaickuii pnnmnan reOyY BO «YHenl'yY»



MHMNHOBPHAYKHN POCCHUI

DenepanbHOE rocyAapCTBEHHOE OIOPKETHOE 00pa30BaTeNIbHOE YUPEXKACHHE BBICILIET0 00pa30BaHus
@)} «YensOunckmii rocynapctBeHHbIH yHEBepeuTe™ (PI'BOY BO «YUenl V)

Kocranatickuii ¢pumuan

Kadenpa sxoHOMUKH

Meronnueckne peKOMEHIAIUH ISl MOATOTOBKH K 3aHATHSAM JICKIMOHHOTO, CEMHHApCKOTO THNA H K
CaMOCTOSITETbHON paboTe CTYACHTOB IO IUCLUILIMHE (MOAym0) «/lokymeHTanmoHHOe obecreueHHe
YIpaBJIeHHs» MO OCHOBHOW Mpo(eccHOHaNbHOI 00pa3oBaTesIbHON MporpaMMe BBICIIEr0 00pa3oBaHHs —
nporpaMme OakagaBpraTa « YnpasjieHre OU3HecoMy 1o HamnpasiieHHIo moarotoBku 38.03.02 MeHeDKMEHT

Bepcus noxymenra - 1 cTp. 3 u3 14 [epBsrii 3K3eMIUISP KOITHS Ne
Coaepxanue
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MHMNHOBPHAYKHN POCCHUI

DenepanbHOE rocyAapCTBEHHOE OIOPKETHOE 00pa30BaTeNIbHOE YUPEXKACHHE BBICILIET0 00pa30BaHus
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Kadenpa sxoHOMUKH

Mertonudaeckie PeKOMEHIAMH Ul MOATOTOBKHM K 3aHATHSAM JIEKIHOHHOTO, CEMHHAPCKOTO THIA U K
CaMOCTOSITETbHON paboTe CTYACHTOB IO IUCLUILIMHE (MOAym0) «/lokymeHTanmoHHOe obecreueHHe
YIpaBJIeHHs» MO OCHOBHOW Mpo(eccHOHaNbHOI 00pa3oBaTesIbHON MporpaMMe BBICIIEr0 00pa3oBaHHs —
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Bepcus noxymenra - 1 cTp. 4 u3 14 [epBsrii 3K3eMIUISP KOITHS Ne

O01mue MoI0KeHN A

[Tpuctynas Kk U3y4eHUIO TUCHUIUIMHBI «l0OKyMEHTallMOHHOE O0ecTIieueHUE YyIPaBICHUS»
CTYZIEHTaM He00XOJIMMO 03HAaKOMHTbBCS C COfep KaHueM padoueil mporpaMMbl AUCLUIUIMHEL, C
LEeISIMA U 3aJjayaMi JIMCLUUIUIMHBL. B X0/€ JIEKIMOHHBIX 3aHATUN BECTH KOHCIEKTUPOBAHUE
ydyeOHoro matepuana. OOpamaTh BHUMaHUE Ha KaTEropuu, (OPMYyJIHPOBKH, PACKPBIBAIOIINE
COJIEp’KaHUE TEX WJIM HWHBIX SBICHUM M IPOLECCOB, HAy4YHBIE BBIBOABI M IPAKTHYECKHE
pekoMeHanuu. JKenaTenbHO OCTaBUTh B PabOYMX KOHCHEKTaX IOJsl, Ha KOTOPBIX JAeaTh
MIOMETKH U3 PEKOMEH/I0BAaHHOM IUTEpaTypbl, JOMOJIHAIOIINE MaTeprall MPOCITyIaHHON JIEKIUH,
a TaKKe IMOJYEPKUBAIOUIME OCOOYI0 BAKHOCTh TEX MJIM HHBIX TEOPETUUYECKUX MOJOKEHMH.
3amaBaTh NPENOAABATENI0 YTOUHSIOUIME BONPOCHl C LENbI YSCHEHUS TEOPETHUECKUX
ITOJIOXKEHUH, Pa3PEIICHHs] CIIOPHBIX CUTyalUH.

IIpy moOAroToBKE K NPAKTUYECKUM 3aHATHSAM Y4eOHBIH W JIEKIIMOHHBIM MarepHuain
Ka)X/10T0 pa3zesa J0JKEH NPOYUTHIBATHCSI MHOIOKPATHO.

[Ipu nepBoM IpOYTEHUH HYKHO CTaBUTh LENb — ITOHSATH, a HE 3alIOMHUThL. OOBIYHO AJIs
JOCTHKEHMSI XOPOLIET0 NMOHUMaHMs MaTepuana OJHOro mnpoureHus mano. K tomy ke dacrto
IPUXOAUTCS NIPUIIOMHUTH KOE-YTO U3 paHee M3YYEHHOIo, II03TOMY IIEPBOE IIPOYTEHHE
OKa3bIBaeTCSA CaMbIM JUIUTENbHBIM. Heo0X0MMO 3alIOMHUTE OCHOBHBIE TIOHSTHS, 3TO JOJKHO
CTaThb OCHOBHBIM OPHUEHTHUPOM BO BCEX MOCIEAYIOUINX BUAAX pabOThI C JEKIUAMHU U YUYEOHBIM
MaTepUaIOM.

ITocne ycBoeHHUs JEKUMOHHOTO MaTepuala, IPUCTYIUTh K MOATOTOBKE CEMHHAPCKOTO
WM IPAKTUYECKOIO 3aJIaHusl.

B Xxone moOAroToBKM K INPAaKTUYECKUM 3aHITHSIM H3YYUTb OCHOBHYIO JIMTEpATypy,
O3HAKOMUTBCS C JIOMOJHUTEIHHON JTUTEPaTypoil, HOBBIMU ITyOJUKAIMSAMHU B TEPUOJMUECKIX
u3nanusx. [lpu a3ToM ydyects pekoMeHIaluu npenojgaBaTesis U TpeboBaHus paboueil yueOHoM
IIPOrPaMMBI.

[Ipy 1OATOTOBKE NPAKTUYECKUX 3aHATUH M CAMOCTOSATENBHOW pPabOThHl CTYJEHTA
PEKOMEHIyeTCS HCIIONb30BaTh MH(POPMALMOHHBIE PECYpChl, PEKOMEHJIOBaHHBIE pabodei
IIPOrpaMMON TUCLUIUIMHBI.

CrynenTam cienyer:

- PYKOBOJICTBOBAThCA I'pa)UIKOM CaMOCTOSITENIbHON paboThI,

- BBINOJIHATH BCE IUIAHOBBIEC 3a/laHMsI, BblJIaBaeMble IperojaBaTeneM, pa3ouparb
Ha 3aHATUSAX CEMUHAPCKOI0 TUIIA U KOHCYJIbTALUAX HE SICHBIE BOIIPOCHI;

- IpU MOATOTOBKE K 3K3aMEHYy NapajjiesIbHO MpopadaThiBaTh COOTBETCTBYHOIUE
TEOPETUYECKUE U MPAKTHYECKUE Pa3/eNbl JUCUUIUINHBI, PUKCUPYS HESICHbIE MOMEHTHI ISl UX
00Cy’KJ1eHHUs Ha MJIAHOBOW KOHCYJIbTAINH.

Meroandeckre peKOMeHIalMy o paboTe ¢ IUTEPaTypoi:

Jlrobass opma camocTOATENbHOM paboTHl CTyJeHTa (MOATrOTOBKAa K CEMHUHApCKOMY
3aHSITHIO, KypCOBOM pabOThI U T.I1.) HAUMHAETCS C U3YUYEHUsI COOTBETCTBYIOLIEH JIUTEPATyphl KaK
B OMONIHOTEKE, TaK U JOMa.

K xaxgol Teme yuyeOHOW AMCHUIUIMHBI MOJOOpaHa OCHOBHAs M JIOMOJHUTENbHAs
JauTepaTypa.

CamocrodrenbHas paboTa CTyJIEHTOB — 3TO MPOLIECC aKTUBHOTO, L€JIEHAPaBIEHHOIO
npuoOpeTeHus] CTYACHTOM HOBBIX 3HaHUH, YMEHMH 0€3 HENOCPEeICTBEHHOTO Yy4yacTus
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npenojaBaressi, XapakTepU3YIOIIMNACS TMpeAMETHONH HampaBIEHHOCTbIO, 3()(HEKTUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yJIbTaTOB JEATEIbHOCTH 00yYaromerocs.

CTyAeHThl JOJKHBI MOAXOIUTh K CaMOCTOSTENbHON paboTe KaK K HauBaKHEHIIeMy
CPEACTBY 3aKpEIJICHUS U PA3BUTHS TEOPETUUYECKUX 3HAHUH, BBIPAOOTKE €AMHCTBA B3IJIAJIOB Ha
OTJENbHBIE BOIMPOCHI Kypca, MPHOOPETEHHs OIpPENEIICHHBIX HAaBBIKOB W HCIOJIb30BAHUS
MpoeCCUOHATTEHON JTUTEPATYPHI.

[TonroroBka M BBHIMOJIHEHUE CAMOCTOSTEIBHOM pPAOOTHI MO AWUCLUIUIMHE I103BOJISET
IPOKOHTPOJIMPOBATH YCBOCHHWE HOBOW IesoM Tembl. [Ipy BBINOJHEHHH CaMOCTOSTEIbHON
paboTHI CTYIEHT paboTaeT C IUTEPATypOil CaMOCTOSATEIBHO.

CocraBieHne KpOCCBOPJOB IO TE€ME M OTBETOB K HHMM - 3TO Pa3HOBUAHOCTb
oTtoOpaxkeHHss HHPOPMALUU B TpaguueckoM BHJIE U BUJ KOHTPOJISA 3HaHUI 1o Hel. PaboTa mo
COCTaBJICHUIO KpOCCBOpAa TpedyeT OT CTyJeHTa BIaJEHUS MaTepuajoM, YMEHHs
KOHIIEHTPUPOBAaTh CBOM MBICIM M THOKOCTh yMma. PasrajpiBaHMe KpOCCBOpPJOB uyalle
OpUMEHSETCS B ayJAMTOPHBIX CAMOCTOSTENbHBIX paboOTax Kak METOJ CAMOKOHTPOJIS H
B3aMMOKOHTposst  3HaHMM. CocTaBleHHE KpOCCBOPJIOB paccMaTpuBaeTcsi Kak  BHUJ
BHEAYJUTOPHOM CaMOCTOSITEIbHON pabOThI U TPEOYET OT CTYA€HTOB HE TOJIBKO TEX e KauecTB,
4TO HEOOXOAMMBI HpPU PA3raJbIBAHUM KPOCCBOPAOB, HO M YMEHHUS CHCTEMAaTU3UPOBATh
uHpopmanuio. KpoccBopabl MOTYT ObITh Pa3IU4HBI 110 GOpME U 0OBEMY CIIOB.

CocraBiieHre ONOPHOTO KOHCHEKTa MpeACTaBiseT co00l BHUJ BHEayAUTOPHOM
CaMOCTOSITENIbHOW paboThl CTYJEHTA MO0 CO3/aHUI0 KpaTKOW HMH(OPMAIMOHHON CTPYKTYpHI,
000011ar0MIeH U OTpaXKAIOIIEeH CyTh MaTepHuala CaMOCTOATEbHON paboThl. ONMOPHBIA KOHCIIEKT
NIPU3BaH BBIACIHTH IIaBHBIC OOBEKTHI N3YUYCHUS, 1aTh UM KPATKYIO XapaKTEPUCTHKY, UCTIONB3YS
CHUMBOJIbI, OTPa3UTh CBA3b C JPYrUMH 3eMeHTaMu. OCHOBHAs II€JIb OMOPHOTO KOHCIIEKTa —
00JIerunTh 3allOMHUHAHUE. B ero cocraBieHWU HCHONB3YIOTCA pa3ivyHble 0a30BbIE MOHATHS,
TE€PMUHBI, 3HAKH (CUMBOJIbI) — ONIOPHBIE CUTHANBI. OMOPHBIN KOHCHEKT — 3TO HauTyuiias hopma
HOJATOTOBKM K OTBETY U B Impolecce oTBeTa. ONOpHBIH KOHCHEKT MOXET OBbITh NMpe/CTaBlIeH
CUCTEMON B3aMMOCBSI3aHHBIX TeOMETPHUECKUX buryp, CoJIepIKaIINX 610KH
KOHIIEHTPUPOBAaHHON HH(pOpMAIMM B BUJIE CTYNEHEK JIOTMYECKOW JIECTHMIIBI; PHUCYHKa C
JIONOJTHUTEIbHBIMH 3JIEMEHTaMU U JIP.

[Ipu moarotoBke K pyOeKHOMY KOHTPOJIIO M 3ayeTy IO JUCHMUILIMHE HE00XOIUMO
NOBTOPATh TNPOWJIEHHBIH MaTepual B CTPOrOM COOTBETCTBHUM € paboueil mnporpamMmon
JUCLUIUIMHBL «JlOKyMEHTallMOHHOEe o0ecrieueHue yrnpasieHus». Mcrnonb3oBaTh MaTepualibl
3aHATUH, KOHCIIEKTA JIGKIMHA M JIUTEpaTypy, PeKOMEHA0BaHHYIO mpenojasareneM. OOpaTuTh
0co00e BHUMaHHE Ha TE€Mbl Y4E€OHBIX 3aHSATHI, MPOIYIIEHHBIX OOYyYaroIIMMCs MO pa3HbIM
npuyrHaM. [Ipn He06X0MMOCTH 0OPATUTHCS 3a KOHCYJIbTallMeld U METOANYECKO MOMOLIBIO K
IpernoiaBaTelio.

TunoBbIE OLIEHOYHBIE CPEACTBA, UCIIOIb3YEMBIE B MPOLIECCE OCBOCHUS JUCLIUIUINHBI, U
UX KpuTepuu npusesreHbl B POHJAX OLIEHOUYHBIX CPEJCTB TEKYLIEr0 KOHTPOJs, pyOekHOro
KOHTPOJISI M IPOMEKYTOUYHON aTTecTaly M0 TUCUUIUIMHE «JlOKyMEHTallMOHHOE oOecreueHne
YIPABICHUS».

©Kocranaticknuii pumman GI'BOY BO «Henl 'Y»




MHMNHOBPHAYKHN POCCHUI

DenepanbHOE rocyAapCTBEHHOE OIOPKETHOE 00pa30BaTeNIbHOE YUPEXKACHHE BBICILIET0 00pa30BaHus
@)} «YensOunckmii rocynapctBeHHbIH yHEBepeuTe™ (PI'BOY BO «YUenl V)

Kocranatickuii ¢pumuan

Kadenpa sxoHOMUKH

Mertonudaeckie PeKOMEHIAMH Ul MOATOTOBKHM K 3aHATHSAM JIEKIHOHHOTO, CEMHHAPCKOTO THIA U K
CaMOCTOSITETbHON paboTe CTYACHTOB IO IUCLUILIMHE (MOAym0) «/lokymeHTanmoHHOe obecreueHHe
YIpaBJIeHHs» MO OCHOBHOW Mpo(eccHOHaNbHOI 00pa3oBaTesIbHON MporpaMMe BBICIIEr0 00pa3oBaHHs —
nporpaMme OakagaBpraTa « YnpasjieHre OU3HecoMy 1o HamnpasiieHHIo moarotoBku 38.03.02 MeHeDKMEHT

Bepcus noxymenra - 1 cTp. 6 u3 14 [epBsrii 3K3eMIUISP KOITHS Ne

Pexomenganuu CTYACHTaM IO MOATr0TOBKE K 3AHATUAM JEKINHOHHOI0 THUIIA
Couepma}me 3aHATHI JeKIMOHHOI0 THIIA N0 JUCHHUILIHHE
«IlOKyMeHTaIIHOHHOC o0ecneyeHue YIpaBJICHUSD)

Tema 1. TeopeTuueckue 0CHOBbI IOKYMEHTALIMOHHOIO 00ecrie4eHusl yIpaBJieHUs1
(1eJI0MpPOU3BOICTBA)

1. UcToku nenonpou3Bo/IcTBa: HHGOpMAIHS, YIIpaBJIeHUE, TOKYMEHT.

2. IoKyMeHTaIlMOHHOE 00ecTieYeH e yIpaBlIeHUs KaK BH]I ACITEILHOCTH U €T0
COCTABJISIIOIIHE.

3. Knaccuduxarus 10KyMeHTOB, UX cTaHAapTH3anus U yHupukamus. CucTeMbl
JIOKyMEHTAaIUH.

4. HopmatuBHO-MeTOqMYECKast 0a3a JOKYMEHTAIIMOHHOTO O0SCIICUEHUS YIIPaBICHHUS.

Tema 2. O0mue npaBuiIa 0(pOpMIICHHS YIPAaBJICHYECKHX IOKYMEHTOB
1. OGmue TpeboBaHMs K OQPOPMIICHHIO YIPABICHYECKUX JTOKYMEHTOB.
2. TpeboBanus K 0(pOPMIICHUIO PEKBU3UTOB JIOKYMEHTOB.

Tema 3. Oco0eHHOCTH cocTaBJIeHUsI U 0()OPMJICHHS OCHOBHBIX JOKYMEHTOB YIIPABJICHHUS
1. OcHOBHBIE TPYMNIIBI YIIPABIEHYECKUX JOKYMEHTOB.

2. OpraHu3anoOHHO-TIPaBOBbIE JOKYMEHTHI (OpraHU3al[MOHHBIE).

3. PacnopsauTenbHble JOKYMEHTHI.

4. UudopmaninoHHO-CIIpaBOYHAas JOKYMEHTALIUS.

Tema 4. IIpaBuiia ogpopmMiIeHUs] JOKYMEHTOB 110 JIJHYHOMY COCTABY

1. O0mme BOmpoCkl OpraHU3auy JJOKYMEHTAIIMOHHOTO 00CCTICUSHHsI YIPABICHUS
HEPCOHAIOM MPEIIPUATHS.

2. OcobeHHOCTH YIIpaBIEHHs JOKYMEHTAIEH M0 EPCOHATY.

3. OcobGeHHOCTH TOKYMEHTUPOBAHUS TPYJIOBOM JIEATETLHOCTH TIEpCOHaa.

Tema 5. Opranu3anus 10KyMeHT0000poOTa

1. IokyMeHTOOOOPOT MPEANPHUSITHS U €T0 cocTaBIisitomIre. OCOOCHHOCTH yIpaBICHUS
BXOJISIIIUMH, UCXOJSIIIMMHU ¥ BHYTPEHHUMH JOKYMEHTAMH MTPEIITPUSTHSL.

2. CucreMa KOHTPOJISI UCTIONTHEHUS JOKYMEHTOB, IOPAIOK €€ (PYyHKIIMOHUPOBAHUS B YCIOBUSX
HNPEAIPUATHSL.

3. OpraHu3zanus ynpaBJeHHs OTIEPATUBHBIM XPAaHEHUEM TOKYMEHTOB TIPEATIPHSITHS.

4. Opranu3aiys ynpaBlieHUs] apXUBHBIM XpaHEHUEM TIOKYMEHTOB TIPEIIPUSITHS.

Jlexums sBisieTcst Bemymied (OpMON OpraHu3alMd y4eOHOTO IMpoIecca B BBHICIIEM
yueOHOM 3aBefieHMH. OCHOBHBIMU OPTraHU3alMOHHBIMU BOMPOCAMH IMPH ITOM SIBISIFOTCS, BO-
MNECPBLIX, MOAIOTOBKAa K BOCHPHUATHUIO JICKIIMHU, W, BO-BTOPLIX, KaK 3allMCbLIBATH HeKHHOHHBIﬁ
MaTepual.

BaxupiM kputeprieMm B paboTe C JEKIUMOHHBIM MaTEpUajoM SIBISETCS MOATOTOBKA
CTYACHTOB K CO3HATCJIBHOMY BOCHPHATHUIO MNPCTIOAAaBaCMOro marcpuajia. HpI/I IIOATOTOBKEC
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CTYJICHTA K JICKIIMM HEOOXOIMMO, BO-TICPBBIX, TICHXOJIOTHYECKH HACTPOMTHCS Ha ATy PadoTy,
0CO3HATh HEOOXOIMMOCTh €€ CUCTEMAaTHYECKOTO BHIMIOJIHEHUSI.

BO-BTOpI)IX, H€O6XOILI/IMO BBITIOJTHCHUC HOSH&B&T@J’IBHO-HpaKTI/I‘IGCKOI\/’I ACATCIBHOCTHU
HaKaHyHe JIeKIMU (TpocMaTpuBaHUE 3amuceil Mpeablaylieil JIEKIUH s BOCCTAHOBJICHUS B
naMsTH paHee M3yYeHHOTO MaTepHaja; O3HAKOMIICHHE C 3aaHUsIMU JUIS CaMOCTOATEIbHOMN
paboThl, BKIIOYEHHBIMM B TMporpammy, mnoadop Jmuteparypsl) IloaroroBka k Jekuuu
MOOHMIIM3YET CTyJIEHTa Ha TBOPYECKYIO padOTy, TJIABHBIMA B KOTOPOW SIBIISIFOTCS YMEHUS
CIIyIIaTh, BOCIPUHUMATh, 3aITUCHIBATH.

3anuchIBaHUE JIEKIIMM — TBOPUYECKUH IMpolecc. 3amuch JIEKUUU KpaliHe BaXkKHa, HO
CJIEZ[yeT 3TO JeNaTh B BHUJE TE3UCOB, NMpopadaThiBas TEOPETUYECCKUH MaTepuall, BBIICISs
IJIaBHOE. DTO IIO3BOJISIET HAAO0JIIro COXpaHHUTb OCHOBHBLIC ITOJIOKCHUS JICKIIUU, CHOCO6CTByeT
NOJUICP)KAaHUIO BHUMAHUS; CIIOCOOCTBYET JydIIeMy 3allOMHHaHUs Martepuama. [l
s dexTrBHON PabOTHI C JEKIMOHHBIM MaTepUaJoM HEOOXOAMMO 3a(UKCHUPOBATh Ha3BaHUE
TEMBI, TUTAaH JIEKIMU U PEKOMEHJOBaHHYIO juTeparypy. llocie 3Toro mpucTymarh K 3alucu
KpaTKOIr'o COJEpKaHUs JICKIIUU.

B odopmiieHun KOHCIEKTa JIEKIIMM BaKHBIM MOMEHTOM SIBIISIETCSI HEOOXOIMMOCTb
OCTaBIISITh TOJS, KOTOpbIE MOTPEOYIOTCA i TOcheayromie paboThl Haa JIEKIIMOHHBIM
MaTepHraIoM. 3aBepIIAIOIIMM ATAlOM pabOoThl HAJl JICKIHEH SBJIsieTcs: 00paboTKa, 3aKperyIieHne
U yriyonenue 3HaHui mo temMe. Heobxoanmo oOpamiatbes K JISKIUsIM HEOJHOKPATHO.

[TepBhbIii MPOCMOTp 3ammcel KeaaTeabHO CAeNaTh B TOT )K€ JCHb, KOTJAa BCE CBEXKO B
namsiaTd. KOHCHEeKT Hy>KHO NpOuYMTaTh, 3AMOJIHUTH TMPOIYCKH, pacHIM(poBaTh HEKOTOPHIE
COKpalleHHs. 3aTeM HaJ0 03HAKOMHUTHCSI C MaTEPUAJIOM TEMBI 110 Y4EOHUKY, BHECTU HYKHbIE
YTOYHEHUS U JIOTIOJHEHHUS B JICKIIMOHHBIN MaTepuall.
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Pexomenpanuu CTYACHTaM 110 MOATOTOBKE K NPAKTHYCCKUM 3aHATUAM U

3AHATUAM CEMHUHAPCKOI'O THIIA

Conep:xaHue NPAKTHYECKUX 3aHATHI U 3aHATHIH CEMUHAPCKOI0 THIIA MO TUCHUIINHE
«JlokymMeHTanMOHHOe o0ecneyeHue YpPaBJIeHUI»

Tema 3aHaTUS U BOIIPOCHI, IMOJICKAIINEC PACCMOTPCHUIO B XOJC
IMOATOTOBKHU K 3aHATHIO

O1eHOYHBIE CPENICTBA

Tema 1. TeopeTndeckue 0CHOBbI JOKYMEHTALMOHHOI'O
ol0ecrievyeHust ynpapjieHHs (1e710IPOU3BOACTBA)

1. DBouOLIMS JOKYMEHTA KaK HOCUTEIISI HH(POPMALIUH.

2. Bo3HUKHOBEHME U pa3BUTHE JEIONPOU3BOACTBA B Poccuu:
-Jlenmonpon3BoAcTBO B cpeanue Beka (XI-XV BB.).
-IIpukasnoe nenonpousBoactso (XVI-XVII BB.).
-Komnexckoe aemonpoussoactso (XVIII B.).
-Munucrepckoe nenonpou3BoactBo B Poccun (XIX — magamo XX
BB.).

-I"'ocytapcTBEHHOE IETONPOU3BOJICTBO B COBETCKOE BPEMS.
-CoBpeMEeHHOE AeJIONPOU3BOJCTBO B PO.

YCTHBIN OIPOC

Tema 2. O6mue npaBuia 0popMIIeHHS YIIPaBJICHYECKHUX
JOKYMEHTOB

1. CocTaB peKBU3UTOB JIOKYMEHTOB.

2. TpeboBanus K 0POPMIICHHIO PEKBU3UTOB JOKYMEHTOB.

3. TpeboBaHus K OaHKaM TIOKyMEHTOB.

YCTHBIN o1poc,
npakTHdeckas pabora
B MaJIbIX rpymnmnax

Tema 3. OcoO0eHHOCTH cOcTaBJIeHUs M 0(pOpPMJICHHSI OCHOBHBIX
JAOKYMEHTOB YIIPABJICHHUS

1. CtpykTypa U cozepkaHue KaJpoBOil TOKyMEHTaIUH.

2. Oprann3anvoOHHO-KaIpPOBBIE TOKYMEHTHI.

3. Opranu3anOHHO-PACcIOPSIINTENBHbBIE TIOKYMEHTBHI.

4. JIoKkyMEHTUPOBAHUE TPYAOBBIX OTHOLICHHH.

5. JIOKyMEHTaMOHHOE CONPOBOXICHUE IIPOLEAYP KaJpOBBIX
TEXHOJIOTUH.

YCTHBIA ompoc,
npakTuyeckas paborta
B MaJIbIX Fpymnmnax

Tema 4. IlpaBuia odgopmileHHsI JTOKYMEHTOB [0
COCTaBy

1. CtpykTypa u coaepkaHue KaapoOBOU JOKYMEHTAIIUH.
2. Opranu3aioHHO-KaIPOBbIE JOKYMEHTHI.

3. Opranu3anoHHO-PACTIOPSAAUTEIIbHBIC JOKYMEHTHI.
4. JIoOKyMEHTUPOBAHUE TPYIOBbIX OTHOILICHUM.

5. JIOKYMEHTalMOHHOE COIPOBOXKJEHUE MPOLEAYp KaJpOBBIX
TEXHOJIOTHIl.

JJUYHOMY

YCTHBII o1poc,
nmpakThyeckas pabdora
B MaJIbIX TpyHIIax

Tema 5. Opranu3anus 10KyMeHT0000poOTa

1. Opraam3anus JOKyMEHTO000pOTa.

2. Opranu3anys KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB.
3. CocTaBiieHUE€ HOMEHKJIATYpBbI JEIl.

YCTHBIN o1Ipoc,
IpakTH4eckas pabora
B MaJIbIX rpymnmnax
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4. IloaroroBka 10KYMEHTOB K Ilepe/laue Ha XpaHEHUE B apXUB
5. Ilepeiaya TOKYMEHTOB B apXUB.

[IpakTuyeckue 3aHATHS U 3aHATUS CEMUHAPCKOT'0 TUIIA — 3TO Takas (opMa OpraHu3aluu
oOydeHusi, IpU KOTOPOM Ha 3Tame MOArOTOBKUM JOMUHHUPYET CaMoOCToOsTeNbHas paboTa
yyalmxcs ¢ y4eOHOM JUTepaTypoll M OpyrMMH AMJAKTUYECKMMHU CpelCTBaMHU HaJ cepuei
BOIIPOCOB, MPOOJIEM U 33/1a4, a B IIPOLIECCE 3aHATHS UIYT aKTUBHOE 00CYKJICHHUE, AUCKYCCUU U
BBICTYIIJICHHUS yYaIUXCS, TJI€ OHU 1O PYKOBOJCTBOM IpEroaBaTess AenaiT obolmaonme
BBIBO/JIbI U 3AKJTFOYEHUSI.

3aHATHE CEMHHApCKOro THUIA NPEAHA3HAYeHO sl YIUIyOJIEHHOro H3Yy4eHUus
JUCLUIUIMHBI, OBJIAZICHUs] METOJO0JOTHMEN HAay4yHOTo No3HaHMUsA. ['7aBHas Leidb CEeMHUHApCKUX
3aHATUH — OOECHeYuTh CTYACHTaM BO3MOXKHOCTh OBJIAJETh HAaBbIKAMU M YMEHUSIMHU
MCIOJIb30BAaHUS TEOPETUUECKOT0 3HAHUS IPUMEHUTEIHHO K 0COOCHHOCTSIM U3y4aeMOil OTpaciiu.
Ha Takux 3aHATHSX pelIaroTcs CIeAYyIOINE 3aaun:

—  pa3BUTHUE TBOPYECKOI0 MPO(HECCHOHATHLHOTO MBIILICHUS,

— II03HaBaTelIbHAs MOTHBALMS,

— 1podeccHOoHaIbHOE HUCIHOJb30BaHUWE 3HAHUI B Y4eOHBIX YCIIOBUSX: OBJIaJICHUE
SA3BIKOM COOTBETCTBYIOILIEH HAYKH,

—  HaBBIKH ONEpUPOBaHUS (POPMYITUPOBKAMH, TOHITUSMH, OTIPEICICHUSIMH,

—  OBJIAQJCHUE YMEHMSIMHU U HABBIKAMHM NOCTAHOBKM U PEIICHUS MHTEIEKTYaJbHBIX
npo0JeM U 3a/1a4, ONIPOBEP)KEHUS, OTCTAUBAHMsI CBOEH TOUKHU 3pEHUSI.

3aHsTHUSI CEMUHAPCKOTO TUIIA MOTYT OBITh Pa3IMYHBIMU KaK MO COJIEP>KAaHUIO, TAK U 10
MOCTPOCHHUIO, OpraHu3aluy padoThl. OOBIYHO HA 3aHATUSX CEMHHAPCKOTO THUIAa 00CYXKAAI0TCA
3apaHee NoCTaBJIeHHbIE BONPOCHL. CTyIeHTHI 3a01aroBpeMEHHO 3HAKOMSATCS C IJIAHOM 3aHSITHSA
U JINTEpaTypo, PEKOMEHAYeMOW K H3Y4YEHHMIO JaHHOM TeMbl, YTOObl UMETh BO3MOXHOCTH
MOATOTOBUTHCH.

3aHsATHE CEMHUHAPCKOIO THIA «CEMHUHAp — Mpecc-KOH(epeHus» — SBIsAeTCsS OJHON U3
pa3HOBUIHOCTEN AOKIaaHON cuctembl. Ilo BceM NHyHKTaM IjaHa 3aHATUS IPENoAaBaTelb
MopydaeT CTyAeHTaM (OJHOMY HJIM HECKOJIbKMM) MOATOTOBUTH KPAaTKUE TOKIa/IbI.

PexoMenaannu 1o noAroToBKe K yCTHOMY OIIPOCY:

Lenbto ycTHOTO Ompoca SBISIIOTCS 0000IIeHNE U 3aKPETICHNE H3yUYeHHOTO MaTepHara.
CryzneHTaM mpeuiararoTcsi Uil OCBEUICHMsS] CKBO3HbIE KOHIIENTyalbHble Mpobiemsbl. [Ipu
MOJTOTOBKE CIIEAYET UCIOIb30BaTh yUeOHYI0 uteparypy. s 6onee riryboKoro mocTu:KeHus
MmarepHaia u 60jiee OCHOBATEIBHOM MOATOTOBKH PEKOMEH/IYyETCsl TO3HAKOMHTBCS C YKa3aHHOU
JIONOJTHUTENIbHOU JIUTepaTypoi. [ ycHnemHol MOArOTOBKM K YCTHOMY OIPOCY, CTYIIEHT
JIOJDKEH 3aKOHCHEKTHPOBAaTh PEKOMEHAYEMYIO JIMTEpaTypy, BHUMATEIbHO OCMBICIUTH
(axTHUECKHii MaTepual U cJeNaTh BHIBOJIBL.

CryneHTy HaJJeKUT XOPOIIO MOArOTOBUTHCS, YTOOBI UMETh BO3MOXKHOCTh I'PaMOTHO U
MIOJIHO OTBETUTH Ha 33JJaHHbIE €MY BOIIPOCHI, CyMETh C/I€JIaTh BBIBOJbI U NTOKA3aTh 3HAYUMOCTh
JAaHHOM mpoOsemMsbl i n3ydaeMoil TeMbl. CTyAeHTYy HeoOXOAMMO TaKKe AaTh aHAIU3 TOU
JUTEepaTyphl, KOTOPOHl OH BOCHOJB30BAJICA MpPU TMOArOTOBKE K YCTHOMY OINpOCY Ha
MPAKTUYECKOM 3aHITUU WM 3aHATUH CEMUHAPCKOTO THIIA.

ITpu noaroToBKe, CTYAEHT JODKEH MPABUIBHO OLEHUTH BOIIPOC, KOTOPBIA OH B35y AJIs
BbICTyIUIeHUs. Ho 11t TOro, yToOBl MpaBUILHO U YETKO OTBETUThH HA MOCTAaBJIEHHBIN BOIPOC,
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HEOOXOJMMO TMPaBUIBHO YMETh IMOJIb30BATHCA YYEOHOW M JOMOJTHUTEIHHOW IUTEPaTypOM.
[Tepeuens TpeboBaHMIA K TFOOOMY BBICTYIUIEHHIO CTYCHTA IPUMEPHO TAaKOBA:

- CBSI3b BBICTYIUICHUS C IPEAIIECTBYIOMIEH TEMOM WIIH BOIIPOCOM,

- PaCKpBITHE CYITHOCTH NMPOOIJIEMBI,

- METOJAOJIOTUYECKOE 3HAYCHHE IS HAy4YHOH, NMPOPEeCcCCHOHATBHON M MPAKTUYECKOM
JeSITENIbHOCTH.

Pazymeercs, cTyeHT He 00s3aH CTPOro MPUIEP>KUBATHCS TAKOTO MOPSAKA U3II0KEHUS,
HO BCE acleKTbl BOINpOCAa JIODKHBI OBITh OCBEMIEHBI, YTO OOECHEeYUT BBICTYIUICHUIO
HEOOXOMMYIO MTOJIHOTY U 3aBEPLICHHOCTh. [I[puBOANMBIE yUaCTHUKOM MPAKTUYECKOTO 3aHSATHS
npuMepsl U (PaKThl JOIKHBI OBITH CYIIECTBEHHBIMH, 1O BO3MOXXHOCTH TEPEKIMKAThCS C
npodunemM o0ydeHus.

[ToaroToBka k paboTe B MaJIbIX rpymnmax (IpaKkTudeckas padbora).

Ornpenenure 1mojie ACITEILHOCTH I pabOThl MajbIX rpynm (00CYyKaeHHE MPOOIEMBI,
U3yueHHe pa3HbIX MaTepHalioB, CO3/IaHHE TBOPYECKOTO MPOJYKTa). YOeIuTech, YTO OHO
HNOAXOAUT sl  paboTel B TpyNNmax, YTO MOXKHO O0O0ECHEYUTh TMOJOKHUTEIBHYIO
B3alMO33aBHCHUMOCTh WIEHOB I'PYMIIbl U UX HHIUBUIYAIbHYIO OTYETHOCTD. 3apaHee MOAr0TOBbTE
matepuaisl Juid paboTsl rpynmn. Eciu pabora Oonbinas, OyeT X0Opollo, eciy rpymnmna moxy4uT
3aJaHue Ha KapTouke. Ha xapTouke MOXKHO HamMcaTh TaKKe KPUTEPUH, IO KOTOPHIM OYyIyT
OLICHUBATbCSI PE3YJIbTAThI MPAKTHUECKOH pabOThI.
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PexoMeHIalIMU 110 BHITIOJTHEHUIO CAMOCTOSITEIbHON PadoThl CTY/IEHTOB
Conep:kaHue caMOCTOSITEILHON pa0oThI CTYAE€HTOB MO JUCIHUIINHE
«JlokymMeHTaIMOHHOE 00ecneyeHue YnpaBjaeHus»

Tema camocTOSITENIbHON PabOTHI U BOTIPOCHI, MOJJICKAIINE OueHouHsbIe
PacCMOTPEHHUIO B X0/1€ €€ BBIIOJIHEHUSI CpelcTBa
Tema 1. TeopeTnueckue OCHOBbI IOKYMEHTAMOHHOT O KpOCCBOPJL

obecrnieyeHusl ynpapJieHHs (J1eJIONPOU3BOICTBA)

M3yuuts T'OCT P 7.0.8 «Cucrtema craHmapToB IO HH(POpPMAIIUH,
OnbMMoTeYHOMY W H3JATeIbCKOMY Jeny. JleaompousBOACTBO U
apxuBHOe feno. Tepmunsl u onpenaenenus» CocTaBUTh KPOCCBOPI (Ha
OTJIeNIbHOM JincTe popmaTa A4, He MeHee 15 ciioB)

Tema 2. O0mue npaBuia 0(pOpMIICHHS YIPABJICHYCCKHX KOHCIIEKT
JIOKYMEHTOB

O6mmepoccuiickuil  knaccuukarop ymnpaBiIeHUYECKOW JTOKyMEHTALUU
(OKVY]1): 3agauu, CTPYKTYypa, KOJIOBbIe 0003HAYCHHUSI

Tema 3. OcoOeHHocTH cocTaBJjieHUSI U O(OPMJIEHHS OCHOBHBIX KOHCIIEKT
JAOKYMEHTOB yNpaBJIeHHUsA

1.0cobGeHHOCTH S3bIKa CITy’)KeOHOI0 JOKYMEHTa!
-CrangapTu3anus s3bIKa JOKyMEHTa;

-S13pIKOBBIC TPeOOBaHMS K O(OPMIICHUIO PEKBH3UTOB JIOKYMEHTA;
-S13pIKOBOE OOPMIIEHHE JINYHBIX JOKYMEHTOB;

-JlenoBoe MMCHMO: BUJIBI U SI3IKOBOE O(hOpMIICHHE.

Tema 4. [IpaBuiia opopmiieHHsI JOKYMEHTOB 110 JIUYHOMY COCTABY KOHCIIEKT
HopMmaTtuBHo-npaBoBasi 6a3a KaJJpoBOT0 JAEIONPOU3BOICTBA.
Tema 5. Opranu3anus 10KyMeHT0000poTa KOHCITEKT

1. CoBpemeHHbIE HH(POPMAIIMOHHBIE TEXHOJIOTUH B JIEIONPOU3BOJICTBE:
- CucreMbl aBTOMAaTU3alUH JI€I0NPOU3BOJICTBA;

- DJeKTPOHHOE JOKYMEHTUPOBAHUE;

- DJIIEKTPOHHBIN JOKYMEHTOO0OPOT.

CamocrosTenbHas paboTa CTYAEHTOB CIIOCOOCTBYET Pa3BUTHIO CaMOCTOSTEIBHOCTH,
OTBETCTBEHHOCTH U OPTraHM30BaHHOCTH, TBOPUECKOTO MOIX0a K PEHICHUIO TPobieM y4eOHOro
U IPO(EeCCUOHANBHOTO YPOBHS.

DTarbl caMOCTOSITEIFHON PaOOTHI:

- OCO3HaHME yueOHOW 3a7auM, KOTOpas PEeIIaeTcsl ¢ NOMOIIBI0 (POPMBI IIPEACTaBICHUS
CaMOCTOSITENIbHON PabOThI;

- 03HAKOMJICHHE C UHCTPYKLUEH O €€ BBIIIOJIHEHUY;

- OCYLIECTBJIEHUE MPOIECCA BBIIIOJHEHUS paOOTHI;

- CaMOAHaJIN3, CAMOKOHTPOJIb;

- IpOBepKa paboT CTyAEHTA, BbIJIEIEHUE U Pa300p TUIIMYHBIX IPEUMYIIECTB U OLUIHOOK.

CamocrosTenbHas paboTa MPOBOJUTCS B BUAE KPOCCBOP/IA U COCTABIICHUSI KOHCIIEKTA.
[TpaBuna opopmieHns KpocCBOPAOB:
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1. KpoccBopz MoxeT ObITh 0OpMIIEH OT pyKH Ha Juctax ¢opmarta A4 winu HaOpaH Ha
KOMITBIOTEPE C MCTIOJIb30BaHUEM JIFOOOT'0 TEKCTOBOT'O MM TAOIMYHOTO pelakTopa U pacrevyaTaH
Ha MPUHTEPE.

2. Tlpu cocTaBieHUM KPOCCBOPAA MOXHO HCIHOJB30BaTh CIIEUAIbHBIE KOMIIBIOTEpHBIE
nporpammbl  Tuna «HotPotatoes», «EclipseCrossword», «Decalion» wnnm OecruiaTHble
OHJIaliHOBBIE cepBHCHl THMa «Pabpuka KpoccBOpaAoB». IIpu 3TOM KpoccBOpA JOJKEH ObITh
COXpaHEH Ha 3JIEKTPOHHBIM HOCUTEIb B BUJE MCIIOIHAEMOrO (paiiina 1 MOXKeT ObITh MPeACTaBIECH
B DJIEKTPOHHOM BH/JIE.

3. PucyHok KpoccBOpAa IOJKEH OBITh YETKHUM.

4. CeTka KpOCCBOpP/Ia I0JIKHA ObITh BBIMIOJIHEHA B IBYX 9K3EMILIpax:

5. 1-#1 5K3eMIIIsIp — ¢ 3aI0JHEHHBIMU CIIOBaMU;

6. 2-# SK3eMIUISIp — IMycTasi CeTKa TOJIBKO C HU(PaMU TO3HIIHH.

7. TosnkoBaHUs cIOB (ONpeneNeHus) TO0JKHbBI ObITh CTPOTo JJakoHWYHBbIMU. He crenyer
JenaTh MX TMPOCTPAHHBIMHU, W3JIMIIHE HWCYEPINBIBAIOIIMMY, MHOTOCIOBHBIMU, HECYUIMMHU
U30BITOYHYIO HHPOPMALIUIO. B onpeneneHusix He JODKHO OBITh OTHOKOPEHHBIX CIIOB.

8. Kaxngomy clioBYy B CeTKe KpoccBopja IpucBamBaeTcs Homep. [Ipu sTomM HOMepa
pacCTaBIISIOTCS MOCIIEIOBATENILHO CIIEBA HAMIPABO, OT BEPXHEW CTPOUKU K HIKHEH.

9. OTBeTHI Ha KPOCCBOPI MyOIHKYIOTCS OTACTBHO. OQOopMITSIOTCS HA OTICIEHOM JIUCTE.

CocraBieHre KOHCIIEKTA 10 0003HAY€HHBIM BOIIPOCAM TEMBI.

KoncnektupoBanue - HambOosiee CIOXHBIA 3Tanm paboTbl. OBlazieHue HaBBIKAMHU
KOHCIIEKTUPOBaHUs ~ TpeOyeT OT  CTyJAeHTa  IEJeyCTPEMJICHHOCTH,  IOBCEIHEBHOU
CaMOCTOSITENIbHOM pabOTHI.

KoHcrekT yckopsieT moBTOpeHHe MaTepHaia, SJKOHOMUT BpeMsl IIpU OBTOPHOM, I1OCIIEe
OTIpeICIEHHOTO TIepephIBa, OOpAIEHNH K YXKe 3HAaKOMOI paboTe. YUNUThIBas WHANBH Iy aTbHbIE
0COOEHHOCTH KaXK/IOTO CTYyIEHTa, MOXKHO JIaTh JIMIIb HEKOTOPBIE, HanOoJIee ONpaBaaBIIne ceos
o01mye npaBuiia, ¢ KOTOPBIMU MIPENoiaBaTellb U 00s3aH MO3HAKOMUTh CTYJICHTOB:

1. T'maBHOE B KOHCIEKTE HE 00BEM, a coaepikaHue. B HeM JOKHBI OBITH OTpPAXKEHBI
OCHOBHBIE IPUHIUITHAEHBIC TIOJI0KEHUST HICTOYHUKA, TO HOBOE, YTO BHEC €T0 aBTOP, OCHOBHBIC
METO/I0JIOTUYECKHE TOJ0XKEHUsT paboThl. YMEHHE U3j1araTh MBICIH aBTOpa CXKaTo, KPAaTKO U
COOCTBEHHBIMHU CJIOBAaMH INPUXOJUT C ONBITOM W 3HAHUAMU. HO WX HAKOIUIEHUIO MOMOTaeT
COOITIOJICHHE OJTHOTO BXKHOTO MIPAaBUJIa — HE TOPOIUTHCS 3aMMCHIBATh MIPU TIEPBOM K€ YTCHHH,
BHOCHUTb B KOHCHEKT JIMILb TO, YTO CTAJIO SICHBIM.

2. ®opma BeleHHUSA KOHCIIEKTa MOXeET OBbITh CaMoil pa3HOOOpa3sHOH, OHa MOXKET
U3MEHSTHCS, COBEPIICHCTBOBAThCA. HO HauMHATBCA KOHCIIEKT BCErja JOJDKEH C YKa3aHUs
IIOJTHOI'O HAUMEHOBaHMs paboThl, (paMUIMM aBTOPA, TO1a U MECTA U3J1aHus; HUTAThl OepyTcs B
KaBBbIUKHU C 0053aTENbHOM CCHUIKONM HA CTPaHUILy KHUTH.

3. KoHcneKT He JOKeH OBITh «CIEBIMY, OE3IMKUM, COCTOSIIUM U3 CIUIOIIHOTO TEKCTA.
Oco00 BaxHbIE MecCTa, SIPKUE MPUMEPHI BBIICIAIOTCS LBETHBIM IIOJYEPKUBAHUEM, B3ATHEM B
paMouKy, OTTEHEHHEM, TIOMETKaMM Ha MOJISIX CHEelMalbHBIMM 3HAKaMH, YTOOBI MOKHO OBLIO
OBICTPO HAWTH HYXHOE MOJIOKEHHE. J|OMOTHUTENbHBIE MAaTEepUabl U3 JIPYTHMX HCTOYHHUKOB
MOYKHO J1aBaTh Ha MOJISAX, TJI€ 3alIUCBIBAIOTCS CBOM CYX/IEHUS, MBICIIH, IOSIBUBLIMECS YK TOCIIE
COCTaBJICHUS KOHCIIEKTA.
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PexoMeHIalUM CTY/ICHTAM 110 H3YYEeHHI0 PeKOMEH/I0BAHHOM JIMTePaTyphl

[lpn mOArOTOBKE M YCBOGHWH MaTepHaia 3aHATHH JIEKIIMOHHOTO THIA CIIEIyeT
o0pamarecsi K PEeKOMEHIAIMSIM IPEnojaBareis, a TaKke OCYUIECTBISATh CaMOCTOSTEIbHBIN
o00p HEOOXOIUMBIX HCTOUYHHKOB.

Pexomenngyemas nuteparypa NPHBOAMTCS B pabodell IMporpaMme JAUCHUIUIAHBI
«JlokyMeHTallmoHHOE OOecreueHne YIpaBICHUs» M JO0JDKHA OBITh MCIOJIb30BaHA TOJBKO M3
oubmmorekn Kocranaiickoro ¢unmana ®I'BOY «Yen'Y» u 37eKTpPOHHBIX OHMOIMOTEYHBIX
CHCTEM.

[Tepeuens npodeccruoHanbHbIX 0a3 AAHHBIX U MH(POPMALMOHHBIX CIIPABOYHBIX CHCTEM
JUTSL U3y4YSHHsI TUCIUTUTMHBI «J[0KyMEeHTaIlMOHHOE 00eCTIeYeHHE YIIPaBICHUS».

1. Hayuno-anektponnas Oubnmoreka elibrary [Dnexrponnsiii pecypc]. — URL:
http://elibrary.ru
2. DnextpoHHO-OnOMMoTeyHass cucrema «JIAHb» [Dnextponnsiii pecypc]. — URL:

http://e.lanbook.com

3. DNeKTpOHHO-OMOIMOTEUHAsT CHCTEeMa «YHUBEPCUTETCKass OWOIMOTEKa OHIIAWHY
[Onextponnsii pecypce]. — URL: http://www.biblioclub.ru

4. DnexktpoHHO-OubnMMoTeuHas cucrema «tOpaitt» [Dnekrponssiit pecypc]. — URL:
http://www.urait.ru

CryneHTaM peKOMEHIYyeTCsl MOJlyuYuTh B OHONIMOTEKe Yy4yeOHyIO JUTepaTrypy I0
TMCLUUIUIMHE, a Takke o0pamatbesi K SJICKTPOHHBIM OWMOIMOTEYHBIM CHCTEMaM, JOCTyIe K
KOTOPBIM €CTh Ha caiite ¢umuana https://csukz.ru/universitet/bibl

[Ipu paGore ¢ y4eOHON IUTEpPaTypOil ClEAyeT YYHUTHIBATh, YTO B OOJBIIMHCTBE
y4eOHUKOB W YYEOHBIX IOCOOMIA JENaloTCs CCBUJIKH, CHOCKM Ha JApPYTHe JIMTEpaTypHBIE
UCTOYHUKH, TIPUBOJIUTCS CTUCOK JIMTEPATYPHI IO PACKPHIBAEMOI B JINTEpaType mpodiIeme.

JUisl TIOJIHOLIEHHOW MOATOTOBKHM K 3aHSTHUSM TOJIBKO YT€HUE yyeOHUKA WM y4eOHOro
ocoOust HEZIOCTATOYHO — B HUX M3JIaraloTCs TOJIBKO MPHHIMITHAIEHBIE OCHOBBI, B TO BpeMs KaK
B MOHOTpaQusiX W HAYYHBIX CTaThsIX Ha Ty WJIM HWHYK TEMy pacCMaTpHUBAEMBIH BOMPOC
aHAJIM3UPYeTCs C pasHbIX PaKypcoB HJIM TOYEK 3pEHUs, HO B JIHOOOM ciydae J0CTaTOYHO
noApoOHO U TiIy0oKo. TeM He MeHee, YTOOBI TOKHBIM 00pa30M COPUEHTUPOBATHCS B 3aJJaHUH,
HEO0OXO0MMO U3YUUTh COJIEP’)KAaHUE M HEKOTOPHIC JIEMEHTHI yUeOHUKA WM Y4eOHOTO TTOCOOUSI.
OneHuB 3a7aHue, BbIOpAaB HYXHBIH ()ParMeHT, U MOJA0OpPaB COOTBETCTBYIOIIYIO JIUTEPATYPY,
MOYKHO TIPUCTYTIATh C K TIOJATOTOBKE K 3aHATHIO.

B cnydae BO3HHMKHOBEHHsI HESCHBIX BOIPOCOB CTYJCHT MOXET IOJIyYUTh
UH/IMBUIYalIbHYI0 KOHCYJIbTAI[MI0 MpEenojaBaTesl COIrNacHO TIpaduKy KOHCYJbTAalMi,
YTBEPKIACHHOMY Ha Kadenpe.
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Cnmcox pekoMeHayeMoil JTUTepaTyphl

1. AGynanze, JI. I'. JlokyMeHTallMOHHOE OOECIIEUCHUE YIPABJICHUS MEPCOHAIIOM :
y4eOHUK U npakTukyMm Juid By3os / 1. I'. Abynanze, U. b. Beinpsbkkuna, B. M. Macnosa. — 3-
e u3a., nepepad. u gon. — Mocksa : UsgarensctBo IOpaiit, 2024. — 374 c. — (Boicuuee
obpaszoBanme). — ISBN 978-5-534-16669-9. — Tekcr : snexTponHbIi / OOpa3oBarenbHas
mwiatdopma FOpaiir [caiit]. — URL.: https://urait.ru/bcode/536724

2. Kysuenos, U. H. JlokymeHTannonHoe odecrieueHue ynpanieHus. JlokyMeHTO000pOT
U JIEIONPON3BOCTBO : y4eOHUK 1 MpakTukyM Juist By30B / U. H. Ky3nenoB. — 4-e uzn., nepepao.
u jon. — Mocksa : U3narensctBo FOpaiit, 2024. — 545 ¢. — (Briciiee oopazoBanue). — ISBN
978-5-534-16003-1. — Tekcr : snexTpoHHBIN // OOpazoBarenbHas mwiardgopma FOpaiit [cait].
— URL: https://urait.ru/bcode/535548

3. Ky3nenos, . H. [lenonpon3Boactso : yuedHoe nocodwue : [16+] / U. H. Ky3neros. —
13-e u3n. — Mocksa : JlamkoB u K°, 2024. — 406 c. — Pexum goctymna: no noanucke. — URL:
https://biblioclub.ru/index.php?page=book&id=711135

4. Kompmmkunaa, T. Bb. JlenoBele KOMMYHHKAIIMH, JOKYMEHTOOOOPOT W
JIeTIONIPOU3BOACTBO : yueOHoe nocodue amst By3oB / T. b. Konbimkuna, U. B. llyctuna. — 3-e
u3a., ucnp. U gon. — MockBa : UzmatensctBo IOpaiit, 2024. — 145 c. — (Bricuiee

obpazoBanue). — ISBN 978-5-534-14216-7. — Tekcr : snexTpoHHbI // OOpa3oBarenbHas
mardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/538163
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OTMeTKH O NPOJICHUHU CPOKA JEHCTBUSA

Meroanyeckue PEeKOMEHJAMH TPOJOHTUPOBAHEI Ha
2024 |/ 2025 yueGHBIH O PEIICHAEM YYEHOTO COBETA
Kocranatickoro ¢pummana ®T'OY BO «Uenl V»

ot «29» ¢espainst 2024 r. ITporokon Ne 7

Meroanyeckne peKOMEHAAMK TPOJOHTUPOBAHEl Ha
20 /20 yd4eOHbIii roji pelieHneM y4E€HOTro COBeTa
Kocranaiickoro ¢unuana ®I'6OY BO «Henl 'V»
oT « » 20 r. IIpotokon Ne

MeTO}]I/I‘IECKI/Ie PEKOMEHAAIMN MPOJIOHTMPOBAHBI Ha
20 /20 yd4eOHbIii roj permieHneM y4€HOTo COBeTa
Kocranatickoro ¢pummana ®T'BOY BO «Uenl'V»
OT « » 20 r. [Ipotokon Ne
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