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OO01mme Mmoo KeHus

[Ipuctynas Kk U3y4eHUIO TUCHUIUIMHBI «J{OKyMEHTallMOHHOE O0eCcTIeueHUE YIIPaBICHUS»
CTyJEHTaM HEOOXOUMO O3HAKOMHUTHCS C COACPKAHHEM padoueit MporpaMMbl TUCIUTUIHHEL, C
LEeIsIMU M 3aJa4aMH JUCUMIUIMHBL. B X0J€ JIGKUMOHHBIX 3aHATUM BECTH KOHCIIEKTUPOBAHUE
yueOHoro matepuana. OOpamare BHUMaHUE Ha KaTeropuu, (pOpMyIHpPOBKH, PACKPBIBAIOIINE
COJIEpXKaHUE TeX WM HHBIX SIBJICHUHM M IPOLECCOB, HAyYHbIE BBIBOJABI U IPAKTUYECKHE
pexomenpanuu. JKenaTeNbHO OCTaBUTh B Pa0OYMX KOHCIIEKTaX IIOJs, HA KOTOPBIX JENaTh
MIOMETKH U3 PEKOMEHI0BAHHOM JINTEPATYpPHI, TOMOIHSIOINE MaTeprall MPOCIyIIaHHON JIEKIUH,
a TaKXke MOAYEPKHUBAIONINE OCOOYI0 BAXKHOCTh T€X HWJIA MHBIX TEOPETHUYECKUX IOJIOKEHUH.
3ajaBaTh MPENOJABATENIO YTOYHSIOIIME BONPOCHI C LEIBI0 YSICHEHUS TEOPETUUYECKUX
IIOJIOKEHUH, Pa3PEIICHUs] CIIOPHBIX CUTYALUH.

[Ipy moAroToBKE K MPAKTUYECKUM 3aHATUAM Yy4eOHBIH W JIEKIIMOHHBIA MaTepuan
Ka)XJ10r0 paszjena JOJKEH IPOYUTHIBATHCSA MHOTOKPATHO.

[Tpu mepBOM MPOYTEHUU HYKHO CTaBUTh 1I€]Ib — MOHSTH, a HE 3alIOMHUThH. OOBIYHO AJIs
JIOCTHDKCHHST XOPOIIEro MOHMMaHUsl MaTepuaia OJHOTO mpouTeHust maino. K tomy e dacto
MPUXOJUTCS MPUINOMHUTH KOE-YTO W3 PAHEE M3YUYEHHOI'0, IMOATOMY II€PBOE MPOUYTEHUE
OKa3bIBACTCSI CaMbIM JJIUTENbHBIM. Heo0X01MMO 3a1TOMHUTh OCHOBHBIE TIOHSITHS, 3TO JTOJKHO
CTaTh OCHOBHBIM OPUEHTHUPOM BO BCEX MOCIEAYIOUINX BUAAX PAOOTHI C JEKIUIMU U y4EOHBIM
MAaTEepUATIOM.

[Tocne ycBoeHMs JEKIMOHHOIO Marepuaina, IPUCTYNHUTh K MOJATOTOBKE CEMHUHAPCKOTO
WJTU TIPAKTUYECKOTO 3a/I1aHMUsI.

B Xxome moAaroTtoBKM K NPAKTUYECKUM 3aHATUSAM H3YYUTh OCHOBHYIO JIUTEpaTypy,
03HAKOMHTHCSI C JOTIOJHUTEIBHON JIUTEPaTypOil, HOBBIMU MYyOJIUKAIMSIMHU B TMEPUOTUIECKUX
uznanusx. [lpu aToM ydecTh peKOMEHAIuU MpernoaBaTens U TpedoBanus paboueil yueOHOi
MIPOTpaMMBI.

[Ipy mOArOTOBKE NPAKTUYECKUX 3aHATHH M CAMOCTOSITENILHOM paboThl CTyAEHTa
PEKOMEHIYEeTCSl HMCIOJIb30BaTh HWH(GOPMAIMOHHBIE PECYPChl, PEKOMEHJOBAaHHBIE padouei
pOrpamMMoOi TUCLIMILIAHBI.

CryneHnTam cienyer:

- PYKOBOJICTBOBAThCS IPapIKOM CaMOCTOSITENBHON pabOTHI,

— BBHITIONHATH BCE TJIAHOBBIE 3aJ[aHMsI, BhIJABa€MbIe MpEMojiaBaTesieM, pa3ouparhb
Ha 3aHATUSAX CEMUHAPCKOr0 THUIA U KOHCYJbTALUSIX HE SICHbIE BOIIPOCHI;

— MPU TOJATOTOBKE K AK3aMEHy MapajuiebHO MPpOopadaThiBaTh COOTBETCTBYIOIINE
TEOPETHYECKUE U TIPAKTUICCKUE Pa3aeIbl JUCIUTIINHBI, (DUKCUPYS HESICHBIE MOMEHTHI JUTSI UX
00CyXJIeHUs Ha MJIaHOBON KOHCY/IbTAIIUH.

Metoandeckue peKOMEHIAINH 10 paboTe ¢ JINTepaTypoi:

JIrobast dopMa caMOCTOATENHHONW pabOTHI CTyACHTa (IMOATOTOBKA K CEMHUHAPCKOMY
3aHATHUIO, KypCOBOM pabOTHI U T.I1.) HAYWHAETCS C U3YUCHUSI COOTBETCTBYIOIIEH JIUTEPATyPhI KaK
B OMOJIMOTEKE, TaK U JIOMA.

K xaxmoit Teme y4eOHOW IUCIUIUIMHBI TMOAOOpaHa OCHOBHAs W JIOMOJIHUTEIbHAS
auTeparypa.

CamocrosiTennpHas paboTa CTYI€HTOB — 3TO MPOIIECC aKTUBHOTO, IEJICHATIPABICHHOTO
NPUOOPETEHUs] CTYIEHTOM HOBBIX 3HAHWM, YMEHUH 0€3 HEMmOCPEeICTBEHHOTO Yy4YacTHs
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IpenojaBaresisi, XapaKTepU3YIOIIUNCS MPEeIMETHOM HampaBiIeHHOCTHIO, 3 (EKTUBHBIM
KOHTPOJIEM U OLIEHKON Pe3ybTaTOB JAESATEIbHOCTH 00Y4arOIIErocs.

CTyneHThl JOJKHBI MOIXOIUTh K CaMOCTOSTENbHONW paboTe Kak K HaWBaKHEHIIeMy
CPEACTBY 3aKPEIUICHHUS U Pa3BUTHs TEOPETHUECKUX 3HAHUH, BRIPAOOTKE €AMHCTBA B3IJISA0B HA
OTJIeNIbHBIE BOMPOCHl Kypca, MPHOOPETEHHUs ONpeAesIeHHBIX HABBIKOB M HCIOJIb30BAHUS
po(hecCHOHATLHOM TUTEPATYPHI.

[ToarotoBka ¥ BBHIMOJIHEHHE CAMOCTOSTENbHOW pabOThl MO JUCIUILIMHE IO3BOJISIET
MPOKOHTPOJIMPOBATh YCBOCHHE HOBOW 1eJIOM TeMbl. [IpH BBINOJIHEHUH CAMOCTOSITEIBHON
paboThI CTYIEHT paboTaeT ¢ TUTEPATYPOl CAMOCTOSTENIBHO.

CocraBiieHHEe KpOCCBOPJOB II0 TE€ME€ M OTBETOB K HHUM - 3TO Pa3HOBUJIHOCTb
oToOpaxeHus nHGopMaluu B rpad)uyecKkoM BUE U BHJ KOHTPOJIS 3HaHU 1o Heil. PaboTa mo
COCTaBJIEHUIO KpoccBopAa TpeOdyeT OT CTyAE€HTa BIAJCHUS MaTepuajoM, YMEHHS
KOHIIEHTPUPOBATh CBOM MBICIM M THOKOCTh yMma. PasraapiBaHue KpOCCBOPIOB daile
NPUMEHSETC B ayAUTOPHBIX CAMOCTOSATENBHBIX padoTax Kak METOJ CAaMOKOHTpOJS H
B3aUMOKOHTpOJsi  3HaHM. CocTaBleHHME KPOCCBOPAOB pacCMAaTpUBAETCs Kak  BUJ
BHEAYJIMTOPHOM CaMOCTOATENbHON padOThI U TPeOYET OT CTYAEHTOB HE TOJIBKO TEX e KauecTB,
4TO HEOOXOJUMBI MPH pas3rajiblIBaHUM KPOCCBOPJIOB, HO M YMEHHUS CHCTEMAaTHU3HPOBATh
uHpopmanuio. KpoccBopabl MOTYT OBITh Pa3IUYHbI 10 GOPME U 00BEMY CIIOB.

CocraBieHHe OINOPHOTO KOHCHEKTa TMpEACTaBiseT CcoOOM BUA BHEAYyIUTOPHOMH
CaMOCTOSITENIbHOM pabOThl CTY/AEHTa MO CO3JIaHUI0 KpaTKol MH(OPMALMOHHOW CTPYKTYpHI,
o0o0marolei u oTpaxkaroliel CyTb MaTepualla caMoCTOSTENbHON paboThl. OMOPHBIM KOHCIIEKT
IIPU3BaH BbIACIUTH INIaBHbIE 00BbEKTHI U3YUEHHUSI, 1aTh UM KPATKYIO XapaKTePUCTUKY, UCTIOIb3YsI
CHUMBOJIBI, OTPa3UTh CBA3b C APYrUMH d1eMeHTaMu. OCHOBHas II€JIb ONIOPHOTO KOHCIEKTa —
00JIerynTh 3allOMUHAHUE. B ero cocraBiieHMU HMCNONB3YIOTCS pa3iMyHble 0A30BbIE MMOHATHS,
TE€PMUHBI, 3HAKH (CUMBOJIbI) — OTTOPHBIE CUTHAJIBI. ONOPHBIN KOHCIIEKT — 3TO HaniTy4ias popma
MOJTOTOBKU K OTBETY M B mpoliecce orBera. OMOpHbIl KOHCHEKT MOXKET ObITh MPEACTaBIICH
CUCTEMOM B3aMMOCBSA3aHHBIX reOMETPUUYECKUX ¢buryp, coJieprKalInux OJ10KH
KOHIEHTPUPOBAHHON HMH(OpPMAIMK B BHUJAE CTYNEHEK JIOTMYECKOW JIECTHMIIBI; PUCYHKA C
JIOTIOJTHUTEIIbHBIMU DJIEMEHTAMH U JIp.

[Ipn moaroToBke K pyOeKHOMY KOHTPOJIIO U 3aueTy IO JUCUUIUIMHE HE0OXO0IUMO
HOBTOPATh MpPOHJAEHHBIH MaTepual B CTPOTOM COOTBETCTBMM C pabodeil mporpammoin
JUCIHUIUINHBL «JlOKyMeHTallMoOHHOe olOecrieueHue yrpasieHus». lMcnonp3oBaTe MaTepuabl
3aHATUH, KOHCIIEKTA JEKIMA U JIUTEpaTypy, PEKOMEHJI0BaHHYIO npenoaasareneM. OOpaTHTh
0co0oe BHUMaHHE Ha TeMbl Y4YEOHBIX 3aHSATUH, MPOIYIIEHHBIX OOy4YalOUIMMCS IO Pa3HbIM
npuyrHaM. [Ipu He06X0IMMOCTH 0OpaTUTHCS 32 KOHCYJIbTallMel U METOANYECKON TTOMOIIBIO K
IIPENO/IaBaTEIO.

TunoBble OLIEHOYHBIE CPEACTBA, UCIIOIB3YEMBIE B IIPOLIECCE OCBOEHUS TUCLUIUIMHBI, U
UX KpUTEepUHU NpuBeleHbl B POHIaX OLEHOYHBIX CPEICTB TEKYILEro KOHTPOJS, PyOEKHOTro
KOHTPOJISI ¥ IPOMEKYTOUHON aTTeCTalluy MO TUCHMIUIMHE «J{oKyMeHTalMoHHOe oOecrieueHne
YIPABJICHUS».
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PexomMeHgaluM CTYyI€HTAM 10 MOATOTOBKE K 3aHSAATUSIM JeKIIMOHHOI0 TUIIA
Conep:xanue 3aHATHI JeKIMOHHOI0 TUIA MO IUCHUILIHHE
«JlokyMeHTaMOHHOEe oOecnedeHue ynpaBjaeHusD)

Tema 1. TeopeTnueckue 0CHOBBI JOKYMEHTALMOHHOIO o0ecevYeH sl ypaBJIeHH sl
(1es10npou3BOACTBA)

1. McToku nenonpou3BoACcTBa: HHPOpMAIUs, YIpaBIeHUE, TOKYMEHT.

2. JIOKyMEeHTaIMOHHOE 00ecleueHNe YIpaBJIeHUs KaK BUJ JESATEIIbHOCTH U €ro
COCTaBIISOLIHE.

3. Kimaccudukanmst JTOKyMEHTOB, X cTaHAapTu3auus u yaudukanus. CucreMsl
JIOKYMEHTAIUH.

4. HopmatuBHO-MeTOqMUecKas 0a3a JOKYMEHTAIIHOHHOTO 00ECTICYCHHUS YyITPABICHHS.

Tema 2. O6mue npaBuia 0popMIIeHHA YIIPABJIEHYECKHUX TOKYMEHTOB
1. O6uue TpeboBanus K 0OPMICHHUIO YIIPABIEHYECKUX TOKYMEHTOB.
2. TpeboBanus K OPOPMIICHHIO PEKBU3UTOB JJOKYMEHTOB.

Tema 3. OcoGeHHOCTH cocTaB/IeHUs] H 0(pOPMJICHHS OCHOBHBIX JOKYMEHTOB YIIPABJICHHUS
1. OcHOBHBIE TPYIIIBI YIPABIEHYECKUX JOKYMEHTOB.

2. Opranu3anoOHHO-TIPABOBHIE IOKYMEHTHI (OpraHU3allOHHbIE).

3. PacnopsiguTenbHble JOKYMEHTHI.

4. UndopmarimoHHO-CITpaBOYHAs TOKYMEHTAIIHS.

Tema 4. [IpaBua ogopmiieHusi JOKYMEHTOB MO0 JJUYHOMY COCTABY

1. O61mre BOmpoChl OpraHu3aIiy JOKYMEHTAMOHHOTO 00eCTieYeHUs YIIPaBICHHS
IIEPCOHATIOM IIPEATIPUATHA.

2. Oco0eHHOCTH yIpaBIeHUS JOKYMEHTAIUEH 10 MepCOHaTYy.

3. OcobeHHOCTH IOKYMEHTHUPOBAHUS TPYJIOBOM JIEITEIHHOCTH TIEPCOHATIA.

Tema 5. Opranu3anusi J0KyMeHT0000poTa

1. IokyMeHTOOOO0POT IpeAnpUsITUS U ero cocTaBistone. OcCOOEHHOCTH yIpaBIeHUS
BXOOAIIUMU, UCXOOAIIUMHA U BHYTPCHHUMU JOKYMCHTAMM MPCATIPUATHA.

2. CucteMa KOHTPOJISI UCTIOTHEHUS IOKYMEHTOB, IOPSAIOK €€ (DYHKIIMOHUPOBAHUS B YCIOBUIX
HPENIPUATHA.

3. Opranu3zanus ynpaBjiaeHUsl ONEPATUBHBIM XpaHEHUEM JOKYMEHTOB MPEIPUATHS.

4. Opranusarus yrnpasJIeHNs ApXUBHBIM XPaHEHUEM JOKYMEHTOB IPEANPUSATHSA.

Jlexumst siBrsieTcst Bemaymied (oOpMol OpraHu3alui y4eOHOTo Iporecca B BBICIIEM
yueOHOM 3aBefieHMH. OCHOBHBIMU OPTraHU3AIMOHHBIMH BOMPOCAMH TIPH 3TOM SBISIOTCS, BO-
MEPBBIX, TMOJATOTOBKA K BOCHPHATHIO JICKIIUH, W, BO-BTOPHIX, KaK 3alUCHIBATH JIEKIIMOHHBIN
MaTtepuai.

BaxapiM kpuTeprieM B paboTe € JIEKIIMOHHBIM MaTEPHUAJIOM SBJISIETCS MOIATOTOBKA
CTYJICHTOB K CO3HAaTEJIbHOMY BOCHIPHUSATHIO IpernojaBaeMoro marepuaina. [lpu moaroroBke

©Kocranaiickuit punuan I'BOY BO «Henl'V»




MUMHOBPHAYKH POCCUUN

DenepanpHOE TOCYIApCTBEHHOE OIOMKETHOE 00pa30BaTeNbHOE YUPEKACHNE BEICIIETO 00pa30BaHUs
@” «Yenabunckuii rocynapcreennsiii yausepcureT» (PI'bOY BO «UenlY»)

Kocranaiickuii ¢punuan

Kagenpa sxonoMuku

Mertonyeckne pekOMEHIAaluH JIS HMOATOTOBKH K 3aHATHSAM JIEKIHOHHOTO, CEMHHApCKOTO THIIA U K
CaMOCTOSITETIbHOM paboTe CTYIeHTOB IO IUCLUUIUIMHE (MOAYNI0) «/loKyMeHTalmoHHOE obecredeHue
YIPaBICHUS» 110 OCHOBHOH MPO(eCCHOHAIBHON 00pa30BaTe/IbHOM MPOrpamMMe BBICHIETO 0Opa3oBaHUS —
nmporpaMme OakajaBpuaTta «YpasieHne OM3HecoM» N0 HanpanieHHI0 noaroToBkH 38.03.02 MeHemKMeHT

Bepcus noxymenra - 1 ctp. 7m3 15 [lepBeIit 3x3eMILTAP KOITHS Ne

CTYAEHTa K JIEKIIMM HeOOXOAMMO, BO-TIEPBBIX, IICUXOJIOIMYECKH HACTPOUTHCSA Ha ATy paboTy,
0CO3HATh HEOOXOIMMOCTb €€ CUCTEMAaTHUECKOTO BBITOJIHEHHUS.

Bo-BTOpBIX, HEOOXOAMMO BBHIMOJIHEHUE IO3HABATEIbHO-TIPAKTUYECKON HEATEIbHOCTU
HaKaHyHE JIEeKUMU (IpOCMaTpUBaHUE 3alKCed NpPEblIylied JEKIUH s BOCCTAHOBJICHUS B
naMsTH paHee M3yYEeHHOIo MaTepuaa; O3HAKOMJIEHHE C 3aJaHUSAMHU JAJIS CaMOCTOSTEbHOU
paboThl, BKJIIOYEHHBIMH B TIporpammy, mnoaoop muteparypbl) IloaroroBka K JeKIHMH
MOOWIN3YeT CTyJEeHTa Ha TBOPYECKYIO paboTy, IVIABHBIMU B KOTOPOH SIBIIAIOTCS YMEHUs
CIIyIIaTh, BOCIPUHUMATh, 3aIIUCHIBATh.

3anuchIBaHUE JIEKIIMM — TBOPYECKHUH IIpoLEecC. 3allUCh JIEKIMU KpaiHEe BaXkHa, HO
CIIeyeT 3TO JeiaTh B BHUJAE TE3UCOB, MPOpadaThIBash TEOPETUUYECKUN MaTepuall, BBIICISs
IJIaBHOE. DTO IMO3BOJIAET HAJOJITO COXPAaHUTh OCHOBHBIE MOJIOXKEHHUS JIEKLUHU; CIIOCOOCTBYET
NONJEPKAHUIO BHHUMAHHUSA; CIIOCOOCTBYET JIydlleMy 3allOMHHaHus Martepuana. Jlus
3¢ ¢dexTuBHON pabOThl C JIEKIMOHHBIM MaTepuajioM HeoO0XOAMMO 3a(UKCUpOBaTh Ha3BaHUE
TEMBI, IUIaH JIEKIUU M PEKOMEH/J0BaHHYIO0 JuTeparypy. Ilocie sToro mpucrtynaTh K 3amucu
KPaTKOI'o COJIep KaHus JICKLUH.

B odopmiieHnn KOHCHEKTa JIEKIIMM BaXXHbIM MOMEHTOM SBJSIETCS HEOOXOIUMOCTh
OCTaBJIATh TOJsI, KOTOpble MOTPeOYIOTCS Ul HOCieayrolmed padoTel Haja JIEKLMOHHBIM
MaTepraioM. 3aBepLIatOIINM 3TalloM padOThl HaJl JEKIUeEH ABseTcsl 00paboTKa, 3aKperieHue
u yriay6sienue 3HaHui o TemMe. HeoOxoaumo oOpaiaTthest K JIEKLIUAM HEOTHOKPATHO.

[IepBbIil IPOCMOTP 3amUCEN KENATEIBHO CIEJIaTh B TOT K€ JIEHb, KOI/Ia BCE CBEXKO B
namsiaTi. KOHCHEKT HY)XKHO MpOYMTaTh, 3alOJHUTh MPOIYCKH, pacuI(poBaTh HEKOTOpHIE
COKpalleHHs. 3aTeM HaJ0 03HAKOMUTHCS C MAaTEPHAIOM TE€MBbI 110 Y4EOHUKY, BHECTH HY)KHbIE
YTOYHEHHMSI U JJOTIOJIHEHNUS B JIEKIIMOHHBII MaTepHall.
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PexoMeHIalMU CTYI€HTAM 10 MOJATO0TOBKE K MPAKTUYECKHM 3aHATUIM U

3AHATHAM CEMUHAPCKOI'0O TUIIA

Conep:kaHue NPAKTHYECKUX 3AHATHIA M 3aHATHI CEMUHAPCKOI0 TUIA 10 TUCHUILIHHE
«JlokymMeHTaUMOHHOE 00eceyeHue YIPaBJIeHUs»

Tema 3aHaTUS U BOIIPOCHKHI, IMMOJICKAIITUC PACCMOTPCHUIO B XOI€
OATOTOBKHU K 3aHATHUIO

OrneHOYHBIC CPEICTBA

Tema 1. TeopeTnueckne 0CHOBbI JOKYMEHTAIIHOHHOT'O
ol0ecrnieyeHus ynpasJjeHus (1eJIOMPOU3BO/CTBA)

1. DBouoLIMs TOKyMEHTA KaK HOCUTENSI HH(OPMAIIHH.

2. Bo3HUKHOBEHUE U pa3BUTHE JAEIO0NPOU3BOJACTBA B Poccuu:
-JlenonpounsBocTBo B cpennue Beka (XI-XV BB.).
-IIpukasnoe nenonpounsBoacTBo (XVI-XVII BB.).
-Konnexckoe nenonpousBoactso (XVIII B.).
-Munucrepckoe aenonpounsoacTso B Poccun (XIX — Hagano XX
BB.).

-I"'ocy1apcTBEHHOE AEIIONPOU3BOICTBO B COBETCKOE BPEMSI.
-CoBpeMeHHOe 1enonpon3BoJcTBO B PO.

YCTHBIA OIIPOC

Tema 2. O6mme npaBuia 0popMIICHHS YIIPABJICHYECKHX
AOKYMEHTOB

1. CocTaB peKBU3HUTOB TIOKYMEHTOB.

2. TpeboBanus kK 0HOPMIICHHIO PEKBU3UTOB JOKYMEHTOB.

3. TpeboBanus K GJ1aHKaM JIOKyMEHTOB.

YCTHBIN o1Ipoc,
pakTH4eckas pabora
B MaJIbIX Irpynmnax

Tema 3. OcoGeHHOCTH coCTaB/IeHHS H 0()OPMJIEHHS OCHOBHBIX
AOKYMEHTOB YIIPABJICHHUS

1. CtpyKTypa U cosepkaHue KaJJpOBOH TOKYMEHTALINH.

2. Oprann3anoHHO-KaIpOBbIE TOKYMEHTHI.

3. OpraHn3annoHHO-PACTIOPAIUTEIbHBIE TOKYMEHTHI.

4. IoOKyMEHTUPOBAaHUE TPYAOBBIX OTHOLICHUH.

5. JIOKYMEHTAallMOHHOE COIPOBOXKJIEHHUE TNPOLEAYpP KaIpOBBIX
TEXHOJIOTHUH.

YCTHBIN o1mpoc,
npakTudeckas paborta
B MaJIBIX TPyMIIax

Tema 4. IlpaBuna odopmiieHHsI JOKYMEHTOB I10
cOCTaBy

1. CtpykTypa u coaepkaHue KaapoBOll JOKYMEHTAILINH.
2. Opranu3aioOHHO-Ka/IPOBBIE JOKYMEHTHI.

3. Opranu3anMOHHO-PACTIOPAAUTENBHBIE JOKYMEHTHI.
4. JlokyMEHTHpOBaHUE TPYAOBBIX OTHOLLICHUMN.

5. JIOKyMEHTAIlMOHHOE COMPOBOXKIECHUE TMPOUEAYpP KaJpOBBIX
TEXHOJIOTH.

JIMYHOMY

YCTHBIN ompoc,
npakTuyeckas paborta
B MaJIBIX TPyMIIax

Tema 5. Opranu3anusi J0KyMeHT0000poTa

1. Opranuzanus 10KyMEHT0000pOTa.

2. Opranu3anusi KOHTPOJISI UCTIOHEHUS JOKYMEHTOB.
3. CocTaBlieHH€ HOMEHKJIATYPBI JEl.

YCTHBIN ompoc,
npakTuyeckas paborta
B MaJIBIX TPyIIIax
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4. [ToaroroBka JOKyMEHTOB K Iepeaue Ha XpaHEHHE B apXUB
5. Ilepenavya TOKyMEHTOB B apXHB.

[IpakTrueckue 3aHATUS U 3aHATHS CEMUHAPCKOTO THIIA — 3TO Takas (opMa OpraHu3aIiu
0o0y4eHusi, MpPU KOTOpPOM Ha 3Tane IOArOTOBKH JOMHHHPYET CaMOCTOsATeNbHas paboTa
yYamuxcs ¢ y4eOHOH JUTepaTypod W APYTMMHU JHUJIAKTHYECKUMHU CPEJICTBAMH HAJ| cepuei
BOTIPOCOB, MPOOJIEM | 3a/1a4, a B TIPOIIECCE 3aHITHS YT aKTHBHOE 00CYKIEHUE, TUCKYCCUU U
BBICTYIUICHUS Y4YalllUXCsl, [JIe OHU O]l PYKOBOJACTBOM IIperoiaBaTels JesialoT 0000Imaronme
BBIBOJbI M 3aKJIFOYCHHUS.

3aHATHE CEMUHApPCKOro THMAa TMpPeJHa3HAYeHO [Uis YrIyOJeHHOrOo  HM3y4eHHS
JTUCLUIIIMHBI, OBJIQJICHUS] METOJOJOTHEN HAydyHOTO Mo3HaHus. [J1aBHas 1eJIb CEMHUHAPCKHUX
3aHATUA — OOECHEYUTh CTYACHTaM BO3MOXKHOCTh OBJAJ€Th HAaBBIKAMU U YMEHHUSIMHU
MCIIOJIb30BAHUS TEOPETUUECKOTO 3HAHUS IPUMEHUTEIFHO K 0COOCHHOCTSIM U3y4aeMOi OTpaciu.
Ha Takux 3aHATHSAX pemaroTcs CaeAyrolne 3a1aun:

—  pa3BUTHE TBOPYECKOTO NMPOPECCHOHAIBHOTO MBIITUICHHS,

—  II03HABaTeJIbHAs MOTHBALIHS,

— mnpodeccHOHAIIbHOE WCIIOJIb30BaHUE 3HAHUH B Y4YEOHBIX YCIOBHSAX: OBIJIAJICHHE
SI3BIKOM COOTBETCTBYIOIICH HAYKH,

—  HaBBIKHM ONEPUPOBaHUS POPMYITUPOBKAMHU, TOHITUSIMH, OTIPEICIICHUSIMH,

— OBJAJCHUE YMEHMSIMHU M HABBIKAMHM TMOCTAHOBKM W PEIICHMS] MHTEIUIEKTYyalbHBIX
npo0JieM U 3aj1a4, OTPOBEPKEHHS, OTCTAUBAHMSI CBOSH TOUKU 3pEHHUSI.

3aHATHSA CEMUHAPCKOTO THIAa MOTYT OBITh Pa3IMYHBIMH KakK MO COJIEPKaHUI0, TaK U 110
MOCTPOCHHUIO, OPTaHU3aluU paboThl. OOBIYHO HA 3aHATUSAX CEMHUHAPCKOTO THUIA OOCYKIAFOTCS
3apaHee MocTaBlieHHbIE BOMPOCH. CTyIeHTHI 3a0J1arOBPEMEHHO 3HAKOMSATCS C IIJIAHOM 3aHSTHS
U JIUTEpaTypoil, pEeKOMEHAYeMOH K W3YYEHHIO JaHHOW TeMbl, YTOObI MMETh BO3MOKHOCTH
IMOJITOTOBUTHLCS.

3aHsATHE CEMUHAPCKOTO TUIA «CEMUHApP — Mpecc-KOH(GEPEeHIUs» — SBISETCS OJHOU U3
Pa3HOBUIHOCTEH MOKJIAAHOW cHCTeMbl. [lo BceM MyHKTaM IUIaHA 3aHATUSI TIPETOJaBaTelb
MOpy4yaeT CTyAeHTaM (OJHOMY WJIM HECKOJIBKUM) MOATOTOBUTEH KPAaTKUE TOKIA/IbI.

Pexomenaamyu mo moaroToBKe K yCTHOMY OIPOCY:

[enbro ycTHOTO ompoca SIBISIFOTCS. 0000IIeHNe U 3aKPETUIeHHEe U3YYeHHOTO MaTepuara.
CryneHTaM TmpeiaraloTcsl JJIS OCBEIICHHs] CKBO3HBIE KOHIIENTyalbHBIE mpoOsemsl. [Ipu
MOJITOTOBKE CIEAYET UCTIOIb30BaTh yUeOHYI0 nmuTeparypy. s 6onee rmy00Koro mOCTHKEHUs
MaTtepuaia u 00jiee OCHOBATEIHLHOM MOJATOTOBKH PEKOMEHIYETCSI TO3HAKOMHUTHCS C YKa3aHHOU
JIOTIOJIHUTENBHOM nuTepaTypoil. JlJis ycneumrHol MOATrOTOBKM K YCTHOMY ONPOCY, CTYIAEHT
JIOJDKEH 3aKOHCIIEKTUPOBATh PEKOMEHAYEMYIO JIMTEPaTypy, BHHMATEIBHO OCMBICIUTH
(dakTUYECKUI MaTepuan U CAENaTh BBIBOIBI.

CryaeHTy HaaJIeKUT XOPOIIO MOATOTOBUTHCS, YTOOBI IMETH BO3MOKHOCTh TPAMOTHO U
MOJIHO OTBETUTH Ha 33JJaHHbIE €My BOIIPOCHI, CYMETh C/I€NIaTh BHIBOJBI U MTOKA3aTh 3HAYUMOCTh
JaHHOUW TpoOJeMbl i u3ydaemMor Tembl. CTyACHTY HEOOXOIMMO TakKe JaTh aHAIU3 TOU
JUTEPaTypbl, KOTOPOH OH BOCHOJB30BAJICS IMPU MOJArOTOBKE K YCTHOMY ONpPOCY Ha
MPAKTUYECKOM 3aHSTUHU WM 3aHATUH CEMHUHAPCKOTO THIIA.

[Ipu moaroToBKe, CTYJAEHT JOKEH IPABUIBLHO OLIEHUTH BOIIPOC, KOTOPBIM OH B3SUT IS
BeICTyIUIeHHs. Ho mJ1s Toro, 94ToOBI MpaBMWIIBHO W YETKO OTBETHTH Ha TMOCTABICHHBINH BOIPOC,
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HEOOXOUMO TPABUIIBHO YMETh IOJB30BAaThCA Y4EOHOM M JOIMOJHUTEIBHON JUTEpaTypOU.
[lepeuens TpeGoBaHuU K J1I0OOMY BBICTYIUJICHUIO CTYJEHTA IPUMEPHO TAaKOBA:

- CBSI3b BBICTYIUICHUS C MPE/IIECTBYIOIICH TEMOI MM BOIIPOCOM,

- PACKpbITHE CYIIHOCTH ITPOOIIEMBI,

- METOJIOJIOTMYECKOE 3HAueHHE JJI HaydyHOU, MpodecCHOHANbHOM U MPaKTHUECKOMN
JIeATETbHOCTH.

Pazymeercs, cTyneHT He 00s3aH CTPOTO MPHUAEPKUBATHCS TAKOTO MOPSAKA U3II0KEHUS,
HO BCE acCMeKThl BOIMpOCa JOJDKHBI OBITh OCBEIICHBI, YTO OOECHEYUT BBICTYIUICHHIO
HEOOXOUMYIO MOJIHOTY M 3aBEpIIEHHOCTh. [[prBOANMbIE YHaCTHUKOM IMPAKTHUECKOTO 3aHATHS
npuMepbl U (aKThl JODKHBI OBITH CYIIECTBEHHBIMH, 1O BO3MOXKHOCTH TEPEKIMKATHCS C
npodunem o0yyeHus.

[ToaroroBka k paboTe B MaJIbIX TPYIIIAX (MpaKTUIecKas padora).

Omnpenenure moie ASSITENLHOCTH JUIsl pabOThI MaJbIX Tpymil (00CYXIeHUE MPOOIEMBI,
U3ydeHHE Da3HBIX MaTepHaJIOB, CO3/IaHUE TBOPYECKOTO MPOIYKTa). YOemuTech, YTO OHO
NOAXOMUT Juig paboThl B  TrpyHmax, YTO MOXHO OOECHEYUTh MOJOKHUTEIbHYIO
B3aMMO3aBHCUMOCTbH WICHOB I'PYIIBI U X UHIUBUAYATHHYIO OTYETHOCTD. 3apaHee MOATOTOBLTE
MaTepuaisl Ui padoTsl rpynm. Eciu pabora Gonbinas, OyaeT XOpoulo, eciau IpyIna NoayqyuT
3a/laHle Ha KapTouke. Ha kapTouke MOXXHO HamucaTh TaKKe KPUTEPUH, IO KOTOPBIM OYyIyT
OIICHUBATHCSI PE3YNIbTAThI TPAKTUYECKON PaOOTHI.
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PexomeHaunu M0 BHINOJHEHUIO CAMOCTOSATEILHON padoThI CTY1€eHTOB
Conep:xaHue caMOCTOSATENbHOMH PadOThI CTYAEHTOB MO IMCUMILINHE
«JlokyMeHTaMOHHOEe oOecnedeHue ynpaBjaeHusD)

Tema camocTosTeIbHON pabOTHI U BOIIPOCHI, MOAJIEKAIIHE OneHouHbIe
PacCMOTPEHUIO B X0/1€ €€ BBIIIOJIHEHHUS CpEJCTBA
Tema 1. TeopeTHuueckne 0CHOBbI JOKYMEHTALIMOHHOTO KpOCCBOPJ

o0ecrnieyeHus ynpasJjeHHus (1eJIOMPOU3BO/CTBA)

M3yuurs 'OCT P 7.0.8 «Cucrema craHaapToB 1O HHpOpMAIUH,
OMOIMOTEYHOMY M HW3JATeNbCKOMy feny. Jlemompous3BoacTBO U
apxuBHOe Jeno. Tepmunsl u onpenenenus» CocTaBUTh KpoccBop (Ha
otnenpHOM JcTe popmara A4, He MeHee 15 citoB)

Tema 2. O6mme npaBuia opopMIIeHUs] YIIPABJIEHYECKUX KOHCIIEKT
AOKYMEHTOB

Oobmepoccuiickuii  knaccuuKaTop yIpaBICHUYSCKOH JTOKYMECHTAIIUN
(OKVYJ1): 3apaun, CTpyKTypa, KOJIOBbIE 0003HAYCHHS

Tema 3. OcoOeHHOCTH cocTaBJieHUSI U O()OPMJIEHHSI OCHOBHBIX KOHCIEKT
AOKYMEHTOB yIIpaBJIeHUS

1.0co0GeHHOCTH S3bIKa CIYKEOHOTO JOKYMEHTA!
-CrangapTu3anus s3bka JTOKyMEHTa;

-S13p1KOBEIE TpeOOBaHUS K ODOPMIICHHIO PEKBU3UTOB JIOKYMEHTA,
-S13pIKOBOE O OpMIIEHHE JTUUHBIX JOKYMEHTOB,;

-JlenoBoe MMCHEMO: BHIIBI U SI3BIKOBOE O(OPMIICHHE.

Tema 4. IIpaBnia opopmiieHHs JOKYMEHTOB 10 JIMYHOMY COCTABY KOHCIIEKT
HopmartuBHo-11paBoBas 0a3a KaJpoBOro AeI0IpOU3BOACTBA.
Tema 5. Opranu3zanusi A0KyMeHT0000poTa KOHCIIEKT

1. CoBpemeHHbIe HTHPOPMAIIMOHHBIE TEXHOJIOTUH B I€JIONPOU3BOICTBE:
- CucTeMbl aBTOMaTU3aLUN JEJIONPOU3BOCTBA;

- DJIEKTPOHHOE TOKYMEHTHUPOBAHUE;

- DIEKTPOHHBII TOKYMEHTOOOOPOT.

CamocrosaTenbHas paboTa CTYAEHTOB CHOCOOCTBYET Pa3BUTHIO CaMOCTOSTEIBHOCTH,
OTBETCTBEHHOCTH ¥ OPraHU30BaHHOCTH, TBOPYECKOTO MOAX0/1a K PEIIEHUI0 Mpo0sieM y4eOHOro
U Tpo(heCcCHOHANBHOTO YPOBHSL.

Dranbl CaMOCTOSITENIbHON paOdOTHI:

- OcO3HaHHe y4yeOHOM 3a7jauu, KOTOpasi pemaercsi ¢ MOMOIIbI0 (POPMBI IPEACTABICHUS
CaMOCTOSITENIbHOM paboThI;

- 03HaKOMJIEHHE C UHCTPYKIUEHN O €€ BBIIIOJIHEHUY;

- OCYILIECTBJIEHUE NTPOLIECCA BHIMOIHEHUS paOOTHI;

- caMOaHaJlu3, CAMOKOHTPOJIb;

- MpoBepKa paboT CTy/AEHTA, BbIJIEIICHUE U pa300p TUITUYHBIX IPEUMYIIECTB U OIHNOOK.

CamocrosTenbHas paboTa MPOBOAUTCS B BHJIE KPOCCBOP/IA M COCTABJICHUSI KOHCIIEKTA.
[TpaBuna opopmiieHHsI KPOCCBOP/IOB:
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1. KpoccBopzn MoxeT ObITh 0()OpMIIEH OT pyKH Ha JucTax Gopmara A4 uinu HaOpaH Ha
KOMITBIOTEPE C UCTIOIH30BAHUEM JIFOOOT0 TEKCTOBOTO MIIM TAOJMYHOTO PEAAKTOPA U pacreyaTaHn
Ha MPUHTEpE.

2. Ilpu cocTaBieHUU KPOCCBOPAA MOXHO HCIOIb30BaTh CHELHATbHBIE KOMIIBIOTEPHbIC
nporpammbel  Tuma «HotPotatoes», «EclipseCrossword», «Decalion» wumum OecruiaTHbie
OHJIaifHOBBIE cepBUCHl THNa «Dabpuka KpoccBopaoB». IIpu 3TOM KpoccBOpA JOKEH OBbITh
COXpaHEH Ha 3JIEKTPOHHbII HOCUTEIb B BU/IE€ UCIIOIHAEMOro (paiiina 1 MOXKeT ObITh peCTaBICH
B DJIEKTPOHHOM BHJIE.

3. PucyHOK KpoccBOpAa JOKEH ObITh YETKHUM.

4. CeTka KpoccBOp/ia 10JKHA ObITh BBIINOJIHEHA B ABYX 3K3EMIUISPAX:

5. 1-#1 sKk3eMIuIsp — ¢ 3al0JIHEHHBIMHU CIIOBAMU;

6. 2-#1 SK3eMIUIsIp — IMyCcTasi CeTKa TOJIBKO ¢ nu(paMu NO3HIUH.

7. TonkoBaHus cioB (OHpeAeaeHHs) AOJKHBI ObITh CTpOro JakoHW4YHbIMU. He cinenyer
JenaTh WX NPOCTPAHHBIMH, W3JIMIIHE HCYEPIBIBAIONIMMY, MHOTOCIOBHBIMU, HECYIIMMHU
U30BITOYHYIO MHPOpMaLUIO. B onpeneneHusx He JOKHO ObITh OTHOKOPEHHBIX CIIOB.

8. Kaxxmomy ciioBy B ceTke KpoccBopaa mIpucBamBaercs Homep. Ilpum stom HOMepa
paccTaBIIAIOTCS MOCIE0BATENIBHO CIEBA HAPABO, OT BEPXHEH CTPOUKU K HIXKHEH.

9. OTBeTHI HA KPOCCBOP IMYOIUKYIOTCS OTAebHO. OPOPMIISIOTCS Ha OTJEIBHOM JIUCTE.

CocraBieHne KOHCIIEKTa 10 0003HaYeHHBIM BOIIPOCAM TEMBI.

KoncnektupoBanue - Haubosee CiloxHBIA 3Tan paOoThl. OBlajeHHWe HaBbIKaMU
KOHCIIEKTUPOBaHUsI ~ TpeOdyeT OT  CTyJAeHTa  LEeJeyCTPEeMJICHHOCTH,  IOBCEIHEBHOU
CaMOCTOSITENIbHOM pabOThI.

KoHcnekT yckopsieT MOBTOpeHHe MaTepuala, 5KOHOMHUT BpeMs IPU MMOBTOPHOM, MOCIIE
OTIPENIeIEHHOTO TepephIBa, OOPAIICHNH K YK€ 3HAKOMOW paboTe. YUNTHIBas MHAWBUIYAIbHBIC
0COOEHHOCTH Ka)KI0T0 CTY/I€HTa, MOYKHO JaTh JIMIIb HEKOTOphIe, HanboJiee onpapaaBiIe ceos
o0rIre mpaBuIia, ¢ KOTOPBIMH MPETIOAaBaTENb U 00s3aH MO3HAKOMHUTH CTYICHTOB!

1. 'maBHOE B KOHCIEKTEe HE 00beM, a cojepxkaHue. B HeM NOKHBI ObITh OTpa’KE€HbI
OCHOBHBIE IPUHINITHAIFHBIE TIOJIO)KEHUSI HCTOYHHUKA, TO HOBOE, YTO BHEC €0 aBTOP, OCHOBHBIE
METO0JIOTUYECKHE TOJ0KEHUs paboThl. YMEHHE u3jaraTb MBICIM aBTOpa C)KaTo, KPAaTKO U
COOCTBEHHBIMHU CJIOBAaMH TPHUXOJIUT C OMBITOM M 3HAaHWSIMU. HO WX HAKOIUICHHIO ITOMOTaeT
COOJIIOJIEHHE O/THOTO Ba)KHOTO MPAaBUJIa — HE TOPOIMUTHCS 3aMMCBHIBATh IPU NIEPBOM K€ YTCHHH,
BHOCHUTH B KOHCIIEKT JIMIIb TO, YTO CTAJO SICHBIM.

2. ®opma BelCHUS KOHCIIEKTa MOXET OBITh CaMOil pa3HOOOpa3HOW, OHAa MOXKET
U3MEHATHCS, COBEPIICHCTBOBAThCA. HO HAuMHATBCS KOHCIEKT BCETJAa MOJDKEH C YKa3aHWs
MOJTHOTO HAaUMEHOBaHMA paboThl, aMUIIMK aBTOPA, TOAA U MECTa M3AAaHUs; LUTAThl OepyTcs B
KaBBIUKH C 00s3aTeTTLHON CCHUTKOM Ha CTPaHHIly KHHTH.

3. KoHceKT He JOIKEH OBITh «CIENbIMY, 0€3TMKHM, COCTOSIINM U3 CIUIOIIHOTO TEKCTA.
Oco00 BaxXHBIE MeCTa, SIPKHE MPUMEPHI BBIICISIFOTCS IIBETHBIM MOTYCPKUBAHUEM, B3STHEM B
paMouKy, OTTEHEHHEM, TIOMETKaMH Ha TOJISAX CHEelHaIbHBIMU 3HAKaMH, YTOOBI MOXKHO OBLIO
OBICTPO HAWTH HYXHOE MOJIOKeHHE. [|OMOTHUTENbHBIE MaTepHaibl U3 JPYTHX HCTOYHHKOB
MOYKHO J1aBaTh Ha IOJISX, TJI€ 3alIUCBHIBAIOTCS CBOM CYXKJIEHUS, MBICJIH, TIOSBUBLIMECS YK TOCIIe
COCTaBIJICHUS] KOHCIIEKTA.
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PexomeHaanum CTyIeHTaM MO U3Yy4YEeHUIO PEKOMEHI0BAHHOI JUTEPATyPhI

[Ipy moAroTOBKE W YCBOGHWM MaTepuaia 3aHATHH JICKIMOHHOTO THUIMA CIIEAyeT
o0Opamarbcss K PeKOMEHIAIUSM MPEoIaBaTelisi, a TAKXKE OCYIIECTBISTh CaMOCTOSTEIbHBIN
1o100p HEOOXOAMMBIX HCTOYHUKOB.

PexomeHnnyemass nuteparypa NPUBOJUTCS B pabouedl mporpamme JAMCHUTUINHBI
«/lokyMeHTalMOHHOE OOeCTieUeHNEe YIPABJICHHUS» U JIOJDKHA OBITh HCIIOJIb30BaHA TOJBKO W3
oubmuoreku Kocranaiickoro ¢unmnana ®I'BOY «Yenl'V» u 370eKTpOHHBIX OHUOIMOTEYHBIX
CHCTEM.

[lepedyenp npodeccnoHaabHbIX 0a3 JaHHBIX ¥ WHPOPMAIMOHHBIX CIIPABOYHBIX CUCTEM
JUTSL U3YYICHHS TUCIUTUTHHEI «JlOKYMEHTAIMOHHOE 00ECIICUYeHUE YIIPABICHUS:

1. Hayuno-anektponHas Oubnuoreka elibrary [Dnektponnsiii pecypc]. — URL:
http://elibrary.ru
2. DnektponHo-6ubanoreunas cucremMa «JIAHb» [Onextponnsiii pecypc]. — URL:

http://e.lanbook.com

3. DnexkTpoHHO-OMONMMOTeUHass cucTeMa «YHUBEpPCHUTETCKas OuOIMOTeKa OHIIalH»
[DnexTponnslii pecypce]. — URL: http://www.biblioclub.ru

4. DnexTpoHHO-OMOIMOTeyHast cuctema «lOpaitt»y [DnexTponnslii pecype]. — URL:
http://www.urait.ru

CryneHTaM pEKOMEHIYeTCsl TOJy4YuTh B OHOMMOTEKEe YYEeOHYIO JUTEparypy o
JTUCLUIUIMHE, a TakXe oOpalarbCs K 3JIEKTPOHHBIM OMOIMOTEYHBIM CHCTEMaM, JOCTYNE K
KOTOPBIM ecTh Ha caiiTe ¢umana https://csukz.ru/universitet/bibl

IIpu pabGote ¢ yueOHON mnHMTEpaTypol cielyeT YYWUThIBaTh, YTO B OOJBIIMHCTBE
y4eOHMKOB M Yy4€OHBIX TOCOOMW JENal0TCs CCHUIKM, CHOCKM Ha JPyTrue JHUTEPaTypHbIC
UCTOYHUKH, IPUBOJIUTCS CIMCOK JIUTEPATYPHI IO PACKPBIBAEMOH B JINTEpAType Mpodieme.

Jnist TTOJTHOLIEHHOW MOJATOTOBKH K 3aHATHSM TOJIBKO YTEHHE y4eOHWKa WM y4eOHOTO
nocoOusi HEJOCTATOYHO — B HUX M3JIaratoTCs TOJIBKO MPUHLIUIINAIBHBIE OCHOBBI, B TO BpEeMs Kak
B MOHOTpadusX M HAYYHBIX CTaThsX Ha Ty WJM WHYIO TEMY pPacCMaTpUBAEMBIH BOMPOC
aHAJTM3UPYETCs C pa3HbIX PaKypcoB MM TOYEK 3pPEHMs, HO B JHOOOM ciydae J0CTaTOYHO
noipoOHO U ryboko. Tem He MeHee, YTOOBI JOKHBIM 00pa30oM COPUEHTHPOBATHCS B 3a/IaHUH,
HE00XO0/IMMO U3YUUTh COJIEpKaHUE U HEKOTOPbIE 3JIEMEHThl YUeOHUKA WM yUeOHOTO MOCOOHs.
OueHuB 3ajaHue, BRIOPAB HYXKHBIM (DparMeHT, U MOJA00paB COOTBETCTBYIOIIYIO JINTEPATYPY,
MOYKHO TPUCTYNATh C K MOATOTOBKE K 3aHATHIO.

B cnydae BO3HHMKHOBEHHWS HESCHBIX BOIPOCOB CTYIEHT MOXET TIOJIYYHUTh
WHAVBUAYAIbHYIO KOHCYJBTAllMI0 TPEMoAaBaTeNss COrfacHoO TpaduKy KOHCYJIbTAIUM,
YTBEpKJICHHOMY Ha Kadepe.
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CnucoK peKOMeH1yeMOi JIUTepaTypbl

1. AGynmanze, [I. I. JloKyMEHTAIlMOHHOE OOECIICUCHHE YIPABJICHUS IMEPCOHAJIOM :
yueOHUK U mpakTukym Juis By3oB / 1. I'. AGynanse, U. b. Beimpsokkuna, B. M. Macnosa. — 3-
e u3l., nepepad. u gom. — Mocksa : M3marensctBo HOpaiit, 2024. — 374 c¢. — (Bsicmee
obpazoBanue). — ISBN 978-5-534-16669-9. — Tekcr : snexTponHsblil / OOpa3zoBarenbHas
wiatgopma Opaiir [caiit]. — URL: https://urait.ru/bcode/536724

2. Kysuenos, U. H. JlokymeHTanimoHHOe o0ecnieueHne yrnpasieHus. JJokyMeHTo000poT
U JICIIONPOU3BOICTBO : Y4eOHUK U IpakTUKyM 11t By30B / U. H. Ky3nenoB. — 4-e u3zn., nmepepao.
u non. — Mocksa : U3narensctBo FOpaiit, 2024. — 545 c. — (Bricee o6pazoBanue). — ISBN
978-5-534-16003-1. — Tekcr : anexTpoHHbIN // ObpazoBarenbHas mwiardopma FOpaiit [caiit].
— URL: https://urait.ru/bcode/535548

3. Ky3uenos, 1. H. [lenonpousBoactso : yuebHoe mocodue : [16+] / M. H. Ky3nenos. —
13-e u3n. — Mockasa : Jlamkos u K°, 2024. — 406 c. — Pexwum nocryna: no nmoanucke. — URL:
https://biblioclub.ru/index.php?page=book&id=711135

4. Konpimkuna, T. Bb. JlenoBele  KOMMYHHKAIIUH, JTIOKyMEHTOOOOPOT U
JEJIONPOU3BOJCTBO : yueOHoe nocodue st By3oB / T. b. Konbrkuna, U. B. llyctuna. — 3-e
u3a., ucnp. u gon. — MockBa : MznatensctBo IOpaiir, 2024. — 145 c¢. — (Bsicmee

oOpaszoBanue). — ISBN 978-5-534-14216-7. — Tekcr : snexTpoHHbIH // OOpazoBaTenbHas
wiatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/538163
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OTMeTKH 0 MPOJUIEHUH CPOKA NEHCTBUS

Meroanueckne pPEeKOMEHAAIMM HPOJOHTUPOBAHBI Ha
2024 / 2025 y4ueOHBIN TOA peUIeHHEM YYEHOTO COBETa
Kocranaiickoro ¢ummana ®I'BOY BO «Henl'Y»

oT «29» ¢erpains 2024 r. [IpoTokom Ne 7

Meroanyeckne PEeKOMEHAAIMHM IPOJOHTHPOBAHBI HA
20 /20 y4eOHBIH ron pemeHneM yIEHOTO COBETa
Kocranaiickoro ¢unuana ®I'BOY BO «Henl'Vy»
oT « » 20 r. [Ipotokom Ne

MeTOI[I/I‘IeCKI/Ie PEKOMCHAAMU TPOJOHIMPOBAHbBI Ha
20 /20  y4eOHBI roj pelieHneM y4E€HOTO COBETa
Kocranaiickoro ¢unuana ®I'BOY BO «Henl'Vy»
OT « » 20 r. [Ipotokon Ne
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