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3amaHusi cocTaBieHbl Ha OcHOBe paboueir mporpammel mo  OILl. 04
«/lokymeHTalIHOHHOE oO0ecmevyeHHe YNPABJEHUS» 10 CHEIHAIBHOCTH CPEIHEro
npodeccuonanpHOoro obpaszoBanus (daree CIIO)  38.02.01 «IxoHomMmMKa U
Oyxrajrepckuid y4€t (1o oTpacjasim)»
J1J1 TOJIHOTO OBJNIAICHUS 3HAHUSIMU U YMEHUSMHU, CTYJEHTY HE00X0IUMO
3aHMMATbCsl BHEAYIUTOPHOM CaMOCTOSATENBHON pabOTOM B TeUeHUE Y4eOHOTO roa.
Bompocel ©  3amaHMs Ha  CaMOCTOSITENIBHYIO — pabOTy  OIpenessioTCs
IpenoAaBaTesieM U OXBaThIBAIOT Y4€OHBIM MaTepual, KOTOPBI HE paccMaTpUBaeTCs
Ha ayJUTOPHBIX 3aHITHSIX.
3amaHue Ha CaMOCTOSATENbHYIO Pa0OTy BKIIIOYAET:
— paboTa c KOHCIIEKTOM M y4eOHOU JIUTEpaTypou;
— TOATOTOBKA K TECTUPOBAHHUIO;
— TOJrOTOBKA K MPaKTUYECKUM padoTaM, 0pOpMIIEHUE OTUETOB;
— TOATOTOBKA K 3aHSATHUAM IO KOHTPOJIBHBIM BOIIPOCAM;
B kauecTBe BUIOB KOHTPOJIS IPEAYCMOTPEHO:
— HaOJIO/IeHNE U OIIEHKA BHITIOJIHEHHS PAKTUIECKUX padoT;
— OIICHKA MO pe3yabTaTaM TeCTUPOBAHUS;
— OIICHKA MO pe3yJbTaTaM yCTHOro (M/WIM MUCbMEHHOTO) Onpoca



HOACHUTEJBHASA 3AIIMCKA

Meroauyeckne peKOMEHIALMUA IO BBINOJHEHHIO CAMOCTOSTEIbHONW BHEAYJIUTOPHOM
padotet mo OIIl. 04 «/lokymeHTaMOHHOe o0ecnedeHHe YNPaBJIEHUS
MpeaHa3HAYCHBI I CTYJIECHTOB 2 Kypca crueruanbHocTd 38.02.01 «IKoHOMMKA U
Oyxraarepckuii y4éT (1Mo oTpacasim)»

Bueayauropnas camoctosiTenbHas paboTa MPOBOIUTCS C LIETBIO:
CUCTEMATH3allMM W  3aKPEIUICHUS] TOJIYYEHHBIX TEOPETHUUYECKUX 3HAHUU U
MPAKTUYECKUX YMEHUW CTYJICHTOB;
yrayOJeHus U paclIupeHus TeOPETUYECKUX 3HAHUM;
dbopMHUpOBaHUS YMEHHI HCIOJIb30BaTh HOPMATHUBHYIO, IPABOBYIO, CIPABOYHYIO
JIOKYMEHTAIIUIO U CTICIIUATIBHYIO TUTEPATYPY;
pPa3BUTHS TO3HABATEIBHBIX CHOCOOHOCTEH M AKTUBHOCTH CTYIEHTOB: TBOPUYECKOM
WHUIIMATUBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH, OPTaHU30BAHHOCTH;
dbopMUpPOBAHUE CAMOCTOSITEILHOCTH MBIIUICHUS, CIIOCOOHOCTEN K CaMOpa3BUTHIO,
COBEPIICHCTBOBAHUIO U CAMOOPTraHU3alUK;
dbopmupoBaHus 00IUX U TPO(HECCHOHATBEHBIX KOMITETCHIIUMA
Pa3BUTHIO UCCIIEOBATEIbCKUX YMEHUM.

BueayautopHas caMmocTosTelbHass pa0OTa BBIMOJHSIETCS CTYJIEHTOM IO
3aIaHUI0 TIpernojiaBaresisi, Ho 0e3 ero HemocpeactBeHHoro ydactusa. [lo  OIL. 04
«JlokyMeHTallMOHHOE o0ecrieyeHre YIPABJIEHUD> UCIIOIB3YIOTCS CIEAYIOIIUE BUJIbI
3aIaHUI 11 BHEAYJUTOPHOU CaMOCTOSITEIbHOM pabOThl: BBIMOJHEHHUE, MOATOTOBKA
COOOIICHHH, JOKJIAI0B, MPE3CHTAIIMN, KOHCIIEKTa, paboTa ¢ MCTOYHUKAMH.

[lepen BbIMOJHEHUMEM CTYyACHTaAaMH BHEAYAUTOPHOM CaMOCTOATENbHON pabOThI
penoaaBaTelib NPOBOJUT HHCTPYKTAXK MO BBINOJHEHUIO 33JJaHUSI, KOTOPBIA BKIIFOYAET
LeNnb 3aJaHusi, €ro CoJIep)KaHue, CPOKU BBINNOJHEHUS, OPUEHTUPOBOYHBIN 00BEM
paboThl, OCHOBHBIE TpeOOBaHMS K pe3yjbTaTaM pabOThl, KPUTEPHUH OIICHKU. B
Ipolecce MHCTPYKTa)ka IMPENnoaaBaTellb MPENYNPEXKIAET CTYJIEHTOB O BO3MOXHBIX
TUMHUYHBIX OIMMOKAX, BCTPEUAIOIIMUXCS MPU BHITIOTHEHUU 3aJaHUS.

B kadectBe QopM M METOJOB KOHTPOJISI BHEAYJUTOPHOM CaMOCTOSATEIbHOU
paboThl CTYJEHTOB HCIOJIb3YIOTCSl 3a4€Thl, TECTUPOBAHUE, 3alIUTa NPAKTUYECKUX
paboT, KOHTPOJIbHBIE PAOOTHI.

KpurepusiMmu OILIGHKH pe3ylbTaTOB BHEAYJAUTOPHONW CaMOCTOSITEIBHOU pPabOTHI
CTYJI€HTA SIBJIIFOTCS:
v’ ypOBEHb OCBOEHHUS CTYICHTOM y4eOHOTO MaTepuaa;
v\ yMEHHE CTyJEeHTa HWCIOJIb30BaTh TEOPETUUECKHE 3HAHWS TIPH BBIMOJHEHHH
MPAKTUYECKUX 33/1a4;
v c(hOpMHPOBAHHOCTE OOILEYYEOHBIX YMEHHIA;



v/ YpOBEHb YMEHHUS aKTHBHO WCIIOJb30BaTh OJIEKTPOHHBIE 00pa30BaTEIIbHbIE
pecypchl, HAXOAUTh TPeOyIolyoCs HH(MOPMAIUIO, U3y4aTh €€ U MPUMEHSTh Ha
MPaKTHUKE;

v 000CHOBaHHOCTD M YETKOCTH U3JI0KEHHUS OTBETA;

(\

oopmiieHne MaTepuaia B COOTBETCTBUU C TPEOOBAHUSIMU;
v YypOBEHb YMCHHUS YETKO C(HOPMYIHUPOBATH MPOOIEMY, MPEIIOKHUB €€ PEIICHHUE,
KPUTHUYECKU OLIEHUTH PEIIEHUE U €r0 MOCIIECTBUS;
v/ ypOBEHb  yYMEHHS  ONPEICINTh,  POAHAIU3UPOBATH  AIBTEPHATHBHBIC
BO3MO>KHOCTH, BAPUAHTHI IEUCTBUI;
v ypoBeHb yMeHHUS C(HOPMYIHPOBATh COOCTBEHHYIO MO3HUIIMIO, OICHKY |
apryMEHTUPOBATH €€.
3amanus 11 BHEAYAUTOPHOM CaMOCTOSATENBHOM padOThI paccunTaHbl Ha 15 Jacos.



BBenenue

Ha3naueHnue maHHOTO MOcoOMs — OKa3aHUE METOAMYECKOW MOMOIIM CTYACHTY B
BBHITIOJITHCHUH CaMOCTOSITEIHHONW BHEAYTUTOPHOMN paOOTHI.

Pazgen 1. JlokyMeHTHPOBaHUE YIIPABJICHYECKON 1eATeIbHOCTH

Tema 1.1. CocTaB ynpaBiieHUE€CKUX TOKYMEHTOB, CUCTEMbI JJOKYMEHTAIIUU
Tema 1.2. Cucrema opraHn3aliMOHHO-PACHOPSAIUTENBHON JOKYMEHTAIIUN
Tema 1.3. [loroBopHO-TIpaBOBas TOKyMEHTAIUA

Tema 1.4. JJoKyMEHTBI 110 BHEHTHEIKOHOMHUYECKOU €TEIBHOCTH

Tema 1.5. IIpeTeH3MOHHO - UCKOBAsi JOKYMEHTAIIUS

Paznen 2. Opranusanus padoTbl ¢ JOKYMEHTAMU

Tewma 2.1. Opranuzanus 10KyMeHTO000poTa

Tema 2.2. Opranuzanus perucTpauyu JOKYMEHTOB U KOHTPOJIb HCTIOJTHEHUS
Tema 2.3. Opranuzanusa XxpaHeHus T10KyMeHTOB. HoMeHkiaTypa nen

Tema 2.4. Ilopanok nepenadyn TOKYMEHTOB B apXHUB WUJIM HA YHUYTOKECHHE

3agaHus 11 BBITTOJTHEHHUS CAMOCTOSATEIIBHOM paOOThl HMEIOT CIICYIONIYIO CTPYKTYPY:
. HaumenoBanue pazaena
. HaumeHnoBaHue TeMbl Ha CaMOCTOSITETILHYIO paboTy
. Camo 3aganue
. Llenp BeITTOJTHEHUS 3aaHUS

1
2
3
4
5. Meroanueckure yKa3aHusl IO BBIITOJIHEHHUIO
6. Boripocsl /15t CaMOKOHTPOJIS
7. CIMCOK JIUTEepaTyphl
8. ®opma O0TYETHOCTH

PyKoBOJICTBO K M3y4YEHHIO TEOPETHUYECKOTO Kypca MPEACTaBISICT COOOM HE 4YTO
WHOE, KaK IUIaH W3yYeHHs pasfena 1Mo TeMaM C PEKOMEHIYeMBbIM CITUCKOM
autepaTypel. Ha BHeayIWTOpHYIO CaMOCTOATENbHYIO paboTy CTYACHTOB TIO

IUCIUINIMHE, OTBOAUTCA 15 "acos.



CamocTosiTesibHAsi (BHeayAUTOPHAsi) padoTa mo y4e0Hoi JUCHUIJINHE
OIl. 04 «/lokymeHTallHOHHOE O0ecIeYeHUEe YIIPABJICHUS»

Koua-Bo
YacoB Ha Bun
HaumeHoBaHuUe pa3esioB U TeM | CAMOCTOST | CAMOCTOATEIbHOU | DOPMBbI KOHTPOJISA
eJIbHYIO padoTHhI
padory

Paszpnen 1. JlokymMeHTHpPOBaHHE YIIP

aBJIeHYeCKOH ACHATCJIBbHOCTH

Tema 1.1. CoctaB ynmpaBiieHUECKHX Oruenka no
JIOKYMEHTOB, CUCTEMBI Pa6ora ¢ pe3ynbTaram
JIOKYMEHTaIUH 2 KOHCIIEKTOM U KOHCIIEKTUPOBAHUS,
y4eOHOM MOJIFOTOBKA K
JUTEPATypOit HAMTMCAHUIO TECTa
Co3nanue 3ammra
MIPE3CHTAINHU Ha MIPE3CHTAINU Ha
temy «HcTopus ypoKe
BO3HUKHOBEHHUS
JOY»
Tema 1.2. Cucrema 4 Co3nanue 3ammra
OpraHu3alnoOHHO - Mpe3eHTaIuU Ha Mpe3eHTaIuu Ha
PacropsIANTENILHON TOKYMEHTAINH Temy «Cucrema ypoke
OpraHU3aIlMOHHO-
pacnopsAIUTENBHON
JIOKYMEHTAIIUI)
PaGora B [TonroroBka K TecTy
nporpamme Wi PpoHTATILHOMY
Koncynbrant Onpocy
TUTFOC
Tema 1.3. JloroBopHO-IpaBoBas 2 PaboTta B [ToaroroBka k TecTy
JIOKYMEHTaLUs nporpaMme Wi (ppoHTATILHOMY
Koncynbrant Onpocy
TUTIOC
Tema 1.4. JokyMeHTBHl 1O 1 PaGora ¢ Ouenka 1o
BHEIIIHEIKOHOMHYECKOM KOHCIIEKTOM U pe3yabTaTtaMm
JeSATeTbHOCTH y4aeOHOU KOHCIIEKTUPOBAHUS
JIUTEPATYPOH
Tema 1.5. IIpeTeH3MOHHO - HCKOBas 1 Pedepat nnu BricTynenue Ha

JOKYMCHTaIus

MIPE3CHTALMS Ha
TEMY:
«IIperen3nonHo-
MCKOBast
JIOKYMEHTALIHSI»

ypoke

Paznen 2. Opranuzanusi padoThbl ¢ JOKYMEHTAMH




Tema 2.1. Opranuzanus 1 Co3nanue 3ammra
JIOKyMEHTO000poTa Mpe3eHTaIuu Ha Mpe3eHTaluu Ha
TEMY: ypoke
«Opranuszanus
paboTHI C
JIOKYMEHTaMI
Tema 2.2. Opranuzanus 2 PaGora ¢ Onenka o
perucTpauu  JOKYMEHTOB U KOHCIIEKTOM H pe3ynbTataMm
KOHTPOJIb UCTIOJTHEHUS y4eOHO KOHCIIEKTUPOBAHMUS
JIUTEPATYpOn
Tema 2.3. Opranuzanus XpaHEHUS 1 Pabota B [ToaroroBka k Tecty
NOKyMeHTOB. HomeHKkitatypa nen IporpaMmme WK (PpOHTATIBHOMY
Koucynbrant OTpocCy
TUTIOC
Tema 2.4. Tlopsmoxk mnepenaydu 1 PabGora B [ToaroroBka k Tecty
JOKYMEHTOB B AapXuB WU Ha nporpaMme Wi (ppoHTATILHOMY
YHUYTOKCHHE Koncynbrant OTpocCy
TUTFOC

Bcero:

15 gacoB




CTPYKTYPA 3AJIAHUI
IJISI CAMOCTOSITEJIBHOM PABOTHI
no yuyeoHoii qucuuninne: OIL. 04 «/lokyMeHTalIHOHHOE 0OecriedeHue
yIpaBJIeHUsD»

Pazoen 1. /lokymenmupoeanue ynpasieH4ecKkoil 0eameibHOCmu

TEMA 1.1 COCTAB YIIPABJIEHYECKHUX /IOKYMEHTOB
CUCTEMbBI IOKYMEHTALIUHU

3aoanue Ne 1 Pabora ¢ KOHCHEKTOM M Yy4eOHOH JUTEpaTypoil, MOATrOTOBKa K
MUCbMEHHOMY ompocy (yctHomy) 1o TeMe 1.1 CocTtaB ympaBlieHYECKUX JTOKYMEHTOB,
CUCTEMBI JOKYMEHTALINH.

Ilenwb 3a0anua: 3axkpenueHue U CUCTEMATU3AUA 3HAHUN CTYAEHTOB I10 TEME.

Memoouueckue yKazaHus noO 6bINOIHEHUI0 3A0AHUA O 6HeaAyOUMOPHOIL
CamMoCmoAmenvHoll padomul:

1. BHuMaTeNnbHO MpoYMTalTEe YYEOHBI MaTepual, W3JI0KEHHBII B OIMNOPHOM
KOHCIEKTE U YUYEOHOM IuTeparype.

2. TlogroroBbTech K BBHIMOJIHEHHWIO MHCHMEHHOTO (YCTHOMY) OIpoOca, AJsl Yero
PEKOMEHYETCsl IOBTOPUTH M MPOAHAIM3UPOBATh H3yUYEHHBIN yUeOHBII MaTepual.

Bonpocwt ona camoxonmponsa:

1. JIath MOHATHE «IOKYMEHT», «TOKYMEHTOBEACHHUEY, «JICTOTPOU3BOJICTBOY,
«JIOKYMEHTAIIMOHHOE 00ECTICUCHHE YIIPaBICHUSY;

2. Ha3zBatb cpeicTBa JOKYMEHTUPOBAHUS;

3. Ha3zBatb 3akoHO/IaTeIbHBIE U MTPABOBBIE aKThI B chepe MHPOpMaIUU U
JIOKyMEHTAIUH;

4. JlaTh IOHSITHE TOCYIAPCTBEHHON CUCTEMBI IOKYMEHTAIIMOHHOTO 00eCTieYeHMs
YIPABJICHHS U IaTh KPATKYIO XapaKTePUCTHUKY;

5. [lepeuncinuTh OCHOBHBIC TPYIITHI JOKYMEHTOB;

6. Ha3BaTh (hyHKIIMM TOKYMEHTOB M J1aTh UX XapaKTCPUCTHUKY;

7. JlaTh IOHATHE CHCTEM JIOKYMEHTAIIUH HAa3BaTh UX Ha3HAUCHUE W BUBI JOKYMCHTOB;
8. JlaTh MOHATHS «YHUDUKAITUNY, «CTAaHAAPTHU3AIUN YIIPABICHUCCKUX TOKYMEHTOB.

Pexomenodyemasn numepamypa.
1. bacakoB M. U. «/lemonpousBoactBo» - M.; uzn. «Kuopyc», 2016 ., ¢.216
2. Ky3nenoB M. H. «JlokymeHTanmoHHOe oOecliedeHHe YIpaBiCHHUsD» - y4deOHOe
nocobwue g CIIO: uza. FOpaiit, 2016r.
3. Ky3nenoa W. B., Xauarpsn [I. A. «JlokyMeHTalmoHHOE oObOecreueHue
ynpasnenus» — Caparos: Al [lu Menua, 2016r., c.109
. JlenkeBuu JI.A. «/lenonpou3BoactBo» - M.; uzn. «Akaaemus», 2014 r., ¢.256

.IMmenko A.B. «J/lokymeHTanlmoHHOE oOOecIlieueHre yhpaBiaeHus» - M.; U3
«Axanemus»,2014r., c.224
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6. I'punbepr A. C., 'op6aués H. H. «/lokymeHTanimonHoe o0ecrieueHue ynpaBaecHUsD)
- M.: u3a. FOnutu-/lana, 2016r., ¢.391

7. Poroxxun ML.IO. «JlemonpousBoacTBo» - yueOHoe mocobue - M.; uza. «JIupekr -
Menua», 2014 1., 229c.

QOPMCI omuyemnocmu. OHCHKa I10 pE3yjbTaTaM KOHCIICKTUPOBAHUA

3A/TAHHE Ne2: Pazpabotarh npesentanuio mo Teme 1.1. CocTtaB ymnpaBieHUECKUX
JTIOKYMEHTOB, CUCTEMbI JOKyMEHTALIUH.

Ilens: npuBuTHE HABBIKOB OMOIMOrpadUUecKOro Moucka HeoOXOAMMOM JTUTEpaTyphl (Ha
OYMa)XXHBIX HOCHUTENSX, B QJICKTPOHHOM BUJIE);

Tembot 012 évtnonnenusn npezenmayuu: Vicropus BO3BHUKHOBEHMS U pazButus J[OY

Memoouueckue ykazanun:

1. 3yyeHue TeopeTHYecKOro MaTepraa rno 3aJaHHOi TeMe.

2. PazpaboraiiTe miaH npe3eHTaluu M0 BEIOPAaHHON TeMe

3. [logOepure wuHGOPMAIIMOHHBIE MAaTEPHAIIBI, C UCHOJIB30BAHUEM KOTOPHIX Oyaer
CTPOUTHCA MPE3CHTALIUS.

4. TlonroroBbTe OTNIeJIbHBIE MH(GOPMAIIMOHHBIE PECYpPChl Ha  AJIEKTPOHHBIX
HOCHUTCIIAX B BHUIAC CJIElfII[OB C HUCIIOJIb30BAHHUCM CIICHUAJIBHBIX IIPpOI'paMM (POWGI’
Point)

5. BeimomHUTE Mpe3eHTalMio ¢ UCIIOIh30BaHUEM pa3pabOTaHHBIX MPE3eHTAIIMOHHBIX
pecypcoB (Cl1aifioB)

Pexomenoyeman tumepamypa:
1. bacakoB M. U. «JlemonpousBoacteo» - M.; m3a. «kKaopycey, 2016 1., ¢.216
2. Kyznenor M. H. «JlokymeHTaIllmoHHOE OOECICUYCHHE YIPABICHUS» - Y4eOHOE
noco6ue st CI1O: u3a. FOpaiit, 2016r.
3. KysznennoBa W. B., Xawarpsu [I. A. «JlokymenTanmonHoe o0ecredeHne
ynpasnenus» — Caparos: Au [Iu Menuma, 2016r., c.109
4. Jlenkeuu JI.A. «JlenonpousBoacTBo» - M.; u3a. «Axkanemus», 2014 r., c.256
5. IImenko A.B. «JlokymeHTarimonHoe obOecrieueHue ymOpaBieHus» - M.; 3.
«Axanemus»,2014r., c.224
Dopma omuemnocmu: 3aINUTA TIPE3CHTALUN

TEMA 1.2. CHCTEMA OPTAHU3AIL[HOHHO-PACIIOPS/IUTE/IbLHOH
JJOKYMEHTAILIUH

3A/JAHHUE Nel: Pazpabotath npe3eHrtanuto mo Teme 1.2. Cucmema opeanusayuorHo-
PacnopsaoumenbHol OOKyMeHmayuu

Ilenw: npuBUTHE HABBHIKOB OMOIMOrpaUUECKOTO MOMCKAa HEOOXOUMOM JTUTepaTyphl (Ha
OYMaXXHBIX HOCHUTENSX, B JJIEKTPOHHOM BUJIE);



Tembt 0151 6binOIHEHUA NPE3CHMAUUU:

1. Cucrema opraHu3allOHHO-PACTIOPSIUTENBHON TOKYMEHTALIUN
2. Cucremsl nokymeHTauuu. Kinaccuduxamus 10KyMeHTOB

Memoouueckue ykazanusa:

6. Beibepute TeMmy, 1Mo KOTOpOW OyJIeT TOTOBUTHCS KOMIIBIOTEpHAsl MpE3EHTaLus;
U3yYEHUE TEOPETUUECKOr0 MaTepuaa 1o 3aJaHHOMN TeMe.

7. PazpaboraiiTe mjiaH npe3eHTalluy 10 BEIOpaHHON Teme

8. [lonOepure wuHGOPMAIIMOHHBIE MAaTEPHAIIbI, C UCIOJIB30BAaHUEM KOTOPBIX OyaeT
CTPOUTHCA MPE3CHTALINS.

9. [loaroroBnTe OTJENbHbIE HMH(POPMAIIMOHHBIE PECypChl Ha 3JCKTPOHHBIX
HOCHUTEIIIX B BHUJE CJIAilJIOB C MCIOJB30BAHUEM CIIEHHANBHBIX Iporpamm (Power
Point)

10. BemonHute NPE3CHTAlMI0  C  HKCIOJIb30BAHUEM  pa3pabOTaHHBIX
IPE3EHTALIMOHHBIX PECYpPCOB (CIaiiioB)

Pexomenoyeman numepamypa:
6. bacakoB M. U. «Jlenonpoussoactro» - M.; u3a. «Kuopye», 2016 r., ¢.216
7. Ky3nenoB U. H. «/lokymeHTannmoHHOE oOO€clieYeHHE YIpPaBICHUA» - yueOHOE
nocob6ue 1t CI1O: u3a. FOpaiit, 2016r.
8. KysnenoBa WM. B., Xawarpsu I. A. «JlokymeHTammonHoe oOecreyeHue
ynpasnenus» — Caparos: Au [Im Menuma, 2016r., c.109
9. Jlenkeuu JI.A. «Jlenmonpon3BoacTBO» - M.; m31. «Akagemusi», 2014 r., ¢.256
10.ITmenko A.B. «J/lokyMeHTanmnmoHHOE OOeCIeUeHUue YMpaBleHUs» - M.; W31,
«Axagemus»,2014r., ¢.224
11.I'punbepr A. C., Top6aués H. H. «J/lokymenTanmonHoe oOecneyeHue
ynpasienus» - M.: u3z. FOuutu-llana, 2016r., ¢.391
12.Poroxun M.IO. «Jlemonpon3BoacTBo» - yueOHOe mocobue - M.; uza. «JIupekr -
Menmay, 2014 r., 229c.
Dopma omuemnocmu: 3a1IUTA TPE3CHTALUN

3ATAHHUE 2. Pabota B nporpamme «KOHCYynIbTaHT IUTIOCY», MOJATOTOBKA K YCTHOMY
OMPOCY WIN K TECTOBOMY 33JIaHUIO 110 TEME.

I]env 3a0anun: 3aKperyicHUe W CUCTEMAaTU3alMs 3HAHUW CTYACHTOB IO OTJEIbHBIM
TEeMaM.

Memoouueckue yKazauus noO 6bINOIHEHUIO 3A0aHUA 010 GHeaAyOUmOpPHOU
CamocmoamenvHoll padoomul:

1) BHUMATEIBLHO MPOYNTATh, U3YUHTh yUeOHBIH MaTepraj B MPOrpamMme.

2) IToAroToBUTHCSA K YCTHOMY OTBETY IO BOIPOCAM TEMbI WM  BBIMOJIHCHHIO
TECTOBOTO 3a/IaHMsI, JAJI1 YETO PEKOMEHAYETCS MOBTOPUTH U MPOAHATU3UPOBATH
W3YYEHHBIH yueOHbI MaTepHall.

3) CocTaBUTh pa3BepHYTHIHN IJIAaH OTBETA.

Bonpocwt ona pabomet 6 npozpamme «Koncynomanm niiocy:



1. Tlonsitue, CyIHOCTh  YHU(PUIUPOBAHHOM  CHUCTEMBbl  OPTraHHU3AIMOHHO-
pacnopsiIuTEeNTbHON TOKyMEHTAluU

[lepeuncnuth TpeOOBaHMUS, IPEABIBISIEMbIE K OPOPMIICHUIO TOKYMEHTOB
Knaccudukanuys opraHu3alimOHHO-PacoOPsIUTEIbHBIX JOKYMEHTOB
OpraHu3aiMoHHbIe JOKYMEHTBI, TOHSITHS, CYITHOCTb

PacniopsiautenbHble JOKYMEHTHI, IOHATHS, CYIIIHOCTD
CrnpaBo4HO-MH(DOPMAITMOHHBIC TOKYMEHTBI, TOHATHS, CYIITHOCTh

ook wn

Pekomenoyemasn numepamypa: ouck Koncynoemaunm niroc

QOPMCI OomuyemHocmu. YCTHLIﬁ OTBCT, HAIIMCAHUC TCCTA I1I0 TCMC.

TEMA 1.3. /IOI'OBOPHO - IIPABOBAA /IOKYMEHTAILIUA

3ANAHHUE 1. Pabota B nporpamMmme «KoHCynbTaHT IUIIOCY», MOJATOTOBKA K YCTHOMY
OIIPOCY MM K TECTOBOMY 3aJIaHHUIO 110 TEME.

Ilenv 3a0anusn: 3akpeluIeHHEe W CHCTEMATH3alUs 3HAHUU CTYACHTOB IO OTIEIbHBIM
TEMaM.

Memoouueckue yKazaHus noO 6bINONHEHUI0 3A0aAHUA 01 GHeaAyOUmOPHOU
CamMocmoamenvHol padomul:

1) BHMMATEJIbHO MMPOYHMTATh, U3YUNUTh YUECOHBIH MaTepHas B IPOrpaMme.

2) TToaroToBUTHCS K YCTHOMY OTBETY IO BOMPOCAM TEMbI WJIM  BBITOJHCHHIO
TECTOBOTO 3a/IaHus, [l YEr0 PEKOMEHAYETCS] MOBTOPUTH U MPOAHAIU3UPOBATH
U3Y4YEHHBIH yueOHbI MaTepHall.

3) CocTaBUTh pa3BepPHYTHIN IJIAH OTBETA.

Bonpocwt ona padomut 6 npocpamme «Koncyromanm niarocy:

[Tonstue norosopa (koHTpakrta). Tunoas popma. OCHOBHBIE pa3/eibl.
[TpumepHnas dhopma 0roBoOpa KyIIu-mpoaaku

[Tpumepnas hopma 10TOBOpA MOCTABKU

[Tpumepnas hopma TPaHCIIOPTHOTO JOTOBOPA

[Tpumepnas hopma 10TOBOpA MOPYUEHUS

[Ipumepnas hopma KpeIUTHOTO JOTOBOPA

Yuudunuposannas Gopma 3asiBKu

[Tpumepnas dhopma 3aI0rOBOTO 0053aTEIHCTBA

@opMbI TPOTOKOJIOB PA3HOTIACUI

CoNoOaRrwDE

Pexomenoyemasn numepamypa: ouck Koncynomaum niroc

1. bacakoB M. U. «JlenonpousBoacteo» - M.; m3a. «Kaopycey, 2016 1., ¢.216
2. Kyznenor M. H. «JlokymMeHTaIllMOHHOE OOCCIICUYCHHME YIPABICHUS» - Y4eOHOE
nocobue misa CIIO: uza. FOpaiit, 2016r.



3. Kysnenoa W. B., Xauatrpsu [I. A. «JlokyMeHTallmoHHOE oOOecCIeueHHe

ynpasieHus» — Caparos: Al [Iu Menua, 2016r., ¢.109

JlenkeBuu JI.A. «/lenonpousBoactBo» - M.; u3a. «Akagemus», 2014 r., ¢.256

[Tmenko A.B. «JlokyMeHTaliMoHHOE OOEeCIeUeHUE YMpaBieHUus» - M.; U3,

«Axanemus»,2014r., c.224

6. I'punbepr A. C., Top6aués H. H. «J/lokyMeHTanmoHHOEe oOecreueHme
ynpasneHus» - M.: u3a. FOuutu-Jlana, 2016r., c.391

7. Poroxxun M.IO. «/lenompousBoactBo» - yueOHoe nmocobue - M.; uza. «Jupexr -
Memmay», 2014 r., 229c.

o B

(DOPM(I omyemnocmu. YCTHBIﬁ OTBCT, HAIIMCaHUEC TCCTA I10 TEMC.

TEMA 1.4. JOKYMEHTBI IT0 BHEIIIHESKOHOMHWYECKOH
AEATEIBHOCTH

3aoanue Ne 1 Pabora ¢ KOHCHEKTOM M Yy4eOHON JUTEpaTypoil, MOATOTOBKa K
MUCBMEHHOMY orpocy (ycTHOMY) 110 TeMme 1.4 JIOKyMeHTBI IO BHEITHEAKOHOMUYECKON
JeSATETbHOCTH

HeJlb 3a0anus: 3aerHH€HI/IC U CUCTEMAaTHu3aIys 3HaHUM CTYACHTOB IIO0 TCMC.

Memoouueckue yKazaHus no 6bINOAHEHUIO 3A0aHUA 011 GHeAyOUmOPHOU
CamocmoamenvHoll padomel:

1. BHuMaTenbHO mpouydTaiTe Y4eOHBIM Marepuasi, HW3JI0KEHHBII B OMNOPHOM
KOHCIEKTE U YU4eOHOM IuTeparype.

2. TloaroroBbTech K BBIMNOJIHEHHIO NMHCBMEHHOTO (YCTHOMY) OIpoca, AJsl Yero
PEKOMEHYETCsl IOBTOPUTH M MPOAHAIM3UPOBATh U3yUYEHHbBIN yUeOHBI MaTepual.

Bonpocwt ona camoxonmponsa:

1. JlaTe moHSATHE «JIe70Bas nepenuckay. Kimaccudukarus T0KyMeHTAIUN 10
BHEIITHEAKOHOMUYECKOM IESITEIIbHOCTH.

2. PexBu3uth hopmynsapa-oOpasiia KOMMEPUYECKOTO MUChMa, TPEOOBAHMSI K
0(OPMIICHHIO.

3. Oco0Ople TpeOoBaHUS K TEKCTaM ITMChMa

4. TumoBbie (HOPMBI KOMMEPUYECKHUX TTUCEM

5. Buapl KOHTPaKTOB 0OPMIISIONINX BHEITHEAKOHOMHYECKYIO JICSITCIIBHOCTh

Pexomendyeman numepamypa:
1. bacakoB M. U. «/lenonpousBoactBo» - M.; uzn. «Kuaopyc», 2016 r., ¢.216
2. KysnenioB U. H. «JlokymeHTallMOHHOE OO€CIeUeHUE YIpaBieHUs» - y4eOHOE
nocobue ansa CIIO: uzn. FOpaiit, 2016r.
3. Kysnenoa U. B., Xauatrpsu I. A. «JlokyMeHTalimoHHOE oOOecCIeUeHHE
ynpasinenus» — Caparos: At [Iu Menua, 2016r., c.109
4. JlenkeBuu JL.A. «/lenonpousBoacteo» - M.; uzn. «Akagemus», 2014 r., ¢.256



5. ITmenko A.B. «JlokymeHTallMOHHOE oOOecIeueHue yIpaBleHus» - M.; u3..
«Axanemus»,2014r., c.224

6. I'punbepr A. C., Top6aués H. H. «J/lokyMeHTanmoHHOEe oOecreueHue
ynpasienus» - M.: u3z. FOuutu-llana, 2016r., ¢.391

7. Poroxun M.IO. «JlenompousBoacTBo» - yue6Hoe nocodue - M.; uzg. «dupexr -
Menuay, 2014 1., 229c.

(Dopma omuemnocmu. OI_[CHKa I10 pE3yJjibTaTaM KOHCIICKTUPOBAHUA

TEMA 1.5 IPETEH3HOHHO-UCKOBAA JIOKYMEHTALIUA

SANAHUE 1. Pedpepar wnm mnpeseHtanus Ha TeMy <«lIpeTeH3nOHHO-HCKOBas
JTOKYMEHTALUSD.

Ilenvy 3a0anus: yrinyOjneHue 3HAaHUM 1O TEME W TPUBUTHUE  HABBIKOB
onbnuorpaduyeckoro noucka Heo0xoauMoi nHpopmaru (Ha OyMaKHbIX HOCUTENSX,
B DJIEGKTPOHHOM BUJIE).

Tema pepepama unu npezenmayuu «lIpeTeH3NOHHO-UCKOBAsK JOKYMEHTALIHS»

Memoouueckue ykazanusn:
1) M3yunTte METOAMYECKHE YKa3aHUs 10 HAITMCAHUIO JoKIazaa (pedepara).
2) N3yuuTh METOUYECKHAE PEKOMCH IAIIMH ITPH BHIMIOJTHEHUH MPE3CHTALINH.
3) TlonbOepute HEOOXOIUMYIO JIUTEPATYPY U CTATUCTHYCCKUH MaTepHUall.

Pekomenodyemasn numepamypa:

1. bacakoB M. U. «JlemonpousBoacteo» - M.; m3a. «kKaopycey, 2016 1., ¢.216

2. Kyznenor M. H. «JlokymeHTaIllmoHHOE OOECICUYCHHE YIPaBICHUS» - Y4eOHOE
noco6ue g CIIO: uzn. FOpaiit, 2016r.

3. Kysnenoa W. B., Xawatpsa I'. A. «/lokymentanmonHoe obecreueHue

ynpasnenusi» — Caparos: At [ITu Menua, 2016r., c.109

JlenkeBuu JI.A. «/lenonpou3BoactBo» - M.; u3a. «Akagemusi», 2014 r., ¢.256

[Tmenko A.B. «J/lokyMeHTanmoHHOE oOOecredeHue yrmpaBieHus» - M.; u3.

«Axanemus»,2014r., c.224

6. I'punbepr A. C., Top6au€s H. H. «J/lokymentanmonHoe oOecrieueHne
ynpasienus» - M.: uzza. FOuutu-lana, 2016r., ¢.391

7. Poroxun M.IO. «/lenonpousBoacTBo» - yueoHoe nocodue - M.; uzn. «JIupexr -
Mennay, 2014 r., 229c.

o s

QOPM(I omuyemnocmu: BbICTYIINICHHC Ha YPOKE C JOKJIaAAOM WA Hp€3€HTaHHeﬁ



PA3JIEJI 2. OPTAHU3AIIUA PABOTBI C JIOKYMEHTAMH
TEMA 2.1 OPITAHHU3ALIUA /IOKYMEHTOOBOPOTA

3AJAHHUE Nel: PazpaboTaTh MPE3CHTALUIO TIO paszdeny 2. Opeanusayus pabomsi ¢

O0OKyMeHmamu

Ilens: npuBuTHE HABBHIKOB OMOIMOrpaduuecKoro moucka HeoOXoAMMOM JTUTEpaTyphl (Ha

6YMa}KHI>IX HOCHUTCIIIX, B 9JICKTPOHHOM BI/IILC);

Tembl 014 évbinoiHeHUA npezemmauuu.:

1
2

. Opranuzanus padoThl ¢ TIOKYMEHTaMu
. DJNEKTPOHHBIN JOKYMEHTOOOOPOT

Memoouueckue ykazanus:

1.

2.
3.

BriGepure Temy, Mo KOTOpor OyA€T TOTOBUTHCA KOMIBIOTEpHAs MPE3EHTALIMS;
U3y4EHHE TEOPETUUECKOI0 MaTepuaa 1o 3aJaHHON TeMe.

Pa3paboTaiiTe miaH npe3eHTauru o BEIOpaHHOU Teme

[TonGepure nH(POpPMALMOHHBIE MAaTEPHAJIBI, C UCIIOIb30BAaHUEM KOTOPBIX OyAET
CTPOUTHCS MTPE3CHTALINS.

HOI[FOTOBBTG OTACJIBHBIC I/IH(l)OpMaHI/IOHHBIG PECYPCBlI Ha JJICKTPOHHBIX
HOCUTEJISIX B BU/JIE CJIAN0B C MCIIOJIB30BAaHUEM CHIEUAIBHBIX TTporpamM (Power
Point)

Brinmonaute MIpE3CHTAIMIO C HUCIIOJIb30BaHUEM pa3pabOTaHHBIX

MPE3EHTAIMOHHBIX PECYPCOB (CIIaliI0B)

Pexomenodyemasn numepamypa:

1.
2.

3.

o s

bacakos M. U. «JlenonpousBoactro» - M.; m3a. «kKaopyey, 2016 ., ¢.216
KysnenoB M. H. «J/lokymeHTallmoHHOE OOECIeUCHUE YMpaBJICHUSD» - y4deOHOE
noco6ue st CI1O: u3a. FOpaiit, 2016r.

Ky3snenoa WM. B., Xauwarpan I. A. «JlokymeHTanmonHoe oOecreyeHue
ynpasnenusi» — Caparos: At [ITu Menua, 2016r., c.109

JlenkeBuu JI.A. «/lenonpou3BoactBo» - M.; u3a. «Akagemus», 2014 r., ¢.256
[Tmenko A.B. «J/lokyMeHTanmoHHOE oOOecredeHue yrpaBieHus» - M.; u3.
«Axanemusn»,2014r., c.224

I'punbGepr A. C., Top6au€és H. H. «/lokymentanmonHoe oOecrieueHue
ynpasierus» - M.: u3a. FOuutu-/lana, 2016r., ¢.391

Poroxun M.IO. «JlemonponsBoacTBo» - yueOHoe mocobue - M.; uza. «JIupekr -
Mennay, 2014 r., 229c.

QOPM(I omuyemnocmu: 3aliUTa NpE3CHTAUU



TEMA 2.2 OPITAHHU3AIIHA PETUCTPAIIHH JIOKYMEHTOB H KOHTPO.JIb
HCIIOJTHEHHA

3aoanue Ne 1 Pabora ¢ KOHCHEKTOM M Yy4e€OHOH JUTEpaTypoil, MOATrOTOBKa K
NUCBMEHHOMY ompocy (ycTHoMy) mno Teme 2.2 OpraHuzanusi perucTpaluu
JTOKYMEHTOB M KOHTPOJIb UCTIOJIHEHHUSL.

lIeJlb 3a0aHUA: 3aerHHeHI/Ie U cucreMaTrtu3anus 3HAHUHU CTYACHTOB I10 TCMC.

Memoouueckue yKazauus no 6bINOTHEHUIO 3A0aHUA 011 GHeaAyOUmOPHOU
CamocmoAamenvHoll padbomel:

1. BuumartenbHO mNpoYHTalTEe Yy4eOHBIH MaTepHall, H3J0XKECHHBI B OMNOPHOM
KOHCIEKTE U YUYEOHOM IuTeparype.

2. HOIIFOTOBI)TCCB K BBIIIOJHCHHUIO IITMCBMCHHOI'O (YCTHOMY) OIIpocCa, A 4YCro
PCKOMCHAYCTCA IIOBTOPHUTH U IIPOAHAIU3UPOBATH I/I3y‘-I€HHI>If/'I yqe6HBIﬁ MaTcpual.

Bonpocwt ona camoxonmponsa:

1. Crpykrypa cayx6s1 JJOY
2. JI0JDKHOCTHOM M YMCIICHHBIA COCTaB CITYKOBI
3. MHCTpyKIHS M0 JOKYMEHTAIIMOHHOMY OOSCIICUCHHIO YIIPABIICHUS
4. CoctaB u y4€T o0beMa JOKyMEHTO000poTa
5. Opranuzanus paboThl C JOKYMEHTaIUen (BXOASIIeH, UCXOISAIIEH, BHYTPEHHEH )
6. KoHTposib HCTIOTHEHUS! JOKYMEHTOB
Pexomenoyeman numepamypa:
1. bacakoB M. U. «/lemonpou3BoactBo» - M.; uzn. «Kunopyc», 2016 r., ¢.216
2. KysnenoB M. H. «JlokymeHTalMOHHOE OOECIeUYCHUE YIpaBJICHUS» - y4eOHOE
noco6ue st CI1O: u3a. FOpaiit, 2016r.
3. KysznenoBa W. B., Xawarpsu [I. A. «JlokymenTanuonHoe o0ecredeHne
ynpasnenus» — Caparos: Au [Iu Menua, 2016r., c.109
JlenkeBuu JI.A. «/lenonpousBoacto» - M.; u3n. «Akagemus», 2014 r., ¢.256
[Tmenko A.B. «JlokymeHTallMoHHOE oOOecleueHue yhpaBieHus» - M.; U3,
«Axagemus»,2014r., ¢.224
6. I'punbepr A. C., Top6au€s H. H. «J/lokymentanmonHoe oOecrieueHne
ynpasierus» - M.: u3a. FOuutu-Jlana, 2016r., ¢.391
7. Poroxun M.IO. «Jlenompou3BoacTBo» - yueOHOEe mocooue - M.; u3za. «upexr -
Mennax», 2014 r., 229c.
Dopma omuemnocmu: OLEHKA 110 Pe3yIbTaTaM KOHCIIEKTUPOBAHUS

o s

TEMA 2.3 OPTAHH3AIIUSI XPAHEHHA JOKYMEHTOB. HOMEHK/IATYPA
JIEJT

3AAHUE 1. Pabota B nporpamMmme «KoHCynbTaHT IUIFOCY», MOATOTOBKA K YCTHOMY
OIIPOCY WM K TECTOBOMY 3aJIaHUIO IO TEME.




Ilenv 3a0anusn: 3akperyieHde W CUCTEMAaTU3alUsl 3HAHUW CTYACHTOB IO OTIEIbHBIM
TEMaM.

Memoouueckue yKazaHus noO 6bINOIHEHUI0 3A0aHUA 0714 GHeaAyOUmOPHOU
CamMocmoaAmenvHol padomul:

1) BHMMATEJIbHO MTPOYMTATh, U3YUNUTh YUYCOHBIH MaTepHas B IPOrpamMme.

2) T1oaroToBUTHCS K YCTHOMY OTBETY IO BOMPOCAM TEMBI WM  BBITOJHCHHIO
TECTOBOTO 3a/IaHusl, [l YeT0 PEKOMEHAYETCSl MOBTOPUTH U MPOAHAIU3UPOBATH
W3Y4YEHHBI y4eOHbI MaTepHall.

3) CocTaBuTh pa3BepHYTHIN TUIaH OTBETA.

Bonpocwt ona padomut 6 npocpamme «Koncyromanm nirocy:
1. Cucremaruzanusi JOKyMEHTOB U UX XpaHEHUE.
2. HomeHnkmarypa men
3. TpeboBanus kK 0OPMIICHUIO JTETT
4. DkcnepTy3a IIEHHOCTH JOKYMEHTOB
5.
Pexomenodyemasn numepamypa: ouck Koncynomanm niaroc

Q)OPMCI OMyYemHoOCmu. YCTHBIﬁ OTBCT, HAIIMCAHUC TCCTA I10 TCMC.

TEMA 2.4 IIOPAJIOK IIEPE/TA9HU /IOKYMEHTOB B APXUB HJIH HA
YHHUHYTO/KEHHE

3AAHHUE 1. Pabota B nporpamMmme «KoHCynbTaHT IUIIOCY», MOJATOTOBKA K YCTHOMY
OIIPOCY MJIM K TECTOBOMY 3aJIaHHUIO 110 TEME.

Heﬂb 3a0aHus. 3aKpPCINICHUC MW CHUCTCMATHU3allUA 3HAHUU CTYACHTOB II0 OTACJIbHBIM
TCMaM.

Memoouueckue yKazanus no 6bINONHEHUI0 3A0aHUA 014 GHeaAyOUmOPHOU
CamMocmoamenvHol padomul:

1) BHMMATEJIbHO MTPOYHUTATh, U3YUNUTh YUE€OHBIH MaTepHaj B IporpamMmme.

2) IloaroToBUTHCSA K YCTHOMY OTBETY IO BOIPOCAM TEMbI WM  BBITOJHEHHUIO
TECTOBOTO 3a/IaHMsI, AJI1 YETO PEKOMEHYETCsI MOBTOPUTH U MPOAHAIM3UPOBATH
W3Y4YEHHBIH yueOHbIN MaTepHall.

3) CocTaBUTh pa3BepHYTHIN IJIAaH OTBETA.

Bonpocwt 0na pabomot 6 npozpamme «Koncyiromanm nitocy:
1. 3akoHOJaTeNbHbIE aKThl 1 HOPMATUBHBIE JOKYMEHTHI DenepanbHOil apXUBHOM
ciy 061 Poccuu o apXxuBHOMY XpaHEHUIO JOKYMEHTOB
2. IloaroroBka nien K caade B apXuB

Pekomenoyemasn numepamypa: ouck Koncynoemanm niroc

@Dopma omuemnocmu’ yCTHbII OTBET, HAIlMCAHUE TECTA IO TEME.



Jluteparypa:
HopmaTuBHbBIE TOKYMEHTBI:

1. Koncturyums Poccuiickoit @enepamnmu. OcHoBHOM 3ak0oH. OT 12.12.931., ¢ ©13MEHEHUAMU
ot 31.03.17r.

2. 3axkoH P® «O6 undopmanmu, nabpopMaTuzanuu u 3amure uHGopMammum» ot 02.07.06r.
Ne149-@d3 (¢ uzmenenusimu ot 23.06.16r. Ne208 — @3)

3. 3akoH P® «OO6 »snekrponHodt nudpoBoir moamucu» oT 10.01.02r. Nel-®d3 (c
m3MeHeHussMHu ot 06.04.11r. Ne63-D3)

4. 3akoH PO «O6 apxuBHOoM nene B PO» ot 22.10.04r. Nel25-®3 (¢ u3MeHEHUSIMH OT
30.05.16r.)

5. IlepedyeHb THUMOBBIX YIPaBICHUYECKHX JOKYMEHTOB, OOpa3ylOIIUX B JEATEILHOCTU
opraHu3aiui, ¢ ykazanuem cpokoB xpaHenus - M.: BHUWUA/, 2000. (¢ usmeHeHUsIMU
oT 25.08.10r. Ne558, B penakuuu ot16.02.16r.)

6. OOmepoccuiickuii kinaccudukatop ympasieHdeckoi noxkymeHtarmu OK 011-93. —M.:
['occranmapt Poccun, 05.08.16r. Ne905

7. TOCT P 6.30 — 2003r. YHHDUITUPOBAHHBIC CUCTEMBI JOKYMCHTAIMH. Y HU(pUIIMPOBaHHAS
CUCTEMa  OPraHU3AIMOHHO-PACTIOPSIUTEILHOM  JOKyMeHTanuu. TpeboBaHUs K
odopMIIeHHIO TOKYMEHTOB. — M: M3narenscTBO ctangapToB, 2003, c. 16

8. T'OCT P 7.0.8 - 2013 [lenmonmpou3BOICTBO M apXUBHOE J1eJ10. TEpMHUHBI M OTIPEICICHUAS —
M.: UznarenscTBO cTangapTos, 2013, c.8

OcHoBHAA.

8. bacakoB M. U. «/lenonmpousBoactBo» - M.; u3a. «Kuopycy, 2017 r., c.216

9. KyzuenoB U. H. «JlokymeHTalIMOHHOE O0OECTIeUeHNEe YIIPABICHU» - yueOHOe TocoOue s
CIIO: u3n. KOpaiir, 201 7.

10. Kysuenosa U. B., Xauatpsn I'. A. «/lokyMeHTamonHOe oOecrieueHrue yrpaBICHUS
— Caparos: Aii [Iu Meaua, 2016r., c.109

11.  JlenkeBuu JI.A. «/lemonpousBoacTBo» - M.; u3a. «Axanemus», 2014 r., c.256

JdomosiHuTEIBHAS:

1. I'punbepr A. C., I'op6aués H. H. «/lokymeHTanimonHoe obecriedeHre YIpaBiICHUSI» -
M.: u3n. FOuutu-/lana, 2017r., ¢.391

2. Poroxun M.IO. «JlemomnpousBojactBo» - yueOHoe mocobue - M.; usn. «Jlupexr -
Mepauay, 2014 1., 229c¢.

3. Poroxxun M.IO. «/lokymeHTanmoHHOE OOECIeUeHHE YIPaBICHUSN» - MPAKTUYECKOE
nocobue - M.; uzn. «Jlupext - Meaua», 2014 r., c. 398

4., PympiauHa JI. A. «JlokymMeHTanmoHHOE OO€CTCUYCHHE yhpaBieHUs» - M.: wu3.
«Axkagemus», 2014r. c. 288

[PnexTponnslii pecypc] Pexxnm gocryma: http://www.iprbookshop.ru/

1.JlokymMeHTalIMOHHOE O0ECTIEUeHHE YITPaBICHHs [ DNEeKTPOHHBINH pecypc] : yueOHoe mocobue
| — DnekTpoH. TeKcToBble naHHbie. — HoBocuOupck: HoBocuOMpCkuii rocynapCcTBEHHbIH
arpapHbIii YHUBEpCUTET, 3070T0H Kojoc, 2014. — 106 c. — 2227-8397. — Pexum poctyna:
http://www.iprbookshop.ru/64716.html


http://www.iprbookshop.ru/49604.html

2 Ky3nenoBa W.B. JlokyMeHTanmoHHOEe oOOecHe4YeHHe  YOpaBlIEHUsS  IEPCOHAIOM
[OnexTpoHHBIN pecypc]: yuebHoe mocobme mis OakamaBpoB / M.B. Kysmemosa, I.A.
XagaTpsiH. — DJIEKTPOH. TeKCTOBbIE NaHHbIe. — M. : JlamkoB u K, At [Tu Op Menua, 2017.
— 220 ¢. — 978-5-394-02325-5. — Pexwum poctyna: http://www.iprbookshop.ru/57135.html

3.IImenko A.B. «JlokymeHTanimoHHOe oOecleueHne yrpaBleHus» - M., w3
«Axkagemus»,2016r., c.224

[DnexTponnblii pecype] Pesxxum pocryma: https://www.book.ru/

1.JlokymMeHTanmoHHOe obecnieueHue ynpanieHus : ydeOnuk / T.A. beikoBa, E.A. Cxpwurko,
FO.M. Kykapuna, A.}O. Konbkosa, C.A. ['moroBa. — Mocksa : KuoPyc, 2018. — 266 ¢c. —
st CI1O. — ISBN 978-5-406-05649-3.

2.JIoKyMEHTaIlMOHHOE OOecIieueHre YIpaBieHUus (C OCHOBAMH apXHMBOBEICHHUS) : yueOHOe
nocobue / M.U. bacakoB. — Mocksa : KaoPyc, 2018. — 216 ¢. — Jlnsa CIIO u HITO. —
ISBN 978-5-406-06067-4.

HHTepHET pecypcenl:

1. Caiit npaBuTenscTBa obnact. Popma gocryma: http://vologda-oblast.ru/ru.
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METOANUYECKHUE PEKOMEHJAIIUA 110 BBIITIOJTHEHHUIO
BHEAYJAUTOPHOU CAMOCTOSATEJBHOU PABOTbBI

MeToauueckune YKazaHudA 1Jid KOHCIICKTUPOBaAHUA

CymiecTByeT JBa pa3HbIX CIoco0a KOHCIEKTUPOBAHUS — HEMOCPEICTBEHHOE U
ornocpesioBaHHOe. Bo BHeayIMTOPHOW CaMOCTOSITENIbHOM paboTe HMMEET MECTO
OMOCPEIOBAHHOE KOHCTIEKTUPOBAHUE.

OnocpeoBaHHOE KOHCIIEKTUPOBAHUE HAUYMHAIOT JIUIIb [IOCJE MPOYTEHUS BCETO
TEKCTa J0 KOHIIA, MOCJE TOro, Kak OyJIeT MOHATEH OOIIM CMBICI TEKCTa U €ro
BHYTPEHHHE  COJEP>KATEIBbHO-JIOTMYECKUE B3auMOCBs3HM. (CaM  Ke  KOHCHEKT
HEOOXOMMO BECTU HE B MOPSJKE €ro M3JIOKEHHUS, a B MOCIEAOBATEIBHOCTH 3THX
B3aMMOCBSI3€Il: OHM YacTO HE COBIIAJIAIOT, & YSICHUThH CYTh JI€JIa MOKHO TOJIBKO B €O
JIOTUYECKOM, a HE PUTOPUYECKOW IOCIIEOBATEIBHOCTH. ECTECTBEHHO, JIOTMYECKYIO
IIOCJIEIOBATEIBHOCTD COJIEPKAHUS MOKHO ITOHATH, JIMIIb JOYMUTAB TEKCT JO KOHLA U
OCO3HAaB B LIEJIOM €r0 COAECPKaHNUE.

[Ipu Takoil paboTe CTaHET SICHO, YTO B KAXKJIOM MECTE JJI1 Bac CYLIECTBEHHO,
yTO OYJEeT 3aBEIOMO MEPEKPBHITO COJEPKAHUEM JIPYroro mnaccaxa, a 4To MOXKHO
BOOOIIE OMyCTUTh. ECTECTBEHHO, YTO MPU MOJOOHOM KOHCIIEKTUPOBAHUM MPUIETCS
KOMIIEHCHPOBATh HapyLIEHUE MOPsIKA U3JI0KEHUS TEKCTA BCSIKOTO POJA NMOMETKAMH,
NEPEKPECTHBIMU CCBIIKAMM U YTOUHEHHUSMHU. HO B 3TOM HET HUYEro IJI0XOro, HOTOMY
4YTO MMEHHO TIEepPEKpPECTHBIE CCHUIKM Haubosiee NOJHO (PUKCUPYET BHYTPEHHUE
B3aUMOCBSI3H TEMBI.

OnocpeoBaHHOE KOHCIIEKTUPOBAHUE BO3MOKHO MPUMEHSTh U Ha JIEKIUU, €CIH
nepej HayaJloM JIEKIUU MpernofaBaTeib OyAeT pa3faBaTh CTYJIEHTaM CXEMY JIEKLIUU
(Tabnuyka, KpaTKUl KOHCTIEKT B BUJ€ OCHOBHBIX MOHATH, aJITOPUTMBI U T. 1.).
AHHOTHPOBaHME KHUTI, CTaTel

DTO NpenenbHO CKATOe U3JI0KEHHE OCHOBHOIO COAEpXKaHus TekcTa. ['onurces B
OCOOCHHOCTH [JIsl TIOBEPXHOCTHOM MOJTOTOBKM K KOJUIOKBUYMaM MU CEMHUHapaM, K
KOTOPBIM 33/1aHO IpopadoTaTh OMpeneiaCHHYI0 JuTeparypy. Tak ke MOIXOAMUT IS
NpeaBapUTENbHbIX OUOIMOrpapuyYecKux 3aMeToK «camomy cebe». CrtpouTcs Ha
OCHOBE KOHCIEKTa, TOJbKO O4YEeHb KpaTkoro. B oriaumume ot pedepara naér
MPEICTAaBICHUE HE O COJAEpKaHUU PadOThI, a JHIIb O €€ TeMaTHKe. AHHOTOHAIIUS
CTPOUTCS 10 CTAHAAPTHOU CXEME:

e npeaMeTHas pyOpuKka (BBIXOJHBIE JaHHbBIE; O0JAcTh 3HAaHUSA, K KOTOPOH

OTHOCHUTCS TPYZ; TEMa WIH TEMBI TPYZa);

® T[IOTJIaBHAsl CTPYKTypa Tpyda (WU, TO K€ CaMO€, «KpPaTKOe H3JI0KEHHE
OTJIABJICHUEY);

® T0ApOOHOE, OTJIABHOE MEPEYUCICHNE OCHOBHBIX U JOMOJIHUTENBHBIX BOIIPOCOB
U Ipo0JieM, 3aTPOHYTHIX B TPY/IE.



AHHOTaIUsl BKIIIOYAET: XapAKTEPUCTUKY TUIA MPOU3BEJACHHS, OCHOBHOU TEMBI
(mpobsiemMbl, 00BEKTA), 1IeTH PaObOTHI U €€ Pe3yJIbTaThl, YKa3bIBACT, YTO HOBOTO HECET B
cebe JTaHHOE MPOU3BEJCHHE B CPABHEHUM C JPYTUMHU, POACTBEHHBIMU €My IIO
TEMaTUKE M LEJEBOMY Ha3HAYeHUIO (MpHU MEpEeu3JlaHud — YTO OTIUYAET JaHHOE
W3/IaHue OT Mmpenbiayiiero). MHoraa npuBoasTcs cBeieHus: 00 aBTope (HalMOHAaIbHAS
MPUHA/JICKHOCTh, CTpaHa, MEPUOJl, K KOTOPOMY OTHOCUTCS TBOPYECTBO aBTOpA,
JUTEPATypHBINA KaHpP), OCHOBHBIE MPOOJIEMbI U TEMbI POU3BEIICHUS, MECTO U BPEMsI
JIEUCTBUS OIHKCHIBAEMBbIX COOBITHI. B aHHOTalMu yKa3bIBA€TCS UYMUTATEIHCKOE
Ha3HAUYCHUE MTPOU3BEJICHUY TIEYaTH.

MeToanuyeckue peKoMeHaluu 10 MOAT0TOBKE Mpe3eHTallun
Kommbrotepasle  mpe3eHTanuu  SBISIIOTCA  3(G(EKTUBHBIM  CPEACTBOM
IpeICcTaBICHUs] THPOPMAIIUU 110 KaKOW-THO0 TeMe.

HPGBGHTaI_[I/IH MOI'YyT HCIIOJIB30BATBCA CTYACHTAMH B TCMATHYCCKHUX HOKJIaJdaX,
IIpH 3aMUTC KYPCOBBIX U JUIIJIOMHBIX pa60T H T.II.

[IoaroToBKy KOMIBIOTEPHOW NPE3CHTALMU OCYIIECTBISAIOT B mporpamme Power
Point.

OcHogéHble Imanvl NOO20MOBKU Komnbiomepuoﬁ npelenmauuu

Oman 1. BpiOop TeMbl, MO KOTOpOH OyAET TOTOBUTHCA KOMIIbIOTEPHAS
IPE3EHTALNSA; U3YYEHHE TEOPETUUECKOr0 MaTepHala 10 3aJaHHON TeMe.

Oman 2. Pa3paboTka mjiaHa npe3eHTallu 0 BEIOpAHHON TeMe.
IIpu cocTaBiieHNM TUIaHA CIEAYET, MPEKIE BCETO, YUUTHIBATH:

® [ICJICBYIO ayJIUTOPHUIO, HA KOTOPYIO PACCUMTAHA MMPE3CHTALUS

® TEXHOJOTMYECKHE NPUHLMIBI CO3JaHHUSI KOMIBIOTEPHBIX MPE3EHTALNOHHBIX
MaTepUuasoB, KOTOpBIE MOJICPKUBAIOTCS MpOrpaMMon CO3JaHUA
KOMITBFOTEPHOM TTPE3CHTALNU

e Hajgu4re MHPOPMAIMOHHBIX PECYPCOB, HEOOXOIUMBIX JIJISl peaTu3aliy IJ1aHa

Buumanue! PexoMennyercs 3auKCUpOBAThH MJIaH B TUCBMEHHOM BUJIEC U

MCIIOJIB30BaTh B X0J1€ BCe MaipHelIel paboTe Hajl Mpe3eHTaILUEH.

Oman 3. Tlonbop nHGOPMAITMOHHBIX MaTEPHAIOB, C UCIIOJIb30BAHUEM KOTOPHIX
OyZIeT CTPOUTHCS MPE3CHTAIIHS.

NudopmaniioHHblii MaTepuan, HEOOXOAUMBIA JJii MOCTPOCHUS MpPE3eHTAlUH,
MOJKET BKJIIOYATh OT/IEJIbHBIE TEKCTOBBIE (PparMeHThl, rpauuecKue pUCyHKH, CXEMBI,
rpauKy U T.A., IPEICTaBICHHbIC HA OYMaXKHbIX HOCUTEIISAX WIN B 3JIEKTPOHHOM BHJIE.



DTOT Marepuan MOXKET ObITh B3SIT U3 KHUT, U3 M3JaHUIN MEPUOJUYECKON MedaTd, U3
PEKJIaMHBIX NI€YAaTHBIX M3JIaHUN U TIPOCIEKTOB, U3 ceTh MuTepHer. Eciu HyXHBIHM A1
BOIUIOLIIEHUSI WJIEM Marepuan He HailJieH, ero MOXKHO CO03JaTh CBOUMH CHJIAMHU:
HaIMCaTh TEKCT, HAPUCOBATh CXEMY WJIM PUCYHOK, TOCTPOUTH TAOJIUILy WU Tpaduk.

Oman 4. [loaroToBKa OTACIbHBIX HHHOPMAIIMOHHBIX PECYPCOB Ha 3JIEKTPOHHBIX
HOCHTEJISIX B BUJIE CJIAi/I0OB C UCIIOJIb30BAaHUEM CIielMaIbHBIX Tporpamm (Power Point)

CJI&ﬁIH)I MOJKHO IIOATOTOBUTD, UCITIOJb3Y: CIICAYIOIMINUC CTPATCTHUHU ITIOAT'OTOBKHU!

1 cmpamelus. Ha CJI&ﬁI[BI BBIHOCHTCA OHOpHLIﬁ KOHCIICKT BBICTYIUICHUA U
KIIIOYCBLIC CJIOBA C TCM, YTOOBI IT0JIB30BAThCA MMM KaK IIaHOM HJIs1 BBICTYIIJICHUA. B
9TOM CJIy4dac K cnaﬁnaM MPCABABILAIOTCA CIICAYIOIINC Tp€60BaHI/IHZ

" 00bEM TEKCTa Ha claiiie — He 0oJIblIe 7 CTPOK;

" MapKUpPOBAHHBINH/HYMEPOBAHHBIN CIIMCOK COAEPKUT HE Oosiee 7 3JIEMEHTOB;

" OTCYTCTBYIOT 3HAKM IyHKTyallld B KOHIIE CTPOK B MapKHPOBAHHBIX U
HYMEpPOBAHHBIX CIIHCKAX;

" 3HauMMasi HHQOpPMAIHs BBIACISIETCS C MOMOIIBIO IBETa, Keris, 3pQeKxToB
aHUMAIIIH.

Oco00 BHMMATEIbHO HEOOXOAMMO IMPOBEPUTh TEKCT HA OTCYTCTBHE OIIMOOK U
OTIEYaTOoK.

2 cmpamecusn: Ha craiiapl noMemiaercss (pakTuyeckuid marepuan (TaOJMLIbI,
rpaduku, Gororpadud W Tp.), KOTOPHIA SBIAETCS YMECTHBIM M JIOCTATOYHBIM
CPEIICTBOM HATJISTHOCTH, IIOMOTAET B PACKPBITHH CTEPKHEBOM MJIeH BHICTYIICHUs. B
ATOM cllydae K cllaiijlaM PeabABISIIOTCS CIeyIonue TpeOOBaHUS:

* BBIOpaHHBIE CPECTBA BU3YyaTU3aIMi HHGOpMAIMH (TaOJIHIIBI, CXeMBbI, TpadhUKu
U T. JI.) COOTBETCTBYIOT COJCPKAHUIO;

"  JCHOJIb30BaHbI MJUTFOCTPAIIMH XOPOIIIETO KauyecTBa (BHICOKOTO Pa3peIIeHHUs ), C
YETKUM HU300pakeHUEM.

Buumanue! TexcTbl Npe3eHTAIMM HE JOJDKHBI  ObITh  OoJibliiMH. B
KOMIBIOTEPHOW  TIPE3CHTAIlUU  MCIOJIB3YETCS HCIIOJIb30BaTh  CHKAThIM,
WH(OPMAITMOHHBINA CTUIIh U3JI0KEeHUS Matepuaia. HyHO BMECTUTh MaKCUMyM
uH(OpMAaIUU B MUHUMYM CJIOB, TIPUBJICYH U YIEPKaTh BHUMAHUE CITyIIaTeNIeh

Oman 5. llpoBeneHue TMpe3eHTAMM C WCHOJIB30BAHUEM pa3paOOTaHHBIX
NIPE3CHTAIIMOHHBIX PECYPCOB (CIAI0B)
Heo0Oxoaumo ydecTs Cleayromne MOMEHTHI:



OObIuHBIN cnai, 6e3 3PeKTOB aHUMAIIMK TOJIKEH JEMOHCTPUPOBATLCS HA
skpaHe He meHee 10 - 15 cexyHa. 3a MeHbliee BpeMsI IPUCYTCTBYIOIINE HE YCIICIOT
OCO3HATh COJIEpP)KaHue craia.

Jlyd1iie HaCTpOUTH MPE3CHTAIIUIO HE HA aBTOMATHYECKUM 1MOKa3, a Ha CMEHY
ClIaliIoB CaMHMM HJOKJIaJ4UKOM

Ilomnume! 1lpu npoBeieHUHN IPE3CHTAIIUU HEJOMYCTUMO MOJHOCTHIO
MepEeYnThIBaTh TEKCT cnaitna!l He zamensiime ceoio peuv umenuem mexcma!

CTpyKTYypHbIE 3JIeMEHThI KOMIILIOTEPHOM NMpPe3eHTAIluN

v TUTYJNBHBIH JHUCT
Ha mnepBom cnaliie 00s3aTebHO MPEJCTABISIETCS TEMa BBICTYIUICHUS W
CBeJIeHHs 00 aBTOpeE.
v NH(OpMaIMOHHBINA MaTepHaT
Jist 5-MUHYTHOTO BBICTYIUICHUS PEKOMEHAYETCS HCIIONb30BaTh He Oosiee 10
CJIANJI0B
v' Tlocnenuuii cnaiy
CoaepKUT CITUCOK MCITOTH30BAHHBIX HCTOYHHKOB

OdopmireHue npe3eHTanun

Jlns Bcex ciadoB Mpe3eHTalud MO0 BO3MOXXHOCTH HEOOXOJMMO HMCIOJIb30BATh
OJIMH Y TOT %€ Ma0J0H 0(hOpMIICHHUS.

SIlpkrie  Kpackd, CJOXKHBIE I[BETHBIC TIOCTPOCHUS, W3IUIIHSS aHUMAIus,
BBINIPBHITMBAIOIINNA TEKCT WM WUIOCTpAlUsi — HE CcaMo€ JIydlllee JOIMOJHEHHE K
Hay4yHOMY JoKJaay. Mcronb3oBaTh BCTpOCHHbIE A((EKTHl aHUMALUA MOKHO TOJIBKO,
Korja 0e3 AToro He O0OUTHCH (HampuMmep, Mocae0oBaTEIbHOE MOSIBICHNUE YJIEMEHTOB
JarpamMmMel).

Takoxe HexenarelbHbl 3ByKOBbIe 3(D(PEKThI B X0J€ AEMOHCTPALlMU MPE3CHTALIUU.
Haunyumumu SBISIFOTCS KOHTpAcTHBIE 11BeTa (poHA U TekcTa (Oemnblii (oH — YepHBIN
TEKCT; TEMHO-CUHUN ()OH — CBETJIO-XKENThIM TEKCT M T. 1.). Jlyuiie He cMmelmuBaTh
pa3Hble THMBI MIPUPTOB B OJHOW Mpe3eHTaluu. PekoMmeHayercs He 3710ynoTpediisTh
MPOMUCHBIMU OYKBaMU (OHH YUTAIOTCS XYKeE).

Baowcno! TIpoBepbTe pe3eHTaI|io Ha yI00CTBO €€ YTEHUs C DKpaHa.

MeToanyeckue peKoMeHAaluu 110 BBINOJHEHUI0 pedepara



Pedepar (om namunckoco refero — ooknaowiearo, coobwai) — KpaTKoe
U3JI0’)KEHUE B MMCbMEHHOM BUJIE UM B (popMe IyOIMUHOTO BBICTYIIJICHUS COAEPIKAHUS
HayyHOM  paboOThl, pPE3yJabTaTOB  H3Y4YEHHMs]  HAy4HOM  mpoOseMbl,  0030p
COOTBETCTBYIOIIMX JIMTEPATYPHBIX M JPyrux ucTtouyHukoB. Kak mpasumio, pedepar
UMEET HaydHO-UHPOPMAIIMOHHOE Ha3HAUYEHHE.

D10 caMocTosATelbHasg pabdoTa OO0y4yarollerocss M CTYJIEHTa, B KOTOPOM
packpbIBaeTCs CyThb HCCIEAyeMOM MpoOJeMbl, H3JIOKEHUE MaTepuasa HOCHUT
IpOOJIEMHO-TEMAaTUYECKUI XapakTep, MOKa3bIBAIOTCS pPa3JIMYHbIE TOYKU 3pEHUS Ha
npobsieMy. Coaeprkanue pedepara JOIKHO ObITh JJOTHUHBIM.

Beibop TeMbl pedepara ompenensercss CTyJEHTaMH CaMOCTOSTEIbHO B
COOTBETCTBUM C IepeyHeM TeM pedepaToB. Tembl pedeparoB pazpabaTbiBacT
npenojaBaTesib y4eOHOM TUCIIUTLINHBI.

Conep:xanue pedepara

Pedepar, kak npaBuiio, COAEPKUT CIACAYIOMIUE CTPYKTYPHBIE DJIEMEHTHI:
1. TUTYNBHBIN JIHUCT

OTJIABJICHHE

BBEJICHUE

OCHOBHAs 4acTh

3aKII0YEHUE

CIIMCOK MCIO0JIb30BAHHBIX UCTOYHUKOB

No ok W

MPUIOKEHUS (TIpU HEOOXOAMMOCTH)

TumynvHoui aucm oGoOpMIISIETCS B COOTBETCTBHHM C TpPeOOBaHUSIMH Y4eOHOTO
3aBejieHus (cM. oOpaselr)

B oznasnenuu mpuBoasATCS HAMMEHOBAHUS CTPYKTYPHBIX YacTel pedepara,
IJIaB U MmaparpadoB ero OCHOBHOHM YacTH ¢ yKa3aHHUEM HOMEpa CTPaHUIIbI, ¢ KOTOPOH
HAYMHAETCSl COOTBETCTBYIOIIAS YacCTh, TJIaBa, maparpad (cMm.obpaser).

Buumanue! 3aronoska "OCHOBHAS YACTD" B conepxanuu pedepara ObITh
HE JIOJHKHO.

Bo 6sedenuu naercs o6mias xapaktepucTuka pedepara: 0OOCHOBAHHME TEMBbI
pedepaTta, e¢  aKTyaJlbHOCTh,  3HAYMMOCTH,  IIEPEUYUCIICHHEC  BOIPOCOB,
paccMaTpuBaeMblx B pedepaTe; ompeiesieHue Iejed W 3amad  paboThl, 0030p
WCTOYHHUKOB W JINTEPaTyphl. BBECHUE TOIHKHO OBITH KPATKUM.

B ocroénoil 4WacTu w3maraeTcs ColepKaHWE TEMBl. JTYy 4YacTh PEKOMEHIYETCS
pa3nenuTh Ha 2 - 4 BOMPOCa, PaCKPBHIBAIOIINX CYIIHOCTH MPOOJIEMBI. YBEITUINBATH
YHUCJIO BOMPOCOB HE CIICIYET, TAK KaK ATO MPHUBEIET K MX TTOBEPXHOCTHOM pa3paboTKe
WM 3HAYUTEIHPHOMY TIPEBHINIIEHUI0 00beMa pedepara. M3noxkenne kaxxmoro Bompoca



HaJI0 YETKO OTPAHUYUBATH C TEM, YTOOBI MOXKHO OBIJIO SICHO BUJETh, I/1€ HAUMHAETCS
U T'/1€ 3aKaHYMBAETCS UX OCBEILCHUE.

CopepaHre OCHOBHOM YacTU JOJKHO TOYHO COOTBETCTBOBATh TeME pedepara u
HOJIHOCTBIO €€ PACKPHIBATH.

OO0s3aTenbHBIM ISl pedepaTa SBISIETCS JOTUYECKask CBSI3b MEXKIY TJaBaMu U
MOCJIEIOBATEIbHOE PAa3BUTHE OCHOBHOW TEMbl Ha NPOTSHKEHWH Bcel paldoThl,
CaMOCTOATENIBHOE HM3JIOKEHUE MaTephalia, apryMEHTHPOBAaHHOCTh BBIBOJOB. Takke
00s3aTeNbHBIM SIBJISICTCSI HAJIMYME B OCHOBHOM YacTH pedepaTa CCbUIOK Ha
UCIIOJIb30BaHHBIE HCTOYHUKH.

B 3axniouenuu MOABOAATCS UTOTH U JAIOTCS OOOOIIEHHBIE OCHOBHBIE BBIBOJIBI
no teMe pedepara. 3aKIIOUEHUE JODKHO KpPaTKO XapaKTEpU30BaTh PEIICHUE BCEX
MOCTABJICHHBIX BO BBEACHUM 3a/ay U JIOCTHXKEHHE Lenu pedepara. B 3akitodueHun
CTYJEHT TaKX€ MOXKET M3JI0KUTh COOCTBEHHBIC BIIEUATJIICHHS U MHEHHUA, yKa3aTb Te
npoOJEMHBIE BOMNPOCHI, KOTOPBIE OCTAJIUCh HEBBISICHEHHBIMH M 3aCITy’KUBAIOT
JOTIOJTHUTENBHOTO UCCIEOBaHUS.

Cnucox ucnonb308aHHbIX UCMOYHUKOS SIBIISIETCS COCTABHOM 4acTbhiO pabOThl U
OTpakaeT CTENeHb M3YYEHHOCTH paccMmaTpuBaeMoil mpobnembl. KoamuectBo
UCTOYHUKOB B CHHUCKE ONpENENsieTcs CTYJEHTOM CaMOCTOATENIbHO, JUIs pedepara ux
JIOJKHO OBITH HE MeHee 5-7 (cMm.o0paser).

B npuiioxeHuns cienyeT OTHOCUTh BCIIOMOTATENbHBIM MaTepUai, KOTOPbIU MpU
BKJIIOYEHUH B OCHOBHYIO 4acThb paOOThl 3arpoMOXAAaeT TEKCT (Tabiuubl, rpapuku,
CXEMBbl, MHCTPYKLHH, GOPMBI TOKYMEHTOB U T.I1.).

Bruumanue! Jlonyckaercs BKIIIOUeHHUE TaOIUII, TPaHUKOB, CXEM KaK B OCHOBHOM
TEKCTE, TaK U B KAYECTBE NIPUIIOKEHUM.

Jransbl padoTsl HAaJX pedepaTom
Brimonaenne pedepara 1enecoodpasHo pa3aeanuTh Ha CISTYIOIINE dTAIb:
> 6blOop membol
Temy pedepara cieayer BeIOMpaTh U3 TE€X pa3AeyioB YU4eOHOW IUCIUILIUHBI,
KOTOPBIC SIBISIFOTCS HanOoJiee CIOXHBIMU JUIS MOHUMAHUS WM BBI3BIBAIOT HAYYHBIN
uHTepec. Hamucanme paboThl MO TakMM TeMaM IMOMOXET CTyJeHTaMm OoJjee TIIyOOoKo
pa3o0paThCsi B CIOXHBIX U TPYAHBIX MpoOJIieMax U3y4yaeMOW JAUCITUIUIHHBI,
JUKBUANPOBATH MPOOENBI, YIIyOWTh 3HAHUS TI0O HHTEPECYIONMEH ero Hay4dyHOU
npo0OsieMe U HamMcaTh pedepar TBOPUYECKH, BRICKA3aB CBOC MHEHHUE 10 CYIIECCTRY.
» noooop u uzyuenue aumepamypol, coOop u oopadomka pakmuueckozo u
cmamucmuyecKo2o mamepuana
[Tocrie BBIOOpa TeMBbI HEOOXOAWMO COCTABUTH CIHMCOK HEOOXOIMMOMW JIUTEPaTyphl,
nojo0parb ee W u3yunTh. HaumHate 3Ty paboTy cliemyeT ¢ HMCCICIOBaHHS TEPEUHS
PEKOMEH/IOBAHHOW JIMTEPATyphbl, HHTEPHET-UCTOYHUKOB. [Ipu w3ydeHnn nmutepaTypsl
MOXHO JI€JIaTh BBIMUCKA W3 KHUT M CTAaT€ll OCHOBHBIX ITOJIOKEHHM, TEOPETHUECKUX



BBIBOJIOB, OIIPENEIICHHI, TOKA3aTENIbCTB, CTATUCTUYECKUX JTAaHHBIX U T. 1. J[JI1 HanucaHus
pedepaTa HY>KHbI HE TOJIBKO JIUTEpaTypHblE HCTOYHHMKHA, HO M CTaTHCTUYECKHUE,
HOpPMAaTHBHBIE MaTepHalibl, HA OCHOBE KOTOPBIX MOKHO CZAENaTh 00OCHOBAHHBIE BHIBOIbI
0 IPOUCXOASIIUX MPOLECCAX U ABICHUSIX.
» cocmasiieHue NJ1aHa OCHOBHOU Yacmu peghepama
[Tocme mombopa W wW3ydeHHS JUTEPATypbl CTYACHT JOJDKEH COCTABUTH
TIIATEJIFHO TPOAYMAHHBIN TUTaH pedepaTa, KOTOPHIN MPU3BaH CIIOCOOCTBOBAThH 0o0JIee
MOJIHOMY PACKpBITUIO OCHOBHBIX €€ BompocoB. [lmaH paboThl TeCHO cBsA3aH ¢ €€
crpykrypoil. Ho pa3 nmana ctpykrypa pabOoThl, cocTosIas W3 BBEACHUS, OCHOBHOIO
paszzena M 3aKJIIOYeHHs, TO 3ajiaya CTYAEHTa COCTOMT B TOM, YTOOBI OINpenenuTs 3 - 4
BOIPOCAa OCHOBHOM €€ 4YacTd, CcOOMIo/iasi MX B3aMMOCBS3b U IOCIIEIOBATEIBHOCTD
U3JI0KEHUSL.
» Hanucanue peghepama
[Ipu Hanucanuu pepepara BA’KHO yuuThIBaTh CIEAYIOININE MOMEHTHI:
Pedepar HE konupyer nociioBHO kHUrH U ctatbl U HE sBIISIeTCSI KOHCIEKTOM.
Pedepar HE numercs no ogaomy uctounuky u HE siBnsiercs nmoxminamom.

[Ipu uMTHUpOBaHWMKM HEOOXOAUMO COONIOAATH CJCAYIOIIUE TpaBWiIa: TEKCT
[IUTAThl 3aKJII0YAETCA B KAaBBIYKU U MPUBOAUTCS 0€3 M3MEHEHH, 0€3 MPOU3BOJILHOTO
COKpallIeHUs IUTUPYEMOTo (¢parMeHTa (MPOMyCK CJIOB, MPEAJIOKEHUN WU ab3alleB
JIOMyCKaeTCsl, €CJIM HEe BIJIEUET HCKaKEHUsT Bcero ¢parmeHta, M o0003HAYaeTCs
MHOTOTOUYHEM, KOTOPOE CTABUTCSI HA MECTE MPOITyCKa) U 0€3 UCKAKEHUS CMbICIIA;
KaXKJ1asi IuTaTa JOJDKHA COMPOBOXKAATHCS CCHUIKOW HAa UCTOUHUK, OMOMorpaduueckoe
OMKMCAHWE KOTOPOro JOJDKHO TIPUBOAUTHCS B COOTBETCTBUU C TPEOOBaAHUSIMU
oubnuorpaduuecKux CTaHIapTOB.

JIns HarmsigHOCTHM M3JI0KEHUST MOXXHO CONPOBOXKIATh TEKCT PUCYHKAMH,
tabaunamu. @otorpaduu, pUCYHKH, KapThl, CXEMBbI, TaOJUIILI MOTYT COJIEPKATHCS KaK
B CAMOM TEKCTe, TaK U B BHUJE MPWIOKEHUs K padoTe. Bee wiumocTpauu U Tabaulibl
HyMepytoTcs. Eciii oHU HaxoAsSTCs B IPUJIOKEHUU, TO B TEKCTE 00513aTEIIBHO JIeTaeTCs
Ha HUX CCBUIKA.

Buumanue! O6bem pedepara (0e3 mpunoxennii) cocrapisieT 7-10 ctpaHuiy

Ipu ogpopmnenuu pechepama neobxooumo cobarwoams credyroujue mpeoosaHus:

- pedepaT BBIIOIHICTCSA HA cTax A4, HAa OJTHOM CTOPOHE JIHCTA,

- mpudt — Times New Roman , pasmep 14 mr,

- MEXAYCTPOYHBIM MHTEpBaI — 1,5,

- BBIpAaBHUBAHUE IO MIUPUHE CTPAHUIIBI,

- OTCTYH KPacCHOW CTPOKH OJMHAKOBBIN 110 BCEMY TEKCTY

- TIOJIA Ha CTpaHMILIE: JIeBOe — 2 CcM, IpaBoe — 1 cM, BepxHee — 2 cM, HIDKHEe — 2
CM.



Bce crpanunbl paboThl  HymepyroTcs apabckumu 1udpamu. Hymepanus
JOJKHA OBITh CKBO3HOM, OT TUTYJBHOTO /IO MOCJEAHEro JucTa Tekcta. Ha TuTyinbHOM
JIMCTE HyMEpalus CTPAHUL] He NPOCMABIAEeMCA.

3aroJoBKM pa3deNioB M MOAPa3[eiIoB IeyaTaTb Ha OTACIBHOM CTPOKE C
IPOMUCHON OYKBBI O€3 TOUKU B KOHIIE, HE TIOTYEPKHUBAsi, BRIpABHUBAHUE — IO LIEHTPY.

Brumanue! Kaxxnpiit HOBBII pa3zen, naparpad HaYMHAETCA ¢ HOBOW CTPaHUIIBL.

CHucoK UCTONb30BAaHHBIX UCTOUYHUKOB JOJKEH (POPMUPOBATHCS B al(haBUTHOM
nopsiaKe 1o GaMuiInuu aBTOPoB (cM. oOpaszer)

Cnucok uUcnonb308aHHOU JUMeEPamypvl 0QPopmMaLemcst C1edyIoumum 00pa3om:

- TOPAJIKOBBII HOMED B CIIUCKE;
- (aMuIMs ¥ MHULMANBI aBTOPA;
- Ha3BaHWE KHUTH (U1 cTaThbu €€ 3arjaBue, Ha3BaHWE COOpPHHMKA WM >KypHaia,
€ro HoOMep);
- MECTO U T'OJ] BBIITyCKa.
[Ipunoxenus cnegyer oQOpMIIATh Kak MpOJOJDKEHHE pedepaTa Ha €ro
NOCJIEYOIIUX CTPAaHULAX.

Kaxxoe mnpuinokeHne JOJDKHO HAYMHATBCA C HOBOM CTpaHMIBl. Baepxy
CTpaHMIBI CrpaBa ykaspiBaercs cioBo "l[lpunoxkenune" u ero Homep. Ilpunoxenue
JOJDKHO MMETh 3aroJiOBOK, KOTOPBIM pacroiaraercd Mo LEHTPY JIUCTa OTAEIbHOU
CTPOKOM M IeYaTaeTcsi IpONUCHBIMU OyKBamu.

[Ipunoxenuss creayer HYMEpOBaTh MOPSAKOBOM Hymepalued apaOCKuMu
uudpamu.

Ha Bce mpumnoxxeHust B TekcTe pabOThl JOJKHBI OBITH CChUIKH. Pacnosnaratb
IIPWIOKEHUS CIEIYET B IOPSIKE MOSBICHUS CCBUIOK HA HUX B TEKCTE.

> 3auwuma peghepama

3amuTa pedepara 3aKIIIOYACTCS B KPATKOM HU3JIOKEHUU MPOJEIaHHON paboThl U
OTBETaxX Ha BOMNPOCHI MpernojaBareis Mo ykazaHHoW Teme. CooOlleHHe IO0IHKHO
OTpa)xkaTh KIIOUEBbIE MOMEHTHI PabOThI, PETJIAMEHT — 5-7 MUHYT.

[lIo pesynbraram 3amuThl pedepara BBHICTABIAETCS OLIEHKA 32 BBIMOIHEHHBIH
pedepar.

O1eHKYy «OTJIMYHO» MOJy4YaroT pabOThl, B KOTOPBIX JIEIAI0TCSI CAMOCTOATEIbHBIC
BBIBOJIBI, JIa€TCAd AapryMEHTHUPOBAHHAS KPUTHKA W CAMOCTOSTEIbHBIM aHaIMU3
(dakTHYecKoro Marepualia Ha OCHOBE IIyOOKHMX 3HAHUH JIUTEpaTypbl O JaHHOU TEMe.

OneHka «XOpoulo» CTaBUTCS TOrna, Korja B palOoTe, BBINOJHEHHOM Ha
JIOCTATOYHOM TEOPETUYECKOM YpPOBHE, MOJHO W BCECTOPOHHE OCBEIIAIOTCS BOMPOCHI
TEMbI, HO HET JOJHKHOU CTEMEHU CaMOCTOSITEIbHOCTH.

O1eHKy «yIOBJIETBOPUTEIBHO» HMEIOT pabOThl, B KOTOPBIX MPaBUIBHO
OCBEIICHBl OCHOBHBIE BOMNPOCHI TEMbI, HO HE MPOSBWIOCH YMEHHE JIOTUYECKU
CTPOMHOTO WX H3J0KEHHUSA, CAMOCTOSTEIBHOIO aHAJIM3a HCTOYHUKOB, COJEPHKATCS
OTJENIbHBIE OITHOOYHBIE TTOTOKECHHUS.



OHCHKy CHCYAOBJICTBOPUTCIIBHO» CTYACHT IIOJYYacCT B CilIy4dac, KOrJa HC MOXCT
OTBCTUTh Ha 3aMCYaHHUA, HC BJIAACCT MATCPpHATIOM pa6OTBI, HC B COCTOJAHHH O4aThb
00BICHECHUS BbBIBOJaM MU TCOPCTHUUCCKHUM IIOJIOKCHUAM I[aHHOI‘/II HpO6JI€MI>I. B stom
ClIy4ac CTyACHTY NPCACTOUT IIOBTOPHAA 3alllUTa.



