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Meroanueckue peKOMEHAAIMH MO OPraHU3alMUd CaMOCTOSITENIbHOW pabOThI
CTYZIEHTOB pa3paboTaHbl Ha OoCHOBe DenepalbHOTO TOCYAApCTBEHHOTO 00pa3oBa-
TEJIBHOTO CTAaHIApTa CPeaHETr0 MPOo(dheCcCHOHATHFHOTO 00pa30BaHUS MO CHEIUATLHO-
ctu 40.02.01 IIpaBo m opraHuzalus COIHUATBHOIO OOECIEUEHUs, YTBEPKICHHOTO
npukazoM MunuctepcTBa oOpazoBanus u Hayku Poccuiickoit @eneparu Ne 508 ot
12 mas 2014 roga, ¢ yueroMm npodeccuoHaibHOro cranaapra « CnenuanucT mo op-
raHW3allMd HAa3HAYEHUS] U BBIIJIATHI MEHCUW», YTBEPKIACHHOTO MpUKazoM MuHu-
CTepCTBa TpyAa U colMalbHOW 3ammuThl Poccuiickoit depeparuu ot 28 OKTIOpS
2015 roga Ne 785u u mpodeccuonanbHoro cranaapra «CrenuaiucT Mo opraHu3a-
LMY ¥ YCTAHOBJICHUIO BBIIJIAT COLMAIBHOTO XapaKTePa», YTBEPKIACHHOTO MPHUKA30M
MunHCcTEepCcTBa TpyJa U coluanbHOM 3amuThl Poccuiickoit denepanun ot 28 OKTO-
ps 2015 roma Ne 787H.

CocraBuTens:
AdanacbeBa O.A., ipenogaBaresib OTATIOY «ANEKCEEBCKHI KOIUTEIK
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MeToauueckie peKOMEHAANHA MO OPTaHU3alUd CaMOCTOSTENbHON PaOOThHI
ctyaeHToB mo yueOnoit aucnurmumbHe OIL13 JlokymeHTanmoHHOE oOecrmeueHue
ynpasnenus cneunanbHoctd 40.02.01 IlpaBo u opranuzanus CoMalbHOTO oOecre-
YeHHsI OMNpPENENSIOT COJACPKAHUE CAMOCTOATENbHOW paboThl O00ydarolmuXxcs, ee
Ha3Ha4yeHue, (HOPMbI OPTaHU3ALNN U BUABI KOHTPOJIS.

KonTponupyemasi camoctosiTenbHas paboTa HampaBjieHa Ha yriayOJaeHHne U 3a-
KpeIJICHHE 3HaHWW CTy/IeHTa, Pa3BUTHE aHAIMTHYECKUX HABBIKOB IO MpoOIeMaTuke
y4eOHOI JUCUUIUIMHBL

CamocrostenbHas paboTa 00ydaroUIMXcs, pacCCMaTPUBAETCS B KaK yIpaBJsie-
Mas mpenojgaBaresnsMu (0e3 KX TPSAMOTO Y4YacTHs) CHCTEMa OPraHU3allMOHHO-
HeIarorMuecKuX yCJIOBUil, HalpaBlieHHasl HA OCBOEHHE MPAKTUYECKOTO OIbITa, YMe-
HUM ¥ 3HAHUN B paMKax MpPeIMETOB, TUCUUIUIMH, MEXAUCIUIUIMHAPHBIX KYPCOB IO
cnenuanbHOCTIM 1 npodeccusam B cootBercTBUU ¢ GI'OC CIIO.

Jlnis o0yuaromierocsi caMocTosTeNbHast padoTa - Cocod aKTUBHOTO, IEJIeHa-
IIPABJIIEHHOTO OCBOEHUS, 0€3 HEMOCPEICTBEHHOTO Y4acTHs MPENoJaBaTesi, HOBBIX
3HAaHUU, YMEHUHN U OTBITA, TUYHOCTHBIX PE3yJIbTaTOB, 3aKJIAIbIBAIOIINX OCHOBAHUS B
CTaHOBJIEHUH MPOPECCHOHATBHBIX U 00IMX KoMmeTeHIui, Tpedyembix @I'OC CI1O
1O CIIEUATBHOCTH.

B paMkax BBINOJHEHHUS CaMOCTOSITENBHON pabOThl 0OydYaromuiics TOJKEH
BJIaJeTh COCOOAMU MPEIMETHON NeATENIbHOCTU: YMETh MOHUMATh MPEJI0KEHHBIE
npernojiaBaTesieM Leiud, GOpMyIHPOBATh UX CAMOMY; MOJEIUPOBATH COOCTBEHHYIO
JesITeIbHOCTh ¥ IPOTPaMMHUPOBATH €€; YMETh OIICHWBAaTh KOHEUHBIE U MPOMEXKYTOY-
HbIE Pe3yJIbTaThl CBOMX JEUCTBUIl; KOPPEKTUPOBATH ACSITEIBHOCTh, UMETh JINYHOCT-
HYI0O TOTOBHOCThH (BBICOKHMI YpOBEHb CAMOCO3HAHUS, aJ€KBaTHOCTh CaMOOILIEHKHU,
pedIIeKCUBHOCTD MBIIUICHUS, CAMOCTOATENbHOCTD, OPTaHU30BaHHOCTH, IIeJIEHAIpaB-
JICHHOCTH JINYHOCTH, CPOPMHUPOBAHHOCTH BOJIEBBIX KAU€CTB) CAMOPETYJIALINH.

[enpto camocTOSITENHHONU PabOThl 00YUYaOIIUXCS ABIISAETCS:

1) dbopMupoBaHHE JUYHOCTHBIX PE3YJIBTATOB, OOIIUX U MPO(HECCHOHATBHBIX
KOMIIETECHIINI;

2) ¢bopMHpOBaHHE YMEHUU HCIOJb30BaTh HOPMATHUBHYIO, MPABOBYIO, CIpa-
BOYHYIO JOKYMEHTAIIUIO U CTIEHUATIbHYIO JTUTEPATypYy;

3)bopmupoBaHre caMOCTOSTEIBHOCTH MBIILIEHHS, CIIOCOOHOCTEN K camopas-
BUTHIO, COBEPIIICHCTBOBAHUIO U CAMOOPTaHU3AINH;

4) yrnybneHue u paciiupeHre TeOpEeTUIECKUX 3HAHUMH;

5)cucremaTH3anys M 3aKperieHHE IOJNyYEHHBIX TEOPETUUECKUX 3HAHWHA U
NPaKTUYECKUX YMEHHUH 00ydaronxcs;

6) pa3BUTHE MO3HABATEIbHBIX CIOCOOHOCTEH M AKTHUBHOCTH OOYYaroIIMXCA:
TBOPYECKON WHUIIMATUBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH, OPTaHU30BaHHO-
CTH.

OCHOBHBIMU (POpMaMHU CaMOCTOATEIBHONW PAOOTHI OOYYAIOUIMXCS SBISIOTCS
MOJIFOTOBKA KOHCIIEKTOB, CXEM, COOOIICHHIA.

B cooTtBercTBHUM ¢ pabouel mMporpaMMoil Ha CaMOCTOATENbHYIO y4eOHYIO pa-
00Ty oOy4aromierocst orBogutcss 30 4acos.



1. TEMATHYECKHWH IUVIAH BBIINIOJJTHEHUSI CAMOCTOSATEJIbHOM PABOThHI

Ne HaumeHoBaHue pa3jiesioB U TeM KoanuecTtBO Bunnl 3apanmii ®opmMa 0TYETHO-
n/n 4acoB CTH

Pa3zpen 1. 5
OcHoBHbIe TpeOOBaHUs K 0(popmIe-
HHMIO0 OPTaHU3AIMOHHO — PACTIOPSAAU-
TeJbHOM JTOKYMEHTALHMH.

1. | Tema 1.1. IlonsiTHE O JOKYMEHTaX U 1 CocraBneHue KOHCIIEKTa «DYyHKIIMU JOKYMEHTA. Koucnekr
cnoco0ax JOKYMEHTHPOBAHHUSL.

2 | Tema 1.2. YHudukanus ynpanicHIe- 1 [ToaroroBka koHcTIeKTa « Y HUGUKAIMSA U cCTaHAapTH3aus B nHpopma- | KoHcmekr
CKHX JIOKYMEHTOB. LIMOHHBIX TEXHOJOTHIX»

3 | Tema 1.2. YHudukamnms ynpanieHqe- 1 ITogroroBka cxeMbl « Buibl COBpEMEHHBIX CPEACTB OPITEXHUKM» Cxema
CKHX JIOKYMEHTOB.

4 | Tema 1.2. YHudukanus ynpapieHye- 1 [Monroroska cxembl «AHanu3 3 «O06 snekTponHON IUPpoBOH moanmu- | Cxema
CKHX JIOKYMEHTOB. cu»

5 | Tema 1.2. YHudukamnms ynpanieHqe- 1 [MonroroBka cxeMbl «XapakTepuCTHKa O(UCHBIX TPOTPAMM) Cxema
CKHX JIOKYMEHTOB.
Pasnea II. /lokymenTupoBanue opra- | 18
HHU3ALMOHHO — PACTIOPSIAUTEIbHOM
AeATeJIbHOCTH.

6 | Tema 2.1. XapakTepucTHKa U COCTAB 1 IToaroroBka KOHCIEKTa «XapaKTepHUCTUKA ycTaBa NpeanpusTus, opra- | KoHcnekt
OpPraHM3aLMOHHBIX JOKYMEHTOB HU3ALUN

7 | Tema 2.2 XapakTepuctuka pacrnopsad- | 1 IToaroroBka KOHCIIEKTa «3aKOHOAATEIbHBIE aKThI, periiaMmeHTupytomue | Koncnekr
TENbHON JOKYMEHTAILMH. opranu3zaiysi paboThl ¢ JOKYMEHTAMU

8 | Tema 2.3 JlokyMeHTUpOBaHUE JIeATENb- | 1 [ToaroroBka coobmeHus «/{omKHOCTHAS HHCTPYKITUS IOPUCTA» CooOmienne
HOCTH KOJUIETHAJIbHBIX OPTaHOB.

9 | Tema 2.3 JlIoKkyMeHTUpOBaHUE AeATENb- | 1 ITogroroBka cxemsl «PacniopsIuTenbHbIE TOKYMEHTBD) Cxema
HOCTHU KOJUIETHAJIbHBIX OPTaHOB.

10 | Tema 2.3 JlokyMEeHTHpOBaHHUE JeATeNb- | 1 ITogroroska cxemsl «dopma IpOTOKOIA» Cxema
HOCTHU KOJUJIETHAJIbHBIX OPTaHOB.

11 | Tema 2.4 MudopMaimoHHo — crpa- 1 [TonroToBKa KOHCIEKTA «XapaKTEPUCTUKA TeJerpaMM, TeaedoHo- KoHcnekr




BOYHBIC TOKYMCHTEI.

rpaMm»

12 | Tema 2.5 OcHOBHBIE TpeOOBaHUS K CO- ITogroroska cxemsl «Popma akTa» Cxema
CTaBJICHUIO U O(DOPMIICHHIO aKTa

13 | Tema 2.5 OcHOBHBIE TpEOOBaHHUS K CO- ITogroroBka cxeMsl «Dopma BHYTPEHHEN U BHEIIHEHN CIIPABKU» Cxema
CTaBJICHUIO U O(DOPMIICHHIO aKTa

14 | Tema 2.5 OcHoBHBIE TpeOOBaHUS K CO- ITogroroska cxemMsl «Dopma TOKIJIAJHON 3aIIUCKN» Cxema
CTaBJICHUIO U O(DOPMIICHHIO aKTa

15 | Tema 2.5 OcHOBHBIE TpeOOBaHUS K CO- [ToaroToBka cxembl «@opMa OOBSICHUTETHLHOM 3aITUCKI) Cxema
CTaBJICHHUIO U OPOPMIICHHIO aKTa

16 | Tema 2.6 JlenoBoe MUCHMO IToaroroBka cxembl «Popma AETO0BOTO MUCHMa Cxema

17 | Tema 2.6 [lenoBoe nucbsMo [ToaroToBka KOHCTIEKTa «SI3BIKOBBIE (DOPMYIIBI ICTOBOTO MTUCHMaY Koncnekr

18 | Tema 2.6 JlenoBoe MUCHMO [ToaroroBka koHcniekTa «KOH(IMKTHBIE CUTYallMK B IETIOBOM mepe- Koucnekr

IIICKE»

19 | Tema 2.7 JlokymMeHTalus 0 TPYIOBBIM [ToaroroBka cxemsbl 1o TeMe «[oKkyMeHTalus mo JUYHOMY COCTaBY» Cxema
OTHOUICHUSIM

20 | Tema 2.7 JIokymeHTalus 0 TPYIOBbIM [ToaroroBka cxembl «POPMBI IPUKA3OB MO JTUYHOMY COCTABY». Cxema
OTHOUICHUSIM

21 | Tema 2.7 JIokymeHTalus 0 TPYIOBbIM [ToaroroBka cxembl «POPMBI 3aABICHUI Cxema
OTHOUICHUSIM

22 | Tema 2.7 JlokyMeHTaus 0 TPYJOBBIM IMonroroBka koHCHEKTa «Y HU(MUIIMPOBAHHBIE (POPMBI IPUKA30B IO Koncnekr
OTHOUIICHUSIM JUYHOMY COCTaBY»

23 | Tema 2.7 JlokyMeHTalus 0 TPYJOBBIM [MonroroBka cxemsl «JIn4yHas kapTouka pabOTHUKA Cxema
OTHOUIICHUSIM
Paznea II1. Opranuszanus padoTsl ¢
AOKYMEHTaAMH.

24 | Tema 3.1 Opranuzanus ciry>k0bl J10Ky- [Monroroska cxembl «Opranuzanus ciryx0s1 JJOY» Cxema
MEHTAIIMOHHOTO o0ecrneueHust

25 | Tema 3.2 TexHosorust paboThbI ¢ JTOKY- [Monroroska koHcnekTa «KBanupukamoHHble XapaKTepUCTUKU crienn- | KoHcmekr
MEHTaMH. QJIHMCTOB CIIY>KOBI IETIOMPOU3BOJICTBAY

26 | Tema 3.3 KoHTpOJb UCTIONHEHUS JOKY- ITogroroska cxemsl «PopmMa HOMEHKJIATYPBI €] OpraHU3aLu) Cxema

MCHTOB.




27 | Tema 3.4 HomeHnknatypa Jieq Opranu- 1 [ToaroToBka coobmieHus «JlocTyn K apXMBHBIM JIOKYMEHTaM U UX HUC- Coo0meHue
3aluu 110JIb30BAHUE

28 | Tema 3.4 Homenknarypa Jien opraHu- 1 ITogroroska cxeMsl «Dopma apXUBHOU CIIPABKU Cxema
3aluu

29 | Tema 3.4 Homenknarypa Jien opraHu- 1 ITogroroska cxemsl «Popma ONUCH IEpeady eI B apXUB)» Cxema
3aluu

30 | Tema 3.4 Homenkiatypa JieJ opraiu- 1 [ToaroroBka koHcriekTa «Buasl oOpaieHuii Tpaxian Koncnekr
3aluu
BCEI'O 30




2. METOAMYECKUE YKA3AHUWSA K BBINTOJIHEHUIO 3ATAHUM JIJIS
CAMOCTOSATEJBHOM PABOTHI

2.1. MeToanueckne PEKOMEHIANIINA 110 IIOATOTOBKE KOHCIICKTOB

KoHcnekT — cnoco0 u3noxeHust Colep:KaHns KHUTH WIH CTaThU B JIOTHUECKON
nocyenoBaTeabHOCTU. KOHCIIEKT akKyMyJIUpYyeT B ce0e Mpeblay e BUAbl 3aluCH,
MIO3BOJIIET BCECTOPOHHE OXBATUTh COJEPYKAHME KHUTH, cTarbu. [loaTOMy yMeHue
COCTaBJIATH IJIAH, TE3UCHI, JI€JIaTh BBIMUCKHA U IPYTHUE 3AMUCH ONPENEISAET U TEXHO-
JIOTHEO COCTABJICHHS KOHCIIEKTA.

1. BHMMAaTeIbHO MPOYUTANTE TEKCT. Y TOUHUTE B CIIPABOYHOM JIUTEpATypE HE-
noHATHBIE cnoBa. [Ipu 3anucu He 3a0yAbTe BHIHECTH CIPABOYHBIE JTAHHBIE Ha MOJIS
KOHCIIEKTA.

2. BoiienuTe raaBHOE, COCTaBbTE ILIAH.

3.Kpatko chopmynupyiiTe OCHOBHBIE TIOJIOKECHHSI TEKCTA.

4.3aKOHCIIEKTUPYUTE MaTepuas, YETKO cieays MyHKTam IuiaHa. [Ipm KoH-
CHEKTHPOBAaHNUU CTAPANUTECH BBIPA3UTh MBICIb CBOMMH CIIOBAMHU. 3allUCHU CIEAYET Be-
CTH YETKO, SICHO.

5.I'pamotHO 3anuceiBaiTe nuraTthl. L{MTHpys, y4uTBIBaUTE JTaKOHWYHOCTb,
3HAYUMOCTb MBICJIH.

B Tekcre KOHCHEKTa KENaTelbHO MPUBOAUTH HE TOJBKO TE3MCHBIE MOJIOXKE-
HUs, HO U UX J0Ka3aTeJIbCTBA.

[Ipu odopmieHnn KOHCIIEKTa HEOOXOJUMO CTPEMUTHCA K €MKOCTU KaxKI0ro
npeasiokeHus. Yuciio TONMOJHUTETbHBIX JIEMEHTOB KOHCIIEKTA JIOJKHO OBITh JIOTH-
YecKl 00OCHOBAHHBIM, 3aMKMCH JOJDKHBI Paclpe/ieNsiThbCa B ONPEAeICHHON OCIIe0-
BaTEJIbHOCTH, OTBEYAIOLIEH JIOTHYECKONU CTPYKType NpousBeneHus. g yrouneHus
U IONIOJTHEHHS] HEOOXOAUMO OCTaBIISATh MOJIS.

OBnaneHne HaBbIKAMU KOHCTIEKTUPOBAHUS TPEOYET OT CTYJEHTA LEIEeyCTPEM-
JICHHOCTH, TTOBCETHEBHON CaMOCTOSTEIILHON paOOTHI.

KpI/ITepI/II/I OLCHKH KOHCIIEKTAa: COOTBETCTBUEC COACPIKAHHNA TEMCE, FHY6I/IH3
HpOpa6OTKI/I Marcpuaiia, MpaBUJIbHOCTD U IMOJHOTA UCITOJb30BaHUS NCTOYHUKOB.

2.2. Meroauueckne peKOMEHIAIUM 10 MOATOTOBKE COO0IEeHM A

[Ipy moarotoBke cooOIIEeHUS (JIOKJIa/a) 1eJIecO00pa3HO BOCIOJIb30BATHCS
CJICIYIOIUMH PEKOMEHIAITUSIMH:

VYscHute 11t ce0st CyTh TEMBI, KOTOpas BaM IPEIIOKEHA.

[Tonbepute HEOOXOMUMYIO IUTEpaATYpy (CTapalTeCh MOJIB30BATHCS HECKOJb-
KAUMH UCTOYHUKAMH JIJIs1 00JIee TIOJTHOTO TOTyYeHHsI HH(POPMAIIHH ).

TurarensHO M3yunTE MaTepuai yaeOHUKA 1O JaHHOW TeMe, YTOOBI JIeTue OpH-
SHTUPOBATHCS B HEOOXOAMMOW BaM JIUTEPAType U HE CAENATh SJIEMEHTAPHBIX OIIIH-
OOK.



N3yuure nogoOpanHblii MaTepral (10 BO3MOKHOCTU paboTaiiTe KapaHAaIlioM,
BBIZICIISISI CAMOE TJIABHOE T10 XOJy UYTEHUS).

CocraBbTe I1aH coo0meHus (IoKIaaa).

Hamumure TekeT coobmeHus (qoxana).

Bri6upaiite TOIbKO HHTEPECHYIO U MOHATHYIO0 nH(popmanuio. He ncnonb3yiite
HESICHBIE JIJI BaC TEPMUHBI U CTICTIHATBHBIC BEIPAKCHHUSI.

He nenaiite cooOmieHne 04eHb TPOMO3IKHM.

[Ipu odopmieHun A0KIaaa UCTIONB3YyHTE TOIBKO HEOOXOAUMbIE, OTHOCSIIUE-
Csl K TEM€ PUCYHKHU U CXEMBL.

[IpounTaiiTe HANMMCAaHHBIA TEKCT 3apaHEE W IOCTAPAUTECHh €ro MepecKa3arThb,
BBIOMpAsi caMOe OCHOBHOE.

['oBopuTE rPOMKO, OTYETIMBO U HE TOPONUTECh. B 0c000 BakKHBIX MecTax Je-
JaiiTe nmay3y WiId MEHSWTE MHTOHAIMIO — 3TO OOJEryuT €€ BOCIpPUATHE IS CIIyIIa-
TEJIEN.

HcKyccTBO yCTHOTO BBICTYIUICHHSI COCTOMT HE TOJBKO B OTJIMYHOM 3HAHUU
peaIMeTa peuu, HO ¥ B YMEHUU MPENOJTHECTH CBOM MBICIH U YOKICHUS MPABUIHHO
U YIIOPSI0UYEHHO, KPACHOPEUMBO U YBIIEKATEIBHO.

JIto60€ yCTHOE BBICTYIUICHHE JOHKHO YIOBJIETBOPATH TPEM OCHOBHBIM KpPHUTE-
pUsIM, KOTOPBIE B KOHEYHOM MTOTE M MIPUBOIST K YCIEXY: 3TO KPUTEPUH MPaBUIHLHO-
CTH, T.€. COOTBETCTBHsI SI3BIKOBHIM HOpPMaM, KPUTEPHUN CMBICIIOBON aJI€KBATHOCTH,
T.€. COOTBETCTBUS COJIEP>KaHUS BBICTYIUICHUS PEabHOCTH, U Kputepui 3ppexTrn-
HOCTH, T.€. COOTBETCTBHUSI IOCTUTHYTBHIX PE3YIbTATOB MOCTABICHHOM 1IEJIH.

PaboTy Mo moAroToBKE YCTHOTO BBICTYIUIEHHSI MOKHO pa3JeiduTh Ha J[Ba OC-
HOBHBIX 3Tara: JOKOMMYHUKATUBHBIN 3Tan (MOJArOTOBKA BBICTYIIJICHUS) U KOMMYHHU-
KaTUBHBIN ATall (B3aUMOJICHCTBHUE C Ay IUTOPHEH).

PaboTa o MOJAroTOBKE YCTHOIO BBICTYIUJICHUS! HAUMHAETCS ¢ (POPMYIHPOBKH
Tembl. Jlydie Bcero Temy cpopMyIupoBaTh TAKUM 00pa3oM, YTOOBI ee EPBOE CIIO-
BO 0003Ha4Yaj10 HANMEHOBAHHE TTOTYYEHHOTO B XO/I€ BHITIOJHEHUS MMPOCKTA HAYYHOTO
pesynbTaTa. Tema BBICTYIUICHHUS HE JOJDKHA OBITh MEPErpyKEHHOM, HEb3s «00BATh
HEOOBATHOE», OXBAT OOJIBIIIOTO KOJIMYECTBA BOTIPOCOB MPUBEAET K UX OETIIOMYy Iie-
PEUNCIICHHIO, K JIEKJIApaTUBHOCTH BMECTO ITyOokoro ananuza. Heynaunsie ¢popmy-
JMPOBKH - CJIMIIKOM JIJTAHHBIC VI CIUIIIKOM KpaTKHUE W O0IIHe, 0O4eHb OaHAIbHBIC U
CKYYHBIE, HE COJIepXKaIIHe MPOOJIeMbI, OTOPBAaHHBIE OT JAJLHEUIIEr0 TEKCTa U T.J.

Camo BBICTYIUIEHHE JOJHKHO COCTOSITh U3 Tpex yacTed — Beryruienus (10-15%
oO1ero BpeMenu), ocHoBHOU yacTH (60-70%) u 3akmtouenus (20-25%).

Berynnenue BkitodaeT B cedsi mpecTaBieHue aBTopoB (haMumusi, UMsi oTye-
CTBO, MPU HEOOXOJAMMOCTH MECTO y4eObl/padoThl, CTaTyC), Ha3BaHUE JOKJaja, pac-
mUGpPOBKY MOA3AroJIOBKa € IEJIbI0 TOYHOTO ONpPENeNeHUsl COJEP KaHUs BBICTYILIE-
HUS1, YETKOE ONpeJiejieHue cTep:kHeBoi uaen. CTep:kHeBas uaesl IpoeKTa MOHUMAaeT-
Cs KaK OCHOBHOM TE€3HUC, KIKOYEBOE MNoJiokeHHe. CTep)kHeBas UAes JAaeT BO3MOXK-
HOCTh 3aJlaTh OMNPECIICHHYI0 TOHAJIBHOCTHh BBICTyIUICHHIO. CopmymmupoBaTh oOc-
HOBHOW TE3WC 03HAYAET OTBETUTH HA BOIPOC, 3a4eM TOBOPHUTH (II€JIb) i O YEM TOBO-
pUTH (CpEeaCTBa JOCTHKEHHUS LIEIIN).

TpebGoBaHUsI K OCHOBHOMY TE€3UCY BBICTYILICHUS:



dpaza AomKHA YTBEPKAATh TJIABHYIO MBICIb MU COOTBETCTBOBAThH 1I€JIM BbI-
CTYIUJICHUS,

CY>KICHHE JIOJDKHO OBITh KPAaTKHUM, SICHBIM, JIETKO YJEpP>KUBAaThCS B KPaTKO-
BPEMEHHOW MaMSITH;

MBICIIb JTOJDKHA MOHUMAThCS OJHO3HAYHO, HE 3aKJII04aTh B ceOe MPOTHUBOpE-
YU,

[Inan pa3BUTHS OCHOBHOM 4YacTH JOJIKEH OBITh CHBIM. JIOMDKHO OBITH OTO-
OpaHO ONTUMAJILHOE KOJIMUYECTBO (DAKTOB U HEOOXOUMBIX TPUMEPOB.

Ecnu ucnonp3oBaHue crnenuaibHbIX TEPMUHOB U CJIOB, KOTOPBIE YacTh aylu-
TOPUHM MOKET HE MOHAThb, HEOOXOAUMO, TO MOCTAPANUTECH NATh KPATKYIO XapaKTepH-
CTUKY KKJOMY U3 HUX, KOT/Ia yIOTpeOIsieTe UX B MPoIlecce MPe3eHTAaI[MU BIIEPBHIE.

Campble yacTble OIMOKM B OCHOBHOM YacTH JIOKJIAJa - BHIXOJI 3 MPEAEIIbl pac-
CMaTpUBAEMBIX BOIPOCOB, NMEPEKPHIBAHUE ITYHKTOB IUIaHA, YCIOXKHEHUE OTIAEIbHBIX
NOJIOXKEHUI PeuYr, a TAKKE IMeperpy3ka TEKCTa TEOPETUUYECKUMH PaCCYKICHUSMU,
oOuime 3aTpPOHYTHIX BOMPOCOB (ACKIAPATUBHOCTh, O€310Ka3aTENbHOCTH), OTCYT-
CTBHE CBSI3M MEXIY YaCTSIMHU BBICTYILIEHUS, HECOPA3MEPHOCTh YACTEH BBICTYILJICHUS
(3aTsAHYyTO€ BCTYILJIEHUE, CKOMKAHHOCTh OCHOBHBIX MOJIOKEHUH, 3aKIIFOUEHHUS ).

B 3akmouennn Heo6x0auMo chOpMyIHPOBATH BBIBOIbI, KOTOPBIE CIEAYIOT U3
OCHOBHOM ujeu (unaeil) BbICTyIUieHUs. [[paBUIIBHO MOCTPOCHHOE 3aKJIIOYEHHUE CIIO-
COOCTBYET XOpOIIEMY BIIEYATIICHUIO OT BBICTYIUICHUS B 1IeJIOM. B 3akimoueHnn nme-
€T CMBICJ MOBTOPUTH CTEP’KHEBYIO UJCI0 U, KPOME TOr0, BHOBb (B KPaTKOM BHJIE)
BEPHYTBHCSI K TEM MOMEHTAM OCHOBHOM YaCTH, KOTOPBIE BBI3BAIM MHTEPEC CIyIIATE-
Jed. 3aKOHUUTh BBICTYIUIEHUE MOXHO PEIIMTENBHBIM 3asBICHHEM. BceTyruieHne u
3aKJII0YEHUE TPEOYIOT 00sA3aTENbHONU MOJArOTOBKH, UX TPYAHEE BCEro cO37aBaTh HA
X0.ly.

[Icuxonoru gokasaliy, 4To JIy4ll€ BCETO 3alIOMUHAETCS CKa3aHHOE B HA4daJle U
B KOHIIE COOOIICHUS («3aKOH Kpas), HOSTOMY BCTYILJICHHE JOJHKHO MPUBIIEYHh BHU-
MaHUe ClIyliaTesield, 3aMHTEPECOBATh UX, TOATOTOBUTH K BOCIIPUSTUIO TEMBI, BBECTU
B Hee (He BCTYIUIEHHE Ba)KHO camo Mo cede, a ero COOTHECEHHUE ¢ OCTaJIbHBIMU Ya-
CTSIMH), a 3aKJIFOUEHUE JTODKHO 000OIIUTD B CKATOM BUJIE BCE CKA3aHHOE, YCHIIUTh U
CTYCTUTh OCHOBHYIO MBICJb, OHO JTOJKHO OBITH TaKMM, «4TOOBI CIIyIIATEIH MOYYB-
CTBOBAJIU, YTO JAJIbLIE TOBOPUTH HEUETOM.

IHoaroroBka coo0meHus

[ToaroroBka MHPOPMALIMOHHOTO COOOIIEHHUSI — 3TO BUJl BHEAYTUTOPHON CaMo-
CTOSITENIbHOM pabOThl MO MOATOTOBKE HEOOJBIIOTO MO 00BEMY YCTHOIO COOOIIEHUS
JUTsl 03By4YMBaHus Ha yueOHOM 3aHsaTuH. CooliiaeMast mHGOpMAaIUs HOCUT XapaKTep
YTOYHEHHUS WIH O0O0OIEHUs, HECET HOBU3HY, OTPAKAE€T COBPEMEHHBIH B3IV TIO
onpeeaEHHbIM MPOOIEeMaM.

CooO1ieHre oTiInYaeTcs OT JOKJIaJ0B U peepaToB HE TOJIBKO 00bEMOM HH-
dbopmanyu, HO U €€ XapaKTEPOM — COOOIIEHUS TOMOIHSIOT U3y4aeMblil BOITPOC (ak-
TUYECKUMH WM CTAaTUCTUYECKUMH MatepuanaMu. OpopmisieTcs 3alaHnue MHUChbMEH-
HO, OHO MOYKET BKJIFOYATh 3JIEMEHTHI HAMSAHOCTH (MIUIFOCTPALIUH, JEMOHCTPALIHIO).

PernaMeHT BpeMeHU Ha 03ByUYMBAaHUE COOOIIEHUS — 10 S MHUH.

Posib mpenoaaBaTesisi: ONpeNeNUTh TEMY U IENb COOOIIEHHS; ONMPEAeTUuTh
MECTO M CPOKH IMOJATOTOBKHM COOOILEHUS; OKa3aTh KOHCYJIbTAaTUBHYIO MOMOIIb MpU
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(GbopMUPOBaHNUN CTPYKTYpPBI COOOIIEHUS; PEKOMEHIOBATh 0A30BYI0 M JTOTIOJHUTEIb-
HYIO JIUTEPATypPy MO TEME COOOIIECHHUS; OIEHUTh COOOIIEHNE B KOHTEKCTE 3aHSATH.

Poab crymeHTa: coOpaTh M M3yYUTh JUTEPATYPY MO TEME;, COCTABUTH IIJIaH
WK TpahUIECKyI0 CTPYKTYPY COOOIIEHUS; BBICIIUTh OCHOBHBIC TIOHSTHS, BBECTH B
TEKCT JOTIOJHUTEIBHBIC JAaHHBIC, XapaKTEPHU3YIONINE O0BEKT M3Yy4YeHUS; 0POPMHUTH
TEKCT MUChMEHHO; CIIaTh Ha KOHTPOJIb MPEMOAABATENI0 U O3BYYUTh B YCTAHOBJICH-
HBIN CPOK.

Kputepun oumeHKH: aKTyaJTbHOCTh TEMBI, COOTBETCTBHE COJCP)KAHUS TEME;
rmyOrHa mpopaboTKK MaTepuaia; TPaMOTHOCTh W MOJIHOTA MCIIOh30BAHMS HCTOY-
HUKOB; HAJIMYHE 3JICMEHTOB HATJISTHOCTH.

O06BeM coobiieHus — 1-2 cTpaHuIl TEKCTA.

Jdranbl padoThl HAJ COOOIIEHHEM.

1. [ToxGop u U3ydeHre OCHOBHBIX UCTOYHUKOB IO TeME, YKa3aHHBIX B TAHHBIX
PEKOMEHIAITUSIX.

2. CocTaBiieHHE CIIMCKA UCIIOJIB3yEMOW JTUTEPATYPHI.

3. O6paboTka u cuctemMaTu3aiys HHPOpPMaIIHH.

4. Hanmcanue cooOIeHMS.

5. [lybnuyHO€ BRICTYIUICHHE U 3aIIUTa COOOIIECHUSI.

MeToanyeckue peKOMEHAAIUM MO COCTABJIEHHIO CXeM

CocTtaBnenue cxem, TabJIuI[ CIYKUT HE TOJIBKO JJIsl 3alIOMUHAHUSI MaTepHuaa.
Takass paboTa CTAaHOBHUTCS CPEICTBOM pa3BUTHs CIIOCOOHOCTH BBIAETSATH CaMOe
TJIaBHOE, CYIIECTBEHHOE B YUYEOHOM Martepuaie, KiacCu(UuimpoBaTh WHPOPMAIUIO.
BoiiensoT 0OCHOBHBIE COCTaBIISAIONIUE 00JI€€ CI0KHOTO MOHATHUS, KIIOYEBBIE CJIOBA U
T. II. ¥ PACIIONAraloTCs B MOCIEI0BATEIILHOCTH - OT OOIIET0 MOHITHS K €r0 YaCTHBIM
COCTaBJISOLIUM.

HyxHo mpoaymartb, Kakue U3 BXOASIIMX B TEeMY MOHSATUHN SIBISIOTCS OCHOB-
HBIMHM W 3alucaTh UX B CXE€M€ TakK, YTOObl OHM 0Opa3oBajiu OCHOBY. Jlanee mpuco-
€IMHUTHh YaCTHBIE COCTABIISIONINE (KIIOUEBbIE CIIOBA, (Ppa3bl, ONMPEACICHUs ), KOTO-
pBI€ CITy>KaT OMOPOM JJi MaMsITH U JIOTUYECKH JIOTIOJHSAIOT OCHOBHOE 00lee MOHS-
THE.

JIefiCTBUS MTPU COCTABIEHUU CXEMBI MOTYT OBITh TAKUMHU:

1. IloxpOepute hakThl AJis COCTABIECHUS CXEMBI.

2. Boaenute cpeau HUX OCHOBHBIE, OOIIE MTOHSTHS.

3. Omnpenenure KIOYEBBIE CI0BA, (pa3bl, HOMOTAIOIINE PACKPBITH CYTh

OCHOBHOTO TOHSITHS.

4. Crpynnupyite (hakThl B JOTUYECKON TTOCIEIOBATETHHOCTH.

5. JlalTe Ha3BaHUE BBLACICHHBIM IPYIIIIAM.

6. 3anoJgHuTE CXeMy JaHHBIMH.

KpuTtepun olieHKH KOHCIIEKTA: COOTBETCTBHE COJEPKaHUS TeMe, ITyOruHa
popabOTKU MaTepuana, NPaBUIbHOCTb U MOJHOTA UCIOJIb30BAHUSI ICTOUYHUKOB.
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3. AHOOPMAIIMOHHOE OBECIIEYEHHUE

nepeueHb yueOHBIX H3JaHHM, SJCKTPOHHBIX W3JaHUHM, dJEKTPOHHBIX U VHTEepHET-
pecypcoB, oOpa3oBaTeIbHBIX IIATPOPM, IIEKTPOHHO-OMOIMOTEUHBIX CHUCTEM, BeO-
CUCTEM JJIs OPTaHU3AIUU AUCTAHIIMOHHOTO OOYYCHHSI M YIPABICHUS UM, UCIIOJb3Y-
eMbIe B 00pa30BaTeIbHOM MPOIIECCe KaKk OCHOBHBIC U IOTIOTHUTEbHBIC HCTOUHUKH.

[—

[—

e

OCHOBHBIE HCTOYHUKH:

. JlokymeHTannonHoe odecreuenue ynpapieHus. JlokyMeHTO0O00pOT U Je10-

pou3BOACTBO: yueOHUK U npaktukym/M.H.Ky3nenos- 4-e uza., nepepad. u
non.-M.:M3natensctBo FOpaiit, 2023-545 c.

Opranu3zanus JOKYMEHTAI[MOHHOTO OOeCTieueHus ypaBiaeHs U (PyHKIIHMOHU-
poBaHus opranu3zanuii/Yue6Hoe nocooue/ Muxaiinosa JI.JI.- M.:KunoPyc-
2022.- 212 c.

. JlokymeHTalmoHHoe obecrieueHre ynpasieHus: npaktukyMm (18-e uzz., nepep.

u jo.), yaueonuk /ITmenko A.B., 2020 r.-224 c.

l[OHOJIHI/ITeJ'IbHBIe HCTOYHHUKMU:

. bacogrckas E.H. JlenonpousBoactBo: YueoHoe nmocooue — M.: DOPYM, 2011.

Kysnenos U.H. JlokymeHTanmoHHoe obecrieueHue ynpapieHus. JJokymeHTo-
000pOT U JIETONMPOU3BOJCTBO 2-€ U3/, Iep. U JOMOJ. YUeOHUK U MPAKTUKYM.-
M.:FOpaiir, 2017-477 c.

Pymbrauna JI.A. JIokymMeHTaIimoHHOE O0ecriedeHUe yIpaBIeHUS: YYeOHUK IS
CTYJIEHTOB yupexaeHui cpen. npod. obpazosanus/ JI.A. PymbiauHa. — M.:
M3patensckuil eHTp «Akagemusi», 2014.

DJIeKTPOHHBbIE U3IaHUA (3JIEKTPOHHBbIE Pecypchl):

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

Koncynprant Ilmoc T'OCT P 7.0.97-2016 «Cucrema cTaHIapTOB IO
uHdopmaluu, OMONIMOTEYHOMY M H3AATeNbCKOMY jaeny. OpraHu3alnuoHHO-
pacniopsiaidTenbHas — JOoKyMmeHTaiusi.  TpebGoBanus K 0GOPMIICHHUIO
JTOKyMEHTOB» http://www.consultant.ru/document/cons_doc LAW_ 216461/

. DNeKTpoHHBIA (OHJ MPAaBOBOW M HOPMATHUBHO-TEXHUYECKOW JOKYMEHTAIUU

http://docs.cntd.ru/document/1200142871

Odunmanbhelil cailt @enepanbHOrO apXUBHOTO areHTCTBa http://archives.ru/
denepaibHOE apXWBHOE AareHTCTBO MeToAnMueckne pPEeKOMEHIAIUU 10
npumenennto 'OCT P 7.0.97-2016 «Cuctema cTtaHaapToB 1o HH(pOpPMAIHH,

OUOINOTEYHOMY " U3/1aTEIbCKOMY Jeny. OpraHu3aioHHO-
pacmopsiadTenabHas — JOKyMEHTanus.  IpeOoBaHuS K O(pOPMIICHHIO
JIOKyMEHTOBY http://archives.ru/sites/default/files/2018-metod-rekomend-
gost.pdf

[Toptan PRO-nenonpounsBoactro https://www.sekretariat.ru/

Caiitr  mo KaJpOBOMY  JICJIONIPOM3BOACTBY  https://www .kadrovik-
praktik.ru/books/

Buneomarepuan KonduaeHnmansHoe MPOU3BOJICTBO — MPE3CHTANNS OHJIAWH
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https://ppt-online.org/450405

Hudposas odpazosarenbnas cpena CIIO PROFo0pa3zoBanue:

Kysnemnora, 1. B. JlokyMeHTammoHHOE OOECIIEYCHUE YIPaBICHUS : ydeOHOE
nocobue mis CIIO / U. B. Ky3uenosa, I'. A. Xavatpsa. — 2-e u3a. — Capatos :
[TpodobpazoBanue, At [Tu Op Meama, 2019. — 166 c. — ISBN 978-5-4486-0404-1,
978-5-4488-0216-4. — TekcT : 3NMEKTPOHHBIN // DNEKTPOHHBIN pecypc HUppPOBOI
obpaszoBarensHoit  cpeast  CIIO PROFo6pazoBanmme : [cakit]. — URL:
https://profspo.ru/books/80326 (nata obpamenus: 07.09.2020). — Pexum gocrtymna:
JUTSL aBTOPU3HP. TIOJB30BaTENCH

ApacnanoBa, B. A. JlokymeHTanmoHHOE oOOecleYeHHE YIpaBICHUS
y4eOHO-TIpaKTHYECKOe ocoOue B cxemax, Tabsmiax, oopasmnax / B. A. ApacnaHoga.
— 3-e ma. — Cypryr : CypryTckuii TroCcyAapCTBEHHBIA TI€IarorHYeCKHii
yuuepcuret, 2019. — 240 c¢. — ISBN 978-5-93190-385-9. — Tekcr
AJIEKTPOHHBIN // DIEeKTpOHHBIA pecypc mudpoBoi obpazoBatenbHOU cpenbl CIIO
PROFo6pazoBanue : [caiit]. — URL: https://profspo.ru/books/94291 (mara
oOpamenusi: 04.09.2020). — Pexxum gocTymna: 1Jia aBTOpU3HP. NOJIb30BaTENEH

DJIEKTPOHHO-0MOIMOTEYHAsS] CHCTEMAa:
IPR BOOKS - http://www.iprbookshop.ru/78574.html

Beb6-cucrtema st opraHM3amuM  JJUCTAHUMOHHOTO  OOy4YeHHMs] H
yIpaBJeHUs UM:

Cuctema auctaniiuoHHoro ooyuenuss OI'ATIOY «AnekceeBCKUM KOJIIEIE»
http://moodle.alcollege.ru/
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