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BBenenue

B mmpokom cMbIciie MoJ; CaMOCTOSITENIbHOM paboTON MOHMMAIOT COBOKYII-
HOCTbh BCEM CaMOCTOSATEIIBHOM JIEATEIbHOCTH 00Yy4YaroNIuXcsl Kak B y4eOHOH ay/iu-
TOPUH, TAK U BHE €€, B KOHTAKTE C MPENoAaBaTelIeM U B €r0 OTCYTCTBUE.

B ®enepanbHBIX TOCYIapCTBEHHBIX 00pa30BaTEIbHBIX CTAHJIAPTaX BBICIIETO
oo6pazoBanus (PI'OC BO) Ha BHeayUTOPHYIO pabOTy OTBOAUTCS HE MEHEE IO0JI0-
BUHBI OIO)KETa BPEMEHHU 00YYalolIerocsi 3a BeCh MEpHoJl O0ydeHUsl. DTO BpeMs
MOJIHOCTHIO MOXET OBITh UCIOJIB30BAHO HA CAMOCTOSITEHHYIO paldoTy.

[{enas caMocTOSTENBHON PabOTHl 00YYAIOMIETOCsS - OCMBICIIEHHO U CaMOCTOSI-
TEJIHHO padoTaTh CHaYala ¢ y4eOHbIM MaTEpPHAJIOM, 3aT€M C HAy4YHOU MHGbOpMaIu-
eil, 3aJI0)KUTh OCHOBBI CaMOOPTaHU3allUd U CAMOBOCIUTAHUS C TE€M, YTOOBI MPHU-
BUTh YMEHHUE B JIaJIbHEHIIIEM HEMPEPHIBHO MOBBIMIATH CBOIO MPO(ECCHOHATBHYIO
KBTI (PUKALIHIO.

CamocrosTenbHas paboTa MOMOraeT 00y4aromuMCs:

1) OBJAJIETh 3HAHUSIMHU:

- YTeHUe TeKcTa (YuyeOHHKa, TEPBOUCTOYHUKA, AOMOTHUTEIBHON JIUTEPATYPhI
U T.J.);
- KOHCIIEKTUPOBAHUE TEKCTA, BHIMUCKHU U3 TEKCTA U T.J.;
- paboTa co CpaBOYHOM JIUTEPATYPOil;
- 03HAKOMJIEHUE C HOPMATUBHBIMU U TTPABOBBIMU JIOKYMEHTAMU;
- yueOHO-MeToInYecKasi 1 Hay4HO-HCCleA0BaTeNbCcKas padoTa;
- HCMOJIb30BaHUE KOMITBIOTEPHOM TEXHUKU U MIHTEepHETA U 1. ;
2) 3aKperusITh ¥ CHCTEMATH3UPOBATh 3HAHUS:
- paboTa ¢ KOHCIIEKTOM JICKIIUH;
- MOATOTOBKA OTBETOB HA KOHTPOJIBHBIE BOIIPOCHI;
- MOATOTOBKA MYJbTUMEINA TPE3CHTAIMU W JOKJIAJI0OB K BBICTYIJICHUIO Ha
ceMuHape (KoH(pEpeHIINH, KPYrioM CTOJIE U T.I1.);
- NOJIr0TOBKa pedepara;
- TECTUPOBAHUE U JIP.;
3) QopMupoBaTh yMEHHUS:
- MOJITOTOBKA K KOHTPOJIbHBIM paboTam;
- MOJITOTOBKA K TECTUPOBAHUIO.

CamocrosiTenibHas paboTa MOMKET OCYUIECTBISATHCA WHIUBUIYAIBHO WM
rpymaMu 00yJarmuxcsi B 3aBUCUMOCTHU OT 1€JIH, 00heMa, KOHKPETHON TEMaTUKH
CaMOCTOSITENIbHON paOOThI, YPOBHS CIIOKHOCTH U YPOBHS YMEHUHN 00yJArOIITIXCS.

®opmbl caMOCTOATENBHONW pPabOThl OO0YYAIOUIUXCSA MOTYT OBITh Pa3HBIMU:
MOJATOTOBKA K JIEKIMSIM, TMPAKTHUUYECKUM 3aHSATHSM; U3y4YCHHE U KOHCIIEKTUPOBA-
HUE y4eOHBIX MOCOOWIi; M3yYeHHE B paMKax MPOrpaMMBbl Kypca TeM U IpooieM, He
BBIHOCHMBIX Ha JIEKIIMM M TPAKTUYECKUE 3aHSATHUS; HAMHCAHUE TEMATUYECKUX JO-
KJ1a/10B 1 pedepaToB; BHIMOTHEHUE HCCIEAOBATEIBCKUX 3aJaHMI; HAITMCAHUE KOH-
TPOJIbHBIX PadoOT.



1.PexoMeHIaIIMH 110 OPTAHHU3ALMHU CAMOCTOSTEIBLHOI PadoThI
IPH NOAT0TOBKE K ayAUTOPHBIM 3aHATHAM

1.1 lHoaroroBKa K JEeKIUAM

['maBHOE B mepuoA MOArOTOBKH K JICKIMOHHBIM 3aHATHUSM - HAYYUTHCS METO-
JlaM CaMOCTOSITEJIbHOIO YMCTBEHHOT'O TPY/ld, CO3HATEIbHO pa3BUBaTh CBOW TBOP-
YecKHe CIIOCOOHOCTH M OBJIAJIEBATh HaBbIKAMU TBOpPYECKOM paboThl. Jlyig 3TOrO
HEO0OXOJAUMO CTPOro COOII0JATh JTUCHUILIMHY y4eObl U moBeaeHus. YeTkoe mia-
HUPOBaHUE CBOETO pabOYero BpeMEHHU U OTHAbIXA SIBISAETCS HEOOXOIUMBIM yCIOBH-
€M JIJIsl YCIICTITHOM CaMOCTOsITeNbHOU paboThl. ExkenHeBHOM yueOHOM padoTe 00y-
qaroniemycs cieayer yaenarb 9-10 gacoB cBoero BpeMeHH, T.€. MpHU IIECTH Yacax
ayJIMTOPHBIX 3aHATUN CAMOCTOSITEIbHON paboTe HEe0OX0IMMO OTBOIUTH 3-4 Yaca.

Kaxxnomy oOyuaroiemycs ciaeayeT COCTaBIsATh €KEHEICIbHbIN U ceMecTpo-
BBIM TUTaHBI paOOTHI, a TaK)KE TUTAH Ha KaKIpli padoumii neHb. C Bedepa Bceraa
HAJI0 pachpenensTh padoTy Ha 3aBTPALIHUM JIeHb. B KOHIIE KaXI0TO JHS LIeNeco-
00pa3HO MOABOJUTH UTOT PAaOOTHI: THIATENLHO MPOBEPUTH, BCE JIU BBIMOJIHEHO MO
HAMEUYEHHOMY IIJIaHy, HE ObLIO JIM KaKUX-JIMOO OTCTYIUJICHUH, a €CIu ObLIH, MO Ka-
KOW IPHUYMHE 3TO MPOM30LUI0. HyKHO OCYILIECTBIATE CAMOKOHTPOJIb, KOTOPBIN
SBJIIETCSI HEOOXOMMBIM YCIIOBUEM yCHEIIHOW y4eObl. Eciin 4To-TO OcTanoch He-
BBINIOJIHEHHBIM, HEOOXOJJUMO M3BICKATh BPEMS JJIsi 3aBEPIIEHUS ITOW 4acTH pado-
Thbl, HE YMeHbIIasi 00beMa HEJEIbHOTO MJIaHa.

CamocrosiTesibHasi padoTa HA JICKIUH

Crnymianue u 3anuch JIEKIUN - CIOKHBIN BUJ CAMOCTOSITEIbHON ayJUTOPHOM
paboTel. BHUMaTeNnbHOE ClyllIaHWEe U KOHCHEKTUPOBAHHWE JIEKUUU MpeAroaraeT
MHTEHCUBHYIO YMCTBEHHYIO AESTENbHOCTh oOyuaromierocsi. KpaTkue 3amnucu jiek-
L1, UX KOHCIIEKTUPOBAHHUE TIOMOTAeT YCBOUTh yueOHbI MaTepuas. KoHCnekT siB-
JISIE€TCS MOJIE3HBIM TOT/A, KOTJA 3allMCAaHO CAMOE CYLIECTBEHHOE, OCHOBHOE U CHe-
JIAHO 3TO CaMHUM OOYYArOIIUMCSI.

He Hamo crpeMuThCs 3amucaTh TOCIOBHO BCIO JIEKIMIO. TaKoe «KOHCIEKTH-
pOBaHUE» MPUHOCUT OOJIbILIE BPEAa, YEM MOJIb3bl. 3aMKUCh JEKIHI PEKOMEHIYETCS
BECTH 110 BO3MO>KHOCTH COOCTBEHHBIMU (POPMYJIUPOBKAMH.

KoHcnekT neknuu jyuiie noapasieisaTh Ha MyHKTHI, naparpadsl, coonronas
KpPacHyl0 CTpPOKY. DTOMYy B OOJIbIIONW CTENEHH OyJIyT CHOCOOCTBOBATH ITyHKTHI
IJIaHa JIEKIWH, TPEAJIOAKEHHbIE TpenogaBaTensaM. [[puHuunuansasie MecTa, onpe-
neneHusi, GopMysbl U JPYroe CleayeT COMPOBOXKIATh 3aMEUAHUSIMH «BAKHO,
«0c000 BAXKHO», «XOPOIIO 3alIOMHHUTH» U T.N. MOXHO JieiaTh 3TO U C MOMOIIbIO
Pa3HOLBETHBIX MAPKEPOB UJIU PYUEK.

[{enecoobpa3Ho pa3paboTaTh COOCTBEHHYIO «MapKoTrpaduio» (3HaYKH, CUM-
BOJIbI), COKpaIeHus cyioB. PaboTas Hajx KOHCIIEKTOM JIEKIIUMA, BCeTa HE00X0IUMMO
UCITIOJI30BaTh HE TOJIBKO YUYEOHUK, HO U Ty JIUTEPATYPy, KOTOPYIO AOMOTHUTEIBHO
pexoMeH10Bal JiekTop. MIMEeHHO Takasi cepbe3Hasi, KpOoIoTiInBasi padoTa ¢ JIEKIIH-
OHHBIM MaTE€pPHUaJIOM MTO3BOJUT IITyOOKO OBJIAJIETh 3HAHUSIMU.



1.2.1ToaroToBKa K NPAaKTUYECKUM 3aHIATUAM

[ToAroTOBKY K KaXXJIOMYy HPaKTUYECKOMY 3aHSATHIO OOYYarOIIMICS TOJIKEH
HayaTh C O3HAKOMJICHUS C KOHCIEKTOM JIEKLHUU, KOTOPBIA OTpa)KaeT CoAep>KaHue
NpeJIOKEeHHOW TeMbl. TIiarenbHOe MPOAYMBIBAHUE U M3YyYEHHUE BOIMPOCOB TEMbI
MPAKTUYECKOIO 3aHATHUSI OCHOBBIBAETCS HAa MPOPabOTKe TEKYIIEro MaTepuana JieK-
WU, a 3aTeM W3Y4YCHUS 00S3aTCIBPHON U JIOMOJHUTEIBLHON JTUTEPATYPhl, pEKOMEH-
JIOBaHHYIO K JaHHOU Teme. Ha ocHOBe MHAMBUIYaTbHBIX MPEANOYTEHUNH 00yUaro-
meMycsi HEOOXOJMMO CaMOCTOATENIbHO BBIOpAaTh TEMy JOKJaga Mo mpodiieMe
MPAKTUYECKOTO 3aHATHS U TI0 BO3MOKHOCTH TIOJITOTOBUTH 110 HEMY MPE3CHTAITHIO.

Pesynbrar Takoit pabOThl JOHKEH MPOSBUTHCSA B CIIOCOOHOCTH O0ydYarole-
rocsi CBOOO/IHO OTBETUTh HA TEOPETUYECKHE BOMPOCHI, €ro BHICTYIICHUU U y4Ya-
CTUH B KOJUIEKTHBHOM OOCYXJICHUH BOIIPOCOB U3y4aeMOW TEMbI, PABUILHOM BbI-
MOJIHEHUH MPAKTUUECKUX 3aIaHU U KOHTPOJIBHBIX PadoT.

CTpyKTypa NpaKkTHYEeCKOTro 3aHATHSI

B 3aBucMMOCTH OT cOAepkaHHMS W KOJWYECTBA OTBEJICHHOTO BPEMCHH Ha
U3YYCHUE KKIOW TEMbI MTPAKTUYECKOE 3aHITHE MOXKET COCTOSITh M3 YCTHIPEX-TISATH
JacTeu:

1. OOcyxaeHue TEOPETUISCKUX BOTIPOCOB, OMPEACIICHHBIX MPOTPaMMOK
JUCITUTITNHBI.

2.  Jloxnam v/ Wiy BBICTYIICHUE C TIPE3CHTAIUSMH 10 TEME 3aHSTHUS.

3. OO6cyxeHue BBICTYIJICHUH TI0 TEME - JUCKYCCHSI.

4.  BpInojHEHHWE NPAKTUYECKOTO 3aJaHUsi C MOCJIECAYIONUM pa3doopom

MOJyYEHHBIX PE3yJIbTaTOB WM OOCYKJIEHHE MPAKTUUYECKOTrO 3a/JaHus, €CIU 3TO
IIPEYCMOTPEHO POTrPaMMOM.
5. IlogBeneHne UTOroB 3aHATHS.
PaGora ¢ murepaTypHbIMH HCTOYHHUKAMU
B mporecce moAroToBKM K MPAaKTUYECKOMY 3aHSATHIO, 00yJaromMMcsi HE0O-
XOJUMO 00paTuTh 0c000€ BHUMAHUE HA CAMOCTOATEIHHOE M3YYCHHE PEKOMEH]IO-
BaHHOW y4eOHO-METOIMYECKON (a TakXke HAydYHOW W TOMYJSPHOM) JTUTEPATYPHI.
CamocrosiTensHas padota ¢ yueOHHUKaMH, y4eOHbIMUA TOCOOUSIMU, HAYYHOM, crpa-
BOYHOM M MOIYJISIPHOM JUTEPATYPOM, MaTepHUalaMU NEPUOAUYECKUX W3AAHUU U
WnTepuera siBisiercst Haubosee 3 (HEeKTUBHBIM METOAOM TOTYUYEHUS] 3HAHHM, 103~
BOJIAET 3HAYUTEIHHO aKTUBU3HPOBATh IMPOLIECC OBNAACHUS WH(pOpMalUeH, CIo-
coOcTByeT 0Oosiee IiyOOKOMY YCBOEHHUIO M3y4yaeMoro Mmarepuaina, (GopMUPYET Y
00y4aronuxcsi CBOE OTHOIIEHUE K KOHKPETHOM IpodiieMe.
bonee riay0oKkoMy pacKkpbITHIO BOIIPOCOB CIOCOOCTBYET 3HAKOMCTBO C JI0-
IIOJIHUTEIILHOM JINTEPaTypOi, pPEKOMEHIOBAHHOM MPENOAaBaTeIeM M0 KaKI0N Te-
M€ MPaKTUYECKOI0 3aHATHUS, YTO MO3BOJISIET O0YUYAIOUIMMCS MIPOSBUTH CBOKO MH/M-
BUyaJIbHOCTb B PAMKAaX BBICTYIUICHUS HA JAHHBIX 3aHATHUAX, BBIIBUTH LIMPOKUN
CHEKTP MHEHHUH M0 U3y4aeMoi npodieme.
IloaroroBka mpe3eHTaluM 1 A0KJIA1a
IIpe3enTanus, cOracHO TOJIKOBOMY CJIOBapro pycckoro ssbika JI.H. Ymaxko-
Ba: «... CIOCO0 Mmojaun WHPOPMAIUHA, B KOTOPOM MPUCYTCTBYIOT PUCYHKH, (HOTO-
rpaduu, aHUMAaIs U 3BYK».



JI7isi IOArOTOBKH TMPE3CHTAIlUN PEKOMEHYETCsl MCIIONIb30BaTh: PowerPoint,
MS Word.

JI1s1 TOATOTOBKY TMpEe3eHTAllMd HEO0X0auMO coOpaTh U 00paboTaTh Hayajlb-
Hyto uHpopmaiuio. [locienoBaTeabHOCTh MOATOTOBKH MPE3EHTALINH:

1. Yerko chopmynupoBath LEeIb MPE3EHTAIMU: Bbl XOTUTE CBOIO ayJAUTOPHUIO
MOTHUBUPOBaTh, yOEIUTh, 3apa3uTh KAaKON-TO UJieel WM MPOCTO (GOPMAILHO OTYH-
TaThCA.

2. OmnpenenuTs KakoB OyneT ¢opMar Mpe3eHTalUU: )KUBOE BBICTYILIEHUE (TO-
r71a, CKOJBKO OYJET ero Mpo0JKUTEIbHOCTD) WM 3JIEKTPOHHAs pacchuika (KaKoB
OyZeT KOHTEKCT MIPE3EHTAINN ).

3. OtobpaTh BCIO COAEP)KATENbHYIO YacTh Ul MPE3EHTAIMH U BBICTPOUTH JIO-
TMYECKYIO LIENOYKY MPEACTaBICHUS.

4. OmnpenenuTth KJIOUYEBbIE MOMEHTHI B COJIEPKAHUH TEKCTA U BBIJICIUTD HX.

5. OnpenenuTh BUABI BHU3yalu3aluu (KapTUHKU) JJI1 OTOOpa)K€HUsS WX Ha
Claiilax B COOTBETCTBUU C JIOTHUKOM, LIEJIbIO U CIIEU(PUKON MaTepHaia.

6. ITlogoOparp au3aiitH u (opmatupoBaTh ciaiabl (KOJIHMYECTBO KAPTUHOK H
TEKCTa, UX PACIOI0KEHHUE, I[BET U pa3MeD).

7. 1IpoBepuTh BU3yalIbHOE BOCIPUITHE MPE3CHTAINH.

K Bugam BU3yanu3aluu OTHOCATCS WILTIOCTPALUU, 00pasbl, MarpamMmbl, Ta0-
aunpl. MumrocTpanusi - NpeACcTaBICHHE PEalbHO CYIIECTBYIOIIETO 3PUTEIBHOIO
psaa. OOpa3bl - B OTVIMYME OT WLIIOCTpauuid - metadopa. Mx Ha3HaueHue - BbI-
3BaTh 3MOLIMIO U CO3JaTh OTHOIIEHHE K HEW, BO3AEHCTBOBATh Ha ayauTopuro. C
OMOUIBIO XOPOILIO NMPOJTYMAaHHBIX U MPEACTABIAEMbIX 00pa30B, HH(OPMALIU MO-
YKET HAJIONTO OCTaThCs B MAMSATU 4yeJoBeKka. J(narpamMma - BU3yanu3anus KOJIUYe-
CTBEHHBIX U KayeCTBEHHBIX CBsi3ed. X MCMONb3yloT Juisl yOeaIUTENIbHON TEeMOH-
CTpauyy AaHHBIX, ISl IPOCTPAHCTBEHHOIO MBIIIJIEHUS B JOMOJHEHHUE K JIOTHYe-
ckoMmy. Tabnuia - KOHKPETHBIM, HATJISHBIA U TOUYHBINA MMOKa3 JaHHBIX. E€ OCHOB-
HO€ Ha3HAYEHHUE - CTPYKTYpUPOBATh HHPOPMAIIUIO, YTO MOPOIl 00IerdaeT BOCIpH-
ATHE JAHHBIX ayAUTOPHUEH.

Jloknan, cornacHO TOJIKOBOMY CIlIOBapto pycckoro sizeika [[.H. Ymakosa: «...
COOO0IIIeHNe 1O 33JaHHOW TEME, C IENIbI0 BHECTHU 3HAHUA W3 JOMOJHUTEIHHON JIH-
TepaTyphl, CHCTEMATU3UPOBATh MATEPUJI, MPOUIUIFOCTPUPOBATE MPUMEPAMH, pa3-
BHUBATh HABBIKM CAMOCTOSITEIIbHON paOOTHI ¢ HAYYHOU JUTEPATypOH, IO3HABATE b~
HBIM MHTEpEC K HAYYHOMY TTO3HAHUION.

Tema pokiana JojkHA OBITH COTJIACOBAaHHA C MPEMOJABaTeIeM M COOTBET-
CTBOBaTh TeMme yuyeOHoro 3aHatus. HeoOxonmmo co0it0aTh perjiaMeHT, OroBO-
PEHHBIN MpU MOTYYSHUH 3aJaHUS.

PaboTa obOyuaroierocst HaJ OKJIAAOM BKIIOYAET OTPAOOTKY YMEHHUS CaMo-
CTOSITENIBHO 00001IaTh MaTepHrall U JieNaTh BBIBOJBI B 3aKJIIOYEHUU, YMEHUS OpHU-
€HTUPOBATHCS B MaTEpHaJie U OTBEYATh HA JIOMOJHHUTEIbHBIE BOIPOCHI CIyIlIaTe-
Jei, 0TpabOTKY HaBBIKOB OPATOPCTBA, YMEHUS IPOBOJUTH TUCIYT.

JIOKJIaquuKK JOJDKHBI 3HATh M YMETh: COOOIATh HOBYIO MH(OPMAIIUIO; UC-
[10JIb30BaTh TEXHUYECKHE CPEJCTBA; XOPOLIO OPUEHTHUPOBATHCS B TEME BCETO Ce-
MUHApPCKOTO 3aHATHUS; IUCKYTUPOBATh U OBICTPO OTBEYATh Ha 3aJlaHHBIE BOMPOCHI;



YETKO BBIMOJHATH YCTAHOBJICHHBIN pernameHT (He 6onee 10 MUHYT); UMETh Mpe-
CTaBJICHHE O KOMITIO3ULIMOHHOM CTPYKTYype J0KJIaaa U Ap.
CTpyKTypa BBICTYIICHUSA

Beryniienne nomoraer o0ecneyuTh yclex BBICTYIIEHHS IO JHOON Tema-
TuKe. BeTymuieHne MOMKHO copepkaTh: Ha3BaHUE, COOOIIEHHME OCHOBHOM HUJEH,
COBPEMEHHYIO OLIEHKY IIpeIMeTa M3JI0KEHHUS, KPaTKOe MEPEeUHCIEHUE paccMmar-
PHBAaEMBIX BOIIPOCOB, )KMUBYIO MHTEPECHYIO (DOPMY U3JI0KEHHUSI, aKIICHTUPOBAHUE
BHHMAaHMS Ha Ba)KHBIX MOMEHTAX, OPUTMHAIBHOCTh MOAX0/A.

OcHOBHasl 4acTh, B KOTOPOM BBICTYNAIOUIUI JOJKEH TITyOOKO PacKpbITh
CYTbh 3aTPOHYTOM TE€MbI, OOBIYHO CTPOUTCS MO MPUHIUITY OTYeTa. 3a/ilaya OCHOB-
HOW YacTH - MPEACTaBUTh JOCTATOUYHO JAHHBIX JJISi TOrO, YTOOBI CIyIIATENN 3a-
WHTEPECOBAIINCh TEMOM M 3aXOTEJIM O3HAKOMUTHCS ¢ Marepuaiamu. llpu stom
JOrHYecKasl CTPYKTypa TEOpeTHUecKoro OJoka He JOJDKHBI JaBaThes 0e3
HaIJIAIHBIX OCOOUI, ayTM0-BU3YaIIbHBIX U BU3yaJIbHBIX MaTepUaJIOB.

3akiroyeHue - SICHOE, YeTKoe O0O0OIleHHWEe M KpaTKUE BBIBOJBI, KOTOPBIX
BCEI/1a XKAYT CIyIIATEIH.

1.3.IToaroToBKa K 3a4eTy

[ToaroToBka K claye 3a4€TOB SIBISIETCS TAKKE CaMOCTOSITENbHOW paboOTOU
oOyuaronuxcsi. OCHOBHOE B MOATOTOBKE K CECCUM - MIOBTOPEHHE BCETO y4eOHOTO
MaTtepualia JUCUUILUIMHBI, 10 KOTOPOMY HEOOXO0IUMO C/1aBaTh 3a4eT.

Tonbko TOT 00y4aromUics yCIeBaeT, KTO XOPOIIO YCBOUI yueOHBIN MaTepH-
an. Ecnu obyuaromnuiics mioxo paboTain B CeMECTpe, POITYCKall JICKITUH, CITyIIIal
VMX HEBHUMATEJIBHO, HE KOHCIEKTUPOBAJ, HE M3ydall PEKOMEHIOBAaHHYIO JIUTEpa-
TYpY, TO B IIPOLIECCE MOATOTOBKU K CECCUU €MY IPUJIETCS HE NOBTOPATH YK€ 3HA-
KOMO€, a 3aHOBO B KOPOTKHI CPOK M3y4aTh BeCh y4eOHBIN MaTepuan. Bee aTo 3a-
4acCTyI0 HEBO3MOKHO CJIEJIaTh U3-3a HEXBATKHA BPEMEHU.

J{nst Takoro oOy4aronierocsi MOArOTOBKA K 3a4eTy OyAeT TPYJIHbBIM, a HHOTIa
M HENOCWUJIBHBIM JEJIOM, & KOHEYHBIA pPEe3yJlbTAaT - BO3MOXKHOE OTYUCICHHE U3
y4eOHOTO 3aBECHUS.

2.PexoMeHIalUM 110 IOATOTOBKe pedepaToB

Pedepart - mucbMeHHBIN JTOKIIA] 1O ONPEEICHHON TeMe, B KOTOPOM coOpaHa
uH(pOpMAIUs U3 OJTHOTO WJIM HECKOJIBKUX UCTOYHUKOB. Pedepar He kommpyeT mo-
CJIOBHO COJIepKaHUE MEPBOUCTOYHHUKA, a MPECTaBIsAeT COOON HOBBIM BTOPUYHBIN
TEKCT, CO3/1aBa€Mblii B pe3yJjbTaTe CHUCTeMATH3alMd U OO0O0OIIEeHHUs MaTepualia
MEPBOUCTOYHHUKA, €T0 MepepabOTKH.

Pabota, mpoBomuMMasi aBTOpOM [IJIsl MOJATOTOBKHM pedepara HOMKHA 00s13a-
TEJIbHO BKJIIOYATh CAMOCTOSATEILHOE MUHHU-UCCIIEIOBAHKE, OCYIIECTBIIsIEMOE 00Y-
YaroUMMCsl Ha MaTepuaie OCHOBHOM U JTOTIOJHUTEILHON PEKOMEHOBAaHHOM JIUTe-
paTyphl B IPYyTUX KCTOYHUKOB HH(POPMAITHH.

B 3aBucumocTu ot konmdecTBa peepupyemMbIx HCTOYHUKOB BBIJEISIFOT CJIe-
TyIOIIHe BUABI pedepaToB:

. MoHoTpadudeckue - pedeparsl, HaMMCaHHBIC HA OCHOBE OJTHOTO MCTOYHHUKA,



. o030pHbIe - pedepaThl, CO3IaHHbIE HA OCHOBE HECKOJBKUX MCXOAHBIX TEK-

CTOB, 00bETMHEHHBIX O0IIEH TEMON U CXOHBIMH MPOOIeMaMH UCCIIETOBAHUS.
Crpykrypa pedepara

TUTYJIBHBIN JIUCT

OrunasneHue

BBenenue

OcHOBHas 4acTh

3akioueHue

CnHcoK HCIOIB30BAHHOM JIUTEPATYPhI

[Ipunoxenus

TUTynbHBIN JTUCT. SBISIETCS NEPBOW CTPAHUIIEM W 3AMOJHSAETCS IO CTPOrO
ornpejaeneHHbIM npaBuwiaM. B npusnoxenun 1 npexncrasineH oOpaser; opopmiieHus
TUTYJILHOTO JTUCTa pedepara.

[locne TUTYNBHOTO JIUCTAa MOMEMIAIOT OTJIABJIEHHWE, B KOTOPOM MPHUBOISATCS
BCE 3aroJIOBKM paOOThI U YKa3bIBAIOTCS CTPAHUIIbI, C KOTOPBIX OHU HAUMHAIOTCA.

Beeaenue k pedepaty - BakHeiIIast ero 4acTb. 37€Ch 00OBIYHO 0OOCHOBBIBA-
€TCsl aKTyaJIbHOCTh BHIOPAHHOW TEMBI, LIENb U 3a/1a4d, KPaTKOE COJEpKaHHe, yKa-
3bIBAETCS OOBEKT PACCMOTPEHHUS, MPUBOAUTCS XAPAKTEPUCTUKA MCTOUYHUKOB ISt
HaIMCcaHus padoThl U KpaTKUi 0030p UMEIOILEHCS 110 JAHHOW TeME JIUTEPATYPBI.

OcHoBHas yacTb. OCHOBHAs YacTh pedepara CTPyKTypHpYeTCs 1O [J1aBaM U Ma-
parpadam (ITyHKTaM M MOJITYHKTaM ), KOJIMYECTBO U Ha3BaHHE KOTOPBIX OMPEAETIAIOTCS
aBropoM. OcHOBHas1 4acTh pedepara, IOMUMO MMOYEPITHYTOTO U3 Pa3HbIX UCTOUHUKOB
COZIEpXaHusl, JOJDKHA BKIIIOYATh B ce0sl COOCTBEHHOE MHEHUE 00yJaroierocst v chop-
MYJIMPOBAHHBIE BBIBO/IbI, ONIMPAIOLIMECS HA IPUBE/ICHHBIC (DAKTHI.

B ocHoBHOI yacTu pedepara 00s3aTeIbHBIMU SIBJISIFOTCSI CCHUIKM Ha aBTOPOB,
YbU MO3ULIMU, MHEHUS, MH(OpPMaIUs UCIIOIb30BaHbl B pedepare.

3aKIoyuTeNbHAs YacTh MPEANOJaraeT IoCiIeA0BaTeNIbHOE, JIOTHYECKU
CTPOMHOE H3J10KE€HUE OOOOIIEHHBIX BBIBOAOB IO pacCMaTpUBAEMOM TeME U HE
JI0JKHA MPEeBbIIIATh 00beM 2 cTpaHull. B 3akimtoueHuu nenecooOpazHo chopMmy-
JMPOBATh UTOTH BBIITOJIHEHHONW PadOThI, KPATKOIO U YETKOTO M3JI0KUTh BBIBOJIBI,
IPEACTABUTh AHAJIU3 CTENEHHU BBINOJHEHUS MOCTABJICHHBIX BO BBEACHUM 3a/1a4 U
yKa3aTh TO HOBOE, YTO JIMYHO AJis ceOst 0Oydaromuiics BbIHEC U3 pabOThl HaJ pe-
dbeparom.

Cnucok MCIob30BaHHOM JIUTEPaTyphl MO3BOJSIET CYUTh O CTENEHU (PyH/1a-
MEHTaJILHOCTH JaHHOTO pedepara. B cnucok MConb30BaHHOM JTUTEpaTyphbl HE0O-
XOJIMMO BHECTH BCE€ MCTOUYHUKH, KOTOPbIE ObUIM U3Y4eHBbI OOyHarolIMMCsl B MPO-
1ecce HanucaHus pedepara.

JIuteparypa B crnucke ykasblBaeTcsl B aldaBUTHOM nopsiake (pamwmnuu as-
TOpoB B ajdaBUTHOM mnopsake). CHHCOK MCIOJIb30BAaHHOW JIUTEpaTyphl, MPHUBO-
JUTCS B CIEAYIOLIEH MOCIEIOBATeIbHOCTH: 1) 3aKOHOAATENIbHbIE aKThl (B XPOHO-
JIOTUYECKOM MOPSIZIKE); 2) CTAaTUCTUUYECKUE MAaTepUaIbl 1 HOPMATUBHBIE TOKYMEH-
Thl (B XpOHOJOTHYECKOM MOPSAIKE); 3) IUTepaTypHble UICTOYHHUKH (B aj(aBUTHOM
NOPSAJKE) - KHUTH, MOHOTpaduu, y4eOHUKU U yuyeOHbIe TTOCOOUs, TEPUOANUECKUE
U3JIaHus, 3apyOekHble nCTOUHUKU, THTepHeT-ucTounnku. O6pasisl opopmiieHus
VCTOYHHKOB JINTEPATYPhI IPEACTABIIEH B IPUIOKEHUH 2.

NogakowdPE



[Tocne crimcka MCIOIB30BAHHON JTUTEPATYPHI MOTYT OBITH MOMEIEHBI Pa3-
JUYHBIC TPUIIOKECHHS (TaOJMIIBI, TPapUKH, THarpaMMbl, WILTIOCTPAUA U TIp.). B
MPWIOKEHUE PEKOMEHAYETCS BBIHOCHTH HH(POPMAIIMIO, KOTOpas 3arpoOMO’KIacT
TEKCT pedepara u MEIIaeT ero JOrHIecKOMY BOCTIpUATHIO. B coneprkarenpHOi ya-
CTH pabOTHI 3TA YaCTh MaTepHuasa J0JKHA ObITh 0000IIEHa U MPE/ICTaBJICHA B CKa-
ToM Buje. Ha Bce mputoskeHus B TeKcTe pedepaTa TOKHBI OBITh CChUTKH. Kaxkmoe
MIPWIOKEHUE HYMEpYeTCs U 0POPMIISETCS C HOBOW CTPAHUIIBI.

TpebooBanus k opopmieHuro pedepara

Pedepat BbimonHsAeTCs HA KOMIBIOTEPE JOJHKEH coaepxkarh 15-20 cTpaHun
MIEYaTHOTO TeKCTa (B KOMIbIOTEpHOM Bapuante: mpudt Times New Roman; kernb
14, oguHapHbIil UHTEpBaJ, MOJe NOAMKBKU (J1eBoe) — 3,0 cM, BEpXHEE U HUKHEE
o 2,0 cMm., mpaBoe moJje — 1,0 cm.). Otctyn nepBoit cTpoku ad3ana - 1,25.

Hywmepanusi ctpanui] 1okHa ObITh CKBO3HON (HOMEp HE CTaBUTCS HA TH-
TYJIbBHOM JIUCTE, HO B 00IlIEM KOJMYECTBE CTPAHUI] YUUTHIBACTCS).

Tabnuibl ¥ pUCYHKH BCTPAMBAIOTCA B TEKCT PabOThI, KX HyMepalus 10KHA
OBITH CKBO3HOM 10 BceMy pedepary. OHU Bce AOKHBI UMETh HA3BaHHUE U B CAaMOM
TekcTe pedepara Ha HUX JOJKHA ObITh cchuika. [locie Ha3BaHUS TAOIUIBI U PU-
CYHKa TOYKa HE CTaBUTCSI.

B npusoxxeHuu nmomeniaroT BCIIOMOTATeNbHbIE WK JAOMOTHUTEIbHbIE MaTe-
puasbl, KOTOPbIE 3arpOMOXAAIOT TEKCT OCHOBHOM 4YacTh padoThl (TaOJIUIbI, pU-
CYHKH, KapThl, TpaUKH, HEOMyOJIMKOBAHHbIE JOKYMEHTBHI, IepenucKa 1 T.1.).

Tembl pepepaToB o Kypey «/lokymenrupoBanue
YIPABJICHYECKOH AeATEeJIbHOCTH»

Jlenonpou3BOICTBO U €T0 cTaHoBiIeHUE B Poccun

HopmatuBHO-ipaBoBast 0a3za e10Mponu3BOICTBA

YHaudukamnms u cTangapTH3aIus B JeJI0NPOU3BOJICTBE

Cucrema TOKyMEHTAIIHOHHOTO 00€CTIeUeHNUs yIPaBICHUS

Knaccuduxamnus nemnoBoii JOKyMeHTauu

3HaueHue O0JlaHKa TOKyMEHTa U OCHOBHbBIE MTpaBuiIa ero 0hopMiIeHus
[TpaBuiia BHYTPEHHETO TPYAOBOTO PACIIOPSIKA.

[TonokeHune o CTPYKTYPHOM MPOU3BOICTBEHHOM MOAPA3ACICHUH MPEITPUITHS.
Jlo;KHOCTHAS MHCTPYKITHS paOOTHHKA.

10 OcobenHnocTr 0hopMIICHUS PACTIOPSIUTEIBHBIX TOKYMEHTOB

11. OcobeHHOCTH J1eTI0BOTO 00IIeHUs U TpeOOBaHUs K YIpaBIIeHYECKON HHPOpMAIIUH.
12. OpunmansHO-1€T0BON CTUII.

13. TpeboBaHusl K TEKCTaM JOKYMEHTOB.

14. OcoOeHHOCTH pa3IUYHBIX BUOB CIY>KEOHOTO MHChMa

15. SI3BIK ¥ cTUIB CITy’)KeOHOTO TUChMa

16. PanimonanbHast OpraHn3aioOHHAst CTPYKTYpa CITY>KOBI AETOTPOU3BOICTBA
17. IIpumepHsIit Tabenb GOpM JOKYMEHTOB.

18. Opranuzanus palinOHAIBHOTO ABUKEHHS TOKYMEHTOB BHYTPH OpPTaHHU3AIUH.
19. DTHKET B 1EJI0BOM MIEPETIHCKE

20. IIpaBuna oopMiIeHNS KOMMEPUYECKUX MTUCEM K 3apyOeKHBIM apTHEpaM

21. TpynoBoii TOTOBOP: CTPYKTYpPA, COAECPNKAHUE U MOPSAOK 3aKITIOYCHHUS.

©CoNOGRWNE



22. JIOKyMEeHTHPOBAaHUE PE3yIbTATOB AEATEIHHOCTH MIEPCOHATIA.

23. Benenue Tpy10BOM KHUKKHA PaOOTHHKA.

24. OdopmiieHue, BeIeHUE U XpaHEeHUE JTUYHBIX Jedl.

25. IIpaBoBbIe OCHOBaHUS 7151 paOOTHI C OOPAIICHUSIMU TPaKIaH.

26. TlonsiTue 1OTOBOPA U €TO BUIBI.

27. JlokyMeHTaIus 1o pacueram, apeH/ie, CACIKaM.

28. OcHOBHbIE BH/IBI, 3371a91 ¥ (PYHKIUU TPETEH3NOHHBIX JOKYMEHTOB.

29. PerucTpanus 1 MHACKCAIMS JOKYMEHTOB: TIOPSIIOK, MpaBuiia, (GopMBI.

30. KoHTpoJib 3a UCTIONHEHUEM JOKYMEHTOB: 3TaIlbl U CPOKU KOHTPOJISL.
31.DkcnepTH3a LIEHHOCTU JOKYMEHTOB U IOKYMEHTHOW MH(pOpPMAIIH.

32. Tlonsarue apxuBa u rictopust popmupoBanus [ ocymapcTBEHHON apXUBHOM CITy>KObI PD.
33. CocTtaB U HalpaBieHHs 3alUIUThl JOKYMEHTHON MHGOpMalUU.

34. Cuctema 3alIUThl IEHHOW HH(OpMAIMK U KOHPHUACHIIUATIBHBIX JOKYMEHTOB.

35. 3amuTa KoHGUISHINATEHON HHPOPMAIIH TP TIPOBEICHUN COBEIIAHHIA 1 TIEPETOBOPOB.
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[Ipunoxenue 1
Oopa3zen opopMiieHHsI TUTYJIBHOT0 JIUCTA pedepara
MuHHCTEPCTBO CENBCKOTO X03s11cTBa Poccuiickon denepanuu

OI'bOY BO «BopoHexckuii rocyJapCTBEHHBIN arpapHblil YHUBEPCUTET
uMeHu nmrieparopa Ilerpa |1»

Kadenpa VYnpasnenus u mapketunra B AIIK

PE®EPAT

0 Kypcy «JloKyMeHTHpOBaHHUE YIIPABICHYCCKOM JCATCIEHOCTH»
HampasieHue noarotoBku 44.03.04 «IIpodeccrnonansHoe oOyueHue
(o oTpacmnsim)
npoduis moAroToBKH «MH(MOpMAaTHKa, BEIYUCIUTENIbHAS TEXHUKA
¥ KOMITBIOTEPHBIE TEXHOJIOTHUIY

BBITIOJIHWUJI: ctyneHt  Kypca
['ymanuTapHO-IpaBOBOTO (PaKyIbTETA
N.0. Gamunus

Boponex —20
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[Tpunoxenue 2

[Ipumep oopmieHus cnucka UCIOIb30BAHHOM JIUTEPATYpPhl C Y4ETOM TpeOoBa-

auii [OCT 7.1-2003.

XapakTepucTHKa
HMCTOYHHKA

[Tpumep opopmieHus

OnuH, 1Ba WK TPU
aBTOpa

bepexxnoit H.M. Uenosek u ero motpedbnoctu / H.M. bepex-
HOIT; Mock. Toc. yH-T cepBuca. — M. : ®opym, 2012. — 159 c. -
buGmmorp. : c. 152-156.

['pumua B.U. DddextuBHOCTE pedopMUpOBaHUS IKOHOMHUKH
peruona: IIpo6nemsl, moucku, pemenus / B.W. ['pumun, C.H.
[Terpos. — Capanck: tun. «Kpac.Okt.», 2012. — 200 c.

Marnyc f.P. Dxonomerpuka: Had. kypc: [ Yueb. ais By30B 10
9KOH. crienuanbHocTAM | / S1.P. Marnyc, I1.K. Kartbimes, A.A.
[Tepecenkuit. — M.: [lemo, 2010. — 399 c. : un. —bubnuorp.: c.
390-394 . — [Ipeam. ykas.: c. 395-399.

Kuuru o 3arnaBuem
(dueTbIpe u Oosiee aBTO-

poB)

MapkeTuHr : ydeOHOe mocoOue s CTyACHTOB BY30B, 00Oyd4a-
romuxcs no cnennanbHoctd 080502 "DkoHOMUKA M yIpaBiie-
aue Ha npeanpusituu AIIK" / [E. B. 3akmesckas [u ap.] ; mox
pex. E. B. 3akmesckoii . — Mocksa : KonocC, 2012 . — 247 c.

Cratbs U3 )XypHaa

Prikanuna O.B. B3zaumopeiicTBue OTAEIOB JOTUCTUKU U Map-
KETHHTa B IIpoIiecce pa3padoTKu HOBBIX IpoaykToB/ O.B. PuI-
kanmuHa //Mapketunr B Poccum um 3a pyOekoM: HaydHO-
npaktuueckoe m3ganue. — 2015. -.Ne3. — C. 3-7.

Cyrno6oB A Pa3Butue METOAMYECKUX IMOIXOJ0B K aHAIU3y
pBIHOYHOTO OKpYyXeHusi opranuzamuu / A. Cyrno6os, E Cemé-
HOBa // DKOHOMHUKA ceJIbckoro xossiictBa Poccun. - 2017. - Ne
1.-C.31-41.

Arportexnuka rutoc nepepadorka / A.Il. Ocranenko [u mp. |; //
BectH. Poc. akan. c.-x. Hayk. — 2016. — Ne 8. — C. 3-7.

CoopHuK

OpraHu3aliOHHO-9KOHOMUYECKUH MEXaHU3M MHHOBAIMOHHOTO
pa3BUTHS arpolpOMBILUIEHHOIO KOMILIEKCA: COOPHUK HAYYHBIX
tpynos 'HY HUMNDOAIIK IUYP Poccun. — Boponex: 'HY
HUMDO0AIIK IUP Poccun, 2014. — 338 c.

CtaThs U3 ra3eThl

MuxaitnoB C.A. E3na no-eBponencku: cucrema IiaTHbIX JOpor
HAXOJUTCS B HadaiabHOW cramguu pazsutus / C.A. Muxaiinos //
HezaBucumas razera. — 2012. — 17 urons.
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