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I'JIABA 13

METO/bI PAHUOHAJIN3ALIUU JIMYHOI'O TPYJA PYKOBO/JAUTEJISA
Hcxo0 kpynuwix den wacmo 3asucum om menouetl.
OBuanit
Paboma nao mexcmom — Tpenuposka namsimu — 3anUcHasi KHUNCKA pyKogooumesi — Ymenue

cyuwams cobeceonuxa — Pazzoeop no menegpony — CrysrceOnan Komanouposxka

13.1. PaGoTa Hax TekcTOM

CymiecTByeT MHOTO (haKTOpPOB, BIMSIOUIMX HA JIMYHYIO OpraHu3aluio pykoBoauTess. HekoTopsie coBeTh
MOTYT TOKa3aTbCs MPOCTHIMU /10 MPUMHUTUBHOCTH, M TEM HE MEHEe MOoJib3a OT HUX MOXET OBITh BechbMa
3HaunTeNbHOU. CyIlEeCTBYIOT U3BECTHBIE HAyKe YIpaBJICHUS MPUHLMIIBI U IPaBUiia, KOTOPbIE CIEAYET CBECTU
BOEJIMHO, IPEBPATUB UX B MOJIE3HBIE IIPUBBIUKH, JJOBEJCHHBIE JO aBTOMAaTU3Ma.

[lorox Marepuana A YTEHHs PYKOBOAMTENEM B BHJE JIEJIOBBIX IIMCEM, Ta3eT, CHELHMAIbHBIX
myOaMKaIuil, HUPKYISIPOB, YACTHON KOPPECTIOHAEHIINHU, CIYEeOHBIX 3aMUCOK U T.I. CTAHOBUTCS Bce Oolee
HACBILIICHHBIM.

[Ipumepno 30% cBoero BpeMEHHM MEHEKEPhl TpPaTAT Ha 4YTEeHHE JenoBbix Oymar. Ilostomy
COBEpILICHCTBOBAHNE TEXHMKH YTEHHs O3HAYaeT COBEPIICHCTBOBAHHE OpraHU3allMil COOCTBEHHOTO TPYyAa,
BO3MOYKHOCTh BBIUTPATh BPEMSL.

PanponanpHOEe uTeHHE TMO3BOJISIET JIydllle CHOPAaBUTHCS C IOTOKOM HH(GOpPMAlMK, IOCKOJIbKY
OeccUCTeMHOE YTEHHE O3HAdaeT IOTEpI0 BPEMEHHM W IYCTYIO TpaTy CpeiACTB. PaluoHanmu3amusi yYTeHUs
HAa4YMHAETCS C IOUCKA OTBETOB I1a BOIIPOCHI:

* Uto 51 JOo/mKEeH mpoYuTaTh?

* Yro s 00s13aH IpOUnTATH?

* YT0 51 X0y IpOUUTaTH?

* YT0 51 X04y C ITUM IPEAIPUHSATS!

* Yto 51 mpenyararo ¢ MpOYUTAHHBIM MPEATIPUHSTH!

* Yro MHE BOOOIIIEC HE HY)KHO YNTATh?

* YT0 MOKHO OBLIO OBI MPOYHUTATH MO3/1HEE!

MBICIEHHO NOOYEPENHO OTBEYAsl HA IMOCTaBJICHHBIE BBIIIE BOIPOCHI, MOKHO «IPOCESTH» MMEIOIIUICS
MaTepual, Ipexkae YeM IMPHUCTYNUTh K ero oOpaborke. HeOombimme TeKCThl uisd cepuitHOW 00paboTKH
11e71ec000pa3Ho coOupaTh B paboure 0JI0KU U PE3EPBUPOBATH B CBOEM HENEIHHOM IIJIaHE JIJISI UX TIPOYTEHUS.

[locne 3aBepmieHust (as3pl CeNEKIMM MaTepuana JUIl YTEHHS I1eJIeco00pa3HO HCIIONb30BAaTh OJIUH U3

CJIICAYIOINX MCTOAOB YTCHUS:
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1) opuenmupogounoe umenue — TIEPBOE BOCIPHUATHE COJCPKAHMSI, YTOOBI €IIE pa3 OMPEHCTUTHCS

caMoMy, 00pabaThIBaTh JIM JAHHBINA TEKCT;

2) usyuaroujee umeHue — OIpPEAEICHUE TOro, Kakas WH(POpPMAIUs OYEeHb BakHA, MEHEe Ba)KHA WM He
HYKHa COBCEM;

3) obobwarwee umenue — 0OOOIIEHUE CONACPKAHHUS WIM KPUTHYECKAsl OLEHKA MPOYUTAHHOTO
MaTepuaia, pUKcalus OCHOBHBIX MbICJIEH 110 TOBOAY POYUTAHHOTO.

[Ipu 3TOM 1HETIECO00PAa3HO PYKOBOACTBOBATHCS OIPEACICHHBIMU peKOMeHAausIMHU [68, c. 197]:

* [Ipu mpocMoOTpe M YTEHUHU TEKCTa TyMaiTe O TOM, KaKyl0 WH(GOPMAIUIO BBl XOTUTE U3 HETO MOIYYUTh
(HEKOTOpbIE PEKOMEHAYIOT, HAIpUMEp, Mepe] MPOYTEHUEM KHHUIU COCTAaBUThH CIMCOK BOIIPOCOB, Ha KOTOpBIE
XOTeJIOCh OBl MOYYUTh OTBET B IaHHOW KHUTE).

* [IpocMoTpHTe Ha3BaHUE IJ1aB U Pa3JIENOB, IPOOErUTE IiIa3aMu TEKCThl Ha CYNEpOOJIOKKE MM KPaTKOe
COZIEpIKaHueE, a TAKXKe MIPEAUCIOBUE, BCTYIIUTEIbHOE 3aMEUaHHUE U BBEACHNUE.

* BrrsicHuTe, 9TO OBI BBI XOTENM MPOUYUTATh OOsee MHTEHCUBHO. [Ipu mpocMoTpe OTAENbHBIX pa3ziesioB
oOpaluaiiTe BHUMaHNE Ha BBOJIHBIE U 3aKIIFOUUTENIbHBIE (PPA3bl, @ TAKXKE Ha KIIFOUYEBbIE CIIOBA.

* He 3amepxuBaiiTech Ha NpUMEYAHMSIX, YacCTSIX TEKCTa, HAaNeYyaTaHHBIX MEJNKUM MIpUPTOM, Ha
apryMeHTalllH, CTAaTUCTUYECKUX JaHHBIX, MOJPOOHBIX ONUCAHUAX U PA3IMYHbBIX OTCTYIUICHUSAX aBTOPA.

* bonblie, ueM croBaMm, ClENyTE CMBICIIOBOMY COAEP/KAaHUIO U njee Tekcra. CTtapaliTech OHATH, IPEXKIE
BCET'0, CMBICIT BBICKa3bIBAHUH YAaCTHOT'O M OOIIEro MOpsIKa.

* OTBICKMBaTE CMBICIIOBbIE yKa3aTelH, TaAKKUE, KaK 11013ar0JI0BKH, BbIIEJIEHHBIE CJIOBA U MIPEJIOKEHUS, a
TaxoKe TabJaMIbl. YKa3aTenu B BHJIE CJIOB OOpaIalOT Ballle BHUMAaHKUE Ha ONpe/eNieHHbIE BBOAHbIC 3aMEUaHNU,
YCUJIEHUS WM aKLEHTHI B TEKCTE.

* Takue BBOAHBIE CUTHANBI, KAK «OCOOEHHO», «CIIENOBATEIBHO», «II03TOMY», «TaK Kak» M T.II.,
YKa3bIBalOT HAa OCHOBHYIO WJIM MOSICHSAIONLYIO MBbICIIb; 3/1€Ch MMEET CMBICI MPOYUTaTh HpPEAbLAyIIee WU
MOCJIEAYIOLIEE IIPEAJIOKEHHE.

* YcunuBarouye CUrHajibl («Takuey, «KpoMe TOT0», «JIOMOJHUTENBHO» U T.I1.) MOAYEPKUBAIOT MBICIb,
KOTOpast y’Ke paHee KpaTKo U3JI0KEeHa.

* V3menstonme curaiisl («HO», «HE TOBOPS O», «C JIPYTOil CTOPOHBI», «OHAKO», «HAIIPOTUBY, «XOT»,
«HECMOTPS Ha», «CKOpee» U Jp.) YKa3bIBAIOT HA TO, YTO HAIPaBJIEHHUE (WM TEHACHLUS) X0/1a MBICIH MEHSIETCS
Ha IIPOTHUBOIOJI0KHOE.

* Onyckaiite MagoMH(pOPMAaTUBHBIE MECTA M 3aMEAJISIITE TEMIT YTEHHsI BaXKHBIX Y4aCTKOB TEKCTA.

* YuuteiBaiiTe TaKKe CieuuPuKy CTpyKTYpbl pa3InYHbIX TEKCTOB:

— CIIpaBOYHBIE TEKCTHl B razeTax M >KypHaJaX BaKHEHIIyI0 HMH(OpPMALMIO COAepXaT B Hauajie, a

BTOPOCTCIICHHYIO — B KOHIIC;
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— B KOMMEHTapHsiX M BBICKAa3bIBAHUAX IO KAKOMY-TMOO BOIMPOCY CYIIECTBEHHAs HWHQopMarus (a

MMEHHO BBIBOJIbI aBTOPA) IPUBOAMTCS, KaK MPABUJIO, JIUIIE B 3aKIFOYUTEITBHOM MPEIOKEHUH;

— CHelHalIbHbIC CTAThU COAEPKAT BO BBEICHUU OIMCAaHUE MPOOJIEMBI, B OCHOBHOM YacTH — pa3paboTKy
MyTeH ee PeIICHNs M B 3aKIIIOYUTEILHON YaCTH — BBIBOJIBI MJIH B3TJIS] B Oy/IyIIiee.

* OOpabaTbIBaliTe TEKCT C MOMOIIBIO0 PA3HOTO POJia TOMETOK, BHIIMHCOK U T.II.

Hapsiny ¢ yiydiieHneM MeTOUKY YTeHUs1! MPH JKeNaHUU MOYKHO TIOBBICHTH CKOPOCTh UTCHUSI.

UuraTh ObICTpee MOXKHO 3a CUET U30aBJICHHUs OT BPEIHBIX MPUBHIUEK U OTBICKAIOMIUX (PAKTOPOB, a TAKKE
3a CUET COBEPIIICHCTBOBAHUS CAMOW METOAMKH YTCHHUSI.

CymiectByeT psan hakTOpoB, MEHIAIONINX ObICTpOMY YTeHHIO [68, ¢. 199]:

* Ymenue no Oyxkeam u cio2am — €CIU B3TIISA MPOXOTUT OT OyKBHI K OyKBE WJIHM OT CJOra K CJOTY.
Kaxnplii U3 3THX 3HAKOB CTAHOBHTCS TOYKOH (DMKCAITMH, U YTCHUE IMOTyJaeTCs CIIOTHIKAFOIIUMCS, a TEMIT —
HU3KKUM. Llenb cocTouT B TOM, 4TOOBI Cpa3y (PUKCHPOBATh KaK MOKHO OOJIbIIIE CIIOB.

* Buympennee npocosapusarue yumaemozo — Bokamuzanus. [IpuBeruka 6e33BydHO (1po ceds) Oonee
WM MEHEee OTYETIMBO MPOrOBAPHBATH TEKCT C MOMOIIBI0O WHCTPYMEHTOB OOIIEHUS (TYO, SI3bIKa, TOJOCOBBIX
CBSI30K) CYILIECTBEHHO CHHXAaeT 00BhEM MPOYNTAHHOTO B €IMHUIY BPEMEHHU: TEMIT YTCHUS OTPAHHYMUBACTCS
TEMITOM TIpou3HeceHus. [1oaToMy crapaiiTech, B YaCTHOCTH, HE PacKpbiBaTh Iy0. L{enb cocTOMT B TOM, Y4TOOBI
KaK MO>KHO OOJIBbIIIE CJIOB «BMECTHTB)» B IOJIC 3PSHHMSI U Cpa3y IMOHATh UX 3HAUCHHE.

* Bozeépawenue k npouumannvim mecmam B Tekcte. Ecu Bam B3risia [locTostHHO BO3BpalaeTcs Ha3al K
y)Ke TIPOYUTAHHOMY (TPH CTPOKH BIIEpEl, OJHA Ha3aJ), TO BbI HCKYCCTBEHHO YBEIMYHMBACTe 00BEM TEKCTa U
CHIJKAeTe CKOPOCTh YTCHUSI.

* Heoocmamounas xonyenmpayuss u (Miam) ciaaOblii MHTEpEC BEAYT K TOMY, YTO BBI «CKOJB3UTE» IO
TEKCTY, HE YCBaWBAas COJICPKAHUS ¥ HE BOCIIPUHUMAsSI WH()OpMAITHIO.

* CreogiceHue nanvyem uiu Kapanoauwiom («KOCTbUI Uit uTeHns ). CKOPOCTh YTEHUST BO3PACTET, €CIIU BBI
CMOKETEe OXBATBHIBATH CPa3y ILIEJbIC TPYIIIHI CJIOB, HECYIIHE ONPEICICHHBINA CMBICTL.

* [lo3b1, HeyOoOHVIE On1si umenusi. He duTaiiTe, Hampumep, Jiexka, MOCKOJIBKY Tak OBICTpee HAcTyIaeT
YCTaJIOCTh M CHUKACTCS BHUMaHHUE.

Heo0xonnMo mpHUBBIKATh K TOMY, YTOOBI BaXKHBIE TEKCTHI HE TOJIHKO YHTATh, HO U 00padaThIBaTh MOCTE
YTCHUSI.

DTO0 AOCTHUTACTCS MTyTeM ITPUMEHEHHS CIICIYIONIIX IIPUEMOB:

* BBIJICTICHUEM Ba)KHBIX MECT (IIOMETOK, BBIMHCOK M3 TEKCTA);

* MapKUpPOBKOM TekcTa. [Tone3Ho kaxxaqoMy pa3zpadoraTh COOCTBEHHBIE 0003HAYCHHS IIPUMEPHO MO TAKUM
CMBICJIOBBIM TPYIIIIaM: «Ba)KHOY, «IIOJT BOITPOCOM», IIPOBEPUTHY, KIIPHMEP», «CIENATh BBITUCKY», «OOPATUTh

BHUMAHHUC», «CHATb KCCPOKOIIHMIO», <«HOBAasd TEOPUA», «YCTApPCBLIUC BIIJAABD), «PE3IOME»), (UMM,
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(IIPOTUBOPEUUCH, «B KAPTOTCKY» U T.II. © UMHU IMIOCTOAHHO ITOJIb30BATHCA.

UYro cremyer 3aIOMHHUTD 0 TEXHOJIOTUHU OBICTPOTO YTEHUS?

OO0pabaTbIBasi COOTBETCTBYIOIIYIO KHUTY, CTaTblO, JOKYMEHT, HEOOXOIMMO IOCIIEIOBATEILHO MPOUTH
MATH CTyIIEHEH: 0030p, MOCTaHOBKA BOMPOCOB, YTEHHE, 0000IIIeHNE, TOBTOPEHUE.

O630p. CHavaina creqtyeT y3HaTbh, KaKylo HH(POPMAIMIO HECeT KHUTa WK TOKYMEHT B 1esioM. J{7st 3Toro
MpopabaThIBAIOTCS TAKKE BCIIOMOTaTelIbHbIE MaTePUAIIbL:

* IPE/IMCIIOBHE U BBEJICHUE,

* OIJIABJICHUE U TEKCT Ha OOJIOKKE;

* pyOpHKH ¥ MTOA3aTrOJIOBKH TJIaB;

* pe3IOMe U BBIBOJIBI;

* [IOMMEHHBIN U NTPEIMETHBIN YKa3aTelu.

B uTore Mo)xHO CyIUTh O COAECPKAaHUH U pellaTh, KAaKUe pa3Jieibl BOOOIIE HY>KHO IPOYHTATh.

Ilocmanosxka eonpocos. 1locTaHOBKa BOIMPOCOB K TEKCTY CTUMYJIHPYET aKTUBHOE YTEHHE, a TakKke
CIOCOOCTBYET MOBBIIICHUIO BHMMaHUS (MOTHBALIMM K YTEHHIO), TIOMOTaeT OTAEIUTHh CYIIECTBEHHOE OT
HECYIIIECTBEHHOT'0, YUTATh KPUTUUYECKU, KOHIICHTPUPOBAHHO, UCKIIIOYAET HEOOXOAMMOCTh TOBTOPHOT'O YTECHUSI.

Ymenue. DTO T1e€I€BOC W KOHIEHTPUPOBAHHOE BOCHPUATHE Marepuana. Jljas 3TOro MOXKHO
BOCIIOJIb30BAThCSI  BCIIOMOTATENIbHBIMU ~ CPEJICTBAMH:  PA3UYHBIMU  BBIACTICHUSAMU TEKCTa, TpaduKamu,
yKa3aHUSMH, CChIIKaMHU.

Ob6o6wenue. TIpounTaHHBIA TEKCT HY)XJAeTCsl B O0OOLIEHWH, YTOOBI YIOCTOBEPUTHCS, YTO MaTepHal
ycBoeH. OCOOEHHO MOMOTaroT IMPH STOM BOIMPOCHI K TEKCTY, KOTOPHIE CTaBATCS B HavaJle YTCHHUS.

[Tepexon OT MOCTAaHOBKH BOMPOCOB K YTCHHIO W OOOOIIEHUIO MaTepuaja MOAICPKUBAET MOTHBAIIUIO K
YTEHHUIO U MIPEI0TBpAIAET HACTYIVICHUE YCTAJIOCTH.

Ilosmopenue. 3aBepiuaroliee MOBTOPEHHUE CIIY>KUT CBEICHUIO B €IMHOE 1I€10€ OTIACIbHBIX PE3YIbTaTOB,
MOJy4YEHHBIX B XOJIe MPOpPaOOTKM TEKCTa, JOMOJHEHUIO OTIENBHBIX IMOMETOK, 3aBEpUICHUIO0 padoThl HaJ
TEKCTOM, HaIIpUMep € MIOMOILBIO BBIITUCOK.

Heo6xonnMmo erie pa3 ¢ mOMOIIBIO0 BOIPOCOB MOACTPAXOBATHCS B TOM, YTO KacaeTcsi BAXKHEUIIINX OTBETOB
1 000011IeHUH.

[Ipu paboTe ¢ KHUTOM, KOPPECOHACHITUEH ClIeyeT COOI0AaTh PsII MOJIE3HBIX PABUIL.

OcHogHbie npaguna YmeHus.:

1. Csazvigaiime untTaeMoe ¢ yXe MMEIOIIMMCS y Bac 3amacoM 3HaHui. HeoOxomumo, 4yToOBI BHOBB
BOCIIPHHUMAEMOE aCCOIMUPOBAIIOCH C TEM 3alacoM IPEJCTaBICHUI, KOTOpbIE MO JaHHOMY BOIPOCY YKe
HUMEIOTCS.

2. Yumaitime cucmemamuyecku. IT0 MMpaBUJIO 3aTPparuBacT ABa BOIIPOCA: O CUCTEME B CaAMOM IIpOLEeCCe
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YTCHUA U O CUCTEMCE B HO}I60p€ MaTcpruajaoB JIs1 YTCHUA. O1bIT pa60TLI Hazqg KHUTOU TOBOPHUT O TOM, UYTO JIyUlIC

KaXK/IbIl IEHb CUCTEMATUUYECKU YUTATh 10 2 4, YEM YpbIBKAMU 10 5—6 4.

3. Yumaiime meodnenHo u 60yMuuUs0.

4. I[loopa3zoenaiime npouumannoe Ha O0Jee WM MEHEe BAXKHOE M YCBAUBANWTE TOIBKO BaYKHOE.

5. Illocmapaiimecws pazeums 6 cebe 8HUMAHUE.

6. [Ipusnexatime x akmy 6ocnpusimusi BCe HAIMUKME BHEIIHUX YYBCTB (CIIyX, 3peHHUE, OCA3aHUE).

7. Yumaiime ¢ kapanoauiom 6 pyKax.

Pabora ¢ kapangamoM JaeT HaM BO3MOXKHOCTh HCIIONIb30BaTh TaK Ha3bIBaeMbIl rpadudeckuii pedrexc
(pediexc mrchbMa), KOTOPBIN 3HAYUTEILHO O0JIEr4yaeT BOCHIPUSATHE U 3alIOMHHAHKIE MaTepraia i CIIoCOOCTBYET
Pa3BUTHIO HAIIEH MOTOPHOU (JBUTATEIILHOM ) TAMSITH.

OTO MpaBUIIO MOXKHO IMOJPA3AEIUTh Ma JBa: paboTaiiTe ¢ KapaHJallloM BHYTPU KHUTH U paboTaiiTe C
KapaHJalioM BHE KHUTU. B mepBoM ciydae 3TO 3HAYUT HCIOJIB30BATh CHCTEMY IMOJAYEPKUBAHUS U
OTYEPKUBAHUSL.

PaGoraTh ¢ kapaHAamoM BHE KHUTU — 3TO 3HAYMT JIeNaTh 3aMUCH O MpouYUTaHHOW KHuUre. CyllecTByeT
HECKOJIbKO CIIOCOO0B TakuX 3amnuceil. Hampumep, cocraBieHne «1acnopTra» KHUTHU:

1) monHoe ¥ TOYHOE Ha3BAHHUE KHUTH;

2) aBTOp;

3)131aTeNnbCTBRO;

4) penaxius u IpeaucioBue;

5) KpaTkoe cofep)kaHue KHUTH (6—7 CTpoYeK);

6) Ha KaKue HOBbBIE MBICIIM HaBeJla BaC KHUTA;

7) ObLUIK JTK CITy4au B Ballleil >KU3HU, TOATBEP K IAIOIINE UM OTPHUIIAIOIINE CKa3aHHOE B KHUTE;

8) KaKkyro Ipyryr0 KHUTY HallOMUHAET BaM MTPOYNTaHHAS KHHUTA;

9) uto B 00OIIIEM U IIETIOM J1ajia BaM 3Ta KHuUra. Hike mpuBeneH oOpasel KapTodka JiIsi BRITUCKH.

Oo0pa3en KAPTOUYKHU 1JIS BHINUCKHU



This document was created by Unregistered Version of Word to PDF Converter

Ne OeHb ron
Tema (hpobnema)
ABTOP cTp. HasgaHue kHurp
Wag-so0
KpaTtkoe conepmanne

Moe MHeHue
Iae wenonbaosars
Apumevdarue

Jpyrum BapuaHTOM paloThl C KapaHAALIOM SIBJISIETCS MHCbMEHHOE COCTaBJIEHHE KOHCIIEKTa M IJIaHa
MIPOYUTAHHOTO B KHUTE.

Ilox koncnexkmom npouyumanno2o cnexyer IMOHUMATh KPaTKOe U3JI0KEHNE MIPOYUTAaHHOro Ha Oymare. B
€ro COCTaB BXOJAT TPH OCHOBHBIX 3JIEMEHTA: IUJIaH, TE3UCHI U (PaKTUUECKUN MaTepHall.

IInan npouumanno2o — TiepedeHb BOMPOCOB (KPaTKO (OpMYIMPOBAHHBIX), 3aTparuBaeMbIX B JaHHOU
KHHI€, CTATh€ WJIM OTPBIBKE.

Te3uc — Kkpatko chopMyIMpPOBAHHASI OCHOBHASI MBICIIb TPOUYUTAHHOTO.

Beiiie roBopmiiock 0 pabote HajJ OAHOM KHUIOW, TEeTeph BallleMy BHUMAHHUIO MPEAaraercs HECKOJIbKO
KpaTKUX MPaBUJ pabOTHI HaJl HECKOIBKUMHU KHUTAMHU.

* [IpocmoTpuTe BCe moJ0OpaHHbIE MO JAHHOM TeMe KHUTHU U, MOJIb3YACh OTJIaBICHUEM, MPEAUCIOBHEM,
3aroJoBKaMH M TOMETKaMH BHYTPHU KHUTH, YCTAHOBUTE, KaKUe IJIaBbl, Haparpadsl U OTJeIbHbIE CTPAHULIBI TaK
WM MHAY€e KaCaroTCs TaHHOM TEMBI.

* [IpouTtnTe OTMH pa3 Bech BBIACICHHBINA MaTEpHal 10 BCEM MOI00paHHBIM KHUTaM, COCTaBbTE yKa3aTelb'
MaTepuajoB M 3aHECUTE TyAa Ha3BaHHME KHUT, OCHOBHOE OOO3HAa4YCHHE MbICIEH, (PaKTOB U OIpPEACICHHH ¢
YKa3aHHUEM COOTBETCTBYIOIIUX CTPAHMII.

* BeiOepute 0fiHY U3 KHUT B KaU€CTBE OCHOBHOM, a OCTaJIbHbIE UCIOIb3YHTE B KAUECTBE JOMOIHSIOMINX,
BAPBUPYIOIINX UM OCIIAPUBAIOLIMX OCHOBHYIO KHUTY.

* Bemnummre Bech ocTaBIIMiiCS (ITOCE TIIATEIBLHOIO OTCEBA) MAaTEPUA U3 OTAEIbHBIX KHUT HA KAPTOUKH
WM pa3HEecUTe ero o rpadamM KOHCIEKTa.

Kaxxnomy pykoBonuTento HE0OXOIMMO 3HaTh, KaK Kaue€CTBEHHO M OBICTPO MHCATh JOKYMEHTHI [225, c.
161].

He xBaraiiTech cpa3y 3a mepo, mpoayMaiTe IiaH cBOei pabOThl Ha/l TOKYMEHTOM, HE YIyCKasi JeTalei.

HOCJ’IGZ[OB&TGJ'ILHOCTB JTaIlOB paGOTH HaJl JOKYMCHTOM MOXHO OIIPCACIIMTDL CICAYIOIHUM O6p2130MZ
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1. Cocrasiienue KpaTKOro IiaHa-KOHCIICKTA, BKJIIOYAIOMICTO ITOCICA0OBATCIIBHOCTL U3JIOKCHUA, 00BeM

paboThI, yueT Bcex MaTepHaioB, HEOOXOUMBIX 7 JaHHOM padoTsl. CIIOBOM, HAa 3TOM 3Tarie npopadbaTeiBaeTcs
coziepKaHue OYKBAJIbHO KaXKIOH CTpaHHUIIBL. DTO UMEHHO TOT MPOLECC, MPO KOTOPBIM mucaTenu roBopsr: «B
TOJIOBE 51 YK€ HaIlucall CBOI0 KHUTY.

2. CopTupoBKa MaTepHaioB: Ha STOH CTaJINU UJIET yTOYHEHUE BCEX MMEIOIIMXCS B BAIlIEM PACIIOPSHKEHUN
naHHbIX. Koe-uto oTOpackiBaeTcsi 3a HEHAJAOOHOCTBIO, JPYroe, HAOOOPOT, BKIOYAETCS B KOHTEKCT
MTOBECTBOBAHHUSI.

3. Onpenenenue nociae0BaTeIbHOCTH 1101a41 MAaTEPUAJIOB, T.€., IPy00 TOBOPS, UTO 3a 4eM UJeT. MoXKHO
CKa3aTh, YTO 3TO MOATOTOBKA OTJIABJICHUS, T/I€ BB IEPEUNCIISICTE Ha3BaHHS BCEX IJIAB C KPATKUMH IIOMETKAMH O
TOM, YTO BKIIFOYAET KaX/1as U3 HUX.

4. TlonroToBka IMmpoekTa AOKYMEHTa, a MpOIIe — YEPHOBHKA, B KOTOPOM YK€ B 3aKOHUYEHHOM BHUJIE
IIPOCMAaTPHBAETCS TOTOBBIN pe3yNbTaT Balleil paboThl.

5. PenmaktupoBaHHWe: OKOHUYATeJbHAas CBEpKa JOKYMEHTa C BalllMM IUIAHOM-KOHCHEeKToM. M He
paccTpauBaiitech, eciau, padoras Haj Oymaramu B IEPBBIA pa3, BBl MOJydYaeTe Ha CTAaJUH, PEIAKTUPOBAHUS
JIOBOJIBHO CBIPOM TOKyMeHT. Penaktupyiite ero eie u eme. Yem Oosnbliie BpeMEHH Bl MOTPATUTE HA NUTH(OBKY
JIOKyMEHTa, TeM KauecTBEHHee U Becomee OyJIeT pe3ynbTar Baleil pabotsl. [locTernneHHO NPUXOAUT OIBIT, U BOT
YK€ M3-TI0J] BAILIETO Tepa BBIXOMIAT ICHCTBUTEIBHO COBEPIICHHBIE IOKYMEHTHI U TI0 CTHIIIO, ¥ TI0 OpME, U, UTO
TJIaBHOE, MO cojepkaHuio. D(PQPEeKT OT TaKuX JOKYMEHTOB OyAET COOTBETCTBYIOIIMM: JIOTOBOPBI OyIyT
3aKIIIOYEHBI, IJIAHbI YTBEPXKICHBI, TPOrPAMMBI OZI0OPEHBI.

B3stas BamMu Ha BOOpYy’KE€HME MOCIIEI0BATEILHOCTh 3TAlIOB Pa0OTHI Ha/l JOKYMEHTaMH, HECMOTPsI Ha BCIO
KaXYIIyIOCS TPOMO3JKOCTh M MHOTOYHCIEHHOCTh IYHKTOB, IMO3BOJISIET CYIIECTBEHHO COKPATUTH BpPEMs,

KOTOpOE BbI TPATUTE HA HAMKMCAHHUE Pa3HBIX CIIyKeOHBIX Oymar.

13.2. TpenupoBKka namMsiTH

Kak noka3biBatoT HaOJI0/IeHHs, HEMHOTHE JIIOAN 00J1a/1at0T Xopoluel naMareio. OIHaKo Npu KeTaHUU
€e MOXXHO pa3BUBaTh. [IpUMeHEHHEe CIeIyIoIMX CIIOCOOOB M METOJIOB IMO3BOJSIET 3HAUMUTENIBHO YIYYLIMTh
namsts [79, 141, 207].

Cy1iecTByeT TpH TaKMX «ECTECTBEHHBIX 3aKOHA 3aIlIOMMHAHU): BIIEYaTIEHHE, IOBTOPEHHUE, aCCOLUAIIUS.
HyxHo nomyuuTs riry0okoe, SpKkoe BIeUaTIEHUE O TOM, YTO Bbl XOTUTE 3alIOMHUTB. /{7151 5TOT0 BBI IOJIKHBI:

1. CocpennoTounThCs.

2. BuumarensHo HaOMI01aTh.

3. IlomyuynTs BrieUaTIICHUs IPU MIOMOILU BO3MOYKHO OOJIBILIETO YHCIIA OPTaHOB YyBCTB.

4. Ilpexxne Bcero nocrapaThCs MOIMYyYUTh 3pUTENIbHOE BlieyaTieHne. OHO IIpOYHee.
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[Ipu noBTOpEHNH NMENTE B BUY CIEAYIOIIEE:

1. IToBTOpSAIHTE TEKCT CHOBA U CHOBA, I10KA OH HE 3aKPEMUTCS B Ballel IaMATH.

2. 3amOMHHUB 4TO-TM00, MBI 32 TIEPBBIC BOCEMb YaCOB 3a0BIBAEM CTOJIBKO K€, CKOJIBKO 3a mpeasiaymme 30
JTHEW; T03TOMY IIpOCMaTpUBaiTe CBOM 3aIIUCH BHOBb 32 HECKOJIBKO MUHYT /10 BBICTYIUICHHS.

Xopommii crmocod 3anoMHHTH (PaKT — 3TO aCCOIMHUPOBATH €ro ¢ KaKUM-THO0 apyrum (axtom [13, c.
340].

OCHOBOH YKpeIUIeHHsI TaMSTH SBJIAETCS HaOM0JaTenbHOCTh. Mbl HE MOXKEM 3allOMHUTh HHUYETrO, YTO
YCKOJIb3HYJIO OBl OT Hallero HaOmoaeHHs. A mocie HaOJII0JeHNsl HacTynaeT BTOPOH 3Tall — acCOLMaTUBHOE
MBIIIICHUE: ITyTEM Pa3TISAbIBAHUS MM HA CIIyX 3alIOMUHAHUE BO3MOXKHO, TOIBKO €CIT OOBEKT aCCOLMUPYETCs
B HAIllEeM CO3HAHUH C YeM-IM00, YTO MBI YK€ 3HAeM WJIM IIOMHHM.

BonbIIMHCTBO 3a1IOMUHAEMOT0 aCCOIIMUPYETCS € YKe U3BECTHBIM HaM Oecco3HaTebHO. Bl He oco3HaeTe
MIPOLIECCOB, MPOTEKAIONIMX B BaIIEM MOJCO3HAHUU: TO, YTO NMPOYHO aCCOLUUPYETCs, — 3allOMUHAETCS, YTO HE
o0pa3yeT MpOYHBIX aCCOMATHBHBIX CBsI3el — 3a0bIBaeTCS.

Kak ’xe HayuuThCsi 00pa3oBbIBaTh CO3HATENbHbIE accolMaTuBHBIE cBs3u? IlepBas 3amaua —
3aMHTEpPecOBaTh ceOs 3alTOMUHAHNEM UMEH, JIUI], 1aT, (aKTOB, U TOT/Ia BbI OyAeTe CIIOCOOHBI yCP)KUBATh HX B
namsTU. 3aTeM HE00XOIUMO YCBOUThH IIPUEMbI ACCOLIUALIUY.

Metoa cBsI30K

CyTb ero B TOM, YTO TPEHHPOBKA Ballleld MMaMATH OCHOBBIBAETCS HA MBICICHHBIX 00pa3ax M KapTHHAX,
npuyeM ycrmex OyleT BO MHOIOM 3aBHCETh OT TOrO, YIAcTCsl JIM BaM CHeNlaTh 3TH 00pa3bl W KapTUHBI
3a0aBHBIMH.

Bor, Hanpumep, ABamnaTh MpeAMETOB, KOTOPBIE BBl JIOJDKHBI 3alIOMHHUTH B KOPOTKOE BpEMS: «KOBEp,
Oymara, OyThUIKa, KPOBaTh, pbl0a, KPEcio, OKHO, TenedoH, CUrapera, TBO3/b, MUMIyIIas MallMHKa, OOTHHOK,
MHUKPOQOH, pyyKa, TEIEBU30D, Tapellka, OpeX, aBTOMOOUJIb, KoheBapKa, KUPITHY.

[Tocrapaemcs co31aTh MBICICHHYIO KapTUHY W3 IEpPEYMCICHHBIX JIBAJLATH MPeaMeToB. Bbl JOIKHBI
HapHucoBaTh ce0e SIPKU MBICTIEHHBINH 00pa3 — He OyKBBI, HE CJI0Ba, @ UMEHHO SIPKYIO KapTUHY.

Teneps BB HAUMHAETE HEMIOCPEICTBEHHO TPEHUPOBATH Ballly MaMsATh. BaM HYHO acCOLIMUPOBATH KOBEP
¢ Oymaroii. Accormariys 10bKHa ObITh, HACKOJIBKO BO3MOXKHO, aHAJIOTMYHA U 3a0aBHa. Hanpumep, BbI MoXkeTe
IIPEACTaBUTh CBOM JOMAIIHUNA KOBEp, CAeNaHHbIM 13 Oymaru. [IpeacraBpTe cedst POryIMBarOIIUMCS 110 3TOMY
KOBpY M ITOCTapaiTech YCIBINIATh MIOPOX TMOA Horamu. JIucTtok Oymaru, jexanmii Ha KOBpe, He ToAoHaeT —
3TO CJIUIIKOM JIOTUYHO.

Jlornyeckas accopianys He CrocoOCTBYeT 3alIOMUHAHHUIO.

[lepexonute Kk cnegyrouieMy Inary, cBspkuTe Oymary ¢ OyTtbuikoil. O KoBpe moka 3a0ynbTe.

Koncrpyupyiite cnenyromum odpa3om: 6ymara + 0yTbuika. [IpencraBbre cede, 4TO BbI CO BCEX CTOPOH UMUTAETE
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OTPOMHYIO OYTBUIKY, Ha KOTOpPOW, KaKk Ha Oymare, HammcaHO MUCHMO, WM, CKa)KeM, OyTBUIKY, U3 KOTOPOH

BMECTO 0XKHIA€MOT0 JJTMMOHA/Ia MOJI3ET )KeBaHas Oymara.

Hanee uner kpoBaTb. MOXHO 3pUTEIBHO MPEACTABUTH CeOsl CISIIMM B OYTHUIKE WM TOTJIOMIAIOLIIUM
Ke(up, JbIOIIUICS U3... KPOBATH. XOPOLIO pa3risiAUTe 3TO MBICIEHHBIM B30pOM M TYT )K€ IIEpeCTaHbTe 00 3TOM
TyMarThb.

Crenyrommit mpenmer — pbida. Jlomyctim, Bbl cOOpaiCh Jiedb CaTh, a HA Ballle KPOBATH MOKOUTCS
TUraHTcKas poioal

Teneps — pbi0a u kpecino. [Tycts orpomMHas peiba CUANUT B Kpecie UM Kpecsio uMeeT (opMy pbIOUHBIL.

Kpecno 1 okHO — mipenictaBbTe ce0s1, cTaBsImuM Kpeciio Ha okHO. [IpencraBumm? [lepexonum nanpiie.

OxHo 1 TenedoH. ITo MOXKET ObITh OKHO B BHJI€ TPOMATHOTO TEJICPOHHOTO JHCKA.

Tenedon u curapersl. Bol kypute TenedoHHyIO TpyOKY WM, B3SB €€ B PYKH, ITOJIBEPracTech HamaIeHHIO
MUJTMOHA 3a%0OKEHHBIX CUTapeT, BBUICTAIOLIMX U3 ITOH TPyOKH.

Curapera u rBo3/ib. ['opsiiye curapersl, BbUIeTalonMe U3 Teae(oHHON TpyOKH, Ha JIETy IPEBPAILAlOTCs B
I'POMaJIHbIEC TBO3/IM U BIUBAIOTCS B CTCHY.

I'Bo3ap M mumrymas MammHka. Bel mpoOuBaeTe MMIIYIIyI0 MAaIIMHKY TPOMaJHBIM T'BO3JIEM WIIM BCE
KJIABUIIM Ballle MamMHKA — rBo3AM. Ilumrymas mammHka ¥ OGOTMHOK — MYCTh BBl HAJ€M HAa HOTH
MUNIYIHE MAIIMHKY WK TIedaTaeTe He pyKaMu, a OOTHHKAMHU.

Borunok 1 MukpogoH. Bel — 3cTpaHblil 1eBel ¥ HOCUTE 3a c000i OOINbIION pBaHBIE OOTMHOK BMECTO
Mukpodona. MukpodoH u pyuka. Ber numiere mukpodonom. Pydka u TeneBuzop. Pyuku UCTIONHSIOT IECHIO Ha
OIPOMHOM TEJIEBU3MOHHOM 3KpaHe MJIM K€ BaM MPEMOAHOCAT TMIaHTCKYI0 PYYKY, B KOTOPYIO BMOHTHPOBaH
TEJIEBU30P.

TeneBuzop u Tapenka. Bel cMoTpuTe nepenady Ha TENEBU3HOHHOM 3KpaHe B (hOpMe TapesKH HITH K€ BaM
MOJAIOT €1y Ha IIOCKOM TEJICBH30pE.

Tapenka n opex. Bel nbITaerech pacKyCUTh OpeX, HO OH pa30MBaeTCs, TaK KaK 3TO Tapeika; WM Ke BaM
CEpPBHPOBAH 00€/ B OPEXOBBIX CKOPITYTIAX.

Opex 1 aBTOMOOMIIb. OTPOMHBII Opex 3a pyJieM MM BBl BeJIETE€ BMECTO MAaIIMHbI TUTAHTCKHI OpeX.

ABTOMOOUIH U Ko(eBapka. bonbInas kodeBapka mpaBUT aBTOMOOHIIEM WM KO(e BapUTCsI B aBTOMOOHIIE,
CIISIIEM Ha KoeBapke.

Kodesapka u kupnuu. B Banry kopeBapky BMecTo Koe HaChlIaHbl KUPIHYH.

Bor u Bce. Ecnin BaM y#anoch J0CTaTOYHO SICHO YBUAETh 3TH KapTHHBI MBICICHHBIM B30pOM, BaM HE
COCTaBUT TpPyJa 3alIOMHUTH BeCh nepedeHb. OOBSCHUTH 3TO TPyIHEE U JOJIbIIE, YEM ClIENIaTh.

A Temnepp BOCIIPOM3BEIUTE BECh NepeueHb. [lepBoe — KoBep; OH HEMEAJIEHHO BJICUET 3a cO00K0 Oymary.

3a Oymaroii «BeITArUBaeTcsk» OyThulKa U T.1. Hy kak? Jlymaercs, 4To BaMm yaajnoch BCHOMHUTH Bee. CocTaBbTe
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HOBBII MEpeUeHb U IPOBEPHTE CEOI.

Bort ueTsipe npocThIX MpaBuiia, KOTOPhIE BAM MOMOTYT COCTaBIISITh ACCOLIMATUBHBIE CBSI3U.

1. Uckaxaiite nponopuuu. [ToMHHTE, MBI YacTO YOTPEOIIEM CIIOBA «TUTAHTCKHID, «TPOMATHBIIN?

2. IlpencraBnsiite mpeaMeTsl B aKTUBHOM JeiicTBuH. [loaTomMy curapersl HE MPOCTO BBUIETAIOT U3
TeneoHHON TpyOKH, HO Hala aioT Ha Bac.

3. YBenuuuBaiTe KOMUYECTBO MpeAMeToB. [loaTOMy Ha sKpaHe TeneBU30pa Bbl BUIUTE HE OJHY, a
MHOKECTBO pyUeK.

4. Mensiite GyHKIHUU TPEIMETOB MECTAMU. DTOT MPHEM MPEIaraeTcsi 0COOEHHO YacTo.

Cucrema 3anenok

Teneps mpeasiaraeTcs BaM HAYIUThCS 3aTIOMUHATE YUCIa U MUQPPBL. DTO, MOXKAIYH, caMoe TPYIHOE, TaK
KaK 4ucio camo 1o cede abcrpakTHO. CHcTeMa 3allelloK — ATO IMOJCTAHOBKA IMPEIMETOB BMECTO IUQD.
[Ipennararorcs pasubie OykBol mis mudp: 0, 1,2, 3,4, 5,6,7,8,9. BHauane BbI JODKHBI OyJeTe 3allOMHHUTh
YUCJIOBOM psAZl, B KOTOPOM IpencTaBiieHa Iudpa 8. DTo HE cocTaBUT Tpyaa (ymorpeOssieM IMepBbIe HIIN
MOCTIETHUE COTJIACHBIE OYKBBI Ha3BaHUH 3TUX ITUGD).

ByxBa s mudpst 0 Bcerma Oyaer JL.

Jns undp: 1 -H;
2-B;
3-p;
4-Y;
5 —II;
6 —I1I;
7—C;
8 —M;
9-1

3aKpoiiTe CTpaHMIly M IONBITATECH NOBTOPUTH Bech psAA. Ecam 3To TpyaHO, TO 3alOMHUTE
MHeMoHHnYecKyto (pasy: JleHuBen PyUeMap [ulllu Cu/ls.

CornacHble 3Tol (pa3bl 00pa3yrOT HYXKHBIH OYKBEHHBIN PSI.

OcranbHoe pocto. Hampumep, Bam HY>KHO 3allOMHHTD ajpec: AoM 85, kBaptupa 29. [l Bac aTo Oyzaer
gutaTthcs kKak MIIB/I. A Bot cioBo «Bo/la» o6o3naudaer 29, coBo «Meilllb» — 310 86.

['maBHas pazHHIla MEXKIY METOAOM CBSI30K M 3al[€IOK COCTOUT B TOM; UTO MEPBBIA U3 HUX MPUMEHSETCA
JUIs 3alIOMMHAHMS 4ero-mbo Mo MopsiKy, a BTopol — Bpa3OuBKy. He mymaiite, uTo MeTona CBS30K BIOJHE

J0OCTaTOYHO. Cucrema 3alCTIIOK HECOUCHUMA IIpHU 3alIOMHHAaHUU TGJ'[G(bOHOB, aapeCcoB, MIIMHHBIX 4YHUCCII U T.A.,
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BOOOIIIE BCETO, UTO KacaeTcs nudp.

Emme onuH 13 cnocoboB yKperieHus: HaMsTH — TPEHUPOBKA HAOII0IaTENbHOCTH (CMOTPU HIKE).

CMOTPHTE woBwil kMHOGMNLM B
B KMHOTEATPE «KOCMOC»

[Ipounu BeI 310 00BsBIeHHE? OTBEPHUTECH U MTOBTOPHUTE ero. Uto e Tam Hanucano? «CMOTpUTE HOBBIH
kuHoduibM B kuHoteatrpe «Kocmoc»? Muorue kuBHyT. Ho Benp Ha camoM Jiene TaM HamucaHo: «CmotpuTte
HOBbIM KuHO(MMIBEM BB KuHOTeaTpe «Kocmocy. Ilpemor «B» moropeH aBaxibl. [Ipeanoxure mpodects 31O
00OBSIBIICHUE BAILIUM JIPY3bsSM. YBEPsIEM Bac, YTO HE MHOTHE C YECTHIO MPONUIYT 3TO UCIIBITAHHE.

Xopommii crocod TPEeHUPOBKHM — HAOMIOAEHHUS B aBTOOyCe WIJIM JIPyroM BHUJAE OOIIECTBEHHOI'O
TpaHCIopTa. MUMOJETHO B3IJISIHYB Ha 4be-TMOO JMIO, TMONBITAMTECHh TYT K€ MPEICTaBUTh €r0 MO MaMSTH.
3arem OpocbTe elle OMH HelONTUI B3I U MpoBephTe ceOs. Bel yBuaNTE, UTO € Ka)/10i TPEHUPOBKOM Balll
B3IJIA] JIOBUT BCE OOJIBIIIE TTOAPOOHOCTEH.

Takum 06pa3om, TpeHHPYs CBOIO HaOJII01aTEIbHOCTD, YIIOTPEOIIsisl CUCTEMY 3alleTIOK U CBA30K, 3aCTaBIISSA

paboraTh Baliie BOOOpakeHHE, BBl TEM CaMbIM Pa3BUBAETE CBOIO MAMSTh.

13.3. 3anucHasg KHMKKA PYKOBOIMTEJIs

3amucHas KHIDKKa HeoOxoamma B pabore mroboro pykoBoautens. CyliecTByeT MHOXKECTBO
pa3Ho0Opa3HbIX (POPM 3aITMCHBIX KHUKEK:

* Tes1e()OHHO-aJPECHBIE;

* ©KETHEBHUKH;

* 3aITMCHAs KHUKKA JUIS IPHEMa TTOCETUTENeH;

* 11eNIeBast 3aMMCHAs KHUKKA,

* IHEBHUK JINYHOKN pabOTHI;

* KHUTA JIJ1s1 TelIe(POHHBIX pa3rOBOPOB.

Ho Bce 3Tu BUIbI 3a1TUCHBIX KHM)KEK MOKHO OOBEIMHUTE B TPU OCHOBHBIE TPYTIIIBL:

1) 3anucHbIE KHIKKH C al(aBUTOM;

2)e)KETHEBHUKH;

3) oOBIYHBIC 3AMTUCHBIC KHUKKH.

3anucHbIe KHIDKKU € aipaBUTOM MCHOJIB3YIOTCS U1 HAXOXKICHHUS HEOOXOIMMOM 3amlKcH, TaK KaKk OHU
CHa0>KeHBI MIOMCKOBBIM KIIFOUOM — OykBaMu ajdasura. Takue 3aMCHbIE KHIKKU YI00HO MCIIOIb30BATh IS
3anucH paMuiuii, aapecoB U TeNEPOHOB.

E)KG)IHGBHI/IKI/I NpEAHA3HAYCHbl 1A INUIAHUPOBAHUA A€ Ha HCEACIIO, MECAL, I'O. B 3amomnennmu



This document was created by Unregistered Version of Word to PDF Converter
THEBHUKA HE JOJDKHO OBITH MEJIOYEH.

1. Bee 3anucu 371ech TOIDKHBI OBITH TI0CTATOYHO MOAPOOHBIMU M MTOHATHBIMH.

2. B nHEBHMKE JOKHO HAWTHCh MECTO JJIsI HEKOTOPBIX, BAXKHBIX JJISI BAILIETO CEKpeTapsl MOMETOK,
KOTOpbIE MOXHO ObLI0 OBl paciM(poBaTh B Ballle OTCYTCTBUE.

3. 3anucu JOJDKHBI JIENaThCsl KapaHJalloM, 4TOObI NMpPH HEOOXOAMMOCTH KX MOXKHO OBUIO JIErKO
U3MEHUTD, HE I0MYCKasl HEPAIUIMBOCTH B THEBHUKE.

[ToMCKOBBIM KITFOUOM 3J1€Ch SIBIISICTCS «MECSII—TO/», YTO U TMO3BOJISICT COCTaBJIAThH IJIAHBI Ha JIIOOOH
JieHb B TedeHue roja. Ho exenHeBHHMKM MMEIOT M CBOM HEIOCTATKU: OONbILON (opMaT M TONIIMHA, HU3-3a
KOTOPbIX KX HeNb3sl XpaHUTh B KapMaHe. CyllIecTByeT elle OJHa INpUYMHA HEeyAoOCTBa: OOBIYHO Ha
OIIpelCEeHHBI JIeHb OTBOAMUTCS JIMOO cTpaHuua, ubo mmcr. CremoBaTensHO, KOJIMYECTBO JIMCTOB
©KEIHEBHUKA 3aBUCUT OT KOJIMYECTBA JHEH B rofly. A Tak Kak MHOIJA BBIJAIOTCS NMPAKTHUYECKU IYCThIE JHM,
CTPaHMIIBI 3aIIOJIHAIOTCS HEPABHOMEPHO. M K KOHIly rojia B €KEIHEBHUKE OKA3bIBACTCS OKOJIO TPETH ITYCTBIX
CTpPaHHMII.

O/HUM U3 OCHOBHBIX IOCTOMHCTB OOBIYHOM 3aIMCHON KHUKKH SIBJISICTCS MaJIblil (popMaT, O3BOJISIONIAN
HMETh €€ Bceraa mnoj pykol. HemocraTkom ke SIBISETCS OTCYTCTBHME MOMCKOBBIX Kitoueu. s rmoucka
UH(pOPMAIIUHU TPUXOAUTCS MEPETUCTHIBATh BCIO KHUXKKY.

[Ipoctyro MoaepHU3aLKIO 3alIMCHON KHUKKH, TO3BOJISIOLIYIO €€ MaJlblii JopMaT 00bETUHUTH C ITOMCKOM
0 K04y ¥ 3()(EeKTHBHBIM METOIOM INITAHUPOBAHUS JIEN eXKeHEeBHUKA, npeyaraet B.W. bapkos [12].

OcHoBHasl ujies 3aKJII04aeTcsi B TOM, YTOOBI BHIHECTH MTOWCKOBBIE KIIIOUU M 3aIMChIBATH X 3HAUCHHE TIPU

BHCCCHHUH HH(bOpMaLII/II/I B 3allMCHYIO KHUXKKY. ITorCcKOBBIM KITFOUOM SIBJISIFOTCS MMSI M1 YHCIIO MEcALa:

Mecs: nexadpb
1.46,47 11.¢ 21.
2.49 12. 22.
3. 47,4850 13. 23.
4, 14. 24.
5.50 15. 25.
6. 16. 26.
7 17.24 27.50
8 18. 28.
9. 19. 29.
10. 20. 30.
31.

Hudper 0603HaUaIOT YKCIa YKA3aHHOTO MECSIIA.

HyxHo nonroroButs 12 crpanui, no uuciy MecsieB roga. Kamengapps roroB. OcraibHble CTpaHHUIbI
MPOHYMEpoBaTh OOBIMHBIM criocoOoM. Ilepen Bamm «HOBas» 3amucHas KHIDKKA. Kak e monb30BaThes?
Hampumep, Bam HE0OXOAMMO KynUTh OWJIETHI B TeaTp Ha 5 aekaOps. Bbl OTKpbhIBaeTe KHIMIKKY Ha TEKYIICH

CTpaHHMIIC U 3aIMChIBACTE JaTy, BPEMsI U CBOE HaMEpEHHE:
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¢. 50
5122000 [Opamatuveckuii Teatp

3ateM OTKpbIBaeTe KaJleHIaph Ha TEKYIIUH MECAIl U B CTPOKE 5 3aMChIBAe€Te HOMEpP TEKYIEeH CTPaHUIIBI.
B namem ciydae ee Homep — 50. Ecinu B 3TOM CTpOKE YK€ 3alMCaHbl YUCIA, TO UX HYKHO pa3JIEiIHTh
3amsIThiMe. Temepsb Bl yke He 3a0ynere mpo Teatp.

Ecnu moskenaere y3HaTh CHMCOK JieN Ha 5 nekaOps, BBl OTKpoeTe KajeHJapb Ha JeKaOpb U CMOTpPUTE
CTPOKY 5. A 3aTeM CMOTpPUTE CTPaHUIIbI, KOTOPBIE 3/1eCh YKa3aHbl. [lomydyaercs cucok 3amiaHupoBaHHBIX Jel.

B Takyro KHWXKKY yAOOHO 3alMChIBATh HE TOJBKO TUIAHMPYEMBIE Jefia, HO W JI00yr HHGOpPMAIHUIO,
KOTOpasi MOXET BaM MPUTOUTHCS.

Pedopma 3anucHOM KHUKKHU

Y CcoBpeMEHHOro JejIOBOr0 4YeloBeKa MHOro nen. A BpemeHu Bcero 24 u B cyTku. YUtoObl ero
ONTUMAJILHO HMCMOJb30BaTh, HAJAO ATO BPEMS PAlMOHAJIBHO CIJIAHUPOBATH, MPOAYMaTh, PACIPENCIUTh — B
KaKoM MOCIeI0BaTEIbHOCTH BBIMOJHATh 3aIlUIAHUPOBAHHBIE Jiefa. TpPEeHUPOBKH NaMSATH IMOJIE3HBI, HO OHHU
TpeOYIOT UCIIONB30BaHUS IJIUTEIBHOTO BPEMEHH, a 3TO HE BCEM JIOCTYITHO.

OOBIYHO Y PYKOBOJUTENS HA MUCHBMEHHOM CTOJI€ HAXOIATCS J[BA «OPTTIPHCIIOCOOICHUS»: TEPEKUTHOM
KaJIeHJapb U JTUCT Oymaru. Tyaa OH U BHOCUT B OECCHCTEMHOM IOPSIKE BCE MPEICTOAIINE Ha CETOIHSA, 3aBTPa,
MOCJIe3aBTpa U MOJUIeKAIINE 3aTIOMUHAHUIO JIeNa.

Kpome anpecoB u TenedoHOB, KaXkIblii N3 HAC 3aMUCHIBACT U JIMYHBIE Jefia, KOTOPbIE HYXKHO BBITOTHUTD
CEeroJiHsI WU 3aBTpa, MO0 B Omkaiiiee Bpems. 3amucHas KHUXKKA JJI 9TOW IeNTH HE TOAMUTCS, B HEll MOTyT
«YTOHYTB» HYXXHBIE BaMm cBeleHUsA. KpoMe TOoro, Beab 4YacTh 3alyced NPUIIETCS BBIYEPKHYTH, TOTMOJIHSTH
HOBBIMH, B CBSI3M C HU3MEHSIONIMMHCS CpOKaMu. Bce 3TH 3amucu JOKHBI OBITh KpaTKu. BosHukaer
HEOOXOIMMOCTh B CHCTEMAaTU3allUY 3aII0JIHEHUS 3aITUCHON KHUXKKH.

Oty mpobieMy B KakOW-TO Mepe MOMOTraeT PeuIMTh MpocTeiflliee opraHu3aloHHoe Meporpustue. Ha
MPOTSHKEHUU MHOTHX JIET y aBTOPOB cTatbu «Pedopma 3ammCHOM KHUXKKW» BhIpaOaThIBAJIACh CHCTEMA, B
3G PeKTUBHOCTH KOTOPOH yOenumucy muorue [71]."

3akmouaeTcs OHAa B CIEAYIOIIEM. 3amucHas KHIXKKA COCTOMT W3 Halopa IJIMCTKOB, MEHSIOIIUXCS
€KEHE/IeTbHO U OOHOBIISIEMBIX CHCTEMATUYECKH.

Pa3 B Hememo nBa nmcTa mMUcYeld OyMaru CKJIaJbIBAIOTCS BUETBEPO M Pa3phIBAIOTCSA MO JIMHUM Cruda.
[Tomygaercst 8 nmucTkoB. PaninoHamsHO UMETh 3aMMCHYI0 KHUKKY (POpMATOM, COOTBETCTBYIOIIUM pa3Mepy dTHX
mucTkoB. Ha ceMu mucTKax cBepXy MOAMUCHIBAIOTCS YKCIIO, Mecsll U AeHb Hexenn (8. 11. Cy0.). Bocemotii muct
OCTaeTCs JI BCIKUX 3aMETOK.

KpOMe OTHUX BOCBMHU JIMCTKOB, 3aBCAUTC BKJIAABIIIU, COCTOAIIUEC U3 JBYX BOCBMYUICK, TaK Ha3bIBa€MBIH
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PE3CPB A€, Kyaa 3allMChIBAIOTCA 1CJIa, CPOK HCIOJIHCHUSA KOTOPBIX HACTYHaCT IMO3AHCC TeKymeﬁ HEIOCIIN.

[Ipucrynas k 3anOJHEHUIO OYEPEAHBIX CEMHU JINCTKOB, BBl IPOCMATPUBAETE PE3EPB U BHIOMpAETE U3 HETO JIeNa,
MPUXO/SILIMECS Ha 3Ty HEJEI0, BIIMCHIBASI KX B COOTBETCTBYIOIINUE JTUCTKH.

EsxeqHeBHO B KOHIIE JHS MPOCMATpUBAWTE JIMCTOK 3a MPOILIEAINI J1eHb, BBIYEPKUBANTE BBITOTHEHHBIE
nena.

3anucu Ha OYEPEeIHOM JIMCTKE MOXXHO MPOU3BOJIUTH B TAaKOM TMOpSAKE: B Hayaje JIMCTKa — JIena,
MPUXO/SILMECS HAa YTPO; B CEPEIMHE — THEBHUK; @ BEUEpHUE — B KOHIIE JIUCTKA. Jlena, CB3aHHbIE C BBIXOJOM
WJIM BBIE3I0M, OOBOAUTE KPY>KKOM.

Bor u Bcs cucrema. Koneuno, kyza yao0Hee u mpusiTHee ObUTO OBbI MTOJIb30BAThCS 3AITUCHBIMUA KHUKKAMH,
Hale4YaTaHHBIMH B TUTIOTPAa(UU C YI€TOM M3T0KEHHBIX IPUHITUTIOB €€ MTOCTPOCHUS.

K coxanenuto, umeroiuecs: B mpoJia’ke 3alUCHbIe KHUKKU JIJIs TIpeJIjlaraéMoil CUCTEMbl HENTPUTOAHBL. B
HUX JJIS1 K&KJOTO JTHS OTBOJAUTCS CIMIIKOM MaJIo MECTa, a TO, YTO OHM PACCUMTAHBI HA IENBINA IO, JeNaeT UxX
HEYIOOHBIMHU M3-32 YPE3MEPHOU TOJIIIUHBI.

Eme onun coBer. BermomumTe, Kak ObIBaeT OOMIHO, €CIM BBl BOBPEMsS HE MO3IPaBHIN KOTO-HUOYIH C
JTHEM POXACHHS, Mpa3gHUKOM U T.1. I[lomaraTbcst B Takux ciy4yasx Ha MamsaTh Henb3s. g 3Toil menu B
3aMMCHOM KHUXKKE PEKOMEHIyeTcs BBIACTUTh 12 cTpaHuIl (MO YHCIY MECSIEeB B TOAY), KyJa U 3aHOCSTCS
TaMSITHBIE JIAThI.

N3 Bcero cka3aHHOTO MOXHO CHIENaTh BBIBOJ: 3aMUCBIBaliTeé HEOOXOAMMYIO BaM HH(OpMAIUIO B

3aMMCHYIO KHIXKKY, KOTOpast JOJDKHA OBITh KOMIIAKTHOM U BBIOIHATH (DYHKITUIO «OTIEPATUBHOM MaMSATH».

13.4. YMeHue caymarh codeceTHUKA

B mo0oii cutyaruu oOIIeH s €CTh TPU OCHOBHBIX CTYTICHH.

Cmynens nepéas. OCTAaHOBUCH U OLIEHH 0OCTAHOBKY, IIPUCITYIIANCS K CBOEMY OTHOILLIEHUIO K HEH.

Cmynenv eémopas. [locMOTpH Ha YeJIOBEKa: UYTO OH IBITACTCS BHIPA3UTh CBOMMHU JKECTaMH U MUMMKOI ?

Cmynens mpemos. Ciymaii 6ecipucTpacTHO, 4To TeOe XOTST cka3ath [144, c. 41].

bena MHOruX pykoBoauTesnel M BEYHO KyJa-TO CIEIIAIUX JEJIOBbIX JIFO/EH COCTOMT B TOM, YTO OHU HE
YMEIOT OBbITh TEPHEIUBHIMU M BHUMATEIbHBIMHU CIyIIATENIMH. DPPEKTUBHOCTH CIYIIAHHUS BO BCEM MHpPE
nazgaer. Mel 3arnoMuHaeM He 6onee 25% 13 Toro, YTo CIBIIKMM. B uTOre Bo3HUKaeT HEOOXOJMMOCTh IOBTOPSITh,
nepeeNbIBaTh, TEPATH BPEMSL.

B dem 3axmovaroTcs Halm OMMOKY, €cy B OOLIEHUM Mbl OPUEHTHPOBAaHbI Ha ced, a He Ha MapTHepa,
T.€. OO0JIbIIIE TOBOPUM caMu?

1. MbI He opraHu3zyeM CBOM MBICIIH IIE€pel TeM, KaK UX BBICKA3aTh. | OBOpMM CIOHTaHHO, HalesCh, a

TOYHEe, TpeOysl, YTOOBI APYTHE MOCTIEBAIN 32 HAMHU.
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2. Ynotpebisiem (hopMyIIMpPOBKH, COKPAILIEHUS, CIICIIUATLHBIE TEPMUHBI, KOTOPBIE JOJHKHBI TIPEICTABUTH

HAc B Ka4eCTBE 3HATOKA M IKCIIEPTa, HO MOT'YT OBITh COBEPIICHHO HE MOHATHBI COOECETHHUKY.

3. 'oBOpUM CIMILIKOM JJIMHHO ¥ XOTUM CJIMIIKOM MHOTO BBIPA3UTh B OJIHOM BbICKa3blBaHHUU. CiyIIaTens
K KOHIy ¢pa3bl yXke HEe TNOMHHUT, 4To ObUio B Hauane. Kaxknmas cnemyromass uH(popMainus «3a0uBaeT»
MIPEIBITYLIYIO.

4. CtpeMuMcs 3aTPOHYTh CIMIIKOM MHOTO MpoOJieM B OJHOM IpeuiokeHuu. Hammm MHorodncieHHble
U7er BOCIPUHUMAIOTCS JAJIEKO HE B TIOJIHOM 00BEME.

5. T'oBopuM, He oOpaiiasi BHUMaHUS Ha COAEp)KaHHE BBICKA3bIBAHUN cOOECETHHKA, HE BOCIIPHHHUMAEM
€ro CJI0Ba, KECThl, apIr'YMEHTBHI, a 3TO 3HAYUT — HE BOCHPUHHUMATH €0 CamMoro.

A BOT TakHe TUITUYHBIE OUIMOKHU MPH BHICIYIIMBAHUHN COOECETHUKA MBI COBEpIIIAEM:

1. He BocnprHMMaeM CMBICI TOT0, 4TO roBopsT. dpa3pl mpoxoaaT MUMO Haero BHUMaHus. OHU IPOCTO
HE UMEIOT JJIsl HaC 3HaYeHHs], U COOECETHUK ITO MPEKPACHO UYBCTBYET.

2. Yacto 001yMbIBa€M CBOHM apryMEHTHI U BO3PAXKEHMUSI, TOKA COOECEAHHK €IIE TOBOPUT.

3. XotuM ObITh yMHEE cOOECeHNKA U JyMaeM, Iie U KaK MOKHO YJIy4YIIUTh €ro MPEasIoKEeHUE, BMECTO
TOT'0, YTOOBI ITOHSATH €rO.

4. Yacro BoOOIIe HE CIylIaeM, IMOTOMY YTO TOBOPAIIMA HaM HENPHUSTEH, BHI3bIBAET HEYBEPEHHOCTH,
IIPOCTO HE HPaBUTCSL.

Te, KTO IEHCTBUTENBHO YMEIOT MPUCITYIIMBATHCS K JPYrUM, 00JaJal0T MOIIHBIM CPEICTBOM BIIMSHUS,
CpPEeICTBOM, KOTOPOE MO>KHO MOIYYUTh, O0OYUHMBILIHICH CIESTYIOIIMM HaBBIKaM:

1. HanpapnsiiiTe cBoe BHUMaHUE Ha COOECETHUKA.

2. Criegute 32 HEBepOAILHBIMU 3HAKaAMHU.

3. OTknagpIBaiiTe CBOU CYKICHMUSL.

4. He mo3BosmsiiiTe cebe mepeOuBaTh codeceTHUKA.

5. IIpoBepsiiiTe cCBOE TOHUMAaHUE.

6. BeusaBiisiiTe TOrMKy BbICKa3bIBaHUI.

7. IlpenocTaBmnsiiTe coOECETHUKY CBOIO TOIJICPIKKY.

Kak BbIcymIaTh I10KJIa1 WM JIEKIHIO

OTBeT Ha 3TOT BOMPOC HAJI0 UCKATh B 00JacTH (PU3NOJIOTUH, ICUXOJIOTHHU U PE(PIEKCONOTHH.

1. Haiinute cBoif untepec B TeMe. MHTepec o0serdaer BOCIpUSITUE, IOMOTaeT YCBOGHUIO — KOT/1a MbI
CIIyLIa€M TO, YTO HAC MHTEPECYET, MBI MOJIb3YEMCSl HEITPOM3BOJIbHBIM BHUMaHueM. Koraa ke ciymaem To, 4To
Hac MaJlo UHTEPECYET, Mbl UCIOJIb3YEM ITPOU3BOIBHOE BHUMAHHUE.

2. ToxaroraBnuBaiiTech K CylIaHWO. JTa MpeABapUTENbHAs MOATOTOBKA MOXET UATH MO YEThIpeM

HaIpaBJICHUAM:
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a) 10 JJMHUH CEPbE3HOI U ITyOOKOH MpeaBapUTENbHON MPOpabOTKH TOM TEMBbI, KOTOPYIO OyJeT u3iaraThb

JOKJIATIUK;

0) MO TMHUM BHUMATEIbHOI'O O3HAKOMJICHUS C Te3MCaMHU JO0KIaja;

B) 110 JIMHUU O0Jiee WM MeHee OBICTPOTro 03HAKOMIICHHS ¢ IPOrPaMMOi MITH TJIAHOM JOKJIa1a;

I') [10 JJMHUU NIPEIBAPUTEIBHOI0 cOOECEI0BAHMUSI 1O MTOBOY JAOKIAIa.

3. Ciymaiite ¢ MAKCUMaJIbHBIM BHUMAHUEM.

4. CoxpaHsiiTe paBHOMEPHOE BHUMAaHKE "B TEUEHUE BCEIO BPEMEHU CITyIIaHHUS.

5. Cnymiaiite OAHOBPEMEHHO JOKJIaAunka U camoro ceds. [lapamnensHo ¢ MBICIAMHU JOKIaA4UKa IO
accolMali BO3HUKAIOT COOCTBEHHBIE MBICIIU. VX MOsIBIEHHE TOBOPUT O TOM, YTO B BallleM CO3HAHUM Haydajcs
polLiecc NepepadoTKH CITyIIaeMOoro.

6. CiuymaiiTe ¥ OTHOBPEMEHHO 3alHChIBaliTe. DTO MOMOraeT YCBOCHHIO, OCBOOOXKIAET MaMsTh OT
JIMIITHEH Harpy3KU.

Oopazey nucma 0na 3anucu cayuiaemozo

€ » 200 r
Januce Ne _

Aoxnap (nexuun, ARCHYT) Ha Temy

Aoknagumk :
OnnoHeHTbI
Ocrosrivie | Cobcmeenrsie mecau | oo oo | Memods nocmpo-
meicnu  |mo cywiecmey doxneda m‘:ﬂgﬂwu 8HUR U NpUeMS!
U hakmst Urts SONPOCH! Mamepusn U3NOXeHus
doxnada x Goxnaduury s Bownadyurom

[Tone3Ho (puKCHPOBATH CIIEAYIOIINE MSATh HJIEMEHTOB BBICTYIUIICHUS:

a) OCHOBHBIE MBICIIM JIOKJIaJIYMKa U HanOoJsiee BeIAAroIuecs: (pakThl, IPUBOAUMBIE M.

6) CBou cOOCTBEHHBIE MBICIH, TYIIHE 110 ACCOLMALINH, TAPAUIETbHO C MBICTIAMU JIOKJIaIUUKA.

B) Bonpock! noknamuuky. To, 4To Bel Bce BpeMsi HaueKy U OOMTeCh 3a0bITh CBOM BOMPOC K JIOKJIATUHKY,
MeIlIaeT BOCIPHHUMATH 0oJiee Cephe3HbIi MaTepral.

r) Besikoro popa cipaBkM U CCBUIKM JOKJIaq4uKa. FIMEHHO OHM YCHUJIEHHO ITOMOTAIOT HaM BIIOCIIEJCTBUU
LIMPOKO U ITyOOKO MpopaboTaTh TEMY.

n) Meron mocTpoeHUsl JOKJIaga ¥ TPHEMbl U3JIOKEHHUS TOKJIATIUKOM. YJIOBUTH METOH IOCTPOCHUS
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JAOKJIaJila — 3HAYUT HAIIOJIOBUHY OBJIAACTH MM, @ YXBATUTH IMPUCMbI M3JIOKCHUSA — 3HAYUT CaMOMY YUHUTBHCA

JIOKJIa/IbIBaTh.

7. 3anuchIBaliTe COKpAILEHHO, MOJIb3YSCh YCIOBHBIMU 3HAKaAMHU.

8. He otknanpiBaiiTe pa3dop 3amicaHHOro HU Ha OJUH JeHb. [laMsATh He criocoOHa HAaONTO YAeP)KUBATh
HOBBIH, €llle He 3aKPEIJICHHbIM MaTepual, Io3ToMY pacir(poBka HAOPOCKOB JOKHA HAYaThCS HEMEMJICHHO
I10cJIe 3aciIyIMBaHus JOKIA/a.

9. He cmnoppre ¢ nOKIaAUMKOM B mpouecce ciymanus. Coaymarenb TOJNBKO KpaTKO HaMmedaer
«HETIPaBUJIbHBIE XO/bD» JOKJIAUNKaA, CBOU BO3PAXKEHUSI, CBOM KOHTPIPEMAJIOKEHUS, HO AETaIU3UPOBATh UX OH
HE JI0JDKEH — 3TO HaJ0 JIeNaTh MOCIIe MPOCITyIIMBaHUS JOKIA 1A,

10. ParoHaabHO MCIIONB3YHTE MEPEPBIB BO BPEMsI IOKJIaAa JUIsl IOJBITOKUBAHNUS IIPOCTYIIAHHOTO.

13.5. Pasrosop no tesiepony

TenedgoH, AONONHSS TPaJIWLMOHHBIE CIIOCOOBI OOIIEHUS MEXKIY JIOAbMH, IO3BOJIMJI CYILECTBEHHO
YBEJIMYHUTh CKOPOCTh 0OMeHa nH(popmanueil. Bpems TeneoHHBIX pa3sroBOPOB MOCTOSHHO YBEIUYUBACTCS, a UX
KOJIMYECTBO HEIIPEPBIBHO PACTET.

C depecuyp HAacCTOMYMBBIMH 3BOHKAMHM MOXHO OOpOTbCS TOYHO TaK K€, KaK U C Ha30MJIMBBIMHU
MTOCETUTENSAMU: CBECTU K MUHUMYMY Pa3roBOp; OTJIOKUTH €ro Ha OoJiee y100HOE BpeMs; IpepBaTh, COCIABILINCH
Ha TO, YTO BBI 3aHATHI; MPUAYMaTh HEUYTO TAKOE, YTO MO3BOJIUT BaM HE CHUMAaTh TPYOKY, KOTJla 3BOHST HE Te,
KTO BaM HY’KEH.

JIro0o0ii 3BOHOK CO3AaeT MpodiieMy yxe XOTs Obl IOTOMY, YTO OTBJIEKAET OT PabOThI, a €CTh €lle 3BOHKHU,
KOTOpBIE IIPOCTO pa3/ipa’katoT. Bel HE XOTUTE TOBOPUTH C 3THUM YE€JIOBEKOM HHU 110 TenedoHy, HU JIMYHO, & OH BCE
paBHO HaznoenaeT. [pyroii ke, XOTh M HEIUIOXOH YeJIOBEK, HO OONITYH, ITyCTOMEJS, YacaMl MOXKET TOBOPUTH HU
o yeM. Kak 60poThcs co Bceld 3Toi TaBUHOI 3BOHKOB? B0O3MOXKHO, HEKOTOpBIE 3 IPUBEIECHHBIX HUKE COBETOB
MoMOTryT Bam [225, c. 114].

1. IIpoBeppTe 10 TabJI0 ONpENeIUTENs], KTO UMEHHO 3BOHUT U OTKY[1a, U TOJIBKO IIOTOM CHUMAaWTE TPYOKY.

2. OCHOBHYIO Maccy 3BOHKOB IIEPEKIIOYaiTe Ha CBOET'O CEKPETapsL.

3. IlonpocuTte cBOMX KOJUIET OTBEYAThH IO Teae(oHy, MTOKa BBl 3aHITHI KAKOW-TO CPOYHOI paboTOH.

4. CooOuure BceM, KTO TaK MM HHAYEe CBsI3aH € BAMU IO paboTe, B KAKOE BPEMsI BaM HeJlb3s1 3BOHUTb.

5. Ucnonb3yiTe aBTOOTBETUHK.

6. Ilpuyuaiite cBoMX a0OHEHTOB K TOMY, YTO y Bac €CTb ONpENENICHHOE BpeMs Uil Tele(OHHBIX
pasroBopoB.

7. Ilepeanpecyiite TeneoHHbIE 3BOHKU 110 HEKOTOPBIM BOMPOCAM Te€M, KTO KOHKPETHO 3aHUMAETCs 3TON

paboToiA.
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8. HazoBuTe aOOHEHTY MM$ CBOETO CEKpeTapst MIM MMOMOIIHUKA.

9. Bynbre 6ECKOMIIPOMICCHBI, KOT/Ia Ha TTPOBO/IE MOBUCHET OJMH U3 JIFOOUTENeH T000TaTh.

10. Cpa3zy xe oroBopuTe MPOAOIKUTEIBHOCTD Pa3roBOpa.

11. YeTko naiiTe MOHATH, YTO MPUOIUKAETECH K KOHITY pa3roBopa.

12. Ecnu He moMoraeT HU OJIMH W3 MPUBEICHHBIX BBIIIE CIIOCOOOB, HE IIEPEMOHBTECH. B KOHIIE KOHIIOB,
pedb UIET MpEeXIEe BCEro O BallleM K€ BPEMEHH, a 3/1eCb HE /10 L[EPEeMOHHUHN, €CIH APYroil YeJIoBeK YIOpHO
OTKa3bIBAETCSA IOHUMATh, YTO OHO JIOPOT'O CTOMT.

B pekomenaanusx Juisg pyKoBoauTeIeH HEKOTOPBIX (UPM CKa3aHO, YTO PYKOBOAMTENb IOJDKEH: U30eraTh
JUTITEBHBIX TeNe(DOHHBIX Pa3rOBOPOB; BCEra 3apaHee 3HATh, PaJH Yero CHUMaercs TeleoHHas TpyOKa Hu ¢
KEM IIPEJICTOUT Pa3roBOp; BECTH Bce TeNe(OHHBIE ITEPErOBOPhI TOIBKO HA JIEJIOBOM YPOBHE.

Maro KTo 3alyMbIBa€TCs, YTO TeICOHHBII Pa3roBOp HY>KHO FOTOBUTH. [10Ar0TOBKA JOKHA BKIFOYATH:

* IOMCK U 0J00p HY>KHOI'O MaTepuana, '

* 00/TyMBIBaHUE Pa3TrOBOPA,

* COCTaBJICHHE IUIaHA Pa3roBoOpa.

YMmenue oOmartbes MO TeneoHy M MPUHUMATh COOOILICHUS, K COXAJCHUIO, NMPHCYIIE HE KaXIOMY.
YenoBek HEOMBITHBIM BOOOIIE MOXKET MPOMYCTHTh MOJOBUHY MH(pOpMAIMHM WM 3a0bITh CIIPOCUTh O TAKHX
BaKHBIX IMOAPOOHOCTAX, KaK JlaTa TpearoiaraeMoil BCTpeud, BpeMs, MecTo. Takke Hellb3s HE YYHTHIBATH
BaYKHOCTU YMEHHUS TOBOPUTH 3a JAPYroro U NpUHUMATh HHPOPMAIIHIO,, a[PECOBAaHHYIO EMY.

PaccMoTpuM KitoueBble MOMEHTHI B YMEHUU BECTH TeneoHHbIH pa3roBop. K ux unciy ornocstes [15, c.
401]:

* YMEHHE BHUMATEIIFHO CITyIIATh;

* IPUBBIYKA BCE 3aITUCHIBATD;

* YMEHHE KOPPEKTHO CTAaBUTh BOMPOCHI.

CHumas TpyOKy, 4TOOBI OTBETHTh Ha 3BOHOK, HAJI0, IPEX/IE BCEIr0, BHUMATEIBHO BBICIYIIATh AOOHEHTA.
Wnade, ecri 4yeoBeK HE PACCIBIIIUT T10 TeNe(oHy, K KOMY oOpaiaercss aOOHEHT, WM HETPaBHIIbHO UCTOJIKYET
€ro CJ0Ba, TO ATO HAHECEeT YPOH penyTranuu ¢upMbl. Eciy Ha TMHUM KaKHWe-TO MOMEXH, TUI0Xast CIBIIUMOCTS,
HaJ0 cpazy 00paTUTHCS K MacTepaM, YToObl OHM YCTPAaHMIIU BCE HEUCTIPABHOCTHU HJTH ITPOBEPHIIH JIMHUIO.

Ecin 4yTo-TO B TedeHHe pa3roBopa OCTalOCh HESICHBIM, MOXHO IONPOCUTh TOBOPSAIIEr0 COOOLIUTH
HEKOTOpBIC JIONOHUTEIBHBIEC CBeIeHNs. Takke MOXKHO 3apaHee COCTABHTh KOHTPOJIBHBIN NIEPEYeHb BOIIPOCOB,
KOTOpBIE CIIeITyeT 3a]1aTh, YTOObI BEISICHUTH BCE OOCTOATENHCTBA JIeNa.

Macca BpeMeHH OeCIIONHO TPAaTUTCS B OpHCaX U YUIPSKACHUAX U3-32 TOTO, YTO HEKBAIM(PULIMPOBAHHO,
WIN NPOCTO HEOPEKHO, BEAETCA 3alMCch TeNe(OHHBIX pa3roBopoB. HauMHaIOTCs MOBTOPHBIE 3BOHKH, MOMBITKU

IIPOSICHUTB BOIIPOCHI YK€ 110 BTOPOMY MJIM TpeTbeMy Kpyry. Bce 1o TpeOyer BpeMeHH, OTBIICKAET JIIOAEH OT
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pa6OTBI — OJHHUM CJIOBOM, IMPUBHOCUT AOIOJHUTCILHYIO CYCTY WU HEPBO3HOCTb. briBaer n TaK, 4YTO BBbI

HAXOJIUTECh B JPYIOM MECTe M BaM HaJ0 CPOYHO CBS3aThCA CO CBoEH (hmpMoii, yTo-TO BBIACHUTH. U 31ech
0CcOOCHHO HEOO0XOqMMa 4eTKas W JeTanbHas (uKcanus BceX TeNe(OHHBIX 3BOHKOB, CIEIOBAaTh KOTOPOM
JIOJDKHBI BCE BAIlld TIOJJYMHEHHBIE.

TenedonHbsie OJIAHKH — ATO CEPHE3HBIN JOKYMEHT M 3aCIy’KHBA€T TaKOro ke K cebe oTHomieHus. B
KOHIIE KOHIIOB, OZIMH TeIe(OHHBII 3BOHOK MOXET KPYTO U3MEHHUThH HE TOJILKO Ballly KU3Hb, HO U CyIb0y Bcei
Bamell ¢upmbl. HeoOxonmumo'xpaHuTh Ha ONaHKax 3alKMCH BCeX CIYXKEOHBIX Tele(OHHBIX pPa3rOBOPOB.
Xoporto, 4To0b! (hopMaT OJIaHKa COOTBETCTBOBAJ OOBIYHOM KHMIKHOM CTpaHUIIE WM JIMCTYy Oymaru (opmara
A4. Torma ux JIerKO TOANIMBATh B CIENHUAIBLHO 3aBEICHHOW [JIsi ATOro mamke. MOXXHO HCHOJIb30BaTh
pa3HOIBETHBIC OJaHKH U1 OOJBILECH HATIISAHOCTH, YTOOBI MX MOKHO OBLIO 0€3 Tpy/a OTBICKATh CPeu MPOYHX
KaHenspckux Oymar [227, c. 117].

Baxno He Tonpko pUKCHpPOBATH BCE Pa3roBOphI Ha Oymare, HO U yMETh peliaTh [0 XOAY JeNa, 4To JeNaTh
C TeM WJIH HHBIM 3BOHKOM.

CrpykTypa 100010 TeneOHHOr0 Pa3roBOpa COCTOUT U3 YETHIPEX 00SM3aTENbHBIX AIIEMEHTOB:

* B3aMMHBIX MIPECTABIICHHUIA;

* BBeJIeHUS coOeceTHUKa B KypC Jena;

* 00CY)KJIEHUS CUTYaIIH;

* 3aKJTFOUCHUSL.

Bzaummuvie npeocmaenenus. Tenegomnnviii 6vi3068 ocywecmenseme 6vi. PazroBop HIET MO MECTHOU
TeneOHHON ceTH yUpekaeHus. B 3ToM ciydae Ha3oBHTE CBOKO ()aMIIIMIO M OTAE, Te BbI paboTaeTe, a 3aTeM
MOTPOCUTE TI03BaTh K Tene()OHY HY)KHOTO BaM UEJIOBEKa, HA3BaB €r0 MMsl, OTYECTBO, (DAMUIIMIO U JIOJHKHOCTb.
JI0JKHOCT HAa3bIBAIOT B CITydasix OMEPATUBHOIO BBI30BA PYKOBOAUTEINEH.

OTBeyas Ha TeneOHHBII BHI30B, HA30BUTE Balll OT/CIN, YUPEKICHHE U (paMUIIHIO.

Ecnu npounsonuia ommbOka B Habope HOMEpa, HelopasyMEeHHe, 3TO cpady ke BbIACHUTCS. Kpome Toro,
MoJO0HOEe Hayajlo pasroBopa HAIOMHHUT COOECEIHMKY, YTO TEHeph €ro o4epelb Ha3BaTh ce0s M KPaTKO
W3JI0KUTh, UHTEPECYIOIIUHN BOMIPOC.

Ecin HyxHOrO BamieMy cOOECEIHHKY JIMIIa HET Ha MECTe, BBl JIOJDKHBI Ha3BaTh BpeMs, KOTJa 3TOT
YeJloBeK OyzeT Ha MecTe, HoMep TenedoHa, 0 KOTOPOMY MOXKHO HAaWTH TpeOyeMOro 4eioBeKa, CIIPOCUTh U
3ammcaTh: UMsl, OTYECTBO, (PaMIIIUIO, TOJDKHOCTh M Ha3BaHUE YUPESKICHHS, T/Ie paboTaeT coOeceTHUK, HOMED
ero tenedoHa. JINCTOK ¢ JaHHBIMH TOJIOKUTE HA CTOJI COTPYAHHUKA, KOTOPOTO BBI3bIBAJIH.

Ecmu Bompoc, KOTOphIi HHTEPECYeT COOECETHUKA MOXKET OBITh PEIlieH APYTUM COTPYTHUKOM, IPUTIIACHTE
€ro K armapary, COOOIIMB a00HEHTY €ro JOKHOCTh, UMsI, OTUYECTBO, (DaMUIIHIO.

Beeoenue cobeceonuxa 6 kypc oena. Ilpu pasroBope 1o TeneoHYy HEOOXOAMMO YYUTHIBATh H
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TEXHUYECKHNE OCOOEHHOCTH arapaTypbl IPOBOIHOM CBSI3H.

He roBopure B MUKpOGOH TeneOHHOM TPYOKH CITUIIKOM IPOMKO.

I'oBopuTe B HOpMaIbHOM TEMIIE, YEeTKO MPOU3HOCs cinoBa. [Ipu OBICTpOil peun ciioBa CIMBAIOTCA.

Obcyacoenue cumyayuii. ITO TIABHBIA U OOBIYHO CaMblil JUTUTENILHBIN ATal TenegoHHOoro parosopa. Ha
9TOM 3Tare OWH U3 COOECEIHUKOB ONpEeNsieT CBOE OTHOIICHHE K TOMY MJIM MHOMY BOIIPOCY JIMOO cooOIaer
UHTEPECHbIE (aKThI.

JlakoHM3M pa3roBopa Hpu OOCY)KICHHHM CHTYaIlMii JOCTHTAeTcs 3a CYET BOIIPOCOB, TPEOYIOMINX
KOPOTKOT'O U KOHKPETHOTO OTBETa. DTU BOIPOCHI OJDKHBI OBITH MPOAYMaHbl BaMH JI0 Hayajla pa3roBopa M
BKJIIOYEHBI B €ro miaH. Bo BpeMmsi pa3roBopa COOECETHHKH MOJDKHBI CIEIUTh 3a T€M, 4TOOBl HE ObLIO
MTOBTOPHBIX BO3BPAILIEHUH K YK€ CKa3aHHOMY.

3aknouenue. 3aKIIOYUTENbHBIE CJIOBA OOBIYHO 3aBHCAT OT KayecTBa OOCYXIEHHS CUTyallMid U OT TOTO,
KakK coOeceJHUK MOHSLI Bac.

Tenedonnsli pa3roBop OOBIYHO 3aKaHYMBAETCSA TOT/A, KOTJa OOWH WM 00a coOecemHHKa MOTydHIIN

OTBCTHI HAa BCC NHTCPCCYIOIINEC BOIIPOCHI.

13.6. Ciiy:keOHasi KOMAH/IMPOBKA

[To mepe pa3sBUTHS XO3SMCTBEHHBIX CBS3EHU IMOTOK KOMAaHAMPOBOK Bo3pacraeT. KomMaHAMpPOBKH HEPENKO
CBsI3aHBI C OOJIBIIMMHU 3aTpaTaMH BPEMEHH U CPEZICTB.

OdeHb MHOTO pa3IMYHBIX KOH(EPEHIMI M CHMIIO3MYMOB, IPOBOJAMMBIX 3a TpaHMIEH WIM Ha
KaKOM-HHOYIb (erieHe0eIbHOM KYpOpTe, ¢ TAKMM e YCHEXOM MOIJIM COCTOSThCS U Oe3 Balero ydactus. A
IIOTOMY II€pBOE YCIIOBHE, KOTOpPOE€ HaJI0 COOJIOCTH, T'OTOBSICh OTIPAaBUTHCS B IMOE3JIKY, — TIIATEIbHO
MIPOAYMaTh CIEAYIOLUIME MOMEHTHI:

1. KomanaupoBka opraHusyeTcs He paJy BallIero JIMYHOTO yJOBOJLCTBUS M, IUIAHUPYS €e, MOyMaiTe,
TaK JIM y’K HEO0OXOIMMa 3Ta Moe3/iKa ¢ TOUKU 3pEeHHsI BpEMEHM, KOTOpoe OyJIeT 3aTpaueHo Ha Hee.

2. Bropoii moment. Eciim Bam J1efiCTBUTENBHO HEOOXOIMMO BCTYNUTh B KOHTAKT C TEM WJIM HHBIM
YEJIOBEKOM, ITOlyMaiTe, MOJKHO JIM 3TO CAENATh JPYTUMHU CPEICTBAMH, & UMEHHO:

a) IPUTJIACUTH €0 MPHEXaTh K BaM;

0) mocnate BMECTO ce0si KOro-HUOYAb U3 CBOMX MOAYNHEHHBIX;

B) MONBITATHCS IEPErOBOPUTD O TENEPOHY;

I') OTHPaBUTh MUCHMO WU (PaAKC;

1) ICIIOJIb30BATh TAKUE JOCTHIKEHUSI COBPEMEHHON TEXHUKH, KAK BUACOCBSI3b U AJIEKTPOHHAS 110YTA.

be3ycnoBHO, ecTh moe3ku, 0e3 KOTOPBIX MPU BCEM JKETaHUU Helb3sl 000iTHCh. OHU HY)XKHBI, BaXKHbI U

o0s3arenbHbL. [loaTOMy HEOOXOAMMO MOrOBOPUTH 00 AIPPEKTUBHON OpPraHU3aLNH TAKUX MTOE3/10K.
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[TnanupoBanue Mr000M MOE3AKN — BEIIb KpallHE MOJIe3Has, JAroIIasi BO3SMOXKHOCTb IIPEyCMOTPETh BCE

IO MEJIOYEH:

1. I'ne Oynere KuTh.

2. KakuM BHIOM TpaHCIIOpPTa BOCIIOJIb3YETECh.

3. MapuipyT Balero myTemecTBUs.

4. Kakum KJ1accoM MperoYnTaeTe MyTeeCTBOBATD.

5. Kakoii B34Th Oarax.

Yem nyyiiie Bbl HOATOTOBUTECH K TTOE3IKE, TEM MEHBIIIE YCHIIMH 1 HEPBOB OHA OYJIET BaM CTOUTb.

PaGora nenoBoro uenaoBeka BO BpeMsi KOMaHAUPOBKH clieU(UYHA [10 CBOMM YCJIOBHUSM.

Bo-nepBbIX, HY’)KHO MHOro€ YCHEThb 3a CPaBHHUTEIFHO KOPOTKHH Iepuop, T.e. pabdoTaTh C BBICOKOH
MHTEHCUBHOCTBIO.

Bo-BTOpBIX, HEOOBIYHBI YCIIOBHSI paOOTHI: OTCYTCTBHE «CBOET0» pabouero crona, KaOuHeTa, MPUBBIYHOTO
OKpYKEHHSI, pacropsijika.

IHoaroroBka KOMaHIMPOBKH

Jiist Toro 4To0BI M30€XKaTh MOTEPh BpEMEHN U MHOTHX HEy/10OCTB B KOMaHIUPOBKE, HY>)KHO MPABHIIBHO K
HEW MOArOTOBUTHCS.

[Ipome 3T0 Oyner caenath ¢ momoIipio Gopmsel (puc. 15) B Buae 0OBIYHOrO JHMCTKA MHUCUEH Oymaru,
KOTOPBIN JeMUTCs Ha 4 4acTu, i€ OTPayKEHBI:

1. Bormpocsl (aena), KOTOpble HYKHO PELIUTh 10 OThE3/1a.

2. OcHOBHBIE BOMPOCHI (/1€71a), KOTOpbIe HY>KHO PEUINUTH (CeNnaTh) B KOMaHIUPOBKE.

3. [lepeueHp TOro, 4YTO HY>KHO B34Th C COOOI.

4. IlepeyeHb JIMYHBIX ATPUOYTOB MOE3IKH.

[lepBrie Tpu pasnena GopMbl HY>)KHO 3aIIOJHUTH KaK MOXKHO paHblIlle, Cpasy MOCIe MPUHITUS PELICHHS O
MO€3/IKe, YTOOBI CBOEBPEMEHHO MO OTOBUTHCS B JIETIOBOM OTHOIICHUH.

Uro ke Kacaercsi YeTBEPTOro pasjienia, TO CiedyeT BbpaboTaTh CTaHAAPTHBIA HAOOp TOro, YTO HY>KHO
BCErZla MMEThb B IIOE3JKE I0J PYKOH. B KauecTBE OCHOBBI MOXKHO INPEIJIOKHUTH CTaHIAPTHBIA «MY>KCKOW»
Habop. OH BKJIIOYAET CEMb OCHOBHBIX MO3MLMN: JOKyMEHTBI, MpPEAMETHl TyalleTa, KaHIIeISPCKHUE
MIPUHAIIEKHOCTH, OJICKTY, JIMYHBIC TOKYMEHTBHI, JI€KapCTBa, MPOIYKTHI MUTAHUS, IPOYUE MPpeaMeThl. (puc. 15).

[IpuBbluka U ymeHue paboTaTh B J0OpOre, MpUYEM B JIOOBIX YCIOBHSX, — IOXaIyi, 0OJHA U3 CaMbIX
nosnie3HbIX. CorjlacuTech, Jydlle MpoOexarh IiazaMH KaKOW-HUOYIb JTOKYMEHT, YeM OecLeNbHO TIISACTh B
OKHO.

Bort Heckomnbko aen [225, c. 231], KOTOpbIMU MOKHO 3aHSTHCSI BO BpeMsI OE3/IKH

¢ YTCHHUCM: BCCrja IIOJIC3HO NPUXBATHTH C coboi 6YMaI‘I/I, Ha MIPOCMOTP KOTOPLIX BaM HE XBaTacT



This document was created by Unregistered Version of Word to PDF Converter
BPEMEHU,

¢ IMCBbMOM! ITpaBaa, IJIs1 3TOr0 JOPOKHBIC YCIIOBHA HE CTOJIb KOM(i)OpTHBI, OJHAKO KOC-UYTO MOXXHO YCIICTb
M HaIlMCaTh;

* paboTOl C KOMITBEOTEPOM: COBPEMEHHBIC IIOPTATUBHBIC KOMITBIOTEPHI MTO3BOJISIOT OCYIISCTBIISTh CaMble
pazHooOpa3HbIe OMEpallni;

° 06CY)KIICHI/IHMI/I U JUCKYCCUSAMU: MOXKXHO OAXKE IMPOBCCTU HCGOHBH_IOC COBCIHIAHUC 10 TOMY HJIX UHOMY
BOIPOCY, 3apaHee 3aIUTAHUPOBAB €0 IMEHHO Ha BpeMsI TTOE3/IKH, €CIIH BB €[IETe BMECTE C KOJUICTaMu;

* pa3roBopam# 1o Teie)oHy: COBpeMEHHbIE MOOMIIbHBIC TeNIe(OHBI BITOJIHE TIOAXOIST JIJIsl 3TOTO;

* pPa3MbIIUICHUSMU: OYEeHb YAOOHBINA BHUJ paOOThl BO BpeMs MOE3/KH, TPEOYIOIUN TOJIBKO >KETaHUs U

KOHKPETHOT'0 BOITPOCa /sl 00yMBIBAHHUSL.

Komangmposka Ne B ropopg C no 200_r.
Perruts 3. B3sthb ¢ coboit
BOIIPOCHI

1. lo otbe3ma |3. 1. JlenoBas 3.2. [locTosiHHAs YacTh (MY>KCKas)
4acTh
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JoKkymeHTBI

1 . ITactropT, cay>xeOHOE yO0CTOBEpEHUE, KOMaHIUPOBOYHOE YIOCTOBEPEHHE

. Yurar. 6urer ['ocynap, oubnuoTexku

. leneBast Bu3nuTHHIA, OCH K, anpeca, Teae(OoHbI

. bnanku aBaHC, M TEXHUYECKOTO OTYETOB O KOMAHIUPOBKE

. Tened. 3ammcHast KHIDKKA

. [Ipoe3mubie OMIETHI

. Pexnmamupie Marepuainel, BU3UTKA OPrTeXHNKa H KaHIITPAHAIE;KHOCTH

. luckera, Buaeoxaccera, poroanmapar

. Aukrodon

. Cremnep, Mmapkepsl

. MUKpOKaIbKyIATOP

. Buneokamepa (mpu HE0OXOAUMOCTH)

. HoxxHuupl, kiel, ckperiku, Oymara, KapaH/Jalliy, Jie3BUe, pe3NHKa, KOHBEPTbI, CKOTY,
3alUCHAs KHUXKKA, YKa3Ka

7. 3amacHasi IIapuKoBas pydKa

8. Ilanka xosxaHas

Onexna

1 . Tanouku, CHOPTUBHBIN KOCTIOM

2. PyOamiku, rajacTyku, HOCKH, TUIABKH, HOCOBBIC TUTATKA

3. JIoxkka, IIeTKa, KpeM i1t O0yBU

4. Nronka, HUTKU

IIpenmers! Tyanera

1. 3yOHas macTa, meTKa, MbLIO, MOYaJIKa, IIIAMITYHb

2. bputBenHbI! IPUOOD, TyalleTHAS BOJA, 3ePKall0, MAaCCAKHAS IIETKa, KpeM

3. Canderku

JlexapcTBa

CepaeuHsbie, OT TOJOBHOHN 0011, 3yOHO 001K, TEMIIEPaTyphI, HaBjicHus (KOPBAIO,
BaJIUJION, TyCTRIPHUK ), QecTan, ranazol, cona, OMHT, INIACTBIPh, HOJ

IMuranue

1. ITpomykThl (K0oMbaca, Macio, sima, xied, KapTodens, MIco, OBOIIH, GPYKTHI)

2. KunatunbHUK, 9aid, kode, caxap, neueHbe, KOH(EThI, JT0KeUYKa, CaleTKy,
3yOOUYUCTKH

3. KpyxKa, HOKUK, KOHCEPBHBIH KITFOU

IIpoune npeqMeTnI

1. YaceI-OyaumpHIK

2. XKeronsl Ha MeTpO U TeneHoH
3. TanoHs! Ha TPAHCIOPT

4. Oukwu, dca"gep

5. X035lCTBEHHAs CyMKa, LIarar
6. Jlenpru
7
8
9
1

2.B
KOMAaHJUPOBKE

NN B W= 90 W bW

. [Tomu>THIIEHOBBIE TTAKETHI

. Kapra, TpancnopTHas cxema ropoaa
. Fa3€TI)I, KHHUTHU OJI1 YTCHUA

0. 3oHT

Puc. 15. ®opma 6manka «[loaroroBka K KOMaHIUPOBKE)

He momyckaiite Toro, 4ro0bl Bce pyKOBOACTBO (PUPMBI OTIPABISUIOCH B KOMAHJIUPOBKY OJTHOBPEMEHHO.
[MpumuTe npodunakTuyeckre Mepbl, YTOOBI He 3a001eTh B moe3nke. KpoMe Toro, odecreubTe Bce BO3MOXKHBIC
(opMBI CTpaxOBaHUSI.

Co0cTBeHHO KOMAH/IMPOBKA
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I/ITaK, BbI HpI/I6BIJ'II/I Ha MCECTO KOMAaHIUPOBKH W OIPCACTUINCE C MECTOM JKHUTCIILCTBA. H}’)KHO

netictBoBaTh. C uero Hauats? Kak npaBuiIbHO CIUIAHUPOBATH paboTy, 4TOOBI BCE YCIIETh?

Ha puc. 16 u 17 noka3zansl nuimeBas 1 000poTHasi CTOPOHbI (hopMbl OnaHka «KomaHAUpOBKay, KOTopast
«IpUBs3aHa» K pabodel menene: OCHOBHAs Macca KOMAaHJIUPOBAHHBIX CTPEMUTCS YJIOKHUTbCS B HEIEIbHbIHN
PUTM.

[lepeuens nen paspabatsiBaercss Ha ocHOBE (hopMbl OiaHka «lloAroroBka K KOMaHIUPOBKE» (CM. pHC.
15), mo Gonee peTanbHO.

ITo Mepe BBINOIHEHMS 3aMIJIAHUPOBAHHBIX /1€ OIPENIENIAIOTCA 331a4d Ha IEPHO/1 BO3BPALLICHHSL.

bnank «KomanaupoBka» yj00HO CKiIaJpIBaeTCs Ha 4 4aCTU U HAXOJUTCA B 3alIHUCHON KHUKKE.

CreprkHeBOE 33JaHHE KOMAaHIMPOBKU,- KaK MPaBUIIO, CBA3aHO C HEOOXOAMMOCTBIO PEIICHUs KaKOTr0-TO
BOIIPOCA, C MOJANUCAHUEM KaKOIrO-TO JOKyMEHTa. Pemate 3Ty 3a1ady NPUXOJUTCA C KOHKPETHBIMU JIOJIbMU,
JUISL KOTOPBIX Balll IPUE3/] HOCUT Yallle BCEro He3aIllJlaHUPOBaHHbIIN XapakTep.

Henonroronennas Bctpeda — mioxoe Havano. OTcro/la COBET: KaK MOYKHO paHblle, TUChbMOM WU IO
TenedoHy, TOrOBOPUTHCS O BCTPEUE U CYILECTBE MPOOIeMbl, KOTOPYIO MPEICTOUT 00cyauTh. Ecnu xe 10 Havyana
KOMaHJMPOBKH TaKOM BO3MOXHOCTH HE IPEACTaBUIIOCH, IIOJIE3HO CIENATh 3TO Cpa3y K€ MO NPUE3JE B IIYHKT
Ha3Ha4yeHusl.

Bor noroBopriice o Berpede. O 4em u Kak pa3roBapuBaTh? Uto umers mipu cede?

31ech MOTYT IMOMOYb MpPEABAPUTEIFHOE COCTAaBIICHHE IUlaHa Oecenbl, MUCbMEHHas (QOpMyIMpOBKa
BOIIPOCOB, KOTOpBIE MOTYT 3a/aTh BaM W KOTOpbIE COOMpaeTech 3ajaTh BBl Takke MOTYT OBITH IOJIC3HBI
HECKOJIBKO COBETOB:

* Bectu pa3roBop B pyciie HHTEPECOB OpraHU3aluy, B KOTOPYIO KOMAaH/IUPOBAHbI, U JOKHOCTH JIMIIA, C
KOTOpPBIM Pa3roBapUBacTe.

* [TocrapaiiTech He co3/1aBaTh CBOEH MPOOJIEMOI JOMOIHUTEIBHBIX TPYTHOCTEH JPYTUM JIFOISM.

* Beiiep)xnBaTh KOPpPEKTHBIH, JOOpOXKENaTeNbHbIM TOH, TOBOPUTH HEIPOMKO U CITOKOIHHO.

Komannuposka Ne B ropoa c 1o 200 .
MECTO KOMaHAUPOBKHU

yupexaenue, pupma

Ma. | Bt.| Cp. | YUr. | IIr. | C6. | Bc. | OcHOBHEIC 3a1aun
«» o «» «» | «» | «» | «» | «» |KOMaHIAUPOBKHU
CayxeOHble TopydeHHs

8:00—9:00

9:00—10:00

10:00—11:00

11:00—12:00

12:00—13:00
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13:00—14:00

14,: 00— 15:00

16:00—17:00

18:00—19:00

19:00—20:00

20:00—21:00

OcHOBHBIE ~ Jlena Jpyrue nopy4deHus

JHS

PUC. 16. ®opma 6manka «KomanaupoBkay (JMIieBasi CTOpOHa)

Ilepeuens nen Ilepeuens nen
I'me ObITH Pemnte Bonpocsl I'e ObITH Pewmnts Bonpockl
Komy 3BoHHTB Tenedon | Bompocs| Komy 3BoHHTE Tenedon Bompocst

Wrorn xoMaHIUPOBKH (C/IeNaTh 1OCIe BO3BPAILCHHMS)

Ilepeuens cpouHbIX e

CnyxeOHbIe Jomarinue
X03s1iICTBEHHBIE BOIIPOCHI
I'ne ObITH Y 1 o] Pacxonsr
KYIIHTh
Paznoe
Hroro:

Puc. 17. ®opma 6:1anka «KomanaupoBka» (000pOTHAS CTOPOHA)

* [lonbITaThes caenath cobeceHIKA YIaCTHUKOM BallUX UICH U MPEISIOKECHUH.

* Nmerp mpu cebe AOKyMEHTaJIbHOE MOJKPEIUICHHE B BHJIE JAENOBBIX MUCEM, IPOEKTOB JOKYMEHTOB,
CCBUJIOK Ha JUPEKTUBHBIE M MEPUOANYECKHUE IOKYMEHTBI U IIP.

B ciny:xe6HOM pa3roBope maryoHa KaTerOpHMUHOCTb, HY’KHO BCIYIIMBATHCS B apryMEHThI COOECEIHHKA,
MPOSIBUTH CAMOKPHUTUYHOCTB TIPH OOOCHOBAHUSX M BCTPEUHBIX 3aMEUaHUSX.

[Tomygaemyto B xoxe Oecenbl mH(OpManuO HYXHO 3aduKcHpoBaTh (Hampumep, B OnokHoTe). Ilocie
Oecebl 00s3aTENIbHO MPOAHATN3UPOBATH CBOE IIOBEAECHUE U PE3YIbTAaThl IEPETOBOPOB.

IIman KOMaHAWPOBKHU JOJIKCH OBITb THOKUM. YUYHUTHIBas 3TO, K&)KI[BI?I BCUCp CIICAYCT IMOABOJUTH UTOI'U,
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BHOCUTb KOPPEKTHUBBI B IPOrpaMMy ACUCTBHUI HA OCTABIIMICS ITEPUO.

Jlist oBbIeHNs: 3(GEKTUBHOCTH KOMaHAWPOBOK Ba)KHO HCIIOJB30BATh ISl paOOThl KaXKIyl0 MUHYTY.
I'panunbl pabouyero u BHepaboOuero BpeMEHH B KOMAaHIHPOBKE OTCYTCTBYIOT, MBI CaMH BbIpabaThIBaeM
HYXHBIH pacropsiIoK B 3aBUCUMOCTH OT paclopsKa paOoThl pa3IUuyHbIX YUPEKACHU.

Urobsl ycmeBath caenaTh Ooibiie 3a Manoe Bpemsi [207], B KOMaHOUPOBKE TpeOyercss JIMYHas
OpPraHHW30BaHHOCTb U CAMOJUCLIUILINHA!

* TOYHO OIPEJEIIUTE IVIABHBIE 3a/1aul MOE3]JKU, COCTABbTE IIaH MX JOCTHKEHMSI U COCPEAOTOUbTECh Ha
€ro BBIIIOJHEHNN;

* HAyYUTECh IPOSIBJISATH PEIIUTEIbHOCTD;

* HE yBJIeKaiTeCch Tene(OHHBIMH Pa3rOBOPAMH, BayKHEE JIMUHbBIE KOHTAKTBI;

* BEJIUTE 3aIIMCH, HE M0J1araiTech Ha MaMsTh;

* HauMHalTe pabounii 1eHb KaK MOYKHO paHbIle U UCIOJb3YITe] BpeMs CyTOK MOTHOCTBIO.

KonTaxTsl ¢ Bammm MecToM paboThl JOKHBI ObITh IBYCTOPOHHUMM: 3BOHUTH JIOJDKHBI HE TOJBKO BaM,
HO ¥ BBl caMu. U He 3a0bIBaiiTe O rI1aBHOM:

a) OCTaBUTh HOMEpP CBOETr0 KOHTAKTHOT O TenedoHa mim gakca;

6) cooOUMTE BpeMsl, KOrzia Bbl Oy/1eTe Ha MecTe M KOrja ¢ BaMH yJ1I00Hee BCEro CBA3aThCs;

B) HE3aMeUIUTENIbHO HH(OPMHUPOBATH O JHOOBIX H3MEHEHHSIX B CBOEM KOMaHAMPOBOYHOM Ipa(UKe;

I') KOPOTKO TIO3HAKOMUTB C TEM 00BEMOM palOThl, KOTOPBIN KT BAIIMX MOJYMHEHHBIX IOCIE BaIlIero
BO3BpALICHUS U3 MTOE3/IKH, a TAK)KE 00paTHUTE BHUMAaHUE HA €€ BAXKHOCTb U CPOYHOCTD.

U ne xanelite BpeMeHH Ha 10100HbIE TeIe(OHHbBIE 3BOHKH, TAKUM 00pa30M Bbl CAOKOHOMUTE €ro ropasio
OoublILe.

Wrak, moe3nka 3aBepuieHa. Bol — noma. PasOupaere Oymaru, mupopmanuio u3 pasgena «Hrtoru
KOMaHMPOBKI» 3aHOCUTE B CBOW paOoumil IiaH Ha HeAemo WM Mecsi. [luriere aBaHCOBBIM M TEXHUYECKUN

OTYCTBI O KOMaHIUPOBKE. Tenepb MOKHO C 9YBCTBOM HCITOJIHCHHOI'O JOJIT'a OTIIPABJIATHCA HA pa60Ty.

Pesrome
e HeoOX0auMO MpHUBBIKATh K TOMY, YTOOBI Ba)KHbIE TEKCThI HE TOJIBKO YWTaTh, HO M 00pabaThIBaTh
Matepuan tmocie uTeHus. OOpabaTbiBasi COOTBETCTBYIOIIYIO KHUTY, CTaThlo, JOKYMEHT, HEOOXOAMMO
MOCJIEIOBATENBHO IMPONTH NATh CTAIUN:
* 0030p;
* [IOCTAaHOBKY BOIIPOCA;
* YTCHHUE,

* 000011IEHHE;
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* IIOBTOPEHUE.

e OCHOBOI YKpeIUIeHHs MaMsATH sBIsieTcs HaOmomarensHocTh. llocme HaOmoAeHUs HacTymaeT 3Tan
accollMaTUBHOrO MblUIeHHA. CyIIECTBYIOT TpPH «ECTECTBEHHBIX 3aKOHA 3allOMUHAHMS». METOJ CBA30K,
cHcTeMa 3allenoK, TPEHUPOBKA HAOII0IaTeTbHOCTH.

e MHoOroo6pasue BUJ0B 3alMCHBIX KHUKEK MOKHO OOBEIUHUTH B TP OCHOBHBIE TPYIIIIBIL:

* 3aIIMCHBIE KHUKKH C aJI(paBUTOM;

* ©)KETHEBHUKU;

* OOBIYHBIE 3AMUCHBIC KHIKKH.

e [lenecoobpa3Hee 3anuchiBaTh HEOOXOAMMYIO MH(GOPMALMIO B 3allUCHYIO KHMXKKY, KOTOpas JOJDKHA
OBITh KOMIIAKTHOM U BBITOIHATH (DYHKIUIO «ONEPATUBHON MaMSITI.

e J[7151 TOro 4yTOOBI BBICITYIIATh IOKJIA/1 WM JIEKIIHIO, HEOOXO0IUMO TPUAEPKUBATHCS CIECAYIOIIUX PaBUL:

* IOJITOTABJIMBANTECH K CIYIIAHUIO;

* CITylIaiiTe ¢ MakKCMMaJlbHBIM BHUMaHHUEM;

* CIIyIIAWTE U OJHOBPEMEHHO 3alIUChIBANTE;

* HEe OTKJIaJbIBaliTe pa300p 3alIMCAHHOTO.

e PykoBoauTens JopKkeH uU30erath JIUTENBHBIX TeNePOHHBIX pa3roBopoB. CTpykTypa mo00ro
TesIe(hOHHOT'O Pa3roBOpPa COCTOUT U3 YETHIPEX 0053aTENbHBIX AIIEMEHTOB:

* B3aMHOE IIPEJICTABIICHUE;

* BBEZICHUE cOOECeTHIKA B KypC JIeNa;

* 00CyX/IeHUE CUTYallUH;

* 3aKJIFOYEHHUE.

¢ Uro0bl n30exaTh HEYJOOCTB U MOTEPh BPEMEHU B KOMAaHAMPOBKE, MPABHIILHO K HEH MOJATrOTOBBHTECH.
CocraBbTe IIJ1aH BOIPOCOB (A€1), KOTOPBIE HY’KHO PEIIUTh 10 OThE3/1a U B KOMAaHIUPOBKE, a TAK)KE I1EPEUECHb
JMYHBIX aTpUOyTOB MOE3AKH U JIENIOBBIX OyMar, KOTOpbIe HY>KHO B3Th C COOOIA.

e YToOBI ycrieBaTh cieaTh OOJNBIIE 3a Majblid MEPUOJ BPEMEHU, B KOMAHIAMPOBKE TpeOyeTcs JTudHas
OpPraHHW30BaHHOCTb U CAMOJUCLIUILINHA!

* OIIPEJIEIINTE TJIABHBIE 3a/1a4H I1OE3/KH;

* HAYYUTECh MPOSIBIISATH PEIIUTEIbHOCTB;

* HE yBJIEKalTeCh TEIEPOHHBIMU Pa3rOBOPAMHU, BayKHEE JTUYHBIA KOHTAKT;

* BEJIUTE 3aIIMCH, HE M0J1araiTech Ha MaMsTh;

* HauKMHalTe pabounii 1IeHb KaK MOXKHO PaHbILIE U HCIIOIb3YHTE €ro MOJIHOCTHIO.

IIpakTH4yeckoe 3a1aHue
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[Ipopaboraiite maTtepuan riaBbl NPUMEHUTEILHO K CBOMM HyXJaM. UTo mokazanoch BaM OCOOEHHO

BaYKHBIM IIpU TIpopaboTKe 3Toii rnaBel? Uro HOBoro y3Hanmu? Uto u3 Balero omneita HAILIO MMOATBEP)KICHUE?

UYro BBl X0TeNH OBl MPOpabOTaTh OCHOBaTeNbHee? UTo ObI BBl XOTENM MPUMEHUTH Ha MPaKTUKE?

KoHnTpoabHbie BOnpockl
. HazoBuTe OCHOBHBIE IPHEMBI TIPU paboTe HaJ TEKCTOM.
. Kak cnegyer npaBuJIbHO TpEHUPOBATh NAMSATh?
. Uro nmpeacrasisier co0oi METOJ] CBA30K U METO[ 3alleTOK?
. Kakue ommbku 3a4actyro J0MycKarTCs Py BBICIYIIMBAHUM COOECEHUKA?
. HazoBuTE BUJIBI 3aITMCHBIX KHIKEK.
. Kak npaBuibHO ciymmaTth codeceqHuKa?

. [lepeuncnure ocHOBHBIE MpaBUiia Oecebl Mo TenedoHy.

0 N N AW N =

. Kax panronanbHO MOATOTOBUTHCS K KOMaHIUPOBKE?
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