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1. METOJIUYECKHUE PEKOMEHJIAIIMA IIO CAMOCTOATEJIBHOM PABOTE
CTYJEHTA

[Tpu n3yyeHUn NaHHOW MTUCUMIUIMHBI CTYACHTHI BHITIONHAIOT PAa3IUYHbIC BUABI CAMOCTOSTEIBHOM
paloThI: M3yUEeHUE KOHCIIEKTA JICKIMH, N3y4eHHUEe OCHOBHOW U JAOTIOJIHUTEIBHOM JIMTEPaTypPhl, IOATOTOBKA
K IPaKTHYECKUM 3aHATHIM U JIp.

[Tpu BeIIONHEHUHU BceX (OpM CaMOCTOATENbHOW PadOTHI CTYAEHTHI TOJIB3YIOTCSl JINTEPaTypoOH,
YKa3aHHOM B CIICKE OCHOBHOM U IONOJHUTEIBHOM JTUTEPATYPHI.

CamocrosiTennpHasi pabOTa BBIMONHSETCA CTYACHTAMH B TIPOLIECCE M3YyUEHHS BCEX YYEOHBIX
mucuuiuinH. OHa HampapieHa Ha OBJajfeHHe oOydaromumuci  (pyHOaMEHTaJbHBIMH 3HAaHMSIMHU,
npodeccroHaIbHBIMA YMEHUSAMU U HAaBBIKAMM, YMEHHMSMHU Pa0OTHI C JINTEPaTypHbIMH HCTOYHHKAMHU,
NPaKTUYECKOro pEeUICHUsl 3ajad, Ha Pa3BUTHE JIOTMYECKOTO MBIIUICHUS, TBOPYECKOM aKTHBHOCTH,
UCCIIeIOBATENIbCKOTO  IIOAX0JAa B OCBOGHMHM Y4eOHOTO MaTepuaja, pa3BUTHE IIO3HABATEIbHBIX
crocoOHOCTEH.

Brigensttor 1Ba 6uda camocrositensHon padotsl ctyneHTa (CPC):

® HEMOCPEACTBCHHO B XOHE AayAWUTOPHBIX 3aHATHH (JEKLMH, MPAaKTUYECKUX, CEMHHAPCKUX,
T1a0opaTOpHBIX 3aHATHH) TT0J] PyKOBOJICTBOM M KOHTPOJIEM MPETIoAaBaTes.

e CamocrosiTenbHas padoTa CTyIEHTa BO BHEAyIUTOPHOE BpeMs 0€3 ydacTusl MpernojaBareis
(moma, B OMOITHOTEKE, B OOIICKUTHHN U T.11.).

Ocnosuvimu  gopmamu  eneayoumopuoti CPC noo pyxogoocmeom u KOHmMpoOaem
npenooasamensi AGIAIOMCA:
® TeKylIre KOHCYIbTAllUH (IIepes SK3aMEeHaMHU U 3aueTaMH, B MEKCECCHOHHBIN MEPUOA U T.
1.);
¢ BBHINOJHCHHE PA3IMYHBIX BHUJIOB 3aJaHUNl BO BpeMs TNPOXOKACHHS YYEOHBIX U
HPOU3BO/ICTBEHHBIX MPAKTHK;
® [OATOTOBKAa JOKIaJO0B © pedeparoB, HaMUCaHWE KypCOBBIX U  BBIMYCKHBIX
KBaJM(PHUKATMOHHEBIX padoT;
e ydyacTHe B paboTe HAyYHBIX CTYAEHYECKUX KPYXKKOB, UCCIEIOBATEIBCKUX JTa0OPATOPHIA,
KOH(EpeHIMH, B IPOBEICHUH KOMIUIEKCHBIX HAyYHBIX MCCIICIOBAHUI.
Ocnosuvimu popmamu eneayoumopnoi CPC be3 yuacmus npenooasamensi A61s0mcsi.
e pabora c KOHCIEKTaMH JieKIui (00paboTKa TEKCTa); YCBOSHHE COJEpPKAaHUsI KOHCIEKTa
JeKIuit Ha 6a3e peKOMEHIOBaHHOW Yy4eOHOH! M JIOTIOTHUTEIBHON JINTEPaTyphl;
® u3yueHHE y4eOHOH, HAyYHOW, METOANYECKOH, CPaBOYHOM JIMTEPATyphl, B TOM YHUCIE C
MPUBJIEYCHUEM JIEKTPOHHBIX CPeACTB HH(opMaIuy;
® COCTaBJCHHUE PAa3UYHBIX BUAOB 3allUCel NPOYMTAHHOTO: KOHCIIEKTUPOBAaHUE,
aHHOTHPOBaHHUE, peepUpOBaHUE, IUTUPOBAHNE, TE3UPOBAHUE;
e  cocraBneHue Oudauorpaduu I pa3IUYHBIX BUAOB YUEOHBIX U HAyUYHBIX PadoT;
® [IOArOTOBKAa K J1a0OpaTOpPHBIM, KOHTPOJBHBIM paboTaMm, MX O(OpMIICHHE; MOATOTOBKA
CO0OIIEeHUH K BBICTYIUICHUIO Ha CEMHHApe, KOH(EpeHIIHH;
® BLHINOJIHEHHE WHJMBHIYAIGHBIX TBOPYECKHX 3aJaHW 110 pa3IMYHBIM paszeniam
coepkaHus yueOHOW AUCIMIIINHBL
e BhINOJIHEHHE pedepaToB, TOKIAI0B, KYPCOBBIX U BBITYCKHBIX KBaJH(PHUKAIIMOHHBIX PadoT,
MOJATOTOBKA OTYETOB IO TPAKTHKE, OCYIIECTBICHHE WHAWBUIYAILHON y4deOHO-UCCIe0BaTeIhbCKOM
paboTsr;
® TEKyUIMHd CaMOKOHTPOJIb YCIEBa€MOCTM Ha 0a3ze TPaJUIMOHHBIX M 3JIEKTPOHHBIX
00y4aroLINX U aTTECTYIOIUX TECTOB.
[Ipu BeIONMHEHWU JTHO00H (QOPMBI CaMOCTOSTEIBHON PaOOTHI CTYIEHTY MPHUXOMUTCS PadoOTaTh C
y4eOHOW 1 HAyYHOU JIUTEPATyPOH.



CyI1ecTBYIOT pa3IngHbIe BUABI YTCHUS KHUTH.

beanoe umenue — miepBeIil mar B padore ¢ kHuUroi. OHO TpemnoiaraeT 03HAKOMIICHHE ¢ KHUTOW B
IEJIOM TP JOCTAaTOYHO BBICOKOH ckopocTH (10 300 crpanwmir Tekcta 3a 1,5-2 vaca). [Ipuémamu ckopouteHus
MO>KHO OBJIQ/IETh ITyTEM CIIEIMATEHBIX TPEHUPOBOK.

Buibopounoe umenue mpeanonaraeT yriayOJeHHOE HM3ydeHHE TOTO WM MHOTO pasjeria Med4aTHOTo
WCTOYHMKA B COOTBETCTBHM C 3aJaHHOW y4eOHOM WJIM MCCleqoBaTenbCkod 1enblo. [lpm  3ToM BaxHO
COOTHOCHTB M3y4aeMBIi pa3liesl ¢ CoAepKaHneM BCel KHUTH (CTaThi) KaK YacTh C LEJTBIM.

Cnnowmnoe ymenue TPUMEHSETCS. TIPH HEOOXOAMMOCTH OXBaTUTh TEKCT B LIEJIOM, PACUJICHUTH €ro
CoflepKaHHe Ha COCTaBHBIE YACTH, TOKAa3aTh WX COOTHOIIEHHE W B3aWMHYIO CBS3b, CHENAaTh OCHOBHBIE
BBIBOJIBL.

Ymenue c¢ npopadomkou mamepuaia TpPUMEHSETCS TpH padboTe ¢ MNEPBOMCTOYHHKAMUA U
COTPOBOYK/IAETCST KOHCIIEKTHPOBAHNEM HanboJIee CyeCTBEHHOTO, BAXKHOTO.

Cmewannoe umenue. B HEM couyeTaroTcs pa3lMyYHbIE BUIBI YTEHHS B 3aBUCUMOCTU OT COEPKAHUS
Marepuaia, menei u 3aiad ero m3ydeHus. OnuH 1 TOT jK€ HCTOYHHK MOYKET OBITh CHavasa Oero mpoCMOTpEH,
3aTeM TOJBEPTHYT CIUIONTHOMY WIIM BBIOOPOYHOMY UTEHHIO, KPHTHUECKOMY paz00py YHTAEMOTO C IIENBI0
[IyOOKOTO POHUKHOBEHHUS B €70 CYIIHOCTb.

3anuch MPOYNTAHHOTO YUYHT CTY[AEHTa Pa3delisiTh M3ydaeMoe Ha OTHOCHTEIBHO CaMOCTOSTEIHHBIC
CMBICIIOBBIE E€IMHMIBI, BBIIENATh B TEKCT€ IIABHYIO MBICIb, OCHOBHOE IIOJIOXKEHHE, TE3UC M €ro
JIOKA3aTeNTbCTBO, MO3BOJISIET padoTaTh 0€3 JIMIITHIX 3aTpaT U BPEMEHH, TTOBBIIIAeT pab0TOCIOCOOHOCTS.

Cy1miecTByeT HECKONBKO BHIOB CHUCTEMATH3WPOBAHHON 3allMCH IMPOYUTAHHOTO: AHHOTHPOBAHUE,
TUTAaHUPOBAaHUE, KOHCIIEKTUPOBAHUE, TE3UPOBAHKE, IUTUPOBAHME.

AnHomayus - O4YeHb KpaTKOE W3IIOKEHHe copepkaHus. E€ MOXXHO Hammcarh TONBKO TOCTE
MPOYTEHUSI M TIIYOOKOTO OCMBICIICHHUS BCErO TeKcTa. B Hel 00bIuHO nMaéTcs OICHKAa KHUTH, CTaThu. B
KHUTaX OHa OOBIYHO MTOMEIIAETCS B CAMOM Havalle.

Tnanuposanue — Kpatkasi JOTUIeCcKasi OpraHu3aIys TeKCa, paCKPBIBAIOIAS COACPKAHUE U CTPYKTYPY
u3ydaeMoro marepuana. IlmaHel OBIBAIOT TPOCThIE M cJoKHBIE. OOpa3loM MPOCTOrO IIaHa SIBIISETCS
OIVIaBJIeHHE KHUTH. B HEM COMEpXUTCS TONBKO IepedeHpb TIIABHBIX BOMPOCOB W MOPSIOK MX PACCMOTPEHHS.
Pacunensist Kaxxplif IyHKT TPOCTOrO IIaHa HA COCTABISIIOIINE €T0 TIOMITYHKTHI, MOKHO 0e3 0co00ro Tpyna
COCTaBUTb CIIOKHBIN paCIIUPEHHBIH ILIaH.

Koncnexmuposanue — Hambomee pacrnpoctpanéHHas (Gopma paboueil 3amwicu, OHaA
MpeaycMaTprBaeT KpaTKoe M MOCIE0BaTeIbHOE U3JIOKEHHE COAEP)KaHUS MPOYUTAHHOTO U BKIIOYAET B
ce0st Bce ApyTUe BUJIBI 3aIrCce.

Te3ucwi - cyxxaToe M3IOKEHHE OCHOBHBIX MBICTIEH, TOCTAHOBKA U3y4aeMbIX BOIPOCOB. 311€Ch HET
npuMmepoB, Qaktorpaduueckoro marepuana. B Tezucax JomKHAa OBITH OTpakeHa BCS JIOTHUECKAs
CTPYKTypa paboThl, BCE OCHOBHBIE MBICTH. B HHX BBIPHCOBBIBAECTCS KpacHas HUTH COJEPIKaHUS paOOTHI
HCCIIEZIOBATENS.

Lumupoeanue — NOCIOBHOE BBINNCHIBAHUE W3 TEKCTa BBIIEPKEK, W3BICUCHUH, HamOoiee
CYIIECTBEHHO OTPAXAOIIUX Ty WIM WHYIO MBICIh aBTOpa. BBIOOp IUTaT HYKHO TOAYUHSATH
onpenenéHHOM 1eNH (KaK MIUTFOCTPAIVsl MU TIOAKpEIUIeHne BeIBoa U T.1.). Kaxmas nurara 3aximogaercs
B KaBBIYKH U CONIPOBOXKIAETCA yKa3aHUEM Ha €€ HCTOYHHK.

CymiecTByIOT U IpyTHe BUBI 3aITUCEH 10 pe3yipraTaM paboThl ¢ TUTepaTypoi.

Om3vie - olleHKa NpodnTaHHOro. OOBIYHO H3JNAraroTCs KIFOYEBBIE BOMPOCHI C OIEHKOH W
XapaKTePUCTUKOHN uccnenoBanus. OT3bIBEI OOBIYHO MUIIYTCS C LEJIbI0 PEKOMEHIJANN WM OTKIOHEHHUS
o0cyXKIaeMbIX paboT K Te4aTd, K HCIIONB30BAHHMIO B IPAKTHUYECKOW pabore. B oT3pIBE HE0OX0AMMO
JaBaTh IITYOOKO apryMEHTHPOBAaHHbIE BBIBOJIBI.

Peyensus - 310 TOXXE KPUTUUECKUH OT3BIB O KHHUTE, CTAaThe, CIIEKTaKIe, QUiIbMe U 1Ip. B pelleH3UN
00bIYHO OoJiee TOIPOOHO W3NAraroTCs OCHOBHBIE MBICIH aBTOpa M WX KpUTHUYECKas oleHKa. Takxke
JTAI0TCs TTOJIOKUTENBHBIE MM OTPULIATENbHBIE PEKOMEHIALINH, OTKIOHEHMS.

Pestome - xpaTkasi OIleHKa IPOYUTAHHOTO, C BHIBOJIAMH, TIIABHBIMHU UTOTaMH paboTel. OHO Y4acTo
naéres B 3aKJIIOUYEHUE PaOOTHI.



Occe - NPO3anIHOE COUMHEHHE HEOOJIBIIIOr0 00beMa U CBOOOIHON KOMITO3UIIMU, TPAKTYIOIIEE Ty
WM UHYIO TEMY U MPEJCTABISIONIee TIONBITKY MepeiaTh HHANBUAYAbLHBIC BIICUATICHHUS U COOOPaKEHHS,
TaK WM WHAUYE, C HUM CBSI3aHHBIC,

3anucu na xapmouxy - BaKHasi COCTABIISIFONIAS B pabOTe ¢ HAyYHO-IIEarornIecko JINTepaTypou.
O0s13aTenbHO yKa3bIBaeTCs (paMHIIUs, UM, OTYSCTBO aBTOPA, HA3BaHUE KHUTH, MECTO U3/IaHUs, HA3BaHUC
W3/IaTeIbCTBA, TOJ M3/IaHUs U O0Ilee KOJUYECTBO CTPaHUIl. ECIM B KapTOYKY 3amMCHIBACTCSI CTAThs W3
HAay4YHOTO0 COOpHUKA WM MEPUOAMYESCKON MeJarOrnIecKor MmevaT, To HeOOXOAUMO yKa3aTh TOJl H HOMEp
W3JIaHMS, CTPAHUIIBI, YKA3bIBAIOIINE HAYaI0 U OKOHYaHHUE CTAaThU.

Jocnosuvie gvidepoicku U3 HAYIHOTO TEKCTA C YKa3aHWEM HMCTOYHHWKA, CTPAHUIIBI M aBTopa. JTa
(dopMa HCMONIB3YEeTCS MHOT/A, KOTJla KAaKUe-TO MBICIH OCOOCHHO XOPOIIO W3JI0KEHBI M BIIOCICICTBUU
MPEeJIoIaracTcs TOCIOBHO IIUTHPOBATH JIaHHBIH OTPHIBOK TEKCTA.

WHorna 5TH BBIMKUCKU JENAIOTCS C KOMMEHTapHsSIMH, KOTJA MPEIIONaracTcsi BBICTYIUICHUE C
KPUTHKON YMTAaeMOTO TEKCTa, TP HAKMCAHWU OT3bIBA WU peleH3uu. Takas ¢opma 3ammcei
MOJIOKUTENHHO 3apeKOMEHIoBala ceOsl pU paboTe HaJl TEMOW HAYYHOTO MCCIICIOBAHHS.

BOHpOCI)I K 3a4€eTy

HcTopus pa3Butus aenonpou3BoicTsa B Poccum.

Ilenp MOKYMEHTHPOBAaHHS yIPaBICHUYCCKON JEITCIHHOCTH.

3a7a9n TOKYMEHTHPOBAHUS YIPaBICHUECKOW NEATEILHOCTH.

Buabl 10OKyMEHTOB.

Knaccuduxkanms TOKyMEHTOB.

HopmaruBHO-TIpaBOBEIE OCHOBBI AEIONPOU3BOICTBA HA MIPENITPUITAN

YHudukanus u cTaHgapTA3anus J0KyMEeHTOB.

OCHOBHBIE MTPaBUJIa TIOATOTOBKH M O(OPMIICHHUS IOKYMEHTOB.

OdopmIiieHHE PEKBU3UTOB JIOKYMEHTOB.

0. Tumsl TOKyMEHTOB.

1. Buasl JOKyMEHTOB.

12. Bujpl OpraHu3aliOHHOMN IOKYMEHTAIIHH.

13. VYcras. [lonoxenwue.

14. OcHoBHBIE TPeOOBaHMUS K COCTABICHUIO OPTaHU3AI[MOHHBIX JIOKyMEHTOB.

15. CrpykTypa u mrtaTHas YUCIEHHOCTb.

16. llrTarHoe pacnicaHue.

17. Unctpykuus. JlomKHOCTHAS HHCTPYKIIHS.

18. PacniopsiauTeNbHbIC JOKYMEHTBI M UX BHUJIBIL.

19. Pemenue. Pacniopsikenue.

20. IIpuka3s. Yka3zanue.

21. TloaroroBka, cocTaBlieHUe, U O(hOpPMIICHHE PACTIOPAIUTETHFHOTO TOKYMEHTA.

22. CpoK HCIIOJTHEHHS JOKYMEHTA.

23. OpraHu3anMoHHO-TEXHUIECKHUE MEPOIIPHSTHS MO MTOJTOTOBKE U ITPOBEIACHHUIO COBEIIAHUI.

24. CrpykTypa JIOKJIaJia ¥ OTYeTa Ha COBENaHUH, 3aCEAaHNH, KOHPEPEHIUH.

25. TpeOoBaHMsI K COCTABJICHUIO U O(OPMIICHHUIO MTPOTOKOJIA.

26. JlenoBoe MUCHMO.

27. Buapl A€TOBBIX ITHCEM.

28. IlpaBuia cocraBieHus U 0OPMIICHHUS JEI0BOIO MHUChMa.

29. Bxoasiue U UCXOISIMeE TMChMa.

30. OcHOBHBIE PEKBU3UTHI HH()OPMAITIOHHO-CIIPABOYHBIX JIOKYMEHTOB.

31. Cnpasku.

32. CnyxeOHbIe 3aITUCKH.

33. JloknaaHble 3aITUCKH.

34. OOBsACHUTETBHBIC 3aITUCKU.

35. AKTEL

36. OdopmiieHHe JOKYMEHTOB [0 MpUeMy Ha pPaboTy, MEPEMEIIECHUIO, YBOJIbHEHHIO,
MPEIOCTABICHUIO OTITYCKOB.

37. OdopmiieHre TPYIOBOH KHHKKH.
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38.
39.
40.
41.
42.
43.

44,
45.
46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.

3asBrieHUE.

XapakTepucTuka.

KonTpakTtHast hopma HaiimMa, OpraHu3aliy ¥ OTLIATHl TPYAA.
CocraBiieHnE KOHTPAKTA.

OpraHu3amus JoKyMeHTo0o0opoTa.

[lopanox HCTOTHEHUS BXOAAIINX, HCXOMANINX M BHYTPEHHHUX JOKYMEHTOB.

perucTpanuy 10KyMEHTOB.
VYyer o0beMa JOKYMEHTO0O0POTA.

O6001menne u aHAK3 JaHHBIX 00 NCTIOTHEHUH TOKYMEHTOB.

KoHTpons ucnoaHeHus: JOKyMEHTOB.

@DopMBI KOHTPOJISI UCTIONHEHHUS TOKYMEHTOB.

Cuctemarnzaiys JOKyMEHTOB.

DOopMUPOBAHKE JIEMN.

Howmenknarypa nen.

OkcnepTyu3a HayqyHOH U IPaKTHYECKOM LIEHHOCTH JOKYMEHTOB.

Odopmitenue aer.

Omnucanue JOKYMCHTOB IMOCTOSIHHOI'O U BPpEMEHHOT'O XpaHCHHS.

ObecneyeHne COXPaHHOCTH JOKYMEHTOB B JICJIONPOU3BOCTBE.

IIepenaya nen B BEAOMCTBEHHBIN apXuB.

ITonsarue pexKUuMa CCKPECTHOCTH Ha NPCAIIPUATHHA.

Poutb pexxuma CeKpeTHOCTH Ha IIPEAITPUATHH.

Bunsl cekpeTHOCTH.

YPOBHU CEKPETHOCTH.

CBCI[GHI/IH OrpaHUYCHHOI'O UCIIOJIB30BAHU.

Opranun3zanyst Jeaopor3BOACTBA U JOKYMEHTO000pOTa P PEKUME CEKPETHOCTH.
Oprazun3zanus CiIy>k0bl JOKyMEHTOO00POTa IIPH PEXKUME CEKPETHOCTH.

JOKYMEHT MOZAMUCAH SMEKTPOHHOM MOAMUCHIO

COIrMACOBAHO ®reoy BO "PrPTY", PIPTY, MNepdunbes Cepreit Banepbesny,
3aBenytowmii kadeaport TMKY

Dopmbl

Onepatop 340 000 "KomnaHus "TeH3op"

Mpocrasa noanucb




