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1. METOJUYECKHUE PEKOMEH ALY IO CAMOCTOSITEJIbHOI PABOTE
CTYIAEHTA

[Ipu n3yyeHnn NaHHOW MUCIUILUIMHBI CTYACHTHI BBHITOTHSIIOT PA3IMYHbIC BUBI CAMOCTOSTELHON
paboThI: U3yYCHHE KOHCIICKTA JICKIIMM, N3yueHHe OCHOBHOM M JIOTIOJIHUTEIILHOW JTUTEPATyphl, TOATOTOBKA
K MIPAKTHYECKUM 3aHITHUSIM U JIP.

[Ipu BhIOTHEHUH BCeX (OPM CAMOCTOSATEIILHOW pPaOOTBI CTYAEHTHI MONB3YIHOTCS JIUTEPATYpOH,
YKAa3aHHOW B CIIUCKE OCHOBHOM U JOMOIHUTEIBHON JIUTEPATYPBL.

CamocTosiTennbHass pa0oTa BBIMOMHICTCS CTYACHTAMHU B TPOIECCE HM3YYCHUS BCEX YUCOHBIX
mucuumindH. OHa HampaBlieHa Ha OBJaJeHUE OOydJaromuMucs  (QyHIAMCHTAIbHBIMUA 3HAHUSIMH,
npo()eCCHOHATBHBIMA YMEHUSMH W HAaBBIKAMH, YMEHUSMHU PaOOThl C JINTEPATYPHBIMH WCTOYHUKAMH,
MPAKTUYCCKOrO PEIICHUs 3a1ad, Ha PAa3BUTHE JIOTHYECKOI'O MBIILJICHHUS, TBOPYECKOW AKTHBHOCTH,
WCCIIEZIOBATEbCKOTO IOAX0Ja B OCBOSHMM y4eOHOro Marepuana, pa3BUTHE I03HABaTEIbHBIX
CITOCOOHOCTEH.

Brigenstot nBa guda camocroarenbHoi padotsl cryaenta (CPC):

® HEMOCPEACTBEHHO B XOIE AyIUTOPHBIX 3aHATHHA (JIEKIMHA, MPAKTHUSCKUX, CEMHHAPCKUX,
TabOPATOPHBIX 3aHSATHH ) IO PYKOBOJICTBOM M KOHTPOJIEM TPETIONABATENsI.

e (CamocrosiTenbHas padoTa CTYIEHTa BO BHEAYAUTOPHOE BpeMs 0e3 y4acTHs IMpernoaaBaTess
(moMa, B OMOIMOTEKE, B OOIICKUTHH U T.1. ).

OcHogHvimu  opmamu  eHeayoumopuoti CPC  noo pyxkogoocmeom u KOHmMpoLem
npenoodasameis AGNAIOMC:

® TeKylIre KOHCYIBTAIMH (Tiepell SK3aMEeHaMHU W 3a4eTaMH, B MEKCECCHOHHBIN MEePUO U T.
.);

e BBIIOTHEHWE PA3UYHBIX BHJIOB 3aJaHUH BO BpeMsl TMPOXOXKACHUS Yy4eOHBIX U
MPOU3BOJICTBEHHBIX MPAKTHK;

® T[IONTOTOBKA JOKJIAMOoB ¥  pedeparoB, HamWCaHWE KYpPCOBBIX U  BBIMTYCKHBIX
KBaTH(DUKAMOHHBIX PadoT;

e yyacTHe B paboTe HAyYHBIX CTYACHUECKUX KPY)KKOB, HUCCIIEIOBATEIBCKUX JTabOopaToOpuid,
KOH(EepEeHIINH, B TPOBEJCHNUU KOMIUIEKCHBIX HAyYHBIX UCCIIECOBAHHMA.

Ocnosuvimu ghopmamu sneayoumoprout CPC b6e3 yuacmusi npenooasames a6isiomcsi.

e paboTa ¢ KOHCIIEKTaMH JeKIui (00paboTka TEKCTa); YCBOCHHE COACpIKaHUSI KOHCIIEKTa
TN Ha 6a3e PEeKOMEHI0BaHHOW YIeOHOH 1 TOTTOTHUTENIFHON JINTEPATyPHI;

e u3ydyeHHEe y4ueOHOM, HAaydHOM, METOANYECKOM, CIIpaBOYHOI JIUTEpaTypsl, B TOM YHCIE C
MIPHUBIICYEHIEM DIIEKTPOHHBIX CPENCTB HH(OPMAIIHH;

® COCTaBJIEHHE pa3IMYHBIX BUAOB 3alKcell  MPOYUTAHHOIO:  KOHCIEKTHPOBAHHE,
aHHOTHpPOBaHME, peheprpoBaHHE, ITUTHPOBAHUE, TE3NPOBAHUE;

e  cocrapieHue Onbnuorpaduu Ui pa3IMYHBIX BUIOB yUEOHBIX M HAYYHBIX PadoT;

® T[IOATOTOBKAa K JIAOOPAaTOPHBIM, KOHTPOIBHBIM paboTaMm, WX OQOpMIIEHHUE;, TOATOTOBKA
COOOIIEHM K BBICTYIUICHHIO Ha CeMUHape, KOH(pEepEeHIINH;

e BBIIONTHEHWE WHAMBHUIYAIbHBIX TBOPYECKHX 3aJaHWN MO0 Pa3IUYHBIM pazjeiiaM
COJIepKaHMs YICOHOM NUCIIUTLTAHEI;

e BBINIOTHEHHE pedepaToB, TOKIA0B, KYPCOBBIX U BHITYCKHBIX KBATH()HUKAIIMOHHBIX PadoT,
MO/ITOTOBKA OTYETOB MO TMPAKTUKE, OCYHICCTBICHWUE WHIUBUAYATbHOW Y4eOHO-HMCCIE0BaTENbCKON
paboTHI;

® TEKYNIMA CaMOKOHTPOIb YCIIEBaeMOCTH Ha 0a3e TPaJUIMOHHBIX W 3JEKTPOHHBIX
00yJaroInX U aTTECTYIOIUX TECTOB.

[lpu BeIMOIHEHUM JTHOO0W (OPMBI CaMOCTOSITENIBHOM PA0OThI CTYJICHTY MPUXOIUTCS PaboTaTh C
y4eOHOM 1 HAy4HOH JINTEPaTypPOH.



CyIIecTBYIOT pa3IMyHbIE BU/IBI YTCHUS KHUTH.

beanoe umenue — niepBblii mar B padore ¢ kHuroi. OHO mpesronaraeT 03HaKOMIICHHE C KHUTOH B
LIEJIOM TIPU JJOCTaTOYHO BBICOKOU ckopocTH (0 300 crpanur Tekcra 3a 1,5-2 gaca). [Ipuémamu ckopoaTeHus
MOYKHO OBJIQJIETh ITyTEM CITeIUATBHBIX TPEHHPOBOK.

Buibopounoe umenue npenonaraeT yniyOJeHHOE W3Yy4YeHHE TOr0 WM WHOTO pa3zielia Te4aTHOro
HACTOYHWKA B COOTBETCTBHU C 3aJaHHOW YYEOHOM WIJIM HCCIIENOBATENLCKOW Ienblo. IIpym  3TOM BaKHO
COOTHOCHTH U3y4aeMbIi pa3zien ¢ COIepKaHueM BCel KHUTHY (CTaThbH ) KaK YacThb C IEIIBIM.

Cnnowinoe umenue PUMEHSIETCS TP HEOOXOMMMOCTH OXBAaTUTh TEKCT B IEJIOM, PacuICHUTH €ro
colmepKaHHe Ha COCTaBHBIE YACTH, TOKa3aTh WX COOTHOIIEHHE W B3aHMHYIO CBSI3b, CHENATh OCHOBHBIE
BbIBOIbI.

Ymenue c¢ npopabomxoi mamepuaia TPUAMEHSeTCS Tpu padoTe ¢ TEPBOMCTOYHUKAMU U
COMPOBOXKIACTCS KOHCIIEKTUPOBAaHUEM HAaUOOJIEee CyIIIECTBEHHOTO, BAXKHOTO.

Cmewannoe umenue. B HEM codeTarorcs pa3nuvHbIe BAIB! YTEHHUS B 3aBUCHMOCTH OT COZIEPIKaHUS
Marepuana, nenei u 3aiad ero uzydenus. OJMH U TOT ke NCTOYHUK MOXET OBbITh CHa4asa Oerio mpoCMOTPEH,
3aTeM IOJBEPTHYT CIUIONIHOMY WU BBIOOPOYHOMY YTEHHIO, KPUTHIECKOMY pa300py UHTAEMOTo C IEIBI0
DTyOOKOT0 TIPOHUKHOBEHUS B €70 CYIIIHOCTb.

3anuch MPOYUTAHHOTO YUYUT CTYACHTA Pa3le/sTh M3ydyaeMOE Ha OTHOCHTEIBHO CaMOCTOSTEIbHBIC
CMBICIIOBBIE €IMHHIBL, BBIIETSTh B TEKCTE IVIABHYIO MBICTh, OCHOBHOE IIONIOKEHHE, TE3UC W €ro
JIOKa3aTeIbCTBO, ITO3BOJISIET Pad0oTaTh OS3 JIMIITHKUX 3aTPAT U BPEMEHH, MTOBBIIIACT Pa00TOCIIOCOOHOCTb.

Cy1ecTByeT HECKOIBKO BHIIOB CHCTEMATH3MPOBAHHOW 3allUCH IPOYUTAHHOTO: aHHOTHPOBAaHHUE,
IJIaHUPOBAHUC, KOHCIICKTUPOBAHUC, TC3UPOBAHUEC, IUTUPOBAHUEC.

AuHomayus - OYeHb KpaTKoe W3JIOKEeHHWE conmepkaHus. E€ MOKHO HammcaTh TOJBKO TOCIE
MPOYTEHUS M TIIYOOKOrO OCMBICIICHHSI BCETO TEeKcTa. B Hell 00bIYHO AaéTcs OllEHKAa KHUTH, CTaThu. B
KHHMrax OHa OOBIYHO ITOMEIIIAETCs B CAaMOM Hadvalie.

Tnanuposarnue — xparkasi JOruueckas OpraHu3allys TeKca, PaCKpbIBAIOIIAs COACPKAHUE U CTPYKTYPY
U3ydyaeMoro marepuaia. IlmaHbl OBIBAIOT MPOCThIE M CIAOKHBIC, OOpasioM IPOCTOro IUIaHa SBIISACTCS
OINIaBJICHE KHUTU. B HEM CONEpKUTCS TONBKO IEepeueHb TIIABHBIX BOIMPOCOB M MOPSIOK UX PAaCCMOTPEHUSI.
PacurnieHsis kaXIIpIlii MyHKT MPOCTOro IUIaHA HA COCTABJIAIONIME €ro MOAINYHKThI, MOXKHO O3 0co00ro Tpyaa
COCTaBUTh CITOXKHBIN PacCIIAPEHHBIH TUIaH.

Kowncnexkmupoeanue — Haumbonee pacnpocTpanéHHas (opma pabodeil  3amucd, OHa
MIPEeIyCMaTPUBAET KPATKOE W MOCIEA0BATENbHOE U3I0KEHNE CONEPKAHHS MPOYUTAHHOTO M BKIIIOYAET B
ce0st BCe IpYrHe BUJIbI 3aITUCEH.

Tesucwvl - cKaTOE U3IOKEHUE OCHOBHBIX MBICIICH, IIOCTAHOBKA M3y4aeMbIX BOIPOCOB. 3/1€Ch HET
npuMepoB, (axrorpaduveckoro marepuana. B Te3ucax momkHa OBITH OTpakeHa BCS JIOTHYECKas
CTPYKTypa paboThI, BCE OCHOBHEIE MBICIH. B HMX BBIPHCOBBIBACTCS KpacHas HUTH COICpXKaHUS pabOTHI
HCCIIEIOBATEIIS.

Lumuposanue — JIOCIOBHOE BBINTUCHIBAHUE M3 TEKCTa BBIJICPKEK, HW3BJICUCHUH, Hauboiee
CYIIECTBEHHO OTPAXKAIOIUX Ty WIA WHYIO MBICIh aBropa. BpIOOp nHTAT HYXHO MOTYHHSTH
orpeeNIEHHOM ey (KaK WLTIOCTPALNS WK MOKPEIICHUE BRIBOMA | T.1. ). Kaxknas murara 3akioyaercs
B KaBBIYKH U COMPOBOXKAAETCS yKa3aHHEM Ha e€ NCTOUHHK.

CyIIecTBYIOT U JpyTUe BUIBI 3aUCEH 0 pe3ylibraraM padoThI C INTEPaTy PO,

Om3big - OlEeHKa TpodnTaHHOro. OOBIYHO W3IIAraloTCS KIFOYEBHIE BOMPOCHI C OIEHKOH H
XapaKTepUCTHKON uccienoBanus. OT3bIBBI OOBIYHO MHIIYTCS C IENBI0 PEKOMEHIAIUY WU OTKIOHSHHS
o0CyXJaeMbIX pabOT K IeyaTd, K WCIONB30BaHUIO B MpPAaKTHUYECKOH pabore. B oT3bIBE HEOOXOAMMO
JaBaTh TTyOOKO apryMeHTHPOBaHHBIE BEIBOJIBI.

Peyensus - 3T0 TOXKE KPUTHUECKHI OT3BIB O KHUTE, CTaThe, CIICKTaKIe, (PUIIbME U TIP. B PELICH3UU
00BIYHO Oollee TOAPOOHO HW3NATAlOTCS OCHOBHBIE MBICIH aBTOpa W WX KPUTHUYECKas OIEHKa. Taxxke
Aar0TCs MOJIOXKUTECIIbHBIC UM OTPULATCIIbHBIC pEKOMCHAAINHU, OTKIIOHCHU .

Pestome - xpaTkas olleHKa MPOYUTAHHOTO, C BHIBOAAMH, TIIABHBIMH UTOraMu paboTsl. OHO 4acTo
nMacTcs B 3aKIIOYCHUE PaOOTHI.



Dcce - MPO3anvIHOE COYMHEHUE HEOOIBIIOro 00beMa U CBOOOIHON KOMITO3HIINH, TPAKTYIOIIEE Ty
WJIM MHYIO TEMY W TIPEJCTABISIONIEe MONBITKY IepeAaTh WHIANBHIyaTbHBIC BIICUATICHHUS H COOOPaKEHIS,
TaK UJIM HHA4YC, C HUM CBA3aHHBIC.

3anucu nHa kapmouky - BakKHas COCTaBIISIONIAst B pab0Te ¢ HAyYHO-TIENarOTMYeCKOM JINTEPaTyPOH.
O0s13aTeNbHO yKa3bIBaeTCs (haMuivsl, UMs, OTYSCTBO aBTOpa, Ha3BaHUE KHUTH, MECTO U3JaHUs, Ha3BaHUE
M3IaTeNbCTBa, IO/ U3IaHUs U O0Iee KOMMYECTBO CTpaHUIl. ECM B KapTOUKY 3allMCHIBAETCS CTaThs U3
Hay4YHOTO COOPHHKA WJIH TIEPHOANYECCKON MMeIarornueckor meyaTu, ToO He0OX0MMO yKa3aTh TOJl K HOMED
nu3gaHus, CTpaHUIbI, YKa3bIBaOINE HA4YaJI0 U OKOHYaHUEC CTAaTbU.

Hocnoenvie 6bi0epocku N3 HAYYHOTO TEKCTA C yKa3aHWEM MCTOYHHKA, CTPAHMIBI M aBTOpa. JTa
(dbopMa UCTONb3yeTCs WHOTTA, KOTJa KaKHe-TO MBICITH OCOOCHHO XOPOIIO W3JIOKEHBI M BIIOCIEACTBUH
MIPEIIONIaraeTcs JOCIOBHO IIUTHPOBATh TAHHBIA OTPHIBOK TEKCTA.

I/IHOFIIa 9THU BBIIIMCKU OCIAIOTCA C KOMMCHTApUsAMU, KOIZla MOPCANOIaractcCsa BBICTYIJICHHUE C
KPUTHKOM YHWTAaeMOTO TEKCTa, IpW HAMMCAHWHM OT3bIBa WM peleH3ud. Takas ¢opma 3amucei
MOJIOKHUTEIHHO 3aPEKOMEHI0BaIa ce0sl mpu paboTe Hajl TEMOW HAyYHOTO UCCIICIOBaHUS.

Bomnpocsl k 3a4eTy

Ucropust pazsutus aenonpou3sonactsa B Poccum.

Ilenb MOKYMEHTHPOBAaHUS YIPaBICHYECKON NEATCIBHOCTH.

3ajauu TOKYMEHTHPOBAHUS YIIPABICHYECKON NEATCIIbHOCTH.

Buabl 1oKyMEHTOB.

Krnaccudukamnms 10KyMeHTOB.

HopmatrBHO-TIpaBOBBIE OCHOBHI JIETOMPON3BOICTBA HA MPEAIIPUSTHI

YHudukamms u cTaHgapTu3aius JOKyMEHTOB.

OCHOBHBIE ITpaBHJIa TOATOTOBKU U 0(hOPMIICHUS JOKYMEHTOB.

OdopmiieHne peKBU3UTOB JIOKYMEHTOB.

0. Tunsl JOKYMEHTOB.

1. Bugapl JOKYMEHTOB.

12. Bujipl OpraHu3aliOHHOMN IOKYMCHTAIIUH.

13. VYcrag. ITonoxenue.

14. OcHoBHBIE TPEOOBAaHUS K COCTABICHHUIO OPTraHN3AIIOHHBIX TOKYMEHTOB.

15. Crpykrypa U mTaTHas YUCICHHOCTb.

16. IlItaTHOE pacnucaHue.

17. Uncrpykuus. JlomKHOCTHAS MHCTPYKIIUS.

18. PacniopsiuTenbHbIC JOKYMCHThI M UX BHJIBI.

19. Pemenue. PaciopsixeHue.

20. TIpuka3. Yka3zanue.

21. TlonroroBka, COCTaBIeHUE, U 0O OPMIICHUE PACIIOPSAUTEIBHOTO JIOKYMEHTA.

22. Cpok HCITOTHEHHSI TOKYMEHTA.

23. OpraHu3arioHHO-TEXHUYECKHE MEPOIPUSTHS 110 TIOATOTOBKE U MTPOBEICHUIO COBEIIIAHM.

24. Crpykrypa JOKJIajga u OTYeTa Ha COBEIIaHNH, 3aCEaHNH, KOH(pepeHIIHH.

25. TpeboBaHuUs K COCTABICHNUIO U OPOPMIIEHUIO POTOKOIIA.

26. JlenoBoe MUCHMO.

27. Bunpl 1en0BBIX [IHCEM.

28. IpaBuia cocTaBiieHUs ¥ OOPMIICHHS J1€7I0BOrO MUChMA.

29. Bxonsiue U UCXOJAIINE MTUChMA.

30. OcHOBHBIE peKBU3UTHI HH(OPMAITHOHHO-CITPABOIHBIX JOKYMEHTOB.

31. Crmpasku.

32. Ciy>xeOHbIE 3aITUCKH.

33. JlokmaaHbIe 3aIUCKH.

34. OObsACHUTEbHBIC 3ATMCKH.

35. AxThl.

36. OdopmiieHue JOKYMEHTOB [0 MpHEMYy Ha paboTy, MEPEeMEIICHUIO, YBOJIbHEHHUIO,
MIPEIOCTABICHUIO OTITYCKOB.

37. OdopmiteHne TPyIOBOH KHUKKH.
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3asBreHue.

XapaKTepHuCTHKA.

KonTtpakrHas ¢opma HaiiMa, OpraHu3aIiuy | OIUIATHl TPY/IA.
CocrapieHre KOHTPaKTA.

Opranuzamnus 10KyMeHToo0opoTa.

HOpﬂHOK HUCIIOJIHCHUA BXOAAMIUX, HUCXOAAINX W BHYTPCHHUX JOKYMCHTOB.

pEeTUCTpaLii TOKYMEHTOB.
Yder o0beMa JOKYyMEHTO000POTA.

O00011eHNe 1 aHATN3 TAHHBIX 00 UCIIOTHEHNUH JIOKYMEHTOB.

KoHTposb HCIIOIHEHUSI TOKYMEHTOB.

cDOpMI)I KOHTPOJIA UCITOTHECHUSA JOKYMCHTOB.

CucremaTn3anys JOKyMEHTOB.

dopmupoBaHue sie.

Homenknarypa nern.

OkcnepTr3a HayYHOH U MPaKTUYECKOM IEHHOCTH TOKYMEHTOB.

Odopmitenue nern.

Omnuncanue JOKYMCHTOB IMMOCTOAHHOI'O U BpEMCHHOI'O XpaHCHUS.

Ob6ecrieueHne COXPaHHOCTH TOKyMEHTOB B JAETIONPOU3BOICTBE.

Ilepenava nen B BETOMCTBEHHBIM apXUB.

[TonsiTHe pexxnMa CeKpPEeTHOCTH Ha MPEIITPHSTHH.

Poinb pesxrMa CeKpeTHOCTH Ha MPEAT pUSTHH.

Buibl cekpeTHOCTH.

YPOBHU CEKPETHOCTH.

CaeneHus OTpaHUYEHHOTO UCTIOIB30BAHUS.

Opranu3zanyst JeJI0NPOU3BOICTBA U TIOKYMEHTO000POTa MPU PEKUME CEKPETHOCTH.
Opranu3zaist CryKObl JOKYMEHTOO00POTa IPU PEXKUME CEKPETHOCTH.
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