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1. OPTAHU3AIIMSA CAMOCTOSTEJIBHOM PABOTHI
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3. METOIUYECKHE PEKOMEH/JALIUH ITO
CAMOCTOATEJBHOMY U3YYEHUIO BOITPOCOB

3.1 3agauu (ucHUIIMHBI «OCHOBBI /1€JIONPOU3BOIACTBA U IOKYMEHTO000POTa)»
[Ipu nzyuennu Bomnpoca HEOOXOIUMO 0OpPATUTh BHUMAHKE Ha CIEAYIONIHE 0COOCHHOCTH.
CBs13b AMCUMILIMHBI C MPAKTUKON U HAIIPaBJIEHUEM MOATOTOBKHU.

3.2 JlokaJIbHbIe JOKYMEHTBI OPraHu3anuu
[Tpu n3ydeHun Borpoca He0OXOAMMO 0OpaTUThL BHUMAaHHE Ha CIEAYIONINE OCOOCHHOCTH.
Bunp! nokanbHbIX JOKyMEHTOB. [10ps10K MOATOTOBKU M O(OPMIICHHUS.

3.3 ®yukuuu cay:xonl JOY
[Ipu nzyuernnu Bornpoca HEOOXOIUMO 0OPATUTh BHUMAHKE Ha CIEAYIONIHEe 0COOCHHOCTH.
OO6mue u cienranbHbie QYHKIIHH.

3.4 PekBU3NTHI OPraHU3alMOHHBIX JOKYMEHTOB
[Tpu n3ydeHun Borpoca He0OXOAMMO 0OpaTUThL BHUMAaHHE Ha CIEAYIONINE OCOOCHHOCTH.
IIepeuens pexkBuzutoB. opmyisp.

3.5 Buabl IU1aHOB OPraHU3alNu
[Ipu nzyuernnu Bornpoca HEOOXOMUMO 0OOPATUTh BHUMAaHKE Ha CIEAYIONINEe 0COOEHHOCTH
JlonrocpouHsle, CpeTHECPOUHBIE U ONIEPaTUBHBIC MIJIAHbI.

3.6 IlonroroBKa 1OKYMEHTOB
[Ipu nzydeHnn Borpoca He0OXOAMMO 0OpaTUTh BHUMAHKE HA CIEAYIOINE 0COOCHHOCTH
Bunas! cipaBoyHO-MH(DOPMAIIMOHHON M CITPABOYHO-aHATTUTUYECKON TOKYMEHTALUU

3.7 O¢gopmiieHne TPYIOBbIX KHUKEK
[Ipu nzyuennu Bornpoca HEOOXOMUMO OOPATUTh BHUMAHKE Ha CIEAYIONINEe 0COOEHHOCTH
HopmaruBHbIE TOKYMEHTHI, periaMeHTHpyomue o(opMIeHHE TPYIOBBIX KHIDKEK. [Ipsmox
odopmIieHuE.

3.8 IlonsiTHe BXOAsILIEH JOKYMEHTAMM
[Ipu nzyuennu Bornpoca HEOOXOMUMO 0OOPATUTh BHUMAHKE Ha CIEAYIONINEe 0COOEHHOCTH
Buasl Bxomsmiet qokymentamuu. [lopsaok perucrpanum.

3.9 IlonsiTHe Hcxoasiieil 1 BHYTPeHHeH JOKyMeHTaluu
[Ipu uzydeHnn Borpoca He0OXOAMMO 0OpaTUTh BHUMAHKE HA CIEAYIOINE 0COOCHHOCTH
Buae! ucxonsiiei 1 BHyTpeHHEN JOKyMeHTauu. [lopsaok peructpauum.

3.10 Buabl KOHTpOJIS
[Ipu nzyuennu Bornpoca HEOOXOMUMO 0OOPATUTh BHUMAHKE Ha CIEAYIONINE 0COOEHHOCTH
Mexanusm KOHTpoJia. MeToabl KOHTpoJisi. Dopchbl KOHTPOJIA.

3.11 [Hos10:keHUE 0 HOMEHKJIATYPe el
[Ipu n3ydeHnn Borpoca HeOOXOAMMO 0OpaTUTh BHUMAHKE HA CIEAYIOIINE 0COOCHHOCTH
Crpyktypa nonoxenus. [IpaBuna opopmiueHus.

3.12 ApxuBuUpoOBaHHUe e
[Tpu nzyuennu Bornpoca HEOOXOMUMO OOPATUTh BHUMAHKE Ha CIEAYIONINEe 0COOEHHOCTH
Bupst apxuBos. [Iponieaypa nepegaun 10KyMEHTOB B apXUB

3.13 KomMmepueckasi TaiiHa
[Ipu n3ydennn Borpoca He0OOXOAMMO 0OpaTUTh BHUMAHKE HA CIEAYIOIMINE 0COOCHHOCTH
[onsarue xommepueckoit TaliHbl. OpopMiIeHHE JOKYMEHTOB.

3.14. OdopmJiieHHe 1aT U YUCET B JOKYMEHTaxX
[Tpu nzyuennu Bornpoca HEOOXOIUMO OOPATUTh BHUMAHKE Ha CIEAYIONINEe 0COOEHHOCTH
[Hudposoit cnocod. bykBeHHBIN CcITOCOO

3.15. D1eKTPOHHBIH ApXUB
[Ipu n3ydeHnn Borpoca HeOOXOAMMO 0OpaTUTh BHUMAHKE HA CIEAYIOIINE 0COOCHHOCTH

[Tonsatue anexrpoHHoro apxusa. [IporpamMMmHusle cpencraa.



4. METOAMYECKHUE PEKOMEHJIALIUH
ITO MOAT'OTOBKE K 3AHATUAM

4.1 Jleknusi 1 (C-1) BBenenne B aucuMmiuHy «OCHOBBI JeJ10NPOM3BOACTBA H
JOKYMEHTO000pOoTa»

ITpu MOATOTOBKY K 3aHATHIO HEOOXOIUMO OOpaTUTh BHUMAHUE HA CIETYIOIIE MOMEHTHI.
Heo0xonumo 03HaKOMUTCS ¢ peKOMEHIyemoi nuteparypoi. [Ipu cuctemaruzanuu marepuania
II0 TEME BaXHO CPAaBHUBATh ONPEIEIICHUS OCHOBHBIX IMOHATUMN J1aBaeMble pa3HBIMU ABTOPAMHU.
CpaBHeHHE HEOOXOAMMO JIJIsl TOTO, YTOOBI BRIOpaTh HanboJiee KpaTkoe U TOUHOE ONpeieeHue, a
TaKXe JUIS BBIACJICHHUS OCHOBHBIX NPU3HAKOB HAyYHOTO MOHATHUS, HAa KOTOpoe oOpalaror
BHUMAaHUE Pa3InYHbIE aBTOPHI.

4.2 Cemunap 1 (C-1) HopmaTuBHO-MeTOAMYeCKAs OCHOBA /eJONPOU3BOACTBA H
AOKYMEHTHPOBAHUS

ITpu MOATOTOBKY K 3aHATHIO HEOOXOIUMO 0OpaTUTh BHUMAHUE HA CIETYIONINE MOMEHTHI.
HeobOxonumMo O3HaKoMHTCS C MarepuajaMy JIEKIIMM W pPEeKOMEHIyemou nureparypou. [lpum
CUCTEMATH3allUM MaTepuajga IO TEME BaXHO CpPAaBHUBATh OINPEACIEHUS OCHOBHBIX MOHATUMN
JlaBaeMble pa3HbIMU aBTOpaMu. CpaBHEHHE HEOOXOAMMO JJIsi TOTO, YTOOBI BHIOpaTh Hambojee
KpaTko€ M TOYHOE OIpENEICHHE, a TAKXKE JJIs BBIIEICHHS OCHOBHBIX IPU3HAKOB HAYyYHOTO
MOHSTHS, Ha KOTOPO€E 00palliaoT BHUMaHUE Pa3InYHbIE aBTOPBHI.

4.3 Jlexnus 2 (C-2) Cayx06a 10KYMEHTAIMOHHOI0 o0ecne4eHus1 ypaBJeHHs

[Ipu moATrOTOBKYM K 3aHATUIO HEOOXOIMMO OOPAaTUTh BHUMAHUE Ha CJIEAYIOINE MOMEHTHI.
Heo6xonnMo 03HaKOMHTCSI C peKOMeHAyeMo# nuTeparypoid. Ilpu cucremaruzanuu marepuaia
[0 TEME Ba)XHO CPaBHUBATh OMPEIEIICHUS OCHOBHBIX MOHATUN J1aBaeMble pPa3HBIMU aBTOPAMHU.
CpaBHeHHE HEOOXOIMMO IS TOTO, YTOOBI BBIOpATh Haubosee Kparkoe U TOYHOE OIpeesieHue, a
TaK)Xe U BBIJCJICHUS OCHOBHBIX MPHU3HAKOB HAy4YHOIO MOHATHS, HAa KOTOpPOE o0OpaIiaror
BHUMaHUE Pa3JINYHbIE aBTOPBI.

44 Cemunap 2 (C-2) Ilopsaok odopmiieHUST OPraHM3aAMUOHHBLIX M
pacnopsANTebHBIX IOKYMEHTOB

[Ipu mOATrOTOBKYM K 3aHATUIO HEOOXOIMMO OOPATUTh BHUMAHHUE Ha CIIEAYIOINE MOMEHTHI.
Heo0xonuMo 03HaKOMHTCS € MaTepualaMu JIGKIMUM M peKoMeHIyeMou mureparypoil. [lpu
CUCTEMAaTH3allud MaTepuaja MO0 TeME Ba)XHO CpPaBHUBATh OINPEACNICHUS OCHOBHBIX MOHATUMN
JaBaeMble pa3HbIMH aBTOpamu. CpaBHEHHE HEOOXOAMMO Ui TOTO, YTOObI BHIOpaTh HamnOosee
KpaTkoe M TOYHOE OIpeleieHHe, a TakXKe JJs BbIIEJICHHS OCHOBHBIX MPHU3HAKOB HAYyYHOTO
MOHATHS, HAa KOTOPOE 00paIaloT BHUMaHUE Pa3InYHbIC aBTOPHI.

4.5 Cemunap 3 (C-3) Cucrema 1j1aHOBO# M OTYETHOM JOKYMEHTAIUMN

ITpu MOATOTOBKY K 3aHATHIO HEOOXOIUMO 00paTUTh BHUMAHUE HA CIETYIONIHE MOMEHTHI.
HeobOxonumMo O3HaKoMHUTCS C MarepuajaMy JIEKIIMM W peKOMEHIyemou nureparypou. [lpu
CUCTEMATU3allUd MaTepuaja IO TEME BaXHO CpPAaBHUBATh OINPEACIEHUS OCHOBHBIX MOHATUMN
JlaBaeMble pa3HbIMU aBTOopamMu. CpaBHEHHE HEOOXOAMMO JJIsi TOTO, YTOOBI BRIOpaTh Hambosee
KpaTko€ M TOYHOE OIpENEICHHE, & TAKXKE JJIs BbIIEICHHS OCHOBHBIX IPU3HAKOB HAYyYHOTO
MOHSTHS, HA KOTOPOE 00pallaoT BHUMaHUE pPa3InyHbIE aBTOPHI.

4.6 Jlekuusa 4 (C-4) CnpaBouyHo-HH(OpMALMOHHASI M CIIPABOYHO-AHAJIMTHYECKAS
AOKYMeHTalus

HpI/I IIOATOTOBKH K 3aHATHUIO H€O6XOI[I/IMO O6paTI/ITI> BHUMAaHHUC Ha CJICAYIOIIIUC MOMCHTHI.
HeobOxonrmo 03HaKOMUTCS peKOMEHIyeMon nuteparypoid. [Ipu cuctemarusamuu marepuana 1mo
TCMC BaXHO CPAaBHUBATL OIPCACIICHUA OCHOBHBIX MOHSITHH AaBaCMbIC pa3HbIMU AaBTOPAMMU.
CpaBHeHHE HEOOXOAMMO JIJIsl TOTO, YTOOBI BRIOpaTh HanboJiee KPaTkoe U TOUHOE ONpeeeHue, a
TAKIKC IJId BBIACJICHUSA OCHOBHBIX IIPU3HAKOB HAYYHOI'O0 IIOHATHA, Ha KOTOPOC O6paH_[aIOT
BHUMAaHUE Pa3InYHbIE aBTOPHI.

4.7 Cemunap 4 (C-4) loKkyMeHTBI I10 KaIPOBOMY COCTaBYy



[Tpu MOATOTOBKY K 3aHATHIO HEOOXOIUMO 0OpaTUTh BHUMAHUE HA CIEIYIONIHE MOMEHTHI.
HeobOxonumMo O3HaKoMHUTCS C MarepuajaMy JIKIIMM W peKOMeHIyemou nureparypou. [lpum
CUCTEMATH3allUM MaTepuajga IO TEME BaXHO CpPAaBHUBATh OINPEACICHUS OCHOBHBIX MOHATUMN
JlaBaeMble pa3HbIMU aBTOpaMu. CpaBHEHHE HEOOXOAMMO Il TOro, YTOOBI BHIOpaTh Hambojee
KpaTko€ M TOYHOE OIpENEICHHE, & TAKXKE JJIs BbIIEICHHS OCHOBHBIX IPU3HAKOB HAYyYHOTO
MOHSTHS, Ha KOTOPOE 00palliaoT BHUMaHUE pPa3InYHbIE aBTOPBHI.

4.8 Cemunap 5 (C-5) Opranusanusi J0KyMeHTO000poOTa

[Ipy mOATrOTOBKYM K 3aHATUIO HEOOXOIUMO OOPATUTh BHUMAHHUE Ha CIIEAYIOIINE MOMEHTHI.
Heo6xonnMo 03HaKOMHTCS € MaTepualaMu JIGKIMM M peKOMeHIyeMou mureparypoil. [lpu
CHUCTEMAaTH3allud MaTepuaja MO0 TeMe BaXKHO CpPaBHUBATh OINPEACNCHUS OCHOBHBIX MOHATUMN
JlaBaeMble pa3HbIMH aBTOpamu. CpaBHEHHE HEOOXOAMMO Ui TOTrO, YTOObI BHIOpaTh Haubolee
KpaTkoe M TOYHOE OIpeleeHHe, a TakXKe JJs BbIIEJICHHS OCHOBHBIX MPHU3HAKOB HAYyYHOTO
MOHATHS, HAa KOTOPOE 00palialoT BHUMaHUE Pa3InYHbIC aBTOPHI.

4.9 Cemunap 6 (C-6) Opranuszanusi KOHTPOJISI 32 HCIIOJTHEHNEM JJOKYMEHTOB

ITpu MOATOTOBKY K 3aHATHIO HEOOXOIUMO 0OpaTUTh BHUMAHUE HA CIEIYIONINE MOMEHTHI.
HeobOxonumMo O3HaKoMHTCS C MarepuajaMy JISKIIMM W pEeKOMEHIyemou nureparypou. [lpum
CUCTEMATH3allUM MaTepuaja IO TEME BaXHO CpPAaBHUBATh OINPEACICHUS OCHOBHBIX MOHATUMN
JlaBaeMble pa3HbIMU aBTOpaMu. CpaBHEHHE HEOOXOAMMO JJIsi TOTO, YTOOBI BBIOpaTh Hambojee
KpaTko€ M TOYHOE OIpENEICHHME, & TAKXKE JJIs BbIAEICHHS OCHOBHBIX IPU3HAKOB HAYyYHOTO
MOHSTHS, HA KOTOPOE 00pallaoT BHUMaHUE pPa3InyHbIE aBTOPBI.

4.10 Cemunap 7 (C-7) Homenkaarypa e

[Ipy mOATrOTOBKYM K 3aHATUIO HEOOXOIUMO OOPATUTh BHUMAHHUE Ha CIIEAYIOINE MOMEHTHI.
Heo0xonuMo 03HaKoOMHTCS € MaTepualiaMu JIGKIMUM M peKOoMeHIyeMou mureparypoil. [lpu
CHUCTeMAaTH3allud MaTepuaja MO0 TeMe Ba)XKHO CpPaBHUBATh ONPEACNCHUS OCHOBHBIX MOHATUMN
JlaBaeMble pa3HbIMH aBTOpaMu. CpaBHEHHE HEOOXOAMMO Ui TOTrO, YTOObI BHIOpaTh HamOosee
KpaTkoe M TOYHOE OIpeleeHHe, a TaKKe JJs BbIIEJICHHS OCHOBHBIX MPHU3HAKOB HAYyYHOTO
MOHATHS, HAa KOTOPOE 00paialoT BHUMaHUE Pa3InYHbIC aBTOPHI.

4.11 JlaGoparopHasi padoora 8 (JIP-8) ®opmupoBaHue e U onepaTUBHOE XPaHEHH e
AOKYMEHTOB H J1eJI

[Ipu moATroTOBKYM K 3aHATUIO HEOOXOIUMO OOPATUTh BHUMAHUE Ha CJIEAYIOINE MOMEHTHI.
Heo0xonnMo 03HaKoOMHTCS € MaTepualaMu JIGKIMUM M peKOMeHIyeMou mureparypoil. [lpu
CUCTeMAaTH3allud MaTepuaja 1O TeMe BaXKHO CpPaBHUBATh OINPEACNCHUS OCHOBHBIX MOHATUMN
JlaBaeMble pa3HbIMH aBTOpamu. CpaBHEHHE HEOOXOAMMO Ui TOTrO, YTOObI BHIOpaTh HamOolee
KpaTkoe M TOYHOE OIpeleeHHe, a TaKXKe JJs BbIIEJICHHS OCHOBHBIX MPHU3HAKOB HAYyYHOTO
MOHATHS, HAa KOTOPOE 00paIaloT BHUMaHUE Pa3InYHbIC aBTOPHI.

4.12 Cemunap 8 (C-8) PaGora ¢ 1oKymMmeHTaMu, COMEPKAIMMHU KOH(PUIAEHIUAIBHYIO
HHGOPMALHIO HJIM KOMMEPYECKYI0 TallHy

[Ipu moATrOTOBKYM K 3aHATUIO HEOOXOIMMO OOPATUTh BHUMAHUE Ha CIIEAYIOINE MOMEHTHI.
Heo0xonuMo o03HaKoMHTCS € MaTepualaMu JIGKIMUM M peKOoMeHIyeMou mureparypoil. [lpu
CUCTEMAaTH3allud MaTepuaja 10 TeME BaXHO CpPaBHUBATh OINPEACNCHUS OCHOBHBIX MOHATUMN
JlaBaeMble pa3HbIMH aBTOpamu. CpaBHEHHE HEOOXOAMMO Ui TOTO, YTOObI BHIOpaTh Haubolee
KpaTkoe M TOYHOE OIpeleeHHe, a TakXKe MJs BbIIEJICHHS OCHOBHBIX MPHU3HAKOB HAYyYHOTO
MOHATHS, HAa KOTOPOE 00paIaloT BHUMaHUE Pa3InYHbIC aBTOPHI.

4.13 Jlexkuus 7 (C-7) jeKTPOHHBII JOKYMEHT0000POT

[Tpu MOATOTOBKY K 3aHATHIO HEOOXOIUMO 0OpaTUTh BHUMAHUE HA CIEIYIONINE MOMEHTHI.
Heob6xonumo 03HaKOMUTCS ¢ peKOMEHIyemoi nuTeparypoi. [Ipu cuctemarmzanuu marepuana
[I0 TEME BaXHO CPAaBHUBATh ONPEIEIICHUS OCHOBHBIX IMOHATUMN J1aBaéMble pa3HBIMU ABTOPAMHU.
CpaBHeHHE HEOOXOAMMO JIJIsl TOTO, YTOOBI BRIOpaTh HanboJiee KPaTkoe U TOUHOE OMpeielieHue, a
TaKXXe JUIS BBIACJICHHUS OCHOBHBIX TNPU3HAKOB HAyYHOTO MOHATHUS, HAa KOTOpoe oOpalaror
BHHUMAaHUE Pa3InYHbIE aBTOPHI.

4.14 JlaGoparopnas padora 9 (JIP-9) PexoMeHganuu nmo COCTABJIEHMI) TEKCTOB
CJIy’KeOHBIX IOKYMEHTOB



[Tpu MOATOTOBKY K 3aHATHIO HEOOXOIUMO 0OpaTUTh BHUMAHUE HA CIEIYIONIHE MOMEHTHI.
HeobOxonumMo O3HaKoMHUTCS C MarepuajaMy JIKIIMM W peKOMeHIyemou nureparypou. [lpum
CHCTEMaTH3allii Marepuana [0 TeMe Ba)XKHO CPAaBHUBATh OINPENEICHUS OCHOBHBIX MOHSATHH
JlaBaeMble pa3HbIMU aBTOpaMu. CpaBHEHHE HEOOXOAMMO Il TOro, YTOOBI BHIOpaTh Hambojee
Kparkoe U TOYHOE OIpeNesIeHHe, a TaKkKe JJS BBIJCNCHHS OCHOBHBIX INPU3HAKOB HAYYHOTO
HOHATHS, HAa KOTOpOE 00palllaloT BHUMaHUE Pa3InYHbIE aBTOPBI.

4.15 Cemunap 9 (C-9) Ilonroroska e K nepenade B apxus

ITpy MOArOTOBKY K 3aHATHIO HEOOXOAUMO 0OpaTUTh BHUMAHHUE HA CIEIYIOLINE MOMEHTHI.
Heo0xonuMo 03HaKOMHTCS € MaTepualiaMu JIGKIMUM M peKOMeHIyeMou mureparypoil. [lpu
CHCTEMaTU3alluy Marepuana M0 TeMe Ba)KHO CPAaBHUBATh ONPENEICHUS OCHOBHBIX MOHATHH
JlaBaeMble pa3HbIMH aBTOpamu. CpaBHEHHE HEOOXOAMMO Ui TOTO, YTOObI BHIOpaTh HanOolee
Kparkoe U TOYHOE OIpENeJIEHUE, a TaKKe JAJS BBIJEJICHHS OCHOBHBIX IPU3HAKOB HAy4HOIO
MOHATHS, HAa KOTOPOE 00paIaloT BHUMaHUE Pa3InYHbIC aBTOPHI.



