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1. MeToau4eckue peKOMeH AU

[.L1. MeTonuyeckue peKOMEeHIANMHU M0 OPraHU3ANMHU PaGOThI CTYIEHTOB BO BpeMsl
NMpoBeIeHNs JIEKIIHOHHBIX 3aHATHIi
B Xo4ae JIGKL[I/Ifl napenoaaBaTeyib U3JIaracT U pasbsCHACT OCHOBHBIC, HaH60nee CJIOKHBIC ITOHATUSA
TEMBI, a TaKXe CBsA3aHHBIE C HEH TEOpPEeTHYECKHEe W TMPAKTUYECKHE TMPOOJIEMBbI, HaeT
PEKOMEH/IALNH ISl PAKTUYECKOro (CEeMHUHAPCKOr0) 3aHATUSL M YKa3aHUs JJI CaMOCTOSITEIbHOM
paboTHI.

Ha JICKOUOHHBIX 3aHATHAX CTYACHTY HGOGXOI[I/IMO BCCTU KOHCIICKTHPOBAHUC yqe6H0r0
Mmarepuaia. OOpamiath BHUIMaHUE HA KaTeropuH, (hOPMYIMPOBKH, PACKPBIBAIOIINE COJCPKAHNE
I/I3y‘IaeMOI‘;I JAUCHUIITIMHBI, HAYYHBIC BBIBOAbI U IMPAKTUYCCKHUEC PCKOMCHOAINU, MOJIOKUTEILHBIN
OIIBIT B OPATOPCKOM HUCKYCCTBE.

KemareapbHO OCTaBUTL B pa60t11/1x KOHCIICKTax II0JIsI, Ha KOTOPBIX JACJIaTb ITOMCTKU,
MOJUEPKHUBAIONINE OCOOYI0 BaXHOCTh TEX WM HWHBIX TEOPETUYECKHX  ITOJIOKCHUH.
PGKOMGHI[yCTCH AKTUBHO 3aJaBaThb MPCIIOAABATCIIIO YTOUHAKOIIUC BOIIPOCHI C LCJIbIO YSICHCHUA
TEOPETUYCCKUX TIOJOKEHHH, Pa3pEIICHUS CIIOPHBIX CUTYAITHIA.

I.2. Meroauyeckue PpeKOMEHJAAUMH 1O MNOATOTOBKE K  CEMHHAPCKHUM
(MpaKkTHYeCKNM) 3aHATUAM

[Ipuctynass K HM3y4eHUIO IUCIUIUIMHBI, HEOOXOAMMO BHHUMATEIIbHO O3HAKOMHUTBLCS C
TEMaTUYECKUM IUIAHOM 3aHSATHUI, CIMCKOM PEKOMEHJIOBaHHOW JuTepaTypbl. CieayeT ysCHUTH
MOCJIEZIOBATEIbHOCTh BBITIOJIHEHUS! HWHIUBUAYAIbHBIX yueOHBbIX 3anaHuil. CamocrosrTenbHas
paboTa cTyaeHTa npeamnoiaraeT paboTy ¢ HayyHOW M y4yeOHOM JIHUTEpaTypoil, yMEHHE CO3/aBaTh
TEKCThl. YPOBEHb U ITyOMHA YCBOEHUS NUCUUIUIMHBI 3aBUCAT OT aKTUBHOW M CHCTEMAaTHYECKOM
paboThl Ha JEKIUSAX, U3YyYCHHUS PEKOMEHJIOBAHHOW JIMTEPATyphl, BBIMOJHEHHUS KOHTPOJIBHBIX
MNHUCbMEHHBIX 3aJaHUM.

CeMuHapckue 3aHATHS 3aBEpIIAlOT H3ydeHHE Haubosiee BaKHBIX TEeM Yy4eOHOM
muctuIuiuHbl. OHU CayXar JUisl 3aKpeIuIeHHs HM3YYeHHOrO MaTepuana, pa3BUTUS YMEHHH U
HaBBIKOB TIOJTOTOBKH JIOKJIAJO0B, COOOILICHHUN, NPUOOPETEHHs ONbITAa YCTHBIX ITyOIMYHBIX



BBICTYIIJICHUH, BEJCHMSA IMCKYCCHM, apryMEHTAIlMM W 3allUThl BBIJBUTAEMBIX IOJIOXKEHUH, a
TaK)Ke JJI1 KOHTPOJISl IMPENojaBaTesieM CTENeHH MOATOTOBIEHHOCTH CTYIEHTOB IO HM3ydaeMoil
JTMCLUIUINHE.

CemuHap mpesmnoyiaraeT CBOOOJTHBIM OOMEH MHEHHMSIMU 10 u30paHHOW Temaruke. OH
HAUMHAETCSl CO BCTYNHUTENIBHOTO CJOBa MpernojaBarelis, (HOpMYIUPYIOIIEro Ielb 3aHATUS U
XapaKTEepU3YIOLEr0 €ro OCHOBHYIO MpoOjieMaTuKy. 3aTeM, KakK IpaBWIO, 3aciIyIIMBAIOTCS
cooOmieHust ctyaeHToB. OOCyXIeHHe COOOIIEHUs] COBMEIIAETCSI ¢ pACCMOTPEHHEM HAMEUEHHBIX
BornpocoB. CooOmieHus, MNpeArnonaraloue aHaiu3 MyOnuKanuid Mo OTAEIbHBIM BOIPOCAM
NPAaKTUYECKOTrO 3aHATHS, 3aclylIMBalOTCs OOBIYHO B cepeauHe 3aHATus. [loompsercs
BBIIBIKEGHHE ¥ OOCY)KJCHHWE allbTePHATHBHBIX MHEHHH. B  3akimounTensHOM — CiioBe
IpernoaBarelib NOABOAUT UTOTU OOCYXIEHHS U OOBSBISET OLIEHKH BBHICTYMABIIUM CTyJeHTaM. B
HEJISTX KOHTPOJISI TOJITOTOBIICHHOCTH CTYACHTOB M TIPUBUTHS UM HAaBBIKOB KPATKOTO ITMCHMEHHOTO
U3JI0KEHUS] CBOMX MBICIIEH TPenoaBaTelb B X0/1€ MPAKTHUECKOr0 3aHATHS MOXKET OCYIIECTBIISATh
TEKYIIUH KOHTPOJIb 3HAHWUH B BHJI€ TECTOBBIX 3a/1aHUI (KOHTPOJILHOM paboTHI).

B xone moAroToBKHM K CEMHHApPCKUM (MPAKTUYECKUM) 3aHATUAM CJIEIyeT H3YyYuTh
OCHOBHYI0 M JIONOJHUTENBHYIO JIUTEpaTypy, Yy4YecTb pEKOMEHIAllMM TpernojaBaTens Hu
TpeOoBaHus paboyeii MporpaMmBbl.

MOXHO TOATOTOBUTH CBOM KOHCIEKT OTBETOB II0 pPacCMaTpUBacMOW TEMaTHKe,
MOJITOTOBUTH TE3UCHI JUISL BBICTYIUIEHUH MO BCEM Y4eOHBIM BOMPOCAM, BHIHOCUMBIM Ha 3aHSATHE.
Cnenyer mpomymarh NPUMEPHI C LEIbI0 OOECHEeUeHUs] TECHOM CBS3M HM3y4yaeMOW TEOpHH C
peasbHOW  MpakTHKOHM. MOXHO  JONOJHUTH CIUCOK  PEKOMEHIOBAaHHOM  JIUTEpaTyphl
COBPEMEHHBIMU MICTOYHHKAMH, HE TIPEACTABICHHBIMU B CITUCKE PEKOMEHIOBAHHOM JTUTEPATYPHI.

I.3. Meronnueckue peKOMEHIALMH 110 NOArOTOBKE NPe3eHTAlUN

[ToaroToBKy Npe3eHTAalMOHHOIO MaTrepHuaia cielyeT HaulHaTh C U3y4YEHUs] HOpPMaTUBHOMN
U CIeUualbHOM JUTEepaTypbl, CTAaTUCTUYECKHUX JaHHBIX, CHCTEMaTH3alMl COOPaHHOTO
Mmarepuana. [Ipe3eHTallMOHHBIM MaTepual JOJDKEH ObITh JOCTaTOYHBIM JJISI  PACKPBITUS
BbIOpAHHOW TEMBI.

[ToaroroBka mpe3eHTAIMOHHOTO MaTepHajia BKIIOYaeT B ce0s HE TOJBKO IOATOTOBKY
CIIaliJIOB, HO U OTPAOOTKY HABBIKOB OPaTOPCTBA M YMEHHS OPTaHNU30BaTh U MIPOBOAUTH AUCIIYT.

Coznanne Mpe3eHTAMOHHOIO Marepuajna JaeT BO3MOXKHOCTb IOJTYYUTb HAaBBIKH U
YMEHHMSI CAMOCTOATEIBHOTO 0000IIEeHHS MaTepuaa, BbleIEHUs TJ1aBHOTO.

[Ipn noaroroBke MyJIBTUMEIUIHOIO IPE3EHTALMOHHOIO MaTepuala Ba)kKHO CTPOIO
coOMI0IaTh 3aJaHHBIA PETJIAMEHT BPEMEHHU.

Heo0xomumMo NOMHUTH, 4YTO BBICTYIJICHME COCTOMT M3 TpeX YacTel: BCTYIUICHUS,
OCHOBHOI 4YacTu u 3akitoueHus. [Ipexne Bcero, cieayeT Ha3BaTh TEMY CBOEH Ipe3eHTaluH,
KpaTko MEepPeYMCIIUTh PAacCMaTPUBAaEMble BOIPOCHI, M30paB sl 3TOr0 JKUBYIO HHTEPECHYIO
bopMy U3II0KEHUS.

Bonbimasgs uacth cnaiiioB J0KHA OBITH TOCBSIIEHA PACKPBITUIO TEMBI. 3agadya
BBICTYNAIOIIET0 COCTOUT HE TOJILKO B TOM, YTO IPOJEMOHCTPUPOBATh COOCTBEHHBbIE 3HAHUS,
HaBBIKM M YMEHHs IO paccMaTpuMBaeMoOM MpoOjeMaTHKe, HO M 3aWHTEepEecOoBaTh CIIyIIaTesei,
crocoOcTBOBaTh (OPMHUPOBAHUIO y JAPYTUX CTYIAEHTOB CTPEMJICHUS TIO3HAKOMUTHCA C
HOPMAaTHBHBIMH U CHEMATBHBIMA HCTOYHUKAMH 10 pacCMaTpUBaeMoil mpodiemMaTHke.

AJNTOPUTM CO3/1aHUs IPE3EHTALIMH

1 sTan — onpenenaeHue LEIH NPE3EHTAUN

2 3Tan — nopoOHOe pacKphITHE HH(OPMAIUH,

3 9Tan - OCHOBHBIE TE€3HUCHI, BBIBOBI.

Cnenyet ucnons3oBath 10-15 crnaitnos. [Tpu 3ToM:

- NIEPBBIN claig — TUTYNbHBIN. [IpenqHazHaueH 1 pa3MelleHns Ha3BaHUs NPE3EHTAaLNH,
MMEHHU JIOKJIaIYMKa U €r0 KOHTAKTHON MH(pOpMaIHH;

- Ha BTOPOM claiiie HEOOXOJMMO pa3MECTUTh COJEp)KaHHE NPE3CHTAIMM, a TaKxkKe
KpaTKOe OINKCaHNuEe OCHOBHBIX BOIPOCOB;



- BCE OCTaBIIMECS CIal/Ibl IMEIOT MH(POPMATUBHBIN XapakTep.

OO6bIyHO TOJaya MHGOPMALMU OCYIIECTBISETCS MO IUIAHy: TE3UC — apryMEHTalus —
BBIBO/I.

PexomeHanum no co31aHuio Mpe3eHTaIH:

1. YuraGenbHOCTh (BUJUMOCTh U3 CAMBIX JTAIBHUX YTOJIKOB MOMEIIEHUS U C pa3IMYHbIX
YCTPOMCTB), TEKCT 1OJIKEeH ObITh HaOpaH 24-30-bM mIpUQTOM.

2. TuiarenbHO CTPYKTYpUpOBaHHAsS HHPOPMALIUS.

3. Hanuuue KOPOTKHMX W JAKOHUYHBIX 3aroJIOBKOB, MapKHPOBAHHBIX W HYMEpPOBaHHBIX
CITMCKOB.

4. KaxxnoMy nonoxeHuto (ujee) Halo OTBECTH OTAENbHBIN ab3all.

5. I'maBHY10 HJI€I0 Ha/l0 BBUIOKUTH B MEPBOI cTpoke ab3ara.

6. Wcnonb3oBarh TabiuyHble GOPMBI MTpeicTaBIeHHs MHPOpMaLUK (AMarpaMMBbl, CXEMBbI)
IS WJUTIOCTPALMU BaXKHEHIINX (DAKTOB, YTO JACT BO3MOXKHOCTH IOJIaTh MaTepHall KOMIIAKTHO U
HaTJISIIHO.

7. I'paduka nOKHA OPraHUYHO JIOTIOJHATH TEKCT.

8. BricTymuieHue ¢ npeseHTanueit imures He 6onee 10 MUHYT.

I.4. Meronuyeckne peKOMEHIANMH N0 YYACTHIO B IMCKYCCHH

Huckyccus - o0cyXJIeHre CIIOPHOTO BOIIPOCa, MPOOJIEMEI.

BaxxHoli XapaKTepUCTUKON NMCKYCCUM, OTIMYAIOLICH €€ OT ApYyrHX BHUIOB CIIOpa,
SIBJIIETCS. apTYMEHTHUPOBAHHOCTb.

CwMmbicn puckyccun (yueOHOW JAMCKYCCHH) COCTOMT B OOMEHE B3IVIAaMH MO0 KOHKPETHOM
npobsiemMe. OTO aKTUBHBIM METOA, TMO3BOJISIIOIIMNA HAYyYUThCS OTCTaMBAaTh CBOE€ MHEHHE H
clymarh ApYrux. JIUCKyccust poxnaeT MbICIb, AKTUBU3UPYET MBIIUICHHE, a B Yy4eOHOM
IUCKycCUU 00ecreunBaeTcs CO3HaTeNIbHOE YCBOEHHE YYeOHOro marepualia Kak MpOIyKTa ero
MBICIUTEIBHON MPOPabOTKH.

Metoa aucCKyccHM UCHOJB3YeTCs B TPYNNOBBIX (GopMax 3aHATHNA: HAa CEMHHapax-
JMCKYCCHAX, COOECeIOBaHUAX MO 0OCYKIACHUIO UTOTOB BBIMIOJHEHHUS 3alaHU Ha MPAKTUYECKUX
1 1a00paTOPHBIX 3aHATHUSX, KOIJIa CTYAEHTaM HY>KHO BBICKa3bIBaThCs. Ha nekuuu quckyccus B
IIOJIHOM CMBICJIE Pa3BEPHYTbCS HE MOXKET, HO IUCKYCCHOHHBIM BONPOC, BBI3BABIIUN Cpazy
HECKOJIbKO Pa3HbIX OTBETOB M3 ayIUTOPHH, CO3AET aTMOC(hepy KOJIJIEKTUBHOTO Pa3MBIIIICHUS U
TOTOBHOCTH CITyIIATh NPENOJaBaTesl, OTBEYAIOLIET0 Ha ATOT CIIOPHBII BOIIPOC.

Jluckyccus Ha ceMUHApCKOM (IPaKTUYECKOM) 3aHSATHH TpeOyeT NPOJyMaHHOCTH U
OCHOBATEJIbHOM TpeBapUTEIbHON MOArOTOBKM OOyuaronmmxcs. Hy>XHBI HE TOJIBKO XOpOIIne
3HaHuA (03 HUX AUCKyccusi GecrpeMeTHa), HO TaK)Ke HAJIM4YMEe Y CTYACHTOB YMEHUS BbIPAXKaTh
CBOM MBICIH, YETKO (OPMYIMPOBATh BOMPOCHI, MPHUBOAWUTH AapryMEHThl U T.JI. YueOHbIe
JUCKyCcCUM OOOTamaroT NMPEACTaBICHUS ydalluxcs MO TeMe, YHOPSJOYMBAIOT U 3aKpPEeIUISIOT
3HaHUS.

I.5. Meroanyeckue peKOMeHIALUMM A/ BHINOJTHEHUS] TECTOBOIO 3aJaHUS

TecToBO€ 3aaHuE - CPENCTBO MPOBEPKH YMEHUU NPUMEHSTH IOJYYEHHBIE 3HAHUS IS
peleHus 3a1a4 ONPEeAEICHHOTO TUIA [0 TEME WM pa3Jiely.

Tect — 3amanue, BHIMONIHIEMOE B T€UEHHUE 3aJaHHOTO BPEMEHU (B YCIOBHSIX ayIUTOPHOMN
pabotel — ot 30 MUHYT 10 2 4acoB, OT OJHOTO JHS JI0 HECKOJbKHX HeJelb B Cllydae
BHEAYIUTOPHOTO 3a7aHus).

Kak npaBuio, TecToBoe 3ajjaHHMe BKIIOYAET B ce€0sl MHOKECTBEHHBIN BBIOOp OTBETa Ha
BOIIPOC.

J11s BBITTOSTHEHUS TecTa 00y4aromeMycs 1aeTCsl OT OTHON 10 HECKOJIbKUX MOIBITOK.

[Ipu moaroToBKe K TeCTy HEOOXOIMMO MOHSATH JIOTHKY M3JI0)KEHHOTO Marepuaja. IToMY
HEMaJIo COCOOCTBYET COCTABICHHE PA3BEPHYTOTO IIaHA, TAOIMIl U CXEM.

[Tpu pemiennu TectTa HEOOXOAUMO:



- BHUMATEJIbHO H3YyYUTh CTPYKTYpy TE€CTa, OLIEHUTh 00bEM BPEMEHH, BBIJIEIISEMOTO Ha
JAHHBIN TECT, YBUIETh, KAKOTO THUIA 3aJJaHUS B HEM COAEPHKATCS;

- HAYMHATh OTBEYATh HA T€ BOIPOCHI, B IPABUJIBHOCTH PELIECHUSI KOTOPBIX HET COMHEHHUH,
HE OCTaHABIIMBAsACh HA TE€X, KOTOPBIE MOTYT BBI3BaTh 3aTPYIHEHNUS;

- BHUMATEJIbHO YUTATh 33JlaHUs 10 KOHIIA, HE NbITAACh Ha4aThb OTBEYATh, OPUECHTUPYSAICH
Ha BBIMOJIHEHHBIE 1M0I00HBIE 33/1aHUA B MPEIbIIYIINX TECTUPOBAHMSIX;

- ecny Bel He 3HaeTe OTBETAa HA BOIIPOC WIKA HE YBEPEHBI B €r0 MPABUIBLHOCTH, CIELYET
MIPOIYCTUTh BOIPOC, YTOOBI BEPHYTHCS K HEMY TO3XKE;

- paccUMTHIBaTh BBINOJIHEHHUE 33JJaHUN CIIEYyeT TaK, YTOObI OCTAJIOCh BPEMs Ha MPOBEPKY
1 10pa0O0TKY BBINOJIHEHHBIX 3aJIaHUH.

I.6. Meroauyeckne peKOMEHIALMH s IOATOTOBKH OTBETAa HA 3a4yeTe

VYcnoBus, oGecriednBaroIIe Me1arorndeckyro 3pPEeKTUBHOCTb OLIEHOYHOMN MPOLEAYPhI:

- CTENeHb OXBara pa3/ieioB yueOHOW MporpaMMbl U MOHUMaHHUE B3aUMOCBSI3EH MEXITY
HUMU;

- TIyOMHA TIOHMMaHHUSl CyIIeCTBa OOCYXIaeMbIX KOHKPETHBIX NpoOJeM, a Takke
aKTyaJIbHOCTH U MPAKTUYECKON 3HAYMMOCTH U3y4aeMOW JUCLMUIIIINHBL;

- IMana3oH 3HaHMs PEKOMEHI0BaHHOM JTUTepaTyphl;

- JIOTMYECKH KOPPEKTHOE, HEIPOTUBOPEUUBOE, MTOCIIEOBATENIBHOE U APTyMEHTUPOBAHHOE
IIOCTPOEHUE OTBETA HA 3a4ETE;

- YPOBEHb CaMOCTOSITEJIBHOTO MBIIUIEHUSI C 3JEMEHTaMH TBOPYECKOrO TMOAXOAA K
U3JI0KEHUI0 MaTepuaa.

2. IlnaHbl NpaKTHYECKUX 3aHATHI
IIpakTyeckoe 3ansaTue 1

Coaepxanue, 3HaYCHHE JeJONPONU3BOACTBA. TeXHOJIOrUsI OPraHu3auu AeJ10NPON3BOICTBA
B 00pa30BaTe/IbHOM Y4pEKIACHUH

ITnan:

1. OcHOBHBIE TEPMMHBI U TOHATHE «JEIONPOU3BOACTBO». VcTOpHs BO3HMKHOBEHMS U
OCHOBHBIE JTallbl Pa3BUTHUA JAEIONPOU3BOACTBA. CHCTEMBI OpraHU3AlMM JIEJIONPOU3BOICTBA.
[ToHsATHE U NPUHIUITBI OPraHU3ALKU TOKYMEHTOO00pOTa

2. PexBU3uTHI JOKYMEHTOB. Perucrpanus u mHAekcanus JOKyMeHTOB. CTpykrypa 0a3
JTaHHBIX JOKyMeHTOB. Ilpuem, 00paboTka H pacmpeneneHue MNOCTYNAIUIMX JOKYMEHTOB.
Opranuzaiust 00paOOTKH U Mepeiaun OTIPaBIIEMbIX JOKYMEHTOB

3. IlopssnoK MpPOXOKACHHUS BHYTPEHHUX JOKYMEHTOB. OpraHusanus KOHTPOJIS 3a
UCIIOJTHEHHEM JTOoKyMeHTOB. PabGora ucnonnureneil ¢ qokymeHtamu. OpraHusanusi MOUCKOBOM
CUCTEMBI 10 JOKYMEHTaM

4. Cocobsl W METOAbl JOCTaBKH JIOKyMeHTOB. OOpa0oTka KOHUAECHIHNATbHBIX
JOKYMEHTOB U JIOKYMEHTOB JUISI CITY>K€OHOTO MOJIb30BAHUSI.

Jlumepamypa: [2]; [9]; [10].

Bonpocwt onsa konnexmuenozo obcyscoenus:

1. IlonsiTHe «aenonpou3BoACTBO». (OCHOBHBIE IETH W 3a/a4d  JEeJIOTNPOU3BOICTBA.
Heo0xomuMocTh opraHu3anuu JeJIONMPOU3BOICTBA B YUPEKICHHH. 3HAUYCHHE JICIOMPON3BOICTBA
B JICATEIBHOCTH  OOpa3oBarenbHOW  opranm3auuu.  Cekperapb,  J1EIONPOU3BOAUTEINbD,
JOKYMEHTOBE]I, KaHIICIISPHUSL.

2. Ucropudeckue HTambl pa3BuTHS jAenonpou3BojactBa B Poccun. CoBpemMeHHOE
rOCY/IapCTBEHHOE PETYIHMPOBAHUE JICTONPOU3BOICTBA.



3. Cucremsl AeI0NPOU3BOJICTBA: LIEHTPAIIN30BaHHAs, JELEHTPAIN30BaHHAsl, CMEILIAHHAs.
Crpyktypa u 00bEM J0KyMeHTO0OOpoTa. OCHOBHBIE NPUHIUIBI OpraHu3aluud padoThl C
JOKYMEHTOIIOTOKAMH.

4. TlonsiTue pexkBu3nWTa JOKyMeHTa. Buasl pekBusutoB. IlpaBmia odopmieHus
PEKBU3UTOB JIOKyMEHTOB. bnank nokymeHta. Bunpl OnankoB. TpeOoBanuss k OnaHKam

JOKYMEHTOB. Bugpl v popMbl perucTpauu JOKYMEHTOB. SI3bIK U CTHIIb CITY)KEOHBIX JOKYMEHTOB.

5. Dtanbel 00paOOTKM BXOJAIMIMX JOKYMEHTOB.  I[lepBuunHas 00paboTKa BXOIAIIMX
JIOKYMEHTOB. PerucrtpupyeMble U  HEpPErUCTpUpyeMble JOKyMeHThl. [IpenBapurenbHOe
paccMOTpeHHe JOKYMEHTOB Il HallpaBlIeHUs] UCTIOMHUTENSIM. Pe3omrorust.

6. [TopsAoK MOATOTOBKH HCXOASIIUX JTOKyMEHTOB. CoOCTaBJ€HHE MPOEKTa JOKYMEHTa,
COTNIacOBaHUE, MoAnucaHue (yTBepxkaeHue), TupaxupoBanue. CrnocoObl U METOIbl OTHPaBKHU
UCXOIIINX JOKyMeHTOB. OOImias XapaKTepUCTHKa CIIy)KeOHOW MepenucKu. Pa3HOBUIHOCTH
CITy>K€OHBIX TTHCEM.

7. BHyTpeHHHE JOKYMEHTBI 00pa30BaTeNIbHON opranu3anuu. [logroroBka, odopmiieHue,
peructpanus. [IpaBuiaa NMOCTaHOBKM JOKYMEHTOB Ha KOHTpOJb. [IOpSIOK CHSTUS TOKYMEHTOB C
KOHTpOJIs. OT4ET MO WCIOJHEHHIO KOHTPOJBHBIX JOKyMEHTOB. OrnepaTMBHOE HCIOJHEHUE
JOKYMEHTOB COTPYIAHHKAMHU B COOTBETCTBUU C HUX JIOJDKHOCTHBIMH OOS3aHHOCTAMU U
pe3odronued  pyKOBOJIUTEIS. OTBETCTBEHHOCTh 32  HECOONoJeHHWe  TpeOoBaHMIA
UCIIOMTHUTENBCKOM  TUCIUIUIMHBI, 32  HEMPaBWIbHOE  HCIOJIb30BaHUE  JCHCTBYIOIIMX
HOPMATHUBHBIX JJOKYMEHTOB B ITOJTOTOBKE, O)OPMIICHUHN U MCIIOJTHEHUU JJOKYMEHTOB B CPOK.

8. Opranuzaiyis TOYTOBOM, KYpPhEPCKOM U SKCHPECC-IOCTaBKU JIOKYMEHTOB. IloHsITHS:
«IEHHOCTh W 0e30IacHOCTh uHdopMaIun, «KOH(UICHIINATEHOCTHY, «yrpo3sa
KOH(PHIEHIIMATBHOCTHY, «3alluTa HHQopManun». be3omacHOCTh LEHHBIX HH()OPMAIMOHHBIX
pecypcos. llennas uHpopmanus u KOHPUIACHIIMATBHBIE JOKYMEHTHI. PermaMmeHranus cocrtaBa
KOH(HIEHIIMANBHBIX CBEICHUM U JOKyMeHTOB. [lopsmok paboTel ¢ KOHGUICHIHATLHBIMU
JOKyMeHTamMH U marepuanamu. Kondunennmanbaas nHGOpManus U CBEJICHUS B JEATSIILHOCTH
o0pa3oBaTeIbHON OpraHU3aIiH.

IMpakTnyeckoe 3ansiTue 2-3

HopmaTtuBHo-3aKkoHOAaTe/IbHAs 0a3a. OCHOBHBbIE BU/IbI IOKYMEHTOB U CHCTEMbI
AokymMeHTanuu. Oco0eHHOCTH NMOATOTOBKH U 0()OPMJIEHUS OTAeJbHBIX BU/I0B IOKYMEHTOB

ILnan:

1. HopmaTtuBHO-3aKOHOAATENbHBIE KM  HOPMAaTHMBHO-METOAMYECKUE JOKYMEHTHI IIO
JeNoNpou3BOACTBY. HopMaTuBHO-3aKOHOAATENbHBIE M HOPMATUBHO-METOINYECKUE JOKYMEHTBI
110 apXUBHOMY [IEITY.

2. Knaccudukanus nokymento. FOpuanueckas cuna 1okymenta. Hasnauenue u cocras
OpraHMU3allMOHHO-TIPAaBOBOM  JOKyMeHTanuu. Ha3HaueHme W cocTaB  OpraHM3allMOHHO-
pactopsiIUTeNIbHON JTOKyMeHTanuu. Has3HaueHne W CcOCTaB  CIPaBOYHO-WH(OPMAIIMOHHON
JOKYMEHTAI1H.

3. JlokanbHble HOpMaTUBHBIE akThl. CocTaB U paboTa ¢ KaJpOBOIl TOKyMEHTaLUEH.

Jlumepamypa: [1-7]; [9]; [10].

Bonpocul 0n5 konnekmugnozo 06cysicoenust:

1. 3akoHonarenbHble akThl Poccuiickoit ®enepaumun u  MypmaHckoir  oOnactw,
pErIaMEHTUPYIONINE ACIONPOU3BOACTBO U apXUBHOE Jeno. ['ocynapCTBEHHBIE CTaHIApTBI U
yHU(UKaLuUsA B 006JaCTH 1€7I0NPOU3BOJCTBA M ApXUBHOTO JIEA.

2. UHcTpykuus 1O  J€NONpOM3BOACTBY MuHMcTepcTBa 00pa3oBaHHMsS M HAyKU
Poccuiickoit @enepauuu. Meroauueckue pEKOMEHIALUMU 10 pa3padOTKe HOMEHKIATYPBl U



MHCTPYKIIMU TO JEJIONPOU3BOACTBY B 00pa30BaTENbHOM YUpeXJAE€HUU. THUIOBBIE MEPEYHU C
yKa3zaHHEM CPOKOB XpaHEHUs TOKyMeHTOB. [IpaBuia paboTbl apXUBOB OpraHU3aLU.

3. Kimaccudukanuss JOKyMEHTOB, €€ OCHOBHBIC mnpm3Haku. Kiaccudukamus 1o
HalMEHOBAHUIO: IPHUKAa3bl, PACHOPSDKEHMS, IJIaHbI M OTYEThl, aKThl, IPOTOKOJIBI, JJOIOBOPHI,
yCTaBbl, UHCTPYKIIMH, JOBEPEHHOCTH U T.A4. Knaccuukaius no Mecty cocTaBiIeHHs, IO CTENIEHU
YHU(PHUKAIIH, 10 TPOUCXOKACHUIO, TI0 BULY 0(OpMIICHHUS, 10 CrIoco0y dukcanuu nHbopMaIu,
[0 CTENEHH CJIOXKHOCTH, IO CTENEeHHM IJIACHOCTH, MO IOPUIUYECKOW CHile, MO CpOKam
UCTIOJIHEHHUS], TI0 CPOKAM XPaHEHHsI, IO CTETIEHH 0053aTeIbHOCTH.

4. Cuctema  OpraHM3allMOHHO-TIPABOBOM  JIOKyMEHTalUuMu  (yCTaB  YUpEXKICHUS,
MIOJIOXKEHUs], LITaTHOE pAacIMCaHue, JOKHOCTHble MHCTpyKuuH). CHucTeMa OpraHM3allMOHHO-
pacropsauTenbHON JoKyMeHTauuu (ykas, IpHKa3, BBIIMCKA M3 IpPUKa3a, PpacHopsuKEHHe,
nocraHosieHue). CucremMa CHpaBOYHO-MH(DOPMAIIMOHHONW JOKYMEHTAlMM (IIPOTOKON, akKT,
3asBJICHME, [IOKJaJHAs 3aluCKa, MpPEUIOKeHHEe, MpEJCTaBIeHHEe, ClIy)KeOHas 3amucka,
oObscHUTENbHAA). CXemMa MOArOTOBKH pPacloOpsIUTEIbHbIX JOKyMeHTOB. Ilopsnok cHATHS U
BBIJIaYX KOMHH C JIOKyMEHTOB.

5. TlonoxxeHus, paBuiIa, UHCTPYKIMHU (TIpaBmiia BHYTPEHHETO TPYIOBOTO pacropsiika,
MHCTPYKLIMHU O MOPSAKE OCYLIECTBICHUS KAKOW-IHOO NESITEeNbHOCTH WM MOPAIKE NMPUMEHEHUS
MIOJIOXKEHUHM 3aKOHOJATENIbHBIX W HHBIX HOPMATHBHBIX aKTOB, IIOJIOXKEHUS O CTPYKTYpPHBIX
NoJpa3ieNIeHUsX, KOUIEKTUBHBIN noroBop H Ap.). Ilopsiiok odopmiieHHs U MOANUCAHUSA ITUX
JOKYMEHTOB JJI1 IPUMEHEHUS KaK CaMOCTOSITEIIbHBIX [TPABOBBIX AKTOB.

6. TloHsATHE M CTPYKTYpa MEPCOHANBHBIX MaHHBIX. OOs3aTeIbHBIE KaPOBBIC TOKYMEHTHI
00pa3oBaTeNbHON OpraHW3alWd, WX BHUJBI, COCTaB, HOPMATHUBHBIE TPEOOBAaHHS K BEICHHIO
KaJpOBOM JOKyMEHTalMu (MPUKa3bl W PaCHOPSDKEHHsI 10 JIMYHOMY COCTaBy, 3asiBIICHHE,
TPYZIOBOM TOTOBOp, MOJDKHOCTHAs MHCTPYKLHMA, TPYJOBas KHMKKA, JIMYHAS KapTOYKa, JIMYHOE
neno). JIBuxxenue u xpaHeHue KaJpoBoil JokymeHTauuu. XXypHanbsl 1 KHUTH ydeTa. McnonHenue
COLIMAJIBHO-IIPABOBBIX 3alIPOCOB.

IIpakTnyeckoe 3ausitue 4-5

®opMupoBaHue e U OPraHu3alnus XpaHeHus JOKYMEHTOB. JKCIepTH3a eHHOCTH
AOKYMeHTOB. TexHnuyeckue cpeacTBa, UCNOJb3yeMble B 1eJ10NPOU3BOACTBE.
DJIeKTPOHHBINA TOKYMEHTO0000POT

ILnan:

1. IIpaBmiia cocTaBiI€HUs] HOMEHKIATypbl Jen  yupexaeHus. DopmupoBaHue U
oopmenune nen. Opranuzanusi ONepaTUBHOTO XpaHEHUs TOKyMeHTOB. DOopMHpOBaHUE apXUBa
B 00pa30BaTeIbHOM YUPEKICHUH.

2. llena TOCTOSHHOTO U BpPEMEHHOTO CpOKa XpaHEHHUs. OKCIEepPTHAas KOMHUCCHS
yupexaeHus. [lopsanox yHUUTOXKEHHS] JOKYMEHTOB.

3. Ucnons3oBanue [IK B nenompousBoactse. CpencTBa KOMUPOBAHUS U ONEPATUBHOIO
pasmHoxkeHus. [Ipuem m 00paboTKa JOKYMEHTOB, MOCTYHAIONMMX IO KaHajaM dJICKTPOHHOU
MOYTHI ¥ (pakCUMUIIBLHOM CBsi3H. [IpaBuiia 6e30macHOM pabOTHI C OPTTEXHUKOM.

4. DneKkTpoHHOE NOKyMEeHTHpOoBaHuE. [[oHATHE «3NEKTPOHHBIN JOKYMEHT.

Jlumepamypa: [1]; [6]; [9]; [10].

Bonpocwt onsa konnexmuenozo obcyscoenus:
1. [Tonsatue o «uene». Homenkmarypa gen. CocTaBieHHE HOMEHKIATYPHl JEJ B

oOpa3zoBarenbHOM yupexxaeHun. @opmupoBanue nei. [IpusHaku 3aBeneHus aen: HOMUHAIbHBIH,



MIPEIMETHO-BOIIPOCHBIH, aBTOPCKHUH, KOPPECTIOHAEHTCKHUH, reorpaduuecKuii, XpOHOJIOTHIECKHA.
Bunsl apxuBoB. TpeOoBanus Kk apxuBam. [lopsnok nepepaun JIOKYMEHTOB Ha apXHMBHOE
xpaHeHue. CucremMaTu3anus JOKYMEHTOB B apxuBe. PaboTa ¢ HayuyHO-CIpaBOYHBIM ammapaTroMm
(ucTopuueckas crpaBKa, OMUCH JI€] MOCTOSHHOTO U BPEMEHHOI'O XpaHEHUs TOKYMEHTOB, KHUTH
yueTa U ABWKEHHUS Jen).

2. OcoOeHHOCTH XpaHEHHUs JeJl MOCTOSHHOro, BpeMeHHoro (cBbimie 10 jieT) u zen mno
au4aHOMY coctaBy. [lopsanox nepenaun gen B ['ocyaapcTBeHHble apxuBbl. Co3/1aHue 3KCIIEPTHON
KOMHUCCHU yupexaeHus. IlpoBeneHue »sKkcmepTH3bl LEHHOCTH JOKyMeHTOB. Odopmienue
IIPOTOKOJIOB 3aCEJaHUM KOMHCCHM M aKTOB Ha yHMUYTOXeHHME aei. IIpouemypa yHMUYTOXEHHSA
JOKYMEHTOB.

3. KoMmbroTepHble cpeAcTBa MOArOTOBKU JOKYMEHTOB. Mcnonb3oBaHue MIaOJIOHOB IS
¢dbopMHpOBaHUS JOKYMEHTOB Ha KoMmmbioTepe. lcmonb3oBanne B KOMIbIOTEpe OJIaHKOB

nokymeHToB. Co3nanue OJaHKOB JOKYMEHTOB B KOMIbIOTepe. V3roToBieHue, KOMUpPOBaHUE U
THpaXUpOBaHUE JAOKyMeHTOB. CpenctBa 0OpaOOTKH TOKYMEHTOB. JIOKyMEHTHI, mepenaBacMble
Mo KaHajaMm CBsi3M (Tenerpamma, Tenekc, (akcorpamma, Ttenedonorpamma). IlonHsTHe
«oprrexHuka». OCHOBHbIE BUJbl OPraHU3aMOHHON TeXHUKH. [IpaBuna TexHukH 6e30acHOCTH
paboThI ¢ OPTTEXHUKO.

4. TlpenmyiecTBa nepesadn JOKyMEHTa ¢ KOMIIBIOTEpA Ha KOMIBIOTEP. YCTaHOBKA Ha
KOMITBIOTEPE CIIELMAIBHO BBIJIEICHHOM MAaIKK I NOCTYyHAaKIIMX J0KyMEHTOB. [Ipenmyiiectsa
anekTpoHHOM moutkl. Jloctyn k Internet. Cucrema peructpaumu u kKoHTpois. Co3maHue
AJIEKTPOHHOM 0a3bl AaHHbIX. [Tonck noKyMeHTa.
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