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1. MeToanuyeckune peKOMeH AU

1.1. MeToauyeckne PpeKOMEHJALUHMHM 110 OPraHM3alMU PadoThl CTY/AEHTOB BO
BpeMs NIPOBeeHN s JTeKINOHHBIX 3aHATHI
B xope nexuuit npenojaBareib U3j1araeT U pa3bsACHAET OCHOBHbIE, HaK0O0JIee CIOKHbIE TOHATHUS
TEMBl, a TaKKe CBA3aHHbIE C HEH TEOPETHYECKHEe W MPAKTHYECKHE TPOOIEMBl, aeT
PEKOMEHIAaLUNU ISl IPAKTUYECKOTO (CEMMHAPCKOT0) 3aHATUSA U YKa3aHUsl AJI1 CaMOCTOSTEIbHON
paboTHL.

Ha nexknMOoHHBIX 3aHATHAX CTYAEHTY HEOOXOJIMMO BECTH KOHCHEKTHPOBAHUE y4eOHOTrO
Mmatepuana. OOpaniaTh BHUMaHHE Ha KaTeropuu, GOpMyJINPOBKH, PACKPBIBAIOIINE COJEPKaHUE
M3y4aeMOM JHCLUUIUIMHBI, HAYYHbIE BBIBOJBI U ITPAKTUYECKHE PEKOMEHAALNH, MOJIOKUTEIbHBIN
OTIBIT B OPAaTOPCKOM HUCKYCCTBE.

XKenatenbHO OCTaBUTh B PabOYMX KOHCIEKTaX I0JIs1, HA KOTOPBIX JE€NaTh MOMETKH,
NOMYEPKHUBAIONINE OCOOYI0 BaXXHOCTh TE€X WM HHBIX TEOPETUYECKUX  IOJIOKEHUH.
PekoMenayeTcss akTHBHO 3a[aBaTh MPENOAABATENI0 YTOUHSIOIMUE BOIPOCH C LEIbIO YSICHEHUS
TEOPETHYECKUX ITOJIOKEHNN, pa3pelIeHUs] CIOPHBIX CUTyaluH.

1.2. MeToauyeckne PpeKOMeHIAUMM 1O TMOATOTOBKE K  CEMHHAPCKUM
(MpaKTHYecKHM) 3aHATHAM

[Ipucrynas K W3y4eHMIO AMCLUUIUIMHBI, HEOOXOJAMMO BHUMATEIbHO O3HAKOMMTHCS C
TEMaTUYECKUM IIJJAHOM 3aHSTHH, CIIMCKOM PEKOMEHIO0BAHHOW nuTeparyphl. CienyeT ysCHUTH
MOCJIEI0BATEIbHOCTh BBIMIOJIHEHUS MHIUBUIYaJIbHBIX YueOHBIX 3anaHuil. CamocTosTenbHas
paboTa cTyJeHTa MpeanoaaraeT paboTy ¢ HaydHOW M y4eOHOM JUTepaTypoil, yMeHne co3/1aBaTh
TEKCTbl. YPOBEHb U INTyOWHA YCBOCHHS JTUCIUIUIMHBI 3aBUCAT OT aKTUBHOM M cHCTeMaTH4eCKON
paboThl Ha JIEKLHMAX, W3YUYEHHUs] PEKOMEHIOBAHHOW JIMTEPATyphl, BBHIIOJHEHHUS KOHTPOJIHHBIX
MUCbMEHHEIX 3aJaHul.

CemuHapcKue 3aHATHA 3aBEpIIAIOT HU3yYeHHE Hauboyiee BaXHBIX TeM Y4eOHOH
quciumuinHel. OHU CayaT 7S 3aKpeIvieHHsl U3y4yeHHOro MaTepHualia, pa3BUTHS YMEHUU U
HaBBIKOB TOATOTOBKU JIOKJIAJOB, COOOIIEHUH, MPUOOPETEHUs OMNbITa YCTHBIX ITYOJUYHBIX




BBICTYIUICHUW, BEJICHUS IUCKYCCHH, apryMEHTAalUHW W 3alIUThl BBIJIBUTA€MBIX IOJOKEHHUM, a
TaKKe JUIsl KOHTPOJIS NPENoAaBaTeIeM CTEICHU IMOATOTOBICHHOCTH CTYAEHTOB II0 M3y4aeMOu
JUCLHUIIIINHE.

CeMuHap mpeanonaraeT cBOOOIHBI OOMEH MHEHUsMU o u3OpaHHOW Temaruke. OH
HAUMHAETCS CO BCTYIHUTENIBHOTO CJIOBa MpenojaBarels, (GOpMYyJIHPYIOIIEro Leidb 3aHATUS U
XapaKTEPU3YIOIIEro €ro OCHOBHYIO MpOoOJieMaTHKy. 3areM, KakK IPaBHIIO, 3acIyIIMBAIOTCS
cool1eHus ctyeHToB. O0CyXkIeHne COOOIIEHHs] COBMEIIAETCSl ¢ pACCMOTPEHUEM HaMEUEHHBIX
BorpocoB. CooOmieHus, Mpeanojaralolye aHajlu3 MyOIuKanuid Mo OTAEIBHBIM BOMPOCAM
MPAKTUYECKOTO 3aHATHS, 3aclylIMBalOTCS OOBIYHO B cepeauHe 3aHsATus. [loompsiercs
BBIIBIOKCHHE M OOCYXJEHHE aJbTEPHATUBHBIX MHEHUH. B 3akimounTensHOM — ClioBe
IpenoaaBaTesb NOJBOAUT UTOTU OOCYKICHHUS U OODBSBISIET OLEHKM BBICTYMABIIMM CTYICHTAM.
B nensix KOHTpOJs MOATOTOBIEHHOCTU CTYAEHTOB M NPUBUTHS UM HABBIKOB KpaTKOI'O
MACbMEHHOTO M3JI0’KE€HUs CBOUX MBICIIEH MPENoAaBaTelb B X0/1€ PAKTUYECKOIO 3aHATUS MOXKET
OCYILIECTBIISATh TEKYIIUN KOHTPOJIb 3HAHUI B BUJIE TECTOBBIX 331aHUH (KOHTPOJIBHON pabOTHI).

B xome moAaroTtoBku K CEMHHAPCKUM (MIPAKTUYECKHM) 3aHATHSM CIEIyeT H3yYUTh
OCHOBHYIO U [OIOJHUTEIBHYIO JIUTEPATypy, YYECTb PEKOMEHIALMU MpernojaBareis u
TpeboBaHus pabodeit mMporpaMmel.

MOXHO TOArOTOBUTh CBOW KOHCIIEKT OTBETOB II0 PAacCMAaTPUBAEMOW TEMAaTHKE,
MOJATOTOBUTH TE3UCHI JJI BBICTYILICHUH MO BCeM Y4eOHBIM BOIPOCaM, BBIHOCUMBIM Ha 3aHATHE.
Cnenyer mpoAyMaTrh NpUMEPHI C LENbI0 00ECIEUEHMs] TECHOM CBA3M H3Yy4aeMOil TEopuHu C
peanbHOM  MNpPaKkTUKOM. MOXKHO  JONOJHUTh CHUCOK PEKOMEHIOBAaHHOM  JUTEpaTyphbl
COBPEMEHHBIMU UCTOYHHUKAMU, HE MPEJICTABICHHBIMU B CIIUCKE PEKOMEH/I0BAHHON JIUTEPATYPBI.

1.3. MeToauyeckne peKOMeHIAUH 110 MOAr0TOBKE NMpPe3eHTAllnU

[ToaroToBKy MNpe3eHTAMOHHOIO  MaTrepuana cjelyeT HauuHaTh C  H3Y4EHUs
HOPMAaTUBHOM M CHEIUaJIbHOM JIMTEpaTypbl, CTATUCTHMUECKUX JIaHHBIX, CHCTEMaTU3allUU
coOpanHoro wmarepuana. IIpe3eHTaLMOHHBIM Marepuan JOKEH ObITh JOCTATOYHBIM IS
PacKpbITHS BEIOPaHHOW TEMBI.

ITonroToBka mMpe3eHTALMOHHOTO MaTepuaia BKIIOYAeT B ceOs HE TOJBKO MOJArOTOBKY
CJIaliJI0B, HO M OTPa0OTKY HAaBBIKOB OPaTOPCTBA U YMEHMSI OPraHU30BaTh U MIPOBOJUTH IUCIIYT.

Cozanue Mpe3eHTallMOHHOIO MaTepuaja [JAaeT BO3MOXHOCTb IIOJIYYUTb HAaBBIKH U
YMEHHMSI CaMOCTOSATEIBHOI0 000011IeHUsI MaTepuaa, BbII€JIEHHs TI1aBHOTO.

IIpy nmoAroToBKE MYJNIBTUMEIUHHOIO IPE3EHTAlMOHHOTO MaTepuajla BaXXHO CTPOro
COOJIIO/1aTh 3a/IaHHBII PErIIaMEHT BPEMEHH.

Heo06xoauMo HOMHUTB, 4YTO BBICTYIJICHME COCTOMT M3 TpeX 4YacTeil: BCTYIUICHU,
OCHOBHOM 4YacTH M 3akitodeHus. IIpexne Bcero, cienyer Ha3BaTb TEMY CBOEH IpE3EHTALMH,
KpaTKo IEpPeYucClIuTh paccMaTpUBacMble BOIPOCHI, M30paB JJsl 3TOrO JKUBYIO HHTEPECHYIO
(bopMy HU3JI0KEHHUS.

Bonbmass uacth cnaiiioB JO0KHA OBITH IOCBSIIEHA pPACKPBITUIO TEeMbl. 3ajaua
BBICTYIAIOIIETO COCTOMT HE TOJIBKO B TOM, YTO IMPOJEMOHCTPUPOBATH COOCTBEHHBIE 3HAHUS,
HaBBIKM M YMEHHUS IO paccMaTpHUBaeMoOW IMpoOiieMaTHKe, HO M 3aMHTEPecOBaTh CIlylIaTesei,
CrocoOCcTBOBaTh (POPMHUPOBAHUIO Yy JAPYTUX CTYACHTOB CTPEMJIEHUS ITO3HAKOMUTBCS C
HOPMATHUBHBIMHU U CIIEUAIbHBIMU UCTOYHHKAMHM IO paccMaTpuBaeMoi mpodieMaTHKe.

AJTOpUTM CO3/1aHUS MTPE3ECHTALIH

1 aTan — onpezaeneHue Leau NPe3eHTAluN

2 3Tan — noApoOHOE pacKpbITHE HHPOPMAIIHH,

3 3Tan - OCHOBHBIE TE€3UCHI, BHIBOJIBI.

Crnenyer ncnons3oars 10-15 cimaiinos. ITpu sTom:

- IEPBBI caiix — TUTYNIbHBIN. [IpenHa3HayeH 11 pa3MeleHusl Ha3BaHUs IPE3EHTALNH,
MMEHH JIOKJIaJYMKa U €r0 KOHTAaKTHOM MH(pOpMaIiy;

- Ha BTOpPOM claiiie HeoOXOIMMO pa3MECTUTh COJEpKAHHUE IPE3EHTALUHU, a TaKKe
KpaTKOe ONMCaHNe OCHOBHBIX BOIIPOCOB;



- BCE OCTAaBIIHUECS CJIaliIbl UMEIOT HH()OPMATUBHBIN XapaKTep.

OObuHO TOAaua WHGOPMAIMU OCYLIECTBISETCS MO IJIaHy: TE3UC — apryMEeHTalus —
BBIBO/I.

PexomeHammu no co3/1aHuIo Mpe3eHTALNN:

1. YurtabGenpHOCTH (BUAMMOCTD U3 CaMbIX JAJBHHUX YTOJKOB MOMEIICHHS U C Pa3IMYHBIX
YCTPOMCTB), TEKCT AOJDKEH ObITh HaOpaH 24-30-pM mpUQTOM.

2. TmarenbHO CTPYKTYpHUpOBaHHAS HH(POPMALHSL.

3. Hanmuuue KOPOTKMX M JIAKOHMYHBIX 3arojIOBKOB, MAPKUPOBAHHBIX U HYMEPOBAHHBIX
CITHCKOB.

4. Kaxmomy MOJOKEHUIO (Hee) Halo OTBECTH OTAEIbHBIN a03ail.

5. I'maBHYyI0 HJI€I0 HA/I0 BBUIOXKHTH B IIEPBOM CTPOKE ab3ara.

6. HUcnonb3oBath TabnuuHble (OPMBI TPEACTaBICHUS HWHPOPMALUU (JHArPaMMBI,
CXEMBI) Ul WUIIOCTPAIMM Ba)XHEHIIMX (AaKTOB, YTO JAacT BO3MOXKHOCTBH IIOJIaTh MaTepHal
KOMITAKTHO U HATJISI/IHO.

7. I'paduka nOmKHA OPraHUYHO JIOTIOJHATH TEKCT.

8. BeicTymienue c npeseHTanuei jymres He 6onee 10 MuHyT.

14. Meroanuyeckne peKOMEHIALUH MO YYACTHIO B TUCKYCCHU

Juckyccus - 00CyXI€HHE CIIOPHOTO BOIIPOCA, TPOOIEMBI.

BaxxHoil XxapakTepHCTUKON AMCKYCCUU, OTIMYaIIed e€ OT JApyrux BHUAOB CIIOPA,
SBIISICTCS apTYMEHTHPOBAHHOCTb.

Cwmbicn auckyccuu (yueOHOM AMCKYCCHU) COCTOMT B OOMEHE B3IJIsIIaMU 1O KOHKPETHOM
npobiemMe. DTO aKTUBHBIM METOJ], TO3BOJIAIONINI HAyYUTHCS OTCTaWBaTh CBOE MHEHHE U
ClIymarh Jpyrux. JMCKyccHsl pOKIAeT MbICIb, AaKTHUBH3UPYET MBIIUICHHE, a B Yy4ueOHOMU
JMICKYCCHH 00eCTieuMBaeTCs CO3HATENBHOE YCBOEHHE y4eOHOro MaTepualia Kak MpPOJyKTa ero
MBICTTUTENILHOMN MPOPAOOTKH.

MeTtoa JAHMCKYCCHM HCIIONB3YETCSl B TPYNNOBBIX (opMax 3aHATHH: HAa CEMHHApax-
JTUCKYCCHSIX, COOECeOBaHMSIX MO 00CYKICHUIO UTOTOB BBIMOJIHEHHSI 3aJaHUI Ha MPAKTHYECKUX
U 1a00paTOPHBIX 3aHATHX, KOT/Ia CTy/IEHTaM HYXXHO BBICKa3bIBaThcs. Ha jekuum auckyccus B
MIOJTHOM CMBICJIE Pa3BEPHYTbCS HE MOXKET, HO JUCKYCCHOHHBIM BOIPOC, BBI3BABIIUII Cpazy
HECKOJIPKO Pa3sHBIX OTBETOB M3 ayJIUTOPHH, CO3JAET aTMOC(HEpy KOJUIEKTUBHOTO Pa3MbBIILICHHS
¥ TOTOBHOCTH CJIYIIaTh MpenojaBaress, 0TBEYAlOIero Ha 3TOT CIIOPHBIN BOIIPOC.

Jluckyccruss Ha CEMMHApCKOM (IPaKTHMYECKOM) 3aHATUU TpeOyeT NpoAyMaHHOCTH U
OCHOBATEJIbHOHN IpeBapUTEIbHOM MOJArOTOBKU OOydaromuxcs. HyXHbBI HE TOJIBKO XOpOIIHE
3HaHus (0e3 HUX JUCKyccHsl OecTpeIMeTHa), HO TaK)Ke HAIWYHE Y CTYIEHTOB YMEHUS BHIPAXKaTh
CBOM MBICIIH, YETKO (HOPMYIMPOBATH BOMPOCHI, MPUBOJUTH ApPryMEHThl M T.A. Y4eOHbIe
JMICKYCCHH OOOTAIaIOT IMPEICTABICHHS yJaIlUXCs 10 TeMe, YIMOPSIOYMBAIOT M 3aKPEIUISIOT
3HAHMUSL.

1.5. Meroauyeckne peKOMEHIALNH VISl BbINOJIHEHUS TECTOBOIO 3a/IaHUS

TecToBoe 3amaHue - CPEACTBO IPOBEPKM YMEHHUW IPUMEHATH IOJYYECHHBIC 3HAHUS IS
peleHus 3a1a4 ONpeIeIEHHOr0 THIA IO TEME WK pa3Jieny.

Tect — 3aganue, BBINIOJIHAEMOE B TEUEHHE 3aJaHHOTO BPEMEHH (B YCIOBUSIX ayJIUTOPHOU
pabotel — or 30 MUHYT 10 2 YacoB, OT OJHOTO JHS JO HECKOJBKMX HEJelb B ciydae
BHEAYJIMTOPHOTO 33/1aHNUSA).

Kak mpaBuio, TecToBoe 3aJaHue BKJIIOYAeT B ce0sl MHOXXECTBEHHBIH BBHIOOp OTBETa Ha
BOIIPOC.

JUist BBITOJTHEHUS TECTa 00YJaroIEeMycs 1aeTCsl OT OJHOM 10 HECKOJIBKUX MOTIBITOK.

[Tpu moAroTOBKE K TECTY HEOOXOAUMO TIOHSATH JIOTUKY U3JIOKEHHOTO MaTeprasia. JTOMY
HEMaJIo CIIOCOOCTBYET COCTABICHUE PAa3BEPHYTOIO IIaHA, TAOIHUI] U CXEM.

[Ipu pemenuu Tecta HEOOXOAUMO:



- BHUMAaTeJIbHO M3YYUTh CTPYKTYpPYy Te€CTa, OLEHUTh 00BEM BpPEMEHH, BBIIEIIIEMOTO Ha
JIaHHBIN TECT, YBUAETh, KAKOT'O THUIIA 33a/IaHUS B HEM COJIEPIKATCS;

- HAQUMHATh OTBEYATh HA T€ BOIPOCHI, B IPABWJIBHOCTHU PEIICHHS] KOTOPhIX HET COMHEHHUH,
HE OCTaHABJIMBASICh HA TE€X, KOTOPBIE MOTYT BbI3BATh 3aTPYAHEHUS;

- BHUMATEJIbHO YMTATh 3aJaHUs O KOHIIA, HE NBITAsICh HAYaTh OTBEYaTh, OPUEHTUPYACH
Ha BBIMTOJIHCHHBIC MMOA00HBIC 3aJaHHs B MPEABIYIINX TECTHPOBAHUSIX;

- ecii Bbl He 3HaeTe OTBeTa Ha BOIIPOC WJIM HE YBEPEHBI B €r0 MPaBUIBHOCTH, CIEIYET
MPOIYCTUTH BOTMIPOC, YTOOBI BEPHYTHCS K HEMY MO3KE;

- paccuMTHIBaTh BBIMOJIHEHUE 3a/1aHUI CIIEIyeT TaK, YTOOBI OCTAIOCh BPEMS Ha IIPOBEPKY
U J0pa0bOTKY BBIITOJTHEHHBIX 3a/IaHUM.

1.6. Meroauueckue peKOMEHIAINHU JJIS MOATOTOBKHU OTBETAa HA 3a4eTe

VYcnoBusi, o0ecrieurnBaromye neaarornieckyo 3pQeKTHBHOCTh OLIEHOYHOM MPOLEAYPHI:

- CTENEHb OXBaTa pa3/esoB yuyeOHOW MporpamMMbl U TOHUMAaHUE B3aMMOCBSI3EH MEXIy
HUMU;

- IIyOMHAa TIOHUMaHMA CyIIecTBa OOCYKIA€MbIX KOHKPETHBIX MpOOJIeM, a TakKxkKe
aKTYaJIbHOCTH M MTPAKTUYECKON 3HAYMMOCTH M3Y4aeMOU JUCIHUILIIMHBL;

- INara3oH 3HaHUsI PEKOMEHI0OBAHHOM JIUTEPATYPHI;

- JOTUYECKU KOPPEKTHOE, HETPOTHBOPEUNBOE, ITOCIIEIOBATEILHOE U apI'yMEHTHPOBAHHOE
IIOCTPOEHHE OTBETA Ha 3a4eTe;

- YPOBEHb CaMOCTOSITEJIBHOTO MBIIUICHHS C 3JEMEHTaMH TBOPYECKOTO IIO/XO0Aa K
U3JI0’KEHHUIO MaTepraa.

2. IlnaHbl NpaKTHYECKUX 3aHATHIA
IpakTnyeckoe 3ansaTue 1

Conep:xaHue, 3HAUYEHHE 1eJONPOU3BOACTBA. TeXHOJI0rHsI OPraHu3aNHu JeJI0MPOU3BOACTBA
B 00pa30BaTeIbHOM y4peKIeHNH

IInan:

1. OcHOBHBIE TEPMHHBI M TIOHATHE «IEJIONPOU3BOJICTBO». McTOpUS BO3HUKHOBEHUS U
OCHOBHBIE JTanbl Pa3BUTHS AENONPOH3BOACTBA. CHUCTEMBl OpraHU3alUd JAEIONPOU3BOJICTBA.
[ToHsATHE ¥ TPUHIMIIBI OpPraHU3ALUHU TOKYyMEHTO000pOoTa

2. PexBu3uThl TOKyMEHTOB. Perucrparmus u wHAekcamnus JoKyMeHTOB. CTpykTypa 0a3
JaHHBIX JOKyMmMeHToB. [IpueM, o00paboTka W pacrnpenereHHe MNOCTYMAKMIMX JIOKYMEHTOB.
Opranuzanys 00paboTKU U Iiepefjaun OTIPABISEMBIX TOKYMEHTOB

3. Ilopsimok TPOXOKIEHHUS BHYTPEHHUX JOKyMeHTOB. OpraHu3anus KOHTpOJS 3a
UCIIOJTHEHUEM JOKyMeHTOB. Pabora ucnonnureneil ¢ nokymeHtamu. OpraHuzanus HOWCKOBOMN
CHCTEMBI IO JJOKYMEHTaM

4. CiocoObl M METOJABI JIOCTaBKM JOKYMEHTOB. OO0paboTka KOH(UIEHIMAIbHbBIX
JIOKYMEHTOB M JJOKYMEHTOB JIJIs CIIy’KeOHOTO MOJIb30BaHHUS.

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

Bonpocul 0na konnexkmuerno2o o6cysicoeHus:

1. Tlousatne «menonpon3BoacTBO». OCHOBHBIC IENM W 3aJa4d JCJIOMPOM3BOCTBA.
Heo0xoauMocTh opraHu3aliiy JIeJI0MPOU3BOJICTBA B YUPEKICHUHU. SHAUCHUE JICTIONPOU3BOJICTBA
B JIeATEJBHOCTH  oOpa3oBaTeibHOW  opranm3anuu. Cekperapb,  JeIONPOU3BOIUTENb,
JIOKYMCHTOBE/I, KaHIICIISIPHUSL.

2. Ucropuyeckre »dTambl pa3BUTHS Jeionpom3BoiacTBa B Poccun. CoBpeMeHHOE
roCyJapCTBEHHOE PETYJIMPOBAHHUE JCIONPOU3BOICTBA.



3. CucteMsl A€I0NPOU3BOACTBA: IEHTPAIIN30BaHHAA, JELIEHTPAIN30BaHHAs, CMELIaHHAs.
Crpyktypa U 00BEM J10KyMEeHT0000poTa. OCHOBHBIC NPHHLMIIBEI OpraHU3alUU paboTHl ¢
JIOKYMEHTOIIOTOKaMH.

4. Tlonatue pekBU3UTa JOKyMeHTa. Buasl pexkBusutoB. IlpaBuna odopmienus
PEKBU3UTOB [JOKYMEHTOB. biank JokymeHta. Buapl OnankoB. TpeGoBaHus Kk OigaHkam
JIOKYMEHTOB. Bubl 1 pOpPMBI peruCTpaliii JOKYMEHTOB. SI3bIK U CTHIIb CIIYKEOHBIX TOKYMEHTOB.

5. DTanel 00pa®OTKM BXOIAIMIMX JOKYMEHTOB. IlepBuuHas oOpaboTka BXOIAIINX
JOKYMEHTOB. Perucrpupyemble H HeperucTpupyemble JTOKyMeHTHL. I[IpenBapurenbHoe
paccMOTpeHHE JOKYMEHTOB Ul HallpaBJIeHUs UCIIONHUTENAM. Pe3omonus.

6. Ilopsimok MOATOTOBKM HCXOASIINX JOKYMEHTOB. CoCTaBlIeHHE MPOEKTa JOKYMEHTa,
COIJIacOBaHUE, MOANMUcaHue (yTBepXKIeHHE), TUpakupoBaHue. CrocoObl U METOJbl OTHPABKU
UCXOAAUIMX JTOKyMeHTOB. OOIIas XapakTepUCTHKa CIIy:kKeOHOH mnepenucku. PasHoBuaHoCcTH
CITY)KE€OHBIX IHUCEM.

7. BHyTpeHHUE JOKYMEHTHI 00pazoBaTenbHON opranu3anuu. Ilogroroska, opopmienue,
peructpanus. IIpaBuiaa MocTaHOBKM JOKYMEHTOB Ha KOHTPOJb. ITOpSNOK CHSATHSA OKyMEHTOB C
KOHTpoNs. OTYeT 1O WCHOJMHEHWIO KOHTPOJIBHBIX JIOKyMEHTOB. OrepaTHBHOE HCIIOJHEHHE
JOKYMEHTOB COTPYJHMKaMM B COOTBETCTBUM C MX JOJDKHOCTHBIMU OOSI3aHHOCTSMHU U
pesomonueit  pykoBomuTens.  OTBETCTBEHHOCTh 32 HecoONoJeHHe  TpeOOBaHWI
UCIOJIHUTENIBCKOM  JMCLUMIUIMHBL, 32  HEMpPaBWIBHOE  MCIIOJIB30BaHUE  JEHCTBYIOIIUX
HOPMATHUBHBIX IOKyMEHTOB B TIOJTOTOBKE, O()OPMIICHUN B UCTIOJTHEHUH TOKYMEHTOB B CPOK.

8. Opranuzaiysi IMOYTOBOHM, KYphEpPCKOM H 3KCIIpecc-IOCTaBKM JOKyMeHTOB. [lonsrtus:
«UEHHOCTh W Oe3omacHOCTh  WHGpOpMAIMM»,  «KOH(PHICHIHMATBHOCTB»,  «yrpo3a
KOH(QUICHIIMATIBHOCTHY, <«3aluTa HH(popManum». be3onacHOCTh LEHHBIX HH(GOPMAlMOHHBIX
pecypcoB. Llennas nnpopmanms u KOH(PHICHIHATbHBIE JOKYMEHTHI. PermameHranusi cocraBa
KOH(QUJICHIIMAJbHBIX CBEJCHUH M JOKyMeHTOB. [lopsaok paboTsl ¢ KOH(UAEHIMATbHBIMU
JNOKyMeHTaMu 1 Matepuanamu. KonpuaenuuansHas nHGOpManus U CBEICHHUS B JESITEIHLHOCTH
00pa30BaTeIbHOW OpraHu3aIUH.

IIpakTu4yeckoe 3ansTHe 2-3

HOpMﬂTHBHO-f&ﬂKOHO}IaTeHLHafl 0a3a. OcHOBHbBIE BUIbI JOKYMCHTOB U CUCTEMbI
AOKYMCHTaAIUU. Oco0eHHOCTH MNOoArOTOBKM U 0(1)0pMJ'leHl’Iﬂ OTJA€C/JIbHBIX BUI0B TOKYMEHTOB

Ilnan:

1. HopMaTBHO-3aKOHOJATENbHbIE W  HOPMAaTUBHO-METOAMYECKHE JOKYMEHTBHI IO
JEJI0NPOU3BOACTBY. HOpMaTHBHO-3aKOHOIATENIBHBIE 1 HOPMAaTUBHO-METOIUYECKUE JTOKYMEHTBI
110 apXUBHOMY JIEITY.

2. Knaccudukanus nokymenTos. FOpuanueckas cuna fokymenTta. Ha3HaueHue u coctas
OpraHM3allMOHHO-TIPAaBOBOM  JOKymMeHTauuu. HasHadyeHme ©  COCTaB  OpraHW3alMOHHO-
pacnopsAuTeNbHOM JoKyMeHTanuu. HasHaueHwe W cocTaB  CrpaBOYHO-MHGOPMAIMOHHOMN
JIOKYMEHTAIUU.

3. JlokanbHbIe HOpMaTHBHEIE akThl. CocTaB 1 paboTa ¢ KaJpOBOH JOKYMEHTAITUEH.

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

Bonpocwt ons konnekmuenozo 0o6cysicoeHust.

1. 3akoHomarenbHble akThl Poccuiickoit @enepamuun u  MypmaHckoi  oOnacty,
pernaMeHTUPYIOIIKE JEJIONPOU3BOACTBO U apXMBHOE Aeno. ['ocynapcTBeHHBIE CTaHAApPTHl U
yHU(pUKaus B 007acTH AeONPON3BOICTBA U APXUBHOTO JIejIa.

2. UHCTpyKIIMST TIO  JIEJONpPOM3BOJACTBY MMUHHCTEpCTBAa 00pa3oBaHUsS W HAyKH
Poccuiickoit ®enepanun. Meronnyeckue peKOMEHJAMHM IO pa3pabOTKe HOMEHKIATYpbl U



MHCTPYKIIMU TIO JIEJIONPOM3BOJCTBY B 0Opa30BaTENBbHOM YUPEXKICHHH. THIIOBBIC NEPEYHHU C
yKa3aHUEM CPOKOB XpaHEHHS JOKyMeHTOB. [IpaBuiia paboThl apXHBOB OpraHU3aIHH.

3. Knaccudpukamuss TOKyMEHTOB, €€ OCHOBHbIE mpu3Haku. Kiaccupukamus 10
HAaMMEHOBAHUIO: TPHUKAa3bl, PACHOPSDKEHUs, IUIAHBI U OTYEThbI, aKThl, MPOTOKOJIbI, JOTOBOPHI,
yCTaBbl, MHCTPYKIIUH, TIOBEPEHHOCTH U T.JI. Kitaccudukanus mo MecTy COCTaBIICHHs], 10 CTEIICHU
yHUA(DUKALWY, TI0 IPOUCXOXKICHHIO, IO BUIY opopmieHHs, o crnocoly ¢hukcarun nHHopMaIum,
II0 CTENEHU CIOXKHOCTH, IO CTENEHU TIJIACHOCTH, IO IOPHIUYECKOH CHIIe, IO CpOKam
UCTIOJIHEHUS, 1T0 CPOKAM XPAHEHUSI, 110 CTEIICHN 00513aTeIbHOCTH.

4. Cucrtema  OpraHM3allMOHHO-TIPABOBOM  JOKyYMEHTaluu  (YCTaB  YUpEKICHHA,
MOJIOKEHMS, INTAaTHOE pacluCaHue, JOJDKHOCTHBIE HMHCTpyKmmu). Cucrema OpraHM3allOHHO-
pacropsauTeNbHON JOKyMeHTauuu (ykas, MpHKa3, BBIIUCKA W3 TPHUKA3a, pPaclopspKeHHe,
noctanosnenue). Cucrema CrpaBoOYHO-MH()OPMAMOHHON JTOKYMEHTauuu (IPOTOKOJ, akKT,
3asBJICHHME, JIOKJIAJHAas 3alMCKa, IpeUIOKEHHEe, TIpeJCTaBlIeHUe, Ciy)keOHas —3arucka,
oObscHHUTeNbHast). CxeMa IMOJIrOTOBKM PACHOPSIIUTENBHBIX TOKYMEHTOB. llopsiok cHATHS U
BBIJIaYM KOIHH C TOKYMEHTOB.

5. IlomoxkeHusi, mpaBuiia, MHCTPYKIMU (IIPaBUJIa BHYTPEHHETO TPYAOBOTO PacIopsIKa,
MHCTPYKIIMU O TIOPSAJKE OCYILECTBICHUS KaKOH-TMOO NESITEIbHOCTH WM TOPSIKE MPUMEHEHHS
HOJIOKEHUH 3aKOHOJATEIbHBIX W HMHBIX HOPMATUBHBIX aKTOB, IOJIOXKEHHUS O CTPYKTYPHBIX
HOJpa3ieieHusIX, KOJUIEKTUBHBIA 10roBop U 1p.). [lopspok opopMiieHust M NOANMUCAHUS THX
JOKYMEHTOB Ul IPUMEHEHHS KaK CAMOCTOSTEIILHBIX IIPABOBBIX aKTOB.

6. IlonsaTue M CTPYKTypa MepCcOHANbHBIX AaHHBIX. O0s3aTe/IbHbIC KaAPOBbIE TOKYMEHTHI
00pa3oBaTeNbHON OpraHu3alliy, WX BHIBI, COCTaB, HOPMAaTHBHBIC TPEOOBAaHHS K BEICHHIO
KaJpOBOH JOKyMEHTAlMu (TPUKa3bl M PACIOPSHKCHUS MO0 JMYHOMY COCTaBy, 3asiBIICHHE,
TPYAOBOW JOTOBOp, JODKHOCTHAsI WHCTPYKIHMSA, TPYAOBask KHIDKKA, JIMYHAS KapTOYKa, JTMYHOE
neno). JIBWKeHHEe ¥ XpaHEHHWE KaapoBOW JOKyMeHTauuu. JKypHansl W KHHTH ydYeTa.
HcnonHeHne conuanbHO-TIPaBOBBIX 3aIIPOCOB.

IIpakTuyeckoe 3ansaTHe 4-5

®opMupoBaHue e U OPraHU3anMsA XPaHeH!s JOKYMEHTOB. JKCIepTH3a HeHHOCTH
AokyMeHTOB. TexHHUYecKHe Cpe/ICTBA, HCIOJIb3yeMble B /1eJI0NPOU3BO/CTBE.
JIEKTPOHHBII JOKYMEHT0000pOT

ILnan:

1. IlpaBuna cocTaBlieHUsT HOMEHKJIATypbl Jen yupexzaeHus. dopmupoBaHue u
oopmienue aen. Opranuzaiys onepaTUBHOTO XpaHEHUS TOKyMEHTOB. DopMUpOBaHHE apXUBa
B 00pa30BaTEeIbHOM YUPEKIACHUH.

2. Jlena TIOCTOSIHHOTO ¥ BpPEMEHHOTO CpOKAa XpaHEHHs. OKCIEpPTHas KOMHCCHUS
yupexeHus. [lopsaok yHUUTOXKEHUS JOKYMEHTOB.

3. Ucnonb3oBanue 1K B genompousBojactee. CpencTBa KOMMPOBAHUS U ONEPATUBHOTO
pasmHOxeHus. [Ipuem u 00pabOTKa JOKYMEHTOB, MOCTYHAIOUIUX [0 KaHAJIaM AJIEKTPOHHOMN
noyThl ¥ (hakcuMUIIbHOM cBsi3u. [IpaBuia Ge30macHON pabOThI C OPITEXHUKOM.

4. DnekTpoHHOE JOKyMeHTHpoBaHUE. [IoHATHE «3TIEKTPOHHBIN JTOKYMEHT.

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

Bonpocul 0na konnexkmuerno2o o6cysicoeHus:

1. [lonsatue o «guene». Homenkmatypa pen. CocraBieHHe HOMEHKIATYpbl JClI B
oOpa3zoBaTenbHOM yupexaeHun. opmupoBanue fen. [Ipu3Haku 3aBeieHUs Aes: HOMUHAIbHBIM,
IIPEeIMETHO-BOIIPOCHBIN, aBTOPCKUIl, KOPPECTIOHAEHTCKUH, Teorpaduiyeckuii, XpOHOIOTHUECKHIA.



Buner apxuBoB. TpeGoBanusi k apxuBam. [lopsimok mepemaun JOKYMEHTOB Ha apXUBHOE
xpaHeHnue. Cucremarusaius JOKYMEHTOB B apxuBe. PaboTa ¢ HaydyHO-CIIPAaBOYHBIM ammapaToM
(ucropuyeckas cCrpaBKa, OMHUCH JIeJ] MOCTOSIHHOTO U BPEMEHHOTO XpaHEHUs! TOKYMEHTOB, KHUTH
yudeTa U IBUKEHUS 1€e).

2. Oco0eHHOCTH XpaHEHUs el MOCTOSHHOro, BpeMeHHOro (cBeimie 10 JieT) u J1en mo
an4HoMy cocTaBy. [lopsinok nepenaun aen B 'ocynapcTBeHHble apxuBbl. CO3/1aHNUE SKCIIEPTHON
KOMHCCUU YyupexaeHus. lIpoBeneHue sKCIepTU3bl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3acelaHMil KOMHMCCHU M aKTOB Ha yHMUTO)KeHue jein. Ilpouenypa yHUUTOXKEHHS
JIOKYMEHTOB.

3. KommbrotepHble cpeicTBa MOATOTOBKH JTIOKYMEHTOB. Vcronbp30BaHue IMIa0IOHOB IS
dopmMupoBaHUs JOKYMEHTOB Ha KoMIbioTepe. lcmonp3oBaHHEe B KOMIBIOTEpE OJIAHKOB
nokymeHToB. CozslaHue OJIaHKOB JIOKYMEHTOB B KoMIlbioTepe. M3roToBieHue, KOMUpOBaHUE U
TUpaXUpOBaHHE JTOKyMeHTOB. CpencTtBa 00pabOTKU JOKYMEHTOB. JIOKYMEHTHI, TiepeaBacMbie
o KaHajaMm CBs3M (Tenerpamma, Tenekc, ¢akcorpamma, Tenedonorpamma). Ilonstue
«oprrexHukay. OCHOBHbIC BUIbl OpraHU3alMOHHON TeXHUKU. [IpaBuiia TeXxHUKH 0e30MacHOCTH
paboThI C OPTTEXHUKOM.

4. TlpeumytiecTBa nepeaayu JOKyMEHTa ¢ KOMIBIOTEpa Ha KOMIBIOTEp. YCTaHOBKAa Ha
KOMIIBIOTEpE CHEIHATbHO BBIICTICHHOW MaNKy JIsl MOCTYMAIIMX TOKyMeHTOB. [IpenmyiiecTBa
anexkTpoHHOW mouthl. JlocTtynm k Internet. Cuctema peructpauuu u KoHtpoisd. Co3gaHue
AeKTpOHHOMU 0a3bl JaHHBIX. [TouCK AOKyMeEHTa.



