puioxkenne 1 k PII desronpon3BoacTBo u 10KyMeHT0000pPOT B 00pa30BaTeIbHOM
yupeKAeHUH

44.03.05 Ilenarornueckoe o0OpazoBaHue

(c AByMs1 mpo(puIIMH MOATOTOBKH)

Hanpagiennocts (npopuin) buosiorus. Xumus

®opma 00yueHHs — OYHASA

I'ox naoopa - 2021

METOJUYECKHUE YKA3AHUS JIJ151 OBYUAIOIUXCSI IO OCBOEHUIO
JUCLMILIMHBI (MOJLYJIS)

1. | Kadbenpa [Tenaroruku

44.03.05 Ilemarornueckoe oOpa3oBaHuE
2. | HampaBnenue moaAroToBku | (¢ AByMs MPOQUIISIMH MOJITOTOBKH)

Hanpasnennocts

(mpoduits) buomnorus. Xumus

Jlenonpou3BoACTBO U JOKyMEHTOOO0POT B

4, HCHUIUIMHA (MOIYJb
Auncig ( Ay ) 06pa30BaTean0M YUYPECIKKACHUN

5. | ®opma oOydeHus OYHas
6. | 'ox Habopa 2021
1. MeToanueckue peKOMeHIaHH

1.1. MeToanyeckne peKOMEHIANUM 110 OPraHU3ANUM PAdOTHI CTYIEHTOB BO
BpeMs NPOBeeHUs] JIEKIMOHHBIX U MPAKTHYECKUX 3aHATHI

[Mpuctynmas K W3Y4YEHWIO JUCHUIUIMHBI, CTYJCHTY HEOOXOIMMO BHHMATEIHHO
O3HAKOMHTHCS C TEMAaTHUYECKUM IUTAHOM 3aHSATHH, CIIMCKOM PEKOMEHIOBAHHOM JIUTEPaTypHI.
CnenyeT YSCHUTH TMOCIEIOBATEIHLHOCTh BBITIONHEHUS WHAMBHIYAIbHBIX YYEOHBIX 3aTaHUI.
CamocrosiTenpbHasi paboTa CTyAE€HTAa TMpeArnojaraer paboTy ¢ HaydyHOH, Yy4YeOHOW U
METOJIMYECKON JUTEepaTypol, YMEHHE CO3/1aBaTh TEKCThl. YPOBEHb WM TIIyOMHA YCBOCHHUS
OUCHMIUTUHBl 3aBUCAT OT AaKTUBHOM W CHCTEMaTHYeCKOM paboThl Ha JIEKLIUAX, HU3YUYCHHS
PEKOMEHIOBAaHHOM JUTEPATYPbl, BBHIIIOJIHEHHUSI CAMOCTOATENbHBIX U KOHTPOJIbHBIX MUCbMEHHBIX
3aJaHuH.

[Ipu n3y4eHn AUCUMIUIMHBI CTYJICHTHI BBIMOIHSIOT CIEAYIOIINE 3aJaHusl:

- M3y4yalOT PEKOMEHJOBAHHYI0 HAYYHO-IPAKTUYECKYIO, YUeOHYI0 M METOAMYECKYIO
JTUTEPATYPY;

- BBITIOJTHSIIOT 3aJJaHusl, IPEAYCMOTPEHHBIE JJI1 CAMOCTOSITENIbHOM paOOTHI.

OCHOBHBIMU BUJAMH ayTUTOPHON PabOTHI CTYIEHTOB SIBJISIOTCS JICKIIUH M MPAKTUYCCKUE
(cemMmuHApCKHUE) 3aHATHS.

B xoxme nexuuii mpemnogaBaTens U3NaraeT U pa3bsCHSIET OCHOBHBIC, HAMOOJEE CIIOKHBIE
MOHSTHUS TE€MbI, a TAK)K€ CBA3aHHBIE C HEW TEOPETHUECKHE M MPAKTUYECKUE MPOOJIEMBI, JaeT
PEKOMEHJIallMU 17151 MPAKTHYECKOr0 (CEMUHAPCKOI0) 3aHATUS M YKA3aHUS JJIsl CAMOCTOSITEIbHOM
paboTHI.

CeMHHapCKue 3aHATHS 3aBEPIIAIOT H3Y4YCHHE HauOoliee BaXKHBIX TeM ydeOHOU
auctMIUTUHBL. OHU Cily)KaT JUIsl 3aKperyieHusT M3YYeHHOTo MaTepuaia, pa3BUTHS YMEHHH U
HABBIKOB TIOJATOTOBKH JIOKJIAQJ0B, COOOIICHH, MPHOOPETEHUsS] OMbITa YCTHBIX IMTyOIUYHBIX
BBICTYIUICHUH, BEACHMUS ITUCKYCCUU, apTyMEHTAllMd M 3alUThl BBIJIBUTAEMbIX IOJIOXKEHUH, a



TaKKe JUIsl KOHTPOJISI MPENoAaBaTEIeM CTEIEHHU MOATOTOBICHHOCTU CTYJEHTOB IO M3ydaeMOMn
THUCUHUILIAHE.

CeMuHap mpeanonaraeT CBOOOJHBI OOMEH MHEHUSMHU To W30paHHON Temartuke. OH
HAYMHAETCS CO BCTYMHUTEIHHOTO CJIOBAa TpernofaBaTess, (GOpPMYIUPYIOMIETO Ieldb 3aHIATHS W
XapaKTepU3yIOIIeT0 €ro OCHOBHYIO MpoOjeMaTuky. 3aTeMm, KakK MpPaBHIIO, 3aCIyIIMBAOTCS
coobmieHus ctyaeHToB. OOCyXIeHne COOOIEHNUST COBMEIIAETCS ¢ PACCMOTPEHUEM HAMEUYECHHBIX
BonpocoB. CooOIIeHus, TMpeAnoyiararofe aHalu3 MyONUKanuid MO OTACIBHBIM BOMPOCAM
CEMHUHapa, 3aclyIIMBAIOTCS OOBIYHO B cepeanHe 3aHsaTHsA. [loompsercs BBIABMIKEHUE |
o0CyXJIeHHE allbTEPHATUBHBIX MHEHUI. B 3aK/IIOUMTENILHOM CIIOBE MPENoAaBaTeNb MOIBOIAHT
UTOTH OOCYXICHUS ¥ OOBSBISICT OIEHKH BBICTYNAaBIIUM CTyJIEHTaM. B 1emsiX KOHTPOJs
MOATOTOBJICHHOCTU CTYJEHTOB W TMPUBHUTHUS UM HABBIKOB KpPAaTKOTO MUCBMEHHOTO H3JI0KEHUS
CBOMX MBICJIEH TIPETo/iaBaTesib B X0/1€ CEMUHAPCKUX 3aHATUA MOXKET OCYIIECTBISTH TEKYIIHMA
KOHTPOJIb 3HAHUI B BUJI€ TECTOBBIX 3aJJaHUH.

[Ipy moATOTOBKE K CEMHHApPY CTYACHTHl HMMEIOT BO3MOXKHOCTH BOCIIOJB30BATHCS
KOHCYJIbTAllUsIMU TIpenojiaBarens. Kpome ykazaHHBIX TeM CTYACHTHI BIIPABE, MO COTIACOBAHUIO
C TperoaBaresieM, n30upaTh U IPyTrue NUHTEPECYIONTUE UX TEMBI.

KauectBo yueOHOU pabOTHI CTYIEHTOB MpEIOAaBaTelh OICHHBACT C HCIOJIb30BAHUEM
TEXHOJIOTHYECKON KapThl TUCIUIUIMHBI, pa3MeIlIeHHON Ha caiite MAT'Y.

2. Ili1aHbI NPAKTHYECKHUX 3aHATHH

IIpakTyeckoe 3ansaTue 1

HopmartuBHo-3akoHoaaTenbHast 0a3a. OCHOBHBIE BH/IbI JOKYMEHTOB H CHCTEMbI
AokyMeHTanuu. OCO0eHHOCTH NOATOTOBKHU M 0OPMIICHHS OTAEJbHBIX BH/I0B JOKYMEHTOB

ILnan:

1. HopMaTuBHO-3aKOHOAATENbHBIE W HOPMAaTUBHO-METOAMYECKUE JOKYMEHTHI IO
JeNonpon3BoAcTBY. HopMaTHBHO-3aKOHOAATENbHBIE U HOPMATUBHO-METOANUYECKHAE JOKYMEHTBI
10 ApXUBHOMY JICITy.

2. Knaccudukanus nokymenToB. IOpuanyeckas cuna qokymenTa. HaznaueHue u coctas
OpraHU3allMOHHO-NIPABOBOM  JOKyMeHTanuu. Ha3HaueHme W cocTaB  OpraHM3alMOHHO-
pacnopsauTeabHOM JoKyMeHTauuu. Ha3zHaueHwe H cocTaB CHpPaBOYHO-MH(GOPMALMOHHOMN
JOKYMEHTAIIUH.

3. JlokanbHbIe HOpMaTUBHBIE akThl. COCTaB M paboTa ¢ KaAPOBOH JOKYMEHTAIIHEH.

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

Bonpocul ona konnexkmusro2o o6¢cysicoeHus:

1. 3akoHonarenbHble akThl Poccuiickoit @enepaumu u  MypmaHckoil obGnactw,
pEeTJIaMEeHTHPYIOIINE JIEIONPON3BOJICTBO M apXHWBHOE Jeno. ['ocymapcTBeHHBIE CTaHIAPTHI U
yHU(HUKaLUsA B 00JIaCTH JEIONPOU3BOACTBA U apXUBHOIO J€Ta.

2. UHCcTpyKuuss 1O  J€JIOHNpOM3BOJACTBY MMHHCTEpCTBa 00pa3oBaHUs M HAyKH
Poccuiickoit @enepanun. MeTtoaudyeckue peKOMEHIAIMHM IO pa3pabdOTKe HOMEHKJIATYpbl U
MHCTPYKLIMU TO JAEJIONPOU3BOJICTBY B 0Opa30BaTEIbHOM YUPEXKAECHUU. THUIOBBIE MEPEYHU C
yKa3aHHEM CPOKOB XpaHEHMs JOKyMeHTOB. [IpaBuia paboThl apXUBOB OpraHU3alUi.

3. Knaccudukanms JOKYMEHTOB, €€ OCHOBHbIe mpu3Haku. Kiaccudukanus 1o
HAaMMEHOBAHHUIO: TPUKA3bl, PACHOPSDKEHMs], TUIAHBI U OTYETHI, aKThl, MPOTOKOJBI, JOTOBOPHI,
yCTaBbl, UHCTPYKIIMH, TIOBEPEHHOCTH U T.1. Kitaccudukanus mo MecTy coCTaBlICHHS, IO CTETICHU
yYHH(UKALNY, 110 TPOUCXOXKICHHIO, TT0 BUIY 0POPMIICHHS, TIO CIOco0y (huKkcaruu nHpOpMaIny,



[0 CTENEHH CJIO0XKHOCTH, IO CTENEHU TIJIACHOCTH, MO IOPUIUYECKOM Cuile, M0 CpoKam
WCTIOJIHEHUS], TT0 CPOKaM XPaHEHUsI, 110 CTENEeHU 00513aTeTbHOCTH.

4. CucreMa  OpraHM3allMOHHO-IIPABOBOM  JOKyMEHTaUMu  (yCTaB  YUpPEXKACHUS,
MOJIOKEHHUS, IITATHOE PACIUCaHWE, TOJHKHOCTHBIE MHCTPYKUWH). CHcTeMa OpraHHW3alldOHHO-
pacropsANTENbHON MTOKyMeHTanuu (ykas, MpHKa3, BBINMCKA M3 TPHKa3a, paclopsoKeHHE,
nocraHoBjieHne). CucremMa CHpaBOYHO-UHPOPMANMOHHOW JOKyMEHTAlMH (TIPOTOKOJ, akKT,
3asBJICHHE, JOKJIAJHAs 3alHCKa, TPEUIOKCHNE, TPEACTABICHHE, CiIy)KeOHas 3aIicka,
oObscHuTeNnbHAsA). CXxeMa MOATOTOBKHM PACIOPSAWTENBHBIX TOKYMEHTOB. [lOpsmok cHITHS |
BBIJIa4Y1 KOTIMH C IOKYMEHTOB.

5. TlonoxeHusi, MpaBuiIa, MHCTPYKIMH (TIpaBHja BHYTPEHHETO TPYIOBOTO PAcIopsiKa,
MHCTPYKIIMU O TIOPSJIKE OCYIIECTBICHUS KaKOW-TMOO NESTEILHOCTH WM TOPSAKE MPUMEHEHHS
MOJIOKEHUH 3aKOHOAATENbHBIX M MHBIX HOPMATHUBHBIX AaKTOB, IOJIOKEHHSI O CTPYKTYpPHBIX
MOJpa3/IeNIeHUsIX, KOJUIEKTUBHBIN qoroBop u jp.). [lopsnok odopmienus u moanucaHus 3TUX
JOKYMEHTOB JUISl IPUMEHEHHSI KaK CAMOCTOSATENbHBIX MPABOBBIX AKTOB.

6. IloHsTHE M CTPYKTypa MEePCOHATBHBIX AaHHBIX. O0s3aTeNbHbIC KaAPOBBIE JOKYMEHTHI
o0pa3oBaTeNbHON OpraHW3alliy, WX BUIBI, COCTaB, HOPMAaTHUBHBbIC TPEOOBaHHS K BEJCHHIO
KaJpOBOW JOKyMEHTalmu (TPUKa3bl M PACIOPSHKEHUS MO JIMYHOMY COCTaBy, 3asBIICHHE,
TPYAOBOH JOTOBOp, AOJDKHOCTHASE MHCTPYKIHUS, TPYAOBas KHIDKKA, JTMYHAS KapTOUKA, JTMIHOE
neno). JIBmwKeHWe W XpaHEHHE KaJApOBOH JOKyMeHTanuu. JKypHanbl W KHUTH Yy4era.
HcnonHeHne connanbHO-TIPaBOBBIX 3aIIPOCOB.

IIpakTyeckoe 3ansTHE 2

@dopMupoBaHHeE JeJI M OPraHU3AIUA XPAaHEHHS TOKYMEHTOB. JKCNePTH3a HEeHHOCTH
N0KyMeHTOB. TexHuueckue cpecTBa, HCIMOJIb3yeMble B 1eJI0NPON3BO/ICTBE.
DJIeKTPOHHBIN JOKYMEHTO000pPOT

ILnan:

1. IlpaBuna cocraBieHUS HOMEHKJIATYphl Jen ydpexaeHus. DopMmupoBaHue Hu
oopmienue nen. OpraHusanys ONepaTUBHOIO XpPaHEHUs JOKyMEHTOB. DOpMHUpOBaHUE apXUBa
B 00pa30BaTEIbHOM YUPEXKICHUM.

2. Jlena TIOCTOSHHOTO M BPEMEHHOTO CpOKAa XPAaHEHUSA. OKCIEpTHas KOMHUCCHS
yupexaeHus. [Iopsiok yHUUTOKEHUS JOKYMEHTOB.

3. HUcnonr3oBanue [IK B nenonpoussonctee. CpeacTBa KONMPOBAaHUS U ONEPATUBHOIO
pasmHOokeHus. [Ipuem m 00paboTKa ITOKYMEHTOB, MOCTYHAIOIIMX IO KaHAJIaM 3JIEKTPOHHOM
noyThl ¥ (hakcuMmIIbHOM cBsi3u. [IpaBuia Ge30macHol paboThI C OPTTEXHUKOM.

4. DnexkTpoHHOE NOKyMeHTHpoBaHHE. [[OHATHE «INMEKTPOHHBIN JOKYMEHT).

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

Bonpocul ona konnexkmusro2o o6¢cysicoeHus:

1. [Tonatue o «mene». Homenknarypa pgen. CocraBiieHHE€ HOMEHKIATYpBl J€JI B
oOpa3zoBarenbHOM yupexaeHuu. @opmupoBanue aein. [Ipu3zHnaku 3aBeieHus J1e1: HOMUHAIbHbIH,
MIPEAMETHO-BOIIPOCHBIN, aBTOPCKH, KOPPECTIOHAECHTCKHM, TeorpauuecKuii, XpOHOJIOTHIECCKUH.
Bunst apxuBoB. TpeGoBanust k apxuBaM. [lopsnok mnepenauu JOKYMEHTOB Ha apXHBHOE
xpaHeHue. CucremaTu3anus JOKyMEHTOB B apxuBe. PaboTa ¢ HayuyHO-CIpaBOUHBIM amlapaTom
(ucropuueckas ClpaBKa, ONUCHU JIEJ IOCTOSIHHOIO M BPEMEHHOI'O XPaHEHHs JOKYMEHTOB, KHUTH
yueTa U IBUXKEHHUs JeN).

2. OcobGeHHOCTH XpaHEHUs JieNl MOCTOSIHHOTo, BpeMeHHoro (cBbime 10 5eT) m men mo
au4HOMY cocTaBy. [lopsnok nepenaun aen B ['ocynapcTBeHHble apxuBbl. Co3/1aHUE IKCIIEPTHON



KoMHCCUH yupexaeHus. IlpoBeneHue sKcrepTu3bl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3ace/laHMii KOMHUCCHM M aKTOB Ha yHHMYTOXeHue naen. [Iporenypa yHUYTOXKEHUS
JIOKYMEHTOB.

3. KomnbroTepHble Cpe/ICTBA MOATOTOBKU JIOKyMEHTOB. Vcnonb3oBaHue 1m1a0JIOHOB st
dbopmMHpoBaHUS JOKYMEHTOB Ha KOMIbIOTepe. lcrmonp3oBaHHe B KOMIBIOTEpPE OJIAHKOB
nokyMeHToB. Co3nanue 0JIaHKOB JIOKYMEHTOB B KOMIIbloTepe. M3roToBieHue, KONUpOBaHUE U
TUpaXXUpOBaHUE JOKyMeHTOB. CpencTBa 00pabOTKH JOKYMEHTOB. JIOKYMEHTHI, IepeiaBaeMble
Mo KaHajaMm CBsi3M (Tenerpamma, Telekc, (akcorpamma, Ttenedonorpamma). IlonsTue
«oprrexHuka». OCHOBHbIE BUAbI OPraHU3AIMOHHON TeXHUKU. [IpaBuia TeXHUKU 0E301MacCHOCTH
paboThI C OPTTEXHHUKOM.

4. TlpeumyiecTBa nepeaayu AOKyMEHTa ¢ KOMIBIOTEpA HA KOMIBIOTEP. YCTaHOBKA Ha
KOMIIbIOTEPE CIHELUAIbHO BbIJICJIEHHON MAaIKy JUIs OCTYNAIIKX JOKyMeHToB. [IpenmyiecTa
anekTpoHHOM mouThl. [loctynm k Internet. Cucrema peructpauuu u KoHTpons. CoznaHue
AJIEKTPOHHOM 0a3bl NaHHBIX. [lonuck foKymeHTa.



