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1. MeToauuecKkue PECKOMEHIANH

1.1. Meroauyeckue peKOMEHIAUMH IO OPraHM3alMU PadoThl CTYJAEHTOB BO
BpeMsi POBeIeHUs JeKIUOHHBIX 3aHSITHI
B xone nexumii mpenoaBaTens U3naraeT u pa3bsCHSIET OCHOBHBIC, HAMOOJIEE CIOKHBIC TTOHSATHUS
TEMBbI, a TaK)Xe CBSA3aHHBIE C HEH TEOPETHYECKHE U TPAKTUYCCKHE TMPOOJIEMBbI, JaeT
PEKOMEHIAlUK JJIS TIPAKTHYECKOTO (CEMHUHAPCKOTO) 3aHATHS U YKa3aHUS JIJIST CAaMOCTOSITEIbHOM
paboTHI.

Ha nexnuoHHBIX 3aHATHSIX CTYIEHTY HEOOXOIMMO BECTH KOHCIEKTHPOBAHHE YYEOHOTO
MmaTepuana. OOpamiaTh BHUIMaHHE Ha KaTeropuu, GOpMyIHPOBKH, PACKPBIBAIOIINE COJEPKAaHUE
M3y4aeMOU JNUCIHUIUIMHBI, HAYYHbIE BBHIBOJBI U MPAKTHUYECKUE PEKOMEHIAITNH, TTOJIOKUTEIbHBIN
OTIBIT B OPAaTOPCKOM HCKYCCTBE.

KenaTenbHO OCTaBUTh B pabOYMX KOHCIEKTaX TOJIA, HAa KOTOPBIX JeNaTh IOMETKH,
MOMYEPKHUBAIOIINE OCOOYI0 BaXXHOCTh TE€X WM HWHBIX TEOPETUYECKUX  IOJIOKECHHUU.
Pexomenayercs akTHBHO 3a7aBaTh MPENOAABATENIO YTOUHSIONINE BOMPOCH! C LETbI0 YSICHEHUS
TEOPETHUECKUX MOJ0KEHNUN, pa3pelIeH!s] CHOPHBIX CUTYaluH.

1.2. Meroauyeckne PpeKOMeHJIAUMM 1O TMOATOTOBKE K  CEMHHAPCKUM
(IpaKkTHYeCKUM) 3aAHATHAM

[Ipuctynas K W3y4EHHMIO IUCIMIUIMHBI, HEOOXOIMMO BHHUMATEIbHO O3HAKOMHUTHCA C
TEMaTUYECKUM IJIAHOM 3aHSTHUH, CIHCKOM PEKOMEHIOBaHHOW nuTepaTyphl. CieayeT YsSCHHUTH
MOCJIEIOBATEIbHOCTD BBINIOJIHEHUSI WHAMBHUIYalIbHBIX Y4eOHbIX 3ajaHuil. CamocTosTeNnbHas
paboTa CTyaeHTa MmpernoiaraeT padoTy ¢ HAydYHOU U y4eOHOW TUTEpaTypoid, YMEHHE CO3/1aBaTh
TEKCTHl. YPOBEHb U INIyOMHA YCBOCHMS AUCHUIUIMHBI 3aBUCAT OT aKTUBHOW M CHCTEMaTUYeCKOn
paboThl Ha JIEKIUSAX, W3YYEHUS PEKOMEHJIOBAaHHOM JUTEpaTyphl, BHIIOJHEHUS KOHTPOJBHBIX
MUCbMEHHBIX 3a/IaHUH.

CeMuHapckue 3aHATHS 3aBEpLIAIOT H3Y4YeHHE Haubojiee BaXXHBIX TeM yueOHOMU
JUCUMIUIMHBL. OHM ciyXaT Ui 3aKperuieHHs M3YyYeHHOro MaTepualla, pa3BUTUS yYMEHHH u
HaBBIKOB TOATOTOBKHM JIOKJA/J0B, COOOILIEHUI, MPUOOPETEHHs OMbITa YCTHBIX ITYOJIWYHBIX
BBICTYIIJICHUH, BEJCHMS IMCKYCCHM, apryMEHTAIlMM W 3alllUThl BBIABHTAaeMbIX MOJOXKEHUH, a




TAKXe JJIsI KOHTPOJISI MPENOIaBaTENEM CTEIEHU MOATOTOBIEHHOCTH CTYAEHTOB IO U3y4aeMOU
JUCLHUTIIINHE.

CeMuHap mpeanonaraeT cBOOOIHBI OOMEH MHEHUsMU o u3OpaHHOW Temaruke. OH
HAUMHAETCS CO BCTYIMHUTENIBHOTO CJIOBa MpenojaBarens, (GOpMYyNIHPYIOIIEro Leib 3aHATUS U
XapaKTEPU3YIOIIEr0 €ro OCHOBHYIO IpOOJieMaTHKy. 3aTeM, KakK MpaBHJIO, 3aCIyIIMBAIOTCS
cool1eHus ctyeHToB. O0CyXkIeHne COOOIIEHHs] COBMEIIAETCS ¢ pACCMOTPEHUEM HaMEeUEHHBIX
BorpocoB. CooOmieHns, Mpeanojaralomye aHajliu3 MyOIuKanuid Mo OTAEIBHBIM BOIPOCaM
MPAKTUYECKOTO 3aHATHS, 3aclylIMBaloTca OOBIYHO B cepeauHe 3aHsATus. [loompsiercs
BBIIBIDKCHHE U OOCYXKJCHHE aJbTCPHATUBHBIX MHEHUH. B 3aKIIOYUTENIEHOM  CIIOBE
IpenoaaBaTesb NOJBOAUT UTOTU OOCYKIEHHUS M OOBSBIISIET OLCHKU BBICTYMABIIUM CTYJIEHTaM.
B mensx KOHTpoJisi MNOATOTOBIEHHOCTH CTYAEHTOB W IPUBUTUS KM HAaBBIKOB KpaTKOIO
MACbMEHHOTO M3JI0’KEHUS CBOMX MBICIIEH MPENnogaBaTeilb B X0/1€ MPAKTUYECKOr0 3aHATHSI MOKET
OCYIIECTBIISATh TEKYIIUH KOHTPOJIb 3HAHUI B BUJIE TECTOBBIX 33JlaHUN (KOHTPOJIBHON pabOThI).

B xome moAaroTtoBku K CEMHHAPCKUM (MIPAKTUYECKUM) 3aHSATHSAM CIEIyeT H3y4UTh
OCHOBHYIO U JIONOJHHUTEIIBHYIO JIUTEPATYPY, YYECTh PEKOMEHJALMHU MPENoJaBaTess u
TpeboBaHus pabodeil MporpaMmel.

MOXHO TOATOTOBUTh CBOW KOHCIIEKT OTBETOB II0 PAacCMAaTPUBAEMOW TEMAaTHKE,
MOJATOTOBUTH TE3UCHI AJI BBICTYIUICHUH MO BCeM Y4eOHBIM BOMPOCaM, BBIHOCUMBIM Ha 3aHATHE.
Cnenyer mpoayMaTh NpUMEPHI C LENbI0 O0ECIIEUEHMs] TECHOM CBA3M H3y4aeMOil TEOpuH C
peanbHOM  MpPaKkTUKOM. MOXKHO  JONOJHUTh CHUCOK PEKOMEHJOBAaHHOW  JUTEpaTyphl
COBPEMEHHBIMU UCTOYHUKAMHU, HE MPEICTABICHHBIMH B CIIUCKE PEKOMEHAOBAHHOW JINTEPATYPHL.

1.3. MeToauyeckne peKOMeHIALUH 110 NOAr0TOBKE NMpPe3eHTaAllnU

[ToaroToBKy MNpE3eHTAMOHHOIO  MaTrepuana cjelyeT HauMHaTh C  H3YYeHUs
HOPMAaTUBHOM M CHEIUaJbHON JIMTEpaTypbl, CTATUCTHMUECKUX JIaHHBIX, CHCTEMaTU3alUu
coOpanHoro wmarepuana. IIpe3eHTaLMOHHBIM Marepuan JOKEH ObITh JOCTAaTOYHBIM IS
PacCKpBITHS BEIOPAHHOW TEMBI.

ITonroToBka Mpe3eHTALlMOHHOTO MaTepuaia BKIIOYAeT B ceOs HE TOJBKO MOJArOTOBKY
CJIaliI0B, HO M OTPaOOTKY HAaBBIKOB OPaTOPCTBA U YMEHMSI OPraHU30BaTh U MPOBOJUTH IUCIYT.

Cozanue MNpe3eHTAllMOHHOTO Marepuaja JaeT BO3MOXHOCTb IIOJYyYUTb HABBIKH U
YMEHHMSI CaMOCTOSATEIBHOI0 000011IeHUsI MaTepuaa, BblIeJIEHHs TI1aBHOTO.

IIpy nmoAroToBKE MYNBTUMEIMHHOIO IPE3EHTALMOHHOTO MaTepuajla BaXXHO CTPOro
COOJIIO/1aTh 3a/IJaHHbII PErIIaMEHT BPEMEHH.

Heo06x0oauMo0 HOMHUTB, 4YTO BBICTYIJICHME COCTOMT H3 TpeX 4YacTeil: BCTYIUICHUS,
OCHOBHOM 4YacTH M 3akitodeHus. IIpexne Bcero, cienyer Ha3BaTb TEMY CBOEH IIpE3EHTAIMH,
KpaTKo IEpPEeuucClIuTh paccMaTpUBacMble BOMNPOCHI, M30paB JJsl 3TOrO SKUBYIO HHTEPECHYIO
(bopMy HU3JI0KEHHUS.

Bonpmass uacTh cnaiiioB J0KHA OBbITH IOCBSIIEHA pPACKPBITUIO TeMbl. 3ajaua
BBICTYIAIOIIET0 COCTOMT HE TOJBKO B TOM, YTO IMPOJEMOHCTPUPOBATH COOCTBEHHBIE 3HAHUS,
HaBBIKM M YMEHHUS IO paccMaTpUBaeMoOl IMpoOiieMaTHKe, HO M 3aMHTEPecOBaTh CIylIaTesei,
crocoOcTBOBaTh (POPMHUPOBAHUIO Yy JPYTUX CTYACHTOB CTPEMJIEHUS [MO3HAKOMHUTBCS C
HOPMATHUBHBIMHU U CIIEUATILHBIMU HCTOYHHKAMHU IO paccMaTpuBaeMoil mpodiieMaTHKe.

AJTOpUTM CO3/1aHUS MTPE3ECHTAIINH

1 aTan — onpezaeneHue Leau Npe3eHTaluu

2 3Tan — noApoOHOE pacKpbITHE HHPOPMAIIHH,

3 9Tan - OCHOBHBIE TE€3UCHI, BHIBOJIBI.

Crnenyer ncnons3oars 10-15 ciaiinos. ITpu sTom:

- IEPBBIN craii — TUTYNbHBIN. [IpenHa3HayeH 11 pa3MeleHusl Ha3BaHUs IPE3EHTALNH,
MMEHHU JIOKJIaJIYMKa U €r0 KOHTAKTHON MH(pOpMaIiy;

- Ha BTOpPOM claiiie HeoOXOIMMO pa3MECTUTh COJEpKAHHWE INPE3CHTALUHU, a TaKXKe
KpaTKO€ OMUCaHNe OCHOBHBIX BOIIPOCOB;

- BCE OCTaBILHUECS CIai1bl UMEIOT HH(OPMATUBHBIN XapaKkTep.



OObuHO TOMaua WHGOPMAIMK OCYLIECTBISETCS MO IJIaHy: TE3UC — apryMEeHTalus —
BBIBO/I.

PexoMeHanuu 1o co31aHuIo MPe3eHTAINH:

1. YurtaGenpHOCTH (BUAMMOCTD U3 CaMbIX JATBHHUX YTOJIKOB MOMEIICHHS U C Pa3JIMYHBIX
YCTPOKMCTB), TEKCT AOJDKEH ObITh HaOpaH 24-30-pM mpuQTOM.

2. TmarenbHO CTPYKTYpUpPOBaHHAS HH(POPMALHSL.

3. Hanmuuue KOPOTKHMX M JIAKOHMYHBIX 3arojOBKOB, MAPKUPOBAHHBIX U HYMEPOBAHHBIX
CITHCKOB.

4. Kaxmomy MOJOKEHUIO (M]1ee) Halo OTBECTH OTAEIbHBIN a03ail.

5. I'maBHYyI0 HJI€T0 HA/I0 BEUIOXKHTH B IIEPBOM CTPOKE ab3aria.

6. HUcnonb3oBath TabnuuHble (OpPMBI NPEACTABICHUS HWHPOPMALUHU (IHArpaMMBbl,
CXEMBI) Ul WUIIOCTPAlMM BAXHEHIMX (AaKTOB, YTO JAacT BO3MOXKHOCTH IIOJATh MaTepHal
KOMITAKTHO U HATJISITHO.

7. I'paduka nomKHA OPTaHUYHO JIOTIOJIHATH TEKCT.

8. BeicTymienue ¢ npe3eHTanuei uymres He 6onee 10 MuHyT.

14. Mertoanuyeckune peKOMEHIALUH M0 YYACTHIO B TUCKYCCHU

Juckyccus - 00CyXAeHHE CIIOPHOTO BOIIPOCA, TPOOIEMBI.

BaxkHoil XxapakTepHCTUKON AMCKYCCUU, OTIMYalIIed e€ OT JApPyrux BHUAOB CIIOpA,
SIBIISICTCS QpTYMEHTHPOBAHHOCTb.

Cwmbicn auckyccuu (yaeOHOM AUCKYCCHUU) COCTOUT B OOMEHE B3TJIsAaMU MO0 KOHKPETHOMN
npobieme. DTO aKTUBHBIM METOJ], TO3BOJIIONINI HAay4YUThCS OTCTaWBaTh CBOE MHEHHE U
CIymarh Jpyrux. JMCKyccHsl pOKIAeT MbICIb, AaKTHUBH3UPYET MBIIUICHUE, a B Yy4eOHOMU
JMICKYCCHH 00eCTieuyMBaeTCs CO3HATENBHOE YCBOSHHE y4eOHOro MaTepualia Kak HMpPOIyKTa ero
MBICTUTENILHOMN MPOPAOOTKH.

MeTox AHMCKYCCHM HCIIONB3YeTCS B TPYIMOBBIX (opMax 3aHATHH: HAa CEMHHApax-
JMCKYCCHSIX, cOOeCeIOBaHUAX MO 00CY)K/IEHHIO UTOTOB BBITIOJIHEHUS 3a/laHUH Ha MPaKTHYECKUX
U 1a00paTOPHBIX 3aHATHSIX, KOT/Ia CTy/IEHTaM HYXXHO BBICKa3bIBaThcs. Ha sekumm auckyccus B
IIOJTHOM CMBICIIE Pa3BEPHYTbCS HE MOXKET, HO JIMCKYCCHOHHBIM BOIPOC, BBI3BABIIUI Cpazy
HECKOJIPKO Pa3sHBIX OTBETOB M3 ayJUTOPHH, CO3JAET aTMOC(Epy KOJUIEKTUBHOTO Pa3MBIIIICHHS
¥ TOTOBHOCTH CJYIIATh MpenojaBares, OTBEYAIOIIEro Ha 3TOT CIIOPHBIN BOIIPOC.

Jluckyccruss Ha CEMMHApCKOM (IPaKTHMUYECKOM) 3aHATUU TpeOyeT NpoAyMaHHOCTH U
OCHOBATEJIbHOHN IpeBapUTEIbHON MOATOTOBKU OOydaromuxcs. HyXHbl HE TOJIBKO XOpOIIHME
3HaHus (0e3 HUX JUCKyccHs OecrpeIMeTHa), HO TaK)Ke HAINYHE Y CTYIEHTOB YMEHUS BBIPAKaTh
CBOM MBICIIH, YETKO (HOPMYJIMPOBATH BOIPOCHl, NPUBOJIUTH APryMEHTHl M T.1. Y4eOHbIe
JMICKYCCHH OOOTaIalOT IMPEICTABICHHS yJaIluXcs 10 TeMe, YIMOPSIOYHBAIOT U 3aKpPEIUISTIOT
3HAHMUSL.

1.5, Meroauyeckne peKOMEHAAINH VIS BbINOJIHEHUS TECTOBOIO 3a/IaHUS

TecToBoe 3amaHne - CPeACTBO NMPOBEPKM YMEHHUW NPUMEHATH MOJYYECHHBIC 3HAHUS IS
pelIeHHs 3a1a4 OINPeJIeIEHHOr0 THIIA TI0 TeME WU pa3Jiely.

Tect — 3aganue, BBINIOIHAEMOE B TEUCHHE 3aJaHHOT'O BPEMEHU (B YCIOBUSIX ayIUTOPHON
pabotel — or 30 MUHYT 710 2 YacoB, OT OJHOTO JHS /O HECKOJBKUX HEIelb B cilydae
BHEAYJIMTOPHOTO 3a/1aHNUSA).

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

JUist BBITOJTHEHUS TECTa 00YJarOIEMYCsl 1aeTCsl OT OJHOM 10 HECKOJIBKUX MOTBITOK.

[Ipu moaroToBKE K TECTY HEOOXOIUMO MOHATH JIOTHKY U3JI0KEHHOTO MaTepuaiia. IToMy
HEMaJIo CIIOCOOCTBYET COCTABIICHUE PAa3BEPHYTOIO IJIaHa, TAOIHUI] U CXEM.

[Ipu pemenuu Tecta HEOOXOAUMO:



- BHUMATEJIBbHO U3YYUTh CTPYKTYpPYy TECTa, OLIEHUTh 00BEM BPEMEHH, BBLACISIEMOTO Ha
JTAHHBIN TECT, YBUAETh, KAKOTO THIA 33JaHUS B HEM COJIEPKATCH;

- HAYMHATh OTBEYATh HA T€ BOIPOCHI, B IPABUJIBHOCTH PEIIEHUS KOTOPHIX HET COMHEHUH,
HE OCTAHABJIMBASICh HA TE€X, KOTOPBIE MOT'YT BbI3BaTh 3aTPYIHECHHUS;

- BHUMATEJIbHO YMTATh 33JaHUS JJO KOHIA, HE IBITAsICh Ha4YaTh OTBEYaThb, OPUEHTUPYSIChH
Ha BBINOJIHEHHBIE MOA00HBIE 3aJJaHus B MPEABIIYIINX TECTUPOBAHUSIX;

- ecau Bbl He 3HaeTe oTBETa Ha BOIPOC WJIM HE YBEPEHBI B €0 MPABUIBHOCTH, CIEAYET
MPOIYCTUTH BOMPOC, YTOOBI BEPHYTHCS K HEMY O3KE;

- pacCUMTHIBaTh BBHINIOJIHEHUE 3aaHUI CIIEAYET TaK, YTOObI OCTAJIOCh BpeMs Ha IPOBEPKY
U 10pa0O0TKY BBHIMIOJHEHHBIX 33IaHUH.

1.6. Meroanyeckue peKoMeHAAIUH 1Jisl IOATOTOBKH OTBETA HA 3a4eTe

YcnoBus, 00ecnieunBarOIINEe MEAArornIecKyr0 3P PEKTUBHOCTh OIIEHOYHOW MTPOLIEYPHI:

- CTENEeHb OXBaTa pa3zesioB Y4eOHOI MporpaMMbl M MMOHMMaHHME B3aMMOCBS3CH MEXIy
HUMU;

- royOMHa TIOHMMAaHHUS CYIIEeCTBa OOCYXJaeMbIX KOHKPETHBIX MpoOJieM, a TakkKe
aKTYaJIbHOCTH M MPAKTUYECKON 3HAUMMOCTH M3y4aeMOM JUCIUTIIINHBL,

- IMana3oH 3HaHH PEKOMEHI0BaHHOM TUTEPaTypPHI;

- JIOTHYECKU KOPPEKTHOE, HEPOTUBOPEUHUBOE, MTOCIIECIOBATEILHOE U apTyMEHTUPOBAHHOE
MOCTPOCHUE OTBETA HA 3aYETE;

- YPOBEHb CAMOCTOSTEIBHOTO MBIIIEHUS C 3JIEMEHTaMH TBOPYECKOTO TMOAX0/a K
U3JI0’KEHUIO MaTepuaa.

2. IlnaHbl NpaKTHYECKUX 3aHATHIA
IIpakTuyeckoe 3ansaTue 1

Copep:xanue, 3HaYeHHE 1eJIONPOU3BOACTBA. TeXHO/10rUsl OPraHU3aNHU 1eJI0NIPOU3BOACTBA
B 00pa30BaTEeJIbHOM y4PeKICHUH

Ilnan:

1. OCHOBHBIG TepMI/IHBI U TITOHATHC «I[GJ'IOHpOI/ISBO)ICTBO». HCTOpI/ISI BO3HUKHOBCHHUA U
OCHOBHBIE ATalbl Pa3BUTHS JEJIONPOM3BOJCTBA. CHCTEMBbl OpraHU3alMH JIEJTONPOU3BOJICTBA.
[ToHsiTHe M IPUHLUIIBI OpPraHU3aLUHU TOKYMEHTO000pOTa

2. PexBusuThl NOKyMeHTOB. Peructparus u mHaekcamnus AokymeHToB. CTpykTypa 0a3
JNAHHBIX JOKYMeHTOB. [Ipuem, o00paGoTka W pacmpenerneHue MOCTYMAMIINX JTOKYMEHTOB.
Opranuzanus 00paboTKU U Tiepeiaun OTIPABISEMBIX TOKYMEHTOB

3. Tlopsimok TPOXOKICHHWS BHYTPEHHUX JOKyMeHTOB. OpraHm3anus KOHTPOJIS 3a
UCTIOTHEHUEM JOKyMeHTOB. PaGora ucnomHuteneit ¢ mokymeHTamu. OpraHuzanus MOUCKOBOMN
CUCTCMBEI 110 JIOKYMQHTaM

4. Crocobbl W METOABI JIOCTaBKH JOKyMEHTOB. O0paboTka KOH(UIEHIIMAIBLHBIX
JIOKYMEHTOB M JIOKYMEHTOB JIJISl CITY’KE€OHOTO MOJTb30BaAHMS.

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

Bonpocwt 0ns konnekmuenozo 06CcyiHcoeHust.

1. TlonsTue «aenonpou3BoACTBO». OCHOBHBIE IETM W 3aJadd JIEIOMPOU3BOJICTBA.
Heo0xomuMocTs OpraHu3aIiiy ISIONPOU3BOICTBA B YUPEXKICHHH. 3HAUYCHHUE JIETONPONU3BOICTBA
B JIeATENBHOCTH  oOpa3oBaTenbHOM  opranm3amuu. Cekperapb, JI€IOMPOU3BOIUTEIND,
JIOKYMEHTOBE/T, KAHIICIISPHS.

2. Ucropuyeckue »dTambl pa3BUTHS jAenonpoms3BojactBa B Poccuu. CoBpeMeHHOE
rOCyJapCTBEHHOE PETYIMPOBAHKE JEIONPON3BOICTBA.



3. CucteMsbl AETONPOU3BOICTBA: IEHTPAIIM30BAHHAA, JCIICHTPAIN30BaHHAs!, CMEIIaHHAs.
Ctpyktypa u 00BEM HOKyMEeHTOOOOpoTa. OCHOBHBIC TPHUHIIUIIBI OpraHU3aIMu pPabOTHI ¢
JOKYMEHTOTIOTOKAMH.

4. Ilonatue pexkBuU3UTa JOKyMeHTa. Buasl pexBusutoB. IlpaBmwia odopmieHus
PEKBU3UTOB JOKYMEHTOB. bmank nokymeHta. Buapl OnankoB. TpeGoBanuss Kk OjaHkKam
JOKYMEHTOB. BuJibl 1 pOpMBI perucTpanuy JOKYMEHTOB. SI3bIK U CTHIIb CITY)XEOHBIX JOKYMEHTOB.

5. Dranbl 00pabOTKM BXONAIIMX JOKyMEHTOB. IlepBuuHas o0paboTka BXOISIIMX
JOKYMEHTOB. Perucrpupyemble M  Heperucrpupyemble JoKyMeHThl. IIpenBapurenbHoe
paccMOTpeHHe JOKYMEHTOB JUIsl HAalpaBJICHUs! HCTIONHUTENIM. Pe3omonusi.

6. Ilopsiok MOArOTOBKHM HCXOASIIUX JOKYMEHTOB. CocCTaBlIeHHE MPOEKTa JOKYMEHTa,
corjacoBaHue, noanucanue (yrBepikieHue), TupaxupoBaHue. CrocoObl U METOJbl OTIPaBKU
UCXOIAUIMX JOKyMeHTOB. OOmias XapakTepUCTHKa Cily:keOHOH mnepenucku. PasHoBuaHoCcTH
CITY)KEOHBIX MTHUCEM.

7. BHyTpeHHUe JOKyMEHThl 00pa3zoBaTenbHON opranu3anuu. Ilogroroska, opopmienue,
peructpanus. [lpaBunma MOCTaHOBKM JTOKyMEHTOB Ha KOHTPOJb. [lOpSIOK CHSITHSL JOKYMEHTOB C
KOHTpo/s. OTyeT 1O KCHOJMHEHUIO KOHTPOJIBHBIX JIOKyMEHTOB. OlepaTHBHOE HCIIOJIHEHHE
JOKYMEHTOB COTPYJHHKAaMH B COOTBETCTBUM C WX JOJDKHOCTHBIMH OOSI3aHHOCTSMHU U
pesomtonelt  pykoBojutenas.  OTBETCTBEHHOCTh 32  HecoOJtofeHHe  TpeOOBaHMM
UCTIOJIHUTENICKOM ~ JWCHUIUIMHBL, 32  HEMpPaBWIBHOE  HCIOJB30BAaHUE  JCHCTBYIOIIUX
HOPMAaTHUBHBIX IOKYyMEHTOB B IIOJrOTOBKE, O()OPMIICHUU U UCIIOJIHEHUH JOKYMEHTOB B CPOK.

8. Opranmzaiysi TOYTOBOM, KYpPhEPCKOW M O3KCIPECC-IOCTABKU JIOKYMEHTOB. [loHSTHS:
«UEHHOCTh M Oe3omacHOCTb  HMHGpOpMALMM»,  «KOH(PUICHIMAIBHOCTB»,  «yrpo3a
KOH(QHICHIIMATBHOCTHY, <«3amuTa uHpopMarum». be3onacHOCTh IEHHBIX WH(POPMAIMOHHBIX
pecypcoB. llennas mHpopmanus U KoH(pUICHIUANIbHbIE JOKYMEHThI. PermameHranus cocraBa
KOH(HICHIIMATIBHBIX CBEICHUA M IOKyMEHTOB. [lopsmok paboTel ¢ KOHOUACHIHATHLHBIMU
JOKyMeHTaMu 1 Matepuanamu. KonpuaenuuanesHas vHGOpMaLus U CBEJCHUS B JESTEIbHOCTH
00pa30BaTeIbHOI OpraHu3alku.

IpakTnyeckoe 3ansaTHe 2-3

HOpMaTI/IBHO'3aKOHO}IaTeJ'IbHaH 0a3a. OcHOBHbIE BHU/AbI JOKYMECHTOB U CUCTEMBbI
AOKYMEHTAIlUH. OcobeHHoCTH MNOATOTOBKH U Oq)OpM.]'IEHI/Iﬂ OTACJbHBIX BUTOB TOKYMEHTOB

ILnan:

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

2. Knaccudukanus nokymenTos. FOpuanueckas cuna qokymenrta. HazHaueHue u cocrtas
OpraHM3alMOHHO-TIPAaBOBOM  JOKymMeHTanuu. HasHadyeHme ©  COCTaB  OpraHM3alMOHHO-
pacnopsiAMTeNbHOW JOKyMeHTauuu. Ha3zHaueHwe M cocTaB  CIPaBOYHO-MH(POPMAIMOHHOM
JIOKYMEHTAIUU.

3. JlokanbHbIEe HOpMAaTHBHEIE aKkThl. CocTaB 1 paboTa ¢ Ka[poBOH JOKYMEHTAITUCH.

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

Bonpocul 0na konnekmugno2o 06cysicoeHus:

1. 3akoHomarenbHble akThl Poccuiickoit @eneparmmun u  MypmaHckoit  oOnacty,
pErIaMeHTUPYIOIINE JEJIONPOU3BOJACTBO U apXMBHOE Aeno. ['ocynapcTBEHHBIE CTaHAAPTHI U
yHU(pUKaus B 00JacTy AeTONPON3BOACTBA U APXUBHOTO JIejIa.

2. UHCTpyKIIMST TIO  JIEJIONpPOM3BOJACTBY MWUHHCTEpCTBAa 00pa3oBaHUs W HAyKH
Poccuiickoit ®enepanun. Meronnyeckue peKOMEHIAMM IO pa3pabOTKe HOMEHKIATYpbl H



MHCTPYKIIMU TIO JIEJIONPOM3BOJCTBY B 00pa30BaTENbHOM YUPEXKICHHH. THIIOBBIC INEPEYHHU C
yKa3aHUEM CPOKOB XpaHEHHS JOKyMeHTOB. [IpaBuiia paboThl apXHBOB OpraHU3aIHH.

3. Knaccudpukamuss [OKyMEHTOB, €€ OCHOBHbIe mpu3Haku. Kiaccupukanus 10
HAaMMEHOBAHUIO: TPHUKAa3bl, PACHOPSDKEHUs, IUIAHBI U OTYEThbl, aKThl, MPOTOKOJIbI, JOTOBOPHI,
yCTaBbl, MHCTPYKIIMH, TIOBEPEHHOCTH U T.JI. Kitaccudukanus mo Mecty coCTaBlIeHHs], 10 CTEIICHU
yHUA(DUKALNY, TI0 IPOUCXOXKICHHIO, IO BUIY opopmieHHs, o crocoly ¢hukcarun nHHopMaIum,
[0 CTENEHH CIOXKHOCTH, IO CTENEHU TIJIACHOCTH, II0 IOPUIMYECKOIl CHile, 10 CpoKaM
UCTIOJIHEHUS, 110 CPOKAM XPAHEHHUSI, 110 CTEIICHN 00513aTeIbHOCTH.

4. Cucrtema  OpraHM3allMOHHO-TIPABOBOM  JOKyMEHTaluu  (yCTaB  YUYpEKICHHA,
MOJIOKEHUS, INTAaTHOE pacluCaHue, JOJDKHOCTHbIE MHCTpyKnmu). Cucrema OpraHM3allOHHO-
pacropsaUTeNbHON JOKyMeHTauuu (ykas, MpHKa3, BBIIUCKA W3 TPHUKA3a, pacHopsDKEHHeE,
noctanosnenue). Cucrema CrpaBOYHO-MH()OPMAIMOHHON JTOKYMEHTauuu (IPOTOKOJ, akKT,
3asBJICHHE, JOKJIAJHAas 3alHCKa, IpeUIOKCHHEe, TIpeJCTaBlIeHue, Ciy)keOHas —3arucka,
oObscHHUTeNbHast). CxeMa IMOJIrOTOBKM PACHOPSIUTENBHBIX IOKYMEHTOB. [lopsiok CHATHS U
BBIJIa4YM KOMHUH C TOKYMEHTOB.

5. Ilomoxxenus, mpaBwia, UHCTPYKIMHU (IIPaBUJIa BHYTPEHHETO TPYAOBOTO PaclopsIKa,
MHCTPYKIIMU O TIOPSAJKE OCYIECTBICHUS KaKOH-IMOO NESITEIbHOCTH WU TOPSIKE MPUMEHEHUS
HOJIO)KEHHH 3aKOHOJATENbHBIX W HMHBIX HOPMATUBHBIX aKTOB, IOJIOXKEHHUS O CTPYKTYPHBIX
HOJpa3ieeHusIX, KOJUIEKTUBHBIA 10roBOp U 1p.). [lopsmok opopMiieHUss M NOANMUCAHUS THX
JOKYMEHTOB JUIsSl IPUMEHEHHS KaK CAMOCTOSTEIILHBIX IIPABOBBIX aKTOB.

6. IlonsTue M CTPYKTypa MepCOHANBHBIX AaHHBIX. O0s3aTeNbHBIC KaAPOBbIE TOKYMEHTHI
00pa3oBaTeNIbHON OpraHu3allii, WX BHIBI, COCTaB, HOPMAaTHBHBIE TPEOOBaHUS K BEACHUIO
KaJpOBOH JOKyMEHTalMu (TPUKa3bl M PACIOPSHKCHUS MO JHMYHOMY COCTaBy, 3asBIICHHE,
TPYAOBOW JOTOBOP, JODKHOCTHAsI WHCTPYKIHMSA, TPYAOBasi KHIDKKA, JIMYHAS KapTOYKa, JTMYHOE
neno). JIBwKeHWE H XpaHEHHWE KaapoBOW JOKyMeHTauuu. JKypHansl W KHHTH ydYeTa.
HcnonHeHne connaabHO-TIPaBOBBIX 3aIIPOCOB.

IIpakTnyeckoe 3ansaTHe 4-5

®opmupoBaHue 1eJ1 U OPraHU3auMsl XPaAHEHHs JOKYMEHTOB. JKCIIePTH3a IEHHOCTH
AOKYMeHTOB. TexHu4yeckue cpeacTBa, HCMOJIb3yeMble B 1eJT0NPOU3BOACTBE.
JIEKTPOHHBII T0KYMEHT0000pOT

IInan:

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

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

3. UcnonbzoBanue 1K B genompousBojactee. CpencTBa KOMMPOBAHUS U ONEPATUBHOTO
pasmHoxxkeHusa. [Ipuem um o0paboTka JOKYMEHTOB, MOCTYHAIOUIMX IO KaHaJlaM JJIEKTPOHHOMN
noyThl ¥ (hakcuMUIIbHOM cBsi3u. [IpaBuia Ge30macHON paboOThl C OPITEXHUKOM.

4. DnexTpoHHOE JOKyMeHTHpoBaHUe. [IoHATHE «3TIEKTPOHHBIN JTOKYMEHT.

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

Bonpocwt 0ns konnekmuenozo o6¢cysiHcoeHust.

1. llonsatue o «guene». Homenkmatypa pen. CocraBieHWe HOMEHKIATYpHl JElI B
obpasoBarenbHOM yupexaeHnu. @opmupoBanue nen. [IpusHaku 3aBefeHUs e1: HOMUHATBHBIN,
MIPEAMETHO-BOIIPOCHBIN, aBTOPCKHI, KOPPECTIOHICHTCKHH, TeOorpapuIecKuid, XpOHOJIOTHUECKH.



Buner apxuBoB. TpeGoBanusi k apxuBam. [lopsimok mepemaun JOKYMEHTOB Ha apXWUBHOE
xpaHenue. Cucremarusalys JOKYMEHTOB B apxuBe. PaboTa ¢ HaydyHO-CIIPABOYHBIM ammapaToM
(ucropuyeckas cCrpaBKa, OMHUCH JIe] MOCTOSIHHOTO U BPEMEHHOTO XpaHEHUs! TOKYMEHTOB, KHUTU
yudeTa U IBUKEHUS J€e).

2. Oco0eHHOCTH XpaHEHUs el MOCTOSHHOro, BpeMeHHOro (cBeimie 10 JieT) u men mo
nuyHoMy coctaBy. [lopsiiok nepenauu nen B I'ocynapcTBennbie apxuBbl. Co3aHNe SKCIEPTHOM
KOMUCCHH ydpexjacHus. [IpoBemeHue 53KCHEpTU3bl IIEHHOCTH JOKyMeHTOB. OdopmieHue
MPOTOKOJIOB 3aCElaHUii KOMUCCUU U aKTOB Ha yHUYTOXKeHue naei. I[lpouenypa yHUUTOXEHUS
JIOKYMEHTOB.

3. KommbroTepHbie cpecTBa MOArOTOBKH JOKYMEHTOB. Mcrnonp3oBanue M1abiIoHOB IS
dbopMUpOBaHUS JIOKYMEHTOB Ha KoMIbloTepe. lcmonp3oBaHue B KOMIBIOTEpe OJIaHKOB
nokymeHToB. CozflaHue OJIaHKOB JIOKYMEHTOB B KoMIlbioTepe. M3roToBieHue, KOMUpPOBaHUE U
TUpaXHUpOBaHUE JOKyMeHTOB. CpencTBa 00pabOTKU JOKYMEHTOB. JIOKYMEHTHI, mepeaBacMbie
Mo KaHajaM CBs3M (Telmerpamma, Tenekc, ¢akcorpamma, Tenedonorpamma). Ilonstue
«oprrexaukay. OCHOBHbIC BUIbl OpraHU3alMOHHON TexHUKU. [IpaBuna TexHUKH 0€30MmacHOCTH
paboThI C OPTTEXHUKOM.

4. TlpeumytiecTBa nepeaayu AJOKyMEHTa ¢ KOMIBIOTEpA Ha KOMIBIOTEp. YCTaHOBKAa Ha
KOMIIBIOTEpE CHEIMATbHO BBIICTICHHOW MaNKy JIsl MOCTYMAOIIMUX TOKyMeHTOB. [IpenmyiiecTBa
anexkTpoHHOM mouthl. Jloctynm k Internet. Cuctema peructpauuu u KoHtpoisd. Co3gaHue
ANEKTpOHHOU 0a3bl MaHHbIX. [TouCK JOKyMeEHTa.



