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1. MeToanuyeckue peKOMeH AU

1.1. Meroanueckne peKOMEHIAUMH [0 OPraHU3aluu PpadoThbl CTYAEHTOB BO
BpeMs NIPOBeeHN s JTeKINOHHBIX 3aHATHI
B xone nexuuii npemnojaBaTenb U3JIaraeT U pa3bsACHAET OCHOBHBIE, Han0oJIee CI0XKHbIC MTOHATHUS
TEMBI, a TaKXe CBA3aHHbIE C HEH TEOPETHYECKHEe W MPAKTHYECKHE TPOOIEMBI, aeT
PEKOMEHIAlUHU JIsl IPAKTUYECKOTO (CEeMHHAPCKOTO) 3aHATUS U YKa3aHH AJI1 CAaMOCTOSATEIbHON
paboThL.

Ha neKkiMOoHHBIX 3aHATHAX CTYAEHTY HEOOXOJIMMO BECTH KOHCHEKTHPOBAHUE y4eOHOTrO
Marepuana. O0Opamarh BHUMaHUE Ha KaTeropuu, GOpMyJIUpPOBKH, PACKPBIBAIOIINE COJACPIKAHUE
M3y4aeMOM NHCLUUIUIMHBI, HAYYHbIE BBIBOJBI U ITPAKTUYECKHE PEKOMEHAALNH, MOJIOKUTEIbHBIN
OTIBIT B OPAaTOPCKOM HUCKYCCTBE.

XKenatenbHO OCTaBUTH B Pa0OYMX KOHCIEKTaX I0JI1, HAa KOTOPBIX Je€NaTh MOMETKH,
NOMYEPKHUBAIONINE OCOOYI0 BaXXHOCTh TE€X WM HHBIX TEOPETUYECKUX  IOJIOKEHUH.
PekoMenayeTcsi akTHBHO 3a[aBaTh MPENOAABATEN0 YTOUHSIOIUE BOIPOCH C LEIbIO YSICHEHUS
TEOPETHYECKUX ITOJIOKEHNN, pa3pelIeHUs] CHOPHBIX CUTyaluH.

1.2. MerToauyeckne PpeKOMeHIAUMM 1O TMOATOTOBKE K  CEMHHAPCKUM
(MpaKTHYeCKUM) 3aHATHAM

[Ipucrynas K H3y4eHMIO AMCLUUIUIMHBI, HEOOXOJAMMO BHUMATEIbHO O3HAKOMMTHCS C
TEMaTUYECKUM IIJIAHOM 3aHSTHH, CIIMCKOM PEKOMEHIOBAaHHOW nuTeparyphl. CienyeTr ysCHHTH
MOCJIEI0BATEIbHOCTh BBIMIOJIHEHUS MHIUBUIYaJIbHBIX YueOHBIX 3anaHuil. CamocTosTenbHas
paboTa cTyJeHTa npeanoaaraeT paboTy ¢ HaydHOW M y4eOHOM JUTepaTypoil, yMeHue co3/1aBaTh
TEKCTbl. YPOBEHb U INTyOWHA YCBOCHHS JUCIUIUIMHBI 3aBUCAT OT aKTUBHOM M cHCTeMaTH4eCKON
paboThl Ha JIEKLHUAX, W3YUYEHHUs] PEKOMEHIOBAHHOW JIMTEPaTyphl, BBHIIOJHEHHUS KOHTPOJIHHBIX
MUCbMEHHEIX 3aJaHuN.

CemuHapcKue 3aHATHA 3aBEPINAIOT HU3yYeHHE Hauboyiee BAXHBIX TeM Y4eOHOMH
quctumuinHel. OHU CayXaT JIJs 3aKpervleHHsl U3y4yeHHOro MarepHualia, pa3BUTHUS YMEHUU U
HaBBIKOB TOATOTOBKU JIOKJIAJOB, COOOIIEHUH, MPUOOPETEHUs OMNbITa YCTHBIX ITYOJUYHBIX
BBICTYIUICHUW, BEACHUS JUCKYCCUM, apTyMEHTAllMd M 3alllUThl BBIIBUTAE€MbIX IOJOXKEHUH, a
TaK)Ke NIl KOHTPOJIS MPENOJABATENIEM CTENEHH MOATOTOBICHHOCTH CTYIEHTOB IO HM3y4aeMOM
JTUCIUIINHE.




CeMuHap mpeanonaraeT cBOOOIHBIM OOMEH MHEHUsSMU To u3OpaHHOW Temaruke. OH
HAUMHAETCS CO BCTYNHUTENILHOTO CJIOBa MpenojaBarels, (GOpMYyNIHUPYIOIIEro Leidb 3aHATUS U
XapaKTEPU3YIOIIEro €ro OCHOBHYIO MpoOJieMaTHKy. 3areM, Kak IpaBHJIO, 3acIyIIMBAIOTCS
cool1eHus ctyneHToB. OOCyXkIeHne COOOIIEHHsI COBMEIIAETCSl ¢ pACCMOTPEHUEM HaMEeUEHHBIX
BorpocoB. CooOmieHns, Mpeanojaraloye aHajliu3 MyOIuKanuid Mo OTAEIBHBIM BOMPOCaM
MPAKTUYECKOTO 3aHATHS, 3aclylIMBalOTCS OOBIYHO B cepeauHe 3aHsATus. [loompsercs
BBIIBUKCHHE M OOCYXJEHHE aJbTEPHATUBHBIX MHEHUH. B  3akiIouMTenbHOM — ClIOBE
IpenojaBaTesib NOJBOAUT UTOTU OOCYKICHUS U OODBSBISIET OLCHKU BBICTYMABIIMM CTYICHTaM.
B nemsix KOHTpOJs MOATOTOBIEHHOCTU CTYAEHTOB M NPUBUTHS MM HABBIKOB KpaTKOI'O
MACbMEHHOTO M3JI0’KE€HUs CBOUX MBICIIEH MPENnoAaBaTelb B X0/1€ MPAKTUYECKOIO 3aHATUS MOXKET
OCYILECTBIISATh TEKYIIUN KOHTPOJIb 3HAHUI B BUJIE TECTOBBIX 331aHUH (KOHTPOJIBHON pabOTHI).

B Xxome moAaroTtoBku K CEMHHAPCKUM (MIPAKTUYECKHM) 3aHATHSAM CIEIyeT H3yYUTh
OCHOBHYIO U [IOIOJHUTEIBHYIO JIUTEPATypy, YYECTb PEKOMEHJALMU MpernojaBareis u
TpeboBaHus paboveil mporpaMmel.

MOXHO TMOArOTOBUTh CBOW KOHCIIEKT OTBETOB II0 PAacCMAaTPUBAEMOW TEMAaTHKE,
MOJATOTOBUTH TE3UCHI JJI BBICTYILUICHUH MO BCeM Y4eOHBIM BOIPOCaM, BBIHOCUMBIM Ha 3aHATHE.
Cnenyer mpoAyMaTrh NpPUMEPHI C LENbI0 00ECIEUEHMs] TECHOM CBA3M H3Yy4aeMOil TEopuHu C
peanbHOM  MNPaKTUKOM. MOXKHO  JONOJHUTh CHUCOK PEKOMEHJOBAaHHOW  JUTEpaTyphl
COBPEMEHHBIMH UCTOUYHUKAMH, HE MPEACTABIEHHBIMU B CIIMCKE PEKOMEHJOBAaHHOM JIUTEPATYpBHI.

1.3. MeToanyeckne peKOMeHIALUH 110 MOAr0TOBKE NMpPe3eHTaAllnU

[ToaroToBKy MNpe3eHTAMOHHOIO  MaTrepuana cjelyeT HauMHaTh C  H3Y4EHUs
HOPMAaTUBHOM M CHEIUaJIbHON JIMTEpaTypbl, CTATUCTHMUECKUX JIaHHBIX, CHCTEMaTU3alUU
coOpanHoro wmarepuaia. IIpe3eHTalMOHHBIM Marepuan JOKEH ObITh JOCTATOYHBIM IS
PacCKpBITHS BEIOPAHHOW TEMBI.

IToaroToBka Mpe3eHTALIMOHHOIO MaTepuaia BKIIOYAeT B ceOs HE TOJIBKO MOJArOTOBKY
CJIaliI0B, HO M OTPaOOTKY HAaBBIKOB OPaTOPCTBA U YMEHMSI OPraHU30BaTh U MIPOBOJUTH IUCIYT.

Co3gaHue Mpe3eHTAlMOHHOI0 MaTrepuana JaeT BO3MOXKHOCTb IOJYYUTh HaBBIKU H
YMEHHMSI CaMOCTOSATEIBHOI0 000011IeHUsI MaTepuaa, BblIEJIEHHs TI1aBHOTO.

IIpy nmoAroToBKE MYNBTUMEIUHHOIO IPE3EHTAlMOHHOTO MaTepuala BaXXHO CTPOro
COOJIIO/1aTh 3a/IaHHBII PErIIaMEHT BPEMEHH.

Heo06xoauMo HOMHUTB, 4YTO BBICTYIJICHME COCTOMT H3 TpeX 4YacTeil: BCTYIUICHU,
OCHOBHOM 4YacTH M 3akitodeHus. IIpexne Bcero, cienyer Ha3BaTb TEMY CBOEH IpE3EHTALMH,
KpaTKo IEpeYucClIuTh paccMaTpUBacMble BOIPOCHI, M30paB JJsl 3TOrO JKUBYIO HHTEPECHYIO
(bopMy HU3JI0KEHHUS.

Bonpmass uacth cnaiiioB J0KHA OBITH IOCBSIIEHA pPACKPBITUIO TEeMbl. 3ajaua
BBICTYNAIOIIET0 COCTOMT HE TOJIBKO B TOM, YTO IMPOJEMOHCTPUPOBATH COOCTBEHHBIE 3HAHUS,
HaBBIKM M YMEHHUS IO paccMaTpHUBaeMOW IMpoOiieMaTHKe, HO M 3aMHTEPecOBaTh ClylIaTesei,
CrocoOCcTBOBaTh (POPMHUPOBAHUIO Yy JAPYTUX CTYACHTOB CTPEMJIEHUS ITO3HAKOMUTBCS C
HOPMATHUBHBIMHU U CIIEUAIbHBIMU UCTOYHHKAMHM IO paccMaTpuBaeMoil mpodiieMaTHKe.

AJTOpUTM CO3/1aHUS MTPE3EHTALH

1 aTan — onpezaeneHue Leau Npe3eHTaluu

2 3Tan — noApoOHOE pacKpbITUE HHPOPMAITHIH,

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

Crnenyer ncnons3oars 10-15 cimaiinos. ITpu sTom:

- IEPBBIN craii — TUTYNIbHBIN. [IpenHa3HaueH 11 pa3MeleHusl Ha3BaHUs IPE3EHTALNH,
MMEHHU JIOKJIaJYMKa U €r0 KOHTAKTHON MH(pOpMaIiy;

- Ha BTOpPOM claiiie HeoOXOIMMO pa3MECTUTh COJEpKAHHWE IPE3EHTALMHU, a TaKKe
KpaTKOe ONUCaHNe OCHOBHBIX BOIIPOCOB;

- BCE OCTaBILIUECS CIai Il UMEIOT WH(OPMATUBHBIN XapakTep.

OO6bIYyHO MOJauya MHGOPMAIMU OCYLIECTBISETCA MO IUIAHY: TE€3UC — apryMEHTalusl —
BBIBO/I.



PexomeHgamu 1o co3/1aHuI0 MPE3eHTAINN:

1. YnrtaGenpHOCTH (BUAMMOCTD U3 CaMbIX JAJBHHUX YTOJIKOB ITOMEIICHHS U C Pa3IMIHBIX
YCTPOMCTB), TEKCT AOJDKEH ObITh HaOpaH 24-30-pM mpUQTOM.

2. TmarenbHO CTPYKTYpHUpOBaHHAS HH(MOPMALHSL.

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

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

5. I'maBHYyI0 HI€T0 HA/I0 BBUIOXKHTH B IIEPBOH CTpOKE ab3ara.

6. HUcnonb3oBath TabnuuHble (OPMBI NPEACTABICHUS HWHPOPMALUHU (JHArpaMMBbl,
CXEMBI) Ul WUIIOCTPAIlMM BAXHEHIIMX (AaKTOB, YTO JAacT BO3MOXKHOCTH I10/IaTh MaTepHal
KOMITAKTHO U HATJISI/IHO.

7. I'paduka nomKHA OPraHUYHO JIOTIOJHATH TEKCT.

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

14. Mertoanuyeckne peKOMEHIALUH M0 YYACTHIO B TUCKYCCHU

Juckyccus - 00CyXI€HHE CIIOPHOTO BOIIPOCA, TPOOIEMBI.

BaxxHoil XapakTepHCTUKON AMCKYCCUU, OTIMYalIIed e€ OT JApPyrux BHUAOB CIOPA,
SIBIISICTCS apTYMEHTHPOBAHHOCTb.

Cwmbicn auckyccuu (yueOHOM AMCKYCCHHU) COCTOMT B OOMEHE B3IJIsiIaMU 1O KOHKPETHOM
npobiemMe. DTO aKTUBHBIM METOJ], TO3BOJIAIONINI HAayYUTHCS OTCTaWBaTh CBOE MHEHHE U
ClIymarb Jpyrux. JMCKyccHsl pOKIAeT MbICIb, AaKTHUBH3UPYET MBIIUICHUE, a B Yy4eOHOMU
JMCKyCCHH 00eCIieuMBaeTCs CO3HATEIBHOE YCBOEHHE y4eOHOro MaTepualia Kak IMpOJyKTa ero
MBICTTUTENILHOMN MPOPAOOTKH.

MeTtoa AHMCKYCCHM HCIIONB3YETCS B TPYNNOBBIX (opMax 3aHATHH: HAa CEMHHApax-
JTUCKYCCHSIX, COOECeOBaHMSIX MO 00CYKICHUIO UTOTOB BBIMOJIHEHHSI 3aJaHUI Ha MPAKTHYECKUX
U 1a00paTOPHBIX 3aHATHX, KOT/Ia CTYy/IEHTaM HYXXHO BBICKa3bIBaThcs. Ha jekuum auckyccus B
MOJIHOM CMBICJIE Pa3BEPHYThCS HE MOXKET, HO AMCKYCCHOHHBIA BOIIPOC, BBI3BABIIUN cpa3y
HECKOJIPKO Pa3sHBIX OTBETOB M3 ayJUTOPHH, CO3JAET aTMOC(HEpy KOJUIEKTUBHOTO Pa3MBIIIICHHS
¥ TOTOBHOCTH CJIYIIATh MpenojaBares, OTBEYAIOIero Ha 3TOT CIIOPHBINA BOIIPOC.

Jluckyccruss Ha CEMMHApCKOM (IPaKTMUYECKOM) 3aHATUU TpeOyeT NpoAyMaHHOCTH U
OCHOBATEJIbHOMN IpeBapUTEIbHOM MOJArOTOBKU OOydaromuxcs. HyXHbI HE TOJIBKO XOpOIIHE
3HaHus (0e3 HUX JUCKyccHst OecrpeIMeTHa), HO TaK)Ke HAIWYHE Y CTYIEHTOB YMEHUS BBIPAKaTh
CBOM MBICIIH, YETKO (HOPMYIMPOBATH BOIMPOCHI, MPUBOIUTH ApPryMEHThl M T.A. Y4eOHbIE
JMICKYCCHH OOOTAIaIOT IMPEICTABICHHS yJallUXcs 10 TeMe, YIMOPSIOYMBAIOT U 3aKPEIUISIOT
3HAHMUSL.

1.5. Meroauyeckne peKOMEHIALNH VISl BbINOJIHEHUS TECTOBOIO 3a/IaHUS

TecToBoe 3amaHue - CPeACTBO ITPOBEPKM YMEHHUW NPUMEHATH IOJYYECHHBIC 3HAHUS IS
peleHus 3a1a4 ONpeIeIEHHOr0 THIa IO TEME WM pa3Jieny.

Tect — 3aganue, BBINOJIHAEMOE B TE€UEHHE 3aJaHHOI'O BPEMEHU (B YCIOBUSX ayJAUTOPHON
pabotel — or 30 MUHYT 10 2 YacoB, OT OJHOTO JHS JO HECKOJBKMX HEIelb B clydae
BHEAYJIMTOPHOTO 33/1aHNUSA).

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

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

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

[Ipu pemenuu Tecta HEOOXOAUMO:

- BHUMATEJIbHO M3YYUTh CTPYKTYpYy TeCTa, OLIEHUTh 0OBEM BpPEMEHH, BBLAEISIEMOIO Ha
}IaHHBIfI TECT, YBUACTb, KAKOI'0 TUIIA 3aJaHHA B HEM COACPIKATCH,



- HAYMHATh OTBEYATh HA T€ BOIPOCHI, B IPABUJIBHOCTH PELIEHUS KOTOPbIX HET COMHEHUH,
HE OCTAHABJIMBASICh HA TE€X, KOTOPBIE MOT'YT BbI3BaTh 3aTPYIHECHHS;

- BHUMATEJIbHO YMTATh 33JaHUsI O KOHIA, HE IBITAsCh Ha4YaTh OTBEYAaThb, OPUEHTUPYSICh
HAa BBINOJIHEHHBIE MTOA00HBIE 3aJJaHus B MPEABIIYIINX TECTUPOBAHUSIX;

- ecau Bbl He 3HaeTe oTBETa Ha BOIPOC WJIM HE YBEPEHBI B €0 NMPABUIBHOCTH, CIEAYET
MPOIYCTUTH BOMPOC, YTOOBI BEPHYTHCS K HEMY MO3KE;

- pacCUMTHIBATh BBHIIOJIHEHUE 3aaHUH CIIEAYeT TaK, YTOOBI OCTAaJIOCh BpeMs Ha MPOBEPKY
U 10pa0O0TKY BBIMOJHEHHBIX 33IaHUH.

1.6. Meroanyeckue peKoMeHAAIUH /1Jisl IOATOTOBKH OTBETA HA 3a4eTe

YcnoBus, 00ecnieunBarOIINE MEAArOTHIECKYI0 3P PEKTUBHOCTD OIIEHOYHOW MPOLIETYPHI:

- CTENEeHb OXBaTa pa3zesioB Y4eOHOIl mporpaMMbl M MMOHMMAaHHE B3aHMMOCBS3EH MEXIy
HUMU;

- royOMHa TOHHMMAaHHUS CYIIEeCTBa OOCYXJaeMbIX KOHKPETHBIX IMpoOJieM, a TakKke
AKTYaJIbHOCTH M MPAKTUYECKON 3HAYMMOCTH M3y4aeMOM JUCIUTIIIMHBL,

- IMana3oH 3HaHH PEKOMEHI0BAaHHOM TUTEPaTypPHI;

- JIOTHYECKHU KOPPEKTHOE, HEMPOTUBOPEUUBOE, MTOCIIEI0BATEILHOE U apTyMEHTHPOBAHHOE
MOCTPOCHUE OTBETA HA 3aYETE;

- YPOBEHb CAMOCTOSITEIBHOTO MBIIIEHUS C 3JIEMEHTaMH TBOPYECKOTO TMOAX0/Aa K
U3TI0KEHUIO MaTepuaa.

2. IlnaHbl NPpaKTHYECKUX 3aHATHI
IIpakTuyeckoe 3ansaTue 1

Copneprxanue, 3HaUYeHHe /IeJIONPOU3BOACTBA. TexHOIOrNs OpraHu3anuu 1eJI0NPOou3BOACTBA
B 00pa30BaTeJLHOM yYUpPeKIeHUH

ILnan:

1. OcHOBHBIE TEPMHHBI M TIOHSTHE «JICIOMPOU3BOJICTBOY». MCTOpUS BO3SHHUKHOBEHUS M
OCHOBHBIE ATallbl Pa3BUTUS JEJONPOU3BOACTBA. CHCTEMBbl OpraHM3alM{ JIeJIO0NpPOU3BOJICTBA.
[ToHsATHE ¥ PUHIMITEI OPTaHU3ALNHU TOKYyMEHTO000pOoTa

2. PexBU3UTBHI JOKYMEHTOB. Perucrpanust u mHaekcanus AoKyMeHToB. CTpykTypa 6a3
JMAHHBIX JOKyMeHTOB. [IpmeM, 00paboTka W pacmpeneieHne MOCTYMAININX JOKYMEHTOB.
Opranuzanus o6pabOTKU U Nepeadn OTHPABISAEMbIX JOKYMEHTOB

3. Tlopsimok TPOXOKIEHHWS BHYTPEHHUX JOKyMeHTOB. OpraHm3anus KOHTPOJS 3a
UCIIOJIHEHUEM JOKyMeHTOB. PaboTa ucnonHuteneit ¢ qokymeHntamu. OpraHu3anus MOUCKOBOM
CHCTEMBI TI0 JIOKYMEHTaM

4. CriocoObbl M METoAbl JOCTaBKM JIOKyMEHTOB. (O0paboTka KOH(UIACHIHUAIbHBIX
JOKYMEHTOB M JJOKYMEHTOB JIJIsl CITy’KEOHOTO TTOJTb30BAHMS.

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

Bonpocwt 0ns konnekmuenozo 06¢cysicoeHust.

1. TlonsTue «aenonpou3BoACTBO». OCHOBHBIE IETM W 3aJadd JIEIOMPOU3BOJICTBA.
Heo0xomuMocTh OpraHu3aIiiy IeIONIPON3BOICTBA B YUPEKICHUH. 3HAUYCHHUE JIETOTPOU3BOICTBA
B JIeATENBHOCTH  oOpa3oBaTenbHOl  opranm3amuu. Cekperapb, JI€IOMPOU3BOIUTEIND,
JIOKYMEHTOBE/T, KAHIICIISIPHSL.

2. Ucropuyeckue dTambl pa3BUTHS jAenonpou3BojacTtBa B Poccuu. CoBpeMeHHOE
rOCyJapCTBEHHOE PETYINPOBAHHE JEIONPON3BOICTBA.



3. CucteMsl AeTIONPOU3BOICTBA: [IEHTPAIIN30BAHHAA, CIICHTPAIM30BaHHAs, CMEIIaHHASs.
Ctpyktypa u 00BEM JOKyMEeHTOOOOpoTa. OCHOBHBIC TPHUHIIUIIBI OpraHU3aMu pPabOThI C
JOKYMEHTOTIOTOKAMH.

4. Ilonatue pekBu3uTa JOKyMeHTa. Buabsl pexsBusutoB. IlpaBmia odopmienus
PEKBU3UTOB JOKYMEHTOB. biank nokymenta. Buapl OnankoB. TpeGoBanust k Onankam
JOKYMEHTOB. BuJibl U pOpMBI perucTpany JOKYMEHTOB. SI3bIK U CTHIIb CITY)XEOHBIX JOKYMEHTOB.

5. Dranbl 00pabOTKM BXONAIIMX JOKyMEHTOB. IlepBuuHas 00paboTKa BXOISIIMX
JOKYMEHTOB. Perucrpupyemble M Hepeructpupyemsle JoKyMeHTHl. IIpenBaputenbHoe
paccMOTpeHHe JOKYMEHTOB JUIsl HAlpaBJICHUs HCTIONHUTENIM. Pe3omonusi.

6. Ilopsiiok MOArOTOBKM HCXOASIIUX JOKYMEHTOB. CocTaBlleHHE NMPOEKTa JOKYMEHTa,
corjacoBaHue, nojanucaHue (yTrBepiklieHue), TupaxupoBaHue. CrocoObl M METOJbl OTIIPaBKU
UCXOAAUIMX JIOKyMeHTOB. OOIas XapaKTepHCTUKa Clly:keOHOM mnepenucku. Pa3HoBuaHOCTH
CITY)KEOHBIX MTHUCEM.

7. BHyTpeHHUe JOKyMEHThl 0OpazoBaTenbHON opranu3auuu. Ilogroroska, opopmienue,
peructpanus. IIpaBuia MOCTaHOBKM JOKYMEHTOB Ha KOHTPOJb. [IOpSIOK CHSTHS IOKyMEHTOB C
KOHTpo/s. OTyeT 1O KCHOJMHEHUIO KOHTPOJIBHBIX JIOKyMEHTOB. OrlepaTHBHOE HCIIOJIHEHHE
JOKYMEHTOB COTPYJHHKAaMH B COOTBETCTBUM C WX JOJDKHOCTHBIMH OOSI3aHHOCTSMHU U
pesomtonelt  pykoBojutenas.  OTBETCTBEHHOCTh 32 HecoONIofeHHe  TpeOOBaHUM
UCTIOJIHUTENIBCKON  JUCHUIUIMHBL, 32  HEMPaBWIBHOE  HCIIOJNB30BAaHUE  JICHCTBYIOIIUX
HOPMAaTUBHBIX IOKYMEHTOB B IIOJrOTOBKE, O(h)OPMIICHUU U UCIIOJIHEHUH JOKYMEHTOB B CPOK.

8. Opranmzaiusi TIOYTOBOM, KypbEpPCKOM M OIKCIIPECC-IOCTABKU JIOKYMEHTOB. [loHSATHS:
«UEHHOCTh M Oe3omacHOCTb  HMHGpOpMALUM»,  «KOHQHUIECHLUHMAIBHOCTBY,  «yrpo3a
KOH(HICHIIMATBHOCTHY, <«3aliuTa HH(OpMaIum». be3omacHOCTh LEHHBIX HH(POPMAMOHHBIX
pecypcoB. llennas mnpopmanus U KoH(pUICHIUANIbHbIE JOKYMEHThI. PermameHranus cocraBa
KOH(HICHIIMATIBHBIX CBEACHUA H JOKyMEHTOB. [lopsnok paboTel ¢ KOH(WACHIHMATHHBIMH
JOKyMeHTaMu M Matepuanamu. KonpuaenuuansHas nuHGopMaius U CBEACHUS B JEATEIbHOCTU
00pa30BaTesIbHOI OpraHu3alnu.

IpakTnyeckoe 3ansaTHe 2-3

HOpMaTI/IBHO'3aKOHOHaTeJﬂ>Haﬂ 0a3a. OcHOBHBIE BH/bI AOKYMEHTOB U CUCTEMbI
AOKYMEHTAIlUH. OcobeHHoCTH MNOATOTOBKH U O(l)OpMJ'leHI/lfl OTACJbHBIX BUI0B T10KYMCHTOB

ILnan:

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

2. Knaccudukanus nokymenTos. FOpuanueckas cuna fokymenta. HaznaueHue u cocraB
OpraHM3allMOHHO-TIPAaBOBOM  JOKymMeHTanuu. HasHadyeHme ©  COCTaB  OpraHW3alMOHHO-
pacnopsAauTeNnbHOM JOoKyMeHTaluu. HasHaueHwe W cocTaB  ClpaBOYHO-MHGOPMAIMOHHOMN
JOKYMEHTAIUU.

3. JlokanbHbIe HOpMaTHBHBIE akThl. CocTaB 1 paboTa ¢ KaJpOBOi TOKYMEHTAIIAEH.

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

Bonpocul 0na konnexkmuerno2o o6cysicoeHus:

1. 3akoHomarenbHble akThl Poccuiickoit @eneparmmuun u  MypmaHckoi  oOnacty,
perIaMeHTHPYIOIIKE JEJIONPOU3BOJACTBO U apXMBHOE Aeno. ['ocynapcTBEeHHBIE CTaHAApPTHl U
yHU(pUKaus B 00JacTH AeONPON3BOICTBA U APXUBHOTO JIejIa.

2. UHCTpYKIIMST TIO  JEJONPOM3BOJACTBY MMUHHCTEpCTBA 00pa3oBaHWs W HAYKH
Poccuiickoit ®enepanun. Meronnyeckue peKOMEHIAMHM IO pa3pabOTKe HOMEHKIATYpbl U



MHCTPYKIMU TIO JIEJIOTIPOM3BOJICTBY B 00pPa30BATEIIFHOM YUPEXICHHH. THIOBBIE TEPEYHH C
yKa3aHUEM CPOKOB XpaHEHHS JOKyMeHTOB. [IpaBuiia paboThl apXHBOB OpraHU3AIMN.

3. Knaccudpukamuss [1OKyMEHTOB, €€ OCHOBHBIE mpu3Haku. Kiaccupukanus 10
HAaMMEHOBAHUIO: TPHUKAa3bl, PACHOPSDKEHUs, IUIAHBI U OTYETbI, aKThl, MPOTOKOJIbI, JOTOBOPHI,
yCTaBbl, MHCTPYKIINH, TIOBEPEHHOCTH U T.JI. Kitaccudukanus mo MecTy COCTaBIICHHs], 110 CTEIICHU
yHU(DUKALNY, 110 IPOUCXOKICHHIO, IO BUIY oopmiieH s, 1o crocody gukcannu nHGpopManum,
II0 CTENEHU CIOXKHOCTH, IO CTENEHU TIJIACHOCTH, IO IOPHIUYECKOH CHJe, IO CpOKaMm
UCTIOJIHEHUS, IT0 CPOKAM XPAHEHUSI, 110 CTENICHN 00513aTeIbHOCTH.

4. Cuctema  OpraHM3allMOHHO-TIPAaBOBOM  JOKyMEHTalMu  (ycTaB  YyYpEKICHUS,
MOJIOKEHMS, INTAaTHOE pacluCaHue, JOJDKHOCTHBIE MHCTpyKImu). Cucrema OpraHM3allOHHO-
pacropsauTeNbHON JOKyMeHTauuu (ykas, MpHKa3, BBIIUCKA M3 TPHUKA3a, pPaclopsDKeHHe,
noctanopnenue). Cucrema CrpaBoOYHO-MH()OPMAMOHHON JTOKYMEHTauuu (IPOTOKOJ, akKT,
3asBJICHHME, JOKJIAJHas 3alHCKa, IPeUIOKEHHe, NPE/ICTaBICHUE, CIy)KeOHas 3ammcka,
oObscHuUTeNbHast). CxeMa IMOJITOTOBKM PACHOPSIUTENBHBIX TOKYMEHTOB. llopsiok cHATHS U
BBIJIa4YM KOMHUH C TOKYMEHTOB.

5. IlomoxxeHus, mpaBwia, UHCTPYKIMU (IIPaBHJIa BHYTPEHHETO TPYAOBOTO PacIoOpsIKa,
MHCTPYKIIMU O TIOPSAJKE OCYILECTBICHUS KaKOWU-IMOO NESITEIbHOCTH WM TOPSIKE MPUMEHEHUS
HOJIOKEHHH 3aKOHOJATEIbHBIX W HMHBIX HOPMATUBHBIX aKTOB, IOJIOXKEHHUS O CTPYKTYPHBIX
HOJpa3ieeHusIX, KOJUIEKTUBHBIA 10roBop U 1p.). [lopspok opopMiieHuss M NOANUCAHUS THX
JOKYMEHTOB JUISI IPUMEHEHHS KaK CaMOCTOSTENILHBIX IIPABOBBIX aKTOB.

6. IlonsaTue M CTPYKTypa MepcOHANbHBIX AaHHBIX. O0s3aTe/IbHbIC KaAPOBbIE TOKYMEHTHI
00pa3oBaTeNFHON OpraHu3allii, WX BHIBI, COCTaB, HOPMAaTHBHBIC TPEOOBAaHHS K BEICHHIO
KaJpOBOW JOKyMEHTAlMu (TPUKa3bl M PACIOPSHKCHUS MO JMYHOMY COCTaBy, 3asBICHHE,
TPYAOBOW JOTOBOp, JODKHOCTHAsI WHCTPYKIHMSA, TPYAOBas KHIDKKA, JIMYHAS KapTOYKa, JTHMYHOE
neno). JIBwKeHWEe © XpaHEHHWE KaapoBOW JoKyMeHTauuu. JKypHansl W KHHTH ydYeTa.
HcnonHenne conuaabHO-TIPaBOBBIX 3aIPOCOB.
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®opmupoBaHue /ieJ1 1 OPraHU3alMs XPaHEHHs JOKYMEHTOB. JKCIePTH3a IeHHOCTH
AOKYMeHTOB. TexHu4eckue cpeacTBa, HCMOJIb3yeMble B 1€J10NPOU3BOACTBE.
JIEKTPOHHBII T0KYMEHT0000pOT

ILnan:

1. IlpaBuna cocTaBlieHUsT HOMEHKJIATypbl Jen yupexzaeHus. DdopmupoBaHue u
oopmienue aen. Opranuzaiys onepaTUBHOTO XpaHEHHUsS TOKyMeHTOB. dopMupoBaHHe apXuBa
B 00pa30BaTEeIbHOM YUPEKACHUH.

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

3. Ucnonb3zoBanue 1K B menompousBoxactee. CpencTBa KOMUPOBAHUS U OTIEPATHBHOTO
pasmHOKeHus. [Ipuem m 00paboOTKa MOKYMEHTOB, MOCTYMAIOIIMUX IO KaHajaM JJICKTPOHHOU
noyThl ¥ (hakcuMUIIbHOM cBsi3u. [IpaBuia Ge30macHON pabOThI C OPITEXHUKOM.

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

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

Bonpocwt 0ns konnekmuenozo 06¢cyiHcoerust.

1. [lonsatue o «guene». Homenkmatypa pen. CocraBieHHe HOMEHKIATYpbl JCl B
oOpa3zoBaTenbHOM yupexaeHun. opmupoBanue fen. [Ipu3Haku 3aBeieHUs Aes: HOMUHAIbHBIM,
MIPEeIMETHO-BOIIPOCHBIN, aBTOPCKUIl, KOPPECTIOHAEHTCKIH, Teorpaduiyeckuii, XpOHOJIOTHUECKUM.



Bunpt apxuBoB. TpeGoBanusi k apxuBam. [lopsgok mepemadum JTOKYMEHTOB Ha apXHBHOE
xpaneHnue. Cucremarusaius JOKYMEHTOB B apxuBe. PaboTa ¢ HaydyHO-CIIPAaBOYHBIM ammapaToM
(ucTopuyeckas CrpaBKa, OMHUCH JIE] MMOCTOSIHHOTO U BPEMEHHOTO XpaHEHUsl JOKYMEHTOB, KHUTH
yudeTa U IBUKEHUS J€e).

2. Oco0eHHOCTH XpaHEHUs el MOCTOSHHOro, BpeMeHHOro (cBeimie 10 JieT) u j1en mo
an4HoMy coctaBy. [lopsinok nepenauu aen B 'ocynapcTBeHHble apxuBbl. CO3/1aHNUE SKCIIEPTHON
KOMHCCUU YyupexaeHus. lIpoBeneHue SKCHEpTU3bl LEHHOCTH JOKyMeHTOB. Odopmienue
IIPOTOKOJIOB 3acelaHMil KOMMCCHM MU aKTOB Ha yHMUTOKeHue Jein. [lpouenypa yHUUYTOXEHHUS
JIOKYMEHTOB.

3. KommbroTepHble cpeicTBa MOArOTOBKH JTIOKYMEHTOB. Vcronbp30BaHue IMIa0IOHOB IS
dopmupoBaHUs JOKYMEHTOB Ha KoMIbioTepe. lcmonb30BaHHEe B KOMIIBIOTEpE OJIAHKOB
nokymeHToB. CozniaHue OJIaHKOB JIOKYMEHTOB B KOMIbloTepe. M3roToBineHue, KOMUPOBaHUE U
TUpaXHUpOBaHHE JOKyMEHTOB. CpencTtBa 00pabOTKU JOKYMEHTOB. JIOKYMEHTHI, IiepeaBacMbie
o KaHajaMm CBs3M (Tenerpamma, Tenekc, ¢akcorpamma, Tenedonorpamma). Ilonstue
«oprrexHukay. OCHOBHBIC BUIbl OPraHU3AIMOHHON TexHUKU. [IpaBuia TexHUKH 0e30MacHOCTH
paboThI C OPTTEXHUKOM.

4. TlpeumytiecTBa nepeaayu JOKyMEHTa ¢ KOMIBIOTEpa Ha KOMIBIOTEp. YCTaHOBKAa Ha
KOMIIBIOTEpE CHEIHATbHO BBIICTICHHOW MaNKy JIsl MOCTYMAOIIMUX JTOKyMeHTOB. [IpenmyiiectBa
anexkTpoHHOM mouthl. Jloctynm k Internet. Cucrtema peructpauuu u KoHtpoiss. Co3gaHue
AIEKTpOHHOU 0a3bl MaHHbIX. [TouCK AJOKyMeEHTa.



