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1. Metoauyeckue peKoMeHIaAHU

1.1 MeToauyeckne PpeKOMeHIAUMU MO OPraHu3auuu PpadoThbl CTYJIEHTOB BO BpeMms
NMPOBeAeHUS JeKUNOHHBIX U MPAKTUYECKUX 3aHATHI

[Ipuctynass K M3y4eHHMIO AMCHMIUIUHBI, CTYACHTY HEOOXOAMMO BHHMATEIHHO O3HAKOMHTHCS C
TEMAaTUYECKUM IUIAHOM 3aHSATUHM, CIMCKOM PEKOMEHIOBaHHOW suTepaTypbl. Cieayer ysCHUTh
MOCJIEIOBATEILHOCTh BBIMOJHEHUS HWHIMBUAYAIbHBIX Yy4eOHBIX 3amanuil. CamocToATeNbHas
paboTa cryieHTa mpeanoiaraet paboTy ¢ Hay4HOH U y4yeOHOU nuTepaTypoi, yMeHHEe CO31aBaTh
TEKCThl. YPOBEHb U TIyOMHA YCBOCHMS AUCIUIUIMHBI 3aBUCST OT aKTUBHOM M CHCTEMAaTUYECKOU
paboThl Ha JEKIMSIX, U3YUYEHHUS PEKOMEHJOBAaHHOW JHMTEPaTypbl, BBIMOIHEHUS KOHTPOJIHHBIX
MMACHMEHHBIX 3aJIaHUH.

[Ipu n3y4eHNH TUCUMIUIMHBI CTYEHThI BBIOJIHSOT CIEAYIOIINE 3adaHus:

- U3y4al0T PEKOMEH/IOBaHHYIO YUeOHYIO TUTEpaTypy;

- BBITIONTHSIOT 33JIaHUs, PEAYCMOTPEHHBIC JJI1 CAMOCTOSITENILHON paOOTHI.

OCHOBHBIMH BHJIaMH ayJUTOPHOM pabOTHI CTYJIEHTOB SBIISIIOTCA JIEKIIUM W TPAKTUUYECKHE
3aHATHS.

B xozxe nekmuit mpemnoaBaTtens U3NaracT U pa3bsCHSIET OCHOBHBIC, HAMOOJIEE CIIOKHBIE MOHSTHS
TEMBI, & TAKXKe CBSI3aHHBIE C HEH TEOPETHUECKHUE U MPAKTUUYECKUE MPOOIEMBI, JaeT PEKOMEHIAIIUU
Ha MPAKTUYECKOE 3aHITHE U YKa3aHUs Ha CAMOCTOSITENBHYIO padoTy.

[TpakTHyeckue 3aHATHS 3aBEPIIAIOT H3yueHUE HanOoliee BAXKHBIX TeM Y4YeOHOW IUCIUIUIMHEIL.
OHu ciy>Kat JUIsl 3aKpeIUIeHUs U3y4Y€HHOT0 MaTepuana, pa3BUTHs YMEHUN U HaBBIKOB MOJATOTOBKHU
pedeparoB, a Takke I KOHTPOJIS MPEnoiaBaTeleM CTENEeHU MOJATOTOBICHHOCTH CTYAEHTOB IO
M3y4aeMou TUCUUIUIAHE.

CryneHTaM peKOMEHIYeTCsl M3y4yaTh JOMOJHUTEIbHYIO JUTEPATYPY MO UCTOPUU OTECUECTBEHHOM
KYPHATUCTUKH.

1.2 Metoauveckue peKoMeHIAIUH 10 CO3TaHUIO pedpepaTa

Pedepar npencrapnsier coboii:

JIOKJIaJ, Ha OMNPEACIICHHYI0 TEeMY, BKIIIOYAIONIMH 0030p COOTBETCTBYIOIIMX JUTEPATYPHBIX U
JIPYTUX UCTOYHUKOB;
U3JI0’KEHUE COZIepKaHUs HAyYHOH pabOoThl, KHUTH.

Takum 00pazoMm, B TPaAUIIMOHHOM “JTaTHHCKOM CMBICIE pedepar — STO TBOPUYECKUI
JOKJIaJl WIA U3JIOKEHUE COJepaHUs HaydHOM paloThl. IMEHHO B 3TOM cMbIciie pedepar Kak
TBOpueckass (opma HHIWBUIYyaTbHOW pabOTBl CTyIEHTa IIMPOKO HCIIONB3YeTCsS BO BCEX
T'YMaHUTApHBIX HayKax.




MO>HO BBIIEIUTH, IO KpaiiHel Mepe, caenyrolie TUIIb pedepaTos:
I. «<Pedepar — HayuHoe ucciaenopaunue» (PHH)

«Pedepar — HayuHOE HCClIe0BaHNE» — HanOoJiee pacpoOCTPaHEHHBIN THIT CTYACHYECKON
pedeparuBHOil paboTel. PopMa M coAep:KaHUE AAHHOTO TUNA pedepaTa TBOPUECKH H3JIAraroT
COJlepKaHue TOM WJIM MHOW T€Mbl HAYYHOI'O HCCIeNOBaHUA. TeMbl IpeuiaraloTcs IporpaMMon
Kypca M TBOpPUYECKHM MOIUGUIMPYIOTCS B COBMECTHOW paldoTe IpernojaBaTelss W CTYIEHTa B
3aBHCHUMOCTH OT 3HaHHI, HHTEPECOB, CIOCOOHOCTEH U BO3ZMOXKHOCTEH CTYJEHTA, €ro CKJIOHHOCTH
K Hay4YHOMY IIOHUCKY.

OmnpenenuB Temy pedepata, Hanpumep «Mcropus mszydenus Kombckoro 3amomnsippsin,
aBTOp MCCIEAOBaHUA JOJDKEH OIPaHUYMUTh €ro mpeamer. J[pyrumu cioBaMHu HE ONHUCHIBaTh BCE
MHOTrooOpa3ue Hay4YHBIX W3bICKAaHWW B JAHHOW 00JAaCTH, a OTOBOPUTH, YTO OH PacCMaTpHUBAeET, K
IIPUMEpPY, TOJIBKO ACATEIBHOCTh OTEYECTBEHHBIX KPAcBEIOB M MX OCHOBHBIE TPYyIbl. TBOpYECKH
paboTarouIMii CTYIEHT MOXET YIiyOuTh WM Pa3BUTh HEKOTOPHIC MJICH PA3JEIIeMOH MM TOYKH
3peHHUs, CYLIECTBYIOIIEH B HAyKe, HO MOXKET JAaTh CBOK COOCTBEHHYIO OPUTMHAJIBHYIO TPAKTOBKY,
UCXOAd OT IPOTUBHOrO, T.€. OTpULAs CYLICCTBYIOIIME IMO3WLUMM W Ipeayiaras CBOIO
MHTEPIPETALHIO IPOOIEMBI.

TBopueckuii xapaktep momoOHOro THIa pedepara HE CTOJIBKO B CAMOCTOSTEIHLHOM
IYMaHUTapHOM Hay4HOM IIOMCKE CTyJEHTa (4TO OYEeHb TPYAHO JJs IEPBOKYPCHUKA), CKOJBKO B
€ro TBOPYECKOM HHTEPECE, CaMOCTOSITEIbHOM BBIOOpE TEMBI, TOM PaKypce H3JI0KEHUS HMHOTAA
OOIIEN3BECTHBIX IOJIOKEHUM, KOTOPBIA MOXET HaMTH TOJNBKO CAMOCTOSITENIBHO MBICIISLIHIMA
YEJIOBEK.

BbiOop Tembl H0KeH ObITh OOBACHEH aBTOpPOM. BakHyro poiab B HOJOOHOM THIIE
pedepara urpaet 00630p JIUTEPATYpPhI U €ro yKas3aTelb B KOHIE padoThl. [lo criucky nureparypsl,
€e HOBHU3HE U 00bEMY MOXHO BCELEJIO CYAMTh O 3HAHUAX, UHTEpecax WU 3PYyAULIUU aBTOpa, €ro
KEJAaHUH CEPbE3HO OCMBICIUTH TeMy. OO030p JUTEpaTyphl CBS3BIBAET aBTOpAa C COOBITHUSMH
CETOAHSIIHErO JHS U IO3BOJIIET OTBETUTH HA BOIPOC — MOYEMY HCCIIENYETCs JaHHas TeMa, YTo
B3BOJIHOBAJIO B HEM aBTOPA, KaK OH IIOHUMAET aKTyabHbIE IPOOJIEMbI CETOIHSALIHETO JIHS.

B «pedepare — HaydHOM HCCIEIOBaHMM» OOBIYHO PACHpPOCTPAHEHO IIHPOKOE
LUTUpOBaHuE. B 3TOM ciydae aBTOp B KOHIIE CTPAHUIIBI 1a€T IIOJIHOE YKa3aHWE HAa HUTHPYEMYIO
auteparypy. Eciau nuTupoBaHue HENpaBUIBHO MM HEOPEXXHO OPOPMIIEHO, pedepaT BbI3bIBAET
00JbIIME COMHEHHUS B IIJIaHE CEPbE3HOCTU PadOTHI Ha/l HUM.

Oco6biM BugoM PHUM sBnsercs Tak Ha3bIBaeMbli «KOMIIEHCATOPHBIA pedepaty. D10
HeOoJbIlasg cTyneHdYeckas padoTa — OTYET O MPOIMYIIEHHON wiu ciabou3ydeHHO Teme. B
orinnuue ot PHU, pedepar, koMreHCHpyIOLMii He3HaHUE paHee U3YYEeHHOTO MaTepuana, MOXeT
HE HOCHTb TBOPYECKH-TIOUCKOBOTO XapakTepa M MUMeTh MeHbIIni oOobeM. Oba Tuma pedepara
00BIYHO O(OPMIISIOTCS MO0 B pacrneyaTaHHOM MAIIWHOMKUCHBIM TEKCTOM, JHOO B 3JIEKTPOHHOM
BApHUAHTE.

I1. «Pedepar-guckype» (PI)

«Pedepar-nuckype» sBisercs ocoboit ¢opmoit PHU, mpennonararomieii Bce OCHOBHBIE
TpeOOBaHUs, KOTOPbIE MPEABSBISIOTCS K CTYACHUECKOH padoTe U onucaHsbl Bbie. OCOOEHHOCTHIO
(PI) — «pedepara-guckypca» sBusercs GopMa M3I0KEHUS MaTepHaia, MpeacTaBisionas cooon
nof0op IMTAT Pa3IMYHBIX MBICIUTENEH M yYeHbIX MO JaHHOW Teme. [loHATHE «IHCKYpCY,
BBEJICHHOE B Cepe/IMHE HaIIero Beka (paHIy3CKUMH CTPYKTYpaJIHCTaMH, U 0003HA4YaeT B CaMOM
obmeM Buae «pedb, Oeceny». CTyaeHT Kak Obl OeceayeT ¢ BETMKUMHU MBICIUTEISIMUA 110 JaHHOMN
npobieme, COCTaBIIsAs CBOIO XPECTOMATHIO MO UCCIIeAYeMOi mpolieme.

B nponecce paboTbl OH 3HAKOMUTCS C TpyJaMH y4eHbIX. [[1s cTylneHTa-nepBOKYpPCHHKA
HamnMcaHue pedepaTa-JucKypca Jerde M Ioje3Hee MOCTONBKY, MOCKOJbKY OH elle He TOTOB K
CepbEe3HOMY HayyHOMY MouckKy. Jlyis Hero mofoOHBIN «pedepaT-xpecToMaTHs» — NMEPBBIN 1Iar B
HayKe KYPHaJIHCTUKE, 32 KOTOPHIM MOCJIEAYIOT O0jiee Cepbe3HbIe LIark 4epe3 CUCTEMY aBTOPCKUX
KOMMEHTapHEB, JaBa€MbIX MHOIMMHU CTYJIEHTAMH B CBOUX «pedepaTax—IucKypcaxy.



Pabotsl Tuna PJ[ mpenmomnaraioT mpodreHHe OOJBIIOro YHCiIa UCTOYHUKOB, UYTO TpPeOyeT
OT CTYAICHTa XOPOILIET0 3HAHUS JINTEPATYPHI 110 LIETIOMY Psily HayK.

CTtpykrypa pedepara.

Kak u Bcsikoe HayyHOe ucclieloBaHue, pedepaT J0JKEH UMETh YETKYI0 CTPYKTYypy. B Helt
JOJDKHBI TIPUCYTCTBOBATH CJIEIYIOIINE KOMIIOHEHTBI: TUTYJBHBIM JIUCT, OTJIaBJICHUE, BBEJCHHUE,
UCTOpHUYECKass U TeopeTudeckas (Mpd HEOOXOJUMMOCTH W IPAKTUYECKas) 4acTH, 3aKIHOYEHHE,
CIHCOK MCIOJB30BAHHBIX UCTOYHUKOB. BO BBeJIeHNH 0OOCHOBBIBAETCS aKTyaJIbHOCTh BRIOpAaHHOU
TEMbl, €€ HOBH3HA(IIpM HEOOXOAMMOCTH HaydHas W IPAKTUYECKas 3HAYMMOCTb), BBIICISACTCS
eIb, CTABATCA 3a/1a4M, OOBEKT U TpeIMET TBOPUECKOTO HMCCIEN0OBaHUs (IPU HEOOXOIUMOCTH
yKa3bplBAE€TCsl TUIIOTE3d); PACCMATPUBAIOTCS OCHOBHBIE JIUTEpaTypHble HCTOYHMKH. B
UCTOPUYECKOM YacTH  OCBEINAeTCsl BBIOpAaHHAs dI0Xa, HMHTEPIPETUPYIOTCS  OCHOBHBIC
XapakTEepPUCTUKH IpPOOJEMbl, B TEOPETUYECKOM — paccMaTpUBAIOTCSd OCHOBHBIC IOHATHUA U
HBOJIIOIMS B3TJIA0B Ha IaHHYIO MpoOieMy. B 3akitoueHnn Ha OCHOBAaHMH TOCTABICHHOMN LENU U
9KCIOHUPOBAHHBIX 3a/1a4 MPUBOJATCS OCHOBHBIE BBIBOJbI, K KOTOPBIM B PE3yJbTaTe HalUCAHUS
pedepata mpumen cryaeHT (MPH HATUYUKA — TUIIOTE3bl, NMPUBOJUTCS TOATBEPKIACHUE WIN
OIIpOBEpKEHHE MociieaHel). B crincke nCnoiab30BaHHBIX HCTOUHMKOB YKa3bIBAIOTCSI HCTOYHUKH, C
KOTOPBIMH pabOTall CTyJEHT MPU HaNMCaHUM pedepara, OHU MOTYT OBITH KaK JUTEpaTypHBIC, TaK
U MHTEPAaKTUBHBIE (3JeKTpOHHbIE). CHHCOK HCIOJIb30BaHHBIX HCTOYHMKOB OQOpMIIsSeTcs B
COOTBETCTBHUH C CYHIECTBYIOIINMH OMOIHOrpaduIecKuMu TpeOOBAaHUSMH (CM. BBIIIIE).

TpeboBanus k opopMIIeHNIO U NPeCTaBIeHNIO pedpepaTa

1.Pedepar BoinoaHsAETCS B TEKCTOBOM peaakTope Microsoft Word, popmart nrcra A4.

2.Ctpykrypa. Pedepar momkeH wHMeTh BBEJCHHWE, OCHOBHYIO dYacTh (2-3 TIaBhl),
3aKJIIOYEHUE U CIHCOK HCIOJIb30BAHHBIX HMCTOYHUKOB (KHHUTHU, >KypHalbl, ra3eThl, UHTEPHET-
yOJIMKAH, SJIEKTPOHHBIE PECYPCHI H Jp.).

3.Ctpanuna. Hymepauusi BBINONHSETCS CO 2-OM CTpaHHUIBI, BHU3Y («OT LIEHTpa» WIH
«cmpaBay). Pasmep mpudra: ocHoBHOW — 14, CHOCKM (BHHM3Y CTpaHHIIBI B aBTOMAaTHYECKOM
pexxume) — 12. A63an (kpacHas cTpoka) — orctyn — 1,25 cM. MeXCTpouHbIi MHTEpBal —
IIOJIyTOPHBIH.

4.06wem pedepara — 0,5 neuatroro jaucta (20 ThIC. 3HAKOB C MpoOeTaMH).

1.3. MeToauyeckne peKoMeHIAlUH 110 MOATr0TOBKe y4eOHOi JUCKYCCHHU

VYyeOHast qucKyccus ABIseT coOoil 1eeHanpaBIeHHbINA U YIIOPSI0YEHHBIH 0OMEH uesmu,
CYKIECHUSIMH, MHEHHUSMHU B IPYIIE pagu Moucka uctuH. Ilpn 3ToM opraHusyercs MOMCK HOBOTIO
3HaHMS — OLIEHKH, OPUEHTHPA JJIsl OCIEAYIOLIEH caMOCTOATENbHON PadOTHI.

IIpenogaBaTtens 3apaHee JaeT CCBUIKM Ha JUTEPATypy WIH Jp. UCTOYHUKH, KOTOPBIE
HEOOXOAMMO M3y4MTh Iepel 3aHiATHeM. B mpomecce AMCKYCCHMM — CTYAEHT  JOJKEH
IIPOJEMOHCTPUPOBATh 3HAHME JOTOTO MaTepHalla, a TaKKe YCBOCHHE DPAHEE W3YYECHHBIX
COITYTCTBYIOIIIMX BOIIPOCOB.

CTyZneHT NOJKEH NMPUHUMAaTh AKTUBHOE yYacTHE B JUCKYCCHH, BBICKA3bIBaTh CBOIO TOUKY
3peHus], y4acTBOBATh B MMOMCKE PEUICHUs MPOOIEMBI, IIPU 3TOM MPOSIBIISISI CIIOCOOHOCTDH K aHATHU3Y,
0000I1IeHNI0, KPUTHUYECKOMY OCMBICIICHUIO 3HaHUH. Bo Bpems moneMuku cTyeHTy HeoOX0IuMOo
coOiroaaTh 3TUYECKUE HOPMbI U MPOSBIISATh HABBIKU MYOJWYHOW pedM, apryMeHTalllH, BeJICHUS
JUCKYCCHH, JIEMOHCTPUPOBATh BIIAJ€HUE TIPAaMOTHOM peYbl0, YMEHHE WILIIOCTPUPOBATH
TEOPETUUECKHE MOJI0KEHHSI KOHKPETHBIMH MTPUMEpPaMu, IPUMEHSATh UX B HOBOW CUTYallUH.

1.4. MeroauvecKkue peKOMEeHAAUMH 10 MOATOTOBKE K TeCTY.

Taxxke HUCIIONB3yeTCsl CUCTeMa KOHTPOJIS Ha OCHOBE pa3paOOTaHHBIX TecToB. [IpumepHbie
BApPUAHTHl TECTOB NPHUBOJATCS B OJHOM M3 PAa3/elIOB JIaHHOW MpOrpamMMbl, KOTOpPBIE
PEKOMEHAYETCA MCIOJIB30BaTh B XOJ€ IPOBEACHUS MNPAKTHUYECKUX 3aHATHil. MrTorosoe
TECTUPOBaHUE IMpeANosaraeT MoBTOPEHUE BCEro M3ydeHHOro martepuaina. OOyyaroniyecss MOTYT



BOCIIOJIB30BaThCA JIGKIIMOHHBIMM MaTepHallaMH, a TakXe€ OCHOBHOM U JOMOJHUTEIbHOMN
JUTEPATypOM JUIsl MOATOTOBKH K TECTY.

1.5. MeToauyeckne peKOMEHIAUH 10 MOATOTOBKE K 3a4eTy

[ToaroTroBka K 3a4eTy CIIOCOOCTBYET 3aKPEIUICHUIO, YIITYOJIICHHUI0O W O0OOIICHUIO 3HAHUH,
MOJIy4aeMBbIX B IpoIlecce O0yUYCHHS, a TAKKEe MPUMEHEHHUIO UX K PEIICHUIO0 TPAKTHYCCKUX 3a1a4.
['oTOBsICH K 3a4eTy, 0OYyYalOUIUIiCS JIMKBUIUPYET MMEIOUIMECs MPOoOenbl B 3HAHUSX, YIIIyOJseT,
CHUCTEMATHU3UPYET M YIOPSI0YMBACT CBOM 3HaHMs. Ha 3adere CTyAeHT IeMOHCTPUPYET TO, YTO OH
npuoOpen B mporecce 00ydeHHs.

B mnepuom moAroToBKM K 3adeTy OOydYamoIIMecs BHOBb OOpamiaroTcs K y4eOHO-
METOJUYECKOMY MaTepuany W 3aKpeIUIsSioT 3HaHus. [loaroroBka K 3adeTy BKJIIOYAEeT B ceOs
CaMOCTOSITEIIEHYIO pa0OTy B TEUECHHUE BCETO MEepHo/ia 00yUCHHUS U HEMOCPEICTBEHHYIO MTOJATOTOBKY
B JIHHM, NPEINICCTBYIONIME 3adeTy M0 TeMaM pasjieiaM U TeMaM YYeOHBIX JIUCIMILIUH,
BBIHOCHMBIM Ha 3a4eT.

[Ipy moAroToBKEe K 3a4eTy OOYyYaromMMCS IIEeJIeCO00pa3HO WCIONIb30BaTh MAaTEPHAIIBI
JCKIHHA, y4eOHO-METOAMYECKIE KOMIUICKCHI, OCHOBHYIO H JIONIOJHUTEIBHYIO JINTEPATYPY.

BO BperI OTBE€TAa Ha IIOCTABJICHHBIC BOHpOCBI HaaI0 6I)ITI> TOTOBBIM K AOIIOJITHUTCIBbHBIM
WIA YTOYHSIOIIUM BOmpocaM. J[OTIOJTHHUTENBHBIC BOIPOCHI CBSI3aHbI, KaK MPABUIO, C HEIOJIHBIM
OTBETOM. Y TOYHSIIOIIHAE BOMPOCHI 3aAF0TCS, YTOOBI MO0 KOHKPETU3MPOBATH MBICIH CTYJCHTA,
1100 YTOOBI CTYEHT MOIKPEIHI T€ WU MHbIC TCOPETUUYCCKUE TOI0KEHUS TPAKTUKOW. [1omHBIN
OTBET Ha YTOYHSIOIIAE BOIPOCHI JIMIIb YCUIUBAET 3P PEKT 00IIero oTBeTa 00yJIaromerocs.

2. IL1aHbl NPAKTHYECKUX 3aHATHH

Tema 1. JlokyMeHT B COBpeMEHHOM MUpe

Iinan:

1. TloHsATHE «AOKYMEHT»: UCTOPUS U COBPEMEHHOCTh. XapaKTEPUCTHKA IIOJIXO/IOB.

2. BunooOGpasyrolye mpu3HaKH JOKYMEHTOB.

3. XapakTepucTHKa H IIGHHBIE CBOMCTBa OT/AEIBHBIX Pa3HOBUIHOCTEH JIOKYMEHTOB:
o(ULMaNbHBIX, HOPMAaTUBHO-IIPABOBBIX, Hay4HBIX, IIPOU3BOJACTBEHHO-TIPAKTUYECKHUX,
CIIPaBOYHBIX.

4. JlokyMeHTaJbHbII MOTOK: 00Iast XapaKTepUCTHKA.

5. CTpyKTypa ¥ 3aKOHOMEPHOCTH Pa3BUTHUS JOKYMEHTAJILHOTO MOTOKA.

6. TocynmapcTBeHHble cTaHZapThl Ha JOKYMEHTBI M HUX pOJIb B  PEryJdpOBaHUU
JIOKYMEHTAIlMOHHOTO 00ecrievyeHus yIpaBIeHUS.

7. YHuUKaNM U CTaHAAPTU3ALUS YIIPABIEHUYECKUX JOKYMEHTOB.

Jlumepamypa: 1, c. 6-13]; [2, c. 5-34]; [3, c. 68-90]; [4, c. 11-34].

Bonpocwi 0na camoxonmponsa:
1. OxapakTepusynTte COJepKaHUE MOHATUS «TOKYMEHT.
2. Onumurte yHUPUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.

3adanus ona camocmosmenvHol pabomuol:
1. [laTh XapaKTepUCTHKY KOHKPETHBIM U3JIAaHUSAM KaK JJOKyMEHTaM C ITOMOIIBI0 OJIOK-(haceTHOM
CXeMBI K1accuukaimm.

Tema 2. JlokyMeHTallHOHHOE O0ecIieYeHne YIIPABJICHHUSA

Inan:

1. VYmopaBneHueckass — JIeATENBHOCTh M OOECIEYEHHE  YIPABICHUECKOW  JIEeATETbHOCTH
JIOKyMEHTaMH.



2. Epunble TpeOoBaHMsA W TpaBuia O(GOPMIICHUS JOKYMEHTOB YIIPABIICHUS, YCTAaHOBJICHHBIC
roCyJapCTBEHHBIMM HOPMaTUBHBIMH aKTaMU.

3. Tonsarue o pexBusute. COCTaB PEeKBU3UTOB, UX pacnojoxenue. TpedoBaHus k oopmieHnio
PEKBU3UTOB.

4. bnank nokyMmeHTa. Buzapl OJIaHKOB M MOPAJOK pPAclOJIOKEHUS PEKBU3UTOB B OJIaHKE.
OcobenHoctu opopMIIeHUs PA3IUYHBIX BHJIOB OJIaHKOB.

5. OpraHu3anuoHHble JOKyMeHTBl: YcraB, Ilonoxenue, MWuctpykuuu. Crpykrypa H
coaepxkaHue 10KyMeHToB. OcoOeHHOCTH TeKcTa. [IopSI0K UX COCTaBICHHS U MCIIOJIb30BAHMS.

6. PacnopsgurenvHble A0KymMeHTHI: IloctanoBinenusi, Pemenus, Ilpuxaswl, Pacnopsokenus,
Vkazanus. [lopsaok u npasuiia opopMIIeHUS paCIOPSIIUTENbHBIX JOKYMEHTOB.

7. WudopmManMoHHO-CIIPABOYHBIE JOKYMEHTHI; OCHOBHBIC BHUbI, Ha3HaueHHE; TPeOOBAaHUSA K
COCTaBJICHUIO ¥ 0(OPMIICHHIO.

8. JIOKyMEHTBI IO JMYHOMY COCTaBY: TPYIOBBIE KOHTPAKThl, MPHUKA3bl 110 JUYHOMY COCTaBY,
TPYAOBBIE KHIDKKU. YHUPHUIMPOBAHHBIE (POPMBI IEPBUYHON YYETHOH JOKYMEHTAIMH TI0 TPYAY H
ero omuiate. KoHpuIeHIMAaIBbHOCTh JOKYMEHTOB 110 INYHOMY COCTAaBY.

Jlumepamypa: [1, c. 24-78]; [2, c. 63-99]; [3, c. 91-150]; [5, c. 26-75].

Bonpocw 0na camoxonmpona:

1. Onwumure eauHble TpeOOBAaHUS U IIpaBUIa OGOPMICHHS JOKYMEHTOB YIPABICHHUS.

2. JlaiiTe XapaKTEpPUCTHKY YHU(PHUIIMPOBAHHBIM (hOpMaM MEPBUYHON yUETHON JOKYMEHTAIMH IO
TPYZAY U €ro OIuIare.

3. HazoBuTte BuIBI IIFICEM 1O COAEPIKAHUIO M HA3HAYCHUIO.

3aoanus ona camocmoamenbHol pabomul:

1. CocTaBuUTb CIIy’KEOHYIO 3aITUCKY.

2. CocTaBUTb OOBSCHUTENBHYIO 3aMUCKY.
3. CocTaBuTh pe3toMe U aBToOHOrpaduio.
4. CocTaBuTh NpUKa3 M0 JUYHOMY COCTaBY.

Tema 3. Opranusanusi padéoThl ¢ JOKYMEHTAMH

IInan:

1. JokymeHTo060poT npeanpustus. OCHOBHbIE JOKYMEHTAMOHHBIE TOTOKH.

2. T'pynmel [OKYMEHTOB: BXOAfAILIME, HUCXOAsAlIMe, BHyTpeHHue. OpraHuzanusi paboThl C
HNOCTYNAIOMMMU  («BXOJAIIMMU») M OTHPABISEMbIMH  (HCXOIAMIMMU») JOKYMEHTaMH.
[TpaBuiia opranu3anuu padboThl ¢ BHYyTPEHHUMH JJOKYMEHTaMU.

3. Perucrtpamusi OKYMEHTOB — COCTaBHas 4YacThb TEXHOJIOTMM OpraHM3alud paboThl ¢
JIOKyMEHTaMH.

4. Ilonartne «HOMeHKIaTypa nen». Ha3HaueHne W BUIABl HOMEHKIATypel Jei. Tumosas,
pUMepHas ¥ KOHKpeTHasi HOMEHKJaTypa Jen. TpeOoBaHus, IpeabsIBIsieMble K COCTaBICHUIO
U 3aT0JHEHUIO (OPMBI HOMEHKJIATYpPBI /1€ OpraHu3alliu.

5. TlpaBuna popmMupoBaHUS pa3INYHBIX KaTETOpUN JOKYMEHTOB B J€la.

6. Ilonarue «odopmienue nena». OCHOBHbIE TPEOOBaHUS, IPEABABISIEMbIE K OPOPMIICHUIO €.
[TonHOE 1 yacTU4YHOE OPOPMIICHHE eIl

7. llpaBuna mnepemaun Jen Ha XpaHeHHEe B apxuB. OTBETCTBEHHOCTh 33 COXPaHHOCTH
JIOKYMEHTOB.

8. DJEeKTpOHHBIA JTOKyMeHT000OpoT. KoMmbloTepHBIE TEXHOJOTHH JIOKYMEHTAI[HOHHOTO
o0ecrieyeHus yrpaBJieHUsl.

Jumepamypa: [1, c. 79-86]; [2, c. 312-346]; [3, c. 151-220]; [5, c. 76-93].



Bonpocul ona camokonmpona:

1. Onummre GpopMbl perucTpanuu JOKYMEHTOB U MOPSAIOK MX 3allOJIHEHUSI.
2. OxapakTepu3yhTe MOHATHE «IKCIIePTH3a IICHHOCTH JIOKYMEHTOB.

3aoanus ona camocmoamenvbHol pabomul:
1. CocraBuTh CXEMy JJOKYMEHTOOO0POTA MPEIIPHUSTHSL.
2. CocTaBUTh HOMECHKJIATYPY €T MPEATPHUSITHS.



