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1. Meroanyeckue peKoMeHAAlUN

11 MeToauueckue P€KOMEHIAUU 110 OpraHusanuu paﬁoTbl CTYAEHTOB BO BpeEMs
NpoBeACHUSA JJCKIMOHHBIX U MPAKTUYICCKHUX 3aHATHII

[lpucrymas K M3YY4EHHIO JTUCHUIUIMHBI, CTYACGHTY HEOOXOJMMO BHHMATEJIbHO
O3HAKOMUTBCA C TEMATHYCCKHM IIJIaHOM 3aH$[TI/II\/'I, CIINCKOM pCKOMeHI[OBaHHOI\/’I JINTCPATYPHI.
Crnenyer ysCHUTh NOCJIEIOBATENBHOCTh BBINOJIHEHUS HWHIMBUAYAJIbHBIX Y4eOHBIX 3aJaHUM.
CamocrosTenbHas paboTa CTyA€HTa MpeanonaracT paboTy ¢ HaydHOH M yueOHOW JIMTeparypoH,
YMEHHUE CO3/71aBaTh TEKCThl. YPOBEHb U INIyOWHA YCBOEHUS JAUCLUIUIMHBI 3aBUCST OT aKTUBHOW U
CUCTEMATUYECKON paboThl Ha JIEKLUAX, U3YUYEHUS PEKOMEH/I0BAaHHOW JINTEPATYPHI, BHIOJIHEHUS
KOHTPOJIbHBIX MUCbMEHHBIX 3a/1aHUH.

HpI/I N3YUCHUHN NUCHUIINIMHBI CTYJACHTBI BBIITOJIHAKOT CICAYIOIINEC 3aJaHNsA:

- U3Yy4YalOT PEeKOMEHJOBAHHYIO YUEOHYIO JINTepaTypy;

- BBITIOJIHAIOT 33J[aHUs, TIPETYCMOTPEHHBIE TSI CAMOCTOSATENBHOM paboTEhI.

OCHOBHBIMHU BUJIaMHU ayJAUTOPHON pabOThl CTY/IEHTOB SABISIOTCS JIEKIMH U MPAKTHUYECKHE
3aHATUA.

B xozxe nexkumii mpernojaBaTenb M3J1araeT U pa3bsACHAET OCHOBHbIE, HaHOOJEe CIOXKHBIE
INOHATHUSA TEMbI, a TAaKXC CBA3aHHBLIC C HeH TCOPETUYCCKHUEC U TIPAKTUYCCKHE HpO6J'IGMI)I, JacT
PEKOMEH/IallMU Ha MPAKTUYECKOe 3aHATHE U YKa3aHHsI Ha CAMOCTOSITEIbHYIO PaboTy.

[IpakTnueckue 3aHATHS 3aBEpIIAIOT M3yuyeHHWE Haubojiee BaXXHBIX TeM Yy4eOHOH
JucuuIuiMHbl. OHM Cily’kaT Ui 3aKpeIuIeHUs W3YYEeHHOI'o MaTepuaia, Pa3BUTUS YMEHMH U
HaBBIKOB TIOJATOTOBKM pedeparoB, a TakkKe I KOHTPOJS IPErojaBaTesieM CTENeHH
MOJTrOTOBJICHHOCTHU CTY/IEHTOB IO U3y4aeMOH JTUCIHUILIHHE.

CryneHTaM peKOMEHIyeTCsl U3ydaTh JOINOJHUTENIBHYI JINTEpaTypy IO HCTOPHUH
OTEYECTBEHHOM JXYPHATUCTUKH.

1.2 MetoauyecKkue peKoMeHAAIUU 10 CO31aHNI0 pedepaTa

Pedepar npeacrapnser coboii:
JOKJIa] Ha OMpPENEICHHYI0 TeMy, BKIIOYAIOMIMA 0030p COOTBETCTBYIONIMX IUTEPATYPHBIX U
JIpYTUX UCTOYHHUKOB;




U3JI0KEHUE COIeP)KaHUsI HAyYHOU pabOThI, KHUTH.

Takum o0OpazoM, B TPaguIIMOHHOM “‘JaTHHCKOM’ cMbIcie pedepaT — 3TO TBOPUECKUM
JIOKJIAJl WIIM M3JI0KEHUE COJACP)KaHUs HaydyHOW paboThl. MIMEHHO B 3TOM cMbIcie pedepar Kak
TBOpYeckas (opMa HMHIUBUAYAJIbHOW pPabOTHl CTYJEHTAa IIHUPOKO HCIOJIB3YeTCd BO BCEX
T'yMaHUTapHBIX HayKax.

Mo>HO BBIIEIUTB, 10 KpaiiHel Mepe, ciieayrolye TUIbl pedepaTos:

I. «Pedepat — HayuHoe ucciaegopanue» (PHHN)

«Pedepar — HayuHOE Hcciie0BaHNEe» — HanboJiee pacpoCTPaHEHHbIN THUIT CTYAEHYECKON
pedeparuBHOil paboTel. PopMa M copep)kKaHWE TAHHOTO THIA pedepaTa TBOPUECKH H3JIAraroT
COJIep’KaHuEe TOM WJIM MHOW TEMbI HAYYHOI'O HCCIIENOBaHMsA. TeMbl IpeniararoTcs IporpaMMoin
Kypca ¥ TBOPUYECKHM MOIUGHUIMPYIOTCS B COBMECTHOW paboTe MpernojaBaTelss W CTYICHTA B
3aBUCUMOCTH OT 3HaHUH, HHTEPECOB, CIIOCOOHOCTE U BO3MOXKHOCTEH CTYJEHTA, €ro CKJIOHHOCTH
K HAy4YHOMY ITOUCKY.

OmnpenenuB Temy pedeparta, Hanpumep «Mcropus nzydenuss Konbckoro 3amnonspbsa»,
aBTOP UCCIIENOBAHMS JOJDKEH OIPAHMYUTH €ro npeaMmer. [Ipyrumu ciioBaMH, HE OIMCHIBAaTh BCE
MHOrooOpa3ue Hay4yHbIX W3bICKaHMH B JAHHOW 00JacTH, a OTOBOPHUThH, YTO OH pacCMaTpUBAaET, K
IIPUMEPY, TOJIBKO JEATEIIBHOCTh OTEYECTBEHHBIX KPAaeBEIOB M UX OCHOBHBIE TPY.Ibl. TBOpUecKn
paboTaroUMii CTyIeHT MOXET YriyOuTh WM pa3BUTh HEKOTOPBIE MJEH Pa3/eNsieMOi UM TOYKH
3peHus, CYyLIECTBYIOIIEN B HAYKE, HO MOXET JaTh CBOIO COOCTBEHHYIO OPUTMHAIbHYIO TPAKTOBKY,
UCXOAs OT MPOTHBHOIO, T.€. OTpULAs CYIIECTBYIOUIME IIO3MLMM M Mpeajaras CBOIO
MHTEPIIPETALNIO TPOOIIEMBI.

TBopueckuil xapaktep MnomoOHOro Tuna pedepara HE CTOJIBKO B CAMOCTOSTEILHOM
FYMaHUTapHOM Hay4yHOM IOUCKE CTYyJEHTa (YTO OYEHb TPYAHO JUIsl IEPBOKYPCHUKA), CKOJIBKO B
€ro TBOPYECKOM HHTEpECE, CAMOCTOSTEIbHOM BBIOOpPE TE€MBbI, TOM paKypce HM3JI0KEHUS MHOTIa
OOLIEN3BECTHBIX TIOJIOKEHUI, KOTOPBIM MOXET HaWTH TOJBKO CaMOCTOSTEIbHO MBICISAIIMM
YEJIOBEK.

Boei6op Tembl JO/KEH ObITH OOBACHEH aBTOpoM. BaxHylo ponb B MOAOOHOM THIIE
pedepara urpaer 00630p JUTEPaATyphl U €r0 yKazaredb B KOHIE paboThl. [1o crnucky nuTepaTypsl,
€€ HOBU3HE M 00BEMY MOXHO BCEIENIO CYIUTh O 3HAHMSX, HHTEpecax U dPYIUIMU aBTOpa, €ro
KENaHUHM CEePbe3HO OCMBICIUTH TeMy. OO030p JUTEpaTypbl CBS3BIBAE€T aBTOPAa C COOBITUAMHU
CErOJHAIIHErO JIHS M MO3BOJISET OTBETUTH HA BOIPOC — IMOYEMY UCCIENYETCs JaHHas TeMa, 4To
B3BOJIHOBAJIO B HEH aBTOpA, KaK OH MOHUMAET aKTyaJlbHbIe TPOOJIEMbI CETOHSIIHETO JIHS.

B «pedepare — HayuHOM HCCIEAOBaHHUUW» OOBIYHO PACHPOCTPAHEHO IIUPOKOE
LUTUpOBaHue. B 3TOM ciydyae aBTOp B KOHIIE CTPAHHULBI JA€T MOJHOE YKAa3aHUE HA LIUTUPYEMYIO
autepatypy. Eciu nutupoBaHue HENpaBHJIBHO WM HEOPEKHO 0QOpMIIEHO, pedepar BbI3bIBAET
0oJIbIIIe COMHEHUS B IIJIAaHE CEPhE3HOCTH pabOThI HAJl HUM.

OcobpiM Bugom PHU sBasiercst Tak Ha3biBaeMblii «KOMIIEHCATOPHBIM pedepaTty». ITO
HeOoublIas CTyJeH4Yeckass paboTa — OTYET MO MPONYIIEHHOW uiaM ciabousydyeHHoW Teme. B
ornuune or PHU, pedepar, komneHcupyomuii He3HaHWE paHee W3YYEHHOI'0 MaTepuana, MOXKET
HE HOCUTHh TBOPYECKH-TIOMCKOBOTO XapakTepa M MMeTh MeHbIIMi oOobeM. OOa Tuma pedepara
00bIYHO OOpMIISAIOTCS MO0 B pacreyaTaHHOM MAalIMHOMKUCHBIM TEKCTOM, JINOO B 3JIEKTPOHHOM
BapHaHTe.

I1. «Pedepar-muckype» (PI)

«Pedepar-nuckype» sBisiercsi ocoborr dopmori PHU, mpenmonararomnieid Bce OCHOBHBIC
TpeOOBaHUS, KOTOPHIE MPEABSIBISIOTCS K CTYJACHUECKON paboTe U onucaHbl Boilie. OCOOEHHOCTHIO
(PII) — «pedepara-guckypcay sBisieTcss Gopma U3I0KEHUS MaTepHaia, MPeACTaBiIsIomas coooi
non0op IMTAT PA3TMYHBIX MBICIHTENEH W YYeHbIX MO JaHHOW Teme. [loHSATHE «IHCKYpC»,
BBEJICHHOE B CEpe/IMHE HAIIEeTo BeKa (paHIly3CKIMH CTPYKTYPaTUCTaMH, U 0003HAYaeT B CAMOM
obmiem Buae «peub, Oeceny». CTyaeHT kak Obl OeceyeT ¢ BETUKUMU MBICTUTENSMHU 0 JTaHHOU
npo0JemMe, COCTaBIIsIsl CBOKO XPECTOMATHIO IO UCCIIEAYeMOH mmpoliemMe.



B npomuecce paboTbl OH 3HAKOMHUTCSA C TpyJaMH y4deHbIX. /[ cTyneHTa-nepBOKypCHHKA
HanucaHue pedepara-IUcKypca JIeT4e U IOJe3Hee MOCTONbKY, MOCKOJIbKY OH €lle He TOTOB K
Cepbe3HOMY Hay4HOMY noucky. /s Hero monoOHbIN «pedepar-xpecToMaThs» — MEPBHIi 1Iar B
HayKe JKYpHaJUCTHKE, 32 KOTOPBHIM MOCIEIYIOT 00JIee cephe3HbIe IIark 4epe3 CUCTEMY aBTOPCKHUX
KOMMEHTApHUEB, 1IaBAEMbIX MHOTUMH CTYJACHTAMH B CBOMX «pedepaTax—IucKypcaxm.

Pa6oter Tuna PJI mpennosnaraioT npouTreHue OOJBIIOrO YMCIIa UCTOUYHUKOB, YTO TPEOyeT
OT CTYJIEHTa XOPOIIEro 3HaHMsI JUTEPATYPHI 10 LIETOMY Py HayK.

Crtpykrypa pedepara.

Kak u Bcsikoe HayyHOE HccliefioBaHue, pedepaTr JOHKEH UMETh YeTKYI0 CTPYKTYpy. B Heil
JOJIKHBI MPUCYTCTBOBATH CIIEAYIOIIME KOMIOHEHTBI: TUTYJIbHBIN JIMCT, OIJIaBJIEHUE, BBEICHUE,
UCTOpUYECKasi U TeopeTudeckas (Mpu HEOOXOAMMOCTHM M IPAKTUYECKas) 4acTH, 3aKJIIOUEHHE,
CIIMCOK MCIOJIb30BaHHBIX UCTOYHUKOB. Bo BBeZjeHMN 000CHOBBIBAETCS aKTYaIbHOCTH BHIOPAHHOM
TEMBbl, €€ HOBM3HA (IIpM HEOOXOJMMOCTU HaydHas M IPAKTHUYECKAs 3HAYMMOCTH), BBIIEISAETCS
1eNb, CTAaBITCS 3aJaud, OObEKT M IMpeIMeT TBOPUYECKOTO HCCieNoBaHUs (IpU HEOOXOAMMOCTH
YKa3bIBAa€TCsl THUIOTE3d); pacCMaTpUBAIOTCS OCHOBHBIE JIMTEpAaTypHbIE HCTOYHUKHU. B
UCTOPUYECKOW YacTH OCBELIAeTCsl BbIOpaHHAs »dMOXa, HWHTEPIPETHPYIOTCS  OCHOBHBIC
XapaKTEepUCTUKU NPOOJeMbl, B TEOPETHMUECKOM — paccMaTpUBAIOTCS OCHOBHBIE IOHATUS U
SBOJIIOIMS B3TJISA0B Ha JaHHYIO Mpobiemy. B 3akimroueHnr Ha OCHOBaHUM MOCTABICHHOW 1€ U
HKCIIOHMPOBAHHBIX 3a]a4 MPUBOASITCS OCHOBHBIE BBIBOJbI, K KOTOPBIM B PE3YyJIbTaTE HAIMCAHUS
pedepara mpuiien CTyAeHT (IpU HATUYUM — TUIIOTE3bl, MPUBOAUTCS IOATBEPKACHUE WU
OIpOBEpIKEHUE NoceIHEN). B criucke nenosib30BaHHBIX HCTOUHUKOB YKa3bIBAlOTCS UCTOUHUKH, C
KOTOPBIMH paboTaj CTYIEHT MPH HAMCaHUH pedepaTta, OHU MOTYT ObITh KaK JTUTEpaTypHBIE, TaK
U HMHTEPAKTUBHBIC (IEKTpOHHBbIE). CHHCOK HCIONBb30BaHHBIX HCTOYHHKOB O(QOPMIISIETCS B
COOTBETCTBUHU C CYIIECTBYIOIIMMH OMOIHOrpaduuecKuMu TpeOOBaHUSIMU (CM. BBIILIE).

TpeboBanusi k 0(p)opMIIEeHUIO U NPeCTABJIEeHNIO pedepaTa

1.Pedepar BeimonHsieTcs B TeKCTOBOM penaktope Microsoft Word, gpopmar nucra A4.

2.Ctpyktypa. Pedepar npomkeH wuMeTh BBeJE€HHE, OCHOBHYIO dYacTh (2-3 TiaBhl),
3aKJIFOYEHHE M CIIHCOK HCIOJIb30BAHHBIX HCTOYHUKOB (KHUTH, JXypHAIIbI, Ta3eThl, WHTCPHET-
nyOJIMKAILUK, SIEKTPOHHBIE PECYPCHI U Ip.).

3.Crpanuna. Hymepauusi BbINONHSETCS €O 2-OM CTpaHHULbI, BHU3Y («OT LIEHTpa» WIH
«cmpaBa»). Pasmep mpudra: ocHoBHOW — 14, CHOCKM (BHM3Y CTpPaHHIBI B aBTOMAaTHYECKOM
pexume) — 12. AO3an (xpacHas cTtpoka) — orcryn — 1,25 cM. MeXCTpouHbI HMHTEpBal —
IIOJIyTOPHBIN.

4.06bem pedepara — 0,5 nedatHoro aucta (20 ThIC. 3HAKOB C POOEITAMH).

1.3 Metoauyeckue peKoMeHAAIUH 110 MOATOTOBKe Y4eOHO AuCKYyCCHH

VYyeOHass JqucKyccus SIBISIET COOOM IeEeHANpaBICHHbI M YHNOpSAJOYEHHBIH OOMEH HAEIMH,
CYKIEHUSIMH, MHEHUSMHU B IPYNIE pagu noucka UCTUH. IIpu 3TOM opraHusyercs MOUCK HOBOTO
3HAHMS — OIEHKH, OPUEHTHUPA JISl TIOCIEAYIOIIEH CaMOCTOSTEIHHON pabOTHI.

[IpenonaBatens 3apaHee JaeT CChUIKU Ha JIUTEPATypy WM Ap. UCTOYHUKH, KOTOPbIE HEOOX0IUMO
U3YYUTH Niepes 3aHsaTHeM. B nporiecce TUCKyCCHH CTYAEHT JTOJKEH MPOJEMOHCTPUPOBATH 3HAHUE
ATOro MaTepuasa, a TaKXKe YCBOCHHE paHee U3yYEHHBIX COITYTCTBYIOIIMX BOIPOCOB.

CTyneHT noJKeH NPUHUMAaTh aKTUBHOE y4acTHe B JUCKYCCHM, BHICKA3bIBaTh CBOIO TOUKY 3PEHUS,
y4acTBOBaTh B MOMCKE PEIICHUs MpOOJIEMBI, NMPU 3TOM MPOSABIAS CIOCOOHOCTH K aHaIH3Yy,
0000111eHII0, KPUTHYECKOMY OCMBICICHHIO 3HaHUI. Bo Bpems MojgeMHuKu CTYAEHTY HEOOXOAMMO
COOJIIO/IaTh 3TUYECKHE HOPMBI U TMPOSBIATh HABBIKU MYOJIMYHON peyH, apryMEHTAIH, BEJCHUS
JTUCKYCCUM, JIEMOHCTPUPOBATh BIAJIECHUE TPAMOTHOW peublo, YMEHHE WIUIIOCTPUPOBATH
TEOPETUYECKHE MOJI0KEHHSI KOHKPETHBIMH ITPUMEPAMU, IPUMEHSATh UX B HOBOW CUTYallUU.

1.4. MeToguyeckre peKOMEHIAUMH 110 NOATOTOBKE K TECTY.



Taxoke UcCTonb3yeTcs CUCTeMa KOHTPOJISl Ha OCHOBE pa3pabOTaHHBIX TecTOB. IIpumepHbIe
BapHaHTBl TECTOB MPHUBOJATCA B OJHOM W3 PAa3AENOB JaHHOW NPOTpamMMbl, KOTOpBIE
PEKOMEHIYETCSl UCIIOJIb30BaThb B XOJE€ IPOBENEHUSA IPAKTUUYECKUX 3aHATUH. MTorosoe
TECTUPOBAHUE IMpEANojaraeT MOBTOPEHUE BCEro M3ydeHHOro martepuaina. OOyyaromyecs MOTYT
BOCIIOJIb30BaThCSl JIEKIMOHHBIMM MaTepuajllaMi, a TaKXEe OCHOBHOM M JIOMOJIHUTEIbHOMN
JUTEPATypPO ISl MOATOTOBKH K TECTY.

15 MeToauuecKkue PE€KOMEHIAIUH ITO MOATOTOBKE K 3a4Y€Ty

[ToaroroBka k 3adeTy crocoOCTBYET 3aKPEIICHUIO, YIIIyOJIeHUIO M 0000IIEHHIO 3HAHUM,
NOJIy4aeMbIX B Ipoliecce 00y4eHus], a TAKKe MPUMEHEHHUIO UX K PELICHUIO MPAKTUYECKUX 3ajad.
['oToBsick K 3a4eTy, OOYYaIOMIMICS JIMKBUANPYET MMEIOIIUECs MPoOenbl B 3HAHUAX, YIIIyOJIserT,
CHCTEMAaTH3UPYET U YIOPSI0YUBAECT CBOM 3HaHUs. Ha 3auere cTyneHT AeMOHCTpUPYET TO, YTO OH
npuoOpen B mporecce o0ydeHHs.

B nmepuox moaroTroBkM K 3adery oOydaromuecss BHOBb 0OpamaroTcs K ydeOHo-
METOJIMYECKOMY MaTepuaiy W 3akperunsitoT 3HaHus. [loaroroBka k 3adeTy BKIIOYaeT B ceOs
CaMOCTOSITENIbHYIO pabOTy B TEUEHUE BCETO NMEPHO/Ia O0YUCHHUS M HEITOCPEICTBEHHYIO IOATOTOBKY
B [JHH, MpPEIIICCTBYIONIME 3a4eTy MO TeMaM pas3jieinaM W TeMaM YYeOHBIX IHCHUILIMH,
BBIHOCHMBIM Ha 3a4eT.

[Ipn moxrotoBke K 3adeTy OOYdYarOMIMMCS IIeJIeCO00pa3sHO HCHOJIb30BaTh MaTepUalIbI
JEKIHiA, y4eOHO-METOAMYECKIE KOMIUIEKCHI, OCHOBHYIO H JIOMIOJHUTEIBHYIO JINTEPATYPYy.

Bo Bpemsi oTBeTa Ha MOCTaBIEHHBIE BOIPOCHI HAJO OBITH FOTOBBIM K JIONIOJHHUTEIHEHBIM
WIA YTOYHSIOIIUM BompocaM. J[OTOJTHHUTENbHBIE BOIPOCH CBSI3aHBI, KaK MPABUIIO, C HETOJIHBIM
OTBETOM. YTOUHSIOIIME BOINPOCHI 337al0TCs, YTOOBI JINOO KOHKPETH3UPOBATh MBICIU CTY/EHTA,
1100 YTOOBI CTYAEHT MOIKPENHI T€ WM MHBIE TEOPETUUECKUE TTOJOXKEHNUS NPaKTUKOM. [TomHbIi
OTBET Ha YTOUHSIOIIUE BOTIPOCHI JIUIIb YCHIMBACT (P PEKT 00I1Iero oTBeTa 00y4Jaromerocs.

2. IL1aHbI NPAKTHYECKHUX 3aHATHH

Tema 1. JlokyMeHT B COBpeMeHHOM MHpe

IInan:

1. TloHsATHE «IOKYMEHT»: UCTOPUS U COBPEMEHHOCTh. XapaKTepPHCTUKA MOIX0JI0B.

2. BumooOpa3yromye mpu3HaKh JOKYMEHTOB.

3. XapakTepuCTUKa M IIGHHblE CBOMCTBa OTAEIbHBIX PAa3HOBUAHOCTEH JJOKYMEHTOB:
Oo(UIMAIIbHBIX, HOPMaTUBHO-TIPAaBOBBIX, Hay4HBIX, MIPOU3BOJICTBEHHO-ITPAKTUYECKHUX,
CIIPABOYHBIX.

4. JlokyMeHTaJbHBIN MOTOK: 00IIast XapaKTePUCTHKA.

5. CrTpyKTypa 1 3aKOHOMEPHOCTH Pa3BUTHsI JOKYMEHTAJIBHOTO MOTOKA.

6. TocymapcTBeHHbIE CTaHZapTHl Ha JOKYMEHTBI W WX pOJIb B  PEryJUPOBaHHUH
JIOKYMEHTAITMOHHOTO 00eCTeueH s yIpaBIeHUs.

7.  YHudUKaMA ¥ cTaHAApTU3ALUs YIIPaBICHUYECKUX TOKYMEHTOB.

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

Bonpocwi ona camoxonmpons:
1. OxapakTepusyuTte CoJIepKaHue MOHATHUS «TOKYMEHT).
2. Onumurte yHUPUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.

3adanus ona camocmosmenvHol pabomuol:
1. [laTh XapaKTepUCTHKY KOHKPETHBIM U3JIaHUSAM KaK JJOKyMEHTaM C ITOMOIIBI0 OJOK-(haceTHOM
CXeMBI Ki1accuuKaIum.



Tema 2. /lokymMeHTallHOHHOE o0ecrieYeHne YIIPpaBJIeHHA

Inan:

1. VYnpaBneHueckas  J€ATE€IbHOCTb U OOECIEUEHUE  YNPABICHUECKOHW  JEATEIBHOCTH
JIOKYMEHTaMHU.

2. Epunble TpeOoBaHus W TpaBwia OQOpMIICHHS IOKYMEHTOB YIPABICHHS, yCTAaHOBJICHHBIC
roCy/1apCTBEHHBIMU HOPMaTUBHBIMH aKTaMH.

3. Tlousartue o pexBuzute. CocTaB peKBU3UTOB, UX pacrnojoxeHue. TpedboBanus k opopMIICHUIO
PEKBU3UTOB.

4. bnank noxkymeHTa. Buapl OIaHKOB M TOPAJOK pPACIOJIOKEHHUS PEKBU3UTOB B OJIaHKE.
Ocobennoctu opopMIICHHUS PA3TUYHBIX BHIOB OJIaHKOB.

5. OpraHuzaniioHHbie  JAOKyMeHThI: YcrtaB, Ilonoxkenuwe, Wuctpykuuu. Crpykrypa U
cozepkanue 1okyMeHToB. OcoOeHHoCcTH TekcTa. [lopsaok ux cocTaBieHHs U UCIOIB30BaHUS.

6. Pacnopsautenbusie nokymeHThl: I[locranoBnenus, Pemenus, [lpukasel, Pacnopspkenus,
VYkazanus. [Topsanok u npaBuiia ohopMIICHUST PACIOPSAUTEIBHBIX TOKYMEHTOB.

7. HHpopMalMOHHO-CIIPAaBOYHbIE JOKYMEHTHI; OCHOBHBIC BHJIbI, Ha3HaueHUE; TpeOOBaHUS K
COCTaBJICHUIO M O(OPMIICHHIO.

8. JIOKYMEHTHI IO JIMYHOMY COCTaBY: TPYJOBBIE€ KOHTPAKTHI, MPUKa3bl MO JIMYHOMY COCTaBY,
TPYJOBbIE KHIKKU. YHUPUIIUPOBAHHBIE ()OPMBI IEPBUYHOIN YUE€THOW AOKYMEHTAIMH MO TPYAY U
ero oruiate. KoHpHIEHIMATHLHOCTh TOKYMEHTOB 110 JITYHOMY COCTaBY.

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

Bonpocwi ona camoxonmpons:

1. Onwumure exuHbIe TPeOOBAHUS U MpaBHUiIa OOPMIICHHS JOKYMEHTOB YIPABICHHS.

2. JlaiiTe XapaKTepUCTUKY YHUPUIIMPOBAHHBIM (hopMaM NEPBUYHOMN y4ETHOH NOKYMEHTALUH 110
TPYAY U €ro oIuiare.

3. HazoBuTte BU/BI MCEM MO COAEPIKAHUIO M HA3HAYEHUIO.

3aoanus ona camocmosamenvHol pabomsi:

1. CoctaBUTbH CIyKEOHYIO 3aIHCKY.

2. CocTtaBUTh OOBICHUTEIBHYIO 3aMUCKY.
3. CoctaBuUTb pe3toMe U aBTOOHOTpaduIo.
4. CocraBuTb NPHKa3 M0 JIUYHOMY COCTABY.

Tema 3. Opranusanusi padoTbl ¢ JIOKyMeHTaAMH

Iinan:

1. JlokymeHTtoo60poT npeanpustusi. OCHOBHBIE IOKYMEHTAIIMOHHBIE TTOTOKH.

2. I'pynnbel JOKYMEHTOB: BXOJsIIME, HCXondlue, BHyTpeHHHE. OpraHuzanus padoThl C
NOCTYNAIOMIMMH  («BXOJSAIIMMHU») U  OTHPABISEMBbIMU  («HCXOASIIMMUY») TOKYMEHTaMHU.
[TpaBuna opranu3aruy paboThl ¢ BHYTPEHHUMH IOKYMEHTaAMHU.

3. Perucrtpauus JOKYMEHTOB — COCTaBHas 4YacTb TEXHOJOIMHM OpraHu3aluu padoThl ¢
JIOKYMEHTaMH.

4. Ilonsatue «HOMeHKIaTypa Jnen». Ha3zHaueHne W BUIBI HOMEHKJIATYpbl Jen. Tumnosad,
NpUMepHas ¥ KOHKpeTHasi HOMEHKJaTypa jiel. TpeOoBaHus, NIpeabsBiIsieMble K COCTABICHUIO
¥ 3aI10JIHEHUIO ()OPMBI HOMEHKJIATYPBI Je]l OpraHU3aliH.

5. TlpaBuna popMupoBaHHs pa3IUYHBIX KaTETOpUil JOKYMEHTOB B JIea.

6. Ilonstue «odopmuenue aena». OCHOBHbIE TPeOOBaHUS, MPEABSBIIEMbIE K OQPOPMIICHHUIO JIET.
[TonHOE 1 YacTUYHOE OPOPMIICHHE JIEII.

7. llpaBuna mnepegaud nAel Ha XpaHeHME B apxXuB. OTBETCTBEHHOCTh 32 COXPAaHHOCTb
JIOKYMEHTOB.

8. DJNEeKTpOHHBIA JOKYMEHTOOOOpOT. KoMMbIOTEpHBIE TEXHOJOTHH JOKYMEHTAIIHOHHOTO



o0ecrieyeHus yrpaBIeHHUS.

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

Bonpocul ona camokonmpons:

1. Onummure Gpopmbl perucTpanuu JOKYMEHTOB U MOPSAIOK UX 3allOJIHEHUS.
2. OxapakTepu3yhTe MOHATHE «IKCIIePTH3a IICHHOCTH JIOKYMECHTOB.

3aoanus ona camocmoamenvbHol pabomul:
1. CocraBuTh CXEMY JJOKYMEHTOOOOPOTA MPEIIPUSTHS.
2. CocTaBUTh HOMECHKJIATYPY €T MPEATPHUSITHS.



