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1. Metoauyeckue peKoMeHIAIHT

1.1 MeToauyecKkue peKOMEHJAIMM IO OPraHU3alUM PadoThl CTYAEHTOB BO BpeMs
NMPoOBeIeHUs JEeKIUOHHBIX U MPAKTUYECKUX 3aHATHI

[Ipucrynas K M3y4EHUIO JUCUUIUIMHBI, CTYJEHTY HEOOXOAUMO BHHMMATEIBHO
O3HAKOMUTBCSI C TEMAaTHMYECKUM IUIAHOM 3aHATHH, CIUCKOM PEKOMEHJOBAaHHOW JIMTEPaTYpBHI.
Cnenyer ysCHUTH MOCJIEIOBAaTENIbHOCTh BBIMOJIHEHUSI HHJWBHUIYAJbHBIX YUEOHBIX 3aJaHUil.
CamocrosTenbHas paboTa CTyIeHTa MpeanojaracT paboTy ¢ HaydyHOM M y4yeOHOH JuTepaTypoil,
YMEHHE CO3[aBaTh TEKCThl. YPOBEHb U IIIyOMHA YCBOEHMS IUCLUMUIUIMHBI 3aBUCAT OT aKTUBHOM U
cucTeMaTHyeckol paboThl Ha JIEKLUAX, U3YYEHUS! PEKOMEH/IOBAaHHOM JINTEpaTypbl, BHITOJTHEHUS
KOHTPOJIbHBIX MMCbMEHHBIX 3aJJaHU.

IIpu u3yyeHUH TUCUUIUIMHBI CTYAIE€HTHI BBITIOJIHSIOT CIEYIOIINE 3aJaHNs:

- U3y4aroT pEeKOMEHJ0BAHHYIO YYEOHYIO JIUTEPaTypy;

- BBIMOJIHAIOT 33J]aHUs, IPETYCMOTPEHHBIE JUIsl CAMOCTOATENBbHOM padoThI.

OCHOBHBIMHU BUJaMH ayAUTOPHON pabOTHI CTYAEHTOB SIBISIOTCS JIEKIUH U MPAKTUYECKHE
3aHSTHSL.

B xone nekuuii npenojaBaTellb M3JIaraeT U pa3bsCHSIET OCHOBHbIE, HaHOOJIee CII0KHbBIE
MOHATUS TEMBbI, @ TAKXKE CBA3aHHBIE C HEW TEOpPETHUECKHE U MPAKTUYECKUEe MpOoOJieMbl, JaeT
PEKOMEH/IallM1 Ha MPAaKTUYECKOEe 3aHATHE U YKa3aHUs Ha CAaMOCTOSITENIbHYIO paldoTy.

[IpakTuyeckne 3aHATHS 3aBepIIAIOT H3yuyeHHEe HauOojiee BaXHBIX TeM y4deOHOMU
TUCHUIUIMHBL. OHU CIy’KaT A 3aKpeIuleHHs M3YYEHHOIo MaTepuana, pa3BUTHS YMEHUH H
HaBBIKOB TIOJATOTOBKM pedeparoB, a TakkKe I KOHTPOJIS IperojaBaTesieM CTENeHH
MOJATOTOBJIEHHOCTH CTYJIEHTOB 110 U3y4aeMOU TUCIUIUINHE.

CryneHTaM pEKOMEHIYETCs U3ydaTb JOINOJHUTENBHYIO JIMTEPAaTypy II0 HCTOPUU
OTEYECTBEHHOM KYPHAITUCTHKHU.

1.2 Metoauveckue peKoOMeHIAIUH 10 CO3TaHNI0 pedpepaTa

Pedepar npencrapnsier coboii:

JIOKJIaJ] Ha OMpPENETICHHYI0 TEMY, BKIIFOUAIOUINII 0030p COOTBETCTBYIOIIMX JIUTEPATYPHBIX
U APYTUX UCTOYHHUKOB;

U3JI0’KEHUE COJIepKaHU HAyYHON pabOoThl, KHUTH.




Takum 00pazom, B TPaJUIMOHHOM “JTaTHHCKOM” CMBICIE pedepaT — 3TO TBOPUYECKHMA
JIOKJIaJl WM U3JI0XKEHUE COJAEpKaHUs HaydyHOW paboThl. VIMEHHO B 3TOM cMbIcie pedepar Kak
TBOpUecKas (opMa HMHIUBUAYAJHHOW pabOThl CTYACHTAa IIUPOKO MCIOIB3YEeTCS BO BCEX
T'yMaHHUTapHbIX HayKax.

MO3KHO BBIIEINTH, TIO KpaltHE# Mepe, CIeayIolue THITh pedepaTos:

I. «<Pedepar — nayuHoe ucciaenoanue» (PHH)

«Pedepar — HayuHoe uccienoBaHne» — HanOoJiee pacpoOCTPaHEHHBIN THIT CTYACHYECKON
pedeparuBHOil paboTel. PopmMa M coaep:KaHUE AAHHOrO THUIA pedepaTa TBOPUECKH H3JIAraroT
COJIepKaHUE TOW MIIM MHOM TE€Mbl HAy4YHOI'O HcciaenoBaHus. Temsl Ipemiararorcs MporpaMMon
Kypca M TBOpPUYECKHM MOIUGUIMPYIOTCS B COBMECTHOW paboTe IpernojaBaTelss U CTYIEHTa B
3aBHCHUMOCTH OT 3HaHHM, HHTEPECOB, CIOCOOHOCTEH W BO3MOXKHOCTEH CTYIEHTA, €ro CKJIOHHOCTH
K Hay4YHOMY IIOHCKY.

OmnpenenuB Temy pedeparta, Hanpumep «Mcropus mzydenuss Kombckoro 3amomnspbs»,
aBTOp MCCIEAOBaHUs JOJDKEH OIPaHUYMUTh €ro mpeamer. J[pyrumu cioBaMHu HE ONHUCHIBaTh BCE
MHOroo0pa3ue Hay4HbIX W3bICKAHUN B JaHHOW 00JacTH, a OrOBOPHUTH, YTO OH pacCMaTpUBaeT, K
IIPUMEpPY, TOJIBKO AEATEIbHOCTh OTEYECTBEHHBIX KPAEBEIOB U MX OCHOBHBIE TPYZAbl. TBOpUYECKU
paboTarmmii CTYyIGHT MOXKET yIIIyOUTh WM Pa3BUTh HEKOTOPHIC HJEH Pa3iesieMOil UM TOUYKH
3peHHUs, CYLIECTBYIOIIEH B HayKe, HO MOXKET JAaTh CBOIO COOCTBEHHYIO OPUTMHAJIBHYIO TPAKTOBKY,
UCXOJS OT MPOTHBHOIO, T.€. OTpHULAs CYIIECTBYIOIIME I[O3ULMU M Tpeajaras CBOIO
MHTEPIPETALNIO TPOOIEMBI.

TBopueckuii xapaktep momoOHOro THIa pedepara HE CTOJIBKO B CAMOCTOSTEIHLHOM
IYMaHUTapHOM Hay4YHOM IIOMCKE CTyJEHTa (4TO OYEeHb TPYAHO JJs IEPBOKYPCHUKA), CKOJBKO B
€ro TBOPYECKOM HHTEPECE, CaMOCTOSITEIbHOM BBIOOpE TEMBI, TOM PaKypce H3JI0KEHUS MHOTAA
OOIIEN3BECTHBIX IOJIOKEHUM, KOTOPBIA MOXET HAMTH TOJNBKO CAMOCTOSITENBHO MBICIISALIHIMA
YEJIOBEK.

BbiOop Tembl A0KeH ObITh OOBACHEH aBTOpPOM. BakHyro poiab B HOJOOHOM THIIE
pedepara urpaer 00630p JIUTEPATYPHI H €ro yKa3aTellb B KOHIC paboThl. o crmcky JmTeparypsl,
€e HOBM3HE U 00bEMY MOXKHO BCEILeNIO CYAMTh O 3HAHUSX, HHTEpecax W SPYAULIMU aBTOpa, €ro
JKEJIAaHUN CEePbE3HO OCMBICIUTh TeMy. O030p nuUTepaTypbl CBSI3BIBAET aBTOpa C COOBITHSIMU
CETOAHSIIIHErO JHS U MO3BOJIIET OTBETUTH HA BOIIPOC — MOYEMY HCCIENYETCs JaHHAs TeEMa, YTo
B3BOJIHOBAJIO B HEM aBTOpa, KaK OH MIOHUMAET aKTyalbHbIE IPOOJIEMbI CETOTHSAIHETO JIHS.

B «pedepare — HaydHOM HCCIEIOBaHMM» OOBIYHO PACHPOCTPAHEHO IIHPOKOE
HUTHpOBaHuE. B 3TOM citydae aBTOp B KOHIIE CTPAHMIIBI JIA€T MOJHOE yKa3aHUE HAa HUTHPYEMYIO
auteparypy. Eciau nuTupoBaHue HempaBUIbHO WM HEOpekHO odopmieHo, pedepar BbI3bIBAET
00JbIIME COMHEHHUS B IIJIAaHE CEPbE3HOCTH PadOTHI Ha/l HUM.

Oco6biM BugoM PHUM sBnsercs Tak Ha3bIBaeMbli «KOMIIEHCATOPHBIA pedepaty». D10
HeOoJbIas cTyneHdYeckass padoTa — OTYET IO MPOIYIIEHHON win ciabou3ydeHHO Teme. B
orinnuue ot PHU, pedepar, koMneHcupyrouuii He3HaHHE paHee U3y4eHHOro MaTepuala, MOXKeT
HE HOCHUTHb TBOPYECKH-TIOMCKOBOTO XapakTepa M MUMeTh MeHbIIni obobeM. Oba Tuma pedepara
00BIYHO OOPMIISIOTCS MO0 B pacreyaTaHHOM MAIIMHOMMCHBIM TEKCTOM, OO B 3JEKTPOHHOM
BapHaHTe.

II. «Pedepar-guckype» (PI)

«Pedepar-nuckype» sBisercs ocoboit ¢opmoit PHU, mpennonararomieii Bce OCHOBHBIE
TpeOOBaHUs, KOTOPbIE MPEABSIBISIIOTCS K CTYACHUECKON padoTe U onucaHsbl Bbie. OCOOEHHOCTHIO
(PI) — «pedepara-guckypca» sBusercs GopMa U3I0KEHUS MaTepHaia, MpeacTaBIsionas cooon
nof0op IMTAT Pa3IMYHBIX MBICIUTENEH M yYeHbIX MO JaHHOW Teme. [loHATHE «IHCKYpCY,
BBEJICHHOE B Cepe/IMHE HaIIero Beka (paHIy3CKUMH CTPYKTYpaJIMCTaMH, U 0003HA4YaeT B CaMOM
obmeM Buae «pedb, Oecemy». CTyaeHT Kak Obl OeceayeT ¢ BEIMKUMHU MBICIUTEIISIMH 10 JaHHOMN
npobieme, COCTaBIIsAs CBOIO XPECTOMATHIO MO UCCIIeAyeMOl mpolieme.

B nponecce paboTbl OH 3HAKOMUTCS C TpyJaMH yYeHbIX. {15 cTylneHTa-nepBOKYpPCHHUKA
HamMcaHue pedepaTa-JucKypca Jerde M IMoje3Hee MOCTOJIbKY, ITOCKOJIbKY OH ellle HEe TOTOB K



Cepbe3HOMY HaydyHOMY MOHMCKY. Iyl Hero moaoOHBIN «pedepar-xpecToMaTHs» — MEPBHI IIar B
HayKe JKYpHaJUCTHKE, 32 KOTOPHIM MOCIENYIOT O0siee cephe3Hble IIark Yepe3 CUCTEMY aBTOPCKHUX
KOMMEHTApHUEB, 1TaBAEMbIX MHOTUMH CTYACHTAMH B CBOHMX «pedepaTax—IucKypcaxm.

PaGoter Tuna PJl mpennosnaraioT npouTreHue OOJBIIOrO YMCIIa UCTOUYHUKOB, YTO TPEOyeT
OT CTYJIEHTa XOPOIIEro 3HAHMSI JUTEPATYPHI 10 LIETOMY Py HayK.

Crtpykrypa pedepara.

Kak u Bcsikoe HayyHOE HCClieIoBaHUe, pedepaT JOIDKEH UMETh YETKYIO CTPYKTYypy. B Hei
JOJIKHBI MPUCYTCTBOBATH CIIEAYIONIME KOMIIOHEHTBI: THUTYJIbHBIN JIHCT, OTJIaBJICHUE, BBEJCHUE,
UCTOpUYECKasi U TeopeTudeckas (Mpu HEOOXOJMMOCTM M IPAKTUYECKas) 4acTH, 3aKJIIOUEHHE,
CIIMCOK MCIOJIb30BaHHBIX UCTOYHUKOB. Bo BBeZeHHHN 000CHOBBIBAETCS aKTyallbHOCTh BHIOpaHHOMN
TEMBbI, €€ HOBH3HA(IIPH HEOOXOAMMOCTH HAy4Has W MPAKTUYECKas 3HAYMMOCTbH), BBIICISCTCS
1eNb, CTAaBATCS 3aJaud, OObEKT U TpeAMET TBOPUYECKOIro HMccieloBaHus (P HEOOXOAMMOCTH
YKa3bIBAa€TCSl THUIIOTE3d); pacCMaTpUBAIOTCSd OCHOBHBIE JIMTEPATypHbIE HUCTOYHUKU. B
UCTOPUYECKOM YacTH OCBELIAeTCsl BbIOpaHHAs dI0Xa, HWHTEPIPETUPYIOTCS  OCHOBHBIE
XapaKTepUCTUKU NPOOJEeMbl, B TEOPETHMUECKOM — paccMaTpUBAIOTCS OCHOBHBIE IOHATUS U
SBOJIIOIIMS B3TJIS0B Ha JaHHYIO Mpobiemy. B 3akiroueHnr Ha OCHOBAaHUM MOCTABICHHOW IENIU U
HKCIIOHMPOBAHHBIX 3a]a4 MPUBOASTCS OCHOBHBIE BBIBOJbI, K KOTOPBIM B PE3YyJbTaTe HAIMCAHUS
pedepara mpuiien CTyAeHT (IpU HATUYUM — TUIIOTE3bl, MPUBOAUTCS MOATBEPKACHUE WU
OIpOBEpPIKEHUE NoceAHEN). B criucke nenosib30BaHHBIX HCTOUHUKOB YKa3bIBAlOTCS UCTOUYHUKH, C
KOTOPBIMH paboTaj CTYIEHT MpH HAaUCaHuH pedepaTa, OHM MOTYT ObITh KaK JTUTEpaTypHBIC, TaK
U HMHTEPAKTUBHBIC (IEKTpOHHBbIE). CHHCOK HCIONB30BaHHBIX HCTOYHHKOB O(QOPMIISIETCS B
COOTBETCTBUHU C CYIIECTBYIOIIMMH OnOIHorpaduuecKuMu TpeOOBaHUSIMU (CM. BBIILIE).

TpebdoBanusi k 0(popMIIEeHUIO U NIPeCTABJIEHNIO pedepaTa

1.Pedepar BeimonHseTcs B TeKCTOBOM penaktope Microsoft Word, ¢popmar nucra A4.

2.Ctpyktypa. Pedepar pomkeH wuMeTh BBeJE€HHE, OCHOBHYIO 4YacThb (2-3 riaBbl),
3aKJIIOYEHUE M CHUCOK HCIOJIb30BAHHBIX HMCTOYHUKOB (KHHUIH, >KYpHajbl, a3eTbl, UHTEPHET-
nyOJIMKAILuK, SJIEKTPOHHBIE 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 (kpacHas crtpoka) — orcryn — 1,25 cM. MeXCTpouHbI HMHTEpBal —
IIOJIyTOPHBIN.

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

1.3 MeToauyeckne peKOMeHIaIUH N0 MOAr0TOBKE Y4eOHOi TUCKYCCHU

VYuebHas qucKyccHs sBisieT co0o0il 1ereHanpaBIeHHbIN U yIOpsAA0YeHHBIH 00MEH UIESSIMH,
CYKICHUSIMH, MHEHUSMHU B IpyNIe paju noucka UCTUH. IIpu 3TOM opraHuzyercs MOUCK HOBOTO
3HaHUS — OLIEHKHU, OPUEHTHPA JUI OCIeYIOLEe caMOCTOATENbHOM paboThI.

[IpenogaBaTens 3apaHee JaeT CCHUIKM Ha JUTEpaTypy WIM Jp. UCTOYHUKH, KOTOpBIE
HEOOX0MMO M3y4YMTh TIepell 3aHiATHeM. B rmporecce JIUCKyCCHHM — CTYIOEHT JIOJDKEH
IPOJEMOHCTPUPOBATh 3HAHME OSTOT0 MaTepuajia, a TaKKe YCBOCHHE paHee W3YYEHHBIX
COITYTCTBYIOILIHX BOIIPOCOB.

CTyneHT J0JKEeH NMPUHUMAaTh aKTUBHOE y4acTHE B JTUCKYCCHH, BBICKA3bIBaTh CBOIO TOUKY
3peHHsl, y4aCTBOBATh B IOMCKE PEIIEHHs MPOOJIEMBI, IIPU 3TOM IMPOSBIISIS CIIOCOOHOCTD K aHAJIM3Y,
0000111eHII0, KPUTHYECKOMY OCMBICICHHIO 3HaHUI. Bo Bpems MojgeMHuKu CTYAEHTY HEOOXOAMMO
COOJIIO/IaTh 3TUYECKHE HOPMBI U TMPOSBIATh HABBIKM MYOIMYHON pedH, apryMEHTAIH, BEJCHUS
JTUCKYCCUM, JIEMOHCTPUPOBATh BIIAJIEHUE TIPaMOTHOM peublo, YMEHHE WILIIOCTPUPOBATH
TEOPETUUECKHE MOJI0KEHHSI KOHKPETHBIMH ITPUMEPAMU, IPUMEHSATh UX B HOBOW CUTYallUU.

1.4. MeToau4eckue peKOMEHALMHU 110 MOATOTOBKE K TeCTy.
Taxke ncronb3yercsi cCTeMa KOHTPOJIsl HA OCHOBE pa3paboTaHHbBIX TecToB. [IpumepHble
BapHaHTbl TECTOB IPUBOJATCA B OJHOM W3 DA3AEIOB JaHHOW IpPOrpamMMbl, KOTOpBIE



PCKOMCHAYCTCA HCIIOJIb30BATHL B XOAC TMPOBCACHUA TMPAKTHYCCKUX 3ausatuii. Htorosoe
TECTHPOBAaHHUE IMPEJIoJaracT MOBTOPEHHE BCEr0 M3ydeHHOro marepuaia. OOydaronmecs MOTYT
BOCIIOJIB30BATLCA JICKHMOHHBIMM MaTCpuajlaMu, a TaKxXKe OCHOBHOU U HOHOHHHTCHLHOﬁ
JUTEPATypOi JJIsl TIOJATOTOBKHU K TECTY.

1.5 MeToauyeckne peKOMEHIAUH MO MOATOTOBKE K 3a4eTy

[ToaroTroBka K 3a4eTy CIIOCOOCTBYET 3aKPEIUICHUIO, YIITYOJIICHHUI0O W O0OOIICHUIO 3HAHUH,
MOJIy4aeMBbIX B MpoIecce O0yUYSHHS, a TAKKE MPUMEHECHUIO UX K PEIICHUIO MPAKTHYSCKUX 3aJ]1ad.
['oTOBsICH K 3a4eTy, 0OyYalOUIUiiCcS JIMKBUIUPYET MMEIOUINECs MPOoOenbl B 3HAHUSX, YIIIyOJseT,
CHUCTEMATHU3UPYET M YIOPSIOYMBACT CBOU 3HaHMs. Ha 3adeTe CTyAeHT IeMOHCTPUPYET TO, YTO OH
npuoOpen B nporecce 00ydeHHs.

B mepuom moAroToBkM K 3adery oOydaromuecs BHOBb OOpaliaroTcs K ydeOHO-
METOJMYECKOMY MaTepuany W 3aKpeIUIsioT 3HaHus. [loaroroBka K 3adeTy BKJIIOYAeT B ceOs
CaMOCTOSITEIIEHYIO pa0OTy B TEUECHHUE BCETO Mepro/ia 00yUEHHUS U HEMOCPEICTBEHHYIO IMMOATOTOBKY
B JIHHM, NPEINICCTBYIONIME 3adeTy II0 TeMaM paszjiejaM M TeMaM Y4YeOHBIX JAWCIHILINH,
BBIHOCHMBIM Ha 3a4e€T.

[Ipn moAroToBKE K 3a4eTy OOYyYaromMMCS IEeJIECO00pa3HO WCIONb30BaTh MAaTEPHAIIBI
JCKIHHA, y4eOHO-METOAMYECKIE KOMIUICKCHI, OCHOBHYIO H JIONIOJHUTEIBHYIO JINTEPATYPY.

BO BpeMi[ OTBE€TAa Ha IIOCTABJICHHBIC BOHpOCI)I HaaI0 6I>ITI) TOTOBBIM K IOITIOJIHUTCJIBbHBIM
WIA YTOYHSIOIIUM BOTpocaM. J[OTOJHHUTEIbHBIC BOIPOCHI CBSI3aHbI, KaK MPABUIIO, C HEIOIHBIM
OTBETOM. Y TOYHSIFOIIAE BOMPOCHI 3aJAr0TCS, YTOOBI MO0 KOHKPETU3MPOBATH MBICIH CTYJCHTA,
100 YTOOBI CTYEHT MOJIKPEIHI T€ WM MHBIC TCOPETUUYCCKUE TOI0KCHUS MPAKTUKOM. [1oTHbIIH
OTBET Ha YTOYHSOIIAE BOIPOCHI JIUIIb YCHIUBACT 3P PEeKT 001Iero oTBeTa 00yJaromerocs.

2. IL1aHbl NPAKTHYECKUX 3aHATHH

Tema 1. JlokyMeHT B COBpeMEHHOM MUpe

Iinan:

1. TlonsTHE «IOKYMEHT»: UCTOPUS U COBPEMEHHOCTh. XapaKTepUCTHKA MOIXO/IOB.

2. BunooOGpasyroiye npu3HaKu JOKYMEHTOB.

3. XapakTepucTMKa H IICHHBIE CBOMCTBa OTACIBHBIX PAa3HOBUIHOCTEH JOKYMEHTOB:
o(ULMaNbHBIX, HOPMAaTUBHO-IIPABOBBIX, Hay4HBIX, IIPOU3BOJACTBEHHO-TIPAKTUYECKHUX,
CIIPaBOYHBIX.

4. JlokyMeHTaJbHbII MOTOK: 00I1ast XapaKTepUCTHKA.

5. CTpyKTypa ¥ 3aKOHOMEPHOCTH Pa3BUTHUS JOKYMEHTAJILHOTO ITOTOKA.

6. TocynmapcTBeHHble CTaHIZapThl Ha JOKYMEHTBI M HUX pOJIb B  PEryJupOBaHUH
JIOKYMEHTAIlMOHHOT'O 00ecrieueHN s yIpaBIeHUSI.

7. YHuUKaMA U CTaHAAPTU3ALUS YIIPABIEHUYECKUX JTOKYMEHTOB.

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

Bonpocwi 0na camoxonmpons:
1. OxapakTepusylTte CoJIepKaHUe MOHATHUS «TOKYMEHT.
2. Onumurte yHUPUITUPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.

3adanus ona camocmosmenvHoU pabomol:
1. [laTh XapaKTepUCTHKY KOHKPETHBIM U3JIaHUSAM KaK JJOKyMEHTaM C ITOMOIIBI0 OJIOK-(haceTHOM
CXeMBbI Ki1accuuKaum.

Tema 2. /lokyMeHTAllHOHHOE o0ecnieYeHne YIIPaBJIeHHA
Inan:



1. VmopaBneHdeckas JA€ATETbHOCTh H  OOECICUEHHE  YINPABICHUECKON  JCSITeNbHOCTH
JIOKYMEHTaMHU.

2. Enunbeie TpeOoBaHUs U TpaBwiIa OQOPMIICHHS JTOKYMEHTOB YIIPaBICHUS, YCTAaHOBIICHHBIC
roCyJapCTBEHHBIMU HOPMATHBHBIMU aKTaMHU.

3. Tlousatue o pexBuzute. CocTaB peKBU3UTOB, UX pacrnojoxeHue. TpedboBanus Kk oQpopMIICHHUIO
PEKBU3UTOB.

4. bnank aokymMeHTa. Buael OIaHKOB W TOPSIOK PACIOJNIOKCHHS PEKBU3UTOB B OJaHKE.
OcobenHocTr 0OPMIICHUS PA3IMYHBIX BUIOB OJIAHKOB.

5. OpraHu3aniioHHble  JTOKyMeHTHI: YcrtaB, Ilomoxenune, WuHcTpykuun. Crpyktypa U
coziepkanue 1okyMeHToB. OcoOeHHocTH TekcTa. [lopsaok ux cocTaBieHUs U UCIOIB30BaHUS.

6. Pacnopsautenbusie nokymeHThl: I[locranoBnenus, Pemenus, [Ipukaszel, Pacnopspkenus,
VYkazanus. [Topsiiok u mpaBuia 0oOpMIICHHS paCIOPSIUTEILHBIX JOKYMEHTOB.

7. HHpopmMalMOHHO-CIIpaBOYHbIE JOKYMEHTHI; OCHOBHBIC BHJIbI, Ha3HaueHUE; TpeOOBaHUS K
COCTaBJICHUIO ¥ 0(OPMIICHHIO.

8. JIOKYMEHTHI IO JIMYHOMY COCTaBY: TPYJOBBIE€ KOHTPAKTHI, MPUKa3bl MO JIMYHOMY COCTaBY,
TPYJOBBIE KHIDKKU. YHUPUIIMPOBAHHBIE ()OPMBI IEPBUYHOMN y4ETHOW JOKYMEHTALUU IO TPYLY U
ero ormare. KonuaeHMaIbHOCTh TOKYMEHTOB 10 TUYHOMY COCTaBY.

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

Bonpocwi ona camoxonmpons:

1. Onwumure eauHbie TPeOOBAHUS U MpaBHUiIa OOPMIICHHS JOKYMEHTOB YIIPABICHHS.

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

3. HazoBuTte BU/BI MCEM MO COACPIKAHUIO M HA3HAUYEHHUIO.

3aoanus ona camocmosamenbHol pabomul:

1. CocTaBUTb CIIy>KEOHYIO 3aITUCKY.

2. CocTaBUTb OOBSICHUTENBHYIO 3aMUCKY.

3. CocraButh pe3toMe U aBToOnorpaduio.

4. CocTaBuTh NpUKa3 M0 JUYHOMY COCTaBY.

Tema 3. Opranusanusi padéoThl ¢ JOKYMEHTAMH

IInan:

1. dokymeHToo60poT npeanpustus. OCHOBHbIE JOKYMEHTAMOHHBIE TOTOKH.

2. T'pynmel [OKYMEHTOB: BXOAfAILIME, HUCXOAsAlIMe, BHyTpeHHue. OpraHuzanusi paboThl C
HOCTYNAIOMIMMU  («BXOJAIIMMHU») M OTHPABISEMbIMH  («HUCXOISAIIUMU») JTOKYMEHTaMH.
[TpaBuiia opranusanuu padoThl ¢ BHYyTPEHHUMH JIOKYMEHTaMHU.

3. Perucrtpamusi OKYMEHTOB — COCTaBHas 4YacThb TEXHOJIOTMM OpraHM3aluu paboTsl ¢
JIOKyMEHTaMH.

4. Ilonartne «HOMeHKIaTypa nen». Ha3HaueHne W BUIABl HOMEHKIATypel Jei. Tumosas,
pUMepHas U KOHKpeTHasi HOMeHKJaTypa fei. TpeboBaHus, IpeIbsABIseMble K COCTABICHHUIO
U 3aT0JHEHUIO (OPMBI HOMEHKJIATYpPBI /1€ OpraHu3aliu.

5. TlpaBuna popmMupoBaHUS pa3INYHBIX KATETOpUN JOKYMEHTOB B JEJa.

6. Ilonarue «odopmienue nena». OCHOBHbIE TPEOOBAHUS, IPEABABISIEMbIE K OPOPMIICHHIO /€.
[TonHOE M yacTUYHOE OPOPMIICHHE JeIl.

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

8. DJeKTpOHHBIA JTOKyMeHT000OpoT. KoMmbloTepHBIE TEXHOJOTHH JOKYMEHTAI[HOHHOTO
o0ecrieyeHus yrpaBiieHusl.

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. CocrtaBuTh CXEMY JJOKYMEHTOOOOPOTA MPEIIPUSITHS.
2. CocTaBUTh HOMECHKJIATYPY €T MPEATPHUSITHS.



