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1. MeTtoan4yeckue peKOMeHaliu

1.1. Meroanuyeckne peKOMEHJAUMH 10 OPraHuU3aliu PpadoTbl CTYAEHTOB BO
BpeMsl IPOBeAeHUsl JTeKIHOHHBIX 3aHATHI
B Xoae .HGKI_[I/II‘/JI npenoaaBaTeyib U3J1aracT U pa3bACHACT OCHOBHBLIC, HanOoJee CIOKHBIE IIOHATHS
TEMBbl, a TAK)XE CBA3aHHbIE C HEH TEOpPEeTHYECKHE M MpaKTHUYECKHUEe TMpoOIeMbl, JaeT
PECKOMCHAAIHN [JISA IMTPAKTHYICCKOIO (CCMI/IHapCKOI‘O) 3aHATUA U YKA3aHUSA IJIA CaMOCTOSITEIBHOM
paboTHI.

Ha JICKIIMOHHBIX 3aHATUAX CTYACHTY HCOGXOZ[I/IMO BCCTU KOHCICKTUPOBAHHC y‘-ICGHOI‘O
Mmarepuana. OOpaiaTh BHUMaHUE Ha KaTeropuu, (GOpMYyIMPOBKH, PACKPBIBAIOIINE COJIEPKAHUE
H3Y‘-IEICMOI>1 AUCHUIIIMHBI, HAYYHBIC BBIBOAbLI U MPAKTUYCCKUC PCKOMCHIAAIINU, MMOJI0KUTEILHBIN
OIIBIT B OPATOPCKOM HCKYCCTBE.

JKenareapbHO OCTaBUTH B pa60qnx KOHCIICKTax II0JId, Ha KOTOPbIX [JCJIaTb ITOMCTKH,
NOJYEPKUBAIOIINE OCOOYI0 BaXXKHOCTh T€X WJIM HHBIX TEOPETUYECKHX  IOJIOKEHHH.
PGKOMGHI[yeTCSI AKTUBHO 3aJaBaThb MPCIIOAaBaTC/II0 YTOUYHAIOMIUC BOIIPOCHI C LCIIbIO YACHCHUA
TEOPETUYECKUX MOJI0KEHUH, pa3pelleHns CIIOPHBIX CUTYyalUH.

1.2. Meroauyeckue peKOMEHJANMM MO TMOAT0OTOBKE K  CeMHHAPCKUM
(MpaKkTHYeCKNM) 3aHATUAM

[Ipuctymass kK W3y4eHHIO JTUCHUIIMHBI, HEOOXOJUMO BHHMMATEIIBHO O3HAKOMHTBCS C
TEMaTUYECKUM IIJIAHOM 3aHSTHIA, CIUCKOM PEKOMEHJIOBaHHOU nuTeparypbl. CleayeT ySICHHUTH
MOCJICIOBATEILHOCTh BBITIOTHEHUSI WHAWBUAYATbHBIX YUeOHBIX 3amaHuii. CamocTosiTenbHas
paboTa cTyneHTa npeanonaraeT paboTy ¢ Hay4HOI U yuyeOHOM JuTepaTypoi, yMEHUe CO3/1aBaTh
TEKCTBI. YPOBEHb U TIIyOWHA YCBOCHUS AUCIUIUTMHBI 3aBUCAT OT aKTUBHOW M CHCTEMATHYECKOM
paboThl Ha JIEKIUAX, M3YYCHHS] PEKOMEHIOBAHHOW JIMTEPATYpPHI, BBIMOJHEHUS KOHTPOJIHHBIX
MMACbMEHHEIX 3aJaHUMN.

CeMuHapckue 3aHSTHS 3aBEpIIAIOT M3y4YeHHEe Hanboiee BaXKHBIX TEeM Y4eOHOM
quctuuruHbl. OHU Cy)KaT Ui 3aKpeIUICHHs W3YYEeHHOTO MaTepuaia, pa3BUTHS YMEHHH M




HABBIKOB TOJTOTOBKHM JIOKJIAJ0B, COOOILIEHUH, NPUOOPETEeHHs] OMbITa YCTHBIX MyOIMYHBIX
BBICTYIUICHUM, BEJIEHUSI JTUCKYCCUM, apryMEHTAllMM M 3alllUThl BBIABUTAEMBIX IOJIOKEHUH, a
TaK)Ke NIl KOHTPOJISl MPEnoiaBaTesieM CTENEeHH MOJATOTOBICHHOCTH CTYIEHTOB IO H3ydaeMoi
JUCLHUTLIIAHE.

CemuHap mpesmoyiaraeT CBOOOJHBI OOMEH MHEHHSMHU 10 H30paHHOW Temaruke. OH
HAUMHAETCS CO BCTYMUTEIBHOTO CJIOBa MpenojaBareis, (HOpMyTUPYIOMIETO IENb 3aHATHS U
XapaKTepU3YIOIIET0 €ro OCHOBHYIO MpoOJeMaTHKy. 3aTeM, KakK MpaBWIO, 3acIyLHIMBAIOTCS
cooOuieHus cryaeHToB. OOCyKaeHne COOOIIEHHSI COBMEIIACTCS C PACCMOTPEHUEM HaMEYEHHBIX
BonpocoB. CooOIIeHus, TMpeAnoiaraoume aHaiu3 MyOIuKaui MO OTIENbHBIM BOIPOCAM
NPaKTUYECKOTO 3aHATHsA, 3aCIyIIMBAlOTCS OOBIYHO B cepeaumHe 3aHsATHA. [loompsiercs
BBIIBIDKEHUE U OOCYXXJEHHE albTEepPHATUBHBIX MHEHUH. B  3aKkiIlOunTENbHOM  CJIOBE
IPEenoiaBaTesb MOABOJUT UTOTH OOCYKICHUS U OOBSBIISCT OLCHKH BBICTYIABIIUM CTYACHTAaM.
B 1mensax KOHTpOJsS MOATOTOBIEHHOCTH CTYIEHTOB M TPUBUTHS UM HABBIKOB KpPaTKOIO
MMCBbMEHHOTO U3JI0KEHUSI CBOMX MBICIIEN ITPENOAAaBaTENb B X0A€ MPAKTUUECKOT0 3aHATUS MOKET
OCYIIECTBIISATh TEKYIUH KOHTPOJIb 3HAHUH B BUJIC TECTOBBIX 3aIaHUI (KOHTPOJIILHOU PabOTHI).

B xone moAaroroBKM K CEMHUHAPCKUM (IIPAKTUYECKUM) 3aHSTHSIM CIEAYEeT HU3Y4YHUTh
OCHOBHYIO U JIONOJIHUTENBHYIO JIUTEpaTypy, YYecTh pPEKOMEHIAIMU MpernojaBarens u
TpeGoBaHus pabovel mporpaMMel.

MOXHO TOArOTOBUTH CBOW KOHCIIEKT OTBETOB II0 PAaCCMATPUBAEMOW TEMAaTHUKE,
HOJATOTOBUTH TE3UCHI ISl BHICTYIUIEHUH 1O BCEM Y4eOHBIM BOIPOCAaM, BHIHOCHMBIM Ha 3aHSTHE.
Crnenyer mpoaymaTh MPUMEPHI C ILETbI0 00ECIICUCeHUs] TECHOM CBS3M HM3ydaeMOW TEOpPHHU C
peanbHOM  NPAKTUKOH. MOXKHO  JONOJHUTH CIHUCOK PEKOMEHJIOBAHHOM  JIUTEpaTyphl
COBPEMEHHBIMH HCTOUYHHUKAMHU, HE MPEJCTABICHHBIMH B CIIUCKE PEKOMEHI0BAaHHOM JTUTEPATyPHI.

1.3. Metoanyeckue peKOMeHIAUH 10 MOATOTOBKE Mpe3eHTALHI

[logroroBky mpe3eHTALMOHHOTO MaTepuaia CleAyeT HayuHaTh C  HM3Y4YCHHS
HOPMATHBHON ¥ CHEIUAIbHOW JIUTEpPaTyphl, CTATHCTHYECKUX JIaHHBIX, CHCTEMaTH3allud
coOpaHHOrO MaTepuana. lIpe3eHTalHOHHBI MaTepuan IOJHKEH OBITh JOCTATOYHBIM ISt
PAaCKpBITUSI BHIOPAaHHOW TEMBI.

[ToaroroBka MpPE3eHTAIMOHHOTO MaTephalia BKIIOYAET B Ce0S HE TOJBKO TOITOTOBKY
CJIaiI0B, HO M OTPAOOTKY HaBBIKOB OPATOPCTBA M YMEHHUSI OPTAaHU30BATh U ITPOBOJIUTH JUCITYT.

Co3nanue MNpe3eHTAllMOHHOrO0 MaTepuaia J1aeT BO3MOXKHOCTh ITOJYYUTh HABBIKM U
YMEHUS CAMOCTOSITEIFHOTO 0000IIIEHNs MaTepraa, BhIICICHUS TJIaBHOTO.

[Ipy moAroTOBKE MYIBTUMEAUNHOTO NPE3EHTALMOHHOTO MaTrepuaia BaXHO CTPOTO
co0Jr01aTh 3aJaHHBIA PETJIAMEHT BPEMEHH.

HeoOxomuMo MOMHHUTH, YTO BBICTYIUIGHHE COCTOMT W3 TPEeX YacTel: BCTYIUICHHUS,
OCHOBHOW 4YacTW W 3akiroueHus. IIpexzae Bcero, cieayeT Ha3BaTh TEMY CBOEH MPE3CHTAIMH,
KpPaTKO MEPEUUCINTh pPacCMAaTPUBAEMBbIC BOMPOCHI, M30paB Ui ATOTO KHBYIO WHTEPECHYIO
bopMy U3IIOKEHUSI.

Bonpmias 4acTe cnaiiioB [OMKHA OBITH TOCBAIICHA PACKPBITHIO TEMBL 3ajada
BBICTYIIAIOIIETO COCTOMT HE TOJHKO B TOM, YTO IPOJEMOHCTPHPOBATH COOCTBEHHBIC 3HAHMSI,
HABBIKM U YMEHHS O paccMaTpHUBAaeMOM MpoOJieMaTHKe, HO W 3aMHTEPECOBATH CIYIIATENICH,
croco0cTBOBaTh (OPMHUPOBAHHUIO Yy JPYTUX CTYACHTOB CTPEMJICHHUS TTO3HAKOMHTHCS C
HOPMATUBHBIMH U CHIEIIUATbHBIMI HCTOYHUKAMH 10 pacCMaTpUBaeMoil mpobdiemMaThke.

ANTOPUTM CO3JaHUS TTPE3CHTALINH

1 aTamn — onpeaeneHue e NPe3eHTALUI

2 9Tamn — noipoOHOE pacKpbITHE HH(POPMAITUH,

3 3Tall - OCHOBHBIC TE3HUCHI, BEIBOJBI.

Crnenyer ucnonsizoBarh 10-15 crnaiinos. [Tpu aTom:

- IIEPBBINA craij — TUTYJIbHBINA. IIpenHa3sHaueH g pa3MelleHns Ha3BaHUs [IPEe3CHTaluH,
WMEHHU JTOKJIQJ9YMKa ¥ €T0 KOHTaKTHOW MH(OopMaIuu;



- Ha BTOPOM CcCllaiile HEOOXOJAMMO pa3MECTUTh COJAEpKaHHE MpPEe3CHTAINH, a TaKXKe
KpaTKO€ OMMCAaHNUE OCHOBHBIX BOIIPOCOB;

- BCE OCTAaBIIIHUECS CJIaliIbl UMEIOT HH(POPMATHUBHBIN XapaKTep.

OO0bIyHO TOJa4a MHGOPMAIUU OCYIIECTBISIETCS MO IUIAHY: TE3UC — apryMEHTaIusl —
BBIBO/I.

Pexomenpanu no co31aHuio Mpe3eHTaIuu:

1. YutabGenbHOCTh (BUAMMOCTD U3 CaMbIX JaJbHUX YTOJIKOB IMOMEIICHUS U C Pa3IN4HbIX
YCTPOMCTB), TEKCT AOJKEH ObITh HaOpaH 24-30-pIM mIpUQTOM.

2. TmaTtenbHO CTPYKTYpUpPOBaHHAS MH(POPMAIIHS.

3. Hannume KOpOTKUX M JAKOHMYHBIX 3aroJOBKOB, MapKHPOBAHHBIX U HYMEPOBAHHBIX
CITUCKOB.

4. Kaxmomy monokeHuto (11ee) Halo OTBECTH OT/CNIbHBIN a03ail.

5. I'maBHy¥O UACIO HAJO BHIJIOKUTH B TIEPBOM CTPOKE ab3aria.

6. HUcnonb3oBath TabnuuHble (OpMBI TPEACTaBICHUS HUHPOPMALUU (IHArpaMMBbl,
CXEMBbI) JJIsl WUIIOCTpPAlMM BaXKHEMIIUX (PaKTOB, UYTO JACT BO3MOXKHOCTh IOJATh MaTepHal
KOMIIAKTHO M HATJISTHO.

7. I'paduka momKHA OPTAaHUYHO JOTOTHATH TEKCT.

8. Brictyruienue ¢ npe3eHtanueil anmurcs He 6onee 10 MuHyT.

1.4. Metoauueckue peKOMeHIAUMHU 10 YYACTHIO B TUCKYCCHH

Jluckyccus - 00CYKICHHE CIIOPHOTO BOMPOCA, IPOOIIEMBI.

BaxHoil XapaKTepuUCTUKON AUCKYCCHM, OTJIMYarolieil €€ OT Jpyrux BHJIOB CIOPa,
SIBIIAETCA apryMEHTUPOBAHHOCTb.

Cwmpicn muckyccnu (yaeOHON JUCKYCCHHM) COCTOMT B OOMEHE B3IJISIaMH 110 KOHKPETHOM
HpO6J’ICM€. 3TO aKTHUBHBIN METOoA, HOSBOJ’IHIOH_II/Iﬁ HayLII/ITI:CH OTCTanBaTb CBOC MHCHHUEC H
ciaymark Jpyrux. Jluckyccus pokmaeT MBICITb, aKTUBH3WPYET MBIIUICHHE, a B Y4YeOHOMU
JTUCKYCCHHM 00€CIIeYMBAETCS CO3HATEIHHOE YCBOCHHE y4eOHOro MaTepuaja Kak MPOayKTa ero
MBICJIUTEITLHON TTPOPAOOTKH.

MeTtoa AMCKYCCHM HCIIONB3YEeTCs B TPYIIOBBIX (hopMax 3aHATUNA: Ha CEeMUHapax-
JTUCKYCCUSX, COOECENOBAHUAX 10 OOCYKIEHNUIO UTOTOB BBITIOJHEHUSI 3aIaHUA Ha MPAKTHICCKUX
U 1a00paTOPHBIX 3aHATHX, KOT/Ia CTyIEHTaM HYXXHO BBICKa3bIBaThca. Ha nekuuu auckyccus B
MOJITHOM CMBICIIE Pa3BEPHYTHCS HE MOXKET, HO TUCKYCCHOHHBIN BOIPOC, BBI3BABIIUN Cpaszy
HECKOJIBKO Pa3HBIX OTBETOB M3 ayIUTOPHH, CO3/IaeT aTMOC(Epy KOJUIEKTUBHOTO Pa3MBIIIICHUS
¥ TOTOBHOCTH CITYIIATh MPEMOaBaTessl, OTBEUAIOIIETO Ha ATOT CIIOPHBIA BOIIPOC.

Jluckyccus Ha CEMHHApCKOM (IIPAKTUYECKOM) 3aHATHH TpeOyeT NpOAYMAaHHOCTH U
OCHOBATEJIbHOW TPEABAPUTEIIBHON MOATOTOBKUA oOydaronuxcsi. Hy»XHbI HE TOJBKO XOpOIIWe
3HaHus (0e3 HUX JUCKyccHs OecnpeaMeTHa), HO TaKKe HaJHMYUe Y CTYACHTOB YMEHHSI BBIPaXaTh
CBOM MBICIIH, YE€TKO (HOPMYJIUpOBaTh BOMPOCH, MPHBOJUTH APTYMEHTHI W T.A. YUEOHBIC
I[I/ICKyCCI/II/I 060rama10T Hpe,Z[CTaBJIeHI/IH y‘-IaH_II/IXCSI II0 TEMCE, YHOpH,Z[O‘II/IBaIOT 148 3aKp€HH$IIOT
3HaHHA.

1.5. MeToauyeckue peKOMeHIaAMHU 1JIs1 BBINOJHEHUSI TECTOBOIO 3a1aHusI

TecToBO€ 3alaHue - CPEACTBO MPOBEPKU YMEHUM MPUMEHSATH MOJIYYCHHbIC 3HAHMS IS
pelieHus 3a/1a4 ONpeeICHHOTO THIIA 110 TEME WJIH pa3eiy.

TecT — 3a1anue, BBIIOJIHAEMOE B T€UEHUE 33JJaHHOTO BPEMEHH (B YCIOBUSX ayAUTOPHOMN
pab6orsl — ot 30 MUHYT 1m0 2 YacoB, OT OJHOTO JHS 10 HECKOJBKHUX HEICIbh B Ciydae
BHEAYJIUTOPHOTO 3aaHUS).

Kak mpaBuio, TecToBoe 3a/iaHue BKJIIOYACT B ce0s MHOXKECTBEHHBIN BHIOOP OTBETa Ha
BOIIPOC.

J11s1 BBITIOJTHEHUS TeCcTa 00yJaroeMycsi 1aeTCsl OT OJHOU /IO HECKOJIBKUX TOTBITOK.



[Ipu moAroToBke K TECTy HEOOXOIUMO MOHSTH JOTHKY HU3JI0)KEHHOT0 MaTepuana. IToMy
HEMaJIo CIIOCOOCTBYET COCTABIICHHE PA3BEPHYTOTO IJIaHA, TAOJIUI]  CXEM.

[Ipu pemenuu Tecta HEOOXOAUMO:

- BHUMATEJIBHO M3YYUTh CTPYKTYpPY TE€CTa, OIICHUTh OOBEM BPEMEHH, BBLICISIEMOTO Ha
JTAHHBIN TECT, YBUJETh, KAKOT0O TUIIA 3aJaHUSI B HEM COAEPIKATCS;

- HAYMHATh OTBEYATh HA T€ BOIPOCHI, B IPAaBUJIBHOCTH PELIEHUSI KOTOPBIX HET COMHEHHUH,
HE OCTAHABJIMBASCh HA TE€X, KOTOPBIE MOT'YT BbI3BATh 3aTPYAHECHUS;

- BHUMATEJIbHO YMTATh 33JaHMsI JO KOHIA, HE IBITAsICh Ha4YaTh OTBEYATh, OPUEHTUPYACH
Ha BBINOJIHEHHBIE MTO00HBIE 3aJaHUs B IPEIbITYIIUX TECTUPOBAHUSAX;

- ecau Bbl He 3HaeTe oTBETa Ha BOIIPOC WIIM HE YBEPEHBI B €r0 IPABUIBHOCTH, CIEIYET
IPOIMYCTUTH BOMPOC, YTOOBI BEPHYTHCSA K HEMY IO3KE;

- pacCUMTHIBATh BBHINIOJIHEHUE 33aHUH CIIEAyeT TaK, YTOObI OCTaJIOCh BpeMs Ha IPOBEPKY
U 10pa0O0TKY BBITIOJHEHHBIX 3aJaHUM.

1.6. MeToauueckne peKOMEHIAIUH JJs1 MOATOTOBKH OTBETA HA 3a4eTe

YcnoBus, o0ecneunBarIINe MeAarorndeckyro 3P PeKTUBHOCT OIIEHOYHOW MPOLIETYPHI:

- CTENeHb OXBaTa pa3JeloB y4eOHOH MporpaMMbl U TIOHUMaHHUE B3aUMOCBSI3EH MEXITy
HUMH;

- TIyOWHa TIOHUMaHHUS CYIIECTBa OOCYXIaeMbIX KOHKPETHBIX MpOOJeM, a TaKke
AKTYyaJIbHOCTH U MTPAKTUYECKON 3HAYMMOCTH U3y4aeMOW JUCITUILINHBI,

- INara3oH 3HaHUsI PEKOMEHIOBAHHOM JIUTEPATYPHI;

- TIOTUYECKU KOPPEKTHOE, HEITPOTUBOPEUUBOE, MTOCIICIOBATEILHOE U aPTYMEHTHPOBAHHOE
MIOCTPOCHHE OTBETA Ha 3a4EeTe;

- YpOBEHb CAMOCTOSTEIHHOTO MBIIUICHHUS C JJIEMEHTAMH TBOPYECKOTO IOAXO0/Aa K
U3JI0KCHUIO MaTepHaa.

2. Il1aHbl NPAKTHYECKUX 3aHATHI
IIpakTu4yeckoe 3ansaTue 1
Coaeprxanue, 3Ha4YeHHe AeT0NPON3BOACTBA. TeXHOJIOrNusl OPraHU3aluu AeJT0NPOU3BOACTBA
B 00pa30BaTeJIbHOM y4pe:KIeHUH

IL1an:

1. OCHOBHBIG TepMI/IHBI U IIOHATUC <<,Z[€.HOHpOI/13BO,Z[CTBO>>. I/ICTOpI/IH BO3HUKHOBCHUA U
OCHOBHBIC ATamlbl Pa3BUTHS JETOMPOM3BOACTBA. CHCTEMBI OpraHU3AIMH JIEJIOMPOU3BOJICTBA.
[TonATHe ¥ MPUHLIUIIBI OPraHU3AIMH JOKYMEHTO000pOTa

2. PexBu3UTH JOKYMEHTOB. Perucrtpamus u umHIekcamus JoKymeHTOB. CTpykTypa 6a3
MaHHBIX JOoKyMeHTOB. [Ipmem, o0paGoTka W pacrhpeneieHHe TMOCTYMAINUX JTOKYMEHTOB.
Opranu3anusi 00pabOTKH U Tepeaadn OTIPABISIEMbIX TOKYMEHTOB

3. Ilopaok THpPOXOXKACHHUSI BHYTPEHHMX JOKYMEHTOB. OpraHuzanus KOHTPOJIS 3a
WCIIOJTHEHUEM JIOKYMEHTOB. Pabora ucnonHuTeNne ¢ pokymMeHTtamu. OpraHu3amus MOUCKOBOM
CUCTCMBEI 110 I[OKyMeHTaM

4. CriocoObl W METOABl JOCTaBKHM JOKyMeHTOB. OOpaboTka KOH(PHUACHITHATHHBIX
I[OKyMeHTOB nu ,Z[OKYMCHTOB JUIA CHy)KCGHOI‘O I10JIB30BAaHUSI.

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

Bonpocwl ons konnexmuenoz2o oocyscoenusi:

1. ITonsaTne «aenonpou3BoACTBO». (OCHOBHBIE IENM M 3aJadd JEJIONpPOU3BOJICTBA.
Heob6xonuMocTh opraHu3anuu IeI0MPOU3BOJICTBA B YUPEKICHUN. 3HAUCHUE JACIOTMPON3BOACTBA
B JeATeNbHOCTH  oOpaszoBartenbHOW  opraHusamuu. Cekperapb, JACIONPOU3BOIUTEND,
JIOKYMEHTOBE, KaHIESPHUSL.



2. Ucropuyeckne drTambl pa3BuTUd Aenonpous3BoicTtBa B Poccun. CoBpeMeHHOE
roCyIapCTBEHHOE PETYJINPOBAHUE JEIONPOU3BOICTBA.

3. CucrteMsbl AeTONpPON3BOACTBA: [IEHTPAIN30BaHHAs, ACLIEHTPAIM30BaHHAs, CMEIIaHHAS.
Crpyktypa U 00BEM J0KyMEHT0000poTa. OCHOBHBIE NPUHIMIIBI OpPraHU3aLUU pabOTHl C
JIOKYMEHTOIIOTOKaMHU.

4. Tlonstue PEKBHU3UTAIOKYMEHTA. Bunst PEKBHU3UTOB. IIpaBuina
0(QOpPMIICHUAPEKBU3UTOB JTIOKYMEHTOB. brankgokymenTta. Buabl OmankoB. TpeGoBanus K
OnmaHKaM JTOKyMeHTOB.Buibl u (opMbl peructpanvu AOKYMEHTOB. SI3BIK U CTHJIb CIIYKCOHBIX
JOKYMCHTOB.

5. DTansl 00pabOTKUBXOISIIINX JIOKYMEHTOB. [TepBuunas obpaboTka
BXOJILIMXJOKYMEHTOB. Perucrpupyemele 1 HEPETUCTpUPYEMbIE JOKYMEHTHI. [IpeaBapurensHoe
paccMOTpeHHe JOKYMEHTOB /JIsl HalpaBJIeHUS UCTIOTHUTENAM. Pe3omonus.

6. Ilopaok MOATOTOBKM HMCXOIALIMX JOKYMEHTOB. COCTaBJIEHHE IPOEKTA JOKYMEHTA,
corjiacoBaHue, noamnvcaHue (yrBepkiaeHue), ThupaxupoBaHue. CrocoObl U METOIbl OTIPABKU
UCXOMAUIMX JTOKyMeHTOB. OOIas XapakTepUCTHKa CIIY)KeOHOH mepenucku. Pa3HOBHIHOCTH
CITY’KE€OHBIX MHUCEM.

7. BHyTpeHHHE TOKYMEHTHI 00pa3oBaTeNbHOM opranu3anuu. [loaroroska, opopmieHue,
peructpanus. [IpaBuiaa MOCTaHOBKM TOKYMEHTOB Ha KOHTPOJb. llOpsioK CHATHS JOKYMEHTOB C
KOHTpoid. OT4er MO MCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOIHEHUE
JOKYMEHTOB COTPYAHMKAaMU B COOTBETCTBUUM C UX JOJDKHOCTHBIMH OOS3aHHOCTSIMU H
pe3oJonrel  pyKOBOAMTEIIA. OTBETCTBEHHOCTh 32  HecoONoaeHue  TpeOoBaHUi
UCIIOJTHUTENIbCKOW  JAMCUMIUIMHBI, 32  HEMpPaBUIbHOE  HCIOJIb30BaHHWE  JACHCTBYIOIIMX
HOPMATHUBHBIX JIOKYMEHTOB B IIOJTrOTOBKE, O)OPMIICHUU M UCTIOJTHEHUHU TOKYMEHTOB B CPOK.

8. Opranuzaiyisi TOYTOBOM, KYpPhEPCKOM M HKCHPECC-IOCTaBKU JIOKYMEHTOB. [loHsATHS:
«IIEHHOCTh M 0Oe3omacHOCTh  WH(pOpMALUN», «KOH(HICHIINATHHOCTb», «yrpo3a
KOH(PHICHIIMAIBHOCTH», «3aluTa WHGOpMauu». be30macHOCTh IeHHBIX WH(OpPMaIMOHHBIX
pecypcoB. Llennas undopmanust U KoHPHUACHIMAIbHBIE TOKyMEHTHI. PernameHtanusi cocraBa
KOH(QUICHIMANBHBIX CBEIEHUN M JOKyMEeHTOB. llopsiok paboThl ¢ KOH(HAECHUUATbHBIMU
JOKyMEeHTaMu 1 Matepuanamu. Konduaenunansuas nHQOpMaLus U CBEJCHHUS B JESTEIbLHOCTH
o0pa30BaTeNbHON OpraHu3aluy.

IIpakTuyeckoe 3ansaTHe 2-3
HopmaTtuBHo-3akoHOAaTeIbHAsA 0a3a. OCHOBHBbIE BH/IbI IOKYMEHTOB U CHCTEMbI
poxkyMeHTanuu. Oco0eHHOCTH MOATOTOBKHU U 0pOpMIIeHHUsI OTIEJbHBIX BUIOB IOKYMEHTOB

ITnan:

1. HopMaTuBHO-3aKOHOJIATENIBHBIE M HOPMATUBHO-METOJUYECKHE JIOKYMEHTBHI IO
Je0Npou3BOACTBY. HOopMaTuBHO-3aKOHOAATENIBHBIE U HOPMAaTUBHO-METOANYECKUE JOKYMEHTBI
10 ApXUBHOMY JIEIly.

2. Knaccudukanus nokymeHToB. FOpuanueckas cuia qokymMenta. Haznauenue u cocraB
OpraHU3alMOHHO-IIPABOBOM  JOKyMeHTauuu. HasHadyeHue u  CcOCTaB  OpPraHU3alMOHHO-
pacropsIuTenbHON JOKyMeHTanuu. HasHaueHnMe M cocTaB CHPaBOYHO-WH(OPMAIIMOHHOMN
JOKYMEHTALUH.

3. JlokanbHble HOpMaTHBHBIE akThl. CocTaB M paboTa ¢ KaJpoBOil TOKyMeHTaLneH.

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

Bonpocul ons xonnexmuenozo obcysxcoenusi:

1. 3akonomarenbHble akThl Poccuiickoit ®epepaunu u  MypmaHckoil  oGnacTH,
peraaMeHTHPYIOIIME JI€JI0NPOU3BOJICTBO M apXUBHOE J€10. 1'0oCynapCTBEHHbBIE CTaHIAPTHI U
yHUA(DUKaLUs B 00JIaCTH JAETONPOU3BOACTBA U apXUBHOTO JeTIa.



2. UHCTpYKIIMST TIO  ACIONPOU3BOACTBY MWUHHUCTEpPCTBA 00pa3oBaHUsT H  HAYKH
Poccuiickoit ®enepaunu. MeToauueckue pEeKOMEHIAMU MO pPa3paboOTKe HOMEHKIIATYPHl H
UHCTPYKLIMU TIO JAEJONPOU3BOJACTBY B 00pa30BaTEILHOM YUPEXKACHUU. THUIOBBIE MEPEYHH C
yKa3zaHHEM CPOKOB XpaHEHHs TOKYMEHTOB. [IpaBuiia paboThl apXHBOB OpraHU3AIIH.

3. Knaccudpukamuss [IOKyMEHTOB, €€ OCHOBHBIe Npu3Haku. Kraccupukamus 1m0
HAaUMEHOBAHMIO: TIPUKa3bl, PACIOPSDKEHUS, IUIAHBI M OTYETHI, aKThl, MPOTOKOJIbI, JOTOBOPHI,
yCTaBbl, UHCTPYKIIUH, JOBEPEHHOCTH U T.J. Kitaccudukamms mo MecTy COCTaBJICHUS, 110 CTENICHH
yHU(DUKALNY, TI0 TIPOUCXOXKICHHIO, TT0 BHLY 0OpMIICHHS, TTO crtoco0y pukcanuu HHPOpMaLuy,
[0 CTENEHW CJIOKHOCTH, IO CTENEHM TIJIACHOCTH, IO IOPUIUYECKOM CHJIe, MO CpOKaM
UCTIOJIHEHUS, TT0 CPOKAM XPaHEHHUSI, 110 CTEIICHN 00513aTeIbHOCTH.

4. CucreMa  OpPraHM3allMOHHO-TIPAaBOBOM  JOKyMEHTalMM  (ycTaB  yUpEkKACHMUS,
IIOJIOKEHHUS, IUTAaTHOE paclucaHue, JOJKHOCTHblE MHCTpyKuMH). CHcTeMa OpraHM3alliOHHO-
pacnopsIuTeNbHON JOKyMEHTalMM (yka3, NpHUKa3, BBIIMCKA U3 IPHUKA3a, paclopsiKeHHUE,
noctaHoByieHue). Cucrema CHpaBOYHO-UH(DOPMAITMOHHON JOKYMEHTAMH (TPOTOKOJ, akKT,
3asiBJI€HME, JOKJaJHAas 3alluCKa, MPEAJIOKEHHEe, NPEJCTaBICHHUE, CIIy)KeOHas 3alMcKa,
oObsicHUTeNbHAs). CxeMa MOATOTOBKU PAaCHOPSIIUTENBHBIX JOKYMEHTOB.IIOpSnok cHATUS U
BbIJ1aUM KOMHUI C IOKyMEHTOB.

5. IlonoxeHus, npaBuila, HHCTPYKLIKHU (IIpaBUJia BHYTPEHHETO TPYJOBOIO paclopska,
MHCTPYKLIUU O MOPSAAKE OCYIIECTBICHUS KaKOH-TMOO AEATENIbHOCTU WM TOPSIIKE MPUMEHEHUS
NOJIOKEHUH 3aKOHOJATENbHBIX M MHBIX HOPMATUBHBIX AaKTOB, TOJOXEHUS O CTPYKTYPHBIX
NOJpPa3/IeNIEHUsX, KOJUIEKTUBHBINA JIoroBop U Ap.). Ilopsaok opopmiieHuss U MOANUCAHUS ITUX
JOKYMEHTOB JUIsl IPUMEHEHUS KaK CAMOCTOSITEIIbHBIX ITPABOBBIX aKTOB.

6. IloHsTHE U CTPYKTYpa MEPCOHAIBHBIX JaHHBIX. O0s3aTebHbIC KaIPOBBIE TOKYMEHTHI
00pa3oBaTeNbHOMOPTaHU3aLMU, HMX BHJbI, COCTaB, HOPMAaTHBHbIE TPeOOBaHUS K BEICHHUIO
KaJIpOBOM JOKyMEHTalMM (IIPUKa3bl M PACHOPSIKEHUS IO JMYHOMY COCTaBy, 3asBJICHUE,
TPYAOBOM JOrOBOp, AOKHOCTHAsE MHCTPYKLUS, TPYIOBas KHUXKKA, JIMYHAs KApTOUKa, JINYHOE
neno). JIBukeHue M XpaHEeHUE KaJpoBOM JOKyMeHTauuu. JKypHainbl M KHUTH ydYeTa.
HcnonHenune counanbHO-IPAaBOBBIX 3aIIPOCOB.

IIpakTuyeckoe 3ausaTue 4-5
®opMupoBaHue e U OPraHU3anus XPaHeHUs JOKYMEHTOB. JKCNepPTH3a LeHHOCTH
AoKkyMeHTOB. TexHHYecKHe cpecTBa, HCIOJIb3yeMble B 1eJI0MPOU3BOACTBE.
JIEKTPOHHBII TOKYMEHT0000pOT

ILnan:

1. ITpaBusia cocTaBJIeHUST HOMEHKJIATYypbl Jed  yupexiaceHus. DopMUpOBaHHE U
oopmienue nen. Opranuzanys OnepaTUBHOIO XpaHEHUs 10KyMeHTOB. PopMHUpOBaHHUE apXHBa
B 00pa30BaTEIbHOM YUPEKICHUH.

2. Jlena TOCTOSSHHOTO M BPEMEHHOTO CpOKa XpaHEHUA. OKCIEpPTHAasT KOMHUCCHS
yupexaenus. [lopsanok yHUUTOXEHHUS JOKYMEHTOB.

3. HUcnons3oBanue 11K B nenonpoussoacrse. CpencrBa KOMUPOBAHUS U ONEPATHUBHOIO
pasmHoxenus. Ilpuem u 00paboTka JOKYMEHTOB, MOCTYMAIOUIMX IO KaHAJaM 3JIEKTPOHHOM
noyThl ¥ (hakcuMuIIbHOM cBsizu. [IpaBuina GezomacHoi paboThI ¢ OPTTEXHUKOM.

4. DneKTpoHHOE NOKyMEHTHpoBaHUE. [I0HATHE «3JIEKTPOHHBIN TOKYMEHT».

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

Bonpocul ons konnexmuenozo oocysxcoenusi:
1. [lonstne o «apene». HomeHkmarypa pen. CocTaBieHHME HOMEHKIATYpbl €l B
oOpa3oBatensHOM yupexaeHuu. ®opmuposanue nein. [IpusHaku 3aBeeHUs J1€J1: HOMUHAIBHBIH,



MIPEAMETHO-BOIIPOCHBIN, aBTOPCKHI, KOPPECTIOHICHTCKHH, TeorpaduIeCKuii, XpOHOJOTUUSCKHH.
Bunsr apxuBoB. TpeOoBanust k apxuBaM. [lopsgok mnepemayd JOKYMEHTOB Ha apXHWBHOE
xpaHenue. Cucremaru3aiusi JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIIPaBOYHBIM ammapaToM
(ucropuyeckas crpaBKa, OMUCH JI€] MOCTOSIHHOTO U BPEMEHHOTO XPaHEHUsl JOKYMEHTOB, KHUTH
ydeTa U IBUKEHUs Ael).

2. OcobeHHOCTH XpaHEHHUs Jell MOCTOSHHOTO, BpeMeHHoro (cBbime 10 ier) u gen mo
an4HoMy coctaBy. [lopsinok nepenaun nen B I'ocynapcTBeHHble apxuBbl. Co3qaHKMe 3KCIEPTHON
KoMHCCUU yupexaeHus. IlpoBeneHue SKCrepTU3bl LIEHHOCTH JOKyMeHTOB. OdopmieHue
MPOTOKOJIOB 3acelaHUii KOMUCCUU U aKTOB Ha yHUYTOXeHue aein. [Ipomeaypa yHHUUTOXKEHUS
JIOKYMEHTOB.

3. KoMmmbloTepHbIe CpeicTBa MOATOTOBKU JOKYMEHTOB. Mcmonp3oBanue M1abI0HOB IS
dbopMupoBaHUS JTIOKYMEHTOB Ha KoMIbloTepe. lcmosnb3oBaHMe B KOMIbIOTEpe OJAHKOB
nokyMmeHToB. Co3naHue OJIaHKOB JOKYMEHTOB B KoMIbloTepe. M3roToBieHne, KOMUPOBaHUE U
TUpaXUpOBaHUE JOKyMeHTOB. CpenctBa 00pabOTKU TOKYMEHTOB. JIOKYMEHTHI, TiepeaBacMbie
Mo KaHajaMm CBs3M (Tenerpamma, Telekc, (akcorpamma, Ttenedonorpamma). IlonsiTue
«oprrexHuka». OCHOBHbBIE BUbI OPraHU3AIMOHHON TexHUKU. [IpaBuia TexHUKH 0e30macHOCTH
paboTHI C OPTTEXHHUKOM.

4. IlpeumyniecTBa nepegayu JOKYMEHTa C KOMIIbIOTEpAa Ha KOMIIbIOTEpP. Y CTaHOBKA Ha
KOMITBIOTEPE CIEHHUATIBHO BBIJICJICHHOM MANKKU I NOCTYNAKLNX J0KYMEHTOB. [Ipenmyimectsa
anekTpoHHOM mouThl. Jloctynm k Internet. Cuctema peructpauuu u KoHTpousisi. Co3maHue
AJICKTPOHHOM 0a3bl JaHHBIX. [Touck qOKyMeHTa.



