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1. MeToanuyeckue peKOMeH AU

1.1. MerToauyeckne PpeKOMEHJALHMHM 110 OPraHM3alMU PadoThl CTY/AEHTOB BO
BpeMsl PoBeeHU JIeKIMOHHBIX 3aHATHI
B xope nexuuit npenojaBareib U3jaraeT U pa3bsACHAET OCHOBHbIE, Han0oJIee CIOKHBIE TOHATHUS
TEMBbl, a TaKXXe CBS3aHHbIE C HEH TEOPETUYECKHUE U MpaKTUYeCKHe MpoOJieMbl, JdaeT
PEKOMEH AN ISl IPAKTUYECKOTO (CEMMHAPCKOT0) 3aHATUSA U YKa3aHUsI AJI1 CaMOCTOSATENbHON
paboTEHL.

Ha neknMoHHBIX 3aHATHAX CTYACHTY HEOOXOJIMMO BECTH KOHCHEKTHpPOBAHUE y4eOHOTro
Mmatepuana. OOpaniaTh BHUMaHHE Ha KaTeropuu, GOpMyJIHPOBKHU, PACKPBIBAIOIINE COJEPKaHUE
M3y4aeMOM JHUCLUUIUIMHBI, HAYYHbIE BBIBOJBI U ITPAKTUYECKHE PEKOMEHAALNH, MOJIOKUTEIbHBIN
OTIBIT B OPaTOPCKOM HUCKYCCTBE.

XKenatenbHO OCTaBUTh B Pa0OYMX KOHCIEKTaX I0JI, HAa KOTOPBIX JE€NaTh MOMETKH,
NOMYEPKHUBAIONINE OCOOYI0 BaXXHOCTh TE€X WM HHBIX TEOPETUYECKUX  IOJIOKEHUH.
PekoMenayeTcss akTHBHO 3a[aBaTh MPENOAABATENI0 YTOUHSIOIUE BOIPOCH C LEIbIO YSICHEHUS
TEOPETHYECKUX IOJOKEHUN, pa3pelIeHUs] CHOPHBIX CUTYyalui.

1.2. MeToanueckue peKOMEHIANMH MO MOArOTOBKE K  CEMHHAPCKHM
(MpaKTHYeCKNM) 3aHATUAM

[Ipuctymass Kk W3y4eHHIO IUCHUIUIMHBI, HEOOXOAUMO BHHUMATEIHHO O3HAKOMHTHCS C
TEMAaTUYECKUM IUIAHOM 3aHSTUM, COUCKOM PEKOMEHJOBAaHHOHM snuTeparypbl. CaeayeTr ysSICHHUTH
MOCJIEIOBATEILHOCTh BBITIOJTHEHUSI WHAWBUAYATbHBIX YUeOHBIX 3amanuil. CamocTosiTenpHas
paboTa cTyaeHTa mpenonaraetT paboTy ¢ HaAydYHOW U yueOHOU TUTEpaTypoil, yMEeHHE CO3/IaBaTh
TEKCTBI. YPOBEHb U TITyOMHA YCBOCHUS TUCIUIUIMHBI 3aBUCSIT OT aKTUBHOW M CHCTEMAaTHYECKOM
paboThl Ha JEKIUSAX, U3YYCHUS PEKOMEHJIOBAHHOW IUTEPaTyphl, BHIOTHEHUS KOHTPOJBHBIX
MNUCbMEHHEIX 3aJaHul.

CeMuHapcKue 3aHATHS 3aBEPIIAIOT H3YYeHHE HauOollee BaXXHBIX TeM yueOHOU
qucturIuHbl. OHU CyXKaT JUIsl 3aKpeIUIeHWs] M3YYeHHOTO MaTepualia, pPa3BUTHS YMEHUH U




HaBBIKOB TIOJATOTOBKU JIOKJIAI0B, COOOIICHUH, MPHOOPETEHHs OIBbITa YCTHBIX ITYOJHMYHBIX
BBICTYIUICHUW, BEACHHUA INUCKYCCHH, apIyMEHTAllMM W 3allUThl BBIIBUIAa€MBIX IOJOXKEHHUH, a
TaKKe JUIsi KOHTPOJIS MPENoAaBaTeIeM CTEIEHHU IMOArOTOBICHHOCTH CTYAEHTOB II0 M3y4aeMOu
JUCLIUILINHE.

CeMuHap mpeanoiaraeT cBOOOIHBIM OOMEH MHEHUsMU To u3OpaHHOW Temaruke. OH
HAUMHAETCs CO BCTYIUTEIBHOIO CJIOBAa INpernojaBaressd, (GOpMyIMPYIOLIEro Ledb 3aHATUA U
XapaKTEPU3YIOIIEro €ro OCHOBHYIO MpoOJieMaTHKy. 3areM, Kak IPaBHJIO, 3acIyIIMBAIOTCS
cooOuieHus cTyaeHToB. O0cyKaeHne COOOIEHHSI COBMEIIAETCS C PACCMOTPEHNEM HaMEUYEHHBIX
BonpocoB. CooOmieHus, Mpeanojaralomye aHajlu3 MyOIuKanuid Mo OTAEIBHBIM BOIPOCaM
IPAaKTUYECKOI'0 3aHATHSA, 3aciIyIIMBAIOTC OOBIYHO B cepenuHe 3aHsATud. [loomipsiercs
BBIIBUKCHHE H  OOCYXKJEHHWE aJbTEpHATUBHBIX MHEHUH. B  3akmouyWTensHOM — ClloBe
IpenoiaBaTesb MOABOAUT UTOIM OOCYKAEHUS U OOBSABISAECT OLICHKU BBICTYNABLIMM CTYJCHTaM.
B nemsix KOHTpOJs MOATOTOBIEHHOCTU CTYAEHTOB M NPUBUTHS UM HABBIKOB KpaTKOI'O
IIMCbMEHHOTO U3JIOKEHUSI CBOMX MBICIIEH IIPENOAABATENb B X0 PAKTHYECKOT0 3aHATUSA MOKET
OCYIIECTBIIATh TEKYIIUN KOHTPOJIb 3HAHUN B BUJIE TECTOBBIX 3aJaHUN (KOHTPOJIbHOIN pabOThI).

B Xoze mHOArOTOBKM K CEMUHApCKUM (TMPAKTUYECKUM) 3aHATUAM CIEIyeT H3Yy4UTh
OCHOBHYIO M [ONOJHHUTEIBHYI) JIUTEPATypy, YYECTb PEKOMEHJALMU MpernojaBareis u
TpeboBaHus pabodeit mMporpaMmel.

MOXHO MOATOTOBUTH CBOM KOHCIEKT OTBETOB II0 pPAacCMaTpUBAacMOM TEMAaTHKE,
HOJArOTOBUTH TE3UCHI ISl BHICTYIUICHUH IO BCEM y4e€OHBIM BOIPOCAM, BBIHOCUMBIM Ha 3aHSTHE.
Cnenyer mpoiyMaTrh INpUMEPHI C LENbI0 00ECIIEUEHMs] TECHOM CBA3M H3Yy4aeMOil TEopuHu C
pealbHOM  MpakTUKOM. MOXKHO  JONOJHUTH CIHCOK PEKOMEHIOBAHHOM  JMTEpaTyphl
COBPEMEHHBIMH UCTOUYHUKAMH, HE MPEACTABIEHHBIMU B CIIMCKE PEKOMEHJOBAaHHOM JIUTEPATYpBhI.

1.3. MeToanyeckne peKOMeHIALUH 110 NOAr0TOBKE NMpPe3eHTaAllnU

[ToaroToBKy MNpe3eHTAMOHHOIO  MaTrepuana cjielyeT HauuHaTh C  H3Y4eHUs
HOPMAaTUBHOM M CHEUUAJIbHON JIMTEpaTyphbl, CTATUCTMUECKUX JIaHHBIX, CHCTEMaTU3alUu
cobpanHoro wmarepuaia. IIpe3eHTalMOHHBIM MaTepuan JOKEH OBITh JOCTATOYHBIM IS
PacKpbITUSL BHIOPAHHOW TEMBI.

ITonroToBka Mpe3eHTAlMOHHOTO MaTepuaia BKIIOYAeT B ceOs HE TOJIBKO MOJArOTOBKY
CJIaliI0B, HO M OTPaOOTKY HABBIKOB OPaTOPCTBAa U YMEHMSI OPraHU30BaTh U MPOBOJUTH IUCIYT.

Cozanue Mpe3eHTallMOHHOIO MaTepuaja [JAaeT BO3MOXHOCTb IIOJIYYUTb HAaBBIKH U
YMEHHMSI CaMOCTOSATEIBHOI0 000011IeHUsI MaTepuaa, BbII€JIEHHsI TI1aBHOTO.

IIpy moAroTOBKE MYNBTHUMEIMHHOIO IPE3EHTALMOHHOTO MaTepuana BaKHO CTPOro
COOJIIO/IaTh 3a/IaHHBII PErIIaMEHT BPEMEHH.

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

Bonbmias uacTh cnaiiioB JO0DKHA OBITH TOCBSIIEHA PACKPBITUIO TEMBbI. 3ajaua
BBICTYNAIOIIET0 COCTOMT HE TOJBKO B TOM, YTO IMPOJEMOHCTPUPOBATH COOCTBEHHBIE 3HAHUS,
HaBBIKM M YMEHHUS IO paccMaTpHUBaeMOW IMpoOiieMaTHKe, HO M 3auHTEpecoBaTh CIlylIaTesei,
Ccroco0cTBOBaTh (POPMHUPOBAHUIO Yy JAPYTUX CTYACHTOB CTPEMJIEHUS [MO3HAKOMUTBHCS C
HOPMATHUBHBIMHU U CIIEUAILHBIMU HCTOYHHKAMHU IO paccMaTpuBaeMoi mpodieMaTHKe.

AJTOpUTM CO3/1aHUS MTPE3ECHTALINH

1 aTan — onpezaeneHue Leau Npe3eHTaAuN

2 3Tan — noApoOHOE pacKpbITHE HHPOPMAIIIH,

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

Crnenyer ncnons3oars 10-15 cimaiinos. ITpu sTom:

- IEPBBIN craiix — TUTYNIbHBIN. [IpenHasHaueH 11 pa3MeleHus] Ha3BaHUs IPE3EHTALNH,
MMEHH JIOKJIaJYMKa U €r0 KOHTAaKTHON MH(pOpMaIUy;



- Ha BTOPOM ClIalijle HEOOXOJMMO pa3MECTUTh COJACPKAHHWE MPE3CHTAIMH, a TaKKe
KpaTKOe OMUCaHNe OCHOBHBIX BOIIPOCOB;

- BCE OCTABILUECS CIaiIbl UMEIOT HH(OPMATUBHBIN XapaKTep.

OO6blyHO mojaua MHGOPMAIMU OCYLIECTBISETCA MO IUIAHY: TE€3UC — apryMEHTalusl —
BBIBO/I.

PexoMenganuu 1o co31aHUIO MPE3eHTALINHU:

1. YutabenbHOCTh (BUAUMOCTH U3 CAMBIX JAIBHUX YTOJIKOB IOMEIICHUS U C Pa3IMIHBIX
YCTPOKMCTB), TEKCT JOJKEH ObITh HaOpaH 24-30-bIM mpudToMm.

2. TmwarenbHO CTPYKTYpUpOBaHHAS WH(POPMAIIHSL.

3. Hanuuue KOpOTKMX M JTAKOHUYHBIX 3aroJIOBKOB, MAapKHUPOBAHHBIX M HYMEPOBAaHHBIX
CIIHICKOB.

4. Kaxaomy NoJIOKEHUIO (KMee) Halo OTBECTH OT/SIbHBIN ab3arl.

5. I'maBHYIO H/Iet0 HAI0 BEUIOXKHTH B MIEPBOM CTPOKE ad3aria.

6. Ucnons3oBarh TabmuuHbie (GOPMBI TPEACTaBICHHS WHGOpPMAIMU (AHarpamMMel,
CXEMBI) ISl WIIIOCTPAIlMM BaXXHEWIMX (DAaKTOB, YTO JACT BO3MOXKHOCTH TOAATh MaTepHall
KOMIIAKTHO U HATJIATHO.

7. I'paduka 1omxKHA OPraHUYHO JTONOJIHATH TEKCT.

8. BricTymienue ¢ nmpe3eHTanue ;ures He 6onee 10 MUHYT.

14. Meroanuyeckne peKOMEHIALUH M0 YYACTHIO B TUCKYCCHU

Juckyccus - 00CyXIeHHE CIIOPHOTO BOIIPOCA, TPOOIEMBI.

BaxxHoil XxapakTepHCTUKON AMCKYCCUU, OTIMYaomeid e€ OT APYyrux BHUIOB CIIOpA,
SBIISICTCS ApTYMEHTHPOBAHHOCTb.

Cwmbicn auckyccuu (yueOHOM AMCKYCCHH) COCTOMT B OOMEHE B3IJIsIIaMU 10 KOHKPETHOM
npobiemMe. DTO aKTUBHBIM METOJ], TO3BOJIIONINI HAyYUTHCS OTCTaWBaTh CBOE MHEHHE U
ClIymarh Jpyrux. JMCKyccHsl pOKIAeT MBICHIb, AKTUBU3UPYET MBIIUIEHHE, a B YyueOHOU
JMCKYCCHH 00eCrieuyMBaeTCs CO3HATEIBHOE YCBOEHHE y4eOHOro MaTepualia Kak MpOJyKTa €ro
MBICIIUTEIBHOM MTPOPAOOTKH.

MeTtox JAHMCKYCCHM HCIIONB3YETCS B TPYIMOBBIX (opMax 3aHATHH: HAa CEMHHApax-
JMCKYCCHSIX, cOOECeIOBaHUAX MO 0O0CY)KJICHUIO UTOTOB BBHIIOJHEHHUS 3a/laHUI Ha MPAKTHUYECKUX
U 1a00paTOPHBIX 3aHATHX, KOT/Ia CTy/IEHTaM HYXXHO BBICKa3bIBaThcs. Ha jekuum auckyccus B
IIOJTHOM CMBICJIE Pa3BEPHYTbCS HE MOXKET, HO JUCKYCCHOHHBIM BOIPOC, BBI3BABIIUII Cpazy
HECKOJIPKO Pa3HBIX OTBETOB M3 ayJUTOPHH, CO3JAET aTMOC(EpPy KOJUIEKTUBHOTO Pa3MBIILICHHS
¥ TOTOBHOCTH CJIYIIATh MpenojaBares, OTBEYAlOIero Ha 3TOT CIIOPHBINA BOIIPOC.

Jluckyccruss Ha CEMMHApCKOM (IPaKTHMUECKOM) 3aHATUU TpeOyeT NpoAyMaHHOCTU U
OCHOBATEJIbHOHN IpeIBapUTEIbHOW MOATOTOBKU oOydarouuxcs. HyXHBI He TOJBKO XOpoIlue
3HaHus (0e3 HUX JUCKyccHsl OecTpeiMeTHa), HO TaK)Ke HAIWYHE Y CTYIEHTOB YMEHUS BBIPAXKaTh
CBOM MBICIIH, YETKO (HOPMYIMPOBATH BOMPOCHI, MPUBOIUTH ApPryMEHThl M T.A. YueOHbIE
JMICKYCCHH OOOTAIaIOT IMPEICTABICHHS yJalluXcs 10 TeMe, YIMOPSIOYMBAIOT U 3aKPEIUISIOT
3HaHUS.

1.5. Meroauyeckue peKOMeHIALNHU A5 BHINOJTHEHUSI TECTOBOT0 3a1aHUA

TecToBoe 3amaHne - CPeACTBO MPOBEPKHM YMEHHUW NMPUMEHATH MOJYYECHHBIE 3HAHUS IS
pelIeHHs 3a1a4 ONPeIeIEHHOr0 THIIA IO TeME WK pa3Jiely.

Tect — 3aganue, BBIMOJIHAEMOE B TE€UEHHE 3aJaHHOTO BPEMEHHU (B YCIOBHSIX ayAMTOPHOU
pabotrel — or 30 MUHYT 710 2 YacoB, OT OJHOTO JHS JO HECKOJBKMX HEIelb B ciydae
BHEAYJIMTOPHOTO 33/1aHNUSA).

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

JU1st BBITOJTHEHUS TECTa 00YJaroIEeMycs 1aeTCsl OT OJHOM 10 HECKOJIBKUX MOTIBITOK.

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



[Tpu pemennn Tecta HEOOXOUMO:

- BHUMATEIbHO M3YYUTh CTPYKTYPY TECTa, OLCHUTh O0BEM BPEMEHH, BBLICISICMOrO Ha
JIAHHBIN TECT, YBUJICTh, KAKOTO THIIA 3aJIJaHUSI B HEM COJICPIKATCS;

- HAYMHATh OTBEYATh HAa T€ BOIPOCHI, B PABUIILHOCTH PELICHHS KOTOPBIX HET COMHEHHH,
HE OCTaHAaBJIMBAsICh HA TEX, KOTOPBIC MOTYT BBI3BaTh 3aTPyIHCHMUS,

- BHUMATEIIbHO YNTATh 33/IaHMs IO KOHIA, HE MBITasICh HA4aTh OTBEYATh, OPUCHTHPYSICH
Ha BBINOJHCHHBIE MTOI00HBIC 33aHuUs B IPEABIIYIIHX TECTUPOBAHUSX;

- eciii Bl He 3HaeTe OTBeTa Ha BONPOC WM HE YBEPEHBI B €r0 MPABHIBHOCTH, CICAYET
IPOITYCTHTh BOIIPOC, YTOOBI BEPHYTHCS K HEMY TT03XKE;

- PacCUMTHIBATh BBIIIOJIHEHUE 33JaHUi CIIEIYeT TaK, YTOObI OCTAIOCh BPEMsI Ha MPOBEPKY
U T0paOOTKY BBIMOJIHEHHBIX 33IaHHIH.

1.6. Meroauueckue peKOMEHIAIMHU VIS MOATOTOBKHU OTBETAa HA 3a4eTe

VYcnoBust, o0ecnieunBaroIye negarorn4eckyto 3(pGpeKTuBHOCTh OLIEHOYHON IPOLEYpbI:

- CTENeHb OXBaTa pa3fesioB Y4eOHOIl mporpamMMbl U MOHUMAHHUE B3aUMOCBS3EH MEXKIY
HUMU;

- IIyOWHAa TIOHUMaHHSA CyIIecTBa OOCYKIAeMbIX KOHKPETHBIX MpOOJIeM, a TaKKe
AKTyaJIbHOCTH U IIPAKTUYECKON 3HAYMMOCTH U3y4aeMOW JUCLIUILINHBL,

- IMana3oH 3HaHHs pEKOMEH/I0BaHHOM JIUTEpaTyphl;

- JIOTUYECKU KOPPEKTHOE, HEITPOTUBOPEYUBOE, ITOCIIEOBATEIBLHOE U apTyMEHTUPOBAaHHOE
IIOCTPOEHUE OTBETA HA 3aYETE;

- YPOBEHb CaMOCTOATEIBHOTO MBIIUIEHUS C 3JIEMEHTaMH TBOPYECKOIO IOAXO0HA K
U3JI0’KEHUIO MaTepuaa.

2. Ilmanbl NpaKTHYECKUX 3aHSITHI
IIpakTuyeckoe 3ansaTue 1
Conep:xanue, 3HAYEHHUE 1eJIONMPOU3BOACTBA. TeXHOJI0rNsI OPraHU3aluH JeJI0NPOU3BOACTBA
B 00pa30BaTeIbHOM yUpe:KIeHNH
Ilnan:

1. OCHOBHBIG TepMI/IHBI U ITOHATHC «I[@J'IOHpOI/ISBOI[CTBO». HCTOpI/ISI BO3HUKHOBCHUA U
OCHOBHBIE ATamlbl Pa3BUTHS JEJIONPOU3BOJCTBA. CHCTEMBI OpraHU3alMH JEJIONPOU3BOJCTBA.
[ToHsiTHE M TPUHLIMIIBI OPraHU3aLUHU JOKYMEHTO000pOTa

2. PexBu3uThl NOKyMEHTOB. Perucrpamus u mHaekcamnus AokyMeHTOB. CTpykTypa 6a3
JAHHBIX JOKYMeHTOB. IIpuem, o00paGoTka M pacmpenerneHue MOCTYMAKIINX JOKYMEHTOB.
Opranuzanus 00paboTKU U Miepeaaur OTIPaBISIEMbIX TOKYMEHTOB

3. Tlopsimok TPOXOKIEHHWS BHYTPEHHUX JOKyMeHTOB. OpraHm3anus KOHTPOJS 3a
UCIIOJTHEHUEM JOKyMeHTOB. PaGora ucnonHuteneit ¢ pokymeHTamu. OpraHuzais MOUCKOBOMN
CUCTCMBI 110 I[OKYMCHTaM

4. Crocobbl W METOABI JIOCTaBKM JOKyMeHTOB. (OO0paboTka KOH(HIEHIIMATBHBIX
JIOKYMEHTOB ¥ JIOKYMEHTOB JIJIsl CITY’KE€OHOTO TOJb30BaHMUS.

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

Bonpocwt 0ns konnekmuenozo o6CcysiHcoerust.

1. TlonsTue «aenonpou3BoACTBO». OCHOBHBIE IETM W 3aJadd JIEIOMPOU3BOJICTBA.
Heo0xomuMocTh OpraHu3aIiiy IeIONIPON3BOICTBA B YUPEKICHUH. 3HAUYCHHUE JIETOTPOU3BOICTBA
B JIeATENbHOCTH  oOpa3oBaTenbHON  opranm3amuu. Cekperapb, JI€IOMPOU3BOIUTEIND,
JIOKYMEHTOBE/T, KAHIICIISIPHSL.

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



3. CucteMsbl AeTIONPOU3BOICTBA: IEHTPAIN30BAaHHAS, ICIICHTPATN30BaHHAs, CMEIIaHHAS.
Ctpyktypa u 00BEM JOKyMEeHTOOOOpoTa. OCHOBHBIC TPHUHIIMIIBI OpraHU3aIMu PabOTHI ¢
JIOKYMEHTOIIOTOKaMH.

4. Ilonsarue PEKBU3UTANOKYMEHTA. Buner PEKBHU3UTOB. IIpaBuiia
0(pOpPMIICHUAPEKBU3UTOB JOKYMEHTOB. bianknokymenra. Bunel OmankoB. TpeOGoBanus K
OsaHKaM JTIOKyMeHTOB.Buasl 1 (opmMbl peructpanyu JOKYMEHTOB. SI3BIK W CTHJIB CIIy)KEOHBIX
JOKYMCHTOB.

5. Drarbl 00pabOTKUBXOAIINX JIOKYMEHTOB. IlepBuunas o0paboTka
BXOIIMXJOKYMEHTOB. Perucrpupyemsie U Heperucrpupyemsle 10KyMeHTsl. [IpenBapurensHoe
paccMOTpEeHHE JJOKYMEHTOB ISl HallPaBJIEHUs UCTIOHUTENSIM. Pe3omonus.

6. Ilopsiiok MOArOTOBKHM HCXOASIIUX JOKYMEHTOB. CocCTaBlIeHHE NMPOEKTa JOKYMEHTa,
corjacoBaHue, nojanucaHue (yrBepikieHue), TupaxupoBaHue. CrocoObl M METOJbl OTIPaBKU
UCXOMAUIMX JTOKyMeHTOB. OOImias XapaKTepUCTHKa Clly)KeOHOH mnepenucku. Pa3zHoBHIHOCTH
CITY)KCOHBIX MTHUCEM.

7. BHyTpeHHUE JOKyMEHThl 00pazoBaTenbHON opranu3auuu. Ilogroroska, opopmienue,
peructpanus. [IpaBuiaa NMOCTaHOBKM JTOKYMEHTOB Ha KOHTPOJIb. llopsiliok CHATHSA JTOKYMEHTOB C
KOHTpOl. OT4er MO WCHOJHEHUIO KOHTPOJIBHBIX JIOKYMEHTOB. OnepaTHBHOE WCIIOJIHEHHE
JOKYMEHTOB COTPYJHHKAaMH B COOTBETCTBUM C WX JOJDKHOCTHBIMH OOSI3aHHOCTSMHU U
pesomtonel  pykoBogutens.  OTBETCTBEHHOCTh 32 HECcOONIOZeHHE  TpeOOBaHUMA
UCIIOJHUTENIbCKOM  JMCUMIUIMHBIL, 32  HENPaBWIbHOE  HCIOJb30BaHUE  JIEWCTBYIOIIMX
HOPMAaTUBHBIX IOKYMEHTOB B IIOJrOTOBKE, O()OPMIIEHUU U UCIIOJIHEHUH JOKYMEHTOB B CPOK.

8. Opranmzaiusi TIOYTOBOH, KyphepPCKOM M OIKCIPECC-IOCTABKU JIOKYMEHTOB. llOHSATHS:
«UEHHOCTh M Oe3omacHOCTb  HMH(pOpMAIMNY, «KOH(HIEHIIUATBHOCTbY, «yrposa
KOH(HUISHIIMATBHOCTHY, <«3ammTa uHpopMarum». be3onacHOCTh HEHHBIX HH(OPMAIIMOHHBIX
pecypcoB. llennas mHpopmanus U KoH(pUICHIUANIbHbIE JOKYMEHThI. PermameHranus cocraBa
KOH(HICHIIMATIBHBIX CBEICHUH M IOKyMEHTOB. [lopsmok paboTel ¢ KOH(HUACHIHATHLHBIMU
JOKyMeHTaMu M Matepuanamu. KonpuaenuuansHas nHGopMaius U CBEeACHUS B JEATEIbHOCTU
00pa30oBaTeIbHON OpraHu3alllu.

IIpakTnyeckoe 3ansaTHe 2-3
HopmaTtuBHo-3aKk0oHOAaTeIbHas 6a3a. OCHOBHbIE BH/IbI JOKYMEHTOB M CHCTEMBbI
nokymeHTanuu. Oco6eHHOCTH MOATOTOBKH U 0(hopMJIeHUSs OTAeJILHBIX BUI0B IOKYMEHTOB
ILnan:

1. HopmaTtuBHO-3aKOHOJATENFHBIE W HOPMAaTUBHO-METOJMYECKHE JIOKYMEHTBI 10
JIeTIONpPOU3BOACTBY. HopMaTHBHO-3aKOHOATEIbHBIE 1 HOPMAaTHBHO-METOIUYECKUE JOKYMEHTHI
110 apXUBHOMY JICITY.

2. Knaccugukanus nokymeHnToB. FOpuandeckas cuna nokymeHnTta. Haznauenue u cocrtas
OpPraHM3allMOHHO-TIPABOBOM  JIOKyMeHTanuu. Ha3HayeHme © COCTaB  OpraHM3alMOHHO-
pacnopsAUTeNbHOW JOKyMeHTaluu. Ha3HaueHWe W COCTaB CIPaBOYHO-MH(OpMAMOHHON
JOKYMEHTAIHH.

3. JlokanbHble HOpMaTHBHBIE akThl. CocTaB M paboTa ¢ KaapoBOi JOKYMEHTAIIUEH.

Jlumepamypa: [1-71; [9]; [10].

Bonpocul 0na konnekmugno2o 0o6cysicoeHus:

1. 3akoHomarenbHble akThl Poccuiickoit @enepanuu . MypmaHckoi — obriactw,
perlaMEeHTUPYIOLUE JEIONPOU3BOJACTBO U apXMBHOE J€JI0. 1'0CynapCTBEHHbIE CTaHIAPTHI U
yHU(DUKaLMs B 00JIACTH JETONPOU3BOACTBA M ApXUBHOTO JIefa.

2. UHCcTpykumsi 1O JAEJIONpOM3BOACTBY MuHHCTepcTBa 00pa3oBaHHMs U HAyKH
Poccuiickoit ®enepaunu. MeToauueckue peKOMEHAALUHU 10 pa3pabOTKe HOMEHKJIATyphl U



MHCTPYKIMU TIO JIEJIOTIPOM3BOJICTBY B 00pPa30BATEIIFHOM YUPEXICHHH. THIOBBIE TEPEYHH C
yKa3aHUEM CPOKOB XpaHEHHS JOKyMeHTOB. [IpaBuiia paboThl apXMBOB OpraHU3aIHH.

3. Knaccudpukamuss OKyMEHTOB, €€ OCHOBHbIE mpu3Haku. Kiaccupukamus 10
HAaMMEHOBAHUIO: TPHUKAa3bl, PACHOPSDKEHUs, IUIAHBI U OTYETbI, aKThl, MPOTOKOJIbI, JOTOBOPHI,
yCTaBbl, MHCTPYKIINH, IOBEPEHHOCTH U T.JI. Kitaccudukanus mo Mecty cocTaBiIe€HHS, 10 CTEIICHH
yHU(DUKALNY, 110 IPOUCXOXKICHHIO, IO BUY OhopmieHus, o crnocoly ¢pukcarnun nHHopMaIu,
II0 CTENEHU CIOXKHOCTH, IO CTENEHU TIJIACHOCTH, IO IOPHIUYECKOH CHJe, IO CpOKaMm
UCTIOJIHEHUS, IT0 CPOKAM XPAHEHUSI, 110 CTENICHN 00513aTeIbHOCTH.

4. Cuctema  OpraHM3allMOHHO-TIPABOBOM  JOKYMEHTaluu  (yCTaB  YUpEKICHHUSA,
MOJIOKEHMS, INTAaTHOE pacluCaHue, JOJDKHOCTHBIE HMHCTpyKmmu). Cucrema OpraHM3alMOHHO-
pacropsauTeNbHON JOKyMeHTauuu (ykas, MpHKa3, BBIIUCKA M3 TPHUKA3a, pPaclopsDKeHHe,
noctanopnenue). Cucrema CrpaBoOYHO-MH()OPMAMOHHON JTOKYMEHTauuu (IPOTOKOJN, aKT,
3asBJICHHE, JIOKJIAJHAas 3alHCcKa, IpeUIOKCHHEe, TIpeJCTaBlIeHue, Ciy)keOHas —3arucka,
oObscHHUTeNbHas). Cxema IOIrOTOBKM PaCHOPSIUTEIBHBIX JTOKyMEHTOB.IIopsiok CHATHA U
BBIJIa4YM KOMHUH C TOKYMEHTOB.

5. IlomoxxeHus, mpaBwia, UHCTPYKIMU (IIPaBHJIa BHYTPEHHETO TPYAOBOTO PacIoOpsIKa,
MHCTPYKIIMU O TIOPSAJKE OCYILECTBICHUS KaKOH-IMOO NESITEIbHOCTH WM TOPSIKE MPUMEHEHHUS
HOJIOKEHHH 3aKOHOJATEIbHBIX W HMHBIX HOPMATUBHBIX aKTOB, IOJIOXKEHHUS O CTPYKTYPHBIX
HOJpa3ieeHuUsIX, KOJUIEKTUBHBIA 10roBOp U 1p.). [lopspok opopmiteHUss M TOANUCAHUS ITHX
JOKYMEHTOB JUISl IPUMEHEHHS KaK CaMOCTOSTEIILHBIX IIPAaBOBBIX aKTOB.

6. IlonsaTue M CTPYKTypa MepcOHANbHBIX AaHHBIX. O0s3aTe/IbHbIC KaAPOBbIE TOKYMEHTHI
00pa3oBaTeNIbHOMOPraHU3alii, MX BHIBI, COCTaB, HOPMAaTHBHbIE TPEOOBAHUS K BEICHUIO
KaJpOBOW JOKyMEHTAlMu (TPUKa3bl M PACIOPSHKCHUS MO JMYHOMY COCTaBy, 3asBICHHE,
TPYAOBOW JOTOBOp, JODKHOCTHASI MHCTPYKIHMSA, TPYAOBask KHIDKKA, JIMYHAS KapTOYKa, JTHYHOE
neno). JIBwKeHWEe © XpaHEHHWE KaapoBOW JoKyMeHTauuu. JKypHansl W KHHTH ydYeTa.
HcnonHeHne connaabHO-TIPaBOBBIX 3aIIPOCOB.

IIpakTnyeckoe 3ansaTHe 4-5
®opMupoOBaHUeE 1eJ1 M OPTaHU3ANMA XPAHECHHS JOKYMEHTOB. JKCIIEPTH3a IEHHOCTH
AOKYyMeHTOB. TexHu4eckue cpeacTBa, MCMOJIb3yeMble B 1eJ10IPOU3BOACTBE.
JIEKTPOHHBII JOKYMEHT0000pOT
IInan:

1. IlpaBuna cocTaBiieHUsT HOMEHKJIATypbl Jen yupexaeHus. dopmupoBaHue U
oopmienue aen. Opranuzaiys onepaTUBHOTO XpaHEHUs TOKyMEHTOB. DOopMUpOBaHNE apXUBa
B 00pa30BaTEIbHOM YUPEKACHUHU.

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

3. Ucnonb3zoBanue 1K B menompousBoxactBe. CpencTBa KOMUPOBAHUS U OTIEPATHBHOTO
pasmHoxkeHus. [Ipuem u o0paboTka JOKYMEHTOB, MOCTYHAIOUIMX IO KaHaJlaM JJIEKTPOHHOMN
noyThl ¥ (hakcuMUIIbHOM cBsi3u. [IpaBuia Ge30macHON pabOThI C OPITEXHUKOM.

4. DnekTpoHHOE JOKyMeHTUpoBaHue. [IoHATHE «3TEeKTPOHHBIN JOKYMEHTY.

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

Bonpocwt 0ns konnekmuenozo o6¢cyiHcoeHust.

1. [lonsatue o «guene». Homenkmatypa pen. CocraBieHHe HOMEHKIATYpHl JEl B
obOpasoBarenbHOM yupexaeHnu. @opmupoBanue nen. [IpusHaku 3aBefeHUs J1e1: HOMUHATBHBIN,
MPEIMETHO-BOIIPOCHBIN, aBTOPCKUI, KOPPECTIOHACHTCKHH, TeorpadudecKuii, XpOHOJIOTHUECKUN.
Buner apxuBoB. TpeGoBanus k apxuBam. [lopsmox mepemaud JOKYMEHTOB Ha apXHBHOE
xpanenue. Cucremarusaiys JOKYMEHTOB B apxuBe. PaboTa ¢ HaydHO-CIIPAaBOYHBIM ammnapaToM



(uctopuueckasi cripaBKa, OMUCH I OCTOSTHHOTO M BPEMEHHOI'0 XpaHEeHHs JOKYMEHTOB, KHUTH
ydeTa U IBUKEHUS Jel).

2. Oco0eHHOCTH XpaHEHUs el MOCTOSHHOro, BpeMeHHOro (cBeimie 10 JieT) u J1en mo
anuHOMY cocTaBy. [lopsinok nepenaun nen B 'ocynapcTBenHbie apxuBbl. Co3aHue IKCIIEPTHOM
KOMHCCUHU YyupexaeHus. lIpoBeneHue SKCHEpTU3bl LEHHOCTH JOKyMeHTOB. Odopmienue
IPOTOKOJIOB 3ace/laHMii KOMHUCCHM W aKTOB Ha yHWYTOXXeHHe naen. [Ipomenypa yHUYTOXEHHUS
JIOKYMEHTOB.

3. KommbroTepHble cpeicTBa MOATOTOBKH JIOKYMEHTOB. Vcronbp30BaHue IMIa0IOHOB ISt
dopmMHpoBaHUs JOKYMEHTOB Ha KoMIbioTepe. lcmoinp30BaHHE B KOMIBIOTEpE OJIAHKOB
nokyMeHToB. Co3nganue OJIaHKOB JOKYMEHTOB B KOMITbIoTepe. V3roToBiieHHE, KOMPOBAHUE U
TUPaXHPOBaHUE TOKYMEHTOB. CpencTBa 00pabOTKH JOKYMEHTOB. JIOKyMEHTHI, iepeaaBaeMble
Mo KaHajaMm CBs3M (Tenerpamma, Telekc, (akcorpamma, Ttenedonorpamma). Ilonsitue
«oprrexHukay. OCHOBHbIE BUIbl OPraHU3AIMOHHON TexHUKHU. [IpaBuna TeXHUKU 6€30MacHOCTH
paboThI C OPTTEXHUKOM.

4. TlpeumytiecTBa nepeaayu AJOKyMEHTa ¢ KOMIBIOTEpa Ha KOMIBIOTEp. YCTaHOBKAa Ha
KOMIIBIOTEpE CHEIMATbHO BBIICTICHHOM ManKy JJIs MOCTYHAIOMMX J0KyMeHTOB. [Ipenmyiiectsa
anekTpoHHo mouThl. Joctyn k Internet. Cucrema peructpanuun u KoHTpoinsa. Co3gaHue
ANEKTpOHHOU 0a3bl MaHHBIX. [TouCK AJOKyMeEHTa.



