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1. MeToauuyecKkue PECKOMEHIAUH

1.1. Meroauyeckue peKOMEHJAUMH IO OPraHU3aluM pPadoThbl CTYAEHTOB BO
BpeMsl POBeIeHUs JIeKIIUOHHBIX 3aHATHI
B xone nexumii mpemnoaBaTtens U3naraeT u pa3bsCHSIET OCHOBHBIC, HAMOOJIEE CIOKHBIE TTOHSITHUS
TEMBI, a TaKXe CBS3aHHBIE C HEW TEOpeTHYeCKHe U TMpaKTUYeCKHue MpoOJIeMbl, daeT
PEKOMEHIAlUK JJISI IPAKTUYECKOTO (CEMUHAPCKOTO0) 3aHSTHS U YKa3aHUs JJIsi CAMOCTOSITEIbHOM
paboTHI.

Ha nexnuoHHBIX 3aHATUSIX CTYIEHTY HEOOXOIMMO BECTH KOHCIEKTHPOBAHUE YYEOHOTO
MmaTepuana. OOpamniath BHUIMaHHE Ha KaTeropuu, GOpMYyIHPOBKHU, PACKPBIBAIOIINE COJEPKaHUE
M3y4aeMOU JTUCIHUIUIMHBI, HAYYHBIE BBIBOJBI U MPAKTHYECKUE PEKOMEHIAINH, TTOJIOKUTEIbHBIN
OTIBIT B OPAaTOPCKOM HCKYCCTBE.

KenaTenbHO OCTaBUTh B pabOYMX KOHCIEKTaxX TMOJII, HAa KOTOPBIX JeJaTh TOMETKH,
MOMYEPKHUBAIOIINE OCOOYIH0 BaXXHOCTh TE€X WM HWHBIX TEOPETUYECKUX  IOJIOKECHU.
Pexomenmyercss akTUBHO 3a/1aBaTh MPEMOAABATENIO YTOUHSIONINE BOMPOCHI C 1ETBI0 YSICHEHUS
TEOPETHUUECKUX MOJI0KEHUM, pa3peieHus] CIOPHBIX CUTYaIUH.

1.2. Meroanyeckne PpeKOMEHIANMH MO MOArOTOBKE K  CEMHUHAPCKUM
(IpaKkTHYeCKUM) 3aHATHAM

[Ipuctynas K W3y4EHHIO AUCUUIUIMHBI, HEOOXOJAMMO BHUMATEIBHO O3HAKOMHTHCS C
TEMaTUYCCKUM IIJIAHOM 3aHSTHHA, CITUCKOM PEKOMEHJIOBAaHHOU JuTeparyphl. ClieayeT ySICHUTH
MOCIIE0OBATEIHPHOCTh BBITIOIHEHUS WHIUBUAYaJIbHBIX YUeOHBIX 3amaHuil. CaMmocTosTenbHas
paboTa CTyaeHTa MperoiaraeT padoTy ¢ HAyJYHOU M y4eOHOW JTUTEpaTypoid, YMEHHE CO3/1aBaTh
TEKCThl. YPOBEHb U TNIyOMHA YCBOSHUS TUCIUIUIMHBI 3aBUCST OT aKTUBHOM M CHCTEMaTHYeCKOU
paboOTBI Ha JICKIUAX, W3YYCHUS PEKOMCHJIOBAHHOW JIUTEPATYPhI, BBITIOJHEHUS KOHTPOJILHBIX
MUCHMEHHBIX 33JaHHMH.




CemuHapckue 3aHATHA 3aBEpINAIOT HU3ydCHHME Haubosiee BaXKHBIX TeM Yy4eOHOH
quciuiuinHel. OHM cayaT A 3aKpeIUIeHMs] M3y4EeHHOrOo Marepuala, pa3BUTHS yYMEHUH U
HaBBIKOB IOATOTOBKU JIOKJIAJOB, COOOIIEHUH, NPUOOPETEHUs] OIbITa YCTHBIX ITyOJIMYHBIX
BBICTYIUIEHUH, BEACHUS ITUCKYCCHU, apIyMEHTAllMd M 3alUThl BBIIBUTAa€MbIX IIOJIOKEHHUM, a
TaKXe AJI1 KOHTPOJIA MPErnoAaBaTeseM CTENEHHM IOJArOTOBIEHHOCTU CTYJIEHTOB 10 M3y4aeMoOH
JUCLUIINHE.

Cemunap mnpenmosaraeT cBoOOAHBIM OOMEH MHEHUsMM 10 H30paHHOW TemaTuke. OH
HAUMHAETCS CO BCTYMUTEIBHOTO CJIOBA TMpernoaBaress, (GOpMYIHPYIOUIETO LElb 3aHATUS U
XapaKTepU3YIOIEro €ro OCHOBHYIO IpoOiieMaTHKy. 3areM, Kak I[paBWIO, 3acilylIMBarOTCS
coobuienus cryaeHToB. OOCyKaeHne COOOIICHUS COBMEIAETCSA C PACCMOTPEHUEM HAMEUEHHBIX
BonpocoB. CooOueHus, Mpeanosararoliue aHajliu3 MyOnuKaluuid 0 OTAEIbHBIM BONpPOCaM
NPAaKTUYECKOTO 3aHATHSA, 3aCIyIIMBAIOTCS OOBIYHO B cepenuHe 3aHsaTuA. lloomipsiercs
BBIIBIDKEHHE M OOCYXKJE€HUE aJbTePHATUBHBIX MHEHU. B 3akmtounrtensHOM cioBe
IPEernoIaBaTesb MOABOAUT UTOTH OOCYKAECHUS M OOBSBISECT OLCHKHU BBICTYNABIINM CTYJCHTAM.
B wmensix KOHTpOJIE MOATOTOBICHHOCTH CTYJIEHTOB M IPUBUTHA MM HAaBBIKOB KpaTKOIo
MUCBbMEHHOTO U3JI0KEHUSI CBOMX MBICJIEH MIPenojaBaTelib B X0/1€ IPAKTUUECKOTO 3aHATUS MOKET
OCYILECTBIIATh TEKYIIUI KOHTPOJIb 3HaHUI B BUJIE TECTOBBIX 33/1aHUI (KOHTPOJIBHOM pabOThI).

B Xome moAroToBKM K CEMMHAPCKUM (IIPAKTUYECKUM) 3aHSATHSAM CIENYyEeT H3Yy4UTh
OCHOBHYIO M JIONOJIHUTENIBHYIO JIMTEpaTypy, Y4YecTb pPEKOMEHJALMU IpenojaBareis Hu
TpeOoBaHus pabovel IpPOTrpaMMBI.

MOXHO TMOArOTOBUTH CBOM KOHCIIEKT OTBETOB II0 pPAaccMaTpUBacMOl TEMaTuKe,
MOJTOTOBUTH TE3UCHI ISl BHICTYIUICHUH TI0 BCEM Y4E€OHBIM BOIPOCAM, BEBIHOCHMBIM Ha 3aHSTHE.
Crnenyer mpoaymaTh NpUMEpbl C LEJNbI0 OOECIEYEeHUs TECHOM CBS3M H3y4aeMOM TEOpHH ¢
peanbHOM  NPAaKTUKOH. MOXHO  JONOJHHTH CIUCOK PEKOMEHJOBAaHHOW  JIMTEPaTyphl
COBPEMEHHBIMU UCTOYHHUKAMH, HE MPEACTABICHHBIMU B CIIUCKE PEKOMEHIOBAHHOM JIUTEPATYPHI.

1.3. Metoauyeckue peKOMeHIAIMH 1O MOATOTOBKE MpPe3eHTAIHI

[ToaroroBky mpe3eHTAIMOHHOTO MaTepHayiia CJleAyeT HayuHaTh C  HM3YYCHHS
HOPMAaTHUBHOM M CHENUAIbHOM JIUTEpaTyphbl, CTATUCTHUYECKUX JIAHHBIX, CHCTEMATHU3allUU
cobpanHoro Marepuana. [Ipe3eHTalIMOHHBIA MaTepHall JOJDKEH OBITh JOCTATOYHBIM TSt
PacKpBITUSI BLIOPAHHON TEMBI.

[ToaroroBka Mpe3eHTAIMOHHOTO MaTepuajia BKIIOYaeT B ce0si HE TOJBKO IMOATOTOBKY
CITaliI0B, HO M OTPaOOTKY HABBIKOB OPATOPCTBA U YMEHUSI OPTaHU30BaTh U MIPOBOJUTH TUCIYT.

Co3anne MPEe3eHTAIMOHHOTO MaTepuaia JaeT BO3MOXHOCTh IOJYyYHUTh HABBIKH WU
YMEHHsI CaMOCTOSATEIHHOT0 000011IeHUsI MaTepraa, BbIIeJICHHS TTIaBHOTO.

[Ipy 1oOAroTOBKE MYJNIBTUMEAMNHOIO NPE3CHTAMOHHOIO MaTepHalla Ba)kKHO CTPOTO
coOIOAaTh 3a/IaHHBIM PErJaMeHT BpEMEHHU.

Heo6xoquMo MNOMHHTH, YTO BBICTYIUICHHE COCTOMT U3 TpEX 4YacTed: BCTYIUICHHS,
OCHOBHOM 4YacTu M 3akitoueHus. lIpexne Bcero, ciieqyer Ha3BaThb TEMY CBOEH IMPE3EHTALINH,
KpaTKO TEPEYHCINUTh pacCMaTpPUBAEMbIE BOMPOCHI, M30paB Il 3TOTO KUBYIO HHTEPECHYIO
bopMy U3I0XKEHUS.

Bonpmass 4acte cmaiiioB A0MKHA OBITH TOCBSIIEHA PACKPBITUIO TEMBI. 3ajada
BBICTYMAIOIIETO COCTOMT HE TOJIBKO B TOM, YTO MPOJIEMOHCTPUPOBATH COOCTBEHHBIC 3HAHMSI,
HaBBIKM W YMEHHUS TI0 pacCMaTpMBaeMoOW MpoOeMaTHKe, HO W 3aWHTEPECOBATh CIyIIATeNeH,
crocoOcTBOBaTh (POPMHUPOBAHUIO Y JAPYTUX CTYACHTOB CTPEMIICHUS [MO3HAKOMUTBCS C
HOPMATHBHBIMH M CTICIIUAIBHBIMA UCTOYHHUKAMH 10 PaCCMAaTPUBAEMOM MPOOIeMaTHKE.

AJTOpUTM CO3/1aHUs NTPE3EHTAIIUN

1 oTam — onpeseneHue ey MPE3eHTAINH

2 9Tan — moApoOHOE PacKPHITUE HHPOPMAITHH,

3 3Tal - OCHOBHBIE TE3MCHI, BEIBOJBI.



Cnenyet ucnonb3oBatb 10-15 cnaiinos. [Ipu sTom:

- IIEPBBIN claig — TUTYJIbHBINA. [IpenHa3sHaueH 1 pa3MeleHusl Ha3BaHUs [IPE3CHTALNY,
MMEHH JIOKJIQJIYMKa U €r0 KOHTAKTHON MH(pOpMAaIuy;

- Ha BTOpPOM claiiie HeOOXOAMMO pPa3MECTUTh COJCpPKAHHUE IPE3CHTALUHU, a TaKKe
KpaTKOE OMUCaHNe OCHOBHBIX BOIIPOCOB;

- BCE OCTaBILHUECS CIaiIbl UMEIOT WH(OPMATUBHBIN XapaKTep.

OO6b1yHO Mojaua MHGOPMAIMU OCYLIECTBISECTCA MO IUIAHY: TE€3UC — apryMEHTalusl —
BBIBOJI.

PexoMeHnganuu 1o co3iaHuio Mpe3eHTalUU:

1. YuraGenpHOCTh (BUAUMOCTD U3 CAMBIX JAIBHUX YTOJKOB IIOMEIIEHUS U C Pa3IMYHbIX
YCTPOKMCTB), TEKCT JOJKEH ObITh HaOpaH 24-30-bIM mpudToMm.

2. TmarenbHO CTPYKTYpUpOBaHHAS WH(POPMAIIHSL.

3. Hannuue KOpOTKMX M JTAKOHUYHBIX 3arojOBKOB, MapKHPOBAHHBIX U HYMEPOBAaHHBIX
CIIHICKOB.

4. Kaxaomy nosokeHuto (1aee) HaJlo OTBECTH OTAENbHBIN a03all.

5. I'maBHY¥0 HIet0 HAI0 BEUIOXKHTH B IIEPBOM CTPOKE ad3ara.

6. Mcnonw3oBarh TabMWuHbIe (OPMBI TPEACTaBICHHS WHGOpPMAIUU (AHarpamMMsl,
CXEMBI) ISl WLIIOCTPAIlMM BaXXHEWIIMX (DaKTOB, YTO JAacT BO3MOXKHOCTh IOJAaTh MaTephall
KOMIIAKTHO U HATJIATHO.

7. I'paduka 1omxKHA OPraHUYHO JTONOJIHATH TEKCT.

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

14, Meroanuyeckne peKOMEHIALUH M0 YYACTHIO B TUCKYCCHU

Jluckyccus - 00CyKIeHHE CIIOPHOTO BOMPOCa, IPOOIEMBI.

BaxxHOl XapakTepUCTUKOW IUCKYCCHH, OTIMYAIONIE €€ OT JpYyrux BHJIOB CIIOpa,
SBIISIETCS. APTyMEHTUPOBAHHOCTD.

Cwmpicn nmuckyccun (yueOHOM TUCKYCCHM) COCTOUT B OOMEHE B3TJIAJIaMU 1O KOHKPETHOU
npobiaemMe. DTO aKTUBHBIM METOJ, MO3BOJISIONIMI HAy4YHUThCS OTCTaWBaTh CBOE€ MHEHHE U
CIymarth Jpyrux. Jluckyccust poKIaeT MbICHb, AaKTUBU3UPYET MBIIIJIEHHE, a B Yy4eOHOH
JUCKYCCHM 00ecrieuynBaeTcs CO3HATENbHOE YCBOEHHE y4yeOHOro MaTepuallia Kak MpOJyKTa ero
MBICJIUTEITEHON TTPOPAOOTKH.

MeTtoa AMCKYCCHU MCIIONB3YeTCs B TPYINOBBIX (opMax 3aHATUH: Ha CeMUHapax-
JTUCKYCCHSIX, COOECEOBaHMX MO 00CYX/IEHHUIO UTOTOB BBIMOJIHEHMSI 3aJaHUI Ha MPaKTHYECKUX
U 1a00paTOPHBIX 3aHATHX, KOT/Ia CTy/IEeHTaM HYXHO BbICKa3bIBaThcs. Ha jekuuu auckyccus B
MIOJIHOM CMBICJIE DPa3BEPHYThCS HE MOXKET, HO AMCKYCCHOHHBIH BOIIPOC, BBI3BABILUN cpazy
HECKOJIBKO Pa3HbIX OTBETOB U3 ayJUTOPUHU, CO3JAET aTMOC(epy KOIJIEKTUBHOIO Pa3MbIIUIEHUS
Y TOTOBHOCTH CITyIIATh MPENO0/1aBaTeNsl, OTBEYAIOIIEr0 Ha 3TOT CIIOPHBIN BOIPOC.

Jluckyccuss Ha CEeMHHApCKOM (IIPAaKTUYECKOM) 3aHATHH TpeOyeT NpOJyMaHHOCTH U
OCHOBATEJIbHON TMpeaBapUTEIbHON MOArOTOBKU OOywarouiuxcs. HyXHBI HE TONBKO XOpOIINe
3HaHus (0e3 HUX JUCKyccHst OecrpeMeTHa), HO TaK)Ke HAIWYKE Y CTYIEHTOB YMEHUS BbIpaKaTh
CBOM MBICIIH, YETKO (hOpPMYJIHpPOBATh BOIPOCHI, MPUBOJIUTH apryMEHThl U T.A. YueOHbIE
JUCKYCCHHM OOOTaIlaloT IMPEJICTaBICHHUs yJyalluxcs MO TeMe, YINOPSJOYMBAIOT U 3aKpPEeIUISIOT
3HaHUS.

1.5. MeTozmqecmle PECKOMEHIANUHA AJIH BBINMOJTHEHUSA TECTOBOI0O 3alaHUSA

TecroBoe 3amaHue - CPEACTBO MPOBEPKU YMEHUN NMPUMEHATH MOJYYEHHBIE 3HAHUS IS
pelIeHus 3a/1a4 ONPEIEIICHHOrO THITA 10 TEME WM pa3zieny.

Tect — 3amanue, BBITIONHAEMOE B TEUCHHE 3aJJaHHOTO BPEMEHH (B YCIOBUSX ayAUTOPHOMN
pabotel — ot 30 MHHYT 10 2 YacoB, OT OJHOTO JHS JO HECKOJbKHX HENIeIh B cliydae
BHEAYIUTOPHOTO 3a/IaHNUsA).



Kak mpaBuiio, TecToBoe 3aaHue BKIIOYACT B ceOsl MHOXKGCTBEHHBIH BBHIOOp OTBETa Ha
BOIIPOC.

JIJ1st BBITIOJTHEHUS! TecTa 00YYaroMEeMYyCsl JaeTCsl OT OJHOM JI0 HECKOJIBKHUX MOIBITOK.

[Tpu moAroToBKE K TECTY HEOOXOAMMO MOHSThH JIOTUKY M3JIOKEHHOTO MaTepuaia. DToOMYy
HEMaJIO CIIOCOOCTBYET COCTABIICHUE PA3BEPHYTOr'O ILIAHA, TAOJIHUI] U CXEM.

[Ipu pemennu Tecta HEOOXOIUMO:

- BHUMATEIbHO M3YYUTh CTPYKTYPY TECTa, OLCHUTh O0bEM BPEMEHH, BBIACISIEMOrO Ha
I[aHHBIﬁ TECT, YBUACTb, KAKOI'0O TUIIA 3aJaHHd B HEM COACPIKATCA,

- HAYMHATh OTBEYATh HAa T€ BOIPOCHI, B PABUIILHOCTH PELICHHS KOTOPHIX HET COMHEHHH,
HC OCTaHABJIMBAACh HAa TCX, KOTOPBIC MOTI'YT BbI3BATh 3aTPYJAHCHUA,

- BHUMATEIIbHO YUTATh 33JIaHUs IO KOHIA, HE MBITAsACh HAYaTh OTBEYATh, OPHEHTUPYSChH
Ha BBIIIOJITHCHHBIC HO,HO6HBIC 3alaHuA B IPCAbLAYIIUX TCCTUPOBAHUAX

- eciii Bl He 3HaeTe oTBeTa Ha BONPOC HIIM HE YBEPEHBI B €r0 NPaBHJIBHOCTH, CICIYET
IPOIYCTUTH BOTIPOC, YTOOBI BEPHYTHCS K HEMY ITO3XKE;

- PacCUMTHIBATh BBIIIOJIHEHUE 33/IaHHi CIICYET TaK, YTOObI OCTAJIOCh BPEMsl Ha ITPOBEPKY
U J0pa0bOTKY BBIITOJTHEHHBIX 3a/IaHUM.

1.6. Meroauueckue peKOMEHAIMHU VIS MOATOTOBKHU OTBETAa HA 3a4eTe

VYcnoBust, o0ecnieynBaroIye nejarorndeckyto 3pQeKTUBHOCTb OLIEHOUHON MPOLeTyphl:

- CTENEeHb OXBaTa pa3zesioB Y4eOHOI MmporpaMMbl M IMOHMMaHHME B3aMMOCBS3EH MEXay
HUMU;

- IIyOWHAa TIOHUMaHHSA CyIIecTBa OOCYKIAeMbIX KOHKPETHBIX MpOOJIeM, a TaKxKe
aKTyaJIbHOCTH U MPAKTUYECKOW 3HAYMMOCTH U3y4yaeMOi TUCIUILIUHBI;

- IMana3oH 3HaHWsI pEKOMEH/I0BaHHOM JIUTEpaTyphl;

- JIOTHYECKU KOPPEKTHOE, HEMPOTUBOPEUHUBOE, [TOCIIEI0BATEIbHOE U apT'yMEHTUPOBAaHHOE
IIOCTPOEHUE OTBETA HA 3aYETE;

- YPOBEHb CaMOCTOSITEIbHOI'O MBILIUIEHUS C 3JEMEHTAMHU TBOPYECKOTO IMOAXO0Ja K
U3JI0’KEHUIO MaTepuaa.

2. Ils1aHbl NPAKTHYECKHUX 3aHATHI
IIpakTuyeckoe 3ansaTue 1
Coaepixkanue, 3Ha4YeHHE AeT0NPON3BOACTBA. TeXHOJIOrusl OPraHu3anuu AeJ10NPOU3BOACTBA
B 00pa30BaTe/IbHOM Y4Pe:KICHUH

Ilnan:

1. OcHOBHBIE TEPMHHBI M TIOHATHE «IEIONPOU3BOJICTBO». McTOpUS BO3HUKHOBEHUS U
OCHOBHBIE JTanbl Pa3BUTUS AENONPON3BOACTBA. CHCTEMBI OpPraHu3alMU JAEJONPOU3BOJICTBA.
[ToHsATHE ¥ NPUHIMIIBI OPraHU3ALUHU TOKYyMEHTO000pOoTa

2. PexBU3HTHI MOKYMEHTOB. Peructpanmsi u mHAeKcanusi JoKkymMeHToB. CTpykTypa 0a3
JaHHBIX JOKyMmMeHToB. [IpueM, o00paboTka M pacmpejaeieHHe MOCTYMAIOMIUX JIOKYMEHTOB.
Opranuzanus 00paboTKU U Hiepeaaun OTIPaBISIEMbIX TOKYMEHTOB

3. Ilopsimok TPOXOKJAEHHUS BHYTPEHHUX JOKyMeHTOB. OpraHu3anus KOHTPOJS 3a
UCIIOJTHEHUEM JOKyMeHTOB. PabGora ucnonHureneil ¢ gpokymeHtamu. OpraHuzanus HOWCKOBOMN
CUCTEMBI 10 JOKYMEHTaM

4. CriocoObl W METOABl JOCTaBKM JOKyMeHTOB. OOpaboTka KOH(PHUICHIIMATBHBIX
JIOKYMEHTOB M JJOKYMEHTOB JIJIs CITy’KeOHOTO MOJIb30BaHHUS.

Jlumepamypa: [2]; [9]; [10].
Bonpocwl 0ns xonnexkmuenozo o6cysrcoerus.

1. Ilonsarue «ICTIOIIPOU3BOACTBO». OcHOBHEIE oeim U 3aaa4yu  JACJIIOIMPOH3BOJCTBA.
HCO6XOI[I/IMOCTI> opraHu3alnuvu ACJIOIPOU3BOACTBA B YUPCIKICHHUU. 3HadeHUE ACIIOIMMPOU3BOACTBA



B JeATelNbHOCTH  oOpa3oBaresnbHOM — opraHu3auuu.  Cekperapb,  J€IONPOU3BOAUTEND,
JOKYMEHTOBEI, KaHIIeIISAPHUS.

2. Ucropuyeckue »sTambpl pa3BuTHs JenonpousBojctsa B Poccun. CoBpemeHHOe
roCyJapCTBEHHOE PETYINPOBAaHHUE JEIONPONU3BOICTBA.

3. CucteMsl A€I0NPOU3BOACTBA: IEHTPAIN30BaHHAA, JELIEHTPAIM30BaHHAas!, CMELIaHHAas.
Crpyktypa U 00bEM JH0KyMeHT0000poTa. OCHOBHBIE NPHUHLMIIEI OpPraHMU3alUU paboOTHl ¢
JIOKYMEHTOIIOTOKaMH.

4. Tlonstue PEKBU3UTAIOKYMEHTA. Bunst PEKBHU3UTOB. [IpaBuia
0(pOpPMIICHUAPEKBU3UTOB JOKYMEHTOB. bilanknokymenra. Bunel OmankoB. TpeOGoBaHus K
OnmaHkam JTOKyMeHTOB.Buasl u (popMbl perucTpanvv JOKYMEHTOB. SI3bIK W CTHJIb CIIYKCOHBIX
JOKYMCHTOB.

5. DTansl 00pabOTKUBXOISIINX JIOKYMEHTOB. [lepBuunas obpaboTka
BXOJISIIIMXIOKYMEHTOB. Perucrpupyemsle u HeperucTpupyeMblie TokyMeHTHI. [IpeaBaputensHoe
paccMOTpeHHE JOKYMEHTOB Ul HallpaBJIeHUs UCTIONHUTENAM. Pe3omonus.

6. TlopsimoKk MOATOTOBKH HMCXOASIINX JOKYMEHTOB. CoOCTaBlIEHHE MPOEKTa JOKYMEHTa,
COIJIaCOBaHUE, MOJNMUCaHue (yTBEep)KIeHHE), THpakupoBaHue. CrnocoObl M METO/bl OTIPaBKU
UCXOIAUIMX JTOKyMeHTOB. OOImias XapaKTepuCTHKa CIy)KeOHOHM mnepenucku. PasHoBUaHOCTH
CIIY’KEOHBIX ITUCEM.

7. BHyTpeHHUEe TOKyMEHThI 00pa3oBaTesibHON opranuzanuu. [loaroroska, opopmieHue,
peructpanus. IIpaBuiaa MocTaHOBKM JOKYMEHTOB Ha KOHTPOJb. ITOpSNOK CHATHS JOKYMEHTOB C
KOHTpoNs. OTYeT TO WCHOJMHEHWIO KOHTPOJIBHBIX JIOKyMEHTOB. OrepaTHBHOE WCIIOJHEHHE
JOKYMEHTOB COTPYJHMKaMM B COOTBETCTBUM C MX JOJDKHOCTHBIMU OOSI3aHHOCTSAMHU U
pesomonueit  pykoBomutens.  OTBETCTBEHHOCTh 32 HecoONMoJeHWe  TpeOOBaHWI
UCIOJIHUTENICKOM ~ JUCLUIUIMHBL, 3@  HENpPaBWJIBHOE  HUCIOJIB30BaHUE  JEHCTBYIOLIUX
HOPMATHUBHBIX IOKyMEHTOB B TIOJTOTOBKE, O()OPMIICHUU B UCTIOJTHEHUH TOKYMEHTOB B CPOK.

8. Opranuzaiysi IOYTOBOHM, KYphEpPCKOM H 3KCIIpecc-IOCTaBKM JOKyMeHTOB. [lonsrtus:
«UEHHOCTh W Oe3omacHOCTh  HWHGpOpMAIMM»,  «KOH(PHIECHIHATBHOCTBY,  «yrpo3a
KOH(QUJICHIIMATBHOCTHY, <«3aluTa HH(OopMauu». be3omacHOCTh LEHHBIX HH(POPMALMOHHBIX
pecypcoB. Llennas nHpopmanms U KOH(HICHIMATbHBIE JOKYMEHTHI. PermameHranusi cocraBa
KOH(QHJICHIIMAJIbHBIX CBEJCHUH M JOKyMeHTOB. [lopsaok paboTsl ¢ KOHOUAECHIHATbHBIMU
JNOKyMeHTaMHu 1 Matepuanamu. KoHnpuaeHumansHas nHGOpMaIs U CBEACHUS B JEATEIbHOCTH
00pa30BaTeIbHONW OpraHU3aIUH.

IIpakTHyeckoe 3ansTHE 2-3
HopMmaTuBHO-3aK0HOAaTe/IbHAs 0a3a. OCHOBHbIE BU/ABI IOKYMEHTOB M CHCTEMbI
aoxkyMeHTanuu. Oco0eHHOCTH MOATOTOBKH 1 0(popMIIeHHS OT/1eJIbHBIX BUAOB IOKYMEHTOB

ILnan:

1. HopmaTuBHO-3aKOHOJATEIbHBIE W HOPMAaTUBHO-METOAMYECKHE JOKYMEHTBI 10
JeIONPOU3BOACTBY. HopMaTuBHO-3aKOHOIaTEIbHBIE 1 HOPMATUBHO-METOINYECKUE JTOKYMEHTHI
110 apXUBHOMY JETTy.

2. Knaccudukamus nokymenToB. IOpuamuaeckas cuia fokymMeHTa. HaznaueHnue u cocraB
OpraHU3al[MOHHO-TIPAaBOBOM  JOKyMeHTauuu. Ha3HaueHme u cocTaB  OpraHu3alMOHHO-
pacnopsiAuTeNbHOW JOKyMeHTauuu. Ha3zHaueHwe M cocTaB  CIPaBOYHO-MH(POPMAIIMOHHOM
JIOKYMEHTaI1H.

3. JlokanbHbIe HOpMaTHBHEIEC akThl. CocTaB v paboTa ¢ KapoOBOH JOKYMEHTAITUCH.

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

Bonpocwi 0na konnekmugnozo oocyscoenus:



1. 3akonomarenbHple akThl Poccuiickori @enmepanuun W MypmaHCKoW  o0macTw,
perIaMeHTHPYIOILNE JEJONPOU3BOJACTBO M apXWBHOE Jeno. ['ocynapcTBEHHbIE CTaHAAPTHI U
yHHA(DUKaLUs B 00JIACTH JETONPOU3BOACTBA M ApXUBHOTO JeTa.

2. UHCcTpyKumsi TO JAEJIONPOM3BOJACTBY MHHHCTEpCTBa 00pa3oBaHUs W HAYKH
Poccuiickoit ®enepaunu. MeToauuecKkue PEKOMEHAAUWU IO pa3pabOoTKe HOMEHKJIATyphl U
MHCTPYKLIUU TIO JEJONPOU3BOACTBY B 00Pa30BaTEIILHOM YUPEXKJACHUU. THUIOBBIE MEPEYHU C
yKa3aHHEM CPOKOB XpaHEHHs JTOKYMEHTOB. [IpaBuiia paboThl apXMBOB OpraHU3aII.

3. Knaccudpukamuss [1OKyMEHTOB, €€ OCHOBHbIE mpu3Haku. Kiaccupukamus 10
HAaMMEHOBAHUIO: TPHUKAa3bl, PACHOPSDKEHUs, IUIAHBI U OTYETHbI, aKThl, MPOTOKOJIbI, JOTOBOPHI,
yCTaBbl, MHCTPYKIINH, TIOBEPEHHOCTH U T.JI. Kitaccudukanus mo MecTy COCTaBIICHHs, 10 CTEIICHU
yHU(DUKALNY, 110 IPOUCXOKICHHIO, IO BUIY oopmiieH s, 1o crocody pukcannu nHGpOpManum,
[0 CTENEHW CIIOKHOCTH, IO CTENEeHH TIJIACHOCTH, IO IOPHIMYECKON CHIIe, IO CpOKaM
UCTIOJTHEHU S, [I0 CPOKAaM XPaHEHHS, 110 CTETIeHH 00513aTeIbHOCTH.

4. Cucrema  OpraHM3allMOHHO-NIPABOBOM  JOKyMEHTAaUuH  (YyCTaB  YUPEXKICHHS,
NOJIOXKEHHS, IITaTHOE paclUCaHue, JOJDKHOCTHbIE MHCTpYKIHHU). Cucrema OpraHM3alMOHHO-
pacHopsSAUTENbHOW JOKyMeHTaluu (yKa3, IpHKa3, BBIIMCKA W3 MpPUKa3a, PacHopsDKeHHE,
noctanopnenue). Cucrema CrpaBOYHO-MH()OPMALMOHHON JTOKYMEHTauuu (IPOTOKOJ, akKT,
3asBJICHHME, JOKJIAJHas 3alHCKa, IpeUIOKEHHe, IPEACTaBICHUE, CIIy)KeOHas 3armcka,
oObscHHUTeNbHas). Cxema IOArOTOBKM PaCHOPSIUTENBHBIX JTOKyMEHTOB.IIopsiok CHATHA U
BBIJIaYM KOMHH C TOKYMEHTOB.

5. IlonoxxeHusi, mpaBuiia, HHCTPYKIHMU (IIPaBUJIa BHYTPEHHETO TPYAOBOTO PacIlopsIKa,
MHCTPYKIIMU O TIOPSAJKE OCYILECTBICHUS KaKOH-IMOO NESTEIbHOCTH WM TOPSIKE MTPUMEHEHUS
MOJIOKEHUH 3aKOHOJATENbHBIX M HMHBIX HOPMATHUBHBIX AaKTOB, IOJIOKEHHS O CTPYKTYPHBIX
MOJPA3/ICICHUSIX, KOJUIEKTUBHBIA TOTOBOP U Ap.). Ilopsmok opopmiieHHs ¥ MOIMUCAHUS STUX
JOKYMEHTOB JUIsl IPUMEHEHHS KaK CaMOCTOSITEIIbHBIX TPABOBBIX aKTOB.

6. IloHsATHE U CTPYKTYpa MEPCOHAIBHBIX MaHHBIX. O0sM3aTeNbHBIE KaIPOBhIE JTOKYMEHTHI
00pa3oBaTebHOMOPTaHU3AlMN, WX BHIBI, COCTaB, HOPMAaTHBHBIE TPEOOBaHMS K BEICHUIO
KaJpOBOW JOKyMEHTAlu (TPUKa3bl M PACIOpPSHKCHUS M0 JMYHOMY COCTaBy, 3asBICHHE,
TPYAOBOW JOTOBOP, JIOJDKHOCTHAsI WHCTPYKIHMSA, TPYAOBas KHIDKKA, JIMYHAS KapTOYKa, JTMYHOE
neno). JIBWkeHWEe © XpaHEHHWE KaapoBOW JOKyMeHTanuu. JKypHansl W KHHTH ydYeTa.
VcrionmHeHne conmaibHO-TIPABOBBIX 3aITPOCOB.

IIpakTHyeckoe 3ansaTHE 4-5
®opMupoBaHue e U OPraHU3anus XpaHeHus J0KYMEHTOB. JKCIePTH3a EHHOCTH
AOKyMeHTOB. TexHHYecKue cpeacTBa, HCIOJb3yeMble B 1e/10IPOU3BO/ACTBeE.
DJIEKTPOHHBII JOKYMEHT0000POT

IInan:

1. IlpaBmyia cocTaBieHUS HOMEHKJIATyphl Jen  yupexaeHus. @dopMmupoBanue Hu
odopmienue nen. Opranuzaiys onepaTuBHOTO XpaHEeHUs! TOKyMEHTOB. POpMHUpOBAaHUE apXUBa
B 00pa30BaTEeIbHOM YUPEKIACHHUH.

2. Jlena TIOCTOSIHHOTO ¥ BpPEMEHHOTO CpOKAa XpaHEHHs. OKCIEepPTHas KOMHCCHUS
yupexeHus. Ilopsaok yHUUTOXKEeHUS JOKYMEHTOB.

3. Ucnonb3zoBanue 1K B menompousBoxactee. CpencTBa KOMUPOBAHUS U OTIEPATHBHOTO
pasmHoxxkeHus. [Ipuem u o0paboTka JOKYMEHTOB, MOCTYHAIOUIMX IO KaHaJlaM JJIEKTPOHHOMN
nouThl U (hakcuMUIIbHOM cBsA3H. [IpaBuiia 6e30macHoll paboThl ¢ OPITEXHUKOM.

4. DneKTpoHHOE JoOKyMeHTHpoBaHHe. [IoHATHE «3IEKTPOHHBIN TOKYMEHT.

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



Bonpocul 0na konnexkmugno2o o6cyscoeHus:

1. Ilonstue o «gaene». Homenknatypa pen. CocraBieHHe HOMEHKIATYpbl 1€l B
oOpa3zoBaTesbHOM yupexaeHun. opmupoBanue nen. [Ipu3Haku 3aBeieHUs Aeil: HOMUHAJIBHBIM,
IPEMETHO-BOIPOCHBIH, aBTOPCKUH, KOPPECIOHJCHTCKUH, Teorpadpuyeckuii, XpOHOIOTHYECKHIA.
Bunsr apxuBoB. TpeOoBanusi k apxuBaMm. I[lopsmok mnepegaud JOKYMEHTOB Ha apXHBHOE
xpanenne. CucreMaTH3alys JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIIPaBOYHBIM ammapaToM
(ucropuueckas crpaBKa, ONKCHU JIE IOCTOSIHHOTO M BPEMEHHOI'O XPaHEHMs JOKYMEHTOB, KHUTH
yudeTa U IBUKEHUS 1€e).

2. Oco0eHHOCTH XpaHEHUs el MOCTOSHHOro, BpeMeHHOro (cBeimie 10 JieT) u 1en mo
an4HoMy cocTaBy. [lopsinok nepenaun aen B 'ocyaapcTBeHHble apxuBbl. Co3/1aHNE SKCIIEPTHOM
KOMHCCUHU YyupexaeHus. llpoBeneHue SKCHEpTU3bl LEHHOCTH JOKyMeHTOB. Odopmienue
IIPOTOKOJIOB 3AaCEIaHUM KOMUCCHUU M aKTOB Ha YHUYTOKEHHE nei. IIpouenypa yHUUYTOXKEHUS
JIOKYMEHTOB.

3. KommnbroTepHble cpeicTBa NOArOTOBKU JTIOKYMEHTOB. Vcrnonb3oBaHue 11a0JI0OHOB IS
dopMHpoBaHUs JOKYMEHTOB Ha KoMmIbioTepe. lcnoiab3oBaHHe B KOMIbIOTEpE OJIaHKOB
nokyMeHTOB. Co3aaHue 0JIaHKOB JOKYMEHTOB B KOMIIbloTepe. V3roroBiieHue, KONUPOBaHUE U
TUPaXHPOBaHUE NOKYMEHTOB. CpenctBa 00pabOTKH JOKYMEHTOB. JIOKyMEHTHI, iepeaaBaeMble
0 KaHajaM CBs3u (TejerpaMma, Teleke, (¢akcorpamma, Tenedonorpamma). Ilonsrue
«oprrexHuka». OCHOBHbIC BHJIbl OPraHW3aLMOHHON TeXHUKU. [IpaBuiia TeXHUKH 0€301MacHOCTH
paboThI C OPTTEXHUKOIA.

4. IlpeumyuiecTBa nepefayd JOKYMEHTa ¢ KOMIBbIOTEpa Ha KOMIIbIOTEp. YCTaHOBKA Ha
KOMIIBIOTEPE CHELUAIBHO BBIICICHHOW NANKHU IS MOCTYNAKIMX T0KyMeHTOB. IIpenMyiuecrsa
anekTpoHHoW mouThl. Jloctyn k Internet. Cucrema perucrtpanuu u KoHtpoissa. Co3nanue
AJIEKTPOHHOM 0a3bl JaHHbIX. [loMCcK fOKyMeHTa.



