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1. MeTtoan4yeckue peKOMeH AU

1.1. Meroanuyeckne peKOMEHJAUMH 10 OPraHuU3alMu PpadoTbl CTYAEHTOB BO
BpeMsl IPOBeAeHUsl JTeKIHMOHHBIX 3aHATHI
B Xoae J'IGKI.[PII’I npenoaaBaTeyib U3J1aracTt U pa3bACHACT OCHOBHBLIC, HanOoJee CIIOKHBIE IIOHATHS
TEMBbl, a TAaKXKE CBA3aHHbIE C HEH TEOpPEeTHYECKHE U MpaKTHUYECKHUEe MpoOIeMbl, JaeT
PECKOMCHAAINHN [JIS IMTPAKTHYCCKOIO (CCMI/IHapCKOI‘O) 3aHATUA U YKA3aHUS IJIA CaMOCTOSITEIBHOM
paboTHI.

Ha JICKIIMOHHBIX 3aHATUAX CTYACHTY HCOGXOZ[I/IMO BCCTU KOHCICKTUPOBAHHC y‘-ICGHOI‘O
Mmarepuana. OOpaiaTh BHUMaHUE Ha KaTeropuu, GOpMYyIMPOBKH, PACKPBIBAIOILINE COJIEPKAHUE
H3Y‘-IEICMOI>1 AUCHUIINIMHBI, HAYYHBIC BBIBOABLI U MPAKTUYCCKUC PCKOMCHIAAIINU, MMOJI0KUTEIbHBIN
OIIBIT B OPATOPCKOM HCKYCCTBE.

JKenareapHO OCTaBUTH B pa60qnx KOHCIICKTax II0JId, Ha KOTOPbIX [JCJIaTb ITOMCTKH,
NOJYEPKUBAIOIIAE OCOOYI0 BAaXXKHOCTh T€X WJIM HHBIX TEOPETUYECKHX  IOJIOKEHHH.
PGKOMGHI[yeTCSI AKTUBHO 3aJaBaThb MPCIIOAaBaTC/II0 YTOUYHAIOMIUC BOIIPOCHI C LCIIBIO YACHCHUA
TEOPETUYECKUX MOJI0KEHUH, pa3pelleHns CIIOPHBIX CUTyalUH.

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

[Ipuctymass Kk W3y4eHHIO IUCHUIIMHBI, HEOOXOJWMO BHHMMATEIIBHO O3HAKOMHTBCS C
TEMaTUYECKUM IIJIAHOM 3aHSTHA, CIUCKOM PEKOMEHJOBAaHHOU nuTeparypbl. CleayeT ySCHUTH
MOCJICIOBATEILHOCTh BBITIOTHEHUSI WHAWBUAYATbHBIX YUeOHBIX 3amanuii. CamocTosiTenbHas
paboTa cTyneHTa npeanonaraeT paboTy ¢ Hay4HOI U yuyeOHOM JIuTepaTypoi, yMEHUe CO3/1aBaTh
TEKCTBI. YPOBEHb U TIIyOWHA YCBOCHUS AUCIUIUTMHBI 3aBUCAT OT aKTUBHOW M CHCTEMAaTHYECKOM
paboThl Ha JIEKIUAX, U3YYCHHS] PEKOMEHIOBAHHOW JIMTEPATYPHI, BBINOJHEHUS KOHTPOJIHHBIX
MMACbMEHHEIX 3aJaHuHN.

CeMuHapcKue 3aHSTHS 3aBEPIIAIOT M3y4YeHHEe Hanboiee BaXKHBIX TEeM Y4eOHOM
auctuurInHbl. OHU Cy)KaT Ui 3aKpeIUICHHS W3YYEeHHOTO MaTepuaia, pa3BUTHS YMEHHHA M
HABBIKOB TOJTOTOBKH JIOKJIAJ0B, COOOIIEHUH, MPUOOPETEHHS OMBITA YCTHBIX MyOIHMYHBIX




BBICTYIUJICHUM, BEJEHUS JIUCKYCCHUU, apTyMEHTAllMM W 3allUTHI BBIJIBUTAEMbIX TMOJOXKEHHUH, a
TaK)Ke JIJIs1 KOHTPOJISl MPENoiaBaTesieM CTENEeHH MOJATOTOBICHHOCTH CTYIEHTOB IO M3ydaeMoM
JUCLHUTLIINHE.

CemuHap mpesmnosiaraeT CBOOOJTHBI OOMEH MHEHHSMHU 1O H30paHHOW Temaruke. OH
HAUMHAETCS CO BCTYMUTEIBHOTO CJIOBa MpenojaBareis, (HOpMyTUPYIOMIETO IENb 3aHATHS U
XapaKTepU3YIOIIET0 €ro OCHOBHYIO MpoOJeMaTHKy. 3aTeM, KakK MpaBWIO, 3acIyLUIMBAIOTCS
cooOuieHus cryaeHToB. O6CyKaeHne COOOIIECHHSI COBMEIIACTCS C PACCMOTPEHNEM HaMEYEHHBIX
BonpocoB. CooOIieHus, TMpeAnoiaraoue aHaIu3 MyOIuKaui MO OTIAENbHBIM BOIPOCaM
NPaKTUYECKOrO 3aHATHs, 3aCIyIIMBAlOTCS OOBIYHO B cepeaumHe 3aHsATHA. [loompsiercs
BBIIBIDKEHHE U OOCYXXJEHHE albTEepPHATUBHBIX MHEHUH. B  3aKiIlOunTENbHOM  CJIOBE
IpEenoiaBaTesb MOABOJUT UTOTH OOCYKICHUS U OOBSBIISCT OLCHKH BBICTYIABIIUM CTYACHTaM.
B 1mensax KOHTpOJS MOATOTOBIEHHOCTH CTYIEHTOB M TPUBUTHUS UM HABBIKOB KpPaTKOIO
MMCbMEHHOTO U3JI0KEHUSI CBOMX MBICIIEH ITPENOAAaBaTeb B X0/A€ MPAKTUUECKOT0 3aHATUS MOKET
OCYIIECTBIISATh TEKYIUH KOHTPOJIb 3HAHUH B BUJIC TECTOBBIX 3a/IaHUI (KOHTPOJILHON PabOTHI).

B xone moAaroroBKM K CEMHUHAPCKUM (IIPAKTUYECKUM) 3aHSTHSM CIEAYeT HU3Y4YHUTh
OCHOBHYIO U JIONOJIHUTENbHYIO JIUTEpaTypy, YYecTh pPEKOMEHIAIMU MpernojaBarens u
TpeGoBaHus pabovel IpOrpaMMel.

MOXHO TOArOTOBUTH CBOW KOHCIIEKT OTBETOB II0 PAaCCMATPUBAEMOW TEMAaTHKE,
HOJATOTOBUTH TE3UCHI ISl BHICTYIUIEHUH 1O BCEM Y4eOHBIM BOIPOCaM, BBIHOCHMBIM Ha 3aHSTHE.
Crnenyer mpoaymaTh MPUMEPHI C LETbI0 00ECIICUCeHUs] TECHOM CBS3M HM3ydaeMOW TEOpPHHU C
peanbHOM  NPAKTUKOH. MOXKHO  JIONOJHUTH CHHUCOK PEKOMEHJIOBAHHOM  JIUTEpaTyphl
COBPEMEHHBIMH UCTOUYHHUKAMHU, HE MPECTABICHHBIMU B CIIMUCKE PEKOMEHI0BAaHHOM JTUTEPaTYPH.

1.3. Metoauyeckue peKOMeHIAUH 10 MOATOTOBKE Mpe3eHTALHI

[logroroBky mpe3eHTALMOHHOTO MaTepuaia CcleAyeT HayuHaTh C  HM3Y4YCHHS
HOPMATHBHON ¥ CHEIUAIBHOM JIUTEpPaTyphbl, CTATHCTHYECKUX JIaHHBIX, CHCTEMAaTH3allUuU
coOpanHOrO Matepuana. lIpe3eHTalHOHHBI MaTepuan JOJHKEH OBITh JOCTATOYHBIM ISt
PAaCKpBITUSI BHIOPAHHOW TEMBI.

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

Co3manue MNpe3eHTAllMOHHOrO0 Marepuaia J1aeT BO3MOXKHOCTh IOJYYUTh HABBIKU U
YMEHUS CAMOCTOSITEIFHOTO 0000IIIEHNs MaTepraa, BhIICICHUS TJIaBHOTO.

[Ipy moAroTOBKE MYIBTUMEAUNHOTO MPE3CHTALMOHHOTO MaTrepuaia BaXHO CTPOTO
co0Jr01aTh 3aJaHHBIA PETJIAMEHT BPEMEHH.

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

Bonpmias 4acTe cnaiioB [OMKHA OBITh TOCBAIICHA PACKPBITHIO TEMBL 3ajgada
BBICTYIAIOIIETO COCTOMT HE TOJBKO B TOM, YTO NPOJEMOHCTPHPOBATH COOCTBEHHBIC 3HAHMSI,
HABBIKM U YMEHHS O paccMaTpUBAaeMOH MpoOJieMaTHKe, HO W 3aMHTEPECOBATH CIYIIATENICH,
croco0cTBOBaTh (OPMHUPOBAHHUIO Yy JPYTUX CTYACHTOB CTPEMJICHHUS TTO3HAKOMHTHCS C
HOPMATUBHBIMH U CHIEIUATLHBIMI HCTOYHUKAMH 10 pacCMaTprUBaeMoil mpobdiemMaThke.

ANTOPUTM CO37aHUS TTPE3CHTALINH

1 aTan — onpeaeneHue eNId NPEe3eHTALUI

2 9Tamn — noipoOHOE pacKpbITHE HH(POPMAITUH,

3 3Tall - OCHOBHBIC TC3HUCHI, BEIBOJBI.

Crnenyer ucnonsizoBarh 10-15 crnaiinos. [Tpu aTom:

- IIEPBBIN claij — TUTYJIbHBIA. IIpenHa3sHaueH g pa3MelleHns Ha3BaHUs [IPE3CHTaluH,
WMEHHU JTOKJIQI9YMKa ¥ €T0 KOHTAaKTHOU MH(OopMaIuu;

- Ha BTOPOM ClIalilc HEOOXOJAMMO Pa3MECTUTh COJACpPKAHHE MPE3CHTAINH, a TaKKe
KpaTKO€ OMMCAaHNEe OCHOBHBIX BOIIPOCOB;



- BCE OCTaBILIUECS CIai/Ibl UMEIOT HH()OPMATHBHBIN XapakTep.

OO6b1yHO mojaua MHGOPMAIMU OCYIIECTBISIETCA MO IUJIaHY: TE3UC — apryMEHTalus —
BBIBOJ.

Pexomenaanum no co31aHuio Npe3eHTaluu:

1. YutaGenbHOCTh (BUAMMOCTD M3 CaMbIX JaJbHUX YTOJKOB IMOMEIICHUS U C PA3TUYHBIX
YCTPOMCTB), TEKCT JOJKEH ObITh HaOpaH 24-30-bIM mpudTOM.

2. TmareabHO CTPYKTYpUpOBaHHAS UH(DOpMALIHS.

3. Hanmnuume KOpPOTKUX M JJAKOHWYHBIX 3aroJIOBKOB, MapKHPOBAaHHBIX U HYMEPOBAHHBIX
CIIMCKOB.

4. KaxaoMmy moJIOKEHHUIO (Mee) HaJl0 OTBECTH OTIEIbHBIN ab3arl.

5. I'maBHYIO H/Iet0 HAIO BRUIOKHUTH B IIEPBOI CTpOKe ad3ara.

6. Ucnons3oBath TabmuuHbie (OpMBI TIPEACTABICHUS HWH(OpMaANUu (IuarpaMMel,
CXEMBI) HJIsl WUTIOCTPAIlMM BaXHEWIIUX (PAKTOB, YTO JACT BO3MOXKHOCTH IOJATh MaTepHall
KOMITAKTHO U HATJISHO.

7. I'paduka 10MKHA OPTaHUYHO JOMIOTHATH TEKCT.

8. BricTymuienue ¢ npe3eHTaruei pymres He 6osee 10 MuHYT.

14. Meroanuyeckne peKOMEHIAIUH M0 YYACTHIO B TUCKYCCHH

Jluckyccus - 00CyXICHHE CIIOPHOTO BOIIPOCA, TPOOIIEMBI.

BaxxHOl XapaKTepUCTUKOW IUCKYCCHUH, OTIMYAIOUIE €€ OT JpPyrux BHJIOB CIIOpAa,
ABJIIETCS. apTyMEHTUPOBAHHOCTbD.

Cwmbicn auckyccuu (y4eOHOM JUCKYCCHUU) COCTOUT B OOMEHE B3TJISAaMH MO0 KOHKPETHOU
npobiemMe. OTO AaKTUBHBIM METOJ, MO3BOJISIIOIIMN HAy4YHUThCS OTCTaMBAaTh CBOE MHEHHUE H
ciymarh Apyrux. JMCKyccus pOXXKIaeT MbICIb, AKTUBU3UPYET MBIIUICHHE, a B y4eOHOM
JUCKYCCHHM 00€CIEeUnBAECTCS CO3HATENbHOE YCBOEGHHE Y4E€OHOIro Marepuana Kak MpOAYyKTa €ro
MBICIIUTEIBHOM MPOPaOOTKH.

Metoa AMCKyCCHH MCIIONB3YyeTCs B TIPYNIOBBIX (hopMax 3aHATHH: Ha CEeMUHapax-
JUCKYCCHSIX, COOECeIOBAaHUAX MO OOCYKICHHIO UTOTOB BHITIOJIHEHUS 3a/IlaHUI HA MPaKTHUYECKUX
U 1a00paTOPHBIX 3aHATHSX, KOT/la CTyIeHTaM HYXKHO BbICKa3bIBaThcsa. Ha nexkuuu auckyccus B
IIOJIHOM CMBICJIE Pa3BEPHYTbCS HE MOXKET, HO AMCKYCCHOHHBIN BOIIPOC, BBI3BABILUN Cpazy
HECKOJIBKO Pa3HbIX OTBETOB M3 ayJUTOPHH, CO3/1aeT aTMOC(HEpy KOJUIEKTUBHOIO Pa3MbIIIICHUS
Y TOTOBHOCTH CIIyLLIATh MPENO1aBaTENs], OTBEYAIOIIETO HAa ATOT CIIOPHBINA BOIIPOC.

Jluckyccuss Ha CEMHHApCKOM (TIPAKTHYECKOM) 3aHATHU TpeOyeT NPOIyMaHHOCTH U
OCHOBATEJIbHOHN IpeIBapUTEIbHOM MOArOTOBKM OOydaromuxcs. HyXHBI HE TOJIBKO XOpOIIHE
3HaHUA (0€3 HUX JUCKyccHs OecrpeIMeTHA), HO TaKXKe HAJIM4YKMe y CTYIeHTOB YMEHHUs BbIpaXkaTh
CBOM MBICIIH, YETKO (HOPMYIHPOBATH BOMPOCHI, NPUBOAUTH APTYMEHTHI W T.O. Y4YeOHbIE
JUCKYCCHM OOOTalllaloT MPEJICTABICHHS ydallluxcs MO0 TeMe, YNOpPAJOUYMBAIOT U 3aKPEIUISIOT
3HaHMUSL.

1.5. MeToauyeckne peKOMeHIAUMHU 1JI51 BBINOJHEHUS] TECTOBOIO 3aIaHNS

TecToBoe 3amaHue - CPeACTBO MPOBEPKH YMEHHM NMPUMEHATH MOJYYCHHBIC 3HAHMS IS
pelieHus 3a/1a4 ONpeeIeHHOr0 THIIa 10 TEME W pa3jieny.

Tect — 3aganue, BBIMOIHAEMOE B TEUEHUE 3aJITAaHHOTO BPEMEHU (B YCIOBHAX ayIUTOPHOM
pabotet — ot 30 MUHYT JO 2 YacoB, OT OJHOTO IHS JO HECKOJBKUX HEJelb B Ccilydae
BHEAYIUTOPHOIO 3aJIaHMs).

Kak mpaBuio, TecroBoe 3aqaHue BKIIIOYAET B ce0si MHOXKECTBEHHBIN BBIOOpP OTBETa Ha
BOIIPOC.

J1J1s BEIOTTHEHUS TecTa 00yJaromeMycs JaeTcst OT OJJHOM JJO HECKOJIBKUX MOTBITOK.

[Ipu moaroToBKE K TECTY HEOOXOIMMO MOHSTH JOTUKY M3JI0KEHHOTO Marepuaia. DTOMY
HEMAJIO CTIIOCOOCTBYET COCTABJICHHUE PA3BEPHYTOTO IJIaHA, TAOJIUIl U CXEM.

[Ipu pemennn Tecta HEOOXOUMO:



- BHHMATEJBHO M3YYHUTh CTPYKTYPY TECTa, OIEHUTh 00hEM BPEMEHH, BBIICISEMOTO Ha
JTAHHBIN TECT, YBUJETh, KAKOT0O TUIA 3aJaHUSI B HEM COAEPKATCS;

- HAQUMHATh OTBEYATh HA T€ BOMPOCHI, B MPABWIBHOCTU PEIICHUSI KOTOPBIX HET COMHEHUH,
HE OCTAHABJIMBASCh HA TE€X, KOTOPHIE MOT'YT BbI3BATh 3aTPYAHECHUS;

- BHUMATEJNbHO YUTATh 3aJjaHUs O KOHIIA, HE MBITAsICh HAa4YaTh OTBEYaTh, OPUEHTUPYACH
Ha BBINOJIHEHHBIE MTO00HBIE 3aJaHUs B PEIbITYIIUX TECTUPOBAHUSAX;

- ecniu Bbl He 3HaeTe OTBeTa Ha BONPOC WJIM HE YBEPEHBI B €ro MPaBUIBLHOCTH, CIEYET
IPOIMYCTUTH BOMPOC, YTOOBI BEPHYTHCSA K HEMY IO3KE;

- pacCUMTHIBAThH BBHIMOJTHEHHE 33/IaHUI CIIETyeT TaK, YTOOBI OCTAIOCH BPEMSI Ha MPOBEPKY
U 10pa0O0TKY BBITOJTHEHHBIX 3aJaHUM.

1.6. Meroauueckne peKOMEHIAIUH /JJs1 MOATOTOBKH OTBETA HA 3a4eTe

YcnoBus, o0ecnieunBarIIne MeAarorndeckyro 3P PeKTUBHOCTh OIIEHOYHOW MPOLIETYPHI:

- CTENeHb OXBaTa pa3/esoB y4eOHOW MporpaMMbl U TIOHUMaHHUE B3aUMOCBSI3EH MEXITy
HUMH;

- TIyOWHa TIOHUMaHHUS CYIIECTBa OOCYXIaeMbIX KOHKPETHBIX MpOOJEeM, a TaKxke
AKTYyaJIbHOCTH U MTPAKTUYECKON 3HAYMMOCTH U3y4aeMOW JUCITUILINHBI,

- INara3oH 3HaHUsI PEKOMEHIOBAHHOU JIUTEPATYPHI;

- TIOTUYECKU KOPPEKTHOE, HEITPOTUBOPEUUBOE, MTOCIICIOBATEILHOE U apTYMEHTHPOBAHHOE
MIOCTPOCHHE OTBETA Ha 3a4eTe;

- YpOBEHb CAMOCTOSTEIHHOTO MBIIUICHHUS C JJIEMEHTAMH TBOPYECKOTO IOAXO0Aa K
U3JI0KCHUIO MaTepHaa.

2. Il1aHbl NPAKTHYECKUX 3aHATHI
IIpakTuyeckoe 3ansaTue 1
Coaeprxanue, 3Ha4YeHHe AeT0NPON3BOACTBA. TeXHOJIOrHusl OPraHu3aluu AeJT0NPOU3BOACTBA
B 00pa30BaTeJILHOM y4pe:KIeHUH

IL1an:

1. OCHOBHBIG TepMI/IHBI U IIOHATUC <<,Z[€.HOHpOI/13BO,Z[CTBO>>. I/ICTOpI/IH BO3HUKHOBCHUA U
OCHOBHBIC ATallbl Pa3BUTHS JEIOMPOn3BOACTBa. CHCTEMBI OpraHU3AIMH JIEJIOMPOU3BOJICTBA.
[TonATHe ¥ MPUHLIUIIBI OPraHU3AIMH JOKYMEHTO000pOTa

2. PexBu3UTHI JOKYMEHTOB. Perucrtpamus u umHIekcamus HoKymMmeHTOB. CTpykTypa 6a3
MaHHBIX JOoKyMeHTOB. [Ipmem, o0paGoTka W pacrpeneieHHe TMOCTYMAINUX JTOKYMEHTOB.
Opranu3anust 00pabOTKH U Mepeaadn OTIPABIAEMbIX TOKYMEHTOB

3. Ilopaok TpPOXOXKACHUSI BHYTPEHHMX JOKYMEHTOB. OpraHuzanus KOHTPOJS 3a
WCIIOJTHEHUEM JIOKYMEHTOB. Pabora ucnonHuTeNne ¢ pokyMeHtamu. OpraHu3amusi MOMCKOBOM
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 konnexmuenozo oocyscoenusi:

1. ITonsaTne «aenonpou3BoaCTBO». (OCHOBHBIE IENM W 3aJadd JEJIONpPOU3BOJICTBA.
HeobxonuMocTh opraHu3amnuu 1eI0MPOU3BOJICTBA B YUPEKICHUN. 3HAUCHUE JCIOTPON3BOACTBA
B JeATeNbHOCTH  oOpaszoBartenbHOW  opranHusamuu. Cekperapb, JACIONPOU3BOIUTEIND,
JIOKYMEHTOBEJ, KaHIESPHUSL.

2. Ucropuyeckne »drtambl pa3BuTUd Aenonpous3BoicTBa B Poccun. CoBpeMeHHOE
rOCYJapCTBEHHOE PEryJIUPOBAHUE JEIOMNPOU3BO/ICTBA.



3. CucrteMbl JeNOoNpOU3BO/ICTBA: IIECHTPATIM30BaHHAs, IEHEHTPAIN30BaHHAs, CMEIIaHHAs!.
Ctpyktypa u 00BEM H0KyMeHTOOOOpoTa. OCHOBHBIC TPUHIMIBI OpPraHU3AMH PAOOTHI C
JIOKYMEHTOIIOTOKAMH.

4. Tlonarue PEKBHU3UTAIOKYMEHTA. Bunsr PEKBHU3UTOB. [IpaBuna
0(pOpMIICHUAPEKBU3UTOB JOKYMEHTOB. branknokymenra. Bunelr OmankoB. TpeOoBanus K
OlaHkaM JOKyMEHTOB.Buabpl 1 (opMbl perucrpanuy JOKYMEHTOB. SI3bIK W CTHIIb CIIyKeOHBIX
JOKYMCHTOB.

5. Dranbl 00pabOTKUBXOAIINX JIOKYMEHTOB. [lepBuunas o0paboTka
BXOJIALINXJOKYMEHTOB. Perucrpupyemslie 1 HEperucTpupyeMble JOKyMeHThI. [IpeaBapurensHoe
paccMOTpeHHE TOKYMEHTOB JUIsl HAIPABJICHUS UCIIONHUTENSAM. Pe3omonus.

6. Ilopanok MOATOTOBKU HMCXOIALIMX JTOKYMEHTOB. COCTaBlIeHHE MPOEKTa JTOKYMEHTa,
coriacoBaHue, moanvcanue (yrBepklaeHue), ThupaxupoBaHue. CrocoObl W METOIBI OTIPABKU
UCXOSAIIUX JOKyMeHTOB. OOmiasi XapakTepucTUKa ciy>keOHOW mnepenucku. Pa3sHoBHIHOCTH
CITY’K€OHBIX MTHUCEM.

7. BHyTpeHHHE TOKYMEHTHI 00pa3oBarebHON opranu3anuu. [loaroroska, odopmieHue,
peructpauus. [IpaBuna MOCTaHOBKM JOKYMEHTOB Ha KOHTPOJIb. IlOpsiIOK CHSTHSL TOKYMEHTOB C
KOHTpoiA. OT4er MO KCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOIHEHHE
JOKYMEHTOB COTPYAHHKAMU B COOTBETCTBUHM C UX JOJDKHOCTHBIMH OOS3aHHOCTSIMU H
pe30JIIOIMEeN  PYKOBOAMTENS. OTBETCTBEHHOCTh 32 HecoOmwoaeHHe  TpeOOBaHMI
UCIIOJIHUTENIbCKOM  JAMCHMIUIMHBL, 32  HENpPaBWIBHOE  MCIOJB30BAHHE  JICMCTBYIOIIMX
HOPMATUBHBIX JOKYMEHTOB B ITOATOTOBKE, 0OPMIICHUH U UCTIOTHEHUH JTOKYMEHTOB B CPOK.

8. OpraHuzaiysi TOYTOBOM, KYpbEpCKOW W AKCIPECC-IOCTaBKU JOKyMEHTOB. [loHsTus:
«IEHHOCTD u 0€e301acHOCTh uHpopmanun», «KOH(PUACHITUATHHOCTH, «yrpo3a
KOH(UICHIIMATLHOCTH», «3alluTa WHQOpMaIi». be30macHOCTh HEHHBIX HH(OPMAIIMOHHBIX
pecypcoB. llennas mnpopmanusa U KoH(UIEHIMATbHBIE TOKYMEHTHI. Perinamenrtanus cocraBa
KOH(MUICHIIMATBHBIX CBEICHUNH M JOKYMEHTOB. llopsmok paboThl ¢ KOH(HUACHIUATHHBIMU
JnokyMeHTaMu U matepuanamu. Konduaennuansnas nHdopManus U CBEICHUS B AEATEIbHOCTU
00pa30BaTeNbHON OpraHu3aluy.

IIpakTHyeckoe 3ansaTHe 2-3
HopmaTnBHO-3aKk0HOAaTeabHasA 0a3a. OCHOBHbBIE BU/bI JOKYMEHTOB M CHCTEMbI
AokyMeHTanuu. Oco0eHHOCTH MOATOTOBKH M 0opMJIeHNS OTAEJbHBIX BUI0B JOKYMEHTOB

IInan:

1. HopMaTuBHO-3aKOHOJATENBHBIE M HOPMATUBHO-METOJUYECKHE JTOKYMEHTHI IO
Je0Npon3BOACTBY. HOpMaTuBHO-3aKOHOAATENIBHBIE U HOPMAaTUBHO-METOANYECKUE JOKYMEHTBI
10 ApXUBHOMY JIEIly.

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

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

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

Bonpocul 0n5 konnexkmuerno2o o6¢cysicoenus:

1. 3akoHomarenbHble akThl Poccuiickoit ®epepaunu u  MypmaHckoil  oOsacTH,
peraaMeHTHPYIOIIME JI€JI0NPOU3BOJICTBO M apXUBHOE J€10. 1'0oCynapCTBEHHBIE CTaHIAPTHI U
yHUA(DUKaLUs B 00JIaCTH JAETONPOU3BOACTBA U apXUBHOTO JETIa.

2. UHCTpyKIMsT TO JAEJIONPOM3BOACTBY MuHMCTEpCcTBa 00pa3oBaHHMA U HAYKH
Poccuiickoit ®enepaunu. MeToauueckue peKOMEHIAMK MO pPa3paboOTKe HOMEHKIATYPhl H



MHCTPYKLUU IO JEJONPOU3BOACTBY B 00pa30oBATENbHOM YUpEKAECHUU. THUIOBBIE NEPEUHH C
yKa3aHHEM CPOKOB XpaHEHHs TOKyMEHTOB. [IpaBuiia paboThl apXHMBOB OpraHU3AIIH.

3. Knaccudpukamuss [IOKyMEHTOB, €€ OCHOBHbIe mpu3Haku. Kiaccupukamus 10
HAaUMEHOBAHMIO: TIPUKa3bl, PACIOPSDKEHUS, IUIAHBI M OTYETHI, aKThl, MPOTOKOJIbI, JOTOBOPHI,
yCTaBbl, UHCTPYKIIUH, JTOBEPEHHOCTH U T.J. Kitaccudukamus mo MecTy COCTaBJICHUS, 110 CTENICHH
yHU(DUKALNH, 110 TIPOUCXOXKICHHIO, TT0 BHLY 0OpMIICHHS, TTO0 crtocoly pukcannuu nHPOpMaLuy,
[0 CTENEHW CJOKHOCTH, IO CTENEHM TIJIACHOCTH, IO IOPUIUYECKOM CHIIe, [0 CpOKaM
UCTIOJIHEHUS, TT0 CPOKAM XPaHEHHUSI, 110 CTEIIeHN 0053aTeIbHOCTH.

4. CucreMa  OpraHM3allMOHHO-TIPAaBOBOM  JOKyMEHTalMM  (yCcTaB  yUpEkKACHMUS,
MIOJIO’KEHHUS, IITaTHOE paclMCaHUE, AOJKHOCTHBIE MHCTpYKIMH). CHcTeMa OpraHM3alMOHHO-
pacnopsAUTENbHOM JNOKyMEHTauuu (yka3, IpHUKa3, BBIIMCKA W3 IpUKa3a, pacHopsKEHHE,
noctaHoByieHue). Cucrema CHpaBOYHO-UH(DOPMAITMOHHON JOKYMEHTAMH (TPOTOKOJ, akKT,
3asiBJICHHME, JOKJaJHAas 3alluCKa, MPEAJIOKEHHEe, NPEJCTaBICHHUE, CIIy)KeOHas 3alMcKa,
oObsicHUTeNbHAs). CxeMa MOATOTOBKU PAaCHOPSIIUTENBHBIX TOKYMEHTOB.IIOpSnok cHATUS U
BbIJ1aUM KOMHUI C IOKyMEHTOB.

5. IlonoxeHus, npaBuila, HHCTPYKUMHU (IIpaBUia BHYTPEHHETO TPYJOBOTO paclopska,
UHCTPYKLIUU O MOPSAKE OCYIIECTBICHUS KaKOH-TMOO AEATENIbHOCTU WM MOPSIIKE MPUMEHEHUS
NOJIOKEHUH 3aKOHOJATENbHBIX M MHBIX HOPMATUBHBIX AaKTOB, TOJOXEHUS O CTPYKTYPHBIX
NOJpPa3/IeIeHUsX, KOJUIEKTUBHBINA oroBop U Ap.). Ilopsaok opopmiieHuss U MOANUCAHUS 3TUX
JOKYMEHTOB JUIsl IPUMEHEHUS KaK CAMOCTOSITEIIbHBIX ITPABOBBIX aKTOB.

6. IloHsATHE U CTPYKTYpa MEPCOHANBHBIX JaHHbIX. OOs3aTeNbHbIC KaIPOBBIE TOKYMEHTHI
00pa30BaTeIbHOMOPraHU3aLlMU, HMX BHJbl, COCTaB, HOPMAaTHBHbIE TPeOOBAHUSA K BEICHHUIO
KaJIpOBOM JOKyMEHTalMM (IIPUKa3bl M PACHOPSIKEHUS IO JMYHOMY COCTaBy, 3asBJICHUE,
TPYAOBOM JOrOBOp, AOKHOCTHAsE MHCTPYKLUS, TPYIOBas KHUXKKA, JIMYHAs KAapTOUKa, JINYHOE
neno). JIBukeHue M XpaHEHUE KaJpoBOM JOKyMeHTauuu. JKypHainbl M KHUTH ydYeTa.
HcnonHenue counanbHO-IPABOBBIX 3aIIPOCOB.

IIpakTyeckoe 3ansaTue 4-5
®opmupoBaHuUe /ie]1 U OPraHU3auMsl XPaAHEHHUs JOKYMEHTOB. JKCIePTH3a IeHHOCTH
AOKYMeHTOB. TexHn4Yeckue cpeacTBa, HCNOJb3yeMble B IeJONPOU3BOACTBE.
DJIeKTPOHHBINA T0KYMEHT0000POT

Ilnan:

1. ITpaBusia cocTaBJICHUST HOMEHKJIATYypbl Jed  yupexaeHus. DopMUpOBaHHE U
oopmienue aen. Opranuzanys onepaTUBHOTO XpaHEHUsS TOKyMEeHTOB. DopMUpoBaHHE apXuBa
B 00pa30BaTeIbHOM YUPEKICHHUH.

2. Jlena TOCTOSSHHOTO M BPEMEHHOTO CpOKa XpaHEHUA. OKCIEpPTHAsT KOMHUCCHS
yupexaeHus. [lopsaok yHUUTOKEeHUsI JOKYMEHTOB.

3. Ucnonw3zoBanue [IK B penonpousBoactee. CpencrBa KOMUPOBAHUS U ONMEPATHBHOIO
pasmHoxeHus. [Ipuem u 00paboTka JOKYMEHTOB, MOCTYIMAIONIIMX IO KaHajiaM 3JIEKTPOHHOM
noyThl ¥ (pakcuMuIIbHOM cBsizu. [IpaBuina Ge3omacHo paboThI ¢ OPTTEXHUKOM.

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

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

Bonpocul ons xonnexmuenozo obcysxcoenusi:
1. ITonsstne o «gene». Homenknarypa nen. CocraBieHME€ HOMEHKJIATYphl 1€l B

oOpa3oBatenbHOM yupexaeHuu. ®opmuposanue nein. [lpusHaku 3aBeeHUs J1€J1: HOMUHAIbHBIM,
IPEMETHO-BOIPOCHBIN, aBTOPCKUH, KOPPECHOHJCHTCKUHN, TeorpapuuecKuii, XpoHOJIOTHYECKHMA.
Bunsl apxuBoB. TpeOoBanus k apxuBaM. [lopsgok mnepemayd JOKYMEHTOB Ha apXHWBHOE



xpanenue. CucremaTu3anus JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIIPaBOYHBIM ammapaToM
(ucTopuyeckas cCrpaBKa, OMUCH J€] MOCTOSIHHOTO U BPEMEHHOTO XpaHEHUsl JOKYMEHTOB, KHUTH
ydeTa U IBUKEHUs Ael).

2. Oco0eHHOCTH XpaHEHUs JeNl MOCTOSHHOTO, BpeMeHHoro (cBbime 10 ier) u gen mo
an4HoMy coctaBy. [lopsinok nepenaun nen B I'ocynapcTBeHHble apxuBbl. Co3qaHKMe 3KCIEPTHON
KOMUCCHH ydpexacHus. [IpoBeneHne OHKCHEpTU3bl IEHHOCTH JOKYMEHTOB. OdopmieHue
MPOTOKOJIOB 3aCElaHUii KOMUCCUU U aKTOB Ha yHUYTOKeHue jaein. [Ipomeaypa yHUUTOXKEHUS
JIOKYMEHTOB.

3. KoMmmbloTepHbIe CpeicTBa MOATOTOBKU JOKYMEHTOB. Mcmonp3oBaHue MIabI0HOB IS
dbopMupOBaHUS JTOKYMEHTOB Ha KoMIblotepe. lcmonp3oBaHMe B KOMIBIOTEpE OJaHKOB
nokyMmeHTOB. Co3nanue OJIaHKOB JOKYMEHTOB B KOMIbIOTEpe. M3roToBleHHE, KOMMMPOBAHUE U
TUpaXXUpoBaHUE JOKyMeHTOB. CpencTtBa 00pabOTKU TOKYMEHTOB. JIOKYMEHTHI, TiepeaBacMbie
Mo KaHajaMm CBs3M (Teynerpamma, Telekc, (akcorpamma, Ttenedonorpamma). IlonsThe
«oprrexHuka». OCHOBHbBIE BUbI OPraHU3AIMOHHON TexHUKU. [IpaBuia TexHUKH 0e30macHOCTH
paboTHI C OPTTEXHUKOM.

4. IlpeumyniecTBa nepeaayu JOKYMEHTa C KOMIIbIOTEpAa Ha KOMIIbIOTEp. Y CTaHOBKA Ha
KOMITBIOTEPE CIEHHUAIBHO BBIJICJICHHOM MANKKU I MOCTYNAKLNX T0KYMEHTOB. [Ipenmyimectsa
anekTpoHHOM mouThl. Jloctym k Internet. Cuctema peructpauuu u KoHTpousisi. Co3maHue
3JICKTPOHHOM 0a3bl JaHHBIX. [Touck qOKyMeHTa.



