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1. MeToauuyecKkue PECKOMEHIANH

1.1. Meroauyeckue peKOMEHJAUWH [0 OPraHM3auuH PadoThl CTYAEHTOB BO
BpeMsi POBeIeHUs JTeKIUOHHBIX 3aHSITHI
B xone nexumii mpemnojaBaTens U3araeT u pa3bsCHSIET OCHOBHBIC, HAMOOJIEE CIOKHBIE TTOHSITHUS
TEMBI, a TaKXe CBS3aHHBIE C HEW TEeOpeTUYEeCKHe U TMPaKTUYECKHe MpPOoOIeMbl, [aeT
PEKOMEHIAlUK JJISI IPAKTUYECKOTO (CEMUHAPCKOT0) 3aHITHS U YKa3aHUS JIJIsI CAMOCTOSITEIbHOM
paboTHI.

Ha nexknuoHHBIX 3aHATHSIX CTYIEHTY HEOOXOIMMO BECTH KOHCIEKTHPOBAHUE YYEOHOTO
MmaTepuana. OOpamiath BHUIMaHHE Ha KaTeropuu, GOpMyIHPOBKHU, PACKPBIBAIOIINE COJEPKAaHUE
M3y4aeMOU JTUCIHUIUIMHBI, HAYYHbIE BBIBOJBI U MPAKTHUYECKUE PEKOMEHIAINH, TTOJIOXKUTEIHHBINA
OTIBIT B OPAaTOPCKOM HCKYCCTBE.

KenaTenbHO OCTaBUTh B pabOYMX KOHCIEKTaX TOJIA, HAa KOTOPBIX JeNaTh IOMETKH,
MOMYEPKHUBAIOIINE OCOOYI0 BaXXHOCTh TE€X WM HWHBIX TEOPETUYECKUX  IOJIOKECHHUU.
Pexomengyercs akTUBHO 3a7aBaTh MPEMOAABATENIO YTOUHSIONINE BOMPOCH! C MENbI0 YSICHEHUS
TEOPETHUECKUX MOJOKEHUM, pa3peieHus] CHOPHBIX CUTYalluH.

1.2. Meroauyeckne PpeKOMeHJIAUMM 1O TMOATOTOBKE K  CEMHHAPCKUM
(IpaKkTHYeCKUM) 3aHATHAM

[Tpuctynas K W3y4EHHMIO IUCIHMIUIMHBI, HEOOXOJMMO BHHUMATEIbHO O3HAKOMHUTHCA C
TEMaTUYECKUM IJIAHOM 3aHSITHHA, CIUCKOM pPEKOMEHJOBAaHHOH nuTeparypbl. Creayer ysSCHUTH
MOCJIEI0BATEIbHOCTD BBINIOJHEHUSI WHAMBUIYalIbHBIX Y4eOHBIX 3ajaHuil. CamocTosTeNnbHas
paboTa CTyaeHTa MmpernoiaraeT padoTy ¢ HAydYHOU U y4eOHOUW JTUTEpaTypoid, YMEHHE CO3/1aBaTh
TEKCTHl. YPOBEHb U INIyOWHA YCBOSHMS AUCLUIUIMHBI 3aBUCST OT aKTMBHOM U CHCTEMaTHUECKOM
paboThl Ha JIEKIUSAX, W3YYEHUS PEKOMEHJIOBAaHHOW JUTEpaTyphl, BHIIOJHEHUS KOHTPOJbHBIX
MUCbMEHHBIX 3a/IaHUH.

CeMuHapckue 3aHATHS 3aBEpIIAIOT H3Y4YeHHE Haubosiee BaXXKHBIX TeM ydueOHOMU
TUCUMIUIMHBL. OHM CiyXaT JUis 3aKpeIuieHUs M3Yy4eHHOTO Marepuana, pa3BUTHS YMEHUH U
HABBIKOB TOJTOTOBKHM JIOKJA/J0B, COOOLIEHUI, MPUOOPETEHUs OMNbITAa YCTHBIX ITYOJIUYHBIX




BBICTYIUIEHUH, BEACHUS TUCKYCCHM, apryMEHTAllMM W 3alllUThl BBIIBUTAEMBIX IOJOXKEHUH, a
TaKXe AJI1 KOHTPOJIA MPENoAaBaTeleM CTENEHH MOJArOTOBICHHOCTH CTYJEHTOB IO M3y4aeMOM
JUCLUIINHE.

Cemunap mnpenmosaraeT cBoOOAHbBIM OOMEH MHEHUSMM IO n30paHHOW TemaTuke. OH
HAUMHAETCS CO BCTYMUTENBHOIO CJIOBA IMpErnoiaBatrelsis, (GOpMYIHPYIOUIETO Leb 3aHATHS U
XapaKTepU3YIOIEro €ro OCHOBHYIO IpoOJieMaTHKy. 3areM, KakK IPaBHJIO, 3aCIyIIMBAIOTCS
coobuienus cryaeHToB. O0CyKaeHne COOOIICHUS COBMEIIACTCSA C PACCMOTPEHUEM HaMEUEHHBIX
BonpocoB. CooOlieHus, Mpeanosararoliue aHajlu3 MyOnuKauuid IO OTAEIbHBIM BONpPOCaM
NPAaKTUYECKOTO 3aHATHA, 3aCIyIIMBAIOTCS OOBIYHO B cepenuHe 3aHsATuA. lloomipsiercs
BBIIBIOKEHHE M OOCYXKJEHUE albTepHATUBHBIX MHEHUH. B 3akmouurtensHOM cioBe
IPEernoIaBaTeb MOABOAUT UTOTH OOCYXKAECHUS M OOBSBISECT OLEHKU BBICTYNABUIMM CTYJCHTAM.
B wmemsix KOHTpoJii MOATOTOBICHHOCTH CTYJIEHTOB M IPUBUTHUA MM HaBBIKOB KpPaTKOIo
IMCBbMEHHOTO HU3JI0KEHUSI CBOMX MBICIIEH IIPENOAABATENb B X0/I€ IIPAKTHUUECKOT0 3aHATUS MOKET
OCYILECTBIIATh TEKYIIUI KOHTPOJIb 3HaHUI B BUJIE TECTOBBIX 3a/1aHUI (KOHTPOJIBHOM paboThI).

B Xome moAaroTtoBkM K CEMMHAPCKUM (IIPAKTUYECKUM) 3aHATHSAM CIENYEeT H3Yy4UTh
OCHOBHYIO M JIOTIOJIHUTENIBHYIO JIMTEPATypy, Y4YeCTb PEKOMEHJALMU MpernojaBareis Hu
TpeOoBaHus paboveld IpOTrpaMMBl.

MOXHO TMOArOTOBUTH CBOM KOHCIIEKT OTBETOB I10 pPAaccMaTpUBacMOil TEeMaTHUKE,
MOJTOTOBUTH TE3UCHI ISl BRICTYIUICHUH IO BCEM Y4E€OHBIM BOIPOCAM, BEBIHOCHMBIM Ha 3aHSTHE.
Crnenyer mpoaymaTh NpUMEphl C LENbI0O OOECIeYEeHUs TECHOM CBSI3UM U3yyaeMoll TEOopuH C
peanbHOM  NPAaKTUKOH. MOXHO  JONOJHUTH CHUCOK PEKOMEHIOBAaHHOW  JIUTEPATyphbl
COBPEMEHHBIMU UCTOYHHUKAMU, HE MPEACTABICHHBIMU B CIIUCKE PEKOMEHIOBAHHOM JIUTEPATYPBHI.

1.3. Metoauyeckue peKOMeHIAIMHU 1O MOATOTOBKE MpPe3eHTAIHI

[loAroToBKy mNpe3eHTAlMOHHOIO MaTepuala CleAyeT HauuHaTh C HW3Y4YEHHUS
HOPMAaTUBHOM M CHELUAJbHOM JIMTEpaTyphl, CTaTUCTHUYECKUX [AHHBIX, CHCTEMaTH3alUuu
coOpanHoro wmatepuana. IIpe3eHTanUMOHHBIH MaTepuan JODKEH ObITh JOCTaTOYHBIM IS
PacKphITUsl BBIOPAHHON TEMBI.

[ToaroroBka Mpe3eHTALMOHHOIO MaTepHualia BKIIOYAeT B ce0sl HE TOJIBKO MOJArOTOBKY
CJIaiiIoB, HO M OTPabOTKY HaBBIKOB OPATOPCTBA U YMEHUS OPraHU30BATh U IPOBOJIUTH TUCITYT.

Cozanue Mpe3eHTAllMOHHOTO MaTepuaia JaeT BO3MOXHOCTh IMOJIYYUTh HAaBBIKU U
YMEHUS CAMOCTOSITENILHOI'O 0000IIEHUS] MaTepraa, BbIJEICHHS IJIABHOTO.

[Ipy noAroToBke MyNIbTUMEIUHHOTO MPE3EHTAIMOHHOTO MaTepHuajla Ba)XXHO CTpPOro
cOOJII0/1aTh 3a/ITaHHbII periIaMeHT BPEMEHH.

HeoOxomuMo MOMHHUTB, YTO BBICTYILUIEHME COCTOUT M3 TPEX 4YacTeil: BCTYIUICHUS,
OCHOBHOH 4acTu U 3akimoueHus. [Ipexne Bcero, cienyer Ha3BaThb TEMY CBOEH Npe3EHTaLUW,
KpaTKO IEPEUrCIUTh paccMaTpUBacMble BOMPOCHI, M30paB Jisi 3TOTO JKHUBYIO HHTEPECHYIO
bopMy U3II0KEHHUS.

bonbmias yacte crnaiiioB JoikHa OBITh IOCBAILIEHA pPACKPBITHIO TEMBL. 3ajada
BBICTYTAIOLIET0 COCTOMT HE TOJIBKO B TOM, YTO MPOAEMOHCTPUPOBATH COOCTBEHHbIE 3HAHMA,
HaBbIKM UM YMEHHs IO paccMaTpuBaeMoil mpoOiieMaTHKe, HO U 3aMHTEpecOoBaTh CiylIaTeleH,
CHoCcOOCTBOBaTh (OPMHUPOBAHUIO Y JIPYIMX CTYIEHTOB CTPEMJIEHUS TIO3HAKOMHUTHCA C
HOPMAaTUBHBIMH U CHEIHMAIbHBIMA HCTOUHUKAMHU IO pacCMaTpUBaeMoii poOieMaTrKe.

ANropuT™ cO31aHMs IPE3EHTAUN

1 aTan — onpezeneHue eau NPe3eHTaAuN

2 3Tan — noApoOHOe pacKphITHE HHPOPMALIUH,

3 3Tan - OCHOBHBIE TE€3UCHI, BHIBO/IBI.

Canenyet ucnonb3oBars 10-15 cnaiinos. [Ipu sTom:

- TIEPBBIN crail — TUTYNIbHBINA. [IpeHa3HaueH A pa3MenieHusl Ha3BaHUs MIPE3CHTALNH,
UMEHH JOKJIa4iKa U €ro KOHTAaKTHON MH(OpMAaIIiH;

- Ha BTOPOM CcCllaiiile HEOOXOJWMO pa3MECTUTh COJAEpKAHHE NPE3CHTALUU, a TaKKe
KpPaTKO€E ONMCaHUE OCHOBHBIX BOIIPOCOB;



- BCE OCTaBILUECS CIaiIbl UMEIOT WH(OPMATUBHBINA XapaKkTep.

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

PexoMeHnganuu 1o co3iaHuio Mpe3eHTalUN:

1. YutabenbHOCTh (BUAMMOCTD U3 CAMBIX JAIBHUX YTOJIKOB MOMEIIECHUS U C PA3ITHMYHBIX
YCTPOMCTB), TEKCT JOJKEH ObITh HaOpaH 24-30-bIM mpudToMm.

2. TmarenbHO CTPYKTYpUpOBaHHAS WH(POPMAIIHSL.

3. Hannuue KOpOTKMX M JTAKOHUYHBIX 3aroJIOBKOB, MAapKHPOBAHHBIX U HYMEPOBAHHBIX
CIIHICKOB.

4. Kaxaomy NoJIOKEHUIO (Mee) Halo OTBECTH OT/IEIbHBIN a03arl.

5. I'maBHYI0 H/Iet0 HAO BBUIOKHTH B IMIEPBOM CTPOKE ad3aria.

6. Ucnons3oBarh TabmuuHbie (GOpPMBI TPEACTaBICHHS WHGOpPMAIUU (AMarpamMMsl,
CXEMBI) JJISl WILIIOCTPAIlMM BaXXHEWIIMX (DAaKTOB, YTO JACT BO3MOXKHOCTh IOJAaTh MaTepuall
KOMIIAKTHO U HArJIATHO.

7. I'paduka 1omxKHA OPraHUYHO JONOJIHATH TEKCT.

8. BricTymenue ¢ nmpe3eHTanuen ;ures He 6onee 10 MUHYT.

14, Meroanuyeckne peKOMEHIAUH M0 YYACTHIO B TUCKYCCHU

Jluckyccus - 00CyKIAeHHE CIIOPHOTO BOMPOCa, IPOOIEMBI.

BaxxHOll XapakTepUCTUKOW IUCKYCCHH, OTIMYAIOUIE €€ OT JpPYyrux BHJIOB CIIOpa,
SBIISIETCS. APTyMEHTUPOBAHHOCTD.

Cwmpbicn nmuckyccnu (yueOHOM MCKYCCUM) COCTOUT B OOMEHE B3TJIAIaMU 1O KOHKPETHOU
npobsiieMe. DTO aKTUBHBI METOJ, MO3BOJSIONIUN HAYyYUTHCS OTCTaMBaTh CBOE MHEHUE U
CIymartb Jpyrux. JMCKyccHsl pOKIAeT MbICHIb, AKTUBU3UPYET MBIIIJIEHHE, a B Yy4eOHOH
JTUCKyCCHM 00€CIeYrBAaeTCsl CO3HATENbHOE YCBOEHHE Y4eOHOro marepuania Kak MpOAyKTa ero
MBICJIUTEITEHON TTPOPAOOTKH.

MeTtox AHMCKYCCHH MCIIONB3YeTCs B TPYNNOBBIX (opMax 3aHATUH: Ha CEeMHHapax-
JTUCKYCCHSIX, COOECeJOBaHMIX MO 0OCYK/IEHHUIO UTOTOB BBIMOJIHEHMSI 3aJaHUI Ha MPaKTUYECKUX
U 1a00paTOPHBIX 3aHATHSX, KOT/Ia CTyJIEeHTaM HYXHO BbICKa3bIBaThcs. Ha nekuuu auckyccus B
MIOJIHOM CMBICJIE DPa3BEPHYThCS HE MOXET, HO JAMCKYCCHOHHBIH BOIIPOC, BBI3BABIIUN cpa3y
HECKOJIBKO Pa3HbIX OTBETOB M3 ayJUTOPHHM, CO3JIaeT aTMOC(EpPy KOJIEKTUBHOIO Pa3MbIIUICHUS
Y TOTOBHOCTH CITyIIATh MPEN0/1aBaTesl, OTBEUAIOIIEr0 Ha 3TOT CIIOPHBIN BOIPOC.

Jluckyccus Ha CEeMHHApCKOM (IIPAaKTUYECKOM) 3aHATHHM TpeOyeT NpOAYyMAaHHOCTH U
OCHOBATEJbHON MpeJBapUTEIbHOW MOArOTOBKM OOywaromuxcs. HyXHbl He TOJIBKO XOpollne
3HaHus (0e3 HUX JUcKyccHs OecrnpeiMeTHa), HO TaKKe HAIMYKME Y CTY/IEHTOB YMEHUS BhIpakaTh
CBOM MBICIIM, YETKO (OPMYJIMPOBATh BONPOCHI, MPUBOJIUTH apryMEHThl U T.1. YueOHbIE
JUCKYCCHM OOOTalllalOT MPEICTABICHUS yJallluXxcs MO0 TeMe, YIMOpSAOUYMBAIOT U 3aKpPEIUISIOT
3HaHMUSL.

1.5. MeTozmqecmle PECKOMEHIANMHA AJIH BBINMOJTHEHUSA TECTOBOI0O 3aJaHUSA

TecToBO€ 3aaHue - CPEACTBO MPOBEPKU YMEHUU MPUMEHSATH MOJYUYECHHbIE 3HAHUS JIS
pelIeHus 3a/1a4 ONPEAECICHHOTO THIA IO TEME WJIU pa3ieny.

TecT — 3aanue, BBINOJIHAEMOE B T€UEHUE 33JaHHOTO BPEMEHH (B YCIOBHSIX ayJIUTOPHOU
pabotel — ot 30 MHHYT 10 2 YacoB, OT OJHOTO JHS JO HECKOJbKHX HENeIh B cliydae
BHEAYIUTOPHOTO 33/1aHUsA).

Kak mpaBuio, TecToBO€ 3a/laHMe BKJIIOYACT B ce0si MHOKECTBEHHBIN BBIOOp OTBETa Ha
BOIIPOC.

J171s1 BBITIOJTHEHUS TeCTa 00YJaroIeMyCsl 1TaeTCA OT OJTHOM JI0 HECKOJBKHUX MOMBITOK.

[Ipu moAroToBKE K TECTy HEOOXOIUMO MOHSTH JIOTHKY M3JI0KEHHOTO MaTepuaia. IToOMY
HEMAaJIo CIIOCOOCTBYET COCTaBIIEHNE PA3BEPHYTOTO TUIaHA, TAOJIHI] U CXEM.

[Ipu pemiennu Tecta HEOOXOAUMO:



- BHUMATEJIbHO HM3YYUTh CTPYKTYpPYy TECTa, OLEHUTh 00BEM BPEMEHH, BBIACIISEMOrO Ha
JAaHHBIN TECT, YBUAETh, KAKOTO TUIIA 3aJaHUS B HEM COJECPKATCS;

- HAYMHATh OTBEYATh HA T€ BOIPOCHI, B IPABUJIBHOCTH PEIIEHUS KOTOPHIX HET COMHEHUH,
HE OCTaHaBJIMBAsICh HA TE€X, KOTOPHIE MOT'YT BbI3BaTh 3aTPYIHEHUS;

- BHUMATEJIbHO YMTATh 33JaHMsI O KOHIA, HE MBITAsICh HA4YaTh OTBEYaThb, OPUEHTUPYSICh
Ha BBIIIOJHEHHBIE IOJOOHBIE 3a/1aHUs B IIPEIbIIYIINX TECTUPOBAHMSX;

- ecii Bbl He 3HaeTe OTBETa Ha BOIIPOC WJIM HE YBEPEHBI B €r0 IIPaBUIBLHOCTH, CIELYET
HPOIYCTUTh BONPOC, UTOOBI BEPHYTHCS K HEMY IO3XKE;

- paccuMTHIBaTh BBINOJIHEHUE 3a/laHUl CIIEyeT TaK, YTOOBI OCTAIOCh BPEMS Ha IIPOBEPKY
U I0pabOTKY BBIIOJIHEHHBIX 33aJaHUH.

1.6. Meroanyeckue peKoMeHAAIUH 1Jisl IOATOTOBKH OTBETA HA 3a4eTe

YcnoBus, 00ecrieunBarOIINe MEAArOTHIECKY0 3P PEKTUBHOCTD OIIECHOYHOW POy PHI:

- CTENEeHb OXBaTa pa3zesioB Y4eOHOI MporpaMMbl M MMOHMMaHHME B3aMMOCBS3CH MEXIy
HUMU;

- royOMHa TIOHMMAaHHUS CYIIEeCTBa OOCYXJaeMbIX KOHKPETHBIX MpoOJieM, a TakkKe
aKTYaJIbHOCTH M MPAKTUYECKON 3HAUMMOCTH M3y4aeMOM JUCIUTIIINHBL,

- IMana3oH 3HaHH PEKOMEHI0BaHHOM TUTEPaTypHI;

- JIOTHYECKU KOPPEKTHOE, HEPOTUBOPEUHUBOE, MTOCIIECIOBATEILHOE U apTyMEHTUPOBAHHOE
MOCTPOCHUE OTBETA HA 3aYETE;

- YPOBEHb CAMOCTOSTEIBHOTO MBIIIEHUS C 3JIEMEHTaMH TBOPYECKOTO TMOAX0/a K
U3JI0’KEHUIO MaTepuaa.

2. IliaHbl MPAKTHYECKUX 3aHATHI
IIpakTu4yeckoe 3ansaTue 1-2

Coaepixanue, 3Ha4YeHHE 1eI10NPON3BOACTBA. TeXHOI0rusl OPraHN3anyu AeJ10NPON3BOACTBA
B 00pa30BaTeJIbHOM yUpeKIeHUH

IInan:

1. OcHOBHBIE TEPMHHBI M TOHATHE «IEJIOMPOU3BOJICTBO». McTOpUs BO3HMKHOBEHUS U
OCHOBHBIE JTambl pPa3BUTHUS AeNONpou3BoAcTBa. CHCTEMBl OpraHu3alMM JAEONPOU3BOJICTBA.
[ToHsATHE ¥ TPUHIMIIBI OPraHU3ALUHU TOKYyMEHTO000pOoTa

2. PexkBusnuThl NOKyMEeHTOB. Perucrparus u wHAekcanus gokymeHToB. CTpykTypa 0a3
JNaHHBIX JOKyMeHToB. IIpueM, o00paboTka W pacrnpenereHHe MOCTYMAIOMIMX JIOKYMEHTOB.
Opranuzanys 00paboTKU U Iiepeaaun OTIPaBISIEMbIX TJOKYMEHTOB

3. Ilopsimok TpPOXOKIEHHUs BHYTPEHHUX JOKyMeHTOB. OpraHu3anus KOHTPOJIS 3a
UCIIOJTHEHUEM JOKyMeHTOB. Pabora ucnonnureneil ¢ nokymeHtamu. OpraHuzanus HOWCKOBOM
CHCTEMBI IO JJOKYMEHTaM

4. Cnocobbl M METO/ABI JIOCTaBKM JOKyMeHTOB. (OO0paboTka KOH(HIEHIUATbHBIX
JIOKYMEHTOB M JJOKYMEHTOB JIJIs CITy’KeOHOTO MOJIb30BAHUS.

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

Bonpocwl 015 xonnexmuenozo o6cysrcoerus.

1. Tloustrie «menonpou3BoaAcTBO». OCHOBHBIE 1€MW M 3aJa4yd  JICJIONPOM3BOJICTBRA.
Heo0xoauMocTh opraHu3aliiy JIeJI0NMPOU3BOJICTBA B YUPEKICHUHU. SHAUCHUE JICTIONPOU3BOJICTBA
B JIeATEIbHOCTH  o0Opa3oBarebHOM  opranm3anuu. Cekperapb,  JCIONPOU3BOIAMTEND,
JIOKYMECHTOBE/I, KaHIICIISIPUSL.

2. Ucropuyeckre »dTambl pa3BUTHS Jeionpou3BoiactBa B Poccun. CoBpeMeHHOE
rOCyJapCTBEHHOE PETYJIMPOBAHUE JICIONPOU3BOICTBA.



3. CucteMsbl AETONPOU3BOICTBA: IEHTPAIIM30BAHHAA, JICIICHTPAIN30BaHHAs!, CMEIIIaHHAs.
Ctpyktypa u 00BEM HOKyMEeHTOOOOpoTa. OCHOBHBIC TPHUHIIUIIBI OpraHU3aIMu pPabOTHI ¢
JOKYMEHTOTIOTOKAMH.

4. Ilonatue pekBuU3UTa JOKyMeHTa. Buasl pekBusuroB. IlpaBmia odopmieHus
PEKBU3UTOB JOKYMEHTOB. bmank nokymeHta. Buapl OnankoB. TpeGoBanuss Kk OjaHkKam
JOKYMEHTOB. BuJibl 1 pOpMBI perucTpanuy JOKYMEHTOB. SI3bIK U CTHIIb CITY)XEOHBIX JOKYMEHTOB.

5. Dranbl 00pabOTKM BXONAIIMX JOKyMEHTOB. IlepBuuHas o0paboTka BXOISIIMX
JOKYMEHTOB. Perucrpupyemble M  Hepeructpupyemble JoKyMeHTHl. IIpenBaputenbHoe
paccMOTpeHHe JOKYMEHTOB JUIsl HAalpaBJICHUs! HCTIONHUTENIM. Pe3omonusi.

6. Ilopsiok MOArOTOBKHM HCXOASIIUX JOKYMEHTOB. CocCTaBlIeHHE MPOEKTa JOKYMEHTa,
corjacoBaHue, noanucanue (yrBepikleHue), TupaxupoBaHue. CrocoObl U METOJbl OTIIPaBKU
UCXOAAUIMX JOKyMeHTOB. OOIas XapaKTepHCTUKa CIlly>keOHOM mnepenucku. PasHoBuaHOCTH
CITY)KEOHBIX MTHUCEM.

7. BHyTpeHHUe JOKyMEHThl 00pa3zoBaTenbHON opranu3anuu. Ilogroroska, opopmienue,
peructpanus. [lpaBunma MOCTaHOBKM JTOKyMEHTOB Ha KOHTPOIb. [lOpSIOK CHSTHSL JOKYMEHTOB C
KOHTpo/s. OTyeT 1O KCHOJMHEHUIO KOHTPOJIBHBIX JIOKyMEHTOB. OrepaTHBHOE HCIIOJIHEHHE
JOKYMEHTOB COTPYJHHKAaMH B COOTBETCTBUM C WX JOJDKHOCTHBIMH OOSI3aHHOCTSMHU U
pesomtonelt  pykoBojutenas.  OTBETCTBEHHOCTh 32  HecoOJtofeHHe  TpeOOBaHMM
UCTIOJIHUTENIBCKOM  JUCHMIUIMHBL, 32  HEMPaBWIBHOE  HCIIOJNB30BaHUE  JCHCTBYIOIIUX
HOPMAaTHUBHBIX IOKYyMEHTOB B IIOJrOTOBKE, O()OPMIICHUU U UCIIOJIHEHUH JOKYMEHTOB B CPOK.

8. Opranmzaiysi TOYTOBOM, KYpPhEPCKOW M O3KCIPECC-IOCTABKU JIOKYMEHTOB. [loHSTHS:
«UEHHOCTh M Oe3omacHOCTb  HMHGpOpMAUM»,  «KOHQHIECHLUHMAIBHOCTBY,  «yrpo3a
KOH(QHICHIIMATBHOCTHY, <«3aliuTa HH(OpMaIm». be30macHOCTh LEHHBIX HH(POPMALUOHHBIX
pecypcoB. llennas mHpopmanus U KoH(pUICHIUANIbHbIE JOKYMEHThI. PermameHranus cocraBa
KOH(HICHIIMATBHBIX CBEACHUA H JOKyMEHTOB. [lopsnok paboTel ¢ KOH(WACHIHMATHHBIMH
JOKyMeHTaMu M Matepuanamu. KonpuaenuuansHass nuHGopMamus U CBEACHUS B JEATEIILHOCTU
00pa30BaTeIbHOI OpraHu3alku.

IpakTnyeckoe 3ansaTue 3-6

HOpMaTI/IBHO'3aKOHO}IaTeJ'IbHaH 0a3a. OcHOBHbIE BHU/AbI JOKYMECHTOB U CUCTEMBbI
AOKYMEHTAIlUH. OcobeHHoCTH MNOATOTOBKH U O(l)OpMJ'leHI/lfl OTACJbHBIX BUI0B T10KYMCHTOB

ILnan:

1. HopMaTBHO-3aKOHOJATENbHbIE W  HOPMAaTUBHO-METOAMYECKHE JOKYMEHTBHI IO
JEJI0NPOU3BOACTBY. HOpMaTHBHO-3aKOHOIATENIBHBIE 1 HOPMAaTUBHO-METOINYECKUE JTOKYMEHTBI
110 apXUBHOMY JIEITY.

2. Knaccudukanus nokymenToB. FOpuanueckas cuna fokymenta. Haznauenue u cocraB
OpraHM3allMOHHO-TIPAaBOBOM  JOKymMeHTanuu. HasHadyeHme ©  COCTaB  OpraHW3alMOHHO-
pacnopsiAMTeNbHOW JOKyMeHTauuu. Ha3zHaueHwe M cocTaB  CIPaBOYHO-MH(POPMAIMOHHOM
JIOKYMEHTAIUU.

3. JlokanbHbIe HOpMaTHBHBIE akThl. CocTaB 1 paboTa ¢ KaJipoBOi TOKYMEHTAIIAEH.

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

Bonpocul 0na konnekmugno2o 06cysicoeHus:

1. 3akoHomarenbHble akThl Poccuiickoit @eneparmmun u  MypmaHckoit  oOnacty,
pErIaMeHTUPYIOIINE JEJIONPOU3BOJACTBO U apXMBHOE Aeno. ['ocynapcTBEHHBIE CTaHAAPTHI U
yHU(pUKaus B 00JacTy AeTONPON3BOACTBA U APXUBHOTO JIejIa.

2. UHCTpyKIIMST TIO  JEJONPOM3BOJACTBY MHUHHCTEpCTBA 00pa3oBaHUS W HAYKH
Poccuiickoit ®enepanun. Meronnyeckue peKOMEHIAMM IO pa3pabOTKe HOMEHKIATYpbl H



UHCTPYKLIMU IO JAEJIONPOU3BOJACTBY B OOPa30BaTEIbHOM YUYPEXAECHUHU. THUIOBbIE NMEPEYHU C
yKa3aHHEM CPOKOB XpaHEHHs TOKYMEHTOB. [IpaBuiia paboThl apXMBOB OpraHU3aIUi.

3. Knaccudpukamuss [1OKyMEHTOB, €€ OCHOBHbIE mpu3Haku. Kiaccupukamus 10
HAaMMEHOBAHUIO: TPHUKAa3bl, PACHOPSDKEHUs, IUIAHBI U OTYEThbl, aKThl, MPOTOKOJIbI, JOTOBOPHI,
yCTaBbl, MHCTPYKIIMH, TIOBEPEHHOCTH U T.JI. Kitaccudukanus mo Mecty coCTaBlIeHHs], 10 CTEIICHU
yHU(DUKALNY, 110 IPOUCXOKICHHIO, IO BUIY oopmiieH s, 1o crocody gukcannu nHGpopManum,
[0 CTENEHH CIOXKHOCTH, IO CTENEHU TIJIACHOCTH, II0 IOPUIMYECKOIl CHile, 10 CpoKaM
UCTIOJIHEHUS, 110 CPOKAM XPAHEHHUSI, 110 CTEIICHN 00513aTeIbHOCTH.

4. CucreMa  OpPraHM3allMOHHO-TIPAaBOBOM  JOKyMeHTauuu  (yCcTaB  YUpPEXKACHHS,
MOJIOKEHHS, INTAaTHOE pacluCaHue, JOJDKHOCTHbIE MHCTpyKnmu). Cucrema OpraHM3allOHHO-
pacropsaUTeNbHON JOKyMeHTauuu (ykas, MpHKa3, BBIIUCKA W3 TPHUKA3a, pacHopsDKEHHeE,
nocraHoBieHue). Cucrema CnpaBOYHO-UH(POPMALMOHHOM JOKyMEHTAalUH (IPOTOKOJ, aKT,
3asiBJICHME, JOKJIaJHAas 3alluCKa, MpEeAJOXKEeHHe, IPEICTaBICHHUE, CIIy)KeOHas 3aImucka,
oObsicHUTeNbHAs). CxeMa MOATOTOBKU paclopsIUTENbHBIX JOKYMEHTOB. Ilopsmok cHATHS |
BbIJ1auM KOMHUH C IOKyMEHTOB.

5. IlonoxeHus, npaBuiia, HHCTPYKUKHU (IIpaBUia BHYTPEHHETO TPYJOBOIO paclopska,
MHCTPYKLIUU O MOPSAKE OCYIIECTBICHUS KaKOH-THOO NEATENIbHOCTH WM MOPSJIKEe IPUMEHEHUs
HOJIOKEHUH 3aKOHOJATENbHBIX M MHBIX HOPMATUBHBIX AaKTOB, IOJIOKEHHS O CTPYKTYpPHBIX
HOJpa3/IeNIeHUsIX, KOJUIEKTUBHBINA 1oroBop u Ap.). [lopsanok odopmiaeHus v mognucaHus 3THX
JOKYMEHTOB JUIsl IPUMEHEHHS KaK CaMOCTOSITEIIbHBIX ITPABOBBIX aKTOB.

6. IloHsATHE U CTPYKTYpa MEePCOHAIBHBIX JaHHbIX. O0s3aTeNbHbIE KaIPOBbIE TOKYMEHTHI
o0pa3oBaTeNbHONW OpraHu3allui, WX BH[bI, COCTaB, HOPMAaTHUBHbIE TPEOOBAaHUS K BEICHUIO
KaJpOBOW JOKyMEHTAlMu (TPUKa3bl M PACIOPSHKCHUS IO JMYHOMY COCTaBy, 3asBICHHE,
TPYAOBOW JOTOBOp, JODKHOCTHAsI WHCTPYKIHMSA, TPYAOBask KHIDKKA, JIMYHAS KapTOYKa, JTMYHOE
neno). JIBwKeHWE H XpaHEHHWE KaapoBOW JOKyMeHTauuu. JKypHansl W KHHTH ydYeTa.
HcnonHeHne connaabHO-TIPaBOBBIX 3aIIPOCOB.

IpakTuyeckoe 3ansTue 7-10

®opmupoBaHue /ieJ1 1 OPraHU3alMs XPaHEHHUs JOKYMEHTOB. JKCIePTH3a IeHHOCTH
AOKYMeHTOB. TexHu4yeckue cpeacTBa, HCMOJIb3yeMble B 1eJT0NPOU3BOACTBE.
JIEKTPOHHBII T0KYMEHT0000pOT

IInan:

1. IlpaBuna cocTaBlieHUsT HOMEHKJIATYpbl Jen yupexzaeHus. DdopmupoBaHue u
oopmienue aen. Opranuzaiys onepaTUBHOIO XpaHEHHUs TOKyMeHTOB. dopMupoBaHHe apXuBa
B 00pa30BaTEeIbHOM YUPEKIACHUH.

2. Jlena TIOCTOSIHHOTO ¥ BpPEMEHHOTO CpOKAa XpaHEHHsS. OKCIEpPTHas KOMHCCHUS
yupexeHus. [lopsaok yHUUTOXKEHUS JOKYMEHTOB.

3. Ucnonb3oBanue 1K B menompousBoxactee. CpencTBa KOMUPOBAHUS M OTIEPATHBHOTO
pazmHokeHus. [Ipuem u 00paboTka JOKYMEHTOB, MOCTYHAIOLIUX IO KaHAJlIaM 3JIEKTPOHHON
noyThl ¥ (hakcuMUIIbHOM cBsi3u. [IpaBuia Ge30macHON paboOThl C OPITEXHUKOM.

4. DnexTpoHHOE JOKyMeHTHpoBaHUe. [IoHATHE «3TIEKTPOHHBIN JTOKYMEHT.

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

Bonpocwt 0ns konnekmuenozo 06¢cyiHcoerust.

1. llonsatue o «guene». Homenkmatypa pen. CocraBieHWe HOMEHKIATYpHl JElI B
obpasoBarenbHOM yupexaeHnu. @opmupoBanue nen. [IpusHaku 3aBefeHUs e1: HOMUHATBHBIN,
MIPEAMETHO-BOIIPOCHBIN, aBTOPCKHI, KOPPECTIOHICHTCKHH, TeorpapuIecKuid, XpOHOJIOTUUECKHMA.



Buner apxuBoB. TpeGoBanust k apxuBaMm. [lopsiok mepemaum JOKYMEHTOB Ha apXWBHOE
xpaHenue. Cucremarusalys JOKYMEHTOB B apxuBe. PaboTa ¢ HaydyHO-CIIPABOYHBIM ammapaToM
(ucTopuyeckas CrpaBKa, OMHUCH JI€] MMOCTOSIHHOTO U BPEMEHHOTO XpaHEHUsl JOKYMEHTOB, KHUTH
yudeTa U IBUKEHUS J€e).

2. Oco0eHHOCTH XpaHEHUs el MOCTOSHHOro, BpeMeHHOro (cBeimie 10 JieT) u men mo
nuyHoMy coctaBy. [lopsiiok nepenauu nen B I'ocynapcTBennbie apxuBbl. Co3aHNe SKCIEPTHOM
KOMUCCHH ydpexjacHus. [IpoBemeHue H3KCHEpTU3bl IEHHOCTH AOKyMeHTOB. OdopmieHue
MPOTOKOJIOB 3aCElaHUii KOMHUCCHUU M aKTOB Ha yHUUTOXeHHe jaei. [Iporeaypa yHUUTOXKEHUS
JIOKYMEHTOB.

3. KommbroTepHbie cpecTBa MOArOTOBKH JOKYMEHTOB. Mcrnonp3oBanue M1abiIoHOB IS
dbopMUpOBaHUS JIOKYMEHTOB Ha KoMIbloTepe. lcmonp3oBaHue B KOMIBIOTEpe OJIaHKOB
nokymeHToB. Co3fiaHue OJIaHKOB JIOKYMEHTOB B KOMIbIOTepe. M3roToBieHue, KONUpPOBaHUE U
TUpaXHUpOBaHUE JOKyMeHTOB. CpencTBa 00pabOTKU JOKYMEHTOB. JIOKYMEHTHI, mepeaBacMbie
Mo KaHajaM CBs3M (Telmerpamma, Tenekc, ¢akcorpamma, Tenedonorpamma). Ilonstue
«oprrexHukay. OCHOBHbIC BUIbl OPraHU3AIMOHHON TexHUKHU. [IpaBuia TexHUKH Oe30MacHOCTH
paboThI C OPTTEXHUKOM.

4. TlpeumytiecTBa nepeaayu AJOKyMEHTa ¢ KOMIBIOTEpA Ha KOMIBIOTEp. YCTaHOBKAa Ha
KOMIIBIOTEpE CHEIMATbHO BBIICTICHHOW MaNKy JIsl MOCTYMAOIIMUX TOKyMeHTOB. [IpenmyiiecTBa
anexkTpoHHOM mouthl. Jloctynm k Internet. Cuctema peructpauuu u KoHtpouss. Co3gaHue
ANEKTpOHHOU 0a3bl MaHHbIX. [TouCK JOKyMeEHTa.



