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1. MeTtoauyeckue peKoMeHIaNu

1.1. MeToanuyeckue peKOMEHIANUM 110 OPraHU3alUN PadoThI CTYJAEHTOB BO
BpeMsl IPOBeIeHUS JEeKIIUOHHBIX M MPAKTHYECKUX 3aHATHI

[lpuctynass K HW3YYEHHUIO JUCIHMIUIMHBI, CTYACHTY HEOOXOIUMO BHHMATEIBHO
O3HAKOMUTHCSI C TEMAaTHYECKUM IIJIJAHOM 3aHATUN, CHHCKOM PEKOMEHJIOBAaHHOW JUTEpaTyphl.
Crnenyer ysCHUTh TOCIEIOBATEIBHOCTh BBIMOJIHEHUS HHIUBUAYAJIbHBIX Y4YEOHBIX 3aJaHUil.
CamocrosiTennbHass paboTa CTyAeHTa TMpeanoyiaraeT paboTy C HaydYHOW, Yy4yeOHOM u
METOAMYECKON JINTEpaTypol, YMEHHE CO3[aBaThb TEKCTHl. YPOBEHb M TIyOMHAa YCBOCHHS
JUCIUIUIMHBL 3aBUCST OT AKTUBHOM M CHCTeMaTH4yeckol padOThl Ha JEKIUSAX, H3y4eHUs
PEKOMEH/I0BAaHHOM JINTEPATYPHI, BHIIIOJIHEHNUS CAMOCTOSTENbHBIX U KOHTPOJBHBIX MUCbMEHHBIX
3aJaHUuH.

ITpu u3yyeHUH TUCHUIUIMHBI CTYAECHTHI BBIIIOJIHAIOT CIAEAYIOLINE 3a1aHUs:

- HU3y4aloT PEKOMEHJIOBAaHHYI0O HAay4YHO-IPAKTHYECKYIO, YU4E€OHYI0 M METOJUYECKYIO
JUTEPATYPY;

- BBINIOJIHSAIOT 3a/laHusl, IPEAYCMOTPEHHBIE IS CAMOCTOSTEIbHON PaOOTHI.

OCHOBHBIMHU BUJAaMU ayJUTOPHOM pabOTHI CTYACHTOB SIBIISIOTCS JIGKIIUU U TPAKTUYECKUE
(ceMuHaApCKHUE) 3aHATHS.

B xone nexuuii mpenoaBatenb M3J1aracT U pa3bACHAET OCHOBHBIC, HanbOoJIee CIIOKHBIC
MOHSTHUSI TEMbI, a TaK)Ke€ CBA3aHHBIE C HEHl TEOpeTUYECKHWE U MpaKTHUYeCKHe MpoOJIeMbl, JaeT
PEKOMEHAALNH JUIS MPAKTHYECKOTO (CEMUHAPCKOI0) 3aHATHS M YKa3aHUs Ul CaMOCTOSTEIbHOM
paboTHI.

CemuHapckue 3aHATHS 3aBEpIIAIOT H3yuyeHHE Hambosiee BaXHBIX TeM Yy4deOHOU
muctumuiiael. OHUM ciayaT AJs 3aKperyieHHs U3y4eHHOro Marepuala, pa3BUTHUS YMEHHH U
HaBBIKOB TOATOTOBKU JIOKJIAJOB, COOOIIEHWH, MPHOOPETEHUs OIBITa YCTHBIX IYOJWYHBIX
BBICTYIUICHUH, BEACHUSI TUCKYCCHM, apryMEHTAllMd M 3alllUThl BBIABUTAEMBIX IOJOKEHUH, a
TaK)Ke€ NIl KOHTPOJIS MPENOJAaBaTENEM CTENEHH MOATOTOBICHHOCTH CTYIEHTOB II0 M3ydaeMOM
JTUCIUIINHE.




CeMuHap mpeanonaraeT cBOOOIHBIM OOMEH MHEHUSMHU MO u30paHHOU Temarumke. OH
HAUMHAETCS CO BCTYNUTEJIBHOIO CJIOBa MpernojaBaTesis, (GOpMYIHUPYIOIIEro LEedb 3aHATUS U
XapaKTepU3YIOMIETO €ro OCHOBHYIO MpOOJIeMaTHKy. 3aTeM, KaK MpaBWIIO, 3aCTyIIUBAIOTCS
coo0reHus ctyaeHToB. OOCYKIeHUE COOOIICHHS COBMEIIAETCSI C PACCMOTPEHUEM HaMEYCHHBIX
BonpocoB. CoOOIIeHUs, TMPEANONaraie aHAIU3 MyOIHKAaUui M0 OTIAENBHBIM BOIPOCAM
CeMHHapa, 3aclylIMBalOTCs OObIUHO B cepeAuHe 3aHATUA. [loomipsieTcss BbIIBUXKEHUE U
o0CyXJIeHHE allbTePHATUBHBIX MHECHHI. B 3aKIIOYMTENTFHOM CIIOBE MPENOJaBaTelb MOJBOIUT
UTOTU O0OCYXIEHUS U OOBSABISET OIEHKH BBICTYMABIIMM CTyAeHTaM. B memsx koHTpoms
MOJTOTOBICHHOCTH CTYACHTOB M TPUBUTHS UM HABBIKOB KPATKOTO MHCHMEHHOTO HW3JIOKEHUS
CBOMX MBICJIEH MperoaaBaTeib B XOJ€ CEMHUHAPCKHUX 3aHATHI MOXKET OCYLIECTBIISITh TEKYILIUN
KOHTPOJIb 3HAaHUW B BUJI€ TECTOBBIX 3aJaHUM.

[Ipy mNOAroTOBKE K CEMHUHApy CTYAEHTHI HMEIOT BO3MOXXHOCTh BOCIIOJIb30BAThCS
KOHCYJbTAIMAME MpenoaBatens. Kpome ykazaHHBIX TEM CTYACHTHI BIIpaBe, MO COTJIACOBAHUIO
C MpernoiaBaresieM, n30uparb U Jpyrue HHTEPECYIONINe UX TEMBI.

KauecTBOo yueOHOW pabOTHI CTYAEHTOB MPEMOAABATENh OIEHUBACT C HCIIOIH30BAHUEM
TEXHOJOTMYECKON KapThl TUCIIUIUIMHBI, pa3MEIIeHHOM Ha calite MAT'Y.

2. IlnaHbl NpaKTUYECKUX 3aHATHI
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HopmaTuBHo-3akoHOnaTeIbHAsA 0a3a. OCHOBHBIE BU/bI IOKYMEHTOB U CHCTEMbI
nokyMeHTanuu. Oco0eHHOCTH MOATOTOBKH M 0opMJIeHNsI OTAeJIbHBIX BUA0B TOKYMEHTOB

ITnan:

1. HopMaTuBHO-3aKOHOJATECIBHBIE M HOPMATHBHO-METOJUYECKHE JTOKYMEHTBHI II0
JeJI0NPOU3BOACTBY. HOpMaTHBHO-3aKOHOJATEIIBHBIE U HOPMATUBHO-METOIUYECKUE JTOKYMEHTBI
110 apXUBHOMY JIEITY.

2. Knaccugukanus nokymeHToB. FOpuauueckas cuina nokyMmeHTa. HazHadueHue u cocras
OpraHU3alMOHHO-IIPABOBOM  JOKymMeHTauuu. HasHadyeHme u  cOoCTaB  OpPraHM3alMOHHO-
pacnopsauTenbHON JOKyMeHTanuu. HasHaueHMe M cocTaB  CHPaBOYHO-WH(OPMAIIMOHHOMN
JOKYMEHTALUU.

3. JlokanbHble HOpMaTHUBHBIE akThl. CocTaB 1 paboTa ¢ KaJipoBOil TOKYMEHTALUEH.

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

Bonpocul ons xonnexmuenozo obcysxcoenusi.

1. 3akoHonaTtenpHbIe akThl Poccuiickoit @Penepanmu u MypmaHCKoW 00JacTH,
periaMeHTHPYIOIIUE JIeJIONPOU3BOJICTBO U apXHMBHOE Je10. ['ocynapcTBeHHBIE CTaHAAPTHl U
yHU(DUKaLUs B 00JIaCTH JAETONPOU3BOACTBA U ApXUBHOTO JETIa.

2. MHCTpyKIMs 1O  JeNONpOM3BOACTBY MuUHHCTEpCTBa O0pa3oBaHHsl U HAyKU
Poccuiickoit ®enepaunu. Meroauueckue peKOMEHIAMU MO pPa3paboOTKe HOMEHKIIATYPhl H
MHCTPYKLIMU TIO JAEJONPOU3BOJACTBY B 00pa30BaTEILHOM YUPEXKJACHUU. THUIOBBIE MEPEYHH C
yKa3zaHHEM CPOKOB XpaHEHHs TOKyMEHTOB. [IpaBuiia paboThl apXHMBOB OpraHU3aAIH.

3. Knaccudpukamuss [ITOKyMEHTOB, €€ OCHOBHbIe Npu3Haku. Kraccupukamus 10
HaMMEHOBAHUIO: TPHUKa3bl, PACHOPSDKEHUs, IJIaHbI U OTYETHI, aKTbl, MPOTOKOJbI, JOTOBOPHI,
yCTaBbl, UHCTPYKIIMH, TOBEPEHHOCTH U T.J. Kitaccudukamus mno MecTy COCTaBJIECHUS, 110 CTENICHH
yHU(DUKALNY, 110 TIPOUCXOXKICHHIO, TT0 BULY 0OpPMIICHHS, IO crtoco0y (pukcanuu HHPOpMaLuy,
[0 CTENEHH CIO0XKHOCTH, IO CTENEeHHM TIJACHOCTH, IO IOPUAMYECKOH cuie, MO CpoKaM
UCIIOJIHEHUS, 110 CPOKAM XPaHEHUs], 110 CTEIIEHN 00513aTeIbHOCTH.



4. CucreMa  OpraHuM3allMOHHO-TIPABOBOM  JOKyMEHTAaluu  (yCTaB  YUPEKICHUS,
MOJIOKEHUSA, ITAaTHOE paclucaHue, JOJKHOCTHbIE MHCTpyKiuu). Cucrema OpraHu3aludoHHO-
pactopsiANTENIbHON JIOKyMEHTauuu (yka3, MpUKa3, BBIIKMCKA W3 MpPHKa3a, PpaclopsiKeHHeE,
nocraHoBienue). Cucrema crnpaBOYHO-UH(DOPMANIMOHHOW TOKyMEHTAluu (TPOTOKON, akKT,
3asBJICHHUE, [OKJaJHas 3alucKa, MpeajoKeHUue, NPEICTaBICHUe, CIy)KeOHas 3ammcka,
oOBsicHuTeNnbHas). CxemMa MOATOTOBKH PACIIOPSIAUTEIBHBIX JTOKYMEHTOB. [lOpsSIoK cHSTHS H
BbIJIa4X KOIIUI C JOKYMEHTOB.

5. IonoxxeHus, mpaBuiia, MHCTPYKIHUK (TIpaBUiia BHYTPEHHETO TPYAOBOTO PACIOPSIKA,
WHCTPYKIIMU O TOPSIIKE OCYIIECTBICHUS KaKON-TUO0 JeSITENbHOCTH WU TOPSAKE TPUMEHEHUS
MOJIOKEHUN 3aKOHOJATENbHBIX M HMHBIX HOPMATHUBHBIX AaKTOB, IOJIOKEHHUS O CTPYKTYPHBIX
MOIpa3/IeNIeHUsIX, KOJUIEKTUBHBIN MoroBop U Ap.). Ilopsaok odopMiIeHHS W MOANUCAHUS ITHX
JIOKYMEHTOB /Il IPUMEHEHHUSI KaK CAMOCTOSITEIbHBIX ITPABOBBIX aKTOB.

6. IlonsTe u cTpyKTypa NepcoHaANbHBIX AaHHBIX. O0s3aTeabHbIe KaJpOBbIe JOKYMEHTHI
o0pa3oBaTeNbHOIl OpraHM3aluM, WX BUABI, COCTaB, HOPMAaTHUBHBIE TPeOOBaHUS K BEJIECHUIO
KaJIpoBOM JOKyMEHTalMH (MPUKa3bl U PACHOPSHKEHUS IO JUYHOMY COCTaBy, 3asiBICHUE,
TPYIOBOM JOTOBOp, JODKHOCTHAs MHCTPYKLUSA, TPYAOBas KHHMKKA, JIMYHAS KapTOudKa, JIUYHOE
neno). JIBwkeHwe W XpaHEHWE KaApOBOW JOKyMeHTanwu. JKypHalIbl W KHUTH Y4YeTa.
HcrionHeHne connanbHO-IIPABOBBIX 3aIPOCOB.

IIpakTnyeckoe 3ansiTue 2

dopMupoBaHuUe eI U OPraHU3auMsl XPaAHEHHUs JOKYMEHTOB. JKCIepPTH3a IeHHOCTH
AOKYMeHTOB. TexHu4ecKHne CpeacTBa, HCMOJIb3yeMble B 1eJIOMPOU3BOCTBE.
DJIEKTPOHHBINA TOKYMEHT0000POT

ILnan:

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

2. Jlena TOCTOSHHOTO M BpPEMEHHOIO CpOKAa XpaHEHHUs. OKCHepTHas KOMHUCCHS
yupexaeHus. Ilopsaok yHU4TOXKEHHsI JOKYMEHTOB.

3. HUcnons3zosanue IIK B nenonpousBoacrse. CpencrBa KOMUPOBAHUS U ONEPATHUBHOIO
pasmHoxenus. Ilpuem u 00paboTka JOKYMEHTOB, MOCTYIMAIOUIMX IO KaHAJaM 3JIEKTPOHHOM
noYThl ¥ (hakcUMUIIBbHOM cBsi3u. [IpaBuia Ge30macHo paboThl ¢ OPITEXHUKOM.

4. DneKTpoHHOE NOKyMEHTHpOBaHUE. [I0HATHE «3IEKTPOHHBIN TOKYMEHTY.

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

Bonpocul 0ns konnexkmuerno2o o6cysicoenus.

1. Ilonstne o «upene». Homenkmarypa pen. CocTaBieHHME HOMEHKIATYpbl i€l B
oOpa3oBatensHOM yupexaeHuu. ®opmuposanue nen. [IpusHaku 3aBeeHHs J1€J1: HOMUHAIBHBIMH,
IPEMETHO-BOIIPOCHBIH, aBTOPCKUH, KOPPECTIOHACHTCKUMN, TeoTrpapuuecKuil, XpOHOJIOTHUECKHUI.
Bunst apxuBoB. TpeGoBanust k apxuBaM. I[lopsgok mnepemayd JOKYMEHTOB Ha apXHWBHOE
xpanenue. CucreMaTH3alys JOKyMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIIPaBOYHBIM ammapaTrom
(ucTOopHUecKasi CIpaBKa, OMUCH e MOCTOSTHHOTO M BPEMEHHOTO XpPaHEHUs JOKYMEHTOB, KHUTH
ydeTa U IBUKEHUS Jel).

2. OcoOEHHOCTH XpaHEHHsI [N MOCTOSHHOTO, BpeMeHHOTo (cBbime 10 neT) u jen 1o
an4HoMy coctaBy. [lopsinok nepenaun nen B I'ocynapcrBeHHble apxuBbl. Co3qaHKue 3KCIEPTHON
KOMHCCUU yupexaeHus. IlpoBeneHue sKcrepTu3bl LEHHOCTH JOKyMeHTOB. OdopmieHue



MIPOTOKOJIOB 3aceJaHHil KOMHCCHM U aKTOB Ha yHHUYTOXXeHue nen. [Ipouenypa yHUUTOXKEHUS
JIOKYMEHTOB.

3. KoMmmbroTepHbIe CpeicTBa MOATOTOBKU JOKYMEHTOB. Mcmonbp3oBaHue MIabI0HOB IS
dbopMUpOBaHUS JIOKYMEHTOB Ha KoMIblotepe. Vcmonp3oBaHMe B KOMIBIOTEpE OJAHKOB
nokyMmeHTOB. Co3nanue OJIaHKOB JOKYMEHTOB B KOMIbIOTEpe. M3roToBleHHE, KOMMMPOBAHUE U
TUpaXUPOBaHHE JHOKyMeHTOB. CpencTtBa 00paOOTKU TOKYMEHTOB. JIOKYMEHTHI, TiepeaBacMbie
Mo KaHajaM CBs3M (Telerpamma, Telekc, (akcorpamma, TtenedoHorpamma). lloHsarue
«oprrexankay. OCHOBHBIC BUbI OPTaHU3AIMOHHON TexHUKU. [IpaBuia TeXHUKH 0€30MacHOCTH
paboThI C OPITEXHUKOH.

4. TlpeumyuiecTBa nepefadyu JOKyYMEHTa ¢ KOMIIbIOTEpPA Ha KOMIBIOTEp. YCTAaHOBKA Ha
KOMITbIOTEPE CIELHUANIHO BBIJICJICHHOM MAanKu AJisl MOCTYNAIoUX T0KYMeHTOB. [Ipenmyiectsa
anekTpoHHOM mouThl. Jloctym k Internet. Cuctema peructpauuu u KoHTpousisi. Co3maHue
AJICKTPOHHOM 0a3bl JaHHBIX. [Touck qOKyMeHTa.



