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1. MeToanyeckue peKoMeHIauH

1.1. Meroauueckue peKOMEHIANMHU [0 OPraHU3AUUN PA0OTHI CTYIEHTOB BO
BpeMsi POBeleHUs JEeKIUOHHBIX M MPAKTHYECKUX 3aHATHI

[Ipuctynas K M3y4yeHUIO JMCLUMIUIMHBI, CTYAEHTY HEOOXOJMMO BHHMATEJIbHO
O3HAKOMUTBCSI C TEMAaTHYECKUM IIJJAHOM 3aHATHUN, CIMCKOM PEKOMEHJIOBAaHHOW JIMTEpaTypBHI.
Cnenyer ysSICHUTH IOCJIEIOBATEIbHOCTD BBIOJIHEHUS WHIUBUAYAIbHBIX Y4YEOHBIX 3a/laHUU.
CamocrostenbHas paOoTa CTyJOeHTa IpejanojaraeT paboTy ¢ HaydHOH, Yy4yeOHOH u
METOJMYECKONW JMTEepaTypol, yMEHHE CO3/1aBaThb TEKCThl. YPOBEHb M TIyOMHA YCBOCHHS
JUCLUIUIMHBL 3aBUCAT OT AaKTMBHOM M CHUCTEMaTHUeCKOW paboThl Ha JEKUUSAX, H3Y4YEeHUs
PEKOMEH/I0BaHHOM JINTEPATYPHI, BHIIIOJIHEHUSI CAMOCTOSITENIbHBIX U KOHTPOJBHBIX MUChMEHHBIX
3a1aHUM.

[Ipu u3yyeHUH TUCHUIUIMHBI CTYI€HTHI BHIIOJIHSAIOT CIEIYIOIINE 3aJaHus:

- M3Y4aloT PEKOMEH/IOBaHHYI HAay4YHO-TIPAKTHUYECKYI0, YUEOHYI0 M METOIUYECKYIO
JUTEPaTypy;

- BBIMOJIHAIOT 33J]aHus, IPETYCMOTPEHHBIE [Tl CAMOCTOATENBbHOM padoThI.

OCHOBHBIMU BUJIaMH ayJJUTOPHON pabOThI CTYIEHTOB SIBJSIOTCS JIEKIIUU U MPaKTUYECKHE
(ceMUHApCKUE) 3aHATHUS.

B xone nexuuii mpemnojaBaTeNlb U3JIaraeT U pazbsACHSAET OCHOBHbIE, HAUOOJIEE CIOXKHbBIE
MOHATHUS TEMBI, a TAK)Ke CBS3aHHBIE C HEH TEOPETHUECKHE M NPAKTHUECKUE MPOOJIEMBI, AaeT
PEKOMEHIalluu JUIsl IPaKTUYECKOTO (CEMHMHAPCKOT0) 3aHATUS U YKa3aHUs JJI CaMOCTOSATEIbHON
paboTHI.

CeMuHapckue 3aHATHS 3aBEpLIAIOT H3Y4YeHHE Haubojiee BaXXKHBIX TeM yueOHOMU
quciumuinHel. OHM CayXaT 7S 3aKpeIUIeHMs] MU3YyYEeHHOrOo MaTepuaia, Pa3BUTHUS yYMEHUH U
HABBIKOB TOATOTOBKHM JIOKJA/J0B, COOOLIEHUH, MPUOOPETEHHs OMbITa YCTHBIX MYOJIUYHBIX
BBICTYIUIEHUH, BEACHUS TUCKYCCHM, apryMEHTAllMM W 3alllUThl BBIJIBUTAEMBIX IOJOXKEHUH, a
TaK)Ke NIl KOHTPOJISl MPENoaBaTesieM CTENEeHU MOJTOTOBICHHOCTH CTYJEHTOB MO M3y4aeMoi
JUCLIUILINHE.




CeMuHap mpeanonaraeT cBOOOIHBIM OOMEH MHEHUsMU O u3OpaHHOW Temaruke. OH
HAUMHAETCS CO BCTYNHUTENILHOTO CJIOBa MpenojaBaress, (GOpMYyNIHPYIOIIEro Leib 3aHATHS U
XapaKTePU3YIOIIETO €r0 OCHOBHYIO MpoOJIeMaTHKy. 3aTeM, KaK MPaBHIIO, 3aCITyIIHBAIOTCS
cool1eHus ctyieHToB. O0CyXk/IeHne COOOIIEHHSI COBMEIIAETCS] C PACCMOTPEHUEM HaMEUEHHBIX
BonpocoB. CoOOIICHUs, MPEANONaralone aHaIM3 MTyOIHKAIMil MO OTICIBHBIM BOIPOCaM
CeMHHapa, 3aciylIuBalOTCI OOBIYHO B cepeauHe 3aHsATus. [loompsiercs BBIIBUKEHHE U
o0CyXJIeHUE allbTePHATHBHBIX MHCHHN. B 3aKIIOYMTENTHHOM CIIOBE MPENOJaBaTeNb MOIBOIUT
UTOTU OOCYXJEHUS W OOBSABISET OIEHKH BBICTYMABUIMM CTyJIEHTaM. B 1ensx KOHTpOJs
MOJITOTOBJICHHOCTH CTYACHTOB WM TPUBUTHS UM HABBIKOB KPaTKOTO MHUCHMEHHOTO HW3JI0KEHUS
CBOMX MBICJICH MperoaBareib B X0/€ CEMHUHAPCKUX 3aHSITHA MOXET OCYIIECTBISATH TEKYIIHIA
KOHTPOJIb 3HAHUW B BUJI€ TECTOBBIX 3aJaHUM.

[Ipy nNOAroToBKE K CEMHUHAPY CTYIEHTHl HMMEIOT BO3MOXKHOCTH BOCIIOJIb30BAThCA
KOHCYJIbTAIMSIMU TpenoaBaTeliss. KpoMe yka3aHHBIX TeM CTYJEHTBI BIIPaBE, IO COTJIACOBAHHIO
C mpernoiaBaresneM, n30uparb U Jpyrue HHTEPECyroIIue uX TEMBI.

2. IlnaHbl NpaKTHYECKUX 3aHATHIA

IIpakTuyeckoe 3ausitue 1

HopMmaTtuBHo-3akoHoAaTe/IbHAsA 0a3a. OCHOBHBbIE BU/IbI IOKYMEHTOB U CHCTEMbI
aokymeHTanuu. Oco0eHHOCTH NMOATOTOBKH M 0opMJIeHH S OT/IeJIbHbIX BU0B JOKYMEHTOB

ILnan:

1. HopMaTuBHO-3aKOHOJATENbHbIE W HOPMAaTUBHO-METOAMYECKHE JOKYMEHTBHI IO
JeJI0npon3BOACTBY. HOpMaTHBHO-3aKOHOIATENIBHBIE 1 HOPMATUBHO-METOIUYECKUE JTOKYMEHTBI
110 apXUBHOMY JIEILY.

2. Knaccudukanus nokymentoB. IOpuandeckas cuina nokymenTa. HazHadeHnue u coctaB
OpraHM3al[MOHHO-TIPAaBOBOM  JOKyMeHTauuu. Ha3HaueHme u cocTaB  OpraHu3allMOHHO-
pacnopsAuTeNnbHOM JoKyMeHTaluu. HasHaueHwe W cocTaB CrpaBOYHO-MHGOPMAIMOHHOMN
JIOKYMEHTaI1H.

3. JlokanbHbIe HOpMaTHUBHEIE akThl. CocTaB 1 paboTa ¢ KaJpoBOil TOKYMEHTAIIUEH.

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

Bonpocwl ons xonnexkmuenozo o6cysrcoenust.

1. 3akoHonarenbHble akThl Poccuiickoit ®enepaunn u MypmaHckoi  obGnacty,
perJaMeHTHPYIOIIME JeJIONPOU3BOJICTBO M apXMBHOE Jeso. ['ocyaapcTBEHHBIE CTaHAAPTHI U
yHUUKaus B 00JacTy JeTONPON3BOACTBA U APXUBHOTO JIejIa.

2. UHCTpYyKIIMST TIO  JIEJONPOM3BOJICTBY MMUHHCTEpCTBAa 00pa3oBaHWUS W HAYKH
Poccuiickoit ®enepanun. Meronnyeckue peKOMEHIAMM IO pa3pabOTKe HOMEHKIATYpbl U
MHCTPYKIMHU TIO JEJIONPOU3BOJCTBY B 00pa30BAaTENIbHOM YUPEKICHHH. TUIOBBIE MEPEYHH C
yKa3aHHEM CPOKOB XpaHeHUs JoKyMeHTOB. [IpaBuiia paboThl apXMBOB OpraHU3aIlHii.

3. Knaccudpukamuss TOKyMEHTOB, €€ OCHOBHBIE TpH3HakH. Kiaccupukamus 10
HAaUMEHOBAHMIO: TIPUKAa3bl, PACIOPSIKEHUS, IUIAHBI M OTYETHI, aKThl, MPOTOKOJBI, JAOTOBOPHI,
yCTaBbl, THCTPYKIUH, I0BEPEHHOCTH U T.A. Kiaccudukanus mo Mecty cocTaBiI€HHUs], 10 CTETIEHU
YHU(PHUKALUH, 10 TPOUCXOXKICHHUIO, 110 BUAY 0hopMIIeHHUS, 1O crioco0y pukcaruy HHPOopMaIH,
[0 CTENEHW CJOKHOCTH, IO CTENEHM IJIACHOCTH, MO IOPUAMYECKOM cuie, MO CpoKam
UCIIOJIHEHUS, 110 CPOKAM XPaHEHHUsI, 110 CTENIeHN 00513aTeIbHOCTH.



4. Cucrema  OpPraHM3alllOHHO-TIPAaBOBOM  JOKyMeHTanmuu  (yCTaB  YUpPEXACHHUS,
MOJIOKEHUSI, IITAaTHOE paclHCaHue, JOJDKHOCTHBIE MHCTpyKimu). CHcTeMa OpraHu3alMoOHHO-
pacmlopsiIuTeIbHOW JOKyMeHTanuu (yka3, TIpUKa3, BBIMHCKA W3 TMPHKA3a, paclopsiKeHUe,
nocranoBienue). Cucrema crnpaBOYHO-UH(DOPMAIMOHHOW TOKYMEHTAUU (MPOTOKON, akKT,
3asBJICHHE, JOKJIaJHas 3alucKa, NPEJIOKEHUE, NPEICTaBICHUe, CIy)KeOHas 3aIlucKa,
oOBsicHuTeNnbHas). CxeMa TOJITOTOBKU PACIIOPSIUTEIBHBIX JOKYMEHTOB. [lOpSIOK CHSTHSI |
BBIJIa4X KOMUM C JOKYMEHTOB.

5. Ionoxxenus, npaBwuiia, HHCTPYKIUK (TIpaBUiia BHYTPEHHETO TPYAOBOTO PACIOPSIKA,
WHCTPYKIIMU O MOPSIIKE OCYIIECTBICHUS KAKOU-TNOO0 NEATEILHOCTH WU TOPSIKE TPUMEHEHUS
MOJIO)KEHUH 3aKOHOJATEIbHBIX M HMHBIX HOPMATHUBHBIX AaKTOB, TOJIOKEHHUS O CTPYKTYPHBIX
MOJIpa3/IeIICHUSX, KOJUIEKTUBHBIN TOroBOp U Ap.). Ilopsaok odopMiIeHHS W MOANMUCAHUS ITHX
JIOKYMEHTOB JIJIsl IPUMEHEHHS KaK CaMOCTOSTEIbHBIX MPABOBBIX aKTOB.

6. [lonsTHe u cTpyKTypa NepCcOHANbHBIX AaHHBIX. O0sA3aTeNbHbIe KaJpOBbIe JOKYMEHTHI
o0pa3oBaTeNnbHOIl OpraHM3aluu, WX BUJABI, COCTaB, HOPMATHBHbIE TPEOOBAHHS K BEICHHUIO
KaJIpoBOM JOKyMEHTaluu (MPUKa3bl U PACHOPSHKEHUS IO JUYHOMY COCTaBy, 3asBIICHUE,
TPYIOBON JOTOBOP, AOKHOCTHASI MHCTPYKLUS, TPYIOBash KHUXKKA, TUYHAsA KapTOyka, JIMYHOE
neno). JIpwkeHWe M XpaHEeHWE KaJIpoBOW JOKyMmeHTauuu. JKypHaiabl M KHHIH Y4dera.
Hcnonmuenue conuanbHO-TIPABOBBIX 3alIPOCOB.

IpakTnyeckoe 3ansiTue 2

@®opMHUpoOBaHMe €)1 M OPraHHU3AUMs XPAHEHHS TIOKYMEHTOB. JKCIIEPTH3a HEHHOCTH
AOKYyMeHTOB. TexHu4eckue cpeacTBa, MCMOJIb3yeMble B 1eJ10IPOU3BOACTBE.
DJIeKTPOHHBIN JOKYMEHT0000pPOT

ILnan:

1. IlpaBmwiia cocTaBle€HUS HOMEHKJIATYyphl e yupexzaeHus. DopMupoBaHue WU
odopmiuenue nen. Opranuzaiys onepaTuBHOIO XpaHEeHUs T0KyMeHTOB. PopMHpOBaHUE apXUBa
B 00pa30BaTEIbHOM YUPEXKICHHUH.

2. Jlena TOCTOSIHHOTO M BPEMEHHOIO CpOKAa XpaHEHHs. OKCIepTHas KOMMCCHUS
yupexeHus. [lopsaok yHUUTOXKEHNS JOKYMEHTOB.

3. UcnonbzoBanue 1K B genompousBozactee. CpencTBa KOMUPOBAHUS U ONEPATHBHOTO
pasmHOxeHus. [Ipuem n 00paboOTKa JOKYMEHTOB, MOCTYHAIOUIMX [0 KaHaJlaM 3JIEKTPOHHOMN
nouThl U (pakcUMUIIbHOM cBsA3H. [IpaBuiia 6e30macHoll paboThl C OPITEXHUKOM.

4. DIeKTpOHHOE TOKyMeHTHpoBaHUe. [IoHATHE «3TIEKTPOHHBIN TOKYMEHT».

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

Bonpocwt 0ns konnekmuenozo 06CysiHcoerust.

1. [lonsatue o «guene». Homenkmatypa pen. CocraBieHHe HOMEHKIATYpHl JCN B
oOpa3zoBaTenbHOM yupexaeHun. opmupoBanue fen. [Ipu3Haku 3aBeieHuUs Ael: HOMUHAIbHBIMH,
IIPEeIMETHO-BOIIPOCHBIN, aBTOPCKUIl, KOPPECTTOHAEHTCKUH, reorpaduyeckuii, XpOHOJIOTHUECKHA.
Buner apxuBoB. TpeOoBanusi k apxuBam. [lopsnox mnepegauum TOKYMEHTOB Ha apXHUBHOE
xpaHenue. Cuctemarusaliys JOKyMEHTOB B apxuBe. PaboTa ¢ Hay4yHO-CIIPaBOYHBIM ammnapaToM
(ucropuueckas cripaBKa, OMUCHU JIe] MOCTOSSHHOTO U BPEMEHHOT0 XpaHEHUs I0OKYMEHTOB, KHUTH
ydeTa U JBWKEHUS JIeT).

2. Oco0eHHOCTH XpaHEHUs JeNl MOCTOSHHOro, BpeMeHHOro (cBeimie 10 JieT) u Jien 1mo
nuyHOMY cocTaBy. [lopsinok nepenaun nen B ['ocynapctBeHHble apxuBbl. CO3aHNE SKCIIEPTHON
KOMHUCCHHM yupexjaeHus. [IpoBeneHue sKkcmepTu3bl LEHHOCTH AOKYMEHTOB. OdopmieHue



MIPOTOKOJIOB 3aceaHMii KOMHCCHU W aKTOB Ha yHMUTOKeHue fen. [lpoueaypa yHUUTOXKEHHS
JIOKYMEHTOB.

3. KommbroTepHble cpeicTBa MOArOTOBKH JTIOKYMEHTOB. Vcronbp30BaHue IMIa0IOHOB IS
dopmupoBaHUs JOKYMEHTOB Ha KOMIbIOTepe. lcmonp3oBaHue B KOMIBbIOTEpE OJaHKOB
nokyMeHToB. Co3aanue OJIaHKOB JOKYMEHTOB B KOMITbIoTepe. V3roTroBiieHHE, KOMMPOBAaHUE U
TUPaXHPOBaHUE NOKYMEHTOB. CpencTBa 00pabOTKH JOKYMEHTOB. JIOKyMEHTHI, IiepeaBaeMbie
0 KaHajaMm CBs3u (Tejerpamma, Tenekc, ¢akcorpamma, TtenedoHorpamma). [lonsrue
«oprrexHukay». OCHOBHBIE BHJIbI OPTaHU3aLMOHHON TeXHUKHU. [IpaBuiia TeXHUKH 0€30MacCHOCTH
pabOThI C OPTTEXHUKOM.

4. TlpeumyuiecTBa nepeaayn AJOKyMEHTa ¢ KOMIBIOTEPA Ha KOMIBIOTEP. YCTaHOBKAa Ha
KOMIIBIOTEPE CHEIUAIBHO BBIIECICHHON ANk JUIsl HOCTYNAOIIMUX JOKyMEeHTOB. [Ipenmyiiectsa
anekTpoHHOM mouThl. Jloctynm k Internet. Cucrtema peructpauuu u KoHTposisi. Cosmanue
AEKTpOHHOU 0a3bl naHHbIX. [ToucK AOKyMeHTa.



