Hpunoxenne 1 k PII/{ le1onpon3BoacTBo U JOKYMEHT0000POT

B 00pa30BaTeJIbHOM YUpeKIeHUH

44.03.05 Ilexarornyeckoe odpasoBanue (¢ AByMsi HIPOPUIAMHU MOATOTOBKH)
Hanpagaennocts (mpoduin) - dusuyeckas KyabTypa. besomacHoCTh
KU3ZHENEATEIIBHOCTU

®opma 00yueHHsI — OUHAasA

I'on nadopa - 2020

METOJUYECKUE YKA3ZAHUS /151 OBYUAIOIUXCSI 10 OCBOEHUIO
JUCLUILIMHBI (MOLY.JIS)

1. | Kadenpa Ilenarornku

44.03.05 INeparornyeckoe obpazoBaHuE (C AByMS
2. | HampaByieHue MoArOTOBKH | IPOQHIISIMHU ITOATOTOBKH )

Hanpasnennoctb

dusnueckas KynpTypa. be3omnacHOCTh JKU3HEACATEIILHOCTH
(mpoduip)

€JIOIIPOU3BOACTBO 1 JOKYMEHTOOOOPOT B 00pa30BaTEIILHOM
4. | Jucumminna (MOYIIb) Henomp I JIOKYM p p

YUPEIKICHUU
5. | ®opma oOydeHus OYHas
6. | 'og Habopa 2020

1. MeToanueckue PECKOMEHIAUH

1.1. Meroauyeckue peKOMEHJAUWH [0 OPraHM3alMH PadoThl CTYAEHTOB BO
BpeMsl POBeIeHUs JIeKIIUOHHBIX 3aHATHI
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 JNUCIHUIUIMHBI, HAYYHbIE BBHIBOJBI U MPAKTHUYECKUE PEKOMEHIAIINHU, TTOJOKUTETHHBIN
OTBIT B OPATOPCKOM HCKYCCTBE.

KenaTenpbHO OCTaBUTH B pabOYMX KOHCIEKTaxX TMOJIA, Ha KOTOPBIX JeNaTh IOMETKH,
MOMYEPKHUBAIOIINE OCOOYI0 BaXXHOCTh TE€X WM HWHBIX TEOPETUYECKUX  IOJIOKCHUHU.
Pexomenmyercss akTUBHO 3a/1aBaTh MPEMOIABATENI0 YTOYHSIOIMINE BOMPOCH! C LENBI0 ySICHEHUS
TEOPETHUUECKUX MOJIO0KEHUM, pa3pelieHusl CHOPHBIX CUTYaIUH.

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

[Ipuctynas K W3y4EHHIO AUCUUIUIMHBI, HEOOXOJAMMO BHUMATEIBHO O3HAKOMHTHCS C
TEMAaTUYECKUM TUTAHOM 3aHSTHH, CIIUCKOM PEKOMEHJIOBAaHHOW nuTeparypbl. CiemayeT ysCHUTH
MOCIIE0OBATEIHHOCTh BBITIONIHEHUS WHIUBUAYaIbHBIX YUeOHBIX 3amaHuil. CaMmocTosTenbHas
paboTa CTyaeHTa MpernoiaraeT padoTy ¢ HAydYHOU U y4eOHOM JTUTEpaTypoid, YMEHHE CO3/aBaTh
TEKCThI. YPOBEHb U TTTyOWHA YCBOCHHSI JUCITUTUIMHBI 3aBUCSIT OT aKTUBHOM U CHCTEMaTHYECKON
paboThl Ha JIEKIUSAX, W3YUYECHUS PEKOMEHJIOBAaHHOW IUTEpaTyphl, BHIIOJHEHUS KOHTPOJBHBIX
MNUCbMEHHBIX 3aJaHUN.

CeMuHapckue 3aHATHS 3aBEpIIAIOT H3Y4YeHHE HauOojiee BaXXHBIX TeM y4eOHOMU
mucturuinabl. OHU CyXaT IS 3aKperuIeHHs M3y4eHHOTO Marepualia, pPa3BUTHS yYMEHUU U
HABBIKOB TOATOTOBKH JIOKJaJ0B, COOOILIEHUI, MPUOOPETEHUs OMNbITAa YCTHBIX ITYOJIUYHBIX




BBICTYIUIEHUH, BEACHUS TUCKYCCHM, apryMEHTAllMM W 3alllUThl BBIIBUTAEMBIX IOJOXKEHUH, a
TaKXe JJI1 KOHTPOJIA MPErnoAaBaTeeM CTENeHHM IOJArOTOBICHHOCTH CTYJEHTOB IO M3y4aeMoOu
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
MUCBbMEHHOTO M3JI0KEHUSI CBOMX MBbICIIEH IIPENOAABATENb B X0/1€ IPAKTUUECKOT0 3aHATUS MOKET
OCYILECTBIIATh TEKYIIUI KOHTPOJIb 3HaHUI B BUJIE TECTOBBIX 3a/1aHUI (KOHTPOJIBHOM paboThI).

B Xome moAaroTtoBkM K CEMMHAPCKUM (IIPAKTUYECKUM) 3aHATHSAM CIENYEeT H3Yy4UTh
OCHOBHYIO M JIONIOJIHUTENIBHYIO 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 CBsI3M U3yyaeMoOll TEOopuH C
peanbHOM  NPAaKTUKOH. MOXHO  JONOJHUTH CHUCOK PEKOMEHIOBAaHHOW  JIUTEPATyphbl
COBPEMEHHBIMU UCTOYHHUKAMU, HE MPEACTABICHHBIMU B CIIUCKE PEKOMEHIOBAHHOM JIUTEPATYPBHI.

1.3. Meroanyeckne peKOMeHIAIUM MO MOATOTOBKE MPe3eHTAHN

[lonrotoBKy mNpe3eHTAllMOHHOIO MaTepuana CleyeT HauhHaTh C HU3Y4YEHHUS
HOPMAaTHUBHOM M CHENUAIbHOM JIUTEpaTyphl, CTATUCTUYECKUX JIAHHBIX, CHUCTEMAaTHU3alUU
coOpanHoro wmatepuana. IIpe3eHTalMOHHBIH MaTepuan JODKEH OBITh JOCTaTOYHBIM ISt
PacKpBITUSI BLIOPAHHON TEMBI.

[ToaroroBka Mpe3eHTALMOHHOIO MaTepHualia BKIIOYAeT B ce0sl HE TOJIBKO MOJArOTOBKY
CITaliI0B, HO M OTPAOOTKY HABBIKOB OPATOPCTBA U YMEHUS OPTaHU30BaTh U IPOBOJIUTH TUCITYT.

Cozanue Mpe3eHTAllMOHHOTO MaTepuaia JaeT BO3MOXHOCTh IMOJIYYUTh HAaBBIKU U
YMEHHsI CaMOCTOSATEIHHOT0 000011IeHUsI MaTepuaa, BbIIeJICHHs TI1aBHOTO.

[Ipy noAroToBke MyNIbTUMEIUHHOTO MPE3EHTAIMOHHOTO MaTepHuajla Ba)XXHO CTpPOro
coOIOAaTh 3a/IaHHBIN PErJaMeHT BpEMEHHU.

HeoOxonuMo MOMHHUTB, YTO BBICTYIUIEHHE COCTOUT U3 TpPEX 4YacTeil: BCTYIUICHUS,
OCHOBHOI 4YacTu U 3akimoueHus. [Ipexne Bcero, cienyer Ha3BaThb TEMY CBOEH Mpe3eHTalLuH,
KpaTKO IEpPEeurCINTh paccMaTpUBaeMble BOMPOCHI, M30paB A 3TOTO JKUBYIO HHTEPECHYIO
bopMy U3I0XKEHUS.

Bonpmass 4acte cmaiiioB A0MKHA OBITH TOCBSINIEHA PACKPBITUIO TEMBI. 3ajada
BBICTYTAIOLIET0 COCTOMT HE TOJIBKO B TOM, YTO MPOAEMOHCTPUPOBATH COOCTBEHHbIE 3HAHMA,
HaBBIKM W YMEHHs IO paccMaTpuBaeMoil mpoOiieMaTMKe, HO M 3aMHTEpecOoBaTh CiylIaTelneH,
CHoCcOOCTBOBaTh (OPMHUPOBAHUIO Y JIPYIMX CTYIEHTOB CTPEMJIEHUS TIO3HAKOMHUTHCA C
HOPMAaTUBHBIMH U CHEIHMAIbHBIMA HCTOUHUKAMHU IO pacCMaTpUBaeMoii poOieMaTrKe.

AJTOpUTM CO3/IaHUS MTPE3CHTALIUN

1 aTan — onpezeneHue eau NPe3eHTauu

2 3Tan — noApoOHOE pacKphITHE HHPOPMALINH,

3 3T1ar - OCHOBHBIE TE3UCHI, BEIBOJBI.

Canenyet ucnonb3oBars 10-15 cnaiinos. IIpu sTom:

- IEPBBINA ClaiJ — TUTYNbHBIN. [IpenHazHadeH s pa3MelleHusl Ha3BaHUs MTPE3EHTALINH,
UMEHU JIOKJIAIYMKa U €T0 KOHTAKTHOW MH(OpMAITIH;

- Ha BTOPOM CcCllaiiile HEOOXOJAMMO pa3MECTUTh COJAEpKAHHE NPE3CHTALUU, a TaKKe
KpaTKO€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 JAKOHUYHBIX 3aroJOBKOB, MapKUPOBAHHBIX 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) ISl WIIIOCTPAIlMM BaXXHEWIIMX ()AaKTOB, YTO JACT BO3MOXKHOCTh NOJATh MaTephall
KOMIIAKTHO U HATJIATHO.

7. I'paduka 1omxKHA OPraHUYHO JONOJIHATH TEKCT.

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

14, Meroanuyeckne peKOMEHIAUH M0 YYACTHIO B TUCKYCCHU

Jluckyccus - 00CyKIeHHE CIIOPHOTO BOMPOCa, IPOOIEMBI.

BaxxHOl XapakTepuUCTUKOW IUCKYCCHH, OTIMYAIOUIE €€ OT JpPYyrux BHJIOB CIIOpa,
SBIISIETCS. APTyMEHTUPOBAHHOCTD.

Cwmpbicn nmuckyccnu (yueOHOM MCKYCCUM) COCTOUT B OOMEHE B3TJIAIaMU 1O KOHKPETHOU
npobiemMe. DTO aKTUBHBIM METOJ], TMO3BOJIAIOLIMI HayuyUThCs OTCTaMBaTh CBOE MHEHHE U
ClIymarth Jpyrux. JMcKyccusi pOKIAeT MbICHIb, AaKTUBU3MPYET MBIIIJIEHHE, a B Yy4eOHOH
JUCKYCCHM 00ecrieuynBaeTcs CO3HATENbHOE YCBOEHHE y4yeOHOro MaTepuallia 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
OCHOBATEJIbHON MpeaBapUTEIbHOW MOArOTOBKM oOywaromuxcs. HyXHbI He TOJIBKO XOpollne
3HaHus (0e3 HUX JUCKyccHst OecrpeiMeTHa), HO TaK)Ke HAIMYKE Y CTYIEHTOB YMEHUs BhIpakaTh
CBOM MBICIIM, YETKO (HOPMYyJIMPOBATh BONPOCHI, MPHUBOJUTH apryMEHThl WU T.1. YueOHbIE
JUCKYCCHM OOOTallaloT MPEICTaBICHHUS y4alluXxcs M0 TeMe, YIMOpSAOYMBAIOT U 3aKPEIUISIOT
3HAHUS.

1.5. MeToan4yeckue peKOMEHAAMH /151 BHINIOJHEHHS TECTOBOIO 3aJaHHUS

TecToBoe 3amaHue - CPEACTBO IIPOBEPKU YMEHUM IIPUMEHATH IOJYYECHHBIC 3HAHUSA IS
pelIeHus 3a/1a4 ONPEIEIICHHOrO THIIA 10 TEME WM pa3lieny.

Tect — 3agaHue, BBIIOIHAEMOE B TE€UEHHE 3aJaHHOI'O BPEMEHU (B YCIOBUAX ayIAUTOPHOMN
pabotel — ot 30 MHHYT 10 2 YacoB, OT OJHOTO JHS JO HECKOJbKHX HENeIh B cliydae
BHEAYJIMTOPHOTO 3a/1aHNUsA).

Kak mpaBuio, TectoBoe 3ajjaHue BKJIIOYaeT B ce0s MHOXECTBEHHBII BHIOOp OTBETa Ha
BOIIPOC.

J1j1s BEIIOSTHEHUS TecTa 00yJaromemMycs JaeTcst OT OJHON JJO HECKOJIBKUX MOMBITOK.

[Tpu moAroToBKe K TECTy HEOOXOAUMO TMOHATH JOTUKY U3JIOKEHHOTO MaTepuaia. IToMy
HEMaJIo CocoOCTBYET COCTABIIEHUE PA3BEPHYTOrO IJIaHa, TAOIUIL U CXEM.

[Tpu pemiennn Tecta HEOOXOIUMO:



- BHUMATEJIbHO HM3YYUTh CTPYKTYpPYy TECTa, OLEHUTh 00BEM BPEMEHH, BBIACIISEMOrO Ha
JaHHBIN TECT, YBUETh, KAKOI'O TUIIA 3aJaHUS B HEM COJECPKATCS;

- HAQUMHATh OTBEYATh HA T€ BOIIPOCHI, B IPABWJIBHOCTU PEIICHNUS KOTOPBIX HET COMHEHHI,
HE OCTaHaBJIMBAs’Ch HA TE€X, KOTOPbIE MOTYT BbI3BaTh 3aTPYJAHCHNUS;

- BHUMATEJIbHO YUTATh 3aJaHus 0 KOHILA, HE MBITAsACh HaYaThb OTBEYAThb, OPUECHTUPYSICH
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. MeToauyeckue peKOMeHalMu J1JIsl MOATOTOBKH OTBETA Ha 3a4eTe

YcnoBus, 00eCnieunBarOIINE MEAArOTHICCKYI0 3P PEKTUBHOCTD OIICHOYHOU MTPOIIETYPHI:

- CTENEeHb OXBaTa pa3esioB Y4eOHOU MporpaMMbl M MOHMMAaHHME B3aMMOCBS3EH MEXKIy
HUMHU,

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

- IMana3oH 3HaHH PEKOMEHI0BaHHOM TUTEPaTypHI;

- JIOTHYECKU KOPPEKTHOE, HEPOTUBOPEUHUBOE, MTOCIIECIOBATEILHOE U apTyMEHTUPOBAHHOE
MOCTPOEHHE OTBETA Ha 3a4eTe;

- YPOBEHb CAMOCTOSTEIBHOTO MBIIIEHUS C 3JIEMEHTaMH TBOPYECKOTO TMOAX0/a K
U3JIOKEHUIO MaTepurala.

2. Ili1aHbl NPAKTHYECKUX 3aHATHI
IIpakTnyeckoe 3ansTue 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. PexBU3HTHI MOKYMEHTOB. Peructpanust m mHAekcanusi HoKymMeHToB. CTpykTypa 06a3
JMaHHBIX JOKyMeHToB. IIpueM, o00paboTka W pacrnpeneieHHe MOCTYMAIOMIMX JOKYMEHTOB.
Opranuzanus 00paboTKU U Miepeaaun OTIPaBISIEMbIX TOKYMEHTOB

3. Ilopsimok TpPOXOKJAEHHUS BHYTPEHHUX JOKyMeHTOB. OpraHu3anus KOHTPOJS 3a
UCIIOJTHEHUEM JOKyMeHTOB. PabGora ucnonnureneil ¢ gokymeHtamu. OpraHuzanus MOWCKOBOM
CUCTEMBI 10 JOKYMEHTaM

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 IENM M 3aJa4yd JIEJIONPOM3BOJICTBA.
Heo0xoauMoCTh OpraHu3aliiy JICJI0MPOU3BOICTBA B YUPEKICHUHU. SHAUCHUE JICTIONPOU3BOJICTBA
B JIeATENbHOCTH  oOpa3oBareibHOM  opranm3anuu. Cekperapb,  JCIONPOU3BOIAUTEND,
JIOKYMCHTOBE/I, KaHIICIISAPUSL.

2. Ucrtopuyeckue ortambl pa3BUTHS Jenonpou3BojctBa B Poccun. CoBpemeHHOE
rOCyJapCTBEHHOE PETyJIMPOBAHHUE JCIONPOU3BOICTBA.



3. CucteMsbl AETONPOU3BOICTBA: IEHTPAIIM30BAHHAA, JICIICHTPAIN30BaHHAs!, CMEIIIaHHAs.
Crpyktypa u 00BEM 10KyMEeHT0000poTa. OCHOBHBIE NPHUHLMIIBI OpraHU3alUu pPaboOThl C
JOKYMEHTOTIOTOKAMH.

4. Ilonatue pekBuU3UTa JOKyMeHTa. Buasl pekBusuroB. IlpaBmwia odopmienus
PEKBU3UTOB JOKYMEHTOB. bmank nokymeHta. Buapl OnankoB. TpeGoBanuss Kk OjaHkKam
JIOKYMEHTOB. BuJibl 1 pOpMBI perucTpanuu JOKyMEHTOB. SI3bIK U CTUIIb CITy)KeOHBIX 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,
COIJIAaCOBaHMWE, TOAMMUCaHUE (YTBEpXKICHHE), THpakupoBaHue. CrnocoObl ¥ METOIbI OTHPABKU
UCXOAAUIMX JOKyMeHTOB. OOIas XapaKTepHCTUKa CIlly>keOHOM mnepenucku. PasHoBuaHOCTH
CITY’)KCOHBIX ITHCEM.

7. BHyTpeHHUE JOKyMEHTHI 00pazoBaTenbHON opranuzanuu. Ilogroroska, opopmieHue,
peructpanus. [lpaBunma MOCTaHOBKM JTOKyMEHTOB Ha KOHTPOIb. [lOpSIOK CHSTHSL JOKYMEHTOB C
KOHTpo/s. OTyeT 1O KCHOJMHEHUIO KOHTPOJIBHBIX JIOKyMEHTOB. OrlepaTHBHOE HCIIOJIHEHHE
JOKYMEHTOB COTPYJHHKAaMH B COOTBETCTBUM C WX JOJDKHOCTHBIMH OOSI3aHHOCTSMHU U
pesomtonelt  pykoBoguTenas.  OTBETCTBEHHOCTh 32 HecoOJtofeHHe  TpeOOBaHMM
UCTIOJIHUTENIBCKOM  JUCHMIUIMHBL, 32  HEMPaBWIBHOE  HCIIOJNB30BaHUE  JCHCTBYIOIIUX
HOPMAaTHUBHBIX IOKYyMEHTOB B IIOJrOTOBKE, O()OPMIICHUU U UCIIOJIHEHUH JOKYMEHTOB B CPOK.

8. Opranmzaimsi 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(UICHIMANIbHbIE JOKYMEHThI. PermameHramnus cocraBa
KOH(UICHIIMATHHBIX CBEICHUA H JOKyMEHTOB. [lopsnok paboTel ¢ KOH(WACHIHMATHHBIMH
JOKyMeHTaMu 1 Matepuanamu. KonpuaeHnuuansHas nuHGopMaius U CBEACHUS B JEATEIbHOCTU
00pa3oBaTeIbHOI OpraHu3allny.

IpakTnyeckoe 3ansTue 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. HopMaTuBHO-3aKOHOJATENbHbIE W HOPMAaTUBHO-METOAMYECKHE JOKYMEHTHI IO
JeJI0NpOn3BOACTBY. HOpMaTHBHO-3aKOHOIATENIbHBIE 1 HOPMAaTUBHO-METOINYECKUE JOKYMEHTBI
110 apXUBHOMY JIEITY.

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

3. JlokanbHbIe HOpMaTHBHBIE akThl. CocTaB ¥ paboTa ¢ KaJpoBOi TOKYMEHTAIIAEH.

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

Bonpocul 0nsa konnekmueno2o o6cyscoeHus:

1. 3akoHomarenbHble akThl Poccuiickoit @eneparmmuun u  MypmaHckoi  oOnacTy,
perIaMeHTUPYIOIIKE JEJIONPOU3BOJACTBO U apXMBHOE Aeno. ['ocymaapcTBEHHBbIE CTaHAAPTHI U
yHUpUKaus B 00JacTy AeTONPON3BOACTBA U APXUBHOTO JIejIa.

2. UHcTpyKuus 1O  JETONpPOU3BOACTBY MuHHMCTEpcTBa 00pa3oBaHUS UM HAYKU
Poccuiickoit ®deneparuu. MeTonuueckne pPEeKOMEHIAMHM TO pa3pabOTKE HOMEHKIATYpPhl



MHCTPYKIIMU TIO JIEJIONPOM3BOJCTBY B 00pa30BaTENbHOM YUPEXKICHHH. THIIOBBIC INEPEYHHU C
yKa3zaHHEM CPOKOB XpaHEHHs JTOKYMEHTOB. [IpaBuiia paboTsl apXMBOB OpraHU3aIN.

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. Cucrtema  OpraHM3allMOHHO-TIPABOBOM  JOKYMEHTAllMu  (ycTaB  YYpEKICHUS,
MOJIOKEHUS, INTAaTHOE pacluCaHue, JOJDKHOCTHbIE MHCTpyKuuu). Cucrema OpraHM3alMOHHO-
pacropsaUTeNbHON JOKyMeHTauuu (ykas, MpHKa3, BBIIUCKA W3 TPHUKA3a, pacHopsDKEHHeE,
noctanopnenue). Cucrema CIpaBOYHO-MH()OPMAMOHHON JTOKYMEHTauuu (IPOTOKOJ, akKT,
3asBJICHHE, JIOKJIAJHAas 3alHCKa, MpeUIOKEHHe, TPEICTAaBICHUE, CIIy)KeOHas —3almncka,
oObscHHUTeNbHast). CxeMa IMOJIrOTOBKM PACHOPSIUTENBHBIX IOKYMEHTOB. [lopsiok CHATHS U
BBIJIa4YM KOMHUH C TOKYMEHTOB.

5. Ilonoxxenusi, mpaBwiIa, UHCTPYKIMU (IIPaBUJIa BHYTPEHHETO TPYAOBOTO PacIopsIKa,
MHCTPYKIIMU O TIOPSAJKE OCYIECTBICHUS KAKOW-IMOO NESTEIbHOCTH WU TOPSIKE MPUMEHEHHS
HOJIO)KEHHH 3aKOHOJATENbHBIX W HMHBIX HOPMATUBHBIX aKTOB, IOJIOXKEHHUS O CTPYKTYPHBIX
HOJpa3ieeHusIX, KOJUIEKTUBHBIA 10roBOp U 1p.). [lopsmok opopMiieHUss M NOANMUCAHUS THX
JOKYMEHTOB Ul IPUMEHEHHS KaK CAMOCTOSTENLHBIX IIPABOBBIX aKTOB.

6. IlonsTue M CTPYKTypa MepCOHANBHBIX AaHHBIX. O0s3aTeNbHBIC KaAPOBbIE TOKYMEHTHI
00pa3oBaTeNIbHON OpraHM3allii, WX BHIBI, COCTaB, HOPMAaTHBHBIE TPEOOBAaHUS K BEACHUIO
KaJpOBOH JOKYMEHTAlMHu (TPUKa3bl M PACIOPSHKCHHUS M0 JMYHOMY COCTaBy, 3asBICHHE,
TPYAOBOW JOTOBOP, JODKHOCTHAsI WHCTPYKIMS, TPYAOBas KHIDKKA, JIMYHAS KapTOYKa, JTMYHOE
neno). JIBWKeHWEe ¥ XpaHEHHWE KaapoBOW JOKyMeHTauuu. JKypHaisl W KHHTH ydYera.
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. DopmupoBaHue u
oopmiieHue aen. Opranuzainys olnepaTUBHOTO XpaHEHHUs TOKyMeHTOB. dopMupoBaHue apxuBa
B 00pa30BaTeIbHOM YUPEKIACHHUH.

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].

Bonpocvl onsa xonnexkmuenozo obcysrcoenust.

1. lonsatue o «guene». Homenknatypa paen. CocraBieHHe HOMEHKIATYpbl JClI B
oOpa3zoBatenbHOM yupexaeHuu. DopmupoBanue nen. [Ipu3Haku 3aBeieHUs Aes: HOMUHAIbHBIM,
MIPEAMETHO-BOIIPOCHBIN, aBTOPCKHI, KOPPECTIOHICHTCKHH, TeorpapuIecKuid, XpOHOJIOTUUECKHMA.



Buner apxuBoB. TpeGoBanust k apxuBaMm. [lopsiok mepemaum JOKYMEHTOB Ha apXWBHOE
xpanenue. Cucremaru3aiys JOKYMEHTOB B apxuBe. PaboTa ¢ HaydyHO-CIIPABOYHBIM amapaToM
(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. KoMmmbroTepHbie cpencTBa MOArOTOBKH JOKYMEHTOB. Mcmonp3oBanue M1abiIoOHOB IS
dbopMUpOBaHUS JIOKYMEHTOB Ha KoMIbloTepe. lcmonp3oBaHue B KOMIBIOTEpe OJIaHKOB
nokyMmeHToB. Co3aHue OJIaHKOB JOKYMEHTOB B KOMIbIOTepe. M3roToBieHne, KOMUPOBaHUE U
TUpaXUpOBaHUE JOKyMeHTOB. CpencTtBa 00pabOTKH 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
snexkTpoHHOM mouthl. JlocTtynm k Internet. Cuctema peructpauuu u KoHtpouss. Co3gaHue
ANEKTpOHHOU 0a3bl MaHHbIX. [TouCK JOKyMeEHTa.



