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1. MeToanyeckue peKoOMeHIaHu

1.1. MeToauueckue PE€KOMEHIAIUHA IO OPraHnu3alnuu paﬁoTI)I CTYAECHTOB BO
BpEMH NMPOBEACHUSA JCKIIMOHHBIX U MPAKTUYCCKHUX 3aHATHH

IIpuctynas K HW3YyY4EHUIO JUCHMIUIMHBI, CTYAEHTY HEOOXOJMMO BHHMATEJIBHO
O3HAKOMUTHCSI C TEMAaTHUYECKUM IIJIAHOM 3aHATHUH, CIIUCKOM DPEKOMEHIIOBAHHOW JHTEPATYypHI.
Crnenyer ysCHUTh IOCIEIOBAaTEILHOCTh BBINOJHEHHUS WHIUBHYalIbHBIX YUEOHBIX 3aJaHUM.
CamocrosrenbHass paboTa CTyIAeHTa MmOpeamnojaraer padboTy ¢ HaydyHOW, YydeOHOM U
METOAMYECKON JINTepaTypoi, yMEHUE cO37aBaTh TEKCThl. YPOBEHb U IJIyOWHA YCBOEHUS
JTVCIATUTMHBL  3aBUCSAT OT AaKTHBHOM W CHUCTEMAaTHUYECKOW pabOThl Ha JIEKIUSAX, H3YYCHUS
PEKOMEH/I0BaHHOM JINTEPaTypPbl, BHIIIOJIHEHUSI CAMOCTOSATENBHBIX M KOHTPOJIBHBIX MUCbMEHHBIX
3a/1aHUM.

[Tpu n3yyeHUH JUCHUIUIMHBI CTYACHTHI BBIMOIHAIOT CIEAYIOIINE 3adaHNUs:

- M3YYal0T PEKOMEH/JIOBAaHHYIO HAYYHO-TIPAKTHUYECKYI0, YUEOHYI0 M METOIUYECKYIO
JUTEPATYPY;

- BBITIOJIHAIOT 33J[aHUs, TIPETYCMOTPEHHBIE TSI CAMOCTOSATEIBHON paboTHI.

OCHOBHBIMHU BUIaMU ayJUTOPHOM pabOTHI CTYI€HTOB ABISIOTCS JIEKLUU U MPAKTHYECKHE
(cemMuHapCKUE) 3aHATHS.

B xone nexuuit npenojaBarenb M3J1araeT U pazbsACHIET OCHOBHBbIE, HAUOOJEE CIOXKHbIE
MIOHATHUS TEMBI, a TAaK)Ke CBS3aHHBIE C HEH TEOPETUYECKHE M TPAKTHUECKUE TPOOIIEMBI, TaeT
PEKOMEHIAUH JJIsl IPAKTUYECKOTO (CEMUHAPCKOT0) 3aHATUS U yKa3aHMsl JJIsl CAMOCTOSATEIbHOM
paboTHI.

CemuHapcKue 3aHATHA 3aBEpIIAIOT HU3yyeHHE Haubosiee BAXHBIX TeM Y4eOHOH
mucnuruMHEL. OHU CIyXar Ui 3aKperuieHHs M3YyYeHHOTO MaTephalia, Pa3BUTHS yMEHHH WU
HaBBIKOB IOATOTOBKM JIOKJIAJOB, COOOIIEHUH, NPUOOPETEHUs ONbITa YCTHBIX ITyOJIHMYHBIX
BBICTYIIJICHUH, BEJCHHS IWCKYCCHH, apTyMEHTAIlMM W 3allUThl BBIABUTACMBIX TOJOXKECHUH, a
TaKXe JJI1 KOHTPOJIS MPEroaaBaTesieM CTENeHHM MOATOTOBIEHHOCTH CTYIEHTOB IO M3ydaeMoi
JVICIIATUTHHE.

Cemunap mpenrnosaraeT cBoOOAHBIM OOMEH MHEHUSMH MO u30paHHOW TemaTuke. OH
HAUMHAETCS CO BCTYMUTEIFHOTO CJIOBA TIpernojaBarens, (HOpMYyTHPYIOIIEro IeNb 3aHATHS U




XapaKTepU3YIOMIETO €ro OCHOBHYIO MpoOJIeMaTHKy. 3aTeM, KaK MPaBHIIO, 3aCITyIIHBAIOTCS
coo0rmeHus ctyaeHToB. OOCYXKIeHUE COOOIIECHHSI COBMEIIIAETCSI C PACCMOTPEHUEM HaMEYCHHBIX
BonpocoB. CoOOIICHHs, TMPEANoiaraie aHaIu3 MyOIuKauid Mo OTIEIbHBIM BOIIPOCAM
CEMHHapa, 3aCIyIIMBAIOTCS OOBIYHO B cepeAauHe 3aHsATHA. lloompseTcs BBIIBHKCHHE U
00CyX/IeHHE alIbTEPHATUBHBIX MHEHHH. B 3aKIr0YMTENHHOM CIIOBE MpENnoaaBaTesib MOJBOIUT
UTOTH OOCYXJCHHS W OOBSBISICT OIEHKH BBICTYMABIIMM CTYJAEHTaM. B IensX KOHTpOJIA
MOATOTOBJICHHOCTU CTYJCHTOB U MPUBUTHUS UM HABBIKOB KPATKOTO MHCbMEHHOTO H3JIOXKEHUS
CBOMX MBICJICH IPENoaaBaTellb B X0J¢ CEMHHAPCKUX 3aHITHH MOXET OCYIIECTBIATHh TEKYIIUI
KOHTPOJIb 3HAHU B BUJIE TECTOBBIX 3aJaHUM.

[Ipy moaroTroBke K CEMHHApY CTYACHTHI HMMEIOT BO3MOKHOCTH BOCIOJb30BaThCS
KOHCYJIbTAIIUSIMU TIpenojiaBaresisi. Kpome ykazaHHBIX TeM CTYACHTHI BIIPaBE, MO COTIACOBAHUIO
C TpernojiaBaresieM, H30UpaTh U APYTHe HHTEPECYIONINE UX TEMBI.

KauecTBOo yueOHOW pabOTHI CTYIEHTOB MPEMOAABATENIh OIECHUBACT C HCIIOJIB30BAHHEM
TEXHOJIOTMYECKON KapThl JUCIUIUIMHBI, pa3MellleHHON Ha caiiTe MAT'Y.

2. Ilanbl NpaKTHYECKUX 3aHSITHI

IIpakTuyeckoe 3ausitue 1

HopMmaTtuBHo-3akoHOAaTe/IbHAsA 0a3a. OCHOBHBbIE BU/IbI IOKYMEHTOB U CHCTEMbI
pokymeHtanuu. Oco0eHHOCTH NOATOTOBKH M 0(popMJIeHHS OT/IeJIbHBIX BUA0B JOKYMEHTOB

ILnan:

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

2. Knaccudukamus nokymenToB. FOpuamueckas cuia qokymMeHnTta. HazHaueHue u coctas
OpraHM3allMOHHO-IIPAaBOBOM  JOKymMeHTanuu. HasHadyeHme ©  COCTaB  OpraHW3alMOHHO-
pacnopsAuTeNnbHOM JoKyMeHTaluu. HasHaueHwe W cocTaB CrpaBOYHO-MHGOPMAIMOHHOMN
JIOKYMEHTAIUN.

3. JlokanbHbIe HOpMaTHUBHEIE akThl. CocTaB 1 paboTa ¢ KaJpoOBOH JOKYMEHTAITUEH.

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

Bonpocwl onsa konnexkmuenozo oo6cysicoenust.

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

2. UHCTpyKIIMsT TO  JIEJIONMPOU3BOACTBY MHUHHCTEpCTBAa 00pa3oBaHUsT UM HAyKH
Poccuiickoit ®enepanuu. Metoanueckue peKOMEHJAIMU MO pPa3pabOTKe HOMEHKJIATYpbl U
MHCTPYKIMHU 1O JEJONPOU3BOJCTBY B 00pa30BaTENbHOM YUYPEKICHHH. TUIOBBIE MEPEYHH C
yKa3aHHEM CPOKOB XpaHeHUs JoKyMeHTOB. [IpaBuiia paboThl apXMBOB OpraHU3aIHii.

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(PUKALUH, 10 TPOUCXO0XKICHHUIO, 110 BUAY oopmileHus, o crioco0y ¢ukcanuu uHpopmanuu,
[0 CTENEHW CJOKHOCTH, IO CTENEHM IJIACHOCTH, MO IOPUAMYECKOM cuie, MO CpoKam
UCIIOJIHEHUS, 110 CPOKAM XPaHEHHUsI, 110 CTENIeHN 00513aTeIbHOCTH.



4. Cucrema  OpPraHM3alliOHHO-TIPABOBOM  JOKyMEHTaluu  (ycTaB  yUpeKICeHHS,
MOJIOKEHUSI, IITAaTHOE pAclHCaHUe, JOJDKHOCTHBIE MHCTpyKimu). CHcTeMa OpraHu3alMoOHHO-
pacmlopsiIuTeIbHOW JOKyMeHTanuu (yka3, TIpUKa3, BBIMHCKA W3 TMPHKA3a, paclopsiKeHUe,
nocranoBienue). Cucrema crnpaBOYHO-UH(DOPMAIMOHHOW TOKYMEHTAUU (MPOTOKON, akKT,
3asBJICHHE, JOKJIaJgHas 3alucKa, NPeIOKEHUE, TPEJCTaBICHUEe, CIyXeOHas 3amucka,
oOBsicHuTeNnbHas). CxeMa TOJITOTOBKU PACIIOPSIUTEIBHBIX JOKYMEHTOB. [lOpSIOK CHSTHSI |
BBIJIa4X KOMUM C JOKYMEHTOB.

5. Ionoxxenus, npaBwuiia, HHCTPYKIUK (TIpaBUiia BHYTPEHHETO TPYAOBOTO PACIOPSIKA,
WHCTPYKIIMU O MOPSIIKE OCYIIECTBICHUS KaKOW-TNOO0 NEATEIHHOCTH WU TOPSAKE TPUMEHEHUS
MOJIO)KEHUH 3aKOHOJATEIbHBIX M HMHBIX HOPMATHUBHBIX AaKTOB, TOJIOKEHHUS O CTPYKTYPHBIX
MOJIpa3/IeIICHUSX, KOJUIEKTUBHBIN TOroBOp U Ap.). Ilopsaok odopMiIeHHS W MOANMUCAHUS ITHX
JOKYMEHTOB JIJIsl IPUMEHEHUS KaK CaMOCTOSTEIbHBIX IPABOBBIX aKTOB.

6. [lonsTHe u cTpyKTypa NepCcOHANbHBIX AaHHBIX. O0sA3aTeNbHbIe KaJpOBbIe JOKYMEHTHI
o0pa3oBaTeNbHONl OpraHM3aluu, WX BHUJBI, COCTaB, HOPMATHBHBbIE TPEOOBAHHUS K BEICHHUIO
KaJpoBOM JOKyMEHTaluu (MPUKa3bl U PACHOPSHKEHUS IO JUYHOMY COCTaBy, 3asiBICHUE,
TPYIOBON JOrOBOp, JAOKHOCTHASI MHCTPYKIUS, TPYIOBash KHUXKKA, TUYHAs KapTOyKa, JTUYHOE
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 cocTaBleHUS HOMEHKJIATYyphl Jei  yupexzaeHus. DopMmupoBaHue Hu
odopmiuenue nen. Opranuzanys onepaTUBHOIO XpaHEHUs T0OKyMeHTOB. POpMHUpPOBAaHUE apXUBa
B 00pa30BaTEIbHOM YUPEXKICHHUH.

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

3. Ucnonb3oBanue 1K B menompounsBoxacTee. CpencTBa KOMUPOBAHUS U OTIEPATHBHOTO
pasmHOxeHus. [Ipuem n 00paboOTKa JOKYMEHTOB, MOCTYHAIOUIMX [0 KaHaJlaM 3JIEKTPOHHOMN
nouThl U (pakcUMUIIbHOM cBsA3H. [IpaBuiia 6e30macHoll paboThl C OPITEXHUKOM.

4. DIeKTpoHHOE JOKyMeHTHpoBaHHe. [I0HATHE «3TEKTPOHHBIN TOKYMEHT).

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

Bonpocvt onsa konnexkmuenozo oo6cysicoenust.

1. llonsitue o «uene». Homenknatypa nen. CocTaBieHne HOMEHKIATYphl 1€l B
oOpa3zoBaTenbHOM yupexaeHun. @opmupoBanue nen. [Ipu3Haku 3aBeieHus Aesl: HOMUHAJIBHBIM,
IIPEIMETHO-BOIIPOCHBIN, aBTOPCKUIl, KOPPECTIOHJAEHTCKH, TeorpaduiyecKuii, XpOHOJIOTHUECKUH.
Buner apxuBoB. TpeOoBanusi k apxuBam. [lopsnox mnepegauum TOKYMEHTOB Ha apXHUBHOE
xpaHeHnue. Cuctemarusalys JOKyMEHTOB B apxuBe. PaboTa ¢ HayuyHO-CIIPaBOYHBIM anmnapaToM
(ucropuueckasi CripaBKa, OMKCHU JIe] OCTOSTHHOTO M BPEMEHHOTO XpaHEHHs JOKYMEHTOB, 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
KOMUCCHH yupexjaeHus. [IpoBeneHue sKkcmepTus3bl LEHHOCTH JAOKyMeHTOB. OdopmieHue



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

3. KoMmmbroTepHbie cpecTBa MOArOTOBKH JOKYMEHTOB. Mcmonb3oBanue M1abiIoHOB IS
dbopMUpOBaHUS JIOKYMEHTOB Ha KoMIbloTepe. lcmonp3oBaHMe B KOMIBIOTEpE OJaHKOB
nokyMeHTOB. Co3nanue OJIaHKOB JIOKYMEHTOB B KOMITbIOTepe. M3roToBIeHHE, KOMUPOBAHUE U
TUpaXUPOBaHHUE JOKyMeHTOB. CpencTtBa 00pabOTKU JOKYMEHTOB. JIOKYMEHTHI, TiepeaBacMbie
0 KaHajaMm CBs3u (TejerpamMma, Teneke, (akcorpamMma, Tenedonorpamma). IloHsTue
«oprrexankay. OCHOBHbBIC BUIBl OPTaHU3AIMOHHON TeXHUKHU. [IpaBuia TeXHUKH 0€30MaCHOCTH
pabOThI C OPTTEXHUKOM.

4. TlpeumymiecTBa nepefadyu JOKyYMEHTa C KOMIIBIOTEpa Ha KOMIIbIOTEp. YCTaHOBKa Ha
KOMITBIOTEPE CIIEHUAIBHO BBIJICJICHHOM ManKu JJisl MOCTYNAIOLUX TOKYMEHTOB. [Ipenmyiecta
anekTpoHHoM mouThl. Jloctynm k Internet. Cuctema peructpauuu u kKoHTposisi. Co3manue
AeKTpOHHOU 0a3bl naHHbIX. [TouCcK HOKyMeHTa.



