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1. MeTtoanyeckue peKOMeH AU

1.1. Meroanuyeckne peKOMEHJAUMH 10 OPraHu3aliu PpadoTbl CTYAEHTOB BO
BpeMsl IPOBeAeHHUsl TeKIHOHHBIX 3aHATHI
B Xoae J'IGKI.[PII’I npenoaaBaTeyib U3J1aracTt U pa3bACHACT OCHOBHBLIC, HanOoJIee CIIOKHBIE IIOHATHS
TEeMBbl, a TAaKXKE CBA3aHHbIE C HEH TEOpPEeTHYECKHE U MpaKTHYECKHUe MpoOIeMbl, JaeT
PECKOMCHAAINHN [JISA IMTPAKTHYICCKOIO (CCMI/IHapCKOI‘O) 3aHATUA U YKA3aHUS IJId CaMOCTOSITEIBHOM
paboTHI.

Ha JICKIIMOHHBIX 3aHATUAX CTYACHTY HCOGXOZ[I/IMO BCCTU KOHCICKTUPOBAHHC y‘-ICGHOI‘O
Mmarepuana. OOpaiaTh BHUMaHUE Ha KaTeropuu, (GOpMyIMPOBKH, PACKPBIBAIOLINE COJIEPKAHUE
H3Y‘-IEICMOI>1 AUCHUIINIMHBI, HAYYHBIC BBIBOAbLI U MPAKTUYCCKUC PCKOMCHAAIINH, MMOJI0KUTEILHBIN
OIIBIT B OPATOPCKOM HCKYCCTBE.

JKenareapHO OCTaBUTH B pa60qnx KOHCIICKTax IIO0JId, Ha KOTOPbLIX [J€JIaTb ITOMCTKH,
NOJYEPKUBAIOIINE OCOOYI0 BAXXKHOCTh T€X WJIM HHBIX TEOPETUYECKHX  IOJIOKEHHH.
PGKOMGHI[yeTCSI AKTUBHO 3aJaBaThb MPCIIOAaBaTC/II0 YTOUYHAIOMIUC BOIIPOCHI C NCIIbIO YACHCHUA
TEOPETUYECKUX MOJI0KEHUH, pa3peleHns CIIOPHBIX CUTYyalUH.

1.2. Meroauyeckue peKOMEHJAANUM MO TMOAT0OTOBKE K  CeMHHAPCKUM
(MpaKkTHYeCKNM) 3aHATUAM

[Ipuctymass kK W3y4eHHIO JTUCHUILIMHBI, HEOOXOJUMO BHHMMATEIIBHO O3HAKOMHTBCS C
TEMaTUYECKUM IIJIAHOM 3aHSTHA, CIUCKOM PEKOMEHJIOBAaHHOU nuTeparypbl. CleayeT ySICHUTH
MOCJICIOBATEILHOCTh BBITTOJTHEHUSI WHAWBUAYATbHBIX YUeOHBIX 3amanuii. CamocTosiTenbHas
paboTa cTyneHTa npeanonaraeT paboTy ¢ Hay4HOI U yuyeOHOM JIuTepaTypoi, yMEHHe CO3/1aBaTh
TEKCThI. YPOBEHb U TIIyOMHA YCBOCHUS AUCIUIUIMHBI 3aBUCAT OT aKTUBHOW M CHCTEMATHYECKOM
paboThl Ha JIEKIUAX, M3YYCHHS] PEKOMEHIOBAHHOW JIMTEPATYpPHI, BBIOJHEHUS KOHTPOJIHHBIX
MMACbMEHHEIX 3aJaHUHN.

CeMuHapckue 3aHSTHS 3aBEPIIAIOT M3y4YeHHE Hanboiee BAXKHBIX TEeM Y4eOHOM
qucuurinHbl. OHU Cy)KaT Ui 3aKpeIuIeHHS W3YYEeHHOTO MaTrepuaia, pa3BUTHS YMEHHH H
HABBIKOB TOJTOTOBKH JIOKJIAJ0B, COOOIIEHUH, MPUOOPETEHHS OMBITA YCTHBIX MyOIHMYHBIX
BBICTYIUICHUM, BEICHUS UCKYCCHM, apTyMEHTAIlMH W 3alllUThl BBIABUTACMBIX IOJIOKCHUH, a
TaK)Ke NIl KOHTPOJISl MPENoJIaBaTeieM CTETIeHH MOJATOTOBICHHOCTH CTYIEHTOB IO H3ydaeMou
JUCIUILINHE.




CemuHap mpesamosiaraeT CBOOOJTHBI OOMEH MHEHHSMHU 1O H30paHHOW Temaruke. OH
HAUMHAETCS CO BCTYMUTEIBHOTO CJIOBa MpenojaBareis, (HOpMyTUPYIOMIETO IeNb 3aHATHS U
XapaKTepU3YIOIIET0 €ro OCHOBHYIO MpoOJeMaTHKy. 3aTeM, KakK MpaBWIO, 3acIylUIMBAIOTCS
cooOuieHus ctyaeHToB. OOCyKaeHne COOOIIECHHSI COBMEIIACTCS C PACCMOTPEHNEM HaMEYEHHBIX
BonpocoB. CooOIieHus, TMpeAnoiaraoue aHaIu3 MyOIuKaui MO OTIENbHBIM BOIPOCAM
NPaKTUYECKOTO 3aHATHsA, 3aCIyIIMBAlOTCS OOBIMHO B cepeaumHe 3aHsATHA. [loompsiercs
BBIIBIDKEHHE U OOCYXXIEHHE albTEepPHATUBHBIX MHEHUH. B  3aKiIIOunTENbHOM  CJIOBE
IPEenoIaBaTesb MOABOJUT UTOTH OOCYKICHUS U OOBSBIISET OLCHKH BBICTYMABIIUM CTYACHTaM.
B 1menax KOHTpOJs MOATOTOBIEHHOCTH CTYIEHTOB M TPUBUTHUS UM HAaBBIKOB KpPaTKOIO
IMCbMEHHOTO U3JI0KEHUSI CBOMX MBICIIEN IIPENOAAaBaTeb B X0A€ MPAKTUUECKOT0 3aHATUS MOKET
OCYIIECTBIISATh TEKYIUH KOHTPOJIb 3HAHUH B BUJIC TECTOBBIX 3aIaHUI (KOHTPOJIBLHOU PabOTHI).

B Xxone moAaroroBKM K CEMHUHAPCKUM (IIPAKTUYECKUM) 3aHSTHSM CIEAyeT HU3Y4YHUTh
OCHOBHYIO U JIOINOJIHUTENbHYIO JIUTEpaTypy, YYecTh pPEKOMEHIAIMU MpernojaBarens u
TpeGoBaHus pabovel mpOrpaMMel.

MOXHO TOATOTOBUTH CBOW KOHCIIEKT OTBETOB II0 PAaCCMATPUBAEMOW TEMAaTHKE,
HOJATOTOBUTH TE3UCHI ISl BHICTYIUIEHUH 1O BCEM Y4eOHBIM BOIPOCaM, BBIHOCHMBIM Ha 3aHSTHE.
Crnenyer mpoaymaTh MPUMEPHI C LETbI0 00ECIICUEeHUs] TECHOW CBS3M HM3ydaeMOW TEOpPHHU C
peanbHOM  NPAKTUKOH. MOXKHO  JONOJHUTH CIHUCOK PEKOMEHJOBAaHHOM  JIMTEpaTyphl
COBPEMEHHBIMH UCTOUYHHUKAMHU, HE MPEJCTABICHHBIMH B CIIUCKE PEKOMEHI0BAaHHOM JTUTEPATYPHI.

1.3. Metoanyeckue peKOMeHIAUH 10 MOATOTOBKE Mpe3eHTALHI

[loaroroBky mpe3eHTALMOHHOTO MaTepuaia CcleAyeT HayuHaTh C  HM3Y4YCHHS
HOPMAaTHUBHOM M CHEUUAIbHOW JINTEpPATyphbl, CTATUCTHYECKUX JaHHBIX, CHCTEMAaTH3alHU
coOpaHHOTO MaTepuana. lIpe3eHTalHOHHBIM MaTepuan IOJHKEH OBITh JOCTAaTOYHBIM ISt
PacKpbITUSI BEIOPAaHHON TEMBI.

[ToaroroBka MpPE3eHTAIMOHHOTO MaTephalia BKIIOYAEeT B Ce0S HE TOJIBKO TOJTOTOBKY
CIIaliJI0B, HO M OTPAOOTKY HABBIKOB OPaTOPCTBA U YMEHHS OPraHU30BaTh U MPOBOJIUTH AUCIIYT.

Co3nanue MNpe3eHTAllMOHHOrO0 Marepuajia J1aeT BO3MOXKHOCTh IIOJYYUTh HABBIKU U
YMEHHMsSI CaMOCTOATEIBHOr0 000011IeHNsI MaTepraa, BbIICTICHUS TJIaBHOTO.

[Ipy moAroTOBKE MYIBTUMEAUNHOTO MPE3EHTALMOHHOTO MaTrepuaia BaXHO CTPOTO
coOroaaTh 3a/IaHHbIN perJaMeHT BpEMEHHU.

HeoOxomuMo MOMHHUTH, YTO BBICTYIUIGHHE COCTOMT W3 TpeX YacTel: BCTYIUICHHUS,
OCHOBHOW 4YacTH W 3akiroyeHus. IIpexzae Bcero, cieayeT Ha3BaTh TEMY CBOEH MPE3CHTAIMH,
KpPaTKO TMEPEUUCINTh pPacCMAaTPUBAEMBIC BOMPOCHI, M30paB Ui ATOTO KHBYIO WHTEPECHYIO
bopMy U3IIOKEHUSI.

Bonpmias yacTe cnaiioB [OMKHA OBITH IOCBAIICHA PACKPBITHIO TEMBL 3ajada
BBICTYNAIONIET0 COCTOMT HE TOJBKO B TOM, YTO NPOJEMOHCTPUPOBATH COOCTBEHHBIE 3HAHUA,
HABBIKM W YMEHHS IO paccMaTpUBAaeMOM MpoOJieMaTHKe, HO W 3aMHTEPECOBATH CIYIIATENCH,
crocoOcTBOBaTh (POPMHUPOBAHUIO Yy JAPYTUX CTYJCHTOB CTPEMJICHHUS IIO3HAKOMUTHCA C
HOPMATUBHBIMH U CHIEIIUATbHBIMI HCTOYHUKAMH 10 pacCMaTprUBaeMoil mpobdiemMaThke.

ANTOpUTM CO31aHUs IPE3ECHTALNN

1 aTan — onpeaeneHue eI NPe3eHTALIUI

2 9Tamn — noipoOHOE pacKpbITHE HH(POPMAITUH,

3 3TaIl - OCHOBHbBIE TE€3UCHI, BEIBOJIBI.

Crnenyer ucnons3zoBarh 10-15 crnaiinos. [Tpu aTom:

- IIEPBBINA claij — TUTYJIbHBIA. IIpenHa3sHaueH g pa3MelleHns Ha3BaHUs [IPEe3CHTaluH,
MMEHH JIOKJIaJYMKa U er0 KOHTAaKTHON MH(pOpMAIIIH;

- Ha BTOPOM ClIalilc HEOOXOJAMMO Pa3MECTUTh COACPKAHHE MPE3CHTAINH, a TaKKe
KpaTKO€ ONMCAaHNE OCHOBHBIX BOIIPOCOB;

- BCE OCTABILUECS CIaiIbl UMEIOT HH()OPMATHBHBIA XapakTep.

OO6b1yHO mojaua MHGOPMAIMU OCYIIECTBISIETCA MO IJIaHY: TE3UC — apryMEHTalus —
BBIBOJI.



PexoMeHnaanuu 1o co31aHuIo IPE3eHTALUN:

1. YutaGenbHOCTh (BUAMMOCTD M3 CaMbIX JAJbHUX YTOJKOB IMMOMEIICHUS U C PA3TUYHBIX
YCTPOMCTB), TEKCT JOJKEH ObITh HaOpaH 24-30-bIM mpudTOM.

2. TmareabHO CTPYKTYpUPOBaHHAS UH(DOpMALIHS.

3. Hanuuue KOpOTKMX U JAKOHMYHBIX 3arojOBKOB, MapKHPOBAHHBIX U HYMEPOBAHHBIX
CITUCKOB.

4. Kaxaomy moJIOKEHHUIO (Mee) HaJl0 OTBECTH OTICIbHBIN ab3arl.

5. I'maBHYIO H/Iet0 HAJIO BBUIOKHUTH B IIEPBOI CTPOKe ad3aria.

6. Ucnons3oBath TabmuuHbie (OPMBI TIPEACTABICHUS HWH(OpMaANuu (IuarpaMMel,
CXEMBI) HJIsl WUTIOCTPAIlMM BaXHEUIIUX (PAKTOB, YTO JACT BO3MOXKHOCTH IOJATh MaTepHal
KOMIIAKTHO U HAIJISTHO.

7. I'paduka 10MKHA OPTaHUYHO JOMIOTHATH TEKCT.

8. BricTymienue ¢ npe3eHTaruei pymres He 6osee 10 MuHYT.

14. Meroanuyeckne peKOMEHIAIUH MO YYACTHIO B TUCKYCCHH

Jluckyccus - 00CyXICHHE CIIOPHOTO BOIIPOCA, TPOOIIEMBI.

BaxxHON XapaKTepUCTUKOW IUCKYCCHUH, OTIMYAIONEd €€ OT IpPyrux BHJIOB CIIOpAa,
ABJIIETCS. apTyMEHTUPOBAHHOCTbD.

Cwmbicn auckyccuu (yaeOHOM JUCKYCCHU) COCTOUT B OOMEHE B3TJISAaMH MO KOHKPETHOU
npobiemMe. OTO AaKTUBHBIM METOJ, MO3BOJISIIOIIMN HAy4YHUThCS OTCTaMBAaTh CBOE MHEHHE H
ciymarh Apyrux. JHMCKyccus pOXXKIaeT MbICIb, AKTUBU3UPYET MBIIUICHHE, a B y4eOHOM
JMCKYCCHHM 00€CIIeUnBACTCs CO3HATENbHOE YCBOEGHHE Y4EOHOIro Marepuana Kak MpOAYyKTa €ro
MBICJIUTENBHOM MPOPaOOTKH.

Meton AMCKyCCHH MCIIONB3YyeTCs B TIPYNIOBBIX (hopMax 3aHATHH: Ha CEeMUHapax-
JUCKYCCHSIX, COOECeIOBAaHUAX MO OOCYKICHHIO UTOTOB BHITIOJIHEHUS 3a/laHUI HA MPaKTHUYECKUX
U 1a00paTOPHBIX 3aHATHSX, KOT/Ia CTyIEHTaM HYXKHO BbICKa3bIBaThcs. Ha nexkuuu auckyccus B
IIOJIHOM CMBICJIE DPa3BEPHYThCS HE MOXKET, HO AMCKYCCHOHHBI BOIIPOC, BBI3BABILUN Cpazy
HECKOJIBKO Pa3HbIX OTBETOB M3 ayIUTOPHH, CO3J1a€T aTMOC(HEpy KOJUIEKTUBHOIO PAa3MBbIIIICHUS
Y TOTOBHOCTH CIIyLLIATh MPENOIaBaTENsl, OTBEYAIOIIETO HAa ATOT CIIOPHBINA BOIIPOC.

Jluckyccuss Ha CEMHHApCKOM (TIPAKTHYECKOM) 3aHATHU TpeOyeT NPOIyMaHHOCTH U
OCHOBATEJIbHOHN IpeIBapUTEIbHOM MOArOTOBKM OOydaromuxcs. HyXHBI HE TOJIBKO XOpOIIHE
3HaHUA (0€3 HUX JUCKyccHs OecrpeIMeTHA), HO TaK)XKe HaJIM4YKMe y CTYIEeHTOB YMEHHUs BbIpaXkaTh
CBOM MBICIIH, YETKO (HOPMYIHPOBATH BOMPOCHI, NPUBOAUTH APTYMEHTHI W T.O. Y4YeOHbIE
JUCKYCCHM OOOTalllaloT MPEJICTABICHHS ydalluxcs IO TeMe, YNOpPAJOUYMBAIOT U 3aKPEIUISIOT
3HaHMUSL.

1.5. MeToauyeckue peKOMeHIAUMHU 1JI51 BBINOJHEHUS] TECTOBOIO 3a/1aHNS

TecToBoe 3amaHue - CPeACTBO MPOBEPKH YMEHHM NMPUMEHATH MOJYYCHHBIC 3HAHMS IS
peuieHus 3a/1a4 OoNpeeIeHHOr0 THIIa 10 TEME WM pa3jeny.

Tect — 3aganue, BBIMOJIHAEMOE B TEUEHUE 3aJITAaHHOTO BPEMEHU (B YCIOBHAX ayIUTOPHOM
pabotet — ot 30 MUHYT JO0 2 YacoB, OT OJHOTO JIHS JO HECKOJBKUX HEJelb B Cclydae
BHEAYIUTOPHOIO 3aJIaHMs).

Kak mpaBuio, TecroBoe 3aqaHue BKIIIOYAET B ce0si MHOXKECTBEHHBIN BBIOOpP OTBETa Ha
BOIIPOC.

J1J1s BEIOTTHEHUS TecTa 00yJaromeMycs JaeTcst OT OJJHOM JJO HECKOJIBKUX MOTMBITOK.

[Ipu moaroToBKe K TECTY HEOOXOIMMO MOHSTH JIOTUKY M3JI0)KEHHOTO MaTrepuaia. DTOMY
HEMAJIO CTIIOCOOCTBYET COCTABJICHHUE PA3BEPHYTOTO IJIaHA, TAOJIUIl U CXEM.

[Ipu pemiennn Tecta HEOOXOUMO:

- BHUMATEJIhHO M3YUUTh CTPYKTYPY TECTA, OLICHUTH 00BEM BPEMEHU, BBIACISIEMOTO Ha
JAHHBIN TECT, YBUIETh, KAKOTO THIIA 33JJaHUsI B HEM COJCPIKATCS;



- HAQUMHATh OTBEYATh HA T€ BOIPOCHI, B MPABWJIBHOCTH PEIIEHUSI KOTOPBIX HET COMHEHUH,
HE OCTAHABJIMBASCh HA TE€X, KOTOPbIE MOTYT BbI3BATh 3aTPYAHECHUS;

- BHUMATEJIbHO YMTATh 3aJaHUs O KOHIIA, HE NBITAsICh HAYaTh OTBEYaTh, OPUEHTUPYACH
Ha BBITIOJIHEHHBIE MMOJ00HBIC 3aJaHUs B TIPEIBITYIIUX TECTUPOBAHUSX;

- ecii Bbl He 3HaeTe OTBETa Ha BOIIPOC WJIM HE YBEPEHBI B €r0 MPAaBUIBHOCTH, CIEIYET
MPOIYCTUTH BOIIPOC, YTOOBI BEPHYTHCS K HEMY TTO3KE;

- paccuMTHIBaTh BBIMOJIHEHUE 3a/1aHUH CIIETyeT TaK, YTOOBI OCTAIOCh BPEMS Ha MMPOBEPKY
U 10pa0OTKY BHITIOTHEHHBIX 3aaHHA.

1.6. MeTtoauyecKkue peKoMeHIAINH /1JIsl MOJATOTOBKH OTBETA HA 3a4eTe

VYcnoBust, o0ecrieunBaroIIKe Meaarornaeckyro 3G HeKTUBHOCTH OIICHOYHOM PO TyPHI:

- CTENEeHb OXBaTa pa3JelioB y4eOHOU MmporpamMmbl U MOHUMAHHE B3aUMOCBSI3EH MEKIY
HHUMH;

- ryOWHa TIOHMMaHMSA CYIIECTBa OOCYKIAeMbIX KOHKPETHBIX IMpoOJIeM, a Takke
AKTYaJIbHOCTH W MTPAKTUYCCKON 3HAYMMOCTH U3y4aeMOU JUCITUILINHBI,

- IMana3oH 3HaHWS PEKOMEHI0BAHHOU TUTEPATYypPHI;

- JIOTHYECKU KOPPEKTHOE, HEITPOTUBOPEYUBOE, ITOCIICIOBATEILHOE U APTyMEHTHPOBAHHOE
MOCTPOCHUE OTBETA HA 3aYETE;

- YpOBEHb CAMOCTOSTEIHHOTO MBIIUICHUS C 3JEMEHTAMH TBOPYECKOTO IOAXO0aa K
U3TI0KEHUIO MaTepuaa.

2. IlnaHbl NpaKTHYECKUX 3aHATHI
IIpakTuyeckoe 3ansaTue 1

Conep:xaHue, 3HAUEHHE 1eJONPOU3BOACTBA. TeXHOJI0TUsI OPraHU3AIUH /1eJI0ONPOU3BOICTBA
B 00pa30BaTeIbHOM y4pe:KIeHUH

ILnan:

1. OCHOBHBIE TEPMHUHBI U TOHATHE <«IEIONPOU3BOACTBO». VMCTOpUS BO3HUKHOBEHHS W
OCHOBHBIE JTalbl pPa3BUTHUS AENONPOM3BOACTBA. CHCTEMBI OpPraHM3allMU JAEJIONPOU3BOJCTBA.
[ToHsATHE ¥ NPUHIMIIBI OpraHU3alKU JOKYMEHTO000pOTa

2. PexBU3UTHI JOKYMEHTOB. Peructpamnus u uHAeKcauus JOKyMeHTOB. CTpykrypa 6a3
JAHHBIX JOKyMeHTOB. [IpueM, o00paboTka M pacnpeaeiseHHe MOCTYMAIOUIMX JIOKYMEHTOB.
Opranuzanus 00pabOTKU U Nepeadn OTHPABISEMbIX JOKYMEHTOB

3. Iopsinok MOpOXOXKAEHUS BHYTPEHHUX JOKYMEHTOB. OpraHu3amusi KOHTPOJS 3a
UCIIOJIHEHUEM JOKyMEHTOB. PaboTa ucnonnuteneii ¢ nokymeHTamu. OpraHuzanusi MOMCKOBOM
CHUCTEMBI 10 JOKYMEHTaM

4. CiocoObl M METOoAbl JOCTaBKM JOKyMeHTOB. (OOpaboTka KOH(pUICHIHMATBHBIX
JOKYMEHTOB M JJOKYMEHTOB JUIsl C1Y’KEOHOI0 IOJIb30BAHUS.

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

Bonpocul ons xonnexmuenozo obcysxcoenusi:

1. [MonsTHE «IEIOMPOU3BOJACTBO». OCHOBHBIE IENM U 3aJa4dl JEJIONPOU3BOICTBA.
Heo0xomuMocTh OpraHu3aIiiuy IeIONPOU3BOJICTBA B YUPEKICHHH. SHAUYCHHUE JICITONPOU3BOICTBA
B JIeATENBHOCTH  oOpa3oBaTenbHON — opranm3amuu. Cekperapb, JI€IOMPOU3BOIUTEIND,
JOKYMEHTOBEI, KaHIICIISIPHUSL.

2. Ucropuyeckue dTambl pa3BUTHS JAenomnpou3BojactBa B Poccun. CoBpemeHHOE
rOCyJapCTBEHHOE PETYIMPOBAaHUE JIEIOTPOU3BOICTBA.



3. CucrteMsbl AeTONPON3BOACTBA: [IEHTPAIN30BaHHAs, ACLIEHTPAIIM30BaHHAs, CMEIIaHHAS.
Crpyktypa U 00BEM J0KyMEHT0000poTa. OCHOBHBIC NPUHIMIIBI OpPraHMU3ALUU paboOTHl C
JIOKYMEHTOIOTOKaMHU.

4. IloHaTne pekBU3UTA JOKyMeHTa. Buasl pekBusutoB. IlpaBmia odopmieHus
PEKBU3UTOB JOKYMEHTOB. biaHk mokymeHnta. Buaer OmankoB. TpeOGoBanus k OnmaHkam
JOKYMEHTOB. Buabl 1 pOpMBI peTUCTpalliU JOKYMEHTOB. SI3bIK U CTHIIb CITY)KEOHBIX TOKYMEHTOB.

5. DTanel 00paOOTKM BXOIAIMIMX JOKYMEHTOB. IlepBuuHas oOpaboTka BXOISIINX
JOKYMEHTOB. Perucrpupyemble ©  HEperucTpupyembie JOoKyMeHTHL. [IpenBapurenbHoe
paccMOTpeHHe JOKYMEHTOB /JIsl HalpaBJIeHUs UCTIOMHUTENSAM. Pe3omonus.

6. TlopsiioK MOArOTOBKM HCXOASIINX JOKYMEHTOB. CocCTaBlieHHE MPOEKTa JOKYMEHTa,
corjiacoBaHue, noamnvcanue (yrBepxkiaeHue), ThupaxupoBaHue. CrocoObl U METOIbI OTIPABKU
UCXOMAUIMX JTOKyMeHTOB. OOIIas XapakTepUCTHKa CIIY)KeOHOH mepenucku. Pa3HOBHIHOCTH
CITY’KE€OHBIX MHUCEM.

7. BHyTpeHHHE TOKYMEHTHI 00pa3oBaTeNbHOM opranu3anuu. [loaroroska, opopmieHue,
peructpanus. [IpaBuiaa MOCTaHOBKM TOKYMEHTOB Ha KOHTPOJb. llOpsilok CHATHS JOKYMEHTOB C
KOHTpo/s. OTYeT TO WCHOJMHEHWIO KOHTPOJIBHBIX JIOKyMEHTOB. OrepaTHBHOE HCIIOJIHEHHE
JOKYMEHTOB COTPYAHMKAaMU B COOTBETCTBUU C UX JOJDKHOCTHBIMHU OOS3aHHOCTSIMH U
pe3oJonrel  pyKOBOAMTEIIA. OTBETCTBEHHOCTh 32  HecoOmoaeHue  TpeboBaHUi
UCIIOJHUTENIbCKOW  JAMCUMIUIMHBI, 32  HEMpPaBUIBHOE  HCIOJIb30BaHHWE  JACMCTBYIOIIMX
HOPMATHBHBIX JIOKYMEHTOB B IIOJTrOTOBKE, O()OPMIICHUU M UCIIOJHEHUH TOKYMEHTOB B CPOK.

8. Opranuzaiyisi TOYTOBOM, KYpPhEPCKOM M HKCHPECC-IOCTaBKU JIOKYMEHTOB. [loHsATHS:
«IIEHHOCTh M 0Oe30omacHOCTh  HMH(pOpMALUN», «KOH(HICHIINATHHOCTb», «yrpo3a
KOH(PHICHIIMAIBHOCTH», «3aluTa WHGOpMauu». be30macHOCTh IEHHBIX WH(OpPMaIMOHHBIX
pecypcoB. Llennass undopmanust U KOHPHUACHIMAIbHBIE TOKYMEHTHI. PernameHtanus coctaBa
KOH(QUICHIMANBHBIX CBEIEHUN M JOKyMEeHTOB. llopsiok paboThl ¢ KOH(pHUAECHUUATbHBIMU
JTOoKyMeHTaMu U MaTtepuanamu. KonduaeHnmansaas nHGopManus U CBEJCHUS B JCATEIbHOCTU
o0pa30BaTeNbHON OpraHu3aluu.

IIpakTuyeckoe 3ansaTHe 2-3

HopmaTnBHO-3aKk0HOAaTeabHasA 0a3a. OCHOBHbIE BU/bI JOKYMEHTOB M CHCTEMbI
AokyMeHTanuu. Oco0eHHOCTH MOATOTOBKH M 0opMIIeHNS OTAEJIbHBIX BUI0B JOKYMEHTOB

ILnan:

1. HopMaTuBHO-3aKOHOATEIBHBIE M  HOPMATHBHO-METOOUYECKHE JTOKYMEHTBHI II0
JeJI0NpOn3BOACTBY. HOpMaTHBHO-3aKOHOIATEIIBHBIE 1 HOPMATUBHO-METOIUYECKUE JTOKYMEHTBI
110 apXUBHOMY [IEITy.

2. Knaccudukarus nokymentoB. IOpuandeckas cuna nokymenta. Haznauenue u cocraB
OpraHU3alMOHHO-IIPABOBOM  JOKymMeHTauuu. HasHadyeHue u  CcOCTaB  OpPraHU3alMOHHO-
pacropsauTenbHON JOKyMeHTanuu. HasHaueHnme HM cocTaB CHPaBOYHO-WH(OPMAIIMOHHOMN
JOKYMEHTALUH.

3. JlokanbHble HOpMaTHBHBIE akThl. CocTaB M paboTa ¢ KaJpoBOil TOKyMeHTalneH.

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

Bonpocul 0ns konnexkmuerno2o o6¢cysicoenus:

1. 3akoHonaTtenpHbIe akThl Poccuiickoit @Penepanmu u  MypmaHcKo  00JacTw,
periaMeHTHPYIONIME JIeJIOMPOU3BOJICTBO M apXUBHOE Jel0. ['oCcynapCTBEHHbIE CTaHIApThI U
yHH(UKAIYs B 00J1aCTH JEIONPOU3BOICTBA H APXHUBHOTO JeTa.

2. MHCcTpyKIMsS 1O  JAENONPOHM3BOACTBY MMUHHCTEPCTBA OOpa3oBaHHMS H  HAYKH
Poccuiickoit ®enepaunu. MeToauueckue peKOMEHIANMU MO pPa3paboOTKe HOMEHKIATYPhl H



UHCTPYKLUU IO JAEJIONPOU3BOACTBY B 0OPa30BaTEIbHOM YUPEXACHUU. THUIOBBIE MEPEYHHU C
yKa3aHHEM CPOKOB XpaHEHHs TOKyMEHTOB. [IpaBuiia paboThl apXHMBOB OpraHU3AIIH.

3. Knaccudpukamuss [IOKyMEHTOB, €€ OCHOBHBIe Npu3Haku. Kraccupukamus 10
HAaUMEHOBAHMIO: TIPUKa3bl, PACIOPSDKEHUS, IUIAHBI M OTYETHI, aKThl, MPOTOKOJIbI, JOTOBOPHI,
yCTaBbl, UHCTPYKIIUH, JTOBEPEHHOCTH U T.J. Kitaccudukamus mo MecTy COCTaBJICHUS, 110 CTENICHH
yHU(DUKALNH, 110 TIPOUCXOXKICHHIO, TT0 BHLY 0OpMIICHHS, TTO0 crtocoly pukcannuu nHPOpMaLuy,
[0 CTENEHW CJOKHOCTH, IO CTENEHM TIJIACHOCTH, IO IOPUIUYECKOM CHIIe, [0 CpOKaM
UCTIOJIHEHUS, TT0 CPOKAM XPaHEHHUSI, 110 CTEIIeHN 0053aTeIbHOCTH.

4. CucreMa  OpraHM3allMOHHO-TIPAaBOBOM  JOKyMEHTalMM  (yCcTaB  yUpEkKACHMUS,
MIOJIO’KEHHUS, IITaTHOE paclMCaHUE, AOJKHOCTHBIE MHCTpYKIMH). CHcTeMa OpraHM3alMOHHO-
pacnopsAUTENbHOM JNOKyMEHTauuu (yka3, IpHUKa3, BBIIMCKA W3 IpUKa3a, pacHopsKEHHE,
noctaHoByieHue). Cucrema CHpaBOYHO-UH(DOPMAITMOHHON JOKYMEHTAMH (TPOTOKOJ, akKT,
3asiBJICHHME, JOKJaJHAas 3alluCKa, MPEAJIOKEHHEe, NPEJCTaBICHHUE, CIIy)KeOHas 3alMcKa,
oObsicHUTeNbHAs). CxeMa MOATOTOBKU PACHOPSIUTENbHBIX JOKYMEHTOB. llopsnok cHATUS H
BbIJ1aUM KOMHUI C IOKyMEHTOB.

5. IlonoxeHus, npaBuila, HHCTPYKUMHU (IIpaBUia BHYTPEHHETO TPYJOBOTO paclopska,
UHCTPYKLIUU O MOPSAKE OCYIIECTBICHUS KaKOH-TMOO AEATENIbHOCTU WM MOPSIIKE MPUMEHEHUS
NOJIOKEHUH 3aKOHOJATENbHBIX M MHBIX HOPMATUBHBIX AaKTOB, TOJOXEHUS O CTPYKTYPHBIX
NOJpPa3/IeIEHUsX, KOJUIEKTUBHBINA JIoroBop U Ap.). Ilopsaok opopmiieHuss U MOANUCAHUS 3TUX
JOKYMEHTOB JUIsl IPUMEHEHUS KaK CAMOCTOSITEIIbHBIX ITPABOBBIX aKTOB.

6. IloHsATHE U CTPYKTYpa MEPCOHANBHBIX JaHHbIX. OOs3aTeNbHbIC KaIPOBBIE TOKYMEHTHI
00pa30BaTEeNIbHOW OpraHM3allMd, HUX BH[bI, COCTaB, HOPMAaTHBHbIE TPEOOBAHUS K BEACHUIO
KaJIpOBOM JOKyMEHTalMM (IIPUKa3bl M PACHOPSIKEHUS IO JMYHOMY COCTaBy, 3asBJICHUE,
TPYAOBOM JOrOBOp, AOKHOCTHAsE MHCTPYKLUS, TPYIOBas KHUXKKA, JIMYHAs KAapTOUKa, JINYHOE
neno). JIBukeHue M XpaHEHUE KaJpoBOM JOKyMeHTauuu. JKypHainbl M KHUTH ydYeTa.
HcnonHenune counanbHO-IPABOBBIX 3aIIPOCOB.

IIpakTuyeckoe 3ansaTue 4-5

®opmupoBaHuUe 1eJ1 U OPraHU3auMsl XPaAHEHHUs JOKYMEHTOB. JKCIepPTH3a IeHHOCTH
AOKYMeHTOB. TexHu4ecKHe CpeacTBa, HCMOJIb3yeMble B 1eJIONPOU3BO/ICTBE.
DJIeKTPOHHBINA TO0KYMEHT0000POT

Ilnan:

1. IlpaBuna cocTaBieHHUS HOMEHKIATYpbl Jed yupexiaeHus. DopMmMupoBaHHE U
oopmiuenue nen. Opranuzaiys ONepaTUBHOTO XpaHEHUs TOKyMeHTOB. DopMHUpoOBaHHUE apXUBa
B 00pa30BaTEIbHOM YUPEKICHUH.

2. Jlena TOCTOSIHHOTO M BPEMEHHOTO CpOKa XpaHEHHs. OKCIEepTHas KOMHCCHUS
yupexaenus. [Iopsaok yHHUTOXKEHUS JOKYMEHTOB.

3. Ucnons3osanue IIK B nenonpousBoacrse. CpencrBa KOMUPOBAHUS U ONEPATHUBHOIO
pasmHoxenus. Ilpuem u 00paboTka JOKYMEHTOB, MOCTYMAIOUIMX IO KaHAJlaM 3JIEKTPOHHOM
nmouThl U haKCUMUIbHOU cBsi3u. [IpaBuia O6e30macHO pabOTHI C OPTTEXHUKOM.

4. DnexkTpoHHOE JOKyMEHTUpOBaHUE. [[oHATHE «3IEKTPOHHBIN JOKYMEHT.

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

Bonpocul ons xonnexmuenozo obcysxcoenusi:

1. [lonstne o «apene». HomeHkmarypa nen. CocTaBieHHME HOMEHKIATYpbl €l B
oOpa3oBatensHOM yupexaeHuu. ®opmuposanue nein. [IpusHaku 3aBeeHUs J1€J1: HOMUHAIBHBIN,
IPEMETHO-BOIPOCHBIN, aBTOPCKUH, KOPPECHOHJCHTCKUHN, TeorpapuuecKuii, XpoHOIOTHUECKHMA.



Buner apxuBoB. TpeGoBanumsi k apxuBam. [lopsaok mepemadu JTOKYMEHTOB Ha apXWBHOE
xpanenue. Cucremaru3aiusi JOKYMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIIPaBOYHBIM ammapaToM
(ucropuyeckas CIpaBKa, OMUCH JI€] MOCTOSIHHOTO U BPEMEHHOTO XPaHEHUsl JOKYMEHTOB, KHUTH
ydeTa U IBUKEHUs Ael).

2. OcobeHHOCTH XpaHEHUs Jell MOCTOSHHOTO, BpeMeHHoro (cBbime 10 ier) u aen mo
an4HoMy coctaBy. [lopsinok nepenaun nen B I'ocynapcrBeHHble apxuBbl. Co3qaHKe 3KCIEPTHOU
KOMUCCHH ydpexjaeHus. [IpoBeneHne OHKCHEpTU3bl IEHHOCTH JOKyMeHTOB. OdopmieHue
MPOTOKOJIOB 3acCelaHUii KOMHUCCUU U aKTOB Ha yHUYTOKeHue jaei. [Ipomeaypa yHUUTOXKEHUS
JIOKYMEHTOB.

3. KoMmmbloTepHbIe CpeicTBa MOATOTOBKU JOKYMEHTOB. Mcmonp3oBaHue MIa0I0HOB IS
dbopMUpOBaHUS JIOKYMEHTOB Ha KoMIblotepe. lcmonp3oBaHMe B KOMIBIOTEpE OJaHKOB
nokyMmeHToB. Co3naHue OJaHKOB JOKYMEHTOB B KoMIbloTepe. M3roToBiieHne, KOMUPOBaHUE U
TUpaXUpoBaHUE JOKyMeHTOB. CpencrtBa 00pabOTKU TOKYMEHTOB. JIOKYMEHTHI, TiepeaBacMbie
Mo KaHajaMm CBs3M (Tenerpamma, Telekc, (akcorpamma, Ttenedonorpamma). IlonsiTue
«oprrexHuka». OCHOBHbBIE BUAbl OPraHU3AIMOHHON TexHUKU. [IpaBuia TexHHKH 0e30macHOCTH
paboTHI C OPTTEXHUKOM.

4. IlpeumyniecTBa nepegayu JOKYMEHTa C KOMIIbIOTEpAa Ha KOMIIbIOTEp. Y CTaHOBKA Ha
KOMITBIOTEPE CIENHUAIBHO BBIJICJICHHOM MANKKU I MOCTYNAKLNX T0KYMEHTOB. [Ipenmyimectsa
aneKkTpoHHOM mouThl. Jloctym k Internet. Cuctema peructpauuu u KoHTpousisi. Co3maHue
AJICKTPOHHOM 0a3bl JaHHBIX. [Touck qOKyMeHTa.



