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1. MeToanuyeckne peKOMeHIaUA

[.L1. MeToanyeckne peKOMEHIAUMU MO OPraHU3alUu PadoThl CTYAEHTOB BO
BpeMsl MPOBeIeHNsl JTeKIHOHHBIX 3aHATHI
B X04e HeKI.IHfI npenoaaBaTeyib U3J1araCt u pa3dbsCHIACT OCHOBHBIC, HaI/I6OJIeC CJIOXKHBIC ITIOHATHUA
TEMBI, a TaK)Xe CBsA3aHHbIE C HEH TEOPETUYECKHE W TPAKTUYECKHE MpOoOJIeMbl, JaeT
PEKOMEHJIallUU 1715l PAKTHYECKOr0 (CEMUHAPCKOI0) 3aHATUS U YKA3aHUs ISl CAMOCTOSTEIbHON
paboTHI.

Ha JICKOIMOHHBIX 3aHATUAX CTYACHTY HCO6XO,Z[I/IMO BCCTU KOHCIICKTHUPOBAHUC y‘-IC6HOI‘O
Mmatepuaia. OOpamaTh BHUMaHHE Ha KaTeropuu, GOpPMYJIUPOBKH, PACKPHIBAIOIINE COACPIKaHUE
I/I3y‘-IaeMOI7I AUCHUIUIMHBI, HAYYHBIC BbBIBOABI U MMPAKTUYCCKHUEC PCKOMCHIAIUHU, MOJIOKUTENbHBIN
OTIBIT B OPATOPCKOM HCKYCCTBE.

KenareabHo OCTaBUTL B pa601mx KOHCIICKTax IOJid, Ha KOTOPBLIX ACJIaThb IMOMCTKH,
MOTYEPKUBAIOIIAE OCOOYI0 B@KHOCTh TEX WM HWHBIX TEOPETUYECKUX  TOJOKCHUH.
PGKOMGHI[yeTCH AKTUBHO 3aJaBaThb NPCHOAAaBATCIIIO YTOUHAIOIINE BOIPOCHI C HEJIbIO YACHCHUA
TEOPETUYECKHX TTOJIOKEHUH, Pa3pelIeHus CIIOPHBIX CUTYallnH.

I.2. Meroanyeckue PpeKOMEeHAAUMHM MO TMOArOTOBKE K  CEMHHAPCKUM
(MpaKTHYeCKNM) 3aHATUAM

[Tpuctynas K W3y4eHHMIO AUCUUIUIMHBI, HEOOXOAMMO BHUMATEIbHO O3HAKOMHTHCS C
TEMaTUYECKUM IIJIAHOM 3aHATHUH, CIMCKOM PEKOMEHIOBAaHHOW juTepaTyphl. CienyeT ysCHUTh
MOCJIEI0BATENBHOCTh BBIMIOJIHEHUS! WHIUBUAYAIbHBIX YyueOHbIX 3amaHuil. CamocTosiTenbHas
paboTa cTyeHTa npennojaraeT padoTy ¢ Hay4HOW M y4eOHOU JTUTEepaTypoil, yMEHHE CO3/1aBaTh
TEKCThl. YPOBEHb U ITyOHMHA YCBOCHHSI JUCILMILTUHBI 3aBUCAT OT aKTUBHOW M CUCTEMAaTHYECKOM
paboThl Ha JIEKUHUAX, U3yUYEHHUs PEKOMEHJOBAHHON JIUTEpPaTypbl, BBIMOJIHEHUS KOHTPOJIBHBIX
MUCbMEHHBIX 3aJaHUH.

CemuHapckue 3aHATHA 3aBEpINAIOT H3yyeHHE Hauboyiee BaXHBIX TeM Y4eOHOM
JuciuIuiiHel. OHU CoyXaT IJIs 3aKpeIUIeHHs W3YYEHHOro MaTepuaia, pa3BUTHS YMEHUN Hu
HaBBIKOB TOATOTOBKM JIOKJIAJIOB, COOOIIEHUI, MPUOOpPETEeHUs] ONbITa YCTHBIX ITyOJHMYHBIX



BBICTYIUICHUH, BEACHHUS IOUCKYCCHM, apIyMEHTAllMM M 3alllUThl BBIIBUTA€MBIX IIOJIOKEHHMH, a
TaK)Ke NIl KOHTPOJIS MpEenojaBaTesieM CTENEeHU MOATOTOBIEHHOCTH CTYJIEHTOB IO H3ydaeMoil
JUCLUIINHE.

CemuHap mpejamnosiaraeT CBOOOJHBIM OOMEH MHEHUSIMH MO W30paHHON TemaTtuke. OH
HAUMHAETCs CO BCTYMUTEIBHOIO CJIOBa MpernoaaBarens, (GOpMYJIHPYIOUIEro Leidb 3aHITUS U
XapaKTepU3YyIOLIer0 €ro OCHOBHYIO MpoOJeMaTHKy. 3aTeM, KaK MpPaBHJIO, 3aciIyIlIMBAOTCS
coobuieHus ctyieHToB. O6cyKIeHne COOOIICHHSI COBMEIIACTCS C PACCMOTPEHHUEM HAMEUEHHBIX
BonpocoB. CooOIIeHus, Mpeanoyiaralonye aHaau3 MyOJHUKalui MO OTAEIBHBIM BOIPOCAM
NPAaKTUYECKOTO 3aHATHSA, 3aCIyIIMBAIOTCS OOBIYHO B cepenuHe 3aHATusA. [loompsercs
BBIBIDKEHHE U OOCYXXIEHHE aJbTepHATUBHBIX MHEHHH. B 3akimtounTensHOM  cloBe
Iperno/iaBaTesb MOABOAUT UTOTH OOCYXKACHUS M OOBSABISECT OLIEHKU BBICTYNABUIMM CTYJICHTaM.
B 1mensx KOHTpOJS MOATOTOBIEHHOCTH CTYJIEHTOB W TPUBUTUS KM HAaBBIKOB KpaTKOTO
IIMCBbMEHHOTO M3JI0’KEHUSI CBOMX MBICIIEN NIPENIOIABATENb B XOA€ MPAKTUYECKOTO 3aHITHS MOXKET
OCYUIECTBIIATh TEKYIIUH KOHTPOJIb 3HAHUN B BUJIE TECTOBBIX 33AaHUN (KOHTPOJILHOM pabOThI).

B Xxoxe moAroToBKM K CEMHHAPCKUM (IIPAKTUYECKMM) 3aHATHAM CIEIYyEeT H3YyYUTh
OCHOBHYIO U JIOINOJHUTEIBbHYIO JHUTEpaTypy, Yy4YecThb pPEKOMEHJAIMHM MpenojaBaTeis Hu
TpeGoBaHus pabodel mporpaMMsl.

MOXHO TOATOTOBUTH CBOM KOHCHEKT OTBETOB IO pPAacCMaTPUBAEMON TEMAaTHKE,
MOJTOTOBUTH TE3UCHI ISl BHICTYIUIEHUH O BCEM y4eOHBIM BOIPOCAM, BBIHOCUMBIM Ha 3aHSATHE.
Crnenyer mpoayMaTh MpHUMEpPbI C IENbI0 OOECHEYeHHs TECHOM CBS3M HM3ydyaeMOM TEOpHH C
peaJlbHOM  MpakTUKOM. MOXHO  JONOJHUTH CIHCOK PEKOMEHJOBAHHOM  JIMTEpaTypbl
COBPEMEHHBIMH HCTOUYHUKAMHU, HE MPEACTABICHHBIMU B CIUCKE PEKOMEHJOBAHHOM JINTEPATYPHI.

I.3. Meroauyeckne peKOMEHIAUMH 110 MOATOTOBKE MPe3eHTAMHU

[loarotoBKy mNpEe3eHTAlMOHHOIO MaTepuajla CleAyeT HauyuHaThb C  HM3y4YeHUs
HOPMAaTUBHOM W CHENHaJbHOM JHUTEepaTyphl, CTAaTHUCTUYECKUX JaHHBIX, CHUCTEeMaTHU3alUH
coOpanHoro wmarepuaina. IIpe3eHTalMOHHBIM MaTepuand JOJDKEH OBITh JOCTaTOYHBIM IS
PacKpbITUSI BEBIOPAaHHON TEMBI.

[TonroroBka Mpe3eHTAIMOHHOTO MaTepuaia BKIIOYACT B ceOs HE TOJIBKO MOATOTOBKY
CJIaliJI0B, HO M OTPabOTKY HAaBBIKOB OPaTOPCTBA U YMEHMSI OPraHU30BaTh U MMPOBOJUTH TUCIYT.

Cozanue MNpe3eHTallMOHHOIO MaTepHuaja JaeT BO3MOXHOCTb IOJIYYUTb HAaBBIKU M
YMEHHS CAMOCTOATEIBHOT0 000011IeHUsI MaTepuaa, BblIeJIeHHsI TIIaBHOTO.

[Ipy moAroToBke MyJIBTUMEIMHHOTO IPE3EHTALMOHHOIO MaTepHajla BaXXHO CTpPOTO
coOJII0/1aTh 3a/JaHHBII PErIaMEeHT BPEMEHH.

Heo0xoauMo NOMHUTB, 4YTO BBICTYIUICHME COCTOMT W3 TpeX YacTeil: BCTYIUICHUS,
OCHOBHOM 4YacTH M 3akitodeHus. [Ipexxne Bcero, cieayeTr Ha3BaTh TEMYy CBOEH Npe3eHTalud,
KpaTKo IepeuuclIuTh paccMaTpUBacMble BONPOCHI, M30paB JJsl ITOrO JKUBYIO HHTEPECHYIO
bopMy U3II0KEHHUS.

Bonbmast dyacTh cnaiiioB J0DKHA OBITH TOCBSIIEHA PACKPBITHIO TeMBbl. 3ajaua
BBICTYIAIOLIETO COCTOUT HE TOJBKO B TOM, YTO IMPOJEMOHCTPUPOBATH COOCTBEHHBbIE 3HAHUS,
HaBBIKM M YMEHHS IO paccMaTpUBaeMOW IMpoOJieMaTHKe, HO U 3aMHTEPECcOBAThH CIIyIIaTelNeH,
crocoOCcTBOBaTh (POPMHUPOBAHUIO Yy JPYTUX CTYACHTOB CTPEMJICHUS TO3HAKOMHTHCS C
HOPMATHUBHBIMHU U CIICIIUATIbHBIMU UCTOYHHKAMHU 10 pacCMaTpUBaeMOl MpodiieMaTHKe.

ANTOpPUTM CO3AaHUS MTPE3CHTALIMH

1 sTan — onpexneneHue LEaN NPE3EHTAUN

2 stan — noJipoGHOE pacKpbITHE UH(POpMALIUH,

3 3Tan - OCHOBHBIE TE€3UCHI, BHIBOJBI.

Crnenyer ucnons3oBars 10-15 cmaiinos. [Ipu sTom:

- IEPBBIN clailx — TUTYNbHBIN. [IpenqHazHadeH A pa3MenieHs] Ha3BaHUs IPE3EHTalnH,
MMEHHU JIOKJIaYUKa U ero KOHTaKTHON HH(OpMaIny;

- Ha BTOPOM Cclaiiie HEOOXOIMMO pa3MECTUTh COJIEp)KaHHE MPE3EHTALUU, a TaKXKe
KpaTKO€ ONUCaHHe OCHOBHBIX BOIIPOCOB;



- BCE OCTaBIIIMECS CIaiIbl UMEIOT HH(OPMATUBHBIN XapakTep.

OO6b1yHO TOJauYa MHGOPMAIMU OCYLIECTBISIETCS MO IUIaHy: TE3UC — apryMEHTalus —
BBIBO/I.

PexoMenpanuu no co3gaHuio Npe3eHTaluu:

1. YurabGenbHOCTh (BUAMMOCTD M3 CaMbIX JAIbHUX YTOJIKOB MOMEIICHUS U C pa3IMYHbIX
YCTPOICTB), TEKCT J0JKEH ObITh HaOpaH 24-30-piM mpudTOM.

2. TmwaTenbHO CTPYKTYpUpOBaHHAS HHPOPMALIKS.

3. Hanuuue KOpOTKUX M JIAKOHUYHBIX 3aroJIOBKOB, MapKHPOBAaHHBIX U HYMEPOBaHHBIX
CIIUCKOB.

4. Kaxxnpomy moJiokeHuto (1ee) HaJlo OTBECTH OTAENbHBIN a03all.

5. I'maBHy10 HJICI0 HAJI0 BBUIOKUTH B MIEPBOI cTpoke ab3ara.

6. Mcnonp3oBaTh TabnauuHble (QOpMBI TpeiacTaBieHUs HHGOpMalnuu (AUarpaMMsl,
CXEMBI) ISl WIIIOCTPAllMM BaXXHEWIIMX (DAaKTOB, YTO JACT BO3MOXHOCTH I10/1aTh MaTepHai
KOMIIAKTHO U HarJIATHO.

7. I'pauka gomKHA OPraHUYHO JOMOIHATH TEKCT.

8. BricTymuienue ¢ npeseHTanueit amurcs He 6onee 10 MUHYT.

I.4. MeTroanyeckne peKOMEHIAMH M0 YYACTHIO B TUCKYCCHH

Huckyccus - 06Ccy)aeHHE CTIOPHOTO BOIIPOCA, TPOOITIEMBI.

BaxxHol XapaKTepUCTUKOW IUCKYCCHM, OTIMYaroUlell €€ OT JIpyrux BHIOB CIIOpa,
SBIIIETCS ApTYMEHTUPOBAHHOCTb.

CwMmbicn quckyccuu (y4eOHON TUCKYCCHHM) COCTOMT B OOMEHE B3IJISAaMU 110 KOHKPETHOU
npobiieMe. OTO aKTUBHBIM METOJ, MO3BOJSIOUIMM Hay4YUTHhCS OTCTAaUBaTh CBOE MHEHHE H
ciymaTth Jpyrux. JlMCKyccus poKIaeT MbICHIb, AKTMBM3MPYET MBIIUICHHE, a B Yy4eOHOH
JTUCKYCCHM 00€CIeYrBaeTCsl CO3HATEIbHOE YCBOEHHE YYeOHOIo marepuana Kak MpOAyKTa €ro
MBICIMTEIBHOM MPOPAOOTKH.

MeTon IUCKyCCHM HCHOJB3YyeTCsl B TPyNNOBBIX (opMax 3aHATHI: Ha CeMHHapax-
JUCKYCCHSIX, COOECEeIOBAHUAX M0 00CYKICHHUIO UTOTOB BBINMOJIHEHHS 33JaHUH Ha MPAKTUYECKUX
U J1abOpaTOPHBIX 3aHATHSIX, KOTJa CTy/JIEHTaM HYXHO BbICKa3bIBaThCs. Ha nekuuu quckyccus B
IIOJIHOM CMBICIIE PAa3BEPHYTbCA HE MOXKET, HO IUCKYCCHOHHBIM BOIPOC, BBI3BABLIMI Cpasy
HECKOJIBKO Pa3HBbIX OTBETOB M3 ayJUTOPHH, CO3JaeT aTMOC(epy KOJIIEKTUBHOTO Pa3MBbIIITICHUS
Y TOTOBHOCTH CITyIIATh IPENOIaBATENs, OTBEYAIOIIErO HA 3TOT CIIOPHBIN BOIPOC.

Jluckyccuss Ha CeMHHApCKOM (IPAaKTMYECKOM) 3aHSATUU TpeOyeT NpoJyMaHHOCTH U
OCHOBATEJIbHON IMpeIBAapUTEIIbLHOW MOATOTOBKU oOydaromuxcs. HyKHbI He TOJBKO XOpOIue
3HaHusA (6€3 HUX JUCKyccHsl OecripeIMeTHa), HO TaK)Ke HaJINuue y CTYy/I€HTOB YMEHHUS BbIPAKaTh
CBOM MBICIIH, YETKO (OPMYJIHPOBATH BOIPOCHI, NPUBOJUTH ApPryMEHTHl M T.1. YueOHbIE
JUCKyCCHM O00OTalaloT NMPEACTAaBIEHUS yYalluXcsl MO TeMe, YHOPSAOYMBAIOT M 3aKpPEeIUISIOT
3HaHUS.

I.5. Meroauyeckne peKOMeHIALUH A5 BHINOJTHEHUS] TECTOBOI0 3a1aHMA

TecToBoe 3amaHue - CPEACTBO NPOBEPKU YMEHUN MPHUMEHSATH IOJIYYEHHBIE 3HAHUS IS
peleHus 3a1a4 ONpeIeIEHHOr0 THIIA IO TeMe WK pa3Jieny.

Tect — 3a1aHue, BBHINIOIHAEMOE B TEUEHHE 33JaHHOTO BPEMEHU (B YCIOBHUSAX ayIUTOPHOM
pabotrel — or 30 MHHYT JO 2 4YacoB, OT OJHOIO JHSA J0 HECKOJbKMX HEeIelb B Ciydae
BHEAyIUTOPHOTO 3aJaHUS).

Kak npaBuio, TecToBoe 3ajaHue BKIIOYAET B ceOs MHOXKECTBEHHBIH BHIOOp OTBETa Ha
BOIIPOC.

JUJ1s BBIMTOJTHEHUS TecTa 00yYaroIeMycs 1aeTCsl OT OJHOM /10 HECKOJIBKUX MOIBITOK.

[Ipu moaroTOBKE K TECTYy HEOOXOAMMO MOHSTH JIOTHUKY M3JI0KEHHOTO MaTtepuaia. DToMy
HEMaJio CoCOOCTBYET COCTABIICHUE PAa3BEPHYTOTO IIaHA, TAOIHUI] U CXEM.

[Tpu pemiennu Tecta HEOOXOIUMO:



- BHUMATEJIBHO HM3YUHUTh CTPYKTYpYy TECTa, OLIEHUTh 00BEM BPEMEHH, BBIJCIISEMOrO Ha
JTAaHHBIN TECT, YBUJETh, KAKOTO THIIA 33JaHUS B HEM COJAEPKATCS;

- HAYMHATh OTBEYATh HA T€ BOIIPOCHI, B IPABUJIBHOCTHU PEILICHUS KOTOPBIX HET COMHEHHUH,
HE OCTAHABJIMBAsCh HA TE€X, KOTOPBHIE MOT'YT BBI3BaTh 3aTPyIHECHHS;

- BHUMATEJIbHO YUTATh 3aJaHus 1O KOHIA, HE MBITAasACh Ha4YaTh OTBEYAThb, OPUCHTUPYSICH
Ha BBINOJIHEHHBIE MMO00HbBIE 3aJJaHHsI B IPEABLAYIINX TECTUPOBAHUSIX;

- eciii Bbl He 3HaeTe OTBETa Ha BOIIPOC UJIM HE YBEPEHBI B €r0 IIPABUIBHOCTH, CIEAYET
MPOIYCTUTh BOIPOC, YTOOBI BEPHYTHCS K HEMY TO3KE;

- paccUUTHIBATh BBHINIOJIHEHUE 33JaHUH CIIEyeT TaK, 4YTOOBI OCTAJIOCh BPEMs Ha MPOBEPKY
U 10pa0OTKY BBITIOJHEHHBIX 3a/1aHUH.

I.6. MeToanueckue peKOMEHIAUUM VISl MOATOTOBKHU O0TBETA HA 3a4eTe

YcnoBus, obecrieynBaromye negarornyeckyto 3(pGpekTuBHOCTh OLIEHOYHOH MPOLEAYPhI:

- CTeneHb OXBaTa pa3zesioB y4eOHOIl MmporpaMMbl M MOHMMAaHHUE B3aUMOCBS3EH MeEXIy
HUMU;

- TnyOMHAa TOHMMAaHHS CYyIIECTBa OOCYXJAaeMbIX KOHKDETHBIX MpoOJieM, a Takke
aKTyaJIbHOCTH U IPAKTHYECKON 3HAUUMOCTH U3y4aeMOW AUCLMIIIINHBL;

- IMana3oH 3HaHUs PEeKOMEH0BaHHOM JTUTepaTyphl;

- JIOTUYECKU KOPPEKTHOE, HETPOTUBOPEUUBOE, MTOCIEA0BATEIBHOE U apTyMEHTHPOBAHHOE
MIOCTPOCHUE OTBETA HA 3aUETE;

- YpOBEHb CAMOCTOSATEIBHOTO MBIIUIEHUS C D3JIEMEHTAMH TBOPYECKOrO IOAXO0Ja K
M3JI0KEHUIO MaTepuaa.

2. IlnaHbl NpAaKTHYECKHUX 3AHATHH
IpakTnuyeckoe 3ansitue 1
Coaepxxanue, 3Ha4eHHe 1e10NPON3BOACTBA. TeXHOI0rUsI OPraHu3anu AeJ10IPON3BOACTBA
B 00pa3oBaTeIbHOM y4peKACHUH

IInan:

1. OcHOBHBIE TEPMHMHBI U MOHSITHE «AEIONPOU3BOACTBO». McTOpHUs BO3HMKHOBEHHS U
OCHOBHBIE JTalbl Pa3BUTHS JEJIONPOU3BOJACTBA. CHCTEMBI OpraHU3allMM JEJIONPON3BOJCTBA.
[ToHsATHE ¥ NPUHIMUITBI OPraHU3alKU TOKYyMEHTO000pOoTa

2. PexBU3UTHI JOKYMEHTOB. Permcrpanus m wHACKcanus TOKyMeHTOB. CTpykTypa 0a3
JaHHBIX JOKyMeHTOB. [IpueM, o00paboTka ¥ pacrnpeieieHue MOCTYMAIOMIUX JIOKYMEHTOB.
Opranuzaiust 00paOOTKH U Nepeayl OTIPABISIEMbIX JOKYMEHTOB

3. IlopsAnok NPOXOXKAEHUS BHYTPEHHHUX JAOKyMeHTOB. OpraHusanusi KOHTpOJ 3a
UCIIOJTHEHUEM JOKYMeHTOB. PabGora ucnonnureneil ¢ nokymeHtamu. OpraHu3anusi MOMCKOBOM
CUCTEMBI 110 JOKYMEHTaM

4. CocoObl M METOAbI JIOCTaBKM JOKyMeHTOB. OO0paboTka KOH(MUIEHIMATIbHBIX
JOKYMEHTOB M JJOKYMEHTOB JUIsl CTYKEOHOTO TOJIb30BAHUS.

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

Bonpocul ona konnexkmusrno2o o6¢cyscoeHus.

1. ITonarue «penonpon3BoacTBO». OCHOBHBIE LENMM W 33Ja4d  JEJIONPOHM3BOACTBA.
Heo6xonumocTs opranu3anuu J1eJ10IpOU3BOJCTBA B YUPEKICHUN. 3HAUCHHE JeJIONPOU3BOICTBA
B JIeATEIbHOCTH  oOpasoBaTenbHOM  opranm3zamuu. Cekperapb,  JEIONPOU3BOAUTEID,
JOKyMEHTOBEI, KaHIEISPUSI.

2. Ucropuueckue »stambl pa3BUTHs jAenonpousBoactBa B Poccuu. CoBpemeHHOE
rOCY/IapCTBEHHOE PEryJIMPOBAaHUE JICTIONPOU3BOICTBA.



3. Cucremsl 1€10NPOU3BOICTBA: LICHTPAIIN30BAaHHAs, JELIEHTPAIN30BaHHAsl, CMEILIaHHasl.
Crpykrypa u 00BEM n0KymMeHTOOOOpoTa. OCHOBHBIE HPHUHLHUIIBI OpraHu3alud padoThl C
JIOKYMEHTOIIOTOKaMH.

4. IlonsaTtue PEKBU3UTAIOKYMEHTA. Bunsr PEKBU3UTOB. [IpaBuia
0(pOPMIICHUSPEKBU3UTOB JTOKYMEHTOB. braHknokymeHnTta. Buasl OnankoB. TpeOGoBanus K
OnmaHKaM JOKYMEHTOB.Buzbl M (opMbI perucrpanviv JOKYMEHTOB. SI3bIK M CTHIb CITy)KeOHBIX
JAOKYMCHTOB.

5. DTtansl 00pabOTKUBXOISIIINX JIOKyMEHTOB. [TepBuunas obpaboTka
BXOJIIIMXJOKYMEHTOB. Perucrpupyemslie U HeperucTpupyemsle T0KyMeHThl. [IpenBapurensHoe
paccMOTpeHHe JOKYMEHTOB JIJIsl HalpaBJeHUsI UCTIONHUTENSIM. Pe3omrorust.

6. ITopssmOK MOArOTOBKM HCXOISIIMX AOKyMeHTOB. CocTaBieHHE MPOEKTa AOKYMEHTa,
corjacoBaHue, moanucanue (yTBepikaeHue), TupaxupoBaHue. CrocoObl U METOJbI OTIPaBKU
UCXOIAIIMX JTOKyMeHTOB. OOImias XapaKTepHCTUKa CIy>KeOHOH mnepenucku. PasHOBHIHOCTH
CITyEOHBIX MTUCEM.

7. BHyTpeHHHE TOKYMEHTHI 00pa3oBaTellbHOM opranm3anuu. [loaroroBka, opopmiieHue,
peructpanus. [IpaBuna mocTaHOBKM JOKYMEHTOB Ha KOHTpPOJb. [IOpsimOK CHATUS JOKYMEHTOB C
KOHTpoid. OT4eT MO MCHOJHEHUIO KOHTPOJBHBIX JIOKYMEHTOB. OrliepaTMBHOE MCIIOJIHEHHE
JOKYMEHTOB COTPYAHMKAaMH B COOTBETCTBUM C UX JODKHOCTHBIMH OOSI3aHHOCTAMU U
pe3oyionMed  pyKOBOJIUTEIS. OTBEeTCTBEHHOCTh 32  HecoOmoJeHHe  TpeOoBaHMIA
UCIIOTHUTENIbCKOW  JUCUUIUIMHBI, 32  HEMNPaBWIbHOE  HCIOJb30BaHUWE  JIEUCTBYIOIINX
HOPMATHBHBIX IOKYMEHTOB B TIOJrOTOBKE, O()OPMIICHUHU U UCTIOJTHEHUH TOKYMEHTOB B CPOK.

8. Opranuzais TOYTOBOM, KYpPHEPCKOM M 3KCIPECC-IOCTaBKU JOKYMEHTOB. [loHsaTHs:
«IIEHHOCTh W 0e30macHOCTh  WH(OpMALUN, «KOH(HIEHITUATBHOCTBY, «yrposa
KOH(UICHIIMATBEHOCTHY, «3aluTa uHpopManum». be3omacHOCTh HEHHBIX HH()OPMALMOHHBIX
pecypcoB. Llennas mHpopmanus U KOH(UACHIUAIBHBIE JOKYMEHTHL. PerimameHTanus cocraBa
KOH(QUICHIIMATBHBIX CBeNEeHUN U JOKyMeHTOB. [lopsimok paboTel ¢ KOH(MUIEHIHATbHBIMU
JOKyMeHTaMu 1 Matepuanamu. KonpuaeniuansHas nHGoOpMaIyst U CBEACHUS B JEATEIbHOCTH
00pa3oBaTeNbHOI OpraHu3aluu.

IIpakTnyeckoe 3ansitue 2-3
HopMmaTtuBHo-3akoHOAaTeIbHAsSA 0a3a. OCHOBHBbIE BU/IbI IOKYMEHTOB U CUCTEMbI
poxkymeHTanuu. OcodeHHOCTH MOATOTOBKH M 0(popMJIeHHS OT/IeJIbHbIX BUTOB JOKYMEHTOB

Ilnan:

1. HOpMaTI/IBHO-3aKOHOI[aTeJIBHBI€ U HOPMATUBHO-MCTOAUYCCKHUEC NOKYMCHTHI I10
JIeJIoTPOn3BOICTBY. HopMaTHBHO-3aKOHOAATEIIbHBIE U HOPMATUBHO-METOIMYECKUE JOKYMEHTBI
110 ApXUBHOMY JIETTY.

2. Knaccudukamus qokymentoB. KOpunnueckas cuna qokymenTa. HazHadyenune u coctaB
OpraHU3al[MOHHO-TIPABOBOM  JTOKyMeHTauud. HasHaueHwne u cocTtaB  OpraHM3alMOHHO-
pacropsiIUTeNILHON  TOKyMEHTalnuu. Ha3HaueHwe U COCTaB  CHpaBOYHO-HH(POPMAIIMOHHON
JIOKYMEHTaI1H.

3. JlokanpHble HOpMaTUBHBIE akThl. CocTaB U paboTa ¢ KaApOBOM JOKYMEHTAIUEH.

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

Bonpocul 0n5 konnexmugrno2o 06¢cysicoeHus.

1. 3akoHomarenbHble akThl Poccuiickoit ®eneparun u  MypmaHCKOW — o0nacTu,
pErJIaMEHTHPYIOIIHE JEIOMPOU3BOJCTBO M apXMBHOE JeJ0. ['0CynapCTBEHHbIE CTaHIAPTHl U
yHUUKaMs B 00JacT JEIONPOU3BOICTBA U APXUBHOTO JIeTa.

2. UHcTpyKuMg 1O  JETONPOU3BOJACTBY MHUHHCTEPCTBA O0pa3oBaHUS W HAYKHU
Poccwuiickoii ®eneparun. MeTonudeckue peKOMEHAANMHU MO pa3paboTKe HOMEHKIATYphl U



MHCTPYKLIMU TIO JEJONPOU3BOJICTBY B 0OPa30BaTEIbHOM YUYpPEXJECHUH. THUIOBBIE NMEPEYHU C
yKa3zaHHEM CPOKOB XpaHEHHs JOKyMeHTOB. [IpaBuiia paboThl apXMBOB OpPTraHU3AIHA.

3. Knaccudukanms JOKYMEHTOB, €€ OCHOBHble mpu3Haku. Kiaccudukanus 1o
HAaUMEHOBAHMIO: TPHUKA3bl, PACIIOPSDKEHUS, IUIAaHBI M OTYETHI, aKThl, MPOTOKOJBI, JOTOBODBI,
yCTaBbl, MHCTPYKIIMH, TOBEPEHHOCTH U T.1. Kitaccudukanus mo Mecty coCTaBIeHHs, IO CTETIEHU
yYHU(UKALUH, 0 IPOUCXO0XKICHHUIO, IO BUAY oopmiieHus, o crnocody ¢pukcanuu nHpopMaluu,
[0 CTENEHW CJOKHOCTHU, IO CTEMEeHHM TJIACHOCTH, MO IOPUAMYECKOM cuje, Mo CpoKam
UCTIOJIHEHUS, [T0 CPOKAM XPAHEHUS], 10 CTEIIEHU 0053aTeIbHOCTH.

4. Cuctema  OpraHM3allUOHHO-TIPABOBOM  JOKyMeHTanuMu  (ycTaB  yupeKAEHus,
MOJIOKEHHUS, IITAaTHOE pPACIUCAHME, NOJDKHOCTHBIE MHCTpyKLuH). CHcTeMa OpraHM3allMOHHO-
pacropsauTenbHON JNoKyMeHTauuu (ykas, IpHKa3, BBIIMCKAa M3 MPHKa3a, pPacHopsuKeHHe,
nocraHoBieHue). Cucrema CHpaBOYHO-UH(POPMALMOHHOM JOKyMEHTAalUuH (IPOTOKOJ, aKT,
3asBJICHME, JOKJaJHas 3amucka, TMpeUIoKEeHUe, TpeACTaBIeHUe, CIayXeOHas 3amucka,
oObsicHuTenpHas). CxeMa IMOATOTOBKM PacIOpAIUTEIbHBIX JOKYMEHTOB.IIOpSIOK CHATUS U
BBIJIAYH KOMHHI C JJOKYMEHTOB.

5. IonoxeHus, nmpaBuia, UHCTPYKUUHU (IIpaBUJIa BHYTPEHHETO TPYJIOBOIO pacropsijika,
MHCTPYKLHUHU O TOPSIIKE OCYLIECTBICHUS KaKOW-TMO0 AESITETbHOCTU WM MOPSIIKE PUMEHEHUS
MOJIO)KEHUN 3aKOHOJATENbHBIX M MHBIX HOPMATHUBHBIX aKTOB, IOJIOKEHUS O CTPYKTYPHBIX
MoJipa3fiesieHusX, KOJJIEKTUBHBIN foroBop u np.). [lopsaok odopmiieHuss ¥ MOAMUCAHUS STUX
JOKYMEHTOB JUJIsl IPUMEHEHHsI KaK CaMOCTOSITEbHBIX IIPABOBBIX AKTOB.

6. IloHsATHE U CTPYKTYpa NEPCOHAIBHBIX JaHHBIX. O0s3aTeabHble KaAPOBbIE JOKYMEHTHI
00pa30BaTeIbHOMOPraHNW3allMi, UX BH[BI, COCTaB, HOPMATHUBHBIE TPEOOBAaHUS K BEJICHHIO
KaJpOBOM JOKyMEHTalMM (IpUKa3bl M pPACIOpsHKEHUs IO JIMYHOMY COCTaBy, 3asiBICHHUE,
TPYZAOBOH JOTOBOD, JOJKHOCTHAs MHCTPYKLMSA, TPYJIOBas KHMJ)KKA, JIMYHAs KapTOdKa, JUYHOE
neno). JIBuwkeHne M XpaHEHHE KaapoBOM JOKyMeHTauuu. JKypHanbl M KHUTH ydeTa.
HcnonHenne conuaibHO-NPAaBOBBIX 3alIPOCOB.

IpakTnyeckoe 3ansitue 4-5
@dopMupoBaHHUeE JeJI M OPraHU3aLMUs XPAHEHHUS IOKYMEHTOB. JKCIePTU3a HeHHOCTH
AO0KyMeHTOB. TexHu4eckue cpeacTBa, MCIOJIb3yeMble B 1eJ10NPOU3BOACTBE.
DJIeKTPOHHBIN JOKYMEHTO000pPOT

ILnan:

1. IIpaBmwiia cocTaBiieHHs HOMEHKIATypsl Jen yupexacHus. @dopmupoBaHue u
odopmienue nen. OpraHu3zanys ornepaTuBHOIO XpaHEHUs! JOKyMEeHTOB. DOpMUpOBaHUE apXHUBa
B 00pa30BaTEIbHOM YUPEXKICHUM.

2. Jlena TIOCTOSHHOTO M BPEMEHHOTO CpOKAa XPAaHEHHUs. OKCIEpTHas KOMHCCHS
yupexaeHus. Ilopsaok yHUUTOKEHNS JOKYMEHTOB.

3. HUcnonr3oBanue [IK B nenonpousBonactee. CpeacTBa KOIMPOBAHUS U ONEPATUBHOTO
pasmHOokeHus. [Ipuem m 00paboTKa TOKYMEHTOB, MOCTYHAIOIIMX IO KaHAJIaM >JIEKTPOHHOMH
noYTHl U (hakCUMMIIbHOM cBsi3u. [IpaBuia Ge30macHol paboThI C OPTTEXHUKOM.

4. DneKTpoHHOE NOKyMEeHTHpoBaHHE. [I0HATHE «3JIEKTPOHHBIN TOKYMEHTY.

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

Bonpocwt ons konnekmusrnoco obcyscoenus:

1. llousatue o «zuene». Homenknatypa pgen. CocraBiieHHE€ HOMEHKIATYpbl /el B
oOpa3zoBaTesibHOM yupexaenuu. @opmupoanue aein. [IpuzHaku 3aBeeHus 1e1: HOMUHAJIbHBIH,
IIPEIMETHO-BOIIPOCHBIN, aBTOPCKUi, KOPPECTIOHAEHTCKHM, reorpapuuecKuii, XpOHOJIOTUYECKHUH.
Buner apxuBoB. TpeOoBanusi k apxuBaMm. Ilopsgok mepenayn JOKYMEHTOB Ha apXUBHOE



xpaHeHue. CucremaTusanus JOKyMEHTOB B apxuBe. PaboTa ¢ Hay4yHO-CIpaBOYHBIM ammapaTom
(ucropuueckas crpaBKa, OIUCH JEJI IOCTOSIHHOI'O M BPEMEHHOI'O XPAHEHUS TOKYMEHTOB, KHUTH
y4deTa U IBUKEHUS J1€eN).

2. OcoOeHHOCTH XpaHEHUs JieN MOCTOSIHHOTO, BpeMeHHoro (cBwimie 10 5eT) m men mo
au4HoMy cocTaBy. [lopsinok nepenauu aen B 'ocynapcTBeHHble apxuBbl. Co3/1aHUE HKCIIEPTHOMN
KOMHUCCHHM yupexaeHus. [IpoBeneHue sKcHepTusbl IEHHOCTH JA0KyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3aceaHuil KOMHCCHU W aKTOB Ha yHMUTOKeHue jaen. llponeaypa yHUUTOXEHHS
JIOKYMEHTOB.

3. KoMIbloTepHbIe€ Cpe/ICTBA MOATOTOBKU AOKYMEHTOB. Vcronb3oBaHue 1a0I0HOB JUIs
dbopMHpoBaHUs JOKYMEHTOB Ha KoMmmbloTepe. lcnonp3oBaHMe B KOMIbIOTEpE OJIaHKOB
nokyMeHToB. Co3faHue OJIaHKOB JOKYMEHTOB B KoMIbloTepe. V3rotoBiieHHe, KOMUPOBAHUE U
TUPaXHPOBaHUE NOKyMEHTOB. CpenctBa 00pabOTKM TOKYMEHTOB. JIOKYMEHTHI, mepeiaBaeMble
[0 KaHajaM CBs3u (TejerpaMma, Tenekc, ¢akcorpamma, TtenedoHorpamma). Ilonarue
«oprrexHuka». OCHOBHbBIE BHJIbl OPraHU3aLMOHHON TeXHUKH. [IpaBuiia TEXHUKH 0€301MacHOCTH
paboThI C OPTTEXHUKOIA.

4. Tlpeumy1iecTBa nepeaayu JOKyMEHTa ¢ KOMIBIOTEPA HA KOMIBIOTEP. YCTaHOBKa Ha
KOMIIBIOTEpE CHEIHMAIbHO BBIIEICHHON ManKM /Ul NOCTyNaloIUX JOKyMEeHTOB. [IpenmyiiectBa
anekTpoHHOM mnouthl. [loctyn k Internet. Cucrema peructpanuu u KoHTpois. Co3maHue
AIIEKTPOHHOM 0a3bl JaHHBIX. [lorCcKk JOKyMeHTa.
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