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1. MeTonnuyeckne peKOMEeHIAMHU

1.1. Meroanyeckue peKOMEHIAUMH 10 OPraHuU3aluu padoTbl CTYAEHTOB BO
BpeMsl IPOBeAeHUsl JTeKIHOHHBIX 3aHATHI
B Xoae HGKHI/Iﬁ npenoaaBaTeyib U3J1aracTt U pa3bACHACT OCHOBHBLIC, HanOoJee CIOKHBIE TIOHATHS
TEeMBbl, a TAKXE CBA3aHHbIE C HEH TEOpPEeTHYECKHE U MpaKTHYECKHUEe MpoOIeMbl, [aeT
PEKOMEHIANNU JIJIS1 TPAKTHYECKOTO (CEMUHAPCKOT0) 3aHATHS U yKa3aHUs JUIsl CAMOCTOSTENIbHOM
paboTHI.

Ha JICKIIMOHHBIX 3aHATUAX CTYACHTY HGOGXOZ[I/IMO BCCTU KOHCICKTUPOBAHHC y‘-ICGHOI‘O
Mmarepuana. OOpaiaTh BHUMaHUE Ha KaTeropuu, GOpMyIMPOBKH, PACKPBIBAIOLINE COJIEPKAHUE
H3yqaeM01>'1 AUCHUIINIMHBI, HAYYHBIC BBIBOAbLI U MPAKTUYCCKUC PCKOMCHAAIINU, MMOJI0KUTEIbHBIN
OIIBIT B OPATOPCKOM HCKYCCTBE.

JKenareapHO OCTaBUTH B pa60qnx KOHCIICKTax II0JId, Ha KOTOPbIX [JCJIaTb ITOMCTKH,
NOJYEPKUBAIOIIAE OCOOYI0 BaXHOCTh TE€X WJIM MHBIX TEOPETHUYECKHX IIOJI0KEHUIL.
PGKOMGHI[yeTCSI AKTUBHO 3aJaBaThb MPCIIOAaBaTC/II0 YTOUYHAIOMIUC BOIIPOCHI C LCIIBIO YACHCHUA
TEOPETUYECKUX MOJI0KEHUH, pa3peleHns CIIOPHBIX CUTYyalLUH.

1.2. Meroauyeckue PpeKOMEHAAUMM IO TOANOTOBKE K  CEMHHAPCKHUM
(IpaKkTHYeCKUM) 3aHATUAM

[Ipuctynas k H3y4eHHIO AMCUUILIMHBI, HEOOXOAMMO BHHMMATEIBHO O3HAKOMHUTHCS C
TEMAaTUYECKUM IUIAHOM 3aHSATUM, CIIUCKOM PEKOMEHJIOBaHHOM auTeparypbl. CleayeT YsSCHUTH
MOCIIEZI0BATENbHOCTh BBIMIOJIHEHUS HMHIWBUIYaNbHBIX Y4eOHBIX 3amaHuil. CamocrosiTenbHas
paboTa cTyneHTa npeanonaraeT paboTy ¢ Hay4HOI U yuyeOHOM JIuTepaTypoi, yMEHUe CO3/1aBaTh
TEKCThl. YPOBEHb U TNTyOWHA YCBOCHHS TUCIUILUIMHBI 3aBUCIT OT aKTUBHOM U CHCTEMaTHYECKOM
paboThl Ha JEKIUSAX, M3YYCHHS] PEKOMEHIOBAHHOW JIMTEPATYpPHI, BBIOJIHEHUS KOHTPOJIHHBIX
MMACbMEHHEIX 3aJaHUMN.

CeMuHapckue 3aHSTHS 3aBEPIIAIOT M3y4YeHHE Hanboiee BaXKHBIX TEeM Y4eOHOM
mucturuiiabl. OHU ciayaT A 3aKperyieHHs M3y4eHHOro Marepuala, pa3BUTUS YMEHHH U
HABBIKOB TOJTOTOBKH JIOKJIAQJ0B, COOOIIECHUH, MPUOOPETEHHS] OMBITA YCTHBIX MyOIHMYHBIX




BBICTYIUICHUM, BEJIEHUSI JIUCKYCCUM, apryMEHTAllMM M 3alllUThl BBIABUTAEMBIX IOJIOKEHUH, a
TaK)Ke NIl KOHTPOJISl MPENoiaBaTesieM CTENEeHH MOJATOTOBICHHOCTH CTYIEHTOB IO H3ydaeMoM
JUCLIUIINHE.

CemuHap mpesmosiaraeT CBOOOJHBI OOMEH MHEHHSMHU IO H30paHHOW Temaruke. OH
HAUMHAETCS CO BCTYIUTEIBHOTO CJIOBa MpenojaBareis, (HOpMyTUpPYIOMIETO IENb 3aHATHS U
XapaKTepU3YIOIIET0 €ro OCHOBHYIO MpoOJeMaTHKy. 3aTeM, KakK MpaBWIO, 3aCIyLUIMBAIOTCS
cooOmieHus cryaeHToB. OOCyKaeHne COOOIIEHHsSI COBMEIIACTCS C PACCMOTPEHNEM HaMEYEHHBIX
BonpocoB. CooOImieHus, MpeArnosaraime aHanu3 MyOoauKauid Mo OTAEIbHBIM BOIPOCAM
NPaKTUYECKOrO 3aHATHsA, 3aCIyIIMBAlOTCS OOBIMHO B cepeaumHe 3aHsATHA. [loompsiercs
BBIIBIDKEHHE U OOCYXXJEHHE aJbTEepPHATUBHBIX MHEHUH. B  3aKkiIIOunTENbHOM  CJIOBE
IpenoiaBaTeb MOABOIUT UTOTH OOCYXKACHUS U OOBSBISET OLCHKH BBICTYIABIIUM CTYIEHTAM.
B 1menax KOHTpOJs MOATOTOBICHHOCTH CTYIEHTOB M TPUBUTHS UM HAaBBIKOB KpPaTKOIO
IMCbMEHHOTO U3JI0KEHUSI CBOMX MBICIIEN IIPENOAAaBaTeb B X0/A€ MPAKTUUECKOT0 3aHATUS MOKET
OCYIIECTBIISATh TEKYIIUH KOHTPOJIb 3HAHUH B BUJIC TECTOBBIX 3a/IaHUI (KOHTPOJIILHON PabOTHI).

B Xxome moAaroTtoBku K CEMHHAPCKUM (TIPAKTUYECKUM) 3aHATUSAM CIEAYET H3Y4MTh
OCHOBHYIO U JIOINOJIHUTENbHYIO JIMTepaTypy, YYecTh pPEKOMEHIAIMU MpernojaBarens u
TpeGoBaHus pabovel mpOrpaMMel.

MOXHO TOATOTOBUTh CBOW KOHCIIEKT OTBETOB [0 PAaCCMATPUBAEMOW TEMAaTHKE,
HOJATOTOBUTH TE3UCHI VIS BHICTYIUIEHUH MO BCEM Y4eOHBIM BOIPOCAM, BHIHOCUMBIM Ha 3aHSTHE.
Crnenyer mpoaymaTh MPUMEPHI C ILEIbI0 00ECIIEUCHUs] TECHOW CBS3M HM3ydaeMOW TEOpHHU C
peanbHOM  NPAKTUKOH. MOXKHO  JONOJHHUTH CHHUCOK PEKOMEHJOBAaHHOM  JIMTEpaTyphl
COBPEMEHHBIMHM UCTOUYHHUKAMHU, HE MPEJCTABICHHBIMH B CIIUCKE PEKOMEHI0BAHHOM JTUTEPATYPHI.

1.3. Meroauyeckue peKOMEHIAUMH 10 MOATOTOBKE Mpe3eHTANU

[TogroroBky mpe3eHTALMOHHOTO MaTepuaia CleAyeT HayuHaTh C  HM3Y4YCHHS
HOPMAaTHBHOM M CHEUUAIbHOW JINTEPATyphbl, CTATUCTHYECKUX JIaHHBIX, CHCTEMaTH3alHU
coOpanHOro Matepuana. lIpe3eHTalMOHHBI MaTepuan JOJHKEH OBITh JOCTAaTOYHBIM ISt
PacKpBITHSL BEIOPAHHON TEMBI.

[ToaroroBka MpPE3eHTAIMOHHOTO MaTephalia BKIIOYAET B Ce0S HE TOJIBKO TOITOTOBKY
CIIaliI0B, HO M OTPAOOTKY HABBIKOB OPaTOPCTBA U YMEHHSI OPraHU30BaTh U MPOBOJIUTH AUCIIYT.

Co3nanue Mpe3eHTAllMOHHOrO0 MaTepuaia J1aeT BO3MOXKHOCTh IOJYYUTh HABBIKU U
YMEHHMsI CaMOCTOATEIBHOT0 000011IeHNsI MaTepraa, BbIICTICHUS TJIaBHOTO.

[Ipu moAroTOoBKE MYIBTUMEAUNHOTO NPE3EHTALMOHHOTO MaTrepuaia BaXHO CTPOTO
coOroaaTh 3a/laHHbIN PErJaMeHT BpEMEHHU.

HeoOxomuMo MOMHHUTH, YTO BBICTYIUIGHHE COCTOMT W3 TPeX YacTel: BCTYIUICHHUS,
OCHOBHOW 4YacTW W 3akiroueHus. IIpexzae Bcero, cieayeT Ha3BaTh TEMY CBOEH MPE3CHTALNH,
KpPaTKO TMEPEUUCINTh pPacCMAaTPUBAEMBIC BOMPOCHI, M30paB Ui ATOTO KHBYIO WHTEPECHYIO
bopMy U3IIOKEHUSI.

Bonpmias yacTe cnaiiioB [OMKHA OBITH TOCBSAIICHA PACKPBITHIO TEMBL 3ajgada
BBICTYNAIONIET0 COCTOUT HE TOJBKO B TOM, YTO NPOJEMOHCTPUPOBATH COOCTBEHHBIE 3HAHUA,
HABBIKM U YMEHHS IO paccMaTpUBAaeMOU MpoOJieMaTHKe, HO W 3aMHTEPECOBATH CIYIIATENECH,
crocoOcTBOBaTh (POPMHUPOBAHUIO Yy JAPYTUX CTYJCHTOB CTPEMIICHHUS IIO3HAKOMUTHCA C
HOPMATUBHBIMH U CHIEIIUATILHBIMI HCTOYHUKAMH 10 pacCMaTprUBaeMoil mpobdaemMaTHKe.

ANTOpUTM CO3aHUs IPE3CHTALNN

1 aTan — onpeaeneHue el NPe3eHTALNI

2 9Tam — noApoOHOE PacKPHITHE HHPOPMAIIHH,

3 3TaI - OCHOBHbBIE TE3UChI, BEIBOJIBI.

Cnenyet ucnonb3oBath 10-15 cnaiinos. [Ipu aTom:

- NIEPBBIN claij — TUTYJIbHBINA. IIpenHa3sHaueH g pa3MelleHns Ha3BaHUs [IPEe3CHTaluH,
UMEHH JIOKJIaJIYUKa U €r0 KOHTAaKTHON MH(pOpMAaIIIH;

- Ha BTOPOM ClIalile HEOOXOJAMMO Pa3MECTUTh COACpPKAHHE MPE3CHTAIMH, a TaKKe
KpaTKO€ ONMCAaHNE OCHOBHBIX BOIIPOCOB;



- BCE OCTaBILUECS CIaiIbl UMEIOT HH()OPMATHBHBIN XapakTep.

OO6b1yHO mojaua MHGOpPMAIMU OCYIIECTBISIETCA MO IUJIaHY: TE3UC — apryMEHTalusl —
BBIBOJI.

PexoMeHnganuu 1o co31aHuIo IPEe3eHTALUN:

1. YutaGenbHOCTh (BUAMMOCTD M3 CaMbIX JaJbHUX YTOJKOB IMMOMEIICHUS U C PA3TUYHBIX
YCTPOMCTB), TEKCT JOJDKEH ObITh HabpaH 24-30-b1M mpudTOoM.

2. TmarensHO CTPYKTYpHUpOBaHHAS HHPOPMAITHSL.

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

4. Kaxaomy moJIOKEeHHUIO (KMee) Halo OTBECTH OTICIbHBIN ab3air.

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

6. Ucnons3oBath TabmuuHbie (OpMBI TIPEACTABICHUS HWH(OpMaAnuu (JuarpaMMel,
CXEMBI) HIJIsl WUIIOCTPAIlMM BAXHEWIIUX (PAKTOB, YTO JACT BO3MOXKHOCTH IOJATh MaTepHal
KOMIIAKTHO U HAIJIATHO.

7. I'paduka 1omKHA OPraHUYHO JOMOIHSATH TEKCT.

8. BricTymienue ¢ npe3eHTaruei aures He 6onee 10 MUHYT.

1.4. Meroanyeckue peKOMEHIAIUH 10 YYACTHIO B TUCKYCCHH

Jluckyccus - 00CyXICHHE CIIOPHOTO BOIIPOCA, TPOOIIEMBI.

BaxxHOl XapakTepUCTUKOW IUCKYCCHUH, OTIMYAIOUIEd €€ OT IpPyrux BHJIOB CIIOpAa,
ABJISIETCS. ApTyMEHTUPOBAHHOCTD.

Cwmbicn auckyccuu (y9eOHOM JUCKYCCHUU) COCTOUT B OOMEHE B3TJSAaMH MO KOHKPETHOU
npobiieMe. DTO aKTUBHBIM METOJ|, MO3BOJISIONIMN HAyYUTHCS OTCTaWBAaTh CBOE MHEHUE U
ciymarh Apyrux. JMCKyccus pOXXKIaeT MbICIb, AKTUBU3UPYET MBIIUICHHE, a B y4eOHOM
JUCKYCCUM 00€CIeYMBAEeTCsl CO3HATEIbHOE YCBOEGHHE y4eOHOro MmaTepuaja Kak MpOJayKTa ero
MBICIIUTEIBHOM MTPOPAOOTKH.

MeTon NHCKYCCHHM HCIIONIb3yeTCsl B TPYNNOBBIX (opMmax 3aHATHH: HAa CeMHHapax-
JUCKYCCHSIX, COOECeIOBAaHUAX MO OOCYKICHHIO UTOTOB BHITIOJIHEHUS 3a/laHUI HA MPAKTHYECKUX
U J1a0OpaTOPHBIX 3aHATHUIX, KOTJla CTYJEHTaM HY>KHO BbICKa3blBaThcs. Ha nexuuu auckyccusi B
IIOJIHOM CMBICJIE DPa3BEPHYTbCA HE MOXET, HO AMCKYCCHOHHBI BOIIPOC, BBI3BABILMN Cpazy
HECKOJIBKO pPa3HbIX OTBETOB M3 ayJUTOPHUU, CO3JAET aTMOC(epy KOJIJIEKTUBHOTO Pa3MbIIUICHUS
Y TOTOBHOCTH CIIyLIATh MPENOIaBaTENsl, OTBEYAIOIIET0 HAa ATOT CIIOPHBIN BOMPOC.

Jluckyccuss Ha CEMHHApCKOM (TIPAaKTHYECKOM) 3aHATHU TpeOyeT NPOIyMaHHOCTH U
OCHOBATEJIbHOM IpeIBapUTEIbHON MOArOTOBKM OOydaromuxcs. HyXHBI HE TOJIBKO XOpOIIHE
3HaHMs (0€3 HUX JUCKYCCHUsl OecrpeIMEeTHA), HO TaK)Ke HAIMYWE Y CTYICHTOB YMEHHUSI BhIPaXKaTh
CBOM MBICIIH, YETKO (HOPMYIHPOBATH BONPOCHI, NPUBOAUTH APTYMEHTHI W T.O. Y4YeOHbIE
JUCKycCHM O0OTalaloT NMPEACTABICHUS YYallluXcsl MO TeMe, YHOPSAOYMBAIOT M 3aKPEIUIsioT
3HaHUS.

1.5. MeroauyecKkue peKOMeHAAINHU 1JIsl BbINOJTHEHHS TECTOBOI0 3a/IaHH s

TectoBoe 3amaHue - cpeicTBO MPOBEPKH YMEHUN MPUMEHSTH MOTYYEHHbIE 3HAHUS AJIS
pelieHus 3a/1a4 ONpeeIeHHOr0 TUIA M0 TEME WUJTU pa3zeiy.

Tect — 3aganue, BBIMIOIHAEMOE B T€UEHHE 3aJaHHOTO BPEMEHHU (B YCIOBHSIX ayAUTOPHON
paboter — ot 30 MUHYT JO0 2 YacoB, OT OJHOTO JIHS JO HECKOJBKUX HEJelb B Ccilydae
BHEAYJAUTOPHOTO 3aJIaHUS ).

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

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

[Ipu moAroToBke K TECTy HEOOXOIUMO MOHSTH JOTHKY HU3JI0)KEHHOT0 MaTepuaia. IToMy
HEMAJIO CTIIOCOOCTBYET COCTABJICHUE PA3BEPHYTOTO IJIaHA, TAOJIUIl U CXEM.

[Ipu pemennn TecTa HEOOXOUMO:



- BHUMATEJIBHO M3YYUTh CTPYKTYpPY Te€CTa, OLICHUTh 0OBEM BPEMEHH, BBLICISIEMOTO Ha
JaHHBIN TECT, YBUETh, KAKOTO TUIIA 3aaHUS B HEM COIECPKATCS;

- HAQYMHATh OTBEYATh HA T€ BOIIPOCHL, B IPABWIBHOCTU PELICHUS KOTOPBIX HET COMHEHUH,
HE OCTaHaBJIMBAsCh HA TE€X, KOTOPBIE MOTYT BbI3BaTh 3aTPYAHCHHUS;

- BHUMATEJIbHO YMTATh 33JaHMsI JO KOHIA, HE IBITAsICh HA4YaTh OTBEYATh, OPUEHTUPYACH
Ha BBITNIOJIHEHHBIE IOJJOOHBIE 3a/1aHUs B IIPEIBIIYIINX TECTUPOBAHUSX;

- ecii Bl He 3HaeTe OTBETa Ha BOIIPOC MIIM HE YBEPEHBI B €r0 MPABUIBLHOCTH, CIEIYET
IPOIYCTUTh BONPOC, YTOOBI BEPHYTHCS K HEMY TO3KE;

- pacCUMTHIBaTh BBHINIOJIHEHUE 33aHUH CIIEAyeT TaK, YTOObI OCTaJIOCh BpeMs Ha IPOBEPKY
U 10pabOTKY BBIIOJIHEHHBIX 33 JaHUH.

1.6. MeToanyeckne peKOMEHIAIUU 1JIS OATOTOBKHM OTBETA HA 3a4eTe

YcnoBus, 00ecneunBarIINe MeAarorndeckyro 3P PeKTUBHOCTh OIIEHOYHON MPOLIETYPHI:

- CTENeHb OXBaTa pa3fesioB y4eOHOIl mporpamMMbl M MOHUMaHHE B3aHMMOCBS3EH MEXAy
HUMU;

- TIyOWHa TOHUMaHHUS CYIIECTBa OOCYXIaeMbIX KOHKPETHBIX MpOOJeM, a TaKKe
AKTYaJIbHOCTH U MTPAKTUYECKON 3HAYMMOCTH U3y4aeMOU JUCITUILINHBI,

- Iuana3oH 3HaHHs PEKOMEHI0BaHHOM TUTepaTyphl;

- TIOTUYECKU KOPPEKTHOE, HEITPOTUBOPEUUBOE, MTOCICIOBATEILHOE U aPTYMEHTHPOBAHHOE
MOCTPOCHUE OTBETA HA 3aYETE;

- YpOBEHb CAMOCTOSTEIHHOTO MBIINUICHHUS C 3JIEMEHTAMH TBOPYECKOTO IMOAXO0Aa K
U3JI0KEHUIO MaTepuaa.

2. Il1aHbl NPAKTHYECKUX 3aHATHI
IIpakTnyeckoe 3ansitue 1
Coaeprxanue, 3Ha4YeHHe AeT0NPON3BOACTBA. TeXHOJIOrusl OPraHu3anuy AeJ10NPOU3BOACTBA
B 00pa30BaTeJILHOM y4pe:KIeHUH

ILaan:

1. OCHOBHBIG TepMI/IHBI 1 IIOHSTHUC ((,Z[G.HOHpOI/I3BO,Z[CTBO». I/ICTOpI/I}I BO3HUKHOBCHUA U
OCHOBHBIC ATalbl Pa3BUTHS JETOMPOM3BoACTBa. CHCTEMBI OpraHU3AIMH JIEJIOMPOU3BOJICTBA.
[lonATre ¥ MPUHLIUIIBI OPraHU3AIMH JOKYMEHTO000pOTa

2. PexBu3uThl nOKyMeHTOB. Perucrtpamus m umHumekcamusi 1okymeHToB. CTpykTypa 6a3
JMaHHBIX JOKyMeHTOB. [Ipmem, o0paGoTka ¥ pachpeneieHHe IMOCTYMAIMUX JTOKYMEHTOB.
Opranu3zanusi 00pabOTKH U Mepeaadn OTIPABIIEMbIX TOKYMEHTOB

3. Ilopanok MHpOXOXKAECHHUsS BHYTPEHHMX JOKYMEHTOB. OpraHuzanus KOHTpOJIS 3a
WCITOJTHEHUEM JIOKYMEHTOB. Pabora ucnonHuTeNne ¢ pokymMeHtamu. OpraHu3amnus MOMCKOBOM
CUCTCMBEI 110 I[OKyMeHTaM

4. CriocoObl W METOABl JOCTaBKHM JOKyMeHTOB. OOpaboTka KOH(PHUACHITUATHHBIX
I[OKyMeHTOB nu ,Z[OKYMCHTOB JUUIA CHy)KCGHOI‘O IIOJIB30BAHUSL.

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

Bonpocwl ons konnexmuenozo oocyscoenusi.

1. Ionsatne «gmenonpou3BoaAcTBO». (OCHOBHBIE IENM W 3aJadd JEJIOMPOU3BOJICTBA.
Heob6xonuMocTh opraHu3anuu 1eI0MPOU3BOJICTBA B YUPEKICHUN. 3HAUCHUE JCIIOTPON3BOACTBA
B JeATeNbHOCTH  oOpaszoBartenbHOW  opranHusamuu. Cekperapb, JACIONPOU3BOIUTEND,
JOKYMEHTOBEJ, KAaHIESPHUSL.

2. Ucropuueckue »stambel pa3BuTus aenomnpousBojctBa B Poccuu. CoBpeMeHHOE
rOCYJapCTBEHHOE PEryJIUpPOBAHUE JEIONPOU3BOCTBA.



3. CucreMsl AeT0NpPON3BOACTBA: LIEHTPAaIN30BaHHAas, ACLIEHTPAIN30BaHHAs, CMELIaHHAs.
Ctpyktypa u 00BEM m0KyMeHTOOOOpoTa. OCHOBHBIC TPUHIMIBI OpPraHU3AMH PAOOTHI C
JIOKYMEHTOIIOTOKaMH.

4. Tlonarue PEKBH3UTAIOKYMEHTA. Bunsr PEKBHU3UTOB. [IpaBuna
0(pOpMIICHUAPEKBU3UTOB JTOKYMEHTOB. bianknokymenra. Bunelr OmankoB. TpeOoBanus K
OaHkaM JOKyMEHTOB.Buabpl W (opMbl perucrpanuyl JTOKYMEHTOB. SI3bIK W CTHIIb CIIyKeOHBIX
JOKYMCHTOB.

5. Dranbl 00pabOTKUBXOAIINX JIOKYMEHTOB. [lepBuunas o0paboTka
BXOJIALINXJOKYMEHTOB. Perucrpupyemslie 1 HEperucTpupyeMble JOKyMeHThI. [IpeaBapurensHoe
paccMOTpeHHE JOKYMEHTOB JJIsl HAIIPaBJIECHUS UCIIOIHUTENAM. Pe3omonust.

6. IlopsimoK MOATOTOBKM HUCXOIAIIMX NOKYMEHTOB. COCTaBJIEHHE MPOEKTa JOKYMEHTAa,
COIJIaCOBaHUE, TMOJAMNMUcaHue (yTBep:kIeHHe), THpaxkupoBaHue. CrnocoObl U METOMbl OTHPaBKH
UCXOSAIINUX JOKyMeHTOB. OOmiasi XapakTepucTHKa ciykeOHOW mnepenucku. Pa3sHoBHIHOCTH
CITY’K€OHBIX MTUCEM.

7. BHyTpeHHHE NJOKYMEHTHI 0Opa3oBaTeabHON opranu3aiuu. [loaroroska, opopmieHue,
peructpanus. [IpaBuiaa NMOCTaHOBKM TOKYMEHTOB Ha KOHTpOJb. llopslok CHATHSA JOKYMEHTOB C
KOHTpoiA. OT4er MO KCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOIHEHHE
JOKYMEHTOB COTPYJAHHKAMU B COOTBETCTBUU C UX JOJDKHOCTHBIMH OOS3aHHOCTSIMU H
pe30JIIOIMEeN  PYKOBOAMTENS. OTBETCTBEHHOCTh 32 HecoOmwaeHHe  TpeOOBaHMIA
UCIIOJIHUTENIbCKOM  JAMCHMIUIMHBL, 32  HENpPaBWIbHOE  MCIOJB30BAHHE  JICUCTBYIOIIMX
HOPMAaTUBHBIX JOKYMEHTOB B MOATOTOBKE, 0(OPMIICHUH U NCTIOJHEHUH IOKYMEHTOB B CPOK.

8. OpraHuzaiyisi IMMOYTOBOM, KYPbEPCKOW W SKCHPECC-IOCTaBKU JOKyMEHTOB. [lonsaTus:
«LIEHHOCTh W 0Oe30macHOCTh  HH(pOpMAIUN, «KOH(UIEHITHAIEHOCTbHY, «yrposa
KOH(MUICHIIMATEHOCTY, «3alluTa HHQOpMaIum». be30macHOCTh HEHHBIX HH(OPMAIIMOHHBIX
pecypcoB. llennas mndopmanusa v KoH(pUIEHIMATbHbIE TOKYMEHTHI. PerinameHnrtanus cocraBa
KOH(MUICHIIMATBHBIX CBEICHUNH M JOKYMEHTOB. llopsmok paboThl ¢ KOH(HUACHIUATHHBIMU
JToKyMeHTaMu U maTtepuanamu. KonduaeHnuansuas nHdopManus U CBEICHUS B AEATEIbHOCTU
00pa3oBaTeNbHON OpraHU3allNu.

IIpakTHyeckoe 3ansaTHe 2-3
HopmaTnBHO-3aKk0oHOAaTeabHasA 0a3a. OCHOBHbBIE BU/bI JOKYMEHTOB M CHCTEMbI
AokyMeHTanuu. Oco0eHHOCTH MOATOTOBKH M 0opMIIeHNs OTAEJIbHBIX BUI0B JOKYMEHTOB

IInan:

1. HopMaTuBHO-3aKOHOJATENIbHBIE UM HOPMAaTUBHO-METOJUYECKHE JIOKYMEHTBHI IO
Je0Npon3BOACTBY. HOopMaTuBHO-3aKOHOAATENIBHBIE U HOPMAaTUBHO-METOANYECKUE JOKYMEHTBI
10 ApXUBHOMY JIEIy.

2. Knaccugukanus nokymeHToB. FOpuauueckas cuina nokymeHTa. HazHauenue u cocras
OpraHU3alMOHHO-IIPABOBOM  JOKymMeHTauuu. HasHadyeHue u  cOoCTaB  OpPraHU3alMOHHO-
pacropsaauTenbHON JOKyMeHTanuu. HasHaueHuMe M cocTaB CHPaBOYHO-WH(OPMAIIMOHHOMN
JIOKYMEHTALUU.

3. JlokanbHble HOpMaTHUBHBIE akThl. CocTaB 1 paboTa ¢ KaJipoBOil TOKYMEHTALUEH.

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

Bonpocul 0n5 konnexkmuerno2o o6cysicoeHus:

1. 3akononarenbHble akThl Poccuiickoit ®epepaunu u  MypmaHckoil  oOnacTH,
perIaMeHTHPYIOIIME JI€JI0NPOU3BOJICTBO M apXUBHOE J€10. ['oCynapCTBEHHbBIE CTaHIAPTHI U
yHU(DUKaLUs B 00JIaCTH JAETONPOU3BOACTBA U apXUBHOTO JETIa.

2. MHCTpyKIMsS 1O  JeNONpOM3BOACTBY MuHHCTEpcTBa 00pa3oBaHHsl U HAyKd
Poccuiickoit ®enepaunu. MeToauueckue pPEeKOMEHIAMU MO pPa3pabOTKe HOMEHKIATYPHl H



UHCTPYKLUU IO JAEJIONPOU3BOJACTBY B 0OPa30BaTEIbHOM YUPEXAECHUU. TUIOBBIE MEPEYHHU C
yKa3aHHEM CPOKOB XpaHEHHs TOKYMEHTOB. [IpaBuiia paboThl apXHMBOB OpraHU3aAI.

3. Knaccudpukamuss ITOKyMEHTOB, €€ OCHOBHBIE mpu3Haku. Kraccupukamus 1o
HaMMEHOBAHUIO: TPHUKAa3bl, PACHOPSDKEHUs, IJIaHbI U OTYETHI, aKTbhl, MPOTOKOJbI, JOTOBOPHI,
yCTaBbl, UHCTPYKIIUHU, JOBEPEHHOCTH U T.J. Kitaccudukanus mo MecTy COCTaBJICHUS, 110 CTENICHH
yHU(DUKALNY, TI0 TIPOUCXOXKICHHIO, TT0 BULY OQOpPMIICHHS, TT0 crtoco0y pukcanuu nHPOpMaLuy,
[0 CTENEHW CJOKHOCTH, IO CTENEHM TIJIACHOCTH, IO IOPUIUYECKOM CHIIe, IO CpOKaM
UCTIOJIHEHUS, 110 CPOKAM XPaHEHHUSI, 110 CTEIICHN 00513aTeIbHOCTH.

4. CucreMa  OpraHM3allMOHHO-TIPABOBOM  JOKyMEHTaluu  (ycTaB  yUpEXKICHMS,
MOJIOKEHUS, IITAaTHOE pacluCaHue, JOJDKHOCTHbIE MHCTpyKimH). CHucrema OpraHM3alMOHHO-
pacropsaIuTeNbHON JOKyMEHTaluu (ykas3, TNpHKa3, BBINHCKA W3 IMPHUKa3a, paclopsKeHHE,
noctaHoByieHue). Cucrema CHpaBOYHO-UH(DOPMAITMOHHON JOKYMEHTAWH (TPOTOKOJ, akKT,
3asiBJICHME, JOKJaJHAas 3alluCKa, MPEAJIOKEHHEe, NPEJCTaBICHHUE, CIIy)KeOHas 3alMcKa,
oObsicHUTeNnbHAs). CxeMa MOATOTOBKU PACHOPSIIUTENBHBIX TOKYMEHTOB.IIOpSnok cHATUS U
BBIJ1aUM KOMHUI C IOKyMEHTOB.

5. IlonoxeHus, npaBuila, HHCTPYKIMHU (IIpaBUJia BHYTPEHHETO TPYJOBOTO paclopska,
MHCTPYKLIUU O MOPSAAKE OCYIIECTBICHUS KaKOH-TMOO AEATEIIbHOCTU WM MOPSIIKE MPUMEHEHUS
HIOJIOKEHUH 3aKOHOJATENbHBIX M MHBIX HOPMATUBHBIX AaKTOB, TOJOXEHUS O CTPYKTYPHBIX
HOJPAa3/IeNIEHUsX, KOJUIEKTUBHBINA JoroBop U Ap.). Ilopsaok opopmiieHuss U MOANUCAHUS ITUX
JOKYMEHTOB JUIsl IPUMEHEHHS KaK CaMOCTOSITEIbHBIX TPABOBBIX AKTOB.

6. IloHsATHE U CTPYKTYpa MEPCOHANBHBIX JaHHbIX. O0s3aTeNbHbIC KaIPOBBIE TOKYMEHTHI
00pa30BaTeIbHOMOPraHU3aLlMU, HMX BHJbl, COCTaB, HOPMAaTHBHbIE TPEOOBAHUSA K BEICHHUIO
KaJpOBOH JOKYMEHTAIlMu (TPUKa3bl M PaCIOpPsHKEHHUS MO JIMYHOMY COCTaBy, 3asBIICHHE,
TPYAOBOW JOTOBOp, JODKHOCTHASI MHCTPYKIMS, TPYAOBas KHUKKA, JUYHAS KapTOUKa, JIMYHOE
neno). JIBwkeHHMEe M XpaHEHHWE KaJapoBOW JOKyMeHTauud. JKypHambl M KHUTH YydeTa.
HcnonHenue counanbHO-IPABOBBIX 3aIIPOCOB.

IIpakTnyeckoe 3ansaTue 4-5
®opMupoBaHuUe /1eJ1 U OPraHU3alMsl XPAHEHHUS JOKYMEHTOB. JKCIepPTH3a IeHHOCTH
AOKYMeHTOB. TexHn4YeckHe cpeacTBa, HCNOJb3yeMble B 1eJIONPOU3BOACTBE.
DJIeKTPOHHBINA T0KYMEHT0000POT

ILnan:

1. ITpaBusia cocTaBJIeHUST HOMEHKJIATYypbl Jed  yupexiacHus. DopMUpOBaHHE U
oopmiienue aen. Opranuzanys onepaTUBHOTO XpaHEHUsS TOKyMEeHTOB. DopMUpOBaHHE apXUBa
B 00pa30BaTeIbHOM YUPEKICHHUH.

2. Jlena TOCTOSHHOTO M BpPEMEHHOIO CpOKa XpaHEHHUs. OKCHepTHasT KOMHUCCHS
yupexaeHus. [lopsaok yHUUTOKEeHUs] JOKYMEHTOB.

3. Ucnonw3zoBanue [IK B penonpousBoactee. CpencrBa KOMUPOBAHUS U ONMEPATHBHOIO
pasmHoxeHus. [Ipuem u 006paboTka JOKYMEHTOB, MOCTYIAIOIIMX IO KaHajdaM 3JEKTPOHHOM
no4Thl ¥ (hakcUMUIIbHOM cBsi3u. [IpaBuia Ge30macHoi paboThI ¢ OPITEXHUKOM.

4. DnexTpoHHOE JOKyMEeHTUpoBaHHE. [[OHATHE «3EKTPOHHBIN JOKYMEHT.

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

Bonpocuvl ons konnexmuenozo obcysxcoenusi.

1. ITonsatne o «gpene». Homenknarypa nen. CocraBieHME€ HOMEHKIATYpPHl €I B
oOpa3oBaTtenbHOM yupexaeHuu. ®opmuposanue nein. Ilpu3Haku 3aBeeHUs J1€J1: HOMUHAIbHBIMH,
IPEIMETHO-BOIIPOCHBIH, aBTOPCKUH, KOPPECTIOHACHTCKUMN, TeoTrpapuuecKuil, XpOHOJIOTHUECKHUI.
Bunsr apxuBoB. TpeOoBanust k apxuBaMm. I[lopsgok mnepemayd JOKYMEHTOB Ha apXHWBHOE



xpanenue. Cucremaruszanusi JOKYMEHTOB B apxuBe. PaboTa ¢ HaydHO-CIIpaBOYHBIM anmnapaToM
(ucropuueckasi CrpaBKa, OMUCHU JIe] MMOCTOSHHOTO U BPEMEHHOTO XPaHEHUS IOKYMEHTOB, KHUTH
ydeTa ¥ IBUKEHUS Ael).

2. OcoOEHHOCTH XpaHEHHsI [N MOCTOSHHOTO, BpeMeHHOTO (cBbimie 10 neT) u jen mo
an4HoMy coctaBy. [lopsinok nepenaun nen B I'ocynapcTBeHHble apxuBbl. Co3qaHKue 3KCIEPTHOU
KoMHCCUU yupexaeHus. IlpoBeneHue sKcmepTu3bl LEHHOCTH JOKyMeHTOB. OdopmieHue
MPOTOKOJIOB 3aCelaHUii KOMUCCUU U aKTOB Ha yHUYTOKeHue jaein. [Ipomeaypa yHUUTOXKEHUS
JIOKYMEHTOB.

3. KoMmmbroTepHbIie cpeicTBa MOATOTOBKU JOKYMEHTOB. Mcmonp3oBanue MIabI0HOB IS
dbopMUpOBaHUS JIOKYMEHTOB Ha KoMIbloTepe. lcmonp3oBaHMe B KOMIBIOTEpE OJAHKOB
nokyMeHToB. Co3aaHue OJIaHKOB JOKYMEHTOB B KoMIbloTepe. M3roToBieHue, KOMUPOBAHUE U
TUpaXXUpOBaHUE JOKyMeHTOB. CpencTtBa 00pabOTKU TOKYMEHTOB. JIOKYMEHTHI, TiepeaBacMbie
Mo KaHajaMm CBs3M (Tenerpamma, Tenekc, (akcorpamma, Ttenedororpamma). IlonsThe
«oprrexHukay. OCHOBHbIE BUIbl OpraHU3aMOHHON TexHUKU. [IpaBuia TexHUKH 0e30macHOCTH
paboTHI C OPTTEXHUKOM.

4. TlpeumyniecTBa nepeaayu JOKYMEHTa C KOMIIbIOTEpAa Ha KOMIIbIOTEpP. YCTaHOBKA Ha
KOMIIBIOTEpE CHEIMAIbHO BBIACICHHOW ManKu s MOCTYNAaloIMX J0KyMeHToB. [IpenMyiectBa
anekTpoHHOM mouThl. Jloctym k Internet. Cuctema peructpauuu u KoHTpousisi. Co3maHue
AJICKTPOHHOM 0a3bl JaHHBIX. [TouCck qOKyMeHTa.



