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1. MeToanyeckue peKoOMeHIauH

1.1. Mertoanuyeckue peKOMeHAANMH 10 OPraHU3AaIUU PA0OTHI CTYIEHTOB BO
BpeMsl POBeeHHs JIeKIMOHHBIX U MPAKTHYECKUX 3aHATHI

[Ipuctynas K M3y4YyeHUIO JMCLUMIUIMHBI, CTYAEHTY HEOOXOJMMO BHHUMATEIbHO
O3HAKOMUTBCSI C TEMAaTUYECKUM IIJJAHOM 3aHATUN, CIMCKOM PEKOMEHJIOBAaHHOW JIMTEpaTypBHI.
Cnenyer ysSICHUTH MOCIENOBATEIbHOCTD BBIIOJHEHUS WHAUBUAYAJIbHBIX YYE€OHBIX 3aJlaHUM.
CamocrosTenbHas pa0oTa CTyldeHTa mpeamnosiaraer paboTy ¢ HaydHOH, ydeOHOH U
METOJMYECKONW JHUTEepaTypol, yMEHHE CO3/1aBaThb TEKCThl. YPOBEHb W TJIyOMHA YCBOCHHS
JUCLUIUIMHBL 3aBUCAT OT AaKTMBHOM M CHUCTEMaTHUeCKOW paboThl Ha JEKUUAX, HU3Y4YEeHUs
PEKOMEH/I0BaHHOM JIUTEPATyphl, BHIIOJIHEHUS CaAMOCTOSITENbHBIX U KOHTPOJIbHBIX MHUCHbMEHHBIX
3a1aHUM.

[Ipu u3yyeHUH TUCHUIUIMHBI CTYI€HTHI BBHITIOIHSIOT CIEIYIOIINE 3aJaHus:

- M3Y4aloT PEKOMEH/OBAaHHYIO HAay4YHO-TIPAKTHUECKYI0, YYEOHYI0 M METOIUYECKYIO
JUTEpaTypy;

- BBIMOJIHAIOT 33JJaHUs, PETYCMOTPEHHBIE [Tl CAMOCTOATENBHOM paboThI.

OCHOBHBIMU BUJIaMH ayAUTOPHON pabOThI CTYIEHTOB SIBJISIFOTCS JIEKIIUH U MPAKTUYECKUE
(ceMUHapCKUE) 3aHATHUS.

B xone nexuuii nmpenojaBaTeNlb U3JIaraeT U pazbsACHSAET OCHOBHbIE, HAUOOJIEE CIOXKHbBIE
MOHATHUS TEMBI, a TAaK)Ke CBA3aHHBbIE C HEH TEOPETHUECKHE M MPAKTHUYECKUE MpOOJIEeMBbl, daeT
PEKOMEHIalluu JUIsl IPAaKTUYECKOT0 (CEMMHAPCKOT0) 3aHATUS U YKa3aHUsI JJIi CaMOCTOSATEIbHON
paboTHI.

CeMuHapckue 3aHATHS 3aBEpIIAIOT H3Y4YeHHE Haubosiee BaXXKHBIX TeM ydueOHOMU
JuctuIuinHbel. OHM cayXaT i 3aKpelyieHUs M3y4EHHOro MaTepuala, pa3BUTHUS YMEHUH U
HABBIKOB TOJTOTOBKHM JIOKJA/J0B, COOOLIEHUI, MPUOOPETEHUs OMNbITAa YCTHBIX ITYOJIUYHBIX




BBICTYIUIEHUH, BEACHUS TUCKYCCHM, apryMEHTAllMM W 3alllUThl BBIIBUTAEMBIX IOJOXKEHUH, a
TaKXe A1 KOHTPOJIA MPENoAaBaTesIeM CTENEHHM IOJATrOTOBIEHHOCTU CTYJIEHTOB IO H3y4aeMoOn
JUCLUIINHE.

Cemunap mnpenmosaraeT cBoOOAHbBIM OOMEH MHEHUSMM IO n30paHHOW TemaTuke. OH
HAUMHAETCS CO BCTYMUTENBHOIO CJIOBA IMpErnoiaBatrelsis, (GOpMYIHPYIOUIETO Leb 3aHATHS U
XapaKTepU3YIOILEro €ro OCHOBHYIO IpoOiieMaTHKy. 3areM, Kak IpaBWIO, 3acilyLIUBAOTCS
coobuienus cryaeHToB. O0CyKaeHne COOOIICHUS COBMEIIACTCSA C PACCMOTPEHUEM HaMEUEHHBIX
BonpocoB. CooOlieHus, Mpeanosararoliue aHajlu3 MyOnuKauuid IO OTAEIbHBIM BONpPOCaM
CeMMHapa, 3aciyIIMBAIOTCA OOBIYHO B cepeauMHe 3aHATHS. lloomipsercss BBIABM)KEHUE U
o0CyX/IeHUE abTEpHATUBHBIX MHEHHUH. B 3aKiIrOunMTENLHOM CIIOBE MpenojaBareib MOJABOAUT
UTOTH OOCYXICHHS M OOBSBISCT OLIEHKM BBICTYNABIIUM CTYACHTaM. B mLensx KOHTpOIs
HOJArOTOBJIEHHOCTU CTYACHTOB M NPUBUTHS MM HABBIKOB KPAaTKOIO NMHUCBMEHHOTO H3JI0)KEHUS
CBOMX MBICJIEH NPEIOAaBaTENb B XOAE€ CEMHUHAPCKUX 3aHATHM MOYKET OCYIIECTBIIATH TEKYLIUI
KOHTPOJIb 3HAHUH B BHJIE TECTOBBIX 3aJJaHUH.

[Ipy nOAroTOBKE K CEMUHApPY CTYIEHThl MMEIOT BO3MOYKHOCTb BOCIIOJIb30BAThCS
KOHCYJIbTallMsIMU Tpenojasarens. Kpome yka3aHHBIX T€M CTYJEHTHI BIIpaBe, MO COIJIaCOBAaHHUIO
C MpernoiaBarenemM, n30uparb U pyrue HHTEPECYIOIIUE UX TEMBI.

KayecTtBo yueOHOI pabOThl CTYIEHTOB IPENoOAaBaTeslb OLUEHUBAET C MCIOJIb30BaHHEM
TEXHOJIOTMYECKON KapThl AUCLHUILIMHBI, pa3MellieHHO! Ha caiite MAT'Y.

2. TliiaHbl NPAKTHYECKUX 3aHATHIA

IpakTnyeckoe 3ansitue 1

HopmaTtuBHo-3aKkoHOAaTeIbHAsA 0a3a. OCHOBHBbIE BU/IbI IOKYMEHTOB H CHCTEMbI
aokyMeHTanuu. Oco0eHHOCTH MOATOTOBKHU M 0opMIIeHHs OTAEJbHBIX BUI0B JOKYMEHTOB

Ilnan:

1. HOpMaTI/IBHO-SaKOHOI[aTeJ'II)HI)Ie 158 HOpMaTI/IBHO-MCTOJII/ILIGCKI/Ie I[OKYMGHTBI 110
JIeTonpon3BoACTBY. HopMaTHBHO-3aKOHOAATENbHBIE U HOPMATUBHO-METOINYECKUE TOKYMEHTHI
10 apXUBHOMY JENY.

2. Knaccudukanusa nokymentoB. FOpuauueckas cuna nokymenta. HasHauenue u coctaB
OPraHU3alMOHHO-IIPABOBOM  JOKyMeHTanuu. Ha3HaueHue u  CcOCTaB  OpraHu3alMOHHO-
pacmopsiAMTeIbHOW JOKyMeHTanuu. Ha3HaueHwe M COCTaB CIPaBOYHO-MH(POPMAIIMOHHOM
JIOKYMEHTALUH.

3. JlokanbHble HOpMaTHUBHBIE akThl. CocTaB U paboTa ¢ KaapoBOil TOKyMEHTAlIUEH.

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

Bonpocwt ons konnekmuenozo o6CyiHcoerust.

1. 3akoHomarenbHble akThl Poccuiickoit ®enepaunu u MypmaHckoil  obGnactw,
periiaMeHTHPYIOIe JEeJIONPOU3BOJCTBO M apXHMBHOE J1eno. ['ocyqapcTBeHHble CTaHIApThl U
yHU(DUKaLMs B 00JIaCTH JETONPOU3BOACTBA U ApXUBHOTO JeTa.

2. UHCcTpyKumsi 1O  JA€JIONPOM3BOJACTBY MMHHCTEpCTBa 00pa3oBaHUS U HAYKH
Poccuiickoit ®enepaunu. MeToauueckue peKOMEHAALUMU 10 pa3paboTKe HOMEHKJIATyphl U
MHCTPYKLIMU TIO JAEJONPOU3BOJACTBY B 00Pa30BaTENIbHOM YUPEXJAECHUU. THUIOBbIE MEPEYHU C
yKa3aHHEM CPOKOB XpaHEHHs JOKYMEHTOB. [IpaBuiia paboThl apXMBOB OpraHU3aIUi.

3. Knaccudpukamuss [1OKyMEHTOB, €€ OCHOBHble mpu3Haku. Kiaccupukamus 10
HaMMEHOBAHMIO: TPHUKa3bl, PACHOPSDKEHMs, IJIaHbI U OTYETbl, aKThl, MPOTOKOJIbI, JOTOBOPHI,
yCTaBbl, MHCTPYKIIMH, TIOBEPEHHOCTH U T.JI. Kitaccudukanus mo Mecty cocTaBlIeHHs], [0 CTEIICHU



yHU(DUKAIUH, TIO TIPOUCXOKICHUIO, TT0 BUTY 0DOpMIIEHUS, TTO CIOco0y pukcannu nHPOPMAIIHH,
[0 CTENEHH CIO0XHOCTH, IO CTEMEeHU TIJIACHOCTH, IO IOPHIMYECKOH CuHile, MO CpoKam
UCTIOJIHEHUS, 110 CPOKAM XPAHEHHUSI, 110 CTEIICHN 00513aTeIbHOCTH.

4. CucreMa  OpPraHM3allMOHHO-TIPAaBOBOM  JOKyMeHTauuu  (ycTaB  YUpPEXKACHHS,
MOJIOKEHHS, INTAaTHOE pacluCaHue, JOJDKHOCTHbIE HMHCTpyKumu). Cucrema OpraHM3allOHHO-
pacropsauTeNbHON JOKyMeHTauuu (ykas, MpHKa3, BBIIUCKA W3 TPHUKA3a, pPacHopsDKEHHE,
nocranoBienue). Cucrema crnpaBOYHO-UH(DOPMAIMOHHOW TOKyMEHTAlMU (MPOTOKON, akKT,
3asBliCHHE, JOKJQJHAas 3aluCKa, NpPEAJIOKEHHe, IMPEJICTaBlICHHE, CIy)XeOHas 3armcka,
oObsicHuTenpHas). CxeMa MOATOTOBKM PpaCIOPSIIUTENbHBIX JTOKYMEHTOB. [lOpsimok cHATHS |
BBIJIa4X KOMUM C JOKYMEHTOB.

5. Ilonoxenus, nmpaBuiia, MHCTPYKIMHU (IIpaBUia BHYTPEHHETO TPYJOBOTO PaclopsIKa,
UHCTPYKIUHU O MOPSIIKE OCYIIECTBICHUS KaKOW-TNOO0 NESTENbHOCTH WU MOPSAKE TPUMEHEHUs
MOJIO)KEHUH 3aKOHOJATENbHBIX M HMHBIX HOPMATHUBHBIX aKTOB, MOJIOKEHUS O CTPYKTYPHBIX
MOJIpa3/ieNieHusIX, KOJUIEKTUBHBIN 10oroBop u Ap.). [lopsnok odopmieHUs U MOAIUCAHUS ITHX
JOKYMEHTOB JIJIsl IPUMEHEHUS KaK CaMOCTOSITEIbHBIX MPABOBBIX aKTOB.

6. [loHsTHE U CTPYKTYypa MEPCOHANBHBIX AaHHBIX. OOs3aTeNbHbIE KaJpPOBbIE JOKYMEHTHI
o0pa3oBaTeNnbHOIl OpraHu3aluM, WX BUJABI, COCTaB, HOPMATHBHBIE TPEOOBAaHUS K BEICHUIO
KaJIpoBOM JOKyMEHTaluu (MPUKa3bl M PACHOPSHKEHUS IO JUYHOMY COCTaBy, 3asBIICHUE,
TPYIOBON JOTOBOp, JAOKHOCTHASI MHCTPYKIUS, TPYIOBas KHUXKKA, TUYHAs KapTOyKa, JIMYHOE
neno). JIpwkeHWe M XpaHEeHHE KaJIpoBOW JOKyMmMeHTauuu. JKypHaiabl M KHHIH Y4derTa.
HcnonHuenue conuanbHO-TIPABOBBIX 3alIPOCOB.

IIpakTnyeckoe 3ansiTue 2

®opMupoBaHue e U OPraHU3anMs XPaHeH!s JOKYMEHTOB. JKCIepPTH3a LeHHOCTH
AokyMeHTOB. TexHHUYeCKHe Cpe/ICTBA, HCIOJIb3yeMble B /1eJI0NPOU3BO/ICTBE.
JICKTPOHHBII JOKYMEHT0000pOT

ILnan:

1. IlpaBmwiia cocTaBlE€HUS HOMEHKJIATYyphl Jien yupexieHus. DopMupoBaHue WU
oopmiienue aen. OpraHuzaiys onepaTUBHOIO XpaHEHHUs TOKyMEHTOB. DOpMUpPOBaHKE apXUBa
B 00pa30BaTEeIbHOM YUPEKIACHUH.

2. Jlena TIOCTOSIHHOTO ¥ BpPEMEHHOTO CpPOKAa XpaHEHHsS. OKCIEpPTHas KOMHCCHUS
yupexeHus. [lopsaok yHUUTOXKEHNS JOKYMEHTOB.

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

4. DneKTpoHHOE JOKyMeHTHpoBaHHe. [IoHATHE «3NEKTPOHHBIN TOKYMEHT.

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

Bonpocwt 0ns konnekmuenozo 06CyiHcoeHust.

1. [lonsatue o «guene». Homenknatypa pen. CocraBieHHe HOMEHKIATYpHl JCNI B
oOpa3zoBaTenbHOM yupexaeHun. opmupoBanue nen. [Ipu3Haku 3aBeieHUs Aes: HOMUHAIbHBIM,
IIPEeIMETHO-BOIIPOCHBIN, aBTOPCKUIl, KOPPECTIOHAEHTCKUH, TeorpaduiyecKuii, XpOHOJIOTHUECKUH.
Buner apxuBoB. TpeGoBanusi k apxuBam. [lopsnok mnepegauum TOKYMEHTOB Ha apXHUBHOE
xpaHeHnue. Cuctemarusaiys JOKyMEHTOB B apxuBe. PaboTa ¢ Hay4yHO-CIIPaBOYHBIM ammnapaToM
(ucropuueckasi CripaBKa, OMUCHU JIe] OCTOSTHHOTO M BPEMEHHOT'O XpaHEHHs JOKYMEHTOB, KHUTH
ydeTa U JBUKEHUS JIeT).



2. OcoOeHHOCTH XpaHEHHUs JIeJ TOCTOSHHOTO, BpeMeHHOro (cBbimie 10 jeT) m men 1o
an4HoMy cocTaBy. [lopsinok nepenaun aen B 'ocyaapcTBeHHble apxuBbl. CO3/1aHNE SKCIIEPTHOM
KOMHCCUHU YyupexaeHus. llpoBeneHue SKCHEpTU3bl LEHHOCTH JOKyMEeHTOB. Odopmienue
IIPOTOKOJIOB 3aceaHMil KOMHMCCHU M aKTOB Ha yHMUTO)KeHue jein. Ilpouenypa yHUUTOXKEHMS
JIOKYMEHTOB.

3. KommbrotepHble cpeicTBa MOArOTOBKH JTOKYMEHTOB. Vcronbp30BaHue IMIa0IOHOB IS
dopmMupoBaHUs JOKYMEHTOB Ha KoMIbioTepe. lcmonp3oBaHHEe B KOMIIBIOTEpPE OJIAHKOB
nokyMeHToB. Co3aanue OJIaHKOB JOKYMEHTOB B KOMITbIoTepe. V3roroBiieHHe, KOMMPOBAaHUE U
TUPaXHPOBAHUE NOKYMEHTOB. CpencTBa 00pabOTKH JOKYMEHTOB. JIOKyMEHTHI, IiepeaBaeMbie
0 KaHajaM CBs3u (TejerpaMma, Teleke, (¢akcorpamMma, Tenedonorpamma). Ilonstue
«oprrexHukay». OCHOBHBIC BHJIbI OPraHU3aLMOHHON TeXHUKH. [IpaBuiia TeXHUKH 0€301MacCHOCTH
paboThI C OPTTEXHUKOIA.

4. IlpeumyuiecTtBa nepefadl JOKYMEHTa C KOMIbIOTEpAa Ha KOMIbIOTEp. YCTaHOBKA Ha
KOMIIBIOTEPE CIELUAIBHO BBIICICHHOW NAIKHU IS MOCTYNAKIMX T0KyMEeHTOB. IIpenMyiuecrsa
anekTpoHHoW mouThl. Jloctyn k Internet. Cucrema perucrpanuun u KoHTpoissi. Co3ganue
3JIEKTPOHHOMN 6a3bl 1aHHBIX. [Tonck qoKymeHTa.



