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1. MeTonnueckne peKOMeHIaAUH

[.L1. MeToauyeckue pPeKOMEHIANMU MO OPraHU3aNUU PadoThl CTYAEHTOB BO
BpeMsl POBeAeHNsl JTeKIHOHHBIX 3aHATHH
B X04e J'IGKI_II/II‘/JI npenoaaBaTeyib U3J1ara€t u pa3bsACHIACT OCHOBHEIC, HaI/I60JIee CJIOKHBIC ITIOHATHUSA
TEMBI, a TaK)X€ CBS3aHHBIE C HEH TEOpPETHYECKHE W TMPAKTUYECKHE TMPOOJIEMBI, IaeT
PEKOMEHJIallMU 17151 MPAKTHYECKOTO (CEMUHAPCKOI0) 3aHATUS M YKA3aHUS JJIsl CAMOCTOSITEIbHOM
paboTHI.

Ha JICKOIUOHHBIX 3aHATUAX CTYACHTY H€06XOI[I/IMO BC€CTU KOHCIICKTHUPOBAHUC y‘IeGHOFO
Mmatepuaia. OOpamiath BHUIMaHHE Ha KaTeropHd, (OPMYITHPOBKH, PACKPBIBAIOIINE COJCPKAHNE
H3y‘-IaeM0fI JAUCHUIUINHBI, HAYYHBIC BBIBOABI U MPAKTUYICCKHUEC PCKOMCHIAIUHU, MOJIOKUTEIbHBIN
OTIBIT B OPATOPCKOM HCKYCCTBE.

KenareapbHo OCTaBUTL B pa60q1/1x KOHCIICKTax II0JId, Ha KOTOPLIX ACJIIaTb IMOMCTKH,
MOTYECPKUBAIOIINE OCOOYI0 BAKHOCTh TEX WM HWHBIX TEOPETUYECKUX  MOJOKCHUH.
PGKOMCHI[yeTCSI AKTUBHO 3aJaBaThb MNPCIOAAaBATCIIIO YTOUHAIOIINE BOIPOCHI C HEJIbIO YSICHCHUA
TEOPETUIECKHUX TIOJI0KEHUH, pa3peIeHus! CIIOPHBIX CHTYAaIUH.

I.2. MerToanueckue PpeKOMeHIAUUM MO TOANOTOBKE K  CEMHHAPCKUM
(mpaKTHYeCKUM) 3aHATUAM

[Ipuctynass K W3y4E€HHUIO NUCUUIUIMHBI, HEOOXOJWMO BHUMATEIbHO O3HAKOMHUTHCS C
TEMaTUYECKUM IJIAHOM 3aHATUN, CIMCKOM PEKOMEHIOBAaHHOW nuTepaTyphl. CienyeT ysACHUTH
MOCJIEI0BATEIBHOCTh BBITIOJIHEHUS! HWHIUBUAYAIbHBIX YyueOHbIX 3amaHuil. CaMocTosTeNnbHas
paboTa cTyaeHTa npeanogaraeT padoTy ¢ HaydYHOW M y4eOHOM JTUTepaTypoil, yMEHHE CO3/1aBaTh
TEKCThl. YPOBEHb U ITyOWHA YCBOCHHS TUCIUILTMHBI 3aBUCAT OT aKTUBHOW U CHCTEMAaTHYECKOMN
paboThl Ha JIEKUUAX, U3YyUYEHHUs] PEKOMEHIOBAHHOW JINTEPATypbl, BBHIIOJIHEHUS KOHTPOJBHBIX
MHUCbMEHHBIX 3aJaHUH.



CemuHapckue 3aHATHSA 3aBEpIIAIOT H3yueHHE Haumboyiee BaXHBIX TeM Y4eOHOMH
auctUIIuHbL. OHU Clly)KaT JUIsl 3aKperyieHusT M3Y4YeHHOTO MaTepuaia, pa3BUTHUS YMEHHH H
HaBBIKOB TOATOTOBKM JIOKJIAJOB, COOOIIEHUH, MPUOOpPETeHUs] ONbITa YCTHBIX ITyOJUYHBIX
BBICTYIUICHUH, BEACHMUS ITUCKYCCHU, apryMEHTAllMd M 3alUThl BBIJIBUTAEMbBIX IOJIOKEHUH, a
TaK)Ke JJIs1 KOHTPOJIS NPENOJABATENIEM CTENEHHW NOJATOTOBIEHHOCTH CTYJIEHTOB IO M3y4aeMOM
JUCLUILIINHE.

CemuHap mpeamnonaraeT cBOOOAHBI OOMEH MHEHMSAMM MO U30paHHOM TemaTuke. OH
HAYMHAETCS CO BCTYIUTENIBHOTO CJIOBa MpenojaBaTess, (GOpMyIHPYIOIIEro LEdb 3aHATUS U
XapaKTepU3yIOIEro €ro OCHOBHYIO IpoOjeMaTuKy. 3aTeM, Kak MpaBHJIO, 3acCIyIIMBAIOTCS
coobmieHus ctyaeHToB. OOCyKIeHne COOOIIEHNUST COBMEIIAETCSI ¢ PACCMOTPEHUEM HAMEUYECHHBIX
BonpocoB. CooOmeHus, Mpeanoiaralomye aHauu3 MyOauKanuid Mo OTAEIBHBIM BONpOCaM
MPAKTUUECKOr0 3aHSATHSA, 3acilylIMBaloTCcd OOBIYHO B cepeauHe 3aHsTus. [loomipsiercs
BBIIBIKEHHE M OOCYXKJCHHME aJbTEPHATUBHBIX MHEHHUH. B  3akimounMTesbHOM — ClOBe
IpenoaaBaTesib MOJBOAUT UTOTU OOCYXJIEHUS U OOBSABISIET OLEHKU BHICTYNABIIMM CTYACHTaM.
B mensx KOHTpOJS MOATOTOBICHHOCTH CTYJEHTOB M TPUBUTHA HM HAaBBIKOB KpaTKOIo
MUCHbMEHHOTO U3JI0’KEHUSI CBOMX MBICIIEH MPENoAaBaTesb B X0/I€ MPAKTUYECKOTO 3aHATHS MOXKET
OCYIIECTBIATh TEKYIIUI KOHTPOJIb 3HAHUM B BUJIE TECTOBBIX 3a/1aHUI (KOHTPOJIBHOM paboThI).

B Xxozme moAroToBKM K CEMHMHApCKUM (IIPAKTHUECKHM) 3aHITHSIM CIEIyeT H3yYUTh
OCHOBHYI0 M JIOIOJHUTEIBHYIO JIUTEpPATypy, YUYECTb PEKOMEHJALMM MpEenojaBaTesss H
TpeOoBaHus paboueil MporpamMmabl.

MOXHO TOATOTOBUTH CBOW KOHCIIEKT OTBETOB II0 pPaccMaTpUBAEMON TEMAaTHUKE,
MOJATOTOBUTH TE3UCHI JJIs BHICTYIUIEHUH MO BCeM y4eOHBIM BOMpPOCaM, BBIHOCUMBIM Ha 3aHSTHE.
Crnenyer mpoaymaTh MpHMEpHI C IENbI0 0OeCHeueHHs] TECHOW CBA3M M3Y4aeMOM TEOpuH C
peanbHOM MpaKkTUKOW. MOXKHO JOMOJHUTh CIHMCOK PEKOMEHJOBAHHOW  JIMTEPATyphI
COBPEMEHHBIMU HCTOUHUKAMH, HE MPEJICTABICHHBIMH B CITUCKE PEKOMEH0BAaHHOMN JINTEPaTyPhI.

I.3. Mertoanyeckne peKOMEHJIANMH N0 MOATOTOBKE NMpe3eHTAlNN

[ToaroToBKY NpPE3EHTAMOHHOIO MaTepuaja CleayeT HauyhHAaTh C  H3y4YEHUs
HOPMAaTUBHOM WM CHELMAIBHOW JUTEpPaTyphl, CTATUCTUYECKUX JaHHBIX, CHUCTEMATHU3aLMU
coOpaHHoro wmarepuana. llpe3eHTalMOHHBI MaTepHal JAO0JDKEH ObITh JOCTaTOYHBIM JUIS
PacKphITUSL BBIOPAHHON TEMBI.

[TonroroBka Mpe3eHTAMOHHOTO MaTepHaja BKJIIOYaeT B ce0s HE TOJBKO MOJArOTOBKY
CIIaii/I0B, HO U OTPaOOTKY HABBIKOB OPATOPCTBA U YMEHHSI OPTraHU30BaTh U MPOBOJUTD JHCITYT.

Co3aHne MNpe3eHTAMOHHOIO MaTepuana JaeT BO3MOXHOCTh IOJYYHWTh HAaBBIKM H
YMEHUS CAMOCTOSITEILHOTO 0000IIEHHs MaTeprala, BbIACTICHUS TJIaBHOTO.

[Ipy noOAroToBKE MYJIBTUMEIMWHOIO MPE3EHTAIMOHHOIO MaTepuajga BaXHO CTpPOro
co0JII01aTh 3aJJaHHBIM perIaMeHT BPEMEHH.

HeoOxoaumMo MOMHHTH, 4YTO BBICTYIJIEHHE COCTOUT M3 TpPEX 4YacTel: BCTYIUICHUS,
OCHOBHOM 4acTH M 3akiarodeHusd. [Ipexxne Bcero, cienyer Ha3BaThb TEMY CBOEW INpE3EHTAlLMH,
KpaTKO TEpPEeUHCIUTh paccMaTpUBaeMble BOMPOCHI, M30paB AJi 3TOTO JKHUBYIO HHTEPECHYIO
bopMy U3IT0KEHUS.

bonpimass 4acTe cCiaiioB J0MKHA OBITh TIOCBSAIIEHA PACKPBITUIO TEMBL. 3ajgada
BBICTYTAIOLIETO COCTOUT HE TOJILKO B TOM, YTO MPOJAEMOHCTPUPOBATH COOCTBEHHBIE 3HAHUS,
HABBIKM W YMEHHs IO paccMaTpuUBaeMoil mpoOiieMaTHKe, HO M 3aUHTEPEecOBaTh CiylIaTesneH,
CIOCOOCTBOBaTh (POPMHUPOBAHUIO Yy JPYTUX CTYJICHTOB CTPEMJICHHSI ITO3HAKOMUTBHCS C
HOPMAaTUBHBIMU U CHEIMAbHBIMU HCTOYHUKAMU 10 paccMaTpuBaeMoi mpolieMaTuke.

ANTOpUTM CO3aHHUA NTPE3CHTALIUU

1 aTam — onpezeneHne Heau Npe3eHTalun

2 sTamn — noJipobHoe pacKkpheITHE HH(OPMAIIH,

3 3TaI - OCHOBHBIE TE3UCHI, BBIBOJIBI.



Crnenyet ucnonb3oBatb 10-15 cnaiinos. IIpu saTom:

- TIEPBBIN crnai — TUTYIbHBIN. [IpenHazHaueH 1y pa3MenIeHns] Ha3BaHUs TPE3CHTAIUH,
MMEHH JOKJIa4MKa U €ro KOHTaKTHOH MH(pOopMaIuu;

- Ha BTOpPOM Claiijle HEOOXOAWMO pa3MECTUTh COJAEpKAaHHE MPE3CHTALUH, a TaKkKe
KpaTKO€ OIMCaHUE OCHOBHBIX BOIIPOCOB;

- BCE OCTaBILIKECS CIIalIbl UMEIOT HH(OPMATUBHBIN XapakTep.

OO6buHO TOJaua MH(GOPMAIMK OCYLIECTBISETCS MO IUIAHY: TE3UC — apryMEeHTaIlus —
BBIBOJI.

Pexomenaanuu no co31aHuIo IMpe3eHTAUU:

1. YurabenbHOCTH (BUAUMOCTD U3 CaMbIX JAJIbHUX YTOJIKOB MOMEUICHUS U C Pa3IUYHbIX
YCTPOMCTB), TEKCT AOJKEH ObITh HaOpaH 24-30-bIM mpudToMm.

2. TmarenbHO CTPYKTypHUpPOBaHHAS HH(OPMALIKSL.

3. Hanuuue KOpPOTKMX W JIAKOHMYHBIX 3arojIOBKOB, MApKMPOBAHHBIX U HYMEpPOBaHHBIX
CIIMCKOB.

4. KaxmoMy NOJ0XKEHUIO (M]iee) Ha/lo OTBECTH OTACIbHBIN a03arl.

5. I'maBHYyI0 MI€10 HAJO BBIJIOKUTH B IMIEPBOM CTPOKE ab3aria.

6. Mcnonp3oBaTh TabauuHble (OPMBI TpeJCTaBIeHUs HHGPOpPMAUU (JUarpaMMel,
CXEMbI) IJIsl WUIIOCTPAllMM BaKHEWIIMX (PAKTOB, YTO NAacT BO3MOXKHOCTb MOJAaTh MaTepuall
KOMITIaKTHO M HarJIsTHO.

7. I'padpuka momKHA OPTaHUIHO JTOTIOJHATH TEKCT.

8. BricTyruienue ¢ mpesenTaimeit anurcs He 6onee 10 MUHYT.

I.4. MeToanuyeckue peKOMEHIANUM 110 YYACTHIO B IMCKYCCUM

Juckyccus - 00cykJIeHHe CIOPHOTO BOIIPOCa, MPOOIEMBI.

BaxxHON XapaKkTepUCTUKOM JUCKYCCUHU, OTIMYAKOIIEH €€ OT Jpyrux BHIOB CIIOpa,
ABJIAETCS apTYMEHTUPOBAHHOCTb.

Cwmpbicn auckyccuu (y4eOHOM AUCKYCCHH) COCTOUT B OOMEHE B3IUIsiIaMU MO0 KOHKPETHOM
npobiemMe. OTO AaKTUBHBIA METOJ|, TMO3BOJIIOUIMNA HAyyUThCS OTCTAaUBaThb CBOE MHEHUE U
ciymarh Apyrux. Jluckyccus poKgaeT MbICHb, aKTUBU3UPYET MBILIUIEHHE, a B Yy4eOHOM
JMCKyCCHM 00eCIeuyrBaeTCs CO3HATEIbHOE YCBOCHHE y4eOHOro MaTepuala Kak HMpOIyKTa €ro
MBICJIUTEITEHON TTPOPA0OTKH.

MeTox AMCKYCCHM HCIIONB3yeTCss B TPYMIOBBIX (opMax 3aHATUH: Ha CEMHUHapax-
JUCKYCCUAX, cOOeCceOBaHUAX MO0 00CYK/IEHUIO UTOTOB BBIMIOJIHEHUS 33/1aHUN HA MPAKTUYECKUX
1 1ab0paTOPHBIX 3aHATHAX, KOTJIAa CTy/IEHTaM HYXHO BBICKa3bIBaThcs. Ha nekuuum nuckyccust B
MIOJIHOM CMBICIE Pa3BEPHYTHCS HE MOXET, HO JHWCKYCCHOHHBIM BONPOC, BBI3BAaBIIUM cpa3y
HECKOJIBKO Pa3HbIX OTBETOB M3 ayIUTOPHHU, CO3JaEeT aTMOC(epy KOJIIEKTUBHOIO Pa3MbIIUICHUS
Y TOTOBHOCTH CJIyLIaTh IPEMNOJABATENSA, OTBEYAOIIET0 HA ATOT CIIOPHBINA BOITPOC.

Juckyccuss Ha CeMHUHApCKOM (IIPAKTUYECKOM) 3aHATHM TpeOyeT NpOAyMaHHOCTH U
OCHOBATEJIbHOM TpeABapUTENIbHON MOATOTOBKH OOywarommxcsi. Hy»XHBI He TOJIBKO XOpOILIHe
3HaHUA (0e3 HUX AUCKyccHs OecripeIMEeTHA), HO TaK)Ke HAJMUUe y CTYJICHTOB YMEHHSI BBIpaXKaThb
CBOM MBICIIH, YETKO (OpMYJIUPOBATh BOMNPOCHI, MNPUBOAUTH APryMEHTHl M T.J. Y4eOHbIe
JMCKYCCHM OOOTamaloT MPeACTaBICHUS YYalluxXcs 10 TeMe, YIOpSAAOUYMBAIOT M 3aKPEIUISIOT
3HaHUS.

I.5. MeToanuyeckue peKOMEHIAUM /IJI51 BBITIOJIHEHUS TECTOBOI0 3aaHus

TecroBoe 3amaHue - CPEACTBO NPOBEPKU YMEHHI NMPUMEHATH IOJTYYECHHBIE 3HAHUSA IS
pelIeHus 3a/1a4 ONPEACICHHOTO TUTIA TI0 TEME WJIU pa3ieny.

TecT — 3aanue, BBINOJIHAEMOE B T€UEHUE 33JAHHOTO BPEMEHH (B YCJIOBHSIX ayJIUTOPHOU
pab6otet — or 30 MHMHYT 70 2 4YacoB, OT OJIHOTO IHS JO HECKOJIbKHUX HEIelb B CIlydae
BHEAyIUTOPHOTO 33/1aHHUS).



Kak mpaBuio, TecToBoe 3ajJaHue BKIIIOYAeT B ce0s MHOXKECTBEHHBIN BBHIOOp OTBETa Ha
BOIIPOC.

JUJ1s BBITTOJTHEHUS TecTa 00yYaroImeMycsi JaeTCsl OT OAHOM 10 HECKOJIBKUX MOIBITOK.

[Ipu moaroTOBKE K TECTYy HEOOXOAMMO TOHSTH JIOTHKY U3JIOKEHHOTO MaTepuajia. DTOMY
HEMaJIo COCOOCTBYET COCTABICHUE PA3BEPHYTOTO IUIaHA, TAOIHUI] U CXEM.

[Tpu pemiennu Tecta HEOOXOIUMO:

- BHUMATEJIbHO HU3YUUTh CTPYKTYpY TECTa, OLIEHUTh 00BEM BPEMEHH, BBIJECISEMOIO Ha
HaHHI)Iﬁ TECT, YBUACTD, KAKOI'0 TUIIA 3aJaHHUA B HEM COACPIKATCA,

- HaYMHATh OTBEYATh Ha T€ BOIPOCHI, B IPABMJIBHOCTH PELICHUSI KOTOPhIX HET COMHEHHH,
HC OCTaHABJIMBAACH Ha TCX, KOTOPBIC MOTI'YT BbI3BaTh 3aTPYAHCHUSA,

- BHUMATEJIbHO YUTATh 33/1aHUS JI0 KOHIIA, HE MbITasgCh HayaTh OTBEYaTh, OPUEHTHPYSChH
Ha BBIINIOJTHCHHBIC HO}IO6HBIC 3aaHus B IPCABIAYIIUX TCCTUPOBAHUAX

- ecnu Bbl He 3HaeTe OTBETa Ha BONPOC WJIM HE YBEPEHBI B €0 MPAaBUIBHOCTH, CIEAYET
MPOIYCTUTH BOIPOC, YTOOBI BEPHYTHCSA K HEMY TO3KE;

- paccUMTHIBaTh BBHINIOJIHEHUE 33/1aHUI ClIeIyeT TaK, 4YTOObl OCTAIOCh BPEMs Ha MPOBEPKY
1 J0pabOTKY BBIMTOJTHEHHBIX 33/IaHUN.

I.6. MeToanuyeckue peKOMEHIAUM ISl NOATOTOBKHU OTBETA HA 3a4eTe

VYcnoBus, o0ecrieynBaroImye neJarorndeckyto 3pQpeKTHBHOCTb OLIEHOYHON MPOLEyPhI:

- CTeNeHb OXBaTa pa3zesioB y4eOHOIl MporpaMMbl M MOHMMAaHHUE B3aUMOCBS3EH MEXIy
HUMU;

- TinyOMHAa TOHMMaHHUSl CYyIIEeCTBa OOCYXJaeMbIX KOHKPETHBIX MpoOJieM, a Takke
aKTyaJIbHOCTU U IPAKTHYECKOM 3HAUMMOCTH U3y4aeMOW JUCLMIIIINHBL;

- IMana3oH 3HaHMs PEeKOMEH0BaHHOM TUTepaTyphl;

- JIOTUYECKU KOPPEKTHOE, HEITPOTUBOPEUUBOE, ITOCIIE0OBATEIBLHOE U APTyMEHTUPOBAHHOE
MIOCTPOEHUE OTBETA HA 3aUETE;

- YpOBEHb CAMOCTOATEIBHOIO MBIIUIEHUS C D3JIEMEHTaMH TBOPYECKOTO MOAXO0JA K
U3JI0KEHUIO MaTepuaa.

2. IlnaHbl NpaKTHYECKUX 3AaHATHH
IIpakTnyeckoe 3ansitue 1
Coaeprxanue, 3Ha4eHHe 1e10NPON3BOACTBA. TeXHOI0rHs OPraHN3anMu 1eJ0NPOU3BOICTBA
B 00pa3oBaTeIbHOM y4peKACHUH

ITnan:

1. OcHOBHBIE TEPMMHBI U MOHSITHE «IEIONPOU3BOACTBO». VCTOpHsS BO3HMKHOBEHMS U
OCHOBHBIE€ JTambl PA3BUTHSA JEIONPOU3BOACTBA. CHCTEMBI OpPraHM3alMy JAEJIONPOU3BOJICTBA.
[ToHsITHE U NPUHIMIIBI OPraHU3aLUHU JTOKyMEHTO000pOoTa

2. PexBu3UTH JOKYMEHTOB. Perucrparnus m mHAeKkcanus JTOKyMeHTOB. CTpykrypa 0a3
JTaHHBIX JOKyMeHTOB. Ilpuem, o0paboTka H pacrpeneneHHue MOCTYHAOIUX JOKYMEHTOB.
Opranuzaiust 00pabOTKH U Mepeaayy OTIPABIIEMbIX JOKYMEHTOB

3. IlopsAnoK TPOXOXKAECHUS BHYTPEHHHUX JOKYMeHTOB. OpraHusanus KOHTpOJA 3a
UCIIOJTHEHUEM JTOKyMeHTOB. Pabora ucnonHurteneil ¢ pokymeHtamu. OpraHu3anusi MOMCKOBOM
CUCTEMBI 10 JJOKYMEHTaM

4. CnocoObl M METOJAbI JIOCTaBKM JOKyMeHTOB. (O0paboTka KOH(UIEHIIMATIbHBIX
JOKYMEHTOB U JJOKYMEHTOB IS CIIy>K€OHOT'O TOJIb30BaHUsL.

Jlumepamypa: [2]; [9]; [10].
Bonpocul ona konnexkmusrno2o 06¢cysicoeHus:

1. Ilonsitne «aenonpon3BOoACTBO». OCHOBHBIE MI€IM U 3aJa4ydl JIEJIONPOU3BOJICTBA.
HeobOxoaumMocTh opranu3aiuu AeI0NpOr3BOICTBA B YUPEIKICHUH. 3HAYCHHE JIeJIONPOU3BO/ICTBA



B JleATelNbHOCTH  oOpa3oBaresnbHOM  opraHm3auuu.  Cekperapb,  JeONPOU3BOAMUTEINbD,
JOKYMEHTOBE/I, KaHLEISIPHS.

2. Ucropuueckue »Htambl pa3BuUTHs AenonpousBoactBa B Poccun. CoBpemeHHOE
rocy/IapCTBEHHOE PETyJINPOBAaHUE ACIONPOU3BO/ICTBA.

3. Cucremsl 1€I0NPOU3BOICTBA: [ICHTPAIIN30BaHHAs, ICEHTPAIN30BaHHAsl, CMEILIaHHAs.
Crpykrypa u 00BbEM nokymMeHTOOoOOpoTa. OCHOBHBIE MPHUHILMIIBI OpraHu3aluu paboThl C
JOKYMEHTOIIOTOKaMH.

4. Ilonsatue PEKBU3UTAIOKYMEHTA. Bunst PEKBU3UTOB. [IpaBuna
o(hopMICHUAPEKBU3UTOB JOKyMEHTOB. bnanknokymenta. Buabsl OnankoB. TpeGoBanus k
OmaHKaM JOKYMeHTOB.Bumbl um ¢GopMbl peructpanuu JOKYMEHTOB. SI3bIK M CTHIb CITyKEOHBIX
JIOKYMEHTOB.

5. Oransl 00pabOTKUBXOAIINX JIOKYMEHTOB. [lepBuuHnas o0paboTka
BXOJILINXJJOKYMEHTOB. Peructpupyembie 1 HeperucTpupyembie 10KyMeHThl. [IpenBapurensHoe
paccMOTpEeHHE JOKYMEHTOB JJIsl HAlIpaBJICHUsI UCIIOJIHUTENSAM. Pe3omtonus.

6. IlopsnoK MOArOTOBKM HCXOISAIIMX AOKyMeHTOB. CocTaBiieHHE NpPOEKTa JOKYMEHTa,
corjlacoBaHue, nojanucanue (yTBepikIeHue), TupaxkupoBaHue. CriocoObl U METOJbl OTIPABKU
UCXOSIINX JOKyMEeHTOB. OOmias XapakTepUCTHUKa CIyKE€OHOM mepenuckud. Pa3zHOBUAHOCTH
CITy’KE€OHBIX THCEM.

7. BHyTpeHHue TOKYMEHTHI 00pa3oBaTesbHON opranu3anuu. [loaroroska, ohopmiieHue,
peructpauus. IlpaBuina mocTaHOBKM JOKYMEHTOB Ha KOHTpOJb. [IOpANOK CHATHS JDOKYMEHTOB C
KOHTpossl. OT4eT MO KCHOJHEHHIO KOHTPOJBbHBIX JIOKYMEHTOB. OrepaTMBHOE HCIIOJIHEHUE
JOKYMEHTOB COTPYAHMKAMHU B COOTBETCTBUM C UX JOJDKHOCTHBIMH OOS3aHHOCTSMH U
pesoronue  PyKOBOJHUTEINS. OTBETCTBEHHOCTh 32  HecoOmoaeHHe  TpeOoBaHUM
UCIIOJHUTENIbCKON  JAMCLUMIUIMHBI, 3@  HENPaBWIbHOE  MCIOJIb30BAaHUE  JIEHCTBYIOLIMX
HOPMAaTUBHBIX JOKYMEHTOB B IIOATOTOBKE, O(OPMIICHUH U UCIIOJTHEHUH IOKYMEHTOB B CPOK.

8. OpraHuzauusi IOYTOBOM, KYpbEPCKOM WM 3KCIPECC-AOCTABKU JIOKyMEHTOB. [loHsTus:
«LIEHHOCTh W 0Oe3omacHOCTh  HMHpOpManuM»,  «KOHQHUAECHUUAIBHOCTHY»,  «yIrpo3a
KOH(QHJICHIIMATBHOCTHY, «3alura HHpopMarun». be3omacHOCTh LEHHBIX HH(POPMALMOHHBIX
pecypcoB. Llennas uHpopMmainus U KOHQHUAECHUUATbHbIE JOKYMEHTH. PermameHTanus cocraBa
KOH(QHJICHIIMATIbHBIX CBEICHUA M JIOKYyMeHTOB. [lopsaok paboTsl ¢ KOHOUAECHIMAIbLHBIMU
JOKyMeHTamMHu U MmarepuasiamMu. KonpuaenuuanbHas HHQOpMaLUs U CBEACHUS B JEATEIbHOCTH
00pa3zoBaTeIbHON OpraHU3altu.

IIpakTyeckoe 3ansaTe 2-3
HopMmaTuBHO-3aK0HOAaTE/IbHAsA 0a3a. OCHOBHBIE BU/IbI IOKYMEHTOB H CHCTEMbI
AokyMeHTanuu. Oco0eHHOCTH MOATOTOBKH M 0(pOpMIIeHHS OTAeIbHBIX BUI0B JOKYMEHTOB

Ilnan:

1. HOpMaTI/IBHO-SaKOHOJIaTeJ'[BHI)IC nu HOpMaTI/IBHO-MeTOJII/Iqe()KI/Ie JIOKYMeHTBI 110
JeI0nponu3BOICTBY. HopMaTHBHO-3aKOHOJATEbHBIE 1 HOPMATUBHO-METOANYECKHE JOKYMEHTHI
10 apXUBHOMY JENY.

2. Knaccudukamus nokymenToB. KOpunnueckas cuia qokymeHnTa. HazHadyeHune u coctaB
OpraHM3allMOHHO-TIPABOBOM  JOKyMeHTanuu. Ha3HaueHue W cocTaB  OpraHu3alMoOHHO-
pacnopsAuTeabHOM JOKyMeHTanuu. Ha3HaueHWe M COCTaB CHpPaBOYHO-MHGOPMAIMOHHOMN
JOKYMEHTALUH.

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

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

Bonpocwt onsa konnekmusnoco obcyscoenus:



1. 3akoHomarenbHble akThl Poccuiickoit @enepamun u  MypMmaHckol — o0rnacTy,
perIaMeHTUPYIOIINUE JENONPOU3BOJACTBO U apXMBHOE Aeno. ['ocynapcTBEHHBIE CTaHAAPTHI U
yHH(]UKaLUs B 00JIaCTH JETONPOU3BOICTBA M ApXUBHOTO JeTa.

2. UHcTpykuus 1O  JEJONPOU3BOJACTBY MmuHHMCTEpCTBa O00pa3oBaHUs U HAyKu
Poccuiickoii @enepanun. Meronnyeckue peKOMEHIAMM IO pa3padOTKE HOMEHKIATYPbl U
MHCTPYKLUHMHU IO JEJIONPOU3BOJACTBY B 00pa30BaTEIbHOM YUPEKICHHH. THUIOBBIE NEPEYHH C
yKa3aHHEM CPOKOB XpaHEHUs JOKyMeHTOB. [IpaBuiia paboThl apXMBOB OpraHu3alui.

3. Kimaccudukanmst JOKyMEHTOB, €€ OCHOBHBIE Tpum3Haku. Kiaccudukamus 1o
HAaUMEHOBAHMIO: TIPUKA3bl, PACIIOPSDKEHUSA, IUIAHBI M OTYETHI, AKTHI, IPOTOKOJBI, AOIOBOPBI,
yCTaBbl, UHCTPYKIIMH, TIOBEPEHHOCTH U T.1. Kitaccudukanus mo Mecty cocTaBieHHs], [0 CTETIEHU
YHU(DUKALUH, 10 TPOUCXOKICHHUIO, IO BUAY 0(hOpMIIeHHS, 10 crioco0y GpuKkcanuu HHPoOpMaLuy,
[0 CTENEHW CJOKHOCTH, IO CTENEHM IJVIACHOCTH, IO IOPUAMYECKON CHJIE, IO CpOKam
UCTIOJIHEHUS], 1T0 CPOKaM XPaHEHUsI, 110 CTENEeHU 0053aTeTbHOCTH.

4. CucreMa  OpPraHM3allMOHHO-IIPABOBOM  JOKyMEHTaUMM  (yCTaB  YUPEXKACHHS,
II0JIO’KEHUS, IITATHOE paclMCaHue, JO0JDKHOCTHblE MHCTpyKuMH). Cucrema OpraHu3alliOHHO-
pacnopsAMTeabHOH JOKyMeHTauuu (yka3, IpHKa3, BbIIMCKAa U3 IPUKa3a, paclopsbKEHHE,
nocraHoBjieHne). Cucrema CHpaBOYHO-UHPOPMALMOHHOW IOKyMEHTAlH (TIPOTOKOJ, akKT,
3asBJIEHUE, JOKJIaJHasl 3alMcKa, NpPeUIoKEHHe, TMpeACTaBlIeHUe, CiIy)KeOHas 3alucka,
oObsicHuTenpHas). CxeMa MOJATOTOBKM PacloOpAIUTENbHBIX A0KyMeHTOB.Ilopsiok cHsTusS U
BBIJJAYX KOIHH C JOKYMEHTOB.

5. IlonoxeHus1, paBuiaa, MHCTPYKUUH (IpaBUiIa BHYTPEHHETO TPYAOBOIO PACHOpPsIKa,
MHCTPYKLIUHU O MOPSAKE OCYLIECTBICHUS KaKOH-TMOO0 NeATETbHOCTH WM MOPSAIKE NMPUMEHEHUS
IIOJIO)KEHNN 3aKOHOJATENIbHBIX M WHBIX HOPMATHUBHBIX AaKTOB, IIOJIOKEHUS O CTPYKTYPHBIX
MOJpa3/eNIeHUsIX, KOJUIEKTUBHBIN qoroBop u ap.). [lopsnok odopmienus u nmoamnucaHus 3TUX
JOKYMEHTOB ISl IPUMEHEHUS KaK CAMOCTOSTENIbHBIX ITPAaBOBBIX AKTOB.

6. IloHsATHE M CTPYKTypa MEePCOHATBHBIX AaHHBIX. O0s3aTeNbHbIe KaAPOBBIE JOKYMEHTHI
o0pa3oBaTeIbHOMOPTaHU3AIMHM, WX BHUIBI, COCTAaB, HOPMAaTHUBHBIC TPEOOBaHMS K BEICHHUIO
KaJpOBOM JOKyMEHTallMM (MPUKa3bl U PaCHOpPsHKEHUS IO JIMYHOMY COCTaBy, 3asiBICHUE,
TPYJOBOW JOrOBOp, JOJKHOCTHAs MHCTPYKLUS, TPYJOBas KHIKKA, JUYHAs KapTO4Ka, JUYHOE
neno). JlBwkeHue u XpaHEHHE KaApoBOM JoKyMeHTanuu. JKypHaJbl W KHUTU Y4YeTa.
Hcnonuenue conuaibHO-MPABOBBIX 3alIPOCOB.

IIpakTyeckoe 3ansaTue 4-5
®opMupoBaHue /ieJl M OPraHU3alusl XPaAHEHHUs JOKYMEHTOB. JKCIePTH3a IEHHOCTH
AOKYMeHTOB. TexHu4ecKue cpeACcTBa, HCIOJIb3yeMble B 1eJ10IIPON3BO/ACTBeE.
DJIeKTPOHHBIN TOKYMEHTO000POT

ITnan:

1. IIpaBmiia cocTaBieHHsT HOMEHKIATypbl Jen  yupexaeHus. DopmupoBaHue u
oopmienune nen. OpraHuszanys ONEepaTUBHOIO XpaHEHUs JOKyMEHTOB. POpMUpOBaHUE apXUBa
B 00pa30BaTENbHOM YUPEKACHUU.

2. llena TOCTOSHHOTO M BPEMEHHOTO CpOKa XpAaHEHHUs. OKCHEepTHas KOMHUCCHS
yupexaeHus. [1opsnok yHHYTOKEHNs TOKYMEHTOB.

3. Ucnonw3oBanue IIK B penonmponsBoacTee. CpencTBa KOMUPOBAHUS U ONEPATUBHOTO
pasmHOxeHus. [Ipuem m o0paboTka IOKYMEHTOB, MOCTYHAIOIIUX IO KaHAalaM 3JIEKTPOHHOH
nouThl ¥ hakcuMmiibHOM cBsA3u. [IpaBuia GezomacHoON paboThl ¢ OPITEXHUKOM.

4. DnekTpoHHOE JOKyMeHTUpoBaHHe. [IOHATHE «3JIEKTPOHHBIA JOKYMEHT.

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



Bonpocwt onsa konnekmusrnoco obcyscoenust:

1. IlonsstTue o «upene». Homenknatypa nen. CocraBiieHME HOMEHKIATypbl J€1 B
oOpa3zoBatenbHOM yupexaeHuu. @opmupoBanue Aein. [Ipu3Haku 3aBeeHus 1ei: HOMUHAIbHBIN,
IIPEMETHO-BOIIPOCHBIM, aBTOPCKUH, KOPPECHOHICHTCKUM, Teorpaguyeckuii, XpOHOIOTHYECKHA.
Bunst apxuBoB. TpeGoBanust k apxuBaMm. [lopsaok mnepenaun JOKYMEHTOB Ha apXHBHOE
xpaHenue. CucremaTu3anus JOKyYMEHTOB B apxuBe. Pabora ¢ Hay4HO-CIpaBOYHBIM amlapaToM
(ucropuueckasi CripaBKa, OMUCHU JIEJI IOCTOSIHHOTO M BPEMEHHOI'O XpaHEHUs JOKYMEHTOB, KHUTH
y4eTa U IBWKECHUS J1eT).

2. Oco0eHHOCTH XpaHEHUs Jesl MOCTOSHHOro, BpeMeHHoro (cBeime 10 jiet) u nen mno
nnyHOMY coctaBy. [lopsaok nepenaun nen B I'ocynapctBeHHbIe apxuBbl. Co3/1aHNEe SKCIEPTHOM
Komuccuu yupexaeHus. IlpoBenenue skcnepTusbl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3aCeaHMi KOMHCCHUM M aKTOB Ha yHMUYTOKeHue aein. lIponenypa yHuYTOXKEHHA
JOKYMEHTOB.

3. KoMrmbloTepHbIE€ cpelicTBa MOATOTOBKU AOKYMEHTOB. Mcnonb3oBaHue 1mabI0HOB s
dbopMHpoBaHUS JOKYMEHTOB Ha KOMIbIOTepe. lcrmonp3oBaHHe B KOMIIBIOTEpPE OJIAHKOB
nokymMeHToB. Co3aHue OJaHKOB JIOKYMEHTOB B KoMIbioTepe. M3roToBieHue, KONMpoOBaHUE U
TUPaXHPOBaHUE TOKYMEHTOB. CpencTBa 00pabOTKU JTOKYMEHTOB. [IOKyMEHTBHI, eperaBacMble
[0 KaHajaM CBs3u (TejerpaMma, Tenekc, ¢akcorpamma, TtenedoHorpamma). [loHsTue
«oprrexHuka». OCHOBHBIE BHJIbl OPTaHMU3aMOHHON TeXHUKH. [IpaBuiia TeXHUKH 0€301MacHOCTH
paboThI ¢ OPTTEXHUKOM.

4. Tlpeumy1iecTBa nepeaayu JOKyMEHTAa ¢ KOMIBIOTEPA HA KOMIIBIOTEP. YCTaHOBKA Ha
KOMIIBIOTEPE CHELUAIBHO BBIICICHHON MANKHU Ul NOCTYNAOIINAX JOKyMEHTOB. [IpenmyiecTsa
anekTpoHHoM mnouthl. [loctyn k Internet. Cucrema perucrtpauuu u koHTpois. Co3maHue
3JIEKTPOHHOM 0a3bl aHHbIX. [lonck goKymeHTa.
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