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1. MeToauyeckue pekoMeH AU

1.1. MeToauyeckne PpeKOMEHJAUMHM 10 OPraHM3alMH PadoThl CTYAEHTOB BO
BpeMs NPOBeJIeHUs JEeKIUOHHbIX 3aHATHI
B xopne nexuuit npenojgaBaTenb U3j1araeT U pa3bsCHAET OCHOBHbBIE, HANOOJIEE CI0KHbIE MTOHATHS
TEMBl, a TaKX€ CBA3aHHbIE C HEH TEOpPeTHYECKHEe U TMPAKTHUECKHEe TMPOOIEeMbl, aeT
PEKOMEHIALNHN ISl IPAKTUYECKOTO (CEMUHAPCKOI0) 3aHATHS U yKa3aHUs JUIsl CAMOCTOSITEIILHON
paboThI.

Ha neKkuMoHHBIX 3aHATHAX CTYIEHTY HEOOXOAMMO BECTH KOHCIEKTUPOBAHHE Y4eOHOIO
marepuaia. OOpamaTh BHUMaHUE Ha KaTeropuH, (OPMYIMPOBKH, PACKPBIBAIOIINE COJIEPKAHHE
M3y4aeMOM NHUCUUILIIMHBI, HAYYHBIE BBIBOJBI U MMPAKTUYECKUE PEKOMEHIALNH, ITOJIOKUTEIbHBIN
OIIBIT B OPATOPCKOM HCKYCCTBE.

XKenatenbHO OCTaBUTh B PAabOUYMX KOHCIEKTAX IO, HAa KOTOPBIX JeIaTh MOMETKH,
NOJUYEPKUBAIOIIAE OCOOYI0 BaXKHOCTh T€X WJIM MHBIX TEOPETUYECKHX  IOJIOKEHHM.
PekoMenayeTcss akTHBHO 3a/1aBaTh MPEMOJABATENI0 YTOUYHSAIOIINAE BOIPOCH C LEIBIO YSICHEHUS
TEOPETUYECKUX ITOJI0KEHUN, Pa3pELICHUs CIIOPHBIX CUTYalUH.

1.2. Mertoanyeckne PpeKOMEHJANMH MO MOArOTOBKE K  CEMHHAPCKUM
(MpaKkTHYeCKUM) 3aHATUAM

[Mpuctynas K HM3y4YCHHWIO AWCIUILIUHBI, HEOOXOIMMO BHHMATEIHHO O3HAKOMHUTBCS C
TEMaTUYECKUM IJIAHOM 3aHSTHH, COUCKOM pPEKOMEHJOBaHHOH nuTeparypbl. CreayeT ysICHUTH
MOCIIEI0BATEIHPHOCTh BBIMIOJIHEHUS HWHIWBUIYalNbHBIX Y4eOHBIX 3amanuil. CamocTosiTenbHas
paboTa cTy/eHTa IpeanonaraeT padboTy ¢ Hay9HOU M y4eOHOH JIMTepaTypoi, yMEHUE CO3/1aBaTh
TEKCThI. YPOBEHb U TNTyOWHA YCBOCHUS TUCIUIUIMHBI 3aBUCSIT OT aKTUBHON U CHCTEMAaTHYECKOM
paboThl Ha JEKIUSAX, U3YYEHHsS] PEKOMEHJOBAHHOM JIUTEPATypbl, BBIOJHEHUS KOHTPOJIbHBIX
MNUCbMEHHBIX 3aJaHUH.




CemuHapckue 3aHATHS 3aBEpIIAIOT H3yueHHE Hamboiee BaXHBIX TeM Yy4eOHOU
qucuuruHbl. OHU cayKaT Uil 3aKpeIuIeHMs M3YYEHHOTO Marepuana, pa3BUTHS YMEHHU M
HaBBIKOB TOATOTOBKU JIOKJIAJ0B, COOOIIEHWH, MPHOOPETEHUs OIBITa YCTHBIX IYOJWYHBIX
BBICTYIUIEHUM, BEIEHUS JUCKYCCHM, apryMEHTAllMM W 3allMUThl BBIABUIAEMBIX IOJIOKEHUH, a
TaK)KE€ NIl KOHTPOJIS MPENOJAaBaTEIEM CTENEHH MOATOTOBICHHOCTH CTYIEHTOB II0 M3ydaeMOM
JUCLUTIINHE.

CeMuHap mpeanonaraeT cBOOOIHBIM OOMEH MHEHUsMHU MO u30paHHOU Temaruke. OH
HAUMHAETCS CO BCTYIUTENIBHOIO CJIOBa IpernojaBaTesns, (GOpMYIHUPYIOIIEro LEedb 3aHATUS U
XapaKTEPU3YIOIIEr0 €ro OCHOBHYIO MpoOJIeMaTHKy. 3aTeM, Kak IpaBWIO, 3acCiylIMBAIOTCS
coo0rmieHus ctyaeHToB. OOCYKIeHUE COOOIICHHSI COBMEIIAETCSI C PACCMOTPEHUEM HaMEYeHHBIX
BonpocoB. CooOIIeHHs, Mpeanoaraloye aHalu3 MyOJUKAIMi 10 OTIACIBHBIM BOIPOCAM
MPAKTUYECKOTO 3aHSTHsI, 3aclyllMBalOTCS OOBIYHO B cepeauHe 3aHATudA. [loompsercs
BBIIBIOKEHHE M OOCYXXJCHHWE aJbTepHATUBHBIX MHEHUH. B  3aKiIOYMTENHHOM  CIIOBE
IpenoAaBaTesb MOJBOAUT UTOTU OOCYKIEHUS U OOBSBISET OLEHKU BHICTYNABIIMM CTYACHTaM.
B nensx KOHTpOJs MOATOTOBIEHHOCTU CTYAEHTOB M IPUBUTHS UM HAaBBIKOB KpPaTKOI'O
MACbMEHHOTO U3JI0’KEHHS CBOMX MBICIIEN MPENoJaBaTelb B X0/1€ MPAKTUYECKOTO 3aHATHS MOKET
OCYILECTBIISATh TEKYIIUN KOHTPOJIb 3HAHUH B BUJIE TECTOBBIX 3a7aHUi (KOHTPOJIBHOU PabOTHI).

B Xxoxe moAaroroBKM K CEMHUHAPCKUM (IIPAKTUYECKHM) 3aHATHSAM CIEAYyeT HU3Y4YHUTh
OCHOBHYIO U JOIIOJIHUTENIBbHYIO JIMTEPATypy, YYECTb PEKOMEHIALMU [penojaBaTens u
TpeboBaHus paboveil mporpaMmel.

MOXHO MOATOTOBUTH CBOM KOHCIEKT OTBETOB II0 pPacCMaTpUBacMOM TEMaTHKE,
MOJATOTOBUTH TE3UCHI JJI BBICTYIUIEHUH 10 BCceM Y4eOHBIM BOIIPOCaM, BHIHOCHMBIM Ha 3aHSTHE.
Crnenyer mpoaymaTh NpPUMEpHl C LENbI0O O0ECIEYeHUs] TECHOM CBS3M H3Yy4aeMOW TEOpHH C
pealbHOM  MpakTHUKOH. MOXKHO  JOMOJHHUTH CHUCOK PEKOMEHJIOBAHHOW  JMTEpaTypbl
COBPEMEHHBIMHM UCTOYHUKAMH, HE MPECTABICHHBIMH B CIIUCKE PEKOMEHI0BAHHON JIUTEPATYPHI.

1.3. Meroanuyeckne peKOMEHIALUH MO0 NOATOTOBKE NMpPe3eHTAlNHU

IlonrotoBKy INpEe3eHTAaMOHHOIO MaTepuana CleqyeT HadyuHaTh C  H3Y4YCHHS
HOPMAaTUBHOM M CHEIUAJbHON JIUTEpaTyphbl, CTATUCTMYECKHUX JIaHHBIX, CHCTEMaTU3aluu
coOpaHHoro wmarepuana. IIpe3eHTallMOHHBIM MaTepuan [OJDKEH OBITh JOCTaTOYHBIM  JUIS
PacKpbITHS BEIOPAHHOM TEMBI.

[ToaroToBka Mpe3eHTALIMOHHOTO MaTepuajga BKJIKOYaeT B ce0sl HE TOJNBKO IMOATOTOBKY
CJIaliIOB, HO M OTPAOOTKY HaBBIKOB OPATOPCTBA U YMEHUSI OPraHU30BATh U MIPOBOAUTH JAUCIYT.

Cozpanue MNpe3eHTAalMOHHOTO MaTepuaja JaeT BO3MOXKHOCTH IIOJyYUTh HABBIKM U
YMEHUS CAMOCTOSITENTFHOTO 0000IIeHUsI MaTepuaa, BbIACICHUS TI1aBHOTO.

IIpy moAroTOBKE MYNBTUMEIUNHOTO IPE3CHTAMOHHOTO MaTepuala BaKHO CTPOro
cOOJIIOIaTh 3a/IJaHHBII pErJaMeHT BPEMEHH.

Heo06xoauMo NOMHUTB, 4YTO BBICTYIUIEHHME COCTOUT M3 TpeX 4YacTel: BCTYIUICHMS,
OCHOBHOM 4YacTH M 3akiodeHus. lIpexxnae Bcero, cienyer Ha3BaThb TEMY CBOEH IpPE3CHTALMH,
KpaTKo IEpEeuuclIuTh paccMaTpUBaeMble BOIPOCHI, M30paB A 3TOrO JKUBYIO HHTEPECHYIO
bopMy H3I0KEHUS.

Bonpmas dacTte cnaiiioB Ao0KHA OBITh TOCBSIIEHA PACKPHITHIO TEMBL. 3anada
BBICTYIAIOLIETO COCTOMT HE TOJIBKO B TOM, YTO MPOAEMOHCTPHPOBATH COOCTBEHHbIC 3HAHMS,
HaBBIKM M YMEHHs [0 pacCMaTpUBAeMOW NpoOiieMaTHKe, HO U 3aUHTEpPEecOBaTh CIylIaTesei,
CHOCOOCTBOBaTh (OPMHUPOBAHUIO Y JIPYTMX CTYAEGHTOB CTPEMJICHHS MO3HAKOMHUTBCS C
HOPMATHUBHBIMHU U CIIEUAIbHBIMU HCTOUHUKAMHU 10 paccMaTpuBaeMoi poOieMaTHKe.

ANropuT™ CcO34aHMs IPE3EHTALUN

1 sTan — onpezeneHne Leau NPEe3CHTaluN

2 3Tamn — noipoObHOE pacKpbITHE HHPOPMAIUH,

3 9Tan - OCHOBHBIE TE€3HCHI, BBIBOJBI.



Canenyet ucnons3oBats 10-15 cnaiinos. [Ipu sTom:

- TIEPBBINA Clal — TUTYNbHBIN. [IpeaHa3HadeH 1y pa3MelIeHusl Ha3BaHUs MPE3EHTALINH,
UMEHU JIOKJIJIYUKA U €T0 KOHTAaKTHON MH(OpMAITIH;

- Ha BTOPOM CcClaiile HEOOXOAMMO Ppa3MECTUTh COJAEpKaHHE MpPEe3CHTAINH, a TaKXke
KpaTKO€ OMUCAaHNUE OCHOBHBIX BOIIPOCOB;

- BCE OCTAaBIIIHUECS CJIaliIbl UMEIOT HH(POPMATHUBHBIN XapaKTep.

OO0bIyHO TOJa4a MHGOPMAIUU OCYIIECTBISIETCS MO IUIaHY: TE3UC — apryMEHTaIusl —
BBIBO/I.

Pexomenpanmu no co31aHuio Mpe3eHTaIUu:

1. YutabGenbHOCTh (BUAMMOCTD U3 CaMbIX JaJbHUX YTOJIKOB IMOMEIICHUS U C Pa3IN4HbIX
YCTPOMCTB), TEKCT AOJKEH ObITh HaOpaH 24-30-p1M mIpUQTOM.

2. TmaTenbHO CTPYKTYpUpPOBAaHHAS MH(POPMAIIHS.

3. Hannuue KOpOTKMX M JJAKOHMYHBIX 3aroJOBKOB, MapKHPOBAHHBIX U HYMEPOBAHHBIX
CITUCKOB.

4. Kaxaomy mookeHuto (11ee) Halo OTBECTH OTJCNIbHBIN a03ail.

5. I'maBHyIO UCIO HAJO BHIJIOKUTH B TIEPBOM CTPOKE ab3aria.

6. HUcnonb3oBath TabmuuHble (OpMBI TPEACTaBICHUS HUHPOPMALUHU (IHArpaMMBbl,
CXEMBbI) JJIsl WUIIOCTpPAlMM BaXKHEMIIUX (PaKTOB, UYTO JACT BO3MOXKHOCTH IOJATh MaTepHal
KOMIIAKTHO M HATJISTHO.

7. I'paduka momKHA OPTAaHUYHO JAOTIOTHATH TEKCT.

8. Brictyruienue ¢ npe3eHranueii anurcs He 6onee 10 MuHyT.

1.4. Meroauueckue peKOMeHIAUMHU 1O YYACTHIO B TUCKYCCHH

Jluckyccus - 00CYKIACHHE CIIOPHOTO BOMPOCA, IPOOIIEMBI.

BaxHoil XapaKTepuUCTUKON AUCKYCCHHM, OTJIMYaIomeil €€ OT Jpyrux BHJOB CIIOPa,
SIBIIAETCA apryMEHTUPOBAHHOCTb.

Cwmpbicn muckyccnu (yaeOHON JUCKYCCHHM) COCTOMT B OOMEHE B3IJISIIAMH 10 KOHKPETHOM
HpO6J’ICM€. 3TO aKTHUBHBIN METOA, HOSBOJ’IHIOH_II/Iﬁ HayLII/ITI:CH OTCTanBaTb CBOC MHCHHUEC H
ciaymark Jpyrux. Jluckyccus pokmaeT MBICIHb, aKTUBH3UPYET MBIIUICHHE, a B Y4YeOHOMU
JTUCKYCCHM 00€CIIeYMBAETCS CO3HATEIHHOE YCBOCHHE y4eOHOTro MaTepuaja Kak MPOIyKTa ero
MBICJIUTEITLHON TTPOPAOOTKH.

MeTtox AMCKYCCHM HCIIONB3YEeTCs B TPYIIOBBIX (hopMax 3aHATUNA: HAa CEeMUHapax-
JTUCKYCCHUSX, COOECENOBAHUAX MO OOCYKIEHNUIO UTOTOB BBITIOJHEHUSI 3aIaHUHA Ha MPAKTHICCKUX
U 1a00paTOPHBIX 3aHATHSX, KOT/Ia CTyIEHTaM HYXXHO BbICKa3bIBaThca. Ha snekuuu auckyccus B
MOJITHOM CMBICIIE Pa3BEPHYTHCS HE MOXKET, HO TUCKYCCHOHHBIN BOIPOC, BBI3BABIIUN Cpazy
HECKOJIBKO Pa3sHBIX OTBETOB M3 ayIUTOPHH, CO3/IaeT aTMOC(Epy KOJUIEKTUBHOTO Pa3MBIIIICHUS
¥ TOTOBHOCTH CIIYIIATh MPETOaBaTessl, OTBEUAIOIIETO Ha ATOT CIIOPHBIA BOIIPOC.

Jluckyccus Ha CEMHHApCKOM (IIPAKTUYECKOM) 3aHATHH TpeOyeT HpOAYMAaHHOCTH U
OCHOBATEJIbHOW TPEABAPUTEIIBHON MOATOTOBKUA oOydaronuxcsi. HyXHbI HE TOJIBKO XOpOIIWe
3HaHus (0e3 HUX JUCKyccHs OecnpeaMeTHa), HO TaKKe HaJHMYUe Y CTYACHTOB YMEHHSI BBIPaXaThb
CBOM MBICIIH, YE€TKO (HOPMYIUpOBaTh BOMPOCH, MPHBOJUTH APTYMEHTH W T.A. YUEOHBIC
I[I/ICKyCCI/II/I 060rama10T Hpe,Z[CTaBJIeHI/IH y‘-IaH_II/IXCSI II0 TEMCE, YHOpH,Z[O‘II/IBaIOT 148 3aKp€HH$IIOT
3HaHHA.

1.5. MeToauyeckue peKOMeHIaAMHU /151 BBINOJHEHUSI TECTOBOIO 3a1aHusI

TecToBO€ 3aaHue - CPEACTBO MPOBEPKU YMEHUM MPUMEHSATH MOJIYYCHHbIC 3HAHMS IS
pelieHus 3a/1a4 ONpeeICHHOTO THIIA 110 TEME WJIH pa3ieiy.

TecT — 3a1anue, BBIIOJIHAEMOE B T€UEHUE 33JJaHHOTO BPEMEHH (B YCIOBUSAX ayAUTOPHOMN
pabotrsl — ot 30 MUHYT 10 2 YacoB, OT OJHOTO IHS 10 HECKOJBKHUX HEICIbh B Ciydae
BHEAYJIUTOPHOTO 3aaHUS).



Kak mpaBuio, TecToBoe 3aJaHue BKIIIOYAeT B ce0sl MHOXKECTBEHHBIH BBIOOP OTBETa Ha
BOITPOC.

JUist BBITOJTHEHHS TECTa 00YJaroIEeMyCsl 1aeTCsl OT OAHOM /10 HECKOJIBKUX MOTBITOK.

[Ipu moAroToBke K TECTy HEOOXOIMMO MOHSATH JOTHKY HU3JI0)KEHHOT0 MaTepuana. IToMy
HEMaJIo CIIOCOOCTBYET COCTABIICHHE PA3BEPHYTOTO IIJIaHA, TAOJIUI]  CXEM.

[Ipu pemenuu Tecta HEOOXOAUMO:

- BHUMATEJIBHO M3YYUTh CTPYKTYpPY TE€CTa, OIICHUTh OOBEM BPEMEHH, BBLICISIEMOTO Ha
JTAHHBIN TECT, YBUJETh, KAKOT0O TUIA 3aJaHUsI B HEM COAEPKATCS;

- HAYMHATh OTBEYATh HA T€ BOIPOCHI, B IPAaBUJIBHOCTH PELIEHUSI KOTOPbIX HET COMHEHUH,
HE OCTAHABJIMBASICh HA TE€X, KOTOPBIE MOTYT BbI3BATh 3aTPYAHECHUS;

- BHUMATEJIbHO YMTATh 33JaHMsI JO KOHIA, HE IBITAsICh HA4YaTh OTBEYATh, OPUEHTUPYACH
Ha BBINOJIHEHHBIE MTOA00HBIE 3aJaHUs B TIPEIbITYIIUX TECTUPOBAHUSAX;

- ecau Bel He 3HaeTe oTBETa HAa BOIIPOC WM HE YBEPEHBI B €r0 INPABUIBHOCTH, CIEIYET
IPOIMYCTUTH BOMPOC, YTOOBI BEPHYTHCSA K HEMY TO3KE;

- pacCUMTHIBaTh BBHINIOJIHEHUE 33aHUH CIIEAyeT TaK, YTOObI OCTAaJIOCh BpeMs Ha IPOBEPKY
U 10pa0O0TKY BBITOJTHEHHBIX 3aJaHUM.

1.6. MeToauueckne peKOMEHIAIUH /JJs1 MOATOTOBKH OTBETA HA 3a4eTe

YcnoBus, 00ecnieunBarOIINe MeAarorndeckyro 3P PeKTUBHOCT OIIEHOYHOW MPOLIETYPHI:

- CTENeHb OXBaTa pa3/esoB y4eOHOW MporpaMMbl U TIOHUMaHHUE B3aUMOCBSI3EH MEXITy
HUMH;

- TIyOWHa TIOHUMaHHUS CYIIECTBa OOCYXIaeMbIX KOHKPETHBIX MpOOJeM, a TaKke
AKTYyaJIbHOCTH U MPAKTUYECKON 3HAYMMOCTH U3y4aeMOW JUCITUILINHBI,

- INara3oH 3HaHUsI PEKOMEHIOBAHHOU JIUTEPATYPHI;

- TIOTUYECKU KOPPEKTHOE, HEITPOTUBOPEUUBOE, MTOCIICIOBATEILHOE U apTYMEHTHUPOBAHHOE
MIOCTPOCHHE OTBETA Ha 3a4eTe;

- YpOBEHb CAMOCTOSTEIHHOTO MBIINUICHHUS C 3JIEMEHTAMH TBOPYECKOTO IMOAXO0/Aa K
U3JI0KCHUIO MaTepHaa.

2. Il1aHbl NPAKTHYECKUX 3aHATHI
IIpakTHyeckoe 3ansaTHe 1

Conep:xaHue, 3HAUEHHE IeJIONPON3BOACTBA. TeXHOJIOTHSI OPraHU3AINH JIeJIONPOU3BOICTBA
B 00pa30BaTeJIbLHOM YUpPeKIeHUH

IL1an:

1. OCHOBHBIG TepMI/IHBI U IIOHATUC <<,Z[€.HOHpOI/13BO,Z[CTBO>>. I/ICTOpI/IH BO3HUKHOBCHUA U
OCHOBHBIC ATamlbl Pa3BUTHS JETOMPOM3BOACTBA. CHCTEMBI OpraHW3AIMH JIEJIOMPOU3BOJICTBA.
[TonATre ¥ MPUHLIUIIBI OPraHU3AIMH JOKYMEHTO000pOTa

2. PexBu3UTHI JOKYMEHTOB. Perucrtpamms u umHIekcamus ToKymMmeHTOB. CTpykTypa 6a3
MaHHBIX J0KyMeHTOB. [Ipmem, o0paGoTka W pacrhpeneieHHe TMOCTYMAIUX JTOKYMEHTOB.
Opranu3zanust 00pabOTKH U Mepeaadn OTIPABIIEMbIX TOKYMEHTOB

3. Ilopaiok TpPOXOXKAECHHUSI BHYTPEHHMX JOKYMEHTOB. OpraHuzanus KOHTPOJS 3a
WCIIOJTHEHHEM JIOKYMEHTOB. PaboTta ucnonHuTeNne ¢ mokyMeHtamu. OpraHu3amusi MOMCKOBOM
CUCTCMBEI 110 I[OKyMeHTaM

4. CriocoObl W METOABl JOCTaBKHM JOKyMeHTOB. OOpaboTka KOH(PHUACHITHATHHBIX
I[OKyMeHTOB nu ,Z[OKYMCHTOB JUTA CHy)KCGHOI‘O I10JIB30BAHUSI.

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

Bonpocul 0ns konnexkmuerno2o o6¢cysicoenus:



1. Tlonsitne «aenonpou3BoACTBO». OCHOBHBIE LETW M 3a7adyd JEJIONPOU3BOJICTBA.
HeoOxoaumMocTh opranu3annu JelI0NpPOU3BOCTBA B YUPEKICHUU. 3HaUCHHE JI€JI0NPOU3BOICTBA
B JeATeNbHOCTH  oOpa3oBarenbHOM — opranm3amuu.  Cekperapb,  JeIONPOU3BOAUTENb,
JIOKYMEHTOBE/I, KAHLIETISIPHUSL.

2. Uctopuueckue sr1ambl pa3BuUTUS AenonpousBoactBa B Poccun. CoBpemeHHOE
roCy/IapCTBEHHOE PETYINPOBAHUE JEIONPOU3BOICTBA.

3. CucrteMbl JeNOoNpOU3BOJICTBA: IIEHTPAIM30BaHHAs, IEHEHTPAIN30BaHHAsA, CMEIIaHHAs!.
Ctpyktypa u 00BEM m0KyMeHTOOOOpoTa. OCHOBHBIC TPUHIMIBI OpPTraHU3AMH PAOOTHI C
JOKYMEHTOIIOTOKaMHU.

4. TlonssiTne pekBH3WTa JOKyMeHTa. Bwuapl pekBusutoB. [lpaBmia odopmieHus
PEKBU3UTOB JIOKyMEHTOB. biank nokymeHta. Buasl OnmankoB. TpeOGoBanusi K OiaHKam
JIOKYMEHTOB. Bubl 1 pOpMBI perucTpaluy JOKYMEHTOB. SI3bIK U CTHIIb CIIY)KeOHBIX TOKYMEHTOB.

5. Dranbl 00pabOTKM BXONALIMX JOKyMEHTOB. IlepBuuHas 00paboTKa BXOASILIMX
JOKYMEHTOB. Peructpupyemble M  HeperucTpupyemble JOKyMeHTHl. [lpeaBapurenbHoe
paccMOTpEeHHE TOKYMEHTOB JUIsl HAIPABJICHHS UCIIONHUTENSAM. Pe3omonus.

6. Ilopanok MOATOTOBKM HMCXOIALIMX JTOKYMEHTOB. COCTaBlIeHHE MPOEKTa JTOKYMEHTa,
coriacoBaHue, moanvcanue (yrBepklaeHue), ThupaxupoBaHue. CrocoObl W METOIBI OTIPABKU
UCXOAIMIUX JOKyMeHTOB. OOmiasi XapakTepucTHKa ciy>keOHOW mnepenucku. Pa3sHoBHIHOCTH
CITY’K€OHBIX MTUCEM.

7. BHyTpeHHHE TOKYMEHTHI 00pa3oBarebHON opranmu3anuu. [logroroska, odhopmieHue,
peructpauus. [IpaBuna NMOCTaHOBKM JOKYMEHTOB Ha KOHTPOJIb. IlOpsiIOK CHSTHSL TOKYMEHTOB C
KOHTpoiA. OT4er MO KCHOJHEHUIO KOHTPOJIBHBIX JOKYMEHTOB. OnepaTHBHOE HCIIOIHEHUE
JOKYMEHTOB COTPYAHHKAMU B COOTBETCTBUHM C WX JOJDKHOCTHBIMH OOS3aHHOCTSIMU H
pe30JIIOIMEeN  PYKOBOAMTENS. OTBETCTBEHHOCTh 32 HecoOmwoaeHHe  TpeOOBaHMIA
UCIIOJIHUTENIbCKOM  JAMCHMIUIMHBL, 32  HENpPaBWIBHOE  MCIOJb30BAHHE  JICUCTBYIOIIMX
HOPMATUBHBIX JOKYMEHTOB B ITOATOTOBKE, 0OPMIICHUH U UCTIOTHEHUH JOKYMEHTOB B CPOK.

8. OpraHuzaiysi IMOYTOBOM, KYPbEPCKOW W SKCHPECC-AOCTaBKU JOKyMEHTOB. [lonsatus:
«IEHHOCTD u 0€e301acHOCTh uHpopmanun», «KOH(PUACHITUATHHOCTH>, «yrpo3a
KOH(UICHIIMATEHOCTH», «3alluTa WHQOpMaIi». be30macHOCTh HEHHBIX HH(POPMAIIMOHHBIX
pecypcoB. Llennas mHpopmanusa v KoH(pUIEHIMATbHBIE TOKYMEHTHI. Perinamenrtanus cocraBa
KOH(UICHIIMATBHBIX CBEICHUNH M JOKYMEHTOB. llopsmok paboThl ¢ KOH(HACHIUATHHBIMU
JToKyMeHTaMu U MmaTtepuanamu. Konduaennuansnas nHdopManus U CBEJICHUS B AEATEIbHOCTU
00pa3oBaTeNbHON OpraHu3aluy.

IIpakTHyeckoe 3ansaTHe 2-3

HopMmaTtuBHo-3ak0oHOAaTeIbHAsA 0a3a. OCHOBHBIE BUbI IOKYMEHTOB U CHCTEMbI
nokyMeHTanuu. Oco0eHHOCTH MOATOTOBKH M 0opMJIeHNsI OTAeJIbHBIX BUA0B TOKYMEHTOB

ITnan:

1. HopMaTuBHO-3aKOHOJATECIBHBIE M  HOPMATHBHO-METOAUYECKHE JTOKYMEHTBHI II0
JeJI0NpOn3BOACTBY. HOpMaTHBHO-3aKOHOJATEIIBHBIE U HOPMATUBHO-METOIUYECKUE TOKYMEHTBI
110 apXUBHOMY JIEITy.

2. Knaccudukarus nokymeHnToB. IOpuandeckas cuna nokymenta. Haznauenue u coctaB
OpPraHM3allMOHHO-TIPAaBOBOM  NOKyMeHTauuu. Has3HaueHme W COCTaB  OpPraHHU3aLMOHHO-
pacropsauTenbHON JOKyMeHTanuu. HasHaueHnMe M cocTaB CHPaBOYHO-WH(OPMAIIMOHHOM
JOKYMEHTALUH.

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

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

Bonpocul ons xonnexmuenozo obcysxcoenusi:



1. 3akoHomaTtenpHbIe akThl Poccuiickoit @Penepanmu u  MypmaHCKoi  00JacTw,
peraaMeHTHPYIOIIME JI€JI0NPOU3BOJICTBO M apXUBHOE J€0. 1'oCyIapCTBEHHbBIE CTaHIAPTHI U
yHUA(DUKaLUs B 00JIaCTH JAETONPOU3BOACTBA U apXUBHOTO JeTIa.

2. UHCTpyKUMsT TO JAEJIONPOM3BOACTBY MuHHMCTEpCTBa 00pa3oBaHHUS U HAYKH
Poccuiickoit ®enepaunu. MeToauueckue pEeKOMEHIAIMU MO pPa3paboOTKe HOMEHKIATYPHl H
UHCTPYKLIUU TIO JAEJONPOU3BOJACTBY B 00pa30BaTEIbHOM YUPEXKACHUU. THUIOBBIE MEPEYHH C
yKa3zaHHEM CPOKOB XpaHEHHs TOKYMEHTOB. [IpaBuiia paboThl apXHMBOB OpraHU3AI.

3. Knaccudpukamuss [ITOKyMEHTOB, €€ OCHOBHbIe Npu3Haku. Kraccupukamus 1o
HAaUMEHOBAHMIO: TIPUKa3bl, PACIOPSDKEHUS, IUIAHBI M OTYETHI, aKThl, MPOTOKOJIbI, JOTOBOPHI,
yCTaBbl, UHCTPYKIIMH, JOBEPEHHOCTH U T.J. Kitaccudukamus mo MecTy COCTaBJICHUS, 110 CTENICHH
yHU(DUKALNY, TI0 TIPOUCXOXKICHHIO, TT0 BHLY 0OpPMIICHHS, 10 crtoco0y pukcanuu nHPOpMaLuy,
[0 CTENEHW CIO0XKHOCTH, IO CTENEeHHM TIJACHOCTH, IO IOPUAMYECKOH cuile, MO CpOKaM
UCIIOJIHEHUS, 110 CPOKAM XPaHEHUs, 110 CTENIEHN 00513aTEIbHOCTH.

4. CucteMa  OpraHM3allMOHHO-TIPABOBOM  JOKyMEHTaluu  (YCTaB  yUpEKICHHS,
IIOJIOKEHHUS, IUTAaTHOE paclucaHue, JOJDKHOCTHblE MHCTpyKIMH). CHcTeMa OpraHM3alliOHHO-
pacnopsIuTeNbHON JOKyMEHTalMM (yka3, IMpHUKa3, BBIIMCKA U3 IPHUKa3a, paclopsiKeHHUE,
noctaHoByieHue). Cucrema CHpaBOYHO-UH(DOPMAITMOHHON JOKYMEHTAIMH (TPOTOKOJ, akKT,
3asBJICHME, JOKJAJHAas 3alluCKa, MPEAJIOKEHHEe, NPEJCTaBICHHUE, CIIy)KeOHas 3alMcKa,
oObsicHUTeNbHAs). CxeMa MOATOTOBKU PACHOPSIUTENbHBIX JOKYMEHTOB. llopsnok cHATUS U
BBIJ1auM KOMHUI C IOKyMEHTOB.

5. IlonoxeHus, npaBuila, HHCTPYKIKHU (IIpaBUia BHYTPEHHETO TPYJOBOTO paclopska,
UHCTPYKLIUU O MOPSAAKE OCYIIECTBICHUS KaKOH-TMOO AEATENIbHOCTU WM MOPSIIKE TPUMEHEHUS
MIOJIO)KEHNUN 3aKOHOAATEIbHBIX M MHBIX HOPMATHUBHBIX AKTOB, IOJIOXKEHHUS O CTPYKTYPHBIX
MOJPa3/IeNIEHUsIX, KOJUIEKTUBHBINA OroBOp U Ap.). Ilopsimok odopmiieHUs U MOANUCAHUS ITUX
JIOKYMEHTOB /11 IPUMEHEHUS KaK CaMOCTOSATEIbHBIX IPABOBBIX aKTOB.

6. IloHsATHE U CTPYKTYpa MEPCOHAIBHBIX JaHHBIX. OO0s3aTebHbIC KaIPOBBIE TOKYMEHTHI
00pa3oBaTeNbHON OpraHM3allMi, WX BHIBI, COCTaB, HOpPMATHBHbIE TPeOOBAaHUS K BEACHUIO
KaJIpOBOM JOKyMEHTalMM (IIPUKa3bl M PACHOPSIKEHUS IO JMYHOMY COCTaBy, 3asBJICHUE,
TPYZAOBOM JOrOBOp, AOKHOCTHAsE MHCTPYKLUS, TPYIOBas KHUXKKA, JIMYHAs KApTOUKa, JINYHOE
neno). JIBuwkeHue M XpaHEeHUE KaJpoBOM JOKyMeHTauuu. JKypHainbl M KHUTH ydYeTa.
HcnonHenue counanbHO-IPABOBBIX 3aIIPOCOB.

IIpakTyeckoe 3ansaTue 4-5

®opMupoBaHue e U OPraHU3anus XpaHeHUs JOKYMEHTOB. JKCNepTH3a HeHHOCTH
AoKkyMeHTOB. TexHHUYeCKHe CpeICTBA, HCIOJIb3yeMble B /1eJI0NPOU3BO/ICTBE.
JIEKTPOHHBII T0KYMEHT0000pOT

Iinan:

1. I[IpaBuna cocTaBleHHMsT HOMEHKJIATyphl Jen yupexaeHus. DopmupoBaHue u
odopmiuenue nen. Opranuzaiys ONepaTUBHOTO XpaHEHUs T0KyMeHTOB. DopMHUpoOBaHHUE apXHBa
B 00pa30BaTEeIbHOM YUPEKICHHUH.

2. Jlena TOCTOSSHHOTO M BPEMEHHOTO CpOKa XpaHEHUA. OKCIEpPTHAasT KOMHUCCHS
yupexaeHus. [lopsaok yHUUTOXKEeHUs] JOKYMEHTOB.

3. Ucnonw3zoBanue [IK B genonpousBoactee. CpencrBa KOMUPOBAHUS U ONMEPATHBHOIO
pasmHoxeHus. [Ipuem u 00paboTka JOKYMEHTOB, MOCTYIAIOIIMX IO KaHajiaM 3JEKTPOHHOM
nmo4Thl U hakCUMUIbHOU cBsi3u. [IpaBuia 6e30macHO pabOTHI C OPTTEXHUKOM.

4. DnexTpoHHOE JOKyMEHTUpOBaHUE. [[OHATHE «3IEKTPOHHBIN JOKYMEHT.



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

Bonpocul 0ns konnekmuerno2o o6¢cysicoeHus:

1. [lonsatne o «apene». Homenkmarypa nen. CocTaBieHHME HOMEHKIATYpbl €l B
oOpa3oBatensHOM yupexaeHuu. ®opmuposanue nein. [lpusHaku 3aBeeHHs J1€)1: HOMUHAIBHBIH,
IPEMETHO-BOIPOCHBIN, aBTOPCKUH, KOPPECIOHJCHTCKUHN, Teorpaguueckuii, XpoHOJIOTHYECKHH.
Bunst apxuBoB. TpeOoBanus k apxuBaM. [lopsgok mnepemayd JOKYMEHTOB Ha apXHWBHOE
xpanenue. CucreMaTu3zaiys JTOKyMEHTOB B apxuBe. PaboTa ¢ Hay4HO-CIIPaBOYHBIM anmapaTroM
(ucropuueckas ClpaBKa, OMUCHU /1€ IOCTOSSHHOTO U BPEMEHHOI'O XpaHEHUs IOKYMEHTOB, KHUTU
y4eTa U JBUKECHUS JeM).

2. OCcoOEeHHOCTH XpaHEHWsI JIeNl TTOCTOSTHHOTO, BpeMeHHoro (cBeime 10 jet) m aen mo
auyHOMY coctaBy. [lopsaok nepenaun aen B ['ocygapctBeHHbie apxuBbl. Co3/1aHNE SKCIIEPTHON
Komuccun yupexaeHus. IlpoBeneHue skcrepTusbl LEHHOCTH JOKyMeHTOB. OdopmieHue
IIPOTOKOJIOB 3aCeNaHMi KOMHMCCHHM M aKTOB Ha yHMUYTOKeHHE nen. [Ipoumenypa yHMUYTOKEHUs
JOKYMEHTOB.

3. KomnbroTepHble cpencTBa MOATOTOBKU JOKYMEHTOB. Vcmonb30BaHue MIabJIOHOB ISt
(GopMHpOBaHUs JOKYMEHTOB Ha KomibloTepe. lcnonb3oBaHue B KOMIbIOTEpE OJIaHKOB
nokyMeHToB. Co3aaHue 0JIaHKOB JOKYMEHTOB B KoMIbioTepe. M3rorosieHue, KONMUpOBaHUE U
TUPaXHPOBaHUE NOKyMEHTOB. CpezncTBa 00paOOTKM JOKYMEHTOB. JIOKyMEHTHI, IepeaBacMble
0 KaHajlaM CBs3u (TelmerpaMma, Teneke, ¢akcorpamMma, Tenedonorpamma). IloHsTue
«OprrexHuka». OCHOBHBIE BHJIbl OPraHU3ALMOHHON TeXHUKU. [IpaBmiia TeXHUKH 0€30MacHOCTH
paboThI ¢ OPTTEXHUKOM.

4. IlpeumyniecTBa nepeaaun AOKyMEHTa ¢ KOMIIBIOTEpa Ha KOMIIBIOTEp. YCTaHOBKa Ha
KOMIIBIOTEPE CHELUAIIBHO BBIACIEHHOW NaKU s MOCTYNAIIMX J0KyMeHTOB. [IpenMyiectsa
annekTpoHHoM mnouthl. Jloctynm k Internet. Cucrema perucrtpauuu u koHtpoiss. Co3maHue
3JIEKTPOHHOM 0a3bl NaHHbBIX. [louck moKyMeHTa.



