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1. IMosicHuTEILHAA 3aAIMCKA

1.1. Heanb u 320294 AUCHUILIHHBI

He.]Ib AUCHUIIJIMHBI — U3YUCHUC 3aKOHOMepHOCTeﬁ I[OKYMCHTOO6pa3OBaHI/I5I, CKJIaAbIBaHUA U
PasBUTHUA CUCTEM AJOKYMCHTALIUHU, TCOPCTUUCCKUX U IMPAKTUYCCKUX HpO6JI€M COo3aaHnsad NOKYMCHTOB

opraHamMu rocyaap CTBEHHOM BIJIACTH ,

OpTraHU3aIOHHO-TIPABOBON (hOPMBI.

3amauu JUCHUILIMHBI

— IIOKa3aThb B3aMMOCBA3b I/IH(l)OpMaLII/II/I " JOKYMCHTA,

— TPOCIEOUTH SBOJIIOIMIO JOKYMEHTA, KaK HOCHUTENs WHQOPMAIMH, pa3sBHUTHE CIOCOOOB
JOKYMEHTHPOBAHUS U MaTepHaoB Juis (UKCAH HH(POPMAIIUH;

— TIPOAHAIM3UPOBATH MPOLECC CKIIAIBIBAHUS U Pa3BUTHS HOPMYIIIpa JOKYMEHTA;

— IIpOaHAIM3UPOBATH IIPOLECC CKIIANABIBAHUA U PA3BUTH CUCTEM TOKYMEHTALIUN;

— BBIABUTH M IIOKa3aTh TCHACHUUHM YHH(UKAIMM, CTAHAAPTU3ALMHM U KIACCH(PHUKALUU KaK
OTACJIBbHBIX q)OpM AOKYMCHTOB, TaK U CUCTEM JOKYMCHTAIU B LICJIOM,

— TI0Ka3aTh COBPEMEHHBIE TPEOOBAHUS K COCTABICHHIO U O(OPMIICHUIO IOKYMEHTOB;

— IIPUBHUTH HABBIKW aHAJIM3a JOKYMCHTA,

— TpUBUTH
YHUPHUIUPOBAHHBIX

HaBBbIKHU

dopM  JTOKYMEHTOB,

HOKYMGHTaHHOHHOﬁ CUCTEMBI YUPCIKICHHUS B LICJIOM.

MCCTHOI'0 CaMOYIIpaBJICHUA MW OpraHHU3alusIMU 0001

COCTaBJIEHHS JIFOOBIX BUJ0OB JHNOKYMCHTOB W IIPOCKTUPOBAHUA
CUCTEM

JOKYMEHTalluu W WH(OPMAIMOHHO-

1.2. Hepeqeﬂb IVIAHUPYEMBIX PE3YyJabTaTOB Oﬁy'leH]/lﬂ o TMCHMIIVIMHE, COOTHECCHHBIX C
HHIAXKATOPpAaMH JOCTHKCHUSA KOMIIeTEeHIIHii

Komnerennus NuaukaTopbl KOMIETEHI U PesynbTaTsl 00y4yeHus
(xon m (Kol 1 HAUMEHOBaHUE)
HalMEHOBAHMUE)

OIIK-2. Cnocoben
HaXOOUTh
OpraHU3aIMOHHO-
yIpaBIeHYeCKHE
peleHuHsI npu
pelieHUH 3a7ad B
chepe cBOECH
npodeccnoHaNbHOMI
JEeATETbHOCTH

OIIK -2.3. Pemaer
yIpaBlIeHYECKHE 3a/1a4H B cepe
JOKYMEHTAI[MOHHOTO
o0ecrnieueHus ynpaBiaeHUs U
apXHMBHOTO JieNa

3HaTh: GYHKUUU NMOApa3AeIeHU B cepe
JOKYMEHTAIMOHHOTO 00eCTICYeHHS
yIpaBJIEHUS U apXUBHOTO Jieja

YMeThb: BBINOIHATH pabOTy 1O
JOKYMEHTAllMOHHOMY 00€CIeYeHUI0
yIpaBJIEHUS U apXUBHOMY XPaHEHUIO
Bnaners: HaBeikaMu BEIOOpa Hambosee
ONTUMAJIBHOTO PELICHUS YTIPaBIEHYECKUX
3ama4 B cepe JOKYMEHTAITHOHHOTO
o0ecrieyeHHs ynpaBJIeHUsl M apXUBHOTO Jiena

OIIK-3. Cnocoben
MIPUMEHSTh
TEOPETUUECKHE
3HAHUSA JUIA
pelieHus
IIOCTABJIEHHBIX
3a7a4 B o0J1acTu
JOKYMEHTOBEICHHUS
Y apXHUBOBEICHUS

OIIK -3.3. Ucnons3yer
B3aMMOCBA3H JOKYMCHTOBCIACHUA
Y apXUBOBEICHUS CO CMEKHBIMH
HayKaMH 1 HAyYHbIMU
JTUCIUTLINHAMEU

3HaTh: CMEXHBIE C IOKYMEHTOBEIEHUEM U
apXUBOBE/ICHUEM Hay4YHbIE JUCIUILINHBI
YMETh: BBIABIATH B3aUMOCBSA3H MEKIY
JIOKyMEHTOBEJICHHEM, apXUBOBEJACHUEM U
JIPYTMMH Hay4YHBIMH JIACHUIUIMHAMU

Buiaymers: HaBpIKaMU MHTEPIPETALIMY 3HAHUN
B 00JIACTH CMEXHBIX HAYYHBIX AUCIUILIUH MIPH
perieHue 3a1a4 B chepe T0KYMEHTOBEICHUS 1
apXUBOBEICHHUS




1.3. MecTO TUCUMILIMHBI B CTPYKTYpe 00pa30BaTeIbHON NPOrpaMMbl

JucuuiuinHa «/lokyMeHTOBeieHHe» OTHOCUTCS K 00s3aTeNbHOM YacTH OJ0Ka JUCHMILIMH Yy4eOHOIro
IJ1aHAa.

Jlis OCBOEHHUS AMCLUUIUIMHBI HEOOXOAMMBI 3HAaHUS, YMEHUS U BIAJeHUs, CPOPMUPOBAHHBIE B XOJ€
W3YYEHUS CIEeNYIOIIUX TUCHMIUIMH W TPOXOXAeHus mnpaktuk: «Mcropus», «MupopmanmoHHas
IBPUCTHKA», «OCHOBBI POCCUICKOIO IIPaBay.

B pesynbpTare ocBOSHUS TUCHHUILTHHBI ((OPMUPYIOTCS 3HAHUSA, YMEHUS U BIAJCHUS, HEOOXOAUMBIC IS
U3YYCHMs CIEAYIOIMUX JUCLMILIMH U NPOXOKIACHUS NPAKTUK: «ApxuBoBelneHue», «OpraHusanus U
TEXHOJIOTUSI  JOKYMEHTAI[MOHHOTO oOecneueHust  yrpasieHus», «OpraHu3anioHHbIE OCHOBBI
CTaHJApTH3alMM JTOKYMEHTALlMOHHOTO OO0€CleYeHusl YINpaBlIeHUs», ydeOHas (O3HAKOMUTEbHAs)
IIpaKTUKa, MPOM3BOACTBEHHAs IIpaKkTUKa (HAy4HO-UCCIIEOBaTeNbCKasg paboTa), NpeIIUILIOMHAas
IIPAKTHUKA.

2. CTpyKTYypa TUCHHIIHHBI
OO6mmas Tpya0EMKOCTh TUCIUTUINHBI COCTaBiseT 8 3.¢., 288 akageMHIecKuX 4acoB.

CTpyKTypa TUCHUILINHBI JJI51 04YHOI (popMBbI 00yUeHUs

O0beM IUCHUIUIMHBI B (opMe KOHTAaKTHOM paboThl OOydYarOImUXCS C MeJaroruyecKuMu
paboTHUKaMu ¥ (WIK) JUIIAMH, TPUBIEKAEMBIMH K peau3aliuyd 00pa30BaTeIbHOW MpOTpaMMBbI Ha
WHBIX YCIOBHSX, IPU MPOBEJACHUH YUEOHBIX 3aHATUH:

Cemectp | Tun y4eOHBIX 3aHATHIHA KonmuuectBo
4acoB
2,3 Jlekmun 64
2,3 Cemunapbl/1abopaTopHblie paboThI 96
Bcero: 160

O0BeM JUCIUIUTIHBI B (JOpME CaMOCTOSATEIbHON PabOThI 00yJaronmxes cocrapisier 128
aKaJIEeMUYECKHX Yaca.

3. Coep:xanue AUCHUILINHBI

Ne | HammeHnoBaHue pasaesa Copepxanue
AHCIHUTLTUHBI
1 | Pazoen | Haznauenue oucyuniuHul, 1.1. IIpeamer, coaepxaHue,  3amaydu
UCTNOYHUKU U TUmepamypa JUCLUIUTMHBI U METO/IbI €€ U3yUYeHHUS.
JloxymeHT - OCHOBHOU 00BEKT
JIOKYMEHTOBETYECKHX UCCIIEIOBAaHH. Ponp

JIOKyMEHTa B JKM3HM 4YeJIOBeKa H OOIIecTBa.
JlokyMeHTHI B cpepe mpaBa U yrnpaslieHUus. BrnusHue
HAay4YHO-TEXHUYECKOW PEBOJIONMN HA Pa3BUTHE
nokymeHTta. Pasutue (dopmynsipa  JOKyMEHTA.
Hay4Ho-ucropuueckass M MpakTHYECKas IEHHOCTh
JIOKYMEHTA. Meronsl UCCIIeI0BAHUS
JIOKYMEHTOBETYECKUX Tpodiem. OOmeHay4yHble U
crienuanbHble MeTo/lbl. CTaHOBJIEHHE M Ppa3BUTHE
JOKYMEHTOBEACHHSI KaK Hay4yHON JAWCUUIUIMHBIL.
CBs3b JOKYMEHTOBEIEHUS C Teopueil nHpopMmaIuy,
apX1BOBEICHUEM u HMCTOYHUKOBEICHHUEM.
Hcnonp30BaHuE TOKYMEHTOBENCHUEM JOCTHUKEHHUI
WH()OPMATUKH, WCTOPUYECKON HAyKW, IMIpaBa,




JUHTBUCTUKH, TEOPUH VYIOPABICHUS © APYTUX
HAYYHBIX JUCHUIUIMH. POJb IOKYMEHTOBEICHUS B
COBEPILIEHCTBOBAHUH MPOLIECCOB YIIPABICHHS.

1.2. IctouHuKkH 1 uTeparypa

3akoHOJATENbHBIE  AKThl, HOPMATHBHBIE
marepuanbl XVI — nHau. XX B. IlucbMOBHHKH.
Mertoanyeckne paszpabotku. PykoBomctBa 1O
JICITOTIPOU3BO/ICTBY .

3aKOHOAATENbHbIE, IIPAaBOBbIE  aKThl MU

HOPMaTHBHO-METOINYECKHE JIOKYMEHTBI
Poccuiickon denepanuu. Koncrurynus
Poccutickoit denepanyu. Koznexcor PO,
KOHCTUTYILIMOHHBIE U (eiepalibHbIC 3aKOHBI, YKa3hl,
ITocTanoBneHus [IpaBuTenbcTBA U HHBIE
HOpPMAaTHBHBIE  JOKYMEHTBHL. [ 'OCylnapCTBEHHBIE
CTaHJAPTHI, HOPMAaTHBHO-METOINYECKUE

JOKYMCHTHI — PCrIIaMCHTHI, IIpaBujia, MHCTPYKIIUU U
ap.  Ilepmommnueckume  u3ganuss.  CrpaBOYHbIE
n3nanus. Jlureparypa.

Paszoen 2 Jlokymenm, e2o ¢ynrxyuu
U cnocobbl OOKYMEeHMUpoBaHUsL

2.1. IlousaTus «MHPOPMALIUD) U «TOKYMEHT»

[Tonstus «uHpOpMaALUSY U «IOKYMEHTY.
Ces3p  uwHbOpManuu W JOoKymMeHTa.  Pomb
uH(pOpMallUd B COLUUAIBHBIX U IKOHOMHUYECKUX
npoueccax. MHpopmanus Kak OCHOBa HPHUHSITHUS
YIPaBIEHYECKOIO PEILIEHUS.

Bo3HukHOBEHUE JIOKYMEHTA, €ro
Ha3Ha4YCHHE. [TonsTne «JIOKyMEHT, ero
TpaHcopmarus. JJokyMeHT - 00BEKT UCCIIETOBaHUS
TEOPETUYECKMX W  MNPUKIAJHBIX  JUCLMIUIMH.
[TpaBoBoit, YIIPaBICHYECKUI HUCTOPUYECKUI
acIeKThl B OIpPENEICHUM JOKyMeHTa. Pacimumpenue
MOHATHUSL «IOKYMEHT» C pa3BUTHEM HayKu |
TexHUKU. lloHATHE «BIEKTPOHHBIM TOKYMEHT».
Omnpenenenve JOKYMEHTa B TIOCYJapCTBEHHBIX
CTaHaapTax. [lonsTue «JIOKyMEHT» B
JIOKYMEHTOBECHHH.

3aKkoHOJaTeIbHbIE aKThl 00 0053aTENILHOCTH
ToKyMeHTHpoBaHusl uH(opmaruu. Ha3Hauenue
JOKyYMeHTHOM uHpopMaruu. PakTopsl, BIHUAIONINE
Ha MHQOPMAIMOHHYIO IIEHHOCTh JOKYMEHTOB.
3aBUCUMOCTh LIEHHOCTH MH()OPMAILUN OT IMOJIHOTHI,
00BEKTUBHOCTH, IOCTOBEPHOCTH, CBOEBPEMEHHOCTH
nepefaud M IOJIy4EHHUs, NEPUOAUYHOCTH WIH
yacToThl nepenayu. OnepaTuBHas U UCTOpUYECKAst
(peTpocrieKTUBHAs) TOKYMEHTHasi HH(pOpMAIHs Kak
ennHas nHGOpMalMOHHAs cUCTEMa.

2.2. OyHKIIMH TOKYMEHTOB

[onsTne «pyHKIIUS TOKYMEHTa).
3aBUCHMOCTh TIOHATHS  «JIOKYMEHT» OT €ro
byHKIHIH. 3HaveHHE W3YyUYeHUS byHKIIN

JIOKYMEHTA. WNudopmanmonuas GbyHKIMs




JOKyMEHTa KaK CpeACTBO  3aledaTiieHuss |
coxpaHeHuss uHpopmanuu. CoumanbHas (QyHKUHA
nokymeHnta. KynbTypHas (QyHKIUS JTOKyMEHTA.
KommyHukaTuBHas  (QyHKUMS  Kak  CpEICTBO
nepeaayr nHHOPMAaIIHH.

VYnpaBieHueckass GyHKLUUS U €€ 3HaYCHUE B
opranuzanuu ynpasieHus. llpaBoBas (QyHKIHS.
@Oynkius  ydera. @DyHKIUSA  JOKYMEHTa  Kak
UCTOPUYECKOr0 MCTOYHHMKA. (DYyHKUIMU IOCTOSHHO
JeicTByrome U (QYHKUMU olepaTuBHble BinsHue
GyHKUMH ~ OKyMEHTa Ha  €ro  CTPYKTYpY.
[TonndpyHKINOHATBHOCTh JOKYMEHTA.

2.3. CriocoObl TOKYMEHTUPOBAHUS

3ByKOoBasi pedyb, €€ BO3MOXXHOCTH U
HEJOCTaTKW B  3aKpeIUIBHMM M Iepejade
uHpopmauuu. IlpeameTHslii ¥ 3HaKOBBII CHOCOOBI
nepenaun  coobmiennii.  Ilonsatme  «cmoco6»
JOKyMeHTHpoBaHus.  VcTopuueckuil  xapakrep
JOKYMEHTOB U JOKYMEHTUPOBAHHS.  OTallbl
pa3BUTHSL CIIOCOOOB IOKYMEHTHPOBAHUS.

HaueprartenbHpiii  croco0 3akperieHus U
nepeaavu UHpOpMaLIUH. TekcroBoe
nokyMmeHTupoBanue. [Tukrorpaduyeckoe mucpMo u
ero ocoOexnHoctu. Jlororpaguyeckoe MNUCBMO
(uneorpaguueckoe MHUCHbMO), €r0 JOCTOMHCTBA U
HenocTaTku. IIpuMeHeHMe mNUKTOrpadguyeckoro u
JororpaMueckoro mUCbMa B HAcTosIIee BpeMms.
CnoroBoe nuceMo. Bo3HukHOBeHHE (pOHETHUECKOTO
(OyKBEHHOT0) NMUCHMA.

Pazputue rpaduku pycckoro - muchMa.

Crenorpadus. IIpumeHeHne TEKCTOBOTO
JIOKyMEHTHUPOBAHHS.
TexHnnueckoe JIOKYMEHTHPOBAHHUE.

OCHOBHBIE TpPYyNINbl TEXHUYECKOH JTOKYMEHTAIHH.
Bunsl  TexHuueckux — gokymeHtoB.  Obmactu
MPUMEHEHHS TEXHUYECKOTO JOKYMEHTHPOBAHUSI.

®DOTOJOKYMEHTUPOBAHUE. 3HayeHue
¢dortorpaduu kak crnocoda puxkcanuu UHPOPMAIIH.
[Tpumenenne GOTOTOKYMEHTOB.

KunonoxymeHTHpoBaHue. [TonsaTne
«KUHOJIOKYMEHT. Bunst KMHOJIOKYMEHTOB.
Buneo3ammce.

DOHOIOKYMEHTUPOBAHUE. Ero
0COOEHHOCTH, 00JIaCTH MPUMEHEHUSI.

JlokymeHTupoBaHue c IIPUMEHEHUEM

WH(POPMAIIMOHHO-JIOTHYECKUX MAIINH.
CoBpeMeHHbIE CIIOCOOBI TOKYMEHTHPOBAHUS
C MCII0JIb30BaHUEM HOBBIX TEXHOJIOTHH.
2.4 MarepuanbHble HOCUTEIHN HHPOpMALUU
Hocutenn  madpopmammu.  JpeBHeitmme
MaTepHaibl Uil muchbMa Matepuaisl Uil MMChbMa B
Ilepenneii  Asum  (KJIMHONKMCHBIE  TAaOJMUYKH).




W3roToBneHne W NpPUMEHEHHE  Manupyca.
Hcnonp3oBanue A MUCbMa MEpraMeHTta, 0epecTsl
U Jpyrux marepuaioB. M3o0perenue Oymaru, ee
JOCTOMHCTBA,  OOYCJIOBHMBIIHE ITOBCEMECTHOCTD
pacnpoctpaHeHus. BopasHble 3HaKM ((QUIMTpaHu).
CpeactBa u opyauss NHCbMa M HMX BIWSHHE Ha
pa3BuTHE rpaduKu MHCHMA.

Matepuaisl JUISL TEXHUYECKOT O
JIOKYMEHTHUPOBAHUS. Matepuaisl I E:
(OTOKMHOOKYMEHTUPOBAHMS. Buneorpammsr.
Marepuaist JUIS (OHOTOKYMEHTHPOBAHUSI.

Komnerotrepasle Hocutenu uHpopMmanuu. BausHue
HOCHTENs WHQOpPMAIMK Ha JIOJITOBEYHOCTh U
CTOUMOCTH IOKYMEHTA.

Pazoen 3 Ilpuznaxu ookymenma

3.1. OpuUruHaJIBHOCTh JOKYMEHTA

[lonsaTue opurunHana, MpU3HAKK OPUTHHAJIA.
YMHOXEHHBIC OPUTHHAIBI. YepHOBUKH U OCIIOBUKH
TEKCTOBBIX JOKYMEHTOB. ABTOrpadsl. Pemakuum.
OpuruHanbl KUHO U (OTOIOKYMEHTOB. OpUTHHATBI
(hOHO/TOKYMEHTOB. Opurunasist TEXHUYECKHUX
JIOKYMEHTOB, OPUTHHAJ 3JIEKTPOHHOT'O IOKYMEHTA.

Ilonsatne «mogmuaHUK». IlomyMHHBIE U
MOJJIOKHBIE JTOKYMEHTbl. Bunel danbcuduxarim
JIOKYMEHTOB. danbcudukarms coJiep KaHusI.
WNuTtepnonsums danscupukanus cocraBa
yI0CTOBEpEHUs, OJIaHKa.

3.2. KonuiiHOCTH TOKyMEHTa

[Tonstusa «xonus». McTopuueckoe pa3BUTHE
Konuid. Bunel xomuii, onpenensemble crnocodomM ux
BocrpousBenenus. Komuu, paznuuumele mo crnocoOy
ux ynoctoBepenus. [lopsaok odopmieHus KOmuil.
IOpunuueckas cua kormii. [yonukar.

Pazoen 4 Cmpyxkmypa ookymenma

4.1. ®opMyIsip TOKyMEHTA U €T0 COCTaBHbIE
qacTu

ITonsitue  «pexBu3ut». IlocTositHHBIE U
MepeMeHHble peKBU3UTHL. [loHsTHE «popMmymsipa
JIOKYMEHTa. Ocobennoctu dbopmysapa
JIOKYMEHTOB, TTOJIY9€HHBIX Pa3TUYHBIMHU CIIOCOOAMHU
JIOKyMEHTUPOBAaHHS (TEKCTOBBIMH, MAaITMHHBIMH,
KHHO-, doro-, ¢doHoO-, TEXHUYECKUMH).
NHauBuyanbHbIN u THTIOBOM bopmysip
nokymenta. @opmynsap — oOpaselr, ero 3agadyv B
yHUUKaIUK TpeOOBaHUI K peKBU3UTaM JOKyMEHTa
1 UX PACIIOJIOKEHHUIO.

4.2. Co3maHue W pa3BUTHE TPATUITMOHHOM
(bOpMBI TOKyMEHTa

®dopmymnsp TekctoBoro aokymenta XVI -
XVIl BB. BausHue Tpagunuii W 3aKoHa Ha
ckiagpiBaHue Gopmyisipa nokymenta. Crenuduka
0003Ha4YCHHs] HAWMEHOBAHMS BHUJA JOKYMEHTAa,




yKa3aHME€ aBTOpa M COCTaBUTENs JOKYMEHTA.
Ob6o3nauenune aapecara. OCOOEHHOCTH AATUPOBKHU
JIOKyMeHTa. MecTto ©  Xapakrtep  MNOIIUCER
JIOKYMEHTa, «CIIPaBbl» M «IPUIIHCH», aBTOPCKas
noAnuck. Buasl nevareit. OTMETKH Ha JOKYMEHTaX.
TpaaguMOoHHO CIOXHUBIIASICS CTPYKTypa TEKCTa U
0COOEHHOCTH H3JIOKEHHS COJIEPKAHHS Pa3INYHBIX
BUJIOB JIOKyMEHTOB.

®opmysp TekctoBoro nokymenta XVIII B.

3akoHOAATEIbHbIE U HOPMATHUBHBIE AKTHI O
COCTaBJICHUH ¥ 0(OPMIICHUH JTOKyMEHTOB. BrusiHue
HepapXuu «BJIACTEH M MECT» Ha pa3BUTHE BUIOB U
paszHoBuAHOCTEN. OOO3HaUEHNE aBTOpa U €0 MECTO
B (hopMyIsipe JOKYMEHTA.

Texct nokymenrta. Ponb 3akoHOAATENbHBIX
akroB  XVIIl  B. B  yHudukaummm  Tekcra
OINpE/ENIEHHBIX BUI0B JOKYMEHTOB. IIMCHbMOBHUKH,
COOpPHHKH OOpa3IOBBIX TEKCTOB. 3aroJioBOK K
TEKCTY, ero Ha3HaueHue u mecto. Ckpena. [leuatu u
IpaBwia MOJb30BaHUs UMHU. OTMETKH, UX BHJBI,
Ha3Ha4YeHHE U MeCTO B hopmyisipe.

®opmymsp TekctoBoro aokymenta XIX -
Hauana XX BB.

PernamenTanus 3akOHONATENbHBIMU aKTaMU
HOpsiIKa COCTaBJIEHUS M OQOPMIICHHUS] JTOKYMEHTOB
O6o3HaueHue Bua, aBTOpa JOKYMEHTOB, UX MECTO
B ¢popmyisipe. [losiBinenue GnaHka.

OcoOeHHOCTH apecoBaHMsl JOKYMEHTOB H
opopmnenue gatel. 3mMeHeHue B mopsaKe
opopMiIeHHS ~ TOJANUCH  pa3jIUYHbIX  BUJOB
JoKyMeHTOB. IIpocraBiieHue mnedaren. Xapakrep
OTMETOK Ha JIOKyMEHTaXx.

CrpyKTypa TeKCTa JOKYMEHTAa.

O61erocynapcTBeHHast yHUUKALNS
JIOKYMEHTOB M CTPYKTYpPbl TEKCTOB.
4.3. dopmysip YIPaBJIEHYECKOTO

nokymeHTa XX-XXI BB.

Bormpockl 10KyMeHTHpOBaHUS, COCTaBICHUS
U opopMIIeHHUs] JOKYMEHTOB B 3aKOHOATEIbHbBIX U
HOPMATHUBHBIX aKTaX. YHU(UKAIUS JTOKYMEHTOB.
BuyTtpusumoBas yHUDUKAIHUS. Pa3Butue
yHUGUKAUIMKW M CTaHIApPTH3alUH  JOKYMEHTOB.
['ocynapcTBeHHbIE CTaHAAPTHl HA  JOKYMEHTHI.
Oco0eHHOCTH OpraHU3alMOHHO-PACTIOPSIUTENbHBIX
JIOKYMEHTOB. Iroct P 7.0.97-2016
«OpraHu3aioHHO-paciopsAUTEIbHAsS
nokyMeHTauusi. TpeGoBanust K  OQOPMIICHHIO
JIOKYMEHTOBY. PexkBu3UTHI JIOKYMEHTOB,
nepeuncisiemble B «lIpaBuiax nenonpous3BoJCTBa B
denepanbHBIX OpraHax MCHOJHUTEIBHOMN BIACTU» U
“MeToauvecknX peKOMEHAAlus 10 pa3padoTKe
MHCTPYKUHUH MO JIeJIONPOU3BOJICTBY B (heaepaibHbIX
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opraHax MUCIOJHUTEIbHOM BI1acTu .

binank nmoxymenrta. Bumer GmankoB. CoctaB
ONaHKa, TOPSAIOK PACIOJIOKEHUS PEKBU3UTOB B
Onmanke. bnanku ¢ yriaoBEIM M IPOAOIBHBIM
pacoNOKEHUEM PEKBU3UTOB. [IpaBuna
KOHCTPYUPOBaHUS OnaHka. bnanku c
M300paXEeHUEM TOCYJIapCTBEHHOro repba u repda
cyObekTa denepamuu.

ABTOp nokymenra. llopspok 0003HaYCHUS
HAaUMEHOBAHMSI OpraHHU3al[MM-aBTOpPa JOKYMEHTA.
CrpaBouHble JJaHHBIE 00 aBTOpE, HUX COCTaB,
pa3MenieHne Ha  OylaHke. ABTOpPBI  JIMYHBIX
nokymeHToB. llonmuch, mneyaTh Kak MPU3HAKU
aBTOpa.

Bun nokymenra, ero pasBurhe. Bugabl
JIOKYMEHTOB, OIpe/esieMble 3aKOHOAATEIbHBIMUA U
HOPMAaTHUBHBIMHU akTamMu. CBs3b BHJIOB JOKYMEHTOB
u  GyHKUMH  yhnpaBiaeHMs. — YKa3zaHue — Buja
JIOKYMEHTa, €r0 MECTO W Ha3Ha4YeHHE B (opMyJsipe
JIOKyMEHTa. 3aBHCUMOCTH (DOPMBI IOKYMEHTA OT €Tr0
BUJIA.

O6o3HaueHue ajapecara. [TpaBuiia
HAIMCaHMs aJipecara U MECTO yKa3aHHs ajpecara B
dopmymsipe  nmokymeHTta.  OtpakeHue  cepbl
JEUCTBUS JTIOKYMEHTa B ero ajnpecare. llopsamok
odopmIIeHUS JIOKyMEHTa c HECKOJbKUMHU
anpecatramu. llopsaok oQopmieHHS TOYTOBOTO
azpeca.

Jlata nokymeHTa. 3Hauy€HHE AATHUPOBAHMS
JIOKyMeHTa.  ABTOpCKHE  JaThl  (COCTaBJICHHUE,
MOJIMUCAHUE), AAThl, OTHOCAIIUECS K COACPKAHHIO.
Hatel, xapakTtepusyromie siemMeHTa (opmyisipa.
Jatsl 00paboTku JIOKYMEHTOB. [Topsimok
odopmIIeHHUS JIaT.

Cocras YAOCTOBEPEHUS JIOKYMEHTOB.
Hasnauenne nonanucanus nokymeHToB. IlpaBuna
MOAMUCH JOKYMEHTOB pa3JIMYHBIX  KaTEropui.
Mecto moamucu B (QopMmyisipe  TOKyMEHTA.
OnexTpoHHas moamnuch. OTMeTKa 00 AIEKTPOHHOU
TTO/ATIHCH.

[leyatn 1 ux HazHaueHWe. Bunapl neyareu.
l'ocynapctBenHast repOoBas MeYarh.
3aKOHO/AATENbCTBO 00 U3TOTOBJIICHUH u
MOJIb30BaHUU TeyaTsMu. [lopsimok mpocTaBiaeHUS
OTTHCKA [eYaTH Ha JOKYMEHTaX.

YTBepxacHue JIOKYMEHTOB. CrocoOsl
yrBepxkaeHus. CoctaB  rpuda  yTBepKIeHUs,
mopsiIok  ero  oopmieHusi, Mecto B (opmyJsipe
JIOKYMEHTA.

CornacoBanue nokymeHTa. [lopsimok u BUABI
coriacoBaHus. Busbl W Tpud coriacoBaHus, HX
odbopmiieHHEe, MeCTO B hOpPMYJISIpE TOKYMEHTA.
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Otmerkn Ha pokymeHtax. HWx poiap B
IPOXOXKJCHUN M UCIOJIHEHUHU JIOKYMEHTa, MECTO B
dopmynsipe  gokymenta. Oco0oe  Ha3HAYCHHE
PE30IOLUH (yxazaHus o UCIIOJIHEHUIO
nokyMmeHta). TpeOoBaHue K COAEpKAHHIO H
opopmienuro. OTMETKH O B3SITUM JOKYMEHTa Ha
KOHTPOJIb, UCIIOJIHEHUH JIOKYMEHTA U AP.

4.4, TexcT TOKyMeHTa

[lonsiTuE  «TEKCT  JOOKYMEHTa»  IIpU
pas3InYHbIX criocobax JIOKYMEHTHPOBAHUS.
Cuenapuil 1moarotoBku nokymeHTta. ConepikaHue
IPOCTBIX U CJIOXKHBIX JOKYMEHTOB.

[lopsaox u3N0XKEHUsSI TEKCTa JOKYMEHTA.
TpeboBaHust  4y€TKOCTM M SICHOCTH  TEKCTa
nokymeHrta. Jlormueckas — CTpyKTypa  TEKCTa.
B3aumocBs3p conepxaHus U (QOpMBI JTIOKYMEHTA.
dopmanuzanus TEKCTa JOKYMEHTA.

OnemeHTbl TekcTa. [loHSATHE «3aroJI0BOK»
(HauMeHOBaHUe JIOKYMEHTA). Ha3znauenue
3arojJoBKa, €ro MeCTO B (opMyisipe IOKyMEHTa
[TpunoxeHus K TEKCTY U MOPSAAOK UX OPOPMIICHHUS.

4.5. Yandukamnys TeKcTa JOKyMeHTa

VHudukanus AOKyMEHTa Kak OJHO U3
HaIpaBJICHUI ero COBEpLICHCTBOBAHUS.
[Tpennoceiiku yHupuKauu. Metos1 yHUPUKALUH.

YHudukanusi CTpykTypbl TEKCTa. IJIEMEHTHI
dopmanuzanuu.  DopmanuzoBaHHBIL  XapakTep
TEKCTOB YYETHOM JOKyMEHTauuH. YHUUKAIMSL
A3BIKOBBIX cpeicTB. DOpMbl YHUDHUKAIIMN: TUIIOBOA,
TpadapeTHbIii TEKCThI, TaOJINIA, aHKeTa, rpadukwy,
JMarpaMMBl.

Paszoen 5 Cucmemor dokymenmayuu

5.1. CkiapIBaHME CHUCTEM JIOKYMEHTAIUU

[onsarue «cucTema JOKYMEHTAITUI.
[Tpuznaku cuctembl JokyMeHTauuu. OCHOBaHMS
KJ1acCU(UKALUU CUCTEM JJOKYMEHTAIUH.

Hctopuueckas 00yCTIOBIICHHOCTb
dopmupoBaHus cHcTeM JTOoKyMeHTauuu. CHCTeMbl
JMOKYMEHTAIMU  YUPEKACHUH  JTOPEBOIIOIMOHHOM
Poccun.

PazButne cucreM  JOKyMEHTalMM  Ha
coBpeMeHHOM orane. KayecTBeHHbIE W3MEHEHHUs
COCTaBa M COJICPKAHUS CUCTEM JIOKYMEHTAIIHH.

l'ocynapcTBeHHasi cucteMa JIOKYMEHTAIHH.
OyHKIIMOHAIBHBIC CHCTEMBI JTOKYMEHTAINH,
BEJIOMCTBEHHBIE CUCTEMBI WM OTPACIEBbIE CUCTEMBI
JOKYMEHTAIIUN U UX B3aHMOCBSI3b.

5.2. YHudpuuupoBaHHbIe CUCTEMBI
JIOKYMEHTaIluU

[lonatne  «yHuUUIMpPOBAaHHAs  CUCTEMA
JoKyMeHTanun». Pa3paboTka yHUGUIIUPOBAHHBIX
CHCTEM JIOKyMEHTAIIUX - HOBBIN 3Tall B YHU(DHUKAIIMN
U CTaHJApTHU3alMH JOKYMEHTOB. XapaKTepHUCTHKa
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YHU(PUIUPOBAHHBIX CUCTEM JIOKYMEHTaLH.
I'ocynapcTBeHHbIE CTaHapThI Ha
YHU(PUIUPOBAHHBIE CUCTEMBI. Onpit

MEXIyHApOAHON CTaHIaPTU3AIMH TOKYMEHTOB.

[IpoexTupoBanue yHHU(PUIMPOBAHHBIX (hopm
JIOKYMEHTOB. Meton coJiep>KaTeIbHON u
dbopmanbHON YHU(DUKAIIH.

Peructpanus  yHuguuupoBaHHBIX  (dopM
IOKyMeHTOB. [lopsimoxk BBeaeHus B JIEMCTBHE
yHU(DUIMPOBAHHBIX (HOPM JTOKYMEHTOB. AJLOOMBI
bopM yHHPHUIMPOBAHHBIX JOKYMEHTOB.

Pernamenranus cocrapa BUJIOB u
Pa3sHOBUIHOCTEH  JOKYMEHTOB  OIPEIEICHHOTO
KOMIUIEKCa o 3a7adaM ynpasieHus. Tabens (opm
JIOKYMEHTOB.

Pazoen 6 OpeanuzayuouHo-
pacnopsaoumenvhbie u
UHDOPMAYUOHHO-CNPABOYHDIE
O0OKyMeHmbl

YuuduuupoBanHas cucreMa
OpPTraHU3aIMOHHO-PACTIOPS AU TEILHOM
nokymeHTauuu. OCOOEHHOCTH CHUCTEMBI, €€ COCTaB.

Opranu3anuoHHbIC JIOKYMEHTHI.
[TonoxeHwus, ycCTaBbl, PErJIaMEHThI, HWHCTPYKIIHH,
npaBwia u Ap. TpeOoBaHUS K WX COCTaBICHUIO H
0(hOPMIICHHUIO.

PacriopsimuTenbHbIC JIOKYMEHTHI.
[TocraHoBNCHMS, peleHwus, MIPUKA3bI,
pacmopsbkeHus, ykazaHuss W Ap. [lopsmox wx
cocTaBleHUs U 0OpMIIECHUSI.

NudopmanrmoHHO-CIIpaBOYHBIE  TOKYMEHTHI:
aKThl, CIpPaBKH, [OKJIAaTHBIE U OOBICHUTEIHHBIC
3aIHUCKH, MMHCHMA, TEJIETPAMMBI, Tele()OHOTPAMMEI.
Ux coctaBnenue u opopmieHue.

Ocobennoctu 0hOpMIICHUS JEATEIBHOCTH
KOJJIETHAJIbHBIX OPTaHOB.

Pazoen 1 Cosepuwencmeosanue
OOKYMEHMAYUOHHBLX NPOYECCO8

7.1 PernmamenTanus MPOLECCOB
JIOKYMEHTOOOPa30BaHUs

HeoOxomuMocTs perynupoBaHMs Ipoliecca
JIOKYMEHTOOOpa3oBaHus. BelsicHeHue U ycTpaHeHue
IPUYMH HEOIMpPaBAAHHOTO BO3pAacTaHUsS BHJIOBOTO
pasHOOOpa3usi M KOJMYECTBA  JIOKYMEHTOB.
YcTtanoBneHne 000CHOBAHHBIX KPUTEPUEB CO3TAHUS
JIOKyMEHTOB. dDakTopBl, OIpEAEIAIOINE
HEOOXOAMMBIM KOMIUIEKC JOKYMEHTOB. TuMU3aIus
dopm  nmoxkymenToB.  PazpaboTka  HayuHBIX
KOHIENIMI MexoTpacieBod yHubukauuu Qopm
yIpaBlIeHYeCKUX JOoKyMeHTOB. Co3naHue OaHKOB
JTAHHBIX.

[IpaBoBoe peryinupoBaHue npoiiecca
JIOKYMEHTOOOpa30BaHMS. dopmbl MPaBOBOTO
peryaupOBaHHUsL.

7.2. Vcnonp30BaHNE HOBBIX TEXHOJOTHH B
JOKYMEHTHUPOBAHUH

Bnusanune BHEAPECHUS BEIUHCIIATENbHON
TEXHUKH Ha 00pa3oBaHue TOKYMEHTOB. JIOKYyMeHT B




13

anekTpoHHo  ¢opme. [Ipobrema  mpaBOBOTrO
peKuMa JTIOKYMEHTa, CO3JaHHOTO B 3JICKTPOHHOM
dopme. OCOOCHHOCTH COTJIACOBAHUS W MOAMHCAHUS
AJIEKTPOHHBIX TOKYMEHTOB.

Ocobennoctu  co3manust u  OGOpMIICHUS
JIOKYMEHTOB Ha KOMITBIOTEpE: HCIOJIb30BaHUE 0a3

JTAHHBIX, CO3JaHHC 11a0JI0HOB, TEKCTOBEIC
pEIaKTOpbl, CIIOBapH, IPOBEPKAa TPAMOTHOCTH U
opdorpadumn. CoBpemeHHOE POrpaMMHOE
obecrneyeHue.
PazBuTHe cuctembl mepenaun WHGOPMAIUU
Bo3moxxHOCTH 0€3/T0KyMEHTHOTO oOMeHa
nH(popMaIrel B yIPaBICHHH.
Pazoen 8. Hayuno-ucmopuueckas [lonsarns: «IEHHOCTh JOKYMEHTaY,
u NpaKmu4ecKas YEeHHOCMb | «IKCIIePTU3a LICHHOCTHY. BoznukHoBeHUE
00KyMeHma AKCIEepTH3bl. BrIpaboTKa MPUHIIUIIOB U KPUTEPHEB

OLICHKH LIECHHOCTHU JOKYMEHTOB.

Bremnss u BHYTPCHHSAA KpUTHKA
JIOKyMEHTOB. AHaJIU3 aBTOPCTBAa, BPEMEHHU, MecCTa
BO3HUKHOBEHUU JIOKyMEHTAa. AHaJIN3 COACPKAHMS

JOKYMEHTA. JIOCTOBEPHOCTH " LEHHOCTb
JIOKYMEHTA.

JIOKyMEHTBI c ITOBTOPSIFOLIENCS
uHpopmanuen. Bunpt HOBTOPSEMOCTH:
IyOJIETHOCTh,  TIOTJIONMIEHHOCTh, CyMMHPOBaHHE,
BapUaHTHOCTD, pedepupoBanue. OOurue

3aKOHOMEPHOCTH, OIpPEIESIONINe BO3HUKHOBEHUE
JIOKYMEHTOB C MTOBTOpSOLIEHCS nHpopManuei.
3HAaYUMOCTDh SIBJICHUHM, COOBITUH, (DAKTOB B
MEePBUYHBIX u BTOPUYHBIX JOKyMEHTax,
COOTBETCTBHUE COJEpXKAIEHCs B HUX HWH(GOpMAIHN
OCHOBHBIM HWJIM  BCIIOMOTATENbHBIM  (PYHKIMAM
YUPEKACHUS. IOpunnueckas cuia ITHX
JIOKYMEHTOB. Xapakrep HIOBTOPSIEMOCTH,
HNEPUOIMYHOCTb 00Pa30BaHMs JOKYMEHTOB.
Br10opouHas orieHKa JOKyMEHTOB.
CrienuanbpHble  KPUTEPUU OLIEHKH Hay4dHO-
texHuueckor gokymentauu (HTJ). W3yuenue
BHYTPEHHETO COCTaBa JOKyMEHTa MO MpobiemMam
(rteMaM) u MonensiM (KOHCTPYKUUSM) 3HaueHUe
HaYy4YHO-TEXHMYECKOW Heu. 3HAYUMOCTh OOBEKTa
JUIT DKOHOMHKH. YHHKAJIBHOCTh COOPYKEHHS WIH
KOHCTPYKILIUH.
Kpurepun EHHOCTH
KMHO(POTOHOHOTOKYMEHTOB. OCOOEHHOCTH OILICHKH
MaIIHHOYNTAEMBIX IOKYMEHTOB.

Pa3zoen 9. Komniexcol 0oxymenmos

[MonsiTue «KOMILIEKCa JIOKYMEHTOBY.
[TepBUYyHBIE KOMIUIEKCHI TEKCTOBBIX JOKYMEHTOB
ux BHJIBL. Kommekcnl TEXHHYECKHUX u
KHHO(OTOJOKYMEHTOB.

CoXHBIC KOMIIJICKCEL. IMousTus
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«IOKYMEHTAJbHBII» W  «apXWUBHBIM»  (HOHIBL

Komriekcsl JOKYMEHTOB YUpEXKICHUN,
OpraHu3alMi M CTPYKTYPHBIX IIOJpa3JeICHUMN.
JInunble (bOoHBI [TonsiTue «KOJUIEKIIUS»

JOKYMCHTOB. ITonsTHe «KaApXUB».

4. O0pa3oBaTe/ibHbIE TEXHOJIOTHHI

[lpu peanu3anyu MpPOrpaMMbl AMCUUIUIMHBI KCHOJB3YIOTCA pa3nyHbe 00pa3oBaTelIbHBIC
TEXHOJIOTUM — BO BpEMs ayIAUTOPHBIX 3aHATHHI 3aHATHS TMPOBOAATCS B (opMe JeKuuid c
ucnonb3oBanueM IIK M  KOMIBIOTEpPHOTO MpPOEKTOpa, BO BPEMSA CEMUHAPCKUX 3aHATHH €
3aCiIyIIMBaHUEM U OOCYXKIEHHEM JIOKJIaJ0B MarucTpantoB. CamocrosTenbHas padoTa MarucTpaHTOB
noJpasymMeBaer paboTy IOJ] pyKOBOJCTBOM MpenojaBareis (KOHCYJIbTAUU U IMOMOIIb B HAIMCAHUU
pedepaToB U 10KJIAZ0B) U HHAUBUYaJIbHYIO PA0OOTY MaruCTpaHTOB B OMOJIMOTEKAX U apXUBaXx.

B nmepuon BpeMEHHOro MPHOCTAHOBIEGHUS TOCEHICHHS] OOYYarONIMMHCS TOMEIICHUH U
tepputopuu PI'TY mis opranusanuum yueOHOro mpoiecca ¢ IpuMeHEHUEM JIEKTPOHHOTO 00yUYeHUs U
JTUCTAHIIMOHHBIX  OOpa30BaTENIbHBIX TEXHOJOTUW MOTYT OBITh HUCIHOJB30BaHBI  CIEAYIOLINE
00pa3oBaTeNbHbBIC TEXHOJIOTHH:

— BUJICO-JICKIIUH;

— OHJIAH-JIEKIIUU B PEKHUME PEATBHOTO BPEMEHU;

— DIIEKTPOHHBIE YUEeOHUKH, YdeOHbIe MOcoOus, HayYHbIe U3/IaHUS B 3JIEKTPOHHOM BHUJIE U JJOCTYTI
K MHBIM 3JICKTPOHHBIM 00pa30BaTeIIbHBIM PECYpCaM;

— CUCTEMBI JIJI51 SJIEKTPOHHOI'O0 TECTUPOBAHNS;

— KOHCYJIbTallU! C UCMOJIb30BAHUEM TE€JIEKOMMYHHUKAIIMOHHBIX CPEICTB.

5. OneHka NJIAaHUPYEeMbIX Pe3yJIbTATOB 00y4eHus!

5.1 Cucrema oneHUBaHUS

Texymuid KOHTPOJIb OCYIIECTBISIETCS B BHJIE OLEHOK KOHTPOJIbHOM pabOThl M BBHINOIHEHUS
3aJJaHMi Ha MpPaKTU4YecKUX 3aHATHAX. KoHTponbHas paboTa MpOBOAUTCA Ha MEPBOM MPAKTHUECKOM
3aHSTUH, BBISBJISIET TOTOBHOCTh CTYJEHTOB K IpaKTHuecKoil paboTe u oneHuBaetrcs a0 20 Gamos.
MaxkcumainbHast OILIeHKa BBIMOJIHEHUS KaXJ0T0 IPAaKTH4YecKoro 3ausatus — 10 6aos.

[TpoMeKyTOUHBIN KOHTPOJb 3HAHUW MPOBOAUTCS B (OPME MTOrOBOM KOHTPOJIBHOM pPabOTHI,
BKJIIOYAIOIIEH TeopeTHuecKrue BOIMPOCHl U MpaKTHUECKOe 3aJaHue, U oleHuBaercs 1o 40 6amwios. B
pe3ysbTare TEKYIIEro U MPOMEKYTOUYHOTO KOHTPOJIS 3HAHUH CTYAECHTHI MOIYYaroT 3a4€T 10 KYypCy».

dopMa KOHTPOJIS, 2 CEMECTP Makc. KoIM4yecTBO OaJIIoB

3a ogHy padotry|  Bcero

Texymui KOHTPOJIb:

- OIpoC 5 6anoB 20 6amioB
-pedepar 20 6ammoB 20 GamnoB
- KOHTpOJIbHAs paboTa 20 GamoB 20 GanoB
[TpomexyTouHast aTTecTanus (3a4er) 40 6annos
Hroro 3a cemecTp (IUCIHUIUIMHY) 100 6amnoB
dopma KOHTpOJIs, 3 ceMecTp Makc. Koinu4yecTBo 0alioB

3a ogHy padoty|  Bcero
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Texymui KOHTPOJIb:
- oIpocC 5 6aioB 20 6ayos
-pedepar 20 6amtoB 20 6amioB
- KOHTpoJIbHas paboTa 20 6amioB 20 6aymoB
[TpomexyTouHast aTTecTanus (IK3aMeH) 40 6amnoB
Hroro 3a cemecTp (IUCHHUIUIMHY) 100 6amnoB

[Toy4yeHHBIH COBOKYIHBII pe3ybTaT KOHBEPTHPYETCS B TPAIUIIMOHHYO KAy OLEHOK U B IIKAITY
olieHOK EBpomneiickoii cructeMbl epeHoca u Hakoruienus kpeautos (European Credit Transfer System;
nanee — ECTS) B cOOTBETCTBHHM C TaOIHIICH:

100-6amnpHas mkana | TpaguimoHHas IIKaiga Ixkana ECTS
95 -100 A

8394 OTJIINYHO B

68 — 82 XOPpOIIIO 3a4TEHO C

56 — 67 D

E0 55 YJIOBJICTBOPUTEILHO E

2049 FX

0_19 HEYJIOBJICTBOPUTEIHHO HE 3a4TEHO E

52KpI/ITepI/II/I BBICTABJICHUA OLICHKHU 110 JUCIHHUITIIINHC

Banasl/ Onenka no Kpurtepuu oneHku pe3yibTaToB 00y4eHHs 110
kana AUCHMILINHE AUCUHMILINHE

ECTS

100-83/ BrictaBisiercs o0yuaromemMycs, €Ciid OH IITyOOKO U
A,B «3a4TEHO» MIPOYHO YCBOMJI TEOPETUUYECKUIN U MPAKTUUECKUIN

MaTepHall, MOXXET MPOJIEMOHCTPUPOBATH 3TO Ha 3aHATHUAX
U B XOJI€ IIPOMEXYTOYHOHN aTTeCTAlNH.

OOyuaromuiics HCUepIbIBAIOILE U JOTHUECKH CTPOHHO
u3naraet yueOHbIl MaTepuai, yMeeT yBA3bIBaTh TEOPHUIO C
MIPAKTUKOM, CIIPABIISETCS C PEIIeHUEeM 3ajad
poeCCHOHATTFHON HANPaBIEHHOCTH BRICOKOTO YPOBHS
CJIO’KHOCTH, NPaBHJILHO 0OOCHOBBIBACT MPUHATHIE
peueHus.

CB000/IHO OpUEHTHPYETCS B yUeOHOH U
podecCHOHATBHON IUTepaType.

OneHka o JUCHUIUIMHE BBICTABIIIOTCS 00YYarOMEMYCs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTeCTalUU.

Komnerenuu, 3akpeniaéHable 3a JUCIUILIINHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKHIIY.




16

Bauwasl/
HIxkaJnaa
ECTS

OneHka mo
JUCHUILIMHE

Kpurtepun oneHkn pe3yibTaToB 00y4eHUs 1O
AUCHMILIAHE

82-68/
C

«3a4YTCHO»

BericraBnsercs oOyuaromemMycs, €Clid OH 3HaeT
TEOPETUYECKUH U MPAKTUYECKUN MaTepuai, I'paMOTHO U
II0 CYIIECTBY M3J1araeT ero Ha 3aHATHAX U B X0
IIPOMEKYTOYHON aTTeCTalliU, HE AOIyCKast
CYILLECTBECHHBIX HETOYHOCTEM.

OOyuaromuiics IpaBUIBHO PUMEHSET TEOPETHIECKUE
IIOJIO’KEHHUS IIPY PEIICHUN IPAKTUYECKUX 3a7a4
npo¢eCCHOHATLHON HANIPABIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAUMBIMHU U1 3TOTO
HaBbIKAMU U IIPUEMAMHU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B yUeOHOU U
npoeCCHOHATILHOMN JINTepaType.

OneHka 1o JUCUUIUIMHE BBICTABIIAIOTCS 00YYaromeMycs C
y4E€TOM PE3yNbTATOB TEKYIIEH U TPOMEKYTOUHOU
aTTECTaLUN.

Komniereniuu, 3aKkpeniénnble 3a JUCUUILTMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIMHY.

67-50/
D,E

«3a4YTCHO»

BricTaBnisierca oOy4aromemMycsi, €CiIi OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUI U IPAKTUYECKUI MaTepuall,
JIOITyCKAeT OTAEIbHBIC OMIMOKH MPHU €T0 U3JI0KECHUHU Ha
3aHATHUSX U B XOJZI€ IPOMEXYTOUYHOM aTTecTaluu.
OOyuaromuiicst UCIIBITHIBAET OIPEIEIEHHBIE 3aTPYIHEHUS
B IIPUMEHEHUH TEOPETUUECKUX TOJI0KEHUH NPU PELICHUH
MPaKTUYECKUX 3a7a4 NpodheccuoHaIbHOM
HaIPaBJIEHHOCTH CTaHAAPTHOTO YPOBHS CJII0XKHOCTH,
BJIa/ieeT HEOOXOJUMBIMHU I TOT0 0a30BBIMHM HAaBbIKaMU
U IpUEMaMU.

JleMOoHCTpUpYyEeT JOCTaTOUHBIN ypOBEHb 3HaHUS y4eOHOU
JIUTEPATYPHI 110 TUCLUIIIMHE.

OneHka 0 JUCLUIUIMHE BBICTABIISIOTCS 00Y4aIOIEMYCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTECTALlUN.

Komnerenuu, 3akpeniaéHHble 3a JUCIUILINHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «IOCTATOYHBINY.

49-0/
F,FX

HE 3a4TCHO

BrictaBisiercs: o0yyaromemycs, €Ciii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUUECKHUI M MPAKTUICCKUN
MaTepHal, JoMycKaeT rpyOble OIIMOKH pU ero
W3JI0’KEHUU Ha 3aHATHSAX U B XOJ€ TPOMEKYTOUHON
aTTeCTallUN.

OO0yyaromuiicst UCIIBITHIBAET CEPhEIHBIE 3aTPYAHEHUS B
MIPUMEHEHUH TEOPETUUECKHUX TOJIOKEHUH NPU PELIEHUN
MPaKTUYECKUX 3a]a4 MpodeccrnoHalIbHON
HaIPaBJIEHHOCTH CTaHAAPTHOTO YPOBHS CIOXKHOCTH, HE
BJIaJle€T HEOOXOAUMBIMHU AJIS 3TOTO HAaBbIKAMU U
IPUEMAMH.

JlemoHCTpHUpYyET parMeHTapHbBIC 3HAHUS YU4eOHOM
JUTEPATYpPHI 10 TUCLUIUIMHE.

OneHka o JUCHUIUIMHE BBICTABIIAIOTCS 00yYaromeMycs C
y4ETOM PE3YJIbTATOB TEKYIIEH U IPOMEKYTOYHOU




17

Banawi/ Onenka mo Kpurtepun oneHkn pe3yibTaToB 00y4eHUs 1O

Ixana AUCHHUILINHE AUCHHUILINHE

ECTS
aTTECTaLlUN.
KomnereHumn Ha ypoBHE «JIOCTATOYHBIN), 3aKPEIUIEHHBIC
3a AMCLUUIUIMHON, HE COPMHUPOBAHBI.

5.3. OneHouHble cpeacTBa (MaTEPHUAJbI) /ISl TEKYILIEr0 KOHTPOJIS YCIIeBA€MOCTH,
NMPOMEKYTOUYHOM aTTeCTANNH 00y4YAIOIINXCS M0 AUCHUIIIHHE

[Tepeuenp BOIPOCOB K KOHTPOJIBLHOU paboTe 1Mo Teme 2.

1. Yem 3aHumaeTrcs Hay4Has AUCLUUILUIMHA JOKYMEHTOBEAEHUE?

2. C xakuMu HayYHBIMU JUCHUIUIMHAMH CBS3aHO TOKYMEHTOBEICHUE?

3. Ha3zoBute 3aKk0HOAATENbHbIE AKThI, PETYIUPYIOLIUE BOIPOCH! TOKYMEHTHPOBAHUS.

4. Tlepeuncnure HOPMAaTUBHBIC IPABOBHIE AKTHI, PETYIHPYIOIINE BOIIPOCHI
JOKYMEHTHPOBaHUS.

5. JlaiiTe XxapakTepuCTHKY HOPMAaTUBHO-METOIMYECKUM TJOKYMEHTAM IO JEIONPOU3BOICTBY.

6. Ha3oBuTe y4eHBIX, UCCIEIYIOIUX BONPOCHl JOKYMEHTOBEICHUS.

[TepeueHb BOIPOCOB K KOHTPOJILHOW paboTe 1o Teme 4.

1. Kakue BbI 3HaeTe criocoObl JOKYMEHTUPOBAaHUA?

2. IlepeuunciuTe 3Tanbl pa3BUTUSA TEKCTOBOIO JOKYMEHTUPOBAHMSI, CPABHUTE UX MEX]Ly COOOM.

3. Pacckaxute 06 0COOEHHOCTSX TEXHUYECKOTO IOKYMEHTHPOBAHUSI.

4. B yeM 3aKiI04ar0Tcss 0COOEHHOCTH KMHO, HOTO ¥ (POHOJOKYMEHTHPOBAHUS?

5. CpaBHUTE U3BECTHBIE BaM CIIOCOOBI TOKYMEHTHPOBAHUS MKy COO0M, HA30BUTE UX
MPEUMYIIECTBA U HEJJOCTATKH.

6. JlaiiTe XxapakTepuCTHKY MaTepHaIbHBIM HOCHTEISIM HH(OPMAIH U CPAaBHUTE UX MEXKIY
co00il.

IIpumepsI 0JMI-KOHTPOJILHBIX PadoT 1O TeMe 6
Kakue oOpamenusi 05111 NPUHATHI B KOHKPETHBIH HCTOPUYECKUi mepuoa?
(IPOBECTH CTPEIKH)

XIX Bex TOBapUILy

CoBerckuii nepuoj WBany BanoBU1y

90-e romer XX Beka MunoctTiuBOMY Tocyiapro
CoBpeMeHHOCTh TOCTIOJINHY

Kakumu uToroBbiMu ¢pazaMu 3aKaHYMBAJIOCH CJ1y:Ke0HOe MUCbMO B KOHKPeTHbII
HcTopuYeckuii nepuon?
(poBecTH CTPENKU)
XVI, XVII Beka C rIy0OoUYaliiiM MoYTeHUEM

XIX Bek C YBOXKECHUEM

CoBetckuii mepuon C KOMMYHUCTUYECKHUM MPUBETOM
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CoBpeMEHHOCTh I{app rocynapb, CMUIyICS, OKATYH

[IepeueHp BOPOCOB K UTOTOBOM KOHTPOJIbHOU paboTe Ne 1
1. JIoKyMEeHT U ero MEeCTO B CUCTEME YIPaBIICHHS.

2. 3aKOHOAATEIbHBIC TPABOBHIE AKTHI, PETIAMEHTHUPYIOIINE CO3/IaHue U opopmiieHuE

AOKYMCHTOB.

3. HopMaTuBHO-METOAMYECKUE AKTHI, OTPEACIISIOIINE MTOPAI0K CO3AaHUs U 0(OPMIICHUS

AOKYMCHTOB.

4. JIOKyMEHTOBEECHNE KaK Hay4YHasl JUCLUILUIMHA U €€ CBSA3b C IPYTUMHU HAyYHBIMU

JUACIUATUIMHAMH.
5. [ousTHe «MHPOPMAIUL) U €TO pa3BUTHE.
6. [loHATHE «TOKYMEHT» U €ro pa3BUTHE.
7. CBs3b nH(pOpPMAIMY U TOKYMEHTA.
8. OO6mue u yactTHbie GYHKIUU JOKYMEHTA.
9. CrocoObl IOKYMEHTHPOBAHHSI U UX Pa3BHTHE.

10.  TekcroBoe NOKyMEHTHUPOBAHME U 3TAIbl €r0 Pa3BUTHSL.

11.  Tluxtorpammsl. [Ipumenenne nukrorpauyecKkoro NUCbMa CEroaHs..

12.  Jlororpammsl. Mcnonb30BaHue J0rorpaMm CEeroaHsi.

13.  Texnuueckoe JOKyMEHTUPOBaHHE. BUIbI KOMIUIEKCOB TEXHHUECKOW JOKYMEHTAIIHH.
14.  ®otomoxkymentupoBanue. IlosiBnenue, pazButue, IpUMEeHEHHE.

15.  Kunonoxymenrtupoanue. [losBinenue, pazsurue. Buaeosanucs.

16.  donogoxymentupoBanue. IlosiBiaenue, pa3Butue, IpuMEHEHHE.

17.  Marepuan nns nokyMeHTHpoBaHus. Ero pa3zsurue.

18. [Mognmuunayky 1 konuu. Buael konuid. [TopsIok y1oCTOBEpEHNN KOITUNA.

19. ®opmysap nokymenTta. Tunosoit popmyssip, popmysap-oOpaszeir.
20.  PasButue popmyinsipa nokymenrta B XVI-XVII BB.

21.  @opmymsp nokymenta XVIII B.

22.  ®opmynsp TekcToBoro gokymenTta XI1X- nagana XX BB.

OO0pa3ubl TecToB MO Teme 7
Bormpoc 1
Buza odunmanbHOro JOKyMeHTa 3T0:

A) pEeKBU3UT JOKYMEHTA, BHIPAYKAIOLIUI COIJIacHe WM HECOIJIacus JOKHOCTHOTO JIUIA C

COACPIKAaHUECM JOKYMCHTA

B) HaarCh HAa JOKYMCHTE, CACIaHHAA JOJIPKHOCTHBIM JIMIIOM M COACpKallasa MPUHATOC UM

peleHue
B) nonnucanue 1oKkymMeHTa €ro cCOCTaBUTENIEM

Bormpoc 2

Bussl npocraBnsiores:

A) paOOTHUKOM, M€YaTaBIINM JOKYMEHT
b) pabGoTHHKamMu cBOel OpraHu3aluu

B) paGoTHuKamu Ipyrux opraHu3anuil

Bomnpoc 3

B kakue pekBU3UTHI TOKYMEHTA JaTa BXOJIUT KaK COCTaBHAs YaCTh?
a) rpud yTBEPKIACHUS B) MTOAMHCH

0) BH3a COTJIACOBaHUS T') PE30JIIOLHS

Bomnpoc 4

OOmuit 6;1aHK TOKYMEHTA BKJIFOYAET B CEOsI CIICTYIONINE PEKBU3UTHI:
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A) nzobpakenue repdba, sMOIEMBbI, MECTO JIJIsl pa3MEIeHUs Ha3BaHUsI BUA IOKYMEHTa, MECTO
IJIg JaThl U HOMEpa NOKYMCHTA, MCCTO COCTABJICHUA

b) m3o6paxenue repba, SMOJIEMbl, HAMMEHOBAHUE OPTaHU3AIUU aBTOPA, MECTO ISt
pasMCIICHUA Ha3BaHUA BUda JOKYMCEHTA, MECTO IJId AaTbl U HOMEpa JOKYMCHTA, MCCTO COCTABJICHUA

B) u3o0paxenue repba, SMOJIeMbl, HAMMECHOBAaHUE OPTaHU3AIUU aBTOPA, MECTO IS
pasMCIICHUA Ha3BaHUA BUd JOKYMCHTA, CIIPABOYHLIC JJAHHBIC 06 opraHu3anuvu, MECTO JJIA AaThbl U
HOMeEpa JOKYMEHTa, MECTO COCTaBJICHUS

Bomnpoc 5

Kakue u3 mepequncieHHbIX TOKyMEHTOB TPEOYIOT YTBEPKIACHUS ?
A) ycraB b) mratHoe pacnucanue B) nmpukasbl

I') noxnaausie 3anucku /1) TOJKHOCTHBIE HHCTPYKLIUU

Bormpoc 6

TumnoBoit hopMysp mpruKaza COAESPIKHUT CIIEAYIOIINE PEKBU3HTHI:

A) rep6 (3m01eMy), HaMMEHOBaHHUE OPTaHU3AIUH-aBTOPA, CIIPABOYHBIC TaHHBIE 00
OpraHM3alH, HAMMEHOBAHUE BUA JOKYMEHTA — IPUKa3, JaTy, HOMEp, MECTO COCTaBIICHNUS,
3aroJOBOK K TEKCTY, TEKCT, TOIMTUCH, BU3bI COTIIACOBAHHS

b) rep6 (sM0neMy), HAaMMEHOBaHUE OpraHU3alMU-aBTOPa, HAaMMEHOBAaHHE BUJIA IOKYMEHTa —
MpHKas3, 1aTy, HOMEP, MECTO COCTABIICHHS, 3aT0OJIOBOK K TEKCTY, TEKCT, IOIHCh, BU3bI COTIIACOBAHUS

B) rep6 (sm0neMy), HaMMEHOBaHUE OPTaHU3AMU-aBTOPa, HAMMEHOBAaHHE BHUIA IOKYMEHTA —
MpHKas3, 1aTy, HOMEpP, MECTO COCTABIICHHSI, 3aTOJIOBOK K TEKCTY, TEKCT, IOJIIHICh, IeUaTh, BU3bI
COTJIaCOBAHUS

Bormpoc 7

B ynpaBiienuyeckoil mpakTHKe TPUMEHSIOT CIEAYIOLUE BUIbI OJaHKOB!
A) 6naHK uchbMa

b) 6aHK KOHKpETHOIr0 BUJIA IOKYMEHTa

B) o0mmii 6mank

J) 6nank puznueckoro auia

Bompoc 8

JIoKyMEHTHPOBaHHE ITO:

A) mipoliecc IBMKEHUSI IOKYMEHTOB B OpTaHHU3aIuN

b) 3anuce nabopMaluu Ha pa3IMYHbIX HOCUTENSAX M0 YCTAaHOBIEHHBIM MTPaBHIIaM
B) coznanue noxymeHTOB

I') paboTa ¢ 1oKyMeHTaMH

Bonpoc 9

K oprannzaiimoHHbIM TOKyMEHTaM OTHOCSTCS:

A) ycraBbl 0) mpaBuiIa  B) aKThl T) MPUKa3bl 1) HHCTPYKLUHU
Bomnpoc 10

['ep6oBoii meuaThio (TIeUaThI0 OpraHU3aI|H) 3aBEPSIOT:
A) rapaHTHiiHbIE THCbMA 0) MPOTOKOJIBI 3aCEaHUN  B) MIPUKA3HI
I') noroBopsl 1) TPYIOBBIE KHUKKH

Bomnpoc 11

DopMyIIsp TOKYMEHTA 3TO:

A) Habop pexBu3UTOB 0HUIINATEHOTO MTHCHEMEHHOTO IOKYMEHTA, PACIIOJI0KECHHBIX B
OTIpeJIeIEHHON TOCIEeI0BATEIbHOCTH

b) mopsimok 06paboTKH TOKYMEHTOB
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B) MuHMManbHBIN 37eMEHT 0pOpMIICHUS JOKYMEHTA

Bormpoc 12

WNudopmannoHHO-CIIPaBOYHBIN JOKYMEHT 3TO:

a) a) JlokymeHT, coaepkariuii HHGOPMAIKIO 0 PaKTHISCKOM TOJIOKEHHUHU e, KOTOPbIi
CITy’)KUT OCHOBAaHUEM ISl IPUHATHUS PEIICHUI

b) 6) JIokyMeHT, OpraHU3yIOIIUI paboTy YUPEK ICHHS

) B) lokyMeHT, B KOTOPOM 3a(hMKCHUPOBAHBI PACIIOPSHKECHHS PYKOBOJICTBA

d) r) JokymeHT, GUKCHPYIOIINI IeSTEIbHOCTh KOJUICTHAIBHOTO OpraHa

Bomnpoc 13

Bbnank ¢ nzobpakenuem rocyapcTBeHHOro repba Poccuiickoit deaepanyy MOTyT UMETh:

a) JIroOast opranu3anus, 3aperucTpupoBaHHas Ha TeppuTopun Poccuiickori deneparuu

6) Kommepueckas ¢pupma, 3apeructpupoBanHas Ha Tepputopun Poccuiickoit @enepannn

B) YupexJeHMs M OpraHu3auuu, ykaszaHHble B KoHcTuTynmoHHoM 3akoHe «O repOe
Poccuiickoit denepanumny»

r) YupexxaeHus U oprauusanuu, ykazanuele B Koncturynuu PO

Bormpoc 14

K pexBu3uTaM, NpUAAIOIIUM JOKYMEHTY IOPUANYECKYHO 3HAYMMOCTb OTHOCSTCS :

a) repo PO

b) ormeTka 0 mocTymieHun JOKyMeHTa

B) NOJIHKCH

I') aBTOp JJOKYMEHTa

Ilepeyenn BONpoCcoB K KOHTPOJIbHON padoTe 1o Teme 9

1. YUro takoe yHUHUKAIMS JOKYMEHTOB?

2. JlaiiTe ompejesieHue CHCTeMe JJOKYMEHTAITU!

3. Uto Takoe yHU(UIIMPOBAHHbBIE CUCTEMBI JJOKYMEHTALIMU, HA30BUTE UX.

4. Kaxue BUbl JOKYMEHTOB BXOJIAT B COCTaB YHU(UIIMPOBAHHOMN CHCTEMBI OpraHU3allMOHHO-
pacnopsAUTEIbHON JOKYMEHTAIUH.

[TepeueHb BOPOCOB K UTOTOBOI KOHTPOJIbHON paboTre Ne 2

1 TloHATHS «YHUPHUKAIMSI» U «CTAaHAAPTH3AMUT» TOKYMEHTOB.

2 PaszBuTHe yHU(UKALUU U CTaHAAPTU3ALUH JOKYMeHTOB Bo || monoBune XX B.

3 T'OCT P 7.0.97-2016. Ero conepxanue, 3Ha4€HHE.

4 TpeboBaHMs K KOHCTPYHPOBaHUIO O1aHKOB. Buapl O01ankoB. bianku npeanpustuii
pazIuyHBIX (HOpPM COOCTBEHHOCTH.

5 PexBU3HT «HAaMEHOBaHHME OPTaHU3AIMH-aBTOpa JOKYMEHTa», TPeOOBAHUSA K HEMY.

6 PexBU3HT «CIpaBOUYHBIC JaHHBIC 00 OpraHU3aIMHA-aBTOPE JOKYMEHTa, €r0 COCTaB.

7 PexBU3UT «aapecary, ero 3HaueHUe U COBPEeMEHHbIE TPEOOBaHUS K 0(OPMIICHUIO.

8 Jlatel. TpeGoBaHuUs K UX 0POPMIICHHIO; JaTa KaK COCTaBHAsI YacTh JAPYTUX PEKBU3UTOB.

9 PekBU3UT «peruCcTpallMOHHBIN HOMEp TI0KyMEHTay, €ro 3HaYeHHUE.

10 PexBU3UT «CCHUIKA HA PETHCTPAIIMOHHBI HOMED U JIaTy JOKYMEHTay, KOTJa U TJIe OH
MIPOCTABIISETCS.

11 IMopsiaok cornacoBaHusi JOKYMEHTOB U O()OpPMIIEHUSI BHYTPEHHETO U BHELTHETO
COTJIACOBAHUS

12 TTopsimok yTBepKIEHUS TOKYMEHTOB, BHIIBI yTBEPIKICHHSL.

13 ITopsaok nmoanucaHus JOKyMEHTOB.

14 Tleyats Kak peKBU3UT 1OKyMeHTa. Ha kakux JOKyMeHTaxX mpocTaBisieTcs repOooBasi nevars.

15 CocraB ynocToBepeHus J0KyMeHTOB. [IpaBuia opopmiieHUs] peKBU3UTOB,
YA0CTOBEPSAIOLINX JOKYMEHT.

16 OTMeTKH Ha TOKYMEHTE, NX 3HaYeHHE U OOPMIICHHUE.

17 Pezomonusi. E€ 3nauenue. TpeboBaHus, IPeabIBISIEMBIC K PE30JTIOIHH.
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18 PekBHU3UT «OTMETKA 00 UCITOJHHUTENEY, €r0 3HAUCHHE.

19 PexBHU3UTHI, IPUIAIONIHE JOKYMEHTY FOPUIUICCKYIO 3HAUUMOCTbD.

20 YHudukamnms TeKCTa JOKYMEHTA.

21 Tpadapernslie TeKcThl. MeTouKa pa3paboTKH.

22 CniocoObI mpecTaBieHns YHU(DUIIMPOBAHHBIX TEKCTOB (aHKETHI, TAOIHIIBI, TpadapeTHbIC
TEKCTBHI).

23 O0mue TpeOoBaHUs K TEKCTY JTOKYMEHTA.

24 AnropuT™M MOATOTOBKHU JIOKYMEHTA.

25 DiieMeHTHI TeKCTa: 3ar0JIOBOK, IPUJIOKEHHUS, TPEOOBAHUS K HUM.

26 JINHrBUCTUYECKHE OCOOCHHOCTH TEKCTOB CITYKEOHBIX JTOKYMEHTOB.

27 TloHsTHE «CHCTEMBI JIOKyMEHTAIMH», PA3BUTHE CHCTEM.

28 IlonsiTHe «yHU(PHUIMPOBAHHBIE CUCTEMBI JJOKYMEHTALHI.

29 Haznauenwue, onpezaenenne u coctaB Y COP/I.

30 TpebGoBaHUs K COCTABICHUIO U O(DOPMIICHUIO OPTaHU3AIMOHHBIX JOKYMEHTOB.

31 TpeGoBaHuMsI K COCTABICHHUIO U O(DOPMIICHHIO PACTIOPSAUTENBHBIX JJOKYMEHTOB.

32 TpeboBaHMs K COCTABICHHUIO U 0O(POPMIICHUIO TTPUKA30B.

33 TpeGoBaHMs K COCTABICHUIO U O()OPMIICHUIO O0BICHUTENBHBIX U TOKIAIHBIX 3aHCOK
(BHEIIHUX U BHYTPEHHUX).

34 TpeboBaHMsI K COCTABICHHIO U 0()OPMIICHHIO CIPABOK (BUIBI CIIPABOK, CIIPABKH BHEIIHUE U
BHYTpPEHHUE).

35 TpeboBaHus K COCTABICHUIO M OPOPMIICHHUIO aKTa.

36 TpebOoBaHMS K COCTABICHUIO U O(DOPMIICHUIO CITY)KeOHOTO MHChMa. Pa3HOBUIHOCTH TTCEM.

37 TpeboBaHUs K COCTABICHUIO M O(POPMIICHHUIO TEIETPaAMM.

38 Ocobennoctu GpopmyIsipa TeaePOHOTPAMMBI.

39 AnropuT™ MOATrOTOBKH U TIPOBEACHUS coBelanus. JIOKyMeHThI, co37aBaeMble B IIPOIECcCe
MOJITOTOBKH COBEIAHNS.

40 TpeGoBaHMsI K COCTABICHUIO U O()OPMIIEHUIO IPOTOKOJIA.

41 IMoHsATHE KOMIUIEKCOB JJOKYMEHTOB. [IepBHUYHBIC KOMITIEKCHI TEKCTOBBIX JJOKYMEHTOB.

42 TToHATHS «TOKYMEHTaNbHBIN (OHI» U «apXUBHBINA (hoHI». VX paznuuue.

43 CnoxHbIe KOMIUIEKCHI. BeZIOMCTBEHHbIE apXHUBHI.

44 Cnoxxnble KoMIuIeKchl. ['ocynapcTBeHHbIe apXuBbl. CeTh rOCYAapCTBEHHBIX apXUBOB.

45 TToHATHUS «IEHHOCTh JOKYMEHTa», «IKCIIEPTH3a IICHHOCTH». BOZHUKHOBEHNE, pa3BUTHE
AKCIIEPTU3BIL.

46 [TpuHIUIIBI, KPUTEPUH IKCIIEPTU3HI IICHHOCTH JIOKYyMEHTOB.

[TepedyeHs BOMPOCOB K YCTHOMY 9K3aMEHY IO BCEMY KypCY

o Ilepeuenv 6onpocos 015 n0020MOBKU K IK3AMeHY no oucyuniune ‘“‘Jlokymenmosedenue’”

1. JIoKyMeHT U ero MecTo B CHCTEME yIpaBJICHUSI.

2. 3akoHBI M WHBIC HOPMATUBHBIE TIPABOBBIE AKTHI, PETIIAMEHTHPYIOIINE CO3aHNe 1 0(OpMIICHHUE
JOKYMEHTOB.

3. HopmatuBHO-METOAMYECKHE TOKYMEHTHI, OTPEACISIFOIINE TIOPSIOK CO3AaHUs U 0OPMIICHUS
JOKYMEHTOB.

4. JloKyMEeHTOBE/JEeHHE KaK Hay4YHasl TUCIUIUINHA U €€ CBSA3b C IPYTMMH HayYHBIMU
JUCLUIITINHAMU.

[TonsATHE «MHPOPMALIU» U €TO Pa3BUTHE.

[ToHsATHE «IOKYMEHT» U €T0 pa3BUTHE.

CBs13b HH(MOPMAIINH U IOKYMEHTA.

OO0ume 1 yacTHBIE (PYHKIIUU TOKYMEHTA.

CriocoObI TOKYMEHTHPOBAHUS M UX Pa3BUTHE.

10 TekcToBOE JOKYMEHTUPOBAHHE U 3TAIBI €T0 Pa3BUTHSL.

11. ITuxTorpammel. [IpuMeHeHNE MUKTOTPa)UIESCKOTO MUChMa CETOTHS.

©ooNo O
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12. JlororpamMmel. Micnionib30BaHUE JIOTOTPaMM CETOJTHS.

13. Texuudeckoe TOKyMEHTHpPOBaHKE. BUIbI KOMIUIEKCOB TEXHUYECKON JIOKYMEHTAIIHH.

14. doronoxkymentupoBanue. [losBienue, pa3BuTie, IpUMEHEHHE.

15. KunogoxkymentupoBanue. IlosiBienue, pa3Butue, IpuMeHEHHE.

16. ®ononoxymenTupoBanue. [losBnenue, pa3BuTre, IpUMEHEHUE.

17. Marepuain 1y nokyMeHTupoBanus. Ero pazsurue.

18. [Togymmuananky 1 kKonuu. Bunbl konuid. [lopsnok yaocToBepeHui KOMUH.

19. ®opmynsap nokymenra. Tumooit popmysip, hopmysip-oOpaser.

20. PazButne popmysipa nokymenta B XVI-XVII BB.

21. ®opmymnsip nokymenta XVIII B.

22. ®opmyiisap TeKcToBOTO AokymMeHTa X1 X- Hauana XX BB.

23. TlousaTHs «yHUPUKAIMSD U «CTaHIAPTH3ALMSD TOKYMEHTOB.

24.TOCT P 7.0.97-2016. Ero conepxaHue, 3Ha4€HUE U BO3MOXXHOCTH HCIIOJb30BaHUS B
COBPEMEHHBIX OpPTraHH3aIHUsX.

25. IlpaBuiia 1€7100POU3BO/ICTBA B FOCYIaPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoyrpasiieHus (coliepKanue, 3HaUCHHE ¥ BO3MOXKHOCTH HUCIIOJIb30BaHU).

26. Meronuueckre peKOMEeHJallMK 10 Pa3paboTKe MHCTPYKIUIM 110 eJI0NPOU3BOICTBY B B
rOCY/IapCTBEHHBIX OpraHaX, OpraHaXx MECTHOT'O CaMOYIIpaBJIeHUs (CoJepikaHKe, 3HAYCHUE U
BO3MOKHOCTH UCIIOJIb30BAHHUSA).

27. IlpumepHasi HFHCTPYKIUS 110 JISJIOTPOU3BOJCTBY B TOCYIapCTBEHHBIX opranm3anusix 2018 r.
(comepxanue, 3HaYCHHE W BO3MOXKHOCTH HCIIOJIb30BaHMS).

28. CocraB pexBu3uTOB O1aHkoB. Kitaccudukarnms 61aHKOB.

29. PexkBU3UT «HaMEHOBAHUE OpraHU3alMu-aBTOpa JOKYMEHTay», TPEOOBaHUS K HEMY.

30. PexBU3UT «CIpaBOYHBIC JaHHBIE 00 OpraHU3aIMHU-aBTOPE JOKYMEHTa», €r0 COCTaB.

31. PexBU3UT «apecary, ero 3HaueHHe U COBpeMEHHbIE TPEOOBaHMsI K 0(OPMIICHUIO.

32. Jlatel. TpeGoBaHus K X 0POPMIICHHIO; JaTa KaK COCTaBHAs YacTh APYTHUX PEKBU3UTOB.

33. PEeKBU3UT «peruCTpallMOHHbII HOMEP IOKYMEHTa», €ro 3HaYeHue.

34. PEeKBU3UT «CCHUIKA HA PErHCTPALMOHHBI HOMEP U JIaTy JOKYMEHTay», KOTJa U T1ie OH
MIPOCTABIISETCS.

35. Topsitok cormacoBaHusi JOKYMEHTOB M 0()OPMIICHUS] BHYTPEHHETO U BHEITHETO COTIIACOBAHUS

36. ITopsiiok yTBEpXkKAE€HUS TIOKYMEHTOB, BU/Ibl YTBEPIKICHHS.

37. Tlopsitok moANMCaHus JOKYMEHTOB. DIIEKTPOHHAsI MOAUCh. OTMETKa 00 AIIEKTPOHHOMH
MOJIITHCH.

38. Ileuatp KaKk peKBU3UT TOKyMeHTa. Ha KakuxX JOKyMEHTaX MPOCTaBISAETCS OTTUCK TICUaTH.

39. CocraB ynocToBepeHus JOKyMeHTOB. [IpaBuia odopmiieHUs] peKBU3UTOB, yI0CTOBEPSIOIINIA
JOKYMEHT.

40. OT™MeTKH Ha JIOKyMEHTE, UX 3HaUeHHEe U 0(hOpMIICHHE.

41. Pezomonus. E€ 3nauenue. TpeOoBaHuUsl, MPEabIBIsIEMBIE K PE3OJTIOIUH.

42. PeKBU3UT «OTMETKA 00 MCIIOIHUTENE), €r0 3HAUCHUE.

43. PeKBU3HTHI, IPUAAIONINE JOKYMEHTY FOPUIHMYECKYIO 3HAYMMOCTb.

44. Vaudukanus Tekcra JokymMeHnTa. Crioco0sl peAcTaBiIeHusl YHU(UIIMPOBAHHBIX TEKCTOB
(auKeThI, TAOMHUIBI, TpadapETHBIC TEKCTHI).

45. O6ue TpeOoBaHUS K TEKCTAM YIPABICHYECKUX JOKYMEHTOB.

46. ANTOpUTM TIOJATOTOBKH JOKYMEHTA PaCTIOPSIIUTENILHOTO JOKYMEHTA.

47. 31eMeHTHI TEKCTa: 3aroJIOBOK, IPUIIOKEHUS, TPEOOBaHUS K HUM.

48. TloHsATHE «CHCTEMBI JIOKyMEHTAIMH», Pa3BUTHE CUCTEM JIOKyMeHTarwu. [loHsTHe
«yHU(PULIIPOBAHHBIE CUCTEMBI TIOKyMeHTalun». Haznauenue, onpeneneHue U coctaB
YHUPUIMPOBaHHON CHCTEMBI OPTaHU3AIIMOHHO-PACTIOPSIUTEIIFHON TOKYMEHTAITUH.

49. TpeboBaHMsI K COCTABJICHUIO U O()OPMIICHUIO OPTaHU3AIIMOHHBIX JJOKYMEHTOB (IIOJIOKEHHE,
yCTaB, MHCTPYKLUS, PErJIaMEHT, IITATHOE PACIIUCAHUE).

50. TpeOoBaHUs K COCTABICHUIO U O(OPMIICHUIO PACHIOPSIIUTENLHBIX TOKYMEHTOB (TIPHKa3,
pacropsiKeHue, pelieHue, IOCTaHOBIEHUE, IPOTOKOIM).
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51. TpebGoBaHMs K COCTaBICHUIO U O(DOPMIICHHUIO OOBSICHUTEIIbHBIX, IOKJIATHBIX U CITYKEOHBIX
3aIUCOK.

52. TpeboBaHHs K COCTABIECHUIO U O()OPMIIEHHUIO CIIPABOK (BUIBI CIIPABOK).

53. TpeboBaHus K COCTABICHUIO U O()OPMIIEHUIO aKTOB.

54. TpeboBaHMs K COCTaBICHUIO B 0(DOPMIICHHIO CiTyKeOHOoro muchMa. Kiaccudukanus
CITY>KEOHBIX MTHUCEM.

55. ANropuUTM MOATOTOBKH ¥ MPOBEACHUS COBEIIaHus. JJOKyMEHTHI, CO3/1aBaeMbIe B TPOIIECCE
MTOJATOTOBKH COBEIIAHUS.

56. TpeboBaHMs K COCTaBICHUIO U 0()OPMIICHHUIO TIPOTOKOJIA.

57. [ToHsITHE KOMITJICKCOB IOKyMEHTOB. [IepBHUHBIC KOMITJICKCHI TEKCTOBBIX JOKYMEHTOB.

58. CiioxHBIE KOMIUIEKCHI JOKYMEHTOB. [1OHITHS «IOKYMEHTAIBHBINA POHI» U «apXUBHBIA (HOHID).
Nx paznuuue.

59. HomeHnkimarypa nei.

60. [Tpu3Haku 3aBeeHUs ACI.

6. YueOHO-MeTOAM4YEeCKOe U HH(OpMAIMOHHOE 00ecTiedeHne THCIUTITHHBI

6.1 CnucOK HCTOYHHUKOB H JINTEPATYPHI
Oos3aTesIbHbIE HCTOYHUKH

@OenepallbHbIil  KOHCTUTYLMOHHBIA 3akoH oT 25 gekabps 2000 r. Ne 2-OK3 «O
locynapcrBerroM repde Poccuiickoit denepanum» // [DnekrponHslil pecypc]. — M., 2019. — Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW 29674/.

®enepanbubliii 3akoH PO ot 27.07.2006 1. Ne149-03 «O6 mropmanuu, HHPOPMAIUOHHBIX
TEXHOJIOTUSAX U 0 3aiuTe MHpopMmauuu» // [DnekTpoHHslid pecype]. — M., 2019. — Pexxum nocrymna:
http://www.consultant.ru/document/cons_doc LAW 61798/.

®epepanbublii 3ak0oH 0T 06.04.2011 Ne 63-D3 “O0 3exkrponHO# noanucu” // [DnekTpoHHbIH
pecypcl]. — M., 2019. — Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_112701/.

Oenepanbubiii 3akoH oT 01.06.2005 Neo53-®3 «O rocymapcTBeHHOM si3bike Poccuiickoit
@eneparun»  // [OnekrponHeld  pecypc]. — M., 2019. -  Pexum  gocryma:
http://www.consultant.ru/document/cons_doc_LAW 53749/,

[IpaBuiia  nenonpousBOACTBA B TOCYJApCTBEHHBIX — OpraHax, OpraHax MECTHOIO
camoytpasiieHus, yTB. [Ipuka3om Pocapxusa ot 22.05.2019 Ne 71 // [DnextponHsiii pecype]. — M.,
2021. — Pexxum nocrtyma: http:// https://base.garant.ru/72291836/.

Metoauueckie peKOMEHJIAlMu MO pPa3pabOoTKe WHCTPYKIHMM IO JIeJIONpPOU3BOJCTBY B
rOCy/IJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMmoylpasieHus, yTB. [Ipukasom PocapxuBa oT
24.12.2020 Ne 199 /I [DOnektponHusiii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass MHCTPYKLHMS MO JEJIONPOU3BOJCTBY B TIOCYAAPCTBEHHBIX OpraHMU3alUsX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHnHsbIit pecypc]. — M., 2019. Pexum moctyna:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HamumonaneHeli crangapt Poccuiickoit ®Penepaumunu. Cucrema
CTaHAApTOB 1O uWH(popManuu, OWUONMMOTEYHOMY U HU3AAaTeNbcKOMy neny. OpraHu3almoHHO-
pacriopsiiuTenabHas JOKyMeHTauusa. TpeboBaHUS K OGOPMIIEHHIO TOKYMEHTOB // [DIEKTpOHHBIH
pecypc]. — M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P UCO 15489-1-2019 Hanmonanbubliii cranaapt Poccuiickoit @enepanun. Cucrema
CTaHAapTOB 1O uH(}Opmaruu, OMOIUOTEeYHOMY U u3Aarenbckomy gaeny. Wudopmandus wu
JOKyMeHTanusl. YnpasieHue nokyMeHtamu. Yacte 1. Ilonatuss u npuHOMNbL. // [DIEKTPOHHBIN
pecypc]. - M., 2021. Pexum JOCTyIIA: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .



http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_53749/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
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I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO W AapXHUBHOE J1€710. Te€pMHUHBI U ONpEACICHUS.-
[DneKTpOHHbBIN pecypcl]. — M., 2019. Pexum JOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_163800/.

Jlureparypa
6.1.1.1.1 OcHoBHas
beikoBa T.A. JlokyMeHTanmuoHHOe oOeclieueHrue  yOpaBJeHHS  (JIEIOMPOU3BOJICTBO)
[DnexTpoHHEI pecypc]; yaeOnoe nmocobue/ T.A. brikopa, T.B. Ky3Hnerona. -2-¢ uz. nepepad. u JoI.
— Mocksa: Uudpa-M, 2018. -304 c. — Pesxum pocryna: hitp://znanium.com/go.php?id=942800/

I'moroBa C.A. BO3HMKHOBEHHE U TEHICHIIMM PAa3BUTHUS PACHOPSAUTEILHON JOKYMEHTAIIMU B
Poccun B nopeBostonmonHsnii nepuoa // Bectauk PITY. 2014, Ne2. [DnextpoHHBI pecype]. — M.,
2019. — Pexxum gocryma: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70.

Kykapuna FO.M. CoBpeMeHHBIC OpraHU3AIMOHHBIC U PErJIAMEHTHBIC JOKYMEHTHI: (DYHKIIUUA U
pasnoBunHocTH // Bectauk PITY. 2016. No2. [Dnektponusiii pecypc]. — M., 2019. — Pexxum goctyna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf.

Kykapuna FO.M. CoctaB yJocTOBEpeHHs [OKYMEHTa: OT HPOIUIOr0 K HACTOAIIEMY H
oynymemy// Bectnuk PITVY. 2014. Ne2. [Dnextponnsiii pecypc]. — M., 2019. — Pexxum pmoctyma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128.

JlomostHuTEIbHAS
Jleoenocosa [I'A. CenextuBHbIM 0TOOp moHATHS «nokymeHT» // BectHuk PITY. 2016. No2.
[DnekTpOoHHbBIN pecypc]. — M., 2019. — Pexxum JOCTYyTIA:

https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-16.pdf#page=71.

6.2 IlepeueHnb pecypcoB HHGOPMALNHMOHHO-TETeKOMMYHUKANIMOHHOMU ceTn « AHTEepHETY.

HarnwonaneHas siekrponnas oudnuorexa (HOB) www.rusneb.ru

ELibrary.ru Hayunas snekrponnas 6ubmrorexa Www.elibrary.ru

Onekrponnas oudianoreka Grebennikon.ru www.grebennikon.ru

Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

Poccuiickass rocymapctBeHHas OubnmoTeka. [DnmeKkTpoHHbIE pecypc] — Pexum  gocrtyma:
https://www.rsl.ru/

6.3 IlIpodeccuonajibHble 6a3bl JAHHBIX H HH(POPMALHOHHO-CIPABOYHbIE CHCTEMBbI

Jloctyn k mpodeccruoHanbHbIM 0a3am maHHbIX: hitps://liber.rsuh.ru/ru/bases

WubopmanoHHbIe CITPAaBOYHBIE CUCTEMBI:
1. Koncynsrant [liroc
2. Tapanr

7. MaTepuajJbHO-TeXHHYECKOe o0ecnevyeHue TUCIHIIINHBI

I[HH oGecnequHs{ JOUCHUITIIINHBI I/ICHOJIL?)yeTCSI MaTepI/IaJIbHO-TGXHI/I‘-IeCKaSI 6333.
00pa3oBaTeNbHOTO YUPEKICHUS: y4eOHbIE ayAUTOPUHU, OCHAMIEHHBIE KOMITBIOTEPOM M ITPOCKTOPOM
JUJI I[GMOHCTpaI_[I/II/I y‘{€6HbIX MaTepI/IaJIOB.


http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsl.ru/
https://liber.rsuh.ru/ru/bases
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CocraB mporpaMMHOT0 00ECTICUCHHUSI
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. Obecneuenue 06p330B3Te.]ILHOFO nmpouecca 1Jist Jidi ¢ OorpaHuH4Y€¢HHbBIMA BO3MOZKHOCTAMMU
310POBbH U HHBAJIUA0B

B xoxe peanuzanuu JUCHMIUIMHBI HCHOJB3YHOTCA CIEAYIOLIME JOIOJHUTEIbHBIE METOJIbI
00y4YeHHs, TEKYLIer0 KOHTPOJS YCHEBAaEMOCTH W TPOMEXKYTOYHOW aTTeCTalluu OO0ydaromuxcs B
3aBUCUMOCTH OT UX MHIUBUIYaJIbHBIX OCOOEHHOCTEMH:

® Ui CJENbIX W CIA0OBUIAIIMX: JIEKUUH O(QOPMIISIIOTCS B BHUJAE 3JEKTPOHHOIO JIOKYMEHTA,
JOCTYITHOTO C TIOMOLIbI0 KOMIIBIOTEPA CO CHELUATU3UPOBAHHBIM IPOrPAMMHBIM O0ECIEUCHHEM;
MUCHMEHHBIC 33/IaHUS BBHIMOJHAIOTCA Ha KOMITBIOTEPE CO CHENHATM3HPOBAHHBIM IPOTPAMMHBIM
o0ecreyeHneM WIM MOTYT ObITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIEUMBAETCS WHIUBHIYaJbHOE
paBHOMepHOe ocBemieHue He MeHee 300 JIOKC; NIl BBIMOJHEHUs 3aJlaHus TPH HEOOXOAMMOCTH
IIPEJOCTABIIAETCS YBEIMYMBAIOLIEE YCTPOWCTBO; BO3MOXKHO TaKXKe MCIIOJIb30BaHHE COOCTBEHHBIX
YBEIIMYMBAIOIIUX YCTPOUCTB; MUCHMEHHBIE 3a1aHUs O(hOPMIISIOTCS YBEIMYCHHBIM MIPU(TOM; IK3aMeH
1 3a4€T MPOBOSATCS B YCTHOW (hOpME MIIH BBITIOJHSIOTCS B MUCbMEHHOHN (pOopMe Ha KOMIIBIOTEpE.

® Ul TIIyXUX M CIA0OCIBIIAIINX: JIEKIUHA OQOPMIISIOTCS B BHJE AJIEKTPOHHOTO JOKYMEHTA,
00  MpeaoCTaBiIsACTCS  3BYKOYCWIMBAIONIAS — anmapaTypa HWHAWBUAYAIBHOTO  TOJB30BAHUS;
IIUCbMEHHBIE 3aJlaHUs BBINOJHAIOTCS Ha KOMIBIOTEPE B NHCbMEHHOW (opMme; 3K3aMeH M 3a4yéT
MIPOBOJISATCS B MMCBMEHHOM (hOpMe Ha KOMITBIOTEPE; BOZMOKHO MTPOBEACHUE B JOPME TECTUPOBAHHUSL.

® Ul JIWIl C HApYIICHHSIMA OTIOPHO-IIBUTATEIBHOTO ammapara: JIEKIUU O(GOpMIISIFOTCS B BHIIE
JIEKTPOHHOIO JIOKYMEHTa, JOCTYIHOIO C TIIOMOIIbI0 KOMIbIOTEpAa CO CHELUATU3UPOBAHHBIM
MpPOrpaMMHBIM ~ OO€ClieYeHHEeM; THCbMEHHBIE 33/IaHUSl  BBIOJHSIOTCS HA  KOMITBIOTEPE  CO
CMELUAIN3UPOBAHHBIM NPOIPAMMHBIM OOecrieueHHEeM; SK3aMeH U 3a4€T MPOBOJATCS B YCTHOH (hopme
WJTH BBITIOJTHSIIOTCS B IMCBMEHHOM (popMe Ha KOMIIBIOTEpE.

ITpu HEOOXOIUMOCTH MpelycMaTpUBAETCs yBETUUEHUE BPEMEHH J1s1 IOATOTOBKU OTBETA.

[Iponienypa mpoBeneHHUS MPOMEKYTOUYHON aTTECTAIMH U OOyYaroIIUXCsl yCTAaHABIMBACTCS C
yu€TOM MX MHAMBHUIYaJbHBIX NCUXO(pU3NYecKuX ocoOeHHOcTel. [IpoMexyTouHas arrectanus MOXKeT
MIPOBOAMTHCS B HECKOJIBKO ATAIIOB.

IIpu mpoBesaeHMH TpPOLEAYPHl OLIEHUBAHMUSA pPE3YyJNbTaroB OOyuYeHHs IpelycMaTpuBaeTCs
WCTIOJIb30BaHNE TEXHUYECKUX CPE/ICTB, HEOOXOIMMBIX B CBSI3U C MHIWBUAYAILHBIMA OCOOCHHOCTSIMHU
oOyJaroluxcs. OTH CpeAcTBa MOTYT OBITh IPEJOCTABIE€Hbl YHUBEPCUTETOM, MM MOTYT
WCTIOJIB30BaThCsI COOCTBEHHBIE TEXHIHUECKUE CPENICTRA.

[IpoBenenue mpoueaypsl OLEHUBAHUS PE3yIbTaTOB OOyUYeHHs JOMYCKAeTCsl C MCIOIb30BaHUEM
TMCTaHITMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHIA.

ObecneunBaeTcs AOCTYN K HHGOpMAIMOHHBIM W OubnmorpaduyeckuM pecypcam B CETH
WuTepHeT uist Kaxaoro odydaronierocss B popMax, alalTHPOBAHHBIX K OTPAHHYCHHUSIM HX 37I0POBbS U
BOCTIPHUATHS UHPOPMALIUU:

e Ui CIENBbIX U CIA0OBUISAIIMX: B TME4YaTHOM Qopme yBenudeHHBIM HIpupTOoM, B (hopme
AJIEKTPOHHOTO IOKYMEHTa, B (hopme ayauodaiina.

® IS TITyXUX U c1a0O0CIbIIIalNX: B IeYaTHON Gopme, B popMe 31EKTPOHHOTO TOKYMEHTA.

® TSl OOYJAIOIINXCSl C HAPYIICHUSIMH OMOPHO-/IBUTATEIBHOTO armapara: B IedaTHoil gpopme, B
(opMe IMEKTPOHHOTO JJOKYMEHTa, B (popme ayaunodaiina.

VY4eOHble ayTUTOPHM JJIi BCEX BHMJOB KOHTAKTHOM M CaMOCTOSITEIbHON paboThI, HayyHas
OMOIMOTEKa W WHBIE TIOMENIEHUS i1 OOYy4YEeHHS OCHAIEHBI CHEIUaIbHBIM O0OpYyJOBaHUEM U
y‘-ICGHbIMI/I MECTaMH C TCXHUYCCKUMHU CpeIICTBaMI/I OGy‘-IeHI/I}I:

® ISl CIIENIBIX U CJIA0OBUSIIUX: YCTPOUCTBOM /I CKAHUPOBAHMS M YTEHUs ¢ Kamepoir SARA
CE; nucruteem Bpaitns PAC Mate 20; npuntepom Bpaiins EmBraille ViewPlus;
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eIl THYXUX W CIAOOCHBIIAIIMX: aBTOMAaTU3UPOBAHHBIM pabO4YMM MECTOM JUIsl JIIOJCH ¢
HapyIIEHHEM CIIyXa U c1a0O0CTBIIIANINX; aKyCTUIECKAN YCHUIIUTENb U KOJIOHKH;

e i1 OOyYalOIIMXCS C HApyMICHUSMH OIOPHO-ABUTATEILHOTO ammnapaTa: IepeIBUKHBIMH,
peryiupyemMbiMu dproHomudeckuMu napramu CH-1; KOMIBIOTEpHOW TEXHHMKOH CO CIEIUaIbHBIM
IPOrPaMMHBIM 00ECTICYCHHEM.

9. MeToauuyecKkue MaTepuaJibl

9.1 InaHbl ceMUHAPCKUX 3aHATHIH

MeToanuyeckne yKazaHusl 10 OPraHU3aluu U NMPOBeIeHUIO JJAa00PATOPHBIX 3aHATHI.

Br16op Tem nabopaTOpHBIX 3aHATHI 00YCIOBIICH OOLIMM COJIEpKaHHEM Kypca M HalelieH Ha
yIIyOJIeHHOE U3yUEHHE €ro OTAENbHBIX Pa3/esIoB.

[lenb 3aHATHI — 3aKpeIUIEHUE CTYAEHTaMU 3HAHUN TEOPETHMUYECKOIo Kypca U IpUoOpeTeHHe
VMU IIPAKTUYECKUX HABBIKOB JOKYMEHTUPOBAHUSA JAESITEIbHOCTH OpraHU3alui U NPEAIpUATU.

B cBs13u ¢ mocTaBieHHOH 11ebI0 Ja0OpaTOpHbIE 3aHATHS pa3OUThl HA TPU pa3jena:

1. Pa3Butue 10KyMEHTa U CKJaJblBaHUE ero (GopMyJspa.

2. CocraBienue u 0pOpMIICHHE OPTaHU3AMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB.

3. Ci0XHbIEe KOMIUIEKCHI JOKYMEHTOB.

B pesynbTare BBINOJIHEHUS NMPAKTUYECKUX 3aHATHM CTYIAEHTHI JOJDKHBI 3HATh MOSBIECHUE U
pa3BUTHE TEPMHMHA «JIOKYMEHT», B3aUMOCBS3b MOHATUH «IOKYMEHT» U «HH(popMaius»; (GopMsl u
crnocoOb! (hpuKcupoBaHus HHOOPMAIMK Ha MaTePHAJIbHOM HOCHTENE; COCTaB M Ha3HAUYeHUE (QYHKIUI
JOKYMEHTA; 3BOJIOLMIO (OpMyJiipa TEKCTOBOIO JOKYMEHTa B pa3iIMuYHble MCTOPUUYECKHUE IMEPUOJIBI,
COBpEMEHHBIE TpeOOBAaHMSA, MPEIBSBIIEMBbIE K COCTABICHHIO W OQOPMIICHHIO CIIY>KEOHBIX
JOKYMEHTOB; YMETb COCTaBJIATh U OQOPMIISATH OCHOBHBIE BU/IbI OPraHU3aLMOHHO-PACTIOPAIUTEIbHBIX
JIOKYMEHTOB.

3aHATUS TPOBOJATCS C Yy4YyeTOM TpeOOBaHUM, H3JI0KEHHBIX B 3aJaHUSIX W Ha OCHOBE
MpearaéMblX yIpaBiIeHUECKUX CUTYalUH.

3aHATUS MOTYT OBITH NMPOBEIECHBI KaK TPAJUIMOHHBIM CIIOCOOOM, TaK M Ha NEPCOHATBHOM
KOMITBIOTEPE C HCIIOJIb30BAHMEM COBPEMEHHBIX TEKCTOBBIX pPEJAKTOPOB M IO CHEIHAIBHO
pa3paboTaHHBIM METOJUYECKUM YKa3aHUSM.

[TonroroBka Kk 7a00OpaTOPHBIM 3aHATHSAM IPEAYCMATPUBAET CAMOCTOSITENIbHYIO paboTy
CTYJEHTOB II0 W3YYEHHIO JIEKIIMOHHOTO Kypca, MCTOYHHMKOB M JIUTEPATYpPbI, PEKOMEHIOBAHHBIX K
Ka)KJIOMY 3aHSTHIO.

Ha xax1oM 3aHATUU IPOBOAMTCS ONPOC U KOJUIEKTUBHASA Oecesia Mo TeMe, Pa3bsICHAIOTCS LeTH
U 3a7aun e€ wu3yuyeHus. Pe3ynbTaThl CaMOCTOSTENBHO BBINOJHEHHBIX 33JJaHUN TNPENoJaBaTeilb
IpoBepseT B KOHIE 3aHATUH. [IpomyleHHble 3aHATHS CTYJEHTHI OTpadaThIBalOT CaMOCTOSTENILHO B
nabopaTopuu JOKYMEHTOBEICHHs, B KOTOPOH BeleTCsl yUeT OTpaboToK.

[Tnane! 1a00paTOPHBIX 3aHATUI

Tema 1: JlIokyMeHT ¥ ero (yHKIUH , TOHITHS JOKYMEHT B HHpopManus — 8 4acos.

Llenp 3aHATHS — aHAIM3 PA3BUTHUS MOHATHH «MHGOPMAIMS» H «IOKyMEHT», OIpe/eeHne
GyHKIUH T0KyMEHTOB.

B pesynbrare BbINOIHEHUS 3alaHUi CTYJEHT JIOJIKEH:

— umemp npeocmagieHue O B3aUMOCBSI3U TMOHATHH «uHQOpPMALMS» U «IOKYMEHT»,
Pa3BUTHM TIOHATHS <JIOKYMEHT», pa3BUTHM CIIOCOOOB JOKYMEHTHPOBAaHUSI U HX CBA3H C
MaTepUaIbHbIMU HOCUTEISIMU HHPOPMAIUH;

—  yMeTb OIpeeNaTh (YyHKIUNA KOHKPETHOTO TIOKyMEHTA.
3aganus AJ151 CAaMOCTOATEIbHOI padoThI.

1. IIpoananu3upoBaTh yNoTpeOIeHHE MOHATHS AOKYMEHT U €ro CHHOHMMOB 10 «I eHepalbHOMY
pernmamenty» 1720 r., «O6memy rydepHckoMy ydpexaeHuto» 1775 1., «O0memy ydpexIeHHIO
MuHucrepers» 1811 r.
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2. Ilpoanann3upoBaTh pa3BUTHE MOHATHUS «JOKYMEHT» 10 CIOBApsIM U CHELMAIBHOMN JUTEparType.

3. Ilpoananu3upoBaTh pa3BUTHE TepMHUHA «HMHGOPMAIHSI» MO cloBapsaM u DenepanbHOMY 3aKOHY
«O06 unpopmanuy, THPOPMALMOHHBIX TEXHOJIOTUAX U O 3aLIUTE UHPOPMALIUN

4. IlpoaHanu3upoBaTh Pa3BUTHE TEPMHUHA «IOKYMEHT» I10 TOCYAapCTBEHHBIM CTaHIapTaM.

5. Ompenenuts GYHKINU CIEAYIOIINX JOKYMEHTOB!

- kynuas kabana Hukuter Ko3nosa Ha xonona Vsana [1aBnosa 23 mas 1494 rona;

- pamopt rerepain-npokypopa Cenara U.1O. Tpy6enkoro nmneparpurie Enuzasere [lerpoBHe 0
npuesne B [lerepOypr u3 SApocnasis tearpanbhoii Tpynms @.I'. Bonkosa 3 despans 1752 roaa;

- Hexper CHK «O mnpaBunax nNOANMHCAHHWS JEHEKHBIX Oymar, JOKYMEHTOB, OpJIEPOB,
OTHOIICHUH, CTIPABOK U T.IL.» OT 12 nexabps 1921 r.;

- IlocranoBnenue BIHMK u CHK PCOCP «O mnopsiake MNOJb30BaHUS TE€YaTAMH C
rocyaapctBeHHbIM repooM PCOCP» ot 15 nexabps 1936 1.;

- mnocrtanoBieHuss I[K KIICC wu Cosera wmunucrepctB CCCP «O wmepax 110
COBEpIICHCTBOBAHUIO U yJICLIEBIICHHUIO allliapara ynpasiaeHus» oT 13 okraops 1969 r.;

- @3 “O6 undopmaruu, UHGOPMALIMOHHBIX TEXHOJIOTUAX U O 3aIlIUTe HHPOpMAIUU.

6. IlpuBectu mpuMepsl JOKYMEHTOB, BBITOIHSIOMINX CICAYIOUIHE ()yHKIHH:

- yIpaBJIeHYECKas;

- [IpaBoBasi;

- collMalbHas;

- KyJbTypHasi;

- HICTOPUYECKOI'0 UCTOUYHUKA;

- "HPOPMALIMOHHAS;

- yuera.

Yka3aHusi 10 BBIIOJHEHHIO 32/ IaHUH.

1. M3yunTh 3aKOHOJATEIbHbBIE AKTHI M BBIMUCATH BCTPEUAIONIUECS B HUX CHHOHMMBI MOHSATHS
«JIOKyMEHT». BBbIIBUTh 3Haue€HHE TOHATUH <«JIeJIo», «Oymara», «akT», «JIenoBas Oymaray,
«CIyKeOHBIH JOKyMEHT», JaTb MX OIIpeJelIeHHe, €eClId OHO TMPHUBEJEHO B HCTOYHMKAX.
[Ipoananu3upoBaTh, B KaKUX CIIydasix YIoTpeOsIseTcs KaXKa0e NOHITHE.

2. [lo BBIMUCKaM M3 ClIOBaped M CHEeUMalIbHOM JUTEpaTyphl ONpEAEINTh, KaKUe aCHeKThl -
MH(OPMALIMOHHBIN, MPaBOBOM, YIPAaBICHUYECKUH, MCTOPUYECKUN - JIETJIM B OCHOBY OIIpEIEICHUS
MOHATHUS «IOKYMEHT.

3-4. U3 rocymapctBeHHbix crangaptoB: ['OCT 16487-70 «Jlenonpou3BOACTBO M apXHWBHOE
neno. Tepmunbl u omnpenenenus»; ['OCT 16487-83 u 'OCT P 51141-98 «Jlenonpon3BoAcTBO U
apxuBHOe neno. Tepmuubl u onpenenceaus»; ['OCT P 7.0.8-2013 «/lemonpou3BOoACTBO U apXUBHOE
neno. Tepmunsl u onpenenerus»; 'OCT P UCO 15489-1-2007 Ynpasnenue nokymeHtamu. Oomme
TpeboBanus; PenepasibHOrO 3aKkoHa «O0 MHPOpMaLKK, HHOOPMALIMOHHBIX TEXHOJIOTHUSAX U O 3alIUTe
uHpopmarum» ot 27 urons 2006 Nel49-D3 Beinucare ompeAeieHHs TEPMHUHOB «HH(OpMaIusy H
«JIOKyMEHT» W yCTaHOBUTh, KaKHe€ acleKThbl (HOCHUTEIH HHPOpMAIuHu, CIOcoObl ee (UKCUPOBAaHMUS,
IOpUINYECcKas CHJIa IOKyMEHTa U JIp.) U PYHKIUHN TOKYMEHTA 3aJI0KEHbI B 3THX OIpEICIICHUSX.

5. Onpenenuth (QyHKIMU JTOKYMEHTa, T.€. €ro IeJieBOoe Ha3HayeHHE. BBIABUTH MOATUHHYIO
LeJIb CO3JIaHMsI JIOKYMEHTa M 3alledaTJIeHUs] 3aKIIOUYeHHOM B HeM HMH(pOpMAIUH, MpOoaHaIU3UpOBaTh
poiib  JIOKyMEHTa B JaHHOW CHUTyalluM JOKyMEHTooOpa3oBaHus. Tak Kak JOKYMEHT
noJu(YHKIMOHAJEH, IEPBON YKa3bIBaeTCs (DyHKIM, 3aJJaHHAsl TOKYMEHTY aBTOpoM. OJHOBPEMEHHO
OTMETUTh, KaKH€ U3 Ha3BaHHBIX (QYHKUUN JOKYMEHTa HOCSAT OOIIMM, a KaKue - YaCTHBIN XapakTep.

6. IlpuBectn mnpumepsl AOKYMEHTOB, OONAJarOIIMX HA3BaHHBIMU (DYHKIUSAMH, YyKa3aTh
Ha3BaHME BUJA, 3aroJIOBOK U JaTy JNOKyMeHTa. J[ns (QyHKIMI ydyera ¥ MpaBOBOM MOXHO IPUBECTU
MPUMEPHI COBPEMEHHBIX JOKYMEHTOB, JJIsi MOCTOSHHO JAEHCTBYIOIMX (YHKUMH (MHPOPMALMOHHOM,
COLMAJIBHOW, KyJIBTYpHOH, HCTOPUYECKOTO MCTOYHUKA) MPUBECTH NMPUMEPHI JOKYMEHTOB PA3JIMYHBIX
HCTOPUYECKHUX AIIOX.

KoHTposbHbIE BOIPOCHI:

1. Kak pa3BuBainch NOHATHS «MHDOPMAIUI» U «TOKYMEHT»?
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2. Kakue acmexTsl 4enoBedYecKO NeATENbHOCTH OTPAKEHbI B OINPEACNICHUSX TEpMUHA
«JIOKYMEHT» ?

3. [Tepeunciure GpyHKIIMU JOKYMEHTA.

HcTouHuKH 1 auTepaTypa

Hcrounuku:

®enepanbublii 3akoH PO ot 27.07.2006 1. Ne149-03 «O6 mrpopmanuu, HHPOPMALMOHHBIX
TEXHOJIOTHSX M O 3amuTe nHpopManumn» // [InaexkTpoHHbIA pecypc]. — M., 2019. — Pexum mgocryma:
http://www.consultant.ru/document/cons_doc_LAW 61798/.

®denepanbubiii 3akoH 0T 06.04.2011 Ne 63-D3 “O6 snekTpoHHOi moamucy” // [DneKTpOHHBII
pecypc]. — M., 2019. — Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW 112701/.

Meronudyeckue peKoOMEHJAUd 10 pa3paboTke WHCTPYKIUN 1O JIETONPOHU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camMmoymnpamieHus, yTB. [Ipumkazom PocapxuBa oT
24.12.2020 Ne 199 /I [DOnektponnsii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons_doc_LAW 373895/

I'OCT P UCO 15489-1-2019 HanmonanbeHbiii cranmapt Poccuiickoii ®@eneparnuu. Cucrema
CTaHIapToB Mo wuHpopmanuu, OUOIMOTEUHOMY M uU3JIaTenbckomy neny. HWudbopmand3us u
JIOKyMeHTanus. YnpasieHue nokymeHTamu. Yacte 1. [loHatuss m mpuHOMIGL. // [DIEKTPOHHBINA
pecypc]. — M., 2021. Pexum JOCTyTA: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO W AapXMBHOE Je10. TepMUHBI U ONpeaeiIeHUs.-
[DnekTpOoHHBIN pecypcl]. — M., 2019. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

9111 Jluteparypa:

beikoBa T.A. JlokyMeHTalluoHHOE oOecreyeHre ympaBieHHs  (JAETOMPOU3BOACTBO)
[DnexTpoHHEIH pecypc]; yaeOnoe mocooue/ T.A. beikopa, T.B. Ky3Hnerona. -2-¢ u3. nepepad. U JOII.
— Mocksa: Uua¢pa-M, 2018. -304 c. — Pesxum goctyna: http://znanium.com/go.php?id=942800/

Paznarounsblii MaTepuaJ K 3aHATHAM:

1. T'enepanbublii permament 1720 r.

2. OGmee rybepHCcKoe yupexaerue 1775T.

3. Obmee yupexaenue munucrepcts 1811r.

4. COOpHHK 3aKOHOJATEIBHBIX aKTOB IT0 Aeronpou3BoacTBy (1917-1970):

5. Beolmucku ¢ omnpeneneHUsIMU TOHATUS «JIOKYMEHT», «uHbOpMaIus» U3 CIOBapeH,
SHUUKJIONEIUN U CIELUAIBHON JIUTEPATYPBL.

6. TOCT 16487-70, T'OCT 164867-83, T'OCT P 51141-98, TOCT P 7.0.8-2013
Jlenonpon3BOACTBO M apXUBHOE AesI0. TepMUHBI U OTIPEICTICHUS;

7. TOCT 6.10.1.88 YaudumnupoBaHHbIe CUCTEMBI JOKyMeHTauu. OCHOBHBIE TIOJIOKEHUS;

9. Meroanueckue peKOMEHJANHMH 10 pa3paboTKe HWHCTPYKIMI 110 JIEIOMPOU3BOJICTBY B
roCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympaBieHus, yTB. Ilpukxazom PocapxuBa ot
24.12.2020 Ne 199 /I [Dnektponusiii pecypc]. — M., 2021. — Pexum pocryma: hitp://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

I'OCT P UCO 15489-1-2019 HammonaneHblii cranmapt Poccuiickoit ®@eneparnuu. Crucrema
CTaHmapToB 1o wuHpopmanuu, OUOTMOTEYHOMY H uU3IaTenbckomy jneny. HWudbopmai3us u
JTOKyMeHTaIus. YmpasieHue nokymeHtamu. Yacte 1. TloHsTus w mpuHmmmsl. // [DIEKTPOHHBINA
pecypc]. — M., 2021. Pexum JI0CTyTa: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

10.@enepanpublii 3akoH «O0 wHbOpManuy, UHOOPMANMOHHBIX TEXHOJOTHSX M O 3allUTe
naopmarum» ot 27 uronst 2006 Ne149-D3

Tema 2. Cnioco0bl JOKYMEHTHPOBAHUS U MaTepHUaJbHbIe HOCUTEIM UHPOpMAUK
Heﬂb 3aHATUS — U3YUYCHUC PA3JIMIHBIX CHOCO6OB 3aric4yaTiICHUA I/IH(bOpMaLII/II/I.
B pe3ynbraTe BINONHEHUS 3aJaHUI CTYACHT JOJDKEH:


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
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— 3nHamp QYHKIMM JTOKyMEHTa, CHOCOOBI 3ameyaTyieHus WH(opMmanuu, 3Tamnbl pa3BUTHUS
TEKCTOBOT'O JOKYMEHTHPOBAHHUS
3aganus AJ151 CAaMOCTOATEIbHOM padoThI.

- W3y4uTh 3TaIBl TEKCTOBOTO JTOKYMEHTHUPOBAHMS, 03HAKOMUTHCS ¢ 00pa3aMu MUKTOTPaMM U
JIOTOTpaMM, JaTh UX KPaTKyI0 XapaKTepUCTHUKY.

- O3HakoMHUTBCS € 0Opa3llaMHd TEXHMYECKHUX JIOKYMEHTOB W 3allMcaTh HMX COJEp)KaHUE
TEKCTOBBIM CIIOCOOOM.

Yka3aHus 10 BbINOJHEHUIO 32 JaHUI.

1. U3yuuTh NUKTOrpaMMBbl U JIOTOTPaMMBbI, MIpe/ICTaBICHHbIC B KOJUIeKIMH. J{aTh onucanue 1-2
nukrorpamm. IIpoBecTu aHanu3 3HAKOB JIOIOIPaMM, YUYHUTBIBas IPU 3TOM, YTO 3HAKY COOTBETCTBYET
CJI0BO. 3apucoBaTh 2-3 00paslia u ONpeAeTuTh MPEUMYIIECTBA U HEJOCTATKH JIOTOTPaMM.

2. N3yuuTtsh 1-2 yeprexa u TEKCTOBBIM CIIOCOOOM 3aIHCATh UX COAEpIKaHUE.

KoHTpoJibHBIE BONIPOCHI :

1. KakoBblI 3TaIibl pa3BUTHSI TEKCTOBOT'O IOKYMEHTUPOBAHMUS ?

2.KakoBbI criocoObI 3anevyaTiieHus: HHGOpMAaIiu ?

3.Kakwne criocoObl JOKyMEHTUPOBAHHS MOSIBIITUCH B 19 Beke?

9.1.12 Jlutepatypa:

beikoBa T.A. JlokymMeHTanmuoHHOE oOeclieueHue yNpaBieHHUS  (JIEJIOMPOU3BOJICTBO)
[DnexTpoHHBI pecypc]; yueOHoe nmocobue/ T.A. brikopa, T.B. Ky3nenona. -2-e uza. nepepad. u Aor1.
— Mockga: Uudpa-M, 2018. -304 c. — Pexxum poctymna: hitp://znanium.com/go.php?id=942800/
Pa3naTounblii MaTepuaJl K 3aHATHSAM:

Komnexnus nukrorpamm, JIororpamm 1 10KyMeHToB XI-XX BB.

Ha6op mnakaros.

Crnaiiipl IO UCTOPUU PA3BUTHUSI CIIOCOOOB IOKYMEHTUPOBAHMUSI.

Tema 3. @opmyJisip 1OKYMeHTa U ero cocraBHble yacTu. UcTtopusi passutus gopmynspa
noKkymenTta — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek.

®opmymsap nokymenra XVI - XVII BB. —

Ilenp 3aHATHA — BBIIBICHHE 3aKOHOMEPHOCTEW CKIIA[bIBAaHUS W pa3sBUTHI (opMysipa
TEKCTOBOTO0 ciy:kedHoro nokymenra XVI-XVII Bs.

B pe3syinbrare BINONHEHN 3aJaHUI CTYAECHT JOJDKEH:

— umemp npeocmaeienue O CKJIAbIBAHUN U PAa3BUTUU (POPMYJIsipa TEKCTOBOTO JOKYMEHTA B
IIPUKA3HOM JIEJIOTIPOU3BOJICTBE;

— 3nams Bugel aokyMeHToB XVI-XVII BB., coctaB ¢opmyinsipa; Ha3BaHUS PEKBU3UTOB U
MOPSAA0K UX 0hOpMIIeHHUS;

— yMeTb onuchiBaTh KOHKpeTHbIe ToKyMeHThl XV I-XVII BB., cocTaBisis ux Gopmyspsl.
3aanus 1J151 CAMOCTOAITEJIbHOM padoThlI.

1. U3y4nTh BUIBI U PA3HOBUJHOCTH JTOKYMEHTOB :

1.1 Ilo kpaTrkoMy clIOBapi0 BHAOB M pa3HOBUAHOCTEH JOKYMEHTOB BBIIIMCATh BH/IbI
JIOKYMEHTOB;

1.2 [1o KOIEKIUH BBIIBUTH BUJIbI JOKYMEHTOB, O0OBSICHUB METOJ ONPEACICHHS KaX10T0 BUIA.

2. BoIsSIBUTH U onKcaTh 0COOEHHOCTH 0003HAYEHUS aBTOpa IOKyMEHTa, YKa3as :

- CITy>K€OHBIN MU TUYHBIA JOKYMEHT;

- KOJUIEKTUBHBIN WM UHAUBHUIYaJIbHBIN aBTOD;

- (hopmy 0003HAUEHHS ABTOPCTBA, MECTO €TI0 PACHONIOKEHHS B (hOpMyIIsipe JOKYMEHTa;

- 0COOEHHOCTH OTpesieNieHusl aBTOpa.

3. Ilpoananu3upoBaTh COCTAaB U CIOCOOBI 0003HAYEHUS PEKBU3UTA «aapecaTy :

- BBIIUCATh IIPUMEPBI aIPECOBAHUA JOKYMEHTOB;

- U3YYUTH COCTaB, CIIOCOO HAITMCAHUS a/IPECaTOB JOKYMEHTOB, TIOCBIJIAEMbIX U3 HUKECTOSIIETO
YUPEKACHHUS B BBIIIECTOSAIIEE, JOKYMEHTOB, KOTOPBIMU OOMEHUBAINCH PABHOCTOSIINE YUPEKACHUS, U
JIOKYMEHTOB, HAIIPaBJISIEMbIX U3 BBILIECTOSALINX YUPEKACHUI B HUIKECTOSIILIUE.

4. I3y4nTh CIOCOOBI TATUPOBKU JJOKYMEHTA :


http://znanium.com/go.php?id=942800/
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a) OTPECIIUTh IaThl H3y9aeMbIX JJOKYMEHTOB;

0) yCTaHOBUTb IPU3HAKHU JATUPYIOILErO XapaKTepa,

B) MEPEBECTH YCTAHOBIICHHBIC NIAThl C JPbI «OT COTBOPECHHS MHpa» Ha 3Py «OT POXKIECTBA
XpucToBay, ¢ JIMAHCKOTO KaJIeHJapsi Ha TPUTOPUAHCKUIA.

5. MByuuth cocTaB yJOCTOBEpPEHHS IOKYMEHTa : OIPEICIWTh HAJIWYUE, COCTaB, MECTO
PaCIOJIOKEHUS TOAUCH U CKPETIBL.

6. Onucarp XapakTep OTMETOK Ha JoKyMeHTax. OnpenenuTh uX Ha3HAuCHUE.

7. OnpenenuTs TPAAULMOHHO-CIOKUBIIYIOCA CTPYKTYPY TEKCTa U OCOOCHHOCTH HM3JI0KECHHS
coJiepKaHUs OTAEIbHBIX BUIOB IOKYMEHTOB (4eI00UTHAS, TpaMOTa, OTIIUCKA).
YKa3zaHus 110 BLINOJTHEHHIO 3aaHUI

3ananusi Ne 1-6 MOKHO BBITIOJIHATH C IOMOIIBIO TaOJIHIIBI clieAyoued hOopMBI:

Bun ABTOD Anpecar Jara CoctaB OTrMeTKa Ha
JIOKyYMEHTa YAOCTOBEpPEHUS JIOKYMEHTE

1. BrinucaTh Ha3BaHMsI BHAOB JOKYMEHTOB, OOpaTMB BHHUMAaHHE Ha KOJIMYECTBO BUIOB U
pasaoBuaHocteld B XVI-XVII BB.

Bunbl 1OKyMEHTOB cieayeT BBIIMCBHIBATH IO CIEAYIOIIMM TIPYIIaM: paclopsIuTebHbIe
JOKYMEHTHI (Hampumep, yKa3bl, IpaMOThl, HaKa3Hble, MaMATH), Mepenucka (MmamsITH, OTIHUCKH,
YeIIOOUTHBIC U T.I1.).

Bunbl JOKYMEHTOB M3YYHUTh TaKXke MO KOJUIEKIIUU KOMH JOKYMEHTOB. Tak Kak OOJbIINHCTBO
JOKYMEHTOB HE MMEET BBIJICICHHOTO 0003HAUSHHS BHJIA WIIM PAa3HOBUAHOCTH, TO HAJI0 MX ONPENEIUThH
CaMOCTOSITENIFHO W OMUCaThb METOJbI OMpejeNieHuss (aHalnu3 TeKCTa, cheurduka HU3I0KEeHUs
COJIEpKaHUs WIH CIOXKUBIIASICSI HepapXUsl TOKYMEHTOB).

2. o xomtexkuuu XVI - XVI BB. BHUMATEIbHO NPOYUTAT COJIEPKAHUE KAXKA0T0 JOKYMEHTa U
yKa3aTb aBTOpa - CO3JAaTeis JOKyMeHTa (yupekJeHue) U MoApoOHO OOBSCHUTH, KaKuM 00pa3zom
YCTaHOBJIEH JaHHBIN aBTOP.

3. BHuMaTenbHO MPOYUTaTh JOKYMEHTHI IPEIOKEHHON KOJUIEKIIUU U CTOJIOLA U ONPEIeIUTh
MECTO pacroI0oXKeHus ajipecata, ero coctaB U (opMy, BBIITUCATh HECKOJIBKO TPHUMEPOB.

Jlns aHanu3a JTOKyMEHTOB, KOTOPBIMA OOMEHMBAIIUCH YUPEXKICHHUS, CIEIYET B3SITh TAKHE BUIbI
KaK yKa3, TpaMoTa, 4yeioOuTHas, oTnucka. IIpocnennTs u BbIMMcaTh NpUMepbl 0(QOpMIIEHHS B HHUX
ajpecata W 10 COACPXKAHMIO ONPEAEIUTh KOHKPETHBIE YUPEXKJEHUS, KOTOPHIM aJpecOBaHBI
JOKYMEHTHI.

4. VYcTaHOBUTH JaTy CO3JaHHUS JOKyMEHTa - TOYHYIO, NPUOJMKEHHYIO, BEPOSTHYIO C
MOJIPOOHBIM OOBSICHEHHEM JIaTUPYIOIIEro IpH3HaKa (coaepikaHue IOKyMEHTa, BpeMs JeUCTBUS
HMCTOPHYECKHUX JIUI[ U T.1.). Y CTAaHOBJIEHHYIO TIO 9P «OT COTBOpPEHUsI MUpa» (Hampumep, 7168, xorma
nepBas 1udpa omyckainach - 168) naTy mepeBecTH Ha 3py «OT poxjaecTBa XpucToBay. [l aToro ot
uugpsr 7168 Beruects 1udpy 5508 unu 5507 (s cobbiTHil MapTOoBcKoro ctuiist) u 5508 wnu 5509
(st coObITHIT ceHTsOpbckoro ctuis). K nHio mecsana cienyer mpu6aBuTh HUGPY JAECSITh, YTOOBI
MOJIyYUTh ATy 10 HOBOMY CTHUJIIO.

5. CocTaB y10CTOBEpEHUS IOKyMEHTa HavyaTh M3y4aTh CO CTOJIONA, IO KOTOPOMY ONPEICTUTh
MECTO MOJIUCH (IIPUIHCH») U XapakTep ee HanucaHus. [10 KoTeKIMK BBISICHUTD COCTaB CITY>KUJIBIX
JOJEH, MOANNUCHIBAIOUINX U CKPETUISIOMNX TOKYMEHTHI.

6. BoimucaTth Bce OTMETKHM Ha JOKYMEHTaxX, OTMETHB MECTO UX HAaNHMCAaHMs, UX Ha3HAYCHHE U
HCII0JIb30BAaHUE AJI1 YTOUHEHHUS XapaKTEPUCTUKH IOKyMEHTA.

7. [Ipoananu3upoBaTh HECKOIBKO BUIOB JIOKYMEHTOB, YCTAHOBHUTb, UMEETCS JIM XapaKTepHas
JUI KaXA0r0 BUAA CTPYKTypa TEKCTa, KAKMMHM yCTOMYMBBIMHU CIOBOCOYETAHUSMHU OTIMYAETCS OAMH
BUJI OT APYTOTO.

Jnist aHanmM3a MOXKHO B3SITh TaKKe BU/IbI JOKYMEHTOB KaK yKa3, aMsTh, YeOOUTHAs, OTIIHCKA.

Martepuaipl aHaIHM3a JIy4Ile MPeCTaBUTh B TAOIUYHOM Popme :

|BI/II[ JOKYMEHTa |BBe;[eHHe OcHoOBHasl 4acThb BaKn}oquHe |
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KonTpoabHbie BONpPoCHI:

1. YeMm ompenensiiach CTPYKTypa TeKCTa 1 HAMMEHOBaHUE BUA IOKyMEHTa ?

2. KakoBbl 0COOCHHOCTH BHEIIHETO 0pOpMIICHHUS JOKYMEHTA ?

3. Kakue npu3Haku moMoraroT OnpeaeauTh aBTOPCTBO JOKYMEHTa ?

4. Kak ompenenuTh BpeMs cocTaBiieHHs AokyMeHTa ? OcOOCHHOCTH 00O03HAYeHUs IaThl
nokymenTa XVI - XVII BB. ?

5. Kak ynocroBepsiuch JOKYMEHTHI 7
HcTouyHuku U JuTeparypa

Hcrounuku:

Kpatkwuii ciioBaps BUJIOB U Pa3HOBUIHOCTEH TOKyMEHTOB.-M.,1974.

Jlureparypa:

beikoBa T.A. JlokyMeHTallMoOHHOE oOecrieyeHre ympaBieHHs  (AETOMPOU3BOACTBO)
[DnexTpoHHEI pecypc]; yaeOnoe mocooue/ T.A. beikoBa, T.B. Ky3Henona. -2-¢ u3. nepepad. U JOII.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/
Pa3zgaTounblii MaTepual K 3aHATHAM:

1. Cronber; XVII B.

2. Konmnexkuuu xormit jokymentoB XVI-XVII BB.

3. Kpatkuii cnoBapb BUJIOB ¥ pa3HOBUIHOCTEH TOKYMEHTOB.

Dopmymap nokymenra XVIII B. —

Llenb 3aHATUSA — U3YUYEHHE PA3BUTHS U OCOOEHHOCTEH (HOPMYISPOB CIY>KEOHBIX JOKYMEHTOB
XVIII B.

B pe3ynbraTte BINONHEHUS 3aJaHUI CTYACHT JOJKEH:

—  umemsp npedocmaenenue 0 3aKOHOAATEIbHOM  PEryJUpPOBaHUU nporecca
JOKYMEHTHPOBaHUS U pa3BUTUU Gopmyssipa nokymeHTa XVIII B;

— 3Hamb 3aKOHONATENIbHBIC aKTHI, PETIAMEHTHPYIOIINE ITOCTAHOBKY JEJONPOHU3BOJCTBA B
XVIII B, BUBI TOKYMEHTOB, COCTaB (hOpMyJIsipa JOKYMEHTa, paBuiia 0hOpMIICHUS] PEKBU3HUTOB,;

— yMeTb onuchiBaTh KOHKpeTHBIE ToKyMeHThI XV III B., cocTaBmisis ux GopMysipsl.
3agaHusA 1J1s1 CAMOCTOSITEILHOMH PadoThI:

1. U3y4nTh BUIBI U pa3HOBUAHOCTH JOKYMEHTOB:

- BBINHUCATh BUJIbI JOKYMEHTOB, YCTaHOBIIEHHbIE [ eHepabHBIM periaMeHToOM

- n3 «Kpatkoro cioBapst BUIOB ¥ pa3HOBUIHOCTEH JOKYMEHTOBY BBHINHICATh BUIBI JOKYMEHTOB
XVII B.

- M3 JIe]l MECTHBIX YUYPEXJICHUI BBHIMHUCATh BCE BHIBI JIOKYMEHTOB M OTMETHTHh M3MEHEHHUS B
TEXHUKE JIOKyMEHTHUPOBAHMUS.

2. Ha mpumepe TOKYMEHTOB MECTHBIX YUPEXKICHHUH MTPOaHATU3UPOBATH CIIOKHBIINECS ITPaBUIIa
HalMCaHUs aBTOPA, BBHISIBUB!

a) 0co0eHHOCTH O(OPMIIEHHUS aBTOPa CIIYKEOHBIX U JIMYHBIX TOKYMEHTOB

0) 3aBUCUMOCTb 0003HAUEHUS PEKBU3UTA «aBTOP» OT 0003HAYCHMS ajJpecara JJOKyMEHTa.

3. IIpoananu3upoBaTh 0003HAUEHHUS PEKBU3UTA «aJlpecary:

a) BbIMUcaTh W3 ['eHepasbHOrO perjiaMeHTa OIMUCAaHME CHCTEMBbl MHCbMEHHBIX CHOILICHHUH
3BEHBEB aIIapara yrpaBlIeHHs

0) Mo JOKYMEHTaM MECTHBIX YUYpeXIEHUH OmHcaTh MOPAIOK O(GOpPMIICHHUS PpEKBHU3MTA
«ajpecar», OTMETUTh OTJIMYUTEIbHBIE OCOOCHHOCTH TOpSAKA aapecOBaHUs IOKYMEHTOB TIO
cpaBaeHuto ¢ XVI-XVII Bs.

4. Onucath NOPAJIOK NaTUPOBAHUS TOKyMEHTOB. [laTh mpuMephl BceX BUIIOB JaT C MEPEBOIOM
UX Ha TPUTOPUAHCKUN KaJICHIAPh.

5. U3yuuthb cocTtaB ya0CTOBEpEHUS JOKYMEHTOB:

- BbIMKcaTh U3 ['eHepambHOro periiaMenTa npaBuiia yJ0CTOBEPEHUS JOKYMEHTOB

- OIHcaTh COCTAB MOAMKCH 10 TOKYMEHTaM MECTHBIX YUPEKIACHUM.

6. Onucarb BUABI OTMETOK Ha JIOKYMEHTAX.



http://znanium.com/go.php?id=942800/

32

7. 3yunTh IPUHITUIIBI OPTAHU3AIIMN TEKCTa HECKOJIBKUX BUOB JOKYMEHTOB.

8. CocTaBUTh (HOPMYIISPHI IBYX JTOKYMEHTOB.
Yka3aHnus 1o BBINOJHEHHIO 3aaHNi

1. BoISIBUTBH BUJIBI JOKYMEHTOB, YCTaHABIHBaeMble | eHepallbHBIM PEriIaMeHTOM, JTOTIOTHHUTD UX
Bugamu gokymeHToB XVIII B., mpuBenéusiMu B «KpaTkoMm cioBape BHJIOB U Pa3HOBHIHOCTEH
JIOKYMEHTOBY» U BBHIMKCATh UX onpeneicHus u3 CioBapsi.

M3yunTh MOKYMEHTHI JeJI MECTHBIX YYpPEXKICHUH, BBINUCHIBAS HAWMMCHOBAHUS BHUIOB U
oOpariasi BHUMaHUE Ha TEXHUKY JIOKYMEHTHUPOBAHWS, BOJSTHBIC 3HAKH, TepOOBYI0 Oymary.

2. 3ananus Ne 2-6 MOKHO BBIIIOJIHATH C TOMOIIBIO TAOIHIIBI ClIeaYyIOIIeH (hOPMBI:
Bun ABtop: |Anpecar: |[ara: |Tekcr: CoctaB OTMeTKa Ha
JIOKYMEHTA! (xp. conep.) YAOCTOBEPEHUS  |TOKYMEHTE

OOpatuTe BHMMaHHE Ha MECTO PACIIOJIOKEHUS PEKBU3HMTA «aBTOP»U OMHUCATh IMpaBUJIa €ro
oopmIeHHs B 3aBUCIMOCTH OT PEKBH3UTA «aJpecaTy.

3. U3yuuts no I'eHepanbHOMY periaMeHTy M JIOKYMEHTaM MECTHBIX YUPEKICHUU MpaBUIIA
oopmieHns peKBU3UTA «apecar». Brimucars npaBuia U IpUMephl aApECOBAHUS.

4. Ilpoananu3upoBaTh BCE MMEIOIIMECS JaThl B JOKYMEHTE U OINPEACIUTh UX Ha3HAYCHUE,
BBIIIMCATh IPUMEPHI U ONIMCATh MECTO PACIIOJIOKEHUS KaXKIOW AaThl.

5. M3yuuTh mpaBuia yAOCTOBEPEHHUS JOKYMEHTOB MO ['eHepambHOMYy periiamMeHty. 3arem
MIPOAHATN3UPOBATh OPOPMIICHHE OIHICH B JOKYMEHTaX, BU/IbI [T€YaTEH.

6. Brinucarb Bce OTMETKM Ha IOKYMEHTAX, yKa3aB, Kakue U3 HuX nossuwinch B X VIII B.

7. Ilo I'eHepalibHOMY pErJIaMEHTY HA MPUMEPE MPaBUJI COCTABJICHUS MPOTOKOJIA OMPEACIINTh
TpeboBaHus, npeabaBisieMbie K TekcTy (ri. VI, XXX). BHumaTenbHO 4yuTas TEKCTHI HECKOJIBKUX
JIOKYMEHTOB, OIUCAaTh UX CTPYKTYpPY, IPOCIEKUBAs €€ W3MEHEHHE B pa3IMYHbIX BUAAX; MPUBECTH
MIpUMeEPHI BUJIOB TpadapeTHBIX JOKYMEHTOB, OTMeYas KaKuM IMyTeM IPOBOAUIACH TpadapeTusaliusl.

8. Omnucarh JOKYMEHTHI 110 CIIEIYIONIEH CXeMeE:

- BUJI (pa3HOBUTHOCTB)

- aBTOp

- ajgpecar

- TEKCT

- lata

- COCTaB y0CTOBEPEHUS

- IONTUHHOCTD (KOMHUIHOCTH )

KoHnTpoJsbHbIe Bonpockl

1. HazoBute ocobennoctu ¢opmsl fokymenta XVIII B. ?

2. Kakue TpeOoBaHuS MpPeObsIBISIIOTCS K oQOpMIIEHHIO MpoTokona mo [‘eHepanbHOMY
pernamenTy?

3. B ueMm niposiBunack TeHACHIUS K YHU(DUKAIIUN JOKYMEHTOB ?

4. Onumure CcHUCTEeMY MHCbMEHHBIX CHOIICHMM 3BEHbEB ammnapara yOpaBi€HUs [0
I'enepanbHOMY pernamenty ?

HcTouyHukH u uTeparypa

beikoBa T.A. JlokymeHTanmuoHHOe oOecreueHne ympaBleHUs  (JIEIOMPOU3BOJICTBO)
[DnexTpoHHbI pecypc]; yueoHoe mocodue/ T.A. brikosa, T.B. Ky3nenosa. -2-e uza. nepepa. u go1m.
— Mocksa: Uuadpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/
Pa3znarouynbiii MaTepuas K 3aHATHAM

1. 'enepanbubliii pernament 1720.

2. JIoKyMeHTHI (J1e1a) MECTHBIX yupekaeHui 18B.

3. KpaTkuii ciioBapbs BUJIOB M pa3HOBHJIHOCTEM JOKYMEHTOB.

Dopmysap nokymenrta XIX Beka —

Llenb 3aHATUS — U3YUYEHHE Pa3BUTHS U O0COOEHHOCTEH (HOPMYISIPOB CIY>KEOHBIX JOKYMEHTOB
XIX B.
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B pesyinbrare BBINONHEHNS 3aJaHUHN CTYACHT JOJDKCH:

— umemb npeocmagienue O  peErIaMEHTalUUu  Ipolecca  JOKYMEHTHPOBAHMS B
3akoHoJaTenbHbIX akTax XIX B., pa3Butum opMmyinspa IOKyMeHTa, TEHACHLUAX TpadapeThu3aluu
JIOKYMEHTOB;

— 3Hamb BUIbl 10KyMeHTOB XIX - B., ocoOeHHOCTH HX OodopMIIeHUs, cocTaB (Gopmyispa,
NOSIBJICHHE OJIAHKOB M UX BUJBI, MOSBJICHUE OTMETOK Ha JOKYMEHTaX, OTPAKAIOIIMX MX JBHKCHHE B
YUPEKACHUU U paboTy ¢ HUMH.

—  yMeTb aHAJTM3UPOBATh KOHKPETHBIE JOKyMeHTHI XIX B.; cocTaBiss ux GopMysipbl.
3aganus 1J151 CAaMOCTOATEIbHON padoThI

1. I3yuuTh BUJIbI ¥ PA3HOBUIHOCTH TOKYMEHTOB.

2. BbsiBUTE 0COOCHHOCTH O(DOPMIIEHHS PEKBU3UTA «aBTOP», OIHUCATh COCTAaB OJIaHKAa U €ro
BU/JIBL.

3. 3y4uTh TEKCT JOKYMEHTA.

4. Onucatp NOPSAJOK aIpeCOBaHUs JOKYMEHTA.

5. Beimmcarh AaTel CcOCTaBiCHMs, OOpaOOTKH, MOANUCAHMS M Jp., yKa3aTb MECTO HX
PaCIIOJIOKEHUS.

6. IIpoanann3upoBaTh XapakTep yIAOCTOBEPEHUS TOKYMEHTA.

7. Onucatb BUIbI OTMETOK.

8. CoctaBUTh (POPMYJISPHI 2-X JOKYMEHTOB.

Yka3aHus 110 BbINOJHEHHIO 32JaHUH

1. Haunnate paboTy clieayeT ¢ pacCMOTpPEHHs el Y4peKICHHs. BBIABUTH U BbIIKMCATh
Ha3BaHUs BUJOB IOKYMEHTOB:

- M3/1aBa€MbI€ BBILIECTOSALIMMH OpraHaMH;

- IOCBLIAEMbIE PABHBIM YUPEKACHUSM;

- IPE/ICTABIISIEMBIE B BBILIECTOSIINAE YUPEIKICHUS;

- 0OpMIISIIOIINE BHYTPEHHIOIO 1€ATEIbHOCTb.

N3 «Kpatkoro cnosapssi BHAOB M Pa3HOBUIHOCTEH JTOKYMEHTOB» BBIIIUCATh OINPEIEICHHUS
BBISIBJIEHHBIX BUJIOB IOKYMEHTOB XIX B.

2. Onucate MOpsAAOK OQOPMIICHHMSI PEKBU3UTA «aBTOP» B Pa3IMYHBIX BHUJAX JTOKYMEHTOB,
BBIIIMCATh HECKOJIBKO THUIOB OJIAaHKOBBIX HaJANUCEHd M ONpeAenuTh HUX cocTaB. [lo komrmekcy
JOKYMEHTOB TPOCIEIUTh, KaKue BHJbl JOKYMEHTOB MUIIyTCs Ha OJlaHKaX, Kakue 0e3 00O3Ha4YeHHus
0JIaHKOBBIX HAIIIUCEH.

3. llpoanann3upoBaTh HECKOJIBKO BHJIOB JOKYMEHTOB, YKa3aB CTPYKTypy TEKCTa, BBINHCAB
NpUMEpbl NPUMEHEHUS  «KAaHLEIApU3MoB». OTMETUTh, HACKOJIBKO YCHWIWJIACh  TEHICHIIHS
Tpadapernszanuu (BbIMKUCaTh NPUMEPHI TpadapeTHBIX U TUITOBBIX TEKCTOB).

4. Tlpu omucaHuU TOpPSAJKA aAPECOBAHUS YCTAaHOBUTH 3aBUCUMOCTb O(GOpPMIICHHS PEKBU3UTA
«amgpecar» OT UepapXxuu yupexacHui. [IpuBectu npuMeps! aipecoBaHUs B BBIIIECTOSIINE, PABHBIE U
HIKECTOSIIIEE YUPEKIACHHUS.

5. Belnucars npuMepsl JaTUPOBKU U NEPEBECTH AaThl Ha HOBbIM cTuib. B XIX B. pasHuna
MEXKy CTWIAMH paBHsu1ach 12, B XX B. — 13 nHsM.

6. Bemmcars npumepbl NMOANKMCAHMSA JOKYMEHTAa B MHCTAHLIMSIX PAa3sHOW NOJYMHEHHOCTH U
OMMCaTh COCTAB MOINCH.

7. Beimucatrb OTMETKY Ha JOKYMEHTAaxX M yKa3aTb UX Ha3HAUYEHUE, MECTO NTPOCTABIICHUS.

8. @opMyIISIpBI JOKYMEHTOB COCTABUTh IO CXEME, MPEITIOKEHHON B TPETHEM 3AHITHH.
KoHnTpoJsbHbBIE BONIPOCHI:

1. B yem nposiBunach TeHACHINS K YHUGUKAaIUU GOPMBI U TeKCTa JOKYMEHTa ?

2. Yto Takoe TpadapeTHbI U TUIIOBOI TEKCTHI ?

3. HazoBuTe cocraB GiaHka JOKyMeHTa ?

4. Yem onpenensics XxapakTep agpecoBaHus JOKyMeHTa ?

HcTouHuKHM U JIUTEpaTypa

Hcrouynuku:
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beikoBa T.A. JlokymMeHTanmuoHHOE oOecrieueHrue yhpaBjieHHS  (JIEJIOMPOU3BOJICTBO)
[DnexTpoHHEI pecypc]; yaeOnoe nmocobue/ T.A. beikoBa, T.B. Ky3Henona. -2-¢ u3n. nepepad. u JOI1I.
— Mocksa: Mudpa-M, 2018. -304 ¢. — Pexxum noctyma: http://znanium.com/go.php?id=942800/
Pa3naTounblii MaTepuas K 3aHATHAM

1. Jena yupexaenuii 19 B.

2. Kpartkuii cioBapps BUIOB M Pa3HOBUHOCTEH JOKYMEHTOB.

Tabnuna
AHanu3 opopmiieHus: peKBU3UTOB JOKyMeHTOB B XVI- X1 X BB.

HaumeHoBaHKe JOKYMEHTOB OcobeHHOCcTH 0(hOPMIIEHUS] PEKBU3HTA
B XVI-XVII BB. B XVIII B XIX
B. B.

Bun noxymenra

ABTOD

Anpecar

Tekcr:

BBEJ/ICHHE

OCHOBHAsl 4acTh

3aKJIIOUYEHUE

5. Jlarel
COCTaBJICHUS
MOJTyYEHUs
perucTpanuu

6. CocraB ynocToBepeHHs

7. OTMETKH Ha IOKYMEHTE

NS

Dopmyssip 1oKkymMeHTa XX Beka. —

Llenp 3aHATUS — U3y4YEHHE Pa3BUTHS U 0COOEHHOCTEH (POPMYIIIPOB CIY>KEOHBIX JOKYMEHTOB
XX B.

B pe3syinprare BeINONHEHNS 3aJaHU CTYACHT JOJDKEH:

— umempv npedcmaegienue O  periaMeHTAallMM  Tpoliecca  JOKYMEHTHUPOBaHUS B
3aKOHOAATENBHBIX aKkTaXx XX B., pa3BUTHH (QOopMyJsipa TOKyMEHTa, TEHACHUUAX TpadapeTu3anun
JTIOKYMEHTOB;

— 3Hamb BUJBl JOKyMEHTOB XX - B., OCOOCHHOCTH HX O(opMIIeHHUs, cocTaB (opmyisipa,
MOSIBJICHUE OJIAaHKOB U MX BHJIbI, TOSBJICHHE OTMETOK Ha JJOKYMEHTAaX, OTPa)KarolMX UX JBUKEHHE B
YUPEXKJAECHUU U pabOTy ¢ HUMH.

—  YMeTb aHAJIM3UPOBATh KOHKPETHbIE TOKYMEHTHI XX B.; COCTABIIAS UX (POPMYJIISAPHIL.
3amaHus U1 CaMOCTOSTENIbHOM padoThI

1. U3y4nTh BUBI U PA3HOBUIHOCTH IOKYMEHTOB.

2. BbIIBUTH OCOOCHHOCTH O(OPMIICHHS] PEKBHU3HUTA «aBTOp», OMHMCATh COCTaB OJaHKA U €ro
BH/IBI.

3. I3y4nTh TEKCT JOKYMEHTA.

4. OnucaTh NOPSAOK aJpecoBaHUs TOKyMEHTA.

5. Bobmmcarh AaThl COCTaBICHHs, OOpaOOTKH, MOAMMUCAHUS M Jp., yKa3aTh MECTO UX
pacmoIoKeHusl.

6. IIpoanann3upoBaTh XapakTep yAOCTOBEPEHUS TOKYMEHTA.

7. OnucaTth BUIBI OTMETOK.

8. CocTaBUTh (HOPMYIISAPHI 2-X TOKYMEHTOB.

HcTouHuKM U JUTEpaTypa

beikoBa T.A. JIoKyMeHTallMOHHOE oOOecleueHue ympaBieHUS  (AEIOIMPOU3BOICTBO)
[DnexTponHbIi pecypce]; yueoHoe mocobue/ T.A. beikosa, T.B. Ky3nenona. -2-¢ uza. nmepepab. u gor.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/
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Pa3naTouHblii MaTepuaJ K 3aHATHAM

1. dena yupexaenuii 20 B.

2. Kpatkuii cioBapb BUAOB U PA3HOBUIHOCTEN JOKYMEHTOB.

3. COOpHUK 3aKOHOAATEIBHBIX aKTOB MO NeIonpou3BoAcTBY (1917-1970rr.) — Yueb. mocodue
nox pea. A.3. Jlusmuna. — M. MITUAU, 1973. — 157 C.

Tema 4. ®opmyJisip COBPEMEHHOI0 YIIPABJIEHYECKOIr0 JOKYMEHTA: NMpaBujia opopMiaeHust
PEKBU3UTOB

Ilenp 3aHATHA — M3Y4YEHUE COBPEMEHHBIX TpPeOOBaHMH TrOCYAAapCTBEHHBIX CTaHIApTOB U
HOPMAaTHBHO-METOJMUYECKUX aKTOB K O()OPMIICHHUIO CITYKEOHBIX IOKYMEHTOB.

B pe3ynbrare BHIIOIHEHUS 330aHUH CTYAEHT JIOJDKEH:

— umemp npedcmagnienue O TEHACHLUMIX PA3BUTHS JTOKYMEHTAa W NPHUHLMIIAX MOCTPOEHUS
bopmysipa-o6pasla OpraHu3alMOHHO-PACIIOPSIUTENbHBIX JOKYMEHTOB,;

— 3Hamp COCTaB PEKBU3UTOB U TPeOOBaHUS T'OCYJAPCTBEHHOI'O CTaHIApTa K O(OPMIICHUIO
JOKyMEHTA.

— 3HATh COCTaB PEKBM3WTOB M TpeboBaHus llpaBmi nemompows3BoACTBa B (enepaabHBIX
OpraHax UCIOJIHUTEIIbHON BIaCTU U MEeTOAMUYECKUX PEKOMEH AN K COCTAaBICHUIO JOKYMEHTOB.

— yYMeTb IPOEKTHPOBATh OJIAHKHU JIOKYMEHTOB YUpPEXKJACHUM M UMETh HaBBIKU PabOTHI C
rOCYJapCTBEHHBIMM CTaHJIapTaMH U METOAMYECKUMH YKA3aHUSAMHU 10 UX BHEAPEHUIO U IPUMEHEHHUIO.
3agaHusA 1J151 CAMOCTOSITEILHON padoThI

N3yunTh KOMIUIEKT HOPMAaTUBHO-METOAMYECKHX JOKYMEHTOB IO JOKYMEHTHPOBAHHUIO
YIPaBJIEHYECKOW JEATENbHOCTH | MeToauueckue peKOMEHJIaluu IO pa3padoTKe HMHCTPYKLUUN 110
JIeJIOTIPOU3BOJCTBY B TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYINpaBlI€HUs, YTB.
[Tpukazom Pocapxusa ot 24.12.2020 Ne 199.

[IpumepHass MHCTPYKLMS IO JEIONPOM3BOJACTBY B TOCYAAapCTBEHHBIX OpraHM3allusiX, YTB.
ITpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Dnextponnsiit pecypc]. — M., 2019. Pexxum noctyma:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hanumonaneublii crangapt Poccuiickoit @enepauun. Cucrema
CTaHJApTOB 1O MHpOpMaLUU, OUOIMOTEUHOMY U M3AaTeNbcKoMy jeny. OpraHu3anuoHHO-
pacniopsiiuTeNnbHas JOKyMeHTarus. TpeOoBaHus K O(QOPMIIECHUIO JOKYMEHTOB // [DIEKTPOHHBIN
pecypc]. — M., 2019. Pexxum nocryna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

1. M3yunts [OCT P 7.0.97-2016 ¢ tpeboBanusMu K 0pOPMIICHHIO JOKYMEHTOB, OTPEACITUTh
€ro CTPYKTYpY, COCTaB pa3/eioB.

2. N3yuuts TpeboBanus 'OCTa k O1aHKY TOKyMEHTA.

3. Ilpoananu3upoBaTh MNPEIOKEHHYIO KOJUIEKIIMIO JTOKYMEHTOB, ONPEAEIUTh PEKBU3UTHI,
yKa3aTh HEJJOCTaTKU B UX PACIOJIOKEHUHU U 0QOPMIICHHUH.

4. CocTaBUTh Ha OCHOBAaHMM pa3gaTOYHOro MaTepuana OnaHkH (OOUmIMi W AN THCHbMA)
OpraHM3alii U TPEeanpUsITUH DPA3IUYHBIX (OPM COOCTBEHHOCTH C BapHaHTaMU MPOJOJIBHOTO U
YTJIOBOTO PACIIOJIOKEHHSI pEKBU3UTOB.

Yka3aHus no BbINOJHEHHIO 3a/IaHNS.
1.U3yunts TpeGoBaHMS K cocTaBy M O(OPMIICEHHIO PEKBH3HTOB JIOKYMEHTOB U OJAHKOB,
n3noxkeHHele B “IIpaBuiax Jenonpou3BOJCTBA B T'OCYJApPCTBEHHBIX OpraHax, opraHaXx MECTHOTO
caMOyIpaBlIeHUs ', YTBEPKIAEHHBIX NpuKazoM PocapxuBa ot 22.05.2019 N 71. (cm. pasmen 2
“JIOKyMEHTHUPOBAHHE YIIPABICHYECKOM JAESITEIIBHOCTH )
2. U3yunts TpeboBaHUS K O(OpMIIEHHIO OJIAHKOB M PEKBHU3MTOB JOKYMEHTOB o HanmoHambHOMY
craugapty ['OCT P 7.0.97-2016 “Cucrema crangapToB 1o uH(pOpManuu, OUOIMOTEUYHOMY U
u3nareabckoMy  neny. OpraHu3alMOHHO-pAacHoOpsAAMTENbHAs JOKyMeHTanus. TpeOoBaHus K
0(OpMIICHUIO TOKYMEHTOB” .
3. U3yuuth T1pebOoBaHusa “MeTOAMYECKHX PEKOMEHIAIMA 10 pa3padoTKe HWHCTPYKUUH IO
JIeJIONIPOU3BOACTBY B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMoynpaBjieHus",
YTBEP)KICHHBIX npHuka3zoM Pocapxusa ot 24.12.2020 N 199 k 6naHkaM ¥ peKBH3UTaM JIOKYMEHTOB
(mpunoxxenus 2, 3).
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4. V3yuuTh NpEeAsIOKEHHYIO KOJUIEKIUIO (3-5 MOKYMEHTOB) U aHAIMU3HUPYs TOKYMEHTBHI, BBISBHUTH
HEIOCTaTKU B OQopMIIeHHH OjaHKa (OTCYTCTBHE HEOOXOIUMBIX PEKBH3UTOB M IPAaBUIBHOCTH
o OpMIIEHUS UMEIOLIUXCS); ONPENIEIUTh MPABUIBHOCTH PACIIONOKEHHS U 0)OPMIIEHUS! PEKBU3UTOB
JOKyMEHTa (3arojioBKa, IaThl M HMHJIEKCA, MOJAMUCH, OTMETOK O TOCTYIUICHHH M HaIlpaBICHUU
JOKYMEHTA B JIeJIO U Jp.).

5. Ha ocHOBe pa3gaTodHoro marepuaia ClipoeKTUPOBATh OJIAHKK JOKYMEHTOB KOHKPETHBIX
OpraHU3aIMi ¥ TOCYJapCTBEHHBIX OPTaHOB B cOOTBETCTBUU ¢ TpeboBanusmu ['OCT P 7.0.97-2016.
KoHTtposbHbIE BOITPOCHI

1. llepeunciure BUABI HOPMATHUBHBIX AaKTOB, PETJIAMEHTHPYIONIME JTOKYMEHTHPOBAHHE
yIpaBIECHUYECKON AEATEIbHOCTH.

2. YeM pasnuyaroTcs oOIuii O1aHK U OlaHK NHChMa, 6IaHK KOHKPETHOTO BU/A JOKYMEHTA.
HcToyHuku u TuTEpaTypa

Nctounuku:

@OenepallbHbIil  KOHCTUTYLIMOHHBIM 3akoH oOT 25 gnekabps 2000 r. Ne 2-OK3 «O
TlocynapcrBerroM repoe Poccuiickoit enepanumn» // [DnekrponHslil pecypc]. — M., 2019. — Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW 29674/.

[IpaBuna  genompouM3BOACTBA B TOCYJApPCTBEHHBIX  OpraHax, oOpraHax MECTHOTO
camoyrpasieHus, yTB. [Ipuka3zom Pocapxusa ot 22.05.2019 Ne 71 // [Dnextponnsiii pecype]. — M.,
2021. — Pexxum noctyma: http:// https://base.garant.ru/72291836/.

MeToauueckie pEKOMEHIAlMU 1O pPa3padOTKe WHCTPYKUMHA 1O JEJIOMPOU3BOJCTBY B
TOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camMmoympamicHus, yTB. [Ipmkazom PocapxmBa oT
24.12.2020 Ne 199 /I [Dnektponusii pecypc]. — M., 2021. — Pexum gocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHass MHCTPYKILHUS MO JEIONPOU3BOJCTBY B TOCYAAPCTBEHHBIX OPraHU3AIMsX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnexktponHslii pecypc]. — M., 2019. Pexxum nocrymna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. HamuonaneHelii crangapt Poccuiickoit @enepauuu. Cucrema
CTaHIapTOB MO uH(poOpManuu, OMOTMOTEYHOMY M HU3JAaTelbcKkoMy Jaeny. OpraHuzalnuoHHO-
pacniopsiiuTeNnbHas JOoKyMeHTarus. TpeOoBaHuss K O(QOPMIICHUIO JOKYMEHTOB // [DIEKTPOHHBIN
pecypc]. — M., 2019. Pexxum nocryna: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO W apXWBHOE Je10. TepMUHBI M ONpeaeTIeHUsI.-

[DnexTpoHHbIi pecypc]. - M., 2019. Pexum JOCTyIa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
Jlureparypa:

beikoBa T.A. JloKyMeHTaMOHHOE OOecCleYeHHEe yMpaBieHUS  (JIEIOMPOU3BOJICTBO)
[DnexTpoHHbIH pecypc]; yueoHoe nmocodue/ T.A. brikoBa, T.B. Ky3nenona. -2-e uzn. nepepad. u gom.
— Mocksa: Mudpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/
Pa3zpaTouHbiii MaTepuas K 3aHATHAM:

- TOCT P 7.0.97-2016. Hamwonanpublii crangapt Poccuiickoii ®enepanun. Cucrema
CTaHIapToB MO wuHpOpManuu, OUOTMOTEYHOMY | H3AaTelIbCKOMY JAeny. OpranuszaiioHHO-
pacnopsiiuTeNbHas TOKyMeHTanus. TpeboBanus K 0(pOpPMIIEHUIO TOKYMEHTOB.

- IlpaBuma [nenompou3BOJACTBA B TOCYJAapCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoytpaienus, yTB. [Ipuka3om Pocapxua ot 22.05.2019 Ne 71 // [Dnextponnsiii pecype]. — M.,
2021. — Pexxum nocrtyma: http:// https://base.garant.ru/72291836/.

Metoauueckie peKOMEHJalWu IO pa3paboTKe MHCTPYKIMHA IO JeJIONpPOU3BOJCTBY B
rOCy/IapCTBEHHBIX OpraHaxX, OpraHax MECTHOTO camMmoympaBieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [Dnekrponusiii pecypc]. — M., 2021. — Pexum gocryma: hittp://
http://www.consultant.ru/document/cons_doc_LAW _373895/.

[IpumepHass MHCTPYKLHUS MO JEIONPOU3BOJACTBY B T'OCYJAapCTBEHHBIX OpTraHU3alMsIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHsIii pecypc]. — M., 2019. Pexum mocryna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

— Komnnexust JOKyMeHTOB.
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Tema 5. OpraHu3zanuoHHbIe, pacHoOpsiAUTEbHbIe W HWHPOPMALMOHHO-CIIPABOYHBbIE

AOKYMEHTBI
JIOKyMEHTHUPOBaHUE PACTIOPAIUTENBHOMN NEATEIBHOCTH —
Ilenp 3aHATHS — U3ydeHHE TpeOOBAaHUI TOCYJApCTBEHHBIX CTaHAApTOB U HOPMAaTHUBHO-

METOAMYECKUX AKTOB K COCTaBJICHUIO M O(QOPMIICHHUIO PACHOPSAMTENbHBIX JIOKYMEHTOB, IOJIy4YEHHE
HABBIKOB UX COCTABJICHUS U OPOPMIICHHS MO 33JaHHBIM CUTYaLUsIM.

B pe3ynbrare BHINOIHEHUS 331aHUH CTYIEHT JOJDKEH:

—  umemdp npeocmaegieHue O CUTYyalMsX, TPeOYIOIUX M3AAHUS PACIIOPIIUTEIBHBIX
JOKYMEHTOB;

— 3Hamb BHUIBl PACIOPSAMTENBHBIX JOKYMEHTOB, COCTaB pPEKBU3UTOB (opmyispa
pacrnopsaUTEIbHOIO TOKYMEHTa U TpeOOBaHMsI K UX COCTABJIEHUIO U O(hOPMIIEHUIO.

— yMeTb COCTaBJIATh U O)OPMIIATH PACHOPSAUTEIbHBIE JOKYMEHTHI 110 331aHHBIM CUTYaIHsIM
U UMETh HaBBIKU X O(pOPMIICHUS HA KOMIIBIOTEPE.
3agaHusA 1J151 CAMOCTOSITEILHOM padoThI

1. M3yuuts TpeGoBaHus, NpEABABIsIEMbIE K COCTABICHUIO U O(OPMIIEHUIO pacTIOpsAIUTEIbHbBIX
JIOKYMEHTOB.

2. CocraBuTb U 0POPMUTH NPUKA3 TI0O OCHOBHOM 1€ TELHOCTH.

3. CoctaBuTh 1 OPOPMHUTH PACTIOPSDKEHHE.

Yka3aHusi 10 BbINOJHEHUIO 3a/1aHUA

1. YTounuth coctaB peKBU3UTOB, BXOIALINX B (POPMYJIIp IpUKa3a, pacCOpsKEHUS.

N3yunth TpeboBaHus Meroanyeckue peKOMEHJAlMU [0 pPa3padOTKe WHCTPYKLMHA 110
JIEJIONPOU3BOJICTBY B TOCYJIAapCTBEHHBIX OpraHax, OpIraHax MECTHOIO CaMOYINpaBJICHUs, YTB.
[Ipukazom PocapxuBa ot 24.12.2020 Ne 199, IlpumepHON HHCTPYKUMHU IO JEIONPOU3BOJCTBY B
rOCY/IapCTBEHHBIX opranu3anusx, ytB. [Ipukasom PocapxuBa ot 11.04.2018 Ne 44) k cocraBy
PEKBHU3UTOB U CTPYKTYpPE TEKCTA MPUKa3a 10 OCHOBHOW JEATENBHOCTH.

YTOUHUTH pa3Inyusl B COCTaBICHUM IPHKA3a MO OCHOBHOW JEATENBHOCTH U MO JUYHOMY
cocTaBy, oOpaliiass BHUMaHHE Ha MOPSIOK 0O(hOPMIIEHHUS CChUIKH (YIIOMHHAHUS) HA APYTroi JOKYMEHT U
YHU(UKALNIO TEKCTOB PUKA30B IO JUYHOMY COCTaBY.

2. CocTaBUTb JOKYMEHTHI HA OCHOBE IPEUIOKEHHBIX MTPETI01aBaTeNIeM CUTYalni.
KoHnTpoJsbHbIe Bonpockl

1. Tlepeuncnute peKBU3UTHI, BXOJAIINE B GOPMYIISIp IPUKa3a.

2. HazoBuTe cTpyKTypy IpHKa3a 1o OCHOBHOW JESTEIbHOCTH.

3. Uem oTnuyaeTcss CTPyKTypa TeKCTa IpHKa3a [0 JUYHOMY COCTaBy M OCHOBHOM
NeSITEIbHOCTH.

4. Ha3oBHTe CPOKH XpaHEHMS MTPUKA30B.

5. HazoBuTe pekBU3UTHI, BXOJAIINE B (GOPMYJISp paciopsHKeHUS.

6. Uem oTnmyaeTcs CTPyKTypa TEKCTa paclopsyKeHHs OT MPHUKas3a [0 OCHOBHOW JEATEIbHOCTH.
HcTouHukM U quTeparypa

Hcrouynuku:

MeTtoauueckie peKOMEHJIAlMu MO0 pPa3pabOoTKe WHCTPYKUMHA 1O JEJIONpPOU3BOJCTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMmoylpasieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [DOnektponHusiii pecypc]. — M., 2021. — Pexum gocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHass MHCTPYKIUS IO JIEIOMPOU3BOJACTBY B T'OCYJAapPCTBEHHBIX OpraHU3alusX,
y1B. IIpuka3zom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
[locranoBnenue IIpaButensctBa P® ot 15.06.2009 Ne 477 «O6 ytBepxknenun IlpaBun
JIeTIOTIPOU3BOICTBA B (hefiepalibHBIX OpraHax HCIOJHUTENBHONW BIAacTW»// [DNeKTpoHHBIN pecypc]. —
M., 2019. — Pexxum poctyma: http://www.consultant.ru/document/cons_doc_LAW_88695/.

I'OCT P 7.0.97-2016. HanumonaneHelii crangapT Poccuiickoit @Penepauuu. Cucrema
CTaHJApTOB 10 MHpOpManuu, OMOIMOTEYHOMY U M3AaresNbckoMy aAeny. OpraHu3anuoHHO-
pacriopsiiuTenbHas JOKyMeHTauus. TpeOoBaHUS K OGOPMIICHUIO JOKYMEHTOB // [DIEKTpOHHBIN
pecypc]. — M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.
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Jluteparypa:

beikoBa T.A. JloKyMEHTallMOHHOE OOEcleueHue ympaBieHHUS  (AETOMPOU3BOICTBO)
[DnexTponHbIit pecypc]; yueoHoe mocodue/ T.A. beikosa, T.B. Ky3nenona. -2-¢ uzn. nepepad. u gor.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/
Pa3gaTounblii MaTepuas K 3aHATHSIIM:

Metoauueckiue peKOMEHJAMK MO0 pPa3paboTKe WHCTPYKIHMHA IO JEJIONPOU3BOJACTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoymnpamieHus, yTB. [Ipumkazom PocapxuBa oT
24.12.2020 Ne 199 /I [Dnekrponnsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW 373895/

[TpumepHass MHCTPYKIUS TO JIEIOMPOU3BOJICTBY B TOCYJApCTBEHHBIX OpraHU3aIUsiX, YTB.
[Ipukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnexktponHsblii pecypc]. — M., 2019. Pexxum 'OCT P
7.0.97-2016. Haumonanwsublii cranmapt Poccuiickoit ®enepanmu. Cucrema CcTaHAapTOB 110
uHpopmanuy, OUOIMOTEYHOMY U HU3JATENbCKOMY Jeny. OpraHuzallOHHO-PACIOpPSIUTEIbHAS
nokymeHTarus. TpeboBaHUs K 0OPMIICHHIO IOKyMEHTOB.

Anp060M yHUPHUIMPOBAHHBIX (OPM MEPBUYHON YUETHON TOKYMEHTALMU MO YUYETY TPyAa U €To
OILIaThl, YTBEPKI€HHBIN ocTaHoBiaeHueM ['ockomcrata PO ot 05.01.2004 Ne 1.

Martepuanbl ¢ UHANBUAYAIBHBIMH 33JaHUSIMH 111 CAMOCTOSITENIEHOTO COCTaBJICHUSI MPUKA30B
U PaCHOPSKEHUMN.

JIoKyMeHTHpOBaHHE AeATETbHOCTH KOJLIETHAJbHBIX OPraHOB

Llenp 3aHATUSA — U3y4YeHUE TPEOOBAaHUH K TOKyMEHTaM, CO37aBacMbIM B IIPOLIECCE MOATOTOBKU
1 00CITy>KMBaHHUS COBEIIAHUN.

B pe3ynbrare BHIIOIHEHUS 3aaHUH CTYIEHT JIOJDKEH:

— umemdv npedcmasieHue O BHIAX KOJUICTHMAJIbHOM JEATENBHOCTH U TOpsake eé
JOKYMEHTHPOBAHMUS,

— 3Hamb COCTaB JIOKYMEHTOB, CO3/[aBa€MbIX IPU IOATOTOBKE COBEIIaHW, TPeOOBaHHS K
(bopMysipy MIPOTOKOIA, TOPSIKY €r0 COCTaBIEHUS U 0OPMIICHHUS;

— yYMeTb COCTaBISITh W OPOPMIISATH MPOTOKON M JOKYMEHTHI, CO3J[aBaeMble B IpoOIecce
MOJITOTOBKH COBELIAHHUS.

—  YMeTb COCTABIJIATh M O(OPMIISTH BBIITUCKY U3 TIPOTOKOJIA.

— yMeTb COCTaBJIATh U OPOPMIISATh pEIlICHHE.
3aganus 1J15 CaMOCTOSITEIbHOM PadoThI

1. M3yuutp TpeOoBaHUS, MpEabsBIAEMblE K COCTaBIECHUIO U O(OPMIIEHHIO NPOTOKOJIA U
pereHwus.

2. CocTaBUTb MPUIJIALICHNE HA 3aCe/laHue.

3. CocTaBUTh MPOTOKOJ COBEIIAHMS.

4. OpopMHTD BBIUCKY U3 IPOTOKOJIA.

5. OdopMuTh pereHue.

Yka3aHusi 10 BHINOJTHEHUIO 3a1aHNS.

1. YTOouHHUTP STambl MOATOTOBKM COBEUIAHWN W BUIBI JOKYMEHTOB, CO37aBAEMBIX Ha KaKIOM
sTane (MoBecTKa JAHs, CHMCKH YYaCTHUKOB U T.1.).

2. YTOUHUTHh OCOOCHHOCTH (HOpMYJIsipa MPOTOKOIA, TPeOOBaHUS K PEKBU3UTAM, N3JIOKCHHBIC B
TOCYJapCTBEHHOM CTaHAApTe M METOIAMUYECKUX pPEKOMEHAalusxX, oOpaiias BHMMaHHE Ha COCTaB
nH(pOpPMAIMY B TEKCTE TIPOTOKOJIA, OCOOCHHOCTH €T0 MOIIMTUCAHUS, CPOKH OPOPMIICHHS.

3. Onpenenutsd pa3nuuus TpeOOBAHHUM K MPOTOKOIY IMOJIHOMY M KPaTKOMY.

4. CocTaBUTh CaMOCTOSITEIbHO Ha OCHOBAaHUH Pa3aTOYHOTO MaTepuaja MpPOTOKOJI, BHIMHUCKY
U3 MPOTOKOJIA, pEeIlICHHE.

KoHTpoJibHbIE BOIPOCHI:

1. IMepeunciute peKBU3UTHI, BXOAAIIME B GOPMYJISAP TPOTOKOIIA.
2. Ha3oBuTe cTpyKTypy TEKCTa HPOTOKOJIA.
3. B uém oTIMuKE IPOTOKOIA MOJHOTO ¥ KPAaTKOTro.
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4. YkaxkuTe TOpANOK MHOATOTOBKM COBELNIAHMS M KakHe JOKYMEHTHI CO3JAl0TCAd B XOJe
MOJATOTOBKH.

5. IepeunciuTte PeKBU3UTHI, BXOAAIIHME B (GOPMYJIAP PELICHUS.

6. B ueM Ha3HaYeHHUE BBIIUCKYU U3 IIPOTOKOJIA.
HcTouHuKH 1 auTEepaTypa

Uctounuku:

Meronudyeckue peKOMEHJAUd 10 pa3paboTke WHCTPYKIUH 1O JETONPOHU3BOJICTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoymnpamieHnus, yTB. [Ipumkazom PocapxuBa oT
24.12.2020 Ne 199 /I [Dnektponubiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW 373895/

[IpumepHass MHCTPYKIMS MO JACJIIONPOU3BOACTBY B TOCYAAPCTBEHHBIX OpraHU3alusiX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnektponHsblii pecypc]. — M., 2019. Pexxum noctyma:
http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. HaumonaneHbiii crangapt Poccuiickoit ®Pepepanun. Cucrema
CTaHIapToB 10 wWH(pOpMamwu, OWOIMOTEYHOMY H H3JaTeIbCKOMY geiry. OpraHu3airoHHO-
pacnopsauTenbHas JOKyMeHTauusa. TpeOoBaHusS K OQOPMICHHIO JOKYMEHTOB // [DIEeKTpOHHBII
pecypc]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO M AapXUBHOE Je10. TepMUHBI MU ONpeaeraeHusl.-

[DnexTpOoHHbBIN pecypcl]. — M., 2019. Pexum JOCTYTIA:
http://www.consultant.ru/document/cons doc LAW 163800/.
Jlureparypa:

beikoBa T.A. JloKyMEHTalMOHHOE OOCCIICYCHUE  YINpaBJICHUS  (JIEIOMPOU3BOJICTBO)
[DnexTpoHHEI pecypc]; yaeOnoe mocooue/ T.A. beikoBa, T.B. Ky3Henona. -2-¢ u3. nepepad. U JOII.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/
Pa3zaaTouHblii MaTepuall K 3aHATHAM

Mertoanyeckue pEeKOMEHIAIMM TI0 pa3pabOTKe WHCTPYKIMKA 1O JEIONPOU3BOJCTBY B
rOCYJapCTBCHHBIX OpraHaxX, OpraHax MECTHOTO camoyfpasieHus, yTB. IIpuka3zom PocapxuBa ot
24.12.2020 Ne 199 /I [Dnekrponnsiii pecypc]. — M., 2021. — Pexum npocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.
[TpuMepHass MHCTPYKIIHS TIO JICJIONPOU3BOJICTBY B TOCYIapCTBEHHBIX OpraHu3aiusx, yTB. [Ipukazom
PocapxuBa ot 11.04.2018 No 44) // [Onexrponnsii pecypc]. — M., 2019. Pexum nocrymna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

Marepuansl ¢ WHAWBHAYAJIbHBIMH 3aJaHUSIMH JUISI  CaAMOCTOSITEIBHOTO — COCTaBJICHUS

JOKYMEHTOB.
CocraBnenne nH(HOPMaLMOHHO-CIIPABOYHBIX IOKYMEHTOB —
Ilenp 3aHATHMS — H3y4YEHHE HA3HAYEHUS WHQPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB U

0COOEHHOCTEHN 0(hopMIIEHUS KaXI0T0 BUAa 3TOU rPyNIbl JOKYMEHTOB.

B pesynbrare BHIMOTHEHUS 3a/1aHU CTYIACHT JOJKCH:

— umemp npeocmaegienue O TUIOBBIX CHTyalUsX, OGOpMISIEMbIX YHU(DUIMPOBAHHBIMU
dbopMamMu HHGOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB;

— 3Hamb BUIB WHPOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB;, TpeOOBaHUS K (GOPMYIIpY
Ka)KJI0TO BUJIA;

— YMeTb COCTaBISITh BCE BHUBI HH()OPMAIIIOHHO-CIIPABOYHBIX JOKYMEHTOB U UMETh HABBIKH
ux 0pOpMIICHHS HAa KOMITBIOTEpE.
3aganus 1J151 CAaMOCTOATEIbHOM padoThI

1. 3yuuTh mpaBuiia cocTaBlieHus: U ohopmiieHus: HH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB,
o0paTuB BHUMaHUE HA OCOOCHHOCTH TPeOOBAaHUH K KOXKIOMY BHUJLY.

2. CocraButh u odopmuth B coorBerctBuu ¢ TpeboBanusmu ['OCT P 7.0.97-2016 u
MeTtoauueckux peKOMEHIalui:

e JIOKJAJHYIO 3aMMHUCKY (BHYTPEHHIOIO M BHEITHIOHN));

e OOBICHUTEIBHYIO 3aIUCKY (BHYTPEHHIOIO M BHEIIHIOK);

® CIpPaBKYy;


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
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® aKT;

e qucbMa (rapaHTHIHOE, HallOMUHAHKE, IPUIJIALIeHNe, YBEAOMIIEHUE, PEKJIaMalliIo U T.[1.).
Yka3aHus 110 BINOJHEHHIO 32JaHUSA

1. VTounuTh BUIBI MHPOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB U IIPH KAKHX YIIPABJICHYECKHMX
CUTYaLUAX OHU CO3JAI0TCA.

2. BbIABUTH 0COOEHHOCTH Ka’K0r0 BUa HHPOPMAIMOHHO-CIIPABOYHOTO JTOKYMEHTA.

3. H3yuuts TpeGOBaHMS TOCYIaPCTBEHHOIO CTAHAAPTA K 0(OPMIICHHIO PEKBU3HTOB, BXOIAIINX
B TUTIOBOU (hOPMYJISIp KaXKA0T0 BUa HHPOPMAIIMOHHO-CIIPABOYHOTO TOKYMEHTA.

4. CocraButh 1 0OPMUTH JOKYMEHTEI B COOTBETCTBHH C MOJYyYECHHBIMH 3a1aHUSAMH.
KoHTpoJibHBIE BOIPOCHI

1. JlaiiTe onpenenecHUe U YKAXKUTE TUTIOBOU (HOPMYJIISIp:

JIOKJIaTHOM 3aI1CKH;

O0OBSICHUTEIILHOM 3aIMCKH;

CIIPaBKH;

aKTa;

CIy»eOHOro MUchMa (HA30BHUTE €r0 PA3HOBUIHOCTH);
YkaxuTte 0cOOEHHOCTH OPOPMIICHHUS ITHUCEM.

B uém ocobenHOCTh 0OpMIIECHHS MHChbMA-OTBETA.

4. Kaxue TpeOOBaHUS MPEABABIAIOTCA K TEKCTY IHCEM.
HUcTroynuku u qureparypa

Nctounuku:

MeTtoauueckre peKOMEHAANNUU M0 pa3pabOTKe MHCTPYKLIMH MO IETONPOU3BOJACTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMmoymnpasieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [Dnekrponnsiii pecypc]. — M., 2021. — Pexum npocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHass MHCTPYKIMS MO JAETONPOU3BOJCTBY B TOCYJApCTBEHHBIX OpraHu3anusax, yTB. [Ipukazom
PocapxuBa ot 11.04.2018 No 44) // [Onextponssii pecypc]. — M., 2019. Pexum nocryma:
http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. HamumonaneHblii crangapt Poccuiickoit @enepauuu. Cucrema
CTaHIapTOB MO uH(pOpManuu, OMOTMOTEYHOMY M HU3JAaTelbcKkoMy JAeny. OpraHu3zaiioHHO-
pacniopsiiuTeNnbHass JOoKyMeHTarus. TpeOoBaHuss K O(QOPMIICHUIO JOKYMEHTOB // [DIEKTPOHHBINA
pecypc]. — M., 2019. Pexxum mocryna: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO W apXWBHOE Je10. TepMUHBI MU OMpeaeTIeHUsI.-

_OJ!\).....

[DneKTpOHHBIN pecypcl]. - M., 2019. Pexum JOCTyIa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
Jlureparypa:

beikoBa T.A. JlokymeHTanmuoHHOe oOecreueHrne ympaBlIeHHs  (JIEIOMPOU3BOJICTBO)
[DnexTpoHHbI pecypc]; yuebHoe nmocodue/ T.A. brikoBa, T.B. Ky3nenosa. -2-e uzn. nepepad. u gom.
— Mocksa: Mudpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/
Pa3znarouynbiii MaTepuas K 3aHATUAM

I'OCT P 7.0.97-2016. HaumonanbHblii ctangaapt Poccuiickoit ®enepannu. Cucrema
CTaHJApTOB N0 MHPOpPMaLUHU, OHOIMOTEUHOMY U H3AaTeNbCcKoMy jeny. OpraHu3anioHHO-
pacropsiiuTeNbHas ToKyMeHTanus. TpedoBanus K 0hOPMIICHUIO TOKYMEHTOB.

Metoauueckiue peKOMEHJAMK MO pa3pabdOTKe MHCTPYKIUA 1O JAEJIONpOU3BOJACTBY B
rOCyJapCTBEHHBIX OpraHax, OpPraHax MECTHOTO camoympasieHus, yTB. lIpukazom PocapxuBa ot
24.12.2020 Ne 199 /I [DOnextponHwli pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

Tema 6. Kommiekchl noxymenTtoB. HayuyHo-mcropuyeckas MW NpaKTH4YecKass LNEHHOCTb
AOKyYMEHTAa
[TpoBoasTCS 1BE 03HAKOMHUTENbHBIE SKCKYPCUH B TOCYJapCTBEHHBIE aPXUBBHI.
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9.2 MeToanuyeckne peKOMEH/IAIMH N0 NOATO0TOBKe NMCbMEHHBIX padoT

[TucemenHbIe pabOTHI (pedepaThl, PELEH3UN) MPOSBISIOT KaK TEOPETHYECKHE 3HAHUSA, TaK U
MPAKTUYECKH HABBIKK CTYJIEHTOB. Teopusi moapasyMeBaeT 3HAKOMCTBO C TIOHATHUSMHU «IOKYMEHT,
«MCTOPUYECKUH HCTOUHUKY», «JIOKYMEHTaJIbHAs MMyOJMKalMs» M JAp. U HX KiIacCU(UKALUSIMH.
[IpakTHveckre HABBIKM 3aKIIOYAIOTCS TAaKK€ B YMEHHUU TIOJATOTOBUTH HAa TPAKTUKE, B KadeCTBE
MPWIOXKEHU K paboTe, IOKyMEHTAIbHYI MYyOJMKAIMIO, OLUEHUTb M IPOAHAIU3UPOBATH YiKe
MMEIOIINECs U3JIaHHs, a TAK)KE IPaMOTHO H3JI0KUTh PEe3yJIbTaThl CBOUX HAOIIOACHUN B COOTBETCTBUH
¢ npaBuiamMu 0(hOpMIICHUS KBaTU(PUKAIMOHHBIX PaboT.

[Ipu BbIOOpE TEMBI HCCIENOBAHMA, a TAKKE MpeaMeTa M OObEeKTa H3YYEHHUsS CIeAyeT
OpPUEHTHPOBATHCS HA Yy>K€ MMEIOLIUICS B 3TOM Jeie omnbIT. PaboTel mo apxeorpaduu MoOryT OBITH
MOCBAIICHBI BONPOCAaM TEOPUH, HCTOPUU WIM METOIUKU apxeorpaduu. TeopeTmueckue acmeKThl
CBSI3aHbI, KaK NPaBWJIO, C TpaHHUIIAMH apxeorpauu Kak HAy4HOW TUCIHUIUIMHBI, €€ 3aJadyaMu u
COOTHOIIIEHUEM C JPYTHMH TUCITUTUIMHAMU Y HAIIPABICHUSIMH.

Hctopust apxeorpaduu BKIIOYAET aHAJIM3 WM3JAaHUNA MCTOYHHUKOB OIPEACTICHHBIX BHJIOB WIIU
SMOX, WM HUCTOYHHKOB, OOBEIMHEHHBIX TEMaTHUECKH. BO3MOXXHO Takke pacCMOTpEHHE BKJIaga B
apxeorpaduo OTAeNbHO B3ATOTO JIMIA WIN YUPEKICHUS.

MeTtoanyeckie acreKThl MOAPa3yMEBAIOT M3YYCHHS OTICNBHBIX 3TAloB apxeorpaduueckon
paboThl, TaKWX, HAIpPUMEp, KakK Mepeaada TEeKCTa MCTOYHHKOB WIJIM BBHIOOp TecTa AJsl MyOIHKaIuu.
[Ipobnembl, CBsA3aHHBIE C COJCPKAHMEM pACCMATPHBAEMBIX H3JIaHUH (TO €CTh OIMyOJIMKOBAaHHBIX
HMCTOYHUKOB), TaK)K€ MOTY COCTaBJISITh MpEAMET JUIisi u3ydeHus. B onHOI BBITyCKHOM paboTe Ha
MPAKTUKE BO3MOXKHO COYETaHUE CPa3y HECKOJIBKUX MOIXO/I0B.

XpOHONOTHYECKHe M TeMaTHYeCKHe TPaHUIbl MpPHU BBIOOpPE TeMbl paboTHI MO apxeorpaduu
JOCTAaTOYHO IIUPOKH, YTO MO3BOJSET JOCTATOYHO JIETKO NPUOJM3UTh MX K HAYYHBIM HHTEpecam
CTYyIEHTA.

[lpu w©Hamucanun pabOTHI BHAYane, KaK NPaBUIO, CTYJSHT Ha OCHOBAaHHUH CBOETO
MEePBOHAYAIILHOTO 3HAKOMCTBA C UCTOYHUKAMHU U JIUTEPATypOd M MpPH KOHCYIbTAllUU C HAYYHBIM
PYKOBOAMTENIEM OTpEIEsieT OOIIYI0 HCCIEA0BATEIbCKYIO MPOOJieMy, PEIICHHI0 KOTOopoil Oyner
MOCBSIIeHa ero paboTa. B TekcTe 3aKOHYEHHOTO UCCIeI0OBaHUS 3Ta nmpobiemMa J0KHA ObITh BHIHA U3
Ha3BaHUA palOThI, ¢ O00BEKTa M Tpeamera. J{Jis yTOUHEHHUs HampaBlieHUs] AATbHEUIINX IeHCTBUN
CTYACHTY CJIEYyET, C yU€TOM BBIOPAaHHOI'O T'€HEPATIBHOIO IMMyTH, 00Jee OCHOBATEIbHO MO3HAKOMUTHCS C
WCTOYHHKAMHU M JINTEPATYpOH MO MHTEPECYIOMUM ero mpobiemaM. Pe3ynbraToM 3TOr0 3HaKOMCTBA
SBIIETCS COCTaBJICHHE CTYJEHTOM IUIaHa paboThl W MpEeABApUTEIHLHOTO BapHaHTa CIHCKa
WCTIOJIH30BAHHBIX MCTOYHUKOB M JUTEpaTypbl. W TutaH, M CIMCOK COTJIACOBBIBAIOTCS C HAYYHBIM
pykoBoguTeneM. JlanpHelme OEHCTBUS CTYAEHTA 3aKIIOYAOTCS B PEIICHWU TMOCTaBICHHBIX UM
3amad. [Ipu 5TOM HEOOXOAMMO YUUTHIBATH CIICTYIOITHE MOMEHTHI.

Jlrobas muchbMeHHass paboTa MMEeT OMPEIENICHHBIN COCTaB: TUTYJBHBIA JIHCT, OTJAaBIICHUE,

BBEJICHHE, TJIaBbI, 3aKJIFOUYCHHUE, CIIMCOK HCIOJIB30BAHHBIX MCTOYHUKOB W JIUTEPATYPHI, TIPUIOKECHHUS
(BO3MOXHBI).
Kaxmast coctaBHas 4acTh pabOThI UMEET CBOKO CTPYKTYpPY WM CTPOUTCS B COOTBETCTBHU C HAyYHOU
JIOTHUKOW M (QopManbHBIMU TpeOoBaHUAMU K odopmienuto pador. Hanbomnee ctporo cobmtomarorcs
TPaIUIKA HAITUCAHUS BBEICHHS, KOTOPOE TPAIUIIMOHHO WMEET CIEeMYIOIINE Pa3/eNbl: aKTyalbHOCTh
TEMBbl HCCIEIOBaHWs, WCTOYHUKH HCCIeAOBaHUsA, wucropuorpadus. Paccmorpenue storo O6io0ka
BBEJICHHS OTIpe/eisieT OOBEeKT, MPEeIMeET, e U 3aJa4i paboThl, a TaK)Ke METOJbl MCCIIETOBAHMS,
HAy4YHYI0 HOBU3HY U CTPYKTYpY paboThl. [lopsaok pa3aenoB B HEKOTOPHIX CIIydasx MOXKET MEHSIThCS,
HO WX HaJIMuhe 0053aTeTbHO BO BBeACHWH K padore. [IpyM W3IOXKEHWU pE3yIbTATOB CBOETO
WCCIIEIOBAHMS CTYJICHT JOJDKEH BIIAJIETh HEOOXOIUMOM KYJIbTYpOil IIUTUPOBAHUS, KOTOPAs MO3BOJISIET
CTPOTO OTIEIATH BBIBOJBI aBTOpa OT HaOMIOAeHWN U (aKTOB, 3a()UKCHPOBAHHBIX B HCTOYHUKAX U
mutepatype. TOTbKO TaKOW MOAXOJ IMO3BOJSET BIOJHE OICHUTH CTEIICHh HOBH3HBI M 3HAYMMOCTHU
paboTel. B 3akimodueHnn K paboTe B 1eJI0M (a Tak)Ke B 3aBEpIIAOIINX ab3ariax B KOHIIE TJIaB) TOJDKHBI
OBITh TIPUBENICHBI BBIBOJBI, K KOTOPHIM CTYACHT IPHILET B pe3yIbTaTe MPOBEICHHON paboThl. BRIBOIBI
JIOJKHBI OBITH apTYMEHTHPOBAHBI.
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IIpunoxenne 1. AHHOTAITHSA
paboueil mporpaMMbl JUCIUTTHHBL

AHHOTAIIUS PABOYEM ITPOT'PAMMBI JTUCIHUILIAHBI

Hucnumnmna  «JlokyMeHTOBeneHUE» peanu3yercss Ha (GakylIbTeTe apXUBOBEACHUA U
JOKYMEHTOBe/IeHUsT Kadeapoil TOKYMEHTOBEACHHUS, ayIMOBH3YaJIbHBIX M HAYYHO-TEXHHUYECKUX
apXHBOB.

Llens AMCHUIUIMHBI — U3YYE€HUE 3aKOHOMEPHOCTEH TOKYMEHTOOOPa30BaHMs, CKIIAJbIBAHUS U
pPa3BUTHS CUCTEM JOKYMEHTAIUH, TEOPETHUYECKUX U MPAKTHUECKUX MPOOJIEM CO3JaHMs JOKYMEHTOB
OpraHaMM TOCYJapCTBEHHOH BJAacTH, MECTHOIO CaMOYNpAaBICHUS U OpraHu3alusMu JH00on
OpraHHU3alIOHHO-TIPABOBON (DOPMBI.

3apaum IUCHUIIHHBI:

— TOKa3aTh B3aUMOCBS3b HH(OPMALIUY U TOKYMEHTA;

— TPOCIEIUTH HBOJIONHMIO IOKYMEHTa, KaK HOCHTENs WH()OPMAaLUHU, Pa3BUTHE CIIOCOOOB
JOKYMEHTHUPOBAHUS U MaTepuaioB i puxcaruu uadopmanmu;

— MPOAHAIM3UPOBATH MPOLECC CKIIAIBIBAHUS U Pa3BUTH (POpMyIsipa JOKYMEHTa;

— IPOAHAIM3UPOBATH MPOLECC CKIAABIBAHUS U PA3BUTHS CUCTEM JIOKYMEHTALIUH;

— BBIBUTHh M TIOKa3aTh TEHACHIMH YHU(DUKAIMH, CTAaHIAPTU3AaLMU U Kiaccu(UKanuu Kak
OTJIENbHBIX (POPM IOKYMEHTOB, TaK M CUCTEM JOKYMEHTAIIMH B LIEJIOM;

— I0Ka3aThb COBPEMEHHbIE TPEOOBAHUS K COCTABJICHUIO U O()OPMIIEHUIO IOKYMEHTOB;

— IPUBUTH HABBIKU aHAJIN3a JIOKYMEHTA;

— TpPUBUTH HAaBBIKM COCTaBJIEHHUS JIOOBIX BHUJOB JOKYMEHTOB U IPOEKTUPOBAHUS
YHUPHUIIMPOBAHHBIX ~ (OPM  JTOKYMEHTOB, CHCTEM  JOKyMEHTaluu U  UHPOPMAIMOHHO-
JIOKYMEHTAIlMOHHON CHUCTEMbI YUPEXKICHUS B LIEJIOM.

HucnurninuHa HampaBieHa Ha JOPMUPOBAHUE CISAYIOMMX KOMITETECHIIUN:

OIIK -2. CnocobeH HaxXOAWTh OPTaHH3AIMOHHO-YIPABIEHYECKUE PEIICHUS TpU pPEUICHUH
3a1a4 B chepe cBoelt mpodecCHOoHaNbHON AesTETbHOCTH.

OIIK -3. CnocobeH MpUMEHSTh TEOPETUYECKUE 3HAHUS JJIs PEIIeHUs] TOCTaBICHHBIX 3a7a4 B
00J1acT JOKYMEHTOBE/ICHUS U apXUBOBEICHUS.

B pesynbrare ocBOe€HUS AUCUUIIINHBI 00YyYatOIIUICS JOKEH:

3HaTh:

GyHKIUM nofpa3ie’eHuid B cepe TOKyMEHTAllMOHHOTO 00eCIeYeH sl YIIPaBICHUS U
apXUBHOTO JI€Na,;

CMEXHBIE C TOKYyMEHTOBEJACHUEM U apXUBOBEJICHUEM HayUHbIE JUCIUILINHBI.

Ymers:

BBIMOJHATh pabOTy MO JOKYMEHTAallMOHHOMY OOECIEYEHHIO YIIpaBIEHUS M apXUBHOMY
XPpaHEHHUIO;

BBISIBJISITH B3aMMOCBSA3H MEX/y JOKYMEHTOBEJICHHEM, apXUBOBEJIEHUEM U JIPYTUMHU HayYHBIMU
JUCLUILIMHAMH

Baanern:

HaBBIKaMU BbIOOpa HanboJiee ONTHUMAJIBHOTO PEIICHHUs YIIPABICHUECKUX 3a1a4 B cepe
JIOKYMEHTAIlMOHHOT0 00ecIieueHus yIpaBIeHHs U apXUBHOTI'O JeNa,;

HaBBIKAMU MHTEPIIPETALUH 3HAHUN B 00JIACTH CMEKHBIX HAyUHBIX TUCIUIUINH IIPU pELICHUE
3aj1a4 B chepe TOKyMEHTOBEACHUS U apXUBOBEICHUSI.

[To gucuuIuIMHE IPeTyCMOTPEHa TPOMEXKYTOUHAS aTTecTalus B (hopMe 3aueTa U IK3aMeHa.
OO01mast TpyJ0€MKOCTh OCBOSHUS TUCHIHUIIINHBI COCTABISET § 3a4eTHHIX eAnHuI, 288 yacos.



