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1. IlosicHUTeIBLHAHA 3aMUCKA

1.1. Ilean u3amauu JUCHUILIHHBI
Henr  gucoummuasr —  lleas

I[OKYMGHTOO6pa3OBaHI/I$I, CKIIaJbIBaAHUA W PpPa3BUTHA CUCTCM JOKYMCHTAllUM, TCOPCTUUCCKHUX U

JUCHMIUIMHBL ~ —  HM3yYeHHE  3aKOHOMEpHOCTEe
MPAKTUYECKUX MPOOJIEM CO3MaHUsI JOKYMEHTOB OpraHaMH TOCYJapCTBEHHOW BIIACTH, MECTHOTO
caMOyMpaBlieHUS U OpraHU3alUIMHU 000N OpraHU3aIIOHHO-TIPABOBOM (DOPMBI.

3agauu AUCHMILINHBIL:

— TIOKa3aTh B3aUMOCBS3b MH(OPMAIIUU U IOKYMEHTA;

— TPOCIEIUTh HBOJIONHMIO JIOKYMEHTa, KaK HOCHUTENS HH(POPMALUHU, Pa3BUTHE CIIOCOOOB
JOKYMEHTHUPOBAHUS U MaTepuaioB uid pukcanuu nadopmanmu;

— TpOaHAIM3UPOBATh MPOIIECC CKIAABIBAHUS U Pa3BUTH POpMYyIIsipa TOKYMEHTa;

—  TPOAHAIM3UPOBATH MPOIIECC CKIIAJABIBAHMS U PA3BUTUS CUCTEM JIOKYMEHTAIUU;

— BBISABUTHh W MOKAa3aTh TCHICHIWHM yHH(DHKAIMK, CTAaHTAPTU3ANMHA W KIAaCCH(PUKAIUUA KaK
OTJENbHBIX (POPM TIOKYMEHTOB, TaK M CUCTEM JOKYMEHTAIINH B LIEJIOM;

— TI0Ka3aTh COBPEMEHHbBIE TPEOOBAHUS K COCTABJICHUIO U O(OPMIICHUIO IOKYyMEHTOB;

— TIPUBUTH HABBIKM aHAJIU3a JIOKYMEHTA;

— TPUBUTH COCTaBJICHHUS JIOOBIX BHIOB JOKYMEHTOB

HaBBbIKH U TPOCKTHPOBAHUA

YHUPHUITUPOBAHHBIX CUCTEM nH(pOPMaLIMOHHO-

bopm

,HOKYMGHTaHHOHHOﬁ CHUCTCMBI YUYPCIKICHUS B LICJIIOM.

JAOKYMCHTOB, AOKYMCHTallun u

1.2. IlepeyeHb NJAHUPYEMBIX pPe3yJbTATOB O0YYeHHMsl IO JMCHHUILUIMHE, COOTHECEHHBIX C
MHIMKATOPAMHU 10CTHKEHHUS KOMIIeTeHM i

Kommnerenuuns Nuauxaropsl PesyibTarhl
(K0 1 HAUMEHOBAaHUE) | KOMIETeHIUH o0yueHmust
(K01 ¥ HANMEHOBAHUE)
OIIK-2. Cnocoben OIIK  2.3. Pemaer 3HaTh: oTpaciu
HaXOJUTh  OpPraHU3AIMOHHO- | YIIpaBIEHYECKHE 3a/ladyd B | MpaBa, HUCTOPHIO ux
yIIpaBJICHYECKUE PEIICHUS TIpH | chepe  JTOKYMEHTAIMOHHOTO | (JOPMUPOBAHUS U PA3BUTHS B

pelieHuu 3a1a4 B cepe cBoeit
npo¢ecCuOHAITBHON
NeSITeNIbHOCTH;

obecrieyeHus yOpaBieHUs U
apXUBHOTO JIeNa;

Poccun

YMeTh: UCIIONIB30BATh
3HaHUS B 00JacTH TpaBa U
IIPaBOBBIE pecypehl B
npodeccHoHaNBHOM
JIESITSIIBHOCTH

Bnaners: HaBbIKaMu
MOWCKAa W  WCIIOJIh30BAHMS
paBoBOM HMHGMOPMAIMH IS
pelreHus 3a/1a4
npodeccHoHaNbHOMI
JIESITSIIBHOCTH




OIIK-3. Crniocoben OIIK 3.3. Hcnonb3yer 3HAaTh: OCHOBHBIE
OPUMEHATh  TEOPETHYECKHE | B3aUMOCBSI3U METOIBI " cpencTBa
3HaHUA JJIL pemicHusd | JOKYMCHTOBCACHU A " | OPpOBCACHUA TCOPCTUYCCKUX
MOCTABJICHHBIX 3amaq B | apXMBOBEACHUS CO CMEKHBIMH | HCCIICIOBAHUI
obiactu AOKYMCHTOBCACHUA U | HAYKaMU n HAay4YHbIMU YMeTh: INPHUMCHATH
apXMUBOBEJCHNUS; JTMCHUIITMHAMU; HOJy4YEHHbIE TEOPETHUECKHE

SHaHUA IJid PCIICHHA 3aJad
npodeccruoHaIbHON
JeSITeTbHOCTH

Bnaners: HaBbIKaMu
MMPOBCACHUA TCOPCTUUCCKUX
UCCIIC/IOBAaHUI B paMKax
00pa3oBaTeNIbHOTO TIpolecca

u nalpHenmen
npodecCHoHATBLHOM
EATENLHOCTH

1.3. MecTo IMCHUILINHBI B CTPYKTYpPe 00pa3oBaTe/ibHON NPOrpaMMbl

Jucuumnuba (Moayib) «JIOKyMEHTOBEIEHHE» OTHOCHTCA K OCHOBHOM uyacTh OJoka
JTUCIUIUIAH Y4eOHOTO TUTaHa.

Jlji OCBOEHUS TUCUUILIMHBI HEOOXOMMbI KOMIETEHIIMH, CHOPMHUPOBAHHBIE B X0JI€ U3YUECHUs
cnenyromux aucuuiuinl: Meropus Poccun XIX — Hagana XX Beka,

B pesynbraTte OCBOEHMS IUCHMIUIMHBI (DOPMUPYIOTCS KOMIETEHLUH, HEOOXOIUMBbIE JUIs
M3YyYEHUS CIEIYIOIUX AMCHUIUIMH U TPOXOXKICHUs Npaktuk: Opranmsanust u texnonorus OV,
KanpoBoe 1e10npon3BoiCcTBo.

2. CTpyKTypa THCHHILIHHBI
OO6mmast TpyJ0éMKOCTh JUCIUILINHBI cocTaBsieT 8 3.e., 288 akajmemMuyeckux daca (0OB).

CTpyKTypa AMCUMIIMHBI JIS1 0YHO-3204HOI (pOpPMBI 00yUeHH S

O0veM auMcUUIUIMHBL B (OpME KOHTAKTHOM paboOThl OOYyYaIOUIMXCSA C MeJaroru4ecKuMu
paboTHUKaMU M (WIK) JUIAMM, TIPUBJIEKAEMBIMH K peaju3aluu 00pa30BaTeIbHOW MpOrpaMMbl Ha
UHBIX YCIIOBHSIX, TP MTPOBEACHUH YUEOHBIX 3aHATHI:

Cemectp Tun yueOHbIX 3aHATHH Komu
9YEeCTBO YacOB
2,3 Jlexun 48
2,3 CeMuHapbI/1a00paTOPHBIE PAOOTHI 48
Bcero: 96

O0beM AUCHUTIIMHBL (MOAYIIST) B (pOpME CaMOCTOSATENbHON PabOThl 00YUYAIOUINXCS COCTABISET
192 akanmemuveckux gaca(oB).

3. Conep:xaHue TUCHUTIIMHBI

Haumenosanue paznena Cognepxanue
JUCHUITIINHBI

Paszoen I Haznauenue 1.1. IIpeamer, coxepxkaHue,  3aaayu
OUCYUNTIUHDL, UCMOYHUKU u | TUCUUTUTMHBI K METOJIbI €€ U3YUCHHUS.




aumepamypa

JoxymeHT - OCHOBHOM O00BEKT
JIOKYMEHTOBETUECKUX HUCCIIEJOBAHUN. Ponn
JIOKyMEHTa B JKM3HHM 4YeJOBeKa U OOIIeCTBa.
JlokyMeHTHI B cdepe mpaBa U ynpasiieHus. Biusiaue
Hay4YHO-TEXHUYECKOM PEBOJIIOIMU HA Pa3BUTHE
nokymeHTa. PasButue Qopmyisipa  TOKyMEHTa.
HayuHo-ucropuueckass ¥ NpakTHYeCKass IEHHOCTh
JIOKYMEHTA. MeToasl HCCIIEOBaHUS
JOKYMEHTOBeTUeCKUX mpobnem. OOIIeHAay4HBIE H
crienuangbHble MeTo/bl. CTaHOBJICHHE M Pa3BUTHE
JOKYMEHTOBEJICHUS KaK HAyYHOW JUCIUTUIMHEI.
CBs13b IOKYMEHTOBEJICHUS ¢ Teopuel nHpopmaiuu,
apXUBOBEICHHEM u HCTOYHUKOBCACHHEM.
Hcnonbs3oBaHne JOKYMEHTOBEIACHUEM JIOCTHIKEHUN
nH)OPMATUKH, WCTOPHYECKON  HayKu, I[IpaBa,
JIUHTBUCTUKH, TEOPUH YIIPABICHUS U JPYTHUX
HAyYHBIX IUCIHHIUIAH. PONb JOKYMEHTOBEICHHUS B
COBEpPIIIEHCTBOBAHUH MPOIIECCOB YIPABICHUS.

1.2. UcTouyHuKHU U TUTEpaTypa

3aKOHO/JATENbHbIE  AKThbl, = HOPMAaTHUBHBIE
marepuansl XVI — nHau. XX B. [IuCbMOBHHKH.
Metonuueckne pa3paboTku. PykoBoacTtBa 1o
JIEJIONPOU3BOICTBY.

38.KOHOI[3.T6J'IBHBI€, IIpaBOBBIC AKThI u

HOPMaTHUBHO-METOINYECKUE JIOKYMEHTBI
Poccuiickoi denepanuu. Koncturynus
Poccuiickoit denepanuu. Konexcnt PO,
KOHCTUTYLIMOHHBIE U (peiepalIbHbIE 3aKOHBI, YKa3bl,
IlocTanoBneHus [IpaBurenbcTBa u HHBIE
HOpPMaTUBHbIE  JOKYMEHTHL.  ['OCylapcTBEHHbIE
CTaHapTHI, HOPMaTHBHO-METOINYECKUE

JIOKYMEHTBI — PETJIaMEHThI, PAaBUIIa, HHCTPYKIIUH U
np. Ilepmommueckme  m3ganus.  CripaBOYHBIE
nu3nanus. Jlureparypa.

Pazoen 2 Jlokymenm, eco
@dynryuu u cnocobwl
OOKYMEHMUPOBAHUSL

2.1. IToHsATHS «MHPOPMALIU» U «TOKYMEHT»

[TonsTust «uHbOpPMALIUA» U  «JTOKYMEHT».
CBs3p  uHpoOpManMu U JOKyMeHTa.  Poib
nH(pOpMallUd B COLUAIBHBIX U HKOHOMHUYECKUX
nporeccax. MHdopmarus Kak OCHOBa MNPHUHATHSA
YIPaBIEHYECKOTO PEIICHUS.

Bo3HukHOBEHME JIOKYMEHTA, ero
Ha3Ha4YCHHUE. ITonsiTue «IOKYMEHT», €ero
TpaHcopmanus. JJokyMeHT - 00BEKT UCCIIEeTOBaHUS
TEOPETHUYECKUX M  INPUKIAOHBIX  JUCLHUILIUH.
[TpaBoBoii, YIPaBJICHYECKHI HWCTOPUYECKUI
acCIeKThl B ONpeleTIeHUN JOKymeHTa. Pacmupenue




MOHATUS «IOKYMEHT» C pa3BUTHEM HAayKd H
TeXHUKU. [lOHATHE «AJIEKTPOHHBIM JOKYMEHT».
OnpeneneHue JOKyMEHTa B TOCYJapCTBEHHBIX
CTaHJapTax. [TonsiTne «JIOKYMEHT» B
JIOKYMEHTOBE/ICHUH.

3aKkoHOJATeIbHBIE aKThl 00 0053aTEIBHOCTH
JOKyMEeHTHpoBaHUs  uH(popmanuu. Ha3Hauenue
JTOKyMEHTHOW uH(popMaru. DakTopbl, BIUSIOLINE
Ha UHOQOPMALMOHHYK LEHHOCTb JOKYMEHTOB.
3aBHCUMOCTh LIEHHOCTH MH()OPMALUU OT IMOJIHOTHI,
00BEKTUBHOCTH, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH
neperayd M IOJIyYEHHs, HEPUOAUYHOCTH WIH
4acToThl nepenayv. OnepaTUBHAs U UCTOPUYECKAsS
(peTpocriekTUBHAs) TOKYMEHTHass MH(OpMAIHs KakK
enrHas MH(pOpMalMOHHAas CUCTEMA.

2.2. OyHKIUYU TOKYMEHTOB

[Tonsitue «pyHKIMS JIOKYMEHTAa.
3aBUCHUMOCTb  IIOHATHSA  <«JOKYMEHT» OT  €ro
GbyHKIHH. 3HaueHue W3Yy4YECHUs byHKIUN
JOKYMEHTA. NudopmannonHas byHKUMA

JOKYMEHTa KaK CpEJCTBO  3aleyariieHuss |
coxpanenus uHpopmanuu. ConumanbHas (QyHKIUS
nokymeHnrta. KynbrypHas QyHKIUS JOKYMEHTA.
KommyHukaTiBHAass ~ (QYHKIHS  KaKk  CPEICTBO
nepenayn vHGOpMaIHH.

VYnpasnenueckast GyHKIUS U €€ 3HAUCHUE B
opraHuzanuu ynpasieHus. IIpaBoBas ¢yHKuuS.
Oynknpa  yuera. @DyHKOMA  JAOKYMEHTa  Kak
HUCTOPUYECKOr0 HUCTOYHHUKA. DYHKUHUHU IOCTOSHHO
neiicTByromue U (QyHKIMK onepaTuBHble BiusHue
GyHKUIMH ~ JTOKyMEHTa Ha  €ro  CTPYKTYpYy.
[HonndyHKIIMOHATIBHOCTD TOKYMEHTA.

2.3. CrtocoOblI TOKYMEHTHPOBAHUS

3ByKOBas pedb, €€ BO3MOXKHOCTH U
HEJIOCTaTKH B  3aKpeIUICHMM W Iepenaye
nHpopmanuu. [IpeaMeTHbII U 3HAKOBBIA CHOCOOBI
nepegaun  cooOmenuil.  [lonstTne  «cmoco6»
JNOKyMEHTUpoBaHusA.  Mcropuueckuil — xapaxkrep
JOKYMEHTOB M JOKYMEHTHUPOBaHHUA.  OTalbl
Pa3BUTHS CITIOCOOOB TOKYMEHTUPOBAHHUS.

HauepraTenpHblii croco0 3akperyieHus u
nepeaadn nH(popMaLuu. TexkcroBoe
nokyMeHTHpoBaHue. [lukTorpapuueckoe mucpbMo u
ero ocoOeHHocTu. Jlororpaguueckoe MHCHMO
(upeorpaguyeckoe MHCbMO), €ro JOCTOMHCTBA M
HegocTaTku. [IpumMeHeHHe NHKTOrpapuueckoro u
jororpaMueckoro MHCbMa B HACTOSIEE BpeMsl.




CrnoroBoe nmucbMo. Bo3HUKHOBEHHE (POHETHIECKOTO
(6ykBEHHOTO) THUCHMA.

PazBute rpadukum  pycckoro - muchMa.

Crenorpadus. [Ipumenenue TEKCTOBOT'O
JOKYMEHTHPOBaHUS.
TexHuueckoe JOKYMEHTHPOBaHHUE.

OCHOBHBIE TpPYIIbl TEXHUYECKOW JOKYMEHTAIUH.
Buapl  texHuueckmx ~— JmOKyMeHTOB.  OOmactu
MIPUMEHEHHUS TEXHUYECKOTO JJOKYMEHTHUPOBAHUSI.

DOTOI0OKYMEHTUPOBAHHUE. 3HayeHue
¢dororpaduu kak crnocoda pukcanuu UHHOPMAIHH.
[Ipumenenue HoTOJOKYMEHTOB.

KunonokyMeHTupoBaHue. [Tonsitue
«KUHOJOKYMEHT). Buner KHUHOJIOKYMEHTOB.
Buneosamnuce.

POHONOKYMEHTHUPOBAHUE. Ero

0COOEHHOCTH, 00JIaCTH IPUMEHEHHUSI.

JlokyMeHTHUpOBaHue c [IPUMEHEHUEM
WH(GOPMAIIMOHHO-JIOTHYECKUX MAIIINH.

CoBpemeHHbIE CIIOCOOBI TOKYMEHTUPOBAHUS
C UCIOJIb30BaHUEM HOBBIX TEXHOJIOTIHH.

2.4 MatepualibHbIe HOCUTEIIN HHpOpMaIUu

Hocutenu  undopmanuu.  [IpeBHeiimmue
MaTepuaisl JUisl TucbMa Marepuaisl i MHCbMa B
IMepenneit  A3um  (KJIMHONHUCHBIC  TaOJIUYKH).
N3rortosnenue " IPUMEHEHHE nanupyca.
Wcnonb3oBaHue A mUcbMa NeprameHTa, OepecTsl
U Japyrux marepuanoB. M3o0pereHue Oymaru, ee
JOCTOUHCTBA,  OOYCIIOBHBILIME  IIOBCEMECTHOCTb
pacnipoctpaHeHus. BopsHble 3Haku (puiaurpanun).
CpenctBa u opyaust NMUCbMa U HMX BIMSHHME Ha
pa3BuTHE rpauKy NHChMA.

Marepuaibt JUIS TEXHUYECKOTO
JOKYMEHTUPOBAHUS. Marepuainst JUTSt
(OTOKMHOJJOKYMEHTHPOBAHMUS. Buneorpammsl.
Marepuainst JUTS (OHOJJOKYMEHTHPOBAHUS.

KOMHLIOTepHLIC HOCUTCIIHN I/IH(I)OpMaL[I/II/I. Bnusuue
HOCUTECIIA I/IH(l)OpMaHI/II/I Ha JOJI'OBCYHOCTh H
CTOUMOCTb JOKYMCHTA.

Pazoen
O0OKyMeHma

3

Ipusnaxu

3.1. OpurvHajIBHOCTH JOKYMEHTA

IlonsiTne opurnHama, TPU3HAKKM OpPUTHHAJA.
YMHOXKEHHbIE OpUTrHHANIbl. YepHOBUKU U OEJIOBUKU




TEKCTOBBIX JOKYMEHTOB. ABTOrpadsl. Penmakiuu.
OpurnHasibl KHHO U (POTOAOKYMEHTOB. OpUTHHAIIBI
(hOHOTOKYMEHTOB. Opurunaisl TEXHUYECKUX
JOKYMEHTOB, OPUTHUHAI IEKTPOHHOTO TOKYMEHTA.

[Tonsatne «nogmunHuk». IloanuHHBIE U
MOJUTOKHBIE JTOKYMEHTBI. Buabl danbcudukanmm
JOKYMEHTOB. danscuduxanus COJIep KaHusl.
NHuTtepnionsauys Qanbcuduranus cocTaBa
yIIOCTOBEpEHHMs1, OJIaHKa.

3.2. KonuiHOCTh JOKyMEHTa

[Tonsatus «xonus». Mctopuueckoe pa3BUTHE
Komuid. Busbl Komuid, onpeaensieMbie Crioco0oM HX
BocrpousBenenus. Komnuu, paznuyumele 1o crnocoOy
ux ynocroBepenus. [lopsaok odopmieHus: KoOmuii.
IOpunnueckas cuiia kormii. [lyonukar.

Pazoen
00KyMenma

4

Cmpykmypa

4.1. ®opmyJisip JOKYMEHTa U €ro COCTaBHbIE
4acTu

Ilonsitne  «pexBusur». llocrosHHBIE W
nepeMeHHble pekBU3UTHL. IloHATne «dopmymspa
JIOKYMEHTAaY. OcobeHHocTH dbopmyisipa
JOKYMEHTOB, IOJIYYEHHBIX PA3JIMYHBIMU CIIOCOOaMHU
JOKYMEHTUPOBAaHUS (TEKCTOBBIMU, MAIIUHHBIMH,
KHHO-, ¢dboto-, ¢dhoHoO-, TEXHUYCCKUMH ).
WNHnuBunyanbHbIN U THIIOBOM bopmysip
nokymenta. @opmynsp — oOpasen, ero 3ajgadd B
yHUpUKaUU TpeOOBaHUM K PEKBU3UTAM JIOKyMEHTa
U UX PacIOJIO0KEHUIO.

4.2. Co3manue W pa3BUTHE TPATUIMOHHON
(hopMbI TOKyMEHTa

®opmymsip TekctoBoro gokymenta XVI -
XVIl BB. BiusHue Tpamuuuii W 3aKoHa Ha
cKJagpiBaHue Qopmyisipa gokymeHTa. Crnernuduka
o003HaYeHHUs] HAMMEHOBAaHUSA BHUAA JIOKYMEHTA,
yKa3aHWE aBTOpa H COCTaBHUTENA JIOKYMEHTA.
O6o3nauenue azapecata. OCOOCHHOCTH TaTHPOBKU
JOKyMEeHTa. MecTto H  Xapakrtep  MOANHUCEHN
JIOKYMEHTA, «CIPaBbl» M «IPUIIKACKH», aBTOpPCKas
noanuchk. Buael neuareit. OTMETKM Ha IOKYMEHTAaX.
TpaIuLIMOHHO CIOXKMBIIASICS CTPYKTypa TEKCTa M
OCOOEHHOCTH H3JIOKCHHS COJEPIKAHUS PA3THIHBIX
BHJIOB JOKYMEHTOB.

dopmysip TekctoBoro nokymenta XVIII B.

33KOH0)13T6J'II)HLIG N HOPMATHUBHBIC AKTBI O
COCTaBJICHUU U O(I)OpMJ'IeHI/II/I JOKYMCHTOB. Bausnue
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HEpapXUU «BJIACTEH U MECT» Ha pa3BUTUE BUIOB U
pasHoBuaHOCTEH. OO03HaUEHNE aBTOpPA U €T0 MECTO
B (hopMyJIsipe TOKyMEHTA.

Texcr mokymeHrta. Ponb 3aKOHOAATETBHBIX
akroB  XVIII B, B yHupUKanmuum  TeKcTa
OTIpE/ICIICHHBIX BHUJIOB JIOKyMEHTOB. [IMCHMOBHHKH,
cOOpHUKH O00pa3lOBBIX TEKCTOB. 3arojiOBOK K
TEKCTY, ero Ha3HaueHue u mecto. Ckpena. [leyarn u
MpaBUja TMOJb30BaHUA WUMH. OTMETKH, WX BHIBL,
Ha3HA4YEHHUE U MecTO B hopMmyIisipe.

®opmyisip TekctoBoro gokymenta XIX -
Havaima XX BB.

PernamenTamusi 3aKOHOJATENTbHBIMU aKTaMU
MOpsiZIKa COCTABJICHUS M OGOPMIICHUS JIOKYMEHTOB
O6o3HaueHue BUja, aBTOpa JOKYMEHTOB, UX MECTO
B (hopmysipe. [losBienue 6manka.

OcoOeHHOCTH aJipecoBaHUs JOKYMEHTOB U
opopmnenne pmatel. V3MeHeHHWEe B MOpSIKE
opopmieHus ~ MOANMCH  PaA3IMYHBIX  BUJAOB
noKymMeHTOB. lIpocraBienne mneuarei. Xapakrep
OTMETOK Ha JIOKYMEHTaXx.

CrpyKkTypa TeKcTa JI0KyMEHTa.

Oob1erocyrapcTBeHHas yHU(UKanus
JOKYMEHTOB U CTPYKTYpPbI TEKCTOB.

4.3. Dopmysp YIPaBIEHYECKOTO
nokymeHTa XX-XXI BB.

BOHpOCI)I AOKYMCHTHUPOBAaHWA, COCTABJICHUA
1 ohopMIIeHUs] JOKYMEHTOB B 3aKOHOJATEIbHBIX U
HOPMATUBHBIX aKTax. YHI/I(l)I/IKaIII/ISI AOKYMCHTOB.
BuyTpusunoBas yHUpUKALUS. Pa3Butne
yHUOUKALMK M CTaHAApPTU3alUU  JOKYMEHTOB.
l'ocynapcTBeHHble CTaHAApThl HA  JOKYMEHTBI.
Oco0eHHOCTH OpraHu3alMOHHO-PACTIOPSIUTENbHBIX
JIOKYMEHTOB. IocCrt P 7.0.97-2016
«OpraHu3aoHHO-PACTIOPS TN TETbHAS
nokyMmeHTanus. TpeOoBaHus Kk  odopMIeHHIo
JAOKYMCHTOB). PexBU3UTHI JOKYMCHTOB,
nepeuncisiemble B «lIpaBunax nenonpous3BoJCcTBa B
(dbenepalbHBIX OpraHax HUCIOTHUTEIBHONW BIACTH» U
“MeToM4ecKuX peKOMEHJAIMs IO pa3paboTke
MHCTPYKLHN MO JIeTONPOU3BOJICTBY B (hefepaabHbIX
OpraHax UCIOJHUTEIIbHON BIaCTH .

bnank noxymenta. Buapl OmankoB. CoctaB
0JIaHKa, TIOPSAJIOK PACIIOJIOKEHUS PEKBU3UTOB B
Onanke. brmaHku ¢ yriaoBeIM W TPOAOIHHBIM
paCONOKEHUEM PEKBU3UTOB. [IpaBuna
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KOHCTPYUPOBaHUS OnmaHka. bnanku C
n300pakKeHUEM TOCYJIapCTBEHHOTO Tepba u repda
cyOBeKTa Qemaeparium.

ABTop nokymenta. Ilopsimox o6o3HadeHus
HAaMMEHOBAHMS OpraHU3alMU-aBTOpPa JOKYMEHTA.
CropaBounble JnaHHBIE 00 aBTOpe, HMX COCTaB,
pa3MenieHre Ha  OyiaHke. ABTOpBI  JIMYHBIX
nokyMmeHToB. Iloamuch, mnewyaTb Kak IIPU3HAKU
aBTOpa.

Bun nmokymenrta, ero pasButue. Bujsl
JIOKYMEHTOB, OIpEC/sieMble 3aKOHOIATEIbHBIMU U
HOpPMAaTUBHBIMU akTaMu. CBs3b BUIOB JOKYMEHTOB
u  GyHKUMH  ynopaBieHHA.  YKa3zaHMEe — BUJAA
JIOKYMEHTA, €r0 MECTO W Ha3HadeHHe B (HopMyJisipe
JOKYMEHTa. 3aBUCUMOCTH ()OPMBI IOKYMEHTA OT €T0
BHJA.

O6o3HaueHue ajzpecara. [IpaBuna
HAIMCaHUA aJpecaTta U MECTO yKa3aHHMs ajpecara B
bopmynsipe  nokymeHTa.  Otpaxenue  cepbl
JNEUCTBHs JTIOKyMeHTa B ero aznpecare. I[lopsgok
opopmieHus  JOKyMEHTa C  HECKOJBbKUMU
anpecaramu. [lopsmox ohopMICHHS IOYTOBOTO
azpeca.

Jara nokymeHTa. 3HaueHHE JAaTUPOBAHUS
JOKyMeHTa.  ABTOpCKHE JaThl  (COCTaBIIEHHE,
MOAINKCAHUE), AaThl, OTHOCALIUECS K COAEPKAHMIO.
JlaTel, XapakTepu3ylolMe 3jeMeHTa (opMmysipa.
Jatsl o0paboTKu JIOKYMEHTOB. [Topsimox
odopmIileHus Jart.

Cocras YIAOCTOBEPEHHUS JOKYMEHTOB.
Ha3nauenne noanucanus nokymeHToB. IlpaBuia
MOANKACH JOKYMEHTOB DPa3JIMYHBIX  KaTErOpHil.
Mecro moamucu B Qopmyisipe  TOKyMEHTA.
OnekTpoHHas noamuch. OTMeTKka 00 3JIEKTPOHHOM
MOJIITHCH.

Ilewvatn m mx Ha3HadeHWe. Buapl medaTeid.
l'ocynapcrBeHHas repOoBast 1e4yaTh.
3aK0HOJATEILCTBO 00 N3TOTOBJICHUH u
MOJIb30BaHUM TMeyaTsaMU. [lopsimok mpocTaBiaeHUs
OTTHCKA TIeYaTH Ha JIOKYMEHTaXx.

VYTBepxknenue  JokyMeHTOB.  CrocoObl
ytBepxkaeHus. CoctaB  rpuda  yTBepXkIeHus,
NOpsIOK ero opopmiieHHus, MecTo B (opMmyisipe
JIOKYMEHTA.

CornacoBanue nokymeHTa. [lopsaok u BUIbI
cornacoBanusi. Busbl u rpud cormacoBaHusi, HX




12

oopmienue, mecto B GopMyJIIsipe JOKyMEHTA.

Otmerkn Ha pokymeHtax. Wx ponab B
MPOXOXKJICHHHA M WCIOJHEHUU JOKYMEHTa, MECTO B
dopmynsipe  nokymenta. Ocoboe  Ha3HAYCHHE
PE30IIOINH (ykazaHus o UCTIOJTHEHUIO
nokymMeHTa). TpeOoBaHMe K  COACpXKAHUIO U
oopmiennro. OTMETKH O B3SITHU JOKYMEHTa Ha
KOHTPOJIb, UCTIOJIHCHUN JOKYMCHTA U 1P.

4.4. Texct JOKyMEHTa

ITonstHe «TEKCT JIOKYMEHTA npu
Pa3IUYHBIX criocobax JIOKYMEHTHUPOBAHUS.
Cuenapuidi moarotToBku jaokymeHrta. CopaepskaHue
MPOCTBIX U CJIOKHBIX JOKYMEHTOB.

[Topsimok M3MOXKEHUs TEKCTa JOKYyMEHTA.
TpeboBanust 4YETKOCTM U SICHOCTH  TEKCTa
nokymeHTta. Jloruueckass — CTpyKTypa  TEKCTa.
B3aumocBs3p comepkanus U (Gopmbl JOKYMEHTA.
dopmanuzaius TEKCTa JOKyMEHTA.

OnemeHTbl TekcTa. [loHATHE «3aroJI0BOK»
(HaMMeHOBaHUE JIOKYMEHTA). Haznauenue
3arojioBKa, €ro Mecto B (opmyssipe IOKyMeHTa
[Ipuiio>keHus K TEKCTY U MOPSIIOK UX 0hOPMIICHHS.

4.5. YHudukanus Tekcra Jo0KyMeHTa

VYHudukanms AOKyMEHTa Kak OJHO U3
HaIpaBJICHUN ero COBEPLICHCTBOBAHMS.
[Ipennoceuiku yHudukanuu. Metosr yHUpUKAIIH.

VYHuukanus cTpyKTypbl TeKCTa. DJIEMEHTbI
¢bopmanuzamuu.  DopMann30BaHHBIA  XapakTep
TEKCTOB YYETHOM JOKyMEHTauuH. YHUUKAIUS
S3BIKOBBIX cpeicTB. DOpMbI YHUDUKAIIMN: TUIIOBOH,
TpadapeTHBIM TEKCTHI, TaOIHUIA, aHKETa, rpaduku,
arpammsl.

Pazoen
O0oKyMenmayuu

5

Cucmemoi

5.1. CxnazpIBaHHE CUCTEM JIOKYMEHTAIUH

IlousTue «CHUCTEMA AOKYMCHTAlUN)).
HpI/ISHaKI/I CUCTCMbI NOKYMCHTAIUH. OcHoBaHus
KHaCCHq)HKaHHH CHUCTEM JOKYMCHTAIIU.

Ucropuueckas 00yCIIOBIICHHOCTh
¢dbopMupoBaHust cucteM IOoKyMeHTanuu. CHUCTEMBI
JOKYMEHTAllUH  YUPEXKACHUU JTOPEBOIIOLIMOHHOMN
Poccum.

Pa3zButue CUCTEM AOKYMCHTallUU Ha
COBpPCMCHHOM JTallc. KauecTBeHHBIE H3MEHCHUS
COCTaBa U COACPKaHUA CUCTEM JOKYMCHTAIIUU.
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l'ocynapcTBeHHas cucrema JOKYMEHTALUU.
QOYyHKINOHAIbHBIE CUCTEMBI JIOKYMEHTALUH,
BEJIOMCTBEHHbBIE CUCTEMBI UJIK OTPACIIEBBIE CUCTEMBI
JOKYMEHTALUA U UX B3aUMOCBS3b.

5.2. YHudumupoBaHHbie CHUCTEMBI
JOKYMEHTAIU!

[Tonsatne  «yHUHUIMpPOBaHHAs  CUCTEMA
JOKyMeHTauun». Pa3paborka yHH(UIIPOBAHHBIX
CHCTEM JIOKyMEHTAIIUY - HOBBIM 3Tall B YHU(PHUKAIIUN
U CTaHJIApTHU3alUM JOKYMEHTOB. XapaKTEepPHCTHKa

yHU(PUIIPOBAHHBIX cucTeM JIOKYMEHTAaLUH.
I'ocynapcrBeHHbIE CTaHJAPTHI Ha
yHU(pUIIPOBAHHBIE CUCTEMBI. OneiT

MCH(EYHaPOHHOﬁ CTaHAapTU3alMUu JOKYMCHTOB.

[TpoexTrpoBanre yHU(DUIIUPOBAHHBIX (HOPM
JTOKYMEHTOB. Meron cozieprKaTeIbHON "
(bopmanbHON YHU(UKAIIH.

Peructpanuss  yHHQHUUUPOBaHHBIX  (opM
IOKyMeHTOB. [lopsiiok BBeneHHs B JICHUCTBHE
yHHU(PUIUPOBAHHBIX (OPM TOKYMEHTOB. AJIBOOMBI
($opM yHUDHUIMPOBAHHBIX JOKYyMEHTOB.

PernamenTanus cocTaBa BUJIOB u
Pa3HOBUIHOCTEH  JIOKYMEHTOB  OIPEIECIEHHOTO
KOMIUIEKCa Mo 3ajadyaM ympasieHus. Tabens (opm
JIOKYMEHTOB.

Paszoen 6 Opeanuzayuonno-
pacnopsoumenvhbvle u
UHGOPMAYUOHHO-CHPABOUHDBLE
O0OKYMeHmbl

YHuduuupoBaHHast cucrema
OpraHMU3alIOHHO-PACIOPSAUTEIBLHON
nokyMeHTauu. OCOOEHHOCTH CHCTEMBI, €€ COCTaB.

OpranuzanuoHHbIe JIOKYMEHTHI.
[lonoxeHns, ycraBpl, pErJaMEHTbl, WHCTPYKLUH,
nmpaBmwia u Ap. TpeOGoBaHUs K WX COCTABICHUIO H
0(pOpMIIEHHUIO.

PacnopsiautensHbie JIOKYMEHTBHI.
[TocranoBnenus, pelieHus, IIPUKa3bl,
pacniopsbkeHusi, ykazaHua u Ap. llopsgoxk ux
cocTaBJeHHs U 0)OPMIICHHS.

HupopMalinoHHO-CIIPaBOYHbIE JOKYMEHTHI:
AKThI, CIIPpaBKH, OOKJIAAHBIC U OOBSICHUTEIILHEIE
3aMMCKH, MHUChMA, TEIEeTPaMMBbl, Tele(hOHOTPAMMEI.
Hx cocraBnenne u ohopmiieHHE.

OcobenHoctu  odopmIIeHUST IeATEITHHOCTH
KOJUJIETHAJIBHBIX OPraHOB.

Paszoen 7
Cogepuiencmaosanue

7.1. Perimamenranus MPOLECCOB
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OOKyMeHmal{uOHHblx npoyeccoes

JOKYMEHTOOOpa30BaHHS

HeobxoaumocTh peryinupoBaHus Ipoliecca
JTOKyMEHTOOOpa3oBaHus. BeISICHEHHE U yCTpaHEHHE
IPUYMH HEONPaBJAHHOTO BO3PACTaHUA BHUJIOBOIO
pasHoOOpazust KOJIMYeCTBa  JOKYMEHTOB.
VYcranoBneHue 000CHOBAHHBIX KPUTEPUEB CO3AAHUS
JIOKYMEHTOB. DaKTOpHI, ONpPEACIISIIOIINE
HEOOXOUMBI KOMIUIEKC JOKYMEHTOB. Tumm3arus
dhopm JIOKYMEHTOB. Pazpabotka Hay4YHBIX
KOHIICTIIMH MeXoTpaciaeBol yHuUKauuu QGopm
YIpaBJICHUYCCKUX JTOKyMeHTOB. Co3maHue OaHKOB
JIAHHEIX.

IIpaBoBoe peryiupoBaHue nporecca
JOKYMEHTOOOpPa30BaHuUS. dopmbl IIPaBOBOIO
peryaupoBaHusl.

7.2. Vcnoabp30BaHUE HOBBIX TEXHOJIOTHH B
JIOKYMEHTUPOBAHUH

BnusHue — BHeApeHUs  BBIYMCIUTEIIBHOMN
TEXHUKU Ha 00pa3oBaHUE JOKYMEHTOB. JJOKyMEHT B
anekTpoHHoW  ¢opme. [Ipobrema  mpaBOBOTO
peKUMa JIOKyMEHTa, CO3JaHHOTO B 3JICKTPOHHOM
¢dhopme. OCOOCHHOCTH COTJIACOBAHUS W ITOAIMHCAHUS
AJIEKTPOHHBIX IOKYMEHTOB.

OcoOenHoctu co3nanusi U OhOPMIICHHS
JIOKYMEHTOB Ha KOMIIBIOTEpE: HCIOJb30BaHUE 0a3

JIAHHBIX, CO3/1aHHE 11a0JI0HOB, TEKCTOBBIE
pPEMaKTOPBI, CIOBAapH, IPOBEPKA TPAMOTHOCTH U
optdorpadumn. CoBpemeHnHoe MPOrpaMMHOE
o0OecIieueHue.

Pa3BuTne cucrtemsbl nepenayud HHpOpMaLMU
Bo3moxkHOCTH ~ 6€3/10KyMEHTHOTO oOMeHa
nH(popmanuen B ynpaBiIeHHUH.

Pazoen 8. Hayuno-
ucmopuyeckas U  NpaKMu4ecKas
YeHHOCMb OOKYMeHma

[lonsTus: «ICHHOCTH AOKYMCHTa»,
«IKCIICPTHU3a LHECHHOCTHU). Bo3auknoseHne
OKCIICPTHU3BI. Bpra60TKa IMPUHIIUIIOB U KPUTCPHUCB
OICHKHU ICHHOCTU JOKYMCHTOB.

Buemnsa u BHYTPEHHSA KpUTHKA
JOKYMEHTOB. AHallu3 aBTOPCTBA, BPEMEHHU, MECTa
BO3HMKHOBEHMM JOKYMEHTa. AHalIW3 CoJepkKaHUs

JIOKYMEHTA. JlocToBEpHOCTH " LIEHHOCTH
JIOKYMEHTA.

JIoKyMeHTBI c ITOBTOPSIFOLIENCS
uHpopMaImen. Bunst IIOBTOPSIEMOCTH:
nyOJeTHOCTh, MOTJIOUIEHHOCTh, CYMMHPOBAHHE,
BApUAHTHOCT, pedepupoBanue. O6ume

3aKOHOMCPHOCTH, OHNpCACIAIONIME BO3HHKHOBCHHC
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JIOKYMEHTOB C MTOBTOPSIONICHCS nHpOpMaLen.

3HAYUMOCTD SIBJICHUH, COOBITHIA, (DAaKTOB B
MIEPBUYHBIX u BTOPUYHBIX JIOKYMEHTaX,
COOTBETCTBHUE COJIECpKAIIEHCS B HUX HH(MOpMAIIUU
OCHOBHBIM WJIM  BCIIOMOTATEJIbHBIM  (DYHKIIHAM
YAPEKICHUS. KOpuanueckas cuia 3TUX
JIOKYMEHTOB. Xapakrep MTOBTOPSICMOCTH,
MEPUOJUIHOCTh 00pa30BaHuUs JOKYMEHTOB.

Bri0opouHas orjeHKa JOKYMEHTOB.

CrienpanpHble KpPUTEpUU OLEHKH Hay4yHO-
texuudyeckoit gokymentanuu (HT). Wzyuenue
BHYTPEHHEI'0 COCTaBa JOKYMEHTa IO IpobiemMam
(temaM) u MozensiM (KOHCTPYKLUHAM) 3HadeHUE
Hay4YHO-TEXHMUYECKOW uAed. 3HAYUMOCTh OOBEKTa
JUISL SKOHOMHKHU. YHMKAJIBHOCTb COOPYKEHUSI WIIU
KOHCTPYKLIUH.

Kpurepun IIEHHOCTH
KHHO(OTO()OHOTOKYMEHTOB. OCOOCHHOCTH OIICHKH
MAaIIMHOYUTAEMBIX JIOKYMEHTOB.

Paszoen 9. Kowmnnexco
O0OKYMeHmos

ITonsTne «KOMILIEKCa JIOKYMEHTOB.
IlepBuuHbBIE KOMIUIEKCHI TEKCTOBBIX JOKYMEHTOB U
nx  BuAbl.  KoMIIeKkchl ~ TEXHMYECKMX U
KMHO(OTOJOKYMEHTOB.

CrnoxHble KOMILJIEKCBI. ITonsTus
«JIOKyMEHTAJIbHBI» U «apXUBHBII»  (OHJBI.
Komrnekcel JIOKyMEHTOB YUpEKIACHUN,
OpraHu3alMii ¥ CTPYKTYPHBIX MOJpa3JICICHUM.
JInynble (boHbI. ITonsTne «KOJIIIEKLIAS

JTOKYMEHTOB. [oHATHE «apXUB».

4. (OOpa3oBaTejbHbIe TEXHOJIOTHHU

HanmenoBanue Bunsl OO6pazoBarenbHble TEXHOJIOTUN
pazzena y4eOHOU paboThI
[Tpenmer, Jlexmus 1. BBojaas mexims
coepKaHue, 3aJa4n
Kypca
Camocros
TenbHasi paboTa IloaroroBka k JIeKIuu
HUcTounukn " Jlexmus 1 Jlekuus-Busyanusanus C
nuTepaTypa 1o Kypey MPUMEHEHUEM CIalA-TIPOEKTOpa
CamocTos IloaroroBka k JIEKIUU:
TeapHas pabora — MOHUTOPHHT 3aKOHOJATEIbHBIX
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u HOPMaTHUBHO-METOUYECKUX
HMCTOYHUKOB IO JTOKYMEHTOBEIEHUIO C
HCII0JIb30BaHUEM MPaBOBBIX 6a3
JAHHBIX;

M3yUYEHUE JOKYMEHTOBEIUECKOU
y4eOHOW W HAYYHOU JIMTEPaTypPhl

JlokyMeHT, €ro
byHKIUH, HOHSTHUS
JTOKYMEHT ¥ HH(OpMaIHs

Jleximg 1

[IpakTuue
ckoe 3ansarue 1

Jlekuusa-Busyanusauus c
IIPUMEHEHUEM CIalA-IIPOEKTOpa

Huckyccus

Camocros [loaroroBka K INpaKkTUYECKOMY
TeJIbHas paboTa 3aHATHIO
Crioco6b1 Jlexrus 2 [Ipobnemuas nexkuus
JOKYMEHTUPOBAHHUS u
MAaTepUAIbHBIE  HOCUTEIIN IIpakTnue Huckyccns

nHpopmanuu

CKO€ 3aHsATUE - 2

Camocros [logroroBka K NpaKTUYECKOMY
TeJabHas pabora 3aHITHIO
[Ipuznaku Jlexuus 2 AHanmuTryecKast JIeKIus
JIOKYMEHTA:!
OpUTHMHAJIbHOCTb, Camocros [ToaroroBka K Jekuuu
[IOJJIMHHOCTh, KOMUMHOCTH | TeJIbHAs paboTa -
Dopmysip Jlexkmus 3 Jlexumst c pazbopom
JIOKYMEHTa u ero IIpakTHue | KOHKPETHBIX CUTYyalui
COCTaBHbIE YacTH. | CKOe 3aHsATue — 3
Hcropus pa3BUTHUA MOHMTOPUHT JOKYMEHTOB 17-
dbopMynsipa TOKyMeHTa: Camoctos | 20 BekoB
16-17 Beka, TenpHas pabora -
18 Bek, [loaroroBka K NpaKkTUYECKOMY
19 Bek, 3aHATHIO
20 Bek [Toxroroska k 3auery
Dopmysap Jlexmus 3 Jlexuus-Bu3yanu3anus c
COBPEMEHHOT0 MPUMEHEHHUEM CIIalI-TIPOeKTOpa
YIPaBIEHYECKOIO [TpakTue
JIOKYMEHTA:! MpaBwWia | CKOE 3aHATHE —3 MOHHMTOPHUHT 3aKOHOAATEIbHBIX

odopMmIIeHUsT PEKBU3UTOB

Camocros
TesbHas paboTa -

¥ HOPMaTHUBHO-METOJMUYECKUX aKTOB IO
JOKYMEHTOBE/ICHUIO C MCIIOJIb30BaHUEM
IPaBOBBIX 0a3 1aHHBIX;

OtpaboTtka MPaKTUYECKHUX
HaBBIKOB O()OPMIICHHUSI PEKBU3UTOB

IlogroroBka k MNPaKTUUICCKOMY
3aHATHUIO

TpeboBanus K Jlexmus 3 Jlexuus-Bu3yanu3anus c
TekcTy TOKyMeHTa; CaMOCTOSl | MPUMEHEHHUEM CIANI-TIPOEKTOpa
YHudukanus TesbHas paboTa -
TEKCTa JIOKYMEHTa [ToaroroBka K JIEKIIUU
Cucremsl Jlexmus 4 Jlexuus-Bu3yanu3anus c
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JOKYMEHTAIUH; IIPUMEHEHHUEM CIIalI-TIPOEKTOpa
CKJIaJibIBaHUE CHCTEM, Camocros
yHU(UITUPOBaHHbIE TeNnbHas padboTa [ToaroroBka K nexuuu
CHCTEMbI JOKYMEHTAIUH

OpranuzanyoHHbIE, Jlexuus 4 Jlexuus-Bu3yanusanus c
pacropsuTeIbHbIe U IPUMEHEHHUEM ClIaiiI-IpOoeKTOpa
MH(pOPMAIMOHHO- [TpakTuue

CIIPpaBOYHBIC JOKYMCHTEI

ckue 3ausaTusa 4

CamocTos
TeabHas padbora

Hcnonb3oBanue kelc-MeTona

HO,Z[FOTOBKa K IIPaKTUYCCKOMY
3aHATUIO

CoBue Jlexnus 4
CoBepIleHCTBOBaHUE [TpobneMHuas nexuus
JIOKYMEHTallOHHBIX
MPOLECCOB,
HUCIIOJIb30BaHUE HOBBIX Camocrost IToaroToBka K JICKIIUU
MH(pOPMAITMOHHBIX TeabHas pabora
TEXHOJIOTHH B
JIOKYMEHTHPOBaHUH

Kommekcnr Jleknus 4 [TpobneMHuas nexmms
JIOKYMEHTOB; Hayuno-
HCTOpUYECKas u [IpakTnue [locemienne apxuBa, H3y4YEeHHE
MpaKkTUYecKass  I[EHHOCTh | CKOE 3aHsATHE 4 CJIO’KHBIX KOMIIJIEKCOB Ha MTPAKTUKE
JIOKYMEHTa

Camocros
TeabHas pabora

[logroroBka X NpPaKTUYECKOMY
3aHATHIO
[TogroroBka k 3K3ameHy

B nmepuon BpeMEHHOrO MPHOCTAHOBICHUS TMOCEUICHUS OOYyYalOIUMUCS TOMEIIEHUNH |
tepputopuu PITY mist opranuzanuu yaeOHOTO mporecca ¢ MpUMEHEHUEM SJIEKTPOHHOTO 00yUYeHUs U
00pa3oBaTenbHBIX

JAUCTAHIIMOHHBIX

o0pa3oBarteNbHbIE TEXHOJIOTHHU:

— BHUJICO-JICKIIUH,

TEXHOJIOTUI

MOTYT OBITh  HMCIIOJIb30BAHbI

- OHHaﬁH-HeKHHH B PCKUMC PCAJIbHOTO BPEMCHH,

— DJJICKTPOHHBIC y‘le6HI/IKI/I, y‘-Ie6H]':>Ie HOCO6I/I$I, HAYYHBIC HU3OaHHA B DJJICKTPOHHOM BHJC U

JOCTYT K UHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM PECYPCAM;
— CHCTEMBI JJIs JIEKTPOHHOTO TECTUPOBAHMSI,
— KOHCYJIbTAIlMM C UCIIOJIb30BAaHUEM TEJIEKOMMYHUKAIIMOHHBIX CPEJCTB.

5. OueHka IVIAHMPYEMBbIX Pe3yJbTATOB 00y4eHHs

5.1 Cucrema olieHUBaHUA

Dopma KoHmpona

Makxc. koruuecmeo 6annoé

3a oomy Bcezo
pabomy
Texywuii KOHMPOIL:
- onpoc 5 15 6annos
bannos

CJICAYIOIINC
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-onuy  -KOHmMpoavHas — paboma 15 45 6annos
(memwi 2) bannos
- KoHmponvHas paboma (memol 4) 15
- Oauy-kommpoavHas — paboma|bannos
(mema 6)
15
- UMo206asi KOHMpPOIbHAs paboma|6annos
(memwbt 1-6)
Ilpomeosrcymounas ammecmayusi 40 6annos
(3auem) (memwl 1-6)
HUmoeo 3a cemecmp 100 6annos
5 10 6annos
- onpoc bannos
- Tecmuposanue (mema 7) 50 6annos
- KonmponvHas paboma (mema 9) 20
-UMo208asi KOHMpPOIbHAsL paboma|6ainos
(memwi 7-12) 10
bannos
20
bannos
IIpomesicymounas ammecmayus 40 40 b6annos
(ok3amen) (memol 1-12) oannos
Hmoeo 3a cemecmp (Oucyuniumy) 100 6annos

ITomy4yeHHBI COBOKYIIHBIM PE3yJbTAT KOHBEPTUPYETCS B TPAAWLIHMOHHYIO IIKAITy OLEHOK U B
miKany oleHok EBporeiickoii cuctemsl epeHoca u HakorwieHus kpenutoB (European Credit Transfer
System; nanee — ECTS) B COOTBETCTBUU € TAOJIUIICH:

100-6anmpHas TpaumonHas mKana Hlxan
nIKajga a ECTS

95-100 A
83904 OTJIMYHO B

68 — 82 XOpOIIIO 3a4TEHO C

56 — 67 D

50 55 yJIOBJICTBOPUTEIHHO E
20-49 FX
0_19 HEYJIOBJICTBOPUTEIHHO HE 3a4TEHO =

5.2 Kpurtepuu BbICTABJIeHUS OLEHKH N0 THCHMIJIHHE

baJsl Onenka mo Kpurepun oneHku pe3yabTaToB O0y4YeHHs 110
/ IMIxana AUCHUIIJINHE JUCIHMUIIJINHE
ECTS
100-83/ OTJIMYHO/ BrictaBisiercsi oOy4aromemMycsi, eciii OH TIIyOOKO U
AB 3a4YTEHO MIPOYHO YCBOMJI TEOPETUUECKUN M MPAKTUYECKUI MaTepua,
MOXCET HOPOACMOHCTPUPOBATE 3TO Ha 3aHATHAX W B XO/C
IPOMEKYTOUHOM aTTECTAIHH.
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/
ECTS

Baaasl
Ixkanaa

Ounenka mo
AUCUUILIHHE

Kpurepun oneHku pe3yabTaToB O0y4YeHHs 110
AUCHMILIAHE

OOyuyaronuiicss  UCUEPIBIBAIOIIE W JIOTHYECKH
CTPOWHO W3/araeT ydeOHBI MaTepuai, yMeeT YyBSI3bIBAaTh
TCOPUIO C MPAKTHKOH, CIPABISIETCS C pEIIeHHEM 3ajad
npoeCCHOHAILHON ~ HAINPaBICHHOCTH BBICOKOTO  YPOBHS
CIIOYKHOCTH, IPABUIIBHO 00OOCHOBBIBACT MPUHSTHIC PEIICHHS.

CBOOOIHO  OpHEHTHpYEeTCS B y4eOHOW W
npodecCHOHATIBHOM JIUTEpaType.

Ouenka o JUCUUIIIINHE BBICTaBJISIOTCS
oOyyaromiemycss ¢ y4€TOM pe3ylbTaTOB TEKymed u
MIPOMEXKYTOUYHON aTTECTALUU.

KomnereHuuu, 3akperi€HHble 3a AUCUUILUIMHOM,
c(hOpMHUPOBAHbI HA YPOBHE — «BBICOKUIIY.

82-68/

X0pOIIo/
3a4TCHO

BrictaBusiercss  oOydaromiemycsi, €cid OH 3HAeT
TEOPETUYECKUM U NPAKTUYECKUI MaTepuall, 'paMOTHO U IO
CYLIECTBY M3JaraeT €ro Ha 3aHATUAX U B  XOJe
IIPOMEXYTOYHOHN aTTeCTallii, HE JOIyCKas CYLIECTBEHHBIX
HETOYHOCTEH.

OO6yuarouuiics IIPABUJIBHO IPUMEHSIET
TEOPETUUECKHUE IOJIOKEHHUS MPU PELICHUH MPAKTUYECKUX
3aJa4 Npo¢eCcCHOHATIBLHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CII0)KHOCTH, BJIaJIeeT HEOOXOAMMBIMU JJIl 3TOTO HaBbIKAMU
U OIpUEMaMU.

JlocTaTouHO XOpOIIO OPUEHTUPYETCS B y4eOHOW U
npo¢ecCUOHATILHOM JINTepaType.

Onenka o JUCLUIUINHE BBICTABJIAIOTCS
oOyyaroimiemycss C y4€ToM pe3yibTaToOB TeKylled u
MIPOMEXYTOYHOM aTTeCTallUu.

KomnereHnuy, 3akperui€éHHble 3a JUCLUILUIMHOMN,
c(OpMHUPOBAHBI HA YPOBHE — «XOPOIIUIA».

67-50/
D,E

YIOBJIETBO-
purenbHo/
3a4TCHO

BrictaBisiercss oOyuaromiemycs, €cliM OH 3HAaeT Ha
0a30BOM  ypOBHE TEOPETUYECKHMH W  MPAKTHUYECKUUN
MaTepual, JONMyCKaeT OTAEIbHbIE OIIMOKM TpU  €ro
M3JIOKEHUM Ha 3aHATUAX M B XOJ€ IPOMEXYTOYHOU
aTTeCTaluu.

OO6yuaromuiics UCIIBITBIBAECT onpeneneHHbIe
3aTpyJHEHUS B IPUMEHEHUU TEOPETHUUYECKUX IOJI0KEHUU
IIpU PELIEHUH MPAKTHUYECKUX 3aJady MNpoQecCHOHaTbHON
HAaIlpaBJIEHHOCTH  CTAaHJAPTHOIO  YPOBHS  CIIOXKHOCTH,
BJIaJIe€T HEOOXOUMBIMU ISl 3TOT0 0a30BBIMU HaBBIKAMH U
IPUEMAMH.

JleMOHCTpHUpYEeT JOCTAaTOYHBIA YpPOBEHb 3HAHUSA
yueOHO TUuTepaTyphl 1o JTUCIUILUIHHE.

Onenka o JACLATIIINHE BBICTABIISIFOTCS
oOyyaromieMycss ¢ y4€TOM pe3yJibTaToB TEKylled H
MIPOMEKYTOYHON aTTECTALUN.

KomnereHnuu, 3akperui€éHHble 3a JUCLUIUIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «JOCTATOYHBIN».

49-0/

HCYOOBJICT-

BricTraBnsercs o6yqa10meMyc;1, €CJIM OH HC 3HACT Ha
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Basl Onenka mo Kpurepun oneHku pe3yabTaToB O0y4YeHHs 110
/ Ixkana | gMCOMILVINHE AMCUHMILINHE
ECTS

F.FX BOpHUTEIHHO/ 0a30BOM  ypOBHE TEOPETHYECKHMH W  TPAKTHYCCKUU

HE 3aUTEHO | MaTepua, AOMYCKaeT rpyOble OMMOKHU MPH €ro M3JI0KESHUU
Ha 3aHATUAX U B XO/I€ IPOMEKYTOUHON aTTECTalUH.

OO6yuaromuiics UCIIBITBIBACT CepbE3HbIC
3aTpyAHEHUS B NPUMEHEHUU TEOPETUYECKUX I10JIOKEHUI
IpU pEIIeHUH MPAKTHYECKUX 3a1ad MpodhecCHOHAIbHOM
HaIpaBICHHOCTH CTAaHAAPTHOTO YPOBHS CIOXHOCTH, HE
BJIaJIe€T HEOOXOAUMBIMHU JJISl 3TOTO HAaBBIKAMH U MPUEMAMU.

JleMoHCTpHpyeT (parMeHTapHble 3HAHUSA Y4eOHOM
JAUTEPATYPHI MO JUCHUTUIAHE.

Onenka 1o JTUCLUIUINHE BBICTaBJISIFOTCS
oOyuvaromemycsi ¢ y4€TOM pe3yjibTaTOB TeKyLleH W
IIPOMEKYTOUHOM aTTECTALUH.

Kommerennmm  Ha  ypoOBHE  «JIOCTaTOYHBII»,
3aKpeIuIEHHbIE 3 TUCIMILIMHOMN, He cpOpPMUPOBAHBI.

5.3 OmuenouHble cpeacTBa (MaTepHAJbI) JUISI TEKYHIEr0 KOHTPOJISI yCIeBaeMOCTH,

l'lpOMe)KyTO‘{HOﬁ arrecranmuu oﬁyqamumxcﬂ o JTMCUHUIIJIHHE

Ilepeuens sonpocos k KOHMpPoOLHOU pabome no meme 2

1. Yem 3aHuMaeTCs Hay4YHasi JUCLUILUIMHA JOKYMEHTOBEIEHUE?

2. C kakuMu HayYHBIMU JUCLUUIIMHAMH CBSI3aHO JOKYMEHTOBeACHHE?

3. Ha3zoBwuTe 3aKk0OHOAATENBHBIE aKThI, PETYIHPYIONINE BOIPOCH! JOKYMEHTHPOBAHUSI.

4. Tlepeuucnure HOPMaTHBHBIE [IPaBOBbIE aKTBhl, peryimpyrounmue BOIIPOCHI

AOKYMCHTHUPOBAHUA.

5. JlaiiTe XapakTepUCTUKY HOPMATUBHO-METOJUUYECKUM JIOKYMEHTaM I10 JIeJIONPOU3BO/ICTBY.
HazoBure aBTOpOB, HCCIEAYIONIMX BOIPOCH! JOKYMEHTOBEACHHUS.

[TepeueHb BONIPOCOB K KOHTPOJIBLHOU paboTe 1o Teme 4.

1. Kakwue BbI 3HaeTe CrocOObI JOKYMEHTUPOBAHUS?

2. IlepeuncnuTe 3Tanbl pa3BUTUS TEKCTOBOI'O JOKYMEHTHUPOBAHMS, CPABHUTE UX MEXy COOOM.
3. PacckaxuTe 00 0COOEHHOCTSIX TEXHUIECKOTO JIOKYMEHTHPOBAHUSI.

4. B yeM 3aKi04ar0Tcss 0COOEHHOCTH KMHO, (HOTO M (POHOJOKYMEHTUPOBAHUS?

5. CpaBHUTE H3BECTHbIE BaM CIOCOOBI JOKYMEHTHUPOBAHUSA MEXIy COOOH, Ha30BUTE HX

MMpEeUMyIeCTBa U HEJOCTATKHU.

co0o011.

6. JlaiiTe XapakTepUCTHKY MaTepUANbHBIM HOCHTEISIM HH()OpPMAIMM M CPaBHHUTE WX MEXKIY

Ipumepur O1uy-KonmponvHvIX pabom no meme 6

Kakue oGpariiennst ObUIM MPUHATH B KOHKPETHBIM HCTOpUYECKH epron?
(mpoBecTH CTPENKU)

XIX Bek TOBapULLy
Coserckuii nepuoa HBany MBanoBuuy
90-e roasr XX Beka MunoctuBOMy rocyaapo

CoBpeMEHHOCTh TOCIIOJUHY
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Kaknmu UTOroBBIMHU (hpazaMu 3aKaHUYMBAIOCH CIYKeOHOE TUCHMO
B KOHKPETHBIM UCTOPUYECKUIN TIEproa?
(mpoBeCTH CTPEIKU)

XVI, XVII Beka C TITyOOYaNIIIMM TTOYTEHUEM

XIX Bek C YBOXXCHHEM

CoBerckuii nepuoa C KOMMYHUCTUYECKUM MPUBETOM
COBpPEMEHHOCTh [lapsb rocygaps, cMUyHcCs, MoKyl

Ilepeuenv sonpocos k npomedcymoqnou ammecmayuu (3a4emy)

1. JIoKkyMEHT 1 €ro MECTO B CUCTEME YIIPABIICHUS.

2. 3aKOHOAATENbHBIE TPABOBBIC AaKTHl, PETJIAMEHTUPYIOIIUE CO3JaHue U OQOpMIICHHE
JIOKYMEHTOB.

3. HopMaTuBHO-METOAMYECKHE AaKThl, OMNPEIACIISIOIINE IMOPSIIOK CO3JaHUS U OGOPMIICHHS
JIOKYMEHTOB.

4. JIokyMEHTOBEJICHHEC KaK Hay4yHas JHCUUIUIMHA W €€ CBsA3b C JPYIMMH HayYHBIMHU
JUCHMIUTMHAMU.

5. IousTre «uHGOPMAIUD» U €r0 Pa3BUTHE.

6. [ToHsATHE «IOKYMEHT» U €T0 Pa3BUTHE.

7. Cs3b uH(GOpMAIIUU U IOKYMEHTA.

8. OOmme u yacTHble QYHKINH JOKYMEHTA.

9. CriocoObl TOKYMEHTUPOBAHUS U UX Pa3BUTHE.

10. TekcToBoe JOKYMEHTHUPOBAHKUE U ATAIIbl €TI0 PA3BUTHSL.

11. [Tuktorpammel. [Ipumenenrne nuKTorpau4ecKoro MUCbMa CeroIHs;.

12. Jlororpammsl. Mcnosib30BaHue J1I0rorpamMm CEroHs.

13. TexHnueckoe JOKyMEHTUpOBaHUE. BHUIbI KOMIITIEKCOB TEXHUYECKOM TOKYMEHTALIUH.
14. doronokymentupoBanue. [losBienne, pa3BuTHe, NPUMEHEHHE.

15. Kunonokymentuposanue. [losBnenue, pazsurue. Buaeoszanuce.

16. ®ononokyMeHTHpOBaHuE. [losBieHNe, pa3BUTHE, IPUMEHEHUE.

17. Marepuan s JoOKyMeHTUpOBaHus. Ero passurue.

18. [Mopgnmuuanarky u konuu. Buasl konuid. [Topsaok yaocToBEpEHU KOMTUMA.

19. dopmynsap nokymenTta. Tumnooit popmynsip, popmysip-oOpaserr.
20.  PazButme popmyisipa nokymenrta B XVI-XVII BB.

21.  @opmynsap nokymenta XVIII B.

22.  @opmymsap TekcToBoro gokymenTa XIX- nagama XX BB.

Obpa3zybl mecmog no meme 7

Bomnpoc 1

Bwuza odunmaisHOTO JOKYMEHTa 3TO:

A) pEeKBHM3UT JOKYMEHTA, BBIPAKAIOLIMN COIJIACHME WM HECOrJacHsl JOJDKHOCTHOIO JHIa C
coJiep’KaHuEeM JIOKyMeHTa

b) mannmuce Ha JOKyMeHTe, clielaHHasl JIOJDKHOCTHBIM JIMIIOM M COJEpiKallias NPUHATOE UM
pelieHue

B) noanucanue 1oKyMeHTa €ro COCTaBUTENEM

Bormpoc 2

Busel npocrasistoTes:

A) pabOTHUKOM, MI€YaTaBIIMM JOKYMEHT
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b) paboTHruKamu cBOEH opraHU3aN
B) pabGoTHuKamMH IpyTrux opraHu3anui

Bomnpoc 3

B kakue pekBU3UTHI JOKYMEHTA J1aTa BXOJUT KaK COCTaBHAS YacTh?
a) rpud yTBEpKICHHS B) MTOATMHCH

0) BU3a COTJIaCOBAHUS T') PE30JIIOLIHS

Bormpoc 4

OO0t G1aHK JOKYMEHTA BKJIIOUACT B CE0S CIETYIONINE PEKBUZUTHI:

A) uzoOpaxkenue rep0a, sMOJIEMbl, MECTO JIJIsl pa3MELIeHHs Ha3BaHUs BUJA TOKYMEHTa, MECTO
JUISL 1aThl 1 HOMEPA JIOKyMEHTa, MECTO COCTABICHUS

b) wuzoOpaxenue repba, >MOIEeMbl, HAMMEHOBAaHUE OpraHU3allMd aBTOpa, MECTO JUIs
pa3MeleHus Ha3BaHUs BUIA JJOKYMEHTA, MECTO JJIs IaThl 1 HOMEpa JOKYMEHTa, MECTO COCTaBJICHUS

B) wuszoOpaxkenue repOa, 5MOJieMbl, HAaMMEHOBAHHWE OpraHU3allMd AaBTOpPa, MECTO IJIf
pa3MeleHusl Ha3BaHMs BUAA JIOKYMEHTa, CIIPaBOYHBIC JaHHBIE 00 OpraHu3alliH, MECTO IS JAaThl U
HOMepa JTOKyMEHTa, MECTO COCTABIICHUS

Bomnpoc 5

Kakue u3 nepeuricieHHbIX TOKYMEHTOB TPEOYIOT YTBEPKICHUS?

A) ycraB b) mtatHoe pacniucanue B) npukasbl

I') noknagusie 3anucku /) 1OKHOCTHBIE HHCTPYKITUU

Bompoc 6

Tunooi hopMyIap nprKaza COACPKUT CASAYIOIUE PEKBU3UTHL:

A) rep6 (sPMOnemy), HaUMEHOBAaHHE OPraHU3AIMH-aBTOpPA, CIPABOYHBIC JaHHBIE 00
OpraHu3aliii, HAaUMEHOBaHHE BHUIA JOKYMEHTa — IpHUKa3, naTy, HOMEp, MECTO COCTaBJICHHS,
3aroJOBOK K TEKCTY, TEKCT, OMUCH, BU3bI COTJIACOBAHHS

b) rep6 (oM0OneMy), HAMMEHOBAHUE OpPraHU3AIMH-aBTOPa, HAUMEHOBAHHE BUAA TIOKyMEHTa —
IIPHUKa3, AaTy, HOMEpP, MECTO COCTABJICHUS, 3aT0JIOBOK K TEKCTY, TEKCT, IIOJIIUCh, BU3bl COTJIaCOBaHUs

B) rep6 (sm0OnieMy), HauMEHOBaHKHE OpPraHU3allMKu-aBTOpa, HAUMEHOBAaHUE BUAA JOKYMEHTa —
MpHKa3, JaTy, HOMEp, MECTO COCTaBJCHHUs, 3aroJOBOK K TEKCTy, TEKCT, MOAMHCH, NeYaTh, BHU3BI
COTJIaCOBaHUs

Bomnpoc 7

B ynpaBreHueckoil mpakTuke MPUMEHSIOT CIeIyIOIIUe BU/IbI OJIaHKOB:

A) Gy1aHK TTUCHEMA

b) G:11aHK KOHKPETHOTrO BHJa JOKYMEHTa

B) o6muii 6maHk

J1) 6:maHk Gu3ndeckoro JuIa

Bompoc 8

JIOKyMEeHTHPOBaHUE 3TO:

A) mipoliecc IBMKEHUSI IOKYMEHTOB B OpTaHU3aIun

b) 3anuck nHGopManny Ha pa3InYHBIX HOCUTENSAX MO YCTAaHOBJICHHBIM ITPaBUIIaM

B) co3nanne nokyMeHTOB

I') paboTa ¢ 1OKyMeHTaMH

Bompoc 9

K opranuzanmoHHbIM TOKYMEHTaM OTHOCATCA:

A) ycraBbl 0) mpaBwJIa  B) aKThl T) IpUKa3bl M) MHCTPYKLUUU
Bompoc 10

['ep6oBoiil meuaThio (IeYaThi0 OpraHU3aIui) 3aBEPSIOT:
A) rapaHTHiiHble TUCbMa 0) IPOTOKOJIBI 3aCEAaHUI B) MPHKA3bI
I') noroBopsl 1) TPYIOBBIE KHUKKH
Bompoc 11
DopMysp TOKYMEHTA 3TO:
A) Habop pexkBU3UTOB OQPHUIMATIBHOIO TMHCBMEHHOTO JIOKYMEHTa, pAaCHOJOXKEHHBIX B
OIIpEeJIeIEHHON MOCIEeI0BATEIBHOCTH
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b) mopsimok 06paboTKH TOKYMEHTOB

B) MuHMMAaNbHBIA 3eMEHT 0OPMIICHHS TOKYMEHTa

Bomnpoc 12

WudopmannoHHO-CIIPaBOYHBIN JOKYMEHT 3TO:

a) a) JokymeHT, coxaepxamuii uHGOpMALKIO O (HAKTHYSCKOM IOJOKEHUH e, KOTOPbIH
CIIy>KMT OCHOBAHHUEM JJIsl IPUHSATHSI peLIeHUN

b) 6) JIokyMeHT, OpraHU3yIOIIUiI paboTy yUpEeK ICHHSI

) B) okyMeHT, B KOTOPOM 3a()MKCHPOBaHBI PACIIOPSKEHHS PYKOBOICTBA

d) r) JdokymeHT, GUKCHPYIOIINI IeSTEIBHOCTh KOJUICTHATIBHOTO OpraHa

Bormpoc 13

bnank ¢ n3o6pakeHneM rocyaapcTBeHHOTo repba Poccuiickoit deepanuiyi MOTyT UMETh:

a) JIrobast opranu3zamus, 3aperucTpupoBaHHas Ha Tepputopun Poccuiickoit deneparyn

0) Kommepueckas dhupma, 3aperucTpupoBaHHas Ha Tepputopuun Poccuiickort @enepamnmu

B) YupexJaeHMs M OpraHuM3anuy, ykasaHHele B KonctuTynumonHoMm 3akoHe «O repOe
Poccuiickoit @eneparnum»

r) YupexaeHus 1 opranu3anuu, ykazanusie B Koncruryuuu PO

Bomnpoc 14

K pexBu3uTam, npuaaoLImUM T0KyMEHTY IOPUANYECKYIO 3HAYUMOCTh, OTHOCSTCS.:

a) repo PO

b) orMeTka 0 MOCTYIJIEHUH TOKyMEHTa

B) IOJIMKCH

') aBTOp JJOKYMEHTa

[TepeueHs BOMPOCOB K KOHTPOJIBHOM paboTe 1o Teme 9

1. Uro takoe yHUDHUKAIHS JOKYMEHTOB?

2. JlaiiTe omnpezaeneHue cucTeMe JOKyMEHTAINH

3. Uto Takoe yHU(DUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIINHU, HA30BUTE UX.

Kakue BUIBI TOKYMEHTOB BXOST B COCTaB YHHU(HUIIMPOBAHHOW CHCTEMbI OpraHM3allMOHHO-
pacnopsAUTEIbHON JOKYMEHTALUH.

[lepeueHs BOMPOCOB K UTOTOBOM KOHTPOIBHOM padoTe Ne 2

1 Tlonarus «yHuduKanms» U «CTaHAAPTU3ALU» TOKYMEHTOB.

2 PazBuTHe yHU(UKALUU U CTaHAAPTU3ALMK JOKYMEHTOB BoO || monoBune XX B.

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

4 TpeboBaHMs K KOHCTpPyHMpOBaHMIO OylaHkOB. Bunel OnankoB. brnanku mnpeanpustuit
pazIuyHbIX (HOpPM COOCTBEHHOCTH.

5 PexBU3UT «HaUMEHOBaHHME OpraHU3aIMM-aBTOpa TOKYMEHTa», TPeOOBAHUSA K HEMY.
PexBu3uT «cripaBouHble JaHHBIE 00 OpraHU3alMU-aBTOPE JOKYMEHTa», €ro COCTaB.
PexBU3UT «agpecaT», €ro 3HaUeHUE U COBPEMEHHbIE TpeOOBaHUS K 0()OPMIICHUIO.

Hatbl. TpeGoBanus k ux opOpMIIEHHIO; JaTa KaK COCTaBHAs 4acTh APYTUX PEKBU3UTOB.
PexkBu3NT «perucTpaliioOHHbIN HOMEDP JOKYMEHTa, €ro 3HaYCHHE.

10 PexBU3UT «CCHUIKA Ha PETUCTPAIIMOHHBIA HOMEpP M JaTy JOKYMEHTa», KOTAa W TAe OH
IIPOCTaBIISIETCS.

11Tlopsnok cormacoBaHusi JOKYMEHTOB U O(OpMIIEHUS BHYTPEHHEIO U  BHEIIHEro
COIJIACOBaHUs

12 TTopsiiok yTBEpKIEHUS TOKYMEHTOB, BHIIBI yTBEPIKICHHSL.

13 ITops ok nmoanucaHus JOKYMEHTOB.

14 TleuaTp Kak peKBU3UT JOKyMeHTa. Ha kakux TOKyMeHTax mpocTaBisieTcs repOoBasi meyaTh.

15CocraB  ynocroBepeHHs  JOKYMEHTOB. [IpaBuna  odopmieHus  pPEKBU3UTOB,
YAOCTOBEPSAIOIINX TOKYMEHT.

16 OTMeTKHM Ha TOKYMEHTE, NX 3Ha4eHHe U 0OpMIICHHUE.

17 Pezomonusi. E€ 3nauenue. TpeboBaHus, TPeAbIBISIEMbIC K PE3OJTIOIHH.

18 PexBU3UT «OTMETKA 00 UCIIOJTHUTENE», €r0 3HAUECHHE.

19 PexBU3UTHI, MPUAAIONIHE JOKYMEHTY IOPUANIECKYIO 3HAYMMOCTb.

©O© 00N
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20 YHudukanus TeKCTa J0OKYMEHTA.

21 Tpadapetnble TeKcThl. MeTouKa pa3paboTKH.

22 CniocoObl TIpeACTaBICHUS YHU(DHUITMPOBAHHBIX TEKCTOB (AHKETHI, TaOJMUIBI, TpadapeTHbIC
TEKCTBHI).

23 O0mue TpeOoBaHUS K TEKCTY JTOKYMEHTA.

24 AnropuT™M MOATOTOBKHU JIOKYMEHTA.

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

26 JINHrBUCTUYECKHE OCOOEHHOCTH TEKCTOB CITY>KEOHBIX IOKYyMEHTOB.

27 TloHsTHE «CHCTEMBI JIOKyMEHTAIIM», PA3BUTHE CHCTEM.

28 IlonsiTHe «yHU(PHUIMPOBAHHBIE CUCTEMBI JIOKYMEHTAIHI.

29 Haznauenwue, onpezaenenue u coctaB Y COPJI.

30 TpebGoBaHMS K COCTABICHUIO M O(DOPMIICHUIO OPTaHU3AIMOHHBIX JOKYMEHTOB.

31 TpeGoBaHUsI K COCTABICHHIO U O(DOPMIICHHIO PACTIOPSIAUTEIBHBIX JIOKYMEHTOB.

32 TpeboBaHMsI K COCTABICHHIO U O(POPMIICHHIO TPUKA30B.

33 TpeOoBaHUsI K COCTaBICHUIO U O(POPMIICHHIO OOBSICHUTENBHBIX MU JOKJIAJHBIX 3aIUCOK
(BHEIIHUX U BHYTPEHHUX).

34 TpeboBaHMsI K COCTABJICHUIO U O(OPMIICHUIO CIIPABOK (BHUJIBI CIIPABOK, CIIPABKU BHEIIHUE U
BHYTpPEHHUE).

35 TpeboBaHus K COCTABICHUIO M O(POPMIICHHUIO aKTa.

36 TpebOoBaHMS K COCTABICHUIO M O(DOPMIICHHUIO CITY’)KEOHOTO MUChMa. Pa3HOBUIHOCTH TICEM.

37 TpeboBaHUs K COCTABICHUIO ¥ O(DOPMIICHHIO TEICTPaAMM.

38 Ocobennoctu GopmyIsipa TeIePOHOTPAMMBI.

39 ANropuT™ MOJTOTOBKH M MPOBEACHUS COBENIaHUsA. JJOKyMEHTBI, CO3/laBaeMble B IpoIiecce
MOJITOTOBKH COBELIAHMUS.

40 TpeboBaHUS K COCTABICHUIO 1 0O(DOPMIICHHIO ITPOTOKOJIA.

41 IToHsATHE KOMIUIEKCOB JJOKYMEHTOB. [IepBUYHBIC KOMIIEKCHI TEKCTOBBIX JOKYMEHTOB.

42 TToHATHUS «TOKYMEHTAIBHBIN (DOHI» U «apXUBHBIA GoHI». VX pasinuuue.

43 CnoxHbIe KOMIUIEKCHl. BeZJOMCTBEHHbIE apXUBBI.

44 Cnoxnble KOMIUIEKCHI. ['ocynapcTBeHHbIe apXuBbl. CETh rOCYIapCTBEHHBIX apXHBOB.

A5 TToHATHS «IICHHOCTh JTIOKYMEHTa», <«IKCIEPTHU3a IICHHOCTH». BO3HUKHOBEHHE, pa3BUTHE
JKCIIEPTHU3BL.

[TpWHIHITBI, KPUTEPHUH SKCIIEPTH3bI [IEHHOCTH JJOKYMEHTOB.

Ilepeuenv 60npocos 01 NOO2OMOBKU K IK3AMEHY no oucyuniune “Jlokymenmoseoenue”

1. JIOKYMEHT M €r0 MECTO B CUCTEME YIIPaBJICHHUS.

2. 3aKkOoHBl M HHbIE HOPMATHUBHBIE IPABOBBIE AKThl, PETIAMEHTHUPYIOIIHME CO3/laHUuE U
oopmiIeHHE TOKyMEHTOB.

3. HopMaTuBHO-MeTOAMYECKHE JTOKYMEHTBI, ONpPEIENSIONNE TOPSAOK CO3JaHUS U
oopMieHHs: JOKYMEHTOB.

4. JIOKyMEHTOBE/IeHHE KaK HayyHas IUCUUIUIMHA M €€ CBS3b C JPYTMMH Hay4HBIMHU
JTUCLUTUIMHAMH.

S. [TonsTue «uHpopMaIus» U €ro pa3BUTHUE.

6 [loHsATHE «AOKYMEHT» U €T0 Pa3BUTHE.

7 Cas13b uHGOpMaIIUKU U IOKyMEHTA.

8. OOm1re n yacTHbIe (PYHKIIUN JOKYMEHTA.

9. CriocoObl TOKYMEHTUPOBAHHUS U UX Pa3BUTHE.

10.  TekcroBoe TOKyMEHTHPOBAHUE U ITAIbl €T0 Pa3BUTHUS.

11.  Tluxtorpammsl. [IpumeHeHre NUKTOrpadUIECKOro MUchbMa CEroHsI.

12.  Jlororpammsl. Mcnonb30BaHue JOrorpaMm CEroHs..

13.  TexHmueckoe JOKyMEHTHPOBaHHE. BUIbI KOMIUIEKCOB TEXHHUECKOW JOKYMECHTAIIHH.

14.  ®otomoxkymentupoBanue. [losiBieHue, pa3BuTte, IpUMEHEHHE.

15.  KunogpoxymentupoBanue. [losBienue, pazButue, IpuMeHEHUE.
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16. donomokymeHnTupoBanue. [losBienue, pasBuTue, IpuMEHEHHE.
17. Marepuan nns nokyMeHTHpoBaHus. Ero passutue.
18. [Mopnmuunrku u konuu. Buael konuid. [Topsanok y1ocToBepeHUid KOMTUMA.

19.  ®opwmymsp nokymenTa. TunoBoii hopmyssip, hopMysp-oOpaserr.
20.  PaszBurtue popmynspa qokymenta B XVI-XVII Ba.
21.  @opmymsap noxkymenta XVIII B.

22. dopmysp TekcToBOro Jokymenta X1 X- nagama XX BB.

23.  TlonsaTus «yHU(UKAUI» U «CTAaHIAPTH3AIMSD JTOKYMEHTOB.

24, I'OCT P 7.0.97-2016. Ero conepkanue, 3HaU€HHE W BO3MOXXHOCTH HCIIOJIb30BaHHS B
COBPEMEHHBIX OpTaHHU3AIHSIX.

25.  IlpaBuna menonpou3BojCTBa Ui (elepalbHBIX OPraHOB HCIOJHHUTEIBHON BIIACTH.
(conmeprkanue, 3HaYCHUE U BO3MOYKHOCTH UCIIOIb30BAHN)

26.  Meroanyeckne PeKOMEHIANMU O Pa3pabdOTKe MHCTPYKLIUH 1O JEIONPOU3BOJICTBY B

denepanbHBIX OpraHax HCIOJHHUTEIbHOM BiacTh (Colep)kaHue, B3HAYCHHE U BO3MOXKHOCTH
WCIIOJIb30BAHNUSA).

27.  IlpumepHass MHCTPYKLHMS MO JEJIOMPOMU3BOJACTBY B T'OCYIAPCTBEHHBIX OpPraHHU3aIMAX
2018 r. (comeprxaHue, 3HaUECHHE U BO3MOXXHOCTH HUCIIOJIb30BAHMUA).

28.  CocraB pekBu3UTOB O1aHKOB. Kimaccugukarys 01aHKOB.

29.  PexBH3UT «HaUMEHOBaHME OpPraHU3alMHM-aBTOpa JTOKYMEHTa», TpeOOBAaHUSA K HEMY.

30.  PekBHMBHT «cIpaBOYHbIEC JaHHBIE 00 OPraHU3AIMH-aBTOPE JTOKYMEHTa», €r0 COCTAaB.

31.  PekBu3uT «aapecar», €ro 3Ha4eHHUE U COBPEMEHHbIE TpeOOBaHUs K 0()OPMIICHUIO.

32.  arel. TpeboBanus kK ux 0(OPMIICHUIO; 1aTa KaK COCTaBHAs YacCTh IPYTUX PEKBU3HUTOB.

33.  PexBM3UT «perucTpaMoHHbI HOMEP JOKYMEHTa», €ro 3HaUCHHE.

34.  PekBHMBHT «CCBUIKAa Ha PETHCTPALIMOHHBIM HOMEp M JIaTy JOKYMEHTa», KOTJa U TAe OH
IIPOCTABIISETCS.

35. Tlopsmox cornmacoBaHHst JOKYMEHTOB M O(GOPMICHHS BHYTPEHHETO M BHEIIHETO
COI'JIACOBAHUS

36.  Ilopsmok yTBep:KIeHHS JOKYMEHTOB, BUbI YTBEPKICHUS.

37.  Ilopsaok moamucaHust JOKYMEHTOB. DJIEKTPOHHAs NMoANuch. OTMETKa 00 JIEKTPOHHOU
TIOJIITHCH.

38.  IlewaTh kak peKBM3UT JOKyMeHTa. Ha KakuX JOKyMEHTaxX HpOCTaBJsE€TCS OTTUCK
TeYaTH.

39. CocraB  ynoctoBepeHHs  JIOKyMeHTOB. IIpaBuia  odopmiieHHs  PEKBH3UTOB,
YIAOCTOBEPSIOIINM TOKYMEHT.

40. OTMeTKH Ha TIOKyMEHTe, UX 3HaueHUe U 0hOopMIICHHE.

41. Peszomromusi. E€ 3nauenue. TpeboBanust, mpeabsBIsieMbIE€ K PE30JTIOIIHH.

42.  PexBM3HT «OTMeTKa 00 UCIIOJIIHUTEINE», €r0 3HAYCHHUE.

43.  PexBH3HTHI, MPUIAIOIINE TOKYMEHTY IOPUIMUECKYIO 3HAUUMOCTb.

44,  VYauduxauus TekcTa JokyMeHTa. CrocoObl mpeacTaBleHUs YHU(UIIMPOBAHHBIX
TEKCTOB (QHKEThI, TAOIUIIBI, TpadapeTHbIC TEKCTHI).

45.  OO6mue TpeOoBaHUS K TEKCTaM YIPaBJIEHYECKUX TOKYMEHTOB.

46.  ANTOPUTM MOJITOTOBKH JOKYMEHTa PACHIOPSAUTEIBHOTO JOKYMEHTA.

47.  DneMeHThI TEeKCTa: 3aroj0BOK, IPHIIOKEHH, TPEOOBAHUS K HUM.

48.  TloHATHE «CHCTEMBI JOKYMCHTAI[MM», Pa3BUTHE CHCTEM JOKyMeHTanuu. l[loHsTHE

«yHU(UIIIPOBAHHBIE  CHUCTEMBI  JOKYMEHTanuu». Ha3HaueHue, oOmNpeleleHne U COCTaB
YHUPUIMPOBAHHON CHCTEMBI OPTaHU3AIMOHHO-PACTIOPSIUTEIHPHON TOKYMEHTAIHH.

49, TpeboBanusi K cOCTaBIeHHIO W O(GOPMIICHHIO OpPTaHU3AIMOHHBIX JOKYMEHTOB
(TTo10%KEeHMe, YCTaB, MHCTPYKIIHS, PETIIAMEHT, IITATHOE PaCcIFCAHHUE).

50. TpeboBanust kK cOCTaBIEHUIO U OQOPMIICHHUIO PACTIOPSIUTENBHBIX TOKYMEHTOB (IIPHUKA3,
pacropsbKeHHe, pelieHUe, TOCTAHOBJICHHE, TTPOTOKOIT).

51. TpeboBanust K coOCTaBiICHHIO W OGOPMIICHUIO OOBSICHUTEIBHBIX, JOKIAJHBIX U
CITY>KEOHBIX 3aMHCOK.
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52. TpeboBaHust K COCTABICHUIO U O(OPMIICHHIO CIIPAaBOK (BHUIBI CIIPABOK).

53.  TpeboBaHMs K COCTABICHUIO U O(POPMIICHHIO AKTOB.

54, TpeGoBaHust K COCTaBICHHIO M OGOPMIICHHIO ClIykeOHOro muchbMa. Kiaccudukarus
CITY>KEOHBIX MTHUCEM.

55. ANropuT™M TOIrOTOBKM W TIPOBEICHHS cOBeIIaHus. JIOKyMEHTBI, cO3/1aBacMble B
nporiecce MOArOTOBKU COBEIIaHUS.

56. TpebGoBaHUsI K COCTABJICHHUIO U 0(OPMIICHHUIO MPOTOKOJIA.

57.  TloHsATHE KOMIUIEKCOB JOKYMEHTOB. [IepBUYHBIC KOMIUIEKCH TEKCTOBBIX JOKYMEHTOB.

58.  CnoxHbIE KOMIUICKCHI JJOKYMEHTOB. [IOHATHS «IOKyMEHTAIbHBIA (OHI» U «apXUBHBIN
¢bouay. X paznuuue.

59.  Homenknarypa jaei.

60.  IlpusHaku 3aBeJCHUS JICI.

6. Y4yeOHO-MeTOoAMYeCcKOe M HHPOPMALMOHHOE 0O0ecredyeHue TUCIUIITHHbI
6.1 CnucoK HCTOYHUKOB H JINTEPATYPbI

O0s3aTenbHbIE HCTOYHUKHA

®denepanbHbli  KOHCTUTYIIMOHHBIA 3akoH oT 25 gekabps 2000 r. Ne 2-OK3 «O
I'ocynapcrBennoMm repoe Poccuiickoit @enepauun» // [daekrponnsblii pecype]. — M., 2019. — Pe:xxum
pocrymna: http://www.consultant.ru/document/cons_doc LAW_29674/.

O®enepanbhblil 3akoH PO ot 27.07.2006 r. Nel49-03 «O06 undpopmanuu, nHHOPMALIMOHHBIX
TEXHOJIOTUAX M O 3amuTe nHpopmarum» // [daekTponHsblii pecypce]. — M., 2019. — Pexkum goctyna:
http://www.consultant.ru/document/cons_doc_LAW_61798/.

Ddenepanbhblii 3akoH oT 06.04.2011 Ne 63-D3 “O6 anekTponHo# noamucy” // [I1eKTpOHHbI
pecypc|. - M., 20109. - Pexum aocTyna:
http://www.consultant.ru/document/cons_doc LAW_112701/.

®epnepanbubiii 3akoH 0T 01.06.2005 Ne53-®3 «O rocyaapctBeHHOM si3blke Poccuiickoi
®enepaumn»y /[ [Idnexkrponnwiii  pecype]l. - M., 2019. - Pexum gocryna:
http://www.consultant.ru/document/cons_doc_LAW 53749/

[TocranoBnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «O06 yrtBepxnaenun [lpaBun
JIeTIOTIPOU3BOICTBA B (pe/iepallbHbIX OpraHax MCIOJHUTEIbHON BIAacTH»// [JJIeKTPpOHHBIN pecype]. —
M., 2019. — Pesxum gocryma: http://www.consultant.ru/document/cons_doc LAW_88695/.

Mertoanyeckne peKOMEHIAIMM 1O pa3paboTKe MHCTPYKUMH 1O JENONpPOM3BOJACTBY B
(denepanbHBIX OpraHax MCIOIHUTEIbLHON BIIACTH, YTBEPKICHHBIE ITpHKa3oM PocapxuBa ot 23 gexadps
2009 Ne 76 //  [Dnekrtponmsmlii  pecypc]. - M. 2019. - Pexum gocryna:
http://www.consultant.ru/document/cons_doc_LAW 96081/

[TpuMepHass MHCTPYKIUS MO AEIONPOU3BOJCTBY B I'OCYJIApPCTBEHHBIX OpPraHU3ALUSAX,
y1B. Ilpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. HamuonaneHblii ctrangapt Poccuiickoit @eneparuu. Cucrema
CTaHJApTOB 1O MHpOpMaLuu, OMOIMOTEYHOMY U H3AaTeNbckoMy jeny. OpraHu3anuoHHO-
pacropsiiuTeNbHasT JOKyMeHTalus. TpeboBaHus K O(QOPMIIEHHUIO TOKYMEHTOB // [DIEKTPOHHBIH
pecypc]. — M., 2019. Pexxum nocryna: http://www.consultant.ru/document/cons_doc_LAW 216461/

I'OCT P UCO 15489-1-2007 Cucrema cTaHnapToB no uHpopManuu, OUOINOTEYHOMY H
W3JIaTeNbCKOMY JeNy. YTpaBiieHue nfokyMeHTamu. OOrue TpeboBanus. // [DAeKTpOHHBINA pecypc]. —
M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_135548/.

I'OCT P 7.0.8-2013 Jlenmonpou3BOACTBO M apXUBHOE Je10. Te€pMUHBI U OIpPEACICHHUS.-
[DnexTpoHHbBIT pecypc]. - M., 2019. Pexxum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.



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_88695/
http://www.consultant.ru/document/cons_doc_LAW_96081/
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_163800/

27

Jluteparypa

OcHoBHas

beikoBa T.A. JlokyMeHTanmpoHHOE oOecleueHrue ympaBlieHUs  (IEIOMPOU3BOCTBO)
[DnexTpoHHEI pecypc]; yueOnoe nmocodue/ T.A. beikopa, T.B. Ky3Hnerona. -2-¢ u3a. nepepad. u Ao
— Mocksa: Uudpa-M, 2018. -304 c. — Pesxum pocryma: hitp://znanium.com/go.php?id=942800/

beikoBa T.A. JloKyMEHTallMOHHOE oOOecleueHue ympaBieHUS  (IeTOMPOU3BOICTBO)
[DaexTponnsiii pecypc] : yuebnoe mocodue / T.A. Beikosa, ISBN 978-5-16-004805-5.

I'motoBa C.A. BO3HUKHOBEHHE W TEHJICHIIUU PA3BUTHUS PACIOPIIUTEILHON OKYMEHTALUU B
Poccun B opesosrormonnsiii iepuos // Bectuuk PITY. 2014, Ne2. [DnekTponHblii pecype]. — M.,
2019. — Pexum pocryna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70.

Kykapuna IO.M. CoBpeMeHHble OpPraHu3alMOHHbIE W PerjaMeHTHble JOKYMEHTbI:
¢pynxuun u paznoBuaHoctu // Becthuk PI'TY. 2016. Ne2. [DuexkTponnslii pecypc]. — M., 2019. —
Pexkum mocryma: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-
16.pdf.

Kykapuna FO.M. CocrtaB yaocToBepeHHs JTOKYMEHTa: OT MPOILIOr0 K HACTOALIEMY H
oyaymemy// Bectuuk PITY. 2014. Ne2. [DaexTponnblii pecypc]. — M., 2019. — Pe:xxum gocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128.

JlonosmHuTEIEHAS
Heoenocosa I''A. CenextuBHbli 0TO00p mousatus «aokyment // Bectuuk PITY. 2016. Ne2.
[DekTpOHHBIH pecypc]. — M., 2019. — Pexum AocTymna:

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

6.2 Ilepeuenn pecypcoB HHGPOPMALHOHHO-TEIeKOMMYHUKAIIMOHHOH ceTH « UHTepHET).

HanunonanbsHast sektponHast oubnmorexa (HOB) www.rusneb.ru
ELibrary.ru Hayunas anextponHnas 6ubnmorexka Www.elibrary.ru
Onekrponnas oudarorexka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

6.3 IIpodeccuonanbubie 6a3bl JAHHBIX M1 MHPOPMALMOHHO-CIIPABOYHbIE CHCTEMBI

Joctyn k mpodeccuonanbHbiM 0a3am manubix: https://liber.rsuh.ru/ru/bases
[TpodeccronanbHbIe MOIHOTEKCTOBBIE 0a3bl TaHHBIX:

HarnronaneHas siekrponnas oudmuorexa (HOB) www.rusneb.ru
ELibrary.ru Hayunas anexktponHas Oubimorexa Www.elibrary.ru
Onekrponnas oudiarorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

ONoGa~WNE

WHudopmanoHHbIe CIIPABOYHBIE CUCTEMBI:
1. Koncynbrant Ilmoc
2. Tapanr


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/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
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7. MarepuaJIbHO-TEXHMYECKOE 0O0ecrieyeHne QN CUMILTUHbI

Jis  obOecrieueHWs  JAWCHUIUIMHBI  WCHONB3YETCSl  MaTepUAIBHO-TEXHUYECKas  0asa
00pa30BaTEeNbHOTO YUPEKICHUS: yueOHble ayAMTOPHUM, OCHAIIEHHBIE KOMIBIOTEPOM U MPOEKTOPOM
JUTSL IGMOHCTpAIMU y4eOHbIX MaTepPUAIOB.

CocTtaB mporpaMMHOT0 00€CTICUCHHUS !
Windows

Microsoft Office

Kaspersky Endpoint Security
Adobe Master Collection
AutoCAD

Archicad

SPSS Statisctics

OC «AnpT O6pazoBaHue»

. Visual Studio

10. Adobe Creative Cloud

CoNoO~wWNE

8. OoecneyeHne 00pa3oBaTeJIHLHOIO NMPOIECCA IJISA JIUI] C OTPAHUYEHHBIMH BO3MOKHOCTSIMHU
310POBbSI H HHBAJIWI0B

B xonme peanmuzauuu TUCHUILUIMHBI HCIONB3YIOTCS CIEAYIOIIME OMOJHUTEIbHBIE METOIbI
00y4YeHHs, TEKYIIeT0 KOHTPOJS YCHEBAEMOCTH M TPOMEXKYTOYHOM aTTeCTallMi OOydJaroummxcs B
3aBHUCHUMOCTH OT UX UHIUBUAYATbHBIX OCOOCHHOCTEH:

° JUISL  CIENbIX W CIIA0OBUIANIUX: JISKIMH O(OPMIISIIOTCS B BHIE DJICKTPOHHOTO
JOKyMEHTA, JOCTYIIHOTO C TIOMOIIbI0 KOMIBIOTEpAa CO CHEIUATU3UPOBAHHBIM MPOTPAMMHBIM
obOecrieueHreM; THUCHMCHHBIC 3aJaHHS BBIOJHIIOTCS Ha KOMITBIOTEPE CO CHEIUATU3UPOBAHHBIM
HpOFpaMMHBIM O6€CH€‘ICHI/ICM NN MOFYT 6BITB 3aMCHCHBI yCTHI)IM OTBETOM, 066CH€‘II/IB21€TCSI
WHJIMBHIyallbHOE paBHOMEpHOE ocBelieHrue He meHee 300 JroKc; A BBINOJTHEHUsS 3aJaHusl TpU
HEOOXOIMMOCTH TPEAOCTABIIACTCS YBEIMYMBAIONIEE YCTPOMCTBO; BO3MOXKHO TaKXKE HCIIOIh30BAHUE
COOCTBEHHBIX YBEITUYMBAIONIMX YCTPOWCTB; MUCHMEHHBIE 3aMaHUs O(OPMISIOTCS YBEIUYECHHBIM
mpudTOoM; 3K3aMeH U 3a4€T MPOBOATCS B YCTHOM (pOpME MU BBINOJIHSIOTCS B MUCbMEHHOM (hopMe Ha
KOMIIBIOTEPE.

° JUIS TIOyXUX W CcIa0oCHbIIamuX: JeKIUH O(OPMISIOTCS B BHAE DIEKTPOHHOTO
JOKYMEHTa, JM0O  TPEJOCTaBIsETCS  3BYKOYCHUIMBAIOUIAs  ammaparypa  HUHIUBUAYaIbHOTO
MOJIb30BAHUS;, MMCbMEHHBIE 33JJaHUSI BBITTOJIHAIOTCS] HA KOMITbIOTEPE B MUCHMEHHOH (opMe; IK3aMeH U
3a4€T TMPOBOAATCS B MHCHbMEHHON (opMe Ha KOMIBIOTEPE; BO3MOXKHO TMPOBEACHHE B (Qopme
TECTUPOBAHUS.

° JUIS JIAIl C HApYIICHUSMU OMOPHO-IBUTaTeNIbHOTO ammapara: JeKIuu odopmisitores B
BHUJI€ AJIEKTPOHHOTO JTOKYMEHTA, JOCTYIHOTO C MOMOUIbIO KOMIBIOTEpPA CO CIEHUATU3HUPOBAHHBIM
HpOFpaMMHBIM 06€CH€‘~I€HI/IGM; IINCBMCHHBIC 3alaHUus BBIITOJIHAKOTCST Ha KOMHI)IOTCpe CO
CHEIHATM3UPOBAHHBIM MPOTPAMMHBIM OOECTIeUeHUEM; dK3aMeH U 3a4€T MPOBOASTCS B YCTHOU (hopMme
WJIM BBITIOJIHSAIOTCS B MUCbMEHHOM (popMe Ha KOMIBIOTEpE.

[Tpu HEOOXOMUMOCTH TIPEyCMATPUBACTCS YBEIHUECHNE BPEMEHHU IS TOITOTOBKH OTBETA.

[Ipouienypa mpoBeaeHNs MPOMEKYTOUHON aTTECTAMK I OOY4YaIOIIUXCsl YCTAaHABIUBACTCS C
y4€TOM WX WHIUBUAYATBHBIX MCUXOPU3NUYECKUX 0coOeHHOCTeH. [IpoMexkyTouHas arTecTalus MOXKET
MIPOBOJUTHLCS B HECKOJIBKO ATAIlOB.

[Ipu mnpoBeneHWH MPOLEAYPHl OICHUBAHHS PE3yIbTaroB OOydYeHUsS MpeaycMaTpUBaeTCs
HUCIIOJIB30BAHUEC TCXHHUYCCKUX Cpe)ICTB, HeO6XO)II/IMI)IX B CBs3HU C I/IHJII/IBI/II[ya.]'IBHI)IMI/I OCO6GHHOCT$IMI/I
oOyyarommuxcsi. OJTH CpeACTBA MOTYT OBITh MPEIOCTABICHBI YHUBEPCUTETOM, WJIH MOTYT
WCIIOTH30BaThCsl COOCTBEHHBIC TEXHHUECKHE CPEICTBA.
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[TpoBeneHue MpoLEaYphl OIICHUBAHUS PE3YIILTATOB O0YyUEHHS JOMYCKAETCs ¢ MCMOIh30BAHUEM
JTUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHA.

OGecneunBaeTcss IOCTYN K HMH(DOPMAMOHHBIM M OHOIHOTpaduueckKuM pecypcaM B CETH
WNuTepHeT s Kaxaoro odydaromierocs B Gopmax, aanTUPOBAHHBIX K OTPAHUYCHUSM HX 3I0POBbS U
BOCIIPHUATHS HHPOPMALIUH:

o JUIS CIIETbIX U cIaboBUISIIMX: B NMeYaTHON (opMe yBeJlWYeHHBIM HIpudTom, B popme
AJEKTPOHHOIO JOKYMEHTa, B popme ayaunodaiina.

o JUIS TAOyXuX W chnabocipliamux: B medaTHo ¢opme, B (opme 3JIEKTPOHHOIO
JIOKyMEHTA.

. JUIST OOYYaroIIMXCsl C HAPYIICHUSMHU OMOPHO-ABUTATEIBHOIO ammapara: B MEYaTHON

dbopme, B popMe IIEKTPOHHOTO TOKYMEHTa, B (hopme aynuodaiina.

VyeOHble ayIUTOPHH U BCEX BHUJOB KOHTAKTHOM M CaMOCTOSTEIBHOW palbOThI, HaydHas
OuOMMOTeKa M WHBIC TOMEUICHUS Uil OOy4YeHHs OCHAIICHBI CHCHHUAIBHBIM O0OpYIOBaHHEM U
y4eOHBIMU MECTAaMU C TEXHUYECKUMH CPEJICTBAMH O0YUCHUS:

. JJIsL CIIETBIX M CIA0OBHUISLIMX: YCTPOWCTBOM JJIsi CKAHUPOBAHHS U YTCHHS C KaMepoun
SARA CE; nucmneem bpaiins PAC Mate 20; npuntepom bpaiiist EmBraille ViewPlus;

. JUISL TIYXHX ¥ CJIa0O0CIBIIAIIUX: aBTOMAaTU3UPOBAHHBIM PA00YHM MECTOM JUIS JIFOACH C
HApYIICHUEM CIIyXa M CIa0OCIBIIAIINX; AKyCTHYCCKUI YCUITUTENb U KOJIOHKH;

. anst  oOydamomumxcss € HapyUICHHSMH  OINOPHO-JIBUraTeIbHOTO  ammaparta:
NEepPEeBUKHBIMU, PEryJIMpyeMbIMU dproHoMuueckumu mnapramu CH-1; KOMIBIOTEpHON TEXHHKOH CO
CIICIMAIBHBIM IIPOrPAMMHBIM 00ECIICUCHUEM.

9. MeToanueckue MaTepuajbl

9.1 lInanbl ceMUHAPCKUX/ MPAKTHYECKHUX/ J1A00PATOPHBIX 3aHATHIA

[Tnanpl NpakKTUYECKUX 3aHATUN

Tema 1: JlIokyMeHT ¥ ero (yHKIMH, TIOHSATHS JOKYMEHT U uH(opMarus — 4 Jaca.

[lenp 3aHATHS — aHaIM3 PA3BUTHUS MOHATHH «HMHGOPMAIMs» M «IOKYMEHT», OIpeleleHne
(GyHKIUH T0KyMEHTOB.

B pe3syinbrarte BINONHEHNS 3aJaHUI CTYACHT JOJDKEH:

— umemp npeocmagienHue O B3aUMOCBSI3U TMOHATHH «HMHQOpPMALMSD) U (IOKYMEHT»,
Pa3sBUTHM TOHATHS <JIOKYMEHT», pa3BUTHM CIIOCOOOB JIOKYMEHTHUPOBAaHUSI U HX CBA3H C
MaTepUaIbHbIMU HOCUTEISIMU UHPOPMAIIH;

YMETh OIpeNeNATh (YHKIUN KOHKPETHOTO I0KyMEHTA.

3agaHus 17151 CaMOCTOSITeILHON padoThI.

1. IIpoanamusupoBaTh ynorpeOieHHE TMOHATHS JOKYMEHT UM €ro CHHOHHUMOB IIO
«"enepanbHOMy pernamenty» 1720 r., «Ob6memy rybepHckoMmy yupexaeHuto» 1775 r., «O0memy
YUPEXKIEHUIO MUHUCTEPCTBY» 1811 T.

2. Ilpoanamm3upoBaTh pa3BUTHE TMOHATHS «JOKYMEHT» IO CIOBapsiM M CHEIHAIbHON
JUTEpaType.

3. Tlpoananmm3upoBaTh pa3BUTHE TEpMHUHA «WHOpManus» 1o cioBapsm U deneparbHOMY
3akoHy «O0 nHpopMaruu, THPOPMALMOHHBIX TEXHOJIOTHUAX U O 3alIUTe HHPOPMALIUN

4. Tlpoananu3upoBaTh pa3BUTHE TEPMHUHA «IOKYMEHT» 10 TOCYAapCTBEHHBIM CTaHIapTaM.

5. Ompenenuts GYHKINU CIEAYIOMINUX JOKYMEHTOB!

- kynyas kabana Hukutel Ko3znoBa Ha xonona MBana I1aBnosa 23 mas 1494 ropa;

- paniopt rerepain-npokypopa Cenara W1.10. Tpybenkoro ummneparpuue Enuzasere IlerpoBue o
npuesze B [lerepOypr u3 Apocnasns teatpansHoi Tpynmnsl O.I'. Bonkosa 3 depains 1752 roga;

- Jlexkper CHK «O mnpaBumiax NOANMCAHUS JEHEXKHBIX Oymar, JOKYMEHTOB, OpJIEpOB,
OTHOIIIEHUH, CITPABOK U T.M.» OT 12 mexadps 1921 r.;
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- IlocranoBnenne BIHMK u CHK PC®O®CP «O mnopsake MOJb30BaHUS TNEYaTIMH C
rocyaapcTBeHHbIM repooM PCOCP» ot 15 nexabpst 1936 .;

- mnocranoBieHus K KIICC wu CoBera wmwunucrepctB CCCP «O wmepax 10
COBEPILICHCTBOBAHMIO M yJICIIEBIICHHUIO anmapara ynpasieHus» ot 13 okrsaops 1969 r.;

- @3 “O06 uabopmanu, HHPOPMAIIMOHHBIX TEXHOJIOTHSAX M O 3aIUTe HHDOpMaIun”.

6. IlpuBectu mpuMepsl JOKYMEHTOB, BBIIOIHSIOMINX ClEAYOmUe QyHKIUU:

- yIpaBJieHYECKas;

- IPaBOBAa;

- COLlaJIbHAS;

- KyJIbTypHasi;

- HICTOPUYECKOTO UCTOYHUKA;

- nH(opmMaLOHHAs;

- yuera.

Yka3aHnus no BLINOJHEHUIO 3aJaHMIA.

1. 3yunTh 3aKOHOJATENIbHBIE aKThl U BBIIUCATh BCTPEUAIOLIUECS B HUX CUHOHUMBI MOHSATUS
«JIOKyMEHT». BBbIIBUTH 3HAU€HHE TOHATUN <«IeTo», «Oymara», «akT», «IelnoBas Oymaray,
«CIY)KEOHBIH JOKYMEHT», JaTb WX ONpPEIEIECHHE, €CIM OHO IPHUBEIAEHO B HCTOYHHKAX.
[Ipoananu3upoBaTh, B KAKUX CIIy4asx YIOTpeOIseTcs KaXa0e MOHATHE.

2. Ilo BbIIMCKaM M3 CJIOBapell M CHEUAIbHOM JUTEpaTyphbl ONpPENEIUTh, KaKUe acleKThl -
MH(OPMALIMOHHBIN, MPABOBOW, YIMPABICHYECKUH, MCTOPUYECKUI - JIETJIM B OCHOBY OIpE/IEICHHS
MOHATHS «JOKYMEHT.

3-4. U3 rocymapctBeHHbix crangaptoB: ['OCT 16487-70 «Jlenonpou3BoACTBO U apXHUBHOE
neno. Tepmunbl u onpenenenus»; ['OCT 16487-83 u 'OCT P 51141-98 «Jlemonpon3BoAcTBO U
apxuBHoe neno. Tepmunbl u onpenenenus»; 'OCT P 7.0.8-2013 «/lenonpou3BOJACTBO U apXUBHOE
neno. Tepmunsl u onpeneneausi»; [OCT P NCO 15489-1-2007 Yupasnenue noxkymentamu. Oomue
TpeboBanus; PenepanbHOro 3akoHa «O0 uHPOpMaIKK, HHOOPMALIMOHHBIX TEXHOJOTHSIX U O 3alUTe
uHpopmamum» ot 27 mrons 2006 Nel49-@3 Beimmcats omnpeAeieHus TEPMUHOB «HHGOpMAIMs» U
«JIOKyMEHT» W YCTaHOBUTH, KaKHe acleKThl (HocuTenu uHopMaiuu, crnocoObl ee (UKCUPOBAHMS,
IOpUANYEcKas cuila JOKYMEHTa U JIp.) U QYHKIUU TOKYMEHTA 3aJI0)KEHbI B 3THUX OINpPEIEICHUSIX.

5. Ompenenuth (QYyHKIMH JOKYMEHTa, T.€. €ro IeJeBoe Ha3HaueHUe. BBIABUTH MOJUIMHHYIO
Lelb CO3JaHMs JIOKYMEHTa U 3aleydaTieHMs] 3aKII0UYeHHON B HeM MH(pOpMalluu, MpoaHaIU3UpOBaTh
poiab  JIOKyMEHTa B  JAaHHOM  CHUTyalluM JIOKyMeHTooOpa3oBaHus. Tak Kak  JOKyMEHT
noyn(yHKIMOHAJIEH, TEPBOM yKa3bIBaeTCsl (PYHKIIMS, 3a/laHHasi TOKyMEHTY aBTopoM. OHOBpEMEHHO
OTMETHTb, KaKH€ U3 Ha3BaHHBIX (QYHKLUI TOKYMEHTa HOCAT OO, a KaKue - YaCTHBIN XapakTep.

6. IlpuBecTu mnpuMepbl TOKYMEHTOB, OOJaJAIOUIMX Ha3BaHHBIMU (QYHKIUSAMHU, YKa3aTb
Ha3BaHUE BUJA, 3arOJIOBOK M JIaTy JOKyMeHTa. [ (yHKIMI ydeTa M MpaBOBOH MOXKHO MPHUBECTH
MIPUMEPBI COBPEMEHHBIX JOKYMEHTOB, UISl OCTOSIHHO JNEHCTBYIOINX (PyHKIMH (MHPOPMAIMOHHOM,
COLMAJIBHOM, KYJIbTYpHOH, HICTOPUYECKOI0 UCTOYHMKA) MPUBECTH NMPUMEPHI JOKYMEHTOB Pa3JIMYHBIX
HCTOPUYECKHUX AIOX.

KoHnTpoJ/ibHBIE BONIPOCHI:

1. Kak pa3zBuBanuch NoHATHSI «MHGOPMALU» U «TOKYMEHT»?

2. Kakue acrmekTbl 4enoBeYeCKOH NeATeNIbHOCTH OTPAKEHBI B OIpPEISJIEHUSX TEpPMHUHA
«TOKyMEHT»?

3. [lepeuncaure GyHKIMU TOKYMEHTA.

HcTounuku u ureparypa

Hcrounukn:

®enepanbublil 3akoH PO ot 27.07.2006 1. Nel49-03 «O06 mnpopmanuu, HHPOPMALMOHHBIX
TEXHOJIOTHSX U 0 3amuTe nHpopManum» // [IaekTpoHubiid pecypel]. — M., 2019. — Pexxum nocryna:
http://www.consultant.ru/document/cons_doc LAW_ 61798/
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31

®denepanbublil 3aKk0H 0T 06.04.2011 Ne 63-D3 “O6 snextponHoit moanucu” // [IneKTpoOHHbI
pecypc|. — M., 2019. — Pexum aocTyna:
http://www.consultant.ru/document/cons_doc_LAW 112701/.

[TocranoBnenue IlpaBurensctBa PO ot 15.06.2009 Ne 477 «O6 yrBepxkaenuu IlpaBun
JIEIONIPON3BO/JICTBA B (DellepalIbHBIX OpraHax HMCIIOTHUTEIBHOU BIAcTHY// [DJIeKTPOHHBIN pecypc]. —
M., 2019. — Pesxum gocryma: http://www.consultant.ru/document/cons_doc LAW_88695/.

I'OCT P HUCO 15489-1-2007 Cucrtema cranmapToB 1o uHpOpManuu, OMOJIUOTCYHOMY H
W3JIaTeIbCKOMY JIeTy. YTpaBiieHue aokyMeHTamu. OOmue TpeboBanus. // [DNEKTpOHHBINA pecypc]. —
M., 2019. Pexxum nocrtymna: http://www.consultant.ru/document/cons_doc LAW 135548/.

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO W apXUBHOE Je10. TepMUHBI U OINPEICICHUS.-
[DnexTpoHHBIT pecypc]. - M., 20109. Pexxum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

Jlureparypa:

beikoBa T.A. JlokyMeHTanmuoHHOe oOecrieueHrne ymnpaBJIeHHs  (IEIOMPOU3BOJICTBO)
[DnexTpoHHEI pecypc]; yueOHnoe mocodue/ T.A. beikopa, T.B. Ky3Hnerona. -2-¢ uza. nepepad. u AoII.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepuall K 3aHATHSM:
I'enepanbubiii persnament 1720 .
O61ee rybepHckoe yupexaenue 1775r.
O6miee yupexxaenne Muauctepcts 1811r.
COOpHHUK 3aKOHOATEILHBIX AKTOB TI0 eI0npou3BoacTBY (1917-1970):
5. BBIIUCKH C ONpPENCICHHUSIMH TOHATHS «IOKYMEHT», «HH(pOpMAIMsI» U3 CJIOBapei,
SHIMKJIONENH U CIIEIUAIbHOM TUTEPATyPHI.
6. TOCT 16487-70, T'OCT 164867-83, TOCT P 51141-98, TOCT P 7.0.8-2013
Jlenonpon3BOACTBO U apXUBHOE AeN0. TepMHUHBI U ONIPEICICHNUS;
7. TOCT 6.10.1.88 YauduuupoBaHHbIE CUCTEMbI JOKyMeHTallui. OCHOBHBIE TIOJIOKECHUS;
9. TOCT P UCO 15489-1-2007 Ynpasnenue nokymenramu. Oo1iue TpedoBaHus.
10.®enepanpubiii 3akoH «O06 uHboOpManny, MUHOOPMALMOHHBIX TEXHOJOTHSX M O 3allUTe
uHpopmanun» ot 27 utoss 2006 Ne149-03

RN

Tema 2. Cnoco0bl JOKYMEHTHPOBAaHHMS M MaTepHajbHble HOCHTeIH HHopmamuu — 4
yaca

Llenb 3aHATHS — U3YUYEHUE Pa3IMYHBIX CIOCOOOB 3arneyaTaeHust HH(HOPMAIHH.

B pesynbrare BBIITOJIHEHNS 3aJaHUN CTYAECHT JIOJKEH:

— 3Hamb (QYHKUUM JTOKYMEHTa, CHOCOOBI 3aleyariieHuss MHQPOpMaluu, STamnbl pa3BUTHUS
TEKCTOBOTO JIOKYMEHTHPOBAHMUS;

3agaHus AJ151 CAMOCTOSITEIbHON PadoThI

- M3yuuTh 3TAnbl TEKCTOBOIO JOKYMEHTHPOBAHHUS, 03HAKOMUTHLCS ¢ 00pa3amMu MUKTOTPaMM U
JIOTOTpaMM, JaTh UX KPaTKyl0 XapaKTEPUCTHUKY.

- O3HakoMHUTbCS € o0Opa3llaMd TEXHHYECKHUX JIOKYMEHTOB W 3alucaTh HX COJEpKaHHE
TEKCTOBBIM CIIOCOOOM.

Yka3aHus 110 BbINOJHEHHIO 32 JaHU.

1. I3yunTh NUKTOTpaMMBbI U JIOTOTPaMMBI, IIPEJCTaBICHHbIE B KOJIeKIK. [lath onucanue 1-2
nukrorpamm. IIpoBecTu aHaian3 3HAKOB JOTOrPaMM, YUYMTHIBAsl MPU 3TOM, YTO 3HAKY COOTBETCTBYET
CcJI0BO. 3apucoBath 2-3 oOpasiia U ONpeeNUTh MPEUMYIIEeCTBA U HETOCTATKU JIOTOTPaMM.

2. VI3yuntp 1-2 yepTerka M TEKCTOBBIM CITIOCOOOM 3alHcaTh UX COACpIKaHUE.

KoHTpoJibHBIE BONIPOCHI:

1. KakoBBI 3TaIbl pa3BUTHS TEKCTOBOTO JTOKYMEHTHPOBAHUS ?

2.KakoBbI criocoOBI 3arevatTienns HHPpopMauu?

3.Kakwne criocoObl JOKYMEHTHPOBAHHUSI MTOSIBIITUCH B 19 Beke?


http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_88695/
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/
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Jlureparypa:

beikoBa T.A. JloKyMeHTallMOHHOE OOECleUYeHHe yMpaBieHHs  (JAETONMPOU3BOJICTBO)
[DnexTponnslii pecypc]; yueoHoe mocooue/ T.A. Bbrikosa, T.B. Ky3nenona. -2-e¢ uza. nepepab. u f01.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctymna: http://znanium.com/go.php?id=942800/

Pa3naTouHblii MaTepHuas K 3aHATHSAM

Konneknus nukrorpamm, jgororpamm u J1okymeHToB XI-XX BB.
Ha6op nuakaros.

Crnaiiipl IO UCTOPUU PA3BUTHUSI CIIOCOOOB IOKYMEHTUPOBAHHUS.

Tema 3. @opmyJisip 10KYMEHTA U ero coctaBHble Yactu. Uctopusi pazsutus popmyJsipa
nokymeHrta — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 16 yacoB

®opmyasp nokymenta XVI - XVII BB. — 4 yaca

Ilenp 3aHATHA — BBIABICHHE 3aKOHOMEPHOCTEH CKJIQABIBAHMS W Pa3sBUTHUS  (opMyJisipa
TEKCTOBOro ciaykebHoro qokymenta XVI-XVII Bs.

B pe3ynbrare BHINOIHEHUS 331aHUI CTYIEHT JJOJKEH:

—  umemp npedcmasienue O CKIAIBIBAHUH U PAa3BUTHH (POPMYJIIpa TEKCTOBOTO JOKYMEHTA B
IIPUKA3HOM JIeJI0IPOU3BO/ICTBE;

— 3namsb Buapl nokymeHToB XVI-XVII BB., coctaB dopmynsipa; Ha3BaHHS PEKBH3UTOB U
NOPSAAOK UX 0hOpMIIeHHUS;

—  yMeTh ONHChIBaTh KOHKpeTHbIC MoKyMeHThI XV I-XVII BB., cocTaBisis ux Gopmyspel.

3agaHus 1J151 CAaMOCTOSITEILHON PadoThI.

1. I3yuutb Buabl U pa3HOBUAHOCTH JJOKYMEHTOB!

1.1 Ilo kpaTkoMy cIOBapi0 BHUAOB U pPa3HOBUAHOCTEH JOKYMEHTOB BBIIHCATh BU/IbI
JOKYMEHTOB;

1.2 Tlo xonnekuuy BbISIBUTH BUABI JOKYMEHTOB, O0BSCHUB METO/] ONIPEAEICHUS KaX/10r0 BUAA.

2. BIsIBUTB U onucaTh 0cOOEHHOCTH 0003HAaUYEHUs aBTOpa JIOKyMEHTa, YKa3as!

- CITy>K€OHBIN WM JIMYHBIA IOKYMEHT;

- KOJIJICKTUBHBIN MM WHAWBUYaTIbHBIN aBTOP;

- (hopmy 0003HaUEHMS AaBTOPCTBA, MECTO €0 PACIIONIOKEHUS B POPMYJIsipe TOKYMEHTA;

- 0COOEHHOCTH OIpe/IeNICHHs aBTOPa.

3. IIpoananu3upoBaTh COCTaB U CIOCOOBI 0003HAYEHUS] PEKBU3UTA «apecary.

- BBIIUCATh NIPUMEPHI aIPECOBAHUS JOKYMEHTOB;

- U3y4YUTh COCTaB, CIIOCOO HAMMCAHUS aJPECaTOB JOKYMEHTOB, IOCHIIAEMbIX U3 HI)KECTOSIIIETO
YUPEX/IE€HUS B BBILIECTOSIEE, TOKYMEHTOB, KOTOPHIMH OOMEHUBAINCH PABHOCTOSIINE YUPEKICHUS, U
JIOKYMEHTOB, HAIIPaBJISIEMbIX U3 BBILIECTOSALINX YUPEKICHUI B HUKECTOSIIUE.

4. 3y4nTh criocOObI TaTUPOBKH JIOKYMEHTA.:

a) ONPENIENNUTh JaThl U3Y4aeMbIX JOKYMEHTOB;

0) ycTaHOBUTH MPU3HAKHU TATHUPYIOIIETO XapaKkTepa;

B) NEPEBECTH YCTAHOBJIEHHBIE J1aThl C 3pbl «OT COTBOPEHHS MHUPa» Ha 3Py «OT POXKIECTBA
XpHUCTOBa», ¢ I0JMAHCKOr0 KaJIeHaps Ha TPUTOPUAHCKUIA.

5. W3yuuth cocTaB yIOCTOBEPEHHS JIOKyMEHTa: OMNpPENEeNUTh HaJIM4YUe, COCTaB, MECTO
PacroI0KeHUs OJIUCH U CKPEIIBI.

6. Onmcarp XxapakTep OTMETOK Ha JOKyMeHTax. OnpeneinnuTs UX Ha3HaYeHHeE.

7. OnpenenuTth TPagUIMOHHO-CIOXKHUBILYIOCS CTPYKTYpPY TEKCTa U OCOOEHHOCTH H3JI0KEHUS
coJiep>KaHusl OTJENbHBIX BUJIOB IOKYMEHTOB (4eI00MTHAs, TPaMOTa, OTIIUCKA).

KonTpoJibHbBIE BONIPOCHI:

1. Yem ompenersiiach CTPyKTypa TeKCTa M1 HANMEHOBaHHE BHJIa JOKYMEHTa?

2. KakoBbl 0cOOEHHOCTH BHEIIHETO 0(hopMIIeHUs JOKyMEHTa?

3. Kakue nmpu3HaKy MOMOTaroT ONPEIETUTh aBTOPCTBO JJOKYMEHTa?


http://znanium.com/go.php?id=942800/
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4. Kak ompenenutb BpeMs cocTaBieHUs mokymeHTa? OcoOeHHOCTH 0003HAYeHMsI NaThl
nokymenrta XVI - XVII BB.?

5. Kak ynocToBepsianuch 10KyMEHTHI?

HNcTouyHuky U JuTEpaTypa

Uctounuku:

KpaTkuii cioBapb BUI0B U pa3HOBUJHOCTEN TOKYMEHTOB.-M.,1974.

Jluteparypa:

beikoBa T.A. JIoKyMEHTallMOHHOE OOECIeYeHHE  yMpaBiIeHHUS  (IEIOMPOU3BOICTBO)
[DnexkTponHbIi pecypc]; yueoHoe mocodue/ T.A. beikoBa, T.B. Ky3nenosa. -2-¢ uzn. nepepad. u 1om.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctymna: http://znanium.com/go.php?id=942800/

Pa3znaTounblii MaTepuas K 3aHATHSIIM:

1. Cron6en; XVII B.

2. Konnexnuu kormii tokymeHToB XVI-XVII BB.

3. KpaTkuii ciioBapb BUJI0OB M pa3HOBUIHOCTEN JTOKYMEHTOB.

®opmyasp noxkymenta XVIII B. — 4 yaca

Llenb 3aHATUS — U3YUYCHHE PA3BUTHS U OCOOCHHOCTEH (HOPMYINISIPOB CIYyKEOHBIX TOKYyMEHTOB
XVIII B.

B pe3ynbraTte BINONHEHUS 3aJaHUI CTYACHT JOJDKEH:

—  umemb npeocmagnienue 0 3aKOHOJaTEIbHOM peryIupoBaHUH nporiecca
JOKYMEHTUPOBaHUS U pa3BUTHH Qopmymsipa nokymenta XVIII B;

— 3Hamb 3aKOHOJATEIIbHBIC aKTHl, PETJIAMEHTHUPYIOIINE TOCTAHOBKY JEJIONPOU3BOJCTBA B
XVIII B, BUABI NOKyMEHTOB, cocTaB (hopMyIisipa JOKYMEHTa, paBuia 0hOpMIICHHUS PEKBU3UTOB;

—  yMeTh OonmHchIBaTh KOHKpeTHbIC MoKyMeHTHl XV I B., cocraBmsis ux Gopmymsipel.

3amanus AJ151 CAaMOCTOATEIbHOM padoThI:

1. IByunTh BUABI U Pa3HOBUAHOCTH JOKYMEHTOB:

- BBITUCATh BUJIbI JIOKYMEHTOB, YCTaHOBJICHHBIE [ eHepaibHBIM PETIIaMEHTOM

- n3 «Kpatkoro cioBaps BHIOB ¥ pa3HOBHIHOCTEH JOKYMEHTOBY» BBIIIACATh BUBI JOKYMEHTOB
XVIII B.

- W3 JIe]l MECTHBIX YUYPEXICHUI BBINMHCATh BCE BHUIBI IOKYMEHTOB M OTMETHTh M3MEHEHUS B
TE€XHUKE JOKYMEHTHUPOBAHMUS.

2. Ha mpumepe TOKyMEHTOB MECTHBIX YUPEXKICHHUH MTPOaHATN3UPOBATH CJIOKHUBIIUECS ITPaBHUIIa
HaIMMCaHMs aBTOPA, BHISIBUB:

a) 0co0EHHOCTH O(OPMIICHHSI aBTOPA CITYKEOHBIX U JIMUHBIX JOKYMEHTOB

0) 3aBUCUMOCTb 0003HAUYEHUS PEKBU3UTA «aBTOP» OT 0003HAYEHMS ajipecara J0KyMEHTa.

3. IIpoananu3upoBaTh 0003HAUYECHUS PEKBU3UTA «aJlpecaTy:

a) BbIMUcaThb U3 ['eHepaIbHOrO perjaMeHTa OMUCAHHWE CHCTEMbl NMHCbMEHHBIX CHOLICHUH
3BEHBEB arIapara yrnpaBlIeHHUs

0) MO JOKyMEHTaM MECTHBIX YUYpeXJIEHUH omnucaTh MNOPSAOK O(OPMIIEHUS PEKBU3UTA
«ajpecar», OTMETUTh OTJIMYUTEIbHBIE OCOOCHHOCTH TOpSAKA aapecOBaHUs JOKYMEHTOB II0
cpaBaenuto ¢ XVI-XVII BB.

4. OnmcaTh MOPSAOK NaTHPOBAHUS TOKYMEHTOB. JlaTh MpuUMephl BCEX BHIIOB JAT C TIEPEBOIOM
WX Ha TPUTOPUAHCKUH KalIeHIaph.

5. N3yunTh coCTaB y1OCTOBEPEHUS JOKYMEHTOB:

- BBINKCaTh U3 ['eHepabHOIrO periiaMeHTa npaBuia yJ10CTOBEPEHHSI JOKYMEHTOB

- OTHCATh COCTAB MOJIHCH TI0 JOKYMEHTAaM MECTHBIX YUPEKICHUH.

6. OnucaTb BUJbI OTMETOK Ha JIOKYMEHTaX.

7. I3y4uTh MPHUHITUIIB OPTaHU3AIMH TEKCTa HECKOJIBKUX BUIOB JOKYMEHTOB.

8. CocTaBUTh (HOPMYIISAPHI IBYX JTOKYMEHTOB.

KoHTpoJibHbIE BONIPOCHI

1. HazoBute ocobennoctu ¢popmsl 1okymenta XVIII B.?


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

34

2. Kakme TpeOoBaHUS TPEHBABISIOTCS K OG(GOPMIICHHIO NPOTOKOJa 1o [ 'eHepalbHOMY
pernameHTy?

3. B uem nposiBunace TeHACHINS K YHUDUKALUU JOKYMEHTOB?

4. Onumure CUCTEeMY MHCbMEHHBIX CHOIICHUN 3BEHBEB ammapara YIpaBICHUS [0
['enepanpHOMY periameHty?

HNcTouynuku u TuTepatypa

beikoBa T.A. JlokyMeHTalMoHHOE oOecliedeHre yhpaBieHHUs  (JEJIONPOU3BOICTBO)
[DnexTpoHHEI pecypc]; yaeObnoe mocodue/ T.A. brikopa, T.B. Ky3Hnerona. -2-¢ uz. nepepad. u JOII.
— Mocksa: Uudpa-M, 2018. -304 ¢. — Pexxum noctyma: http://znanium.com/go.php?id=942800/

Pa3naTouHblii MaTepuas K 3aHATHAM

1. 'enepanbhbIil permament 1720.

2. JIOKyMEHTHI (e1a) MECTHBIX yupekaeHHui 18B.

3. KpaTkuii ciioBapb BUJIOB U pa3HOBHIHOCTEH JTOKYMEHTOB.

Dopmyasp nokymenta XIX Beka — 4 yaca

Llenp 3aHATUS — U3yYCHHE PA3BUTHS M 0COOEHHOCTEH (OPMYIAPOB CIYKEOHBIX JOKYMEHTOB
XIX B.

B pe3yinbrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJDKEH:

— umemdv npeocmagnreHue O  PErIAMEHTALlMU  Ipolecca  JOKYMEHTUPOBaHHMS B
3aKOHOJATENbHBIX akTax XIX B., pa3Butuu (opmyisipa ITOKYMEHTa, TEHACHUUSAX TpadapeTH3aluu
JOKYMEHTOB;

— 3Hams BUIBI TOKyMEeHTOB XIX - B., ocoOeHHOCTH UX OQOpMIICHHS, COcTaB (HopMmyIsipa,
NOsIBJIEHUE OJIAHKOB M UX BUbI, MOSBICHUE OTMETOK Ha JOKYMEHTAX, OTPAKAIOLINX UX JABH)KCHHE B
YUPEKACHUU U paboTy ¢ HUMH.

— yMeTb aHaJIM3UPOBaTh KOHKpETHbIE JOKyMeHThl XIX B.; cocTaBiiss ux GopMyJIspbl.

3agaHus 17151 CaMOCTOSITEILHON padoThI

1. I3yuuTthb BubI U Pa3HOBUAHOCTU JOKYMEHTOB.

2. BeIIBUTH OCOOCHHOCTH O(QOPMIICHHSI PEKBU3HTA «aBTOP», OMHCATh COCTaB OJaHKA U €ro
BUJIBI.

3. U3yuuThb TEKCT JOKyMEHTA.

4. Onucatps NOpSAOK aIpecCOBaHUs JOKYMEHTA.

5. Beimucate gatel cocTaBiieHUs, OOpaOOTKH, TOJNMUCAHUS U JIp., yKa3aTh MECTO HX
pacroIoKeHusl.

6. [Ipoananu3upoBaTh XapakTep yIOCTOBEPEHUS TIOKyMEHTA.

7. Onucatb BUIBI OTMETOK.

8. CoctaBUTh (POPMYIISPBI 2-X JOKYMEHTOB.

KoHTpoJsibHbBIE BONIPOCHI:

1. B uem nposiBuiach TeHISHIMS K YHU(DUKAIUU POPMBI U TEKCTa JOKYMEHTAa?

2. Yto Takoe TpadapeTHbIH U TUIIOBOM TEKCTHI?

3. HazoBuTte coctaB OiaHKa TOKyMeHTa?

4. Yem onpezemnsuics XapakTep apecoBaHUs JOKyMEHTa?

Hcrounnku u autepatypa

HcrouHuku:

beikoBa T.A. JlokyMeHTanmuoHHOE oOOecleueHne ympaBleHUs  (IEIOMPOU3BOJICTBO)
[DnexTpoHHbI pecypc]; yuebHoe mocodue/ T.A. brikoBa, T.B. Ky3Hneuosa. -2-e uzn. nepepal. u gom.
— Mocksa: Uuadpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/

Pa3paTouHblii MaTepuaJ K 3aHATHAM

1. lena yupexnenuii 19 B.

2. Kpatkuii cioBapb BU0B U Pa3HOBUIHOCTEN JOKYMEHTOB.
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Taonuua
Anaius opopmiieHHs peKBU3UTOB JOKyMeHTOB B XV I- XIX BB.

HaunmenoBanue 10KyMEHTOB Ocobennoctu 0hopMIICHUSI PEKBU3HUTA
B XVI-XVII BB. B XVIII B XIX

B. B.

Bun nokymenra

ABTOp

Anpecar

Tekcr:

BBEJICHUE

OCHOBHAsI 4acTh

3aKJII0UYEHUE

5. Harsl
COCTaBJICHUS
MOJTyICHUS
perucrpainuu

6. CocraB ynocToBepeHHs

7. OTMeTKH Ha JOKYMEHTE

NS

®opmysap nokymenTa XX Beka — 4 yaca

Llenp 3aHATUS — U3yYCHHE Pa3BUTHS U 0COOEHHOCTEH (OPMYIAPOB CIYKEOHBIX JOKYMEHTOB
XX B.

B pesyinbrare BBIITOJIHEHNS 3aJaHUN CTYJAECHT JTOJKEH:

— umMemv npedcmaeieHue O periaMEHTAllMM  Ipoliecca  JOKYMEHTHPOBAaHHUS B
3aKOHOJATENBHBIX aKkTaXx XX B., pa3BUTUU (GOpPMYyJsipa TOKYMEHTa, TEHISHIMSX TpadapeTH3anuu
JIOKYMEHTOB;

— 3Hamb BUABl JOKYMEHTOB XX - B., 0OCOOCHHOCTH MX O(OpMIICHHS, COCTaB (HopMyIsipa,
MOsIBJICHHE OJIAaHKOB U WX BHJIBI, MOSBJICHHE OTMETOK Ha JOKYMEHTaX, OTPaKAIOIIUX MX ABM)KCHUE B
YUPEeKACHUU U paboTy ¢ HUMH.

— yMeTb aHAJIU3UPOBATh KOHKPETHBIE JOKYMEHThI XX B.; COCTABIISIS UX (POPMYIISPHI.

3agaHus AJ151 CaMOCTOSITeILHOH padoThI

1. I3yuuTth BuABI U Pa3HOBUAHOCTH JOKYMEHTOB.

2. BpisgBUTh 0cOOEHHOCTH O(OPMIICHUS PEKBU3UTA «aBTOP», OMHCATh COCTaB OJIaHKA U €To
BU/IBL.

3. U3yuuTh TEKCT JOKYMEHTA.

4. Onucate NOpSAOK aIpeCOBaHUs JOKYMEHTA.

5. Beimucate gatel cocTaBiieHHs, OOpaOOTKH, TOANMUCAHUS U JIp., yKa3aTh MECTO WX
PacmoIoKeHusl.

6. IIpoananu3upoBaTh XapakTep yAOCTOBEPEHUS TOKYMEHTA.

7. Onucatb BUIBI OTMETOK.

8. CoctaBUTh (POPMYIISPBI 2-X JOKYMEHTOB.

Hcrounuku u ureparypa

beikoBa T.A. JlokyMmMeHTanmnoHHOe oOecreueHrue ymhpaBJeHHs  (JIEI0NPOU3BOJICTBO)
[DnexTpoHHbI pecypc]; yueoHoe mocodue/ T.A. brikosa, T.B. Ky3neuosa. -2-e uzn. nepepad. u gom.
— Mocksa: Muadpa-M, 2018. -304 c. — Pesxum goctyna: http://znanium.com/go.php?id=942800/

Pa3zpaTouHblii MaTepua K 3aHATHAM

1. lena yupexnenuii 20 B.

2. KpaTkuii cioBapb BUI0B U pa3HOBUIHOCTEN JOKYMEHTOB.

3. COOpHUK 3aKOHOAATEIBHBIX aKTOB IO Jeonpon3BocTBY (1917-1970rr.) — Yueb. mocodue
nox pen. A.3. Jlusmmna. — M. MTTUAU, 1973. — 157 C.

Tema 4. ®opmynsip COBPEMEHHOTO YIMPABICHYECKOTO JOKYMEHTa: MpaBuia OGOPMIICHHS
PEKBU3UTOB— 8 4acoB



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

36

Llens 3aHSATHA — HM3YYCHHE COBPEMEHHBIX TPeOOBaHMU TOCYNapCTBEHHBIX CTAHIAPTOB M
HOPMATHBHO-METOJJMUECKUX aKTOB K O(OPMIICHHIO CITYKEOHBIX TOKYMEHTOB.

B pesynbrare BHIIOTHEHUS 33aHUH CTYIEHT JTOJDKCH:

—  umemp npedcmaejienue O TCHACHLUUAX Pa3BUTHA AOKYMEHTa M MPHHLIMNAX HOCTPOCHHS
bopmysipa-o0pasiia OpraHu3alMOHHO-PACTIOPSINTENLHBIX IOKYMEHTOB,;

— 3Hamb COCTaB PEKBH3UTOB M TPEOOBAaHUS TOCYAAPCTBEHHOTO CTaHIApTa K O()OPMIICHHUIO
JTOKYMEHTA.

— 3HaTh COCTaB PEKBM3UTOB M TpeOoBanus IlpaBun nenompousBoACTBa B (enepaibHBIX
OpraHax UCIIOJIHUTEIILHOW BIaCTH B METOAMYECKHX PEKOMEH AN K COCTABICHUIO JIOKYMEHTOB.

— yMeThb NPOEKTUPOBATH OJIAHKM JOKYMEHTOB YUPESKICHUH M HMMETh HABBIKM PabOTHI ¢
rOCYJJApPCTBCHHBIMH CTaHJIAPTAMHU M METOJAMYECKUMH YKa3aHUSMH 110 UX BHEAPEHHUIO U IPUMEHECHHIO.

3aganus 1719 CaMOCTOSITEIbHOM PadoThI

1. MBy4nTh KOMIUICKT HOPMAaTHBHO-METOJIMYECKUX JIOKYMEHTOB IO JIOKYMEHTHPOBAHHIO
ynpaBieHueckoil aestenbHoctd  (IlpaBuma  nmemompomsBoAcTBa Uit (pelepaibHBIX  OpraHOB
WCTIOJTHUTEIBHOM  BJIACTH, METOJMUECKue pPEKOMEHJAlMK 10 pa3padOTKe MHCTPYKIHUH 110
JIeTIOTIPOU3BOCTBY B (pe/iepaibHbIX OpraHax HCIOJHUTEIFHON BIACTH).

2. Uzyuuts 'OCT P 7.0.97-2016 ¢ TpeGoBanusiMu K 0pOPMIIEHUIO JOKYMEHTOB, OMPEIEIUTh
€ro CTPYKTYpY, COCTaB Pa3eiioB.

3. N3yuuts TpedoBanus 'OCTa k O1aHKY JOKyMEHTA.

4. TlpoaHanu3UpoOBaTh MPEIUIOKECHHYIO KOJUICKIIMIO OKYMEHTOB, OIPEACIHTh PEKBU3UTHI,
yKa3aTh HEJOCTATKH B UX PACIOJIOKCHUU U O(OPMIICHUH.

5. CocraBuTh Ha OCHOBaHHMM pa3/JaTOYHOrO Marepuaia OnaHku (OOmMH W JUIsl MHChMA)
OpraHu3alii W TMPEANPUATUHH Pa3IUYHBIX (OPM COOCTBEHHOCTH C BapHaHTaMH MPOJOJIBHOTO M
YTJIIOBOTO PACIIOJIOKEHUS] PEKBU3HTOB.

KonTposbHbIe BONPOChI

1. Hepe‘{I/ICJII/ITe BUJbI HOPMATHMBHBLIX AKTOB, PCIrIIaMCHTHUPYIOINHUEC JOKYMCHTUPOBAHUEC
ynpaBHqueCKOﬁ JACATCIIbHOCTH.

2. YeM paznuyarotcs oOmuil 61aHkK M 6JIaHK MHChbMa, OJIaHK KOHKPETHOTO BU/a JOKYMEHTA.

Hcrounuku u murepaTtypa

HcrouHuku:

@®enepalibHbIil  KOHCTUTYLMOHHBIM 3akoH oT 25 gnekabps 2000 r. Ne 2-OK3 «O
I'ocynapctBennom rep6e Poccuiickoit deneparny» // [IaekTponnsiii pecypce]. — M., 2019. — Pe:xxum
pocryna: http://www.consultant.ru/document/cons_doc LAW_29674/.

[TocranoBnenue IlpaButensctBa PO ot 15.06.2009 Ne 477 «O6 yrtBepxkaenuu [IpaBun
JIeJIONPOU3BO/ICTBA B (DeiepabHBIX OpraHax HMCIOJHUTENbHON BIacTu»// [JaeKTpoHHBIH pecype]. —
M., 2019. — Pesxum goctyma: http://www.consultant.ru/document/cons_doc LAW_88695/.

Metoanyeckie peKOMEHAAUN M0 Pa3pabOTKe WHCTPYKIHMHA TIO JIETONPOU3BOJCTBY B
(benepanbHBIX OpraHax MCIOJHUTEIBHON BIACTH, YTBEPKIeHHbIE MpuKa3oM PocapxuBa ot 23 nexabps
2009 Ne 76 //  [Dnektponumblii pecypc]. - M., 2019. - Pexum jgocryna:
http://www.consultant.ru/document/cons_doc_LAW_ 96081/

[IpumMepHass MHCTPYKLHUS IO JEJIONPOU3BOACTBY B TOCYAAPCTBEHHBIX OpTaHHU3AIUsX,
y1B. Ilpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HanumonaneHelii crangapT Poccuiickoit ®Penepauuu. Cucrema
CTaHAApTOB 1O uWH(poOpMaIuu, OUOIMOTEYHOMY U H3AATeNbCKOMYy neny. OpraHu3almoHHO-
pacriopsiiuTenabHas JOKyMeHTauus. TpeOoBaHUS K OGOPMIIEHHIO TOKYMEHTOB // [DIEKTPOHHBIH
pecypc]. — M., 2019. Pexxum poctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.

['OCT P UCO 15489-1-2007 Cucrema cTaHzapToB 0 HHPOpPMAaLUH, OMOIHMOTEUHOMY U
M3IaTeNbCKOMY Jieny. YTpaBieHue aokymeHTamu. O0mme TpeboBanus. // [DIeKTpOHHBIN pecypc]. —
M., 2019. Pexxum nocryna: http://www.consultant.ru/document/cons_doc LAW_135548/.



http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_88695/
http://www.consultant.ru/document/cons_doc_LAW_96081/
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/

37

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXWBHOE [€710. TE€pMHHBI U OMPEACIICHUS.-

[DnexTpoHHBIN pecypc]. - M., 2019. Pexxum JOCTYyIIa:
http://www.consultant.ru/document/cons doc LAW 163800/.
Jlureparypa:

beikoBa T.A. JlokyMeHTalmoHHOe oOecrieyeHue yIpaBieHHs  (JeTONpOU3BOICTBO)
[DnexTpoHHEI pecypc]; yaeOnoe mocodue/ T.A. beikoBa, T.B. Ky3Herona. -2-¢ usa. nepepad. u 10T
— Mocksa: Mudpa-M, 2018. -304 ¢. — Pexxum noctyma: http://znanium.com/go.php?id=942800/

Pa3naTouHblii MaTepHuall K 3aHATHSM:

- 'OCT P 7.0.97-2016. Haumonanwsnbiii cranmapt Poccuiickoit ®enepanuu. Cucrema
CTaHIapTOB 10 wuHpOpManuK, OWOIMOTEYHOMY | H3AaTelIbCKOMY jeny. OpraHu3airoHHO-
pacnopsauTenbHas JoKkyMeHTauus. TpeGoBaHus K 0pOpMICHUIO JOKYMEHTOB.

- IlocranoBnenue IlpaBurensctBa P® «OO0 yTBepkaeHUM NTpaBHUI JIEIONPOU3BOACTBA B
(dhenepallbHBIX OpraHax UCIOIHUTENbHOM Bi1acTu» oT 15.06.2009 1. Ne 477,

- Meroauueckue PEKOMEHIAIMU TIO0 pa3padOTKe HMHCTPYKIHMHA IO JCIOMPOU3BOJCTBY B
(benepanbHBIX OpraHax HCIOJIHUTEILHON BIACTH, YTBEPKIECHHBIE MTprKa3oM PocapxuBa ot 23 nexabps
2009 Ne 76.

— Kosneknusa 10KyMeHTOB.

— CnopaBoyHbI€ JaHHBIE JIJIS IPOSKTUPOBAHUS OJIAHKOB.

Tema 5. OpraHum3anuoHHbIC, pACHOPSIAUTE]bHbIe W HHGOPMAIMOHHO-CIIPABOYHbIE
nokymeHThbI — 20 yacoB

JIoKyMeHTHUPOBaHUE PACTIOPSIUTEIBHOMN 1eATeIbHOCTH — 8 4acoB

Ilenp 3aHATHS — uU3ydeHHE TpeOOBAaHUI TOCYJAapCTBEHHBIX CTaHAApTOB U HOPMATHUBHO-
METOJIMYECKUX aKTOB K COCTABICHUIO U O(QOPMIICHUIO PAaCHOPSIUTEIbHBIX JTOKYMEHTOB, MOJTYYCHHE
HABBIKOB X COCTaBJICHUS U 0()OPMIICHUS 110 3aJaHHBIM CUTYaLIUSIM.

B pe3ynbpTare BbIIOJHEHUS 3aJaHUI CTYJIEHT JOJIKEH:

—  umemdv npeocmaenieHue O CUTYyAlMsIX, TPEOYIONMX W3JAaHUS PACIOPSIUTEIBHBIX
JIOKYMEHTOB;

— 3Hamb BHUIBl PACIOPSAWTENBHBIX JOKYMEHTOB, COCTaB PEKBU3UTOB (hopMyisipa
pacropsIUTEIbHOI0 TOKYMEHTa U TPeOOBaHMSI K UX COCTABJICHUIO U 0()OPMIICHUIO.

—  YMETb COCTaBIIATh U O(OPMIISITH PACTIOPSIIUTENbHBIE JOKYMEHTHI 10 331aHHBIM CUTYalUsIM
Y UMETh HAaBBIKU UX 0(OPMIICHHS Ha KOMITBIOTEPE.

3agaHus 1715 CaMOCTOSITEILHON padoThI

1. V3yuuts TpeOoBaHUS, IPEIBIBISIEMbIE K COCTABICHUIO U O(OPMIICHHUIO PACTIOPSTUTENBHBIX
JIOKYMEHTOB.

2. CocrtaBuTh U OPOPMHUTH MPUKA3 IO OCHOBHOM /1€ TETLHOCTH.

3. CoctaBuTh 1 0QOPMHUTH pPACTIOPSKEHUE.

YKka3aHus 110 BbINOJHEHHIO 32 JaHUSA

1. YTo4HHUTH COCTaB PEKBU3UTOB, BXOAIINX B (GOPMYIISp MpUKa3a, PACHIOPSKESHHUS.

2. U3yunte TtpeboBanus ['OCTa k OQOPMIICHHIO PEKBU3UTOB, BXOIAMUX B (HOPMYIISIp
MpuKasa.

3. YTOUYHUTH pa3nuyusi B COCTABJICHHU TPUKA3a 10 OCHOBHOW JEATENBHOCTH M 1O JINYHOMY
cocTaBy, oOpaliasi BHUMaHHE Ha MOPsI0K 0OPMIICHHSI CCHUIKH (YIIOMHHAHUSA) HAa IPYTOH TOKYMEHT U
YHU(UKALIMIO TEKCTOB PUKA30B M0 JIMYHOMY COCTaBY.

4. CocTaBUTh JOKYMEHTHI HA OCHOBE MPEII0KEHHBIX MPErogaBaTelieM CUTYaIui.

KoHTpoJbHbIE BONIPOCHI

1. TlepeuncnuTe peKBU3UTHI, BXOIAIINE B (DOPMYIISIp TPHUKa3a.

2. HazoBute cTpyKTypy IpHKa3a Mo OCHOBHOM JESTEITHHOCTH.

3. UeM oTnuyaercs CTPYKTypa TeKCcTa NpHKa3a MO0 JUYHOMY COCTaBy H OCHOBHOM
NEATETbHOCTH.

4. Ha3oBuTE CPOKH XpaHEHHS MTPUKA30B.

5. HazoBuTe pekBU3UTHI, BXOJAIINE B (POPMYJISIp pacOpsKEHHUS.
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6. UeMm oTamyaeTcsi CTPyKTypa TEKCTa pacHoOpsKEHHs OT MpHKa3a 0 OCHOBHOM J1eATEIbHOCTH.

HcTounuku u ureparypa

Hcrounuku:

[TocranoBnenue IIpaBurensctBa P® or 15.06.2009 Ne 477 «O6 yrtBepxkaenuu IIpaBun
JIEIONIPON3BOJICTBA B (hellepalIbHBIX OpraHax MCIIOJHUTEIBHOW BIIacTH»// [DJIeKTPOHHBIN pecypc]. —
M., 2019. — Pesxum goctyma: http://www.consultant.ru/document/cons_doc LAW_88695/.

Metoauueckre peKOMEHAAlMU 1O pa3padoTKe MHCTPYKUMHA MO JEJIONPOU3BOJCTBY B
(benepanbHBIX OpraHax HCIOJHUTEIHHON BIACTH, YTBEPKICHHBIE TpuKa3oM PocapxuBa ot 23 nexabps
2009 Ne 76 //  |DnektponHblii pecypc]. - M., 2019. - Pexum jgocryna:
http://www.consultant.ru/document/cons_doc_LAW 96081/

[TpumepHasi MHCTPYKIUS IO JIEJIONPOU3BOJICTBY B TOCYIAapPCTBEHHBIX OpraHU3alUsX,
y1B. Ilpukaszom PocapxuBa ot 11.04.2018 Ne 44) // [Onekrponnsii pecypc]. — M., 2019. Pexum
noctyma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HanuonaneHelii crangapt Poccuiickoit ®Penepauun. Cucrtema
CTaHIapTOB MO HH(OpManuK, OMOTMOTEYHOMY M HU3JAaTelbCcKOMy Jeny. OpraHuszanroHHO-
pacnopsAnTeNnbHAs JOKyMEHTanus. TpeboBaHuss K OQOPMIICHHIO JOKYMEHTOB // [DIIEKTpOHHBIN
pecypc]. — M., 2019. Pexxum mocrtyma: http://www.consultant.ru/document/cons_doc_LAW 216461/

Jlureparypa:

beikoBa T.A. JlokyMeHTaluoHHOE oOeclieyeHre ympaBieHHs  (JAEeTONPOU3BOICTBO)
[DnexTpoHHEIH pecypc]; yaedbnoe 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/

Pa3znaTounblii MaTepuaJ K 3aHATHAM:

I'OCT P 7.0.97-2016. Hauwonanbnpii cranmapt Poccuiickoit ®Penepanmn. Cucrema
CTaHAapToB 10 uH}opManuu, OMOIMOTEYHOMY U HU3AATeNbcKoMy Jneny. OpraHu3alroHHO-
pacrnopsauTenbHas JoKyMeHTanus. TpeboBanus K 0opOpMIIEHUIO TOKYMEHTOB.

Metoanyeckie peKOMEHJAMK MO0 pPa3paboTKe WHCTPYKIUA 1O AEJONPOU3BOJICTBY B
(denepanbHBIX OpraHax HCIOJIHUTEIbHON BIACTH, YTBEPKIACHHbBIE TpHKa3oM PocapxuBa ot 23 gexabps
2009 Ne 76.

Anp060M yHUPUIIMPOBAHHBIX (OPM MEPBUUHON YUETHON TOKYMEHTAMU 0 YUYETY Tpyda U €ro
OTUIATHI, YTBEPXKACHHBIN nmoctanoBiaeHueM ['ockomcrara PO ot 05.01.2004 Ne 1.

Martepuansl ¢ UHAUBUAYATbHBIMH 33JaHUSMH JUJIsI CAMOCTOATEILHOTO COCTABJICHHS MPUKA30B
U PaCHOPSKEHUM.

Tema 6. [lokyMeHTHPOBaHUE /IeATEIHLHOCTH KOJLJIETHAJLHBIX OPraHoB — 6 4acoB

Llenb 3aHATHS — U3y4YeHUE TPEOOBAHUH K JIOKyMEHTaM, CO37aBaeMbIM B MPOIECCE MOATOTOBKU
1 00CITyKMBaHUS COBELIaHHIA.

B pe3synbTare BHITOTHEHNS 3aJaHUN CTYACHT JIOJIKCH:

— umemp npedcmagnenue O BHUIAX KOJUIETMAJIbHOM JAEATENBHOCTH U THOpsake eé
JTOKYMEHTHUPOBAHUS;

— 3Hamb COCTaB JIOKYMEHTOB, CO3[aBa€MbIX INPH IOATOTOBKE COBELIaHWH, TpeOOBaHUS K
(bopMyIsipy IPOTOKOJIA, OPSAAKY €r0 COCTABIIEHUS U O(POPMIIEHUS;

— yYMeTb COCTaBJISATh U O(OPMIISATH MPOTOKOJI U JOKYMEHTHI, CO3JaBacMble B Mpoliecce
MOJITOTOBKH COBEIIAHMUS.

— YMeTb COCTaBJIATh U O()OPMIISTH BBIMUCKY U3 TPOTOKOIIA.

— YMETb COCTABIIATh M OPOPMIISATH PEIICHHUE.

3agaHus 17151 CAaMOCTOSITEILHON padoThI

1. MByunth TpeOOBaHUS, MPEIBSBISEMBbIE K COCTABICHUIO W OQOPMIICHHIO IMPOTOKOJA H
pereHus.

2. CocTaBUTH MpUTIIAIIICHUE Ha 3aCe/IaHMe.

3. CocTaBUTh MPOTOKOJ COBEIIAHMUS.

4. OdopMHUTH BBITUCKY U3 MPOTOKOJIA.

5. OdopmMutsh perieHue.



http://www.consultant.ru/document/cons_doc_LAW_88695/
http://www.consultant.ru/document/cons_doc_LAW_96081/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://znanium.com/go.php?id=942800/

39

KoHTposibHBbIE BOIPOCHI:

1. Iepeuncnure peKBU3KUTEL, BXOAAIIUE B (POPMYJIAP IIPOTOKOIA.
2. HazoBHTE CTPYKTYpy TEKCTa MPOTOKOJIA.

3. B uém oTIMuKE IPOTOKOIA MOJHOTO ¥ KPaTKOro.

4. VYkaxure MOpAAOK IIOATOTOBKHM COBCIIAHWA W KAKUC HOOKYMCHTHI CO3JAaKOTCA B XO/C
IIOATOTOBKH.

5. Iepeunciute PeKBU3UTHI, BXOAAIIHME B GOPMYJIAP PELICHUS.
6. B uem Ha3HaYeHHUE BLITUCKH U3 IPOTOKOJIA.

HNcTounuku u TuTeparypa

Hcrounuku:

[TocranoBnenue IIpaBurensctBa PO ot 15.06.2009 Ne 477 «OO6 yrtBepxkaenun IIpaBun
JIEIONIPON3BO/ICTBA B (hellepalIbHBIX OpraHax MCIIOJHUTEIBHON BIAacTH»// [DJIeKTPOHHBII pecypc|. —
M., 2019. — Pexkum poctyna: http://www.consultant.ru/document/cons_doc LAW 88695/.

Metoauueckie peKOMEHAAlUd 1O pa3paboTKe MHCTPYKIHMM IO JIeTOMPOU3BOJCTBY B
(benepanbHBIX OpraHax MCIOJHUTEIHHON BIACTH, YTBEPKIEHHBIE TPpUKa3oM PocapxuBa ot 23 nexabps
2009 Ne 76 //  [Dunekrponublii  pecype]. - M., 2019. - Pexxum gocrymna:
http://www.consultant.ru/document/cons_doc_LAW 96081/

[TpumepHass MHCTPYKIUS IO JIEJIONPOU3BOJCTBY B TOCYNApPCTBEHHBIX OpraHU3aIUsX,
y1B. Ilpukazom PocapxuBa ot 11.04.2018 Ne 44) /| [Dnextponusiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc_LAW 305137/.

I'OCT P 7.0.97-2016. HanuonaneHelii ctangapt Poccuiickoit @enepauun. Cucrema
CTaHIapTOB MO uH(OpManuu, OUOTMOTEYHOMY M HU3JAaTelnbCcKOMy Jeny. OpranuszairoHHO-
pacnopsauTeNnbHAs JOKyMEHTalus. TpeOoBaHUS K O(QOPMIICHHIO JOKYMEHTOB // [DIIeKTpOHHBIN
pecypc]. — M., 2019. Pexxum mocrtyma: http://www.consultant.ru/document/cons_doc_LAW 216461/

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO U apXMBHOE J1e0. TE€pPMUHBI U OINPEIACICHHS.-

[DnexrponHsrii pecypc]. - M., 2019. Pexxum JocTyna:
http://www.consultant.ru/document/cons_doc LAW_163800/.
Jlureparypa:

beikoBa T.A. JloKyMeHTalMOHHOE OOeCleYeHHEe  YIpaBlICHHUS  (JIEIOMPOU3BOJCTBO)
[OnexTpoHHbI pecypc]; yuebHOoe mocooue/ T.A. brikoBa, T.B. Ky3nenona. -2-e uza. nepepad. u gom.
— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/

Pa3zpaTouHbiii MaTepua K 3aHATHAM

I'OCT P 7.0.97-2016. HaumonanwsHblii cranmapT Poccuiickoit @enepamun. Crcrema
CTaHJApTOB 1O MHpOpMaLuU, OUOIMOTEYHOMY U H3AaTesNbckoMy jeiny. OpraHu3anuoHHO-
pacnopsiiuTeNbHast TOKyMeHTaus. TpeboBanus K 0(pOPMIIEHUIO TOKYMEHTOB.

Meronuyeckue pekoMeHAAalud 10 pa3paboTke MHCTPYKIUI 10 JEJIONpOU3BOJACTBY B
(benepanbHBIX OpraHax MCIOJHUTEIHLHON BIACTH, YTBEP)KICHHbIE MpHUKa3oM PocapxuBa ot 23 nexabps
2009 Ne 76.

Marepuansl ¢ UWHAWBUAYaIbHBIMM 33JaHUAMHU JUIS  CaMOCTOSITENIBHOTO — COCTaBJICHUS
AOKYMCHTOB.

Tema 7. CocTaBienne nHGOPMATMOHHO-CIIPABOYHBIX TOKYMEHTOB — 6 4acoB

Ilenp 3aHATHMS — W3y4YEHHE HA3HAUYEHUS WHQPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB U
0Cc0OeHHOCTEHN 0(hopMIIEHUS KaX/I0T0 BUa 3TOM rPpyHIIbl JOKYMEHTOB.

B pesynbTare BhIOTHEHUS 3aJJaHUN CTYACHT JIOJIKEH:

— umemp npeocmaeienue O TUIOBBIX CHTyalUsX, OQOPMIISEMBIX YHUPUIMPOBAHHBIMU
¢dbopmamu HHGOPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB;

— 3Hamb BUIB WHPOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB;, TpeOOBaHUS K (GOpMYIsIpy
KaX/10TO BHJIA;
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— YMETh COCTaBJISATh BCE BHJIbI HH(POPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB U UMETh HaBBIKU
ux 0pOpMIICHHS Ha KOMITBIOTEPE.
3amaHus 1J151 CAaMOCTOAATEIbHOMN padoThI
1. U3yuuth npaBuia coctaBieHUs U 0GOpMIICHHS HHPOPMAITMOHHO-CIIPABOYHBIX IOKYMEHTOB,
o0paTuB BHUMaHHE Ha 0OCOOCHHOCTH TPeOOBaHUM K KaXXIOMY BHUY.
2. CocraButh u odopmuth B coorBerctBum ¢ TpeboBanusmu ['OCT P 7.0.97-2016 u
MeTtoauuecKkux peKOMEHAaIui:
® JOKJIAJHYIO 3aMKUCKy (BHYTPEHHIOIO U BHEIIHIOKO);
e OOBSICHUTEIILHYIO 3aMUCKYy (BHYTPCHHIOIO U BHEIIHIOK);
® CIpaBKYy;
® aKT;
e TmHChbMa (rapaHTUHHOE, HATIOMUHAHUE, TIPUTIIANIICHIE, YBEIOMIICHHE, PEKIIAMAITHIO U T.1I.).
KonTposbHbIe BONPOCHI
Jlaiite ompesesieHne U YKaKUTE TUIIOBOH GopMyIIsip:
JIOKJIaTHOM 3aI1CKH;
OOBSICHUTEIILHOM 3aITMCKH;
CIPaBKH;
aKTa;
ClIy’ke0HOT0 MUchbMa (HA30BUTE €r0 PA3HOBUIHOCTH);
YkaxuTte 0cOOEHHOCTH OPOPMIICHHUS ITHUCEM.
B uém ocobenHOCTh 0opMIICHHS MHChMa-OTBETA.
Kakue TpeboBaHUs IPEIBABISIOTCS K TEKCTY MHACEM.

:I>_OJ!\).....!A

Hcrounuku u 1urepaTtypa

Hcrounuku:

[TocranoBnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «O6 yrtBepxnaenun [lpaBun
JIeJIONIPOU3BOICTBA B (peiepabHbIX OpraHax MCIOJHUTEIbHOM BIacTUy»// [JJIeKTPpOHHBIN pecype]|. —
M., 2019. — Pesxum gocryma: http://www.consultant.ru/document/cons_doc LAW_88695/.

Mertoanyeckre peKOMEHJIAIMM 10 pa3paboTKe MHCTPYKUMH 10 JIIONPOU3BOJCTBY B
(denepanbHBIX OpraHax MCIOJIHUTEIbHON BIACTH, YTBEPKACHHbIE TpHKa3oM PocapxuBa ot 23 nexabps
2009 Ne 76 //  [Dnekrponmsmlii  pecypc]. - M., 2019. - Pexum jocryna:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[TpuMepHass MHCTPYKIUS MO AEJIONPOU3BOJCTBY B IOCYNApPCTBEHHBIX OpPraHU3ALUSAX,
y1B. Ilpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponnsii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Haumonaneubeiii crangapt Poccuiickoit ®enepanun. Cucrema
CTaHJApTOB 1O MHpOpMaLuu, OMOIMOTEUHOMY U H3AaTeNbcKoMy jeny. OpraHu3anuoHHO-
pacnopsiiuTeNnbHas JOKyMeHTarus. TpeOoBaHusi K O(QOPMIICHHIO JOKYMEHTOB // [DIEeKTpOHHBIHA
pecypc]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO U apXMBHOE Jei0. TE€pMUHBI U OIPEICICHHUS.-

[DneKTpOHHBIN pecypc]. - M., 2019. Pexum JIOCTyIa:
http://www.consultant.ru/document/cons_doc LAW_163800/.
Jlureparypa:

beikoBa T.A. JlokyMeHTanmuoHHOe oOecleueHne ympaBlieHUs  (IEITOMPOU3BOJCTBO)
[DnexTpoHHEI pecypc]; yaeOnoe mocobue/ T.A. breikopa, T.B. Ky3Henona. -2-e uz. nepepad. u JOII.
— Mocksa: Muadpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/

Pa3paTouHblii MaTepuaJ K 3aHATHAM

I'oCt P 7.0.97-2016. Haumonanbnbii cranmapt Poccuiickoit ®enepannun. Cucrema
CTaHIapToB MO wuHpOpManuu, OUOTMOTEYHOMY M HU3JAaTelnbcKkoMy jaeny. OpraHus3alioHHO-
pacrnopsaAuTenbHas JokyMeHTanus. TpeboBaHus K 0hOpMIIEHUIO JOKYMEHTOB.
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MeToauveckie PEKOMEHAAMK TI0 pPa3pabOTKe WHCTPYKIMH 110 JIeJIONPOU3BOJICTBY B
(denepanbHBIX OpraHax MCIIOTHUTEILHOUW BIIACTH, YTBEPKIECHHBIC MTpHKa3oM PocapxuBa ot 23 nexadps
2009 Ne 76.

Marepuansl ¢ WHAUBHAYAIBHBIMH 33JIaHUSMU  JJIE  CAMOCTOSITEIIBHOTO  COCTAaBJICHHS
JOKYMEHTOB.

Tema 6. Komruiekchl IOKyMEHTOB. HaydHO-ucTOpHdYeckass W MpaKTUYECKash I[IEHHOCTH
TOoKyMeHTa— 4 Jaca.

[TpoBoasITCS 1BE 03HAKOMHUTEIBHBIC SKCKYPCUH B TOCYJapCTBEHHBIC aPXUBBHI.

9.2. MeToanuyeckue peKOMeH AU M0 MOATr0TOBKE MUCbMEHHBIX PadoT

[TonrotoBka pedepara MO3BONSIET 3aKPENUTh TEOPETHUECKUE 3HAHUSA [0 JAUCHUIUIMHE,
puoOpecTH HABBIKM CAMOCTOSITETILHOTO YIIIyOJIEHHOTO M3y4eHHs! OJHOTO M3 pas3zieioB Kypca. [Ipu
MOATOTOBKE pedepaTa CTYOEHTHl MOMY4YarOT HABBIKM U YMEHHE paboTaThb C HCTOYHUKAMU H
JUTEPaTypoil, aHATU3UPOBaTh (DaKThl W JaHHBIC CIEMUAIBLHOW JIUTEPATYpHI, H3JIaraTb MPOYUTAHHOE
COBPEMEHHBIM MPO(PECCHOHAIBHBIM SI3bIKOM.

Pedepar nmomken ObITh OoopmIIeH B COOTBETCTBUU C TPEOOBAHUSMHU, NPEIBSIBISICMBIMU K
MOATOTOBKE U O(POPMIICHHUIO HAyUHBIX PaloT.

Pedepar Brimrouaert:

- TUTYJIbHBIH JTUCT;

- OTJIaBIICHHE;

- BBEJICHUE;

- OCHOBHYIO 4acCTh (T€MaTUYECKUE pa3/Ieibl);

- 3aKJII0YCHHE;

- CIIUCOK MCTIOJIb30BAaHHBIX HCTOYHHUKOB U JINTEPATYPHI.

O6bem pedepara — 15 cTpanur Tekcrta (mpu Habope yepe3 1,5 uHTEpBasia U pa3mepe mpudra
13-14). Pecdepar mnmmercs Ha OAHON CTOpPOHE CTaHIApTHOro smcta Oymarm ¢opmata A4
(210x197Mm).

Crpanunpl pedepata HyMepyrOTcs apaOCKuMH IudpaMud Ha BEpXHEM IIOJie JHCTa, 0e3
KaBBIYCK, Ne(UCOB U APYTUX 3HAKOB NMpenUHaHUs. TUTYIbHBINA JIMCT U OTJIaBIIEHUE HE HYMEPYIOT, HO
BKJIIOYAIOT B 001IMit 00beM pedepara.

HayuHo-cripaBouHbIi anmapar pedepaTa BKIIOYAET CHHCOK HWCTOYHMKOB U JIMTEPATyphl H
MOJICTPOYHBIE CHOCKH. [10ICTpOYHBIE CHOCKH HCIOJIB3YIOTCS BO BCEX CIYYasX UTHPOBAHUS B TEKCTE
pedepara npaBOBBIX aKTOB, JOKYMEHTOB, NPOU3BEICHUI aBTOPOB MOHOrpaduii, ctarelf, yueOHUKOB,
y4eOHBIX TOCOOMH, a TaK)Ke IPU LUTUPOBAHNUN CTaHIAPTHBIX ONpeAeNICHUI TEpMUHOB U MOHATUH. Bee
npuBoauMble B pedepare ¢akThl, HU(PBI, AaThl, KOHKPETHBIE JaHHBIE TAKXKE JOJKHBI OBITh
MOJITBEPKICHBI TOJICTPOYHBIMU CHOCKAMH.

CHOCKM HyMepYIOT B Mpeieiax OIHON CTpaHHUIbl apaOCKUMU U PaMu, TEKCT CHOCKH
pa3MemaioT 1Mo/ MOCTeTHEH CTPOKOH TEeKCTa.
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. IMPUJIO)KEHHUE 1
AHHOTALIUA PABOYEU ITPOT'PAMMBI IUCIHUTIIJINHBI
Jucuumnuza (MOAyb) peanusyeTcs kadeapoil TOKyMeHTOBECHH S, ayAMOBU3YaIbHBIX U

HAayYHO-TCXHUYCCKUX apXHBOB.

Llenp OUCHMIUIMHBI — M3yYeHHE 3aKOHOMEPHOCTEH JOKyMEHTOOOpPa30BaHUS, CKIAIBIBAHUS H
PasBUTHUA CUCTEM JOKYMCHTALIUHU, TCOPCTUUCCKHUX U IMPAKTUYCCKUX HpOGJ’ICM CO3aaHnsA JOKYMCHTOB
OpraHaMy TOCyJapCTBEHHOH BIJIACTH, MECTHOTO CAMOYIPAaBJICHHS W OPTraHU3alUsAMH JIO00H
OpraHU3aIOHHO-TIPAaBOBON (POPMBI.

3amauu JUCHUILIMHBIL

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

— TPOCIEOUTH SBOJIOLMIO JOKYMEHTa, KaK HOCHUTENS WH(POPMAIMH, Pa3sBUTHE CIIOCOOOB
JOKYMEHTHPOBAHUS U MaTepHaloB /Uil GUKCAIMH HHPOPMALIUY;

— TIPOAHAIU3UPOBATH MPOLECC CKIIAIBIBAHUS U Pa3BUTHS (HOPMYIISIpa JOKYMEHTA;

— MPOAHAIM3HUPOBATH MPOLECC CKIIA/IBIBAHUS U PA3BUTHS CUCTEM JJOKYMEHTAIUH;

— BBIABUTH M II0Ka3aTh TCHACHUUHM YHH(DHUKAIMH, CTaHAAPTU3AIMH W KIACCH(PUKAIMH Kak
OTACJIBbHBIX q)OpM AOKYMCHTOB, TaK U CUCTEM JOKYMCHTAINU B LICJIOM,

— TI0Ka3aTh COBPEMEHHBIE TPEOOBAHMUS K COCTABICHHIO U O()OPMIICHUIO IOKYMEHTOB;

— IIPUBHUTH HABBIKW aHaJIM3a JOKYMCHTA,

— TPUBUTH HAaBBIKM COCTaBJICHUS JIIOOBIX BHUJIOB JOKYMEHTOB W MPOCKTUPOBAHUS
YHUQHUIUPOBAHHBIX  (OPM  JOKYMEHTOB, CHCTEM  JOKYMEHTAluM W  WH(POPMAIMOHHO-
JTOKYMEHTALMOHHOM CUCTEMBI YUPEIKACHUS B [IEJIOM.

Jucnunimna (MOaysib) HampapieHa Ha (OPMUPOBAHUE CIEAYIOMUX 00menpodeccnoHaIbHbIX
KOMIIETEHIIUN:

o OIIK-2 - CnocobeH HaxXOAWTh OPraHU3AIMOHHO-YIIPABICHUECKUE PEIICHUS TIPH
pelieHuu 3aaa4d B chepe cBoelt mpohecCuoHaTbHOM NesTeIbHOCTH
. OIIK-3 - CiocobeH mpUMEHATh TEOPETHUECKUE 3HAHUS JJIS PEHICHHUS MOCTaBICHHBIX

3a/1a4 B 00JIACTH JIOKYMCHTOBEICHUS 1 ApXHBOBEICHUS

B pe3ynbrate 0cBOSHUS TUCIUIUIMHBI (MOAYJIS) 00yJaromuiics JOMKEH:

3HaTh:

- OTpaciu Mpasa, UCTOPUIO UX GOPMUPOBAHUA U pa3BUTHs B Poccun;

- OCHOBHBIC METOJBI U CPCACTBA ITPOBCACHHUA TCOPETUUCCKUX HCCHC}IOB&HHﬁ;

Ymers:

- WCIIOJIb30BaTh 3HAHMWS B OOJACTHM TpaBa W TPABOBBIE PeCypchbl B MpodecCHOHATHHOMN
NEeSATEIbHOCTH,

- NPUMEHAThH TOJYYEHHbIE TEOPETHUECKHUE 3HAHUS JUIsl pelIeHHs 3aaad Npo¢eCcCUOHATbHOU
NEeSATEIbHOCTH;

Baanersn:

- HaBBIKAMU T[IOMCKa U UCIOJb30BaHUS TMPAaBOBON HWHGOpMAIMU s pElIeHUs 3aaad
npo¢eCCUOHAIBHON NEATETHHOCTH;

- HaBBIKAMHM TIPOBEACHHUSI TEOPETHMUECKHUX UCCIEAOBaHMM B paMKax o00pa30BaTeIbHOTO
rpoiiecca u JajabHenen npodeccHoHanbHON AeSITEIHHOCTH.

[To mucuumunHe (MOIYJI0) MpelycMOTpEHa MPOMEKYTOUHasl arTecTalnus B GopMme 3ayera u
9K3aMEHa.
OO011ast Tpy0E€MKOCTh OCBOCHUS JUCLHUIUIMHBI COCTABIISET 8 3a4ETHBIX €UHHII.



