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1. [losicHUTEIbHAS 3aNMCKA

1.1. Heas u 32024y JUCHUILTHHBI (MOTYJIA)

Lenp  AMCUOMIUIMHBI —  HW3yYEHHE  3aKOHOMEPHOCTEW  JOKYMEHTOOOpa30BaHMA,
CKJIQJIbIBAHUSI U PA3BUTUS CUCTEM JOKYMEHTAIlMU, TEOPETHUYECKUX M MPAKTUUYECKHUX MPoOiieM
CO3/IaHUsl JIOKYMEHTOB OpraHaMHM TOCYJapCTBEHHOW BJIACTH, MECTHOTO CaMOYIPAaBJICHUS U
OpraHu3aIMsIMHU 000 OpraHU3aIMOHHO-TIPABOBON (DOPMBI.

3agauyn AUCHMILIMHDI

— TOKa3aTh B3aUMOCBSI3b HHPOPMAIIUHU U IOKYMCHTA;

—  TPOCIEAUTH YBOJIOIUIO TOKYMEHTA, KaK HOCUTENS HHPOPMAIINH, Pa3BUTHE CITIOCOO0B
JIOKYMEHTHPOBAHUS U MaTepuaioB i pukcaruu uadopmanmu;

—  MPOAHAIU3UPOBATH MPOIIECC CKIAIBIBAHUS W pa3BUTHS (POpPMyIIsipa JOKYMEHTa;

—  TPOAHAIM3UPOBATH MPOIIECC CKIAJABIBAHUS M PA3BUTHUS CUCTEM JOKYMEHTAIIUM;

— BBIABHUTH U MOKa3aThb TEHACHIMU YHU(DUKAIMK, CTAHIAPTU3AIMHN U KilacCU(UKAINH
KaK OTAENbHBIX ()OPM JOKYMEHTOB, TaK U CUCTEM JOKYMEHTALIUU B IEJIOM;

— TOKa3aTh COBPEMECHHBIE TPEOOBAHUS K COCTABIICHUIO U O(OPMIICHHIO IOKYMEHTOB;

— TPUBUTH HABBIKM aHAJIN3a IOKYMEHTA;

— TPUBUTH HAaBBIKM COCTABIIEHUS JIOOBIX BUJOB JOKYMEHTOB M MPOEKTUPOBAHUS
CUCTEM JOKyMEHTallMu ¥ HWH(OPMAIMOHHO-

YHU(PULIUPOBAHHBIX  (OPM  JOKYMEHTOB,

I[OKYMGHTaHHOHHOﬁ CHUCTCMBbI YUPCIKICHHA B LICJIOM.

1.2. [lepeueHb MIaHUPYEMBIX PE3YJIbTATOB O0YUYCHHS 0 TUCIHUILIUHE (MO0Yii0), COOTHECEHHBIX C
WHIMKATOPaMHU JOCTHKEHUS KOMITETEHITHIA

KoMnerenuus

(ko1 ¥ HAMMEHOBaHNE)

HNnankaTopbl KOMIETEeHIUI

(K01 1 HAMMEHOBaHNUE)

Pe3yabTaThl 00yueHUs!

OIIK-2. CrocobeH HaxOINATH
OpraHU3aIMOHHO-
YIpaBICHYCCKHUE PEIICHUS TPU
pelieHnn 3a1a4d B cdepe cBoei
npodeccruoHaTbLHOM
JIeSITeIBHOCTH

OIIK -2.3. Peraet ynpaBieHuecKHe
3aga4u B chepe JOKYMEHTALIMOHHOTO
obecrieueHns yIpaBIeHHUS U ApXUBHOTO
Jena

3uamov: @ynxyuu noopasoenenuii 8 cghepe
OOKYMEHMAYUoHH020 obecnedenus
VAPAGLEHUsL U APXUBHO20 Oend

Ymems: evinorname pabomy no
OOKYMEHMAYUOHHOMY 0becneyenuro
YNpagieHus U apxXugHOMY XPAHEHUIo

Bnadems. nagvikamu evibopa naubdonee
ONMUMATLHO20 PeuleHUs YRPABIEeHYeCKUX
3a0au 8 cghepe OOKYMEHMAYUOHHO2O
obecneuenus YnpagieHus U apxXusHo2o oend

OIIK-3. CriocobeH puMeHsTh
TEOPETHYECKHE 3HAHUS IS
pemIeHus MOCTaBICHHBIX 33124

OIIK -3.3. Hcnonb3yeT B3aUMOCBA3U
JIOKYMEHTOBEJICHHSI U apXUBOBEACHUS CO
CME)XHBIMU HayKaMH U HAY9IHBIMU

3uams: cmedicHbie ¢ OOKyMeHmMosedeHueM U
apxusosedenuem Hayunvie OUCYUNIUHbL




B 00JacTH JOKYMCHTOBCACHUA
1 apXUBOBEACHUA

IHUCUUILIMHAMHA

Yuems: sviasnamo 3aumoceasu mexcoy
O0OKYMeHmogeoeHueM, apxugogedeHuem u
Opyaumu HAyUHbIMU OUCYUNTUHAMU

Braoemv: nasvixamu unmepnpemayuu
3HAHULL 8 0ONIACU CMEICHBIX HAYYHBIX
oucyuniuK npu peuienue 3a0a4 6 cghepe
OOKYMEHMOoBeOeHUs U apXu08edeHUs

1.3 MecTro AMCHUILIMHBI
NMPOrpaMMblI

JucuummuHa (MOaynh) «/{OKyMEHTOBEACHHE» OTHOCUTCS K 00S3aTeNbHON YacTu OJoKa

JTUCLHUILIIMH y4eOHOTO TUTaHAa.

HJ’IH OCBOCHUsA OHUCHUIIIMHBI H606XOI[I/IMI>I KOMIICTCHIIUH, C(bOpMI/IpOBaHHLIe B XO0AC

HU3YYUCHUs CICAYIOIHNX TUCHUILINH: I/ICTOpI/IH Poccun.

B pesynpTare 0CBOSHHS ITUCIHILINHBI (POPMHUPYIOTCS KOMIETEHIIMH, HEOOXOAUMBIC IS

HU3YYUCHUS CICAYIOIINX IAUCHUIUIMH W HPOXOXKIACHUSA ITPAKTUK: «OpraHmauI/m U TCXHOJIOI'UA

(MoayJsisi) B CTPYKType OCHOBHOH 00pa3oBaTe/ibHOI

I[OY», «Ka,[[pOBOC ACJIOIIPOU3BOJACTBO», O3HaKoMHTEIIbHAS IIpaKTHUKa.




2. CTpyKkTypa JTUCUMILIMHBI (MOXYJISA)

O6mmast TpyA0€MKOCTh AUCITUIUIMHBI COCTaBIIsAeT 8 3.¢., 288 akaieMHUuecKuX 4acos.

CTpyKTypa IMCUMILIMHBI 1JIS 04HOI opMbI 00yUeHHsI
O0beM TUCIUIUIMHEI B ()OpME KOHTAKTHOW pabOThl OO0YYarONIMXCS C MEAarorndecKuMu

paboTHUKaMU U (WIM) JTULAMH, TPUBIEKaEMbIMHU K pealli3ali 00pa30BaTeNbHON MPOrpaMMbl
Ha WHBIX YCJIOBUSX, IPU MPOBEICHUH yUEOHBIX 3aHATHHA:

Cemectp | Tun yueOHbBIX 3aHATHIA KosmmuecTBo
4acoB
1 Jlexknun 32
1 JlaboparopHbie pabOTHI 48
2 Jlexkuun 32
2 JlaboparopHbie pabOTHI 48
Bcero: 160

O0BeM AUCIUIUTMHBI B (pOpME caMOCTOATEIbHON paboThl 00yYarImxces cocTasiser 128

aKaICMUYCCKUX 4YaCoOB.

3. Conep:xkanue TUCHUILIUHBI (MOTYJIs1)

Oucuunﬂunbl, UCMOYHUKU

aumepamypa

u

Ne | HaumeHoBaHue pa3jiesa Conepxanue
AUCUMITUHBI
1 | Pazoen [ Hasnauenue 1.1. Ilpeamer, coaepxaHue,  3aJa4u

JUCIUIUIMHBL U METO/IbI €€ U3yUeHUs.

JlokymeHT - OCHOBHOM 00BEKT
JIOKYMEHTOBEIUECKUX UCCIIEJOBAaHUM. Ponb
JOKyMEHTa B OJKM3HM 4eJOBEKa U OOILEeCTBa.
JlokyMeHTHI B cpepe npaBa U ynpasiieHus. BinusHue
HayYHO-TEXHUYECKONM pPEBOJIOLUU Ha pa3BUTHE
NoKyMeHTa. Pas3Butne ¢opmyssipa JTOKyMEHTa.
HayuHo-ucropruueckas M IpakTH4ecKas LIEHHOCTb
JIOKYMEHTA. MeTobl UCCJIETOBaHUS
JTOKyMEHTOBEAUYECKUX MmpodsieM. OOIeHaydyHbIE |
crenuanbHble MeTojbl. CTaHOBJIEHHME W Ppa3BUTHE
JOKYMEHTOBEACHHUSI KaK HAyYHOM JHUCLUIUIMHBIL.

CBsi3b JOKYMEHTOBEJIEHUS C Teopuel HHpopMaIuH,




apXUBOBEICHUEM u HUCTOYHUKOBEICHHUEM.
Hcnonp3oBaHne JOKYMEHTOBEACHUEM OCTHIKEHHUM
WHPOPMATUKH, HCTOPUYECKOW  HAyKH, IIpaBa,
JUHTBUCTUKHM, TEOPUU VYIOPABIECHUS U APYTUX
Hay4YHBIX IUCHUIUIMH. Poib JOKyMeHTOBeneHUs B
COBEPILIEHCTBOBAHHUH MTPOIIECCOB YIIPABICHHUS.

1.2. UcTtounuku u ureparypa

3aKkoHOJATEeNbHBIE  aKTbl, HOPMATHUBHBIE
marepuanbl XVI — nHau. XX B. I[IUCbMOBHHUKH.
Metonuueckue paspaborku. PykoBoactBa 1o
JIEJIONPOU3BOICTBY.

3aKOHOI[aTeJ'IBHBIe, IIpaBOBBIC AaKThI u

HOPMaTHUBHO-METOINYECKHE JTIOKYMEHTBI
Poccuiickoi ®denepanuu. Koncturynus
Poccuiickoit denepanuu. Konexcnt PO,

KOHCTUTYLIMOHHBIE U (pe/iepalIbHbIE 3aKOHBI, YKa3bl,
ITocranoBnenus IIpaBuTenscTBa u HHBIC
HOPMAaTUBHBIE  JOKYMEHTBL.  ['OCyIapCTBEHHBIE
CTaHJapTHI, HOPMaTUBHO-METOINYECKHE
JOKYMEHTBI — PETJIaMEHTBI, IPABWIIA, HTHCTPYKIIUH U
np. Ilepmonmyeckue  m3nanusa.  CrnpaBouHBIE

nuznanusd. Jlutepatypa.

Paszoen 2 /lokymenm, e2o hynkyuu

U cnocoovl 0OKYMEHMUPOSAHUS

2.1. IloHsATHS «MHPOPMALIUD» U «TOKYMEHT»

[Tonsatus «uHbOpMaALUA» M «IOKYMEHT).
Ces3p  uwHbOpManuu W JOKyMeHTa.  Pomb
WHPOpPMAIIMM B CONHAIBHBIX H HKOHOMHUYECKHX
nporeccax. MHdopmaius Kak OCHOBa MNPHUHATHSA
yIPaBJIEHYECKOTO peIIeHUsI.

Bo3HukHOBEeHUE JTOKYMEHTA, €ro
Ha3HAYCHUE. [TonsiTHe «JIOKyMEHT, ero
TpaHchopmanus. JJOKyMEHT - 00BEKT UCCIIETOBAHHMS

TCOPCTUUCCKHUX )51 IMMPUKIAAHBIX JUCHUIIINH.




[IpaBoBoii, yIpaBJICHUYECKUI HUCTOPUYECKUI
acIeKThl B OIpEAEIeHUN JOKyMeHTa. Pacumpenue
MOHATUSL «IOKYMEHT» C pa3BUTHEM HayKu U
TeXHUKHU. [lOHATHE «BIEKTPOHHBIM JOKYMEHT).
OmnpeneneHne JOKYMEHTa B TOCYJAapCTBEHHBIX
CTaHAapTax. [Tonstue «JIOKyMEHT» B
JIOKYMEHTOBE/ICHUH.

3aKoHOJATENbHBIE aKThl 00 00s3aTEIBHOCTH
NOKyMeHTUpoBaHus uHpopmanuu. Hasnauenue
JNOKYMEHTHOM uHpopMmanuu. daxkTopsl, BIUSAIOLINE
Ha WHPOPMAIMOHHYIO LEHHOCTh JOKYMEHTOB.
3aBUCHUMOCTh LIEHHOCTH HMH(pOPMAIUN OT MOJTHOTHI,
00BEKTUBHOCTH, TOCTOBEPHOCTH, CBOEBPEMEHHOCTHU
nepeAayd M IMOJYYEHHUs, MEPUOAUYHOCTH I
yacToThl nepenayr. OnepaTUBHAs U UCTOpPHYECKAs
(peTpocnieKTUBHAsA) JOKYMEHTHas MH(OpManus Kak
enuHas nH(OpMalMOHHAs cUCTEMa.

2.2. OyHKIUHN TOKYMEHTOB

ITonsiTne «pyHKIMS JIOKYMEHTa.
3aBUCUMOCTh  HOHSTHUS  «JIOKYMEHT» OT €ro
GyHKIMH. 3HaueHue U3Y4YCHHUS byHKIHIH
JIOKYMEHTA. HNudopmannonHas byHKIUSA
JOKYMEHTa KaK CpeACTBO  3alleyaTiieHuss |
coxpanenus wuHpopmainuu. CorumanbHas (QYyHKIIHSI
nokymeHnta. KyneTypHas (QyHKIUS JIOKyMEHTAa.
KommyHukaTuBHas  (QyHKUMS  Kak  CpEICTBO
nepenayr UHGOpMaIHHU.

VYmpasneHueckass GyHKIUS U €€ 3HAYCHHUE B
opranuzanuu ynpasieHus. IIpaBoBas ¢yHKIUS.
@yHkims  ydera. @DyHKOUS  JOKyMEHTa  Kak
HCTOPUYECKOTO0 HMCTOYHHKA. (DYHKUIMU MOCTOSHHO
nencTBytomye U GyHKIUHA ONepaTuBHBbIC BimsHue

GyHKIIMH ~ TOKyMEHTa Ha  €ro  CTPYKTYpY.




[HonudyHKIIMOHAIBHOCTH TIOKyMEHTA.

2.3. CriocoObI TOKYMEHTUPOBAHUS

3ByKOBasi peuyb, €€ BO3MOXXHOCTU W
HEJOCTaTKW B  3aKpelyIeHMHM U [epeaaye
nHpopmanuu. I[IpenMeTHbI 1 3HAKOBBIM CITIOCOOBI
nepegaun  cooOmenuii.  IloHsiTHe — «cmOcoO»
JNOKyMeHTupoBaHusA.  Mcropudeckuii  Xxapakrtep
JOKYMEHTOB ¥ JOKYMEHTHUPOBaHHUSA.  OTallbl
Pa3BUTHA CITIOCOOOB TOKYMEHTUPOBAHHUS.

HauepraTenbHblii crnoco0 3akperyieHus |
neperayu UH(OPMALIHH. TekcroBoe
JnoKyMeHTupoBaHnue. [Iukrorpaduueckoe mucbMo u
ero ocobOenHoctu. Jlororpapuueckoe MHUCHMO
(mpeorpaduyeckoe MHUChbMO), €ro JOCTOMHCTBA M
HegocTaTku. [IpuMeHeHHe NUKTOrpapuueckoro u
JaororpaMuecKoro MHCbMa B HACTOSINEE BPEMs.
CrnoroBoe nucbMo. Bo3HuKkHOBEHHE POHETHUECKOTO
(OyxBeHHOT0) TIHCHMA.

PazBute rpadukm  pycckoro - muchMma.

Crenorpadusi. IIpumeHeHne TEKCTOBOTO
JIOKYMEHTHUPOBAHHSI.
TexHnueckoe JIOKYMEHTHPOBAHHE.

OcHOBHBIE TPYIIBI TEXHUYECKOW JOKYMEHTAIUH.
Buast  texnumueckux — mokyMeHTOB.  OOmacTu
MPUMEHEHUS TEXHUUECKOTO TOKYMEHTHPOBAHUSI.
DOTOIOKYMEHTHPOBAHHE. 3HaueHHne
¢dotorpadun kak cnocoda puxcanuu UHGOPMAIHIH.

[Ipumenenne GoTOJOKYMEHTOB.

KuHO10OKYyMEHTHpPOBaHHE. [Tonsatue
«KUHOJOKYMEHT). Bunst KMHOJIOKYMEHTOB.
Buneozanuce.

POHOJOKYMEHTUPOBAHUE. Ero

0Cc00EHHOCTH, 00J1aCTH IPUMEHEHHUS.
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JlokyMeHTHupOBaHue c MIPUMEHEHHEM
MH()OPMAIIMOHHO-TTOTHYECKUX MAIIIUH.

CoBpeMeHHbIe CIIOCOOBI JOKYMEHTHPOBAHUS
C MCIIOJIb30BAaHHEM HOBBIX TEXHOJIOTHA.

2.4 MatepualibHbIe HOCUTEIN HH(POpMaITUH

Hocutrenu  unbopmanuu.  JlpeBHeiime
MaTepuanbl JUisl TUChMa MarepHualibl sl MMChMa B
Ilepeqneit  A3um  (KIMHONUCHBIE  TAOJIMYKH).
Nzrotoenenue u NpUMEHEHUE nanupyca.
Wcnonp3oBanue A mucbMa NeprameHTa, OepecTsl
U JOpyrux marepuaioB. M3o0perenune Oymarm, ee
JOCTOMHCTBa,  OOYCIOBUBIIME  IOBCEMECTHOCTb
pactipoctpanenus. Bopasgubie 3Haku (uiurpanm).
CpenctBa u opyaus NMUCbMa U HMX BIMSHHE Ha

pasBuTHe rpauKy NucbMa.

Marepuaist JUTS TEXHUYECKOTO
JOKYMEHTUPOBAHUS. Marepuainsl JUIS
(OTOKMHOJJOKYMEHTHPOBAHMUS. Buneorpammsl.
Marepuainst JUTS (OHOJJOKYMEHTUPOBAHUS.

Komnbrotepasle Hocutenu uHpopManuu. BrausHue
HOocUTeNss MH(OpPMAlMM Ha JOJTOBEYHOCTh U

CTOUMOCTb JOKYMCHTA.

Paszoen 3 Ilpusznaku 0oKymenma

3.1. OpuruHaIBHOCTH JOKYMEHTA

[lonsiTe opuruHanma, NPU3HAKK OpPUTHHAA.
YMHOK€EHHbIE OpUrHHaNbl. YepHOBUKHM U O€IOBUKH
TEKCTOBBIX JOKyMEHTOB. ABTOrpadsnl. Pemaxiuu.
OpuruHanbl KUHO U (POTOAOKYMEHTOB. OpUTHHAIBI
(hOHOTOKYMEHTOB. Opurunassl TEXHUYECKUX
JIOKYMEHTOB, OpPUTHHAJI 3JIEKTPOHHOTO JJOKYMEHTA.

Ilonste «mognuAHUKY». IloITMHHBIE W
MOJJIOKHBIE JOKYMEHTHl. Buasl danscuduxarmm

AOKYMCHTOB. q)aJ'ILCI/I(bI/IKaI_II/ISI COZACPpIKaHUA.
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NuTtepnonsiuus Qanbcudukanms cocraBa
yIOCTOBEpEHUS, OJIaHKa.

3.2. KonuitHOCTh TOKyMEHTa

[TonsTust «komnus». Mcropuueckoe pa3BUTHE
Komuid. Busbl Komuid, onpeaensieMbie Croco0oM HX
BocripousBeenus. Komnuu, paznuuumele 1o crnocoOy
ux ypoctoBepenus. llopsmox opopmieHHs KOIUiA.

IOpunnueckas cwita kormid. Jlyomukar.

Pazoen 4 Cmpykmypa 0oKymenma

4.1. ®opMyiiip TOKyMEHTa U €0 COCTaBHbIE
4acTu

[Tonstue «pexkBuzut». [locTOsHHBIE W
nepeMeHHble pekBU3UTHL. [loHsTHE «popmymspa
JIOKYMEHTA. OcobeHHocTH bopmyisipa
JOKYMEHTOB, TIOJTYYCHHBIX PA3IMYHBIMH CIIOCOOAMU
JOKYMEHTUPOBAaHUS (TEKCTOBBIMU, MAIIMHHBIMH,
KHHO-, ¢dhoto-, ¢dhoHo-, TEXHUYCCKUMH ).
WNHnnBunyanbHbIA 51 THTIOBOM bopmyisap
nokymeHTta. @opmyinsip — oOpasel, ero 3ajgadd B
yHUPUKAUU TpeOOBaHUI K PEKBU3UTAM JTOKYMEHTA
U UX PaclOJIO0XKEHUIO.

4.2. Co3nanue U pa3BUTHE TPATUIIHMOHHOM
(hopMbI TOKyMEHTa

®opmynsp TekctoBoro gokymenta XVI -
XVIl BB. BiusHue Tpamunuii W 3akoHa Ha
ckiaapiBanue (opmymsipa nokymeHta. Crernuduka
o003HaYeHMUsI HAMMEHOBAaHHSA BHUAA JIOKYMEHTAa,
yKa3aHM€ aBTOpa U COCTaBUTENs JOKYMEHTa.
O6o3nauenue anpecata. OcoOEHHOCTH NAaTHPOBKHU
JOKyMeHTa. Mecto W Xapakrep MoJnucei
JOKYMEHTa, «CIpPaBbl» M «IIPUIIHCH», aBTOPCKas
noanuchk. Buael nevareit. OTMETKM Ha IOKYMEHTAaX.

TpaguMOHHO ClOXMBIIAsACA CTPYKTypa TEKCTa U
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0COOEHHOCTH H3JI0KEHHs COJCpPKAHUSA PA3IUYHbIX
BUJIOB JIOKYMEHTOB.

®opmyisip TekctoBoro nokymenta XVIII B.

3aKoHOJaTeNIbHBIE U HOPMATUBHBIE aKTHI O
COCTaBJIEHUH U 0(OPMIICHUH TOKYMEHTOB. BiusiHue
HepapXuM «BJACTeH W MECT» Ha pa3BUTUE BUJIOB U
pasHoBugHOCTeH. O003HaYEHNE aBTOPa M €r0 MECTO
B (hopMyJIsipe TOKyMEHTA.

Texkct noxymeHTa. Poib 3akoHOZATeNbHBIX
akroB  XVIIl B, B yHudukanmmm  Tekcra
OTIpEJICICHHBIX BUIOB JIOKYMEHTOB. [IMCEMOBHHKH,
COOpHUKH OOpa3lOBbIX TEKCTOB. 3arojloBOK K
TEKCTY, ero HazHaueHue u Mecto. Ckpena. [leuatu n
IpaBuUjia MOJb30BaHUA UMH. OTMETKH, MX BHIBIL,
Ha3HAUYEHHUE U MeCTO B hopMmyIisipe.

®opmynsip TekctoBoro gokymenta XIX -
Hayana XX BB.

PernameHTanus 3aKkoHOJATENbHBIMU aKTaMU
MOpsAJIKa COCTaBlIEHUS U O(QOPMIIEHUS JOKYMEHTOB
O6o3HaueHue BHUJIa, aBTOpPa JOKYMEHTOB, UX MECTO
B ¢opmyisipe. [TosBnenue OnaHka.

OcobeHHOCTH aJpecoBaHUs JOKYMEHTOB M
opopmiienne garel. V3meHenue B mopsake
opopmileHHs ~ TOANUCH  pa3jMYHBIX  BUJOB
nokymMeHTOB. IIpocraBieHne mneuaren. Xapakrep
OTMETOK Ha JIOKYMEHTaXx.

CrpyKTypa TeKCTa TOKYMEHTA.

Ob1erocynapcTBeHHast yHUUKALNS
JIOKYMEHTOB M CTPYKTYpPbI TEKCTOB.

4.3. Dopmysp YIPaBIEHYECKOTO
nokymeHTa XX-XXI BB.

Bonpocel 1okyMeHTHpOBaHMSI, COCTaBICHUS
1 opopMIIeHUS] JJOKYMEHTOB B 3aKOHOZATEIbHBIX U

HOPMATUBHBIX aKTaxX. yHI/I(I)I/IKaLII/ISI JOKYMCHTOB.
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BuyTtpusunosas yHUPUKALHS. Pa3Butue
yHUGUKAIUU U CTaHJApTHU3AlMH  JOKYMEHTOB.
l'ocynapcTBeHHble  CTaHIApPThl HA  JOKYMEHTBHI.
Oco0eHHOCTH OpraHU3alMOHHO-PACTIOPSIIUTETHHBIX
JIOKYMEHTOB. T'OCT P 7.0.97-2016
«Opranu3aloHHO-PaCOPSAUTETbHAS
NOKyMeHTaiusi. TpeboBaHuss K  OGOPMIICHHIO
JTIOKYMEHTOB). PexBu3uThHI JIOKYMEHTOB,
nepeuuncisembie B «[IpaBuiax aenonpou3BOACTBa B
(benepanbHBIX OpraHax UCHOJHUTENBHON BIACTU» U
“MeTonMuecKnX pEeKOMEHJAIus 1o pa3padoTke
WHCTPYKIUN TIO JEIONPOU3BOJICTBY B (penepaibHbIX
OpraHax MCIOJIHUTEIbHOU BIACTH .

bnank noxymenra. Buabl GmankoB. CocraB
0JIaHKa, TOPAJIOK PpACIIOJIOKEHUSI PEKBU3UTOB B
Onanke. brmaHku ¢  yIJIOBBIM W MPOAOJIBHBIM
pacmoIoKeHUEM PEKBHU3UTOB. [IpaBuiia
KOHCTPYUPOBAHUS OnmaHka. brnanku c
n300pakeHUEM TOCYyJIapCTBEHHOTO Tepba u repda
cyObekTa deaepanum.

ABTOop nokymenta. [lopsaok o6o03HaueHUS
HAaUMEHOBAaHMUS OpraHU3alUU-aBTOpa JIOKYMEHTA.
CnpaBouHble JaHHBIE 00 aBTOpe, HX COCTaB,
pasmemienne Ha  OyiaHke.  ABTOpPBI  JIMYHBIX
nokymeHToB. lloamuch, mnedarb Kak MPU3HAKU
aBTOpA.

Bun npokymenra, ero pasButue. Bugel
JIOKYMEHTOB, OIpECIsIEeMbIe 3aKOHOAATEIbHBIMUA U
HOpPMaTUBHbIMU akTaMu. CBA3b BUIOB JOKYMEHTOB
u  GyHKUMHA ~ yhnpaBiueHWs.  YKa3zaHuE — BUAA
JIOKyMEHTA, €r0 MECTO W Ha3HadeHHe B (HOpMYJsipe
JIOKyMEHTA. 3aBUCUMOCTH ()OPMBI JOKYMEHTA OT €T0
BUJIA.

OO6o3HaueHue azpecara. ITpaBuna
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HallMCaHMs aJpecaTa U MECTO yKa3aHus ajpecara B
dbopmynspe  gokymeHta.  OtpaxeHue  cdepbl
JNENCTBUS JIOKyMeHTa B ero aznpecare. Ilopsgox
oopmienus JOKYMEHTA C HECKOJIbKUMU
aapecatamu. llopsgok oQopMmiIeHHS MOYTOBOIO
aapeca.

[ara nokymeHTa. 3HaueHHE JAaTUPOBAHUS
JOKyMEHTa. ABTOpcKkHE  JaThl  (COCTaBJIECHHE,
MOJNKCAHUE), AaThl, OTHOCAILINECS K COAEPKAHUIO.
Jlatbl, XapakTepu3ylomme »sJeMeHTa ¢GopMmyIspa.
Jatsl o0paboTku JIOKYMEHTOB. [Topsimox
odopmIICHHUS JaT.

Cocras YAOCTOBEPEHUS JOKYMEHTOB.
Ha3nauenne noanucanus nokymeHToB. IIpaBuiia
MOANUCU  JOKYMEHTOB  pa3jMYHbIX KaTEeropuil.
Mecro moxmucu B GopMyJsIpe  JTOKyMEHTA.
OnextpoHHas noamuch. OTMeTka 00 3JIEKTPOHHOM
MIOATIHCH.

ITewatn m mx HazHauenwe. Bunnl medarten.
l'ocynapcrBenHas repOoBas 1eyarh.
3aKOHOAATEIBCTBO 00 U3TOTOBJIEHUH u
MOJIb30BaHMK TnedaTssMu. llopsaok mnpocraBineHUs
OTTHCKA M€YaTH Ha JOKyMEHTaXx.

VT1BepKaeHue - JTOKYMEHTOB. Crioco6s1
yrBepkaerus. CoctaB  rpuda  yTBepKIeHHUS,
NOpsIOK ero opopmiieHHus, MecTo B (opmyisipe
JIOKYMEHTA.

CornacoBanue nokymeHTta. [lopsaok 1 BUJIbI
cornacoBanusi. Busbl u rpud cormacoBaHus, HUX
oopmienue, mecto B GopMyJIsipe JOKyMEHTA.

Ormerkn Ha pgokymeHtax. HMx pomp B
MPOXOKACHUHU W MCIOJIHEHUU JOKYMEHTa, MECTO B
dbopmynspe  ngokymeHnta. Ocoboe  Ha3HAUYECHHE

pe30JIrourn (yKaSaHI/ISI 1o HUCIIOJTHCHUIO
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NoKyMeHTa). TpeOoBaHHME K  COIEPKAHHIO H
oopmnenuro. OTMETKH O B3SITUU JOKYMEHTa Ha
KOHTPOJIb, UCIIOJTHEHUH JIOKYMEHTA U JP.

4.4. Texct JOKyMEHTa

[TonATne  «TEKCT  JOKyMEHTa»  IIpU
pa3IUYHbIX crioco6ax JOKYMEHTHPOBAHUS.
Cuenapuil noaroroBku JokymeHrta. ConepkaHue
MIPOCTHIX U CIOXKHBIX JOKYMEHTOB.

[Topsimox M370KEHHsI TEKCTa JOKYMEHTA.
TpeboBanust  4Y€TKOCTM M SCHOCTHM  TEKCTa
nokyMmeHTta. Jloruueckas  CTpyKTypa  TEKCTa.
B3anmMocBs3p conepxkaHus U (QOPMBI JTOKYMEHTA.
dopmanuzanus TeKCTa JOKyMEHTa.

OneMeHTsl TekcTa. [loHATHE «3aroyIoBOK»
(HauMeHOBaHUE JIOKYMEHTA). Hasnauenue
3arojoBKa, €ro MecTo B (GopMyJsipe JOKyMEHTa
[IpunoxeHus K TEKCTy U MOPAIAOK UX OPOPMIICHHUS.

4.5. YHudukarms Tekcra JoOKyMeHTa

VYHudukanms IOKyMEHTa Kak OJHO U3
HaIpaBJIeHUN ero COBEpIIEHCTBOBAHMSI.
[Ipennoceinku ynudpukanuu. Meron yHU(UKAILTUH.

VHu}UKanus CTPyKTYpbl TeKCTa. DIeMEHThI
¢dopmanmzanuu.  DopManM30BaHHBIA  XapakTep
TEKCTOB YYETHOM JOKyMEHTauuH. YHUDUKAIUS
S3BIKOBBIX cpecTB. DOpMbI YHUDUKAIIMN: TUIIOBOH,
TpadapeTHbI TEKCThl, TabaMIa, aHKeTa, rpadukw,

AuarpaMMBbl.

Pa3zoen 5

O0OKyMenmauyuu

Cucmemul

5.1. CxiampiBaHye CUCTEM JOKYMEHTAITUN

ITousrue «cHcTEMA JOKYMEHTAIUN».
[Ipusnaku cucrembl JgoKyMeHTauuud. OCHOBaHUS
KJIACCU(PUKAINH CHCTEM JIOKYMEHTAIIHH.

Ucropuueckas 00yCIIOBIICHHOCTh

q)OpMI/IpOBaHI/I}I CUCTCM JOKYMCHTAllUU. Cucrembl
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JOKYMEHTAIlUH  YUPEXKJICHUN  JIOPEBOIOIMOHHOM
Poccun.

PasButHe cucreM  JOKyMEHTalluM  Ha
coBpeMeHHOM JTare. KadecTBEeHHBIE HW3MECHECHHS
COCTaBa U COJIEP)KaHUS CUCTEM JJOKYMEHTAIUH.

'ocynapctBeHHass cucreMa JOKYMEHTAIUH.
OyHKIHMOHATHHBIE CUCTEMBI JIOKYMEHTAIIUH,
BEJIOMCTBEHHBIE CHCTEMBbI HIIU OTPACIIEBBIC CHCTEMBI
JOKYMEHTAIlUU U UX B3aUMOCBSI3b.

5.2 YHubunupoBaHHble CHUCTEMBI
JOKYMEHTAIU!

[Tonsitne  «yHU(UIMPOBAHHAsS  CUCTEMa
JNOoKyMeHTanuu». Pa3paborka yHUDHUIIMPOBAHHBIX
CUCTEM JOKYMEHTAIUU - HOBBIH 3Tan B yHU(DUKAIIUU

n CTaHAapTU3alHHu IOOKYMCHTOB. XapaKTepI/ICTI/IKa

yHH(PUIIPOBAHHBIX CUCTEM JIOKYMEHTaIUH.
I'ocynapcrBenHble CTaHapThI Ha
yHU(ULIIPOBAaHHbBIE CUCTEMBI. OmneIT

MEXIyHapOAHON CTaHIapTU3AIMH JOKYMEHTOB.

[IpoexTupoBanue yHU(UIUMPOBAHHBIX (HopM
JIOKYMEHTOB. Meron COZIepKATEIBHOU 51
(dopmanbHON YHU(DUKAILIUH.

Perucrpamus  yHuduuupoBaHHbIX  QopM
ToKyMeHTOB. llopsimoxk BBeneHus B JICCTBUE
YHU(PUIUPOBAHHBIX (OPM JTOKYMEHTOB. AJIBOOMBI
¢$bopM yHUPHIMPOBAHHBIX JOKYMEHTOB.

PermamenTanus cocTaBa BHUI0OB Hu
Pa3HOBUIHOCTEH  JIOKYMEHTOB  OMPEIEICHHOTO
KOMILIEKCa MO 3a/a4aM ynpasieHus. Tabenb (popm

JAOKYMCHTOB.

Pa3zoen 6 Opzanuzayuonno-

pacnopaoumenshole

UH(OPpMaAYUOHHO-CRPABOYHbLE

u

VYHubunupoBaHHas cucreMa
OpraHHU3aIIOHHO-PACTIOPSAUTEIHLHON

AOKYMCHTAIUH. OcobeHHOCTH CUCTCMBEI, €€ COCTaB.
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00KyMeHmbl

OpFaHI/I3aHI/IOHHBIe JAOKYMCHTHI.
HOJ'IO)KCHI/IH, YCTaBbl, pPCIrIaMCHTBI, HWHCTPYKIHHU,

npaBwia u ap. TpeOGoBaHUs K WX COCTABICHUIO H

odopmIIeHHIO.
PacriopsauTtenbHbie JIOKYMEHTBHI.
[TocTanoBneHus, pelieHus, MPUKA3bI,

pacriopsbkeHus, ykazaHus u 1p. llopsmox wux
COCTaBIJICHUS U OPOPMIICHHUS.
WHpopManmOHHO-CITPABOYHBIC  TOKYMEHTHI:
aKThl, CIPAaBKH, JOKJIaTHbIE WU OOBSICHUTCIHHBIC
3aIlIMCKHU, MMHUCbMa, TCICIPaMMEIL, Teﬂeq)OHOFpaMMBI.
Hx cocraBienne u ohopmiieHue.
OcoOenHoctu  ohopmIIeHUST JEATEIBHOCTH

KOJUICTHAJIbHBIX OPraHOB.

Pazoen 7 Coeepuwencmeosanue

OOKyMeﬂmaI{MOHHblx npoyeccoe

7.1 PernmamenTanus MPOLECCOB
JIOKYMEHTOOOPa30BaHUs

HeoOxoaumocTh perynupoBaHus mporecca
JIOKYMEHTOO0Opa3oBaHusl. BrlsicHeHUE U yCTpaHeHue
MPUYUH HEOMPABJIAHHOTO BO3PACTAHUS BUIOBOTO
pa3HoOOpa3uss M KOJWYECTBA  JIOKYMEHTOB.
YcraHoBneHue 000CHOBAHHBIX KPUTEPUEB CO3TAHUS
JIOKYMEHTOB. dakTopsl, OnpeaesIonue
HEOOXOIUMBIN KOMIUIEKC JOKYMEHTOB. Tumu3aius
dbopM  JTOKYMEHTOB. Pa3paGotka  Hay4HBIX
KOHIEMIUN MexXoTpaciaeBo yHudukamuu QGopm

YHOPaBJICHUCCKHUX HOKYMCHTOB. CO3I[aHI/Ie 0aHKOB

JTAaHHBIX.

[IpaBoBoe peryinupoBaHue nporecca
JOKYMEHTOOOpa30BaHMUs. DopMel IIPaBOBOIO
peryIupoBaHusl.

7.2. Hcnonn30BaHUE HOBBIX TEXHOJOTUUA B
JIOKyMEHTHPOBAHUHT

Bausiaue BHCAPCHUA BBIYUCIIMTEIILHOMN
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TEXHUKU Ha 00pa3oBaHUE JOKYMEHTOB. JJOKyMEHT B
anektpoHHo  Qopme.  [IpoGimema  mpaBoBOrO
peKHMMa JIOKyMEHTa, CO3JaHHOTO B 3JCKTPOHHOM
¢dopme. OCOOCHHOCTH COTJIACOBAHUS M MOAIMUCAHUS
AJIEKTPOHHBIX TOKYMEHTOB.

OcobenHoct  co3manusi W OGOpPMIICHUS
JOKYMCHTOB Ha KOMIIBIOTEPE: HCIOJIb30BaHHE 0a3
JaHHBbIX, CO3JaHHucC L[IaGJIOHOB, TEKCTOBLIC
pEaKTOphl, CIOBapH, IPOBEpPKAa TPAMOTHOCTH H
opdorpaduu. CoBpeMeHHOE POrpaMMHOE
obecrieueHue.

Pa3Butne cucrtemsbl nepenauud UHpOpMaLUU
Bo3MoxxHOCTH ~ 0€3I0KyMEHTHOTO oOMeHa

nH(popmanuen B ynpaBIeHHUH.

Pazoen 8. Hayuno-ucmopuueckas
U  npakmuueckas - UEHHOCHb

00KyMenma

[TonsiTus: «IIEHHOCTD JIOKYMEHTa»,
«3KCIepTU3a LEHHOCTU. Bo3nukHOBeHME
JKcrepTu3bl. BripaboTka MPUHIIUIIOB U KPUTEPUEB
OLIEHKH LIEHHOCTH JOKYMEHTOB.

Buemnsis u BHYTPECHHSIS KpUTHKA
JOKYMEHTOB. AHallu3 aBTOPCTBAa, BPEMEHHU, MeECTa

BO3HUKHOBCHUH JOOKYMCHTA. Amnanuz COJACPpKaHUA

JOKYMEHTA. JlocToBEpHOCTH u LIEHHOCTh
JIOKYMEHTA.

JIoKyMeHTBI c ITOBTOPSIFOLIENCS
uHpopMmanmen. Bunst IIOBTOPSIEMOCTH:

IyOJIeTHOCTb,  IMOTJIOUIEHHOCTh, CYMMHPOBAaHHE,
BAapUAHTHOCT, pedepupoBaHue. O6mue
3aKOHOMEPHOCTH, OIpENeIAIONNe BO3SHUKHOBEHHE
JIOKYMEHTOB C MTOBTOpAOLIEHCS nHpOopManuen.
3HaYMMOCTb SBJICHUH, COOBITHH, (DakTOB B
IIEPBHUYHBIX n BTOPHUYHBIX JOKYMCHTax,
COOTBETCTBHE COJepKaIIeiics B HUX WHPOPMALUU

OCHOBHBIM HWJIM  BCIIOMOI'aTCJIbHBIM (byHKLII/IHM
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YUPEXKICHUSI. KOpuanueckas cuia ATUX
JIOKYMEHTOB. Xapakrep MOBTOPSIEMOCTH,
MEPUOJUIHOCTh 00pa30BaHUs JOKYMEHTOB.

Bri6opouHas onieHKa JOKYMEHTOB.

CreuuanbHble KPUTEPUU OLIEHKH Hay4HO-
texuudyeckoit ngokymentarmuu (HT). Wzydyenue
BHYTPEHHEIO COCTaBa JOKYMEHTa MO mpobiemMam
(temam) u MozensiM (KOHCTPYKLMSIM) 3HayeHUE
Hay4YHO-TEXHUYECKON uaeu. 3HAUMMOCTh OOBEKTa
JUIS. SKOHOMHKHU. YHHKAIBHOCTh COOPYKEHHUS WIH
KOHCTPYKIIUH.

Kpurepun LIECHHOCTH
KHHO(OTO()OHOTOKYyMEHTOB. OCOOEHHOCTH OLIEHKH

MallIMHOYHUTACMBIX TOKYMCHTOB.

Pa3zoen 9. Komnnexcwi

O0OKYMEHMmM 08

ITonsTHe «KOMIIJIICKCa JOKYMCHTOB.

HepBI/I‘{HHe KOMIIJICKCBI TEKCTOBBIX AOKYMCHTOB H

ux BUIBL. Kommiekcsl TEXHUYECKUX 51
KMHO(OTOJOKYMEHTOB.
CioxHbIe KOMILIEKCEHI. TMoustus

«JIOKYMEHTAJIbHBI» U «apXWUBHBIM»  (HOHJBL
Komrnekcer JIOKyMEHTOB YUpEKIACHUN,
OpraHu3alMii W CTPYKTYPHBIX IOJpa3JIEICHUMN.
JIngnnie boHIBL. Tloustue «KOJUICKIIHUSY

AOKYMCHTOB. IlonsTue «aApXUB».

4. O0pa3oBaTe/ibHbIE TEXHOJIOTHH

Oo0pa3oBaTe/ibHbIE TEXHOJIOTUH

Ne/Ne | HaumenoBanue paszaena Buner yuebHbIx | OOpa3oBaTebHbIE TEXHOIOTHH
3aHATUI
1 IIpenmer, coaepxxaunue, | Jlexyus 1-2. Beoonas nexyus

3a1a4u Kypca
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Camocmosmenvras
paboma
Tloozomoska k nexyuu
Uctounuku u mateparypa mo | Jlexyus 3-4 Jlexyusi-eusyanuzayus ¢ npumeHeHuem
Kypcy cnaio-npoekmopa
THloozomoska k nexyuu:
CamocmosimenvHast
paboma — MOHUMOPUHE — 3AKOHOOAMENbHbIX U
HOPMAMUBHO-MEMOOUYECKUX
UCTOYHUKO NO OOKYMEHMOBEOeHUIO C
UCNOAL306AHUEM NPABOBLIX DA3 OAHHDIX,
usyueHue O0OKYMEHMOBEOUECKOl
VUeOHOU U HAYHUHOU TUmepamypbl
Hokyment, ero ¢yHkuuy, | Jlexyus 5-6 Jlexyus-euzyanuzayus ¢ npumenenuem
TTOHSTHUS JIOKYMEHT u craio-npoekmopa
uHpOpMAaIUI
Luckyccua
Jlabopamopnoe
3anamue [
Camocmosmenvras | Iloocomoska K 1a00pamopHoMmy
paboma 3aHAMUIO
Croco0mI Jlexyus 7-8 Ilpobnemnasn nexyus
JIOKYMEHTHUPOBaHUS u
MaTEpUAIIBHBIE HOCHUTEIHN
nHPOpMALU Jlabopamopnoe Juckyccus
3auamue - 2
CamocmosmenvHast
Iloozomosxka K abopamopHoMmy
paboma
BAHAMUIO
IIpuznakn JoOKyMeHTa: | Jlexyusa 9 Ananumuueckasn aexyus
OpUTHHAJIHHOCTD,
MOITTMHHOCTH, KOMUIHHOCTh
Camocmosimenvras | [loocomoeka k nexyuu
paboma -

Qopmynsp TOKyMEHTa |
€ro  COCTaBHBIC  YaCTH.
Ucropus pa3BUTUA
dbopmymsipa TOKYMEHTA:
16-17 Beka,

Jlexyus 10-14

Jlabopamopnoe
sanamue — 3-6

Jlekyus ¢
cumyayuii

pasbopom  KOHKpEmHbIX

Monumopune ooxymenmos 17-20 exos
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18 Bek,
19 Bek,
20 Bek Camocmosmenvuas | [loocomoska K nabopamopHomy
paboma - 3AHAMUIO
Ioozomoska k 3auemy
dopmyisip coBpeMmeHHoro | Jlexkyus 15 Jlexyus-eusyanuzayus ¢ npumeHenuem
YIIPaBJICHUYECKOTO cnaio-npoexmopa
JIOKYMEHTA: MpaBuIIa
0o OopMIICHUS PEKBU3UTOB
Monumopune — 3axoHodamenvHblX U
Jlabopamopnoe

3auamue — 7-8

Camocmosmenvuas
paboma -

HOPMATMUBHO-MEMOOUYECKUX AKINO8 NO
OOKYMEHMOBEOEHUIO C UCHOTIb308AHUEM
npagosvix 6a3z OaHHbIX,

Ompabomxa npaxmuyecKux HagblKo8
ohopmnenus pekeusumos

Iloozomosxka K 1a00pamopHoMmy

3AHAMUIO

CIIPpaBOYHBIC JOKYMCHTBI

Jlabopamopnoe
sauamue 9 - 15

Camocmosmenvuas
paboma

8 Tpeboanmst k  Tekcry | Jlexyusa 16 -17 Jlexyusa-eusyanuzayus ¢ npumeHeHuem
JOKYMEHTA,; caatio-npoekmopa
VYHuupukanus TEKCTa
AOKYMCHTa Camocmoamenvhas
paboma - Tloozomosxka k nexyuu
9 CucreMbl jgokyMeHTanuwu; | Jlexyusa 18-19 Jlexyus-eusyanuzayus ¢ npumeHeHuem
CKJIa/IbIBaHUE CHUCTEM, craio-npoekmopa
YHUPUIPOBAHHBIE
CHCTEMBI IOKYMEHTALUU
Iloozomoska k nexyuu
Camocmosmenvhas
paboma
10 OpraHu3alvoHHEIE, Jexyus 20-23 Jexyus-eusyanuzayus ¢ npUMEHeHUem
pacropsauTeabHbIe U caatio-npoekmopa
UH(POPMAIMOHHO-

HUcnonvzosanue retic-memooa

Tloozomoska K
3AHAMUIO

aabopamopnomy
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11 CosepiienctBoBanue | Jlexyus 24
JIOKYMEHTAHOHHBIX
IIpobnemnas nexyus
IIPOLIECCOB,
UCIIOJIb30BaHUE HOBBIX
UH(OPMALIMOHHBIX
TEXHOJIOTUI B
AOKYMCHTHPOBAHHH Camocmosmenvhas | Ilooeomoeka k nekyuu
paboma
12 Kommiekcsl  noKymeHTOB; | Jlexyus 25 IIpobnemnas nexyus
Hayuno-uctopuueckas u
HpaKTHYEeCKast LIEHHOCTb
AOKYyMEHTa Jlabopamopnoe e | Ilocewenue apxusa, uzyuenue Ci0#CHbIX
sanamue 16 KOMNIEKCO8 HA NPaKmuke
Camocmosmenvuas | [loocomoska K J1abopamopHomy
paboma 3aHAMUIO
Iloozomoska k sK3ameHy

B mepuon BpeMEHHOro MPUOCTAHOBICHUS TOCEIIECHUS OOYYArOUIUMUCA TOMEIICHUM |
tepputopun PITY mna opranmzanuu ydeOHOro mpoiecca ¢ MPUMEHEHHEM JJIEKTPOHHOTO
OoOy4eHUs W JUCTAHIMOHHBIX OO0pPa30BATEIBHBIX TEXHOJOTUHA MOTYT OBITh HCIIOJIB30BAHBI
cnenyromre o0pa3oBaTesbHbIE TEXHOJIOTUH:

— BUJICO-JICKITUH;

— OHJIAWH-JIEKIIMH B PEKUME PEAIBHOTO BPEMEHH;

— DJICKTPOHHBIC YYEOHUKH, YUEOHBIC MOCOOUS, HAYYHbIC U3JJaHUs B DJIEKTPOHHOM BHUJE U
JOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM peCypcaM;

— CHUCTEMBI JIJIs1 SJIEKTPOHHOTO TECTUPOBAHUS,

— KOHCYJIbTAIIMH C UCIOJIb30BAHUEM TEJIEKOMMYHHKALIMOHHBIX CPE/ICTB.

5. OneHKa MUIaHNPYeMbIX Pe3yJIbTATOB 00yUeHH s

5.1. CucTeMa oleHUBAHUSA

Dopma koHmpos Maxc. konuuecmso bannos

3a oony pabomy Bcezo

Texywutl KoHmpow:

- onpoc 5 bannos 15 6annos
-Oauy -KoHmpovHas paboma (memol 2) 15 6annos 45 6annos
- KOoHmpobLHas paboma (memwl 4) 15 6annos

- OuYy-KOHmMpoavbHas paboma (mema 6)
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15 6annos
- UMO0208as1 KOHMPONbLHAS paboma (memvl
1-6)
Ipomesicymounas ammecmayus 40 6annos
(3auem) (memot 1-6)
Hmoeo 3a cemecmp 100 6annos
5 6annos 10 6annos
- onpoc
- Tecmuposarnue (mema 7) 20 bannos 50 bannos
- KoHmpovHas paboma (mema 9) 10 6annos
-UMo208as KOHMpPOoIbHas paboma
(memot 7-12)
20 bannos
Ilpomeorcymounas ammecmayus 40 b6annos 40 6annos

(oxzamen) (memor 1-12)

HUmoeo 3a cemecmp (Oucyuniumny)

100 6annos
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[TosrydeHHBIN COBOKYIHBIN pe3ybTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO LIKATy OILICHOK U B
mIKaay oreHok EBponeiickoii cucteMbl epeHoca u HakorieHus kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUM C TaOIUIICH:

100-6amnpHast T . [xaa

Kana paMIIMOHHAS IIIKaJa ECTS

95 -100 A
OTIINYHO

83-94 B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D
YJIOBJICTBOPUTEIHLHO

50-55 E

20-49 FX
HEYJIOBJICTBOPUTEIIBHO HE 3aYTCHO

0-19 F
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5.2.KpuTepuu BbICTABJIEHHSI OLIEHKH 10 JUCHHUILIUHE

Banapl/
IxaJuaa
ECTS

Onenka o
JUCHHUILINHE

Kpurepun oneHKH pe3yJabTaTOB 00y4eHHs 110
AUCHUILINHE

100-83/
A.B

«OTIIMYHOY/

«3aYTCHO
(oTI4HO)»/

«3a4YTCHO»

BeicraBisercs 00y4aromemMycsi, €Clid OH INIy0oKo U
IIPOYHO YCBOWJI TEOPETUYECKUM U NIPAKTUYECKUI
MaTepHaj, MOXKET IIPOJEMOHCTPUPOBATh 3TO Ha 3aHATHIX
U B XOJ€ IPOMEKYTOYHON aTTECTALIUH.

OO0yyaromuiicst HCYEPIIBIBAIOIIE U JOTHUYECKH CTPOHHO
u3naraet yueOHbI MaTepua, yMeeT yBSI3bIBaTh TEOPHIO C
MPAKTUKOM, CTIPABIISIETCA C PEIICHUEM 3ajad
npodeccnoHaTbHOM HAIIPABICHHOCTH BHICOKOTO YPOBHS
CJIOKHOCTH, MPABHJIBHO 00OCHOBBIBAET TPUHSTHIC
perieHusl.

CB00OIHO OpUEHTHPYETCS B yUeOHOH U
npo¢eccCUOHATILHOM JINTepaType.

OneHka 0 JUCLUIUIMHE BBICTABIISIOTCS 00Y4aIOIEMYCS C
y4E€TOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTALlUN.

Komnereniuu, 3akpeniaéHHble 3a AUCIUIUITMHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUIT».

82-68/

«xoporon/

«3aUTCHO
(xoporo)»/

«3a4YTCHO»

BricTaBnsiercs o0y4aromemMycsi, €CiIi OH 3HaeT
TEOPETHYECKUHN U MPAKTUYECKUN MaTepHall, IPaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSAX U B X0/
MIPOMEKYTOYHON aTTECTAllMU, HE JIOMYCKasl CYyLIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics IpaBUIbHO MPUMEHSET TEOPETHUECKUE
IIOJIO’KEHUS IIPH PELIEHUH IIPAKTUYECKUX 3a/1a4
po¢eCCHOHAILHON HANPaBIEHHOCTH Pa3HOIO YPOBHS
CJI0OKHOCTH, BJIaJIeeT HEOOXOIUMBIMHU JIJIsl 3TOTO HaBBIKAMU
U IPUEMAMH.

JlocTaTOYHO XOpOILIO OPUEHTUPYETCS B yUeOHOU U
npo¢ecCHOHATILHOM JINTepaType.

OreHka 1Mo JUCHHUIUIMHE BBICTABIISIOTCS 00YYatOIEMyCs C
y4E€TOM PE3YJIbTATOB TEKYILEH U TPOMEKYTOUHOU
aTTECTALlNN.

Komnereniuu, 3aKkpeni€Hnble 3a TUCIUILITMHOM,
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Bbanasl/ Ouenka no Kpurepun oneHKH pe3yJibTaTOB 00y4eHHsl M0
Ixana AUCHHUILINHE AUCHHUILINHE
ECTS
Cc(OPMHUPOBAHBI HA YPOBHE — «XOPOIIHUH».
67-50/ «y/IOBJIETBOPU- BrictaBmisiercst o0yyaromemMycs, €Ciii OH 3HaeT Ha 6a30BOM
TEIbHOY/ YPOBHE TEOPETUYECKUM U IIPAKTUYECKUNA MaTepual,
D.E JIOITyCKAeT OTAEIbHBIE OMMOKH MPH €r0 U3JI0KECHUHU Ha
«3ATTERO 3aHATUSIX U B X0J1€ IPOMEKYTOUHOM aTTeCTalUH.
(ynoBneTBopu-
TEJIBHO)»/ OOyuarouiics UCTIBITHIBAET ONpeIeEHHBIE 3aTPyAHEHUS
B IIPUMEHEHUH TEOPETUUECKUX TOJI0KEHUH MPU PELICHUH
(GATTEHO> MPAKTUYECKHX 3a/1a4 PO(HeCCHOHAIbHONW HalpaBI€HHOCTH
CTaHIapTHOI'O YPOBHS CJI0KHOCTH, BJIAZICET
HEOO0XOAUMBIMHU JJISl 3TOT0 0a30BbIMH HAaBbIKAMU U
NpUEMaMHU.
JleMOoHCTpUpYyEeT JOCTaTOYHBIM YpOBEHb 3HAHUS yUeOHOU
JUTEPATYPHI 110 JUCLHUILIMHE.
OreHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00YYarOEMyCs C
y4E€TOM PE3YJbTATOB TEKYILEH U TPOMEKYTOUHOU
aTTeCTalLlUN.
Komniereniuu, 3akpeni€éHnble 3a JUCUUTITMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBIN».
49-0/ «HEYyJIOBIIETBOpHUTE | BricTaBisercs oOy4daronemMycsi, €Cii OH He 3HaeT Ha
JTBHOY/ 6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
FFX MaTepHal, J1oMycKaeT rpy0oble OMOKH IpU ero
HE 3a4TEHO

MN3JI0KCHHUU Ha 3aHATUAX U B XO0I€ HpOMe)KYTOqHOﬁ
aTTeCcTanuu.

OOyyaromuiics UCIIBITHIBAET CEPhEIHBIE 3aTPYIHEHUS B
MPUMEHEHUH TEOPETUIECKUX TTOJIOKEHUH MTPH PEIICHUN
MPAKTHYECKHX 33124 MPO(HeCCHOHATEHOW HAIPABICHHOCTH
CTaHJAPTHOT'O YPOBHS CJIOKHOCTH, HE BJIaJCET
HEOOXOUMBIMU JIJIS1 3TOTO HAaBBIKAMU U MPUEMaMHU.

JleMoHCTpHpYeT pparMeHTapHbIe 3HaHUS Y4eOHOM
JUTEPATyphl 110 AUCHHUIIINHE.

OneHka o JUCHUIUIMHE BBICTABIIAIOTCS 00YJarOIEMycs C
YYETOM pPE3yabTAaTOB TEKYLIEH U MPOMEKYTOYHOMN
aTTECTALlNN.
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Banapl/
HIkaJuaa
ECTS

Ouenka no Kpurepun oneHKH pe3yJibTaTOB 00y4eHHsl M0
AUCHUILINHE AUCHUILINHE

KommereHiuu Ha ypoBHE «IOCTaTOYHBIN», 3aKPETUIEHHBIC
3a TUCIUIUINHOM, HE CPOPMUPOBAHBI.

5.3. OneHovHblIe cpeacTBa (MaTEepHaJibl) JAJ5 TEKYLIEr0o KOHTPOJISI yCIIeBA€MOCTH,
MPOMEKYTOYHOM aTTeCTAMH 00YYAOIIUXCS M0 JUCHUILIUHE (M00YJ110)

IlepeyeHb BOIPOCOB K KOHTPOJIbLHOI padoTe mo Teme 2.

1
2
3
4.
5
6

. Uewm 3aHMMaeTCs HAy4HAs TUCIUIUINHA TOKYMEHTOBEICHHE?

C kakuMu Hay4YHBIMU JUCHUIITIMHAMU CBA3aHO [IOKYMCHTOBCZ[CHI/IG?

. HazoBure 3aKOHOJATCIIbHBIC aKThI, PCTrYJIUPYIOINIUC BOIIPOCHI JOKYMCHTHUPOBAHMS.

[lepeuncnuTe HOPMAaTUBHBIC IPABOBBIC AKTHI, PETYIUPYIOIINE BOIIPOCH JOKYMEHTUPOBAHUS.

. JlaiiTe XapakTepHUCTUKY HOPMAaTUBHO-METOJMUECKIM JOKYMEHTAM IO AEIOIPOHU3BOACTBY.

. HazoBure YYC€HBIX, UCCICAYIOINX BOIIPOCHI JOKYMEHTOBEICHUA.

IlepeyeHb BONPOCOB K KOHTPOJIbHOM padoTe mo Teme 4.

1
2
3.
4

5.

. Kakwue BbI 3HaeTe CIIOCOOBI JOKyMEHTHUPOBAHNS?

. Iepeuncnute 3Tanbl pa3BUTHS TEKCTOBOTO JOKYMEHTHPOBAHUS, CPABHUTE UX MEXKITY COOOM.

Pacckakute 06 0COOCHHOCTSIX TEXHHYECKOTO JIOKYMEHTUPOBAHUSI.

. B uem 3akirouaroTcss 0cOOEHHOCTH KUHO, (hOTO ¥ (POHOIOKYMEHTUPOBAHUS?

CpaBHHUTE U3BECTHBIE BaM CIIOCOOBI JOKYMEHTHPOBAHUS MEXILy COOOU, HA30BHUTE HX

[IPEUMYILECTBA U HEJOCTATKH.

6.

c000ii.

JaiiTe XapakTepUCTUKY MaTepHaIbHBIM HOCUTEISIM HH(POPMALIUHN U CPABHUTE HX MEXKITY

IIpumeps! 0IUL-KOHTPOJILHBIX padoT 1o TeMe 6

XIX Bex

Kaxkue o0pameHusi 0111 NPUHATHI B KOHKPETHLIN HCTOPUYECKUi nepuoa?

(IpoBeCTH CTpENKN)

TOBapUILly
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CoBeTckuii mepuoj NBany BanoBuuy
90-e romer XX Beka MWUI0CTHBOMY TOCYAAPIO
CoBpeMEHHOCTD TOCIIOIUHY

Kakumu uToroBsiMu (ppazamMu 3aKaHYNBAIOCH CIIYKeOHOE MUCbMO B KOHKPETHBIIi HCTOPHYECKU A
nepuoa?

(TIpoBeCTH CTPENKH)

XVI, XVII Beka ¢ TIy00YaluM MOYTeHUEM

XIX Bex C YBaOXEHHEM

CoBeTtckuii mepuoj C KOMMYHUCTHYECKUM NPUBETOM
CoBpeEMEHHOCTD Hape rocynapp, cMuIIyics, HOXKaIyl

Ilepeuenb BOpoCcoB K MTOrOBOI KOHTPOJIbHOI padoTe Ne 1

1. JIokyMeHT H ero MecTo B CUCTEME YIPaBJICHHUS.

2. 3axoHOJAaTeIbHbIE IPABOBBIE AKThI, PETJIAMEHTHPYIOIINE CO3JaHUe U 0opMIIeHHE
JIOKyMEHTOB.

3. HopmaruBHO-MeTOJUYECKNE aKThI, ONPEAEIIAIOIINE MOPS0K CO3AaHus U ohopMIIeHns
JIOKyMEHTOB.

4. JIoKkyMEHTOBEJECHHE KaK Hay4Has JUCIHUIUINHA U €€ CBS3b C APYTUMHU HAyYHBIMU
JMCUUTIIMHAMH.

5. TonsTtne «MHGOPMALHD) U €TO Pa3BUTHE.

6. IoHsTHE «IOKYMEHT» H €TO Pa3BUTHE.

7. CBs3b MHPOPMALIH U TOKYMEHTA.

8. OOmme u yacTHbIE PYHKINH JOKYMEHTA.

9. CriocoObI TOKyMEHTHPOBAHHUS U UX PAa3BHUTHE.

10.TekcroBoe AOKYMCHTHUPOBAHUC U 3TAIlbl €I'0 pa3BUTHUA.
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11.MMukrorpammel. [IpuMeHeHNE TUKTOTPahUISCKOTO TUChMA CETOHSL.
12.Jlororpammsl. Mcnionbp30BaHue JIOTOrpaMM CErOHsL.

13.TexHu4eckoe JOKyMEHTUPOBaHUE. BUIIbI KOMIUIEKCOB TEXHUYECKON JTOKYMEHTAIINH.
14.®oronokymentuposanue. [losiBiienune, pa3Butue, NPUMEHCHUE.
15.KunonokymentupoBanue. [losBienue, pasurue. Buneo3anuce.
16.®ononokymentupoBanue. [losiBiieHue, pa3BuTue, MPUMEHCHUE,
17.Matepuain ams fokyMeHTHpoBaHus. Ero pa3sutue.

18.TTopnuaHanKY 1 Konud. Buael kommid. [Topsmgok yaocToBepeHuid KOMUH.
19.@opmynsp nokymenrta. Tunosoit hopmysp, hopmynsap-oOpaserr.
20.PazButne dpopmyspa nqokymenta B XVI-XVII BB.

21. ®opmymnsp moxkymenta XVIII B.

22.®opmynsip TekctoBoro gokymenTta XI1X- sagaza XX BB.

OO0pa3ubl TECTOB 1O Teme 7
Bompoc 1
Buza odunmansHoro J1OKyMeHTa 3TO:

A) pEeKBU3UT JOKYMEHTA, BhIpaXKarolliii COryiackue UM HeCOrIacusl JOHKHOCTHOTO JINIA C

COJIepKaHUEM JJOKYMEHTa

B) HaAIMUCh Ha JOKYMCHTC, CACIIaHHAA JOJDKHOCTHBIM JIMIIOM U COZCpIKallasi HpuHATOC UM

peuieHuc

B) nonnucanve 70KyMeHTa €ro COCTaBUTENEM

Bompoc 2

Busbl npocraBistores:

A) pabOTHUKOM, TI€YATABIINM JOKYMEHT
b) paboTHHMKaMu CBOE OpraHn3anyn

B) paboTHrKamMu apyrux opraHu3anui

Bompoc 3

B kakue PCKBU3UTHI JOKYMCHTA AaTa BXOAUT KaK COCTaBHAA 4acThb?
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a) rpud yTBEpKICHUSL B) MOJTKCH
0) BHU3a COTJIaCOBAHMS T') PE30TFOITUS
Bompoc 4

OO0muit 671aHK TOKyMEHTA BKIIOYAeT B ce0s CIIeIYIONINEe PEKBU3HUTHI:

A) nzobpaxkenue repda, aMOIEMBbI, MECTO ISl pa3MELIeHUs] Ha3BaHUs BUa JOKYMEHTA, MECTO

AJid JaThl 1 HOMEpa JOKYMEHTA, MECTO COCTABJICHUSA

b) nzobpaxxenune repba, 5MOIeMbl, HANMEHOBAHUE OPTaHU3AINH aBTOPa, MECTO JUTS Pa3MEIeHHUs

Ha3BaHUA BUJa JOKYMEHTA, MECTO JJIA JaThl U HOMEpa JOKYMEHTA, MECTO COCTABJICHUA

B) m3o0paxkenue repba, sMOIeMbl, HAUMEHOBAHKE OPTaHU3ALMU aBTOPA, MECTO ISl pa3MeIICHHSI
Ha3BaHUs BUA JOKYMEHTA, CIPABOYHBIC JaHHBIE 00 OpraHU3aIlui, MECTO JJIs IaThl U HOMepa

JOKYMCHTa, MECTO COCTAaBJICHU

Bompoc 5
Kakue 13 nepeyncieHHBIX JOKYMEHTOB TPEOYIOT YTBEPKACHUS?
A) ycraB b) mratHoe pacrimcanne B) mpukasbr

I') noxnaanbie 3anucku /) JOMKHOCTHBIE MHCTPYKITUH

Bompoc 6
TumoBol GopMmyIIsip IpHUKa3za COACPIKUT CIESTYIONINE PEKBU3HUTHI:

A) rep0 (3M0OieMy ), HaMMEHOBaHKE OpraHU3aIH-aBTOPa, CIIPABOYHbIE TaHHBIE 00 OpraHU3allnHy,
HavMEHOBaHHE BHJa JOKYMEHTa — IIPUKa3, 1aTy, HOMEP, MECTO COCTABJICHHS, 3ar0JIOBOK K TEKCTY, TEKCT,

IOAINKMCh, BU3bI COI'JIaCOBAHUA

B) rep6 (3mbeMy), HAMMEHOBaHUE OpraHNU3al[UN-aBTOPa, HAUMEHOBAaHWE BHJIA JOKYMEHTA —

MIpUKa3, aTy, HOMEP, MECTO COCTaBJICHUSI, 3aT0JIOBOK K TEKCTY, TEKCT, MTOAMKCH, BU3BI COTIIACOBAHUS

B) rep6 (3m0eMy), HAUMEHOBaHUE OPraHU3ALMHU-aBTOPa, HAMMEHOBAaHUE BUAA JOKYMEHTA —
IpHKas3, 1aTy, HOMEp, MECTO COCTaBJIEHNUs, 3aT0JIOBOK K TEKCTY, TEKCT, IIOJIHCh, IEYaTh, BU3BI

CorjiaCoBaHuA
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Bomnpoc 7

B ynpaBneHueckoil mpakTHKE MPUMEHSIOT CIeIyIONINe BUABI OJaHKOB!
A) OiraHK TEChMa

b) Gmank KOHKPETHOTO BHJIA JIOKyMEHTA

B) o6mmii 6;1aHK

M) 6iaHk (hu3HUECKOTO U

Bompoc 8

JloKyMEHTUPOBaHUE 3TO:

A) mporiecc ABIKEHUS TOKYMEHTOB B OpTraHU3aIluN

B) 3anmchk nadopManmny Ha pa3IMYHBIX HOCUTENSIX 110 YCTaHOBJICHHBIM MPaBUIIAM
B) coznanue 10KyMEHTOB

I') pabora ¢ moxymeHTaMu

Bompoc 9
K opranuzaiiioHHbIM JOKYMEHTaM OTHOCSITCSL:

A) ycTaBsl 0) mpaBWjia  B) aKThl T) MPUKa3bl J) HHCTPYKIIUU

Bompoc 10
I'epOoBoOIi Me4aThIO (MEYaTHI0 OPraHU3aInH) 3aBEPSIOT:
A) rapaHTuiiHble MCbMa 0) TPOTOKOJIBI 3aCEJaHUN  B) MPHUKA3bl

I') noroBopsl 1) TpyAOBbIE KHIKKA

Bompoc 11

dopmymsp JOKYMEHTA 3TO:



32

A) Habop pexBu3uTOB 0PUIINATBEHOIO MUCHMEHHOTO TOKYMEHTA, PACTIONIOKEHHBIX B

OTIpeICNICHHOMN MOCIeI0BATCIBHOCTH
b) mopsimox 00pabOTKH TOKYMEHTOB

B) MunumanbHeli sneMeHT ohopMIIeHHS JOKYMEHTa

Bormpoc 12
HNudopMaimoHHO-CITPaBOYHBIHN IOKYMEHT 3TO:

a) a) JIokymeHT, cojepkaniuii HHPOPMAIHIO O (HaKTHIECKOM MOIOKEHUH eI, KOTOPBIH CIYIKHT
OCHOBAHWEM JUTS IPUHSATHUS PEIICHHUIA

b) 6) JlokyMeHT, OpraHu3yonmii paboTy yUpexkacHUs

) B) JIokyMeHT, B KOTOpOM 3a)MKCHPOBAHBI PACIIOPSDKEHHUSI PYKOBOJICTBA

d) r) JIokyMeHT, pUKCHPYIOLINIi ASSTEIBHOCTD KOJIETHAIbHOTO OpraHa

Bompoc 13

bnank ¢ m300pakeHNeM rocynapcTBeHHOTO repda Poccuiickoit @enepanuiz MOTYT UMETh:
a) JIrobast opranuzanusi, 3aperucTpupoBaHHas Ha TeppuTopuu Poccuiickoit denepanmm
0) Kommepueckas gupma, 3aperucTpupoBaHHas Ha Tepputopuu Poccuiickoii denepanun

B) YupexaeHus 1 opranusanuy, ykazaaiele B Koncrurynnonnom 3akone «O repbe Poccuiickoit

denepaunm»
r) YUupexJIeHus U opraHu3aiuy, ykazanueie B Koncturyuu PO
Bompoc 14
K pexBr3uTtam, npuaaOmuM T0KyMEHTY IOPUANYECKYIO 3HAUNMOCTb OTHOCSTCA :
a) rep6 P®
B) otmeTka 0 mocTyIuieHMH JOKyMEHTa
B) TIOJIITUCH
T') aBTOp AOKyMEHTa
IlepedyeHb BONPOCOB K KOHTPOJILHOM padoTe 1o teme 9

1. Yro takoe yHH(DUKAIUSI JOKYMEHTOB?

2. [laiite omnpeneneHre CUCTEME JOKYMEHTALIUN
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3. Uro Takoe YHI/I(bI/IHI/IpOBaHHI)Ie CUCTCMbI JOKYMCHTAllUU, HA30BUTC UX.
4. Kaxwue BUIbBI JOKYMCHTOB BXOJAT B COCTAaB YHI/I(bI/IHI/IpOBaHHOI\/'I CHUCTCMbI OpraHnU3allMOHHO-

pacnopﬂ)mTem)Hoﬁ JOKYMCHTAIlHH.

IlepeyeHb BONPOCOB K UTOTOBOI KOHTPOJILHOI padoTe Ne 2

1 Tlonstus «yHH(UKALMS» U «CTAaHIAPTU3ALMA» JOKYMEHTOB.

2 PasBuTHe YyHU(UKAIMU ¥ CTAHIApTH3aIUU ToKyMeHTOB BO || monoBuHe XX B.

3 T'OCT P 7.0.97-2016. Ero comepskaHue, 3HaUCHHUE.

4 TpebGoBaHus K KOHCTpyHUpOBaHUIO O1aHKOB. Buasr 6mankoB. bankn npennpustuit
pa3IuuHBIX POPM COOCTBEHHOCTH.

5 PexBU3NT «HaMMEHOBaHHE OpPraHU3alMU-aBTOpa JOKYMEHTa», TPeOOBaHUs K HEMY.

6 PexBU3MT «cripaBOYHBIC JaHHBIE 00 OPTaHU3AINU-aBTOPE JOKYMEHTAY, €0 COCTaB.

7 PexBU3MT «ampecaT», €ro 3Ha4YeHHUE U COBPEMEHHBIE TPEOOBaHUS K O OPMIICHHUIO.

8 Hatel. TpeboBaHus K UX 0pOPMIICHHUIO; TaTa KaK COCTaBHAS YacTh APYTHX PEKBU3UTOB.

9 PekBUBUT «perucTpaliiOHHbIH HOMEP JOKYMEHTa», €r0 3HaYeHHeE.

10 PexBU3NT «CChIIKA HA PETUCTPAIIMOHHBIA HOMEP H JaTy JOKYMEHTa», KOTrJa U TJe OH
MPOCTaBJISIETCSI.

11 ITopsnok coryiiacoBaHus JOKYMEHTOB U 0(OPMIICHHSI BHYTPEHHETO M BHEIIIHETO COTJIACOBAHMSI

12 Tlopanok yTBEp>KACHUS JOKYMEHTOB, BUBI yTBEPKACHUSL.

13 Ilopsanok nmoanucaHus JOKyMEHTOB.

14 Tleuyatp kak peKBU3UT TOKyMeHTa. Ha KakuX TOKyMeHTax MpoCTaBisieTcsl repOoBasi mevars.

15 CocraB ynocroBepenus 10KyMeHTOB. [IpaBuia opopMiIeHns! peKBU3UTOB, YAOCTOBEPSIOIINX
JOKYMEHT.

16 OT™eTKM Ha TOKYMEHTE, X 3HaUeHUE U 0(OpMIICHHE.

17 Pesomronus. E€ 3nauenne. TpeOoBaHMs, IpeabIBIIEMBbIE K PE3OIIOLHH.

18 PexBU3UT «OTMETKA 00 HCIOIHUTENEY, €0 3HAUCHHE.

19 PexBU3UTHI, NpUAAIOLINE JOKYMEHTY IOPUANYECKYIO 3HAYMMOCTb.

20 YHudukaius TeKCTa J0KyMEHTA.

21 TpadapeTHbie TeKCThl. MeTouKa pa3padoTKH.

22 Crnioco0OblI TipeicTaBiIeHus] yHU(DUITMPOBAHHBIX TEKCTOB (QHKETHI, TAOIHUIBI, TpadapeTHbie
TEKCTHI).

23 O6iue TpeOoBaHUsA K TEKCTY JOKYMEHTA.

24 ANropuTM MOATOTOBKH JOKYMEHTA.

25 DreMeHThI TeKCTa: 3arOJIOBOK, IPUIIOKEHHSI, TPEOOBAHUS K HUM.

26 JIuarBUCTHYECKHE 0COOCHHOCTH TEKCTOB CITY>KEOHBIX IOKYMEHTOB.

27 TloHsTHE «CUCTEMBI JIOKYMEHTAIIUIY, PA3BUTHE CHCTEM.

28 TlonsTue ((yHI/I(l)I/ILII/IPOBaHHBIC CUCTCMbI JOKYMCHTALIUNY.
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29 Hasnauenwue, onpeneinenue u coctas Y COP/I.

30 TpeboBaHuUs K COCTABICHUIO 1 OPOPMIICHUIO OPTaHU3aUOHHBIX JJOKYMEHTOB.
31 TpeboBaHuUs K COCTaBICHUIO H OPOPMIICHUIO PACTIOPSAUTEIBHBIX JOKYMEHTOB.
32 TpeboBaHHUs K COCTABICHUIO  OQPOPMIICHHUIO IPHKA30B.

33 TpeboBaHus K COCTABICHUIO U OQPOPMIICHUIO OOBSCHUTEIBHBIX U TOKIAIHBIX 3aITHCOK

(BHEUIHHMX U BHYTPEHHHX).

34 TpeboBaHMsI K COCTABICHUIO K O(OPMIICHHUIO CIPABOK (BHIbI CIIPABOK, CIIPABKH BHEIIHHE U

BHYTpPEHHUIE).

35 TpeboBanwMsI K COCTABICHHIO H O(OPMIICHHUIO aKTa.

36 TpebGoBaHMs K COCTABICHUIO ¥ OOPMIICHUIO CITYKEeOHOTO MHUChMa. Pa3HOBUIHOCTH TTHCEM.
37 TpebOoBaHHS K COCTaBIECHHUIO H O(OPMIICHHUIO TEIIETPaMM.

38 Ocobennoctu Gpopmymsipa TeneOHOTPaMMBI.

39 AJropuTM MOATOTOBKH U MPOBENCHUS coBelanms. JJoKyMeHTHI, CO3aBaeMbIe B IPOIIECcce

IMOATOTOBKH COBEIAHMS.

40 TpeboBaHUS K COCTABICHUIO M 0(hOPMIICHHIO TPOTOKOJA.

41 TloHsTHE KOMILJIEKCOB TIOKYMEHTOB. [IepBUYHbIE KOMITIEKCHI TEKCTOBBIX JOKYMEHTOB.
42 TloHATHS «TOKYMEHTAIBHBINA (OHI» U «apXUBHBIN QoHIY. VX paznuyue.

43 CnoxHble KOMIUIEKCH. BeZJoMCTBEHHBIE apXUBBI.

44 Cnoxwuele kKoMmIuiekchl. ['ocyaapcTBeHHbIe apxuBbl. CeTh TOCYIapCTBEHHBIX apXHUBOB.

45 TloHSTHS «IIEHHOCTH JOKYMEHTa», «IKCIIEPTH3a IIEHHOCTH». BO3ZHUKHOBEHNE, PA3BUTHE

3KCTIEPTU3BI.

LCoNo O

46 [TpuHIMITEL, KPUTEPUU SKCIIEPTH3BI IIEGHHOCTH JJOKYMEHTOB.

IlepeuyeHb BONPOCOB K YCTHOMY 3K3aMeHY M0 BCeMy KypcCy

o Ilepeuens 6onpocoe 013 n0020MOBKU K IK3AMEHY RO OUCUUNTIUHE
“/loxymenmogeoenue”
JIOKyMEHT M €r0 MECTO B CUCTEME YIPABIICHUS.
3aKOHbI U MHbIE HOPMATUBHBIE PABOBBIE AKThI, PETJIAMEHTUPYIOIINE CO3/IaHUE U
odopMIIEeHHE TOKYMEHTOB.
HopmaTtuBHO-MeTOIMYECKHE TOKYMEHTBHI, ONPEAEIIIIONINE TOPSAI0K CO3JaHus U
odopMIIEHUS TOKYMEHTOB.
JlokyMeHTOBEICHUE KaK Hay4yHasl JUCLUILIMHA U €€ CBSI3b C IPYTUMU HAYYHBIMHU
JTUCITUATIITHHAMMU.
[TonsTre «uHbOpMAaIUs» U €T0 Pa3BUTHE.
[TonsiTHE «TOKYMEHT» U €T0 Pa3BUTHE.
Cs13b uHGOpPMAITUU U IOKYMEHTA.
O6mue n yacTHble QYHKIUHU TOKYMEHTA.
CrniocoObl TOKYMEHTHPOBAHUS U UX Pa3BUTHE.

lO TexcToBOE JOKYMEHTHPOBAHUE U TAIbI €r0 PA3BUTHS.
11. IMukrorpammel. [IpuMeHeHne TUKTOrpahuuecKoro NuchMa CerojHs.



12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

25.

26.

27.

28.
29.
30.
31.
32.
33.
34.

35.

36.
37.

38.
39.

40.
41.
42.
43.
44,

45.
46.
47.
48.

49.
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Jlororpammel. Mcnonb3oBaHue JOrorpaMm CEroIHs.

TexHnyeckoe TOKyMEHTUPOBAHUE. BUABI KOMIIJIEKCOB TEXHUYECKOM TOKYMEHTALINU.
doronokymeHTrpoBanue. [losBienue, pa3BuTHe, IpUMEHEHHE.
KunonokymentupoBanue. [losiBnenue, pa3zBurue, NpuMEHEHUE.
dononokymeHTrpoBanue. [losBienue, pasBuTue, IpUMEHEHHE.

Marepuan s JOKyMeHTUpOBaHus. Ero passurue.

[Mognuunaviku u konuu. Buasl konuid. [Topsaiok y1ocToBepeHU KOMTUA.

dopmynsip nokymenTta. TumoBoit popmyisip, popmysip-odpaserr.

PazButue popmynsapa nokymenta B XVI-XVII BB.

®opmynsp nokymenra XVIII B.

dopmysp TeKCcToBOro Jokymenta X1 X- nagama XX BB.

[onsatus «yHu(pUKAIUI) U «CTAHTAPTU3ALMS JTOKYMEHTOB.

I'OCT P 7.0.97-2016. Ero conep:xaHue, 3Ha4eHUE U BO3MOXXHOCTH MCIIOJIb30BaHUS B
COBPEMEHHBIX OpraHU3alMsIX.

[IpaBuiia genonpon3BOACTBa B TOCYAaPCTBEHHBIX OPraHax, OpraHaXx MECTHOTO
camoyrpasiieHus (conepKanue, 3HaYCHHE U BO3MOKHOCTH HCIIOJIb30BaHNU).
MeTtoauyeckue peKkoMeHAaluU o pa3paboTke HHCTPYKIUI O AeTONPOU3BOICTBY B B
roCy/apCTBEHHBIX OpraHax, opraHaXx MECTHOIO CaMOYIIpaBiIeHUs (CoJlepiKaHue,
3HaYEHUE U BO3MOKHOCTHU HCIOIb30BAHUS).

[IpumepHas HHCTPYKLUS IO JEIONPOU3BOCTBY B FOCYIapCTBEHHBIX opranu3anusax 2018
r. (comepxanue, 3HaUCHUE ¥ BO3MOKHOCTH UCIIOIb30BAHMUA ).

CocraB pexkBu3uTOB O1aHKoB. Kimaccudukaryst 0:1aHKOB.

PekBu3NT «HaMeHOBaHUE OpPraHU3alMU-aBTOPa TOKYMEHTa», TPEOOBAaHUS K HEMY.
PexBu3uT «cripaBouHble JaHHBIE 00 OPraHU3alMU-aBTOPE JOKYMEHTA», €ro COCTaB.
PexBu3uT «agpecary, ero 3HaYCHUE U COBPEMEHHbIE TPeOOBaHUS K O(OPMIICHHIO.
Hater. TpeGoBanust kK UX 0(OPMIICHHIO; 1aTa KaK COCTaBHAS YacCTh IPYTUX PEKBU3UTOB.
PexkBu3NT «perucTpaliiOHHBIN HOMEP JOKYMEHTa», €T0 3HAaYECHHUE.

PekBU3UT «cchlIKa Ha PETUCTPALlMOHHBINA HOMED U JaTy JOKYMEHTa», KOTJa U Iie OH
IIPOCTABIISIETCS.

[Topsnok coriacoBaHusi JTOKYMEHTOB U OOPMIIEHHS BHYTPEHHETO U BHEILIHETO
COIIACOBaHUsA

[Topsnox yTBepKIeHUsI JOKYMEHTOB, BUJIbI YTBEPKICHHUS.

[Topsimok noanucaHusi JOKYMEHTOB. DJIEeKTPOHHAas MoAnuchk. OTMeTKa 00 3JIeKTPOHHOMN
MOJIHUCH.

Ileyars Kak pekBU3UT AOKyMeHTa. Ha KakuX JOKyMEHTaX MPOCTaBIsAETCSl OTTUCK MIEYATH.
CocraB ynocroBepeHHs J0KyMeHTOB. [IpaBuia oopmiieHUs] peKBU3HUTOB,
YIOCTOBEPSIONIUN JTOKYMEHT.

OTMeTKH Ha TOKYMEHTE, UX 3HaueHue U opopMiieHue.

Pe3omtonus. E€ 3nauenue. TpeGoBaHus, PEAbIBISIEMbIE K PE30JIIOLINH.

PexBU3UT «OTMETKA 00 MCIIOIHUTENEY, €T0 3HAYCHHUE.

PexBu3nThI, MpHUIatoue TOKyMEHTY I0PHINYECKYI0 3HAYUMOCTb.

Yaudukanus tekcta qokyMenTa. CrocoObl IpeCcTaBiIeHNs] YHU(UITUPOBAHHBIX TEKCTOB
(aHKeTbI, TAONHIIBI, TpadapeTHbIE TEKCTHI).

OOm1re TpeboBaHUS K TEKCTAM YIIPABICHUECKUX JOKYMEHTOB.

AJTOpUTM MOJATOTOBKU JOKYMEHTA PacHOpSAIUTENIbHOTO TOKYMEHTA.

DJeMeHTBI TEKCTa: 3ar0JI0BOK, MPUIIOKEHHS, TPEOOBAHHS K HUM.

[TonsiTHE «CUCTEMBI TOKYMEHTALIMMY, Pa3BUTHE CUCTEM JOKyMeHTauuu. [lonstue
«yHU(PHUIMPOBAHHBIE CUCTEMBI IOKyMeHTalun». Haznauenue, onpeneneHue U coctaB
YHupuuupoBaHHOHN cUCTEMBI OpraHU3aMOHHO-PACIIOPAIUTENBHON TOKYMEHTALINH.
TpeboBanust kK cOCTaBICHUIO U O(POPMIICHUIO OPTaHU3AIMOHHBIX JOKYMEHTOB
(monoxeHue, ycTaB, MHCTPYKIIMS, PETIIaMEHT, IITaTHOE PacliCcaHue).
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50. TpeboBaHus K COCTABICHUIO K O(DOPMIICHHIO PACTIOPSAIUTENBHBIX JOKYMEHTOB (IIPUKa3,
pacropsiKeHue, peleHne, HoCTaHOBJICHUE, IPOTOKOM).

51. TpeboBaHus K COCTaBICHUIO ¥ O(POPMIICHUIO OOBSICHUTEIIBHBIX, TOKJIATHBIX U
CITyKeOHBIX 3aIMHUCOK.

52. TpeboBaHMs K COCTABIEHUIO U O(OPMIIEHHUIO CIIPABOK (BUIBI CITPABOK).

53. TpeGoBaHus K COCTaBICHUIO U O(OPMIICHUIO aKTOB.

54. TpeboBaHus K COCTaBICHUIO K 0(hOPMIICHHIO CiTy)keOHOoro nmuchMa. Kiaccudukanus
CITyKEOHBIX MTHUCEM.

55. ANIropuT™ TIOJATrOTOBKU U MPOBEJICHUS COBENIaHus. JJOKyMEHTBI, CO3/]aBacMbIC B
npoliecce MOArOTOBKU COBEIIAHUS.

56. TpeboBaHus K COCTaBICHUIO U O(DOPMIICHHIO TIPOTOKOJIA.

57. IloHsiTHE KOMIUJICKCOB IOKyMEHTOB. [ lepBHUYHBIC KOMIUIEKCHI TEKCTOBBIX JJOKYMEHTOB.

58. Ci10XHbBIE KOMIUIEKCHI TOKYMEHTOB. [TOHATHS «IOKyMEHTaIbHBINA (DOH» U «apXHBHBIHI
donny. Ux paznuuue.

59. Homenknarypa gein.

60. [Ipu3Haku 3aBeieHUS JEII.

6. YueOHO-MeTOoAMYeCKOE U HH(POPMALIMOHHOE 00ecTeyeHue JUCIUILIMHBI

6.1. CHnHCOK HCTOYHHKOB U JIUTEPATYpPHI

O0s3aTeIbHbIC HCTOYHUKH
®denepanbHBIA KOHCTUTYIIMOHHBIN 3aK0H OT 25 nekadps 2000 r. Ne 2-OK3 «O [NocynapcTBeHHOM
repbe Poccuiickoit deneparum» JIEKTPOHHBIN pecypc]. — M., . — Pexum pocryna:
pbe P iickoit MDenep ZC) P i pecypc] M., 2019 P y

http://www.consultant.ru/document/cons_doc_LAW 29674/.

Oenepanbubiii 3akoH PO ot 27.07.2006 1. Nel49-®3 «O6 wmuHbopmanuu, WHPOPMAITHOHHBIX
TEXHOJIOTUSIX | 0 3amuTe nHpopmamm» // [ DIeKTpoHHBIN pecype]. — M., 2019. — Pexum gocrtyna:

http://www.consultant.ru/document/cons_doc_LAW 61798/.

denepanbublii 3akoH 0T 06.04.2011 Ne 63-®3 “O0 snekrpoHHON moAmHCcH” //
[DneKTpOHHBII pecypc]. — M., 2019. — Pexxum JOCTyIa:
http://www.consultant.ru/document/cons_doc_LAW_112701/.

@®enepanpublii 3ak0oH oT 01.06.2005 Ne53-03 «O rocymapcTBeHHOM si3bIke  Poccuiickoit
®enepannm»  // [DnekTpoHHbIi  pecype]. — M., 2019. - Pexum  goctyma:
http://www.consultant.ru/document/cons_doc_LAW _53749/.

[IpaBuiia  JEMONMPOM3BOACTBA B  T'OCYJAPCTBEHHBIX OpraHax, OpraHax MEeCTHOTO
camoynpasiieHus, ytB. [Ipukaszom Pocapxusa ot 22.05.2019 Ne 71 // [DnexkTpoHHBbIH pecypc]. — M.,

2021. — Pexxum nmoctyma: http:// https://base.garant.ru/72291836/.


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/
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Meroaudeckue peKOMEHIAIMU IO Pa3paboTKe WHCTPYKIMH IO JEJTONPOU3BOJICTBY B
TOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMoyIipasiieHus, ytB. IIpukazom PocapxuBa ot
24.12.2020 Ne 199 /I [DnextponHslit pecypc]. — M., 2021. — Pexum pocryma: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHas HHCTPYKLHUS 110 ASTONPOU3BOJICTBY B FOCYAapCTBEHHBIX OpraHU3aIUsIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHnsiii pecype]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HanwmonanwHubiii cranmapt Poccuiickoit ®enepamuu. Cucrema
CTaHAapToB Mo uHGOpManuu, OHUOTMOTEYHOMY M H3AaTeNbCKOMy jeny. OpraHu3alnuoHHO-
pacnopsiauTeNnbHas TOKyMeHTanus. TpedoBaHus K 0QOPMIICHHIO JOKYMEHTOB // [ DJIEKTPOHHBIN
pecypc]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P HCO 15489-1-2019 HamumonaneHbiii cranmapT Poccuiickoir ®eneparum.
Cucrema ctanaapToB 1o uHGOpMaIK, OMOINOTEUHOMY U M3AaTelabcKoMy nery. Mudopman3us
U JOKyMeHTanus. Yupasienue gokymeHtamu. Yacte 1. Tlowstus w npuHimnsl. [/
[DneKTpOHHBIH pecypcl]. - M., 2021. Pexxum JlocTyna: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE Je70. TepMUHBI U OMpPEIeTCHUS. -
[OneKTpOHHBII pecypc]. — M., 2019. Pexum JoCTyma:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

Jlureparypa

OcHosHasa

beikoBa T.A. JlokymeHTanimoHHOEe oOecleueHne yIpaBieHusi (IeI0MpPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yuebnoe nmocobue/ T.A. beikoBa, T.B. Ky3nernosa. -2-e uza. nepepad. u
JIOTI. — Mockaa: Nudpa-M, 2018. -304 C. — Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/

I'moroBa C.A. BO3HUKHOBEHHME M TEHJEHIUH pa3BUTHUA  PacHOPSAUTEIbHOU
nokymeHtauun B Poccum B gopeBomonuonHblii nepuox // Bectnux PITY. 2014. Ne2.
[DnexTpoHHBIH pecypcl]. — M., 2019. — Pexum JOCTYTIA:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70.

Kykapuna IO.M. CoBpemMeHHBIE OpraHH3alMOHHBIE W PETJAMEHTHBIE JTOKYMEHTBI:
bynkunn u pazHoBuAHOCTH // BectHuk PITY. 2016. Ne2. [DnexkTponHsIit pecypc]. — M., 2019. —
Pexum JoCTyma: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik_daizi%202(4)-16.pdf.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
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Kykapuna FO.M. CoctaB ynocroBepeHHs] JOKYMEHTa: OT MPOULIOr0 K HACTOALIEMY U
oynymemy// Bectauk PITY. 2014. No2. [DnextponHslii pecypc]. — M., 2019. — Pexxum noctyma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128.

JlomosHuTeEABHAS

Heoenocosa I'A. CenekTuBHBIM O0TOOp HOHATHS «IoKymMeHT» // BectHux PITVY. 2016. Ne2.
[DneKTpOHHBIN pecypcl]. — M., 2019. — Pexxum JOCTYTIA:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71.

6.2. Ilepeyenb pecypcoB  HMH(DOPMALMOHHO-TEJEKOMMYHHMKAIMOHHON  CeTH
«HHTepHeT»
lapanT [OnexTpoHHBI pecypc]. — OnekTtpoH. maH. — M., cop. 2013. — Pexum npoctyna:

http://www.garant.ru.

Koncynprant Ilmoc [DnekTpoHHBIH pecypc]. — DmekTpoH. maH. — M., cop. 2013. — Pexum

nocryma: http://www.consultant.ru.

6.3 IIpodeccnoHaibHbIe 0236l JaHHBIX U HHPOPMAIHOHHO-CIIPABOYHbIE CHCTEMBI
Hoctyn k npodeccronanbHbIM 6a3am nanHbIX: https://liber.rsuh.ru/ru/bases

WNHdopManinoHHbIe CIPaBOYHBIE CHCTEMBI:
1. Koncynprant Ilmtoc
2. Tapant

7. MarepuajibHO-TEXHUYECKOE oDecriedeHne U CIUNINHBI

Jns mpoBeneHus Jekiuil TpeOyeTcs ydyeOHbIe ayIUTOPHH, OCHAICHHBIE CIEIUATbHBIM
obopynoBanueMm (MUKpO(DOHBI, MYJIbTUMEIUNHBIE cpenacTBa). s ceMHMHApCKUX 3aHSATUH
HEOOXOJUMBI ayJUTOPUH, O0OOpyAOBaHHBIE HOCKOW. [Ins mpoBeneHUsT MPOMEKYTOUHON
aTTecTallid HY)XHa KOMIBIOTEPHAs TEXHUKAa C TMOJKIYCHHEM K HH()OpPMAIMOHHO-
KOMMYHHKAIIMOHHON cetu «MHTepHET» H JOCTYyNOM B DJIEKTPOHHYIO HWH(OPMAIMOHHO-
obpasoBarenbHyto cpeny PITY (mpoBomHoe coeauHeHUE WM OECIPOBOIHOE COCIWHEHUE IO
texHosjoruu Wi-Fi).

COCTaB mporpaMmMHOTO O6CC1’IC‘-ICHI/IHZ
1. Windows
2. Microsoft Office
3. Kaspersky Endpoint Security


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

39

8. ObecneyeHue oO0pa3oBaTeJIbLHOIO mpouecca /st JHI € OrpPaHUYEeHHBIMH
BO3MOKHOCTSIMM 310POBbSI 1 HHBAJIN/I0B

B xozxe peanuzanuu AUMCUMILIMHBI UCIIOJIB3YIOTCS CIEAYIOIIUE JOTOIHUTEIbHbBIE METO/IbI
00yueHHMsl, TEKYIEro KOHTPOJIsl yCIIEBAEMOCTH U MPOMEXKYTOYHOM aTTecTalui 00ydaroluxcs B
3aBUCUMOCTH OT UX UHIUBUAYAIbHBIX OCOOEHHOCTEH!

oISl CIENbIX M CHa0OBHIAMIMX: JIGKIUU OQOPMIISIOTCS B BUJAE 3JIEKTPOHHOTO
JOKYMEHTa, JIOCTYIIHOTO C IIOMOILBIO KOMIBIOTEPAa CO  CHEHHAIM3UPOBAHHBIM
IPOTPaMMHBIM O0OECII€YeHHEM; TUCbMEHHBIC 3a/1aHUS BBITIOJIHIIOTCS Ha KOMIIBIOTEPE CO
CHELMATU3UPOBAHHBIM TPOrPaMMHBIM 00ECHEUEHHUEM MM MOTYT OBbITh 3aMEHEHbI
YCTHBIM OTBETOM; 00€CIIeUnBaCTCS MHINBHIYyaTbHOE PABHOMEPHOE OCBEIICHUE HE MEHEe
300 urokc; JUIA  BBINOJIHEHHWsS 3aJaHusi IIpU  HEOOXOIMMOCTH IpPelOCTaBIseTCs
YBEJIMYMBAIOLIEE YCTPOMCTBO; BO3MOXHO TaKXe HCIIOJIB30BAaHHE COOCTBEHHBIX
YBEJIMYMBAIOLINX YCTPOWCTB; IHUCBbMEHHbIE 3a7aHus O(QOPMIIAIOTCS YBEJIWYEHHBIM
mpUPTOM; SK3aMEH M 3a4€T MPOBOMATCS B YCTHOHW (pOopMe WM BBIOJIHSIOTCS B
NUCbMEHHON (hopMe Ha KOMITBIOTEPE.

oISl TIOYXMX W Ca0OCHBILAIINX: JIEKIUH OQOPMIISIOTCS B BUJAE 3JIEKTPOHHOTO
JIOKYMEHTa, JIN0O MPEeI0oCTaBIIAETCS 3BYKOYCUJIMBAIOLIAs anmnapaTypa UHAUBUYyaIbHOTO
NOJIb30BAHUS; MHCbMEHHBIC 3a/laHUs BBINOJHSIOTCS Ha KOMIIBIOTEpE B HUCbMEHHON
dopme; dK3aMeH U 3a4€T MPOBOAATCS B MUCbMEHHOHN (hOpMe Ha KOMIIBIOTEpPE; BO3MOKHO
npoBesieHue B (hopMe TeCTUPOBAHMUS.

el JMI C HapyLIEHUSAMM OIOPHO-JBUIATEIBHOIO  ammnapara: JIeKIUH
O0(QOpPMIISIFOTCS] B BUJIE 3JIEKTPOHHOIO JOKYMEHTA, JOCTYITHOTO C IOMOIIBI0O KOMIIBIOTEPA
CO CHENHMAIM3UPOBAHHBIM IPOrPAaMMHBIM OO€cleYeHHuEeM; MHCbMEHHbIE 3aJaHMs
BBITTOJIHSFOTCS] HA KOMITBIOTEPE CO CIIEIHATU3NPOBAHHBIM IIPOTPAMMHBIM 00€CTICUCHHEM;
9K3aMEH U 3a4€T NMPOBOAATCSA B YCTHOH (hopMe WM BBINOIHAIOTCS B MUCbMEHHOH (opme
Ha KOMIIbIOTEPE.

[Tpy HEOOXOIUMOCTH NpeTycMaTpUBAETCs yBEIMUEHNE BPEMEHH IS OATOTOBKU OTBETA.

[Ipouenypa  mpoBedeHHMs]  NPOMEXKYTOYHOW  arTrecTauuu  Juisi  OoOy4aroIuxcs
YCTaHABIMBACTCS C Y4YETOM HX HMHIUBUAYAIbHBIX ICUXO(PHU3UUYECKUX OCOOEHHOCTEN.
[TpomexxyTouHast aTTecTalsl MOXKET IPOBOJIUTHCS B HECKOJIBKO 3TAIOB.

[Tpu mpoBeneHMM HpPOLEAYPHl OLIEHUBAHUS DPE3YJIbTATOB OOyUEHUs IpeyCMaTpUBaeTCs
UCTIOJNIb30BAaHNE TEXHUYECKHX CPEICTB, HEOOXOAMMBIX B CBSI3M C HWHAWBUAYAIbHBIMU
0COOEHHOCTSAMHU O00yYaroIuXxcsi. T CPEJACTBa MOTYT OBITh NMPEJOCTABIEHBl YHUBEPCUTETOM,
WJIM MOTYT MCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUYECKUE CPEICTBA.

[TpoBenenne mpoueAypbl OLIEHUBAHMUS  PE3yJAbTaTOB  OOy4YeHMs  JIOIyCKaeTcs C
MCIIOJIb30BaHUEM JTUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUH.

ObecneunBaeTcs A0CTyN K MH(MOPMAIMOHHBIM M OnOIuorpaduyeckuM pecypcaMm B CETH
WuTepHer s Kaxkaoro oOywaromierocsi B ¢gopmax, aJanTUPOBAHHBIX K OTPaHUYEHHUSAM HX
3JI0pOBbsI U BOCTIPUATHUS HH(POPMALIUH:

oISl CJENbIX M CIa0OBHUIAIIMX: B MEYaTHOW (opMe yBETHYEHHBIM IIPU(PTOM, B
dbopme IEKTPOHHOTO JOKYMEHTa, B (hopMme aynnodaiina.

oISl TIOyXUX U ciaabocibpllainux: B nedatHoil ¢opme, B Gopme 3IEKTPOHHOTO
JIOKYMEHTA.

e/1s1 OOydalOUMXCsl € HapyLUIeHUSAMU OINOPHO-JABUraTeIbHOrO ammapara: B
nevyatHoil popme, B popme 3MEKTPOHHOTO TOKYMEHTa, B popMme ayauodaiina.

VY4eOHble ayAUTOpUU Ui BCEX BUIOB KOHTAKTHOW M CaMOCTOSITENIbHOM paboThl, HayyHAas
6ubnMoTeKa M MHbIE MOMEIIEHUsS sl 0OyYeHUs! OCHAIIEHBI CIEIHaTIbHBIM 000pYAOBaHHEM U
y4eOHBIMU MECTaMH C TEXHUUYECKUMHU CPeICTBaMU O0yUEHHUS:
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oISl CIEMbIX W CIA0OBUISANINX: YCTPONCTBOM JUIsi CKAHUPOBAaHUS W UTCHUS C
kamepoii SARA CE; mucrmuieem bpaiing PAC Mate 20; npuntepoM bpaiins EmBraille
ViewPlus;

oISl TIIyXUX M CJIa0OCHBIIIANINX: aBTOMATU3UPOBAHHBIM pabOuMM MECTOM JIJIst
JrO/Ie C HapyLIEHUEM CiIyXa U cabOoCbIIIalUX; aKyCTUYECKUH YCUIIUTENb U KOJIOHKH;

e OOydaroOUMXCsl € HApyLIEHUSMH OIOPHO-JBUIAaTElIbHOIO  armapara:
NEPEIBIKHBIMU, PEryJIMPYyEMbIMU 3proHomuueckuMu napramu CU-1; xommnbroTepHOI
TEXHUKOM €O CHEeIMaIbHBIM IIPOrPAMMHBIM 00€CIIEYEHUEM.

9. Meroauyeckue MaTepuaJibl

9.1. Ill1anbl 1a00PATOPHBIX 3aHATHH

MeTO}II/I'leCKHe YKa3zaHus 110 OpraHu3aliy U MMpPpoOBECJICHUI0 ﬂaﬁopaTopme 3aHSATHI.

Brei6op TeM nmabopaTOpHBIX 3aHATHI OOYCIOBJIEH OOMIMM COJEpXKaHHMEM Kypca M HallelieH Ha
YIIyOJICHHOE U3YyUCHHE €T0 OTACTBHBIX Pa3zeiioB.

[enb 3aHATHIT — 3aKpeEIUICHHE CTYICHTAMH 3HAHUN TEOPETUYECKOTO Kypca U MPHOOpPETCHHE UMU
MPaKTUYCCKUX HABBIKOB JOKYMCHTHPOBAHUS JIESITEIHHOCTH OPraHU3aUil U TPeANPUATHH.

B cB#13U ¢ moCTaBIEHHOM LENBIO TA0OPATOPHBIC 3aHATHS Pa30OUTHI HA TPH pa3Jiena:

1. Pa3BuTHE JOKyMEHTAa U CKIIaJIbIBAHUE €r0 POPMYIIspa.

2. Cocrapienue u ohopMIIEHHE OPTaHU3AIIMOHHO-PACTIOPSINTEIBHBIX JJOKYMEHTOB.

3. CnoxHble KOMIUIEKCHI JIOKYMEHTOB.

B pesynbrare BBIMOJHEHWS TPAKTHUECKUX 3aHSATHH CTYACHTHI JOJDKHBI 3HATH TOSIBICHHE WU
pasBUTHE TEPMHUHA <«JIOKYMEHT», B3aUMOCBS3b TMOHATHH <« JIOKyMEHT» M «uH(popManus»; (GOpMBl U
crocoObl (pukcupoBaHus MH(POPMAIMKM HA MAaTEPUAILHOM HOCHUTENE; COCTaB M Ha3HA4YCHUE (PYHKIIUH
JIOKYMEHTA; HBOJIOIMIO (QOpMYJIsipa TEKCTOBOTO JOKYMEHTa B Pa3lIMUHBbIE HCTOPUYECKHE MEPUOIBI,
COBpEMEHHBIE TPeOOBaHMUs, TIPEABSIBISIEMbIE K COCTABICHUIO U O(QOPMIICHUIO CITYKEOHBIX JIOKYMEHTOB;
YMETh COCTABIISTH U OOPMIISITH OCHOBHBIE BUJIbI OPraHU3AIIHOHHO-PACTIOPSINTENBHBIX JOKYMEHTOB.

3aHATHA TPOBOJATCS C YyYeToM TpeOOBaHWM, W3IOKEHHBIX B 3aJaHWsIX M HAa OCHOBE
npe/yIaraeMbIX yIPaBICHYCCKUX CUTYAIIHH.

3aHATHS. MOTYT OBITH NPOBEAEHBI KaK TPAJWLHOHHBIM CIIOCOOOM, TaK W Ha NEPCOHAIBHOM
KOMIIBIOTEPE C HCIIOJIb30BAHUEM COBPEMEHHBIX TEKCTOBBIX PEOAKTOPOB M 10  CIEHUATIBHO
pa3paboTaHHBIM METOJUYECKUM yKa3aHUSIM.

[ToaroroBka K 1a0OPaTOPHBIM 3aHATHAM NPEAYCMaTPUBAET CAMOCTOSATENBHYIO Pa0OTy CTYAEHTOB
110 U3YUYEHHUIO JIEKIIMOHHOT'O Kypca, HCTOYHUKOB M JIUTEPATYPhl, PEKOMEHIOBAHHBIX K KaXKIOMY 3aHATHIO.

Ha xaxqoM 3aHsATHH IPOBOJMUTCS ONIPOC M KOJUICKTHUBHAS Oecea 1Mo TeMe, pa3bsICHIIOTCS LEIH U
3agaun e€ n3yueHus. Pe3ynbTaTbl CaMOCTOSITENBHO BBIIOJHEHHBIX 33JaHUI NpenoaaBaTellb MPOBEpseT B
KOHIle 3aHsATHH. [IpomnylieHHbIe 3aHSATHS CTYACHTBHl OTPadaThIBaIOT CaMOCTOSTEIBHO B JabopaTtopuu

JIOKYMEHTOBEJIEHUS, B KOTOPOU BEAETCA yUeT OTPabOTOK.
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IInanbl 1a060paTOPHBIX 3aHATHI

Tema 1: JlokymMeHT U ero GyHKUIUM , TOHSTHS JOKYMEHT U uHdopmanus — 8 yacos.

Uenp 3aHsATHA — aHANW3 pPa3BUTHs MOHATHH «HH(DOpMAIMA» M <«JIOKYMEHT», OIpelclicHHE
(GYHKIIA TOKYMEHTOB.

B pesynbTraTe BEINOIHEHNA 3aJaHUH CTYICHT JOJDKEH:

—  umemp npeocmasgienue O B3aUMOCBSI3U NOHATHHA «MHPOPMALUSD) U «IOKYMEHT», Pa3BUTHH
HNOHATHS «IOKYMEHT», DPa3BUTHUH CIIOCOOOB NOKYMEHTHUPOBAHHUS M HX CBS3M C MAaTepUaJbHBIMU
HOCHUTEIISIMU UHQOPMAIIH;

—  YMeTb OIpenensiTh (PyHKIUH KOHKPETHOI'O TOKYMEHTA.

3ananus 11l CAaMOCTOATEIbHOI padoThI.

1. Ilpoananu3upoBaThb yHOTpeOJICHHWE MOHATUS JOKYMEHT W €ro CHHOHMMOB IIO
«l'enepanpaHOMy permameHTy» 1720 r., «OOmeMy ryOepHCKOMY yupexaeHuto» 1775 r., «OO0memy
yupexJIeH!I0 MUHUCTEpCTB» 1811 T

2. [poananu3upoBaTh pa3BUTHE TMOHATHS «JOKYMEHT» IO CIIOBapsSM U CHENUAIbHON
JUTepaType.

3. [poananusupoBaTh pa3BuUTHE TepMUHa «UH(DOpMalms» 1o cioBapsM u DeneparbHOMY
3akoHy «O0 nHpopMaIuu, HHHOPMAITMOHHBIX TEXHOJOTHAX U O 3alIUTe UH(POPMAITHIDY

4. TIpoaHanmu3upoBaTh pa3BUTHE TEPMHHA «IOKYMEHT» 10 TOCYIapPCTBEHHBIM CTaHAAPTAM.

5. OnpeaenuTh PYHKINU CICAYIOUUX JOKYMEHTOB:

- kymuas kabana Hukuter Ko3noBa Ha xomona MBana [lasnoBa 23 mast 1494 ropa;

- panopt renepai-npokypopa Cenara M.}O. Tpybeukoro ummnepatpune Enuzasere IlerpoBHe o

npuesne B llerepOypr u3 SApocnasns TearpansHoii Tpynmsel O.I°. Bonkosa 3 despans 1752 roxa;

- Jlekper CHK «O npaBuiiax nmoAmnucaHusi ACHEKHbIX Oymar, JJOKyMEHTOB, OPJIEPOB, OTHOIIICHUH,

CIPaBOK U T.1L.» OT 12 nexabps 1921 r.;

- IlocranoBnenne BIIMK u CHK PCOCP «O mnopsake MNONIb30BaHUS I€YaTSIMU C
rocynapctBeHHbIM repooM PCOCP» ot 15 nekabps 1936 1.;

- noctanoBneHus LIK KIICC u Cosera munncrepcts CCCP «O Mepax Mo COBEpIIEHCTBOBAHUIO U
yJIELIEBJICHUIO amnmapata yrnpasieHus» oT 13 oktsaops 1969 r.;

- @3 “O0 unpopmanyu, THHOPMALMOHHBIX TEXHOIOTHAX U O 3aIuTe HHpopMaun”.

6. [IpuBecTu nmpuMepsl JOKYMEHTOB, BBITIOIHSIONINX CeAyoNIre GYHKINU:

- yIpaBieHYecKas;
- IpaBOBas;

- comuaJibHasd,
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- KyJIbTYpHas;
- HICTOPUYECKOTO UCTOYHUKA;
- THQOpMAITMOHHAS;

- yuera.

YKa3aHus 1o BHINOJHEHHUIO 3aJaHUH.

1. ByunTh 3aKOHOAATENbHBIE aKTHl W BBINHCATh BCTPEYAIOMIMECS B HUX CHHOHHMBI TOHATHUS
«IOKyMEHT». BBIABHTH 3HaUCHHE MOHATHHA «IETO», «OyMaray, «akT», «JIelloBas Oymaray», «CiIy>XKeOHBIN
JIOKYMEHT», aTh WX OMpEIeNIeHHe, €CIM OHO IMPHBENEHO B MCTOYHMKax. [IpoaHamm3mpoBarh, B KaKMX

CIIydasix ynoTpeOnseTcst Kax10€e NOHATHE.

2. Tlo BeIMHMCcKaM W3 cioBapel W CHEIUATbHOW JUTEpaTyphl ONpEeNeInTh, KaKHe AacleKThl -
WHGOPMAITUOHHBIH, TTPABOBOM, YIIPABICHUSCKUH, HICTOPUICCKHUI - JICTJIM B OCHOBY OIPEICIICHUS TOHATUS

COOKYMCHT».

3-4. U3 rocynapctBernbix crangaptos: [[OCT 16487-70 «/lenompon3BoACTBO U apXUBHOE JIEIO.
Tepmunsr u onpenenenus»; ['OCT 16487-83 u 'OCT P 51141-98 «/lenonpon3BoacTBO U apXHBHOE
nemno. Tepmunsl u onpegenerus»; ['OCT P 7.0.8-2013 «/lenonpou3BoACcTBO U apXUBHOE J1e10. TepMUHBI
u omnpeneneaus»; [OCT P NCO 15489-1-2007 VYmpasnenue aoxkymeHTamu. OOmue TpeOoBaHUS;
®denepanbHoro 3akoHa «O0 uHpopMmaruu, HHOOPMAIMOHHBIX TEXHOJIOTUAX U O 3allUTe WH(POPMAIHID)
or 27 wutons 2006 Nel49-®d3 BeimucaTh OmMpeneieHus] TEPMUHOB «HHPOPMALUSI» U «IOKYMEHT» W
YCTaHOBUTH, KaKHE acHeKThl (HOCHTENH MH(OpMAINH, criocoObl ee (PMKCUPOBAHUS, IOpUANYECKas CHIla

JIOKYMEHTa | Jp.) ¥ (YHKIUH JOKYMEHTA 3aJI00KCHBI B 3THX ONPEICICHUSIX.

5. OHpeI[eJ'II/ITB (I)YHKLII/II/I JAOKYMCHTA, T.C. €T0 LCJICBOC HA3HAUCHUC. BrisBuTH MNOIMHHYIO LICJIb
CO3AaHrd ANOKYMCHTA W 3alcyaTJICHUA 3aKJIFOYCHHOM B HEM I/IH(I)OpMaI_II/II/I, IpOoaHaJIN3upPOBaThL POJIb
JOKYMCHTa B ,I[aHHOﬁ CUTyalluu ,Z[OKyMGHTOO6pa30BaHI/I$I. Tak kak JAOKYMCHT HOJII/I(I)YHKL[I/IOHaﬂeH,
nepBoﬁ YKa3bIBaCTCs (I)YHKLII/IH, 3alaHHasA JOKYMCHTY aBTOPOM. OZ[HOBpeMeHHO OTMCTUTBb, KaKH€ M3

Ha3BaHHBIX (PYHKIUH JOKyMEHTa HOCAT OOLIHMA, a KaKUe - YACTHBIM XapakTep.

6. [IpuBecTu mpUMephl JOKYMEHTOB, 00J1aJal0IMX Ha3BaHHBIMU (DYHKIMSIMHU, YKa3aTh Ha3BaHHE
BWJIa, 3arojIOBOK M JaTy JokyMmeHrta. Jlns QyHKIMA ydeTa W NMPaBOBOW MOXKHO TPUBECTH MPHUMEPHI
COBPEMEHHBIX JIOKYMEHTOB, JUIsl IIOCTOSHHO JIEHCTBYIOMMX (QYHKIMHA (MHPOPMAIIMOHHOM, COIMATBHOM,
KyJIbTYPHOH, HCTOPUYECKOTO MCTOYHHKA) MPHUBECTH MPUMEPHI JOKYMEHTOB PAa3IMYHBIX HCTOPUYECKUX

JIIOX.

KoHTpoJbHbIE BONIPOCHI:

1. Kak pasBuBanuch NoHATHS «HHPOPMALUD) U «TOKYMEHT»?
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2. Kakue acmekThl 4ejIoBEUECKOW AEATENIbHOCTH OTpPaKEHBbI B ONpEACTICHUSAX TEPMHUHA
«JTOKyMEHT» ?

3. [epeuncnute HyHKIMU TOKYMEHTA.

Pa3znaTtounslii MaTepuaj K 3aHATUAM:

1. T'enepanbHsbiii pernmameHt 1720 r.

2. OO6uee ryoepHckoe yupexaenue 1775r.

3. Oo6mee yupexneHre MUHACTEpCTB 1811T.

4. COOpHHK 3aKOHOJATENILHBIX aKTOB M0 Jesonpou3BoacTBy (1917-1970):

5. Bommcku ¢ onpeneseHMSMH TOHATUS «IOOKYMEHT», «HH(OpMamus» u3 cloBapei,
SHUUKIIONEANN U CIIENUaIbHON JTUTEPATYPBHI.

6. TOCT 16487-70, T'OCT 164867-83, T'OCT P 51141-98, T'OCT P 7.0.8-2013
Jlenonpou3BoICTBO U apXUBHOE 1eJ10. TepMUHBI M OTpeIeICHHS;

7. TOCT 6.10.1.88 YaudumupoBaHHbIE CUCTEMBI TOKyMeHTAIH. OCHOBHBIE TTOJIOKECHHS;

9. Meroaunueckue peKOMEHIalluu 10 pa3pabOoTKe MHCTPYKIUM 10 JEJI0NPOU3BOJICTBY B
rOCYIAapCTBEHHBIX OpraHax, OpraHax MECTHOrO camoyImpaBieHus, yTtB. [Ipukasom PocapxuBa ot

24.12.2020 Ne 199 /I [Dnextponusiii pecypc]. — M., 2021. — Pexum pocryma: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.

I'OCT P HCO 15489-1-2019 HanumonanesHbii cranmapt Poccuiickoit ®deneparumu.
Cucrema ctanaapToB 1o uHGOpMaIK, OMOINOTEUHOMY U M3AaTelIbckoMy nery. Madopman3us
U JOKyMeHTanus. Yupaienue gokymeHtamu. Yacte 1. Tlowstus w  npuHimnsl. //
[DneKkTpoHHBIH pecypcl]. - M., 2021. Pexxum JIocTyma: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

10.®enepanbubiii 3akoH «OO0 wuHpoOpMaunu, MHOOPMALMOHHBIX TEXHOJOTHSIX W O 3allIuTe

uHpopmarum» ot 27 uronst 2006 Ne149-03

Tema 2. Cniocoob! AOKYMCHTUPOBAHUA U MATCPUAJTBHBIC HOCHUTEC/IH ](lH(l)OpMaIII/II(l — 8 yacoB

Lenb 3aHsTHA — M3yYCHHE PA3IMYHBIX CITIOCOOOB 3arevaTicHus HHGOPMAITUH.

B pe3ynbTaTe BRINOTHEHUS 3aJaHUI CTYJEHT TO0JDKEH:

— 3Hamb QYHKIMHA JOKYMEHTa, CIIOCOOBI 3aredaTiieHHus WHQOpPMAIMH, STanbl pPa3BUTHS
TEKCTOBOI'O JJOKYMEHTUPOBAHUS;

3ananus 1Isl CAMOCTOATEILHOI padoThI.

- I/I3y‘II/ITI) oTalbl TEKCTOBOTO TOKYMCHTHUPOBAHUSA, O3HAKOMHTLCA C 06pa3uaMH IMUKTOTpaMM H

JIOTOrpaMM, JaTh UX KPaTKylO XapaKTEPUCTUKY.


http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
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- O3HaKOMHTECS C o6pa3uaMH TEXHUYCCKUX NOKYMCHTOB U 3allUCATh UX COACPKAHNUC TCKCTOBBIM

CII0CO00OM.

YKka3zaHus 0 BBINOJHEHUIO 3aJaHMI.
1. 3yuuTh MUKTOrpaMMBbI M JIOTOTPaMMBI, TPEJCTABICHHbBIC B KOJUIeKIMU. JaTh omucanue 1-2
nukTorpamMM. lIpoBecTn aHanmm3 3HAKOB JIOTOTPAaMM, YYHTHIBAas MPH 3TOM, YTO 3HAKYy COOTBETCTBYET

CJIOBO. 3apucoBaTh 2-3 00pa3iia U ONpeICUTh MPSUMYIIECTBA H HEIOCTATKH JIOTOTPaMM.
2. N3yunts 1-2 yepTexa U TEKCTOBBIM CIIOCOOOM 3amKcaTh UX COACpIKaHHE.

KoHTposibHBbIE BONIPOCHI :
1. KakoBblI 3Tamnsl pa3BUTUS TEKCTOBOTO JOKYMEHTUPOBAHUS ?
2. KakoBbI crtoco0bl 3arieyatiaenns nHpopMaruu ?

3. Kakwue crmocoObl TOKyMEHTHPOBaHUS MOSBWIIHCE B 19 Beke?

Pa3parouHblii MaTepuas K 3aHATHAM:

Konnexkuus nukrorpamm, gororpamm 1 1oKyMmeHToB XI-XX BB.
Ha6op nnakatos.

Crnaiapl IO HCTOPHUHU PA3BUTHA CLIOCOOOB JOKYMEHTHPOBAHHUS.

Tema 3. @opmyasip J0KyMeHTa U ero cocraBHble YacTu. Ucropusi pazButusa ¢opmyaspa
noxkymeHnta — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 32 yaca

®opmyasip fokymenTta XVI - XVII BB. —

Lenb 3aHsATHS — BBISBICHUE 3aKOHOMEPHOCTEH CKIIa/IBIBAHUS M Pa3BUTUS (GOPMYIISIpa TEKCTOBOTO
ciyxxebnoro nokymenta XVI-XVII Bs.

B pe3ynbTaTe BBIIOIHEHUA 3alaHUN CTYAEHT JOJIKEH:

—  umemd npedcmaeneHue O CKIAIbIBAHUN U PA3BUTUH (OPMYJISIpa TEKCTOBOTO JOKYMEHTA B
MIPUKA3HOM JIEIIOTIPOU3BOJICTBE;

— 3nams Bunsl nokymeHtoB XVI-XVII BB., cocraB ¢opmynsapa; Ha3BaHUS PEKBU3UTOB U
HOPSIIOK UX OOPMIICHUS;

—  yMeTh ONHCKHIBaTh KOHKpeTHBIe TOKyMeHThl XV I-XVII BB., cocTaBisist ux popMyJsIpbI.

3ananus 11 CAaMOCTOATEILHOI padoThI.

1. U3yuuTh BUIBI U PA3HOBUAHOCTU JOKYMEHTOB :
1.1 1o kpaTKOMY CJIOBapIO BUIIOB M Pa3HOBHIHOCTEH JTOKYMEHTOB BHITCATH BUABI JOKYMEHTOB;
1.2 Tlo KOJIIEKIINY BBISIBUTH BUJIBI JOKYMEHTOB, OOBSICHIB METOJT OTIPEACTICHIS KOK0TO BUA.

2. BBIIBUTE U OIUCATH OCOOCHHOCTH 0003HAUCHUS AaBTOpa NJOKYMCHTA, YKa3asB :
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- CITy>KEOHBIHM WM JIMYHBIA JOKYMEHT;

- KOJJICKTHBHBIN WY WHAUBUAYAILHBINA aBTOP;

- (opmy 0003HaUEHHS aBTOPCTBA, MECTO €T0 PACTIONOKEHHUS B GOPMYIISIpe JOKYMEHTA,
- 0COOGHHOCTH OTIpeIeNICHHS aBTOPA.

3. [IpoaHaM3upoOBaTh COCTAB M CIIOCOOBI 0003HAYCHHS PEKBU3NUTA «aapecaTy :

- BBIITUCATh MTPUMEPHI AIPECOBAHUS JIOKYMCHTOB;

- M3Y4UTh COCTaB, CIIOCOO HAIIMCAHUS aJpecaToB JOKYMEHTOB, IIOCBUIAEMBIX M3 HHUKECTOAIIETO
YUpEKACHUSI B BBIIIECCTOSAIIEE, JOKYMEHTOB, KOTOPBIMH OOMEHUBAINCH PABHOCTOSINE YUPEXKICHUS, U

JOKYMEHTOB, HalIPABIISIEMBIX U3 BBIILICCTOSAIINX YIPESIKICHHN B HIDKECTOSIIUE.
4. N3y4uTthb criocOOBI TaTUPOBKH JIOKYMCHTA :
a) OMpPEACIUTb AaTbl U3YyYaCMbIX JOKYMCHTOB;
0) yCTaHOBUTH MPU3HAKHU NATUPYIOMIETO XapaKTepa;

B) NEPEBECTU YCTAHOBJICHHBIC OAThl C 3pPbl «OT COTBOPCHHUA MHpPaA» Ha 2Py «OT POXIACCTBaA

XpucToBay, ¢ IOTUAHCKOTO KaJeHAaps Ha TPUTOPUAHCKUM.

5. I/ISY‘II/ITL COCTaB YAOCTOBECPCHUA HOKYMCHTaA : OHNPCACINTL HAJIWN4YUC, COCTaB, MECTO

PaCIIOJIOKEHUS OAIIUCH U CKPETIBL.
6. Onmcarp XapakTep OTMETOK Ha JokyMeHTax. OnpeaenuTh X Ha3HaYCHHUE.

7. OnpeaenuTth TPaJUIMOHHO-CIIOKUBIIYIOCS CTPYKTYPY TEKCTa M OCOOCHHOCTH H3IIOKCHHS

COACPIKAHUA OTACIIbHBIX BUIOB JOKYMCHTOB (LIQJ'IO6I/ITHa$I, rpamoTa, OTHI/ICKa).

Yka3aHus 1o BbLINOJHEHHIO 3aJaHHUH:

3anmanus Ne 1-6 MOXKHO BBITIOITHSATH C IIOMOIIBIO TaOIHIIBI CIENYIONIeH (POPMBI:

Bun ABTOp Anpecat Hara Cocras OTrmeTka  Ha

JOKYMCHTAa YAOCTOBEPCHUA JOKYMCHTE

1. BrimmcaTe Ha3BaHUS BUAOB OOKYMCHTOB, O6paTI/IB BHUMAHHUEC Ha KOJIHYECTBO BHIOB H

pasaoBunHocteit B XVI-XVII BB.
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BI/II[I)I JOKYMCHTOB CJICAYCT BBIIIUCHIBATL IO CJICAYHOINIUM TIpyHIaM: paclnopAaUuTCIILHBIC
JOKYMCHTBI (HaanMep, YKa3bl, I'paMOTbl, HaKa3HbIC, HaMﬂTI/I), MEepeTnurcKa (HaMHTI/I, OTIIMCKH,

4eI0OUTHBIC U T.I1.).

Buner 1OKyMEHTOB M3Y4YHTh TaKKe MO KOJUICKIIMHM KOMHW TOKYMEHTOB. Tak Kak OOJBIIMHCTBO
JIOKyMEHTOB HEe MMEET BBIIEIEHHOTO O0O03HAYEeHWs BHJA WM PAa3HOBUAHOCTH, TO HA/JO WX OIPENEIHUTh
CaMOCTOSITEITEHO M OTHCATh METOABI ONpeAcIICHNs (aHAJIN3 TEKCTa, CIeIudUKa H3II0KCHHUS CONePIKaHs

WJIH CIIOKHBINASICS UEPAPXUS TOKYMEHTOB).

2. Tlo xomnexmuu XVI - XVI BB. BHUMaTENbHO NMPOYUTATH COAEPIKAHUE KAXKIOr0 TOKYMEHTa U
yKa3aTh aBTOpa - CO3/AareNs JOKyMeHTa (yYpekJCHHE) W TOJAPOOHO OOBSICHHTH, KaKHMM OO0pa3oM

YCTaHOBJIEH JAHHBIN aBTOP.

3. BHUMAaTENpHO MPOYHUTATH JOKYMEHTHI MPEIOKEHHOW KOJUIEKIIUH W CTOJIONA W OMpPEIeTHTh

MECTO PacIIONIOKEHHUS aJipecaTa, ero cocTas U GopMy, BEIITUCATH HECKOJIBKO IPHUMEPOB.

s aHanmu3a JOKYMEHTOB, KOTOPHIMH OOMEHHUBAIIUCH YUPEKACHUS, CIEIYET B3SITh TAaKUE BHJIBI
KaK yKa3, rpamora, 4yeloOuTHas, oTmucka. [IpocieanTs W BHIMKCATh NMpUMEpPbl OPOPMIICHUS B HHX

ajipecaTa 1 MO0 COJIepKaHUIO OINPEIeIUTh KOHKPETHBIE YUPEKICHHsI, KOTOPBIM aIpeCOBaHbI JOKYMEHTHI.

4. YCcTaHOBUTH JaTy CO3AaHMs JOKYMEHTa - TOUHYIO, IPUOIMKEHHYIO, BEPOSITHYIO C ITOIPOOHBIM
00BsICHEHHEM JTaTHPYIOILEro MpHU3HAKa (CoaepKaHUue HOKYMEHTa, BpeMsl ACHCTBUS UCTOPUUYECKHUX JIUI U
T.1.). YCTaHOBJIIEHHYIO II0 3p€ «OT COTBOpeHMsA Mupa» (Hampumep, 7168, korma mnepmas wmudpa
omyckaiach - 168) marty mepeBecTH Ha 3py «OT poxkaecTBa XpuctoBay. Jns atoro ot mudper 7168
Bbraecth mudpy 5508 mimm 5507 (st coObrtuii MapToBckoro ctuiisl) U 5508 wmm 5509 (s coOwThit
ceHTs0peckoro ctwist). K gHio mecsaua cnenyer npubaButh IMQpPY AecsThb, YTOOBI MONYUYUTH AATy IO

HOBOMY CTHUIIIO.

5. CocraB ynocTOBEpEeHHUs IOKYMEHTa HadyaTh M3y4aTh CO CTOJIOIA, MO0 KOTOPOMY OIPENeIUTh
MECTO TOAMHUCH (IIPUIHUCK») U XapakTep ee Hamucanus. [0 KOJMIEKIUU BBISICHUTH COCTAB CITYKHIIBIX

nfoz[eﬁ, MNOAMUCBHIBAOIINHNX U CKPCIUIAOIINX TOKYMCHTHI.

6. Boimucarb Bce OTMETKH Ha AOKYMCHTAax, OTMECTHB MCCTO HMX HAIIMCaHUs, UX HA3HAUCHUC U

HCIIOJIB30BAHUE JId YTOYHCHUA XaPAKTCPUCTHUKU JOKYMCHTA.

7. Ilpoananu3upoBaTh HECKOJIBKO BUJIOB JOKYMEHTOB, YCTAHOBUTh, UMEETCS JIM XapaKTepHas JJis
KaXJIOTO BHJIa CTPYKTypa TEKCTa, KAKUMHU YCTOWYMBBIMU CIOBOCOYETAHMSIMHU OTJIMYAETCS OJMH BUJ OT

JIPyroro.
Jlyis aHaM3a MOKHO B3SITh TAKHE BUJIBI JOKYMEHTOB KaK yKa3, IaMsTh, Y4eI00OUTHAS, OTITUCKA.

Marepuanbl aHaJIn3a JIydllle MPeICTABUTh B TAOIMYHON Qopme :
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Bup noxymenta BBenenue OcHOBHas 4acTh BakjroueHue

KoHTpo/ibHbIE BONIPOCHI:

1. YeMm ompenensiiiack CTPYKTypa TEKCTa M HAMMEHOBaHWE BUIa JOKyMEHTa ?
2. KakoBbl 0COOEHHOCTH BHEITHETO O0(OPMIICHUS JOKYMEHTA ?
3. Kaknie mpu3HaKy MOMOTaroT OMPEIeNIUTh aBTOPCTBO TOKYMEHTA ?

4. Kak ompenenuth Bpemsi cocCTaBlieHUs JOKyMeHTa ? (OcOOCHHOCTH O0003HAYCHHUsS JaThl

nokymenTta XVI - XVII Bs. ?
5. Kak ynocToBepsuiuch JOKYMEHTHI ?

Pa3parouHblii MaTepuasa K 3aHATHAM:

1. Cron6enr XVII B.
2. Komnexnun xonwmii nokymeHToB XVI-XVII BB.
3. Kpatkwuii cnoBaps BUIOB ¥ pa3HOBUIHOCTEN JOKYMEHTOB.

®opmyasip fokymenTa XVIII B. —

Lenb 3aHATHS — W3ydYeHHE Pa3BUTHA M OCOOCHHOCTEH (QOPMYIISPOB CITYy>KEOHBIX JTOKYMEHTOB
XVIII B.

B pe3ynbTaTe BBINIOIHEHUA 3a1aHUN CTYAEHT AOJIAKEH:

—  umemp npedcmasieHue O 3aKOHOJATEIILHOM PEryJIMpPOBaHUU Hpolecca JOKyMEHTUPOBAaHHS
u passutHu popmysipa fokymenta XVIII B;

— 3Hamb 3aKOHOJATENbHBIC aKThl, PETJIAMEHTHUPYIOIIUE ITOCTAaHOBKY JEJONPOM3BOJCTBA B
XVIII B, BUIBI TOKYMEHTOB, cOCcTaB GopMyJisipa JOKYMEHTA, IpaBuia 0()OPMIICHUS PEKBU3UTOB;

—  yMeTh OnHChIBaTh KOHKpeTHBIE TOKyMeHTHl XV B., coctaBmnsist nx ¢popmMysipsl.

3agaHus VIS CAMOCTOATEIbHOI padoThI:

1. I/IBY‘II/ITB BUJIbI 1 PAa3HOBUAHOCTU JOKYMCHTOB:
- BBIITUCATh BUbI JOKYMEHTOB, YCTAHOBJICHHBIC FeHepaHBHI)IM PEriIaMEHTOM

- u3 «Kparkoro ciioBaps BUJOB U Pa3HOBUJIHOCTEN JOKYMEHTOB» BBINUCATh BUJbI JOKYMEHTOB

XVIII B.

- U3 A€ MCCTHBIX yqpemueHHﬁ BBIIIUCATh BCC BUABI JOKYMCHTOB W OTMCTUTbL H3MCHCHUS B

TCXHUKEC JOKYMCHTUPOBAHUS.
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2. Ha NpuMEpPe NOKYMCHTOB MECTHBIX yqpexq[eHHﬁ MMpOaHaJIM3UPOBATH CIOKUBHIMECA IMpaBUJIa

HAIMCAaHUS aBTOPA, BBISBUB!
a) 0ocoOeHHOCTH 0(OPMIICHHS aBTOPa CIYEOHBIX M IMYHBIX JOKYMEHTOB
0) 3aBUCHUMOCTH 0003HAUEHHS PEKBH3HUTA «aBTOP» OT 0003HAYCHUS aJpecaTa JOKyMEHTA.
3. [Ipoananu3upoBath 0003HAUCHUS PEKBU3UTA «a[PECaT:

a) BBIITUCATH U3 FeHepam,Horo periaMEeHTa OImucCaHnue CUCTEMbI ITMCBbMEHHBIX CHOIIICHUI 3BCHHEB

amnmapara yrnpaBJIeHHUs

0) Mo TOKYMEHTaM MECTHBIX YUPEKACHUI OMUCaTh MOPSIIOK 0GOPMIICHHSI pEKBU3UTA «aapecaTy,
OTMETHTH OTIMYUTEIbHBIE OCOOCHHOCTH TOPS/IKA aIpeCOBaHUs JOKYMEHTOB 10 cpaBHeHuto ¢ XVI-XVII

BB.

4. OnrcaTh NOPSIOK JaTHPOBAaHUS JOKYMEHTOB. JlaTh IpUMEPHI BCEX BUAOB JaT C MEPEBOIOM X

Ha IPUTOPUAHCKHUN KaJIEHIAPb.
5. 3yuuTh COCTaB yOCTOBEPEHUS JOKYMEHTOB:
- BBINKCATh U3 | eHepabHOTO periaMeHTa NpaBuiia yA0CTOBEPEHHS JOKYMEHTOB
- OIKCATh COCTAB MOAMMICH 0 TOKYMEHTaM MECTHBIX YUPEKICHHUH.
6. Onmcatb BUJBI OTMETOK Ha JOKYMEHTAX.
7. 3yunTh NPUHLIMIBI OPraHU3aLUHN TEKCTa HECKOIBKHUX BUIOB TIOKYMEHTOB.
8. CocTaBuTh GOPMYIISIPHI IBYX IOKYMEHTOB.

YkazaHnus no BbINOJTHEHHUIO 3aJaHUH
1. BeisiBUTH BUABI JOKYMEHTOB, yCTaHABIMBAaEeMbIe | eHepanbHBIM PErIaMEHTOM, AOMOIHUTH MX
Bugamu gokymeHToB XVIII B., mpuBenénHbiMu B «KpaTkom crioBape BHIOB W Pa3HOBHIHOCTEH

JAOKYMCHTOB» U BBIITUCATH UX OIIPECACICHUSA U3 CHOBapSI.

HSy‘II/ITI) JOKYMCHTBI JI€JI MECTHBIX YQPGX(HCHHﬁ, BBIIIMCBIBAsE HAMMCHOBAHHU BUJI0B U 06pa1ua51

BHHMAaHWE Ha TEXHUKY JTOKYMEHTHPOBAHWSI, BOJSHBIC 3HAKH, TepOOBYIO OyMary.

2. 3amanus Ne 2-6 MOKHO BBITIONHSTH C TOMOIIIBIO TAOIUIIBI CIIEAYOMIEH (GOPMBI:

Bun ABtop:  |Agpecatr: |Hara: |Tekcr: Cocras Ormerka  Ha

JIOKyMEHTA! (xp. comep.) YIOCTOBEPECHUS JIOKYMEHTE
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OObpatute BHUMaHHE Ha MECTO PACIOJIOXKEHHS PEKBU3WUTA «aBTOP»H OIHKCATh MpPaBHIa €ro

o opMIIEHHUS B 3aBUCUMOCTH OT PEKBH3UTA «aJlpecary.

3. M3yuutrs mno ['eHepanbHOMY periamMeHTy M JOKYMEHTaM MECTHBIX YYpEeXKJIEHHM mpaBuia

O(bOpMJ'IeHI/I}l PCKBU3UTA «aapecaT». Brmucats ImpaBuJjia U MpUMEPLI aJpeCOBAHU.

4. TlpoaHamm3upoBaTh BCE HMMEIOIIWECS AAaThl B JOKYMEHTE W OMNPENENNTh WX Ha3HAYeHHE,

BBIITUCATH ITPUMEPBI U OIIMCATHh MECTO PACIIOJIOKCHUA Ka)XKJIOH JIaThI.

5. HSy‘lI/ITI) npaBujia YAOCTOBEPCHHUA HOOKYMCHTOB IIO FCHCpaJ'II)HOMy PEriIaMCHTY. 3arem

MPOaHaIM3UPOBATH OPOPMIICHHE TTOAIUCH B IOKYMEHTAaX, BU/IbI [TEYATEH.
6. Brinucath Bce OTMETKU Ha TOKYMEHTaX, YKa3aB, Kakue U3 HuX nosBuincsk B X VIII B.

7. Ilo I'enepanpHOMY pErIAMEHTY Ha MPUMEPE MPABHII COCTABICHUS IPOTOKOJIA ONPEICIHUTH
TpeboBaHus, TpeabsBiaseMble K TekcTy (rn. VI, XXX). BHUMaTenbHO 4YWTass TEKCThl HECKOJIBKHX
JIOKYMEHTOB, OIUCAaTh HX CTPYKTYpy, IpPOCIEXHBas ee H3MEHEHHE B DPA3JIMYHBIX BHUAAX; MPHUBECTU

TpUMeEpHI BUAOB TpadapeTHBIX JOKYMEHTOB, OTMeUasi KAKHM IyTeM MPOBOAMIIACh TpadapeTH3anusl.
8. OmnucaTth JOKYMEHTSHI 10 CIEAYIOLIEH CXeMe:
- BT (PA3HOBUIHOCTD)
- aBTOp
- agpecar
- TEKCT
- 1aTa
- COCTaB YAOCTOBEPEHHS
- IOATTUHHOCTH (KOMUITHOCTD )

KoHTpoJbHbIE BONIPOCHI

1. HazoBute ocobennoctu ¢popmsl fokymenta XVIII B. ?

2. Kakme TtpeOOBaHUS TPEIBABIIOTCS K OQOPMIICHHIO TPOTOKoida 1o ['eHepambHOMY

peryiaMenTy?
3. B yem nposiBunach TEHACHIUS K YHU(DHUKAIIUN JOKYMEHTOB ?

4. OnumuTe CUCTCMY IMMUCbMCHHBIX CHOIIICHUI 3BCHHEB arrmapara ynpaBJICHUS 10 FeHepaJ'IBHOMy

pernameHry ?
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Pa3maTouyHblii MaTepuaa K 3aHATHAM

1. 'enepanphblii pernamenT 1720.
2. lokyMeHTHI (Z1ea) MeCTHBIX yupexaeHnii 18s.
3. Kpatkuii cioBapb BUIOB U pa3HOBUIHOCTEH JOKYMEHTOB.

®opmyasp fokymenra XIX Beka —

Lenp 3aHATHS — H3yYeHHE Pa3BUTHsI U 0COOCHHOCTEH POPMYIISIPOB CIYKEOHBIX JOKyMEHTOB XIX

B pe3ynbraTe BBIIOIHEHNUS 3a1aHUH CTYICHT TOJDKEH:

— umemdy  npedcmasienue O  PETIAMEHTALMM  IpOIecca  JIOKYMEHTHPOBAaHUS B
3aKOHOJATeNbHBIX akTax XIX B., pasButuu Qopmyispa TOKyMEHTa, TEHACHIUSIX TpadapeTnsamun
JIOKyMEHTOB;

— 3Hamb BUIBI JOKyMeHTOB XIX - B., ocoOeHHOCTH uX O(opMIIeHHUs, cocTaB GopMyIsipa,
HosiBIICHHE OJNAHKOB M WX BHJBI, MOSBICHHE OTMETOK Ha JOKYMEHTAX, OTPAKAIOIINX HX IBIKCHHE B
YUPEXKICHUH U PadOTy C HUMHU.

—  yMeThb aHAIN3UPOBATh KOHKPETHBIE JOKYMEeHTHI XIX B.; COCTaBIAA MX (HOPMYIISAPHL

3afanus 1Sl CaMOCTOSITeJIbHOM PaboThI

1. 3y4uTh BUABI U pa3HOBUIHOCTHU JTOKYMEHTOB.

2. BoIsIBUTE 0COOCHHOCTH OOPMIICHHSI PEKBU3UTA «aBTOPY, OMUCATH COCTAB OJIAaHKA U €T'0 BUJIBL.
3. ByuuTh TEKCT JOKYMEHTA.

4. Onmcath MOPSAOK aIpeCOBaHUS TOKYMEHTA.

5. Bemmucarb JaTbl COCTAaBJICHUA, 06pa60TKI/I, noanmucanrud W 1p., YKa3aTb MECTO HX

PacIonoXeHusl.
6. [IpoaHanu3upoBaTh XapakTep yI0CTOBEPEHUS TOKYMEHTA.
7. OnucaTth BUALI OTMETOK.
8. CocTaBuTh GOPMYJISPBI 2-X JOKYMEHTOB.

Yka3zaHus 1o BbINOJHEHUIO 3aJaHUI
1. Haunnate paboTy cieIyeT ¢ paCCMOTPEHHUS JIe)T YUPSKICHHUS. BhISBUTH U BBINKCATh Ha3BaHUS

BUJIOB JIOKYMEHTOB:
- U3[1aBAEMBbIE BBILIECTOSIIMMU OpPraHaAMU;
- IOChIJIAa€MbI€ PABHBIM YUPEXKICHUSIM;

- IPEACTABIIACMBIC B BBILICCTOAIUC YUPCIKACHUS,
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- O(bOpMJ'I)HOHII/Ie BHYTPCHHIOIO ACATCIILHOCTD.

N3 «Kpatrkoro crioBapst BHIOB H Pa3HOBHIHOCTEH JOKYMEHTOB» BBIITUCATh OMpPEIeIICHUS

BBISIBJIEHHBIX BUJIOB JOKYMEHTOB XIX B.

2. Onwmcatb MOpsAA0K O(I)OpMJ'ICHI/ISI PCKBU3UTA «aBTOP» B PAa3JIMUYHLBIX BHUAAX JOKYMCHTOB,
BBIMTHCATh HECKOJIEKO TUITOB 0JIaHKOBBIX HaI[l'[PICGfI " OpCACIMThL UX COCTAaB. IIo KOMILJICKCY JOKYMCHTOB
mpocCJICAUTb, KaKHW€ BHUJbl AOKYMCHTOB IIMIOYTCA Ha 6J'IaHKaX, Kakue 0e3 0003HaueHHS OJAHKOBBIX

HaJIIMuCEen.

3. IlpoaHanu3upoBaTh HECKOJIBKO BHIOB IOKYMEHTOB, YKa3aB CTPYKTYpYy TEKCTa, BbIIHCAB
OpUMepbl  NPUMEHEHUS  «KaHLUEeJApu3MoB». OTMETHTb, HACKOIBKO  YCHJIMIACh  TEHIACHLUS

TpadapeTu3anuy (BbIHCATh IPUMEPHI TpapapeTHBIX U THIIOBBIX TEKCTOB).

4. lpu omMcaHWM TOPSIKa AAPECOBAHMS YCTAHOBUTH 3aBUCHUMOCTH O(GOPMIICHHS PEKBH3HMTA
«azapecar» OT Hepapxuu yupexaeHui. IIpuBecTu nmpuMepbl aipecOoBaHUs B BBIILECTOSIINAE, PaBHBIE U

HUKECTOSIILIEE YUPEKACHUSL.

5. Beinucatb npuMepsl JaTUPOBKHU U NEPEBECTH JaThl Ha HOBBIHM cTwib. B XIX B. pazHuLia Mexay

cTWwiIsIMU paBHsutach 12, B XX B. — 13 nHAM.

6. Bwimmmcare mpuMepsl MOAMHUCAHUS JOKYMEHTa B MHCTAHIMSIX Pa3HON MOMYUHEHHOCTH H

OITMCaTh COCTAaB IIOAIIMCH.
7. BeimmmcaTh OTMETKH Ha JOKYMCHTaxX M yKa3aTb WX Ha3HAYCHUC, MECCTO MPOCTABJICHUS.
8. (DOpMyJ'ISIpBI JAOKYMCHTOB COCTAaBHUTH IO CXEMC, Hpe,[[J'[O)KeHHOﬁ B TPETHEM 3aHATHH.

KOHTpOJ’ILHI)Ie BOITPOCHI:

1. B guem nposiBuiack TeHAeHIHA K yHUPUKAIMK GOPMBI U TEKCTa JIOKYMEHTa ?
2. Yro takoe TpadapeTHBIA U TUITOBON TEKCTHI ?
3. Ha3oBuTe cocraB OyiaHKa JJOKyMeHTa ?

4. Yem ompeaernsics XapakTep aapecoBaHus JOKyMeHTa ?

PaznaTouHblii MaTepuaa K 3aHATHAM

1. dena yupexnenuit 19 B.

2. Kpatkuii cmoBapb BUIOB ¥ pa3HOBUAHOCTEH JTOKYMEHTOB.

Tabauma
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Amnanu3 odopmiieHHs pekBU3UTOB JOKyMeHTOB B XVI- XIX BB.

HaumenoBanue AJOKYMCHTOB

OcoberrocTr 0pOPMIICHHUS PEKBHU3HUTA

B XVI-XVII BB. B XVIII

B XIX

Bun noxymenra

ABTOp

Anpecar

TekcrT:

BBEJICHHE

OCHOBHAs 9aCTh
3aKTFOYCHUE

5. arte

COCTaBJICHHS

MOy YeHUS
perucTpanuu

CocTtaB ygocToBepeHus
7. OTMETKH Ha JOKYMEHTE

el A

o

®opmy.isip nokymenTa XX Beka. —

Lenb 3aHATHS — U3yYeHHE Pa3BUTUS U 0cOOEHHOCTEH (OPMYIISIPOB CIIY)KEOHBIX JOKYMEHTOB XX

B pe3ynbTaTe BBINIOIHEHUA 3aJaHUN CTYAEHT JOJIKEH:

—  umemo npeocma(meuue

periaMeHTalun mpounecca JOKYMCHTUPOBAaHUA B

3aKOHOAATENIbHBIX aKkTax XX B., pa3BUTHU (opMmymspa JOKYMEHTa, TEHACHIMAX TpadapeTH3anuu

JAOKYMCHTOB;

— 3Hamb BUIBl JOKYMEHTOB XX - B., 0COOGHHOCTHM HMX O¢opMIIeHHs, cocTaB (opmyJsipa,

MOSBIICHUE OJIAHKOB M UX BUbI, MOSABJICHUEC OTMETOK HAa AOKYMCHTAX, OTPAXAKOIIHUX HX ABUKCHUC B

YUpEkKAECHUH U paboTy ¢ HUMHU.

—  YMeThb aHAJM3UPOBATH KOHKPETHBIE JOKYMEHTbI XX B.; COCTABIISAS X (POPMYJISPHL

3agaHus I CAMOCTOATEIbHON padoThI

1. I/ISY‘II/ITL BUJIbI 1 PAa3HOBUJHOCTU JOKYMCHTOB.

2. BoIsiBUTE 0COOCHHOCTH O(OPMIICHHSI PEKBU3UTA «aBTOPY», OIUCATh COCTAB OJIaHKA U €r0 BUJIBI.

3. ByuuTh TEKCT JOKYMEHTA.

4. Onmcath MOPSAOK aIpeCOBaHMS TOKYMEHTA.

5. Bpimmcarh J&aTel COCTaBleHHs, OOpaOOTKH, TMOJIMCAHUS M Jp., yKa3aTb MeECTO UX

PACIOJIOKCHUSI.

6. HpoaHaHI/I3I/IpOBaTI> XapaKTep yAOCTOBCPCHUA NOKYMCHTA.
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7. Onucarb BUIBI OTMETOK.
8. CoctaBuTh (HOPMYISAPHI 2-X JOKYMEHTOB.

Pa3znarounblii MaTepuas K 3aHATUIM

1. dena yupexnaenuit 20 B.
2. Kpatkuii cnoBapb BUAOB M Pa3HOBHIHOCTEH JOKYMEHTOB.

3. COOpHUK 3aKOHOJATENHHBIX aKTOB IO Jenonpou3BoiacTBy (1917-1970rr.) — Yueb. nmocobue

mox pex. A.3. Jlmpmmma. — M. MITUAU, 1973. — 157 C.

Tema 4. @opMyasip COBPEMEHHOI'0 YNPABJIEHYECKOr0 JOKYMeHTa: NpaBua odopmieHHus
PeKBU3UTOB— 12 yacoB

Lenp 3aHATHS — W3yYeHHE COBPEMEHHBIX TpeOOBaHUII TOCYIJapCTBEHHBIX CTaHAAPTOB U
HOPMAaTUBHO-METOJUUECKUX aKTOB K O()OPMIICHHIO CITy>KEOHBIX TOKYMEHTOB.

B pe3ynbraTe BBIOIHEHUS 3a1aHUIA CTYICHT JOJDKCH:

—  umems npedcmaeienue O TCHACHIMAX PA3BUTUS JOKYMEHTA W TIPHHIMIIAX MTOCTPOCHHS
bopmymsipa-oOpasia OpraHu3auOHHO-PACIOPSIUTENBHBIX JOKYMEHTOB;

— 3Hamb COCTaB PEKBU3UTOB M TPEOOBAHUS TOCYNApCTBEHHOTO CTAaHIApTa K O(GOPMIICHHIO
JOKyMEHTA.

— 3HATh COCTaB PEKBH3UTOB M TpeOoBaHus [IpaBwi penompousBoicTBa B (emepanbHbIX
OpraHax MCIIOJHUTEIBHON BIacTH U MeTOIMYeCKNX PEeKOMEHJAlNi K COCTABICHHIO IOKYMEHTOB.

— yMeThb NPOEKTHPOBAThH OJAHKM JIOKYMEHTOB YUYPEXKICHHWH W HMMETh HaBBIKH DPabOTHI C
rOCY/IapCTBEHHBIMH CTaHIAPTAaMH U METOIMYECKUMH YKa3aHUSMH 110 UX BHEAPEHHIO U TPUMEHEHHIO.

3afaHus ISl cCaMOCTOSITeJIbHON PaGoThl

W3yuuTh KOMIUIEKT HOPMATHBHO-METOJAWYECKHX JIOKYMEHTOB IO JIOKYMEHTUPOBAHUIO
yIIPaBJIEHYECKOH JesATeNbHOCTH | MeToAn4eckre peKOMEeHIAINK M0 pa3padoTKe MHCTPYKIMMA 1O
JIEJIONPOU3BOACTBY B TOCYHApCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIIPaBJIEHUS, YTB.

ITpuxazom Pocapxusa ot 24.12.2020 Ne 199.

[IpumepHas HHCTPYKITUSA 1O JIEJIOMPOU3BOJICTBY B TOCYIaPCTBEHHBIX OPraHU3aIMsIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHnsiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hamumonaneublii ctanmapt Poccuiickoir @enepaunu. Cucrema
CTaHJApTOB MO HHGOPMAINK, OMOTMOTEUHOMY W H3AATENbcKoMy aeny. OpraHu3anuoHHO-
pacropsiiuTenbHas JOKyMeHTanus. TpeboBaHus K 0QOPMIICHHUIO JOKYMEHTOB // [ DJIEKTPOHHBIH

pecypc]. — M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_216461/.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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1. Wsyuuts [OCT P 7.0.97-2016 c TpeboBanusiMH K 0POPMIICHUIO TOKYMEHTOB, OTIPEACIUTD €ro
CTPYKTYpY, COCTaB pa3/eIoB.

2. N3yunts TpedoBanus 'OCTa k 61aHKy JOKYMEHTA.

3. Ilpoananu3upoBaTh MPEIJIOKEHHYIO KOJJIEKIHIO JOKYMEHTOB, OMNpPEAETUTh PEKBHU3HTHL,
yKa3aTbh HEJIOCTATKHU B UX PACHOJIOKEHUH U O)OPMIICHHU.

4. CocTaBuTh Ha OCHOBaHMHM pAa3JaTOYHOTO MaTepHaia OyiaHKd (OOmMH M Ui THCHMA)
OpraHM3aIMi ¥ MPEANPHUATHI Pa3INIHBIX (HOPM COOCTBEHHOCTH C BApHAHTAMH IPOIOIBHOTO U YTIIIOBOTO
PACIOJIOKEHUS PEKBU3UTOB.

Yka3aHus M0 BbINOJTHEHHIO 32/1aHNS.

1.U3yunts TpeboBaHMA K cOCTaBy M O(OPMIIEHUIO PEKBU3UTOB JOKYMEHTOB U OJIAHKOB,
u3noxeHHele B “IIpaBuiax Jenonpou3BOACTBA B TOCYIApCTBEHHBIX OpraHax, OpraHax
MECTHOI'O CaMOYIIpaBJIeHUs, yTBEPKIEHHbIX Ipuka3zoM Pocapxusa ot 22.05.2019 N 71. (cm.
pazzen 2 “JIokyMEeHTUPOBaHUE yIPABICHUYECKON AESITETbHOCTU )
2. Wzyunts TpeboBaHMS K O(OPMIICHHIO OJIAHKOB H PEKBU3UTOB JIOKYMEHTOB IIO
Harmmonansnomy crangapty ['OCT P 7.0.97-2016 “Cucrema crtanmapToB mo uHpoOpmanuu,
OMOIMOTEYHOMY M HM3JaTeNIbcKOMY eny. OpraHu3alMOHHO-PAaCIOPSANTENbHAS JOKYMEHTAIHS.
TpeboBanus kK 0(OPMIICHUIO TOKYMEHTOB .
3. MByuntp TpeOoBaHUS “MeTOAMYECKHX PEKOMEHIAIMA MO pPa3paboTKe HMHCTPYKIHMHA MO
JIeJIONIPOU3BOJICTBY B TOCYAApPCTBEHHBIX OpraHax, OpraHax MECTHOIO caMoyIpaBieHus",
YTBEPKACHHbIX IpuKa3zoM PocapxuBa ot 24.12.2020 N 199 x OnaHkaM M pEKBU3UTAM
JIOKYMEHTOB (TIPUIIOKEHHUS 2, 3).

4, U3yunth npeasiokeHHy 0 KOMIEKIMIO (3-5 T0KYMEHTOB) M aHANM3UPYs JOKYMEHTHI, BBISIBUTh HEJOCTATKU B
oopmiiennu GiiaHka (OTCYTCTBHE HEOOXOJMMBIX PEKBH3MTOB M MPABHIBHOCTH O(GOPMIICHHUS HMEIOIINXCS);
OTIPEIETINTh MPABWILHOCTD PACIIONIOKEHUS U 0pOPMIICHNS! pEKBH3UTOB JOKYMEHTA (3ar0JIOBKA, AaThl M UHJEKCA,
MOATNCH, OTMETOK O TIOCTYIUIEHHH M HallpaBJIeHUH JOKYMEHTA B J€JI0 | Jp.).

5. Ha ocHose pa3aaTovyHOro Marepuaja CIIpOCKTUPOBATH OJlaHKH JAOKYMCHTOB KOHKPCTHBIX

OpraHu3alMii ¥ rocy1apCTBEHHBIX opraHoB B coorBercTBur ¢ TpedoBanusmu [ OCT P 7.0.97-2016.
KonTponbHbie BOmpocs!

1. Mepeunciure BUIBI HOPMATHBHBIX aKTOB, pErIAMEHTHDYIONUIHE JIOKYMEHTHPOBAHHE
YIIPaBICHYECKOHN IeITeILHOCTH.

2. Yem pasauyaroTcs o0Iui OJaHK U OJIaHK NMMChMa, OJTaHK KOHKPETHOTO BUA JOKYMEHTA.

Pa3parouHblii MaTepuasa K 3aHATHAM:

- TOCT P 7.0.97-2016. Haumonanensiii crannapt Poccuiickoit ®@eneparuu. Cuctema
CTaHAapTOB 1o uHGOpMaNuU, OHMOTMOTEYHOMY M H3JAaTeNbCcKOoMy jaeny. OpraHu3aiuoHHO-
pacnopsiauTenbHas JoKyMeHTanus. TpeboBanus K 0(hOpMIECHUIO JOKYMEHTOB.

- IlpaBuma pemompou3BoACTBa B TOCYJAPCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoympaniieHus, ytB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [DnexkTpoHHBIN pecypc]. — M.,

2021. — Pexxum noctyma: http:// https://base.garant.ru/72291836/.

Metoauyeckue pekOMEHAAlMU IO pa3padOTKe HHCTPYKIUI MO JeNONpOU3BOJACTBY B

rOCYyIapCTBEHHBIX OpraHax, OpraHax MECTHOrO caMOymnpaBieHHus, yTB. [Ipukasom Pocapxusa ot
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24.12.2020 Ne 199 /I [Dnextponssiii pecypc]. — M., 2021. — Pexum goctyma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHas MHCTPYKIHUS 110 ASIOMPOU3BOICTBY B TOCYAAPCTBEHHBIX OPTaHU3AIUIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Onextponnsiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

— Komnexmust oOKyMEeHTOB.

Tema 5. OpraausanuoHHble, pacHopsiiuTe]bHble H HH(POPMANMOHHO-CIPABOYHLIE

TOKYMEHTBI — 28 4acoB

JokyMeHTHpPOBaHUE PACIOPSIAUTEILHOMN JesITeIbHOCTH —

Llens 3amsTHA — W3yYeHHE TPeOOBaHMI TOCYJApCTBEHHBIX CTaHIAPTOB W HOPMATHBHO-
METOJMYECKUX AKTOB K COCTAaBJICHUIO M O(OPMICHHIO PACHOPSIUTEIBHBIX JOKYMEHTOB, IMOTyYCHHE
HaBBIKOB MX COCTABJICHUS U 0(OPMIICHHS 110 33JaHHBIM CHTYAIIHsIM.

B pe3ynbraTe BBITOIHEHUS 3a1aHUI CTYICHT JIOJDKEH:

—  umems npedcmaeienue O CUTYalMsAX, TPeOYIONMX W3MAHUS PACIIOPSIUTEIBHBIX
JIOKYMEHTOB;

— 3Hamb BUIBl  PACIOPSIIUTEIIBHBIX  JOKYMEHTOB, COCTaB PEKBHU3MTOB (hopmysispa
PacIOpsIIUTEIBHOTO JOKYMEHTA U TPEOOBAHUS K MX COCTaBICHHIO H OOPMIICHHIO.

—  YMeTh COCTaBIISITh U OPOPMIIATE PaCIIOPSAUTENbHBIC JJOKYMEHTHI 110 3aJJAHHBIM CUTYAIIUsM H
WUMETh HaBBIKK MX O(OPMIICHUSI Ha KOMITBIOTEDE.

3agaHus 1Sl CAMOCTOSITETbHOI PaGoThI

1. Uzyunts TpeOoBaHUsl, TPEIBSIBISIEMbIE K COCTABICHHIO M O()OPMICHHIO PACIIOPSAUTEIBHBIX
JIOKYMEHTOB.

2. CocraBuTh U O)OPMHTB TIPUKA3 10 OCHOBHOM JE€ATEIBHOCTH.

3. CocraBuTth U 0HOPMHTH PACIIOPSKEHHE.

Yka3zaHusl 10 BBINOJHEHHIO 3a1aHUSA

1. YTouHuTh COCTaB PEKBU3UTOB, BXOSIINX B GOPMYIISIP MIPHKa3a, PACTIOPSHKCHHUS.

M3yunts TpeboBanust MeToanyeckre peKOMEHJAluu 10 pa3paboTKe HMHCTPYKIMHA MO
JIEJIONPOU3BOJICTBY B TOCYAApPCTBEHHBIX OPraHax, OpPraHax MECTHOIO CaMOYIIPaBIICHUs, yTB.
IMpukazom PocapxmBa ot 24.12.2020 Ne 199, IIpuMepHON MHCTPYKIMH IO JEIONPOU3BOJCTBY B
rOCyJapCTBEHHBIX opraHu3anusx, yTB. [Ipukazom Pocapxua ot 11.04.2018 Ne 44) x cocraBy

PCKBU3UTOB U CTPYKTYPC TCKCTA IIpHUKa3a I1o OCHOBHOM JI€ITE€ILHOCTH.

YTOUHUTH pa3nuuusl B COCTaBJIEHHWM IPUKa3a 10 OCHOBHOHM JEATENBHOCTH U IO JINYHOMY
cocTaBy, oOpaluasi BHUMaHHE Ha MOPsIOK o(opMIIEHHS CCHUIKH (YIIOMHHAHMA) HAa JPYrol JOKYMEHT H

YHI/I(I)I/IKaLII/IIO TCKCTOB MPUKA30B 110 INYHOMY COCTaBYy.


http://www.consultant.ru/document/cons_doc_LAW_305137/
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2. CocTaBUTh JOKYMEHTBI Ha OCHOBE MPEUIOKCHHBIX TIPEIIOJaBaTeIeM CHTYALIHIA.
KoHTpoJbHbIE BONPOCHI

[lepeuncnure peKBU3UTHI, BXOAALIME B GOPMYJISp IIPHUKaA3a.

Ha3oBute cTpykTypy nprKa3a no OCHOBHOM JESATEIbHOCTH.

UYeM oTnugaeTcs CTPYKTypa TEKCTa MpHKa3a Mo JMYHOMY COCTaBY U OCHOBHOM AEATEIBHOCTH.
Ha3zoBure cpoku XxpaHeHHsI IPUKA30B.

Ha3zoBute pexkBU3UTHI, BXOASIINE B (OPMYIISIP PACIIOPSIKEHHSL.

I L S A

YeM oTiimyaeTcs CTPYKTYpa TCKCTa paCHOps>KCHHA OT IpUKa3a 1o OCHOBHOM JI€STEIbHOCTH.

Pa32]aT0‘lHI)II7I MaTtepuaJd K 3aHATUAM:

MeTOI[I/ILIeCKI/Ie pPEeKOMEHAAUKU 110 pa3pa60TI<e I/IHCTpYKLII/Iﬁ o AeJIOIpOU3BOACTBY B
TOCYZapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMOyIipaBiieHus, yTB. IIpukazom PocapxuBa ot
24.12.2020 Ne 199 /I [DnextponHblii pecypc]. — M., 2021. — Pexum pocryma: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHas HHCTPYKIHS 11O JEJIOTPOU3BOJICTBY B TOCYJaPCTBEHHBIX OPraHU3aIMsIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
I'OCT P 7.0.97-2016. HantmonanwHseii ctangapt Poccuiickoit @enepanuu. Cucrema cTaHAapTOB
no  wuHQOpMaMKM, OMOIMOTEYHOMY W  U3JaTelbckoMy  jaeny.  OpraHu3alMoHHO-
pacnopsauTenbHas JoOKyMeHTarus. TpeOoBaHus K 0pOPMIICHHIO TOKYMEHTOB.

Anp0oM YHUPHUUPOBAHHBIX (OPM MEPBUYHON YUETHOM NOKYMEHTALMU MO Yy4YETy TpyAa U €ro

OIIaTHI, YTBEP)KIACHHBIN nocTaHoBieHneM ["ockomcrata PO ot 05.01.2004 Ne 1.

MaTepHaﬂm C MHAUBUAYAJIbHBIMHU 3aJaHUSAMU 11 CaMOCTOATCIIBHOIO COCTAaBJICHUA ITPHUKAa30B U

pacropsKEeHU.

JlokyMeHTHPOBaHHE AeATETbHOCTH KOJIJIETHAIBHBIX OPTaHOB —

Lenb 3aHATHSA — U3yUYeHHE TPEOOBAHUI K JOKYMEHTaM, CO3JaBacMbIM B IIPOIIECCE MOATOTOBKH U
00CITy>)KMBaHUS COBETIIAHUH.

B pesynbTaTe BBINOIHEHHS 3aJaHUI CTYICHT JOJDKEH:

—  umemdv npedcmasieHue O BHUIAX KOJUIETHATBHOM JIEATEIBHOCTH U TOpAIKe e
JIOKYMEHTHUPOBaHMUS,

— 3Hamb COCTaB JIOKYMEHTOB, CO37[aBaEMBIX MU IOJArOTOBKE COBEINAHM, TPeOOBaHUS K
(bopMyIISIpy IPOTOKOIIA, TIOPSIKY €r0 COCTaBICHUS U 0(hOpMIICHUS,

— YMeThb COCTaBJIATh W O(OPMISATH MPOTOKOJI W JOKYMEHTHI, CO3JaBaeMble B IPOIIECCE

IOATOTOBKH COBCIIIAHUAA.
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—  YMeTh COCTaBISTH U OQOPMIISATH BBIUCKY U3 MPOTOKOJIA.

—  YMeTh COCTaBISTh U OQOPMIISTH PEILICHHUE.

3agaHus 11 CAMOCTOATEIbHON padoThI

1. Msyuurs TpeGOBaHUS, TNpPEABSBIsSEMblE K COCTaBIEHHIO W O(GOPMIECHHIO IPOTOKOJA |
pereHHS.

2. CocTaBUTH MPUIJIANICHHUE HA 3aCeaHME.

3. CocTaBUTh MPOTOKOJI COBEIIIAHMS.

4. OpopMHTH BBIIIMCKY U3 TIPOTOKOJIA.

5. OpopMuTs pereHue.

Yka3aHusi 10 BbINOJTHEHUIO 3a1aHUS.

1. VTo4HHUTH STambl MOATOTOBKHM COBEIIAHWN W BHJBI JIOKYMEHTOB, CO37aBAEMBIX HA KaXIOM
Jrtare (IoBeCTKa JHsI, CIIUCKH YYACTHUKOB U T.1.).

2. YTOYHUTH 0COOEHHOCTH (hOopMYyJIsipa POTOKOJIA, TPEOOBAHUS K PEKBU3MTAM, H3JIOKEHHBIE B
rocyaapCTBEHHOM CTaHAAPTEC W MCETOAMYCCKUX PEKOMCHAAUAX, o6pau1a51 BHHUMAaHHE Ha COCTaB
WHQOPMAIUK B TEKCTE MPOTOKOJIA, OCOOCHHOCTH €ro MOAMUCAHUS, CPOKU OPOPMIICHHSI.

3. Omnpeznenuts pa3nuyus TpeOOBAHMUI K IPOTOKOJY MOJIHOMY W KPaTKOMY.

4. CocTaBUTh CaMOCTOSTENILHO HA OCHOBAHMHU Pa3aTOYHOrO MaTepHaia MPOTOKOJ, BBIIHCKY H3
MPOTOKOJIA, PElICHHE.

KonTpoanHble BonpocsI:

1. Mepeuncinre pexBu3nTHI, BXOASIIME B GOPMYJIAP MPOTOKOIA.

2. Ha3oBute CTPyKTypy TEKCTa MPOTOKOJIA.

3. B uém ormmune IIPOTOKOJIA IIOJIHOI'O U KPaTKOIo.

4. Vkaxure NOpsAAOK TMOATOTOBKM COBCHIAHUA W KAKHUC JOKYMCHTHI CO3JAarOTCA B XOAC

MOJITOTOBKH.
5. TlepeunciuTe peKBU3UTHI, BXOISIINE B (POPMYIIAP PEIICHHSL.

6. B uem Ha3HaueHME BBIITUCKH U3 IIPOTOKOJIA.

MaTepI/IaJ'H:I C MHAWBUAYAJIbHBIMU 3a/IaHUAMU JISI CAMOCTOATCIIBHOI'O COCTABJICHUA JOKYMCHTOB.

CocraBJjienue HH(POPMATMOHHO-CIIPABOYHBIX I0KYMEHTOB —

Lens 3aHsaTHS — W3yYCHHWE Ha3HAUYCHHWS WHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB H
0COOCHHOCTEH 0POPMIIEHHUS KaXKI0TO BH/A TOM I'PYIIBI JOKYMEHTOB.

B pe3yibTaTe BBINIOJHEHUA 3a1aHUN CTYAEHT JOJIKEH:

—  umemdv npeocmasjieHue O THUIIOBBIX CHUTyalUsX, OGOPMIISIEMBIX YHU(DUIUPOBAHHBIMHU
dhopmamu HHOOPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOR;

— 3Hamb BUAbl WHGOPMAIIMOHHO-CIPABOYHBIX JIOKYMEHTOB; TpeOOBaHUsA K (opMyJsipy

Ka)KJI0Io BU/JIA;
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— YMeThb COCTaBJISTH BCE BBl MH(OPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB U UMETH HaBBIKH
ux opopMIICHHUS Ha KOMITBIOTEPE.

3agaHus 11 CAMOCTOATEIbHON padoThI

1. MByunts mpaBuia cocTaBieHus u 0QopMIIeHUS] WHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB,

0o0paTUB BHUMaHHE Ha 0COOEHHOCTU TPEOOBAHUH K KaXXIOMY BHILY.

2. CocraButh u odopMuth B cooTBercTBUH ¢ TpeboBanusamu ['OCT P 7.0.97-2016 u

MeToanuecknux peKOMEH 1aluii:

® JIOKJIaJHYIO 3alHMCKY (BHYTPEHHIOIO M BHEIHIOI);

e OO0BACHUTENHHYIO 3aMHCKY (BHYTPEHHIOIO U BHEIIHION));
® CIIPaBKy;

® KT

e qmucbMa (rapaHTUiiHOE, HAIIOMUHAHKE, IPUIIIAIICHUE, YBEIOMIICHHE, PEKIaMaIIIO U T.1.).

Yka3aHus no BbIIOJHEHHIO 3aJaHudA

1. Yrounuts BHAEI HH(MOPMAIHOHHO-CIPABOYHBIX JOKYMEHTOB M HPH KAKHMX YHPAaBICHUECKHX

CUTyaIUsIX OHU CO3/IaI0TCSl.
2. BBISBUTH 0COOEHHOCTH KAXKIOTO BU/IA WH(POPMAITMOHHO-CITPABOYHOTO IOKYMEHTA.

3. V3yunts TpeGOBaHHs TOCYIAPCTBEHHOTO CTAHAAPTA K O(OPMICHHIO PEKBH3HTOB, BXOISIIAX B
TUTIOBOH (OPMYIISp KKIOT0 BUAa HH(OPMAITMOHHO-CITPABOYHOTO JOKYMEHTA.

4. Cocrauth 1 0GOPMHTH JOKYMEHTHI B COOTBETCTBUH C MOTYYCHHBIMHU 33 JaHHSIMH.

KoHTpoabHbIe BONPOCHI

1. JlaiiTe onpeneieHue U YKaXKUTE TUIIOBOH (OpMyJIsp:

® JIOKJIQTHOW 3alUCKU;

® OOBSCHUTENHHOW 3aITUCKU;

® CIIPAaBKH;

® aKTa;

® Cy»eOHOro nMuchkMa (Ha30BUTE €r0 Pa3HOBHIHOCTH);
YkakuTe 0COOCHHOCTH 0(OPMIICHHUS ITUCEM.

B 4ém ocobeHHOCTH 0hOpMIIEHHSI TUChMa-OTBETA.

A w0

Kaxue TpeGoBaHMs MPEABABISIOTCS K TEKCTY THCEM.
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Pa3narounblii MaTepua K 3aHATHAM

I'OCT P 7.0.97-2016. Hamumonansubiii ctanmapt Poccuiickoit ®enepannu. Cucrema
CTaHJapTOB 1O HHPOPMAIMK, OMOIUOTEYHOMY W H3AATENIbcKoMy aeny. OpraHu3alioHHO-
pacropsiiuTenbHas ToKyMeHTanus. TpeboBanus K 0(hOpMIICHUIO JOKYMEHTOB.

MeToaudeckue peKOMEHIAMH IO Pa3pabOTKe WHCTPYKIUH IO JEIOMPOU3BOJCTBY B
rOCYJIapCTBEHHBIX OpraHax, opraHaXx MECTHOT'O CaMOyIpaBiieHHs, yTB. [Ipukazom Pocapxusa oT
24.12.2020 Ne 199 /I [DnextponHsiii pecypc]. — M., 2021. — Pexum gocrtyma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

MaTepI/IaJ'II)I C MHAUBUAYAJIbHBIMHU 3aIaHUAMU JI1 CAMOCTOATCIIBHOI'O COCTABJIICHUA JOKYMCHTOB.

Tema 6. Kommiekcbl A0KyMeHTOB. HaydHo-ucTOpHuYecKasi M NPaKTHYECKAas NEHHOCTh
TOKyMeHTa— 8 yacoB
ITpoBoasATCS IBE 03HAKOMUTEIIbHBIE SKCKYPCHUHU B TOCYIaPCTBEHHBIC apXHUBHI.

9.3. Uuble MaTepuabl
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ITPHJIOKEHUE 1
AHHOTAIIUS PABOYEM ITPOT'PAMMBI JTACIUILIAHBI

Lenp  AMCUOMIUIMHBI —  HW3yYE€HHE  3aKOHOMEPHOCTEW  JOKYMEHTOOOpa30BaHMA,
CKJIAJbIBAaHUS U PA3BUTUS CUCTEM JOKYMEHTALlMHM, TEOPETHUYECKHX U IPAKTUYECKUX MPodiIeM
CO3JAaHMs JTOKYMEHTOB OpraHaMH TOCYJIapCTBEHHOM BIACTH, MECTHOIO CaMOYIPABJICHUS U
OpraHu3alUsAME JI000H OpraHu3aOHHO-TIPABOBOI (POPMEI.

3agauu AMCHMIIMHBI

— II0Ka3aTh B3aMMOCBS3b MH(MOPMALIMHU U JOKYMEHTA;

— IPOCJIEAUTH IBOJIOLUIO TJOKYMEHTa, KaK HOCUTENs HH(POpMAallUU, Pa3BUTHE CIIOCOOOB
JOKYMEHTHPOBAaHUS U MaTePUAIIOB I (PUKCAITH WH(OPMAITHH;

— MpOoaHAIU3UPOBATH MPOIECC CKIAIBIBAHUS U Pa3BUTH (popMyIsipa JOKYMEHTa;

— NPOAHAIU3UPOBATH IIPOLECC CKIAIbIBAHUA U PA3BUTHS CUCTEM TOKYMEHTALINH;

— BBUIBUTH U IIOKa3aTh TEHJACHLUMU YHU(DHUKALMK, CTAaHAAPTU3ALUU U KIACCUPHUKALUU
KaK OTAEJIbHBIX ()OPM JJOKYMEHTOB, TaK U CUCTEM JIOKYMEHTALIUU B LIEIOM;

— II0Ka3aTb COBPEMEHHbIE TPEOOBAHUS K COCTABIICHUIO U OPOPMIIEHUIO JOKYMEHTOB;

— TIPUBHTH HABBIKU aHAIN3a JOKYMEHTA;

— IPUBHUTh HABBIKM COCTABJEHHUS JIIOOBIX BUAOB JIOKYMEHTOB M IPOEKTUPOBAHMS
YHUQUIMPOBAHHBIX (HOpM  JTOKYMEHTOB, CHUCTEM JOKYMEHTAUlUW U HUHPOPMAIMOHHO-
JIOKYMEHTAIlMOHHON CHUCTEMBI YUPEXKACHHS B LIETIOM.

B pesynbrare 0CBOCHUS TUCIUITIMHBI (MOYJIs) OOYUaAIOIIMHACS TOJIKEH:

3HaTh:

GbyHKIMH opa3aeneHuil B cepe T0KYMEHTAIIMOHHOTO 00ECTICUeHHs! YIIPABIICHUS U
apXUBHOTO /€714,

CMEKHbIE C JOKYMEHTOBEICHUEM U apXUBOBEJIECHUEM Hay4YHbIE JUCIUILINHBL.

Ymers:

BBINOJIHATE PabOTy MO JAOKYMEHTAI[MOHHOMY OOECHEeUeHHIO YIpPaBICHUS U apXUBHOMY
XpaHEHUIO;

BBISIBJISITH B3aUMOCBSI3M MEXIY JOKYMEHTOBEIEHHEM, apXUBOBEIEHUEM U JAPYTUMHU
HAy4YHBIMH JUCLUILINHAMU

Baanern:

HaBbIKaMU BbIOOpa Hanbosiee ONTUMAIbHOTO PEHICHHs] YIIPaBIEeHYECKUX 3a1au B chepe

JOKYMCHTAlIHOHHOT'O obOecrieueHus YHOpaBJICHUA U apXUBHOT'O ACTIA;
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HaBbIKaMU MHTEPIIPETaAllN 3HaHUH B 00JIACTH CMEXHBIX HAaY4YHbIX JUCHUILINH IIPpU

pPEIICHUEC 3a/1a4 B CQ)epe JOKYMCHTOBCACHUA 1 apXHUBOBCIACHUS. .



