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|. IlTosscHUTEIBbHAA 3ANMCKA

1.1. lleanb u 3agaum JUCHUNINHBI (MOYJIs1)

Lenb AUCUMILTUHBI — U3yUYEHUE 3aKOHOMEPHOCTEH TOKYMEHTOOOPa30BaHUs, CKIIaIbIBAHH
U pa3BUTHUA CHCTEM JOKYMEHTAIlMHM, TEOPETUYECKUX U MPAKTUYECKUX MpoOJIeM CO3/aHus
JIOKYMEHTOB OpraHaMHU roCyAapCTBEHHOW BIACTH, MECTHOTO CAMOYTMPABICHUS U OPTaHU3alUSIMU
10001 OpraHU3aIMOHHO-TIPABOBON (HOPMBI.

3amaynd JUCHUTUIAHEL.
MOKa3aTh B3aMMOCBS3b HH(POPMAIIMK U JJOKYMEHTA,;

IPOCIIEAUTh 3BOJIIOIUIO JOKYMEHTa, KaKk HOCHTENs HH()OpPMAalUU, Pa3BUTHE CHOCOOOB
JOKYMEHTHPOBAHUS U MAaTEPUAIIOB [T (PUKCAITIH WH(POPMAIIHH;

MPOAHATH3UPOBATH TPOIECC CKIIAIBIBAHUS U PA3BUTHUS (OPMYJIIsIpa TOKYMEHTA;
[IPOAHAJIM3UPOBATh MIPOLECC CKIAAbIBAaHUS U PA3BUTHUS CUCTEM JOKYMEHTALUU;

BbIIBUTH M IIOKa3aThb TCHACHIIUH YHI/I(i)I/IKaIII/II/I, CTaHJapTU3aluu “u KHaCCI/I(i)I/IKaIII/II/I KakK
OTACJIBbHBIX (bOpM JOKYMCHTOB, TaK U CUCTEM JOKYMCHTALIUN B LICJIOM;

IIOKa3aTb COBPEMCHHLIC Tpe6OBaHI/I$I K COCTaBJICHUIO 1 OQ)OpMHeHI/IIO JAOKYMCHTOB,
IIPUBUTH HAaBbIKW aHAJIM3a JOKYMCHTA,

NPUBUTh HABBIKM COCTABJICHHS JIIOOBIX BHAOB JOKYMEHTOB M IPOEKTUPOBAHHS
YHUQUIUPOBAHHBIX (HOpM  JTOKYMEHTOB, CHUCTEM JOKYMEHTalud W HH(YOpPMalMOHHO-
JIOKYMEHTAllMOHHOM CUCTEMBI YUPEKICHUS B LIETIOM.

1.2. TlepeveHsb MIIAHUPYEMBIX Pe3yJbTATOB 00y4eHHS 1O THCHHILTAHE (MOILYJIIO),
COOTHECEHHBIX ¢ HHAMKATOPAMH JOCTHKEHHSI KOMIIeTeHIIUI

Komnerenmus WNHaukaTopel KOMIIETEHITUI Pe3ynbTarsl o0yueHus
(xon u (K0l ¥ HANMEHOBAHUE)
HaWMCHOBAHHE)

OIIK-2. Cmocoben
HaXO0OUTh
OpraHHU3aIOHHO-
yIpaBIIeHICCKUE
peLIeHNUsT NpU PELICHUU
3amad B cepe cBoei
npodeccnoHaNbHOMI
NS TebHOCTH

OIIK -2.3. Pemaer
yIOpaBlieHYecKHe 3aj1auu B cdepe
JOKYMCHTAIIUOHHOT'O
o0ecriedeHHsT  YIpaBJICHUS U
apXUBHOTO JIeJa

3HaTh: byHKIUN
Mo/ipa3ieieHui B cdepe
JOKYMEHTAIMOHHOTO 00eCTICUeHHS
yTpaBJICHUS © apXUBHOTO JIeJia

YMeTb: BBINOJIHATH paboTy Mo
JOKYMEHTAIMOHHOMY OO€CTIEYEHUIO
yTpaBJIeHUs u apXUBHOMY
XpaHEHUIO

Brnaners: HaBbIKamMu BbIOOpa
HanOoJiee ONTHUMAJIBLHOTO PEIICHUS




yIOpaBlIeHYECKUX 3anady B cdepe
JOKYMEHTAIlMOHHOTO  00ecrevyeHus
yIpaBiIeHUS U apXUBHOTO Jefa

APXHUBOBEACHUA

OIIK-3. Cnocoben OIIK -3.3. Hcnomnbzyer 3HaTh: CMEXHBIE c
IMPUMCHATH B3aUMOCBA3U JOKYMCHTOBCACHUSA | JOKYMCHTOBCACHHUCM n
TCOPCTUYCCKHUC SHAHUA | © apXUBOBCACHUA CO CMCIKHBIMU | aPpXHBOBCIACHUCM HAaYy4YHBIC

peliCHUd | HAyKaMU u HAay4YHBbIMHU | TUCHHUIIJIMHBL
IOCTABJICHHBIX 33Ja4 B | JUCLHMIUIHHAMH
VMeTs: BBISIBIISITH
B3aHMOCBSI3H MEXITYy
JTOKYMEHTOBEICHUS u
JOKYMEHTOBEJICHUEM,

APXUBOBCACHUEM u APyTruMu
Hay4YHbIMU JUCHUIIIIMHAMU

Biagers: HaBBbIKaAMH
UHTEpIIpETallud 3HaHUN B obJyiacTu
CMEXKHBIX Hay4HbIX JUCLUIUIUH IpU

pelieHuu 3a1au B chepe
JIOKYMEHTOBEICHHUS u
apXUBOBEACHUS

1.3. MecTo 1MCHUNJIMHBI (MOYJIs1) B CTPYKTYpe OCHOBHOI 00pa3oBaTe/IbHOM
NMPOrpamMMbl

Juctumimza (Moayib) «/[okyMEeHTOBeAEHHE» OTHOCUTCS K 00s3aTesIbHOM 4YacTu 0OJioKa
JUCIUIUINH Y4eOHOTr o IUIaHa.

Jnst ocBOEHUS ITUCHUIUIMHBI HEOOXOIUMBI KOMIIETEHIIMH, CPOPMHUPOBAHHBIE B XOJI€
u3ydeHuss cruenyroomux auciuiuinH: Wctopusi Poccunm no Hawama XX Beka, YmpaBieHue
JOKYMEHTaMH Kak o007acTb NpodecCHOHANbHOW jaedarenbHOCTH, McTopus M OpraHuzanus
TOCY/IapCTBEHHBIX YUpEKIACHHU nopeBomonronHoi Poccun, MHdopmanronHoe o01ecTBO U
1 poBast SKOHOMHKA.

B pesynbrate oCcBOGHMSI TUCHUILUIMHBI (POPMUPYIOTCS KOMIIETEHIMH, HEOOXOAMMBIE IS
M3YYEHHUS CIAeNYIOUINX JUCIMILIMH U MPOXOoKaAeHHs npakTuk: Opranuzanus u rexsouorus 0V,
KanpoBoe nenonmpounsBoactBo, O3HaKOMUTENbHAsl IMpakTUKa, Jleaompou3BOJICTBO B oOpraHax
roCyJJapCTBEHHOMN BJIACTH u MECTHOI'O CaMOYIIPaBJICHN, KonduaenumuansHoe
JeIONpPOU3BOACTBO,  JlOKyMeHTallMOHHOEe  o0ecredeHue  JIeATENbHOCTH  KOMMEpPYECKHX
OpraHu3aIuu.

2. CTpyKTYypa TUCUUILIMHBI (MOXYJIs)

OO01mas TpyA0eMKOCTh AUCIUIUIHHEI COCTaBIIsIET 8 3.e., 288 u.

CTpyKTypa IMCUMILIMHBI AJs1 04HOH (GOpMBI 00yUeHusI



O6veM nucHMIUIMHBL B (OpME KOHTAKTHOW pPabOThl O0Oydaromuxcsi C IeJaroruuyecKuMU
paboTHUKamMH ¥ (WJIK) JTHLAMH, PUBIECKAEMBIMH K pealu3aliu 00pa30BaTeIbHON MPOrpaMMbl Ha MHBIX
YCIIOBUSIX, IIPY MPOBEACHUY yUCOHBIX 3aHATHUH:

Cemectp | Tum yueOHBIX 3aHATHI KommuecTBo
4acoB
2 Jlexuun 64
2 Cemunapbl/nabopaTopHbIe PadOTHI 96
Bcero: 160

O0beM TUCIUIUIMHB B (POpME caMOCTOSATENbHON PabOThl 00yJaronmxes cocrapiser 128
aKaJIEMMUYCCKHUX YacOB.

CTpyKTYypa IMCUMILIMHBI AJI5l 04HO-32049HOH (opmbl 00yueHust

O0beM AUCHIUIUIMHBEI B (OpME KOHTAKTHOW pabOThl OOYYAIOMIMXCS C TeNarorHdecKUMHU
paboTHHKaM¥ U (WITH) JIMIIaMH, IPUBJIEKAEMBIMH K peau3allii 00pa3oBaTeIbHOW MPOrpaMMBbl Ha MHBIX
YCIIOBHSIX, TIPU MIPOBEACHUH YUCOHBIX 3aHATHIH:

Cemectp | Tun yueOHBIX 3aHATHI KonugectBo
4acoB
2 Jlexuuun 38
2 CemuHapbl/nabopaTopHbIe PadOTHI 58
Bcero: 96

O0beM TUCHUIIMHBL B (pOpMe caMOCTOATENbHON paboThl o0yyaronmxces coctaBiser 192
aKaJIeMUIECKIX JacOoB.

CTpyKTypa IMCUMILIMHBI 1J5 3204H0i (opMbI 00yUeHH st

O0beM IHUCIMIUIMHBEI B (OopMe KOHTAKTHOW pabOThI OOYyYarOmMUXCS C TeAarorudeCKuMHU
paboTHHKaM¥ U (WITW) JIMIIaMH, IPUBJIEKAEMBIMH K pealiu3allii 00pa3oBaTelIbHOW MPOrpaMMbl Ha MHBIX
YCIIOBUSIX, TIPU IPOBEACHUN YUSOHBIX 3aHSATHI:

Cemectp | Tum yueOHBIX 3aHATHI KonuuectBo

qacoB

2 Jlexmnn 32




2 Cemunapbl/nabopaTopHbIE PadOTHI

32

Bcero:

64

O0BeM AUCIUIUTMHBI B (pOopMe cCaMOCTOITEIbHON paboThl 00yYarIIMXCs cocTaBisieT 224

aKaICMHUYCCKUX 4YaCOB.

3. Conep:kaHue IMCHMILIMHBI (MOIYJIA)

HaumenoBanue pasnena Conepxanue
IACIIATIINHEL
Pasznen | Hasznauenue 1.1. [Ipenmer, coJiep)KaHue, 3a1a4u
IUACIHATUINHEL, ACTOYHUKH U | AMCHHILTUHBI U METOBI € U3yUCHHUS.
auTeparypa .
P JloxymeHT - OCHOBHOM 00BEKT
JIOKYMEHTOBETYECKUX HCCIEeIOBaHUN. Ponsb

JOKYMEHTa B JKU3HHM 4YelIOBEKa U OOIIecTBa.
JTokyMeHTHI B cdepe mpaBa u yrnpasieHus. BiusHue
HAYYHO-TEXHUYECKOM PEBOJIOIMA HA pPa3BUTHE
noKyMmeHTa. Pa3Butie GopMmyispa JOKyMEHTa.
HayuHo-ucropuueckas ¥ MpakTHYECKas LEHHOCTh
JOKYMEHTA. Mertoabl HCCIIEIOBAHUS
JOKyMEHTOBeYecKnX mpobieM. OOlIeHayyHbIE |
crienuanbHbie MeToibl. CTaHOBICHHE M Pa3BUTHE
JOKYMCHTOBE/ICHUSI KaK HAyYHOH JUCIMILIHHBI.
CBsI3b TOKYMEHTOBEJICHUS C Teopuel nH(OopMaIuH,
apXUBOBEICHUEM u HCTOYHHUKOBEICHUEM.
Hcnonb3oBaHne NOKYMEHTOBEICHUEM JTOCTHUKECHHI
nH(OpPMATUKHM, HMCTOPUYECKON  HaykKu, IIpaBa,
JVHTBUCTUKYU, TEOPUM YIIPABICHUA U JAPYIUX
HayLIHBIX JOTUCHUITIINH. POJ'II) I[OKYMCHTOBGI[CHI/ISI B
COBEPIIICHCTBOBAHHH MTPOIICCCOB YIIPABICHHUS.

1.2. icrouHuKu U aUTEpaTypa

3aKOHONATENbHbIE  aKThl, = HOPMAaTHBHbBIE
marepuansl XVI — maud. XX B. [lucbmMoBHUKH.
Meroandeckue pazpabotkm. PykoBomcTBa 10
JIeJIONPOU3BOICTBY.

3aKOHOJIaTeJ'IBHBIe, ITIpaBOBBIC aKThI n

HOPMAaTHUBHO-METOANUYECKHE JIOKYMEHTBI
Poccutickoit denepanuu. Koncturynus
Poccuiickoit denepanuu. Konekcnl PO,

KOHCTUTYHIHUOHHBIC 1 (bez[epanLHLIe 3aKOHBI, YKaBBI,
IlocTanoBieHUA HpaBI/ITCJ'ILCTBa 151 HUHBIC




HOpPMaTUBHbIE  JIOKyYMEHTBl.  ['oCynapcTBEHHbIE
CTaHJapThl, HOPMAaTUBHO-METOANYECKHE
JIOKYMEHTBI — perjlaMeHThl, IpaBuiia, MHCTPYKIINH U
np. llepumonuueckue  w3nanus.  CrnpaBodHbIE
u3nanusd. Jlureparypa.

Paznen 2 JlokymeHT, ero

byHKIIUN u
JOKYMEHTHPOBAHUS

CII0COOBI

2.1. TlonsiTus «MHGOPMALIHSI» U «TOKYMEHT)

[onatuss «uHOpMAIT» ¥ «IOKYMEHT».
CBs3p  uHboOpManmuu ©u  JOKyMeHTa. Poub
nHpOpMAIlUM B COLMAIBHBIX M HKOHOMHYECKUX
nporeccax. Muadopmamus Kak OCHOBa TNPUHSITHSA
YIIPABJICHUYECKOI'O PELIEHHUS.

Bo3HMKHOBEHME JOKYMEHTA, €r0 Ha3HAYCHHUE.
[lonatne  «IOKyMEHT», €ro TpaHchopMarysl.
JIOKYMEHT - OOBEKT HCCIEIOBAaHUS TEOPETUUYECKUX
" MIPUKIIATHBIX JTUCIUIIINH. [IpaBoBoi,
YIPABICHYECKUN  UCTOPUYECKHM  aCIEeKTbl B
ONpENEICHUN JOKyYMeHTa. Pacimmpenue mNOHATUA
«JIOKyMEHT» C pa3BUTUEM HAyKd U TEXHUKH.
[lonsiTHE «3NMEKTPOHHBINA JOKYMEHT». OnpeneneHue
JOKyMEHTa B TOCYAAapCTBEHHBIX  CTaHJapTax.
[loHsiTHE «IOKYMEHT» B JOKYMEHTOBEACHUH.

3akoHOJaTeIbHbIE AaKThl 00 0053aTeIbHOCTH
JIOKyMeHTHpoBaHUs ~ uH(popMmanuu. Ha3HaueHue
JOKYMEHTHOW MH(popMmaru. PakTopbl, BIUSAIOIINE
Ha UHPOPMALMOHHYIO LEHHOCTh JOKYMEHTOB.
3aBUCUMOCTh LIEHHOCTH MH(OPMAIIUK OT IMOJHOTHI,
00BEKTUBHOCTH, JOCTOBEPHOCTH, CBOEBPEMEHHOCTHU
nepefayd M IMOJIy4YEHHs, HNEPUOAUYHOCTH WIH
yacToThl nepenayr. OnepaTUBHAs U UCTOpPHYECKAs
(peTpocnieKTUBHAsA) JOKYMEHTHasi MH(OpMalLUs Kak
eaAnHas nH(OpMalMOHHAs CUCTEMA.

2.2. DyHKIIUMHN TOKYMEHTOB

[lonsTue «pyHKIUSA JOKYMEHTa.
3aBUCUMOCTb  TIOHATUS  <JIOKYMEHT» OT  €ro
(GyHKIMH. 3HaueHue U3Y4YECHUS byHKIIN
JIOKYMEHTA. WNndopmanronHas byHKIUSA

JOKYMEHTa KakK CpeACTBO  3aleyarieHus W
coxpanenus wuHpopmanuu. CorpanpHas (YHKIIHSI
nokymenTta. KynbrypHas ¢yHKOUS JOKYMEHTA.
KomMMmyHukaTuBHas ~ QyHKIOUS  Kak  CPEICTBO
nepenayu UHGoOpMaIuu.




VYropasiendyeckas QyHKIMS U €€ 3HAYCHHE B
opranuzanuu ympasineHus. [IpaBoBas QyHKuMS.
Oynkupa  yuvera. @DyHKIHMS  JAOKYMEHTa  Kak
HWCTOPUYECKOT0 HCTOYHHUKA. DYHKIHUHU NOCTOSHHO
neicTByomue U QpyHKIUM onepaTuBHBIE BrusHue
GyHKIMH ~ JTOKyMEHTa Ha  €ro  CTPYKTYpY.
Mo yHKIIMOHAIBEHOCTH TOKYMEHTA.

2.3. CriocoObI TOKYMEHTUPOBAHUS

3ByKOBasg  pedyb, €€ BO3MOXHOCTH U
HEJIOCTaTKH B  3aKpeIUICHMM M Iepenade
nHopmanuu. IIpenMeTHbIE U 3HAKOBBIM CITIOCOOBI
nepenaun  coodOuenuit.  [lonstue  «cmocoO»
JNOKyMeHTUpoBaHusA.  Mcropudeckuii  xapakrtep
JOKYMEHTOB W JOKYMEHTUPOBAaHHUA.  OTarlbl
pa3BUTHA CIIOCOOOB TOKYMEHTHPOBAHMUSIL.

HadeprartenbHblii  croco0 3aKkperuieHus |
nepeaavn uHpOpMaLIUH. TekcroBoe
JNOKyMeHTHpoBaHue. [TukTOrpaduveckoe mMIcbMo U
ero ocobenHoctu. Jlororpadguyeckoe MUCHMO
(mpeorpaduyeckoe MHChbMO), €ro JIOCTOMHCTBA M
HelocTaTku. [IpuMeHeHHe NHUKTOTpagHuUecKoro u
Jororpa)4eckoro MUChbMa B HACTOSINEE BPEMSL.
CrnoroBoe nucbMo. Bo3HukHOBEHHE POHETHIECKOTO
(OyKBEHHOTO) MHUCHMA.

Pa3Butne rpaduku  pycckoro - mHchbMma.
Crenorpadusi. [Ipumenenue TEKCTOBOTO
JIOKYMEHTHPOBAHMS.

Texauueckoe JAOKYMCHTHUPOBAHHUC. OcHoBHbBIC
T'pyHIibL TEXHUYISCKOU AOKYMCHTAallUU. 133791031
TCXHUYCCKUX JOKYMCHTOB. O6nactu MPUMCHCHUA
TCXHUYCCKOTO JOKYMCHTUPOBAHUA.

DOTOOKYMEHTHPOBAHUE. 3HavyeHue
¢dotorpadun kak cnocoba Gukcanuu MHPOPMaIUH.
[Ipumenenue GoTOJOKYMEHTOB.

KunonokymentupoBanue. Ilonarue
«KHUHOJIOKYMEHTY. Bunasr KUHOJOKYMEHTOB.
Buneosamnuce.

®donomokymMeHTupoBanue. Ero ocobeHHoCTH,
o0JjacTu MPUMEHEHHUS.

I[OKyMeHTI/IpOBaHI/IC C IMPUMCHCHUCM
I/IH(bOpMaI_II/IOHHO-HOFI/I‘{eCKI/IX MalllrH.




10

COBpeMeHHBIe CIIOCOOBI JOKYMCHTUPOBAHUA C
HCITOJIb30BAHUEM HOBBIX TEXHOJIOTHH.

2.4 MarepuanbHble HOCUTEIH HHPOPMALIUU

Hocurenun uHpopmaruu. HpeBueiimmue
MaTepuaibl sl TuchbMa Marepuansl AJi MHChbMa B
[lepeqneit  A3um  (KIMHOMHUCHBICE  TaOJWYKH).
Nsrotoenenue u IpUMEHEHUE namnupyca.
Hcnonb3oBanue mig muchbMa nepraMeHta, 0epecTbl
U Jpyrux matepuanoB. M3oOperenue Oymaru, ee
JOCTOMHCTBa,  OOYCJIOBUBIIME  ITOBCEMECTHOCTb
pactipoctpanenus. Bopasubeie 3Haku (rimrpanm).
CpenctBa u opyausi TMChbMa W HMX BIIMSHUE HA
pasBuTue rpauKy NucbMa.

Marepuansl TUTSt TEXHUYECKOTO
JIOKYMEHTHPOBAHHSI. Martepuarsi TUTSE
(OTOKHMHOAOKYMEHTUPOBAHUS. Buneorpammsi.
Martepuassl TUTST (hOHOJJOKYMEHTHUPOBAHUS.

Kowmmbrotepasie Hocutenu uHpopManuu. BrnusHue
HOocHUTeNnss MHGPOpPMAIMK Ha JOJTOBEYHOCTh W
CTOUMOCTb JIOKyMEHTA.

Paznen
JIOKYMEHTa

3

IIpusnaku

3.1. OpUrHHaIBLHOCTH JOKYMEHTA

[lonsiTne opuruHana, NPU3HAKK OpPUTHMHAJIA.
YMHOKEHHbIE OpUTHHAIbI. YepHOBUKH M OETOBUKHU
TEKCTOBBIX JOKYMEHTOB. ABTOrpadnl. Pemakuum.
Opurunansl KUHO U (OTOIOKYMEHTOB. OpUTHHAIBI
(hOHOJTOKYMEHTOB. OpuruHansl  TEXHUYECKHX
JOKYMEHTOB, OPUTHMHAJI AIEKTPOHHOTO JOKYMEHTA.

Ilonatue «nommmuHUK». IlognuHHBIE U
MOJUTOKHBIE JTOKYMEHTBl. Buapl ¢anbcudpukanum
JIOKYMEHTOB. danscuduranus COJIepKaHUS.
WnTepnonsamus danscuduranus cocTaBa
yJIOCTOBEpEeHHsI, OJIaHKa.

3.2. KonmuiiHOCTH TOKyMEHTa

Ilonsatua «xomus». Mcropuueckoe pa3BUTHE
Konuii. Bunel xonuii, onpenensembie crnocodomM ux
BocnpousBeneHus. Konuu, paznmuuumele o crnoco0y
ux yzaoctoBepenus. Ilopsnok opopmieHHus KoOmuii.
IOpunnyeckas cuina konuid. JlyOnukar.
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Pa3nen
JIOKyMEHTa

4

CrpykTypa

4.1. ®opmynsp JOKYMEHTa U €r0 COCTaBHBIC
4acTu

Ilonsatne  «pexkBusur». IlocrosiHHBIE U
nepeMeHHble pekBU3HTHL [lonsaTue «dhopmymsapa
JIOKYMEHTA. OcobenHoctu dbopmysipa
JOKYMEHTOB, TIOJTYYECHHBIX PA3JIMYHBIMH CIIOCOOaMHU
JOKYMEHTUPOBAaHUS (TEKCTOBBIMH, MAIIWHHBIMH,
KHHO-, ¢doro-, ¢doHoO-, TEXHUYECKUMH).
WNHuBunyanbHbIA u THUIIOBOU bopmysip
nokymenta. @opmyssip — oOpaseln, ero 3ajgadd B
yHU(UKaIuu TpeOOBaHUM K PEKBU3UTAM JOKYMEHTa
U MX PacoI0KEHUIO.

4.2. Co3nanue M pa3BUTHE TPAJULMOHHON
(hopMBI TOKyMEHTa

®opmymsip TekcToBoro jgokymenta XVI -
XVIlI BB. BimgHue Tpamguuuii W 3aKoHa Ha
ckiaapiBanue opmynsapa aokymenta. Crneunduka
o003HaYeHHUs] HAMMEHOBAaHUSA BHUAA JOKYMEHTAa,
yKazaHhe aBToOpa M COCTaBUTENs JOKYMEHTA.
Oo6o3Hauenue anpecata. OcoOEHHOCTH AATUPOBKU
JOKyMeHTa. Mecto W XapakTep MOJIHUCEH
JOKYMEHTa, «CIpPaBbl» M «IPUIIUCH», aBTOPCKas
noanuck. Buapl nevareit. OTMETKN Ha TOKyMEHTAX.
TpaguIMOHHO CIIOXMBIIAACS CTPYKTypa TEKCTa H
0COOEHHOCTH H3JIOKEHHsI COJCpXKaHMUS PA3TUUYHBIX
BHJIOB IOKyMEHTOB.

®opmysp TekctoBoro nokymenta XVIII B.

3akoHOJAaTeIbHbIE U HOPMATHUBHBIE AaKTHI O
COCTaBJIEHUH U O(OPMIIEHUH TOKYMEHTOB. BimsiHue
HepapXuu «BJACTEH W MECT» Ha Pa3BUTHE BUJOB U
pasHoBHHOCTeH. O003HaUEHNE aBTOpa U €r0 MECTO
B (hopMyJIsipe TOKyMEHTA.

TekcTt mokymeHTa. Ponb 3aKOHOJATEIIBHBIX
akroB  XVIIl  B. B yHudukamum  Tekcra
OTIpe/ICTICHHBIX BHUJIOB JIOKYMEHTOB. [IMCHBMOBHUKH,
COOpHUKHM OOpa3lOBbIX TEKCTOB. 3arojioBOK K
TEKCTY, €ro Ha3HaueHue u mecto. Ckpena. [leuatn u
MpaBWia TONb30BaHUA WUMHU. OTMETKH, UX BUJBI,
Ha3HauYeHUe U MecTo B hopmyrspe.

@opmynsip TekcToBoro jgokymeHta XIX -
Havana XX BB.

PeFHaMeHTaHI/Iﬂ 3aKOHOAATCJIbHBIMHW aKTaMH
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MOpsiZIKA COCTABJICHUS M OGOPMIICHUS IOKYMEHTOB
O0o3HaueHue BUA, aBTOPA JOKYMEHTOB, X MECTO
B popmyssipe. [TosiBnenue GiaHka.

OcobeHHOCTH a/ipecoBaHMsl JJOKYMEHTOB H
opopmnenue pmatel. V3MeHeHue B MOpSIKE
odopmiteHUS IOAIIUCH pasIuyHBIX BU/JIOB
NOoKyMeHTOB. lIpocraBieHue mnedarei. Xapakrep
OTMCTOK Ha NOKYMCHTAax.

CtpyKTypa TeKcTa JOKYMEHTA.

OObmerocynapcTBeHHas yHH(pUKaIUs
JIOKYMEHTOB U CTPYKTYPBI TEKCTOB.

4.3. ®opmyIisip yHpaBICHYECKOTO JIOKYMEHTA
XX-XXI BB.

Bormpockl 10KyMEHTHPOBaHUS, COCTABICHUS U
oopmieHHs JOKYMEHTOB B 3aKOHOJATEIbHBIX W
HOPMATHUBHBIX aKTaX. YHH(UKANUS ITOKYMEHTOB.
BryTtpusunosas yHu(UKaus. Pazeurne
yHU(UKAIMU W  CTaHIAPTU3ALUN  JOKYMEHTOB.
l'ocynapcTBeHHble  cTaHIapThl Ha  JOKYMEHTHI.
Oco0eHHOCTH OpraHu3allOHHO-PACTIOPSIAUTEIbHBIX
JIOKYMEHTOB. I'OCT P 7.0.97-2016
«Opranu3alioOHHO-PacIOPSAUTEIbHAS
NoKyMeHTanusi. TpeOoBaHuss K  0QOpPMIICHHIO
JIOKYMEHTOBY. PexBu3nThI JOKYMEHTOB,
nepeuncisemsle B «lIpaBunax nenonpousBoACTBa B
(benepanbHBIX OpraHax WCHOJHUTEIBHOHN BIAacTU» U
“MeToMUecKUX PpEeKOMEHJAalMs Mo pa3paboTke
MHCTPYKIMHU 110 JIONPOU3BOACTBY B (pesiepaiabHbIX
OpraHax MCIOJIHUTEIbHON BJIACTH .

brnank noxymenta. Bumelr O6mankoB. CoctaB
OJlaHKa, TIOPSAJOK PACIOJIOKECHUS PEKBHU3WTOB B
Omanke. brmaHkum ¢ yriaoBeIM W TPOJOIBHBIM
pAacIIOIOKEHUEM PEKBU3UTOB. [IpaBuia
KOHCTPYUPOBaHUS OJylaHka. biianku c
n300pakKeHUEM TOCYJIapCTBEHHOTO Tepba u Tepda
cyObekTa deaepanum.

ABTOp nokymeHTta. I[lopsmox o0003HAUYECHUS
HAaUMEHOBAHMS OpraHU3aIlMU-aBTOpPa JOKYMEHTA.
CrpaBouHble JaHHBIE 00 aBTOpe, HX COCTaB,
pasMerieHre Ha  OnaHke. ABTOpBI  JIMYHBIX
nokymeHToB. Iloamuch, meyaTh Kak MPU3HAKH
aBTOpa.
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Bun noxkymenTta, ero pasButhe. Bumsl
JIOKYMEHTOB, OIpEeIsIEMbIe 3aKOHOAATEIbHBIMUA 1
HOpPMAaTUBHBIMU akTaMu. CBs3b BUIOB JOKYMEHTOB
u  QYHKUMHA  yhOpaBieHWs.  YKa3aHWe  BHJA
JIOKyMEHTA, €r0 MECTO W Ha3HaveHHe B (HopmyJisipe
JIOKyMEHTA. 3aBUCUMOCTH ()OPMBI JOKYMEHTA OT €T0
BHJIA.

Ob6o3nauenue aapecara. [IpaBuna Hamucanus
azgpecata ¥ MECTO yKazaHHs ajpecara B GpopMmyIsipe
nokymeHnta.  OtpaxeHue  cdepbl  JIeHCTBHA
JIOKYMeHTa B ero aapecare. [lopsmok odopmieHus
JIOKYMEHTa C HECKOJIbKMMH anapecatamu. [lopsaok
o(hopMIIeHHS TIOYTOBOT'O a/Ipeca.

Jlata noxkymeHTa. 3Ha4YeHHE JATUPOBAHUSA
JNOKyMEHTa. ABTOpCKHE  JaThl  (COCTaBJIEHHE,
MOJNKCAHUE), AaThl, OTHOCALINECS K COAEPKAHMIO.
JlaTbl, XapakTepu3yroume »sJaeMeHTa (opMyispa.
Jatsl o0paboTku JIOKYMEHTOB. ITopsinox
odopMIICHHUS JaT.

CocraB yIIOCTOBEPEHHUSI JIOKYMEHTOB.
Ha3nauenne mnoanucanus AokymMeHTOB. IlpaBuia
MNOJINUCH  JOKYMEHTOB  DPAa3JIMYHBIX KaTETOPHiA.
Mecro moxamucu B GopMyJsipe  JTOKYMEHTA.
OnexkTpoHHas noanmuch. OTMeTKa 00 3JIEKTPOHHOU
MIOATIHCH.

Ilevatm W wxX Ha3HaueHwe. Buanl medarei.
l'ocynapcrBenHas repOoBas 1eyarh.
3aK0HOJATEILCTBO 00 W3TOTOBJICHUH u
MOJIb30BaHUM TeyaTsMU. [lopsiiok mpocTaBiIeHUS
OTTHCKA TIeYaTH Ha JIOKYMEHTax.

YTBepxkaeHue JIOKYMEHTOB. Crioco6b1
yrBepkaeHus. CocrtaB  rpuda  yTBepKIeHHUS,
NOpSAOK ero ogopmiieHHs, MecTo B (opmyisipe
JIOKYMEHTA.

CornacoBanue gokymeHTa. [lopsaok ¥ BHABI
cornacoBanusi. Busel u rpud cormacoBaHus, HUX
odopmiieHre, MecTo B GOpMyJTIsipe TOKYMEHTA.

OTmeTkn Ha JoKymeHTax. Wx ponbp B
MPOXOXKIACHAHU W MCTIOJHEHHH JOKYMEHTa, MECTO B
dbopmynspe nokymeHnta. Ocoboe  Ha3zHAYCHHE
PE30ITIOTINH (YkazaHus o UCTIOTHEHHTO
MOKyMeHTa). TpeOoBaHWe K COACpXKAHUIO U
opopmiiennto. OTMETKH O B3SITHH JIOKYMEHTa Ha
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KOHTPOJIb, UCIIOJIHEHUH JIOKYMEHTA U Jp.
4.4. TekcT TOKyMEHTa

[ToHsTHE «TEKCT TOKYMEHTa» MPHU Pa3TUUHBIX
crocobax JIOKYMEHTHUPOBAHHSI. Cuenapuii
MOATOTOBKU JIOKyMeHTa. CojepiaHue MPOCThIX H
CJIOKHBIX JOKyMEHTOB.

IlopsnoK W3I0KEHHS TEKCTa JIOKYMEHTA.
TpeboBaHust 4YETKOCTM M SICHOCTH  TEKCTa
JnoKymeHTa. Jlornueckas  CTpyKTypa  TEKCTa.
B3anmocBs3p conepxkaHus U (QOPMBI JIOKYMEHTA.
dopmManuzanus TEKCTa JOKyMEHTa.

DOnemeHTbl TekcTa. lloHsTHE «3aroJoBOK»
(HaMeHOBaHUE JIOKYMEHTA). Ha3nauenue
3arojioBKa, €ro Mecto B (opmyisipe JOKyMEeHTa
[Ipuno>keHus K TEKCTY U MOPSIOK UX 0OPMIICHHS.

4.5. YHu}puKanys TeKcTa JOKyMeHTa

Yuudukanus AOKyMEHTa Kak OJHO U3
HarpaBJICHUN €ero COBEPIIICHCTBOBAHUS.
[Ipennoceuiku yaudukauu. Meton yHupHUKAIIH.

YHUpUKaIMA CTPYKTYpbl TEKCTa. DJIEMEHTHI
¢dopmanuzanuu.  DopManM30BaHHBIA  XapakTep
TEKCTOB YYETHOM JOKyMEHTaluu. YHUPUKAIMISL
SI3BIKOBBIX cpeAcTB. DopMbl yHUPUKAIUU: TUIIOBOM,
TpadapeTHbIM TEKCTHI, TaOIHIA, aHKeTa, Tpaduku,
JarpamMmabl.

Paznen
JIOKYMEHTALUH

5

CucreMnl

5.1. CKJ'IaI[LIBaHI/Ie CUCTEM JOKYMCHTAallUU

Tloustue «CUCTEMA JIOKYMEHTALAM.
[Ipusnaku cucremsl gokyMeHTanuu. OCHOBaHUS
KJIACCU(PUKAIIMK CUCTEM JIOKYMEHTAIIUH.

Ucropuueckas 00yCIIOBIEHHOCTb
¢dbopmupoBanust cucteM AokyMeHTanmuu. CHCTEMBI
JOKYMEHTAIlMU  YUPEXKJACHUN JTOpPEBOJIOLIMOHHON
Poccum.

PazButne CHCTEM JOKYMCHTAalN Ha
COBpPECMCHHOM JTallc. KauecTBeHHBIE H3MEHCHUS
COCTaBa U COACPKaHUA CUCTEM JOKYMCHTAIINH.

FOCYI[apCTBeHHaSI CUCTCMa JOKYMCHTALIUH.
CDyHI(I_[I/IOHaJ'IBHLIC CHUCTCMBI JOKYMCHTAllUU,
BCAOMCTBCHHBIC CUCTEMBI NI OTPACIICBBIC CUCTCMbI
AOKYMCHTAIIUHU U UX B3aUMOCBA3b.
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5.2. YHudumupoBaHHbIe CUCTEMBI
JTOKYMEHTAIIUU

[lonatne  «yHu(UIUpPOBaHHAs  CHCTEMa
JIOKyMeHTanun». Pa3zpaboTka yHH(PHUIHPOBAHHBIX
CHCTEM JIOKyMEHTAIIUY - HOBBIM 3Tall B YHU(PHUKAIIMN
U CTaHAapTU3alMU JTOKYMEHTOB. XapaKTepPHCTUKA

yYHU(PULIIPOBAHHBIX cucreM JIOKyMEHTALUU.
I'ocynapcrBenHble CTaHJAPThI Ha
yHU(UIIUPOBaHHbIE CUCTEMBI. OmnpIT

MCH(ﬂYHaPOHHOﬁ CTaHJapTU3aluu JOKYMCHTOB.

[IpoexTupoBanre yHUPHUIUPOBAHHBIX (HOPM
JOKYMEHTOB. Merton COJICPKATEIBHOM u
(dbopManbHON yHU(PHUKAIIUH.

Perucrpanuss ~ yHupuuupoBaHHbIX  (GopM
JOKyMeHTOB. llopsimoxk BBeneHus B JICCTBUE
yHH(DUIUPOBAHHBIX (OPM TOKYMEHTOB. AJBOOMBI
($opM yHUDHINPOBAHHBIX JOKYMEHTOB.

Pernamenranus cocTaBa BUJIOB u
Pa3HOBUIHOCTEH  JOKYMEHTOB  OMNPEICICHHOTO
KOMIUIEKCa MO 3ajadyaM yrpaBieHusa. Tabenb Gopm
JIOKYMEHTOB.

Paznen 6 OpranuzanuoHHo-
pacropsiAuTeIbHbIC u
UH(OPMaIIMOHHO-CIIPABOYHbIE
JTIOKYMEHTBI

VYHuuuupoBanHas cucrema
OpraHMU3aLMOHHO-PACIOPSAUTEILHON
nokyMeHTauu. OCOOEHHOCTH CHUCTEMBI, €€ COCTaB.

Opranuzannonssle TOKyMeHTHI. Ilosoxenns,
YCTaBbl, PErVIAMEHTBI, NHCTPYKLNH, MIPAaBHJIIA U Ip.
TpeboBaHust K UX COCTaBICHHUIO U O(QOPMIICHHIO.

PacniopsinutenbHble JIOKYMEHTHI.
[TocranoBnenus, pelieHus, MIPUKA3bI,
pacnopsbkeHMsl, ykasaHus u ap. llopsmoxk mux
COCTaBJICHUS U OPOPMIICHHUSL.

NudopmannoHHO-CIpaBOYHbIE  JTOKYMEHTBI:
AKThbl, CIIpaBKW, OOKJIAAHBIC U OOBSCHUTEILHEIE
3alMCKH, MHUCHbMA, TEJIETPaMMBbl, Tele(h)OHOrPAMMBI.
Hx cocraBnenne u ohopmiieHHE.

OcobenHoct  O0OpPMIICHHSI  JTESTEIBHOCTH
KOJUIETHAIbHBIX OPTaHOB.

Pa3nen 7
CoBeplIeHCTBOBaHUE
JOKYMCHTAIIlMOHHBIX IIPOIECCOB

7.1. PernamenTanus MPOIIECCOB
JIOKYMEHTOOOPa30BaHUs

HeoOxonumMocTs  perynupoBaHHusl Mpoliecca
JIOKYMEHTOOOpa3oBaHUsl. BblisicHeHue U ycTpaHeHue
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NPUYMH HEONPaBIAHHOTO BO3PACTAHUS BHIOBOTO
pasHOOOpa3usi W KOJIMYECTBA  JOKYMEHTOB.
YcraHoBiieHNE 000CHOBAHHBIX KPUTEPHUEB CO3JAHUS
JOKYMEHTOB. dakTopsl, OIpEICTISIONIE
HEOOXOMMBIH KOMILJIEKC JOKYMEHTOB. Tumu3arnms
dopm  mokymeHToB.  Pa3zpaboTka = Hay4HBIX
KOHIIETIMI MeXoTpacieBoil yHupukamuu (Gopm
yIpaBJIeHYeCKUX TOKyMeHTOB. Co3naHue OaHKOB
JTAHHBIX.

[IpaBoBoe peryiupoBaHue nporecca
JOKYMEHTOOOPa30BaHMUs. Dopmbl IPaBOBOTO
peryIrpoBaHUsl.

7.2. HWcnonabp30oBaHUE HOBBIX TEXHOJOIHMHA B
JIOKYMEHTUPOBAHUH

Bisane BHEJPEHUS BBIYHCIINTCILHON
TEXHHKHU Ha 00pa3oBaHUe JOKYMEHTOB. JIOKYMEHT B
anexkTpoHHo  Qopme. IIpobiaema  mpaBOBOTO
pexuMa JTOKYMEHTa, CO3/1aHHOrO0 B 3JEKTPOHHOU
dhopme. OCOOEHHOCTH COTJIACOBAHMS M TIOIMUCAHMS
3JEKTPOHHBIX JOKYMEHTOB.

OcobenHoctu co3naHuss U odopmileHus
JTOKyMEHTOB Ha KOMIIBIOTEPE: HCIIOJIb30BaHHE 0a3

JaHHBbIX, CO3JaHHUC Hla6J'IOHOB, TEKCTOBBIC
pPETaKTOPBI, CIOBAapH, IPOBEpKA TPAMOTHOCTH U
opdorpadumn. CoBpeMeHHOe MpOrpaMMHOE
obecrieueHue.

PazButue cucremsl mnepenaud HMHQOpMALUU
Bo3moxkHOoCTH ~ 6€310KyMEHTHOTO oOMeHa
uHpopMalnuel B ynpaBieHUN.

Paszen 8.
UCTOpHUYECKass |
IICHHOCTH )IOKYMGHTa

Hayuno-
IIpaKTHYECKast

[Tonsarus: «IIEHHOCTH JOKYMEHTa,
«OKCIIEpTU3a LEHHOCTH. Bo3HukHOBEHME
sKcriepTU3bl. BripaOoTka MPUHIIMIIOB U KPUTEPHUEB
OLICHKH LIEHHOCTH JOKYMEHTOB.

Buennss u BHYTPEHHSA KpUTHKA
JOKYMEHTOB. AHallu3 aBTOPCTBA, BPEMEHHU, MECTa
BO3HUKHOBEHHH JOKYMEHTAa. AHalIM3 COACpXKaHUS

JIOKYMEHTA. JlocToBEpHOCTH u LIEHHOCTh
JIOKyMEHTA.

JIOKyMEHTBI c MTOBTOPSIFOLIENCS
uHpopmanuen. Bunst IIOBTOPSAEMOCTH:

IyOJIETHOCTh,  TIOTJIONICHHOCTh, CyMMHpPOBaHHE,
BapUaHTHOCT, pedepupoBanue. Ob6uue
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3aKOHOMEPHOCTH, OIpENEesIoNie BO3HUKHOBEHHE
JIOKYMEHTOB C IMOBTOpsIOLIEiCS HHPOopMaIuei.

3HAYUMOCTh SIBIICHUH, COOBITHH, (DakTOB B
MEPBUYHBIX u BTOPUYHBIX JIOKyMCHTAX,
COOTBETCTBHE COJEp)KAIIehCcss B HUX HH(DOpManuu
OCHOBHBIM WJIM  BCIIOMOTAaTENIbHBIM  (DyHKIHAM
YAPEKICHUS. KOpuanueckas cuia 9THX
JIOKYMEHTOB. Xapaxrep MOBTOPSIEMOCTH,
MIEPUOUIHOCTh 00pa30BaHUs JOKYMEHTOB.

Bri6opouHas orieHKa JOKyMEHTOB.

CreuuvanbHble KpUTEpPUU OLICHKHM HAy4yHO-
texuudyeckon ngokymentanuu (HT/). W3yuenue
BHYTPEHHEI0 COCTaBa JOKyMEHTa IO Mmpobiemam
(temaM) u MozensiM (KOHCTPYKUHUSAM) 3HadyeHUE
HayYHO-TEXHUYECKON HuAeU. 3HAUUMOCTb OOBEKTa
JUISL SKOHOMHKHU. YHMKAJIBHOCTh COOPYKEHUSI WIIU
KOHCTPYKILIHH.

Kpurtepun LIEHHOCTH
KHHO(OTO(POHOTOKYMEHTOB. OCOOEHHOCTH OILICHKH
MAaIIMHOYUTAEMBIX JIOKYMEHTOB.

Paznen 9.
JIOKYMEHTOB

Kommiekcrnl

ITonsatue «KOMILIEKCa JOKYMEHTOBY.
IIepBUYHBIE KOMIUIEKCHI TEKCTOBBIX JTOKYMEHTOB U
nx  Bugel.  Kommekcel ~ TEXHHYECKMX U
KMHO(OTOJIOKYMEHTOB.

CrnoxHble KOMILJIEKCHI. [TonsTust
«JIOKyMEHTAJIbHBI» U «apXUBHBIN»  (OHJBI.
Kommiekcer JIOKYMEHTOB YUPEKICHUH,
OpraHu3alMii W CTPYKTYPHBIX IOJpa3/IeiICHUM.
JInynble boHIbI. ITonsTue «KOJIJICKLIHASD)

AOKYMCHTOB. IlonsTue «aApXUB».

4. O0pa3oBaTejibHbIE TEXHOJIOTUHU

I[J'ISI MMPpOBCACHUSA y‘l€6HLIX 3aHATUH 110 JAUCHUINIMHE HWCIOJIB3YIOTCA Pa3JIAYHbIC 06pa3OBaT€J'H>HLIC
TCXHOJIOTHUH. I[J'ISI OpraHusanyuun yqe6H0r0 mnmponecca MOKET OBITh MCIIOJBE30BAHO 9JICKTPOHHOC 06yquI/Ie
u (I/IJ'II/I) JAUCTAaHIIMOHHBIC O6pa30BaTeJ'IBHBIe TCXHOJIOTHH.

5. OneHka IAHUPYEMBIX pPe3yJabTATOB 00y4eHUs!

5.1. Cucrema oleHUBAHUSA

dopma KOHTPOJIS

Makc. KomyecTBo 0auIoB
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3a oxHy paboTy Bcero

Texymuii KOHTPOJIb:
- ompoc 5 bamtoB 15 Oamnos
-GJTHII -KOHTPOJIbHAS paboTa (TeMbl 2) 15 GamtoB

45 Gamos
- KOHTpOIbHAsI paboTa (TeMsbI 4) 15 GamtoB
- OuI-KOHTpOINBHAs padoTa (Tema 6)
- UTOTOBAst KOHTPOJIbHAS paboTa (Tembl 1-6) 15 GamtoB
[IpomexxyTouHast aTTecTalus 40 6anmoB
(3auer) (Tembr 1-6)
HUroro 3a cemecTp 100 6annoB
- ompoc 5 bamroB 10 6amnoB
- TectupoBanmue (Tema 7) 20 6ayoB
- KOHTpOIIbHasI paboTa (Tema 9) 10 6anmoB
-MTOrOBasi KOHTPOJIbHAst paboTa (Temsr 7-12) 20 6ammoB 50 6annoB
ITpomesxyTouHas arrecTanus (3k3aMeH) (TeMsl 1- 40 6amtoB 40 6annoB
12)

100 6annoB
HWroro 3a ceMecTp (IUCHUTUINHY)

[Toxy4yeHHBIN COBOKYIIHBINM pe3yJIbTaT KOHBEPTUPYETCS B TPAAULMOHHYIO IIKATYy OLEHOK U
B IIKaJy oleHOK EBpormeiickoil cuctemsl nepeHoca u HakoruieHust kpenutoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUU C TaOIUIIEH:

100-0ampHas T Hlxana
caa palUIIMOHHAs [ITKaJIa ECTS
95 -100 A
OTJINYHO
83-94 B
68 — 82 XOpOIIIOo 3a4TCHO C
56 — 67 D
YJIOBJIETBOPUTEILHO
50 - 55 E
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20-49

0-19

HCYAOBJICTBOPUTCIILHO HEC 3a4TCHO

FX

5.2.Kpurepuu BbICTABJIECHUSA OLEHKHU MO IUCIHILIHHE

Bamnsl/
Ixana ECTS

OuneHka 110
JUCLHUILINHE

Kputepun oueHku pe3ynbTaToB OOydYeHUs IO
JTUCIUIINHE

100-83/
AB

«OTIIMYHOY/

«32UTEHO
(oTim4HO)»/

«3a4YTCHO»

BricTaBnsiercsa oOydaromieMycsi, €ciii OH TIIyOOKO U
MPOYHO  YCBOMJ  TEOPETHUYECKHM U  MPAKTUUYECKUUN
MaTepuai, MOXKET MPOJAEMOHCTPUPOBATh ITO HA 3aHATHUAX
U B XOJI€ IPOMEKYTOYHON aTTeCTallUu.

OOyuaromuiicsi  MCUEpIBIBAIOIIE U JIOTUYECKH
CTpOIHO M3naraer yuyeOHbIH MaTepuai, yMEeT YBS3bIBATb
TEOPUIO C IMPAKTUKOM, CHpaBseTCs C pEUIeHHEeM 3ajaady
npoeCCHOHATFHON HANpPaBICHHOCTH BBICOKOTO YPOBHS
CIIO)KHOCTH,  NpPaBUIBHO  OOOCHOBBIBAET  IPUHSTHIE
pereHus.

CBoOosHO  opueHTHpyeTcss B y4eOHOH U
npo¢eccCUOHATILHOM JINTepaType.

Onenka o JUCLUTIIINHE BBICTaBIISAIOTCS
oOyuaromiemycss ¢ Y4€TOM pe3ylbTaTOB TeKylled W
IIPOMEKYTOYHOU aTTECTALUU.

Komniereniuu, 3akperui€HHblE 3a AUCUUILUIMHOM,
c(hopMHUPOBAHBI HA YPOBHE — «BBICOKUID.

82-68/

«XOpOLIO»/

«324TE€HO
(xoporo)»/

«3a4YTCHO»

BricTaBnsiercs oOyuaromiemycsi, €Clid OH 3HAaeT
TEOPETUUECKUI U MPAKTUYECKUNA MaTepuai, rpaMOTHO U 1O
CyLIECTBY WM3JlaraeéT €ro Ha 3aHATUAX M B  XOJe
MIPOMEXKYTOYHOU aTTECTALINM, HE IOITyCKasl CYyHIIECTBEHHbBIX
HETOYHOCTEH.

OO6yyaromuiics MIPaBUJILHO MPUMEHSIET
TEOPETUYECKHE TTOJIOKEHUS TPU PEUICHUH MPAaKTUYECKIX
3amad  Mpo(ecCHOHANBHOW  HANpaBIEHHOCTH  PAa3HOTO
YPOBHS CJIOXHOCTH, BJIaJeeT HEOOXOIWMBIMHU JIJISI STOTO
HaBBIKAMU U PUEMAMHU.

JIOCTaTOuHO XOpOILIO OPUEHTHUPYETCs B Y4eOHOH U
npo¢ecCHOHATILHOMN JITepaType.

O1enka 1o UCIUILINHE BEICTaBIISIOTCS
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Bamnsl/
xana ECTS

OrneHka
JUCLUILINHE

110

Kputepun omeHku pe3ynbTatoB OOydYeHUS IO
JTUCIUIINHE

oOydaromemycss ¢ Y4€TOM pe3yjbTaToB TeKylled W
MIPOMEXYTOYHOM aTTecTaliu.

Komnierennuu, 3akperi€HHble 332  JUCHUIUIMHOM,
c(hOpPMHUPOBAHEI HA YPOBHE — «XOPOIIHII».

67-50/
D,E

«YIOBJIETBOP

U-TEIBbHOY/

«3aUTCHO
(ynoBneTBopu-
TEJBHO)»/

«3a4YTCHO»

BrictaBnsiercss oOydaromiemycsi, €CId OH 3HAeT Ha
0a30BOM YpPOBHE TCOPETHYSCKHA W  MPAKTHYCCKHMA
Marepuai, JOMYCKAaeT OTAC/IbHbIE OIMMUOKK TIPU €ro
W3JI0’)KCHUM HA 3aHIATHSAX W B XOJ€ MPOMEKYTOUHOMN
aTTeCTaluu.

OOyuarouuiics HCIIBITBIBAET OIpeaeaEHHbIC
3aTpyAHEHUSA B IIPUMEHEHHM TEOPETUYECKUX I10JIOKCHUHN
IPU PELIEHUU MPAKTUYECKUX 3a/ad MpoQecCHOHATbLHON
HAIIpaBJIEHHOCTH  CTAHJAPTHOIO YPOBHS  CJIOXKHOCTH,
BJIa/ICET HEOOXOAMMBIMU ISl 3TOr0 0a30BBIMM HaBbIKAMH
U NIpUEMaAMHU.

JleMOHCTpUpYyET JOCTATOYHBIA ypPOBEHb 3HAHHUS
y4eOHOW IuTepaTyphl O JUCIHUILINHE.

Onenka o JUCLUIIIINHE BBICTaBJIAIOTCS
oOyuyaromiemycss ¢ Y4€TOM pe3yJlbTaToOB TeKylled WU
IIPOMEKYTOYHOU aTTECTALUU.

Komnierennuu, 3akperi€éHHble 3a AUCHUILUIMHOM,
c(hOopMHUPOBAHBI HA YPOBHE — «TOCTATOYHBII».

49-0/
F,FX

«HCYHOOBJICTB

OPHUTENBHO»/

HE 3a4TCHO

BricTaBnsiercss oOy4aroliemMycsi, €ciid OH He 3HaeT Ha
0a30BOM YpPOBHE TEOPETHUYECKUH U  MPaKTHUUYECKHIl
MaTepuai, JONyckaeT rpyOble OWHMOKM TpU  €ro
U3JI0)KEHWU Ha 3aHATHSIX W B XOJA€ IPOMEKYTOUHOMH
aTTECTallUH.

OO6yyaromuiics WCIIBITHIBAET CepbE3HBIE
3aTpyAHEHUS B NPHUMEHEHUHM TEOPETUYECKUX IOJIO0KEHUMN
IpU PELIEHUH NPaKTHUUYECKUX 3a4ad NPOo(eCCUOHAIBHON
HaIpPaBICHHOCTU CTAHJAPTHOIO YPOBHS CIOXKHOCTH, HE
BJaJeeT HEOOXOAMMBIMU JJsl 3TOTO HAaBBIKAMHM U
IPUEMAMH.

JlemoHcTpupyeT (parMeHTapHble 3HAHUA Y4eOHOM
JUTEPATyphl 110 AUCHHUIIINHE.

OreHka o JUCIHUILINHE BBICTABJISIFOTCS
oOyuyaromiemycss ¢ Y4€TOM pe3yJlbTaTOB TEKyLled H
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Bamner/ Onenka 1o Kputepun OIIGHKH pe3ysbTaToOB OOydYeHHUS IO
xana ECTS | qucuuruinae IUCLUAIUINHE

HpOMe)KYTOqHOﬁ aTrecranuu.

Komnerennuu  Ha  ypoBHE  «IOCTAaTOYHBIIY,
3aKpeIuIEHHBIC 32 TUCIMIIMHOMN, HE chOpMUPOBAHBI.

5.3. OueHouyHble cpeacTBa (MaTepuaJibl) AJIsl TEKYIEr0o KOHTPOJIsSl YCIIeBAeMOCTH,
MPOMEKYTOYHON ATTECTAIMU 00YUAOIIUXCA MO JUCHUIINHE (MOIYJII0)

Ilepeuens 6onpocos Kk KOHmMpPONbLHOU pabome no meme 2.

Uewm 3aHMMaeTcCs HayyHas TUCHUILIMHA JOKYMEHTOBEICHHE?

C KaKMMH Hay4YHBIMH JUCUUIUIMHAMHU CBSI3aHO JJOKYMEHTOBeIeHHE?

HazoBuTte 3akoHOaTENBHBIE AKTHI, PETYJIHPYIONINE BOIIPOCH JOKYMEHTHPOBAHHS.

Ilepeuncinnre HOPMAaTUBHBIE IIPaBOBBIE aKTHI, peryaupyromnme BOIIPOCHI
JIOKYMEHTHUPOBAHUS.

I[aﬁTe XapPaKTCPUCTUKY HOPMATUBHO-MECTOAUYCCKUM JOKYMCHTAM 110 ACJIOIIPOU3BOACTBY.

Hazosute YUYCHBIX, UCCIICAYIOUINX BOMIPOCHI IOKYMCHTOBCACHM .

Ilepeuens 6onpocoe k Konmpoavnoi pabome no meme 4.
Kakwue Bbl 3HaeTe cnocoObl TOKyMEHTUPOBAHUS?

[lepeuncnure 3Tanbl pa3BUTUS TEKCTOBOTO JOKYMEHTHPOBAHHS, CPAaBHUTE UX MEXIY
co0oii.

Pacckaxxute 06 0COOEHHOCTSIX TEXHUUYECKOTO TOKYMEHTHPOBAHUSI.
B yem 3akimtouarorcs 0cOOEHHOCTH KMHO, ()OTO U (POHOJJOKYMEHTUPOBAHUS?

CpaBHI/ITC M3BECTHBIE BaM CITOCOOBI JOKYMCHTHPOBAHUA MCIKIY 0060171, Ha30BUTC HX
npeumynieCcTBa 1 HSJOCTATKH.

JlaiiTe XxapakTepUCTUKY MaTepHaJbHBIM HOCHUTEISIM MH(OpMallUd U CPAaBHUTE UX MEXKIY
CcO0O0H.

Ilpumepuot 61uU-KOHMPOTLHBIX padom no meme 6
Kakwue oOparienns ObUTH TPUHATHI B KOHKPETHBIM UCTOPUYECKUI mepuo?

(IPOBECTH CTPEIKH)
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XIX Bex TOBapUILLY

CoBerckuii nepuoa HBany MBanoBuuy

90-e roasr XX Beka MusnocTuBOMY Trocyaapro
CoBpeMEHHOCTh TOCIIOIUHY

KakuMu WTOTOBBIMH (ppazaMu 3aKaHYMBAJIOCh CIY)KEOHOE MHUCHMO B KOHKPETHBIH
MCTOPUYECKU ITeproa?

(TIpoBeCTH CTPEIIKH)

XVI, XVII Beka ¢ T1y0oUYal M MOYTEHUEM

XIX Bek C YBaXKECHUEM

CoBerckuii nepuoj C KOMMYHHUCTUYECKUM MPUBETOM
CoBpeMEHHOCTD IMape rocynapb, CMAIIyHCS, TIOKAIY I

Ilepeuens 6onpocoé Kk umoz060it KOHmpobHoU padome Ne 1
JIOKyMEHT M €ro MecTO B CUCTEME YIIPABIICHHUS.

3aKOHOJATEIbHBIE TPABOBBIC AKTHI, PEIrIAMEHTUPYIOIIME CO3/aHuE M 0(QOpMIICHHUE
JIOKYMEHTOB.

HOpMaTI/IBHO-MCTOI[I/IquKI/IC AKThbI, OHNPCACIAIONINEC MOPAAOK CO3JaHUA U O(I)OpMJ'ICHI/ISI
JAOKYMCHTOB.

ZIOKYMCHTOBeHeHI/Ie KaKk Hay4dHasd JUCHUIUIMHA W €€ CBA3b C JPYTMMH Hay4YHBIMU
JUCHUITJIMHAMU.

[Toustue «I/IH(I)OpMaI_II/ISI» " €ro pa3sBuTHC.

ITousTue CAOKYMEHT» U €0 pa3BUTHUC.
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Cas13b HH(pOpMALMY U TOKYMEHTA.

OO0mme 1 yacTHbIE (PYHKIUU TOKYMEHTA.

Crioco0Obl TOKYMEHTHPOBAHUS U UX Pa3BUTHE.

TekcToBOE JOKYMEHTUPOBAHUE U 3TAllbl €r0 Pa3BUTHUS.

[Tuktorpammsl. [Ipumenenne NuKTOrpaguuecKkoro NUCbMa Cero HsI.
Jlororpammsl. Mcnonb3oBanue J0rorpaMm CerogHs.

TexHnYecKkoe JOKYMEHTHPOBAaHKUE. BHUbI KOMIIIEKCOB TEXHUYECKON JOKYMEHTALIMH.
®doronokymentupoBanue. [lossienue, pa3BuTue, IpUMEHEHUE.
Kunonoxymentuposanue. [losBnenue, passutue. Buneosanuce.
®donookyMeHTHpOBaHue. [losBnenue, pa3BuTue, IpUMEHEHUE.
Marepuan s JOKyMeHTUpOBaHus. Ero passurue.

[lopnuuuuky u konuu. Bunel konui. [lopsanok yaoctoBepeHUi KOMUM.
Dopmynsap nokymenTta. TumoBoi popmyiisip, popmysp-odpaserr.
Passutne popmymnsapa nokymenta B XVI-XVII BB.

®opmyisip nokymenta XVIII B.

®dopmyIsip TekcToBOro gJokymenta X1 X- nagana XX BB.

Ooépa3zuvt mecmoe no meme 7
Bomnpoc 1
Bu3za oguumanbHOro 10KyMeHTa 3T0:

A) PEeKBU3HUT JOKYMEHTA, BBIPAXKAIOIINN COTJIACUE MJIM HECOIJIacus J1I0JKHOCTHOIO JIMIA C
coJIep’KaHuEM JIOKyMEHTa

b) Haanuck Ha TOKyMeHTe, ceTaHHas! TODKHOCTHBIM JIMIIOM U COZEpIKaIlasi IPHHATOE UM
perieHue

B) moanucanue J0KyMeHTa €ro COCTaBUTEIeM

Bompoc 2

Bu3bl npocTaBistoTes:

A) paOOTHHUKOM, [T€YaTaBIIUM JOKYMEHT
b) paGoTHrKamu cBOell OpraHu3anuu

B) paGoTHuKamMu IpyruxX opraHu3anuil
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Bompoc 3

B xakue PCKBU3UTHI JOKYMCHTA J1aTa BXOAUT KaK COCTaBHasA 4acTh?

a) rpu¢ yTBEpKICHUS B) MTOATHCH
0) BU3a COTJIACOBAHUS T') PE30JIIOLHS
Bomnpoc 4

OO0t G1aHK JOKYMEHTA BKJIIOYACT B CeOS CIIEIYIONNE PEKBU3UTHI

A) I/I306pa)KCHI/IC rep6a, 3M6J'IGMBI, MCCTO IJId pa3MCIICHUS HA3BAHUA BHUIAAa HOKYMCHTA,
MECTO IJI1 AaThl © HOMEPA JOKYMCHTA, MECTO COCTABJICHUSA

b) uzobOpaxenue repba, >mMOIIeMbl, HAUMEHOBAHHE OpPTaHU3AIMU aBTOpPa, MECTO MJIA
pasMCIICHUA Ha3BaHMA BHAAa JOKYMCHTA, MCECTO IJid JaTbl WM HOMCpa AOKYMCHTA, MCCTO
COCTaBJICHUS

B) uzoOpaxenue repba, »mMOIEeMbl, HAaUMEHOBaHUE OPTaHU3AIMH aBTOPA, MECTO [
pa3MelieHus Ha3BaHMs BUIa JOKYMEHTA, CIIPABOYHbIE JaHHbIe 00 OpraHU3aIii, MECTO VISl IaThI
¥ HOMepa JIOKyMEHTa, MECTO COCTaBIICHUS

Bomnpoc 5
Kakue u3 nepeunciieHHbIX JOKYMEHTOB TPEOYIOT yTBEpKIECHU?
A) ycraB b) mtatHoe pacniucanue B) npukassl

I') noknagusle 3anucku /) JOKHOCTHBIE HHCTPYKITUH

Bompoc 6
TunoBo# hopMyIsp mpuKaza COACPKUT CIAEAYIONUINE PEKBU3UTHIL:

A) repd (oMOneMy), HaUMEHOBAHHWE OpTraHU3AIMH-AaBTOpPA, CIPABOYHBIC JIaHHBIE OO0
OpraHW3aIi, HAMMCHOBAaHUE BHJIa JIOKYMEHTa — IPHUKa3, JaTy, HOMEp, MECTO COCTABJICHUS,
3aroJIOBOK K TEKCTY, TEKCT, TOANKCH, BU3bI COTJIACOBAHUS

b) rep6 (s>mOmeMy), HauMEHOBaHHE OpTraHHU3AIMH-ABTOPA, HaMCHOBAaHHE BHJIA
JIOKyYMEHTa — MpPHUKa3, JAaTy, HOMEpP, MECTO COCTABJIE€HUs, 3ar0JOBOK K TEKCTY, TEKCT, OJINMKCH,
BH3bI COTJIACOBAHUS

B) rep6 (oMOiieMy), HaWMeHOBAaHHWE OpraHH3aI[MH-aBTOpa, HaUMEHOBAaHHE BHJIA
JIOKyMEHTa — TIpUKa3, JaTy, HOMEpP, MECTO COCTAaBJICHHS, 3ar0JIOBOK K TEKCTY, TEKCT, ITOJIIHCH,
1evaTh, BU3BI COTJIACOBAHUS

Bomnpoc 7
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B ympaBineH4ecKko# MpakTUKE MPUMEHSIOT CJICTYIONTNE BUIbI OJJAHKOB:
A) G1aHK TMCbMa

b) Gi1ank KOHKPETHOTO BU/Ia JOKYMEHTA

B) o6mmii 61ank

J1) GraHK Gu3NYecKOro auma

Bomnpoc 8

JIoKkymMeHTUpOBaHUE 3TO:

A) mporiecc IBUKEHHS IOKYMEHTOB B OpraHU3aluu

b) 3anmch nHpOpManK HAa PA3TUIHBIX HOCUTEISX IO yCTAaHOBJICHHBIM ITPaBUIIaM
B) co3nanue nokyMeHTOB

I') pabGota ¢ mokyMmeHTamMu

Bormpoc 9
K opranu3aiimoHHBIM JTOKYMEHTaM OTHOCSTCS:

A) ycraBsl 0) mpaBwiIa B) aKThl T) IpUKa3bl ) UHCTPYKLUU

Bomnpoc 10
['ep6oBoii meuaThio (TIEUaTHI0 OPTaHU3AIUH ) 3aBEPSIOT:
A) rapaHTuiiHble MHUCbMa 0) MPOTOKOJIBI 3aCEaHUN  B) MIPUKA3HI

') mOoroBOpHI 1) TPYAOBBIC KHIKKH

Bompoc 11
DopMysp TOKYMEHTA 3TO:

A) Habop pexkBH3UTOB O(PUIMAIBHOTO MHUCBMEHHOTO JOKYMEHTa, paclOJIOKEHHBIX B
OIPEEIIEHHON MTOCIIEN0BATEILHOCTH

b) nopsaok 06paboTKH TOKYMEHTOB

B) MuHMMAaNbHBIHA 51eMEHT 0QOPMIIEHHS TOKYMEHTa

Bormpoc 12

WHupopmanimoHHO-CTIPaBOYHbII JTOKYMEHT 3TO:
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a) JlokymeHt, conepkaumuii uHpoOpMaHM0 O (PAaKTHUECKOM IOJOKEHUHU e, KOTOPbII
CIIy’KHT OCHOBAaHHMEM JUIs IPUHATHUS PELICHHIA

0) lokyMeHT, OpraHu3yIomuid padoTy yupexKaeHus
B) JIokyMeHT, B KOTOpOM 3a(pMKCHPOBAHbI PACTIOPSIKEHUS PYKOBOJICTBA

r) JlokyMeHT, GUKCUPYIOIIUN AeSITENFHOCTD KOJUIETHAbHOTO OpraHa

Bomnpoc 13

Bbnank ¢ nzobpakennem rocygapcTBeHHOTo repba Poccuiickoit depepanny MOTYT HMETh!
a) JlrobGas opranuzanmsi, 3aperucTprupoBaHHas Ha TeppuTopuu Poccuiickoit denepamnuu
0) Kommepueckas pupma, 3apeructpupoBantas Ha Tepputopun Poccuiickoit denepannu

B) YupexaeHus W OpraHusauuu, ykasaHHble B KoHcTuTynumoHHom 3akoHe «O repbe
Poccniickoit denepanum»

r) YupexxaeHus U oprauusanuu, ykazanuele B Koncturynuu PO
Bomnpoc 14

K pexBu3uTaM, IpuAAONIM JOKYMEHTY IOPUIMUECKYIO 3HAYMMOCTh OTHOCSITCA
a) repo PO

b) oTMeTKa 0 moCTyIIeHHH JJOKYMEHTa

B) NIOJINHCH

I') aBTOp JJOKYMEHTa

[lepeueHp BOPOCOB K KOHTPOJIBHOU paboTe 1o Teme 9

Yro Takoe yHH(PUKALUSA TOKYMEHTOB?

Jaiite onpeneneHue cucreMe JOKyMeHTaluu

Uro Takoe yHU(PHUIUPOBAHHBIE CHCTEMBI JIOKyMEHTAIIMH, HA30BUTE HX.

Kakue BUJIbI JOKYMCHTOB BXOIAT B COCTaB YHH(I)HHHPOBaHHOﬁ CUCTCMBbI OPTraHU3alIUOHHO-
paCHOpHHHTeHLHOﬁ JOKYMCHTallUU.

Ilepeuens 6onpocos K umozoeoit KOHmMpobHoU padbome Ne 2

[TonsTHS «yHU(DUKATUI) U «CTAHIAPTU3ALMD JOKYMEHTOB.

Pa3BuTne yHuuKauuu 1 crangapTuzanuu Jo0kyMeHToB Bo Il monoBune XX B.
['OCT P 7.0.97-2016. Ero conepxanue, 3HaUCHHE.

TpeGoBanusi K KOHCTpyHpOBaHHWIO OyiaHkoB. Bunbl OnankoB. bianku mnpeanmpusiTuil
pazIuYHBIX (HOPM COOCTBEHHOCTH.
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PekBU3UT «HauMeHOBaHKHE OpraHU3alMU-aBTOPa TIOKyMEHTa», TpeOOBaHUs K HEMY.
PexBHU3HT «cripaBOYHbIE JaHHBIE 00 OPraHU3aUN-aBTOPE TOKYMEHTa», €0 COCTAB.
PexBu3ut «aapecat», €ro 3Ha4eHUE U COBPEMEHHbIE TpeOOBaHUs K 0(POPMIICHHIO.
JHatsl. TpeboBanus k ux ohopMIICHUIO; JaTa KaK COCTaBHAs 4acTh APYTUX PEKBU3UTOB.
PexBu3NT «perucTpaliioHHbI HOMEP JOKYMEHTa, €ro 3HaYeHHE.

PexkBu3uT «ccopuika Ha peFI/ICTpaHI/IOHHHﬁ HOMEp UM OaTy AOKYMCHTa», KOoria W rac OH
IMPOCTaBJIACTCA.

[Topsimok cornacoBaHus JOKYMEHTOB U OQOPMIICHHS BHYTPEHHETO | BHEIIHETO
COIIaCOBaHUsA

[Topsimok yTBEepKACHUSA JOKYMEHTOB, BU/bl YyTBEPKICHHUS.
ITopsinok moanucanus TOKyMEHTOB.

[Tewath Kak pEKBU3UT JOKyMeHTa. Ha KakuxX JOKyMEHTax IPOCTaBIsETCS TepOoBas
1eyarh.

Cocrasn YAOCTOBCPCHUSA AOKYMCHTOB. HpaBHna O(l)OpMJ'IeHI/ISI PCKBU3HUTOB,
YAOCTOBCPAOIIHNX JOKYMCHT.

OTMeTKH Ha IOKYMEHTE, UX 3HaueHue u opopMieHHE.

Pesomonus. E€ 3Hauenue. TpeOoBaHus, NpeabsBIsIEMbIE K PE3OJIIOLUU.
PexBU3UT «OTMETKA 00 HCIIOIHUTENEY, €TO 3HAYCHHUE.

PexBu3uTHI, Npuaaromuye JOKyMEHTY FOPHINYECKYIO 3HAYUMOCTb.
YHuUKams TeKCTa JOKyMEHTa.

TpadaperHsle TekcThl. MeToanka pa3paboTKu.

CnocoObl npeacTaBieHNUs YHU(PUIIMPOBAHHBIX TEKCTOB (aHKETHI, TaONUIIbI, TpadapeTHbie
TEKCTHI).

OO6u1e TpeOOBaHUS K TEKCTY JOKYMEHTA.

ANTOpPUTM MOATOTOBKU JJOKYMEHTA.

DNEeMEeHTHI TeKCTA: 3aT0JI0BOK, IPUIIOKEHUS, TPEOOBAHUS K HUM.
JIMHrBUCTUYECKHE OCOOEHHOCTH TEKCTOB CITYKEOHBIX IOKYMEHTOB.

[ToHsiTHE «CUCTEMBI TOKYMEHTALIMI, Pa3BUTHE CUCTEM.

[TonsiTre «yHU(DUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIIUNY.

Hasnauenue, onpenenenue u cocra Y COP/I.

TpeGoBaHMsI K COCTABICHHUIO U O(OPMIICHUIO OPTAHU3AIMOHHBIX JOKYMEHTOB.

Tpe6OBaHI/I$I K COCTaBJICHUIO U O(bOpMJ'IeHI/IIO pacnopAauTCIbHBIX JOKYMCHTOB.
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TpebGoBanus K COCTaBICHHUIO U O(OPMIICHUIO PUKA30B.

TpeGoBaHMsT K COCTaBICHHIO U O(GOPMIICHUIO OOBSCHUTENBHBIX M JIOKJAIHBIX 3aMUCOK
(BHELIHUX U BHYTPEHHUX).

TpeOoBaHMs K COCTaBICHUIO U O()OPMIICHHIO CIIPABOK (BHUJIbI CIIPABOK, CIIPABKU BHEIIHUE
Y BHYTpPCHHHUE).

TpeGoBanus K COCTaBICHHUIO U OQOPMIICHHUIO aKTa.

TpeOoBaHusi K COCTaBICHHUIO W O(GOPMIICHHIO CIIy)KeOHOTO mNHChbMa. Pa3sHOBUIHOCTH
MTUCEM.

TpeOoBaHuUs K COCTABICHHIO 1 0QOPMIICHHIO TEJIEIPaMM.
Ocobennoctu GpopmyIsipa TeaePOHOTPAMMBIL.

AJIFOpI/ITM IMOATOTOBKH U IMPOBCACHHWA COBCIIAHMA. I[OKyMeHTI)I, CO31aBaCMBIC B ITPOLIECCE
HOArOTOBKH COBCIIAHUA.

TpebGoBaHMsI K COCTaBICHHUIO U O(OPMIICHHUIO MPOTOKOJA.

[ToHsITHE KOMITJIEKCOB IOKyMEHTOB. IlepBUUHBIE KOMITJIEKCHI TEKCTOBBIX JOKYMEHTOB.
[TonsiTHs «IOKYMEHTAIBHBIN QOHI U «apXuBHBIN GoHI». X paznuyue.

CrnosxHble KOMILJIEKChl. BeTOMCTBEHHbIE apXUBBI.

CnosxHble koMILieKesl. ['ocyiapcTBeHHble apxuBbl. CeTh TOCY1apCTBEHHBIX apXHUBOB.

[ToHsATHS «II€HHOCTH JOKYMCHTa», «IKCICPTHU3a HNCHHOCTU. BO3HI/IKHOB6HI/IC, pPa3BUTHUC
9KCIICPTU3BI.

[IpyuHIUIIBI, KPUTEPHUH SKCIIEPTU3BI LIEHHOCTU JOKYMEHTOB.

Ilepeuens 6onpocos K ycmnomy IK3ameHny no ecemy Kypcy

[Tepeuenp BOpOCOB I MOATOTOBKH K 3K3aMEHY 10 TUCLHUIUIMHE “J[OKyMEHTOBEIeHUE”
JIOKyMEHT M €ro MECTO B CUCTEME YIIPABIICHUS.

3akOHbl M WHBIC HOPMATHBHBIC MPABOBBIC aKThI, PETJIAMEHTHPYIOIIUE CO3JaHUE WU
odopMIIeHHE JOKYMEHTOB.

HOpMaTI/IBHO-MCTOI[I/IquKI/IC AOKYMCHTHI, ONpCACIIAIOIHNE IMOPAAOK  CO3JaHUA U
O(I)OpMJ'ICHI/ISI HAOKYMCHTOB.

ZIOKYMCHTOBeHeHI/Ie KaKk Hay4dHasd JUCHUINIMHA M €€ CBA3b C JPYrMMHU Hay4YHBIMU
JUCHUITJIMHAMU.

[TousTue «I/IH(I)OpMaI_II/ISI» " €ro pa3sBuTHC.

ITousTue CAOKYMCEHT» U €0 pa3BUTHC.
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CBs13b nH(OpMALIUY U TOKYMEHTA.

OO0mme 1 yacTHbIE PYHKIIUU TOKYMEHTA.

Crioco0Obl TOKYMEHTHPOBAHUS U UX Pa3BUTHE.

TexcToBOE JOKYMEHTUPOBAHUE U 3TAIIbl €I0 PA3BUTHSL.

[TukTorpammsl. [IpumMenenne MUKTOrpaguuecKoro MUChbMa Cero IHSI.
Jlororpammsl. Mcniosnb3oBaHue J10rorpaMM CEroiHs.

TexHnueckoe T0KyMEHTUpPOBaHUE. BHUIbI KOMIIJIEKCOB TEXHUYECKON JOKYMEHTALIMH.
®doronokymenTupoBanue. [lossienue, pa3BuTue, IpUMEHEHUE.
KunonokymentupoBanue. [losiBinenue, pa3Butue, npuMeHEHUE.
®oHonokyMeHTHpoBaHue. [losBienue, pa3BuTue, NpUMEHEHHE.
Marepuan nius JOKyMeHTUpOBaHus. Ero passurue.

[lopnuuunky u konuu. Bunel konui. [lopsanok yaocTtoBepeHU KOUM.
Dopmynsap nokymenTta. TumoBoi popmyiisip, popmysp-odpaserr.
Passutne popmymnsapa nokymenta B XVI-XVII BB.

®opmyisip nokymenta XVIII B.

dopmyIsip TeKCTOBOro JokyMenTa X1 X- nagana XX BB.

[TonsATHS «yHUDUKALUA) U «CTAHIAPTU3ALUI) JOKYMEHTOB.

I'OCT P 7.0.97-2016. Ero coneprkaHue, 3HaA4€HWE W BO3MOXKHOCTH HCIIOJIB30BAHHS B
COBPEMEHHBIX OpPTaHHU3AIIHSIX.

HpaBI/IJ'Ia ACJIOMPOU3BOJACTBA B TOCYAAPCTBCHHBIX OpraHax, oOpraHax MCCTHOI'O
CaMOYIIpaBJICHUA (conepmaHI/Ie, 3HAYCHUC U BO3MOXHOCTH I/ICHOJ'IB30BaHI/IH).

MGTOI[I/I‘IGCKI/IC PEKOMEHAAaIUuU 110 pa3pa60TKe I/IHCprKI_[I/IP’I o ACJomnmpou3BOoACTBY B B
TOCYJApCTBCHHBLIX OpraHax, OopraHax MECTHOI'O CaMOYIIPaBJICHUA (conepmaHne, 3HAYCHUC U
BO3MO>XHOCTHU I/ICHOHBSOBaHI/ISI).

[TpumepHas UHCTPYKLUS MO JIE€JIONPOU3BOJICTBY B TOCYJAapCTBEHHBIX opraHu3anusax 2018
r. (conepxanue, 3HaUCHUE ¥ BO3MOKHOCTH MCIIOJIb30BaHMUA).

CocraB pexkBu3uToB 6mankoB. Kimaccuduxarms 61aHKoOB.

PexBU3UT «HaMMEHOBAaHNE OPTaHU3AIMN-aBTOPa TOKYMEHTa», TPeOOBAaHUS K HEMY.
PexBu3uT «crpaBouHbIe JaHHBIE 00 OPraHU3AIMN-aBTOPE JOKYMEHTA», €ro COCTaB.
PexkBu3uT «agpecaty, ero 3HaY€HUE U COBPEMEHHbIE TPeOOBaHUS K O(OPMIIEHHIO.
Hate1. TpeboBanus K uxX opOpMIICHHUIO; TaTa KaK COCTaBHAS YacTh IPYTUX PEKBU3UTOB.

PexBuzur «peFI/ICTpaI_[I/IOHHLIﬁ HOMCPp JOKYMCHTa», €0 3HAYCHUC.
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PexkBu3uT «ccrhuika Ha peFI/ICTpaHI/IOHHHﬁ HOMEp M JaTy AOKYMEHTa», KOrjga M rac OH
IMPOCTAaBJIACTCA.

[Topsimok cornacoBaHusi JOKYMEHTOB W O(QOPMIICHHS BHYTPEHHETO M BHELIHETO
COIIaCOBaHUsA

[Topsimok yTBEpKIeHUS! JOKYMEHTOB, BUJIbI YTBEPKACHHUS.

HOpHI[OK noarnucCanuss JOKYMCHTOB. BJ'ICKTpOHHaH IIOAIINCH. OtmMmeTKa 00 BHGKTpOHHOﬁ
OAIMMUCH.

IIeuats Kak PCKBU3HUT JOKYMCHTA. Ha xakux AOKYMCHTAX IMPOCTABIACTCA OTTHUCK IICUATH.

CoctaB  ymoctoBepeHHs:  JOKyMeHTOB.  I[IpaBuia  odopmieHHS  PEKBU3HUTOB,
YAOCTOBEPSIOLIUI TOKYMEHT.

OTMeTKH Ha IOKYMEHTE, UX 3HaYeHuEe U 0popMIICHHE.

Pezomorus. E€ 3nauenue. TpeboBaHus, IPEAbIBISIEMbIC K PE30JTIOIHH.
PexBU3UT «OTMETKA 00 UCIIOJIHUTEIIEY, €Er0 3HAUECHHE.

PexBu3uThl, npuaaromme JOKYMEHTY FOPUANYECKYIO 3HAYUMMOCTb.

YHaudukamus Tekcra JgokymeHnTta. CrocoObl MpeacTaBiIeHus YHUDUITUPOBAHHBIX TEKCTOB
(aHKeTHI, TAOIUIIBI, TpahapETHBIC TEKCTHI).

OO0mme TpeOoBaHuUs K TEKCTaM YIIPABICHUYECKUX JOKYMEHTOB.
AJNTOPUTM MOJITOTOBKH JOKYMEHTA PACHIOPSAUTEIBHOTO TOKYMEHTA.
DJeMEeHTHI TEKCTa: 3aroJ0BOK, MPHIIOKEHHSI, TPEOOBAHUS K HUM.

IlonsiTHe «CUCTEMBI JOKYMEHTAIlUW», pa3BUTUE CUCTEM JOKyMeHTauuu. llonsaTue
«yHU(ULUPOBAHHbIE CUCTEMBl JIOKyMeHTauuu». Ha3HaueHue, ompeneneHue U COCTaB
YHupuuupoBaHHON cUCTEMBI OpraHU3aMOHHO-PACIIOPAIUTENBHON TOKYMEHTALINH.

Tpe6OBaHI/I$I K COCTaBJICHHUIO H Oq)OpMJ'IeHI/IIO OpraHHU3allMOHHBIX  JOKYMCHTOB
(HOJ'IO)KCHI/IC, yCTaB, HHCTPYKIHSA, PCTIIAMCHT, IITAaTHOC paCHI/ICElHI/Ie).

TpebGoBaHMsI K COCTaBICHUIO U O(DOPMIIEHUIO PacHOPSAUTEIbHBIX JTOKYMEHTOB (IIpHUKa3,
pacnopsKeHHe, pellieHue, OCTaHOBIEHHE, IPOTOKOM).

Tpe6OBaHI/I$I K COCTaBJICHUIO U OCI)OpMJ'ICHI/IIO 06’B$ICHI/ITGJ'IBHLIX, AOKJIaAHbIX U CJ'Iy>KC6HBIX
3aIInuCOK.

TpeboBaHUs K COCTABICHHUIO U O(POPMIICHHIO CIIPABOK (BHIBI CIIPABOK).
TpeGoBanMs K COCTaBICHUIO U O(OPMIICHUIO aKTOB.

TpeboBaHusl K COCTaBIEHUIO W O(opMIeHHI0 ciayxkeOHoro mnuchMa. Kiaccudukarms
CITy>K€OHBIX ITUCEM.

AJIFOpI/ITM MMOATOTOBKHU M IPOBEACHUA COBCIIAHMA. HOKyMeHTBI, CO31aBaCMBIC B ITPOLIECCE
IOATOTOBKHU COBCIIAHWA.

Tpe6OBaHI/I$I K COCTaBJICHUIO U O(bOpMJ'IeHI/IIO MMPpOTOKOJIA.
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IToHsTHE KOMILIEKCOB JOKYMCEHTOB. HepBI/I‘IHBIe KOMIIJIEKCBI TEKCTOBBIX TOKYMCHTOB.

CnoxHble KOMIUIEKCHl JTOKYMEHTOB. [IOHATHS «IOKyMEHTAJIbHBIA (OHA» U «apXHUBHBIH
dony. Mx paznuuue.

Howmenxkiarypa gen.

[Ipu3Haku 3aBeicHHS €I

6. YueOHO-MeTONMYeCKOEe M MH(POPMALIMOHHOE 00ecreueHmne
TUCUMUIIIMHBI

6.1. CnuCcOK HCTOYHHMKOB U JIUTEPATYPbI

O0s13aTebHbBIE HCTOYHUKH

®denepanbHbli  KOHCTUTYIIMOHHBIA 3akoH oOT 25 pgekabps 2000 r. Ne 2-®K3 «O
CocynapctBenHoM repoe Poccuiickoit @enepanumn» // [DnekTponnsiit pecype]. — M., 2019. —
Pexxum nmocryna: http://www.consultant.ru/document/cons_doc LAW_29674/.

Oenepanbhbiii  3akoH PO or  27.07.2006 1. Nel49-®3 «O6 wunHbopmanuuy,
UH()OPMAIIMOHHBIX TEXHOJIOTUSIX U O 3ammTte uHGopmarnun» // [DnexkTpoHHbli pecypc]. — M.,
2019. — Pexxum moctyma: http://www.consultant.ru/document/cons_doc LAW 61798/.

Oenepanbubiii 3akoH or  06.04.2011 Ne 63-®3 “O6 snekrponHod moamucu” /]
[DneKTpOHHBIH pecypcl]. — M., 2019. — Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_112701/.

®enepanbubiil 3ak0H 0T 01.06.2005 Ne53-P3 «O rocynapcTBeHHOM si3bIke Poccuiickoit
Oeneparun»  // [OnextpoHHbii  pecypc]. — M., 2019. — Pexum pocryna:
http://www.consultant.ru/document/cons_doc_LAW_53749/.

[lpaBuna nenompowW3BOJACTBA B TOCYIJApCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoytpasiieHus, yTB. [Ipuka3om Pocapxusa ot 22.05.2019 Ne 71 // [DnexTpoHHbI# pecypc]. —
M., 2021. — Pexxum moctyma: http:// https://base.garant.ru/72291836/.

Meroauueckne peKOMEHAAIMH 1O pa3pabdoTKe WHCTPYKIHUHA O JENONPOU3BOJICTBY B
rOCYAapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoympaBiieHus1, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 /I [Onexrponnsiii pecypc]. — M., 2021. — Pexum noctyna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

IIpumepHass  HMHCTpyKIMS IO  JIEJONPOMU3BOJICTBY B  TOCYJAapPCTBEHHBIX
opranmzanusx, yTB. [Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHBIN pecypc]. —
M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. Haumonansubsiii crangapt Poccuiickoit ®Penepauuu. Cucrema
CTaHJApTOB MO HH(OpManK, OUOIMOTEUHOMY M H3JAaTesbcKoMy zeny. OpraHu3alnuoHHO-
pacriopsauTenbHas JoKyMeHTanus. TpeboBaHus K 0()OPMIIEHUIO TOKYMEHTOB // [DIeKTpOHHBIH


http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_53749/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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pecypc]. - M., 2019. Pexum JIoCTyTa:
http://www.consultant.ru/document/cons doc LAW 216461/

['OCT P HCO 15489-1-2019 HauuonansHblii cranmapt Poccuiickoit ®Peneparuu.
Cucrema craniapToB 1o uHpopMau, OHOIMOTEUHOMY U H3AaTeNnbeKoMy nerry. Mudopman3us
U JOKyMeHTanus. YuparieHue jgokymeHTamu. Yacte 1. Tlomartus u npuHmunsl. //
[DnexTponHbIit pecypc]. — M., 2021. Pexum JOCTyTIA: http://
http://www.consultant.ru/document/cons_doc_LAW_329486/ .

I'OCT P 7.0.8-2013 [denonpou3BOJACTBO M apXUBHOE J€y0. TepMHUHBI U ONpPEIeSICHHUS.-
[DnexkTpoHHBIH pecypcl]. — M., 2019. Pexxum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

Jlureparypa
OcHoBHas

beikoBa T.A. JloKyMEHTallMOHHOE OOECIICYCHUE YIpPaBIeHUS (IEIONPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yueoHoe mocooue/ T.A. beikosa, T.B. Ky3nerosa. -2-¢ u3z. nepepad. u
JIOTI. — Mockaa: HNudpa-M, 2018. -304 C. — Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/

I'moroBa C.A. BO3HUKHOBEHHE U TEHJAEHIIMN PAa3BUTHS PACHOPSINTEILHON JOKYMEHTAIIMN
B Poccun B nopeBomonnonnsiii nepuon // Bectauk PITY. 2014. Ne2. [DnexTpoHHBIH pecypc]. —
M., 2019. - Pexum gocryma: https://www.rsuh.ru/upload/main/vestnik/daizi/\VVestnik-
2_14.pdf#page=70.

Kykapuna IO.M. CoBpeMeHHbBIE OpraHM3allMOHHBIE M PETJIAMEHTHBIE JIOKYMEHTBHI:
¢GyHnkuun u pasHoBugHoctu // Bectauk PITY. 2016. Ne2. [Dnexkrponnsiit pecype]. — M., 2019. —
Pexxum J0CTyHa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik_daizi%202(4)-16.pdf.

Kykapuna HO.M. CocrtaB yaocTOBEepeHHs JTOKYMEHTAa: OT MPOILIOr0 K HACTOSIIEMY U
oyaymemy// Bectauk PITY. 2014. No2. [DnekTponnslit pecypc]. — M., 2019. — Pexxum pocrymna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#fpage=128.

JlomosHuTENbHAS

JBoenocoBa I'.A. CelekTUBHBIA OTOOp MOHATHS «a0KymMeHT» // Bectnuk PITY. 2016.
Ne2. [DnexTpoHHbBIT pecypc]. — M., 2019. — Pexum JIOCTYTIA:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-16.pdf#page=71.

6.2. [lepeueHb pecypcoB HH(POPMALMOHHO-TEJEKOMMYHUKAIIMOHHOM CeTH
«HHTepHeT»

[apaHT [DneKTpOoHHBINA pecypc]. — DnekTpoH. maH. — M., cop. 2013. — Pexwum moctymna:
http://www.garant.ru.


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/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
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KoncynbranT [Lntoc [DneKTpoHHBIN pecypc]. — DnekTpoH. gaH. — M., cop. 2013. — Pexxum

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

6.3. HpO(l)ECCI/IOHaJILHLIe 0a3bl JAHHBIX U I/IH(l)OpMaHI/IOHHO-Cl'lpaBO‘{HLIe CHUCTEMBI

Joctyn k mpodeccuoHaabHbIM Oa3am maHHbBIX: https://liber.rsuh.ru/ru/bases

WMHpopMaLoHHbIE CIPAaBOYHBIE CUCTEMBI:
1. Koncynbsrant [lmtoc
2. Tapant

7. MartepuajbHO-TEXHHYECKOE o0ecneuyeHne U CIUIIMHBI (MOILYJIs1)

Ayautopun Uil TPOBEACHHS JIGKIMM KM CEMHHAPCKUX 3aHATUH C TEXHUYECKUMU
cpeacTBaMu 00ydeHHs (MyJIbTHMEIHUa-IPOEKTOp (BUICOMPOEKTOP), IKpaH (IIEPEHOCHOW WU
CTaIlOHAPHBIN ) ), KOMIBIOTEPHBIN KJIacc Ui MPOBEICHUS J1a0OPATOPHBIX 3aHATHUH.

[lepeuens 110

Haumenosanue 10 IIpousBoauren Crnoco6
/1 b pacmpocTpaHeHUs

(mMeH3noHHOE A
cBOOOIHO
pacmpocTpaHsiemoe)

Adobe Master Collection Adobe JIALIEH3UOHHOE

CS4

Microsoft Office 2010 Microsoft JIMIEH3UOHHOE

Windows 7 Pro Microsoft JINIIEH3UOHHOE

Microsoft Office 2013 Microsoft JIMIEH3UOHHOE

Windows 10 Pro Microsoft JINIIEH3WUOHHOE

Kaspersky Endpoint Security Kaspersky TUIEH3UOHHOE

Microsoft Office 2016 Microsoft JInnen3noHHoe

Zoom Zoom JIMIIEH3UOHHOE



http://www.consultant.ru/
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ITepeuens b/ u UCC

/o

HaumenoBanue

Mexaynapoansie pedeparuBabie Haykomerpuueckue B/, moctymubie B pamkax

HamuoHaIsHOM noanucku B 2020 r.

Web of Science

Scopus

[Mpodeccrnonanbubie momHOTEKCTOBEIE B/I, MOCTymHBIE B paMKaX HAIIMOHAIBHON

noamucku B 2020 1.

XKypuaner Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

XKypuansr Taylor and Francis

[TpodeccrnonanbHbIe MOTHOTEKCTOBBIC B/]
JSTOR
H3[[aHI/I$I 110 O6HICCTBCHHBIM U T'YMaHUTapHbIM HayKaM

Dnekrponnas oubmunorexa Grebennikon.ru

KoMmbroTepHbI€ ClIpaBOYHBIE IIPABOBBIE CUCTEMBI
Koncynbrant Ilmroc,

lapanT

8. ObecneueHune 00pa3oBaTEILHOIO MPOLECCA IS JIUI C
OrPAHUYEHHBIMHM BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIH/I0B

B xone peam3aniui JUCHHUILIMHBI UCITIOJIB3YIOTCA CIICAYIOINUEC JOTTOJTHUTCIBbHBIC

METOABI O6yquI/I$I, TEKYIIECTO KOHTPOJIA YCIIEBAEMOCTU U HpOMeX(YTOqHOﬁ arrecranunu

00yJaronuxcs B 3aBUCUMOCTH OT WX UHAUBUIYAJTBHBIX OCOOCHHOCTEH:

JUTSL CJIENBIX U CI1a0OOBUISIINX:
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- JICKIINH O(bOpMJ'IHIOTCH B BHJC JJICKTPOHHOI'O AOKYMCHTA, AOCTYIIHOI'O C IIOMOLIBIO
KOMITIBIOTEPA CO CIICHUATTU3UPOBAHHBIM IIPOI'PaAaMMHBIM 06ecnequI/IeM;

- TNHUCBMCHHBIC 3aJlaHUA BBIIIOJHAKOTCA Ha KOMIIBIOTCPE CO CICHUAIU3UPOBAHHBIM
MMporpaMMHbBIM O6CCHC‘-I€HI/ICM, HJI1 MOT'YT OBITH 3aMEHEHBI YCTHBIM OTBCTOM;

- obecrieunBaeTcs HHIUBHUAYaJIbHOC PABHOMEPHOC OCBCIICHHUEC HE MCHEC 300 JIFOKC,

- IJId BBIIIOJHCHHA 3aJaHus IIpH HCO6XOI[I/IMOCTI/I MMPEAOCTABIIACTCA YBCIMYHUBAIOLICC
YCTPOﬁCTBO; BO3MOJKHO TaK)Ke HMCIOJIb30BaHUE COOCTBEHHBIX YBCIIMYUBAOIINX YCTPOﬁCTB;

- MUCHbMEHHBIE 3aJ]aHUs O(POPMIISIOTCS YBEIMYEHHBIM HIPUPTOM;

- DK3aMeH U 3a4€T MPOBOJIATCS B YCTHOM (hopMe WITH BBHIMOJIHSIOTCS B MUCbMEHHON popme
Ha KOMIIBIOTEpE.

JUTSI TITYXHX U CIIA00CITBIIIANINX :

- JICKOHH O(bOpMJ'IHIOTCH B BHAC DJJICKTPOHHOI'O0 IOKYMCHTA, 1100 npeaoCTaBIIsICTCA
3BYKOYCHJIMBAKOIIAA arraparypa HHANBUAYAJIBbHOI'O IMOJIb30BAHU,

- IMCBbMCHHBIC 3aaHKs BBIITOJHAKOTCA Ha KOMIIBIOTCPC B MMMCbMEHHOM (bopMe;

- 9K3aMeH M 3a4€T TMPOBOAATCA B MUCBMEHHOW (hopMe Ha KOMIBIOTEpPE; BO3MOMKHO
npoBeeHue B (hopMe TeCTHPOBAHHUS.

AJI JIML € HAPYIICHUAMUA OITIOPHO-ABUTATCIIBHOI'O allllapara:

- JICKIIHUH O(l)OpMJI?HOTC?I B BHUAC JBJICKTPOHHOI'O AOKYMCHTA, AOCTYIIHOTO C ITOMOIIBLIO
KOMITBIOTEPA CO CIICHUATIU3UPOBAHHBIM IPOIPAMMHBIM 06CCH€‘-ICHI/ICM;

- TNHUCBMCHHBIC 3aJlaHUA BBIIIOJHAOTCA Ha KOMIIBIOTECPE CO CICHUAIN3UPOBAHHBIM
porpaMMHbBIM O6CCHC‘{CHI/ICM;

- 9K3aMEH M 3a4€T MPOBOJIATCS B YCTHOW (JOPME MITH BBIMIOJIHSAIOTCS B MIUCBMEHHOM (opme
Ha KOMITBIOTEPE.

[Tpu HEOOXOIMMOCTH IpelyCMaTPUBAETCS YBEIMUEHHE BPEMEHH IS IIOJrOTOBKU OTBETA.

Hpouez[ypa IMPOBCACHUA HpOMeX(YTOQHOﬁ aTTeCTaluun HJIA 06yqa}01unxc;l
YCTaHaBJIIMBACTCA C y‘IéTOM HUX HHAUBUAYAJIBHBIX HCI/IXO(i)I/I?»I/I‘ICCKI/IX 0COOEHHOCTEH.
HpOMe)KYTO‘lHa}I arrecTanusd MOXCET IMPOBOAUTLCA B HCCKOJIBKO 3TAIlOB.

[Tpu npoBeaeHUM TPOLEAYPHl OLEHUBAHUS PE3yJbTaTOB OOYUYEHUS MpPeTyCcMaTpUBACTCS
UCIIOJIb30BaHUE TEXHUYECKUX CpEJICTB, HEOOXOJUMBIX B CBS3M C HHIUBUAYaIbHBIMU
OCOOEHHOCTSIMU 00y4YaromMXcsi. DTU CpPeACTBAa MOTYT ObITh MPEIOCTABIECHbI YHUBEPCUTETOM,
WJIM MOTYT MCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKHE CPENICTBA.

HpOBC,Z[CHI/IC nmpoucaypbel  OLCHUBAHUA  PC3YJIbLTATOB 06y‘-IeHI/ISI AOMMYCKACTCsA C
HUCIIOJB30BaHHUEM JUCTAHIITMOHHBIX 06pa3OBaTCJ'IBHLIX TEXHOJIOTHH.

ObecnieunBaeTcs 10CcTyn K MHGOPMALMOHHBIM M OHOIMOrpaduueckuM pecypcam B CETH
WuTepHer s Kaxkaoro oOywaromierocsi B ¢gopMmax, aJanTUPOBAHHBIX K OTPaHUYEHHUAM HX
3JI0pOBBS U BOCTIPUATHUS HHPOPMAIIH:

JJIsA CIICIIBIX U CJ'Ia6OBI/II[$IH_II/IXI
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- B Ie4aTHON opMe yBEITUYECHHBIM MIPH(PTOM;

- B (hopMe IIEKTPOHHOTO JJOKYMEHTA,

- B hopme aynuodaiina.

JUISL TITyXHUX M CJIA0O0CTBIIAIINX:

- B IeYaTHOH opMme;

- B )OpMe 3JIEKTPOHHOTO JJOKYMEHTA.

JUIs1 00Y4aIOIUXCsl C HApYIIEHUSIMH OITOPHO-/IBUTATEIBHOTO anIapara:
- B IeYaTHOH opMme;

- B )OpMe 3JIEKTPOHHOTO JJOKYMEHTA;

- B (popme ayauodpaiina.

VY4eOHble ayAUTOPUHM JIJIsl BCEX BUI0B KOHTAKTHOM M CAMOCTOATEIbHONW pabOThl, Hay4Has
6u0nMoTEeKa U MHbIE MOMEIIEHUs sl 00y4eHHUs OCHAILIECHBI CIIeUalbHBIM 00OpYAOBaHUEM U
y4eOHBIMH MECTaMU C TEXHUYECKMMHU CPEACTBAMU O0YUEHUS:

JUISL CJICTIBIX U CJIA0O0BUISIINX:
- YCTpOiCcTBOM Ui ckaHupoBaHus U uyTeHus ¢ kamepoid SARA CE;
- nucrieeM bpaiins PAC Mate 20;
- npuHTepoM bpaiing EmBraille ViewPlus;

JUISL TIYXUX M CJIa0O0CIIBIIIAIINX

- aBTOMAaTH3UPOBAHHBIM pPabOYMM MECTOM JJsi JIOJed C HapylIeHHeM CcliyXa |
¢71a00CIIBIIIAIINX;

- AKyCTHUYECKUH YCWINTEIb U KOJIOHKU;
JUIs 00yYaroIuXcs ¢ HApYUIEHUIMHU ONOPHO-/ABUraTeIbHOIO arnmapara:
- IepeIBUKHBIMU, PETYJINPYEMbIMH 3proHoMuueckumu napramu CU-1,

- KOMITBIOTEPHOM TEXHUKOW CO CIIeUaibHbIM IPOrPaMMHBIM 00€CTIEYEHUEM.

9. MeToguuyeckne MaTepuaJIbl

9.1. Ilnansel 1a00pPaTOPHBIX 3aHATHIA

Mertoauueckue YKa3aHud 1o OpraHusanuu 1 InmpoBCIACHUIO J'IaGOpaTOpHLIX 3aHATHH.

Br160op Tem 1abopaToOpHbIX 3aHATHN 00YCIOBIEH OOLIUM COAEpKaHUEM Kypca U HalleJIeH
Ha yriyOJIEHHOE U3yUYeHHE €r0 OTAENbHBIX Pa3/IesioB.
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[lenp 3aHATUH — 3aKpeIuieHWE CTyJIEHTAaMU 3HAHUW TEOPETHYEeCKOro Kypca U
NpUOOpEeTEeHUE UMU MPAKTHUYECKUX HABBIKOB JOKYMEHTHUPOBAHUS JEATEILHOCTH OpPraHU3alui U
NPEANPUATHIA.

B cBsi31 ¢ mocTaBneHHOH 1EJBIO TAO0OPATOPHBIE 3aHATHS Pa3OUTHI HA TPU pa3Jiena:
Pa3BuTHe noKyMeHTa U CKJIaJlbIBaHKe ero GopMyisipa.

Cocrasnenue u opopmiieHHE OPTaHU3aALMOHHO-PACTIOPSAUTEIBHBIX IOKYMEHTOB.
Cl10kHBIE KOMILIEKCHI TOKYMEHTOB.

B PE3YIbTATC BBIIIOJTHCHUA ITPAKTUICCKUX 3aHATHH CTYACHTHI JOJKHBI 3HATh IMOSABJICHUEC U
Pa3BUTHE TEPMHUHA «OKYMCHT), B3aUMOCBA3b MMOHSTHMN CIOOKYMCHT» U ((I/IH(l)OpMaHI/Iﬂ»; (bOpMBI
MU CIIOCOOBI (1)I/IKCI/IpOBaHI/I${ I/IH(bOpMaLII/II/I Ha MAaTCpHaJIbHOM HOCHUTCJIC; COCTAB M HA3HAYCHUC
q)yHKI_II/Iﬁ AJOKYMCHTA, 3BOJJIIOLUIO (I)OpMmepa TEKCTOBOI'O  OTOKYMCHTAa B Pa3JIMYHBIC
HCTOPHUYCCKUEC TIICPHUOAbI, COBPCMCHHLIC Tpe6OBaHI/I${, NpeaAbABIIACMBIC K COCTABJIICHUIO H
O(i)OpMJ'IeHI/II-O CJ'Iy>K€6HLIX AOKYMCHTOB; YMCTb COCTABJIATH U O(I)OpMJ'ISITB OCHOBHBIC BHBI
OpTraHHu3allMOHHO-PACTIOPAANUTCIIBHBIX TOKYMCHTOB.

3aHATHUST TPOBOASTCS C y4eToM TpeOOBaHMM, H3JI0KEHHBIX B 3aJaHUSIX M Ha OCHOBE
IIPEAJIaraéMbIX yIPABICHYECKUX CUTYaLUN.

3aHaTus MOTYT OBITE IMPOBCACHBI KaK TPaJUIIUMOHHBIM CHOCO6OM, TaK U Ha IICPCOHAJIbHOM
KOMIIBIOTEPEC C HMCIIOJB30BAHUCM COBPCMCHHBLIX TCKCTOBBIX PCAAKTOPOB M II0 CIICHHAJIBHO
p8.3pa6OTaHHbIM METOAUYCCKUM YKA3aHUSAM.

[ToaroTroBka K 1a0OpaTOPHBIM 3aHATUSAM MPEAYCMAaTPUBAET CAMOCTOATEIBbHYIO PaboTy
CTYJICHTOB 10 U3yYEHHUIO JICKIIMOHHOTO Kypca, UCTOYHUKOB U JIUTEPATYPhl, PEKOMEH/I0BAHHBIX K
KaXJIOMY 3aHSATHIO.

Ha xaxmom 3aHATHH MPOBOAUTCS OIIPOC U KOJUICKTUBHAA 6606,[[8. 0 TEMC, Pa3bsACHAKOTCA
eIl W 3aJadd  eé HU3YYUCHUS. Pe3y'J'H:>TaTLI CaMOCTOSITEIbHO BBINIOJHEHHBIX 3aJaHUH
npenoaaBarTeib MPOBEPACT B KOHIC 3aHATHH. HpOHYIJ_IeHHLIe 3aHATUA CTYHACHTBI OTpa6aTBIBaIOT
CaMOCTOATCIIbHO B na6opaTopI/H/1 JAOKYMCHTOBCACHUS, B KOTOpOfI BCACTCA YUCT OTpa6OTOK.

[Tnane! 1a00paTOPHBIX 3aHATUH
Tema 1: JIokyMeHT ¥ ero GyHKIMHU , TOHATUS JOKYMEHT U uHpopManus — 8 4yacos.

Lenb 3aHATHS — aHANU3 Pa3BUTHUS NOHATUN «MHDOpPMALMS» U «JOKYMEHT», ONpeeIeHre
GYHKIUI TOKyMEHTOB.

B PE3YJIbTAaTC BBIITIOJHCHUA 3aJlaHUM CTYACHT JOJIKCH:

UMETh MPEACTABIECHUE O B3aUMOCBSI3U MOHATUN «MH(GOPMaLIUA» U «TOKYMEHT», Pa3BUTUU
MOHSTUS «JOKYMEHT», Pa3BUTUU CIIOCOOOB JOKYMEHTHUPOBAHUS U MX CBA3M C MaTepUalbHBIMU
HOCUTEJISIMU UH(POpMAIIHH;

YMETb OIIPCACIATH (I)yHKI_II/II/I KOHKPCETHOT'O NOKYMCHTA.

3amanus I CaMOCTOSITEIHHOM pabOTHI.
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[Ipoananu3upoBaTh ymnorpeOieHHEe TMOHATUS JOKYMEHT M €ro CHHOHHMOB IO
«'enepanpbHoMy permameHTy» 1720 1., «OOmemy ryOepHCKOMY yupexaeHuto» 1775 r.,
«O06memMy yupexaeHuo MUHICTepcTBy 1811 T

HpOaHaJII/I3I/IpOBaTB Pa3BUTHUC TMOHATHUA «IOKYMCHT» IIO CJIOBapssM H CHeHHaHLHOﬁ
JuTEpaType.

[Ipoananu3upoBaTh pa3BUTHE TEPMHHA «UH(MOpPMaLUsS» O cioBapsM u DeaepanbHOMY
3akoHy «O0 uHpopmau, HHOPMALMOHHBIX TEXHOJOTUSAX U O 3aIIUTe HHPOPMAITUN)

[Ipoananu3upoBaTh pa3BUTHUE TEPMHUHA «JTOKYMEHT» 10 FOCYJapCTBEHHBIM CTaHIapTaM.
Onpenenuth GyHKIUU CICTYIOMUX TOKYMEHTOB:
- kymyas kabana Hukutel KoznoBa Ha xonomna MBana I1aBnosa 23 mas 1494 roaa;

- panopt renepan-npokypopa Cenara W.FO. TpybGenkoro wumneparpuine EnuzaBere
[lerpoBne o mpuesnae B IlerepOypr u3 fApocnaBns tearpanphoil Tpynmbsl @.I°. Bonkosa 3
depans 1752 rona;

- Jlekper CHK «O mpaBuiax mnoJamucaHusl ICHEKHBIX Oymar, JOKYMEHTOB, OpIEpOB,
OTHOILICHUH, CITPABOK U T.IL.» OT 12 nexabps 1921 r.;

- IlocranoBnenne BIUK u CHK PCO®CP «O mnopszake MOJb30BaHUS IEYATAMU C
rocyaapctBeHHbIM TepOoM PCDOCP» ot 15 nekabps 1936 r.;

- mnocraHoBieHuss LK KIICC u Coera wMunucrepctB CCCP «O Mepax 110
COBEpIICHCTBOBAHUIO U Y/ICUIEBICHUIO amapara ynpapieHus» oT 13 okta6ps 1969 r.;

- @3 “O0 undopmanuu, HHHOPMAIIMOHHBIX TEXHOJIOTHIX U O 3aluTe nHpopManun”.
[TpuBecTu puMepbl TOKyMEHTOB, BBIIOIHSIOMINX cleAyomue GyHKINU:

- yIpaBJleHYECKas;

- IpaBoBasi;

- collMaJIbHAs;

- KyJbTypHas;

- HICTOPUYECKOTO UCTOYHHUKA;

- "H(pOPMAaLIMOHHAS;

- ydera.

VYka3aHus 1o BEIMOJTHEHUIO 3aJaHUMN.

1. I/I3y1H/ITB 3aKOHOAATCJIIbHBIC AaKTbl W BBINIHNCATh BCTPCYAOIIHUECAd B HUX CHUHOHHUMBI
MOHATHUA «AOKYMCHT». BrIsIBUTE 3HAUE€HHE MOHITUM «OCIIO», ((6YM3.F3.)>, «aKT», «ACJI0Basd
6}/Mal" a», «CJ'Iy)KC6HBIfI JAOKYMCHT», aTb UX OMPCACIICHUC, €CJIU OHO MPUBCACHO B UCTOYHUKAX.
HpoaHaJ'II/BI/IpOBaTB, B KaKUX CJIIydasx yrIOTpC6J'IHCTCSI KaXXJ10€ IMOHATHUC.

2. Ilo BBIMHCKAM M3 CIIOBAPEN M CHENUAIBHON JIUTEPATYPhl ONPEIEINTh, KAKHE aCIEKTHI -
MH(OpPMalLMOHHBIN, IPABOBOI, YIIpaBIeHUECKUN, HCTOPUUYECKHUH - JIETJIM B OCHOBY OIpeeNIeHuUs
MOHATUS «JIOKYMEHT.
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3-4. U3 rocynapctBeHHbix cranaaptoB: [[OCT 16487-70 «/lenmonpon3BOACTBO U apXUBHOE
neno. Tepmunsl u onpeneneaus»; [OCT 16487-83 u TOCT P 51141-98 «/lenonpon3BoacTBo u
apxuBHoe jaeno. Tepmumubsl u omnpeneneHus»; ['OCT P 7.0.8-2013 «/lenonpousBoncTBo u
apxuBHoe geno. Tepmunsl u omnpeneneHus»; ['OCT P HMCO 15489-1-2007 VYmupasienue
nokymentamu.  OOmme  TpeOoBanus;  DemepasbHOro  3akoHa  «O0  mHpOpMaNWH,
WH(POPMAIMOHHBIX TEXHOJOTHUAX M O 3ammTe uHpopMamum» ot 27 wutons 2006 Nel49-03
BBIMKCATh OMNPEICICHUS TEPMHUHOB «HHQOpPMAIMSI» U <«JIOKYMEHT» M YCTAaHOBUTh, KakKue
acreKThl (HocuTenu MH(OpMaIuy, cnocoObl ee PUKCHPOBAHUS, IOPUINYECKAs CUjla JOKYMEHTa
U J1p.) ¥ QYHKIUU JOKYMEHTA 3aJI0KEHBI B 3TUX ONPEICICHHUSIX.

5. Onpenenuth GYyHKIIUHN JOKYMEHTA, T.€. €ro [eJIeBOe Ha3HauUeHUE. BBIIBUThH MOATUHHYIO
elNb CO3JaHMs JIOKyMEHTa W  3aledariieHus 3aKkiIoYeHHOW B HeM uHbopManmw,
MPOAHAIU3UPOBATh POJIb JOKYMEHTa B JaHHOW CUTYyallUd JOKYMEHTOOOpa3oBaHMs. Tak Kak
JOKYMEHT MOJU(YHKIIMOHATEH, TIEpPBOM yKa3biBaeTCs (YHKIMS, 3aJaHHAsl JOKYMEHTY aBTOPOM.
OnHOBpEeMEHHO OTMETUTh, KaKhe U3 Ha3BaHHBIX (PYHKIHMI JOKYMEHTa HOCAT OOILIui, a Kakue -
YaCTHBIN XapakTep.

6. IlpuBecTn mpuMepHl JOKYMEHTOB, OOJIQIAIOIINX Ha3BaHHBIMH (PYHKIMSMH, YKa3aTh
Ha3BaHUE BHUJA, 3aroJIOBOK M Jary JaokyMeHTa. g (yHKIMil ydeTra ¥ MpaBOBOM MOXKHO
MPUBECTH TPUMEPHl COBPEMEHHBIX JIOKYMEHTOB, IS IOCTOSHHO JEUCTBYIOMMX (YHKIIMMA
(mH(OPMAIIMOHHOM, CONMANTBHOMN, KYIbTYPHON, HCTOPUYECKOTO HCTOYHHUKA) MPUBECTH MIPUMEPHI
JIOKYMEHTOB Pa3JIMYHbIX UCTOPUUYECKHUX IIIOX.

KOHTpOJIBHBIe BOITIPOCHKI:
Kax Pa3BHUBAJIUCH ITIOHATHUA «I/IH(1)OpMaI_II/I$I» u <<,Z[0KYMCHT»?

Kakwe acmekTsl YenoBeUeCcKOM ACATCIIBHOCTH OTPAXCHBI B OIPCACICHUAX TCPMHHA
«JIOKyMEHT» ?

[Tepeuncnure GyHKIIUU TOKYMEHTA.
Hcrounuku u nureparypa
Hcrounuku:

Oenepanbubiii  3akoH PO or  27.07.2006 1. Nel49-®3 «O6 wunHpopmanuy,
MH(POPMALIMOHHBIX TEXHOJIOTUSAX M O 3aimTe MHpopManumn» // [DnekTpoHHBIH pecypc]. — M.,
2019. — Pexxum noctyma: http://www.consultant.ru/document/cons_doc LAW_61798/.

Denepanbubiii 3akoH or  06.04.2011 Ne 63-®3 “O6 snekrponHod mnoamucu’” /]
[DnexTpoHHBIH pecypcl]. — M., 2019. — Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_ 112701/.

Meronuueckie PEeKOMEHAAIMH MO pa3padOTKe WHCTPYKUUH MO AEIONPOU3BOJACTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MEeCTHOTO caMoyrpaiieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 /I [Onexrponnsiii pecypc]. — M., 2021. — Pexum noctyna: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.

'OCT P HCO 15489-1-2019 HanwmonanwsHblii cranmapt Poccuiickoit ®Deneparu.
Cucrema ctanaapToB 1o MHGOpMaIMK, OMOINOTEUHOMY U M3AaTeabckomy nerny. Mudopman3us
W JOKyMeHTanus. YupaBieHue jgokymeHTamu. Yacte 1. Tlomartus u mnpuHmunel. //


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/

40

[DreKTpOHHBIIH pecype]. - M., 2021. Pexum JOCTYTIa: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 [enonpou3BOACTBO U apXHBHOE Aeyi0. TepMHUHBI U ONpeaeIeHUsI.-
[D5eKTpOHHBIN pecypc]. - M., 20109. Pexum JIOCTyna:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

Jluteparypa:

beikoBa T.A. JlokyMeHTalMOHHOE OOecreueHHe YIPaBICHHS (JEIOMPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebnoe mocooue/ T.A. beikosa, T.B. Ky3uenosa. -2-¢ u3a. nepepad. u
JIOTI. — Mockaa: Wudpa-M, 2018. -304 C. — Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/

Pa3naTo4nblii MaTepual K 3aHITHSIM:

["'enepainbhblil pernament 1720 r.

Obuee rybepHckoe yupexaenue 1775r.

O6miee yupexaenue Muauctepets 1811r.

COOpHUK 3aKOHOJATENIBHBIX AKTOB 110 JIesIoNnpou3BoacTBY (1917-1970):

Bemmucku ¢ OMPCACIICHUAMU TIOHATUA «OOKYMCHT», ((HHq)opMaHHH)) u3 CHOBapCﬁ,
SHIUKIIONEAUN U CHGHH&HBHOﬁ JINTCPATYPHI.

I'OCT 16487-70, T'OCT 164867-83, I'OCT P 51141-98, I'OCT P 7.0.8-2013
Jlenonpon3BoACTBO U apXUBHOE J1€510. TepMUHBI U ONPEAEICHHUS;

['OCT 6.10.1.88 YauduimpoBaHHsie CUCTEMbI JOKyYMeHTAIMH. OCHOBHBIE MOJIOKEHHUS,

9. Meroauueckrue peKOMEHAALUHU 0 pa3paboTKe MHCTPYKLUMH IO JIeNONPOU3BOJICTBY B
roCyJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoyIlpasieHus, yTB. IIpuka3zom PocapxuBa ot
24.12.2020 Ne 199 /I [Onekrponnsiii pecypc]. — M., 2021. — Pexum noctyna: http:/
http://www.consultant.ru/document/cons_doc LAW 373895/.

I'OCT P HCO 15489-1-2019 HauwmonanepHbiii ctanmapT Poccuiickoit ®denepanuu.
Cucrema ctanaapToB 1o HHQGOpMaIHK, OMOINOTEUHOMY U M3AaTenbckomy nery. Madopman3us
U JOKyMeHTalus. YnparieHue gokymentamud. Yacte 1. Tlonsatus u mnpuHmunel. //
[DNeKTpOHHBIN pecypc]. - M., 2021. Pexxum JloCcTyna: http://
http://www.consultant.ru/document/cons_doc_ LAW 329486/ .

10.®enepanpublii 3ak0H «O0 nHpOpMaIuu, HHPOPMAITMOHHBIX TEXHOJIOTHSIX M O 3aIHUTe
uHpopmanum» ot 27 uroinst 2006 Nel49-03

Tema 2. CriocoObl JOKYMEHTHPOBAHUS U MaTepUalIbHble HOCUTENU HH(pOpMaIK — 8 4acoB
Lenb 3aHATHS — N3yYEHUE Pa3IMYHBIX CIIOCOOOB 3anevaTieHus] HHPOpMaIiHy.

B PE3YJIbTAaTC BBIIIOJHCHUA 3aJIaHuM CTYACHT HOJIPKCH:


http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
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3HaTb (bYHKI_II/II/I JOKYMCHTA, CIIOCOOBI  3aIevaTyieHus I/IH(bOpMaI_[I/II/I, 9Tallbl Pa3BUTUSA
TEKCTOBOI'O JOKYMCHTUPOBAHUA,

3agaHus U1 CaMOCTOSITENTbHON PaOOTHI.

- UM3yuuTe »ITamel TEKCTOBOTO JIOKYMEHTHPOBAHMSA, O3HAKOMHUTHCS C oOpasnamu
IUKTOIPAMM H JIOTOIPAMM, JaTh UX KPATKYIO XapaKTEPUCTUKY.

- O3HaKOMUTBCS C o6pa3uaMH TEXHUYECCKNX IOOKYMCHTOB H 3allMCaTb HX COACPKAHHC
TEKCTOBBIM CIIOCOOOM.

Yka3aHus 110 BBIIIOJIHEHUIO 3aJaHUH.

1. I/I3y‘lI/IT]':> IMUKTOI'PaAaMMEBI U JIOTOIr'paMMBbI, IIPEACTABIICHHBIC B KOJIJICKIIHHU. I[aTB OIIMCaHHueC
1-2 IMUKTOI'paMM. HpOBGCTI/I dHaJIM3 3HAKOB JIOrorpamMm, Yy4dHuTbIBadgd IIpU 3TOM, UYTO 3HAKY
COOTBETCTBYCT CJIOBO. BapI/ICOBaTB 2-3 06pa3ua U ONpeACINTh MPEHUMYLIECCTBA U HCAOCTATKU
JororpamMm.

2. M3yuuts 1-2 yepTexa u TEKCTOBBIM CIIOCOOOM 3aIucaTh UX COJIEp/KaHuUE.
KoHTponbHbIE BOTIPOCHI :

KakoBbl 3Tarbl pa3BUTHSI TEKCTOBOT'O IOKYMEHTUPOBAHHUS ?

KakoBsl criocoOsI 3arevatienus nHpopmanuu ?

Kakwue crioco0sl TOKyMEHTUPOBaHHUS MOSIBUINCH B 19 Beke?

Jlureparypa:

beikoBa T.A. JlokyMeHTallmoHHOE oOOecleyeHne yrpaBleHUs (IeIOMPOU3BOICTBO)
[DnexTpoHHBIH pecypc]; yuebHoe nmocooue/ T.A. beikoBa, T.B. Ky3Hnernona. -2-e u3zz. nepepad. u
JIO1I. - Mocksa: Hnppa-M, 2018. -304 c. — Pexum JOCTyIIA:
http://znanium.com/go.php?id=942800/

Pa3naTouHbIil MaTepHAIl K 3aHATUSAM:
Kounexuust mukrorpaMmm, jjororpamm 1 JokyMeHToB X1-XX BB.
Ha6op nnakaros.

CJ'IafII[BI 10 UCTOPUHU PA3BUTHUA CII0CO00B JAOKYMCHTHPOBAHUA.

Tema 3. ®opmynsip HOKyMEHTa M €ro coctaBHble yacTu. Vctopusi pazsutus dopmyisapa
nokymeHTa — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 32 yaca

Popmysap nokyMenra XVI - XVII BB. —

[lenp 3aHATUS — BBISIBIEHWE 3aKOHOMEPHOCTEHM CKIIAJbIBaHUS U pa3BUTHS (GopMylisapa
TeKCTOBOro ciykebHoro qokymenta XVI-XVII Bs.

B PE3YJIbTAaTC BBIITOJIHCHUA 3aJIaHUM CTYACHT JOJIKCH:


http://znanium.com/go.php?id=942800/
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HMETH MMPEACTABIICHHUE O CKIAAbIBAHWUH W PAa3BUTHU (bopMmepa TCKCTOBOI'O JIOKYMCHTA B
IIPUKA3HOM JCIOIIPOU3BOACTBE,

3Hath BUABI JOoKyMeHTOB XVI-XVII BB., cocraB ¢opmyispa; Ha3BaHHS PEKBH3UTOB H
HOPSIOK UX 0pOpMIICHHUS;

yMETh OMUCHIBaTh KOHKpeTHbIE TokKyMeHThl XV I-XVII BB., cocTaBisis ux GpopMyIisipbl.
3anaHus 1)1 CAMOCTOSTEIILHOU paOOTHI.
1. I3y4nTh BUIIBI U PA3HOBUIHOCTH IOKYMEHTOB :

1.1 Ilo KpaTKOMYy CJIOBApPIO BHAOB H paSHOBHHHOCTefI JOKYMCECHTOB BBIIIKMCATE BHUABI
JOKYMCHTOB;

1.2 Ilo KOJUICKIMUH BBIABUTH BUJIbI JOKYMCHTOB, 00BSICHUB MCTO OINPCACICHUA KAXKIO0TO
Buaa.

2. BBISBUTB U onHCcaTh 0COOCHHOCTH 0003HAYCHUS aBTOPA JOKYMEHTa, YKa3as :

- CITy)KEOHBIN WM JIMYHBINA JTOKYMEHT;

- KOJJICKTUBHBINA MJIH HHI[HBHI[yaJ’H:HBIfI aBTOp,

- hopmy 0003HaUYCHUS aBTOPCTBA, MECTO €0 PacIlONOKEeHUS B (opMyIIsipe JOKyMEHTa;
- 0COOCHHOCTH OTIpEIeJICHHSI aBTOPA.

3. IIpoananu3upoBaTh COCTaB U CIIOCOOBI 0003HAYEHUS PEKBU3UTA «aJpecar» :

- BBINKUCATh IPUMEPHI aIPECOBAHUS JJOKYMEHTOB;

- HU3Y4YUTH COCTaB, CIIOCO0 HaIMCaHUSA aapecaTtoB JOKYMCHTOB, TIIOCBIIACMBIX M3
HUKCCTOALICTO YYPCIKACHUA B BBIICCTOANICC, MOOKYMCHTOB, KOTOPBIMH 0OMEHHBAINCH

PABHOCTOAIUEC YUPCIKACHUA, 1 JOKYMCHTOB, HAIIPABJISICMBIX M3 BBIIICCTOANINX y‘-IpG)KI(GHI/Iﬁ B
HUXKCCTOAIIUC.

4. 3y4nTh cr1ocOOBI TaTUPOBKH JIOKYMEHTA :
a) ONpeAC/IMTh AAaTbl U3Y4YACMbIX JTOKYMCHTOB,
0) yCTaHOBUTH IPU3HAKHU JATUPYIOIIETO XapaKTepa;

B) MEPCBCCTHU YCTAHOBJICHHBIC JAThI C 3PbI «OT COTBOPCHUA MHPaA» HaA 3Py «OT POKIACCTBA
XpI/ICTOBa)), C FOJIMAHCKOI'O KaJICHAaps Ha FpHPOpHaHCKHﬁ.

5. U3yuuth cocTtaB yJOCTOBEPEHHs JOKYMEHTa : ONpPENENUTh HAJINYME, COCTaB, MECTO
PacroI0XKEeHUS MOJIUCH U CKPETIBI.

6. Onmcathb XapaKTep OTMECTOK HAa JOKYMCHTAaX. OHpCI[CJ'II/ITL HNX Ha3HA4YCHUC.

7. Onpenenuth TPaAULIMOHHO-CIOXKHUBIIYIOCS CTPYKTYpPY TEKCTa M OCOOEHHOCTH
U3JI0KEHUS COJIEPKaHUs OTJENbHBIX BUJIOB JOKYMEHTOB (4eI00UTHAs, TpaMOTa, OTIUCKA).

VkazaHus 10 BBIIOJHEHUIO 3aJaHuM:

3ananus Ne 1-6 MOYKHO BBITIONHATE C TOMOIIBIO TAOIHIIBI CIEAYIOMIEH (OPMBI:
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Bun ABT Anpeca [ara CocraB OTMETK
JIOKYMEHTa op T YAOCTOBEPEHUS a Ha
JIOKYMEHTE

1. Beimucath Ha3BaHUS BHJIOB JOKYMEHTOB, OOpaTHB BHUMaHHE Ha KOJHMYECTBO BHUIOB M
pasHoBuaHoctel B XVI-XVII BB.

Buasl 1o0KyMEHTOB ClielyeT BBIIKUCHIBATH IO CIEAYIOLUIMM TpyIIaM: pactopsIuTeIbHbIE
JIOKYMEHTHI (HampuMep, yKasbl, TpaMOThl, HaKa3HbIC, MMAMTH), Mepenucka (MaMsTH, OTIHUCKH,
4eJ00UTHBIC U T.I1.).

Bu bl HAOKYMCHTOB M3Y4YHUTb TaKXKC II0 KOJUJICKIUHU KOITH I AOKYMCHTOB. Tak xkak
OOIBIIMHCTBO JAOKYMCHTOB HC UMCECT BBIACIICHHOI'O 0003HaYEHU BHJa WJIK Pa3HOBUJIHOCTH, TO
HaJl0 HUX OIIPCACINTb CaMOCTOATCIbHO M OIIMCAaTb MCTOJAbI OIIPCACICHUA (aHaJ'II/IS TCKCTA,
CHGHI/IQ)HKa H3JIOKCHUA COACPIKAHNA WU CIIOKUBIIAACA UCPAPXUA ,I[OKYMGHTOB).

2. Ilo xomnexuuum XVI - XVI BB. BHUMAaTelbHO MPOYUTATh COJEP)KAHUE KaXKJ10TO
JOKYMEHTa M yKa3aTb aBTOpa - cO3Jareis JOKyMeHTa (YupexkIeHHe) u MOJApOOHO OOBSICHUTH,
KaKUM 00pa30M yCTaHOBJIEH JaHHBIA aBTOP.

3. BHumarenbHO NpPOYMUTATh JOKYMEHTBl MPEUIOKEHHONW KOJJIEKIMM U CcTojbua u
OTpeNIeIUTh MECTO PpaCIOJIOKEHHUsI ajpecaTa, €ro cocTaB U (opMy, BBIIHCATh HECKOJIBKO
IIPUMEPOB.

Jlnis aHanmm3a JOKYMEHTOB, KOTOPBIMH OOMEHMBATIHMCH YUPEXKICHHS, CIEIYeT B3ATh TaKUe
BUJbl Kak YyKa3, IpaMoTa, ueloOuTHas, ornucka. [lpocneauTb W BbIIMCATh MpPUMEPHI
opopMIIeHHs B HHUX ajpecara U IO COAEPKAHHUIO OINPEAENIUTh KOHKPETHBIE YUpEeXKIEHUS,
KOTOPBIM aJJpECOBAHBI JJOKYMEHTHI.

4. YcTaHOBUTH JaTy CO3JaHUs JOKYMEHTa - TOYHYIO, MPHUOIMKEHHYIO, BEPOSTHYIO C
HOApOOHBIM OOBSICHEHHEM JaTUPYIOLIETo MpHU3HaKa (CofepikaHue TOKyMEHTa, BpeMs JAeUCTBUS
MCTOPUYECKHUX JIMI[ M T.1.). YCTAHOBICHHYIO [0 3pE «OT COTBOpeHHs: Mupa» (Hampumep, 7168,
KorJa rnepast Lugpa omyckanacs - 168) naty nepeBecTd Ha 3py «OT poxaecTBa XpHucroBay. [ns
sToro ot uudpel 7168 Beruects nuppy 5508 umu 5507 (ans coOBITHIT MapTOBCKOTO CTWIISA) U
5508 nmm 5509 (it coOwITHit ceHTA0phcKoro ctuiis). K qHio Mecsua cneayet npubaButh nudpy
JIeCATh, YTOOBI OJTYYHUTh ATy I10 HOBOMY CTHIIIO.

5. CocraB yaooCTOBEepeHHMs JOKyMEHTa HayaThb H3ydaThb CO CTOJIOIA, MO KOTOPOMY
OTIPEeAeNIUTh MECTO MOANUCH (KIIPUIIKUCK») U XapakTep ee HanucaHus. 110 KoJIeKIuy BhISICHUTh
COCTAaB CIIYKWJIBIX JIFOAEH, MOJNUCHIBAIOIINX U CKPEIUISIOMNX JOKYMEHTBHI.

6. BeimucaTth Bce OTMETKH Ha JAOKYMCHTAax, OTMCTHUB MCCTO UX HAITMCAHUS, UX HA3HAYCHUC
" UCTIOJIb30BAHUEC U YTOYHCHUS XAPAKTCPUCTUKU JOKYMCHTA.

7. HpOﬂHaHI/ISI/IpOBaTB HECKOJIBKO BHJOB JOKYMCHTOB, YCTAHOBHTb, HMECTCA JIU
XapakTCpHad I KaXI0ro BUAa CTPYKTypa TEKCTa, KaKUMU YCTOP’I‘IHBBIMI/I CJIOBOCOUYCTAaHUSAMU
OTIINYaCTCA OAWH BUJ OT APYyroro.
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I[J'IH aHajln3a MOXHO B3ATH TaKUC BHJAblI JOKYMCHTOB KaK YKa3, IIaMAThb, IIC.]'IO6I/ITHEl$I,
OTIINCKA.

Marepuansl aHaM3a JIydlle IpeJCTaBUTh B TAOIUYHOMN (opme :

Bun BBenenu OcHOBHAas 4acTb 3akiroueH
JIOKyMEHTa e ue

KoHTpoJIbHBIE BOIIPOCHL:

1. YeMm omnpezensnachk CTpyKTypa TEKCTa 1 HAMMEHOBAHUE BUJA IOKyMEHTa ?
2. KakoBbl 0COOEHHOCTH BHEUIHETO 0(hOpMIIEHHS JOKYMEHTA ?

3. Kakue npu3Haky oMoraroT OlpeaeaInuTh aBTOPCTBO JOKYMEHTA ?

4. Kak ompenenutb BpeMsi cocTaBieHUs AokyMeHTa ? OcoOeHHOCTH 00O03HA4YeHHs TaThl
nokymenta XVI - XVII BB. ?

5. Kak ynocroBepsuiiuch JOKYMEHTHI ?

HcTouHuky u mreparypa

HcroyHuku:

KpaTkuii ciioBapb BUI0B U pa3HOBUJHOCTEN TOKYMEHTOB.-M.,1974.
Jlureparypa:

beikoBa T.A. JlokyMeHTanmnoHHOE oOecreueHrne yhpaBleHUs (JIEIOMPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yueoroe mocooue/ T.A. beikosa, T.B. Ky3nerona. -2-¢ u3. nepepad. u
JIOTI. — Mockaa: Nudpa-M, 2018. -304 C. — Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/

Pa3naTouHblil MaTepHUai K 3aHATUSAM:

1. Cronben XVII B.

2. Komnexuuu xornuit fokymentoB XVI-XVII BB.

3. Kpatkuii cioBapp BUJI0B U Pa3HOBHUIHOCTEMN JOKYMEHTOB.
®opmymsap nokymenra XVIII B. —

[lenp 3aHATHS — W3Y4YEHHE PA3BUTUS U OCOOEHHOCTEH (OPMYISAPOB CIIYyKEOHBIX
nokymenToB XVIII B.

B PE3YIBTATE BBIITIOJTHCHUA BallaHI/Iﬁ CTYACHT OOJIKCH:

UMETh MPE/ICTaBICHUE O 3aKOHOIATEIILHOM PEryJIMpPOBaHUM Tpoliecca JOKYMEHTUPOBAHHUS
u pa3Butun Gopmyisipa nokymenta XVIII B;
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3HaTh 3aKOHOJATEJIbHBIC aKThI, PErJAMEHTUPYIOIIME IMOCTAHOBKY JIEJIONPOHU3BOJCTBA B
XVIII B, BUABI JOKYyMEHTOB, cOCTaB (popMyIisipa TOKyYMEHTa, IIpaBuiia opopMIICHUS PEKBU3UTOB;

YMETh OMUCHIBaTh KOHKpeTHBIC JokyMeHThI XVIII B., cocTaBisist ux hopMyIIsipsI.
3agaHus Ui CaMOCTOSITENIbHOU PabOTHI:

1. 3y4uuTh BUIIBI U PA3HOBUIHOCTH JJOKYMEHTOB:

- BBIIUCATh BUJIbI JIOKYMEHTOB, YCTaHOBJIEHHBIE | €HepaIbHBIM PEriIaMEHTOM

- m3 «Kparkoro crmoBaps BUIOB M Pa3HOBHUIHOCTEH JTOKYMEHTOB» BBIMHCATh BHUJIbI
nokymeHnToB X VIII B.

- U3 JCJI MCCTHBIX y‘-Ipe)KI[eHI/Iﬁ BBIIIUCATh BCC BUJbI JOKYMCHTOB U OTMCTUTH U3MCHCHHS B
TCXHUKC NOKYMCHTHPOBAHUAA.

2. Ha npumepe HOKyMEHTOB MECTHBIX YUPEXKIEHUN MpOaHAIM3UpPOBATh CIIOKHBIINUECS
[IpaBUJjIa HAIIMCAHUS aBTOPA, BbIABUB.

a) 0cOOeHHOCTH 0(hOPMIIEHUS aBTOPA CITY’KEOHBIX U JIMYHBIX TOKYMEHTOB
0) 3aBUCUMOCTh 0003HAUYEHHUSI PEKBU3HUTA «aBTOP» OT 0003HAYEHUS aJipecara JOKYMEHTA.
3. Ilpoananu3upoBath 0003HAYEHUS PEKBU3UTA «apecary:

a) BeINMcaTh U3 ['eHepanbHOro periiaMeHTa OMMCAHME CHUCTEMbI MMCBbMEHHBIX CHOILICHUMN
3BEHBEB amrnapaTa yrnpaBJeHUs

0) 1Mo OKYMEHTaM MECTHBIX YUYPEKICHUH OMHCaTh TMOPSIOK O(GOpMIICHHS PEKBU3UTA
«ajpecar», OTMETHTb OTJIMYMTEIbHbIE OCOOCHHOCTH MOPSAIKA AJAPECOBAHUS JOKYMEHTOB IO
cpaBHeHHio ¢ XVI-XVII BB.

4. Omnucatb NNopAdOK AaTUPOBAHUA JOKYMCHTOB. I[aTB IMpuUMEPLl BCCX BUJAOB HaT C
MEpeBOJAOM HUX Ha I‘pI/IFOpI/IaHCKI/Iﬁ KaJICHAAPb.

5. M3yunth cocTaB y10CTOBEpPEHUS JOKYMEHTOB:

- BBINIUCATH U3 [ €HepaIbHOTO perjaMeHTa IpaBuia YA0CTOBEPEHUS JOKYMEHTOB
- OMKCaTh COCTaB MOJMMUCHU MO JOKYMEHTAM MECTHBIX YUPEKICHUM.

6. Onucarb BUABI OTMETOK Ha JIOKYMEHTAX.

7. U3yunTh NPUHIUIIBI OPTraHU3ALMN TEKCTa HECKOJIBKUX BUJOB JTOKYMEHTOB.

8. CoctaBUTH (POPMYJISIPHI IBYX TOKYMEHTOB.

Ykazanus 1o BBIIOJHEHHUIO 3aJaHui

1. BbiiBUTH BHIBI JOKYMEHTOB, YCTAaHaBIIMBAaeMble [eHepadbHBIM pErJaMeHTOM,
JOTONMHUTh uX BUgamu nokymeHToB XVIII B., npusBenéunsiMu B «KpaTtkoMm cioBape BUIOB U
Pa3HOBUAHOCTEHN IOKYMEHTOBY» U BBITUCATh UX orpenaeneHus u3 Ciopaps.

I/IBYI-II/ITB JAOKYMCHTBI €I MCCTHBIX yqpemneHHﬁ, BBIIIKMChIBasAs HaMMCHOBAHHA BUIOB H
06pau1a;1 BHUMAHHEC HA TCXHUKY JOKYMCHTHUPOBAHUSA, BOOASAHBIC 3HAKU, rep60By10 6yMary.

2. 3ananus Ne 2-6 MOKHO BBITIOJIHATH C TIOMOIIBIO TAOIHIIBI CIEAYIOIIEH (hOPMBI:
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Bun AB Anp bl TekcrT: CocraB OTMeTK
JIOKyMEHTA: |TOp: ecar: ara: (xp. comep.) YAOCTOBEpPEHUs  |a Ha
JIOKYMEHTE

O6paTI/ITC BHUMAaHHC HAa MCCTO PACIOJIOKCHUSA PCKBU3UTA «KaBTOP»H OIMUCATH IIpaBHJIa €ro
O(bOpMJ'IeHI/ISI B 3aBUCHUMOCTHU OT PCKBU3HUTA «aApecarm».

3. Uzyuuts no ['enepaibHOMY periaMeHTy U JOKYMEHTaM MECTHBIX YyUpeKJIeHUI MpaBuia
oopMIIeHUS PEKBU3UTA «ajipecary». BrinucaTs npaBuia U NpUMeEpbl aIpECOBAHMUS.

4, HpoaHa.HI/ISI/IpOBaTI) BCC UMCIOIIUCCA AaTbl B JOKYMCHTC U OIPCACIIMTL UX HA3HAYCHUC,
BBIIIUCATh IMIPUMCPBI U OITMCATh MECTO PACIIOJIOKCHHUA KEDKIIOfI JaThbl.

5. I/I3y‘lI/ITB ImpaBujia YAOCTOBECPCHUSA NOKYMCHTOB IIO FeHepaanOMy PCeriIaMCHTY. 3areM
IMpOaHAJIU3UPOBATDH O(bOpMJ'IeHI/IC NOAIINCH B JOKYMCHTAX, BUJbI rneyarei.

6. Beimucarb Bce OTMETKHM Ha JOKYMEHTaX, yKa3as, Kakue U3 Hux nossuinch B X VIII B.

7. llo I'eHepanbHOMY perjiamMeHTy Ha IpUMEpPE NpaBUJI COCTABJIEHUS NPOTOKOJIA
oTnpeAenuTh TpeOoBaHusl, npeabsaBisieMble K TeKCTy (r1. VI, XXX). BHuMarenbHO yuTast TEKCTHI
HECKOJIbKMX JOKYMEHTOB, ONHCAaTh UX CTPYKTYpPYy, HPOCIEKHBAs €€ MU3MEHEHUE B Pa3IUUHbIX
BUJAX; TPUBECTU TMpPHUMEpPhl BUAOB TpadapeTHbIX JAOKYMEHTOB, OTMeudas KakKuM IIyTeM
POBOAMIIACH TpadapeTu3arus.

8. Omnucarh JOKYMEHTHI 110 CJIEIYIONIEH CXeMeE:

- BUJ1 (Pa3HOBHUIHOCTB)

- aBTOp

- ajpecar

- TEKCT

- lata

- COCTaB y10CTOBEPEHUS

- IONTUHHOCTD (KOMHUIHOCTH )

KoHTpoIibHBIE BOITPOCHI

1. HazoBute ocobennoctu popmer nokymenta X VIII B. ?

2. Kakue TpeOoBaHHS MpEeabsBISAIOTCA K 0oGOpMIIEHHIO TpoToKosa no ['eHepambHOMY
pernamenty?

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

4. Onumure CcUCTEMY IHCbMEHHBIX CHOIICHUN 3BEHBEB ammapara yIpaBJICHUSA IO
['enepasibHOMY pernamenTy ?

Uctounuku u nurepatypa
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beikoBa T.A. JlokyMeHTanmMOHHOE oOOecleYeHnue YIpaBleHUus (ACIOMPOU3BOACTBO)
[DnekTponHEbIi pecypc]; yueoHoe mocodue/ T.A. beikoBa, T.B. Ky3Hernoga. -2-e uza. nepepadb. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. - Pexxum JIOCTyTa:
http://znanium.com/go.php?id=942800/

Pa3naTtounslil MaTepuan K 3aHATUSAM

1. T'enepanbublii pernament 1720.

2. JIOKyMeHTHI (Ae1a) MECTHBIX yupeKaeHHi 18B.

3. KpaTkuii ciioBapb BUJIOB M pa3HOBUIHOCTEH JOKYMEHTOB.
®Dopmysap nokymenrta XIX Beka —

Llenp 3aHATHS — W3Y4YCHHE PA3BUTUS U OCOOCHHOCTEH (OPMYIISIPOB CITyKEOHBIX
nokymeHToB XIX B.

B PE3yJIbTAaTC BBIIIOJHCHUA 3aJaHun CTYACHT HOJIZKCH:

MMETh  IPEJICTAaBICHHE O  perlaMeHTaluuu  Ipolnecca  JOKyMEHTUPOBAHUS B
3aKOHONATENbHBIX  akTax XIX B., pa3Butuu GopMmyisipa JOKYMEHTa, TEHICHIUAX
TpadapeTusannun J0KyMEHTOB;

3HaTh BHUJBI NOKyMEeHTOB XIX - B., ocoGeHHOCTH uX odopmieHus, coctaB (HopMmyIspa,
MOsIBJICHHE OJaHKOB M WX BHJBI, MOSABIEHHE OTMETOK Ha JOKYMEHTaxX, OTPAKAIOLIUX HX
JIBIDKEHUE B YUPEKIACHUU U paboTy C HUMH.

YMETb aHAJIU3UPOBATh KOHKpPETHBIE JOKyMeHThl XIX B.; cocTaBiisAst UX GOPMYJIISPHI.
3agaHus Ui CaMOCTOSITENIbHON PabOThI
1. I3y4uTh BUJIBI U PA3HOBUIHOCTH JOKYMEHTOB.

2. BeIsIBUTE 0COOCHHOCTH O(OPMIICHHS PEKBU3UTA «aBTOP», OMKCATh COCTAaB OJaHKa M €T0
BUJIBI.

3. I3y4uTh TEKCT JOKyMEHTA.
4. Onucatp NOPSAJOK aIpecOBaHuUs JOKYMEHTA.

5. Brimmcars aaThl COCTaBJICHMA, O6pa6OTKI/I, noATruCaHug U Ap., yKa3aTb MECTO HX
PacCIioJIOKCHUA.

6. [Ipoananu3upoBaTh XapakTep yJI0CTOBEPEHHS TOKYMEHTA.
7. OrmcaTh BUIIBI OTMETOK.

8. CocTaBUTh (HOPMYIISAPHI 2-X TOKYMEHTOB.

VYka3aHus Mo BHITTOJHEHHUIO 3aJaHUN

1. Haunnath pa60Ty CJICAYCT C paCCMOTPCHUA ACIT YUYPCKIACHUS. BbeIssBUTE U BEIIIHCATH
Ha3BaHUA BUJOB JOKYMCHTOB:

- U3J1aBACMBIC BBIIICCTOAIIMMU OpraHaMu,
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- [IOCBIJIAEMbIE PABHBIM YUPEKIACHHUSIM;
- IPEJICTABJISIEMbIE B BBILIECTOSALINE YUPEKICHUS,
- 0(OPMIISIIOIIIHE BHYTPEHHIOIO JIEATEIHHOCTb.

N3 «KpaTkoro cioBapsi BUJOB U Pa3HOBHUIHOCTEH JOKYMEHTOBY» BBIIUCATh ONPEACICHUS
BBISBJICHHBIX BUJI0OB TOKYMEHTOB XIX B.

2. Onwucate NOPsIOK 0hOPMIICHHUSI PEKBU3UTA «aBTOP» B PA3IMYHBIX BUIAX JOKYMEHTOB,
BBIIIUCATh HCCKOJIBKO THUIIOB 6H21HKOBLIX HaI[HHCCﬁ )41 OHpeIIeHI/ITb X COCTaB. HO KOMHHGKC}’
I[OKYMGHTOB HpOCHeI[I/ITL, KaKunue BHIbI I[OKYMGHTOB HI/IIJ_IYTCSI Ha 6J'IaHKaX, KaKue 663
0003Ha4YeHus 0JIaHKOBBLIX HAIIIHUCEH.

3. [Ipoananu3upoBaTh HECKOJIBKO BUIOB JTOKYMEHTOB, YKa3aB CTPYKTYpYy TEKCTa, BHIMKCAB
OpUMEphl TMPUMEHEHHS «KaHLEIIpU3MoB». OTMETUTb, HACKOJIBKO YCHJIMJIACh TEHJCHIUS
Tpadaperusanuu (BeIIUCATH TPUMEPHI Tpa(apeTHBIX U TUITOBBIX TEKCTOB).

4. Ilpu onucaHuM NOpSAAKAa aJpPECOBAHUSA YCTAHOBUTH 3aBUCUMOCTb O(OpMIICHUS
peKkBHM3UTa «ajpecaT» OT uepapxuu yupexjaeHuid. IlpuBectu mnpumepsl ajapecoBaHus B
BBIILIECTOSIIIINE, PABHBIE U HUKECTOALIEE YUPEHKIACHUS.

5. BeimucaTte mpuMepsl JATUPOBKU M TIEPEBECTH J1aThl HA HOBBIM cTuib. B XIX B. pazHuia
MEeXAy CTUIsIMU paBHsuiach 12, B XX B. — 13 qHsAM.

6. Brimucats MNPpUMEPLI MOATIMCAaHUA JOKYMCHTA B HHCTAHIUAX pazﬂoﬁ INOAYMHCHHOCTHU U
OImucaThb COCTaB IOAIIMUCH.

7. Beinmucath OTMETKHM Ha IOKYMEHTax M yKa3aTh UX Ha3HAYEHUE, MECTO MPOCTaBICHUSI.
8. ®opMyIApbl TOKYMEHTOB COCTaBUTH I10 CXEME, NIPEAJIOKEHHOM B TPETHEM 3aHATHH.
KoHTpoJIbHBIE BOITPOCHL:

1. B yem nposiBunack TeHACHINS K YHUDUKAIUK (GOPMBI U TEKCTa JOKYMEHTa ?

2. Yro Ttakoe TpadapeTHbI U TUIIOBON TEKCTHI ?

3. HazoBuTe cocraB OiaHka JOKyMeHTa ?

4. Yem onpenensiics XapakTep aJpecoBaHUs JOKYMEHTa ?

Hctounuku u nureparypa

NcrouHuku:

beikoBa T.A. JlokymMeHTallMOHHOE oOOecTeueHrue YIpaBICHUs (JIEIOMPOU3BOJICTBO)
[DnexTponHsIii pecypc]; yuednoe mocooue/ T.A. beikoa, T.B. Ky3uerosa. -2-¢ u3. nmepepad. u
JTOTI. — Mockaa: HNudpa-M, 2018. -304 c. — Pexum JOCTYyTIA:
http://znanium.com/go.php?id=942800/

PazpaTounsrit MaTCpHrall K 3aHATUAM

1. dena yupexnenuii 19 B.
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2. Kpatkuii criioBapb BUJIOB ¥ Pa3HOBUIHOCTEH TOKYMEHTOB.

Tab6muna

Ananuz opopmieHust pekBu3uToB J0kyMeHTOB B XVI- XIX BB.

HaumeHnoBanue 10OKyMEHTOB Ocobennoctu 0(hopMIICHUS! PEKBU3UTA

B XVI-XVII BB. B XVII B XIX B.

Bun noxymenra

ABTOD

Anpecar

Tekcr:
BBEJ/ICHHE
OCHOBHAsI 4aCTh
3aKJIIOYEHUE

Jatbl
COCTaBJICHUS
MOJTyYEHUs
perucrpauuu

CocraB ygocToBepeHus

OTMeTKH Ha JAOKYMCHTC

®opmyisap 1okyMeHTa XX Beka. —

[lenp 3aHATHS — WH3y4YEHHE PA3BUTUS U OCOOEHHOCTEH (QOPMYJISIPOB CIIyKEOHBIX
JIOKYyMEeHTOB XX B.

B PE3YJIbTAaTC BBIITIOJHCHUA 3aJlaHUM CTYACHT HJOJIZKCH:

NMCTHb IpeaACTaBJICHUC 0 periiaMCcHTallunu mponecca JOKYMCHTHUPOBAaHHA B
3aKOHOAATENbHBIX akTax XX B., pa3Butun GopMyisipa JOKyMEHTa, TEHACHIMSIX
TpadapeTHu3auy J0KyMEHTOB;

3HaTh BUJBI JOKYMEHTOB XX - B., 0COOGHHOCTH UX O(pOpMIIEHUs, COCTaB (GopMyIspa,
NOsBJICHHE OJIAHKOB M MX BUJBI, MOSBJICHHE OTMETOK Ha JOKYMEHTaX, OTPaKaIoUIMX HX
JIBIDKEHUE B YUPEKACHUU U pabOTy C HUMH.

YMETb aHaJIN3UPOBATh KOHKPETHBIE JOKYMEHThI XX B.; COCTAaBIISISI UX (OPMYIISPHL.

3amanus 111 CaMOCTOSITEIHHOM pabOThI
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1. HSy‘lI/ITB BHUJbI U pa3HOBUJIHOCTH JOKYMCHTOB.

2. BeisiBuTh 0COOEHHOCTH 0(OPMIIEHUS] PEKBU3HTA «aBTOP», ONHICATH COCTaB OJIAHKA U €T0
BUJIBI.

3. 3yuuTh TEKCT JOKyMEHTA.
4. Onucath NOPSJIOK aAPECOBAHUS JOKYMEHTA.

5. Bommmcare JaThl cocTaBieHUsi, 0OpaOOTKM, MOMMUCAHUSA WU Jp., yKa3aThb MECTO HX
PacIoI0XKEHHS.

6. IIpoananu3upoBaTh XapakTep yAOCTOBEPEHUS TOKYMEHTA.
7. Onucatb BUJIbI OTMETOK.

8. CocTaBuTh (HhOPMYIISIPHI 2-X TOKYMEHTOB.

VcTouHuky U nuTeparypa

beikoBa T.A. JloKyMeHTallMOHHOE OOECIeYeHUe yIpaBiIeHUS (ICIOIPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebroe mocooue/ T.A. beikosa, T.B. Ky3nernona. -2-¢ u3a. nmepepad. u
JIOTI. — Mockaa: HNudpa-M, 2018. -304 C. — Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/

Pa3naTounb1il MaTepHUall K 3aHATHAM
1. dena yupexxaenuii 20 B.
2. Kpatkuii cinoBapb BUI0B U Pa3HOBUIHOCTEH JOKYMEHTOB.

3. COOpHUK 3aKOHOJATENBHBIX AKTOB IO Jenonpou3BojacTBy (1917-1970rr.) — VYueo.
nocobue nox pen. f.3. Jlusmuna. — M. MITUAU, 1973. — 157 C.

Tema 4. @opMynsp COBPEMEHHOTO YNPaBIEHYECKOTO JOKYMEHTA: IpaBuia o(hopMICHHS
pexBu3nTOB— 12 yacoB

[lenb 3aHATHS — U3yYEHUE COBPEMEHHBIX TpPeOOBaHUI I'OCYJapCTBEHHBIX CTAaHIAAPTOB U
HOPMAaTHUBHO-METOJMUYECKUX aKTOB K O(OPMIICHHIO CITyKEOHBIX TOKYMEHTOB.

B PE3YJIbTATC BBITTIOJIHCHUA 3aJlaHUM CTYACHT HOJIZKCH:

HMETh MPEACTABJICHUEC O TCHACHIUAX Pa3BUTUA AOKYMCHTA W NPHUHOUIIAX ITOCTPOCHUA
dbopmymsipa-o6pasiia opraHu3alMOHHO-PACTIOPSATUTEIHHBIX JOKYMEHTOB;

3HATb COCTAB PCKBHU3UTOB U TpeGOBaHI/I}I TOCYHapCTBCHHOTI'O CTaHAApTa K O(I)OpMJICHI/IIO
AOKYMCHTA.

3HaTh COCTaB PEKBU3UTOB M TpeboBanus [lpaBun nemompousBoicTBa B (eaepaabHbIX
OpraHax HCIOJHUTEIBHON BJIaCTH HW METOIUYECKUX PpPEKOMEHJAMi K COCTaBJIEHUIO
JIOKYMEHTOB.
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yMETh NPOEKTUPOBATH OJaHKU JOKYMEHTOB YUYPEKIECHUH U HUMETh HABBIKU paboOThl ¢
rOCyIapCTBEHHBIMU CTAHJIAPTAMU M METOAWYECKMMHU YKa3aHUSIMU [0 UX BHEIPEHHUIO U
MPUMEHEHHUIO.

3agaHus Ui CAaMOCTOSITENIbHON PabOThI

W3y4uTh KOMIUIEKT HOPMATHBHO-METOJUYECKHX JOKYMEHTOB IO JIOKYMEHTHPOBAHHIO
yOpaBIeHYECKON NEATENbHOCTH | MeToAnuecKrue peKOMEeHJaIuu 110 pa3paboTke HHCTPYKIUH O
JIEJIONPOU3BOJCTBY B TOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpPAaBJICHUS, YTB.
ITpukazom Pocapxusa ot 24.12.2020 Ne 199.

[lpumepHass  MHCTPYKUMS 1O  JENONPOU3BOACTBY B  T'OCYAapPCTBEHHBIX
opranm3zauusx, yTB. [Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHsiii pecypc]. —
M., 2019. Pexxum nocryna: http://www.consultant.ru/document/cons_doc LAW 305137/.

I'OCT P 7.0.97-2016. HauumonanwHbiii ctangapT Poccuiickoit ®epeparuu. Cucrema
CTaHAapToB Mo uHGOpManuu, OMOTMOTEYHOMY U U3JATENbCKOMy aeny. OpraHusanuoHHO-
pacnopsiauTenbHas ToKyMeHTauusa. TpeboBaHusa K oQOpPMIICHHIO JOKYMEHTOB // [ DIEKTPOHHBIM
pecypc]. - M., 2019. Pexum JIOCTYyIIa:
http://www.consultant.ru/document/cons_doc LAW 216461/.

N3zyuuts [OCT P 7.0.97-2016 ¢ TpeboBanusMu K 0()OPMIICHUIO JOKYMEHTOB, OTIPEACIUTh
€ro CTPYKTypy, COCTaB pa3zeioB.

N3yunth TpedoBanus 'OCTa k O1aHKY JOKyMEHTA.

HpO&HaHI/IBI/II)OBaTB MMPEVIOKCHHYIO KOJUICKIIUIO JOKYMCHTOB, OIPCACIUTb PCKBU3UTHI,
YKa3aTb HEAOCTATKU B UX PACIIOJIOKCHHUU U O(i)OpMJ'IeHI/II/I.

CocTaBuTh Ha OCHOBaHMM pa3/JaTOYHOTO MaTepuaia OyiaHku (OOmMH M AN MHUChbMA)
OpraHu3aluil U NpeaAnpUsITH pa3auuHbIX (OpM COOCTBEHHOCTH C BapHaHTaMU MPOAOIBHOIO U
YIJI0BOT'O PACIIOJIOKEHUS! PEKBU3HUTOB.

YKa3zaHus IO BBIIOJHEHUIO 3aJaHHA.

1.U3yunts TpeOoBaHUS K cocTaBy M O(OPMIICHHIO PEKBU3UTOB JOKYMEHTOB M OJIAHKOB,
u3noxkeHHsle B “IIpaBuiiax 1enonpou3BO/CTBa B TOCYJapCTBEHHBIX OpraHax, OpraHax MeCTHOI'O
camMoOynpaBJlieHUs’, yTBEPKICHHbIX npuka3zom Pocapxusa ot 22.05.2019 N 71. (cMm. pazgen 2
“JlOKyMEHTHpPOBaHHUE YIIPaBIECHYECKOM J1eATEIbHOCTH )

2. U3yuute TpeOOBaHUS K OQOpPMIIECHHIO OJAaHKOB M PEKBU3UTOB JIOKYMEHTOB IIO
Hanuonanenomy crangapty 'OCT P 7.0.97-2016 “Cucrema crangapToB Mo HH(pOpMaIuu,
OMOIMOTEeYHOMY M M3JaTeNbCKOMY Jeny. OpraHu3anoHHO-PaCHOPSIANTENbHAS JOKYMEHTALHS.
TpeboBanus k 0(OPMIICHHUIO TOKYMEHTOB .

3. U3yunts TpeboBanus “Meronnyeckux peKOMeHIalui no pazpaboTke MHCTPYKUUH MO
JIETIONPOU3BOJICTBY B TOCYJAapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO CaMOyIpaBieHus",
yTBEpKACHHbIX mpukazoM PocapxuBa ot 24.12.2020 N 199 k OnaHkaM U peKBU3UTAM
JIOKYMEHTOB (TTpUIoKeHus 2, 3).

4. V3yunTh MpPEANIONKECHHYIO KOJUIEKIUIO (3-5 MOKYMEHTOB) M aHAIM3MPYs JIOKYMEHTHI,
BBISIBUTh HEAOCTaTKM B oOdopMmiieHMH OnaHka (OTCYTCTBHE HEOOXOJUMBIX PEKBU3UTOB H
NPaBUIBHOCTh O(GOPMIICHUS HMMEIOLIUXCS); ONPEIeNUTh MPABMIBHOCTh PACHOJOXKEHUS U
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O(bOpMJ'IeHI/IH PEKBU3UTOB JOKYMCHTA (BaFOHOBKa, JaTbl U HMHJACKCA, IIOAIIMCH, OTMCTOK O
IMMOCTYILUICHHUHA 1 HAIIPpaBJICHUHU NIOKYMCEHTA B ACJIO U ,Z[p)

Ha ocHoBe pazmaToyHoro marepuaia CIpOEKTHPOBATH OJIAHKM JOKYMEHTOB KOHKPETHBIX
OpraHu3alii ¥ TOCYIapCTBEHHBIX OPraHOB B coOTBeTCcTBUU ¢ TpeboBanusimu I'OCT P 7.0.97-
2016. KoHTpoabHBIE BOIPOCHI

HepechnHTe BUJIbI HOPMATHUBHBIX AaKTOB, PEIrTIaMCHTHUPYIOIIHUE OOKYMCHTHPOBAHUC
ynpaBnqueCKoﬁ JACATCIIbHOCTH.

Uem paznuyarorcst o0muii 01aHK U 6J1aHK MUChMa, OJIaHK KOHKPETHOTO BU/Ia JOKYMEHTA.
Hcrounuku u nureparypa
HcroyHuku:

@DenepanbHbIi KOHCTUTYLMOHHBIM 3akoH oT 25 gekabps 2000 r. Ne 2-OK3 «O
['ocynapctBernom repbe Poccmiickoit @eneparum» // [DnekTpoHHbId pecype]. — M., 2019. —
Pexxum nmocryna: http://www.consultant.ru/document/cons_doc LAW_29674/.

[IpaBuiia [elOMPOM3BOJICTBA B TOCYJAapCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoytpasiieHus, yTB. [Ipuka3zom Pocapxusa ot 22.05.2019 Ne 71 // [DnexTpoHHbBI# pecypc]. —
M., 2021. — Pexxum moctyma: http:// https://base.garant.ru/72291836/.

Meronuyeckue pekOMEHJAalMU 10 pa3padOTKe HMHCTPYKLUMHA IO JEJONPOU3BOACTBY B
roCyJJapCTBEHHBIX OpraHax, OpraHax MeCTHOIO camoylpasieHus, yTB. IIpukasom Pocapxusa ot
24.12.2020 Ne 199 /I [Onekrponnsiii pecypc]. — M., 2021. — Pexum nocrtyna: http:/
http://www.consultant.ru/document/cons_doc LAW 373895/.

[IpumepHass  MHCTpPyKIMsS 1O  JEJIONPOU3BOACTBY B  T'OCYJapCTBEHHBIX
opranuzanusx, yTB. [Ipukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnexkTpoHHBIH pecypc]. —
M., 2019. Pexxum nocrtyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Haumonanbubsiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJapTOB MO HHGOpMAIMK, OMOTMOTEUHOMY W H3AATENIbcKoMy aeny. OpraHu3alioHHO-
pacropsauTenbHas f0KyMeHTarus. TpeboBanust K 0OpMIICHHIO TOKYMEHTOB // [DIeKTPOHHBIN
pecypcl]. — M., 2019. Pexxum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW 216461/

I'OCT P 7.0.8-2013 /[lenonpou3BOACTBO U apXHMBHOE JeN0. TepMUHBI U ONpPEIEICHMUS.-
[DnexTpoHHBIi pecypc]. - M., 2019. Pexxum JOCTyIa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

Jluteparypa:

beikoBa T.A. JlokymMeHTannoHHOe oOecreueHHe YyIpaBlieHUs (IEIONPOU3BOJICTBO)
[OnexTpoHHBIH pecypc]; yueOHoe mocodue/ T.A. beikosa, T.B. Ky3nenona. -2-e u3z. nepepa0. u
JIOTI. — Mockaa: Hndpa-M, 2018. -304 c. — Pexum J0CTyTa:
http://znanium.com/go.php?id=942800/

PaznaTounblil MaTepral K 3aHITHSM:
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- T'OCT P 7.0.97-2016. Hauuonanensiii ctanmapt Poccuiickoit ®@enepaunu. Cucrema
CTaHJApTOB MO HHPOPMAIMK, OMOIMOTEYHOMY W H3AaTeIbCKOMY jaeny. OpraHu3anydoHHO-
pacnopsiiuTeNbHas TOKyMeHTalus. TpeboBanus K 0pOPMIICHUIO TOKYMEHTOB.

- TlpaBuia JeIONPOM3BOACTBA B TOCYAAapPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoymnpasiieHus, yTB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [DnexTpoHHbIi pecypc]. —
M., 2021. — Pexxum nmocrtyma: http:// https://base.garant.ru/72291836/.

MeToanyeckre pPeKOMEHIAIMK 10 pa3paboTKe HHCTPYKIMH I10 JEJONPOU3BOJICTBY B
rOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOI'O caMoyIpaBieHus, yTB. [Ipukazom Pocapxusa oT
24.12.2020 Ne 199 /I [Dnexrtponnbiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

IIpumepHass  MHCTpYyKIMs IO JEJIONPOM3BOJICTBY B  TIOCYJapCTBEHHBIX
opraam3anusx, yTB. [Ipukaszom Pocapxua ot 11.04.2018 Ne 44) // [DnekTpoHHBIH pecypc]. —
M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_305137/.

Konnekuust TOKyMeHTOB.

Tema 5. OpraHuzanuoHHBIC, PACIOPSAUTEIbHBIE W  HMH(DOPMAIMOHHO-CIIPABOYHBIC
JIOKYMEHTHI — 28 JacoB

JIoKyMEHTHpPOBaHHE PACHOPSAUTEIBHON AEATEIbHOCTH —

I_[eJ'IB 3aHATUSA — HU3YUCHUC Tpe60BaHHI>i roCyJapCTBCHHBIX CTAHAAPTOB W HOPMATHUBHO-
MCTOANYCCKHNX AaKTOB K COCTABJIICHHIO H O(I)OpMJICHI/IIO pacnnopsAauTCIIbHBIX JOKYMCHTOB,
IMOJIYYCHHEC HABBIKOB UX COCTABJICHUA U O(bOpMHeHI/IH 110 3aIaHHBIM CUTYAILIUSIM.

B pesynbrare BBIITOJIHEHNS 3aJaHUN CTYJEHT JIOJKEH:

HUMETb MPCACTABJICHHUEC O CHUTyalusIX, Tpe6yfoumx HU3JJaHUA  pacClopAAUTCIIBHBIX
JAOKYMCHTOB;

3HaTh BHUJBl PACHOPATUTEIBHBIX JOKYMEHTOB, COCTaB pPEKBU3UTOB (opmyJsipa
pacropsIANTENILHOTO IOKYMEHTA U TPeOOBaHUS K MX COCTABJICHUIO U 0(OPMIICHHUIO.

YMETb COCTABJIATH U O(I)OpMJ'IHTB pacnnopAaUTECIIbHBIC JOKYMCHTEI 110 3a/IaHHBIM CUTyallusIM
H UMCTHh HaBBbIKH HUX O(l)OpMJ'IeHI/ISI Ha KOMIIBIOTEPC.

3aI[aHI/I$I JIJISI CAaMOCTOSTEILHOMN pa6OTLI

W3yuuts  TpeOoOBaHMs,  MNpEAbSIBISEMble K  COCTaBICHHIO U O(OPMIICHHUIO
pacropsAUNTEIbHBIX TOKYMEHTOB.

CoctaBuTh ¥ 0POPMHUTH IPUKA3 10 OCHOBHOU JEATEIBHOCTH.

CocTaBuTh 1 0QOPMUTH PACTIOPSIKEHUE.

YKa3aHusl 110 BBIITOJIHEHUIO 33/1aHUS

YTOYHHUTH COCTaB PEKBU3UTOB, BXOIAIIUX B (POPMYJISIp MPUKa3a, pacCOPsDKEHUS.

N3yuutes TpeGoBanusi Metoaudeckue peKOMEHIAIMK MO0 pa3pabOTKe WHCTPYKIUH TIO0
JIETIONPOU3BOJICTBY B T'OCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOyIpPAaBJICHUS, YTB.
ITpukazom PocapxuBa ot 24.12.2020 Ne 199, [IpumMepHOI HHCTPYKIMHU 1O JEIONPOU3BOACTBY B
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roCyJIapCTBEHHBIX opraHu3anusx, yTB. [Ipukasom PocapxuBa ot 11.04.2018 Ne 44) k coctaBy
PEKBU3HUTOB U CTPYKType TEKCTa MPUKa3a M0 OCHOBHOM JESATEIIbHOCTH.

YTOUHUTH pa3IvyMsl B COCTABICHUM MPUKa3a 110 OCHOBHOM JEATENBHOCTH U 110 JIUYHOMY
coctaBy, oOpamiasi BHUMaHHE Ha MOPAAOK O(GOPMIICHHUS CCBHUIKH (YHOMHHAHHs) Ha JPyrou
JOKYMEHT U YHU(DHUKAIMIO TEKCTOB ITPUKA30B M0 TMYHOMY COCTaBY.

CocTaBUTh TOKYMEHTHI HA OCHOBE ITPEAJIOKEHHBIX MTPENO0/IaBaTeNIeM CUTYalUH.
KoHTpoJibHBIE BOIPOCHI

[lepeuncnure peKBU3UTHI, BXOIAIINE B POPMYJIISIp MPUKaA3a.

Ha3oBute cTpyKTypy IpHKa3a 0 OCHOBHOM 1€ATEIbHOCTH.

Yem ommyaercs CTpyKTypa TEKCTa IIpUMKa3a II0 JIMYHOMY COCTaBy W OCHOBHOM
JIeATEIbHOCTH.

HazoBuTe cpoku XpaHeHHs MPUKA30B.
HazoBuTe pekBU3UTHI, BXOIAIINE B POPMYJISP paCTOPSHKEHHUS.

Yem ominMyaercs CTIPyKTypa TEKCTa pacHOpPsDKEHHMs OT IpPHUKa3a 10  OCHOBHOM
JIeSATEIbHOCTH.

Wcrounuku u nureparypa
Hcrounuku:

Meroanveckre PEeKOMEHAAIMU M0 pa3paboTKe HWHCTPYKIMN MO JIeONMPOU3BOJICTBY B
rOCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOT'O caMoympasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 /I [Dnmextponnsiii pecypc]. — M., 2021. — Pexum pnoctyma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass  WHCTPYKLIHS 1O  JENOMPOU3BOACTBY B  TOCYJapCTBEHHBIX
opranmzanusx, yTB. [Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHbIi pecypc]. —
M., 2019. Pexum Ilocranosnenue [IpaButensctea PO ot 15.06.2009 Ne 477 «O06 yTBepx)aeHUN
[IpaBun  nmemompow3BoACTBa B (peiepaibHBIX  OpraHax  MCIOJHUTEIBHOM  BIIacTU»//
[DneKkTpoHHBIH pecypcl]. — M., 2019. — Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_88695/.

I'OCT P 7.0.97-2016. Haumonansnsiii crangapt Poccuiickoit ®epepanuu. Cucrema
CTaHJApTOB MO HH(OpManuK, OHMOIMOTEYHOMY M H3JaTeNbCcKoMy Jeny. OpraHu3alnuoHHO-
pacriopsauTenbHas JoKyMeHTanusa. TpeGoBaHus K 0(OPMIIEHHUIO TOKYMEHTOB // [DIeKTpOHHBIH
pecypc]. — M., 2019. Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_216461/.

Jluteparypa:

brikoBa T.A. JlokyMmMeHTaloHHOE oOOecreueHre YIpaBiaeHHUs (JIeIOMpPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebHoe mocooue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e u3z. nepepad. u
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. - Pexum JOCTYyTIA:
http://znanium.com/go.php?id=942800/
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PaBI[aTOLIHHﬁ Marc€pural K 3aHATHAM:

Metoanueckiue peKOMEHAAUWU MO pa3paboTKe WHCTPYKIMHA IO AEJIONPOU3BOJCTBY B
roCyJJapCTBEHHBIX OpraHax, OpraHax MeCTHOIO camoylpasieHus, yTB. IIpukasom Pocapxusa ot
24.12.2020 Ne 199 /I [Onekrponnsiii pecypc]. — M., 2021. — Pexum nocryna: http:/
http://www.consultant.ru/document/cons_doc LAW 373895/.

[IpumepHass HHCTPYKIIUS 1O JIETOMPOU3BOJICTBY B TOCYAaPCTBEHHBIX OpraHU3aIUsAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Onextponnsiii pecypc]. — M., 2019. Pexum
I'OCT P 7.0.97-2016. HaunonansHbIil cranaapt Poccuiickoit @eaeparuu. Cucrema craHaapToB
nmo uHpopmanuu, OuUOIMOTEYHOMY W HW3AaTelbCckomy  jaeny.  OpraHu3anmoHHO-
pacnopsiiuTeNbHas TOKyMeHTaIus. TpeboBanus K 0pOPMIICHUIO TOKYMEHTOB.

Anp0oM yHHDUITUPOBAHHBIX (HOPM MEPBUYHON YUETHON JOKYMEHTAIMH N0 YUETY TPyIa U
€ro OIJIaThl, yTBEPKIeHHBIN rocTaHoBiaeHueM ['ockomcrata PO ot 05.01.2004 Ne 1.

Matepuansl ¢ UWHAUBUAYAIbHBIMH 33laHUSMU JJII CAMOCTOATEIBHOTO COCTaBICHUS
MIPUKA30B U PACHIOPSIKEHHIA.

I[OKYMCHTHPOBaHHC ACATCIIBHOCTH KOJUJICTHAJIBHBIX OPraHOB —

I_[eJ'IB 3aHATUA — MU3YUCHUC Tp€6OBaHI/II71 K HOOKYMCHTaM, CO3JJaBaCMbIM B IIPOLCCCC
IoArOTOBKH U O6CJ'Iy>KI/IBaHI/I${ COBEIIaHUM.

B pesyinbrare BBIITOJIHEHNS 33JaHUN CTYIECHT JTOJDKEH:

HUMCETb TMPCEACTABJICHHUEC O BHJAAX KOJIJIETHAJIbHON  JEATEIBHOCTH H MnopsAaake eé
JAOKYMCHTHPOBAHUS;

3HaTh COCTAaB JOKYMEHTOB, CO3JaBaeMbIX IMPU MOJITOTOBKE COBEIIAHUH, TpeOOBaHHS K
bopMyIIApy MPOTOKOJIA, TOPSAKY €r0 COCTaBIEHUS U 0HOPMIIEHUS;

YMETh COCTaBIATH M OQOPMIISITH HMPOTOKOJ U JIOKYMEHTBHI, CO3JaBacMble B Ipoliecce
MOJIFOTOBKU COBEIIAHUS.

YMETb COCTABIIATh U OOPMIIATH BBIITUCKY U3 IPOTOKOJIA.
YMETb COCTABJIATh U OPOPMIISITH PELICHHUE.
3agaHus Ui CaMOCTOSITENIbHON PabOThI

N3yunth TpeOoOBaHMS, MpPEIbsBIsSEMble K COCTABICHHIO U O(GOPMIICHHIO NMPOTOKOJA H
penieHusl.

CocTaBUTh NPUTJIALICHUE HA 3aceqaHue.
CocTaBuTh NPOTOKOJ COBEIIAHMUS.
OdopMUTD BBITUCKY U3 IPOTOKOJIA.
Odopmuts pemieHue.

VKa3zaHus IO BRIIOJIHEHUIO 3aJaHHS.
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YTOYHHUTE 3Tambl IIOJATOTOBKH COBCIIaHNHN U BHUJIbI TIOKYMCHTOB, CO31aBACMbIX Ha KaXXIAOM
JTaIIc (HOBeCTKa JHA, CIIMCKU YY4CTHHUKOB U T.,Z[.).

YTouHUTH 0COOEHHOCTH (POpPMYIIsipa MPOTOKOJIA, TPEOOBAHUS K PEKBU3UTAM, H3JI0KCHHBIC
B TOCYJapCTBEHHOM CTaHIApTe W METOJIMYECKHX PEKOMEHJIAIMAX, oOpaiiasi BHUMAaHUE Ha
cocTaB MH(OPMAIMH B TEKCTE MPOTOKOJIA, 0OCOOCHHOCTH €r0 MOAMUCAHUS, CPOKU 0(OPMIICHUS.

Onpenenuts pazianuus TpeOOBaHHUH K IPOTOKOIY HOJTHOMY U KPaTKOMY.

CocTaBUTh CaMOCTOSATEIIFHO Ha OCHOBAHHH pasgaToO4YHOro Mar€puralia mpOTOKOJI, BBIIIHNCKY
M3 IIPOTOKOJIA, pCHICHUC.

KoHTpoJIbHBIE BOIIPOCHL:

[lepeuncnure pekBU3UTHI, BXOASAIUE B HOPMYJIISp MPOTOKOIIA.
HazoBure cTpyKTypy TEKCTa IPOTOKOJIA.

B 4ém oTiMume npoTOKOIa MOJHOIO U KPaTKOro.

Ykaxure IMOpsAAOK MHOATOTOBKHU COBCIIAHUA W KAKUC HNOKYMCHTHI CO3JAlOTCA B XOIC
HOArOTOBKH.

[Tepeuncnure peKBU3HUTHI, BXOISIIUE B POPMYJIISP PEUICHHUS.
B ueM Ha3HaueHHE BBINKMCKHU U3 POTOKOJIA.

Hctounuku u nureparypa

Nctounuku:

MeToanyeckre PeKOMEHAAIMU MO pa3paboTKe WHCTPYKLIHUHA MO JEIONPOU3BOJCTBY B
rOCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOT'O caMoympasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 /I [Dnmextponnsiii pecypc]. — M., 2021. — Pexum pnoctyma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass  WMHCTPYKUMS 1O  JEJIONPOU3BOJCTBY B  T'OCYJapCTBEHHBIX
opranmu3anusix, yTB. [Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHbIii pecypc]. —
M., 2019. Pexxum nocryna: http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. Hamumonanbublii cranaapt Poccuiickoit ®enepaunu. Cucrema
CTaHJApTOB MO HMH(OpMaruy, OUOIMOTEUHOMY M H3JaTelbCKOMYy Jeny. OpraHu3aluoHHO-
pacriopsauTenbHas JoKyMeHTalus. TpeboBaHus K 0)OPMIIEHUIO TOKYMEHTOB // [DIeKTpOHHBIH
pecypc]. — M., 2019. Pexxum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P 7.0.8-2013 [denonpou3BOJACTBO M apXUBHOE A€N0. TepMHUHBI U ONpEIEIICHHUS.-
[DnexTpoHHBIH pecypc]. — M., 2019. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

JIureparypa:

beikoBa T.A. JlokyMeHTanmuoHHOe oOecreueHrne ympaBlIeHUs (IEIOMPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yaeOHoe mocooue/ T.A. beikosa, T.B. Ky3Hnerona. -2-¢ u3. nmepepad. u


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_163800/
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JIOTI. - Mockaa: Nudpa-M, 2018. -304 c. - Pexxum JIOCTyTa:
http://znanium.com/go.php?id=942800/

Pa3naTouHbIil MaTepUall K 3aHATUAM

MeToanyeckre peKOMEHIAIMK 10 pa3paboTKe WHCTPYKIHM IO JEJONPOU3BOJICTBY B
rOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOI'O caMoyIpaBieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 /I [Dnaexrponnsiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHasi MHCTPYKIHUS 10 JCIIOTMPOU3BOACTBY B TOCYJAPCTBEHHBIX OpraHU3aIUsAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHnsiii pecype]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW 305137/.

MaTepI/IaJ'ILI C HWHIAUBHUAYAJBHBIMH 3aJaHUAMHU JUId CaAMOCTOATCIBHOI'O COCTAaBJICHUA
AOKYMCHTOB.

CocraBnenne HHPOPMAMOHHO-CITPABOYHBIX JTOKYMEHTOB —

I_[eJ'IB 3aHATUS — H3YUCHUC HA3HAYUCHUA I/IH(i)OpMaI_[I/IOHHO'CHpaBO‘IHBIX AOKYMCHTOB H
0COOEHHOCTEN O(i)OpMJ'ICHI/IH Ka)XJI0TO BUJIa STOM rpyniibl JOKYMCHTOB.

B pesyinbrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJDKEH:

UMETh TMPEJICTABICHHNE O THUIOBBIX CHUTYalHsX, O(OPMIIEMBIX YHUGUIUPOBAHHBIMH
dbopmamMy HHPOPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB;

3HaTh BUIBl HH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB; TpeOOBaHUS K (opMyisipy
KaX/10T0 BUJA,

YMETb COCTABJIATHL BCC BUABI I/IH(bOpMaHI/IOHHO-CHpaBOqHBIX JOKYMCHTOB N UMCTb HABBIKH
ux 0(OpMJICHHS Ha KOMIIBIOTEPE.

3aI[aHI/I$I JIJISI CAaMOCTOSTEILHOMN pa60TBI

1. W3yuuth mnpaBwia cocTaBlieHus U OdopMieHUS HH(POPMALMOHHO-CIPABOYHBIX
JIOKYMEHTOB, 00OpaTUB BHUMaHUE Ha 0COOEHHOCTH TPeOOBaHUH K KaX/10My BU]TY.

2. CocraButh U oopMuth B coorBercTBUM ¢ TpeboBanussmu ['OCT P 7.0.97-2016 u
MeTroauueckux peKOMEHIalin:

JIOKJIA/IHYIO 3aMCKY (BHYTPEHHIOIO U BHEIIIHIOK);
OOBSCHUTENBHYIO 3aITKCKY (BHYTPEHHIOIO U BHEIIHIOK);
CIIPaBKY;

aKT;

nucbMa (FapaHTHﬁHOC, HAalIOMHWHAHUC, IPUTIIAIICHUEC, YBCIOMIICHHUEC, PCKIIaMallui0 1 T.I[.).

Yka3zaHus 0 BBIITOJIHEHHIO 3aaHusd


http://znanium.com/go.php?id=942800/
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YTOYHHUTE BHUIbI I/IH(bOpMaI_II/IOHHO'CHpaBO‘IHBIX JAOKYMCHTOB u IIpu KaKHuX
YIPABJICHYCCKUX CUTyallUsAX OHU CO3JAr0TCA.

BrIsBUTE 0COOEHHOCTH Ka)I0TO BUa HHPOPMAIIMOHHO-CIIPABOYHOTO IOKYMEHTA.

N3yunth TpeOOBaHMS TOCYJApCTBEHHOTO CTaHAApTa K OGOPMIICHHIO PEKBH3HUTOB,
BXOJISAIINX B TUIIOBOH (hOpMYJIp KaXkI0T0 BUAA HH(POPMALIMOHHO-CIIPABOYHOTO IOKYMEHTA.

CoctaBuTh ¥ 0HOPMUTH JOKYMEHTHI B COOTBETCTBUU C IMOJTYYCHHBIMU 3aJaHUSIMHU.
KoHTpoJIbHBIE BOIIPOCHI

JaliTe onpeneneHue U YKaKUTE TUTIOBOK (HOPMYJISp:
JOKJIaJHOM 3aIIUCKH;

O0BSICHUTEIHLHON 3aIMCKH;

CIIPaBKH;

aKTa;

CITy’eOHOT0 MUChMa (HA30BHUTE €r0 Pa3HOBUIHOCTH);
Ykaxkute 0co0eHHOCTH 0(OPMIICHHUS MTHUCEM.

B uém ocobenHocTh 0(hOpMIICHHUS THCbMa-OTBETA.
Kakue TpeboBanus IPEeabIBISIIOTCS K TEKCTY MUCEM.
Hctounuku u nurepatypa

Nctounuku:

MeToandeckre peKOMEHIAINH 110 pa3paboTKe HHCTPYKIMI 1O JAETIOMPOU3BOACTBY
B TOCYJIapPCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoympasieHus, yTB. [Ipukazom Pocapxusa
ot 24.12.2020 Ne 199 // [Dnekrponnsiii pecypc]. — M., 2021. — Pexum noctyma: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHasi HHCTPYKIIUS MO JETOTPOU3BOJICTBY B TOCYJapCTBEHHBIX OPTaHU3AIUAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Onextponssiii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Haumonanbubsiii crangapT Poccuiickoii ®enepanuu. Cucrema
CTaHAapTOB Mo uHGOpMaNWU, OHMOTMOTEYHOMY M H3AaTeNbCcKOMy jaeny. OpraHu3aiioHHO-
pacropsiiuTenbHas JoOKyMeHTalus. TpeboBaHus K oQOpMIIEHHIO JOKYMEHTOB // [ DNEeKTpOHHBIN
pecypc]. — M., 2019. Pexxum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW _216461/.

I'OCT P 7.0.8-2013 [denonpou3BOJACTBO M apXUBHOE AeN0. TepMHUHBI U ONpEIEIICHHUS.-
[DnexTpoHHBIH pecypc]. — M., 2019. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

Jlureparypa:

beikoBa T.A. JlokyMeHTanmMOHHOE oOOecIleueHrne YMpaBJICHUs (IEIOMPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yaeOHoe mocooue/ T.A. beikosa, T.B. Ky3nerosa. -2-¢ u3a. nmepepad. u
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i()i 8 - Mockaa: Nudpa-M, 2018. -304 c. - Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/

Pa3naTouHbIil MaTepUall K 3aHATUAM

I'oCT P 7.0.97-2016. HauumonanwHbiii ctangapT Poccuiickoit ®@epeparuu. Cucrema
CTaHJApTOB 1O HHPOPMAIMK, OMOJMOTEYHOMY W H3AAaTeIbCKOMY jaeny. OpraHu3anuoHHO-
pacnopsiiuTeNbHAs TOKyMeHTaus. TpeboBanus K 0(pOpMIICHUIO TOKYMEHTOB.

Metoanueckie peKOMEHJAUUU IO pa3paboTKe WHCTPYKIMKA IO AEJIONPOU3BOJCTBY B
roCyJJapCTBEHHBIX OpraHax, opraHax MeCTHOIO camoylpasieHus, yTB. IIpukasom Pocapxusa ot
24.12.2020 Ne 199 /I [Dnextponnbiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW 373895/.

MaTepI/IaJ'ILI C HWHAUBHUAYAJIBHBIMH 3aJaHUAMU IOJI1 CAMOCTOATCIIBHOTO COCTaBJICHUA
AOKYMCHTOB.

Tema 6. Kommekcel nokymeHToB. HayuHo-ucropuueckas M NpakTUyecKas LIEHHOCTb
JIOKyMEHTa— 8 4acoB

HpOBOI[HTCH ABC O3HAKOMMUTCIIBHBIC OKCKYPCHU B I'OCYHaPCTBCHHBIC apXUBLI.

9.2. MeTonnqecmle PE€KOMEHAAIIMH IO MOATOTOBKE MUCbMECHHBIX pa60T

B nipouiecce o6yuenus ctyaenTsl PITY BBITONHSIOT pa3Hble BUbl MUCEMEHHBIX padoT.
OCHOBHBIMH HENISIMU ITMCHbMEHHBIX PA0OT B BY3€ SIBIISIOTCSL:

* 3aKpeIICHHE MOTyYeHHBIX 3HAHUH 110 CIICIIHaTbHOCTH, TPUMEHEHUE dTUX 3HAHUH TPU
pelieHnu npodecCHoHaIbHBIX 3a/1a4;

¢ pa3dBUTHUC HABBIKOB BCICHUA CaMOCTOSTEIbHOU pa6OTI>I, OBJIaJICHUEC MCTOAUKAMH 1
MMpUHOUIIAMHU CaMOCTOSTEIIbHOMN HCCJ’IG}IOB&TGHLCKOﬁ ACATCIBbHOCTH,

° (I)OpMI/IPOBaHI/IC YMCEHHA rPpaMOTHO U JIOTUYHO U3JIaraTb CO6paHHLIe HAYy4HbIC JaHHbIC U
MaTcpualibl COOCTBEHHOM HCCH@HOB&TGHBCKOﬁ ACATCIIBHOCTH.

Haubonee npocras, HO 0ueHb BaxkHask OpPMa NUCbMEHHOM PadOTHI B By3€ — 3TO KOHTPOJIbHAS
pabota. OHa sBJsieTcsl 00s13aTENbHBIM 3JIEMEHTOM CaAMOCTOATEILHON pabOThI CTYJEHTA H, IPEXKE BCETO,
JEMOHCTPHUPYET YMEHUE BOCIIPUHUMATD U IepeJaBaTh HH()OPMALHIO.

OTOT BUJI MUCEMEHHOM PabOTHI MPELyCMOTPEH YUeOHBIMH [UTaHAMH MTOJTOTOBKHM OaKalaBpOB U
Ha Kadeape apXuBOBEJEHHUS IPEAIaracTcsl B paMKax u3ydeHus oommx kypcos u KIIB.

Taxxe B mporecce 0Oy4eHUsI CTYJCHTY MPEICTOUT BBIMOJHEHUE KYPCOBBIX pabOT, KOTOpEIE
(hOpMUPYIOT UCCIIENOBATENLCKIE HABBIKU, PA3BUBAIOT CITOCOOHOCTH CHCTEMATHU3AIMHA U OCMBICIICHUS YIKE
CYLIECTBYIOLIETO 3HAHUS W HAIPaBJICHBl HA CAMOCTOSTEIBHOE PELIEHUE HEKOTOPBIX TEOPETHUECKUX WIIH
mpakTHYecKkux 3anad. KypcoBas paboTa JeMOHCTpHpPYET YMEHHE paboTarh C HCTOYHHKAMH,
WCIIOJIB30BaTh  JOCTIDKCHUS  COBPEMCHHOW  HaykW  (HAIpWMeEp, HCIONB30BaTh  JOCTIDKCHUS
apXMBOBEICHUS, a TAaK)KE€ CMEKHBIX HAyK M HAyYHBIX AUCITUIUIMH), YCIIEITHO PEMIaTh IOCTaBICHHBIC
3agaun, o0padaThiBaTh U 0000111aTh MaTepual. Hamrcanue KOHTPOJIbHOM paOOThI, TOATOTOBKA M 3alllUTa
KYPCOBOM HMMEET Psiji OPTaHU3AIMOHHBIX M METOIUYECKUX OcoOeHHOCTel. O3HAaKOMIICHHE C JaHHBIMH
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METOANYECKUMH PEKOMECHIAIMAMH MOMOXET CTYACHTaM MPAaBHJILHO OPraHHW30BaTh CBOIO YUEOHYIO U
Hay4YHO-HCCIIEIOBATEIbCKYIO PadoTy.

OO0mme TpeGoBaHNA K CTPYKTYpPe M CO/IeP:KAHMIO MUCbMEHHBIX padoT

Baxnoii ¢opmoli caMOCTOSTENbHON pabOTHI CTy/AEHTa SBIsSETCS KOHTposibHas paborta. Ona
npeaycMOTpeHa i OOJIBIIMHCTBA AUCHUIUINH yueOHOTO MIaHa, YUTAEMBIX Ha Kadeape apXUBOBEICHHSI.
Ee nanucanue npeciieayeT 1edb YrayOJeHHOH MPOpaObOTKH JUCIUTITUHEIL.

KontponbHass paboTa BBIMOJHSETCS CTYACHTAMH B COOTBETCTBHM C TEMAaTHKOH, €KEroTHO
yrBepxkaaeMoit kadenpoil. KonTponbHas paboTa SBISETCS SJIEMEHTOM CaMOCTOATENBHOW PabOTHI
CTYACHTOB, TIO3TOMY BBIOOp TEMBI IPEAOCTABIISCTCS CTYICHTY.

Jlo HamucaHusi KOHTPOJBHOM PabOTHl CTYACHT JOJDKEH B LEJIOM O3HAKOMHTHCS C pasaeiaMu
Kypca, IpeayCMOTPEHHbIMU Y4eOHOH MpOorpaMMOoii.

Pa6OTa 110 HaIIMCaHHUIO KOHTpOJIBHOﬁ Ha4YUWHACTCA C BBIABJICHHA W HU3YUYCHUSA HCTOUYHHUKOB M
nutepatypsl o Teme. [lo okoHyannu coopa 1 U3yUeHUs JIMTepaTypbl 1 HCTOYHUKOB CIIEAYET MPOAYyMaTh
TUTaH KOHTPOJLHOHM paboThl. CocTaBiieHHe MIaHa — BayKHAs 4acTh pabOTHI

Hag Temoi. [lnan mpencraenseT coOOi MepeyYeHb BOMPOCOB, OTPAKAMIIUX COJCPIKAHUES
uccnenoBanusi. OT TOro, HACKOJIBKO YETKO OH MPOJYMaH M MOCTPOEH, BO MHOTOM 3aBHCHT KadyeCTBO
KOHTPOJIEHOM paboThl. B 1uiaH 1enecooOpa3HO BKIIOYWTH HauOoJiee BaXKHBIE TCOPETHUYCCKUE U
MPaKTUYECKUE BOMPOCH TEMBI, KOTOPBIE MPH HEOOXOJMMOCTH MOTYT OBITh JeTanu3upoBaHbl. Kak
MPaBIIIO, pabOUYNil BApUAHT IJIaHA JOJDKEH OBITh Pa3BEPHYTHIM, UTO 00JerdaeT paboTy HaJ TEMOH.

B okoHuaTeabHOM BAapHUAHTC IUIaH MOXKET OBITh OaH B COKpall€HHOM BUAEC, HO 00s3aTEIbHBIM
YCJIOBHUEM IIPU 3TOM ABJIIACTCA OTPAKCHHUC B HEM OCHOBHBIX BOIIPOCOB, paCCMaTPUBACMBIX B KOHTpOJ'H)HOI‘/'I
pa 6ote. CocTaBneHHBIH ITIaH TOJHKEH HAUTH OTPAKCHUE B OTJIABIICHUH

K KOHTPOJIbHOH paboTe. PaboTa J0/KHA BKIIFOUATh TUTYJIBHBIH JIUCT, OIJIABJICHHUE, BBEJACHHE,

OCHOBHYIO YaCTbh, COCTOSAIIYIO U3 HECKOJIBKMX Pa3elIOB MM MaparpadoB, 3aKIFOUYEHHE, CIIHCOK
WCTOYHUKOB M JUTEpaTypbl. Bo BBeleHHMHM HEOOXOAMMO KPAaTKO PACKPHITH 3HAYEHHWE M aKTyaJlbHOCTb
U3yyaeMoro Bompoca (TeMbl), Ha3BaTh OCHOBHBIC 3aJadyd pabOTHI, €€ XPOHOJOTHMYECKHE pPaMKH,
000CHOBAaTh CTPYKTYPY, NaTh Kpat-

KHli 0030p UCTOYHHUKOB M JTUTEPATyphl M0 Teme. O030p UCTOUHUKOB M JINTEPATYypPhl HE JOJKECH
CBOJUTHCS K NIEPEUUCIIEHUIO UCII0JIB30BAHHOIO aBTOPOM HOPMATHBHOT'O MaTeprana

W OmyOJMKOBaHHBIX cTarell. B HeMm criemyer naTh aHamu3 WCTOYHUKOB M JUTEpaTyphl. B
3aBUCHMOCTH OT 00beMa U 11eJICBOr0 Ha3HA4YeHUs paboThl, 0030p HCTOYHUKOB M JIUTEPATYPHI MOKET OBITH
IPE/ICTAaBJIEH OTJEIbHBIM MaparpadoM WK pa3aesaoM B OCHOBHOM 4acTu paboThI.

OCHOBHaH qacCTb KOHTpOHLHOﬁ paGOTBI JOJI’KHaA 6BITI) HU3JI0KEHA B COOTBCTCTBHHU C IIJIAHOM,
OCBEIIATh COCTOSTHHUE U COEPKATh aHAJIN3 PACCMAaTPHUBAEMBIX BOITPOCOB C YIETOM COBPEMEHHOTO YPOBHS
PasBUTHS TEOPETUYCCKUX 3HAHWN M OIMbITA MPAKTHYCCKOW pabOThl apXUBHBIX YUYPESKICHUN B STON
oOJacTy.

[Ipu packpbITHM TOW WM WHOW TEMBI CTYAEHT NOJDKEH CTPEMHTHCS MOAPOOHO M TIyOOKO
M3JI0KUTH KPYT BOIIPOCOB, BXOAAIIMX B Hee. [lo Mepe paccMoTpeHMs MaTepuaa OTAEIbHBIE MTOJT0KEHUS
KOHTPOJIBHOM PabOTHI clielyeT HIUTIOCTPUPOBATh IPUMEpPaMHU U3 JIMTEPaTyphl U, 1O

BO3MOXXHOCTH, M3 INPaKTUKH pa60T51 KOHKPETHBIX apXHUBOB C 00s13aTeIbHBIMHA CCBIJIKAMHM Ha
JIMTCPATYypy U UCTOYHHUKHU. B zakmouenun KOHTpOJ'IBHOﬁ pa6OTI)I HCO6XO,I[I/IMO IIOABCCTH UTOT'H
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TEOPETUYECKON M IMPaKTHYECKOH pa3paboTku BompocoB. CIHMCOK UCTOYHHKOB U JIMTEPATYPHI
MpeJICTaBIsIeT co00M MepeueHb UCIOIb30BAHHBIX pabOT MO TeMe, B KOTOPOM YKa3bIBalOTCA (DaMUIMK U
WHUIIAAJIEI aBTOpa (aBTOPOB), Ha3BaHME paOOTHI, MECTO, BPEMS €¢

OHY6J'II/IKOB3HI/I$I " CTpaHULIBI.
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Hpuaoxenue 1

AHHOTAIUA JTUCHUIIJINHBI

Jucuumnimza (MOayJib) peansyercs Ha (aKyJbTeTe apXUBOBEICHHUS U JOKYMEHTOBEICHUS
Kaeapoii JOKYMEHTOBEIEHU S, ayTMOBU3YAIbHBIX M HAYYHO-TEXHUYECKUX apXHUBOB.

Llenb AUCUMILTUHBI — U3yUYEHUE 3aKOHOMEPHOCTEH TOKYMEHTOOOpa30BaHUsI, CKJIa/IbIBAHUS
U Pa3BUTUA CHCTEM JOKYMEHTAI[MH, TCOPETHMUYECKUX U MPAKTUYECKUX MPoOJieM Co3MaHus
JIOKYMEHTOB OpraHaMU rOCyAapCTBEHHOW BIACTH, MECTHOTO CAMOYTPABICHUS U OPTaHU3aAlUSIMH
10001 OpraHU3aIMOHHO-TIPABOBON (DOPMBI.

3amaynd JUCIIUTUIAHEL:
10Ka3aTh B3aUMOCBSI3b HH(DOPMAITMH U JIOKYMEHTA,

IPOCJIEAUTh 3BOJIIOLUI0 JOKYMEHTa, KaK HOCHUTEIs HH()OpPMALUHU, pa3BUTUE CIOCOOOB
JIOKYMEHTHPOBAHUS U MaTepUaioB il (pukcanuu nHdopmanmu;

MMPOAaHAJIU3UPOBATH ITPOLECC CKIIAJAbIBAHUA U PA3BUTHUSA Q)opMynﬂpa JAOKYMCHTA,
MMPpOaHAJIU3UPOBATH MMPOLECC CKIAABIBAHUA U PA3BUTUA CUCTEM JOKYMCHTALIUU,

BbIIBUTH M IIOKa3aTh TECHIACHIINH YHI/I(l)I/IKaHI/II/I, CTaHJapTU3aluu “u KJ'IaCCI/I(l)I/IKaHI/II/I KakK
OTACJIBbHBIX (1)0pM JOKYMCHTOB, TaK U CUCTEM JOKYMCHTALIUHN B LICIIOM;

IMMOKa3aTb COBPEMCHHLIC Tpe60BaHI/I$I K COCTaBJICHUIO U O(l)OpMJ'IeHI/IIO JAOKYMCHTOB,;
IMPUBUTH HAaBbIKW aHAJIM3a TOKYMCHTA,

NOPUBUTh HAaBBIKK COCTABJIEHUS JIIOOBIX BHJOB JOKYMEHTOB M IPOEKTUPOBAHMS
YHU(DULIUPOBAHHBIX (OPM  JOKYMEHTOB, CHCTEM JIOKyMEHTallMM U HH(OPMAIMOHHO-
JIOKYMEHTAllMOHHON CHUCTEMBI YUPEKACHUS B LIETIOM.

JucnunimHa (MOAysIb) HallpaBiieHa Ha (POPMUPOBAHUE CIEAYIOINX KOMIIETEHIIUI:

OIIK -2.3. Pemraer ynpaBiieHuecKkHe 3a/1a4u B cpepe NOKYMEHTAIIMOHHOTO OOecredeHust
yIIpaBJICHUS U apXUBHOTO Jieja

OIIK -3.3. I/ICHOJ'IB3yeT B3aMMOCBA3HU JOKYMCHTOBCIACHUSA U ApXUBOBCACHUA CO CMCKHBIMU
HayKaMW U HAyYHbIMU JUCHUTIIIMHAMU

B pe3ynbpTaTe 0CBOCHHS MTUCIUIUIMHBI (MOJTYJIs) 00YUYaIOIIUNUCS TOTKEH:

3HaTh:
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byHKIMM 1oApassieieHuid B cdepe NOKyMEHTAIIMOHHOTO OOecleYeHUsl YIpaBJICHUS U
apXUBHOTO JIeTa,;

CMEXHBIE C IOKYMEHTOBEJICHUEM U apXUBOBEJICHUEM HAyUYHbIC TUCIUIUIUHEI.
VYMmers:

BBIMOJHATh PabOTy MO JOKYMEHTAIIMOHHOMY OOECIEUEHHUIO YMIPAaBICHUS U apXUBHOMY
XpaHEHHUIO;

BbIABJIATE B3aMMOCBA3HW MCKAY JOKYMCHTOBCACHHCM, APXHWUBOBCACHHUECM W APYIUMHU
HAayYHbIMU JUCHUIIMHAMU

Bnaners:

HaBBIKAMU BbIOOpa HaWOOJee ONTUMAIBHOTO PEIICHHUsS YIPaBICHUECKUX 3a1ad B chepe
JIOKYMEHTAllMOHHOT'0 00ecnieYeH s yIpaBICHUS U apXUBHOI'O JIeNa,;

HaBbIKaMHM HWHTCPIPETALIUN 3HaHHH B 00JACTH CMEXKHBIX HAyYHbIX AOUCHUIUIMH TIIpH
pEeUICHUC 3aaa4 B c@epe JAOKYMCHTOBCACHUSA U apXHUBOBCACHU .

[To qucuumuinHe (MOAYIIO) MPEAyCMOTpPEHA IPOMEKYTOUHAsI aTTecTalus B popme 3auera
U DK3aMEHa.

OO0mas TpyJOeMKOCTh OCBOEHHUS AMCIMIUIMHBI COCTaBIsIeT 8 3a4eTHBIX equHul], 288
YacoB.
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