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1. [TosicHUTEIBLHASA 3aANIUCKA

1.1 Heab u 3a1aun TUCHUILTHHBI

Lenb AUCIUIITUHBI COOTHECEHA ¢ pe3ysibTaTroM ocBoeHust OI1 BO (dpopmupyembiMu

KOMITCTCHIIHSIMHU ).

Lesb AMCHUIIMHBI — H3YYEHHE 3aKOHOMEPHOCTEH TOKYMEHTOOOPa30BaHusl, CKIIaIbIBAaHUS U
Pa3sBUTHA CUCTEM JOKYMCHTAIIUU, TCOPECTUICCKUX U MPAKTUICCKUX HpO6J'IeM CO3aaHnsd TOKYMECHTOB
OpraHamMH rocyJJapCTBEHHOH BJIACTH, MECTHOTO CaMOYTIPABJICHUS H OPTaHU3aLUSIMH JIF000H
OpraHU3alMOHHO-TIPaBOBON (hOPMBI.

3agauu AMCUMIIMHBI:

IIOKa3aTh B3aMMOCBA3b I/IH(i)OpMaHI/II/I 1 TOKYMCHTA,

MIPOCIICAUTH SBOJIOIMIO JOKYMEHTA, KaK HOCUTENsI HH(OpMAIMU, pa3BUTHE CITIOCOO0OB
JIOKYMEHTUPOBaHUS U MaTepuasoB i (pukcauuu nHpopMaluy;

MIPOaHAIM3UPOBATh MIPOIECC CKIAAbIBAHUS U Pa3BUTHA (HOpMyJIIsipa JOKYMEHTa;

MIPOAHAIN3UPOBATH MPOLECC CKIAAbIBAHUS U PA3BUTHS CUCTEM JIOKYMEHTALINH;

BBISIBUTD U TOKA3aTh TEHACHUIMHN YHU(PHUKAIIMY, CTAHAAPTU3ALMN U KJIacCU(UKALIUU KaK
OTIENbHBIX (POPM TOKYMEHTOB, TaK U CUCTEM JIOKYMEHTALIUU B LIEIOM;

MoKa3aTh COBPEMEHHBIE TPEOOBAHUS K COCTABICHUIO U O()OPMIICHUIO JOKYMEHTOB;

IIPUBUTH HABBIKU aHAJIN3a JOKYMEHTA;

MIPUBUTH HABBIKM COCTABIICHHS JHOOBIX BUAOB JTOKYMEHTOB U MPOCKTUPOBAHUS
YHUGUIUPOBAHHBIX (OPM JOKYMEHTOB, CUCTEM JIOKyMEHTALlUU U HHPOPMAI[IOHHO-
JOKYMEHTAIIUOHHOU CUCTEMBI YUPEKIACHHUS B LIEJIOM.

1.2. IlepedyeHb MJIAHMPYEMBIX Pe3yJbTATOB 00y4eHHs 110 AUCHMIIJIMHE, COOTHECEHHBIX €
HHIMKATOPAMHU J0CTHKEHUs KOMIIeTeHIN i

Komnerenuus NuaukaTopbl KOMOeTeHII Ui Pe3yabTaThl 00yYyeHus
(konm u (Ko 1 HaMMeHOBaHNE)

HauMeHOBaHME)
OIIK-2. Cooco6en | OIIK -2.3. Pemaer 3HaTh: QYHKIHUH MMOAPA3ACICHUHA B
HaXOJUTh yrpaBlieHUYeCKHe 3a1a4un B chepe | chepe TOKYMEHTAITMOHHOTO
OpraHU3aIMOHHO- JIOKYMEHTAITAOHHOTO obecrieueHus yrpaBIeHUsI U apXUBHOTO
yIpaBICHYCCKHE obecrieueHus ynpaBIeHUS U nena
petieHus IIpH | apXHUBHOTO JiejIa YMeTb: BBIOIHATH PabOTy 1O
pelieHny 3aaad B JOKYMEHTAI[HOHHOMY 00eCIIEYCHUIO
chepe cBOEH YIPaBJICHHUS U ApXUBHOMY XPaHEHHUIO
npoeCCUOHATBLHON BrnaneTs: HaBbIkamMu BbIOOpa Hanboee
JeITeIIbHOCTH ONTHUMAJIBHOTO PEIICHUS

yIpaBJIEHYECKUX 33714 B chepe
JTOKYMEHTAIIOHHOTO 00ECIICUeHHUS
YIIPABJICHUS M aDXUBHOT'O JieJia

OIIK-3. Criocoben
PUMCHSTh
TEOPETUUECKHE
3HAHHUSA IS
peleHus
IIOCTABJICHHBIX
3a7a4 B o0yacTu
JIOKYMEHTOBE/ICHUSI
Y apXUBOBEICHUS

OIIK -3.3. Ucnonb3yeT
B3aMMOCBSI3H JIOKYMEHTOBEICHUS
Y apXUBOBEJCHUS CO CMEKHBIMU
HayKaMH U HayYHBIMU
JTUCIUTLTHHAMUT

3HaTh: CMEXHBbIE C JOKYMEHTOBEICHHEM
Y apXMBOBE/ICHUEM Hay4YHbBIE
JTUCLUIUINHBI

YMeTb: BBISIBIISATH B3aUMOCBSI3U MEXKITY
JOKYMEHTOBE/ICHEM, apXHBOBEJICHUEM
U IPYTMMHU HAYYHBIMH JUCIUTUIMHAMH
BrnaneTs: HaBbIKaMM HHTEpIpETaluU
3HaHUU B 00JaCTH CMEXHBIX HAYUHBIX
JTMCLUIUINH TPY pelleHue 3a/1a4d B
cdhepe TOKYMEHTOBEICHHUS U




| | ApXUBOBEICHUS

1.3. MecTo AucuunJIMHbI B CTPYKTYpe 00pa3oBaTe/IbHOI POrpaMMbl

JuctumnuHa «J{oKyMEHTOBEIEHHE» OTHOCHTCS K O0O0s3aTeNIbHOM dYacTh ONoKa JUCIHMILTUH
y4eOHOTo IjIaHa 1O HampasiieHnto moarotoBku 46.03.02. «/lokyMeHTOBeIeHUE U apXWBOBEIICHUCY,
HaIpaBJIEHHOCTh — APXUBHOE JIeJI0 3a pyOexom. Vctopus, KyinbTypa u apXuBbl OpaHIIuu.

s ocBOeHUS! TUCHUILUIMHBI HEOOXOIUMBl KOMIETEHLIUH, C(POPMUPOBAHHBIE B XOJI€ U3YUYCHHS
cneayromux gucuumuinH: «Mcropuss Poccum XIX — Havana XX Beka», «BcmomorarenbHble
HWCTOPUYECKUE TUCLUILIUHBD).

B pesynbrate OCBOSHHS MUCHUIUIMHBI (OPMUPYIOTCS KOMIETCHIIMHM, HEOOXOIUMBIC st
W3Y4YEHUs CIEOYIOIUX AWCHUIUIMH M HPOXOXKJICHUS NpakTukK: «OpraHu3zanuss MW TEXHOJIOTHS
JIOKYMEHTAIMOHHOTO obecrieueHus YIPaBJICHUS, «KampoBoe JIEJIONIPOU3BOICTBOY,
«O3HaKOMHTEIIbHAS IPAKTHKA.

2. CTpyKTYypa AMCUUIJIMHBI
O61mast TpyA0EMKOCTh JUCIUIUTHHBI COCTaBISAET § 3.€., 288 akaJeMHUUECKUX YacCOB.

CTpykTypa IMCHMILIMHBI 1JIs1 04HOH (popMBbI 00yUeHust

O0beM naucHUIUIMHBI B (QOpME KOHTAaKTHOW paboThl OOyyarolmuxcs C IelIarori4ecKUMHU
paboTHMKaMu W (WIM) JMIAMHU, TPUBJICKAEMBIMH K pealn3aliiil 00pa30BaTeNbHON MPOrpaMMbl Ha
WHBIX YCJIOBUSX, IPU MIPOBEICHUH YUeOHBIX 3aHATUH:

Cemectp | Tum yueOHBIX 3aHATHIA KonuuectBo
4acoB
2-3 Jlekun 64
2-3 CemuHapbl/1abopaTopHblie paboThI 96
Bceero: 160

O6veM AuCIUIUIUHBL B (OpPME CaMOCTOSTEIbHON paboThl OOydwarommxcsi cocraBiser 128
aKaJIeMHYECKHUX YacoB.

3. Conep:xanue TUCHHUILIHHBI

Ne | HammenoBaHmue pa3zjaesa Conepxanue
JUCHMILIMHBI
1 Paszoen 1 Hasznauenue 1.1. Ilpenmer, comepkanue, 3a1adyd IUCILUIUIMHBI U

OUCYUNTUNBI, UCMOYHUKY U | METOJbI €€ U3yUYEHUs.

aumepamypa JIOKyMEHT - OCHOBHOM OOBEKT JOKYMEHTOBEIUECKUX
nccnenoBanuil. Ponbp JOKymMeHTa B JKM3HHM YEIOBEKA U
oOmiectBa. JlokymeHThl B cdepe mnpaBa U yHpaBICHUS.
BnusiHue HayyHO-TEXHUYECKOM pEBOJIIOLIMM Ha pa3BUTHE
nokymenrta. PasButue ¢dopmynspa nokymenta. Hayuwno-
HUCTOpUYECKAasT M TPaKTUYECKas LIEHHOCTbh JIOKyMEHTa.

Mertoapl UCCIENOBaHUS JTOKYMEHTOBEIUYECKUX MPOOIIEM.

OOmieHayyHble W CIenuagbHble MeToabl. CTaHOBJICHHE U




pa3BUTHE JIOKYMEHTOBEJEHUS KAaK HAYYHOW UCUHUILIUHBI.
CBsi3p  OKYMEHTOBEJEHHUS C Teopued uHGOpMaluy,
apXMBOBEJICHUEM M HMCTOYHUKOBeAcHUEM. lcronp3oBaHue
JIOKyMEHTOBEICHUEM JOCTHOKCHHM UH(POPMATUKH,
HWCTOPUYECKOM HAyKW, I[IpaBa, JIMHIBUCTUKH, TEOPUU
VOpaBJICHUS © JPYTUX HAyYHBIX JUCHUIUIMH. Poib
JIOKYMEHTOBEJICHUSI B  COBEPIICHCTBOBAHWU  IPOIECCOB
YIPaBJICHHUS.

1.2. UcTouHUKH U TUTEpaTypa

3aKoOHOMATENbHBIE aKThl, HOPMATHBHBIC MaTEPHAIIbI
XVI — mpau. XX B. IlucemoBHHKH. MeTOoanuecKue
pa3paboTku. PykoBoaCcTBa MO AETOMPOU3BOICTBY.

3aKoHO/ATENbHbIE, MMPABOBbIE aKThl U HOPMATUBHO-
METOJIMYecKue JOKyMeHTbl  Poccuiickonn ~ ®denepanum.
Konctutyuusa Poccuiickoit ®enepanuu. Koaekcel PO,
KOHCTUTYLIMOHHbIE ¥  (enepanpHble 3aKOHBI, YKasbl,
[ToctanoBnenus: IlpaButenbcTBa W HHBIE HOPMATHUBHBIC
TOKyMeHTBI. ['ocynapcTBEeHHBIE CTaHIAPTHI, HOPMATHBHO-
METOJIMYECKHUE JIOKYMEHThl — pEerjaMeHThl, IpaBuia,
uHcTpyKuuu u ap. Ilepuognueckue msznanus. CripaBodHbIE

n3nanus. Jlureparypa.

Pazoen 2 Jlokymenm, eco
dynryuu u cnocobwl

OOKYMEeHmUpo8aHus

2.1. llonsatus «uHbOpMALUI» U «TOKYMEHT»

[onsatus «umHGOpMAIMSY W «IOKyMeHT». CBsi3b
nHpopmanun W JokyMeHta. Ponp uHopmanuu B
COLMAJIBHBIX M HKOHOMMYECKHMX Tmpoueccax. Mudopmarus
KaK OCHOBA MPUHATHUS YIIPaBIEHYECKOTO PELICHHUS.

Bo3HUKHOBEHHE  JTOKyMEHTa, €ro Ha3Ha4YeHHE.
[lonatne «10KyMeHT», ero TpaHcpopmauus. JlOKyMeHT -
OOBEKT HCCIEOBaHUS TEOPETUYECKMX M IPUKIIAIHBIX
qucuuiuinH.  [IpaBoBOM, yIpaBICHYECKUH MCTOPUYECKUN
acreKThl B ONPEJEICHNN JOKYMEHTa. Paciinpenue noHsATHs
«JOKYMEHT» C pa3BUTHEM Hayku U TexHUKH. IloHsATue
«QIEKTPOHHBIA JOKyMeHT». OmnpeneneHne IOKyMEHTa B

T'OCYJApCTBCHHLIX CTaHJapTax. ITonsTue «JOKYMCHT» B




JIOKYMEHTOBEICHUHU.

3akoHOJATENbHBIE  aKTBI 00  00sA3aTEeIbHOCTH
JOKYMEHTUPOBAHUS UH(pOpMaLUK. Haznauyenue
JNOKyMeHTHOW wuH(popmaruu. @DakTopsl, BIUSAIOIIKME HA
MH(POPMALIMOHHYIO LIEHHOCTh JOKYMEHTOB. 3aBHCHMOCTH
LEHHOCTH MH(OpMAlMU OT TOJHOTHL, OOBEKTHUBHOCTH,
JOCTOBEPHOCTH, CBOEBPEMEHHOCTH IE€PENaYl U MOJIyYEHUS,
NEPUOANYHOCTH WIM 4acToThl nepenaud. OnepaTuBHas U
HACTOpHUYECKAs (peTpocneKTUBHAas) JIOKyMEHTHas
nH(popMalus Kak enruHas "HPOpMallMOHHAs CUCTEMA.

2.2. ®yHKIMU TOKYMEHTOB

[lonsatne «QyHKUUS [TOKYMEHTa». 3aBUCUMOCTb
MOHATHUS «IOKYMEHT» OT €ro (YHKUMHU. 3HAUCHUE U3YUCHUS
¢bynkuun  gokymeHta.  MHdopmaunonHas — QyHKIUS
JOKYMEHTa KaK CpEeICTBO 3aledyaTicHUs] M COXPaHEHUs
uHpOpMaLUH. ConuanbHas GyHKLIUS ~ JIOKyMEHTAa.
KynbrypHast ¢yHkumss gokymenta. KomMyHHKaTHBHas
(yHKIUS Kak CpeICTBO Nepeaadn nHpopMaluu.

VnpaBnendyeckas (QyHKIMA M €€ 3HAYeHUE B
opranuzanuu ynpasieHus. IIpaBoBas ¢yHkums. DyHKUIUSA
yuera. OyHKIHA TOKyMEHTa KaK UCTOPHUUECKOI0 NCTOYHUKA.
OyYHKIIMK  TOCTOSIHHO  JIEMCTBYIOIIME " byHKIMHA
onepatuBHble BimsHue ¢QyHKUMH JOKyMEHTa Ha €ro
cTpyKTypy. [lonudpyHKINOHATBHOCTD JOKYMEHTA.

2.3. Crioco0bl TOKyMEHTHPOBAHUS

3ByKOBasi peyb, €€ BO3MOKHOCTH M HEIOCTaTKH B
3aKpervieHuH | nepenade uHpopmanmu. IlpenmerHsiii u
3HAaKOBBIH cnocoObl mepegaun  cooOuieHuid. IlonsTue
«crocod» JIOKyMEHTUpOBaHHA. VIcTopHueckuil XapaxTep
JOKYMEHTOB M JOKYMEHTUPOBaHHUS. OTambl pPa3BUTHUS
CIOCO0O0B JOKYMEHTHPOBAHHUSL.

HauepraTtenpHblif crioco0 3aKkperuieHuss U nepeaayu
uHpOpMaLnH. TekcToBoe JOKYMEHTHUPOBAHHUE.
[lukrorpapuyeckoe  HHUCBMO U €ro  OCOOEHHOCTH.

Jlororpaduueckoe nmucbMo (maeorpaguieckoe MIUCbMO), €ro




JIOCTOMHCTBA u HEJ0CTaTKH. [Ipumenenune
MUKTOTpauiyeckoro MU  JOrorpaguueckoro mnuchbMma B
HacTtosmee BpeMsa. CrnoroBoe mnucbMo. Bo3HHMKHOBeHHE
(doneTnyeckoro (OyKBEHHOT0) MUCHMA.

PasButue rpaguku pycckoro nucbMa. CreHorpagusi.
[IpumeHeHne TEKCTOBOrO TOKYMEHTUPOBAHUS.

Texuuueckoe JOKYMEHTHUPOBAHHUE. OcHoBHbIE
IpYyNIbl TEXHUYECKOW JOKyMEHTalMu. BHIbl TeXHHYECKHX
IOKyMeHTOB.  OOmacT  TPUMEHEHUS  TEXHUYECKOTO
JIOKYMEHTUPOBaHUS.

doronokyMeHTUpOBaHHEe. 3HadeHue ¢ororpaduu
Kak crnocoba ¢ukcauuu uHGOpmanuu. IIpumenenue
(hOTOJOKYMEHTOB.

KunonoxymeHnTupoBanue. [TonsTne
«KUHOJOKYMEHT». Buibl KHHOJOKYMEHTOB. Buieozamnuce.

DOHOAOKYMEHTUPOBAHUE. Ero O0COOCHHOCTH,
00J1aCTH IPUMEHEHHUS.

JIoKyMeHTUpOBaHuE c MIPUMEHEHHUEM
MH(OPMALIMOHHO-JIOTMYECKUX MAIllUH.

CoBpemeHHblE  CHOCOOBI  JIOKYMEHTHPOBAHUS  C
HCII0JIb30BAHUEM HOBBIX TEXHOJIOTHII.

2.4 MarepuasibHble HOCUTENIN HHPOpMaLuU

Hocurenn wndopmarnuu. JlpeBHeimme maTepraibl
st ucbMa Matepuanel juisi nuceMa B [lepenneit Azuu
(xnmuHONMCHBIE TaOnaMuku). M3roroBneHune M NpuUMEHEHHE
nanupyca. Vcnonb3oBaHue i THCbMa  IEpraMeHra,
OepecThl M Apyrux martepuanoB. M3o0perenue Oymaru, ee
JIOCTOMHCTBA, 00ycIoBUBIIINE IIOBCEMECTHOCTD
pacnpoctpaneHusi. Boasueie 3naku (¢punurpann). Cpencraa
U OpyIausl NMHUCbMa M UX BIMSHHE Ha pa3BUTUE TpaQUKU
MUChMa.

Marepuanbl 115 TEXHHYECKOTO JTOKYMEHTHPOBAHUS.
Matepuasl JUISL (OTOKMHOAOKYMEHTUPOBAHHUS.
Buneorpammsl. Marepuanbsl ais (OHOJOKYMEHTUPOBAHUS.

Kowmneiorepusle  HocuTenu — uHbopMmanuu.  BrusHue
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HOCUTCIIA I/IH(I)OpMaL[I/II/I Ha JOJIOBE€YHOCTb MW CTOUMOCTDH

JIOKyMEHTA.

Pazoen

00KyMeHma

3

Ipusnaxu

3.1. OpurvHanIbHOCTh JOKYMEHTA

[lonsiTve  opuruHama, TpPU3HAKK  OpPUTMHAJIA.
YMHOXXEHHBIE OpUTHHAJBl. UepHOBUKM U  OETOBUKHU
TEKCTOBBIX JIOKYMEHTOB. ABTorpagsl. Penakuum.
OpuruHanel KuHO W (POTOAOKYMEHTOB.  OpHUTHHAIBI
(dhoHO0KYMEHTOB. OpUrHHANIBI TEXHUYECKUX JTIOKYMEHTOB,
OpUTHHAJ 3JIEKTPOHHOTO JOKYMEHTA.

[Tonsatue «nommHHUK». [IOJIMHHBIE U MOJIOKHBIE
JIOKYMEHTBI. Bunst  ¢danbcudpukanym  TOKYMEHTOB.
danbcudukamnms COZICpIKAHUSI. Nutepnonsamus
Qanbcudukanys cocTaBa yJ0CTOBEpEHHUs, OaHKa.

3.2. KonuiiHoCcTh TOKYMEHTa

[TonsTusa «xonus». Mcropudyeckoe pa3BUTHE KOIMM.
Bunnl KOITHH, onpeaesieMble cnocoOooM ux
Bocrpou3BeneHus. Komuu, pasznuuumbie 1o crmocoly Hx
YIOCTOBEPEHHUS. [Topsmox odopmITeHUS KOIIHIA.

IOpunuueckas cuna korwmid. [lyonukar.

Paszoen

00KyMeHma

4

Cmpykmypa

4.1. ®opmMysip TOKYMEHTa U €ro COCTaBHbIC YaCTU

[lonstue «pexBusuT». IlocTOSIHHBIE W TIEpeMEHHbIE
PEKBUBUTHI. [lonsiTue «popmynsipa JIOKYMEHTA.
Ocobennoctu  opmymsipa  JTOKYMEHTOB, TOTYYEHHBIX
Pa3IMYHBIME CTIOCOOaMU JTOKYMEHTUPOBAHUS (TEKCTOBBIMH,
MallMHHBIMU, KHHO-, (OTO-, (OHO-, TEXHUUYECKUMH).
NunuBuayanbHblE U TUIIOBOM  (GOpMyNsp JTOKYMEHTA.
Qopmynsip — oOpasen, ero 3agadud B yHHU(PUKAIUU
TpeOOBaHUI K PEKBU3NTAM JOKYMEHTA U MX PACTIONIOKEHHIO.

4.2. Co3nanuve W pa3BUTHE TPAJAULMOHHONH (OpMBI
JIOKyMEHTA

®opmyisip TekctoBoro aokymenra XVI - XVII Bs.
Brusinue Tpamunuii u 3akoHa Ha CKJIAJbIBaHHE (HOpMyIspa
nokymenTa. Crenuduka o003HaYCHUST HAUMEHOBAHHUS BHJIA

JOKYMCHTA, YKA3daHHUC aBTOpad MW COCTABUTCIIA JJOKYMCHTA.
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Ob6o3nauenne  azapecara.  OCOOEHHOCTH  JaTUPOBKHU
JOKyMeHTa. MecTo W XapakTep MOANUCEeH JOKYMEHTA,
«CHpPaBbl» U «IIPUIIMCKH», AaBTOPCKas NOANUCH. Buabl
neyated. OTMeTKM HA  JOKyMeHTaXx. TpagulimoOHHO
CJIO’KUBIIASACS CTPYKTYpa TEKCTa U OCOOCHHOCTH M3JI0KEHHS
COJIEp’KaHus Pa3INYHBIX BUAOB JOKYMEHTOB.

®opmyiisip TekcToBoro nokymenta XVIII B.

3aKkoHOJATEIbHBIE W HOPMATUBHBIE  aKThl O
COCTaBJIIEHMHM ¥ O(OpPMICHHH JOKYMEHTOB. BimsHue
HepapxuMu «BJIacTed M MeCT» Ha pa3BUTHE BUAOB U
pazHoBuaHocTeil. OOO3HaUeHHE aBTOpa M €ro MecTo B
(bopmyIsipe TOKyMEHTA.

TexcT nokymeHta. Poip 3aKOHOJATENIBHBIX AKTOB
XVIII B. B yHuUKaMM TEKCTa OIpPEIEICHHbIX BHJIOB
nokyMeHToB.  IlucbMOBHHMKH, COOpPHHKM  0Opa3LIOBBIX
TEKCTOB. 3arojIoBOK K TEKCTy, €ro Ha3Hauy€HUEe U MECTO.
Ckpena. Ileyatu u npaBuia nosib3oBaHus UMH. OTMETKHU, UX
BH/JIbI, HA3HAYEHUE U MECTO B OpMYyIIsIpeE.

®opmyiisip TekcToBoro nokymenTa XIX - Hagana XX
BB.

PersniamMenTanus 3akoHO1aTENbHBIMU aKTaMU MOPSAIKA
cOoCTaBieHUS H OQopMiieHUs JAOKYMEHTOB (0o3HaUCHUE
BUJa, AaBTOpa JIOKyMEHTOB, HUX MecTo B (dopMyispe.
[osiBnenue 6aHka.

OcobeHHOCTH ~ aIpecoBaHMs  JOKYMEHTOB |
opopmiienue natbl. 3menenue B mopsake odopMIIEHUS
MOAMMCH PA3JIMYHBIX BUIOB JIOKYMEHTOB. lIpocraBienue
neyaren. XapakTep OTMETOK Ha JOKYMEHTaX.

CrpyKkTypa TekcTa JOKyMEHTa.

Ob6merocynapcTBeHHasi yHU(UKALNA TOKYMEHTOB U
CTPYKTYpPBI TEKCTOB.

4.3. @opmynsap yHnpaBIE€HYECKOTO JIOKyMEHTa XX-
XXI BB.

Bompocel  10KyMEHTUpPOBaHMsSI, COCTAaBJIECHUA U

O(i)OpMJ'IeHI/IH JOKYMEHTOB B 3aKOHOJAaTCIbHBIX )41
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HOPMAaTUBHBIX aKTax. Yuudukanus JOKYMEHTOB.
BryTtpuBumoBas yHudukamus. Paspurne yHUPUKAIUKA U
CTaHJIapTU3AINH JTOKYMEHTOB. I'ocynapcTBenHble
CTaHJAPTHl Ha TOKyMEHThl. OCOOCHHOCTH OpraHU3alMOHHO-
pacniopsiautensubix  gokymento. ['OCT P 7.0.97-2016
«Opra"u3aoHHO-PaCIOPS AU TEIbHAS JIOKYMEHTAITHSI.
TpeboBanuss K OQOPMIIEHHIO JTOKYMEHTOBY». PeKBU3UTHI
JTIOKYMEHTOB, MIePEUUCIISIEMbIE B «[IpaBunax
JIEJIONPOU3BOICTBA B benepanbHBIX opranax
HCTIOJHUTENIBHOM BIACTU» U “MeTOoIMYEeCKUX PEKOMEHAAIUS
o pa3paboTKe MHCTPYKIUI MO JEJIONPOU3BOJICTBY B
(henepanbHBIX OpraHax UCMOIHUTEIBHOMN BIacTh” .

bnank nmoxymenra. Buabl GmankoB. CocTtaB OaHka,
MOPSIIOK PACIIONIOKEHUST PEKBU3UTOB B Ornanke. bianku ¢
YIJIOBBIM U MPOJOJIBHBIM PACHOJIOKEHUEM PEKBU3HUTOB.
[IpaBuna  koHcTpyupoBaHus  Onanka.  brmanku ¢

n300pakeHHEM ToCyIapCTBEHHOTO repba u repba cyObekra

dbeneparum.
ABtop  nmokymenta.  [lopsnok — o0o3HaveHUs
HAaUMEHOBAHHUS OpraHHU3aINH-aBTOPa JIOKYMEHTA.

CrnpaBoyHbI€ JaHHBIE 00 aBTOPE, UX COCTaB, pa3MEIlCeHUE Ha
OJraHke. ABTOpBI JIMYHBIX JOKYMCHTOB. HOI[HI/ICB, rcyaTthb
KaK MpPU3HAKHU aBTOpA.

Bun nokymenTa, ero pa3Butue. Buabl 1OKyMEHTOB,
OIpCaACIIICMBIC 3aKOHOAAaTCIIbHBIMU n HOPMAaTUBHBIMHA
aktamu. CBsI3b BUJOB JJOKYMEHTOB U (YHKIMH yIpaBiIeHUs.
VYkazaHue BHJa JOKyMEHTa, €ro MECTO U Ha3HaueHUE B
dbopmMysipe JOKyMeHTa. 3aBUCUMOCTh ()OPMBI IOKyMEHTa OT
€ro Buja.

O6o3nauenne aapecara. [lpaBuna  HamucaHus
aJgpecaTa M MeECTO YyKazaHud ajapecata B GdopMylspe
nokymenTta. OtpaxeHue cdepbl ACHCTBUS TOKyMEHTa B €ro
angpecare.  Ilopsmok  odopmieHuss  JTOKyMeHTa  C
HECKOJIBKUMU aJgpecaraMi. [Topsimox odopmiieHus

IIOYTOBOI'O aapeca.
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Mara JIOKyMEHTA. 3HaueHue JlaTUPOBaHUS
JOKYMEHTa. ABTOpPCKHE IIaThl (COCTaBIICHUE, TIOJITHCAHHE),
JaThl, OTHOCSIIIIUECS K COJIEPKaHUIO. Hartsl,
XapakTepusyromme 3nemMenTa Gopmymspa. Jatel 06paboTku
nokyMeHToB. [Topsiiok opopmiieHus aat.

CoctaB ynocTroBepeHUs IOKyMeHTOB. HasHaueHue
MOANUCAaHUsl JOKyMeHTOB. [IpaBuia moamucu JOKYMEHTOB
pa3nuuHbIX Kareropuil. Mecto mnoamucu B (opmysipe
JOKYMEHTa.  DlleKTpoHHas  moamuck. Otmerka 00
3JIEKTPOHHOMW MOJIIHUCH.

Ilewatm w wux Ha3HaueHue. Buael neyarei.
locynapctBennast repOoBasi medaTh. 3aKOHOAATETBCTBO 00
W3TOTOBJICHHM W  TIOJB30BAaHUM  reyaTsMu. [lopsmok
MIPOCTABJICHHS OTTHCKA TIEYaTH Ha TOKYMEHTaX.

YTBepxkaeHue 10KyMeHTOB. CriocoObl yTBEPKIACHHUS.
CoctaB rpuda yTBepkACHUSA, TOPSAOK ero odopmiieHus,
MECTO B OpMyJIsIpe TOKYMEHTA.

CornacoBanne JokyMeHTa. [lopsyiok W BHJBI
cormacoBanusi. Bwus3sl u  rpud cormacoBaHus, HX
odopmiieHre, Mmecto B GopMyIIsipe TOKyMEHTA.

OTMeTKH Ha JOKyMeHTaX. VX poiib B MPOXOXKIECHUU
Y WCIIOJIHEHUHU JTOKYMEHTa, MECTO B (DOPMYJIIpe IOKYMEHTA.
Oco0oe HazHaUeHUE PE30NIONHH (YKa3aHHs MO UCTIOTHEHHIO
nokymMmeHnTa). TpeboBaHue K cCoIEp:KaHUIO W O()OPMIICHUIO.
OTMETKH O B3SITHH JOKyMEHTa Ha KOHTPOIb, WCIOJHECHUHU
JOKYMEHTA U JIp.

4.4. TekcT TOKyMeHTa

[loHsiTHE «TEKCT MOKYMEHTa» TMPHU Pa3IHUUHBIX
crocobax mokymeHtupoBanus. CreHapuil TOATOTOBKHU
nokymeHnTa. CoJiepskaHue IPOCTHIX M CIIOKHBIX JIOKYMEHTOB.

[Mopsmox U3JI0KEHUS TeKcTa JIOKYMEHTA.
TpeboBanust YETKOCTM M SCHOCTH TEKCTa JOKYMEHTa.
Jlormdeckasi CTpyKTypa TekcTa. B3auMocBs3b cofepaHus 1
¢dhopMel TokymeHTa. opMalin3anus TeKCTa JOKYMEHTA.

OJIEeMEHTHI TCKCTaA. IlonsTue «3aroJIOBOK»
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(HauMeHOBaHuE JOKyMeHTa). Ha3HaueHue 3arosioBka, €ro
MecTo B (opmyisipe qokymeHTa [IpuiiokeHus K TEKCTy U
MOPSAIOK UX 0POPMIICHUSI.

4.5. YHn}ukanus TeKcTa JOKyMeHTa

YHudukanus TOKyMEHTa KaK OJHO M3 HAIpaBIICHUN
ero coBeplieHcTBOBaHUA. llpeamnoceuiku  yHUpUKALUU.
Meton yHudukanmu.

VYHudukauus  CTpyKTypbl — TEKCTa.  DJIEMEHTbI
¢bopmanuzamun. DopManu30BaHHBIA  XapakTep TEKCTOB
Y4ETHOM JOKYMEHTaluu. YHU(UKALUS A3BIKOBBIX CPEJICTB.
®opMbl  yHU(DUKAIIMKA: TUIOBOH, TpadapeTHBIH TEKCTHI,

Tabaua, aukera, rpauku, AMarpaMmel.

Paszoen 5

0oKyMeHmayuu

Cucmemuwi

5.1. CxnagplBaHME CUCTEM TIOKYMEHTALUU

[lonsTne «cucrema npOKyMeHTauuw». IIpu3Haku
cucteMbl JoKyMeHTauud. OCHOBaHUS  KJacCHU(PUKAUU
CUCTEM JIOKyMEHTALUH.

Hctopuyeckass 00yCIIOBIEHHOCTh (POPMHUPOBAHUS
CUCTEM JIOKYMEHTaI1H. Cucremsl JOKYMEHTaluu
YUPEKICHUN JOPEBOIMOLINOHHON Poccun.

Pa3BuTtre cucreM IOKyMEHTalMM HAa COBPEMEHHOM
stane. KauecTBeHHbIE M3MEHEHHs COCTaBa U COJCpPKAHUSA
CUCTEM JIOKyMEHTaLUH.

lNocynapcrBennas cuctema JOKYMEHTAIIUH.
@DyHKIMOHAJIBHBIE CHUCTEMBI JIOKyMEHTal1H,
BEJIOMCTBEHHBIE CUCTEMbl WM  OTpAaCJIEBbIE  CUCTEMBI
JOKYMEHTAIlMU U UX B3aUMOCBS3b.

5.2. YaudunupoBaHHbIE CUCTEMBI JJOKYMEHTAITUH

Ilonstue «yHU(pULIHIPOBaHHAS CUCTEMA

JOKyMeHTalun». Pa3paboTka yHU(QHUUIHUPOBAHHBIX CHUCTEM

JOKyMEHTAallM - HOBBIM 3Tan B  yHH(UKaIUU U
CTaHAApTU3ALUU JIOKyMEHTOB. XapakTepucTuka
YHUDUIUPOBAHHBIX CUCTEM JIOKyMEHTALUU.

FOCY,Z[apCTBeHHBIC CTaHAapThI Ha YHI/I(I)I/ILII/IPOBB.HHLIG

cucteMbl.  ONBIT  MEXIYHAapOJHOW  CTaHAapTH3ALUHU
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JOKYMEHTOB.

[IpoexTupoBanue YHUPUIUPOBAHHBIX bopm
JTOKYMEHTOB. MeTon conaepkaTellbHOW W (OpMalIbHOU
yHU(DUKALUY.

Perucrparus yHupUIMpoBaHHBIX GOPM TOKYMEHTOB.
[lopsimox BBemeHUs B JCHCTBHE YHUQHUIIMPOBAHHBIX (hopm
JTOKyMEHTOB.  AnpOOMBI  (hopM  yHUPHUIIUPOBAHHBIX
JIOKYMEHTOB.

PermamenTtanusa cocrtaBa BUIOB U Pa3HOBUIHOCTEU
JOKYMEHTOB  OIpPEAENIEHHOr0 KOMIUIEKca [0  3ajadyaM

ynpasienus. Tadenas GopM T0KyMEHTOB.

Pazoen 6 Opeanusayuonno-

YHupumupoBanHass ~ CUCTeMa  OPTraHU3AIHOHHO-

pacnopsioumeibHvle u | paciopsauTeNnbHONU AJOoKyMeHTauu. OCOOEHHOCTH CUCTEMBI,
UHOPMAYUOHHO-CNPABOUHbIE | €€ COCTaB.
00Ky MeHmbl Opranu3zaimoHHbIE JIOKYMEHTBI. ITonoxenus,
YCTaBbl, pPErIaMeHThl, HHCTPYKIUW, [paBWwiIa U [Ip.
TpeGoBaHUs K UX COCTABIEHUIO U O()OPMIICHHIO.
Pacnopsinutensubie  noxkyMeHThl. [locTaHoBieHUs,
pelleHus, TpHUKa3bl, paACHOPsHKEHUs, YyKa3aHus U Jp.
[Topsimok ux cocTaBieHUsI U OPOPMIICHHUS.
WNHpopMalilnoHHO-CIIpaBOYHbIE  JOKYMEHTBI:  aKThl,
CIIPaBKH, JIOKJIQTHbIE U OOBSICHUTEIbHBIE 3alUCKU, MMHCHhMa,
TenerpaMMbl, TenedoHorpaMMbl. X  cocrtaBieHue u
odopmIieHuE.
Ocobennoctu odopmIteHUs NEeSTETHHOCTH
KOJUIETHATILHBIX OPTaHOB.
Pazoen 7 7.1. Permamenrarus MPOLECCOB
Cogepuiencmeosanue JOKYMEHTOO0Opa30BaHus

OOKyMeHmaL[UOHHblx

npoyeccoe

Heo6xoaumocth peryIupoBaHHusl nporecca
JIOKYMEHT00Opa3oBaHus. BbIsIcCHEHHE U yCTpaHEHHE MPUYUH
HEOIIPAaBJIaHHOTO BO3pacTaHUsl BHJOBOTO pa3HOOOpasusl U
KOJINYEeCTBA JIOKYMEHTOB. YCTAaHOBJIEHHE OOOCHOBAHHBIX
KpUTEPUEB CO3/1aHHUS JIOKYMEHTOB. daxTopsl,
ONpeAeNsone HEeOOXOIUMBIH KOMIUIEKC JIOKYMEHTOB.

Tunuzammst  Gopm  nmokymeHToB. PaszpaboTka Hay4dHBIX




16

KOHIICTILINI MEXKOTpacieBon YHUPUKAITTU dbopm

yIpaBieHUYECKUX JOKyMeHTOB. Co3/laHue OaHKOB JaHHbIX.

[IpaBoBoe peryiupoBaHue nporecca
JIOKYMEHTOOOpa30BaHMU. ®opMbl MIPaBOBOI'O
peryIupoBaHusl.

7.2. Hcnoib30BaHME  HOBBIX  TEXHOJIOTMHA B
JOKYMEHTHUPOBAaHUU

BnusiHue BHeIpeHHs] BBIYMCIUTENBHON TEXHHKU Ha
oOpa3oBaHHe JOKyMEHTOB. JIOKYMEHT B DJIGKTPOHHOMN
dbopme. IlpobGnema mpaBOBOTO pexUMa JOKYMEHTA,
CO3JaHHOTO B JJIEKTpOHHOH  ¢opme. OcobeHHOCTH
COTJIACOBAHUS U MOMHCAHUS JICKTPOHHBIX TOKYMEHTOB.

Ocobennoctu co3nanus U opopMIIeHUsT JOKYMEHTOB
Ha KOMIIBIOTEpE: HCIIONb30BaHWE 0a3 MaHHBIX, CO3JaHHE
1abJIOHOB, TEKCTOBbIE pEAAKTOPHI, CIIOBapH, IPOBEpKa
rpaMoTHOCTH U opdorpadun. CoBpeMEeHHOE MPOTrPaMMHOE
o0ecrieyeHue.

PasButHe  cmcreMbl  mepegaun  WHMDOpMAIHAA
Bo3moxxnocTn 6e310KkyMeHTHOro oOMeHa mHpopmaruein B

yIpaBJICHUH.

Pazoen 8.
ucmopuueckas
npakmuyecKas

0oKymMeHma

Hayuno-
u

UEHHOCNb

[loHATHS: «UEHHOCTh JOKYMEHTa», <«3KCIepTh3a
LIEHHOCTH». BO3HMKHOBEHWE OKCHepTHU3bl. BhipaboTka
MPUHIUIIOB U KPUTEPHUEB OLIEHKU LIEHHOCTU JOKYMEHTOB.

BHemHsis ¥ BHYTpEHHSSI KpUTHUKA JOKYMEHTOB.
AHanu3 aBTOpPCTBA, BPEMEHHM, MECTa BO3HHKHOBEHUU
JIOKyMEHTA. AHanu3 CoZlepKaHUs JIOKyMEHTA.
JIOCTOBEpHOCTh ¥ LIEHHOCTh JIOKYMEHTA.

JIOKyMeHTBI ¢ OBTOpsitoIeics nHdopmarein. Buab
MTOBTOPSIEMOCTH: yOJEeTHOCTb, MOTJIOUIEHHOCTD,
CyMMHUPOBaHHE, BapUAHTHOCTh, pedepupoBanue. OOmUe
3aKOHOMEPHOCTH, ONpeeNsIone BO3HMKHOBEHUE
JIOKYMEHTOB C MOBTOPSIOLIeHCs HHPOpManueil.

3HAYUMOCTh  SIBJICHHWH, COOBITHH, (akTOB B
MEPBUYHBIX W BTOPUYHBIX JOKYMEHTaX, COOTBETCTBHUE

conepmameﬁca B HHX I/IH(i)OpMaI_II/II/I OCHOBHBIM HJIM
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BCIIOMOTATENIbHBIM (YHKIUAM yupexaeHus. FOpunndaeckas
Cuia 9TUX JIOKYMEHTOB. XapakTep TIOBTOPSEMOCTH,
MEePUOANYHOCTh 00pa30BaHUs JOKYMEHTOB.

Bri6opouHas olieHKa JOKYMEHTOB.

CneunanbHbie KpUTEpUU OILICHKHU Hay4HO-
TEXHUYECKON JIOKYMEHTaluH (HTI). N3yuenue
BHYTPEHHET0 COCTaBa JOKYMEHTa Mo mpobiieMaM (TemMam) u
MOJIETSIM (KOHCTPYKIMSAM) 3HAY€HHE Hay4YHO-TEXHUYECKOH
uaen. 3HaYUMOCTh O0BEKTA JUIsl SKOHOMUKH. Y HUKAITBHOCTh
COOPY’KEHHSI WJI KOHCTPYKITUH.

Kputepun neHHoctu KuHOPOTOPOHOAOKYMEHTOB.

OcobeHHOCTH OILICHKU MAIIMHOYUTACMBIX JOKYMCHTOB.

9 Pasoen 9. Komnnexcwi [lonsTue «koMmIUIeKca JTOKyMEHTOB». llepBuuHbIE
OOKYMEHMOo8 KOMIUIEKCBI TEKCTOBBIX JOKYMEHTOB M UX BUABI. KOMILIEKCHI
TEXHUYECKUX U KHHO(OTOAOKYMEHTOB.

CrnosxHble KOMILIEKCHI. [IOHATUS «1O0KyMEHTAIBHBII»
U «apxuBHBI»  (QoHmpl.  Kommuiekcel  TOKYMEHTOB
YUPEXKIACHUHN, OPTaHU3ALMN U CTPYKTYPHBIX MMOJApa3IeICHUIM.
JInunsle ¢GoHnpl. [loHATHE «KOJUIEKUUS» JTOKYMEHTOB.

ITonsTHE «apXUBY.

4. O0pa3oBaTte/ibHbIE TEXHOJIOTUH

B pasnene ykazaHsl 00pa3oBaTeIbHbIE TEXHOJIOTUH, UCIIOIB3YEMbIE MTPU PEeATH3ALUN PA3THUHBIX
BHJIOB YU€OHBIX 3aHATUHN J1sl Hanbosee 3G HEeKTHBHOTO OCBOCHUS AUCIUIUIMHEL. [Tpu mpoBenennn
y4eOHBIX 3aHATUN 00ECTIeYMBAETCS Pa3BUTHE Y 00YUAIOIIUXCSl HABBIKOB KOMaHIHOM paboThI,
MEKINYHOCTHON KOMMYHHKAILIUH, IPUHATHUS PEIICHNH, TUIEPCKUX KadyecTB (BKIIIOYas IPH
HE00XOIMMOCTH MPOBEICHUE UHTEPAKTUBHBIX JIGKLIUH, TPYIIOBBIX TUCKYCCUH, POJIEBBIX UTD,
TPEHHUHTOB, aHAJIN3 CUTYAllMi 1 MMUTAIIMOHHBIX MOJIEIICH, TIpeToiaBaHNe TUCIUIUINH (MOyIieil) B
(opMe KypcoB, COCTaBJICHHBIX Ha OCHOBE PE3yJbTaTOB HAYYHBIX HCCIEJOBAHUM, B TOM YHCIIE C
y4ETOM PErHOHAIBHBIX OCOOEHHOCTEH NMPO(ECCHOHATBHON IS TeNbHOCTH BBIITYCKHUKOB 1
notpeOHOCTEH paboTomarenei.

Jnst mpoBeieHNs 3aHATHI JIEKIIMOHHOTO THIIA 10 AUCHHUIUIMHE TPUMEHSIOTCS TaKUe
o0Opa3oBaTenbHbIE TEXHOJIOTUN KaK MHTEPAKTHBHBIE JIEKIMH, TIpoOiaeMHoe oOyuenue. Jliis mpoBeaeHus
3aHATHH CEMHHAPCKOTO THIIA HCIOIb3YIOTCS IPYIIIOBBIE IUCKYCCHH, POJIEBBIE UTPHI, AHATM3 CUTyalnui
Y UIMHUTAIIIOHHBIX MOJIEJIEH.

Ne/Ne | HaumeHoBanue pazzaena Bunst yueOHbIX | OOpazoBaTENIbHBIE TEXHOJIOTUU
3aHATHI
1 [Ipenmer,  conepkanue, | Jlexyus 1-2. Beoonas nexyus
3aJlauu Kypca
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Camocmosmenvras
paboma Iloocomoska k nekyuu
Wctounuku u nureparypa | Jlexkyus 3-4 Jlexyus-eusyanuzayus c
o Kypcy npuUMeHeHueM Clatio-npoeKxmopa
Camocmosmenvras | [loocomoska k nekyuu:
paboma — MOHUMOPUHE 3AKOHOOAMENbHbIX U
HOPMAMmMuUBHO-MemooudecKux
UCTOYHUKO8 NO OOKYMEHMOBEOEHUIO
C UCNONb308AHUEM NPABOBbIX 0a3
OAHHBIX,
usyuenue 00KYMeHmM0BeouecKol
VUeOHOU U HAYYHOU TUmepamypbl
JokymenTt, ero ¢yukuuu, | Jlexyus 5-6 Jlexyus-eusyanuzayus c
MOHATHS  JIOKYMEHT | npuUMeHeHueM Clato-npoeKxmopa
uHbopmarus
Jlabopamopnoe Juckyccus
sansamue 1
Camocmosmenvras | [loocomoska «k  1ab6opamopHomy
paboma SAHAMUIO
e e PO 1 MR | TToxyus 7-8 Ipobremnas rexyus
Jlabopamopnoe Luckyccus
3auamue - 2
Camocmosmenvnas | [loocomoeka Kk  1abopamopHomy
paboma 3AHAMUIO
[Tpu3Haku nIoKyMmeHTa: | Jlexyus 9 Ananumuyeckas nekyus
OpPUTHHAIIBHOCTb,
HOJUTMHHOCTh, KOMUHHOCTh | Camocmosimensvras | [loocomoeka k nekyuu
paboma -

DopMysp TOKyMEHTa |

Jlexyus 10-14

Jlekyus ¢ paszdoopom KOHKpEmHbIX

€ro  COCTaBHbIE  YaCTH. cumyayuti
HcTopus pasButus | Jlabopamophoe
dbopmyIspa TOKyMeHTa: sanamue — 3-6 Monumopune  ookymenmos  17-20
16-17 Bexka, 8EK08
18 Bek, Camocmosmenvras
19 Bex, paboma - Iloocomoska «  nabopamopHomy
20 Bek 3AHAMUIO

lloozomoska k 3auemy
®opmyssip coBpeMeHHoro | Jlekyusa 15 Jlexyus-eusyanuzayus c
YIpaBIE€HYECKOTO npUMeHeHueM Clano-npoeKmopa
JIOKYMEHTA! npaBuia
o(opMIIeHUs PEKBUZUTOB | Jlabopamopnoe Monumopune 3axonoOamenvuvix U

3anamue — 7-8

HOpMamMGHO-MemOOMHQCKI/DC aKmoe

no O0OKYMEHMOBEOeHUIO c
UCNONb306AHUEM — NPABOBbIX  0aA3
OAHHbBIX;

Ompabomka NPAKMUYecKux
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Camocmosmenvhas | Ha8bIKO8 0QOPMAEHUS PEKBUIUM OB
paboma -
Iloocomosxka k  nabopamopHomy
3auAMuUI0
8 Tpeboanmst k  Tekcry | Jlexyus 16 -17 Jlexyus-eusyanuzayus c
JIOKYMEHTA; npuUMeHeHueM Clato-npoeKmopa
Yauduxanus tekcra | Camocmoamenvhas
JIOKYMEHTa paboma - Iloozomoska k nexyuu
9 Cucrembl nokymeHTaumu; | Jlexyus 18-19 Jlexyus-susyanuzayus c
CKJIa/IBIBAHUE CHUCTEM, npuUMeHeHueM Clato-npoeKxmopa
YHUDUITIPOBAHHBIE
CUCTEMBI JOKYMEHTAIIHH Camocmosmenvuas | [loocomoska k nekyuu
paboma
10 OpraHu3aioHHbIE, Jlexyus 20-23 Jlexyus-eusyanuzayus c
pacrnopsiAuTebHbIE u npuMeHeHueM Clatio-npoexmopa
UHPOPMALMOHHO- Jlabopamopnoe
CIIPaBOYHbIE JJOKYMEHTBI sanamue 9 - 15 Hcnonvzosanue retic-memooa
Camocmosmenvras | [loocomoska «k  1a60pamopHomy
paboma BAHAMUIO
CdBue CogepiuenctBoBanue | Jlexyus 24
JIOKYMEHTAI[UOHHBIX IIpobnemunas nexyus
MPOIIECCOB,
UCIIONIb30BaHUE HOBBIX
WH(POPMAITMOHHBIX Camocmosmenvhuas | [loocomoska k nekyuu
TEXHOJIOTMH B | paboma
JIOKYMEHTHUPOBAaHUHT
12 Kommekcsl 1OKymMeHTOB; | Jlekyus 25 IIpobremnas nexyus
Hayuno-uctopuueckas u
npakTU4eckas  UeHHOCTh | Jlabopamophnoe e | [locewenue  apxusa, usyuenue
JOKYMEHTa sauamue 16 CTLOJHCHBIX KOMNJIEKCO8 HA NPAKMUKE
Camocmosmenvuas | [loocomoska k  1a60pamopHomy
paboma 3AHAMUIO

Iloozomoeka k sK3ameHy

Kaxnapiii oOyuaromuiicss B TeueHHE BCero mnepuoaa oOydeHuss oOecrieyeH HHIAWBUIYaTbHBIM
HEOTPaHMYEHHBIM JIOCTYIIOM K 3JIEKTPOHHOH wuH(popMarmonHooOpa3oBarenbHoii cpene PITY wu3
Ar000H TOYKHM, B KOTOPOM HMeeTcs J0CTyn K HH(GOPMalMOHHO-TEIEKOMMYHUKAIIMOHHOW CeTu
"Untepuer”, kak ©Ha Tteppuropun PITY, Tak u BHe ee. DIeKTpoHHas WHPOPMALMOHHO-
obOpasoBarenbHas cpena PITY obGecnieunBaeT: mocTyn K y4eOHBIM IUIaHaM, pabOdMM MpOorpaMmam
JUCLUUIUIMH (MOyJel), mporpaMMaM MPAKTHK, 3JIEKTPOHHBIM YyUEOHBIM H3JaHHUSAM U DJIEKTPOHHBIM
o0pa3zoBaTeNbHBIM pecypcaM, yKa3aHHbIM B paboyux mMporpaMmax JIUCHUILIMH (MO;yJei),
nporpamMMax IpakTHK; (OpMHUpOBaHHE 3JIEKTPOHHOTO MOPT(oNMo 00ydaromerocs, B TOM YHCIE
COXpaHEHHE ero paboT U OLEHOK 3a 3TU paboThl. B ciayyae peanuszanuu nporpaMMbl OakagaBpuara ¢
NPUMEHEHHEM  3JIeKTPOHHOro  OOy4YeHMs, JUCTAHLMOHHBIX  O0Opa30BATENbHBIX  TEXHOJIOTUH
9JIeKTpOHHAsi uH(popMannoHHoOOpa3zoBarenbHas cpena PITY oOecrmeumBaer: ¢ukcamuio Xojaa
00pa30BaTENBHOIO TPOLIECCa, PE3YIbTATOB MPOMEXKYTOUHOW ATTECTAllMM M PE3YJIbTaTOB OCBOCHHS
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nporpaMMsl OakanaBpuara; IpoBeIeHUE YUeOHbBIX 3aHATHH, IPOIETyp OLEHKH pe3yIbTaToB 00yUYeHHs,
peanzanusi KOTOPHIX HPEIyCMOTPEHa C MPUMEHEHHEM 3JIEKTPOHHOrO OOy4eHHs, AMCTAHIMOHHBIX
00pa3oBaTeNbHBIX TEXHOJIOTUI; B3aUMOJICHCTBUE MEXIY yYaCTHUKaMHU 00pazoBaTeIbHOIO Ipoliecca,
B TOM YHUCJIE CUHXPOHHOE U (MJIM) aCHHXPOHHOE B3auMMOJEHCTBHs mocpenctBoMm cetu "HHtepHet".
OyHKIIMOHUPOBAHUE AJIEKTPOHHOM HMH(POPMAIIMOHHO-00pa30BaTebHON  CpeAbl  00ecreunBaeTCs
COOTBETCTBYIOIIMMHU  CpPEACTBAMU  HMH(POPMAIIMOHHO-KOMMYHHKAIIMOHHBIX ~ TEXHOJOTHH U
KBaJMpUKaMed paOOTHUKOB, €€ MCIONB3YIOMUX M HoJAepKuBaronmx. @OyHKIMOHUPOBAHUE
3JIEKTPOHHOU HWH(}OpMaImoHHo-00pa3oBaTenbHOM cpeasl PITY coOTBETCTBYET 3aKOHOIATENHCTBY
Poccuiickoin denepanumn.

B nmepuos BpEeMEHHOTO NPUOCTAHOBJICHMSI TIOCEIICHHS OOyYarolMMHUCA MOMEIIEHUH |
teppuropuu PITY 1t opranuzanuu yueGHOro mpoiecca ¢ IpuMEHEHHEM 3JIEKTPOHHOIO 00y4eHUs U
JUCTAHIIMOHHBIX ~ O0pa30BaTEIbHBIX TEXHOJOTUH MOTYT OBITh MCIIOJIB30BAHBI  CIIEAYIOIINE
o0pa3oBaTenbHbIC TEXHOIOTHHU:

— BUJICO-JIEKIIUH;

— OHJIAMH-JIEKLIUU B PEKUME PEATbHOIO BPEMEHY;

— DIIEKTPOHHbIE YUEOHUKH, YUeOHbIe TOCOOUS, HAyYHbIE N3JaHUS B AJIEKTPOHHOM BUJE U IOCTYII
K MHBIM 3JICKTPOHHBIM 00pa30BaTeIbHBIM pecypcam;

— CHCTEMBI JIJIs JIEKTPOHHOTO TECTUPOBAHUS;

— KOHCYJIBTALIUU C UCTIOJIb30BAHUEM TEJIEKOMMYHHUKAIIMOHHBIX CPE/CTB.

5. Onenka nJIaHUPYeMBbIX Pe3yJbTATOB 00y4eHHs

5.1 CucreMa oleHUBAHUA

Cucrema OlleHUBaHUS BBICTPOCHA B COOTBETCTBUU C YUEOHBIM IIJIAHOM, TJI€ OIpeieieHbl (hOPMbI
MIPOMEKYTOUHOM aTTecTaluH (3a4€T/3a4€T C OLEHKON/9K3aMeH), U CTPYKTYpPOU AUCHUILTUHBL, T1e
orpejiesieHbl (POPMBI TEKYILIETO KOHTPOJISA. YKa3bIBaeTCs pacnpezeaeHue 6auioB no popmam
TEKYILEro KOHTPOJISI U IPOMEXKYTOYHOM aTTeCTalli, CPOKH OTYETHOCTH. MOKET MPOBOINUTHCS KaK B
TPaJUIMOHHOM, TaK U B MHHOBAIIMOHHOM (popMe (3aluTa MpOeKTOB, AeI0Basi Urpa, KeMcol U T.1.).

DopMa KOHTPOJIS Makc. K0JIu4ecTBO 0aJJI0B
3a oxny Bceero
padory

Texkyui KOHTPOIIb:

- onpoc 5 bannos 30 6annos

- yyacmue 8 OUCKYCCUU HA CeMUHAape 5 bannos 10 bannos

- KoHmpoavHas paboma (memwl 1-3) 10 bannos 10 bannos

- KoHmpoavHan paboma (memwl 4-5) 10 bannos 10 bannos

[IpomexxyToUHas aTTeCTalMs — 3ayem 40 GayoB

HTroro 3a 2 cemecTp 100 6amioB

dDopma KOHTPOJIA Makc. K0JIH4ecTBO 0a/1710B
3a oany Bcero
padoty

Tekyuii KOHTPOJIb:

- onpoc 5 bannos 30 6annos

- yyacmue 8 OUCKYCCUU HA CeMUHAape 5 bannos 10 bannos

- KoHmpoavHasa paboma (memwl 1-3) 10 b6annos 10 6annos

- KOoHmponvHas paboma (memwl 4-5) 10 bannos 10 bannos

[IpomexxyTouHas aTTecTanus — SK3aMeH 40 6annoB

HToro 3a 3 cemecTp 100 6anmoB
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[losy4yeHHBII COBOKYNIHBIN pe3yabTaT KOHBEPTUPYETCS B TPAJAULIMOHHYIO IIKATy OLICHOK U B
IKaty oueHok EBporelickoil cucteMsl nepeHoca U HakorieHus: kpenuTos (European Credit Transfer
System; nanee — ECTS) B cCOOTBETCTBUM C TaOIHIICH:

100-6amibHas TpaimoHHas mKana [kana
IKajga ECTS
95 -100 A

2304 OTJIMYHO B

68 — 82 XOpOIIO 3a4TE€HO C

56 - 67 D

5055 YIIOBJIETBOPUTEIBHO B

20-49 FX

0-19 HEYJIOBJICTBOPUTEIILHO HE 3aUTEHO F

5.2 Kpurtepuu BbICTABJIEHHSI OIIEHKH IO JUCHMILIUHE

banasl/ | Onenka mo
HIkana | AUCHUIIIIAHE
ECTS

KpnTepnn OLICHKHU pe3yjabTaToB Oﬁy‘IEHI/lﬂ o JMCHMIIVINHE

100-83/ OTJINYHO/
A.B 3a4TEHO

BeicraBinsieTcst 00y4aromeMycs, eClid OH TIIyOOKO U [TPOYHO YCBOUII TEOPETUUSCKUI U
MPAKTHYECKUN MaTepHa, MOKET MPOJEMOHCTPHPOBATH ATO HA 3aHATUSAX U B XOJIE
MPOMEKYTOYHOU aTTECTALIUY.

OO0yyJaroUuiics NUCUCPITHIBAIOIIE U JIOTHIESCKH CTPOWHO M3JIaracT yucOHBI MaTepua,
YMEeT yBsI3bIBaTh TEOPHIO C MPAKTUKOM, CIIPABIISICTCS ¢ PELICHUEM 3a/1a
poeCCUOHATBPHOIN HAIPABICHHOCTH BBICOKOTO YPOBHS CJIOKHOCTH, IPABUIILHO
000CHOBBIBACT IPUHSTHIE PELICHUSL.

CB0OOOIHO OpHEHTHPYETCS B yUeOHOH 1 Tpo(ecCHOHAIBHON TUTEpaType.

OreHKa 1Mo JUCIUTUIAHE BRICTABIIIOTCS 00yYalomeMycs ¢ YIETOM pe3yIbTaToB
TEKYLIEH U MPOMEXKYTOUHOM aTTecTaliy.

Komnerenmyu, 3aKperIéHHbIC 32 TUCIUILIHHON, COPMHPOBAHBI HA YPOBHE —
«BBICOKHID.

82-68/ XopoIo/
C 3a4TEHO

BeicraBinsiercst 00y4aroneMycsi, €CJid OH 3HAeT TEOPETUUECKUN 1 MPAKTHYECKUI
MaTepHal, FPaMOTHO U 110 CYIIECTBY U3/1araeT €ro Ha 3aHATHSAX U B X0/
IIPOMEKYTOUHOM aTTECTALNU, HE NOITYCKasl CyILIECTBEHHBIX HETOUHOCTEN.
OOyuaronuics MpaBWILHO IIPUMEHSIET TEOPETHYECKUE TTOJI0KEHHS IPH PELICHUH
MIPaKTHYECKUX 33134 Mpo(eccCHOHATFHON HAPaBICHHOCTH PAa3HOTO YPOBHS
CJIO’KHOCTH, BJIaJIe€T HEOOXOJUMBIMH ISl 9TOTO HAaBBIKAMH U ITPUEMaMH.
JlocTaTo4YHO XOpOIIO OPUEHTUPYETCS B Y4eOHOW 1 mpodeccnoHaNBbHOM IuTepaType.
Or11eHKa 1Mo JUCHIUIUIMHE BBICTABIISIOTCS 00ydaromeMycs ¢ y4ETOM pe3yIbTaToB
TEKYLIEH U IPOMEKYTOUYHOH aTTeCTaluy.

Komnerenmmn, 3aKperi€éHHbIC 3a TUCIUTIINHON, COPMHUPOBAHEI HA YPOBHE —
«XOPOIIUNY.

67-50/ YIOBJIETBO-
D,E pUTEIbHO/
3a4YTEHO

BricraBnsercst oOyyaronieMycsi, €ClId OH 3HaeT Ha 0a30BOM ypOBHE TEOPETHUYECKHUI U
MIPaKTHYECKUI MaTepHall, IOITyCKaeT OTAEIbHBIC OIIMOKH MPH ero U3JI0KEHNUH Ha
3aHATHAX U B X0OJI€ IPOMEKYTOUYHON aTTeCTalUH.

OOyuaronuicst UCIBITHIBAET ONPE/CIEHHBIC 3aTPyTHEHUSI B IPHMEHEHUH
TEOPETHUYECKUX MOJ0KEHUH MPH PEIICHUHN NMPAKTUYECKHX 3a4a4 NPodeCcCHOHATbHON
HaIPaBICHHOCTH CTaHIAPTHOTO YPOBHSA CIIOKHOCTH, BJaJIeeT HEOOXOUMBIMH IS
3TOro 6a30BBIMH HaBBIKAMH W TIPHEMaMHU.

JleMOHCTpHpYeT JOCTaTOUHBIN YPOBEHb 3HAHHS YIEOHOM TNTEPATypPHI 1O AUCIUIUINHE.
Or1ieHKa 10 JUCHUIUIMHE BBICTABISIIOTCS 00ydaronieMycsi ¢ y4éToM pe3yIbTaToB
TEKyIleH U MPOMEKYTOUHON aTTeCTaluu.

KomrmereHnuu, 3akperui€HHbIE 3a TUCHUILIIMHON, C(hOPMUPOBAHBI HA YPOBHE —
«J10CTATOYHBIHY.

49-0/ HEYJIOBJICT-
F,FX BOPHUTEIIBHO/
HE 3aUTCHO

BricTaBisiercss o0y4aromemMycs, eciIi OH He 3HaeT Ha 0a30BOM yPOBHE TEOPETHUECKHUI
1 TIPaKTHYECKUI MaTepuall, IOIyCcKaeT rpyOble OIIMOKY IPH €ro U3I0KEHUH Ha
3aHATHUAX U B X0 MTPOMEKYTOYHON aTTeCTAINH.
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Bamabsl/ | Ouenka mo Kpurepuu ouneHKH pe3yJbTaTOB 00yUYeHUs 10 TUCHUTIIIHHE

HIkana | AUCHUIIAHE
ECTS

OO0y4YarOIIHIACS UCTIBITBIBACT CEPhE3HBIC 3aTPYAHCHHUS B IPUMEHEHHH TEOPETUIECKHX
MOJIOXKESHHUH MPU PELICHHUH MPAKTUYECKUX 3a1a4 MPo(ecCHOHAIBHONW HAaNPaBICHHOCTH
CTaHAApPTHOI'O YPOBHS CIIOKHOCTHU, HE BJIAJICET HeO6XO}II/IMBIMI/I JUISA OTOT'O0 HAaBBIKAMH U
IpUEMAMHU.

JleMoHCTpHpYeT GparMeHTapHbIE 3HAHUS y4eOHOU JTUTepaTyphl 110 JUCUUIUIMHE.
O1eHKa 110 AUCUUIIMHE BHICTABIIIIOTCA 00y4aloIeMycs ¢ Y4ETOM pe3ysIbTaToB
TEKyILIEeH 1 IPOMEKYTOYHON aTTECTALUH.

KoMreTeHIIMY Ha YPOBHE «IOCTATOYHBIN», 3aKPEIUIEHHBIC 32 IUCUUILIHHOM, He
c(OpMHUPOBaHBI.

5.3 OmueHouHble cpeacTBa (MaTrepuajbl) s TEKYyLIero KOHTPOJIS YCIeBAeMOCTH,
NPOMEKYTOYHOM aTTecTanuu o0y4aromuxcs no gucuumiune (OIIK-2, OIIK-3)

B nanHOM pasznene npuBOJATCS IPUMEPBI OLEHOYHBIX CPEIACTB B COOTBETCTBUU CO CTPYKTYpOU
JUCLUIUINHBI U CHCTEMOM KOHTPOJISA: BApUAHThl TECTOB, TEMATUKA IIMCbMEHHBIX PadoT, IpUMEpPHI
HK3aMEHAIlMOHHBIX OUJIETOB, TUIIOBBIE 33/1a4H, KEHChI U T.1. OLIEHOUYHBIMU CPE/ICTBA JIOJIKHBI OBITH
obecrieyeHsl Bce (POPMBbI TEKYLIETO KOHTPOJIS M TPOMEXYTOUHOM aTTecTalii. OHM JOJKHBI OBITH
OPHEHTUPOBAHBI HE TOJIBKO HA MPOBEPKY C(HOPMUPOBAHHOCTU 3HAHHI, HO TAK)KE€ YMEHUH U BIaICHUN.

[TepeyeHr BOpOCOB K KOHTPOJIBHOU paboTe 1Mo Teme 2.

1. YeMm 3aHuMMaeTCs Hay4YHas TUCIUILIMHA JOKYMEHTOBEIeHUE?

2. C KaKuMHU HAy4YHBIMU JUCHUIUIMHAMU CBA3aHO JIOKYMEHTOBEEHUE?

3. HazoBuTe 3aK0HOJaTENIbHBIE aKThl, PETYJIUPYIOLINE BOIPOCHI TOKYyMEHTUPOBAHMUS.

4. Ilepeunciante HOpMaTUBHBIE MPABOBBIE AKTHI, PETYIUPYIOIIKE BOIPOCHI
JIOKYMEHTUPOBaHUSI.

5. JlaiiTe XapakTEPUCTUKY HOPMATUBHO-METOAUYECKUM JIOKYMEHTAM I10 JEJIO0NPOU3BOCTBY.

6. HazoBuTe yueHbIX, HCCIIEIYIOMINX BOMPOCH! JOKYMEHTOBEICHUSI.

[TepeyeHr BOpOCOB K KOHTPOJIBHOU padoTe 1Mo Teme 4.

1. Kakwue BbI 3HaeTe cocoObl TOKyMEHTUPOBAHUSA?

2. Ilepeuncnnre 3Tanbl pa3BUTUS TEKCTOBOTO JOKYMEHTUPOBAHMS, CPABHUTE UX MEXY COOOI.

3. Pacckaxxute 00 0COOEHHOCTSIX TEXHUUECKOTO JOKYMEHTHPOBAHHUSL.

4. B 4em 3aKI04ar0TCsl 0COOEHHOCTH KUHO, (OTO U (HOHOTOKYMEHTUPOBAHUS?

5. CpaBHUTE U3BECTHBIE BaM CIOCOOBI TOKyMEHTUPOBAHUS MEKIY c000i1, HA30BUTE MX
IIPEUMYLIECTBA U HEAOCTATKH.

6. JlaiiTe XapakTepUCTUKY MaTepHUaIbHbIM HOCUTEISIM HHPOPMAIIMK U CPABHUTE UX MEKIY
co0oil.

IIpumepsI 0JMI-KOHTPOJIBHBIX PadoT M0 TeMe 6

Kakue oOpamennst 0b1J1M1 NPUHATHI B KOHKPETHBINH HCTOPHYECKUI epruoa’?

(TIpoBeCTH CTPEIIKH)

XIX Bek TOBAPHUIILY
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CoseTtckuil nepuoa NBany VBaHOBU1y
90-e roaer XX Beka MunoctuBomy rocyaapro
CoBpeMEHHOCTh TOCTIOUHY

Kakumu uToroBbiMu (ppazaMu 3aKaHYMBAJIOCH CJIYKe0HOEe MUCbMO B KOHKPETHbIH
HcTopuveckuii nepuon?
(TIpoBeCTH CTPEIIKH)

XVI, XVII Beka ¢ T1y0OUYalIIuM TOYTEHUEM

XIX Bek C YBAXXEHHUEM

CoBerckuii nepuon C KOMMYHUCTUYECKUM IIPUBETOM
CoBpeMEHHOCTD IMape rocynapb, CMHITyICS, TIOKATYH

[lepeyeHp BOMPOCOB K UTOTOBOM KOHTPOJIbHOM padote Ne 1

1. JIoKyMEeHT 1 €ero MecTo B CUCTEME yIPABIICHHUS.

2. 3aKoHOJaTesbHbIE IPABOBbIE AKThI, PEIVIAMEHTUPYIOLIME CO3/laHie U ohopMiIeHne
JIOKYMEHTOB.

3. HopMaTuBHO-METOANYECKHE aKThI, ONPEICIISIONINE MOPSAO0K CO3IaHus U ohopMIIeHUs
JIOKyMEHTOB.

4. JIOKyMEHTOBE/ICHNE KaK Hay4Has JUCLIMILIMHA U €€ CBA3b C JPYTMMH HAyYHBIMU
JUCLUITIMHAMM.

5. Ilonstue «uH(pOpPMAIHA» U €r0 pa3BUTHE.

. [loHsATHE «IOKYMEHT» U €r0 pa3BUTHE.

6

7. CBsa3b uH(MOpMAIUHU U TOKYMEHTA.

8. OO6mue u yacTHbIe QYHKIIUHN TOKYMEHTA.
9

. CriocoObl TOKYMEHTUPOBAHUS U UX Pa3BUTHE.

10.  TekcToBOE NOKYMEHTUPOBAHUE U TAIIBl €TO PA3BUTHSI.

1. [TuxTorpammel. [IpumMeHeHre MUKTOTPadhUUIECKOTO MIUChMa CETOTHS.

12. Jlororpammsl. Mcnonb30BaHue JIOrorpaMM CETOAHS.

13. TexHuyeckoe JOKyMEHTUPOBAHUE. BUIbI KOMIUIEKCOB TEXHUYECKOU TOKYMEHTALINH.
14. doronokymentuposanue. [losBienne, pa3BuTre, IPUMEHEHHE.

15. Kunonoxymentuposanue. [losiBinenue, pazsutue. Buaeozanucs.

16.  ®ononoxymeHntuposanue. [losBnenue, pa3BuTue, IPUMEHEHNUE.

17. Marepuan s JOKyMEHTHpOBaHus. Ero passurue.
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18. [Mommunavky 1 xonuu. Bunasl konui. 11opsa1ok yaocToBepeHUN KOIUI.

19.  ®opmynsap nokymenta. TumoBoit popmyssip, hopmysip-oOpaserl.

20. Pazsutne popmynspa noxkymenta B X VI-XVII Ba.

21. ®opmyisip nokymenta X VIII B.

22. Dopmyiisip TEKCTOBOro JokymenTa XIX- Hagana XX BB.

O0pa3usbl TecToB 1o Teme 7

Bompoc 1

Buza oduimanbHOro J0KyMeHTa 3T0:

A) peKBU3UT IOKYMEHTA, BBIPAXKAIOIIMIA COTJIACHE WIIM HECOTTIaCHs JOKHOCTHOTO JIMLIA C
COJIEp’)KaHUEM JIOKYMEHTA

b) naanucek Ha KOKyMeHTe, c/ellaHHas JOJKHOCTHBIM JIULIOM U COZIeprKallasi IpUHATOE UM
peuieHue

B) noamnucanue 10KyMeHTa €ro COCTaBUTEIEM

Bompoc 2

Bwusel npocraBnstores:

A) pabOTHUKOM, MEYATaBIINM TOKYMEHT

b) pabGoTHMKaMu CBOEH OpraHU3aIH

B) paGoTHuKamu Ipyrux opraHu3aruii

Bomnpoc 3

B xakue peKBH3HTHI IOKYMEHTA JIaTa BXOJUT KaK COCTaBHAs 4acTh?
a) Tpud yTBEpKACHUSI B) MOAIUCH

0) BU3a COTIIaCOBAHHS T') PE30JIIOLIHS

Bomnpoc 4

OOumii 6;1aHK TOKyMEHTa BKJIIOYAeT B ceOs CIEIYIOUINe PEKBU3UTHI:

A) nzobpakenue repda, sMOIEMbI, MECTO JUTSI pa3MEIeHHs Ha3BaHUS BUJIA JIOKYMEHTa, MECTO
JUISL 1aThl 1 HOMepa JIOKyMEHTa, MECTO COCTaBIICHHUS

b) nzobpaxenue repba, sMOeMbl, HAUMEHOBaHHE OpPraHU3alluu aBTOpPa, MECTO IS
pa3MelleHHs Ha3BaHUs BU/Ia JOKYMEHTa, MECTO JJIs 1aThl 1 HOMEpa JJOKYMEHTa, MECTO COCTaBJICHUS

B) u3o6paxenue repba, sMO1eMbl, HAUMEHOBAHHE OPTaHU3ALMU aBTOPA, MECTO ISt
pa3MeleHnst Ha3BaHUs BU/IA JJOKYMEHTA, CIIPaBOYHBIC JaHHBIE 00 OpraHU3aIuy, MECTO IS AaThl U
HOMeEpa JJOKYMEHTa, MECTO COCTaBJICHUS

Bompoc 5

Kakue u3 nepeunciieHHbIX JOKYMEHTOB TPEOYIOT yTBEpKICHHS?

A) ycraB b) mtatHoe pacniucanue B) mpukassl

I') noknaausle 3anucku Jl) AOTKHOCTHBIE HHCTPYKIUH
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Bompoc 6

TurnoBo#t popmyJsip IpUKaza COACPKUT CIEAYIONINE PEKBU3UTHI:

A) rep0 (3m0neMy), HAaMMEHOBaHUE OpPraHU3allMU-aBTOpa, CIIPAaBOYHbIE JaHHBIE 00
OpraHM3alliy, HAMMEHOBAaHUE BHA JOKyMEHTa — IPHKas3, 1aTy, HOMEp, MECTO COCTAaBIICHUS,
3aroJ0BOK K TEKCTY, TEKCT, OJIIHICh, BU3bI COTJIACOBAHUS

b) rep6 (3m051eMy), HaMMEHOBaHUE OpraHU3allMM-aBTOPa, HAMMEHOBAaHUE BUAA TOKYMEHTA —
MPHKa3, JaTy, HOMEP, MECTO COCTABIICHHS, 3aTOJIOBOK K TEKCTY, TEKCT, TIOJITHCh, BU3BI COTJIACOBAHUS

B) rep6 (3M0nemy), HaMMEHOBaHNE OPTaHU3ALUN-aBTOPa, HAMMEHOBAaHME BHJIA JOKYMEHTA —
MIpUKa3, JaTy, HOMEpP, MECTO COCTABIICHHS, 3aT0JIOBOK K TEKCTY, TEKCT, OJMHCH, IeYaTh, BU3BI
COTJIACOBaHUS

Bomnpoc 7

B ympaBieH4eckoli mpakTHKe TPUMEHSIOT CIEAYIOINE BUIBI OJIAHKOB:

A) OnaHK TMChMa

b) 61aHK KOHKPETHOTO BHJA IOKYMEHTA

B) o6mmit 61ank

J1) 6nank pu3nyeckoro auia

Bompoc 8

JIOKyMEHTHUPOBAaHHE ITO:

A) mporiecc IBIKEHUS TOKYMEHTOB B OpTraHU3aIHN

b) 3anuce nHpOpMaMK HAa PAa3TMYHBIX HOCHTEISX MO YCTAHOBJICHHBIM TPaBHIaM

B) coznanue 10KyMeHTOB

I') paboTta ¢ nokymeHTamu

Bomnpoc 9

K opranmzanmoHHbBIM JOKyMEHTaM OTHOCSITCSL:

A) ycraBbl 0) mpaBuJIa  B) aKThl T) MPHUKa3bl J1) HHCTPYKIUH
Bompoc 10

I'ep6oBoii meuaTho (TIeUaThI0 OpraHU3aI|K) 3aBEPSIOT:
A) rapaHTHliHBIE THCEMA 0) MPOTOKOJIBI 3aCeJaHU  B) TIPUKA3bI

I') noroBopsl 1) TPyNOBBIE KHIKKH

Bompoc 11

dopmyIsip TOKyMEHTa 3TO:

A) Habop pekBU3UTOB O(PUIIMAIBHOTO MMCHbMEHHOTO JOKYMEHTA, PACIOI0KEHHBIX B
OIIPEJIEJIEHHON NI0CIE0BATEIBHOCTU

b) nopsinok 06paboTku TOKYMEHTOB
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B) MUHUMaNIBHBIN 371eMEeHT 0(pOpPMIICHHUS TOKYMEHTa

Bompoc 12

HNHupopMalinoHHO-CIPaBOYHBII TOKYMEHT 3TO:

a) a) JloxymeHr, coaepkamnuii uHGopmanuo o GakTHIECKOM MOJI0KEHUH eI, KOTOPBIN
CILy’KMT OCHOBAHUEM JJI IPUHATHUS PEILICHUN

b) 6) JoxymeHT, Opranu3yrouuii paboTy yupexaeHus

¢) B) JlokyMeHT, B KOTOpOM 3a(pUKCHPOBAHBI pACIOPSKEHHS pyKOBOJICTBA

d) r) JlokyMeHT, (GPUKCUPYIOIIHIA IeATeIbHOCTh KOJUICTHAITBHOTO OpraHa

Bompoc 13

bnank ¢ nzo0paxxeHreM rocyjapcTBeHHOro repba Poccuiickoit denepannu MOTyT UMETh:

a) JIro6ast opranmsanusi, 3aperucTpupoBaHHas Ha Tepputopuu Poccuiickoit denepanun

6) Kommepueckas pupma, 3apeructpupoBanHas Ha Tepputopun Poccuiickoit @enepanuu

B) VYupexJaeHMs U OpraHu3aluy, yka3aHHble B KoHcTHTyIHMOHHOM 3akoHe «O repbe
Poccuiickoit denepanumn»

r) YupexxIeHus ¥ opraHu3aiuu, ykazanaeie B Koncrurynun PO

Bomnpoc 14

K pexBu3uTaM, NpUIAIOIIUM JOKYMEHTY IOPUANYECKYIO 3HAUUMOCTh OTHOCSTCS :

a) repo PO

b) ormeTka 0 moCTyIIEHUH TOKyMEHTa

B) TTOJIMHKCH

I') aBTOp JOKYMEHTa

Ilepeyenb BOpocoB K KOHTPOJIbHOIN padoTe no Teme 9

1. Yro Takoe yHU(DUKAIUSI TOKYMEHTOB?

2. JlaiiTe onpeneneHue cCucTeMe JOKYMEHTAIIMU

3. Yto0 Takoe yHU(PHUIMPOBAHHBIE CUCTEMBbI JOKYMEHTAIMH, HA30BUTE HX.

4. Kakue BUbI TOKYMEHTOB BXOJAT B COCTaB YHH(PHIIMPOBAHHON CHCTEMBI OPTaHU3AIIHOHHO-

pacnopsaIuTeIbHON JOKYMEHTAIINH.

[lepedyeHb BOPOCOB K UTOTOBOM KOHTPOJIbHOM paboTe Ne 2

1 TlousaTHS «yHU(PUKAIMS U «CTaHAAPTH3AMMUD» TOKYMEHTOB.

2 Pa3BuTHe yHUUKALKU U CTaHIApTU3AIMU JOKYMeHTOB Bo Il moioBune XX B.

3 T'OCT P 7.0.97-2016. Ero conepxanue, 3Ha4YCHHUE.

4 TpeboBaHMs K KOHCTPYHPOBaHUIO O1aHKOB. Busbl OnankoB. brianku npeanpustuit
pa3IuyHBIX (HOpM COOCTBEHHOCTH.

5 PexBU3UT «HaUMEHOBAaHUE OpraHU3AIMH-aBTOPA JOKYMEHTa», TpPeOOBaHUS K HEMY.
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6 PexBU3NT «CIpaBOYHBIE JaHHBIE 00 OpPraHU3alUU-aBTOPE JOKYMEHTAa», €r0 COCTaB.

7 PeKBU3UT «ajpecaTy, ero 3Ha4YeHHe U COBPEMEHHbIE TPeOOBaHUSI K OOPMIICHHUIO.

8 Hatel. TpeGoBaHus K X OPOPMIICHHUIO; 1aTa KaK COCTaBHAas YacTh JPYTHMX PEKBU3UTOB.

9 PeKBU3UT «PETUCTPALMOHHBIA HOMEP JOKYMEHTA», €T0 3HAYCHHUE.

10 PekBU3UT «CChUIKA HA PETUCTPALIMOHHBIN HOMED U JaTy AOKYMEHTa», KOTJa U Iie OH
MIPOCTaBJISETCSL.

11 [opsanoxk coriacoBaHus JOKYMEHTOB U 0(POPMIIEHHUSI BHYTPEHHETO M BHEIIHETO
COIIACOBaHUsA

12 IlopsAok yTBEpKAE€HUS JOKYMEHTOB, BUJIbl YTBEPKICHMSL.

13 [lopsanox noanucaHus JOKyMEHTOB.

14 [1eyats KaK peKBU3UT AOKyMeHTa. Ha Kakux JOKyMeHTax MmpocTaBisieTcsi repOoBasi 1eyaTh.

15 CocraB ynoctoBepeHus 10KyMeHTOB. [IpaBuna opopmieHus peKBU3UTOB,
YIOCTOBEPSIOLINX JOKYMEHT.

16 OT™MeTKH Ha TOKyMEHTE, UX 3HaUYeHUE U 0(hOpMIICHHE.

17 Pe3omrorust. E€ 3nauenue. TpeGoBaHus, IPEAbSIBISIEMbIE K PE3OJTIOIHH.

18 PexBU3UT «0TMETKA 00 HCIIOJIHUTEINEY, €r0 3HaUCHHE.

19 PexBU3NTBI, MPUIAIOIIUE TOKYMEHTY IOPUINYECKYIO 3HAUMMOCTD.

20 Yaudukanus TeKcTa JOKyMEHTA.

21 TpadapetHbie TeKcThl. MeToaMKa pa3pabOTKHU.

22 CriocoOblI npeicTaBIeHs] YHU(PUIMPOBAHHBIX TEKCTOB (aHKETHI, TaOIMIIbl, TpadapeTHbIe
TEKCTHI).

23 Oo6mue TpeOboBaHMs K TEKCTY JOKYMEHTA.

24 AnropuTM NMOATOTOBKH TOKYMEHTA.

25 DneMeHTBI TeKCTa: 3aroJIoBOK, IPUIIOKEHHUS, TPEOOBaHUS K HUM.

26 JIMHrBHCTHYECKHE OCOOEHHOCTH TEKCTOB CIIY>KEOHBIX JOKYMEHTOB.

27 IloHsITHE «CUCTEMBI JOKYMEHTALIUUY», Pa3BUTHE CUCTEM.

28 [lonsTHe «yHU(PUIIMPOBAHHBIE CUCTEMBI TOKYMEHTALIUNY.

29 Ha3znauenue, onpenenenue u cocra Y COP/I.

30 TpeGoBaHMs K COCTABICHUIO U O(OPMIICHUIO OPraHU3aIIMOHHBIX JOKYMEHTOB.

31 TpeboBaHMsI K COCTaBICHUIO U O(OPMIIEHHUIO PAaCOPSAIUTEIbHBIX JOKYMEHTOB.

32 TpeboBaHUs K COCTaBICHUIO U O()OPMIICHUIO TIPHKA30B.

33 TpeGoBaHMs K COCTaBIECHUIO U 0QOPMIICHHIO OOBSICHUTEIBHBIX U TOKIAJHBIX 3aIIUCOK
(BHELIHUX ¥ BHYTPEHHHUX).

34 TpebGoBaHMsI K COCTaBJICHHUIO U 0(OPMIIEHHIO CIIPABOK (BUbI CIIPABOK, CIIPABKH BHEIIHUE U

BHYTpPEHHHUE).
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35 TpeboBaHMs K COCTaBICHUIO U O(OPMIICHUIO aKTa.

36 TpeboBaHus K COCTaBICHUIO U 0OPMIICHHUIO CITyKEOHOTO MUchMa. Pa3HOBUTHOCTH MHCEM.
37 TpebGoBaHMsI K COCTaBJICHUIO U 0(OPMIICHHIO TEJIETpamMmM.

38 OcobennocTH GopMyspa TeaehoHOTpaMMBI.

39 AHFOpI/ITM IMMOATOTOBKH U IPOBCACHUS COBCILIAHHA. I[OKYMGHTBI, CO3/J1aBACMBIC B ITPOLECCE

IOATOTOBKU COBCIIAHUSA.

40 TpeboBaHus K COCTABIECHUIO ¥ O(DOPMIICHHIO TTPOTOKOJIA.

41 IloHsATHE KOMIIJIEKCOB TOKYMEHTOB. [IepBHUHBIE KOMIIIIEKCHI TEKCTOBBIX JOKYMEHTOB.
42 TToHATHS «TOKYMEHTAIBHBIA (POH» U «apXUBHBIN QoHa». VX paznuyue.

43 CnoxxHble KOMILIEKChI. Be1oMCTBEHHbBIE apXUBBI.

44 CnoxHble KOMIUIEKCHI. ['ocy1apcTBeHHbIE apXUBbl. CeTh rOCYJapCTBEHHBIX apXHBOB.

45 TlonsaTus «HOCHHOCTb JOKYMCHTa», «QKCIICPTH3a ICHHOCTH). BOSHI/IKHOBCHI/Ie, pa3sBUTUC

OKCIICPTU3BI.

N —

46 [IpuHIMIIBI, KPUTEPUH SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB.

[Tepeuens BOMPOCOB K YCTHOMY 3K3aMEHY I10 BCEMY Kypcy

Hepeqenb BOIIPOCOB JISl MOATOTOBKH K 9K3aMEHY 110 IUCHUIIJIMHE
“JlokymeHTOBeIeHHE”

JIOKYMEHT U €70 MECTO B CUCTEME YIIPABIICHUS.

3aKOHBI ¥ HHbIE HOPMATHBHBIE MPABOBBIE AKThI, pErIaMEHTHPYIOIINE CO3aHue U OPOpMIICHHE
JIOKYMEHTOB.

HopmartuBHO-MeToAMUYECKHE JOKYMEHTBI, OTIPEAEISIONINe MOPSA0K CO3AaHus U 0POPMIICHUS
JIOKYMEHTOB.

JIoKkyMeHTOBEICHUE KaK Hay4YHasl JUCLUUIUIMHA U €€ CBS3b C IPYTUMHU Hay4YHBIMH
JUCLUIUIMHAMU.

[lonsiTre «uHpOpMALUI» U €r0 pa3BUTHE.

[ToHsATHE «IOKYMEHT» U €r0 Pa3BUTHE.

Cas13p UHGOpPMAIIUH U IOKYMEHTA.

OO0m1re u yacTHble (PyHKIIMH JOKYMEHTA.

CriocoObl TOKYMEHTUPOBAHHUS U UX Pa3BUTHE.

. TekcToBOE NOKYMEHTUPOBAHUE U DTAIIbl €T0 PA3BUTHS.

. [luxkrorpammsl. [IpuMeHeHne TUKTOrpagUuecKoro Nuchma Cero IHsI.

. JIJororpamMsl. Mcrniosib30BaHue JIOrorpamMm CEroaHsI.

. Texnnueckoe NTOKyMEHTHpOBaHUE. BHUIbI KOMIUIEKCOB TEXHUYECKOW TOKYMEHTALINH.
. ®oronokymentupoBanue. llosasienue, passutue, IpUMEHEHHE.

. KunonoxkymentupoBanue. [losBienue, pa3Butue, npuMEHEHHE.

. ®onookyMeHnTupoBanue. llosBiaenue, passutue, IpUMEHEHHE.

. Marepuan s AOKyMEeHTHpOBaHus. Ero passutue.

. lHoguunavky 1 xonuu. Bunasl konui. [lopsanok ynoctoBepeHU KOIUN.
. @opmynsip nokyMeHTa. TunoBoit popmyssip, popmysp-odpasetr.

. PazButie popmynsapa nokymenra B XVI-XVII BB.

. ®opmynsp nokymenta XVIII B.
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Dopmyiisip TEKCTOBOro JokymeHnTa XIX- Hagaima XX BB.

[TonsTHs «yHUPUKAIUI) U «CTaHIAPTU3ALND» JOKYMEHTOB.

I'OCT P 7.0.97-2016. Ero conep:xanue, 3Ha4eHUE U BO3MOKHOCTH UCTIOIb30BAHUS B
COBPEMEHHBIX OpraHU3alHsIX.

[IpaBuia nenonpon3BoOACTBA B FOCYAAPCTBEHHBIX OPraHax, opraHax MECTHOIO
camoynpaBiieHus (cofepxaHue, 3HaYeHNUEe U BOZMOKHOCTH HCIIOIb30BaHMS).
Metoandeckre peKOMEHIAIUH 110 pa3padoTKe HHCTPYKLHUH 110 1eIONPOU3BO/ICTBY B B
rocy/IapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIpaBlieHUs (coJepkaHue, 3SHaYeHUE U
BO3MO>KHOCTH MCIIOJIb30BAHMS).

[IpuMepHast HHCTPYKIUSA 10 IETONPOU3BOJICTBY B TOCYJapCTBEHHBIX opranu3anusax 2018 r.
(comeprkanue, 3HaAYUEHUE M BO3MOXKHOCTH UCIOJIB30BAHNUA).

CocraB pexkBu3utoB OnankoB. Kinaccudukanus 6;1aHKOB.

PexkBM3UT «HaMMEHOBaHHE OPraHU3alMN-aBTOpA IOKYMEHTa», TpeOOBAaHUS K HEMY.
PexBu3uT «cripaBouHble JaHHBIE 00 OPraHU3alMHU-aBTOPE JOKYMEHTA», €ro COCTaB.
PexBU3HT «aapecaT», €ro 3HaUeHUE U COBPEMEHHbIE TPeOOBaHUS K 0()OPMIICHUIO.

Hatsl. TpeGoBanus k ux oopMIICHHIO; 1aTa KaK COCTaBHAs YaCTh APYTUX PEKBU3HUTOB.
PexkBU3NT «perucTpallMuoHHbI HOMEP JOKYMEHTA», €70 3HAUYEHUE.

PekBU3UT «cchliKa Ha PETUCTPALMOHHBIN HOMEp U JaTy JOKYMEHTa», KOTJa U Iie OH
MIPOCTaBJISETCSL.

[Topsiok cornacoBaHus JOKYMEHTOB U OOPMIICHHUSI BHYTPEHHETO M BHEILIHErO COTJIaCOBaHUS
[Topsaok yTBEpKIE€HUS JOKYMEHTOB, BUJIbl YTBEPKICHMSL.

[Topsanox noanucanusi TOKyMEHTOB. DJIEKTpOHHas MoAnuch. OTMeTKa 00 AJIEeKTPOHHOM
MIOJIIIUCH.

[Teyats KaKk peKBU3UT JOKyMeHTa. Ha Kakux JOKyMeHTax MpoCTaBisieTcs OTTHCK IeYaTH.
CocraB ynocroBepeHus J0KyMeHTOB. [IpaBuiia oopmileHUs] pEKBU3UTOB, YI0CTOBEPSIOIINI
JTIOKYMEHT.

OTMeTKH Ha JOKYMEHTe, UX 3HaueHHe U opopMiIeHue.

Pesomtonus. E€ 3nauenue. TpeOoBaHus, NpeabaBIIIeMble K PE30TIOLUH.

PexkBM3UT «OTMETKA 00 HCIIOIHUTENIE), €T0 3HAYCHHUE.

PexBu3nTHI, MpHUIatOLIUe TOKYMEHTY IOPUINYECKYIO 3HAUUMOCTb.

YHaudukanus tekcra qokyMenrta. Crnoco0bl npeACcTaBiIeHUs] YHU(UIIMPOBAHHBIX TEKCTOB
(aHKeTbl, TAONHIIBI, TpadapeTHbIE TEKCTHI).

OO6mre TpeboBaHUS K TEKCTAM YIIPABICHYECKUX JOKYMEHTOB.

AJTOPUTM MOJATOTOBKU JOKYMEHTA PacoOpsAIUTEIbHOTO T0KyMEHTA.

DJeMeHTHI TEKCTa: 3ar0JIOBOK, IPUIIOKEHHUS, TPEOOBaHUS K HUM.

[ToHsiTHE «CHCTEMBI TOKYMEHTALIUNY», Pa3BUTHE CUCTEM JTIOKyMeHTauuu. [lonarue
«yHU(PULIUPOBAHHBIE CUCTEMBI TIOKyMeHTauuny. Haznauenue, onpeneneHue U coctaB
YHubuIupoBaHHOM CUCTEMBI OpraHU3aI[MOHHO-PACTOPAIUTEILHON TOKYMEHTAIUH.
TpeboBaHMs K COCTABICHUIO U O(OPMIIEHUIO OPraHU3aIIMOHHBIX JOKYMEHTOB (IIOJIOXKEHHUE,
yCTaB, MHCTPYKIIMSI, pETJaMeHT, ITaTHOE pacliCaHue).

TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO PACHIOPSIAUTENLHBIX JOKYMEHTOB (TIpHKa3,
pacrnopsiKeHue, peleHne, MoCTaHOBICHHUE, TPOTOKOIT).

TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO OOBSICHUTENbHBIX, JOKIAJHBIX U CITY>KEOHBIX
3aMMCOK.

TpeboBaHMs K COCTABICHUIO U O()OPMIICHHUIO CIIPABOK (BUIBI CIIPABOK).

TpeGoBaHUs K COCTABJICHHUIO U OPOPMIICHUIO aKTOB.

TpeboBanus K cocTaBiIeHUIO U 0(OpMIIEHUIO cykeOHoro nmuchbma. Kinaccupukarms
CITY)K€OHBIX TTHCEM.

ANTOpUTM NOATOTOBKU U MPOBEACHUS COBEIIAaHNA. JIOKYMEHTBI, CO3/1aBa€MbIE B IIPOLIECCE
MOJITOTOBKU COBEIIAHUS.

TpeboBaHMs K COCTABICHUIO U O()OPMIICHHUIO IIPOTOKOJIA.

[ToHsITHE KOMITIEKCOB TOKYyMEHTOB. IlepBHUHBIE KOMIUIEKCHI TEKCTOBBIX TOKYMEHTOB.
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58. CnoxHbIe KOMIUIEKCHI TOKYMEHTOB. [IOHATHS «IOKYMEHTaIbHBIN (QOHI» U «apXUBHBIN (OHI».
Nx paznuuue.

59. Homenknartypa nen.

60. [Ipu3Haku 3aBeICHUS ACII.

6. YueOHO-MeTOAM4YeCcKOe U HH(pOPMaNIMOHHOE O00ecnieyeHne TN CHMILTHHBI
6.1 Cnucoxk HCTOYHHUKOB M JINTEPaTypPbl

[Tpu pazpaboTke cucKa UCTOYHUKOB M TUTEPATYPhl ObLITU YUTCHBI TPEOOBAHUS
o0pa30BaTeNbHBIX CTAHIAPTOB MO KHUTOOOECTIEUEHHOCTH.

Oo0s3aTeIbHbIE UCTOYHUKH

@denepallbHbIl  KOHCTUTYLMOHHBIH 3akoH oOT 25 gekabps 2000 r. Ne 2-OK3 «O
TlocynapcrBerrom repoe Poccuiickoit @eneparuny // [DnexkTpoHHbId pecypc]. — M., 2019. — Pexxum
nocryna: http://www.consultant.ru/document/cons_doc LAW_29674/.

®enepanbhblii 3ak0H PO ot 27.07.2006 r. Nel149-03 «O6 mHbopmanuu, WHPOPMAITMOHHBIX
TEXHOJIOTHSIX U O 3amuTe uHpopmarum» // [DnekTpoHHsidt pecypc]. — M., 2019. — Pexxum gocrymna:
http://www.consultant.ru/document/cons_doc LAW_61798/.

®denepanbhblit 3akoH 0T 06.04.2011 No 63-D3 “O06 s1exkTpoHHON TToANHCH // [ DNEKTPOHHBINA
pecypcl]. — M., 2019. — Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_112701/.

Oenepanbubiii 3ak0H 0T 01.06.2005 No53-d3 «O rocynapcTBeHHOM si3bike Poccuiickoi
Oenepatun»  // [OnekTpoHHBIH  pecypc]. — M., 2019. -  Pexum = poctyma:
http://www.consultant.ru/document/cons_doc LAW_53749/.

[IpaBuna  gemompou3BOACTBA B TOCYNApCTBEHHBIX  OpraHaxX, OpraHax MeCTHOTO
camoymnpasneHusi, ytB. [Ipukaszom Pocapxua ot 22.05.2019 Ne 71 // [DnextpoHHBIH pecypc]. — M.,
2021. — Pexxum gocrtyna: http:// https://base.garant.ru/72291836/.

Meroanueckue peKOMEHAAIMU TIO0 pa3padOTKe WHCTPYKIUH MO JETOMPOU3BOJICTBY B
roCy/IapCTBEHHBIX OpraHaxX, OpraHax MECTHOro caMoyImpaBieHus, yTB. Ilpukazom PocapxuBa or
24.12.2020 Ne 199 // [Onexrponnsii pecypc]. — M., 2021. — Pexum pocryma: http:/
http://www.consultant.ru/document/cons_doc_ LAW_373895/.

[TpumepHass HHCTPYKIHS TIO JISTIOMPOU3BOJICTBY B TOCYAAPCTBEHHBIX OPTaHHU3AIUsIX, YTB.
[Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [OnextpoHHbIi pecypc]. — M., 2019. Pexxum goctymna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

IocCt P 7.0.97-2016. Haumonanbubii cranaapt Poccuiickoit ®enepanuu. Cucrema
CTaHJIApTOB IO HH(OpManuM, OHOIMOTEYHOMY M H3JaTelbckoMy Jeny. OpraHuzannoHHO-
pacnopsauTenbHas JOKyMeHTanusi. TpeOoBaHUS K O(QOPMIICHHIO JOKYMEHTOB // [DIEKTPOHHBIH
pecypc]. — M., 2019. Pexxum noctymna: hitp://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P UCO 15489-1-2019 Hanumonaneubiii ctangapt Poccuiickoit ®enepannu. Cucrtema
CTaHAapTOB 1O HH(pOpManuy, OUOIMOTEYHOMY U uU3JaTedbckoMy neny. Muadopmandus u
JOKyMeHTaiusl. YrmpasineHue aokymMeHTamu. Yacte 1. TloHsaTus ¥ npuHUMIBL. // [DJAEKTPOHHBIN
pecypcl]. — M., 2021. Pexum JIOCTYTIA: http://
http://www.consultant.ru/document/cons_doc LAW_329486/ .

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO M apXWBHOE JAeii0. TepMUHBI U OMNpEACNICHUS.-
[DnexTpoHHbIH pecypc]. - M., 2019. Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc LAW_163800/.



http://www.consultant.ru/document/cons_doc_LAW_163800/
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_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_53749/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_29674/
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Jlureparypa
OcHoBHast

beikoBa T.A. JIOKyMEHTalMOHHOE  OOCCIICYCHUE  YyMpaBJICHUS  (JIEIOTPOHM3BOJICTBO)
[DnexTpoHHbI pecypce]; yaeoHnoe mocoome/ T.A. brikoBa, T.B. Ky3Henosa. -2-¢ u3a. nepepad. u Jo1.
— Mocksa: Uadpa-M, 2018. -304 c. — Pexxum noctyma: http://znanium.com/go.php?id=942800/

I'moroBa C.A. BO3HUKHOBEHHE M TEHIICHIWU PA3BUTHs PACHOPSIAUTEILHON JIOKYMEHTAIIUHA B
Poccun B nopeBomormonnsiii nepuosn // Bectnuk PITY. 2014, Ne2. [DnekTpoHHBIid pecype]. — M.,

2019. — Pexxum poctyna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=70.
Kykapuna FO.M. CoBpemMeHHbIE OpraHU3allMOHHBIC U perflaMeHTHbIE JOKYMEHTHI: QYHKIIUH U
pasznoBuaHOCTH // Bectauk PITY. 2016. Ne2. [DnekTponHbIN pecypc]. — M., 2019. — Pexum mocryna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.
Kykapuna FO.M. CocraB ynocroBepeHUs JOKYMEHTA: OT MPOUUIOr0 K HACTOANIEMY WU
oynymemy// Bectauk PITY. 2014. Ne2. [DnextponHbii pecypc]. — M., 2019. — Pexxum nocryna:

https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=128.
JlomosiHMTEIBLHAN

Jleoenocosa ['A. CenexTuBHBI 0TOOp moHATHS «aokyMeHT» // Bectnuk PITY. 2016. Ne2.
[DnexTpoHHbII pecypc]. — M., 2019. — Pexum JOCTYTIA:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-16.pdf#page=71.

[TonoB A.B. JlokymMeHTallMOHHOE oOOecledeHre W JOKYMEHTHpPOBAaHHUE JEATEIbHOCTH MOMCKOBBIX
otpsinoB // Bectnuk PITY. Cepust «JlokymeHToBenenue u apxuBoBeneHue. Mupopmatuka. 3ammura
nHpopmanuu U nHPopmalronHas 6e3omnacHocTb». —2017. — Ne 4. — C. 53-65

6.2 Ilepeuenn pecypcoB HHGOPMANMOHHO-TEJIEKOMMYHUKANMOHHOM ceTH «HTEepHeT».

ELibrary.ru Hayunas snektponHas 6ubimoreka www.elibrary.ru

l'apanT [OnexkTpoHHBI pecypc]. — OnektpoH. gadH. — M., cop. 2013. — Pexum nocryna:
http://www.garant.ru.

Koncynprant [Imtoc [DnekTpoHHsbIil pecypc]. — OnekTpoH. naH. — M., cop. 2013. — Pexxum nocryna:
http://www.consultant.ru.

HanmonanwsHas anexktponHas 6ubnnoreka (H3b) www.rusneb.ru

6.3 IlpodeccnonasbHbie 0a3bl JAHHBIX U MHGOPMALHMOHHO-CIIPABOYHbIE CHCTEMbI
Joctyn k npodeccuonanbHbIM 6a3am naHHbIX: https://liber.rsuh.ru/ru/bases
WndopmanroHHble CIIpaBOYHbIE CUCTEMBI:

1. Koncynsrant Ilmroc
2. Tapanr

Ne HaunmenoBanue

1 | Mexnynapoansie pedepaTuBHbIe HayKoMeTpuueckue bJl, 1ocTymHble B paMKax
HalMOHAJLHON MoanucKku B 2022 T.

WebofScience

Scopus
2 | IIpodeccuonanbupie moaHOTEKCTOBBIE B/l, MTOCTYyITHBIE B paMKaxX HAI[HOHAJIEHON
noxnucky B 2022 r.

KypnansiCambridge University Press

ProQuest Dissertation & Theses Global



http://www.rusneb.ru/
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.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/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
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
http://znanium.com/go.php?id=942800/
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SAGE Journals

Kypnansr Taylor and Francis

3 | IlpodeccronanbHble TOTHOTEKCTOBBIC B/

JSTOR

W3nanust 1o 0OIIECTBEHHBIM U TYMaHHTAPHBIM HAyKam
OnektpoHHas 6ubamoTexa Grebennikon.ru

4 | KoMIbIOTEpHBIE CIIPABOYHBIC MPABOBBIC CUCTEMBI
Koncynwrant [ltoc,

I"apant

7. MaTepuajJbHO-TeXHHYeCKOe o0ecneuyeHue TUCIUIIMHBI

B paznene ykazanel HeoOXoauMoe it 00ydeHHs JTUIEH3MOHHOE TPOrpaMMHOE 0OecrieueHne
(M3 peKOMEHZ0BAaHHOTO CIHCKa), 000pyA0BaHUE, I€MOHCTPAIMOHHbIE TPUOOPHI, MYJTbTUMEIUNHBIC
cpencTBa, yueOHble (DUIBbMBI, TPEHAXKEPHI, TPEOOBAHMS K Ay IUTOPHUSIM — KOMIIBIOTEPHBIEC KJIACCHI,
aKaJeMHYeCKHe WK CTelnaibHO 000pyA0BaHHBIE ayAUTOPUH U JIaDOPATOPHUH, HaJTMUKEe JOCKU U T.1I.

Jliia obecriedeHns TUCIUILIMHBI UCIIOJIb3YETCsl MaTepuaibHO-TEXHUYEcKas 0a3a
00pa3oBaTENBHOTO YUPEKACHUS: YUeOHbIC ayIUTOPUH, OCHAIIIEHHBIE KOMITBIOTEPOM U MIPOEKTOPOM
JUISL IEMOHCTPALMK Yy4eOHBIX MaTepHaJIOB.

Jl1is mpoBeieHUs ay TUTOPHBIX 3aHATHI HEOOXOAUM CTaHAAPTHBIA HAOOP CrIeNUaTH3UPOBAHHOM
yueOHON MmeOenu u y4deOHOro o0OOpYyIOBaHHWsA, B TOM YHCIIE ayJIUTOpHas JOCKa (C MAarHUTHOM
MOBEPXHOCTHIO U HAOOPOM MPHUCTIOCOOTICHUN ISl KPETUICHHS IEMOHCTPAIIMOHHBIX MaTepUaioB), SKpaH
(Ha mTaTMBe WIM HaBecHOW). i MpoBeAeHUS MPAKTUYECKUX 3aHITHH, a TaKKe OpraHu3aluu
CaMOCTOSITENIbHOM paboOThl CTYJIEHTOB HEOOXOIWM KOMIBIOTEPHBIN Kilacc ¢ pabOYMMH MeCTaMu,
oOecneunBaromuMu Bbixo] B UHTepHeT. Kpome Toro, nis nuHGOpMamOHHO-PECYpCHOr0 o0ecredeHus
MPAKTUYECKHUX 3aHATUH HEOOXOAMM IOCTYH K CKaHEPY, KOMMPOBAILHOMY afnapary U MpUHTEpPY.

Aynuropuu Uil MPOBeNeHUs] JeKUUN U CEMUHAPCKUX 3aHATUN C TeXHWYECKUMHU CPeNCcTBaMU
obyuennsa (MyJIbLTUMeEINA-NPOEKTOp (BHUIEOIIPOEKTOP), 3KpaH (TIEPEeHOCHOM WM CTallMOHApHBIN)),
KOMITBIOTEPHBII KJ1acc IJ1s MPOBeAeHNUs 1ab0paTOPHbIX 3aHSATHUI.

Peanuzanus yuyeOHON mporpaMMbl JIOJIKHA OOECIEUMBATHCSA JOCTYNOM KaXKIOrO CTyJIEHTa K
MH(OPMALIMOHHBIM pecypcaM — YHHUBEPCUTETCKOMY OuOmnoTeuHoMmy (OHIYy U CETEBBIM pecypcam
WNurepuer. [ns ucnons3oBanus MKT B yyeOHOM mpoliecce HEOOXOAMMO HAIMYHUE MPOTrPaMMHOTO
o0OecriedeHus, TO3BOJSIONIETO  OCYLIECTBIATH TOUCK uHbopManmuu B ceTu  VHTepHer,
CUCTEMATH3allMI0, AaHAIW3 M NPE3eHTalrI0 HH(GOpMaluu, 3KCHopT HHPoOpMauuu Ha LUPOBHIE
HOCHTEJH.

s obecnedeHust y4deOHOTO Tporiecca UCHoib3yercs JuneHsuonHoe I[10  Microsoft
(onepanonHas cuctema WindowsXP Professional Bepcus 2002 ServicePack 3, Word, PowerPoint).

CocTaB nporpaMMHOT0 00eCreYeHHUS :
1. Windows

2.  Microsoft Office

3. Adobe Master Collection

4. Kaspersky Endpoint Security

8. ObecnieueHne 06pa3oBaTeJHLHOrO NMPoOIEcca IJIsl JHI[ ¢ OTPAHNYEHHBIMH BO3MOKHOCTSIMH
30pPOBbSI H HHBAJH/I0OB

B xonme peanm3anuv JUCHUIUIMHBL HUCIOJIB3YHOTCA CIEAYIOUIME JOMOJIHUTEIbHBIE METOJbI
0o0y4eHHs, TEKYIIEro KOHTPOJIs YCIEBAEMOCTH W MPOMEXKYTOYHOW aTTECTallMd OOYyYalolUXcs B
3aBHUCHMOCTH OT UX WHANBUAYAIbHBIX OCOOEHHOCTEH:
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® Ui CJENbIX W CIAa0OBUIAIIMX: JIEKIUH O(GOPMIIIOTCS B BHUJE 3JCKTPOHHOTO JIOKYMEHTA,
JOCTYIIHOTO C TIOMOIIbIO KOMIIbIOTEpA CO CHEHUAIU3HUPOBAHHBIM IMPOIPAMMHBIM OO0ECIeUeHUEM;
IIMCbMEHHBIE 33JaHMsI BBINOJHAIOTCA HAa KOMIBIOTEPE CO CHEIMATM3UPOBAHHBIM IPOTrPAMMHBIM
o0OecrieyeHreM WM MOTYT OBITh 3aMEHEHBbl YCTHBIM OTBETOM; OO€CIEeUMBAECTCS WHAMBHUAYyaIbHOE
paBHOMepHOe ocBemieHue He MeHee 300 JOKC; JUIs BBIOJHEHMS 3aJaHHsl NPU HEOOXOAWMOCTH
MIPEIOCTABIIACTCS YBEJIMUMBAIOIIEE YCTPOIMCTBO; BO3MOXKHO TaKXe HCIOJIb30BaHUE COOCTBEHHBIX
YBEJIMYMBAIOLINX YCTPONCTB; MUCbMEHHBIE 3aJjaHNsl 0(OPMIIIOTCS YBETUUYEHHBIM HIPUPTOM; IK3aMEH
1 3a4€T MPOBOJATCS B YCTHOU (pOpME MIIH BBITIOJIHAIOTCSA B MUCbMEHHON (hopMe Ha KOMIBIOTEPE.

® Ui TIIyXUX M CJIA0OCHBIIAIUX: JIEKIUH O(GOPMIISIIOTCS B BHUJE JJIEKTPOHHOIO JIOKYMEHTA,
aubo  mpefocTaBiseTcsl  3BYKOYCWIMBAIOIIAs — ammaparypa HHIUBUAYAIbHOTO  IMOJIb30BAHUS;
MUCbMEHHBIE 33JaHUSl BBINOJHSAIOTCS HAa KOMIIBIOTEpE B INHUCHBMEHHOM (opme; sK3aMeH U 3auéT
MIPOBOASATCS B MUCbMEHHOM (pOpMe Ha KOMIIBIOTEPE; BO3MOXKHO MPOBEIEHUE B JOPME TECTUPOBAHUS.

® Ui JIMIl C HapyLIICHUSAMHU OIOPHO-ABUTATENIFHOIO ammapaTa: JIEKIHMH O(pOpMIISIOTCS B BUJE
JIEKTPOHHOTO JOKYMEHTa, JOCTYIHOIO C IIOMOIIBI0 KOMIIBIOTEpPA CO CHEIHATU3UPOBAHHBIM
IpOrpaMMHBIM  OOecrieueHHEeM; IHChbMEHHbIE 3a/laHUsl  BBIOJMHSIOTCS Ha KOMIIBIOTEPE  CO
CHEIHATM3UPOBAHHBIM MPOTPAMMHBIM OOECIIeYeHHEM; SK3aMEH U 3a4€T MPOBOJATCS B YCTHOU (opme
WM BBITIOJIHAIOTCS B MIUCBMEHHOM (popMe Ha KOMIBIOTEpE.

[Tpu HE0OXOTUMOCTH MpeyCMaTPUBACTCS YBEIMUEHNUE BPEMEHHU ISl TOJITOTOBKH OTBETA.

[Tponienypa mpoBeAeHUsT MPOMEXKYTOUHON arTecTaluu i OOy4arolIUXCsl YCTaHABIMBAETCS C
y4€TOM HMX MHIUBUAYaJbHBIX MCUX0(pU3nYecKkux ocodeHHocteil. [IpoMexyTouHas arrecTanus MOXKET
IIPOBOJIUTHCS B HECKOJIBKO ATAIlOB.

[Ipu mnpoBeneHHMH TMpoOLEAYpPHl OLEHUBAHUS pPE3YJIbTAaTOB OOyuYeHHUs IperycMaTpUBaeTCs
UCIIOJIb30BaHNE TEXHUYECKHX CPEICTB, HEOOXOJMMBIX B CBS3U C MHIUBUAYAJIbHBIMU OCOOEHHOCTSMHU
oOyyaromuxcsi. OTH CpeACTBA MOTYT ObITh IPEIOCTABICHBl YHUBEPCUTETOM, WIH MOTYT
MCIOJIBb30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPENICTBA.

[IpoBenenue nmpouenypbl OLEHUBAHUS PE3YJIbTAaTOB OOy4EHHUs JOMYCKAETCS C HCIOIb30BaHUEM
JMCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTUH.

ObecnieunBaeTcss 1OCTYNn K HMHPOPMAIMOHHBIM U OuOIMOrpadguyueckuM pecypcaM B CETH
WuTepHeT U1 Kak0oro odydaromnierocs B popMax, aJaiTUPOBAHHBIX K OTPAHUYCHUSAM UX 3/10pPOBbS U
BOCHPUATHS HH(POPMALIUU:

® I CJEMbIX W CIA0OBUASIIMX: B Ie4YaTHOW (opMe yBeTHMuUeHHBIM MIpHUdTOM, B (Qopme
3JICKTPOHHOTO IOKyMEHTa, B (hopme ayanodaiina.

® U1 TIYyXUX U cIa0OoCTbIIIalMX: B IeYaTHOH popme, B popmMe 37IeKTPOHHOTO TOKYMEHTA.

® ;17151 00y4aIoOUIMXCs ¢ HApyLICHUSMH ONOPHO-JBUTATEIbHOIO ammapara: B neyaTHoi ¢opme, B
(bopMe 3IEeKTPOHHOTO JOKYMEHTa, B (hopMe ayanodaiina.

VY4eOHble ayaUTOpUU A BCEX BUJOB KOHTAaKTHOM M CaMOCTOSITENbHOW paboThl, HAay4Has
O6ubirMoTeka W WHBIE TMOMEIIEHHUsS Ui OOY4YEeHHs OCHAIEHBI CIEHUATbHBIM O00O0pYZOBaHUEM U
y4eOHBIMH MECTaMH C TEXHUYECKUMHU CPEJICTBAMU O0yUEHUSI:

® I CJIETBIX M CIa0OBHIAIIMX: YCTPOMCTBOM Ul CKAaHUPOBaHMS U 4YTEHUs ¢ kamepoil SARA
CE; nucnineem bpaiinsg PAC Mate 20; npuntepom bpaitigs EmBraille ViewPlus;

® [UIg TIYyXUX M cHaboCHblIaluX: aBTOMAaTU3MPOBAaHHBIM pabodYMM MECTOM Ui JIOJeH C
HapylUIeHUEM CIyXa U cIabOoCIbIIIANNX; aKyCTUYECKUIM YCUIIUTENb U KOJIOHKH;

® g oOyyaromuxcs € HapyUICHUSMHU OIOPHO-ABUraTelIbHOTO ammapara: IMepeIBUKHBIMH,
perynupyeMbpiMu 3proHoMuueckumu maptamMmu CHU-1; KOMIBIOTEpHOM TEXHHKOW CO CIEIHATbHBIM
IPOrpaMMHBIM 00eCTIeUeHHEM.

9. MeToan4yecKkne MaTepHaJIbl

9.1 Ilanbl ceMMHAPCKUX/ IPAKTHYECKUX/ J1a00PaTOPHBIX 3aHATHI

Yka3aHus no opraHM3aluy U NpoBeieHUI0 J1a00pPaTOPHBIX 3aHATHI
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Breibop Tem nabopaTopHBIX  3aHATUH OOYCIOBJIEH OOIIMM COJICpKaHUEM Kypca M HAICICH Ha
yriIyOJeHHOE U3YUCHUE €T0 OTACIBHBIX Pa3/IeioB.

Lenp 3anHsaTHil — 3aKpeIUIeHHE CTYICHTAMH 3HAHUH TEOPETUYECKOTOo Kypca M NPUOOpETeHHE HMU
MPAaKTUYECKUX HABBIKOB JJOKYMEHTHPOBAHUS JESITEIbHOCTH OPraHu3alui U MPEaNpPHITHI.

B cBsi3u ¢ mocTaBneHHOM 1eNbIo TabopaTopHbIE 3aHATHS pa30UTHI Ha TPU pa3zaena:

1. Pa3BuTHe NOKyMEHTa U CKJIaAbIBaHUE €ro GopMyJsipa.

2. Cocraienue u ohopMIIEHHE OPraHU3aLMOHHO-PACTIOPSAUTENbHBIX JOKYMEHTOB.

3. CnoxHblE KOMIUIEKCHI JOKYMEHTOB.

B pesynbrare BBINOMHEHUS NPAaKTHYECKUX 3aHSATHH CTYICHTHI JOJDKHBI 3HATHh IOSBICHUE M Pa3BUTHE
TEPMHHA <(JIOKYMEHT», B3aUMOCBSI3b IOHSATHH «IOOKYMEHT» U «uHpOpManus»; ¢GOpMbI M CHOCOOBI
¢ukcupoBanuss MHGOPMALMK Ha MaTepHAIbHOM HOCHTENIE;, COCTaB M Ha3HaueHHe (QyHKIMH HOKYyMEHTa;
IBOJIOIMIO (OpMynsApa TEKCTOBOI'O JOKYMEHTa B pa3lWYHble HCTOPUYECKHE IIE€PUOJBI, COBPEMEHHBIE
TpeOOBaHMSA, IPEABSIBIIEMbIE K COCTABICHUIO U O()OPMIICHHIO CIYKEOHBIX JOKYMEHTOB; YMETh COCTABIATH U
O(bOpMHSITI) OCHOBHBIC BH/IbI OPraHU3allOHHO-PACIIOPAAUTEIIbHBIX JOKYMCHTOB.

3aHATHS MPOBOIATCA C YYETOM TPeOOBaHWMH, M3JIOKCHHBIX B 3aJaHHMSIX M HAa OCHOBE IpeAaracMblxX
YIPABJIECHYECKUX CUTYaLUM.

3aHATHS MOTYT OBITh IIPOBEJEHBI KaK TPAJAUIMOHHBIM CIIOCOOOM, TaK U HA IIEPCOHAIBHOM KOMIIBIOTEPE
C HCIIOJIb30BAHUEM COBPEMCHHBIX TCKCTOBBIX PEAAKTOPOB M 110 CIICHHAJILHO paSpa6OTaHHBIM METOAUYCCKUM
YKa3aHUM.

[MoaroroBka K 1a0OpPaTOPHBEIM 3aHSATHAM TpPEIyCMaTpUBACT CAMOCTOSTENLHYIO paboOTy CTYIEHTOB MO
HU3YUCHUIO JICKIIMOHHOTO KypCa, UICTOYHUKOB 1 JIUTEPATYPhbl, PCKOMCHAOBAHHLIX K Ka)XXIOMY 3aHATHIO.

Ha KaXXAOM 3aHATHU MPOBOAUTCA OIIPOC M KOJUICKTUBHAsA 6CCCI[a o TEME, pPa3bACHAIOTCA LCIU U
3ada4u eé N3y4YCHUH. PeSYJII)TaTLI CaMOCTOATCIBbHO BBIITOJTHCHHBIX 3aZ[aHHI>1 npernogaBaTeyib MPOBEPACT B KOHIIC
3aHaTHid.  [IpomylneHHBIE  3aHATHS ~ CTYACHTHl  OTpalbaTBIBAIOT — CaMOCTOSITENbHO B JabopaTopuu
JOKYMEHTOBEJICHUS, B KOTOPO BEIETCS yUeT OTPabOTOK.

[Inanb! 1a0OPATOPHBIX 3aHATHN

Tema 1: JlokyMeHT 1 ero pyHKIMHU , TOHATHA JOKYMEHT U HH(OpManus — 8 4acos.

Lenp 3aHsATHSA — aHANM3 Pa3BUTHA MOHATHH «MH(POpPMaLUsS» U «IOKYMEHT», onpeaeieHue (GpyHKIuH
JOKYMEHTOB.

B pesynbrare BHINOTHEHUS 3aJaHUN CTYICHT AOJDKEH:

—  umemp npedcmaeneHue O B3AUMOCBS3M TOHATUH «UHPOPMALUSI» W «IOKYMEHT», Pa3BHTHH
MOHATHS «IOKYMEHT», Pa3BUTHUH CIOCOOOB JOKYMEHTHPOBAHHS M UX CBSI3HM C MaTepPUAIbHBIMH HOCHUTEJISIMHU
nH(popMaIuuy;

—  YMeTb OIpeAeisTh QYHKINU KOHKPETHOTO JOKYMEHTA.

3aganus 11 CaMOCTOSATEIbHOI padoThI.

l. [IpoananusupoBaTh ynoTrpebieHUE TMOHITHS JOKYMEHT W €ro CHHOHHUMOB TIO

«I'enepanbHOMy periamenTy» 1720 r., «Obmemy rybepHckoMmy yupexkaeHuto» 1775 r., «OOmemy

YUpEXJIEHUI0 MUHUCTEPCTBY» 1811 T.
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2. [Ipoananu3upoBaTh pPa3BUTHE MOHATHS «JOKYMEHT» IO CJIOBapsAM U CHELHUAIBHOU
AUTEpaType.
3. [Ipoananu3upoBaTh pa3BUTHE TEPMUHA «HMHPOpMALUI» 1O ciioBapsiM U DegepaibHOMY

3akoHy «O0 uHpopMmaIu, HHHOPMALMOHHBIX TEXHOJIOTUSAX U O 3aIIUTe HHPOPMAIUID)

4. [Ipoananu3upoBaTh pa3BUTHE TEPMUHA «TOKYMEHT)» 10 TOCYIAPCTBEHHBIM CTAHAAPTAM.

5. Ornpenenuth PyHKIIUU CIETYIONUX TOKYMEHTOB:

- kynaas kabana Hukuter Ko3noBa Ha xonomna MBana [1asnoBa 23 mas 1494 rona;

- panopt renepain-mpokypopa Cenata 1U.}O. Tpybeukoro umneparpune Enuzasere [lerpoBne 0
npuesne B [letepOypr u3 SApocnasis tearpansnoii Tpynnsl @.I. Bonkosa 3 ¢espans 1752 rona;

- Hexper CHK «O mnpaBunax mnoAnucaHus JAEHEXKHBIX Oymar, JOKYMEHTOB, OpJEpOB,
OTHOIIEHUH, CIIPABOK U T.M.» OT 12 nexabps 1921 r.;

- INocranosnenne BIIMK u CHK PCOCP «O nopsnake nonb30BaHUs MEYaTSIMH C TOCYAapCTBEHHBIM
repoom PCOCP» ot 15 nekadps 1936 1.;

- nocta"oBieHua LK KIICC u Cosera munucrepctB CCCP «O Mepax mo COBEpIIEHCTBOBAHUIO U
y/ICUICBIICHUIO armapara yrnpaBieHus» oT 13 okTsaops 1969 r.;

- @3 “00 undopmarum, HOOPMAITMOHHBIX TEXHOJIOTHAX U O 3aIIuTe HHQOpMaIuu”.

6. [IpuBecTH npuMepbl TOKyMEHTOB, BHIMOIHSIOMINX CIEAYomue GyHKINH:

- YIpaBJIEHYECKAS;

- IpaBoOBas;

- COLMaJIbHA,

- KyJIbTypHas;

- ICTOPUYECKOI0 HCTOYHHKA;

- UH(popMalMOHHas;

- yuera.

Yxa3zaHus 110 BBIIIOJHEHUIO 3aJaHU.

1. M3y4nTh 3aKOHOAATEIBHBIE AKTHI W BBIMUCATHh BCTPEUAIOIMIMECS B HUX CUMHOHUMBI MOHSITHUS
«JIOKyMEHT». BBIIBUTH 3Hau€HUE TMOHATHH «Jelo», «Oymaray, «akT», «JeioBas Oymaray,
«CIMy’KEeOHBIH JOKYMEHT», JaTh WX ONpEICJICHHWEe, €eCIHM OHO TMPHUBEICHO B HMCTOYHHUKAX.
[IpoananusupoBaTh, B KAKUX Clydasx YIOTpeOIsseTcsl KaXa0e IOHATHE.

2. Ilo BBIIMCKAM W3 CIOBAped M CHEUUAIbHOW JIMTEPATyphl ONpPEAEINTh, KaKHE aCHEKTHI -
WH(OPMALIMOHHBIN, MPaBOBOW, YIPAaBJICHYECKUI, WCTOPUUYECKHHM - JIETTU B OCHOBY ONpEICIICHUS
TOHATHUS «TOKYMEHT.

3-4. U3 rocynapctBenHbix ctanaaptoB: ['OCT 16487-70 «Jlemonpou3BoACTBO U apXWBHOE
neno. Tepmunbsl u onpenenenusi»; ['OCT 16487-83 u I'OCT P 51141-98 «J/lenonpous3BoaCTBO U
apxuBHoe neino. Tepmunsl u onpenenenusi»; 'OCT P 7.0.8-2013 «/lenonpou3BOJACTBO U apXHUBHOE

neno. Tepmunsl u onpeaeneaus»; 'OCT P UCO 15489-1-2007 Ympasnenue nokymeHtamu. OOmune
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TpeboBanus; denepanpHoro 3akoHa «O0 uHpopMary, HHPOPMALMOHHBIX TEXHOJIOTUSAX U O 3allUTe
uHpopmanun» ot 27 urons 2006 Nel49-d3 BeimucaTh onpenesneHus] TEPMUHOB «HUHGOpMANUsD» U
«JIOKyMEHT» W yCTaHOBUTb, KaKHe acleKThl (HocuTenu HHpopmanuu, crnocodbl ee (PpUKCUpOBaHUS,
IOpUINYEcKas CHJIa IOKyMEHTA U Ap.) U PYHKIUHN JTOKYMEHTa 3aJ0KEHbI B 3THX OINpPEICICHHSIX.

5. Onpenenutb (QYHKUUH AOKYMEHTa, T.€. €ro IelieBOe Ha3HayeHHE. BBIABUTH MOMTUHHYIO
LeNb CO3JaHMs JOKYMEHTa M 3alledaT/IeHUs 3aKIIOYeHHON B HEM WH(OpMAIMH, MPOAHAIN3UPOBATH
poib  TOKyMEHTa B JaHHOM CHUTyallud JOKyMeHTooOpa3oBaHus. Tak Kak  JIOKyMEHT
NOJU(YHKIMOHAJIEH, IEPBON yKa3bIBaeTcsa (QYHKIMSA, 3a/laHHasi JOKYMEHTY aBTOpoM. OJIHOBpEMEHHO
OTMETHTh, KAaKUE U3 Ha3BAHHBIX (PYHKLUI TOKYMEHTa HOCAT OOIMii, a KaKue - YaCTHBIN XapakTep.

6. IlpuBecTn mnpuMepsl JOKYMEHTOB, OONANAarOIIMX HAa3BAaHHBIMH (DYHKIHSIMH, YKa3aTh
Ha3BaHME BUJA, 3aroJIOBOK U AATy JNOKyMeHTa. J[ns QyHkumil yyera W MpaBOBON MOXHO NMPUBECTH
IIPUMEpPbI COBPEMEHHBIX JOKYMEHTOB, AJISl MOCTOSIHHO JeHCTBYIOMX (QyHKIMH (MH(QOpPMAIMOHHOH,
COLMANILHOM, KYJIbTYpHOH, HICTOPUYECKOTO MCTOUYHUKA) MPUBECTU MPUMEPHI JOKYMEHTOB Pa3IHUHBIX
HCTOPUYECKUX AIOX.

KoHnTpoabHbie Bonpochl:

1. Kak pa3BuBasinch NOHATUA «MHOOPMALHSD» U «TOKYMEHT»?

2. Kakue acnekTsl 4eoBEYECKOW IEATENBHOCTH OTPAKEHbl B OINPEACIEHUSAX TEepMHUHA
«JIOKYMEHT» ?

3. [lepeuncnure GyHKIMU TOKyMEHTA.

HcTrounuku u aureparypa

Hcrounuku:

®enepanphbiii 3akoH PO ot 27.07.2006 1. Ne149-03 «O6 uHpOopManmu, WHOOPMAITMOHHBIX
TEXHOJIOTHSIX W O 3amuTe uHpopManumn» // [DnekrponHsid pecypc]. — M., 2019. — Pexum nocryna:

http://www.consultant.ru/document/cons_doc LAW_61798/.

®enepanbhblil 3akoH 0T 06.04.2011 Ne 63-D3 “O0 snextpoHHOo# noanucu” // [DNeKTPOHHBIH
pecypc]. - M., 2019. - Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc LAW_112701/.

Metoaudeckie pPEKOMEHAAlMM 10 Pa3pabOTKe WHCTPYKIHMA 110 JIEJIOMPOU3BOJCTBY B
TOCY/JIapCTBCHHBIX OpraHaxX, OpraHax MECTHOrO caMoympaBieHus, yTB. Ilpumkazom PocapxuBa ot
24.12.2020 Ne 199 // [Onexrponnbii pecypc]. — M., 2021. — Pexum pocryma: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.

I'OCT P UCO 15489-1-2019 Hanumonanshbiii cranaapT Poccuiickoit ®enepaunn. Cucrema
CTaHIapToB 1Mo uHpopmanuu, OUOIMOTEYHOMY U U3JaTelbCcKOoMy Jneny. Mudopman3us u

JTOKyMeHTaIus. YnupasieHue nokyMeHTamu. Yacte 1. IloHsatuss w npuHUUIGL. // [DIEKTpOHHBIN


http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_61798/
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pecypcl]. — M., 2021. Pexum JIOCTYyTIa: http:/
http://www.consultant.ru/document/cons_doc LAW_ 329486/ .

I'oCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXUBHOE J€710. TepMUHBI W ONPECICHUS.-

[DnexTpoHHbIH pecypc]. - M., 2019. Pexum JOCTyTa:

http://www.consultant.ru/document/cons_doc LAW_163800/.
Juteparypa:

beikoBa T.A. JlokyMeHTanmMOHHOE oOOecCleYeHue ympaBlieHUs  (ACIOMPOU3BOACTBO)
[DnexTpoHHBIii pecypc]; yueoHoe nmocodue/ T.A. boikoBa, T.B. Ky3nenosa. -2-e u3z. nepepad. u 1o1.
— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?1d=942800/

Pa3znaTounblii MaTepHuaJ K 3aHATHAM:

l. I'enepanbhblit pernament 1720 r.

2 Oo1ee rybepHckoe yupexaenue 1775r.

3. O6miee yupexxaenne MuHucTepcTB 1811T.

4 COOpHHK 3aKOHOJATEIBHBIX aKTOB I10 AeIONponu3BoaAcTBY (1917-1970):

5 Boinucku ¢ ompeneneHusMUA TMOHATHS «JIOKYMEHT», «UH(OpMalus» U3 cIoBapew,

SHUUKIIONEIUN U CIEUAIbHOU JINTEPATYPHI.

6. I'OCT 16487-70, TOCT 164867-83, IT'OCT P 51141-98, T'OCT P 7.0.8-2013
Jlenonpon3BoACTBO U apXUBHOE J1eJ10. TepMUHBI U ONpeIeeHHUS,;

7. I'OCT 6.10.1.88 YHudumpoBanHbie CUCTEMbI JOKyMeHTaIli. OCHOBHBIE TTOJIOKEHUS;

9. Meroandyeckue peKOMEHIAIMKM TO pa3pabOTKe HHCTPYKLUMH IO JeNONpPOU3BOJACTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOro camoyImpasieHus, yTB. IIpukazom PocapxuBa ot
24.12.2020 Ne 199 // [Dnextponnbii pecypc]. — M., 2021. — Pexwmm pocrynma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

I'OCT P UCO 15489-1-2019 HanumonansHbsiii cranaapT Poccuiickoit ®enepaunn. Cucrema
CTaHAapTOB 1O WH(pOpManuK, OHOIMOTEYHOMY U U3JaTeldbckoMy nermy. Muadopmandus u
JTOKyMeHTaIus. YnupasieHue nokyMeHtamu. Yacte 1. [loHstuss w mpuHUUGL. // [DIEKTPOHHBIN
pecypc]. — M., 2021. Pexum JOCTYyTIA: http:/
http://www.consultant.ru/document/cons_doc LAW_329486/ .

10.®@enepanbubiii 3akoH «O0 wHbOpManuu, WHOOPMANMOHHBIX TEXHOJIOTHSIX H O 3allUTe
nHpopmarum» ot 27 urosst 2006 Ne149-Dd3

Tema 2. Cnoco0bl TOKYMEHTHPOBAHMSA M MaTepHAJbHbIe HOCHTEJM HHGopmanuu — 8
4acos

]_[eJ'II) 3aHATHUA — U3YUCHHUC PA3JINYHBIX CHOCO6OB 3arcyaTiIiCHus I/IH(I)OpMaHI/II/I.

B pe3ynbTaTe BBINOIHEHUS 3a1aHUI CTYIEHT TOJKEH:

—  3Hamb (I)yHKI_II/II/I AOKYMCHTA, CIIOCOOBI 3areYyaTiaeHUs I/IH(I)OpMaLII/H/I, 9Tanbl pa3BUTHUA TEKCTOBOTO

JOKYMCHTHUPOBAHMA,;


http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
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3agaHus 15l CAMOCTOSITEIbHOH PadoThI.

- V3yuuTh 3TANbl TEKCTOBOTO JOKYMEHTHUPOBAHUS, O3HAKOMHUTHCS ¢ 00pa3liaMu MAKTOTPaMM U
JIOTOTPaMM, JIaTh UX KPATKYIO XapaKTePUCTUKY.

- OsHakoMHTbCcS € oOOpa3llaMu TEXHHYECKHMX JOKYMEHTOB U 3amucaTb HMX COJEp>KaHue
TEKCTOBBIM CIIOCOOOM.

Yka3aHnus no BbIIOJHEHUIO 3aI[aHHﬁ.

1. U3y4uTh MUKTOrpaMMBbI U JIOTOTpaMMbl, IPEJICTABIICHHbIE B KOJUIeKUH. Jlath onucanue 1-2
nukTorpamm. [IpoBecTu aHamu3 3HAKOB JIOTOIPAMM, YUUTBHIBAs MPU 3TOM, UYTO 3HAKY COOTBETCTBYET
CJI0BO. 3apucoBaTh 2-3 00pa3slia U ONpeneauTb NPEUMYIIECTBA U HEJJOCTATKU JIOTOIPaMM.

2. 3yuntp 1-2 yepTerka U TEKCTOBBIM CITOCOOOM 3amucaTh UX COACpIKaHUE.

KoHnTpo/bHbIE BONIPOCHI :

1.KakoBbl 3Tamnbl pa3BUTHS TEKCTOBOTO JJOKYMEHTUPOBAHHUS ?

2.KakoBbl crtocoObI 3aneyaTyieHusi nHhopMaruu ?

3.Kakue crmocoObl JOKyMEHTHPOBAaHUS MOSBIWIHCH B 19 Beke?

Jluteparypa:

beikoBa T.A. JlokyMeHTanmMOHHOE oOOecleueHue ympaBieHUus  (ACIOMPOU3BOACTBO)
[DnexTponHBIii pecypc]; yuebHoe mocodue/ T.A. brikoBa, T.B. Ky3nenosa. -2-¢ u3z. nepepad. u J1o1.
— Mocksa: Uadpa-M, 2018. -304 c. — Pexxum noctyma: http://znanium.com/go.php?id=942800/
Pa3)flaT0‘leIﬁ MaTepHuaJl K 3aHATUAM:

Komnexknus nukrorpamm, jjororpamm 1 10KkyMeHToB XI-XX BB.

Ha6op nnakaros.

Crnaiipl O UCTOPUM PA3BUTHS CIIOCOOOB TOKYMEHTHPOBAHUS.

Tema 3. @opmynsap IOKyMeHTa M €ro cocTtaBHble yacTu. McTopus pa3Butus Gopmyssipa TOKyMeHTa —
16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 32 yaca

®opmyisap gokyMenta X VI - XVII BB. —

Lenp 3aHATHS — BBISBICHHE 3aKOHOMEPHOCTEH CKJIAABIBAHMA W Pa3BUTUS (OPMYISipa TEKCTOBOI'O
ciry)xe0HOTO HokyMeHTa X VI-XVII BB.

B pesynbrare BHINOTHEHUS 3aJaHUN CTYCHT AOJIKEH:

—  umemp npeocmaeneHue O CKIAIbIBAHUM W DPA3BUTUM (QOPMYJsipa TEKCTOBOIO AOKYMEHTa B
IIPUKa3HOM JEJIONPOU3BOACTBE;

—  3uamps Buabl qokymeHToB XVI-XVII BB., cocTaB ¢opmymnsapa; Ha3BaHHUS PEKBHU3UTOB M TOPSIOK MX
ohopMIICHUS;

—  YMeThb OINHKCHIBaTh KOHKpeTHbIC J0KyMeHTh X VI-XVII BB., cocTaBiisis ux GopMyJIsiphl.

3apanus 11 CaMOCTOATEILHOI padoThI.
1. I3y4nTh BUBI U PA3HOBUIHOCTH JOKYMEHTOB :
1.1 Ilo kpaTkoMy cIoBapi0 BHJOB M PA3HOBUIHOCTEH JOKYMEHTOB BBIIUCATh BHJIbI

JAOKYMCHTOB,


http://znanium.com/go.php?id=942800/
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1.2 Tlo KOJIEKIIUH BBIIBUTH BUJIbI JOKYMEHTOB, OOBSICHUB METOJ ONPEACTICHUs KaX/10r0 BUIA.

2. BBISIBUTB U OonUcaTh 0COOEHHOCTH 0003HAUYEHUS aBTOpa JTOKYMEHTa, yKa3as :

- CIIy>KE€OHBIN WM JTUYHBIA TOKYMEHT;

- KOJUIEKTHBHBIN WINA WHAUBHUYaJIbHBII aBTOD;

- (hopmy 0003HaUEHHS ABTOPCTBA, MECTO €TO PACIIONOKEHHS B (hOPMYJIISIpe JOKYMEHTA,

- OCOOEHHOCTH OIPEJEIICHHS aBTOPA.

3. Ilpoananu3upoBaTh COCTaB U CIOCOOBI 0003HAUCHHSI PEKBU3UTA «aipecaTy :

- BBIIIUCATh NIPUMEPHI aIPECOBAHUS JOKYMEHTOB;

- U3YYUTh COCTaB, CIIOCOO HANMCAHUS a/IPecaToB JOKYMEHTOB, OCHIJIAEMbIX U3 HIXKECTOSIIIETO
YUPEXKJIEHUS B BBIIIECTOSIIEE, JOKYMEHTOB, KOTOPHIMU OOMEHUBAINCH PAaBHOCTOSIINE YUPEKACHUS, U
JIOKYMEHTOB, HaIlpaBJISIEMbIX U3 BHIIIECTOSIINX YUPEKICHUI B HUKECTOSIIHE.

4. 3yunTh cr1ocOOBI TaTUPOBKH TOKYMEHTA :

a) OIPEJEIIUTD AaThl U3yYaeMbIX JOKYMEHTOB;

0) yCTaHOBUTBH NMPHU3HAKH JATUPYIOLIETO XapaKTepa;

B) IIEPEBECTH YCTAHOBJICHHBIC JAThl C 3Pbl «OT COTBOPEHHS MHUpPa» Ha 3Py «OT POXKJIECTBA
XpHUCTOBa», € IOJIUAHCKOTO KaJIeHAApsl Ha TPUTOPUAHCKHM.

5. M3yunTh cocTaB yIOCTOBEPEHMsI TOKYMEHTa : OIpPEAEIUTh HAJIU4ME, COCTaB, MECTO
PacroI0KeHUs TOJIUCH U CKPEIIBI.

6. Onmcarp XapakTep OTMETOK Ha JOKyMeHTax. OnpeeanuTh UX Ha3HAaUCHHE.

7. OnpenenuTs TPagULMOHHO-CIOXKHUBIIYIOCS CTPYKTYPY TEKCTa U OCOOEHHOCTH M3JI0KEHMS
COJIepKaHus OTACNBHBIX BUJOB JJOKYMEHTOB (4eI0O0UTHAs!, TPaMOTa, OTIIHCKA).

VYka3aHusi 10 BBINOJHEHHIO 32 aHMii:

3ananust Ne 1-6 MOKHO BBIMIOJIHATH C IOMOIIBIO TaOJIULIBI ClEAYOLEN (OPMBI:

Bun ABTOD Anpecar Jata CocraB OTrMeTKa Ha

JAOKYMCHTa YAOCTOBCPCHUA JOKYMCHTC

1. BeimucaTh Ha3BaHWS BUAOB JIOKYMEHTOB, OOpaTHB BHUMaHHE Ha KOJMYECTBO BHJIOB U
pasnoBuaHoctet B XVI-XVII BB.

Bubl JOKYMEHTOB CJI€IyeT BBINKMCHIBATH 110 CJCAYIONIMM TpYIIaM: paclopsIuTeIbHbIC
JOKYMEHTBI (HampuMep, yKas3bl, TpaMOThl, HAKa3HbIE, MaMsTH), Tepenucka (MamsTH, OTIHUCKH,
YeJIIOOUTHBIC M T.IL.).

Buibl JOKYMEHTOB M3YYHTh TaKKe MO KOJUICKIIUU KOMHN JJOKYMEHTOB. Tak Kak OOJBIIMHCTBO

JAOKYMEHTOB HC UMCCT BBIJACIICHHOI'O 0003HaYEeHNS BHJAa UK pa3HOBUJAHOCTH, TO HAJ0 UX OIPEACINTD
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CaMOCTOSITENILHO W OMUCaTh METONbI OMpejeNeHuss (aHalmu3 TeKcTa, crnenuduka H3I0KEeHUs
COJICp KaHUS MU CIIOKUBIIASICS HEpapXHs TOKYMEHTOB).

2. ITo xommekuuu X VI - XVI BB. BHUMATENBHO NMPOYNATATH COJAEPKAHNE KAKJIOT0 JOKYMEHTA U
yKa3zaThb aBTOpa - CO3JaTensi JOKyMeHTa (yUpekIeHHE) U MOJAPOOHO OOBSICHUTH, KaKUM O0pa3oM
YCTaHOBJICH JIAHHBIN aBTOP.

3. BHuMaTensHO MPOYUTATh JTOKYMEHTHI MPEATIOKEHHON KOJUIEKIIMK M CTOJIOIA U OTPEICTHTh
MECTO PacTOIOKEHHUS aJipecaTa, ero CocTaB v (opMy, BBIITUCATH HECKOIBKO TPUMEPOB.

Jlnig aHanu3a JOKYMEHTOB, KOTOPHIMU OOMEHHUBATNCH YUPEKICHHSI, CIEAYET B3STh TAKUE BUIIbI
KaK yKa3, rpamoTa, 4elo0uTHas, oTmucka. [IpocneanTs W BhIMHCATh MPUMEPHl OGOPMIICHHS B HHUX
aJpecata W IO COJCPKAHUIO OMNPEACTUTh KOHKPETHBIE YUYPEXKIEHUsS, KOTOPHIM aJlpeCcOBaHbI
JTIOKYMEHTBI.

4. YcCTaHOBUTH JaTy CO3JaHUS JIOKyMEHTa - TOYHYIO, NPUOIMKEHHYIO, BEPOSTHYIO C
MOAPOOHBIM OOBSCHEHHEM NATHPYIOMIETO MpHU3HAKa (coiepKaHHe ITOKYMEHTAa, BpeMs JeWCTBUs
HMCTOPUYECKHUX JIUI[ U T.J.). Y CTAHOBJICHHYIO IO 3pe «OT COTBOpPEHUsI Mupa» (Hanmpumep, 7168, koraa
nepBas mudpa omyckaigack - 168) maTy mepeBecTH Ha 3py «OT pokaecTBa XpucToBay. Jjis 3TOTO OT
nudper 7168 Beraects mudpy 5508 unu 5507 (s coObiTHii MapTOBCKOro cTviisl) U 5508 wimm 5509
(mmst coObITHIT ceHTsIOphckoro cTwis). K nmHI0 Mmecsma ciemyer nmpuOaBuTh nmudpy AecsTbh, 4TOOBI
MOJTYYHTh JaTy 110 HOBOMY CTHIIIO.

5. CocTaB y/IOoCTOBEpEHHs TOKYMEHTa HadaTh W3y4aTh CO CTOJIOIA, 0 KOTOPOMY OIIPENEITHUTh
MECTO TOJIHUCH («IIPUIHCH») U XapakTep ee HanmucaHus. [1o KONIeKIuu BBIICHUTh COCTAB CITY KHITBIX
JFOJICH, TTOIMUCHIBAOIINX M CKPETUISIONINX JOKYMEHTHI.

6. BeimucaTh BCe OTMETKH Ha JJOKYMEHTaX, OTMETHB MECTO WX HAIMCAHUWs, UX HAa3HAUYCHUE U
WCTIOJIB30BAaHUE TSl yTOYHEHHS XapaKTEPUCTHKHU TOKYMEHTA.

7. IlpoaHanu3upoBaTh HECKOJIBKO BUIOB JIOKYMEHTOB, YCTAHOBUTH, UMEETCS JIU XapaKTepHas
JUISL KaXA0TO BUAA CTPYKTypa TEKCTa, KAKUMU YCTOWYMBBIMHU CJIOBOCOUCTAHHSIMHU OTJIMYAECTCS OJIUH
BUJ] OT JIPYTOTO.

Jlnist aHaM3a MOKHO B3SITh TaKUE BHIIBI JOKYMEHTOB KakK yKas3, TaMsITh, 9Y€TOOUTHAS, OTITUCKA.

Martepuanibsl aHalIM3a Jy4llle MpeICTaBUTh B TaOIUYHOM dopme :

Bun noxymenta Bsenenue OcHoBHast yacThb BaxiroueHue

KoHTpo/bHbIE BONPOCHI:
1. YeMm onpenensiiack CTpyKTypa TEKCTa U HANMEHOBAHHUE BHUIA IOKYMEHTA ?
2. KakoBbl 0COOEHHOCTH BHEIIHEr0 0OPMIICHUS JOKYMEHTA ?

3. Kakue npu3Haky oMoraroT ONpeAeInuTb aBTOPCTBO JOKYMEHTa ?
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4. Kak ompenenuTb BpeMsi COCTaBICHHMA JOKyMeHTa ? OcoOeHHOCTH O00O3HAYeHMs ATkl
nokymenTta XVI - XVII BB. ?
5. Kak yocToBepsiuch TOKYMEHTHI ?
HMcToynukn u iureparypa
Hcrounuku:
Kpatkuii cioBapb BUI0B U pa3HOBUIHOCTEN TOKyMEHTOB.-M.,1974.
Jlutepatypa:

beikoBa T.A. JloKyMeHTalMOHHOE  OOECIIEYCHUE  yMpaBJICHUS  (JIEIOTPOHU3BOJICTBO)
[DnexTpoHHBIi pecypce]; yaeOnoe nmocoome/ T.A. brikoBa, T.B. Ky3Hnenosa. -2-¢ u3a. nepepad. u Jo1.
— Mocksa: Uadpa-M, 2018. -304 c. — Pexxum noctyma: http://znanium.com/go.php?id=942800/
Pa3nparounblii MaTepuaJ K 3aHSATUSIM:

1. Cronben XVII B.

2. Komnekuuu konuit nokymentoB XVI-XVII BB.

3. Kparkuii cioBapb BUJIOB U Pa3HOBUIHOCTEMN JOKYMEHTOB.

®opmymnsap nokymenta X VIII B. —

Lenp 3aHATHS — N3yYEeHHE PA3BUTHS U OCOOEHHOCTEH (GOpMYIIsIpoB cirykeOHbIX moKymMeHToB X VIII B.
B pesynbrare BHINOTHEHUS 3aJaHUN CTYICHT AOJDKEH:

— uMemb npedcmaeneHue O 3aKOHOIATETHFHOM pPETYIHPOBAHWUHU TIpoIlecca TOKYMEHTHPOBAHHS U

pasButuu Gopmyisipa fokymenta X VIII B;

—  3Hamp 3aKOHOJATEIbHBIE aKThl, PETJIAMEHTUPYIOIIUE MOCTAaHOBKY aenonpou3BojcTea B XVIII B,
BHIBI IOKYMEHTOB, COCTaB (hopMyIsipa JOKyMEHTa, IpaBuiia 0(OpMIICHNSI PEKBU3UTOB;

—  YMeTBb OITUCHIBaTh KOHKpeTHbIe JoKyMeHThl X VIII B., cocTaBmnsis ux GopMyJIsiphL.

3apanus 11 CaMOCTOATEILHO PadoThI:

1. I3y4nTh BUBI U Pa3HOBUIAHOCTH JOKYMEHTOB:

- BBIIIMCATh BU/IbI JOKYMEHTOB, YCTAaHOBJICHHBIE | €eHEpAIIbHBIM PETJIAMEHTOM

- u3 «Kparkoro ciaoBapst BUOB U pa3HOBUIHOCTEN IOKYMEHTOB» BBIITUCATh BUABI JOKYMEHTOB
XVIII B.

- U3 JIeJ1 MECTHBIX YUPEKJICHUN BBINIMCATh BCE BUJIBI JJOKYMEHTOB U OTMETUTh U3MEHECHUS B
TEXHUKE JOKYMEHTHUPOBAHUSL.

2. Ha npumepe JOKYMEHTOB MECTHBIX YUPEKACHUI MpOaHATU3UPOBATh CIOKUBILIKECS MPaBUIIa
HaIlMCaHWs aBTOPA, BLISIBUB:

a) oco0eHHOCTH O(POPMIIEHHUS aBTOpA CITY>KEOHBIX M JIMYHBIX JOKYMEHTOB

0) 3aBHCUMOCTH 0003HAUEHUSI PEKBU3UTA «aBTOP» OT 0003HAUECHHUS aapecara JOKyMEHTA.

3. [Ipoananu3npoBaTh 0003HAUCHUS PEKBU3UTA «aJIpecary:

a) BBITIMCAaTh U3 FeHepaﬂLHoro periamMeHTa ONHUCaHHUC CHCTCMbI IMMCBbMCHHBIX CHOIIICHUH

3BEHbEB amrmapaTa ynpaBlIeHUs
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0) Mo JOKyMEHTaM MECTHBIX YUPEXKJICHHHA Omucarh MOPSIOK OQOpPMIICHHS pPEKBH3HTA
«ajgpecar», OTMETHTh OTJIMYUTENbHBIE OCOOCHHOCTH TIOpsAKa aJpECOBAHMS JIOKYMEHTOB 10
cpaBHeHuto ¢ XVI-XVII BB.

4. Onucarb NOpSAOK JaTUPOBaHMS JOKYMEHTOB. JlaTh mpUMepsl BCEX BUIOB AAT C NEPEBOJOM
UX Ha TPUTOPUAHCKUI KaJeH1aph.

5. 3yuuTh COCTaB yIOCTOBEPEHHUS TOKYMEHTOB:

- BBINMCATh U3 [ '€HepaIbHOro peraaMeHTa npaBuia yI0CTOBEPEHNS TOKYMEHTOB

- OIIMCaTh COCTAB MOJIMCH 10 TOKyMEHTaM MECTHBIX YUPEKICHHUH.

6. OnucaTh BU/IbI OTMETOK Ha JOKYMEHTaX.

7. N3y4uTh NPUHLMIIBI OPTaHU3ALNN TEKCTA HECKOJIBKHUX BUIOB JOKYMEHTOB.

8. CocTaBUTh (POPMYJISPHI IBYX IOKYMEHTOB.

Yka3aHus no BLINOJTHEHHIO 3aJaHUH

1. BbIssBUTH BUBI JOKYMEHTOB, YCTaHABIMBAEMbIE | €HEpaIbHBIM PETJIAMEHTOM, JTOIOJIHUTD UX
Bunamu nokymeHtoB XVIII B., npuBenéHusiMu B «KpaTkom cioBape BHIOB M Pa3HOBHUIHOCTEHN
JIOKYMEHTOBY» U BbINKCATh UX onpenenenus u3z Cioaps.

N3yunth NOKYMEHTHI A€ MECTHBIX YUYPEKICHWH, BBIIUCBHIBAS HANMEHOBAaHUS BHIOB W
oOparias BHUMaHUE Ha TEXHUKY JIOKYyMEHTHPOBAHUS, BOJSHbBIC 3HAKH, TepOOBYI0 OyMmary.

2. 3aganus Ne 2-6 MOXKHO BBITIONHATH C IIOMOIIBIO TAOJIHUIIBI CIEAYIOmEH (GOPMBIL:

Bun ABtop: |Anpecat: |[arta: |Tekcrt: Cocras OtmeTka Ha

JIOKyMEHTA! (xp. comep.) YIOCTOBEPEHUSI  [TOKyMEHTE

OOpatuTe BHUMaHHE Ha MECTO PACIOJIOKEHUS PEKBH3UTA «aBTOP»U OIMKCATh MpaBUIA €0
oopmIIeHHsT B 3aBUCIMOCTH OT PEKBH3HUTA «aapecaTy.

3. U3yunth no ['eHepambHOMY perjlaMeHTy W JOKYMEHTaM MECTHBIX YUPEXKICHUW IMpaBHIIa
o(opMIIeHUs PEKBU3HTA «aJipecar». BrimucaTs mpaBuiia U MPUMEPHI aIpECOBAHUS.

4. Ilpoananu3upoBaTh BCE MMEIOIIMECS JaThl B JOKYMEHTE W OINPEACIUTh WX Ha3HAuYCHHE,
BBITIACATh MPUMEPHI U OITUCATh MECTO PACIIOJIOKEHUS KaXKI0M JAaThl.

5. M3yunth mpaBWiia yAOCTOBEPEHHUSA [TOKYMEHTOB MO ['€HepalbHOMY perjiaMeHTy. 3aTeM
MpOaHATU3UPOBATH OPOpPMIIEHHE TIOIUCH B TIOKyMEHTAaX, BUJIbI MeYaTei.

6. Beinucats Bce OTMETKHM Ha JOKYMEHTaX, yKa3aB, Kakue U3 HUX nossuiauck B X VIII B.

7. Ilo I'eHepanbHOMY pErJIaMEHTy Ha MPUMEpPE NMPaBUJI COCTABJIEHHUS MPOTOKOJIA ONPEAEIUTH
TpeboBanHms, nmpeabsaBiasieMble K TekcTy (1. VI, XXX). BHumaTenpbHO 4uTas TEKCThI HECKOJIBKHX
JOKyMEHTOB, OMHCATh UX CTPYKTYpPY, MPOCIEKUBASI €€ U3MEHEHHE B Pa3IMYHBIX BHUAAX; NPUBECTU

MPUMEPHI BUJIOB Tpa(apeTHBIX JOKYMEHTOB, OTMEYasi KaKUM IIyTeM MPOBOAMIACH TpadapeTH3ariys.
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8. Onucarp JTOKYMEHTHI 10 CIEAYIOIIEH CXeMe:
- BUJ (pa3HOBUHOCTB)
- aBTOp
- agpecar
- TEKCT
- aTta
- COCTaB YJJOCTOBEPEHUS
- MIOJUTMHHOCTD (KOTTMHHOCTB )
KO]—[TpOJ’lBHbIe BOIIPOCHI
1. HazoBure ocobennoctu popmser qokymenrta XVIII B. ?
2. Kakue TpeOoBaHUS MNpeAbSBIAIOTCS K OQOPMIEHHIO MpOTOKosa 1o ['eHepanbHOMY
perinameHry?
3. B uem nposiBuiIach TeHAEHIMS K YHU(PUKALUU TOKYMEHTOB ?
4. OnumwMre CcHUCTEMY NHCbMEHHBIX CHOILUEHUI 3BEHBEB ammapaTa YIpPaBJIECHUS IIO
['enepanbHOMYy pernamenty ?
HcTrounuku u aureparypa

beikoBa T.A. JlokyMeHTanmMOHHOE oOOecCleYeHue yMpaBleHUs  (ACIONMPOU3BOACTBO)
[DnexTpoHHBIii pecypc]; yueoHoe nocodue/ T.A. boikoBa, T.B. Ky3nenosa. -2-e u3z. nepepad. u 1o1.
— Mocksa: Uadpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?1d=942800/

Pa3znaTounblii MaTepHuaJ K 3aHATHAM
1. 'enepanbublil pernament 1720.
2. JIoKyMeHTHI (Aes1a) MECTHBIX yupeKIeHHU 18B.
3. KpaTkuii ciioBapb BUJI0OB M pa3HOBUAHOCTEH TOKyMEHTOB.
®opmynsap nfokyMenTta XIX Beka —
ens 3aHATHS — N3ydeHUE Pa3BUTHA U 0COOCHHOCTEH (DOPMYIISIPOB CIYKEOHBIX JOKYMEeHTOB XIX B.

B pesynbpTare BBINONHEHUS 3aaHAN CTYAEHT JOJKEH:

— umemb npedcmaéneHue O PETIIAMEHTALMU IIpoLecca NOKYMEHTHPOBAaHUSA B 3aKOHOJATEIbHBIX
aktax XIX B., pazButun GopmyIsipa JOKyMEHTa, TEHACHIUAX TpadapeTu3aluu J0KyMEHTOB,

—  3namb BUIBI NOKyMeHTOB XIX - B., 0cOOEHHOCTH UX 0pOpMIICHHUS, cOCTaB (popMyJisipa, MOsBICHHIE
0JIaHKOB ¥ MX BH[BI, IOSIBIIEHHE OTMETOK Ha JJOKyMEHTaX, OTPaKAIOIIUX UX JBIKCHHE B YUPEKICHUHU U PabOTy
C HUMU.

—  yMeTb aHAJTU3UPOBATH KOHKPETHBIE TOKyMeHThI XIX B.; cocTaBisis MX (GOpMyJIIspHI.

3agaHus VI CAMOCTOSITEIbHOI padoThI
1. 3yuuthb BUBI U PA3HOBUIHOCTH IOKYMEHTOB.

2. BpisaButh ocoOeHHOCTH OGOPMIICHHSI PEKBU3UTA «aBTOP», OMUCATh COCTAaB OJaHKa U €ro

BUJIBL.
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3. M3y4uTh TEKCT JOKyMEHTA.

4. OnucaTh NOPSAIOK aPECOBAHMS TJOKYMEHTA.

5. BoimucaTh JaThl COCTaBlIEHHUs, OOpaOOTKM, MOAMHCAHUS U Jp., yKazaTb MECTO HUX
PacCIOIOKEHUSI.

6. I[Ipoanannu3upoBaTh XapakTep yAOCTOBEPEHUS TOKYMEHTA.

7. OnucaTb BUbI OTMETOK.

8. CocTtaBUTh POPMYJISPHI 2-X TOKYMEHTOB.

Yka3aHnus no BLINOJTHEHHIO 3aJaHUH

1. Hauunate paboTy cleayeT ¢ pacCMOTpPeHMs el YUpeKIeHUs. BbIABUTH M BBIUCATH
Ha3BaHMs BUJIOB JOKYMEHTOB:

- U3/1aBa€MbI€ BBILIECTOSLIMMHI OpraHaMu;

- IOCBUIAEMbIE PABHBIM YUPEXKICHHUSM;

- IPEICTABIISIEMBIE B BBIIECTOSIINAE YUPEKICHUS;

- 0OpMIISTIOIINE BHYTPEHHIOIO JCSATEIbHOCTb.

N3 «Kparkoro cioBapss BHIOB M Pa3HOBUIHOCTEM JOKYMEHTOB)» BBIIHCATH OINpEAEIICHUS
BBISBJICHHBIX BUJIOB JOKYMEeHTOB XIX B.

2. Onucare NOpsAAOK OQOPMIICHHS PEKBU3UTA «aBTOP» B PA3JIMYHBIX BUAAX JOKYMEHTOB,
BBIMMCATh HECKOJBKO THIIOB OJIAHKOBBIX HAAMUCEW M OINpEeNesuTh UX cocTaB. llo KoMruiekcy
JOKYMEHTOB IpPOCIEANTh, KaKhe BUJbl JOKYMEHTOB MUUIIYTCS Ha OJlaHKaX, Kakue 0e3 0003HaueHHs
0JIaHKOBBIX HAAMHCEH.

3. Ilpoanann3upoBaTh HECKOJIBKO BMJIOB JOKYMEHTOB, YKa3aB CTPYKTYpYy TEKCTa, BBIIIMCAB
IpUMEpPbl IPUMEHEHUS  «KaHUEISIpU3MOB». OTMETHTb, HACKOJIBKO yCWIWJAachb TEHICHLUA
TpadapeTuzanuu (BeIIUCATh IPUMEPHI TpadapeTHBIX U TUIIOBBIX TEKCTOB).

4. Tlpu omnucaHuu TMOpsAKA aJAPECOBAHMS YCTAHOBUTH 3aBHUCHUMOCTh O(QOPMIICHHS PEKBU3HTA
«azgpecar» OT UepapXuM yupexaeHuil. [IpuBectu npumepsl agpecoBaHus B BBILIECTOSALINE, PABHBIE U
HUKECTOSIIEE YUPEKICHUS.

5. Beimucare nmpumepsl JaTUPOBKU M MEPEBECTH JaThl HAa HOBbIM cTwib. B XIX B. pazHuma
MEXy CTUIIAMH paBHsuiach 12, B XX B. — 13 qHsaMm.

6. Bemmcars npumepbl NMOANMCAHUSA JOKYMEHTAa B MHCTAHLUAX Pa3HOM INOJYMHEHHOCTH U
OIHCATh COCTaB MOJIHUCH.

7. Beimucath OTMETKM Ha JOKYMEHTaX U yKa3aTh UX Ha3HaYEHHUE, MECTO ITPOCTABIICHHUSL.

8. @opMynspbl JOKYMEHTOB COCTABUTH 10 CXEME, MPEI0KEHHON B TPETHEM 3aHATHUH.

KoHnTpoabHbIe Bonpochl:
1. B yem nposiBunach TeHACHIUS K yHUGUKaUU GOPMBI U TEKCTa JOKyMeHTa ?

2. Yto Takoe TpadapeTHbIH U TUIIOBOM TEKCTHI ?
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3. HazoBure cocta GyiaHKa TOKyMeHTa ?

4. Yem omnpenensuicst XapakTep aJpecoBaHUs TOKyMeHTa ?
Hcrounuku u aureparypa

Hcrounuku:

beikoBa T.A. JlokyMeHTalmMoHHOEe oOOecleYeHue yMpaBieHHUs  (JIeJIOMPOU3BOJICTBO)
[DnexTponnsIit pecypce]; yueoHoe nmocodue/ T.A. beikosa, T.B. Ky3nenosa. -2-e u3z. nepepad. u 101
— Mocksa: Uadpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/
Pa3[[aT0‘leIﬁ MaTepuaJl K 3aHATUAM

1. dena yupexxnenuii 19 B.
2. Kpatkuii cioBapb BUOB U Pa3HOBHJIHOCTEN JOKYMEHTOB.
Tabauma

Amnanu3z opopmieHus pekBU3UTOB 10KyMeHTOB B X VI- XIX BB.

HanmenoBanue 10KyMeHTOB OcobenHoctr 0(hopMIICHNUST pEKBU3HTA

B XVI-XVII BB. B XVIII B XIX

Bun noxymenra

ABTOp

Anpecar

Tekcer:

BBEJICHUE

OCHOBHasl 4acTh

3aKJIIOUYEHUE

5. [Hatsr
COCTaBJICHUS
MOJTYYCHUS
perucTpauuu

6. CocraB y10CTOBEpEHUS

7.  OTMETKH Ha IOKYMEHTE

b

®opmyiap JokyMeHTa XX Beka. —

Lenp 3aHATHS — N3yYEHHE PA3BUTHS M OCOOCHHOCTEH (DOPMYIISIPOB CITYKEOHBIX TOKYMEHTOB XX B.

B pe3ynbTaTe BBINIOJIHEHUS 3aIaHUI CTYICHT JI0JKEH:

—  umemb npeocmagneHue O PEriaMEHTALMM IIpoLecca JTOKYMEHTHUPOBAaHUSA B 3aKOHOJATEIbHBIX
aktax XX B., pa3BuTuu (GopMyIisipa TOKyMEHTa, TEHACHIUAX TpadapeTu3anuu J0KyMEHTOB;

—  3Hamb BUIBI TOKyMEHTOB XX - B., 0COOCHHOCTH MX OGOPMIICHHS, COCTaB (GOpMYIIsIpa, TIOSBIICHHC
OJIAHKOB M MX BUJIbI, MOSBJICHUE OTMETOK Ha JJOKYMEHTAX, OTPAXKAIOIIMX UX JIBMKCHUE B YUPEKIACHUU U pabOTy
C HAMU.

—  YMeThb aHAJIU3UPOBATh KOHKPETHBIC JIOKYMEHThI XX B.; COCTABJISAS UX (DOPMYJISAPHL

3ananus 11 CAaMOCTOATEILHOI padoThI

1. 3yuuTth BUIIBI U PA3HOBUIHOCTU JOKYMEHTOB.
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2. BbIIBUTH 0COOEHHOCTH O(bOpMJ'IeHI/I}I PCKBU3UTA «aBTOpP», OMUCATL COCTaB OJlaHKa W €ero

BH/IBI.
3. 3y4nTh TEKCT TOKYMEHTA.
4. Onucath NOPSAAOK aApEeCcOBaHUS JOKYMEHTA.
5. BeimucaTh AaTel cocTaBieHUs, OOpaOOTKM, MOMMUCAHUSA H Jp., yKa3aTb MECTO HX
PaCIOIOKEHUS.

6. [Ipoanai3upoBaTh XapakTep yJI0CTOBEPEHUS JOKYMEHTA.
7. OnucaTth BUJbI OTMETOK.
8. CoctaBuTh (HOPMYISAPHI 2-X TOKYMEHTOB.

HcTrounuku u aureparypa

beikoBa T.A. JlokyMeHTanmMOHHOE oOOecCleYeHue ympaBieHUs  (ACIOMPOU3BOACTBO)
[DnexTpoHHBIi pecypc]; yueoHoe nocodue/ T.A. beikoBa, T.B. Ky3nernosa. -2-e u3z. nepepad. u 1o1.
— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?1d=942800/
Paznatounblii MaTepuaJl K 3aHATUSIM

1. lena yupexnenuit 20 B.
2. Kpatkuii cioBapb BUI0OB U Pa3HOBUJIHOCTEMN JOKYMEHTOB.

3. COOpHHUK 3aKOHOATEIBHBIX aKTOB M0 Aeaonpou3BoAcTBy (1917-1970rr.) — Yueb. nocobue moj pe.

S1.3. JIuBmmmma. — M. MI'MAMU, 1973. - 157 C.

Tema 4. @opmymnsap COBpeMEHHOTO YIPaBIEHYECKOTO JOKYMEHTa: MpaBmiia 0hOpMIICHHS PEKBU3UTOB—
12 gacos

ens 3aHATHS — W3yYEHUE COBPEMEHHBIX TPEOOBAaHWIN TOCYIAapCTBEHHBIX CTaHIAPTOB W HOPMATHBHO-
METOAMYECKHUX aKTOB K O(POPMIICHHUIO CITYKEOHBIX JOKYMEHTOB.

B pe3yinbTaTe BBINOJIHEHUS 3aIaHUI CTYIEHT JI0JKEH:

—  umemb npeocmaegieHue O TCHIACHIUSAX pa3BUTHUA JOKYMEHTa U TPUHIUIAX MOCTPOCHHS
(dhopmyisipa-oOpasiia OpraHu3alMOHHO-PACTIOPSAAUTEIBHBIX JOKYMEHTOB;

— 3HamMb COCTaB PEKBU3UTOB W TpeOOBaHMS TOCYJApCTBEHHOTO CTaHAapTa K O(OPMIICHUIO
JIOKyMEHTA.

— 3HATh COCTaB PEKBH3WTOB WM TpeOoBaHus [IpaBun nenompousBojacTBa B (belepanbHBIX OpraHax
HCHOJHUTENIbHOW BJIaCTH U METOINYECKUX PEKOMEHIALMN K COCTABICHUIO IOKYMEHTOB.

— YMeThb TMPOSKTUPOBaTh OJIAHKH JIOKYyMEHTOB YUYPEKACHWH W WMETh HAaBBIKM pPa0OTHI C
rOCyJapCTBEHHBIMU CTAaHAAPTAMHU U METOJUYECKUMU YKa3aHUSIMU 10 UX BHEJIPECHUIO U PUMEHEHUIO.

9.1.1 3aganus I CAMOCTOSITEJILHOI padoThl

N3yunTh KOMIUIEKT HOPMATUBHO-METOJIMYECKUX JOKYMEHTOB IO JOKYMEHTHPOBAHUIO
yIpaBIECHYECKON MEATEIBHOCTH : MeETOIuYecKre pPEeKOMEHIAIMH 1o pa3paboTke HHCTPYKIMHA IO
JIEJIONIPOU3BOACTBY B TOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIpaBJICHUS, VYTB.

[Ipukazom Pocapxusa ot 24.12.2020 Ne 199.


http://znanium.com/go.php?id=942800/
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[TpuMepHass MHCTPYKIMS 1O JCIONPOU3BOICTBY B TOCYJAPCTBECHHBIX OpraHHU3allusiX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnekTponHHbIH pecypc]. — M., 2019. Pexxum gocryma:
http://www.consultant.ru/document/cons_doc_ LAW_305137/.

Ioct P 7.0.97-2016. Haumonanbubii cranaapt Poccuiickoit ®enepannu. Cucrema
CTaHIapToB 1Mo wuH(popManuu, OHOTMOTEYHOMY | H3JaTeNbckoMmy aAeny. OpraHu3alnoHHO-

pacnopsiMTenbHas JOKyMeHTarusi. TpeOoBaHUS K O(QOPMIICHHIO JOKYMEHTOB // [DIEKTpOHHBIH

pecypc]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.

1. M3yuute T'OCT P 7.0.97-2016 ¢ TpeGoBanmsIMH K OQGOPMIICHHUIO TOKYMEHTOB,
OIIPEAEIINTH €T0 CTPYKTYPY, COCTAB Pa3eioB.

2. N3yuuts TpedoBanus 'OCTa k O1aHKy JOKYMEHTAa.

3. [Ipoananu3upoBaTh NPEATOKEHHYIO KOJUIEKIIUIO JJOKYMEHTOB, ONPEAETUTh PEKBU3UTHI,
yKa3aTh HEJOCTATKU B UX PACTIONOKEHUH U O(POPMIICHUU.

4. CocTaBUTh Ha OCHOBAaHHMU PA3AATOYHOTO MaTepuana OnaHKU (OOIMMN W AN THChMA)
OpraHu3alii W TPEeNNpUATHH pa3InYHbIX (OPM COOCTBEHHOCTH C BapHaHTAMU MPOJOJIBHOTO H
YIJIOBOTO PACMOI0XKEHHS PEKBU3UTOB.

VYka3aHus 110 BBINOJTHEHHIO 3a1aHU.

1.M3yunth TpeOoBaHUS K COCTaBy M OGOPMIICHHIO PEKBU3UTOB JOKYMEHTOB M OJIAHKOB,
u3noxxeHHsle B “[IpaBmiiax nenonpousBO/ICTBa B IrOCYAApCTBEHHBIX OpPraHax, OpraHax MECTHOTO
caMmOyTipaBlieHUs’, YTBEpXAEHHbIX Mpuka3zoM PocapxuBa ot 22.05.2019 N 71. (cMm. pasmen 2
“JIOKyMEHTHPOBAHUE YIIPABICHYECKOUN NESITEITHHOCTH )
2. U3yuuts TpeboBaHMs K O(QOpMIICHHIO OJIAHKOB M PEKBU3UTOB JOKYMEHTOB no HaruoHaibHOMY
craugapry ['OCT P 7.0.97-2016 “Cuctema crangaptoB no wuHpopmauuu, OUOIMOTEYHOMY U
uzgarenabckoMy  zeny.  OpraHu3allMOHHO-PAacHOpsiAMTENbHAs — JOKyMeHTanus. TpeboBaHUS K
0(OpMIICHHUIO IOKYMEHTOB”.
3. U3yuutp TpeOoBaHus “MeTONMYECKUX PpEKOMEHIAUMH MO pa3paboTKe HMHCTPYKIUHA 110
JICJIONPOU3BOACTBY B TOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOIO caMOyHpaBieHHs'",
YTBEp)KICHHbIX NpHuka3zoM Pocapxusa ot 24.12.2020 N 199 k GnankaMm U peKBU3UTaM JOKYMEHTOB
(mpunoxenus 2, 3).

4. V3yuuth NpeIoKeHHYI0 KOJUIEKIMIO (3-5 JOKYMEHTOB) M aHANM3HMPYs IOKYMEHTBI, BBISBHTH HEIOCTATKH B
odopmiiennn OnaHka (OTCYTCTBHE HEOOXOIMMBIX PEKBH3UTOB M IIPABWIBHOCTh O(OPMIICHUS HWMEIOIINXCS);
OIIPEAEINTh NMPABIIIBHOCTD PACIIOJIOKEHUS W O(OPMIICHUS PEKBH3HTOB JOKYMEHTa (3arojloBKa, ATkl W WHAEKCA,
TIOJTIHCH, OTMETOK O TIOCTYIIJICHUH M HAPaBJICHUHN JOKyMEHTa B JIETIO | JP.).

5. Ha ocHOBe pa3maroyHoro Marepuanga CIPOCKTUPOBATh OJaHKA JOKYMEHTOB
KOHKPETHBIX OpPTaHU3alUi U TOCYAapCTBEHHBIX OPraHOB B co0TBeTcTBUU ¢ TpeboBanusimu [[OCT P
7.0.97-2016. KoHTposIbHBIE BONIPOCHI

1. [lepeuncnure BUABI HOPMATHUBHBIX aKTOB, PETIAMEHTHUPYIOIIHME TOKYMEHTHPOBAHHUE
YIPaBJICHUYECKOU JIeATETbHOCTH.
2. Uem paznmuuarorcss oOmmid OmaHK W OJIAaHK TUChMa, OJIAHK KOHKPETHOTO BHUIA

JIOKYMEHTA.
Hcrounuku u aureparypa

HMcTouynuku:


http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/

48

@denepanbHblii  KOHCTUTYHHOHHBIH 3akoH oT 25 pgekabps 2000 r. Ne 2-®K3 «O
TlocynapcrBerrom repoe Poccuiickoit @eneparuny // [DnexkTpoHHbIA pecypc]. — M., 2019. — Pexxum

nocryna: http://www.consultant.ru/document/cons_doc LAW_29674/.

HpaBHna ACJIOIIPOU3BOACTBA B roCyaapCTBCHHBIX OpraHax, opraHax MCCTHOT'O

camoynpasnenus, yTB. Ilpukazom PocapxuBa ot 22.05.2019 Ne 71 // [OnekrponHslit pecypc]. — M.,

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

Mertoandyeckne pEeKOMEHIAIMH 10 pa3paboTKe WHCTPYKIUH 10 JEIOTIPOU3BOJACTBY B
TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympaBieHus, yTB. [lpukazom PocapxuBa oT
24.12.2020 Ne 199 // [DnextpoHHbli pecypc]. — M., 2021. — Pexum poctyma: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.

[TpumepHass HHCTPYKIHS TIO JICTIONPOU3BOJICTBY B TOCYAAPCTBEHHBIX OpraHHU3aIUsIX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [OnextpoHHbIit pecypc]. — M., 2019. Pexxum goctymna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. Hamumonansublii crangapT Poccuiickoit ®enepaunu. Cucrema
CTaHAApTOB 1O uWH(pOpManuu, OMOIMOTEYHOMY W H3AaTeNbckoMy Jneny. OpraHu3alMoHHO-
pacnopsauTenbHas JOKyMeHTanusi. TpeOoBaHMS K OQOPMIICHHIO JOKYMEHTOB // [DIEKTPOHHBIH
pecypc]. — M., 2019. Pexxum noctyna: hitp://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO M apXWBHOE JAeii0. TepMUHBI U OMNpEACNICHUS.-
[DnexTpoHHbII pecypc]. - M., 2019. Pexxum JOCTyTa:
http://www.consultant.ru/document/cons_doc_ LAW_163800/.

JIuteparypa:

beikoBa T.A. JloKyMeHTallMOHHOE OOECIEYCHHE  YIMpaBICHHUS  (JIEJIOMPOU3BOJICTBO)
[DnexTpoHHbIi pecypce]; yueOnoe nocobue/ T.A. brikopa, T.B. Ky3nenosa. -2-e u3za. nepepad. u Jo1.
— Mockga: Uuadpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/
Pa3ngarounblii MaTepuaJ K 3aHSITUSIM:

- T'OCT P 7.0.97-2016. Hauumonanenelii cranpapt Poccuiickoit ®epepanuun. Cucrema
CTaHmapToB 1o wuHpoOpManmu, OUOTMOTEYHOMY | H3JaTeNbcKoMy aeny. OpraHu3alnuoHHO-
pacnopsiauTenbHas JoKyMeHTauus. TpeboBanus K 0hOpMIIEHUIO JOKYMEHTOB.

- IlpaBuna nemonmpousBoAcCTBa B TIOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoynpasienus, yTB. Ilpukazom PocapxuBa ot 22.05.2019 Ne 71 // [OnekrponHslit pecypc]. — M.,

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

Metoandyecknue pEeKOMEHIAIMH 10 pa3paboTKe WHCTPYKIUH 10 JEJIOTPOU3BOJACTBY B
TOCYZapCTBCHHBIX OpraHax, OpraHax MECTHOTrO camoymnpasieHus, yTB. llpukasom PocapxuBa oT
24.12.2020 Ne 199 // [DOnextponnsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.



http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_29674/
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[TpuMepHass MHCTPYKIMS 1O JCIONPOU3BOICTBY B TOCYJAPCTBECHHBIX OpraHHU3allusiX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnekTponHHbIH pecypc]. — M., 2019. Pexxum gocryma:
http://www.consultant.ru/document/cons_doc_ LAW_305137/.

- Konnekuus 10KyMeHTOB.

10. Tema 5. Opranu3anMoHHBbIE, PACHOPSIAUTENbHbIE W HHPOPMALUOHHO-CIPABOYHBIE
JOKYMEHTbI — 28 yacoB

JIOKyMEHTHPOBaHHE PACIIOPSIUTEIBHOMN ACATEIBHOCTH —

Llenp 3aHsATHSA — U3y4YeHHE TPEOOBAHHN TOCYIapPCTBEHHBIX CTAHIAPTOB U HOPMATHBHO-METOANYCCKUX
aKTOB K COCTABJICHUIO ¥ O(OPMIICHHIO PACIIOPSIIUTEIbHBIX JOKYMEHTOB, MOJIY4YEHHE HAaBBIKOB UX COCTaBICHHS
1 0hopMIIEHHUS 110 38 JAHHBIM CUTYAIIHSIM.

B pe3ynbrare BHIONTHEHUS 3aJaHUN CTYACHT JOJKCH:

—  umemp npedcmasienue O CUTYalUsIX, TPEOYIONUIMX H3JaHHs PACIOPSAUTEIIBHBIX JOKYMEHTOB,;

— 3Hamb  BUABl  PACHOPSOUTEIBHBIX  JOKYMEHTOB; COCTaB  PEKBU3HUTOB ¢dopmymsipa
PacIopsIIUTEIBHOTO JOKYMEHTa U TPEOOBAHUS K MX COCTABICHHIO U O(OPMIICHHIO.

— YMeThb COCTaBJSITh M O(QOPMIISATH PACIOPSAUTEIbHBIC JOKYMEHTHI 1O 3aJaHHBIM CHTYaIlUsIM U
MMETb HaBBIKH UX 0)OPMIICHHUS Ha KOMITBIOTEPE.

3agaHus 1Sl CAMOCTOSITEILHOMH PaGoThI

1. W3yunte  TpeOoBaHMsA, TpeABSABISEMble K  COCTaBICHHIO U O(OPMIICHHUIO
PacIoOpsIIUTENBHBIX TOKYMEHTOB.

2. CocTaBuTh 1 0POPMUTH MPUKA3 IO OCHOBHOM JEATEIHHOCTH.

3. CoctaBuTh 1 OPOPMHUTH PACHIOPSIKEHHE.

VYka3aHus 10 BHINOJTHEHHIO 3a/IaHHS

I. YTOYHUTH COCTaB PEKBU3UTOB, BXOASIIUX B (POPMYJISp MIPUKA3a, PACIOPSIKEHUSI.

WN3yuuts TpebGoBanust MeToauueckue pEKOMEHIAIMM M0 pa3paboTKe MHCTPYKUUNA IO
JEJIONPOU3BOACTBY B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIpaBIEHUSA, YTB.
[Ipukazom PocapxuBa ot 24.12.2020 Ne 199, IIpumepHO HMHCTPYKLMH IO AEJIONPOU3BOJACTBY B
TrOCyJapCTBEHHBIX OpraHm3anusx, yTB. [lpukazom PocapxmBa ot 11.04.2018 Ne 44) x coctaBy
PEKBU3UTOB U CTPYKTYpE TEKCTA MPUKA3a IO OCHOBHOM JESATEIBHOCTH.

YTOUHUTH pazauuus B COCTABJICHUU IIPHKa3a IO OCHOBHOM JAEATEIBHOCTH U IO JIMYHOMY
cocTaBy, oOpalas BHUMaHHE Ha TOPSI0K 0(OPMIICHHUS CCHUIKU (YITIOMHUHAHHS) HAa IPYTOM TOKYMEHT H
YHU(PHUKAUIO TEKCTOB MPUKA30B 10 JIUYHOMY COCTABY.

2. CocTaBUTh TOKYMEHTBI HA OCHOBE MPEAJIOKEHHBIX MTPENOIaBATENIEM CUTYalUH.

KoHTposabHbIe BOonpochl
I. [lepeuncnure peKBU3UTHI, BXOASIINE B GOPMYIISp MpUKa3a.

2. HazoBuTte cTpyKTypy NnpuKaza no OCHOBHOH JESITEIIbHOCTH.


http://www.consultant.ru/document/cons_doc_LAW_305137/
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3. Uem orinuyaercs CTpyKTypa TEKCTa IpHUKa3a I10 JIMYHOMY COCTaBy U OCHOBHOMU
JESATEIIBHOCTH.

4. HasoBute cpoku XxpaHeHuUs TPUKA30B.

5. Ha3zoBuTte peKBU3UTHI, BXOJAINE B GOPMYJIP pacTIOpsKEHHUS.

6. Uem ornnuyaercs CTPYKTypa TEKCTa paclHoOpsKEHMS OT IpUKa3a II0 OCHOBHOWM
JESATEIIBHOCTH.

Hcrouynuku u aureparypa

Hcrounuku:

Metoaudeckre pEKOMEHAAlMU 10 pPa3padOoTKe WMHCTPYKIHMMA 10 JIeJIOMPOU3BOJACTBY B
roCyJJapCTBEHHBIX OpraHax, OpraHax MECTHOro camoyrmpanieHusi, yTB. I[Ipukazom PocapxuBa oT
24.12.2020 Ne 199 // [Dnexrponnbii pecypc]. — M., 2021. — Pexum pocryna: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHass HHCTPYKLUS MO JEIONPOU3BOJCTBY B FOCYAapPCTBEHHBIX OpraHU3aLUAX,
y1B. Ilpuka3zom PocapxuBa ot 11.04.2018 Ne 44) // [Dnekrponnsiii pecypc]. — M., 2019. Pexum
[locranoBnenue IIpaButensctBa P® ot 15.06.2009 Ne 477 «OO6 yrtBepxnaenun Ilpasun
JeTIONPOU3BO/ICTBA B (heAepaIbHBIX OpraHax HCIIOJHUTENBHOW BiIacTH»// [DIeKTpOHHBIH pecypc]. —

M., 2019. — Pexxum goctyna: http://www.consultant.ru/document/cons_doc LAW_88695/.

I'OCT P 7.0.97-2016. HamumonansHblii crangapT Poccuiickoit ®enepaunu. Cucrema
CTaHAApTOB 1O uH(pOpManuu, OMOIUOTEYHOMY U H3AATEeNbCKOoMy neny. OpraHu3alMoOHHO-
pacnopsauTenbHas JOKyMeHTanusi. TpeOoBaHMS K O(QOPMIICHHIO JOKYMEHTOB // [DIEKTPOHHBIH
pecypc]. — M., 2019. Pexxum noctyna: hitp://www.consultant.ru/document/cons_doc LAW_216461/.

Jlurepatypa:

beikoBa T.A. JlokyMeHTanmMOHHOE oOOecCleYeHue ympaBlieHUs  (ACIOMPOU3BOACTBO)
[DnexTpoHHBIii pecypc]; yueoHoe nmocodue/ T.A. boikoBa, T.B. Ky3nenosa. -2-e u3z. nepepad. u 1o1.
— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?1d=942800/
Paznatounblii MaTepuaJl K 3aHATHSIM:

Mertoandyeckue peKOMEHIAIMM 10 pa3paboTKe WHCTPYKIUH 10 JEJIONPOU3BOJICTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOro camoymnpaBieHus, yTB. Ilpukazom PocapxuBa oT
24.12.2020 Ne 199 // [DOnexrponnsii pecypc]. — M., 2021. — Pexum pocryma: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.

IIpumepHass MHCTPYKLUS IO JAEJIONPOM3BOJICTBY B TOCYJApCTBEHHBIX OpraHU3alMsX, YTB.
ITpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Onexrponnslii pecypc]. — M., 2019. Pexxum I'OCT P
7.0.97-2016. Hanumonaneublii ctanmapt Poccuiickoit ®enepauuu. Cuctema cTaHAapTOB IO
uHpopmaiuy, OMOIUOTEYHOMY W HU3AaTeNbCcKoMy Jneny. OpraHu3alMOHHO-PACTIOPSAUTEIIbHAS

nokyMmeHTanus. TpeboBaHusi K 0pOPMIICHUIO TOKYMEHTOB.


http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_88695/
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Anb0oM yHH(DUIIUPOBAHHBIX (HOPM NEPBUYHOMN YUETHONW JOKYMEHTAIUH 10 YUYETY TpyJia U €ro
OILJIaThl, yTBEPKIEHHBIN 1mocTaHoBieHueM ['ockomctata PO ot 05.01.2004 Ne 1.

Marepuansl ¢ HHIUBUIYATbHBIMU 33IaHUSIMH TSI CAMOCTOSTEIIEHOTO COCTABIICHHS MTPUKA30B
U pacropsKEHUI.

JIOKyMEHTUpOBaHHE JCATEIbHOCTH KOJUIETHABHBIX OPraHOB —

Lenb 3aHATHS — N3yYeHUE TPEOOBAHUMA K IOKYMEHTaM, CO3/1aBa€MbIM B MPOIIECCE MOITOTOBKH
1 00CITy’)KMBaHUS COBEIIAaHUH.

B pesynbrate BHINOIHEHUS 33/1aHUM CTYJIEHT JOJKEH:

— umemb npeocmagienue O BHIAX KOJUJICTHAIBHOW JEATETBHOCTH M TOpsAAKEe e
JOKYMEHTUPOBAHHS;

— 3Hamp COCTaB JTOKYMEHTOB, CO3/aBaeMBIX IPH TOJTrOTOBKE COBEIIAHWH, TpeOOBaHUS K
(bopMyIsIpy NPOTOKOIIA, TOPSIJIKY €r0 COCTaBIECHUS U 0(OPMIICHMS;

— yMeTb COCTaBJIATh M O(GOPMIIATH MPOTOKOJI M JIOKYMEHTBHI, CO3/laBacéMble B Ipoliecce
MOJITOTOBKH COBEIIAHUS.

— YMeTb COCTaBIISITh H OOPMIISITH BBITICKY M3 TIPOTOKOJIA.

— yYMeTb COCTaBIISATh U OPOPMIIATH pEILICHHE.

10.1.1 3agaHusi A8 CAMOCTOSITEIbHON PadoThI

1. N3yunuts TpeGoBaHMsI, TPEABIBISIEMbIE K COCTABICHUIO U OQOPMIIEHHIO MIPOTOKOJA U
pereHus.

2. CoctaBuTh NpUIIIALIEHNE HA 3aCEAaHNUE.

3 CocTaBUTh IPOTOKOJI COBEIIAHNUS.

4. OdopMHTD BBIUCKY U3 TPOTOKOJIA.

5 Odopmuts pereHue.

Yka3aHnus no BbIIOJHEHUIO 3adaHusd.

1. YTO4YHUTH 3Tanbl MOATOTOBKM COBELIAHUN W BUIbl JOKYMEHTOB, CO3/1aBacMbIX Ha
Ka)KJIOM 7Tarne (MoBecTKa JAHs, CIIMCKU YYaCTHUKOB U T.1I.).

2. YTounuth 0COOCHHOCTH (GopMyJsipa MPOTOKOJA, TpPeOOBaHUA K PEKBU3UTAM,
W3JI0’)KEHHBIE B TOCYJApCTBEHHOM CTAaHJApTe M METOAMUYECKUX PEKOMEHIAlusX, oOpalasi BHUMaHUE
Ha cocTaB WH(GOPMAIIMU B TEKCTE MPOTOKOJIA, 0COOCHHOCTH €T0 MOAMUCAHUS, CPOKU OPOPMIICHUSI.

3. Ornpeaenutsb paznuyusi TpeOOBaHUM K MPOTOKOIIY MOJIHOMY U KPaTKOMY.

4. CocTaBUTh CaMOCTOSITEJIBHO Ha OCHOBAaHMM pa3JaTOYHOIO MaTepuana IpOTOKOJ,
BBIMKCKY U3 IPOTOKOJIA, PELICHHE.

KoHnTpoabHbIe Bonpochl:

1. [lepeuncnure peKBU3UTHI, BXOASIIUE B GOPMYJIISp MPOTOKOIIA.

2. HazoBure cTpyKTypy TE€KCTa MIPOTOKOJIA.



52

3. B uém oTinuune npoToKoia MOoJHOI0 U KPaTKoro.

4. YKaxkuTe NMOpAJOK MOATOTOBKHM COBELIAHMS M KAaKUE€ JOKYMEHTBI CO3Jal0TCA B XOJ€
IIOATOTOBKH.

3. [lepeuncanre peKBU3HUTHI, BXOJAIIUE B POPMYJISP pEILICHHS.

6. B uem Ha3HaueHHeE BBIMMCKHU U3 MPOTOKOJIA.

HMcToynukn u iureparypa

Hcrounuku:

Metoaudeckre pPEKOMEHAAIMM TI0 pPa3pabOTKe WHCTPYKIHMA 110 JIEJIOMPOU3BOJCTBY B
TOCY/JIapCTBEHHBIX OpraHaxX, OpraHax MECTHOrO caMoyIpaBieHus, yTB. Ilpmkazom PocapxuBa ot
24.12.2020 Ne 199 // [Onexrponnbii pecypc]. — M., 2021. — Pexum pocryma: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.

[TpumepHass MHCTPYKIHS TIO JIEJIOMPOU3BOJICTBY B FOCYAAPCTBEHHBIX OPraHHU3aIUsIX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexxum gocrymna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. Hanumonansublii crangapT Poccuiickoit ®enepaunn. Cucrema
CTaHmapToB 1Mo wuHpOpManmu, OHOTMOTEYHOMY | H3JaTeNbcKoMy aeny. OpraHu3annoHHO-
pacriopsiiuTenbHas JOKyMeHTarusl. TpeOoBaHust K O(QOPMICHUIO JOKYMEHTOB // [DIEKTpOHHBIN
pecypc]. — M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlenonpous3BOACTBO M apXUBHOE JAei0. TepMUHBI M OIpPENEICHMS.-
[DnekTpoHHBII pecypcl]. — M., 2019. Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

Jlutepatypa:

beikoBa T.A. JlokyMeHTanHMOHHOEe oOOecleyeHue ympaBieHUs  (JIeJIOMPOU3BOJICTBO)
[DnexTponnslit pecypce]; yueoHoe mocodue/ T.A. beikosa, T.B. Ky3nenosa. -2-e u3z. nepepad. u 101
— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/
Pa3znaTouHblii MaTepuas K 3aHATHAM

Mertoandyeckue pEeKOMEHIAIMH TI0 pa3paboTKe WHCTPYKIUH 10 JEJIOTPOU3BOJACTBY B
TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympaBieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 // [DnexrpoHHbIi pecypc]. — M., 2021. — Pexum poctyma: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.

IIpumMepHass MHCTPYKIMS MO JEIONPOU3BOACTBY B IOCYJapCTBEHHBIX OpraHu3auusax, yTB. IIpukazom
PocapxuBa ot 11.04.2018 Ne 44) // [OnextponHslii pecypc]. — M., 2019. Pexum nocrymna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

MaTepHanH C HWHIUBUAYAJIBHBIMU 3aJJaHUSAMU JIA  CAMOCTOATCIBHOIO0  COCTABJICHUA

JOKYMEHTOB.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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Cocrasnenre HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB —

Lenp 3aHsTHS — M3y4YCHHUE HA3HAUYEHHUS WHQPOPMAIMOHHO-CIIPABOUYHBIX JOKYMEHTOB M OCOOEHHOCTEH
oopMIIeHUs Ka)KI0TO BUAA ATOM IPYIIIBI JOKYMEHTOB.

B pesynbrare BHINOIHEHUS 3aJaHAN CTYCHT JAOJDKEH:

—  umemp npedcmaesieHue O TUNOBBIX CHUTyalusX, oopMmiseMblX YHH(PUIUPOBAHHBIMU (QOpMaMH
MH()OPMAIIOHHO-CIIPABOYHBIX JOKYMEHTOB;

—  3namb BUIB MHOOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB; TpeOOBaHHMA K (OPMYISIPY KaXIOro
BUJIA;

— YMeThb COCTaBJSTH BCE BHUIbl MH()OPMALHMOHHO-CIPABOYHBIX TOKYMEHTOB M MMETh HABBIKH HX
oopMIICHHUS Ha KOMITHIOTEPE.

3aganus 11 CaMOCTOAATEIbHOI padoThl

1. U3yunth npaBuiia coctaBieHus: U opopMieHHUs] THPOPMAITMOHHO-CIIPABOYHBIX TOKYMEHTOB,

o0paTuB BHUMaHHE HA OCOOCHHOCTH TPeOOBaHUH K KaXJI0MY BHUIY.

2. CocraButb u odopmuth B coorBercTBHM C TpeboBanmsimu ['OCT P 7.0.97-2016 wu

MeTtonuuecKkux peKOMEHAAIUI:

. JIOKJIa/IHYIO 3alHUCKy (BHYTPEHHIOIO U BHEILIHIOK);

. OOBSICHUTENIbHYIO 3aMUCKy (BHYTPEHHIOIO U BHEIIHIOKO);

o CIIPaBKY;

o aKT;

. nucbMa (rapaHTHHOE, HAllOMHHAHUE, IMPUIJIAIIEHUE, yBEIOMJICHHE, peKJIaMaluio |

T.J.).

Yka3aHus 110 BBINOJTHEHHIO 321aHUS
1. YTO4HUTH BUABl UHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB M TPH  KaKuX
YIPABJICHUYECKUX CUTYyalUsIX OHU CO3JaI0TCS.
2. BEIsIBUTE 0COOEHHOCTH Ka’KJI0T0 BUIa HHPOPMALMOHHO-CITPABOYHOTO JOKYMEHTA.
3. W3yunth TpeOoBaHMS TOCYIApCTBEHHOTO CTaHIapTa K O(OPMIIEHUIO PEKBHU3HTOB,
BXO/ISIIIUX B TUMOBOM (hOpMYJISp KaXI0Tr0 BUa MH(OPMAIIMOHHO-CIIPABOYHOT'O IOKYMEHTA.
4. CoctaBuTh 1 OPOPMHUTH JTOKYMEHTHI B COOTBETCTBHH C TIOJTYYEHHBIMU 331aHUSIMHU.

KonTposbHBIE BONIPOCHI

l. Jaiite onpeeneHue U yKaxuTe TUIIOBOU GopmyIsp:
. JIOKJIaTHOM 3alIUCKU;

. O00BSACHUTEIIFHON 3aITHCKH;

o CIIPaBKH;

o aKTa;

o ciry)keOHOT0 mrchMa (Ha30BUTE €0 PA3HOBUIHOCTH);



54

2. VYkaxure 0cOOEHHOCTH O(POPMIICHHS TUCEM.
3. B 4ém ocobenHocTh 0(hOpMIICHHUS THCEMa-OTBETA.
4. Kaxue TpeboBanus mpeIbABISIOTCS K TEKCTY MUCEM.

HMcToynukn u iureparypa
Hcrounuku:

MeTtoaudeckre peKOMEHIAIUH 110 pa3paboTKe MHCTPYKIUH MO JEIOMPOU3BOJICTBY B
TOCY/JIapCTBCHHBIX OpraHaxX, OpraHax MECTHOrO caMoyIpaBieHus, yTB. Ilpmkazom PocapxuBa ot
24.12.2020 Ne 199 // [Onexrponnbii pecypc]. — M., 2021. — Pexum pocryma: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHass HHCTPYKIHS TIO JIEJIONPOU3BOJICTBY B TOCYAAPCTBEHHBIX OpraHU3anusx, yTB. [Ipukazom
PocapxuBa ot 11.04.2018 No 44) // [Dnexktponuwii pecypc]. — M., 2019. Pexum pocryna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. Hanumonansublii crangapT Poccuiickoit ®enepaunn. Cucrema
CTaHmapToB 1Mo wuHpOpManmu, OHOTMOTEYHOMY | H3JaTeNbcKoMy aeny. OpraHu3annoHHO-
pacriopsiiuTenbHas JOKyMeHTarusl. TpeOoBaHust K O(QOPMIICHUIO JOKYMEHTOB // [DIEKTpOHHBIN
pecypc]. — M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlenonpous3BOACTBO M apXUBHOE JAe0. TepMUHBI M OIpPENEICHMS.-
[DnekTpoHHBII pecypc]. — M., 2019. Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

Jlutepatypa:

beikoBa T.A. JlokyMeHTalmuoHHOe oOOecleYeHue yMpaBieHHUs  (JIeJIOMPOU3BOJICTBO)
[DnexTponnstit pecypce]; yueoHoe mocodue/ T.A. beikosa, T.B. Ky3nenosa. -2-e u3z. nepepad. u 101
— Mocksa: Uadpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/
Pa3[[aT0‘leIﬁ MaTepuaJl K 3aHATUAM

I'OCT P 7.0.97-2016. Hamumonansublii crangapT Poccuiickoit ®enepaunu. Cucrema
CTaHAApTOB 1O uH(pOpManu, OMOIUOTEYHOMY U H3AATEeNbCKOoMy 1neny. OpraHu3alMoOHHO-
pacnopsauTenbHas JoKyMeHTauus. TpeboBanus K 0hOpMICHUIO JOKYMEHTOB.

Mertoanudyeckue pEeKOMEHJAlMM 10 pa3paboTKe HMHCTPYKLUMH 10 JeJIONPOU3BOJACTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympaBieHus, yTB. llpukazom PocapxuBa oT
24.12.2020 Ne 199 // [DOnexrponnsii pecypc]. — M., 2021. — Pexwmm pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

Marepuasibl ¢ UWHAMBUAYAJIBbHBIMM 3aJaHUSMM JUISL  CaMOCTOATENIIBHOTO  COCTABJIEHUS
JIOKYMEHTOB.
Tema 6. Kommiekchl noxkymeHtoB. HayuyHo-ucTOopuuyeckasi M MNpPaKTHYecKas LEHHOCTb
JOKyMeHTa— 8 yacoB

IIpoBoxsTCs ABE 03HAKOMHUTENBHBIE SKCKYPCHH B TOCYIaPCTBEHHBIE apXHUBBI.


http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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9.2. MeroanuecKkue peKOMEHAALUH 110 NMOAr0TOBKE MUCbMEHHBIX padoT

B paznen BkiroueHbl TpeOOBaHUS K MOJATOTOBKE, COJEPKAHUIO, U OPOPMIIEHUIO MUChMEHHBIX
paboT MpenyCMOTPEHHBIX YUeOHBIM IJIAaHOM WM pabodell mporpamMmoil (KypcoBas paboTa, scce,
pedepar, noxman u T.1.). Ilpu Hanmumu kadeapanbHbIX WIK (QaKyJIbTETCKUX PEKOMEHIAIMH 1o
MOJITOTOBKE MHCBMEHHBIX paboT paszzaen Bkimowaercs B PIIJ[ mo ycMoTpeHuio mpemnojaBatess -
COCTaBUTEJSI.

B nanHbIi pa3zsen Mbl BKIIOUYHIN PEKOMEHAALUHU K MOATOTOBKE, COAEPKAHUI0 U 0(hOpMIICHHUIO
MACbMEHHBIX PadoOT, MPETyCMOTPEHHBIX YUYEOHBIM IUTAHOM WM pabodeil mporpammoit (KypcoBas
pabota, scce, pedepaT, nowkiag M T.M.). Takum o00pa3oM, pEeKOMEHJAIMH OTpaXKaroT oO0IIne
TpebOBaHMs K MMCBMEHHON paboTe, TpeOOBaHUS K €€ COJIePKaHHI0, 00bEMY U CTPYKTYpE.

ITucbmenHas paborta siBisiercss (OpMON OpraHM3alMU HAYYHOTO MarepHaia, OTpakarolleH
JIOTHUKY WCCleoBaHus, oOecneunBaromeld €IUHCTBO U B3aMMOCBA3aHHOCTh BCEX 3JIEMEHTOB
conepxanus. CTpyKTypa MarucTepckoil paboThl JOJKHA COOTBETCTBOBATH KPUTEPUSAM IIEIOCTHOCTH,
CUCTEMHOCTH, CBS3HOCTH U COPa3MEPHOCTH (COOTBETCTBHsI oObeMa (pparMeHTa TEKCTa €ro Hay4dHOM
€MKOCTH).

[Ipu BBIOOpEe Ha3BaHMsS pabOTHl ClIEAyeT IOMHHUTb, YTO OHO JIOJDKHO OBITh SICHBIM,
oubnuorpaduyeck TOYHBIM, COJIEPXKATEIBHO OIpPEJCICHHBIM, MPOOJEMHBIM, KOMIIAKTHBIM U
JUTEPATYPHBIM.

OO0s3aTenbHBIMU  CTPYKTYPHBIMU 3JIEMEHTAMH IMUCbMEHHOW pabOThl SBIISIOTCS BBEJEHHE,
OCHOBHA$l 4acTh, 3aKIIF0YEHHE U OMOIuorpaguueckuil CIuCOK/CIIMCOK UCTOUHUKOB U JINTEPATYPHI.

PaboThl MOTYT BBINOJHATBCSA B pa3HBIX jkaHpax. U ciepyer m3HavaiabHO ONpPENENUTbh ITOT
xaHp. OOHO JAeno, ecnu TOTOBUTCS ydeOHbIH TekcT. OH JOJDKEH MPOJIEMOHCTPUPOBATH HalLy
KBaJTM(HUKAINIO, COOCTBEHHO HCCIIEIOBATEIbCKHE PE3YIbTaThl TaM JKEJIaTEeNIbHbI, HO HE 00s3aTeIbHBbI.
Hpyroe - ecnu pedb HJIET O CAMOCTOATEIHLHON HCCIEIOBATEIbCKON paboTe, KoTopas oOpalieHa K
npodeccuonanaMm. TpeTbe - ecnu Mbl 33aJyMalyd TaK Ha3bIBAEMbIM HAay4HO-IOMYJISPHBIM TEKCT,
KOTOPBIN apecoBaH HE TOIHKO MPO(eCcCHOHaTBHOM, HO U 00JIee MPOKON ayAUTOPHH.

OOyuaromuiicss J0JDKEH MNPOJEMOHCTPUPOBAaTH B KOHTPOJBHOM  paboTe  BiajacHHE
TEPMHUHOJIOTMUECKUM  amllapaToM  MEXIUCHUIUIMHAPHOCTH, 3HAHWE METOJO0B  COLHUANIBbHBIX,
IYMaHUTapHbIX, €CTECTBEHHOHAYYHBIX JUCIUIUIMH, IPUMEHSEMBIX B HUCTOpUOTrpaduueckod u
HMCTOYHUKOBEAUECKON mpakTuke. [Ipy 3TOM aKTHBHO HCIMONB3YIOTCS MOJYYEHHBIE B XOJI€ OCBOEHUS
JUCLMIUIMHBI 3HAHUS MEXAUCHUILTUHAPHBIX MOXO0/I0B, UCIIOJIB3YEMBIX B UCTOPHOTpapuu U3ydaeMoil
TEMBbI U POJACTBEHHOH €l mpoliemMaTuke.

CrpykTypa paboThl JOJKHA COOTBETCTBOBAThH YTBEPXKIACHHOMY PYKOBOAMTENIEM IUIaHYy U, Kak
MPaBWJIO, COCTOSATh M3 CIEAYIOIIUX YacTel: TUTYJIBHOIO JIMCTA, OTJIaBJICHHs, BBEICHUs, 0003HaAUCHUI
U COKpalleHuil (mpu HeoOXOIUMOCTH), OCHOBHOM 4acTH (TJ1aB M maparpadoB), 3aKJIIOYSHHS, CIIUCKA
WCIOJIb30BAaHHOM JUTEpaTyphl W HCTOYHHUKOB, MPUJIOKEHUH, BCIIOMOTATENbHBIX yKazaTene (mpu
HE00X0IUMOCTH ), TpaprUeCcCKON YacTH (MILTIOCTPALIMOHHBIN MaTepua/pe3eHTalus).
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[Ipunoxxenue 1. AHHOTaLUA
paboueii mporpaMmsbl AUCIUIUIAHBL

AHHOTAIIAA PABOYEH ITPOT'PAMMBI JIJUCIIUILIUHBI

JucuuiuinHa peanusyeTrcst Ha (akKyJIbTeTe apXHUBOBEIEHHS M JOKYMEHTOBEICHHS Kadempoi
JOKYMEHTOBEICHHS], ay TMOBU3YaJIbHBIX U HAYYHO-TEXHUUYECKUX apXHBOB.

[lenb AMCUUIUIMHBI — W3y4YE€HUE 3aKOHOMEPHOCTEH NOKYMEHTOOOpa3oBaHMs, CKJIaJbIBAaHUSA U
Pa3BUTHS CHCTEM JOKYMEHTAILMH, TEOPETUYECKUX U MPAKTUYECKHX MPOOJIEM CO3/1aHUS JOKYMEHTOB
OpraHamMH TOCYJapCTBEHHOW BJACTH, MECTHOTO CaMOYNPABJICHUS W OpTaHU3AIMsIMH JIFOO0H
OpraHU3alIOHHO-IIPAaBOBON (POPMBI.

3agauM AUCHMIIUHBI:

— TI0Ka3aTh B3aMMOCBS3b HHPOPMALIMU U JOKYMEHTA,;

— TPOCIEOUTH SBOJIOIMIO JOKYMEHTa, KaK HOCHUTENs MH(OpMaluu, pa3BUTHE CIIOCOOOB
JOKYMEHTUPOBAHMS U MaTepHaJIOB Ul (PUKCALIMM HHPOPMALIUY;

— IMPOAHAJIU3UPOBATH MPOLECC CKIAbIBAHUS U Pa3BUTHU GOpMyIIsipa JOKYMEHTA;

— NPOAHATU3UPOBATH MPOLECC CKIIAIBIBAHNS U PA3BUTHSI CUCTEM JJOKYMEHTAINH;

— BBISIBUTH M TI0Ka3aTh TEHACHIMHM YHU(PHUKAIMH, CTAHIAPTU3AIUH M KIaCCUPUKAINH KaK
OTAENbHBIX (POPM JOKYMEHTOB, TaK M CUCTEM JOKYMEHTAIMH B LIEJIOM;

— TI0Ka3aTh COBPEMEHHbIE TPEOOBAHUS K COCTABICHUIO U O(OPMIICHHUIO JOKYMEHTOB;

— TPHUBHUTH HABBIKU aHAJN3a JIOKYMEHTA;

— TPHUBHUTh HABBIKM COCTABICHHS JIIOOBIX BHJIOB JOKYMEHTOB M TIPOCKTUPOBAHMUS
YHUQUIUPOBAHHBIX  (GOPM  JOKYMEHTOB, CHUCTEM  JOKyMEHTallUM M  HMH(OPMAIMOHHO-
JOKYMEHTAIIMOHHON CHCTEMBI YUPEXKIEHHS B LIEJIOM.

JucuumuinHa (MOyJb) HanpaBjieHa Ha (JOPMUPOBAHHE CIEAYIONMX KOMIIETSHIIUH:

OIIK -2.3. Pemiaer ympaBieHUeCKHe 3aJaud B cdepe MOKYMEHTALMOHHOTO OOecreueHHs
yIpaBJIEHUS] U apXUBHOTO Jeja

OIIK -3.3. VMcnonb3yeT B3aUMOCBSI3M JOKYMEHTOBEIEHHUS U apXUBOBENEHUS CO CMEKHBIMU

HayKaMH ¥ HAYYHBIMH JUCLUILUIMHAMHU
B pe3ynbraTe 0CBOGHUS TUCHMILIMHBI (MOIYJIs) 00yUYaIOIIMNACS JTOJIKEH:

3HaTh:

(GyHKIMH TOApa3AeICHUH B chepe TOKYMEHTAIMOHHOTO 00eCTIeueH s YIIpaBIeHus U
apXUBHOTO JIeNa;

CMCIKHBIC C JOKYMCHTOBCIACHUCM U AapXUBOBCACHHUECM HAYYHBIC JUCHHUIIIINHBI.

YmMmern:

BBINIOJHATH PabOTy MO JOKYMEHTAI[MOHHOMY OOECHEYeHHI0 YIpPaBIEHUS MU apXUBHOMY

XPpaHCHUIO,
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BBISIBJISITH B3aMMOCBSI3H MEXKIY JOKYMEHTOBEICHUEM, apXUBOBEJCHHEM U IPYTHUMH HaYYHBIMU
JUCHATIINHAMHU

Baanern:

HaBbIKaMU BbIOOpa HanboJsiee ONTUMAIBLHOTO PEIIeHHUs YIpaBICHUECKUX 3aa4 B cdepe
JTIOKYMEHTAIMOHHOTO O0ECTIeUeHHs yIPaBJICHHS U apXUBHOTO JIeTa;

HaBbIKaMU MHTCPIIPETANN 3HAHUH B O6HaCTI/I CMCIKHBIX HAYYHBIX JUCHUIIINH ITPU PCUHICHUEC
3a51a4 B chepe JOKYMEHTOBEICHHUS M apXUBOBEICHUS.

[To qucuMnIuHe MpeaycMOTpeHa MPOMEXYTOUHas aTTecTalus B popMme 3auera Bo 2 ceMecTpe
Y DK3aMEHa B 3 ceMecTpe.

OO6mias TpyA0EMKOCTh JUCIUIUIUHBI COCTABIISIET & 3.€., 288 aKkaaeMUYecKUX 4acoB.
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