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1. IMosicHuTEILHAA 3aAIMCKA

1.1. Heanb u 320294 AUCHUILIHHBI

He.]Ib AUCHUIIJIMHBI — U3YUCHUC 3aKOHOMepHOCTeﬁ I[OKYMCHTOO6pa3OBaHI/I5I, CKJIaAbIBaAHHUA U
PasBUTHUA CUCTEM AJOKYMCHTALIUHU, TCOPCTUUCCKHUX U IMPAKTUYCCKUX HpO6JIeM CO3aHuA JOKYMCHTOB

opraHamMu rocyaap CTBEHHOM BIJIACTH ,

OpTraHU3aIOHHO-TIPABOBON (hOPMBI.

3amauu JUCHUILIMHBI

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

— TPOCIEOUTH SBOJIIOIMIO JOKYMEHTA, KaK HOCHUTENS WH(OPMAIMH, pa3sBHUTHE CIOCOOOB
JOKYMEHTHPOBAHUS U MaTepHaoB Juis (UKCAH HH(POPMAIIUH;

— TIPOAHAIU3UPOBATH MPOIECC CKIIAIBIBAHUS U Pa3BUTHS HOPMYIIIpa JOKYMEHTA;

— IIpOaHAIM3UPOBATH IIPOLECC CKIIAABIBAHUA U PA3BUTHSA CUCTEM JOKYMEHTALIUU;

— BBIABUTH M II0Ka3aTh TCHACHUWH YHH(UKAIMM, CTaHAAPTU3AIMH U KIACCH(PHUKALUHN KaK
OTACIBHBIX q)OpM AOKYMCHTOB, TaK U CUCTEM JJOKYMCHTAIINU B LICJIOM,

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

— IIPUBHUTH HABBIKW aHaJIM3a JOKYMCHTA,

— TpUBUTH
YHUPHUIUPOBAHHBIX

HaBBbIKHU

dopM  JTOKYMEHTOB,

,HOKYMGHTaHHOHHOﬁ CUCTEMBI YUPCIKICHHUS B LICJIOM.

MCCTHOI'0 CaMOYIIpaBJICHUA MW OpraHHu3alusIMU JII000H

COCTaBJIEHHS JIFOOBIX BUJ0OB JHNOKYMCHTOB W IIPOCKTUPOBAHUA
CUCTEM

JOKYMEHTalluu W WH(OPMAIMOHHO-

1.2. Hepeqeﬂb IVIAHUPYEMBIX pE3yJIbTAaTOB oﬁyqe}mﬂ o JTMCHMIIVIMHE, COOTHECCHHBIX C
HHAUKATOPaAMH JOCTHKCHHUSA KOMIIeTEeHIINii

KoMnerennus NHaukaTopbl KOMIIETEH U Pe3yabTarhl 00yueHust
(xom u (ko1 1 HANMEHOBAHHE)
HAaMCHOBAHHE)

OIIK-2. Cnocoben
HaXOOUTh
OpraHU3aIMOHHO-
yIpaBIeHYeCKHE
peleHuHsI npu
pelieHUH 3a7ad B
chepe cBOEH
npodeccroHanbHOM
JeSITEIIbHOCTH

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

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

YMeThb: BBINOIHATH pabOTy 1O
JOKYMEHTALMOHHOMY 00€CIIeYeHUI0
yIpaBJIEHUS U apXUBHOMY XPaHEHUIO
Bnaners: HaBpikamMu BbIOOpa Hamboee
ONTUMAJIBHOTO PELICHUS YIIPaBIEHUYECKUX
3a/1a4 B cepe JOKYMEHTAI[HOHHOTO
oOecrieueHMs ypaBJIeHUs] M apXUBHOTO Jiena

OIIK-3. Cnocoben
MIPUMEHSTh
TEOPETUYECKHE
3HAHUSA UL
pelieHus
IIOCTABJIEHHBIX
3a7a4 B o0J1acTu
JOKYMEHTOBEICHHUS
Y apXHUBOBEJICHUS

OIIK -3.3. Ucnons3yer
B3aUMOCBS3U JOKYMEHTOBEICHUS
Y apXHUBOBEJICHUS CO CMEKHBIMU
HayKaMH U HayYHBIMH
JTUCHUTITMHAMU

3HaTh: CMEXHBIE C IOKYMEHTOBEIEHUEM U
apXUBOBE/ICHUEM Hay4YHbIE JUCIUIINHBI
YMETh: BBIABIATH B3aUMOCBSA3H MEKIY
JIOKYMEHTOBEICHUEM, apXUBOBEJACHUEM U
JpPYTMMH Hay4YHBIMH JIACLHUIUIMHAMU

BuiazeTs: HaBpIKaMU MHTEPIPETALNY 3HAHUN
B 00JIACTH CMEXHBIX HAYYHBIX AUCIUILIUH MIPH
perieHue 3a1a4 B chepe T0KYMEHTOBEICHUS U
apXUBOBEICHHUS




1.3. MecTO THCUMILIMHBI B CTPYKTYpe 00pa30BaTeIbHON NPOrpaMMbl

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

Jlis OCBOEHHUS AMCLUUIUIMHBI HEOOXOAMMBI 3HAaHUS, YMEHUS U BIAJeHUs, CPOPMUPOBAHHBIE B XOJ€
W3YyYEHHUS CIEeNYIOIIUX TUCHUIUIMH W TPOXOXAeHus npaktuk: «Mcropus», «MupopmanroHHas
IBPUCTHKA», «OCHOBBI POCCUICKOIO IIpaBa».

B pesynbpTare ocBOSHUS TUCHHUILTHHBI ((OPMUPYIOTCS 3HAHUSA, YMEHUS U BIAJCHUS, HEOOXOAUMBIC IS
U3YYCHMs] CIEAYIOIMUX JUCLMILIMH U NPOXOKIACHUS NPAKTUK: «ApxuBoBelneHue», «OpraHusanus U
TEXHOJIOTUSI  JOKYMEHTAIlMOHHOTO oOecneueHust  yrpasieHus», «OpraHu3anoHHbIE OCHOBBI
CTaHJApTH3alMM JTOKYMEHTALlMOHHOTO OO0€CleUYeHUsl YINpaBJIeHUs», ydeOHas (O3HAKOMUTEIbHAs)
IIpaKTUKa, MPOM3BOACTBEHHAs IIpakTUKa (HAy4dHO-UCCIIeoBaTeabCKas paboTa), HpeIIuIuIOMHas
IIPAKTHUKA.

2. CTpyKTYypa AMCHHUIIJIHHBI
OO6mmas Tpya0EMKOCTh TUCIUTUIMHBI COCTaBIseT 8 3.¢., 288 akageMHuecKux 4acoB.

CTpyKTypa AMCHMILIMHBI I 04YHOH GopMbI 00ydYeHHUs

OO0pvemM pucuUIUIMHBL B (popMe KOHTAKTHOM paboThl OOydaromMXCsl C MeJarorn4ecKuMu
paboTHUKaMu W (WJIM) JMIIAMH, MPUBJIEKAEMBIMH K pean3alud 00pa30BaTeNbHOW MPOTpPaMMBbI Ha
UHBIX YCIIOBUSIX, P ITPOBEACHUH YUEOHBIX 3aHATHI:

Cemectp | Tum yueOHBIX 3aHITHN KomuuectBo
4acoB
1,2 Jlexun 64
1,2 CemuHapbl/J1a00paTOpHBIE PaOOTHI 96
Bcero: 160

O0BeM TUCIHIUTMHBI B (pOpMe caMOCTOSATEIbHON paboThl o0ydaronmxes cocrapisier 110
aKaJeMHYeCKHX 4acoB, KOHTPOIb — 18 yacoB.

CTpyKTypa AUCHUILIMHBI JJI51 04HO-3204HOI (popMBbI 00yUeHUs

O6bemM auctUIUIMHBL B (OpME KOHTAKTHOM pPabOThl 0OydYaromuxcsi ¢ TMeAarormuecKuMu
paboTHUKaMu ¥ (WJIK) JUIAMH, TPUBIEKAaEMBIMH K pealu3alud o0pa30BaTeIbHONW MpOTrpaMMbl Ha
WHBIX YCJIOBUSX, IPU MTPOBEICHUH YUCOHBIX 3aHSITHI:

Cemectp | Tun yueOHBIX 3aHITHI KomnnuectBo
4acoB
1,2 Jlexunu 38
1,2 Cemunapbl/nabopaTopHblie paboThI 58
Bceero: 96

O06beM AUCHUILTUHBL B (pOpMe caMOCTOSATENbHON paboThl o0yJaronmxes cocrapiser 174
aKaJeMHYECKHX Jaca, KOHTPOJIb — 18 Jacos.

CTpyKTypa AMCUMIJIMHBI IS 3204HOH (pOPMBI 00yUeHU S

O6pvemM puciumIMHBL B (popMe KOHTAKTHOM paboThl OOydaIOMIMXCSl C TMeJarorm4ecKuMu
paboTHUKaMu | (WIK) JUIAMH, TPUBIEKAEMbIMH K peaju3aluu 00pa30BaTelbHONW MpOrpaMMbl Ha
WHBIX YCIIOBHSIX, P MTPOBEACHUHU YUEOHBIX 3aHATHI:

Cemectp | Tun y4eOHBIX 3aHATHI KonuuectBo
4acoB




1 Jlexnun 24
1 CemuHapbl/1a00paTOpHBIE PAOOTHI 40
Bcero: 64

O0beM JUCIUIUTUHBL B (POpME CaMOCTOSATENbHON PabOThI 00YJYaAIONIMXCs COCTaBIsAeT 215

AKaJICMHUYCCKUX YaCOB, KOHTPOJb — 9 yacos.

3. Conep:xxaHue TUCUUILIHHBI

Ne [ HammenoBaHme pa3jaesia
JTUCIHHUIIINHEI

Conep:kanue

1 | Pazoen | Haznauenue oucyuniumul,
UCTNOYHUKU U TUMepamypa

1.1 [Ipenmer, colepKaHue, 3aJ1a4n
JUCIUIUIMHBI U METOJIbI €€ N3y4eHUSs.

JloxymeHT - OCHOBHOU 00BEKT
JIOKYMEHTOBEIUECKHUX MCCJICIOBAHUH. Pounb
JOKYMEHTa B JKWU3HHM 4YelIOBEKa W O0OIIecTBa.
JlokyMeHTHI B cpepe mpaBa U ynpaslieHus. BrnusHue
HAyYHO-TEXHUYECKOH PEBOIIONUU Ha Pa3BUTHE
nokymeHTta. PasButue ¢dopmynsipa JOKyMEHTA.
HayuyHo-ucropudeckass u TpakTHYeCKas IEHHOCTh
JIOKYMEHTA. MeTto bl UCCIIeTOBAHUS
JIOKYMEHTOBEAUECKUX TpobieM. OOmeHay4dHble U
cnernuanbHple MeToabl. CTaHOBJIEHHE U Pa3BUTHE
JIOKYMCHTOBEACHHUSI KaK HAyYHOW JUCIUTUIHHEIL.
CBs13b JOKYMEHTOBEJIEHUS C Teopuer nHpopMaIu,
aApPXUBOBEACHUEM " HMCTOYHUKOBEICHHUECM.
Hcnonp30BaHre TOKYMEHTOBEIECHUEM JOCTHUKCHHIMA
WH()OPMATUKH, WCTOPHYECKON  HAyKW, IIpaBa,
JUHTBUCTUKH, TEOPUM VYIOpPABIEHUS U APYTUX
HAYYHBIX JUCIHIUIAH. POJb JOKYMEHTOBEICHHUS B
COBEPIIICHCTBOBAHUH MTPOIIECCOB YIIPABICHUS.

1.2. ICTOYHUKY ¥ JINTEpaTypa

3akoHOAATeNbHbIE  aKThl, = HOPMATHUBHBIC

marepuanbl XVI — nHau. XX B. IlucbMOBHHKH.
Metonuueckue pa3paborku. PykoBoacTtBa 1o
JIEJIONIPOU3BOJICTBY.

3aKkoHO/MATENbHBIE, TIPABOBBIE  AKTHI H
HOPMaTHUBHO-METOJINYECKHE JIOKYMEHTBI
Poccuiickoit denepanuu. Konctutynus
Poccuiickoit denepanuu. Konekcsl PO,

KOHCTUTYLMOHHBIE U (pesiepabHble 3aKOHBI, YKa3bl,
[TocTanoBnenus [IpaBurenscTBa u UHBIE
HOpPMATHBHbIE  JOKYMEHTBL.  ['OCyIapCTBEHHBIE
CTaHJapPTHI, HOPMAaTHUBHO-METOINYECKUE
JOKYMCHTHI — PCIIIaMCHTEI, IIpaBujia, MHCTPYKIIHUU U
np. Ilepuoanueckme  u3ganus.  CrpaBoOYHbIE
n3nanud. Jlureparypa.

2 | Pazoen 2 [lokymenm, eco ¢hynxyuu
U cnocobbl OOKYMEeHMUpoB8aHusl

2.1. ITousaTus «MHGOPMALIUD» U «TOKYMEHT»
[onatus «mHbOpMAIHSI» ¥  «IOKYMEHT.
Ces3p  uHpoOpMamMu H  JOKyMeHTa.  Pounb
WHGOpPMAIIMK B CONMAIBHBIX M DIKOHOMHYECKHX




nporeccax. MHdopmarus Kak OCHOBA TPHHSITHS
YIIPaBJIEHYECKOTO PEILICHHUS.

Bo3HukHOBEHUE JIOKYMEHTA, €ro
Ha3Ha4YCHHUE. [TonsiTne «JIOKYMEHT, ero
Tparcopmarus. JJOkyMeHT - 00BEKT UCCIIeIOBAHUS
TEOPETUYECKUX W  MPUKIAIHBIX  JAUCLUIUIMH.
[IpaBoBoii, YIIPaBJICHUYECKUI HUCTOPUYECKUI
aCIIeKThl B ONpENEIeHUU JOKyMeHTa. Pacimmpenue
MOHSATUSL <«JIOKYMEHT» C PpPa3BUTHUEM HayKu U
TeXHUKHU. lIOHATHE «BIEKTPOHHBI JOKYMEHT).
Ormpenenenre JOKYMEHTa B TOCYJapCTBEHHBIX
CTaHJapTax. [lonsitue «JIOKYMEHT)» B
JIOKYMEHTOBEICHHH.

3akoHOAaTeIbHbIE aKThl 00 00s3aTENILHOCTH
nokymeHTtupoBanus uHpopmarmu.  HasHauenue
JTOKYMEHTHON uHpopMmaruu. DakTopsl, BIUSAIOLIUE
Ha WHOOPMAIMOHHYIO IIEHHOCTh JIOKYMEHTOB.
3aBUCHUMOCTh LIEHHOCTH MH(GOpPMAIUU OT MOJIHOTHI,
00BEKTUBHOCTH, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH
nepeAayd M MOJYYEHHUs, NEPUOAUYHOCTU WIIU
4acToThl nepeaaun. OmnepaTtvBHAs U HUCTOpUYECKAs
(peTpocrnieKTuBHAs1) JOKYMEHTHasi MH(OpMAaLUs KakK
ennHas nH(OpMalMOHHAs CUCTEMA.

2.2. OyHKIUYU JTOKYMEHTOB

[lonstue «pyHKIIUSA JIOKYMEHTa.
3aBUCHUMOCTb  IIOHATHA  «JOKYMEHT» OT  €ro
GyHKIMH. 3HaueHue U3Yy4YEeHUs byHKIUN
JIOKYMEHTA. HNudopmannonHas byHKUIMA

JOKyMEHTa KaK CpeACTBO  3aleyariieHuss |
coxpaHeHus uHpopmarmu. CouunanbHas QYHKUIHSA
nokymeHrta. KynbTypHas ¢yHKOUS JOKYMEHTA.
KommyHukaTuBHas  (QyHKUMS  KaKk  CpEICTBO
nepenayu nHpopmanuu.

VYnpaBieHuyeckast GyHKIUS U €€ 3HaUCHUE B
opranuzaiuu ynpasieHus. IlpaBoBas ¢QyHKIMS.
Oynknua yuera. @DyHKOMA JOKYMEHTAa  Kak
HUCTOPUYECKOIO0 MCTOYHMKA. (DYyHKIMU INOCTOSHHO
JeicTByomye U (QpyHKIMKM onepaTuBHble BnusHue
GyHKUMH ~ JOKYMEHTa Ha  €ro  CTPYKTYpy.
[TonudyHKIMOHATIBHOCTD JOKYMEHTA.

2.3. CriocoOb! TOKyMEHTHPOBAHUS

3ByKoBasi peub, €€ BO3MOXHOCTH U
HEJOCTaTKM B  3aKpeIUICHMM M Iepejade
uHpopmanuu. [IpenMeTHbI U 3HAKOBBIA CIIOCOOBI
nepegaun  cooOmenuil.  IlonstTne  «cmoco6»
JOKyMeHTHpoBaHus.  Mcropuueckuil  Xxapakrtep
JOKYMEHTOB W JOKYMEHTHUPOBAaHHA.  OTallbl
pa3BUTHSA CIIOCOOOB TOKYMEHTUPOBAHHUS.

HauepratenbHplii crnoco0 3akpemieHus u
nepenayu uHpopmaruu. TekcroBoe
nokyMeHTHpoBaHue. ITukrorpaguyeckoe mucbMo H
ero ocoOeHHocTu. Jlororpaduyeckoe MNHUCHMO




(umeorpaduyeckoe MHUCHMO), €ro JOCTOMHCTBA U
HepocTaTKu. [IpUMEHEHHE MHKTOrpaguIeckoro
nororpau4eckoro MHChMa B HACTOSIIEE BpeMsl.
CrnoroBoe nmucbMo. Bo3HHKHOBEHHE (POHETHIECKOTO
(OyKBEHHOTO) MUCHMA.

Pa3ButHe rpadukM  PycCKOro  MHChMA.

Crenorpadusi. [Tpumenenue TEKCTOBOT'O
JIOKYMEHTHPOBaHHUS.
TexHnueckoe JOKYMEHTHUPOBAHHUE.

OcHOBHBIE TpPYIIBl TEXHUYECKOH JOKYMEHTaIUH.
Buner  texnmdeckmx — gokymeHToB.  OOnactm
MPUMEHEHUS TEXHUYECKOT0 IOKyMEHTHUPOBAHUSI.

DOTOJOKYMEHTHPOBAHUE. 3HaueHue
dotorpaduu kKak crocoda Gukcanuu HHOPMAITUH.
[Tpumenenne GOTOTOKYMEHTOB.

KuHonokyMeHTHpOBaHHUE. [Tonsitue
«KUHOJOKYMEHT). Buast KHUHOJIOKYMEHTOB.
Buneozamuce.

DOHOIOKYMEHTHPOBAHUE. Ero
0COOCHHOCTH, 00JIACTH MPUMEHEHHUSI.

JlokymeHTHpOBaHuE c MIPUMEHEHUEM

MH(OPMALIMOHHO-TOTHYECKUX MAIlIKH.

CoBpeMeHHbIE CIIOCOObI TOKYMEHTUPOBAHUS
C MCMOJIb30BAHMEM HOBBIX TEXHOJIOTHIA.

2.4.MatepuasibHbIe HOCUTETN HH()OPMAIIH

Hocutenn  uapopmanmm.  JlpeBHeime
MaTepuaibl Ui nucbMa Marepuaisl 1 NUCbMa B
[lepenneit  Asum  (KIMHOMHCHBIE  TAOJHWYKH).
Uzrorosnenue U IpUMEHEHHE nanupyca.
Hcnonb3oBanue JuUisi MUCbMa MepraMmeHTa, 0epecTsl
U JIpyrux marepuanoB. M3o0pereHue Oymaru, ee
JIOCTOMHCTBa,  OOYCIIOBUBIIHE  IOBCEMECTHOCTb
pacnpoctpaHeHus. BopsHble 3Haku (Quiurpasn).
CpenctBa M opynusi NMUCbMa M MX BIMSHHME Ha
pasBuTHE rpadUKu MHUChMa.

Matepuassl TUISt TEXHUYECKOT O
JIOKYMEHTHUPOBAHHS. Matepuainsl JUISI
(OTOKMHOOKYMEHTHPOBAHHUS. Buneorpammsi.
Martepuanst JUISL (OHOTOKYMEHTHPOBAHUS.

Komnerotepasle HocuTenu uHpopMmanuu. BnusHue
HocuTenss MHGQoOpManmuu Ha JOJNTOBEYHOCTb U
CTOMMOCTb JIOKYMEHTA.

Pasoen 3 Ilpusnaku ookymenma

3.1. OpuruHanbHOCTH JOKYMEHTA

[lonsiTe opuruHana, TpU3HAKW OpPUTHHANA.
YMHOXEHHbIE OpUTHHAIBI. UepHOBUKH U OEOBUKH
TEKCTOBBIX JOKYMEHTOB. ABTorpadsl. Pemaxiuu.
OpuruHansl KUHO U (OTOIOKYMEHTOB. OpHUTrHHAIIBI
(OHOJJOKYMEHTOB. OpuruHanbl  TEXHUYECKHX
JIOKYMEHTOB, OPUTHHAJ 3IEKTPOHHOTO TOKYMEHTA.

[lonatne «nomnmmHHMK». IlomnuHHBIE U
MOJUIOKHBIE JTOKYMEHThl. Bujpl danbcudukanmu




JIOKYMEHTOB. danbcuduxanms COJICpKAHUS.
Nutepnonamnus danbcudukanms cocTaBa
yA0CTOBEpEHUs, OJIaHKa.

3.2. KonuiiHOCTh TOKYMEHTa

[TonsTusa «xonus». Mctopuueckoe pa3BUTHE
Konuid. Buabl Komuid, onpeaensemMbie Cioco0oM Ux
BocrpousBeieHus. Komnuu, paznuuumele 1o crnocoOy
ux ypocroBepeHus. [lopsgok odopmileHHs] KOIUH.
KOpuandaeckas cuna korumid. J[yonukar.

Pa3zoen 4 Cmpykxmypa ookymenma

4.1. ®opMyIsip TOKyMEHTA U €r0 COCTABHBIE
qyacTu

Ilonatne  «pexBusur». IlocTosiHHBIE U
nepeMeHHble pekBU3uThl. [loHsiTHe «opmymspa
JIOKYMEHTay. Ocobennoctu dbopmysipa
JIOKYMEHTOB, MOJIyY€HHBIX Pa3IU4YHBIMHU CIIOCOOAMHU
JOKYMEHTHUPOBAaHUs (TEKCTOBBIMU, MAaIIMHHBIMH,
KHHO-, doto-, ¢doHo-, TEXHUYECKUMH ).
WNHauBuyanbsHbIA u THIIOBOU bopmyisap
nokymenta. @opmynsap — oOpasel, ero 3agadyud B
yHUUKaIuU TpeOOBaHUM K pEKBU3UTAM JIOKyMEHTa
U UX PaCIOIOKEHHIO.

4.2. Co3ganue W pasBUTHE TPaIUIIMOHHON
dbopMBbI TOKyMEHTa

®opmynsp TekctoBoro aokymenta XVI -
XVII BB. BiusHue Tpaaumuii W 3aKoHa Ha
ckianeiBanue (opmynsipa noxkymenta. Cnernmduka
0003Ha4YeHHs] HAUMEHOBAHMUS BHUIA JOKYMEHTa,
yKa3aHME€ aBTOpa M COCTaBUTENs JOKYMEHTA.
O6o3Hauenue anpecata. OcoOEHHOCTH JAaTUPOBKU
JIOKyMeHTa. MecTto ®  Xapakrtep  MOINUCEHN
JIOKYMEHTa, «CHpPaBbl» M «IPUIHCH», aBTOPCKas
noanuck. Buasl nevareit. OTMETKH Ha JOKYMEHTAX.
TpaauLIMOHHO CIIOKUBLIAACA CTPYKTypa TEKCTa U
OCOOEHHOCTH M3JI0KEHUSI COACPKAHUS Pa3TUUHBIX
BUJIOB JIOKYMEHTOB.

®opmysp TekctoBoro nokymenta XVIII B.

3aKOHOAATENbHBIE U HOPMATHUBHBIE AKTHI O
COCTaBJIEHUH U O(POPMIIEHUU JTOKYMEHTOB. BiusHue
UEepapXuM «BJIacTedl U MECT» Ha pa3BUTHE BUIOB U
paszHoBuAHOCTEel. OO0O3HaUeHNE aBTOpa U €ro0 MECTO
B opMyJIsipe TOKyMEHTA.

Texct nokymenTta. Posb 3akoHOmaTENbHBIX
aktoB  XVIII B, B  yHUpHKaIMM  TekcTa
OTpe/IeNIEHHBIX BUIOB JOKYMEHTOB. [IMCHhbMOBHHKH,
COOpHHKM OOpa3IOBBIX TEKCTOB. 3arojoBOK K
TEKCTY, €ro HazHadeHue u mecto. Ckpena. [leuatn n
npaBuia MOJb30BaHUA UMH. OTMETKH, MX BHJBI,
Ha3Ha4YeHHe U MeCTO B hopmMyIisipe.

@opmynsip TekcToBoro jaokymeHta XIX -
Hayaima XX BB.

PernamenTanusi 3aKOHO/ATENbHBIMU aKTaMHU
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HOpsiIKa COCTaBJICHUS M O(GOPMIICHHS JOKYMEHTOB
O0o3HaueHue BUAA, aBTOPA JOKYMEHTOB, X MECTO
B popmyiisipe. [losiBnenue Gnanka.

OcobeHHOCTH aJpecoBaHUs JOKYMEHTOB U
opopmnenue garel. V3mMeHeHue B - MOpsIKe
opopmieHHs ~ MOANUCH  Pa3IUYHBIX  BUJOB
NoKyMeHTOB. IIpocraBiieHne mnedareid. Xapakrep
OTMETOK Ha JIOKyMEHTaXx.

CrpyKTypa TeKCcTa JOKYMEHTA.

OO6mmerocynapcTBeHHAs yHUDHKAIHS
JIOKYMEHTOB ¥ CTPYKTYPBI TEKCTOB.
4.3. dopmysip YIPaBJICHYECKOTO

nokymenta XX-XXI Ba.

Bonpochl 10KyMEHTUPOBaHUSA, COCTaBIECHUS
U 0pOpMIICHHS JOKYMEHTOB B 3aKOHOAATENBHBIX U
HOPMATUBHBIX aKTaX. YHU(QUKaLUS JOKYMEHTOB.
Bnyrtpusunosas yHUPUKALUS. Pazsurue
yHH(UKAIUU W  CTaHJAPTU3AMUN  JOKYMEHTOB.
['ocynapcTBeHHbIE CTaHAAPTHl HA  JOKYMEHTBI.
Oco0eHHOCTH OpraHu3alMOHHO-PACTIOPSIAUTEIbHBIX
JIOKYMEHTOB. I'oCT P 7.0.97-2016
«Opranu3alMOHHO-PACIOPAAUTENbHAS
JokyMeHTauusi. TpeGoBaHust K  OQOPMIICHHIO
JIOKYMEHTOBY. PexBHU3UTEHI JOKYMEHTOB,
nepeuncisieMble B «lIpaBuiax 1esonpous3BoJCTBa B
(benepanbHBIX OpraHax MCIOJTHUTEIBHOW BIACTH» U
“MeToIMYecKUX pPEeKOMEeHJaIusl 1o pa3paboTke
MHCTPYKIHH 110 JIETIOTPOU3BOACTBY B (heiepaIbHbIX
OpraHax MCHOJHMUTEJIBHOM BiIacTu’”.

brnank nmoxymenrta. Bumesr GmankoB. CoctaB
OnaHKa, MOPSAOK pPACHOJOXKEHHS PEKBU3UTOB B
Onanke. brmaHKM ¢ yrIIOBBIM M MPOJOIBHBIM
PacroIoXKEeHUEM PEKBU3UTOB. [TpaBuna
KOHCTPYUPOBAHUS OyaHKa. bianku c
n300pakeHNeM TrocylapcTBEHHOro repba u repba
cyobekTa denepamum.

ABtop nokymenTa. llopsimox o6o3HadeHus
HAaUMEHOBAHMSI OpraHM3alMM-aBTOpPa JOKYMEHTA.
CrpaBouHble JaHHble 00 aBTOpe, HUX COCTaB,
pa3MenieHue Ha  OiaHke. ABTOpPBI  JIMYHBIX
nokymeHToB. Iloanuch, mneware Kak MPU3HAKH
aBTOpa.

Bun nmokymenra, ero pasButHe. Bunisl
JIOKYMEHTOB, OIpe/essieMble 3aKOHOAATEIbHBIMU U
HOPMAaTUBHBIMU akTaMu. CBSA3b BUAOB JOKYMEHTOB
u  GyHKUMH ~ yhnpaBieHMs.  YKa3zaHue — Buja
JIOKYMEHTa, €ro MeCTO U Ha3HaueHue B (hopMmyisipe
JIOKYMEHTa. 3aBUCUMOCTh ()OPMBI IOKYMEHTA OT €ro
BUJIA.

O6o3HaueHune ajpecara. [TpaBuiia
HalMCaHUs aJpecaTa U MECTO YKa3aHMs ajpecara B
dbopmynsipe  nokymeHTa.  Otpaxkenue  chepbl
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JIEUCTBUSL JTOKYMEHTa B ero anpecare. llopsamok
odopmiIeHUS JIOKYMEHTa c HECKOJIbKUMU
anapecatamu. Ilopsnok odopMIICHHS TOYTOBOTO
azapeca.

Jlatra noxkymeHTa. 3Hau€HUE JaTHUPOBAHUS
JOKyMEHTa.  ABTOpCKHE JaThl  (COCTaBlIEHHE,
MOJINMCAHUE), AAThl, OTHOCALIUECS K COAEPIKAHMIO.
Jatbl, xapakTepusylouue »>JeMeHTa ¢opMyspa.
JlaTel 00paboTkH JOKYMEHTOB. [Topsimox
odopMIICHHSI J1aT.

Cocras yA0CTOBEpEHUS JIOKYMEHTOB.
Haznauenne mnonmucanus nokymeHTOB. IIpaBuia
NOJANUCH  JIOKYMEHTOB  pa3jM4YHbIX KaTEropuil.
Mectro noamucu B (dopmyisipe  JOKYMEHTA.
OnexTpoHHas nmoanuch. OTMeTKa 00 3IIEKTPOHHOU
MOJTHUCH.

[Teyatn u ux HazHauyeHWe. Buapl meyareu.
I'ocynapcrBenHast repOoBas neyarb.
3aKOHOJATENHCTBO 00 U3TOTOBJICHUH u
[0JIb30BaHUK TnedarssMu. llopsaok mpocraBiaeHUs
OTTHCKA MeYaTH Ha JJOKYMEHTAaX.

YTBepxkaenue  JokyMeHTOB.  CmocoObl
yrBepxkaeHus. CoctaB  rpuda  yTBepKIeHUs,
nopsiIok ero odopmieHusi, Mecto B (GopmyJsipe
JIOKYMEHTA.

CornacoBanue nokymeHnTa. [lopsaok u Bujibl
coriacoBanus. Busbl u Tpud cornacoBaHus, UX
odopmiieHue, MecTo B GOpMyJIsipe JOKYMEHTA.

OtmeTkn Ha JokymeHTax. WX ponb B
MIPOXOXACHUHM U HCIOJIHEHWU JOKYMEHTAa, MECTO B
dopmynsipe  pokymeHnta. Oco0oe  HazHaueHUe
PE30ITIOINH (ykazaHus 1o VCIIOJTHEHUIO
JnokyMmeHTa). TpeGoBaHMe K  COIEpKaHHIO H
opopmiiennto. OTMETKHM O B3SITUM JIOKYMEHTa Ha
KOHTPOJIb, UCIIOJTHEHUH JIOKYMEHTa U JIp.

4.4. TexcT TOKyMeHTa

[ToHsiTHE ~ «TEKCT  JOOKYMEHTa»  MpHU
pa3IMyYHbIX crocobax JIOKYMEHTHPOBaHHSL.
Cuenapuit moarotoBku JokymeHta. CoaepxaHue
MPOCTHIX U CJIOKHBIX JOKYMEHTOB.

[lopsimok H3/I0KEHUs] TEKCTa JIOKYMEHTa.
TpeboBanust 4ETKOCTH U ACHOCTH  TEKCTa
JNoKyMeHTa. Jlormyeckas  CTpYKTypa  TEKCTa.
B3aumocssi3p conmepkanus U (OpMbl JOKYMEHTA.
dopmanuzanus TeKCTa JOKyMEHTa.

OnemeHThl TekcTa. [loHsATHE «3aroJIOBOK»
(HauMeHOBaHHE JIOKYMEHTA). Haznauenue
3arojioBKa, €ro Mecto B (opMyssipe JTOKyMeHTa
[TpunoxeHus K TEKCTy U MOPSAAOK UX OPOPMIICHHUS.

4.5. Yaudukanus TekcTa JOKyMeHTa

YHudukanus AOKyMEHTa Kak OJHO U3
HaIpaBJICHUN ero COBEpIICHCTBOBAHMSI.
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[Tpennoceuiku yHUGHUKAIMA. MeToT yHU(DUKAIIH.

YHudukamus CTpyKTypbl TEKCTa. IJIEMEHTBI
dopmanuzamuu.  DopManu30BaHHBIA  XapakTep
TEKCTOB Y4YETHOM JOKyMEHTaluu. YHUpUKAIHSL
S3BIKOBBIX cpecTB. DOpMbl YHU(DHUKAIIMN: TUIIOBOH,
TpadapeTHBI TEKCTHI, TaOIMIA, aHKeTa, Tpaduku,
JarpaMMBbl.

Pazoen 5 Cucmemol 0okymenmayuu

5.1. CxnagpIBaHNE CUCTEM JIOKYMEHTAIUN

[Tonsarue «cucrtema JOKYMEHTAITUI.
[lpu3naku cucrembl JokyMeHTanuu. OCHOBaHHS
KJIacCU(UKALUU CUCTEM JJOKYMEHTAIUH.

Hcropuueckast 00YCIIOBIICHHOCTh
dopmupoBaHus cHCTEM TOKyMeHTauuu. CHCTEeMbI
JOKYMEHTALUH  YYPEXKACHUH JOPEBOJIOIMOHHON
Poccun.

PazButHe cucTeM — JOKyMEHTamuM  Ha
COBpeMEeHHOM drane. KadecTBeHHBIE W3MEHEHUs
COCTaBa M COJCPIKaHHS CHCTEM JJOKYMEHTALIUH.

l'ocynapcTBenHasi cucreMa JOKYyMEHTAIIHH.
dyHKIMOHANBHBIE CHCTEMBI JOKyMEHTAIINH,
BEJIOMCTBEHHBIE CUCTEMBI WJIH OTPACIIEBBIE CHCTEMBI
JOKYMEHTALUH U X B3aHMOCBS3b.

5.2. YHuduuupoBaHHbe CUCTEMbI
JOKYMEHTaLuH

[lonatne  «yHUUIMpPOBAHHAS  CHUCTEMa
JOKyMeHTauum». Pa3paboTka yHUPHIMPOBaHHBIX
CHCTEM JIOKyMEHTAIIMH - HOBBIN 3Tall B YHUDHUKAIN
U CTaHAAPTHU3ALMH JIOKYMEHTOB. XapaKTepUCTHKA

YHU(PUIUPOBAHHBIX CUCTEM JIOKYMEHTaLUU.
I'ocynapcTBeHHbBIE CTaHapThI Ha
YHUPUIPOBAaHHBIE CUCTEMBI. OnpiT

MEXIyHapOJAHON CTaHIapTU3aLUH TOKYMEHTOB.

[IpoekTupoBanue yHUDULIHPOBAHHBIX (OPM
JIOKYMEHTOB. Merton COJIEpKaTENbHON "
dopmanbHON YHU(DUKAIIIH.

Peructpanus  yHuQUUUMpPOBaHHBIX  (GopM
JNOKyMeHTOB. Ilopsnok BBeneHuss B JCHCTBHE
YHUGUIUPOBAHHBIX (OpPM TOKYMEHTOB. AJIOOMBI
bopM yHHPHUIIMPOBAHHBIX JOKYMEHTOB.

PernamenTanus cocraBa BHJIOB u
Pa3sHOBUAHOCTEN  JIOKyYMEHTOB  ONPEIEIIEHHOTO
KOMILJIEKCa 0 3a/layaM yrpasieHus. Tabens Gopm
JIOKYMEHTOB.

Pa3zoen 6 Op2eanuzayuonno-
pacnopsoumenvHvle u
UHpOpMayUoHHO-CNPABoUHble
OOKYMeHmMbl

YHupuupoBaHHas cucreMa
OpraHu3aIMOHHO-PACTIOPSAAUTETHHOM
nokyMeHTanuu. OCOOEHHOCTH CUCTEMBI, €€ COCTaB.

OpFaHI/ISaHI/IOHHI)Ie JOKYMCHTEI.
[TonoxeHwus, yCTaBbl, PErJaMEHTBI, HWHCTPYKIIHUH,
npaBuia u Ap. TpeOoBaHUA K MX COCTABJICHHUIO H
0(OPMIICHHUIO.

PaCHOpr}II/ITeHLHBIe JOKYMCHTEIL.
ITocTanoBIEHMS, pelLIeHus, IIPUKAa3bL,
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pacriopsikeHus, ykazaHus u ap. [lopsgok ux
COCTaBJICHHS U OPOPMIICHUSI.

WNudopmannoHHO-CIIpaBOYHbBIE  TOKYMEHTHI:
aKThl, CIIPaBKH, JOKIAQIHBIE H OOBSICHUTEIILHBIC
3aIlUCKH, MHUChMA, TEJIETrPaMMbl, TeIC(POHOTPAMMEBL.
Hx cocraBienue u opopmIIcHHE.

OcobenHoct  ohopMIICHUST  JIEATEIBHOCTH
KOJIJICTHAJILHBIX OPTaHOB.

Pazoen 7 Cogepuwencmeaosanue
OOKYMEHMAYUOHHBLX NPOYECCO8

7.1 PernamenTanus MIPOLECCOB
JIOKYMEHTOOOpa30BaHUs

HeobOxomuMocTh perynupoBaHms Ipoiecca
JIOKyMEHTOOOpa3oBaHus. BolsicHeHue U ycTpaHeHue
MPUYMH HEONPABJAHHOTO BO3PACTaHUA BHUJIOBOIO
pazHoOOpa3usi W KOJIMYeCTBAa  JOKYMEHTOB.
YcranoBieHue 000CHOBAHHBIX KPUTEPUEB CO3TAHUS
JIOKYMEHTOB. dakTopsl, ONpeETAOIINE
HEOOXOAMMBIM KOMILUIEKC AOKYMEHTOB. Tumnuzaius
dbopm JIOKYMEHTOB. Pa3pabGorka  HayuyHBIX
KOHIICTIIIMA MeXOoTpacieBoil yHudukamuu (opm
yOpaBlieHYeCKHX A0KyMeHTOB. Co3maHue OaHKOB
JTAHHBIX.

[IpaBoBOE peryiupoBaHue mporiecca
JIOKYyMEHTOOOPa30BaHHUS. dopmbl MIPaBOBOTO
pEryJIupOBaHUs.

7.2. HMcnonb3oBaHUE HOBBIX TEXHOJOTHHA B
JIOKYMEHTUPOBAHUU

BnusiHne — BHeApeHUs  BBIYMCIUTEIBHOMN
TEXHHKHU Ha 00pa3oBaHUE TOKYMEHTOB. JJOKyMeHT B
anekTponHod  Qopme. IIpobGrema  mpaBoBOro
peKUMa JOKYMEHTa, CO3JaHHOTO B JIIEKTPOHHOMN
dbopme. OCOOEHHOCTH COTJIACOBAHMS M TOJIMHACAHUS
AIIEKTPOHHBIX IOKYMEHTOB.

OcoOenHocT co3gaHust U OQOpPMIICHHUS
JIOKYMEHTOB Ha KOMIIbIOTEpE: HCIOJb30BaHue 0a3

JAHHBIX,  CO3JJaHME  IIAOJOHOB,  TEKCTOBbIE
pPENaKTOphl, CJIOBApH, IPOBEPKA TPaAaMOTHOCTH U
opdorpadumu. CoBpemeHHOE IpOrpaMMHOE
o0ecrieucHue.
Pa3zButue cucremsl nepeaaun MHGopManuu
Bo3moxkHoctn  6€370KyMEHTHOTO oOmeHa
uHpopManueil B yIpaBIeHUH.
Paszoen 8. Hayuno-ucmopuueckas ITonsatus: «IIEHHOCTb JOKYMEHTa»,
u npakmuyeckas YEeHHOCMb | «IKCIIEPTU3a LIEHHOCTW. BoznukHOBeHUE
OOKyMeHma SKCHEepTH3bl. BbIpaboTKa MPUHIMIIOB U KPUTEPHUEB

OILICHKH IIEHHOCTH JIOKyMEHTOB.

Buemnss u BHYTpPEHHSA KpUTHKA
JIOKYMEHTOB. AHaJIU3 aBTOPCTBAa, BPEMEHHU, MecTa
BO3HUKHOBEHUHU JIOKyYMEHTAa. AHaNIMU3 COACpKaHUI

JIOKYMEHTA. JlocToBEpHOCTH 51 LIEHHOCTh
JIOKYMEHTA.
JIOKyMEHTBI c MTOBTOPSIFOLIENCS

uH(popManuen. Buasl TIOBTOPSIEMOCTH:




14

nyOJIeTHOCTh, TMOTJOMICHHOCTh, CYMMHpPOBAHUE,
BapUAHTHOCTH, pedepupoBanue. OO6mme
3aKOHOMEPHOCTH, OIPEIEISIIONINEe BO3HUKHOBEHUE
JIOKYMEHTOB C MOBTOpsoIIeics nHbopMauei.
3HAUMMOCTh SIBJICHHM, COOBITHH, (PakTOB B
MEePBUYHBIX u BTOPUYHBIX JIOKYMEHTax,
COOTBETCTBHUE COJEpKAIeHCs B HUX HH(DOpMAIIH
OCHOBHBIM WJIM  BCIIOMOTaTEJIbHBIM  (PYHKIMAM
VUPEXKICHUSI. KOpunaeckas cuiia ATHUX
JIOKYMEHTOB. Xapaxkrep MOBTOPSIEMOCTH,
MEPUOANIHOCTh 00pa30BaHUs JOKYMEHTOB.
Bri6opouHas olieHKa TOKyMEHTOB.
CrienipanbHble KPUTEPUU OLEHKH HAYyYHO-
texuudyeckor mokymentanuu (HT/). Wzyuenue
BHYTPEHHEr0 COCTaBa JOKYMEHTa Mo mpobiemam
(temam) u MopaensaM (KOHCTPYKIHSM) 3HA4YCHHE
HAyYHO-TEXHUYECKON Waenu. 3HAYUMOCTh OOBEKTa
JUTSI SKOHOMHUKHU. YHHKAIBHOCTh COOPYKCHHS HITU
KOHCTPYKIIUH.
Kpurepun LIEHHOCTHU
KMHO(POTOHOHOTOKYMEHTOB. OCOOEHHOCTH OLIEHKH
MaIIMHOYUTAEMBIX JJOKYMEHTOB.

9 | Pazden 9. Komnaexcol 0oKymenmos [Tonsitue «KOMILIIEKCa JIOKYMEHTOBY.
IlepBuuHbIE KOMILJIEKCHI TEKCTOBBIX JOKYMEHTOB U
ux  BuAbl.  KOMIIIEKCBI ~ TEXHUYECKUX WU
KMHO(POTOJOKYMEHTOB.

CrnoxHble KOMILJIEKCBI. [lonsTus
«IOKYMEHTAJbHBIN» W  «apXWUBHBI»  (HOHIBL
Kommuiekcsl JIOKYMEHTOB YUpEXKIEHUN,
OpraHm3alMi M CTPYKTYPHBIX IOJpa3/IEICHUMN.
JInunble (boHBI [TonsTtue «KOJUIEKIIUS»

JIOKYMEHTOB. [IoHATHE «apXUBY.

4. Oopa3zoBaTe/ibHbIE TEXHOJIOTHHU

Jis  mpoBeneHUs  yYEOHBIX 3aHATUH TIO0  JUCIHUIUIMHE  UCIOJB3YIOTCS  Pa3IMYHBIC
oOpa3oBaTenbHble TeXHOJOTUHU. J[1s opraHu3anuu y4eOHOTO MpoIlecca MOXET ObITh HCIOIh30BAHO
AJIEKTPOHHOE 00yUueHue U (WJIN) JUCTAHIMOHHBIE 00pa30BaTEIbHBIC TEXHOJIOTHUH.

5. OneHka NJIAaHUPYEeMbIX Pe3yJIbTATOB 00y4eHus!

5.1 Cucrema oneHUBaHUSA

Texymuid KOHTPOJIb OCYIIECTBISETCS B BHJIE OILEHOK KOHTPOJIbHOM pabOThl M BBHIMOIHEHUS
3aJJaHUi Ha MpPaKTUYecKHX 3aHATHAX. KoHTponbHas paboTa MpPOBOAMTCA HAa MEPBOM NMPAKTHUECKOM
3aHSTUU, BBISBISIET TOTOBHOCTh CTYJEHTOB K IpPaKTHUecKoH paboTe u oneHuBaercs a0 20 Gamos.
MaxkcumasnbHast OIIeHKa BBIMOJIHEHUS KaKJ0T0 IPAaKTHYeCKoro 3ausaTus — 10 6anos.

[TpoMeKyTOUHBIM KOHTPOJb 3HAHUU MPOBOAUTCS B (POPME HTOrOBOM KOHTPOJIBHOM pPabOTHI,
BKJIIOYAIOIEH TEOpeTHUecKnue BOIMPOCHl U MPaKTHUECKOe 3ajaHue, u oueHuBaercsa 1o 40 6amwios. B
pe3yapTaTe TEKYLIETO U MPOMEXYTOYHOTO KOHTPOJIS 3HAHUHM CTYIEHTHI MOJIY4YaroT 3a4€T 110 KypCy».

H dopma KOHTPOJIs, 2 CEMECTP \ Makc. KOJIM4ecTBO OaJIJIOB H
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3a ogHy pabory|  Bcero
Texynmii KOHTPOJIb:
- OIIpOC 5 GamoB 20 GayoB
-pedepar 20 6amtoB 20 G6amioB
- KOHTpOJIbHas paboTa 20 6amnoB 20 6amioB
[TpomexyTouHas arrectanus (3a4et) 40 GaynoB
Hroro 3a cemecTp (IUCHHUIUIMHY) 100 6amnoB

dopma KOHTPOJIs, 3 CEMECTP

Makc. xonuue

CTBO OaJUIOB

3a ogny pabdoty| Bcero
Texymuii KOHTPOJIb:
- OIIpoC 5 6aioB 20 6amioB
-pedepar 20 6amtoB 20 6amioB
- KOHTpOJIbHAs padoTa 20 6amoB 20 GayioB
[TpomexyTouHast aTTecTanus (IK3aMeH) 40 6aysIoB
Htoro 3a cemecTp (AUCLUILIUHY) 100 6amnoB

[Tony4eHHBI COBOKYITHBIN PE3yJIbTaT KOHBEPTUPYETCSI B TPAAUIMOHHYIO HIKATY OLECHOK U B IIKAITY
olieHOK EBporneiickoii cructeMsl epeHoca u Hakoruienus kpeautos (European Credit Transfer System;

nanee — ECTS) B cOOTBETCTBHHM C TaOIHIICH:

100-6ammpHast mkana | TpaguuuoHHAs IKajia kama ECTS
95-100 A

8304 OTJINYHO B

68 — 82 XOpOLIOo 3a4TEHO C

56 — 67 D

50 55 yJIOBJIETBOPUTEIHEHO E

20-49 FX

0_19 HEYIOBJIETBOPUTEIHEHO HE 3a4TCHO F

5.2.Kputepuu BbICTaBICHUS OIICHKU IO JUCIUILINHE

Banasi/ Onenka no Kpurtepuu oneHku pe3yibTaToB 00y4eHHs 110
kana AUCHMILINHE AUCHMIIHHE

ECTS

100-83/ BricTaBisiercs o0yuaromemMycs, €Ciii OH ITyOOKO U
A,B «3a4TEHO» MIPOYHO YCBOMJI TEOPETUUYECKUN U MPAKTUYECKUN

peuieHusl.

MaTepuai, MOXKET IPOJEMOHCTPUPOBATh 3TO HA 3aHATUSX
U B XOJIe POMEKYTOYHON aTTeCTallUH.
OOyuaronuiics HCUEpPIIbIBAIOIIE U JJOTHYECKH CTPOHHO
u3naraeT yueOHbI MaTepua, yMeeT yBA3bIBaTh TEOPHUIO C
IIPaKTUKOM, CIIpaBIISIETCA C PEIIEHUEM 3a/1ad
npodeccnoHaNbHOM HAIPaBIEHHOCTH BBICOKOTO YPOBHS
CJIO’KHOCTH, NPABHJILHO 0OOCHOBBIBAET MTPUHSATHIC
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Banael/
HIxanaa
ECTS

OneHka mo
JUCHUILIMHE

Kpurtepun oneHkn pe3yibTaToB 00y4eHUs 1O
AUCHMILIAHE

CB0OOIHO OPUEHTHPYETCS B y4eOHOH U
npoeCCUOHATILHOM JIUTepaType.

OrneHka o JUCIUTUIMHE BBICTABIISIOTCS 00ydaromeMycst ¢
y4€TOM pe3yJIbTaTOB TEKYIIEH 1 MPOMEKYTOUHON
aTTECTaIUU.

Komnereniuu, 3akpeniéHubie 3a JUCIUILTUHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKHIIY.

82-68/

«3a4YTCHO»

BericraBisercs o0yuaromemMycs, €Ciii OH 3HaeT
TEOPETUYECKUHN U MPAKTUYECKUN MaTepua, IpaMOTHO U
II0 CYIIECTBY M3J1araeT ero Ha 3aHATHAX U B XOJIe
IIPOMEKYTOYHON aTTECTALUU, HE JOITyCKas
CYILLECTBECHHBIX HETOYHOCTEH.

OOyyaromuiics MpaBUJIbHO IPUMEHSET TEOPETUUECKUE
II0JIO’KEHHUS IIPY PELICHUN IPAKTUYECKUX 3a7a4
npoeCCHOHATFHON HANIPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAUMBIMHU Il 3TOTO
HaBBIKAMH U IIPUEMAMMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B yUeOHOU U
npoeCCHOHATILHOM JINTepaType.

OneHka 1o JUCHUIUIMHE BBICTABIISAIOTCS 00YYaromEeMycs C
y4E€TOM PE3YNbTATOB TEKYIIEH U MPOMEKYTOUHOU
aTTECTaLUN.

Komniereniuu, 3aKkpeniénnble 3a JUCUUILTMHON,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIMH».

67-50/
D,E

«3a4YTCHO»

BricTaBnisierca oOy4aromiemMycsi, €CiIi OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUIN U IIPAKTUYECKUN MaTepual,
JIOTTYCKaeT OT/ENIbHbIE OMIMOKH MTPH €T0 U3JI0)KEHNUHU Ha
3aHATHUSX U B XOJI€ IPOMEXKYTOUYHOM aTTecTaluy.
OO0yuaromuiicst UCIIBITHIBAET OINPEEIEHHBIE 3aTPYIHEHUS
B IPUMEHEHHUH TEOPETUYECKUX ITOJI0KEHUN IIPU PEILICHUH
MPaKTUYECKHUX 3aJa4 MpodeccnoHanibHON
HaIPaBJIEHHOCTH CTaHAAPTHOTO YPOBHS CJII0XKHOCTH,
BJIa/IeeT HEOOXOJUMBIMHU I 3TOT0 0Aa30BBIMHM HAaBbIKaMU
U IpUEMaMU.

JleMOoHCTpUpYyEeT JOCTaTOUHBIN ypOBEHb 3HaHUS yUeOHOU
JIUTEPATYPHI 110 TUCLUIIINHE.

OneHka o JUCLUIUIMHE BBICTABIISIOTCS 00Y4aIOIEMYCS C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTECTALlUN.

Komnerenuu, 3akpeniaéHHble 3a JUCHMUILINHOMN,
c(OPMHPOBAHBI HA YPOBHE — «JJOCTATOUHBIN».

49-0/
F,FX

HE 3a4TCHO

BrictaBisiercs: o0yyaromemycs, €Ciii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUUYECKUI U MPAKTUUECKUI
MaTepHal, JoMycKaeT rpyOble OIIMOKH pU ero
M3JTI0KEHNUHU Ha 3aHATHUSIX U B XOJIE IPOMEKYTOTHON
aTTeCTallHH.

OOyyaromuiicst UCIIBITHIBAET CEPhEIHBIE 3aTPYAHEHUS B
MPUMEHEHUH TEOPETUUECKUX MOJIOKEHUH TPU peLIeHUN
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Banasl/ Onenka mo Kpurtepun oneHkn pe3yibTaToB 00y4eHUs 1O
lkana AUCHMILIAHE AUCHMILIAHE
ECTS

IIPAKTUYECKHX 3a/1a4 IPO(hecCUOHATBbHON
HAIIpaBJICHHOCTH CTaHAAPTHOIO YPOBHs CII0KHOCTH, HE
BJIaJle€T HeOOXOAUMBIMHU AJIS 3TOTO HAaBbIKAMU U
NIpUEMaMH.

JleMoHCTpUpYeT (parMeHTapHble 3HaHUS y4eOHOH
JUTEPATYPBI 110 JUCLUILIMHE.

OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCS 00YYarOEeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTECTaLlUN.

Kommnerenumn Ha ypoBHE «IOCTaTOYHBIIN», 3aKPEIUIEHHBIE
3a AMCLUUILUIMHON, He COPMHUPOBAHBI.

5.3. OneHouHble cpeacTBa (MaTEpHUAJbl) VISl TEKYILIEr0 KOHTPOJIS YCIIeBA€MOCTH,
NMPOMEKYTOUHOM aTTeCTANNH 00y4AIOIIUXCS N0 AUCHUIIHHE

[lepedens BOIPOCOB K KOHTPOJILHOW paboTe 1Mo TeMe 2.

1. Yem 3aHMMaeTCs Hay4Hasi TUCHUIUIMHA JOKYMEHTOBEICHNE?

2. C xakuMu HayYHBIMU JUCIHUIUIMHAMH CBS3aHO TOKYMEHTOBEICHUE?

3. HazoBute 3aKoHOATEIBHBIC AKTHI, PErYJIUPYIOIIIE BOIPOCH TOKYMEHTHPOBAHHSL.

4. Tlepeuncinure HOPMAaTUBHBIC MPABOBHIE AKTHI, PETYIUPYIOIINE BOIIPOCHI
JIOKYMEHTHPOBAHHS.

5. JlaiiTe XxapakTepuCTHKY HOPMAaTUBHO-METOAMYECKUM TJOKYMEHTAM IO JEIONPOU3BOICTBY.

6. HazoBuTe y4eHbBIX, HCCIEAYIOMNX BOIPOCH! TIOKYMEHTOBEICHHS.

[TepeueHb BOIPOCOB K KOHTPOJILHOW paboTe 1o Teme 4.
Kakwue BbI 3HaeTe ciocoObl TOKyMEHTUPOBaHUSI?
[lepeuncaure 3Tanel pa3BUTHSA TEKCTOBOTO JOKYMEHTHPOBAHUS, CPABHUTE X MEXAY COOOI.
Pacckaxxute 06 0COOEHHOCTSIX TEXHUYECKOTO IOKyMEHTUPOBAHMUSI.
B gem 3akiogaroTcs 0co00EHHOCTH KMHO, (POTO M (POHOJOKYMEHTUPOBAHUS?
CpaBHUTE U3BECTHBIE BaM CIIOCOOBI TOKYMEHTHUPOBAHUS MEXIY COOO0M, HA30BUTE UX
IIPEUMYLIECTBA U HEAOCTATKHU.

6. JlaiiTe XapakTepuCTHKY MaTepHaIbHBIM HOCHTEISIM HH(OPMAIH U CPAaBHUTE UX MEXKIY
co0o0il.

agrONE

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

XIX Bex TOBapUILy

CoBerckuii nepuoj WBany NBanoBuuy

90-e romer XX Beka MunocTuBOMY Tocyiapro
CoBpeMeHHOCTh TOCTIOJINHY

Kakumu utoroBsiMu ¢pazaMu 3aKaHYMBAJIOCH CJIy:Ke0HOe MHUCHbMO B KOHKPeTHBII
ucropuyeckuii nepuoa?
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(TIpoBeCTH CTPEIIKH)

XVI, XVII Beka ¢ rIy0oUYaliuM MoYTeHUEM

XIX Bex C YBaXXCHUEM

Coserckuii nepruosn C KOMMYHUCTHYECKUM IIPUBETOM
CoBpeMEHHOCTh I{app rocynapb, CMUIyICS, OKAIYH

[IepeueHp BOPOCOB K UTOTOBOM KOHTpOJbHOU paboTe Ne 1
1. JIOKyMEeHT U ero MEeCTO B CUCTEME YIPaBIICHHS.
2. 3aKkoHOJATeNbHbIEC TPABOBBIC aKThI, pEriaMEHTUPYIOIINE CO3/IaHle U ohopMiIeHnE

AOKYMCHTOB.

3. HopMaTuBHO-METOAMYECKUE AKTHI, OTPEACISIOIINE MOPAJOK CO3AAHUS U OPOPMIICHHS

AOKYMCHTOB.

4. JIOKyMEHTOBE/ICHHE KaK Hay4YHas JUCLUIUINHA U €€ CBA3b C IPYTMMH HayYHBIMU
JUCLUIITIUHAMMU.

[TonsATHE «MHPOPMALIUI» U €TO Pa3BUTHE.
[TonsiTHE «IOKYMEHT» U €TO Pa3BUTHE.

CBs13b nH(pOpMAIMN U TOKYMEHTA.

OOmmue 1 yacTHbIe PYHKIMH JOKYMEHTA.
CriocoObl TOKYyMEHTUPOBAHUSI U UX Pa3BUTHE.

TexcToBOE JOKYMEHTUPOBAHUE U TAIlbl €M0 Pa3BUTHS.

[Tukrorpammel. [IpuMeHeHrne NTUKTOrpaguuecKoro NUChMa Cero IHs.
Jlororpammsl. Mcnionb3oBanue J0rorpaMm CEroJHsI.

TexHuyeckoe JOKYMEHTUPOBaHKE. BU/bl KOMIUIEKCOB TEXHUYECKOMN TOKYMEHTALIUH.
doronoxkymeHTupoBanue. [losBienue, pa3BuTue, IpUMEHEHHE.
Kunonoxymenrtuposanue. [losBnenue, passutue. Buneozanucs.
doHonokyMeHTHpOBaHue. [losBieHne, pa3BuTue, IpUMEHEHHE.
Marepuan s JOKyMeHTUpOBaHus. Ero pa3surue.

[Hopnuuanky u xonuu. Buasl konui. [1opsnok ya10cTOBEpEHUN KOIIHMN.
®opmynsap nokymenTa. Tunosoit popmyssip, popmyisap-oOpaszer.
Pazsutue popmyisapa nokymenra B XVI-XVII BB.

®opmynsip nokymenta XVIII B.

dopmynsip TeKCTOBOro noKymeHTa XIX- Hagana XX BB.

OO0pa3ubl TecToB 1O Teme 7

Bormpoc 1

Buza odunmanbHOro JOKyMeHTa 3T0:

A) PEeKBU3HT JIOKyMEHTA, BEIPAKAOIIII COTIIACKE FITH HECOTIJIACHS TOJDKHOCTHOTO JIUIIA C
coJiep>KaHueM JTOKyMEHTa

B) HaaMCh Ha JOKYMCHTE, CACIaHHAA JOJPKHOCTHBIM JIMIIOM M COACpKallas MPUHATOC UM

perieHue

B) nonnucanue 1oKkymMeHTa €ro COCTaBUTENIEM

Bormpoc 2

Bussl npocraBnsores:

A) pabOTHUKOM, M€YaTaBIINM JOKYMEHT
b) paboTHuKaMu cBOEl OpraHu3aIiu

B) paGoTHuKamu Ipyrux opraHu3anuil
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Bompoc 3

B kakue pekBU3UTHI JOKYMEHTA J1aTa BXOJIUT KaK COCTaBHas 4acTh?
a) rpud yTBEpKICHUS B) MOAMUCH

0) BU3a COTJIACOBAHUS T') PE30JTIOIHS

Bomnpoc 4

OO0muii 6J1aHK JOKYMEHTA BKITIOYACT B Ce0s CIICIYIOIINE PEKBU3HTHI:

A) n300pakeHnue repoa, sMOJIEMBI, MECTO JIJIsl pa3MEIleHHUs Ha3BaHUS BUA JOKYMEHTa, MECTO
AJIg JaThl U HOMEpa NOKYMCEHTA, MCCTO COCTABJICHUA

b) m3o0paxenue repba, SMOJIEMbl, HAMMEHOBAHUE OPTaHU3AIUU aBTOPA, MECTO ISt
pasMCIICHUA Ha3BaHUA BUda JOKYMCEHTA, MCCTO IJId AaTbl U HOMEpa JOKYMCHTA, MCCTO COCTABJICHUA

B) u3o0paxenue repba, SMOJIeMbl, HAMMECHOBAaHUE OPTaHU3AIUU aBTOPaA, MECTO JJISt
pasMCIICHUA Ha3BaHUA BUd JOKYMCHTA, CIIPABOYHLIC JJAHHBIC 06 opranu3anuvu, MECTO JJIA AaThbl U
HOMeEpa JOKYMEHTa, MECTO COCTaBJICHUS

Bompoc 5

Kakue u3 nmepeqncieHHbIX TOKYMEHTOB TPEOYIOT YTBEPIKICHUS ?
A) ycraB b) mitatHoe pacnicanue B) npukassl

I') noxnaguspie 3anucku Jl) JOMKHOCTHBIE HHCTPYKIIUU

Bormpoc 6

TumnoBoit popMysp mpruKaza COACPIKHUT CIIEAYIOIINE PEKBU3HUTHI:

A) rep6 (3m01eMy), HaMMEHOBaHHWE OPTaHU3AIMH-aBTOPA, CIIPABOYHBIC TaHHBIE 00
OpraHM3alK, HAMMEHOBAHUE BUA JOKYMEHTA — IIPUKa3, aTy, HOMEp, MECTO COCTABIICHUS,
3aroJOBOK K TEKCTY, TEKCT, TOITUCH, BU3bI COTIACOBAHHUS

b) rep6 (sM0neMy), HAMMEHOBaHUE OPraHU3alMU-aBTOPa, HAaNMEHOBAaHHE BUJA IOKYMEHTa —
MpHKas3, 1aTy, HOMEP, MECTO COCTABIICHHS, 3aTOJIOBOK K TEKCTY, TEKCT, IOJIMCh, BU3bI COTJIACOBAHUS

B) rep6 (sm0neMy), HaMMEHOBaHUE OPTaHU3AIMU-aBTOPa, HAMMEHOBAaHHE BHU/IA IOKYMEHTA —
MpHKa3, 1aTy, HOMEpP, MECTO COCTABIICHHSI, 3aTOJIOBOK K TEKCTY, TEKCT, OJIIHCh, TIeYaTh, BU3bI
COI'JIACOBAaHUS

Bormpoc 7

B ynpaBrienuyeckoil mpakTUKe NPUMEHSIOT CIEAYIOLUE BUIbI OJaHKOB!
A) 6naHK UchEMa

b) 6aHK KOHKpPETHOTrO BUJIa IOKYMEHTa

B) o0mmii 6nank

M) 6nank Guznueckoro auia

Bompoc 8

JIOKyMEHTHPOBaHHE ITO:

A) mipotiecc IBMKEHUSI IOKYMEHTOB B OpTaHHU3aIud

b) 3anuce nnbopMaluu Ha pa3IMYHBIX HOCUTENSAX MO YCTAaHOBIEHHBIM MTPaBHIIaM
B) coznanue noxymeHTOB

') paboTa ¢ 1oKyMeHTaMH

Bonpoc 9

K oprannzaiimoHHbIM TOKyMEHTaM OTHOCSTCS:

A) ycraBbl 0) mpaBuWiIa  B) aKThl T) MPUKA3bl ) HHCTPYKLUHU
Bomnpoc 10

['ep6oBoii meuaTho (TIeUaThI0 OpraHU3aI1H) 3aBEPSIOT:
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A) rapaHTHifHBIC TTHCbMA 0) MPOTOKOJIBI 3aCEIaHUNA  B) TIPUKA3BI
I') moroBopsl 1) TPYJAOBBIE KHUXKKH

Bompoc 11

DopmyIiap T0KyMEHTa 3TO:

A) Habop pekBU3UTOB OPHUIMATHHOTO MMCEMEHHOTO IOKYMEHTA, PACIIOJI0KECHHBIX B
OIIpeJIeIEHHON M0CIe10BATEIbHOCTH

B) nopsinox 06paboTKu TOKyMEHTOB

B) MuHHMaNBHBIN 351eMEHT 0POPMIICHUS JOKYMEHTa

Bomnpoc 12

WNudopmannoHHO-CTIPaBOYHBIN JOKYMEHT 3TO:

a) a) JlokymeHT, coneprkariuii HHGOPMAIIKIO O PaKTHIESCKOM TOJI0KEHHUHU JIeNT, KOTOPbIH
CITy’KUT OCHOBAaHUEM [Tl IPUHATHUS PEIICHUI

b) 6) JIokyMeHT, OpraHU3yIOIIUI paboTy YUPEK ICHHS

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

d) r) JokymeHT, GUKCHPYIOIINI IESTEIBHOCTh KOJUICTHAIBHOTO OpraHa

Bomnpoc 13

bnank ¢ nzo0paxenueM rocynapcrseHHoro repoa Poccuiickoit denepaunu MOTyT UMETh:

a) JIroOast opranu3anus, 3aperucTpupoBaHHas Ha TeppuTopun Poccuiickori deneparuun

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

B) YupexJeHMs M OpraHum3auuu, ykaszaHHble B KoHcTuTynumoHHoM 3akoHe «O repOe
Poccuiickoit denepanumny»

r) YupexxaeHus 1 oprauusanuu, ykazanuele B Koncturynuu PO

Bormpoc 14

K pekBu3uTaM, NpUAAIOLIIUM JOKYMEHTY I0OPUINYECKYIO 3HAYMMOCTb OTHOCSITCS :

a) repo PO

b) ormeTka 0 mocTymieHnn JOKyMeHTa

B) MIOJIMHCH

I') aBTOp JIOKYMEHTa

ITepeyennb BONpocoB K KOHTPOJIbLHON padoTe o Teme 9

1. Yro takoe yHUHUKAIMS JOKYMEHTOB?

2. JlaiiTe ompejesieHue CHCTeMe JOKYMEHTAITU!

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

4. Kaxue BuIbl JOKYMEHTOB BXOJIAT B COCTaB YHU(UIIUPOBAHHOM CHCTEMBI OpraHNU3allMOHHO-
pacnopsAUTEIbHON JOKYMEHTAIUH.

[IepeueHs BOMPOCOB K UTOTOBOM KOHTPOJILHOU paboTe Ne 2

1 Tlousatus «yHUDHUKAIHS» U «CTAaHAAPTU3ANNSDY JTOKYMEHTOB.

2 PasButne yHHU(UKAUU U CTaHAApTU3alKUU JOKyMeHTOB Bo |l monoBune XX B.

3 T'OCT P 7.0.97-2016. Ero coneprxaHnue, 3HaUCHUE.

4 TpeOoBaHUS K KOHCTPYHPOBaHUIO OJaHKOB. Bupl 61ankoB. braanku npeanpustuii
pazIuyHBIX (HOPM COOCTBEHHOCTH.

5 PekBU3UT «HaMMEHOBaHHNE OpraHU3alMU-aBTOpa TOKYMEHTa», TpeOOBaHUS K HEMY.
PexBu3uT «cripaBovHbIe JaHHBIE 00 OPTaHU3AIMH-aBTOPE TOKYMEHTa», €ro COCTaB.
PexBu3uT «amgpecary, ero 3HaU€HUE U COBPEMEHHBIE TpeOOBaHUs K 0(OPMIICHHIO.
Hatbl. TpeboBanus K X 0(hOPMIICHHIO; JaTa KaK COCTaBHAS YaCTh APYTUX PEKBU3UTOB.
PekBU3UT «perucTpaioHHbIi HOMEp JOKYMEHTay, €ro 3HaYeHHeE.

10 PexBH3UT «CCHITKA HA PETHCTPAIMOHHBIN HOMED U JaTy JOKYMEHTa», KOTJa U TJe OH
MIPOCTABIISIETCS.

©O© 00N
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11 ITopsimok coracoBaHus JOKYMEHTOB U 0()OPMIICHHS] BHYTPEHHETO W BHEITHETO
COTJIACOBAaHUS

12 TTopsanok yTBepKI€HHUs JOKYMEHTOB, BUJIbl YTBEPKICHHUS.

13 ITopsaok nmoAnucanus JOKyMEHTOB.

14 Tleyatp Kak peKBU3UT 1OKyMeHTa. Ha kakux JOKyMeHTaxX IpocTaBisieTcs repOoBas nevars.

15 CocraB ynocToBepenus 10KyMeHTOB. [IpaBuia opopmiieHHs] peKBU3UTOB,
YI0CTOBEPAIOLINX JOKYMEHT.

16 OTMeTKH Ha TOKYMEHTE, NX 3HaYeHHE U 0OpPMIICHUE.

17 Pezomronust. E€ 3nauenue. TpeGoBaHus, npeabsaBiIsieMble K PE3OIIIOLUH.

18 PexBU3HUT «OTMETKA 00 MCIIOIHUTEIEY», €r0 3HAUEHHUE.

19 PexBu3uThl, npuaaronye J0KyMEHTY IOPUANYECKYIO 3HAUUMOCTb.

20 Yuu¢ukanus Tekcta J0KyMeHTa.

21 TpadapeTHbie TeKCThI. MeToarKa pa3paboTKH.

22 CniocoObI mpecTaBIeHus YHU(PUIMPOBAHHBIX TEKCTOB (aHKETHI, TaOIHIIbI, TpadapeTHbIC
TEKCTHI).

23 O6mue TpeOoBaHMs K TEKCTY JOKYMEHTA.

24 Anroput™ NOATrOTOBKHU JIOKYMEHTA.

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

26 JIMHrBUCTUYECKHE OCOOEHHOCTH TEKCTOB CITY>KEOHBIX TOKYMEHTOB.

27 IloHsITHE «CHCTEMBI IOKYMEHTAIHN», PA3BUTHE CHCTEM.

28 IlonsTHe «yHU(PUIUPOBAHHBIE CUCTEMBI JOKYMEHTALII.

29 Haznauenwue, onpenenenue u coctas Y COP/I.

30 TpeGoBaHMs K COCTABICHUIO U O(POPMIIEHNIO OPraHU3AL[MIOHHBIX JOKYMEHTOB.

31 TpeGoBaHMsI K COCTABICHHIO U O(POPMIICHHIO PACTIOPSAUTENBHBIX TOKYMEHTOB.

32 TpeboBaHUs K COCTABICHUIO ¥ O(DOPMIICHHUIO ITPUKA30B.

33 TpeboBaHMS K COCTABICHUIO U O)DOPMIICHUIO OOBICHUTEIILHBIX U JIOKJIAIHBIX 3aITHCOK
(BHEIIHUX W BHYTPEHHUX).

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

35 TpeboBaHMsI K COCTABICHHUIO U 0O(POPMIICHHIO aKTa.

36 TpeboBaHMsI K COCTABICHUIO U O(hOPMIICHHUIO CITy:K€OHOTO NMUchMa. Pa3HOBUIHOCTH MHCEM.

37 TpeboBaHMsI K COCTABICHHIO U O(POPMIICHHIO TEIIETPAMM.

38 Ocobennoctu GpopmyIsipa TeaePOHOrPaAMMBI.

39 AnropuT™ OATOTOBKH U MIPOBEICHHS COBENaHus. JJOKyMEHTBI, CO3/ITaBaeMbIe B ITpOIecce
MOJITOTOBKH COBELIAHHUS.

40 TpeOoBaHUS K COCTABICHUIO U O(DOPMIICHUIO TIPOTOKOJIA.

41 IToHsATHE KOMIUIEKCOB IOKYMEHTOB. [lepBUYHbIE KOMIUIEKCHI TEKCTOBBIX TOKYMEHTOB.

42 TToHATHUS «TOKYMEHTAIBHBINA (POH U «apXUBHBIN QoHm». VX pazmmune.

43 CnoxHble KOMIUIEKCHI. Be/JOMCTBEHHbIE apXUBBI.

44 Cnoxnble koMmIuiekchl. ['ocynapcTBeHHbIe apXuBbl. CeTh roCy1apCTBEHHBIX apXUBOB.

45 TToHATHUS «LIEHHOCTb JOKYMEHTa», «3KCIIEPTU3a IEHHOCTH». BO3HUKHOBEHNE, pa3BUTHE
HKCTIEPTH3HIL.

46 [TpuHIMIIBI, KPUTEPUH SKCIEPTU3bI IEHHOCTH JOKYMEHTOB.

HCpC‘-ICHL BOIIPOCOB K YCTHOMY 2K3aMCHY I10 BCEMY KYpPCY

o Ilepeuens 6onpocoe 011 n0020MOBKU K IK3aMeHy no oucyuniute ‘JJoxymenmosedenue”
1. JIOKyMEHT M €T0 MECTO B CHCTEME YIIPaBIICHUS.
2. 3aKoHBI M UHbIE HOPMATHUBHBIE MPABOBBIE AKTHI, pErIAMEHTHPYIONINE CO3aHIe U 0(hOpMIICHHE
JIOKyMEHTOB.
3. HopMmaTuBHO-MeTOIMYECKHE JOKYMEHTBI, OTPEACTISIONINE MOPSII0K CO3AaHUs U OPOPMIICHHUS
JIOKyMEHTOB.



26.

27.

28.
29.
30.
31.

32

35.
36.
37.

38.
39.

40.
41.
42.
43.
44,

45.
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JlokyMeHTOBeIeHUE KaK Hay4Hasl IUCLUILINHA U €€ CBSI3b C IPYTMMHU HayYHBIMU
JUCLUILIMHAMM.

[TonsTHEe «MHPOPMALIUA» U €T0 Pa3BUTHE.

[ToHsiTHE «IOKYMEHT» U €70 Pa3BUTHE.

CBs13b HH(OpPMALMK U TOKYMEHTA.

OO0ume 1 yacTHbIE (PYHKIIUU JTOKYMEHTA.

CriocoObl TOKYMEHTHPOBAHUS U UX Pa3BUTHE.

. TekcToBOE TOKYyMEHTUPOBAHME U ATAIbl €70 PA3BUTHSL.

. [Iukrorpammel. [IpuMeHeHne NUKTOrpauuecKoro NuchMa CeroiHs.

. JJororpammsl. Mcrionbs30BaHue JOrOrpaMM CErOIHs.

. Texunueckoe NOKyMEHTHpOBaHUE. BUabl KOMILUIEKCOB TEXHUYECKOM TOKYMEHTALIUH.
. DoronokymeHTupoBanue. [losBinenue, pasBuTue, IpUMEHEHHUE.

. Kunonoxymenruposanue. IlosBienue, pazBurue, IpUMEHEHHUE.

. DoHonokymenTupoBanue. IlosBienne, pa3Burue, IPUMEHEHHE.

. Marepuan nius nokyMeHTHpoBaHus. Ero passurue.

. [omnmuuuuky u konuu. Buael konwmii. [Iopsaaok y10CTOBEpEHH KOIIUH.

. @opmyisip nokymenTa. Tunooit popmyiisip, hopmyisip-odpaser.

. PazButne ¢popmymsipa nokymenta B XVI-XVII BB.

. ®opmymsip nokymenta XVIII B.

. ®opmyisap TekctoBoro qokymenta XIX- nagana XX BB.

. [HonsTusa «yHUPUKALKA» U «CTAaHAAPTU3ALU» JTOKYMEHTOB.

.T'OCT P 7.0.97-2016. Ero coneprxanue, 3Ha4€HUE ¥ BO3MOYKHOCTH UCTIOJIB30BaHUS B

COBPCMCHHBIX OpraHU3alugXx.

. HpaBI/IJIa ACJIOMPOU3BOJACTBA B IOCYJAPCTBCHHBIX OpraHax, opraHax ME€CTHOI'O

camoyrpaBiieHus (coaepKaHue, 3HaYCHHE ¥ BO3MOKHOCTH HCIOJIb30BAHMU).
MeTtonuyeckue peKoMeHAANU [0 pa3paboTKe HHCTPYKLUH O JeJIONPOU3BOJCTBY B B
rOCYIapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO caMOyIpaBicHus (CoaepkaHue, 3HAUCHUE U
BO3MO>KHOCTH MCIOJIb30BaHUS).

[TpumepHas HHCTPYKIUS 1O JEIONPOU3BOICTBY B TOCYIapCTBEHHBIX opranu3anusax 2018 r.
(coneprkanue, 3HAYCHUE U BO3MOKHOCTH MCIIOIB30BAHMS).

CocraB pexBu3uToB 6mankoB. Kimaccuduxarys 61aHKoB.

PexBu3uT «HauMeHOBaHHE OpPraHU3alMU-aBTOpa JOKYMEHTa», TPeOOBAHUS K HEMY.
PekBU3UT «clipaBOYHBIE JaHHBIE 00 OPraHU3AIMH-aBTOPE JOKYMEHTA», €ro COCTaB.
PexBuzut «anpecar», ero 3HaueHUE U COBPEMEHHbIE TPEOOBAHUS K 0()OPMIIEHUIO.

. I[aTBI. Tpe6OBaHI/I${ K UX Oq)OpMJ'IeHI/IIO; JaTa KakK COCTaBHAd 4aCThb APYIUX PEKBU3UTOB.
33.
34.

PexBHU3UT «pErucTpaliMOHHBIA HOMEDP JOKYMEHTa», €r0 3HaYCHUE.

PekBU3UT «cChUIKAa HA PETUCTPALIMOHHBIN HOMED U JaTy JOKYMEHTa», KOTJ1a U IIe OH
MIPOCTaBIISIETCS.

[Topsimok cornacoBaHus TOKyMEHTOB U O()OpMIIEHHUSI BHYTPEHHETO U BHEIIHETO COIJIacCOBAaHUS
[Topsimok yTBep:K/I€HUS! JOKYMEHTOB, BUJIbl YTBEPKACHHUS.

[Topsimok moanucaHus TOKYMEHTOB. DJIEKTPOHHAs! MOAMUCH. OTMeTKa 00 31IEKTPOHHOM
MOJTHCH.

[TeyaTp kak pekBU3UT NOKyMeHTa. Ha KakuX JOKyMEHTaX MPOCTaBIsETCs] OTTUCK IIEYaTH.
CocraB ynocroBepeHus JoKyMeHTOB. [IpaBuia odopMieHUs] peKBU3UTOB, yYA0CTOBEPSIOIIUI
JOKYMEHT.

OTMeTKH Ha TIOKyMEHTE, UX 3HaueHue U ohopMIIeHHeE.

Pezomonus. E€ 3nauenue. TpeboBanus, npeabsBisieMble K pEe30JIOLUH.

PekBU3UT «OTMETKA 00 UCTIOIHUTENE, €r0 3HaUCHHE.

PexBusnThl, npuaaromume 10KyMEHTY IOPUANYECKYIO 3HAUUMOCTb.

VHuudukanus tekcra qokyMeHnTa. CriocoObl IpeacTaBlIeHNs YHUPHUIIMPOBAHHBIX TEKCTOB
(anKeTbI, TAOMUIIBI, TpadapeTHBIE TEKCTHI).

O61ue TpeboBaHMs K TEKCTaM YIPaBIEHYECKUX JOKYMEHTOB.
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46. ANTOpUTM TIOATOTOBKH JOKYMEHTA PACTIOPSIIUTEILHOTO JJOKYMEHTA.

47. DneMeHTBI TEKCTA: 3ar0JI0BOK, IPHUIIOKEHHUS, TPEOOBAHUS K HUM.

48. TloHsATHE «CHCTEMBI JIOKYMEHTAIMH», PA3BUTHE CUCTEM JIOKyMeHTaIuu. [loHsTHe
«yHHU(PHUIIPOBAHHBIE CUCTEMBI IOKYMeHTauum». Haznauenue, onpenenenue u coctaB
YHUPHUIUPOBAHHON CHCTEMBI OpPraHU3aIIMOHHO-PACTIOPSIINTEILHON JTOKYMEHTAIHH.

49. TpeboBaHMs K COCTABJICHUIO U O()OPMIICHUIO OPTaHU3AIMOHHBIX JJOKYMEHTOB (IIOJIOKEHHE,
yCTaB, MHCTPYKIIUS, PETJIAMEHT, ITATHOE PACITUCAHHUE).

50. TpeboBaHus K COCTABICHUIO U O(OPMIICHUIO PACHIOPSIIUTENILHBIX IOKYMEHTOB (TIPHKa3,
pacropsbKeHHe, peleHue, TOCTaHOBJICHUE, IIPOTOKOM).

51. TpeOGoBaHMsI K COCTaBICHHUIO ¥ O(OPMIICHUIO OOBSICHUTEIBHBIX, JTOKIAJIHBIX U CITY)KEOHBIX
3aITUCOK.

52. TpeboBaHuUs K COCTABICHHUIO U O()OPMIICHUIO CIIPABOK (BU/IbI CIIPABOK).

53. TpeboBaHMs K COCTaBICHUIO U O(DOPMIICHHIO aKTOB.

54. TpeOGoBaHMsI K COCTaBJICHHIO ¥ 0(OPMIICHHIO CITy>)keOHOoro nmuchMa. Knaccudukarms
CITy>KEOHBIX TIHCEM.

55. AropuT™ NOJArOTOBKU U MPOBEACHUS COBEIIaHus. JlIOKyMEHTBI, CO3/1aBa€MbIE B IPOLIECCE
MOJITOTOBKH COBEIIAHUS.

56. TpeOoBaHHS K COCTABICHUIO U O(OPMIICHHUIO IIPOTOKOJIA.

57. TloHsiTHE KOMIUIEKCOB IOKYMEHTOB. [IepBHYHBIC KOMILIEKCHI TEKCTOBBIX JIOKYMEHTOB.

58. Cno’xHbIC KOMITJICKCHI TOKYMEHTOB. [IOHATHS «TOKyMEHTAIBHBIN (DOHI» U «aPXUBHBIH (OHI.
Hx paznuune.

59. Homenkiarypa aei.

60. [Ipu3Haku 3aBecHUS JCII.

6. YueOHo-MeToqUYeCKOEe M HHPOPMALMOHHOE 00ecedeHne TUCIUTTHHBI

6.1 CnucoK HCTOYHHMKOB U JIUTEPATYPbI
O0s3aTesIbHbIC HCTOYHUKH

@®enepalibHbIl  KOHCTUTYLMOHHBIH 3akoH oT 25 pgekabps 2000 r. Ne 2-OK3 «O
I'ocynapctBenHom repbe Poccuiickoit ®enepaunny // [DnekrponHslit pecypc]. — M., 2019. — Pexum
noctyma: http://www.consultant.ru/document/cons_doc_LAW 29674/.

®enepanbhbiil 3akoH PO ot 27.07.2006 1. Ne149-03 «O06 undpopmanuu, HHPOPMALMOHHBIX
TEXHOJIOTHSX U O 3amuTe uHpopManumn» // [InexkTpoHHsid pecypc]. — M., 2019. — Pexum nocryma:
http://www.consultant.ru/document/cons_doc_LAW_61798/.

Ddenepanbhblil 3akoH oT 06.04.2011 Ne 63-D3 “O06 snekrponHOi moanucu” // [DneKTpOHHbIIH
pecypcl]. — M., 2019. — Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_112701/.

®enepanbHbiii 3akoH 0T 01.06.2005 Ne53-®3 «O rocynapcTBeHHOM si3blke Poccuiickoit
Oenepauun»  // [DnextpoHHsd  pecypc]. - M., 2019. —  Pexum  jgocryna:
http://www.consultant.ru/document/cons_doc_LAW_53749/.

[IpaBusia  fenompoM3BOACTBA B TOCYJApCTBEHHBIX  OpraHax, OpraHax MECTHOIO
camoympaBienus, y1B. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [DnekrponHslit pecype]. — M.,
2021. — Pexxum noctyma: http:// https://base.garant.ru/72291836/.

Metoauueckiue peKOMEHJAMM MO0 pPa3paboTKe WHCTPYKIMHA TO JEJIONPOU3BOJACTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoymnpaBieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [DOnexktponHwii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass MHCTPYKLUS 1O JEIONPOM3BOJCTBY B TOCYAAPCTBEHHBIX OpraHU3alMsiX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnexktponHsIit pecypc]. — M., 2019. Pexxum nocryma:
http://www.consultant.ru/document/cons_doc_LAW_305137/.



http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_53749/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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I'oCT P 7.0.97-2016. Haumonanbuwii cranaapt Poccuiickoit ®enepanun. Cucrema
CTaHIapToB MO wuH(pOpManuu, OUOTUOTEYHOMY H H3AATeIbCKOMY geny. OpraHu3airoHHO-
pacnopsauTenbHas JOKyMeHTanus. TpeOoBaHUS K OQOPMIICHHIO IOKYMEHTOB // [DIeKTpOHHBIN
pecypc]. — M., 2019. Pexxum nocryma: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P UCO 15489-1-2019 HamumonanwHeii ctangapt Poccuiickoit denepanuu. Cucrema
CTaHJApTOB 1O MH(OpPMaIuK, OMOIMOTEYHOMY U H3HaTenbCcKoMmy Jneny. Wubopman3us u
JTOKyMEHTaIus. YmpasiaeHue nokyMeHTamu. Yacth 1. IloHsTus W npuHOMnbL. // [DIEKTPOHHBINA
pecypc]. — M., 2021. Pexum JO0CTyMa: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonmpou3BOACTBO M apXUBHOE Jiej0. TepMHHBI M ONpEaeNCHUS.-
[DnexTpoHHbIH pecypc]. - M., 2019. Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

Jluteparypa
6.1.1.1.1 OcHoBHas
beikoBa T.A. JloKyMEHTallMOHHOE oOOecleueHne ymhpaBieHUs  (IeTOMpPOU3BOACTBO)
[DnexTpoHHBI pecypc]; yueOnoe nocobue/ T.A. brikopa, T.B. Ky3nenosa. -2-e uza. nepepab. u Ao
— Mocksa: Mudpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/

I'moroBa C.A. BO3HHKHOBEHHE U TEHJICHIIMHM PA3BUTHUS PACHIOPSAUTEIBHON JOKYMEHTAIIMU B
Poccun B nopeBomormonnsnii nepuoa // Bectauk PITY. 2014, Ne2. [DnektpoHHbI pecype]. — M.,
2019. — Pexxum pocrtyma: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70.

Kykapuna F0.M. CoBpeMeHHbIE OpraHu3allMOHHbIC U PErJaMeHTHbIC JOKYMEHTHI: QYHKIUU U
pasnoBunHocTH // Becthuk PITY. 2016. No2. [DnekTponnsiii pecypc]. — M., 2019. — Pexxum noctyna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.

Kykapuna HO.M. CocTaB ynocToBepeHHs JIOKYMEHTa: OT HPONUIOr0 K HAcTOALEMY H
oynymemy// Bectauk PITY. 2014. Ne2. [Dnextponnslii pecypc]. — M., 2019. — Pexxum nocrtyma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128.

JlonmosiHMTEIBLHAS
Jleoenocosa I'.A. CenekTuBHBIM 0TOOp TOHATHS «aokyMeHT» // Bectamk PITY. 2016. Neo2.
[DneKTpOHHBIN pecypc]. - M., 2019. - Pexum JOCTyTa:

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

6.2 Ilepeyenn pecypcoB HH(POPMALMOHHO-TEIeKOMMYHUKALMOHHOM ceTH «UHTepHET».

HanumonaneHnast snextponHnas 6ubnmuorexa (HOB) www.rusneb.ru

ELibrary.ru Hay4unast anextponnas 6ubdianoreka www.elibrary.ru

DOnekTponHas 6ubnuoreka Grebennikon.ru www.grebennikon.ru

Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

Poccuiickass rocymapcTBeHHass OubOnmoreka. [OnekTpoHHBle pecypc] — Pexum pocryna:
https://www.rsl.ru/

6.3 IIpodeccnonaibHbIe 0a3bl JaHHBIX H HH(POPMALMOHHO-CIIPABOYHbIE CHCTEMbI

Jloctyn k npodeccuoHanbHbIM 0a3am nanubix: https://liber.rsuh.ru/ru/bases



http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsl.ru/
https://liber.rsuh.ru/ru/bases
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WHpopmanoHHbIE CIIPABOYHBIE CUCTEMBI:
1. Koncynsrant Ilmoc
2. Tapanr

7. MaTepuaJbHO-TeXHHYECKoe o0ecnevyeHue TUCIHIIINHBI

Hns obecrnieueHus JUCIUILINHEBI HUCIONb3YyeTCA MaTepUAIbLHO-TEXHUYECKas Oa3za
00pa3oBaTENLHOIO YUPEIKICHUS: y4eOHbIE ayAUTOPUH, OCHAIIEHHBIE KOMITBIOTEPOM M ITPOCKTOPOM
JUJISA I[GMOHCTpaI_[I/II/I y‘IG6HBIX MaTCpI/IaJIOB.

CocTtaB mporpaMMHOT0 00eCTICUCHHUS
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. O0ecnieuenne 00pa3oBaTEeIbLHOIO MpoLecca JJIsl JUI C OTPAHUYEHHBIMH BO3MOKHOCTSIMHU
310POBbSI H HHBAJIWI0B

B xonme peamuzauuy JUCHUIUIMHBI HCIIOJNB3YIOTCS CIEAYIOIIME JONOJHUTEIbHBIE METO/bI
o0y4yeHMsl, TEKYLIero KOHTPOJS YCHEBAEMOCTH M INPOMEXYTOYHOW aTTecTaluu oO0ydaroluxcs B
3aBHCUMOCTH OT UX WHIMBHIYaJIbHBIX 0COOCHHOCTEH:

e UIsl CIICNIBIX U CHA0OBUIAIIMX: JIEKUUU OQOPMIISIOTCS B BHUAE 3JEKTPOHHOIO JOKYMEHTA,
JOCTYITHOTO C TIOMOLIbI0 KOMIIBIOTEPAa CO CHELUATU3UPOBAHHBIM HPOrPAMMHBIM O0ECIIEUCHHEM;
IIMCbMEHHBIE 3aJ]aHMsl BBIIOJHAIOTCA Ha KOMIIBIOTEPE CO CHEUUAIN3HPOBAHHBIM MPOrPaMMHBIM
o0ecreyeHneM WIM MOTYT ObITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIEUMBAETCS WHAMBHUIYyaIbHOE
paBHOMepHOE ocBemeHue He MeHee 300 JIOKC; IS BBIMOJHCHUS 3aJaHusl TPH HEOOXOIMMOCTH
IIPEJOCTABIIAETCS YBEIMUYUBAIOLIEE YCTPOWCTBO; BO3MOXKHO TaKXKe MCIOJIb30BaHME COOCTBEHHBIX
YBEIIMYUBAIONINX YCTPOUCTB; MUCHMEHHBIC 3a1aHMs O()OPMIISIFOTCS YBEIMYCHHBIM MPU(TOM; K3aMEH
1 3a4€T MPOBOAATCA B YCTHON (hopMe MIIM BBINOJIHAIOTCS B MUCbMEHHOHN (popMe Ha KOMIbIOTEpE.

® Ui IIIyXUX M CJIA0OCIHBILIAIIUX: JIEKIUH OQOPMIISIOTCS B BHJE 3JIEKTPOHHOI'O JOKYMEHTA,
aM00  MpeaocTaBiseTCsl  3BYKOYCWIMBAIOLIAs — ammapaTypa HWHAWBUAYAJIbHOTO  MOJb30BAHUS;
MMCbMEHHBIE 3aJlaHUsl BBIMOJHIIOTCS Ha KOMIIbIOTEpE B MHCbMEHHOM (opMe; dK3aMEeH U 3a4eT
MIPOBOJIATCS B MUCBMEHHOM (hopMe Ha KOMIIbIOTEPE; BOZMOXKHO MTPOBEACHUE B (POpPME TECTUPOBAHMSL.

® /Ul JIMIl C HapyIIEHUSIMHU OMOPHO-JBUTATEIBHOIO ammapara: JIEKIUU Oo(GopMIISIIOTCS B BHJIE
AJNIEKTPOHHOTO JOKYMEHTa, JOCTYHHOIO C TIOMOIIBIO KOMIIBIOTEPA CO CIEHUATU3UPOBAHHBIM
IPOrpaMMHBIM  OO€clieYeHUeM; THCbMEHHBIC 3a/laHUsl  BBINOJHSIOTCS Ha KOMIIBIOTEpE  CO
CHeHaTM3UPOBAHHBIM NIPOTPAMMHBIM 00€CTIeYeHNEM; dK3aMeH U 3a4€T MPOBOAATCS B YCTHOU (opMme
WM BBITIOJIHAIOTCS B MIUCbMEHHOM (popMe Ha KOMIIbIOTEpeE.

[Ipn HEOOXOIMMOCTH MpeNyCMaTPUBAETCS YBEIMUYEHNE BPEMEHHU ISl IOATOTOBKU OTBETA.

IIponienypa mpoBeeHHUs MPOMEKYTOUYHON aTTeCTalMM Ul OOy4yaroIlMXCs yCTaHaBIMBAaeTCs C
y4€TOM MX MHJIMBUIYAJbHBIX MCUXO(pU3NUeckux ocodeHHocTel. [IpoMexyTouHas arrectaius MOXKET
IIPOBOZIUTHCS B HECKOJIBKO JTAIOB.

[Ipn npoBeaeHMM TpoLENYpbl OLIEHWBAHUS pPE3yJAbTaTOB OOYy4YEHMs] MpedyCcMaTpuBaeTCs
HCIOJIb30BaHNE TEXHUYECKUX CPE/ICTB, HEOOXOIMMBIX B CBS3U C MHIMBUIAYaJbHBIMU OCOOEHHOCTAMHU
oOyyaromuxcsi. OTH CpeACTBAa MOTYT ObITh MPEAOCTAaBICHbBl YHUBEPCUTETOM, WJIH MOTYT
MCIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPEJICTBA.

[IpoBenenue mpoueaypbl OLEHUBAHUS PE3YIbTaTOB OOYUYEHHS JOMYCKAETCs C HCIOIb30BAaHUEM
JMCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

ObecnieunBaeTcss JOCTyll K HWHGOPMAlMOHHBIM M OMOIMOrpapuueckuM pecypcaM B CETU
WuTepHeT it Kax0ro odydaromnierocs B popMax, alaiTUPOBAHHBIX K OTPAaHUYEHUSM UX 37I0POBbS U
BOCHPUATHS HH(OPMALINU:

e UIsl CIENBbIX WU CHA0OBUIANIMX: B I€YaTHOM ¢opMme yBEIWYEHHBIM WIPUPTOM, B Qopme
9JIEKTPOHHOTO JTIOKYMEHTa, B (hopMme aynnodaiina.
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® JIUIsl TIIyXUX U CIIa0OCIBIIIAIINX: B Ie4aTHOU opme, B GopMe HIEKTPOHHOTO JOKYMEHTA.
e U1 00YYaIONIMXCS ¢ HapyIICHUSIMHU ONOPHO-IBUIATEIBHOTO anmapaTa: B IedaTHol ¢opme, B
(hopMe AIIEKTPOHHOTO JOKYMEHTa, B popme ayanodaiina.

VY4ueOHblEe ayTUTOPHM AJIS BCEX BHJOB KOHTAKTHOM M CaMOCTOSITEIbHON paldOoThl, Hay4yHas
OubinoTeka M HHBIE IMOMELIEHMs i OOY4YeHHs OCHAILEHbl CIELUAIbHBIM O0OpYJOBaHUEM U
y4eOHBIMH MECTaMU C TEXHUYECKHMHU CPEACTBAMHU O0YUCHUS:

® JUIsl CJICTIBIX M CIA0OBHIALIMX: YCTPOHCTBOM JJIsi CKAHMPOBAHUS W YTEHUsS ¢ kamepoil SARA
CE; nucruteem Bpaitns PAC Mate 20; npuntepom Bpaiins EmBraille ViewPlus;

e Ui TIYyXUX W cJaboCiplIaluX: AaBTOMAaTHU3MPOBAaHHBIM pabouyMM MeCTOM Ul JIoAed ¢
HapyIIEHHEM CIIyXa U c1a0O0CTBIIIANINX; aKyCTUIECKUN YCHUIIUTEINb U KOJIOHKU;

e i1 OOyYalOIIMXCS C HapyIICHUSMH OIOPHO-ABUTATEILHOTO ammnapaTa: IepeIBUKHBIMH,
peryaupyeMbIMu 3proHomudeckumu napramu CH-1; KoMObIOTEpHON TEXHUKOW €O CleLHalbHBIM
IPOrPaMMHBIM 00ECTICYCHHEM.

9. MeToauuecKkue MaTepuaJibl

9.1 IlnaHbl ceMUHAPCKHUX 3aHSITHI

MeToanyeckue yKa3aHHUs M0 OPraHU3aIMU U NIPOBEICHUIO JIa00PATOPHBIX 3aHATH.

Br16op Tem mabopaTopHBIX 3aHITHIA OOYCIIOBICH OOIIMM COJIEpiKaHWEM Kypca M HaIleJIeH Ha
yriayOJIeHHOE U3yUEHHUE €0 OTACTbHBIX Pa3/IeoB.

[lenb 3aHATHI — 3aKpeIUIEHUE CTYAEHTaMU 3HAHUN TEOPETHUYECKOIo Kypca U NpUoOpeTeHHe
VMU MPAKTUYECKUX HABBIKOB JIOKYMEHTHUPOBAHUS JEATEIbHOCTH OPraHU3aluid U MPEANPUITUM.

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

1. PasButue AOKyMEHTa U CKJIaJbIBaHUE ero hopMyIispa.

2. CocraBienue u 0pOpMIICHHE OPTaHU3AIMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB.

3. CloXHbIE KOMILIEKCHI IOKyMEHTOB.

B pesynbTare BBINOJIHEHUS NMPAKTUYECKUX 3aHATHM CTYAEHTHI JOJDKHBI 3HATh IMOSBIECHUE U
pa3BUTHE TEPMHUHA <«JIOKYMEHT», B3aUMOCBSI3b MOHATUH «IOKYMEHT» U «HH(popMaIusy; GopMbl U
crocoObl (UKCUpOBaHMS MH(GOPMAIIMK HA MaTepUATHLHOM HOCHTENE; COCTAaB U HazHaueHUE (QYyHKIIHI
JOKYMEHTA; 3BOJIOLMIO (POpMyJisipa TEKCTOBOIO JOKYMEHTa B pa3iMyYHble MCTOPUYECKUE MEPUOJIBI,
COBpEMEHHBIE TpeOOBaHMS, TPEAbIBISIEMblE K COCTABIEHUI0O M O(QOPMIICHHIO CIY>KEOHBIX
JOKYMEHTOB; YMETb COCTaBJIATh U OQOPMIISATH OCHOBHBIE BU/IbI OPraHNU3aLMOHHO-PACTIOPAIUTEIbHBIX
JIOKYMEHTOB.

3aHATUS TPOBOJATCS C Yy4YeTOM TpeOOBaHUM, H3JI0KEHHBIX B 3aJaHMSIX M Ha OCHOBE
MpearaéMblX yIpaBiIeHUECKUX CUTYalUH.

3aHATUS MOTYT OBITh MPOBEIECHBI KaK TPAJUIMOHHBIM CIIOCOOOM, TaK M Ha NEPCOHAIBHOM
KOMIIBIOTEPE C HCIIOJIb30BAHMEM COBPEMEHHBIX TEKCTOBBIX PEJAKTOPOB M MO CHEIHAIbHO
pa3pabOTaHHBIM METOJUYECKUM YKa3aHUSM.

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

Ha xaxiom 3aHATHH TPOBOJUTCA OMPOC U KOJJIEKTHBHASA Oecesa Mo TeMe, Pa3bICHAIOTCS 1eH
u 3amayn e€ wu3yueHus. Pe3ynbTaTbhl CcaMOCTOSITENIbHO BBIMOJIHEHHBIX 3a/JaHUi MpernojaBaTellb
IpoBepseT B KoHIE 3aHATUH. [IpomyleHHble 3aHATHS CTYJIEHTHI OTpabaThIBalOT CaMOCTOSTENLHO B
nabopaTtopun JOKYMEHTOBE/IEHUS, B KOTOPOM BEJIETCS YUEeT OTpabOTOK.

[Tnanbl TaOOPaTOPHBIX 3aHATHMA

Tema 1: JIoKyMeHT ¥ ero (yHKIHHU , TOHATUS JOKYMEHT U nHpopManus — 8 4yacos.

Llens 3aHsATHS — aHAIW3 PA3BUTHS TOHATHUA «WHGOPMAIHS» M «IOKYMEHT», OIpeNeiIeHne
(GyHKUIMH TOKYMEHTOB.
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B pe3ynbpTrare BBINOJHEHNS 3aaHUI CTYIEHT AOJDKEH:

— umemdp npedcmasienue O B3AUMOCBS3U TOHATUH «WHGOPMAIMS» M «IOKYMEHTY,
pPa3BUTUU TIOHATUSA <JIOKYMEHT», pa3BUTUU CHOCOOOB JOKYMEHTUPOBAHHUSA W HX CBSI3U C
MaTepHaTbHBIMU HOCUTEISIMA WH(OPMAIINH;

—  YMeTb OIpeAensaTh GYHKIIMN KOHKPETHOTO IOKYMEHTA.
3agaHusA 1J151 CAMOCTOSITEILHOM padoThI.

1. Ilpoananu3upoBaTh ymnoTpeOieHHE MOHATHUS JOKYMEHT M €ro CMHOHUMOB Mo «l eHeparbHOMY
pernmamenty» 1720 r., «O0memMy rybGepHckomy yupexnaeHuto» 1775 r., «OO0meMy ydpexIeHUIO
muHucTepcTBy 1811 r.

2. Ilpoananm3upoBaTh pa3BUTHE MOHATHUS «JOKYMEHT» 10 CJIOBAPSIM U CIIEHHUAIBHOMN JUTEpaType.

3. IIpoananu3upoBaTh pa3BUTHE TepMUHA «HHGOpMaLUa» 1O ciaoBapsM U DenepanrbHOMY 3aKOHY
«O6 uHpopMaIu, HTHPOPMAIIMOHHBIX TEXHOJIOTHUSAX M O 3aIUTE WH(OPMAIIHID)

4. Tlpoananu3upoBaTh pa3BUTHE TEPMHUHA «IOKYMEHT)» 10 rOCYJapCTBEHHBIM CTaHIapTaM.

5. Onpenenuth GyHKINU CICAYIOMUX TOKYMEHTOB:

- kynuas kabana Hukutel Ko3inoBa Ha xonona MBana ITaBnoBa 23 mas 1494 rona;

- panopt rerepan-mpokypopa Cenara N.}O. Tpy6eukoro nmmneparpunie Enuzasere [letpoBHe 0
npuesze B [lerepOypr u3 SApocnasns teatpansHoii Tpymmbsl O.I'. Bonkosa 3 depains 1752 roga;

- Hexkper CHK «O mnpaBunax noanucaHusi JEHEKHBIX OyMar, JIOKyMEHTOB, OpPJEpOB,
OTHOIIIEHUH, CIIPABOK U T.I.» OT 12 nexadps 1921 r.;

- IlocranoBnenne BIIUK u CHK PC®CP «O mnopszake m0Jb30BaHUSA IE€YaTIMU C
rocyaapctBeHHbIM TepooM PCDCP» ot 15 nekabps 1936 r.;

- mnocraHoBiaenuss LK KIICC wu Cosera wMunucrepctB8 CCCP «O wmepax 1o
COBEpIICHCTBOBAHUIO U yJICIICBICHUIO aflnapara yrnpasieHus» oT 13 okraops 1969 r.;

- @3 “O0 napopmanuu, HHOPMAITMOHHBIX TEXHOJIOTHIX U O 3aIuTe nHpopManun”.

6. IlpuBectu mpuMepsl JOKYMEHTOB, BHITOIHSAIOMINX CIEAYIOUNE QYHKIIH:

- yIpaBJiieHYECKas;

- IpaBOBa;

- CollMaJIbHAs;

- KyJIbTypHasi;

- HICTOPUYECKOTO UCTOYHHUKA;

- UHPOPMAaILIMOHHAS;

- ydera.

Yka3aHus 10 BbINOJHEHHIO 3aJaHUIA.

1. U3yuuTh 3aKOHO/AATEIbHBIE AKThl M BBINHMCATh BCTPEUYAIOLIUECS B HUX CMHOHUMBI MOHSATHUS
«JIOKYMEHT». BBISIBUTh 3HaueHHME TMOHATUH «Jeno», «Oymaray, «akT», <«JenoBas Oymaray,
«CIY’)KEOHBIH JOKYMEHT», JaTh MX ONpPEIENICHHEe, €CIM OHO IMpPHUBEACHO B MCTOYHMKAX.
[Tpoananu3upoBaTh, B KAKUX CIy4asx yHoTpeOIsieTcsl Kak10€ OHSATHE.

2. Tlo BbIIUCKaM M3 CJIOBapel M CHEHUaIbHON JHUTEepaTypbl ONpPENENINUTh, KaKue acHeKThl -
MH(GOPMAIMOHHBIM, NMPaBOBOM, YNpaBIEHUYECKUH, MCTOPUYECKHM - JIETJIM B OCHOBY OINpEAEICHUS
MOHATHS «JOKYMEHT.

3-4. U3 rocynapctBenHbix ctangaproB: [OCT 16487-70 «Jlenonpon3BOJICTBO U apXUBHOE
neno. Tepmuubl u onpenenenus»; ['OCT 16487-83 u 'OCT P 51141-98 «Jlemonmpon3BoACTBO U
apxuBHoe neno. Tepmunsl u omnpenenenus»; [OCT P 7.0.8-2013 «/lenonpou3BoACTBO M apXUBHOE
neno. Tepmunsl u onpenenerusi»; [OCT P UCO 15489-1-2007 Yupasnenue noxkymeHtamu. OOmme
tpeboBanus; denepanpHoro 3akoHa «O0 MHGOpPMaIK, HHHOPMAIMOHHBIX TEXHOJIOTHAX U O 3aIIUTe
nHpopmanum» ot 27 wrons 2006 Nel49-D3 Beimucath ompeneieHus TEPMHUHOB «UHGOPMAIUSI» U
«JIOKYMEHT» U YCTaHOBUTb, KaKH€ acleKThl (HOCUTENU HMH(POPMALUHU, CIIOCOOBI ee (UKCHUPOBAHMS,
IOpUANYEcKas cuia JOKyMEHTa U JIp.) U QyHKIUHU TOKYMEHTA 3aJI05KEHbI B 3TUX ONPEIEICHUSIX.

5. Onpenenuth (QYHKIMU JOKYMEHTa, T.€. €ro ILeJeBO€ Ha3HaueHHe. BBIABUTH MOJIMHHYIO
1elb CO3JaHus TOKyMEHTa U 3aleydaTieHHs 3aKII0UYeHHON B HeM MHGOpMallvd, MpOoaHaTIu3UpOBaTh
poiab  JIOKyMEHTa B  JAaHHOM CHUTyallud JIOKyMEHTOoOoOpa3zoBaHus. Tak Kak  JTOKYMEHT
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o yHKIMOHAJIEH, IEPBOM yKa3biBaeTcsl (QYHKIUS, 3alaHHAsl JOKYMEHTY aBTOpoM. OJHOBPEMEHHO
OTMETHTb, KaKue U3 Ha3BaHHBIX (PYHKIUI TOKYMEHTa HOCAT OOIIMii, a KaKue - YaCTHBIN XapakTep.

6. IlpuBectu mnpuMepbl TOKYMEHTOB, OOJIAJAIONIMX HA3BaHHBIMU (YHKIMSMHU, YKa3aTb
Ha3BaHUE BUJA, 3arOJIOBOK M JaTy JoKyMeHTa. [l (GyHKIMA ydyera ¥ MpaBOBOW MOXHO MPHBECTH
MIpUMEPbl COBPEMEHHBIX JOKYMEHTOB, JUISl MMOCTOSIHHO JEHCTBYIOIIMUX (QYHKIMHA (MHPOPMAIIMOHHOI,
COLIMAJIbHOW, KyJIbTYPHOH, UCTOPUUYECKOIO MUCTOYHUKA) IIPUBECTH IPUMEPHI JOKYMEHTOB Pa3IMUYHBIX
HUCTOPUYECKHUX AIOX.

KoHTpoJibHbIE BONIPOCHI:

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

2. Kakue acnekTsl 4eloBEYECKOW JEATENbHOCTH OTPAKEHbI B OINPEACIICHUAX TEpPMUHA
«JTOKYMEHT» ?

3. [lepeuncnure GyHKINN TOKYMEHTA.

HcTouHuku U quTeparypa

HcrouHuku:

®enepanbhbiii 3akoH PO ot 27.07.2006 1. Ne149-D3 «O06 undbopmaiuu, nHGOPMAITMOHHBIX
TEXHOJIOTHSAX M O 3amuTe uHpopMmaruuy // [DnekTpoHHsd pecypc]. — M., 2019. — Pexxum mocrymna:
http://www.consultant.ru/document/cons_doc_LAW_61798/.

Ddenepanbhblii 3akoH oT 06.04.2011 Ne 63-D3 “O06 snexkrponHOo# moanucu” // [DneKTpOHHbIIH
pecypc]. - M., 2019. - Pexum JOCTYyIIa:
http://www.consultant.ru/document/cons_doc LAW_112701/.

MeToauueckre pEeKOMEHIAlMU 1O pPa3paboTKe MHCTPYKIHMM MO JIeIOMPOU3BOJCTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTo camoymnpasieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 /I [Dnektponusii pecypc]. — M., 2021. — Pexum gocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

I'OCT P UCO 15489-1-2019 HamumonaneHbiii cTtangapt Poccuiickoit denepanuu. Cucrema
CTaHIApTOB 1O MH(OpPMAIUK, OHONMOTEYHOMY U H3IaTeNbCKoMy neny. Wudopman3us u
JNOKyMeHTanusl. YmpaBieHue aokymeHtamu. Yacte 1. Ilonsartus w npuHmunsl. // [DIeKTpOHHBII
pecypc]. - M., 2021. Pexum JOCTyTA: http://
http://www.consultant.ru/document/cons_doc_LAW_ 329486/ .

I'OCT P 7.0.8-2013 Jlemonpous3BOACTBO W apXUBHOE Jei0. TepMUHBI MU ONpeaeIeHUsI.-
[DneKTpOHHBIN pecypcl]. - M., 2019. Pexum JOCTyIIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

9111 Jlutepatypa:

beikoBa T.A. JlokymeHTanuoHHOe oOecreueHne ympaBlieHUs  (JIeIOMPOU3BOJICTBO)
[DnexTpoHHbI pecypc]; yuedHoe mocodue/ T.A. brikosa, T.B. Ky3nenona. -2-e uzn. nepepal. u gom.
— Mocksa: Uuadpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/

Pa3zpaTouHbiii MaTepuas K 3aHATHSM:

1. T'enepanbHblii pernament 1720 r.

2. OGmee ry0epHckoe yupexaeHue 1775r.

3. Oo6muee yupexaenue muaucrepcts 1811r.

4. COOpHHK 3aKOHOJATEIbHBIX aKTOB IO jAeonpousBoacTBy (1917-1970):

5. DBbImMCcKH € onpelneneHUusIMM TOHSTHS «IOKYMEHT», «HHQOpMalus» U3 CloBapei,
SHUMKJIONENI U CIIEUAIBHOM JINTEPATYPHI.

6. TOCT 16487-70, TOCT 164867-83, TOCT P 51141-98, TOCT P 7.0.8-2013
Jlenonpon3BOACTBO U apXUBHOE A€NI0. TEPMHUHBI U ONIPEIEICHHUS;

7. TOCT 6.10.1.88 YauduuupoBaHHble CUCTEMBI TOKyMeHTalli. OCHOBHBIE TIOJIOKEHUS;

9. Meroanyeckne peKOMEHIAIMM MO pa3paboTKe HHCTPYKUMH IO JEJIONPOU3BOJCTBY B
roCy/apCTBEHHBIX OpraHax, OpraHax MECTHOTO caMmoymnpanieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [DOnextponHuwii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

I'OCT P UCO 15489-1-2019 Hanmonanbubiii cranaapt Poccuiickoit @enepanun. Cucrema
CTaHIapTOB Mo wuHpopmanuu, OUOIMOTEYHOMY M uU3IaTenbckoMmy neny. HWubopmand3us u
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JTOKyMEHTaIus. YmpasieHue nokyMeHtamu. Yacte 1. [loHsTus w nmpuHmmmsel. // [DIEKTPOHHBINA
pecypc]. — M., 2021. Pexum JOCTyTA: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

10.@enepanpubiii 3akoH «O0 uHbOpManuu, MHOOPMAIMOHHBIX TEXHOJOTHAX W O 3aIIUTe
nHdopmarnum» ot 27 urosst 2006 Ne149-D3

Tema 2. Cnioco0bl JOKYMEHTHPOBAHUS U MaTepHAJIbHbIE HOCUTEIH UHpOpMaAUKn

Lenb 3aHATHS — N3yYEeHUE Pa3IMYHBIX CIIOCOOOB 3anevaTieHus] HHPOPMAaIIHH.

B pe3ynbraTe BBINONHEHUS 3aJaHUI CTYACHT JOJDKEH:

— 3Hamb QYHKIHH JTOKyMEHTa, CIOCOOBI 3ameyaTiieHus WH(OpMAalWu, ITambl Pa3BUTHS
TEKCTOBOTO IOKYMEHTHPOBAHUS
3agaHus 1J151 CAMOCTOSITEIHLHOH PadoThI.

- M3yuuTh 3Tanbl TEKCTOBOIO JOKYMEHTHPOBAHUS, 03HAKOMUTHLCS C 00pa3amMu MUKTOTPaMM U
JIOTOTPaMM, JaTh UX KPATKYHO XapaKTePUCTHUKY.

- O3HakoMHTbCS € oOOpa3llaMd TEXHMYECKHUX JIOKYMEHTOB W 3alucaTh HMX COJIep)KaHue
TEKCTOBBIM CIIOCOOOM.

Yka3aHus 1o BbINOJHEHUIO 32 IaHUH.

1. I3yuuTh TUKTOTPAaMMBI U JIOTOTPAMMBI, TIPEICTABICHHBIC B KOJUTEKINH. J{aTh onmcanue 1-2
nuktorpamm. [IpoBecTu aHanan3 3HAKOB JOTOTPAMM, YYHUTHIBAs MPU 3TOM, UYTO 3HAKY COOTBETCTBYET
CJIOBO. 3aprcoBaTh 2-3 00pasia u ONpeaeTuTh MPEUMYIIECTBA U HEJJOCTATKH JIOTOTPAMM.

2. U3yunts 1-2 yepTerka U TEKCTOBBIM CIIOCOOOM 3alucaTh UX COJIEpKaHuE.

KoHTpoJibHbIE BOMPOCHI :

1. KakoBblI 3TaIibl pa3BUTHUS TEKCTOBOTO IOKYMEHTUPOBAHHUS ?

2.KakoBbI criocoObI 3anievatiaeHus nHpopMaruu ?

3.Kaxkue cniocoObl TOKyMEHTUPOBaHHUsI MMOSBUIKCH B 19 Beke?

9.11.2 Jluteparypa:

beikoBa T.A. JlokyMeHTalmoHHOe oOecrieyeHue yIpaBieHHs  (JeIONpOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yueonoe nmocoome/ T.A. brikopa, T.B. Ky3nerona. -2-¢ uza. nepepabd. u Jor.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/
Pa3naTouHblii MaTepuaJl K 3aHATHSAM:

Konnekuus nukrorpamm, jororpamm 1 J1okyMeHToB XI-XX BB.

Habop nnakaros.

Crnaiiipl IO UCTOPUU PA3BUTHSI CIIOCOOOB IOKYMEHTUPOBAHHUSI.

Tema 3. @opmyJisip JOKYMeHTa M ero coctapHble YacTu. Ucropusi passutus popmyaspa
nokymenrta — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek.

®opmymap nokyMenra XVI - XVII BB. —

[lenp 3aHATHS — BBIABICHHE 3aKOHOMEPHOCTEM CKJIaJbIBAaHUS M pa3BUTUS (QopMyisipa
TEKCTOBOTO ciayxkeOHoro qokymenta XVI-XVII Bs.

B pe3ynbTare BhINOJHEHUS 3aJaHUN CTYAEHT JOJIKEH:

—  uMmemp npedcmasgienue O CKIAAbIBAHUM U pa3BUTHH (POPMYJIsipa TEKCTOBOTO JJOKYMEHTA B
MIPUKA3HOM JIEJIOTIPOU3BOJICTBE;

— 3namsb Buabl nokyMeHToB XVI-XVII BB., coctaB ¢opmynspa; Ha3BaHHMS PEKBU3UTOB U
MOPSAZIOK UX OPOPMIICHHUS;

— yMeTb OIuchIBaTh KOHKpeTHbIE JokyMeHThI XV I-XVII BB., cocTaBisis ux GopMyJspsl.
3aganus 1J151 CAMOCTOSITEJILHOM padoThlI.

1. I3y4uTh BUJIBI U PA3HOBUIHOCTH IOKYMEHTOB !

1.1 Ilo kparkoMy cJIOBapi0 BHUJOB M PA3HOBUIHOCTEW JOKYMEHTOB BBINIHCATh BHUIbI
JIOKYMEHTOB;

1.2 Tlo xonneK1uuy BbISIBUTH BUBI JOKYMEHTOB, OOBSICHUB METO/] ONPEAETICHHS KaX/10r0 BUAA.

2. BBISIBUTB U onucaTh 0COOEHHOCTH 0003HaUEHUsI aBTOpa IOKYMEHTa, YKa3as :

- CITyK€OHBIN WM JTUYHBIA TOKYMEHT;
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- KOJJICKTUBHBIN MM MHAWBUYaJIbHBIN aBTOP;

- (hopmy 0003HAUEHHS ABTOPCTBA, MECTO €TI0 PACHONIOKEHHS B (hOpMYJIIsipe JOKYMEHTA;

- 0COOEHHOCTH OIIPEJENICHUs aBTOPA.

3. IIpoananu3upoBaTh COCTaB M CHOCOOBI 0003HAUCHUS PEKBU3UTA «aApecaTy :

- BBINKUCATh IPUMEPHI aIPECOBAHUS JOKYMEHTOB;

- U3YYHTH COCTAB, CIIOCOO HAIIMCAHUS a/IPECaTOB JOKYMEHTOB, IIOCHIJIAEMbIX U3 HUKECTOSAIIETO
YUPEKACHUS B BBIIIECTOSAIIEE, JOKYMEHTOB, KOTOPBIMU OOMEHHUBAINCH PABHOCTOSAIINE YUPEKACHUS, U
JOKYMEHTOB, HAlIPABJISIEMbIX U3 BBILIECTOSIINX YUPEKACHUN B HUKECTOSIIIHUE.

4. V3y4nTh criocoObl 1aTUPOBKH IOKYMEHTA :

a) OTPENIENNUTh AAThl U3YYaeMbIX JOKYMEHTOB;

0) ycTaHOBUTb MPU3HAKYU ATHPYIOIETr0 XapaKkTepa;

B) IIEPEBECTH YCTAHOBIIEHHBIE JAaThl C 3PBl «OT COTBOPEHHS MHpPaA» Ha 3Py «OT POXKICCTBA
XpUCTOBaY», C OJIMAHCKOTO KaJeHJaps Ha TPUTOPUAHCKUH.

5. M3yunth cOCTaB yHOCTOBEpEHMs JOKYMEHTa : OIPEACIUTh HalU4ue, COCTaB, MECTO
PacIoyIOKEHUs MOANNUCH U CKPETIBI.

6. Onucarb XapakTep OTMETOK Ha JOKyMeHTax. OnpeaennuTh UX Ha3HaYCHHE.

7. OnpenenuTts TPaAULMOHHO-CIOXKHBILYIOCS CTPYKTYpPY TEKCTa U OCOOEHHOCTH H3JI0KEHUS
COJIepKaHUs OTACTBHBIX BUJOB JOKYMEHTOB (4€TIO0OMTHAS, TPAMOTA, OTITUCKA).

Yka3zaHusi 10 BbINOJHEHUIO 3aJaHMI:
3ananus Ne 1-6 MO>KHO BBIIOJHSIT C IIOMOUIBIO TAOJIUIIBI CIICAYIOUICH (HOPMBI:

Bun ABTOD Anpecar JlaTa CocrtaB OTMeTKa Ha
JIOKYMEHTa YAOCTOBEpPEHUS JIOKYMEHTE

1. BeimucaTh Ha3BaHMs BHJIOB JIOKYMEHTOB, OOpaTMB BHHUMaHHE Ha KOJMYECTBO BHUAOB U
paznoBuanocrei B XVI-XVII BB.

Buasl 1OKyMEHTOB cielyeT BBIIMCHIBaTh IO CJEIYIOIIUM TIpyINIaM: paclopsIuTeIbHble
JOKYMEHThI (HampuMmep, yKa3bl, IPaMOThl, HakKa3Hble, NaMATH), Iepenucka (mamsTH, OTIHUCKH,
4eNoOUTHBIE U T.11.).

Bunpl TOKyMEHTOB U3YUYUTh TaKXKe M0 KOJUIEKIIMU KON JOKYMEHTOB. Tak Kak OOJBbIIMHCTBO
JOKYMEHTOB HEe MMEET BBIJIEICHHOI0 0003HAUSHMs BUJIA WIIM PAa3HOBUAHOCTHU, TO HA/I0 MX OINpPENIEINUTh
CaMOCTOSITEIbHO W ONUCaThb METOJbl OMNpejieNieHuss (aHalu3 TeKCTa, chneurduka H3I0KEeHUs
COJIEPKaHUS WIH CIOXKUBLIASICS HEPAPXUS TOKYMEHTOB).

2. Tlo komnekuuu XVI - XVI BB. BHUMATEIbHO MPOYUTATh COJIEPIKAHUE KAXKIOTO TOKYMEHTA U
yKa3aTb aBTOpa - CO3/aTelisd JAOKyMeHTa (y4pekIeHHe) M MOJIPOOHO OOBSICHUTH, KaKHUM 0Opa3oM
YCTaHOBJICH JIAHHBIN aBTOP.

3. BHuMaTenbHO NpOYUTaTh JOKYMEHTHI MPEAI0KEHHON KOJUIEKIIMU U CTONIOA U ONpeAeInuTh
MECTO PacIOJIOKEHHS aJipecara, €ro cocTaB U opMy, BHIIUCATh HECKOJIBKO MPUMEPOB.

Jlnis aHanmm3a JOKYMEHTOB, KOTOPBIMU OOMEHHUBAIIUCH YUPEXKIEHUS, CIelyeT B3sTh TAKHE BUJIbI
KaK ykKa3, rpamora, uyeinoOuTHasi, oTnucka. [Ipocieauts u BbIUcaTh NpuUMepbl 0QOpMIIEHUS B HHUX
azgpecata W 10 COACPKAHMIO ONPEIEIUTh KOHKPETHBIE YUPEXKIEHHUS, KOTOPBIM aIpeCOBaHBI
JIOKYMEHTHI.

4. YcTaHOBUTH JaTy CO3JaHUS JOKYMEHTa - TOYHYIO, NPHOIMKEHHYIO, BEPOSTHYIO C
MOoAPOOHBIM OOBSCHEHHEM JaTHPYIOIIET0 MpH3HaKa (coaep:KaHHe JOKyMEHTa, BpeMsl JeHCTBUs
MCTOPUYECKHX JIUI] U T.1.). YCTAaHOBJICHHYIO IO 3p€ «OT COTBOPEHHsI Mupa» (Hampumep, 7168, xoraa
nepBas nudpa omyckangack - 168) maTy mepeBecTH Ha 3py «OT POXKIECTBA XPUCTOBay». s 3TOr0 OT
udpsl 7168 Beruects mudpy 5508 umu 5507 (s coObiTuil MapTOoBCKOoro ctuis) u 5508 mimm 5509
(mns coObITHl ceHTsOpbckoro ctuis). K nHI0 Mmecsna cienyer nmpuOaBUTh LUGPY JECATh, YTOOBI
MIOJIyYUTh AATy IO HOBOMY CTHIIIO.
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5. CocTaB yAOCTOBEpEHUS TOKYMEHTa HadyaTh U3y4aTh CO CTOJIONA, IO KOTOPOMY ONPEIEIUTh
MECTO MOAIUCH («IIPUIKMCH») U XapaKTep ee HanucaHus. 110 KoIeKuy BBISICHUTD COCTaB CITYKUJIBIX
JIIOJEH, MOANKUCHIBAIOUINX U CKPEIUIAIOIUX JOKYMEHTHI.
6. BoinucaTth BCE OTMETKHM Ha JOKYMEHTax, OTMETHB MECTO MX HAalMCAHMs, UX Ha3HAYCHHE U
HCII0JIb30BAaHUE JJI1 YTOYHEHHUS XapaKTEPUCTUKHU TOKYMEHTA.
7. IIpoananu3upoBaTh HECKOJIBKO BHUJOB JOKYMEHTOB, YCTAHOBUTbH, UMEETCS JIM XapaKTepHas
UL KaXA0r0 BUAA CTPYKTypa TEKCTA, KAKMMH YCTOMYMBBIMHU CIOBOCOYETAHUSAMHU OTIIMYACTCS OIWH
BHJI OT IPYTOrO.
Jliis aHanmM3a MOXKHO B3SITh TAaKHUE BU/IbI JOKYMEHTOB KakK yKa3, IaMsTh, YeJOOUTHAs, OTIIHCKA.
Marepuaiibl aHaJIM3a JIy4Ile IPeJCTaBUTh B TAOIUYHOM (opme :
Bua nokymenra Bsenenue OcHoOBHasl 4acThb BakiiroueHue

KoHTpoJibHbIE BOIPOCHI:

1. YeM omnpezensnach CTpyKTypa TEKCTa 1 HAUMEHOBAHUE BUJA IOKyMEHTA ?

2. KakoBbl 0COOEHHOCTH BHELIHET0 0popmIIeHUs JOKYMEHTA ?

3. Kakue npu3Haky oMoraroT OlpeAeaInuTh aBTOPCTBO JOKYMEHTA ?

4. Kak ompenenuTh BpeMs cocTaBiieHUs AokyMeHTa ? OcoOeHHOCTH 0003HaueHUs OaThl
nokymenta XVI - XVII BB. ?

5. Kak ygocToBepsiauch 10KyMEHTHI ?
Hcrounuku u mutepatypa

Hcrounuku:

KpaTkuii cioBapb BUI0B ¥ pa3HOBUJHOCTEN TOKyMEHTOB.-M.,1974.

Jlureparypa:

boikoBa T.A. JlokymeHTanmuoHHOe oOecrieueHrue ymnpaBieHUs  (JIeIOMPOU3BOJICTBO)
[DnexTpoHHBbI pecypc]; yueOnoe mocobue/ T.A. breikoBa, T.B. Ky3Henona. -2-e uza. nepepad. u J0I1I.
— Mockga: Uudpa-M, 2018. -304 c. — Pexxum poctymna: hitp://znanium.com/go.php?id=942800/
Pa3naTounblii MaTepuaJl K 3aHATHSAM:

1. Cronben XVII B.

2. Komnexuuu konuit nokymentoB XVI-XVII Bs.

3. KpaTkuii ciioBapb BUJIOB ¥ pa3HOBUIHOCTEN TOKYMEHTOB.

®Dopmymsap nokyMmernra XVIII B. —

[lenb 3aHATUSA — W3YUYEHHE PA3BUTHS U OCOOEHHOCTEN (HOPMYIISIPOB CIYKEOHBIX JOKYMEHTOB
XVIII B.

B pesynbrare BBIITOJIHEHNS 3aJaHUM CTYIEHT JIOJKEH:

—  umemsb npeocmaegnienue 0 3aKOHOZAATEIbHOM pETyJINPOBaHUH mporecca
JOKYMEHTUPOBAHUA U pa3BUTHH popmyisipa nokymeHnta XVIII B;

— 3Hamb 3aKOHOJATEIIBHBIE aKThl, PErVIAMEHTUPYIOLIUE IOCTAHOBKY JEJIONPOU3BOJICTBA B
XVIII B, BUBI 1OKyMEHTOB, cocTaB (hopMyIisipa JOKYMEHTa, paBuiia 0hopMIIEHUS PEKBU3UTOB;

— yMeTb onuchiBaTh KOHKpeTHbIe TokyMeHThl XV III B., coctaBnsis ux Gpopmymnsapsr.
3agaHus 1J151 CAMOCTOSITEIbHON padoThI:

1. I3y4uTh BUJIBI U PA3HOBUIHOCTH JOKYMEHTOB:

- BBIIUCATh BUJIbI IOKYMEHTOB, YCTaHOBJIEHHBIE [ €HepabHBIM periiaMeHTOM

- 3 «Kparkoro cioBaps BUAOB U pa3HOBUJHOCTEN JOKYMEHTOB) BBIIIACATh BUJIbI IOKYMEHTOB
XVIII B.

- U3 JIe]l MECTHBIX YYPEXIACHUM BBINMMCATH BCE BUABI JOKYMEHTOB M OTMETUTH U3MEHEHUS B
TEXHHUKE JTOKYMEHTHPOBAHUSI.

2. Ha npumepe TOKyMEHTOB MECTHBIX YUPEKICHUM IPOAHAIN3UPOBATh CIOKUBIINECS ITpaBuia
HaIMCaHMs aBTOPA, BBISIBUB:

a) 0c0OeHHOCTH 0(hOPMIIEHUS aBTOPA CITY>KEOHBIX U IMYHBIX JTOKYMEHTOB

0) 3aBUCUMOCTh 0003HAYCHHS PEKBU3UTA «aBTOP» OT 0003HAUCHHUS aJipecaTa JOKYMEHTA.

3. Ilpoananu3upoBarh 0003HAYEHUS PEKBU3UTA «aJpecary:
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a) BeIMHcaThb W3 ['eHepambHOro perjamMeHTa OINUCAaHME CHCTEMbl NMHCbMEHHBIX CHOLICHHUH
3BEHBEB alIapara yrnpaBJIeHHs

0) Mo JOKYMEHTaM MECTHBIX YUYpEXIEHUH omucaTh MNOPANOK O(OpMIIEHHS pEeKBU3MTA
«agpecar», OTMETUTb OTJIUMYUTEIbHBIE OCOOCHHOCTM IIOpSAJKa aJpecoBaHUs JOKYMEHTOB IIO
cpaBHeHuto ¢ XVI-XVII BB.

4. Onucatb NOPAJOK TaTUPOBAHUS JIOKyMEHTOB. /laTh puMephl BceX BUJIOB JaT € MEPEBOJIOM
UX Ha TPUTOPHAHCKUHN KaJleHAapb.

5. M3yuuThb cocTaB yAOCTOBEPEHUS JOKYMEHTOB:

- BbINUCATh U3 ['eHepabHOrO perylaMeHTa npaBuia yJ1I0CTOBEPEHHsI JOKYMEHTOB

- OIMcaTh COCTAB MOAMMCH 110 TOKYMEHTaM MECTHBIX YUPEKACHUH.

6. OnucaTb BUJbl OTMETOK Ha JOKYMEHTAX.

7. 3y4nTh NPUHLIMIIBI OPraHU3ALNN TEKCTA HECKOJIBKUX BUJ0B JJOKYMEHTOB.

8. CocTaBUTh (HhOPMYJIAPHI IBYX JOKYMEHTOB.
Yka3aHus 10 BBIIOJIHEHHIO 3a1aHU I

1. BBISIBUTH BUBI IOKYMEHTOB, YCTaHABJIMBaeMble | eHepalbHbIM PErJIaMEHTOM, JIOTIOJIHUTD UX
Bugamu JokymeHToB XVIII B., npuBenénneiMu B «KpaTkom ciioBape BUIOB U Pa3HOBUIHOCTEH
JOKYMEHTOB» U BBIIIUCATh UX omnpenenenus u3 Ciosaps.

W3yuuTh NOKYMEHTHI A€ MECTHBIX YUPEXACHUW, BBINNCHIBasS HAUMEHOBAHUS BUJOB MU
oOpariias BHUMaHHE Ha TEXHUKY JOKYMEHTHPOBAHHUS, BOJSIHbIE 3HAKH, FepOOBYI0 Oymary.

2. 3ananus Ne 2-6 MOKHO BBIIIOJIHATD C IOMOIIBIO TAOIMIIBI ClIeAyIOIIEN (POPMBI:
Bun ABrop: |Anpecat: |[arta: |Texkcr: Cocras OTtmerka Ha
JIOKYMEHTa: (xp. cozmep.) YIOCTOBEPEHUS]  |[TOKYMEHTE

OOpatuTe BHMMaHHE Ha MECTO PACIIOJIOKEHUSI PEKBU3HUTA «aBTOP»U ONUCATh IpaBWiIa €ro
oopMieHHs B 3aBUCMMOCTH OT PEKBU3UTA «aJpecaTy.

3. UByuuth no I'eHepanbHOMY pErjaMeHTy W JOKYMEHTAM MECTHBIX YUpEeXIECHUN IpaBuia
oopmieHns peKBU3UTA «ajpecaT». Bolnucars npaBuia U IpUMephl aApECOBaHUS.

4. Ilpoananu3upoBaTh BCE MMEIOIIMECS JAThl B JOKYMEHTE U ONPEICIMTh UX Ha3HAuY€HUE,
BBINIMCATh IPUMEPHI M OIIUCATh MECTO PACIIOIOKEHUS KaXKIOW AAThI.

5. W3yunTh mnpaBuia yAOCTOBEpEHHUs JOKyMEHTOB mo ['eHepanbHOMYy periameHty. 3aTem
MPOaHAIU3UPOBATh OPOPMIICHHE OJNHUCH B TOKYMEHTaX, BU/IbI ITe4aTei.

6. Beimucarb Bce OTMETKHM Ha JOKYMEHTaX, yKa3aB, Kakue U3 Hux nossuinch B X VIII B.

7. 1o I'enepanpHOMY pErIaMEHTy Ha NPUMEpE MPAaBUII COCTABJICHUS IPOTOKOJIA ONPENCIIUTh
TpeboBaHus, npeabsasisieMble K TekcTy (ra. VI, XXX). BHumaTtenbHO yuTas TEKCTHI HECKOJIBKUX
JOKYMEHTOB, OIMCAaThb UX CTPYKTYpPY, IPOCIEKUBAs €€ U3MEHEHUE B PA3IMYHBIX BUIAX; IPUBECTHU
MIpUMEpPHI BUJI0B TpadapeTHbIX JOKYMEHTOB, OTMeYas KaKuM IyTeM IIPOBOAMUIIACH TpadapeTusariusl.

8. Onmcarb JOKYMEHTHI 10 CIEAYIOLIEN CXEME:!

- BUJI (pa3HOBUHOCTD)

- aBTOp

- agpecar

- TEKCT

- JaTa

- COCTaB yJ0CTOBEPEHUS

- IOJJTUHHOCTD (KOMHUIHOCTH)

KoHnTpoJsabHbIe BONpochI

1. HazoBute oco6enHoctu opmbl fokymenta X VIII B. ?

2. Kakue TpeOoBaHUS TpPEABABISAIOTCS K OGOPMIIEHHIO MPOTOKOJa MO [eHepaibHOMY
pernameHty?

3. B uem nposBUiIach TEHAEHIMS K YHU(PUKAIUN TOKYMEHTOB ?

4. Onuummre CcUCTEeMY NUCbMEHHBIX CHOIIEHHWH 3BEHbEB ammnapara YIpaBJIeHHUs 110
I'enepanbHOMY pernameHTy ?
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HcTouyHuKM U JIUTEpaTypa

beikoBa T.A. JloKyMeHTallMOHHOE OOecleyYeHne ympaBieHHs  (JAETOMPOU3BOICTBO)
[DnexkTponHbIi pecypc]; yueoHoe mocodue/ T.A. beikoBa, T.B. Ky3nenosa. -2-¢ uzn. nepepad. u 1om.
— Mockga: Muppa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/
Pa3gaTounblii MaTepuaJ K 3aHATHAM

1. I'enepainibHblil pernamenT 1720.

2. JIokyMeHTHI (Z1e71a) MECTHBIX yUpeKIeHui 18B.

3. KpaTkuii ciioBapb BUJI0OB U pa3HOBUHOCTEHN TOKYMEHTOB.

Dopmyssip nokymenTa XIX Beka —

Llenp 3aHATUS — U3yUCHHE Pa3BUTHS M 0COOEHHOCTEH (POPMYIISIPOB CIyKEOHBIX JOKYMEHTOB
XIX B.

B pesyibrare BBIITOJIHEHNS 3aJaHUN CTYIECHT JIOJDKEH:

— umemb npeocmagieHue O  pEriIaMEHTalUUU Ipolecca JOKYMEHTHPOBAHHMS B
3aKOHOJATEeNbHBIX akTax XIX B., pa3BuTUU (hopMyisipa ITOKYMEHTa, TEHACHLUAX TpadapeTHu3aluu
JIOKYMEHTOB;

— 3Hams BUIBI TOKyMEeHTOB XIX - B., ocoOeHHOCTH uX OodopMIICHHS, cocTaB (hopmyrsapa,
MOsIBJICHHE OJIAaHKOB U WX BHJIbI, MOSBICHHE OTMETOK Ha JOKYMEHTaX, OTPAKAIOIIUX MX JIBUKCHHE B
YUpEeXJIEHUHU U padoTy C HUMHU.

— yYMeTb aHAJIM3UPOBATh KOHKPETHBIE NOKYMEHThI XIX B.; cocTaBiss UX GOpMYIISIpHI.
3agaHusA 1J151 CAMOCTOSITEILHON padoThI

1. U3yunTth BUBI U PA3HOBUIHOCTH IOKYMEHTOB.

2. BbIsIBUTE 0COOCHHOCTH O(OPMIICHHS PEKBU3UTA «aBTOP», OMHUCATH COCTAaB OJIaHKAa U €ro

BHJIBL.

3. U3yuuThb TEKCT JOKyMEHTA.

4. Onucate NOpSAJOK apecOBaHusl JOKYMEHTA.

5. Bemmcars AaTel CcOCTaBIeHHs, OOpaOOTKH, TOANMCAHHUS M Jp., yKa3aTh MeECTO UX
PacrooKeHusl.

6. IIpoananu3upoBaTh XapakTep yAOCTOBEPEHUS TOKYMEHTA.

7. Onucatb BUIBI OTMETOK.

8. CoctaBUTh (POPMYIISPBI 2-X JOKYMEHTOB.

Yka3aHus 1o BbINOJHEHHIO 3aJaHui

1. HauuHate paboTy clieyeT C pacCMOTPEHMs el y4UpekJeHus. BBIIBUTH M BbIIUCATH
Ha3BaHMsI BUJIOB JOKYMEHTOB:

- M3/1aBa€Mbl€ BBILIECTOSIIIMMH OpraHamH;

- IOCBIIAEMBIE PABHBIM YUPEKACHUSM;

- [IPE/ICTABJISIEMbIE B BBIIIECTOSIINE YUPEIKICHHUS;

- 0(pOpMJISTIOIIINE BHYTPEHHIOIO J€SITEIbHOCTD.

N3 «Kparkoro cioBaps BUAOB U Pa3HOBUIHOCTEH JIOKYMEHTOB» BBIIIUCATh OINPEIEICHUS
BBISIBJICHHBIX BUJO0B T0KyMeHTOB XIX B.

2. Onucarp NOpsIOK OPOPMIIEHHSI PEKBU3UTA «aBTOP» B PA3IUYHBIX BHUAAX JOKYMEHTOB,
BBIMHUCAaTh HECKOJbKO THIOB OJIAaHKOBBIX HAAMUCEH M OINpenenuTh ux coctaB. Ilo kommiekcy
JIOKYMEHTOB IMPOCIEANTh, KaKHe BHJIbI JOKYMEHTOB NMHUIIYTCS Ha OjaHKaxX, Kakue 0e3 0003HaueHUs
OJTaHKOBBIX HA/IMHUCEH.

3. Ilpoananu3upoBaTh HECKOJBKO BHJIOB JOKYMEHTOB, yKa3aB CTPYKTypy TEKCTa, BBINKCAB
IpUMEpPbl IPUMEHEHUS  «KAaHLEIAPU3MOB». OTMETUTh, HACKOJBKO YCWIWJIACh TEHICHIMS
Tpadaperusanuu (BeIMUCATh TPUMEPHI TpapapeTHBIX U TUIIOBBIX TEKCTOB).

4. Ilpu omMcaHUM MOPAIKA aJpeCcOBaHMs YCTAaHOBHUTH 3aBUCHUMOCTH O(OPMIICHUS PEKBH3HUTA
«axpecar» OT uepapxuu yupexaeHui. [IpuBectu npuMepsl afpecoBaHus B BBIIIECTOSIINE, paBHbIE U
HIDKECTOSIEE YUPEXKIECHUS.

5. Belnucars npuMepsl JaTUPOBKH M NEPEBECTH JaThl Ha HOBBIM cTuib. B XIX B. pazHuna
MeXy CTUIIAMU paBHsuiachk 12, B XX B. — 13 gHaM.
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6. Bremucars npumepbl MOANMKMCAHUSA JOKYMEHTAa B MHCTAHIMSIX PAa3sHOW MOJYMHEHHOCTH H
OIHCATh COCTaB MOJIHUCH.

7. Beimucarbh OTMETKH Ha JOKYMEHTAaxX M yKa3aThb UX Ha3HAuYE€HUE, MECTO IMPOCTABICHUSI.

8. ®opMyIIsIpEI TOKYMEHTOB COCTABHUTH IO CXEME, MPEIOKEHHON B TPETHEM 3aHATHH.
KoHTpoJibHbIE BOIPOCHI:

1. B yem nposiBuIack TeHACHINS K YHUPUKAIUU (OPMBI U TEKCTA TOKYMEHTa ?

2. Uto Takoe TpadapeTHBIA U TUITOBON TEKCTHI ?

3. HazoBute cocraB OnaHka JOKyMeHTa ?

4. Yem onpenensics XxapakTep aapecoBaHus JOKyMeHTa ?
HcTouyHuku u 1uTepaTypa

Hcrounuku:

beikoBa T.A. JloKyMEHTallMOHHOE OOEcleYeHHe  ympaBlieHUs  (IeIOMpPOU3BOICTBO)
[DnexkTponHbIi pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3nenosa. -2-¢ uzn. nepepad. u 1om.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum poctyna: http://znanium.com/go.php?id=942800/
Pa3gaTouHblii MaTepuaJ K 3aHATHAM

1. dena yupexxaenuii 19 B.

2. KpaTkuii cioBapb BUJIOB ¥ Pa3HOBUIHOCTEHN TOKYMEHTOB.

Taonuua
Anann3 opopmiteHust peKBU3HTOB JOKyMeHTOB B XVI- X1 X BB.

HanmenoBanue 10KyMEHTOB OcobeHHocTH 0OPMIICHHUS PEKBU3HUTA
B XVI-XVII BB. B XVIII B XIX

B. B.

Bun nokymenta

ABTOp

Anpecar

Tekcr:

BBEJICHUE

OCHOBHAsl 4acTh

3aKJIIOYEHUE

5. Jartsl
COCTAaBJICHUS
MOTyYEHUS
perucTpanuu

6. CocraB yocToBepeHHs

7. OTMeTKH Ha JOKYMEHTE

NS

®opmyisap 1okyMeHTa XX Beka. —

[lenb 3aHATUS — W3YUYEHHE PA3BUTHUS U OCOOEHHOCTEH (HOPMYIISPOB CIYKEOHBIX JOKYMEHTOB
XX B.

B pe3ynbrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJDKEH:

— umemdb npedcmaegnienue O  pErIaMEHTAllMM  IIpoliecca  JOKYMEHTHUPOBaHUS B
3aKOHOAATENBHBIX akTax XX B., pa3BUTHH (QopMyJsipa TOKYMEHTa, TEHAECHUUAX TpadapeTusanuu
JIOKYMEHTOB;

— 3Hamp BUIBI JTOKYMEHTOB XX - B., 0COOCHHOCTH HX odopmieHus, coctaB (Gopmyisipa,
nosiBJIeHHE OJIAaHKOB M UX BU[bI, MOSBICHUE OTMETOK Ha JIOKYMEHTaX, OTPAKAIOLINX UX JABH)KEHHE B
YUpEeXJIEHUU U padoTy C HUMHU.

—  yMeTb aHAJIM3UPOBATh KOHKPETHBIE JOKYMEHTHI XX B.; COCTABIISIS UX (POPMYJISPHI.
3anaHus Ui CaMOCTOSITENIbHON pabOThI

1. I3y4uTh BUJIBI U PA3HOBUIHOCTH JOKYMEHTOB.

2. BpisaBuTh 0cOOEHHOCTH O(OPMIIEHUS PEKBU3UTA «aBTOP», OMHCATh COCTaB OJIaHKa M €ro
BU/JIBL.
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3. 3y4uTh TEKCT JOKYMEHTA.

4. OnucaTh NOPSAAOK aAPECOBAHUS TOKYMEHTA.

5. Beimucate naThl coCTaBieHHs, OOpPaOOTKH, MOMANMUCAHUS U Jp., YyKa3aTb MECTO HX
PacIoIoKeHUsI.

6. [Ipoananu3upoBaTh XapakTep yAOCTOBEPEHUS TOKYMEHTA.

7. Onucarb BUABI OTMETOK.

8. CoctaBUTh GOPMYIISIPHI 2-X TOKYMEHTOB.
HcToyHuku u 1uTepaTypa

beikoBa T.A. JlokyMeHTalMoHHOe oOecleyeHHe YIpaBieHUs  (ZIeJTONPOU3BOJICTBO)
[DnexTpoHHEI pecypc]; yuednoe nocodue/ T.A. brikoBa, T.B. Ky3uernona. -2-¢ uza. nepepad. u AoOII.
— Mocksa: Uudpa-M, 2018. -304 ¢. — Pexxum noctyma: http://znanium.com/go.php?id=942800/
Pa3naTounblii MaTepual K 3aHATHAM

1. Hena yupexnenuit 20 B.

2. Kpatkuii cioBapb BUI0B U Pa3HOBUIHOCTEN JOKYMEHTOB.

3. COOpHUK 3aKOHOJATEIbHBIX aKTOB MO Aeionpou3BoAcTBY (1917-1970rr.) — Yueb. mocobue
nox pen. A.3. Jlummua. — M. MITMAU, 1973. - 157 C.

Tema 4. @opmy.isip COBPEMEHHOI0 YIIPABJIEHYECKOI0 JOKYMEHTa: NMpaBu/jia 0)opMiIeHHSA
PEKBH3UTOB

Ilenb 3aHATUS — HW3Y4YEHHE COBPEMEHHBIX TpPeOOBAaHUM TrOCYAapCTBEHHBIX CTaHIAPTOB H
HOPMAaTHBHO-METOJJUUECKUX aKTOB K O(OPMIICHUIO CITYKEOHBIX JOKYMEHTOB.

B pesyinprare BBIITOJIHEHNS 3aJaHUN CTYAECHT JIOJKEH:

— umemp npedcmaejienue O TEHICHLUAX Pa3BUTHUA JOKYMEHTAa M MPHUHLHUIAX HOCTPOCHUS
bopmysipa-oOpasiia OpraHu3aMOHHO-PACTIOPSIIUTEIBHBIX JOKYMEHTOB;

— 3Hamb COCTaB PEKBU3UTOB M TPeOOBaHUs T'OCYAApCTBEHHOIO CTaHAapTa K O(OpMIECHHIO
JIOKYMEHTA.

— 3HaTh COCTaB PEKBHU3UTOB M TpeboBaHus IlpaBun nenonpous3BoACTBa B (enepaibHbIX
OpraHax MCIOJIHUTEIbHON BIACTH U MEeTOINYECKUX PEKOMEHIalluii K COCTAaBJICHUIO JOKYMEHTOB.

— yMeTb IPOEKTUPOBaTh OJAHKU JTOKYMEHTOB YUPEXKICHHUH W HMETh HaBbIKM PabOThl ¢
roCy/1apCTBEHHBIMHU CTaH/IAPTAMU U METOJUYECKUMH YKa3aHUSMH 110 UX BHEJAPEHUIO U TPUMEHEHHUIO.
3agaHusA 1JIs1 CAMOCTOSITEIbHOM PadoThI

M3yuuTh KOMIUIEKT HOPMAaTUBHO-METOJUYECKHX JOKYMEHTOB 10 JOKYMEHTHPOBAHUIO
yIpaBJIEHYECKON JeATeNIbHOCTH | MeToquuecKkue peKOMEHJAlMK 10 pa3paboTke HHCTPYKUUH MO
JIEJIONPOU3BOJICTBY B TOCYJIAapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBJIECHUs, YTB.
ITpukazom Pocapxusa ot 24.12.2020 Ne 199.

[IpumepHass MHCTPYKLHUS HO JEIONPOU3BOJACTBY B T'OCYJAapCTBEHHBIX OpraHU3alMsIX, YTB.
I[Tpukazom PocapxuBa o 11.04.2018 Ne 44) // [Dnekrponnslit pecypc]. — M., 2019. Pexum gocryna:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Haumonaneubii crangapt Poccuiickoit @®enepauun. Cucrema
CTaHAApTOB 1O uWH(popManuu, OWUOMMOTEYHOMY U HU3AATEeNbCKOMYy Jneny. OpraHu3alioHHO-
pacriopsiiuTenbHas JOKyMeHTauus. TpeOoBaHUS K OGOPMIIEHUIO JOKYMEHTOB // [DIeKTpOHHBIH
pecypc]. — M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.

1. M3yuuts 'OCT P 7.0.97-2016 c tpeGoBaHMsAMHU K O(POPMIIEHHIO JJOKYMEHTOB, ONPEACTUTh
€ro CTPYKTYpY, COCTaB pa3/IeyioB.

2. N3yunts TpeboBanus 'OCTa k O1aHKy TOKyMEHTAa.

3. [lpoananu3upoBaTh MNPEIIOKEHHYIO KOJUICKIIHIO JTIOKYMEHTOB, OIPENEIUTh PEKBU3UTHI,
yKa3aTh HEJJOCTATKH B UX PACIOJIOKEHUU U 0(hOPMIICHUH.

4. CocTaBUTh Ha OCHOBAaHMHU pa3qaTOYHOrO Marepuana OjaHKM (OOWUN M AN MUChMA)
OpraHu3alii ¥ TMpennpuaTHil pa3nuyHbIX (OPM COOCTBEHHOCTH C BapHaHTaMHM MPOAOJIBHOTO M
YIJIOBOTO PACMOIOKEHUS PEKBU3UTOB.

Yxa3aHus 0 BbINOJHEHHIO 32/IaHNS.
1.M3yunth TpeboBaHMUS K cOCTaBy U OGOPMIICHHIO PEKBU3UTOB JIOKYMEHTOB M OJaHKOB,
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n3noxeHHele B “IIpaBuiax 1enonpou3BOJICTBA B FOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO
caMOyIpaBlieHUs ', YTBEPKIAECHHbIX NpukazoM Pocapxusa or 22.05.2019 N 71. (cm. pasmen 2
“JIOKyMEHTHUPOBAHHE YIIPABICHYECKOM JCSITSIBHOCTH )
2. U3yunts TpeboBaHUS K O(GOpMIICHHIO OJIAaHKOB M PEKBHU3MTOB JOKYMEHTOB 10 HanmoHaabHOMY
craggapty ['OCT P 7.0.97-2016 “Cucrema crangaptoB mno wuHPOpMaNHuH, OHOIMOTECUHOMY U
u3garenbckoMy  naeny.  OpraHu3alMOHHO-PACTIOPSAMTENbHAs — JOKyMeHTanus. TpeOoBaHus K
0(OpMIICHHUIO TOKYMEHTOB”.
3. U3yuuth T1pebOoBanusa “MeTOAMYECKHX PEKOMEHIAIMA M0 pa3padoTKe HWHCTPYKUUH IO
JIeJIONIPOU3BOACTBY B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O caMoyIlpaBieHus",
YTBEP)KICHHBIX npuka3zoM Pocapxusa ot 24.12.2020 N 199 k 6naHkam ¥ peKBH3UTaM JIOKYMEHTOB
(mpunoxxenus 2, 3).
4. V3yunTh NpeAsioKEHHYI0 KOJUIEKIUIO (3-5 MTOKYMEHTOB) U aHAIMU3UPYs TOKYMEHTBI, BBIIBUTH
HEIOCTaTKU B OQOpMIIeHHHM OjaHKa (OTCYTCTBHE HEOOXOJUMBIX PEKBH3UTOB M IPAaBUIBHOCTb
o(opMIIeHNS UMEIOIINXCS); OTPEACTUTD MTPABUIBHOCTD PACTIONOXKEHUS U 0(hOPMIICHUSI PEKBU3UTOB
JOKyMEHTa (3arojioBKa, JaTbl M HMHJIEKCa, MOANUCH, OTMETOK O IOCTYIUIEHHHM U HAaIlpaBlICHUU
JIOKyMEHTA B JI€JIO U JIp.).
5. Ha ocHOBe pa3faTodyHOro marepuaia ClipoeKTUPOBaTh OJAHKU JJOKYMEHTOB KOHKPETHBIX
OpTraHU3aIMii ¥ TOCYIapCTBEHHBIX OPraHoB B cooTBeTCcTBUU ¢ TpeboBanusimu ['OCT P 7.0.97-2016.
KoHTposbHbIE BOIIPOCH

1. Hepe‘-{I/ICJII/ITe BUJIbI HOPMATHUBHBIX AKTOB, PCrJIAMCHTHUPYIOIIHUEC JOKYMCHTUPOBAHHUC
ynpaBHqueCKOﬁ ACATCIIbHOCTH.

2. YeM pa3nuuaroTcs oOuuii O1aHK ¥ OlaHK NHChMA, 6IaHK KOHKPETHOTO BUA JOKYMEHTA.
Hcrounuku u mutepatypa

Hcrounuku:

OdenepalibHBIl  KOHCTUTYIIHMOHHBIM 3akoH oT 25 gmekabps 2000 1. Ne 2-®K3 «O
INocynapcrBennom repoe Poccuiickoit denepanun» // [Dnekrponnslii pecypc]. — M., 2019. — Pexum
noctyma: http://www.consultant.ru/document/cons_doc_LAW 29674/.

[IpaBuna  genmompou3BOACTBA B TOCYJApCTBEHHBIX ~ OpraHax, OpraHax MeECTHOIO
camoyrnpasiieHusi, yTB. [Iprka3om Pocapxusa ot 22.05.2019 Ne 71 // [Dnextponnsiii pecype]. — M.,
2021. — Pexxum mocrtyma: http:// https://base.garant.ru/72291836/.

Meronuyeckue pekoMeHAAalud 1o pa3paboTke MHCTPYKIMM 10 JIE€JONpPOU3BOJACTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMmoylpasieHus, yTB. I[Ipukazom PocapxuBa ot
24.12.2020 Ne 199 /I [DOnektponHslii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons_doc_ LAW_373895/.

[IpumepHass MHCTPYKLMS MO JEIONPOU3BOJCTBY B TIOCYAAPCTBEHHBIX OpraHMU3alMsIX, YTB.
ITpukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnextponHslii pecypc]. — M., 2019. Pexxum noctyna:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HamumonaneHelii crangapt Poccuiickoit @Penepauuu. Cucrema
CTaHAApTOB 1O uWH(poOpManuu, OUOIMOTEYHOMY U U3AaTeNbckoMy Jneny. OpraHu3airoHHO-
pacriopsiiuTenbHas JOKyMeHTauus. TpeOoBaHUS K OGOPMIIEHUIO JOKYMEHTOB // [DIeKTpOHHBIH
pecypc]. — M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXWBHOE J€J0. TEpMUHBI M ONpEACIICHUS.-

[DnexTponHsIit pecypc]. — M., 2019. Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
Jluteparypa:

beikoBa T.A. JlokyMeHTallMOHHOE OOECIICYCHUE  ympaBieHUs  (JEI0NmpPOU3BOJICTRBO)
[DnexTpoHHEIH pecypc]; yaeOHnoe mocoome/ T.A. BrikoBa, T.B. Ky3uernona. -2-¢ u3. nepepad. u g0
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/
Pa3narounslii MaTepuaJ K 3aHATHAM:

- TOCT P 7.0.97-2016. Hammonanpublii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHAapTOB 10 uWH(popManuu, OWOMMOTEYHOMY W HU3AATeNbcKoMy Jneny. OpraHu3almoHHO-
pacrnopsanTenbHas JoKyMeHTanus. TpeboBanus K 0hOpMIEHUIO JOKYMEHTOB.
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- IlpaBuna genmompow3BOACTBA B TOCYJAapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO
camoympasiieHusi, yTB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [DnextponHsiii pecypc]. — M.,
2021. — Pexxum noctyna: http:// https://base.garant.ru/72291836/.

Meronudyeckue peKoMEHAAnU 10 pa3paboTke WHCTPYKIMI 10 JIEJIONPOHU3BOJICTBY B
TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympasieHusi, yTB. [Ipukasom PocapxuBa ot
24.12.2020 Ne 199 /[ [Dnekrponnsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW 373895/

[TpumepHass MHCTPYKIMS TO JEIONPOU3BOJACTBY B TOCYJapCTBEHHBIX OPTaHU3AIMSIX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnexkTponHsbIit pecypc]. — M., 2019. Pexxum nocryma:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

— Koseknusa 10KkyMeHTOB.

Tema 5. OpraHu3anuoHHbIe, pacHOpsiIUTEIbHbIe M HWH(OPMANMOHHO-CIIPABOYHBIE

AOKYMEHTBI
JIoKyMEHTUPOBaHHE PACHOPSAAUTEIBLHON AEATEIbHOCTH —
Llenp 3aHATHS — uU3ydeHHE TpeOOBaHUII TOCYJapCTBEHHBIX CTaHAAPTOB U HOPMATHUBHO-

METOAMYECKUX aKTOB K COCTaBJICHUIO M O(POPMIICHHUIO PACHOPSAMTENBHBIX JTOKYMEHTOB, MOJyuYeHHE
HaBBIKOB UX COCTaBJICHUS U OPOPMIICHHS IO 3aJaHHBIM CUTYaLUsAM.

B pesyinbrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJDKEH:

— umemdy npedcmagieHue O CUTyalusiX, TPeOYIOIIMX W3JaHUA PaCHOPSIUTEIbHbBIX
JOKYMEHTOB;

— 3Hamp BUABl PACIOPAIUTENBHBIX JIOKYMEHTOB; COCTaB PEKBU3UTOB (opmylsipa
pacropsaUTeIbHOIO JOKYMEHTa U TpeOOBaHMsI K UX COCTABJICHUIO U O()OPMIIEHUIO.

— YMeTb COCTABIJIATh U 0O)OPMIIATH PACHOPSAUTENBHBIC JOKYMEHTHI 110 33/IaHHBIM CHTYaIHsIM
U UMETh HaBBIKU X O(pOPMIICHUS HAa KOMIIBIOTEpE.
3agaHusA 1J151 CAMOCTOSITEILHOM padoThI

1. M3yuuts TpeGoBaHuUs, MpeABbABIsIEMbIE K COCTABICHUIO U O(POPMIIEHHUIO pacTIOpsAIUTEIbHbBIX
JIOKYMEHTOB.

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

3. CoctaBuTh 1 OPOPMHUTH PACTIOPSDKEHHE.

Yxa3aHus 10 BbINOJIHECHHIO 32IaHUS

1. YTounuTth cocTaB peKBU3UTOB, BXOJAIINX B (POPMYJIp MpUKa3a, pacCOpsKEHUS.

N3yunth TpeboBaHus Meroanyeckre pEeKOMEHJAlMKU 10 pa3padOTKe WHCTPYKIMHA 10
JIEJIONPOU3BOJICTBY B TOCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBJiCHUs, YTB.
IIpukazom Pocapxusa ot 24.12.2020 Ne 199, IIpumepHON HHCTPYKIUH IO JEIONPOU3BOJACTBY B
rOCY/IapCTBCHHBIX oOpraHuzanusx, ytB. [Ipukasom PocapxuBa ot 11.04.2018 Ne 44) k cocraBy
PEKBHU3UTOB U CTPYKTYpE TEKCTA MPUKa3a 10 OCHOBHOW JEATENBHOCTH.

YTOUHUTH pa3Iuyusl B COCTaBICHUM IPUKa3a MO OCHOBHOW JEATENBHOCTH U MO JUYHOMY
cocTaBy, oOpailiias BHUMaHHe Ha MOPsI0K 0(hOpMIIEHUS CCbUIKM (YIIOMMHAHUs) Ha APYTol JOKYMEHT U
YHU(UKALNIO TEKCTOB IPUKA30B IO JUYHOMY COCTaBY.

2. CocTaBUTb JOKYMEHTHI HA OCHOBE IIPEUIOKEHHBIX MTPETI01aBaTeNIeM CUTYallni.
KoHnTpoJsbHbIe Bonpockl

1. TlepeuncnuTe peKBU3UTHI, BXOJAIINE B (GOPMYIISIp IPUKa3a.

2. HazoBuTe cTpyKTypy IpHKa3a 1o OCHOBHOU JEATEIbHOCTH.

3. Uem oTnuyaeTcst CTPyKTypa TeKCTa IpHKa3a [0 JUYHOMY COCTaBy M OCHOBHOM
JeSITEIbHOCTH.

4. Ha3oBuTE CPOKH XpaHEHHS MTPUKA30B.

5. HazoBuTe pekBU3UTHI, BXOJAIINE B (GOPMYJISp paciopsHKeHUS.

6. Uem oTiuyaeTcs CTPyKTypa TEKCTa paclopsyKeHHs OT MPHUKa3a [0 OCHOBHOU JEATEIbHOCTH.
HcTouHuku U uTeparypa

Hcrouynuku:

Metoauueckre peKOMEHJIAlMu MO0 pPa3pabOTKe WHCTPYKUMHA 10 JEeJIONpPOU3BOJCTBY B
roCy/IJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMmoylpasieHus, yTB. I[Ipukazom PocapxuBa oT


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

38

24.12.2020 Ne 199 /I [Dnekrponnusiii pecypc]. — M., 2021. — Pexum pgocryma: hittp://
http://www.consultant.ru/document/cons_doc_LAW _373895/.

[TpumepHass MHCTPYKIUS IO JIEIOMPOU3BOJCTBY B TOCYJApPCTBEHHBIX OpraHMU3allMsiX,
y1B. Ilpuka3zom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
[ToctanoBnenue IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O6 yrBepxknenun IIpaBuin
JIEIIONPOU3BOJICTBA B (hefiepalbHBIX OpraHaxX HCIOTHHUTEILHOU BiIacTW»// [DIEeKTpOHHBIA pecypc]. —
M., 2019. — Pexxum noctyma: http://www.consultant.ru/document/cons_doc LAW 88695/,

I'OCT P 7.0.97-2016. HanumonaneHelii crangapT Poccuiickoit @enepauuu. Cucrema
CTaHIapTOB MO HH(OpManuK, OMOTMOTEYHOMY M HU3JAaTelbcKoMy Jeny. OpraHusanuoHHO-
pacnopsanTenbHas JOKyMEHTanus. TpeboBaHUS K O(QOPMIICHHIO JOKYMEHTOB // [DIEeKTpOHHBIN
pecypc]. — M., 2019. Pexxum mocryma: http://www.consultant.ru/document/cons_doc LAW_216461/.

Jlureparypa:

beikoBa T.A. JlokymMeHTanmuoHHOe oOecrieueHrue ympaBlIeHHUs  (IEIONMPOU3BOJICTBO)
[DnexTpoHHEI pecypc]; yaeOnoe nmocooue/ T.A. brikopa, T.B. Ky3uenona. -2-¢ uza. nepepab. u Aor.
— Mocksa: Uudpa-M, 2018. -304 ¢. — Pexxum noctyma: http://znanium.com/go.php?id=942800/
Pa3naTounblii MaTepuas K 3aHATHSM:

MeToauueckie pEKOMEHIAlMU 1O pPa3padOTKe WHCTPYKUMHA 1O JEIOMPOU3BOJCTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoyrmpaBieHus, yTB. [lpuxazom PocapxuBa ot
24.12.2020 Ne 199 /I [Dnektponusii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[TpumepHass MHCTPYKILMS MO JEIONPOU3BOJCTBY B TOCYJApCTBEHHBIX OpraHU3alusiX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTponnsblii pecypc]. — M., 2019. Pexxum 'OCT P
7.0.97-2016. Hamwonaneneiii crangapt Poccuiickoit ®eneparuu. Cucrema CTaHAApTOB 10
nHpopmanuy, OHOIMOTEYHOMY W HW3JATEIBCKOMY Jjeny. OpraHu3alioOHHO-PACIIOPSIUTETbHAS
nokymeHnTanus. TpeboBanus kK 0pOPMICHHUIO TOKYMEHTOB.

Anp00M yHUPHUIMPOBAHHBIX (OPM MEPBUYHON YUETHONW JOKYMEHTALMU MO YUYETY TPyAa U €ro
OIIAThI, YTBEPXKAEHHBIN nocranoBiaeHueM ['ockomcrara PO ot 05.01.2004 Ne 1.

Marepuansl ¢ UHIMBUAYAJIbHBIMHU 33JIaHUSMH JJII CAMOCTOSITEIbHOTO COCTABJICHUS MTPUKA30B
U pACTIOPSKEHUM.

JIOKyMeHTHPOBaHHUE AeATEIbHOCTH KONJICTHAJbHBIX OPraHOB

[lenb 3aHATHSA — U3yueHUe TpeOOBaHUM K JOKYMEHTaM, CO3/1aBaéMbIM B IIPOLIECCE MOATOTOBKU
1 00CITy>KUBaHHsI COBELLIaHUH.

B pesynbrare BbINOIHEHUS 3a1aHUN CTYJEHT JIOJIKEH:

— umemd npeocmasieHue O BUAAX KOJUIETHAIBHOM JEATEIIBHOCTM M TOpsAKe €€
JIOKYMEHTUPOBAHUS;

— 3Hamb COCTaB JIOKYMEHTOB, CO3/]aBa€MbIX INPU IOAIOTOBKE COBELIaHWH, TpeOOBaHMS K
(bopMyIsipy IPOTOKOJIA, TOPSAAKY €r0 COCTAaBIEHUS U 0(hOPMIIEHUS;

— yMeTb COCTaBIATh UM OQOPMIIATH MPOTOKON M JOKYMEHTHI, CO3JaBaeMble B Ipolecce
MTOJITOTOBKU COBEILIAHUS.

— yMeTb COCTaBJIATh U 0OPMIIATH BBITUCKY U3 TIPOTOKOJIA.

— YMeTb COCTaBJISITh U OQOPMIISITh pELICHHE.
3agaHusA 1JIs1 CAMOCTOSITEIbHOM PadoThI

1. U3yuuts TpeOoBaHUS, NpEABABISIEMblE K COCTAaBIECHUI0O W OQPOPMIICHHIO INPOTOKOIA U
peLIeHus.

2. CocTaBUTH NMPUTIIAIIICHUE Ha 3aCe/IaHMe.

3. CocTaBUTh MPOTOKOJ COBEIAHHS.

4. OhopMHUTH BHITUCKY U3 MPOTOKOJIA.

5. OdopmMuts perieHue.
Yka3aHus 1o BbINOJHEHHIO 32/ IaHNS.

1. YTouHUTH 3Tanbl NOATOTOBKU COBEUIAHUN W BUABI JOKYMEHTOB, CO3/]aBa€MbIX Ha KaXXJIOM
sTane (MoBecTKa JIHS, CHUCKU YYaCTHUKOB U T.1.).
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2. YTOYHUTH 0COOEHHOCTH (hOpMYJIsipa MPOTOKOJIa, TPeOOBaHMS K PEKBU3UTAM, U3JI0’KCHHBIC B
rocyaapCTBCHHOM CTaHAAPTC U MCTOAUYCCKUX PCKOMCHIOAIIUAX, 06paLua;1 BHUMAHHUE Ha COCTaB
nH(OpMAaLIUY B TEKCTE MPOTOKOJA, OCOOCHHOCTH €ro MOAMUCAHUS, CPOKH OPOPMIICHHUS.

3. Onpenenutd pa3nuuus TpeOOBAHHUH K MMPOTOKOIY IMTOJIHOMY M KPaTKOMY.

4. CocTaBUTh CaMOCTOSITEIbHO Ha OCHOBAaHMM Pa3/aTOYHOrO MaTepuaja IMPOTOKOJ, BBIIHCKY
U3 MIPOTOKOJIA, pEIICHHE.

KoHTpoJibHbIE BOIPOCHI:

1. IMepeuncnure peKBU3KUTEL, BXOAAIIUE B (POPMYJIAP IIPOTOKOJIA.
2. Ha3oBHTE CTPYKTYpy TEKCTa MPOTOKOJIA.
3. B uém oT/IMuKE IPOTOKOIA OIHOIO ¥ KPaTKOro.

4. Vkaxure MOpAAOK IIOATOTOBKHM COBCIIAHHUA M KAKHUC OJOKYMCHTBI CO3JAr0OTCA B XOJIC
IIOATOTOBKH.

5. Iepeuncaute PeKBU3UTHI, BXOAIIHME B (QOPMYJIAP PELICHUS.

6. B ueMm Ha3HaueHMe BEINIUCKUA U3 MMPOTOKOJIA.
HcTounuku U quTeparypa

Nctounuku:

MeToauueckre pEeKOMEHIAlMU 1O pPa3pabOoTKe MHCTPYKIHMA MO JIeIOMPOU3BOJCTBY B
rOCyJapCTBEHHBIX OpraHax, OpPraHax MECTHOTO camoympasieHus, yTB. lIpukazom PocapxuBa ot
24.12.2020 Ne 199 /I [Dnektponnusii pecypc]. — M., 2021. — Pexum gocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHass MHCTPYKILHUS O JEIONPOU3BOACTBY B TOCYAapCTBEHHBIX OpraHMU3AIlMsIX, YTB.
[Tpukazom Pocapxupa ot 11.04.2018 Ne 44) // [DnexTponHsbIid pecypc]. — M., 2019. Pexum moctymna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. HaumonanwsHblii ctrangapT Poccuiickori @enepanuu. Cucrema
CTaHIapTOB Mo HH(OpManuu, OMOTMOTEYHOMY M HU3JAaTeJIbCKOMY Jeny. OpranusairoHHO-
pacrnopsAMTeNnbHAs JOKyMEHTanus. TpeOoBaHUS K OQOPMIICHHIO ITOKYMEHTOB // [DIIEeKTpOHHBIN
pecypc]. — M., 2019. Pexxum nocryna: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO U apXUBHOE Je10. TepMUHBI U OINpeaeTIeHUs.-

[D51eKTpOHHBIN pecypc]. - M., 2019. Pexum JOCTyIa:
http://www.consultant.ru/document/cons_doc LAW_163800/.
Jlureparypa:

beikoBa T.A. JlokymeHTanmmoHHOe oOecrieueHrne ymnpaBlieHUs  (JIeIOMPOU3BOJICTBO)
[DnexTpoHHbI pecypc]; yuedHoe mocodue/ T.A. brikoBa, T.B. Ky3Hneuona. -2-e uza. nepepal. u gom.
— Mocksa: Uuadpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/
Pa3parouynbiii MaTepuasa K 3aHATHAM

Meronuyeckue pekoMeHAalud 1o pa3paboTke MHCTPYKUUI 1O JEJIONpOU3BOJACTBY B
rOCyJJapCTBEHHBIX OpraHax, OpPraHax MECTHOTO camoympasieHus, yTB. lIpukxazom PocapxmBa ot
24.12.2020 Ne 199 /I [Dnekrponnsiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.
[TpumMepHass HHCTPYKIMS MO JEJIONPOU3BOJCTBY B rOCYIAapCTBEHHBIX OpraHu3anusx, yTB. [Ipukazom
PocapxuBa ot 11.04.2018 No 44) // [Onexrponnsii pecypc]. — M., 2019. Pexum nocryma:
http://www.consultant.ru/document/cons_doc LAW_305137/.

MaTepI/IaJ'[I)I C HWHIWBUAYAJIBHBIMU 3aJaHUAMH JJIA CAMOCTOATCIBHOIO COCTAaBJICHUA

JOKYMEHTOB.
CocraBnenue nH(HOPMaLMOHHO-CIIPABOYHBIX IOKYMEHTOB —
Ilenp 3aHATHUS — H3y4YEHHE HA3HAYEHUS WH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB U

0COOEHHOCTEHN 0(hopMIIEHUS KaXkI0T0 BUAa 3TOU IPyHIIbl JOKYMEHTOB.

B pesynbrare BeINONHEHN 3alaHUM CTYAEHT JOJDKEH:

— umemp npeocmaegienue O TUIOBBIX CHUTyalusiX, O(OPMISEMBIX YHUPHUIMPOBAHHBIMU
¢dbopmamu HHPOPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB;


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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— 3namp BUIbl HHQOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB; TpeOoBaHUSA K (QopMyssipy
Ka)KJI0TO BHJIA;

— YMeTb COCTaBJISITh BCE BUbI HH()OPMALIMOHHO-CIIPABOYHBIX JJOKYMEHTOB U UMETh HaBBIKU
ux 0OpMIICHHS Ha KOMITBIOTEpE.
3aganus 1J151 CAaMOCTOATEIbHON padoThI

1. M3yuuTh mpaBmiia cocTaBiieHUs u opopmiieHus HHPOPMAIIMOHHO-CITPABOYHBIX JOKYMEHTOB,
o0paTuB BHUMaHHE Ha OCOOCHHOCTH TPEOOBaHUM K KaXXI0OMY BH]Y.

2. CocraButh u odopmuth B coorBerctBum ¢ TpeboBanusmu ['OCT P 7.0.97-2016 u
MeTtoauuecKkux peKOMEHIAIUi:

® JOKJIAJHYIO 3aMKUCKy (BHYTPEHHIOIO U BHEIIHIOIO);

e OOBSICHUTENBHYIO 3aMMCKy (BHYTPEHHIOIO U BHEIIHIOKO);

® CIIPaBKYy;

® aKT;

e mucbMa (rapaHTUIHOE, HATIOMUHAHKE, PUTJIAIIEHNE, YBEAOMIICHHE, PEKIaMaIMIo U T.11.).
Yka3aHus 1o BbIIOJHEHHIO 32 IaHUS

1. VrounuTs Buasl HHGOPMALIMOHHO-CIPABOYHBIX JOKYMEHTOB M HPH KAKMX yIPAaBICHYECKUX
CUTYalUsX OHU CO3/Ial0TCA.

2. BbIsSBUTH 0COOEHHOCTH Ka’J0T0 BHa HHPOPMALMOHHO-CIIPABOYHOTO JOKYMEHTA.

3. U3yuuts Tpe6oBaHus rocyAapCTBEHHOTO CTaHAapTa K 0(OPMICHHIO PEKBU3UTOB, BXOAAIIMX
B TUTIOBOU (hOPMYJISIp KaXKA0T0 BUa HHPOPMAIIMOHHO-CIIPABOYHOTO TOKYMEHTA.

4. CocTaButh U 0POPMUTE JOKYMEHTBI B COOTBETCTBUM C MOJYYEHHBIMH 3a1aHUAMH.
KoHnTpoJibHbIe BOPOCHI

1. JlaiiTe onpeneneHue U yKaXXUTE TUTIOBOU (HOpMYIISp:

JIOKJIaJTHOM 3aIUCKH;

OOBSICHUTEIILHOM 3aITMCKH;

CIIPaBKH;

aKTa,

CITyeOHOTo MUChMa (HA30BHUTE €r0 PA3HOBUIHOCTH);
VYkaxxute 0cOOeHHOCTH OPOPMIICHHUS MTHUCEM.

B uém ocoOeHHOCTh 0(OopMIIEHHS MHCbMA-0TBETA.
Kakue TpeboBanus mpeIbIBISIOTCS K TEKCTY MHACEM.
HcTouHuKkHU 1 JuTepaTypa

HcrouHuku:

Mertoandeckue peKOMEHIAIMU 0 pa3paboTKe MHCTPYKIHMI MO JIeIONPOU3BOACTBY B
roCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympasieHus, yTB. lIpukazom PocapxuBa ot
24.12.2020 Ne 199 /I [DOnektponHslii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons_doc_LAW 373895/

[IpuMepHass HHCTPYKIHS IO JIEJIONPOU3BOJICTBY B TOCYAAPCTBEHHBIX OpraHM3anusax, yTB. [Ipukazom
PocapxuBa ot 11.04.2018 Ne 44) // [OnextponHsiii pecypc]. — M., 2019. Pexum npocryna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. Haumonaneubsii crangapt Poccuiickoit ®epepauun. Cucrema
CTaHAApTOB 1O uWH(}opManuu, OUOIMOTEYHOMY U U3AaTeNbckoMy gneny. OpraHu3almoHHO-
pacnopsAuTenbHAs JOKyMeHTanus. TpeOoBaHUS K OQOPMIICHHIO JOKYMEHTOB // [DIIEKTPOHHBIN
pecypc]. — M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlenmonpou3BOACTBO M apXMBHOE Je10. TepMUHBI WU ONpeaereHUsI.-

AWN O o o o o

[DnexTpoHHBIT pecypc]. - M., 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
Jluteparypa:

beikoBa T.A. JlokyMeHTallmoHHOE oOecrieueHue ympaBieHUsS  (AETOMPOU3BOICTBO)
[DnexTpoHHEIH pecypc]; yueOHoe mocoome/ T.A. brikoBa, T.B. Ky3nenosa. -2-¢ u3s. nepepad. u JoI.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/
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Pa3naTouHblii MaTepuaJ K 3aHATHAM

I'OCT P 7.0.97-2016. HanuonaneHeli crangapt Poccuiickoit @enepamuun. Cucrema
CTaHIapTOB MO HH(OpManuK, OMOIMOTEYHOMY M H3AaTelIbCcKoMy Jeny. OpraHu3alroHHO-
pacrnopsanTenbHas JoKyMeHTanus. TpeboBaHus K 0hOpPMICHUIO JOKYMEHTOB.

MeTtoauueckie peKOMEHIAlMUu MO0 pPa3paboTKe MHCTPYKIMM IO JIeIONPOU3BOJCTBY B
roCyJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoyrpaBieHus, yTB. llpuxazom PocapxuBa ot
24.12.2020 Ne 199 /I [Dnekrponnsni pecypc]. — M., 2021. — Pexum pocryma: hittp://
http://www.consultant.ru/document/cons_doc_LAW 373895/.

Tema 6. Kommiekcsl aokymMenToB. HayudHo-ucropmuyeckassi M NpaKkTH4YecKasi IEHHOCTh
AOKYMEHTAa
[TpoBoasTCs 1BE 03HAKOMUTENbHBIE SKCKYPCHH B TOCYJapCTBEHHBIE aPXHUBBHI.

9.2 MeToan4yeckue peKOMeH/IalMHU 10 MOAr0TOBKEe MUCbMEHHBIX padoT

[TucemenHbIe pabOTHI (pedepaThl, PELEH3MH) MPOSBISIOT KaK TEOPETHYECKHE 3HAHUA, TaK U
MPAKTUYECKH HAaBBIKM CTYAEHTOB. Teopus mojipa3yMeBaeT 3HAKOMCTBO C TMOHATUSIMH «IOKYMEHT),
«MCTOPUYECKUN HCTOYHUKY», «JIOKyYMEHTalIbHAs MyOJMKamMs» M Ap. U HX KIacCU(DUKAIUSIMH.
[IpakTHueckre HaBBIKM 3aKJIIOYAIOTCS TAKK€ B YMEHHUU NOJATOTOBUTH HA IMPAKTUKE, B KayeCTBE
MPWIOKEHU K paboTe, MOKyMEHTAIbHYIO MYOJMKAIMIO, OLUEHUTh M MPOAHATU3UPOBATH YiKe
MMEIOLIUECS U3/1aHus, a TAKXKE TPAMOTHO U3JIOKUTh Pe3yJIbTaThl CBOMX HAOJIOJIEHUI B COOTBETCTBUU
¢ nmpaBuiamMu 0(hOpMIICHHS KBaTHU(PUKAIIMOHHBIX PaboT.

[Ipu BEIOOpE TEMBI HCCIENOBaHMA, a TAaKKE MpeaMeTa U OOBEKTa HW3YYCHHUS CIEAyeT
OpPUEHTHPOBATHCS HA YK€ HMMEIOIUICS B 9TOM Jejie ombIT. PaboThl mo apxeorpadguu MOryT OBITH
MOCBSAIICHBI BOMPOCAaM TEOPHH, HCTOPUU WIM METOIUKU apxeorpaduu. TeopeTmueckne acmeKThI
CBSI3aHBI, KaK NpPaBWJIO, C TpaHHUIIAMH apxeorpaguu Kak HAyYHOW TUCIUIUIMHBI, €€ 3aJadyaMu u
COOTHOILIEHUEM C JPYTMMH JUCLUILUIMHAMY U HAIIPaBICHUSIMH.

Hctopust apxeorpaduu BKIIOYAET aHAIN3 WM3JAaHUNA MCTOYHUKOB OIPEACTICHHBIX BHJIOB WIIU
STOX, WM WUCTOYHHKOB, OOBEIMHEHHBIX TEMaTHYECKH. BO3MOXKHO Takke pacCMOTpEHHE BKJIaga B
apxeorpaduo OTAeNbHO B3ATOTO JIUIA WIN YUPESKICHUS.

MeTtonuyeckue acnekThl MOAPa3yMEBalOT M3YYEHMsI OTAEIbHBIX 3TalloB apxeorpaduyeckoit
paboThl, TaKWX, HANIpPUMeEp, KaK Mepeaada TeKCTa MCTOYHHKOB WJIM BBHIOOp TecTa AJs MyOIHKaIuu.
[IpoGnemsbl, cBs3aHHBIE C COAEpPNKAHHEM pacCMAaTPUBAEMBIX H3aHUM (TO €CThb OMyOJIMKOBaHHBIX
HMCTOYHUKOB), TaKK€ MOTY COCTaBJISITh MpEeAMET Ui u3ydeHus. B ofgHOlN BeIMyckHOW paboTe Ha
MIPaKTUKE BO3MOKHO COYETaHUE CPa3y HECKOJIBKUX MOAXO0/I0B.

XpoHONOrHYeCKre M TeMaTHYeCKHe TPaHUIbl MPHU BBIOOpPE TeMbl paboTHI MO apxeorpaduu
JIOCTaTOYHO IIMPOKH, YTO IO3BOJSIET JIOCTATOYHO JIETKO NPUOIM3UTh MX K Hay4YHBIM HHTEpecam
CTYJIEHTA.

[Ipn Hanucanuu paOOTHl BHauaje, Kak MPaBWJIO, CTYJEHT Ha OCHOBAaHUU CBOETO
MEPBOHAYAIIBHOTO 3HAKOMCTBA C MCTOYHHMKAMU U JHUTEPATYPOM M MPHU KOHCYJIbTALIUU C HAYYHBIM
PYKOBOAMTENIEM OTpEIeseT OOIIYI0 HCCIEA0BATENbCKYI0 MPOOJieMy, PEIIeHHI0 KOTOopoil Oyner
MOCBSIIIEHa ero paboTa. B TekcTe 3aKOHYEHHOTO UCCIIeIOBaHUS 3Ta MpoliaemMa J0KHA ObITh BUIHA U3
Ha3BaHUA palOThI, €€ O00BEKTa M Tpeamera. s yTOUHEHHUsS HampaBlieHUs MATbHEUIINX IEHCTBUN
CTYAEHTY CJEIYyeT, C yUeTOM BBIOPaHHOTO F€HEPATIBLHOIO MyTH, 00Jiee OCHOBATEIbHO O3HAKOMUTHCS C
HMCTOYHUKAMU M JIUTEPaTYypol MO MHTEPECYIOIIUM ero npobiemam. Pe3yiabTaTtoM 3TOro 3HaKOMCTBa
SBIIIETCS COCTaBJICHHE CTYJEHTOM TIUIaHa paboThl W MPEABAPUTEIHHOTO BapHaHTa CIHCKa
HCIOJIb30BaHHBIX WCTOYHUKOB W JUTepaTyphl. W miaH, M CHHCOK COIJIaCOBBIBAIOTCS C HAYYHBIM
pykoBoauTenemM. JlanbHelne AEHCTBUS CTYACHTA 3aKIIOYAlOTCS B PEIICHUU MOCTABICHHBIX WM
3amad. [Ipu 5TOM HEOOXOAMMO YUUTHIBATH CIICTYIOITHE MOMEHTHI.

Jlrobas muchbMeHHas paboTa MMEET OMPENECIICHHBINM COCTaB: TUTYJBHBIA JIMCT, OTJIAaBIICHUE,
BBEJICHUE, IJIaBbl, 3aKII0YEHHE, CIIHUCOK MCIOJIb30BAaHHBIX MCTOUYHHUKOB U JIUTEPATYPhl, TPUIOKEHUS
(BO3MOXHBI).
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Kaxnast coctaBHast yacTe pabOTHI MMEET CBOIO CTPYKTYPY M CTPOUTCS B COOTBETCTBHU C HAy4YHOU
JIOTHUKOW M (QopMaibHBIMU TpeOoBaHUAMHU K odopmienuto pador. Haubomnee ctporo cobmromarorcs
TPaaMLUKM HAIMCAHHUs BBEJCHUS, KOTOPOE TPAIUIMOHHO MMEET CIIEAYIOIINE pa3/eNbl: aKTyaJbHOCTb
TEMBbl HCCIEIOBaHMs, WCTOYHHMKH HCCIeNoBaHus, uctopuorpadusa. Paccmorpenue storo 0Oroka
BBEJICHUSI OmperensieT 00BbEeKT, MpeaMeT, eI U 3aJadd paboThl, a TaKKe METObl MCCIEIOBaHMS,
Hay4YHYI0 HOBU3HY U CTPYKTYpy paboThl. [lopsaok pa3fienoB B HEKOTOPHIX CIIy4yasix MOXKET MEHSThCA,
HO HMX Halu4yue o00s3aTeNbHO BO BBeIeHMHM K pabore. Ilpm u3moXKeHHMM pe3ysibTaToOB CBOETO
MCCIICIOBAHMSI CTYICHT JIOJDKEH BJIaJeTh HEOOXOIUMOHN KyJIbTypOil IUTUPOBAHUS, KOTOPAs TIO3BOJISIET
CTPOTO OT/AENIATH BBIBOJBI aBTOpa OT HaOMIONEHWH M (PaKTOB, 3aUKCHPOBAHHBIX B MCTOYHHKAX U
JuTeparype. Tonmbko Tako noaxoJ IIO3BOJJACT BIIOJIHE OLICHUTH CTCIICHb HOBHM3HBI M 3HAYMMOCTH
paboTsl. B 3akimroueHnu Kk paboTe B 1EIOM (a TaKKe B 3aBEPIIAOIINX a03amax B KOHIIE IJIaB) JTOJDKHBI
OBITH MPHUBEICHBI BBIBOBI, K KOTOPHIM CTYJCHT MPUIIEI B PE3yJIbTaTe MPOBEACHHON paOoThl. BBIBOABI
JOJDKHBI OBITH aPTYMEHTUPOBAHBI.

[Ipunoxenue 1. AHHOTAIUS
paboueit mporpaMMbl AUCIUTLTAHEL

AHHOTAIIUSI PABOYEHA ITPOT'PAMMBI JIUCHUATIJIAHBI

I[I/ICI_II/IHJII/IHa «I[OKYMGHTOBCILCHI/IC» pealIM3yCeTCd Ha (I)aI(yJIBTCTC APXUBOBCACHUA U
JAOKYMCEHTOBCACHUA Ka(benpoﬁ JOKYMCHTOBCACHUA, aAYJUOBU3YAJIBHBIX W HAYYHO-TCXHUYCCKUX
APXUBOB.
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Llens OUCHMIUIMHBI — M3yYEHHE 3aKOHOMEPHOCTEH JOKyMEHTOOOpPa30BaHUS, CKIAbIBAHUS H
PasBUTHUA CUCTEM JOKYMCHTALIUU, TCOPCTUUCCKUX U MPAKTUYCCKUX np06neM CO3aaHuA JOKYMCHTOB
OpraHaMM TOCyJapCTBEHHOH BIIACTH, MECTHOTO CAMOYIPABJIEHHS W OPraHU3alUsAMH JIO00H
OpTraHU3aIOHHO-TIPAaBOBON (POPMBI.

3aauu JUCHUILIMHBIL

— IIOKa3aThb B3aMMOCBA3b I/IH(bOpMaL[I/II/I " JOKYMCHTA,

— TPOCIEOUTH SBOJIOLMIO JOKYMEHTA, KaK HOCHUTENS WHQPOPMAIMH, Pa3BUTHE CHOCOOOB
JOKYMEHTHPOBAHUS U MaTepHalioB Ui (pUKCAMH WH(POPMAIINH;

— TIPOAHAIU3UPOBATH MPOIECC CKIIAIBIBAHUS U Pa3BUTHA HOPMYJIIIpa TOKYMEHTA;

— IIpOaHAIM3UPOBATH IIPOLECC CKIIAABIBAHUA U PAa3BUTHUA CUCTEM JOKYMEHTALUU;

— BBIBUTH M IIOKa3aTh TCHACHUMHM YHH(UKAIMM, CTaHAAPTU3AIMHA U KIACCH(PUKAMH Kak
OTACJIBHBIX q)OpM AOKYMCHTOB, TaK U CUCTEM JOKYMCHTAIIUH B LICIIOM;

— TI0Ka3aTh COBPEMEHHBIE TPEOOBAHMUS K COCTaBICHHUIO U O(OPMIICHUIO IOKYMEHTOB;

— I[IPUBUTH HABBIKW aHAJIM3a JOKYMCHTA,

— TPpUBUTH HAaBBIKM COCTaBJICHHUS JIIOOBIX BHAOB JIOKYMEHTOB U IPOEKTUPOBAHUS
yHU(UIUPOBAaHHBIX ~ (GOPM  JOKYMEHTOB, CHCTEM  JOKyMEHTallMM ¥  UHPOPMALUOHHO-
JTOKYMEHTAIMOHHOM CUCTEMBI YUPEKICHUS B [IETIOM.

JucuumuivHa HarpasjieHa Ha (pOPMHUPOBAHUE CISAYIOIMIUX KOMIIETEHIIUA:

OIIK -2. Cnoco0OeH HaxOAWTh OPraHW3ALMOHHO-YIPABICHYECKHE PEIICHUS IMPH PEUICHUU
3aja4 B cpepe cBoeil mpohecCHoHaIbHON eI TeIbHOCTH.

OIIK -3. Cnoco0eH NMpUMEHSATh TEOPETUUECKUE 3HAHUS JUIS PELICHHS MOCTABJICHHBIX 33/1a4 B
00J1aCTH TOKYMEHTOBEICHUS U apXUBOBEICHUSL.

B pe3ynbraTe 0cBOCHUS AUCHUIUIMHBI O0YUYaIOUTHICS TOJIKEH:

3HarThb:

byHKIUM noapasenaeHuii B chepe TOKyMEHTAllMOHHOTO 00eCIIeYeH sl YIIPaBIeHUs U
apXUBHOTO JIETa,

CMEXHBIE C TOKyMEHTOBEACHUEM U apXUBOBEJACHUEM HAyUYHBIE JUCIUILINHBI.

YMeTh.

BBIMIOJHATh PabOTy MO JOKYMEHTAllMOHHOMY OOECIEYCHHIO YIIPaBICHUS M apXUBHOMY
XpaHEHUIO;

BBISIBJISITH B3aMMOCBSI3H MEXKJy JTOKYMEHTOBEJICHHUEM, apXUBOBEJCHHUEM U JIPYTUMU HAyYHBIMU
TACIATLUIMHAMEI

Baanern:

HaBBIKaMH BBIOOpa HanboJsiee ONTUMAIILHOTO PEIICHHS YIIPABIEHYECKUX 3a/1a4 B chepe
JOKYMEHTAIMOHHOTO 00eCTIeueHH s yIPaBJICHHs U apXUBHOTO JIeNa,

HABBIKAMU WHTEPIPETAIMN 3HAHUH B 00JIACTH CMEKHBIX HAYUHBIX JUCIHILINH ITPU PEIICHHUE
3ana4 B chepe TOKyMEHTOBEICHUS 1 apXUBOBEICHUSI.

[To nucruIuivHe IpeayCcMOTPEeHa MPOMEXKYTOUHAs aTTecTalus B (hopme 3aueTa v SK3aMeHa.
OO01mast TpyA0€MKOCTh OCBOSHUS JTUCIIUTIIMHBI COCTABIISET 8§ 3a4eTHRIX eAnHmI, 288 dacos.



