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1. MosicHuTeIbHASA 3aMUCKA

1.1. Heanb u 320294 AUCHUILIHHBI
enp aUCHMIUIMHBI ocoeausi OIl BO (popmupyembiMu

KOMITETCHIIUSIMU ).

Heab JMCHUNIMHBI — U3YYCHHUE 3aKOHOMEPHOCTEH TOKyMEHTOOOpa30BaHUs, CKJIAIbIBAaHUS U
pPa3BHUTUS CUCTEM JOKYMEHTAIMH, TCOPETHUSCKUX W MPAKTUYECKUX MPOOJIEM CO3MIaHUSl IOKyMEHTOB
OpraHaMM TOCYJapCTBEHHOH BJIAacTH, MECTHOIO CAaMOYIMpAaBJICHHS U OpraHu3alUsIMu JTr000H
OpTraHU3aIMOHHO-TIPAaBOBON (POPMBI.

3agauu AUCHMILINHBIL:

IIOKa3aTh B3aMMOCBA3b I/IH(bOpMaI_[I/II/I " JOKYMCHTA,
MIPpOCICANTEL OBOJIOLIUIO JOKYMCHTA, KaK HOCHUTECIA I/IH(i)OpMaHI/II/I, pa3BUTHUE croco0oB

COOTHCCCHA C PEC3YyJIbTATOM

JOKYMEHTHPOBAHUS U MaTepPHaJIOB il (PUKCAIIMK HHPOPMALINY;
MIPOAHAIM3UPOBATH MPOIIECC CKIIAABIBAHUS U PA3BUTHUS GOpMYJIIsipa TOKyMEHTa;
[IPOAHAIU3UPOBATh MPOLIECC CKIIAABIBAHUS U Pa3BUTHUS CUCTEM JOKYMEHTAIUH;

BbBIIBUTH MW IIOKa3aTb TCHACHIINU YHI/ICI)I/IKaL[I/II/I, CTaHAapTu3aluu H KJ'IaCCI/I(l)I/IKaI_[I/II/I KakK

OTACIBHBIX q)OpM AOKYMCHTOB, TaK U CUCTEM JOKYMCHTAIMU B LICJIOM,
IIOKa3aTb COBPEMCHHLIC Tp€6OBaHI/I${ K COCTaBJICHUIO 1 Oq)OpMJ'IeHI/IIO HAOKYMCHTOB;,
IIPUBUTH HAaBbIKW aHAJIM3a JOKYMCHTA,

IIPUBHUTDH

YHUPHUIUPOBAHHBIX

HaBBbIKHU

COCTaBJICHUA JIFOOBIX

dbopM  JTOKYMEHTOB,

,HOKYMGHTaHHOHHOﬁ CHUCTEMBI YUPCIKICHHUA B LICJIOM.

1.2. IlepeyeHb NJIAHHPYEMBIX Pe3yJIbTATOB O0y4eHHsl MO AUCHMILINHE, COOTHECEHHBIX C

HHAUKATOPaAMHU JOCTUKCHU S KOMIIeTeHI Uil

BUJIOB
CUCTEM

AOKYMCHTOB n
AOKYMCHTAallUU u

Komnerenuus HNuaukaTopbl KOMIETeH M Pe3yabTaThl 00y4yeHus

(xon 1 | (KO 1 HauMEHOBAHUE)

HAaWMEHOBAHHE)

OIIK-2. Cnocoben | OIIK -2.3. Pemaer | 3nath: ¢QyHKIMM TOApa3ieNeHUl B

HaXOJIUTh ynpaBieHYecKue 3a1auu B cdepe | chepe JOKYMEHTallMOHHOTO

OpPraHM3al[MOHHO- | JIOKYMEHTAIlMOHHOTO oOecrieyeHys yIpaBieHUsI 1 apXUBHOTO

YIPaBIE€HYECKHE o0ecrieyeHUss ~ yHOpaBieHUs U | Aena

peleHus IIPYU | apXUBHOTIO JE€JIa YMeTb:  BBINONHATH  paboTy 1O

pelieHny 3ajgad B JIOKYMEHTAallMOHHOMY  00€eCIeYeHHI0

chepe CBOEM yIpaBJIEHUS U apXUBHOMY XPaHEHUIO

npodeccuoHaIbHOM Brnagets: HaBblkamMu BbIOOpa Hambosee

JEATEIIBHOCTH ONTUMAJILHOTO peleHus
yOpaBlIE€HYECKUX 337ad B  cdepe
JIOKyMEHTallHOHHOTO obecrieyeHus
YIOpaBJIEHUS. M apXUBHOTO Jiesia

OIIK-3. Cnoco6en | OIIK -3.3. Ucnons3yer | 3HaTh: CMEXHBIC c

IPUMEHSTh B3aMMOCBS3M JIOKYMEHTOBEJEHHS | JOKYMEHTOBEIECHUEM u

TEOpETHUUECKHE U apXUBOBEACHUS CO CMEXHBIMHU | apXHUBOBEJACHHEM Hay4HbIe

3HaHUS Ui | HAyKaMu U HAYYHBIMH | TUCIIUITIIMHBI

pelieHus JTUCIUTINHAMU VYMeTh: BBISBIATH B3aUMOCBSA3H MEXKIY

MIOCTaBJIEHHBIX JIOKyMEHTOBEJCHUEM, apXHUBOBEICHUEM

3aja4 B 00JacTH U IPYTHMHA HAYYHBIMH JHCIUTUTAHAMHA

JIOKYMEHTOBE/ICHHUS Bnaners: HaBBIKAMH MHTEpPIIPETALH

U apXUBOBE/ICHUS 3HaHUU B 00JIACTU CMEXHBIX HAYyYHBIX
JUCIMIUIMH TpPU  pelIeHHe 3aj1ady B

IIPOEKTUPOBAHUS
MH(pOpPMaLIMOHHO-




chepe JIOKYMEHTOBEICHUS u
apXHUBOBEJICHUS

1.3. MecTO TUCHMILIMHBI B CTPYKTYpe 00pa3oBaTe/ibHON POrpaMMbl

JucrunmHa (Moxynb) «JlOKyMEHTOBEICHHE» OTHOCHTCS K 00s3aTelbHOM dYacTh OJioka
TUCIUIUIMH y4e0HOro IUiaHa 1o HampaBieHuto moAarotoBku 46.03.02. «JlokymeHTOBencHHE W
apXHUBOBEJICHHEY, HAITPABICHHOCTh — APXHUBBI B Poccuu u 3a pyOexoM

JlJiss OCBOEHUS TUCIUTUTMHBI HEOOXOIMMbI KOMIIETCHIINH, COPMUPOBAHHBIC B XOJI€ M3yUCHUS
cnenyromux gucuumuivi: Mcropust Poccun XIX — navana XX Beka.

B pesynbrare OCBOEHHS NUCHUIUITHHBI (OPMUPYIOTCS KOMIIETCHIIMH, HEOOXOIUMBIC IS
M3YUYCHHUS CIACAYIOIMX TUCIUIUIMH M TPOXOXKIAeHUs mpakTuk: Opranmzamus u TexHojorus JJOVY,
KanpoBoe nenonponsBoacTBO, 03HAKOMHUTENIbHAS TPAKTUKA.

2. CTpyKTYpa THCHUILTHHBI
OO6mmast TpyA0€MKOCTh JUCIUIUIMHBI COCTABIISIET 4 3.€., 144 akaleMUYecKrX 4acoB.

CTpyKTypa JUCHUILIMHBI 1151 04HOH (POPMBbI 00yUeHUSI

O0beM JuCHUIUIMHBI B (QOpME KOHTaKTHOM paboThl OOyyarolmuxcs C IeJAaroru4ecKuMu
paOoTHHKaMu U (WIM) JMLIAMH, IPUBJIEKAEMbIMHM K pealu3aluu o0pa3oBaTeIbHON MpOrpaMmbl Ha
WHBIX YCIIOBHSIX, IPH MTPOBEACHNHU YUCOHBIX 3aHATHI:

Cemectp | Tum yueOHBIX 3aHATHI KomnnuectBo
4acoB
1-2 Jlexum 32
1-2 JlaGopaTopHbIie paboThI 48
Bcero: 80

O06beM TUCHUIUIMHBI (MOIyYJIs) B POpME CaMOCTOSTENIbHON pabOThl 00YYaIOIIKXCSl COCTABISET
64 axaeMHUYECKUX YaCOB.

3. Coep:xaHue AUCHUILIMHBI

Ne | HammeHnoBaHme pasaena | Conepxanue
JM CIUILINHbI

1 Paszoen | Hasznauenue 1.1. IlpenmeT, copepkaHue, 3a7a4d AUCIMUILTUHBI U
OUCYUNTIUHBL, UCMOYHUKU U | METOJIBI €€ N3yYCHUS.
qumepamypa JIOKYMEHT - OCHOBHOU OOBEKT JOKYMEHTOBEIUECKUX

uccienoBaHui. Ponb JOKyMEHTa B JKW3HU YEJIOBEKA U
obmecTtBa. JlokyMeHThl B cdepe npaBa M YIpaBICHHUS.
BimsiHue Hay4YHO-TEXHUYECKOM PEBOJIIOIMU HA pPA3BUTHE
nokymeHTta. PasButme Qopmynspa aokymeHnrta. Haydno-
HACTOpUYECKass W IPaKTH4YeCKas I[€HHOCTh JOKYMEHTA.
Metoapl HccaeIOBaHUSA JOKYMEHTOBEIUECKHX MPOOIIEM.
OOmieHayuHbple M crHenuaibHble MeToqbl. CTaHOBIEHUE U
pa3BUTHE JOKYMEHTOBEICHUS KaK HAy4YHOM IUCLHUILIUHBIL
CBsi3b  JOKYMEHTOBEIEHUS C Teopued uHbopmanuu,
apXMBOBEICHUEM M HCTOYHMKOBeleHUeM. lcnosb3oBanue
JOKYMEHTOBECHUEM JOCTH>KEHUM MH(OPMATHKH,
HCTOPUYECKOW HAyKH, IpaBa, JIMHTBUCTUKH, TEOPUHU
YIOpaBI€HUs M JAPYI'MX HAy4YHbIX JUCHUIUIMH. Poib




JOKYMEHTOBEJCHUSI B COBEPILICHCTBOBAHMHM IPOLIECCOB
yIIpaBJICHHUS.

1.2. UcTouHuKH U IUTEpaTypa

3aKOHOJIaTeJIbHbIE AKThl, HOPMATUBHBIC MaTEPHUaIbI
XVI — pau. XX B. IlucbMOBHHMKH. MeToaHYeCcKHe
pa3paboTku. PykoBoCTBa 1O 1€TTONPOU3BOJICTBY.

3aKoHO/ATENbHbIE, TPABOBbIE aKThl U HOPMATHUBHO-
METOoJIMYecKue JoKyMeHThl  Poccuiickoii  ®enepauum.
Koncturynua Poccuiickont ®enepanuu. Koxexcsr PO,
KOHCTUTYIIMOHHBIE H  (enepaibHbIe 3aKOHBI, YKas3bl,
[ToctanoBnenust [lpaButenbcTBa W WHBIE HOPMATHUBHBIC
JTOKYMEHThI. ['oCcymapcTBeHHbIE CTaHIApPThl, HOPMATHBHO-
METOAMYECKUE JIOKYMEHTBI — perjaMeHThl, IIpaBuUIa,
UHCTpYKuMU u 1p. Ilepuoguueckue uznanus. CropaBodyHbIE
u3nanusd. Jlureparypa.

Pazoen 2 Joxymenm, eco

GyHrkyuu u
OOKYMEeHMUpPOBaHUs

cnocobwl

2.1. IlousaTus «MHPOPMALU) U «IOKYMEHT»

[Tonsatus «uHpopmManua» Hu «IOKyMEHT». CBs3b
uHbpopmManui W JoKymeHTa. Pomp wuHboOpmMammum B
COLMAIBHBIX M 3KOHOMHYECKHX mpoueccax. MHopmarus
KaK OCHOBA IPHUHATUS YIIPABIECHYECKOIO PEIICHMUS.

BO3HUKHOBEHHE [OKYMEHTa, €ro Ha3Ha4yCHHE.
[lonsTue «I0KymMeHT», ero TpaHchopmauus. JloKymeHT -
O0BEKT HCCIEOBaHUA TEOPETUYECKUX U IPUKIAJHBIX
qucuuiuH.  IIpaBoBOM, yIpaBiIeHYECKUH HMCTOPUYECKUI
aCIIEKThl B ONPEICIICHUHU TOKyMEHTa. Pacimupenue noHATHs
«JIOKYMEHT» C pPa3BUTHEM HAayKu U TeXHUKU. [lonsaTue
«QIEKTPOHHBIM JOKyMeHT». OmnpezneneHue JOKyMEHTa B
roCyJapCTBEHHBIX cTanaaprax. [loHATHE «IOKYMEHT» B

JTIOKYMEHTOBE/ICHUU.
3akoHOmATENBFHBIE  aKThl 00  0053aTEIbHOCTH
JTIOKYMEHTHUPOBAHUS uH(pOpMaIIHH. Haszzauenue

JNOKYMEHTHOM uHpopMmanuu. @DaxkTopsl, BIHUAIOLIUME Ha
MH(POPMAIIMOHHYIO IEHHOCTh JIOKyMEHTOB. 3aBHCHMOCTb
LIEHHOCTH MH(OpMalMM OT TMOJIHOTBI, OOBEKTUBHOCTH,
JIOCTOBEPHOCTH, CBOEBPEMEHHOCTH NIEPEAUYN U IMOJIyYEHHUS,
MEPUOJUYHOCTH WJIM 4acTOThl nepenaun. OnepaTuBHas U
HCTOpUYECKast (peTpocrieKTUBHAs) JIOKYMEHTHas
nH(popmalus Kak enrHas HHPOpMallMOHHAs CUCTEMA.

2.2. OyHKIUYU TOKYMEHTOB

[Tonste «pyHKUMS JOKyMEHTa». 3aBUCHUMOCTH
MOHATHUS «JIOKYMEHT» OT €ro (GyHKIMU. 3HAUYCHUE U3YUEeHUs
¢bynkuuun  nokymeHta.  MuHdopmanumonnas — QyHKUus
JOKYMEHTa KaK CpEACTBO 3aleyaTIeHHs M COXPAHEHHUS
nH(popMaIuu. CoumanbHas byHKIHS JIOKYMEHTA.
KynbrypHas ¢Qynkinus nokymeHTta. KomMmyHuKaTHBHas
(GyHKIUS Kak Cpe/ICTBO Mepeaadu nHpopMaIuu.

VYnpasnenueckass (QyHKIMS M €€ 3HAU€HUE B
opranuzanuu ymnpasieHus. [IpaBoBas Qynkums. OyHKus
yuera. yHKIUSA JOKYMEHTA KaK HCTOPUYECKOTO HCTOYHUKA.
OYHKIIMM ~ TOCTOSHHO  JAeicTByromue ©W  (QyHKUUHU
ornepatuBHble BnusHHe (GYHKUMH JOKYMEHTa Ha €ro




cTpyKTypy. [TomudyHKIMOHAIBHOCTH TOKYMEHTA.

2.3. CriocoObl TOKYMEHTHPOBAHUS

3ByKOBasi pedb, €€ BO3MOXHOCTH W HEIAOCTaTKH B
3aKkperyieHu U nepenade uHbopManuu. IlpenmeTHsid u
3HAKOBBIA CIOCOOBI Tepenaun  cooOmieHuid. [lonsTHe
«croco0» JokyMeHTHpoBaHus. lcropuueckuii xapaktep
JOKYMEHTOB M JOKYMEHTHUPOBaHUS. OTambl pPa3BUTUA
CHoco00B JOKYMEHTHUPOBAHUS.

HauepraTenbHblii crioco0 3akperyieHus U Tepeaadd
nHpopMaLnu. TekcroBoe JIOKYMEHTHUPOBAHHUE.
[Mukrorpaduyeckoe THCBMO HU  €r0  OCOOCHHOCTH.
Jlororpaduueckoe nmuceMo (uaeorpaduueckoe MUCbMO), €ro
JOCTOWHCTBA u HEIOCTATKH. [Tpumenenue
nUKTorpaduyeckoro ¥ JororpadUyeckoro mnuchbmMa B
Hacrosimee Bpemsa. CroroBoe mnHcbMoO. Bo3HHMKHOBEHHE
(honernyeckoro (OyKBEHHOI0) TUCHMA.

PasButne rpaduku pycckoro nucbma. CteHorpadus.
[IpuMeHeHne TEKCTOBOTO TOKYMEHTUPOBAHHS.

Texnnueckoe  AOKyMeHTHpoBaHue.  OCHOBHbIE
IpYNIbl TEXHUYECKOW NOKYMEHTaluU. Buabl TexHHMUYECKUX
JNOKyMeHTOB.  OOmacTu  NpPUMEHEHUS  TEXHUYECKOIo
JOKYMEHTHPOBaHHUS.

doTromokyMeHTHpOBaHUE. 3HaueHue ¢ororpadun
kak crmocoba ¢Qukcanuum wuHPopManuu. I[IpuMeHeHHe

(hOTOIOKYMEHTOB.

KuHOIOKYyMEHTHUpPOBaHHE. [TonsTtue
«KWHOJOKYMEHT». Buibl KHHOOKYMEHTOB. Buaeo3anuce.

DOHONOKYMEHTUPOBAHHUE. Ero 0COOEHHOCTH,
o0JacTu MPUMEHEHHUS.

JlokyMeHTHupOBaHuE C IPUMEHEHNUEM

MH(}OPMALIMOHHO-TIOTHYECKUX MAaIllKH.

CoBpeMeHHbIE  CMOCOOBI  JTOKYMEHTHpPOBAaHUSA C
HCIIOJIb30BAaHUEM HOBBIX TEXHOJIOTHH.

2.4 MarepuanbHble HOCUTEIN HHPOpMaLUU

Hocutenu undopmanuu. J[peBHeimue marepuanbl
Uit nuceMa Marepuanel g nucema B Ilepennen Aszunm
(xnuHOMUCHBIE Tabmuuku). M3roroBieHHe M NpUMEHEHUE
nanupyca. HMcnonp3oBanue g nHMcbMa  IIEPraMeHTa,
OepecTsl U apyrux marepuanoB. M3o0Operenue Oymaru, ee
JOCTOMHCTBA, 00yCII0OBUBIINE IIOBCEMECTHOCTh
pacripoctpaHeHus. Bonsuele 3Haku (¢punmurpanu). Cpeacrsa
U Opyausi NMUCbMa M MX BIIMSHUE Ha pa3BUTHE TpapuKu
IACbMa.

Marepuansl 1 TEXHUYECKOTO JOKYMEHTHPOBAHUS.
Matepuassl JUIS (OTOKMHOAOKYMEHTUPOBAHMS.
Buneorpammbl. Marepuansl 11 (OHOJOKYMEHTUPOBAHHUS.
Komnbiotepusle  Hocutenu — uHpopmanuu.  BrusHue
HocHuTeNnss MHGOpMallMu Ha JOJTOBEYHOCTh M CTOMMOCTH
JOKYMEHTA.

Pa3zoen
O0OKyMeHma

3

Ipusnaxu

3.1. OpurvHajIBHOCTh JOKYMEHTA
IToHsiTe  OpurMHama, TNPU3HAKH  OpPUTHHAJIA.




YMHOXKEHHbIE OpUTHHANBL. UYepHOBUKM U  OEJIOBUKH
TEKCTOBBIX JIOKYMEHTOB. ABTOrpadsl. Penaxumm.
OpuruHansl KUHO H  (OTOTOKYMEHTOB. OpHUTHHAIBI
(oHOTOKYMEHTOB. OpUTIHHANBl TEXHUYECKHX JIOKYMEHTOB,
OpUT'MHAJI 3JIEKTPOHHOT'O IOKYMEHTA.

[TonsTue «mommHHUK». [lonnuHHBIE W NOIIOXKHBIE
JTOKyMEHTbl.  Buasl  Qanbcudurammu  JTOKyMEHTOB.
danscuduxanus COJIEP/KaHUS. HuTepnionanus
danbcudukanys cocTaBa yI10CTOBEpEHUs, O1aHKa.

3.2. KonmuiHOCTh JOKYMEHTa

ITonsTna «xonus». Mcropuueckoe pa3BUTHE KOIUU.

Buast KOINH, oIpeJesieMble croco6om ux
BocnpousBeneHus. Komuu, pa3nuuumbie 1O CIOCO0y HX
YAOCTOBEPEHUSI. [Topsimok odopmiieHus KOIIMIA.

IOpunnueckas cuiia konuii. Jlyonukar.

Paszoen
00KyMeHma

4

Cmpyxkmypa

4.1. ®opmysip AOKYMEHTa U €0 COCTaBHbIE YaCTH

[Tonstue «pexBusut». IlocTOosIHHBIE U NEpeMEHHBIE
PEKBU3HUTHI. [TonsiTne «popmyisipa JOKYMEHTa.
OcobenHoctu  Qopmynsgpa JOKYMEHTOB, IOJYYEHHBIX
Pa3IMYHBIMH CIIOCOOaMU TOKYMEHTHPOBAHUS (TEKCTOBBIMH,
MaIlllMHHBIMH, KHHO-, (OTO-, (OHO-, TEXHHUYCCKUMHU).
WunuBuayanbHblid W TUNOBOW  (QOpPMYJISIp JIOKyMEHTA.
@opmysissp — oOpaszen, ero 3ajaud B yHU(QUKaALUU
TpeOOBaHUIl K pEKBU3NTAM JOKYMEHTA U X PACTIOIOKEHHUIO.

4.2. Co3naHue M pPa3BUTHE TPATUITMOHHOU (POPMBI
JOKyMEHTa

@opmynsap tekctoBoro nokymenta XVI - XVII Bs.
BrusiHue Tpamunuii U 3aKkoHa Ha CKJIaAbIBaHUE (hopMmyIisipa
nokymenrta. Crienuduka 0003HaYeHHs HaMMEHOBAaHUS BUA
JOKYMEHTa, yKa3aHHe aBTOpa M COCTABHUTENS JIOKYMEHTA.
O6o3nauenue  angpecata.  OCOOEGHHOCTH  JTaTHPOBKHU
JOKyMeHTa. MecTto M XapakTep HOANMCEH JOKYMEHTAa,
«CIPaBb» U «IPUIUCH», AaBTOPCKas MOANUCH. Bumabl
neyared. OTMETKM Ha  JOKyMEHTaX. [pajauIIMOHHO
CJIOKUBUIASACS CTPYKTYpa TEKCTa U OCOOEHHOCTHU U3JI0KEHUS
COJIepKaHUs PA3ITUYHBIX BUIOB JIOKYMEHTOB.

dopmymsp TekctoBoro nokymenta XVIII B.

3akoHONATENbHBIE W HOPMATHUBHBIE  aKTBl O
COCTaBIEHMM M OQOpPMIIEHHM JIOKYMEHTOB. BnmsHue
WepapXuM «BIACTEH M MECT» Ha pa3BUTHE BHUJOB H
pasHoBHIHOCTEeH. OO00O3HaueHHWEe aBTOpa M €ro MecTo B
hopmyrsipe TOKyMEHTa.

Texkct noxkymenTta. Ponb 3akOHOJATEIbHBIX AKTOB
XVIIl B. B yHH]HUKAUU TEKCTa OIpPENEICHHbIX BHJIOB
JTOKyMEeHTOB.  [IMChMOBHUKH, COOpHUKHM  0Opa3LOBBIX
TEKCTOB. 3aroJOBOK K TEKCTY, €r0 Ha3HAaYeHHWE U MECTO.
Ckpena. [ledatun u npaBuia nonb3oBaHus UMHA. OTMETKH, X
BH/JIbI, HA3HAYEHUE U MECTO B OpMYJIsIpeE.

®opmyisip TekcToBoro gokymenrta XX - vagana XX
BB.

PernamenTarys 3aKOHOJATEIbHBIMU aKTaMH




MopsiIka  COCTaBJICHUS U O(QOPMIIGHUS  JIOKYMEHTOB
OO0o3HaueHue BUA, aBTOpAa JOKYMEHTOB, MX MECTO B
dbopmysipe. [TosiBnenue Onanka.

OcobeHHOCTH ~ aJIpecoBaHMs  JOKYMEHTOB U
oopmnenue natel. M3meHenue B mopsaake o(opMIICHUs
MOJIMCH pa3IMYHbIX BHUJOB JIOKyMeHTOB. IIpocraBnenue
reyaTei. XapakTep OTMETOK Ha JOKYMEHTax.

CrpykTypa TeKcTa 10KyMEHTAa.

OObmerocynapcTBeHHass YHU(PHKANUSA JOKYMEHTOB U
CTPYKTYPBI TEKCTOB.

4.3. @opmyssip yNpaBlIEHYECKOTO JOKyMeHTa XX-
XXI BB.

Bonpocel  JOKYMEHTHMPOBaHHUS, COCTaBIEHUS U
oopmieHuss  JOKYMEHTOB B  3aKOHOJATENbHbIX U

HOpPMAaTUBHBIX aKTax. Yuauduxanus JIOKYMEHTOB.
BuyrpusunoBas yuudukanus. Pa3zputue yHuduxanum u
CTaHIapTU3aLUU JOKYMEHTOB. ['ocynapcTBeHHbIE

CTaHJAapThl HAa JIOKyMEHThl. OCOOEHHOCTH OpPTraHU3aIMOHHO-
pacnopsauTensHbix  qokymentoB. ['OCT P 7.0.97-2016

«OpranuzaoHHO-pacIOPSAUTEIbHAS JOKYMCHTAITHSI.
TpeboBanust K O(OPMIICHUIO JOKYMEHTOB». PEKBH3UTHI
JOKYMEHTOB, NepeYHCIsieMble B «IIpaBunax
JIeTTOTIPOU3BOICTBA B benepanbHBIX opranax
WCTIOJTHUTEIIbHOM BJIACTHY u “MeToIn4ecKux
peKoMeHmanus 1o pa3paboTKe  HMHCTPYKIHHA  TI0
JIeJIOTIPOU3BOICTBY B benepabHBIX opraHax

HCIIOJIHUTEJIBHOM BIacTh .

bnank nokymenra. Bunel 61ankoB. CocraB OnaHka,
MOPSIOK PACIONOKEHUsT PEKBU3UTOB B OiaHke. brnanku c
YIJIOBBIM U TPOJOJBHBIM PACIONI0KEHUEM PEKBU3UTOB.
[IpaBuna  koHcTpyupoBaHus  Omanka.  bmanku ¢
n300pakeHNEM rocylapCTBEHHOIo repba u repba cyobekra
beneparum.

ABrop  nokymenTa.  Ilopsmoxk — oGo3HaueHus
HaUMEHOBaHMS OpraHu3alM1-aBTOpa JOKYMEHTA.
CrnipaBouHbI€ JaHHBIE 00 aBTOPE, X COCTaB, pa3MEIlIEHNE Ha
OnmaHke. ABTOpBI JIMYHBIX JOKyMeHTOB. Ilonmuch, medarth
KaK IMPU3HAKH aBTOpA.

Bun nokymenra, ero pazsutue. Buisl 10KyMeHTOB,
orpeneNsieMble  3aKOHOJATENIbHBIMA ¥ HOPMAaTHBHBIMHU
aktamMu. CBSI3b BUJIOB JJOKYMEHTOB M (D)YHKIMH YIpaBiICHUS.
VYkazanue BuJa JOKYMEHTa, €r0 MECTO M Ha3HaueHHE B
bopmyIsipe 10KyMeHTa. 3aBUCUMOCTh (DOPMBI JOKYMEHTA OT
€ro BHJA.

Ob6o3nauenue azapecara. [IpaBuna  HamucaHUs
ampecata M MECTO YyKa3aHHS azapecata B (opmysipe
nokymenrta. Otpaxkenue chepbl AeHCTBHUS TOKYMEHTa B €ro
anpecare.  llopsimox  odopmiieHHsT ~ JTOKyMEHTa  C

HCCKOJBKUMH aapecaTaMu. HOp}II[OK O(I)OpMJ'ICHI/IH
IIOYTOBOTO aapeca.
I[aTa AOKYMCHTA. 3HaueHue AaTUPOBAHUSA

JIOKyMeHTa. ABTOPCKHE JaThl (COCTaBJIEHUE, TOJMKICAHUE),
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JaThl, OTHOCSIIHECS K COJIEPIKaHUIO. Jarsl,
XapaKkTepu3yIomme eMeHTa Gopmyssapa. Jlater 00padboTku
nokyMeHToB. [lopsinok opopmienus aar.

CocraB ygaocToBepeHusi JOKyMeHTOB. Ha3nauenue
MOANNCAHUS TOKyMEHTOB. [lpaBuia moxanucu OKyMEHTOB
pa3nuuHbIX Kareropuil. Mecto mnoamucu B Qopmynsipe
JOKYMEHTa.  OnekTpoHHas  mnoamuchk. OtMerka 00
ANEKTPOHHOU MOJIIHUCH.

Ilevaru w wux HazHayeHue. Buapl 1evarei.
l'ocynapctBennasi repboBasi meyaTrb. 3aKOHOJATENIBCTBO 00
U3rOTOBJIEHUM W  [OJNb30BaHUM nedarsMu. llopsmok
MIPOCTaBJICHUSI OTTHCKA MeYaTH Ha JOKYMEHTaX.

YTBepxaenue JoKkyMeHTOB. CriocoObI yTBEpKICHHS.
CoctaB rpuda yTBepKIeHUs, MOPSIOK ero oQopMIICHHUs,
MecTo B (popMyIisipe JOKyMEHTA.

CornacoBanue gokyMmeHTta. Ilopsamoxk u  Buibl
cormacoBaHus. Bu3bl M rpud  coriacoBaHus, HUX
odopmiieHre, MecTo B GopMyIIApe T0KyMEHTA.

OtmeTKH Ha JoKyMeHTaxX. VX poib B MPOXOXKAECHUU
Y UCTIOJIHEHUHU IOKYMEHTa, MEeCTO B (pOopMyJIsipe TOKyMEHTA.
Oco0oe Ha3HaueHUE Pe30JIIOLMHU (YKa3aHUS 110 UCIIOTHEHUIO
nokymeHTa). TpeboBaHue K coaepx aHUIO U OPOPMIICHHUIO.
OTMETKH O B3ATHH JOKYMEHTa Ha KOHTPOJIb, WCIOJHEHUU
JOKYMEHTA U JIp.

4.4. Texct JOKyMeHTa

[TonsiTHe «TEKCT JOKYMEHTa» WpPHU Pa3TUUHBIX
crocobax JokyMeHTupoBaHus. CueHapuil NOATOTOBKHU
nokymenTa. CoziepikaHue IPOCTBIX U CIOXKHBIX JOKYMEHTOB.

[Topsnox U3JI0KEHUS TEKCTa JIOKYMEHTA.
TpeGoBaHust YETKOCTM M SCHOCTM TEKCTa JOKYMEHTA.
Jlormueckast CTpykTypa TekcTa. B3auMocBs3b cojiepkanus u
¢dopmbl fokymMeHTa. Popmanu3anys TeKCcTa JOKyMEeHTa.

OneMeHTbl  TeKCTa. [Tonstue «3aroJI0BOK»
(HanMeHOBaHUe J0KyMeHTa). HasHaueHue 3arojoBka, €ro
MecTo B (opMmyisipe AokyMeHTa [IpuinoxkeHus K TEKCTy H
MOPSAIOK MX OPOPMIICHUS.

4.5. YHudukamus Tekcra JoOKyMeHTa

YHudukanus 10KyMEeHTa Kak OJHO M3 HaIlpaBJIeHUUN
€ro COBEpIIECHCTBOBaHMs. [IpeAnochbulku  yHU(DHUKAIMH.
Meroa yauduxaimu.

VHuduKanus — CTPYKTYpbl — TeKcTa.  DJIEMEHTHI
¢dopmanuzanuu. DPopMaNM30BAHHBIN XapakTep TEKCTOB
YUETHOM NOKyMEHTalUuHu. YHU(DUKALUSA SA3BIKOBBIX CPEICTB.
@®opmbl  yHU(UKAMKA: TUIOBOM, TpadapeTHbIl TEKCTHI,
TabJIMIa, aHKeTa, TpaduKu, AUarpaMmabl.

Pa3zoen 5
00KyMeHmayuu

Cucmemvl

5.1. CknapiBaHUE CHCTEM JIOKYMEHTAllUU

IlonsiTme «cucrema pokymeHTauuw». IIpu3Haku
cucteMbl JokyMeHTauuu. OcHOBaHMA —KJaccu(UKaLUU
CUCTEM JOKYMEHTaIUH.

Hcropuueckass 0O0yCIOBICHHOCTh (OPMHUPOBAHUS
CUCTEM  JOKYMEHTAI[UH. CucremMbl  JOKyMEHTAIMH
YUpEXKICHUN JOPEBOIIOLIMOHHON Poccuu.
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Pa3BuTHe cucTeM OKyMEHTAllUd HAa COBPEMEHHOM
stanie. KauecTBeHHbIe M3MEHEHHUS COCTaBa U COJEp>KaHUs
CUCTEM JJOKYMEHTAI[UH.

['ocynapcrBenHast cuctema JIOKYMEHTalUU.
OyHKIMOHATHHBIE CUCTEMBI JIOKYMEHTAI1H,
BEJOMCTBEHHbIE CHCTEMbl WJIM OTpPACIEBBIE CHUCTEMBI
JIOKYMEHTAIIUU ¥ UX B3aUMOCBSI3b.

5.2. YHuuuupoBaHHbBIE CHCTEMbI JOKYMEHTAIIUN

[TonsiTre «yHUUIIUPOBAaHHAS cucrema
JNOKyMeHTanuu». Pa3zpaboTka yHU(UIHMPOBAHHBIX CHCTEM
JOKYMEHTAllMd - HOBBIM JTam B yHUPUKANUKA W
CTaHIapTU3ALHU JOKYMEHTOB. XapakTepucTuka
YHUPUITUPOBAHHBIX CUCTEM JIOKYMEHTAITUH.
l'ocynapctBeHHble  CTaHIApPTHl Ha  YHUPUIMPOBAHHBIC
cuctembl.  OmBIT  MEXKIYHapOJHOH  CTaHAAPTU3ALUU
JIOKYMEHTOB.

[TpoexkTupoBanue YHUPHUITUPOBAHHBIX dbopMm
JOKYMEHTOB. MeTon coaepkareiabHO u  (opMaIbHOM
yHH(pUKaIUH.

Perucrpanus YHUPHUITTPOBAHHBIX bopm
JIOKYMEHTOB. [Topsanok BBEJICHUSA B JICHCTBUE
YHUPUIIMPOBAHHBIX (OopM AOKyMeHTOB. AnbOOMBI (GopMm
YHUPHUITMPOBAHHBIX JIOKYMECHTOB.

PernamenTanus cocraBa BUIOB M Pa3sHOBHIHOCTEU
JOKYMEHTOB ~ ONPEACICHHOTO KOMIUIEKCa 110  3a/JadyaM
ynpasneHus. Tabenb GopM TOKYMEHTOB.

Pazoen 6 Opeanusayuonno-
pacnopsioumenvHvle u
uHpopmayuoHHO-CNpasouHbie
OOKYMeHmbl

YHuuuupoBaHHass ~ CHUCTEMa  OpPTaHHW3AI[MOHHO-
pacnopsAuTensHOM ToKyMeHTauuu. OcoOEHHOCTH CHCTEMBI,
€€ COCTaB.

Opranu3zaloHHbIE JIOKYMEHTBI. ITonoxenus,
YCTaBbl, PErJIAMEHTbI, WHCTPYKUHH, TMpaBwia © Jp.
TpeboBaHUsI K KX COCTABICHHUIO 1 O(OPMIICHHIO.

Pacnopsiautensubie  nokymeHThl. [locTanoBieHus,
pelleHus, TMpUKa3bl, paCIOPSDIKEHUS, YKa3aHUs U Jp.
[Topsimok ux cocTaBieHUs: U OPOPMIICHUS.

WNubopManinoHHO-CIIPAaBOYHBIE  JTOKYMEHTBI:  aKTHI,
CIIPaBKH, TOKJIATHBIE U OOBSICHUTEIbHBIC 3aMMCKH, MHChMA,
TenerpaMMbl, TenedoHorpamMMmbel. WX  cocraBieHHe WU
odopmIieHue.

OcobeHHocTH oopmienus JeSITeIbHOCTH
KOJIJICTHAJIBHBIX OPTaHOB.
Paszoen 7 7.1. Pernamenranus IIPOLIECCOB
Cosepwencmesosarue JIOKyMEHTOOOpa30BaHUS
OOKYMEHMAYUOHHBIX Heob6xonumocTth peryIupoBaHus npoiiecca
npoyeccos JTOKYMEHTOOOpazoBaHus. BrIsICHEHNE U yCTpaHEHUE TPUIHH

HEOMPaBJAaHHOTO BO3pAaCTaHUs BUIOBOTO Pa3sHOOOpa3usi U
KOJIMYECTBA JIOKYMEHTOB. YCTaHOBJIEHHE OOOCHOBAaHHBIX
KpUTEpHUEB Cco3aHus JIOKYMEHTOB. dakTopshl,
OTIPEIEIIAIONINEe HEOOXOJUMBIN KOMILJIEKC JIOKYMEHTOB.
Tunmzamuss ¢opM 1TOKyMEeHTOB. Pa3zpaboTka Hay4yHBIX
KOHIIETINI MEXKOTPACIEBON yHUUKALUN bopm
yIpaBlIeHYeCKHX JOKYMEHTOB. Co3/1aHne OaHKOB JaHHBIX.
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[IpaBoBoe peryiaupoBaHue npoiiecca
JTIOKyMEHTOOOpa30BaHMUs. dopMbl MPaBOBOTO
peryiaupoBaHusi.

7.2. Hcnonn3oBaHME  HOBBIX  TEXHOJIOTHH B
JIOKYMEHTHUPOBaHUHU

Bnusnue BHeApeHMs BBIYMCIMTEIBHONH TEXHUKH Ha
oOpa3oBaHHe JOKYMEHTOB. JIOKyMEHT B JJIEKTPOHHOUN
¢dopme. Ilpobmema mpaBOBOro peXMMa JIOKYMEHTa,
CO3IaHHOTO B  JJIEKTpoHHOH  (opme. OcobeHHOCTH
COTJIACOBAHUS M MOJNUCAHUS 3JIEKTPOHHBIX JTOKYMEHTOB.

OcobenHocTy co3anust 1 0OpMIICHUS TOKYMEHTOB
Ha KOMIIBIOTEpE: HCIOJb30BaHHE 0a3 MaHHBIX, CO3JaHUE
1a0JIOHOB, TEKCTOBBIE pEIAKTOPHI, CIIOBapH, IpPOBEpPKa
rpaMoTHOCTH u opdorpadun. COBpeMEHHOE MPOTrPaMMHOE
obecrieyeHue.

PazButne  cucrembl  mepemaud  MH(pOpManuu
Bo3MoxkHOCTH 0€310KyMEHTHOTO OOMeHa mHdopMmanuei B
yIIPaBJICHUU.

Pasoen 8.
ucmopuyeckas
npakmuieckas
00KyMeHma

Hayuno-
u
YEeHHOCMb

[loHsiTHA: «IEHHOCTH JIOKYMEHTa», «IKCIepTHU3a
LEHHOCTU». BoO3HHKHOBEHHE HKcHepTusbl. BripaboTka
MIPUHIIMIIOB U KPUTEPHUEB OILICHKU [IEHHOCTU JOKYMEHTOB.

BHemHsis W BHYTpEHHSSI KPUTHKA JOKYMEHTOB.
AHanu3 aBTOpPCTBA, BPEMEHHU, MeCTa BO3HUKHOBEHUU
JIOKYMEHTA. Ananuz CoJIepKaHus JIOKYMEHTA.
JIOCTOBEpHOCTh ¥ LIEHHOCTh JJOKYMEHTA.

JlokyMeHTBI C ToOBTOpstouieiics uHbopMaueil.
Bunel nosTopsiemocTu: 1yOJ€THOCTh, IOIJIOIIEHHOCTb,
CYMMHpPOBaHHE, BapHAHTHOCTb, pedepupoBanue. OOUe
3aKOHOMEPHOCTH, OIpEIETAIONINE BO3HHUKHOBEHHE
JIOKYMEHTOB C MTOBTOpSOLIEHcS nHpopManuei.

3HaUMMOCTh  SIBIIGHUM, COOBITHH, (akToB B
MEPBUYHBIX W BTOPUYHBIX JOKYMEHTaX, COOTBETCTBHUE
coJepkamieiics B HUX MHQOpPMAIMM OCHOBHBIM WJIU
BCIIOMOTaTeNbHBIM (QYHKIMSIM yupexaeHus. FOpuanueckas
CWJIa 3THUX JOKYMEHTOB. XapakTep IOBTOPSEMOCTH,
NEPUOIUYHOCTh 00Pa30BaHUS IOKYMEHTOB.

Br16opouHas oleHKa JOKYMEHTOB.

CnenuanbHbie KpUTEPUHU OLICHKHU Hay4HO-
TEXHUYECKON JTOKYMEHTAalUH (HTD). N3yuenue
BHYTPEHHET0 COCTaBa JIOKyYMEHTa 1o mpobdiaemam (Temam) u
MozeNsIM (KOHCTPYKIMSAM) 3Hau€HHWE HayYHO-TEXHHYECKOU
uaen. 3Ha4MMOCTh 00BEKTa JJIsi SKOHOMHUKHU. Y HUKAJIbHOCTh
COOPYKEHUS UJIM KOHCTPYKIUH.

Kpurepun 1eHHOCTH KHHO(POTOPOHOTOKYMEHTOB.
Oco0eHHOCTH OIIEHKH MAITMHOYUTAEMbIX IOKYMEHTOB.

Paszoen 9.
O0OKYMEHMO8

Komnnekcor

[TonsaTHE «KOMILIEKCA JOKYMEHTOBY». llepBHuHbIE
KOMIIJIEKCBI TEKCTOBBIX JOKYMEHTOB M UX BUJIbI. KOMILIEKCHI
TEXHUUYECKUX U KHHO(OTOJOKYMEHTOB.

CnoxHble KOMIUIEKCHL. [TOHATHSA «TOKYMEHTAIbHBIN
U «apxuBHBI»  ¢GoHIbl.  KoMmekchl  TOKyMEHTOB
YUPEKAECHUN, OPraHU3ALMI U CTPYKTYPHBIX MOIpa3ICIeHUN.
Jluanbie  dounabl. TloHATHE «KOIJIEKIUS» JTOKYMEHTOB.
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| | IloHsiTHE «apXUB).

4. Oopa3oBaTesibHbIe TEXHOJIOTHH

B pasnene ykazansl 00pa3oBaTeiibHbIC TEXHOJOTHH, UCIIOIb3yEeMbIE TIPH PEATU3aAIUN Pa3IMYHbIX
BHUJIOB yUEOHBIX 3aHATUH s HaubOosee 3((HEKTHBHOIO OCBOCHHS AMCUUIUIMHBL. [Ipu mpoBeneHun
y4eOHBIX 3aHATHH OOECIeUMBaeTCs pa3BUTHE Y OOYYArOIIMXCS HABBIKOB KOMAaHIHOW padoTHI,
MEXJIMYHOCTHOM KOMMYHUKAIMW, TPUHATHS PENICHUW, JIMASPCKUX KadecTB (BKIOYas TIpU
HEOOXOJUMOCTH TIPOBEJCHHE WHTCPAKTHBHBIX JICKIUH, TPYIIOBBIX JUCKYCCHH, POJICBBIX HIp,
TPCHUHTOB, aHAJIHW3 CUTyallMil U WUMUTAIIMOHHBIX MOJIEJICH, MPEroAaBaHue TUCIUILUIMH (MOIYJei) B
(dopMe KypcoB, COCTaBJICHHBIX Ha OCHOBE PE3yJIbTaTOB HAYUYHBIX HCCIICIOBAHHMM, B TOM YHCIIE C
y4éTOM PErHOHAJIbHBIX OCOOCHHOCTEH TMPOPECCHOHANBHONW JEATCIIBHOCTH  BBITYCKHUKOB U
notpeOHocTel paboTomarenei.

Jis  mpoBeACHHS] 3aHSATUH JICKIIMOHHOTO THIA [0 JUCIHIUIMHE MPUMEHSIOTCS TaKue
o0Opa3oBaTeibHbIC TEXHOJIOTUU KaK HHTEPAKTUBHBIC JICKIIUU, IPOOJIeMHOe 00y4eHwue. [ mpoBeaeHus
3aHSTHIA CEMUHAPCKOTO TUIIA HCIIOIB3YIOTCS TPYIIIIOBBIC JUCKYCCHH, POJICBBIC HT'PHI, AHATIU3 CUTYaIUN
M AIMHUTAIMOHHBIX MOJEIEN.

No/Ne | HaumeHnoBaHME pazjiena Buast yueOHbIX | OOpazoBaTeNbHbIEC TEXHOIOTUN
3aHATUN
1 [Ipenmer, conepxanue, | Jlexyus 1-2. Besoounas nexyus

3a7a4m Kypca

CamocmosmenvHas
paboma Ilooecomoska k n1ekyuu
2 Uctounuku u nuteparypa | Jlexyus 3-4 Jexyus-eusyanuzayus c
o Kypcy npuUMeHeHueMm ciato-npoexmopa

Camocmosmenvuas | [loocomoska K nexyuu:

paboma — MOHUMOPUHZ 3AKOHOOAMENbHBIX U
HOPpMamMueHO-MemoOUyecKux
UCMOYHUKO8 NO OOKYMEHMOBEOEHUIO
C UCNONb30BaAHUEM NPABosvlx 0a3

OAHHbBIX;
usyueuue O00KYMEeHmM06ed4ecKoll
V4eOHOU U HAYYHOU TUMepamypol
3 JokymenT, ero ¢yukmuu, | Jlexyus 5-6 Jlexyus-eusyanuzayus c
MOHATHS  JOKYMEHT | npumMeHenuem ciauo-npoekmopa
uHpopmanus
Jlabopamoproe Huckyccus
3anamue 1
Camocmosmenvuas | [loocomoeéka k  1abopamopHomy
paboma 3AHAMUIO
4 Crioco0bl Jexyus 7-8 IIpobnemnas nexyus
JOKYMEHTHPOBAHHUS 17§
MaTepualibHble HOcUTenH | JlabopamopHoe Luckyccus
nHpOpMAITAN 3auamue - 2

Camocmosmenvuas | [loocomoska Kk 1abopamopHomy
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paboma 3AHAMUIO
5 [Tpusznaku IoKyMeHTa: | Jlexyus 9 Ananumuueckas nexyus
OpPUTHHAIILHOCTb,
MOAJIMHHOCTh, KOMUUHOCTH | Camocmoamenvhas | I[loocomoska k nekyuu
paboma -
6 dopmynsap nokymeHta u | Jlexyus 10-14 Jexyus ¢ pazbopom KOHKpemHbIX
€ro  COCTaBHBIE  YaCTH. cumyayuil
Uctopus pasutus | JlabopamopHoe
dbopMyIIsipa TOKyMEHTa: 3ausmue — 3-6 Monumopune  doxymenmos  17-20
16-17 Beka, 6€K06
18 Bek, Camocmosmenvras
19 Bek, paboma - Iloocomoska «  1aboOpamopHoMmy
20 Bex 3AHAMUIO
lloozomoska k 3auemy
7 @opmynsip coBpeMeHHoro | Jlekyus 15 Jlexyus-eusyanuzayus c
YIPaBIEHYECKOTO npuUMeHeHueM clatio-npoeKxmopa
JIOKyMEHTA! npaBuia
odopMIIeHUS PEKBU3UTOB | JlabopamopHoe Monumopune 3aKOHOOAMENbHBLIX U
3anamue — 1-8 HOPpMAMUBHO-MemoouUYecKux axkmoa
no OOKYMeHmMOBeOeHUIO c
UCNnoIbL3068aHUeM  NpPagosvlx  0a3
OAHHbBIX;
Ompabomka NPAKMU4ecKux
CamocmosmenvHas | Ha8bIK08 0QhHoOpMIeHUs PEeKBUZUMO8
paboma -
Iloocomosxka Kk  1a6OpamopHoOMy
3aHAMUIO
8 TpeboBanus «k  Tekcry | Jlekyus 16 -17 Jlexyus-eusyanuzayus c
JIOKyMEHTA; npuMeHeHuem C1ato-npoeKmopa
Yuudukanus tekcta | CamocmosmenvHast
JOKYMEHTa paboma - Iloozomoska k nexyuu
9 Cucremsr jaokymenTanuu; | Jlexyus 18-19 Jlexyus-eusyanuzayus c
CKJIa/IbIBAHUE CHCTEM, npumMeHenuem ciauo-npoeKkmopa
YHU(UIUPOBAHHBIE
CUCTEMBI JIOKYMEHTAIHH CamocmosmenvHas | [loocomoska k nexyuu
paboma
10 Opranu3zalvoHHEIE, Jexyus 20-23 Jlexyus-eusyanuzayus c
pacropsIuTeIbHbIE u npuUMeHeHueM ciatlo-npoeKmopa
MH(pOPMaIMOHHO- Jlabopamopnoe
CIPaBOYHbIE TOKYMEHTBI 3anamue 9 - 15 Hcnonvsosanue keiic-memooa
Camocmosmenvhnasn | [loocomoska «  1a00pamopHomy
paboma 3AHAMUIO
11 CosepuieHnctBoBanue | Jlexyusa 24
JOKYMEHTAIHOHHBIX IIpobnemnas nexyus
MIPOIIECCOB,
WCTIOJIh30BaHUE HOBBIX
MH(OPMALIMOHHBIX Camocmosmenvuas | [loocomoska k nexyuu
TEXHOJIOTHIT B | paboma

JAOKYMCHTHUPOBAHUHA
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12 Kommuiekcel  1okyMeHTOB; | Jlexyus 25 Ilpobnemnasn nexyus
Hayuno-ucropuueckas wu
MpaKTU4eckass  IEeHHOCTh | Jlabopamopnoe e | Ilocewenue  apxuea,  u3zyueHue
JTOKyMEHTa 3anamue 16 CILOJCHBIX KOMNIIEKCO8 HA NPAKMUKE

Camocmosmenvnas | [loocomoska «k  1a60pamopHomy
paboma 3AHAMUIO
Iloozomoska K sK3ameHy

Kaxnpliii oOydaronuiics B TeyeHHE BCero nepuoja oOydeHus oOecliedeH HHAWBUAYaJIbHBIM
HEOTPaHMYEHHBIM JIOCTYIIOM K 3JIEKTPOHHOW HH(pOpMarmoHHO oOpa3zoBartenbHOi cpene PITY wu3
M000H TOYKHM, B KOTOPOH HMMeeTcs JOCTyll K HHGOPMALMOHHO-TEJIEKOMMYHHUKALIMOHHON CeTH
"Untepuer”, kak ©Ha Teppuropun PITY, Tak u BHe ee. OieKkTpoHHass HHGOPMAIIMOHHO-
obpasoBatenbHas cpena PITY obecrneunBaer: AOCTyn K y4eOHBIM IUIaHaM, pabOYUM MpOrpaMMam
JUCHUIUIMH (MOAYJeil), mporpaMMaM IpPaKTHK, 3JEKTPOHHBIM YYEOHBIM H3IaHUSIM U 3JIEKTPOHHBIM
o0pa3oBaTeNbHBIM pecypcaM, YKa3aHHbBIM B pabo4yMx MporpamMmax AUCHUIUIMH (MoOJyJei),
nporpaMMax IpakTHK; (OpMHUpPOBaHUE 3JIEKTPOHHOTO MOPT(OIMO O0OydYaroUIerocs, B TOM YHUCIIE
COXpaHeHHe ero padoT M OLICHOK 3a 3TH paboThl. B ciyuae peanuzanuu nporpamMMsl OakaiaBpuara c
NPUMEHEHHEM  3JICKTPOHHOTO  OOydYeHHs, JWCTAaHIMOHHBIX  00pa30BATEIbHBIX  TEXHOJIOTHH
JIEKTpOHHass HH(pOpMalMOHHO oOpa3oBarenbHas cpepa PITY oOecneuuBaer: ¢ukcanuio xojna
00pa3oBaTENBFHOTO TPOIECCca, PE3yIbTaTOB MPOMEKYTOUHOW ATTECTAIlMA M PE3yJbTATOB OCBOCHUS
IporpamMMsbl OakanaBpuara; IpoBeIeHUE YUeOHbIX 3aHATHUH, IPOLEyp OLEHKHU pe3yJIbTaTOB O0yUYEeHHUS,
peayin3anysi KOTOPbIX HPEIYyCMOTPEHAa C MPUMEHEHUEM 3JIEKTPOHHOIO OOYYEeHMsI, JUCTAHLIMOHHBIX
00pa3oBaTeNbHBIX TEXHOJIOTUH; B3aUMOJCHCTBUE MEXAY yYaCTHUKaMU 00pa3oBaTeIbHOIO Ipoliecca,
B TOM YHUCJIE€ CUHXPOHHOE W (WJIM) aCUHXPOHHOE B3aUMOJEHCTBUS mocpeacTtBoM cetu "HMHTtepher'.
@OyHKIMOHUPOBAHUE AJIEKTPOHHON HMH()OPMAIIMOHHO-00pa30BaTEILHOW Cpelibl  00ecreunBaeTCs
COOTBETCTBYIOIIUMH  CPEICTBAMH  WH(MOPMAIMOHHO-KOMMYHHMKAIIMOHHBIX  TEXHOJOTMHA U
KBaJM(pUKAIMed paOOTHUKOB, €€ MCIOJB3YIOIUX M MojiepxkuBaommx. @OyHKIMOHUpOBaHKE
AJIEKTPOHHOU HH(OpMaIMOHHO-00pa3oBarenbHOil cpenbl PITY cooTBETCTBYeT 3aKOHOAATENbCTBY
Poccuiickoit denepanun.

B nmnepuon BpeMEHHOrO NPHOCTAHOBIEHUS TOCEHIEHMs] OOYyYaroIIMMHCS TOMEIIEeHUH U
tepputopun PITY nns opranuzanuu ydaeOHOTro mpolecca ¢ IpUMEHEHUEM 3JIEKTPOHHOT0 00yUueHHs U
JUCTAHIIMOHHBIX  OOpa30BaTEIbHBIX TEXHOJOTUH MOTYT OBITh MCIIOJNB30BaHbl  CIEAYIOIINE
o0pa3oBaTenbHbIe TEXHOIOTUU:

— BUJICO-JIEKIIUH;

— OHJIAMH-JIEKLIUU B PEKUME PEAIBHOTO BPEMEHH;

— DJIEKTPOHHbIE YUEOHUKH, YdeOHbIe TOCOOUs, HAyYHbIE U3/IaHUS B 3JIEKTPOHHOM BHJIE€ U JOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeJIbHBIM pPecypcam;

— CHCTEMBI JUJIsl 3JIEKTPOHHOTO TECTUPOBAHUS;

— KOHCYJIBTAllMH C UCTIOIb30BAHUEM TEIEKOMMYHHUKAIIMOHHBIX CPEJCTB.

5. OueHka NJIAHNPYeMBbIX pe3yJbTATOB 00y4eHUsl

5.1 CucreMa oueHUBAHUSA

Cucrema OLCHUMBAaHWA BBICTPOCHA B COOTBECTCTBHU C y‘-Ie6HI)IM IJIaHOM, A€ OIPEACIICHBI (i)OpMI)I
MIPOMEXKYTOYHOM aTTecTanuu (3a4€T), U CTPYKTYPOH AUCIMILTUHBL, T/Ie OpeaeNeHbl (POPMBI TEKYIIETO
KOHTPOJISl. YKa3bIBaeTCs pacmpereneHne 0amioB mo GopMam TEKyIIero KOHTPOJISI H TIPOMEXYTOYHON
aTTecTallid, CPOKH OTYETHOCTU. MOKET MPOBOAUTHCS KaK B TPAAUIIMOHHOM, TaK U B MHHOBAIIMOHHON
(dbopme (3ammTa MPOEKTOB, ACIOBAs UTPA, KEHCHI U T.1.).



®opma KOHTPOJIS Makc. K0JIM4ecTBO 0AJJIOB
3a oauy|Bcero
padory

Texynmi KOHTPOJIb:

- onpoc 5 bannos 30 6annos

- yuacmue 8 OUCKYCCUU Ha ceMuHape 5 bannos 10 6annos

- Konmponvtas paboma (memot 1-3) 10 bannos 10 bannos

- KoHmponvHas paboma (memol 4-5) 10 bannos 10 bannos

[TpoMexyTouHas aTTeCTAlUs — 3ayem 40 6annoB

HTroro 3a cemectp 100 6amioB

[TonyueHHBIN COBOKYIHBIM pe3yJbTaT KOHBEPTHUPYETCS B TPATUIMOHHYIO IIKANy OLICHOK U B
mIKaiy orneHok EBpomeiickoit cuctemsl niepeHoca u HakoruieHus: kpeautoB (European Credit Transfer
System; nanee — ECTS) B cOOTBETCTBUY C TaOJIUIICH:

[Ixana
100-6amnpHast mkana | TpaxuimoHHas mkana ECTS
95— 100 A
8394 OTIMYHO B
68 — 82 XOPOIIO 3a4TEHO C
56 — 67 D
50 _55 YIOBJIETBOPUTEIHHO E
20-49 FX
0_19 HEYJIOBJIETBOPUTEIHLHO HE 3a4TCHO F

5.2 KpnTepml BBICTABJICHHUSA OLCHKHU 110 JTUCHUIIIMHE

Banasl/ | Onenka mno | Kpurepuu oueHky pe3yJibTATOB 00y4YeHHUs MO TUCHHUILIMHE

lkana | aucuunIMHe

ECTS

100-83/ | ornmuno/ BrictaBnsercs oOydaromeMycsi, €cid OH TIIyOOKO M TMPOYHO YCBOWII
AB 3a4TEHO TEOPETUYECKUI " IIPaKTUYECKUN Marepuail, MOXKET

MPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX M B XOJE€ MPOMEKYTOUHOU
aTTeCTallnun.

OOyyaromuiicss HMCUEpNBIBAIONIE U JIOTUYECKH CTPOHHO W3/Iaraet
y4eOHBI MaTepuan, yMEeT YBS3bIBaTb TEOPUIO C IPAKTUKOM,
CIPAaBIISETCS C pEIIeHHeM 3ajad MpodeccHOHAIbHON HANpaBICHHOCTH
BBICOKOI'O ypOBHfI CJIOKHOCTH, HpaBI/IJ'II)HO O6OCHOBI)IBa€T HpI/IHSITI)IC
pelIeHusl.
CB00OOJIHO
JTUTEepaType.

OpUEHTHUpYETCSI B yd4eOHOH U  TpodecCHOHAIBHOU

OneHka MO OUCHUIUIMHE BBICTABISIOTCS OOydYaromemycs ¢ yd4€ToM
pPE3YyJIbTAaTOB TEKYILEH W MPOMEKYTOUYHON aTTECTALNY.

Komnerennuu, 3akpennéHHble 3a AUCHUILTUHONW, CHOPMUPOBAHBI Ha
YPOBHE — «BBICOKHIN.
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Banael/
HMIxana
ECTS

Onenka mno
AUCUUILINHE

Kpurtepun oneHkn pe3yibTaToB 00y4eHHUs! 10 JMCHUILIMHE

82-68/
C

Xoporio/
3a4TEHO

BrictaBnsercs oOyuaromieMycsi, €Clidi OH 3HaeT TEOPETUYECKUH W
IIPAaKTUYECKUM MaTepuall, IPaMOTHO MU IO CYLIECTBY HM3JIaracT €ro Ha
3aHATUSAX U B XOAE MPOMEXKYTOYHOW aTTECTalMd, HE JAOIycKas
CYyILIECTBEHHBIX HETOYHOCTEH.

OOyyaronuiicst MpaBMWIIbHO MPUMEHSET TEOPETUUYECKHE MOJI0KEHUS TTPU
pELICHNH TPAKTUYECKUX 3a7ad Npo(ecCHOHANBHON HaNpaBICHHOCTH
pPa3HOTO YpPOBHS CIIO)KHOCTH, BIaJI€eT HEOOXOAMMBIMHU [UJISI 3TOTO
HAaBbIKAMH U IIPUEMAMHU.

JlocTaTouyHO XOpOILO OPUEHTHPYETCS B y4eOHOM U npodeccruoHalIbHOI
JuTeparype.

OueHka MO AMCHUIUIMHE BBICTABISIOTCS oOOydarouiemycs ¢ y4€ToMm
pPEe3yJIbTAaTOB TEKYILEH U MPOMEKYTOUYHOM aTTECTALIUU.

Komnerennuu, 3akperniéHHble 3a AUCHUILIUHOW, chHOPMHUPOBAHBI Ha
YPOBHE — «XOPOIIUI».

67-50/
D,E

yIOBIETBO-
purenbHo/
3aYTEHO

BricraBisiercss oOydarolemycsi, €ciid OH 3HaeT Ha 0a30BOM YpOBHE
TEOPETUYECKUN U MPAKTHYECKUN Marepuan, JIO0IYyCKAaeT OTACIIbHBIC
OLIMOKKM HPU €ro M3J0XKEHWU Ha 3aHATHAX U B XOJIe NMPOMEXYTOUHOMH
aTTeCTalUN.

OOyuaromuiics  UCHBITHIBACT  ONpeAei€HHblE  3aTpyAHEHUs B
IIPUMEHEHNUN TEOPETUYECKUX IOJIOKEHUM IIPU PEIIECHUH IPAKTUYECKUX
3aja4  po(eCCHOHAIBLHON HANPAaBICHHOCTH CTAHJAPTHOTO YPOBHS
CJIO)KHOCTH, BJIaJIeeT HEOOXOAMMBIMHU JUISI 3TOTO 0a30BBIMH HABBIKAMH H
NpUEMaMU.

JleMOHCTpHUpYET J10CTaTOYHBIN ypOBEHb 3HAaHUS Y4eOHOU JIMTEpaTypbl
10 JUCLUIUINHE.

OneHka 1O JUCHMIUIMHE BBICTABISAIOTCS OOyYalomeMycs C Y4ETOM
pe3yabTaTOB TEKYIIEH U IIPOMEKYTOYHOU aTTECTALIUH.

Komnerennuu, 3akpenn€HHble 3a AUCHUILIMHOW, CHOPMHUPOBAHBI Ha
YPOBHE — «JIOCTaTOYHBIN».

49-0/
F,FX

HEY/IOBJICT-
BOpHUTEIBbHO/
HE 3a4YTeHO

BrictaBnsercs oOydaromiemMycsi, €CiIM OH He 3HaeT Ha 0a30BOM ypOBHE
TEOPETUYECKHUI U MPAKTHUECKUN MaTepHal, JOMyCcKaeT TpyObie OmnOKN
npu €ro M"3J0XKCHUN Ha 3aHiATUAX W B XO0I€ HpOMC)KYTOqHOﬁ
aTTEeCTallUU.

OOyyaromuiicsi UCIBITHIBAET CEPhE3HBIE 3aTPYAHEHUS] B NPUMEHEHHU
TEOPETUYECKUX TIOJOKEHUN TpU pEHIeHUH TMPaKTHUYECKUX 3aaad

npo¢eCCHOHATBHON HAIMPABJICHHOCTH CTaHJIapTHOT'O YPOBHs
CIIO)KHOCTH, HE BIaZieeT HEOOXOAMMBIMU Ui 3TOrO HaBBIKAMH U
puE€MaMu.

JemoHcTpupyeT (parMeHTapHble 3HAHHUS Y4YeOHOH IUTEpaTyphbl IO
JUACIUTUINHE.

OneHka MO OUCHUIUIMHE BBICTABISIOTCS OOydYaromemycs ¢ yd4€ToM
pPE3YyJIbTAaTOB TEKYILEH W MPOMEKYTOUYHON aTTECTALNY.

KomnereHnun Ha yYpOBHE  «JOCTAaTOYHBII», 3aKpeIUIEHHBIE 3a
JTUCIUTIIINHOM, HE ChOPMUPOBAHBI.

5.3 OueHouynble cpeacTBa (MaTepuHajbl) s TeKYyIIero KOHTPOJsS YCIeBaeMOCTH,
MPOMEKYTOYHOM aTTecTAIlMH o0yJarommXxcst no qucuumiaune (OIIK-2, OIIK-3)
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B nanHoMm pasnesne npuBOASTCS MPUMEPHI OLICHOYHBIX CPEACTB B COOTBETCTBUU CO CTPYKTYpOit
JTUCIUIUIMHBL U CHUCTEMOW KOHTPOJIS: BapUAHTHI TECTOB, TEMAaTHKAa MUCHMEHHBIX pPa0dOT, TMpPUMEPHI
9K3aMEHALIMOHHBIX OWJIETOB, TUMOBBIC 33/Ja4yH, KeWchl U T.N. OLIEHOYHBIMU CPE/ICTBA JOJDKHBI OBITH
obecrniedeHbl Bce (OPMBI TEKYIIEro KOHTPOJSI M MPOMEKYTOUHOU arrectanwu. OHU JOJDKHBI OBITH
OpPUEHTUPOBAHBI HE TOJBKO HA MIPOBEPKY CPOPMUPOBAHHOCTH 3HAHUMN, HO TAKKE YMEHUH U BIIaJICHUM.

[TepeueHp BOPOCOB K KOHTPOJIBHON paboTe 1o TeMe 2.

1. Yem 3aHnMaeTCs HAy4YHas! TUCHUIUIMHA JOKYMEHTOBEICHNE?

2. C xakuMU HayYHBIMU JAUCLUILUIMHAMHU CBSI3aHO JJOKYMEHTOBEIEHUE?

3. HazoBute 3aKOHOATENbHBIC AKTHI, PETyIUPYIOIIHE BOIPOCH! JOKYMEHTHPOBAHHUS.

4. Tlepeuncnure HOPMAaTHBHBIC IIPaBOBBIE aKTHl, perynupyromue BOTIPOCHI
JTOKYMEHTHPOBAHHS.

5. JlaiiTe XxapakTepuCTUKY HOPMATHBHO-METOAMYECKUM JTOKYMEHTaM IO JAETIONPOU3BO/ICTBY.

6. HazoBuTe y4eHbBIX, HCCIICAYIOIUX BOIIPOCH! JOKYMEHTOBE/ICHHSL.

[TepeueHp BOPOCOB K KOHTPOJIBHON paboTe 1o TeMe 4.

1. Kakue BbI 3HaeTE CIOCOOBI TOKYMEHTHPOBAHUS?

2. IlepeunciuTe 3TaNbl pa3BUTHUS TEKCTOBOTO JOKYMEHTUPOBAHHMS, CPABHUTE UX MEXKIy COOOM.

3. Pacckaxute 00 0COOEHHOCTSIX TEXHUYECKOTO JIOKYMEHTUPOBAHUSI.

4. B yem 3aKITI0Yar0TCsl 0COOCHHOCTH KMHO, (OTO ¥ (POHOTOKYMEHTHPOBAHUS?

5. CpaBHHTE HU3BECTHBIE BaM CIIOCOOBI JOKYMEHTHPOBAaHHS MEXIy COOOW, HAa30BUTE HX
MIPEUMYIIECTBA U HEJJOCTATKH.

6. [laiiTe XapakTepHCTUKYy MaT€pHaIbHBIM HOCHTEISIM HH(OpMAIMU M CPABHUTE UX MEKIY
co00ii.

IIpumepsl 0JMI-KOHTPOJILHBIX padoT 1o Teme 6
Kaxkue oOpamenusi ObIM NPUHATHI B KOHKPETHbIH HCTOPUYECKUid mepuoja?
(IpoBeCTH CTPENIKH)

XIX Bex TOBapUILLY

CoBerckuii nepros HBany NBaHOBU9y

90-e rombr XX Beka MunoctTuBOMy rocyiapto
CoBpeMEHHOCTh TOCIIO/IUHY

Kakumu wurtoroppiMu (¢pazamMum 3aKaHYHBAJIOCh CJIy:Ke0HOe TNHCbMO B KOHKPETHBINH
HCcTOpHYecKuii mepuon?
(IpoBeCTH CTPENIKH)

XVI, XVII Beka C r1y0oYaiiiuM MOYTEHUEM

XIX Bek C YBOKEHUEM

CoBetckuii mepuos C KOMMYHHUCTHYECKUM NPUBETOM
CoBpeMEHHOCTh IMape rocynapb, CMAIIyHCS, TIOKAITY I

[TepeueHpb BOIPOCOB K UTOTOBOM KOHTPOJIBbHOM pabote Ne 1
1. JIokyMeHT 1 ero MecTo B CUCTEME YIIPABIICHUSI.
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2. 3aKOHOJATENbHBIC TPABOBBIC AaKTHI, PETJIAMEHTUPYIOIIME CO3MaHHEe H  OQpOpMIICHHE
JOKYMEHTOB.

3. HopMaTuBHO-METOAMYECKUE AaKThl, OINPEIACIIONINE IMOPSAJOK CO3JaHUA U OPOPMIICHHS
JTOKYMEHTOB.

4. JIOKyMEHTOBEJICHHE KaK Hay4Has JUCIUIUIMHA W €€ CBSI3b C JAPYTUMH HAyYHBIMH
JTUCHUTUTMHAMH.

5. TousTre «uHGOPMAIHS» U €r0 pa3BUTHE.

6. TloHsTHE «IOKYMEHT» U €r0 Pa3BHUTHE.

7. CBsa3p uH(OpMAIUU U JOKYMEHTA.

8. OOume u yacTHble QYHKIINH JOKYMEHTA.

9. CniocoObl JOKYMEHTUPOBAHUS M UX Pa3BUTHE.

10.  TekcroBoe TOKyMEHTHPOBAHUE U STAIbI €T0 PA3BUTHUS.

11.  Iluxtorpammsl. [IpuMeHneHne nukTorpaduyeckoro NMCbMa CeroHsl.

12. JlororpamMmsl. Mcniosib30BaHue JIOrorpaMm CeroHs.

13. Texnuueckoe JOKyMEHTHUPOBaHHE. BUIbl KOMIUIEKCOB TEXHUUYECKON TOKYMEHTAIMH.
14. doronokymentupoBanue. [losBienue, pa3BuTue, IpUMEHEHUE.

15.  KunonokymenrtupoBanue. [losBnenue, pazsurue. Buneoszanucs.

16.  dononokymentupoBanue. IlosBnenne, pa3BuTue, MpuMeHEHHE.

17. Marepuan 1 fokymMeHTUpoBanus. Ero pa3sutue.

18. [Hommunuky n xonuu. Bunael konui. 11opa1ok ya0cTOBEpEeHUN KOIIUI.

19. dopmynsp nokymenta. TumnoBoit popmysip, popmysip-oOpaser.

20.  PasButme popmyisipa nokymenta B XVI-XVII BB.

21.  ®opmymsap nokymenta XVIII B.

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

OO0pa3ubl TeCTOB O Teme 7

Bormpoc 1

Bu3a oduuunanbHOro JoKyMeHTa 31o:

A) PEeKBU3UT IOKYMEHTA, BBIPKAIOUIMHA COTJIACHE WJIM HECOTJIACHS JOJDKHOCTHOTO JIMIA C
coJiepKaHueM TOKYMEHTa

b) Hamnuce Ha JAOKyMEHTE, clellaHHas JOJDKHOCTHBIM JIMIIOM M COJIEpIKamiasi MPUHATOE MM
pelieHue

B) noanucanme qokyMeHTa €ro COCTaBUTEIIEM

Bompoc 2

Bussl npocrasisroTes:

A) paOOTHHUKOM, [T€YaTaBIIUM JOKYMEHT

b) paboTHuKamK cBOEl OpraHu3aluu

B) paboTHMKaMu ApyTrUX OpraHU3aIMii

Bompoc 3

B kakue pekBU3UTHI JOKYMEHTA J1aTa BXOAUT KaK COCTaBHAs 4acTh?
a) rpud yTBEpKIACHUS B) TIOJIUCH

0) BU3a COrJIacOBaHUS T') PE3OJIIOLIHS

Bompoc 4

OO0t G1aHK JOKYMEHTA BKJIIOYAET B €05 CIEAYIOLINE PEKBU3UTHI:

A) nzobpaxkenue repba, sMOJIEMbl, MECTO ISl pa3MELIeHHs] Ha3BaHMs BUJA JOKYMEHTa, MECTO
JUISL 1aThl 1 HOMEpa IOKyMEHTa, MECTO COCTABICHUS

b) wuzoOpaxenue repba, >MOIEeMbl, HAMMEHOBAaHUE OpraHU3allMd aBTOpa, MECTO JUIs
pa3MelleHHs Ha3BaHus BUJIA JJOKyMEHTa, MECTO JIJIs IaThl K HOMepa JOKYMEHTa, MECTO COCTaBJICHUS

B) wuszoOpaxenue repOa, 5MOiieMbl, HAaUMEHOBAaHME OpraHMU3AllMM aBTOpa, MECTO MJif
pasMeleHusl Ha3BaHMs BUAA JIOKYMEHTa, CIIPaBOYHbIE JaHHbIE 00 OpraHU3alMy, MECTO JUI AAThl U
HOMepa IOKYMEHTa, MECTO COCTABIICHUS

Bomnpoc 5

Kaxkue n3 nmepeyncieHHpIX JOKYMEHTOB TPEOYIOT YTBEPKIACHUS?
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A) ycraB b) mratHoe pacniucanue B) mpukazbr

I') noxnaausie 3anucku /) JOMKHOCTHBIE MHCTPYKIIUU

Bomnpoc 6

Tumosoii hopMyssip IpUKa3a COACPKHUT CIEAYIOUINE PEKBUZUTHI:

A) rep6 (oMOnemMy), HaMMEHOBAaHWE OpPraHU3AIlMU-AaBTOPA, CIPABOYHBIC JaHHBIE OO0
OpraHu3ali, HAaUMEHOBaHME BHJA JOKyMEHTa — IIpHKa3, JaTy, HOMEp, MECTO COCTaBJICHUS,
3arojIoBOK K TEKCTY, TEKCT, IOAMKCH, BU3bl COTJIACOBAHUS

B) rep6 (3m0neMy), HaMEeHOBaHWE OpPTaHU3AlMU-aBTOpA, HAUMEHOBAaHHE BHJA JTOKyMEHTa —
MIpHUKa3, AaTy, HOMEP, MECTO COCTABJICHHSI, 3aT0JIOBOK K TEKCTY, TEKCT, MOIHICH, BU3bl COTIACOBAHUS

B) rep6 (3M0Osiemy), HAaMMEHOBaHUE OPraHU3AlMU-aBTOPa, HAWUMEHOBAHUE BHJIA JTOKyMEHTa —
MpHKa3, JaTy, HOMEpP, MECTO COCTaBJECHHS, 3arojlOBOK K TEKCTY, TEKCT, MOJIHUCH, MeYaTh, BHU3BI
COTJIACOBAHUS

Bomnpoc 7

B ynpaBieHn4eckoil mpakTHKe MPUMEHSIOT CIIEAYIOINE BUbI OJTaHKOB:

A) Gy1aHK TTICBEMA

b) 61aHK KOHKPETHOTO BHJIA TIOKYMEHTa

B) o6mmii 6nank

J1) GiraHK Qu3N9IecKOro JuIa

Bomnpoc 8

JIoKyMEeHTHpOBaHUE 3TO:

A) mporiecc IBUKEHHS IOKYMEHTOB B OpraHU3aI[I1

b) 3anuch nHpOpMannM Ha PA3IUIHBIX HOCUTENSX IO yCTAaHOBJICHHBIM ITPaBUIIaM

B) co3nanue nokyMeHTOB

I') pabota ¢ nokymMeHTamMu

Bomnpoc 9

K opranu3aiimoHHBIM JIOKYMEHTaM OTHOCSTCS:

A) ycTaBsl 0) mpaBwJIa  B) aKThl T) IPUKa3bl ) UHCTPYKLUUU
Bormpoc 10

['epOoBoii euaTbio (Ie4aThio0 OPraHU3allN) 3aBEPAIOT:
A) rapaHTuiiHble MMCbMa 0) MPOTOKOJIBI 3aCEIaHUN  B) IPUKA3bI
') noroBopsl 1) TPYIOBBIE KHIKKH

Bompoc 11

DopMysap TOKYMEHTA 3TO:

A) Habop pexkBU3UTOB O(PHUIMATBHOTO TMHCBMEHHOTO JIOKYMEHTa, pAacHOJOXKEHHBIX B
ONPEJIEICHHON MOCIEA0BATEIBHOCTH

b) nopsok 06paboTKM TOKYMEHTOB

B) MuHuManbHbIi 351eMeHT 0)OpPMIIEHUS TOKYMEHTA

Bonpoc 12

NHupopmaninoHHO-CIpaBOYHBIN JOKYMEHT 3TO:

a) a) JlokymeHT, coaepxaumii HHGOpMANHIO O (HAKTUYECKOM IOJIOKEHHH JIel, KOTOPBIH
CIIy’>KMT OCHOBAHHEM JJIsl IPUHSTUSI peIIeHU

b) 6) JlokyMeHT, opranu3youuii paboTy yupexaeHus

C) B) JlokyMeHT, B KOTOpOM 3a()MKCHPOBAHBI PACTIOPSHKEHHS PYKOBOJICTBA

d) r) JokymeHT, GUKCHPYIOMINI e TETbHOCTh KOJJIETHATBHOTO OpraHa

Bompoc 13

bnank ¢ nzobpaxenuem rocyaapctseHHoro repoa Poccuiickoit deneparyi MOTyT UMETh:

a) JIrobast opranu3anus, 3aperucTpupoBaHHast Ha TeppuTopun Poccuiickont denepanun

6) Kommepueckas ¢pupma, 3apeructpupoBaHHas Ha Tepputopun Poccuiickoii @enepanuu

B) VYupexIeHuss M oOpraHu3anuu, ykazaHHble B KoucTuTynmonHoMm 3akoHe «O repbe
Poccuiickoit denepanun»

r) YupexxaeHus 1 opranu3anuu, ykazanasie B Koncturynuu PO
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Bomnpoc 14

K pexBu3uTaM, NpuAAIONIMM JOKYMEHTY IOPUAMYECKYIO 3HAYMMOCTb OTHOCSTCS !

a) repo PO

b) ormeTka o mocTyIuieHuN TOKyMEHTa

B) MIOJIMKCH

') aBTOp JOKYMEHTa

IlepeyeHb BONPOCOB K KOHTPOJIbHOM padoTe mo Teme 9

1. Uro takoe yHUDHUKAIHS JOKYMEHTOB?

2. JlaiiTe omnpezeneHUe cUcTeMe JOKyMEHTAINH

3. Yto Takoe yHU(UIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIH, HA30BHUTE HX.

4. Kakue BUABI IOKyMEHTOB BXOJST B COCTaB YHU(UIIMPOBAHHON CHCTEMBI OpraHU3aI[IOHHO-
pacnopsAMTEIbHON JOKYMEHTALUH.

[lepeueHp BOPOCOB K UTOTOBOM KOHTPOJIbHON paboTe Ne 2

1 TlonsaTHs «yHUPHUKALMA» U «CTAaHAAPTU3ALUA» JOKYMEHTOB.

2 PaszBuTHe yHH(UKALUU U CTaHJApTU3AIMH JOKyMeHTOB BO || monoBune XX B.

3 TOCT P 7.0.97-2016. Ero conepxanue, 3HaueHUE.

4 TpeGoBaHHsI K KOHCTPYHpOBaHWIO OnaHKOB. Buasl OnankoB. branku mnpennpusTHii
pazIUyYHBIX (HOPM COOCTBEHHOCTH.

5 PexBU3NT «HAaNMEHOBAHWE OpPTraHU3AIMHU-aBTOPA JOKYMEHTay», TPeOOBAaHUS K HEMY.
PexBU3UT «cIipaBOYHbIE JaHHbIE 00 OPraHU3aMM-aBTOPE JOKYMEHTa», €ro COCTAB.
PexBu3uT «agpecar», ero 3HaYeHNUE U COBPEMEHHBIEC TPEOOBaHUS K 0()OPMIICHUIO.

Hatel. TpeboBanust kK UX 0(OPMIICHHIO; 1aTa KaK COCTaBHAs YacTh JIPYTUX PEKBU3UTOB.
PexBH3UT «perucTpaniiOHHbIA HOMEP JOKYMEHTa», €r0 3HaYCHUE.

10 PexBU3UT «CCbUIKA Ha PErUCTPALMOHHBIH HOMEp M JaTy JOKYMEHTa», KOrja U e OH
MIPOCTaBJISIETCS.

11Tlopsaok corjmacoBaHUsl JIOKYMEHTOB M OGOpPMIIEHHMS BHYTPEHHEr0 M  BHEUIHEro
COIJIACOBaHUs

12 TTopsiiok yTBEepKI€HHUs JOKYMEHTOB, BUJIbl YTBEPKICHHUS.

13 ITopsiok moAnMcanus JOKYMEHTOB.

14 TTeuaTp Kak peKBU3UT JOKyMeHTa. Ha Kakux JOKyMeHTax MpocTaBisieTcs repooBasi nevars.

15CocraB  ymoctoBepeHuss  J1OKyMeHTOB.  IlpaBuina  oopmieHHMs  PEKBU3UTOB,
yJIOCTOBEPSIOLINX JTOKYMEHT.

16 OTMeTKH Ha TOKyMEHTe, MX 3HaYeHUE U O(OPMIICHHE.

17 Pezomronust. E€ 3Hauenue. TpeGoBaHus, npebsaBiIseMble K PE30TIOLHH.

18 PexBU3HUT «OTMETKA 00 MCIIOIHUATENEY, ET0 3HAUECHHUE.

19 PexBu3uTHI, NpHAAIOLINE JOKYMEHTY IOPUANYECKYIO 3HAUUMOCTb.

20 Yau(ukanus Tekcta JOKyMeHTa.

21 Tpadapetnble TekcTbl. MeTo1uKa pa3paboTKH.

22 CniocoObl TipeACTaBICHUs] YHU(PHUIMPOBAHHBIX TEKCTOB (aHKETHI, TaONHIBI, TpadapeTHbIe
TEKCTBHI).

23 O6mue TpeOoBaHMs K TEKCTY JOKYMEHTA.

24 Anroput™ NOATrOTOBKHU JIOKYMEHTA.

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

26 JIuHrBHCTHYECKHE OCOOCHHOCTH TEKCTOB CITY>KEOHBIX JTOKYMEHTOB.

27 TloHsITHE «CHCTEMBI IOKyMEHTAIINN», PAa3BUTHE CHCTEM.

28 IlonsiTHe «YHU(PHUIMPOBAHHBIE CUCTEMBI IOKYMEHTAIIUN.

29 Haznauenwue, onpezenenue u coctas Y COP/I.

30 TpeboBaHMs K COCTABICHUIO U O()OPMIICHHIO OPTaHU3AIMOHHBIX JOKYMEHTOB.

31 TpeGoBaHMsI K COCTABICHUIO U O(DOPMIICHHIO PACTIOPSIIUTENEHBIX IOKYMEHTOB.

32 TpeboBaHMs K COCTABICHUIO U O()OPMIICHHIO IPUKA30B.

O© 00N>
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33 TpeboBaHusl K COCTaBICHHUIO W O(POPMIICHHUIO OOBSICHUTEIBHBIX M JOKJIAIHBIX 3aIHCOK
(BHEIIHUX U BHYTPEHHUX).

34 TpeboBaHUs K COCTABICHUIO U 0()OPMIICHHUIO CIIPABOK (BUBI CIIPABOK, CIIPABKH BHEITHUE H
BHYTpPEHHUE).

35 TpeboBaHUs K COCTABICHUIO M O(DOPMIICHHIO aKTa.

36 TpebGoBaHMS K COCTABICHUIO M O(DOPMIICHHUIO CITY’)KEOHOTO MUChMa. Pa3HOBUIHOCTH TTHUCEM.

37 TpeboBaHUs K COCTABICHUIO ¥ O(DOPMIICHHIO TEIETPaMM.

38 Ocobennoctu popmyIsipa TeaePOHOTPAMMBI.

39 ANropuT™ MOJITOTOBKH M MPOBEACHUSI COBENIaHUsA. JJOKyMEHTBI, CO3/IaBaeMble B TpoIiecce
MOJITOTOBKH COBELIAHUS.

40 TpeboBaHUs K COCTABICHUIO M O(POPMIICHHUIO ITPOTOKOJIA.

41 TToHsATHE KOMILIEKCOB JOKYMEHTOB. [IepBHUYHBIC KOMITJIEKCHI TEKCTOBBIX JOKYMEHTOB.

42 TToHATHUS «TOKYMEHTAIBHBIH (DOHI» U «apXUBHBIA GoHI». VX pazimuue.

43 CnoxHbIe KOMIUIEKCHI. BeZJOMCTBEHHbBIE apXUBBI.

44 CnoxHble KOMIUIEKCHI. ['ocynapcTBeHHbIe apXuBbl. CeTh TOCYIapCTBEHHBIX apXHBOB.

A5 TToHATHSL «IICHHOCTh JTOKYMEHTa», «OKCIIEPTU3a ICHHOCTH». BO3HUKHOBEHHE, pPa3BUTHE
IKCIEPTH3BIL.

46 [TpuHIIIBI, KPUTEPUH SKCIIEPTU3BI IICHHOCTH JJOKYMEHTOB.

[lepeueHp BOPOCOB K 3aU€Ty 110 BCEMY KypCy

Hepeqeﬂb BOIIpOCOB IJIA MMOoATroTOBKH K 3a49€eTy mo AUCHHUIIJINHE

“JlokymeHTOBE/ICHHE”

1. JIoKyMEHT U ero MecTO B CUCTEME yIpaBICHUSI.

2. 3aKOHBI U MHBIC HOPMATHBHBIC MTPABOBHIC AKTHI, PETJIAMEHTUPYIOIIUE CO3/IaHue U O(OPMIICHHE
JIOKYMEHTOB.

3. HopmaTuBHO-METOAMYECKHE JOKYMEHTHI, ONPEACIISAIONINE MOPSAIOK CO3MAaHUS U OPOPMIICHHS
JIOKYMEHTOB.

4. JIOKyMEHTOBEJEHHE KaK Hay4yHas JUCUUIUIMHA M €€ CBA3b C JAPYTMMU Hay4YHBIMHU
JHUCITUTUIMHAMH.

5. IlonsTne «MHpOpMALUI» U €r0 pa3BUTHE.

6. TloHsATHE «JIOKyMEHT» U €r0 pa3BUTHE.

7. CBs3b nH(pOpMaLIUU U TOKYMEHTA.

8. OOmme u yacTHble (PYHKIMH JOKYMEHTA.

9. CnocoObl TOKYMEHTHPOBAHUS U UX PA3BUTHE.

10. TexcToBOE TOKYMEHTHPOBAHUE U ITAIBI €70 PA3BUTHUS.

11. ITukrorpammsl. [IpuMeHeHne NUKTOrpagrUuecKoro NuchmMa Cero iHsI.

12. Jlororpammsl. Mcnonb30BaHKe JOrorpaMM CEroIHs.

13. TexHn4eckoe TOKyMEHTHPOBaHUE. BHUIIbI KOMIIEKCOB TEXHUYECKOH TOKYMEHTAIINH.

14. ®oronoxymentupoBanue. [losBnenue, pa3BuTre, IpUMEHEHNUE.

15. KunogoxymeHntupoBanue. [losiBienue, pa3suTie, IpuMeHEHHE.

16. ®ononoxymenTupoBanue. [losBienue, pa3BuTre, NIpUMEHEHNUE.

17. Marepuan g nokymeHtupoBanus. Ero pazsurue.

18. IopnuuaKky U koruu. Bunel konwmid. [Topsiiok yaocToBepeHuit Konuii.

19. ®opmynsap nokymenrta. TumoBoit popmyisip, hopmysip-oOpaserr.

20. Pa3Butre popmynsapa nokymenrta B XVI-XVII Ba.

21. ®opmymnsip nokymenta XVIII B.

22. ®opmynsip TeKcToBOro JokyMeHTa X|X- Hayana XX BB.

23. TlousTHs «yHUDUKAIHS» U «CTaHAAPTH3AMUD) TOKYMEHTOB.

24.TOCT P 7.0.97-2016. Ero copepxaHue, 3HaYeHME W BO3MOXHOCTH MHCIIOJIb30BaHUSA B
COBPEMEHHBIX OpTaHH3aIINsX.
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IIpaBmiia  #enONpPOM3BOACTBA B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MeCTHOIO
caMmoyIipaBiieHHs (CoJiepKaHue, 3HaUeHHE U BO3MOKHOCTH UCTIOIb30BaHUS).

Meronnyeckue pPEeKOMEHIALMM IO pPa3pabOTKe HMHCTPYKLUHUH IO JelONpOU3BOACTBY B B
rOCy/IapCTBEHHBIX OpPraHax, OpraHax MECTHOI'O CaMOYIpaBJieHMs (COoAepikaHHUE, 3HAUYECHUE U
BO3MOKHOCTH UCIIOJIb30BAHHUSA).

[TpumepHas MHCTPYKLUS IO JEJIONPOU3BOJCTBY B I'OCYJIAapCTBEHHBIX opraHu3auusax 2018 r.
(comeprkaHue, 3HaYEHUE U BO3MOKHOCTH UCIIOJIb30BAHNUA).

CocraB pekBu3uTOB O1aHkoB. Knaccugukanus 01aHKOB.

PexBU3UT «HauMEHOBaHHE OpraHU3alMK-aBTOpa JIOKYMEHTa», TpeOOBAHUS K HEMY.

PexBu3HT «cripaBoYHbIE JaHHBIE 00 OPraHU3AIMH-aBTOPE TOKYMEHTa», €0 COCTAB.

PexBu3uT «anpecary», €ro 3HaueHUE U COBPEMEHHBIE TPEOOBaHMS K 0(OPMIICHUIO.

Hatel. TpeboBanust kK Ux 0()OPMIICHHIO; 1aTa KaK COCTaBHAs YacCTh IPYTUX PEKBU3UTOB.
PexkBU3UT «perucTpaliMOHHBIA HOMEP JOKYMEHTA», €r0 3HAYCHHUE.

PexkBu3NUT «cchulka Ha PErMCTPAlMOHHBII HOMEpP M JaTy JOKyMEHTa», KOrjJa U TIJie OH
IIPOCTaBIISIETCA.

[Topsiok cornacoBaHus TOKYMEHTOB U 0()OPMIICHUS! BHYTPEHHETO U BHEIIHETO COTIIACOBAHMS
[Topsinok yTBEpKIEHUS JOKYMEHTOB, BUJbl yTBEPKACHHUS.

[Topsimoxk mommUCaHUs JAOKYMEHTOB. OIIEKTPOHHAs moAnuch. OTMETKa 00 DSJIeKTPOHHOM
HIOJIIHCH.

[Teuatp Kak pekBU3UT AOKyMeHTa. Ha Kakux JOKyMEHTaX IpOCTaBIISIETCA OTTUCK I1€YaTH.
CocrtaB ynocroBepeHHsi JOKyMeHTOB. [IpaBuiia oopMiieHUss PEKBU3HUTOB, YAOCTOBEPSIOLIMIA
JIOKYMEHT.

OTMeTKH Ha TIOKYMEHTe, UX 3HaueHue U ohopMieHue.

Pesomonus. E€ 3Hauenue. TpeOoBaHus, NpeabsBIIEMbIE K PE30JIIOLIH.

PexBU3UT «OTMETKA 00 MCIIOIHUTENEY, €T0 3HAYCHHUE.

PexBu3uThl, npuaaromye 10KyMEHTY IOPUANYECKYI0 3HAUUMOCTb.

Vaudukanus Tekcra AokymeHTa. CrnocoObl NpeacTaBieHUs YHU(PHUIMPOBAHHBIX TEKCTOB
(aHkeTsl, TAONMIIBI, TpadapETHBIE TEKCTHI).

OO6ume TpeGoBaHUs K TEKCTAM YIIPABICHUECKUX JOKYMEHTOB.

ANTOpPUTM MOATOTOBKU JJOKYMEHTA PaclopsIUTEIbHOTO JOKYMEHTA.

DJIeMEeHTHI TEKCTa: 3ar0JI0BOK, IPHIIOKEHHS, TPEOOBAHHS K HUM.

[TonsiTe «cuUCTEMBl JTOKyMEHTAllUW», Ppa3BUTHE CHCTEM JIOKyMeHTauuu. [loHsTue
«yHU(QULIUPOBAaHHBIE CHCTEMBbl JOKyMeHTauuu». Ha3HaueHue, omnpeaereHue U COCTaB
YHu(pUIUpoBaHHON cHCTEMBI OpPraHU3aLMOHHO-PACTIOPATUTENIbHON T0KyMEHTALINH.
TpeboBaHUs K COCTaBIEHHIO U OGOPMIIEHUIO OPraHMU3ALMOHHBIX JOKYMEHTOB (IIOJIOXKEHHUE,
yCTaB, UHCTPYKIIMSI, PETJIaMEHT, IITATHOE pacIUCaHUe).

TpeboBaHMsT K COCTaBIEHUIO M O(GOPMIICHMIO DPACHOPSAUTENBHBIX JIOKYMEHTOB (ITIpHKa3,
pacrnopsiKeHue, peleHue, oCTaHOBIEHUE, TPOTOKOII).

TpeboBaHMs K COCTaBIECHUIO U O(DOPMIICHHIO OOBSICHUTENBHBIX, JOKIATHBIX U CIYXKEeOHBIX
3aIUCOK.

TpeboBaHMs K COCTABICHUIO U O(POPMIIEHHIO CIPABOK (BUIBI CIIPABOK).

TpeGoBaHus K COCTaBICHUIO U 0OPMIICHUIO aKTOB.

TpeboBaHMsT K COCTaBICHMIO M OQOpPMIICHHMIO ciyxkeOHoro mnuchMma. Kraccugukarus
CITY)KE€OHBIX TTHCEM.

ANTOpUTM NOJATOTOBKHM M TNPOBEAEHHUS COBEIAHUA. JJOKyMEHTBI, cO3JaBacMble B IpPOILECCE
MTOAITOTOBKU COBEIIAHUS.

TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO IPOTOKOJIA.

[ToHsITHE KOMITJIEKCOB IOKyMEHTOB. IlepBUUHBIE KOMIUIEKCHI TEKCTOBBIX IOKYMEHTOB.
CnoxHble KOMITJIEKCHI JJOKYMEHTOB. [IOHATHS «I0KyMEHTaIBHBIA (POHI» U «apXUBHBIN QOHI.
Nx paznuuue.

Homenxknarypa neun.

[Ipu3Haku 3aBeneHus ned.
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6. YueOHO-MeTOAMYEeCKOe U HH(POPMAIHOHHOE 00ecrieueHne T CIHTITHHBI
6.1 Cnucok HCTOYHUKOB M JIUTEPATYPHI

[Ipu pa3paboTke cCHUCKAa MCTOYHHKOB M JIUTEpaTyphl OBLIM YYTEHBl TpeOOBaHUS
00pa3oBaTEeNbHBIX CTAHAAPTOB 110 KHUTOOOECIICYEHHOCTH.

Oo0s13aTe/ibHbIEe HCTOYHUKH

®denepanbHbIi  KOHCTUTYIIMOHHBIM 3aKk0oH oT 25 gekabps 2000 r. Ne 2-OK3 «O
TlocynapcrBernoM repoe Poccuiickoit denepanumn» // [Dnekrponnslii pecypc]. — M., 2019. — Pexum
nocrtyma: http://www.consultant.ru/document/cons_doc LAW_ 29674/.

@®enepanbublii 3akoH PO ot 27.07.2006 1. Ne149-03 «O6 nrdpopmanuu, HHPOPMALUOHHBIX
TEXHOJIOTHSX M O 3amuTe uHpopManumn» // [InexkTpoHHbId pecypc]. — M., 2019. — Pexum mgocryma:
http://www.consultant.ru/document/cons_doc LAW 61798/.

Ddenepanbhblit 3akoH 0T 06.04.2011 Ne 63-D3 “O06 snekrponHoit moamucu” // [DaeKTpOHHbI#H
pecypc]. — M., 2019. — Pexum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW 112701/.

Oenepanbubii 3akoH OoT 01.06.2005 Ne53-®3 «O rocyaapctBeHHOM si3bike Poccuiickoit
Oenepaun»  //  [OnekTpoHHBIW  pecypc]. — M.,  2019. -  Pexum  poctyma:
http://www.consultant.ru/document/cons_doc_LAW 53749/,

[IpaBuna  genmONpOM3BOACTBA B TOCYJApCTBEHHBIX ~ OpraHax, oOpraHax MeECTHOTO
camoymipasieHusi, yTB. [Ipukazom PocapxuBa ot 22.05.2019 Ne 71 // [DnexkrponHsIii pecypc]. — M.,
2021. — Pexxum noctyna: http:// https://base.garant.ru/72291836/.

Meronuyeckue peKOMEHJAMA 10 pa3paboTKe WHCTPYKIMH 110 JIEJIONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoymnpasienus, yTB. [Ipukaszom PocapxuBa oT
24.12.2020 Ne 199 // [DOnektponHsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHasi WHCTPYKIMSA IO JACJIONPOU3BOACTBY B TOCYJAPCTBEHHBIX OpraHU3AIMIX, YTB.
ITpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Onextponnslii pecypc]. — M., 2019. Pexxum noctyna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. HanuonaneHelii crangapT Poccuiickoit ®enepaunn. Cucrema
CTaHAApTOB 1O uWH(poOpManuu, OUOIMOTEYHOMY U HU3AaTeNbcKkoMy Jneny. OpraHu3alroHHO-
pacnopsAuTenbHas JOKyMEHTanus. TpeboBaHUS K OQOPMIICHHUIO AOKYMEHTOB // [DIEKTPOHHBIH
pecypc]. — M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.

['OCT P UCO 15489-1-2019 HamumonanwHsiii crangapt Poccuiickoit ®@enepannu. Cuctema
CTaHIapTOB M0 HHpoOpmanuu, OUOIMOTEYHOMY W U3JaTelbckoMy Jneny. Mudopman3dus u
JOKyMeHTarusl. YmpasieHue aokymeHTamu. Yacte 1. TloHsaTus u mpuHOMIBL. // [DAEKTPOHHBIN
pecypc]. - M., 2021. Pexnm JOCTyTA! http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenompou3BOACTBO W apXUBHOE Jej0. TepMHUHBI W OMpPEIEICHUS.-
[DneKTpOHHBIN pecypc]. - M., 2019. Pexum JOCTyIIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

Jlureparypa


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/
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/
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OcHoBHast

beikoBa T.A. JloKyMeHTallMOHHOE OOECleUYeHHe yMpaBieHHs  (JAETONMPOU3BOJICTBO)
[DnexkTponHbIii pecypc]; yueoHoe mocooue/ T.A. beikoa, T.B. Ky3nenona. -2-¢ uzn. nepepab. u 1om.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctymna: http://znanium.com/go.php?id=942800/

I'moroBa C.A. BO3HMKHOBEHHE U TEHICHIIMHM PAa3BUTHUSL PACHOPSAUTEILHON JOKYMEHTAIIMU B
Poccun B nopeBosornmonHsnii nepuoa // Bectauk PITY. 2014, Ne2. [DnekTpoHHBIA pecypc]. — M.,
2019. — Pexxum gocryma: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70.

Kykapuna FO.M. CoBpemMeHHbIE OpraHNU3allMOHHBIC W PETJIAMEHTHbIE JOKYMEHTHI: (DYHKIIMH U
pasHoBuaHocTH // BectHuk PITY. 2016. Ne2. [DnektponHsIii pecypc]. — M., 2019. — Pexxum gocryma:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.

Kykapuna FO.M. CocraB yiocToBepeHHs [TOKYMEHTa: OT MPOILIOr0 K HACTOAUIEMY U
oynymemy// Bectauk PITY. 2014. Ne2. [OnektponHsii pecypc]. — M., 2019. — Pexxum nmocrtyma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128.

JlomostHuTEIbHAS
Ileoenocosa I'.A. CenekTuBHBIM 0TOOp moHATHS «aokymeHT» // Bectauk PITY. 2016. Ne2.
[DneKTpOoHHbBIN pecypc]. — M., 2019. — Pexxum JIOCTYTIA:
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W3nanust 1o oOIECTBEHHBIM U TYMAaHUTAPHBIM HAyKam
DnexTponHas 6ubnmoreka Grebennikon.ru

4 KomMmrbroTepHbie ClIpaBOYHBIC TIPABOBHIC CUCTEMBI
KoncynbranT Ilroc,

I'apanT

1. MaTepnanbno-TexnnquRoe odecrneyeHue AUCHHUIIIIMHBI

B paznene ykazanbl HeoOxoaumoe Ui 00yYeHUS JTHIICH3MOHHOE MPOTrPAaMMHOE OOeCTICUeHNe
(M3 peKOMEHIOBAaHHOTO CIHCKa), 00OPYJAOBaHUE, JIEMOHCTPALUOHHBIC MPHOOPHI, MYJIbTHMEIUUHBIC
CpencTBa, y4eOHbIe (QHIbMBI, TPECHAXEPhl, TPEOOBaHUS K ayIUTOPUSIM — KOMIIBIOTEPHBIC KJIACCHI,
aKaJIeMUYECKHE WU CIICUAIbHO 000pyIOBaHHBIC Ay TUTOPHU U Ta0OPaTOPHH, HATMYNE JTOCKH U T.1I.

Jdns  oOecriedyeHuss  JUCIMIUIMHBI  KCIOJIB3YEeTCS  MaTepUaIbHO-TEXHHYECKas  Oasza
00pa30BaTENFHOTO YYPESKICHUS: YUYCOHBIC ayJAUTOPUH, OCHAIIEHHBIE KOMITBIOTEPOM U MPOCKTOPOM
IUISL IEMOHCTPAIMH y4eOHBIX MaTEpUAIIOB.

Jiist ipoBeieHus ay IMTOPHBIX 3aHATUI HEOOXOIMM CTaHIAPTHBIA HA0Op CIeNUAT3UPOBAHHON
yueOHOM MebOenn W ydeOHOro oOOpyJOBaHHS, B TOM 4YHCIIE ayJAWTOPHAs JOCKa (C MarHUTHOM
MOBEPXHOCTHIO U HAOOPOM TPUCTIOCOOJICHUH JIJTsl KPETUICHUS IEMOHCTPAI[HOHHBIX MAaTEPUAIIOB), SKpaH
(Ha mTaTHBe WJIM HaBecHOW). J[JIsi MpPOBEINCHMS MPAKTUYECKUX 3aHATHH, a TaKKe OpraHu3aluu
CaMOCTOSITEIILHOW pa0OThl CTYJCHTOB HEOOXOJWM KOMITBIOTEPHBIH KJacC ¢ PabOYUMH MECTaMH,
obecrieunBaromuMu BeIxoa B IHTepHET. Kpome Toro, st mHGOPMAaMOHHO-PECYPCHOTO 00ecreueHust
MPAKTUYECKHUX 3aHATHIA HEOOXOUM JIOCTYII K CKaHEePy, KOMUPOBAIILHOMY allapaTy U MPHHTEPY.

Ayauropuu il TIPOBEACHUS JICKIMHA M CEMHHAPCKUX 3aHITUH ¢ TEXHHYECKUMH CPEICTBAMH
oOydeHus: (MyJIbTHMEIUA-TIPOCKTOP (BHACOMPOEKTOP), SKpaH (MEPEHOCHOW WM CTAIl[MOHAPHBIN)),
KOMITBIOTEPHBII KJ1acc JUIsl IPOBECHUS JIAOOPATOPHBIX 3aHATHH.

Peanu3zanus ydyeOHOW mporpaMMbl JTOJDKHA OOECIIEYMBATHCS JOCTYIIOM Ka)JIOTO CTYIEHTa K
MH(POPMAIIMOHHBIM PECypcaM — YHHUBEPCHUTETCKOMY OHOIHMOTEYHOMY ()OHIYy M CETEBBIM pecypcam
Wutepner. s ucnonszoBanus MKT B ydyeOHOM mporiecce HEOOXOAMMO HAMYHME MPOrPaMMHOTO
oOecricueHHsi, TIO3BOJISIOIIETO  OCYIICCTBISATH IMOMCK HWHpopManmu B cetd  MHTepHer,
CHCTEeMaTH3alUIo, aHAJIM3 M Npe3eHTAlI0 HH(GOPMALUH, SKCIOPT HH(POPMAUUK Ha HHU(PPOBHIE
HOCHUTEJIH.

Jlnst  obecrieueHnst y4eOHOTro Tpolecca Hcmojib3yercss JnuneHsuonHoe [10  Microsoft
(oneparronnas cuctema WindowsXP Professional Bepcus 2002 ServicePack 3, Word, PowerPoint).

CocraB nmporpaMMHOT0 00€CTICUeHHUS
1. Windows
2. Microsoft Office

8. Obecneuenne 00pa3oBaTeJLHOr0 MpoIecca AJisl JHUI ¢ OrPAHUYEHHBIMH BO3MOKHOCTSMH
310POBbSI H HHBAJTHI0B

B xonme peanmzanuu IUCHUIIIUHBI UCHOJIB3YIOTCA CIEAYIONINE JOTOJHUTEIBHBIE METOIbI
o0ydeHHsl, TEKYyIIEero KOHTPOJSI YCHEBAEMOCTH W TPOMEXKYTOUHOW aTTecTalnu OOYyYaromMXcs B
3aBUCUMOCTH OT UX UHAUBUIYATBHBIX OCOOCHHOCTEH:

® Il CIENbIX W CIA0OBHIAIMIMX: JIEKIIMH OGOPMIISIOTCS B BHJIE DJIEKTPOHHOTO JTOKYMEHTA,
JOCTYITHOTO C TIOMOIIBI0 KOMIBIOTEPA CO CIENHUATU3UPOBAHHBIM TMPOTPAMMHBIM OOECIICUeHUEM;
MMUCbMEHHBIC 3a/laHUsI BBITIOJIHSIIOTCS Ha KOMITBIOTEPE CO CIECIHAIM3HUPOBAHHBIM MPOTPAMMHBIM
o0ecrieueHreM WM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; OOECIIEUMBACTCS WHIUBUAYyaTbHOE
paBHOMepHOe ocBerieHue He MeHee 300 JIOKC; I BBIMOJTHEHUS 3aJaHUs MPU HEOOXOIUMOCTH
MIPEIOCTABIIACTCS YBEIMYMUBAIOIIEE YCTPOMCTBO, BO3MOXKHO TaKXKE€ HCIOIB30BaHUE COOCTBEHHBIX
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YBEJIMUMBAIOIINX YCTPOUCTB; MMUCbMEHHBIE 3aJaHusI OPOPMIISIIOTCS] YBEJIMYEHHBIM HIPU(TOM; IK3aMEH
1 324€T MPOBOJIATCS B YCTHOM (pOpME UITH BBITIOJIHSAIOTCS B MUCbMEHHOUW (popMe Ha KOMIIBIOTEpE.

o [UIsl TIyXUX W CIaOOCHBIIIANNX: JISKIIMH O(QOPMIIIOTCS B BHJIE SJCKTPOHHOTO JIOKYMEHTA,
00  MpeaocTaBisAeTCs  3BYKOYCWJIMBAIOIIAS — ammapaTypa HWHAWBUAYAIBHOTO  IOJb30BAHMUS;
MMCbMEHHBIC 3aJlaHUSl BBINOJIHSIOTCS HAa KOMIIBIOTEpE B NHUChbMEHHOW (GopMe; IK3aMEeH U 3a4éT
MIPOBOATCS B MUCBMEHHOM (JOpME Ha KOMITBIOTEPE; BO3MOXKHO MPOBEICHUE B (POPME TECTUPOBAHMSL.

® JUIsl JIUI[ C HApYUICHUSIMH OIOPHO-IBHUTaTEIILHOTO amnmapara: JeKIUH OQOPMIISIOTCS B BHIE
ANEKTPOHHOTO JOKYMEHTa, JOCTYHMHOIO C IIOMOIIBI0 KOMIBIOTEpa CO CIEeHUATHU3UPOBAHHBIM
MPOrpaMMHBIM ~ OOECIIEYeHHEM; MHCHMEHHBIC 3aJaHWsl BBIMOJHSIOTCS HAa KOMIBIOTEPE CO
CHeIHATM3UPOBAHHBIM NPOTPAMMHBIM 00€CIIeYeHUEM; 3K3aMeH U 3a4€T MPOBOASTCS B YCTHOU (hopme
WJIH BBITIOJTHSIIOTCS B MUCBMEHHOM (popMe Ha KOMIIBIOTEpE.

[Ipu HEOOXOMMMOCTH MPEAyCMaTPUBACTCS YBEJIMUYEHUE BPEMEHHU ISl TIOITOTOBKU OTBETA.

[Iponienypa mpoBeneHHUs MPOMEKYTOYHOM arTecTaluu JUisi OOyYaroIIUXCsl YCTaHABIMBAETCS C
y4€TOM UX UHIUBUAYATIbHBIX NMCUX0(PU3NYECKUX 0coOeHHOCTel. [IpoMexyTouHas arTecTaus MOXKET
MIPOBOJIUTHCS B HECKOJBKO ATATIOB.

[Ipn npoBeaeHHH MpoOUEAYpPHl OLIEHUBAHUS PE3yIbTaTOB OOy4YEHHs] MpPeayCMaTpuBaeTCs
WCIIOJIb30BAaHUE TEXHUYECKUX CPENICTB, HEOOXOAMMBIX B CBSI3M C WHIUBUIYAJTbHBIMA OCOOCHHOCTSIMHU
oOyyarommxcsi. OTH CpeACTBA MOTYT ObITh MPEAOCTABICHBI YHUBEPCUTETOM, WJIH MOTYT
MCIIOJIB30BaThCsl COOCTBEHHBIE TEXHHUECKUE CPENICTBA.

[IpoBenenue mpoueaypsl OLEHUBAHUS PE3yIbTaTOB OOYYEHHs JOMYCKAETCs C MCIOJIb30BAHUEM
JTUCTAHIIMOHHBIX 00Pa30BaTEIIbHBIX TEXHOJIOTHH.

ObecneunBaeTcst 10oCcTynl K HMHGOPMAMOHHBIM U OuOIMOrpaduueckuM pecypcaM B CETH
WuTepHeT U1 Kaxaoro odyvaromnierocs B GopMax, aanTHPOBAHHBIX K OTPAHHYCHUSM UX 3JI0POBBS U
BOCHPUATHS UH(OPMALIUU:

e ISl CIIENIBIX U CHA0OBUISIIMX: B TEYaTHOM ¢opMme yBEIUYEHHBIM MIpUPTOM, B Qopme
3JIEKTPOHHOTO IOKYMEHTa, B (hopme ayauodaiina.

® JIUIsl TITyXUX U CIIA0OCIBIIIAIINX: B Ie9aTHOU Gopme, B GOpMe HIEKTPOHHOTO JOKYMEHTA.

e Uil 00YYAIOMINXCSI ¢ HAPYIICHUSIMU OIOPHO-IBUTATEIILHOTO arrapara: B Ie4aTHON Gopme, B
(bopMe FIIEeKTPOHHOTO AOKYMEHTa, B popme ayaunodaiina.

Y4eOHbIC ayIUTOPUU IS BCEX BHJIOB KOHTAKTHOH M CaMOCTOSITEIIBHOH pa0OThI, HaydHas
OuOnIMoTeka W WHBIE TMOMENICHHs JUIsi OOy4YeHHsI OCHAIEHBI CHEIUAIBbHBIM O00O0pYIOBaHHEM U
y4eOHBIMH MECTaMH ¢ TEXHUYCCKHUMH CPEJICTBAMU OOYICHUS:

® /ISl CIIENBIX U CJIa0OBUISIIUX: YCTPOUCTBOM JJIsi CKAHUPOBAHMS M uTeHUs ¢ Kamepoi SARA
CE; nucnneem bpaiing PAC Mate 20; npunrepom bpaitng EmBraille ViewPlus;

oISl TIYXUX U CIa0OCIHBIIIANINX: aBTOMAaTH3WPOBAHHBIM pPa0OYUM MECTOM Ui JOJEH C
HapyIIeHHEM CITyXa M CI1a0O0CTBIIIAINX; aKyCTUIECKAN YCHUIIUTENb U KOJIOHKH;

o UIsi OOYYArONMXCS C HAPYIICHHSMH OIOPHO-JIBUTATEILHOTO ariapaTa: TepeIBHKHBIMHU,
perynupyeMbiMu  dproHoMudeckumu napramu CH-1; KOMIBIOTEPHON TEXHHUKOW CO CHEIHAIbHBIM
MIPOrPaMMHBIM 00eCTIeYeHUEM.

9. MeToanyeckue MaTepHuaJIbl

9.1 Mnanbl 1a00pPATOPHBIX 3aAHATHIA
Yka3aHus 1o OPraHu3anMuyu ¥ NPOBEACHUIO J1a00PaTOPHBIX 3AHATHH

Br16op Tem mabopaTopHbBIX 3aHITHN 0OYCIIOBJIEH OOIIMM COJIep:KaHHWEM Kypca W HallelieH Ha
yriyOJeHHOE U3yUYEeHHE €r0 OTAENbHBIX Pa3AesoB.

[lenp 3aHATHI — 3aKperuieHue CTYJACHTaMH 3HAHUW TEOPETHYECKOro Kypca U MpUoOpeTeHwHe
MMM MPAKTHYECKUX HABBIKOB JIOKYMEHTHPOBAHUS JEATEILHOCTH OPTaHU3alluN U TIPEANPUITHIM.

B cBsi3u ¢ mocTaBieHHOH 11eNbl0 1ab0paTOpHbIE 3aHATHS pa3OUThI HA TPU pasjena:

1. Pa3Butue noxymeHTa M CKJIaJbIBaHHE €T0 (GOopMyIIsipa.
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2. CocraBnenue 1 0pOpMIICHHE OPraHU3ALOHHO-PACIOPSAUTENBHBIX 10KYMEHTOB.

3. CroxHbIE KOMIUIEKCHI TOKYMEHTOB.

B pesynbrare BBINOJHEHUS NMPAKTUYECKUX 3AHATUN CTYNEHTHI JOJDKHBI 3HATh IOSIBICHHUE U
pa3sBUTHE TEPMHHA «IOKYMEHT», B3aHMOCBS3b MOHATUH «IOKYMEHT» M «HH(popManus»; Gopmbl U
crnoco0b! (pUKCUpOBaHUS MH(OpMAIMK HAa MaTepHaIbHOM HOCHUTENE; COCTaB U Ha3HAaueHUE (YHKLUN
JOKYMEHTA; IBOJIOIHIO (POpMyIIsipa TEKCTOBOTO JOKYMEHTa B pPa3jMYHbIE MCTOPUYECKUE IEPUOJIBI,
COBpEMEHHbIe TpeOOBaHUSA, NPEIbSBIAEMbIE K COCTABICHHIO U O(OPMIIEHHUIO  CIyKEOHBIX
JOKYMEHTOB; YMETb COCTAaBJIATH U OQOPMIISITH OCHOBHBIC BHJIBI OPTaHU3AMOHHO-PACTIOPSAIUTEIBHBIX
JOKYMEHTOB.

3aHATUS TPOBOJATCS C Y4YETOM TpeOOBaHWH, H3JIOKEHHBIX B 33aJaHUAX M Ha OCHOBE
IIpeIaraéMblX yIpaBICHUYECKUX CUTyalUi.

3aHATUS MOTYT OBITh MPOBEACHBI KaK TPaIUIMOHHBIM CIOCOOOM, TaKk M Ha MEPCOHAIBHOM
KOMIIBIOTEPE C HCIIOJIb30BAHMEM COBPEMEHHBIX TEKCTOBBIX PEJAKTOPOB M IO CIELHAIBHO
pa3pabOTaHHBIM METOJUYECKUM YKa3aHUSM.

[ToarotroBka K J1aOOpaTOPHBIM 3aHATUSAM IPEILyCMaTPUBAET CaMOCTOATENbHYI paboTy
CTYJEHTOB 110 M3YYEHHIO JIEKLIMOHHOI'O Kypca, MUCTOYHUKOB U JIMTEPATYphbl, PEKOMEHJIOBaHHBIX K
KaKIOMY 3aHATHIO.

Ha ka)xoM 3aHATHM IPOBOJUTCS OMPOC U KOJJIEKTUBHAS Oecelia 10 TeMe, Pa3bsCHIIOTCS LEeNH
U 3a7ayn € wu3ydeHus. Pe3ynbTaTbl CaMOCTOSITENIBHO BBINOJIHEHHBIX 3aJaHUl IPENojaBaTellb
MpoBepseT B KOHIE 3aHATHH. [IpomyIneHHble 3aHATHS CTYICHTHI OTPabaTHIBAIOT CAMOCTOSITEIHLHO B
na0opaTopuu JOKYMEHTOBEICHHs, B KOTOPOH BeJeTCs yueT OTpaboToK.

[Tnanbl 1aOOpPaTOPHBIX 3aHITHH

Tema 1: JIoKyMeHT ¥ ero (yHKIMHU , TOHATUS JOKYMEHT U HHpOopManus — 8 4acos.

Llens 3aHATHS — aHANM3 PA3BUTHUS TMOHATHH «WHGOPMAIMS» H «IOKYMEHT», OIpeIesieHHEe
(GyHKUIMH TOKYMEHTOB.

B pesyinbrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJDKEH:

— umemdv npedcmaeienue O B3AUMOCBSA3U MOHATUH «uHGpOpMALUS» MU  «IOKYMEHT»,
pPa3BUTUM TIOHATUSA <JIOKYMEHT», pa3BUTUU CIOCOOOB JOKYMEHTHUPOBAaHUS M HUX CBSI3U C
MaTepHalIbHBIMU HOCUTEISIMA HH(POPMALIUY;

—  YMeTb OIpeAesaTh GYHKIMN KOHKPETHOTO IOKYMEHTA.

3agaHus 1715 CaMOCTOSITEIbHON PadoThI.

1. Ilpoanamu3upoBaTh YNOTpeOJIEHWE TOHATUS JOKYMEHT M €ro CHHOHUMOB IO
«I'enepanbHOMy periamenTy» 1720 r., «OOmemy ryOepHckoMmy yupexaeHuto» 1775 r., «OOmemy
yupexieHnt0 MuHuctepcts» 1811 r.

2. Ilpoananu3upoBaTh pa3BUTHE MOHATHA «IOKYMEHT» IO CJOBapsM M CIHELHaIbHOM
JuTepaType.

3. Ilpoananu3upoBaTh pa3BUTHE TEpMHUHA «MH(pOpMalus» MO cioBapsiM U DenepanbHOMY
3akony «O0 uHbopmaruu, THGOPMAIIMOHHBIX TEXHOJIOTHSIX U O 3alIUTe WH()OpMAITUN»

4. TlpoaHanu3upoBaTh Pa3BUTHE TEPMHUHA «JOKYMEHT» 110 TOCYAapCTBEHHBIM CTaHAAPTAM.

5.  Omnpenenuts GyHKINUH CASAYIOMINX JOKYMEHTOB:

- kymyas kabana Hukutel KoznoBa Ha xonomna MBana [1aBnosa 23 mas 1494 roaa;

- panopt rerepan-npokypopa Cenara U.1O. Tpy6eukoro umneparpunie Enuzasere [letpoBue o
npuesnie B [lerepOypr u3 Spocnasis tearpansHoii Tpynnsl O.I'. Bonkosa 3 ¢espans 1752 rona;

- Hexkper CHK «O mnpaBunax mnoamucaHusl IEHEKHBIX OyMar, JIOKyMEHTOB, OpPJEpOB,
OTHOILICHUH, CTIPaBOK U T.1L.» oT 12 nekabps 1921 r.;

- IlocranoBnenne BIUK u CHK PCO®CP «O nopsake mNOIb30BAHMS MEYATAMH C
rocyaapctBeHHbIM repooM PCOCP» ot 15 nexabps 1936 r.;

- mnocradoBinenuss LK KIICC wu Cosera wmuHucrepcte8 CCCP  «O wmepax 1o
COBEPILIECHCTBOBAHUIO U yJICIIEBJICHHUIO ammapara ynpasieHus» ot 13 okrsaops 1969 r.;

- ©3 “O6 undopmaiuu, UHGOPMALIMOHHBIX TEXHOJOTUAX U O 3allUTe HHPOpMAIIK .

6. IIpuBecTu npuMepbl JOKYMEHTOB, BHITIOIHSIOMUX CIEAYIONINE (DYHKIHH:

- yIpaBleHYecKas;
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- IpaBoOBasi;

- COLIMAJIbHAS;

- KyJbTypHasi;

- HICTOPUYECKOTO UCTOYHUKA;

- ”HGOpPMAaLIMOHHAS;

- yuera.

YKka3aHus no BLINOJHEHUIO 3aaHUI.

1. 3yunTh 3aKOHO/ATENbHBIE AKThl M BBINUCATh BCTPEUYAIOLIUECS B HUX CUHOHUMBI MOHSATUS
«JIOKYMEHT». BBISIBUTH 3HAaueHME MOHATUH «Jeno», «Oymara», «akT», «JeiloBas Oymaray,
«CIY’)KEOHBIH JOKYMEHT», JaTb WX ONpPEIEICHHE, €CIM OHO IPUBEAECHO B MCTOYHHKAX.
[Ipoananu3upoBaTh, B KAKUX CIy4asx yHOTpeOIsIeTcs: KaKJ0€ IOHATHE.

2. Ilo BbIIMCKAaM M3 CIIOBAapedl M CHELHUAIBbHON JHUTEpaTypbl ONPENEIUTh, KaKUE€ ACHEKThI -
MHGOPMALIMOHHBIM, MPaBOBOM, YNpaBlIEHYECKUH, UCTOPUYECKHH - JIETJIM B OCHOBY OINpEAEICHUS
MOHATHS «JOKYMEHT.

3-4. U3 rocynapcrBeHHbix ctaHaaptoB: ['OCT 16487-70 «Jlenonpou3BOACTBO W apXHBHOE
neno. Tepmunbl u onpenenenus»; [OCT 16487-83 u 'OCT P 51141-98 «Jlenmonmpon3BoAcTBO U
apxuBHoe neno. Tepmunbl u onpenenenus»; 'OCT P 7.0.8-2013 «/lenonpou3BOACTBO U apXUBHOE
neno. Tepmunsl u onpenenenus»; 'OCT P MCO 15489-1-2007 Ynpasienue gqokymentamu. Oouue
TpeboBanus; denepanbHoro 3akoHa «O06 uHPpopMaluy, HHGOPMALMOHHBIX TEXHOJIOIUAX U O 3alluTe
uHpopmamum» ot 27 urons 2006 Nel49-D3 Beimmcars OmnpeAeieHus TEPMUHOB «HHGOpMAIHs» U
«JOKYMEHT» U YCTaHOBUTb, KakU€ acHeKThl (HOCUTENU MH(pOpMaLuu, crocoObl ee (GpuKcUpoBaHus,
IOpUANYEcKas cuila JOKYMEHTA U JIp.) U QYHKIUH TOKYMEHTA 3aJI0’KE€HBI B 3TUX ONPEICIICHUSX.

5. OnpenenuTh (QYHKIMH JOKYMEHTa, T.€. €ro ILeJeBOe Ha3HaueHUe. BBIABUTH MOJIMHHYIO
Lelb CO3JaHus TOKyMEHTa U 3aleydaTieHMs] 3aKII0YeHHON B HeM MH(pOpMaluu, MpOAHAIU3UPOBATH
poiab  JIOKyMEHTa B  JAaHHOM  CHUTyaluu JIOKyMeHTooOpa3oBaHus. Tak Kak  JOKYMEHT
noJu(pyHKIIMOHAJICH, TIEPBOX YKa3bIBaeTCa (QYHKIH, 3aJaHHAsl TOKYMEHTY aBTOpoM. OIHOBpPEMEHHO
OTMETHTb, KaKUe U3 Ha3BaHHBIX (DYHKIUI TOKYMEHTa HOCAT OOIMii, a KaKue - YaCTHBIN XapakTep.

6. IlpuBecTn mnpuMepsl AOKYMEHTOB, OOJaNaOMIMX HAa3BaHHBIMU (QYHKLIUSMH, YyKa3aTbh
Ha3BaHUE BUJA, 3ar0JIOBOK M JaTy JoKyMeHTa. [ (yHKIMI yyeTa M mpaBOBOH MOXKHO IPHUBECTH
MIPUMEPBHl COBPEMEHHBIX JOKYMEHTOB, Ul MOCTOSHHO JEHCTBYIOMMX (PyHKUMH (MHPOPMAIIMOHHOM,
COLMAJIBHOM, KYJIbTYpHOH, HCTOPUYECKOTO MCTOYHUKA) MPUBECTH NMPUMEPH! JOKYMEHTOB Pa3IUYHBIX
HCTOPUYECKHUX AIOX.

KoHTpoJibHbIE BONIPOCHI:

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

2. Kakue acnekTsl 4eloBe4eCKOW IEATEIBHOCTH OTPAKEHbl B OINPENEIEHUSAX TEpMHHA
«JTOKYMEHT» ?

3. [lepeuncaure GyHKINU TOKYMEHTA.

Hcrounnku u auteparypa

HcrouHuku:

®enepanbhblil 3akoH PO ot 27.07.2006 1. Nel49-03 «O0 undpopmanuu, nHGOPMALHOHHBIX
TEXHOJIOTUSAX U 0 3amuTe uHGopmarum» // [DnekTpoHHslid pecype]. — M., 2019. — Pexxum nocrymna:
http://www.consultant.ru/document/cons_doc_LAW_61798/.

®enepanbublii 3ak0oH 0T 06.04.2011 Ne 63-03 “O0 3exkrponHO# noamucu” // [DnekTpoHHbIH
pecypcl]. — M., 2019. — Pexum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_112701/.

Metoauueckie peKOMEHJalUu IO pa3paboTKe MHCTPYKIHUM 10 JIeJIO0NpPOU3BOJICTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMmoynpasieHus, yTB. [Ipukasom PocapxuBa oT
24.12.2020 Ne 199 // [OnektponHblii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

I'OCT P UCO 15489-1-2019 HamumonanpHseii ctanmapt Poccuiickoit @enepanun. Cucrema
CTaHJapTOB 1O MH(OpManuy, OUOIMOTEYHOMY U u3JaTenabckoMmy Jaeny. HMudopmandus u
JTOKyMEHTaIus. YmpasieHue nokymeHtamu. Yacte 1. TloHstust u mpuHIUGL. // [DIEKTPOHHBIN
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pecypc]. - M., 2021. Pexum JOCTyTIA: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .
I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXWUBHOE J€710. TepMHUHBI W ONPEACIICHHUS.-

[DneKTpOoHHbIN pecypcl]. — M., 2019. Pexum JIOCTYTIA:
http://www.consultant.ru/document/cons doc LAW 163800/.
Jlureparypa:

beikoBa T.A. JlokyMeHTanmuoHHOE oOecleueHrue ympaBlIeHUS  (IEIOMPOU3BOJCTBO)
[DnexTpoHHEI pecypc]; yaeObnoe mocodue/ T.A. beikopa, T.B. Ky3Hnerona. -2-¢ u3a. nepepad. u 1O
— Mocksa: Uudpa-M, 2018. -304 ¢. — Pexxum noctyma: http://znanium.com/go.php?id=942800/

Pa3zgaTounblii MaTepua K 3aHATHSIM
I'enepanbubiii persniament 1720 .
O6miee rybepHckoe yupexaenue 1775r.
O6miee yupexaenne Muauctepcts 1811r.
COOpHHK 3aKOHOIATEIILHBIX aKTOB 110 Aeinonpoun3BoacTy (1917-1970):

5. BBIIUCKH C ONpPENENICHUSMH TOHITHS «IOKYMEHT», «HUH(OpMALUsS» €3 CIOBapeH,
SHIUKJIONENI U CIICIUAIbHOMN INTEPATyPHI.

6. TOCT 16487-70, TOCT 164867-83, T'OCT P 51141-98, TOCT P 7.0.8-2013
Jlenonpon3BOACTBO U apXUBHOE AeN0. TepMHUHBI U ONIPEICICHNUS;

7. TOCT 6.10.1.88 YHUDUIIHPOBAHHBIC CUCTEMBI JOKyMeHTaiH. OCHOBHBIC TIOJIOKEHUS;

9. Meroauueckue peKOMEHAANUU MO pa3paboTKe HHCTPYKIHMM IO JEIONPOU3BOJCTBY B
rOCyJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoyrmpasieHus, yTB. Ilpukaszom PocapxuBa ot
24.12.2020 Ne 199 // [DOnekrponnwii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

I'OCT P UCO 15489-1-2019 HamumonanpHbiii cTtanmapT Poccuiickoit denepanun. Cucrema
cTaHmapToB 1o wuHpOpMamuu, OHOIMOTEYHOMY W U3IaTeIbckoMy neny. HMudopmandus u
JOKyMeHTalusi. YmpasieHue aokymeHTamu. Yacte 1. TloHsatus u npuHUMIBL. // [DAEKTPOHHBIN
pecypc]. - M., 2021. Pexum JOCTyTA: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

10.@enepanpubiii 3akoH «O0 uHbOpManuy, MHPOPMALMOHHBIX TEXHOJIOTUSX WU O 3alluTe
uHpopmanun» ot 27 utosg 2006 Ne149-03

Tema 2. Cnocodbl JOKYMEHTHPOBAHUSI M MaTepHaJibHbIe HOCUTean wHpopManuu — 8
4acoB

Llenp 3aHATHS — U3yUYeHUE PA3IUYHBIX CIIOCOOOB 3areyaTieHus: HH(OpMAaIIH.

B pe3ynbTaTe BBINOJHEHUS 3aJaHUI CTYJIEHT JOJDKEH:

— 3Hamp QYHKUUHA JTOKYMEHTa, CIOCOOBI 3amedariieHus WHGOpMAIMu, JTambl Pa3BUTHUS
TEKCTOBOT'O IOKYMEHTHUPOBAHUS;

3agaHus 1719 caMOCTOSITeIbHON PadoThI.

- M3yuyuTh 3Tanbl TEKCTOBOTO JOKYMEHTUPOBAHUS, 03HAKOMUTHCS C 00pa3aMy MUKTOTPaMM U
JIOTOTPaMM, JIaTh UX KPATKYIO XapaKTEPUCTHKY.

- O3HakoMHTBCS ¢ OOpa3llaMd TEXHMUYECKHUX JIOKYMEHTOB W 3alucaTh HMX COJEp)KaHUe
TEKCTOBBIM CIIOCOOOM.

Yka3zaHus 110 BbINOJHEHHIO 3aJaHUIA.

1. I3yuuTh TUKTOTPAaMMBI U JIOTOTPAMMBI, TIPEJICTABICHHBIE B KOJUTeKuH. [{aTh omucanue 1-2
nukTorpamm. [IpoBecTu aHanu3 3HAKOB JIOTOIPAMM, YUUTHIBAas IMPHU 3TOM, YTO 3HAKY COOTBETCTBYET
CJI0BO. 3aprcoBath 2-3 00pasiia ¥ ONpeeIUTh MPEUMYIIIECTBA U HEAOCTATKH JIOTOTPaMM.

2. U3yunts 1-2 yepTeka U TEKCTOBBIM CIIOCOOOM 3amucaTh UX COJIEp>KaHue.

KoHTpoJibHBIE BONIPOCHI :

1. KakoBblI 3TaIlbl pa3BUTUS TEKCTOBOTO TOKYMEHTUPOBAHUS ?

2.KakoBbI criocoObI 3anievatieHuss HHpopMaIiu ?

3.Kakue criocoObl JOKyMEHTUPOBaHMS MOSIBUIIUCH B 19 Beke?

NS
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Jluteparypa:

beikoBa T.A. JloKyMeHTallMOHHOE OOECleUYeHHe yMpaBieHHs  (JAETONMPOU3BOJICTBO)
[DnexkTponHbIii pecypc]; yueoHoe mocooue/ T.A. beikoa, T.B. Ky3nenona. -2-¢ uzn. nepepab. u 1om.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctymna: http://znanium.com/go.php?id=942800/

Pa3znaTounblii MaTepuas K 3aHATHSIIM:

Komnexknus nukrorpamm, JIororpaMmm 1 10KyMeHToB XI-XX BB.

Ha6op nnakaros.

Craiiiel IO UCTOPUHU PA3BHUTHUS CIIOCOOOB JOKYMEHTUPOBAHHUSL.

Tema 3. dopmynsip ITOKyMEHTa M €ro cocTtaBHble uyacTH. McTtopus pa3Butus Qopmyisipa
nokymeHTa — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 32 yaca

Dopmyssip nokymenta XVI - XVII BB. —

Llens 3aHATHA — BBISBICHHE 3aKOHOMEPHOCTEW CKIIAABIBAHUS W pa3BUTHS (opMmysipa
TeKCTOBOrO cirykebHoro nokymenra XVI-XVII BB.

B pesysbrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJDKEH:

— umemp npeocmaeienue O CKIAAbIBAHUN U Pa3BUTUU (OPMYIIsipa TEKCTOBOrO JOKyMEHTa B
IIPUKA3HOM JIEJIONIPOU3BOJICTBE;

— 3nams Bunsl aokymeHtoB XVI-XVII BB., coctaB ¢dopmyinsipa; Ha3BaHUS PEKBU3UTOB U
MOPSIOK UX 0pOpMIICHHUS;

— yMeTb onuchiBaTh KOHKpeTHbIe JoKyMeHThl XV I-XVII BB., coctaBmnsis ux Gpopmymspsl.

3agaHus 1719 CaMOCTOSITeIbHON PadoThI.

1. U3y4uuTh BUIIBI U PA3HOBUIHOCTH JOKYMEHTOB :

1.1 Tlo kpaTkoMy CIIOBapi0 BHUIOB W Pa3HOBUIHOCTEH JOKYMEHTOB BBHINHCATh BHJIBI
JIOKYMEHTOB;

1.2 [1o KOIEKIIUH BBISIBUTH BH/IBI JOKYMEHTOB, OOBSICHUB METOJ] ONPEACICHHS KaXKI0TO BHIA.

2. BoIsBUTH U onucaTh 0COOCHHOCTH 0003HAYEHUS aBTOPa JOKYMEHTa, YKa3aB :

- CITYKEOHBIN VI JIMYHBIA JOKYMEHT;

- KOJUIEKTUBHBIN WM WHAUBHUAYAIbHBIN aBTOD;

- (hopmy 0003HAUEHHS ABTOPCTBA, MECTO €TO PACIOJIOKEHHS B (DOPMYJIIsipe JOKYMEHTA,;

- 0COOEHHOCTH OTpeeNICHUs! aBTOpa.

3. IIpoananu3upoBaTh COCTaB U CIIOCOOBI 0003HAYEHUS PEKBU3UTA «aJpecaTy :

- BBINHUCATh IPUMEPHI aIPECOBAHMS JOKYMEHTOB;

- U3y4YUTh COCTaB, CIOCOO HAMKCAHUS aAPECaTOB JOKYMEHTOB, IOCHUIAEMBIX U3 HUYKECTOSAIETO
YUPEXIECHUS B BBILIECTOSIEE, TOKYMEHTOB, KOTOPHIMH OOMEHUBAIUCH PABHOCTOSIINE YUPESKICHUS, U
JOKYMEHTOB, HalIPABJISIEMbIX U3 BBIIICCTOSIIINX YUPEKICHUI B HUKECTOSIIHE.

4. 3y4nTh criocOObI TaTUPOBKH JIOKYMEHTA :

a) ONPEJIENUTh JaThl U3Y4aeMbIX JOKYMEHTOB;

0) ycTaHOBUTH MPU3HAKHU JTATUPYIOILIETO XapaKkTepa;

B) NEPEBECTH YCTAHOBJIEHHBIE JaThl C 3pbl «OT COTBOPEHUSI MHpa» Ha 3Py «OT POXKAECTBA
XpHCTOBaY, C OJIMAHCKOTO KaJIeH1aps Ha TPUTOPHAHCKUH.

5. W3yuuth cocTaB yAOCTOBEPEHHUS JOKYMEHTAa : ONPEIeNUTh HaJW4Hhe, COCTaB, MECTO
PAacIoyIOKEHUs TOANUCH U CKPETIBI.

6. Onucarp XapakTep OTMETOK Ha JOKyMeHTax. OnpeaenuTh X Ha3HaueHHE.

7. OnpenenuTts TPagULHUOHHO-CIOXKHBILYIOCS CTPYKTYPY TEKCTa U OCOOEHHOCTH M3JI0KEHHS
coJiepKaHusl OTJENbHBIX BUJIOB IOKYMEHTOB (4€TI00MTHAs, TPaMOTa, OTIHCKA).

Yka3aHusd 110 BbINOJHEHHIO 32 JaHUH:
3ananusi Ne 1-6 MOKHO BBINIOJIHATH C IOMOIIBIO TaOJIHIIBI clieAyonel hopMbl:

Bun ABTOp Anpecat JlaTa CocTtas OTMeTKa Ha
JIOKYMEHTA YIOCTOBEPEHUS JIOKYMEHTE

1. Beimucats Ha3BaHWS BUJIOB JIOKYMEHTOB, OOpaTHB BHUMaHWE Ha KOJIMYECTBO BHJIOB W
pasznoBuanocteit B XVI-XVII BB.
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Buasl 1OKyMEHTOB cielyeT BBIIMCHIBaTH IO CIEAYIOIUM TIpYIIaM: pacHopsAUTEIbHbIE
JTOKYMEHTBbI (HampuMmep, YKas3bl, paMOTbl, HaKa3Hble, MaMsiITH), Mepenucka (MaMATH, OTIHCKH,
YEeJIOOUTHBIE | T.I1.).

Bupl 1OKyMEHTOB M3YUYHTh TAKXKE MO KOJUICKIIMU KOMUH JOKYMEHTOB. Tak Kak OOJBIIMHCTBO
JOKYMEHTOB HE MMEET BBIJIEJICHHOI0 0003HAYEHUs BUJa WJIM Pa3HOBUIHOCTH, TO HAJI0 UX OINPEEIINTh
CaMOCTOSITENIbHO M OINHUCAaTh METOJBl ONpeleNeHHus (aHanmu3 TeKCTa, crenuduka WU3I0KESHUS
COJIEp>KAaHUS WIIU CJIOKUBILASCS MepapXUs JOKYMEHTOB).

2. Tlo komnekuuu XVI - XVI BB. BHUMATEIbHO NPOYNUTATh COAEPIKAHNE KAXKIOTO TIOKYMEHTA U
yKa3zaThb aBTOpa - cO3Aarens JOKyMeHTa (Y4peXIeHHE) M IMOAPOOHO OOBSICHUTh, KaKMM 0Opa3oM
YCTaHOBJICH JJAaHHBII aBTOP.

3. BHMMaTenbHO NPOYNTATh JOKYMEHTHI IPEAIOKEHHON KOJIEKIMM M CTOJI0LA U ONPEAeTIUTh
MECTO PaCIOJIOKEHUS aJipecaTa, ero cocraB u (opmy, BHITUCATH HECKOIBKO TPUMEPOB.

Jliis aHanmm3a JOKYMEHTOB, KOTOPIMUA OOMEHUBAIUCH YUPEXKIEHUS, CIeyeT B3sTh TAKUE BUIIbI
KaK yKa3, TpaMoTa, 4eJo0uTHas, oTnHcka. llpocnennTs u BbIMHMCcaTh MpUMEpPHl 0(QOpMIICHHUS B HHUX
azpecata W II0 COJIEP)KAHUIO ONPEIEIUTh KOHKPETHBIC YUPEXKIEHUs, KOTOPbIM aJpecOBaHbI
JTOKYMEHTBI.

4. YcraHOBUTH JaTy CO3JaHUS JOKyMEHTa - TOYHYIO, NPHOIMKEHHYIO, BEPOSTHYIO C
MOJPOOHBIM OOBSICHEHHEM JaTUPYIOMIETO TpHU3HaKa (cofepikaHue IOKYMEHTa, BpeMs ACHCTBUS
HCTOPUYECKUX JIUI] U T.1.). YCTAaHOBJIEHHYIO 110 3pe «OT COTBOpEHMsI Mupa» (Hampumep, 7168, korna
nepBas udpa omyckanach - 168) maTy mepeBecT Ha py «OT poxkaecTBa XpuctoBay. s aToro or
uupsr 7168 Beruects 1udpy 5508 wnu 5507 (s cobbiTuit MapToBckoro ctuisi) u 5508 wnu 5509
(st coObITHIT ceHTsAOpbckoro ctmis). K mHIoO Mmecsma ciemyer mpuOaBUTh HUGPY OECSATh, YTOOBI
MIOJIyYUTb JaTy 110 HOBOMY CTHIIIO.

5. CocTaB yIOCTOBEpEHUS TOKYMEHTa Ha4aTh M3Y4aTh CO CTOJONA, 0 KOTOPOMY ONPEICIUTh
MECTO MOJNHUCH («IPUIHMCH») U XapakTep ee HanucaHus. [10 KOJUIEeKIMK BBISICHUTh COCTAB CITYKHJIBIX
JIO/EH, TIOANMCHIBAIONINX M CKPETUISIONINX JTOKYMEHTHI.

6. BeinucaTh Bce OTMETKH Ha JIOKyMEHTaX, OTMETHB MECTO MX HAIlMCaHUsA, UX HAa3HAUYEHUE U
WCTIOJIB30BAHUE ISl yTOYHEHUS XapaKTEPUCTUKU JTOKYMEHTA.

7. IlpoaHanu3upoBaTh HECKOJIBKO BUAOB JOKYMEHTOB, YCTAHOBUTb, UMEETCS JIM XapaKTepHas
JUTSL KQKJOTO BHJIA CTPYKTypa TEKCTa, KAKUMH YCTOWYHBBIMHU CIIOBOCOUETAHHSIMU OTJIMYACTCS OJIUH
BUJ] OT IPYTOTO.

Jnist aHanmM3a MOXKHO B3SITh TaKWe€ BUIBI JOKYMEHTOB KaK yKas3, aMsTh, YeJIO0UTHAs, OTITHCKA.
Marepuassl aHagHM3a Jyyllle IpeACcTaBUTh B TAOJUUHOU (opMe :
Bua nokymenra Beenenue OcHOBHasl 4acTh BakiroueHue

KoHTpoJibHbIE BONIPOCHI:
1. Yem omnpegensiack CTPYKTypa TEKCTa 1 HAMMEHOBaHUE BUJA TOKYMEHTa 7
2. KakoBbl 0COOEHHOCTH BHEIIHEro 0(hOpMIICHUS TOKyMEHTa ?
3. Kakue npu3Haky MOMOraroT OIIPENEIUTh aBTOPCTBO JOKyMEHTA ?
4. Kak ompenenuth BpeMs COCTaBJICHHS JOKyMeHTa ? OcCOOE€HHOCTH OO0O3HAUYEHHUS J1aThl
nokymenTta XVI - XVII BB. ?
5. Kak ynocroBepsiiuch TOKYMEHTHI 7
Hcrounuku u ureparypa
Uctounuku:
Kpatknii cioBapb BUI0B U pa3HOBUJHOCTEN TOKYMEHTOB.-M.,1974.
Jluteparypa:
boikoBa T.A. JlokymeHTanmMoHHOe oOecledeHue ympaBieHus  (JeI0npOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yueOHoe mocoome/ T.A. brikoBa, T.B. Ky3nenosa. -2-¢ uz. nepepad. u J0II.
— Mockga: Muppa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/
Pa3narouHblil MaTepHaJl K 3aHATHAM:

1. Cronben XVII B.
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2. Konmnexuun xonmii nokymeHToB XVI-XVII BB.

3. KpaTkuii ciioBapb BUJI0OB M pa3HOBUIHOCTEN TOKYMEHTOB.

®opmyssip nokymenta XVIII B. —

Llenp 3aHATUS — U3yYEHHE Pa3BUTHS U 0COOEHHOCTEH (POPMYIIAPOB CIyKEOHBIX JOKYMEHTOB
XVIII B.

B pesyibrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJDKEH:

—  umemp npeocmaenenue 0 3aKOHOJATEIbHOM peryJaupoBaHUU nporecca
JOKYMEHTHUPOBaHUS U pa3BUTUU Gopmyisipa nokymenta XVIII ;

— 3Hamb 3aKOHOJATENIbHBbIE aKThl, PErJaMEHTUPYIOIIUE IOCTAHOBKY JE€JIONPOU3BOJCTBA B
XVIII B, BUBI TOKYMEHTOB, cOCTaB (hopMyJsipa JOKYMEHTa, MpaBuiia 0(hOPMIICHUS! PEKBU3HUTOB,;

— yMeTb ONHChIBaTh KOHKpeTHBIE ToKyMeHTHI XV III B., cocTaBmiss ux ¢gopMysapsl.

3agaHus 119 caMOCTOSITeIbHON padoThI:

1. U3yunTh BUJBI U pA3HOBUIHOCTH JOKYMEHTOB:

- BBIIUCATh BUJIbI JIOKYMEHTOB, YCTaHOBJIEHHBIE [ €HepabHBIM PETIAMEHTOM

- u3 «Kpartkoro cioBaps BUIOB ¥ pa3HOBUIHOCTEH JTOKYMEHTOB)» BBIMCATh BUABI JOKYMEHTOB
XVIII B.

- U3 JIeJl MECTHBIX YUPEXIEHUI BbINHUCATh BCE BUJbI JOKYMEHTOB M OTMETUTh MU3MEHEHUS B
TEXHHUKE JTOKYMEHTHPOBAHUSI.

2. Ha npumepe TOKyMEHTOB MECTHBIX YUPEXKICHUH IPOaHATU3UPOBATh CI0KUBIINECS [TPaBUIIa
HaIlMCaHUs aBTOPA, BbISIBUB:

a) 0coOeHHOCTH 0(hOPMIIEHUS aBTOPA CITYKEOHBIX U JIMYHBIX TOKYMEHTOB

0) 3aBUCUMOCTHh 0003HAUYEHUS PEKBU3HUTA «aBTOP» OT 0003HAYCHHS aJpecara JOKyMEHTA.

3. Ilpoananu3upoBath 0003HAYEHUS PEKBU3UTA «aJpecary:

a) BbIIMCAThb M3 ['€HEepaspbHOro perjaMeHTa ONUCAaHUE CHUCTEMbl MHUCBMEHHBIX CHOLIEHUN
3BEHbEB alIapara yrnpaBJIeHHs

0) Mo JOKyMEHTaM MECTHBIX YUYpPEXKICHUH ommcaTh MOPSAOK O(OPMIICHUS PEKBU3UTA
«ajpecar», OTMETUTh OTJIMYUTEIbHBIE OCOOCHHOCTH MOpSAAKA aJpecoBaHUs JOKYMEHTOB I10
cpaBHeHuto ¢ XVI-XVII BB.

4. OnucaTh NOPSAAOK NaTUPOBAHUS TOKYMEHTOB. JlaTh IpuMephl BCEX BUJOB JAT C MEPEBOJOM
MX Ha TPUTOPUAHCKHN KaJIEHIaph.

5. I3y4uTb coCcTaB yAOCTOBEPEHUS JOKYMEHTOB:

- BBIIUCATh U3 [ eHepaIbHOro perjaMeHTa paBuiia y1I0CTOBEPEHHSI IOKYMEHTOB

- OIMCaTh COCTAB MOATNKCH 10 TOKYMEHTaM MECTHBIX YUPEKICHUN.

6. Onucatb BUJIbI OTMETOK Ha JJOKYMEHTaX.

7. I3y4uTh NPUHLIMIIBI OPTaHU3ALNN TEKCTA HECKOJIBKHUX BUA0B JOKYMEHTOB.

8. CoctaBUTH (POPMYJISPHI IBYX TOKYMEHTOB.

Yka3zaHus o BBINOJHEHHUIO 3aJaHuil

1. BbIsIBUTH BU/IBI JOKYMEHTOB, YCTaHaBIMBaeMble | 'eHepaTbHBIM peraaMeHTOM, AOMOJIHUTh UX
Bugamu JokymeHToB XVIII B., mpuBeaéHneiMu B «KpaTkoM cioBape BHJIOB U Pa3HOBUAHOCTEH
JIOKYMEHTOB)» U BbINHCATh UX onpenenenus u3z Ciosaps.

W3y4uTh NOKYMEHTHI A€ MECTHBIX YUPEXACHHWH, BBINUCHIBAs HAWMEHOBaHUS BUIOB H
oOparliasi BHUMaHUE Ha TEXHUKY IOKYMEHTUPOBAaHMUSI, BOASHbIE 3HAKH, FepOOBYI0 Oymary.

2. 3apanus Ne 2-6 MOKHO BBITIOJIHATH C TOMOIIBIO TAOIHIIBI ClIeAyomel hopMbI:
Bun ABtop: |Angpecar: |[ara: |Texkcr: Cocras Ormerka Ha
JIOKYMEHTA:! (xp. conep.) YAOCTOBEPEHUSI  |IOKYMEHTE

OOparure BHHMaHHE Ha MECTO PACIHOJOXKEHHS PEKBHU3MTA «aBTOP»U OMHCATh IMpPaBHUJIA €ro
o OpMIIEHHS B 3aBUCUMOCTH OT PEKBU3UTA «aapecaTy.

3. U3yuuth no I'eHepanbHOMY pErIaMeHTy M JOKYMEHTAaM MECTHBIX YUpEXKJIEHUH IpaBuiia
odopMIIeHHs pEKBU3HTA «apecary». BolucaTh npaBuia v NpuMepbl aJpecoOBaHusl.
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4. IlpoaHanu3upoBaTh BCE MMEIOIIMECS AaThl B JOKYMEHTE M OMNPENEIUTh MX Ha3HaueHUeE,
BBINIUCATh IPUMEPBI U OITUCATh MECTO PACIIOIONKEHHUS KaXKI0M AaThl.

5. V3yuuTh mnpaBuia yAOCTOBEPEHHUS TOKYMEHTOB MO ['‘eHepallbHOMY periiaMeHTy. 3areM
MPOaHATU3UPOBATh OPOPMIICHHE MOIKICH B JOKYMEHTaX, BU/IbI [T€YaTEH.

6. Beimucarb Bce OTMETKHM Ha IOKYMEHTaX, YKazaB, Kakue u3 Hux nossuincsk B X VIII B.

7. Ilo I'eHepallbHOMY pPETJIAaMEHTY HA IMPUMEpPE MPaBUJI COCTABJIEHHUS MPOTOKOJA ONPEIEIUTD
TpeboBaHus, mpeabsBiasieMble K Tekcty (ra. VI, XXX). BHuMarenbHO uYuTass TEKCThl HECKOJIBKHX
JIOKYMEHTOB, OMHCAaTh UX CTPYKTYpPY, MPOCICKUBAsT €€ U3MEHEHUE B PA3JIMUHBIX BUJAX; MPUBECTH
MIpUMeEpHI BUJIOB TpadapeTHbIX JOKYMEHTOB, OTMEYas KaKuM IyTeM IIPOBOAMIIACH TpadapeTusaliusl.

8. Onucarh JOKYMEHTHI 110 CJIEIYIONIEH CXeMeE:

- BUJ1 (Pa3HOBHIHOCTB )

- aBTOp

- ajpecar

- TEKCT

- 1aTa

- COCTaB y10CTOBEPEHUS

- MOJUTMHHOCTD (KOITMHHOCTB )

KounTtpoJbHble Bonpochl

1. HazoBute ocobennoctu popmsl gokymenta XVIII B. ?

2. Kakume TpeOOBaHUS TPENBABIAIOTCA K OQOPMIICHHIO MPOTOKONAa 1O [ eHepaibHOMY
periiamMeHry?

3. B 9em nposiBIIIach TCHACHIUS K YHU(PHUKAIIUU JTOKYMCHTOB ?

4. Onumure CUCTeMYy NUCHbMEHHBIX CHOIICHUU 3BEHBEB ammnapara YIpaBiICHUS IO
I'enepanbHOMy pernameHTy ?

Hcroynukm u qureparypa

boikoBa T.A. JlokyMeHTanroHHOE oOeclieuyeHue yNpaBlieHUs  (IEIOMPOU3BOJCTBO)
[DnexTpoHHBbI pecypc]; yueOnoe nmocobue/ T.A. brikopa, T.B. Ky3nenona. -2-e uza. nepepad. u J0I1I.
— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepHuaJl K 3aHATHAM

1. I'enepanbHblil pernament 1720.

2. JIOKyMEHTHI (ie71a) MECTHBIX yupekaeHuil 18B.

3. KpaTkuii ciioBapb BUJIOB ¥ Pa3HOBUIHOCTEN TOKYMEHTOB.

®opmysap nokymenrta XIX Beka —

Llenp 3aHATUS — U3yYEHHE Pa3BUTHS U 0COOEHHOCTEH (POPMYIISIPOB CIyKEOHBIX JOKYMEHTOB
XIX B.

B pe3syinbrare BhINONHEHNS 3aJaHUI CTYACHT JOJDKCH:

— umemb  npedcmaeénienue O PpEriIaMEHTAllMM  IIpoLecca  JOKyMEHTHPOBaHUS B
3aKoHOJATeNbHbIX akTax XIX B., pa3BuTuM (opMmyssipa JOKYMEHTa, TEHAEHIMSAX Tpadaperuzanuu
JTIOKYMEHTOB;

— 3Hamb BUIbl 10KyMeHTOB XIX - B., 0cOOEHHOCTH HX OQopMIIeHHs, cocTaB (popmyisipa,
MOSIBJICHUE OJIAaHKOB U UX BH/JIbI, TOSIBJICHHE OTMETOK Ha JJOKYMEHTaX, OTPaKaloIIUX MX JBH)KEHHE B
YUPEXAECHUU U pabOTy ¢ HUMH.

— yYMeTb aHAJIM3UPOBATh KOHKPETHbIE NOKYMEHThI XIX B.; cocTaBisis ux GOpMyIIsSpHL.

3agaHus 119 CaMOCTOSITEIbHON PadoThI

1. U3y4nTh BUBI U PA3HOBUIHOCTH IOKYMEHTOB.

2. BbIIBUTH OCOOCHHOCTH O(OPMIICHHSI PEKBHU3UTA «aBTOP», ONMHCATh COCTAaB OJIaHKAa U €ro
BU/IBL.

3. I3y4nTh TEKCT JOKYMEHTA.

4. Onucath NOPSAJOK aIpeCcOBaHUs JOKYMEHTA.

5. Brobmmcars AaThl cOCTaBieHHs, OOpaOOTKH, MOANUCAHUS M Jp., yKa3aTb MECTO UX
PacCIoIOKEHUS.
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6. IIpoanann3npoBaTh XapakTep yIOCTOBEPEHUS JOKYMEHTA.

7. Onucarb BUABI OTMETOK.

8. CoctaBUTh GOPMYIISIPHI 2-X TOKYMEHTOB.

Yka3aHusi 10 BBIIOJIHEHHIO 32 IaHUH

1. HauuHate paboTy cieAyeT C pacCMOTPEHMs JeN yupekIeHus. BhIABUTH W BBINHCATH
Ha3BaHMsI BUJIOB TOKYMEHTOB:

- U37]aBa€MbI€ BBILLIECTOSIIUMHU OpPraHaMu;

- IOCBLIAEMBbIE PABHBIM YUPEKACHUSM;

- IPEJCTABJISIEMBIE B BBILIECTOALLNE YUPEKIACHUS;

- 0(pOpMIISTIOIINE BHYTPEHHIOIO JCSITEIBHOCTD.

N3 «Kpatkoro cioBapss BUIOB U PAa3HOBUIHOCTEW JOKYMEHTOB» BBIIHCATH OIPEACIICHUS
BBISIBJICHHBIX BUJ0B T0KyMeHTOB XIX B.

2. Omnucarb MOPSIOK OPOPMIICHHSI PEKBU3UTA «aBTOP» B PA3IUYHBIX BHAAX JOKYMEHTOB,
BBIIIMCATh HECKOJIbKO THUIIOB OJIAHKOBBIX HAJIIUCEH W ompenenuTb ux cocras. llo komrmuiekcy
JOKYMEHTOB MPOCIEANTh, KaKhe BHUJIbI JOKYMEHTOB NMHUINYTCA Ha OlaHKaX, Kakue 06e3 o0o3HaueHus
OJTaHKOBBIX HA/MUCEH.

3. Ilpoananu3upoBaTh HECKOJIBKO BHJOB JIOKYMEHTOB, YKa3aB CTPYKTypy TEKCTa, BBIIIMCAB
IpUMEpPbl IPUMEHEHUS  «KaHUEIIpU3MOB». OTMETUTb, HACKOJbKO YCWIWJIAch TEHAECHLUS
Tpadaperuszanuu (BeIMKUCATH TPUMEPHI TPAPapeTHBIX U TUIIOBBIX TEKCTOB).

4. Tlpu omnMcaHuu NOpSAJKa aAPECOBAHHUS YCTAaHOBUTH 3aBUCHMOCTb O(OPMIIEHUS PEKBU3UTA
«anpecaT» OT Mepapxuu yupexaeHuid. [IpuBectu nmpumepsl aApecoBaHUs B BBILIECTOSIINE, PABHBIE U
HUKECTOSIIEE YUPEKICHUS.

5. Beimucarbh npuMepsl TaTUPOBKU U MEPEBECTH JaThl HAa HOBbIM cTWib. B XIX B. paznuna
MEXIy cTUiisiMu paBHsiach 12, B XX B. — 13 qHsM.

6. Bpimucars npumepbl MOJANUCAHUS JTOKYMEHTAa B HMHCTAHLMAX Pa3HOW MOAYMHEHHOCTU U
OIMCaTh COCTaB MOJIKUCH.

7. Beinucath OTMETKH Ha TOKYMEHTaX M yKa3aTh X Ha3HAYEHUE, MECTO MPOCTaBICHUS.

8. ®opMyIspbl TOKYMEHTOB COCTABUTD I10 CXEME, MTPEIJIOKEHHON B TPETHEM 3aHATHH.

KoHTposbHbIE BONPOCHI:

1. B yem nposiBunack TeHACHINS K YHUGUKAaIUU GOPMBI U TEKCTa JOKyMEHTa ?

2. Yto Takoe TpadapeTHbIH U TUIIOBOI TEKCTHI ?

3. HazoBuTe cocraB OiaHka JOKyMeHTa ?

4. Yem onpenernsics XxapakTep agpecoBaHus JOKyMeHTa ?

Hcrounnku u auteparypa

HcrouHuku:

beikoBa T.A. JlokyMeHTamOHHOE oOOeclieueHue yMpaBleHUs  (IEIOMPOU3BOJCTBO)
[DnexTpoHHbI pecypc]; yueoHoe mocodue/ T.A. brikoBa, T.B. Ky3nenona. -2-e uzn. nepepad. u gom.
— Mocksa: Uuadpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/

Pa3zpaTounsblii MaTepuaJ K 3aHATHAM

1. dena yupexxaenuii 19 B.

2. KpaTkuii cioBapb BUI0B ¥ pa3HOBUIHOCTEN JOKYMEHTOB.

Tabnuna

AHaiuz opopmiieHHs peKBU3UTOB JOKyMeHTOB B XVI- XIX BB.

HanmeHoBaHMe TOKYMEHTOB OcoOeHHocTH 0OPMIICHHS PEKBU3HTA
B XVI-XVII BB. B XVIII B XIX
B. B.

Bun noxkymenra
ABTOD

Anpecar

TexkcT:
BBEJICHUE
OCHOBHAs 4acThb

NS
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3aKITI0YCHHE
5. Jater
COCTaBJICHUSI
MOy 4CHHSI
perucTpaniu
6. CocraB ynocToBepeHHs
7.  OTMETKH Ha JIOKYMEHTE

®opmyssip 1oKkymMeHTa XX BeKa. —

Llenb 3aHATUS — U3YUYCHHE PA3BUTHS U OCOOCHHOCTEH (HOPMYIISIPOB CIIyKEOHBIX TOKYMEHTOB
XX B.

B pe3ynbrare BINONHEHUS 3a/JaHUI CTYACHT JOJKEH:

— umemv npedcmagnienue O  pEriIaMEHTAllMM  IIpoliecca  JOKYMEHTUPOBaHUS B
3aKOHOAATENBHBIX aKTaXx XX B., pa3BUTHH (PopMyssipa JOKYMEHTa, TEHIEHIUSAX Tpadaperusanuu
JTOKYMEHTOB;

— 3nHamd BUAbl JOKYMEHTOB XX - B., 0COOCHHOCTH UX odopMiIeHHs, cocTaB (opmyisipa,
NOsIBIICHHE OJIAHKOB M UX BUJBI, TIOSBJICHUE OTMETOK Ha JOKYMEHTaX, OTPAKAIONIMX UX IBIKECHHE B
YUpEXKIECHUHU U paboOTy ¢ HUMHU.

— yMeTb aHAJTM3UPOBATh KOHKPETHBIE JOKYMEHTHI XX B.; COCTaBIISIS UX (POPMYIISPHI.

3amaHus AJ151 CAMOCTOSITEJIbHOM PadoThI

1. I3yuuTh BUIBI M pA3HOBUIHOCTH JOKYMEHTOB.

2. BoisaButh ocoOeHHOCTH OGOPMIICHUS PEKBU3UTA «aBTOP», OMHCATh COCTaB OJIaHKa M €ro
BH/IBI.

3. U3yuuThb TEKCT JOKyMEHTA.

4. Onucatp NOPSAJOK aIpeCOBaHUs JOKYMEHTA.

5. Beimucate [aThl COCTaBIE€HUS, OOpaOOTKH, MOANUCAHUS W Jp., yKa3aTb MECTO HX
pacrnosoKeHusl.

6. [Ipoananu3upoBaTh XapakTep yAOCTOBEPEHUS TOKYMEHTA.

7. Onucarb BUAbI OTMETOK.

8. CocTaBUTh (HhOPMYJIISAPBI 2-X TOKYMEHTOB.

Hcrounuku u iuTeparypa

beikoBa T.A. JlokyMeHTalMOHHOe oO0OecliedeHue  YIpaBlieHHs  (JIeJIONMPOU3BOJCTBO)
[DnexTpoHHEIH pecypc]; yaeOnoe mocooue/ T.A. Breikopa, T.B. Ky3Hnerona. -2-¢ u3. mepepad. u JOII.
— Mocksa: Uua¢pa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/

Pa3zpaTounsiii MaTepuaJ K 3aHATHAM

1. dena yupexxaenuii 20 B.

2. Kpatkuii cnoBapb BUIOB U pa3HOBUIHOCTEH JOKYMEHTOB.

3. COOpHUK 3aKOHOAATEIBHBIX aKTOB IO IeI0Npon3BoacTBY (1917-1970rr.) — Yueb. mocodue
nox pea. A.3. Jlupmuna. — M. MIT'MAU, 1973. - 157 C.

Tema 4. @opMmynsip COBPEMEHHOIO YINpPaBJIEHYECKOTO JOKYMEHTa: MpaBuiia OQOpPMIICHHS
pexkBU3UTOB— 12 "acoB

[lenp 3aHATHA — M3Y4YEHUE COBPEMEHHBIX TpeOOBaHMUN TOCYAApPCTBEHHBIX CTaHJAPTOB U
HOPMAaTUBHO-METONYECKUX aKTOB K O(OPMIICHHIO CITYKEOHBIX TOKYMEHTOB.

B pesynbrare BbINONHEHN 3alaHUM CTYAEHT JOJDKEH:

—  uMmempd npedcmagiienue O TEHACHLUAX Pa3BUTHUA AOKYMEHTA M IMPHUHIUIAX IOCTPOEHUS
bopmysipa-o6pasiia OpraHu3alMOHHO-PACTIOPSIIUTENBHBIX JOKYMEHTOB;

— 3Hamb COCTaB PEKBU3UTOB M TPeOOBAaHUS TOCYAAPCTBEHHOrO CTaHJIapTa K O(OPMIIEHUIO
JIOKYMEHTA.

— 3HATh COCTaB PEKBU3UTOB M TpebOoBaHus I[lpaBun nenompousBoicTBa B (henepanbHBIX
OpraHax MCIOJIHUTEIbHON BIACTH U MEeTOINYECKNX PEKOMEHAINI K COCTaBICHUIO TOKYMEHTOB.
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— yYMeTb MPOEKTHPOBATh OJAHKU JTOKYMEHTOB YUpEXKJIEHUH U HMMETh HAaBBIKU pabOTHI C

roCy/1apCTBEHHBIMHU CTaHAAPTAMU U METOJUYECKMMH YKa3aHUSAMHU 110 UX BHEAPEHUIO U IPUMEHEHHUIO.
9.1.1 3apanus AJsi CAMOCTOSITEJILHOI PadoThHI

M3y4uTh KOMIUIEKT HOPMATUBHO-METOJUYECKUX JOKYMEHTOB 110 JOKYMEHTHPOBAHHUIO
YIPaBIEHYECKOW JIEATENbHOCTH : MeToAuYecKue PEeKOMEHJAIMU IO pa3paboTKe HHCTPYKIUH IO
JEJIONPOU3BOJCTBY B TOCYJIAapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIpaBJIEHMsS, YTB.
[Tpuxazom Pocapxusa ot 24.12.2020 Ne 199.

[IpumepHass MHCTPYKLUS IO JEIONPOU3BOJACTBY B T'OCYJAapCTBEHHBIX OpraHU3alUsX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnektponHsbIii pecypce]. — M., 2019. Pexxum gocrymna:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'oCT P 7.0.97-2016. HaumonanbHbli cranaapt Poccuiickoit ®enepaunun. Cucrema
CTaHIapToB 10 wuH(pOpManmu, OMOTMOTEYHOMY H HU3JAaTeNbCcKOMy jeny. OpraHu3anuoHHO-
pacnopsauTenbHas JOKyMeHTanus. TpeOoBaHUS K O(QOPMIICHHUIO JOKYMEHTOB // [DIEKTPOHHBIH
pecypc]. — M., 2019. Pexxum nocryma: http://www.consultant.ru/document/cons_doc LAW_216461/.

1. Mzyuuts 'OCT P 7.0.97-2016 ¢ TpeGoBaHusiMU K O0OPMIICHUIO JTOKYMEHTOB, OIPEACINUTD
€ro CTPYKTYpY, COCTaB pa3/IeiioB.

2. N3yunts TpeboBanus 'OCTa k O1aHKy 1OKyMEHTAa.

3. Ilpoananu3upoBaTh MNPENIOKECHHYIO KOJUICKIMIO JIOKYMEHTOB, OIPENEIHTh PEKBU3UTHI,
yKa3aTh HEJOCTATKU B UX PACIIONOKECHUH U O(POPMIICHUU.

4. CocTaBUTh HAa OCHOBAaHMHM PAa3AaTOYHOTO Marepuana OyiaHku (OoOmUWA W I MHUChMA)
OpraHM3alliii U TPEeIUpUIATUNA PA3IUYHBIX (OPM COOCTBEHHOCTH C BapHaHTaMU MPOJOJIHHOTO U
YIJIOBOTO PAcMOIOXKEHUS! PEKBU3UTOB.

Yka3aHusi 1o BbINOJIHEHHUIO 3a/1aHUS.
1.M3yunth TpeOOBaHMUS K COCTaBY U OQOPMIIEHHMIO PEKBHU3UTOB JIOKYMEHTOB U OJIaHKOB,
usnoxkenusle B “IIpaBunax Aemonpou3BOACTBa B TOCYJAPCTBEHHBIX OpraHax, OpraHax MECTHOIO
caMOympaBlieHUs’, yTBEPKIEHHbIX NpukazoM PocapxuBa ot 22.05.2019 N 71. (cm. pazgmen 2
“JloKyMEHTHPOBAHUE YIIPABICHYECKOM NEATEIBHOCTH )
2. U3yunts TpeboBaHUS K O(GOPMIICHHIO OJIAHKOB M PEKBHU3UTOB TOKYMEHTOB 10 HammonaipHOMY
craugapry ['OCT P 7.0.97-2016 “Cucrtema cranmaptoB mno uHdopMmanuu, OUOIMOTEYHOMY U
u3narenbckoMy  aeny.  OpraHu3alMOHHO-pACHOpsAIUTENbHAas JOKyMeHTauus. TpeOoBaHus K
o(opMIIEHHIO JOKYMEHTOB” .
3. U3yuuts TpeboBaHua ‘“MeTONMYECKUX PpEKOMEHJALUUH M0 pa3paboTKe HMHCTPYKIHUH IO
JIEJIONPOU3BOACTBY B TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOyIpaBleHUs'",
yTBEpKIEHHBIX MpHukazoM Pocapxusa ot 24.12.2020 N 199 k GiaHkaMm U peKBU3UTaM JOKYMEHTOB
(mpunoxenus 2, 3).
4. 3yunTh NpeasioKeHHYI0 KOJUIEKIUIO (3-5 TOKYMEHTOB) M aHaIM3UPYS JAOKYMEHTHI, BBISBUTb
HEIOCTaTKU B OQoOpMIIeHHH OjaHKa (OTCYTCTBHE HEOOXOIUMBIX PEKBH3UTOB M MPABUIBHOCTH
o OpMIIEHUS] UMEIOLIUXCS); ONPEAEIUTD MPABUIBHOCTD PACIIONOKEHHS U 0(OPMIICHUS PEKBU3UTOB
JOKyMeHTa (3arojioBKa, JaThl M MHJEKCa, MOJMHCH, OTMETOK O IOCTYIUICHHH M HaIpaBlICHUU
JIOKyMEHTA B JIEJIO U JIp.).

5. Ha ocHOBe pa3faToyHOro marepuaia ClipoeKTUPOBaTh OJIAHKM JJOKYMEHTOB KOHKPETHBIX
OpTaHU3aIii ¥ TOCYIapPCTBEHHBIX OPraHoB B cOOTBeTCTBUU ¢ TpeboBanmsimu ['OCT P 7.0.97-2016.
KoHTpoibHbIE BOIPOCH

1. Ilepeuncnure BUABI HOPMATHBHBIX AaKTOB, PpEMIAMEHTUPYIOIIME JIOKYMEHTHPOBAHHE
yIPaBIEHUYECKON AEATEIbHOCTH.

2. YeM pa3nuuaroTcs o6Imii 61aHK U G1aHK NMCHhMAa, 6JaHK KOHKPETHOTO BUA JOKYMEHTA.
Hcrouynukm u qureparypa
HcrouHuku:
®denepanbHbIi  KOHCTUTYIIMOHHBIM 3aKk0oH oT 25 gekabps 2000 r. Ne 2-OK3 «O
TlNocynapctBernoMm repde Poccuiickoit denepanumn» // [DnektponHnslii pecypc]. — M., 2019. — Pexum
noctyma: http://www.consultant.ru/document/cons_doc_LAW 29674/.
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[IpaBuia  #enompou3BOACTBA B TOCYJIApPCTBEHHBIX ~ OpraHax, OpraHax MeEeCTHOTO
camoyrtipaBneHus, yTB. [Ipukazom PocapxuBa ot 22.05.2019 Ne 71 // [DnexktponHsbIit pecypc]. — M.,
2021. — Pexxum nmoctyna: http:// https://base.garant.ru/72291836/.

Meronudyeckue peKOMEHJAUd 10 pa3pabOoTKe WHCTPYKIUH 10 JIEJIONPOU3BOJICTBY B
roCy/JapCTBEHHBIX OpraHax, OpraHax MECTHOro camoymnpanienus, yTB. [Ipukaszom PocapxuBa oT
24.12.2020 Ne 199 // [Dnekrponnsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW 373895/

[IpumepHasi MHCTPYKIHUS MO ACJIIONPOU3BOJACTBY B TOCYNAPCTBEHHBIX OpraHU3alMsIX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnektponHsbIii pecypc]. — M., 2019. Pexxum nocryma:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'oCT P 7.0.97-2016. HaumonanbHbli cranaapt Poccuiickoit ®enepaunun. Cucrema
CTaHIapToB 10 wuH(pOpManmu, OMOTMOTEYHOMY H HU3JAaTeNbCcKOMy jeny. OpraHu3anuoHHO-
pacnopsAuTenbHas JOKyMeHTanus. TpeOoBaHUS K OQOPMIICHHIO JOKYMEHTOB // [DIEeKTpOHHBIN
pecypc]. — M., 2019. Pexxum nocryma: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXWUBHOE J€710. TepMHUHBI W ONpPEACIICHUS.-

[DneKTpOoHHbBIN pecypcl]. — M., 2019. Pexum JIOCTYTIA:
http://www.consultant.ru/document/cons doc LAW 163800/.
Jlureparypa:

beikoBa T.A. JlokyMeHTalMmoHHOe oOecleyeHHe YIpaBieHUS  (JIETOMPOU3BOJICTBO)
[DnexTpoHHEI pecypc]; yaeOnoe mocooue/ T.A. beikopa, T.B. Ky3Hnerona. -2-¢ u3n. nepepad. u JOII.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

Paznarounsblii MaTepuaJ K 3aHATHSM:

- TOCT P 7.0.97-2016. HauuonanbHbiii ctangapT Poccuiickoit ®enepanuu. Cucrema
CTaHIapTOB 10 wuH(pOpMammu, OMOTMOTEYHOMY H H3JaTelbcKoMy jaeny. OpraHu3amuoHHO-
pacrnopsauTenbHas JoKyMeHTanus. TpeboBanus K 0hOpMIECHUIO JOKYMEHTOB.

- IlpaBmma nmenmompou3BOACTBA B TOCYJApPCTBEHHBIX OpraHax, OpraHax MeECTHOTO
camoynpasneHusi, yTB. [Ipukaszom Pocapxua ot 22.05.2019 Ne 71 // [Onektponnsiit pecypc]. — M.,
2021. — Pexxum noctyma: http:// https://base.garant.ru/72291836/.

MeTtoauueckie peKOMEHAAlMu 10 pa3paboTKe WMHCTPYKIHMM IO JIeJIOMPOU3BOJCTBY B
rOCyJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoyrmpasiieHus, yTB. Ilpukaszom PocapxuBa ot
24.12.2020 Ne 199 // [DOnextponHbli pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpuMepHass MHCTPYKUMS MO AEJIONPOU3BOJACTBY B TOCYNAPCTBEHHBIX OpraHU3alMsX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexktponnsIii pecypc]. — M., 2019. Pexxum nocrymna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

— Komnekuus 1o0KyMeHTOB.

10. Tema 5. OpraHu3auMoOHHbIE, PACTIOPSIAUTEIbHbIE U HHPOPMALTMOHHO-CITPABOYHbBIE
AOKYMEHTBhI — 28 yacoB

JIoKyMEHTHpPOBaHHE PACHOPSAUTEINBLHON AEATETbHOCTH —

[lenp 3aHATHS — uU3ydeHHE TpeOOBaHUII TOCYJApCTBEHHBIX CTAaHIAPTOB W HOPMATHUBHO-
METOJMYECKUX aKTOB K COCTABJICHHUIO U O(POPMIICHUIO PACHIOPSIUTEIBHBIX JOKYMEHTOB, MOJIYYECHUE
HABBIKOB MX COCTaBIEHUS M 0(OPMIICHHS 110 3aJJaHHBIM CUTYaIUSIM.

B pe3ynbrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJDKEH:

— umMemv npedcmaenieHue O CUTyalUsx, TPeOYIONMMX U3MaHUS PaCHOPSIUTEIbHBIX
JIOKYMEHTOB;

— 3Ham® BUABl PACIOPAIUTENBHBIX JIOKYMEHTOB; COCTaB pPEKBU3UTOB (GopMylspa
PacmopsIIUTENIHHOTO TOKyMEHTA M TPeOOBaHUS K MX COCTABJICHHUIO U 0(OPMIICHHUIO.

— YMeTb COCTaBIATh U OPOPMIIATH pacTOpsIAUTEIbHBIE JOKYMEHTHI M0 33JaHHBIM CUTYaIUsIM
Y UMETh HaBBIKH X 0()OPMIICHUSI HA KOMITBIOTEPE.

3agaHus 1715 CaMOCTOSITEIbHON PadoThI

1. V3yuuts TpeOOBaHUS, IPEABIBISIEMBIE K COCTABICHUIO U 0(OPMIICHUIO PACTIOPSIUTEIHHBIX

JIOKYMEHTOB.
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2. CoctaBUTh U OPOPMHUTH MTPUKA3 TIO OCHOBHOM JIESITEIILHOCTH.

3. CoctaBuTh 1 OPOPMHUTH PACTIOPSIKEHHE.

Yka3aHusi 10 BbINOJIHEHHUIO 32/IaHUS

1. YTouHHUTBH cOCTaB PEKBU3UTOB, BXOAIMINX B (HOPMYJISIp MPUKa3a, PAaCHOPSHKEHUSI.

W3yuuts TpeOGoBanus MeToauueckiue peKOMEHJAMU 10 pa3paboTKe MHCTPYKIMM o
JEJIONPOU3BOJICTBY B TOCYJIAapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIpaBJIE€HMs, YTB.
[Ipuxazom PocapxuBa ot 24.12.2020 Ne 199, IlpumepHON HHCTPYKIHUHM MO JEIOMPOU3BOJCTBY B
rocyJapCTBEHHBIX opraHu3zanusix, yTB. [lpuxazom PocapxuBa ot 11.04.2018 Ne 44) k cocraBy
PEKBHU3UTOB U CTPYKType TEKCTa MPUKa3a M0 OCHOBHOM e TEIbHOCTH.

YTOUHUTH pa3nyusl B COCTaBICHUM IIPUKA3a [0 OCHOBHOW JEATENIBHOCTH U IO JIUYHOMY
cocTaBy, oOpalasi BHUMaHUE Ha MOPsI0OK 0pOPMIICHHSI CChUIKH (YIIOMUHAHUA) Ha IPYTrO TOKYMEHT U
YHU(UKALUIO TEKCTOB MPUKA30B 110 JINYHOMY COCTAaBY.

2. CocTaBUTH IOKyMEHTBI HA OCHOBE IPEIJIOKEHHBIX MPEOo1aBaTeIeM CUTYaIIHi.

KounTtpoJbHbIie Bonpochl

1. IlepeunicnuTe peKBU3UTHI, BXOIAIINE B (DOPMYIISp IpHUKa3a.

2. HazoBuTte cTpyKTypy IpHKa3a 10 OCHOBHOMU JEATEIbHOCTH.

3. UeM oTnuyaercs CTPYKTypa TeKCTa @pHKa3a IO JHMYHOMY COCTaBy U OCHOBHOM
NESITEIbHOCTH.

4. HazoBuTe CpOKU XpaHEHHS MPUKA30B.

5. HazoBuTe peKBU3HUTHI, BXOAAIINE B (HOPMYJIISIP PACTIOPSKECHUS.

6. UeMm oTamyaeTcsi CTPYKTypa TEKCTa pacCHOPsHKEHUsI OT MPUKa3a M0 OCHOBHOM JESTEIIbHOCTH.

Hcrounnku u tutepatypa

Hcrounuku:

Metoanyeckie peKOMEHJAUMK MO0 pPa3paboTKe WHCTPYKIHMHA TO AEJIONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTo camoymnpasienus, yTB. [Ipukaszom PocapxuBa oT
24.12.2020 Ne 199 // [DOnektponHbli pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass MHCTPYKIUS MO JEIONPOU3BOJCTBY B TOCYIAapCTBEHHBIX OpraHU3alUsX,
y1B. Ilpukazom PocapxuBa ot 11.04.2018 Ne 44) // [OnextponHsli pecypc]. — M., 2019. Pexum
[TocranoBnenue I[lIpaButensctBa P® ot 15.06.2009 Ne 477 «0O06 yrBepxkaenun [lpaBun
JIeNIONPOU3BOJICTBA B (heJiepaibHBIX OpraHaxX HCIOJIHUTENbHOW BiacTu»// [DNeKTpoHHBINH pecypc]. —
M., 2019. — Pexxum nocryna: http://www.consultant.ru/document/cons_doc_LAW 88695/.

I'OCT P 7.0.97-2016. Hauumonanensiii crannapt Poccuiickoit ®epepaunn. Cucrema
CTaHAApTOB 1O uWH(poOpManuu, OUOIMOTEYHOMY U HU3AaTeNbcKkoMy Jneny. OpraHu3alroHHO-
pacnopsAuTenbHas JOKyMEHTanus. TpeboBaHUS K OQOPMIICHHUIO AOKYMEHTOB // [DIEKTPOHHBIH
pecypc]. — M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.

Jlureparypa:

beikoBa T.A. JlokyMeHTamOHHOE oOOeclieuyeHnue yMpaBleHUs  (IEIOMPOU3BOJCTBO)
[DnexTpoHHbI pecypc]; yuedHoe mocodue/ T.A. brikoBa, T.B. Ky3nenosa. -2-e uzn. nepepal. u gom.
— Mocksa: Uuadpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/

PaszpaTouHbiii MaTepuasa K 3aHATHAM:

Meronuyeckue pekoMeHAAalud 1o pa3paboTKe MHCTPYKIMM 10 JAEJIONpOU3BOJICTBY B
roCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoyImpasieHus, yTB. lIpukaszom PocapxuBa ot
24.12.2020 Ne 199 // [DOnektponHslii pecypc]. — M., 2021. — Pexum pgocryma: hitp://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHass MHCTPYKLUS MO JEIONPOU3BOJCTBY B TOCYAAPCTBEHHBIX OpraHMU3alMsIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTponnsiii pecypc]. — M., 2019. Pexxum 'OCT P
7.0.97-2016. HammonanmeHbiii  cranmapt Poccuiickoit ®enepanmu. Cucrtema CcTaHIapTOB IO
uHpopmanuy, OUOIMOTEYHOMY U U3JIATENbCKOMYy Jeny. OpraHu3almoHHO-PACTIOPSIUTETbHAS
nokymeHTarus. TpeboBanus K 0POPMIICHUIO TOKYMEHTOB.

Anp60M yHUPHUIIMPOBAHHBIX (OPM MEPBUYHON YUETHON JOKYMEHTAIIUU 0 YUYETY TPpyAa U €ro
OIUIATHI, YTBEPKACHHBIN nmocraHoBiaeHueM ['ockomcrara PO ot 05.01.2004 Ne 1.
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Matepuansl ¢ UHAMBUAYAIBHBIMH 3aJaHUSAMM JUJIS1 CAMOCTOATEIBHOIO COCTaBJICHHS IPUKA30B
U PaCIOPSKEHUM.

JIOKyMEHTUPOBAaHHE ACITEIbHOCTH KOJUIETMAIBHBIX OPIaHOB —

Llenb 3aHATHS — U3y4YeHUE TPEOOBAHUH K TOKyMEHTaM, CO3aBa€MbIM B IIPOIECCE MOATOTOBKH
1 00CITy’)KUBaHUSI COBEILIAaHUH.

B pesyibrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJDKEH:

— umemb npeocmaeieHue O BHUAAX KOJUICTHAIBHOM JCSATEIBHOCTH M INOpsSAKe eé
JIOKYMEHTUPOBAHUS;

— 3Hamb COCTaB JIOKYMEHTOB, CO3J]aBa€MbIX IPU IOJAIOTOBKE COBELIAHWH, TpeOOBAaHUA K
(bopMyIsIpy MIPOTOKOIA, TOPSIIKY €r0 COCTaBICHUS U 0(OPMIICHHS,

— yMeThb COCTaBIATh UM OQOPMIIATH IPOTOKON M JOKYMEHTBI, CO3JjaBacMble B IIpoLEecce
IIOATOTOBKU COBEILAHUS.

— yMeTb COCTaBJIATh U 0QOPMIIATH BBITUCKY U3 IPOTOKOJIA.

— yMeTb COCTaBJISATh U OOPMIISTH pEIICHHE.

10.1.1 3aganus 1js cCaMOCTOSITEIbHOM PadoThI

1. Byunth TpeOOBaHUS, NPEIBSBISEMbIE K COCTaBICHUIO M OQOPMIICHHIO IMPOTOKOJA U
pelIeHus.

2. CocTaBUTb MPHTIIANICHNE HA 3aCeIaHue.

3. CocTaBUTh NPOTOKOJ COBEILIAHMS.

4. OhopMUTH BBITUCKY U3 IPOTOKOJIA.

5. Odopmuts perieHue.

Yka3aHusi 10 BbINOJHEHHIO 3a/1aHNS.

1. YTouHUThH 3Tanbl NOATOTOBKU COBELIAHMN M BUABI JOKYMEHTOB, CO37aBAEMBIX Ha Ka)KIOM
sTane (MoBeCTKa AHS, CHUCKA YYAaCTHUKOB U T.J1.).

2. YTOUHUTHh 0COOCHHOCTH (hOpMyJIsipa MPOTOKOIA, TPEOOBAHUS K PEKBU3UTAM, U3JIOKEHHBIE B
roCy/JapCTBEHHOM CTaHAapTe M METOJMYECKHMX PEKOMEHJalusAX, oOpaijas BHUMAaHUE Ha COCTaB
nHpOpMalUU B TEKCTE MPOTOKOJIA, 0COOEHHOCTH €ro MOIUCAHUS, CPOKH O(POPMIICHHUS.

3. Onpenenutpd pa3nuuus TPeOOBAHHH K MPOTOKOIIY ITOJHOMY B KPATKOMY.

4. CocTaBUTh CaMOCTOSITENIbHO Ha OCHOBAaHUM Pa3aTOYHOIO MarepHaja MpPOTOKOJI, BBINUCKY
13 MPOTOKOJIA, PELICHHE.

KoHnTpoJ/ibHBIE BONIPOCHI:

1. IMepeunciure peKBU3UTEI, BXOAAIIME B GOPMYIISAP IPOTOKOIIA.
2. HazoBuTe cTpyKTypy TeKCTa HPOTOKOJIA.
3. B 4éM oTIMYME TPOTOKOIIA TIOJHOTO U KPATKOTO.

4. Yxaxure TOpANOK MOATOTOBKH COBEIAHMS M KaKME JOKYMEHTHI CO3Jal0TCi B XOJE
MOATOTOBKH.

5. Iepeuncaute peKBU3UTHI, BXOAAIINE B GOPMYJIAp PELICHUS.

6. B uem Ha3HaYeHHUE BBIIUCKH U3 TPOTOKOJIA.

HUcTouHuku u Jutepatypa

HcrouHuku:

Meronuyeckue pekoMeHAAlMd 1o pa3paboTKe MHCTPYKIUM 10 JeJIONpPOU3BOJICTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoyImpasieHus, yTB. lIpukaszom PocapxuBa ot
24.12.2020 Ne 199 // [DOnektponHslii pecypc]. — M., 2021. — Pexum pgocryma: hitp://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpuMepHasi WHCTPYKIMS IO JACIONPOU3BOJCTBY B TOCYNAapCTBEHHBIX OpraHU3AIMIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHsIid pecypc]. — M., 2019. Pexum noctyna:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HanumonaneHelii crangapT Poccuiickoit ®Penepauuu. Cucrema
CTaHAApTOB 1O HWH(}opManuu, OWMOIMOTEeYHOMY U HW3JaTelbckoMy gneny. OpraHu3airoHHO-
pacnopsauTenbHas JOKyMEHTalus. TpeOoBaHUS K OQOPMIICHHIO IOKYMEHTOB // [DIEKTpOHHBII
pecypc]. — M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.
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I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXWUBHOE [€710. TEepMHUHBI W ONPEACIICHHUS.-

[DnexTpoHHBIN pecypc]. — M., 2019. Pexum JOCTYyIIA:
http://www.consultant.ru/document/cons doc LAW 163800/.
Jlureparypa:

beikoBa T.A. JloKyMeHTalOHHOE oOOecreYeHue  ympaBiieHHs  (JIEIONPOU3BOJICTBO)
[DnexTpoHHEI pecypc]; yaeOnoe mocodue/ T.A. brikopa, T.B. Ky3Hnerona. -2-¢ u3n. nepepad. u JOII.
— Mocksa: Mudpa-M, 2018. -304 ¢. — Pexxum noctyma: http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepuas K 3aHITHAM

Meroauueckue PEKOMEHIAIMU MO pa3pabdoTKe WHCTPYKIMH MO JENONPOU3BOJACTBY B
rOCyJapCTBEHHBIX OpraHax, OpPraHax MECTHOIO camoympasieHus, yTB. lIpukasom Pocapxusa ot
24.12.2020 Ne 199 // [DnextpoHHbIi pecypc]. — M., 2021. — Pexum poctyma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.
[TpumepHass HHCTPYKIUS 1O AEJIONPOU3BOJICTBY B FOCYJapCTBEHHBIX OpraHu3anusax, yTB. [Ipukazom
PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHsli pecypc]. — M., 2019. Pexum nocryna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

MaTepI/IaJIBI C HWHIUBUAYAJIBHBIMU 3aJaHUAMU TJIA  CaMOCTOATCIBHOI'O COCTaBJICHUA

JOKYMEHTOB.
CocraBnenne HHPOPMAIMOHHO-CITPABOYHBIX JTOKYMEHTOB —
Ilenp 3aHATUS — WH3y4YEHHE HA3HAYEHUS HHQPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB U

0co0eHHOCTeH 0OPMIICHHS KaXKI0TO BHJIA 3TOW TPYIIIBI JOKYMEHTOB.

B pe3ynbrarte BINONHEHUS 3a/JaHUI CTYACHT JOJKEH:

— umemdp npedcmaegieHue O TUIOBBIX CHUTYaIMsX, O(OPMIIIEMBIX YHU(DHUIIMPOBAHHBIMU
dbopmamu HHGOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB;

— 3Hamb BUIB WHPOPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB; TpeOOBaHUS K (POPMYIISIPY
Ka)KJI0T0 BU/JIA;

— yYMeTb COCTaBISTh BCE BUBI HH()OPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB U UMETh HaBBIKU
ux o(hopMIICHHUS Ha KOMITBIOTEPE.

3agaHus 1719 caMOCTOSITeIbHON PadoThl

1. 3yuuTh mpaBmiia cocTaBiieHus 1 oopmiieHus: HHOOPMALMOHHO-CITPABOYHBIX JOKYMEHTOB,
oOpaTuB BHUMaHHE Ha OCOOCHHOCTH TPEOOBaHUH K KaXJA0My BHU]Y.

2. CocraButh u odopmuth B coorBercTBuM ¢ TpeboBanusimu ['OCT P 7.0.97-2016 u
MeTtoanuecKkux peKOMEHIAIUM:

e JIOKJAJHYIO 3aMUCKY (BHYTPEHHIOI M BHEITHIOKN));
OOBSICHUTENIbHYIO 3aIIUCKY (BHYTPEHHIOI M BHEILIHIOHN));
CIIPaBKY;
aKT;
nuchMa (rapaHTUilHOE, HAIOMUHAHKE, PUTJalleHHe, YBEOMIICHUE, pEKJIaMalliio U T.JI.).

Yka3zanus 110 BbINOJHEHUIO 32 JaHUA

1. VrounuTs BUaB HHGOPMALIMOHHO-CIPABOYHBIX JOKYMEHTOB M IPH KAKMX yHPABICHYECKUX
CUTYaLUAX OHU CO3JAI0TCA.

2. BBISBUTH 0COOEHHOCTH Ka’0r0 BHa HHPOPMALIMOHHO-CIIPABOYHOTO JOKYMEHTA.

3. U3yunTh TpeGOBaHHs roCcyIapCTBEHHOTO CTAHAAPTa K 0QOPMIIEHUIO PEKBU3UTOB, BXOISAIINX
B TUTIOBO (hOPMYJISIp KaXKA0TO BUAa HHPOPMAITMOHHO-CIIPABOYHOTO TOKYMEHTA.

4. CocraButh U 0OPMUTH JOKYMEHTHI B COOTBETCTBHH C MOIYYECHHBIMH 3aIaHUSIMH.

KoHTpoJbHbIE BONIPOCHI

Jaiite ompeseneHne U yKaXuTe TUIIOBOU hopmyIsp:
JIOKJIAJTHOW 3aIIUCKU;
OO0BSICHUTENLHOM 3aIICKY;
CITPaBKHU;
aKTa;

e o o o
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e CiykeOHOT0 nrchMa (HA30BUTE €T0 PA3HOBUIAHOCTH);

2. YxaxuTe 0cCOOEHHOCTU OPOPMIICHHUS MTUCEM.

3. B uém ocoberHOCTh 0(hopMIICHHS TUChMa-OTBETA.

4. Kaxue TpeOOBaHUS PEABABIAIOTCSA K TEKCTY IHCEM.

HUcTounuku u Jureparypa

Ncrounuku:

Metoauueckre peKOMEHAANU 0 pa3padOTKe MHCTPYKIMM IO JEJIONPOU3BOJICTBY B
TOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camMmoymnpasicHus, yTB. [Ipukaszom PocapxmBa OT
24.12.2020 Ne 199 // [DnextpoHHbIi pecypc]. — M., 2021. — Pexum poctyma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHass MHCTPYKIMS 1O JAEJIONPOU3BOJICTBY B IOCYIAApCTBEHHBIX OpraHu3anusx, yTB. [Ipukazom
PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHsli pecypc]. — M., 2019. Pexum nocryna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. HanuonansHblii crangapT Poccuiickoit ®enepaunu. Cucrema
CTaHIapTOB Mo HH(OpManuK, OUOIMOTEYHOMY M H3JAaTeldbCcKOMy JAeny. OpraHu3alroHHO-
pacnopsAnTeNnbHAs JOKyMEHTalus. TpeboBaHUS K OQOPMIICHHIO IOKYMEHTOB // [DIEKTPOHHBII
pecypc]. — M., 2019. Pexxum nocrymna: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO U apXMBHOE Je0. TE€pPMUHBI U OINPEIACICHHS.-

[DnekTpOoHHBIN pecypcl]. — M., 2019. Pexum JOCTYTIA:
http://www.consultant.ru/document/cons doc LAW 163800/.
Jlureparypa:

beikoBa T.A. JlokyMeHTalMoHHOE oOecliedeHHe ympaBieHHUs  (JeTONPOU3BOJICTBO)
[DnexTpoHHEI pecypc]; yaeOnoe mocooue/ T.A. beikopa, T.B. Ky3Hnerona. -2-¢ u3n. nepepad. u JOII.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

Pa3naTouHblii MaTepHual K 3aHATHAM

I'oCT P 7.0.97-2016. HaumonanbHbii cranaapt Poccuiickoit ®enepaunun. Cucrema
CTaHIapToB 10 wuH(pOpMamwu, OWOIMOTEYHOMY H H3JaTelbcKoMy jeny. OpraHu3airoHHO-
pacrnopsauTenbHas JoKyMeHTanus. TpeboBanus K 0hOpMIEHUIO JOKYMEHTOB.

Meronudyeckue peKOMEHJANMA 10 pa3paboTKe WHCTPYKIMH 110 JIEJIONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camMmoympaBieHus, yTB. [Ipukaszom PocapxuBa oT
24.12.2020 Ne 199 // [DnektponHsiii pecypc]. — M., 2021. — Pexum pocryma: hittp://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

Marepuansl ¢ WHIABHIYyAIbHBIMH 33JIaHUSIMU  JUIS  CaAMOCTOSITEIBHOTO  COCTAaBJICHHS
JIOKYMEHTOB.

Tema 6. Kommiekcbl 1okyMeHTOB. HayuHo-ucTOpHYecKas M MPaKTHYeCKas HEHHOCTh
AOKYMeHTa— 8§ yacoB
[TpoBoasTCS IBe 03HAKOMUTEIBHBIC SKCKYPCUH B TOCYapCTBEHHBIC aPXUBEHI.

9.2. MeToauuecKkue PEKOMEHIAIHUH MO MOATOTOBKE MUCHbMECHHBIX paﬁoT

B pasnen BkiatoueHsl TpeOOBaHUS K MOATOTOBKE, COAEPIKAHUIO, U O(OPMIIEHUIO NMHChMEHHBIX
paboT MpenycMOTPEHHBIX Y4YeOHBIM IUIAHOM MM pabouel mporpamMmoil (kypcoBas paboTa, cce,
pedepar, noknan u T.a1.). Ilpm Hanuuumm kKadeapanbHbIX WIM (QaKyJIbTETCKUX PEKOMEHIAIUl 1o
MOJITOTOBKE MHCbMEHHBIX paboT pa3aen Bkiaovaercs B PIIJ[ mo ycMoTpenuio mpemnojaBaTelns -
COCTaBUTENSI.

B nanubIi pa3gen Mbl BKIIOUMAIM PEKOMEHJIAIMK K MTOJATOTOBKE, COAEPIKAHUIO0 U 0()OPMIICHHUIO
MUCBbMEHHBIX PadoT, MPEayCMOTPEHHBIX YUYeOHBIM IUTAHOM WM pabodeil mporpammoit (KypcoBas
pabota, scce, pedepar, noknag U T.1.). TakuMm o00pa3oM, pPEeKOMEHIALMU OTpPaXaroT oOIue
TpeboBaHUs K MUCbMEHHOM paboTe, TPEOOBAHMS K €€ COJIepKaHUI0, 00beMY U CTPYKTYpeE.

[TucbmenHas paborta siBisgercs (OpMON OpraHM3aLMU HAYYHOTO MarepHaja, OTpakarollel
JIOTUKY UCCIIEJIOBaHUs, OOecleynBaroniel €IWHCTBO M B3aUMOCBSI3AHHOCTh BCEX JJIEMEHTOB
cogepxkanusi. CTpyKTypa MarucTepckoil paboThl JOKHA COOTBETCTBOBATh KPUTEPUSM LEIOCTHOCTH,
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CHUCTEMHOCTH, CBSI3HOCTH M COPa3MEpPHOCTH (COOTBETCTBHS OObeMa (PparMeHTa TEKCTa €ro Hay4dHOM
€MKOCTH).

[Ipu BBIOOpe Ha3BaHMsI pabOTHI ClleAyeT IOMHUTb, YTO OHO JOJDKHO OBITh SICHBIM,
Ooubnuorpaduyeck TOYHBIM, COJEPKATEIBHO OMpPEICICHHBIM, MPOOJEMHBIM, KOMIIAKTHBIM |
JTUTEPATYPHBIM.

OO0s3aTeNbHBIME  CTPYKTYPHBIMH DJIEMEHTAaMH IHMCHbMEHHOM pPa0OOTHI SIBISIFOTCS BBEJCHHUE,
OCHOBHA$l 4acCTh, 3aKJIF0UEHUE U OMOIMOrpaduuecKuil CliuCOK/CIIUCOK UCTOYHUKOB U JTUTEPATYPHI.

PaboTel MOTYT BBINOJHATBCA B pa3HBIX jkaHpax. U cnemyer m3HavanbHO ONpPENETUTH ITOT
xaHp. OQHO JAeno, ecnu TOTOBUTCS y4deOHbIH TekcT. OH JOKEeH NPOJIEeMOHCTPUPOBATH HAILy
KBaJTM(UKAIMIO, COOCTBEHHO MCCIIEIOBATEIbCKIE PE3YJIbTAaThl TaM JKEIaTeIbHbI, HO HE 005S3aTeNbHBI.
Jlpyroe - eciau peub HIET O CaMOCTOSITEIIBHON HCCIIeNOoBaTelIbCKOW paboTre, KoTopas oOpalieHa K
npodeccuonanam. Tperbe - ecnu Mbl 33agyMajd TaK Ha3bIBAeMbIil HAyYHO-TIOMYJISIPHBIA TEKCT,
KOTOPBIH apecoBaH HE TOJIBKO MPO(ecCHOHANBHOM, HO U O0Jiee MUPOKOH ayJUTOPUH.

OOyuaromuiics JOJDKEH MPOAEMOHCTPHPOBATH B KOHTPOJIBHOW  paboTe  BiajeHUe
TEPMHUHOJIOTHYECKHM  anmaparoM  MEXIUCUUIUIMHAPDHOCTH, 3HAHME METOAOB  COLMAJbHBIX,
TYMaHHUTApHbBIX, ECTECTBEHHOHAYYHBIX JWUCIUIUINH, MPUMEHSEMBIX B HCTOPHOTPAPHUUECKOW U
HMCTOYHUKOBEIUECKON mpakTuke. [Ipy 3TOM aKTHMBHO MCHOJB3YIOTCS MOJYyYEHHBIE B XOAE OCBOCHHS
JTMCUUTUIAHBI 3HAHUS MEXIUCIUIUIMHAPHBIX MOJIX0/I0B, UCTIOIB3YEMBIX B HCTOPHOTpadu N3ydaeMOi
TEMBbI U POJICTBEHHOM eif mpobaemMaTuke.

CrpykTypa paboThl JOKHA COOTBETCTBOBATH YTBEPKACHHOMY PYKOBOIMTEIEM IIaHY H, KaK
MIPaBUJIO, COCTOSATH U3 CIEAYIOIIUX YaCTeH: TUTYJIBHOTO JIUCTA, OTJIaBJICHUS, BBEACHM, 0003HAUCHHUIA
U COKpaleHui (mpu HEOOXOJAUMOCTH), OCHOBHOM 4acTH (IJIaB M maparpadoB), 3aKIFOYCHUs, CITUCKA
WCIOJIb30BAHHON JUTEpaTyphl W HCTOYHHMKOB, MPHUIJIOKEHUH, BCIIOMOTATENbHBIX yKazareieu (mpu
HE00X0IMMOCTH ), TpapUUECKOM YacTH (MILTIOCTPAIMOHHBIA MaTepHall/pe3eHTAIINSA).
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[Tpunoxenue 1. ABHOTaIU
pabodeii mporpaMMbl TUCIUTIITTHBI

AHHOTAIIYA PABOYEHN TPOTPAMMBI JIJUCHUTLIAHBI

Jucuumimba (MOIynb) peanu3yercss Ha (aKyJIbTeTe apXMBOBEACHUS M JOKYMEHTOBEACHUS
Kadenpoii JOKYMEHTOBEICHHUS, ayIMOBU3YAIbHBIX U HAYYHO-TEXHUYECKUX apXUBOB.

Llenb AMCUUIUIMHBI — W3YYE€HUE 3aKOHOMEPHOCTEH JOKYMEHTOOOpPa3OBaHMS, CKJIAIbIBAHUS H
pPa3BUTHS CUCTEM JOKYMEHTAIMH, TEOPETHUECKUX W MPAKTUYECKUX MPOOJIEM CO3/IaHUsl IOKyMEHTOB
OpraHamMH TOCYJapCTBEHHOW BJACTH, MECTHOIO CaMOYNPABJICHUS W OpTraHU3alMsAMH JIHO00H
OpraHHU3alIOHHO-TIPAaBOBOU (DOPMBI.

3apaum QAU CHUIIHHBI:

— TOKa3aTh B3aUMOCBS3b HH(OPMALIUU U IOKYyMEHTA;

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

— MPOAHAIM3UPOBATH MPOLECC CKIAbIBAHUS U Pa3BUTHS POpPMYIIIpa JOKYMEHTA;

— IPOAHAIM3UPOBATH MPOILECC CKIAABIBAHUS U PA3BUTUSA CUCTEM JOKYMEHTAIUU;

— BBIABUTH W TOKAa3aTh TCHICHIMHM yHH(DHKAIMK, CTAHIAPTHU3ANMH M KIACCH(PUKAIUU KaK
OTJENbHBIX (POPM TIOKYMEHTOB, TaK U CUCTEM JOKYMEHTAIIMH B LIEJIOM;

— IIOKa3aTh COBPEMEHHBIE TPEOOBAHMUS K COCTABICHUIO i O(OPMIICHHIO TOKYMEHTOB;

— IPUBUTH HABBIKM aHAJIW3a IOKYMEHTA;

— TIPUBHTHh HABBIKM COCTaBJICHHUS JIOOBIX BHIOB JOKYMEHTOB U IPOCKTHPOBAHUS
YHUPUIMPOBAHHBIX ~ (OPM  TOKYMEHTOB, CHUCTEM  JIOKYMEHTallMM W  HHQOPMAIMOHHO-
JTOKYMEHTAIIMOHHOM CUCTEMBI YUPEKICHUS B IIETIOM.

Jucnunnuza (MOAYJIb) HampaBiieHa Ha GOPMHUPOBAHUE CIEAYIOIIUX KOMIETCHIIHIA:

OIIK -2.3. Pemaer ympaBieH4Yeckue 3afaud B cdepe TOKYMEHTAIMOHHOTO O0ecredeHus
YIPaBIICHUS U ApXUBHOTO JIeJIa

OIIK -3.3. Mcnonb3yeT B3aMMOCBSI3H JOKYMEHTOBEIEHHUS M apXUBOBEACHUS CO CMEKHBIMH
HayKaM¥ ¥ HAYYHBIMH JTUCITUTUTHHAMUA

B pe3ynbrate 0cBOSHUS TUCIUTUIMHBI (MOAYIIsI) 00yJarOIIUNCS JOKEH:

3Harn:

byHKIIMM mozApasfeneHuit B cdepe JOKYMEHTAIMOHHOTO oOOecreyeHHus YOpaBlIeHUs U
aApXUBHOTO JIENIa;

CMEXHBIE C TOKyMEHTOBEACHUEM U apXUBOBEJICHUEM HayUYHBIC JUCIUILTUHBL.

YMeTh.

BBIMIOJHATH pabOTy MO JOKYMEHTAIlMOHHOMY OOECMEUYEeHUIO YIpaBIEHUS MU apXUBHOMY
XpaHEHUIO;

BBISIBJISITH B3aMMOCBS3H MKy JOKYMEHTOBEJICHHEM, apXUBOBEICHUEM U IPYTUMHU HAyUHBIMH
TACIATLUIMHAMEI

Baanern:

HaBBIKAMH BBIOOpa HauOoJiee ONMTHUMAIBHOTO pEIICHUs YMPaBICHYECKUX 3a1ad B cdepe
JOKYMEHTAI[MOHHOTO O0ECTIeUeHHs YIPaBICHHs U apXHUBHOTO JIeNa;

HaBBIKAMU WHTEPIPETAIIMHA 3HAHUK B 00JIACTH CMEXHBIX HAYYHBIX JAWCIMIUIAH MPH PEIICHHE
3ana4 B chepe TOKyMEHTOBEICHUS 1 apXUBOBEICHUSI.

[To nucruIuinHe IpeIyCcMOTpeHa aTTecTalus B (hopMe IK3aMeHa.
O6m1ast TpyA0€MKOCTh TUCIMIUIUHBI COCTaBISET 4 3.€., 144 akaneMmuyeckux Jaca.



