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I. IlosicHuTeabLHAS 3alIHCKA
1.1. Hean u 3aa0aum JMCUMILTAHBI (MO1YJIs)

Henp  gucumrmumebl  —  Llenp  guCHMIUIMHBI —  U3YYEHHE  3aKOHOMEPHOCTEU
JOKYMEHTOOOpa30BaHUs, CKIAJBIBAHUS U Pa3BUTHS CHCTEM IOKYMEHTAIIUHM, TEOPETUYCCKUX U
MPAKTUYECKUX MPOOJIeM CO3JaHMs TOKYMEHTOB OpraHaMH TOCYJapCTBEHHOH BJIACTH, MECTHOTO
CaMOYIPAaBIIEHUS U OPTaHU3AUSIMH JTIO00N OpraHU3aI[MOHHO-TIPABOBOM (DOPMEL.

3agaum AMCHMILINHBI:

— TIOKa3aTh B3aUMOCBSI3b MH(OPMAIIUY U TOKYMEHTA,

—  TPOCIEIUTH IBOIIOIUIO JOKYMEHTA, KaK HOCUTENsT HHPOPMAIIUH, Pa3BUTHE CITIOCOOOB
JOKYMEHTUPOBAHUS U MaTepUANIOB i (pukcanuu nHHOpMaIInK;

— TPOAHAIM3UPOBATH MPOIIECC CKIAJABIBAHUS U Pa3BUTHs (POpMyIsipa TOKYMEHTa;

— [POAHAIU3UPOBATH MPOLIECC CKIIAJBIBAHUS U PA3BUTHS CUCTEM JTOKYMEHTALIUH;

— BBISIBUTHh W MOKa3aTh TEHACHIIMHM YHU(DHUKAIMK, CTAaHAAPTH3AIUN U KIacCH(PUKAIUU
KaK OTAENbHBIX ()OPM JOKYMEHTOB, TaK U CUCTEM JIOKyMEHTAILIUU B I[EJIOM;

— TIOKa3aTh COBPEMEHHBIE TPEOOBAHUS K COCTABJICHUIO U O(POPMIICHHIO IOKYMEHTOB;

— TPUBUTH HABBIKM aHAJIW3a JIOKYMEHTA;

— TPUBUTHh HABBIKM COCTaBJICHUS JIOOBIX BHJIOB JOKYMEHTOB M MPOEKTUPOBAHUSA
YHUPUIIMPOBAHHBIX  (HOpPM  JTOKYMEHTOB, CHCTEM JOKYMEHTAlMd U HWHPOPMAIIMOHHO-

,Z[OKYMGHTaI_II/IOHHOf/'I CUCTCMBI YUPCIKIACHHUA B IICJIOM.

1.2. ®opmupyeMble KOMIETCHIHH, COOTHECEHHbIe C INUIAHHPYEeMbIMH pe3yJbTaTaMH

00yueHus1 M0 TUCHUILINHE (MOIYJII0):

Koambt Coaepxxanue Ilepeyenn IVIAHUPYEMbIX  pPe3yJabTAaTOB
KOMIIETEHIIU | KOMIEeTeHHH 00y4eHHUsI 110 NUCHHILINHE
OK 4 CrniocoOHOCTB 3HaTh: OTpaciy MpaBa, HCTOPHIO UX (OPMHUPOBAHUS

HCTOJIb30BaTh OCHOBBI | ¥ pa3sutus B Poccun
MpaBOBEIX  3HAHWUU B

PasIIMUHBIX cepax YMeTh: UCIoNb30BaTh 3HAHUS B 00JIaCTH MpaBa U
eSTCIBHOCTH MPaBOBBIE pecypchl B MPO(hecCHOHATBHOM
NEeSITENTbHOCTH

Bnanmerp: HaBBIKAMH TIOMCKa W HUCIIOJIB30BaHHUS
npaBoBOH WHGOpPMAaUUM A pELIeHds 3a1ad
npodecCHOHAIBHON e TeTLHOCTH

OIIK 1 CriocoOHOCTH 3HaTh: OCHOBHBIC METOJIbI U CPEICTBA MPOBEACHUS
HUCTOJIb30BATh TEOPETUYCCKHUX HCCIICTOBAHUIMA

TEOPETUYCCKHUE 3HAHUS H
METOJIBI MCCIIEIOBAHMS HA YMeTh: MPUMEHSTD MOTy4YEHHBIE TEOPECTUICCKHE
3HAHUS JJIs pelICHHS 33]1a4 MPO(eCCHOHATBHOMN




IMPAKTHUKE JACATCIBbHOCTH

Bragers: HaBbIKaMHM MpPOBEIAECHHUA TEOPETHUYECKUX
HCCIIeIOBaHUH B paMKax  o0pa3oBaTeNbHOrO
mporecca ©  JanpHeWmed mpodeccHoHaTBHON
JIeSITEIbHOCTH

1.3. MecTto AucHMILUINHBI (MOYJIs1) B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM IPOrPaMMBbI
HucuurmuimHa (Monynb) «JloKyMeHTOBeIeHHe» OTHOCHTCA K 0a30Boil vactu Ojoka
JTUCUUIUINH Y4eOHOTO TUIaHa.
JUis OCBOGHHUSI UCIHMIUIMHBI HEOOXOAWMBI KOMIIETEHIIMH, C(HOPMUPOBAHHBIE B XOJ€
n3yueHus caepyroommx gucuuiuind: Mceropust Poccun XIX — Hawana XX Beka, YmpasiieHHE
JOKyMEHTaMH Kak 007acTb Npo(ecCHOHAIBHOW NesSTeNbHOCTH, JIOKyMEHTHasi JTHMHTBUCTHKA,

I'ocynapcTBennslii anmapat Poccuiickoil uMnepuu: Teopusi 1 mpodieMaTriKa UCCIeT0BAHHA.

B pesynbTare 0CBOCHMS TUCHMILIMHBI (POPMHUPYIOTCS KOMIIETEHIIMH, HEOOXOAUMBIE ISt
W3YYEHHUs CIAEAYIOUMX JUCLUILIMH U MPOXO0XKAeHUs NpakTuk: Opranuzanus u rexsoaorus 10V,
KanpoBoe nenonpousBoAcTBO, Jlenompon3BOACTBO B OpraHax IOCYJAapCTBEHHOM BIIACTH U
MECTHOTO CaMOyIpaBiieHHus, JlOKyMEHTUPOBAaHHE IPOXOXKIECHUS TOCYAAPCTBEHHOW CIyXkOBI,
JIOKyMEHTUPOBAaHUE  JEATEIBHOCTH HEroCyAapCTBEHHBIX OopraHu3anui, Meroauka
pammonanm3anu  JIOY, OpraHu3allnOHHO-JOKYMEHTALMOHHOE O0ecleYeHne IesITeIbHOCTH
pykoBoautensi, Konpunenunanbnoe nenonpounsBoacTBo, Opranusanus padboThl ¢ 0OpalieHUsIMH
IpaKJaH, Perynuposanue JOKYMEHTAllHUOHHOT O obecrieueHUs yIIpaBICHUSA B
aMMHHUCTPATUBHBIX pErilaMEHTaX, OJEKTPOHHBIM [TOKYMEHT M DJJIEKTpPOHHas MOJAIUCh B

3aKOHOOATCIIbCTBE.

2. CTpyKTypa AMCHMINIMHBI (MOLYJI51)

Cmpykmypa oucyunaunsl (Mooyns) 0na ounou gropmul odyuenusn (2019 200 navopa)

OO0mast Tpy10EMKOCTb AUCLUITIMHEL COCcTaBisieT 8 3.e., 288 4., B TOM uHciie KOHTaKTHas paboTta
oOyyaromuxcs ¢ npenofasaresnieM 112 4., npomexyTo4Has arrectamus 18 u.,
caMmocTosTeIbHas paboTa 00yJarommxcs, B T.4. KypcoBas padota _ 158 w.

Bunsl yueOHoit paboThI dopmbl
Ne Paznen TEeKYIIETO
B (B wacax) Y
0/0 | AUCUMILUIUHBL/ TEMBI 3 KOHTPOJIA
é, KOHTaKTHasI O | YcHmeBaeMocTH,




) o) R popma
% ;mi é ‘E IIPOMEKYTOUHOU
< = E w % «| B § aTTecTaluu (10
= = EE|gE| 28 cemecmpam)
5 |3 |[EES|€ 2|53
= O |E8|5 8 &
[Ipenmer, 23 |4 0 4 onpoc
CoJiep>KaHue, 3aJauu
Kypca
HcTounuku u|23 |4 0 10 onuy
JTUTEepaTypa 1o Kypcy KOHMPOIbHASL
paboma
JIOKyMeHT, ero |23 |4 4 10 - onpoc
GyHKIMM, TOHATHUSA
JOKYMEHT u
uHpopManus
Croco0bl 23 |4 4 10 KOHMPONbHAS
JOKYMEHTUPOBAHHUS paboma
u MaTepUuaabHbIC
HOCHTEIU
uHpopManuu
[IpusHaku 23 |2 0 4 onpoc
JOKYMEHTA!
OpPUTHHAIILHOCTb,
MTOJTMHHOCTb,
KOTIUMHOCTD
DopmyJisap 23 |10 16 36 ouy
JOKYMEHTa U  €ro KOHMPOIbHASL
COCTaBHBIE YacTH. paboma
Uctopust  pasBurus
bopmysipa
JOKYMCHTA: umozosas
16-17 Bexa, KOHMpPOJIbHAS
18 Bek, paboma,
19 Bek, npocmasnenue
20 Bek 3avema
DopmyJisap 23 |8 8 10 mecmuposanue
COBPEMEHHOTO
yIpaBIECHIECKOTO
JOKYMEHTA: TpaBuIia
odopmiteHus
PEKBHU3UTOB
O6mue Tpebomanus | 2,3 | 4 0 8 onpoc

K TekcTy noKyMeHTa;
YHudukanus TekcTa




JOKYMEHTA
9 Cucrtembl 23 |4 0 20 Koumponvnas
JOKYMCHTAIHU, paboma
CKJIQJIbIBAaHUE
CUCTEM,
YHU(DUITUPOBAHHbIE
CUCTEMBI
JOKYMEHTAIUU
10 | Opranmzamuonnsie, | 2,3 |8 20 20 Ipuem
pacnopsANTeIbHbIC U NPaKmudecKux
MH(POPMALMOHHO- 3a0anul
CIIPaBOYHBIE
JTOKYMEHTBI
11 | CoBepiieHncrBoBanue | 2,3 | 2 0 10 onpoc
JOKYMEHTAI[MOHHBIX
MPOLIECCOB,
UCTIOJIb30BaHUE
HOBBIX
MH(POPMALIMOHHBIX
TEXHOJIOTUH B
JOKYMEHTHUPOBaHUU
12 | Komruiekcel 23 |2 4 16 Omuem 0
,Z[OKyMeHTOB; noceweHuu
Hay4no- apxusa
UCTOpUYECKas u UMO206a5
MpaKTUIeCKast KOHMPObHASL
LIEHHOCTh JOKYMEHTA paboma,
npogedeHue
YCMHO2SO IK3AMEHA
18 umoeoeas
9K3AMEH KOHMPONbHAS
paboma
UTOTO: 56 56 18 158

Cmpykmypa oucuyuniunvt (Mo0y1s) 014 04HO-3A04HOU PopMbl 00YUeHUA

(2017 200 naodopa)

OO0mast Tpy10EMKOCTb AUCLUITIMHEL cocTaBisieT 6 3.e., 216 4., B TOM umcie KOHTaKkTHas paboTta
oOyuaromuxcs ¢ npenogasaresnieM 60 4., mpoMexxyTouHas artectaumsa 18 4.,
caMocTosTeIbHas paboTa 00yJaromuxcs, B T.4. KypcoBas padota _ 138 w.




Bunsl yueOHoit paboThI Dopst
(B wacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHAas -
No Pasnen _ % yCIIeBaeMOCTH,
0/l | AUCUUILTHHBI/ TEMbI c@a ‘é Ci’ % é g dopma )
. 3 = ; g S S MIPOMEKYTOIHOMN
= ~ = & 5[5 & g £| 8 9 arrecramun (no
§ E S % = § = 25 2 cemecmpam)
() 0 () 2 f|s Bl =80
Q = Q E s8R & =
1 [Ipenmer, 23 |2 0 12 onpoc
CoJiep>KaHue, 3aJauu
Kypca
2 HcTounuku u|23 |2 0 10 onuy
JIMTeparypa no Kypcy KOHMpPOIbHAA
paboma
3 JIoKyMeHT, ero |23 |4 4 10 - onpoc
GyHKIMM, TOHATHUSA
JOKYMEHT u
uHpopManus
4 Croco0bl 23 | 4 6 10 KOHMPONbHAS
JOKYMEHTUPOBAHHUS paboma
u MaTepuaabHbIC
HOCHTEIU
uHpopManuu
5 [Ipusnaku 23 |2 0 14 onpoc
JIOKYMEHTA!
OpPUTHHAIILHOCTb,
MOITTUHHOCT,
KONUHUHOCTD
6 dopmytsip 23 | 4 4 16 onuy
JOKYMEHTa U  €ro KOHMPOLbHAS
COCTaBHBIE YacTH. paboma
Uctopust  pasBurus
bopmysipa
JOKYMEHTA! umo2osas
16-17 Beka, KOHMPOTIbHAS
18 BCK, pa60ma’
19 Bek, npocmasnenue
20 Bek 3auema




7 DopMmysp 23 | 4 8 12 mecmuposanue
COBPEMEHHOTO
yIpaBIECHIECKOTO
JOKYMEHTA: TpaBHIia
odopmiteHus
PEKBU3UTOB
8 O6mue Tpebomanus | 2,3 | 4 12 onpoc
K TekcTy nokyMeHTa;
YHudukanus TekcTa
JTOKyMEHTa
9 Cucrtembl 23 |2 12 Koumponvnas
IOKYMEHTAllHH; paboma
CKJIa/IbIBAHUE
CHCTEM,
YHU(DUITUPOBAHHbIE
CHCTEMBI
JOKYMEHTAIUU
10 | Opranmzamuonnsie, | 2,3 |2 8 10 Ipuem
pacnopsANTeIbHbIC U NPAKmMu4ecKux
MH(POPMALIMOHHO- 3a0anutl
CIIPaBOYHBIE
JTOKYMEHTBI
11 | CoBepiueHncrBoBanue | 2,3 | 2 10 onpoc
JTOKYMEHTAI[MOHHBIX
MIPOIIECCOB,
UCTIOJIb30BaHUE
HOBBIX
MH(POPMALIMOHHBIX
TEXHOJIOTHI B
JTOKYMEHTHUPOBaHUHU
12 | Komruiekcel 23 |2 4 10 Omuem 0
JOKYMEHTOB; nocewjenuu
Hay4yno- apxuea
UCTOpUYECKast u UMO206as.
HPaKTHICCKAA KOHMPONbHA
LIEHHOCTh JOKYMEHTA paboma,
npogedeHue
YCMHO20 IK3aMeHA
2,3 18 Umoz206as
9K3AMEH KOHMPObHAS
paboma
UTOTO: 30 10 20 18 138
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(2019 200 naoopa)

OO0mast TpyT0oEMKOCTb AUCLUITIMHBL COCTaBIsAeT 8 3.e., 288 4., B TOM umcie KOHTaKTHas paboTta
oOyuaromuxcs ¢ npenogasaresnieM 64 4., mpoMexyTodHas artectaums 18 4.,
caMmocTosTeIbHas paboTa 00yJaromumxcs, B T.4. KypcoBas padota _ 206 u.

Bunsl yueOHoi paboThI

DopMBbI
(B wacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHas -
No Pasnen 3 yCIIEBAEMOCTH,
w| 4
/Tl | TUCHUTUTMHBI/TEMBI QE, oé Ci % é g bopma ]
. 3 = ; g S S MIPOMEKYTOTHOMN
% E S E = é = ng 23 9 arTecTaluu (no
% g % é E L§ E é g § cemecmpam)
o |5 O =E8|5 8 =
1 [Ipenmer, 23 |2 0 12 onpoc
CoJiep>KaHue, 3aJauu
Kypca
2 HcTounuku u|23 |2 0 10 onuy
JIMTepaTypa mo Kypcy KOHMpPOTbHAA
paboma
3 JIoKyMeHT, ero |23 |4 4 10 - onpoc
GyHKIMM, TOHATHUSA
JOKYMEHT u
uHpopManus
4 Croco0bl 23 |4 4 10 KOHMPOJIbHASL
JOKYMEHTUPOBAHHUS paboma
u MaTepuaIbHbIC
HOCHTEIU
uHpopManuu
5 [IpusHaku 23 |2 0 14 onpoc
JOKYMEHTA!
OpPUTHHAIILHOCTb,
MOITTUHHOCT,
KOMTUMHOCTD
6 | ®opmymsp 23 |4 4 36 oy
,Z[OKyMeHTa )41 €ro KOHmMPOJIbHAA
COCTaBHBIEC YaCTH. paboma
Hcropus  paszButus
bopmysipa
,Z[OKyMeHTa: umocoeas
16-17 Beka, KOHMpPOJIbHAS
18 Bek, paboma,
19 Bek, npocmasnenue
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20 Bex 3auema
7 Dopmysp 2,3 8 20 mecmuposanue
COBPEMEHHOTO
yIPaBJIEHYECKOTO
JOKyMEHTa: MpaBuia
odopmiteHus
PEKBU3UTOB
8 O6mue TpeboBanus | 2,3 0 18 onpoc
K TekcTty nokyMeHTa;
YHudukanus TekcTa
JOKyMEHTa
9 Cucrtembl 2.3 0 20 Koumponvnas
IOKYMEHTAallNH; paboma
CKJIaJIbIBAHUE
CHCTEM,
YHU(DUITUPOBAHHbIE
CHCTEMBI
JTOKYMEHTAIUH
10 | Opranmszanuonusie, | 2,3 8 20 Ipuem
pacnopsIuTeabHbIC U NPAKmu4ecKux
MH(POPMALIMOHHO- 3a0anul
CIpaBOYHbBIE
JTOKYMEHTBI
11 | CosepiueHncrBoBanue | 2,3 0 20 onpoc
JTOKYMEHTAIIUOHHBIX
MIPOIIECCOB,
UCTIOJIb30BaHUE
HOBBIX
MH(POPMALIMOHHBIX
TEXHOJIOT U1 B
JTOKYMEHTHPOBAHUH
12 | Komruiekcel 2,3 4 16 Omuem 0
JIOKYMCHTOB,; nocewenuu
Hayuno- apxuea
UCTOpHUYECKast u UMO206US
HIPaKTHICCKAA KOHMPONbHA
LIEHHOCTh JOKYMEHTa paboma,
npogedeHue
YCMHO20 IK3aMeHA
2,3 18 Umoz206as
IK3AMEH KOHMPOTbHAS
paboma
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UTOrO: 32 32 18 206

Cmpykmypa oucuyuniaunvt (MoOy1s) 01s 3a04HOU hopmbl 00yUeHUA
(2017 200 nadopa)

OO0mast Tpy10EMKOCTb AUCLUIIMHEL cocTaBmsieT 6 3.e., 216 4., B TOM umcie KOHTaKkTHas paboTta
oOyyaromuxcs ¢ npenogasaresnieM 24 4., MPOMEXYTOUHas aTTecTanus 9 4.,
caMocTosTeIbHas paboTa 00yJaromuxcs, B T.4. KypcoBas padota _ 183 w.

Bunsl yueOHoit paboThI Dopsr
(B wacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHAas -
No Pasnen 3 yCIIEBaEMOCTH,
w| 4
/0 | AMCUUIUINHBI/ TEMBI QE, oé Ci % é g bopma ]
. S = ; § 2 MIPOMEKYTOTHOMN
% = = E 5 é =| 2 g 32 9y aTTecTaluH (1o
% % % é E L§ E é ; § cemecmpam)
O = O =8[58 i
1 [Ipenmer, 23 |2 0 34 onpoc
CoJiep>KaHue, 3aJadu
Kypca Hcrounuku u
JTUTEepaTypa o Kypey
2 JIOKyMeHT, ero |23 |2 0 30 onuy
GyHKIMH, TOHATHUSA KOHMPOLbHAS
JOKYMEHT u paboma
uHpopManus
CriocoOsr
JTOKYMEHTUPOBaHUS
u MaTepuaIbHbIe
HOCHTEI!
uHpopManuu
3 dopmyisip 23 |2 4 30 onuy
JOKYMEHTa U  €ro KOHMPOLbHAS
COCTaBHBIEC YaCTH. paboma
Hcropus  pasBurus
bopmysipa
JTIOKYMEHTA! umo206ast
16-17 Beka, KOHMPOTIbHAS
18 Bek, paboma,
19 Bek, npocmasnenue
20 Bek 3auema
4 DopMmysp 2,3 |2 4 20 mecmuposanue
COBPEMEHHOTO
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YIPaBJIEHUYECKOTO
JOKYMEHTA: TpaBHiia
odopmiteHus
PEKBU3UTOB
5 O6mue TpeOomanwms | 2,3 |2 0 27 onpoc
K TekcTy nokyMeHTa;
YHudukanus TeKcTa
JIOKyMEHTA
6 Cucrtembl 23 |2 4 26 onpoc
JOKYMEHTAIUH;
CKJIa/IbIBAHUE
CUCTEM,
YHU(DUITUPOBAHHbIE
CHUCTEMBI
JIOKyMEHTAIlUU
7 Opranuzanuonssie, | 2,3 4 20 umo206as
pacropsiAUTENbHbIE U KOHMPOTbHAS
MH(POPMALMOHHO- paboma
CIIpaBOYHbIC
JIOKYMEHTBI
OK3AMEH 2,3 9
UTOTO: 12 12 9 183
(2018 200 naoopa)
OO0mast Tpy10EMKOCTb AUCLUITIMHEL cCOCcTaBisieT 8 3.e., 288 4., B TOM uHciie KOHTaKTHas paboTta
00yuaroIuxcs ¢ npenojasarenieM 32 4., IPOMEXKYTOYHAs aTTecTaius 9 .,
CaMOCTOsITENbHAst paboTa 00yJarOIIKMXCs, B T.4. KypcoBas pabora 247 4.
Bunsr yueOHOM paboThI
Y P DopMBbI
(B wacax) TEKYIIETO
KOHTPOJIA
KOHTaKTHAas -
No Pazzen 3 yCIIEBAEMOCTH,
= )
/1 WCITUTUTAHBI/ TEMBI ) ; =
S ) % £ 5 3| npomexyrouHoii
& S
= = § > =5 5 2 E Q & aTTecTaluu (1o
3 E o,
o S = E| 5 © =
2 g = x = 3 = &= B cemecmpam)
() () () a5 5|8 O
Q = Q S =
1 [Ipenmer, 23 |2 0 44 onpoc
coJiepkaHue, 3aaauu
Kypca Hcrounuku u
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JUTepaTypa 1o Kypey

JIOKyMeHT, €ro
GyHKIMH, TOHATHUSA
JTOKYMEHT u
uHpopManus
Cnoco6bt
JTOKYMEHTUPOBAHHS
u MaTepHalibHbIC
HOCHUTEIN
uHpopMauu

2,3

40

onuy
KOHMPOTIbHAS
paboma

Dopmysp
JOKYMEHTa U  €ro
COCTAaBHbIE  YaCTH.
Hcropus  pasBurus
bopmysipa
JOKYMEHTA!

16-17 Beka,

18 Bek,

19 Bek,

20 Bex

2,3

30

onuy
KOHMPOTIbHAS
paboma

Umoeoeas
KOHMPOJIbHASL
paboma,
npocmaenenue
3auema

Dopmysp
COBPEMEHHOTO
YIIPaBICHYECKOTO
JOKYyMEHTa: TIpaBHiIa
odopmiteHus
PECKBH3HTOB

2,3

30

mecmupoeaHue

Oo6ume TpebGoBanus
K TekcTy nokyMeHTa;
YHudukanus TeKcTa
JTOKyMEHTa

2,3

37

onpoc

Cucremsl
JOKyMEHTAIUH;
CKJIaJIbIBAaHUE
CHCTEM,
YHU(DUITUPOBAHHbIE
CHCTEMBI
JTOKYMEHTAIUH

2,3

36

onpoc

OpranuszaivoHHbIE,
pacropsIuTeIbHbIC 1
MH(POPMALMOHHO-
CIpaBOYHbBIE
JTOKYMEHTBI

2,3

30

umozogas
KOHMPONbHAS
paboma

IOK3AMEH

2,3
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UTOTO: 16 16 9 247
3. Copep:kanue TUCHUNIMHBI (MOLYJIs1)

Ne | HammeHnoBanue pasaesa Coaepxanue
AUCHUTLTHHBI

1 | Pazoen 1 Ha3snauenue 1.1.  Ilpenmer, conepkaHue,  3aJadu
OUCUUNIIUHBL,  UCHMOYHUKU U | TUCLUIUIMHBI U METOABI €€ U3yUEHUS.
Jaumepamypa JoxymeHT - OCHOBHOM O00BEKT

JOKYMEHTOBEIUYECKUX HCCIICIOBAHUM. Ponp

JOKyMEHTa B JKM3HM 4eJOBEKa U OOIIEeCTBa.
JlokyMeHTHI B cepe mpaBa u ynpasieHus. Bnusaue
Hay4YHO-TEXHUYECKOM PEBOJIIOLUMU HA pa3BUTHE
bopmysipa

HayuHo-ucropruyeckass M IpakTH4ecKas LIEHHOCTb

AOKYMCHTA. PazButne JOKYMCHTA.

JTOKyMEHTA. Metonbt UCCIICTOBAHMUS
JOKyMEHTOBeI4eckux mnpobsueM. OOieHay4yHble U
cnenuanbHble Metoabl. CTaHOBJICHHWE M DPa3BHTHE
JOKYMEHTOBE/ICHUSI KaK HAay4YHOH JIUCIMILIMHBI.
CBs3b TOKYMEHTOBE/ICHUS ¢ Teopuell nH(OpMaIHH,
apXUBOBEICHUEM u UCTOYHHUKOBE/ICHUEM.
Hcnons3oBaHue JOKYMEHTOBEACHUEM IOCTHKCHUHN
UHPOPMATUKH, HUCTOPUUYECKOU

HayKH, IIpaBa,

JIMHTBUCTUKH, TEOPUM YIPaBICHUS M JOPYTHX
Hay4HbIX JUCLHUIUIMH. POJIb NOKYMEHTOBEIEHUS B
COBEPIICHCTBOBAHUU IIPOLIECCOB YIIPABICHHUS.

1.2. McTouHuku U autepaTypa

3aKkOoHOAATENbHBIE  AKThl, HOPMAaTUBHBIE
Marepuansl XVI — nHau. XX B. IIuceMOBHUKH.
Mertoauyeckne paszpabotku. PykoBojnctBa 1O
NCJIONPOU3BOICTBY.

3aKkOoHOAATENbHbIE, IIPABOBbIE  aKThl MU
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HOPMAaTUBHO-MCTOAUYCCKHUC JOKYMCHTBIL
Poccuiickoi denepanuu. Konctutynus
Poccuiickoit denepauuu. Konekcnl PO,

KOHCTUTYIIMOHHBIE U (peiepalibHbIe 3aKOHBI, YKa3bl,
IlocTanoBieHus [IpaBurenbcTBa u HWHBIC
HOpPMaTHBHBIE  JOKYMEHTHL.  ['OCylnapCTBEHHbIE
CTaHJapThI, HOPMAaTHUBHO-METO/INYECKHE
JIOKYMEHTBI — PETJIaMEHThI, MPaBUIIa, HHCTPYKIIUHA U
np. Ilepmonuueckue  w3manus.  CrpaBOuYHBbIE

n3nanus. Jlureparypa.

Pa3zoen 2 /lokymenm, ezo pynkyuu

U CnOCOObl OOKYMEHMUPOBAHUA

2.1. IlousaTus «uHGOPMALIUD» U «TOKYMEHT»

[TonsatTus «uHbOpMALUA» M  «IOKYMEHT).
CBs3p  umHpOpMauMu U JOKyMeHTa.  Pomb
uHPOpPMALlUM B COLMAIBHBIX M HKOHOMHUYECKUX
nporeccax. MHdopmanus kKak OCHOBa NPUHATHSA
YIIPABJICHYECKOI'O PELLICHUS.

Bo3HukHOBeHME JOKYMEHTA, €ero
Ha3HA4YCHUE. IlonsTue «JIOKYMEHTY, €ero
Tpanchopmanys. JJOKyMeHT - 00bEKT UCCIIETOBAHMS
TEOPETUYECKUX U NPUKIAJHBIX  JUCLMIUIMH.
IIpaBoBon, YIIPaBICHYECKUI HUCTOPUYECKUI
acCIeKThl B OINpEeNeIeHUN NOKymeHTa. Pacmupenue
MOHATHSL «IOKYMEHT» C pa3BUTHEM HAyKu W
TeXHUKU. IlIOHATHE «DBIIEKTPOHHBIA JOKYMEHT).
OnpeneneHne JOKyMEHTa B TOCYJapCTBEHHBIX
CTaHJapTax. [lonsTue «JIOKyMEHT» B
JOKYMEHTOBEACHUH.

3aKoHOJATENIbHBIC aKThl 00 0053aTENILHOCTH
JOKyMeHTUpoBaHus  uHpopmarmu. HasHauenue
JOKyMEHTHOW uH(popMmaru. DPakTopbl, BIUSAIOLINE
Ha UWHPOPMALMOHHYI0 ULEHHOCTh JOKYMEHTOB.

3aBHCUMOCTh LEHHOCTH MH(OPMAIUK OT MOJHOTHI,
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O00BEKTUBHOCTH, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH
nepefayd M TOJTYYEHHUs, MEePHOAUYHOCTH WU
qyacToThl nepenaun. OmepaTuBHAs U HCTOpUYECKas
(peTpocriekTUBHAs) TOKYMEHTHass HUH(pOpMAIHs Kak
enrHas MHQOPMaIIMOHHAs CUCTEMA.

2.2. ®yHKIUHU TOKYMEHTOB

[TonsiTue «pyHKIIUSA JOKYMEHTa.
3aBHCUMOCTh  TOHSTHA  «JOKYMEHT» OT €ro
byHKIMN. 3HaueHue U3Y4YECHHUS byHKIUN
JOKYMEHTA. WNudopmannonHas byHKUIMSA
JOKyMEHTa Kak CpEACTBO  3alledyaTsIeHUuss U
coxpaHenuss uHpopmauuu. CouumanbHas (QYHKIUS
nokymeHnrta. KynpTypHas (yHKIUS JTOKyMEHTA.
KommyHukatuBHas  (QyHKIHS  KaKk  CPEICTBO
nepeaayu UHHOPMAIHH.

VYnpaienueckas GyHKIUS U €€ 3HAaUCHUE B
opranuzanuu ynpasineHus. [IpaBoBas ¢yHKUuMS.
Oyuknua  yuyera. @DyHKIMA  JOKYMEHTa  Kak
HUCTOPUYECKOTO HCTOYHHUKA. (DYHKUUU TOCTOSHHO
JeicTByOmMe U (YHKLIUU ONepaTuBHbIe BrusHue
GyHKUIMH ~ TOKyMEHTa Ha  €ro  CTPYKTYpY.
[TonndpyHKINOHATBHOCTh JOKYMEHTA.

2.3. Crioco0Obl TOKyMEHTHPOBAHHUS

3ByKoBasi peyb, €€ BO3MOXHOCTH U
HEJIOCTaTKW B 3aKpeIUICHUHM M Ieperade
uHpopmanuu. [IpeamMeTHsIi U 3HAKOBBIN CHOCOOBI
nepegayn  cooOmienuit.  IloHsTHE — «cmocoO»
JNOKyMeHTUpoBaHus.  Mcropuueckuii — xapakrep
JOKYMEHTOB M  JOKYMEHTHPOBaHHUS.  DTaIbl
pa3BUTHS CIIOCOOOB IOKYMEHTHPOBAHUSI.

HauepratenbHplii  croco0 3akperjieHus |
nepenayn uHpOpMaLUH. TexkcToBoe

JIOKyMeHTHupoBaHue. [IukTorpapuyueckoe NUCbMO U




18

ero ocobenHoctu. Jlororpagpuyeckoe MUCHMO
(umeorpaduveckoe MHCHMO), €ro JTOCTOMHCTBA U
HegocTaTku. [IpuMeHeHHe TUKTOrpa@uueckoro u
nmororpauueckoro MHChMa B HACTOSIIEE BpeMsl.
CrnoroBoe mucbMo. Bo3HukHOBEeHHE (POHETHIECKOTO
(OyKBEHHOTO) MUCHMA.

PazButue rpaduku  pycckoro - mUChMA.

Crenorpadus. ITpumenenune TEKCTOBOTO
JOKYMEHTUPOBAHUS.
TexHnueckoe JIOKYMEHTHPOBAHHUE.

OCHOBHBIE TpPYyMIbl TEXHUYECKOH JTOKYMEHTAIHH.
Bunsl  TexHuueckux — AoKyMmMeHTOB.  Obmactu
NPUMEHEHHS TEXHUYECKOTO TOKYMEHTHPOBAHUSI.
DoTOIOKYMEHTUPOBAHHE. 3HayeHue
¢dororpaduu kak crnocoda pukcaruu UHHOPMAIHH.

[Tpumenenne poTOIOKYMEHTOB.

KuHOnOKyMEHTHpOBaHUE. ITonsTue
«KUHOJOKYMEHT). Bunst KWMHOJIOKYMEHTOB.
Buneosanucs.

DOHOJOKYMEHTUPOBAHUE. Ero

0c00eHHOCTH, 00J1aCTH PUMEHEHUSI.
JlokyMeHTHpOBaHUE c IIPUMEHEHUEM
MH(POPMALMOHHO-JIOTHYECKUX MAIlUH.
CoBpeMeHHbIE CIIOCOOBI JOKYMEHTHPOBAHUS
C MCIIOJIb30BAaHUEM HOBBIX TEXHOJIOTUH.
2.4.MatepuasibHble HOCUTENU UH()OPMAIIH
Hocutenu  undopmanmu.  /IpeBHeiimue
MaTepHualbl UId MMchMa Martepuansl A NHcbMa B
[lepenneit  A3um  (KIMHONMCHBIE — TaOJIUYKH).
W3roroBnenne ¥~ NpPUMEHEHUE  Ianupyca.
Hcnonb3oBanue uis NMUCbMa IepraMmeHTa, 0epecTsl
U Jpyrux marepuaioB. M3o0perenue Oymaru, ee

JOCTOMHCTBA, OGYCJIOBI/IBI_HI/IG IMOBCEMCCTHOCTD
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pacnpocTtpaneHusi. BopsiHble 3HAKU ((PUIMTpaHu).
CpenctBa u opyaus NUCbMa W HMX BJIUSHUE Ha

pa3BuTHE rpaduKu MHCHMA.

Marepuaist JUIS TEXHUYECKOTO
JOKYMEHTUPOBAHMUS. Marepuainst JUIS
(OTOKMHOIOKYMEHTHPOBAHHUS. Buneorpammel.
Marepuainst JUIS (OHOTOKYMEHTHPOBAHUS.

Komnbrotepasie HOcuTenu uHpopMaiuu. BrusHue
HocuTenss HMH(OpManmuMM Ha JIOJITOBEYHOCTh U

CTOUMOCTb NOKYMCHTA.

Paszoen 3 Ilpusnaku 0okymenma

3.1. OpuruHajIbHOCTb JOKYMEHTA

ITonsiTue opurmHasna, NpU3HAKU OPUTHHAJIA.
YMHOKEHHbIE OpUrMHaNIbl. YepHOBUKHU U OEIOBUKH
TEKCTOBBIX JOKYMEHTOB. ABTOrpadsl. Penakium.
OpuruHanbl KHHO B (OTOJOKYMEHTOB. OpUTHHAIBI
(OHOTOKYMEHTOB. OpuruHansl  TEXHUYECKHX
JOKYMEHTOB, OPUTMHAJI IEKTPOHHOI'O JOKYMEHTA.

Ilonsitne «nommuHHuK». [lomuHHBIE W
MOJUIOKHBIE JTOKYMEHTHI. Buabl Qanscuduxanmuu
JOKYMEHTOB. danbcuduranms COJIepKaHusl.
Nutepnosanus danbcupukanms cocTaBa
yJIOCTOBEpeHHsI, OJIaHKa.

3.2. KonuiiHoCcTh JOKYMEHTa

ITonsTusa «xonwus». Mcropudeckoe pa3BUTHE
Konuii. Bunel xomuii, ornpenenseMbie criocoooM ux
BocnpousBeeHus. Konuu, pa3nmuaumseie 0 Coco0y
ux ynocroBeperus. [lopsmgok odopmieHus: KOMuit.

IOpunnueckas cuna xornuid. JlyGnukar.

Pazoen 4 Cmpykmypa 0oKymenma

4.1. ®opMynsip JOKyMEHTA M €ro COCTaBHBIE
4acTH

Ilonsitue  «pexBusut». llocTosHHBIE WU
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nepeMeHHble pekBU3MUTHL [lonatne «dopmysipa
JOKYMEHTa. Ocobennoctu dopmymsapa
JOKYMEHTOB, TIOJTYYEHHBIX PA3JIMYHBIMH CIIOCOOAMHU
JOKYMEHTUPOBaHUs (TEKCTOBBIMH, MAIIMHHBIMH,
KHHO-, ¢doro-, ¢doHo-, TEXHUUYECKHUMHU).
WNHpuBuyansHbINA u TUIIOBOM bopmysip
nokymenrta. ®@opmyisip — oOpaser, ero 3agadd B
yHU(UKAIUU TPeOOBAaHUM K PEKBU3UTAM JTOKYMEHTA
U UX PACIOIOKEHUIO.

4.2. Co3maHue M pa3BUTHE TPAIULMOHHON
(hOpMBI TOKyMEHTa

@opMyslp TEKCTOBOro aokymeHra XVI -
XVII BB. BumsHue Ttpaaunuii M 3aKOHa Ha
cKiagsiBanue (opmyisipa nokymeHta. Crneuudpuka
0003HaYeHUs HAUMEHOBAaHUS BHUAA JIOKYMEHTA,
yKa3aHWE aBTOpa M COCTaBUTENS JOKYMEHTA.
O6o3nauenue anpecata. OcoOEHHOCTH MAaTUPOBKU
JOKymMeHTa. Mecro W Xapakrep  NOAINUCER
JOKYMEHTA, «CIpPaBbl» M «IPUIIUCH», ABTOPCKAs
noAnuck. Buasl neuareit. OTMETKH Ha JOKYMEHTaX.
TpaguIMOHHO CIIOXMBIIAsACA CTPYKTypa TEKCTa U
0COOEHHOCTH H3JIOKEHHS COJCPKAHUS PA3TUUHBIX
BHUJIOB JIOKyMEHTOB.

®opmyisip TekctoBoro gokymenra XVIII B.

3aKkOHOAATEIbHbIE U HOPMAaTHBHBIE AKThI O
COCTaBJICHUH U 0(OPMIICHIH TOKYMEHTOB. BiusHue
UEpApXUH «BJIACTEM U MECT» Ha pa3BUTHE BUAOB U
pasHoBHUIHOCTeH. OO03HaYeHHE aBTOpa U €r0 MECTO
B (hopMyJIsipe TOKyMEHTA.

Tekct mokymeHrta. Ponp 3akoHOAATENBHBIX
aktoB XVII B. B yHu}ukaumm  Tekcra
OIpECIEHHBIX BUIOB JOKyMEHTOB. [I1MCbMOBHUKH,
cOOpHUKM O00pa3lOBBIX TEKCTOB. 3arojloBOK K

TCKCTY, €TO HA3HAYCHUC U MCCTO. CerHa. IleuaTtu n
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IpaBwia NoJb30BaHUs UMHU. OTMETKHM, UX BHIBI,
Ha3HaueHHUE U MecTo B hopMyIisipe.

@opMyslp TEKCTOBOro aokyMmeHra XIX -
Hayayna XX BB.

PernameHTanus 3aKOHOJATEIBHBIMU AKTaMU
NopsiIka COCTaBJICHUS M O(GOPMIICHUS JTOKYMEHTOB
O06o3HaueHue BUIA, aBTOPAa JOKYMEHTOB, X MECTO
B ¢popmyisipe. [TosBinenue Onanka.

OcoOeHHOCTH aJipecoBaHMs JOKYMEHTOB M
opopmnenne pmatel. V3MeHeHHMe B MOpSAIKE
opopmieHuss ~ MOANMUCH  PaA3IMYHBIX  BUJOB
nokymeHToB. lIpocraBieHue mneuarei. Xapakrep
OTMETOK Ha JIOKyMEHTaX.

CrpyKTypa TeKkcTa JOKYMEHTA.

OobwerocyrapcTBeHHast yHHpUKAIHS
JOKYMEHTOB M CTPYKTYPbI TEKCTOB.

4.3. DopMmysp YIIPaBJICHYECKOTO
nokymenTa X X-XXI BB.

Bonpocel 10KyMEHTHpPOBaHMS, COCTaBICHMUS
1 opopMIIeHHUSI JOKYMEHTOB B 3aKOHOAATENbHBIX U
HOPMATHUBHBIX aKTaX. YHHU(QUKAUUS JOKYMEHTOB.
Bnyrtpusunosas yHH(pUKALIHS. PasButune
yHU(DUKAIMU W  CTaHIAPTU3AlUH  JOKYMEHTOB.
I'ocynapcTBeHHblE  CcTaHIapThl Ha  JIOKYMEHTHI.
OCOoOEHHOCTH OpPTraHU3aLMOHHO-PACTIOPSAUTEIBHBIX
JOKYMEHTOB. I'oCT P 7.0.97-2016
«Opranu3alnoHHO-pacopsiANTEIbHAs
nokymeHrtarus. TpeOoBanus K  o(opMIICHHUIO
JIOKYMEHTOBY. PexBu3nThI JIOKYMEHTOB,
nepeuuncisemsle B «IIpaBuiax Aen10npon3BOACTBA B
(benepanbHBIX OpraHax UCHOJIHUTEIBHOW BIACTU» U
“MeTonuYecKuX peKOMEHJAlMs 10 pa3paboTke
MHCTPYKIMHU 1O JIETONPOU3BOACTBY B (heiepaabHbIX

OpraHax MCIOJIHUTEIbHON BIACTH .
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bnank nmoxymenta. Buabl GmankoB. CocraB
OnmaHka, TOPSAOK pACHOJOXKEHUS PEKBHU3UTOB B
Onmanke. brmaHkM ¢ yIIOBBIM W MPOJOIBHBIM
pacIoJIOKEHUEM PEKBHU3UTOB. ITpaBuna
KOHCTPYUPOBaHUs OnaHka. bnanku c
n300pakeHHEM TOCyAapCTBEHHOro repba u repda
cyOBeKTa Qeaeparium.

ABTop nokymeHnta. Ilopsimox oOo3HavyeHHs
HAaUMEHOBAaHMsI OpraHU3alMU-aBTOpa JOKYMEHTA.
CropaBouHble JaHHBIE 00 aBTOpe, HUX COCTaB,
pa3mernieHrie Ha  OysiaHke.  ABTOpPBI  JIMYHBIX
nokyMeHToB. Iloamuch, meuaTh Kak IpPU3HAKU
aBTOpa.

Bun nmokymenrta, ero passutue. Bumsl
JOKYMEHTOB, OIpPEIENIsiEMble 3aKOHOIATEIbHBIMU U
HOPMAaTUBHBIMM akTaMu. CBsI3b BUIOB JOKYMEHTOB
U (QyHKUMH  ynpaBieHus.  YKa3aHME ~— BHUjA
JOKyMEHTa, €r0 MECTO U Ha3HaueHHue B (hopMmyisipe
JOKyMEHTa. 3aBUCUMOCTb (POPMBI TOKYMEHTa OT €ro
BUJA.

O6o03HaueHne aapecara. ITpaBuna
HaIMcaHMs ajzipecaTa U MECTO yKa3aHMs ajpecara B
bopmymsipe  noxymeHTta.  Otpaxenue  chepbl
JNEUCTBUAA JOKyMeHTa B ero anpecare. I[lopsmgox
oopmienus JIOKyMEHTa C HECKOJIbKUMU
anpecaramu. Ilopsagok odopmieHHss OYTOBOTO
azpeca.

Jata noxymeHTa. 3Haue€HHE JAaTUPOBAHUS
JOKYMEHTa. ABTOpCKHE  JaThl  (COCTaBJIEHHE,
MOJNNCAHUE), AaThl, OTHOCALIUECS K COACPKAHMIO.
JlaTel, XapakTepu3ylOIIUe »3JIeMeHTa (QopMyIspa.
Jlatel o0paboTku JOKYMEHTOB. [Topsimok
oopmienus aar.

CocraB yAOCTOBEPEHUS JIOKYMEHTOB.
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Hasnauenne noanucanus nokymeHToB. Ilpasuia
MOJANUCH  JOKYMEHTOB  pa3iIUYHbIX KaTEeropui.
Mecro moxamucu B GopMyJsipe  JIOKyMEHTA.
OnexktpoHHas moanuch. OTMeTKa 00 3JIEKTPOHHOMN
MOJIHUCH.

ITevatn m mx Ha3HaueHWe. Bunpl medartew.
I'ocynapcTBeHHas repOoBas reyarsb.
3aKOHOAATEIBCTBO 00 W3TOTOBJIEHUH "
II0JIb30BaHUN TiedaTssMu. llopspok mpocTaBieHMs
OTTHUCKA [I€YaTH Ha JOKyMEHTAaX.

VYTBepxkaenue  JokyMeHTOB.  CrocoOsl
yrBepxkaerus. CocraB  rpuda  yTBEpKICHHMA,
NopsiIoK ero odopmieHus, Mecto B (opmymsipe
JOKYMEHTA.

CornacoBanue noxymeHnTta. Ilopsaok u BUbI
cornacoBanusi. Busbl u rpu¢ corimacoBaHHs, HX
oopmienue, mecto B hopMyJIsipe TOKyMEHTA.

OrmeTkn Ha pokymeHTtax. WX poap B
IIPOXOXACHUM U HMCIOJIHEHUH JOKYMEHTAa, MECTO B
dopmymsipe  mokymenta. Ocoboe  Ha3HaueHHE
PE30ITIOINH (ykazaHus 1o HCIIOJIHEHUIO
JIOKyMeHTa). TpeOoBaHWE K COJACPXKAHUIO U
opopminennto. OTMETKH O B3ATUM JOKyMEHTa Ha
KOHTPOJIb, UCIIOJIHEHUH JIOKYMEHTA U JP.

4.4. TekcT TOKyMeHTa

ITonsiTnE ~ «TEKCT  JOKYMEHTa»  IIpH
pa3IMYHbIX croco0ax JIOKYMEHTHPOBAHMSI.
Cuenapuil moarotoBku JokymeHrta. ConepikaHue
IIPOCTBIX U CJIOKHBIX JOKYMEHTOB.

ITopssmok W3NI0KEHHA TEKCTa JOKYMEHTA.
TpeboBanust  4YETKOCTH W SICHOCTH  TEKCTa
nokyMmeHTta. Jloruueckas  CTpyKTypa  TEKCTa.
B3aumocBs3p conepkaHus U (QOpPMBI JTIOKYMEHTA.

cDOpMEUII/I?) anus TCKCTa JOKyMCHTA.
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OnemeHTsl TeKcTa. [loHATHE «3arosIoBOK»
(HammMeHOBaHUE JIOKYMEHTA). Ha3znauenue
3arojoBKa, €ro MecTo B (opMyJsipe TOKyMEHTa
[TpunoxeHus K TEKCTY U MOPSAAOK UX OPOPMIICHHUS.

4.5. Yaudukamms TeKcTa JOKyMeHTa

VYHudukanus JIOKyMEHTa Kak OJIHO U3
HaIpaBJICHUN ero COBEPILECHCTBOBAHUS.
[Tpennoceuiku yHupUKamu. Meton yHU(UKAITUH.

YHUpHUKAIMA CTPYKTYPBl TEKCTA. DJIEMEHTHI
dopmanuzamun.  DopMaNM30BaHHBI  XapakTep
TEKCTOB YYETHOW JOKyMEHTAlUH. YHUPHUKAIHI
S3BIKOBBIX cpecTB. DOpMbI YHU(DHUKAIIMH: TUIIOBOH,
TpadapeTHblii TeKCThI, TabMUIA, aHKETa, TpaduKH,

AuarpaMMabl.

Pa3zoen 5

O0OKymMenmayuu

Cucmemol

5.1. CkiianpIBaHuE CUCTEM JOKYMEHTAIIUU

[Tonsitue «cucrema JIOKYMEHTAIUN.
[Ipusnaku cucremsl JoKyMeHTauuu. OCHOBaHUS
KJTaCCU(UKALIUU CUCTEM JOKYMEHTAIUH.

Ucropuueckas 00yCIIOBJICHHOCTH
dbopMupoBaHUS CUCTEM JOKyMeHTanuu. CHCTEMBI
JOKYMEHTAllMd  YUYPEXKACHUU JOPEBOJKOLMOHHON
Poccun.

Pa3Bute cucteM  JOKyMEHTAalluu  Ha
coBpeMeHHOM »HTane. KaudecTBeHHblE HN3MEHEHUS
COCTaBa M COJIEP>KaHUsI CUCTEM JOKYMEHTAIUH.

l'ocynapcTBeHHast cucrema JOKYMEHTAIlUH.
OYHKINOHATBHBIE CHUCTEMBI JIOKyMEHTAIlUH,
BEJIOMCTBEHHbBIE CUCTEMBI WJIM OTPACIIEBbIE CUCTEMBI
JIOKYMEHTAIUU U UX B3aUMOCBS3b.

5.2. YHupUuupoBaHHBIE CUCTEMBI
JIOKyMEHTAIlUU

[TonsitTne  «yHU(UIMPOBAHHASE  CUCTEMa

JIOKyMeHTarum». Pa3paboTka yHH(pUIMPOBAHHBIX




25

CHCTEM JIOKYMEHTAIIUU - HOBBIH 3Tal B yHU(UKALIUU

U CTaHJapTU3ALUU JTOKYMEHTOB. XapaKTepUCTHKA

YHU(DUITUPOBAHHBIX cUCTEM JOKyMEHTALUU.
I'ocynapcTBeHHBIE CTaHJapThI Ha
YHU(DUITUPOBAHHbIE CUCTEMBI. OneiT

MEXIYHApOAHOM CTaHAapPTU3aLUHU TOKYMEHTOB.

[TpoexTrpoBanre yHU(UIUPOBAHHBIX (HOPM
JOKYMEHTOB. Meron COZIepKATENBHOU u
(bopmanbHON yHU(DUKAILTUH.

Peructpanuss  yHUQHUUUPOBAaHHBIX  (OpM
nokyMeHTOB. llopsimoxk BBedaeHus B JI€HWCTBHE
YHUDUIIUPOBAHHBIX (HOPM JOKYMEHTOB. ANBOOMBI
¢bopM yHHPHUIMPOBAHHBIX JOKYMEHTOB.

Pernamenrarus cocraBa BUJIOB u
Pa3sHOBUIHOCTEH  JOKYMEHTOB  ONpPEAEICHHOTO
KOMILJIEKCa o 3a/1ayaM ynpasieHus. Tabenb popm

JOKYMEHTOB.

Pa3zoen 6  Opzanuzayuomnno-

pacnopaoumenvrsle
UHGOPMAYUOHHO-CRPABOYHDLE

O0OKyMeHnmul

u

YHupuuupoBanHas cucTema
OpraHU3aIMOHHO-PACTIOPSAUTEILHON
nokymMeHTaruu. OCOOEHHOCTH CHCTEMBI, €€ COCTaB.

OpraHu3anuoHHbIE JOKYMEHTBI.
[TonoxeHus, yCTaBbl, PpEriJaMeHThl, HHCTPYKIHH,

npaBuia U Ap. TpeOGoBaHHS K MX COCTaBJICHUIO U

o opMIIeHHUIO.
PaCHOpSIIII/ITCJ'IBHBIe JAOKYMCHTEIL.
IlocTtanoBieHus, peuieHus, MPUKAa3bI,

pacriopsbkeHus, ykazanus u ap. Ilopsmoxk wux
COCTaBJICHUS U OPOPMIICHHUS.

HNHpOopMallMOHHO-CITPABOYHBIE  TOKYMEHTBHI:
aKThl, CIPaBKH, JOKIagHBIE U OOBICHUTEIbHBIC
3aIlUCKH, MHUChMa, TEJIETrPaMMBbI, Tele(OHOTPAMMBI.
Wx cocraBnenue u opopmiieHue.

OcobenHoctu  ohOpMIICHUST JESTEIBHOCTH
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KOJUICTUAJIBHBIX OPraHOB.

Pazoen 7 Coeepuwencmeosanue

00Kymenmauuormblx npoueccoe

7.1. Pernamenranus IIPOLIECCOB
JTOKYMEHTOOOpa30BaHHS

Heo6xonumocTs perynmpoBaHus mpolecca
JOKyMEHTOOOpa3oBaHMs. BhIssCHEHHE U yCTpaHEHHE
IIPUYUH HEOINpPaBAAHHOIO BO3pPAacTaHUS BHJIOBOTO
pasHOOOpa3ust M KOJIMYEeCTBa  JOKYMEHTOB.
YcranoBiieHHe 00OCHOBAHHBIX KPUTEPHUEB CO3AHMUS
JOKYMEHTOB. daxTopBHl, OIIpeACIISAONIE
HEOOXOTUMBIA KOMILUIEKC JOKYMEHTOB. Tunu3amms
dbopM  JTOKYMEHTOB. PazpaboTka  HayuHBIX
KOHIICTIIMI MeXoTpaciaeBoil yHupukamuu (opm

yIpaBJIeHYeCKUX JToKyMeHTOB. Co3naHue OaHKOB

JAHHBIX.

ITpaBoBoe peryIMpoBaHue nporecca
JOKYMEHTOOOpa30BaHMUs. DopMbl IIPaBOBOIO
pEryIMpOBaHUsL.

7.2. Wcnonb3oBaHWE HOBBIX TEXHOJIOTHI B
JOKYMEHTHUPOBaHUU

BnusHue  BHeApeHUs  BBIYMCIUTEIBHOU
TEXHHUKHU Ha 00pa30BaHUE NOKyMEHTOB. JIOKyMeHT B
anekTpoHHOH  ¢opme. [Ipobrnema  mpaBoBOTrO
peXHMa TOKyMEHTa, CO3JaHHOTO B JIIEKTPOHHOMN
dopme. OCOOEHHOCTH COTJIACOBAHUS ¥ MOAIMMCAHUS
ANEKTPOHHBIX IOKyMEHTOB.

OcobenHoct co3maHusi M O(OpPMIICHUS
JOKYMEHTOB Ha KOMIIBIOTEpE: HUCMOJb30BaHUE 0a3
JaHHBIX,  CO3JaHUe  Ia0JIOHOB,  TEKCTOBBIC
pEMaKTOPBI, CIOBAapH, IPOBEpKA TPAMOTHOCTH U
opdorpadumn. CoBpemeHHOE MPOrpaMMHOE
obecrieueHue.

PasButre cuctempl mepeadd WHPOpPMAIUH

Bo3smoxHOCTH ~ 0€3I0KyMEHTHOTO oOMeHa
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uHpopManrei B yIpaBICHUH.

Pazoen 8. Hayuno-ucmopuueckasn
U npakmuyeckas  YEHHOCHb

00Kymenma

IlonsTus: «LICHHOCTH JIOKyMEHTa,
«OKCIIEPTU3a LIEHHOCTU. BosnukHoBeHHE
SKCHEepTH3bl. BbIpaboTKa MPUHIMIIOB U KPUTEPUEB
OLICHKHU LIEHHOCTH JOKYMEHTOB.

Buemnss u BHYTPCHHSA KpUTHKA
JOKYMEHTOB. AHallu3 aBTOPCTBAa, BPEMEHHU, MeECTa

BO3HUKHOBCHHUH IOOKYMCHTA. Ananus COJACPpIKaHUA

JOKYMEHTA. JlocToBepHOCTD 51 LIEHHOCTh
JOKYMEHTA.

JIOKyMEHTBI c IIOBTOPAOIICHCS
uHpopManuen. Bunst IIOBTOPSEMOCTHU:

OyOJIETHOCTb,  IOTJIOLICHHOCTh, CYMMHpPOBAHHE,
BapUaHTHOCT, pedepupoBanue. OO6ume
3aKOHOMEPHOCTH, OIPEIEISIONINE BO3HUKHOBEHHE
JTOKYMEHTOB C MOBTOpSIOLIEHCS nHpOopMannei.
3HAYUMOCTD SIBJICHUN, COOBITHI, (DaKTOB B
MIEPBUYHBIX " BTOPUYHBIX JIOKYMEHTaX,
COOTBETCTBHUE COJepXkalleiics B HUX HMHPOPMALUU
OCHOBHBIM WJIM  BCIIOMOTAaTEIbHBIM  (DYHKIIUSIM
YUPEXKIEHUS. IOpuanueckas cuia ATUX
JOKYMEHTOB. Xapaxkrep IIOBTOPSIEMOCTH,
NEPUOIMYHOCTD 00Pa30BaHUs TIOKYMEHTOB.
Bri0opouHas orieHKa JOKYMEHTOB.
CrneunaibHble KPUTEPUU OICHKU HAy4YHO-
texuuyeckorn nokymentauuu (HT/). Wsyuenue
BHYTPEHHETO COCTaBa JOKyMEHTa MO mpobdiemMam
(temam) u MopensiM (KOHCTPYKLHSIM) 3HadeHUE
HAYYHO-TEXHUYECKOW HAeU. 3HAYUMOCTh OOBEKTa
JUISL DKOHOMHKHU. YHUKAJIBHOCTb COOPYKEHUS WIIU
KOHCTPYKLIHU.
Kpurepun LIEHHOCTHU

KHHO(POTO(HOHOTOKYMEHTOB. OCOOCHHOCTH OILICHKH
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MAallIMHOYHUTACMBIX TOKYMCHTOB.

9 Pa3zoen 9.

00OKYyMeHmoe

Komnnexcot

ITousTHe «KOMIIJIICKCa AOKYMCHTOB).

HCpBI/I‘IHBIe KOMIIJICKCBI TCKCTOBBIX HTOKYMCHTOB U

ux BHUBI. Komrmiekcel TCXHHUYCCKUX u

KUHO(OTOJJOKYMEHTOB.

CnoxxHsle KOMIIJICKCHI. ITonsaTus

«IOKYMEHTAJbHBII» W  «apXWUBHBIM»  (DOHIBL

Komriekcel JIOKyMEHTOB YUpEKICHUN,

OpraHu3allMii Y CTPYKTYPHBIX IOJpa3JeiIcHUMN.

JIngHbie (hoHIIBI. ITonsarue «KOJUICKIIUS

AOKYMCHTOB. ITonsTue «apXuB».

4. O0pa3oBaTe/IbHbIE TEXHOJIOTHH

Oo0pa3oBaTte/ibHbIE TEXHOJIOTHHI

Ne/Ne | HanmeHoBaHue pasnena Buner yuebHoit | OOpa3oBaTenbHbIE TEXHOIOTHU
paboThI
1 [Ipenmer, conepxxanue, | Jlexyusa I-2. Beoonas nexyus
3aJa4d Kypca
CamocmosmenvHast
paboma
Ilooeomosxka k nexyuu
2 Ucrounuku u nureparypa no | Jlexyus 3-4 Jlexyus-eusyanuzayus ¢ npuMeHeHuem
Kypcy caano-npoexmopa
Iloozomosxka Kk nexyuu:
CamocmosmenvHast
paboma — MOHUMOPUHZ —~ 3AKOHOOAMETbHbIX U
HOPMAMUBHO-METNOOUYECKUX
UCMOYHUKO8 NO OOKYMEHMOBEOEHUIO C
UCNONBL308AHUEM NPABOGHIX OA3 OAHHBIX,
uzyyeHue O0OKYMEHMOBEOHECKOU
VUeOHOU U HAYHUHOU TUMepamypbl
3 JokymenT, ero QyHkuuu, | Jlekyus 5-6 Jlexyus-euzyanuzayus ¢ npumeHeHuem
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TOHATHS JTOKYMEHT u cnato-npoexmopa
HHpOPMALHS
Ilpaxmuuecxoe Juckyccus
sauamue [
CamocmosmenvHast
Iloozomosxa K NpaAKmMuyecKomy
paboma
3AHAMUIO
Croco0bl Jexyus 7-8 Ipobnemnas nexyus
JOKYMEHTUPOBAHUS u
MAaTepUaAIbHbIE HOCHUTEIHN
UH(pOpMaLUU Ilpaxmuuecxoe Juckyccus
sauamue - 2
CamocmosmenvHast
Iloozomosxa K NPaAKmMuyecKomy
paboma
3AHAMUIO
[Mpusnaku nokyMeHTa: | Jlexyus 9 Ananumuveckas nexyus
OPHUTHHATIBHOCTB,
MOITUHHOCTD, KOMTUHHOCTH
Camocmosmenvrasn | [loocomoska k nexyuu
paboma -

@opMynsp IOOKyMEHTa U
€ro  COCTaBHBIE  YaCTH.
Hcropus pa3BUTHUA
dbopMyIsipa TOKyMEHTA:
16-17 Beka,

Jlexyusa 10-14

Ilpaxmuueckoe
sauamue — 3-6

Jlexyuss ¢ pazbopom  KOHKpemHbIX

cumyayutl

Monumopune doxymenmos 17-20 6exog

18 Bek,
19 Bek,
20 Bex Camocmosmenvnas | Illoocomoska K Npakmuueckomy
paboma - 3AHAMUIO
Iloozomoska k 3auemy
dopMysip coBpeMeHHOro | Jlekyus 15 Jlexyusa-euzyanuzayus ¢ npUMEHeHuem
YIIPaBIEHYECKOIO cnaio-npoekmopa
JOKYyMEHTA! MpaBuIa
odopMIIeHUsT PEKBU3UTOB
Monumopunze ~ 3axono0amenvHuvlx U
Ilpaxmuueckoe

3anamue — 7-8

HOPMAMUBHO-MEMOOUYECKUX AKMO8 NO
OOKYMEHMOBEOCHUI) ¢ UCNONb30BAHUEM
npagosvix 6a3 OaAHHHIX,

Ompabomra npaxmu4ecKux HaBbIKOG
0 opMAeHUS PEKBUZUMO8
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Camocmosimenvhas
paboma -

Tloozomoska K
3aHAMUIO

npakmu4eckKkomy

8 TpeboBanuss «  Tekcry | Jlexyus 16 -17 Jexyus-eusyaruzayus ¢ npumMeHeHuem
JOKYMEHTA, cnaio-npoexmopa
Yuaudukanus TEKCTa
JIOKyMEHTa Camocmosmenvras
paboma - Iloozomoska k rexyuu
9 Cucrembl aokymeHTanuu; | Jlexyus 18-19 Jlexyus-euzyanuzayus ¢ npumeHeHuem
CKJIaIbIBAHUE CHUCTEM, caano-npoexmopa
YHU(DUITUPOBAHHbIE
CHUCTEMBI IOKYMEHTALIMU
Tloozomoska k rexyuu
CamocmosmenvHast
paboma
10 OpranuszaiuoHHbIE, Jlexyus 20-23 Jlexyus-euzyanuzayus ¢ npumeHeHuem
pacnopsAIUTEINbHbBIE 51 caano-npoexmopa
MH(POPMALMOHHO-
CIIPaBOYHBIC JOKYMCHTBI Hpa}(muqec}(ue
sanamusn 9 - 15 Hcnonvzosanue ketic-memooa
Camocmosmenvras | [loocomoska K NPAKMULECKOMY
paboma BAHAMUIO
11 CosepuieHcTBoBanue | Jlexyus 24
JOKYMEHTAlMOHHBIX
pOTIECCOB, Ilpobremnas nexyus
HCIIOJIb30BAHUE HOBBIX
MH(POPMALMOHHBIX
TEXHOJIOTHI B
AOKYMCHTHUPOBAHHUU Camocmosmenvhas | [loocomoska k nexyuu
paboma
12 Kommiekcnl TIOKYMEHTOB; | Jlexyus 25 Ilpobremnas nexyus
HayuHo-uctopuyeckas "
MpaKTHYeCKas LIEHHOCTh
AOKYyMEHTa Ilpaxmuuecxoe THocewenue apxusa, uzyueHue cr0HCHbIX

3anamue 16

Camocmosimenvhas
paboma

KOMNJIEKCO6 Ha npaKkmuke

Tloozomoska K
3AHAMUIO

npakmu4eckKkomy
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Ilooeomosxka k sx3ameny

5. OueHka IVIaHUPYeMbIX Pe3yJIbTATOB 00y4eHHus

5.1. CucTremMa oLleHUBaHUA

Dopma xoumpons

Maxc. koruwecmeo 6annos

3a oony pabomy Bcezo
Texywuii KoHmpons:
- onpoc 5 6annos 15 bannos
-Onuy -KonmponvHas paboma (memoi 2) 15 6annos 45 6annos
- KonmpovHas paboma (memvi 4) 15 6annos
- Oauy-KoumponvHas paboma (mema 6)
15 6annos
- UMo208asi KOHMpoavLHasa paboma (memvl
1-6)
Ipomescymounas ammecmayus 40 6annos
(3auem) (memot 1-6)
HUmoeco 3a cemecmp 100 6annos
5 b6annos 10 6annos
- onpoc
- Tecmuposanue (mema 7) 20 b6annos 50 bannos
- KowmponvHas paboma (mema 9) 10 6annos
-UMo208as KOHMPOAbHAs paboma
memvt 7-12
( ) 20 6annos
Ipomescymounas ammecmayus 40 bannos 40 6annos
(ax3amen) (memot 1-12)
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Umoeo 3a cemecmp (Qucyuniuny)

100 6annos

ITosydeHHBII COBOKYNHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKATy OLICHOK U B
IIKaJly OIIeHOK EBporeiickoii cucteMsl epeHoca u HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTcTBHHM ¢ TaOnuIeit:

100-6amnpHas Tra S [Ixana

IIKaa PaRtHOHHas i ECTS

95 -100 A
OTIUYHO

83 -94 B

68 — 82 XOpOIIO 3a4TE€HO C

56 - 67 D
yIOBJIETBOPUTEIHHO

50-55 E

20 -49 FX
HEYIOBIETBOPUTEIHHO HE 3a4TCHO

0-19 F
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5.2.KpuTepum BbICTABJIEHUS] OLIEHKH O AUCHUIIHHE

Banael/
HIxana
ECTS

Ounenka no
MUCHUILINHE

Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
AUCHUIINHE

100-83/
A.B

COTIIMYHOY/

«324TEHO
(oTHYHO)»/

«3a4YTCHO»

BricraBnsiercs oOyuaromemMycs, €ciid OH IITyOOKO U
IIPOYHO YCBOMJI TEOPETUYECKUM U IPAKTUUECKUI
Marepuai, MOXET IIPOJAEMOHCTPUPOBAT 3TO HA 3aHATUAX
U B X0JI€ TPOMEKYTOYHON aTTECTALUU.

OOyuaronuiics HCUEPIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIPABISICTCA C PEIICHUEM 3aad
npo¢eCCHOHATBLHON HAMPAaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, ITPABHIILHO 0OOCHOBBIBACT ITPUHSATHIC
peleHusl.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeccHoHaIBHOM JIUTEepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOIEMYCs C
y4E€TOM PE3yNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnerenmnuu, 3akpeni€HHuble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «BBICOKUI.

82-68/

«XOpouIo»/

«324TEHO
(xoporo)»/

«3a4YTCHO»

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUN U IIPAKTUYECKUNA MaTepua, IpaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUAX U B XOJE
IIPOMEKYTOYHON aTTECTAlUU, HE JOIYyCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHUE
IIOJIOXKEHUS IIPU PELLIEHNUHN ITPAaKTUYECKUX 3a1a4
npodeCCHOHATBLHON HAMIPABIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMHU ISl TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnerennuu, 3akpeni€HHble 3a AUCHUIIIMHOM,
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Banasl/ Ounenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
Hlkana AUCHUIINHE AUCHUIINHE
ECTS
c(OpPMHPOBAHBI HA YPOBHE — «XOPOIIHUI».
67-50/ «yIOBJIIETBOPH- BricraBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
D TEJNbHOY/ YPOBHE TEOPETUUECKUI U IIPAKTUYECKUNA MaTepual,
B JIOMYCKAEeT OTAETIbHBIC OMIMOKH MPH €ro U3JI0KEHUU Ha
(SATTCHO 3aHATHAX U B X0J1€ IPOMEXKYTOUHOM aTTeCTalUH.
(ynosnerBopu-
TEJIBHO)»/ OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IIPUMEHEHUH TEOPETUUECKUX TOJIOKEHUH NPU PELICHUU
(GATTCHOY MPAaKTUYECKHX 3a/1a4 MPO(HEeCCHOHAIBHON HAPaBICHHOCTH
CTaHIapTHOI'O YPOBHS CJIOKHOCTH, BJIAJEET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.
JIeMOHCTpHpPYET 0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JUTEPATYpPHI 110 TUCLHUIUIMHE.
OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromEeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCcTaluu.
Komnereniuu, 3akperniéHuble 3a AUCIUITUTMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «JJOCTATOUHBIIH).
49-0/ «HEYIIOBIIETBOpPHUTE | BricTaBisercs oOydaromemMycs, eciii OH He 3HaeT Ha
JTBHOY/ 6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
FEX MaTepHal, 0MycKaeT rpyObie OuIOKY IpHU ero
HE 3a4TEHO

HU3JI0KCHHUHU Ha 3aHATHUAX U B XO€ HpOMG)I(yTO‘IHOﬁ
aTTcCTalluu.

OOyuaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKUX ITOJI0KEHUN IIPU PEILICHUU
MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHAIBHONW HAPaBICHHOCTH
CTaHIAPTHOI'O YPOBHS CIIOKHOCTH, HE BIIAJIEET
HEOOXOIMMBIMU JIJISl 3TOTO HAaBBIKAMU U IPHUEMaMHU.

JleMOHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOH
JUTEPATyphI 10 TUCHUTUIHHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJarOmEeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.
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Banael/
HIxana
ECTS

Ounenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
AUCHUIINHE AUCHUIINHE

KomMmneTeH1uu Ha ypoBHE «JOCTaTOUHBINY, 3aKPEIUIEHHBIE
3a AUCUUIUIMHON, He C(OPMHUPOBAHBI.

5.3. OueHouHble cpeacTBa (MATEPHAJIBI) VISl TEKYIET0 KOHTPOJISI yCIIeBAeMOCTH,
NMPOMEKYTOYHOM ATTEeCTANMH 00y4aloIHUXCS M0 JUCHUILIHHE (MOO0Y110)

ITepeyennb BOpoCOB K KOHTPOJIbHOM padoTe 1o teme 2.

S i e

Uem 3aHUMACTCS Hay4dHasd JUCHUIIIIMHA ,Z[OKYMGHTOBC,I[CHI/IC?

C xakumu HAay4YHbBIMH JUCHUIIJIMHAMHA CBA3aHO I[OKyMeHTOBC,Z[eHI/IC?

Ha3zoBute 3aKOHOJATCIIbHBIC AKThI, PCTYJIMPYIOIIHUEC BOIMIPOCHI JOKYMCHTHPOBAHUA.
Hepeqncm/lTe HOPMATHUBHBIC ITPABOBBIC AKThI, PCTYJIUPYIOMIUC BOIPOCHI JOKYMCHTUPOBAHUS.
I[aﬁTe XapaKTCPpUCTUKY HOPMATHBHO-MCTOANYCCKHUM NOKYMCHTAM I10 ACJIONPOU3BOACTBY.

Ha3zoBute AaBTOPOB, UCCICAYIOIINX BOIIPOCHI JOKYMCHTOBCACHUS.

ITepeyennb BOpoCcoB K KOHTPOJIbHOM padoTe 1o teme 4.

1
2
3.
4

5.

. Kakwue BbI 3HaeTe CIIOCOOBI ,Z[OKYMCHTI/IPOBaHI/IFI?

. HepeqncnI/ITe 9Talbl pa3BUTUA TCKCTOBOI'O JOKYMCHTUPOBAHNS, CPABHUTC UX MCKAY co001.

Pacckaxxute 06 0COOEHHOCTSIX TEXHHUECKOTO JAOKYMCHTHUPOBAHUA.

. B 4em 3akmrouarorcs 0coOEHHOCTH KUHO, (pOTO 1 (POHOTOKYMEHTUPOBAHMUS?

CpaBHI/ITC HM3BECTHBIE BaM CIIOCOOBI JAOKYMCHTHUPOBAHUS MCKIAY CO60ﬁ, Ha30BUTEC UX

NpeuMyHICCTBA U HCAOCTATKU.

6. JlaiiTe XapaKTepUCTHKY MaTepUAIILHBIM HOCHTEJISIM HH()OPMALIMU U CPABHUTE UX MEXKIY

c0001i.

IIpuMepsI 6JIMI-KOHTPOJIBLHBIX PadoT 1O TeMe 6

XIX Bek

Kakue o0pameHusi 0b1JIM NPUHATHI B KOHKPETHBIN HCTOPHYECKUI meproa?

(IpoBeCTH CTpENKN)

TOBAPHILLY
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CoseTtckuil neprog WBany BaHnoBUUy
90-e roger XX Beka MunoctTuBoMy rocyaapro
CoBpeMeHHOCTh TOCIIOINHY

Kaknmu uToroBsiMu ¢pazamMu 3aKaHYMBAJIOCH CJIyke0HOE MHCBMO B KOHKPETHBII HCTOPHYEeCKH I
nepuoa?

(IpoBeCTH CTpENKN)

XVI, XVII Beka ¢ rIyOouYaiuM MOYTEHUEM

XIX Bek C yBaXXKCHUEM

CoseTtckuil neprog C KOMMYHHUCTUYECKHM ITPUBETOM
CoBpeMeHHOCTh Iaps rocynapb, CMUIIyICS, OXKaTYH

ITepeyennb BOPOCOB K HTOT0BOIl KOHTPOJILHOI padote Ne 1

1. JIOKyMEHT U €ro MecTO B CUCTEME yIIPaBJICHHUS.

2. 3aKkoHOAATENIbHBIC IPABOBBIE aKThl, PETIIAMEHTUPYIOIIUE CO3AaHIE U OOpMIICHHE
JTOKYMEHTOB.

3. HopmaTHBHO-METOAMYECKUE AKThI, OIPEASIIAIOIINE HOPAIOK CO3AaHUs U 0YOPMIICHUS
JIOKYMEHTOB.

4. JlokyMeHTOBEACHHUE KaK Hay4YHasl IUCIMIUIMHA U €€ CBS3b C JPYTUMH HAayYHBIMU
JUCUUTITUHAMHU.

5. TlouHsTre «MHPOPMALHS» U €T0 pa3BUTHE.

6. TloHsATHE «IOKYMEHT» U €T0 pa3BUTUE.

7. CBs3b HHPOPMAIMH U TOKYMEHTA.

8. OOmue u yacTHble PyHKIMU JOKYMEHTA.

9. CrnocoObl JOKYMEHTHPOBAHHA U UX Pa3BUTHE.

10.TexcToBOE JOKyMEHTUPOBAHHE H ATAIIbI €r0 Pa3BUTHS.

11.ITuxrorpammel. [Ilpumenenne MUKTOrpaguyecKoro NucbMa CeroIHsl.
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12.JIororpammel. Mcnionp30Banue 10rorpaMm CEroHsl.

13.Texuuueckoe NOKyMEHTHUpOBaHKE. BUABI KOMIUIEKCOB TEXHUYECKON TOKYMEHTAIUH.
14.®oronoxkymentupoBanue. [losiBnenue, pa3BuTue, IpUMEHEHUE.
15.Kunogoxkymentuposanue. [losenenue, passurue. Buaeosanucs.
16.®ononokymentupoBanue. [losiBnenue, pa3BuTue, NpUMEHEHUE.

17.Martepuan 1y okyMeHTHpoBaHud. Ero pa3zsutue.

18.IlopnuaaNkN 1 konuu. Buael konmil. [lopsnok yaocToBepeHUi KONMiA.

19. ®opmynsip mokymenTa. TunoBoit popmyssip, popmyasap-oOpaserr.

20.PazButne ¢popmynsapa gokymenta B X VI-XVII BB.

21.®opmynsap noxkymenta X VIII B.

22.Dopmynsip TekcToBoro fokymeHTa XIX- nayana XX BB.

O0pa3ubl TECTOB 110 Teme 7
Bompoc 1
Buza oduimansHOro 10KyMEHTa 3TO:

A) PCKBU3UT NJOKYMCHTA, BLIpa)KaIOH_II/Iﬁ corjiacu€ MJid HEcorjiaCcus AOJIKHOCTHOIO JIMIa C

COACPIKAHNEM JOKYMCHTA

B) HaAMUCh Ha JOKYMCHTC, CACIIaHHAA JOJDKHOCTHBIM JIMIIOM U COJACPpIKaIlast IpuHATOC UM

perieHue

B) noAnruCaHrue JOKyMCHTaA €Tr0 COCTABUTCIIEM

Bompoc 2

Bu3bl npocTaBnsioTCs:

A) paOOTHUKOM, T€YATABIINM JTOKYMEHT
b) paboTtHuKamu cBoel OopraHu3aum

B) paboTHHKaMu Ipyrux opraHu3anui

Bompoc 3
B kakue pekBH3UTHI IOKyMEHTA JIaTa BXOAWUT KaK COCTaBHAs 4acTh?

a) rpud yTBEp>KICHUS B) MOJIHUCH
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0) BU3a COracoBaHuUs T') PE30IIOLUS

Bomnpoc 4
OO01muii 6IaHK TOKYMEHTa BKITIOYAET B CeOs CIICIYIONIUE PEKBU3HUTHI:

A) I/I306pa)K€HI/IC rep6a, 3M6J'IGMBI, MCCTO AJid pasMCIICHUA Ha3BaHUA BUJa JOKYMCHTA, MECTO

JUIA AaTbl U HOMEpa JOKYMCHTA, MECTO COCTABJICHUA

b) m3o0pakenue repba, sM0O1eMbl, HAUMEHOBaHHE OPTaHU3aLUK aBTOPa, MECTO AJISl pa3MEILCHHUS

Ha3BaHUA BHUJa JOKYMCHTA, MCCTO IJId AAaThl U HOMEpPa JOKYMCHTA, MECTO COCTAaBJICHUA

B) u3o6paxenue repba, sMOJIeMbl, HANMEHOBaHUE OPraHU3aAIMU aBTOPA, MECTO IS Pa3MEIICHHs
Ha3BaHMA BUAA JOKYMEHTa, CIIPAaBOYHBIC JaHHBIE 00 OpraHU3aluy, MECTO IS AaThl 1 HOMEpa

AOKYMCHTA, MCCTO COCTABJICHUA

Bompoc 5
Kakue u3 nepeuncieHHbIX JOKYMEHTOB TPEOYIOT yTBEPKACHU?
A) ycraB b) mratHoe pacriucanue B) mpukasbl

I') noxnagnele 3anucku J) JOIKHOCTHBIE HHCTPYKIUH

Bompoc 6
TunoBoit popmyIsip IprKa3a COACPIKUT CIICAYIONINEC PEKBU3HTHI:

A) rep6 (3M01eMy), HaUMEHOBaHUE OpraHU3alMK-aBTOpa, CIPABOYHEBIE JaHHBIC 00 OpraHn3aIlH,
HalMEHOBaHUE BUAA JOKyMEHTa — IIPUKa3, AaTy, HOMEP, MECTO COCTABJICHUsI, 3aT0JIOBOK K TEKCTY, TEKCT,

noANKCh, BU3bI COTJIaCOBaHUA

B) rep6 (3mbnemy), HaMMEHOBaHUE OPraHU3AMN-aBTOPa, HAMMEHOBAaHHE BUAA JOKYMEHTA —

npukas, 1aTty, HOMCp, MECTO COCTABJICHUS, 3ar0OJIOBOK K TCKCTY, TCKCT, IOAIINUCH, BU3bI COTJIACOBAHUA

B) rep6 (am01eMy), HAMMEHOBaHNE OPraHU3alUU-aBTOPa, HAMMEHOBAaHUE BUAA JOKYMEHTA —
MpHKa3, 1aTy, HOMEp, MECTO COCTaBJIEHHUs, 3aT0JIOBOK K TEKCTY, TEKCT, TIOJIHCh, IEYaTh, BU3BI

corjiaCoBaHMs

Bompoc 7
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B ynpasneHueckoli mpakTHKe MPUMEHSIOT CIIEAYIOIINE BUbI OJTaHKOB:
A) GnaHK HCchMa

b) G;1aHK KOHKPETHOTO BUJIa TOKYMEHTA

B) o0mwuit 6ank

J1) 6masHk puzmueckoro guia

Bompoc 8

JIOKyMEHTHpPOBAHHE ITO:

A) mporiecc ABMKEHUS JJOKYMEHTOB B OpTaHU3aIlluu

B) 3anmuck nH(pOpMaIuu Ha pa3IUYHBIX HOCUTEISAX M0 YCTAHOBJICHHBIM IIPAaBHIaM
B) co3nanue noxkymeHTOB

I') pabota c toKyMeHTaMH

Bompoc 9
K opranmu3aiiioHHBIM JOKYMEHTaM OTHOCSTCS:

A) ycTaBbI 0) mpaBuia B) aKThl T) MIPHUKAa3bl Ja) HHCTPYKIHUN

Bompoc 10
I'epOoBoii evaTho (eUaThi0 OPraHU3aIMN) 3aBEPSIOT:
A) rapaHTuiiHble MUchbMa 0) IPOTOKOJIBI 3aCEIaHUi  B) MPUKA3bI

I') moroBopsl 1) TPYAOBBIE KHUXKKH

Bompoc 11
DopmMyIsip JOKyMEHTa 3TO:

A) Habop pekBH3UTOB OQHUINAIEHOTO MHCEMEHHOTO JOKYMEHTA, PACIONI0KEHHBIX B

OHpeﬂeHCHHOﬁ noCJaCa0BaTCIIbHOCTHU
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B) mopsinok 00paboTKN JOKYMEHTOB

B) MmuHUMansHbIH 21eMeHT 0pOpMIIEHUS] TOKYMEHTa

Bompoc 12
WndpopmaimoHHO-CTIPaBOYHBINA JOKYMEHT 3TO:

a) a) JlokymeHT, coaeprkainuii HHGOPMAIHIO O (PaKTUIECKOM MOJI0KEHUH JIeTT, KOTOPBIH CITYKHUT
OCHOBAHHUEM JIJIsl IPUHATHS PEIICHUI

b) 6) loxyMeHT, opraHu3yIomui paboTy yupesKaeHus

¢) B) JIOKyMeHT, B KOTOpPOM 3a(pKCUPOBAHBI PACHIOPSIKEHHS PYKOBOJCTBA

d) r) JokymeHT, pUKCHPYIOIINH NeSATEIBHOCTh KOJUIETHAIBHOTO OpraHa

Bompoc 13

bnank ¢ n3o0paxkeHreM rocyaapcTBeHHOTo repba Poccuiickoit @enepaniy MOTyT HUMETh:
a) JIroOas opranuzamysi, 3aperucTpupoBaHHas Ha Tepputopun Poccuiickoit @enepanyn
0) Kommepueckas gupma, 3aperucTprupoBaHHas Ha Tepputopuu Poccuiickoii @enepanuu

B) YupexneHus U OpraHu3aluy, ykazaHaole B Koncturynnonnom 3akone «O repde Poccuiickoit

Oenepanum
T) YupexaeHus u opranusanyi, ykazanasie B Konctutynuu PO
Bompoc 14
K pexBuzuram, npuaaronmM J0KyMEHTY IOPUANYECKYIO 3HAUUMOCTb OTHOCSTCA :
a) rep6 PO
B) oTmeTka 0 OCTYIIICHUN TOKYMEHTa
B) TIOJIIKCH
T) aBTOp AOKYMEHTa
IlepedyeHb BONPOCOB K KOHTPOJILHOM padoTe mo Teme 9

1. Yto Takoe yHH]HUKALUSI TOKYMEHTOB?
2. JlaiiTe ompeaeneHne cucTeMe JOKYMEHTaluU

3. Yo Takoe yHI/I(I)I/II_[I/IpOBaHHLIC CUCTCMbI JOKYMCHTAllUU, HA30BUTC UX.
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4. Kakwue BUBI JOKYMCHTOB BXOJAT B COCTAaB yHPI(l)I/IL[I/IpOBaHHOﬁ CUCTCMbI OPraHU3alMOHHO-

paCHOpH}.‘[HTeJ’IBHOﬁ JAOKYMCHTAIMU.

IlepeyeHb BONPOCOB K HTOT0BOIl KOHTPOJILHOI padoTe Ne 2

1 TloHATHS «yHHU(DHUKALUSI» U «CTaHAAPTUZALUS JTOKYMEHTOB.

2 PazBuTHe yHUHMKALNU U CTaHAApTH3aLUHU JOKyMeHTOB Bo Il monoBuHe XX B.

3 TOCT P 7.0.97-2016. Ero conep>kanue, 3HaUCHUE.

4 TpeboBaHHA K KOHCTpYHpOBaHUIO OnaHkoB. Buapl Onankos. baanku npeanpustuii
Pa3NIUYHBIX POPM COOCTBEHHOCTH.

5 PexBU3UT «HAUMEHOBAHUE OPTaHU3AH-aBTOPa JOKYMEHTa», TPeOOBaHUS K HEMY.

6 PexBU3UT «cIIpaBOYHBIC TaHHBIE 00 OpraHU3aluU-aBTOPE JOKYMEHTAy, €0 COCTaB.

7 PexBU3UT «agpecary, ero 3HaYCHNUE U COBPEMEHHBIE TPeOOBaHUS K 0(pOPMIIEHHIO.

8 Jatsl. TpeboBaHus K UX 0(hOPMIICHHIO; aTa KaK COCTaBHAS YacTb APYTHX PEKBU3UTOB.

9 PekBU3UT «perucTpallMOHHBIA HOMEDP JOKYMEHTa», €T0 3HAUEHHE.

10 PexBU3UT «CCBIJIKA Ha PETUCTPALIMOHHBIM HOMEpP U JJaTy JOKyMEHTa», KOTJa U I/I€ OH
MIPOCTABIISIETCS.

11 INopsmok corinacoBaHusi TOKYMEHTOB U 0()OpMIICHHS BHYTPEHHETO U BHEIIHETO COTIaCOBAHUS

12 Tlopaok yTBEpKIAEHHUS JOKYMEHTOB, BUABI YTBEPKICHMS.

13 Tlopsinox moamucaHus: JOKYMEHTOB.

14 TleuaTs KaKk PEeKBU3UT AOKyMeHTa. Ha Kakux JOKyMeHTax mpocTaBiisieTcs repOoBas eyars.

15 CocraB ynocToBepeHHst JOKyMeHTOB. [IpaBuia opopMiIeHUs! pEKBU3UTOB, YAOCTOBEPSIOIINX
JOKYMEHT.

16 OT™MeTKH Ha JOKYMEHTE, NX 3HaUYCHHE 1 OOPMIICHHE.

17 Pezomonust. E€ 3nauenue. TpeGoBaHus, MPEABABISIEMBIC K PE3OITIOLHH.

18 PexBU3UT «OTMETKA 00 HCIIOTHUTEIIEY, €TO 3HAUCHHE.

19 PexBU3UTHI, NpUAAIOIINE TOKYMEHTY IOPUANYECKYIO 3HAUNMOCTb.

20 YHudwukaus TeKCTa JOKyMEHTAa.

21 TpadapeTHbie TeKCThL. MeToauKa pa3paboTKH.

22 CrniocoOsl peAcTaBieHNs] yHU(DUIIMPOBAHHBIX TEKCTOB (AHKETHI, TAONUIBI, TpadapeTHbIe
TEKCTHI).

23 Obuime TpeboBaHUs K TEKCTY JOKYMEHTA.

24 AnTopuTM MOATOTOBKH JOKYMEHTA.

25 DneMeHTHI TeKCTa: 3ar0JI0BOK, IPUIIOKEHHS, TPeOOBaHUS K HUM.

26 JIuHTBUCTHYECKHE OCOOCHHOCTH TEKCTOB CIIY>KEOHBIX TOKYMEHTOB.

27 IloHsATHE «CUCTEMBI JOKYMEHTALINNY, PA3BUTHE CUCTEM.

28 INousiTHe «yHU(PUIUPOBAHHBIE CUCTEMBI JOKYMEHTAIIUN.

29 Ha3nauenue, onpenenenue u coctaB Y COP/I.
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30 TpeOoBaHuUs K COCTABICHUIO H O(POPMIIEHUIO OPraHU3allHOHHBIX JOKYMEHTOB.
31 TpeOoBaHuUs K COCTABICHUIO U OQPOPMIICHUIO PACTIOPSAUTEIBHBIX JOKYMEHTOB.
32 TpeOoBaHuUs K COCTABICHUIO H O(OPMIICHHUIO IPHKA30B.

33 TpeOoBaHUs K COCTABICHHUIO U OPOPMIICHUIO OOBSICHUTENBHBIX U IOKJIATHBIX 3aITHCOK

(BHEIIHUX W BHYTPEHHUX).

34 TpeOoBaHus K COCTABICHUIO U O(OPMIICHHIO CIIPABOK (BUABI CIIPABOK, CIPABKU BHELTHHE U

BHYTpPEHHHUE).

35 TpeOoBaHuUs K COCTABICHUIO U O()OPMIICHUIO aKTa.

36 TpeOoBaHuUs K COCTABICHUIO U OPOPMIICHHUIO CIYKEOHOT0 MUChMa. Pa3HOBUAHOCTH MUCEM.
37 TpeOoBaHuUS K COCTABICHUIO U O(POPMIICHHUIO TEIErPaMM.

38 Ocobennoctu Gpopmynsapa TenehOHOTPaMMBI.

39 AJ'II‘OpI/ITM IMOATrOTOBKHU U NPOBEACHHA COBCIIAHUA. HOKyMGHTLI, CO3JaBacMbIC B IIPOLECCE

IIOATOTOBKH COBCIIIAHUA.

40 TpeboBaHHA K COCTaBICHUIO U 0OPMIICHHIO TPOTOKOJIA.

41 TloHsATHE KOMIUIEKCOB JOKYMEHTOB. IlepBHYHBIE KOMITJIEKCHI TEKCTOBBIX JOKYMEHTOB.
42 TloHATHS «IOKYMEHTAIbHBINA (GOHI» U «apXUBHBIN QoHmy. X paziuune.

43 CnoxxHble KOMIUIEKCH. BeTOMCTBEHHBIE apXHBHI.

44 CnoxHble KOMIUIEKCHI. ['ocyaapcTBeHHBIE apXUBBI. CeTh rOCy1apCTBEHHBIX apXHBOB.

45 Tlousarus «ICHHOCTb JOKYMCHTA», «IKCICPTHU3a ICHHOCTW). BOBHI/IKHOBCHI/IC, pa3BuUTUC

OKCIICPTUSBI.

N —

0 0 N

46 HpI/IHLII/IHI:I, KpUTCPHUU SKCIICPTU3BI HEHHOCTU JOKYMCHTOB.

IlepeyeHb BONPOCOB K YCTHOMY JK3aMeHY 110 BCeMYy KYpCy

o Ilepeuensv 60npocoe 0131 n0020MOBKU K IK3AMEHY NO OUCUUNIUHE
“/lokymenmosedenue”
JIOKyMEHT ¥ €r0 MECTO B CUCTEME yTIPaBIICHUSL.
3aKOHBI U MHBIE HOPMATHUBHBIE IIPABOBBIC aKThl, PETJIAMEHTUPYIOIINE CO3JaHUE U
odopmIileHHEe TOKYMEHTOB.
HopmaTtuBHO-MeTOIMUECKHE TOKYMEHTBI, ONPEEIISIONINE MOPSI0K CO3IaHus U
odopmIIeHUS TOKYMEHTOB.
JlokyMeHTOBeIeH!e KaK HayuHas TUCIUIIMHA U €€ CBA3b C IPYTMMHU HayYHBIMH
JTUCHIUTUTMHAMH.
[lonarue «uHPOpPMALIUA» U €TO Pa3BUTHE.
[lonaTne «IOKyMEHT» U €ro pa3BUTHE.
CBs13b HH(OpMAIMK U TOKYMEHTA.
OO0u1me 1 yacTHbIE PYHKIIUN JTOKYMEHTA.
CriocoObl TOKYMEHTHPOBAHUS U UX Pa3BUTHE.

10 TekcToBOE JOKYMEHTUPOBAHUE U 3Tl €0 Pa3BUTHS.
11. ITuxrorpammsl. [IpuMenenne MUKTOrpaduIeckoro MucbMa Cero/Hsl.
12. JIororpammsl. Mcnionb3oBaHKe J0rorpaMM CEroIHs.
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14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

25.

26.

27.

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

35.

36.
37.

38.
39.

40.
41.
42.
43.
44.

45.
46.
47.
48.

49.
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TexHndeckoe TOKyMEHTUpOBaHUE. BHUIbI KOMIUIEKCOB TEXHUYECKOM TOKYMEHTALIUH.
doronokymentupoBanue. [lossnenue, pa3Butue, IpUMEHEHHE.
KunonoxymentupoBanue. IlosBienue, pazBurue, IpUMEHEHUE.
®donogokyMeHTUpOBaHuE. [losBieHue, pa3BuTue, IPUMEHEHHE.

Marepuan nius JoOKyMeHTUpOBaHus. Ero passurue.

[Topnmuauky 1 konuu. Bunsl konuid. I1opsanok ya0ocTOBEpEeHUN KON,

Dopmynsap nokymeHTa. Tunosoit popmyssp, popmysap-odpaser.

Passurue Gpopmynsapa nokymenta B XVI-XVII BB.

®opmysap nokymenra X VIII B.

Dopmyisip TeKCTOBOro AokymeHnTa XIX- Hayana XX BB.

[onarus «yHM(pUKALK» U «CTAaHAAPTUZALUS) JJOKYMEHTOB.

I'OCT P 7.0.97-2016. Ero conepxanue, 3HayeHUE U BOZMOXHOCTH HCIOJIb30BaHUs B
COBPEMEHHBIX OpraHU3aLMIX.

[IpaBuna nenonpousBoACTBa A peepaaIbHBIX OPraHOB UCIIOTHUTEIBHOM BIACTH.
(conepxaHnue, 3HaUEHUE U BO3MOXHOCTHU UCIIOJIb30BaHU)

MeTtoanueckie peKOMEHAALUH 110 pa3paboTKe HHCTPYKIMI IO AETOMPOU3BOICTBY B
(benepanbHBIX OpraHax UCIOJHUTEIBHOM BIacTH (CoepikaHue, 3HAUCHUE U
BO3MO>KHOCTH UCIIOJIb30BAHUA).

[IpumepHas MHCTPYKLUS IO JEIONPOU3BOICTBY B FOCYAapCTBEHHBIX opranuzanusax 2018
I. (cozepkaHue, 3HaU€HNE U BO3MOYKHOCTH UCIIOJIb30BaHUA).

CocraB pexBu3uTOB O1ankoB. Kimaccugukarus 01aHKoB.

PexkBU3HUT «HaMMEHOBaHUE OPraHU3ALNU-ABTOPA JTOKYMEHTa», TpEOOBaHUS K HEMY.
PexBU3HT «cripaBOYHbIE JaHHbIE 00 OPraHU3AIMH-aBTOPE TOKYMEHTa», €0 COCTAB.
PexBu3uT «agpecaT», €ro 3HaUEHUE U COBPEMEHHbIE TPeOOBaHUS K 0()OPMIICHHIO.
Hatbl. TpeboBaHus K UX 0()OPMIICHHIO; 1aTa KaK COCTaBHAsl YaCTh IPYTMX PEKBU3UTOB.
PexBU3NT «perucTpaliioHHbIN HOMEP JOKYMEHTa, €ro 3HaYCHHE.

PexBu3uT «ccbuika Ha pErUCTPALMOHHBIA HOMEP U 1aTy JOKYMEHTa», KOI/la U T€ OH
IIPOCTABJISIETCSL.

[Topsimok coryiacoBaHus JOKyMEHTOB U 0(h)OPMIICHHUSI BHYTPEHHETO U BHEIIHETO
COIJIaCOBaHUs

[Topsiok yTBepkKIE€HUS JOKYMEHTOB, BUJIbl YTBEPKACHUS.

[Mopsmok moanucanust JOKyMEHTOB. DJIEeKTpOHHAas MoAnuchk. OTMeTKa 00 3JIeKTPOHHOM
MIOATIHCH.

[leuaTp KaK peKBU3UT AOKyMeHTa. Ha kakux JOKyMEHTax MPOCTaBIsAETCS OTTUCK NIEYATH.
CocraB ynocroBepeHus JOKyMeHTOB. [IpaBuia oopmiieHUs] pEeKBU3UTOB,
YAOCTOBEPSIOMINN JOKYMEHT.

OTMeTKH Ha TOKYMEHTE, UX 3HaueHue U opopmMieHue.

Pe3omonus. E€ 3nauenue. TpeboBaHus, MpeabsIBIsEMbIE K PE30IIOLNH.

PexBHU3HUT «OTMETKa 00 UCTIOIHUTEIIEY, €T0 3HAYCHHE.

PexBu3uTel, Npuaaronue J0KyMEHTY IOPUINYECKYIO 3HAUMMOCTb.

Yaudukanus tekcta qokyMenTa. CrocoObl npecTaBiIeHNs YHU(DUITMPOBAHHBIX TEKCTOB
(aHKeTHI, TaONMIIBI, TpadapeTHbIE TEKCTHI).

OO6mme TpeOoBaHUS K TEKCTAM YIIPABICHUECKUX JOKYMEHTOB.

ANTOpUTM NOATOTOBKU JOKYMEHTA PacloOpsIUTEILHOTO T0KyMEHTA.

DJIeMEHTHI TEKCTa: 3ar0JI0BOK, IPHIIOKEHHS, TPEOOBAHUS K HUM.

[lonsTHE «CHUCTEMBI JOKYMEHTALIMMY», PA3BUTHE CUCTEM JOKyMeHTauuu. [lonarue
«yHH(PHULIIPOBAHHBIE CUCTEMBI TIOKyMeHTauny. Haznauenue, onpeneneHue u coctan
YHUPUIHPOBAHHON CUCTEMBI OPraHU3AIIMOHHO-PACTIOPSIUTELHON TOKYMEHTAIIUH.
TpeboBaHMs K COCTABICHUIO U O(hOPMIICHUIO OPTaHU3AIMOHHBIX JOKYMEHTOB
(monoXxeHue, ycTaB, MHCTPYKLINS, PETJIAMEHT, IITaATHOE PaCMCaHUE).
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50. TpeOoBaHMS K COCTABICHUIO 1 O(OPMIICHHUIO PACTIOPSIIUTEIbHBIX JOKYMEHTOB (IIpHKa3,
pacropsbkeHue, pelieHue, oCTaHOBJICHUE, POTOKOM).

51. TpeGoBaHMsI K COCTaBICHUIO U OOPMIICHHIO OOBSICHUTEIBHBIX, TOKIATHBIX U
CITy>KE€OHBIX 3aITHCOK.

52. TpeGoBaHMs K COCTABJICHUIO U O(OPMIICHHUIO CIIPABOK (BUBI CIIPABOK).

53. TpeOoBaHMs K COCTABICHUIO U O(OPMIICHUIO aKTOB.

54. TpeGoBaHMs K COCTABICHUIO 1 0(OpMIIEHHIO ciykeOHoro nmuchma. Kinaccuukarms
CITy’KE€OHBIX TTHCEM.

55. AnropuT™ MOATOTOBKU U MPOBEACHUS COBEIIaHus. JJOKYMEHTHI, CO3/1aBaeMbIe B
npoliecce MOArOTOBKU COBEIIAHUS.

56. TpeOoBaHMS K COCTABJICHUIO U 0(OPMIICHHUIO POTOKOJIA.

57. IloHATHE KOMIUIEKCOB JOKYMEHTOB. [IepBUYHBIE KOMIUIEKCHI TEKCTOBBIX JOKYMEHTOB.

58. Cno>xHbIe KOMIUIEKCHI JOKYMEHTOB. [10OHATHS «JOKyMEHTaIbHbIN (GOHI» U «apXUBHBIN
bouy. Ux paznuuue.

59. Homenknarypa aei.

60. [Ipu3Haku 3aBefeHUS JEI.

6. YuyeOHO-MeTOAMYecKOEe U HH(POPMALIMOHHOE 00ecneYyeHue TUCIUIJIMHBI

6.1. CnuCOK HCTOYHHKOB H JINTEPATypPbl

Oos13aTe1bHbIC HCTOYHUKH
OenepanbHBI KOHCTUTYIIMOHHBIN 3ak0H OT 25 nexadpst 2000 r. Ne 2-OK3 «O T'ocynapcTBeHHOM
repbe Poccuiickoit ®enepauun» // [DnexTpoHHbI pecype]. — M., 2019. — Pexxum nocryna:

http://www.consultant.ru/document/cons_doc LAW_ 29674/.

Oenepanbhbiii 3akoH PO ot 27.07.2006 1. Nel49-03 «O06 unpopmaunu, HHPOPMAHOHHBIX
TEXHOJIOTHUSIX ¥ O 3amute nHdopmaimm» // [InexkTpoHHbIl pecypc]. — M., 2019. — Pexum nocrtyna:

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

@enepanbubiii 3akoH oT 06.04.2011 Ne 63-®3 “O6 »snexrponHoil mnoxmucu” //
[DneKTpOHHBII pecypc]. — M., 2019. - Pexxum JOCTyIIA:
http://www.consultant.ru/document/cons_doc LAW_112701/.

Oepnepansubii 3ak0H 0T 01.06.2005 No53-®3 «O rocynapcTBeHHOM sA3bIke Poccuiickoii
®enepaunm»  //  [OnektpoHHbli  pecype]. — M., 2019. — Pexum pocryna:

http://www.consultant.ru/document/cons_doc LAW 53749/

[TocranoBnenune IlpaBurensctBa PP ot 15.06.2009 Ne 477 «O06 yrBepxxknenuu IlpaBun
JICTONPOU3BOAICTBA B (he/iepalbHbIX OpraHax HCIOJIHUTEIBHOU BIacTW»// [DIEKTPOHHBIN pecypc]. —

M., 2019. — Pexxum noctymna: http://www.consultant.ru/document/cons_doc LAW_88695/.
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Metoandeckre PeKOMEHIAIUMU 10 Ppa3pabOTKe MHCTPYKIMA IO JIEJOMPOU3BOJCTBY B
(benepanbHBIX OpraHax MCIOJIHUTEIBHOW BJIACTH, YTBEpP)KICHHBIE Mpuka3oM PocapxuBa oT 23
nexadbps 2009 Ne 76 // [DOnekrponnsii pecypc]. — M., 2019. — Pexum npocryma:
http://www.consultant.ru/document/cons_doc LAW_ 96081/

[TpumepHast UHCTPYKIMSA 10 IETONPOU3BOJCTBY B FOCYIaPCTBEHHBIX OPraHU3alUsAX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Dnekrponnsiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW 305137/.

I'OCT P 7.0.97-2016. Hanuonansusiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMAIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neny. OpraHu3anuoHHO-
pacniopsiiuTenbHas JoKyMeHTanus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [DIEKTPOHHBIH
pecypc]. — M., 2019. Pexxum noctymna: hitp://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P UCO 15489-1-2007 Cucrema cTanmapToB 1o uHpopmauuu, OMOIHOTEUHOMY U
U3JIaTENIbCKOMY Jleny. YTpaBieHue aokymMeHTamu. OOmue TpeboBanus. // [DIEKTpOHHBIN

pecypc]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc LAW _135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE JieJ0. TepMHUHBI U ONpPENETICHUs.-
[DneKTpOHHBII pecypc]. - M., 2019. Pexum JOCTYyIIA:
http://www.consultant.ru/document/cons_doc LAW 163800/.

Jluteparypa

OcHoBHaA

beikoBa T.A. JlokyMeHTalMOHHOE OOecleueHue YMpaBiIeHHs (JIeTOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypce]; yuebnoe nocooue/ T.A. brikoBa, T.B. Ky3nenona. -2-e u3z. nepepad. u
JO1I. - Mocksa: WUndpa-M, 2018. -304 c. — Pexxum JOCTYyIIA:
http://znanium.com/go.php?id=942800/

beikoBa T.A. JlokyMeHTallMOHHOE OOeCIeueHUe YMpaBiIeHHs (JIeIOMPOU3BOJICTBO)
[DnexTponHBIii pecypc] : yuebHoe nmocodue / T.A. brikoBa, ISBN 978-5-16-004805-5.

I'moroBa C.A. BO3HUKHOBEHHWE U TEHIEHUMM pa3BUTHUS  PaCHOPSAUTEIBLHOU
nokymentauu B Poccun B gopeBomonnoHHbIM nepuox // Bectuuk PITY. 2014, Ne2.
[D51eKTpOHHBIN pecypc]. - M., 2019. - Pexum JIOCTyIma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=70.

Kykapuna IO.M. CoBpeMeHHblE OpraHW3alMOHHBIE U PEIVIAMEHTHBIE JOKYMEHTBI:
¢byukiun 1 pasHoBuaHocty // Bectauk PITY. 2016. Ne2. [Dnekrponnsiit pecype]. — M., 2019. —
Pexum JOCTyTIa! https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.
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Kykapuna FO.M. CoctaB ynocToBepeHMs] AOKyMEHTa: OT MPOLUIOr0 K HACTOALIEMY H
oynymemy// Bectnuk PITY. 2014. Ne2. [OnekrponHslii pecypc]. — M., 2019. — Pexum nocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=128.

JlonostHuTEIbHAS

Heoenocoea I'A. CenekTuBHbIM 0TOOp MOHATUS «I0KyMeHT» // BectHuk PITY. 2016. Ne2.
[DneKTpOHHBII pecypc]. — M., 2019. - Pexxum JOCTyIIA:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-16.pdf#page=71.

6.2. IlepeueHp pecypcoB HMH(POPMALMOHHO-TEJEKOMMYHHKANMOHHON  ceTH
«HHTepHeT»

IIpaBoBrie cucteMsbl “Tapanrt, “KoHCyabTaHT ILTIOC
b y b

7. MaTtepuajJIbHO-TeXHMYECKOe o0ecreyeHne JMCUMILIUHBI (MO1YJIs1)

AyauTopun sl TPOBENEHMSI JIEKUMIA M CEMMHAPCKMX 3aHATMI C TEXHUYECKUMU CpefCTBaMU
00y4eHHs (MyJIbTUMEHNA-TIPOEKTOP (BUIEONPOEKTOP), 3KPaH (IIEPEHOCHOI WM CTALMIOHAPHBIN)).

Cocras nporpammuoro odecneuenusi (I10), coBpemennbix npoceccnonanbubix 6a3 nannpix (b1) n
uHgopmMauuoHHo-cnipaBoynblie cuctem (MCC) (2017 r.)

1. Ilepeyens 11O

Tabauya 1
Nenn Haumenosanue 110 ITpousBopurens | CnocoO pacnpocTpaHeHUs
/i (uyensuoHmoe Uil
Cc80000HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JIMLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE
2. Ilepeyens B u UCC
Tabauya 2

Neni/it HanmeHnoBanue
Me:xnyHaponHbie pedepaTuBHble HaykoMmeTpudyeckue B, nocTynHble B paMKax
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HalMoHaJIBLHOM mogmicku B 2017 1.
Web of Science

Scopus

2017 r.

SAGE Journals

HpO(beCCI/IOHaJII)H])IC MOJTHOTEKCTOBBIC BH, AOCTYIHLIC B paMKax HaIIPIOHaJIbHOfI NOANNCKU B

Kypnanb! Oxford University Press
ProQuest Dissertation & Theses Global

Kypnainbl Taylor and Francis

JSTOR

[Ipopeccronanbhbie nonHoTEKCTOBLIE BT

M3pnanus o oOeCTBEHHbIM U T'YMAHUTAPHBIM HayKaMm

Koncynbsrant Iimoc,
I'apanT

KOMHI)IOTCPH])IC CIIPABOYHbIC NPABOBLIC CUCTEMbBI

Cocras nporpammuoro odecneuenusi (I10), coBpemennbix npogeccuoHanbHbIx 6a3 gaHHbIX (BII) u
uHgopmauuoHHo-cnipaBoyHblie cuctem (MCC) (2018 r.)

1. Ilepeuens 11O

Tabauya 1
Nen Haumenosanue 110 ITpousBopurens | CnocoO pacnpocTpaHeHUs
/i (uyensuoHmoe Uil
Cc80000HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JIMLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE
2. Ilepeyens B u UCC
Tabauya 2
Neri/im HaumenoBanue

HalyoHaJIbHOM nognucku B 2018 r.
Web of Science

Scopus

MexnyHnapoptbie pedpeparruBHble HaykoMmeTpuueckue b1, focTynHble B paMKax
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2018 r.

SAGE Journals

Kypnainel Taylor and Francis

Kypnanb! Oxford University Press
ProQuest Dissertation & Theses Global

HpO(beCCI/IOHaJII)H])IC MOJTHOTEKCTOBBIC BH, NOCTYIHLIC B paMKax HaHHOHaHLHOﬁ NOoANNMCKHU B

JSTOR

[Tpopeccronanbhbie nonHOoTEKCTOBLIE BT

M3pnanus no oOEeCTBEHHbIM U T'YMAHUTAPHBIM HayKaMm

I'apanT

Koncynbsrant Iimoc,

KOMHI)IOTCPH])IC CIIPABOYHbIC NPABOBLIC CUCTEMbBI

Cocras nporpammuoro odecnieyenusti (I10), coppemennpix npogeccuonanbupix 6a3 nannpix (b1) n
uHgopmMauuoHHo-cnipaBoynblie cuctem (MCC) (2019 r.)

1. Ilepeuens 11O

Tabauya 1

Neni/ Haunmenosanue 1O ITpoussopuTens Cnoco6 pacrpocTpaHeHHs
n (auyensuonnoe uau c60600HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JIMLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLEH3UOHHOE
12 Windows 10 Pro Microsoft JIMLEH3UOHHOE
13 Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE
2. Ilepeyens B u UCC
Tabauya 2

Neri/im HaumenoBanue

Web of Science

Scopus

Mexynaponsslie pedpepaTiBHble HayKomeTpuieckre B, mocTynHble B paMKax
HalyoHaJabLHOM nognucku B 2019 r.

HpO(bCCCI/IOHaJI])HI)IC IMMOJTHOTCKCTOBBIC BH, AOCTYIIHbBIC B paMKax HaIIPIOHaJIbHOfI NOAINNCKU B
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2019r.

Kypnanbel Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnainel Taylor and Francis

DJIEKTPOHHbIE U3[1aHKs U3/IaTebCTBA Springer
[Tpopeccronanbhbie nonHoTekCcTOBLIE BT

JSTOR
M3pnanus no oOEeCTBEHHbIM U T'YMAHUTAPHBIM HayKaMm
KoMnbloTepHble cipaBOYHbIE IPABOBbLIE CUCTEMbI

Koncynbsrant Iimoc,
I'apanT

8. OOecneyenne o00pa3oBaTeJIbHOIO Ipouecca JIsi JHMI € OrpaAaHMYEHHBIMHU

BO3MOKHOCTAAIMM 310POBbA 1 HHBAJIUI0B

B xoze peanuzanuy JUCHUILIIMHBI UCIIOJIB3YIOTCS CIEAYIOIINE JOIOIHUTEIbHBIC
METObI 00YUYEHHS, TEKYIIEr0 KOHTPOJIS YCIEBAEMOCTH U MPOMEKYTOUHOW aTTeCTAIHH

o0ydaromuxcs B 3aBUCUMOCTH OT UX UHIUBUAYATbHBIX OCOOCHHOCTEH:

o JUISL CJICTIBIX U CJIA0OBUISIINX:

- JIGKIUU OQOPMIISIOTCS B BHUJE 3JEKTPOHHOTO JOKYMEHTA, JOCTYIHOIO C IOMOIIBIO
KOMIIBIOTEpA CO CHELMATU3UPOBAHHBIM IIPOTPAMMHBIM 00€CIIEUEHUEM;

- NHMCHbMEHHBIE 3aJaHMsl BBINOJIHSIOTCS Ha KOMIBIOTEPE CO CHELUAIN3HPOBAHHBIM
IPOTPaMMHBIM 00€CTieueHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieuynBaeTCs MHIMBUYallbHOE paBHOMEpHOE ocBemieHrne He meree 300 IoKc;

- JUId BBITOJIHEHUS 3a/laHUsl NMPH HEOOXOAMMOCTH MHPEIOCTABIISETCS YBEIUYHBAIOIIEE
YCTPOHCTBO; BO3MOXHO TAK)KE€ HCIIOJIb30BAaHHE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MUCHbMEHHBIE 3aJ]aHNsl OPOPMIISIOTCS YBEIIMYSHHBIM HIPUPTOM;

- DK3aMeH M 3a4€T MPOBOAATCA B YCTHOH (popMe WM BBINOIHAIOTCS B NMHUCHMEHHOMN
(dopme Ha KOMITBIOTEPE.

J IUISL TIIYXHMX M C1a00CIbIIAIINX

- Jekuud o(OpMIISIOTCS B BHJE 3JEKTPOHHOTO JOKYMEHTa, JHOO MpPeJoCTaBiIAETCs

3BYKOYCHWJIMBAIOIAad anraparypa HHAUNBUAYAJIbHOT'O MOJIb30BAHNA,
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- MUCHbMEHHBIE 33J[aHUs BBITIOJIHAIOTCS] HA KOMITBIOTEpE B MUCbMEHHOU (opMme;

- 9K3aMeH M 3a4éT MPOBOJATCS B IMHUCHBMEHHOH (opMe Ha KOMIIBIOTEPE; BO3MOXKHO
npoBesieHue B (popMe TeCTUPOBAHMUS.

J IUISL JIAL C HApYIIEHUSIMH OTIOPHO-BUTATEILHOTO anapara:

- JIGKIUU O(QOPMIISIOTCS B BHUJE 3JEKTPOHHOTO JOKYMEHTA, JOCTYIHOIO C IOMOIIBIO
KOMIIBIOTEpA CO CIEIHMATU3UPOBAHHBIM ITPOrPAMMHBIM 00eCTICUeHUEM;

- TUCbMEHHBbIC 3aJlaHMs BBINOJHIIOTCA HA KOMIIBIOTEpPE CO CIEHUATU3UPOBAHHBIM
MIPOTPaMMHEIM 00€CTICUeHUEM;

- DK3aMeH U 3a4€T MPOBOAATCA B YCTHOM (popMe WM BBINOJHSIOTCS B NMHUCHMEHHOMN
(dbopme Ha KOMITBIOTEPE.

[Tpy HEOOXOIUMOCTH MpelyCMaTpUBACTCS YBETUUYEHUE BPEMEHHU AJIS TIOATOTOBKU OTBETA.

[Iponienypa  mpoBeACHUST  NPOMEXKYTOUHOM  aTTecTauuu Uil OOyyaromumxcs
YCTAHABIMBACTCS C Y4YETOM UX HMHIUBUAYAJIbHBIX ICUXO(PHU3HMUECKUX OCOOEHHOCTEH.
[TpomexyTouHast aTTeCTAIMsI MOXKET MTPOBOJAUTHCS B HECKOJIBKO ATAIIOB.

[Tpu mpoBeneHNM TPOLEAYPH OLECHUBAHUS PE3yJIbTATOB OOyUEHHs IMpeaycMaTpuBaeTCs
UCTIOJIb30BAaHUE TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAMBHUIYaJIbHBIMH
0COOEHHOCTSAMHU O0yYaroImuxcsi. OTH CPEACTBa MOTYT OBITh MPEJOCTABICHBI YHUBEPCUTETOM,
WJIA MOTYT HCTIONIb30BAThCSl COOCTBEHHBIE TEXHUYECKHE CPEIICTBA.

[IpoBeneHnne mpoUEAYpbl OLIEHUBAHHUA PpE3YIbTAaTOB OOY4YEHHs JIOMyCKAaeTcss ¢
MCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHA.

ObecneunBaeTcst JOCTYI K MHGOOPMAIIMOHHBIM U OubimorpaduyeckuM pecypcam B CeTH
WuTepHeT Ui Kaxkaoro oOydaromerocst B (opmax, aganTUPOBAHHBIX K OTPAHUYCHUSAM HUX
3JI0POBbSI U BOCIIPUATHUS MH(POPMAIUH:

® IS CJICTIBIX U CITa0OBUIAIINX:

- B IeYaTHON (popMe yBEITMUEHHBIM HMIPUPTOM;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B hopme aynnodaiina.

® U TIYXMX M CIa0O0CHbIIAIINX:

- B Me4aTHOH opMme;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA.

e I 00yYaIOMIUXCSI ¢ HAPYIICHUSMHU OMIOPHO-ABUIaTeIbHOTO anrapara:

- B Me4aTHOHU opMme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B hopme aynnodaiina.
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Y4eOHbIC ayqUTOpPHH M7 BCEX BHUIOB KOHTAKTHOH U CaMOCTOSITENILHON paloThI,
HayyHass OuONMMOTeKa ¥ WHBICE TIOMEHICHHsI Ui OOydYeHHs OCHAIICHBI CIeNUaTbHBIM
o0opyoBaHNEM U Y4eOHBIMU MECTaMU C TEXHUYECKHUMHE CPEICTBAMU OOYUCHHUS:
® IS CIICTIBIX M CTAOOBUISTIIHX:
- YCTPONCTBOM JUIsl cKaHMpoBaHUs 1 uTeHus ¢ kamepoil SARA CE;
- nuctuieeM bpaiing PAC Mate 20;
- npunTepoM bpaitng EmBraille ViewPlus;
® ISl TUIYXHX U CIA0OCIBIIIAIINX:
- aBTOMATH3UPOBAHHBIM pabOYMM MECTOM I JIIOJCH C HapylmIeHHEM Cclyxa H
C1a00CIIBIIIAIINX
- aKyCTUYECKUH YCHIIMTEh U KOJIOHKH;
® U151 O0YYAIONINXCS C HAPYIICHUSIMU OTIOPHO-IBUTATEIBHOTO ammapara:
- IEPEIBIKHBIMHY, PETYJIUPYEMBIMH 3proHoMuueckumu napramu CU-1;

- KOMIIBIOTEPHON TEXHUKOW CO CHEUATbHBIM MTPOrPaMMHBIM 00€CIICUEHUEM.

9. MeToau4eckue MaTepuaJbl

9.1. Il;1anbl NPAKTHYECKUX 3aHATHI

MeTtoguueckue YKa3aHUA MO0 OPraHu3alu M MPOBEACHUIO IIPAKTUYCCKUX 3aHSATHIA.

Bribop TeM mpakTHUeCKUX 3aHATHH OOYCIIOBIICH OOLIMM COJEp)KaHHEM Kypca M HaleJeH Ha
YIayOJIeHHOE U3yYeHHE €TO OTACIBHBIX Pa3zesioB.

Lenp 3aHATHI — 3aKpeIieHHE CTYJCHTaMH 3HAaHUH TEOPETUYECKOro Kypca M MPHOOpEeTeHNE UMU
MPaKTUIECKUX HABBIKOB JOKYMEHTHUPOBAHUS JESATEIBHOCTH OPTraHU3alUi U MPEeANpPUSTHH.

B cBsi3u ¢ mocTaBIeHHOH LENbI0 MPAaKTUUECKUE 3aHATHS Pa3OUTHI Ha TP pa3zena:

1. Pa3BuTue JOKyMeHTa U CKIafbIBaHHE €ro (hOopMyIIsipa.

2. CocraBienue u opopMiIeHHE OpraHU3aMOHHO-PACTIOPSINTEIBHBIX JOKYMEHTOB.

3. CroXHble KOMIUIEKCHI TOKYMEHTOB.

B pesynbTrare BBIMOMHEHUS NPAKTUUECKUX 3aHATHH CTYJCHTHI JOJDKHBI 3HATh TOSIBICHHE H
pasBUTHE TEPMUHA «IOKYMEHT», B3aUMOCBS3b MOHATHH «IOKyMEHT» H «HH(popMauus»; (GOpMbl U
coco0bl (PUKCUPOBaHUS MHPOPMALMM HAa MaTepHabHOM HOCHTEJE; COCTaB M Ha3HAUYCeHUE (YHKIHUHA
JOKYMEHTa; JBOJIONUIO (QOpMyJsipa TEKCTOBOTO JOKYMEHTa B Pa3IUYHBIE HUCTOPUYECKUE IEPUOIH,
COBpEMEHHBIE TpeOOBaHUS, PEABIBISIEMbIE K COCTABICHUIO M O(OPMIICHHIO CIYKEOHBIX TOKYMEHTOB;

YMETH COCTABJIATh U O(i)OpMHSITI: OCHOBHBIC BHU/Ibl OPraHU3AIIMOHHO-PACTIOPAAUTCIIbHBIX JOKYMCHTOB.
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3aHaTHS IpoBOAATCA C YUYCTOM Tpe6OBaHI/II71, H3JIOKCHHBIX B 3aJaHHAX W Ha OCHOBC
npeaiaracMbIX yrpaBJICHYCCKUX CI/ITyaLIHﬁ.

3aHaTHS MOT'yT OBITh MPOBCACHbBI KaK TpaaAUIMOHHBIM CHOCO6OM, TaK U Ha NCPCOHAJIBHOM
KOMIIBIOTEPE C HUCIOJb30BAHUCM COBPCMCHHBIX TCKCTOBBIX PCAAKTOPOB U 1O CIOCHHUAIBHO
pa3pa60TaHHBIM MCTOAUYCCKUM YKA3aHUAM.

HOI[FOTOBK& K MPAKTHUYCCKUM 3aHATUAM IPCAYCMATPUBACT CaMOCTOSATCIIbHYTO pa60Ty CTYACHTOB
10 U3YUCHUIO JICKIIMOHHOTO KypCad, HICTOUYHHUKOB U JIMTCPATYPhI, pPCKOMCHIOBAHHBIX K KaXXIOMY 3aHATHIO.

Ha KaKAOM 3aHATHUU NPOBOAUTCA OIIPOC U KOJJICKTUBHAA 6ece;[a o TEMC, Pa3bACHAIOTCA LCIN U
3aJadn eé HU3YyUCHUA. Pe3yanaTLI CaMOCTOATCIIBHO BBIITOJTHCHHBIX 3a,[[aHPII>i pernogaBaTciib MIPOBEPSCT B
KOHIIC 3aHITUH. HpOHYH_IeHHI:Ie 3aHATUA CTYACHTLIL OTpa6aTI>IBaIOT CaMOCTOATCIIBHO B na6opaTop1/H/I

AOKYMCHTOBCACHNA, B KOTOpOfI BCACTCA yUCT OTpa60TOK.

IInanel npakTHYeCKUX 3aHATHI

Tema 1: JlIokyMeHT U ero ()yHKIMH , MOHSATHS JOKYMeHT M nH(popmanus — 4 yaca.

Lenp 3aHATHS — aHANW3 Pa3BUTHs IMOHATHH «HH(OpMALMS» U «IOKYMEHT», OIpelesicHHE
(YHKUMI TOKYMEHTOB.

B pesynbraTe BHINOTHEHMS 3aJaHUI CTYIEHT JIOJIKEH:

—  umempdp npeocmasiienue O B3aUMOCBSI3H MOHATHH «MHGOPMALU) U «IOKYMEHT», Pa3BUTHH
MOHATHSI «JOKYMEHT», PAa3BHUTHU CIIOCOOOB JOOKYMEHTHPOBAHHS W HX CBSI3H C MaTepUaTbHBIMU
HOCUTEISIMA UH(QOPMALIHIH;

—  YMeTb OIpeaensiTh QYHKINN KOHKPETHOTO JOKYMEHTA.

3apanus I CaMOCTONATEIbHOI padoThl.

1. IlpoananusupoBaTh ymnoTpeOlieHHMEe TOHSATHA JOKYMEHT H €ro CHHOHHMOB IO
«I'enepanpHOMy permamenty» 1720 r., «OO6meMy rybepHCKOMY yupexaeHuto» 1775 r., «OO0memy
YUpeXKJIeHNI0 MUHHCTEPCTB» 1811 T.

2. llpoananu3upoBaTh pa3BUTHE TMOHATHS <«JOKYMEHT» IO CJIOBapsM W CIEHUaIbHON
JUTEpaType.

3. IIpoananm3upoBaTh pa3BUTHE TepMUHa «UH(poOpManusa» 1o cioBapsM u DexepaibHOMY
3akoHy «O0 nHpopMau, HHYOPMAIIMOHHBIX TEXHOJIOTHIX U O 3alIuTe HHHOpMaLuU»

4. IIpoananu3upoBaTh pa3BUTHE TEPMUHA «JOKYMEHT» IO TOCYIapCTBEHHBIM CTaHIapTaM.

5. Onpexnenuts QYHKIUH CICAYIOMHNX JOKYMEHTOB:

- kynuas kabana Hukutet Kosnosa Ha xonona Mana [1asnosa 23 mas 1494 roxa;

- panopt reHepan-npokypopa Cenara U.YO. Tpybeukoro nmnepatpuue Ennzasere IlerpoBHe 0

npuesze B [lerepOypr u3 Apocnasns reatpansHoii Tpynnsl O.I. Bonkosa 3 despans 1752 rozaa;

- Hexper CHK «O nmpaBunax noanvcanus AEHEKHBIX OyMar, JOKyMEHTOB, OpPJEPOB, OTHOLLICHUH,

CHpaBOK U T.I.» OT 12 nexabps 1921 r.;
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- IlocranoBnenne BIIUK u CHK PCOCP «O mnopsake ™OAb30BaHUS MEYaTIMU C
rocynapctBeHHBIM repooM PCDCPy» ot 15 nexabdps 1936 r.;

- noctanoByeHus LIK KIICC u Coera munucrepcts CCCP «O Mepax Mo COBEpIIEHCTBOBAHUIO U
YZCLIEBIICHUIO anmapaTa ynpasieHus» oT 13 okTsops 1969 r.;

- ©3 “O6 unpopmannu, THPOPMATMOHHBIX TEXHOIOTUIX U O 3aIuTe HHpopMamn”.

6. IlpuBecTn nmpuMepsl JOKYMEHTOB, BBITIONHSIONINX CICAYIOUIHE (QYHKIIH:

- yIpaBiieHUECKas;
- IpaBOBas;

- COIMaJIbHAs;

- KyJIbTYpHas;

- HICTOPUYECKOTO NCTOUHUKA;
- nHpOpPMaLTUOHHAST;

- ydera.

YKa3anus no BLINOJHEHHUIO 32]aHHM.

1. U3yunth 3aKOHOAATENbHBIC aKThl U BHIMUCATh BCTPEUAIOIIMECS B HUX CHHOHUMBI MOHSATUA
«TOKyMEHT». BBISBUTH 3HAUCHHE MOHITUN «JIEI0», «OyMara», «akT», «JIeloBas Oymaray, «CIIy:KeOHBIH
JOKYMEHT», NaTh UX ONpEeleieHUE, €CIU OHO MPUBEACHO B MCTOYHUKaX. [IpoaHanu3upoBaTh, B KaKUX

cirydadax yrIOTp€6J'I$ICTC$I KaXXJ10€ IMOHATHUC.

2. Tlo BwImucKaMm u3 CJ'IOBapCfI u CHC]_II/Ia.HLHOﬁ JIUTCPATypbl ONPCACIINTL, KAKHUC ACICKTHI -
HH(bOpMaHPIOHHI:IfI, HpaBOBOfI, ynpaBnqueCKHﬁ, I/ICTOpI/I‘leCKI/Iﬁ - JICTJIX B OCHOBY ONPCACIICHUA TOHATHUA

KAOKYMCHT».

3-4. U3 rocyaapctBennbix ctanaaptoB: ['OCT 16487-70 «lenonpou3BoACTBO U apXUBHOE JEJO.
Tepmunsl u onpenenenusn»; 'OCT 16487-83 u 'OCT P 51141-98 «/lenonpou3BoAcTBO U apXUBHOE
neno. Tepmunsl u onpeaenenusi»; [OCT P 7.0.8-2013 «/lenonpon3BoacTBO U apXUBHOE JeN10. TepMUHBI
u ompegeneaus»; [OCT P UCO 15489-1-2007 VYupasnenue aoxkymeHTamu. OOmue TpeOoBaHuSs;
®denepansHoro 3akoHa «O0 MHPOpPMAK, HHPOPMATMOHHBIX TEXHOJOTHAX M O 3aluTe WH(POpMAIHN»
ot 27 wmions 2006 Nel49-D3 BeimucaTh ONpenesieHHS TEPMUHOB «HUHPOPMAIHUA» U «IOKYMEHT» H
YCTaHOBUTH, KaKH€ acHeKThl (HOCUTeNH MH(OpMAaNnH, crocoObl ee (GUKCUPOBAaHUS, IOpUANYECKas CHUIa

AOKYMCHTA U }_'[p) n (bYHKI_[I/II/I JOKYMCHTA 3aJIOKCHBI B 9TUX OMPCACICHUAX.

5. OHpG}.‘[CJ’IHTB (bYHKI_II/II/I AOKYMCHTA, T.C. €ro HeJICBOC HA3HAUCHUC. Br1BUTE MNOJIMHHYIO LCJIb
CO3JaHusA NOKYMCHTA MU 3aIllCHATICHUSA 3aKJIIOUCHHON B HEM I/IH(l)OpMaL[I/II/I, MpoaHaJIn3nupoOBaTh pPOJIb

AOKYMCHTA B I[aHHOﬁ CUTyaluu ):[OKYMGHTOO6p3.30BaHI/I$I. Tak kak JOKYMCHT HOHI/I(l)YHKL[I/IOHaJ'ICH,
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HepBOﬁ YKa3bIBaCTCs (byHKLII/ISI, 3aaHHasd OJOKYMCHTY aBTOPOM. OI[HOBpeMeHHO OTMETUTH, KaKH¢ W3

Ha3BaHHBIX (bYHKI_II/Iﬁ JOKYMCHTA HOCAT 06H.II/II>1, a KaKue - YaCTHBIN XapakTep.

6. [IpuBecTn mpuUMepHl JOKYMEHTOB, 00J1aJa0IMX Ha3BaHHBIMU (DYHKIMAMH, yKa3aTh Ha3BaHUE
BUJA, 3arojIOBOK M JaTy HoKyMeHTa. nsi (QyHKOMH ydeTa W MPaBOBOW MOKHO MPUBECTU MPHUMEPHI
COBPEMEHHBIX JOKYMEHTOB, Ul MMOCTOSHHO JeHcTBYOMUX (QyHKIMH (MH(OOPMAIMOHHON, COLMAILHOH,
KYJIETYPHOM, MCTOPUYECKOTO HMCTOYHUKA) MPHUBECTH MPUMEPHI JOKYMEHTOB Pa3IMYHBIX HCTOPHYECKHX

OIIOX.

KonTposibHbIE BONIPOCHI:

1. Kak pa3BuBanuch HOHATHA «MHPOPMALIUI» U «ITOKYMEHT»?

2. Kakue acmexTsl 4eIoBEYeCKOW IEATENbHOCTH OTPaKEHBl B OIpPENCNCHUSX TEpMHUHA
«JIOKYMEHTY» ?

3. [epeuncnure QpyHKIMU TOKYMEHTA.

HcTouHMKH U JMTEpaTypa

UctouHuku:

Oenepanbhpiii 3akoH PO ot 27.07.2006 1. Nel49-03 «O06 unpopmaunu, HHPOPMATHOHHBIX
TEXHOJIOTHUSIX | O 3ammte nHdopmamum» // [InexkTpoHHslid pecypc]. — M., 2019. — Pexum noctyna:

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

@enepanbubiii 3akoH oT 06.04.2011 Ne 63-®3 “O6 »snexTponHoil mnoxmucu” //
[DneKTpOHHBII pecypc]. — M., 2019. - Pexxum JOCTYyIIa:
http://www.consultant.ru/document/cons_doc LAW_112701/.

[Mocranosnenue IIpaBurensctBa PD or 15.06.2009 Ne 477 «O6 yrBepxknaeHun IlpaBun
JICNIONPOM3BOACTBA B (helepalbHbIX OpraHaX MCIONHHUTENBHON BracTuy// [DIEKTPOHHBIA pecypc]. —

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

I'OCT P UCO 15489-1-2007 Cucrema cTanmapToB 1o uHpopmauuu, OMOIHOTEUHOMY U
U3JIaTENIbCKOMY Jleny. YTmpaBieHue aokymMeHTamu. OOmume TtpeboBanus. // [DIEKTPOHHBIN

pecypc]. — M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J1eJ0. TepMHUHBI U ONpPEAEICHUs.-
[DneKTpOHHBII pecypc]. - M., 2019. Pexum JIOCTYyIIA:
http://www.consultant.ru/document/cons_doc LAW 163800/.

Jlnteparypa:

beikoBa T.A. JlokyMeHTallMOHHOE OOECIieueHUE YMpaBiIeHHs (JIEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3nerosa. -2-e¢ uza. nepepad. u
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JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. — Pexum JIOCTyIa:
http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepHuaJl K 3aHATHIM:

1. T'enepanbhsiii pernament 1720 T.

2. Ob6uee ryoepHckoe yupexxaenue 1775r.

3. Oo6mee yupexaenne Muauctepcts 1811r.

4.  COOpHUK 3aKOHOJATEIbHBIX aKTOB IO IeI0onpon3BoacTBY (1917-1970):

5. Brpimucku ¢ ompeneneHUAMH TOHATUS «HOKYMEHT», <«HH(pOpMauus» U3 CcIOBapeH,
SHUMKJIONIEANHN U CTIELUAILHON JINTEPaTypHlI.

6. TOCT 16487-70, TOCT 164867-83, T'OCT P 51141-98, T'OCT P 7.0.8-2013
Jlenonpou3BOACTBO U apXUBHOE A€10. TEpMHUHBI U ONIPEICICHHUS;

7. TOCT 6.10.1.88 YHu¢puuupoBaHHble CUCTEMBI JOKyMeHTaul. OCHOBHBIE MTOJIOKCHUS;

9. TOCT P UCO 15489-1-2007 Ympasienue nokymentamu. O0mye TpeOGoBaHus.

10.®enepanbubiii 3akoH «O0 uHPOpManMK, WHPOPMALUOHHBIX TEXHOJIOTHSX M O 3alluTe

uHpopmarum» ot 27 urons 2006 Nel149-03

Tema 2. Crioco0bI JOKYMEHTHPOBAHUS U MaTepHaJbHbIe HOCUTeJN HHpopMannu — 4 yaca

Lenp 3aHATHS — U3YYCHUE Pa3IUYHBIX CLIOCOOOB 3aNeuaTICHUs] HHPOPMAIIHY.

B pesynbTaTe BeIMOTHEHUS 3aJaHUI CTYJCHT IOJDKEH:

— 3Hamb QYHKIMH JIOKYMEHTAa, CIIOCOOBI 3arnedyaTiicHuss WHGOpPMAIMH, STalbl Pa3BUTHS
TEKCTOBOI'O JOKYMEHTUPOBAHUS;

3apanus I CaMOCTOATEIbHOI padoThI.

- MByuuth 3Tansl TEKCTOBOTO JOKYMEHTHPOBAHUS, O3HAKOMHUTHLCSA C 00pa3llaMy MUKTOTPAMM U

JIOTrOorpamMm, JaThb UX KPAaTKYIO XapaKTCPUCTUKY.

- O3HaKOMHTBCH C O6pa3L[aMI/I TCXHUYCCKUX NJOKYMCHTOB U 3allMCATh UX COACPKAHUC TCKCTOBLIM

CII0COOOM.

Yka3anus no BbINOJTHEHHUIO 3aJaHUM.
1. 3y4uTh MUKTOTpaMMBI U JIOTOTPaMMBI, NpPEACTaBICHHbIC B KOIeKuu. J[ate onucanue 1-2
nukTorpamMm. [IpoBecTu aHaan3 3HAKOB JIOTOTPaMM, YUYUTBIBAas MPU 3TOM, UYTO 3HAKY COOTBETCTBYET

CJIOBO. gapI/ICOBaTL 2-3 o6pa3ua U OMpPEACIUTh MPECUMYIICCTBA U HCAOCTATKHU JIOTOTpaMM.
2. I/I3y‘lI/ITB 1-2 YCPTCIKAa U TCKCTOBBIM CITOCOOOM 3aIrcaTh X COACPIKaHUC.

KonTposbHbIE BONIPOCHI :

1. KakoBnI 3TaIb! Pa3BUTHUA TCKCTOBOI'O JOKYMCHTUPOBAHUA ?
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2. KakoBHI crioco0bI 3arevatieHus nHhopMayu ?

3. Kakue cnocoObl JOKyMEHTHPOBAaHHS MOSBWINCE B 19 Beke?

Jlnteparypa:

beikoBa T.A. JlokyMeHTallMOHHOE OOECIeueHue YMpaBiIeHHs (JIEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3uerosa. -2-e¢ uza. nepepad. u
JO1I. - Mocksa: WNndpa-M, 2018. -304 c. — Pexxum JOCTYyIIA:
http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepHuaJ K 3aHATHIM:

Konnekuus nukTorpamm, JororpaMm u 10KymeHToB XI1-XX BB.
Ha6op nnakaros.

CJ'IafI}.'H:I 10 UCTOPHUHU Pa3BUTHUA CII0CO00B JOKYMCHTHUPOBAHUS.

Tema 3. Dopmyasp AOKyMeHTAa H ero cocraBHble yacTu. UcTtopusi passutusa dgopmynspa
aokyMmenTa — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 16 yacoB

®opmyJasip nokymenta XVI - XVII BB. — 4 yaca

Lenp 3aHATHS — BBISIBIICHHE 3aKOHOMEPHOCTEH CKIaJbIBAHUS U Pa3BUTHUS POPMYJIISipa TEKCTOBOTO
cirykebnoro gokymenta X VI-XVII BB.

B pesynbraTe BHINOTHEHNS 3aJaHUH CTYIEHT JIOJIKEH:

—  umempdp npedcmaeneHue O CKIAIbIBAHUN U PA3BUTUU (QOPMYJISipa TEKCTOBOTO JOKYMEHTA B
MIPUKa3HOM JIEJIONPOU3BOJICTBE;

— 3nams Buabl aokymeHToB XVI-XVII BB., coctaB ¢opmyinspa; Ha3BaHUS PEKBU3HTOB H
MOPSIOK UX OOPMIICHUS;

—  yYMeTBb ONHCKHIBaTh KOHKPETHBIE OKYMeHThI X VI-XVII BB., cocTaBisist ux pOpMyJISpEIL.

3apanus I CaMOCTONATEIbHOI padoThI.

1. I/I3y‘lI/ITB BUIBI 1 PASHOBUAHOCTU JOKYMCHTOB !

1.1Tlo KpaTKOMY CJIOBApro BUJAOB U pa3HOBH,Z[HOCT€fI JAOKYMCHTOB BBIIMUCATh BUbI JOKYMCHTOB;,
1.2Tlo KOJUICKIIUHA BbIABUTH BUJbI JOKYMCHTOB, 00BSICHUB MCTOJ OIIPCACIICHU KAXKI0r0 BUJaA.
2. BEIIBUTE U OIHCATh OCOOEHHOCTH 0003HAUYECHUS AaBTOpa NOKYMCHTA, YKa3asB :

- CJ'Iy>Ke6HI:Iﬁ WM JIMIHBIA JAOKYMCHT;

- KOJJICKTUBHEIN UITH I/IH,Z[I/IBI/II[yaJII:HLIfl aBTOP;

- (bOpMy 0003HaUCHUS ABTOpPCTBA, MECTO €TI0 PACIIOJIOKCHHUA B (bopMynﬁpe JOKYMCHTA,

- 0COOCHHOCTH OIPCACIICHUA aBTOpPA.
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3. HpOS.HaJ'II/ISI/IpOBaTB COCTaB M CIOCOOLI 0003HAYECHUS PCKBHU3UTA «aapecaT» :
- BBIIIUCATh IIPUMEPLI aIPECCOBAHUA TOKYMCHTOB;

- U3Yy4YUTb COCTasB, CI0CO0 HamuMcaHus apeCaToB JOKYMCHTOB, IMMOCBUIACMBIX U3 HUKCCTOALICTO
YUpPCKACHUA B BBIHICCTOANICC, TOKYMCHTOB, KOTOPBIMU 00OMEHHBAINUCH PaBHOCTOANIUC YUPCIKIACHUA, U

JAOKYMCHTOB, HAIIPABJIACMBIX U3 BBIMICCTOAMIUX y‘{pe)K)_ICHI/Iﬁ B HUOKCCTOAIIHUC.
4. I/I3y‘lI/ITB CIIOCOOBI AAaTUPOBKH NOKYMCHTA :
a) OMMPCACIIUTD AAaThbl U3y4YaCMbIX JOKYMCHTOB,
6) YCTAaHOBUTDH IMPU3HAKU JATHPYIOIICTO XapaKTCpa,

B) MEPEBECTU YCTAHOBJICHHBIC HAThl C 3pPbl «OT COTBOPCHUSA MHpPa» HaA 3py «OT POXKICCTBA

XpI/ICTOBa», C IOJIMAHCKOTI'O KaJICHAAps Ha FpPIFOpI/IaHCKI/Iﬁ.

5. HBy‘lI/ITB COCTaB YAOCTOBCPCHUA JOKYMCHTA : OHNPCACINTb HAJIWYUC, COCTaB, MCECTO

PAaCIIOJIOKCHHUA MOANNCHU U CKPCIIBI.
6. Onmcathb XapaKTep OTMECTOK Ha JOKYMCHTAaX. OHpeZ[eJ'H/ITI: HUX HA3HAYCHUC.

7. OHpC}ICJ’II/ITB TPaAUITUOHHO-CIIOXKUBIIYIOCA CTPYKTYPY TCKCTa U OCOOEHHOCTH H3JI0KECHUS

COACPIKAHUA OTACIBHBIX BUIOB TOKYMCHTOB (‘leHO6I/ITHa$I, rpaMoTa, OTHI/ICKa).

Yka3aHnus no BLIIOJTHEHHIO 3aJaHUM:

3ananus No 1-6 MOKHO BBITIONHATH C TTOMOIIIBIO TAOHUIIBI CIICTYOIIEH (POPMBI:

Bun ABTOp Anpecat Jara CocTtaB OtMmeTKa Ha

AOKYMCHTAa YAOCTOBECPCHUSA HOKYMCHTC

1. Brlmmcate Ha3BaHUS BUIOB IOOKYMCHTOB, O6paTI/IB BHUMAHHUC Ha KOJIHMYCCTBO BHIOB H

pasHoBuaHocTel B XVI-XVII BB.

BI/II[BI JOKYMCHTOB CJICAYCT BBIIUCBIBATH 110 CJICAYIOIIHUM TIpynmnaM: paclnopAaAauTCIbHBIC
HAOKYMCHTBI (Haan/IMep, YKa3bl, TpaMOTbl, HaKa3HLIC, HaMSITI/I), TNEeperrcKa (HaMHTI/I, OTITMCKH,

YeJIOOUTHBIC U T.I1.).

BI/II[BI JAOKYMCHTOB U3YYUTHb TAKIKC IO KOJUICKIIUH KOITUH JOKYMCHTOB. Tak Kak OONBIIMHCTBO

AOKYMCHTOB HC MMCCT BBIACIICHHOI'O 0003HaYCHUS BUJa WJIW Pa3HOBUJIHOCTHU, TO HAJO0 UX ONPCACIUTH
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CaMOCTOATCIIbBHO U ONIMCAaTh MCTObI OIIPCACICHUA (aHaJ'II/IB TCKCTa, cneun(l)mca H3JIOKCHUA COACPIKAHUA

HJIN CJIOKUBINAACS UCPAPXUA ):[OKYMCHTOB).

2. Ilo xomnexnuu XVI - XVI BB. BHUMATENbHO NMPOYUTATH COJEPIKAHUE KAXKJOTO TOKYMEHTa U
yKa3zaTb aBTOpa - CO3/aTeNsi AOKyMEHTa (yUpekIeHHE) M TMOIPOOHO OOBSCHUTH, KaKUM 00pa3oM

YCTaHOBJICH I[aHHLIﬁ aBTOp.

3. BHuMarennHO NpoYuTaTh AOKYMCHTHI Hpe,[[ﬂO)KeHHOﬁ KOJUICKIIMHU H CTOJ'I6LIa " ONpCACIIUTH

MCCTO pacCIIOJIOKCHUA aapecaTa, €ro CoOCTaB u (bOpMy, BBINMHUCATh HECKOJIBKO ITPUMEPOB.

IIJ'ISI aHaJIn3a JOKYMCHTOB, KOTOPbBIMH 0OMEHUBAIINCH YUPCKACHUA, CICAYCT B3ATh TAKHWC BHJIbL
KaK YyKa3, rpamorta, IleJ'IO6I/ITHa$I, OTIIMCKA. HpOCJ'IC,Z[I/ITB U BBIIHMCATh HNPHUMCPHBI O(l)OpMJ'ICHI/ISI B HHUX

azapecarta U 1o COACPIKAHUTO OIIPEACIINTE KOHKPCTHBIC YUPCIKACHNA, KOTOPBIM aIpE€COBAaHbI JOKYMCHTEIL.

4. YCcTaHOBUTH AaTy CO3AaHUs JOKYMEHTa - TOUHYIO, IPUOIMKEHHYIO, BEPOSITHYIO C MOIPOOHBIM
00BSACHEHHEM JAaTHUPYIOIIETro MpHU3HaKa (Colaep kaHue JOKYMEHTa, BpeMsl ACHCTBHUSA HCTOPHUUYECKHUX JIUI U
T.A.). YCTaHOBICHHYIO IO 3p€ «OT COTBOpeHHMs Mwupa» (Hampumep, 7168, korma mnepBas wnudpa
ommyckanach - 168) maTy mepeBecTH Ha 3py «OT pokaecTBa XpuctoBay. ns storo or mudpsr 7168
Bbrecth mudpy 5508 wmu 5507 (mns coObrtwii MapToBckoro ctuist) u 5508 wimu 5509 (mns coObrTuit
ceHTsIOpbcKoro ctwirst). K aHIO Mecsna ciefyeT mpuOaBUTh HUGPY JecATh, YTOOBI MOJIYYHUThH ATy IO

HOBOMY CTHUIIIO.

5. CocraB YAOCTOBCPCHUA ANOKYMCHTAa HAa4YaTb U3y4daThb CO CTOJ'I6]_Ia, 0 KOTOPOMY OIIPCACINUTDH
MECTO IOAIIHMCHU (((HpI/IHI/ICI/I)>) " XapaKTep €C HallMCaHUs. Ilo KOJUICKIIUA BBIACHUTHL COCTAB CIIYKHIIBIX

HIOZLCfI, NOAMUCHIBAOIIHNX U CKPCIUIAIOIINX JOKYMCHTHI.

6. Boimucatrs Bce OTMETKH Ha JOKYMCHTAaX, OTMCTHB MCCTO HUX HAIIMCAHHA, UX HA3HAYCHUC U

HCIIOJIb30BAHUE IJId YTOYHCHUS XapaKTCPUCTUKU JOKYMCHTA.

7. HpO&HaJ'II/IBI/IpOBaTI: HCCKOJIBKO BUOB JOKYMCHTOB, YCTAHOBHUTL, UMCCTCS JIM XapaKTCpHAasAd JJId
KaXa0ro BrUJa CTPYKTypa TCKCTA, KAKUMHU YCTOfIQHBBIMH CJIOBOCOYCTAHHUAMU OTIIMYACTCA OAWH BHUO OT

JPYTOTO.
Jlns aHanM3a MOKHO B3SITh TAKHE BUJIBI JOKYMEHTOB KaK yKa3, IaMsTh, YeJI00UTHAS, OTITUCKA.

Marepuasl aHanu3a JIydle NpeiICTaBuTh B TAOMMYHON QopMme :

Bun noxymenta BBenenue OcHoBHAas 4acThb BakroueHne
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KonTposibHbIE BONIPOCHI:

1. YeM ompenensiack CTPYKTypa TEKCTa 1 HAMMEHOBAaHNE BUAa JOKYMEHTA ?
2. KakoBbl 0COOCHHOCTH BHEIIHETO OQOPMIICHHUS TOKYMEHTA ?
3. Kakue npH3HaKky MOMOraroT OIpEeeuTh aBTOPCTBO TOKyMEHTa ?

4. Kak OMNpeaACInTb BpPEMA COCTABJIICHUA JOKYMCHTA ? OcobeHHOCTH O00O03HAYECHUS JaThI

nokymenTa XVI - XVII Bs. ?
5. Kak ynocToBepsnucy JOKYMEHTHI ?

HcTouHuKH U JuTEpaTypa

HcTtounuxu:
KpaTkuii cnoBaps BUAOB U pa3HOBUAHOCTEW JOKYMEHTOB.-M.,1974.
Jlutepatypa:

beikoBa T.A. JlokyMeHTalMOHHOE OOecIeueHUe YMpaBiIeHHs (JIeIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3uerosa. -2-e¢ uza. nepepad. u
JO1I. - Mocksa: WUndpa-M, 2018. -304 c. — Pexxum JOCTyIIA:
http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepHuaJl K 3aHATHIM:

1. Ctonber; XVII B.
2. Konnexuuu konuit nokymenToB X VI-XVII BB.
3. Kpatkuii cnoBapb BUIOB U Pa3HOBUAHOCTEH JOKYMEHTOB.

®opmyasip nokymenTa XVIII B. — 4 yaca

Lenp 3aHATHS — W3yYEHHE Pa3BUTHA M OCOOCHHOCTEH (POPMYISIPOB CIIy>KEOHBIX HOKYMEHTOB
XVIII B.

B pesynbraTe BHINOTHEHMS 3aJaHUI CTYIEHT JIOJIXKEH:

—  umemp npedcmaeienue O 3aKOHOJATETLHOM PEryJIMPOBAHUU MPOLEcCa TOKYMEHTUPOBAHUS
u pazButuu popmysipa gokymenta X VIII B;

— 3Hamb 3aKOHOJATENbHBIE AaKTHI, PETVIAMEHTHPYIOIIHE ITOCTAHOBKY JAEJIONPOU3BOACTBA B
XVIII B, BUABI JOKYMEHTOB, COCTaB (OpMYJIsipa JOKyMEHTa, paBuiia 0(hOpMIICHHUS PEKBH3HUTOB;

—  yMeTBb ONHCKHIBaTh KOHKpeTHBIE MOKyMeHTHI X VIII B., cocTaBmsis ux (opMyJIsipsl.

3apanus I CAaMOCTOAITEJILHOI padoThI:

1. I/I3y‘lI/ITB BUIBI U PA3HOBUAHOCTU JOKYMCHTOB!

- BBIIIUCATh BUABI JOKYMCHTOB, YCTAHOBJICHHBIC T CHCPAJIbHBIM PCTIIAMCHTOM
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- U3 «KpaTKOFO CJIOBaps BHUOOB U pa3HOBHHHOCTCﬁ JAOKYMCHTOB» BbIIIHMCAaTh BUJABI JOKYMCHTOB

XVIII B.

- U3 A€ MCCTHBIX y‘-Ipe)K,Z[eHI/Iﬁ BBIIMHUCATh BCC BUJBI JOKYMCHTOB W OTMCTUTL H3MCHCHUS B

TCXHUKC JOKYMCHTHUPOBAHMUS.

2. Ha npuMepe NOKYMCHTOB MCCTHBIX yqpem):[eﬂm?l MMpOoaHAJIU3NUPOBATL CIIOXKUBIIMECCA ITpaBUJIa

HalMcCaHud aBTOpPA, BLISIBUB!
a) 0COOEHHOCTH O(l)OpMJ'IeHI/IFI aBTOpa CHy>Ke6HLIX " JIMYHBIX TOKYMCHTOB
6) 3aBHCHMOCThL 0003HAUYCHUS PCKBU3UTA «aBTOP» OT 0003HaUCHUS azpecara JIOKyMCHTA.
3. HpOS.HaJ'II/IBI/IpOBaTI: 0003HaYCHHUS PCKBU3UTA «aaApeCaT»:

a) BBIITMUCAThb U3 FCHGpaJ’IBHOFO PeriiaMCeHTa ONMMUCAHUEC CUCTCMbI ITIMCbMCHHBIX CHOIIICHUI 3BCHBCB

anmapara ynpaBIeHUs

0) Mo TOKYMEHTaM MECTHBIX YUPEKICHUH OmMucaTh MOPsI0K 0pOpMIICHUS PEKBU3UTA «aApecaTy,
OTMETUTH OTIIMYHUTENbHBIE 0COOEHHOCTH MOPSAKA aIpecoBaHusl JOKYMEHTOB Mo cpaBHeHHIO ¢ X VI-XVII

BB.

4. Onucatb MOPAAOK AaTUPOBAHUSA JOKYMCHTOB. ﬂaTB IMPUMCPBI BCEX BUAOB AT C IEPECBOAOM HUX

Ha TPUTOPUAHCKHUN KaJIEHAAPb.
5. MI3y4nTh cocTaB yOCTOBEPEHUS TOKYMEHTOB:
- BBIIMCATh U3 ['€HepanbHOro periaMeHTa MpaBuiia yI0CTOBEPEHNUS JOKYMEHTOB
- OMKCATh COCTaB MOAMKCH MO JOKYMEHTaM MECTHBIX YUPEKICHUM.
6. Oncatp BUABI OTMETOK Ha JOKYMEHTAX.
7. I3y4nTh NpUHIMIEI OPraHU3alui TEKCTAa HECKOIBKUX BUJIOB TOKYMEHTOB.
8. CocTaBuTh (HOPMYIISPHI IBYX TOKYMEHTOB.

Yka3zaHus 110 BBINOJHEHUIO 3aJaHUH
1. BrIABUTE BHIBI TOKYMEHTOB, YCTaHAaBIUBacMble | eHepaqbHBIM PETJIaMEHTOM, TOMOJHUTE UX
Bugamu nokymeHToB XVIII B., mpuBenéHHeiMu B «KpaTkom cioBape BHIOB M Pa3HOBUAHOCTEH

JAOKYMCHTOB)» U BBIIIKCATh UX ONPCACIICHUS U3 CJ'IOBapSI.

HBy‘II/ITI: JOKYMCHTBI €I MECTHBIX y‘{pe)K,I[CHl/If/’I, BBIIIMCBIBAsT HAMMCHOBAHUS BUJO0B U 06pama;1

BHUMAHUC HA TCXHUKY JOKYMCHTHUPOBAHUSA, BOAAHBIC 3HAKU, T ep6OBy}0 6yMary.

2. 3amanus Ne 2-6 MOKHO BBITIONHATH C TOMOIIIBIO TAOJIHUIIBI CIICAYIOMIEH (POPMBI:
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Bun AgTop: Anpecar: |Hara: TekcrT: CocTtaB OtMmeTKa Ha

JOKYMEHTA: (xp. cozmep.) yIOCTOBEPCHUS JTOKYMEHTE

O6paTI/ITe BHUMAHUC Ha MCCTO PACIIOJOKCHUA PCKBU3UTA «AaBTOpP»U ONHCATh IIpaBWjia €ro

0(1)OpMJ'I€HI/I$I B 3aBUCUMOCTHU OT PCKBU3UTA «aaApecar».

3. M3yuurs no ['eHepaibHOMY periaMeHTy M AOKYMEHTaM MECTHBIX YUPEKICHMH IpaBMiia

0(1)OpMJ'I€HI/I$I PCKBU3UTA «aapecaT». Brimucats npaBujia U MIPpUMCPLI aApE€COBAHUA.

4. HpO&HaJ'II/IBI/IpOBaTI: BCC HUMCIOIMIMUECA OaTbl B AOKYMCHTC U OIIPCACIUTb HUX Ha3HAYCHUC,

BBIIMUCATh MPUMCPBI U OITMCATh MCCTO PACIIOJIOKCHUA Ka)K,Z[Oﬁ JAaTHhl.

5. W3yunTh mnpaBuia yIOCTOBEPEHHUS MAOKYMEHTOB MO ['eHepadbHOMY periaMeHTy. 3aTeM

MPOaHAIM3UPOBATH O(POPMIICHHUE TTONUCH B TOKYMEHTaX, BUJBI TICUATEH.
6. BrinucaTth Bce OTMETKHU Ha TOKYMEHTaX, yKa3aB, Kakue U3 Hux nosiBuinch B X VIII B.

7. Tlo I'eHepanbHOMY pEIrVIAMEHTY Ha IpPUMEpPE MPaBHJ COCTABICHUS MPOTOKOJA OINPEACIUTH
TpeOoBaHus, TpenbsaBiasiemble K Tekcty (mi. VI, XXX). BHuMaTenbHO uuTas TEKCThI HECKOJIBKHX
JIOKyMEHTOB, OINHCAaTh UX CTPYKTYpPY, MPOCICKHUBAS €€ W3MECHEHHE B Pa3IMYHBIX BHUAAX; MNPUBECTU

pUMEpPH BUAOB TpadapeTHBIX JOKYMEHTOB, OTMeUasi KAKHM IIyTeM MPOBOAMIACH TpadapeTH3anusl.
8. Onucath JOKYMEHTHI IO CIACAYIOLIEH CXeMe:
- BuA (pa3HOBHIHOCTD)
- aBTOp
- ajgpecar
- TEKCT
- nata
- COCTaB yIOCTOBEPEHUS
- IOJUITMHHOCTH (KOMMITHOCTB )

KonTposbHbIE BONIPOCHI

1. HazoBute ocobenHoctu ¢popmsl nokymenta XVIII B. ?

2. Kakue Tp€6OBaHI/I$I OPpCABABIAIOTCA K Oq)OpMJ'ICHI/IIO MMPpOTOKOJIa 110 FeHepaanOMy

pernamenry?
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3. B uem mposiBUIIaCh TEHJICHINS K YHU(PHUKALUU JOKYMEHTOB ?

4. OnumuTre CUCTCMY NMHMCbMCHHBIX CHOIIICHUI 3BCHBCB arrapara ynpaBJICHUSA 11O FeHepa.]'ILHOMy

pernameHry ?

HcTouHMKH U JMTEpaTypa

beikoBa T.A. JlokyMeHTallMOHHOE OOeCIeueHue YMpaBiIeHHs (JIEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3Hnerosa. -2-¢ uza. nepepad. u
JO1I. - Mocksa: WUndpa-M, 2018. -304 c. — Pexxum JOCTYyIIA:
http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepuaJl K 3aHATHSIM

1. 'enepanbHeii permameHT 1720.
2. JIokyMeHTHI (Ae71a) MECTHBIX yupexxaeHui 18B.
3. Kpatkwuii c1oBaps BUIOB ¥ pa3HOBHIHOCTEH TOKYMEHTOB.

®opmyasip nokymenTa XIX Bexka —4 yaca

Lenp 3aHTHS — U3yUCHNE PA3BUTHSI U 0OCOOCHHOCTEH POPMYIISPOB CIyKeOHBIX JOKyMEeHTOB XX

B pesynbraTe BEINOTHEHUS 3aJaHUI CTYIEHT JOJIKEH:

—  umemdp  npeocmagienue O  pErJaMEHTAllUM  IIpolecca  JOKYMEHTHUPOBaHUS B
3aKOHOAATENbHBIX akTax XIX B., pa3BuTHu GopMyJsipa JOKYMEHTa, TEHACHLUSIX TpadapeTH3auuu
JIOKYMEHTOB;

—  3nHamsb BuApl JOKyMeHTOB XIX - B., ocobeHHOCTH MX oQoOpMIeHHUs, cocTaB (opmyJsipa,
nosiBJieHWe OJaHKOB M WX BUABI, MOSABJICHHWE OTMETOK Ha JOKYMEHTaX, OTPAKAIOIIUX HX ABHKCHUE B
YUpEKACHUH U paboTy ¢ HUMHU.

—  yMeThb aHAJM3UPOBATh KOHKPETHBIE TOKYMEHTH XIX B.; cocTaBisas uX GOPMYIISPEL.

3aganus VI CAaMOCTOSITeIbHOM padoThI

1. 3yunTth BUABI M pa3HOBUIHOCTH JOKYMEHTOB.

2. BBIABUTH OCOOCHHOCTH O(QOPMIICHHUS] PEKBU3UTA «aBTOP», OMKCATh COCTAB OJaHKa U €r0 BUIIBL
3. I3y4nTh TEKCT JOKYMEHTA.

4. OnucaTh NOPAIOK aIpecOBAaHMS TOKYMEHTA.

5. Bremmcath JaTbl COCTaBJICHUAA, O6pa6OTKI/I, noAnmuvucanrud W JAp., YKasaTb MECTO HUX

PacCIioJIOKCHUA.
6. HpoaHaanpOBaTb XapaKTep YAOCTOBCPCHUA JOKYMCHTA.

7. OnucaTth BUOBI OTMETOK.
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8. CoctaBUTh GOPMYIISPHI 2-X TOKYMEHTOB.

Yka3anus no BIIOJTHEHHUIO 3aJaHAKA
1. Hauunate paboTy ciemyer ¢ pacCCMOTPEHUS JeN YUPESK/ICHHs. BRISBUTE U BRITUCATH Ha3BaHUS

BUJOB JOKYMCHTOB:
- U3aBaCMbIC BBIIICCTOAIIMMHU OPraHaMH;
- IOCBUTIACMBIC PaBHBIM YUPCIKICHUSAM,
- IPCACTABISACMBIC B BBIMICCTOAIIUC YUPCIKACHHUA,
- O(l)OpMHSIIOH_II/IC BHYTPCHHIOIO ACATCIILHOCTD.

U3 «KpaTKOI‘ O CJIOBapd BHUOOB H paBHOBI/I,I[HOCTefl JOKYMCHTOB» BBIIIHUCATh OMNPCACICHUSA

BBISIBIICHHBIX BUJIOB JOKYMEHTOB XIX B.

2. Omucatb OOopAa0K Oq)OpMJ'ICHI/ISI PCKBU3UTA «aBTOP» B PA3JIMYHBIX BHAAX IJOKYMCHTOB,
BBINKCATh HECKOJIBKO TUITOB OJaHKOBBIX HaﬂHHCCﬁ " ONpCACIINTh UX COCTAaB. Ilo KOMILJICKCY NOKYMCHTOB
MmpocCJICANTb, KaKWC BUJbBI ATOKYMCHTOB IIUIINYTCAd Ha 6HaHKaX, Kakhe 0e3 0003HaueHMS OJAaHKOBBIX

HaJITHCEH.

3. HpOﬁHaﬂI/ISI/IpOBaTB HCCKOJIbKO BHUJ0OB AOOKYMCHTOB, YyKa3aB CTPYKTYypYy TCKCTa, BBLIIIHCAB
MMPUMCPBI MMPUMCHCHUA (KAHLOCIIAPHU3MOB). OTMCTI/ITB, HaCKOJIBKO ycniiuniiachb TCHACHIIMA

Tpadaperuzanuy (BEIIUCATH MPUMEPHI TpadapeTHBIX U TUIIOBBIX TEKCTOB).

4. HpI/I OMMUCaHU MopdAaKa aJApeCOBaHHA YCTAHOBUTHL 3aBUCHUMOCTH O(l)OpMJ'ICHI/ISI PCKBU3UTA
«aapecat» 0T HUCpapXuun y‘lpe)K,I[eHI/II‘;I. HpI/IBeCTI/I MMPUMEPBI aAPpCCOBAHUA B BBIIICCTOAINUNC, PABHBIC U

HUKCCTOAIICC YUPCIKIACHU.

5. Bemmcats npuMepsl JaTUPOBKH U NIEPEBECTH 1aThl HA HOBBINM cTuib. B XIX B. pazHuna mexay

CTWIAMU paBHsAnach 12, B XX B. — 13 gasm.

6. Brimucartb OpUMCPBI TMOANHCAHUSA MOOKYMCHTA B HWHCTAHIHAX pa3H0171 INOJYMHCHHOCTHU H

OIIMCaTh COCTaB IMOAITHMCH.
7. Belmucath OTMETKU Ha JOKYMCHTAX M yKa3aTb UX HA3HAYCHUC, MCCTO MPOCTABJICHUS.
8. q)OpMy.]'IprLI JAOKYMCHTOB COCTABHUTH IO CXCMC, Hpe[LJ’IO)KCHHOfI B TPCTHCM 3aHATHUU.

KonTposibHbIE BONIPOCHI:

1. B uem nposiBunack TeHACHIMA K YHUPHUKAIUU POPMBI U TEKCTa JOKyMeHTa ?
2. Yto Takoe TpadapeTHBII U THIIOBOH TEKCTHI ?

3. HazoBute coctaB OnaHKa JOKyMeHTa ?
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4. YeMm onpezensiica XxapakTep aApecOoBaHUs JOKYMEHTa ?

HcTouHMKH U JMTEpaTypa

UctouHnuku:

beikoBa T.A. JlokyMeHTallMOHHOE OOECIeueHUe YMpaBiIeHHs (JIEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3uerosa. -2-¢ uza. nepepad. u

JO1I. - Mocksa: WUndpa-M, 2018. -304 c. — Pexxum JOCTYyIIA:
http://znanium.com/go.php?id=942800/
PaznaTounblii MaTepuaJl K 3aHATHSIM
1. dena yupexnenuit 19 B.
2. KpaTkuii cnoBapps BUAOB ¥ pa3HOBUIHOCTEN JOKYMEHTOB.
Tabnuna
AHnanu3 ohopMIIeHHS PEKBU3UTOB TOKyMEeHTOB B X VI- XIX BB.
HaumeHnoBaHne 1OKyMEHTOB OcobenHocti 0pOpMIIEHNST PEKBU3NTA
B XVI-XVII BB. B XVII B XIX
B B
1. Bun nokymMmeHTa
2. Astop
3. Anpecat
4. Texkcrt:
BBEJICHUE
OCHOBHas 4acTb
3aKJIIOUEHUE
5. Jater
COCTaBJICHUS
MOy YEHUS
perucTpanun
6. CocraB ygocToBepeHHs
7.  OTMETKH Ha JOKYMEHTE

@opmyasip fokyMeHTa XX Beka. — 4 yaca

Lenp 3aHATHS — U3yYCHHUE PA3BUTHUS U 0COOEHHOCTEH (POPMYIAPOB CIYKEOHBIX JOKYMEHTOB XX

B PE3yIbTAaTC BLINTOJIHCHUA 3a[[aHPII7[ CTYACHT OOJIKCH:

—  umembv npedcmaeﬂenue (0] periaMeHTalun mpomnecca JAOKYMCHTHUPOBAHUL B

3aKOHOAATENBHBIX akTax XX B., pa3BUTHH (QopMyispa IOKYMEHTa, TEHACHIMAX TpadapeTH3auuu

HOKYMCHTOB,
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— 3Hamb BUIBl JOKyMEHTOB XX - B., 0COOCHHOCTM HX O(GOpMIIEHHSA, COCTaB (opmyJsipa,
nosiBJieHWe OJaHKOB M WX BUABI, MOSABJICHHWE OTMETOK Ha JOKYMEHTaX, OTPAKAIOIIUX MX JABHKCHUE B
YUpEKACHUH U paboTy ¢ HUMHU.

—  yMeTh aHaJM3UPOBATH KOHKPETHBIE TOKYMEHTHI XX B.; COCTaBIASA HX (POPMYIISPHL

3aganus VI cCaMOCTOSITeIbHOM padoThI

1. 3yunTth BUABI M pa3HOBUIHOCTU JOKYMEHTOB.

2. BBIABUTH OCOOCHHOCTH O(QOPMIICHHUS] PEKBU3UTA «aBTOP», OMUCATh COCTAB OJaHKa U €r0 BUIIBL
3. I3y4nTh TEKCT JOKYMEHTA.

4. OnucaTh NOPAJIOK alpecCOBaHUs TOKYMEHTA.

5. Bemmcath JaTbl COCTaBJICHUAA, O6pa6OTKI/I, noAnuvucanrud W Jp., YKasaTb MCECTO HUX

PacmoNoKeHHUS.
6. IIpoananu3npoBaTh XapakTep yIOCTOBEPEHUS JOKYMEHTA.
7. Onmcatb BUABI OTMETOK.
8. CoctaBUTh GOPMYIISPBI 2-X TOKYMEHTOB.

HcTouHMKH U JMTEpaTypa

beikoBa T.A. JlokyMeHTallMOHHOE OOecIeueHue YMpaBiIeHHs (JIeTOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3uerosa. -2-e¢ uza. nepepad. u
JOII. - Mocksa: WUndpa-M, 2018. -304 c. — Pexxum JOCTYyIIA:
http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepuaJl K 3aHATHSIM

1. dena yupexnenuii 20 B.
2. KpaTkuii cnoBapps BUAOB ¥ pa3HOBUIHOCTEN JOKYMEHTOB.

3. COOpHUK 3aKOHOIATEIBHBIX aKTOB MO Aenonpou3BoicTBy (1917-1970rr.) — Yueb. mocobue

nox ped. A.3. Jlusmmua. — M. MITMAU, 1973. - 157 C.

Tema 4. ®opMyJisIp COBPEMEHHOI0 YIPaBJIeHYECKOT0 JOKYMEHTAa: NMpPaBuja o(popMieHUst
PEeKBU3MTOB— 8 YacoB

Lens 3aHATHS — H3yYEHHE COBPEMEHHBIX TpPeOOBAaHUI TOCYIapCTBEHHBIX CTaHAAPTOB U
HOPMAaTUBHO-METOUYECKUX aKTOB K O()OPMIICHHIO CITy>KEOHBIX TOKYMEHTOB.

B pesynbraTe BHINOTHEHMS 3aJaHUI CTYIEHT IOJIKEH:

— umemvp npedcmasieHue O TEHICHIMAX Pa3BUTHA JOKYMEHTa W IPHUHIMIAX MOCTPOEHUS

(bopMmepa—06pa3ua OpraHUu3allMOHHO-PACIIOPAAUTCIIBHBIX TOKYMCHTOB;
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— 3Hamb COCTaB PEKBU3UTOB M TPeOOBaHMs TOCYJapCTBEHHOIO CTaHAapTa K O(OPMIICHHIO
JOKYMEHTA.

— 3HATh COCTaB PEKBU3UTOB U TpebOoBanusi I[lpaBun nenmompou3BoAcTBa B (erepalibHBIX
OpraHax UCIOJHUTENBHON BIacTH U MeTOINYECKUX PEKOMEHIALUI K COCTaBIEHUIO JOKYMEHTOB.

— yYMeThb MPOCKTHPOBaTh ONaHKH AOKYMEHTOB YUYpPEXKICHHH W HMETh HAaBBIKM paboThl c
roCy/IapCTBEHHBIMH CTaHIApPTaMU U METOJINYECKUMH YKA3aHUSAMU 10 UX BHEAPEHUIO U IPUMEHEHUIO.

3agaHus VI CAaMOCTOSITeIbHON padoThI

1. M3y4uth KOMIIEKT HOPMATHUBHO-METOAMUYECKUX MJOKYMEHTOB IO JOKYMEHTHPOBAHHIO
ynpaBineHueckoi  gestensHoctd  (IIpaBunma  nmemompoumsBoacTBa  Aisl eliepalbHBIX — OpPraHOB
UCTIONIHUTENbHON ~ BiIacTH, MeToauyeckne peKOMEeHJalud TOo  pa3paboTKe WHCTPYKUUH 110
JeTOMPON3BOACTBY B (heZiepalibHBIX OpraHax MCIOIHUTEILHON BIIACTH).

2. Wayuuts FOCT P 7.0.97-2016 ¢ TpebGoBaHusIMU K 0(DOPMIICHHIO IOKYMEHTOB, OIIPEACIUTH €T0
CTPYKTYpY, COCTaB pa3JIEloB.

3. Usyuuts TpedoBanus 'OCTa k 61aHKy JOKYMEHTA.

4. TlpoaHanu3upoBaTh NPEAJIOKEHHYIO KOJUIEKIIMIO JOKYMEHTOB, OIPENECINUTh PEKBU3UTHI,
yKa3aTb HEJIOCTATKHU B UX PACHOJIOKEHUHN U O(YOPMIICHHH.

5. CocTaBUTh Ha OCHOBaHMM pA3JaTOYHOrO Marepuana OnaHkd (oOWMA W JUIS MHUCHMA)
OpraHu3aurii U NPeanpUsATHHA Pa3InYHbIX GOpPM COOCTBEHHOCTH C BapHAHTaMHU MPOAOJIHEHOTO U YTITIOBOTO
PacToI0KEHHUs PEKBU3HUTOB.

YKka3aHud 110 BLINOJTHEHHUIO 3a1aHHSI.

1. I/I3y‘11/ITB HpaBI/ma ACIOIIPOU3BOACTBA IJIA (beﬂepanbﬂmx OpraHoB HUCIIOJIHUTEIIBHOM BJIaCTH,
MeTOI{H‘IeCKHC PCKOMCHAAIIMU 110 pa3pa60TKe I/IHCprKL[I/Iﬁ oo ACIONpOU3BOACTBY B (be):[epanLHbe

oprasax ucronHutensHor Bnactu (Ilpunoxenne 11).

2. Uzyunuts TOCT P 7.0.97-2016 ¢ TpeGoBanusAMH K 0DOPMICHHIO JOKYMEHTOB, 3aICATh €TI0

pasnensl U ONPEIEIUTb CTPYKTYPY.

3. I/I3y‘11/ITB Tpe60BaHI/I$I TOCYAAapCTBCHHOTO CTaHAapTa K Onankam AOKYMCHTOB, OIIPCACINUTH
pas3ianyund O6H_I€I‘ 0 Onamka M OaHKa AJid MMUCbMaA, BAapUAHTBHI PACIOJOKCHHSA PCKBU3UTOB B Onanke
(yFHOBOC, ].IeHTpOBaHHOC). BI)ISICHI/ITL, B COOTBCTCTBHU C Tpe6OBaHI/I$IMI/I KaKnuxX HOPMATHUBHBIX

AOKYMCHTOB IPOCKTUPYIOTCA OaHKH TOCyAapCTBCHHBIX OpFaHI/I3a]_[I/Iﬁ 1 KOMMCPUYCCKUX OpFaHHSaHHﬁ.

4. V3yduts npeuioKeHHYI0 KOIIEKIHMIO (3-5 10KyMEHTOB) M aHATH3MUPYs JOKYMEHTHI, BHIABUTD
HemocTaTkl B odopmwiieHMH OnaHka (OTCYTCTBME HEOOXOOUMBIX PEKBU3UTOB M MPaBUIBHOCTH
oopMiIeHUsI WUMEIOIIUXCS); ONMPEAeIUTh MPABMIBHOCTh PACIONOXKECHUS W O(OPMIICHHUS PEKBH3HTOB
JOKYMEHTa (3aroJIoBKa, JaThl U MHAEKCA, MOAMHUCH, OTMETOK O MOCTYIUICHUH U HalpaBIeHUH TOKYMEHTa

B JICIIO | JP.).
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5. Ha ocHOBe pa3JaToOYHOro MaTepuana CIPOCKTHPOBaTh ONAHKM JOKYMEHTOB KOHKDPETHBIX
opranuszanuii B cooTBeTcTBUM ¢ TpeboBanusamu ['OCT, Ha ¢opmarte Oymarn A4: oOumii u U1 THChMa C
MPOJOIBHBIM U YTIIOBBIM PACHOJIOXKEHUEM PEKBU3UTOB.

KonTposbHbIE BONIPOCHI
1. Hepeuncnure BUABI HOPMATHBHEIX aKTOB, pPEIVIAMEHTHPYIOIIME JIOKYMEHTHPOBAHHE
YIPaBIEHYECKON JEATETBHOCTH.

2. Uem pasnuyarorcs oOumii 61anK 1 61aHK MHChMa, 6J1aHK KOHKPETHOTO BHJIA TOKYyMEHTA.
HcTouHNMKH U JMTEpaTypa

UctouHuku:

OenepanbHBIi KOHCTUTYIIMOHHBIN 3ak0H OT 25 nexadpst 2000 1. Ne 2-OK3 «O T'ocynapcTBeHHOM
repbe Poccuiickoit ®enepaunn» // [DnexTpoHHBI pecype]. — M., 2019. — Pexxum nocryna:

http://www.consultant.ru/document/cons_doc LAW 29674/

[TocranoBnenue IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O6 yrBepxxknenuu IlpaBun
JICIONIPOU3BOAICTBA B (he[iepalbHbIX OpraHax HCIOJHUTEIBHON BiIacTh»// [DIEKTPOHHBIN pecypc]. —

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

Metoandeckre PeKOMEHIAIUMU 10 pa3pabOTKe MHCTPYKIHEA IO JEJIOMPOU3BOJCTBY B
(benepanbHBIX OpraHax MCIOJIHUTEIBHOW BJIACTH, YTBEpP)KICHHbIE MpHka3oM PocapxuBa oT 23
nexadbps 2009 Ne 76 // [DOnekrponnsii pecypc]. — M., 2019. — Pexum npocryma:
http://www.consultant.ru/document/cons_doc LAW_ 96081/

[TpumepHast UHCTPYKIMSA 10 IETONPOU3BOJCTBY B FOCYIaPCTBEHHBIX OPraHU3aLUsAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnekrponnsiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW 305137/.

I'OCT P 7.0.97-2016. Hanuonansusiii crangapt Poccuiickont ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMaIMH, OHOIMOTEYHOMY M H3AATEIbCKOMY neny. OpraHu3anuoHHO-
pacniopsiiuTenbHas JoKyMeHTaus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [DIEKTPOHHBIH
pecypc]. — M., 2019. Pexxum noctymna: hitp://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P UCO 15489-1-2007 Cucrema cTanmapToB 1o uHpopmauuu, OMOIHOTEUHOMY U
U3JIaTENbCKOMY Jleny. YTpaBieHue aokymMeHTamu. OOmue TpeboBanus. // [DIEKTpOHHBIN

pecypc]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc LAW _135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J1€J0. TepMHUHBI U ONpPEAEIEHUs.-
[DneKTpOHHBII pecypc]. - M., 2019. Pexum JOCTyIIa:
http://www.consultant.ru/document/cons_doc LAW 163800/.
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Jlutepatypa:

beikoBa T.A. JlokyMeHTallMOHHOE OOeCTeueHue YMpaBiIeHHs (JIeTOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3nerosa. -2-e¢ uza. nepepad. u
JO1I. - Mocksa: WNndpa-M, 2018. -304 c. — Pexxum JOCTYyIIA:
http://znanium.com/go.php?id=942800/

Pa3naTo4Hblii MaTepHuaJl K 3aHATHIM:

- I'OCT P 7.0.97-2016. HaunonaneHnselii crannapt Poccuiickoit denepanun. Cucrema
CTaHIApPTOB MO WHPOpMAIMK, OMOIMOTEYHOMY M H3AATeNbCKOMY neny. OpraHu3anuoHHO-
pacnopsanTenbHas JoKyMeHTanus. TpedoBaHus K 0pOpPMIICHUIO JOKYMEHTOB.

- IlocranoBnenune IlpaBurensctBa P® «OO0 yTBepkIeHMH TMpaBHI JEIOMPOU3BOJCTBA B

(enepanbHBIX OpraHax UCHONMHUTENIbHOM BIacTu» oT 15.06.2009 r. Ne 477;

- MeTO,Z[I/I‘{CCKI/Ie PEKOMCHAAIIMU 110 pa3pa60TKe I/IHCTp}/KHI/Iﬁ nmo ACJOMpPOU3BOJACTBY B
(be}lepa.HLHLIX OopraHax HCIIOJIHUTEIIBHOMN BJIaCTHU, YTBCPIKACHHLIC IMPUKA30M POC&pXI/IBa oT 23 ,I[CKa6p$I

2009 Ne 76.

- KOHHCKL[I/UI JOKYMCHTOB.

- CHpaBO‘-IHLIC JAHHBIC U TPOCKTUPOBAHUA 0JIaHKOB.

Tema 5. OpraHusanuoHHbIE, pPACHOPAIMTEIbHbIe H HH(POPMANMOHHO-CIIPABOYHBIE

J0KYMeHTbI — 20 yacoB

JloKyMeHTHpOBaHHE PACTIOPSAIUTENbHOI e TeJJbHOCTH — 8 yacoB

Lenp 3aHATHA — uU3yYeHHE TpeOOBaHMH TOCYAapCTBEHHBIX CTAHAAPTOB M HOPMATHBHO-
METOANYECKUX aKTOB K COCTAaBICHHIO U O(OPMIICHHIO pPACIOPSOUTENBHBIX TOKYMEHTOB, MOJTYYCHUE
HaBBIKOB MX COCTaBJICHUs U 0QOPMIICHHS IO 3aaHHBIM CUTYALHSIM.

B pesynbraTe BHINOTHEHMS 3aJaHUI CTYIEHT IOJIXKEH:

— umemd npedcmaeneHue O CHUTyauusix, TpeOYIOIUX M3AAHUS  PACIOPSAUTEIBHBIX
JIOKYMEHTOB;

— 3Hamb BUIBl PACIOPSAMTENBHBIX  JTOKYMEHTOB; COCTaB PEKBU3UTOB (opMmyispa
pacmopsANTENFHOTO TOKYMEHTa M TPeOOBAaHHS K UX COCTABIICHUIO M O(OPMIICHUIO.

—  YMeTb COCTaBIISITh U OPOPMIIATE pacIIOPSAUTENbHBIC JOKYMEHTHI 110 3aJaHHBIM CUTYalusIM H
HUMETb HaBBIKM UX 0OPMIICHUS Ha KOMIIBIOTEPE.

3agaHus VI CAaMOCTOSITeIbHOM padoThI

1. W3yunts TpeGOBaHUs, NPESIBABISCMBIC K COCTABICHUIO M O(POPMIICHHIO PACTIOPSAUTEIBHBIX
JIOKYMEHTOB.

2. CocTaBuTh U O(l)OpMI/ITL IIpuKas 1o OCHOBHOH ACATCIIBHOCTH.
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3. CocTaBuTh U 0QOPMUTH PACHIOPSIHKCHHUE.
Yka3zaHus 110 BBINOJTHEHUIO 32 JaHUSI
1. YTOYHUTH COCTAaB PEKBU3UTOB, BXOIANIMX B (GOPMYJISIp IPHKa3a, paCOPsKEHHUSL.
2. Uzyuuts TpeboBanus OCTa k opopMIIeHHIO PEKBU3UTOB, BXOISIIHUX B (GOPMYJISp MPHKa3a.
3. YTOYHUTH pa3iuums B COCTaBJICHHM MpHKa3a IO OCHOBHOM MEATEIBHOCTH M IO JUYHOMY
COCTaBy, oOpaiasi BHUMaHHE Ha TOPAJOK opOpPMIICHHS CChUIKH (YIIOMUHAHHWS) HAa JPYrod JOKYMEHT H
YHH(UKAUIO TEKCTOB PUKA30B MO JTUYHOMY COCTaBY.
4. CocraBuTh JOKYMEHTHI HAa OCHOBE TPEIOKEHHBIX MPEIOIaBaTeIeM CHTYAIIUIL.
KonTposbHbIE BONIPOCHI
[epeuncnuTe peKBU3UTHI, BXOAALINE B GOPMYJIISIp PUKa3a.
HazoBute cTpykTypy nprKa3a 1o OCHOBHOH JI€ATEIBHOCTH.
UYeM oTnuyaeTcsi CTPYKTypa TEKCTa MPHKa3a M0 JUYHOMY COCTaBY M OCHOBHOM JI€ATEIBHOCTH.
Ha3oBute cpoku xpaHeHUs IPUKa30B.

HazoBure PCKBU3UTHI, BXOAAIIHNC B (l)OpMy'J'Iﬂp pacrnopAaKCHus.

SANEDAREE S

UYeM oTnm4aeTcsl CTPYKTYypa TEKCTa paCOPsLKEHUS OT IpHKa3a 10 OCHOBHOM JIEATEIBHOCTH.
HcTouHuMKH U JMTEpaTypa

Uctounuku:

[TocranoBnenune IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O06 ytBepxxknenuu IlpaBun
JICTONPOU3BOAICTBA B (he[iepalbHbIX OpraHax HCIOJHUTEIBHON BiacTh»// [DIEKTPOHHBIN pecypc]. —

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

Metoandeckre PeKOMEHIAIUMU 10 pa3pabOTKe MHCTPYKIHEA IO JEJIOMPOU3BOJCTBY B
(benepanbHBIX OpraHax MCIOJIHUTEIBHONW BJIACTH, YTBEP)KICHHbIE Mpuka3oM PocapxuBa oT 23
nexabps 2009 Ne 76 // [DOnekrponnbeii pecypc]. — M., 2019. — Pexum npocryma:
http://www.consultant.ru/document/cons_doc LAW_ 96081/

[TpumepHast UHCTPYKIMSA IO JIETONPOU3BOJCTBY B FOCYIaPCTBEHHBIX OPraHU3alUsAX, YTB.
[Tpukazom Pocapxua ot 11.04.2018 Ne 44) // [Dnextponssiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW 305137/.

I'OCT P 7.0.97-2016. Hauuonansusiii crangapt Poccuiickont ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMAIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neiy. OpraHu3aluoHHO-
pacniopsiiuTenbHas JoKyMeHTanus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [ DIeKTpOHHBIH
pecypc]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc LAW_216461/.

Jlutepatypa:

beikoBa T.A. JlokyMeHTallMOHHOE OOecCIeueHUe YMpaBiIeHHs (JI€TOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3nerosa. -2-e¢ uza. nepepad. u
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JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. — Pexum JIOCTyIa:
http://znanium.com/go.php?id=942800/

Pa3naTodnblii MaTepHaJ K 3aHATHAM:

I'OCT P 7.0.97-2016. Hanuonansusiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMaAMH, OHOIMOTEYHOMY M H3JATEIbCKOMY neny. OpraHu3anuoHHO-
pacniopsiauTenabHas JoKyMeHTaus. TpeboBaHus K 0(hOpMIICHHUIO TOKYMEHTOB.

Mertoauueckue pEeKOMEHIAIMU 10 pa3pabOTKe HWHCTPYKLMH 10 JEJIONpPOU3BOJACTBY B

(enepanbHBIX OpraHax HMCIOJIHUTENBHON BJIACTH, YTBEp)KICHHBIC MpHka3oM PocapxuBa or 23 nexaOps

2009 Ne 76.

Anp00oM YHUGHUUUPOBAHHBIX (OPM MEPBUYHON YUETHON NOKYMEHTAIMU MO Y4YETy TpyAa U €ro

OIIJIaTHl, YTBEPKACHHBIN MocTaHoBIeHUEM ['ockomcTata PO ot 05.01.2004 Ne 1.

MaTCpI/IaHLI C MHAUBUAYAJIbHBIMU 3aJJaHUSAMU U1 CaMOCTOATCIIBHOI'O COCTABJICHUA MPUKA30B U

pacnopsKEeHUH.

JlokyMeHTHpOBaHHe AesITeTbHOCTH KOJIJIETHAJIBHBIX OPTaHoOB — 6 YacoB

Lenp 3aHATHS — U3YUYEHUE TPeOOBaHUN K JOKyMEHTaM, CO3/1aBacMbIM B IpoLecce MOATOTOBKU U
00CITy>KUBaHUS COBEILAHHH.

B pesynbraTe BHINOTHEHUS 33JaHUM CTYIEHT JOJIKEH:

—  umemdp npeocmagienue O BUAAX KOJJIETHANbHOM JEATEIBHOCTH U Topsaake e€
JOKYMEHTHPOBaHHS;

— 3Hamb COCTaB JOKYMEHTOB, CO3JaBa€MBIX MpPU IOATOTOBKE COBEIIAHHH, TpeOOBaHUS K
(dopMyIApy IPOTOKOIA, TIOPAIKY €r0 COCTAaBICHUS U O)OPMIICHHS;

— yYMeThb COCTaBJISATh U OQOPMIIATH MPOTOKOJ M JOKYMEHTHI, CO3/aBacMble B Mpolecce
MTOATOTOBKU COBELIAHMS.

—  YMeTb COCTaBISTh U OQOPMIIATE BBITUCKY U3 MIPOTOKOJIA.

—  YMeTb COCTaBISTh U OQOPMIIATH PELLICHHE.

3agaHus VI CAaMOCTOSITeIbHOI padoThI

1. W3yunts TpeOoBaHMs, MPEIBIBISIEMbIC K COCTABICHHIO M O(OPMIICHHIO MPOTOKONA U
peieHusl.

2. CocTaBUTh MPUIJIAILICHUE Ha 3aCCIaHMe.

3. CocTaBUTh MPOTOKOJ COBCIIAHHSI.

4. OhOpMHTH BBIMKHCKY U3 IPOTOKOJIA.

5

. OdopmuTs pemenue.
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Yka3zaHus 110 BBINOJHEHUIO 32 JaHUSI.

1. YTOo4YHUTH 3Tambl MOATOTOBKH COBCLIAHMN M BHIbI JOKYMEHTOB, CO3aBacMbIX Ha KajKIOM
sTare (MoBeCTKa THs, CIUCKA YYaCTHUKOB U T.J.).

2. YTOYHUTH OCOOCHHOCTH (opMyJIsipa MPOTOKOIA, TPeOOBAaHUS K PEKBU3MTaM, H3JI0KCHHbBIC B
TOCYJapCTBEHHOM CTaHIapTe M METOAMYECKHX pPEKOMEHIauusAX, oOpamias BHUMaHUE Ha COCTaB
WHPOPMAINH B TEKCTE MPOTOKOJIA, OCOOEHHOCTH €ro MOAMUCAHUS, CPOKH 0POPMIICHUS.

3. Omnpenenuts pa3nuuus TpeOOBaHHUI K MPOTOKOJY MOJTHOMY U KPATKOMY.

4. CocTaBUTh CAMOCTOSITEIIHO Ha OCHOBAHHH Pa3[aTOYHOTO MaTephaja MPOTOKOJ, BBIMHCKY U3
MIPOTOKOJIA, PEILICHHE.

KonTposibHbIE BONIPOCHI:

1. Hepeuncnure pexBusuTHI, BXOAAIIIE B GOPMYISpP IPOTOKONA.

2. HazoBute CTPYKTypy TeKCTa IPOTOKOMA.

3. B uéM oTiIMuMe NPOTOKOA HOJHOTO M KPATKOTO.

4. YkaxuTe TOpANOK MOATOTOBKM COBEIIAHMS M KaKde JOKYMEHTH CO3[al0TCS B XOJe
MTOATOTOBKH.

5. Tepeuncnure peKBU3UTHI, BXOAAIIME B GOPMYJIAP PEIICHHS.

6. B uem Ha3HAYEHHUE BHITHCKH U3 IPOTOKOJA.

HcTouHuMKH U JMTEpaTypa

UctouHnuku:

[TocranoBnenune IIpaBurensctBa P® ot 15.06.2009 Ne 477 «O06 yrBepxxknenuu IlpaBun
JIETOMPOU3BOICTBA B (heliepalbHbIX OpraHax HCIOJHUTEIBHON BIacTh»// [DIEKTPOHHBIN pecypc]. —

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

Metoandeckre PeKOMEHIAIMU M0 pa3pabOTKe MHCTPYKIMHA IO JEJOMPOU3BOJACTBY B
(benepanbHBIX OpraHax MCIOJIHUTEIBHOW BJIACTH, YTBEpP)KICHHbIE Mpuka3oM PocapxuBa oT 23
nexabps 2009 Ne 76 // [DOnekrponnsii pecypc]. — M., 2019. — Pexum npocryma:
http://www.consultant.ru/document/cons_doc LAW_ 96081/

[TpumepHast MHCTPYKIHMSA 10 IETONPOU3BOJCTBY B FOCYIaPCTBEHHBIX OPraHU3alUsAX, YTB.
[Tpukazom Pocapxua ot 11.04.2018 Ne 44) // [Dnextponssiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW 305137/.

I'OCT P 7.0.97-2016. Haunuonansusiii crangapt Poccuiickont ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMaAIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neny. OpraHu3aluoHHO-
pacniopsiiuTenbHas JoKyMeHTaus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [DIeKTPOHHBIH

pecypc]. — M., 2019. Pexxum noctymna: hitp://www.consultant.ru/document/cons_doc LAW_216461/.
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I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J1€70. TepMHUHBI U ONpPEAeTIeHuUs.-
[DneKTpOHHBII pecypc]. - M., 2019. Pexum JOCTYyIIA:
http://www.consultant.ru/document/cons_doc LAW _163800/.

Jlutepatypa:

beikoBa T.A. JlokyMeHTallMOHHOE OOECIeueHUe YMpaBiIeHHs (JIEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikosa, T.B. Ky3uerosa. -2-e¢ uza. nepepad. u
JO1I. - Mocksa: WUndpa-M, 2018. -304 c. — Pexxum JOCTYyIIA:
http://znanium.com/go.php?id=942800/

Pa3naTo4nblii MaTepuaJl K 3aHATHSIM

I'OCT P 7.0.97-2016. Hanuonansusiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMaAIMK, OHOIMOTEYHOMY M H3JAATEIbCKOMY neny. OpraHu3anuoHHO-
pacniopsauTenabHas JoKyMeHTaus. TpeboBaHus K 0(hOpMIICHUIO TOKYMEHTOB.

Mertoauueckue pEeKOMEHIAIMU 10 pa3pabOTKe HMHCTPYKIMIl 10  JEJIONpPOU3BOJCTBY B

(enepaiabHBIX OpraHax MCIOJIHUTENBFHOW BIAcTH, YTBEpKIEHHbIC mpuka3zoM PocapxuBa ot 23 nexabps

2009 Ne 76.

MaTCpI/IaHLI C UHAVWBUAYAJIbHBIMHU 3aJTaHUAMUA AJId CaMOCTOATCIIBHOTO COCTABJICHUSA NOKYMCHTOB.

Cocrasiienne HHGpOPMAITOHHO-CIIPABOYHBIX JOKYMEHTOB — 6 4acoB

Lens 3aHATHS — WU3y4YCHHWE Ha3HAueHHS WH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB U
oco0eHHOCTeH 0OpPMIIEHHS KQXK0TO BHJIA STOW IPYHIIbI JOKYMEHTOB.

B pesynbraTe BHINOTHEHUS 3aJaHUI CTYyIEHT JOJIKEH:

— umemdp npedcmagienue O TUIOBBIX CHUTyaluusiX, OQOPMISIEMBIX YHU(UIMPOBAHHBIMU
¢dbopmaMu HHHOPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB;

— 3Hamb BUIB WHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB; TpeOoBaHus K (opMyssipy
Ka)KJ0ro BUIA;

— YMeThb COCTaBJSITH BCE BBl MH()OPMALMOHHO-CIIPABOYHBIX TOKYMEHTOB U MMETh HaBBIKH
ux 0opopMIIEHHUS Ha KOMITBIOTEPE.

3aganus VI CaMOCTOSITeIbHOM padoThI

1. U3yunts mpaBuia cocTaBieHHs ¥ OpopMiIeHUs] WHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB,

00paTHB BHUMaHUE Ha OCOOCHHOCTH TPEOOBaHUM K KaXKIOMY BUY.

2. CocraButh ¥ odopmurh B coorBeTcTBUM c TpeboBanusmu ['OCT P 7.0.97-2016 u

Meroanueckux peKOMEHIAINN:

® JIOKJIAJHYIO 3aMKCKy (BHYTPEHHIOIO U BHEIIHIOIO);

e OOBSCHHUTENBHYIO 3aITUCKY (BHYTPEHHIOIO ¥ BHEIIHIOK);
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® CIIPaBKYy;
® aKT;

® J[IMCbMa (FapaHTHfIHOG, HAalIOMUHAHUC, TPUTJIAICHUEC, YBECAOMJICHUC, pCKIIaMalluio U T.I[.).

Yka3aHus 10 BLINOJHEHNIO 3aJaHHUs

1. YTOUYHUTH BUBI I/IH(bOpMaL[I/IOHHO—CHpaBO‘lHBIX JAOKYMCHTOB U IPU KaKUX YIIPABJICHUYCCKUX

CUTyaluAaX OHU CO3Jar0TCH.
2. BrisiBUTE 0OCOOEHHOCTH KaXXJa01ro Buga I/IH(bOpMaL[I/IOHHO-CHpaBO‘lHOFO JOKYMCHTA.

3. Usyuuts TpebOBaHUs rOCYAAPCTBEHHOTO CTAHAAPTA K OQOPMIICHHIO PEKBU3HTOB, BXOISIIMX B
TUTIOBOM (POPMYIIAP Ka’KAOTO BUIa MHPOPMAIHOHHO-CIIPABOYHOTO TOKYMEHTA.

4. CocraButh 1 0OPMHTH JOKYMEHTHI B COOTBETCTBUH C MOJTYYEHHBIMH 32 JaHHAMH.

KonTposbHbIE BONIPOCHI

1. JaiiTe ompenesieHHe U YKQXKUTE TUIIOBOW POpPMYILSp:

® JIOKJIaJHOM 3aITUCKH;

® OOBSCHHUTENBHON 3aIIHCKH;

® CIIpaBKH;

® aKTa;

e CiyeOHOTo MHchMa (Ha30BUTE €ro pa3HOBUIHOCTH);

2. VYxaxuTe 0cOOEHHOCTH O(YOPMIICHHSI TUCEM.

3. B uém ocobeHHOCTh 0OpMIICHHSI THChMa-0TBETA.

4. Kakue TpeOoBaHuUS NPENBIBISIOTCS K TEKCTY ITHCEM.

HcTouHuMKH U JMTEpaTypa

Uctounuku:

[TocranoBnenune IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O06 yrBepxxkaenuu IlpaBun
JETONPOU3BOACTBA B (he/iepalbHbIX OpraHax HCIOJHUTEIBHOU BIacTH»// [DIEKTPOHHBIN pecypc]. —

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

Metoandeckre PeKOMEHIAUMU M0 pa3pabOTKe MHCTPYKIMEA IO JEJOMPOU3BOJCTBY B
(benepanbHBIX OpraHax MCIOJIHUTENBHONW BJIACTH, YTBEpP)KICHHbIE MpHKa3oM PocapxuBa oT 23
nexadbps 2009 Ne 76 // [Onekrponnsii pecypc]. — M., 2019. — Pexum npocryma:
http://www.consultant.ru/document/cons_doc LAW_ 96081/

[TpumepHast MHCTPYKIMSA 10 IETONPOU3BOJCTBY B FOCYIaPCTBEHHBIX OPraHU3aLUsAX, YTB.
[Tpukazom Pocapxua ot 11.04.2018 Ne 44) // [Dnextponssiii pecypc]. — M., 2019. Pexum

nocryma: http://www.consultant.ru/document/cons_doc LAW 305137/.
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I'OCT P 7.0.97-2016. Hanuonansusiii crangapt Poccuiickont ®enepanuu. Cucrema
CTaHJApTOB MO HH(MOpMAIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neny. OpraHu3aluoHHO-
pacniopsiiuTenbHas JoKyMeHTaus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [DIeKTPOHHBIH
pecypc]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE JIe70. TepMHUHBI U ONpPEAEIeHUs.-
[DneKTpOHHBII pecypc]. - M., 2019. Pexum JOCTyIIA:
http://www.consultant.ru/document/cons_doc LAW _163800/.

Jlutepatypa:

beikoBa T.A. JlokyMeHTallMOHHOE OOeCIeueHUe YMpaBieHHs (JIETOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3nerosa. -2-e¢ uza. nepepad. u
JO1I. - Mocksa: WUndpa-M, 2018. -304 c. — Pexxum JOCTYyIIA:
http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepuaJl K 3aHATHSIM

I'OCT P 7.0.97-2016. Hanuonansusiii crangapt Poccuiickont ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMaIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neiy. OpraHu3anuoHHO-
pacniopsiauTenabHas JoKyMeHTanus. TpeboBaHus K 0(hOpMIICHHUIO TOKYMEHTOB.

Mertoauueckue pEKOMEHIAIMU 10 pa3pabOTKe HMHCTPYKIMI 10  JEJIONpPOU3BOACTBY B
(benepaibHBIX OpraHax HMCIOJHHUTENBHON BIIACTH, yTBEPXKACHHBIC NpHkasoMm Pocapxusa ot 23 mexadps

2009 Ne 76.

MaTCpI/IaHLI C UHAVWBUAYAJIbHBIMHU 3aIaHUAMUA JJId CaMOCTOATCIIBHOT'O COCTABJICHUA JOKYMCHTOB.

Tema 6. Kommiekcol goxkymeHToB. HayuHo-mcTropuyeckass W NpakTHYecKas HEHHOCTH
JOKyMeHTa— 4 yaca
IIpoBoasTCcs ABE 03HAKOMHUTENBHBIE SKCKYPCUH B TOCYIaPCTBEHHBIE apXUBBI.

9.3. UHbIe MaTepHaJIbI



75

AHHOTAIUA JTNCHUIIJINHBI

HucuuruinHa  (MOxyNb) — peanusyercs Ha  (axkyJbTeTe JOKYMEHTOBEACHHS U
TEXHOTPOHHBIX apXWBOB Kadeapoil JOKYMEHTOBEACHHUS, ayIMOBH3YalIbHbIX M Hay4YHO-
TEXHUYECKUX apXUBOB.

[lenp  AMCHUIUIMHBL —  UW3yY€HHE  3aKOHOMEPHOCTEH JIOKyMEHTOOOpa3oBaHUs,
CKJIaJbIBaHUS M PA3BUTUS CHUCTEM JOKYMEHTAIMH, TEOPETUYECKHX U MPAKTUUYECKUX MPoOsIeM
CO3JIaHMsI JTOKYMEHTOB OpraHaMH TOCYIApCTBEHHOW BIIACTH, MECTHOTO CaMOYIpPAaBICHHUSA U
OpraHu3aMsIMH JTI000# OpraHU3alnOHHO-TIPABOBOM (HOPMBI.

3agayM AUCHMNIUHBIL

— II0Ka3aTh B3aMMOCBS3b HHPOPMALIUU U JOKYMEHTA;

—  TPOCJEIUTDH IBOIIOIUIO TOKYMEHTA, KaK HOCUTENsI HUH(OpMAIMH, Pa3BUTHE CIIOCOOOB
JOKYMEHTHUPOBAHUS U MaTepHaJIoB JUisl GUKCAIIMU HHPOPMALINY;

— MpOAHAIU3UPOBATH MPOLECC CKIAbIBAHUS U Pa3BUTH (popMyIisipa JOKYMEHTa;

— [pOAHAIU3UPOBATH NMPOLECC CKIIAJbIBAHUS U PA3BUTHUS CUCTEM JOKYMEHTALIUY;

— BBIABUTH U IOKa3aTh TEHJEHIMHM YHU(PHUKAIMH, CTAHAAPTH3ALUU U KIACCUPUKAIIH
KaK OTJIEJIbHBIX ()OPM JJOKYMEHTOB, TaK U CUCTEM JOKYMEHTALIUH B LIEJIOM;

— IIOKa3aTh COBPEMEHHbIE TPEOOBAHUS K COCTABICHUIO U O(OPMIICHHIO TOKYMEHTOB;

— TPHUBHUTH HABBIKU aHAJN3a IOKYMEHTA,

— TPHUBHUTh HABBIKM COCTaBJICHMS JIIOOBIX BHJOB JOKYMEHTOB M IPOEKTUPOBAHHS
yHU(DUIUPOBAaHHBIX (HOPM  JOKYMEHTOB, CHCTEM JIOKyMEHTallMd W WH(POPMALHUOHHO-

,Z[OKYMGHTaI_II/IOHHOf/'I CUCTCMBI YUPCIKIACHHUA B IICJIOM.

JucuumuinHa (MOlyJb) HalpaBjieHa Ha (pOpMUpPOBaHHUE CIETYIONUX KOMITETCHIIUNA:
e CnocoOHOCTh HCHOJB30BATh OCHOBBI NPAaBOBBIX 3HAHUM B pa3iIMyHBIX cdepax

nestensHoctH (OK 4);
e CrocoOHOCTh HWCIIONB30BAaTh TEOPETHUYECKHE 3HAHWUS M METOJbI WCCIICOBAaHHS Ha

npaktuke (OIIK 1);

B pesynbrare 0OCBOCHUS IUCIUILTUHBI (MOLYJIsl) 00yYaIOLIHiCs JOIKEH:

3HaTh:

- OTpaciy npasa, UCTOpUIO uxX hopmupoBanus u pazsutus B Poccun (OK-4);

- OCHOBHBIE METO/IbI M CPEJICTBA MPOBEACHUS TeopeTnyeckux uccieaoanuii (OIIK-1);

YMerTh:



76

- WCIIONIb30BaTh 3HAHUS B O0JACTH IMpaBa W MPABOBBIC PECYPCHl B MPOPECCHOHATHHON
nestenbHocTH (OK-4);

- TOpPUMEHATHh TMOJYyYEHHbIE TEOPETHUYECKHME 3HAHUSA i1 pelleHus  3aj1ay
npodeccuonansHoi nesitenbrocT (OITK-1);

Baaners:

- HaBBIKAMH TIOMCKAa W HWCIOJB30BaHUS IMPaBOBOW HMHMOpPMAIMU ISl pElICHHs 3aaad
npodeccuonansHom nesitenbHocTH (OK-4);

- HABBIKAMU MPOBEJICHUSI TEOPETUYCCKUX HCCIEIOBAHMN B pamMKax 00pa30BaTEIBHOTO

mpolecca u JanbHelei npodeccruonanpaoi aesrenbHoctr (OITK-1).

[To mucrumuirHe (MOIYITI0) IPeIyCMOTPEHA TPOMEXKYTOUHAs aTTecTanus B hopme 3auera
U DK3aMeHa.
OO0mas TpyI0eMKOCTh OCBOCHHS AWCIMILTUHBI COCTABISICT 8 3aUeTHBIX eAuHMIl, 288

JacCoB.
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JIMCT UBMEHEHUI

IIpuniaoxenne 2

Ne TekcT akTyanuzauuu wiu npunaraembiii K PTII fokymenr, Hata Ne
COJiep>Kallil U3BMEHEHHST NpOTOKOJIA
1. 1. ObHO8ACH CNUCOK UCMOYHUKO8 U AUMEPANYDbL 25.05.2017 e. Ne 10
2. O6HO8.1€HA CMPYKMYPA OUCUURAUHBL OAS OUHO-3AOUHOU U
3a04HOolL hopm 0OYyuenus
2. 3. Obnosaen cocmas npozpammmozo obecnevenus (I10),
COBPEMEHHbIX NPoghecCuoHarbHbIX 6a3 Oannbix (B ) u
uHpopmayuonHo-cnpasounbie cucmem (MCC)
3. 1. ObHOBACH CNUCOK UCMOYHUKO8 U AUMEPAIYDbL 25.05.2018 -. Ne 10
2. ObnosreHa cmpyKmypa OUCUUNAUHDBL 04 3A0OHHOU (hoOpMbL
0byueHus
4,
3. Obnosaen cocmas npozpammnozo obecnevenus (I10),
COBPEMEHHbIX NPogheccuoHarbubix 6a3 dannbix (B ) u
uHpopmayuonHo-cnpasounbie cucmem (MCC)
7. 1. ObHOBACH CRUCOK UCMOYHUKO8 U AUMEPANYDbL 22.06.2020 Ne 10
Hpunosxcenue 2.1.
2. O6HO8.A€HA CMPYKMYPA OUCYUNAUHBL OAA OUYHOU, 3A0HUHOU
opm obyuenus
Hpunosxcenue 2.2.
3. Obnosaen cocmas npozpammnozo obecnevenus (I10),
COBPEMEHHbIX NPoghecCcuoHarbHbix 6a3 Oannbix (B ) u
uHpopmayuonHo-cnpasounbie cucmem (MCC)
Hpunoscenue 2.3.
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Hpunoscenue 2.1.

ITpuxa3 Pocapxusa ot 22.05.2019 N 71 “O0 yTBepkKaeHUH IpaBUil JEIO0NPOU3BO/ICTBA B

TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyIpaBiieHHs // [DneKTpoHHBIH pecypc]. —

M., 2020. — Pexxum noctyma: https://base.garant.ru/72291836/

I'OCT P HUCO 15489-1-2019. Hauuonanwuwiii crangapt Poccuiickoit ®eneparuu.
Cuctema cTaHIapToB 10 HHpOpMaUK, ONOIUOTEYHOMY M U3JaTeNbCcKoMy neny. Mupopmarus u
JOKyMeHTauus. YnpasiaeHue nokymeHtamu. Yacts 1. [Tonstus u npunuune!” (ytB. IIpukazom
Poccranmapra ot 26.03.2019 N 101-ct) // [Dnextponnslii pecypc]. — M., 2020. — Pexum
nocrymna: http://www.consultant.ru/document/cons_doc LAW 329486/

Ipunoscenue 2.2.

Cmpykmypa oucyunaunst (Mooyns) 011 04HOU hopmbl 00yuenusn

(2020 200 nabopa)

OO0mast Tpy10EMKOCTb AUCLUITIMHEL cocTaBisieT 8 3.e., 304 4., B TOM uHciie KOHTaKTHas padoTta
oOyyaromuxcs ¢ npenofasaresnieM 112 4., npomexyToyHas arrectamust 18 u.,
caMocTosTeIbHas paboTa 00yJaromuxcs, B T.4. KypcoBas padota 174 u.

Bunsr yueOHOM paboThI
Y P DopMBbI
(B wacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHas -
w| A
/1 HCHUTLTAHBI/ TEMBI ) D) ! =
S & % 5| 5 8| npomexyTouHoit
= ®
= = § > =5 5 2 E Q & aTTecTaluu (1o
3 > a,
g 5 = 28|85 8% 3 cemecmpam)
= 5 = S 2O F| &%
(5} ) (5} SR I A= B e -
Q = Q S =
1 [Ipenmer, 23 |4 0 4 onpoc
CoJiep>KaHue, 3aJauu
Kypca
2 HcTounuku u|23 |4 0 10 onuy
JTUTEepaTypa 1o Kypey KOHMPObHASL
paboma
3 JIoKyMeHT, ero |23 |4 4 10 - onpoc
GyHKIMM, TOHATHUSA
JOKYMEHT u
uHpopManus
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Cnoco6b1
JTOKYMEHTUPOBAHHS
u MaTepHabHbIe
HOCHUTEIN
uHpopManuu

2,3

10

KOHMPOJIbHASL
paboma

IIpusnaku
JIOKYMEHTA:
OPUTMHAIBHOCTb,
MMOAIUHHOCTD,
KOIMHMHOCTh

2,3

onpoc

Dopmysp
JOKYMEHTa U  €ro
COCTaBHbIE  YAaCTH.
Hcropus  paszButus
bopmysipa
JOKYMEHTA!

16-17 Beka,

18 Bek,

19 Bek,

20 Bex

2,3

10 16

36

onuy
KOHMPOTIbHAS
paboma

Umoeoeas
KOHMPOJIbHASL
paboma,
npocmaenenue
3auema

Dopmysp
COBPEMEHHOTO
YIIPaBICHYECKOTO
JIOKyMEHTa: TpaBHiIa
odopmiteHus
PECKBH3HTOB

2,3

10

mecmupoeaHue

Oo6mme TpebGoBanus
K TekcTy nokyMeHTa;
YHudukanus Tekcra
JTOKyMEHTa

2,3

18

onpoc

Cucremsl
JOKyMEHTAIUH;
CKJIaJIbIBAHUE
CHCTEM,
YHU(DUITUPOBAHHbIE
CHCTEMBI
JTOKyMEHTAIUH

2,3

20

Koumponvuas
paboma

10

OpranuszaiuoHHbIE,
pacnopsIuTeabHbIC U
MH(POPMALMOHHO-
CIpaBOYHbBIE
JTOKYMEHTBI

2,3

20

Ilpuem
NPaKmu4ecKux
3a0aHUll

11

CoBepleHCTBOBaHUE
AOKYMCHTAIIMOHHBIX

2,3

16

onpoc




80

MPOLIECCOB,
UCIIOJIb30BaHUE
HOBBIX
MH(POPMALIMOHHBIX
TEXHOJIOTUI B
JOKYMEHTHUPOBaHUU
12 | Komruiekcel 23 |2 4 16 Omuem 0
JTIOKYMEHTOB; nocewexHuu
Hay4no- apxusa
UCTOpUYECKas u UMO206a5
HpaKTH4IcCKas KOHMPOJIbHASL
LIEHHOCTh JOKYMEHTA paboma,
npogedeHue
VCMHO20 IK3aMeHa
2,3 18 Umo206as
9K3AMEH KOHMPONbHAS
paboma
UTOTO: 56 56 18 174

Cmpykmypa oucyunaunvt (MoOyis) 01 3a04HOU hopmbl 00yUeHUsA

(2020 200 nabopa)

OO0mast TpyT0EMKOCTb AUCUUITIMHEL cocTaBisieT 8 3.e., 304 4., B TOM umcie KOHTaKTHas paboTta
oOyyaromuxcs ¢ npenogasareneM 32 4., MPOMEXYTOUHas aTTectanus 9 4.,
caMocTosTeIbHas paboTa 00yJaromuxcs, B T.4. KypcoBas padota _ 263 u.

Bunsl yueOHoi paboThI Dopsr
(B wacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHast -
No Pazzen _ % yCIIEBaEMOCTH,
/01 | UCIUTUITMHBI/ TEMBbI QEJ E Ci’ % é g bopma )
. 3 = > § & | MPOMEXYTOUHOH
= ~ = & 5[5 & g £| 8 9 arrecramun (no
§ E S % = § = 25| 2 cemecmpam)
() 0 () e Z|s Bl =80
@) = Q E sF & =
1 [Ipenmer, 23 |2 0 44 onpoc
coJiepKaHue, 3aJadu
Kypca Hcrounuku u
JUTEpaTypa mno Kypcy
2 JIOKyMeHT, ero |23 |2 0 40 onuy
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GyHKIMH, TOHATHUSA
JTOKYMEHT u
uHpopManus
Cnoco6b1
JTOKYMEHTUPOBAHHS
u MaTepHallbHbIC
HOCHUTEIN
uHpopManuu

KOHMPOJIbHASL
paboma

DopMmysp
JOKYMEHTa U  €ro
COCTaBHbIE  YaCTH.
Hcropus  pasButus
bopmysipa
JOKYMEHTA!

16-17 Beka,

18 Bek,

19 Bek,

20 Bex

2,3

32

onuy
KOHMPOTIbHAS
paboma

Umoeoeas
KOHMPOJIbHASL
paboma,
npocmaenenue
3auema

Dopmysp
COBPEMEHHOTO
YIIPaBICHYECKOTO
JOKYyMEHTa: TIpaBHiIa
odopmiteHus
PECKBH3HTOB

2,3

36

mecmupoeaHue

O6mme TpebGoBaHus
K TekcTy noKyMeHTa;
YHudukanus TeKcTa
JTOKyMEHTa

2,3

37

onpoc

Cucremsl
JOKyMEHTAIUH;
CKJIaJIbIBAaHUE
CHCTEM,
YHU(DUITUPOBAHHbIE
CHCTEMBI
JTOKYMEHTAIUH

2,3

36

onpoc

OpranuszaivoHHbIE,
pacropsauTeIbHbIC 1
MH(POPMALMOHHO-
CIpaBOYHbBIE
JTOKYMEHTBI

2,3

40

umozogas
KOHMPONbHAS
paboma

IOK3AMEH

2,3

HUTOTO:

16

16

263
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Ipunoscenue 2.3.

Cocras nporpammuoro odecneuenusi (I10), coBpemennbix npogeccuonanbupix 6a3 nannpix (b1) n
uHgopmauuoHHo-cnipaBoynblie cuctem (MCC) (2020 r.)

1. Iepeuens I1O

Nen/ Haumenosanue 110 ITpoussoguTens Crnioco6 pacrpocTpaHeHust
I (Muyens3uonHoe uau
c800600HO
PACNPOCMpanaemoe)
1. Adobe Master Collection CS4 Adobe JINLIEH3NOHHOE
2. Microsoft Office 2010 Microsoft JINLIEH3MOHHOE
3. Windows 7 Pro Microsoft JIMLEH3UOHHOE
4. Microsoft Office 2013 Microsoft JINLIEH3MOHHOE
5. Windows 10 Pro Microsoft JIMLEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE
7. Microsoft Office 2016 Microsoft JIuneHn3nonHoe
8. Zoom Zoom JILEH3UOHHOE

2. Ilepeuens B u UCC

Nerr/ Hanmenosanue
n

1 Mexynaponsslie pedpepaTuBHbIe HayKomeTpuieckre b1, mocTynHble B paMKax HallMOHATBHOM
nopmacku B 2020 r.

Web of Science

Scopus

2 | IIpogpeccuonanbhble onHOTEKCTOBBIE BI1, OCTYNHBIE B paMKax HALMOHATIBLHOM MOJIMUCKY B
2020 .

Kypnansr Cambridge University Press
ProQuest Dissertation & Theses Global

SAGE Journals
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Kypnans! Taylor and Francis

[Tpopeccronanbhbie nonHoTEKCTOBLIE BT
JSTOR
W3nanus no oO1iecTBEHHbIM 1 T'yMaHUTAPHBIM HayKam

DnekTpoHHas 6ubnmoreka Grebennikon.ru

KomnbroTepHbie cipaBOYHbIE PABOBbIE CUCTEMbI
KoncyawsranT [Tntoc,

lapanT




