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1. IMosicHuTEILHAA 3aAIMCKA

1.1. Heanb u 320294 AUCHUILIHHBI

He.]Ib AUCHUIIJIMHBI — U3YUCHUC 3aKOHOMepHOCTeﬁ I[OKYMCHTOO6pa3OBaHI/I5I, CKJIaAbIBaHUA U
PasBUTHUA CUCTEM AJOKYMCHTALIUHU, TCOPCTUUCCKUX U IMPAKTUYCCKUX HpO6JI€M COo3aaHnsad NOKYMCHTOB

opraHamMu rocyaap CTBEHHOM BIJIACTH ,

OpTraHU3aIOHHO-TIPABOBON (hOPMBI.

3amauu JUCHUILIMHBI

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

— TPOCIEOUTH SBOJIIOIMIO JOKYMEHTa, KaK HOCHUTENS WHQPOPMAIMH, pa3sBHTHE CIOCOOOB
JOKYMEHTHPOBAHUS U MaTepHaoB Juis (UKCAH HH(POPMAIIUH;

— TIPOAHAIM3UPOBATH MPOLECC CKIIAIBIBAHUS U Pa3BUTHS HOPMYIIIpa JOKYMEHTA;

— IIpOaHAIM3UPOBATH IIPOLECC CKIIANABIBAHUA U PA3BUTHA CUCTEM TOKYMEHTALIUU;

— BBIABUTH M IIOKa3aTh TCHACHUUHM YHH(UKAIMM, CTAHAAPTU3ALMHM U KIACCH(PHUKALUU KaK
OTACJIBbHBIX q)OpM AOKYMCHTOB, TaK U CUCTEM JOKYMCHTAIU B LICJIOM,

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

— IIPUBHUTH HABBIKW aHAJIM3a JOKYMCHTA,

— TpUBUTH
YHUPHUIUPOBAHHBIX

HaBBbIKHU

dopM  JTOKYMEHTOB,

HOKYMGHTaHHOHHOﬁ CUCTEMBI YUPCIKICHHUS B LICJIOM.

MCCTHOI'0 CaMOYIIpaBJICHUA MW OpraHHU3alusIMU 0001

COCTaBJIEHHS JIFOOBIX BUJ0OB JHNOKYMCHTOB W IIPOCKTUPOBAHUA
CUCTEM

JOKYMEHTalluu W WH(OPMAIMOHHO-

1.2. Hepeqeﬂb IVIAHUPYEMBIX PE3YyJabTaTOB Oﬁy'leH]/lﬂ o TMCHMIIVIMHE, COOTHECCHHBIX C
HHIAXKATOPpAaMH JOCTHKCHUSA KOMIIeTEeHIIHii

Komnerennus NuaukaTopbl KOMIETEHI U PesynbTaTsl 00y4yeHus
(xon m (Kol 1 HAUMEHOBaHUE)
HalMEHOBAHMUE)

OIIK-2. Cnocoben
HaXOOUTh
OpraHU3aIMOHHO-
yIpaBIeHYeCKHE
peleHuHsI npu
pelieHUH 3a7ad B
chepe cBOECH
npodeccnoHaNbHOMI
JeSITETIbHOCTH

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

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

YMeThb: BBINOIHATH pabOTy 1O
JIOKYMEHTAllMOHHOMY 00€CIeueHUI0
yIpaBJIEHUS U apXUBHOMY XPaHEHUIO
Bnaners: HaBeikaMu BEIOOpa Hambosee
ONTUMAJIBHOTO PELICHUS YTIPaBIEHYECKUX
3ama4 B cepe JOKYMEHTAITHOHHOTO
o0ecrieyeHHs ynpaBJIeHUsl M apXUBHOTO Jiena

OIIK-3. Cnocoben
MIPUMEHSTh
TEOPETUUECKHE
3HAHUSA JUIA
pelieHus
IIOCTABJIEHHBIX
3a7a4 B o0J1acTu
JOKYMEHTOBEICHHUS
Y apXHUBOBEICHUS

OIIK -3.3. Ucnons3yer
B3aMMOCBA3H JOKYMCHTOBCIACHUA
Y apXUBOBEICHUS CO CMEKHBIMH
HayKaMH 1 HAyYHbIMU
JTUCIUTLINHAMEU

3HaTh: CMEXHBIE C IOKYMEHTOBEIEHUEM U
apXUBOBE/ICHUEM Hay4YHbIE JUCIUILINHBI
YMETh: BBIABIATH B3aUMOCBS3H MEKIY
JIOKyMEHTOBEJICHHEM, apXUBOBEJACHUEM U
JIPYTMMH Hay4YHBIMH JIACHUIUIMHAMU

Buiaymers: HaBpIKaMU MHTEPIPETALIMY 3HAHUN
B 00JIACTH CMEXHBIX HAYYHBIX AUCIUILIUH MIPH
perieHue 3a1a4 B chepe T0KYMEHTOBEICHUS 1
apXUBOBEICHHUS




1.3. MecTO TUCUMILIIMHBI B CTPYKTYpe 00pa30BaTeIbHONH NPOrpaMmbl

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

Jlis OCBOEHHUS AMCLUUIUIMHBI HEOOXOAMMBI 3HAaHUS, YMEHUS U BIAJeHUs, CPOPMUPOBAHHBIE B XOJ€
W3YYEHUS CIEeNYIOIIUX TUCHMIUIMH W TPOXOXAeHus mnpaktuk: «Mcropusy, «MupopmanmoHHas
IBPUCTHKA», «OCHOBBI POCCUICKOIO IIPaBay.

B pesynbpTare ocBOSHUS TUCHHUILTHHBI ((OPMUPYIOTCS 3HAHUSA, YMEHUS U BIAJCHUS, HEOOXOAUMBIC IS
U3YYCHMs CIEAYIOIMUX JUCLMILIMH U NPOXOKIACHUS NPAKTUK: «ApxuBoBelneHue», «OpraHusanus U
TEXHOJIOTUSI  JOKYMEHTAIlMOHHOTO oOecneueHust  yrpasieHus», «OpraHu3anioHHbIE OCHOBBI
CTaHJApTH3alMM JTOKYMEHTALlMOHHOTO OO0€CleYeHusl YINpaBlIeHUs», ydeOHas (O3HAKOMUTEbHAs)
IIpaKTUKa, MPOM3BOACTBEHHAs IIpaKkTUKa (HAy4HO-UCCIIEOBaTeNbCKasg paboTa), NpeIIUILIOMHAas
IIPAKTHUKA.

2. CTpyKTYpa TUCHHILTHHBI
OO6mmas Tpya0EMKOCTh TUCIUTUINHBI COCTaBiseT 8 3.¢., 288 akageMHIecKuX 4acoB.

CTpyKTypa TUCHUILINHBI JJI51 04YHOI (popMBbI 00yUeHUs

O0beM IUCHUIUIMHBI B (opMe KOHTAaKTHOM paboThl OOydYarOImUXCS C MeJaroruyecKuMu
paboTHUKaMu ¥ (WIK) JUIIAMH, TPUBIEKAEMBIMH K pealiu3aluyd 00pa30BaTeIbHOW MpOTrpaMMBbl Ha
WHBIX YCIOBHSX, IPU MPOBEJACHUH YUEOHBIX 3aHATUH:

Cemectp | Tun y4eOHBIX 3aHATHIHA KonmuuectBo
4acoB
2,3 Jlekmun 64
2,3 Cemunapbl/1abopaTopHblie paboThI 96
Bcero: 160

O0BeM JUCIHUIUTAHBI B (POpME cCaMOCTOSATEIbHON PabOThI 00yJaronmxes cocrapisier 128
aKaJIEeMUYECKHX Yaca.

CTpyKTypa AMCHMILIMHBI IS 3204HOH GopMBbI 00yYeHHs

OO0vemM naucHUIUIMHBL B (popMe KOHTAKTHOM paboThl OOydarOMMXCSl C MeJarorn4ecKuMu
paboTHUKaMu M (WJIK) JUIAMH, TPUBJIEKAEMBIMU K peaju3alliyd o0pa30BaTeIbHOW MpOrpaMMbl Ha
MHBIX YCIIOBHSIX, P MTPOBEACHUHU YUEOHBIX 3aHATHI:

Cemectp | Tum yueOHBIX 3aHITHN KomnuuectBo
4acoB
2,3 Jlexnun 32
2,3 CeMuHapbI/1a00paTOPHBIC PAOOTHI 32
Bcero: 64

O0BeM JUCHHILTIHBI B (POpME CaMOCTOATEIbHON PaOOTHI 00YJAIONIUXCS COCTABIIsIET 224
aKaJIEeMUYECKUX YaCOB.

3. CoeprxaHue TUCHUILIMHBI

Ne | HaumeHoBaHue pa3aesa Coaepxanue
AU CHUTIIHHBI

1 | Pasoen | Haznauenue oucyunnumol, 1.1. Ilpeamer, coxepxaHue,  3anauu
UCMOYHUKU U JTUmMepamypa JVCITUIIIMHBL ¥ METOBI €€ N3yUCHHS.




JokymeHT - OCHOBHOM 00BEKT
JIOKYMEHTOBEIUYECKHUX UCCJIETOBaHUIA. Ponb
JOKyMEHTa B JKU3HHM 4YelIOBEKa U OOIIecTBa.
JlokyMeHTHI B cpepe mpaBa U ynpasiieHus. BrnusHue
HAay4YHO-TEXHUYECKON PEBOJIOLMU HA pa3BUTHE
nokymeHnrta. PasButue ¢dopmynsipa  JOKyMEHTA.
Hayuno-ucropuueckass U MpakTHYeCKass IEHHOCTh
JIOKYMEHTA. MeTtos1 UCCIIeIOBaHUS
JIOKyMEHTOBeAUECKUX Tpodiem. OOmeHaydHble U
cnenuanbHble MeToabl. CTaHOBJIEHHE U DPa3BUTHE
JIOKYMEHTOBEJICHUSI KaK HayYHOW JUCHUILIMHBI.
CBsi3b TOKYMEHTOBEJICHUS C Teopuel nHpopMaIuH,
apXHUBOBEICHUEM u HMCTOYHUKOBEICHUEM.
Hcnonp30BaHrEe TOKYMEHTOBEIECHUEM JOCTHUKCHHM
WHpOpPMATUKH, HCTOPUYUECKOW HAyKH, IIpaBa,
JUHTBUCTUKH, TEOPUM VYIOpPABIECHUS H APYTUX
Hay4HBIX AUCHUIUIMH. Poiib OKyMEHTOBEIEHUS B
COBEPIICHCTBOBAHUHU MTPOIIECCOB YIIPABIICHUS.

1.2. IcTOYHUKY ¥ JIUTEpaTypa

3akoHOAATENbHbIE  AKThl, = HOPMATHUBHBIC
marepuasisl XVI — nHau. XX B. IlucbMOBHHKH.
Metonuueckne pa3paborku. PykoBoacTtBa 1o
JIEJIONPOU3BO/ICTBY.

3akoHOAATENbHBIC, TPABOBbIE  aKThl H
HOPMaTHUBHO-METOINYECKHE JIOKYMEHTBI
Poccuiickon denepanuu. Koncturynus
Poccuiickoit ®denepanuu. Konexcor PO,
KOHCTUTYIIMOHHBIE U (peliepabHble 3aKOHBI, YKa3bl,
[ToctanoBneHus [IpaBurtenscTBa " WHBIC
HOpPMAaTUBHBIE  JIOKyMEHTHI.  ['OCyJnapcTBEHHBIE
CTaHJAPTHI, HOPMaTHBHO-METOIUYECKUE
JIOKYMEHTBI — PerJIaMeHThI, MpaBuiIa, HHCTPYKIINH U
np. Ilepmomamueckme  w3ganus.  CrpaBOYHBIE
uznanus. Jlureparypa.

Pa3zoen 2 Jlokymenm, eco ¢hynxyuu
U cnocobbl OOKYMEeHMUpoB8aHuUs

2.1. TlousaTHs «MHPOPMALIUD» U «TOKYMEHT»

[onsatns «mHbOPMAIHS» ¥ «IOKYMEHT.
CBsa3p  umHpOpManMu U JOKyMeHTa.  Poib
UHPOpPMAIIMM B CONMAIBHBIX H HIKOHOMHYECKHX
nporeccax. MHdopmamus kak OCHOBa NPHUHATHSA
YTIPaBICHYECKOTO PELICHUSI.

Bo3nukHOBeHHE JOKYMEHTA, ero
Ha3HAuCHHUE. IMTonsTre «JOKYMEHT», ero
Tpanchopmanus. JJOKyMEHT - 0ObEKT UCCIIeI0OBaHUS
TEOPETHYECKUX W  MPUKIAAHBIX  JAACIUIUINH.
IIpaBoBoi, yIIPaBICHYECKUN HCTOPUYECKUI
acleKThl B OIpPEJENIeHUH JOKyMeHTa. Pacmmpenue
MOHATUS «JIOKYMEHT» C pa3BUTHUEM HayKu U
TeXHUKU. [lOHATHE «OIEKTPOHHBIM JOKYMEHT».
OmnpeneneHue JOKyMEHTa B TOCYAApCTBEHHBIX
CTaHJapTax. ITonsTHe «IOKYMEHT» B
JIOKYMEHTOBEICHUU.




3aKkoHOJaTeIbHBIE aKThl 00 0053aTENbHOCTH
JOKyMeHTHpoBaHusl HMH(popManuu. Ha3nHauenue
JOKyMEHTHOH unHpopMaruu. PakTopsl, BIHUAIONINE
Ha UMHPOPMALMOHHYK LEHHOCTb JIOKYMEHTOB.
3aBUCUMOCTh LIEHHOCTH MH()OPMALUN OT IMOJHOTHI,
00BEKTUBHOCTH, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH
nepeAayd M TOJYYEHHUs, TEePUOAUYHOCTH WU
qacToThl nepenauu. OnepaTuBHAs M MCTOPUYECKAsS
(peTpocrieKTUBHAs) TOKYMEHTHasi WH(POpMAIHs KaK
enHas UH(pOpMaIOHHAs CUCTEMA.

2.2. OyHKIUH TOKYMEHTOB

[TonsiTue «yHKIUSA TOKYMEHTa.
3aBUCUMOCTh  TOHATHA  «JOKYMEHT» OT  €ro
GbyHKIMU. 3HayeHue  u3ydyeHus  (QYHKUUHU
JIOKYMEHTA. Nudopmannonnas GbyHKIMSA

JOKyMEHTa KaK CpEeACTBO  3aleyaTiieHus |
coxpanenus uHpopmarmu. CoruanbHas (QyHKIHS
nokymeHnta. KynbTypHas (QyHKIUS JIOKyMEHTa.
KoMMmyHuKaTUBHAs ~ (QYHKIHMS  Kak  CpPEICTBO
nepeaayn UHGOpMaIHH.

VYnpasienuyeckast GyHKIUS U €€ 3HAYCHUE B
opranuzauuu ynpasieHus. IlpaBoBas ¢QyHKIMSL.
@ynkuua  yuera. @DyHKOMA  JOKYMEHTAa  Kak
HUCTOPUYECKOr0 MCTOYHMKA. (DyHKIUU IOCTOSHHO
JeicTByomye U (QyHKIUM onepaTtuBHble BrusHue
GyHKUMH ~ JTOKYyMEHTa Ha  €ro  CTPYKTYpy.
[TonndyHKIMOHATIBHOCTD JOKYMEHTA.

2.3. CriocoObl TOKYMEHTHPOBAHUS

3ByKOBasg peyb, €€ BO3MOXHOCTU H
HEJOCTaTKW B  3aKpeIUICHMM M Iepejade
uHpopmanuu. [IpenMeTHbI U 3HAKOBBINA CIIOCOOBI
nepenaun  coobmenuii.  [lonstue  «cmocoO»
JOKyMeHTHpoBaHus.  Mcropuueckuil  Xxapakrtep
JOKYMEHTOB W JOKYMEHTHUPOBAHHSA.  OTallbl
pa3BUTHS CIIOCOOOB TOKYMEHTHPOBAHUSI.

HauepraTenbHblii crnoco0 3akpemieHus U
nepesadn UHpOpMaLIUH. TekcroBoe
JnokyMmeHTupoBanue. Ilukrorpapuueckoe mucbMo u
ero ocobOexnHoctu. Jlororpaguyeckoe MUCHMO
(umeorpaduyeckoe MHUCHMO), €r0 JIOCTOMHCTBA M
HenocTaTku. IIpuMeHeHHe mNUKTOrpaduyeckoro u
Jororpaguueckoro MHCbMa B HAcTosIIee BpeMms.
CnoroBoe nuceMo. Bo3HukHOBeHHE (POHETHYECKOTO
(OyKBEHHOT0) NMUCHMA.

PazButue rpaduku  pycckoro - muchMa.

Crenorpadus. IIpumeHeHne TEKCTOBOI'O
JIOKYMEHTHUPOBAHUS.
TexHnueckoe JOKYMEHTHUPOBAHHE.

OCHOBHBIE TpPYIIbl TEXHUYECKOW JOKYMEHTAIUH.

Bunel  TeXHMYECKHX ~ JOKYMEHTOB. O6mactu

MIPUMEHEHHUS TEXHUYECKOTO JOKYMEHTHUPOBAHMUS.
DOTOTOKYMEHTHPOBAHUE. 3HayeHue




¢dororpaduu kak crnocoda pukcanu UHGOPMAIHH.
[Tpumenenne GOTOIOKYMEHTOB.

KunonoxyMeHTHpoBaHue. [Tonsatne
«KUHOJIOKYMEHT. Buner KHHOJOKYMEHTOB.
Buneosanucs.

DOHOAOKYMEHTUPOBAHUE. Ero
0c00eHHOCTH, 00IaCTH TPUMEHEHUSI.

JIOKyMEHTUPOBaHHE c IIPUMEHEHUEM

WH(OPMAIIMOHHO-TOTHYECKUX MAIIKH.

CoBpeMeHHbIE CIOCOOBI TOKYMEHTUPOBAHUS
C MCIIOJIb30BAaHHEM HOBBIX TEXHOJIOTHA.

2.4 MatepuaiibHble HOCUTENIN HHpOpMauu

Hocurenn  undopmauuu.  JIpeBHeiimme
MaTepuainbl Ui MrucbMa Marepuaisl As MUChMa B
[lepeaneit  A3um  (KIMHOMHCHBIE  TAOJUYKH).
HzroroBnenue U TOpUMEHEHHE  Mamupyca.
Hcnonp3oBanue Ui MUCbMa TEepraMeHTa, 0epecTsl
U JIpyrux marepuanoB. M3oOperenue Oymaru, ee
JOCTOWHCTBa,  OOYCIIOBHBIIME  IOBCEMECTHOCTb
pactipoctpaneHus. BopsHbie 3HaKu ((DUIUTpaHHM).
CpenctBa W opyausi THUChbMa W HMX BIMSHUC HA
pa3ButTHe rpaduKy MMchMa.

Matepuassl JUISL TEXHUYECKOT O
JIOKYMEHTUPOBAHHUS. Marepuaisl JUISL
(OTOKMHOOKYMEHTHPOBAHHUSI. Buneorpammsi.
Martepuanst JUISL (OHOTOKYMEHTHPOBAHHS.

Komnerotepasle Hocutenu uHpopMmanuu. BiusHue
HocuTenss MHGQoOpManmuMM Ha JOJNTOBEYHOCTh U
CTOMMOCTB JIOKYMEHTA.

Paszoen 3 Ipusnaxu ookymenma

3.1. OpuruHaIbHOCTh JOKYMEHTA

[lonsTe opurmHana, NpU3HAKU OPUTHHAJIA.
YMHOKEHHbIE OpUTHHAIbI. YepHOBUKHU U OETOBUKHU
TEKCTOBBIX JOKYMEHTOB. ABTOrpadsl. Pemakiumu.
OpuruHanbl KUHO U (POTOIOKYMEHTOB. OpUTHHAIBI
(OHOTOKYMEHTOB. OpuruHanbl  TEXHUYECKHX
JTOKYMEHTOB, OPUTHHAII 3JIEKTPOHHOTO JIOKYMEHTA.

[lonsatne «nommuHHMK». IlomnuHHBIE U
MOJJIOKHBIE JTOKYMEHTBl. Bunel danbcuduxaim
JIOKYMEHTOB. danscuduranus COJIEp/KaHUSI.
Nutepnosnsamms danbcudukamnms cocTaBa
yI0CTOBEpEHUs, OJIaHKa.

3.2. KonmuifHOCTh TOKyMEHTa

[lonsatus «xonusy». Mcropuueckoe pa3BuTHE
Koruid. Buabel komuid, onpeaensemMbie Cioco0oM Ux
BocripousBeaeHus. Konuu, pa3nuuumslie o crnocody
ux yaocroBepeHus. [lopsgok odopmileHHs] KOIUH.
IOpunuyeckas cuna xonuit. Jlyonukar.

Pa3zoen 4 Cmpyxmypa ookymenma

4.1. ®opMyIsip TOKyMEHTA U €0 COCTABHBIE
4acTh
ITonsatne  «pexkBuszut». IlocTOsiHHBIE U




nepeMeHHble pekBU3UTHL. [loHsATHEe «hopmymsipa
JIOKYMEHTa. OcoOenHoctu bopmysipa
JIOKYMEHTOB, ITOJIyYEHHBIX Pa3IM4YHbIMHU CIIOCOOaMU
JIOKYMEHTUPOBaHUsI (TEKCTOBBIMU, MAalIMHHBIMH,
KHHO-, doro-, ¢doHO-, TEXHUYECKUMH).
NunuBuyansHbIN u TUTIOBOM hopmyisip
nokymeHta. @opmynsap — obpaser, ero 3ajadyd B
yHUUKaIUU TpeOOBaHUI K pEKBU3UTAM JIOKYMEHTa
U UX PacIolOXKEHHIO.

4.2. Co3nanue U pa3BUTHE TPATUIMOHHOM
(bopMBbI TOKyMeHTa

®dopmymnsap TekctoBoro aokymenta XVI -
XVII BB. BumsHue Tpamzuuumii W 3aKoHa Ha
cknaapiBanue Qgopmymnsipa aokymenta. Crneunduka
0003HaYeHHs] HAUMEHOBAHMS BHUJA JOKYMEHTa,
yKa3aHMe€ aBTOpa M COCTaBUTENs JOKYMEHTa.
Obo3nauenue aapecara. OCOOEHHOCTH AATUPOBKU
JIOKyMeHTa. MecTto ®  Xxapakrtep  MNOJIUCEHR
JIOKYMEHTa, «CIIPaBbl» M «IPUIIMCH», aBTOPCKas
noanuck. Buapl nevareit. OTMETKH Ha JOKYMEHTAX.
TpaguMOHHO CIOXUBIIAsICS CTPYKTypa TEKCTa H
OCOOCHHOCTH M3JI0KEHUSI COAEPKAHUS Pa3IUUHBIX
BUJIOB JIOKyMEHTOB.

®opmysp TekctoBoro nokymenta XVIII B.

3aKoHOJaTeIbHbIE U HOPMAaTUBHBIE AKTHI O
COCTaBJIEHUH M O(POPMIIEHUN JOKYMEHTOB. BiusHue
UepapXuM «BJIAcTed U MECT» Ha pa3BUTHE BUJOB U
paszHoBuAHOCTE. OO03HaYEHHNE aBTOpa U €ro0 MECTO
B (opMyJIsipe TOKyMEHTA.

Texct nokymenTta. Ponb 3akoHOmaTENbHBIX
aktoB  XVIII  B. B yHM}ukauum  Tekcra
OTpE/IeNIEHHBIX BUI0B JOKYMEHTOB. [IMCHbMOBHHKH,
COOpPHUKHM O0pa3LOBBIX TEKCTOB. 3arojoBOK K
TEKCTY, ero Ha3HaueHue u mecto. Ckpena. [leuatu u
nmpaBWiia TONb30BaHUs WUMH. OTMETKH, WX BHJBI,
Ha3Ha4YeHHe U MecTo B hopmyisipe.

@opmynsip TekcToBoro jaokymeHta XIX -
Havyaima XX BB.

PermamenTarusi 3aKOHOIATETHHBIMU AKTaMHU
MOpsAJIKa COCTaBICHUS U O(OPMIICHUS TOKYMEHTOB
O06o3HaueHue BHUJA, aBTOPA JOKYMEHTOB, X MECTO
B (hopmysipe. [losBrnenue OnaHka.

OcobeHHOCTH aJipecoBaHUs JOKYMEHTOB U
opopmienue nartel. 3MeHenue B mopsake
opopmieHHs ~ TOANUCH  PA3IUYHBIX  BUJOB
JTOKyMeHTOB. IIpocraBieHne mnedarei. Xapakrep
OTMETOK Ha JIOKyMEHTaXx.

CtpyKTypa TeKcTa JOKYMEHTA.

OomerocynapcTBeHHas yHu(pUKaus
JIOKYMEHTOB M CTPYKTYPBI TEKCTOB.
4.3. dopmysp yIPaBIEHYECKOTIO

nokymenTa XX-XXI Ba.
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Bompockl 10KyMEHTHpOBaHUS, COCTaBICHUS
1 oopMIICHUS TOKYMEHTOB B 3aKOHOJATENbHBIX U
HOPMATHUBHBIX aKTaX. YHU(UKAIUS JOKYMEHTOB.
BuyTtpusunosas yHUUKALHUS. Pa3Butue
yHHU(UKAIUK W  CTaHJAPTU3ALUH  JOKYMEHTOB.
l'ocynapcTBeHHble  CcTaHIapThl HA  JTOKYMEHTHI.
OcoOeHHOCTH OpPraHN3alMOHHO-PACTIOPSAUTEIBHBIX
JIOKYMEHTOB. I'OCT P 7.0.97-2016
«Opranu3alnoHHO-paciopsiAUTEIbHAs
IoKyMeHTauus. TpeGoBanuss K  0hOPMIICHHUIO
JIOKYMEHTOBY. PexBu3nTHI JIOKYMEHTOB,
nepeuucnsembie B «[IpaBuiax aenonpon3BoACTBa B
(benepanbHBIX OpraHax MCIOJIHUTEIBHOW BIACTH» U
“MeToauuecknX peKoMEeHAalus 10 pa3paboTke
MHCTPYKIHHU 110 JITIOTIPOU3BOACTBY B (heiepaabHbIX
OopraHax UCHOJHUTENbHOM BIacTu’ .

bnank noxymenra. Buasl OnankoB. CoctaB
OJlaHKa, NOPSAJOK pAacCIOJIOKEHUS PEKBU3UTOB B
Onmanke. bnanku ¢ yriaoBEIM M IPOAOIBHBIM
pactoNOKEHUEM PEKBU3UTOB. [IpaBuna
KOHCTPYUPOBaHUS OnaHka. bnanku c
M300paXKeHUEM TOCYJapCTBEHHOro repba u repbda
cyObekTa deaepanuu.

ABtop nokymenra. llopspok 0003HaueHUS
HAaUMEHOBAHMs OpraHM3alMM-aBTOpPAa JOKYMEHTA.
CrnpaBouyHble JaHHBIE 00 aBTOpE, WX COCTaB,
pasmelnieHrMe Ha  OysiaHke.  ABTOpPBl  JIMYHBIX
nokymeHtoB. [loamuch, mneyaTh Kak MpU3HAKU
aBTOpa.

Bun noxkymenrta, ero passutrhe. Buubl
JIOKYMEHTOB, OIpENEIsIEMbIE 3aKOHOAATEIbHBIMUA U
HOPMAaTUBHBIMM akTaMu. CBsi3b BUJOB JIOKYMEHTOB
M (QyHKUMH  ynopaBieHHs.  YKazaHMe ~— BUAa
JIOKYMEHTa, €r0 MECTO W Ha3Ha4yeHHE B (opMyJisipe
JIOKYMEHTa. 3aBUCUMOCTb (POPMBI IOKYyMEHTA OT €ro
BU/JIA.

Ob6o3HaueHue azpecara. ITpaBuiia
HaIMCaHMs ajipecata U MECTO yKa3aHHs ajpecara B
bopmymnsipe  nokymeHTa.  OtpakeHue  cepbl
JIEMCTBUSL JTOKYMEHTa B ero anpecare. llopsamok
opopmieHus  JOKyMEHTa c HECKOJIbKUMHU
anpecaramu. llopsaok odopmileHHS TOYTOBOIO
azpeca.

Jllatra nokymeHTa. 3HaueHUE JaTHUPOBAHUS
JOKyMEHTa. ABTOpCKME  JaThl  (COCTaBIIEHHUE,
MOJINUCAHUE), AAaThl, OTHOCALINECS K COAEPKAHMIO.
Jatpl, xapakTepusylolme 3jeMeHTa (opMmysipa.
JlaTsr 00paboTku JIOKyMEHTOB. [Topsimox
odopmieHHs Jar.

CocraB yIOCTOBEPEHUS JIOKYMEHTOB.
Hasnauenne nopnucanus aokymeHToB. IIpaBuiia
MOJANUCH  JOKYMEHTOB  Pa3jM4YHbIX KaTeropuil.
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Mecro moxamucu B GopMyJsipe  JIOKyMEHTA.
OnektpoHHass noAanuch. OTMeTka 00 3JIEKTPOHHOM
MOJIIHCH.

[levatn m ux Ha3HaueHuwe. Buawl neuareil.
['ocynapcrBennas repboBas 1eYarh.
3aKOHOATENHCTBO 00 U3TOTOBJICHUU u
NOJIb30BaHUK TevarsaMu. [lopsaok mpocTaBieHus
OTTHCKA MeYaTH Ha JJOKYMEHTaX.

VYTBepxknenue  JOKyMeHTOB.  CrmocoObl
yrBepxkaeHus. CoctaB  rpuda  yTBepKIeHUS,
MOPSIOK ero oGOopMIJICHHS, MECTO B (QopMyJsipe
JIOKYMEHTA.

CornacoBanue noxkymenTa. [lopsgok u Buasl
coriacoBanus. Busbl u Tpud cormacoBaHus, UX
odopmiieHHe, MecTo B GOpMYyJIsipe JOKYMEHTA.

OtmeTkn Ha JokyMmMeHTax. WX ponb B
MPOXOXKJICHUN M WCIOJHEHUH JTOKYMEHTa, MECTO B
dopmyisipe  gokymenta. Ocoboe  Ha3HAYCHHE
PE30ITIOIHNH (ykazaHus o WCIIOJTHEHUIO
nokyMmeHta). TpeOoBaHMe K COAEPKAHHIO H
opopmienno. OTMETKH O B3ATUU JIOKyMEHTa Ha
KOHTPOJIb, UCIIOJTHEHUH IOKYMEHTA U JIp.

4.4. Tekct TOKyMEHTa

[ToHsiTHE ~ «TEKCT  JTOKYMEHTa»  IPHU
pa3IMYHbIX crocobax JIOKYMEHTUPOBAHHSI.
Cuenapuii monroroBku gokymenrta. CopepikaHue
MPOCTHIX M CIIOKHBIX JOKYMEHTOB.

[Mopsimok W3IIOKEHUST TEKCTa JIOKYMEHTA.
TpeOGoBanusi YETKOCTH W SCHOCTH  TEKCTa
nokyMeHTa. Jlormdeckas — CTpYKTypa  TEKCTa.
B3aumocssi3p conmepkanus U (HOpMBI JOKYMEHTA.
dopmanu3anus TEKCTa JOKYMEHTA.

DOnemeHThl TekcTa. [loHSATHE «3aroioBOK»
(HauMeHOBaHUE JIOKYMEHTA). Ha3nauenue
3arojoBKa, €ro MecCTO B (opMyssipe IOKyMeHTa
[TpusnoxeHns K TEKCTY B MOPSAOK UX 0POPMIICHHS.

4.5. Yauduxamus TeKcTa JOKyMeHTa

VHudukanmus AOKyMEHTa Kak OJHO U3
HaIpaBlICHUH ero COBEPILICHCTBOBAHMS.
[Ipennocsuiku yHudukanuu. Meton yHudUKauu.

YHauukanus cTpyKTypbl TEKCTa. DIEMEHTHI
dopmanmuzanuu.  Dopmann3oBaHHBI  XapakTep
TEKCTOB YYETHOM JOKyMEHTaluu. Y HUpUKAIHS
SI3BIKOBBIX cpeAcTB. DOpMBI YHH(DHUKAIIUHN: THIIOBOH,
TpadapeTHblii TEKCThI, TabMUIA, aHKETa, TpaduKy,
JTMarpamMMBbl.

Pa3zoen 5 Cucmemst dokymenmayuu

5.1. CxknaipIBaHUE CUCTEM JOKYMEHTAINH

[TonsaTne «cucrema JIOKYMEHTaLuN».
[Ipusznaku cucrembl JgokyMeHTauuud. OCHOBaHUS
KJIaCCU(UKALIUU CUCTEM JOKYMEHTAIUH.

Ucropuueckas 00yCIIOBICHHOCTh
dbopMupoBaHus cucteM JaokymMeHTauuu. Cucremsl
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JOKYMEHTAUUH  YUYPEKIACHUU JTOPEBOJIIOLMOHHOMN
Poccun.

PazButue cucreM  JOKyMEHTalMH  Ha
coBpeMeHHOM Jtamne. KauecTBeHHbIE H3MEHEHUS
COCTaBa U COJCPKAHUS CUCTEM JIOKYMEHTAIIHH.

l'ocynapctBenHast cucreMa JOKYMEHTAIUU.
OyHKIMOHATHHBIE CUCTEMBI JOKYMEHTALUH,
BEJJOMCTBEHHBIE CUCTEMbI UJTU OTPACIIEBbIE CHUCTEMBI
JOKYMEHTAILIUN U UX B3aUMOCBS3b.

5.2. YHudumupoBaHHbie CUCTEMBI
JOKYMEHTALUU

[lonsiTne  «yHuuuUpOoBaHHAasE  cUCTEeMa
JOKyMeHTauum». Pa3zpaboTka yHH(PHIHPOBAHHBIX
CUCTEM JIOKyMEHTAIIUU - HOBBIH 3Tal B yHU(PUKAIIH
U CTaHJapTHU3alUU JTOKYMEHTOB. XapaKTepPHCTHUKA

YHU(PULIIPOBAHHBIX cucTeM JIOKYMEHTAaLUH.
I'ocynapcTBeHHbIE CTaHIapThl Ha
YHU(PUIUPOBAHHBIE CUCTEMBI. Onpit

MEXYHapOAHOM cTaHapTU3aLUU T0KYMEHTOB.

[IpoexTupoBanne yHH(PUIUPOBAHHBIX (hopm
JIOKYMEHTOB. Meron COZIepKaTEeIbHOM u
(dopManbHON YHUPUKALUH.

Perucrpauuss  yHUGUIMPOBAHHBIX  (GopM
IOKyMeHTOB. [lopsimoxk BBeaeHus B JIEMCTBHE
YHU(PUUIUPOBAHHBIX (POPM TOKYMEHTOB. AJBOOMBI
¢dbopM YyHUPHUIIMPOBAHHBIX JOKYMEHTOB.

Pernamenranus cocTraBa BUJIOB u
Pa3HOBUAHOCTEH  JIOKYMEHTOB  OMPEIEIIEHHOTO
KOMILJIEKca 10 3ajiauaM ynpasieHus. Tabenb (popm
JIOKYMEHTOB.

Pazoen 6 Opeanuzayuonuo-
pacnopsioumenvHvle u
UHpOpMaYUOHHO-CNPABOUHbLE
OOKYMeHmbl

VYHu¢uuupoBanHas cucreMa
OpraHU3aIMOHHO-PACTIOPSAUTENHEHOM
nokyMeHTanuu. OcOOEHHOCTH CUCTEMBI, €€ COCTaB.

Opranu3zanvoHHbIE JIOKYMEHTHI.
[TonoxeHus, yCTaBbl, pErJIaMEHThl, HHCTPYKIIHH,
npaBuia u Ap. TpeGoBaHUA K MX COCTABJICHHUIO H

0(OPMIICHHUIO.
PaCHOpr}II/ITeHBHBIe JOKYMCHTEIL.
[TocraHOBNCHMS, peleHus, NIPUKA3bI,

pacniopsbkeHusi, ykazaHua u ap. llopsmoxk ux
cocTaBlieHUs U 0(hOpMIIECHUSI.

NHudopmannoHHO-cripaBoYHbIE  TOKYMEHTBI:
aKThl, CIpPaBKH, [OKJIATHBIE U OOBSICHUTEIHHBIC
3aMHCKH, MHUCHhMA, TEJIETrPaMMBbI, Teae(OHOrPaMMBbI.
Wx cocraBnenue u ohopmieHHe.

OcobenHoctu 0hOpMIICHUS JEATETBHOCTH
KOJUJIETHAJIbHBIX OPTaHOB.

Pazoen 7 Cogepuwencmesosanue
OOKYMEHMAYUOHHBLX NPOYECCO8

7.1. PernmamenTanus MPOLECCOB
JIOKYMEHTOOOpa30BaHMs

HeobOxomuMocTh perynupoBaHms Ipoliecca
JIOKyMEeHTOoOOpa3oBaHusl. BolsicHeHue U ycTpaHeHue
IPUYMH HEOIMPaBAAHHOTO BO3pacTaHUs BHIOBOIO
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pasHOOOpa3usi M KOJMYECTBA  JIOKyMEHTOB.
YcraHoBieHHEe 000CHOBAHHBIX KPUTEPHUEB CO3aHMUS
JIOKYMEHTOB. dakTopsl, OIIpEIEIISIOIUE
HEOOXOAMMBIH KOMILIEKC JOKyMEHTOB. Tumuzanms
dopm  nmoxkymenTtoB.  PazpaboTka  HaydHBIX
KOHLIENIMN MeXOoTpaciaeBoil yHupukammu ¢Gopm
YIpPaBIE€HYECKUX JOKYMeHTOB. Co3laHue OaHKOB
JTAHHBIX.

[IpaBoBoe peryiupoBaHue npoiiecca
JIOKYMEHTOOOpa30BaHMS. dopmpl MIPaBOBOTO
peryaupoBaHusl.

7.2. Vcnonp30BaHWE HOBBIX TEXHOJOTHH B
JIOKYMEHTHUPOBAHUU

BnusHue  BHeJpeHHS — BBIYMCIUTEIHLHOU
TEXHUKHU Ha 00pa3oBaHuE JOKYMEHTOB. /JJoKkyMeHT B
anekTpoHHOH  opme.  [Ipobimema  mpaBoBOrO
peKuMa JTOKyMEHTa, CO3JaHHOTO B DJIEKTPOHHOM
dbopme. OCOOEHHOCTH COTJIACOBAHMS M TOMUCAHUS
AJIEKTPOHHBIX IOKYMEHTOB.

OcobenHoctu  co3manust u  OOPMIICHUS
JIOKYMEHTOB Ha KOMIIBIOTEpE: HCIOJIb30BaHUE 0a3

JNAHHBIX,  CO3JaHWE  I1a0JIOHOB,  TEKCTOBBIC
pPElaKTOpBl, CJIOBAapH, IPOBEpKA TPAMOTHOCTH U
opdorpadumn. CoBpeMeHHOE IporpaMMHOE
oOecrieueHue.
PazButHe cuctemsl mepenaun WHGOPMAITUU
BosmoxHOCTH ~ 0€3T0OKyMEHTHOTO oOMeHa
nH(pOopManuel B yIIpaBICHHH.
Pazoen 8. Hayuno-ucmopuueckas [TonsTus: «IIEHHOCTh JOKYMEHTa»,
u NPAKMuUYecKast YeHHOCMb | «IKCTIepTU3a [IEHHOCTWY. BosHukHOBEHHNE
O0OKyMenma SKCIepTH3bl. BhIpaboTKa NPHHIMIIOB U KPUTEPHUEB

OLICHKH LIECHHOCTU JOKYMEHTOB.

Bremmnss u BHYTPEHHSA KpUTHKA
JIOKYMEHTOB. AHaJIi3 aBTOPCTBA, BPEMEHHU, MECTa
BO3HUKHOBEHUHU JIOKyYMEHTAa. AHaJIN3 COACP KAHMS

JIOKYMEHTA. JlocTOBEpHOCTH u LIEHHOCTh
JIOKYMEHTA.

JIOKyMEHTBI c MTOBTOPSIFOLIENCS
uHpopManuen. Bunst MIOBTOPSIEMOCTH:
nyOJIeTHOCTh, MOTJIOLIEHHOCTh, CYMMHpPOBaHUE,
BapUaHTHOCTB, pedepupoBanue. O6urme

3aKOHOMEPHOCTH, OIPENENAIONNEe BO3HUKHOBEHHE
JOKYMEHTOB C MOBTOpAIOLIEHCS nHpOopMannei.
3HAYUMOCTb SIBJIEHUHM, COOBITHUH, ()aKTOB B
MIEPBUYHBIX " BTOPUYHBIX JIOKYMEHTax,
COOTBETCTBHUE COJEpKalllelcs B HUX HHPOpMAINH
OCHOBHBIM WJIM  BCIIOMOTaTelIbHBIM  (YHKIMAM
YUPEKIACHUS. IOpunnueckas cuia TUX
JIOKyMEHTOB. Xapaxkrep IIOBTOPSIEMOCTH,
HNEPUOMYHOCTb 00PAa30BaHMs JTOKYMEHTOB.
Br16opouHas orieHKa JOKyMEHTOB.
CrnenuanbpHble KPUTEpUU OLIEHKH Hay4dHO-
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texuuyeckon gokymentauuu (HTJ). Wsyuenue
BHYTPEHHEr0 COCTaBa JOKYMEHTa Mo Mpobiemam
(rteMaM) U MozensM (KOHCTPYKUUSM) 3HauyeHUeE
HAyYHO-TEXHUYECKON uaeu. 3HAUUMOCTh OOBEKTa
JUIsl SKOHOMMKHU. YHHKAJIBHOCTh COOPY)KEHUSI WIIU
KOHCTPYKIIUU.

Kpurepuu LIEHHOCTHU
kruHO(POoTOHOHOTOKYMEHTOB. OCOOEHHOCTH OLICHKH
MaIIMHOYUTAEMBIX JJOKYMEHTOB.

9 | Pazoen 9. Komnaekcobt 00KyMeHMo8 [onsarue «KOMILIEKCa JTOKYMEHTOBY.
[TepBrYHbIE KOMIUIEKCHI TEKCTOBBIX JAOKYMEHTOB U
ux  BUAbL.  KOMIIIEKCHI ~ TEXHHUYECKUX  H
KHHO(OTOJOKYMEHTOB.

CrnoxHble KOMILJIEKCBI. [HonsTus
«JOKYMEHTaJbHBII» U  «apXWUBHBIM»  (HOHIBI
Komrmurekcsl JIOKYMEHTOB YUPEKIACHUH,
OpraHu3alMii W CTPYKTYPHBIX IOJpa3JesieHuil.
JIngHnie (boHbL Iloustue «KOJIICKIIHSY

JOKYMCHTOB. IlonsTue «aApPXHB».

4. O0pa3oBaTe/ibHbI€ TEXHOJIOTHH

[Ipu peanuzanuu TpOrpaMMbl JUCHUIUIMHBI HCHOJB3YIOTCA pa3IUYHble 00pa3oBaTelbHbIC
TEXHOJIOTUM — BO BpEMS ayJAUTOPHBIX 3aHSATUHN 3aHATHS TPOBOIATCS B (OpME JIEKIUNA ¢
ucnons3zoBanueM I[IK M KOMIOBIOTEpPHOTO MPOEKTOpa, BO BPEMS CEMUHAPCKUX 3aHIATHH ¢
3acIylIMBaHUEM U OOCYXKIEHHEM JIOKJIal0B MaructpaHToB. CamocTodTenpHas paboTa MarucTpaHTOB
Mmojipa3yMeBaeT paboTy MOJl PYKOBOJCTBOM IpenojaBaTes (KOHCYJIbTAllMU U TOMOIIh B HATUCAHHUH
pedepaToB U IOKIJIAIOB) M MHAUBUIYAIbHYIO pabOTy MaruCTPaHTOB B OMOIHOTEKaX U apXUBax.

B nepwon BpeMEHHOrO TNPUOCTAHOBJICHUS TOCEIICHHS OOYYarOUIUMHUCA TOMEIIEHUNU W
tepputopuun PITY s opranuzanuu yueOHOTO mpoiiecca ¢ MPUMEHEHUEM AIIEKTPOHHOTO O0yUYeHHs U
JTUCTAHIIMOHHBIX ~ O0pa30BaTENBHBIX TEXHOJIOTMH MOTYT OBITh  HCIOJIB30BaHBI  CJIEIYIOIINE
o0pa3oBaTeNnbHbIE TEXHOJIOTHH:

— BUJICO-JICKIIUH;

— OHJIAH-JIEKIIMU B PEKUME PEATBHOTO BPEMEHU;

— DJICKTPOHHBIC YICOHUKH, yueOHbIE TOCOOHSI, HAyYHBIC U3aHUS B SJIEKTPOHHOM BHUJE M JOCTYI
K MUHBIM 3JIEKTPOHHBIM 00pa30BaTelIbHBIM pecypcam;

— CHCTEMBI 1T SJIEKTPOHHOTO TECTUPOBAHUS,

— KOHCYJIbTallM! C UCIOJIb30BAHUEM TEJIEKOMMYHUKALIMOHHBIX CPEICTB.

5. OueHka NJIAaHNPYeMBbIX pPe3yJbTATOB 00y4eHUsl

5.1 Cucrema oneHuBaHus

Texymuid KOHTPOJIh OCYIIECTBISIETCS B BHJIE OICHOK KOHTPOJBHOW pa0bOThI M BBHIMOJTHEHUS
3a/IaHA Ha TPAKTHYECKUX 3aHATHUAX. KOHTponpHas paboTa MPOBOJUTCS HA MEPBOM MPAKTUUYECKOM
3aHSTUH, BBISBIISIET TOTOBHOCTH CTYJEHTOB K MpaKTHUECKON paboTe u oreHuBaetrcs a0 20 Gamios.
MakcumanbHasi OIIeHKa BBITTOJTHEHUS KK0TO TIPAKTHIECKOTO 3aHsATHs — 10 0amios.

[TpoMeXyTOUHBI KOHTPOJb 3HAHUNA MPOBOIUTCS B (hOpME MTOTOBOW KOHTPOJIBHOW pPabOTHI,
BKJTIOYAIOIIEH TEOPETHYECKHE BOIPOCHl M MPAKTUYECKOE 3a/laHue, u oneHuBaeTcs 1o 40 Oamios. B
pe3yabpTaTe TEKYIIEro U MPOMEXYyTOUYHOTO KOHTPOJISl 3HAHUHM CTYJIEHTHI MOJIY4YaloT 3a4eT 10 KypCy».
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®opma KOHTpPOJIs, 2 CEMECTP

Makc. xommue

CTBO OAJJIOB

3a ogny padoty| Bcero
Tekyumuii KOHTPOJIb:
- OTIpoC 5 GamioB 20 6amioB
-pedepar 20 GamtoB 20 6amioB
- KOHTpOJIbHAs padoTa 20 6amnoB 20 GayoB
[TpomeskyTouHas arTecTanus (3a4eT) 40 GamioB
Htoro 3a ceMecTp (AUCLMILIUHY ) 100 6amnoB

®dopma KOHTPOIIs, 3 CEMECTP

Makc. xommue

CTBO OaJUIOB

3a ogny padoty| Bcero
Texymuii KOHTPOJIb:
- oIpocC 5 6ayoB 20 6ayoB
-pedepar 20 6amtoB 20 6amioB
- KOHTpoJIbHas paboTa 20 6amioB 20 GaymoB
[TpomexyTounas arrectanus (3K3aMeH) 40 6ayoB
Htoro 3a cemecTp (AUCHUILIUHY ) 100 6amnoB

[Toy4yeHHBIH COBOKYIHBII pe3ylbTaT KOHBEPTHPYETCSI B TPAUIIHOHHYO IIIKATY OL[EHOK U B IIKAITY
olieHOK EBpomneiickoii ciucteMbl epeHoca u Hakoruienus kpeautos (European Credit Transfer System;
nanee — ECTS) B cOOTBETCTBHH C TaOIHIICH:

100-6annpHas mikana | TpaauiimoHHAs HIKajIa Ixana ECTS
95 -100 A

83904 OTJIMYHO B

68 — 82 XOpOLIO 3aUTEHO C

56 — 67 D

5055 YAOBIETBOPUTEIHHO E

20 - 49 FX

0_19 HEYJIOBJICTBOPUTEIHHO HE 3a4YTEHO =

5.2.KpI/ITepI/II/I BBICTAaBJICHUA OLICHKHU 110 JUCIHHMITIIMHC

Banasl/ Ounenka mo Kpurtepun oneHkn pe3yibTaToB 00y4eHus 10
Hlkana AUCHMITHHE AUCHHIIHHE

ECTS

100-83/ BricraBisiercs o0yuaromemMycs, €ciii OH IITyOOKO U
A,B «3a4TEHO» MIPOYHO YCBOMJI TEOPETUUYECKUN U MPAKTUYECKUI

MaTrepua, MOXET IIPOAEMOHCTPUPOBAT 3TO Ha 3aHATUAX
U B XOJI€ IPOMEKYTOYHON aTTECTALUN.

OOyuaronuiicss HCUEPIBIBAIOIIE U JJOTHYECKH CTPOHHO
n3JIaraeT yuyeOHbI MaTepuall, yMeeT yBs3bIBaTh TEOPHUIO C
IIPAaKTHUKOM, CIIPABIIIECTCA C PEIICHUEM 3azad
po¢eCCHOHATILHON HANPABIEHHOCTH BBICOKOTO YPOBHS
CJIO’KHOCTH, NPABHJILHO 00OCHOBBIBACT MIPUHSATHIC




16

Banael/
HIxkaJnaa
ECTS

OneHka mo
JUCHUILIMHE

KpuTtepun oneHkn pe3yibTaToB 00y4eHus 1O
AUCHMILIAHE

peLICHHS.
CB000IHO OpUEHTHPYETCS B YUeOHOH 1
npodeccHOHaIBHOMN JTUTEpaType.

OneHka no JUCIHUILIMHE BBICTABISIOTCS 00ydaromeMycs ¢
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUu.

Komrniereniuu, 3aKkperi€éHabie 3a AUCUUILUIMHOM,
c(hOpMHUPOBAHbI HA YPOBHE — «BBICOKUIIY.

82-68/

«3a4YTCHO»

BeicraBnsercs o0yuaromemMycs, €ClId OH 3HAeT
TEOPETUYECKUM U IPAKTUYECKUIA MaTepHall, IPaMOTHO U
I10 CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSAX U B XOJE
IIPOMEXYTOYHOH aTTeCcTaluu, He JOIyCKas
CYILIECTBEHHBIX HETOYHOCTEN.

OOyuaromuiics NpaBUIbHO NPUMEHSAET TEOPETUUECKUE
IIOJIOYKEHUS [IPU PELICHUH TPAKTHYECKUX 3a1a4
npo¢ecCHOHAILHON HANIPABIEHHOCTH Pa3HOI'0 YPOBHS
CJI0KHOCTH, BJIaJIEET HEOOXOIUMBIMHU ISl 3TOTO
HAaBBIKaMU U NIpUEMaMHU.

JlocTaTOYHO XOpOILIO OPUEHTUPYETCS B yUeOHOU U
npo¢ecCHOHATILHOM JIUTepaType.

OneHka o JUCLUIUIMHE BBICTABIIIOTCS 00YYArOIEMYCs C
y4E€TOM PE3YJBTATOB TEKYILEH U IPOMEKYTOUHOU
aTTECTALlUN.

Komnerenum, 3akpeni€HHble 3a AUCUUTIIMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «XOPOIIHIiY.

67-50/
D,E

«3a4YTCHO»

BricTaBisiercs o0yyaromemMycs, €cii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUN U ITPAKTUUECKHUI MaTepuall,
JIOMyCKAeT OTAEIbHbIE OIIMOKY MPH €ro U3JI0KEHUU Ha
3aHATHUAX U B XOJ€ IPOMEKYTOYHOM aTTECTALMH.
OOyuaromuiicss UCTIBITHIBACT ONpeIeIEHHbIE 3aTPyAHEHUS
B IPUMEHEHHUH TEOPETUYECKUX ITOJI0KEHHUN IPU PEIICHUH
MPAKTUYECKHX 3a/1a4 MPO(hecCHOHATbHOM
HaIIpaBJIEHHOCTH CTAHJAAPTHOTO YPOBHS CI0KHOCTH,
BJIaJIe€T HEOOXOAUMBIMHU JJIsl 3TOT0 0a30BBIMU HABBIKAMH
U IPUEMAMH.

JIeMOHCTpHUpPYET 10CTaTOYHBIN YPOBEHB 3HAHUS yUeOHOI
JIUTEPaTyphl 0 JUCHUILIMHE.

OreHka 1Mo JUCHHUIUIMHE BBICTABIISIOTCS 00YYaI0MEMYCs C
Y4ETOM pE3yabTAaTOB TEKYLIEH U MPOMEKYTOUHOMN
aTTeCTaluu.

Komniereniuu, 3akpena€éHabie 3a JUCIUTLUIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «JIOCTATOUHBINY.

49-0/
F,FX

HEC 3a4TCHO

BricTaBnsierca oOy4daromiemMycsi, €Ciii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUYECKHI U MPAKTUIECKUI
Marepua, TOMyCKaeT Ipyoble OMMOKHU TIPH €To
W3JI0’KEHUU Ha 3aHATHAX U B XOJ€ IPOMEKYTOUHON
aTTecTaluu.

OOyuaronuiics UCTIBITHIBACT CEPbE3HBIC 3aTPYAHEHUS B
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Banael/
HIxkaJnaa
ECTS

OneHka mo
JUCHUILIMHE

KpuTtepun oneHkn pe3yibTaToB 00y4eHus 1O
AUCHMILIAHE

IPUMEHEHUH TEOPETUYECKUX MOJIOKEHUH TPU peLIeHUN
MPAKTUYECKHX 33124 MPO(heCcCHOHATEHON
HaIpaBJICHHOCTU CTaHAAPTHOI'O YPOBHS CIOXKHOCTH, HE
BJIaJI€eT HEOOXOAUMBIMU JJISl 3TOTO HABBIKAMU U
MPpUEMAMHU.

JleMoHCTpHpYET (pparMeHTapHbIe 3HAHUS YIeOHOMH
JUTEPaTyphbl 10 JUCLUIUIMHE.

OreHka 1o JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMycs C
y4€TOM pe3yJIbTaTOB TEKYIIeH U MPOMEXKYTOUHON
aTTeCTAllHH.

KomnereHuu Ha ypOBHE «10CTaTOUHBINY, 3aKpEINIEHHbIE
3a AMCUMUIUIMHOW, HE CHOPMHUPOBAHBI.

5.3. OuenouHble cpeacTBa (MaTepPHAJIbI) JAJIsl TEKYILIET0 KOHTPOJIS yCIIeBaeMOCTH,
NPOMEKYTOUYHOH aTTeCTAUMU 00y4AIOIIHUXCS N0 TUCHUIIHHE

[IepeueHs BOMPOCOB K KOHTPOJILHOMN paboTe 1mo Teme 2.

1. Yewm 3aHuMaeTcs Hay4yHasi JUCLUILUIMHA JOKYMEHTOBeIeHHE?

2. C kakuMu HayYHBIMU JUCLUUIIMHAMH CBSI3aHO IOKYMEHTOBEACHHE?

3. Ha3zoBwuTe 3aKk0HOAATEIbHBIE aKThI, PETYIHPYIONINE BOIPOCH! TOKYMEHTHPOBAHUSI.

4. Tlepeuncnute HOPMaTUBHBIE IPABOBBIC AKThI, PETYIUPYIOIINE BOMPOCHI
JIOKYMEHTHUPOBAHHUSL.

5. Z[aﬁTe XapPaKTCPUCTUKY HOPMATUBHO-MCTOANYCCKUM JOKYMCHTAM 11O ACJIOIPOU3BOACTBY.

6. HasoBute YYCHBIX, UCCIICAYIOIUX BOIMPOCHI JOKYMCHTOBCIACHUA.

[TepeueHp BOpPOCOB K KOHTPOJIbHOU paboTe 1o Teme 4.
. Kakue BbI 3HaeTe criocoObl JOKYMEHTUPOBAHUS?

1
2
3
4
5

IIPEUMYIIIECTBA U HETOCTATKH.

. Ilepeuncnure 3Tansbl pa3BUTHS TEKCTOBOTIO JOKYMEHTHPOBAHUS, CPABHUTE UX MEXY COOOM.

. Pacckaxute 06 0COOEHHOCTAX TEXHUYECKOTO TOKYMEHTHPOBAHHUS.
. B uem 3akmrouarorcst 0coO€HHOCTH KUHO, (POTO ¥ (POHOIOKYMEHTUPOBAHUS?
. CpaBHUTE U3BECTHBIE BaM CIIOCOOBI TOKYMEHTHPOBAHUS MKy COOO0M, HA30BUTE UX

6. JlaiiTe xapakTepuCTHKY MaTepHaIbHBIM HOCUTEISIM HH(GOPMAIMK U CPABHUTE X MEKIY

co001i.

IIpumepsl 0JMI-KOHTPOJIBLHBIX padoT M0 TeMe 6
Kakue oOpamenusi 0b1JIM1 NPUHATHI B KOHKPETHBINH HCTOPUYECKUH nepuoa?

XIX Bek

Cogetckuii neproj

90-e roxsr XX Beka

CoBpeMeHHOCTh

(poBecTH CTPENKU)

TOBapUILy
WBany MBanoBuuy
MusiocTuBOMY rocyaapro

TOCIIOAUHY
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Kakumu uToroBbiMu (ppazamMu 3aKaHYMBAJIOCH CIIyKeOHOEe MUCbMO B KOHKPETHbII

HcTopuyeckuii nepuon?
(TIpoBeCTH CTPEIIKH)

XVI, XVII Beka C rIy0OoUYalIMM MOYTEHHUEM

XIX Bek C YBaXKECHHUEM

CoBerckuii nepruosa C KOMMYHUCTHYECKUM IIPUBETOM
CoBpeMEHHOCTh [Mape rocynapb, CMHIIyHCS, TIOKAITYH

[IepeueHr BOpPOCOB K UTOTOBOM KOHTPOJIbHOU paboTe Ne 1
1. JIOKyMEeHT U ero MEeCTO B CUCTEME YIPaBIICHHS.
2. 3aKkoHOJATeNbHbIC TPABOBBIC aKTHI, pEriaMEHTUPYIOIINE CO3/IaHue U ohopMiteHne

AOKYMCHTOB.

3. HopMaTnBHO-METOAMYECKUE AKTHI, OTPEACISIIOIINE MTOPAOK CO3AAHUS U 0(OPMIICHUS

AOKYMCHTOB.

4. JlokyMEeHTOBE/ICHHE KaK HayyHasi TUCIHUIUTMHA U €€ CBSI3b C IPYTUMHU HAYYHBIMH
JTUCLUIUIMHAMM.

5. TlonsiTre «uHOPMAIHS U €r0 pa3BUTHE.

6. IloHsATHE «IOKyMEHT» U €r0 pa3BUTHE.

7. CBs3b nH(pOpPMAIMY U TOKYMEHTA.

8. OOuue u yacTHble PYHKIUH JOKYMEHTA.

9. CniocoObl TOKYMEHTHPOBAHUS M UX Pa3BUTHE.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

TekcToBOE JOKYMEHTHUPOBAHUE U ITAIlbI €M0 Pa3BUTHS.

[Tukrorpammel. [IpuMeHeHre TUKTOrpaguuecKoro NuchMa Cero IHs.
Jlororpammsl. Mcnionb3oBaHue J0rorpaMm CEroHs.

TexHuyeckoe JOKYMEHTUPOBaHKE. BUbl KOMIUIEKCOB TEXHUUECKOHN TOKYMEHTAIIUH.
doronokymeHTrpoBanue. [losBienne, pa3BuTue, NpUMEHEHHE.
Kunonoxymenrtuposanue. [lossnenue, passutue. Buneozanucs.
doHonokyMeHTHpoBaHue. [losBieHne, pa3BuTue, IpUMEHEHHE.
Marepuan s JOKyMeHTUpOBaHus. Ero pa3surue.

[Hopnuuanky 1 xonuu. Bunasl konui. 11opanok ya0cTOBEpEeHUN KOIIHMN.
dopmynsap nokymenTa. Tunosoit popmyssip, popmyisap-oOpaszer.
PazButue popmyisapa nokymenrta B XVI-XVII BB.

®opmynsp nokymenta XVIII B.

dopmynsip TeKCTOBOTO ToKymMeHTa XIX- Hagana XX BB.

OO0pa3ubl TecTOB MO Teme 7

Bormpoc 1

Buza odunmanbHOro J0OKyMEHTA 3TO:

A) PEKBU3HT JIOKyMEHTA, BEIPKAOIIII COTIIACHE FITH HECOTJIACHS TOJDKHOCTHOTO JIMIIA C
coJiep>KaHueM JTIOKyMeHTa

B) HaaIrCh Ha JOKYMCHTE, CACIaHHAA JOJIPKHOCTHBIM JIMIIOM M COACpKallasa MPUHATOC UM

perieHue

B) moanucanue 10KyMEeHTa €ro COCTaBUTEIIEM

Bomnpoc 2
Bussl npocrasisroTes:
A) pabOTHUKOM, TT€YaTaBIIAM JOKYMEHT
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b) paboTHruKamu cBOEH opraHU3aN
B) pabGoTHuKamMu IpyTrux opraHu3anuit

Bompoc 3

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

0) BU3a COTJIACOBAHUS T') PE30JIIOIHS

Bomnpoc 4

OO0muii 6J1aHK JOKYMEHTA BKITIOYACT B Ce0s CIICTYIOIINE PEKBU3HUTHI:

A) n300paxkenue repoa, sMOJIEMBI, MECTO JIJIsl pa3MEIleHHUs Ha3BaHUS BUA JOKYMEHTa, MECTO
AJIg JaThl U HOMEpa NOKYMEHTA, MCCTO COCTABJICHUA

b) m3o0paxenue repba, sMOJIEMbl, HAMMEHOBAHUE OPTaHU3AIMU aBTOPA, MECTO ISt
pasMCIICHUA Ha3BaHWA BUAAd JOKYMEHTA, MECTO IJId AJaTbl U HOMEpa NOKYMCHTA, MECTO COCTABJICHUA

B) u3o0paxenue repba, SMOJIeMbl, HAUMECHOBAaHUE OPTaHU3AIUU aBTOPA, MECTO ISt
pasMCIICHUA Ha3BaHWA BUAa JOKYMCHTA, CIIPABOYHBIC JAHHBIC 00 opraHus3anuvu, MCCTO IJIA JAaThl U
HOMeEpa JOKYMEHTa, MECTO COCTaBJICHUS

Bompoc 5

Kakue u3 nmepeqncieHHbIX TOKyMEHTOB TPEOYIOT YTBEPIKICHUS ?
A) ycraB b) mtatHoe pacniucanue B) npukassl

I') noxnaauspie 3anucku Jl) JOMKHOCTHBIE HHCTPYKIIUU

Bompoc 6

TunoBoii popMyJsip IpUKa3a COAEPKUT CIETYIONINE PEKBUZUTHI:

A) rep6 (3m0aemMy), HAMMEHOBaHUE OPTaHU3AIMM-aBTOPa, CIIPABOYHBIE IaHHbIE 00
OpraHu3aly, HaMMEHOBAaHUE BU/IA IOKYMEHTA — IIPUKa3, 1aTy, HOMEpP, MECTO COCTaBJICHNUS,
3aroJOBOK K TEKCTY, TEKCT, TOJIMTUCH, BU3bI COTIIACOBAHMUS

b) rep6 (s3m0nemy), HauMEeHOBaHHE OpraHU3alMU-aBTOpa, HAaMMEHOBAaHUE BU/IA TOKYMEHTA —
MpHKas3, 1aTy, HOMEpP, MECTO COCTABIICHHS, 3aTOJIOBOK K TEKCTY, TEKCT, TIOJIIMCh, BU3bI COTIIACOBAHUS

B) rep6 (sm01emy), HauMEHOBaHHME OpraHU3allMU-aBTOpa, HAaMMEHOBAaHUE BU/IA TOKYMEHTA —
MpHKa3, 1aTy, HOMEpP, MECTO COCTABIICHHSI, 3aTOJIOBOK K TEKCTY, TEKCT, OJIIHCh, TIeYaTh, BU3bI
COI'JIACOBAaHUS

Bormpoc 7

B ympaBneH4eckoil mpakTHKe MPUMEHSIOT CJICTYIONINE BUIbI OJTAHKOB:
A) 6naHK UchMa

b) 6:1aHK KOHKPETHOTO BHIa TOKYMEHTA

B) o6mmii 61ank

M) 6nank puznueckoro auia

Bomnpoc 8

JIOKyMEHTHPOBAaHHE ITO:

A) nporiecc IBUKEHUS IOKYMEHTOB B OpraHU3aluu

B) 3anuch nHpopmManmy Ha pa3InYHBIX HOCUTENSAX MO0 YCTAaHOBJICHHBIM ITPaBUIIaM
B) coznanue noxymeHTOB

') paboTa ¢ 1oKyMeHTaMH

Bormpoc 9
K opranuzaimoHHBIM TOKyMEHTaM OTHOCSTCS:
A) ycraBbl 0) mpaBWiIa  B) aKThl T) MPUKA3bl ) HHCTPYKLUHU
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Bompoc 10

['epOoBOIl meuaTho (IIEUaTHI0 OpPraHU3aL1H) 3aBEPSIOT:

A) rapaHTHifHBIC TTHChMA 0) MPOTOKOJIBI 3aCEIaHUNA  B) TIPHKA3BI
I') noroBopsl 1) Tpy10BbIE KHUKKH

Bompoc 11

dopmyIap 10KyMEHTa 3TO:

A) Habop pexkBU3UTOB OPHUIMATHHOTO MUCEMEHHOTO IOKYMEHTA, PACIIOJI0KEHHBIX B
OIIpeJIeIEHHON M0CIe10BATEIbHOCTH

B) nopsiiox 06paboTKu TOKyMEHTOB

B) MuUHHUMaNBHBIN 351eMEHT 0POPMIICHUS JOKyMEHTa

Bomnpoc 12

WudopmannoHHO-CIIPaBOYHBII JOKYMEHT 3TO:

a) a) JlokymeHT, coaeprkariuii HHGOPMAIHIO O PaKTHIESCKOM TOJI0KEHHUHU e, KOTOPbI
CITy’)KUT OCHOBAaHUEM ISl IPUHATHUS PEIICHUH

b) 6) JlokyMeHT, OpraHU3yIOLIH PadOTy YUPESIKIACHHSI

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

d) r) JoxkymeHT, GUKCHPYIOIINI IESTEIBHOCTh KOJUICTHATBHOTO OpraHa

Bomnpoc 13

bnank ¢ nzo0paxxeHnueM rocynapcrBeHHoro repda Poccuiickoit @enepauuu MOTyT UMETh:

a) JIroOast opranu3anus, 3aperucTpupoBaHHas Ha TeppuTopuun Poccuiickori deneparuu

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

B) YupexJeHMs M OpraHu3anuu, yka3zaHHble B KoHcTuTynmoHHoM 3akoHe «O repOe
Poccuiickoit deneparum»

r) YupexxaeHus 1 opranusanuu, ykazanuele B Konctutynuu PO

Bormpoc 14

K pexBu3nTaM, NpUAAIOIIUM JOKYMEHTY IOPUANYECKYIO 3HAYMMOCTb OTHOCSITCS -

a) repd PO

b) otmeTka o mocTymieHnH JOKyMeHTa

B) NOJIMHCH

I') aBTOp JIOKYMEHTa

ITepeyennb BONpoCcoOB K KOHTPOJIbLHON padoTe 1o Teme 9

1. Yro takoe yHUHUKAIMS JOKYMEHTOB?

2. JlaiiTe ompeneneHne CUCTEME JOKYMEHTAIIU!

3. Uto Takoe yHU(UIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIUH, HA30BUTE UX.

4. Kaxue BUbI JOKYMEHTOB BXOJIAT B COCTaB YHU(PHUIIMPOBAHHOMN CHCTEMBI OpraHNU3allMOHHO-
pacnopsAUTEIbHON JOKYMEHTALMH.

[Tepeuenp BOIPOCOB K UTOTOBOI KOHTPOJIbHON paboTe Ne 2

1 TloHATHS «YHUDHUKAIMSI» U «CTAaHAAPTH3AMUT» TOKYMEHTOB.

2 PasButhe yHHU(UKAIIUU U CTaHAApTU3alKUU JOKYMeHTOB Bo |l monoBune XX B.

3 T'OCT P 7.0.97-2016. Ero coneprxanue, 3Ha4CHHE.

4 TpeOoBaHUS K KOHCTPYHPOBaHUIO OJaHKOB. Bupl OnankoB. bnanku npeanpustuii
pazIuYHBIX (HOPM COOCTBEHHOCTH.

5 PekBU3UT «HaMMEHOBaHHUE OpraHU3alMU-aBTOPa TOKYMEHTa», TpEOOBAaHUS K HEMY.

6 PekBU3UT «clipaBOYHBIE JaHHBIE 00 OPraHU3AIMU-aBTOPE JOKYMEHTA», €ro COCTaB.

7 PekBU3UT «agpecary, ero 3HaUeHUE U COBPEMEHHBIE TpeOOBaHUs K 0(OPMIICHHIO.

8 Matel. TpeboBanus K ux opopMIICHHUIO; 1aTa KaK COCTaBHAS YacTh APYTHX PEKBU3UTOB.

9 PekBU3UT «PETUCTPANMOHHBIA HOMEP TOKYMEHTay, €ro 3HAUCHHUE.
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10 PexBU3UT «CCbUIKA HA PETUCTPALIMOHHBIA HOMED U 1aTy JOKYMEHTa», KOTrJa U IJie OH
MIPOCTABIISETCS.

11 ITopsaok corinacoBaHus JOKYMEHTOB U O(OPMJICHHSI BHYTPEHHETO U BHELTHETO
COTJIACOBAHUS

12 TTopsnok yTBepKI€HHUsSI JOKYMEHTOB, BUJIbl YTBEPKICHHUS.

13 ITopsaok nmoAnucaHus JOKYMEHTOB.

14 Tleyatp Kak peKBU3UT JOKyMeHTa. Ha Kakux JOKyMeHTaxX mpocTaBisieTcs repOooBas nevars.

15 CocraB ynpocToBepeHus J0KyMeHTOB. [IpaBuia opopmiieHHs] peKBU3UTOB,
YI0CTOBEPSAIOLINX JOKYMEHT.

16 OTMeTKH Ha TOKYMEHTE, NX 3HaYCHHE U OOPMIICHHUE.

17 Pe3omronust. E€ 3nauenue. TpeGoBaHus, NpeabsABIsieMble K PE3OIOLIH.

18 PexBU3HUT «OTMETKA 00 UCIIOIHUTEIEY, EF0 3HAUECHHUE.

19 PexBu3uThl, Npuaaronve J0KyMEHTY IOPUANYECKYIO 3HAYUMOCTb.

20 Yauukanus Tekcta J0KyMeHTa.

21 TpadapeTHbie TeKCThI. MeToarKa pa3padoTKH.

22 CniocoOBlI mpecTaBIeHUs YHU(PUIMPOBAHHBIX TEKCTOB (aHKETHI, TaOIHIIBI, TpadapeTHbIE
TEKCTHI).

23 O6mue TpeOoBaHMs K TEKCTY JOKYMEHTA.

24 Anroput™ NOATrOTOBKHU JIOKYMEHTA.

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

26 JInHrBUCTUYECKHE OCOOEHHOCTH TEKCTOB CITYKEOHBIX TOKYMEHTOB.

27 IloHsITHE «CHCTEMBI IOKyMEHTAIHN», PA3BUTHE CHCTEM.

28 IlonsTHe «yHU(PUIUPOBAHHBIE CUCTEMBI JOKYMEHTALII.

29 Haznauenwue, onpenenenue u coctad Y COP/I.

30 TpeboBaHMsI K COCTABICHUIO U O(POPMIIEHNIO OPraHU3AIMOHHBIX JOKYMEHTOB.

31 TpeGoBaHMsI K COCTABICHHUIO U O(DOPMIICHHIO PACTIOPSAUTENBHBIX JTOKYMEHTOB.

32 TpeboBaHMs K COCTABICHUIO U O(POPMIICHHIO TPUKA30B.

33 TpeboBaHMsI K COCTaBICHHUIO U 0POPMIICHHIO OOBSICHUTENBHBIX M JOKJIAIHBIX 3aITHCOK
(BHEUIHMX M BHYTPEHHHUX).

34 TpeboBaHMsI K COCTAaBICHHIO U 0()OPMIICHHIO CIIPABOK (BUIBI CIIPABOK, CIIPABKH BHEIIHUE
BHYTPEHHUE).

35 TpeboBaHMsI K COCTABICHHUIO U 0O(POPMIICHHIO aKTa.

36 TpeboBaHMsI K COCTABICHUIO U O()OPMIICHHUIO CITyK€OHOTO NMHchMa. Pa3HOBUIHOCTH MHCEM.

37 TpeboBaHMsI K COCTABICHHUIO U O(POPMIICHHIO TEIIETPAMM.

38 Ocobennoctu popmyIsipa TeaePOHOTPAMMBI.

39 AnropuT™ OATOTOBKH U IPOBEICHHSI COBENaHus. JJOKyMEHTBI, CO3/TaBaeMbIe B ITPOIECCe
MOJITOTOBKH COBELIAHUS.

40 TpeOoBaHUS K COCTABICHUIO U O(DOPMIICHUIO TIPOTOKOJIA.

41 IToHsATHE KOMIUIEKCOB IOKyMEHTOB. [lepBUUHbIE KOMIUIEKCHI TEKCTOBBIX TOKYMEHTOB.

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

43 CnoxHble KOMIUIEKCHI. BeZJOMCTBEHHbIE apXUBBI.

44 Cnoxnble KOMIUTEKCHI. ['ocynapcTBeHHbIe apXuBBl. CeTh TOCYIapCTBEHHBIX aPXUBOB.

45 TToHATHUS «IEHHOCTh JOKYMEHTa», «3KCIIEPTU3a IIEHHOCTH». BO3HUKHOBEHNE, pa3BUTHE
IKCIIEPTH3HI.

46 [TpuHIUIBI, KPUTEPUH SKCIEPTU3bI IEHHOCTH JOKYMEHTOB.

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

o Ilepeuens 6onpocos 01 NOO20MOBKU K IK3AMEHY no oucyuniune “Jlokymenmosedenue”
1. JIOKyMEHT M €ro MeCTO B CHCTEME YIPaBJICHUSI.
2. 3aKOHBI M MHbIE HOPMATHUBHEIE MPABOBBIC AKTHI, PErIAMEHTHPYIONINE CO3aHIe U 0(hOpMIICHHE
JTOKYMEHTOB.



©oo~No O,

25.

26.

217.

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

35.
36.
37.

38.
39.

40.
41.
42.
43.
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HopmatuBHO-MeTOMUECKUE TOKYMEHTBI, OIPEENAIONINE TOPSI0K CO3JaHus U 0(hOPMIIEHUS
JIOKYMEHTOB.

JlokyMeHTOBeIeHUE KaK Hay4Hasi IUCLUILIMHA U €€ CBS3b C IPYTMMHU HayYHBIMU
JUCLUILIMHAMM.

[TonsTHE «MHPOPMALIUA» U €0 Pa3BUTHE.

[ToHsiTHE «IOKYMEHT» U €T0 Pa3BUTHE.

CBs13b HH(OpPMALMK U TOKYMEHTA.

OO0ume 1 yacTHbIE (PYHKIIUU TOKYMEHTA.

Crioco0Obl TOKYMEHTUPOBAaHUS U UX Pa3BUTHE.

. TekcToBOE TOKYMEHTUPOBAHME U ATAIbI €70 PA3BUTHSL.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,

[TukTorpammsl. [IpumeHenne NUKTOrpaguuecKkoro NucbMa CeroiHs.

Jlororpammsl. Mcrionb3oBaHue J10rorpaMM CEroIHs.

TexHnYeckoe JOKYMEHTUPOBAaHKE. BHUIbI KOMIIIIEKCOB TEXHUYECKON JOKYMEHTALIMH.
®oronokymeHnTupoBanue. [losBiaenue, pa3Butue, NpUMEHEHUE.
Kunonoxkymentuposanue. [losiBnenue, pazBurue, IpUMEHEHUE.
®oHonokyMeHTHpoBaHue. [losBiaeHue, pa3BuTue, IpUMEHEHHE.

Marepuan it fokymeHTHpoBanus. Ero pa3sutue.

ITomymaaMKY 1 Konuu. Bunbl konui. 11opAnok ya0cTOBEpEeHUI KOIUI.

dopmysap nokymeHTa. Tunosoii popmyisip, hopmyssip-oopaszer.

Passurtue gpopmymnsapa noxkymenta B XVI-XVII Bs.

®opmynsip nokymenta XVIII B.

dopmyIsip TeKCToBOro gokyMmeHnTa X1 X- nagana XX BB.

[TonsATHs «yHU(DUKALUA» U «CTAHIAPTU3ALUI) JOKYMEHTOB.

I'OCT P 7.0.97-2016. Ero coxep:kanue, 3HaYCHUE U BO3MOXHOCTH HCIIOIH30BAHUS B
COBPEMEHHBIX OpraHU3aLMIX.

IIpaBuna 1emonpon3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OPraHax MECTHOTO
caMoyIipaBiieHus (CoepKaHue, 3HaUCHHE U BO3MOXKHOCTH HCIIOIb30BaHHS).
MeTtonnyeckue pekoMeHAAlNU 10 pa3paboTKe HHCTPYKIUH MO AeJIONPOU3BOJCTBY B B
roCyIapCTBEHHBIX OpPraHax, OpraHax MECTHOTO CaMOYITIpaBlIeHUs (CoaepKaHue, 3HaUCHHUE U
BO3MOYKHOCTH MCIIOJIb30BaHUS).

ITpumepHas HHCTPYKLMS IO JEJIONPOU3BOICTBY B FOCYIapCTBEHHBIX opranu3anusax 2018 r.
(coneprkanue, 3HAYCHUE U BO3MOKHOCTH MCIIOIB30BAHMS).

CocraB pexkBu3uTOB O6saHKOB. Knaccugukarus 01aHKOB.

PexBu3uT «HavMeHOBaHUE OpPraHU3alMU-aBTOpa JOKYMEHTa», TPeOOBAHUS K HEMY.
PexBU3UT «cIIpaBOYHbIE JaHHbIE 00 OPraHU3aMU-aBTOPE JOKYMEHTa», €ro COCTaB.
PexBu3uT «agpecaty, ero 3HayeHUE U COBPEMEHHbIE TpeOOBaHU K 0(OPMIIEHHIO.

Hatel. TpeboBanus kK UX 0()OPMIIEHHIO; 1aTa KaK COCTaBHAsl 4aCTh IPYTMX PEKBU3HUTOB.
PeKkBU3UT «perucTpaiiOHHbBIN HOMEp JOKYMEHTa», €ro 3Ha4eHHE.

PexBu3uT «ccbuika Ha pErMCTPallMOHHBIA HOMEP U JaTy JOKYMEHTa», KOIJ1a U Ii€ OH
IIPOCTABJISIETCSL.

[Topsimok cornacoBaHus TOKYMEHTOB U O(h)OpMIICHHUSI BHYTPEHHETO U BHEIIHETO COTJIaCOBAaHUS
[Topsimok yTBepK/IeHUS! JOKYMEHTOB, BUJIbI YTBEPKACHHUSL.

[Topsimok moanucaHus TOKYMEHTOB. DJIEKTPOHHas! MOANUCh. OTMeTKa 00 37IeKTPOHHOM
MOITHCH.

[TeyaTp kak pekBU3UT NOKyMeHTa. Ha KakuX JOKyMeHTaX MPOCTaBIsAETCs] OTTUCK IIE€YaTH.
CocraB ynocroBepeHus JoKyMeHTOB. [IpaBuia odopMieHUs] peKBU3UTOB, YA0CTOBEPSAIOIIUI
JOKYMEHT.

OTMeTKH Ha TJOKYMEHTE, UX 3HaueHue U opopMiIeHue.

Pesomonus. E€ 3nauenue. TpeboBanus, npeabsBisieMble K PE30IOLUH.

PexBU3UT «0TMETKA 00 HCIIOIIHUTEINEY, €T0 3HAUCHHUE.

PexBu3nThl, npuaaromme 10KyMEHTY IOPUANYECKYIO 3HAUMMOCTb.
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44, Yaundukamus Tekcta qokymeHTa. CriocoObl peicTaBieHns YHU(DHUITMPOBAHHBIX TEKCTOB
(anKeThI, TAOMUIBI, TpadapETHBIC TEKCTHI).

45. O6mue TpeOboBaHMS K TEKCTaM YIIPaBICHYECKUX JOKYMEHTOB.

46. AITOpUTM MTOATOTOBKH JJOKYMEHTA PaCIOPSTUTEIIEHOTO JOKYMEHTA.

47. DneMeHTHI TEKCTA: 3ar0J0BOK, IPUIIOKEHUS, TPEOOBAHUS K HUM.

48. TToHsATHE «CUCTEMBI JOKYMEHTAIINIY, PAa3BUTHE CUCTEM JOKyMeHTanwn. [loHsTHE
«yHU(UIIPOBAHHBIE CUCTEMBI JJOKYMeHTauuy. HazHaueHue, onpeesnenre U cocTan
YHUPHUIMPOBAHHON CHCTEMBI OpPTraHU3AIMOHHO-PACTIOPSIINTEILHON JOKYMEHTAIIHH.

49. TpeboBaHUs K COCTABICHUIO M O(POPMIICHUIO OPTraHU3aI[MOHHBIX JOKYMEHTOB (ITOJIOXKEHHUE,
yCTaB, HHCTPYKIIUS, PETIIAMEHT, IITaTHOE PACIHCAHUE).

50. TpeboBaHMs K COCTaBICHUIO U O()OPMIICHHUIO PACTIOPSAIUTEIBHBIX JOKYMEHTOB (ITPUKa3,
pacropsbKeHue, peleHue, oCTaHOBJICHUE, IPOTOKOM).

51. TpeboBaHMs K COCTaBICHUIO U O(DOPMIICHHIO OOBSICHUTEIIbHBIX, IOKJIAIHBIX U CITYKEOHBIX
3aITUCOK.

52. TpeboBaHHs K COCTABIEHUIO U O()OPMIIEHHUIO CIIPABOK (BU/IBI CIIPABOK).

53. TpeboBaHMs K COCTABICHUIO U O()OPMIICHHIO aKTOB.

54. TpebGoBaHMsI K COCTaBICHHIO B 0(OpMIICHHIO ciTy:keOHoro nuchMa. Knaccuduxarus
CITY>KEOHBIX TTHUCEM.

55. AropuT™ NOJATOTOBKY U MPOBEACHUS COBeIIanus. JlIOKyMeHTBI, CO3/1aBaeMbIe B IpoIiecce
MOJITOTOBKH COBELIAHUS.

56. TpeboBaHMs K COCTaBICHUIO U 0()OPMIICHHUIO TIPOTOKOJIA.

57. [ToHsITHE KOMITJICKCOB JIOKYMEHTOB. [IepBHYHBIC KOMITJICKCHI TEKCTOBBIX JOKYMEHTOB.

58. CnosxHble KOMITJIEKCHI TOKYMEHTOB. [IOHATHS «1OKyMEHTaNbHBIN (GOHI U «apXUBHBIN QOHI.
Nx paznuuue.

59. Homenknarypa sien.

60. [Tpu3Haku 3aBeeHUS JCIT.

6. YueOHo-MeToquYecKoe U HHGOPMALMOHHOE 0O0ecTedeHne TUCIUTITUHBI

6.1 CnMcOK HCTOYHHMKOB U JIUTEPATYPHI
O0s3aTeIbHbIE HCTOYHUKHU

@denepanbHbIi  KOHCTUTYLUMOHHBIM 3akoH oT 25 gekabps 2000 r. Ne 2-®K3 «O
lNocynapctBennom repoe Poccuiickoit denepanuny // [DnekTpoHHbI pecypc]. — M., 2019. — Pexum
nocryma: http://www.consultant.ru/document/cons_doc_LAW_29674/.

®enepanbhblil 3akoH PO ot 27.07.2006 r. Nel49-03 «O0 undopmanuu, nHGOPMALHOHHBIX
TEXHOJIOTUSIX M O 3amuTe uHpopManum» // [InexTpoHHsd pecypc]. — M., 2019. — Pexxum mocrymna:
http://www.consultant.ru/document/cons_doc LAW_61798/.

®enepanbublii 3akoH oT 06.04.2011 Ne 63-D3 “O06 snexrponHO# moanucu” // [DneKTpOHHBIIH
pecypcl]. — M., 2019. — Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_112701/.

®enepanbublii 3ak0H 0T 01.06.2005 No53-®d3 «O rocymapcTBeHHOM si3blke Poccuiickoi
@eneparun»  // [Onekrponneld  pecypc]. — M.,  2019. - Pexum  gocryma:
http://www.consultant.ru/document/cons_doc LAW 53749/,

[IpaBuna  f1e1ONPOM3BOJCTBA B TOCYJApPCTBEHHBIX  OpraHax, OpraHax MeECTHOTO
camoyrmipasieHust, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 /I [Dnextpounsii pecypc]. — M.,
2021. — Pexxum pocrtyma: http:// https://base.garant.ru/72291836/.

MeTtoauueckie peKOMEHIAlMU IO pPa3pabOTKe WHCTPYKUMHA 1O JEeJIOMPOU3BOJCTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympasieHusi, yTB. IIpukaszom PocapxuBa ot
24.12.2020 Ne 199 /I [Dnekrponnusiii pecypc]. — M., 2021. — Pexum pgocryma: hitp://
http://www.consultant.ru/document/cons_doc LAW_373895/.



http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_53749/

24

[IpumepHass MHCTPYKLHMS MO JEJIONPOU3BOJCTBY B TOCYAAPCTBEHHBIX OpraHMU3alUsX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHsbIi pecypc]. — M., 2019. Pexum mocryna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

IoCt P 7.0.97-2016. HanumonaneHblii crangapt Poccuiickoit ®enepauuu. Cucrema
CTaHIapTOB MO uH(OpMaIMK, OUOIMOTEYHOMY | H3AaTelIbcKoMy Jeny. OpranuszalioHHO-
pacrnopsanTenbHas JOKyMEHTalus. TpeOoBaHUS K OQOPMIICHHIO ITOKYMEHTOB // [DIIeKTpOHHBIN
pecypc]. — M., 2019. Pesxum mocryma: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P MCO 15489-1-2019 Hanmonanbenbiii cranmapt Poccuiickoit ®@eneparnuu. Cucrema
CTaHIapToB 1Mo wuH(opmanuu, OUOIMOTEYHOMY M uU3JIaTenbckoMmy neny. HWudopmand3us u
JNOKyMeHTarus. YmpasieHue aokymeHTamu. Yacte 1. IloHstus w mpuHUUObL // [DIEKTPOHHBII
pecype]. - M., 2021. Pexum JOCTyIIA: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXWUBHOE J1eJ10. TepMHUHBI U ONpEACICHUS.-
[DnekTpoHHbBIN pecypcl]. — M., 2019. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

Jlureparypa
6.1.1.1.1 OcHoBHas
beikoBa T.A. JIoKyMeHTalMOHHOE OOECIEYeHUE  ympaBiieHUs  (JIEIONPOU3BOJICTBO)
[DnexTpoHHEI pecypc]; yueonoe nmocoome/ T.A. brikoBa, T.B. Ky3uenosa. -2-¢ uza. nepepad. u JoII.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

I'moroBa C.A. BO3HHKHOBEHHE U TEHICHIIMHM PAa3BUTHUS PACHOPSAUTEILHON JOKYMEHTAIIMH B
Poccun B nmopeBostonmonnsnii iepuos // Bectauk PITY. 2014, Ne2. [DnextpoHHBI pecype]. — M.,
2019. — Pexxum moctyma: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70.

Kyxapuna FO.M. CoBpeMeHHbIE OpraHU3allMOHHBIE U PETJIAMEHTHBIC JOKYMEHTHI: (DYHKIIUU U
pasznoBuaHocTH // Bectuk PITY. 2016. No2. [DnextpoHHsIii pecypc]. — M., 2019. — Pexxum noctyna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf.

Kykapuna FO.M. CoctaB yjnocTOBEpeHHUs JTOKYMEHTAa: OT MPOULIOr0 K HACTOSIIEMY W
oynymemy// Bectauk PITY. 2014. Ne2. [OnextpoHnHsblii pecypc]. — M., 2019. — Pexxum nocryma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128.

JlonmostHuTEAbHAS
leoenocosa I'A. CenexTuBHbIM 0TOOp moHsATHS «aokymeHT» // Bectaumk PITY. 2016. Ne2.
[DnexTpoHHBIN pecypc]. — M., 2019. — Pexum JOCTYyTIA:

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

6.2 IlepeueHnb pecypcoB HHGOPMALHMOHHO-TeJTIeKOMMYHUKANIMOHHOU ceTn « IHTEpHETY.

Harnwonansnas saekrponnas oudmuorexa (HOB) www.rusneb.ru

ELibrary.ru Hayunas snexrponnas 6udianoreka www.elibrary.ru

Onekrponnas oudarorexa Grebennikon.ru www.grebennikon.ru

Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

Poccuiickass rocymapctBeHHas OuOnmoTeka. [DneKkTpoHHbIE pecypc] — Pexum  gocryma:
https://www.rsl.ru/



http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsl.ru/
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6.3 IIpodeccuonanbHbie 6a3bl JAHHBIX U HHPOPMAMOHHO-CIIPABOYHbIE CHCTEMbI

Joctyn k npodeccroHanbHbIM 0a3am nanHbIx: hitps://liber.rsuh.ru/ru/bases

WHdopmanoHHbIE CIIPABOYHBIE CUCTEMBI:
1. Koncynbrant Ilmoc
2. Tapanr

7. MaTepuaJbHO-TeXHHYECKOoe o0ecnevyeHue TUCIHIIINHBI

Hns obecrnieueHus JUCIUILINHEI HUCIONb3YyeTCs MaTepUaAIIbLHO-TEXHUYECKAsI 0aza
00pa3oBaTeNbHOIO YUPEIKICHUS: y4eOHbIE ayAUTOPUHU, OCHAIIEHHBIE KOMITBIOTEPOM M ITPOCKTOPOM
JUJIA I[GMOHCTpaI_[I/II/I y‘IG6HBIX MaTCpI/IaJIOB.

CocraB nmporpaMMHOT0 00€CTICUCHHUS
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. Obecneuenne 00pa3oBaTeJLHOr0 Mpolecca JJisl JHUI ¢ OTPAHHYEHHBIMH BO3MOKHOCTAMH
310POBbSI H HHBAJIWI0B

B X04€ pcalr3allui AWCHHUIIIMHBI HMCIOJB3YIOTCA CICAYIOMUC OOIIOJHUTCIBHBIC MCETOAbL
00y4YeHHsI, TEKYIIero KOHTPOJS YCHEBAGMOCTH W TPOMEXKYTOYHOW AaTTECTallud OOYYaroIIuXcs B
3aBUCUMOCTH OT UX UHAWUBUAYAJIBbHBIX OCO6€HHOCT€I\/JIZ

® IJIA CJIICIIBIX U Cﬂa6OBI/II[$[HII/IX: JICKOUHN Oq)OpMHHmTCﬂ B BHUAC DBJICKTPOHHOI'0 JOKYMCHTA,
JOCTYITHOTO C TIOMOIIBI0 KOMIBIOTEPA CO CIENHATU3UPOBAHHBIM MPOTPaMMHBIM 00eCIIeUeHHEM;
IMUCbMCHHEBIC 3aJJlaHvs BBINIOJIHAIOTCA Ha KOMIIBIOTEPE CO CIHCHHUAIM3UPOBAHHBIM IIPOTrpaMMHBIM
o0ecrieueHreM WM MOTYT OBITh 3aMEHEHBl YCTHBIM OTBETOM; OOECIEeYMBAETCS WHINBUAYyaTbHOE
paBHOMepHOe ocBemieHue He MeHee 300 JIOKC; IS BBIMOJTHEHUS 3aJaHUs TIPH HEOOXOAMMOCTH
MIPEIOCTABIIACTCS YBEIMYMBAIOIIEEe YCTPONCTBO, BO3MOXKHO TaKK€ HCIIOJIIB30BAHUE COOCTBEHHBIX
YBEJIMUMBAIONIUX YCTPOUCTB; MMCbMEHHbIE 3aJaHUsI OPOPMIISIFOTCS YBEJIIMYEHHBIM HIPU(PTOM; SK3aMEH
1 3a4€T MPOBOJATCS B YCTHOUM (pOpME UITH BBITIOJIHAIOTCS B MUCHMEHHOM (OpMe Ha KOMITBIOTEPE.

o ISl TIyXUX U CIa0OCHBIIANINX: JIEKIHH O(QOPMISIOTCS B BHE SJEKTPOHHOTO IOKYMEHTA,
nub0  TPeJoCTaBNseTCS  3BYKOYCHUJIMBAIOUIAs — ammaparypa HMHIWBUIYaJbHOTO  IOJIb30BAHMUS,
MIMCbMEHHBIE 3aJlaHUsl BBIMOJHIIOTCS Ha KOMIIbIOTEpE B MHCbMEHHOM (opMe; 3K3aMeH U 3a4ér
MIPOBOATCS B MUCBbMEHHOM (JopME Ha KOMITBIOTEPE; BO3MOKHO MPOBEACHUE B (hOpME TECTHPOBAHUSI.

® ISl JIAI[ C HapYUICHUSIMH OIOPHO-IBUTaTEILHOTO amnmapara: JeKIUH OQOPMIISIOTCS B BHIE
ANIEKTPOHHOTO JOKYMEHTa, JOCTYIMHOIO C TIIOMOIIBI0 KOMITBIOTEpA CO  CIEIUATH3UPOBAHHBIM
MPOrpaMMHBIM ~ OOeCIieYeHHeM; MHCbMEHHBIE 3aJaHusl BBIMOJHSIIOTCS Ha KOMIIBIOTEpE CO
CHeIHaTM3UPOBAHHBIM NPOTPAMMHBIM 00€CTIeYeHHEM; dK3aMeH U 3a4€T MPOBOAATCS B YCTHOU (opme
WJIH BBITIONHSIOTCS B MUCBMEHHOM (hopMe Ha KOMITBIOTEpE.

[Ipu HEOOXOMIMMOCTH MpeTyCMaTPUBAECTCS YBEIMUEHNE BPEMEHHU ISl IOATOTOBKU OTBETA.

[Ipouienypa mpoBeACHUS MPOMEKYTOUHOW aTrTecTalluu JUis OOyYaloIIUXCs YCTaHABIMBAETCS C
y4€TOM MX MHJIUBUIYAJbHBIX McuXxopusnueckux ocodeHHocrel. [IpomexxyTouHas arrectaius MOXKET
MIPOBOJIUTHCS B HECKOIBKO ITATOB.

[Ipn npoBeaeHMHM TMpoUENYpPHl OLEHUBAHUS PE3yJIbTaTOB OOy4YEeHMs] MpeaycMaTpuBaeTcs
HCIOJIb30BAHUC TCXHUYCCKUX CPCACTB, HCO6XOIII/IMI>IX B CBA3U C MHAHWBUAYAJIbHBIMU OCO6€HHOCT$IMI/I
oOydJarommxcsi. OTH CpEACTBA MOTYT OBITh MPEJOCTaBICHBI YHUBEPCHUTETOM, WIU MOTYT
HUCITOJIb30BaThCA CO6CTB€HHBI€ TCXHUYCCKHUC CPCACTBA.

[IpoBeneHue mporeaypsl OIICHUBAHUS PE3YJIbTaTOB OOyUYEHHs AOMYCKAeTCsl C UCIOIb30BaHUEM
JTUCTAHIIMOHHBIX 00Pa30BaTeIbHBIX TEXHOJIOTUH.


https://liber.rsuh.ru/ru/bases
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ObecneunBaeTcs A0CTyNl K HWHPOPMAIMOHHBIM M OuOIunorpaduueckuMm pecypcam B CETH
WuTepHeT 1t Kaxaoro odydaronierocs B popMax, aJalTHPOBAHHBIX K OTPAaHUMYCHHUSM UX 37J0POBbS U
BOCIIPHUATHS HHPOPMALIUU:

® Uil CIENBIX W CIA0OBUISIIUX: B TEYaTHOM (opme yBeNIWYeHHBIM MIpupToM, B (opme
AJIEKTPOHHOTO JIOKYMEHTa, B (hopMe ayanodaiina.

® JIUIs TIIYXUX U CJIA0OCIBIIIAIINX: B Ie4aTHOU opMe, B GOpME AIEKTPOHHOTO JOKYMEHTA.

® JIJIs1 OOYYAIOIINXCSl C HAPYIICHUSIMU OMOPHO-/IBUTATEIbHOTO armapara: B Ie4aTHoil gopme, B
(hopMe AIIEKTPOHHOTO JOKYMEHTa, B popme ayanodaiina.

VY4ueOHble ayTUTOPHM JJIS BCEX BHJOB KOHTAKTHOM M CaMOCTOSITEIbHOH palOoThl, Hay4yHas
OubinoTeka M HHBIE IMOMELICHMs i OOYy4YEeHUs OCHAILEHbl CIEelUalbHbIM OOOpYJOBaHUEM U
y4eOHBIMHU MECTaMU C TEXHUYECKHMHU CPEACTBAMHU O0YUCHUSI:

® JUIsl CJIENBIX U CJIa0OBUASILIUX: YCTPOWCTBOM JJIsi CKAHUPOBAHMS M 4TEHUs ¢ kamepoi SARA
CE; nucmuteem Bpaitng PAC Mate 20; npuntepom Bpaiins EmBraille ViewPlus;

e Ul TIYyXUX M cJaboCiplIaluX: aBTOMAaTU3MPOBAaHHBIM pabouyMM MeCcTOM [yl JroAed ¢
HapyIIeHHEM CIIyXa U c1a0O0CTBIIIANINX; aKyCTUIECKAN YCHUIIUTEINb U KOJIOHKH;

e i1 OOyYarOMMXCS C HApyMICHUSMH OIOPHO-ABUTATEILHOTO ammapaTa: IepeIBUKHBIMH,
peryaupyeMbIMu 3proHomudeckumu napramu CH-1; KoMObIOTEpHON TEXHUKOW €O CHelHaIbHBIM
MIPOTPaMMHBIM 00ECTICYECHHEM.

9. MeToauueckue MaTepHuaJibl

9.1 IlnaHbl ceMUHAPCKHUX 3aHSITHI

MeTtoauyeckue yKa3aHus 110 OPraHU3aliy U IPOBEICHMIO JIA00PATOPHBIX 3AHATHH.

Bri0op Tem nabopaTopHBIX 3aHATUIM O0YCIIOBIEH OOIIMM COJAEpKAaHWEM Kypca W HalleJeH Ha
yriIyOJIeHHOE U3YUYEeHUE €T0 OTJCNbHBIX pa3/eloB.

[lenb 3aHATHI — 3aKpeIUIeHHWE CTYAEHTaMU 3HAHUN TEOPETHMUECKOIro Kypca U NpuoOpeTeHHe
VMU NPAKTUYECKUX HABBIKOB JIOKYMEHTHUPOBAHUS JEATEIbHOCTH OPraHU3aluid U MPEANPUITHIM.

B cBs13u ¢ mocTaBieHHOH 11eNbI0 1a00paTOpHbIE 3aHATHS pa3OUThI HA TPU pa3jena:

1. PasBuTue AOKyMEHTa U CKIIaJbIBaHUE ero hopMyIispa.

2. Cocrasienue u 0pOpMIICHHE OPTaHU3AIMOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOB.

3. Cr0XHbIE KOMIUIEKCHI JOKYMEHTOB.

B pesynbTare BBINOJIHEHUS MPAKTUYECKUX 3aHSITHH CTYAEHTHI JOJKHBI 3HATh IMOSIBICHHUE U
pa3BUTHE TEPMHUHA <«JIOKYMEHT», B3aUMOCBSI3b MOHATUH «IOKYMEHT» U «HH(poOpMaIus»; GopMbl U
crocoObl UKCUpOBaHKs WH(GOPMAIIMK HA MaTepUATHFHOM HOCHTENE; COCTAaB U HazHadeHUE (DYHKIIHI
JOKYMEHTA; 3BOJIOIHIO (OpMyJsipa TEKCTOBOTO JOKYMEHTA B PaziIMUHble UCTOPUYECKHE MEPUOJIBI,
COBpEMEHHBbIE TpeOOBaHMS, TPEIbIBISIEMblE K COCTABIEHUI0O U O(GOPMIICHHIO CIY>KEOHBIX
JIOKYMEHTOB; YMETb COCTaBJIATh U OQOPMIISITH OCHOBHBIE BHJIbI OPraHU3aLMOHHO-PACTIOPSAIUTEIbHBIX
JIOKYMEHTOB.

3aHATUS TPOBOJATCS C Y4YETOM TpeOOBaHUM, M3JIOKEHHBIX B 33aJaHUAX M Ha OCHOBE
Mpe/jiaraéMbIX yIpaBiIeHUECKUX CUTYaIUH.

3aHATUS MOTYT OBITH MPOBEICHBI KaK TPAJUIMOHHBIM CIIOCOOOM, TaK U Ha NEPCOHATBHOM
KOMITBIOTEPE C HCIIOJIb30BAHUEM COBPEMEHHBIX TEKCTOBBIX pPEJAKTOPOB U IO CHEIHAIbHO
pa3paboTaHHBIM METOJUYECKUM YKa3aHUSM.

[TonroroBka Kk 7a00paTOPHBIM 3aHATHSAM IPEAyCMATPUBAET CAMOCTOSITENIbHYIO paboTy
CTYJAEHTOB II0 W3YYEHHIO JIEKIMOHHOIO Kypca, MCTOYHHMKOB M JIUTEPATYpPbI, PEKOMEHIOBAHHBIX K
Ka)XJIOMY 3aHSTHIO.

Ha xaxom 3aHATHH TPOBOJUTCA OMPOC U KOJJICKTHBHASA Oeceqa Mo TeMe, Pa3bICHSAIOTCS 1elTH
U 3a1aun €€ u3yuyeHus. Pe3ynbTaThl CAMOCTOSITENBHO BBINOJHEHHBIX 33JJaHUN MPENoJaBaTeilb
IpoBepseT B KOHIE 3aHATUH. [IpomylieHHble 3aHATHS CTYJIEHTHI OTpadaThIBalOT CaMOCTOSTEILHO B
nabopaTtopun JOKYMEHTOBEICHHUS, B KOTOPOM BEIETCS YUeT OTpabOTOK.
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[Tnanbl 1a0OpPaTOPHBIX 3aHIATHH

Tema 1: JIokyMeHT ¥ ero GyHKIMHU , IOHATUS JOKYMEHT U HHpopManus — 8 yacos.

Llenp 3aHATHS — aHAIM3 PA3BUTHUS MOHATHNA «HMHGOPMAIMS» M «IOKyMEHT», OIpe/eIeHue
(GyHKUMH TOKYMEHTOB.

B pesyibrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJDKEH:

— umemdv npedcmaeienue O B3AUMOCBS3U MOHATUH «UHGpOpPMALUA» M  «IOKYMEHT»,
pPa3sBUTHH TIOHSATHS <JIOKYMEHT», pa3BUTHH CIIOCOOOB JOKYMEHTUPOBAaHUSI U HX CBA3H C
MaTepUaIbHbIMU HOCUTEISIMU HH(GOPMALIUH;

—  YMeTb OIpeneNaTh (YHKIUNA KOHKPETHOTO JTIOKYMEHTA.
3aganus 1J151 CAaMOCTOAATEIbHOI padoThl.

1. IIpoananu3upoBaTh yNoTpeOJICHHE MOHATHS JOKYMEHT W €ro CHHOHHMOB 10 «I eHepalbHOMY
pernamenty» 1720 r., «O6memy rybepHckoMy ydpexaeHuto» 1775 1., «O0memMy ydpexIeHHIO
MuHuctepers» 1811 r.

2. IlpoaHann3upoBaTh pa3BUTHE MOHATHUS «JOKYMEHT» 10 CJIOBApsIM U CIIELUAIBHOM JIUTEparype.

3. Ilpoananm3upoBaTh pa3BUTHE TEPMHUHA «HHGOPMAIHs» MO clIoBapsM u DeneparbHOMY 3aKOHY
«O06 undopmanuy, THPOPMALMOHHBIX TEXHOJIOTHAX U O 3aLIUTE UHPOPMALIUN

4. Ilpoananu3upoBaTh pa3BUTHE TEPMHUHA «IOKYMEHT» 10 TOCYAapCTBEHHBIM CTaHIapTaM.

5. Ompenenuts GYHKIUU CIEIYOIINX JOKYMEHTOB!

- kynuas kabana Hukuter Ko3nosa na xonona Msana [1aBnosa 23 mas 1494 rona;

- panopt resepan-npokypopa Cenara U.1O. Tpybenkoro ummneparpuue Ennzasere IlerposHe o
npuesne B [lerepOypr u3 SApocnasis tearpanbhoii Tpynmsl @.I'. Bonkosa 3 despans 1752 roxa;

- Jexper CHK «O mnpaBuiax nOANMCAHUS JCHEXKHBIX OyMmar, JIOKyMEHTOB, OpJIEpOB,
OTHOIICHHH, CTIPABOK U T.IL.» OT 12 nexadps 1921 r.;

- IlocranoBnenne BIIMK u CHK PC®CP «O mnopszake nogb30BaHUs IIE€YaTIMU C
rocynapctBeHHbIM repooM PCDCP» ot 15 nekabpst 1936 r.;

- mnocradoBiaenuss LK KIICC wu Cosera wmunucrepcte8 CCCP «O wMepax 1o
COBEPIIIEHCTBOBAHUIO U Y/ICIIECBIICHUIO armnapara ynpasiaeHus» ot 13 oktsops 1969 r.;

- @3 “O0 undopmanuu, HHHOPMAIIMOHHBIX TEXHOJIOTHIX U O 3aluTe nHpopManun”.

6. IlpuBecTu mpuMepsl JOKYMEHTOB, BBITOIHSIONUX CICAYIONIHE QyHKIHH:

- yIpaBJIeHYECKas;

- IpaBoBasi;

- COLIMAJIbHAS;

- KyJbTypHasi;

- AICTOPUYECKOTO UCTOYHHUKA;

- nH(opMaLOHHas;

- ydera.

Yka3aHus 110 BbINOJHEHHIO 3aJaHU.

1. 3yunTh 3aKOHOAATEIbHBIE AKThl M BBINHMCATh BCTPEYAIOLIUECS B HUX CMHOHUMBI MOHATHUS
«JIOKyMEeHT». BBIIBUTh 3HAU€HHE TMOHATUH <«JIeJo», «Oymara», «akT», «JIeinoBas Oymaray,
«CHyKEeOHBIH JOKYMEHT», JaThb MX OIpeJelieHHe, €eClId OHO TMPHBEJEHO B HCTOYHMKAX.
[Ipoananu3upoBath, B KaKUX CIIydasx YIoOTpeOsseTcs KaXKa0e NOHITHE.

2. Ilo BbIIMCKAaM M3 CIIOBAapell M CHEHUAIBHON JIUTEpaTypbl ONPENEINTh, KaKUE€ ACHEKThI -
MH(OPMALIMOHHBIN, MPaBOBOW, YIPABICHYECKUH, MCTOPUYECKUN - JIETJIM B OCHOBY OIIpe/EICHUS
MOHATHS «JOKYMEHTY.

3-4. U3 rocymapctBeHHbIx craHgaptoB: ['OCT 16487-70 «Jlenomnpou3BoACTBO M apXHWBHOE
neno. Tepmunbl u omnpenenenus»; ['OCT 16487-83 u 'OCT P 51141-98 «Jlemonmpon3BoAcTBO U
apxuBHoe neno. Tepmunsl u onpeneneHus»; 'OCT P 7.0.8-2013 «Jlenonpon3BoaCcTBO U apXUBHOE
neno. Tepmunsl u onpeneneuusi»; [OCT P UCO 15489-1-2007 Ynpasnenue noxkymeHtamu. Oomme
TpeboBanust; DenepanpHoro 3akoHa «O06 nHpopmaruu, HHOOPMAITMOHHBIX TEXHOJOTHAX M O 3aIlUTE
uHpopmarun» ot 27 urons 2006 Nel49-D3 Beinucars ompeAeieHUs TEPMHUHOB «HH(OpMaIusy H
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«JIOKYMEHT» WU YCTaHOBUTbH, KaKM€ acCTeKThl (HOCHTENH WH(POPMAIUHU, CIOCOOBI ee (DUKCHpOBaHUSA,
IOpUANYECKast CHjla IOKYMEHTA U JIp.) U QYHKIIUU TOKYMEHTA 3aJI05KEHBI B 3TUX ONPEICICHUSIX.

5. Onpenenuth (QyHKIMU JTOKyMEHTa, T.. €ro IeJieBOoe Ha3HayeHHE. BBIABUTH MOATUHHYIO
[[eTh CO3JaHMsS JTOKyMEHTA W 3aledaTiICHHs 3aKII0YCHHON B HeM WH(GOpMAIUU, MPOaHATU3HPOBATH
poiib  JIOKyMEHTa B JaHHOW CHUTyallMM JOKyMEHTOoOoOpazoBaHus. Tak Kak JIOKYMEHT
oM yHKIIMOHAJICH, ITEPBOM yKa3bIBaeTCs (PYHKIIHS, 3aJaHHAs JOKYMEHTY aBTOpoM. OHOBPEMEHHO
OTMETUTH, KaKU€ U3 HA3BAHHBIX (DYHKUUN JOKYMEHTa HOCST OOIIUM, a KaKue - YaCTHBIN XapaKTep.

6. IlpuBecTu mpUMEpbl TOKYMEHTOB, OOJIAAIONINX HA3BAHHBIMU (QYHKIMSMHU, YKa3aTh
Ha3BaHHME BUJA, 3aroJIOBOK U JaTy NOKyMeHTa. [ QyHKkumii ydyera v mpaBOBOM MOXHO IPHUBECTU
MPUMEPbl COBPEMEHHBIX JOKYMEHTOB, JUISI MIOCTOSIHHO JEHCTBYIOIMX (QYHKIHHA (MHPOPMAIMOHHOM,
COLIMAJIbHOW, KYJbTYPHON, HCTOPUUECKOTO0 MCTOUYHMKA) MPUBECTH MPUMEPHI TOKYMEHTOB Pa3iIHMYHbIX
HMCTOPUYECKHUX DII0X.

KoHTposbHbIE BOPOCHI:

1. Kak pa3BuBaivce NOHATHS «HHDOPMAIII» U «TOKYMEHT»?

2. Kakue acmekTsl 4eloBeYeCKOW NeATEIbHOCTH OTPAKEHBI B OINPEACNICHUSX TEPMUHA
«JIOKYMEHT» ?

3. [lepeuncnure GyHKINUU TOKYMEHTA.

HcTouHuku u JuTepatypa

Hcrounuku:

®enepanbublii 3akoH PO ot 27.07.2006 1. Ne149-03 «O6 mrpopmanuu, HHPOPMAIUOHHBIX
TEXHOJIOTUSIX M O 3amuTe uHbopManum» // [InexTponHslid pecypc]. — M., 2019. — Pexxum nocrtymna:
http://www.consultant.ru/document/cons_doc LAW 61798/.

Ddenepanbhblil 3akoH 0T 06.04.2011 Ne 63-D3 “O06 snekrponHoit moamucu” // [DaeKTpOHHbI#H
pecypc]. — M., 2019. — Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_112701/.

Meroanveckue peKOMEHIAIMU TI0 pa3palOTKe WHCTPYKUUNA 10 JCIIONPOU3BOACTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camMmoymnpaBieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [DOnektponHslii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

I'OCT P UCO 15489-1-2019 HammonaneHblii cranmapt Poccuiickoit ®@eneparnmu. Crucrema
CTaHIapToB Mo wuH(popmanuu, OUOIMOTEYHOMY U U3JAaTeNbckoMy neny. HWubopman3us u
NOKyMeHTanus. YmpasieHue aokyMeHTamu. Yacte 1. Ilonstus w npuHuunsl. // [DneKTpoHHBII
pecypc]. — M., 2021. Pexum JIOCTyTa: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXMBHOE [J€l0. TEpMHUHBI M ONPEIEIICHUS.-
[DnexTpoHHBIT pecypcl]. - M., 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

9111 Jluteparypa:

beikoBa T.A. JlokyMeHTallMOHHOE oOecreueHne ympaBieHUs  (AETOMPOU3BOACTBO)
[DnexTpoHHEIH pecypc]; yaeOnoe mocooue/ T.A. Beikopa, T.B. Ky3Hnerora. -2-¢ u3. mepepad. U JOII.
— Mockga: Muappa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

Pa3narouHblii MaTepHaJl K 3aHATHAM:

I'enepanbubiil pernament 1720 .

O6miee rybepHckoe yupexaenue 1775r.

Ob6mee yupexxaeHue muauctepcts 1811r.

COOpHUK 3aKOHOIATENILHBIX AKTOB TI0 JIeIonpou3BoacTBY (1917-1970):

5. DBbIIUCKH C ONpelNeNeHUsMH TOHSTHS «IOKYMEHT», «HH(pOpMAaIs» U3 CIOBapei,
SHIMKIIONEIUN 1 CTICIUaTbHON JTUTEPATYPhI.

6. TOCT 16487-70, T'OCT 164867-83, T'OCT P 51141-98, TOCT P 7.0.8-2013
Jlenonpon3BOACTBO U apXUBHOE Aes10. TepMHUHBI U ONIPEIEICHNUS;

7. TOCT 6.10.1.88 YaudumnupoBaHHbIe CUCTEMBI JOKyMeHTauu. OCHOBHBIC TIOJIOKEHUS;

el N


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
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9. Meroauueckue peKOMEHAAMHU MO pa3paboTKe HHCTPYKIMI IO [EJIOMPOU3BOJICTBY B
roCyJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoyrpaBieHus, yTB. llpukazom PocapxuBa ot
24.12.2020 Ne 199 /I [Dnekrponnsii pecypc]. — M., 2021. — Pexum gocryma: hittp://
http://www.consultant.ru/document/cons_doc_LAW 373895/.

I'OCT P UCO 15489-1-2019 HamumonanwHbii cTtanaapt Poccuiickoit denepanuu. Cucrema
CTaHJApTOB 10 MH(pOpPMAIUK, OUONMOTEYHOMY U H3AaTeNbCcKoMy Jneny. Wubopman3us u
JTOKyMEHTaIus. YmpasieHue nokyMeHtamu. Yacte 1. IloHsTus W npuHOMnel. // [DIEKTPOHHBINA
pecypc]. — M., 2021. Pexum JOCTyTIA: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

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

Tema 2. Cnioco0bl JOKYMEHTHPOBAHUS U MaTepHAJIbHbIE HOCUTE M HHpOpMAUKn

Lenb 3aHATHS — M3yUYEHUE PAa3IMYHBIX CIIOCOOOB 3anevaTieHus] HHPOpMaI1H.

B pe3ynbrare BHINOIHEHUS 33aHUH CTYIEHT JIOJDKEH:

— 3Hamb (QYHKUUU JTOKyMEHTa, CHOCOOBbI 3amedarieHus WHGOpPMAIMU, 3Talbl Pa3BUTHS
TEKCTOBOI'0 JIOKyMEHTHPOBAHUS
3agaHus 1J151 CAMOCTOSITeIbHON PadoThI.

- W3yuuTh 3TaIbl TEKCTOBOTO 1IOKYMEHTUPOBAHMS, O3HAKOMUTBCS ¢ 00pa3lamMy MUKTOrPaMM U
JIOTOTpaMM, JaTh UX KPaTKyl0 XapaKTepUCTHUKY.

- OzHakomMHTbCA C O0Opa3lamMu TEXHHYECKMX JOKYMEHTOB M 3alMcaTb HX COJEp)KaHHe
TEKCTOBBIM CIIOCOOOM.

Yka3zaHusi 10 BbINOJTHEHUIO 3aJaHU.

1. 3y4nTh TUKTOTpaMMBI U JIOTOTPaMMBI, IPE/ICTAaBICHHBIC B KOJUIEKIUH. [lath onucanue 1-2
nukrorpamm. IIpoBecTn aHanu3 3HAKOB JIOrOIpPaMM, YYMTBIBAs IPU 3TOM, YTO 3HAKY COOTBETCTBYET
CJI0BO. 3apucoBath 2-3 00pasiia u ONpeaeTuTh MPEUMYIIECTBA U HEJOCTATKH JIOTOTPAMM.

2. N3yuutsh 1-2 ueprexa U TEKCTOBBIM CIIOCOOOM 3aMKCaTh UX COAEpIKaHUE.

KoHTpoJibHbIE BONIPOCHI :

1. KakoBbl 3Tamnsl pa3BUTHS TEKCTOBOTO JOKYMEHTUPOBAHUS ?

2.KakoBbI criocoObI 3anevatiaeHus HHpopMarum ?

3.Kakue criocoObl JOKyMEHTUPOBaHMS MOSIBUITUCH B 19 Beke?

9.11.2 Jluteparypa:

beikoBa T.A. JlokyMeHTanMOHHOe o0ecliedeHue yrpaBieHUs  (JI€TOIPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yueoHoe ocoome/ T.A. beikopa, T.B. Ky3Hnerona. -2-¢ u3f. nepepad. u Ao
— Mocksa: Uu¢pa-M, 2018. -304 c. — Pesxum goctyna: http://znanium.com/go.php?id=942800/
Pa3narounsblii MaTepuaJl K 3aHATHAM:

Konnekuus nukrorpamm, jororpamm 1 JokyMeHToB XI-XX BB.

Habop nnakaros.

Craiiiel IO UCTOPUHU PA3BUTHUS CIIOCOOOB JOKYMEHTHPOBAHMS.

Tema 3. @opMyJisip JOKYMeHTa U ero coctapHble YacTu. UcTopusi passutus Gopmyaspa
nokymenrta — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek.

Popmysap nokyMenra XVI - XVII BB. —

[lenp 3aHATHS — BBIBJICHHE 3aKOHOMEPHOCTEM CKJIaJbIBaHUS M pa3BUTUS (QopMylsipa
TEKCTOBOTO ciyxke0Horo gokymenta XVI-XVII Bs.

B pe3ynpTrare BBINOJHEHNS 3aaHUI CTYJIEHT JOJDKEH:

—  umemp npedcmasgienue O CKIABIBAHUM U pa3BUTHH (POPMYJIsipa TEKCTOBOTO JJOKYMEHTa B
IIPUKA3HOM JIE€JIONIPOU3BOJICTBE;

— 3namsb Buapl nokymeHToB XVI-XVII BB., coctaB dopmynspa; Ha3BaHHS PEKBH3HTOB U
TOPSIIOK MX OOPMIICHNS;

— yMeTb omnuchiBaTh KOHKpeTHbIE NoKyMeHThI XV I-XVII BB., cocTaBisis ux GpopMyspsl.
3aganus AJ151 CAaMOCTOATEIbHOI padoThl.


http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://znanium.com/go.php?id=942800/
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1. U3yuuTh BUABI U pa3HOBUIHOCTH JOKYMEHTOB :

1.1 Ilo kparkoMmy cJIOBapi0 BHUJOB U Pa3HOBUJIHOCTEH JOKYMEHTOB BBIIIUCATH BUIBI
JIOKYMEHTOB;

1.2 Tlo xOJIEKIIUY BBISIBUTH BUIBI JOKYMEHTOB, OOBSICHUB METO]] ONPEACTICHUS KaXI0TO BUIA.

2. BIsIBUTB 1 omMcaTh OCOOCHHOCTH 0003HAYEHUS aBTOPA IOKYMEHTA, YKa3aB :

- CITy>KEOHBIN WM JIMYHBIA JOKYMEHT;

- KOJUICKTUBHBIN WJIM MHIUBUIYIBHBIN aBTOD;

- (hopmy 0003HAYECHHS ABTOPCTBA, MECTO €0 PACIIOIOKECHHS B POPMYJIISipe TOKYMEHTA;

- 0COOCHHOCTH ONpEeIeTICHUs aBTOpa.

3. IIpoananmM3upoBaTh COCTaB M CIIOCOOBI 0003HAUEHUS PEKBU3UTA «apecar :

- BBIIIMCATh MPUMEPHI aIPECOBaHUS IOKYMEHTOB;

- H3y4YUTh COCTaB, CIIOCOO HAMMCAHUS aPeCcaToB JTOKYMEHTOB, MOCHUIAEMBIX M3 HUKECTOSIIETO
YUPEKIEHUS B BBIIICCTOSAIIEE, JOKYMEHTOB, KOTOPHIMU OOMEHUBAIUCH PABHOCTOSIIIINE YUPEIKICHUS, U
JIOKYMEHTOB, HAIIPABJISIEMBIX U3 BBIIIECTOSIINX YUPEKIACHUN B HUKECTOSIIIHE.

4. 3yuuTh ciocoObl TaTUPOBKHU JOKYMEHTA :

a) OIPECIIUTh 1aThl U3y4aeMbIX JJOKYMEHTOB;

0) yCTaHOBUTH MIPU3HAKH JATUPYIOIIETO XapaKkTepa,

B) MEPEBECTH YCTAHOBIICHHBIC JIaThl C 3PbI «OT COTBOPEHHS MHUPa» Ha 3Py «OT POXKIECTBA
XpHUCTOBaY, C FOJIMAHCKOTO KajeHaapsi Ha TPUTOPUAHCKHM.

5. MByuuth cocTaB yAOCTOBEpPEHHUS IOKYMEHTa : OIPEICIUTh HAJIWYUE, COCTaB, MECTO
pacIoOKEHUS MOAMUCH U CKPETIBI.

6. Onucarb XapakTep OTMETOK Ha JOKyMeHTax. OnpeaenuTs UX Ha3HauYCHHE.

7. Onpenenuth TPaAULMOHHO-CIOXKHUBIIYIOCS CTPYKTYPY TEKCTa M OCOOCHHOCTH H3JI0KECHUS
COJIEpKaHUs OTJCIBHBIX BUJIOB JIOKYMEHTOB (4eTI00MTHAS, TPaMOTa, OTITHCKA).

Yka3aHus 1o BbINOJHEHHUIO 3aJaHHI:
3ananusi Ne 1-6 MOKHO BBINIOJIHATH C IOMOIIBIO TaOJIMIIBI CleAYouel (GOopMBI:

Bun ABTOp Anpecat JlaTa CocrtaB OTMeTKa Ha
JIOKyMEHTa YIA0CTOBEpPEHUS JIOKYMEHTE

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

Bunael AOKYMEHTOB ClEIyeT BBINMCHIBATH [0 CIEAYIOIIUM TpyIIaM: pacHopsIUTENIbHbIE
JOKYMEHTBI (HampuMmep, yKa3bl, IPaMOThl, HaKa3Hble, NaMATH), Iepenucka (mamsTH, OTIHCKH,
YeJOOUTHBIE U T.I1.).

Bunbel JOKYMEHTOB M3Y4YHUTh TakXke MO KOJUIEKIIUU KOMHUHA JOKyMEHTOB. Tak Kak OOJNbIINHCTBO
JOKYMEHTOB HE MMEET BBIZIEICHHOI0 0003HAYEHHS BUJIA WIIM PA3HOBUIHOCTH, TO HAJI0 X OINPENIEIUTh
CaMOCTOSITENIbHO W OMUCaThb METOJbl OmNpejiesieHuss (aHalu3 TEeKCTa, cheurduka Hu3I0KEeHus
COJIEPKaHUS WIH CIOKUBLIASICSI HEPAPXUS TOKYMEHTOB).

2. Tlo komnexkuuu XV - XVI BB. BHUMATEIbHO MPOYNUTATh COJIEPKaHUE KAXKIOTO TOKYMEHTA U
yKa3aTh aBTOpa - CO3/arelisd JAOKyMeHTa (Y4pekIeHHE) M MOJIPOOHO OOBSICHHUTh, KaKUM 00pa3zoM
YCTaHOBJIEH JIAHHBIN aBTOP.

3. BuuMaTenbsHO MpOYUTaTh JOKYMEHTHI MPEATI0KEHHON KOJUIEKIIMUA U CTOJIOIA U ONpPEeAeInuTh
MECTO PacIOIOKEHHS aJipecara, €ro cocTaB U GopMy, BHIIUCATh HECKOIBKO MPUMEPOB.

Jlnis aHanmm3a JOKYMEHTOB, KOTOPBIMUA OOMEHHUBAIIUCH YUPEXKICHUS, CIeIyeT B3sTh TAKUE BUJIbI
KaK yKa3, TpaMoTa, 4eiao0uTHas, oTnucka. IlpocnennTs u BbIMMcaTh NpuUMepbl O(QOpPMIIEHHS B HHUX
agpecatra U IO COACPKAHUIO OIPEHCIUTh KOHKPETHBIE YUYPEKIEHUs, KOTOPBIM aJpeCOBaHbI
JOKYMEHTHI.

4. YcraHOBUTH JaTy CO3JaHHUS JOKyMEHTa - TOYHYIO, NPHOIMKEHHYIO, BEPOSTHYIO C
NOJPOOHBIM OOBSICHEHHEM JaTUPYIOIIEro IpH3HaKa (Coaep)kaHue IOKyMEHTa, BpeMs JAEeHCTBUS
HCTOPUYECKHX JIUI] U T.1.). YCTAaHOBJICHHYIO IO 3p€ «OT COTBOPEHHsI Mupa» (Hampumep, 7168, koraa
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nepBas nudpa omyckangack - 168) maTy mepeBecTH Ha 3py «OT POXKIAECTBA XpUCTOBay. s aTOro ot
udpsl 7168 Beryects mudpy 5508 umu 5507 (s coObiTuil MapToBCKOro cTuis) u 5508 mim 5509
(mns coObiTHi ceHTsI0pbckoro ctuiisi). K mHIO Mecsama ciemayer nmpuOaBuTh HUGPY ACCATh, UYTOOBI
IIOJIyYUTh AATy 10 HOBOMY CTHUJIIO.
5. CocrtaB yaocToBepeHus: JOKYMEHTa HayaTh U3y4yaTh CO CTOJIOLA, IO KOTOPOMY OIpPENEIUTh
MECTO MOJIHUCH («IIPUIKMCH») U XapaKTep ee HanucaHus. [10 KoeKIuK BBISICHUTD COCTaB CIIYKUJIBIX
JIFOJIEW, TOANKMCHIBAIOIINX U CKPEIUIAIOMIMNX JOKYMEHTBHI.
6. BoinucaTth BCE OTMETKHM Ha JOKYMEHTax, OTMETHB MECTO UX HAaMCAHMsS, UX HAa3HAYCHHUE U
WCIIOJIb30BAaHUE JUIs1 YTOUHEHUS XapaKTEPUCTUKU JOKYMEHTA.
7. IlpoaHanu3upoBaTh HECKOJIBKO BUIOB JIOKYMEHTOB, YCTAaHOBUTb, UMEETCS JIM XapaKTepHas
JUISL KQXJI0OI0 BUJIA CTPYKTypa TEKCTa, KAKUMHU yCTOWYMBBIMU CIIOBOCOYETAHUSIMHU OTIUYAETCS OIUH
BUJI OT APYTOTO.
Jlis aHanu3a MOXHO B3SITh TAKUE BUBI JOKYMEHTOB KaK yKa3, IaMATh, 4eI00UTHAs, OTIUCKA.
Marepuaiipl aHaJIN3a JIy4IIe TPeJCTaBUTh B TAOIUYHOM (opme :
Bua nokymenra Beenenue OcHOBHasl 4acThb BakiiroueHue

KoHTpoJibHbIE BOIPOCHI:

1. YeMm omnpenensinach CTpYKTypa TEKCTa 1 HAMMEHOBaHUE BUA IOKyMEHTa ?

2. KakoBbl 0cOOEHHOCTH BHEUIHETO 0(hOpMIIEHHS JOKYMEHTA ?

3. Kakue npu3Haku oMoraroT OlpeAeaInuTh aBTOPCTBO JOKYMEHTA ?

4. Kak ompenenutb BpeMsi cocTaBlieHUs JokyMeHTa ? OcoOeHHOCTHM 0003Ha4yeHHus JAaThl
nokymenta XVI - XVII Bs. ?

5. Kak y10cToBEpsuInCh TOKYMEHTHI ?
Hcrounuku u mutepatypa

HcrouyHuku:

KpaTkuii ciioBapb BUIOB ¥ pa3HOBUJHOCTEN TOKyMEHTOB.-M.,1974.

Jlureparypa:

beikoBa T.A. JlokymeHTanmmoHHOe oOecrieueHrne ympaBlieHUs  (JIeIOMPOU3BOJICTBO)
[DnexTpoHHbI pecypc]; yueoHoe mocodue/ T.A. brikoBa, T.B. Ky3Hnenosa. -2-e uza. nepepal. u gom.
— Mocksa: Uuadpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/
Pa3aaTrouynbiii MaTepuas K 3aHATUSIM:

1. CronGen XVII B.

2. Komnexuuu konuit nokymeHntoB XVI-XVII BB.

3. KpaTkuii ciioBapb BUJIOB ¥ pa3HOBUIHOCTEN TOKYMEHTOB.

Popmymsap nokyMmenra XVIII B. —

[lenb 3aHATUS — U3YUYEHHE Pa3BUTHS U OCOOEHHOCTEN (HOPMYIISIPOB CIY>KEOHBIX JOKYMEHTOB
XVIII B.

B pe3ynbTaTe BBINOTHEHHS 3aIaHUI CTYACHT JOJKEH:

—  umemp npedocmagnienue 0 3aKOHOAATEIbHOM pEryJINpOBaHUU nporecca
JOKYMEHTUPOBAaHHUA U pa3BUTHH Qopmyisipa nokymenta XVIII B;

— 3Hambp 3aKOHOJATEIIBHBIE aKThl, PErVIAMEHTUPYIOLIUE MOCTAHOBKY JEJIONPOU3BOJICTBA B
XVIII B, BUABI TOKyMEHTOB, cocTaB (hopMyisipa JOKYMEHTa, MpaBuiia 0hopMIIeHUS! PEKBU3UTOB;

— yMeTb onuchiBaTh KOHKpeTHbIe JokyMeHThI XVIII B., coctaiss ux Gpopmyisipsl.
3aaHus 1J151 CAMOCTOAATE/IbHON padoThI:

1. I3y4uTh BUJIBI U PA3HOBUIHOCTH JOKYMEHTOB:

- BBINUCATh BUJIbI JOKYMEHTOB, YCTaHOBJICHHbIE [ €HepabHBIM periiaMeHToOM

- u3 «Kparkoro cioBaps BUAOB U pa3HOBUIHOCTEN JOKYMEHTOB) BBIIIUCATh BUJIbI IOKYMEHTOB
XVII B.

- U3 JIe]1 MECTHBIX YUYPEXIACHUM BBINKMCATH BCE BUABI JOKYMEHTOB M OTMETUTH M3MEHEHUS B
TE€XHUKE JOKYMEHTUPOBAHMUS.
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2. Ha nmpumepe 10KyMEHTOB MECTHBIX YUPEKICHHUM MPOaHaIN3UPOBAThH CIOKHUBIINECS MpaBuia
HAIMMCaHUs aBTOPA, BHISIBUB:

a) 0coOeHHOCTH O(DOPMIICHHS aBTOPA CIY>KEOHBIX M IMYHBIX JOKYMEHTOB

0) 3aBUCUMOCTH 0003HAYEHUS PEKBU3HTA «aBTOP» OT 0003HAUCHHMSI ajpecara JOKyMEHTa.

3. [Ipoananu3upoBaTh 0003HAUEHHUS PEKBU3UTA «aJlpecary:

a) BbIIMCATb M3 ['€HEepaJbHOro perjiaMeHTa OIMCAHUE CHCTEMbl MHCbMEHHBIX CHOILLIEHUI
3BEHBEB arrapaTa yrnpaBlieHuUs

0) MO JOKyYMEHTaM MECTHBIX YUYpPEXKIECHUH OmHcaTh MOPAIOK O(OpMIICHUS PpEKBU3HTA
«ampecar», OTMETUTh OTJIUYUTEIbHBIE OCOOCHHOCTH TMOpSAIKAa aJpecoBaHUsl JOKYMEHTOB IO
cpaBHenuto ¢ XVI-XVII BB.

4. Onucath NOPAJIOK TaTUPOBAHUS TIOKyMEHTOB. /laTh mpuMephl BceX BUIIOB JaT C MEPEBOIOM
UX Ha TPUTOPUAHCKUN KaJIEHIAPh.

5. U3yuutsb cocTtaB yAOCTOBEpEHUS JOKYMEHTOB:

- BBIIUCATh U3 [ 'eHepasIbHOro peraaMeHTa MpaBuila y10CTOBEPEHUS TOKYMEHTOB

- OMHCaTh COCTAB MOAIKCH 10 TOKYMEHTaM MECTHBIX YUPEKIACHUM.

6. Onucarb BUABI OTMETOK Ha JIOKYMEHTAX.

7. N3y4uTh MPUHIIMIIBI OPTaHU3ALNN TEKCTa HECKOJIBKUX BUAOB JOKYMEHTOB.

8. CocTaBUTh (HhOPMYJIISPHI IBYX JTOKYMEHTOB.
Yka3aHus 1o BbIIOJIHEHHIO 3a1aHUH

1. BBISIBUTBH BH/IBI JOKYMEHTOB, YCTaHABIHBacMble | eHepaIbHBIM PErJIaMEHTOM, JTOTIOTHHUTD UX
Bugamu gokymeHtoB XVIII B., mpuBenéuusiMu B «KpaTkom ciioBape BUIOB U Pa3HOBUAHOCTEH
JIOKYMEHTOB)» U BbIIHMCATh UX onpeneneHus us Cioaps.

W3y4uTh NOKYMEHTHI JeJl MECTHBIX YYPEXJCHUW, BBINHCHIBAsS HAWUMEHOBAHUS BHUIOB H
oOparniasi BHUMaHHE Ha TEXHUKY JOKYMEHTHPOBAHHS, BOJISIHBIC 3HAKH, TepOOBYIO Oymary.

2. 3apanus Ne 2-6 MOKHO BBITIOJIHATH C TOMOIIBIO TAOIHIIBI CIEAYIOIIEH (hOPMBI:
Bun ABrop: |Anpecat: |[arta: [Texkcr: Cocras OTtmerka Ha
JOKYMEHTA:! (xp. cozmep.) YAOCTOBEPEHUSI  |TOKYMEHTE

OOpatuTe BHMMaHHE Ha MECTO PACIOJIOKEHUS PEKBU3HTA «aBTOP»U OMHUCATh IMpaBWJIa €ro
oopMIIEHHUS B 3aBUCUMOCTH OT PEKBU3HTA «apecary.

3. U3yuuts no ['eHepanbHOMY periaMeHTy M JOKYMEHTaM MECTHBIX YUPEKICHUW MpaBHIIa
oopMIleHUs PEKBU3UTA «ajapecaTy. BreimucaTs npaBuia U MpUMeEpHI aIpeCOBaHUS.

4. Ilpoananu3upoBaTh BCE MMEIOIIMECS aThl B JOKYMEHTE U ONPEACIUTh MX Ha3HAYCHUE,
BBINKMCATh MPUMEPBI U OMKUCATH MECTO PACIIOJIOKEHUS KaX 0N 1aThl.

5. M3yuuTh mpaBuia yAOCTOBEPEHHUS ITOKYMEHTOB MO ['eHepanbHOMY periiaMeHTy. 3aTrem
MPOAHAIU3UPOBATH O(POPMIICHUE TIOJIIKUCH B IOKYMEHTAaX, BUBI ITeYaTeH.

6. Brinucarb Bce OTMETKH Ha IOKYMEHTAX, yKa3aB, Kakue U3 HuX nossuinch B X VIII B.

7. Ilo I'eHepaibHOMY pErJIaMEHTy Ha MPUMEpPE MPaBUJI COCTABJICHHUS MPOTOKOJIA OMPEACIIUTh
TpeOoBaHus, mpeabsBisieMbie K TekcTy (Ta. VI, XXX). BHumaTtensHo 4yuTas TEKCTHI HECKOJIBKUX
JIOKYMEHTOB, OINHUCATh UX CTPYKTYPYy, IMPOCIEKHBAs €€ WU3MEHEHUE B Pa3JIMYHBIX BHUAAX; MPUBECTHU
MpUMEPHI BUJIOB TpadapeTHBIX JOKYMEHTOB, OTMeYasi KaKuM IyTeM IPOBOAUIACH TpadapeTusalius.

8. Onucath TOKYMEHTHI MO CIEIYIONICH CXeMeE:

- BUJ (Pa3HOBUIHOCTB)

- aBTOP

- anpecar

- TEKCT

- lata

- COCTaB yJ0CTOBEPEHUS

- MOJUTMHHOCTD (KOMTUUHOCTB)

KoHTpoJibHBbIE BONPOCHI
1. HazoBute ocobennoctu ¢popmsl fokymenta XVIII B. ?
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2. Kakme TpeOoBaHUS TPEABABISIIOTCA K OGOPMIICHHIO TPOTOKOJa Mo ['eHepambHOMY
periiaMenty?

3. B yem nposiBuiiach TeHACHINA K YHU(DUKALUN JOKYMEHTOB ?

4. Onuummre CcUCTEMY NMCbMEHHBIX CHOIIEHUN 3BEHbEB ammapara YIpaBJICHUS 110
['enepanpsHOMY periiameHty ?

Hcrounuku u mutepatypa

beikoBa T.A. JlokyMeHTalMoHHOE oOOecliedeHHe ympaBieHHUs  (JeJIONpPOU3BOJCTBO)
[DnexTpoHHEI pecypc]; yaeOnoe mocodue/ T.A. beikoBa, T.B. Ky3Henona. -2-¢ u3n. nepepad. u JOI1I.
— Mocksa: Uudpa-M, 2018. -304 ¢. — Pexxum noctyma: http://znanium.com/go.php?id=942800/
Pa3znarounblii MaTepHaJ K 3aHATHAM

1. 'enepanbubliii pernament 1720.

2. JIOKyMeHTHI (Ae1a) MECTHBIX yupekaeHHil 18B.

3. KpaTkuii ciioBapbs BUJIOB M pa3HOBHJIHOCTEH JOKYMEHTOB.

Dopmyap nokymenrta XIX Beka —

Llenb 3aHATUS — U3YUYEHHE PAa3BUTHS U OCOOEHHOCTEH (HOPMYISIPOB CIYKEOHBIX JOKYMEHTOB
XIX B.

B pe3ynbpTare BbINOJHEHUS 3aJaHUM CTYJIEHT JOJIKEH:

— umemv npedcmagienue O  peEriaMEeHTAallMM  IIpollecca  JOKYMEHTHPOBaHUS B
3aKOHOAATEeNbHBIX akTax XIX B., pazButuu GopMyisipa TOKyMEHTa, TEHIACHIMSAX TpadapeTu3anuu
JIOKYMEHTOB;

— 3nams BUIBI NTOKyMeHTOB XIX - B., ocoOeHHOCcTH uX odopMieHHs, cocTaB (popmyrspa,
MOSIBJICHHE OJIAHKOB M UX BHJBI, TIOSBJICHUE OTMETOK Ha JOKYMEHTaX, OTPAKAIOMIMX HX JBHKCHHE B
YUpEXKIECHUHU U paboTy ¢ HUMHU.

— YMeTb aHAJIM3UPOBATh KOHKPETHbIE JOKYMEHThI XIX B.; cocTaBiss UX GOpMYIISIpHI.
3agaHusA 1JIs1 CAMOCTOSITEIbHOM PadoThI

1. U3yunTh BUABI U PA3HOBUIHOCTH JIOKYMEHTOB.

2. BbIsBUTH 0COOCHHOCTH O(OPMIIEHHS PEKBU3UTA «aBTOP», OMHUCATh COCTAaB OJIaHKAa U €ro

BU/IBL.

3. I3y4nTh TEKCT JOKYMEHTA.

4. Onucath NOPSAJOK aIpecCOBaHUs JOKYMEHTA.

5. Bemwmcare AaTel CcOCTaBieHHs, OOpaOOTKH, MOANUCAHUS M Jp., yKa3aTb MECTO HX
pacrnosoKeHusl.

6. IIpoanann3upoBaTh XapakTep yIAOCTOBEPEHUS TOKYMEHTA.

7. OnucaTh BUALI OTMETOK.

8. CocTaBUTh (HOPMYJIISAPHI 2-X TOKYMEHTOB.

Yka3aHus 110 BbINOJHEHHIO 32 JaHUH

1. Hauynnate paboTy cleayeT ¢ paccMOTpPEHHs el YYpeKIeHHsS. BBIABUTH U BBIIHCATH
Ha3BaHMsI BUJIOB JOKYMEHTOB:

- M3/1aBa€MbI€ BBILIECTOSIMMH OpraHamH;

- IOChLIIAEMbI€ PABHBIM YUPEKACHUSIM;

- IPE/ICTABIISIEMBIE B BBIIIECTOSIINE YUPEIKICHUS;

- 0OpMIISIIOIINE BHYTPEHHIOIO 1€ATEIbHOCTb.

N3 «Kparkoro cnoBapssi BHUAOB U Pa3HOBUIHOCTEN JTOKYMEHTOB» BBIIIUCATh OINPEIECICHUS
BBISIBIICHHBIX BUJ0B T0OKyMeHTOB XIX B.

2. Onucate MOpSAAOK OPOPMIICHHMS PEKBU3UTA «aBTOP» B Pa3IMYHBIX BHUJAX JIOKYMEHTOB,
BBIIIMCATh HECKOJIBKO THUIOB OJIAaHKOBBIX HaJAMUCENl U ompeaenuTh ux coctaB. [lo kommekcy
JOKYMEHTOB TPOCIEIUTh, KaKue BHJbl JOKYMEHTOB MUIIyTCS Ha OJlaHKaX, Kakue 0e3 0003Ha4YeHHus
OJIAaHKOBBIX HAJIIUCEH.

3. Ilpoananu3upoBaTh HECKOJIBKO BHJIOB JOKYMEHTOB, YKa3aB CTPYKTypy TEKCTa, BBIIMCAB
IpUMEpPbl IPUMEHEHUS  «KAaHLEIAPHU3MOB». OTMETUTb, HACKOJBKO YCWIWJIACh  TEHICHIMS
TpadapeTusanuu (BbIMUCATh MPUMEPHI TpadapeTHBIX U TUITOBBIX TEKCTOB).
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4. Tlpu omucaHuU TOPSAIKA aAPECOBAHUS YCTAaHOBUTH 3aBUCUMOCTb O(GOpPMIICHHS PEKBH3UTA
«anapecaty OT HUepapxuu yupexjaeHui. [IpuBectu mpumepsl aApecoBaHUs B BBIIIECTOSIINE, PABHBIE U
HUKECTOSIIEE YUPEHKICHUS.

5. Belnmucars npuMepsl JaTUPOBKU M NIEPEBECTH AaThl Ha HOBbIM cTuib. B XIX B. pasHuna
MEXy CTWIAMH paBHsuiach 12, B XX B. — 13 nHsMm.

6. Brimucars npumepsl MOJNUCAHUS JTOKYMEHTAa B HMHCTAHIUSAX PAa3HOM MOJYMHEHHOCTH H
OIHCAaTh COCTAB MOJIHUCH.

7. Beinucath OTMETKH Ha IOKYMEHTaX M yKa3aTh UX Ha3HAYEHUE, MECTO MPOCTaBICHUSI.

8. ©opMyIIsIpbl TOKYMEHTOB COCTABUTH I10 CXEME, NMPEAJIOKEHHOI B TPETHEM 3aHATHH.
KoHuTpoJbHbIe BOIPOCHI:

1. B yem nposiBunack TeHACHINS K YHUGUKAIUK GOPMBI U TEKCTa JOKYMEHTA ?

2. Yto Takoe TpadapeTHBI U TUIIOBOI TEKCTHI ?

3. HazoBuTe cocraB GaHka JOKyMeHTa ?

4. Yem onpenensiiics XapakTep aapecoBaHus JOKYMEHTa ?

HcTroynuku u qureparypa

Nctounuku:

beikoBa T.A. JlokyMeHTanmoHHOe oOeclieyeHue yIpaBieHHs  (JeTONpPOU3BOJCTBO)
[DnexTpoHHEI pecypc]; yaeOnoe mocodue/ T.A. beikoBa, T.B. Ky3Henona. -2-¢ u3n. nepepad. U JOII.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/
Pa3jnarounblii MaTepuaJ K 3aHATHAM

1. dena yupexnenuii 19 B.

2. Kpartkuii cioBapps BUIOB M Pa3HOBUIHOCTEN JOKYMEHTOB.

Tabmuna
AHaiuz opopmiieHHs pekBU3UTOB JOKyMeHTOB B XVI- XIX BB.

HanMeHoBaHMEe TOKYMEHTOB OcobeHHocTH 0(hOpMIICHHUS] PEKBU3HTA
B XVI-XVII BB. B XVIII B XIX
B. B.

Bun noxymenra

ABTOp

Anpecar

Tekcr:

BBEJICHHE

OCHOBHAs 4acTh

3aKJII0UYEHUE

5. Jater
COCTaBJICHUS
MOJTyYEHUs
perucTpanuu

6. CocraB ynocToBepeHHs

7. OTMETKH Ha IOKYMEHTE

oY

Dopmyssip 1oKkymMeHTa XX Beka. —

Llenp 3aHATUS — U3yUYEHHE Pa3BUTHS M 0COOEHHOCTEW (POPMYIISPOB CIyKEOHBIX JOKYMEHTOB
XX B.

B pesynbTare BhIOTHEHUS 3aJJaHUN CTYAECHT JIOJIKEH:

— umemv npeocmagieHue O  PETNIAMEHTALMM  Ipolecca  JOKYMEHTUPOBAaHHMS B
3aKOHOJATENbHBIX aKkTaXx XX B., pa3BUTUU (GOpMYJsipa JTOKYMEHTa, TEHISHIMAX TpadapeTH3anuu
JOKYMEHTOB;

— 3Hamb BUIBI TOKyMEHTOB XX - B., OCOOCHHOCTH UX O(opMIiIeHHus, cocTaB (popmyisipa,
NOsIBJICHHE OJIAHKOB M UX BH[bI, MOSBJIEHUE OTMETOK Ha JJOKYMEHTAX, OTPAKAIOLINX UX JABHKEHHE B
YUPEXKACHUHU U padOTy ¢ HUMH.
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— yYMeTb aHAJIM3UPOBATh KOHKPETHbIE TOKYMEHTHI XX B.; COCTaBIAA UX (POPMYIISAPHIL.
3amaHus Ui CaMOCTOSTEIIbHOM PabOThI

1. 3y4uuTh BUIIBI U PA3HOBUIHOCTH JJOKYMEHTOB.

2. BbIIBUTH OCOOCHHOCTH O(OPMIICHHSI PEKBU3HUTA «aBTOP», OMHCATh COCTaB OJaHKA U €ro
BU/IBL.

3. U3yuuTh TEKCT JOKyMEHTA.

4. OnucaTh NOPSAOK apecoBaHUs TOKyMEHTA.

5. Brbmmcars AaThl COCTaBIEHHs, OOpaOOTKH, MOANMMUCAHHUS M Jp., yKa3aTb MECTO UX
PacmoIoKeHusl.

6. IIpoananu3upoBaTh XapakTep yAOCTOBEPEHUS TOKYMEHTA.

7. OnucaTth BUIBI OTMETOK.

8. CocTaBUTh (HOPMYIISAPHI 2-X TOKYMEHTOB.
HcTouHukM U quTeparypa

beikoBa T.A. JlokymeHTanmnoHHOE oOeclieueHrue ympaBlieHUs  (IeJIOMPOU3BOJICTBO)
[DnexTpoHHBbI pecypc]; yueOnoe nmocobue/ T.A. brikopa, T.B. Ky3unenona. -2-e uza. nepepab. u AOI.
— Mockga: Uudpa-M, 2018. -304 c. — Pexxum poctymna: hitp://znanium.com/go.php?id=942800/
Pa3naTounblii MaTepuaJ K 3aHATHAM

1. dena yupexaenuii 20 B.

2. Kpatkuii cinoBapb BUI0B U Pa3HOBHIHOCTEH JOKYMEHTOB.

3. COOpHUK 3aKOHOAATEIBHBIX aKTOB IO Nenonpou3BoAcTBY (1917-1970rr.) — Yueb. mocobue
nox pea. A.3. Jlusmuna. — M. MITUAU, 1973. — 157 C.

Tema 4. ®opMyJIIp COBPEMEHHOI'0 YIIPABJIEHYECKOIr0 JOKYMEHTA: MpaBujia 0()opMJIeHUs
PEKBH3UTOB

[lenp 3aHATHS — W3YYEHHE COBPEMEHHBIX TpeOOBaHUN TOCYJapCTBEHHBIX CTAHIAPTOB H
HOPMaTHUBHO-METOIMYECKUX aKTOB K OPOPMIICHUIO CITY>KEOHBIX TOKYMEHTOB.

B pe3ynbpTare BbINOJHEHUS 3aaHUI CTYJIEHT JOJIKEH:

— umemp npedcmagnenue O TEHACHIMSIX PAa3BUTHS TOKYMEHTAa W NPUHLMIIAX MOCTPOEHUS
bopMynsgpa-o0pasia OpraHu3alMOHHO-PACTIOPATUTENBHBIX TOKYMEHTOB;

— 3Hamp COCTaB PEKBU3UTOB U TpeOOBaHUS TOCYJApPCTBEHHOI'O CTaHJApTa K O(OPMIICHHUIO
JIOKYMEHTA.

— 3HaTh COCTaB PEKBU3UTOB U TpeOoBanus I[lpaBuin nemonpoun3BoicTBa B (enepaibHBIX
opraHax MCIOJHUTEIbHOU BIACTH U METOANYECKUX PEKOMEH/IAlMM K COCTABIIEHUIO JOKYMEHTOB.

— yMeThb MPOCKTUPOBATh OJAaHKU JOKYMEHTOB YUPEXKJICHHH W HMETh HaBBIKM PabOTHI C
rocyJapCTBEHHBIMH CTAHAAPTAMU U METOJAMYECKUMHU YKa3aHUSMHU 10 UX BHEIPEHUIO U IPUMEHEHHIO.
3aganus 1J151 CAMOCTOAATEIbHOM padoThl

M3yunTh KOMIUJIEKT HOPMAaTHBHO-METOAMYECKUX JOKYMEHTOB 10 JIOKYMEHTHPOBAHMIO
YIPaBIEHYECKOU NeATENbHOCTH | MeToauuecKkue pPeKOMEHJAlMu IO pa3paboTKe HHCTPYKUUH IO
JIEJIONPOU3BOJICTBY B TOCYIJapCTBEHHBIX OpraHax, OpraHaXx MECTHOIO CaMOYNpAaBIICHUS, YTB.
[Tpukazom Pocapxusa ot 24.12.2020 Ne 199.

[IpuMepHasi MHCTPYKILHMS MO JAEJIONPOMU3BOACTBY B TOCYAAPCTBEHHBIX OpraHU3AlUSAX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexxum mocryma:
http://www.consultant.ru/document/cons_doc_LAW 305137/.

I'oCt P 7.0.97-2016. Haumonanbhubiii cranaapt Poccuiickoit ®enepanun. Cucrema
CTaHIapToB MO0 wuHpOpManuu, OUOTMOTEYHOMY | H3AaTelIbCKOMY JAeny. OpraHu3anroHHO-
pacriopsiiuTeNbHas JOKyMeHTarus. TpeOoBaHus K OQOPMIIECHUIO JOKYMEHTOB // [DIEKTpOHHBINA
pecypc]. — M., 2019. Pexxum nocryma: http://www.consultant.ru/document/cons_doc_ LAW_216461/.

1. Mzyuuts 'OCT P 7.0.97-2016 c TpeGoBanusiMu K 0OPMIICHHIO JOKYMEHTOB, ONPEACINUTD
€ro CTPYKTYpY, COCTaB pa3/eioB.

2. M3yunts TpeboBanus 'OCTa k O1aHKy JOKYMEHTA.

3. [Ipoananu3upoBaTh MPEATOKEHHYIO KOJUICKIIMIO JOKYMEHTOB, OIPENCIUTh PEKBU3HTHI,
yKa3aTh HEJJOCTaTKU B UX PACIOJIO0KEHUHU U 0(OPMIICHHUH.



http://znanium.com/go.php?id=942800/
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4. CocTaBUTh HAa OCHOBAaHMHM Pa3qaTOYHOTO Marepuaja OJIaHKW (OOmUNA W I TMHChMA)
OpraHM3aliii U TPEANPUIATHNA PATUYHBIX (OPM COOCTBEHHOCTH C BapHaHTAMH MPOJOJIBHOTO U
YIJIOBOTO PACMOIOKEHUS PEKBU3UTOB.

Yka3aHus 10 BHINOJIHEHHIO 3a/1aHUS.
1.M3yunuth TpeboBaHus K cOCTaBy U OGOPMIICHHIO PEKBU3UTOB JIOKYMEHTOB M OJaHKOB,
n3noxkeHHele B “IIpaBuiax nenonpou3BOACTBA B T'OCYJIAPCTBEHHBIX OpPraHax, opraHax MECTHOTO
caMOyIIpaBJieHUs’, YTBEPXKICHHBIX MpukazoM PocapxuBa ot 22.05.2019 N 71. (cMm. pazgen 2
“JIOKyMEHTHUPOBAHHE YIIPABICHUYECKOM JESITEIIbHOCTH )
2. N3yuuth TpeOoBaHus K 0GOpMIICHHIO OJAHKOB M PEKBU3UTOB JOKYMEHTOB N0 HamuonanbHOMY
crangapty ['OCT P 7.0.97-2016 “Cucrema crangaptoB 1o uH(poOpManuu, OUOIMOTEYHOMY U
u3narenbckomy  geny.  OpraHu3allMOHHO-PAcHoOpsAIUTENbHAs — JOKyMeHTauus. TpeboBaHus K
0 OpPMIICHUIO TOKYMEHTOB .
3. Uzyunth TpeOoBaHus “MeTONMYECKHX PEKOMEHIAHMK IO pa3paboTKe HHCTPYKIHMHA TI0
JICJIONPOU3BOJCTBY B TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOIO0 caMOylpaBieHus",
yTBEpKACHHBIX TIpuka3zoMm Pocapxusa ot 24.12.2020 N 199 k 6iankaMm U peKBU3UTaM JOKYMEHTOB
(npunoxenus 2, 3).
4. V3yuuTh NMPEASIOKEHHYIO KOJUICKIUIO (3-5 MOKYMEHTOB) U aHAIMU3HUPYs TOKYMEHTBHI, BBISBHUTH
HefocTaTku B odopmiieHUU OjaHkKa (OTCYTCTBHE HEOOXOIMMBIX PEKBU3UTOB WM TPABHILHOCTH
o opMIIeHUS UMEIOLIUXCS); ONPEICTUTh MPABUIBLHOCTH PACTIONOKEHHS U 0QOPMIICHUS! PEKBU3UTOB
JIOKYMEHTa (3arojoBKa, JaThl U MHJEKCa, MOJANUCH, OTMETOK O IMOCTYIJIEHUM M HalpaBiICHUU
JOKYMEHTA B JIeJIO U Jp.).
5. Ha ocHOBe pa3fgaTodHoro marepuaia ClipoeKTHPOBATh OJIAHKU JOKYMEHTOB KOHKPETHBIX
OpraHM3alyii ¥ TOCYJapCTBEHHBIX OpraHoB B cooTBeTcTBUU ¢ TpeboBanusmu ['OCT P 7.0.97-2016.
KoHTtposbHbIE BOITPOCHI

1. lepeunciure BUABI HOPMATUBHBIX AaKTOB, pPETIAMEHTHPYIONIME JTOKYMEHTHPOBAHHE
YIPaBIEHYECKON JeSITEbHOCTH.

2. Yem pasnuuaroTcs obmumii 61aHK ¥ 6NaHK NHChMA, 6JIaHK KOHKPETHOTO BU/IA JOKYMEHTA.
HUcTouynuku u aureparypa

Nctounuku:

@DenepanbHbli  KOHCTUTYLMOHHBIM 3akoH oT 25 gekabps 2000 r. Ne 2-®K3 «O
lNocynapctBennom repde Poccuiickoit denepanuny // [DnektponHbIil pecypc]. — M., 2019. — Pexum
nocryma: http://www.consultant.ru/document/cons_doc_LAW_29674/.

[IpaBuiia  nenompou3BOACTBA B TOCYJApCTBEHHBIX — OpraHax, OpraHax MECTHOIO
camoympaBienus, yTB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [DnekrponHslit pecypc]. — M.,
2021. — Pexxum noctyma: http:// https://base.garant.ru/72291836/.

Metoauueckiue peKOMEHJAMK MO0 pPa3paboTKe WHCTPYKIMHA TO JIEJIONPOU3BOJACTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMmoymnpanieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [DOnektponHwii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

IIpumepHass MHCTPYKLUS IO JEJIONPOM3BOJACTBY B T'OCYJAapCTBEHHBIX OPraHU3alMsX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnexktponHslii pecypc]. — M., 2019. Pexxum nocryma:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'oCt P 7.0.97-2016. Haumonanbnbii cranaapt Poccuiickoit ®enepaunun. Cucrema
CTaHJApTOB N0 HHpOpMaLuu, OHOIMOTEYHOMY U H3JAaTeNbCKOMY Jneny. OpraHu3alloHHO-
pacropsiiuTeNbHas JOKyMeHTarus. TpeOoBaHuss K O(QOPMIICHHIO JOKYMEHTOB // [DIEKTPOHHBIN
pecypc]. — M., 2019. Pexxum nocryna: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXWBHOE J€710. TepMHUHBI W OMNPEAEICHUS.-
[DnexrponHsIii pecypc]. — M., 2019. Pexum JOCTyIa:
http://www.consultant.ru/document/cons_doc LAW_163800/.

Jlureparypa:



http://www.consultant.ru/document/cons_doc_LAW_29674/
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beikoBa T.A. JloKyMeHTamHOHHOE OOecleYeHHEe  yMpaBICHHS  (ICIOMPOHU3BOJICTBO)
[DnexTpoHHEI pecypc]; yueOnoe nocodue/ T.A. brikoBa, T.B. Ky3uernona. -2-¢ uza. nepepab. u Aor.
— Mocksa: Mudpa-M, 2018. -304 ¢. — Pexxum noctyma: http://znanium.com/go.php?id=942800/
Pa3naTounblii MaTepHuall K 3aHATHSM:

- TOCT P 7.0.97-2016. HauuonanbHbiii ctangapT Poccuiickoii ®enepauun. Cucrema
CTaHIApTOB 1O MH(OpPMaUWU, OUOIMOTEUHOMY U H3AaTeNbCKOMY jeny. OpraHu3anuoHHO-
pacrnopsauTenbHas JoKyMeHTanus. TpeGoBanus K 0hOpMIEHUIO JOKYMEHTOB.

- IlpaBuma nenompou3BOJACTBA B TOCYNAapCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoyrmpasieHus, yTB. IIpukazom Pocapxusa ot 22.05.2019 Ne 71 // [Dnexkrponusii pecypc]. — M.,
2021. — Pexxum noctyma: http:// https://base.garant.ru/72291836/.

MeTtoauueckre peKOMEHIAlMU IO pPa3pabOTKe WHCTPYKUMHA 1O JEJIONPOU3BOJCTBY B
rOCy/IapCTBEHHBIX OpraHaxX, OpraHax MECTHOTO caMmoympaBieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [Dnekrponnsii pecypc]. — M., 2021. — Pexum gocryma: hitp://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHass MHCTPYKLHUS MO JEJIONPOU3BOJACTBY B T'OCYAapCTBEHHBIX OPTraHU3AlMSX, YTB.
[Tpukazom Pocapxua ot 11.04.2018 Ne 44) // [DnexTpoHHsbIid pecypc]. — M., 2019. Pexxum nocryma:
http://www.consultant.ru/document/cons_doc LAW_305137/.

— Komnnekius 10KyMeHTOB.

Tema 5. OpraHu3anuoHHbIe, PACHOPSAIUTEIbHbIE M HH(OPMANMOHHO-CIIPABOYHbIE

AOKYMEHTBI
JloKkyMEHTHpPOBaHHE PACHOPSAUTEIBLHON AEATEIbHOCTH —
Llenp 3aHsATHS — uU3y4deHHE TpeOOBaHUII TOCYJAapCTBEHHBIX CTaHAAPTOB U HOPMATHBHO-

METOAMYECKUX aKTOB K COCTaBJICHUIO M O(POPMIICHHIO PACHOPSAUTENBHBIX JTOKYMEHTOB, MOJyYeHHE
HaBBIKOB UX COCTABJIEHUS U O(POPMIICHUS IO 3aJJaHHBIM CUTYaLUSIM.

B pe3ynbrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJDKEH:

— umemp npeocmagienue O CUTyalUsX, TpeOYIOIUX M3AaHUSA PaACIOPIIUTEIBHBIX
JTIOKYMEHTOB;

— 3Hamb BUIBl PACIOPAAMTENbHBIX JOKYMEHTOB, COCTaB pPEKBU3UTOB (opmyispa
pacnopsAMTENBLHOTO IOKYMEHTA U TPEOOBAaHUS K X COCTaBJICHUIO U O(OPMIIEHHIO.

— yMeTb COCTaBJIATh U OhOPMIIATH PACHOPSAUTENbHBIE JOKYMEHTBHI 110 33/1aHHBIM CUTYalUsIM
Y UMETh HABBIKU UX 0()OPMIICHHS Ha KOMITBIOTEPE.
3agaHusA 1JIs1 CAMOCTOSITEIbHOM PadoThI

1. Y3yunth TpeOoBaHUS, IPEABIBISIEMbIE K COCTABICHUIO U OPOPMIIEHUIO pacIOPSAIUTENbHBIX
JOKYMEHTOB.

2. CocTaBuTh B 0OPMHUTH TIPUKA3 TIO OCHOBHOM JIEATEITEHOCTH.

3. CoctaBuTh U OPOPMHUTH PACTIOPSKEHHE.

Yka3aHus no BbINOJHEHHIO 32 IaHUS

1. YTouHHUTb cOCTaB pEKBU3UTOB, BXOJAIIUX B (POPMYJISIp PUKa3a, pacOPsKEHUS.

M3yunte TpeGoBanusi MeToauveckue pEeKOMEHAAMN 10 pa3paboTKe WHCTPYKIUNA TI0
JEJIONPOU3BOJCTBY B TOCYJAapCTBEHHBIX OpraHaxX, OpraHax MECTHOTO CaMOYINpaBJIEHUS, YTB.
[Ipukazom PocapxmBa ot 24.12.2020 Ne 199, IlpumepHON HHCTPYKLUMHU IO JEIONPOU3BOJCTBY B
roCy/IapCTBEHHBIX OpraHm3auusx, yTB. IIpmkazom PocapxuBa ot 11.04.2018 Ne 44) k cocraBy
PEKBHU3UTOB U CTPYKTYpE TEKCTa MpUKa3a M0 OCHOBHOM J1eATEIbHOCTH.

YTOUHUTH pa3Inyus B COCTaBICHUM IPUKA3a [0 OCHOBHOW JEATEIBHOCTH U IO JUYHOMY
cocTaBy, oOpalasi BHUMaHHE Ha MOPSIOK OPOPMIICHUSI CChUIKH (YIIOMUHAHUS) HA APYTOil TOKyMEHT U
YHU(UKALNIO TEKCTOB MPUKA30B 10 JINYHOMY COCTaBY.

2. CocTaBUTh TOKYMEHTHI Ha OCHOBE MPEUIOKEHHBIX MTPETIO/IaBaTeIIeM CUTYaIINH.
KoHTpoJsbHbIe BONpPOCHI

1. Tlepeuncnute peKBU3UTHI, BXOJAIINE B (OPMYIISIp IPUKa3a.

2. HazoBuTe cTpyKTypy IpHUKa3a 10 OCHOBHOU JEATEIbHOCTH.

3. Uem oTnuyaeTcst CTpyKTypa TeKCTa IIpHKa3a [0 JIMYHOMY COCTaBy M OCHOBHOM
NESTEILHOCTH.
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4. HazoBuTe CpOKM XpaHEHHS MPUKA30B.

5. HazoBuTe peKBU3UTHI, BXOAAIINE B (HOPMYJIISIP PACTIOPSIKECHUS.

6. UeMm oTimyaeTcsi CTPyKTypa TEKCTa paCHOPSKEHHs OT MpUKa3a M0 OCHOBHOM IS TEIbHOCTH.
HcToyHuku u 1uTepaTrypa

Hcrounuku:

Metoanueckiue peKOMEHJAMK MO0 pPa3paboTKe WHCTPYKIHMHA TIO JIEJIONPOU3BOJACTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camMmoymnpamieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [Dnekrponnsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW 373895/

[IpumepHass MHCTPYKLUS O JENONPOU3BOJICTBY B TOCYAApPCTBEHHBIX OpPraHU3ALUsX,
yTB. Ilpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Onextponssiii pecypc]. — M., 2019. Pexum
[TocranoBnenne IlpaButensctBa P® or 15.06.2009 Ne 477 «0O06 yrBepxxkaenun llpaBun
JeJIONPOU3BOJCTBA B (efiepalbHBIX OpraHaxX HCIOJIHUTEIbHOU BiacTuy»// [DNeKTpoHHBINH pecypc]. —
M., 2019. — Pexxum nocryna: http://www.consultant.ru/document/cons_doc_LAW 88695/.

I'oCT P 7.0.97-2016. HauuonanbHbii ctranaapt Poccuiickoit ®enepanun. Cucrema
CTaHIApTOB 1O HHPOpManuu, OHOIMOTEYHOMY U H3AaTelbcKoMy aeny. OpraHu3anuoHHO-
pacnopsauTenbHas JOKyMeHTanus. TpeOoBaHMS K O(QOPMIICHHIO JOKYMEHTOB // [DIEeKTpOHHBIN
pecypc]. — M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc_ LAW_216461/.

Jlureparypa:

beikoBa T.A. JlokymeHTanmnoHHOE oOeclieueHue ympaBlieHUs  (IeIOMPOU3BOJICTBO)
[DnexTpoHHBI pecypc]; yueOnoe nmocobue/ T.A. brikoBa, T.B. Ky3uenona. -2-e uza. nepepab. u Aor1.
— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/
Pa3naTounblii MaTepual K 3aHATHSAM:

Metoanueckiue peKOMEHJAMK MO0 pPa3paboTKe WHCTPYKIHMHA TIO JEJIONPOU3BOJICTBY B
rOCy/apCTBEHHBIX OpraHaxX, OpraHax MECTHOTO camMmoymnpaBieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [DOnektponHsiii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[TpumepHass MHCTPYKLIHUS TIO JEIONPOU3BOJCTBY B TOCYJApCTBEHHBIX OpPraHU3AIUAX, YTB.
ITpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Onexrponnslii pecypc]. — M., 2019. Pexxum 'OCT P
7.0.97-2016. HamuonaneHbiid cranmapt Poccuiickoit ®enepanmu. Cucrema CTaHIapTOB —TIO
uHpopmanuy, OUOIMOTEUHOMY U U3JATENbCKOMY Jeny. OpraHu3zalliOHHO-PACTIOPSIUTEIbHAS
nokymMmeHTanus. TpeboBaHus K 0POPMIIEHHUIO IOKYMEHTOB.

Anp60M yHUPHUIMPOBAHHBIX (OPM MEPBUYHON YUETHON TOKYMEHTAIIMU M0 YUETY TPyAa U €To
OILIaThl, YTBEPKA€HHBIN mocTanoBiaeHreM ['ockomcrata PO ot 05.01.2004 Ne 1.

Matepuansl ¢ UHANBUAYAIBHBIMHU 3aJaHUSIMU JIJISI CAMOCTOSITEIbHOTO COCTaBJICHHS MPUKA30B
Y PacHoOpsKEHUM.

JlokyMeHTHpOBaHNE AeATEJbHOCTH KOJJIeTHAJbHbIX OPraHoOB

Llenp 3aHATHSA — U3yueHUe TpeOOBaHUH K JOKYMEHTaM, CO3aBacMbIM B MPOIIECCE MOATOTOBKHU
1 00CITy>)KMBaHUS COBEIIAHU.

B pesynbrare BbIIONHEHUS 3aJaHUN CTYACHT JIOJKEH:

— umemb npeocmasiieHue O BUIAX KOJUIETHAIBLHON JEATETRHOCTH W TIOpsaKe €&
JIOKYMEHTHUPOBAHUS;

— 3Hamp COCTaB JOKYMEHTOB, CO3/1aBaéMbIX NPH IOJTOTOBKE COBEIIAHWMA, TPEOOBAHUS K
(dbopMyIIsSIpy MPOTOKOIIA, TOPSAKY €r0 COCTaBIEHUS U OhOpPMIICHUS;

— yMeThb COCTaBIATh U OQOPMIISATH MPOTOKOA M JOKYMEHTBI, CO3JaBa€Mble B MPOIECCE
IIOJITOTOBKH COBCIIIAHUS.

— yMeTb COCTaBJISITh M OPOPMIISATH BBITUCKY U3 MMPOTOKOJIA.

— YMeTb COCTaBISTh M O(DOPMIISITE PEIICHHE.
3aganus 1J151 CAaMOCTOATENbHON padoThI

1. U3yuuth TpeOOBaHUS, MPEABABISIEMbIE K COCTAaBICHUIO W O(POPMIICHHIO TMPOTOKOJIA U
pereHusl.
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2. CocTaBUTh NpUTIIAIIEHUE HA 3aCeIaHNUE.

3. CocTaBUTh MPOTOKOJ COBEILIAHHS.

4. OpopMHUTH BBIIMKCKY U3 TPOTOKOJIA.

5. Odopmurts perieHue.

Yka3aHus 10 BbINOJIHEHHIO 3a/1aHUS.

1. YTouHUTbH 3Tanbl MOATOTOBKHU COBEIIAHMM M BUJIbI JOKYMEHTOB, CO3/JaBa€MbIX Ha KaXKJIOM
sTarne (MoBecTKa JIHA, CHUCKU YYACTHUKOB U T.1.).

2. YTOUHUTH OCOOCHHOCTH (HOpMYJIsipa MPOTOKOIA, TPEOOBAHUS K PEKBU3UTAM, U3JIOKCHHBIC B
roCy/IapCTBEHHOM CTaHAAapTe U METOJUYECKHMX PEKOMEHJAlUAX, oOpaias BHHMaHUE Ha COCTaB
nH(pOpMAaIUU B TEKCTE POTOKOJIA, OCOOCHHOCTH €T0 MOIMUCAHUS, CPOKH OPOPMIICHHS.

3. Ompenenuts pazanuus TpeOOBaHHM K MPOTOKOIY OJTHOMY M KPaTKOMY.

4. CocTaBUTh CaMOCTOSITEIbBHO Ha OCHOBAaHMM Pa3/laTOYHOIO0 MaTepuaia IMpPOTOKOJ, BBIIHCKY
U3 MPOTOKOJIA, PELICHHE.

KouTpoJbHbIe BOpochI:

1. INepeuncnure pekBU3UTHI, BXOAAIIME B (HOPMYIISP IPOTOKOIIA.

2. HazoBuTe CTPYKTYpy TEKCTa MPOTOKOJIA.

3. B 4éM oTIMuMe IPOTOKOIIA MOIHOTO U KPaTKOro.

4. Ykaxure NOpANOK NOATOTOBKH COBELIAHMS M KaKME JOKYMEHTHI CO3Jal0TCi B XOJE
MOATOTOBKH.

5. Ilepeuncnure peKBU3UTHI, BXOAAMIHNE B (POPMYJISAP PELICHUS.

6. B uem Ha3HaYeHHUE BBIIUCKHU U3 IIPOTOKOJIA.

HUcTouHuku u JuTepatypa

Hcrounuku:

Meronuyeckue pekoMEeHAAalud 10 pa3paboTke MHCTPYKUUI 10 JEJIONpPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camMmoymnpaBieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [DOnektponHsii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHasi MHCTPYKIMS MO JACJIONPOU3BOACTBY B TOCYAAPCTBEHHBIX OpraHU3aIUsiX, YTB.
ITpukazom Pocapxusa ot 11.04.2018 Ne 44) // [OnextponHslii pecypc]. — M., 2019. Pexxum nocryna:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hamumonanwsubii ctangapT Poccuiickoit ®enepanuu. Cucrema
CTaHAApTOB 1O uWH(pOpManuu, OUOIMOTEYHOMY U HU3JaTeNbCKOMYy Jneny. OpraHu3almoHHO-
pacnopsauTenbHas JOKyMeHTalus. TpeboBaHus K OQOPMICHHIO ITOKYMEHTOB // [DIEeKTpOHHBIN
pecypc]. — M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlenmonpou3BOACTBO U AapXUBHOE Je€10. TepMUHBI U ONpeaeTIeHUsI.-

[DnexTpoHHBIT pecypc]. - M., 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons doc LAW 163800/.
Jlureparypa:

beikoBa T.A. JlokymeHTanmuoHHOe oOecreueHrne ympaBieHus  (JIeIOMPOU3BOJICTBO)
[DnexTpoHHbI pecypc]; yueoHoe mocodue/ T.A. brikosa, T.B. Ky3neuosa. -2-e uza. nepepal. u gom.
— Mocksa: Mudpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/
Pa3zaarouynbiii MaTepuas K 3aHATHAM

MeTtoauueckie peKOMEHIAlMu MO pPa3pabOTKe WHCTPYKIHMM IO JIeJIONPOU3BOJCTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMmoylpaBieHus, yTB. [Ipumkazom PocapxuBa oT
24.12.2020 Ne 199 /I [DOnektponusiii pecypc]. — M., 2021. — Pexum gocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.
[IpumepHass MHCTPYKIMS N0 JAEJIONPOU3BOACTBY B TOCYJAapCTBEHHBIX OpraHu3auusax, yTB. [Ipukazom
PocapxuBa ot 11.04.2018 Ne 44) // [DOnexkrtponssiii pecypc]. — M., 2019. Pexum npocryna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

MaTepI/IaJIBI C HWHIUBUAYAJIBbHBIMU 3aJaHUAMU JII  CAMOCTOATCIBHOIO  COCTAaBJICHUA
JIOKYMEHTOB.
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CocraBnenue nHHOPMaLMOHHO-CIIPABOYHBIX IOKYMEHTOB —

Llens 3aHATHS — W3y4YCHHE HA3HAYEHUS WH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB U
0COOEHHOCTEH 0(hopMIIEHUS KaXI0T0 BUAA 3TOM IPyIIIbl JOKYMEHTOB.

B pesysbrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJDKEH:

— umemp npeocmaegieHue O TUIOBBIX CHUTyalusiX, O(OPMISEMBIX YHUPHUIMPOBAHHBIMU
dhopMamMu HHGOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB;

— 3namp BUIbl HHQOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB; TpeOoBaHUSA K (QopMyIsipy
Ka)KJI0ro BUJIA;

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

1. 3yunTs mpaBuia cocTaBieHUs U 0(hOpMIICHUS HHPOPMALMOHHO-CIIPABOYHBIX JJOKYMEHTOB,
o0paTuB BHUMaHHE Ha OCOOCHHOCTH TPEOOBaHUH K KaXXI0OMY BH]Y.

2. CocraButh U odopmuth B coorBerctBum ¢ TpeboBanusmu ['OCT P 7.0.97-2016 u
MeToauuecKknX peKOMEHJaIN:

® JOKJIAJHYIO 3aMHUCKy (BHYTPEHHIOIO U BHEIIHIOKO);

e OOBSICHUTENBHYIO 3aMMCKy (BHYTPEHHIOKO U BHEIIHIOK);

® CIpaBKY;

® aKT;

e nuchbMa (rapaHTUiHOE, HAIOMUHAHUE, IPUTJIALIEHHUE, YBEIOMIICHHUE, PEKJIAMaIUIO U T.11.).
Yka3aHus 110 BINOJHEHUIO 32 JaHUS

1. VrounuTs BUaB HHGOPMALMOHHO-CIPABOYHBIX JOKYMEHTOB M NP KaKHX yIpPAaBIEHYECKUX
CUTYalUsX OHU CO3/Ial0TCA.

2. BBIABHTH 0COOEHHOCTH Ka’/I0T0 BU/1a HH(POPMAIIMOHHO-CIIPABOYHOTO JTOKYMEHTA.

3. H3yuuts TpeGOBaHUS TOCYIAPCTBEHHOIO CTAHAAPTA K 0(OPMIICHHUIO PEKBU3MTOB, BXOISAIINX
B TUTIOBOU (hOPMYJISIp KaXKA0T0 BUAa HHPOPMAIITMOHHO-CIIPABOYHOTO TOKYMEHTA.

4. CocTaButh U 0POPMHUTE JOKYMEHTHI B COOTBETCTBUM C MONYYEHHBIMH 3aJaHUAMU.
KoHnTpoJsbHbIe Bonpockl

1. JlaiiTe omnpeneneHue U yKaXKUTE TUTIOBOU (HOPMYJIISIp:

JOKJIaJIHOU 3alUCKY;

O00BACHUTEIIHLHOM 3aIIMCKH;

CIPaBKH;

aKTa;

CITy»eOHOro MUChMa (HA30BHUTE €r0 Pa3HOBUIHOCTH);
VYkaxure 0COOEHHOCTH O(POPMIICHHS ITUCEM.

B uém ocoOeHHOCTh 0(opMIIEHHS MHCbMa-0TBETA.
Kakune TpeboBaHMs NPEIbIABIAIOTCS K TEKCTY ITHCEM.
HcTouHukM U quTeparypa

HcrouHuku:

MeTtoauueckre peKOMEHAAlNU M0 pa3pabOTKe WHCTPYKLIMH IO JEJONPOU3BOJACTBY B
roCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympaBieHus, yTB. Ilpukazom PocapxuBa ot
24.12.2020 Ne 199 /I [DOnektponHsii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass MHCTPYKIMS N0 JAEJIONPOU3BOJICTBY B FOCYJapCTBEHHBIX OpraHu3anusax, yTB. [Ipukazom
PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHblii pecypc]. — M., 2019. Pexum nocryna:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HanuonaneHblii crangapt Poccuiickoit @enepauuu. Cucrema
CTaHIapTOB MO HH(OpManuK, OUOIMOTEYHOMY M HU3JAaTelIbCcKoMy Jeny. OpraHuzauoHHO-
pacriopsiiuTenbHas JOKyMeHTauus. TpeGoBaHuS K O(OPMIICHUIO TOKYMEHTOB // [DIEKTpOHHBIH
pecypc]. — M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.

AWN O o o o o
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I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M AapXWBHOE J1€J10. TE€pMHHBI WU OMNPEACICHUS.-

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

beikoBa T.A. JlokyMeHTanmuoHHOE oOeclieueHrne ympaBJIeHHs  (IEIOMPOU3BOJICTBO)
[DnexTpoHHEI pecypc]; yueOnoe nocodue/ T.A. brikoBa, T.B. Ky3uenosa. -2-¢ uza. nepepab. u Aor.
— Mocksa: Mudpa-M, 2018. -304 ¢. — Pexxum noctyma: http://znanium.com/go.php?id=942800/
Pa3naTounblii MaTepuas K 3aHATHAM

I'oCT P 7.0.97-2016. HauuonanbHbii cranmapt Poccuiickoit ®enepaunun. Cucrema
CTaHIapToB 1O wuH(pOpManmu, OMOIMOTEYHOMY | H3AaTeIbCKOMY jeny. OpraHu3anuoHHO-
pacrnopsauTenbHas JoKkyMeHTanus. TpeboBaHus K 0pOPMIICHUIO JOKYMEHTOB.

Meronudyeckue peKoMEHJAud 10 pa3paboTKe WHCTPYKIMA 110 JEJONPOHU3BOJCTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camMmoympamieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [DOnektponnsii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons_doc_LAW 373895/

Tema 6. Kommiekchl aoxkymeHToB. HayuyHo-ucTopuyeckass W NpaKTHYecKasi IEHHOCTH
AOKyYMEHTAa
[TpoBoasITCS TBE 03HAKOMHTEIBHBIC SKCKYPCHH B TOCYJaPCTBEHHBIC aPXHUBHI.

9.2 MeToauueckue PEKOMEHIAHUH MO MMOATOTOBKE NUCbMECHHBIX paﬁoT

[Tucemennsie paboThl (pedepaThl, PEIEH3UH) MPOSBIISIIOT KaK TEOPETUUYECKUE 3HAHUS, TaK U
IIPAKTUYECKU HAaBBIKM CTYIEHTOB. Teopus moapa3syMeBaeT 3HAKOMCTBO C IOHATHUAMH «JOKYMEHT,
«HACTOPUYECKUN HMCTOYHUK», «IOKYMEHTaJbHAs MyONMKAIMs» W Jp. U HUX KIACCUPHUKAIHSIMU.
[IpakTHyecKkre HaBBIKM 3aKJIIOYAKOTCS TAaKK€ B YMEHHUM IOArOTOBUTh HA IPAKTUKE, B KadeCTBE
MPWIOXKEHNs K paboTe, MOKyMEHTAJIbHYI0 MyOJIMKAlMio, OLUEHUTb M IPOAHATIU3UPOBATH YKE
UMEIOIIMECs U3JJaHNs, a TAK)KE IPAaMOTHO M3JI0KUTh Pe3yJIbTaThl CBOUX HAOIIOACHUN B COOTBETCTBUU
¢ npaBuIamMu 0(pOpMIICHUS KBaTU(PUKALIMOHHBIX PadoT.

[Ipu BbIOOpE TEMBI HCCIENOBaHMA, a TaKKe MpeaMeTa U O0bEeKTa H3Yy4eHHUs CledyeT
OpPUEHTHPOBATHCS HA YK€ HMMEIOLIUICS B 3TOM Jeje onbIT. PaboThl mo apxeorpadguu Moryt ObITh
MOCBAIIEHBI BOMpPOCaM TEOPUM, HCTOPUU WIM METOIUKU apxeorpaduu. TeopeTmueckue acmeKThl
CBSI3aHbI, KaK NPaBWJIO, C TpaHMIIAMM apxeorpauu Kak HAy4HOM IUCIUIUIMHBI, €€ 3aJadyaMu U
COOTHOILIEHUEM C JPYTMMH JUCLUIUINHAMU U HAIIPaBJICHUSMH.

Hctopust apxeorpaduu BKJIIOYAET aHAIN3 WU3JAaHUNA MCTOYHHUKOB OIPEAEIEHHBIX BHJIOB WIIU
3MOX, WJIM HUCTOYHHUKOB, OOBEIMHEHHBIX TeMaTHUeCKH. BO3MOXKHO Takke paccMOTpeHHME BKJIajga B
apxeorpaduio OTAeNbHO B3ATOT0 JIMIA WIN YUPEKICHUS.

Metoanueckie acrleKThl MOApPa3yMEBAIOT M3Y4YEHMS OTAENbHBIX 3TANoB apxeorpaduyeckoit
paboThl, TaKWX, HAallpUMeEp, Kak IMepeaaya TeKCTa MCTOYHMKOB WJIM BBIOOp TecTa Ajsl MyOiHKaIuu.
[Ipobnembl, CBs3aHHBIE C COJCPKAHMEM pAcCMAaTPUBAEMBIX M3JaHUH (TO €CTh OMyOJIMKOBaHHBIX
HMCTOYHUKOB), TaKK€ MOTY COCTaBJISITh NMpeAMET Juisl u3ydyeHus. B ogHoON BbImyckHOW paboTe Ha
IIPAKTUKE BO3MOKHO COYETAHUE CPa3y HECKOJIBKUX MOAXO0/I0B.

XpoHOIOrHYeckne M TeMaTHYeCKHe T'paHUIlbl MPHU BbIOOpE Tembl paboThl MO apxeorpaduu
JOCTaTOYHO ILIMPOKH, YTO MO3BOJSET JOCTATOYHO JIETKO NPUOJIM3UTh MX K HAy4YHBIM HHTEpecam
CTYJEHTA.

IIpu Hamucanuum paOoOTHl BHaAuyane, KaK NpPaBUIO, CTYJEHT Ha OCHOBAaHHUH CBOETO
MEepBOHAYAJILHOTO 3HAKOMCTBA C MCTOYHMKAMHU U JIUTEPATYpOH M MpPH KOHCYJIbTAlMU C HAyYHBIM
PYKOBOJUTENIEM OIpesieNnsieT OOILIYI0 HCCIEIOBaTeNbCKYI0 MpoOiIeMy, pPELICHHI0 KOTOpod Oyner
MIOCBAIIEHA ero pabora. B TekcTe 3aKOHYEHHOr0 UCCIIe0BaHM 3Ta IpodiemMa J0KHA ObITh BU/IHA U3
Ha3BaHUS PaboOThl, ee 00beKTa W mpeamera. [ yTOUHEHHs HAIlpaBleHUS AaTbHEUIIMX JCHCTBHMA
CTYZAEHTY CJIEIYyET, C yUeTOM BbIOPaHHOTO F€HEPATILHOIO Iy TH, 00JIee OCHOBATEIbHO O3HAKOMUTHCS C
UCTOYHHMKAMHU M JIMTEPATYpOH MO MHTEPECYIOIUM ero mpobiemaM. Pe3ynbTaToM 3TOro 3HaKOMCTBA
ABJISICTCS  COCTABJIEHME CTYAEHTOM IIJJaHa paboThl M MPEIBApUTEIbHOIO BapHaHTa CIHMCKa
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WCTIOJIb30BaHHBIX HCTOYHUKOB M JUTEparypbl. W TulaH, M CIMCOK COTJIACOBBIBAIOTCS C HAYYHBIM
pykoBoauteneM. JlanpHelme IeHCTBHS CTYACHTA 3aKIYAlOTCA B PEUICHHM IOCTABJICHHBIX MM
3anad. [Ipy 3TOM HEOOXOIUMO YUUTHIBATH CIICTYFOIINE MOMEHTHI.

JIrobasi mucbMeHHasi paboTa MMEET OINPEHICIICHHBIM COCTaB: TUTYJbHBINA JIUCT, OTJIABJICHHUE,

BBEJICHHE, TJIABbl, 3aKJIIOYCHUE, CITMCOK HMCIOJIH30BAHHBIX MCTOYHHKOB W JIUTEPATYPHI, TPUIOKECHUS
(BO3MOXKHBI).
Kaxnmast coctaBHas 4acTh pabOThI UMEET CBOKO CTPYKTYpPY WM CTPOUTCS B COOTBETCTBHU C HAyYHOU
JIOTUKON M (opMaNbHBIMU TpeOoBaHusMH K odopmiieHuto pabor. Haubomee crporo coOmromarorcs
TPaIUIK HAITUCAHUS BBEICHHS, KOTOPOE TPATUIIMOHHO UMEET CIICIYIOIIUE Pa3Jelibl: aKTyaJIbHOCTh
TEMbl HCCICIOBaHMs, WCTOYHMKH HCCICIOBaHUs, ucTopuorpadus. PaccMmoTrpenue storo 0j0ka
BBEJICHUS OTpeeisieT OOBEKT, MPEeIMET, e U 3aJa4i paboThl, a TAK)KE METOJbl UCCIICIOBAHMS,
HAYYHYIO HOBU3HY M CTPYKTYpY paboThl. [Topsaok pa3aesoB B HEKOTOPBIX CIydasx MOXKET MCHITHCS,
HO WX Hanmuyue oO0s3aTeIbHO BO BBEACHWU K padote. [lpM WM3I0KEHWH pe3ysNbTaTOB CBOETO
HCCIICIOBAHMsI CTYICHT JOJDKEH BJIaJeTh HEOOXOIUMOM KyJIbTypOi IIUTUPOBAHMS, KOTOPAst TIO3BOJISIET
CTPOTO OTHENSATH BBIBOJBI aBTOpa OT HAOMOACHUN U (aKTOB, 3aQHUKCHPOBAHHBIX B UCTOYHUKAX W
nauteparype. TONBKO TakO# MOJXOJ MO3BOJSET BIIOJHE OICHUTH CTCIICHb HOBU3HBI M 3HAYHMMOCTH
pabothl. B 3akimtoueHnu k paboTe B 1eIOM (a TakKe B 3aBEpIIAONIMX a03alax B KOHIIE IJIaB) JOJDKHBI
OBITh MPHBEICHBI BBIBOIBI, K KOTOPHIM CTY/ICHT MPHIIICI B PE3yJIbTAaTe MPOBEACHHOMN paboThl. BBIBOIBI
JIOJDKHBI OBITH apTyMEHTUPOBAHBI.
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IIpunoxenne 1. AHHOTAITHSA
paboueil mporpaMMbl JUCIUTTHHBL

AHHOTAIIUS PABOYEM ITPOT'PAMMBI JTUCIHUILIAHBI

Hucnumnuna  «JlokyMeHTOBeneHUE» peanu3yercss Ha (GakylIbTeTe apXUBOBEACHUS U
JOKYMEHTOBe/IeHUsT Kadeapoil TOKYMEHTOBEACHHUS, ayIMOBH3YaJIbHBIX M HAYYHO-TEXHHUYECKUX
apXHBOB.

Llens AMCHUIUIMHBI — U3YYE€HUE 3aKOHOMEPHOCTEH TOKYMEHTOOOPa30BaHMs, CKIIAJbIBAHUS U
Pa3BUTHS CUCTEM JOKYMEHTAI[MH, TEOPETUUYECKUX U MPAKTHUECKUX MPOOJIEeM CO3JaHMs JOKYMEHTOB
OpraHaMM TOCYJapCTBEHHOH BJIAcTH, MECTHOIO CaMOYNpAaBICHUS U OpraHu3alusMu JH00oH
OpraHHU3alIOHHO-TIPABOBON (DOPMBI.

3apaum IUCHUIIHHBI:

— TOKa3aTh B3aUMOCBS3b HH(OPMALIUY U TOKYMEHTA;

— TPOCIEIUTH HBOJIONHMIO IOKYMEHTa, KaK HOCHTENs WH()OPMAaLUHU, Pa3BUTHE CIIOCOOOB
JOKYMEHTHUPOBAHUS U MaTepuaioB Juid pukcanuu nuadopmanmu;

— MPOAHAIM3UPOBATH MPOLECC CKIIAIBIBAHUS U Pa3BUTH (POpMyIsipa JOKYMEHTa;

— IPOAHAIM3UPOBATH MPOLECC CKIAABIBAHUS U PA3BUTHS CUCTEM JIOKYMEHTALIUH;

— BBIBUTHh M T0Ka3aTh TEHJCHIMH YHU(DHUKAIMH, CTAHIAPTU3AMUN M KIACCU(PUKAIMHA KaK
OTJIENbHBIX (POPM IOKYMEHTOB, TaK M CUCTEM JOKYMEHTAIIMH B LIEJIOM;

— I0Ka3aThb COBPEMEHHbIE TPEOOBAHUS K COCTABJICHUIO U O()OPMIIEHUIO IOKYMEHTOB;

— IPUBUTH HABBIKU aHAJIN3a JIOKYMEHTA;

— TpPUBUTH HAaBBIKM COCTaBJIEHHUS JIOOBIX BHUJOB JOKYMEHTOB U IPOEKTUPOBAHUS
YHUPUIMPOBAHHBIX ~ (OPM  JOKYMEHTOB, CHCTEM JIOKYMEHTaluu U  UH(POPMAIMOHHO-
JIOKYMEHTAIlMOHHON CHUCTEMbI YUPEXKICHUS B LIEJIOM.

HucnurninuHa HampaBieHa Ha JOPMUPOBAHUE CISAYIOMMX KOMITETECHIIUN:

OIIK -2. CnocobeH HaxXOAWTh OPTaHH3AIMOHHO-YIPABIEHYECKUE PEIICHUS TpU pPEUICHUH
3a1a4 B cepe cBoelt mpodecCHOHATBEHON AeSITENHHOCTH.

OIIK -3. CnocobeH MpUMEHSTh TEOPETUYECKUE 3HAHUS JJIs PEIIeHUs] TOCTaBICHHBIX 3a7a4 B
00J1acT JOKYMEHTOBE/ICHUS U apXUBOBEICHUS.

B pesynbrare ocBOe€HUS AUCUUIIINHBI 00YyYatOIIUICS JOKEH:

3HaTh:

GyHKIUM nopa3iereHuil B chepe TOKyMEHTAllMOHHOTO 00eCTIeYeH sl YIIPaBIEHUs U
apXUBHOTO JI€Na,;

CMEXHBIE C TOKYyMEHTOBEJACHUEM U apXUBOBEJICHUEM HayUHbIE JUCIUILINHBI.

Ymers:

BBIMOJHATh pabOTy MO JOKYMEHTAallMOHHOMY OOECIEYEHHIO YIIpaBIEHUS M apXUBHOMY
XPpaHEHHUIO;

BBISIBJISITH B3aMMOCBS3H MEX/y JOKYMEHTOBEJIECHUEM, apXUBOBECHUEM U IPYTUMH HAayYHBIMU
JUCLUILIMHAMH

Baanern:

HaBBIKaMU BbIOOpa HanboJiee ONTHUMAJIBHOTO PEIICHHUs YIIPABICHUECKUX 3a1a4 B cepe
JIOKYMEHTAIlMOHHOT0 00ecIieueHus yIpaBIeHHs U apXUBHOTI'O JeNa,;

HaBBIKAMU MHTEPIPETALUU 3HAHUN B 00JIACTH CMEKHBIX HayYHBIX TUCHMIUIMH IPU pEIIeHUe
3aj1a4 B chepe TOKyMEHTOBEICHUS U apXUBOBEICHUSI.

[To gucuuIuIMHE IPeTyCMOTPEHa TPOMEXKYTOUHAS aTTecTalus B (hopMe 3aueTa U IK3aMeHa.
OO01mast TpyJ0€MKOCTh OCBOSHUS TUCHIHUIIINHBI COCTABISET § 3a4eTHHIX eAnHuI, 288 yacos.



