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1. lloscHUTELHAA 3AIIUCKA

1.1. Heab u 3aga4u JUCHUIIMHBI (MOYJIf)

Iens

CKJIaIbIBAHHUA U Pa3BUTUA CHUCTEM HNOKYMCHTAIIUH, TCOPCTUYCCKUX W MPAKTUUYCCKHUX HpO6JIeM

JUCUMIUIMHBL ~ —  H3y4YEeHHE  3aKOHOMEPHOCTeH  JJOKYMEHTOOOpa3OoBaHMA,
CO3/1aHUsl JTOKYMEHTOB OpraHaMHM TOCYJapCTBEHHOM BJIACTH, MECTHOI'O CaMOYIIPaBJICHUS WU
OpraHu3alMsIMHU 10001 OpraHN3alMOHHO-IIPABOBOM (hOPMBI.

3agauu AMCUMIIMHBI:

— TIOKa3aTh B3aMMOCBS3b HH(POPMAIIUHN U JOKYMEHTA,;

— TPOCIEAUTH 3BOJIOIUIO JOKYMEHTa, KaK HOCUTENsSI HHPOpMAaIUH, pa3BUTHE CIOCOO0B
JOKYMEHTUPOBAHMsI U MaTepHajIoB Ui GUKCAMKU HHPOPMALINY;

— IpOAHAJTU3UPOBATh MPOIECC CKIIABIBAHUS U pa3BUTHs (POpMyIIsipa JOKYMEHTa;

— MpPOaHATU3HUPOBATH MPOLIECC CKIIAAbIBAHUS U PA3BUTHS CUCTEM JIOKYMEHTALINH;

— BBISBUTH U MOKa3aTh TEHACHLWU YHU(DUKAIMM, CTAaHIAPTU3ALMHU U KiIacCU(UKAIMU
KaK OTJIEJIbHBIX ()OPM JJOKYMEHTOB, TaK U CUCTEM JOKYMEHTAIUH B LIEJIOM;

— IIO0Ka3aTh COBPEMEHHbIE TPEOOBAHMUS K COCTABICHHUIO U OPOPMIICHHUIO JOKYMEHTOB;

— TPUBUTH HaBBIKU aHAJIM3a JOKYMEHTA;

— TPUBUTH HAaBBIKK COCTaBJICHUSA JIFOOBIX BUJ0OB JOOKYMCHTOB U IIPOCKTUPOBAHUA

YHUPUIIMPOBAHHBIX (DOPM JOKYMEHTOB, CUCTEM JTOKyMEHTAllMU U MH(POPMAIIMOHHO-TOKYMEHTA -

IIMOHHOMN CHUCTEMBI YUpPCKACHUA B IICJIOM.

1.2. ITepeyeHnb IIaHUPYEMBIX Pe3yIbTATOB 00YUEHUS IO TUCIUTLINHE (M00Y110), COOTHECEHHBIX C
MHIAKATOPaMU JOCTIDKEHUST KOMIIETEHIIUIA

KoMmnerenuus

(X0 1 HaMMEeHOBAHNE )

NuaukaTopbl KOMIETEeH Ui

(Kol © HAaMMEHOBAHIE)

PesyabTaThl 00yueHHU

OIIK-2. CmocobeH HaXoauTh
OpraHHU3aIl[IOHHO-
yIPaBICHYECKUE PEIICHUS PU
pelieHnn 3a1a4d B cdepe cBoeit
npodecCHOHATbHON
JIEATETLHOCTH

OIIK -2.3. Pemaer ynpaBieHYECKHE
3amaud B chepe JOKYMEHTAIIMOHHOTO
o0ecrieueHns ynpaBlIeHHsI H apXUBHOTO
nena

3uams: pynxyuu noopasoenenuii 8 cgepe
OOKYMEHMAYUOHHO20 06ecneyeHus.
VAPAGLEHUsL U APXUBHO20 OeNd

Ymemn: evinoanamoe pabomy no
OOKYMEHMAYUOHHOMY 06eCheyeHuo
VAPABNEHUSL U APXUBHOMY XPAHEHUIO

Bradems: nasvixamu evibopa naubonee
ONMUMATLHO20 PEULeHUS YNPABTIEHYECKUX
3a0au 6 cghepe QOKYMEHMAYUOHHO20
obecneuenus ynpasieHus u apXusno2o oend

OIIK-3. Cnoco6eH mpuMeHSTh
TEOPETHYECKUE 3HAHUS IS
pEILICHHUS [IOCTABJICHHBIX 33144

OIIK -3.3. Mcnonp3yeT B3aUMOCBS3H
JIOKyMEHTOBEJICHUS U apXUBOBEACHUSI CO
CME)XHBIMU HAyKaMH U HAyYHBIMU

3namv: cmedschvie ¢ 0OKyMeHmogeoeHuem u
apxusoeedeHuem Hayunvle OUCYUNTIUHBL




B 001acTu AOKYMEHTOBEACHUA
1 apXHUBOBCJICHUA

IUCHUIINHAMUI

Vmemn: gvisignsimo 63aumocesizu mexicoy
O0OKYMEHMOoBeOeHUeM, APXUBOBEOCHUEM U
OpyeuMU HAYYHLIMU OUCYUNTUHAMU

Bnadems: nagvixamu unmepnpemayuu
BHAHUL 8 0OACIU CMENICHBIX HAYYHBIX
OUCYUNIUK NPU peuterue 3a0ay 8 cghepe
OOKYMEHMOo8eOeHUs U ApXueo8edeHUs

1.3 MecT0 AMCHUIIIHHLI
NpOrpamMmblI

HucuumimHa (Moayib) «/lokyMeHTOBeieHHe» OTHOCHUTCS K 00s3aTeNbHOM yacTu OiioKa

JTUCIUTUTHH Y4eOHOTO TIIaHa.

Jnst OcBOEHUS JTUCIUIUIMHBI HEOOXOIMMBI KOMIETCHIIMH, CPOPMUPOBAHHBIE B XOJE

(MoayJsisi) B CTPYKType OCHOBHOW 00pa3oBaTe/ibHOM

n3ydeHus cuenyromux gucuuiuine: Meropus Poccun XIX — Havana XX Beka.

B pesynbrare ocBoeHUS TUCHUIUIMHBI (POPMUPYIOTCS KOMIIETEHIIMH, HEOOXOIUMBIE IS

HU3YUYCHUA CICAYIOINX JUCHUIIINH U ITPOXOXKACHUA ITPAKTHUK: OpFaHI/ISaHI/IH 1 TCXHOJIOTUA I[Oy,

KaJIPOBOC ACJIOIIPOU3BOACTBO, O3HAKOMUTCIIbHAS IIPAKTHUKA.




2. CTpyKTYypa AMCUMILIMHBI (MOYJIsT)

OO6m1as TpyA0EMKOCTh JUCIMIUIMHBI COCTABIIAET 8 3.€., 288 akaJeMUYeCKUX 4acoB.

CTpyKTypa AUCHUIIMHBI V151 04HOH ()OPpMBbI 00yYeHH s
O0beM TUCIMIUTMHBI B JOpME KOHTAKTHOW PabOTBI OOYYAFOMIMXCS C TEIarOrHYeCKIUMHU

paboTHUKaMU U (WJIM) JTUIAMH, TPUBIEKAEMBIMH K pealu3aluu o0pa30BaTeIbHONU MPOrpaMMbl
Ha MHBIX YCJIOBUSX, IPU MPOBEICHUN YUEOHBIX 3aHATHH:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuectBo
4acoB
2 Jlexumu 32
2 JlabopaTopHblie pabOTHI 48
3 Jlekuun 32
3 JlaGopaTopHbie pabOThI 48
Bcero: 160

O0beM AUCUUITHHBI B (hOpME CaMOCTOSTENbHON pabOoThl 00YYAIOIIMXCS cOcTaBseT 128

AKaJICMHUYCCKHX YacCoOB.
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3. Coneprkanue QMCHUIIMHBI (MOLYJIs1)

Ne | HaumeHoBaHMe pa3aesia Conepxanue
JUCHMILTMHBI
1 Pa3zoen 1 Ha3nauenue 1.1. [Ipenmer, coaep)kaHue, 3agauyu
OUCUUNIUHDL, UCHOUHUKU U | TUCLUMIUTMHBI U METOJIbI €€ U3yUEHHUS.
Jaumepamypa JlokymeHT - OCHOBHOM O00BEKT
JIOKyMEHTOBEAYECKUX HCCIEA0BaHUMN. Pons

JOKYMEHTa B JKHM3HM YeJoBeka U oOuiecTsa.
JlokyMeHTsI B cdepe mpaBa U ynpaBieHus. Biusaue
HAyYHO-TEXHUUYECKOW PEBOJIIOIMM HAa Pa3BUTHE
nokymeHTta. PasButue ¢dopmynspa  TOKyMEHTA.
HayuHo-ucropuyeckass W mIpakTHyYecKas LEHHOCTb
JIOKyMEHTA. Meroabl UCCIIEA0BAHUS
JOKYMEHTOBETUECKUX TpobOsieM. OOIeHaydHbIe |
crienpaigbHbie MeTonbl. CTaHOBJICHHE W Pa3BHUTHE
JOKYMEHTOBE/JICHUS KaK HAay4YHOW JIUCIUIUIMHBI.

CBsi3b JOKYMEHTOBEJICHUSI C TeopHel nHdopmammu,




apXUBOBEJICHUEM u HMCTOYHUKOBEICHUEM.
Hcnonbp3oBaHue NOKYMEHTOBEIEHUEM JIOCTHKEHUI
WHPOPMATUKH, HMCTOPHYECKON  HAyKH, TIpaBa,
JUHTBUCTUKHA, TEOPUH YMPABICHUSA H JIPYTUX
HAYYHBIX JUCHMIUIUH. Poib NOKYMEHTOBEAECHUS B
COBEPILEHCTBOBAaHUU IIPOLIECCOB YIIPABJICHHUS.

1.2. UcTouHUKH U IUTEpaTypa

3aKkoHONATEIbHBIE  aKThl, = HOPMATHUBHBIC
marepuasibl XVI — nau. XX B. [IMCbMOBHHKH.
Meronuueckue paspabotku. PykoBojactBa 1o
JIEJIONPOU3BO/ICTBY.

3aKOHOI[aT€HLHBI€, IIPaBOBBIC aKThbI n

HOPMAaTHUBHO-METOANYECKHUE JOKYMEHTBI
Poccuiickoi denepanuu. Koncturynus
Poccuiickoit denepauuu. Konexcor PO,

KOHCTUTYLIMOHHBIE U (eiepabHbIe 3aKOHbI, Y Ka3bl,
[TocranoBnEeHMA ITpaButenscTBa u UHBIC
HOpPMAaTHBHBIE  JOKyMeHTHl.  l'ocynmapcTBeHHBIE
CTaHAAPThl, HOPMATUBHO-METOANYECKUE TOKYMEHTBI
— perNIaMeHTHl, IMpaBWia, HHCTPYKUUMU U Jp.
[Tepuognueckne wuznanus. CHpaBo4HbIE W3IAHMA.

JIureparypa.

Pa3zoen 2 /lokymenm, ezo pynkyuu

U CHOCOOBI OOKYMEHMUPOBAHUA

2.1. IonsTus «uHGOpPMALHSD U «TOKYMEHT)

[onatus «uHQOPMAIS» U IOKYMEHT).
Ces3p  wHpOpManuu U JAOKyMeHTa.  Poub
uHbOpMalMl B COLMATIBHBIX M DKOHOMHYECKHX
nponeccax. MHdopmanus kak OCHOBa IMPHUHSATHS
YIPaBIEHYECKOIO PEILICHUS.

BosnukHOBeHME JIOKYMEHTA, ero
Ha3HAYECHHUE. [TonsTne «JIOKYMEHT, €ero
Tpanchopmanus. JJoKyMeHT - 00BEKT HCCIeI0BAHUS
TEOPETUYECKUX M  NPUKIAAHBIX  JUCLMILIMH.

IIpaBoBoi, YIPaBJICHUYECKUN HUCTOPUYECKUI




acCIleKThl B ONPENENIEHUU JOKyMeHTa. Pacmmpenue
MNOHATUS «IOKYMEHT» C pa3BUTUEM HAyKu H
TeXHUKU. [lOHATHE «ANEKTPOHHBIA JTOKYMEHT).
OmpeneneHne JOKyMEHTa B TOCYJIapCTBEHHBIX
CTaHJapTax. [TonsTne «JIOKYMEHT» B
JIOKyMEHTOBEACHUH.

3aKkoHOJaTeNbHbIE aKThl 00 0053aTETBLHOCTH
TOKyMEHTUpOBaHus  uHpopmarmu. HaznaueHue
JNOKyYMeHTHOM uHpopMainuu. PakTophl, BIHSIOIINE
Ha HWHQOPMAIMOHHYIO IIEHHOCTh JOKYMEHTOB.
3aBUCHMOCTh IIEHHOCTH WH(OPMAIUU OT MOITHOTHI,
00BEKTUBHOCTH, TOCTOBEPHOCTH, CBOCBPEMEHHOCTH
nepefayd M IOJyYEHMs, NEPUOJUYHOCTH WIH
yacToThl nepeaaud. OnepatuBHass U UCTOpUYECKas
(peTpocrnieKTUBHAS) TOKyMEHTHass WHGOpMAIUs Kak
eauHas nH(OpMalMOHHAs CUCTEMA.

2.2. ®yHKIUU TOKYMEHTOB

[Tonsitue «pyHKIHA JIOKYMEHTA.
3aBUCUMOCTh  TOHATUA  <JIOKYMEHT» OT  €ro
(GYHKIHIH. 3HaueHue W3y4YEeHUs byHKIUN
nokymenTa. Madopmanmonnas QyHKIus 10KyMeHTa
KaK CpEACTBO  3all€yaTICHUs] W  COXpPaHEHUS
uHpopmarmu. CommanbHas QYHKIHS JTOKyMEHTA.
Kynerypnas byHKIUS JIOKyMEHTA.
KommyHnukatuBHast ~ QyHKIHMS ~ Kak  CpPEACTBO
nepenayu nHOOPMAIIHH.

VYrpasnendeckas (QpyHKIUS ¥ €€ 3HAYCHHUC B
opranuzanuu ynpasieHus. [IpaBoBas ¢dyHKIms.
Oynkuusa  yuera. DyHkuMs  JOKyMEHTa  Kak
HUCTOPUYECKOTO0 HCTOYHHMKA. DYyHKIMM TMOCTOSHHO
neicTByomue u QyHKIUM ONepaTUBHbIC BrusHue
byHKIMIA ~ AOKYMEHTa  Ha  €ro  CTPYKTYpY.
[TonupyHKIMOHATEHOCTD JOKYMEHTA.

2.3. Crioco0Obl TOKyMEHTHPOBAHUS




3ByKoBasi peuyb, €€ BO3MOXHOCTH M
HEeJIOCTaTKM B 3aKpeIUICHMU U [epeaaye
uHpopmanuu. [IpenqmMeTHbIii ¥ 3HAKOBBIA CIIOCOOBI
nepegaun  coobOmenuit.  Ilonstue  «cmoco6»
JOKyMEeHTUpoBaHus.  Vcropuueckuil — xapakrep
JOKYMEHTOB ¥ JOKYMEHTHPOBAaHMA.  OTambl
pa3BUTHS CIIOCOOOB IOKYMEHTHPOBAHUSI.

HauepraTtenbHplii cnoco® 3akperuieHus U
nepeaayn UH(pOpMaLIUY. TexcroBoe
nokymeHtupoBanue. Ilukrorpaguueckoe muceMo u
ero ocobennoctu. Jlororpapuueckoe MUCHMO
(uneorpaguyeckoe MUCbMO), €ro JOCTOMHCTBA H
HenocTtaTku. [IpuMeHeHHe NHKTOrpaguueckoro u
jgororpaMuecKkoro MUCbMa B HACTOSIIEE BpeMs.
CroroBoe nucbMo. Bo3HukHOBeHHE (HOHETHUECKOTO
(OyKBEHHOT0) MUCHMA.

Pa3Butne rpaduku  pycckoro muchMma.

Crenorpadus. IIpumenenue TEKCTOBOTO
JIOKYMEHTUPOBaHUS.
TexHuueckoe JIOKYMEHTUPOBAHUE.

OcHOBHbBIE TPYMIBI TEXHUYECKON JOKYMEHTAIIUH.
Buner  TexHumyeckux — gokymeHToB.  OOmactu
NPUMEHEHUSI TEXHUYECKOTO JIOKYMEHTHPOBAHHSL.
DOTOTOKYMEHTUPOBAHHUE. 3HaveHHE
doTorpaduu kak crocodba ukcanuyu HHPOPMAIIUH.

[Tpumenenue hoTo10KYMEHTOB.

KunonoxymeHnTupoBaHnue. [Tonsatue
CKUHOJIOKYMEHT. Bunsr KHMHOJOKYMEHTOB.
Buneosamnuce.

®oHomoKkyMeHTHpOBaHUE. Ero oco6eHHOCTH,
00J1aCTH IPUMEHEHUSL.

JloxymeHTupoBaHuE c IIPUMEHEHUEM
UHGOPMAITMOHHO-JIOTHYECKUX MAIIUH.

CoBpeMEHHbIE CIIOCOOBI TOKYMEHTUPOBAHUS
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C MCII0JIb30BaHUEM HOBBIX TEXHOJIOIHH.
2.4.MartepuajibHble HOCUTENIU UH(OpMAIH
Hocurenu  undopmammu.  [IpeBHeiimue

MaTepHaibl UId muchMa Marepuansl Uil MuchMa B

[lepenneit  As3um  (KJIMHONUCHBIC  TAOJIHMYKH).

Wzrorosnenue u IpUMEHEHHe nanupyca.

Hcnonp3oBanue ajsi muchMa mepramenrta, 0epecTsl

U Jpyrux matepuanoB. M3o0perenue Oymaru, ee

JOCTOUHCTBA,  OOYCJOBUBLIME  IIOBCEMECTHOCTb

pacripocTpaHenus. Bopsuble 3Haku (uiaurpasm).

CpenctBa u opynusi muchbMa M WX BIMSHUE Ha

pasButTre rpauKu MucbMa.

Marepuainst JUIs TEXHUYECKOTO
JOKYMEHTUPOBAHMUS. Marepuainst JUIS
(hOTOKMHOAOKYMEHTUPOBAHHUSL. Buneorpammsl.
Marepuainst JUTS (OHOJJOKYMEHTUPOBAHUSI.

Komnerorepusie Hocutenu uHpopmanuu. BrusHue
HOocUTeNsl MHPOpPMAIMM Ha JIOJITOBEYHOCTh U

CTOUMOCTb JOKYMCHTA.

Paszoen 3 Ilpusnaku 0okymenma

3.1. OpuruHaiabHOCTh JOKYMEHTA

[lonaTne opuruHaiga, MPU3HAKKA OpPUTHHAIA.
YMHOXEHHBIE OpUIHHAIbI. YepHOBUKH M OEIOBUKU
TEKCTOBBIX JOKYMEHTOB. ABTorpadsl. Pemakimu.
OpuruHansl KMHO U (HOTOAOKYMEHTOB. OpUTHHAIIBI
(OHOTOKYMEHTOB. OpurnHambl  TEXHUYECKHX
JIOKYMEHTOB, OPUTMHAII 3JIEKTPOHHOI'O JOKYMEHTA.

[lonatue «mommuuHUK». IlomnuHHBIE U
HOJUIOKHBIE JTOKYMEHTHI. Buapl  ¢danbcupukammm
JIOKYMEHTOB. Qanscuduranms COZIepIKaHUsI.
Wutepnonsuus danscuduxanus cocTaBa
yZIOCTOBEpEeHHUsI, OJIaHKa.

3.2. KonuiiHOCTh TOKYMEHTa

[TonsaTusa «xonus». Mcropudeckoe pa3BUTHE
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Konui. Buael komwid, onpenensieMbie CriocoOoM uX
BOocTpou3BeaeHus. Konuu, paznuuumeie Mo crnocody
ux yaoctoBepenus. [lopsmok odopmiieHHsT KOIHH.

IOpunuueckas cwna korwmid. [lyomukar.

Pa3zoen 4 Cmpykmypa 0okymenma

4.1. ®opmynsip TOKyMEHTa U €r0 COCTaBHBIC
4acTH

Ilonstne  «pexBu3uT». IlocTOsiHHBIE U
nepeMeHHble peKBH3HUTHL. [loHsATHE «dopMmysipa
JIOKYMEHTA. Ocobennoctu dbopmymsipa
JOKYMEHTOB, MOJYYEHHBIX Pa3IMYHBIMU CIIOCOOAMHU
JOKYMEHTUPOBaHMUsS  (TEKCTOBBIMHM, MAIIMHHBIMH,
KHUHO-, ¢oro-, ¢doHo-, TEXHUYECKUMN).
WNunuBunyansHbId 51 THIIOBOM bopmyisap
nokymenra. @opmynsap — obpasel, ero 3ajgaud B
yHU(UKauu TpeOOBaHUI K pEKBU3UTAM JOKyMEHTa
U UX PACIIOJIOKEHHUIO.

4.2. Co3maHue W pa3BUTUE TPAAUIIMOHHOU
dbopMBI JOKyMEHTa

Dopmyisip TEKCTOBOro JokymeHnra XVI -
XVII BB. BuusHue Tpaguuuii W 3aKOHa Ha
CKJaapIBaHue Qopmyisapa gokymeHnra. Crernuduka
0003HaUeHHUs HAMMEHOBAHUSA BHJA JOKYMEHTa,
yKa3aHWE aBTOpa W COCTAaBUTENS JOKyMEHTA.
Ob6o3nauenue azapecara. OcoOEHHOCTH AATUPOBKU
JOKyMeHTa. Mecto W Xapakrtep  NOANUCEH
JNOKYMEHTa, «CIIPaBbl» W «IIPUIIUCH», aBTOPCKAs
noanucek. Bunel neuareil. OTMETKH Ha JOKYMEHTaX.
TpaguIMOHHO CJIOXUBLIASICS CTPYKTypa TEKCTa WU
OCOOCHHOCTH M3JI0KEHHSI COJEp)KaHUs Pa3IMUHbIX
BHJIOB IOKyMEHTOB.

Dopmyisip TekctoBoro nokymenra XVIII B.

3aKOHOAATEIbHBIE U HOPMATHBHBIE AKTHI O

COCTaBJICHUH U 0(OPMIICHHH JIOKYMEHTOB. BinsiHue
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UepapXuu «BJACTEH W MeCT» Ha pa3BUTUE BHUJIOB U
paszHoBuAHOCTeH. OO03HaYeHHE aBTOpA U €r0 MECTO
B (opMyJIsipe TOKyMEHTA.

Texct noxymenra. Ponb 3akoHOJATENbHBIX
aktoB XVIII B. B yHH}uUKanum  TEKcTa
OTpeeNIeHHBIX BUAOB JOKYMEHTOB. [IMCEMOBHUKH,
COOpPHHKH OOpa3IOBBIX TEKCTOB. 3arojioBOK K
TEKCTY, ero Ha3HaueHue u mecto. Ckpena. [leyatu u
npaBujia MOJb30BaHUS HUMHU. OTMETKH, MX BHUIBI,
Ha3HA4YEeHHUE U MECTO B (hopMyIIspe.

DopmyJisip TEKCTOBOro JokymeHta XIX -
Hayasia XX BB.

PernamenTanus 3aKoHOAATEIbHBIMU AKTaMH
MOpsIZIKa COCTAaBIEHUS U OPOPMIICHUS TOKYMEHTOB
Ob6o3HaueHue BUAA, aBTOpa JOKYMEHTOB, UX MECTO
B (hopmyisipe. [losiBnenue OnaHka.

OcoOeHHOCTH aApecoBaHUsl JOKYMEHTOB H
opopmienue natel. UM3MeHeHMe B TOpsIKE
opopmieHuss ~ TOANMUCH  Pa3NUYHBIX  BHUJIOB
nokymeHToB. IIpocraBnenne nedareil. Xapakrep
OTMETOK Ha JIOKyMEHTax.

CtpyKkTypa TeKkcTa JOKYMEHTa.

ObuierocynapcTBeHHast yHUDUKALUS
JIOKYMEHTOB U CTPYKTYPbI TEKCTOB.

4.3. dopmyJiap YIIPaBJIECHYECKOTO
noxkymenTta XX-XXI BB.

Bompocel 1OKyMEHTUPOBaHUS, COCTaBJICHUS
U opOopMIIEHUSI JOKYMEHTOB B 3aKOHOJATEIbHBIX U
HOPMATHBHBIX aKTax. YHU(UKaLUS JIOKYMEHTOB.
BuyTtpusunosas YHUPUKAIHS. Pa3Butne
YHUPUKAIMK ¥ CTaHAAPTU3alUUd  JOKYMEHTOB.
l'ocynapcTBeHHble  CTaHAapThl HAa  JOKYMEHTHI.
Oco0eHHOCTH OpraHU3alMOHHO-PACIIOPAIUTEIbHBIX

JIOKYMEHTOB. I'OCT P 7.0.97-2016
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«OpranuzaioHHO-paciopsANTEIbHAs
nokyMmeHTamusi. TpeGoBanuss K  odopmileHHIO
JIOKYMEHTOBY. PexBU3HTEHI JIOKYMEHTOB,
nepeuncisemble B «lIpaBunax nenonpous3BoJCTBa B
denepanbHBIX OpraHax HUCIOJHUTENBHON BIACTU» U
“MeToanueckux peKOMeHAalus 1o pazpaboTke
UHCTPYKLUH 10 JIEJONPOU3BOJCTBY B (peepanbHbIX
OpraHax UCIOJIHUTEIbHON BIACTH .

bnank moxymenTta. Buaesr O6mankoB. CoctaB
OnaHka, TMOPSAIOK PACIONOKEHHUsSI PEKBU3UTOB B
Onmanke. biaHku ¢ yrJIoOBBIM M NMPOJOJBHBIM
pacIoNoKXEHUEM PEKBU3UTOB. [IpaBuna
KOHCTpYHpOBaHus OjaHKka. biianku ¢ n3o0pakeHneM
rocyaapcTBeHHoro repba u repba cyObekrTa
benepanuu.

ABTop nokymenrta. Ilopsnox o0o3HaueHUs
HAaUMEHOBAaHUS OpraHU3allMu-aBTOpa JAOKyMEHTA.
CrpaBouHble JaHHBIE 00 aBTOpe, HX COCTaB,
pa3mernieHrie Ha  OjaHke. ABTOpPBl  JIMYHBIX
nokyMeHToB. [lommuch, me4yarb Kak NpPU3HAKU
aBTOpa.

Bun nmokymenra, ero pa3Butue. Bunus
JOKYMEHTOB, OIpEAEsieMble 3aKOHOAATEIbHBIMU U
HOPMAaTUBHBIMU akTaMu. CBsI3b BHIIOB JOKYMEHTOB
u  QyHKIMHA  ympaBlieHWs.  YKa3aHHE  BHUA
JOKYMEHTa, €ro0 MECTO M Ha3HaueHue B QopMmyisipe
JOKyMEHTa. 3aBUCUMOCTH (POPMBI JOKYMEHTA OT €ro
BUJIA.

O6o3nauenue aapecara. [IpaBuna HanucaHus
aZipecaTa U MECTO yKa3zaHUs ajapecaTa B popmyrsipe
JIOKYMEHTA. Otpaxxenue  cdepsl  aeicTBUsA
JIOKyMeHTa B ero anpecate. [lopsgox odhopminenus

JIOKYMEHTa C HECKOJIBbKUMHU anpecatamu. [lopsimox
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o opMIIeHHS TOYTOBOTO aJpeca.

Jlata nokymeHTa. 3HadeHHE AATUPOBAHUS
JNOKYMEHTa.  ABTOpCKME  JAaTbl  (COCTaBJIEHHE,
MOJITMCAHUE), JTaThl, OTHOCSIIUECS K COJCPIKAHHUIO.
JlaTbl, XapakTepu3yloulue 3JeMeHTa QopMmyJsipa.
Jatsl 00paboTku JIOKYMEHTOB. [Topsmox
oopmienus aar.

Cocras YAOCTOBEPEHUS JIOKyMEHTOB.
Haznauenne mnoanucanus ngokyMeHToB. IlpaBuiia
MOJMUCH  JOKYMEHTOB  DPAa3U4YHBIX  KaTErOpHiA.
Mecto moamucu B GopMyIspe  JAOKyMEHTA.
OnexkrpoHHas moanuch. OTMeTka 00 AIIEKTPOHHOMN
MOJIITUCH.

Ileyatn m ux HazHaueHwe. Bunpl mevartei.
locynapcrBennas repOoBast NeYarh.
3aK0HOIATEIHLCTBO 00 HW3rOTOBJICHUU u
nojip30BaHuu nedatsMu. [lopsgok mpocraBieHus
OTTHCKA MEeYaTH Ha JOKYMEHTaX.

YTBepKIeHHE  JTOKYMEHTOB. CriocoOsr
yrBepxkacaus. CoctaB  rpuda  yTBEpKICHUS,
MopsIIOK  ero  oopmieHusi, Mecto B (GopMyIsipe
JIOKYMEHTA.

CornacoBanue gokymeHTa. [opsaok u BUIBI
corimacoBanusi. Busbl m Tpu( coriacoBaHus, WX
odopmiieHre, MecTo B GOpMYJIsipe TOKYMEHTA.

OtmeTkn Ha JokyMeHTax. Mx ponp B
MPOXOXJICHUN W UCTIOJTHEHHH OKYMEHTa, MECTO B
dopmynsipe  mokymeHnta. (Ocoboe  Ha3HaueHUE
pe3omonnu (yKa3aHus 10 UCTIOTHEHUIO TOKYMEHTA).
TpeboBanne K COAEpKAaHUIO H  OQPOPMIICHHUIO.
OTMEeTKH O B3STHH JOKyMEHTa Ha KOHTPOIIb,
WCTIOJTHCHHUH JTOKYMEHTA U JIp.

4.4. Tekct TOKyMeHTa

ITonsitue «TEKCT JOKYMCHTa» 810)51
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Ppa3INYHBIX crocobax JOKYMEHTHUPOBAHMSL.
Cuenapuii moarotoBku JokymeHta. CopaepkaHue
IIPOCTBIX U CIOKHBIX TOKYMEHTOB.

[lopsnox wu3MOXKEHUS] TEKCTa JOKYMEHTA.
TpeboBanust  4ETKOCTH UM SICHOCTH  TEKCTa
nokymeHTa. Jlormueckas — CTpyKTypa  TEKCTa.
B3aumocBs3p conepxkaHus U (OpPMBI JTOKYMEHTA.
®dopmanuzanus TeKCTa JOKYMEHTA.

OneMeHThl TekcTa. lloHATHE «3aroIoBOK»
(HanMeHOBaHUE JIOKYMEHTA). Ha3nauenue
3arojoBKa, €ro Mecrto B (QopMmyispe IOKyMeHTa
[TpunoxeHus K TEKCTY U MOPSAAOK UX OPOPMIICHHS.

4.5. Yaudukamus TekcTa T0KyMeHTa

VYuudukanus [TOKyMEHTa Kak OJHO U3
HaIpaBJIeHUN ero COBEpLICHCTBOBAHUS.
[pennoceuiky yHuukammu. Meton yHU(UKAITIH.

YHudukanus CTpyKTypbl TEKCTa. DJIEMEHTHI
dbopmanmzarun.  Dopmanu30BaHHBIM  XapakTep
TEKCTOB YYETHOW JOKyMEHTalUuu. YHHpHUKaIUs
SI3BIKOBBIX CpecTB. POpMBI YHU(UKAIIH: THITIOBOH,
TpadapeTHBIM TEKCTHI, TabiuWIla, aHKeTa, Tpadukw,

AuarpaMMbl.

Pazoen 5

0OKymenmayuu

Cucmempwt

5.1. CknagpiBaHUE CUCTEM JOKYMCHTAITH

IlonsTue «CHCTEMa JIOKyMEHTAIUN.
HpI/IBHaKI/I CUCTEMBI Z[OKYMCHTaIII/II/I. OCHOBaHI/ISI
KJIACCU(PUKAIIMHA CHCTEM JIOKYMEHTAIIUH.

Hcropuueckas 00YCJIOBJICHHOCTD
(dbopMupoBaHus cucTeM JOKyMeHTaruu. CHcCTeMbl
JOKYMEHTallMd  YYPEKICHUN JOPEBOJKOLMOHHOM
Poccnm.

Pa3ButHe  cucteM = JOKyMEHTalMu  Ha
coBpeMeHHOM dtarne. KayecTBEHHbIE WM3MEHEHUS
COCTaBa M COJIEpKaHUSI CUCTEM JOKYMEHTAITUH.

l'ocynapcTBeHHasi cUCTeMa JOKYMEHTAIIHUH.
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@OyHKIMOHAIBHBIE CHCTEMBI JNOKyMEHTaINH,
BEJIOMCTBEHHBIE CUCTEMBI UJIM OTPACIIEBbIE CUCTEMBI
JOKYMEHTAIIUH U UX B3aUMOCBS3b.

5.2. YuudumnupoBanHubie CHCTEMBI
JOKyMEHTaIUH

[lonatne  «yHu¢uIMpoBaHHAs  cHCTEMa
JNoKyMeHTarum». Pa3paboTka yHHUIIMPOBAHHBIX
CHCTEM JIOKyMEHTAIINY - HOBBIN ATaIl B YHU(UKAITUH

U CTaHJIapTHU3alMM JOKYMEHTOB. XapaKTepHCTHKa

YHU(DUIIUPOBAHHBIX cucTeM JOKyMEHTAIHH.
I'ocynapcrBeHHble CTaHapThI Ha
YHUPUIIMPOBAHHBIE CUCTEMBI. OmnpiT

MEXYHapOJHON CTaHJapTU3ALMH JOKYMEHTOB.

[IpoexTHpoBaHue yHUPHUUHUPOBAHHBIX (HOPM
JIOKYMEHTOB. Meron COZIepKATEIbHOU U
dopmanbHON YHUDHUKAIHAH.

Peructpamust  yHuduimpoBaHapix  GopMm
nokymeHtoB. Ilopsimox BBeneHuss B JeiicTBHe
YHU(UIUPOBAHHBIX (OPM JOKYMEHTOB. ANBOOMBI
dopM yHHPHIMPOBAHHBIX JOKYMEHTOB.

Pernamenranus cocTaBa BUJIOB u
pPa3sHOBUAHOCTEH  JOKYMEHTOB  OIPEEIEHHOIO
KOMILJIEKCa MO 3aja4aM ymnpasieHus. Tabensb ¢opm

JOKYMCHTOB.

Pa3zoen 6  Opzanuzayuouno-

pacnopaoumeinsHble
uHpoOpMayuoOHHO-CRPaABOUHbBLE

00KyMmeHnmul

u

YauduuupoBaHHas cucrema
OpTraHU3aIMOHHO-PACTIOPS AU TEILHON
nokyMmeHTaru. OcoOCHHOCTH CUCTEMBI, €€ COCTaB.

OpraHu3annoHHbIE JTOKYMEHTHI.
[lonoxxeHus, ycCTaBbl, pErIAMEHTBI, WHCTPYKIUH,

npaBuiia ¥ Jp. TpeOoBaHMS K MX COCTABJICHHUIO H

0 OpMIICHHIO.
PacniopsimutensHbie JIOKYMEHTHI.
[MocTanoBneHwus, pelieHuUs, MIPHUKA3bI,

pacnopsbkeHus, ykazaHusg u  gp. llopsigok  ux




17

COCTaBJICHUS U OPOPMIICHUSI.
HNudpopmanmoHHO-CIIPaBOYHbBIC  TOKYMEHTHI:
aKThbl, CIpPaBKH, MJOKJIAIHBIC U OGB}ICHI/ITGHBHBIC
3aIIMCKH, IMUCbMaA, TCICTPAMMEIL, TeJ'Ie(l)OHOFpaMMI)I.
Wx cocraBiienne u ohopMIICHHE.
OcoOenHoct  OQOpMIICHUST AESITENBbHOCTU

KOJUICTUAJIBHBIX OpPTaHOB.

Pazoen 7 Coeepuwencmeosanue

00KyM €eHMAUUOHHBIX NpoUueccoe

7.1. Pernamenranus MPOLIECCOB
JOKYMEHTOOOpa30BaHUs

HeoOxomuMocTs perynmpoBaHusl Tporiecca
JOKYMEHTOO0Opa3oBaHus. BriscHeHUEe U ycTpaHEeHHE
NOPUYMH HEOINPaBJAaHHOTO BO3PACTaHMUA BHOBOTO
pa3HooOpa3usi W KOJMYECTBAa  JIOKYMEHTOB.
YcranoBiieHre 000CHOBAaHHBIX KPUTEPUEB CO3IAHUS
JTIOKYMEHTOB. DaxTopHI, OTIpeICTISIONINE
HEOOXOJIUMBIN KOMIUIEKC JOKYMEHTOB. Tummzarus
dbopM  JOKYMEHTOB. PazpaboTrka  Hay4HBIX
KOHULENIMI MexoTpacieBoil yHuduxamuun ¢opm

YIPABJICHYCCKHUX AOOKYMCHTOB. CO3,Z[3.HI/IC 0aHKOB

JTAHHBIX.

[IpaBoBoe peryiupoBaHue nporecca
JIOKYMEHTOOOpa30BaHuUS. DopMbl IIPaBOBOTO
pEryJIUpOBaHHUS.

7.2. Vcnonap30BaHWE HOBBIX TEXHOJOTHH B
JIOKYMEHTUPOBaHUU

Bimsgune BHEJIPECHUS BBEIUMCITUTETLHON
TEXHUKH Ha 00pa30BaHUE JOKYMEHTOB. JJOKyMEHT B
anekTpoHHo# opme. [Ipobiiema mpaBoBOro pekumMa
JIOKYMEHTa, CO3/IaHHOTO B JJICKTPOHHOU (opme.
OCOOEHHOCTH  COrJacoBaHHUS W IOAIMHUCAHHUS
AJICKTPOHHBIX JJOKYMEHTOB.

OcobeHHOCTH  cO31aHUS U OPOPMIICHHS
JIOKYMEHTOB Ha KOMIIBIOTEpE: HCIIOJIb30BaHHE 0a3

JTAHHBIX, cO3/IaHHe 1a0JI0HOB, TEKCTOBBIC
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pPEIaKTOPBI, CIIOBapH, NPOBEPKa TI'PAMOTHOCTH M
opdorpaduu. CoBpeMeHHOE POTrPaMMHOE
obecrneucHuUe.

PazButne cuctemsl mepenaun WHPOPMALUU
Bo3moxuocTr 0€3710KyMEHTHOTO oOMmeHa

uHpopManueil B ynpaBiIeHUH.

Pazoen 8. Hayuno-ucmopuueckasn
U NpaAKMUYecKas - UEeHHOCHb

00Kymenma

[NonsTus: «1IEHHOCTD JTIOKYMEHTa»,
«QKCTIepTH3a [IEHHOCTWY. BosnukHOBeHUE
JKCIepTH3bl. BrIpaboTKa MPUHIUIIOB U KPUTEPUECB
OIICHKHY IIEHHOCTH JOKYMEHTOB.

Buemnsis u BHYTpPEHHSIS KPUTHKA
JTOKYMEHTOB. AHalW3 aBTOPCTBA, BPEMEHH, MecTa
BO3HMKHOBEHUHU JIOKYMEHTA. AHaIU3 COACp>KaHUS
JTOoKyMeHTa. JIOCTOBEpHOCTh U IIEHHOCTh JJOKyMEHTA.

JIOKyMEeHTBI c MOBTOPSIOIIEHCS
uHpOopMaIuen. Buner MIOBTOPSIEMOCTH:
TyONeTHOCTh,  MOTJIOIIEHHOCTh, CYMMHpPOBAHHUE,
BapUAHTHOCTH, pedepupoBanue. O6mme
3aKOHOMEPHOCTH, OTpEACINAIoNne BO3HUKHOBEHHE
JIOKYMEHTOB C MOBTOPSIOIIEHCS HHPOpMAITUECH.

3HAYUMOCTh SIBJICHHUU, COOBITHH, (aKTOB B
TIEPBUYHBIX " BTOPHYHBIX JIOKyMEHTaX,
COOTBETCTBHE cojepxaleiics B HUX HH(OpMaLUU
OCHOBHBIM HJIM  BCIIOMOTATEIbHBIM  (DYHKIUSM
YUPEKICHUSI. KOpunnueckas cuiia ATUX
JIOKyMEHTOB. XapakTtep MTOBTOPSIEMOCTH,
NEPUOANYHOCTb 00pa30BaHUS JOKYMEHTOB.

Bri6opouHas olieHKa JOKYMEHTOB.

CrieninanbHble KPUTEPUU OICHKH HAy4YHO-
texuudueckol nmokymentauuu (HTJ). Wzyduenue
BHYTPEHHETO COCTaBa JIOKyMEHTa IO MpodiieMaM
(temam) u wMojensaM (KOHCTPYKIUSM) 3HaAUYeHUE
HAYYHO-TEXHUYECKON uAeH. 3HAYMMOCTh OOBEKTa

JJIs1 OKOHOMMKH. VYHUKaIBLHOCTH COOPYXKCHUA WU
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KOHCTPYKIIUH.
Kpurepuu [ICHHOCTH
KUHO(POTOHOHOJOKYMEHTOB. OCOOCHHOCTH OIEHKU

MAallIMHOYUTACMBIX JOKYMCHTOB.

Pa3zoen 9. Komnnexcur

00KyMeHnmoe

Ilonstue «KOMIIJICKCa JAOKYMCHTOB).

HepBI/I'-IHI)Ie KOMINJIEKCBI TEKCTOBBIX JOKYMCHTOB M

150.4 BUJIBL. Komrurekcsl TEXHUYECKUX u
KUHO(POTOTOKYMEHTOB.
Ci1oXHbIe KOMILJIEKCHI. Toustus

«JTOKYMEHTAJBHBII» W  «ApXUBHBIN»  (OHIBI.
Kommmrekcrr JTOKyMEHTOB YUpEKICHUM,
OpraHM3alMii M CTPYKTYPHBIX NOAPA3AECICHUMN.
JIngurie (hOHITBI. Iloustue «KOJUICKIIHSY

JNOKyMeHTOB. [loHsATHE «apXUB».

4. O0pa3oBaTe/ibHbIE TEXHOJIOTUH

Oo0pa3oBaTte/ibHbIE TEXHOJIOTHHA

Ne/Ne | HanmeHnoBaHue paznena Bunsr yaeOHbIX | OOpa3oBaTeNbHBIE TEXHOJIOTHN
3aHATHI
1 IIpenmer, coaepxxanue, | Jlekyus I1-2. Beoouas nexyus
3aJa4u Kypca
Camocmoamenvnas
paboma
Iloozomoska k nexyuu
2 WcTtounuku u nutepatypa 1o | Jlexyusa 3-4 Jlexyus-euzyanuzayus ¢ npumeHeHuem
Kypcy caauo-npoexmopa
Iloozomosxka k nexyuu:
Camocmoamenvhas
paboma — MOHUMOPUHZ ~ 3AKOHOOAMENbHbIX U
HOPMAMUBHO-MEMOOUYECKUX
UCTNOYHUKOG NO OOKYMEHMOBEOCHUIO C
UCNOTBL306AHUEM NPABOGHIX 0A3 OAHHBIX,
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usyuenue 00KYMEHMOBe0YeCKOU
VueOHOU U HAYYHOU TUmepamypbl

JokymeHT, ero ¢yHkuuu, | Jlexyus 5-6 Jlexyusa-euzyanuzayus ¢ npumeHeHuem
TTOHSTHUS JIOKYMEHT " caatio-npoexmopa
nH(pOpMAITHs
Luckyccusa
Jlabopamopnoe
sanamue 1
Camocmosamenvras | [loocomoska K aabopamopnomy
paboma 3AHAMUIO
CnocoOb1 Jlexyua 7-8 Ilpobnemuas nexyus
JOKYMEHTUPOBAaHUSA 51
MaTEpUAIIBHBIE HOCHUTENHN
uHpOPMALH Jlabopamopnoe Jluckyccus
3anamue - 2
Camocmoamenvnas
Iloozomosxka K 1abopamopHoMy
paboma
3AHAMUIO
[MpuzHaku JIOKyMeHTa: | Jlexyus 9 Ananumuueckas nekyus
OPUTHHAJIBHOCTD,
MTOITMHHOCTb, KOITMHHOCTH
Camocmoamenvnas | [loozomoska k nekyuu
paboma -

Dopmylisip TOKYMEHTa |
€ro  COCTaBHBIE  YaCTH.
Hcropus pa3sBUTHSL
bopmyIsipa TOKyMeHTa:
16-17 Beka,

Jlexyus 10-14

Jlabopamopnoe
3anamue — 3-6

Jlekyusa ¢
cumyayuil

pazbopom  KOHKPEmHUbIX

Monumopune doxymenmos 17-20 eexos

18 Bek,
19 Bek,
20 Bex Camocmosmenvhas | Iloocomoska K 21abopamopHomy
paboma - 3AHAMUIO
Iloozomosxka k 3auemy
dopmynsap coBpeMeHHoro | Jlexyus 15 Jlexyusa-euzyanuzayus ¢ npumeHeHuem
YIPaBJIEHYECKOTO cnatio-npoekmopa
JOKYMEHTA! IpaBuia
odopmIIeHUsT PEKBU3UTOB
Monumopune  3akonooamenvHblx U
Jlabopamopnoe

sauamue — 7-8

HOPMAMUBHO-MEMOOUUECKUX AKMO8 N0
OOKYMEHMOBEOCHUIO C UCNOTIb308AHUECM
npasosulx 6a3 OAHHLIX;

Ompa60m1<a Npakmu4eCcKux HaeblKo6
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Camocmosimenvhas
paboma -

0hopmaeHUs PeKBUZUMNO8

Tloozomoska K
3aHAMUIO

aabopamopnomy

8 TpeboBanust «k  Tekcry | Jlexkyus 16 -17 Jlexyus-euzyanuzayus ¢ npumMeHeHuem
JIOKYMEHTA; cnao-npoexmopa
Yuudukanus TeKCcTa
IOKyMEHTa CamocmosmenvHast
paboma - Tloozomoska k nexyuu
9 Cucremsl jaokymeHTanww, | Jlexyus 18-19 Jlexyus-euzyanuzayus ¢ npumeHeHuem
CKJIaJIbIBAHUE CHUCTEM, caaio-npoekmopa
YHUPUIIMPOBAHHBIE
CHUCTEMBI TOKyMEHTallUU
Ioozomoska k nexyuu
CamocmosmenvHast
paboma
10 OpranuzanuoHHbIE, Jlexyus 20-23 Jlexyus-euzyanuzayus ¢ npumeHeHuem
pacropsauTeIbHbIE u caauod-npoexmopa
MH(POPMALIMOHHO-
CIIPABOYHBIE IOKYMEHTBI Jlabopamopnoe
sanamue 9 - 15 Hcnonvzosanue ketic-memooa
Camocmosamenvras | Iloocomoska K aabopamopnomy
paboma 3AHAMUIO
CoBue CosepuienctBoBanue | Jlexyus 24
JOKYMEHTAMOHHBIX
IIpobremnasn nexyus
MPOIIECCOB,
HCTIOJIb30BAHUE HOBBIX
MH(POPMALMOHHBIX
TEXHOJIOTHI B
NOKYMCHTUPOBaHUHN Camocmosmenvhasn | Iloocomoska k nexyuu
paboma
12 Komriekcrl TIOKyMEHTOB; | Jlexyus 25 Ilpobnemnas nexyus
HayuHno-ucropudeckas u
MpaKTUYECKAas [IEHHOCTh
JAOKYyMCHTa Jlabopamopnoe e | Ilocewenue apxusa, usyuenue CiOHNCHbLIX

3anamue 16

KOMnjleKkcoe Ha npakmuke
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Camocmosmenvras | [loocomoexa K 1abopamopHomy
paboma BAHAMUIO

Iloozomoska k sK3ameny

B nepuon BpeMEHHOro NPHOCTAHOBJIEHUS IOCEIIEHUS OOYYaroIMMHCS MOMELIECHUH U
teppuropun PITY mis opranuzamum ydeOHOTO mpolecca ¢ MPUMEHEHHEM 3IIEKTPOHHOTO
Oo0y4YeHHs W JUCTAHLMOHHBIX O0pa30BaTEIbHBIX TEXHOJOIMH MOTYT OBbITb HCHOJIb30BAHBI
ClIelyIole 00pa30BaTeIbHbIC TEXHOIOTUH:

— BUJCO-JIEKLINH,

— OHJIAMH-JIEKIIMY B PEKUME PEAIIBHOTO BPEMEHH;

— BJICKTPOHHbIE Y4€OHUKH, yuyeOHble OCOOUs, HayuyHble U3AHUSA B 3JIEKTPOHHOM BHJIE U
JOCTYI K MHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM pecypcam;

— CUCTEMBI JJIs DJIEKTPOHHOTO TECTUPOBAHNS;

— KOHCYJIBTALIMH C UCIOJIb30BAHUEM TEIIEKOMMYHHMKALIMOHHBIX CPECTB.

5. OneHka IVIaHNPYeMbIX Pe3yJIbTATOB 00y4eHHs

5.1. Cuctema oueHmnBaHUA

Dopma koumpons Marxc. konuuecmeo 6ann08

3a oowny pabomy) Bcezo

Texywuti koumponw:

- onpoc 5 6annos 15 6annos
-Oauy -KoHmpovhas paboma (memvi 2) 15 6annos 45 6annos
- KoHmpoavhas paboma (memvl 4) 15 6annog

- Oauy-Konmpoavhas paboma (mema 6)

15 6annos
- UMO0206as1 KOHMPOTLHASL paboma (membl
1-6)
Tlpomeacymounas ammecmayust 40 b6annos
(3awem) (memot 1-6)
Hmoeo 3a cemecmp 100 b6annos
5 bannos 10 b6annos

- onpoc
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- Tecmuposarnue (mema 7) 20 bannos 50 bannos
- Konmponvhasa paboma (mema 9) 10 6annos
-UMoe08as KOHMpPOIbLHas paboma

(memot 7-12)

20 6annoe

Illpomeosrcymounas ammecmayus 40 bannos 40 6annos
(sx3amen) (memol 1-12)

Hmoeo 3a cemecmp (Oucyuniumy) 100 6.
annos

[Tonmy4yeHHBII COBOKYIHBIN Pe3yIbTaT KOHBEPTHPYETCS B TPATUIIMOHHYIO IIKATy OIICHOK H B
IIKaTy olleHOK EBpormeiickoil cuctemMsl epeHoca u HakorieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHM C TaOIHIICH:

100-6ampHas T aIHONHAs LKA xamna

LIKaJIa pajui ECTS

95 -100 A
OTIINYHO

83 -94 B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D
yIOBJICTBOPUTEIHHO

50 - 55 E

20-49 FX
HEYJIOBJICTBOPUTEIHHO HE 3aYTEHO

0-19 F
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5.2.Kpurepum BbICTABJIEHUS OLEHKHU M0 IMCIUIJINHE

Baaael/
HIkana
ECTS

OueHka no
MACHUILINHE

Kpurepun onenkn pe3ybTaToB 00y4eHHUs 110
AUCHUILINHE

100-83/
AB

«OTITUYHOY/

«3aUTEHO
(OTIIMYHO)»/

«3a4TCHO»

BricTaBmisiercs 00yJaromemMycsi, €clii OH TITyO0KO u
IIPOYHO YCBOUJI TEOPETUYECKUNA U MPAKTUUECKUI
MaTepuall, MOXKET MPOAEMOHCTPUPOBATH 3TO HA 3aHATUIX U
B XO/JI€ TPOMEKYTOUYHOM aTTECTAL1H.

OO0yuaromuiicst HICUEPIBIBAIOIIE U JJOTUYECKUA CTPOMHO
u3JaraeT yueOHbIN MaTepuall, yMeeT yBI3bIBaTh TEOPHUIO C
MPAKTHKOM, CIIPABIISIETCS C PEIICHUEM 3ajad
poQeCCHOHATIBHOIN HAIIPABICHHOCTH BBICOKOTO YPOBHS
CJIOKHOCTH, MPAaBUIHLHO 000CHOBBIBAET MPUHSTHIC
pEIICHHUS.

CB00OIHO OpUEHTHPYETCS B YUeOHOH 1
npodeccroHanbHO JIUTEeparType.

OneHka Mo JUCLHUIUIMHE BBICTABIIAIOTCS 00YYAIOIEMYCS C
YYETOM PE3YIBTATOB TEKYIIEH U MPOMEKYTOUHOU
aTTeCTaluy.

Komnerenuuu, 3akpeni€HHble 3a AMCUUIUIMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «BBICOKUI.

82-68/

«XOpOILIO»/

«3a4TEHO
(xoporto)y»/

«3a4YTCHO»

BricTaBnsiercsa o0yyaromemMycsi, €ciid OH 3HaeT
TEOPETUYECKUM U MPAKTUYECKUN MaTEpHUall, IPAMOTHO U 10
CYyILIECTBY M3JIaraeT €ro Ha 3aHATHUIX U B XOJ€
IIPOMEKYTOUYHOM aTTECTAL[UH, HE IOIIyCKasl CyLIECTBEHHBIX
HETOYHOCTEH.

OO0yuaromuiics MpaBUIbHO MPUMEHSAET TEOPETUUECKUE
MOJIOXKEHHUS MTPU PEIICHUU IPAKTUYECKUX 3a7a4
npodeccroHanbHON HAIIPABICHHOCTH PA3HOTO YPOBHS
CJI0KHOCTH, BJIaJIe€T HEOOXOIUMBIMHU /ISl 3TOTO HaBBIKAMU
U IpuéMamu.

JlocTaTOYHO XOPOILIO OPUEHTUPYETCS B yUeOHON U
npodeccrnoHaIbHOMN TUTEepaType.

OreHka o JUCHUILTAHE BBICTABISIOTCS 00ydaromemMycs ¢
YYETOM PE3YJIbTATOB TEKYIIEH U MPOMEKYTOUHOM
aTTecTaluu.

Komnerenmum, 3akperi€HHbIe 3a JUCITUTUITMHOM,
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Bbanasl/ Ouenka no Kpurepuu oneHkn pe3yjbTaToB 00yUYeHHS 10
Hkana AMCHMILINHE AMCHMILINHE
ECTS
c(hopMuUpPOBaHBI HA YPOBHE — «XOPOIITHIIN.
67-50/ «YIIOBJIETBOPU- BricTaBmsiercs 00y4aromeMycsi, €clii OH 3HaeT Ha 0a30BOM
TEJIbHOY/ YPOBHE TEOPETHUECKUI U IPAKTUYECKUN MaTepual,
D.E JIOITYCKAET OTAEIbHBIE OMIMOKH MPH €ro U3JI0KEHUHU Ha
(3atTeno 3aHATUAX U B X0JI€ IPOMEKYTOUHOM aTTECTALUH.
(ymoBieTBOpH-
TEIIbHO)»/ OOyuaromuiics UCIBITBIBAET ONPEIEIEHHbIE 3aTPyAHEHUS
B IIPUMEHEHNHN TEOPETUYECKUX MOJIOXKEHUN TPU PEIIEHUN
(3AATCHOY NPaKTUYECKUX 3a/1a4 MPO(eCCHOHATFHON HANPaBIEHHOCTH
CTaHJIapTHOTO YPOBHS CII0)KHOCTH, BJIAJEET
HEOOXOIMMBIMH JUISI 3TOTO 0a30BBIMU HaBBIKAMU H
puéMamu.
JleMOHCTpUpYET 1OCTaTOYHBIM YPOBEHb 3HAHUS yUeOHON
JUTEPATYPHI 110 AUCLUIUIMHE.
Onenka no JUCHUILTUHE BBICTABISIOTCS 00ydaromemMycs ¢
y4E€TOM PE3yJIbTATOB TEKYILIEH U IPOMEKYTOUHON
aTTeCTal1u.
Komnierenumu, 3akpeni€éHnble 3a JUCUUIIIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBIII).
49-0/ «HEYyIIOBIIETBOpPHUTE | BhicTaBiseTcst oOydaronieMycsi, €ciii OH He 3HaeT Ha
JIBHOY/ 0a30BOM ypOBHE TEOPETUUYECKUI U MPAKTUUECKHI
FEX MaTepHal, JoIycKaeT rpyobie OMOKU IpH ero
HE 3a4TE€HO

H3JIOKCHHH Ha 3aHATHAX U B XO0A€ HpOMe)KYTOLIHOI\/’I
aTTeCTaluu.

OOy4arouuiicss UCTIBITHIBAET CEPbEIHBIE 3aTPYAHEHUS B
IPUMEHEHUU TEOPETUUYECKUX MOJIO0KEHUM NPU peLIeHUH
NpPaKTUYECKUX 3a/1a4 MPOo(eCcCHOHATBLHON HAlpaBIeHHOCTH
CTaHJIaPTHOT'O YPOBHS CII0)KHOCTH, HE BJIal€eT
HEOOXOIMMBIMH JUISl 3TOTO HAaBBIKAMU U ITPUEMAMH.

JleMoHCTpHpYET (parMeHTapHbIC 3HAHUS YIeOHOMH
JIUTEPATYPBI 110 AUCLIUILIMHE.

OneHka Mo JUCLUIUIMHE BBICTABIISAIOTCS 00YYAIOIEMYCS C
y4E€TOM PE3yJIbTATOB TEKYIIEH U IPOMEKYTOUHON
aTTeCTaluu.

KomnereHnn Ha ypOBHE «JI0CTATOYHBINY, 3aKPEIIEHHbBIE
3a TUCUUILTMHOMN, HE COPMHUPOBAHEI.
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5.3. OueHo4yHble cpeAcTBA (MaTepHUaJbl) AJsl TEKYIIEr0 KOHTPOJISA yCIIeBA€eMOCTH,
NMPOMEKYTOYHOM aTTecTallui 00y4alIIMXCS 10 TUCHUIIMHE (M0OOY10)

ITepeyennb BOPOCOB K KOHTPOJIBbHOI padoTe 1o teme 2.

Yem 3aHUMaeTCH Hay4YHad JUCHUILTIMHA L[OKyMeHTOBC,I[CHI/IC?

C KakuMu Hay4YHbIMU JUCHUIUIMHAMU CBA3aHO ILOKYMCHTOBCZ[CHI/IC?

HazoBute 3aKOHOJAATCJIBbHBIC aKThI, PCTYJIUPYIOIINEC BOIIPOCHI JOKYMCHTHPOBAHM.
IlepeuncnuTe HOpMATUBHBIE IPABOBBIE AKTHI, PETYJIUPYIOIIKNE BOIIPOCH! JOKYMEHTUPOBAHMUS.

I[aﬁTC XapPaKTCPpUCTUKY HOPMATUBHO-MCTOAUYICCKUM JOKYMCHTAM 11O ACJIIOMIPOU3BOJACTBY.

AN

HazoBurte YUYCHBIX, UCCIICAYIOIINX BOITPOCHI TOKYMCHTOBCACHHUS.

IlepeueHb BONPOCOB K KOHTPOJIbHOM padoTe no Teme 4.

1. Kakue BbI 3HaeTe CIOCOOBI JOKYMEHTUPOBAHUS?

IlepeuncnuTe 3Tamnbl pa3BUTHS TEKCTOBOTO TOKYMEHTHPOBAHUS, CPABHUTE UX MEXTY COOOM.
Pacckaxxute 06 0COOEHHOCTSIX TEXHUYECKOTO JJOKYMEHTHPOBAHHUSL.

B 4em 3akirouarorcss 0coOEHHOCTH KHHO, (HOTO U (POHOJOKYMECHTHPOBAHUS?

wok wN

CpaBHHUTE N3BECTHBIE BaM CIIOCOOBI JOKYMEHTHPOBAHUS MEKAY OO0, HA30BUTE UX
IPEUMYILECTBA U HEAOCTATKU.

6. JlaiiTe XapaKTepUCTHKY MaTe€pUaIbHBIM HOCHTENISIM HH(OPMALIUU U CPAaBHUTE X MEXKIY

CO0Oi.
IIpuMepsI 6IMI-KOHTPOJILHBIX PadoT 1o Teme 6
Kakmue odpamenusi ObLJIM NPHUHSTHI B KOHKPETHBI HCTOPHYECKUid mepuoa?
(mpoBecTH CTpPENKH)
XIX Bek TOBapHUILY
CogeTtckuil nepuog HBany BaHOBHUY
90-e roapt XX Beka MusnoctTuBOMy rocyiapio

CoBpeMeHHOCTh TOCIIOJTUHY
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Kakumu uTOoroBsiMu (ppazaMm 3aKaHIMBAJIOCH CJIY:Ke0HOE MUCbMO B KOHKPETHBII HCTOPHYECKH
nepuoa?

(mpoBecTH CTpENKH)

XVI, XVII Beka ¢ n1yOoYalIIMM NOYTEHHEM

XIX Bek C YBaXXECHHUEM

CogeTtckuil nepuoj C KOMMYHUCTHYECKUM ITPHUBETOM
CoBpeMEHHOCTh app rocynapp, cMuyics, moxatyu

IlepeyeHb BONPOCOB K MTOrOBOI KOHTPOJILHOM padoTe Ne 1

1. JIOKyMEHT U ero MecTO B CHCTEME YIIPaBJICHUSI.

2. 3akoHOAATeNbHBIC IPABOBBIE AKTHI, PErJIaAMEHTHPYIOLINE CO3aHne U 0(hopMIIeHHE
JOKYMEHTOB.

3. HopMaTHBHO-METOAMYECKHE aKThl, ONPEICIIAIOINE TOPAIOK CO3AaHNs 1 OQPOPMIICHUS
JOKYMEHTOB.

4. JlokyMEHTOBEAEHHUE KaK Hay4Hasl IUCUUIUINHA U €€ CBsI3b C APYTUMHU HAyYHBIMHU
JTUCHUIINHAMM.

5. Ilonsrue «uHGOpMALMI» U €TO Pa3BUTHE.

6. IloHsTHE «JTOKYMEHT» U €T0 pa3BUTHE.

7. Casi3p MHPOPMALIUN U TOKYMEHTA.

8. OOmue u yacTHbIE (PYHKIMH JOKYMEHTA.

9. Cmoco0sI TOKyMEHTHUPOBAHUS U UX Pa3BUTHE.

10.TekcToBOE TOKYMEHTUPOBAHHE U ATAIBI €r0 Pa3BUTHAL.

11.1Tukrorpammsl. [IpumeneHre MUKTOrpauaeckoro MIChbMa CETO/IHS.

12.Jlororpammel. Mcrionbp30BaHue JIOTOTpaMM CETOHS.

13. TexHn4yeckoe JOKYMEHTHPOBaHUE. BUIbI KOMIUIEKCOB TEXHUYECKOH TOKYMEHTALINH.

14.®otonoxkymentupoBanue. [losBiaenue, pazBurue, IpUMEHEHHE.

15.KunonokymentupoBanue. [losBnenue, pazsutie. Buneoszanucs.

16.®ononoxkymenTupoBanue. [losBiaeHne, pa3BuTue, NpUMEHEHHE.

17.Marepuan s nokymentupoBanus. Ero pa3zsurue.

18.IlopnmuaaMkK 1 konuK. Buas! konuid. [lopsnok ynoctoBepeHuil Konui.

19.®opmynsip mokymenTa. Tunosoit popmysip, popmysisip-oopaser.
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20.Pazutue Gpopmyisapa qokymenTa B X VI-XVII Be.
21.®opmynsp noxymenta X VIII B.

22.@opmynsap TekcToBoro nokymenta XIX- nagama XX BB.

O0pa3ubl TecToB 1O Teme 7
Bompoc 1
Bu3za odunmanbHOro 1OKyMeHTa 3TO:

A) peKBH3UT TOKyMEHTA, BRIPKAIOIINNA COTIIACHE MIIM HECOTIIACHS JTODKHOCTHOTO JIUIIA C

CoJIep>KaHUeM JIOKYMEHTa

B) HaAMUCh HAa JOKYMCHTC, CACTIaHHAA JOJKHOCTHBIM JIMIIOM U COACPIKALIAA ITPUHATOC UM

peleHue

B) noAnrCcaHue J0OKyMCEHTa €T0 COCTaBUTCIIEM

Bomnpoc 2

Bwussr mpocTasinstoTes:

A) paOOTHHKOM, IIeYaTaBIINM JOKYMEHT
b) paboTHuKamMu cBoel opraHu3auu

B) paboTHrKamMu Ipyrux opraHu3auuit

Bompoc 3

B xakue peKBU3UTHI JOKYMEHTA JIaTa BXOIUT KaK COCTaBHAs 9acTh?

a) rpud yTBepKICHUS B) TIOJIITHCH
0) BU3a COrIacoBaHUs T') PE30IIIOLUS
Bomnpoc 4

OOmumii 671aHK JOKyMEHTa BKIIIOUAET B ce0sl CIeTyoIe PEKBU3HUTHI:

A) nzobpakenne repOa, IMOJIEMBI, MECTO JUIS pa3MElIeHHs Ha3BaHHs BUA JOKYMEHTa, MECTO

IJIA 1aTbl U HOMEpPa JOKYMEHTA, MECTO COCTaBJICHUSA
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b) uzo0paxenue repdba, sMOJIEeMbl, HAUMECHOBAHUE OPTaHU3aAI[MK aBTOPA, MECTO IS Pa3MEICHHUS

Ha3BaHUA BHUJa JOKYMCHTa, MECTO IJIsA AaThl U HOMEpa TOKYMCHTA, MECTO COCTABJICHUA

B) m3o0pakenne repOa, 3MOIeMbI, HANMEHOBAHUE OPTaHU3AIMH aBTOPa, MECTO JIJIS Pa3MeEITICHIS
Ha3BaHHS BUJIA JIOKYMEHTA, CITPaBOYHbIC JAHHBIC 00 OpraHU3aIlK, MECTO JIJIS JaThl U HOMepa

HOKYMECHTA, MECTO COCTABJICHUA

Bomnpoc 5
Kaxue u3 mepeduciieHHBIX IOKyMEHTOB TpeOyIOT YTBEPKACHNS?
A) ycraB b) mratHoe pactiucanne B) mpukassr

I') noxnamneie 3anucku 1) MOMKHOCTHBIE HHCTPYKIIUU

Bompoc 6
TunoBo# GopMyssip IpUKa3a CONEPKHUT CIEAYIOIUE PEKBU3HUTHL:

A) rep6 (3M0O5IeMy), HAaMMEHOBaHHE OPTraHU3aLUN-aBTOPa, CIIPABOYHBIE TaHHbIC 00 OpraHu3aluH,
HanMEHOBaHME BU/a TOKYMEHTa — IIPUKa3, JaTy, HOMEpP, MECTO COCTABJICHUS, 3ar0JI0BOK K TEKCTY, TEKCT,

IOAINCH, BU3bI COTTIAaCOBaHUsA

b) rep6 (amOiiemy), HaMEHOBaHHE OPTaHU3ANNU-aBTOPa, HAUMECHOBAHUE BHIA JOKYMEHTA —

MIpUKa3, 1aTy, HOMEP, MECTO COCTABJICHHSI, 3aT0JIOBOK K TEKCTY, TEKCT, TIOJIITUCH, BU3BI COTIIACOBAHMUS

B) rep6 (3mbneMy), HanMEeHOBaHUE OPTaHU3AIIIH-aBTOpa, HaNMEHOBAaHWE BHIA JOKYMEHTa —
MpUKa3, 14Ty, HOMEpP, MECTO COCTABIICHHS, 3ar0JIOBOK K TEKCTY, TEKCT, TOJIIHCH, [1€YATh, BU3bI

corjraCoBaHUs

Bomnpoc 7

B ynpaBneHueckoi MpakTHKe MPUMEHSIOT CIeIyIOIIre BUAbI OJaHKOB:
A) GiraHK TECBMa

B) Gy1aHK KOHKPETHOrO BHJIA IOKYMEHTA

B) oOmuii 6ank

J) 6mank przmyueckoro auma
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Bompoc 8

JIOKyMEHTHPOBaHHE 3TO:

A) mporiecc ABMKEHUSI JOKYMEHTOB B OpraHU3aliN

b) 3anuck nHbOpMaLuK Ha pa3InIHBIX HOCHTEISX TI0 YCTAHOBIICHHBIM MTPaBUIIaM
B) co3manne 1OKyMEHTOB

I') paboTa ¢ nokymeHTaMH

Bompoc 9
K opranuzaioHHBIM JJOKyMEHTaM OTHOCSITCS:

A) ycTaBsl 0) mpaBuia B) aKThl T) IPUKa3bl ) HHCTPYKLUH

Bomnpoc 10
I'epOoBoii mevatsio (Me4aThio OPraHNU3aLN) 3aBEPSIIOT:
A) rapanTuiiHble MUCbMa 0) MPOTOKOJIBI 3aCeIaHUl  B) TPHKA3bl

I') noroBopsI 1) TPyAOBBIE KHIKKH

Bompoc 11
DopMyIsIp JOKYMEHTA 3TO:

A) Habop pekBHU3UTOB OGHUITHATHHOTO MMCEMEHHOTO JOKYMEHTA, PACIIOI0KEHHBIX B

OTIPE/ICIICHHON TTOCIeA0BATEIEHOCTH
b) nopsimok 06pabOTKH TOKYMEHTOB

B) MuHUMaNbHEIA d51eMeHT 0(OopMIIEHHS JOKyMEHTA

Bompoc 12
WNndopmaioHHO-cIIpaBOYHBIN TOKYMEHT 3TO:

a) a) JlokymeHrt, comepkamuii *HGOPMAIHIO O (DAKTHIESCKOM ITOJIOKCHHH NI, KOTOPHIN CITYKUT

OCHOBAaHHEM JUIsl IPUHATUS PELLICHUIN
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b) 6) JlokyMeHT, OpraHu3yIOMKi paboTy yUpeKaeHHsI
¢) B) JlokyMeHT, B KOTOpOM 3a(pUKCHPOBAHBI PACTIOPSKEHNUS PYKOBOJICTBA

d) r) lokymeHT, (PUKCHUPYIOLIHIT JeATEILHOCTh KOJJIETHAILHOTO OpraHa

Bormpoc 13

Bbnank ¢ n300paxkeHneM rocyaapcTBeHHOro repda Poccuiickoii @enepaiin MOTYT UMETh!
a) JIro0as opranu3anus, 3aperucTpupoBanHas Ha Tepputopun Poccuiickoit dexepauun
0) Kommepueckas pupma, 3aperucTpupoBaHHas Ha Tepputopun Poccuiickoit demepariiu

B) Yupek/ieH!s U OpraHn3anny, ykazanHsle B Konctutymonnom 3akoHe «O repbe Poccuiickoit

Oenepanun»
r) YupexneHus U opraHu3anuy, ykazaausle B Koncrurynuu PO
Bompoc 14
K pexBr3uTam, mpuaaonmM J0KyMEHTY IOPHUANYECKYIO0 3HAYMMOCTh OTHOCSATCS :
a) repd PO
b) otMeTka 0 mocTymiIeHu JOKyMEHTa
B) TIOZIITHCH
T') aBTOp JTOKyMEHTA
IlepedyeHb BONMPOCOB K KOHTPOJILHOM padoTe mo Teme 9

1. Yro Takoe yHU(HKALUS TOKYMEHTOB?

2. [laiiTe ompeneneHre CHCTEME TOKyMEHTAIIH

3. Yro Takoe yHU(PHULIUPOBAHHBIE CUCTEMBI JOKYMEHTALIMH, HA30BUTE UX.

4. Kakue BHIBI JOKYMEHTOB BXOJST B COCTaB YHU(HUIIMPOBAHHOKN CUCTEMBI OpPraHU3allHOHHO-

paCHOpﬂI[HTCHLHOfI JAOKYMCHTAIUU.

Ilepeyennb BOPOCOB K HTOTOBOIi KOHTPOJILHOI padoTe Ne 2
[MonasTHs <<YHI/I(1)I/IK3.I_II/I$[» " «CTaHaapTHU3anvs» JOKYMEHTOB.

Pa3Burtre yHnuKamum u cTaHaapTU3anuu J0KyMeHToB Bo Il momoBuHe XX B.

I'OCT P 7.0.97-2016. Ero coaepsxanue, 3Hau€HHUE.

W N =

4 TpeOoBaHusI K KOHCTPYHPOBaHHIO O1aHKOB. Buapl O1ankoB. brnanku npeanpustuit
PasTUIHBIX GOpPM COOCTBEHHOCTH.

5 PexBM3UT «HaMMEHOBaHHWE OPTaHU3ALMU-ABTOPA JOKYMEHTa», TPeOOBaHUS K HEMY.
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6 PexBU3UT «cIIpaBOYHBIC NaHHBIE 00 OpPraHU3alUN-aBTOPE JOKYMEHTa», €r0 COCTAB.

7 PexBU3UT «aapecary, ero 3Ha4eHHE U COBPEMEHHBIE TPeOOBaHUS K 0(hOPMIICHHIO.

8 Jatel. TpeboBanwus kK Mx 0(hOPMIICHHIO; AaTa KaK COCTABHAs YaCTh IPYTUX PEKBU3HUTOB.

9 PexBU3UT «peTUCTpaAIOHHBI HOMEP JOKYMEHTa», €T0 3HaUCHHE.

10 PexBU3UT «CCBIIKA Ha PETUCTPALIMOHHBIN HOMED U AaTy JOKYMEHTa», KOT/Aa U TJe OH
MIPOCTABJIAETCS.

11 Iopsimok cornacoBaHusi JOKYMEHTOB U 0(OPMIICHUSI BHYTPEHHETO M BHEILTHETO COTJIAaCOBaHMS

12 TMopsitoK yTBEPKACHUS TOKYMEHTOB, BU/IBI yTBEPKACHUSL.

13 [lopsaaok moanucaHus TOKYMEHTOB.

14 TNeuaTh Kak peKBH3HUT JOKyMeHTa. Ha KakuX JOKyMEHTaX MPOCTaBIAeTCs repOoBast MedaTh.

15 CocraB ynocroBepeHus J0KyMeHTOB. [IpaBuia opopMiieHus! peKBU3UTOB, yIOCTOBEPSIFOIINX
JOKYMEHT.

16 OTMeTKH Ha JOKYMEHTE, UX 3Ha4eHHe 1 0(OpMIICHHE.

17 Pezonrorust. E€ 3Hauenue. TpeOoBaHuUs, MpeabABISEMbIE K PE30TIOINN.

18 PexBU3UT «0TMETKa 00 MCTIONHUTEIE), €r0 3HAUYCHHE.

19 PexBu3UTHI, MpUAAIOLINE JOKYMEHTY IOPUANYECKYIO 3HAYUMOCTb.

20 Yaudwukamus TeKcTa JOKyMeHTa.

21 Tpadapetnslie TekcThl. MeToanka pa3pabOTKH.

22 CriocoOBI IpeACTaBICHNS YHUDUITUPOBAHHBIX TEKCTOB (aHKETHI, TAOIHUITHI, TpadapeTHbie
TEKCTHI).

23 Oobmue TpeGoBaHUS K TEKCTY JOKYMEHTA.

24 AnropuTM NOATOTOBKU TOKYMEHTA.

25 DneMeHTHI TeKCTa: 3ar0JI0BOK, MPUIIOXKEHNUS, TPEOOBAHHS K HUAM.

26 JIMHrBUCTHYECKHE OCOOCHHOCTH TEKCTOB CIIYKEOHBIX TOKYMEHTOB.

27 TloHATHE «CUCTEMBI JOKYMEHTAIIUN», PA3BUTHE CUCTEM.

28 IonsTHe «yHUPHUIMPOBAHHBIE CUCTEMBI JIOKYMEHTAIHID).

29 Haznauenue, onpenenenue u coctaB Y COP/I.

30 TpeboBanHMsI K COCTABICHUIO U 0OPMIICHUIO OPTaHU3AITMOHHBIX JJOKYMEHTOB.

31 TpeboBaHus K COCTABICHUIO H O(OPMIICHHUIO PACIIOPSAUTENBHBIX JOKYMEHTOB.

32 TpebGoBaHuUs K COCTABICHUIO H O(OPMIICHHUIO IPUKA30B.

33 TpeboBaHuUs K COCTABICHUIO H 0(OPMIICHHIO OOBICHUTENBHBIX M JOKJIAIHBIX 3aIIHCOK
(BHEIIHUX U BHYTPEHHUX).

34 TpeboBaHuUs K COCTABICHUIO H O()OPMIICHHIO CIIPABOK (BU/BI CPABOK, CIIPAaBKU BHEIIHUE U
BHYTpPEHHHE).

35 TpeboBaHus K COCTABICHUIO X O)OPMIICHHIO AKTa.

36 TpeboBaHuUs K COCTABICHUIO H O(POPMIICHHIO CITY>)KEOHOTO MUChbMa. Pa3HOBHIHOCTH THCEM.

37 TpeOoBaHuUs K COCTABICHUIO H O()OPMIICHHIO TEJIEIPaMM.
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38 OcobenHocTu hopmyspa TeseOHOTPaMMBIL.

39 AJTopuTM MOATOTOBKU U MPOBEIEHUS COBEIIaHus. JJOKyMeHTHI, CO3/1aBaeMbIe B IIpoIiecce
MOJITOTOBKHU COBEIIAHUS.

40 TpeOGoBaHUS K COCTABICHUIO W O(OPMIICHHUIO ITPOTOKOJIA.

41 TloHsATHE KOMIUIEKCOB JOKYMEHTOB. [lepBUYHbIE KOMIUIEKCHI TEKCTOBBIX JJOKYMEHTOB.

42 TloHATHS «TOKYMEHTANBHBIA QOHI» U «apXUBHBIH (GoHI». VX pasnuuue.

43 CnoxxHble KOMIUIEKCHl. BeToMCTBEHHBIE apXUBBI.

44 CnoxHble KoMIuieKchl. ['ocynapcTBeHHbIe apXUBBl. CeTh rocyAapCTBEHHBIX apXHBOB.

45 TIoHATHS «LIEHHOCTh JOKYMEHTa», «IKCIEPTU3a [ICHHOCTH». BO3HNKHOBEHHE, Pa3BUTHE
9KCIEPTHU3BI.

46 [IpuHOUIIBL, KPUTEPUH SKCIEPTH3HI IEHHOCTH JOKYMEHTOB.

IlepeyeHb BONPOCOB K YCTHOMY 3K3aMeHY 10 BCeMY Kypcy

O Ilepeuensv 6onpocoe 0141 nO020MOBKU K IK3AMEHY NO OUCUUNIUHE
“/loxymenmogedenue”

JIOKyMEHT M €r0 MECTO B CUCTEME YIIPABIICHUS.

2. 3aKOoHBI U UHBIE HOPMATUBHBIC MIPABOBBIC AKThI, PETIIAMEHTUPYIOIINE CO3/IaHNE U
oopMiieHHE JOKYMEHTOB.

3. HopmaTtuBHO-METOIUYECKHE TOKYMEHTHI, ONPEICNISIONINE TOPSAIOK CO3aHuSI U
oopMIIEHUST TOKYyMEHTOB.

4. JloxyMeHTOBeJeHHE KaK HayyHas AUCHUIUIMHA U €€ CBSI3b C APYTUMU HAYYHBIMU
JUCUHUIUIMHAMU.

5. Tloustue «uH(MOpMALIUA» U €TO Pa3BUTHE.

6. IloHsATHE «JOKYMEHT» U €ro pa3BUTHE.

7

8

—

CBs3b nH(pOpMALUY U TOKYMEHTA.
OO61ue 1 yacTHble QYHKIMH TIOKYMEHTA.
9. Cnoco0bl TOKyMEHTHUPOBAHUS U UX pa3BUTHE.
10. TekcToBOE TOKYMEHTUPOBAHUE U 3TAMBI €TI0 PA3BUTHA.
11. [Mukrorpammel. [IpumeHeHne NUKTOrpaguuecKoro MUCbMa CEroIHs.
12. JIororpammel. Mcnonp30BaHue JIOTOrpaMM CETOIHS.
13. Texnnueckoe JOKyMEHTHpOBaHUE. BUibl KOMILUIEKCOB TEXHUYECKOW TOKYMEHTALMH.
14. ®otonoxymentuposanue. [losiBienue, pa3Burue, IpUMEHEHUE.
15. Kunonokymenruposanue. [losiBnenue, pa3Butue, IpUMEHEHHUE.
16. ®ononoxkymentupoBanue. [losiBienue, pa3Burue, IpUMEHEHUE.
17. Marepuan 1 oKkyMeHTUpoBaHus. Ero pazsurue.
18. IlopmmHeHMKY ¥ Konuu. Buael konmii. [Iopsaok y1ocToBepeHU KOIUI.
19. ®opmynsip qokymenTa. TunoBoii hopmysip, hopmysp-oOpaser.
20. PazButue popmynsapa nokymenta B X VI-XVII Ba.
21. ®opmynsap noxkymenra X VIII B.
22. ®opmynsip TekcToBoro nokyMenta XIX- nauana XX BB.
23. TlonsTus «yHU(PUKALKD» U «CTAaHAAPTU3ALUS) JOKYMEHTOB.
24. TOCT P 7.0.97-2016. Ero conepkanue, 3HaYCHHE U BO3MOXHOCTH HUCIIOIH30BaHUS B
COBPEMEHHBIX OpraHU3ALMIX.



25.

26.

27.

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

35.

36.
37.

38.
39.

40.
41.
42.
43.
44.

45.
46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.

57.
58.
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[IpaBuna geronpon3BOACTBa B TOCYAAPCTBEHHBIX OpraHaxX, OpraHax MECTHOIO
caMmoyIipaBiieHHs (CoJiepKaHue, 3HAaYeHHE U BO3MOXKHOCTHU UCTIOJIb30BAHMUS).
MeTtoauueckre peKkoMeH1aluu 1o pa3padoTKe HHCTPYKIUI MO AeTONPOU3BOICTBY B B
rOCYJapCTBEHHBIX OpTraHax, OpraHax MECTHOI'O CaMOYTIpaBJIeHUs (CoJepkKaHue,
3HaYeHHE U BO3MOKHOCTH HCTIOIb30BAHMS).

IIprumepHas MHCTPYKIUS N0 JEJIONPOU3BOACTBY B TOCYIapCTBEHHBIX opranuzanusax 2018
r. (conepkaHue, 3Ha4eHHE U BO3MOKHOCTH HCIIOJIb30BaHUA).

CocraB pekBu3uTOB O1aHKoB. Kitaccudukanus 61aHKOB.

PexkBu3uT «HauMeHOBaHKME OpraHU3alMU-aBTOpa TI0KyMEHTa», TpEOOBaHUS K HEMY.
PexBU3UT «cIpaBOYHBIE JaHHBIE 00 OpraHU3alMU-aBTOPE JOKYMEHTa, €ro COCTaB.
PexBu3ut «agpecaty, ero 3HadyeHHE U COBPEMEHHbIE TPeOOBaHUS K O(OPMIICHHUIO.
Hatel. TpeGoBanus K X 0POPMIICHHIO; JaTa KaK COCTABHAs YacTh JPYTUX PEKBU3UTOB.
PexBHU3UT «perucTpainoHHbIIN HOMEP JOKYMEHTA», €ro 3Ha4CHHE.

PekBU3UT «cChlIKAa HAa PETUCTPALIMOHHBIN HOMED U JaTy JOKYMEHTa», KOTJa U Iie OH
IIPOCTABJISIETCSL.

[Topsiok cornacoBaHus TOKyMEHTOB U 0()OpMIICHUS] BHYTPEHHETO U BHEIIIHETO
COTrJIaCOBaHUS

Ilopsnok yTBEpKIeHUS JOKYMEHTOB, BUJIbl YTBEPKICHMSL.

[Topsimox moanucanust JOKyMEHTOB. DJIEKTPOHHAs MOANUCh. OTMETKa 00 3JIEKTPOHHOM
MOJIITUCH.

[leyath Kak peKBU3UT JOKyMeHTa. Ha Kakux JOKyMEeHTaX MpOCTaBIISIETCA OTTUCK IEYaTH.
CocraB ynocroBepeHus J0KyMeHTOB. [IpaBuia odopmiieHHs] peKBU3UTOB,
YIOCTOBEPSAIONIUN JTOKYMEHT.

OTMeTKH Ha JOKYMEHTE, UX 3HaueHHe U 0(hOpMIICHHE.

Pe3omtonus. E€ 3nauenue. TpeGoBaHus, NpeabABIsIEMbIE K PE30TIOLIH.

PexBU3UT «OTMETKA 00 MCIIOTHUTENE», €r0 3HAUCHHE.

PexBu3uTHI, IpUaIOLINE TOKYMEHTY IOPUINYECKYIO 3HAUUMOCTb.

VYHaudukanus Tekcra fokymMeHnTa. Croco0sl mpeacTaBieHus] YHU(PHUIUPOBAHHBIX TEKCTOB
(aHKeTbI, TAONHIIBI, TpadapeTHbIE TEKCTHI).

OOmre TpeOoBaHUs K TEKCTaM YIPABICHYECKHX JOKYMEHTOB.

ANTOpUTM MOJATOTOBKU JOKYMEHTa pacHoOpsAAUTEILHOTO TIOKYMEHTA.

DJeMEeHTHI TEKCTa: 3ar0JIOBOK, IPUIIOKEHHUS, TPEOOBAHUS K HUM.

[lonsiTHe «cUCTEMBI TOKYMEHTALIUNWY», Pa3BUTHE CUCTEM JTIOKyMeHTauuu. [lonsarue
«yHU(ULIMPOBAHHBIE CUCTEMBI TIOKYMeHTauuny. Haznauenue, onpeneneHue u coctan
YHUGUIMpPOBaHHON CHCTEMBI OpraHU3aIMOHHO-PACTIOPAIUTENBLHON TOKYMEHTAIUH.
TpeboBaHus K COCTABICHUIO U O(OPMIIEHUIO OPTaHU3AIIMOHHBIX JOKYMEHTOB
(monoXxeHue, ycTaB, MHCTPYKIIUS, PETIIaMEHT, IITaTHOE paclycaHue).

TpeboBaHus K COCTABICHUIO U O(OPMIICHUIO PACTIOPSIUTENbHBIX JOKYMEHTOB (IIpHKa3,
pacrnopsbKeHue, peleHne, MOCTaHOBICHHUE, TPOTOKOIM).

TpeboBaHus K COCTABICHUIO U OQOPMIICHUIO OOBICHUTEIBHBIX, JOKIATHBIX U
CITY>KEOHBIX 3aIHCOK.

TpeboBanus K COCTABICHUIO U O(OPMIICHHUIO CIIPABOK (BUBI CIIPABOK).

TpeboBanms K COCTaBICHHUIO U 0OPMIICHUIO aKTOB.

TpeboBanus Kk cocTaBieHUIO U 0(OpMIIEHHIO ciykeOHoro nmuchbma. Kimaccudukarms
CITY)KE€OHBIX TTUCEM.

ANTOpUTM MOATOTOBKU U IPOBEACHMSI COBELIaHNA. JlIOKYMEHTBI, CO3/1aBaEMBbIE B
IIpoIiecce MOArOTOBKH COBEIIAHNUS.

TpeboBaHMs K COCTABICHUIO U OOPMIIEHUIO IPOTOKOJIA.

[ToHsiTHE KOMILIIEKCOB TOKyMEHTOB. [lepBUYHbBIE KOMIUIEKCHI TEKCTOBBIX IOKYMEHTOB.
Cr0XHbIe KOMIUIEKCHI JOKYMEHTOB. [IOHATHS «TOKYMEHTaIbHbIN (POHI» U «apXUBHBIN
dbouay. Ux paznuune.
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59. Homenkmnarypa gen.
60. [Tpu3Haku 3aBesieHUs €.

6. YueOHO-MeTOAMYECKOE M HH(POPMALMOHHOE 0O0eceYeHue TUCIHILIMHBI

6.1. CnHMCcOK MCTOYHMKOB M JIUTEPaTypbl

Oo0s13aTeIbHBIE HCTOYHUKH
®denepanbHBIi KOHCTUTYIIHOHHBIN 3aK0H OT 25 aexadps 2000 r. Ne 2-OK3 «O ['ocymzapcTBeHHOM
repbe Poccuiickoit @enepannm» // [DnekTpoHHBIM pecypce]. — M., 2019. — Pexxum pocrtyna:

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

Oenepanbublii 3akoH PO ot 27.07.2006 1. Nel49-03 «O6 wmnHbopmanmu, WHPOPMAIIMOHHBIX

TEXHOJIOTHSX | O 3aiute uHdopmarmmy // [ DIeKTpoHHBIN pecypc]. — M., 2019. — Pexum gocryna:

http://www.consultant.ru/document/cons_doc LAW _61798/.

@enepanbubiii 3akoH 0T 06.04.2011 Ne 63-®3 “O6 osnekrpoHHOM mnoanucu” //
[D5eKTpOHHBII pecypcl]. — M., 2019. — Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_112701/.

Oenepanpapnii 3akoH 0T 01.06.2005 Ne53-03 «O roCyaapCcTBEHHOM sI3bIKe PoccHifcKoit
®enepaunn»  //  [OnexkTpoHHBIM  pecypc]. — M., 2019. - Pexum gocryna:
http://www.consultant.ru/document/cons_doc LAW _53749/.

[IpaBuna  JeJONpPOM3BOACTBA B TOCYIAApCTBEHHBIX OpraHaxX, OpraHax MeECTHOTO
camoynpasiieHus, yB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [DnexTpoHHBIN pecypc]. — M.,
2021. — Pexxum noctyna: http:// https://base.garant.ru/72291836/.

MeTtoanyeckre peKOMEHAAUU 10 pa3paboTKe HMHCTPYKIMHA IO JIEJOMPOU3BOJICTBY B
TOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOyIpaBiieHHs, yTB. IIpukasom Pocapxmsa oOT
24.12.2020 Ne 199 // [OnexktponHsiii pecypc]. — M., 2021. — Pexum pgocrtyma: http://
http://www.consultant.ru/document/cons_ doc LAW 373895/.

[TpumepHas HHCTPYKLUSA IO AETIONPOU3BOJICTBY B FOCYJapCTBEHHBIX OPraHU3aUsX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DOnexrponnsiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW_ 305137/.

['OCT P 7.0.97-2016. Haumonanbnbiii ctanmapt Poccuiickoit ®enepanuu. Cucrema

CTaHIAPTOB M0 HHpopManuy, OUOIMOTEUHOMY M H3AaTeNbckoMy Jeny. OpraHu3alloHHO-


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_53749/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_29674/
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pacropsiiuTenbHas JokyMeHTarus. TpeboBanus K 0OPMIICHUIO TOKYMEHTOB // [DIEKTPOHHBIN
pecypc]. — M., 2019. Pexxum goctymna: http://www.consultant.ru/document/cons_doc LAW 216461/.
I'OCT P HCO 15489-1-2019 HanumonaneHblii cTanmapt Poccuiickoit ®eneparui.
Cucrema ctaniapToB o HH(OpMaLuu, OMOINOTEYHOMY U M3JaTesnbekoMy aeny. Muapopman3dus
U JOKyMeHTauus. VYmnpaBieHue gokymeHtamu. Yacte 1. ITlowarus wu npuHmunsl. //

[DneKkTpoHHBIN pecypc]. - M., 2021. Pexum JIOCTyna: http:/
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlesonpou3BOACTBO U apXUBHOE /€yI0. TEepMUHBI U ONpPEACIICHUS.-

[DneKTpOHHBIN pecypc]. — M., 2019. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

Jlureparypa

OcHoBHaA

beikoBa T.A. JloKyMeHTallMOHHOE oOOecredeHnue YIpaBieHUs (IeIONPOU3BOICTBO)
[OnexTpoHHBIH pecypc]; yueOHoe nmocodue/ T.A. beikosa, T.B. Ky3nenosa. -2-e uzn. nepepab. u
norm. — Mocksa: Uudpa-M, 2018. -304 c. — Pexxum poctyma: http://znanium.com/go.php?
1d=942800/

I'motoBa C.A. DBO3HUKHOBEHME U TEHIACHUMU Pa3BUTHS  PACHOPAIUTENBHOU
nokyMmeHnTtanuu B Poccun B nopeBomonuoHHbld nepuos // Bectuk PITY. 2014. Ne2.
[DneKkTpoHHBIH pecypc]. - M., 2019. - Pexxum JIOCTyTa:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=70.

Kykapuna FO.M. CoBpeMeHHbIE OpraHH3alMOHHBIE U pErJIaMEHTHBIC JOKYMEHTHI:
¢byukuun u pasHoBuaHOCTH // BectHuk PITY. 2016. Ne2. [DnexkrpoHHbIid pecypc]. — M., 2019. —
Pexxum  moctyma:  https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi
%202(4)-16.pdf.

Kykapuna HO.M. CocTaB ynocToBepeHMsI JOKyMEHTA: OT IPOLUIOrO K HACTOSIIEMY U
oynymemy// Bectauk PITY. 2014. Ne2. [DnextponHslit pecypc]. — M., 2019. — Pexxum nocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=128.

JdonmonHuTtepHast

Heoenocosa I A. CenekTuBHBIA O0TOOp MOHATHS «IoKyMeHT» // BectHuk PITY. 2016. No2.
[DneKTpOHHBIN pecypc]. - M., 2019. - Pexum JOCTyma:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-16.pdf#page=71.

6.2. Ilepeyenb pecypcoB HMH(OPMALMOHHO-TEJIEKOMMYHHUKAIIMOHHON CceTH

«HHTepHeT»


https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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lapant [OnexTpoHHBI pecypc]. — OnektpoH. gan. — M., cop. 2013. — Pexum nocryna:

http://www.garant.ru.

Koncynprant Ihmoc [DnexkTpoHHEBIH pecypc]. — DaekTpoH. maH. — M., cop. 2013. — Pexum

nocryma: http://www.consultant.ru.

6.3 IIpodeccuonabHbIe 0a3bl JAHHBIX U HHPOPMAIMOHHO-CIIPABOYHBIE CHCTEMbI
Hoctym k npodeccruoHabHBIM 6a3aM maHHBIX: https://liber.rsuh.ru/ru/bases

NudopmManinoHHbIe CIPaBOYHBIE CUCTEMBIL:
1. Koncynwrant ILtoc
2. Tapanr

7. MarepuajibHO-TeXHHYECKOe o0ecredeHue N CIUIINHbI

Jlyis mpoBeficHUs JIGKIMA TpeOyeTcss yueOHbIE ayJAMTOPUU, OCHAIICHHBIC CIEIHATbLHBIM
ob0opynoBanueM (MUKpOGOHBI, MYyJIbTUMEIUIHBIE CcpeAacTBa). s CEeMHHAPCKUX 3aHATHIMA
HEOOXOUMBI  ayJTUTOPHH, OOOpYJAOBaHHBIC JOCKOW. JIJis TIpOBEACHHS TPOMEKYTOUHOM
aTTecTallud Hy)XHa KOMIBIOTEpHAs TEXHHKA C TMOJAKIIOYEHHEM K HH(POPMAIMOHHO-
KOMMYHHKAITMOHHOW cetn «MHTepHEeT» H JOCTYynOM B D3JEKTPOHHYIO WH(OPMAIMOHHO-
oOpazoBarensHyto cpeny PITY (mpoBoaHoe coenuHeHHe WU OECIPOBOJHOE COEAMHEHHUE O
texHoyioruu Wi-Fi).

CocTaB mporpaMMHOTO 00ECTICUCHHUS:
1. Windows
2. Microsoft Office
3. Kaspersky Endpoint Security
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8. Oblecneuenune o00pa30oBaTeJLHOIO0 TMpomecca /JIA JHI ¢ OrpaHWYeHHBIMH
BO3MOKHOCTSIMHM 3/10POBbSI 1 HHBAJIU/I0B

B xone peanuzanuu AUCHUIUIMHBI UCHOJIB3YIOTCS CIEIYIOIUE AONOTHUTEIbHBIE METO/IbI
00y4YeHHsI, TEKYIIEro KOHTPOJIS YCIEBAEMOCTH M MTPOMEKYTOYHOW aTTECTANU OOYJAIONINXCS B
3aBUCUMOCTH OT UX MHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

o Ul CIENbIX W CIA0OBHAIINX: JIGKIUH OQOPMIISIIOTCS B BHJIE 3JIEKTPOHHOTO
JIOKyMEHTa, JOCTYITHOTO C TIOMOLIbIO KOMITBIOTEPa CO  CIEIHAIN3UPOBAHHBIM
POTPaMMHBIM O00€CTIeYeHHEM; TTMCbMEHHBIE 3a/IaHMsI BBITIOIHSAIOTCS Ha KOMITBIOTEPE CO
CTICI[MATM3UPOBAHHBIM TIPOTPAMMHBIM O0ECIICUCHHEM WM MOTYT OBITh 3aMEHEHBI
YCTHBIM OTBETOM; 00€CIIeUnBaETCS UHANBHIYaTbHOE PABHOMEPHOE OCBEIIIEHHE HE MEHEE
300 nrokc; s BBIMONHEHWS 3aJaHUsl TNPH  HEOOXOAMMOCTH TPEIOCTaBISETCS
YBEIIMYMBAIONIEE YCTPOMCTBO; BO3MOXHO TakXe HCIIOJIb30BaHHE COOCTBEHHBIX
YBEIMYMBAIONIMX YCTPOWCTB, MHCHMEHHBIC 3afaHus O(OPMIISIOTCS YBEIUUYCHHBIM
mpUPTOM; SK3aMEH M 3a4€T MPOBOMAATCS B YCTHOM (popMe WM BBIMOJIHSIOTCS B
MHCEMEHHOW (pOpMe Ha KOMITBIOTEpE.

o Ul TIIyXUX M CIa0OCHBIIIANINX: JIEKIHA O(QOPMIISIOTCS B BHJIE 3JIEKTPOHHOTO
JIOKYMEHTa, OO0 MPEeI0oCTaBISIeTCs] 3BYKOYCHIMBAOIIAS alapaTypa WHINBUIYaTEHOTO
MOJIb30BAHUS; THCbMEHHBIC 3a/laHMs BBIMOJHAIOTCS HAa KOMIIBIOTEPE B MHCbMEHHOMN
dbopme; K3aMeH ¥ 3a4€T MPOBOMAATCS B MUCHMEHHOM (hopMe Ha KOMITBIOTEPE; BOSMOXKHO
npoBesieHue B (popMe TECTUPOBAHMUS.

oIS JIMI C HApyIIEHHSMH OIOPHO-JBUTATENLHOTO  amlmapara: JIeKIUU
0(hOpMIISIOTCS B BUJIE JIEKTPOHHOTO JIOKYMEHTa, JOCTYITHOTO C IIOMOIIBI0 KOMITBIOTEpa
CO CHENMATM3UPOBAHHBIM MPOTPAMMHBIM  OOECIIEYeHHEM; THChMEHHbBIE 3a/IaHUs
BBITIOJTHAIOTCS] HA KOMITBIOTEPE CO CTICIHATM3UPOBAHHBIM MTPOTPAMMHBIM 00eCTIeYeHUEM;
9K3aMeH U 3a4€T MPOBOJAATCS B YCTHOM (POpPME MIIM BBIMTOJTHSIOTCS B MUCHBMEHHOU (popme
Ha KOMITBIOTEpE.

[Tpu HEOOXOTUMOCTH TIPETyCMaTPUBACTCS YBEITMUYEHUE BPEMEHHU ISl TIOATOTOBKU OTBETA.

[lpouenypa  mpoBeneHHMs  TPOMEKYTOYHOW  arTecTallil A OOydYarommxcs
YCTaHABIMBACTCS C Y4YETOM WX HMHIMBHIYaJbHBIX TCUXO(PU3MUYECKUX OCOOCHHOCTEH.
[TpomexyTodHas aTTecTalys MOKET IPOBOIUTHCS B HECKOJIBKO STAlloB.

[Tpu mpoBeneHHH TPOIEAYPHl OLEHUBAHUS PE3yIbTATOB OOyUEHHs IpeayCMaTphBaeTCs
UCTIONIb30BAaHUE TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBS3M C HMHAWBUAYAJIbHBIMH
OCOOEHHOCTSIMU O0y4aroluxcs. DTH CPEJICTBA MOTYT OBITh NIPEAOCTaBIEHbl YHHBEPCUTETOM,
WIIM MOTYT HCIIOJIb30BaThCSI COOCTBEHHBIE TEXHUYECKHE CPE/ICTBA.

[IpoBenenne mTpoUEAYpHl OLECHUBAHHUA  PE3yIbTAaTOB  OOy4YEeHHS JOMyCKaeTcs ¢
UCTIONIb30BAaHUEM JTUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHH.

ObecneunBaeTcs 0CTyn K MHGOOPMAIMOHHBIM U OMOIHOrpaduuecKuM pecypcaMm B CETH
Wurteprer s kaxmoro oOywaromerocss B (opmax, aJanTHPOBAHHBIX K OTPAHUYEHHSM HX
3I0OPOBbBS U BOCIIPUATHS HH(DOPMAIIH:

oIS CJENbIX M CIa0OBHISAIMIMX: B MEYaTHOH (opMe yBEIMYEHHBIM IPHU(PTOM, B
(opMe IEKTPOHHOTO JOKYMEHTa, B (hopMe ayanodaiina.

o Ul TIIyXUX M CIA0OCHBINIANIMX: B MEYaTHOH (opme, B (opMme 3JIEKTPOHHOTO
JTOKyMEHTA.

eI OO0ydYalOImUXCs C HApYWICHUSIMH OIOPHO-IBUTATEIBHOTO ammapaTta: B
nevyaTHoi gpopme, B popme 3JeKTPOHHOTO TOKYMEHTa, B hopMe ayauodaiina.

VYyeOHbBIC ayAUTOPUH JJIT BCEX BHJIOB KOHTAKTHOW U CAaMOCTOSITEIIbHOW pabOThI, HAydHAas
OuOIMOTEKa W MHBIE MOMEIICHUS JUIsi OOY4YeHHS OCHAIEHBI CICIUAIBHBIM O0OpYyIOBAaHUEM H
Y4eOHBIMUA MECTaMH C TEXHUYECKUMHU CPEACTBAMHU OOYUICHUS:
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oIl CJEMbIX W CHAO0OBUIAIIMX: YCTPOMCTBOM JUIsi CKAaHHUPOBAHUS U YTEHHUS C
kamepoii SARA CE; aucruieem bpaitngs PAC Mate 20; nmpunatepoM bpaiinsg EmBraille
ViewPlus;

oIl TIOYXUX U CIaOOCHBIIIANNX: aBTOMATH3UPOBAHHBIM PabOvYMM MECTOM ISt
JIOJIEH ¢ HApYIICHUEM CIyXa u cIabO0CIbIIIANINX; aKyCTUIECKH YCUIIUTENh U KOJIOHKH;

e oOydaroluxcs € HapyUIeHUSMH ONOPHO-IBUTATEIBHOTO  ammapara:
MEPEIBKHBIMU, PEryJIHUpyeMbIMU 3proHomuueckuMu mapramu CH-1; koMmbroTepHOM
TEXHUKOMN CO CHEIMAIIbHBIM MPOTPAMMHBIM 00€CIIEUYECHUEM.

9. MeToau4eckne MaTepuaJibl

9.1. Ilnanbl 1a00pPaTOPHBIX 3AHATHH

MeTtoanueckue yKa3aHHsA 110 OPraHU3ALMU U NPOBEICHUIO JJA00PATOPHBIX 3aHATHIA.

Bribop Tem 1a0OpaTOpHBIX 3aHSATHH OOYCIOBJIEH OOIIMM COAEp’KaHMEM Kypca M HalelieH Ha
YIIyOJIeHHOE U3yUYEHHE €r0 OTACIbHBIX Pa3ieioB.

Lenb 3aHATHI — 3aKpeIieHHE CTYJCHTaMH 3HaHUI TEOPETHYECKOTO Kypca U NpHOOpeTeHne UMH
MPaKTUYECKHX HABBIKOB JOKYMEHTHPOBAHUS JEATEILHOCTH OPTaHNU3AIMI U TIPEINPHUATHH.

B cBsi3u ¢ mocTaBleHHOM LENbI0 TaOOpaTOpHBIE 3aHTHS pa30UTHI Ha TPU paszesa:

1. PasBuTHe HOKyMEHTa M CKJIaJbIBaHHE €T0 (GOpMYIIsIpa.

2. CocraBnenue u opopMiIeHHE OPTaHU3aLNOHHO-PACIOPAIUTEIBHBIX JOKYMEHTOB.

3. CnoxHble KOMIUIEKCHI JOKYMEHTOB.

B pesynbraTe BBHIMOJIHEHHS NPAKTUYECKUX 3aHATHH CTYICHTHl JOJDKHBI 3HATH TIOSIBICHUE U
pa3BUTHE TEPMHHA <«JIOKyMEHT», B3aHMOCBS3b HOHATHH «IOKYMEHT» H «HH(OPMAIms»; (OpMBI H
crroco0bl (PMKCHPOBAaHUS MH(POPMAIMK HAa MaTepHAIbHOM HOCHUTENE; COCTaB W Ha3HAauYeHHWe (YHKITHIA
JOKYMEHTa; 3BOJIIOLUI0 (HOopMyJssipa TEKCTOBOTO JIOKYMEHTA B Pa3lIMUHbIC HCTOPUYECKUE IEPUOIHI,
COBpEMEHHbIE TPEOOBAHUS, NPEIBIBISIEMBIC K COCTABICHAIO M O(OPMIICHHIO CITyKEOHBIX JTOKYMEHTOB;
YMETh COCTaBJISITh M OPOPMIISITh OCHOBHBIC BHJIBI OPTaHU3AIMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB.

3aHATUS TIPOBOAATCS C Y4YEeTOM TPeOOBaHMH, W3JIOKEHHBIX B 33JaHUAX W HAa OCHOBE
MpeIaraeMbIX YIpaBIeHYeCKUX CUTYalni.

3aHATHS MOTYT OBITh TIPOBEJCHBI KaK TPaJAMIUOHHBIM CIIOCOOOM, TaK W Ha TMEPCOHAIBLHOM
KOMITBIOTEPE C HCIMOJIb30BAHUEM COBPEMEHHBIX TEKCTOBBIX pPEAAKTOPOB W IO  CHEHUAIBHO
pa3paboTaHHBIM METOJMUECKIM YKa3aHUSIM.

[oaroroBka K 1a00paTOPHBIM 3aHSATHAM NPEAYCMaTPUBAET CAMOCTOSTEIbHYIO paboTy CTYyCHTOB
M0 U3YUYEHHUIO JIEKIUOHHOTO Kypca, HCTOYHUKOB H JINTEPATYPhl, PEKOMEHIOBAHHBIX K K&KIOMY 3aHSTHIO.

Ha xaxnom 3aHSTHH IPOBOAMTCS OMPOC M KOJJIEKTHBHAs Oecela o TeMe, pa3bsCHSAIOTCS LeIH U

3aJa4yu eé N3y4YCHUA. Pe3y.]II)TaTI)I CaMOCTOSATCIBHO BBIIIOJITHCHHBIX 321Z[21HI/II>1 nmpernoJgaBareyib MMPoOBEPACT B
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KoHIle 3aHATHH. [IpomyieHHbIe 3aHSATHs CTYACHTHI OTPA0ATHIBAIOT CAMOCTOSATEIILHO B JIaOOpaToOpuu

JOKYMEHTOBEJICHHA, B KOTOPOI BeIETCS y4eT OTpaboTOK.

Ilnanbl 1200paTOPHBIX 3aHATHH

Tema 1: JIokyMeHT M ero ()yHKIUH , MOHATHA JOKYMEHT U HH(popManusa — 8 yacos.

lenp 3aHATHS — aHaNW3 Pa3BUTHS TMOHATHH «HWHOOPMAIUS» W «JIOKYMEHT», OIpeeieHHe
(bYHKUIUI TOKYMEHTOB.

B pesynbTaTe BBINOTHEHNUS 33JaHAN CTYACHT JOJDKEH:

—  uMemp npedcmasienue 0 B3aMMOCBSI3H TOHATHH «UHPOPMAIHSD» U «TOKyMEHT», Pa3BUTHH
MOHATHS «JIOKYMEHT», Pa3BUTHHU CIIOCOOOB JTOKYMEHTHPOBAHUS M MX CBS3HM C MaTepHaIbHBIMH HOCHUTE-
TISIMU HH(OpMAITUH;

—  yMeTb OTpeneisaTh (PyHKIIMN KOHKPETHOTO TOKyMEHTA.

3agaHus 1)1 CAMOCTOSITEILHO PadoThl.

1. [Ipoananu3upoBaTh yHOTpeONICHHE TIOHATHS JOKYMEHT UM €ro CHHOHHMOB IIO
«l'enepameHOMyY pernmamenTy» 1720 1., «Obmemy rybepHCKOMY yupexnmeHuto» 1775 1., «O0memy

YUPEXKIEHUIO MUHUCTEPCTB» 1811 T.

2. [Ipoanamu3upoBaTh pPA3BUTUE IOHSATHS «IOKYMEHT» IO CJIOBapsM M CIEHHAJIbHOU
JIUTEPATYPE.
3. [Ipoanamm3upoBate pa3BUTHE TepMHHA «HHQOpManus» mo ciaoapsM u denepanbHOMY

3akoHy «O0 nHpopManyu, HHHOPMALMOHHBIX TEXHOJIOTHAX U O 3aIIUTe HHPOPMAIHI
4. [Ipoananu3upoBaTh pa3BUTHE TEPMUHA «JOKYMEHT» IO TOCYIaPCTBEHHBIM CTaHAAPTaM.
5. OmnpenenuTs QYHKINHU CIAETYIOUINX TOKYMEHTOB:

- kymyast kabaina Hukuter Kosnosa Ha xosona Misana [TaBnosa 23 mast 1494 ropa;

- pamopt renepan-npokypopa Cenara M.1O. Tpy0Oeukoro umnepartpuiie Enuzasere [letpoBHe 0

npuesne B [lerepOypr u3 SApocnasmns tearpansHoi Tpymmel O.1°. Bonkosa 3 despans 1752 rona;

- llexper CHK «O mpaBuiax MoANHMCaHus TEHEKHBIX Oymar, JOKYMEHTOB, OpJEPOB, OTHOIICHUH,

CHpaBOK H T.IL.» oT 12 nekadps 1921 r.;

- IloctranoBnenne BIMK u CHK PCOCP «O nopsake IMOJb30BaHUS MEYaTsIMU C
rocynapctBeHHbIM repobom PCOCP» ot 15 nexabpst 1936 r.;

- nocranoBienus LIK KIICC u Cosera munuctepcts CCCP «O Mepax no COBEpIIEHCTBOBAHUIO U
YZCLIEBJICHUIO anmnapaTa yrnpasieHus» oT 13 oktsaops 1969 r.;

- @3 “006 nrpopMaIi, HTHPOPMAITHOHHBIX TEXHOJIOTHIX U O 3aIIuTe HHQOpMaim .

6. [IpuBecTr npuMeps! JOKYMEHTOB, BHIIOIHSIOMUX CIEAYIOMHUE (QyHKINU:

- yIpaBIeHYEecKas;

- [IpaBOBasd;
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- coLlMaJIbHas;
- KyJIbTYpHas;

- HICTOPUYECKOT0 UCTOUYHUKA;
- nH(hopMaImOHHAS;

- yJera.

YKa3zaHus no BBLINOJHEHHUIO 3a]aHHM.

1. MByunTh 3aKOHOAATENbHBIE aKTHl W BBIMHCATh BCTPEYAIOIINECS B HUX CHHOHUMBI TTOHSTHS
«IIOKYMEHT». BBISBUThH 3HaUYCHUE TOHATHH «JIeNo», «OyMara», «akT», «aeloBas Oymaray, «CIyKeOHBIH
TOKYMEHT», JIaTh WX OINpeJAeNieHne, €CIM OHO MPUBEACHO B MUCTOYHMKAX. [IpoaHanmm3mpoBaTh, B KaKHX

cirydasax y1'[0Tpe6J'I$I€TC$I KaXXa0€ IIOHATHC.

2. Ilo BpimmMckaM M3 ciuoBapeld M CIEHUAIbHOM JIMTEPaTypbl ONpPENEIHTh, KaKhUe AaCHEeKThI -
WHQOPMAIOHHBINI, IPAaBOBOH, yIIpaBIeHYECKHI, HCTOPHYECKHUH - JIETJIM B OCHOBY OTPEAEICHUsI TOHATHUS

KAOKYMCHT».

3-4. U3 rocyaapctBennbix ctanaaptoB: ['OCT 16487-70 «/lemompon3BoACTBO U apXUBHOE JAEIIO.
Tepmunsl u onpeaenenusi»; [OCT 16487-83 u 'OCT P 51141-98 «Jlenonpon3BoACTBO U apXUBHOE
neno. Tepmunst u onpenenenus»; 'OCT P 7.0.8-2013 «/leqonpon3BoacTBO U apXUBHOE Jes10. TepMUHbI
n omnpenenenus»; [OCT P UCO 15489-1-2007 VYmpaBnenue nokymentamu. OOmme TpeOoBaHus;
®denepanbHoro 3akona «O0 nHbopMaIuu, HHOOPMAIMOHHBIX TEXHOJIOTUSAX M O 3aIUTe UHPOPMAIIANY
ot 27 uiona 2006 Nel49-®3 BeimmcaTh ONpEAETICHUS TEPMHHOB «UHGPOPMAIMS» U «IOKYMEHT» H
YCTAaHOBUTb, KaKue acleKThl (HOCHTENU MH(OpMAIHH, CIIOCOObI ee (PMKCUPOBAHUS, IOPUANYECKAs CHIIa

AOKYMCHTA U ,I[p) nu (1)YHKI_II/II/I AOKYMCHTA 3aJI0KCHBI B 9TUX ONPCACICHUAX.

5. Onpenenuth QyHKIUH JOKYMEHTa, T.€. €ro IeJieBoe Ha3HaueHHe. BBIBUTH MOAIMHHYIO IETh
CO3JaHMsl AOKyMEHTa W 3aleyariieHusl 3aKII0YeHHOW B HeM HH(POpPMaluH, MPOaHaIM3HPOBATh POJb
JOKyMEHTa B JaHHOH CHUTyallud JOKYMEHTOOOpa3oBaHHUs. Tak Kak JOKyMEHT MONU(YHKIHOHAJCH,
nepBoi ykasbiBaeTcsl (QyHKUUS, 3afaHHas AOKYMEHTY aBTOpoM. OJHOBpEMEHHO OTMETHTb, KaKHE W3

Ha3BaHHBIX (YHKIHHA JOKyMEHTa HOCST OOIINH, a KaKhe - YaCTHBIN XapakTep.

6. [IpuBecTy mpUMepHl JOKYMEHTOB, 00IaaroNiX Ha3BaHHBIMHE QYHKUIUSIMH, YKa3aTh Ha3BaHHE
BHJa, 3aroJIOBOK M JaTy HOoKyMmeHTa. [lig ¢GyHKOw ydeTa W MpPaBOBOW MOXHO TPUBECTH MPHUMEPHI
COBPEMEHHBIX JOKYMEHTOB, ISl TIOCTOSIHHO ACUCTBYIOMNX (YHKUMH (MHPOPMAIIMOHHOH!, COLUAIBLHOH,
KyJbTYPHOM, HCTOPHUYECKOTO MCTOYHMKA) MPUBECTH NMPUMEPHI JOKYMEHTOB Pa3IMYHBIX HCTOPUUYECKHUX

OIIOX.

KoHTpoabHbIE BONIPOCHI:

1. Kak pa3BuBaiuch MOHATHS «AHPOPMAIH» U «TOKYMEHT»?
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2. Kakue acrekTbl 4YenoBeUeCKOW MAEATENBHOCTH OTPAXKEHBI B OINPENENICHUSX TEepPMUHA
«ITOKyMEHT» ?

3. [NepeuncnuTe GyHKINUN TOKYMEHTA.

HcTrounuku u aureparypa

HcTounuku:

Oenepanpabiii 3akoH PO ot 27.07.2006 1. Nel49-03 «O6 wmubopmarmm, WHOOPMAIMOHHBIX
TEXHOJIOTHSX U 0 3amute uapopmanun» // [DnekTpoHHbId pecypc]. — M., 2019. — Pexxum noctymna:

http://www.consultant.ru/document/cons_doc LAW 61798/.

Oenepanbhbiii 3ak0oH oT 06.04.2011 Ne 63-®3 “O6 osnekrponHoit mnomgmucu’” //
[D51eKTpOHHBII pecypcl]. — M., 2019. — Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW 112701/.

MeTtoauueckre peKOMEHJalMU MO pa3paboTKe HMHCTPYKLUUN IO JEJIONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHaxX, OpraHax MECTHOTO caMOyIpaBlieHus, yts. IIpukazom PocapxuBa ot
24.12.2020 Ne 199 // [Dnextponsbiii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

I'OCT P HCO 15489-1-2019 HanumonaneHblli cTanmapt Poccuiickoit ®Peneparui.
Cucrema cTaHiapToB Mo HH(OpMaLKK, OMOIMOTEYHOMY U M3JaTesnbekoMy aeny. MHapopman3us
U JOKyMeHTauus. VYmnpaBieHue nokymeHtamu. Yacte 1. ITlonatus wu npuHmunsl. //

[DneKkTpoHHBIN pecypc]. - M., 2021. Pexum JIoCTyna: http:/
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE Jei0. TepMUHBI U ONpPEACICHHUS. -
[DneKTpOoHHBII pecypcl]. — M., 2019. Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

JIuteparypa:

beikoBa T.A. JloKyMEeHTallMOHHOE OOeCreYeHHue YIpaBieHUS (IEIOMPOU3BOICTBO)
[DnexTponHBIi pecypc]; yueOHoe mocodue/ T.A. beikosa, T.B. Ky3nenosa. -2-e uzn. nepepab. u
non. — Mocksa: Muadpa-M, 2018. -304 c. — Pexum npoctyma: http://znanium.com/go.php?
1d=942800/

Pa32]aT0‘lHBIﬁ MaTepHuaJ K 3aHATUAM:

1. I'enepanbhbit pernament 1720 1.

2 Oo1ee rybepHCKoe yupexaenue 1775r.

3. Oomee yupexaenue MuauctepcTs 1811r.

4 COOpHUK 3aKOHOIaTEIBHBIX aKTOB 10 Jenonpou3BoactBy (1917-1970):


http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_61798/
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5. Beimucku ¢ ompeneneHUSMH TOHATHS «JOKYMEHT», «WH(QOpPMalus» M3 CcIOBapeH,
SHUMKJIONEINH U CIELUAIBHON JIUTEPATYPHL.

6. I'OCT 16487-70, TOCT 164867-83, T'OCT P 51141-98, TOCT P 7.0.8-2013
Jlenonpou3BOACTBO U apXUBHOE JIeNo. TepMUHBI U ONpe/ICIICHUS;

7. I'OCT 6.10.1.88 YHubuiupoBaHHble CUCTEMbI TOKyMeHTaI[uK. OCHOBHBIC ITOJIOKCHUS;

9. MeTtoanyeckue peKOMEHIAIUHU TI0 Pa3padOTKe WHCTPYKIIUHA MO JETONPOU3BOJICTBY B
TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOrO CaMOympaBiieHus, yTB. [lpukazom PocapxuBa ot
24.12.2020 Ne 199 // [Onextponnbli pecypc]. — M., 2021. — Pexum noctyma: http://
http://www.consultant.ru/document/cons_ doc LAW _373895/.

I'OCT P HUCO 15489-1-2019 Hamumonaneusiii ctangapT Poccuiickoit ®eneparium.
Cucrema ctannapToB no uHdopmanuu, OUOINOTEeYHOMY U U3JaTenbekoMy aeny. Mupopman3us
U JOKyMeHTauus. YmpaBieHue gokymeHtamu. Yacte 1. ITlonatus wu mnpuHmunel. //

[D5eKTpOHHBII pecypcl]. - M., 2021. Pexxum JIOCTyna: http:/
http://www.consultant.ru/document/cons_doc LAW 329486/ .

10.@exnepanbubiii 3akoH «O0 wHQOpManuu, WHPOPMAIMOHHBIX TEXHOJOTHSAX M O 3alIUTE

nHpopmanum» ot 27 urons 2006 Ne149-D3

Tema 2. Crioco0bI JOKYMEHTHPOBaHNS U MaTepHAJIbHbIe HOCHTEeIH HH(popMAIHH — 8 YacoB

Lenb 3aHATHS — U3YYCHUE PA3IUYHBIX CIIOCOOOB 3areyaricHust HHQOPMAIUH.

B pe3ynbTaTe BBINONHEHUS 3aJaHUIN CTYACHT JTOJKEH:

— 3Hamb (PYHKIUU JTOKYMEHTA, CIIOCOOBI 3aledaTiieHUus WH(POPMAIMU, 3TaIlbl Pa3BUTHS TEK-
CTOBOT'O JOKYMEHTHPOBAHMUS;

3aganus ISl CAMOCTOSITEILHOM padoThI.

- H3yuuTh 3Tambl TEKCTOBOTO JOKYMEHTUPOBAHUS, O3HAKOMUTHCS C 00pa3liaMu MUKTOIpaMM U

JIOTOrpaMM, 1aTh UX KPATKYIO XapaKTePUCTUKY.

- O3HaKOMMTBLCH C O6p33HaMI/I TEXHUYCCKUX NOKYMCHTOB U 3allMCaTh UX COJACPIKAHUE TCKCTOBLIM

CIIOCOOOM.

Yka3aHus no BbINOJTHEHHUIO 3aJaHUM.
1. M3yunTh MUKTOTpaMMBI U JIOTOTPAaMMBI, IIPEICTaBICHHBIE B KOJUIeKINH. JlaTth onmucanue 1-2
HI/IKTOFpaMM. HpOBeCTI/I aHaJIn3 3HAKOB HOFOFpaMM, y‘H/ITBIBaSI HpI/I 9TOM, 4YTO 3Ha1<y COOTBCTCTByeT

CJIOBO. 3apucoBath 2-3 o0pas3iia U ONpeIeIUTh MPSUMYIIESCTBA U HEJOCTATKH JIOTOIPaMM.

2. I/IBY‘II/ITB 1-2 HUePTEIKa U TCKCTOBBIM CITOCOOOM 3aInCcaTh UX COACPIKAHHUC.


http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
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KoHTposbHbBIE BONIPOCHI :
1. KakoBbI 3Tamsl pa3BUTHS TEKCTOBOTO JOKYMEHTHPOBAHUS ?
2. KakoBbI cr1oco0bI 3anevatieHus nHpopMammu ?

3. Kakwue crocoObl TOKyMEHTHPOBAHUS MOSBUIINCE B 19 Beke?

JIuteparypa:

beikoBa T.A. JloKyMEHTAallMOHHOE oOOecreYeHrue yIpaBieHUS (IeIOMPOU3BOICTBO)
[DnexTpoHHBIH pecypc]; yuebnoe nmocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e u3z. mepepad. u
non. — Mocksa: Muadpa-M, 2018. -304 c. — Pexum npocrtyma: http://znanium.com/go.php?
1d=942800/

Pa3gaTouHblii MaTepuas K 3aHATHAM:

Konnekus nukrorpamm, jjororpaMm u JokymMeHToB XI-XX BB.
Ha6op miakartos.

Craiifipl 10 HCTOPHUU Pa3BUTHS CIIOCOOOB JIOKYMEHTHPOBAHHSI.

Tema 3. @opmyJisip T0KyMeHTA H e€ro cocTaBHble YyacTu. McTopusi pa3zButusi popmyasipa
aokymenTa — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 32 yaca

Dopmyasip nokymenTa XVI - XVII BB. —

Llens 3aHsTHS — BBISIBICHHE 3aKOHOMEPHOCTEH CKIIIBIBAHUS M Pa3BUTHS (OPMYIIsIpa TEKCTOBOTO
ciyxebroro qokymenTra X VI-XVII Bs.

B pe3ynbTaTe BBIONHEHUS 3aJaHUIN CTYACHT JIOJKEH:

—  umemd npedcmaeienue o0 CKIAIbIBaHUM U Pa3BUTHH (POpMyJsipa TEKCTOBOTO JIOKYMEHTa B
IPUKA3HOM JEJIOIPOU3BOICTBE;

— 3nams Bunsl nokymMentoB XVI-XVII BB., coctaB ¢opMmyisipa; Ha3BaHHsI PEKBU3UTOB U TIO-
PAAOK UX 0(OPMIICHUS;

—  YMeTh OINHUCKIBATh KOHKpeTHbIC NoKyMeHThl X VI-XVII BB., cocTaBiss ux GpopMyJisipsl.

3aganus ISk CAMOCTOSITEILHOM padoThI.

1. M3y4nTh BUABI U pa3HOBUIHOCTH TOKYMEHTOB :

1.1 Ilo xpaTkOMy CI0BapIO BUIOB M pa3HOBUIHOCTEH TOKYMEHTOB BBIITHCATH BUBI JOKYMEHTOB;
1.2 Ilo KoyIeKuny BBISIBUTH BUABI JOKYMEHTOB, OOBSICHUB METOJ OIIPEIEICHUS KaXKI0Ir0 BUIA.
2. BBIBUTH U OIIUCATh OCOOEHHOCTH 0003HAYEHHUS aBTOpa IOKYMEHTA, yKa3aB :

- CITy>KeOHBIH WM IMYHBINA TOKYMEHT;

- KOJJIEKTUBHBIN WIA UHIUBUIYAJIbHBIN aBTOD;

- (hopmy 0003HaUEHUS aBTOPCTBA, MECTO €TO PACHOI0KEHHS B (OPMYIIApe JOKYMEHTA;


http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
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- 0COOCHHOCTH OTPEJICIICHUS aBTOPA.
3. TIpoaHaM3upoOBaTh COCTAB U CITOCOOBI 0003HAYCHUS PEKBU3UTA «aJAPECcaTy :
- BBIMKCATh IPUMEPHI AIPECOBAHMUS TOKYMEHTOB;

- M3YYHTh COCTaB, CIIOCO0 HAIMCaHUs aJpecaToB JIOKYMEHTOB, IMOCHUIAEMBIX M3 HHXKECTOSIICTO
YUPEXIEHHUS B BBIIIECTOSIIEE, TOKYMEHTOB, KOTOPBIMH OOMEHHMBAIHNCH PABHOCTOSIIIUE YUPEXKICHUS, U

JIOKyMEHTOB, HAIIPABJISIEMBIX M3 BBIMICCTOSIINX YUPEKICHUN B HUKECTOSAIIHE.
4. I3y9nTh CIIOCOOBI TATUPOBKH TOKYMEHTA :
a) ONpeeNUTh ATl U3y4aeMbIX JOKYMEHTOB;
0) yCTaHOBUTD MPHU3HAKH JTATUPYIOIIETO XapaKTepa;

B) TIEpEeBECTH YCTAHOBJECHHBIE NIaThl C 3PBl «OT COTBOPEHHUS MHUpPa» Ha 3Py «OT POXKIECTBA

XpucToBay, ¢ I0TUAHCKOTO KaJeHAapsl Ha TPUTOPHAHCKUH.

5. I/IBY‘IHTB COCTaB YIAOCTOBEPEHUA MOOKYMEHTA : ONPEACIUTb HAJIU4YUC, COCTaB, MECTO

PacCIIOJIOKCHHUA MOAIMNUCHU U CKPEIIBI.
6. Ommcatb XapaKTEep OTMETOK Ha JOKYMCHTAaX. OHpe,Z[CJ'II/ITB X Ha3HA4YCHUC.

7. OHpCZ[CJ'II/ITb TPAAUIIUOHHO-CIIOXKUBIIYIOCA CTPYKTYPY TCEKCTa U OCOOEHHOCTH H3JI0KEHHS

COJIePKaHMS OTICIBHBIX BUIOB JOKYMEHTOB (Y4eIOOUTHAS, TPpaMOTa, OTIHCKA).

YKka3aHus no BbIIOJHEHUIO 3a)13m1ﬁ:

3amaans Ne 1-6 MOXKHO BBITIOJTHITH C TTOMOIIBIO TAOIHIIBI CIIETYIOICH (OPMBI:

Bun ABTOp Anpecat Jara CocraB OrMeTka  Ha

JAOKYMCHTA YAOCTOBEPCHUA JAOKYMCHTC

1. BrimmcaTh Ha3BaHUA BUJOB IOOKYMCHTOB, O6paTI/IB BHHUMaHHUC Ha KOJIHYCCTBO BHIAOB H

pasHoBuaHocTel B XVI-XVII BB.

Buapl J10KyMEHTOB clielyeT BBINMCHIBATH MO CIEAYIONIMM TPYIIaM: pacropsauTeIbHbIe
JIOKYMEHTHl (HAampuUMep, VyKas3bl, TIpaMOThl, HaKa3HbIE, MaMITH), TEpenucKka (MaMsTH, OTIIHCKH,

4eJI00UTHBIC | T.I1.).




46

Bubl 1OKyMEHTOB M3YYHMTh TAaK)KE MO KOJUICKIIMH KOMUH JOKYMEHTOB. Tak Kak OOJIBIIMHCTBO
JIOKyMEHTOB HE UMEET BBIJCIICHHOTO 0003HAYEHUS BUAA WJIM Pa3HOBHUIHOCTH, TO HAJNO WX OMPEICITHUTH
CaMOCTOSTEIFHO W ONKCATh METOJIbI ONPENIEICHUs (aHAINU3 TEKCTa, CHeln(UKa U3I0KCHHS COJICPIKAHMUSI

HJIK CJIIOKUBLIAACA UCPAPXUA ZIOKYMGHTOB).

2. Ilo xomnekunu XVI - XVI BB. BHUMAaTENbHO MPOYUTATH CONEPKaHUE KAKIOTO JOKYMEHTa H
yKazaThb aBTOpa - CO3[aTelldi JOKYMEHTa (Y4pekIeHHe) W TMOAPOOHO OOBSCHUTH, KaKUM OOpa3oM

YCTaHOBJICH JAHHBIA aBTOP.

3. BaumartenbHO OpoOYUTATh AOKYMCHTBI npezmomeHHoﬁ KOJJICKIIMHU H CTOH6I_I3, U OHNpeCaACiiuThb

MECTO PacCIONIOKEHHUS aJjpecara, ero coctaB u (popmy, BHIIHCATH HECKOIBKO TPUMEPOB.

Jns aHanmm3a TOKYMEHTOB, KOTOPBIMH OOMEHHMBAJIMCh YUPEXKICHHS, CICAYET B3STh TAaKUE BUJBI
KaK yKa3, rpamoTa, 4ejnoOurtHas, ormucka. Ilpociaenurs m BbIIHCAaTh NPUMEPbl OQOPMIICHUS B HHX

azapecarta v 1o COACPIKAHUIO OMMPEACTINTL KOHKPETHBIC YUPCIKACHUA, KOTOPBIM aApE€COBAaHbl JOKYMCHTEI.

4. YCTaHOBHTH ATy CO3JaHHS TOKYMEHTA - TOUHYIO, IPUOIMKEHHYIO, BEPOSITHYIO C MOJPOOHBIM
00BSCHEHNEM JaTUPYIOMIETO pU3HaKa (Coep:KaHue JOKYMEHTa, BpeMsl JCHCTBHUS UCTOPUYECKUX JIUIL 1
T.A.). YCTaHOBJIEHHYIO IO 3p€ «OT COTBOPEHMS Mupa» (Hampumep, 7168, korma mepsas wnudpa
omyckayiach - 168) maTy mepeBecTH Ha 3py «OT poxjaecTBa XpucroBa». Iy sTtoro ot mudps 7168
Bbrecth mudpy 5508 mmm 5507 (s coOwituit MapToBckoro crwis) u 5508 wmu 5509 (st coObrTuit
ceHTsI0pbeckoro cruiist). K mHIo Mecsna crnemyer npuOaBUTh HHQPY AeCSITh, YTOOBI MOMYYHUTH ATy IO

HOBOMY CTHJIIO.

5. CocTaB yJnoCTOBEpeHHs AOKYMEHTa HayaTb M3y4aTh CO CTOJIOLA, [0 KOTOPOMY OIPENEIIUTh
MECTO MOAMUCHU (IIPUIHCH») U XapakTep ee HamucaHus. [0 KONIEKIUU BBIICHUTH COCTaB CIYKHJIBIX

JII0/1e#, NOJMUCHIBAIOIIUX U CKPEIUISIOIIMNX JOKYMEHTHI.

6. Brinucarh Bce OTMETKHM Ha JOKYMCHTAax, OTMCTUB MECTO HUX HAIIMCaHHWA, UX HA3HAYCHUC U

HCIIOJIB30BAHUE IJIA YTOYHCHHSA XapaKTCPUCTUKU JOKYMCHTA.

7. I[IpoaHanu3npoBaTh HECKOJIBKO BHIOB JOKYMEHTOB, YCTAHOBUTH, IMEETCS JIN XapaKTepHas IS
KXKIO0TO BHJA CTPYKTYpa TEKCTa, KAKUMH YCTOWYMBBIMU CIOBOCOYETAHUSMHU OTIMYAETCS OJUH BUJ OT

JPyTOTO.

I[J'I}l aHaJIn3a MOXXHO B34Tb TAKUC BUAbI JOKYMCHTOB KaK YKa3, aMAThb, I-ICJ'IO6I/ITH3.$1, OTIIMCKA.

Marepuansl aHanu3a Jy4ile NpeJCTaBUTh B TAOIUYHOM (opMme :

Buna moxymenTa Brenenmne OcHOBHAas 9acTh BakmroueHme
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KoHTpoJibHBIE BONIPOCHI:

1. Yem ompenensiiach CTpPYKTypa TEKCTa 1 HANMEHOBaHHE BUJa TOKYMEHTa ?
2. KakoBbl 0COOCHHOCTH BHEIITHETO O(OPMIICHUS TOKYMEHTA ?
3. Kakune mpu3Haku MOMOTa0T ONPEIEIUTh aBTOPCTBO TOKyMEHTA ?

4. Kak OIpCACINTb BpPEMs COCTABJICHHUA IOOKYMCHTA ? OcobeHHOCTH O0003HAYCHHUS JaThbl

nokymenta XVI - XVII Bs. ?
5. Kak ymocToBepsiancy JTOKyMEHTHI ?

HcToyHMKH U JUTepaTypa

Hcrounvku:
Kpatkuii cmoBaps BUAOB ¥ pa3HOBUAHOCTEH JOKyMEHTOB.-M.,1974.
JIureparypa:

brikoBa T.A. JlokyMeHTallMOHHOE OOECMeYeHUEe YIpaBiIeHUs (IEIOMPOU3BOICTBO)
[DnexTponHbIi pecypc]; yuedHoe mocobue/ T.A. brikoBa, T.B. Ky3nenosa. -2-¢ u3a. nepepad. u
norm. — Mocka: Uudpa-M, 2018. -304 c. — Pexxum pocryma: http://znanium.com/go.php?
1d=942800/

Pa3gaTouHblii MaTepuas K 3aHATHAM:

1. Cronber; XVII B.
2. Konnexkuuu xonuit nokymentoB XVI-XVII BB.
3. KpaTkwuii cioBaps BUIOB M Pa3HOBHIHOCTEH TOKYMEHTOB.

Dopmyasip nokymenrta XVIII B. —

Lenp 3aHATHS — H3ydYeHHE Pa3BUTHUSA U OcOOEHHOCTEH (HOPMYISIPOB CIyKEOHBIX NOKYMEHTOB
XVIII B.

B pesynbTraTe BBIIOTHEHUS 33JaHAN CTYACHT JOJDKEH:

—  umemp npeocmagieHue O 3aKOHOATEIbHOM PETYIMPOBAHUU MpoLecca JOKYyMEHTUPOBAHUS
u pazsutun popmymsapa gokymenTra X VIII B;

— 3Hamb 33aKOHOJATEIIBHBIC AaKThl, PErVIAMEHTUPYIOIIHME IIOCTAaHOBKY JIEJIONPOU3BOACTBA B
XVIII B, BUIIBI IOKYMEHTOB, cOCcTaB GopMyJisipa JIOKYMEHTa, TpaBuiia opopMIIeHHs PEKBH3UTOB;

—  yYMeTh ONHUCKIBATh KOHKpeTHbIC JokyMeHThl X VIII B., cocTaBisis ux popMyJsiphI.

3aganus VI cCaMOCTOATEIbHO padoThI:

1. I/I3y‘-II/ITB BUJbBI U PASHOBUAHOCTU JOKYMCHTOB:


http://znanium.com/go.php?id=942800/
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- BBIIMUCATh BUABI JOKYMCHTOB, YCTAHOBJICHHBIC reHepaJIBHI)IM PEriiaMeHTOM

- u3 «Kpartkoro cnoBapsi BUIOB U Pa3HOBUIAHOCTEW TOKYMEHTOB)» BBINHMCATh BHUIBI JOKYMEHTOB
XVIII B.

- U3 A€ MCCTHBIX yqpem;:[eHm?I BBIIMHUCATh BCC BUABI JOKYMCHTOB M OTMCTUTH M3MCHCHHA B

TEXHUKE JOKYMCHTUPOBAHUA.

2. Ha mpumMepe TOKyMEHTOB MECTHBIX YUPEKICHHH MPOaHAIM3UPOBATH CIOXKHBIINECS MpaBUiIa

HAIMCaHUs aBTOPA, BBISIBUB:
a) ocobeHHoCcTH 0hOPMIICHHSI aBTOpa CITy>KEOHBIX 1 JIMYHBIX JOKYMEHTOB
0) 3aBHCHMOCTb 0003HAUEHUS PEKBH3HTA «aBTOP» OT 0003HAYEHHS agpecaTa JOKYMEHTA.
3. [Ipoananu3upoBath 0003HAUCHUS PEKBH3UTA «aPECaTH:

a) BBITIIKNCATh U3 FeHepaHBHOFO periaMeHTa OnmrucaHmue CUCTEMbI NIMCbMCHHBIX CHOIIICHUH 3BCHLCB

anmnapara yrnpaBJICHUs

0) Mo JOKyMEHTaM MECTHBIX YUPEXACHUH OMHcaTh MOPAIOK 0hOpMIICHHS PEKBU3HUTA «aJIpecary,

OTMETHUTh OTIMYUTENFHBIE OCOOSHHOCTH TIOPSIIKA aipeCOBaHUs JOKYMEHTOB 10 cpaBHeHHUIO ¢ XVI-XVII

BB.

4. Onucartb MNOpAAOK AaTUPOBAHUA JOKYMCHTOB. I[aTL MMPUMCEPBI BCEX BUAOB 4T € IICPEBOJOM HUX

Ha IPUTOPUAHCKUN KaJICHIAPb.
5. 3y4uTh COCTaB yAOCTOBEPEHUS JOKYMEHTOB:
- BBIHCATh U3 [ eHepabHOTO periiaMenTa MpaBmiia yI0CTOBEPEHHUS TIOKYMEHTOB
- ONMCATh COCTAB MOIKCH 110 JOKYMEHTaM MECTHBIX YUPEKACHHH.
6. Oncatb BUABI OTMETOK Ha JOKYMEHTaX.
7. I3y4nTh IPUHLIUTIBI OPTaHU3aI[UH TEKCTa HECKOJIBKUX BUIOB IOKYMEHTOB.
8. CoctaBuTh (HOPMYISIPHI ABYX JOKYMEHTOB.

Yka3aHus no BbINOJTHEHHUIO 3aJaHUH
1. BeisBUTH BUIBI JOKYMEHTOB, yCTaHABIMBAaeMbIe | €HepalbHBIM pErjiaMeHTOM, JIOTIONHUTH UX
BunaMu AokymMeHTtoB XVIII B., npuBenéuHeiMu B «KpaTkoM crnoBape BUIAOB U Pa3HOBUAHOCTEH

OTOKYMCHTOB)» U BBIIIMCATH UX ONPECACIICHUA U3 CJ'IOBapH.

I/I3yIII/ITI> JOKYMCHTHBI OS] MCCTHBIX y‘{pe)K)_ICHI/II‘/'I, BBIIIMChIBAsd HAMMCHOBAHUS BUIOB U o6pamaﬂ

BHHMAHUEC HAa TCXHUKY JOKYMCHTUPOBAaHUs, BOASIHBIC 3HAKU, I‘Gp6OByIO 6yMary.
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2. 3amanust Ne 2-6 MOXKHO BBITIOJHSTH C TIOMOIIBIO TaOIHUIIBI CIEAYIONICH (HOPMBI:

Bun ABTOp:! Anpecar: |[ara: Texkcr: CocraB OtMeTKa Ha

JOKyMEHTa! (xp. comep.) yIIOCTOBEPEHUS JIOKyMEHTE

OOpaTtuTe BHHMaHHE Ha MECTO PAcCIOJIOKCHHUS PEKBH3HTA «aBTOP»H ONKMCATh MpaBHIIA €ro

Oq)OpMJ'IeHI/IH B 3aBUCUMOCTHU OT PCKBU3UTA «aApecar.

3. M3yunts mo I'eHepasbHOMY perjamMeHTy M AOKYMEHTaM MECTHBIX YUPEXACHUN IpaBmia

oopmiieHNst pekBHU3HTA «aApecaT». BeimucaTs MpaBuia U MpUMEpHI aIPECOBAHUS.

4. IlpoaHamm3upoBaTh BCE WMEIONIMECS NaThl B JOKYMEHTE W OIPEIeNUTh WX Ha3HAdeHUeE,

BBIITUCATD ITPUMEPELI U OITUCATHL MECTO PACIIOJIOKECHUA Ka)KI[OfI JAaTHhI.

5. M3yunTh mnpaBuia YAOCTOBEPEHHS MAOKYMEHTOB IO ['eHepalbHOMY periamMeHTy. 3aTreM

[IPOAaHANNU3UPOBATh OPOPMIIEHHE OANNCH B JOKYMEHTaX, BUJbI Ie4aTeil.
6. Beimucats Bce OTMETKH Ha JOKyMEHTax, yKa3aB, Kakue 3 Hux nossuiuch B X VIII B.

7. Tlo T'enepanbHOMY perJaMeHTy Ha OpPUMEpPE MPaBUJI COCTABIEHUSA MPOTOKOJIA ONPENEIUTh
TpeOoBanms, mpeabsBisgeMble K TekcTy (ri. VI, XXX). BHuMarenpHO dYnTasi TEKCThl HECKOJBKHX
JIOKYMEHTOB, ONMCaTh WX CTPYKTYpY, MpPOCIEKHUBas €€ W3MEHEHHE B DPA3IMYHBIX BHUAAX; MPHUBECTH

MpUMeEPBI BUIOB TpadapeTHBIX JOKYMEHTOB, OTMEYasi KAKUM ITyTeM MPOBOIUIACH TpadapeTH3anusl.
8. OmucaTts JOKYMEHTHI 110 CIICITYIOIIEH cxeMe:
- BUJI (Pa3HOBUIHOCTBD)
- aBTOp
- azmpecar
- TEKCT
- 1ata
- COCTaB yJIOCTOBEPCHUS
- TIOJUTHHHOCTH (KOTHITHOCTD)

KonTposabHbIe Bonpochl

1. HazoBute ocobennoctu ¢popmbl nokymenta X VIII B. ?
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2. Kakue TtpeOoBaHMs TPEIBIABIAIOTCS K OGOPMIICHHIO TpPOTOKONa 1o [‘eHepalibHOMY

peryiaMeHTy?
3. B ueM mposiBMITach TEHACHITUS K YHU(PUKAIINNA JOKYMEHTOB ?

4. Onumure CUCTEMY NMMUCbMCHHBIX CHOIIICHUI 3BEHBLEB armapara yrpaBJICHHA 110 FeHCpaJ'H:HOMy

periaMeHty ?

HcToYyHUKY U JUTEPaTypa

brikoBa T.A. JlokyMeHTallMOHHOE OOECMeYeHUEe YIpaBiIeHUs (JeIOMPOU3BOICTBO)
[DnexTponHbIi pecypc]; yuedHoe mocodue/ T.A. brikopa, T.B. Ky3nenosa. -2-¢ u3a. nepepad. u
norm. — Mocksa: Uudpa-M, 2018. -304 c. — Pexxum poctyma: http://znanium.com/go.php?
1d=942800/

Pa3znaTounbIi MaTepuaJl K 3aHATUAM

1. I'enepanphblil pernament 1720.
2. JIOKyMeHTHI (7ienia) MeCTHBIX yapexaeHuii 18Bs.
3. Kpatkwuii cmoBaph BUAOB U Pa3HOBHAHOCTEH JOKYMEHTOB.

Dopmyasp nokymenra XIX Beka —

Lenb 3aHsTHS — M3yUYeHNE PA3BUTHS U OCOOCHHOCTEH (hOPMYIISIPOB CITy>KeOHBIX TOKYMEHTOB XIX

B pesynbraTe BBINOTHEHUS 33JaHHN CTYACHT JOJDKEH:

—  umemp npeocmagjienue O PerIaMEeHTallM Ipoliecca TOKYMEHTUPOBAHUS B 3aKOHOAATEIb-
HbIX akTax XIX B., pa3Butuu GpopmyIsapa JOKyMEHTa, TEHACHIMSIX TpadapeTu3auyuy J0KyMEHTOB;

—  3namb BuAbl 1okyMeHTOB XIX - B., ocoOeHHOCTH UX oopmieHus, cocTa GopMyJIsIpa, NOsB-
JieHne OJaHKOB U UX BUJBI, IOSBICHUE OTMETOK Ha IOKYMEHTaX, OTPaXKAIOLIMX UX IBIDKEHHE B YUPEXKIE -
HHUH U paboTy ¢ HUMHU.

—  yMeTh aHAJM3MPOBATh KOHKPETHBIE JOKyMeHThI XIX B.; cocTaBmsas ux GopMyIIsphl.

3agaHus 1)1 CAMOCTOSITEILHOM PadoThl

1. I3y4uTh BUIBI U PA3HOBUIHOCTH JOKYMEHTOB.

2. BeisBuTh 0coOeHHOCTH 0(hOPMIICHHS PEKBU3UTA «aBTOP», OMKCATh COCTAB OJIAHKA U €TO BU/IBL.
3. ByuuTh TEKCT JOKYMEHTA.

4. Onmcath MOPSIIOK aIPeCOBAHUS TOKyMEHTA.

5. Bemmcarh maTel CcOCTaBiIeHUS, OOpaOOTKH, TOANMHUCAHWA M Ip., yKa3aTh MECTO WX

PaCIIOJIOKCHHUS.

6. Ilpoananu3upoBaTh XapakTep yAOCTOBEPEHHs JOKYMEHTA.


http://znanium.com/go.php?id=942800/
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51

7. Onucath BUALI OTMETOK.
8. CoctaBUTh (OPMYISPHI 2-X JOKYMEHTOB.

Yka3aHus no BbINOJTHEHHUIO 3aJaHHH
1. Haunnate paboTy ciemyer ¢ pacCMOTPEHUS e YUPexkAeHUs. BEISIBUTh U BHITUCATh HA3BaHHS

BHUJIOB JOKYMEHTOB:
- U37aBa€MbI€ BBILIECTOAIMMHU OpraHaMy;
- IOCBUIAEMBIE PABHBIM YUPEXKICHUSM;
- IPEACTABIISIEMBIE B BBILIECTOSAIIUE YUPEIKIACHUA;
- 0OpMIISIIOIINE BHYTPEHHIOIO 1€ TEIBHOCTb.

N3 «Kpatkoro cioBaps BHIOB ¥ Pa3sHOBHIHOCTEH TOKYMEHTOB» BBITTUCATh OIPEICIICHUS

BBIABJIEHHBIX BUJ0B TOKYMEHTOB XIX B.

2. Onwucath MOPAAOK O(QOPMIICHUS PEKBU3UTA «aBTOP» B PAa3IMYHBIX BUAAX JIOKYMCHTOB,
BBITINCATH HCCKOJIBKO THUIIOB 6HaHKOBBIX HaHHHCCﬁ nu OHpe)leJ'[I/ITI) nUX COCTaB. HO KOMHHeKcy ZIOKYMGHTOB
MPOCIEANTh, KaKhue BHIBI JOKYMECHTOB NHIIYTCA Ha OJIaHKaX, Kakue 0Oe3 0003HadeHHsS OJIAHKOBBIX

HaJIHACEMN.

3. Ilpoanamu3upoBaTh HECKOJIBKO BHIOB JOKYMEHTOB, yKa3aB CTPYKTYpy TEKCTa, BBIIHCAB
IpUMEpbl  MPUMEHEHUS  «KaHUEIsIpu3MoB». OTMETHTb, HACKOJIBKO  YCHJIMJIACh  TEHICHLHUS

Tpadaperuzanyu (BbIMUCaTh NPUMEPHI TpaapeTHIX U TUIOBBIX TEKCTOB).

4. HpI/I OIMMCaHUU IopsAAKa aApCCOBAHUA YCTAHOBUTHL 3aBUCHUMOCTH O(l)OpMJ'ICHI/ISI PCKBU3UTA
«aapecat» OT UCPpaApXHU y‘-Ipe)K)ICHI/H\/'I. HpI/IBeCTI/I MNpUMEpPHI aApCCOBAHUA B BBIIICCTOALIUC, PABHBIC U

HUIKECTOALICC YUPCIKIACHUS.

5. Belnucats mpuMepsl JATUPOBKU U NIEPEBECTH AaThl HA HOBBIM CcTWib. B XIX B. pa3HuLa Mexy

CTHWIISIMH paBHsach 12, B XX B. — 13 qusam.

6. Brimucarb IIPpUMEPBLI NOANMHUCAHUA OOKYMCHTA B HWHCTAHOUAX paSHOfI INOOJYUHCHHOCTH H

onucaThb COCTaB IIOAIIMCH.
7. Beimucath OTMETKH Ha AOKYMCHTAX U YKa3aTb UX HA3HAYCHHUEC, MECTO IIPOCTABJICHUS.
8. (DOpMy.]'ISIpLI JAOKYMCHTOB COCTAaBUThH 110 CXEMEC, npez[nomeHHoﬁ B TPCTHEM 3aHATUU.

KOHTpOJ’[bHLIe BOIIPOCHI:

1. B "uem mposiBuiIach TeHASHIUS K YHUPHUKAIUK GOPMBI M TEKCTa JOKYMEHTa ?

2. Uro Takoe TpadapeTHBIA U THIIOBOU TEKCTHI ?



3. HazoBute coctaB Oi1aHKa TOKyMeHTA ?

52

4. Yem onpenensics XapakTep aApecoBaHMs JOKYMEHTa ?

HcTounukH U uTepaTrypa

HcTounuku:

beikoBa T.A. JloKyMeHTallMOHHOE OOecreYeHre YIpaBieHHUs (IeIOMPOU3BOICTBO)
[OnexTpoHHBI pecypc]; yueOHoe mocodue/ T.A. beikosa, T.B. Ky3nenosa. -2-e uzn. nepepab. u
norm. — Mocksa: Uudpa-M, 2018. -304 c. — Pexxum pocryma: http://znanium.com/go.php?

1d=942800/

PaS}IaTO‘lHBIﬁ MaTepuaJl K 3aHATHAM

1. ena yupexnenuii 19 B.

2. KpaTkuii cioBapb BUJOB U PAa3HOBUIHOCTEN IOKYMEHTOB.

Tabnuua

Ananu3 oopMIICHUS PEKBU3UTOB JOKyMeHTOB B X VI- XIX BB.

HaumenoBanue JAOKYMCHTOB

OcobenHocTH 0POPMIIEHHS PEKBU3HUTA

B XVI-XVII BB. B XVIII

B

XIX

Bun noxymenta

ABTOp

Anpecat

Tekert:

BBEJICHHE

OCHOBHasl 4acTh

3aKIII0UYEHHUE

5. Jarwe
COCTaBJICHHUS
MIOJTyYEHUS
perucTpanum

6. CocraB yIoCTOBEpEHHS

7. OTMETKH Ha JOKYMEHTE

=

Dopmyasip fokymeHnTa XX Beka. —

Lenb 3aHATHS — N3yYCHHUE PA3BUTHUS U OCOOCHHOCTEH (POPMYIISIPOB CIIy>KEOHBIX TOKYMEHTOB XX

B PE3yJIbTAaTC BBIIIOJIHCHUS 3a,I[aHI/Iﬁ CTYACHT HOJIKCH:

—  umemob npet)cmaeﬂenue 0 periiaMCHTallu mnpouecca JOKYMECHTHUPOBAHKA B 3aKOHOAATEIIb-

HBIX akTax XX B., pa3BUTUH (PopMyssipa TOKyMEHTa, TCHICHUUAX TpadapeTH3auul JOKyMEHTOB;



http://znanium.com/go.php?id=942800/
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—  3Hamb BUIBI JOKYMEHTOB XX - B., 0COOCHHOCTH HX 0(OpMIIEHHS, COCTaB (popMyJsipa, MOsIB-
JieHre OJTaHKOB M UX BUJIBL, IOSIBJICHUE OTMETOK Ha JIOKYMEHTaX, OTPaXKAIONIMX HX JIBIKEHHE B YUPEK/IE -
HUH U paboTy ¢ HUMHU.

—  yMeThb aHAJTM3UPOBATh KOHKPETHBIE JOKYMEHTHI XX B.; COCTABIISAA UX (POPMYIISPEIL.

3agaHus 1JIS CAMOCTOSITEILHOI PadoThl

1. U3yunTh BUABI U Pa3HOBUIHOCTH TOKYMEHTOB.

2. BeBUTH 0COOEHHOCTH 0(POPMIICHUS PEKBU3HTA «aBTOPY», OIIMCATh COCTAaB OJIAHKA U €r0 BUJIBI.
3. ByuuTh TEKCT JOKYMEHTA.

4. OnucaTh NOPAOK aAPECOBaHMSI JOKYMEHTA.

5. Brmucare nmaTel cocTaBieHHs, OO0paOOTKW, MOAMWCAHWS M JAp., yKa3aTb MECTO WUX

PaCIONIOKCHUSI.
6. [Ipoananmm3npoBaTh XapakTep yIOCTOBEPEHHS TOKYMEHTA.
7. Onucats BUIBI OTMETOK.
8. CoctaBUTh (HOPMYJISIPHI 2-X JOKYMEHTOB.

W cTOYHUKY U JUTEpaTypa

beikoBa T.A. JloKyMeHTallMOHHOE OOecredeHre YIpaBieHHUs (IeIOMPOU3BOICTBO)
[OnexTpoHHBIH pecypc]; yueOHoe mocodue/ T.A. beikosa, T.B. Ky3nenosa. -2-e uzn. nepepab. u
nor. — Mocksa: Uudpa-M, 2018. -304 c. — Pexxum pocryma: http://znanium.com/go.php?
1d=942800/

Pa3213T0‘lHBIﬁ MaTepuaJl K 3aHATHAM

1. dena yupexnenuii 20 B.
2. KpaTkuii cioBapb BUJOB U Pa3HOBUIHOCTEH IOKYMEHTOB.

3. COOpHHUK 3aKOHOJATEIbHBIX aKTOB MO jaenonpou3BoAcTBY (1917-1970rr.) — Yueb. nmocobue

noa pex. A.3. Jlupmuna. — M. MI'MAH, 1973. — 157 C.

Tema 4. @opMyasip COBPEeMEHHOI0 YNPAaBJEHYECKOI0 JOKyMeHTAa: mpaBuia ogopmJieHHs
peKkBH3UTOB— 12 yacoB

Lenp 3aHATHS — H3yYEHHE COBPEMEHHBIX TPeOOBaHMH TOCYNApCTBEHHBIX CTaHAApTOB H
HOPMAaTUBHO-METOJMUYECKHX aKTOB K OOPMIICHUIO CITYKEOHBIX JOKYMEHTOB.

B pesynbpraTe BBINOIHEHUS 33JaHUI CTYAECHT JOJKEH:

—  umemp npedcmasnenue O TEHICHLMAX Pa3BUTUSA JOKYMEHTAa U INPUHIMINAX IMOCTPOEHUS

¢dopmynspa-o0pasia OpraHn3aOHHO-PACIIOPSAUTENBHBIX JOKYMEHTOB;


http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
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— 3Hamb COCTaB PEKBU3UTOB M TPeOOBaHMS TOCYJAPCTBEHHOIO CTaHAApTa K O(OPMIICHHIO
JOKyMEHTA.

— 3HATh COCTaB PEKBM3UTOB W TpeOoBaHus [lpaBun aenonpom3BoAcTBa B (heaepalbHBIX
opraHax HCITOJIHUTCIIFHOM BIIACTH B MCTO):[I/IT-IeCKI/IX peKOMeHJJ;aHI/Iﬁ K COCTaBJICHUIO TOKYMCHTOB.

— yMeThb MPOCKTHPOBATh ONAaHKM JOKYMEHTOB YUYPESKICHUH M HMMETh HABBIKH PaOOTBHI C
rocyaAapCTBEHHBIMU CTaHAApTaAMHU U METOANYCCKUMU YKa3aHUAMU IO UX BHCAPCHUIO U ITPUMEHCHUIO.

3aganud Ik CAMOCTOSITEILHOM padoThl

I/I3y‘II/ITI) KOMIIJIICKT HOPMATUBHO-MCTOJJUUCCKUX JOKYMCHTOB 10 JOKYMCHTHUPOBAHUIO
yIIpaBJICHIECKON AesiTebHOCTH : MEeTOANYecKne peKOMEHAAUHU Mo Pa3paboTKe WHCTPYKUUN MO

ACIIOIIPOU3BOACTBY B TOCYHAPCTBCHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIIpPAaBJICHUA, YTB.

[Tpuxazom PocapxuBa ot 24.12.2020 Ne 199.

[TpuMepHas HHCTPYKITUS TI0 JACIOMPOU3BOJICTBY B TOCYIAPCTBECHHBIX OPTaHU3AIMIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW 305137/.

I'OCT P 7.0.97-2016. HaumonanbHbiii crangapT Poccuiickoit ®epeparuu. Cucrema
CTaHAApTOB MO HH(pOpMAIMK, OMOJIMOTEYHOMY W U3AaTeNbCKOMY Jeny. OpraHu3aluOHHO-
pacniopsimuTenbHas JokyMmeHTanus. TpeGoBaHHS K O(OPMIICHUIO JOKYMEHTOB // [ DIEKTPOHHBIH

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

1. Wayante T'OCT P 7.0.97-2016 c¢ tpeboBaHmsIMEH K O(OPMIICHHIO JTOKYMEHTOB,
OTIPENIEINTD €r0 CTPYKTYPY, COCTaB Pa3AeiioB.

2. Nzyunts TpedoBanus 'OCTa k 61aHKy JOKYMEHTA.

3. [Ipoananmu3upoBaTh NPEANIOKEHHYIO KOJUIEKIHIO JOKYMEHTOB, ONPEIEIUTh PEKBU3HTHI,

yKa3aTh HEJOCTATKU B UX PACIIOIOKECHUU U O(OPMIICHHN.

4. CocTaBUTh Ha OCHOBAaHHWHU pa3fAaTOYHOTO MaTepuaia OnaHku (OOMMH M JUIs THChMa)
OpTaHM3anuil ¥ NPeaNnpUsITHH pa3THIHbIX (GOpM COOCTBEHHOCTH C BApHAHTAMH IMPOIOJIHLHOTO U YTIIOBOTO
PAacIoNOXKEeHHUST PEKBU3UTOB.

Yka3aHus 1o BHINOJIHEHUIO 3aJaHN5.

1.M3yunth TpeOoBaHHMS K COCTaBy M O(QOPMIICHHIO PEKBHU3UTOB JIOKYMEHTOB W OJAHKOB,
u3noxeHHele B “IIpaBuiax Aegompou3BOJCTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax
MECTHOI'O CaMOYIIpaBJIeHUs, yTBEPKIE€HHBIX puka3zoMm Pocapxusa ot 22.05.2019 N 71. (cm.
pazzaen 2 “JIokyMEeHTUPOBaHUE YIIPaBICHUECKOMN 1eATEeTbHOCTH )
2. Wzyunth TpeGoBaHMS K OGOPMIICHHIO OJNAHKOB M PEKBU3UTOB JIOKYMEHTOB TIO
HamuonaneHomy cranmapry 'OCT P 7.0.97-2016 “Cuctema cranmapToB no uH(popMaluy,
OMOJIIMOTEYHOMY W M3JATEIhCKOMY jaey. OpraHu3almOHHO-PACTIOPAAUTENbHAS JOKYMEHTAIIHUS.
TpeboBanus Kk 0POPMIICHUIO JOKYMEHTOB” .
3. U3yuutp TpeboBaHus “MeTONMYECKUX PEKOMEHJAIUil Mo pa3paboTKe HWHCTPYKLUUH IO
JIeJIOTIPOU3BOICTBY B TOCYAApPCTBEHHBIX OpraHax, OpraHaXx MECTHOIO caMOyIpaBieHus",
yTBEpKIEHHBIX TpukazoM PocapxmBa ot 24.12.2020 N 199 k Omankam H pPEKBH3UTaM
JIOKYMEHTOB (TIPUJIOKEHHUS 2, 3).


http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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4. V3yunTh TIpeJIOKEHHYIO KOIEKIHIO (3-5 JOKYMEHTOB) M aHAIM3UPYS JOKYMEHTHI, BBISBUTh HEJOCTATKU B
oopmienun OnaHKa (OTCYTCTBHE HEOOXOOUMBIX PEKBU3UTOB U IPABUIIBHOCTH O(OPMIICHUS HUMEIOIIUXCH);
OIIPEe/IeNUTh [IPAaBUIBHOCTh PACIIONIOKEHUS M OOPMIICHUS PEKBU3UTOB JOKYMEHTA (3ar0JI0BKa, JaThl M HHJEKCA,
MOJTHUCH, OTMETOK O TOCTYIIJIGHHH U HAallpaBICHUH JOKYMEHTa B JIETI0 U Ap.).

5. Ha ocHoBe pa3gaTo4HOT0O MaTepuana CIpOeKTHPOBATH OJaHKH JOKYMEHTOB KOHKPETHBIX

OpraHM3alyuil ¥ rocy1apcTBeHHBIX opraHoB B cootBercTBuH ¢ TpeboBanusamu ['OCT P 7.0.97-2016.
KoHTposbHBIE BOIIPOCHI
1. [epeuncnanute BHIABI HOPMATHBHBIX aKTOB, PETIAMEHTHPYIOUIAEC IOKYMEHTHPOBAHHE
YIPaBICHYECKOM IeITEIBHOCTH.
2. Yem pasnuyaroTcst oOIuii 61aHK 1 O1aHK MHChbMa, OJTaHK KOHKPETHOTO BH/a JIOKYMEHTA.

HcTOYHUKY U JIUTEpaTypa

HcTounuku:

®denepanbHBI KOHCTHTYIIHOHHBIN 3aK0H OT 25 aexadps 2000 r. Ne 2-OK3 «O 'ocymapcTBeHHOM
repbe Poccuiickoit @enepaunm» // [DnekTpoHHBIM pecypc]. — M., 2019. — Pexxum pocrtyna:
http://www.consultant.ru/document/cons_doc LAW 29674/.

IlpaBuna memOnNpoM3BOACTBA B TOCYJApPCTBEHHBIX OpraHax, opraHax MECTHOTO
camoyrnpasiieHus, y1B. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [OnexTpoHHbI# pecypc]. — M.,
2021. — Pexxum noctyna: http:// https://base.garant.ru/72291836/.

Mertonndeckne peKOMEHIAIMH IO pa3padOTKe WHCTPYKIMK MO JEIONPOU3BOJICTBY B
TOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMOyIpaBiieHHs, yTB. IIpukasom Pocapxmsa oT
24.12.2020 Ne 199 // [Dnextponnsiii pecypc]. — M., 2021. — Pexum pgocrtyma: http://
http://www.consultant.ru/document/cons_doc LAW 373895/.

[TpumMepHast MHCTPYKIIKS IO JCIONPOU3BOJICTBY B FOCYIapPCTBEHHBIX OPraHU3aIUsIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW_ 305137/.

I'OCT P 7.0.97-2016. HaumonanbHbiii crangapT Poccuiickoit ®epeparuu. Cucrema
CTaHAAapTOB MO HH(pOpMAIMK, OMOJIMOTEYHOMY W U3AaTeNbcKoMy neny. OpraHu3aluOHHO-
pacnopsauTeabHas TOKyMeHTanus. TpeboBanus K opopMIeHUIO TOKYMEHTOB // [DIEeKTPOHHBII
pecypc]. — M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE /€yI0. TepMUHBI U ONpPEACIICHUS.-

[DneKTpOHHBIN pecypc]. — M., 2019. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW 163800/.

Jluteparypa:


http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_29674/
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beikoBa T.A. JloKyMeHTallMOHHOE OOeCreYeHHe YIpaBieHUS (IEIOMPOU3BOICTBO)
[DnexTpoHHBI pecypc]; yueOHoe mocodue/ T.A. beikosa, T.B. Ky3nenosa. -2-e uzn. nepepab. u
norn. — Mocksa: Muadpa-M, 2018. -304 c. — Pexum npoctyma: http://znanium.com/go.php?
1d=942800/

Pa3naTo4Hblii MaTepHaJ K 3aHATHAM:

- I'OCT P 7.0.97-2016. Hauunonaneubiii crangapt Poccuiickoit @enepaunn. Cucrema
CTaHIIAPTOB MO WHGPOpMAIUH, OUOIMOTEUHOMY M H3AaTeNbcKoMy neny. OpraHu3alloHHO-
pacriopsiiuTenbHas ToKyMeHTalus. TpeboBanus K 0hOpMIIEHUIO TOKYMEHTOB.

- IlpaBuma [memompouW3BOACTBa B TOCYJAApPCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoynpasiieHus, yTB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [OnexTpoHHbIi pecype]. — M.,
2021. — Pexxum nocrtyna: http:// https://base.garant.ru/72291836/.

MeTtoanyeckre peKOMEHAAUU MO pa3paboTKe MHCTPYKIHMH IO JEJIONPOU3BOJACTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOyIpaBlieHHs, yTB. IIpukasom PocapxuBa or
24.12.2020 Ne 199 // [Onextponnbli pecypc]. — M., 2021. — Pexum noctyma: http://
http://www.consultant.ru/document/cons_ doc LAW 373895/.

[TpuMepHas HHCTPYKIIKS 110 JCIOMPOU3BOICTBY B FOCYIaPCTBEHHBIX OPraHU3aIUsIX, YTB.
[Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnektponHbIii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW_ 305137/.

— Konnekuus JOKyMeHTOB.

Tema 5. OprasuzauMoHHble, pacHnopsiAUTe/]bHbIE U HH(OPMANMOHHO-CIIPABOYHbIE

JOKyMeHTbI — 28 yacoB

JloKkyMeHTHpOBaHHE PACTIOPAIUTETbHON e TeJIbHOCTH —

Ilens 3aHsATHS — U3y4YeHHE TpPeOOBAHMI TOCYNApCTBEHHBIX CTAaHIAPTOB W HOPMATHBHO-
METOANYECKUX aKTOB K COCTABJICHUIO M OQOPMIICHUIO PACHOPAIUTEIBHBIX JOKYMEHTOB, IOJYYCHHE
HaBBIKOB UX COCTaBJICHUS U 0(OPMIICHHUS 110 3aJaHHBIM CUTYaLUsIM.

B pesynbpraTe BBINOTHEHUS 33JaHUI CTYAECHT JOJDKEH:

—  umemp npedcmaeneHue O CUTYaIMsIX, TPEOYIOUINX U3AaHUsI PacloOpsSAUTENbHBIX JOKYMEH-
TOB;

— 3Hamb BUIBI PaCTIOPSINTENBHBIX JOKYMEHTOB; COCTaB PEKBU3UTOB (OPMYJISIpa PacIopsIu -
TEJIBHOTO IOKYMEHTa M TpeOOBaHUSI K UX COCTABIICHUIO M O(OPMIICHUIO.

—  YMeTb COCTaBISITh U OOPMIISITH PacIOpsINTENbHBIE JOKYMEHTHI TI0 33/IaHHBIM CUTYAIHsIM K

MMETHh HaBBIKK MX 0(hOpPMIIEHHSI HA KOMITBIOTEPE.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
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3agaHusi 1JIsi CAMOCTOSITENILHOI PaGoThI

1. Wzyuuts  TpeOoBaHMs, TpENBSABISEMBIE K  COCTABICHHIO H  O(QOPMIICHHUIO
pacrnopaauTECIbHBIX TOKYMCHTOB.

2. CocTaBuTh U 0(YOPMHUTH IMPUKA3 [0 OCHOBHOM JESITEILHOCTH.

3. CocTraBUTh U 0O(OPMHUTH PACTIOPSHKEHUE.

Yka3aHus no BbINOJTHEHHUIO 3a1aHUA

l. YTOYHHUTP COCTaB PEKBU3UTOB, BXOSAIINX B (hopMyIIap mpukasa, pacropsKeHHsI.

W3yunts TpeGoBanms MeToauueckue peKOMEHAAlUu MO pa3paboTKe WHCTPYKUUN IO
JEJIONPOU3BOACTBY B TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPAaBJICHHUS, YTB.
ITpukazom Pocapxusa ot 24.12.2020 Ne 199, IIpuMepHON MHCTPYKUMHU IO JEJIONPOU3BOICTBY B
roCyJapCTBEHHBIX opranm3anusx, yTB. [Ipukazom PocapxuBa ot 11.04.2018 Ne 44) k coctaBy

PCKBU3UTOB U CTPYKTYPC TCKCTA IIpHUKa3a I10 OCHOBHOM JACATCIIBHOCTH.

YTOYHUTHh pa3nuyusi B COCTABICHWH TpPHKa3a IO OCHOBHOW MAESITEIBHOCTH W MO JHUYHOMY
COCTaBy, oOpailasi BHUMaHHE Ha MOPSA0K oQopMIIEHHs CCHIIKH (YIIOMHHAHHSA) Ha IPYroi JOKYMEHT H

YHHQUKAIMIO TEKCTOB IPHKA30B T0 JINYHOMY COCTaBY.

2. CocTaBHUTh JOKYMEHTHI Ha OCHOBE TPEIIOKEHHBIX MTPETOAaBaTEIeM CUTYaIHI.

KonTposabHbIe Bonpochl

1. [lepeuncnute peKBU3UTEL, BXoLAIIKE B GOpMYJISIp IpHKa3a.

2. HazoBute cTpykTypy npukasa 10 OCHOBHOM I€ATEIBHOCTH.

3. UeMm omnMuaeTcd CTPYKTypa TEKCTa IpUKa3a MO JUYHOMY COCTaBy U OCHOBHOM
JeSITENTbHOCTH.

4. HazoBute cpoku XxpaHeHMsI TPHKa30B.

5. HazoBuTe peKBU3UTHI, BXOASALINE B POPMYJIISIP PACTOPSIKEHNSI.

6. UeM omingaercss CTPYKTypa TeKCTa pAacHOpsKEHHs OT IpuKa3a 10 OCHOBHOH
JeSITETbHOCTH.

HcToYyHUKY U JUTEPaTypa

HcTounuku:

MeTtoanyeckre peKOMEHAAUU 10 pa3paboTKe HMHCTPYKIMHA IO JIEJOMPOU3BOJICTBY B
rOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOyIpaBiieHHs, yTB. IIpukasom Pocapxmsa oOT
24.12.2020 Ne 199 // [OnextponHsiii pecypc]. — M., 2021. — Pexum pgoctyma: http://
http://www.consultant.ru/document/cons doc LAW 373895/.

[IpumepHass MHCTPYKLUHMS IO JIEJIONPOU3BOJCTBY B TOCYIAapCTBEHHBIX

opranuzanusx, yTB. [Ipuka3zom Pocapxusa ot 11.04.2018 Ne 44) // [OnexTpoHHBIH pecypc]. —
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M., 2019. Pexxum Ilocranosnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «OO6 yTBep)KICHHH
[TpaBusl J1enONPOM3BOACTBA B (eepalbHbIX OpraHax HCIOMHUTENbHOW Bracti»// [DJIEKTPOHHBIN

pecypc]. — M., 2019. — Pexxum noctyna: http://www.consultant.ru/document/cons doc LAW_88695/.

I'OCT P 7.0.97-2016. HaumonanbHbiii crangapT Poccuiickoit ®epeparuu. Cucrema
CTaHIApPTOB MO UHpopMaIuH, OUONMMOTEUHOMY M H3AaTeNbckoMy geny. OpraHu3alloHHO-
pacnopsauTenbHas ToKyMeHTanus. TpeboBanus K opopMIeHUIO JOKYMEHTOB // [DIEeKTPOHHBII
pecypc]. — M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc LAW_216461/.

Jluteparypa:

beikoBa T.A. JloOKyMEHTAllMOHHOE OOECreYeHUEe YIpaBiIeHUS (IEIOMPOU3BOICTBO)
[DnexTpoHHBI pecypc]; yuebnoe nmocooue/ T.A. beikoBa, T.B. Ky3nenosa. -2-¢ u3z. nepepad. u

non. — Mocksa: Muadpa-M, 2018. -304 c. — Pexum npocrtyma: http://znanium.com/go.php?
1d=942800/

Pa32]aTO‘IHLIﬁ MaTepuaJ K 3aHATUAM:

MeTtoanyeckre pPeKOMEHAAUU 10 pa3paboTKe HMHCTPYKIMHA IO JIEJIOTPOU3BOJICTBY B
rOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMOyIpaBiieHHs, yTB. IIpukasom Pocapxmsa oOT
24.12.2020 Ne 199 // [Dnextponsslii pecypc]. — M., 2021. — Pexum pgoctyma: http://
http://www.consultant.ru/document/cons_doc LAW_ 373895/.

[TpuMepHas HHCTPYKLHUSA IO JIEIONPOU3BOJICTBY B FOCYIAPCTBEHHBIX OpraHU3aLUAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DOnexrponnsiii pecypc]. — M., 2019. Pexum
I'OCT P 7.0.97-2016. Hanmonansusiii cranaapt Poccuiickoit denepanuu. Cucrema cTaHAapTOB
no  uH@opmanuu, OUOIMOTEYHOMY W  HM3JaTeabckoMy  neny.  OpraHu3aluoHHO-
pacriopsuTenbHas JoKyMeHTalus. TpeboBaHus K 0()OpPMIIEHHUIO TOKYMEHTOB.

Anp0OM YHHU(PHULIMPOBAHHBIX (POPM MEPBUYHON YUETHOM NOKYMEHTALMM MO Y4YETy TpyAa U €ro

OIJIaThl, YTBEPkKACHHBIA noctaHoBIeHHEM ['ockomcTara PO ot 05.01.2004 Ne 1.

MaTCpI/IaJ'II:I C MHAUBUAYAJIbHBIMHA 3aJaHUAMU [JIs1 CaMOCTOSATCIIBHOTO COCTAaBJICHUA MPUKA30B U

pacropsKEHUM.

JoxkyMeHTHpPOBaHUE AeSITeJbHOCTH KOJNJIETHAJbHbIX OPTAaHOB —

Ilens 3aHATHSA — U3ydeHUE TPeOOBAaHUH K JOKYMEHTaM, CO3/IaBacMbIM B MPOIIECCE MTOATOTOBKH U
00CITy’)KHBaHHUS COBEIIAHHH.

B pesynbTaTe BBINONHEHUS 3aJaHUIN CTYACHT JOJKEH:

—  umemp npedcmaegienue O BUIAX KOJUIETHAJIbHOU NEATEIbHOCTH U MOpPSAKE €€ NJOKYMEHTHU-

pOBaHUS;


http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_88695/
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— 3Hamp COCTaB JOKYMEHTOB, CO37[aBaéMbIX NpPHU MOATOTOBKE COBELIAHHH, TpeOOBaHUS K
(hopMyIISIpy IPOTOKOJIA, TIOPSIIKY €r0 COCTABIICHHS ¥ 0POPMIICHIS;

— yMeThb COCTaBIATh W OQOPMIATH MPOTOKON W JOKYMEHTHI, CO3JaBaeMble B Ipolecce
MTOATOTOBKHU COBEIIAHUS.

—  YMeTb COCTaBISTH U O(OPMIISTH BHIITUCKY U3 MPOTOKOJIA.

—  YMeTb COCTaBISTH U O(OPMIISTH PEIICHUE.

3aganud Ik CAMOCTOSITEILHOM padoThl

1. N3yunts TpeOOBaHMs, MPEAbIBIIEMbIE K COCTABICHHIO M O(QOPMIICHHIO MPOTOKOIA W
pCIICHUSL.

2. CocTaBuTh IPUIIIANICHAE Ha 3aCEIaHue.

3. CocTaBHTh TIPOTOKOJT COBEIIAHHUS.

4. OdopMHTh BBIITUCKY U3 TIPOTOKOJIA.

5. OdopMuTh pelieHue.

Yka3aHus 1o BbITOJHEHUIO 32 JaHNSI.

l. YTOYHUTH 3Tamlbl MOJITOTOBKH COBENIAHWH W BUJABI JOKYMEHTOB, CO3/aBacMbIX Ha
Ka)JIoM dTare (TOBECTKA JHS, CIIUCKU YYACTHUKOB U T.11.).

2. YTouHUTE 0cCOOeHHOCTH (opMysspa TPOTOKONa, TpeOOBaHUSI K PEKBH3UTAM,
H3JIOKCHHBIC B I'OCYyAapCTBECHHOM CTAHAAPTC U METOAMYCCKHUX PEKOMCHAAIUAX, 06pama;1 BHUMaHHUEC Ha
COCTaB MH(QOPMAIMH B TEKCTE MPOTOKOJIA, 0COOEHHOCTH €ro MOIMUCaHHUsI, CPOKU O(HOPMIICHHS.

3. OnpenenuTs pa3iauuus TpeOOBaHU K MPOTOKOJY MOJHOMY H KPATKOMY.

4, CocTaBUTh CaMOCTOSITENIFHO HA OCHOBAaHWU PAa3/aTOYHOIO MaTepuaia MpPOTOKOJ,
BBINKCKY U3 IPOTOKOJIA, PEIICHHUE.

KOHTpOJ’[I)HbIe BOIIPOCHI:

1. [lepeuncnuTe peKBU3UTHI, BXOIAIINE B GOPMYJISIp MPOTOKOIIA.

2. Ha3zoBute cTpyKTYypy TE€KCTa IPOTOKOJIA.

3. B uéMm oTiinumne npoToKosa MOJHOTO U KPAaTKOro.

4, VYKaxuTe MOpSAOK HOATOTOBKM COBELIAHMS M KaKHe IOKYMEHTBI CO3IaloTCsi B XOJE
IIOATOTOBKH.

5. [NepeuncnnTe peKBU3UTHI, BXOIAIINE B GOPMYIISP PEIICHHSI.

6. B 4eMm Ha3HaUYEeHHUE BBINKUCKU U3 IPOTOKOJIA.

W cTOYHUKY U JUTEpaTypa

HWcrounukn:

Metoanyeckre peKOMEHAALUU M0 pa3paboTKe MHCTPYKIHMH IO JeJONPOU3BOJICTBY B

rOCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOIO camoynpasieHus, yTB. [Ipukazom PocapxuBa oT
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24.12.2020 Ne 199 // [Onekrponnsiii pecypc]. — M., 2021. — Pexum nocryna: http://
http://www.consultant.ru/document/cons_ doc LAW _373895/.

[TpumMepHast MHCTPYKIHUS MO JEIONPOU3BOICTBY B TOCYIaPCTBEHHBIX OPTaHU3AUX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHusiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW 305137/.

I'OCT P 7.0.97-2016. Hanuonansubsiii cranaapT Poccuiickoit ®@epepanuun. Cucrema
CTaHJIAPTOB 10 WHQPOpPMAIUH, OUOIMOTEUHOMY M H3JAaTelbckoMy neiy. OpraHu3alloHHO-
pacriopsiiuTenbHas JoKkyMeHTarus. TpeboBanus K 0OPMIICHUIO TOKYMEHTOB // [ DIeKTpOHHBIN
pecypc]. — M., 2019. Pexxum noctyna: hitp://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J€i0. TepMUHBI U ONpPEACIICHHUS. -
[DneKTpOoHHBII pecypcl]. — M., 2019. Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

Jlureparypa:

beikoBa T.A. JloOKyMEHTAallMOHHOE OOeCreYeHUe YIpaBieHUS (IEIOMPOU3BOICTBO)
[DnexTpoHHBI pecypc]; yuebnoe nocooue/ T.A. beikoBa, T.B. Ky3nenosa. -2-¢ u3z. nepepad. u
non. — Mocksa: Muadpa-M, 2018. -304 c. — Pexum npocrtyma: http://znanium.com/go.php?
1d=942800/

Pa3zgaTouHblii MaTepuaa K 3aHATHAM

MeTtoauueckre peKoOMEHAalUU MO pa3paboTKe HMHCTPYKLUUU IO JEJIONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMOyIpaBlieHus, yts. IIpukazom PocapxuBa ot
24.12.2020 Ne 199 // [Dnextponsslii pecypc]. — M., 2021. — Pexum pgocrtyma: http://
http://www.consultant.ru/document/cons_doc LAW 373895/.

[IpumepHass WHCTPYKIUS MO JEIONPOU3BOACTBY B TOCYAAapCTBEHHBIX OPraHU3alUAX, YTB.
[Tpukazom PocapxmBa ot 11.04.2018 Ne 44) // [DnextponHbld pecypc]. — M., 2019. Pexum
nocrtyma: http://www.consultant.ru/document/cons_doc LAW_305137/.

MaTepI/IaJ'IBI C HHAUBUAYAJIbHBIMU 3aITaHUAMUA IJI1 CAMOCTOATEIIBHOTO COCTABJICHUA JOKYMCHTOB.

CocrasJiienne nHGpOPMANTOHHO-CIIPABOYHBIX IOKYMEHTOB —

Ilenp 3aHATHS — U3Y4YCHHE Ha3HA4YeHUS HHGPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB H
oco0eHHOCTEel 0OPMIICHUS KaKIOT0 BUJA 3TOM IPyMIbl JOKYMEHTOB.

B pesynbraTe BINOIHEHUS 3aJaHUN CTYIEHT JOJDKCEH:

— umemdp npedcmagiieHue O TUIOBBIX CHTyalUUsX, O(GOpMIAEMBIX YHU(PHULIHUPOBAHHBIMU

dhopmamu HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB;


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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—  3Hamb BUIBI HHHOPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB; TpeOOBaHUS K GOPMYJISIPY KasKIO-

ro BHA;

— YMETb COCTaBJ/IAAITb BCC BHUJbI I/IH(bOpMaHI/IOHHO-CHpaBO‘-IHLIX JOKYMCHTOB U UMCTH HaBBIKU

nx oopMIIeHUs HA KOMIIBIOTEPE.

3agaHud 111 CAaMOCTOSITEILHOM padoThl

1. M3yunTh mpaBuia coctaBieHUs W opOpMIICHUS HH(POPMALUOHHO-CIIPABOYHBIX JOKYMEHTOB,

00paTHB BHUMaHHE HA OCOOCHHOCTH TPEOOBAaHHU K KOKIOMY BUIY.

2. CocraButh M 0GOpPMHUTH B COOTBETCTBHUH ¢ TpebdoBanmsamu ['OCT P 7.0.97-2016 u

Meroauueckux peKoMeHAAINH:

T.00.).

. JOKJIQJHYIO 3aMUCKy (BHYTPEHHIOIO U BHELIHIOHN);

. OOBSCHUTENBHYIO 3aITUCKY (BHYTPEHHIOIO M BHEIITHIOI);

o CIIPaBKY;

o axT;

o nucbMa (rapaHTuilHOe, HAallOMUHAaHHE, IIPUIVIAICHHE, YBEIOMJICHHE, PEKJIaMalui0 U

YKa3aHus 10 BBINOJHEHHUIO 3aJaHUS

1 . VY TO4HUTH BUbI I/IH(i) OpMAalfMOHHO-CIIPABOYHBIX JAOKYMCHTOB nu apu KakKux

YIIPABJICHYECKUX CUTYyaLUsIX OHU CO3JAOTCS.

2. BuISBUTE 0COOCHHOCTH KaXXa0ro Byuaa I/IH(bOpMaL[I/IOHHO—CHpaBOLIHOFO JAOKYMCHTA.

3. W3yunth TpeboBaHMS TOCYAApCTBEHHOTO CTaHAapTa K O(OPMIEHHIO PEKBU3HUTOB,

BXOOiA1IMX B TUIIOBOM (I)OpMy.TIHp KaXxXJa0ro Byuaa I/IHq)OpMa]_II/IOHHO—CHpaBO‘IHOFO JAOKYMCHTaA.

4. CocTaBuTh U O(l)OpMI/ITL JAOKYMCHTBI B COOTBETCTBUU C NTOJIYYCHHBIMU 3aIaHUSIMU.

KonTposabHbie Bonpochl

1. Jaiite onpeneneHne u yKaXUTE THIIOBOU (HOpMYIIsp:
o JOKJIaTHOH 3aIHCKY;

° 0OBSICHUTEILHON 3aIUCKH,

o CIIPaBKH;

o aKTa;

o ciry>keOHOTO0 ICchMa (Ha30BHUTE €T0 Pa3HOBUAHOCTH);
2. Ykaxxnre 0coOeHHOCTH 0OPMIICHHUS ITHUCEM.

3. B 4ém ocobeHHOCTH 0 OpMIICHHS THCEMa-0TBETA.

4, Kaxne TpeGoBaHUS IPEIBABIAIOTCS K TEKCTY ITHCEM.
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HcTouyHUKY U IUTEPaTypa

HcTtounuku:

Metoanyeckre pPEKOMEHIAIMKM IO pPa3pabOTKe HWHCTPYKIUH IO
JIeTIOTIPOM3BO/ICTBY B TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpAaBJICHHUS, YTB.
[Tpukaszom Pocapxmsa ot 24.12.2020 Ne 199 // [OnekrponHslii pecypc]. — M., 2021. — Pexum
nocrtyna: http:// http://www.consultant.ru/document/cons_doc LAW _373895/.

IIpumepHass MHCTPYKLUS IO JEJIONPOM3BOACTBY B T'OCYJAapCTBEHHBIX OpraHU3allUsAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DOnexrponusiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW 305137/.

I'OCT P 7.0.97-2016. Hanumonanbusiii ctanmapt Poccuiickoit ®denepanuu. Cucrema
CTaHAApPTOB MO HH(pOpMAIMK, OUOIMOTEYHOMY W H3AATENbCKOMY Jeny. OpraHu3aluOHHO-
pacrnopsauTeIbHas TOKyMeHTanus. TpeboBaHus K 0opopMIIEHUIO TOKYMEHTOB // [DJIEeKTPOHHBII
pecypc]. — M., 2019. Pexxum goctymna: http://www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE Jes0. TEpMUHBI U ONPEIEIICHUS. -

[DneKTpOHHBIH pecypc]. — M., 2019. Pexxum JOCTYyIIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

Jlureparypa:

beikoBa T.A. JloKyMEeHTallMOHHOE OOeCreYeHHe YIpaBieHUS (IEIOMPOU3BOICTBO)
[DnexTpoHHBIi pecypc]; yueOHoe nmocodue/ T.A. beikosa, T.B. Ky3nenosa. -2-e uzn. nepepab. u
non. — Mocksa: Muadpa-M, 2018. -304 c. — Pexum npoctyma: http://znanium.com/go.php?
1d=942800/

Pa3[[aT0‘lHI)II71 MaTepuaJl K 3aHATUAM

I'OCT P 7.0.97-2016. Hanuonansubsiii crangapT Poccuiickoit ®@epepanuun. Cucrema
CTaHAAPTOB MO HHpOpManuu, OUOIMOTEUHOMY M H3IaTEIbCKOMY Jeny. OpraHu3alrOHHO-
pacnopsauTenabHas JoKyMeHTanus. TpeboBanus K opopMIEHUIO JOKYMEHTOB.

Metoauyeckre peKOMEHAALUU MO pa3paboTKe MHCTPYKIMH IO JEJIONPOU3BOJICTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOT'O CaMoOyIpaBiieHHs, yTB. IIpukasom PocapxuBa ot
24.12.2020 Ne 199 // [Onekrponnbiii pecypc]. — M., 2021. — Pexum nocryna: http://
http://www.consultant.ru/document/cons_doc LAW 373895/.

MaTCpI/IaJ'II:I C UHAUBUAYAJIbHBIMHU 3aJaHUAMU IJI1 CAMOCTOATCIBHOTO COCTABJICHUSA JOKYMCHTOB.


http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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Tema 6. Kommniekcbl gokymeHToB. HayuHo-ucTOpHYecKasi U MNPAKTHYECKAs IEHHOCTb
JOKYMeHTa— 8 yacoB
[IpoBoasaTCs 1BE 03HAKOMHUTEIBHBIE SKCKYPCHH B TOCYIAPCTBEHHBIC apXHUBBI.

9.3. Unble MaTepuaJIbl
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AHHOTAIIUA JUCHUITJIMHBI

HucuumiimHa ~ (MOIynb) — peanu3yercss Ha  (akyJlbTeTe  apXUBOBEJACHHUA U
JTOKyMEHTOBeIeHHs Kadeapoil JOKyMEHTOBEJCHHUS, ayANOBU3YaIbHBIX U HAYYHO-TEXHUYECKHUX
apXUBOB.

Ilenp  AuCHMIUIMHBI —  U3y4YeHHE  3aKOHOMEPHOCTEH  JIOKyMEHTOOOpa3oBaHUS,
CKJIaJIbIBAaHUSI M PA3BUTHUS CHCTEM JOKYMEHTAIlMM, TEOPETHUYECKHUX M TMPAKTHUECKUX IMpodiiemM
CO3/1aHUsl JTOKYMEHTOB OpraHaMHM TIOCYJapCTBEHHOM BIIACTH, MECTHOI'O CaMOYIIPaBJICHUS MU
OpraHM3alMsIMH JIF000H OpraHN3aMOHHO-TIPABOBOM (POPMBI.

3agayM AUCHUILINHBI:

— IIOKa3aTh B3aMMOCBS3b HH(POPMALIUHN U JOKYMEHTA;

— TPOCJIEIUTH 3BOJIIOIHIO JOKYMEHTA, KaK HOCUTENS HH(OPMALIUH, Pa3BUTHE CIIOCOOOB
JOKYMEHTUPOBAHUS U MaTepuasioB s (puKcauuu nHbopMaIuy;

— I[pOaHAJIU3UPOBATh MPOLECC CKIIAIbIBAHNSA U pa3BUTHs (POPMYIIsipa JOKYMEHTa,;

— TNPOAHAIU3HUPOBATH MPOLIECC CKIIAABIBAHUS U PA3BUTHS CUCTEM JIOKYMEHTALIUH;

— BBISBUTH M IOKa3aTh TCHICHIMU YHU(DHUKAIMH, CTAaHAAPTU3ALMU U KIACCHU(PHUKAIINN
KaK OTAENbHBIX ()OpPM JOKYMEHTOB, TaK U CUCTEM JOKYMEHTAIlUU B II€JIOM;

— II0Ka3aTh COBPEMEHHbIE TPEOOBAHNUS K COCTABICHHIO U O(POPMIICHHUIO JOKYMEHTOB;

— TIPUBUTH HaBBIKU aHAJIN3a JOKYMEHTA;

— TPUBUTH HAaBBIKM COCTABJIEHUS JIIOOBIX BHUIOB JOKYMEHTOB U IPOEKTUPOBAHUS
YHUPUIMPOBAHHBIX (DOPM JOKYMEHTOB, CUCTEM JTOKYMEHTAllUU U MH(POPMAIIMOHHO-TOKYMEHTa -

I.[HOHHOﬁ CUCTCMBbI YUYPCIKACHUA B LICIIOM.

JucuunnuHa (MOayIb) HalpaBiieHa Ha (OPMUPOBAHUE CAEAYIOIUX KOMIETEHIINMN:

OIIK -2.3. Penraer ympaBiieHYeCKUE 3a/1a4 B c(hepe JOKYMEHTAIMOHHOTO 00CCIICUCHUS
YIpaBJICHUS ¥ apXUBHOTO Jiejia

OIIK -3.3. MHcnomp3yeT B3auMOCBSI3U JOKYMEHTOBEJIEHUS M apXHUBOBEICHHUS CO
CMEKHBIMU HayKaMH U HAYYHBIMH JUCIUTUIMHAMHE

B pesynbpTaTe 0CBOCHMS TUCIMIUIAHBI (MOTYJIs1) 00YUYaIOIIUNUCS TOJDKEH:

3HaTh:

GyHKIMY MoApa3ieleHuii B chepe TOKyMEHTAlMOHHOTO 00eCTIeYeH s YIIPABICHUS 1
apXUBHOTO JIeNIa;

CMEXHBIC C IOKYMEHTOBEJICHUEM U apXUBOBEJICHUEM HAYUYHBIC TUCIUILTAHEI.

YMeTh:
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BBIITIOJIHATH pa60Ty 110 HOKYMCHTaHHOHHOMY'O6eCHequHK)praBHeHHﬂ 158 apXHBHOMy
XPaHCHHUIO;

BBISIBJIAITh B3aUMOCBSI3M MEXJY JOKYMEHTOBEICHHUEM, apXMBOBEACHUEM U JIPyTUMHU
HaqubmHIﬂHCHHHHHHaMH

Buaagers:

HaBBIKaMH BBIOOpa HarboJiee ONTUMAILHOTO PEIICHHMS! YIIPABICHYSCKUX 3a/1a4 B chepe
JOKYMEHTAIIMOHHOTO O0ECTIeUeHus yIPaBICHHS U apXUBHOTO JIeTa;

HaBbIKAaMH I/IHTepHpeTaHI/II/I 3HaHHﬁ B 06JIaCTI/I CMCXKHBIX HayLIHBIX JOUCLHUIIIINH HpI/I

perieHue 3a1a4 B chepe TOKYMEHTOBEICHUS U apXUBOBEACHHUS.

[To nuctummHe (MOIYI0) IPEIyCMOTPEHA MTPOMEXKYTOUHAs aTTecTanus B popme 3auera
M DK3aMeHa.
OO0mast TpyJI0EMKOCTh OCBOCHHUS JWCIUIUIMHBI COCTABISICT 8 3a4eTHBIX €AuHUIl, 288

qacCoB.
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