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|. IHosicHUTEIBHAA 3aIIMCKA
1.1. Heas u 33124 AUCHUNIMHBI (MOIYJISA)

Iens

IUCHUIIINHLL — —

U3y4eHue

3aKOHOMEPHOCTEU

JIOKyMEHTOO0Opa30BaHMsl,

CKJIa/IbIBAaHUSI U Pa3BUTHS CUCTEM JOKYMEHTALIMM, TEOPETUYECKUX U IMPAKTUYECKUX IpodiieM
CO3J1aHUs JIOKYMEHTOB OpraHaMu TIOCYAApPCTBEHHOM BJIACTH, MECTHOIO CAMOYIIPABJICHUS U
OpraHu3aIusaIMHe JI000# OpraHu3alluOHHO-TIPABOBOM (DOPMBIL.

3agaum AMCUMIIMHBI:

— II0Ka3aTh B3aUMOCBSI3b HH(OPMALIUU U IOKYMEHTA;

— TPOCIEIUTH BOJIOIUIO TOKYMEHTa, KaK HOCHTENS WH(OPMAIINH, Pa3BUTHE CIIOCOO0B
JOKYMEHTUPOBAHUS U MaTEPUAJIOB JUIsl PUKCAIIMKU HH(OpMALINH;

— TpOaHaAJIM3UPOBATh MPOLIECC CKIAAbIBAHUS U Pa3BUTHSI POPMYIIsipa JOKYMEHTA;

— TPOaHAIM3UPOBATh MPOLIECC CKIAAbIBAHUS U PA3BUTHUS CUCTEM JTOKYMEHTALINN;

— BBIABUTH U MOKa3aTb TEHACHLWU YHU(UKALUMU, CTAHJAPTU3ALMKM U KiIacCcUUKaUK
KaK OTJEJIbHBIX (DOPM JOKYMEHTOB, TaK U CUCTEM JOKYMEHTALUU B LIEJIOM;

— II0Ka3aTh COBPEMEHHbIE TPEOOBAHMSI K COCTABJICHUIO U O(OPMIIEHHIO IOKYyMEHTOB;

— TPUBUTH HABBIKU aHANM3a JOKYMEHTA,

— TPUBUTH HAaBBIKM COCTABJIEHUS JIIOOBIX BHUIOB JOKYMEHTOB U IPOEKTHPOBAHMS

YHUPHUITUPOBAHHBIX

dbopM  JTOKyMEHTOB,

HOKYMGHTaHHOHHOﬁ CHUCTEMBI YUPCIKIACHUS B LICJIOM.

CUCTCM  JOKYMCHTAIlUKU U

MH(pOpPMalMOHHO-

1.2. [lepedenp TUIAHUPYEMBIX PE3yJIbTaTOB 00YUEHUS M0 JUCIUILUTHHE (MOOY/10), COOTHECEHHBIX
C MHJMKATOPAMH JIOCTHKCHHUST KOMITCTCHIIUN

Komnerenuus HNHaukaTopbl KOMIETEH Ui Pe3yabTarnl 00yueHus
(KOJ 1 HAMEHOBAHUE) (Ko 1 HAaMEHOBAHUE)

OIIK-2. Cnoco6en | OIIK -2.3. Pemraer 3namu: hynkyuu noopaszoenenutl 6
HaxOJIUTh yIpaBJICHUECKHE 3a7a9u B chepe | cghepe OOKyMeHmayuoHH020
OpraHU3aIMOHHO- JOKYMEHTAIlMOHHOTO obecneuenus ynpasieHus u
yIpaBlieHYECKHE obecrieueHus yrpaBJIeHHs U apxuenozo dena
pelieHHus TpU PEeUIeHUH | apXUBHOTO Jena Ymemns: svinonname pabomy no
3amau B cdepe cBoei O0OKYMeHmMayuoHHOM) obecneyeHuro
npodeccruoHaIbHON VAPAGNIeHUs. U APXUBHOMY XPAHEHUIO
NesITeNIbHOCTH Braoemyw: nasvikamu évibopa

Hauboee ONMUMATLHO2O PEUUEHUS.
VHpaegienuyeckux 3a0ay 8 cghepe
OOKYMEHMAaAYUOHH020 0becneyenus
VAPABAEHUs U APXUBHO20 Oeld

OIIK-3. Cnocoben
MPUMECHSITh
TEOPETUYECKUE 3HAHUS
IUTSL pEIICHUS
[MOCTaBJIEHHBIX 33724 B
obnactH
JOKYMEHTOBEICHHUS U
apXUBOBEJICHUS

OIIK -3.3. Mcnonb3yer
B3aMMOCBSI3H IOKYMEHTOBE/ICHUS
Y apXUBOBEJICHUS CO CMEKHBIMU
HayKaMH 1 HayYHBIMHU
JUCLMIUINHAMU

3uams. cmedrcuvie ¢
OOKYMeHmMOo8eoeHuem U
apxugogeodenuem HayyHble
OUCUUNTUHBL
Ymemn: visignams 63aumocessu
MedHcdy OOKYMeHmMOoBeOeHUeM,
apxugoseoeruem u opyumu
HAYYHBIMU OUCYUNTUHAMU
Bnademuv: Hagvikamu
unmepnpemayuu 3HaHuli 6 obnacmu
CMEJICHBIX HAYYHBIX OUCYUNIUH NPU
peutenue 3a0ay 6 chepe
OOKYMeHmMOBeOeHUs. U




| apxusosedenus

1.2.

u3ydeHus ciaenyromux aucuuiuing: Meropus Poccun XX — navana XX Beka.

MecTo qucHuIIMHBI (MOAYJ/Is1) B CTPYKTYpe OCHOBHOI 00pa3oBaTe/IbHOI IPOrpaMMBbl

Jucuumnnuza (Moaynb) «JloKyMEHTOBEIEHHE» OTHOCUTCS K 00s13aTeNbHON yacTu OJ0Ka
JTUCIUILINH y4eOHOTO TUTaHa.
Jlsisi OCBOGHHMSI UCHMILIMHBI HEOOXOJWMBI KOMIIETEHIIMH, C(HOPMUPOBAHHBIE B XOJE

B pesynbpTare 0CBOSHHS ITUCIMILIMHBI (POPMHUPYIOTCS KOMIIETEHIINH, HEOOXOAUMBIE IS
W3YYEHHUS CIEAYIOIMIMX AUCUUIIINH U IPoX0XkaeHus npakTuk: Opranuzanus u texsosorus 10V,
Kanposoe nenonpon3BoacTBO, 03HAKOMUTENbHAS PAKTUKA.

2. CTpyKTYypa AUCHUILIMHBI (MOLYJIs1)

Cmpykmypa oucuyuniaunsl (Mooyns) 01sa 0UHOU popmbl 0OyueHus

OO0mas Tpym0EMKOCTh JUCIUTLINHBI cocTaBisieT 8 3.e., 304 4., B TOM YHCIIe KOHTAKTHAS
paboTa oOygarommxcs ¢ npernogaBatenieM 160 u., mpomexxyrouHas arrecramus 18 4.,
CaMOCTOsTENbHAs pabdoTa oOyJaromuxcs, B T.4. KypcoBas padota 126 w.

Bunbr yaueOHOM paboThI
(B gacax) ®opmbl
TEKYIIETO
KOHTAKTHasI < KOHTPOJIS
Ne Paznen o > 0 = c o YCIIEBAEMOCTH,
0/l | JUCUUILIAHBL/TEMBI g = S g E & dopma
o o o §* ;’ 3| € '8 | npomexyrodHoi
5| B 2 =3 8= %E Q | arrecrauuu (no
S| 2 = = E S E & | = cemecmpam)
Sl |8 [F3g S8 FEIC
1 [Ipenmer, 2 |4 0 4 onpoc
COJlepKaHue,  3a7adu
Kypca
2 Hcrounuku u|2 |4 0 10 onuy
JUTEeparypa 1o Kypcy KOHMPOJIbHASL
paboma
3 | JoxymeHT, ero| 2 |4 8 10 - onpoc
GbyHKIMH, OHATHUS
JOKYMEHT "
uHpopManus
4 | Crioco0Obl 2 |4 8 10 KOHMPOIbHASL
TOKYMEHTUPOBAHUS U paboma
MaTepHuanbHbIe
HOCHUTENN
uHpopMaluu
5 IIpusznaku noxkymenta: | 2 |4 0 4 onpoc
OpPUTHHAIILHOCTb,
MOAJTUHHOCTb,
KONIMKUHOCTD




6 Dopmynsip TOKyMEHTa 12 32 25 onuy
U ero  COCTaBHbBIC KOHMPOJIbHASL
YacTH. Hctopus paboma
pasButus  opmyssipa
JTOKyMEHTA! umozoeasl
16-17 Beka, KOHMPONbHAS
18 Bex, paboma,

19 Bex, npocmasieHue
20 Bek 3auema

7 dopmysip 8 12 10 mecmuposaHue
COBPEMEHHOTO
YIIPaBJIEHYECKOTO
JOKYMEHTa: TIpaBWIIa
opopMmIIeHUS
PEKBH3UTOB

8 O6mue TpeboBaHus K 4 0 8 onpoc
TekcTy TOKyMeHTa;

VYHubukauus  Tekcra
JOKYMEHTA

9 Cucremsl 4 0 10 Koumponvhas
JTOKYMEHTAITUH; paboma
CKJIa/IbIBAHUE CHUCTEM,

YHU(DUIIUPOBAHHBIC
CUCTEMBbI
JOKYMEHTAIH!

10 | OpranusainoHHbIE, 8 28 15 Ilpuem
pacnopsiauTeNnbHble U NPAKMUYECKUX
MH(POPMAITMOHHO- 3a0anuil
CIpaBOYHbBIE
JTIOKYMEHTBI

11 | CoBepuieHCTBOBaHUE 4 0 10 onpoc
JOKYMEHTAI[MOHHBIX
MIPOLIECCOB,

WCIIOJIb30BaHUE HOBBIX
UH(OPMAIIMOHHBIX
TEXHOJIOT U B
JOKYMEHTUPOBAHUU

12 | Kommekcol 4 8 10 Omuem
noKyMeHToB; HaydHo- noceujenuu
HCTOpUYECcKast u apxuea
MpaKTHIecKas umoeosast
LIEHHOCTh JOKYMEHTa KOHMPObHASL

paboma,

npogeoeHue

YCMHO20

9K3aMeHa

18 umozo8as

9K3AMEH KOHMPOJIbHASL

paboma
UTOTO: 64 96 18 126




3. Conep:xkaHue TUCHUILINHBI (MOTY/JIs1)

Ne

HaumeHoBaHue pa3zjaesia
JAMCHUIINHbBI

Conepxanue

Pa3zoen | Ha3nauenue
OUCUUNIUHDL, UCMOYHUKU u
Jaumepamypa

1.1. TIlpenmer, conepkaHue,  3aaayu
JTUCIUTIIIMHBI K METOJIbI €€ U3yUYECHUSI.

JlokymMeHT - OCHOBHOM 00BEKT
JIOKYMEHTOBEIUECKUX HCCIEI0BAaHUN. Poin
JOKYMEHTa B JKM3HM 4YeJoBeKa U oOIecTna.
JoxymeHTHI B chepe mpaBa u yrpasiieHus. Biausaue
HAay4YHO-TEXHHUYECKOW PEBOJIIOIMM Ha pPa3BUTHE
nokymeHTta. PasButue Qopmynspa JTOKyMEHTA.
Hayuno-ucropuueckass U mIpakTHYeCcKas EHHOCTh
JTIOKYMEHTA. Mertos WCCIICI0BAHUS
JOKyMEHTOBeTYeCKuX mpooiem. OOmeHaydHpie U
crienuaabHble MeTo/bl. CTaHOBJICHHE W Pa3BUTHE
JOKYMEHTOBEJICHUS KaK HAyJYHOW JUCITUTIIUHBI.
CBsi3b JOKYMEHTOBE/ICHUS C TeopHuei nHpopmaiu,
aApXUBOBEICHUEM u HMCTOYHUKOBEJICHUEM.
Hcnonp30BaHne JOKYMEHTOBEJACHHEM JIOCTHIKEHHUI
uH(OPMATUKH, HCTOPUYECKOM  HaAyku, TIpaBa,
JUHTBUCTUKH, TEOPHUH YIPaBICHUS U JPYrux
HAy4YHBIX JUCHUIUIUH. Poiib NOKyMEHTOBENEHHUS B
COBEPUICHCTBOBAHUU MTPOLIECCOB YIPABIICHUS.

1.2. icTouHuKH U TuTepaTypa

3akoHOJATeNbHBIE  AKThl, HOPMATHBHBIE
marepuansl XVI — mau. XX B. IIucbMOBHHKW.
Mertoauueckue pa3paboTku. PykoBoacTtBa 1o
JIEJIONTPOU3BO/ICTBY.

3akoHOJATeNbHbIE, MPAaBOBbIE AaKThl U
HOPMAaTUBHO-METOIUYECKUE JIOKYMEHTBI
Poccuiickoit ®denepanuu. Koncturyius
Poccuiickoi denepanuu. Konexkcrl PO,
KOHCTUTYIIMOHHBIE U (ellepalibHbIe 3aKOHBI, YKa3bl,
[TocranoBneHus [IpaBuTenbcTBa u UHBIC
HOpPMAaTUBHBIE  JIOKYMEHTHI.  ['oCymapcTBEHHBIE
CTaHJaPTHI, HOPMAaTUBHO-METOIUYECKUE
JOKYMEHTBI — PETJIaMEHTBI, IpaBuiia, HHCTPYKIIUU U
ap.  Ilepmoamueckne  u3ganuss.  CrpaBoYHbIE
u3nanus. Jluteparypa.

Pazoen 2 /lokymenm, ezo pynkyuu
U Cnocoobl 0OKyMEeHmMuUupoeanus

2.1. ITonsaTus «MHPOPMALUA» U «TOKYMEHT»

[Tonatus «uHbOpMALUA» M  IOKYMEHT».
CBs3p  uHpopmMamMu M JoKyMmeHTa.  Pousb
UHPOpPMALIUM B COLMAIBHBIX M HKOHOMHYECKUX
nporeccax. MHdopmanus Kak OCHOBAa NPUHATHA
YIIPaBJIEHYECKOTO PEIICHHUSI.

BozHukHOBEeHME JOKYMEHTA, ero
Ha3HauYCHUeE. ITousitne «ITOKYMEHT, ero




tparcopmarus. JJokyMEeHT - 00BEKT UCCIIeIOBAHUS
TEOPETUYECKUX U  MPUKIAAHBIX  JUCLMILIUH.
IIpaBoBoii, YIPaBJICHYECKUN HUCTOPUYECKUI
acIeKThl B ONpeAesieHuu AOKyMeHTa. Pacuinpenue
HNOHATHUSL («JIOKYMEHT» C pa3BUTHEM HAaykKu H
TeXHUKU. [IOHATHE <«OIEKTPOHHBIM JOKYMEHT».
OnpeneneHue JOKyMEHTa B TOCYJapCTBEHHbBIX
CTaHaaprax. [TonsaTne «TOKYMEHT» B
JIOKYMEHTOBEJICHUM.

3aKkoHOATENbHBIE aKTBI 00 00S3aTEILHOCTH
JOKyMeHTUpoBaHMsl ~ uHpopmaimu. Ha3Hauenue
JTOKyMEHTHON uH@popmanuu. dakTopsl, BIUSIOMINE
Ha MHQOPMAIMOHHYIO IEHHOCTh JOKYMEHTOB.
3aBUCUMOCTb LIEHHOCTH MH(GOpPMAIHU OT MOJHOTHI,
00BEKTUBHOCTH, JIOCTOBEPHOCTH, CBOEBPEMEHHOCTH
nepefayd W MOJIy4eHHUs, NEepUOJUYHOCTH WU
4yacToThl nepeaayu. OnepaTtuBHas U HUCTOpUYECKas
(peTpocrneKkTruBHasA) JOKyMEHTHas MH(GOpMalus Kak
eanHas nH(OpMaIMOHHAs CUCTEMA.

2.2. OyHKINH JTOKYMEHTOB

[TonsaTne «pyHK1IMSA JOKYMEHTa.
3aBUCHUMOCTh  HOHSATHSL  «IOKYMEHT» OT  €ro
GyHKITUN. 3HadeHHe H3y4YCHUS byHKIIHHA
JTIOKYMEHTA. Nudopmannonnas byHKITUS

JOKYMEHTa KaKk CpEeACTBO  3aledyaTieHuss |
coxpanenus uHpopmanuu. CormanpHas (QYHKIIHS
nokymenTta. KynbTypHas QyHKUMS JOKyMEHTA.
KoMMmyHukatuBHass ~ QyHKUMS  KaKk  CpPEACTBO
nepenady nHGoOpMaIUu.

VYnpapnenueckass GyHKIUS U €€ 3HAUCHUE B
opranuzanuu ynpasieHus. IlpaBoBas ¢yHKuMS.
OyHkiusa  ydera. DyHKIMS  JIOKYMEHTa  Kak
HUCTOPUYECKOTO HCTOYHHMKA. DYHKIUU TNOCTOSHHO
neicTByrolue U (QyHKIMU onepaTtuBHble BrusHue
byHKIMII ~ TOKyMEHTa Ha  €ro  CTPYKTYpY.
[TonudyHKIIMOHATBHOCTD TIOKYMEHTA.

2.3. CnocoObl TOKyMEHTUPOBAHUS

3ByKOBasg peub, €€ BO3MOXHOCTH H
HEJOCTaTKM B  3aKpeIUICHUHM W  Iepenaye
uHpopmanuu. IIpeamMeTHsli M 3HAKOBBIN CHOCOOBI
nepegaun  cooOmenuit.  IloHsTHE — «cmOCOO»
JOKyMeHTUpoBaHus.  McTtopuueckuil  xapaxrtep
JOKYMEHTOB M  JOKYMEHTHPOBaHHUS.  DTarbl
pa3BUTHS CIOCOOOB TIOKYMEHTUPOBAHUS.

HauepratenbHbiii cnoco® 3akpemyieHuss u
nepeaavn UHpOpMaIINH. TekcToBoe
TOoKyMeHTupoBaHue. [lukrorpaduueckoe MUcbMo H
ero ocobenHoctu. Jlororpadguueckoe MHUCHEMO
(upeorpaguyeckoe MHCbMO), €r0 JOCTOMHCTBA W
HepocTaTKu. [IpuMeHeHne NUKTOrpaduveckoro u




JororpaM4eckoro MUCbMa B HACTOSINEE BPEMSL.
CroroBoe nrceMo. Bo3nukHoBeHHE POHETHYECKOTO
(OyKBEHHOTO) ITUCHMA.

PasButne rpadukm  pycckoro - mmchMma.

Crenorpadusi. IIpumenenue TEKCTOBOI'O
JOKYMEHTUPOBAHUS.
TexHuueckoe JOKYMEHTHUPOBAaHUE.

OcHOBHbBIE TpyNIbl TEXHUYECKOW JOKYMEHTAIUH.
Bugsl  TexHmueckux — AokymeHToB.  OOmactu
MPUMEHEHUS TEXHUYECKOTO JTOKYMEHTHPOBAHUSI.

DOTOAOKYMEHTUPOBAHUE. 3HaueHne
¢dotorpaduu kak cnocoda ukcauuy UHPOPMAIIH.
[Ipumenenne GpoTOIOKYMEHTOB.

KunomokyMeHTHpOBaHHE. [Tonsarue
«KUHOJOKYMEHT). Bunst KMHOJIOKYMEHTOB.
Buneozanuce.

DOHOJOKYMEHTUPOBAHUE. Ero
0COOEHHOCTH, 00JIaCTH IPUMEHEHUSI.

JloxymeHnTHpOBaHue c MPUMEHEHUEM

WH(OPMAITMOHHO-IOTHYECKUX MAIIlHH.

CoBpemeHHbIe CITOCOOB! TOKYMEHTHPOBAHUS
C UCMOJIb30BaHNEM HOBBIX TE€XHOJIOTHA.

2.4 MatepualibHbIe HOCUTEH HH(POPMAITHH

Hocutenrm  umadpopmanmm.  [peBHeitmme
MaTepuaibl Ui mrucbMa Marepuanbl A1 MUchMa B
[lepenneit  Asum  (KJIMHOTHMCHBIE  TaOTWUYKH).
UzroroBnenue U TIpUMEHEHHE nanupyca.
Hcnonb3oBanue A MUCbMa MeprameHTa, OepecTsl
U Apyrux marepuanoB. M3oOperenwe Oymaru, ee
JOCTOMHCTBA, OOYCIOBHUBIINE  IOBCEMECTHOCTh
pactpocTtpaHeHnus. BopsHbie 3HakM ((UIUTPaHH).
CpenctBa u opyaus NUChbMa U HMX BIMSHHUE Ha
pa3Butue rpaduKy MUchma.

Martepuasl TUIS TEXHUYECKOTO
JOKYMEHTHUPOBAHHSI. Martepuansl TUst
(OTOKMHOAOKYMEHTUPOBAHHUSI. Buneorpammel.
Martepuassl TUTST (OHOAOKYMEHTUPOBAHHUSI.

Kommbrotepusle Hocutenu uHbopMmanuu. BrausHue
HOCHUTENs MHPOpPMAIMM Ha JOJTOBEYHOCTh U
CTOUMOCTb JIOKYMEHTA.

Paszoen 3 Ilpusnaku 0oKkymenma

3.1. OpuruHaabHOCTH JOKYMEHTA

[TonsiTe opurmHana, NpU3HAKA OpPUTHHAJIA.
YMHOXEHHbIEe OpUTHHAIbI. UepHOBUKH U OETIOBUKU
TEKCTOBBIX JOKYMEHTOB. ABTOrpadsl. Penakium.
OpuruHansl KUHO U (OTOI0OKyMEHTOB. OpHUrHHAaIbI
(OHOJJOKYMEHTOB. OpuruHanel  TEXHMYECKHX
JIOKYMEHTOB, OPUTHHAJ AIIEKTPOHHOTO TOKYMEHTA.

[lonsatne «nomnuueuk». IlonnuHHBIE U
IOJUIOKHBIE JIOKYMEHTHI. Buapl danscuduxanuu
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JOKYMEHTOB. danbcuduranus COJIepKaHUS.
HNurtepnionsanus danscuduranus cocrasa
yIOCTOBEpEHUs, OJIaHKa.

3.2. KonmifHOCTH JOKyMEHTa

[Tonarus «xonus». Mcropudyeckoe pa3BuTHE
konui. Buael xonuii, onpenensiemble ciocodoM ux
BocrpoussesieHus. Konuu, paznuuumeie o crnocody
ux ynocroBepenus. llopsaok odopmiieHus komuil.
IOpunnueckas cuna xormmid. Jlyomukar.

Pazoen 4 Cmpykmypa 0oKymenma

4.1. ®opmynsap TOKyMEHTa U €ro COCTaBHbIE
4acTH

ITonsitue  «pekBusut». IlocTosiHHBIE U
nepeMeHHble pekBU3UTHL. [loHsATHE «dopMmynspa
JTIOKYMEHTa. OcobGennocT dbopmymsipa
JIOKYMEHTOB, MOJIYYEHHBIX PA3IU4YHBIMU CIIOCOOaAMU
JOKYMEHTHPOBAaHHUS (TEKCTOBBIMH, MAITHHHBIMH,
KHHO-, doTo-, ¢doHO-, TEXHUYECKUMHU).
WNHauBUyaIbHBINA 51 THIIOBOM bopmysip
nokymeHnTta. @opmynsip — oOpasel, ero 3ajgaud B
yHUQHUKAUU TpeOOBaHUI K peKBU3UTAM JOKYMEHTa
U UX PacIoJIOKEHHIO.

4.2. Co3manue W pa3BUTHE TPAAUIMOHHOMN
(bOopMBI TOKyMEHTA

®Dopmymsip TekctoBoro gokymenta XVI -
XVII BB. BnusHue Tpagunuii W 3aKoHa Ha
ckiazpiBaHue Gopmynsapa gokymeHTa. Crenuduka
0003HaYeHHs] HAUMEHOBAHMS BHUAA JOKYMEHTA,
yKa3aHuWE aBTOpa M COCTaBUTENA JOKYMEHTA.
O6o3nauenue aapecata. OcoOEHHOCTH aTUPOBKU
JOKyMEeHTa. MecTto ©W  Xapakrep IOJNUCEH
JTOKYMEHTA, «CIpPaBbl» U «IPUIIUCH», aBTOpPCKas
noanuch. Buael neuareit. OTMETKM Ha IOKYMEHTAaX.
TpaauIIMOHHO CIOXUBIIASICS CTPYKTypa TEKCTa U
OCOOCHHOCTU M3JIOKEHUS COACpPNKAHUS PA3IUYHBIX
BUJIOB IOKYMEHTOB.

®opmymsp TekcroBoro gokymenta XVIII B.

3akoHOJAaTeNbHbIE U HOPMATHBHBIE aKThI O
COCTaBIIEHUU U O(POPMIICHUU JOKYMEHTOB. BiusiHue
UepapXuu «BIACTEH UM MECT» Ha pa3BUTHE BUIOB U
pasHoBHUIHOCTEH. OO03HaYeHNE aBTOpa U €r0 MECTO
B (hopMyIspe TOKyMEHTA.

Tekcr gokyMeHTa. Ponb 3akOHOAATENBHBIX
aktoB  XVIII  B. B  yHudukanum  Tekcra
ONPENENIEHHBIX BUJOB JOKYMEHTOB. IIncbMOBHUKH,
COOpPHUKHM OOpa3LOBBIX TEKCTOB. 3arojioBOK K
TEKCTY, ero Ha3HaueHue u mecto. Ckpena. [leuatn u
npaBWiia TOJb30BaHUA UMHU. OTMETKH, WX BH/JBI,
Ha3HauYeHUe U MecTo B (popMmyIsipe.

Dopmynsp TekcToBoro pokymenta XIX -
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Hayana XX BB.

PeFHaMeHTaHI/IH 3aKOHOJAaTCIbHBIMU aKTaMH
HOpsiZKa COCTABJICHUS U O(GOPMIICHUS TOKYMEHTOB
O6o3HaueHue BuUJa, aBTOpa JOKYMEHTOB, UX MECTO
B opmyisape. [losiBinenne O1aHka.

OcoOeHHOCTH aJpecoBaHUs JIOKYyMEHTOB U
opopmieHnne gatel. l3MeHeHme B TOpsIKE
ohopMIICHHS MOANNCH pa3InyHbIX BUJIOB
nokymeHToB. IIpocraBienne mnedarei. Xapakrep
OTMCTOK Ha JOKYMCHTax.

CrpyKkTypa TeKCcTa JOKyMEHTA.

O6uerocynapcTBeHHast YHUDUKAIHS
JOKYMEHTOB U CTPYKTYPEI TEKCTOB.
4.3. Dopmynsp YIIPaBJIEHYECKOTO

nokymeHTa XX-XXI BB.

Bomnpocel 10KyMEeHTUpPOBaHMsI, COCTABJICHUS
u opopMIIeHHS JOKYMEHTOB B 3aKOHOJATEIBHBIX U
HOPMATHBHBIX aKTaX. YHH(UKAIHUS JTOKYMEHTOB.
Bnyrpusunosas yHUDUKaLHSL. PasBurue
yHUGUKAIIMA W CTaHAApTHU3AIlMU  JIOKYMEHTOB.
['ocymapcTBeHHBIE CTaHIAPTHl HA  JIOKYMEHTHI.
Oco0eHHOCTH OpraHU3AIMOHHO-PACTIOPSTUTETHHBIX
JTIOKYMEHTOB. T'OCT P 7.0.97-2016
«Opranu3amoHHO-PaCOPSIIUTEITbHAS
JOKyMeHTalus. TpeboBanuss K  0(DOPMIICHHUIO
JTIOKYMEHTOB. PexBH3UTHI JIOKyMEHTOB,
nepeuncisieMmbie B «[IpaBunax neaonpousBocTBa B
denepanbHbIX OpraHax UCIOJHUTEIBHOW BJIACTH» U
“MeToaMYecKX PEKOMEHIAIUS 10 pa3paboTKe
WHCTPYKIIMH 1O JCIOTPOU3BOJICTBY B (eaepaTIbHbIX
OpraHax UCHOJHUTEIbHOMN BJIACTH .

bnank nmoxymenta. Buawl O6mankoB. CocraB
OJlaHKa, TOPSIOK PACIIOJIOKEHUSI PEKBU3UTOB B
Onanke. brnanku ¢ yriaoBeIM W IPOJOJIBHBIM
PacIoJIOKEHUEM PEKBU3HUTOB. [TpaBuna
KOHCTPYMPOBaHUS OaHKa. Bnanku c
nM300pakeHHEeM TOCyJapCTBEHHOro repba u repba
cyOBeKTa Qeneparum.

ABTOp nokymenta. llopsamok o6o3HaueHus
HAaMEHOBAHMUS OpraHu3alMu-aBTOpa JIOKYMEHTA.
CrpaBouHble JaHHBIE 00 aBTOpe, HX COCTaB,
pa3MenieHne Ha  OmaHke. ABTOPBI  JIMYHBIX
nokymeHToB. lloamuch, meyaTh Kak MPU3HAKU
aBTOpA.

Bun nmoxkymenrta, ero passutue. Buael
JIOKYMEHTOB, OIpEENsieMble 3aKOHOAATEIIbHBIMUA U
HOPMAaTUBHBIMU akTamMu. CBsA3b BUIOB JOKYMEHTOB
U QyHKOMA  ympaBneHus.  YKasaHue — BHUjAA
JOKYMEHTa, €r0 MECTO U Ha3Ha4yeHHe B opMyisipe
JOKYMEHTa. 3aBUCUMOCTh (DOPMBI IOKYMEHTA OT €ro
BHJIA.
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O6o3HaueHue ajpecara. [IpaBuna
HaIKMCaHUs ajipecaTa U MECTO yKa3aHHs ajpecara B
dopmynsipe  mokymeHta.  Otpaxenue  chepsl
JEUCTBUs JIOKyMeHTa B ero anpecare. llopsnmox
odopMIICHHS JOKYMEHTa c HECKOJbKUMU
anpecaramu. [lopsmox oGOpMIICHUS TOYTOBOTO
ajpeca.

Hata noxymeHTa. 3Ha4Y€HHME AATHPOBAHUS
JOKyMEHTa. ABTOpCKHE JaThl  (COCTaBJICHHUE,
MOJMUCAaHUE), AThl, OTHOCSIIUECS K COJEP>KaHMIO.
JaTel, XapakTepusywoliue 3jeMeHTa QGopMyIspa.
Jatsr 00paboTku JIOKyMEHTOB. [Topsimox
ohopMIIeHHS J1aT.

Cocras YIOCTOBEPEHUS JIOKYMEHTOB.
Ha3nauenne mnoanucanuss nokymeHToB. IIpaBuia
MOJMUCH  JOKYMEHTOB  Pa3JIMYHBIX  KaTETOPHil.
Mecro momnucu B QopMynsipe  JTOKYMEHTA.
DneKkTpoHHas moanuch. OTMeTKa 00 AIIEKTPOHHOU
MTOTTHCH.

ITewatn m ux HazHauenwe. Bunnl meyareil.
I'ocynapcTBeHHas repboBast reyarsb.
3aKOHOJATENBCTBO 00 W3TOTOBJICHUU u
MoJIb30BaHUM meuaTsMu. [lopsimok mpocTaBieHus
OTTHCKA [eYaTH Ha JOKYMEHTaX.

VYT1BepxaeHue JIOKYMEHTOB. Croco0sn1
yrBepxkaeHus. CocrtaB rpuda  yTBepKIeHUS,
nopsifok ero odopmieHusi, Mecto B (opmyssipe
JIOKYMEHTA.

CornacoBanue gokymenta. [lopsanok u BuabI
cornacoBanusa. Busbl u rpud cormacoBaHus, HX
odopmieHue, MecTo B GopMyIsipe TOKyMEHTa.

OtrMmeTkn Ha JAokyMmeHTax. Mx ponap B
MPOXOXKACHUU U HCIOJIHEHUU JOKYMEHTa, MECTO B
dopmynsipe  gokymeHta. OcobOoe  Ha3HaueHUE
PE30ITIOINH (yxazaHus o WCIIOJTHEHUIO
nokyMeHTa). TpeboBaHMe K COAEpKAHHUIO U
opopmiennto. OTMETKH O B3ATHM JOKYMEHTa Ha
KOHTPOJIb, UCIIOJTHEHUH JIOKYMEHTA U Jp.

4.4. TekcT TOKyMeHTa

[lonsatue «TEKCT  JOKYMEHTa» npu
pa3IMYHBIX criocobax JOKYMEHTUPOBAHUSI.
Cuenapuii moarotoBku AokyMeHTa. CojaepxaHue
MPOCTBHIX U CJIOKHBIX JOKYMEHTOB.

[lopsaok WH3M0XKEHUs TEKCTa JOKYMEHTA.
TpeOoBanusi 4E€TKOCTH W SICHOCTH  TEKCTa
JokymeHTa. Jlormueckas — CTpyKTypa  TEKCTa.
B3aumocBsa3b conmepkanus U (PopMbl JOKYMEHTA.
dopmanuzanus TeKCTa JOKYMEHTA.

OneMeHThl TekcTa. [loHsATHE «3aroJoBOK»
(HauMEeHOBaHUE JOKYMEHTA). Ha3nauenue
3aroJioBKa, €ro Mecto B GopMmyisipe JOKyMEHTa
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[TpunoxeHust K TEKCTY ¥ MOPAJOK UX 0(OPMIICHHSL.
4.5. Yaudukanms TeKcTa JOKyMEeHTa
YHudukanus JOKyMEHTa Kak OJHO U3

HallpaBJICHUN ero COBEPILICHCTBOBAHMUS.

[Ipennoceutku yaudukanuu. Meton yHuDUKaIAA.
YHupHUKAIUS CTPYKTYPHI TEKCTa. DIEMEHTHI

dopmanuzanuu.  DopManM30BaHHBIA  XapakTep

TEKCTOB YYETHOM JOKyMEHTAUMU. YHUPUKALUL

SI3BIKOBBIX cpencTB. DopMbl YyHH(PHUKALIMN: TUTIOBOM,

TpadapeTHBIM TEKCTHI, TaOJUIA, aHKETa, rpaduKu,

JarpamMMmBl.

Pazoen 5 Cucmemol

0OKymenmauyuu

5.1. CxiazpiBaHl€ CUCTEM JIOKYMEHTAIIUU

ITousitue «cucreMa JTOKYMEHTAITHI.
[Ipu3naku cucreMbl JOKyMeHTaruu. (OCHOBaHHS
KJIaCCU(DUKAIIMY CUCTEM JIOKYMEHTAIUH.

Hcropuueckas 00YCIIOBJIICHHOCTD
(GopMHUPOBaHUS CUCTEM JOKyMeHTaruu. CHCTeMBI
JOKYMEHTAIIUA  YUPESKJICHUH TOPEBOJIIOITHOHHOU
Poccun.

Pa3BuTHe  cucTeM  JOKyMEHTallMM  Ha
coBpeMeHHOM OJTarne. KadecTBeHHbIE W3MEHEHHS
COCTaBa M COJICpKaHUsI CUCTEM JOKYMCHTAITHH.

['ocynapcTBeHHast cucTteMa JTOKYMEHTAIIUH.
OyHKITMOHATBHBIC CHCTEMBI JTOKYMEHTAINH,
BEJIOMCTBEHHBIC CHCTEMBI HJIH OTPACIICBBIC CHCTEMBI
JOKYMEHTAIIUU U UX B3aHMOCBS3b.

5.2. YHudumpoBaHHbie CUCTEMBI
JOKYMEHTAITU!

[Tonatne  «yHUpUIIUpPOBAHHAS  CHCTEMa
JOKyMeHTarum». Pa3paboTka yHUPHITMPOBAHHBIX
CHUCTEM JOKYMEHTAIIMH - HOBBIM dTall B YHU(UKAITMH
W CTaHJApTH3allMd JOKYMEHTOB. XapaKTePHUCTHKA

YHI/I(l)I/II_II/IpOBaHHBIX CHUCTEM JOKYMCHTaIlUH.
FOCY,I[apCTBeHHBIG CTaHaapThl Ha
YHI/I(I)I/II_II/IpOBaHHLIe CHUCTCMBI. OnpIT

MEKIYHApOIHOM CTaHAapPTU3AIMH JTIOKYMEHTOB.

[IpoexkTupoBanne yHH(DUIIMPOBAHHBIX (HOPM
JOKYMEHTOB. Merton co/iepKaTeIbHON u
dbopManbHON yHUDUKAITIH.

Perucrpauus  yHupHUUUpPOBaHHBIX  (QopMm
nokymeHToB. Ilopsiiok BBeleHHUs B JeHCTBHE
YHUDUIUPOBAHHBIX (HOPM JTOKYMEHTOB. AJILOOMBI
¢dbopM yHHPULIIHPOBAHHBIX TOKYMEHTOB.

Pernamenranus cocraBa BUJIOB U
Pa3sHOBUJHOCTEH  JOKYMEHTOB  OIPENEIEHHOI'O
KOMIUIEKCa MO 3aj1adaM yrpasieHus. Tabens (opm
JIOKYMEHTOB.

Pazoen 6  Opeanuzayuonno-

pacnopaoumeinvHble
UHGOPMAYUOHHO-CNPABOYHbIE

u

YHuuuupoBanHas cucrema
OpraHU3alMOHHO-PACIOPSIUTEIBHON
JnokymeHTanuu. OcoOOEHHOCTH CUCTEMBI, €€ COCTaB.
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OOKyMeHm bl

OpI‘ AHU3aIIMOHHBIC JAOKYMCHTBI.
[lonoxxenust, ycraBbl, PEIJIAMEHTHI, WHCTPYKLUU,
npaBwia u Ap. TpeOoBaHUS K WX COCTABICHUIO U
0(OPMIICHHIO.

PaCHOpﬂI[I/ITeJII)HI)IG JOKYMCHTHEI.
[TocranoBneHus, pelieHus, IIPUKAa3BbI,
pactiopsbkeHus, ykazanus u ap. llopamox wux
COCTaBJICHUS ¥ OPOPMIICHHS.

HNudpopmanioHHO-CTIpaBOYHBIE  JTOKYMEHTHI:
AKThl, CIIPpaBKH, MJOKJIAAHBIC H 00BsACHUTEIbHEIE
3aIlIMCKHU, MHUCbMaA, TCIICTPAMMBI, Teﬂe(i)OHOFpaMMBI.
Hx cocraBnenue u opopmieHue.

Ocob6enHoct  0GOpPMIICHUS JESTEIHHOCTH
KOJIJIETHAIGHBIX OPTaHOB.

Pazoen 1 Coeepuiencmeosanue
O0OKYMEHM Ay UOHHBIX RPOUECCO8

7.1. PernmamenTtanms MPOLECCOB
JIOKyMEHTOOOpa30BaHUs

Heo0xommMOoCTh peryaupoBaHus Iporiecca
JOKyMEHTOOOpa3oBaHus. BBIICHEHUE U yCTpaHCHHE
NPUYMH HEOINPABIAHHOTO BO3PACTAaHUS BHIOBOTO
pasHoOOpa3uss W KOJUYECTBA  JIOKYMCHTOB.
YcTaHoBiieHHe 000CHOBAHHBIX KPUTEPUEB CO3IAHUS
JOKYMEHTOB. ®DakTophl, OTIpeaeNAoIIre
HEOOXOJAMMBIN KOMILJIEKC JOKYMEHTOB. THIH3AIMs
dbopM  TOKYMEHTOB. Pa3paboTtka  HaydHBIX
KOHIICTIIMA MeXOoTpaciaeBol yHupukauuun Gopm
yhpaBieHUYeCKUX A0KyMeHTOB. Co3maHue OaHKOB
JAHHBIX.

[IpaBoBOE peryinupoBaHue nporiecca
JTOKYMEHTOOOpa30BaHMs. dopmbl MIPaBOBOTO
pEeryJIupOBaHUsL.

7.2. Hcnonb30BaHNME HOBBIX TEXHOJIOTHUHM B
JTIOKYMEHTHUPOBAHUH

BnusHue  BHeApeHUS — BBIYMCIUTEIBHOMN
TEXHUKH Ha 00pa3oBaHUE TOKYMEHTOB. JJOKyMEHT B
anektpoHHoit  ¢opme. Ilpobrmema  mpaBoBOTO
peKHMMa JTOKYMEHTa, CO3JaHHOTO B DJIEKTPOHHOMN
dopme. OcoOEHHOCTH COTJIACOBAHUS U MOIMHCAHUS
ANEKTPOHHBIX IOKYMEHTOB.

OcobOennoctu co3maHusi u  OGOPMIICHHS
JOKYMEHTOB Ha KOMIIbIOTEpE: HCIOJIb30BaHUE 0a3

JaHHBIX,  cO3d4aHMe  [AOJIOHOB,  TEKCTOBHIC
PEIaKTOpBI, CIOBApH, MpPOBEpKAa TI'PAMOTHOCTH H
opdorpadun. CoBpemeHHOE MPOrpaMMHOE
obecnieueHue.
Pa3ButHe cuctemsl mepenaun uHGOpManuu
Bo3smoxkHocTH  6€310KyMEHTHOTO oOMmeHa
uH(pOpMaIKel B yIIpaBICHUU.
Pazoen 8. Hayuno-ucmopuueckas [TonsaTus: «ILIEHHOCTH JOKYMEHTa,
U npaKkmuyeckas  YeHHOCHMb | «IKCIepTH3a LEHHOCTHY. Bo3nukHOBeHHE

00Kymenma

OKCIICPTU3HI. BBIpa6OTKa NPUHIUIIOB U KPUTCPUCB
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OILICHKH LICHHOCTH JIOKYMEHTOB.

Buemnss u BHYTpPEHHSA KpUTHKA
JOKYMEHTOB. AHaJlU3 aBTOPCTBA, BPEMEHU, MECTa
BO3HUKHOBEHUHU JIOKYMEHTa. AHaJU3 COJep:KaHus

JIOKYMEHTA. JloCcTOBEpPHOCTH 51 LIEHHOCTh
JIOKYMEHTA.

JIOKyMeHTBI c MOBTOPSAIOLIEHCS
uH(popmManuen. Bunst IIOBTOPSIEMOCTH:
nyOJIEeTHOCTh, MOTJIOUIEHHOCTh, CYMMMPOBAHHUE,
BapUaHTHOCTD, pedepupoBaHue. Oo6mme

3aKOHOMEPHOCTH, OMPEACIIAIONINE BO3ZHUKHOBEHUE
JOKYMEHTOB C MOBTOpsAOIIENcs HHPopMaueil.
3HAYMMOCTh SIBJICHWUU, COOBITHH, (PAKTOB B
MIEPBUYHBIX " BTOPHYHBIX JIOKYMEHTAaX,
COOTBETCTBUE COJIEpKAIIeHCs] B HUX HHPOPMAIH
OCHOBHBIM HJIM  BCIIOMOTATSJIBHBIM  (DYHKITHSIM
YApEeXKACHHUS. IOpunnyeckas cuia ITUX
JIOKYMEHTOB. Xapakrtep MTOBTOPSIEMOCTH,
MEePUOIMYHOCTH 0Opa30BaHMS IOKYMEHTOB.
Bri0opouHas orieHKa TOKyMEHTOB.
CrnenuanpHble KPUTEPUU OIEHKH HAyIHO-
texHuueckoit mokymentaruu (HT/[). Wzydenuwe
BHYTPEHHET0 COCTaBa JOKyMEHTa IO MpoliemMam
(temam) u MozaemsiM (KOHCTPYKIUSM) 3HA4YCHHE
HAay4YHO-TEXHHUYECKOW HCH. 3HAYUMOCTh OOBEKTa
JUI. SKOHOMHUKHU. YHHKAJIbHOCTh COOPYKEHUS HWIIU
KOHCTPYKIIUH.
Kputepun LEHHOCTHU
KHHOPOTO()OHOJOKYMEHTOB. OCOOCHHOCTH OILICHKH
MalIMHOYUTAEMbIX JJOKYMEHTOB.

Pazoen 9. Komnnexcot

00KyMeHm 08

[Tonsitue «KOMILIIEKCa JTOKYMEHTOBY.
[TepBUUYHbIE KOMILIEKCHl TEKCTOBBIX AOKYMEHTOB U
UX  BUJBL KoMmruiekcpl  TeXHHMYECKHMX |
KUHO(OTOJJOKYMEHTOB.

CrnosxHble KOMILIEKCHI. [onsTus
«IOKYMEHTAJbHBII» U  «apXUBHBIN»  (HOHIBIL.
Komrnekcsr JIOKYMEHTOB YUpEKICHUM,
OpraHu3aluii M CTPYKTYpPHBIX MOJpa3AeicHUi.
JInanbie (hOoHIIBI. [Tonsitue «KOJUTCKIIHS

JAOKYMCHTOB. Ilonsrue «aAPXUB».

4. O0pa3oBaTesibHbIEC TEXHOJIOTHH

Oo0pa3oBaTte/ibHbIE TEXHOJIOTHHI

No/Ne | HaumeHoBaHue pasziena Bunaer yueOHbIX | O6pa3oBaTeIbHBIE TEXHOIOTUN
3aHATUHA
1 [Ipenmer, conepkanue, | Jlexyus 1-2. Beoounas nexyus

3alavu Kypca
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Camocmosmenvras
paboma Iloozomoska k nexyuu
Wcrounuku u nureparypa | Jlexkyus 3-4 Jlexyus-eusyanuzayus c
0 Kypcy npuUMeHeHuem C1ato-npoekmopa
Camocmosmenvuas | [loocomoexa k nekyuu:
paboma — MOHUMOPUHZ 3AKOHOOAMENbHbIX U
HOPMAMUEHO-MemoOUUecKUx
UCTMOYHUKO8 NO OOKYMEHMOBEOEHUIO
C UCNONb308AHUEM NPABOBLIX 0A3
OAHHBIX,
usyueHue 00KYMeHmM08ed4ecKoll
Y4UeOHOU U HayYHOU TUmepamypbl
HokymenT, ero GyHKuH, | Jlekyus 5-6 Jlexyus-eusyanuzayus c
MOHATHS  JIOKYMEHT H npuUMeHeHueM Clanuo-npoeKmopa
uHpopmanus
Jlabopamoproe Juckyccus
3ausamue [
Camocmosmenvuas | [loocomoska k  nabopamopuomy
paboma 3AHAMUIO
CnocoOb1 Jlexyus 7-8 IIpobremnas nexyus
JOKYMEHTUPOBAHUS u
MaTepuaigbHble HOcutenu | JlabopamopHoe Huckyccusa

nHpopManun

3auamue - 2

Camocmosmenvuas | [loocomosxa k  nabopamopuomy

paboma 3AHAMUIO
[Ipuznaku nokyMeHTa: | Jlexyus 9 Ananumuyeckas nexyus
OPUTHHAJIBHOCTb,
MOJTUHHOCTb, Camocmosmenvuas | [loocomoexa K nexyuu
KOMUWHOCTD paboma -
Qopmynsp aokymeHta u | Jlexyus 10-14 Jexyus ¢ pazbopom KOHKpemHulX
€ro  COCTaBHbIE YaCTH. cumyayuti
Hcropus pasButus | Jlabopamophoe
dbopmMyIsipa T0KyMEHTa: sanamue — 3-6 Monumopune Odoxymenmos 17-20
16-17 Beka, 6eK06
18 Bexk, CamocmosmenvHas
19 Bek, paboma - Iloozomoexka «  1a6OpamopHoMy
20 Bek 3AHAMUIO

Iloozomoexa k 3auemy

dopmynsip coBpeMeHHoOro | Jlexyus 15 Jlexyus-eusyanuzayus c
yIPaBIEHUYECKOTO npuUMeHeHueM Clalo-npoeKmopa
JTOKYMEHTA! MpaBUIIa
odopmiIeHUs PEeKBU3UTOB | Jlabopamophoe Monumopune 3aKoHoOamenvbHbiX U

sanamue — -8

HOPMAMUBHO-MEeMOOUYECKUX AKMO8
no OOKYMEHMOBeOeHUIO c
UCNONb308AHUEM — NPABOBbIX  0a3
OQHHbIX,
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Ompabomxka NPAKMu4ecKux
Camocmosmenvhas | Ha8bIKO8 0QOPMIAEHUSA PEKBUSUMN OB
paboma -
Iloocomosxka k  1abopamopHomy
3aHAMUIO
8 TpeboBanmst k  Tekcry | Jlexyus 16 -17 Jlexyus-eusyanuzayus c
JIOKYMEHTA; npuUMeHeHueM ciaud-npoexmopa
Yuaudukanus tekcra | CamocmosmenvHas
JOKYMEHTa paboma - Iloozomoska x nexyuu
9 Cucremsr noxymenranuu; | Jlexyus 18-19 Jexyus-susyanuzayus c
CKJIa/IbIBAaHUE CHCTEM, npuUMeHeHueM ciaud-npoexmopa
YHU(PHUIIUPOBAHHBIE
CUCTEMBI JOKYMEHTAIINH Camocmosmenvhas | [loocomoska k nrexyuu
paboma
10 Opranu3anuoHHEIE, Jlexyus 20-23 Jlexyus-eusyanuzayus c
paciopsIUTEIIbHBIC " npuUMeHeHueM claud-npoexmopa
nH(pOpPMaLMOHHO- Jlabopamopnoe
CIpaBOYHBIC JOKYMEHTHl | 3ausmue 9 - 15 Hcnonvzosanue ketic-memooa
Camocmosimenvnas | [loocomoska «  aabopamopHomy
paboma 3AHAMUIO
11 CosepmienctBoBanue | Jlexyus 24
JTOKYMEHTAIIMOHHBIX IIpobnemnas nexyus
MIPOIIECCOB,
WCTIOJIb30BaHUE HOBBIX
WH(POPMAIIMOHHBIX Camocmosimenvhas | [loocomoska k nexyuu
TEXHOJIOTUH B | paboma
JOKYMEHTUPOBaHUH
12 Kommuiekcel  noxkymeHTOB; | Jlekyus 25 Ilpobremnas nexyus
Hay4Ho-ucropuveckass u
MpaKkTU4YeCKass IIEHHOCTb | Jlabopamopnoe e | [locewenue  apxusa,  u3yuyeHue
JOKYMEHTa 3ansimue 16 CILOJICHBIX KOMNJIEKCO8 HA NPAKMUKE

Camocmosmenvras
paboma

[loozomosxka «
3AHAMUIO
Tloozomoeka k sK3ameHy

nabopamopuomy

5. OneHka IaHUPYeMbIX Pe3yJIbTATOB 00y4eHH s

5.1. CucreMa oleHUBaHUSA

Dopma xoumpons

Marxc. konuuecmeo baninos

3a oony Bcezo
pabomy
Texywuti KOHMpPOL.:
- onpoc 5 6annos 15 6annos
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-0auY -KOHMpOAbHAS paboma (memol 15 6annos 45 bannos
2)
- KoHmponvHas paboma (memwl 4) 15 6annos
- OaUY-KOHMPOIbHAsL paboma (mema
6) 15 6annos
- UMo208as KOHMpPOIbHAs paboma
(memwl 1-6)
Ilpomesxcymounas ammecmayus 40 b6annos
(3auem) (memot 1-6)
Umoeo 3a cemecmp 100 6annos
5 6annos 10 6annos
- onpoc
- Tecmuposanue (mema 7) 20 6annos 50 6annos
- KoHmpoavbHas paboma (mema 9) 10 b6annos
-UMo208asl KOHMPOIbHAsL paboma
(memot 7-12) 20 bannos
Ilpomeosxcymounaa ammecmayus 40 6annos 40 6annos
(ok3amen) (memol 1-12)
HUmoeo 3a cemecmp (Oucyuniumy) 100 6annos

[TosrydeHHBI COBOKYITHBIH pe3yIbTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO IITKATY OIICHOK U B
IKaly oreHok EBpormelickoli cucTeMbl iepeHoca U HakorieHus kpenutoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUY ¢ TaOIHUIIECH:

100-6annpHas R p— Ixana
IIKaja ECTS
95 -100 A
8304 OTJIMYHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D

50 55 YIIOBJIETBOPUTEIHLHO E

20 - 49 FX
0_19 HEYJIOBIETBOPUTEIHHO HE 3aYTEHO =
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5.2.KpnTeplm BbBICTABJICHUA OLCHKHU IO JTUCHHUIIJIHHE

Bananl/
Ml kana
ECTS

OueHka nmo
MUCHUILIMHE

Kpurtepuu onenku pe3yjibTaToB 00y4eHHs 110
AUCHUILINHE

100-83/
AB

«OTIIMYHOY/
«3a4TEHO
(oTm4HO)»/
«3a4TEHO»

BricraBisiercst oOyuaromemycs, eciiu OH IITyOOKO 1
IIPOYHO YCBOMJI TEOPETUYECKUN U MPAKTUYECKUI
MaTepuai, MOXKET IPOJEMOHCTPUPOBATh 3TO HA 3aHATUSIX
U B XOJI€ POMEKYTOUHOMN aTTECTaLlUU.

OO0yuaromuiicsi HICYEPIBIBAOIIE U JIOTUYECKUA CTPOMHO
u3Jaraer yd4eOHbIN MaTepua, yMeeT yBSI3bIBaTh TEOPHIO C
IIPAKTUKOM, CIIpaBIIsIeTCs C peLIeHUEeM 3ajad
npodeccuoHanbHOM HAaNPaBIEHHOCTH BBICOKOTO YPOBHS
CJIOHOCTH, MPAaBUIHLHO 000CHOBBIBAET IPUHATHIE
perieHus.

CB0OOTHO OpHEHTHpPYETCS B y4eOHOH U
npogeccruoHalIbHOM JITEpaType.

Or1ieHKa MO TUCIUTUTHHE BBICTABJISIOTCS 00yJaromeMycs ¢
Y4ETOM PE3YJIBTATOB TEKYIIEH U MTPOMEKYTOUHON
aTTeCTallM.

Komrnierenuuu, 3aKpeni€éHHble 3a TUCIUIITNHOM,
c(hopMupOBaHBI HA YPOBHE — «BBICOKHII.

82-68/

«XOpouIoy/
«3aYTCHO
(xoporo)»/
«3aYTCHOY

BricTaBisiercst 00y4arommemycsi, €Cii OH 3HaeT
TEOPETUYECKUN U MPAKTUYECKUN MaTepuai, TpaMOTHO U 0
CYILECTBY M3JIaraeT €ro Ha 3aHATUAX U B X0OJI€
IIPOMEXKYTOUHOM aTTECTAllMH, HE JOIYCKasl CYIIECTBEHHBIX
HETOYHOCTEM.

OOyyaromuiics MpaBUIbLHO TPUMEHSIET TEOPETUUECKHE
MOJIOKEHUS [IPU PELICHUH MTPAKTUYECKUX 3a]1a4
npodeccnoHanbHOM HalIPaBICHHOCTH PA3HOTO YPOBHS
CJIOHOCTH, BJIaJIC€T HEOOXOIMMBIMHU ISl 3TOTO HaBBIKAMHU
Y IPUEMAaMHU.

JlocTaTouHO XOPOIIO OPHEHTUPYETCS B y4eOHOH U
npodeccuoHanbHO TUTEpaType.

OneHka mo TUCIUILIMHE BBICTABIIAIOTCA 00ydaromemMycs ¢
Y4€TOM pE3yJIbTATOB TEKYILIEH U MPOMEKYTOUHOM
aTTeCTalUu.

Komnerennuu, 3akpeniaéHtple 3a AUCHUIUIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIHIL».

67-50/
D,E

«YIOBIETBOPU-
TEILHO»/
«3a4TEHO
(ynoBnerBopu-
TEJIBLHO)»/
«3a4YTCHO»

BeicraBiisieTcs o0ydatromiemMycsi, €Clii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETHUECKUN U IIPAKTHYECKUI MaTepHall,
JOMYyCKaeT OTAeIbHbIE OUIMOKH IIPU €T0 U3JI0KEHUU Ha
3aHATHAX U B XOJI€ IPOMEXYTOUHOM aTTeCTalUH.
OOyuarouiicsi HCIIBITBIBAET ONPECIEHHBIE 3aTPYAHEHUS
B IIPUMEHEHHUH TEOPETUUECKUX IOJI0KEHUH IIPU PELIEHUH
HNPaKTHUUYECKUX 3a71ay NPO(HECCUOHAIBHON HAIPABIEHHOCTH
CTaHJAapPTHOI'O YPOBHS CJIOKHOCTH, BJIAZIEET
HEOOXOAMMBIMH JUIsl 3TOTO 0a30BBIMH HaBbIKAMU U
IpPUEMAMH.
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Bananl/

Mlkana
ECTS

Ouenka nmo
MUCHUILINHE

Kpurtepuu onenku pe3yjibTaToB 00y4eHHs 110
AUCUMIITIHHE

JleMoHCTpHUpYET T0CTaTOYHBIA YPOBEHb 3HAHUS YUeOHOU
JUTEPATYPBI 110 JUCLUILIIMHE.

OneHka no JUCLUILUIMHE BBICTABIIAIOTCA 00ydaroemycs ¢
Y4ETOM pE3yJITATOB TEKYILIEH U TPOMEKYTOUHON
aTTeCTalUN.

Komnerennuu, 3akperiéHnele 3a AUCHUIUIMHOM,
c(hopMUpOBaHbI HA YPOBHE — «IOCTATOYHBIN».

49-0/
F,FX

((HGYJIO BJ'ICTBOpI/ITC
JIBHO»/
HE 3a4TEHO

BricTaBnsiercst 00ydaromemMycsi, €Cii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETHUUECKUN U IPAKTUUECKUN
MaTepual, I0MycKaeT rpyobie OMMOKH IIPHU €ro
U3JIO’KEHUU Ha 3aHATHUSIX U B X0/1€ TPOMEKYTOUHOM
aTTeCTallUU.

OOyyaromuiics UCIIBITHIBAET CEPbE3HBIE 3aTPYAHEHUS B
MPUMEHEHUH TEOPETUUYECKUX MOJIOKEHUMN TIPU PELICHUH
MPaKTUYECKHX 3aad MpodeccrnoHaIbHOM HAalPaBIEHHOCTH
CTaH/IaPTHOTO YPOBHS CII0)KHOCTH, HE BJaJIeeT
HEO0OXOIMMBIMHU JIJISl 3TOTO HaBBIKAMH U TPUEMAMHU.
JlemoHcTpHpyeT (hparMeHTapHbIe 3HaHUS y4eOHOI
JUTEPATYypPBI 11O TUCLHUIUIAHE.

OneHka 1o TUCUMIIIIMHE BBICTaBIISIIOTCSA 00y4aromemMycs ¢
Y4ETOM PE3YIBTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTECTALlUN.

KoMmnereHnyy Ha ypoBHE «I0CTaTOYHBIN», 3aKPEIUIEHHBIC
3a AUCUUIUIMHOMN, HE COPMHUPOBAHBIL.

5.3. OneHovHble cpeacTBa (MaTepuAaJIbl) I TEKYILIEro KOHTPOJISI YCIIeBaeMOCTH,
NMPOMEKYTOYHOM aTTeCTANMU 00YYAOIMXCS 10 IUCHUILIHHE (M00YI110)

IlepeyeHb BONIPOCOB K KOHTPOJIbHOI padoTe 1mo Teme 2.

1. Uewm 3aHuMaeTcs HayuHasi AUCLUILTAHA JOKYMEHTOBeIeHEe?

2. C KakuMU HayYHBIMU JUCUUIUIMHAMHU CBSI3aHO IOKYMEHTOBEACHHE?

3. HazoBute 3akoHOaTENbHBIC aKThI, PETYIHPYIOIINE BOMPOCH! TOKYMEHTUPOBAHHSI.

4. Tlepeuncnute HOPMATUBHBIE MPABOBBIEC AKTHI, PETYIUPYIOLINE BOIPOCHI
JOKYMEHTHUPOBAHUS.

5. JlaiiTe XapaKTepUCTUKY HOPMAaTUBHO-METOAMYECKUM JOKYMEHTaM 110
JEJIIONPOU3BO/ICTBY.

6. HazoBuTe y4eHbIX, HCCIENYIOMINX BOMPOCH JOKYMEHTOBEICHUS.

Ilepeyens BOPOCOB K KOHTPOJIbHOM padore no teme 4.

npeumMymeCTBa U HEAOCTATKU.

. Kakwue BBI 3HaeTe CrocoObl ,[[OKyMCHTPIpOBaHI/I}I?
. Hepqu/IanTe 9Tallbl Pa3BUTUA TCKCTOBOTO JOKYMCHTUPOBAHUA, CPABHUTEC UX MCKIY

. Pacckaxkute 00 0COOCHHOCTSIX TEXHHYECKOIO JOKYMCHTUPOBAHUA.
. B yem 3akimouarorcss 0COOCHHOCTH KHWHO, (bOTO )51 (I)OHOI[OKYMCHTHPOB&HI/IH?
. CpaBHI/ITC M3BECTHBIC BaM CIIOCOOBI AOKYMCHTUPOBAHUA MCKIY COGOﬁ, Ha30BUTEC UX




21

6. JlaiiTe XapakTepUCTHKY MaTepHaIbHBIM HOCUTENSAM HH(DOPMAIMH U CPAaBHUTE UX
MEXIy COOOiA.

IIpumepb! 0JMI-KOHTPOJILHBIX PadoT 1O TeMe 6
Kakue o0pamenusi 0b1JIM NPUHATHI B KOHKPETHbIN HCTOPpUYecKHii mepuoa?
(IpoBECTH CTPEIIKH)

XIX Bek TOBapHILY

CoBerckuii nepruoa HBany lBanoBu4y

90-e roasr XX Beka MunocTiBOMY rocyaapro
CoBpeMEeHHOCTh TOCIOIMHY

KaknMu uToropsiMu (ppazamMm 3aKaH4YUBAJIOCH CJIYKeOHOE MMCbMO B KOHKPETHBIN
HCTOPUYECKUH nepuoa’?
(TIpoBECTH CTPEJIKH)

XVI, XVII Beka C TIIyOOYaHIITUM TTOYTCHHEM

XIX Bex C YBOKECHHEM

CoBerckuii mepuoj C KOMMYHHCTUYECKUM MMPUBETOM
CoOBpEMEHHOCTh [lapb rocynapb, CMUITYICS, TTOKATYI

IlepeyeHb BOIPOCOB K UTOr0BOIi KOHTPOJbHOM padoTe Ne 1

1. JIoKyMEHT ¥ €ro MeCTO B CUCTEME YIIPABIICHUSI.

2. 3aKoHOJaTeNbHBIC IPABOBBIC AKTHI, PETIAMEHTUPYIOLINE CO3JaHne U 0(hOpMIICHHE
JTOKYMEHTOB.

3. HopmaTuBHO-MeTOqMUECKHE aKThI, ONPEACISIONINE TOPSI0K CO3IaHUS U 0POPMIICHUS
JOKYMEHTOB.

4. JlokyMeHTOBeJIeHUE KaK HaydHast JUCLUUILIMHA U €€ CBS3b C IPYrUMU HAYYHBIMH
JHCHUTITHHAMH.

5. Ilonstne «uHpOpPMALUS» U €T0 Pa3BHUTHE.

6. IloHsTHE «TOKYMEHT» H €ro pa3BHUTHE.

7. CBs3b HH(pOPMAIMU U TOKYMEHTA.

8. OOmue u yacTHble (PyHKIIMU JOKYMEHTA.

9. CnocoObl TOKYMEHTUPOBAHUS U UX PA3BUTHE.

10.  TekcroBoe TOKyMEHTHPOBAHHE U 3TAlbl €TO Pa3BUTHU.

11.  TIuxrorpammsl. [IpuMeHeHne MUKTOrpahuuecKoro NMCbMa Cero/IHsl.

12. Jlororpammsl. Mcnonb30BaHue JOrorpamMm CEroaHs.

13. TexHuyeckoe TOKyMEHTHpPOBaHHE. BUIbI KOMIUIEKCOB TEXHUYECKOH 10~
KYMEHTAI1H.

14.  ®otomoxkymenTupoBanue. IlosiBiaenue, pa3Butie, IpUMEHEHHUE.

15.  KunonokymentupoBanue. [losBnenue, pazsutue. Bugeoszanucs.

16.  ®onogokymentupoBanue. llosBiaeHue, pa3BuTHe, IpUMEHEHUE.

17. Matepuan ans nokyMeHTHpoBaHus. Ero passurtue.
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18. [Topnmuunuky 1 konuu. Bunasl konui. 1lopsanok ynocToBEpeHHA KOIMA.
19.  ®opwmynsp noxkymenrta. TunoBoi hopmyrisip, popmymnsip-oOpaserr.

20.  PasBurtue popmymnsapa nokymenta B XVI-XVII BB.

21.  @opmymnsip nokymenta XVIII B.

22.  @opmymsip TekcToBOro gokymeHta XI|X- nagama XX BB.

OOpa3ubl TecToB 110 Teme 7

Bormpoc 1

Bu3za opunmanbHOTO TOKYMEHTa 3TO:

A) pEeKBU3UT IOKYMEHTA, BEIPAXKAIOLINI COTIIACHE MITH HECOTIIACHS TOJDKHOCTHOTO JIMIIA
C coziepKaHueM JOKyMEHTa

B) HaAMMMCb HA JOKYMCHTE, CACIaHHaA JOJKHOCTHBIM JIMIIOM U COACPpIKallasd NPpUHATOC
UM peIICHNE

B) moxnucanue 10KyMeHTa €ro COCTaBUTEIEM

Bomnpoc 2

Busbl npocrasnsroTes:

A) paGOTHHUKOM, TIeYaTaBIINM JIOKYMEHT
b) paGoTHrKamu cBoel opraHu3auu

B) paGoTHukamu 1pyrux opraHu3anuit

Bomnpoc 3

B kaxue pekBU3UTHI JOKYMEHTA J1aTa BXOJUT KaK COCTaBHAs 4acTh?
a) Tpu( yTBEpKICHUS B) TIOJINTHCH

0) BU3a COTJIACOBAHUSI T') pE30JIIOIIHS

Bomnpoc 4

OO01uit 6;1aHK JOKYMEHTa BKJIIOYAET B ce0sl CIIETYIONINE PEKBUZHUTHI:

A) uzobpaxenue repda, SMOJIeMbI, MECTO JUTsl pa3MelIeHHs Ha3BaHUS BUAA TOKYMEHTA,
MECTO ISl 1aThl U HOMepa IOKyMEHTa, MECTO COCTaBIICHUS

b) nzob6paxenue repba, sM01eMbl, HAUMEHOBAaHUE OPraHU3AlUU aBTOPA, MECTO JIJIs
pa3MenieHs Ha3BaHUs BUA TOKyMEHTa, MECTO JJIs 1aThl U HOMepa JOKyMEHTa, MECTO
COCTaBJICHUS

B) uzob6paxenue repda, s3MOIeMbl, HAUMEHOBAHHE OPraHU3alliu aBTOPA, MECTO IS
pa3MenieHus Ha3BaHUs BUAA JOKYMEHTA, CIIPABOYHbIE IJaHHBIE 00 OpraHu3allii, MECTO JJIS ATkl
1 HOMepa JOKYMEHTa, MECTO COCTaBIICHUS

Bompoc 5

Kakue 13 nepedncieHHbIX JOKYMEHTOB TpeOyIOT yTBEepKaeHUsA?
A) yctaB b) mrtatHoe pacniucanue B) mpukazbl

I') noxnannsie 3anucku 1) JOMHKHOCTHBIE HHCTPYKIIUU

Bormpoc 6

Tunosoii popMynsap npuKasza COIEPKUT CIEIYIOIINE PEKBU3UTHI:

A) rep6 (3m0neMy), HaMMEeHOBaHNWE OpraHU3aMU-aBTOpa, CIIPABOYHbIE JaHHbIE 00
OpraHu3aluy, HaMMEHOBaHKE BU/IA JOKyMEHTa — IPUKa3, AaTy, HOMEp, MECTO COCTABJICHHUS,
3aroJIOBOK K TEKCTY, TEKCT, MOJIMTUCh, BU3bI COTIACOBaHHUS

b) rep0 (a3M0Onemy), HaUMEHOBaHUE OPraHU3aALMU-aBTOPa, HAaUMEHOBaHHE BUA
JOKYMEHTa — [IPUKa3, aTy, HOMep, MECTO COCTaBIJICHHS, 3ar0JIOBOK K TEKCTY, TEKCT, MOJIIHCh,
BU3bI COTIIACOBAHUS
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B) rep6 (sM0sieMy), HaMMEHOBaHNE OPraHU3aIMU-aBTOPa, HAMMEHOBAaHUE BUIA
JOKYMEHTA — MPUKa3, JaTy, HOMEpP, MECTO COCTABIICHUS, 3aT0JI0BOK K TEKCTY, TEKCT, MOJIHUCH,
1evaTh, BU3bI COTIACOBAHUS

Bompoc 7

B ympaBiieH4ecko# MpakTHKE MPUMEHSIOT CIICAYIOIINE BUbI OTaHKOB:
A) GiiaHK TIICbMa

b) 6nmaHK KOHKPETHOTO BHJIA IOKYMEHTA

B) oOmuii 6ank

J1) 6nmank puznueckoro auia

Bompoc 8

JIOKyMEHTUPOBaHHUE ITO:

A) nporecc IBUKEHHS TJOKyMEHTOB B OpraHU3allH

b) 3anucek nHpopManuu Ha pa3IUYHBIX HOCUTENSAX [0 YCTAHOBJIEHHBIM ITpaBUJIaM
B) co3ganue noxkymeHToB

I') paboTta ¢ nokymeHTaMu

Bormpoc 9

K opranuzannoHHbIM JOKYMEHTaM OTHOCSTCS:

A) ycTaBsl 0) mpaBwJia  B) aKThl T) IpUKa3bl ) HHCTPYKIIHUU
Bompoc 10

I'epOoBoii mevaTpio (IEYaThiO0 OpraHU3AINH ) 3aBEPSIOT:
A) rapaHTHfHBIC THCEMA 0) MPOTOKOJIBI 3aC€JaHUN  B) TIPHUKA3bI
I') moroBopsl 1) TPYIOBBIE KHUKKH

Bompoc 11

Dopmysp JOKYMEHTa 3TO:

A) Habop pexBU3UTOB 0HUIHATEHOTO TUCHbMEHHOTO JOKYMEHTA, PACIIOI0KEHHBIX B
OTIpeJIeNIEHHOM MOCIIeI0BATENbHOCTH

b) nopsinok 0O6paboTKH TOKYMEHTOB

B) MuHuManbHbIi 351eMeHT 0(OpMIICHUS TOKyMEHTa

Bomnpoc 12

NudopmaninoHHO-CIIPaBOYHBIN JOKYMEHT 3TO:

a) a) JlokymeHT, coaeprkaimuii nHOpPMAIHIO 0 (PaKTHUECKOM MOJIOKESHUH J1eJT, KOTOPBIi
CIIY’)KUT OCHOBAHHEM [T IPUHATHS PEIICHUIA

b) 6) JlokyMeHT, OpraHU3yIOLIHIi PAadOTy YUPEK ICHHUSI

C) B) JIOKyMEHT, B KOTOpPOM 3a(hHKCHPOBAHbI PACIIOPSHKEHUST PYKOBOJICTBA

d) r) JlokymeHT, GUKCUPYIONIU NeITeIbHOCTh KOJUIETHAIBHOTO OpraHa

Bompoc 13

bnank ¢ n3o6paxxenueM rocyaapctseHHoro repoa Poccuiickoit denepanyn MOryT UMETh:

a) JIrobas opranu3zanysi, 3aperucTpupoBaHHas Ha Tepputopun Poccuiickoit deneparyn

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

B) YupexJaeHUs U OpraHu3ainuu, ykazaHHele B KoHcTuTyrmoHHoMm 3akoHe «O repbe
Poccniickoit denepanum»

) YupexaeHus U opraHu3aliui, ykazansuele B Konctutynun PO

Bompoc 14

K pexBu3uTam, npuaarouM J0KyMEHTY I0OPUIANYECKYIO 3HAYUMOCTb OTHOCSITCS !
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a) repo PO

b) oTMeTKa 0 MOCTYIIIEHHH JOKYMEHTA

B) MOJIMKCH

I') aBTOp JOKYMEHTa

Ilepeyennb BONpoOCcoB K KOHTPOJIbHOM padoTe 1o Teme 9

1. Yro Ttakoe yHu(pUKaUs JOKYMEHTOB?

2. JlaiiTe ompesenieHue CHCTeMe JOKYMEHTAIAH

3. Uto Takoe yHU(PHUIHUPOBAHHBIE CUCTEMBI JOKYMEHTAIIMH, HA30BUTE UX.

4. Kakue BUIbI IOKYMEHTOB BXOJAT B COCTaB YHU(DUIIMPOBAHHOW CHCTEMBI
OpraHU3aIMOHHO-PACTIOPSAUTEIBHON TOKYMEHTAIHH.

Ilepeyensb BONPOCOB K MTOrOBO KOHTPOJIbHOM padoTe Ne 2

1 Tlonsatus «yHH(pUKAIUA» U «CTAHIAPTU3ALUSI) JTOKYMEHTOB.

2 PazBuTHe yHU(UKAIIUN U CTAaHIAPTU3AINH TOKyMeHTOB Bo || momosuae XX B.

3 T'OCT P 7.0.97-2016. Ero conepxanue, 3HaUCHHE.

4 TpeOoBaHusl K KOHCTPYHPOBaHUIO OJlaHKOB. Bupl 651ankoB. biuanku npeanpustuit
pazIuyHbIX (HOPM COOCTBEHHOCTH.

5 PeKBU3HT «HAaMMEHOBAHHE OpPTraHU3aIMH-aBTOpa TOKYMEHTa», TPEOOBAHUS K HEMY.

6 PexBU3HT «CIpaBOYHBIEC JaHHBIE 00 OpraHU3aIMA-aBTOPE TOKYMEHTay, €ro COCTaB.

7 PexBH3UT «ampecaTy, ero 3HaYeHUE U COBPEMEHHBIC TPeOOBaHMS K 0(OPMIICHHUIO.

8 JHarbl. TpeboBanus k X 0(hOPMIICHHIO; 1aTa KaK COCTaBHAS YacTh JAPYTUX
PEKBHU3UTOB.

9 PeKkBU3UT «PETUCTPALIMOHHBIA HOMEP JOKYMEHTa», €ro 3HaYeHHe.

10 PexBU3UT «cChbUIKa Ha PETUCTPAIIIOHHBIN HOMED U 1aTy JOKYMEHTa», KOTJa U I/ie OH
MIPOCTaBIISETCS.

11 IMopsimok cormacoBaHus TOKYMEHTOB U 0()OPMIICHHUSI BHYTPEHHETO W BHEITHETO
COTJIaCOBaHUS

12 ITopsaok yTBepkKACHUS JOKYMEHTOB, BUABI YTBEPKICHUS.

13 ITopsiiok moanmucanus TOKYMEHTOB.

14 TleuaTh Kak peKBU3UT JJOKyMeHTa. Ha kakux TOKyMEeHTax MpOCTaBIsieTcs repOoBast
reyarsb.

15 CocraB ynoctoBepenus 1okyMeHTOB. [IpaBuna odopmieHus: peKBU3UTOB,
YIOCTOBEPSIOIIUX TOKYMEHT.

16 OT™meTkH Ha TOKYMEHTE, UX 3HAUeHHE U OPOpPMIICHUE.

17 Pezomonusi. E€ 3Hauenue. TpeboBaHus, IPeAbBISIEMbIC K PE30JIIOIHH.

18 PexkBU3UT «OTMETKA 00 UCIIOJIHUTENEY», €T0 3HAUCHHE.

19 PexBU3UTHI, MPUAAIONINE JOKYMEHTY IOPUINUECKYIO0 3HAUUMOCTb.

20 Yaudukanus TekcTa J0KyMeHTa.

21 TpadapeTHbie TEKCThI. MeToaMKa pa3paOdOTKH.

22 CnocoObl npescTaBlieHUs] YHU(DUIIUPOBAHHBIX TEKCTOB (AaHKETHI, TaOIMIIbI,
TpadapeTHble TEKCTHI).

23 O0mue TpeOoBaHUS K TEKCTY JOKYMEHTA.

24 AnropuT™M NOJTrOTOBKU JOKYMEHTA.

25 DeMeHTHI TEKCTa: 3aroJI0BOK, MPUII0KEHHUS], TPEOOBAaHUS K HUM.

26 JIuHrBUCTHYECKHE OCOOEHHOCTH TEKCTOB CIYKEOHBIX TOKYMEHTOB.

27 IloHsATHE «CUCTEMBI JOKYMEHTAIMUY», Pa3BUTHE CHUCTEM.

28 IloHsATHE «YHHU(PUIHPOBAHHBIE CUCTEMBI JJOKYMEHTAIIM».

29 Haznauenwue, onpenenenue u coctaB YCOP/I.

30 TpeboBaHMsI K COCTABICHUIO U 0(OPMIIEHUIO OPraHU3AIMOHHBIX JOKYMEHTOB.

31 TpeGoBaHMsI K COCTABICHUIO U 0(OPMIIEHUIO PACHIOPSIIUTENBHBIX JOKYMEHTOB.

32 TpeGoBaHMsI K COCTABICHUIO U 0(OPMIICHUIO TPHUKA30B.
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33 TpeOoBaHMS K COCTABICHHUIO ¥ 0(OPMIICHUIO OOBSICHUTEIBHBIX U JIOKJIAJIHBIX 3aIMHCOK
(BHEIIHUX U BHYTPEHHUX).

34 TpeboBaHHs K COCTABICHUIO M 0(DOPMIICHHIO CIIPABOK (BUIBI CIIPABOK, CIIPABKH
BHEIIIHUE U BHYTPEHHUE).

35 TpebGoBaHMs K COCTABICHHUIO M O(DOPMIICHUIO aKTa.

36 TpebGoBaHMs K COCTABICHHUIO i O()OPMIICHHIO CITY’)KEOHOTO MHCchbMa. Pa3HOBHIHOCTH
MTHUCEM.

37 TpeOoBaHMS K COCTABICHHUIO M O(OPMIICHHIO TeIIErPaMM.

38 Ocobennoctu Gopmyrsipa TesreoOHOTPaMMBL.

39 AJNropuT™ MOATOTOBKM M IPOBEJCHHUS cOBelanus. JlOKyMEeHTBI, CO3/IaBacMbIC B
nporiecce MOrOTOBKY COBEIIAHUSI.

40 TpebGoBaHuUs K COCTABICHUIO M 0(DOPMIICHUIO TTPOTOKOJIA.

41 TToHsTHE KOMIUIEKCOB JIOKYMEHTOB. [IepBHYHBIC KOMITJICKCHI TEKCTOBBIX JJOKYMEHTOB.

42 [ToHATHS «TOKYMEHTAIBHBIN (GOHI» 1 «apXuBHBIN QOH». VX paznmuue.

43 CnoxHble KOMIUIEKCHl. BeTOMCTBEHHbBIE apXUBHI.

44 Crnosxxuble KoMIUIeKChl. ['ocymapcTBeHHbIe apXuBbl. CeTh rOCYIapCTBEHHBIX apXHBOB.

45 TloHATHS «IIEHHOCTh TOKYMEHTa», «IKCIEePTH3a IIECHHOCTH». BO3HUKHOBEHNUE,
pa3BUTHE IKCIICPTH3HI.

46 TIpUHIUTIBI, KPUTEPUU SKCIIEPTU3bI IEHHOCTH TOKYMEHTOB.

IlepeyeHb BONMPOCOB K YCTHOMY IK3aMeHY 10 BCeMY KYpCY

o Ilepeuenv eonpocoe 011 n0020MOBKU K IK3AMEHY NO OUCUUNIUHE
“/lokymenmoseoenue”

JIOKYMEHT M ero MECTO B CHCTEME yIPaBJICHHUS.

2. 3aKoHbI M UHbIE HOPMATHUBHbBIE IIPABOBbIE AKTHI, PErNIAMEHTUPYIOIIHNE CO3JaHUE U
ohopMIIeHHE TOKYMEHTOB.

3. HopmarTuBHO-MeTOAMYECKUE JOKYMEHTHI, ONPEACISIONINE MOPSI0K CO3AaHUS U
opopMIIeHHS TOKYMEHTOB.

4. JlokyMeHTOBE/JEeHHE KaK HayuyHas JUCIHUIUIMHA U €€ CBA3b C IPYrUMHU HayYHBIMU
JUCHUILTMHAMU.

5. Tonstue «uHPOpPMALUL» U €r0 pa3BUTHE.

6. IloHsTHE «IOKYMEHT» U €T0 pa3BUTHE.

7. Cps3b uHGOpPMAILIUU U TOKYMEHTA.

8

9

=

OO61ue u yacTHble QYHKIIUU TOKYMEHTA.

. CocoObl TOKYMEHTUPOBAHUS U UX Pa3BUTHE.
10. TexkcTOBOE JOKYMEHTUPOBAHUE U 3TAIBI €r0 PA3BUTHSL.
11. [Muxrorpammel. [IpumeHeHne NUKTOrpagUUEcKoro NUChbMa CeroiHs.
12. Jlororpammsl. Mcnonp30BaHue JIOTOTPaMM CETOJTHSL.
13. Texuuueckoe JOKyMEHTUpOBaHUE. BHJIbI KOMIJIEKCOB TEXHUYECKOH TOKyMEHTALINH.
14. ®oronokymentupoBanue. [losBienue, pa3ButTue, IpUMEHEHHE.
15. Kunopnoxymentuposanue. [losiBieHue, pa3BuTue, NpUMEHEHNUE.
16. ®ononokymentupoBanue. [losBienue, pa3BuTHe, IPUMEHEHUE.
17. Marepuan u1st fokymeHTHpoBanus. Ero passurue.
18. [MognuuHuKY U kKonuu. Buasl konuid. [Topsiok ynocToBepeHuii Konuii.
19. ®opmynsap nokymeHnTa. TunoBoit popmysp, hopmynsp-oOpaserl.
20. Pa3Butre popmynsipa nokymenta B XVI-XVII BB.
21. ®opmynsp nokymenta XVIII B.
22. ®opmynsip TekcToBoro gokymenrta XIX- nauana XX BB.
23. TloHsATHS «yHHU(PUKALKA» U «CTaHAAPTU3ALUA» TOKYMEHTOB.
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24.TOCT P 7.0.97-2016. Ero conep:xanwue, 3HaUCHUE U BO3MOKHOCTH HCIIOIH30BAHMUS B
COBPEMEHHBIX OpraHU3aIHsIX.

25. IIpaBuiia 1€7I0MPON3BO/ICTBA B TOCYIAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMmoyrpaBiieHus (CoepKaHue, 3HAaUCHHE U BO3MOXKHOCTH HCIIOJIb30BAHUS).

26. MeTommueckue peKOMEeH IAIMH TI0 Pa3pab0TKe HMHCTPYKIUHI IO AEIOTPOU3BOICTBY B B
rOCY/IapCTBCHHBIX OpraHax, OpraHax MECTHOTO CaMOyIpaBJIeHus (CoaepikaHue,
3HaYCHHE ¥ BO3MOKHOCTHU MCIIOJIb30BAHMUS).

27. IlpumepHasi HHCTPYKIHS IO JISIIOTPOU3BOJICTBY B FOCYJapCTBEHHBIX opranu3anusax 2018
r. (comepxanue, 3HaUCHUE ¥ BO3MOKHOCTH HCIIOJIb30BAHU).

28. CocraB pekBu3nuToB O1aHKOB. Kitaccuukanus 01aHKOB.

29. PexBU3UT «HANMEHOBAHWE OPraHU3aIMN-aBTOPa JOKYMEHTay, TPeOOBaHUS K HEMY.

30. PexBU3UT «cCTIpaBOYHBIC TaHHBIE 00 OPraHU3aluU-aBTOPE JOKYMEHTAy, €r0 COCTaB.

31. PexkBU3UT «ajapecaTy, ero 3HaUeHHe U COBPEMEHHBIC TPeOOBaHUS K O(POPMIICHHUIO.

32. Jlate1. TpeOoBaHus K X 0QPOPMIICHHIO; aTa KaK COCTaBHAS YacTh JAPYrUX PEKBU3UTOB.

33. PEeKBU3UT «PEruCTpallMOHHBIA HOMEP TOKYMEHTa», €ro 3HaueHHe.

34. PEeKBU3UT «CCHUIKA HA PETUCTPAITMOHHBIA HOMED U JIATy TOKyMEHTay, KOT/Ia U T/Ie OH
MIPOCTABIISETCSL.

35. TTopsitok coriracoBaHUS TOKYMEHTOB M 0(OPMIICHHS] BHYTPEHHETO U BHEIITHETO
COTJIACOBAHUS

36. ITopsitok yTBep KIeHHs TOKYMEHTOB, BUIBI YTBEPIKICHHS.

37. TlopsitoK MOANMCaHHSI JOKYMEHTOB. DIIeKTpOHHAst Moamich. OTMeTKa 00 3JIeKTPOHHOM
MOJITHUCH.

38. Ileuarp Kak peKBU3UT NOKyMeHTa. Ha Kakux TOKyMEHTaX MPOCTABISAETCS OTTUCK IEYaTH.

39. CocraB ynoctoBepeHus J0KyMeHTOB. [IpaBuia odopmileHHsT pEeKBU3HUTOB,
YAOCTOBEPSAIONIUN TOKYMEHT.

40. OT™MeTKH Ha TIOKyMEHTE, UX 3HaueHue U 0(opMIICHHE.

41. Pezomonus. E€ sHauenue. TpeGoBaHus, MPEAbSIBISIEMbIC K PE3OJIFOIHH.

42. PekBU3UT «OTMETKA 00 UCIIOJIHUTEIE), €ro 3HaYeHHUE.

43. PeKBU3UTHI, IPUAAIOLINE JOKYMEHTY IOPHANYECKYIO 3HAYMMOCTb.

44, Yandukanus Tekcta qokymeHTa. CrocoObl mpecTaBieHnus YHU(GUIIMPOBAHHBIX TEKCTOB
(ankeTbl, TAOIUIIBI, TpadapeTHBIE TEKCTHI).

45. O6mue TpeboBaHMs K TEKCTaM YIPABICHUYECKUX JTOKYMEHTOB.

46. Anroput™ NOArOTOBKU JOKYMEHTA PaclopsIUTeNIbHOIO JOKYMEHTA.

47. DneMeHTBI TEKCTa: 3aroJI0BOK, IPUIIOKEHUS, TPEOOBAHUS K HUM.

48. TloHsATHE «CUCTEMBI JOKYMEHTALUNY, Pa3BUTHE CUCTEM J0KyMeHTauuu. [lonstue
«yHU(ULPOBaHHBIE CUCTEMBI JOKyMeHTauun». Haznauenue, onpezeneHue u coctaB
YHUPUUIHPOBAHHON CHCTEMBI OPraHU3AL[MOHHO-PACHIOPSIAUTEILHON JOKYMEHTALUH.

49. TpeboBaHMsI K COCTABICHUIO U 0()OPMIICHUIO OPraHU3AUOHHBIX JOKYMEHTOB
(mono>keHue, yctaB, MHCTPYKIMS, PETJIAMEHT, IITATHOE pAacUCaHUeE).

50. TpeOoBaHMs K COCTABICHUIO M 0(OPMIICHHIO PACHIOPSIIUTENbHBIX JOKYMEHTOB (TIpHKa3,
pacropshKeHHe, pelieHne, MOCTaHOBICHUE, IPOTOKOI).

51. TpeOoBaHMs K COCTABICHUIO U O(OPMIICHUIO OOBSICHUTEIbHBIX, JOKIAIHBIX U
CITy’KE€OHBIX 3aITUCOK.

52. TpeboBaHuUs K COCTABICHHIO 1 O()OPMIICHHIO CIIPABOK (BUIBI CIIPABOK).

53. TpeOoBaHMs K COCTABICHUIO U 0(OPMIIEHHUIO aKTOB.

54. TpeOoBaHMs K COCTaBJICHUIO U 0(OpMIIEHUIO ciiykeOHoro nuchMa. Knaccudukarus
CITY>K€OHBIX TTHCEM.

55. AIroput™ NMOAroTOBKHU M MPOBEJCHUS COBEIIaHus. JJOKyMEHTBI, CO31aBaeMble B
nporecce MOAroTOBKY COBEIIAHUS.

56. TpeOoBaHMs K COCTABJICHUIO U O(OPMIICHHIO POTOKOJIA.

57. IloHsATHE KOMIUIEKCOB JIOKYMEHTOB. [IepBHUHBIE KOMITJIEKCHI TEKCTOBBIX TOKYMEHTOB.
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58. CiioxHbIe KOMIUIEKCHI JOKYMEHTOB. [IOHATHS «JOKYMEHTAIbHBIN (POHI» U «apXUBHBIN
¢boumy. Ux paznuuue.

59. Homenknarypa jaen.

60. [Ipu3naku 3aBeCHUS JIEI.

6. YueOHO-MeTOAMUYECKOE M HH(POPMALIMOHHOE 0O0ecTevyeHue TUCIUILTUHBI
6.1. CnHCOK HCTOYHHMKOB M JTUTEPATYPHI

O6s13aTeIbHbIE HCTOYHUKH

@enepanbHbI KOHCTHTYIMOHHBIN 3akoH oT 25 nmekabps 2000 r. Ne 2-®K3 «O
lNocynapctBennom repoe Poccuiickoit deneparun» // [OnexkTpoHHsiii pecypc]. — M., 2019. —
Pexxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_29674/.

@enepanbhbiii  3akoH PO ot  27.07.2006 1. Nel49-®3 «O6 wuHpopmanuu,
MH(POPMAIMOHHBIX TEXHOJOTUSX M O 3anuTe uHpopMamum» // [DneKTpoHHBIN pecypc]. — M.,
2019. — Pexxum nmocryna: http://www.consultant.ru/document/cons_doc_LAW_61798/.

denepanbubiii 3akoH ot 06.04.2011 Ne 63-®3 “O0 snekrponHod mnomamucu” [/
[DnexTpoHHBIH pecypc]. — M., 2019. — Pexum JOCTyma:
http://www.consultant.ru/document/cons_doc_LAW_112701/.

®enepanbubiid 3ak0H 0T 01.06.2005 Ne53-®3 «O rocynmapcTBeHHOM si3blke Poccuiickoit
Oenepauun»  //  [OnexkTpoHHbli  pecypc]. — M., 2019. - Pexum poctyna:
http://www.consultant.ru/document/cons_doc_LAW 53749/.

[IpaBuna pgenompous3BOACTBa B TOCYJApCTBEHHBIX OpraHax, oOpraHax MECTHOTrO
camoympasieHus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [DnextpoHHbIi pecypc]. —
M., 2021. — Pesxum mocrtyna: http:// https://base.garant.ru/72291836/.

Metonuyeckre pekOMEHIAMKU IO Pa3pabOTKe WHCTPYKUUN IO AEJONPOU3BOJACTBY B
roCcy/lapCTBEHHBIX OpraHax, OpraHax MeCTHOTro camoympasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 // [DOnextponnsiii pecypc]. — M., 2021. — Pexum goctyma: http:/
http://www.consultant.ru/document/cons_doc_ LAW_373895/.

[IpumepHas HHCTPYKIUS IO JAETOMPOU3BOJICTBY B FOCYIaPCTBEHHBIX OpraHU3aUsIX, YTB.
IIpukazom PocapxmuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_ LAW_305137/.

I'oCT P 7.0.97-2016. Hamumonaneubiii cranmapt Poccuiickoii @enepanuu. Cucrema
CTaHIapTOB MO uH(pOpManuu, OHOIMOTEYHOMY M H3JaTeNnbCcKoMy neny. OpraHu3aluoHHO-
pacnopsiauTensHas JoKyMeHTauusa. TpeboBanust Kk 0OpMICHHUIO TOKYMEHTOB // [DIeKTpOHHBIN
pecypc]. — M., 2019. Pexum JoCTyna:
http://www.consultant.ru/document/cons_doc_ LAW _216461/.

I'OCT P HCO 15489-1-2019 HaumonanwsHbiii ctanmapT Poccuiickoit denepanum.
Cucrema ctanaapToB 1o HHGOpMaIKK, OUOIMOTEUHOMY U U3aaTenbeckomMy neny. Undopman3us
U JOKyMeHTalus. Ympaienue gokymentamu. Yacte 1. Tlowstus w  npuHmune. [/
[DneKTpOHHBII pecypcl]. - M., 2021. Pexum JOCTYyTIA: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 /Ienonpon3BOACTBO M apXUBHOE A€N0. TepMUHBI U ONpEAEIICHUS. -
[DneKTpOHHBIN pecypc]. - M., 2019. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

Jluteparypa
OcHosHasA
beikoBa T.A. JIoKyMEHTallMOHHOE OOeCIeueHHe YIpaBJeHUs (JIEIONpOU3BOJICTBO)
[DnexTpoHHBIHN pecypc]; yuebnoe nmocodue/ T.A. beikoBa, T.B. Ky3nenosa. -2-¢ uzf. nepepad. u


http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_53749/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
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JIOTI. — Mockaa: Nudpa-M, 2018. -304 c. — Pexum JIOCTYyTIA:
http://znanium.com/go.php?id=942800/

I'motoBa C.A. BO3HUKHOBEHHME U TEHJEHUUU Pa3BUTHS  PACHOPSAIUTEIILHOM
nokymeHtauu B Poccum B gopeBomounonsblii nepuox // Bectaumk PITY. 2014, No2.
[DnexTpOoHHBIN pecypc]. — M., 2019. — Pexum JoCTyma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70.

Kykapuna IO.M. CoBpemeHHblE OpraHM3alMOHHBIE W PErVIAMEHTHbIE JOKYMEHTBHI:
¢bynkuuu u paznosuaHoctd // Bectuk PITY. 2016. Ne2. [Dnexrponnsrii pecypc]. — M., 2019. —
Pexum JOCTyTIa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik_daizi%202(4)-16.pdf.

Kykapuna KO.M. CocraB ynocroBepeHusi JOKyMEHTa: OT MPOLIJIOro K HACTOSILIEMY H
oynymemy// Bectauk PITY. 2014. No2. [Dnextponnslii pecypc]. — M., 2019. — Pexxum noctyna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128.

JlonmosiHuTEILHAS
Jeoenocosa I''A. CenextuBHbIM 0TOOp MOHATUSA «IokyMeHT» // BectHuk PITY. 2016. Ne2.
[DmexTpoHHBII pecypc]. — M., 20109. — Pexum JOCTYyTIA:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71.

6.2. Ilepeuenr pecypcoB HHGPOPMAIHOHHO-TEIEKOMMYHUKANIMOHHOW  CeTH
«HTepHET»

lapanT [OnekTpoHHBIN pecypc]. — DnekTpoH. AaH. — M., cop. 2013. — Pexxum nocrtyna:
http://www.garant.ru.

KoncyneranT Ilmtoc [DnekTpoHHBIM pecypc]. — DnekTpoH. maH. — M., cop. 2013. —
Pexxum noctyna: http://www.consultant.ru.

7. MarepuajibHO-TeXHUYeCKOe o0ecnevyeHne JUCHUITHHBI (MOYJIA)
Aymutopun Ui TIPOBEACHUS JIEKIUH W CEMHUHAPCKUX 3aHATHH C TEXHUYECKUMU
cpencTBaMu 00y4deHUs (MyJIbTUMEIUA-TIPOCKTOP (BUACOMPOEKTOP), IKpaH (MEPEHOCHOW WU

CTAllMOHAPHBIN)), KOMIIBIOTEPHBIN KJ1acc Ui IPOBEICHUS JIaOOPATOPHBIX 3aHATHH.

1. Ilepeuens I1O

Nenn Haumenosanue 110 [TIpousBoguTens Croco6
/m pacnpocTpaHeHUs
(ruyensuonnoe unu
c80000HO
PACnpoCmpaHsemoe)
1. Adobe Master Collection CS4 Adobe JTHAIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIMIIEH3UOHHOE
3. Windows 7 Pro Microsoft JIMIIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE
5. Windows 10 Pro Microsoft JIMIIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JULEH3UOHHOE
7. Microsoft Office 2016 Microsoft JInneH3noHHOE
8. Zoom Zoom JTHAIEH3UOHHOE



http://znanium.com/go.php?id=942800/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
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2. Ilepeyenb B/{u UCC

Norn HaunmenoBaunue
/1

1 | Mexnaynapoansie pedeparuBHbie HaykomeTpuueckue b/l, moctymHsie B paMkax
HamuoHaIsHOH noanucku B 2020 r.

Web of Science

Scopus

2 | [Ipodeccuonansubie TOTHOTEKCTOBBIE b/, JOCTYIHBIE B paMKaxX HAIIMOHATLHON
noanucku B 2020 1.

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnans! Taylor and Francis

3 | lIpodeccronanbHbIe TOJTHOTEKCTOBBIE b/

JSTOR

W3nanus no o61iecTBEHHBIM U TYMaHUTapHBIM HayKam
OnekrponHas 6ubmmoreka Grebennikon.ru

4 | KoMnObrOTEpHBIE CIIPABOYHBIE PABOBBIE CUCTEMBI
Koncynsrant Ilntoc,
l'apanTt

8. Oolecneyenue o0pa3oBaTeJbLHOIO mpouecca s JUI € OrPAHNYEHHBIMHU
BO3MOKHOCTSIMU 310POBbSI 1 HHBAJTH/I0B

B xoze peanuzanuu TUCHHUIUIMHBI UCTIOJIB3YIOTCS CJIEIYIONTUE JOTIOTHUTEIHHBIC
METOJbI 00yUYEHHsI, TEKYIIEr0 KOHTPOJs YCIIEBAEGMOCTH M IIPOMEKYTOUYHOM aTTecTaluu
00yJaroIIMXCsl B 3aBUCUMOCTH OT UX MHIUBUAYATbHBIX OCOOCHHOCTEH:

o JUIS CJETbIX U C1a00BUISIINX:

- JeKuuu Oo(OPMIISIOTCS B BHJIE 3JEKTPOHHOTO IOKYMEHTA, JOCTYIIHOTO C IOMOIIBIO
KOMIIBIOTEpA CO CHEIHATN3UPOBAHHBIM IPOTPaMMHBIM 00€CIICUCHHUEM;

- THCbMEHHbIC 3aJaHUSl BBIMOJHSIOTCS HA KOMIIBIOTEPE CO CHEIUAIU3UPOBAHHBIM
MIPOrPaMMHBIM 00eCTieYeHUEM, UITU MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM,;

- o0ecrieunBaeTCsl MHAUBUIyaJIbHOE paBHOMEpHOE ocBelieHrne He menee 300 Jrokc;

- Q7S BBIMOJHEHMsS 3a/laHUsl MPU HEOOXOJAUMOCTH MPEIOCTaBISETCS YBEIMYUBAIOIIECE
YCTPOMCTBO; BOZMOXKHO TaK)K€ UCIIOJIb30BaHUE COOCTBEHHBIX YBEIHMUMBAIOIINX YCTPOICTB;

- MIUCbMEHHBIE 33/1aHUs 0(OPMIISIIOTCS YBEIHUEHHBIM MIPUPTOM;

- 9K3aMeH M 3a4€T MPOBOJATCS B YCTHOW (DOpME WM BBIMOJHSAIOTCS B MHUCHMEHHOM
(dbopMe Ha KOMIIBIOTEDE.

o JUIS TIIYXUX U cIa0O0CbIIIaiuX:

- JeKIud OQOPMISAIOTCS B BHUJE DIEKTPOHHOTO TOKYMEHTa, MO0 MPEea0CTaBIsSETCS
3BYKOYCHJIMBAIOIIAs alllapaTypa MHAWBHUIYaTbHOTO MOJIB30BaAHUS;

- MICbMEHHBIE 33/1aHUs BHITIONHSIIOTCS HA KOMITbIOTEpE B MUCEMEHHOM (opme;

- DK3aMEH W 3a4€T MPOBOJATCS B NMUCHBMEHHONW (opMe Ha KOMIIBIOTEPE; BO3MOMXKHO
MpoBeJieHUE B OpME TECTUPOBAHUS.

o JUISL JIUI] C HAPYIIEHUSMH OMIOPHO-/IBUTATENILHOTO arapara:

- neKuuu o(OPMIISIOTCS B BHJIE DJEKTPOHHOTO JIOKYMEHTA, JOCTYITHOTO C TMOMOIIBIO
KOMITBIOTEpA CO CHEIHATM3UPOBAHHBIM POTPAaMMHBIM 00ECTICUCHHEM;
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- IMCbMEHHbBIE 3aJaHUSl BBINOJIHSIOTCS HA KOMIBIOTEPE CO CHEUAIN3UPOBAHHBIM
MIPOrPAMMHEIM 00ECTICUCHUEM;

- 9K3aMeH M 3a4€T MPOBOJATCA B YCTHOH (popMe HIIM BBIMOJHSIOTCS B HMHCbMEHHON
(dhopMe Ha KOMITBIOTEDE.

[Tpu HEOOXOIMMOCTH TIPEAYCMaTPUBACTCS YBETUUEHUE BPEMEHH ISl TOJTOTOBKH OTBETA.

[Ipouenypa  mpoBeaeHHs  NPOMEXKYTOUYHOM  arTrecTauuu A 0Oy4arolIuxcs
YCTaHABIMBACTCS C Y4€TOM WX HMHIUBUAYAIBHBIX TICUXO(PH3UYECKUX OCOOCHHOCTEH.
[IpomexyTouHas arrecTalusi MOXKET IPOBOANUTHCS B HECKOJIBKO 3TaIoB.

[Ipn npoBeneHun mpoueaypbl OLEHUBAHUS PE3YIbTaTOB OOydeHUsS IpEaycMaTpUBAETCs
UCIOJIb30BAaHUE TEXHUYECKUX CpEICTB, HEOOXOMUMBIX B CBSI3M C HHIUBUAYAJIbHBIMU
OCOOEHHOCTAMHU OOy4YaroLIUXCA. DTU CPEICTBa MOTYT OBITh MPEIOCTABICHBl YHHUBEPCHUTETOM,
WM MOTYT MCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPE/ICTBA.

[IpoBenenne mpoueAypbl OLEHUBAaHUS  PE3yIbTaTOB OOy4YeHHsS JOMYCKaeTcs ¢
HCIOJIb30BaHUEM JIMCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOTHI.

ObecrnieunBaeTcst 10CTyN K MHPOPMAILIMOHHBIM U Onbnuorpaduyeckum pecypcam B CETU
WnTtepHer nns kaxjaoro oOywatomierocss B (opMax, aJalTUPOBAHHBIX K OTPAHUYEHHSIM HUX
3/10pPOBbSI U BOCTIPUATHUS HHPOPMALUU:

® ISl CIIENBIX U C1a00BUIAIINX:

- B MeyaTHO! (hopMe yBETUUEHHBIM HIPUPTOM;

- B popMe 3JIEKTPOHHOTO IOKYMEHTA,;

- B popme ayauodaiina.

® Ul TIYXHUX U CIa00CTBIIIAINX:

- B IeyaTHou popme;

- B (hopMe 2IIEKTPOHHOTO IOKYMEHTA.

e JIs 00y4aroIKXCcs ¢ HAPYIICHUIMU ONOPHO-BUTaTEIbHOIO anmapara:

- B Ie4aTHou popme;

- B (hopMe 2IEKTPOHHOTO IOKYMEHTA;

- B hopme ayauodaiina.

VYuebHble ayAUTOpUU A BCEX BUAOB KOHTAKTHOW M CaMOCTOSATEIBHOW paloThI,
Hay4yHas OuOIMOTEeKa M MHbIE IIOMEIIEHUs M1 OOydeHHMs] OCHALIEHbl CHELUalIbHbIM
000pyZ0BaHUEM U y4EOHBIMU MECTaMU C TEXHUYECKUMU CPEICTBAMH OOYyUCHHUS:

e JUIs CIIEMBIX U CI1a00BUIAIINX:

- YCTPOMCTBOM JIsi CKaHupoBaHus U uTeHus ¢ kamepod SARA CE;
- muciieeM bpaitna PAC Mate 20;
- npuHTepoM bpaiing EmBraille ViewPlus;

® Ul TIIyXUX M cIa0O0CIbIIIAIIUX:

- aBTOMAaTU3UPOBAaHHbIM pPAOOYUM MECTOM Ui JIIOAEH C HapylIeHHeM Cclyxa |
cJ1aboCIbIIIAIINX;
- aKYCTUYECKHMH YCUIIMTENb U KOJIOHKH;

e I 00yYaroIUXcs ¢ HAPYIIECHUIMHU OIOPHO-BUTaTeILHOTO anmapara:

- IepeIBUKHBIMU, PETYIUPYEMBIMU 3proHoMUuYeckumMu napramu CHU-1;

- KOMIIBIOTEPHOM TEXHUKOW CO CHEIMaTbHBIM ITPOrPaMMHBIM 00€CIeUeHHEM.

9. MeToauveckne MaTepuaJibl
9.1. IInansl 1a00PATOPHBIX 3AHATHI
MeTtoanyeckue yKa3aHHs 10 OPraHU3aALMH M NPOBeICHHUIO JJA00PATOPHBIX 3aHATHIA.

Beibop TeM nabopaTOpHBIX  3aHATHI OOYCIOBJIEH OOLIMM COAEp)KaHUEM Kypca u
HalleJIeH Ha yriyOJIeHHOe N3yYeHHE ero OTAEIbHBIX Pa3/esioB.
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lenp 3aHATMIA — 3aKpeIUICHUWE CTYyACHTAMM 3HAHUU TEOPETHUYECKOro Kypca U
npuoOpeTeHNe UMHU MPAKTHUYECKUX HABBIKOB JTOKYMEHTUPOBAHUS JIESATEIBHOCTH OpraHU3alui U
HpEANPUATHI.

B cBs31 ¢ mocTaBIIeHHOH 1ETBbIO TA00PATOPHBIE 3aHATHS Pa3OUTHI HA TPU pa3Jierna:

1. Pa3BuTHe TOKyMEHTA U CKJIAJBIBAaHUE €r0 (GOpMYIIspa.

2. CocraBienue u 0(pOopMIICHHE OPTaHN3AIUOHHO-PACTIOPSAIUTEIHHBIX TOKYMEHTOB.

3. CnoxHbIe KOMIUIEKCHI TOKYMEHTOB.

B pe3ynbTare BHINOIHEHUS MPAKTUYECKUX 3aHSATHI CTYACHTHI TOJIKHBI 3HATHh TOSBIICHHUE
U pa3BUTHE TEPMHHA «IOKYMEHT», B3aWMOCBS3b TOHATHH «IOKYMEHT» M «HH(OpMAIus);
dbopMbl U crnocoObl (UKCHpOBaHMS HWH(OpPMAIMU HA MaTepUaTbHOM HOCUTEJE; COCTaB U
Ha3zHavyeHue QYHKIUH JOKYMEHTa; SBOJIONUIO (POpMyIIsipa TEKCTOBOTO IOKYMEHTAa B PAa3INYHbIE
WUCTOPHYECKUE TIEPUOJIBI, COBPEMEHHBbIE TPEOOBaHWUS, MPEIBSBISIEMbIE K COCTaBJICHUIO H
0QOPMIICHHIO CITy)KEOHBIX JOKYMEHTOB; YMETh COCTaBISITh W O(OPMIISITH OCHOBHBIC BHIBI
OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOB.

3aHATUS TPOBOSATCS C Y4ETOM TpeOOBaHMA, M3JIOKEHHBIX B 3aJ@HHUSIX M HAa OCHOBE
Mpe/yIaraeMbIX YIpaBICHYECKIX CHTYaIHH.

3aHATHS MOTYT OBITh TPOBEACHBI KaK TPAAWIMOHHBIM CIIOCOOOM, TaK W Ha
MIEPCOHATTFHOM KOMITBIOTEPE C HCITOJIB30BAHHEM COBPEMEHHBIX TEKCTOBBIX PEJAKTOPOB W IO
CTIEMATBHO pa3pabOTaHHBIM METOIUYECKUM YKa3aHUSIM.

[MoxroToBka K 7a0OpaTOPHBIM 3aHSATHAM IPEIyCMaTPUBAET CAMOCTOSITENBHYIO paboTy
CTY/ICHTOB TI0 U3YYCHHUIO JICKIIHOHHOTO Kypca, ICTOYHHUKOB U JINTEPATYPHI, PEKOMEH/IOBAaHHBIX K
KaKJIOMY 3aHSTHIO.

Ha kaxxom 3aHSTHH TPOBOJUTCS OMPOC U KOJUIEKTUBHAs Oecelia Mo TeMe, pa3bsCHAIOTCA
uenu W 3amaud e€ wu3ydyeHus. Pe3ynbraThl  caMOCTOSITENIbHO — BBIMIOJIHEHHBIX —3a/aHUMN
MpernogaBaTellb IpoBepsieT B KOHIE 3aHATHH. [IponyieHHbie 3aHsITHS CTYACHTHI OTpa0aThIBAIOT
CaMOCTOSITENIHO B JIAOOPATOPUH IOKYMEHTOBEACHHUS, B KOTOPOI BeAETCs y4eT 0TpabOTOK.

Ii1anbl JIa0OPATOPHBIX 3aAHATHI

Tema 1: JlokyMeHT 1 ero QYHKIHH , MOHATHS JOKYMeHT U nHpopMaIus — 8 4acos.

Lenb 3aHATUS — aHANIW3 PA3BUTUS MOHATHH «MHGOPMaLU» U «IOKYMEHT», ONpeeIcHHe
(YHKIUNA TOKYMEHTOB.

B pe3ynbraTe BBINONHEHUS 3aIJaHUN CTYACHT JOJDKEH:

—  umemb npeocmasjieHue O B3aUMOCBA3U MOHATHN «UMHMOPMALUA» U «TJOKYMEHT»,
Pa3BUTUM TOHSATHUS <«IOKYMEHT», Pa3BUTUU CHOCOOOB JOKYMEHTHPOBAHHMS U UX CBS3H C
MaTepHUaTbHBIMU HOCUTEISIMU HH(POPMAIIUH;

—  YMeTb OIpeaeisaTh GYyHKIIMU KOHKPETHOTO IOKYMEHTA.

3aganus AJ151 CAaMOCTOATEIbHON padoThl.

1. [TIlpoananusupoBaTh yHOTpeOJieHHE TMOHATHS JOKYMEHT M €ro CHHOHHMOB IIO
«['enepanbHoMy pernameHTy» 1720 r., «OOmemy rybepHCKOMY yupexiaeHuto» 1775 r.,
«O01meMy yupexJIeHHI0 MUHUCTepCTB» 1811 T.

2. llpoananu3upoBaTh Pa3BUTHE MOHITUS «IOKYMEHT» MO CIOBapsSM U CIENHATbHOU
nuTeparype.

3. Ilpoananu3upoBaTh pa3BUTHE TEpPMHUHA «HMHPOpMAlLMA» TIO CJIOBApsAM H
OenepanbHoMy 3akoHYy «O0 uHbOpManuu, HUHPOPMAIMOHHBIX TEXHOJIOTUAX M O 3allUTe
UH(pOpMaIUN»

4. TlpoaHanu3upoBaTh pa3BUTHE TEPMUHA <«JOKYMEHT» IO TOCYJapCTBEHHBIM
CTaHJapTaM.

5. Omnpenenuth QYHKIIUHU CIEAYIONUX TOKYMEHTOB:

- kyrmyas kabana Hukutel KosnoBa Ha xonona MBana [1aBnosa 23 mas 1494 rona;
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- panopt renepain-tipokypopa Cenara W.IO. TpyOernkoro wummneparpuie EnmszaBere
IletpoBHe o mpuesne B IlerepOypr u3 Spocnasns tearpanbHoi Tpynnbel @.I'. BoiskoBa 3
depans 1752 rona;

- Hexper CHK «O mpaBwiax nmoanucaHusi JAEHEXKHBIX Oymar, TOKyMEHTOB, OpPJEPOB,
OTHOIIIEHUH, CIIPAaBOK U T.11.» OT 12 nexadbps 1921 r.;

- Ilocranosnenne BIHUK u CHK PC®CP «O mnopsizike M0JIb30BaHMS IMEYaATSIMU C
rocynapctBeHHbIM repooM PCDOCPy ot 15 nekabpst 1936 r.;

- mnocraHoBienus LK KIICC u Cosera wmunucrepctB8 CCCP «O wMepax 10
COBEPIICHCTBOBAHUIO U YJICIIEBIICHUIO anmnapara yrnpasiaeHus» ot 13 oktsaops 1969 r.;

- @3 “O06 unpopmarnu, THPOPMAITMOHHBIX TEXHOJIOTHUSIX U O 3alIuTe UHpopManuu”.

6. IlpuBectu mpuMepbl JOKYMEHTOB, BHITIOTHSIOMINX CIEAYIONIHE ()YHKITHH:

- yIpaBlieHYECKasi;

- IpaBOBasi;

- collMaNbHas;

- KyJlIbTYypHas;

- ICTOPUYECKOTO UCTOYHHKA;

- UTHQOpPMAIMOHHAs;

- ydera.

YkazaHus 0 BbINOJIHEHUIO 3aJaHUIA.

1. M3yunth 3aKOHOJATENbHbIE aKThl U BBINHCATH BCTPEYAIOLIMECS B HUX CHHOHHMBI
MOHATHUS <JIOKYMEHT». BBIIBUTH 3Hau€HHE MOHATUH «Ieno», «Oymara», «axkT», «IenoBas
Oymaray, «ciy>KeOHbI JOKYMEHT», 1aTh UX OMpEeJesieHHe, €CI OHO MPUBEICHO B UCTOUYHUKAX.
[Ipoananu3upoBath, B KAKUX CIy4dasx YIOTpeOIseTcs KaK0€ MOHITHE.

2. 1o BBIIHCKaM U3 CIOBAPEN U CIEIHUAIBHON JINTEPATYPHI ONPEIECTNUTh, KAKUE ACTIEKTHI -
WH(POPMAITMOHHBIHN, TPABOBOM, YIpaBIECHYECKUM, HCTOPUUECKUM - JIETJIU B OCHOBY OIPEACIICHUS
MOHATHS «IOKYMEHT.

3-4. U3 rocymapctBennbix ctanaaptoB: ['OCT 16487-70 «Jlemonpou3BOACTBO |
apxuBHoe geno. Tepmunbl u ompexaeneHus», ['OCT 16487-83 u I'OCT P 51141-98
«/lenonpousBoactBo u apxuBHOE aAeno. Tepmuasl u omnpeneneHus»; ['OCT P 7.0.8-2013
«/lenonpounsBoacTBo u apxuBHOe neno. Tepmunsl u onpeaeneHus»; [OCT P UCO 15489-1-
2007 VYmupaenenue gokymeHTamu. OOmwme TpeboBanus; DenepanpbHoro 3akoHa «OO0
nHpopManuu, WHGOPMAITMOHHBIX TEXHOJOTHUAX W O 3ammuTe uHpopMammm» ot 27 urons 2006
No149-®3 Beimucath ompeneiacHUuss TEPMHUHOB «UHMOPMAIUI» U <«IOKYMEHT» M YCTAaHOBHUTb,
KaKhe achekTbl (HocuTenu HHpopMaluu, crnocoObl ee (UKCUpPOBAaHMS, IOPUAMYECKas Cuia
JOKYMEHTA U JIp.) U QYHKIIMH TOKyMEHTA 3aJI05KE€HBI B 3TUX OMPE/CICHUSX.

5. OmnpenenuTes QYHKIMM JOKYMEHTa, T.€. €ro IeJieBoe Ha3HayeHHe. BbIIBUTH
MOJJIMHHYIO IIeJIb CO3JIaHusl JIOKyMEHTa W 3areyaTiieHHus 3aKIIOYeHHOW B HeM HHbOpMaIuy,
MIPOAHAJIN3UPOBATh POJb JOKYMEHTAa B JAaHHOW CUTyalluu HAOKyMEeHTOooOpa3oBaHHs. Tak Kak
JOKYMEHT NOoJIu(YHKIIMOHAJICH, IEPBOM YKa3blBaeTcs (YyHKIMS, 3a/JaHHAsl JOKYMEHTY aBTOPOM.
O/HOBPEMEHHO OTMETHUTh, KAaKUE U3 Ha3BAHHBIX (DYHKIMH JOKYMEHTa HOCAT OOLIMi, a Kakue -
YaCTHBIN XapakTep.

6. IlpuBectu mpuUMepsl JTOKYMEHTOB, OONAJAIONIMX HA3BAHHBIMHU (PYHKIUSMHU, YKa3aTh
Ha3BaHUE BHJA, 3aroJIOBOK M JaTy JOKyMmeHTa. [[ng ¢yHKumii ydera M NHpaBOBOM MOXKHO
IIPUBECTH MPUMEPHl COBPEMEHHBIX JOKYMEHTOB, I IOCTOSHHO JAEHCTBYIOIIMX (QYHKIUN
(uH(pOPMAITMOHHOH, COLIMANBHOM, KYJIbTYpPHOU, HCTOPUYECKOTO UCTOUHUKA) MPUBECTH MPUMEPHI
JOKYMEHTOB Pa3JINYHbIX HCTOPUYECKUX DIOX.

KoHTposbHbIE BONIPOCHI:

1. Kak pazBuBanuch moHATUS «HHGOPMALIUSD» U «TOKYMEHT»?

2. Kakue acmexkTsl YenoBEUEeCKON JESITENbHOCTH OTPAKEHbl B ONPEIEIICHUSX
TEPMHHA «IOKYMEHT» ?

3. [lepeuncaure GyHKINU TOKYMEHTA.



33

Hcrounnkm u tureparypa

Hcroynuku:

@enepanbubiii  3akoH PO ot 27.07.2006 1. Nel49-@3 «OO6 wmHOpmanmy,
MH(POPMAIIMOHHBIX TEXHOJIOTHAX W O 3amuTe uHpopManum» // [DIeKTpoHHBIH pecypc]. — M.,
2019. — Pexxum nmocryna: http://www.consultant.ru/document/cons_doc LAW_61798/.

®enepanbubiii 3akoH ot 06.04.2011 Ne 63-03 “O0 snekrponHod mnommucu’” [/
[DnexTpOoHHBIN pecypc]. — M., 2019. — Pexum JoCcTyma:
http://www.consultant.ru/document/cons_doc_LAW_112701/.

Metouyeckie pekoMeHJaluu Mo pa3pabOTKe MHCTPYKUUN IO AEJIONPOU3BOJACTBY B
roCy/lapCTBEHHBIX OpraHax, OpraHax MeCTHOro camoyrpanieHnus, yTB. [Ipukaszom PocapxuBa ot
24.12.2020 Ne 199 /I [DOnextponnsiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

I'OCT P HCO 15489-1-2019 Hamumonaneneiii cranmapt Poccuiickoir ®eneparium.
Cucrema cTaHAapTOB 1O MHPOpPMAIMK, ONOINOTEUHOMY U H3AaTeabckomy aeny. Mudopman3us
U JOKyMeHTalus. YnupaieHue jpokymeHtamu. Yacte 1. Tlonstus w  npuHmmns. [/
[DeKTpOHHBIH pecypc]. - M., 2021. Pexxum JI0CTYyTA: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 [denonpous3BOJACTBO U apXMBHOE J1€710. TepMHUHBI U OMPEACIICHUS. -

[DnexTpoHHBII pecypc]. — M., 2019. Pexum JOCTyma:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
Jlureparypa:

beikoBa T.A. JlokyMeHTamMOHHOE oOOeCIeueHrne YIpaBiaeHUs (IIEIOTPOU3BOJICTBO)
[DnexTponHbIit pecypc]; yuedHoe mocooue/ T.A. breikora, T.B. Ky3nenona. -2-¢ uzn. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. - Pexxum JIOCTyTa:
http://znanium.com/go.php?id=942800/

Pa3naTouHnblii MaTepua K 3aHATHAM:

1. T'enepanbHbIil pernament 1720 T.

2. OOGmiee ryoepHcKoe yupexaenue 1775r.

3. OOmiee yupexaenne MUHHCTEpCTB 1811T.

4. COOpHHK 3aKOHOIATEIbHBIX aKTOB IO Jesionpou3BoAcTBy (1917-1970):

5. BeInucku ¢ onpeAeneHUSIMU HMOHATUSA «IOKYMEHT», «MH(QOpMaIUs» HU3 CIIOBapei,
SHIMKJIONEIUIN U CTIENUAIbHOMN JINTEPATYpPHI.

6. T'OCT 16487-70, TOCT 164867-83, TOCT P 51141-98, T'OCT P 7.0.8-2013
Jlenonpou3BOACTBO U apXUBHOE JeJ10. TepMUHBI U ONIpeIeICHNUS;

7. TOCT 6.10.1.88 VYHuduuupoBaHHble CHCTeMbl JOKyMeHTauuu. (OCHOBHBIC
MOJIOKECHHUS,

9. Meroaunueckue peKOMEHAINH 10 pa3pab0TKe UHCTPYKIUI MO AEJIONPOU3BOACTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTro camoympasienus, yTB. [Ipukaszom PocapxuBa oT
24.12.2020 Ne 199 /I [DnexrponHblii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_ LAW_373895/.

I'OCT P HCO 15489-1-2019 HamuonanwsHbiii crangapT Poccuiickoit ®Depeparui.
Cucrema ctanAapToB Mo HHGOpMAIHK, OOIHOTEYHOMY U H3AaTenbckomy neny. Undopman3us
U JOKyMeHTalus. Ymupaienue gokymentamud. Yacte 1. Tlowstus w  npuHmunel. [/
[DneKTpOHHBII pecypcl]. - M., 2021. Pexum JOCTYyTIA: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

10.®enepanbhsbiii 3akoH «O0 nHpopManu, HOOPMAITMOHHBIX TEXHOJIOTHSIX U O 3alIUTe
uHpopmanum» ot 27 urosst 2006 Ne149-03

Tema 2. Cnioco0bl JOKYMEHTHPOBAHUSI M MaTepUaIbHbIC HOCHUTEJH HHPOpMALNH —
8 yacoB


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
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Lenpb 3aHATHSA — U3yYEHUE PA3IMYHBIX CIIOCOOOB 3areyariaeHust HHQOpMAaIHH.

B pesynbTraTe BBINOJIHEHHS 3aJaHUH CTYIACHT JOJDKEH:

—  3Hamb QYHKIUH JOKYMEHTA, CIIOCOOBI 3arneyatiaeHus HHPpOpMaIiH, STabl pa3BUTHS
TEKCTOBOT'O JIOKYMEHTUPOBAHMUS;

3apanus AJs1 CAMOCTOSITEIbHOM padoThlI.

- UM3yuurp »3Tanmbl TEKCTOBOIO JOKYMEHTHPOBAHHS, O3HAKOMHUTHCS C OOpa3lamu
MUKTOIPaMM H JIOTOTpamMM, JIaTh UX KPaTKYyIO0 XapaKTEPUCTHUKY.

- O3HakOMUTBCS ¢ OOpa3laMu TEXHUYECKHUX JOKYMEHTOB M 3amucaTbh UX COJEp)KaHUe
TEKCTOBBIM CIIOCOOOM.

Yxka3aHusi 10 BbINOJHEHHUIO 32IaHU .

1. M3yuuTh nNUKTOrpaMMbl W JIOTOTPAMMBI, IpPEACTaBIEHHbIE B KoOJUIeKUUU. JlaTh
onucanue 1-2 nukrorpamm. IIpoBecTH aHamu3 3HAKOB JIOTOIpaMM, YYUTHIBas MpPU 3TOM, UTO
3HaKy COOTBETCTBYET CJIOBO. 3apHicoBaTh 2-3 oOpa3lia W ONpeAeiuTh MNPEUMYIIECTBA W
HEJ0CTaTKU JIOrOIPAMM.

2. N3yunts 1-2 geprexa u TEKCTOBBIM CIIOCOOOM 3aIHCaTh UX COIEpIKaHUE.

KoHTpoJbHBIE BONIPOCHI :

1. KakoBblI 3Tarsl pa3BUTHS TEKCTOBOTO JOKYMEHTUPOBAHUS ?

2.KakoBsI criocoObI 3areyaTiieHuss HHPOopMaIuu ?

3.Kakue croco0bl JOKYMEHTHPOBAHHS MOSIBIITUCH B 19 Beke?

Jlureparypa:

brikoa T.A. JlokymeHTarmoHHoe oOecreueHrne yrpaBieHUs (JIeTOTPOU3BOJICTBO)
[DnexTponHbIii pecypc]; yuedHoe mocooue/ T.A. brikora, T.B. Ky3nenona. -2-¢ uzn. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. - Pexxum JIOCTyTa:
http://znanium.com/go.php?id=942800/

Pa3naTouHnblii MaTepua K 3aHATHAM:

Komnekuust nukrorpamm, jororpamm 1 10kyMeHTOB XI-XX BB.
Habop nmnakaros.

Crnaiiipl 1O UCTOPUM PA3BUTHSI CIIOCOOOB TIOKYMEHTHUPOBAHHUSL.

Tema 3. ®@opmyJsip JI0OKyYMEHTA M ero cocraBHble 4yactu. Ucropusi pa3BuTHs
dopmyasipa nokymenta — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 32 yaca

®opmyJasp nokymenta XVI - XVII BB. —

Lenp 3aHATHA — BBISBIEHHE 3aKOHOMEPHOCTEH CKIIaJbIBaHUS M pa3BUTUS (opMyIspa
TEKCTOBOTrO ciryxkeoHoro nokymenra XVI-XVII B..

B pe3ynbraTte BBINOJHEHUS 3aJaHUN CTYIEHT JOJDKEH:

— umemv npeocmaegienue O CKIAJbIBAHUW U PA3BUTUU (HOPMYIsipa TEKCTOBOTO
JOKYMEHTa B IIPUKA3HOM JeJIONIPOU3BOICTBE;

— 3namp Bunsl fokymeHToB XVI-XVII BB., coctaB ¢popmynsipa; Ha3BaHUS PEKBHU3UTOB
U TIOPSIIOK UX 0(OpMIICHUS;

— yMeTb ONUCHIBaTh KOHKpeTHble JgokyMeHThl XVI-XVIlI BB., cocraBmsis ux
(bopMynspHI.

3agaHus 17151 CAMOCTOAITEILHOM padoThI.

1. 3yuuTh BUBI M PA3HOBUIHOCTH JJOKYMEHTOB !

1.1 Tlo kpaTkoMy CJIOBapi0 BHJOB M PA3HOBHIHOCTEH TOKYMEHTOB BBINHCATH BUIbI
JOKYMEHTOB;

1.2 Tlo KOJUIeKIMH BBISIBUTH BHJIBI JOKYMEHTOB, OOBSICHUB METO]I OTIPEAETICHUs KaXKI0T0o
BUJIA.

2. BbIBUTH U onucaTh 0COOEHHOCTH 0003HAUEHUS aBTOPA IOKYMEHTA, yKa3aB :

- CIY>K€OHBIN MU JINYHBIN JOKYMEHT;

- KOJUIEKTUBHBIN MJIM MHUBHUIyalbHbIN aBTOD;
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- popmy 0003HAUEHUS ABTOPCTBA, MECTO €T0 PACIIONOKEHUS B GOPMYIISIpe TOKYMEHTA;

- 0COOCHHOCTH OIpEIeNICHHsI aBTOPA.

3. [Ipoananu3upoBaTh COCTaB M COCOOBI 0003HAUCHHS PEKBU3UTA «apecaTy :

- BBIIIUCATh PUMEPBI aAPECOBAHUSI IOKYMEHTOB;

- W3Y4YUThb COCTaB, CIIOCOO HaNMCaHUS aJpecaroB JIOKYMEHTOB, IOCBUIAEMBIX U3
HIDKECTOSILLIET0  YUPEXKIEHHUsI B  BBIIIECTOSIEE, JOKYMEHTOB, KOTOPBIMU OOMEHHBAIUCH
PaBHOCTOSIINE YUPEXKIACHUS, U TOKYMEHTOB, HAIIPABJISIEMBIX U3 BBILIECTOSIINX YUPEKICHUI B
HUKECTOSLIHE.

4. 3yuuTh crIOCOOBI TaTUPOBKHU TOKYMEHTA !

a) ONPENIENIUTh JaThl U3y4aeMbIX JOKYMEHTOB;

0) yCTaHOBUTb IPU3HAKHU JAATUPYIOLIETO XapaKTepa;

B) NIEPEBECTU YCTAHOBJIEHHBIE JJaThl C APbI «OT COTBOPEHUS MUPa» Ha 3Py «OT POKIECTBA
XpHUCTOBay, C IOJMAHCKOTO KaJleHJaps Ha TPUrOPHAHCKUM.

5. M3yunTh cocTaB ylOCTOBEpEHHUS JAOKYMEHTA : ONPENENIUTh HaJIU4yue, COCTaB, MECTO
PacroJIOKEeHUs IOIIUCH U CKPEIbI.

6. Onmcare XapakTep OTMETOK Ha JoOKyMeHTax. ONpenennTh NX Ha3HauYeHHE.

7. OmnpenenuTh TPaAUIMOHHO-CIOXKHUBUIYIOCS CTPYKTYpy TEKCTa U OCOOEHHOCTH
U3JI0KEHHUS COJIEp’KaHUs OTEIbHBIX BUJIOB JOKYMEHTOB (4e00uTHAs, FpaMoTa, OTIHCKA).

Yka3aHus 110 BbINOJHEHHUIO 32/1aHUM:

3ananus Ne 1-6 MOKHO BBITOJIHATH C IOMOIIIBIO TaOJIUIIBI CIIEAYIOUIEH (GOpPMBI:

Bun ABTOp Anpecar [Hata Cocras Ormerka Ha
JOKYMEHTa YIOCTOBEPEHUS JOKYMEHTE

1. Bemmucarh Ha3BaHMs BUJOB JOKYMEHTOB, 0OpaTvB BHUMaHHE HA KOJIMYECTBO BHUJIOB U
pasHoBuaHoctel B XVI-XVII BB.

Bunpl 1OKyMEHTOB clie[lyeT BBINMUCHIBATH MO CIEAYIOLUIUM TPYIIaM: pacliopsaIuTebHbIe
JOKYMEHTBI (HampuUMep, YKa3bl, TpaMOThl, HAKa3HbIE, MMaMATH), Nepenucka (mamsTH, OTIHCKH,
YeJIOOUTHBIE | T.I1.).

Bunel 10KyMEHTOB H3Yy4HUTh TakKe MO KOJUJICKIIMM KOMHM TOoKyMeHTOB. Tak Kak
OOJIBIIMHCTBO IOKYMEHTOB HE UMEET BBIJCIIEHHOr0 0003HAaYeHHs BUJIA WJIM Pa3HOBUIHOCTH, TO
HAJ0 HX OMNPEACNTUTh CAMOCTOSITEJILHO M OINHCaTh METOJbl OIpejeNieHus: (aHalu3 TeKCTa,
crenugrKa U3JI0KEHUS COACPKAHUS WU CIIOKUBILAACA UEePApXUsl TIOKYMEHTOB).

2. Tlo komnexkumm XVI - XVI BB. BHHUMATEIBHO IPOYUTATH COACPIKAHUE KaKJIOTO
JOKYMEHTa M yKa3aTh aBTOpa - co3JaTelis JTOKyMEHTa (y4pekAeHHe) U MOAPOOHO OOBSICHUTH,
KaKiuM 00pa3oM yCTaHOBJICH JIaHHBIN aBTOP.

3. BHuMaTenbHO MNPOYUTATh AOKYMEHTHI NPEUIOKEHHOW KOJUICKIMU U CTOJOLa Hu
OTIPEJIeIUTh MECTO PACIOJIOXKEHUsl ajapecara, ero coctaB U (opMy, BBITUCATh HECKOIBKO
MIPUMEPOB.

Jlng aHanmu3a NTOKyMEHTOB, KOTOPBIMH OOMEHUBAIHNCH YUPEKACHUS, CIEAYET B3ATh TaKHe
BUJIBI Kak yKa3, TpaMoTa, ueJdoOuTHas, oTmnucka. [Ipocrneauth W BHINHCATH MPUMEPHI
opopmiIeHHsT B HHUX aJpecara M 1O COACPNKAHHUIO OMPEICNUTh KOHKPETHBIC YUPEKIEHUS,
KOTOPBIM aJIpeCOBaHbI TOKYMEHTHI.

4. YCTaHOBUTH JaTy CO3JaHUS JOKYMEHTa - TOYHYIO, MPUOIMKEHHYIO, BEPOSITHYIO C
MoAPOOHBIM OOBSICHEHHEM JATUPYIOUIETO MpHU3HaKa (CoAepKaHhe JTOKYMEHTa, BpeMs ACHCTBUS
HCTOPUYECKUX JIUI] U T.1.). YCTAaHOBIEHHYIO 10 dPe «OT COTBOpPEHUS MHpay (Hampumep, 7168,
KOr/1a mepBasi mudpa omyckanach - 168) naTy nepeBecT Ha 3py «OT pokaecTBa XpuctoBay. s
atoro ot 1udpsl 7168 Beraects nudpy 5508 umu 5507 (ans coOBITHIT MApPTOBCKOTO CTHIISA) H




36

5508 ummu 5509 (mst cobbITHii ceHTAOpbekoro cTriist). K mHIo Mecsna cneayer npubaBuTh nudpy
JECATh, YTOOBI MOJYYUTH ATy IO HOBOMY CTHIIIO.

5. CocraB ynOCTOBEpEHHUs JOKyMEHTa HaudaTb H3y4aTb €O CTOJIOLA, [0 KOTOPOMY
ONPEENIUTh MECTO MOANUCH (KIPUIIUCU») U XapakTep ee HamucaHus. [1o koiekuuy BISICHUTH
COCTaB CIIYKWJIBIX JIFOAEH, ITOAIUCHIBAIOIINX U CKPEIUISIOIUX TOKYMEHTHI.

6. Beimucate Bce OTMETKM Ha JOKYMEHTaX, OTMETHB MECTO WX HaIMCAaHUs, HX
Ha3HA4YCHME U UCIOJIb30BaHUE JJI1 YTOYHEHUS XapaKTEPUCTUKH TOKYMEHTA.

7. IlpoaHamu3upoBaTh HECKOJIBKO BHUIOB JOKYMEHTOB, YCTaHOBUTb, HMEETCS JIHU
XapaKTepHas A KaXJ0ro BUJA CTPYKTypa TEKCTa, KAKUMHM YCTOMYMBBIMU CJIIOBOCOYETAHUAMU
OTJINYAETCs OAWH BUJ OT APYroro.

Jlig aHanmu3a MOXKHO B3STh TaKW€ BHJbI JOKYMEHTOB Kak yKa3, MamsTh, 4eJoOuTHas,
OTIMCKA.

Matepuaisl aHaJIM3a JIy4llle IPeJICTaBUTh B TAOJUYHON (hopMe :
Bun noxymenTa Beenenue OcHOBHas 4acTh BaxsroueHue

KoHTpoJibHBbIE BONIPOCHI:

1. YUem onpenensnachk CTpyKTypa TEKCTa U HAUMEHOBAaHUE BHUJ1a JOKyMEHTa ?

2. KakoBbl 0cCOOCHHOCTH BHENTHET0 0(OPMIICHHS TOKyMEHTa ?

3. Kakue npusHaky MOMOTarOT ONPEAEIUTh ABTOPCTBO JOKYMEHTA ?

4. Kak onpenenuth BpeMsi COCTaBJIeHHS JoKyMeHTa ? OcoOeHHOCTH 0003HAYCHUS JaThl
nokyMenta XVI - XVII BB. ?

5. Kak yocToBepsuiuch JOKYMEHTHI ?

HcTouyHuKM U JJUTEpaTypa

Hcrounuku:

Kpatkuii cinoBaps BUIOB M pa3HOBUIHOCTEN JOKYMEHTOB.-M.,1974.

Jluteparypa:

beikoBa T.A. [lokymeHTarmoHHOE oOeclieueHrue YIpaBiaeHUS (JI€I0TPOU3BOJICTBO)
[DnexTponHbIi pecypc]; yueoHoe mocooue/ T.A. breikoBa, T.B. Ky3nemnonsa. -2-¢ uzn. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 c. - Pexum JIoCTyma:
http://znanium.com/go.php?id=942800/

Pa3naTouHnblii MaTepuas K 3aHATHAM:

1. Cronber XVII B.

2. Konnexuun konuit fokymeHToB XVI-XVII BB.

3. KpaTkwii ciioBapb BUIOB M Pa3HOBUIHOCTEH JOKYMEHTOB.

DopmyJisap nokymenra XVIII B. —

Llenp 3aHsiTHA — W3YYEHHE pa3BUTHA U OCOOCHHOCTEH (QOPMYISPOB CIy:KEOHBIX
nokymentoB XVIII B.

B pe3ynbraTte BBINOTHEHUS 3aaHUN CTYICHT JOJDKEH:

— umemdv  npedcmagienue O  3aKOHOJATEIbHOM  PEryJUpOBAaHUM  Ipoliecca
JOKYMEHTUPOBaHUS U pa3BUTUU Gopmynspa tokymeHnTa XVIII B;

— 3Hampb 3aKOHOJIaTeNIbHbIE aKThl, pErJaMEeHTUPYIOLIUE TIOCTAHOBKY JEIOMPOU3BOICTBA
B XVIII B, Buabl J0KyMEHTOB, cocTaB (opmysspa JOKYMEHTa, IpaBuia O(QOPMIICHUS
PEKBU3UTOB;

— yMeTb OIUCHIBaTh KOHKpeTHbIE JoKyMeHThl XVIII B., coctaBmss ux Gpopmysspsl.

3aganus 11 CAaMOCTOSTEIbHON PadoThI:

1. 3yunTh BUJIBI U PA3HOBHIHOCTH JIOKYMEHTOB:

- BBIIIMCATh BU/IbI JOKYMEHTOB, YCTAaHOBIIEHHBIE [ €HepaIbHBIM periiaMeHTOM
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- u3 «Kpartkoro crmoBapsi BHUJIOB W PA3HOBUIHOCTEH JOKYMEHTOB)» BBIIUCATH BHJIbI
noxkyMenToB X VIII B.

- U3 JIeJ] MECTHBIX YUpPEXICHUH BBIIIUCATH BCE BUJIbI JOKYMEHTOB U OTMETUTh U3MEHECHHUS
B TEXHUKE JIOKYMEHTHPOBAHU.

2. Ha mpumepe AOKYMEHTOB MECTHBIX YUPEXKICHHH MPOAaHATU3UPOBATH CIOKHUBIIHECS
MpaBUJia HAMTMCAHUS aBTOPA, BHISIBUB:

a) 0cOOeHHOCTH 0(hOPMIICHUS aBTOPA CITYKEOHBIX M JTMYHBIX JOKYMEHTOB

0) 3aBUCUMOCTh 0003HAUYEHUSI PEKBU3HUTA «aBTOP» OT 0003HAYEHUS a/ipecaTa JOKYMEHTA.

3. [Ipoananu3upoBaTh 0003HAUEHUS PEKBU3UTA «aJlpecary:

a) BIMUCATh U3 ['eHepabHOTO perjaMeHTa ONMKMCAHUE CUCTEMbl MUChbMEHHBIX CHOIICHHI
3BEHBEB aImapara yrnpaBJIeHUs

0) MO NOKyMEHTaM MECTHBIX YYpEeXJAECHUH OmMucaTh MOPSIOK O(OpMIIECHUS PEKBU3UTA
«anpecar», OTMETHUTh OTJIMYMUTEILHBIE OCOOCHHOCTH TOPSJIKA aJAPECOBAHHS JTOKYMEHTOB IO
cpaBHeHuIO ¢ X VI-XVII BB.

4. Onucatrh TOPANOK JAaTUPOBAHUS JOKYMEHTOB. JlaTb mpumepbl BCeX BUIOB JaT C
MEePEBOJIOM MX HA TPUTOPUAHCKHUH KaJeHIaph.

5. M3yuuTh cocTaB yI0CTOBEPEHHUS TIOKYMEHTOB:

- BeIMKCaTh U3 [ €HepambHOTO perjlaMeHTa MpaBuia YA0CTOBEPECHUSI TOKYMEHTOB

- OMKCATh COCTaB MOAMKUCH TI0 IOKYMEHTaM MECTHBIX YUPEKICHUH.

6. Onucarb BUJIbI OTMETOK HA IOKYMEHTAaX.

7. VI3yunTh NPUHIIUAIIBI OPTAaHU3AINH TEKCTa HECKOJIBKUX BUIOB JJOKYMEHTOB.

8. CoctaBUTh OPMYIISIPHI ABYX JOKYMEHTOB.

Yka3zaHusi 10 BLINOJTHEHUIO 3aIaHUi

1. BbIIBUTH BHABI JOKYMEHTOB, YCTaHaBIMBaeMble | CHEpaTbHBIM PETJIAMEHTOM,
nonojHUTh WX Buaamu nokymeHToB XVIII B., mpuBenéuusiMu B «KpaTtkom ciioBape BHUIOB U
Pa3HOBHIHOCTEH TOKYMEHTOBY» W BBITIMCATh UX omnpezeseHus u3 CroBapsi.

N3yunTh MOKYMEHTBHI JIe] MECTHBIX YUPEKJIEHWW, BBHIMUCHIBas HAMMEHOBAHUS BHJIOB U
oOparas BHUMaHHE Ha TEXHUKY JOKYMEHTHPOBAaHHMS, BOISHBIC 3HAKH, TepOOBYIO Oymary.

2. 3amanus No 2-6 MOKHO BBITIOJIHSITH C IIOMOIIBIO TaOJIUIIBI CleAyromend GopMsr:
Bun Astop: |Anpecat: [[ara: |[Texkcr: Cocras OTMeTKa Ha
JIOKYMEHTA! (xp. comep.) YIOCTOBEPEHUS  [TOKYMEHTE

OOpaTuTe BHUMaHHE Ha MECTO PACIIOJIOKEHHS] PEKBU3UTA «aBTOP»U OMHUCATh IpaBUiIa
ero oopmIIeHHUS B 3aBUCUMOCTH OT PEKBU3UTA «aJpecaTy.

3. W3yunts no I'eHeparbHOMY periaMeHTy M JIOKYMEHTaM MECTHBIX YUYpPEXKICHUM
npaBuia oOopMIICHHS PEKBU3HTA «aJipecary. BoinucaTs mpaBuiia U IpUMEpPHI aipecOBaHUS.

4. Ilpoananu3upoBaTh BCE HMEIOIIMECS JaThl B JOKYMEHTE U OINPENCIUTh UX
Ha3Ha4Y€HME, BBIMHUCATh IPUMEPHI U ONUCATh MECTO PACIIOJIOKEHHS KaX O J1aThI.

5. M3yunTts npaBuiia yI0CTOBEPEHUS JTOKYMEHTOB 10 I'€HepaIbHOMY pErJIaMeHTy. 3aTeM
MIpOAHATU3UPOBATh 0(OPMIIEHHE NOANNCH B JOKYMEHTaX, BU/bI ITe4aTei.

6. Belnucatb Bce OTMETKHM Ha JOKYMEHTaX, yKa3aB, Kakue U3 Hux nosisuimch B X VIII B.

7. Ilo TI'eHepallbHOMYy perJIaMEHTYy Ha IIpUMEpe IPaBUJI COCTaBIEHHUS IPOTOKOJIA
OTpeaeuTh TpeOoBaHusl, MpeabsaBisieMble K TeKCTY (T1. VI, XXX). BHuMaTenbHO 4nuTas TEKCTHI
HECKOJIBKUX JOKYMEHTOB, OIIMCaThb UX CTPYKTYpY, NPOCIECKHUBAsA €€ U3MEHEHUE B Pa3JIMUHBIX
BUJAX; NPUBECTH TNPUMEpPHl BHJOB TpadapeTHbBIX [TOKYMEHTOB, OTMedYass KaKUM IIyTeM
MIPOBOJIMIIACH TpadapeTH3alysL.

8. Onucarb TOKYMEHTHI 110 CIEAYIOLIEH CXEME:

- BUJI (Pa3HOBUIHOCTb)

- aBTOPp
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- azgpecar

- TEKCT

- rata

- COCTaB yJJOCTOBEPEHUS

- MOJUIMHHOCTb (KOIUITHOCTB)

KonTpoabHble Bonpochl

1. HazoBuTte ocobenHoctu popmbl jokymenta X VIII B. ?

2. Kakue TpeOGoBaHHs TPEIBSIBISAIOTCS K OPOPMIICHHIO TPOTOKOJa 1o [ 'eHepalbHOMY
periiameHTy?

3. B uem nposiBuIach TEHAEHIMS K YHU(PHUKALUU JOKYMEHTOB ?

4. Omumwure CUCTEMYy NHCBMEHHBIX CHOIICHWIH 3BEHBEB armapara yIpaBlIeHHUS I10
I'enepanbHOMY perinameHTy ?

Hcrounuku u 1uTeparypa

brikoBa T.A. [lokymeHTanmoHHOE oOecrieueHrue YIpaBiaeHUs (JI€I0TPOU3BOJICTBO)
[DmexTpoHHEIH pecypc]; yaebnoe mocobue/ T.A. brikoBa, T.B. Ky3neroBa. -2-¢ u3n. nmepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. - Pexum JIoCTyma:
http://znanium.com/go.php?id=942800/

Pa3znaTouHblii MaTepuaJl K 3aHATHAM

1. I'enepanbhsiii permament 1720.

2. JlokyMeHTHI (7ie51a) MECTHBIX yupexaeHui 18B.

3. Kpatkuii cnoBapb BUJOB U Pa3HOBUIHOCTEN JOKYMEHTOB.

®opmyJsip nokymenta XIX Beka —

Lenp 3aHATHS — W3Y4EHHE pa3BUTUS M OCOOCHHOCTEH (HOPMYISIPOB CITY>KEOHBIX
nokyMeHToB XIX B.

B pe3ynbraTe BBINONHEHUS 3a/1aHU CTYACHT JOJDKEH:

— umemb npeocmasiieHue O PErJaMEHTAllUM TIpoliecca JOKYMEHTHPOBAHUS B
3aKkoHOJaTenbHbIX akTtax XIX B., pa3Butuum Qopmyinspa JTOKYyMEHTa, TEHICHIUIX
TpadapeTusaluuu JOKyMEHTOB;

— 3Hamp Buabl J10kyMeHTOB XIX - B., ocoOeHHOCTH HX OGOPMIIEHHS, COCTaB
bopmynsipa, nosBiieHUE OJaHKOB U UX BUJIbI, MOSBICHUE OTMETOK Ha JOKYMEHTaX, OTPaKArOIINX
UX IBUKEHUE B YUPEKJICHUU U PabOTy C HUMHU.

— yYMeTb aHAJIM3UPOBATh KOHKpETHbIE JOKYMEHThI XIX B.; cocTaBisis ux GopMyIIspsbI.

3aganus AJ151 CAaMOCTOATEILHOM padoThI

1. U3yuuTh BUBI U PA3HOBUIHOCTH JIOKYMEHTOB.

2. BbIsBUTH 0COOEHHOCTH O(OPMIICHHSI PEKBU3HUTA «aBTOP», OMHCATh COCTAaB OJIaHKA U
€ro BU/IBL

3. U3y4uth TEKCT JOKYMEHTA.

4. Onucatps NOPSAA0K apecoOBaHuUs JOKYMEHTA.

5. Beimmucatrh gaTel cocTaBieHHs, oOpabOTKH, MOAMHCAHUS U JAp., yKa3aTh MECTO HUX
PacmoJIOKEHUS.

6. [Ipoananu3upoBaTh XapakTep yIOCTOBEPEHUS JOKYMEHTA.

7. OnucaTh BUABI OTMETOK.

8. CocraBuTh POPMYIIAPHI 2-X JOKYMEHTOB.

Yka3zaHus N0 BLINOJHEHHUIO 3aJaHu il

1. Hauunats paboTy ciemayeT ¢ pacCMOTPEHHUS JIeN Y4pexkaeHus. BhISBUTH U BbINMHCATH
Ha3BaHM BUIOB JOKYMEHTOB:

- U37]aBacMble BBIIIECTOSIIUMHU OPTaHaAMU;

- IOCBIJIAEMbIC PABHBIM YUPEKICHUSIM;

- IPEJICTABIIIEMbIE B BBILIECTOSIINE YUPEKICHUS;

- 0(opMIISIOLINE BHYTPEHHIOIO JEATEIbHOCTD.
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N3 «KpaTtkoro cioBapst BUIOB U Pa3HOBUHOCTEN JOKYMEHTOBY BBIIIMCATh ONPEICIICHUS
BBISIBJICHHBIX BUJIOB IOKYMEHTOB XIX B.

2. Onmcatp NOPAI0K OPOPMIICHHUSI PEKBU3UTA «aBTOP» B PA3IMUHBIX BHIAX TOKYMEHTOB,
BBIIIUCATh HECKOJBKO THUIIOB OJIAHKOBBIX HAJMHCEH U ONpenesnTh ux coctaB. Ilo kommuekcy
JOKYMEHTOB TPOCIEIUTh, KaKhe BHUAbI JOKYMEHTOB THINYTCS Ha OJaHKaxX, Kakue 0e3
0003HaueHHsT OJIAHKOBBIX HAIIHUCEH.

3. IlpoaHanu3upoBaThb HECKOJIBKO BHUAOB JOKYMEHTOB, YKa3aB CTPYKTYpYy TEKCTa,
BBIIIMCAB IPUMEPHl TNPUMEHEHUS «KaHIENIpU3MOB». OTMETUTh, HACKOJIbKO YCHUJIWIACh
TEH/ICHIUS TpadapeTn3anuy (BEIIICATh TPUMEPHI TpadapeTHBIX U THIIOBBIX TEKCTOB).

4. Ilpm onmcaHuM NOpSAIKAa aJpPecOBaHMsI YCTAaHOBUTH 3aBUCUMOCTb OQOPMIICHHS
pEKBHU3UTa «aapecaT» OT uepapxuu yupexjaeHuid. IlpuBectu mnpumepsl ajapecoBaHus B
BBIIIECTOSIIINE, PABHBIE U HUKECTOALIEE YUPEKICHUS.

5. Bemmcate nmpumepsl JaTUPOBKH M NEPEBECTH AaThl Ha HOBBIM cTWwib. B XIX B.
pa3zHHIA MEXIY CTHIISIMU paBHsIack 12, B XX B. — 13 gasm.

6. BoinucaTh npuMepsl NOANUCaHUs JOKYMEHTA B MHCTAHLIUAX pPa3HON MOTYMHEHHOCTH U
OMHCATh COCTAB MOJIKUCH.

7. Boinmucath OTMETKH Ha JOKYMEHTAaX U yKa3aTh UX Ha3HaYCHHE, MECTO MTPOCTaBICHHUS.

8. ®opMyIsIpbl JOKYMEHTOB COCTaBUTh 110 CXEME, MPEI0KEHHON B TPETHEM 3aHATHU.

KoHTpoJibHBbIE BONIPOCHI:

1. B uem nposiBuiach TeHACHIMS K YHUGUKAUU (OPMBI U TEKCTa TOKYMEHTa ?

2. Yro Takoe TpadapeTHbIi U TUTIOBOM TEKCTHI ?

3. HazoBuTe coctaB O61aHka TOKyMeHTa ?

4. Yem onpenessicsi XapakTep aApecOBaHUs JOKYMEHTA ?

HcTouyHuKM U JJUTEpaTypa

Hcrounuku:

beikoBa T.A. JlokyMeHTamMOHHOE oOecreueHrne yrpaBieHUs (JIeTOTPOU3BOJICTBO)
[DnexTponHbIii pecypc]; yuedHoe mocooue/ T.A. brikosa, T.B. Ky3nenona. -2-¢ uzn. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 c. - Pexum JIoCTyma:
http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepuaJ K 3aHATHAM
1. lena yupexaenuii 19 B.
2. Kparkuii ciioBapb BUJOB U Pa3HOBUIHOCTEN TOKYMEHTOB.

Tao0nuia
Ananuz ogopmiieHus pekBu3uToB 10KyMeHTOB B XVI- XIX BB.

HaumenoBanue JOKYMCHTOB OcobeHHOCTH O(I)OpMJ'IeHI/ISI PCKBU3UTA

B XVI-XVII BB. B XVIII B XIX
B. B.

Bun noxymenra
ABTOp

Anpecar

Tekcr:
BBEJICHHUE
OCHOBHAas 4acThb
3aKJII0UYCHHUE

5. Jarer
COCTaBJICHUS
MOJTy4YEeHUSs
perucTpanuu

el NS>
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6. CocrtaB ynocToBepeHHs
7. OTMEeTKH Ha JIOKYMEHTE

®opmyasp nokymenta XX Beka. —

Henp 3aHsATHA — W3Yy4EeHHE PAa3BUTHA H OCOOCHHOCTEH (QOPMYISIPOB CIyKeOHBIX
JTOKYMEHTOB XX B.

B pesynbraTe BBIIOJIHEHHS 3aJaHUI CTYJCHT JOJDKEH:

— umemb npeocmasieHue O PErJaMEHTAllUM Ipolecca JOKYMEHTHUPOBAaHUS B
3aKOHOJATENbHBIX akTax XX B., pa3BUTHH GOpMyIsipa JOKYMEHTa, TEHICHIUSX
TpadapeTusanu J0KyMEHTOB;

— 3Hamp BUIBl JTIOKYMEHTOB XX - B., OCOOEGHHOCTH HUX O(QOpPMIIEHHS, COCTaB
(bopmyisipa, nosiBiieHHE OJaHKOB M UX BUJIbI, MOSBIEHUE OTMETOK Ha JOKYMEHTAaX, OTPaXaronX
UX BUKEHHUE B YUPEKJIEHUU U PabOTy C HUMHU.

— YMeTb aHAJIM3UPOBATh KOHKPETHBIE JOKYMEHTHI XX B.; COCTaBIIsAA UX (POPMYIISIpHI.

3agaHus 1J151 CAMOCTOAITEILHOM padoThI

1. M3yunTh BUABI U PA3HOBUIHOCTH IOKYMEHTOB.

2. BoisBuTh 0coOeHHOCTH O(OpMIIEHUSI PEKBU3UTA «aBTOP», OMHCATh COCTAaB OJlaHKA U
€ro BU/IBL

3. I3y4nTh TEKCT TOKYMEHTA.

4. Onucath NOPSAJOK aIpeCOBaHUS JOKYMEHTA.

5. Beimucarbs gaTel cocTaBieHHs, 0OpabOTKU, MOAMMCAHMUS U JAp., yKa3aTb MECTO HX
PacIoNOKEHHU.

6. [Tpoananu3upoBaTh XapakTep yAOCTOBEPEHHUS TOKYMEHTA.

7. Onucats BUIOBI OTMETOK.

8. CoctaBUThH GOPMYIISAPHI 2-X TOKYMEHTOB.

HcTouyHuKM U JUTEpaTypa

beikoBa T.A. JlokyMeHTalmoHHOE oOecreueHne YIpaBiaeHUs (IeI0MPOU3BOJICTBO)
[DnexTponHbIii pecypc]; yuedHoe mocooue/ T.A. breikoBa, T.B. Ky3nenona. -2-¢ uzn. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 c. - Pexum JIOCTYyTIA:
http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepuaJ K 3aHATHAM

1. lena yupexaenuii 20 B.

2. Kpatkuii cioBaps BUAOB U Pa3HOBUIHOCTEH JOKYMEHTOB.

3. COOpHUK 3aKOHOJATEIBHBIX AKTOB MO Jenonpou3BoAcTBY (1917-1970rr.) — VYwueb.
nocoowue nox pexa. A.3. Jlusmua. — M. MIT'MAU, 1973. — 157 C.

Tema 4. @opmyasip COBpPeMEHHOI0 YNPaBJIE€HYECKOT0 [OKYMEHTAa: MNpaBUJia
o(opMJIeHUsI PeKBU3UTOB— 12 yacoB

Lenp 3aHATHS — U3y4CHHUE COBPEMEHHBIX TPEOOBaHMI TOCYIAPCTBEHHBIX CTAHAAPTOB U
HOPMaTHBHO-METOIMYECKUX aKTOB K 0()OPMIICHUIO CITYKEOHBIX TOKYMEHTOB.

B pe3ynbrate BBITIOJHEHUS 3aJ]aHUH CTYJICHT JIOJDKEH:

—  umemv npeocmaeneHue O TEHACHIUSAX pa3BUTHS JOKYMEHTAa U IPHHIIHMIIAX
noctpoeHust popMyisipa-o0pasita OpraHu3auOHHO-PACTIOPS U TEIBHBIX JJOKYMEHTOB;

— 3Hamb COCTaB PEKBU3UTOB M TpPeOOBaHHUS TOCYIaPCTBEHHOTO CTaHIapra K
0(OPMIICHHIO IOKYMEHTA.

— 3HATh COCTaB PEKBU3UTOB U TpeOoBaHus [IpaBui 1e10NpOU3BOICTBA B (he/iepabHBIX
OpraHax HCIOJHHUTEIBHOW BIAaCTH W METOJNYECKUX PEKOMEHIAIMH K COCTaBICHHIO
JIOKYMEHTOB.
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— YMeThb MPOCKTHPOBATHh OJIAHKU JTOKYMEHTOB YUPEKIACHUNA ¥ UMETh HABBIKU PAOOTHI C
rOCY/IapCTBCHHBIMU CTAHIAPTaAMH M METOJWYCCKUMHU YKa3aHHSMH [0 WX BHEIPCHHUIO U
MIPUMEHECHHIO.

3agaHus 17151 CAMOCTOAATEILHOM padoThI

N3yunuTh KOMIUIEKT HOPMATHUBHO-METOJIWYECKUX JTOKYMEHTOB IO JOKYMEHTHPOBAHHIO
YIpaBIEHYECKON ESTENBHOCTH | MeToauueckrue peKOMEeHIalluu 10 pa3paboTKe HHCTPYKIHUI 1O
JIEJIONPOU3BOJICTBY B TIOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpAaBJIEHUS, YTB.
[Ipukazom Pocapxusa ot 24.12.2020 Ne 199.

[IpumepHas UHCTPYKIIHS 10 JIETONPOU3BOACTBY B TOCYAAPCTBEHHBIX OpraHU3AIMIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Onextponnsiii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HammonaneHblli cTaHmapt Poccuiickoit ®enepamun. Cucrema
CTaHAapTOB TO HHpOpMaIMK, OMOIMOTEUHOMY U H3AATENbCKOMY Jeny. OpraHu3alroOHHO-
pacniopsiAuTeNbHAs ToKyMeHTalus. TpeboBanust K 0(hOPMIICHHUIO JOKYMEHTOB // [ DIEeKTpOHHBII
pecypcl]. — M., 2019. Pexxum JoCTyma:
http://www.consultant.ru/document/cons_doc_LAW_216461/.

1. U3yaute I'OCT P 7.0.97-2016 c tpeGoBaHusMH K O(GOPMIICHHIO JOKYMEHTOB,
OTIPEIENIUTh €r0 CTPYKTYPY, COCTaB pPa3zesioB.

2. N3yunts TpeboBanus 'OCTa k 61aHKY TOKyMEHTA.

3. IlpoaHanu3upoBaTh  MPEMIOKECHHYIO  KOJUICKIIMIO  JOKYMEHTOB,  OIPENEIUTh
PEKBU3HTHI, yKa3aTh HEJIOCTATKU B UX PACTIONIOKEHUH B O0(DOPMIICHHH.

4. CocTaBUTh HAa OCHOBAaHHWH PA3JaTOYHOTO Marepuana OnaHKd (OO M JUIsl THChMA)
OpraHu3aluil U NpeanpUsITUA pa3IuYHbIX GOpM COOCTBEHHOCTH C BapHMaHTaMU MPOAOJIbHOTO U
YTJI0BOTO PACHOJIOKEHUSI PEKBU3UTOB.

Yka3aHus o BHINOJHEHHUIO 3a1aHUS.

1.13yunth TpeboBaHUS K COCTaBY M OGOPMIICHHIO PEKBHU3UTOB JOKYMEHTOB WM OJIAHKOB,
n3noxkeHuele B “IlpaBunax Aenonpous3BOJACTBA B TOCYJApCTBEHHBIX OpraHax, OpraHax
MECTHOT'O CaMOYIIPABJICHHsI, YTBEPKACHHBIX ITprKka3zoMm Pocapxusa ot 22.05.2019 N 71. (cm.
pasnen 2 “JlokyMeHTUPOBaHUE YIIPABICHYECKON AEATEIHHOCTH )
2. W3yuuth TpeGoBaHus K OQOpMIIEHHIO OJIAHKOB M PEKBU3UTOB JOKYMEHTOB IO
Hammnonamenomy cranmapty 'OCT P 7.0.97-2016 “Cucrema cranmapToB mo HHGOpPMAIIHH,
OMOIMOTEYHOMY M U3JAaTeNbCKOMY Jeny. OpraHu3alMOHHO-PACIOPSIUTENbHAS TOKYMEHTAIHS.
TpeboBanus K 0OPMIICHUIO TOKYMEHTOB .
3. Usyuuts TpeOoBaHus ‘“MeToanyecKux peKOMEHAaluid Mo pa3paboTKe MHCTPYKIMM 10
JIEIONPOU3BOJICTBY B TOCYJApCTBEHHBIX OpraHax, OpraHaXx MECTHOTO CaMOYIpaBiIeHHS'",
YTIBEpXKACHHBIX MpHuKazoM PocapxuBa ot 24.12.2020 N 199 k OmaHkam H pPEKBU3UTAM
JOKYMEHTOB (TPUIIOKEHHS 2, 3).
4. V3yuuTh NOPEUIOKEHHYIO KOJUIEKIHIO (3-5 JOKYMEHTOB) M aHAIM3UPYS JOKYMEHTHI,
BBISIBUTH HEIOCTaTKM B OQopMiIeHHM OnaHKa (OTCYTCTBHE HEOOXOJHMMBIX PEKBHU3UTOB U
MPaBUJIBHOCTh O(OPMIICHUS WMEIONINXCS); OMPEIeTUTh MPaBUIBHOCTh PACHOJIOKEHUS U
opopMIIeHHST PEKBU3UTOB JOKyMEHTa (3arojioBKa, JaThl M WHJAEKCA, MOAMHCH, OTMETOK O
MOCTYIUICHUU W HANpaBIEHUH TOKYMEHTa B JIENO U JIp.).
5. Ha ocHOoBe pa3garoyHoro Marepuana CHPOEKTUPOBATH OJIaHKH JIOKYMEHTOB
KOHKPETHBIX OpPraHU3allii U TOCYIapCTBEHHBIX OPraHOB B COOTBETCTBUHU C TPEOOBAHUSIMHU
I'OCT P 7.0.97-2016. KoHTposbHbBIE BOIPOCHI

1. MMepeuncnure BUABI HOPMATHBHBIX AKTOB, PETIAMEHTHPYIOIIME JOKYMEHTHPOBAHUE
YIIPaBJIEHUYECKOH eATETLHOCTH.

2.Yem pasnauuarorcss oOmMi OnaHk M ONaHK IMCbMa, OJAHK KOHKPETHOTO BHJA
JOKYMEHTA.
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HcTouynuku u Juteparypa

HUcrounuku:

@enepanbHblii KOHCTHUTYHMOHHBIM 3akoH oT 25 nekabps 2000 r. Ne 2-OK3 «O
Tl'ocynapctBerroM repbe Poccuiickoit @enepanuu» // [DnexTpoHHbid pecype]. — M., 2019. —
Pexum nocryna: http://www.consultant.ru/document/cons_doc_LAW_29674/.

[IpaBuna menONMpPOM3BOJACTBA B TOCYHAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoympaBiieHus1, yTB. [Iprka3om Pocapxua ot 22.05.2019 Ne 71 // [DnexTpoHHbIi pecype]. —
M., 2021. — Pexxum poctyna: http:// https://base.garant.ru/72291836/.

Mertoanyeckne pPeKOMEHAAUU 10 pPa3pabOoTKe WHCTPYKIHHA IO JEIOIPOU3BOJCTBY B
TOCYIapCTBEHHBIX OpraHaxX, OpraHax MECTHOTO caMoyrpaBicHus, yTB. [Ipuka3zom PocapxuBa oT
24.12.2020 Ne 199 /I [Dnektponnsiii pecypc]. — M., 2021. — Pexum mpocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHas MHCTPYKIUS IO JACTOMPOU3BOJICTBY B TOCYIAPCTBEHHBIX OPTaHU3AIIMSIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Onextponnsiii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'oCT P 7.0.97-2016. Hamumonaneubiii cranmapt Poccuiickoit @enepanuu. Cucrema
CTaHAApTOB TO WHpOpMaNK, OMOTMOTEUHOMY W H3AATENbCKOMY Jeny. OpraHu3armoHHO-
pacnopsiAnTeNbHAs ToKyMeHTalus. TpeboBanust K 0pOpMICHUIO JOKYMEHTOB // [ DIEKTPOHHBII
pecypcl]. — M., 2019. Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW _216461/.

I'OCT P 7.0.8-2013 [denonpou3BOJACTBO M apXMBHOE J1€710. TepMHUHBI U OMPEHCIICHUS. -

[DnexTpoHHbIN pecypc]. - M., 2019. Pexxum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
Jluteparypa:

beikoBa T.A. JlokyMeHTanMOHHOE oOOecreueHrne YIpaBiaeHUs (ZI€IOTPOU3BOJICTBO)
[DnexTponHbIit pecypc]; yuedHoe mocooue/ T.A. breikora, T.B. Ky3nernosa. -2-¢ uzn. nepepad. u
JIOTI. — Mockaa: HNudpa-M, 2018. -304 c. — Pexum JOCTyTA!
http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepuas K 3aHATHAM:

- TOCT P 7.0.97-2016. Hanuonaneuslii ctangapt Poccuiickoit denepanuu. Cucrema
CTaHIapTOB MO uHpopManuu, OUOITUOTEYHOMY U U3JATeNbCKOMY neny. OpraHu3alMoOHHO-
pacrnopsiauTenbHas JoKkyMeHTanus. TpeboBaHus K 0pOpPMIICHUIO TJOKYMEHTOB.

- IlpaBuna nenompou3BOACTBA B TOCYNApPCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoympasiieHus, y1B. [Iprkasom PocapxuBa ot 22.05.2019 Ne 71 // [DnextpoHHbIi pecype]. —
M., 2021. — Pexxum poctyma: http:// https://base.garant.ru/72291836/.

MeTtonuyeckre peKOMEHIAlMKU IO Pa3padOTKe WHCTPYKUUN MO AEIONPOU3BOJACTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoymnpasienus, yTB. [Ipukaszom PocapxuBa oT
24.12.2020 Ne 199 // [Dnekrponnsiii pecypc]. — M., 2021. — Pexum mpoctyma: http://
http://www.consultant.ru/document/cons_doc_ LAW_373895/.

[IpumepHas HHCTPYKIMS MO EIONPOU3BOACTBY B TOCYJaPCTBEHHBIX OpraHU3alMsIX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHslii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

— Konneknus JOKyMEHTOB.

Tema S. OprannzanMoHHbIe, pacNOPAAUTEIbHbIC I HHPOPMALMOHHO-CIIPABOYHbBIE
AOKYMeHTbI — 28 yacoB

JoxyMeHTHpOBaHUE PACTIOPAIUTEIbHON AeATEIbHOCTH —

Lenp 3aHsaTHS — M3ydeHHE TPeOOBAHUIN TOCYAAPCTBEHHBIX CTaHIAPTOB M HOPMATHBHO-
METOJUYECKUX aKTOB K COCTaBICHUIO U OG(OPMIICHUIO PACIOPATUTENBHBIX JOKYMEHTOB,
MOJIy4€HHE HABBIKOB UX COCTABICHUS U 0(OPMIICHHUS IO 33/1aHHBIM CUTYaIIUSIM.

B pe3ynbTaTe BbINOJIHEHUS 3aJaHUI CTYJAEHT J0JDKEH:
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— uMmemp npedcmasiienue O CUTYyalUsX, TPEOYIOIIMX H3AAHUS PACTIOPSTUTEIHHBIX
JOKYMEHTOB;

— 3Hamb BUIBl PACTIOPSIUTEIBHBIX JOKYMEHTOB; COCTaB PEKBH3UTOB (hopMmyrsipa
pacnopsaUTENbHOTO IOKYMEHTA U TPEOOBAHUS K UX COCTaBJICHUIO U 0(OPMIIECHUIO.

— yMeTb COCTaBIAITh U O(OPMIATH PACHOPSAUTENBHBIE AOKYMEHTHI 1O 3aJaHHBIM
CUTYallUsIM U MIMETh HaBBIKU MX 0(POPMIICHHUS Ha KOMIIBIOTEPE.

3agaHus 1J151 CAMOCTOAATEILHOM padoThI

1. U3yuuts TpebGoBaHUS, MpEbSBISIEMble K COCTAaBICHHUIO U  OQOPMIEHUIO
pacnopsAUTENbHBIX TOKYMEHTOB.

2. CocraBuTh 1 OPOPMHUTH TIPUKA3 TIO OCHOBHOH JIEATETLHOCTH.

3. CocraBuTh 1 OPOPMHUTH PACTIOPSDKEHHE.

Yxa3aHusi 10 BBINOJHEHUIO 3a1aHUS

1. YTo4HuTH COCTaB pEKBU3UTOB, BXOIAIINX B (POPMYJISIp MPUKA3a, paCHOPSKEHUS.

N3yuute TpeboBaHusi MeToauueckne pPEeKOMEHJAUU IO pa3paboTKe MHCTPYKIUN IO
JIEIONPOU3BOJICTBY B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIpAaBJIEHUS, YTB.
[Ipukazom Pocapxusa ot 24.12.2020 Ne 199, IIpumepHON MHCTPYKIMHU TIO JEJIONPOU3BOACTBY B
rocy/lapCTBEHHbIX opraHuzanusx, yrB. [Ipukasom PocapxuBa ot 11.04.2018 Ne 44) x cocraBy
PEKBU3UTOB U CTPYKTYpE TEKCTA MPUKa3a [0 OCHOBHOMN J€SITEIbHOCTH.

YTOUHUTH pa3inuus B COCTABICHUH MpHKa3a [0 OCHOBHOM AEATEIbHOCTH U MO JIUYHOMY
cocTaBy, oOpalas BHUMaHHE Ha MOPSIOK OGOPMIIEHMS CCHUIKM (YIIOMUHAHHUS) Ha Jpyroi
JOKYMEHT ¥ YHU(UKALHIO TEKCTOB MPUKA30B M0 JUYHOMY COCTaBY.

2. CocTaBUTh JOKYMEHTHI Ha OCHOBE MPEJIOKEHHBIX MTPEToAaBaTeNieM CUTYalHi.

KoHTpoJibHBIE BOIPOCHI

1. TlepeuncnuTe peKBU3UTHI, BXOIAIINE B POPMYIISIp MTPUKa3a.

2. HazoBuTe cTpyKTypy NpHKas3a o OCHOBHOH JCSATEIILHOCTH.

3. UeM oTinyaercs CTPYKTypa TEKCTa IpHUKaza IO JMYHOMY COCTaBy M OCHOBHOMU
NEeSATENbHOCTH.

4. Ha3oBuTe CpOKH XpaHEHUs IPUKA30B.

5. HazoBuTe pekBU3UTHL, BXOIAIINE B POPMYIISP PACTIOPSIKECHHUSL.

6. UeM oTaMyaeTcsi CTPYKTypa TEKCTa pacHoOpsHKEHHS OT IMpHKa3a MO0 OCHOBHOMU
NEeSATENbHOCTH.

HcTouyHuKM U IUTEpaTypa

Hcrounuku:

MeTtonuyeckre peKOMEHIAMKU IO Pa3padOTKe HMHCTPYKUUN IO AEJONPOU3BOJACTBY B
roCyJAapCTBEHHBIX OpraHax, opraHax MECTHOTO camoynpasieHus, yTB. IIpukazom Pocapxusa ot
24.12.2020 Ne 199 /I [Dnekrponnsiii pecypc]. — M., 2021. — Pexum pocrtyma: http://
http://www.consultant.ru/document/cons_doc_ LAW_373895/.

[IpumepHass MHCTPYKIMSL 1O  JI€JONPOU3BOJCTBY B  TOCYJAapCTBEHHBIX
opranmzanusx, yrB. [Ipukazom Pocapxua ot 11.04.2018 Ne 44) // [DnexTpoHHBIH pecypc]. —
M., 2019. Pexum Ilocranosnenue IIpasurensctsa PO ot 15.06.2009 Ne 477 «O0 yrBepkIeHUH
[IpaBun  genompou3BojAcTBa B (efepalibHBIX — OpraHax  MCIOJHUTENbHOH  BiacTuy//
[DneKTpOHHBII pecypc]. - M., 2019. - Pexum JIOCTyTIA:
http://www.consultant.ru/document/cons_doc_LAW _88695/.

I'OCT P 7.0.97-2016. HaumonaneHubiii cranmapt Poccuiickoit @enepaunn. Cucrema
CTaHJApTOB MO HH(opMaluKu, OUOIMOTEUHOMY M H3JaTeNbCKOMY Jeny. OpraHu3alioHHO-
pacriopsauTenbHas JokyMeHTanus. TpeboBaHus K 0pOPMIEHUIO TOKYMEHTOB // [DIeKTpOHHbBIN

pecypce]. — M., 2019. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW 216461/.
JIureparypa:

beikoBa T.A. JIoKyMEHTallMOHHOE OOECIeUeHUE YIpaBiIeHUs (JEJIOMPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebnoe mocodue/ T.A. beikoBa, T.B. Ky3Henosa. -2-e u3n. nepepad. u
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JIOTI. — Mockaa: Nudpa-M, 2018. -304 c. — Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/

Pa3znaTouHblii MaTepuaJl K 3aHATHAM:

Metouueckie pekoMeHJaluu M0 Pa3pabOTKe MHCTPYKLUUH IO JEJONPOU3BOJCTBY B
roCcy/lapCTBEHHBIX OpraHax, OpraHax MeCTHOIro caMmoyrpasieHus, yTB. IIpukasom Pocapxusa ot
24.12.2020 Ne 199 /I [Dnekrponnsiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHas HHCTPYKLHKSA O JEJIONPOU3BOICTBY B FOCYAAPCTBEHHBIX OPraHU3alUsiX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponusiii pecypc]. — M., 2019. Pexum
I'OCT P 7.0.97-2016. HatmonaneHslit crangapt Poccuiickoit @enepannn. Cuctema cTaHIapTOB
no  uHpopManuy, OuOIMOTEYHOMY UM  U3JATeNbCKOMy  neny.  OpraHu3anuoHHO-
pacrnopsauTenbHas JoKyMeHTauus. TpeboBaHus K 0(pOpPMIIEHUIO JOKYMEHTOB.

AnpOoM yHHUPUUIMPOBAHHBIX (POPM MEPBUYHON YUETHOUN JOKYMEHTALUU MO YYETY Tpyaa
U €ro OIIaThl, yTBEpKIeHHbIN mocTaHoBiaeHHeM ['ockomcrata PO ot 05.01.2004 Ne 1.

Martepuansl ¢ WHAMBUAYAJbHBIMH 3aJaHUSIMU JUISI CaMOCTOSITEIBHOTO COCTaBJICHUS
MIPUKA30B U PACTIOPSKEHUM.

JlokyMeHTHpOBaHUeE 1eATeJbHOCTH KOJJIerHAJbHbBIX OPTaHOB —

Henp 3ansTHsS — u3ydyeHHe TpeOOBaHUN K JOKYMEHTaM, CO3/aBaéMbIM B IIpolecce
MOATOTOBKH U 00CTYKHBaHUS COBEILIaHUH.

B pe3ynbraTe BRINONHEHUS 3a/1aHU CTYACHT JOJDKEH:

— umemb npedcmaenenue O BUAAX KOJUJIETHAIBHOM NEATENBHOCTH M MOpsAkKe eé
JTOKYMEHTUPOBAHNUS;

— 3Hamp COCTaB JOKYMEHTOB, CO3/1aBa€MbIX MPHU MOATOTOBKE COBELIAHUH, TpeOOBaHUS
K (popMynsipy MpoTOKOJIa, MOPSIIKY €ro COCTaBICHUS U OQPOPMIICHHUS;

— YMeTb COCTaBJIATh U O(POPMIIATH MPOTOKOJI U JOKYMEHTHI, CO3/IaBaeMble B MpOIeCcCe
MOATOTOBKH COBEIAHUS.

— YMeTb COCTaBIISITh U O(OPMIISTH BBIIIKUCKY U3 IPOTOKOJIA.

— YMeTb COCTaBJISITh U 0(OPMIISITH PEIICHHE.

3ananus 1J151 CAaMOCTOSATEILHOM padoThI

1. V3yuuth TpeboBaHMsl, IPEIbIBIsIEMbIe K COCTABICHUIO U 0(QOPMIICHHIO MPOTOKOJIA U
pelIeHus.

2. CocTaBuTh NpUTIIAlICHUE Ha 3ace/IaHue.

3. CocTaBUTh IPOTOKOJ COBEIIAHUS.

4. OopMHUTH BBITTUCKY U3 MPOTOKOJIA.

5. Odopmurs perieHue.

Yka3aHusi 0 BbINOJHEHHIO 3a/1aHUS.

1. YTouHuth STambl MOATOTOBKHU COBEIIAHUNA W BUABI JOKYMEHTOB, CO3[aBacMbIX Ha
Ka)/I0M 3Tarne (OBeCTKa JIHs, CIIUCKU YYaCTHUKOB U T.11.).

2. YTOUHUTh OCOOEHHOCTH (OopMyisipa MPOTOKOJa, TPeOOBaHUS K PEKBU3UTAM,
U3JI0KEHHbIE B TOCYIAapPCTBEHHOM CTaHIApTe U METOAMYECKHX PEKOMEHIalusX, oOparas
BHHMAaHME Ha COCTaB MH(pOpPMALUU B TEKCTE MPOTOKOJA, OCOOEHHOCTH €ro MOANUCAHUS, CPOKH
opopMIICHHUS.

3. Ompenenutsb pa3iandus TpeOOBAHHH K MPOTOKOIY MOTHOMY U KPATKOMY.

4. CocTaBUTh CaMOCTOSITEIBHO Ha OCHOBAHMHU pa3aTOYHOIO MaTepualia MPOTOKOJ,
BBIIIMCKY U3 MIPOTOKOJIA, PELLICHUE.

KoHTposabHbIE BONIPOCHI:

1. MMepeuncnure pekBU3UTHI, BXOAAIIME B GOPMYIISP IPOTOKOIIA.
2. Ha3oBuTe CTpyKTYpYy TEKCTa IPOTOKOJIA.
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3. B uém oTaHYHMe IPOTOKOJIA TOJHOTO M KPAaTKOTO.

4. VkaxkuTe NOpANOK MOATOTOBKH COBEIAHMS M KAKHE JOKYMEHTHI CO3JAIOTCS B XOJE
MOJrOTOBKH.

5. Ilepeuncante peKBU3UTHI, BXOAAIIHE B POPMYISP PELICHHUS.

6. B ueM Ha3HaYEHME BBIIUCKU U3 OPOTOKOJIA.

HUcTounuku u aureparypa

HUcrounuku:

Metouyeckie pekoMEHIAlUU M0 Pa3pabOTKe MHCTPYKUMHM IO JEJIONPOU3BOJACTBY B
roCyJapCTBEHHBIX OpraHax, opraHax MECTHOTO camoymnpasieHus, yTB. [Ipukazom Pocapxua ot
24.12.2020 Ne 199 /I [Dnektponnsiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHas UHCTPYKITUS 1O IETOMPOU3BOJICTBY B TOCYaPCTBEHHBIX OpraHU3alMIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HanumonaneHusiii ctannapt Poccuiickoit ®enepanuu. Cucrema
CTaHAapTOB TO wHpOpMaNK, OMOTMOTEUHOMY W H3AaTeNbCcKoMy Jeny. OpraHu3almoHHO-
pacriopsiAnTeNbHAs TOKyMeHTalus. TpeboBanus K 0POPMIIEHUIO JOKYMEHTOB // [ DIEKTPOHHBII
pecypc]. — M., 2019. Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P 7.0.8-2013 [denonpou3BOJACTBO M apXHUBHOE N1€70. TepMHUHBI U OMPEACIICHUS. -

[DnexTpoHHbII pecypc]. M., 2019. Pexum JIOCTYTIA:
http://www.consultant. ru/document/cons doc_LAW _163800/.
Jluteparypa:

beikoBa T.A. JlokyMeHTamMoHHOE oOecreueHrne yhpaBieHUs (JIeTOTpPOU3BOJICTBO)
[DnexTponHbIit pecypc]; yueoHoe nmocooue/ T.A. beikosa, T.B. Ky3nenona. -2-¢ uzn. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. - Pexxum JIOCTyTa:
http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepuaJ K 3aHATHAM

Metonuyeckie pekOMEHIAlMU M0 Pa3pabOTKe WHCTPYKUUN IO AEJONPOU3BOJACTBY B
roCyIapCTBEHHBIX OpraHax, OpraHax MECTHOTro camoyrpanienus, yTB. [Ipuka3zom PocapxuBa ot
24.12.2020 Ne 199 /I [DOnexrponnsiii pecypc]. — M., 2021. — Pexum pgoctyma: http://
http://www.consultant.ru/document/cons_doc_ LAW_373895/.
[IpumepHass WHCTPYKIUS MO JEJIOMPOU3BOJACTBY B TOCYAApCTBEHHBIX OpraHMU3alMsIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Onexkrponnsiii pecypc]. — M., 2019. Pexum
nocrymna: http://www.consultant.ru/document/cons_doc_LAW _305137/.

Martepuansl ¢ WHAMBUAYAIbHBIMH 3aJaHUSIMU Ui CAaMOCTOSITEIbHOTO COCTaBJICHHUS
JOKYMEHTOB.

CocraBieHue HH(POPMAIITHOHHO-CIIPABOYHBIX JOKYMEHTOB —

Lenp 3aHsaTHS — M3y4YeHHE Ha3HAUYCHUS WH(GOPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB H
ocoOeHHOCTEH 0opMIIEHHS KaXI0TO BUIA STOM IPYIIBI JOKYMEHTOB.

B pe3ynbTaTe BBINOJIHEHUS 3aJaHUI CTYJEHT JA0JKEH:

—  umemb npedocmaegnenue 0 TUIIOBBIX CUTYalUsIX, opopMITSIEMBIX
yHUPHUIHPOBaHHBIMU (popMaMu WH(YOPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB;

—  3Hamp BUIH HTHPOPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB; TpeOoBaHUs K (GOpMYIspy
Ka)XJIOTO BHJIA;

— YMeThb COCTaBJITh BCE€ BUABI WH(OPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB M UMETh
HABBIKU UX 0(OPMIICHHS Ha KOMIIBIOTEPE.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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3aganust 11 CaMOCTOSITEIbHOM PadoThI

1. U3yuuth mnpaBuia cocTaBieHHs W OQopMiIeHus HWHPOPMALMOHHO-CIPABOYHBIX
JOKYMEHTOB, 00paTUB BHUMaHHE Ha 0COOCHHOCTH TPEOOBAaHUI K KOXKIOMY BUY.

2. CocraButh u oopmuth B cooTBeTcTBUU ¢ TpeboBanusmu ['OCT P 7.0.97-2016 wu
MeTtouuecKkux peKOMEH AU

® JIOKJIQJHYIO 3alMCKY (BHYTPEHHIOIO U BHEILHIOHN));
OOBSICHATENBHYIO 3aITUCKY (BHYTPEHHIOI ¥ BHEIITHIOK));
CIIPaBKY;
aKT;
nucbMa (rapaHTUiiHOE, HallOMHUHAHUE, MpUTJalleHue, YBEAOMIICHHE, PEKIaMaluio U

T.J.).

Yka3aHus 1Mo BbINOJHEHUIO 32 IaHUsI

1. Vrounurs Buasl HMHPOPMALUMOHHO-CIIPABOYHBIX JOKYMEHTOB M HPH  KaKHX
YIPaBIEHYECKUX CUTYAUsIX OHU CO3/1at0TCA.

2. BEIABUTE 0COOEHHOCTH KaKI0T0 BHIa HH(POPMALMOHHO-CIIPABOYHOIO JOKYMEHTA.

3. U3yunts TpeGOBaHUS TrOCYJIAPCTBEHHOIO CTaHAapTa K O(GOPMIIEHHIO PEKBH3HUTOB,
BXOJSIIIIMX B TUIIOBOW (POPMYIISIp KaXKJ0TO BUa MHGOPMAIIMOHHO-CIIPABOYHOTO IOKYMEHTA.

4. CocraButh 1 0QOPMHUTE JOKYMEHTHI B COOTBETCTBHH € MOJIYYEHHBIMH 3aaHUSIMH.

KoHTpoJibHBIE BONIPOCHI
JlaiiTe onpenieneHre U YKaKUTE TUTIOBOU (hOpMyIIsip:

JIOKJIaJHOM 3aITHCKH;

OOBSACHUTEILHON 3aIIMCKH;

CIPaBKH;

aKTa;

CITY’)K€OHOTO MHChMa (HA30BUTE €r0 Pa3HOBHIHOCTH);
VYkaxute 0c00eHHOCTH 0(OPMIICHHUSI THCEM.

B uém ocobeHHOCTh 0(hopMIIEHUS THChbMA-OTBETA.

. Kakue TpeboBanus NpeIbaBISIOTCS K TEKCTY MHUCEM.

HcToyHuKM U JIUTEpaTypa

Hcrounuku:

Metoauueckue — peKOMEHAALUU 1o pa3paboTke UHCTPYKIUI 1o
JIEIONPOU3BOJICTBY B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYMpAaBIEHUS, YTB.
IMpukaszom PocapxuBa ot 24.12.2020 Ne 199 // [Dnextponnsiii pecypc]. — M., 2021. — Pexum
nocrymna: http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass WHCTPYKIUS MO JEJIOMPOU3BOJACTBY B T'OCYIAapPCTBEHHBIX OPraHU3alUAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 No 44) // [Onexrponusiii pecypc]. — M., 2019. Pexum
nocrymna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HaumonaneHubiii crannapt Poccuiickoit @enepauun. Cucrema
CTaHIapTOB MO HH(pOpManuu, OHMOTUOTEYHOMY U U3JaTeNbCKOMy neny. OpraHu3airoHHO-
pacnopsauTensHas ToKyMeHTanus. TpeboBaHus K 0QOPMIICHUIO JOKYMEHTOB // [ DIEKTPOHHBIN
pecypc]. — M., 2019. Pexxum JocTymna:
http://www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO U apXUBHOE Jef0. TepMUHBI U ONpeeNeHus.-

A WN e o o 0 o

[DneKTpOHHBIH pecypc]. - M., 2019. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
JIureparypa:

beikoBa T.A. JIoKyMEHTallMOHHOE OOeCIeueHHe YIpaBJieHUs (JIEIOMPOU3BOJICTBO)
[DnexkTpoHHBIH pecypc]; yauebnoe nmocodue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e u3n. nepepad. u
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JIOTI. — Mockaa: Nudpa-M, 2018. -304 c. — Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/

Pa3naTouyHblii MaTepHuaJ K 3aHATHAM

I'OCT P 7.0.97-2016. Hanumonaneublii cranpapt Poccuiickoit ®enepanuu. Cucrema
CTaHAApTOB TO HHPOpMALNK, OUOIMOTEYHOMY W H3JaTelIbckoMmy aeny. OpraHuzalmoHHO-
pacropsauTenbHas JOKyMeHTaus. TpeGoBaHus K 0(QOPMIICHUIO JOKyMEHTOB.

Metouyeckie pekoMEeHIAlUU M0 Pa3pabOTKe HMHCTPYKUUN IO AEJIONPOU3BOJACTBY B
rocy/lapCTBEHHBIX OpraHax, OpraHax MeCTHOIro camoyrpasieHusi, yTB. IIpukasom PocapxuBa ot
24.12.2020 Ne 199 /I [Dnekrponssiii pecypc]. — M., 2021. — Pexum nocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

Matepuansl ¢ WHAMBUAYAJbHBIMH 3aJaHUSIMU JUISI CaMOCTOSITEIBHOIO COCTaBJICHMUS
JOKYMEHTOB.

Tema 6. Kommiaekchl nokymenToB. HayuyHo-ucropuueckas W mnpakTHuyecKas
LHEeHHOCTH IOKyMeHTa— 8 yacoB

[IpoBoasTCS 1BE 03HAKOMUTENBHBIE SKCKYPCHH B TOCYIAPCTBEHHBIE apXUBBI.

9.3. Nubie MmaTepuaiIbl
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AHHOTAIMS JUCUMUILIMHBI

HucuuruiiHa  (Moxynab) — peanu3yercss Ha  (akylbTeTe  apXUBOBEACHUS |
JTOKYMEHTOBEIeHUST Kaeapoil JOKYMEHTOBEICHUs, ayIMOBU3YaIbHBIX M HAYYHO-TEXHHUECKUX
apXUBOB.

Henp  aucuumiauHel —  HM3y4EHHME  3aKOHOMEPHOCTEM  JTOKyMEHTOOOpa3oBaHMS,
CKJIa/IbIBAaHUSI U Pa3BUTHS CUCTEM JOKYMEHTAllUM, TEOPETUUECKUX M IPAKTUUYECKUX MHpoldiieM
CO3JaHMsI JIOKYMEHTOB OpraHaMu TIOCYJapCTBEHHOM BJIAcTH, MECTHOIO CaMOYIpPaBICHUS U
OpraHu3aIusaIMHe JI000# OpraHU3allnOHHO-TIPABOBOM (DOPMBIL.

3agauM JUCHMIIHHBI:

— TI0Ka3aTh B3aUMOCBS3b HH(OPMALUU U JOKYMEHTA;

— TPOCIETUTH 3BOJIOLHUIO JOKYMEHTa, KaK HOCUTEIN HH(pOpMalY, pa3BUTHE CIOCOO0B
JOKYMEHTUPOBAHUS U MAaTEPUAJIOB JUIsl PUKCAIMKU HH(OpMALINH;

— NpOaHAIU3MPOBATh MPOIIECC CKIIAAbIBAHUS U Pa3BUTUS POPMYIIsipa JOKYMEHTA;

— NPOAHAIU3UPOBATH MPOIIECC CKIAABIBAHUS U PA3BUTHS CUCTEM JOKYMEHTALIMH;

— BBISIBUTH U TOKa3aTh TEHJCHIMH YHU(DUKAIMM, CTaHIApPTU3ALMKU U Kilaccuukanuu
KaK OTJEJIbHBIX (DOPM JTOKYMEHTOB, TaK U CUCTEM JOKYMEHTAILUU B IIEJIOM;

— TI0Ka3aTh COBpEMEHHbIE TPeOOBaHMS K COCTaBICHHIO U 0(OPMIIEHHIO IOKYMEHTOB;

— TIPUBUTH HABBIKU aHAJIN3A JOKYMEHTA;

— TIPUBHUTH HABBIKM COCTABJEHMS JIOOBIX BHJIOB JIOKYMEHTOB U TPOEKTHPOBAHHS
YHU(PUIIMPOBAHHBIX (OPM  JOKYMEHTOB, CHCTEM JOKYMEHTAUH U HHPOPMAIMOHHO-
JOKYMEHTAllMOHHON CUCTEMBI YUPEKICHUSA B LIETIOM.

JucrunauHa (MOIyJb) HarpaBjieHa Ha (POPMUPOBAHKE CICTYIOMINX KOMITCTCHITHI:

OIIK -2.3. Pemaer ynpapiieHuUecKHe 3a7a9u B chepe JOKYMEHTAIMOHHOTO 00CeCTICUCHHUSI
YIpaBJICHUS U apXUBHOTO Jiejia

OIIK -3.3. Hcnonp3yeT B3aMMOCBSI3M JOKYMEHTOBEICHUS M apXUBOBEICHUS CO
CMEXHBIMU HayKaMH ¥ HAyYHBIMHU AUCIUIUTHHAMUA

B pesynbpTaTe 0CBOCHUS UCITUTUIMHBI (MOYIISI) OOYJYaIOUTUNACS TOJDKEH:

3HaTh:

dbyHKUIMH TOIpa3ieneHuil B chepe JOKYMEHTAIIMOHHOTO 00CCTICUCHH S YIIPABIICHUS U
apXHUBHOTIO JIENIa;

CMEXHBIE C IOKYMEHTOBEICHUEM U apXHMBOBEJICHUEM HAYUYHbIEC JUCLUILIIUHBI.

YMmerh.

BBITIOJIHATE Pa0OTy MO JOKYMEHTAIMOHHOMY OOECHEUYEeHHIO YIPABJICHUS U apXUBHOMY
XpaHEHUIO;

BBIBJISITH B3aUMOCBSI3U MEXIY IJOKYMEHTOBEACHUEM, apXUBOBEJIECHUEM WU JPYTHMU
Hay4YHBIMH JIUCUUTUIMHAMH

Biaagern:

HaBbIKaMU BbIOOpa Hanbosee ONTUMAILHOTO PEIICHHUs YIIPaBICHYECKUX 3a1au B cepe
JOKYMEHTAI[MOHHOTO O0eCTieueHus yIPaBIeHUs U apXUBHOTO JIeTa,

HaBbIKaMU UHTEPIIPETALUY 3HAHUH B 00JIaCTU CMEXHBIX HAYYHBIX JUCHUIIINH TPU
pelnieHue 3aaa4d B chepe TOKyMEHTOBEICHUS U apXUBOBEICHHUS.

Ilo mucummnHe (MOIIy.]'IIO) npeaAyCcMoOTpCHa MPOMEKYTOUHAA aTTCCTAllUA B (I)OpMC 3a4ycTa
M OK3aMcCHa.

0611[351 TPYAOCMKOCTb OCBOCHHA AUCHUINIMHBI COCTABIISCT 8 3a4eTHBIX CAWHUIIL, 304
gaca.
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