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I. IlosicuuTebLHAA 3alHCKA
1.1. Heas u 32024y JUCHUILTHHBI (MOTYJIA)

Henp mucuumnuasl  — Llenp  OUCHUIUIMHBI —  HW3yYe€HHE  3aKOHOMEPHOCTEH
JTOKYMEHTOOOPa30BaHUsI, CKIAJBIBAHUS U PA3BUTHUSI CHUCTEM IOKYMEHTAIlUU, TEOPETUUECKUX U
MPAKTUIECCKUX MPOOJIEM CO3JaHMs JIOKYMEHTOB OpraHaMH rOCYJapCTBEHHOH BJIACTH, MECTHOTO
CaMOYIIPABIICHUS ¥ OPTaHU3AMMUSIMHE JTFOO0H OpraHU3aIl[HOHHO-TIPAaBOBOM (hOPMEI.

3agayu JMCHMIIJINHDI:

— TOKa3aTh B3aUMOCBSI3b HH(POPMAIIUU U IOKYMEHTA;

—  MPOCIEAUTH IBOJIOIUIO JOKYMEHTA, KaK HOCHTENS HH(OPMAIIUHU, pa3BUTHE CITOCOOOB
JIOKYMEHTHPOBAHUS W MaTEPUAJIOB [Tl (prKcaruu HHGOpMaIvH;

— TMPOAHATU3UPOBATH MPOLIECC CKIAABIBAHUS U pa3BUTHS (POpPMYIsipa JOKYMEHTA;

— MPOAHATU3UPOBATH MPOLIECC CKIAIBIBAHUS M PA3BUTUS CUCTEM JIOKYMECHTAIIUH;

— BBIABHTH W IMOKa3aTh TECHACHIIMHM YHU(DHKAIMH, CTAHIAPTH3AIMN U KiIacCH(DHUKAIIN
KaK OTACIBbHBIX (hOPM JOKYMEHTOB, TaK M CUCTEM JIOKYMCHTAIIUH B IIEIIOM;

— IOKa3aTh COBPEMEHHBIE TPEOOBAHUS K COCTABICHUIO U O(OPMIICHUIO TOKYMEHTOB;

— TPUBUTH HABBIKU aHATN3a JOKYMEHTA;

— TPUBHTH HABBIKM COCTABJICHUS JIFOOBIX BHJOB JOKYMEHTOB M IPOCKTHPOBAHHS
YHHU(PUITUPOBAHHBIX  (OPM  JIOKYMEHTOB, CHCTEM JIOKYMEHTAlMH W HH(POPMAIMOHHO-

JOKYMEHTALlMOHHOM CUCTEMBI YUPEKIACHUS B LIETIOM.

1.2. ®opmupyemMble KOMIETEHUHH, COOTHECEHHbIe C IUIAHMPYEMbIMH Ppe3yJbTaTaMH

00yuYeHus1 Mo TUCHMILINHE (MOTYJII0):

Koambi Coaepixanue Ilepeyenn IVIAHUPYEMbIX  Pe3yJbTaTOB
KOMIIETEeHIHI | KOMIIeTeHIM o0y4eHHUsI O TUCHHUILINHE
OK 4 Cnoco6HOCTH 3HaTh: OTpaciy mpaBa, UICTOPHUIO UX (popMHUpOBaHUS

HCITOJIB30BaTh OCHOBEI | M pa3BuTHA B Poccun
MPaBOBBIX  3HAHUN B

Pa3IUYHBIX cepax | YMETh: HCIIONB30BATH 3HAHUSA B 00JIACTH NPaBa U
CATETBHOCTH IPaBOBBIE PECYPCHI B MPOhECCHOHAIBLHOM
JEATENbHOCTH

Brnagetrs: HaBbIKAMHM TIONCKa W HCIOJIB30BAHUS
NpaBoBOH WHGpOpPMAIUK JIISL  pElIeHUs  3ajaad
npoecCHOHaTbHOMN JCITEITBHOCTH

OIIK 1 Cnioco6HOCTH 3HaTh: OCHOBHBIE METOJIBI U CPECTBA MTPOBEIACHUS
HCIIONTb30BaTh TEOPETUICCKHUX UCCIICTOBAHUIMA

TEOPETUYECKUE 3HAHUS W
METOIbI HCCIIeIOBAHMS Ha | ¥ METh: IPUMEHSTH TOJTyYEHHBIE TEOPETUIECKHUE
3HAHWS JJIsl pelIeHsI 3a1a49 npohecCHOHATBHOM




MIPAKTHKE

JCATCIIBHOCTH

Brnaners: HaBbIKaMH TNPOBEACHUS TEOPETHUUECCKUX
WCCIIEJOBaHUH B  paMKax  00pa3oBaTeIbHOrO
mpomecca W JanbHEWmed mpodeccHOHATBHON
JIEATEIbHOCTH

1.3.

MecTo TucHUNIHHBI (MOIYJIAA) B CTPYKTYPe OCHOBHOM 00pa30BaTe/ibHOI NMPOrpaMMbl

Hucrunnuaa (Momynb) «JloKyMeHTOBEACHHE» OTHOCUTCA K 0a30BOMl 4vacTu OJoka

JUCIUITIINH y‘IGGHOI‘O I1J1aHa.

IL]'DI OCBOCHUs OUCHUIIIIWMHBI HGOGXOI[I/IMBI KOMIICTCHIIUH, C(bOpMI/IpOBaHHBIG B XO0AC

n3ydeHus cneayrommx aucuumuind: Mcropus Poccun XIX — nayana XX Beka.

B pe3ynbTare 0cBOCHMS TUCHMILIMHBI (POPMHUPYIOTCS KOMIIETEHIIMH, HEOOXOAUMBIE ISt

W3Yy4YEeHUs CIACAYIOMUX JUCHUIUINH U IPOX0XKAeHus npakTuk: Opranuzanus u trexnonorus OV,

KanapoBoe J1einonpon3BoIicTBO.

2. CTpyKTypa IMCHHUILIHHBI (MOAYJIs1)

Cmpykmypa oucuyuniunsl (MoOy1s) 01 04HOU hoOpMbL 00yUeHUA

(2017 200 nabopa)

OO0mas TpyI0EMKOCTh JUCIUTUIMHBI COCTABISACT _8 3.¢., _288 4., B TOM UuCIIe KOHTaKTHas paboTa

obyJaroruxcs ¢ mpenoyasareneM _ 112 4., mpomekyTodHas atrectanus _ 18_ 4.,
caMocCTosITelTbHAas paboTa o0ydJaromuxcs, B T.4. KypcoBas padora __ 158 _ 4.

Bugs! yaeOHOM paboTh
e P DopmbI
(B yacax) TEKYILETO
KOHTPOJIS
KOHTaKTHAas =
No Pasnen CF: yCIIeBaEMOCTH,
n/0 | JUCLMIIIMHBL/TEMBI 0 0 O = bopma
: 2 | 2§ g8 y
S ) > E| 5 8| mpomexyrouHoit
=
e - § 2 = |§ 3 QE ‘é S &f arrecranuy (1o
3 = = |EE|&E| 5 s 2 cemecmpam)
= > = s X g & QRS
) 0 ) 8 Z s 5|2 80
@) = O E s H & =
1 [Ipenmer, 4 0 4 onpoc
coZiepKaHue, 3aJadu




Kypca

Hctounuku u 4 0 10 onuy

JuTepaTypa 1o Kypey KOHMPOIbHASA
paboma

JIoKyMeHT, ero 4 4 10 - onpoc

GyHKUMH, TOHATHUSA

JOKYMEHT u

nHpopmarus

Crioco0bI 4 4 10 KOHMPONbHAS

JOKYMEHTUPOBAHUSA paboma

u MarepuaibHbIe

HOCHUTEIHN

uHpOopMaIu

ITpuzHaku 2 0 4 onpoc

JIOKYMEHTA!

OpUTHUHAJILHOCTH,

MOJTUHHOCTb,

KONUHHOCTD

dopmynap 10 16 36 onuy

JOKYMEHTa W  €ro KOHMPONbHAS

COCTaBHBIE YacTH. paboma

Hcropus  pasButus

dbopmymnsipa

JOKYMCHTA: umozoeas

16-17 Beka, KOHMPOIbHAS

18 Bek, paboma,

19 Bek, npocmasnenie

20 Bek 3auema

DopMmyitsp 8 8 10 mecmupoganue

COBPEMEHHOTO

YIPaBJICHUYECKOTO

JOKYMEHTA: TpaBuia

odopmiteHus

PEKBU3HUTOB

O6mue TpeboBanus 4 0 8 onpoc

K TekcTy TOKyMeHTa;

YHudukamus Texkcra

JIOKyMEHTA

Cucrembl 4 0 20 Koumponvnas

IOKYMEHTAIlUH; paboma

CKJIaJIbIBaHUE

CHUCTEM,

yHU(ULIIHPOBAaHHBIE

CUCTCMBI




JOKYMEHTalUU
10 | Opranu3annoHHbIE, 8 20 20 IIpuem
pacropsIUTENbHBIE U NpaKmu4ecKux
MH(POPMAIIMOHHO- 3a0anuti
CITPaBOYHBIE
JIOKYMEHTBI
11 | CoBepiieHCTBOBAaHHE 2 0 10 onpoc
JIOKYMEHTAITHOHHBIX
MPOIIECCOB,
HUCTIOJIB30BaHUE
HOBBIX
MH(POPMALIMOHHBIX
TEXHOJIOTUH B
JIOKYMEHTUPOBAHUA
12 | KoMruiekchl 2 4 16 Omuem 0
JOKYMCHTOB; nocewjeHuu
Hayuro- apxuea
HACTOpUYECKas u UMO206a5.
NpaKkTU4cCKas KOHMPONbHAS
LIEHHOCTh JOKYMEHTA paboma,
nposeoeniue
YCMHO20 IK3AMEHA
18 umo2o8as
9K3AMEH KOHmMPOIbHAs
paboma
WUTOrO: 56 56 18 158
(2018-2019 200wt navopa)
OO0mas TpyI0EMKOCTh JUCIUTUIMHBI COCTABISACT _8 3.¢., _288 4., B TOM UuCIie KOHTaKTHas paboTa
obyJaroruxcs ¢ mpenogasareneM 112 4., mpomekyTodHas atrectarus _ 18_ 4.,
caMocCTosITeNTbHAas paboTa o0ydJaromuxcs, B T.4. KypcoBas padora _ 158 4.
Bunbr yue6HOM paboThI dopMbI
Ne Paznen TEKYIIETO
= (B gacax) Y
/0 | IUCHUIUIAHBY/TEMBI I3y KOHTPOJIA
]
2 KOHTaKTHasl O | YCIECBAaEMOCTH,
(@)




e B 120 |l
% = = MIPOMEKYTOUHON
- =) % w % « | & § aTTeCTalUu (1o
= = [EE|2E| 28 cemecmpam)
s |3 [EZ|8E |58
= Q E s 5 & =
[Ipenmer, 4 0 4 onpoc
coJiepKaHue, 3a7aud
Kypca
Hcrounuku u 4 0 10 onuy
JIMTEPATypa 10 Kypey KOHMPONbHAA
paboma
JIoKyMeHT, ero 4 4 10 - onpoc
GyHKIMHM, TOHSTHS
JTOKYMEHT u
uHpopManus
CnocoObI 4 4 10 KOHMPOIbHAS
JOKYMEHTHPOBaHUS paboma
" MaTepualbHbIC
HOCHUTEITH
nHpopmarun
[Ipuznaku 2 0 4 onpoc
JIOKYMEHTA!
OpUTHHAJILHOCTH,
MOJTUHHOCTb,
KOMUMHOCTH
Dopmyitsip 10 16 36 onuy
JOKYMEHTa U  €ro KOHMPOIbHAS
COCTaBHBIC YacCTH. paboma
Hcropuss  pasButus
dbopmymsipa
JOKYMCHTA: umozoeas
16-17 Beka, KOHMPOIbHAS
18 Bek, paboma,
19 Bek, npocmaseJjienue
20 Bex 3auema
DopMmyitsp 8 8 10 mecmupoganue
COBPEMEHHOTO
YIPaBIEHYECKOTO
JOKYMEHTA: TpaBUiia
odopmiteHus
PEKBU3HUTOB
O6mue TpeboBanus 4 0 8 onpoc
K TekcTy ToKyMeHTa;
YHudukamus Tekcra




OUCUUNTIUHBL,  UCHLOYHUKU

u

JOKYMEHTA

9 Cucrembl 4 0 20 Koumponvnas
JOKYMEHTAaILUU,; paboma
CKJIa/IbIBAHUE
CHCTEM,
yHU(ULIIIPOBAaHHBIE
CHCTEMBI
JOKYMEHTAII!

10 | Opranu3anuoHHEIE, 8 20 20 Ilpuem
paciopsAuTeIbHbIC U NPaKmudecKux
MH(POPMAIIMOHHO- 3a0anuti
CIIPaBOYHBIE
JTIOKYMEHTBI

11 | CoBepiieHCTBOBAaHHE 2 0 10 onpoc
JTIOKYMEHTAIMOHHBIX
MPOIIECCOB,

HCIIOJIL30BaHUE
HOBBIX
WH(pOpPMaITMOHHBIX
TEXHOJIOTHH B
JTOKYMEHTHUPOBAaHUU

12 | Kommiekcsl 2 4 16 Omuem o
JTOKYMCHTOB,; nocewjeHuu
Hayuno- apxuea
ucTopuyueckas it UIM0206a5.
NpaKkTU4cCKas KOHMPOJIbHAS
LIEHHOCTh JOKYMEHTA paboma,

npogederue
YCNIHO2O IK3aMera
18 umo2oeas
OK3AMEH KOHMPOIbHAS
paboma
HUTOTO: 56 56 18 158
3. Conep:xkanue TUCHUMIMHBI (MOYJIs1)
Ne | HaumeHoBaHue pa3jena Conep:xkanue
JTUCIHUTIINHBI
1 Paszoen 1 Hasznauenue 1.1.  IIpenmer, colepxaHue,  3a7auu

JUCHUITIIIMHBI 1 MCTO/bI eé HU3Yy4YCHUH.
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Aumepamypa

JlokymeHT - OCHOBHOM 00BEKT
JOKYMEHTOBEIUECKUX HCCIICIOBAHUM. Ponb
JOKYMEHTa B JKU3HM 4YellOBeKa U O0OIIecTBa.
JlokymMeHTHI B cepe TpaBa U yrnpaBiieHus. Biusaue
HAyYHO-TEXHUYECKOH pPEBOJIOLUU Ha pa3BUTHE
nokyMmeHTa. Pa3Butue ¢opmynspa JIOKyMEHTA.
HayuHo-ucropuueckass ¥ npakTH4ecKass IEHHOCTh
JOKYMEHTA. Metobl UCCJIETOBAHUS
JOKYMEHTOBeAUEeCKUX mpooOsieMm. OOIieHaydHbIE W
cnenuaigbHble MeTo[bl. CTaHOBJIEHHE U Pa3BUTHE
JOKYMEHTOBEJCHUSI KaK HAayYHOW AMCIUIUIMHBIL.
CBs13b IOKYMEHTOBEJICHUS C Teopuen nHpopmaruu,
apXUBOBEICHUEM u HUCTOYHUKOBEICHHUEM.
Hcnonb3oBaHne NOKYMEHTOBEACHUEM IOCTHUKECHHI
nH()OPMATUKH, HCTOPHUYECKON  HayKu, IIpaBa,
JUHTBUCTUKH, TEOPUM YIOpaBICHUS U APYrHX
HAy4YHBIX JUCHUIUIUH. Poib JOKYMEHTOBENIEHHS B
COBEpIICHCTBOBAHUH MPOLIECCOB YIPABICHUS.

1.2. icTrouHMKY U IuTepaTypa

3aKoHOJATENbHBIE  AKThl, HOPMATHUBHBIC
marepuasibl XVI — nHau. XX B. IIMCbMOBHUKW.
Meroanueckue pazpabotku. PykoBoacTBa 1o
JEJIONPOU3BO/JICTBY.

3aKOHO,Z[aT€.HBHBIe, IMPpaBOBLIC AKThI u

HOPMaTHUBHO-METOINYECKUE JIOKYMEHTBI
Poccuiickou ®denepanuu. Konctutymus
Poccuiickoit denepanuu. Konekcsi PO,

KOHCTUTYILIMOHHBIEC U (e/iepabHble 3aKOHBI, Y Ka3bl,
IlocTanoBneHus [IpaBuTenscTBa u HWHBIC
HOPMAaTHBHBIE  JOKYMEHTBHL. [ 'OCymapCTBEHHBIE
CTaH,Z[apTBI, HOpM&THBHO-MGTOI{H‘-I@CKI/Ie
JOKYMEHTBI — PETrJIaMEeHTHI, IIpaBUila, THCTPYKIUNA U

np. llepmoamveckne  u3manuss.  CrpaBOoYHBIE
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u3nanud. Jlureparypa.

Pazoen 2 /lokymenm, e2o pynkyuu

U CROCOObI 00OKYMEHMUPOBAHUA

2.1. [TousaTus «MHPOPMALIUA» U «TOKYMEHT»

[Tonsitust «uHbOpMaLUA» U «TOKYMEHT».
Cesa3p  wHbOpMaruu W JOKyMmMeHTa.  Pomb
uHpOpMallMM B COLMAIBHBIX M OSKOHOMHUYECKUX
nporeccax. MHpopMaius Kak OCHOBa TPUHATHS
YIPaBJIEHYECKOTO PELICHHUS.

Bo3HukHOBEHME JOKYMEHTa, €ro
Ha3Ha4cHHUE. ITonsarue «IIOKYMEHT», ero
Tpanchopmanus. JJOKyMEHT - 0ObEKT UCCIIETOBAHUS
TEOPETUYECKUX W MNPUKIAJHBIX  JUCLUMIUIMH.
[IpaBoBoi, YIpaBJICHUYECKUI HUCTOPUYECKUI
acIeKThl B ONpEAENIeHUN AOKyMeHTa. Pacummpenue
MOHATHUSL «IOKYMEHT» C pa3BUTHEM HAayKu U
TeXHUKHU. [loHATHE «IIEKTPOHHBIA JOKYMEHT».
OnpeneneHne JOKyMEHTa B TOCYIAapCTBEHHBIX
CTaHJapTax. ITonstue «IOKYMEHT>» B
JOKYMEHTOBE/IEHUU.

3akoHOmaTeNbHBIE aKThl 00 00A3aTEILHOCTH
NOKyMeHTupoBaHus uHpopmauuu. Haznauenue
JIOKYMEHTHOW HH(popMmaru. PakTopbl, BIUSAIOLINE
Ha WHQOPMAIMOHHYIO IIEHHOCTh JOKYMEHTOB.
3aBUCUMOCTh LIEHHOCTH MH(GOpPMaIUU OT MOJHOTHI,
OOBEKTUBHOCTH, IOCTOBEPHOCTH, CBOEBPEMEHHOCTH
nepeAayd M TMOJYYEHHs, NEPUOJUYHOCTH WIIU
4acToThl nepeaaud. OnepaTuBHas U HUCTOpUYECKAs
(peTpocnieKkTHBHAs) JOKYMEHTHas MH(popMaIus Kak
eanHas nH(OpMalMoOHHAas cUcTeMa.

2.2. ®yHKIUYU JOKYMEHTOB

[Tonsarue «(hyHKIIUS JIOKYMEHTa».
3aBUCHUMOCTh  TOHSTHS  «JIOKYMEHT» OT  €ro

byHKIIHIH. 3HavYeHNE M3y4YeHUS byHKIIH
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JIOKYMEHTA. Nudopmanmonnas byHKIHS
JOKyMEHTa Kak CpeACTBO  3aleyariieHuss |
coxpaHeHus uHpopmanuu. CoumanbHas QyHKIUSA
nokymenTta. KynbTypHas ¢yHKIOUS JOKYMEHTA.
KomMmyHnukaTuBHas  (QyHKIHMS ~ Kak  CPEICTBO
nepeaayn UHGOPMAIUH.

VYmpasnenyeckass QyHKIUS ¥ €€ 3HAYCHHE B
opranuzanuu ynpasieHus. I[IpaBoBas QyHKuHMS.
OyHkiusa  ydera. DyHKIUA JOKYMEHTa  Kak
HUCTOPUYECKOr0 MCTOYHHMKA. (DYyHKIUU IOCTOSHHO
JeWcTByOmMUe U (YHKIMHU OlepaTuBHbIe BrusHue
GyHKIMH ~ JTOKyMEHTa Ha  €ro  CTPYKTYpY.
[TonudyHKINOHAIBHOCTD TOKYMEHTA.

2.3. CriocoOb! JOKYMEHTHUPOBAHHUS

3ByKOBas peuyb, €€ BO3MOXHOCTH U
HEJIOCTaTKU B  3aKpeIUICHMM W Iepenade
nHpopmanuu. [IpenMeTHbIE U 3HAKOBBIM CITOCOOBI
nepegaun  cooOmieHui.  [lonste  «cmoco0»
JNOKyMEHTUpOBaHMus.  Mcropuueckuil  xapakrep
JOKYMEHTOB ¥  JOKYMEHTHUPOBaHHUS.  OTaIlbl
pa3BUTHSA CITIOCOOOB JOKYMEHTUPOBAHMUSL.

HaueprarenbHpiii crmoco® 3akperieHus |
neperayu uHpOpMaLUY. TexcToBoe
IoKyMeHTupoBaHue. [IukTorpapuueckoe MUCbMO H
ero ocobenHoctu. Jlororpaguyeckoe MTUCHEMO
(mpeorpaduyeckoe MHUChMO), €ro JOCTOMHCTBA M
HenocTaTtku. IlpuMeHeHHe NUKTOrpaguyeckoro u
jororpaM4eckoro MUCbMa B HACTOSINEE BpeMs.
CrnoroBoe nmuchbMo. Bo3HHKHOBEHHE (POHETHIECKOTO
(OyKBEHHOTO) MHUChMA.

PazButne rpaduku  pPycCKOro  IMHUCHMA.
Crenorpadus. IIpumenenue TEKCTOBOT'O

JIOKYMEHTHUPOBAHUS.
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Texauueckoe JOKYMEHTHPOBAHHE.
OCHOBHBIE TpPYNIBl TEXHUYECKOH JOKYMEHTAIHH.
Buasl  TexHuueckux — AOKyMeHTOB.  Obnactu
IPUMEHEHHS TEXHHYECKOTO JJOKYMEHTHPOBAHHUS.

DOTOAOKYMEHTHPOBAHUE. 3HaueHune
¢dororpaduu kak crnocoda pukcarun MHOOPMAIUH.

[Tpumenenue poTOTOKYMEHTOB.

KunonokyMeHTHUpOBaHue. [Tonsarue
«KUHOJIOKYMEHT». Buast KHMHOJIOKYMEHTOB.
Buneozanuce.

DOHOIOKYMEHTUPOBAHUE. Ero

0COOEHHOCTH, 00J1aCTH PUMECHECHHUSI.
JlokyMeHTHupOBaHUE c MPUMEHEHUEM
MH(OPMALIMOHHO-TOTHYECKUX MAIllKH.
CoBpeMeHHbIE CIIOCOOBI JOKYMEHTUPOBAHUS
C CIOJIb30BAHUEM HOBBIX TEXHOJIOTHIA.
2.4 . MatepualibHbIe HOCUTEIN HHPOPMAITUH
Hocutenn  mndopmanuu.  JlpeBHeimme
MaTepuanbl JUisi TUchMa Marepuanbl Al MUChMa B
[lepenneit  A3um  (KJIMHONHUCHBIE  TaOJIMYKH).
Nzrotosnenue u pUMEHEHNE nanupyca.
Hcnonb3oBaHue Ajig mUchbMa MepraMeHTa, 0epecTbl
U JIpyrux marepuanoB. M3oOperenue Oymaru, ee
JOCTOMHCTBA, OOYCIOBHUBIIHE  ITOBCEMECTHOCTH
pacnipocTpaneHus. BopasHbie 3HaKu (QUIUTpaHH).
CpenctBa M opyaus HUChbMa U HMX BIMSHHE Ha

pa3BuTHE rpauKu NHCHMA.

Marepuansi JUTSt TEXHUYECKOT O
JOKYMEHTUPOBAHUS. Matepuaiibt JUTS
(OTOKMHOAOKYMEHTHUPOBAHUSI. Buneorpammsi.
Marepuanbl JUTSt (OHOTOKYMEHTHPOBAHUSI.

Komnbrotepasie HocuTenu uH(opmaruu. BrnusHue

HOCUTECIIA I/IH(l)OpMaHI/II/I Ha JOJI'OBECYHOCTh H
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CTOUMOCTBH NOKYMCHTA.

Paszoen 3 Ilpuznaxu 0oKymenma

3.1. OpUruHaIBHOCTH AJOKYMEHTA

[lonsiTve opurnHaga, NPU3HAKK OPUTMHAJA.
YMHOXEHHBIC OpUTHHAIBI. YepHOBUKHU U OEITOBHKH
TEKCTOBBIX JOKYMEHTOB. ABTOrpadsl. Penakuuu.
OpuruHansl KUHO ¥ (OTOJOKYMEHTOB. OpUTHHAIBI
(OHOJOKYMEHTOB. OpuruHansl  TEXHUYECKUX
JOKYMEHTOB, OPUTMHAJI 3JIEKTPOHHOTO IOKYMEHTA.

Ilonartue «moIMHHUK». lloUIMHHBIE WU
MOJUTOKHBIE JTOKYMEHTHI. Buabl danscudukanum
JOKYMEHTOB. Qdanbcuduxanms COJIepXKAHUS.
HNutepnonsius danbcudukarus cocTaBa
yIOCTOBEpEeHUs, OJIaHKa.

3.2. KonuitHoCcTh JOKyMEHTa

[TonsiTust «konusi». Mcropuueckoe pa3BUTHE
Konuid. Bumbl komuid, onpeaensemMbie Crioco0oM Ux
BocnpousBeneHus. Konuu, paznuaumele o coco0y
ux ynocroBepeHus. Ilopsnok odopmiaeHHs KOMMA.

IOpunnueckas cuita kormid. [ly6aukar.

Pazoen 4 Cmpykmypa 0oKymenma

4.1. ®opMysip JOKyMEHTa U €r0 COCTaBHbIE
qacTu

[TonsitTne  «pekBU3HUT». [lOCTOSHHBIE |
nepeMeHHble peKBU3UTHI. [loHsTHE «hOopMmyssapa
JTOKYMEHTa. OcobenHnoctu bopmysipa
JOKYMEHTOB, TIOJTy4YE€HHBIX PA3TUYHBIMHU CIIOCOOAMH
JOKYMEHTUPOBaHUSA (TEKCTOBBIMH, MAIIUHHBIMH,
KHHO-, doto-, ¢dhoHoO-, TEXHUYECKHMHU ).
WNHnuBunyanbHbINA u THUIIOBOU bopmysip
nokymenta. ®@opmynsip — oOpasen, ero 3agadd B
yHU(DUKAIUN TpeOOBaHUHN K PEKBU3UTAM JIOKYMEHTa

1 UX PACIIOJIOXKCHHUIO.




15

4.2. Co3maHve W pa3BUTHE TPATUIIMOHHOMN
(dhopMBI TOKyMEHTA

@opmylisip TEKCTOBOro JokymMeHta XVI -
XVII BB. BimsgHue Ttpamumuid # 3aKOHa Ha
ckiagpiBaHue QopMyisipa gokymeHTa. Crernuduka
o003Ha4YeHMUsI HAUMEHOBAaHUSA BHUAA JOKYMEHTAa,
yKa3aHHE aBTOpa M COCTAaBUTENS JIOKYMEHTA.
O6o3nauenue anpecata. OcoOEHHOCTH JAaTUPOBKU
JOKyMeHTa. MecTto H  XapakTep  MOJNUCEH
JOKYMEHTA, <«CIIPaBbl» M <«IIPUIUCH», aBTOpPCKAas
noanuck. Buasl nevareit. OTMETKM HA JOKYMEHTaX.
TpaluLIMOHHO CIOXKUBIIASICS CTPYKTypa TEKCTa M
OCOOCHHOCTH H3JIOKEHHS COJAEPIKAHUS Pa3IHMUHbIX
BHUJIOB JOKYMEHTOB.

®opmyisip TekctoBoro nokymenta X VIII B.

3aKoHO/ATENbHbIE U HOPMATUBHbBIE aKTHI O
COCTaBJICHUH U O(hOpMIIEHUU JOKYMEHTOB. Bnusinue
HMepapXuu «BJIACTEH M MECT» Ha pa3BUTHEC BUIOB U
paszHoBuaHOCTeH. OO03HAYEHNE aBTOpA U €0 MECTO
B (hopMyJIsIpe TOKyMEHTA.

Tekct mokymeHTta. Ponb 3aKkoHOAATEIBHBIX
aktoB XVIII B. B  yHHQUKAIUK  TEKCTa
ONpeIeJICHHBIX BUJOB JOKYMEHTOB. [IucbMOBHUKH,
COOpPHHKH OOpa3IOBBIX TEKCTOB. 3aroJioBOK K
TEKCTY, ero Ha3HaueHue u mecto. Ckpena. [leyatu u
MpaBuja NOJIb30BaHUA HMMH. OTMETKH, UX BUJBI,
Ha3HaYeHUE U MeCTOo B hopmyIsipe.

@opmylisip TEKCTOBOro JokyMeHrta XIX -
Hayana XX BB.

PernamenTanus 3aKOHOJATEIbHBIMU AKTAMH
MOpsAZIKa COCTaBIEHUS M O(QOpPMIICHUS JTOKYMEHTOB
O6o3HaueHue BUA, aBTOpa JTOKYMEHTOB, UX MECTO
B popmymsape. [TosBnenue 6anka.

OcobeHHOCTH aJpecoBaHUsl JOKYMEHTOB H
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opopmiienne garel. V3MeHenue B mopsake
opopmileHHs ~ TOANUCH  Pa3jIMYHbIX  BHUJOB
nokymeHTOB. IIpocraBieHue mneuarei. Xapakrep
OTMETOK Ha IOKYMEHTaX.

CrpyKTypa TEKCTa TOKYMEHTA.

OO6merocynapcTBeHHas yHUDUKAIUS
JOKYMEHTOB U CTPYKTYpPBbI TEKCTOB.

4.3. DopMmyitsp YIIPABJICHYECKOTO
nokymenTa XX-XXI BB.

Bormpocsl T0KyMEHTHpPOBaHUsSA, COCTaBIICHUS
1 oopmIIeHUSI TOKYMEHTOB B 3aKOHOJATEILHBIX U
HOPMATUBHBIX aKTax. YHHUQPUKALUS TOKYMEHTOB.
BuytpuBunoas yHUDUKAIHS. PazButue
YHUPUKAUUK ¢ CTaHAApTH3alUH  JOKYMEHTOB.
l'ocypapcTBeHHBIE  CTaHIApThl Ha  JOKYMEHTHI.
OcoOeHHOCTH OpraHU3aLMOHHO-PACTIOPAAUTEIBHBIX
JIOKYMEHTOB. I'oCT P 7.0.97-2016
«OpranuzaloHHO-paciopsAUTEIbHAS
nokymeHrtanus. TpeOoBanus Kk  odopmieHuio
JIOKYMEHTOB». PexBu3uTHI JIOKYMEHTOB,
nepeuuncisemsle B «[IpaBuiax Jenonpou3BOACTBa B
(benepanbHBIX OpraHax HUCIOJHUTEIbHON BIACTU» U
“MeToanuecKkux peKOMEHAalus TO0 pa3padoTkKe
MHCTPYKIMHU 110 JEJIONPOU3BOCTBY B (heepaabHbIX
OpraHax UCHOJIHUTEIbHOMN BIACTH .

bnank nmoxymenTta. Buasl 6mankoB. CocraB
OlaHka, TOPSAIOK pACIONIOKEHUS PEKBU3HTOB B
Onanke. brmaHku ¢ yriaoBeIM W TPOJOIBHBIM
pacnoyIOKEHUEM PEKBU3HUTOB. [IpaBuna
KOHCTPYMPOBAaHHUS OyaHKa. brmanku c
n300pakeHNEeM TroCylapCTBEHHOro repba u repbda
cyObekTa Qeneparum.

ABtop pokymeHTa. [lopsmox o0003Ha4YeHHS

HAanMMCHOBAHUS OpraHu3aluu-aBTOpa AOKYMCHTA.
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CrpaBouHble JaHHbIE 00 aBTOpe, HX COCTaB,
pa3MenieHne Ha  OmaHke. ABTOpBl  JIMYHBIX
nokymeHToB. Iloanmuck, mnedarb Kak MPU3HAKU
aBTOpA.

Bung nokymenTta, ero pasButue. Bumsl
JOKYMEHTOB, OIpEAENsieMble 3aKOHOAATEIbHBIMU U
HOPMAaTUBHBIMU akTaMu. CBs3b BUIOB JOKYMEHTOB
u  QyHKUMH  ynpaBieHUs.  YKa3aHME — BHUjA
JOKYMEHTa, €ro MECTO U Ha3zHadeHHe B QopMysipe
JOKYMEHTa. 3aBUCUMOCTh (POPMBI TOKYMEHTa OT €T0
BU/JIA.

O6o3HaueHue aapecara. [IpaBuina
HaIllMCaHMs aJpecaTa U MECTO yKa3aHWs ajpecara B
dbopmynsipe  nokymeHta.  OtpaxkeHue  chepbl
NEUCTBUS JIOKyMeHTa B ero anpecare. llopsnok
odopmiteHus JIOKyMEHTa c HECKOJIbKUMU
anpecatramu. llopsaok oQopMIIeHHS MOYTOBOIO
aapeca.

Hata nokymeHTa. 3HadyeHHE AATHUPOBAHUS
JTOKyMEHTa.  ABTOpCKHME JaThl  (COCTaBJIEHUE,
MOATMCAHUE), NAThl, OTHOCSIIHNECS K COJEPKAHUIO.
JlaTbl, XapakTepHu3ylollue »>JeMeHTa ¢GopMyIspa.
Hatbl o0paboTku JIOKYMEHTOB. [Hopsiaox
oopmienus nar.

Cocras YIOCTOBEPEHUS JNOKYMEHTOB.
Hasnauenne noanucanusi mokymeHToB. IlpaBuna
MOAMUCH  JOKYMEHTOB PAa3JIMUHBIX  KaTETOpUU.
Mecto moamucu B (GopMmynspe  JIOKyMEHTA.
OnektpoHHas moAanuch. OTMeTKa 00 3JIEKTPOHHOMN
MTOATIHCH.

Ileyatn u ux HazHaueHue. Buawl nedareil.
I'ocynapctBenHas repOoBast neyarh.
3aKOHO/ATENbCTBO 00 M3TOTOBJIEHUHU u

IOJIb30BAaHUU II€HYATAMU. HOpHI[OK IIPOCTABJICHUSA
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OTTHCKA MeYaTH Ha JOKYMEHTaX.

VYr1BepxaeHue JIOKYMEHTOB. CrocoOs1
yrBepxkaeHus. CoctaB rpuda  yTBepKIaeHUS,
MOPSAZIOK €ro ohOpMIICHHS, MECTO B (opMymsipe
JOKYMEHTA.

CornacoBanue nokymeHTa. [lopsigok v BUIbI
coriacoBanus. Busbl u Tpud cormacoBaHHs, HUX
odopmiieHne, MecTo B GOpMYIIsIpe TOKYMEHTA.

OtrMmeTkn Ha JOOKymeHTax. HWx ponap B
MPOXOKJICHUHU W HCIOJHEHUH JOKYMEHTa, MECTO B
dopmynsape  gokymenta. Ocoboe  Ha3zHAUYCHHE
pe30IIoLINUU (ykazaHus o HCTIOJTHEHUIO
noKyMeHTa). TpeOoBaHWe K COAEpX)aHUIO U
opopmiieHno. OTMETKH O B3STUU JOKyMEHTa Ha
KOHTPOJIb, UCTIOJTHEHUH JIOKYMEHTA U Jp.

4.4. Tekct TOKyMeHTa

[Tonstue «TEKCT  JIOKyMEHTa»  Ipu
pa3IMYHbIX crocobax JTIOKYMEHTHUPOBAHUS.
Cuenapuil moarotoBku nokymeHTta. CoxepikaHue
MPOCTBIX U CJIOKHBIX JOKYMEHTOB.

[Topsimok W3NIOXKEHHUS TEKCTa JOKYMEHTA.
TpeGoBanusi 4E€TKOCTH U SCHOCTH  TEKCTa
nokymeHta. Jlormueckas  CTpyKTypa  TeKcCTa.
B3aumocssi3p conmepkanus u (Gopmbl JOKYMEHTA.
dopmanuzanus TeKCTa JOKYMEHTa.

OneMeHThl TekcTa. [loHATHE «3aronoBOK»
(HaMMEHOBaHUE JIOKYMEHTA). Haznauenue
3arojioBKa, €ro Mecto B (opMmyisipe ITOKyMEHTa
[IpunoxkeHus K TEKCTY U MOPSIOK UX OPOPMIICHHUS.

4.5. Yaudukanus TekcTa T0KyMeHTa

Yuudukamuss TOKyMEHTa KaKk OJIHO W3
HaIpaBJICHUN ero COBEPILIEHCTBOBAHUS.
[Ipeanoceuiku yHubUKamu. Meton yHUBUKAITUH.

YHudpukamus CTpykTypbl TEKCTa. DIEMEHTHI
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dbopmammzanuu.  DoOpMaTM30BaHHBIA  XapakTep
TEKCTOB YYETHOW JIOKYMEHTAMH. YHUHUKAIUS
SA3BIKOBBIX cpecTB. DOpMbI YHU(DHUKAIIMH: TUIIOBOH,
TpadapeTHblii TEKCThI, TabIuIa, aHKeTa, TpaduKy,

auarpaMMBal.

Paszoen 5

O0OKyMenmauyuu

Cucmemol

5.1. CknanpiBaHu€ CUCTEM JIOKYMEHTAllUU

Ilonstne «CHCTEMA JOKYMEHTAIUW».
[IpusHaku cucteMbl JOoKymeHTauuu. (OCHOBaHHUS
KJIaCCU(PUKAIIMKA CUCTEM JIOKYMEHTAIIHH.

Ucropuueckas 00yCIIOBJIIGHHOCTH
dbopMupoBaHus cucTeM IOKyMeHTanuu. CHCTEMBI
JOKYMEHTAllMU  YUPESKACHUU JTOPEBOIIOLIMOHHOMN
Poccun.

Pa3Butne cucteM  JOKyMEHTAallMK  Ha
coBpeMeHHOM »HTane. KauecTBeHHbIE HM3MEHEHHS
COCTaBa M COJAEP>KAHUS CUCTEM JOKYMEHTALINH.

['ocynapcTBeHHast cucTeMa JIOKYMEHTAIIHH.
OyHKIIMOHATBHBIC CHCTEMBI JIOKYMEHTAIINH,
BEJIOMCTBEHHBIE CUCTEMBI HJIM OTPACIIEBbIE CUCTEMBI
JIOKYMEHTAI[UU U UX B3aUMOCBS3b.

5.2. YHuduupoBaHHbIe CHCTEMBI
JIOKyMEHTAITU!

[Monstne  «yHudunmpoBanHas  cucrema
JOKyMeHTaluu». Pa3paboTka yHH(DUIHPOBAHHBIX
CHUCTEM JOKYMEHTAIUH - HOBBIN ATal B YHH(UKAIIIH

U CTaHJApTHU3alMM JOKYMEHTOB. XapaKTepHUCTHKa

YHUPUITUPOBAHHBIX cucTeM JOKYMEHTALUH.
I'ocynapcTBeHHBIE CTaHJapThI Ha
YHU(PUIIUPOBAHHBIE CUCTEMBI. OmnbIT

MEXyHAapOAHOHN cTaHAapTU3ALUU T0KYMEHTOB.
[IpoexTupoBanue yHU(PUIHUPOBAHHBIX (BOpM
JOKYMEHTOB. Meron COZIepKATEIIbHOU u

dhopmasbHON YHU(DUKAITUH.
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Peructpamuss  yaudunupoBaHHbix  Hopm
nokyMeHTOB. [lopsimok BBenaeHus B JICCTBUE
YHU(PULIUPOBAHHBIX (OPM JTOKYMEHTOB. AJIBOOMBI
¢bopM yHHPHUIUPOBAHHBIX JOKYMEHTOB.

Pernamenranus cocTaBa BUJIOB "
Pa3sHOBHIHOCTEH  JOKyMEHTOB  OINPEIEIICHHOTO
KOMILJIEKCa 1O 3a/1a4aM yrpasieHus. Tabenb Gopm

JIOKYMEHTOB.

Pa3zoen 6 Opzanuzayuonno-
pacnopaoumenvHole u
UHopmayuonno-cnpagounsvie

00KyMeHmbl

YHudumpopaHHas cucreMa
OpraHU3alMOHHO-PACIOPSAAUTEIbHON
nokyMeHTaruu. OcOOCHHOCTH CHUCTEMBI, €€ COCTAaB.

OpraHu3anuoHHbIC TOKYMEHTBI.
[TonoxeHnust, ycTaBbl, pEriJaMeHThI, WHCTPYKIIHH,

npaBwia U Ap. TpeOoBaHUs K HUX COCTABIECHUIO U

odopmiteHuIO.
PaCHOp}II[I/ITeHBHBIe HAOKYMCHTBEI.
[TocTanoBneHwUs, pelieHus, MPUKAa3bI,

pacriopsbkeHHs, ykazaHus u 1p. [lopsagok wux
COCTaBIJICHUS U OPOPMIICHHSL.
WndpopmanimoHHO-CTIpaBOYHbIE  TOKYMEHTHI:
aKTBl, CIPAaBKH, JOKJIagHBIE W OOBSICHUTEIHHBIC
3aIlUCKH, TMHCHhMa, TEJIETPaMMBbI, TelIe(OHOTPAMMEI.
Wx cocraBnenue u opopmiieHue.
OcoGennoctu odopmileHUsT IEATEITBHOCTH

KOJUUIETHAJIBHBIX OPraHoOB.

Pazoen 7 Cosepuiencmeosanue

()OKymeHmauuoun blX npoueccoe

7.1. PernamenTanus MPOIECCOB
JTOKYMEHTOOOpa30BaHUS

HeobxonuMocTh perynupoBaHus Ipoliecca
JTOKYMEHTOOOpa3oBaHus. BrIACHEHHE U yCcTpaHEHHE
MPUYMH HEOMPABIAaHHOTO BO3PACTAHHS BUIOBOTO
pazHoOOpa3usi W KOJHMYECTBA  JOKYMEHTOB.
YcranoBneHue 000CHOBAHHBIX KPUTEPUEB CO3IAHUS

JIOKYMEHTOB. dakTophl, OTIPEICIISIONINE
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HEOOXOJIUMBIM KOMIUIEKC JOKYMEHTOB. TuNU3aIus
dbopM  JTOKYMEHTOB. Pa3pabotka  Hay4HBIX
KOHIEMIUI MeXoTpaciaeBoil yHubukanuu QGopm

yIpaBieHYecKHX JO0KyMeHTOB. Co3manue OaHKOB

JAHHBIX.

ITpaBoBoe perynupoBaHue mpouecca
JOKYMEHTOOOpa30BaHMs. DopMbl IIPaBOBOIO
pEryJIUpOBaHHUsL.

7.2. Wcnonp30BaHNE HOBBIX TEXHOJIOTUMU B
JOKYMEHTUPOBaHUHU

BnusiHne — BHeOpeHUs — BBIYMCIUTEIBHOU
TEXHHUKHU Ha 00pa30BaHUE TOKYMEHTOB. JJOKyMEHT B
anekTpoHHod  Qopme. IIpobGrema  mpaBoBOTO
peXUMa JTOKYMEHTa, CO3JaHHOTO B 3JIEKTPOHHOI
dopme. OCOOEHHOCTH COTJIACOBAHUS ¥ MOAHCAHUS
ANEKTPOHHBIX JTOKYMEHTOB.

OcobenHoctn co3manusi W 0GOPMIICHUS
JOKYMEHTOB Ha KOMIIbIOTEpE: HCMOJb30BaHUE 0a3
JaHHBIX,  CO3JaHUE  Ia0JIOHOB,  TEKCTOBBIC
pEaKTOpBI, CIOBAapH, IPOBEpKA TPAMOTHOCTH U
opdorpadumn. CoBpeMeHHOE MpOTrpaMMHOE
o0ecnieueHue.

PazBuTtne cucrembl mepenaun MHGOpPMAIUU
BosmoxHOCTH ~ 0€3T0OKyMEHTHOTO oOMeHa

nH(popManren B yrpaBIeHHUH.

Pazoen 8. Hayuno-ucmopuueckasn
U npakmuueckas - UEHHOCHb

00KyMenma

[TonsrTus: «LEHHOCTh JIOKYMEHTa»,
«IKCIIEPTU3a LIEHHOCTU». Bo3HukHOBeHHE
SKCHepTH3bl. BbIpaboTKa MPUHIMIIOB U KPUTEPUEB
OLICHKH LIECHHOCTH JOKYMEHTOB.

Bremnss u BHYTPEHHS KpUTHKA
JOKYMEHTOB. AHalu3 aBTOPCTBA, BPEMEHHU, MECTa
BO3HUKHOBEHHUU JOKYMEHTAa. AHalIM3 COACpKaHUI

JIOKyMEHTA. JlocTOoBEpHOCTH u LIEHHOCTD
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JOKYMEHTA.
JIOKyMEHTBI c MOBTOPSIOIIEHCS
uHpopmanuei. Bunst [IOBTOPSEMOCTH:

OyONEeTHOCTh, IOTJIOUICHHOCTh, CYMMHUpPOBAHHE,
BapUAHTHOCT, pedepupoBaHume. OO6mme
3aKOHOMEPHOCTH, OIpeNesaioniie BO3HUKHOBEHUE
JTOKYMEHTOB € IOBTOpsItoLIelics nHpopManuei.
3HAYUMOCTD SIBIICHUH, COOBITHI, (DaKTOB B
MEePBUYHBIX u BTOPUYHBIX JIOKYMEHTaXx,
COOTBETCTBHE COJEpXKallleHCcss B HUX HMH(OpManuu
OCHOBHBIM WJIM  BCIIOMOTAaTENbHBIM  (DYHKIUAM
YUpEXKIEHUS. KOpunnyeckas cuita ITHX
JOKYMEHTOB. Xapakrep MOBTOPSIEMOCTH,
MEePUOANYHOCTh 00pa30BaHuUsl JOKYMEHTOB.
Bri6opouHas orieHKa JOKyMEHTOB.
CrnenuanbHble KPUTEPUU OIICHKU HAYYHO-
TexHudyeckor pgokymeHtaruu (HTJ). W3ydenue
BHYTPEHHEr0 COCTaBa JOKyMEHTa IO MmpobiemMam
(reMaM) M MozensM (KOHCTPYKLHUSM) 3HadyeHHE
HAyYHO-TEXHUYECKOW WAeu. 3HAYUMOCTh OOBEKTa
JUISL SKOHOMHKHU. YHHKAJIBHOCTh COOPYKEHUS WU
KOHCTPYKLIUU.
Kpurepun LIEHHOCTHU
KHO(OTO()OHOTOKYMEHTOB. OCOOCHHOCTH OIICHKH

MalIMHOYHUTACMBIX TOKYMCHTOB.

Paszoen

O0OKYMEHmM 08

9.

Komnnexcut

ITonsarue «KOMILJIEKCa JIOKYMEHTOB>.

HepBI/I‘-IHBIC KOMIIJICKCBI TCKCTOBBIX OJOKYMCHTOB H

ux  BUObl.  KOMIUIGKCHI ~ TEXHHUYECKHX  H
KHHO(OTOJOKYMEHTOB.
CioHbIe KOMIIJICKCHI. Ionsatus

«JIOKyMEHTaJbHBI» W  «apPXUBHBIH»  (OHIBI.

KomMmiuiekcrl JIOKYMEHTOB YUPEKICHUH,
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JInyHnie

OpraHuM3anvii  u

boHABL ITousarue

JNOKYMeHTOB. [IonsaTHE «apXuB».

4. Odopa3oBaTe/ibHbIE TEXHOJIOTHH

Oo6pa3oBaTejibHbIE TEXHOJOTHHI

No/Ne | HammeHnoBaHue pazaena Bus yueOHol | OOpa3zoBaTe/IbHbIC TEXHOIOTHH
paboThI
1 IIpenmer, conepxanwue, | Jlexyus 1-2. Bsoounas nexyus
3aa4m Kypca
Camocmoamenvhas
paboma
Iloozomoska K nekyuu
2 Wcrounuku u nureparypa no | Jlexyus 3-4 Jlexyus-eusyanuzayus ¢ npumMeHeHuem
Kypcy caauo-npoexmopa
Iloozomosxka k nexyuu:
Camocmoamenvhas
paboma — MOHUMOPUHE ~ 3AKOHOOAMENbHbIX U
HOPMAMUBHO-MEMOOUYECKUX
UCMOYHUKO8 NO OOKYMEHMOBEOCHUIO C
UCNOTb306AHUEM NPABOBLIX OA3 OUHHDIX;
uzyueHue O0OKYMEHmMOBeOUeCKOU
VUEeOHOU U HAYYHOU TUmepamypbl
3 JokymenT, ero ¢yHkuuH, | Jexyus 5-6 Jlekyus-susyanuzayus ¢ npumMeHeHuem
TTOHATHS TIOKyMEHT u caauo-npoexmopa
UHQOpMALHS
JHuckyccus
Jlabopamoproe
sanamue 1
Camocmoamenvras | [loocomoska K aabopamopnomy
paboma 3AHAMUIO
4 Croco0bl Jexyus 7-8 TIpobnemnas nexyus
JOKYMEHTUPOBAHUS u

MaTCpHAJIBHBIC HOCHUTCIIN

Jlabopamoproe

CTPYKTYpPHBIX  TOJpa3aeleHui.

«KOJIJICKIIUS»
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uHpopManun 3anamue - 2 Huckyccus
Camocmosmenvhas
paboma
Tloozomoska K AAOOPAMOPHOMY
3AHAMUIO
[MpusHaku nokymeHra: | Jlekyus 9 Ananumuyeckas iexkyus
OPHMIMHAILHOCTD,
HOVTMHHOCTb, KOITMHHOCTh
Camocmosimenvhas | [loocomoska K nekyuu
paboma -

DopmyJisip TIOKyMEHTa U
€ro  COCTaBHbIE  YaCTH.
Ucrtopus pa3BUTHS
dbopMyIspa TOKyMEeHTa:
16-17 Bexa,

Jlexyua 10-14

Jlabopamophoe
sauamue — 3-6

Jlexyusi ¢ pazbopom

cumyayui

KOHKpEMHbIX

Monumopune doxymenmos 17-20 exog

18 Bek,
19 Bek,
20 Bex Camocmoamenvras | [loocomoska K aabopamopnomy
paboma - B3AHAMUIO
Iloozomoska k 3auemy
dopmynsp coBpemMeHHOTO | Jlexyus 15 Jlexyua-eusyanusayus ¢ npumeHeHuem
YIIPaBIEHYECKOTO cnaio-npoekmopa
JIOKYMEHTA! MpaBUIIa
0 OpMIICHUS PEKBU3UTOB
Monumopune  3aK0HOOAMeENbHBIX U
Jlabopamoproe

3anamue — 7-8

CamocmosimenvHast
paboma -

HOPMAMUBHO-MEMOOUYECKUX AKINO8 NO
OOKYMEHMOBEOCHUIO C UCHONIb308AHUEM
npagosvix 6a3 OaAHHbIX;

Ompabomxa npaxmuyecKux HagblKo8
0 opmAeHUs PeKEUUMO8

Toozomoska K
3aHAMUIO

aabopamopnomy

TpeboBanust k  Tekcry
JTIOKYMEHTA;
Yaudukamms TEKCTa
JIOKYMEHTa

Hexyus 16 -17

Camocmosimenvhas
paboma -

Jlexyus-eusyanuzayuss ¢ npumMeHeHuem
caauo-npoexmopa

Tloozomoska k nexyuu
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9 CucreMbl gokyMeHTanuu; | Jlexyusa 18-19 Jlexyus-eusyanuzayus ¢ npumeHeHuem
CKJIaIbIBAHUE CHUCTEM, caauo-npoexmopa
yHU(DULIUPOBAHHBIE
CHCTEMBI IOKYMEHTAIIUU
Tloozomoska k nexyuu
Camocmosmenvhas
paboma
10 Opranu3zalvoHHbIE, Jlekyus 20-23 Jlexyus-susyanuzayus ¢ npumeHeruem
pacnopsiIUTENbHBIE u caatio-npoexmopa
UH(POPMALIMOHHO-
CIIPpaBOYHEBIC JOKYMCHThI ﬂa@opamopnoe
sanamue 9 - 15 Hcnonvzosanue xetic-memooa
Camocmosmenvrasn | Iloocomoska K AA6OPaAmopHOMY
paboma 3AHAMUIO
11 CogeprieHcTBoBanue | Jlexyus 24
AOKYMCHTAIHOHHBIX Ilpobnemnasn nexyus
IIPOIIECCOB,
HCITOJIb30BaHUE HOBBIX
UH(POPMALIMOHHBIX
TEXHOJOTHUI B
AOKYMECHTUPOBAHNN Camocmosmenvnasn | Iloocomoeka k nexyuu
paboma
12 Komrmrekcrr MIOKYMEHTOB; | Jlexyus 25 Ilpobnemnas nexyus
Hayuno-ucropuueckast u
MpaKTHYeCKas IIEHHOCTh
AOKyMEHTa Jlabopamoproe e | [locewenue apxusa, uzyueHue CioNCHbIX

3anamue 16

Camocmosimenvhas
paboma

KOMNJIEKCO68 Ha npakmuke

Iloozomoska K AAOOPAmMOpPHOMY

S3AHAMUIO

Iloozomoska k sx3ameHy

S. OneHKa VIAHUPYEMBIX pPe3yJIbTATOB 00y4eHus!

5.1. CucreMa oleHUBAHU A

Dopma konmpons

Makxc. konuuecmeo b6ainos

3a oony pabomy

Bcezco

Texywuii Konmpoiw:
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- onpoc 5 bannos 15 bannos
-Oauy -KoHmpobHas paboma (memol 2) 15 6annos 45 6bannos
- Koumpoavhas paboma (memwl 4) 15 b6annos
- Oauy-KoHmpoavbHas paboma (mema 6)
15 6annos
- UMO0206as1 KOHMPONLHASA paboma (memul
1-6)
Ipomescymounan ammecmayus 40 b6annos
(3auem) (memol 1-6)
Hmoeo 3a cemecmp 100 6annos
5 bannog 10 6annos
- onpoc
- Tecmuposanue (mema 7) 20 bannos 50 bannos
- KonmponvHas paboma (mema 9) 10 6annos
-Umoe08as KOHMpoabHas paboma
(memolr 7-12)
20 6annos
Tlpomescymounas ammecmayus 40 6annos 40 6annos
(ak3amen) (memot 1-12)
Hmoezo 3a cemecmp (Oucyunnum
p (Jucy ) 100 6annos

[TosryueHHBIN COBOKYMHBIN pe3yibTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKaTy OLICHOK U B
mKany oreHok EBpomneiickoii cucteMbl mepeHoca u HakorieHus kpeautoB (European Credit

Transfer System; nanee — ECTS) B cooTBeTcTBUM ¢ TaOIHIICH:

100-0ayupHas Tra oA e kana
mKana Pa/MIHOHHAs HIK ECTS
95 -100 OTJIUYHO A




27

83 -94 3a4TCHO B

68 — 82 XOPOIIIO C

56 — 67 D
YIIOBJICTBOPUTEIIEHO

50 -55 E

20-49 FX
HEY/IOBJICTBOPHUTEILHO HE 3a4YTEHO

0-19 F
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5.2.KpuTepun BbICTABJIEHUS OLIEHKHU MO JUCIUIJIMHE

Baanwl/
HIxanaa
ECTS

Onenka nmo
JTUCIHUILINHE

Kpurepun oneHKH pe3yJibTaTOB 00y4eHus M0
AUCHUILINHE

100-83/
A,B

«OTIANYHO»/

«3a4TEHO
(oTIIMYHO)»/

«3a4YTCHO»

BricraBisiercst o0yyaromemMycs, €Ciii OH ITyOO0KO U
IIPOYHO YCBOUJI TEOPETUYECKUM U MPAKTUYECKUI
MaTepHaj, MOXET ITPOJEMOHCTPUPOBATE 3TO Ha 3aHATHUIX
U B XOJi€ IPOMEKYTOYHOU aTTECTALUH.

OO0yuaromuiicst KICUEPIBIBAIOIIE U JIOTHYECKH CTPOUHO
u3naraet yueOHbIi MaTepua, yMeeT YBSA3bIBaTh TEOPHIO C
MPAKTUKOM, CTIPABIISIETCA C PEIICHUEM 3aad
npodeccroHaTLHON HAIIPABICHHOCTH BHICOKOTO YPOBHS
CJIOKHOCTH, IPAaBUJIIBHO O6OCHOBBIBa€T IIPUHATHIC
pelIeHuUs.

CB0OOIHO OPUEHTUPYETCS B YUeOHOH U
npodeccuoHaBLHOM TUTEpaType.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYalOmEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTEeCTaLlUN.

Komnereniuu, 3akpeni€éHubie 3a AUCUUTUIMHOM,
c(hOpMHUPOBAHEI HA YPOBHE — «BBICOKUI».

82-68/

«XOpOIIO»/

«324TEHO
(xoport110)»/

«3a4YTCHO»

BricraBisiercst o0yyaromemMycs, €Cii OH 3HaeT
TEOPETUYECKUI U IIPAKTUYECKUN MaTepuai, rpaMOTHO U 10
CYILECTBY M3JIaraeT €ro Ha 3aHATUAX U B XOJE
IIPOMEKYTOUYHON aTTECTAlUU, HE JOIIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicst MpaBMUIBHO MPUMEHSET TEOPETHICCKUE
MTOJIOXKEHUS MTPU PEIICHUH TPAKTUYECKUX 3a/1a4
npodeccroHaAbHOM HAMPaBICHHOCTH PA3HOTO YPOBHS
CII0)KHOCTH, BJIaJIeeT HEOOXOAUMBIMH VISl 3TOTO HaBBIKAMHU
A IpUEMaMH.

JIOCTaTOYHO XOPOIIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCHOHATIBLHOM ITepaType.

OrneHka no JUCHUILIMHE BBICTABIISAIOTCS 00ydaromeMycs ¢
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTecTaluu.

Komnerenium, 3akperiéHuble 3a AUCHUIUIMHOM,
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banasl/ Ouenka no Kpurepun ouesnku pe3yjbTaToB 00yueHuUs M0
xana AUCHHUILINHE AUCHUILINHE
ECTS
c(OPMHUPOBAHBI HA YPOBHE — «XOPOIIU».
67-50/ «YIOBIIETBOPH- BricraBisiercs: o0yyaromemycs, €ciii OH 3HaeT Ha 6a30BOM
TEIBHO»/ YPOBHE TEOPETUYECKUN U ITPAKTUYECKUM MaTepUall,
DE JIOTMTYCKAaET OTACNbHbIC OMIMOKH MTPH €T0 U3JI0KEHUHU Ha
(«ATATEHO 3aHATUSAX U B XOJ€ MPOMEXYTOYHOU aTTECTALUH.
(ynoBneTBopH-
TENbHO)»/ OOyuaromuiicst HICTIBITHIBAET OMPEICAEHHBIC 3aTPYIHEHUS
B IPUMEHEHHUH TEOPETUYECKUX MOJI0KEHUN NPU PEILICHUH
(GAATEHO> MPaKTUYECKHX 3a7a4 MpodeccnoHaNbHOM HAlIPaBICHHOCTH
CTaHAAPTHOI'O YPOBHSI CIIOXKHOCTH, BJIaJICET
HEO0OXOTMMBIMHU ISl 5TOTO 0a30BBIMH HABBIKAMU U
NpUEMaMHU.
JIeMOHCTpHpPYET 1OCTaTOYHBIN YPOBEHb 3HAHUS YUEOHOM
JUTEpaTypsl 10 AUCIUIIIMHE.
OrneHka no JUCHUILIMHE BBICTABJISAIOTCS 00ydaromeMycs ¢
Y4ETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTalUu.
Komnerenium, 3akperniéHuble 3a AUCHUIUITMHOMN,
c(OpMUPOBAHBI HA YPOBHE — «JI0CTATOUHBIII».
49-0/ «HEYIOBJIETBOpUTE | BricTaBisercst oOydaromemMycs, eCiu OH He 3HAeT Ha
JIBHO»/ 0a30BOM ypOBHE TEOPETUUECKHUMN M MPAKTHICCKUIN
FEFX Marepua, J0MmycKaeT rpyObie OmMUOKY MPH €ro
HE 3a4TEHO

W3JIOKEHUH Ha 3aHATHSIX U B XOJI€ POMEKYTOUHOU
aTTeCTallUU.

OOyuaronuiicss UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKUX ITOJI0KEHUN IIPU PELLICHUN
MPAKTUYECKHX 33/1a4 MPO(hecCHOHATLHON HANPaBIEHHOCTH
CTaHJapTHOI'O YPOBHS CJIIO)KHOCTH, HE BIaEET
HEOOXOAUMBIMU JIJIS1 3TOTO HAaBBIKAMU U MIPUEMAMHU.

JleMoHCTpUpYET (parMeHTapHbBIE 3HAHUS YICOHOU
JUTEPATyPhI IO JUCIUTUIAHE.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYalOmEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTECTaLlUN.
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banasl/ Ouenka no Kpurepun ouesnku pe3yjbTaToB 00yueHuUs M0
xana AUCHHUILINHE AUCHUILINHE
ECTS

Kommerenmum Ha ypoBHE «1OCTaTOYHBIN», 3aKPETUIEHHBIC
3a TUCITUTLIMHOW, HE CPOPMUPOBAHBI.

5.3. OuenouHble cpeacTBa (MaTepuabl) AJI51 TEKYIIET0 KOHTPOJISI yCIIeBAeMOCTH,
NPOMEKYTOYHOM aTTecTANMU 00y4Aal0IIMXCS N0 JUCHHUILIMHE (MOOY10)

Ilepeyennb BOpoCcoOB K KOHTPOJIbHON padoTe no teme 2.

UeMm 3aHUMACTCS Hay4YHad JUCHUIIIIMHA ,Z[OKYMCHTOBCI[CHI/IC?

C KakMM# HayIHBIMA JUCITUTUIMHAMHE CBSI3aHO JTOKYMEHTOBEACHHE?

HazoBute 3akoHO/IaTENbHBIE AKThI, PETYJIUPYIOLINAE BONPOCHI TOKYMEHTUPOBAHHUA.
Ilepeuncnute HOpMAaTUBHBIE MPABOBBIE AKThI, PETYIUPYIOIINE BOIPOCHI JOKYMEHTHUPOBAHMUSI.

JaiiTe xapakTepuCTHKY HOPMAaTUBHO-METOJUYECKUM JOKYMEHTAM IO JIEIOIPON3BOJICTBY.

AN

HazoBute aBTOPOB, HCCICAYIOMMUX BOIPOCH! TOKYMEHTOBEICHHUS.

Ilepeyenn BOpocoB K KOHTPOJIbHOM padoTe no teme 4.
Kakwue BEI 3HaeTE CIIOCOOBI ,Z[OKyMeHTI/IpOBaHI/I}I?
Hepe‘lI/ICHI/ITe 9Talbl pa3BUTUA TCKCTOBOTO JOKYMCHTUPOBAHNS, CPABHUTC UX MCKIY co0oIi.

Pacckaxxute 00 0COOEHHOCTSIX TEXHUYECKOTO AOKYMCHTHUPOBAHMUA.

sl

B 4em 3akmrouaroTcst 0coOEHHOCTH KMHO, (OTO 1 (POHOIOKYMEHTUPOBAHMS?

5. CpaBHHTE H3BECTHBIE BaM CIIOCOOBI TOKYMEHTUPOBAHHUS MEXAY OO0, Ha30BUTE MX
IPEeUMYIIECTBA U HEJOCTATKU.

6. MaiiTe XxapakTepUCTUKy MaTepHUalbHbIM HOCUTEIIM HHPOPMALIMK U CPABHUTE UX MEXIY

c000ii.

IIpuMepsbI OJIUI-KOHTPOJIbHBIX PadOT MO TeMe 6

Kaxkue o0panienust Ob1/IM NPUHATHI B KOHKPETHDI HCTOPUYeCKUii mepuoa?

(TIPOBECTH CTPEJIKU)

XIX Bek TOBapHILY
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CoBeTckuii mepuos HBany MBaHnoBuuy
90-e roger XX Beka MusiocTuBOMY rocynapro
CoBpEMEHHOCTh TOCTIOTUHY

Kakumu uTOroBoIMHU (ppazamMu 3aKaHYMBATIOCH CJIY:Ke0HOE MUCHbMO B KOHKPETHBII HCTOPUYECKHUI
nepuoa?

(TIPOBECTH CTPEJIKH)

XVI, XVII Beka ¢ TITy00YalIIIiM ITOYTCHUEM

XIX Bek C YBaXKCHUEM

CoBerckuit mepuog € KOMMYHUCTHYECKUM MPUBETOM
CoBpEeMEHHOCTh Iapb rocynapb, cMuityics, noxanyi

Ilepeyennb BOIPOCOB K HTOTOBOM KOHTPOJIBbHOI padote Ne 1

1. JIokyMeHT U ero MecTo B CUCTEME YIIPaBJICHUS.

2. 3aKoHOAATEIbHBIE TIPABOBEIE aKThI, PETIIAMEHTHPYIOMINE CO3aHue B 0hOpMIICHIE
JIOKYMEHTOB.

3. HopmaTHBHO-METOAMYECKHE aKThl, OIPEACIISIIOLINE NOPSIIOK CO3AaHuUs U O(hOPMIICHUS
JIOKYMEHTOB.

4. JloKyMEeHTOBEJEeHHE KaK Hay4yHas AUCLUILIMHA U €€ CBS3b C APYTMMHU HayUHBIMU
JUCLUIUIMHAMH.

5. TlonsTtue «uHpOpPMALHI» U €T0 Pa3BUTHE.

6. IloHsTHE «IOKYMEHT» U €r0 pa3BUTHE.

7. CBs3b HHPOPMALIUH U TOKYMEHTA.

8. OOmue u yacTHble (HYHKINUHU TOKYMEHTA.

9. CnocoObl JOKYMEHTHPOBAHUS U UX Pa3BUTHE.

10.TexcTOBOE JOKYMEHTHPOBAHHE U STAIbl €I0 Pa3BUTHAL.

11.[Mukrorpammel. [Ipumenenne mUKTOrpadUuecKoro NUchkMa CeroHsI.
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12.JIororpammel. Mcionb30BaHue JIOTOTPAMM CETOTHS.

13. Texandueckoe JOKyMEHTHpOBaHHE. BB KOMITIIEKCOB TEXHUYECKOH JOKYMEHTAITHH.
14.®oronokymentupoBanue. [losBienue, pa3BuTHe, MpUMEHEHNE.
15.KunogoxymentupoBanue. [losBienne, pazsurre. Buneo3anucs.
16.@ononoxymenTupoBanue. [losBienre, pa3BuTre, IPUMCHCHHE.

17.Marepuan 1151 foKkyMeHTUpOBaHus. Ero pazsutue.

18.IlognuuaHNKY 1 konuu. Bunel konuii. [Topaaok yaocToBepeH KOMUI.
19.@opmynsp nokymenra. TunoBo#t popmynsp, hopMyisp-oOpaserl.

20.PazButre ¢popmymspa nokymenta B X VI-XVII BB.

21.®opmynsap noxkymenta XVIII B.

22.®opmynap TekcToBoro nokymenta XIX- nagana XX BB.

OO0pa3ubl TeCTOB 10 TEMe 7
Bomnpoc 1
Buza opunmanbHOro 1OKyMeHTa 3TO:

A) PEKBH3UT TOKYMEHTA, BRIPAKAIOIINI COTJIACHE WJIN HECOTJIACHS TOJDKHOCTHOTO JIUIIA C

COACPIKAHUCM JJOKYMCHTA

B) HaAIMUCh Ha JOKYMCHTC, CACIIaHHAA JOJDKHOCTHBIM JIMIIOM U COJACPpIKaIlas NpuHATOC UM

peleHue

B) MMOAMUCAaHNC NTOKYMCHTA €T0 COCTABUTCIICM

Bompoc 2

Bu3bl mpocTaBusroTes:

A) pabOTHUKOM, TIEYaTABITUM JOKYMEHT
B) paboTHrKaMu cBoel opraHu3annuu

B) paGoTHUKaMu IpyTHUX OpraHU3aIIil

Bompoc 3
B kakue peKBU3UTHI IOKYMEHTA JIaTa BXOJMT KaK COCTaBHAs 4acTh?

a) rpud yTBEpKICHUS B) TIOJINCH
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6) BH3a COrjiaCoBaHHUA 1") pe3oonusa

Bompoc 4
OOmuii 61aHK TOKYMEHTA BKIIFOYAET B CeOs CIICTYIONIUE PEKBU3UTHI:

A) I/I306pa)KeHI/I€ rep6a, 3M6J'I€MI:I, MECTO IJId pasMCHICHWA Ha3BaHUA BUJAd JOKYMCHTA, MECTO

IJ1d JaThl 1 HOMEpAa JOKYMEHTA, MECTO COCTABJICHUSA

B) m3o0pakenue repoda, >MOIeMbl, HAUMEHOBAaHHIE OPTAHU3AINN aBTOPA, MECTO JUTS Pa3MEIICHUS

Ha3BaHUA BUJAa JOKYMCHTA, MCCTO AJId AAaThl 1 HOMEpa JOKYMCHTA, MCCTO COCTABJICHUA

B) I/I306pa)KCHI/Ie rep6a, 3M6J'ICMBI, HaMMCHOBAHUC OPraHU3alliu aBTOpa, MECTO JI1 pasMCIICHUS
Ha3BaHUA BUJAa JOKYMCHTA, CIIPABOYHBIC JAHHBIC 00 OpraHuvsanuu, MECTO IJId AAaTbl U HOMCpa

JOKYMCHTa, MECTO COCTaBJICHU

Bormpoc 5
Kakue 13 nepeynciaeHHbIX JOKYMEHTOB TPEOYIOT yTBEPKACHU?
A) ycraB b) mratHoe pacnucanue B) nmpukassl

I') noxnannbie 3anucku J1) JOJKHOCTHBIE HHCTPYKIIMU

Bompoc 6
TunoBoii GopMyIIsip MpHUKa3a COACPIKUT CICTYIONIIE PEKBU3HTHL:

A) rep0 (3M01eMy), HAaMMEHOBaHHE OpTaHU3aIMH-aBTOPa, CIIPABOYHEIE TaHHBIE 00 OpraHu3aIu,
HaMMEHOBaHUE BU/A JOKYMEHTA — MIPUKa3, JIaTy, HOMEpP, MECTO COCTaBJICHUSI, 3aT0JIOBOK K TEKCTY, TEKCT,

nOoAIKMCh, BU3bI COI'JIaCOBAHUA

B) rep6 (3m0OneMy), HAMMEHOBaHUE OPraHU3aAlMU-aBTOPa, HAUMEHOBAaHUE BUAA JOKYMEHTa —

MIpHUKa3, aTy, HOMEP, MECTO COCTaBJICHHS, 3aT0JIOBOK K TEKCTY, TEKCT, MTOAIKCH, BU3BI COTIIACOBAHUS

B) rep6 (ambneMy), HanMEeHOBaHUE OpraHU3AIMH-aBTOPa, HAMMEHOBAHHE BUIA JTOKyMEHTA —
MIpHKa3, 1aTy, HOMEp, MECTO COCTABJICHHS, 3aTOJIOBOK K TEKCTY, TEKCT, TIOJIICh, TIeYaTh, BU3BI

CcoriaCoBaHHUA

Bonpoc 7
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B ynpaBieHueckoi MpakTHUKE MPUMEHSIOT CISIYIONINE BUABI OJIAaHKOB:
A) Ojrank nmucbMa

b) 6manK KOHKPETHOTO BHAA TOKYMEHTA

B) oOuruii 61aHK

J1) 6nank hU3UIeCcKOTo JTUIa

Bormpoc 8

JloxyMeHTUpOBaHuUE 3TO:

A) miporiecc IBMKEHUS JOKYMEHTOB B OpraHU3aIlluu

B) 3anuce uHGOpMaLMK Ha Pa3IMYHBIX HOCUTEISAX 10 YCTaHOBJICHHBIM IIPaBHIaM
B) coznanue 10kyMeHTOB

I') paboTa ¢ nokymMeHTaMH

Bompoc 9
K opranuzanoHHbIM JJOKyMEHTaM OTHOCSITCS:

A) ycraBsl 0) mpaBmsia  B) aKThl T) MPHKAa3bl ) HHCTPYKIHUU

Bompoc 10
I'epOoBoii mevaTrio (MeYaThiO OPraHU3aIlN) 3aBEPSIOT:
A) TapaHTHIHBIC THCHMA 0) TIPOTOKOJIBI 3aCEaHUA  B) TIPUKA3hI

I') noroBopsl 1) TPyAOBBIE KHUKKHU

Bomnpoc 11
dopMyIsp JOKYMEHTa 3TO:

A) Habop pekBH3UTOB OQHULINAIEHOTO TUCEMEHHOTO JOKYMEHTA, PACION0KEHHBIX B

OTIpeICTICHHOU TTOCIICTIOBATEIFHOCTH
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B) nopsnok 00paboTKH TOKYMEHTOB

B) MUHMMaIbHBIN dJIEMEHT O(OPMIICHHUS JOKYMECHTA

Bompoc 12
MudopMannoHHO-CITPaBOYHBIN TOKYMEHT 3TO:

a) a) JlokyMeHT, coaepskaiuii nHdhopMaluio o GaKTUICCKOM IOJIOKEHHH JC)T, KOTOPBIM CIYKHUT
OCHOBaHHUEM ISl IPUHITHS PEIICHUH

b) 6) JoxymeHT, opranusyromuii padboTy yapexacHIsI

¢) B) JlokyMeHT, B KOTOPOM 3adHUKCHUPOBAHBI PACTIOPSDKEHUS PYKOBOICTBA

d) r) JlokyMeHT, PUKCUPYIOIINI AeITEIbHOCTh KOJUIETHAIBLHOIO OpraHa

Bormpoc 13

Bnank ¢ n3o0paxkenuem rocyaapctBeHHoro repba Poccuiickoit deaepannu MOTyT UMETh:
a) JIroOast opranuzanmsi, 3aperucTpupoBaHHas Ha TeppuTOpuH Poccuiickoit enepanmm
0) Kommepueckas pupma, 3apeructpupoBanHas Ha Teppuropun Poccuiickoit @eneparnu

B) YUpeXIeHHUs M OpraHu3alnd, ykazaHHele B KoncturymumonHoMm 3akoHe «O repbe Poccniickoit

denepanun»
r) YupexJIeHUsl 1 opraHu3aiuu, ykazanuele B Konctutyuuu PO
Bompoc 14
K pexBu3uTam, mpuaaommM T0KyMEHTY IOPHANYECKYIO 3HAUNMOCTh OTHOCSITCS :
a) rep6 P®
b) oTmeTKa 0 MOCTYIIIEHUU JOKYMEHTa
B) TIOJINHICH
') aBTOp AOKYMEHTA
IlepeyeHb BONPOCOB K KOHTPOJILHOI padoTe no teme 9

1. Yro Takoe yHUpHUKALNS JOKYMEHTOB?
2. JlaiiTe ompeneiaeHUe CUCTEME JOKYMEHTAIUN

3. UYro takoe yHU(HUIIMPOBAHHBIE CHCTEMBI JOKYMEHTAIINH, HA30BUTE HX.
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4. Kakue BUABI JOKYMEHTOB BXOJST B COCTaB YHH(PHUITUPOBAHHON CUCTEMBI OpraHU3aIlHOHHO-

pacropsIUTETHFHOU JOKYMECHTAITHH.

Ilepeyennb BOPOCOB K HTOrOBOM KOHTPOJIBbHOI padore Ne 2

1 TloHATHS «yHHU(PHUKANUA» U «CTAHAAPTU3AUSI» JTOKYMEHTOR.

2 Pa3zButHe yHH(HKAIMK U CTaHJApTU3aIUU TOKyMeHTOB BO Il monoBuue XX B.

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

4 TpeOoBaHMs K KOHCTPYHUPOBaHUIO OaHKOB. Buapl 6nankoB. biaanku npeanpustuii
pa3nu4HbIX GOPM COOCTBEHHOCTH.

5 PexBU3NT «<HAUMEHOBAaHME OPTaHNU3AIMU-aBTOPA JOKYMEHTa», TPEOOBAHHS K HEMY.

6 PexBU3UT «CHpaBOYHbIE JaHHBIE 00 OpPraHU3AIMH-aBTOPE TOKYMEHTa», €r0 COCTaB.

7 PekBU3HT «ampecat», ero 3HaUCHUE U COBPEMEHHBIC TPEOOBaHMUS K O(OPMIICHHIO.

8 Jlatel. TpeOoBaHus Kk UX 0(hOPMIICHHIO; ]aTa KaK COCTaBHAS YacTh JIPYTHX PEKBU3UTOB.

9 PexBU3UT «pEeTUCTPALMOHHBIN HOMEP JTOKYMEHTa», €T0 3HA4YCHHE.

10 PexBUBHT «CCBHITKA HA PETHCTPALIMOHHBIN HOMEP U IaTy JOKYMEHTa», KOT/Ia U TJe OH
MIPOCTABIISIETCS.

11 ITopsimox coryiacoBaHus JOKYMEHTOB M 0(hOpMIICHHSI BHYyTPEHHETO U BHEIIHETO COTJIACOBAHUS

12 Tlopsimok yTBEpKASHHS TOKYMEHTOB, BUABI YTBEPKICHHSL.

13 Tlopsnox moANUcaHus JOKYMEHTOB.

14 TleuaTh KaK peKBU3UT JOKyMeHTa. Ha Kakux TOKyMEHTaX MpOCTaBIIAeTCs repOoBas mevarh.

15 CoctaB ynoctoBepenus 1okyMeHToB. [IpaBuna oopmiieHHsS pEKBH3UTOB, YI0CTOBEPSIOLINX
JOKYMEHT.

16 OTMeTKH Ha JOKYMEHTe, UX 3HaueHUE U 0pOpMIICHHE.

17 Pezomonus. E€ 3nauenue. TpeboBanus, mpeabsBisieMble K PE30TIOLNH.

18 PexBHU3UT «0TMETKA 00 UCIIONHHUTENE», €T0 3HAUCHHE.

19 PexBU3UTHI, TpUIAIOIINE JOKYMEHTY FOPUIUIECKYIO 3HAYUMOCTb.

20 YHugukanus TeKcTa JOKyMEHTa.

21 TpadapeTrabie TeKCTE. MeToanka pa3paboTKH.

22 CriocoOsl mpecTaBIeHnsT YHU(UIIUPOBAHHBIX TEKCTOB (aHKETBI, TA0IHIIBI, TpadapeTHhIC
TEKCTHI).

23 Oobmue TpedoBaHUsA K TEKCTY TOKYMEHTA.

24 AnropuT™M MOATOTOBKH JIOKYMEHTA.

25 DeMeHTHI TEKCTa: 3ar0JIOBOK, TIPIIIOKCHIS, TPEOOBAHUS K HIM.

26 JIMHTBUCTHYECKHE OCOOCHHOCTH TEKCTOB CITY)KEOHBIX JOKYMCHTOB.

27 TloHsTHE «CUCTEMBI JOKYMEHTAILIMU», PA3BUTHE CUCTEM.

28 Tlonatne «yHU(PUITMPOBAHHBIE CUCTEMBI JOKYMECHTAIIAN.

29 Haznauenue, onpeaenenue u cocra Y COPJI.
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30 TpeboBaHMS K COCTABJICHHUIO M 0(hOPMIICHHIO OPTaHU3AIIMOHHEBIX TOKYMEHTOB.
31 TpeboBaHMS K COCTABJICHUIO W 0(OPMIICHUIO PACTIOPSIUTEIHHBIX TOKYMEHTOB.
32 TpeboBaHUS K COCTABJICHHUIO B 0(hOPMIICHHIO TPHUKA30B.

33 TpeboBaHMS K COCTABICHUIO B 0(OPMIICHUIO OOBSICHUTEIHHBIX 1 JTOKIATHBIX 3aIHCOK

(BHEIIHUX W BHYTPEHHHUX).

34 TpeboBaHMS K COCTABIICHUIO W 0(OPMIICHHUIO CITPABOK (BUABI CITPABOK, CIIPABKU BHEIITHHEC

BHYTPEHHHE).

35 TpeboBaHuUs K COCTABICHUIO  OPOPMIICHHUIO aKTa.

36 TpeboBaHUs K COCTABICHUIO 1 OOPMIICHHUIO CITYyKeOHOTr0 MUchMa. Pa3HOBUAHOCTH MHUCEM.
37 TpeboBaHuUs K COCTaBICHUIO U O(POPMIICHHUIO TEIECTPAMM.

38 Ocobennoctu hopMysipa Tee(OHOTPAMMEI.

39 AJ'Il"OpI/ITM IMOATOTOBKHU U NPOBCACHUSA COBCIIAHUA. I[OKyMeHTI:I, CO31aBaCMbIC B IIPOLIECCEC

INOATrOTOBKH COBCIIIAHUMA.

40 TpeboBaHUs K COCTaBJICHUIO U O(YOPMIICHHIO ITPOTOKOJIA.

41 TloHsATHE KOMILJIEKCOB JOKYMEHTOB. [lepBUYHBIE KOMILIEKCHI TEKCTOBBIX JOKYMEHTOB.
42 TIoHATHS «IOKYMEHTAJIbHBINA (OHII» U «apXuBHBIA GoHI». VX paszauuue.

43 Cno>xHbIe KOMITICKCHI. BeTOMCTBEHHBIE apXUBHI.

44 CnoxxHble KOMITIEKCH. ['ocymapcTBeHHbIe apXUBEl. CETh TOCYIapCTBEHHBIX apXUBOB.

45 TloHATHS «IIEHHOCTh JOKYMEHTa», «IKCIIEPTH3a IIEHHOCTH». BO3ZHUKHOBECHHE, PA3BUTHE

SKCIIEPTH3HI.

—

0 0 N

46 TIpuHIHUIBI, KPUTEPUH PKCIIEPTU3BI IEHHOCTH TOKYMEHTOB.

IlepeuyeHb BONPOCOB K YCTHOMY 3K3aMeHY 10 BCeMy Kypcy

o Ilepeuenv 6onpocoe 011 n0020MOBKU K IK3AMEHY RO OUCUUNIUHE
“/lokymenmoeedenue”
JIOKYMEHT M €r0 MECTO B CUCTEME YIPaBJICHHUS.
3aKOHBI M HHBIE HOPMATHUBHBIE MIPABOBBIC AKThI, PErIIAMEHTUPYIOIINE CO3JaHUE U
odopmIIeHHE TOKYMEHTOB.
HopMaTtuBHO-MeTOAMYECKHE JOKYMEHTBI, OTIPEACISIONINE TIOPSA0K CO3aHMS ’
odopMIIeHUS TOKYMEHTOB.
JlokyMeHTOBeIeHHEe KaK Hay4Has JUCIUILINHA U €€ CBS3b C IPYTUMH HaAYyIHBIMU
JTUCIUTUINHAMU.
[TonsiTue «uHpOpMaIUsi» U €ro Pa3BUTHE.
[ToHsTHE «IOKYMEHT» U €T0 Pa3BUTHE.
Cas13b uHGOpMAIIUU U TOKYMEHTA.
OOu1re n yacTHbIe (PYHKIIUN JOKYMEHTA.
CriocoObl TOKYMEHTUPOBAHUS U UX Pa3BUTHE.

10 TekcToBOE JOKYMEHTHUPOBAHUE U 3TAIlbl €M0 Pa3BUTHS.
11. ITuxkrorpammsl. [Tpumenenne nukTorpaduyecKoro mucbMa CeroaHs.
12. Jlororpammsl. Mcnionb3oBaHue J0rorpaMm CEroIH.
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14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

25.

26.

27.

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

35.

36.
37.

38.
39.

40.
41.
42.
43.
44.

45.
46.
47.
48.

49.
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TexHnueckoe NOKyMEHTUPOBAHUE. BUIbI KOMIIJIEKCOB TEXHUYECKOU TOKYMEHTALINH.
®doTtonokymeHTupoBanue. [losBiienue, pazputue, NpUMEHEHHUE.
KunonoxymentupoBanue. [losiBinenue, pa3Butue, npuMeHEHUE.
®doHoaokymeHTHpoBaHue. [losiBIeHUE, pa3BUTHE, TPUMEHEHHUE.

Marepuan s JoKyMeHTUpOBaHus. Ero passurue.

[Mognmuunanky u konuu. Buasl konuid. [Topsnok ygocToBEpeHUA KOMTUMA.

dopmynsap nokymenrta. TumoBoit popmymsp, hopmysip-oOpaserr.

Pazsutue popmynsapa noxkymenta B XVI-XVII Ba.

®opmyisip nokymenrta X VIII B.

dopmysisap TeKCTOBOro nokymeHnTa XI1X- nagana XX BB.

[MonsTus «yHUPHUKAIUSI» U «CTaHIAPTU3AMMS» TOKYMEHTOB.

I'OCT P 7.0.97-2016. Ero conepxanue, 3Ha4eHUE U BO3MOXXHOCTH MCTIOJIb30BaHUS B
COBPEMEHHBIX OpPraHU3aIUsIX.

[IpaBuiia genonpon3BoACTBa Il eiepaibHbIX OPraHOB UCIIOJIHUTENBHOMN BIIACTH.
(coneprkanue, 3HAYEHUE U BO3MOKHOCTH UCTIOIb30BAHMUS)

MeTtoaudeckue pekoMeHAaluy o pa3paboTke HHCTPYKIUIA O AETONPOU3BOICTBY B
denepanbHBIX OpraHax UCIOIHUTEIBHOMN BIACTH (COACpKAHKE, 3HAUCHUE U
BO3MOKHOCTH UCIIOJIb30BaHUA).

IIpumepHas HHCTPYKLUS IO JEIONPOU3BOICTBY B TOCYIapCTBEHHBIX opranuzanusax 2018
r. (colepaHue, 3HaYCHUE U BOBMOKHOCTH UCIIOJIb30BaHUS ).

CocraB pekBu3uTOB O1ankoB. Kimaccudukarys 01aHKOB.

PexkBu3NT «HauMeHOBaHNE OpraHU3alUu-aBTOpa TIOKYMEHTa», TpeOOBaHUS K HEMY.
PekBU3UT «cripaBOYHBIC JaHHBIE 00 OPraHU3AIMH-aBTOPE JOKYMEHTa», €r0 COCTaB.
PekBu3uT «agpecar», ero 3HaU€HUE U COBPEMEHHbIE TpeOOBaHUs K 0(OPMIICHHIO.
Hatel. TpeboBanus k uX o(hOpMIICHUIO; JaTa KaK COCTaBHAS YacTh APYTUX PEKBU3UTOB.
PexBU3UT «perucTpallnOHHBIA HOMEP JOKYMEHTA», €r0 3HaUCHHE.

PexBU3UT «cChbUIKa HA PETUCTPALMOHHBIN HOMEp U AaTy JOKYMEHTa», KOraa U Ie OH
IIPOCTABIISIETCSL.

[Topsimok coriacoBaHus TOKYMEHTOB U 0POPMIICHUS BHYTPEHHETO ¥ BHEIIHETO
COTJIaCOBaHUsA

[Topsimok yTBepxkACHUSI JOKYMEHTOB, BBl YTBEPKICHHUSL.

[Topsimok moamrcanust TOKYMEHTOB. DJIEKTpOHHAs MOAMHUCh. OTMETKa 00 3JIEKTPOHHOU
MOATMKCH.

[TeuaTp KaKk peKBU3UT AOKYMeHTA. Ha kaknx JOKyMEeHTaX MPOCTABIISIETCS OTTUCK MEYATH.
CocraB ynocroBepeHus qokyMeHTOB. [IpaBuna ohopMiaeHUs peKBU3UTOB,
YAOCTOBEPSIONIUN JTOKYMEHT.

OTMeTKHu Ha TOKyMEHTe, UX 3HaueHue U ohopMIIeHHE.

Pezomonus. E€ 3nauenue. TpeboBanus, npeabsBisieMble K PE30JIIOLUH.

PekBu3UT «0TMETKa 00 HCTIOIHUTENE», €r0 3HaUCHHE.

PexBU3UTHI, puaaronme J0KyMEHTY I0pUIUYECKYIO0 3HAUUMOCTb.

VYuudukanusa tekcra fokymMmeHTa. CriocoObl npeAcTaBieHusl yHU(DUIIMPOBAHHBIX TEKCTOB
(aHKeThI, TAOMUILIBI, TpadapeTHBIC TEKCTHI).

O61ue TpeboBaHUsI K TEKCTaM YIPaBICHUYECKUX JOKYMEHTOB.

AJTOpUTM MOATOTOBKH IOKYMEHTA PACHIOPSAIUTEILHOTO JOKYMEHTA.

DJeMEeHTHI TEKCTa: 3ar0JIOBOK, IIPUIIOKEHUS, TPEOOBaHUS K HUM.

[TonsiTHE «CUCTEMBI TOKYMEHTALUW», PA3BUTHE CUCTEM JOKyMeHTanuu. [lonstue
«yHU(DHUIIMIPOBAHHBIC CHCTEMBI IOKYMEHTaMK». Ha3HaueHue, onpeaeneHrue U COCTaB
YHUGHUIUPOBaHHON CHCTEMBI OPraHU3ALIOHHO-PACTIOPSAUTEIbHON JOKYMEHTAIUH.
TpebGoBaHus K COCTAaBICHUIO U O)OPMIICHUIO OPraHU3aIIMOHHBIX JOKYMEHTOB
(monoxxeHue, ycTaB, MHCTPYKIIUS, PETJIaMEHT, IITATHOE pacliCcCaHue).
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50. TpeGoBaHMs K COCTABICHUIO U O)OPMIICHUIO PACHIOPSIIUTENBHBIX IOKYMEHTOB (TIPHKa3,
pacnopsKeHHe, pelieHue, IOCTaHOBICHHUE, IIPOTOKOI).

51. TpeGoBaHMs K COCTABICHHUIO M OQOPMIICHUIO O0BSICHUTENBHBIX, JOKIAIHBIX U
CITY>KEOHBIX 3aMHCOK.

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

53. TpeboBaHUs K COCTABICHUIO 1 O(DOPMIICHHUIO aKTOB.

54. TpeboBaHus K coCTaBICHUIO U 0hopMIIeHHIO city:keOHoTo nuckMa. Knaccudukanus
CITY’KE€OHBIX MHUCEM.

55. AAroput™ NoAroTOBKU U IPOBEACHMS cOBellaHUsl. JIOKyMEHTBI, CO31aBacMble B
npoliecce MOArOTOBKU COBEIIaHUs.

56. TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO TIPOTOKOIA.

57. IloHATHE KOMIUIEKCOB TOKYMEHTOB. [lepBHUHBIE KOMITJIEKCHI TEKCTOBBIX JJOKYMEHTOB.

58. CnoxHbIe KOMIUIEKCHI JOKYMEHTOB. [IOHATHS «TOKyMEHTaIbHBIN (QOH» U «apXUBHBIH
dbona». Ux paznuuue.

59. Homenknarypa nei.

60. IIpu3Haku 3aBeeHUS JE.

6. YueOHO-MeTOAMYECKOE M HH(POPMALMOHHOE 0O0ecnievyeHHne U CHUILINHBI

6.1. CnucoK MCTOYHHMKOB M JIUTEPATYPHI

O0s3aTeIbHbIC HCTOYHUKH
denepanbHblii KOHCTUTYIHOHHBIN 3ak0H OT 25 nexadbpst 2000 r. Ne 2-OK3 «O INocynapcTBeHHOM
repbe Poccuiickoit ®enepaunn» // [OnexTpoHHbld pecype]. — M., 2019. — Pexxum nocryna:

http://www.consultant.ru/document/cons_doc_LAW_29674/.

Oenepanpubiii 3ak0H PO ot 27.07.2006 1. Nel49-®3 «O6 wmHpOpManuu, WHGOPMAITMIOHHBIX
TEXHOJIOTHSX M O 3amuTe nHpopmanuu» // [DIeKTpoHHbIN pecypc]. — M., 2019. — Pexum gocryna:

http://www.consultant.ru/document/cons_doc_LAW_61798/.

@enepanbubiii 3akoH oT  06.04.2011 Ne 63-®3 “O6 »snexkrponHoit mnomgnucu” //
[D51eKTpOHHBIN pecypcl]. - M., 2019. - Pexum JOCTyTIA:
http://www.consultant.ru/document/cons_doc_LAW_112701/.

Oepepanpupiii 3ak0H 0T 01.06.2005 No53-®3 «O rocymapcTBeHHOM s3bike Poccuiickoii
®enepatmn»  //  [OnektponHsli  pecypc]. — M., 2019. - Pexum poctyna:
http://www.consultant.ru/document/cons_doc_LAW_53749/.

[Tocranornenne IlpaButensctBa P® ot 15.06.2009 Ne 477 «O6 yrBepxkacaun IlpaBumn
JIeTIONPOU3BOJICTBA B (heepalbHBIX OpraHax HCIOJHUTEIbHOU BiIacTh»// [DNEKTPOHHBIN pecypc]. —

M., 2019. — Pexxum pocrtyna: http://www.consultant.ru/document/cons_doc_LAW_88695/.
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MeTtoauyeckie pekOMEHAAMU M0 pPa3paboTKe MHCTPYKIHMM MO JeNONpOM3BOACTBY B
denepalbHBIX OpraHax HCIIOJHHUTEIBHOW BIIACTH, YTBEPXKIACHHBIC NMpuKa3zoM PocapxuBa ot 23
nexadbps 2009 Ne 76 // [DOnekrtponsslii pecypc]. — M., 2019. — Pexum pocryma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[TpumepHas HHCTPYKLUSA 110 AETONPOU3BOICTBY B FOCYAAPCTBEHHBIX OpraHU3aIUsaX, YTB.
[Ipukazom Pocapxusa ot 11.04.2018 Ne 44) // [Onexktponssiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hanumonanwubiii cranmapT Poccuiickoit ®deneparnuu. Cucrema
CTaHJapTOB MO HH(MOpMauuu, OMOITMOTEYHOMY U U3JATENbCKOMY aeny. OpraHusalnroHHO-
pacriopsiauTenbHas JoKyMeHTanus. TpeboBaHus K 0)OPMIICHUIO TOKYMEHTOB // [DIeKTpOHHBIH
pecypce]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2007 Cucrema cTtaHAapTOB 10 UHPOPMALIUHA, OMOIUOTEIYHOMY U
W3/1aTeNIbCKOMY JieNly. YTpaBiieHue aokymeHTamu. OOmue TpeboBanus. // [DIEeKTpOHHBINA

pecypce]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXWBHOE J€70. T€pMUHBI U ONPEIEIICHHUS. -
[DnexTpoHHbIN pecypc]. - M., 2019. Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

Jlureparypa

OcHoBHaA

beikoBa T.A. JlokymeHTanimoHHOe oOecreueHrne YIpaBieHUs (JIeJIOTPOU3BOICTBO)
[DnexTpoHHEI pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3nerona. -2-e¢ u3a. nepepad. u
JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyma:
http://znanium.com/go.php?1d=942800/

I'moroBa C.A. BoO3HMKHOBEHME W TEHACHIMU PA3BUTHSA  PACTIOPSAUTEIHLHON
nokyMmeHTauuu B Poccum B nopeBomtonmoHHblil nepuon // Bectnuk PITY. 2014. Ne2.
[D51eKTpOHHBIN pecypcl]. - M., 2019. - Pexum JOCTyTIA:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70.

Kykapuna IO.M. CoBpeMeHHblE OpraHM3alMOHHBIE W PETJIAMEHTHBIE JOKYMEHTBI:
¢ynkunu u paznosuaHoctH // Bectnuk PITY. 2016. Ne2. [QnexktponHslit pecypc]. — M., 2019. —
Pexum JOCTYyTIA: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik_daizi%202(4)-16.pdf.

Kykapuna KO.M. CocTtaB yaoCTOBEpEHHSI TOKYMEHTAa: OT MPOILIOr0 K HACTOSIIEMY H
oynymemy// Bectauk PITY. 2014. No2. [DnektponHslii pecypc]. — M., 2019. — Pexum gocrymna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128.
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JlomoaHuTeabHast

Jleoenocosa I'.A. CeneKTUBHBIA OTOOp TOHATHSA «IOKyMeHT» // BectHuk PITY. 2016. No2.
[D5eKTpOHHBIN pecypcl]. - M., 2019. - Pexum JOCTyTIa:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71.

6.2. Ilepeyenr pecypcoB HH(OPMALMOHHO-TETEKOMMYHUKAIIMOHHOH  CeTH
«AHTepHeT»

[IpaBoBsie cuctemsl “T'apant, “KoHcynbTaHT mutoc’;

7. MarepuajibHO-TeXHHYECKOe oDecriedeHne TUCHUNIMHBI (MOTYJIs1)

AynuTopuu AN MPOBENEHMS JIEKIMH W CEMHUHApCKHUX 3aHATHH C TEXHUYECKHMHU CPENCTBAMHU
o0y4eHus (MyIbTHMEANA-TIPOEKTOP (BUACONPOEKTOP), IKpaH (IEPEHOCHOH WK CTAIMOHAPHBIN)).

CoctaB nporpammuoro odecnedenus (II0), coBpeMmeHHBbIX podeccHoHATBLHBIX 0a3 naHHbIX (B1) 1
uHdopmaunoHHo-crnpapoynsie cuctem (MCC) (2017 r.)

1. Ilepeuens IO

Tabauya 1
Nent Haumenoanue [10 [TpouzBogutens | Crmocob pacmpocTpaHeHUs
/i (tuyensuonnoe unu
c60000HO
pacnpocmpansemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky JUIEH3NOHHOE
2. llepeuens BJI u UCC
Tabauya 2

Nen/nn Haumenosanue
MexnyHaponHbie pedepaTuBHbie HaykoMeTpuieckue bJl, mocTymHbie B paMkax
HalMOHAJILHON moanucku B 2017 T.

Web of Science
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Scopus

[Ipodeccrnonanbubie ToMHOTEKCTOBBIE BJ1, TOCTYHBIC B paMKax HallMOHAILHOW TIOIITUCKU B
2017 r.

Kypuanbsr Oxford University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnans! Taylor and Francis

[Ipodeccrnonanbubie TOMHOTEKCTOBEIE B/

JSTOR

W3 nanust mo oO1iecTBEHHBIM M T'YMAaHUTAPHBIM HayKam

KOMHBIOTCPHBIC CIIPaBOYHBIC ITPABOBLIC CUCTCMbI

KouncynsranT Ilntoc,
l"apanT

CoctaB nporpammuoro odecnedenus (II0), coBpemeHHBbIX podeccHoOHATBLHBIX 0a3 naHHbIX (B1) 1

uHdopmauunoHHo-cnpapoynsie cuctem (MUCC) (2018 r.)

1. Ilepeuens IO

Tabauya 1
Nemt Haumenosanue [10 [TpousBogutens | Crmocod pacmpocTpaHeHUs
/i (tuyensuonnoe unu

c60000HO
pacnpocmpansemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky TUIEH3NOHHOE
2. llepeuens BJI u UCC
Tabauya 2

Neni/mn HammMeHnoBaHme

Web of Science

Scopus

MexnyHaponHbie pedepaTuBHbie HaykoMeTpuieckue bJl, mocTymHble B paMkax
HalMOHAJILHON moanucku B 2018 T.

2018 .

Kypnansl Oxford University Press

[IpodeccruonanbHbie MOTHOTEKCTOBBIC BJI, TOCTyIHBIC B paMKax HallMOHAJILHOU MOITUCKH B
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ProQuest Dissertation & Theses Global

SAGE Journals

Kypnans! Taylor and Francis
[Ipodeccrnonanbubie TOMHOTEKCTOBEIE B/

JSTOR
W3nanus no oO1ecTBEHHBIM U TYMaHUTApHBIM HayKaM
KoMIbIoTepHBIE CIIPaBOYHBIC PABOBBIE CHCTEMBI

KouncynsranT Ilntoc,
l"apanT

CoctaB nporpammuoro odecnedenus (II0), coBpeMeHHBbIX podeccuoHATBLHBIX 0a3 naHHbIX (B1) 1
uHpopManuoHHo-cnpaBounkie cuctem (MCC) (2019 r.)

1. Ilepeyens 110

Tabnuya 1
Ner/ Hawnmenosanwue 10 [TpousBoauTEND Crioco6 pacrpocTpaHeHHs
I (ruyenzuonnoe uau c60600HO
pacnpoCmpaHsiemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
12 Windows 10 Pro Microsoft JINIIEH3UOHHOE
13 Kaspersky Endpoint Security Kaspersky JIULEH3UOHHOE
2. Ilepevyens Bl u UCC
Tabauya 2

Nori/n HanmenoBanue
Mexaynapoansie pedepaTuBHbIC HayKoMeTpudeckrue b/I, mocTymHbie B paMkax
HaIMOHATBHON Tommucku B 2019 1.

Web of Science

Scopus

IMpodeccronanpubie nonHoTekcTOBBIE BJI, HOCTYNHBIE B paMKax HALlMOHAIBHOM HOAMUCKU B
2019r.

Kypuaner Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
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Kypnans! Taylor and Francis
DNEeKTPOHHBIC M3JaHUs U3/IaTeILCTBA Springer
[IpodeccruonanbHbie TOTHOTEKCTOBBIC B/

JSTOR
W3 nanust mo oO1iecTBEHHBIM M T'YMAaHUTAPHBIM HayKam
KoMInbloTepHBIe CIIPaBOYHBIC PABOBBIE CHCTEMBI

Koncynbrant Ilmoc,
l'apanT

8. Oblecneyenue o0pa3oBaTeJbHOr0 Ipolecca sl JHUI € OrPaHUYEHHBIMH

BO3MOKHOCTSIMH 310POBbS U HHBAJIH/I0B

B xoze peanuzanuu IMCUUILTAHBI UCTIOJB3YIOTCS CIEIYIOLIUE JOTOTHUTEIbHBIC
METOJIbl 00y4YEeHUSI, TEKYIIEro KOHTPOJISI YCIIEBAEMOCTH M MPOMEKYTOYHOW aTTeCTalllu

00yJaronuxcsi B 3aBUCUMOCTH OT WX UHAUBUIYATbHBIX OCOOCHHOCTEH:

. JUISL CJICTIBIX U CITa0O0BUIAIINX:

- JIeKuuu o(pOpMIIIOTCS B BHUJE 3JEKTPOHHOTO JOKYMEHTA, JOCTYIHOIO C IOMOUIbIO
KOMIIbIOTEpA CO CHEIMATN3UPOBAHHBIM IIPOIPAMMHBIM 00€CIICUEHUEM;

- NHWCbMCHHBIE 3aJaHMs BBINOIHAIOTCS Ha KOMIIBIOTEPE CO CHEUAIN3UPOBAHHBIM
IPOTrPaMMHBIM 00ECTIEYCHHEM, HITM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieuynBaeTCs MHIMBUyaTbHOE paBHOMEpHOE ocBemieHrne He menee 300 JtoKc;

- JUId BBINOJIHEHUS 3a/laHUsl NPU HEOOXOJUMOCTH IPEJOCTAaBIIAETCS YBEIMUYHBAIOILEE
YCTPOMCTBO; BO3MOXHO TAK)K€ MCIIOJIb30BAaHUE COOCTBEHHBIX YBEIMUUBAIOIIUX YCTPOUCTB;

- MUCbMEHHBIE 33JJaHUs OPOPMIISIOTCS YBETMUEHHBIM HIPUPTOM;

- DK3aMeH M 3a4€T MPOBOJATCA B YCTHOM (pOpMe WM BBIIOJHSIOTCS B MHCbMEHHON
dbopmMe Ha KOMIIBIOTEpE.

. JUIS TITYXHUX ¥ cIa00CTBIIIANTHX:

- JeKuuu oQOpMISIIOTCA B BHJE 3JEKTPOHHOIO JOKYMEHTa, JH0O0 MpenoCTaBIIAeTCs
3BYKOYCHJIMBAIOIAs alapaTypa HHAUBUAYAIBHOTO MOJIb30BaHUS;

- MUCHbMEHHBIE 33JJaHUS BBIMOJIHSAIOTCS Ha KOMIIBIOTEpPE B MUCHMEHHOM (hopme;

- 9K3aMEeH M 3a4€T MPOBOJAATCS B MUCBMEHHOH (hopMe Ha KOMIIBIOTEPE; BO3MOXKHO

poBeJicHUE B popMe TECTUPOBAHUS.
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o JUISL UL C HApYIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO ammapaTra:

- Jekuuu oGOpPMIISIOTCS B BUJE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IMOMOIUIBIO
KOMIIBIOTEpA CO CTIELUAIN3UPOBAHHBIM MPOTPAaMMHBIM 00ECIICUEHUEM;

- THCbMEHHbIC 3aJaHUsl BBIMOJHSIIOTCS HAa KOMIIBIOTEPE CO CHEIHATIN3HPOBAHHBIM
MPOrPaMMHBIM 00€CTICYeHUEM;

- DK3aMeH M 3a4€T MPOBOJATCA B YCTHOM (pOpMe WM BBIIOJHSIOTCS B MHCbMEHHON
dbopme Ha KOMIIBIOTEpE.

[Tpu HEOOXOMMMOCTH MpenyCMaTPUBACTCS YBEIMUYEHUE BPEMEHHU ISl IOATOTOBKU OTBETA.

[Ipomienypa  mpoBeAeHUsT  IPOMEXKYTOUHOM  arTectauuu s oOyvarommxcs
YCTaHABIMBACTCSI C Y4YETOM HUX HMHIUBUAYAIBHBIX TCHUXO(PHU3UYECKHX OCOOEHHOCTEH.
[TpomexxyTouHast aTTecTalusi MOXKET MIPOBOIUTHCS B HECKOJIBKO ITAIOB.

[Ipu mpoBeneHuu mporenypsl OLEHUBAHUS PE3yJabTaTOB OOyUeHUs MpeaycMaTpHUBaeTCs
UCTIOJIb30BAaHUE TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C WHAMBUIYAJIbHBIMU
0COOCHHOCTSAMHU O00yYaroIuXcs. DTU CPEICTBA MOTYT OBITh MPEJOCTABICHbI YHHUBEPCUTETOM,
WJIM MOTYT MCIIOJIb30BAThCSl COOCTBEHHBIE TEXHUYECKUE CPEIICTBA.

[IpoBenenue mpoueAypbl OLEHUBAHUS  pe3ylIbTaToB OOy4EHHS [JOMYCKaeTcs ¢
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

ObecneunBaeTcs AOCTYN K HH(GOPMAIIMOHHBIM U OnbimorpaduyeckuM pecypcam B CETH
WuTepHer 11 kaxkaoro oOywaromierocsi B ¢GopMax, aJalnTHPOBAHHBIX K OTPAaHUYECHUSIM MX
3JI0POBBS U BOCTIPUATHUS HHPOPMAIUH:

® /ISl CJICTIBIX U CIIA0OBUASIIUX:

- B IeYaTHOU (hopMe YBEITMUCHHBIM MIPUPTOM;

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;

- B hopme aynuodaiina.

® ISl TIYXUX U cIa0O0CITBIIIANTHX:

- B meyaTtHou opme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA.

® ISt 00Y4AIOIIMXCS C HAPYIIECHUSIMUA OTIOPHO-BUTATENILHOTO amnapara:

- B meyaTtHou opme;

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;

- B hopme aynuodaiina.

YyeOHBIC ayauUTOpUM I BCEX BHUIOB KOHTAKTHOM W CaMOCTOSITEIHHOW pPalOOTHI,
HayyHas OuOiMoTeKa M UHBIE TOMENIeHHs] Ui OOyuYeHHUS OCHAIICHBl CHelUuaTbHbIM

o0opyoBaHrEM U Y4eOHBIMU MECTaMU C TEXHUYECKUMU CPEACTBAMH OO0YUICHUS:
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® JJIA CJICIIBIX U CHaGOBI/I,Z[}IH_II/IXI
- YCTPOMCTBOM Jisl CKaHUpoBaHus 1 ureHus ¢ kamepoit SARA CE;
- nuctuieeM bpaitnst PAC Mate 20;
- mpuHTepoM bpaitnsg EmBraille ViewPlus;

® sl TIYXHUX U CIa0OCBIIIAIINX:

- aBTOMATH3UPOBAaHHBIM pPAa0OYMM MECTOM Ui JIIOJe C HapylleHHeM cllyxa H

¢71a00CIIBIIIAIINX
- aKyCTHYECKHUI YCHUIIUTENb U KOJIOHKH;
® /it 00YYaIOUIUXCsI ¢ HAPYIICHUSIMH ONIOPHO-JIBUTATEIILHOTO arapara:
- IEPEABUKHBIMU, PETYIUPYEMBIMU dproHoMudeckumu napramu CHU-1;

- KOMITBIOTEPHOM TEXHUKOM CO CTelHaIbHbIM IPOrPaMMHBIM 00ecTIeYeHUEM.

9. Meroan4eckue MaTepHaJIbl

9.1. [1nanbl J1a6OPATOPHBIX 3aHATHI

MeToauueckue YKa3aHus 110 OpraHu3allii U MMPOBCICHUIO naﬁopaTopme 3aHATHIA.

Br16op TeM mabopaTOpHBIX 3aHATHH OOYCIIOBIEH OOIIMM COACpKaHWEM Kypca W HaIleJICH Ha
yTIyGJIeHHOE N3YYEeHHE eT0 OTAETBHBIX Pa3ZelioB.

Lenp 3aHATHIT — 3aKpeIUIeHNe CTYyJeHTaMH 3HAHUA TEOPETUYECKOT0 Kypca U MPHOOpeTeHne UMHU
MPAKTHYECKUX HABBIKOB IOKYMEHTHPOBAHHUS JIEATEILHOCTA OPTaHU3ANN U TIPS ATIPHUSTHM.

B cBs131 ¢ mocTaBiIeHHO 1ETBI0 Ia0OpaTOpHbIE 3aHITHS Pa30UTHI HA TP pa3fena:

1. Pa3BuTHE TOKYMEHTa U CKJIaJbIBaHUE €ro GopmMyispa.

2. Cocrasienue u oopMIICHHE OPTaHU3AIIMOHHO-PACTIOPSTUTEIBHBIX JIOKYMEHTOB.

3. CnoxxHbIe KOMITIEKCH JOKYMEHTOB.

B pesynbrare BBINOTHEHHS NPAKTUYECKUX 3aHATUH CTYICHTHI JOJDKHBI 3HATh TOSBICHHE U
pa3BUTHE TEPMHUHA <«JIOKYMECHT», B3aMMOCBS3b MOHITHH <«IOKYMEHT» W «HWH(OpManus»; (QOpMBI H
crocoObl (hukcupoBaHUs WH(POPMAIIMM HA MAaTEPUAILHOM HOCHTENE; COCTaB W Ha3HAYCHHE (DYHKIMN
JIOKYMEHTA; JBOJIIONHI0 (OPMYJISipa TEKCTOBOTO JIOKYMEHTa B PA3JIMYHBIC HCTOPUYCCKHUE TCPUOJIBI,
COBpEMEHHBIC TPeOOBaHMUS, MMPEABABISACMbIE K COCTABICHUIO U O(DOPMIICHHIO CITy)KEOHBIX JIOKYMEHTOB;
YMETh COCTaBIISATh U OOPMIIATH OCHOBHBIC BUIBI OPraHU3AIMOHHO-PACTIOPSIUTEILHBIX JOKYMEHTOB.

3aHATHA TPOBOJATCS C YYETOM TpPeOOBaHWH, W3IOKCHHBIX B 33JaHUSIX KM Ha OCHOBE

npeararacMbIX yrpaBJICHUYCCKUX CI/ITyaLII/If/’I.
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3aHATHA MOTYT OBITH MPOBENEHBI KaK TPAAWIMOHHBIM CHOCOOOM, TaK W Ha IEPCOHAIBHOM
KOMIIBIOTEPE C HCIIOJNB30BAHMEM COBPEMEHHBIX TEKCTOBBIX PENAaKTOpPOB M IO CIENHAIbHO
pa3paboTaHHBIM METOUYECKUM yKa3aHUSIM.

[NoxroroBka k 71a00paTOPHBIM 3aHATHAM MPEAYCMATPHUBAET CAMOCTOATENBHYIO pa0OTy CTY/IEHTOB
0 M3YYEHHIO JEKIIMOHHOTO Kypca, ICTOYHUKOB U INTEPATyPhl, PEKOMEHIOBAaHHBIX K KOKJOMY 3aHITHIO.

Ha xaxxgoMm 3aHATHH TTPOBOAUTCS ONMPOC M KOJUIEKTHBHAS Oecela Mo TeMe, pa3bsICHAIOTCS LETH U
3a1aun e u3ydeHus. Pe3ynbTaThl CaMOCTOATEIBHO BHIOJHEHHBIX 3aJJaHUI MPENoiaBaTelb IPOBEPSET B
KOHIle 3aHsATHA. [IpomyieHHbIe 3aHATUS CTYACHTHI OTPabaThIBAIOT CaMOCTOSTEIHLHO B JIA0OpaTOpUU

JOKYMCHTOBC/JICHUS, B KOTOpOﬁ BCACTCA y4CT 0Tpa6OTOK.

IInanbl 1a00paTOPHBIX 3aHATHI

Tema 1: JlokymeHT U ero GyHKIUUHU , HOHITHA JOKYMeHT U nHopmauus — 4 yaca.

Ienb 3aHSATHS — aHATW3 Pa3BUTHS TMOHATHH «HHOOPMAIMS» U <«JOKYMEHT», OIpeIcicHHe
(OYHKIUI TOKYMEHTOB.

B pesynbpTaTe BBHINOIHEHNS 3aJaHUH CTYJEHT JOJDKEH:

—  umemd npedcmagiienue O B3aUMOCBS3H TOHATHH «UHPOPMAIUSI» U «JOKYMEHT», Pa3BUTHH
MOHATHS «IOKYMEHT», DPa3BUTHH CIOCOOOB [TOKYMEHTHPOBAHUS W HX CBSI3M C MaTepHAIbHBIMU
HOCHUTEISIMH UH()OPMAITHH;

—  yMeTb OTpenensaTh (PyHKINU KOHKPETHOTO JOKYMEHTA.

3agaHus AJ1A cCaMOCTOATEIbLHO padoThI.

1. IIpoanamu3upoBaTh yHOTpeOJCHHWE TMOHATHS JOKYMEHT ¥ €ro CHHOHHMOB IIO
«['enepambHOMy permameHTy» 1720 1., «O0meMmy TyOepHCKOMY yupexkaeHuto» 1775 1., «O0memy
YUpEXKIESHUI0 MUHHCTEPCTB» 1811 T.

2. TlpoaHamu3upoBaTh pa3BUTHE TMOHATHS <«IOKYMEHT» IO CJIOBapsAM U CHCHUATBHOU
JUTEpaType.

3. IIpoaHanu3upoBaTh pPa3BUTHE TepMHUHA «HH(OpMAIMsS» MO cloBapsM u DenepaabHOMY
3akoHy «O0 nHpopManuy, NHGOPMAIIMOHHBIX TEXHOJIOTHIX U O 3alluTe HHHOpMaLuu»

4. TIpoaHanu3upOBaTh Pa3BUTHE TEPMHUHA «JOKYMEHT» 10 TOCYAapPCTBEHHBIM CTaHIapTAM.

5.  Onpenenuts GYHKIMH CICTYIOMUX TOKYMEHTOB:

- kymuas kabana Hukuter Ko3inosa Ha xomona MBana IlasnoBa 23 mas 1494 rona;

- pamopt renepai-npokypopa Cenara W.IO. Tpybenkoro ummneparpuie Enuzasere IleTtpoBHe 0

npuesze B [lerepOypr u3 Spocnasns tearpansHoit Tpynnsl O.1°. Bonkosa 3 ¢espans 1752 roaa;

- Hexper CHK «O mpaBuiiax nmojmnucaHus ACHSKHBIX Oymar, JOKYMEHTOB, OPJICPOB, OTHOIIICHUH,

CIIPaBOK U T.IL.» OT 12 nexabps 1921 r.;

- IocranoBneane BIIMK um CHK PCOCP «O mopsnake TMOIb30BaHUS TICUATIMH C

rocynapctBeHHBIM repooM PCDOCP» ot 15 mexabps 1936 1.;
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- moctanoBienus LIK KIICC u Coera munanctepctB CCCP «O Mepax mo COBEpIIEHCTBOBAHUIO U
YAEUIEBICHUIO anmapaTa ynpaBieHus» oT 13 oktaopst 1969 r.;

- ®3 “006 undopmannu, HHOOPMALIMOHHBIX TEXHOJOTHAX U O 3allUTe HHpOpMAIHK .

6. [IpuBecTr mpuMepsl JOKYMEHTOB, BBITIOIHSIONINX CICAYIONIHE (GYHKITUH:

- ympaBiieHUECKas;
- IpaBOBas;

- coluanbHasi;

- KyJIbTypHas;

- ACTOPUYECKOTO UCTOYHHKA;
- ”HPOPMAaLIMOHHAST;

- ydera.

Yka3zaHus 1o BbINOJHEHHIO 321aHUI.

1. 3yunth 3aKOHOAATENbHBIE aKTHl W BBIMTACATh BCTPEUAIOIINECS B HUX CHHOHUMBI TIOHATHS
«IOKYMEHT». BBIABUTH 3HAUCHHME MOHATHH «IEII0», «OyMara», «akT», «IeloBas Oymara», «CIIyKeOHbIH
JIOKYMEHT», J1aTh WX OIpeaelieHne, €ClIii OHO NMPUBEICHO B MCTOYHHMKAX. [IpoaHamu3upoBaTh, B KaKHUX

clIydadax yHOTp€6J'I}ICTCH KaXa0€ IOHATHUC.

2. Tlo BeImuCcKaMm u3 CHOBapeﬁ u CHCHHaﬂBHOﬁ JIMTCPATypbl ONPCACIIUTH, KAKHUC ACIICKTHI -
I/IH(l)OpMaLII/IOHHI:If/’I, HpaBOBOﬁ, praBHCHHCCKHﬁ, I/ICTOpI/I‘lCCKI/Iﬁ - JICTJIX B OCHOBY ONPCACIICHUA TOHATHUA

«OOKYMCHT».

3-4. U3 rocyaapctBeHHbIX cTaHaapToB: ['OCT 16487-70 «/lemonpon3BoICTBO U apXUBHOE JIENO.
Tepmunsr u onpenenenusi»; ['OCT 16487-83 u I'OCT P 51141-98 «Jlenonpou3BoACTBO U apXHBHOE
nerno. Tepmunst u onpeneneansi»; [OCT P 7.0.8-2013 «/lemompon3BoACTBO U apXuBHOE 1e10. TepMUHBI
u omnpeaencHus»; [OCT P HMCO 15489-1-2007 VYmupaeinenue moxkymeHtamu. OOIIHe TpeOOBaHUS;
®enepanbHoro 3akoHa «O0 HHpOpMANUK, HHYOPMAMOHHBIX TEXHOJOTHIX U O 3allUTe WHPOPMAIUI»
or 27 mrons 2006 Nel49-D3 BeImucaTh ONpeneieHUs] TEPMHUHOB «MHPOPMALUS» U «IOKYMEHT» H
YCTAaHOBUTH, KAKHE aCHeKThl (HOCUTENH MH(OopMalnu, crocoObl ee GUKCUPOBaHUS, IOpUANIECKas CHIIa

JIOKYMEHTA | Jp.) U (PYHKIIMH JOKYMEHTA 3aJI0’KEHBI B 3THX OIPEICICHUAX.

5. Onpenenuth GYHKIUK IOKYMEHTA, T.€. €T0 IeJieBoe Ha3HaueHHe. BBISBUTH TOMTUHHYIO TENTh
CO3llaHMs JIOKYMEHTa M 3alle4aTiiCHUs] 3aKIIOYCHHOW B HeM HH(GOpMAIWH, MPOaHATM3UPOBATH POIh
JOKYMEHTa B JAaHHOW CHTyalliH JOKYMEHTOOOpa3oBaHMs. Tak Kak JOKYMEHT NOJIH(YHKIIMOHAJCH,
nepBoi ykas3piBaeTcsl (pyHKIMS, 3amaHHAs MOKYMEHTY aBTOpoM. OJHOBpEMEHHO OTMETHTh, KaKHe W3

Ha3BaHHBIX (bYHKI_II/Iﬁ JAOKYMCHTA HOCAT 06HlPII>’I, a KaKue - YaCTHBIA XapakTep.
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6. IlpuBecTu mpuMepsl JOKYMEHTOB, 00JIaafoIINX HAa3BaHHBIMH (YHKIMSIMH, YKa3aTh Ha3BaHHE
BHJa, 3aroJIOBOK W JaTy AoKyMmeHTa. s QyHKIMil ydera u MpaBOBOM MOXXHO TPUBECTH MPHUMEPHI
COBPEMEHHBIX JOKYMEHTOB, JIs ITOCTOSHHO NEHCTBYIOIIUX (YHKIMHA (MHGOPMAIIMOHHOM, COIMAIbHOM,
KyJbTYPHOH, MCTOPHYECKOTO MCTOYHHKA) MPHUBECTH MPHUMEPHI JOKYMEHTOB PAa3IUYHBIX HCTOPUIECKHIX

OIIOX.

KoHTposbHbIE BONIPOCHI:

1. Kak pa3BuBamuch NOHATHS «UHPOPMAIHSI» U «TOKYMEHT»?

2. Kakue acmekTsl 4enoBeueckoW MeATENBHOCTH OTPAKEHBI B OIPENEICHHUAX TEpMHUHA
«TOKYMEHT» ?

3. [Nepeuncaure HyHKIMH TOKYMEHTA.

HcTrounuku u mureparypa

Uctounuku:

®enepanbubiii 3akoH PO ot 27.07.2006 1. Nel49-®3 «O6 unbopmaunu, UHPOPMAHOHHBIX
TEXHOJIOTHUSIX | O 3ammTe uHdopmanum» // [Dnextponnsii pecypce]. — M., 2019. — Pexxum nocrymna:

http://www.consultant.ru/document/cons_doc_LAW_61798/.

Oenepanpubiii 3ak0oH oT 06.04.2011 No 63-®3 “O0 »snexktponHod mnoamucu” //
[D5eKTpOHHBIN pecypcl]. - M., 2019. - Pexum JOCTyTIa:
http://www.consultant.ru/document/cons_doc_LAW_112701/.

[locranoBnenue IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O0 yrBepxaenun IlpaBun
JIeTIOTIPOU3BO/ICTBA B (heepalbHBIX OpraHax HCIOJHUTEIBHOU BIacTh»// [DIIEKTPOHHBIN pecypc]. —

M., 2019. — Pexum noctyna: http://www.consultant.ru/document/cons_doc_LAW_88695/.

I'OCT P MCO 15489-1-2007 Cucrema ctannapToB 1o nHpopMmanuu, OUOIMOTEUHOMY U
W3/1aTeNIbCKOMY JieNly. YTpaBiieHue mokymeHTamu. OOmue TpeboBanus. // [DIeKTpOHHBINA

pecypc]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO U apXUBHOE A€10. TepMUHBI U ONpEAEICHUS .-
[DnexTpoHHbIN pecypc]. - M., 2019. Pexum JOCTyMa:

http://www.consultant.ru/document/cons_doc_LAW_163800/.

Jluteparypa:

beikoBa T.A. JlokymeHTanimoHHOEe oOecreueHrne YIpaBieHUs (JIeJIOTPOU3BOICTBO)
[DnexTpoHHEI pecypc]; yueoroe mocooue/ T.A. beikoBa, T.B. Ky3nerona. -2-e¢ u3za. nepepad. u
JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyma:
http://znanium.com/go.php?1d=942800/
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Pa3znaTouHsblii MaTepuaJl K 3aHATUHIM:

1. Temepanbnbrii permament 1720 r.

2. O6mee rybepHckoe yupexkmenue 1775r.

3.  OO6mee yupexaenue MuHAUCTepcTB 1811T.

4.  COOpHHUK 3aKOHOJATEILHBIX aKTOB TI0 Jeionpon3BoAcTByY (1917-1970):

5. Bolmucku ¢ omnpeAeNeHUS MM TOHSTHA «IOKYMEHT», <«HHQOpMalus» W3 CloBapei,
SHIMKJIIONEANH U CHIEUUAILHON JTUTEPaTypHlI.

6. TOCT 16487-70, T'OCT 164867-83, T'OCT P 51141-98, TOCT P 7.0.8-2013
Jenonpou3BoACTBO U apXUBHOE Ae10. TepMUHBI M ONPEICIICHHS;

7. TOCT 6.10.1.88 YauduuupoBanusie cUCTEMbI JOKyMeHTalud. OCHOBHBIE TIONOKEHHUS;

9. TOCT P UCO 15489-1-2007 Ymnparnenue nokymerramu. O01mue TpedoBaHus.

10.®enepanbHbiii 3ak0oH «O0 wHPOpManuu, WHGHOPMAMMOHHBIX TEXHOJOTHSAX H O 3allHTe

uHpopmarum» ot 27 uroinst 2006 Ne149-03

Tema 2. Cioco0bI JOKYMEHTHPOBAHHS U MAaTEePUAJIbHBIE HOCUTEIH HHpopManun — 4 yaca

Lenp 3aHATHA — N3y4YE€HNE PA3IMIHBIX CITOCOOOB 3amedaTieHns HHPOPMAITHH.

B pesynbpTaTe BBIOIHEHHS 3aJaHUH CTYJEHT JOJDKEH:

— 3Hamb QYHKIUHA JOKYMEHTA, CIIOCOOBI 3areyaTiieHHus WHQOpPMAIMH, STarbl Pa3BUTHI
TEKCTOBOI'O JJOKYMEHTUPOBAHUS;

3ananus Il CAMOCTOATEIbHOI padoThI.

- M3yuuth 3Tamnbl TEKCTOBOTO JOKYMEHTHPOBAHHUS, 03HAKOMUTHCS C 00pa3IaMH MUKTOTPaMM H

JIOTOTPaMM, JIaTh UX KPATKYIO XapaKTepPUCTHKY.

- O3HAaKOMUTBCS C o6pa3uaM1/I TEXHUYCCKUX NTOKYMCHTOB U 3allMCaTh UX COACPKAaHUC TEKCTOBBIM

CII0CO00OM.

YkazaHnus 1o BLINOJTHEHHUIO 3aJaHUMH.
1. U3y4uTh NUKTOrpaMMBI U JIOTOTPaMMBI, IPECTABICHHBIC B KoJulekuu. Jlath onucanue 1-2
nuktorpamMm. [IpoBecTu aHanu3 3HAKOB JIOTOrpaMM, YUYHUTBIBAas MPH 3TOM, YTO 3HAKy COOTBETCTBYET

cJ10BO. 3aprcoBaTh 2-3 00pasIia u ONpeaeTuTs IPEUMYIIIECTBA U HEIOCTATKH JIOTOTPaMM.
2. Nzyunts 1-2 yeprexka v TEKCTOBBIM CIIOCOOOM 3aITUCaTh UX COACPIKAHNUE.

KoHTpoJibHBIE BONIPOCHI :
1. KakoBblI 3TaIel pa3BUTH TEKCTOBOTO JOKYMEHTHPOBaHUS 7
2. KakoBbl ciocoObI 3anevatinenus nHpopmMauuu ?

3. Kakue crocoObl JOKyMEHTHPOBaHHSI MOSABWINCE B 19 Beke?
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Jluteparypa:

beikoBa T.A. JlokymeHTanimoHHOe oOecreueHrne YIpaBieHUs (JIeJIOTPOU3BOICTBO)
[DnexTpoHHEIH pecypc]; yuebHoe mocooue/ T.A. beikoBa, T.B. Ky3nerosa. -2-e¢ u3a. nepepad. u
JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyMa:
http://znanium.com/go.php?1d=942800/

PasnaTounslii MaTepuaJ K 3aHATHSIM:

Konnekusa nuktorpamm, jororpamMm U 1okyMeHTOB XI-XX BB.
Habop nnakatos.

Crnaiinpl Mo HCTOPUU Pa3BUTHS CLIOCOO0OB TOKYMEHTHPOBAHUSI.

Tema 3. @opmyJisip A0OKYMeHTa U ero cocTaBHble YyacTu. UcTtopusi pasputusa gopmyisipa
nokymeHnTa — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 16 yacoB

®opmyasip nokymenTa XVI - XVII BB. — 4 yaca

[enb 3aHATHS — BBISBICHHE 3aKOHOMEPHOCTEH CKIIAJIBIBAHUS H Pa3BUTHS (OPMYIIIPA TEKCTOBOTO
ciayxebnoro mokymenTa X VI-XVII Bs.

B pe3ynbpTaTe BBIOIHEHNS 3aJaHUH CTYJEHT JOJDKEH:

—  umemp npedcmaenenue O CKIAJBIBAHUHN U Pa3BUTHH (OPMYIsipa TEKCTOBOTO TOKYMEHTa B

IPUKa3HOM JEJIOIPOU3BOICTBE;
—  3namb BuUnbl nokymMeHToB XVI-XVII BB., coctaB ¢dopmyisapa; Ha3BaHUS PEKBU3UTOB H
HOPSIIOK UX OPOPMIICHUS;
—  YMeTh ONUCHIBaTh KOHKpeTHbIE JOKyMeHTHl X VI-XVII BB., cocTaBiss ux GOpMyIsiphL.
3ananus 1 CAaMOCTOATEIbHOI padoThI.

1. I3yuuTh BUBI U PA3HOBUAHOCTH JTOKYMEHTOB :

1.1 I'lo kpaTKOMYy CIIOBAapIO BUAOB U Pa3HOBUIHOCTEH JOKYMEHTOB BBINHCAThH BUIBI IOKYMECHTOB;
1.2 Tlo KOJNIEKIIUYU BBISIBUTH BUJIBI IOKYMEHTOB, 00BSICHUB METOJI ONPE/ICIICHUS KaXKI0TO BH/IA.
2. BBIIBUTH B omrcaTh 0COOCHHOCTH 0003HAUEHUS aBTOPA TOKYMEHTA, YKa3as :

- CITyCOHBIH WM TUYHBIA JOKYMEHT;

- KOJUIEKTUBHBIA WJIM WHAVBHUTyaIbHBIA aBTOD;

- (hopmy 0003HAUEHUS aBTOPCTBA, MECTO €T0 PACIIONIOKEHUS B OPMYIISpe JOKYMEHTA;

- 0OCOOCHHOCTH OTIPE/ICIICHUS aBTOPA.

3. [Ipoananmu3MpoBaTh COCTAB M CIIOCOOBI 0003HAUCHUS PEKBU3HUTA «aIpecaTs :

- BBIIIUCATh IMPUMCPBI aIPCCOBAHUSA JOKYMCHTOB]
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- U3y4YUTHh COCTaB, CIIOCOO HANFCAaHWS aJpecaToB JOKYMEHTOB, MMOCHUIAEMBIX W3 HHUKECTOSIIETO
YVUPEKJICHUS B BBINICCTOSIICE, JOKYMEHTOB, KOTOPBIMH OOMEHUBAINCH PABHOCTOSIIIIE YUPEKICHHS, U

JIOKYMEHTOB, HAIIPaBJISIEMbIX U3 BHIIIECTOAIIUX YUPEKICHUIN B HIDKECTOSIIIHE.
4. 3yuuTh ciOCcOOBI TaTHPOBKH JJOKYMEHTA
a) OINPEAENIUTh AaThl U3YYaeMbIX JOKYMEHTOB;
0) yCTaHOBWTH MPHU3HAKYU ATHUPYIOIIETO XapaKTepa;

B) NEPCBCCTU YCTAHOBJICHHBLIC OATbhl C 3pPbl «OT COTBOPCHUA MHpPaA» HaA 3Py «OT POXKICCTBA

XpuUCTOBa», C FOJIMAHCKOTO KaJleH1apsl Ha TPUTOPHUAHCKUH.

5. W3yunth cocTaB yOOCTOBEpEHHS MAOKYMEHTa : OIPENelIuTh HAJIW4YHe, COCTaB, MECTO

PacTONIOKEHUS TTOATIUCH U CKPETIBI.
6. Onmcath XapakTep OTMETOK Ha TOKyMeHTaX. OnpenenTh NX Ha3HauYCHNE.

7. OnpenenuTs TPaTUIOHHO-CIOKHUBIITYIOCS CTPYKTYPY TE€KCTa M OCOOEHHOCTH W3JIOKEHUS

COACPpIKAHUA OTACIbHBIX BUIOB JOKYMCHTOB (‘leJ’IO6I/ITHa${, rpamMoTa, OTHI/ICKa).

YkazaHus 1o BLINOJHEHHUIO 3aJaHUI:

3amanus Ne 1-6 MOKHO BBIITOJIHATE C IIOMOIIBIO TAOIHUIIBI CACIYIOIICH (hOPMBI:

Bun ABTOp Anpecat Hata CocraB OTMeTka  Ha

JOKYMCHTA YAOCTOBECPCHUA HOKYMCHTC

1. Belmucatre Ha3BaHHSA BUAOB HOOKYMCHTOB, O6paTI/IB BHHUMAaHHC Ha KOJHMYCCTBO BHJIOB H

pazHoBuanocteit B XVI-XVII BB.

Bunger mOKyMEHTOB ciemyeT BBINHCHIBATH 110 CIEAYIONMM TpyIIaM: pacTlopsAUTENbHbIE
MOKYMEHTHI (HalpuMep, yKa3bl, TpPaMOThl, HaKa3HbIe, TAMSITH), Mepenucka (MaMsaTH, OTIHCKH,

YeJIOOUTHBIE U T.I1.).

Bunpr AOKYMCHTOB U3YUYUTH TAKKC IO KOJIJICKIUH KOIIUH JOKYMCHTOB. Tak kak OONBIIMHCTBO
JAOKYMCHTOB HC UMCCT BBIACIICHHOTO 0003HaYCHUS BUJa WX PAa3HOBUJIHOCTHU, TO HAJAO0 UX ONPCACIUTH
CaMOCTOATCIIBHO U OIMMCAaTh METOABI ONIPEACTICHUA (aHaJII/IS TCKCTa, CHCI_[I/I(i)I/IKa H3JI0OKCHHUA COOCPKaHUA

WJIN CJIOXKUBIIAACS UCPAPXUA ,I[OKyMeHTOB).
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2. Ilo xomrekruu X VI - XVI BB. BHUMATEILHO TPOYHUTATH COJEPKAHUE KAKIIOTO JOKYMEHTa H
yKa3aThb aBTOpa - co3daTellsa JOKyMeHTa (yUpekIeHHe) W TOApPOOHO OOBSCHWUTH, KaKUM OOpa3om

YCTAHOBJICH ,I[aHHBIﬁ aBTOp.

3. BHuMartenbHO mpovYuTaTh NOKYMCHTHI HpCZ[HO)KeHHOﬁ KOJUICKIIUU H CTOJ'I6I_Ia U onpcacIMTh

MECTO PACIIONIOKEHHUS aJ[pecaTa, ero COCTaB U GOPMY, BBIITUCATH HECKOJIBKO MPUMEPOB.

Jia aHanm3a JOKYMEHTOB, KOTOPHIMH OOMEHWBAIHCH YUPEKICHUS, CIEAYET B3ATh TAaKWE BHIBI
KaK yKa3, rpaMmoTa, 4yenoOuTHas, oTmucka. [IpocinenuTs W BeIMHcaTh HpuUMeEpbl OQOpPMIICHHUS B HHUX

azpecara 1 1o COACPKaHUIO ONPCACIIUTE KOHKPETHLIC YUPCIKACHUA, KOTOPBIM aIp€COBAHbI JOKYMCHTHI.

4. YCTaHOBHTD JaTy CO3[aHUs JOKYMEHTa - TOUHYIO, IPHOIMKEHHYIO, BEPOSTHYIO C MIOAPOOHBIM
00BsICHEHHEM JTaTHPYIOIIEro MpHU3HaKa (CoaepKaHue JOKYMEHTa, BpeMsl ACUCTBUA UCTOPHUUCECKUX JIUL U
T.1.). YCTaHOBICHHYIO IO 3p€ «OT COTBOpeHMs Mupa» (Hampumep, 7168, korma mnepmas wmudpa
omyckanach - 168) maTy mepeBecTH Ha 3py «OT pokIecTBa XpucroBa». Jlms storo orT mudpsr 7168
Bbruecth mudpy 5508 wmimu 5507 (mas coObitmii MaproBckoro ctuiis) u 5508 wim 5509 (mst coObrTuit
ceHTsa0prckoro ctwist). K gHio mecaua cienyer mpubaButh HUGPY IECSATb, YTOOBI MOMYYHUTH AATY IO

HOBOMY CTHIIIO.

5. CocTaB y#OCTOBEpeHHs JOKYMEHTa HadyaTh M3ydaTh CO CTOJIOIA, MO KOTOPOMY OMPEIENNTh
MECTO TIOANHCH («IPUIUCH») U XapakTep ee HamucaHus. 110 KOJJIeKIUN BBISICHUTH COCTaB CIYKHIIBIX

JIIOZ[CP’I, MOAMNMUCHIBAOIINX U CKPCIUIAOIINNX TOKYMCHTHI.

6. Brimucarh Bce OTMETKH Ha AOKYMCHTAx, OTMCTHB MCCTO HMX HAllMCaHUA, UX HA3HAUCHUC U

HCIIOJIB30BAaHUE JI1 YTOYHCHUS XapaKTEPUCTUKN JOKYMCHTA.

7. Ilpoanann3upoBaTh HECKOIBKO BHJIOB JOKYMEHTOB, YCTAHOBUTH, IMEETCS JIM XapaKTepHast s
KaXXIO0TO BHJA CTPYKTypa TEKCTa, KAKUMH yCTOMYMBBIME CIIOBOCOYETAHHSIMH OTIMYAETCS OJUH BUJ OT

JIpyroro.
Jliis aHanM3a MOXKHO B3sITh TaKHE BUABI JOKYMEHTOB KaK yKa3, aMsITh, 4eJIOOUTHAs, OTIIHCKA.

Marepuansl aHaJIn3a JIy4lle MPeICcTaBUTh B TaOIMYHOH (opme :

Bung moxymenTa Brenenue OcHOBHAas 9acTh BakmrodueHme

KOHTpOJ’lebIe BOIIPOCHI:

1. Yem orpeacIAilach CTPYKTypa TCKCTA U HAMMCHOBAHUC BUJlda JOKYMCHTA ?

2. KakoBbl 0cOOCHHOCTH BHEITHETO OpOpMIICHHS TOKyMeHTa ?
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3. Kakue MPU3HAKW TOMOT'art0T OIPEACIIUTh aBTOPCTBO JOKYMCHTA ?

4. Kak OMpeACIUNTb BpPEMA COCTABJICHUA JOKYMCHTA ? OcobeHHOCTH 0003HAYCHHS JaThIl

nmokymenTa X VI - XVII BB. ?
5. Kak ynocToBepsuiuch JOKYMEHTHI 7

Hcrounnku u 1ureparypa

Ucrounuku:
Kpatkwuii cmoBaps BUAOB M Pa3HOBHIHOCTEH TOKYMEHTOB.-M.,1974.
JIutepatypa:

beikoBa T.A. JlokymeHTanimoHHOe oOecreueHrne YIpaBieHUs (JIeJIOTPOU3BOICTBO)
[DnexTpoHHEIH pecypc]; yuebHoe mocooue/ T.A. beikoBa, T.B. Ky3nerona. -2-e u3za. nepepad. u
JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyMa:
http://znanium.com/go.php?1d=942800/

PasnaTounblii MaTepuaJl K 3aHATHIIM:

1. Cronben XVII B.
2. Konnexuunn xonuii fokymentoB X VI-XVII BB.
3. Kpatkwuii cmoBaps BUAOB U Pa3HOBUIHOCTEH JOKYMEHTOB.

®opmyasip nokymenta XVIII B. — 4 yaca

Llenb 3aHATHA — W3YyYeHHME Pa3BUTHSA M OCOOCHHOCTEH (OPMYISAPOB CIYKEOHBIX JTOKYMEHTOB
XVIII B.

B pesynbrare BhIOJHEHUS 3alaHUH CTYAEHT JOJDKEH:

—  umemp npeocmasienue 0 3aKOHOAATEIILHOM PEryJIMpPOBaHUM IpoLiecca JOKYMEHTHUPOBAHUS
u pazputun Gopmyiapa nokymenTa X VIII B;

— 3Hamb 3aKOHOJATENBHBIE aKThl, PErVIAMEHTHPYIOIIME IOCTaHOBKY JAEJIONPOU3BOJACTBA B
XVIII B, BUIIBI JOKYMEHTOB, cOCTaB (OpMyJIsIpa JOKyMEHTa, paBuiia 0hOpMICHHS PEKBH3HUTOB;

—  yYMeTh OIUCHIBaTh KOHKpeTHbIe JoKyMeHThl X VIII B., cocTaBmsis ux GopmMysisipsl.

3ananus IS CaMOCTOSAITEJILHOI PadoThI:

1. I3yuuTh BUIBI ¥ PA3HOBUAHOCTH JTOKYMEHTOB:
- BBINIUCATH BUJIBI TOKYMEHTOB, YCTAaHOBJICHHBIC [ eHepaIbHBIM PErIaMEHTOM

- U3 <<KpaTKOl"O CJIOBaps BUAOB U pa3HOBI/IZ[HOCTef/’I JAOKYMCHTOB» BBIIIMCATh BUJbI JOKYMCHTOB

XVIII B.

- U3 A€J1 MCCTHBIX y‘lpe)KI[eHI/Iﬁ BBIIMHUCAaTh BCC BUJBI JOKYMCHTOB W OTMCTUTL H3MCHCHUSA B

TCXHUKEC JOKYMCHTUPOBAHUS.
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2. Ha mpumMepe TOKYMEHTOB MECTHBIX YUPEXKIEHUI MPOAHATN3UPOBAThH CIIOKHBIIHECS MpaBUiIa

HAMCAHUS aBTOPA, BBISIBUB!
a) 0coOeHHOCTH 0(hOPMIICHHSI ABTOPA CITY>KEOHBIX M JIMYHBIX JIOKYMEHTOB
0) 3aBHCUMOCTb 0003HAYCHUS PEKBU3UTA «aBTOP» OT 0003HAYCHUS ajipecara JOKYMCHTA.
3. [Ipoananu3upoBaTh 0003HAYCHUS PEKBU3UTA «aJ[PECaT»:

a) BBIIIKNCATh U3 FeHCpaﬂBHOFO periaMCeHTa OIMUCAHNUC CUCTCMbI ITMCbMCHHBIX CHOILICHUI 3BCHHCB

amnmapara ynpaBJIeHHs

0) Mo TOKYMEHTaM MECTHBIX YUPEKICHUH OIMUCATh MOPSIOK 0QOPMIICHUS PEKBU3UTA «aJipecaTs,

OTMETHUTh OTINIUTEIIbHBIE OCOOCHHOCTH TOPSIKA aApeCOBaHUs TOKYMEHTOB 10 cpaBHeHHI0 ¢ X VI-XVII

BB.

4. Omucathb MOPAAOK AaTUPOBAHUA JOKYMCHTOB. HaTI: MMPpUMCPBI BCEX BUAOB AAT C IEPCBOAOM UX

Ha FPUTOPUAHCKUN KaJeHAAPb.
5. VI3yuuTh COCTaB YJOCTOBEPEHUS JOKYMEHTOB:
- BRI CATh U3 [ eHepalbHOrO periiaMeHTa MpaBuiia yI0CTOBEPEHNUS JOKYMEHTOB
- OTIMCATh COCTAaB MOIIUCH MO JOKYMEHTaM MECTHBIX YUPEKICHHUH.
6. Onucatb BUIIBI OTMETOK Ha TOKYMEHTaX.
7. 3y4nTh IpUHIUIBI OPTaHNU3aINN TEKCTa HECKOJIBKUX BHIOB TOKYMEHTOB.
8. CoctaBuTh (hOPMYJIISPHI IBYX JOKYMEHTOB.

Yxka3aHus 10 BBINOJHEHHIO 3aJaHUIH
1. BrIABUTH BHIBI TOKYMEHTOB, YCTaHaBIMBacMble ['eHepallbHBIM pEraaMeHToM, OMOIHHUTE UX
Bugamu gokymMeHToB XVIII B., mpuBenéHHbeiMM B «KpaTkom crioBape BHIOB M pa3HOBUIHOCTEN

JOKYMCHTOB» U BBIINIKCATh UX OIIPEACIICHUA U3 CHOBapH.

I/I3yT-H/ITI> JOKYMCHTBI €I MECTHBIX yqpexcz[eHHﬁ, BBIIIMCHIBAsA HAMMCHOBAHUSA BHJI0B U o6pau1a;1

BHHUMAHUC HAa TCXHUKY NOKYMCHTHUPOBAHUS, BOASHBIC 3HAKH, rep60}3y}0 6yMary.

2. 3amanust Ne 2-6 MOKHO BBIIIOJIHATH C MTOMOIIBIO TAOIHUIBI CIIEAYOMIEH (OPMBI:

Bun Astop: |Anpecar: |Hdata:  |Tekct: CocraB OTtmeTrka  Ha

JIOKyMEHTA: (xp. comep.) YIOCTOBEPEHUS JOKYMEHTE




56

O6paTI/IT€ BHUMAHUC Ha MCCTO PAaCIOJOKCHUSA PCKBU3UTA «aBTOpP»XU ONHCATh IpaBWiIa €ro

o OopMIICHHUS B 3aBUCUMOCTH OT PEKBU3UTA «aJ[pecaT».

3. MByuntrs mo ['eHepanbHOMY periamMeHTy W JOKYMEHTaM MECTHBIX YUPEeXISHHH MpaBuiIa

O(i)OpMJ'IeHI/I}I PEKBU3UTA «aapecar». Brimmcath IpaBuia U MPpUMCPLI aIpCCOBAHM.

4, HpOﬂHaﬂI/BI/IpOBaTB BCC HMCIOIIMECA OaTbl B AOKYMCHTC U OIIPCACIUTb WX HA3HAYCHUC,

BBIITUCATH ITPUMEPHI U OIIMCATE MECTO PACITIOJIOKCHU A KaXKJI0OM JaThl.

5. U3yunth mpaBuia ymOCTOBEPEHHsS TOKYMEHTOB Mo ['eHepalbHOMY periaMeHTy. 3aTeMm

MIPOAHAIM3UPOBATE OPOPMIICHHUE TTOANKCH B IOKYMEHTaX, BUBI TICUATEH.
6. Brimmcats Bce OTMETKY Ha TOKYMEHTaX, yKa3aB, Kakue u3 HuX MmosBuiuchk B X VIII B.

7. Ilo T'enepanbHOMYy periamMeHTy Ha MPUMEPE MPaBHII COCTABJICHUS MPOTOKOJA OMPEACIUTH
TpeboBaHms, mpeapsaBiaseMbie K TekcTy (1. VI, XXX). BHUMarenbHO YWTas TEKCTHI HECKOIBKUX
JIOKYMEHTOB, OIHUCAaTh HX CTPYKTYpy, NMPOCIES)KHBAs €€ H3MEHEHHE B DPAa3JIMYHBIX BHUAAX; MPHUBECTH

MpUMEpPHI BUAOB TpahapeTHBIX JOKYMEHTOB, OTMeYas KaKUM ITyTeM MTPOBOAUIACH TpadapeTu3alivsl.
8. OmucaTth JOKYMEHTHI TI0 CIICAYIOMIEH cXeMe:
- BUJ (pa3HOBUIHOCTD)
- aBTOp
- azmpecat
- TEKCT
- JaTa
- COCTaB yIOCTOBEPEHHMSI
- HOJIJTMHHOCTH (KOMUHHOCTB)

KoHTposibHBIE BONPOCHI

1. HazoBute ocobenHoctu popmel qokymenta X VIII B. ?

2. Kakue TpeOoOBaHHSA TIPEABABIAIOTCS K O(QOPMIICHHIO TMPOTOKONa 10 [eHepatbHOMY

peraamenty?
3. B 4em nposiBuack TeHICHIMS K YHU(DUKAIIMN TOKyMEHTOB ?

4. Onumure CUCTCMY NNMCbMCHHBIX CHOIIICHUI 3BCHHCB arrmapara yrnpaBJICHUA 110 FeHepaﬂBHOMy

periiamMeHTy ?
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Hcrounnku u aureparypa

beikoBa T.A. JlokyMeHTalMOHHOE OOECIICUeHUE YIpaBICHHS (JIEIOMPOU3BOJICTBO)
[DnexTponHsIit pecypc]; yuedHoe mocodue/ T.A. brikoBa, T.B. Ky3Hernona. -2-e u3a. nepepab. u
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. - Pexxum JOCTYyIa:
http://znanium.com/go.php?id=942800/

Pa3znaTounbii MaTepHuaJd K 3aHATUAM

1. 'enepanbHslif pernament 1720.
2. JIokyMeHTHI (J1e71a) MECTHBIX YUpeKaeHui 18B.
3. KpaTkuii cioBaps BUIOB M pa3HOBUIHOCTEN JOKYMEHTOB.

@opmyasip nokymenTa XIX Beka —4 yaca

Lenb 3aHATHS — H3yYSHHUE PA3BUTHS U 0COOEHHOCTEH (POPMYIISPOB CIyKeOHBIX JOKYyMEeHTOB XIX

B pesynbTaTe BhINONTHEHUS 3aAaHUI CTYACHT JTOJKEH:

— umemdv  npeocmaegieHue O  pErJaMEHTAllMUd  Ipoliecca  JOKYMEHTHPOBaHUS B
3aKOHOAATENbHBIX akTax XIX B., pasButuu (opMyispa ITOKYMEHTa, TCHICHIMAX TpadapeTusanuu
JIOKYMEHTOB;

— 3Hamb BUIbl JOKyMeHTOB XIX - B., ocoOeHHOCTH WX O(OpMIIEHHUS, COCTaB (GopMyspa,
MOSIBIICHUE OJIAHKOB M WX BHJIBI, MOSBJICHUE OTMETOK HAa JOKYMEHTaX, OTPAXKAIONIMX WX JBIKCHUEC B
YUPEKICHUH U PadOTy C HUMU.

—  yMeThb aHAJIM3UPOBATh KOHKPETHBIE JOKYMEHTHI XIX B.; cOCTaBiIsAsA UX (DOPMYIISAPHL.

3agaHus 11 CAMOCTOATEIbHOI padoThI

1. 3yunth BUABI U PA3HOBUIHOCTH JOKYMEHTOB.

2. BeisiBUTH 0COOCHHOCTH OPOPMIICHHUS PEKBHU3HUTA «aBTOP», OMMUCATh COCTAB OJIaHKA 1 €r0 BUIBI.
3. 3y4uTh TEKCT TOKYMEHTA.

4. Onucath MOPSIIOK aIpeCOBaHUs JIOKYMCHTA.

5. Brimmucats JaTbl COCTaBJICHUAA, 06pa60TKI/I, noamucannd W Op., YyKa3aTb MCECTO HUX

PaCIIOJIOKCHHUS.
6. [IpoaHaM3upoOBaTh XapakTep yI0CTOBEPEHUS JTOKYMCHTA.
7. Onncars BUIBI OTMETOK.

8. CoctaBUTh (HOPMYISPHI 2-X TOKYMEHTOB.
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Yka3aHus 1o BbINOJHEHUIO 32 IaHMIi
1. HauuHath paboTy cieayeT ¢ paCCMOTPEHHS J1eN YUpeKAeHUS. BBISIBUTH U BHIITUCATh Ha3BAHU

BUJIOB JOKYMEHTOB:
- M3/1aBa€MbI€ BBIMIECTOAIIMMH OPTaHAMU;
- OCBUIAEMEBIC PABHBIM YUPEKIACHUSIM;
- IPEJCTABISIEMBIC B BBILIECTOSIIINE YUPEKIACHHUS;
- oOopMIISTIOIIIE BHYTPEHHIOIO IEATENBHOCTD.

N3 «Kpatkoro cioBaps BUIOB W Pa3sHOBUJHOCTEH JIOKYMEHTOB» BBIIIUCATh OMPEIEICHUS

BBISIBIICHHBIX BUJIOB JOKyMeHTOB XIX B.

2. Onmcate HOPSOOK OQOPMIICHHS PEKBH3HTA «aBTOP» B PAa3IMYHBIX BHIAX JOKYMEHTOB,
BBINUCATh HECKOJIBKO THIIOB OJIAHKOBBIX HAJAIMMCEH U ONpPEeAETUTh UX cocTaB. [1o KoMIUIeKCcy TOKYMEHTOB
NpOCIeINTh, KaKhe BHIAbl JOKYMEHTOB MHUIIYTCA Ha OJiaHKaX, Kakue 0e3 0003HaueHUs OJaHKOBBIX

HaJMHCEMN.

3. IIpoaHaim3upoBaTh HECKOJIBKO BHAOB JOKYMEHTOB, YKa3aB CTPYKTYpYy TEKCTa, BBINHCAB
NpUMEpPHl  MPUMEHEHHS  «KaHIEISIPU3MOB».  OTMETUTh, HACKONBKO  yCHJIMJIACh  TEHACHLHUS

TpadapeTuzanmy (BEIIMCATh TPUMEPHI TpadapeTHBIX U TUIIOBBIX TEKCTOB).

4, HpI/I OIMMMCaHuU TMOpAaAKa aJApeCOBaHHA YCTAHOBUTb 3aBHCHUMOCTH O(I)OpMJ'ICHI/ISI PCKBU3UTA
«aapecart» OT UCPpApXUU y‘-Ipe)K,I[CHI/If/’I. HpI/IBCCTI/I MMpUMEPLI aAPCCOBAHUA B BBIIICCTOAINNC, PABHBIC U

HUKECTOAIICC YUPCKIACHU.

5. BeimmcaTs mpuMepsl TaTHPOBKHU M TIEPEBECTH 1aThl HA HOBEIN cTIIb. B XIX B. pasHHIIa MEKITY

CTWISIMU paBHsuiach 12, B XX B. — 13 nHAM.

6. Brimmucats MNpUMCPBI MOANMCAHUA MOOKYMCHTA B HWHCTAHIUAX pa3H0171 NOAJYMHCHHOCTHU H

OTIHCATh COCTAB TOIIHCH.
7. Beimucath OTMETKH Ha TOKYMEHTAaX W YKa3aTh UX Ha3HAYCHHUE, MECTO MPOCTABICHHMS.
8. ®opMyISIpEI JOKYMEHTOB COCTABUTH 110 CXEME, MPEJIOKEHHON B TPEThEM 3aHATHH.

KoHTposbHbIE BONIPOCHI:

1. B yem nposiBuiIach TeHACHIUS K yHUPHUKAIMN GOPMBI M TEKCTA JOKYMEHTa ?
2. Yto Takoe TpadapeTHBIH U THIIOBOI TEKCTHI ?
3. HazoBute cocraB O;1aHka noKyMeHTa ?

4. Yem onpenensics XxapakTep aapecoBaHus JOKyMEHTa ?
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Hcrounnku u aureparypa

Uctounuku:

beikoBa T.A. JlokymeHTanmoHHOe oOecreueHrne YIpaBieHUs (JIeJIOTPOU3BOICTBO)
[DnexTpoHHEIH pecypc]; yuebHoe mocooue/ T.A. beikoBa, T.B. Ky3nerosa. -2-e u3za. nepepad. u

JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyMa:
http://znanium.com/go.php?1d=942800/
Pa3narounblii MaTepuas K 3aHATHIM
1. Jena yupexnenuii 19 B.
2. KpaTkuii cmoBapb BUIOB U pa3HOBUAHOCTEN JOKYMEHTOB.
Tabmuma
AHanu3 ohopmIieHHs] pEKBU3UTOB TOKyMeHTOB B X VI- XIX BB.
HanmeHoBaHne TOKyMEHTOB Ocob6enHocTH 0QOPMIICHHUS PEKBU3UTA
B XVI-XVII BB. B XVII B XIX
B B
1. Bupa gokymeHTa
2. Astop
3. Anpecar
4.  TekcT:
BBE/ICHUE
OCHOBHAs 4aCTh
3aKJTIOYEHUE
5. Hatsl
COCTaBJICHHS
MOTyYeHUS
perucTpanuu
6. CocraB ygocTOBEpeHUs
7. OTMeTKH Ha TOKyMCHTE

@opmyasip fokymenTa XX Beka. — 4 yaca

Lenb 3aHATHS — U3yUYCHHUE PA3BUTHSA U OCOOCHHOCTEH (hOPMYJIIPOB CIYKEOHBIX TOKYMEHTOB XX

B pesynbTaTe BRITOTHEHUS 3a0aHUI CTYACHT TOJDKEH:

—  umemo npedcmaeﬂeﬂue ) periiaMeHTaluu mnmpounoecca AOKYMCHTHUPOBAHUA B

3aKOHOJATENbHBIX akTax XX B., Pa3BUTHH (GOpMyJsipa TOKYMEHTa, TCHACHUUSIX TpadapeTusanuu

JIOKYMEHTOB;
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—  3Hamb BUIBI JOKyMEHTOB XX - B., OCOOCHHOCTH WX O(GOpMIICHHs, cocTaB (opMmyIspa,
MosIBIIEHHE OJIAHKOB M WX BHIIBI, MOSIBICHHE OTMETOK Ha JOKYMEHTaX, OTPAKAIONIMX WX IBI)KCHHE B
YUpeXJIeHUHN U PadOTy C HUMHU.

—  yMeTb aHAJIM3UPOBATH KOHKPETHBIE JOKYMEHTHI XX B.; COCTaBIISIS HX (OPMYJISPEI.

3agaHus 11 CAMOCTOATEIbHOI padoThI

1. 3y4nth BUABI U PA3HOBUIHOCTH JOKYMEHTOB.

2. BeisiBuTh 0cOOCHHOCTH OPOPMIICHHUS PEKBHU3HUTA «aBTOP», OMMUCATh COCTAB OJIaHKA 1 €T0 BUIBI.
3. I3y4nTh TEKCT JOKYMEHTA.

4. OncaTh TOPSAIOK aIpecOoBaHUS TOKYMEHTA.

5. Brmmucate matel cocTaBieHHS, 00paOOTKH, TOMNMWCAHWA M J1p., YKa3aThb MeECTO HX

PacIoNIOXKEHUS.
6. [Ipoananu3upoBaTh XapakTep yIOCTOBEPEHHUS JOKYMEHTA.
7. OnucaTb BUIBI OTMETOK.
8. CocTaBuTh GOPMYIISPHI 2-X JTOKYMEHTOB.

HcToyHuku u JuTepaTypa

beikoBa T.A. JlokymeHTanimoHHOe oOecreueHrne YIpaBieHUs (JIeJIOTPOU3BOICTBO)
[DnexTpoHHEI pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3uerona. -2-e u3a. nepepad. u
JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyma:
http://znanium.com/go.php?1d=942800/

Pa3naTouHblii MaTepuaJ K 3aHATHAM

1. Jdena yupexnenuii 20 B.
2. Kpatkuii cmoBapb BUIOB U pa3HOBUAHOCTEN JOKYMEHTOB.

3. COOpHUK 3aKOHOJATENBHBIX aKTOB IO Jenonpou3BoiacTBY (1917-1970rr.) — Yueb. mocobue

nox ped. S1.3. Jlupmuua. — M. MITUAU, 1973. — 157 C.

Tema 4. @opmMyJisip COBPEMEHHOI0 yYNPaBJeHYECKOIr0 JOKYMEHTa: MpaBuja opopMiieHus
PEeKBU3UTOB— 8 YacoB

Lenp 3aHATHA — W3y4YeHHWE COBPEMEHHBIX TpPeOOBaHWI TOCYHApCTBEHHBIX CTaHAAPTOB U
HOPMATHBHO-METOJAMYECKUX aKTOB K O(POPMIIEHHIO CITY»KEOHBIX JOKYMEHTOB.

B pe3ynpTaTe BBIOIHEHNS 3aJaHUIA CTYJEHT JOJDKEH:

— umemp npedcmasiieHue O TCHIACHIMIX Pa3BUTHA IOKYMEHTa W MPHUHIMIAX MOCTPOSHUS

(hopmynsipa-o6pasia opraHu3aluOHHO-PACTIOPSIUTEIBHBIX IOKYMEHTOB;



61

— 3Hamb COCTaB PEKBU3UTOB M TpeOOBaHUs IOCYNApCTBEHHOI'O CTaHAapTa K O(OPMIICHHIO
JIOKyMEHTa.

— 3HaTh COCTaB PEKBU3UTOB U TpeOoBaHus IlpaBmil nenonpou3BoiCTBa B (peepasibHBIX
OpraHax MCIIOJHHUTEIbHON BIACTH U METOANYECKUX PEKOMEHIAINH K COCTABICHUIO JOKYMEHTOB.

— YMeThb IIPOEKTHPOBaTh OJIAHKU AOKYMEHTOB YUPEXKICHUH U HMEThb HAaBbIKM paboThl ¢
rocyJapCTBEHHBIMU CTaHIApTaMU U METOJMUYECKUMHU YKa3aHUSIMU [0 UX BHEIPEHHUIO U IPUMEHEHHIO.

3agaHus U1 CAMOCTOATEIbHON padoThI

1. 3yunth KOMIIEKT HOPMAaTHUBHO-METOAMYECKHX JOKYMEHTOB M0 JOKYMEHTHPOBAHMIO
ynpasneHueckoi  gestensHoctd  (IIpaBunma  nmemompousBoacTBa  Ans  elepalbHBIX — OpPraHoOB
UCIIOJIHUTENIbHON ~ BIacTH, MeToguyeckue peKOMEHJaluu 1o  pa3paboTke WHCTPYKUUH 110
JeJIOTIPOM3BOJICTBY B (pefiepalibHBIX OpraHax UCTIOJTHUTEIBHON BIACTH).

2. Uzyuwnts 'OCT P 7.0.97-2016 ¢ TpeboBaHusAMEU K 0POPMIICHHIO JOKYMEHTOB, OIPEACIHUTE €T0
CTPYKTYpY, COCTaB Pa3/eioB.

3. N3yuuts TpedoBanus 'OCTa k 61aHKy JOKYMEHTA.

4. TlpoaHanu3upoBaTh NPEUIOKEHHYIO KOJUIEKIMIO JOKYMEHTOB, OIPENECINTh PEKBU3UTHI,
yKa3aTh HEJOCTATKH B UX PACIOJIOKEHUH U 0OPMIICHHU.

5. CocTaBuTh Ha OCHOBAaHWH pPa3gaTOYHOTO MaTrepuasa OmaHkud (oOmmi W ISl THChMa)
OpraHu3alMi U NpeANpUATHH pa3IndHbIX (OPM COOCTBEHHOCTH C BApUAHTAMHU IIPOJOJIBHOTO U YIJIOBOTO
PAacIIOIOKEHUS PEKBU3UTOB.

Yka3zaHus M0 BbINOJHEHUIO 321aHUS.

1. Uzyunts IpaBuna aenonpousBoAcTBa s (BelepanbHEIX OpPraHOB HCIIOMHHTEIBHON BIIACTH,
MeTtoandeckne pPEeKOMEHJAIMK 1O pa3padOTKe WHCTPYKIHMHA IO JETONPOU3BOACTBY B (eaepalbHbIX

opra"ax ucnojHurenbHou Brnactu (Ilpunoxenue 11).

2. Wzyants TOCT P 7.0.97-2016 ¢ TpeGoBaHMAMH K OQOPMIEHHIO TOKYMEHTOB, 3allUCATh €r0

pazaensl ¥ ONpPeAeTUuTb CTPYKTYpY.

3. U3yunth TpeGOBaHHS TOCYJAPCTBEHHOTO CTAHAAPTa K OJAHKAM JOKYMEHTOB, ONpENCITHTH
pasznuuus oOmero OnaHKa W OJlaHKa JUIs MHCHhMa, BapUaHThl PACIONOXKCHHUS PEKBU3HTOB B OJIAHKE
(yrimoBoe, IIEGHTPOBaHHOE). BEISCHHTH, B COOTBETCTBHHM C TPEOOBAaHHMSMH KaKUX HOPMATHBHBIX

JOKYMCHTOB IPOCKTUPYIOTCA OnaHKH roCyAapCTBCHHBIX OpFaHI/IBaLII/Iﬁ U KOMMCPYCCKUX OpFaHHBaHHﬁ.

4. N3y4uts npeIoKeHHYI0 KOMIEKIMIO (3-5 TOKyMEHTOB) M aHATH3UPYs JOKYMEHTBI, BHISBUTE
HEJOCTaTKu B odopMiieHHH OnaHka (OTCYTCTBHE HEOOXOAMMBIX PEKBU3UTOB U MPaBUIHHOCTh
0(OpMIICHUST MMEIOIIUXCS); OMPEACIUTh MPABWILHOCTh PACHOJIOKEHUS W O(QOPMIICHUS PEKBH3UTOB
JIOKyMEHTa (3arojioBKa, AaThl U UHJEKCA, OJIMUCH, OTMETOK O MOCTYIUICHUH U HAMPABICHUU TOKYMEHTA

B JICJIO U Ap.).
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5. Ha ocHOBe pa3jaTOYHOro MaTepHana CHPOEKTHPOBaTh ONAHKH JOKYMEHTOB KOHKPETHBIX
opranuzanuii B coorBeTcTBul ¢ TpeboBanusamu ['OCT, Ha ¢popmarte Oymaru A4: oOuuii u UIst THChMa C
NPOJIOJIEHBIM H YTJIOBBIM PACTIONOKEHUEM PEKBU3UTOB.

KoHTpoJibHbIE BOIPOCHI

1. Hepeuncnure BUABI HOPMATHBHEIX aKTOB, pPEIVIAMEHTHPYIOIIME IOKYMEHTHPOBAHHE
YIPaBIEHUECKOH NEATENBHOCTH.

2. YeM pa3nuyaroTcs oOmuii 6JIaHK U GIaHK IMHChMa, OIaHK KOHKPETHOTO BHIA JOKYMEHTA.

HcToyHuku u quTepaTtypa

HUcTounukn:

denepanbHBIA KOHCTUTYITMOHHBIN 3aK0H 0T 25 aekadps 2000 r. Ne 2-OK3 «O INocynapcTBeHHOM
repbe Poccwuiickoit ®enepamun» // [DnexkrpoHHbii pecype]. — M., 2019. — Pexum pocrymna:

http://www.consultant.ru/document/cons_doc_LAW_29674/.

[locranoBnenue IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O0 yrBepxaenun IlpaBun
JIeTIOTIPOHU3BO/ICTBA B (heepalbHBIX OpraHax HCIOJHUTEIBHOU BIacTh»// [DIIEKTPOHHBIN pecypc]. —

M., 2019. — Pexxum noctyna: http://www.consultant.ru/document/cons_doc_LLAW_88695/.

MeTtoaudeckue peKOMEHAAMH IO Pa3padOTKe HHCTPYKIMHM IO JEIONPOU3BOACTBY B
(denepanbHBIX OpraHax HCIOJIHUTEIBHOW BJIACTH, YTBEP)KICHHbIE mpuka3oM PocapxuBa ot 23
nexkabpss 2009 Ne 76 // [OnekrponHbii pecypc]. — M., 2019. — Pexum noctyma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[IpumMepHast MHCTPYKLUS IO AETONPOU3BOICTBY B TOCYAAPCTBEHHBIX OPraHU3aAIUsAX, YTB.
IIpukazom PocapxuBa ot 11.04.2018 No 44) // [OnextponHbiii pecypc]. — M., 2019. Pexum
nocrtyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hanumonanshselii crangapt Poccuiickoit ®enepaunn. Cucrema
CTaHJApTOB MO HH(OpMaIUK, OUOIMOTEUHOMY M H3JAaTeNbCKOMY aeny. OpraHu3annoHHO-
pacropsiauTeNbHas ToKyMeHTalus. TpeboBanust K 0oOpMIICHUIO JOKYMEHTOB // [ DJIEKTpOHHBII
pecypce]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2007 Cucrema ctannapToB 1o nHpopManuu, OUOIMOTEUHOMY U
U3JIaTEIbCKOMY Jeity. YTpaBieHue aokymeHTamu. OOmue TtpeboBanus. // [DIEKTpOHHBIN

pecypce]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO U apXUBHOE A€0. TepMUHBI U ONpEAEICHUS .-
[DnexTpoHHbIH pecypcl. - M., 2019. Pexum JOCTyMa:

http://www.consultant.ru/document/cons_doc_LAW_163800/.
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JIutepatypa:

beikoBa T.A. JlokymeHTanimoHHOe oOecreueHrne YIpaBieHUs (JIeJIOTPOU3BOICTBO)
[DnexTpoHHEI pecypc]; yuebHoe mocooue/ T.A. beikoBa, T.B. Ky3nerosa. -2-e¢ uza. nepepad. u
JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyMa:
http://znanium.com/go.php?1d=942800/

PasnaTounslii MaTepuaJl K 3aHATHIIM:

- 'OCT P 7.0.97-2016. HanumonaneHeli crangapt Poccuiickoii denepanun. Cucrema
CTaHJApTOB MO HH(OpManuy, OUOIMOTEUHOMY M H3JaTelbcKoMy aeny. OpraHu3alnoHHO-
pacnopsaauTenbHas JoKyMeHTanus. TpeboBaHus K 0OPMIIEHUIO JOKYMEHTOB.

- IlocranoBnenue IlpaBurensctBa PP «OO0 yTBepkIeHMHM MpaBHi JEIOMPOM3BOJACTBA B

(enepanbHBIX OpraHax MCHOJIHUATENBHON BIacT» oT 15.06.2009 1. Ne 477;

- Meroanyeckue peKOMEHZANMK 10 pPa3pabdOTKe WHCTPYKIUH MO [EJONMPOU3BOACTBY B

(enepanbHBIX OpraHaxX HMCIOJHHUTENILHOW BIACTH, YTBEpXKIEHHbIC MpHKazoM Pocapxusa ot 23 nmexadps

2009 Ne 76.

- KOJ'IJ'ICKI_[I/I}I HOKYMCHTOB.

— CnpaBouHbI€ JaHHBIE TS TPOEKTHPOBAHMUS OJAHKOB.

Tema 5. Opranu3anuoHHble, pacnopsiauTe/ibHble W HH(POPMAIMOHHO-CIPABOYHBIE

JOKYMeHTBbI — 2() yacoB

JloKyMeHTHPOBaHHe PACIOPSAMTEeIbHOM 1esiTeJbHOCTH — 8 yacoB

Henp 3aHsATHA — uH3yYeHHE TpPeOOBAaHMN TIOCYIAPCTBEHHBIX CTaHJAPTOB U HOPMATHBHO-
METOANYECKUX aKTOB K COCTABJICHHIO U O(OPMIICHHIO PAaCIOPSAMTENIBHBIX JOKYMEHTOB, IOJIy4€HHUE
HaBBIKOB MX COCTABJICHUS U OPOPMIICHHS 110 3aJaHHBIM CHTYaIHsAM.

B pesynbraTe BbIOIHEHUS 3alaHUH CTYAECHT JOJDKEH:

— umemdp npeocmaeneHue O CUTyalusX, TpeOyIOIUX U3AAHUS  PaACIOPAAUTEIIBHBIX
JOKYMEHTOB;

— 3Hamb BUIBl PACIOPSAMUTENBHBIX  JIOKYMEHTOB; COCTaB PEKBU3UTOB  (opMyisipa
PaCHOPAAUTETHHOTO TOKYMEHTA M TPeOOBAaHHS K UX COCTABICHHUIO U 0(OPMIICHHUIO.

—  YMeTh COCTaBIISITh U OOPMIIATH pPaCIOPSAUTENbHBIC TOKYMEHTHI 110 3aJaHHBIM CUTYalusM
MMETh HaBBIKM UX 0OPMIICHUS Ha KOMITBIOTEPE.

3agaHus I CAMOCTOATEIbHON padoThI

1. V3yuuts TpeGOBaHUs, NPEIBSBISEMbIE K COCTABICHHIO M O(QOPMICHHIO PACTIOPSAUTEIBHBIX
JTOKYMEHTOB.

2. CocraBHuTb U 0(OPMHUTH MIPHKA3 IT0 OCHOBHOM JIEATEIBHOCTH.
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3. CocTaBUTh U OPOPMUTH PACTIOPSHKEHHUE.

Yxka3zaHusl 10 BBINOJTHEHUIO 321aHUS

1. YTOYHHUTB COCTAaB PEKBU3UTOB, BXOIAIIMX B GOPMYJISIP MPUKA3a, PACTIOPSHKCHHS.

2. U3yuuts TpedoBanus [OCTa k 0hOpMIICHUIO PEKBH3HUTOB, BXOASAIINX B (POPMYIISIp MpUKa3a.

3. YTOYHUTH pa3iuums B COCTABICHUM MPHKa3a MO OCHOBHOM MEATEIBHOCTH H IO JUYHOMY
cocTaBy, oOpamas BHUMaHHe Ha NOPSIOK O(OPMIICHUS CCBUIKM (YIIOMHUHAHUS) Ha IPYroil JOKyMEHT U
YHU(UKAIUIO TEKCTOB IIPUKA30B 10 IUYHOMY COCTaBY.

4. CocTaBUTh TOKYMEHTHI HA OCHOBE MPETIOKCHHBIX MPETIOIaBaTEIEM CHTYAIH.

KonTpoJibHbIE BOIPOCHI

1. Tepeuncnure peKBU3UTHI, BXOASAIINE B GOPMYJISp MpHKa3a.

2. Ha3oBuTe CTpyKTYpy HpHKa3a M0 OCHOBHOM JIEATEIbHOCTH.

3. Yem oTaMYaeTCs CTPYKTypa TEKCTa MPUKa3a 10 JIHYHOMY COCTaBy U OCHOBHOM JIESITETbHOCTH.

4. Ha3oBuTe CpOKU XpaHEHUs TIPHKA30B.

5. Ha3zoBuTe peKBU3UTHI, BXOSIINE B (HOPMYJISP PACIIOPSIKEHHSL.

6. Yem oTiiH9aeTCs CTPYKTYpa TEKCTa PACIOPSHKCHHS OT MPUKa3a [0 OCHOBHOM JICSITETbHOCTH.

HcTounuku u quTepaTtypa

UcTounukn:

[Tocranornenne IlpaButensctBa P® ot 15.06.2009 Ne 477 «O6 yrBepxkacaun IlpaBumn
JIeTIONPOU3BOJICTBA B (heepaibHBIX OpraHax HCIOIHUTEIbHOU BiIacTh»// [DNEKTPOHHBIN pecypc]. —

M., 2019. — Pexxum pocrtyna: http://www.consultant.ru/document/cons_doc_LAW_88695/.

MeTtoauyeckie peKOMEHAAMKU IO Pa3paboTKe MHCTPYKIMM MO JeNONpOM3BOACTBY B
dbenepalbHBIX OpraHax HCIIOJHHUTEIIBHOW BIIACTH, YTBEPXKIACHHBIC NMpuKa3zoM PocapxuBa ot 23
nexadbps 2009 Ne 76 // [DOnekrtponsslii pecypc]. — M., 2019. — Pexum pocryma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[TpumepHas HHCTPYKLUS 110 AETONPOU3BOACTBY B FOCYAAPCTBEHHBIX OpraHU3alUsaX, YTB.
[Ipukazom Pocapxusa ot 11.04.2018 Ne 44) // [Onextponssiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hanuonanwubiii cranmapT Poccuiickoit ®deneparnuu. Cucrema
CTaHJapTOB MO HH(pOpMaluu, OMOITMOTEYHOMY U U3JATENbCKOMY aeny. OpraHusanroHHO-
pacniopsaauTenbHas JoKkyMeHTalus. TpeboBanus kK opopMIICHHIO JOKYMEHTOB // [DIeKTpOHHBII
pecypce]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

JIutepatypa:

beikoBa T.A. JlokymeHTanimoHHOe oOecreueHrne YIpaBieHUs (JIeJIOTPOU3BOICTBO)
[DnexTpoHHEIH pecypc]; yuebHoe mocooue/ T.A. beikosa, T.B. Ky3nerona. -2-e¢ u3za. nepepad. u
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JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. - Pexum JOCTyMa:
http://znanium.com/go.php?id=942800/

PasnaTouHblii MaTepuaJl K 3aHATHSIM:

I'OCT P 7.0.97-2016. Hanumonanshsblii crangapt Poccuiickoit ®enepaunn. Cucrema
CTaHJApTOB MO HH(OpMaIUK, OUOIMOTEUHOMY M H3JAaTeNbCKOMY jeny. OpraHu3anuoHHO-
pacnopsaauTenbHas JoKyMeHTanus. TpeboBaHus K 0OPMIIEHUIO JOKYMEHTOB.

Meroauueckue peKOMEHIAIMH IO pa3paboTKe WHCTPYKIMII 10  JeIONpPOU3BOACTBY B

(enepanbHBIX OpraHaxX HMCIOJHHUTENLHOW BIACTH, YTBEpXKIEHHbIC MpHKazoM Pocapxusa ot 23 nmexabps

2009 Ne 76.

Anp0oM yHUGHUUMPOBAHHBIX (OPM MEPBUYHON YUETHOM NOKYMEHTAILMX MO Y4YETY TpyAa U €ro

OTUTATHI, YTBEP KICHHBIHN TlocTaHoBIeHHEM [ 'ockomcTaTa P® ot 05.01.2004 Ne 1.

MaTepI/IaJIBI C MHAUBUAYAJIbHBIMHU 3aJlaHUSAMU JId CaMOCTOATCIIBHOIO COCTaBJICHHUA IPUKa30B U

pacropsLKeHUM.

JokymMeHTHpOBaHMeE 1eATEIbHOCTH KOJJIETHAIbHBIX OPraHoOB — 6 YacoB

Lens 3aHATHS — N3y4eHHE TPeOOBaHUI K JOKYMEHTaM, CO37aBaeéMbIM B IpoOIlecce TOATOTOBKH U
00CITy’)KMBaHUS COBEIIIaHUM.

B pe3ynbpTaTe BBIOIHEHHS 3aJaHUH CTYJEHT JOJDKEH:

— umemdp npeocmaeienue O BHUIAX KOJUJIETHANBHON JEATEIHHOCTH M TOpsake e€
JIOKYMEHTHPOBAHMUS;

— 3Hamb COCTaB JOKYMEHTOB, CO3[IaBa€MBIX IPH IIOATOTOBKE COBEIIAHWN, TpeOOBaHUS K
($hopMyIsIpy IpOTOKOIA, TOPAIKY €ro COCTABICHUS U 0(hOPMIICHHUS;

— YMeThb COCTaBISITh U OQOPMIISATH MPOTOKOJ M JOKYMEHTHI, CO3llaBacMble B IIpOLEcCe
MOJTOTOBKHY COBEILAHUS.

—  YMeTh COCTaBISATHh U 0OQOPMIISTH BBIHCKY U3 MPOTOKOJIA.

—  YMeTb COCTaBISTh U OQOPMIISITH PEILICHHUE.

3agaHus I CAMOCTOATEIbHON padoThI

1. M3yunts TpeOOBaHMs, MPEABABIACMbIE K COCTABICHHUIO U OQGOPMIICHHIO TPOTOKOIA H
peleHus.

2. CocTaBHUTh MpHTIIANICHUE HA 3aCeIaHuE.

3. CocTaBUTh MPOTOKOJ COBEIAHMS.

4. OdopMHTH BBIIKCKY U3 IPOTOKOIA.

5

. Odopmuts pereHue.
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Yka3zaHus 1o BbINOJHEHUIO 32IaHUA.

1. YTO4HUTH 3Tambl MOArOTOBKHM COBCIIAHWN M BHIBI JOKYMEHTOB, CO3/aBAEMbIX Ha KaXIOM
9Tarne (MOBECTKa JIHS, CIIMCKA YYaCTHUKOB H T.1I.).

2. YTOYHHUTH 0COOEHHOCTH (OpMYyJIsipa MPOTOKOIIA, TPEOOBAHUS K PEKBU3MTAM, H3JIOKCHHBIC B
TOCYJAapCTBEHHOM CTaHIapTe W METOMWYSCKUX PEKOMCHIAITUAX, oOpamias BHAMAaHWE Ha COCTaB
uHGOPMAIMH B TEKCTE IPOTOKOJIA, 0COOCHHOCTH €ro MOMUCaHMs, CPOKU O(OPMIICHHUSL.

3. OnpenenuTh pa3andus TPeOOBaHUH K IPOTOKOITY TIOJTHOMY U KPATKOMY.

4. CocTaBUTh CaMOCTOSITEILHO HAa OCHOBAHWH PA3aTOYHOrO MaTepHasa MPOTOKOJI, BBIITHCKY U3
MPOTOKOJIA, PEIICHHE.

KoHTposbHbIe BONPOCHI:

1. Mepeuncnure pexBU3UTEI, BXOASIIHE B GOPMYIIAp IPOTOKOIA.

2. Ha3osute CTPYKTYpPY TEKCTa MPOTOKOJIA.

3. B uéM oTIMuMe IPOTOKOJIA OIHOTO U KPAaTKOTO.

4. Vkaxure MOPSIIOK TOJATOTOBKM COBEUIAHUST M KaKUE JOKYMEHTBI CO3JAIOTCS B XOJE
ITOATOTOBKH.

5. [lepeuncnure peKBU3UTHI, BXOIAIINE B (DOPMYJISp pEIICHUS.

6. B ueMm Ha3HAUYCHHE BBITHCKH 13 MIPOTOKOJIA.

HcToynuku u quTepaTtypa

UcTounukn:

[Toctanornenne IlpaButensctBa P® ot 15.06.2009 Ne 477 «O6 yrBepxkacaun IlpaBumn
JIeTIONPOU3BOJICTBA B (heepabHBIX OpraHax HCIOIHUTEIbHOU BiIacTh»// [DNEKTPOHHBIN pecypc]. —

M., 2019. — Pexxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_88695/.

MeTtoauueckie pekOMEHAAlMU MO Pa3paboTKe MHCTPYKIHMM MO JeNONPOM3BOACTBY B
dbeneparbHBIX OpraHax HCIOJHHUTEIIBHOW BIIACTH, YTBEPXKIACHHBIC NMpuKa3zoM PocapxuBa ot 23
nexadbps 2009 Ne 76 // [DOnekrtponsslii pecypc]. — M., 2019. — Pexum pocryma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[TpuMepHas HHCTPYKLKSA 11O IENONPOU3BOJCTBY B FOCYJapCTBEHHBIX OpPraHU3aLUsAX, YTB.
[Ipukazom Pocapxusa ot 11.04.2018 Ne 44) // [Onexktponssiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hanuonanwubiii cranmapT Poccuiickoit ®deneparnuu. Cucrema
CTaHJApTOB MO HH(OpManuu, OUOIMOTEUHOMY M H3JAaTelbCKoMy aAeny. OpraHu3alnnoHHO-
pacniopsauTenbHas JoKyMeHTaus. TpeboBanus Kk opopMIICHHIO JOKYMEHTOB // [DIeKTpOHHBII

pecypce]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_216461/.
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I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXHWBHOE J€710. T€pMUHBI U ONPEIEIICHHUS. -
[DnexTpoHHbIN pecypc]. - M., 2019. Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

JIutepatypa:

beikoBa T.A. JlokyMeHTalMOHHOE OOECIeUeHUE YIpaBICHHs (JIEIOMPOU3BOJICTBO)
[DnexTponHsIit pecypc]; yuedHoe mocodue/ T.A. brikoBa, T.B. Ky3Hernoga. -2-e u3a. nepepad. u
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. - Pexxum JOCTyIa:
http://znanium.com/go.php?id=942800/

Pa3naTouHblii MaTepuaJ K 3aHATHAM

I'OCT P 7.0.97-2016. Hanumonanwhsblii crangapt Poccuiickoii ®enepaunn. Cucrema
CTaHJApTOB MO HH(pOpMaIUK, OUOIMOTEUHOMY M H3JAaTeNbCKOMY aeny. OpraHu3alnuoHHO-
pacnopsaauTenbHas JoKyMeHTanus. TpeboBaHus K 0OPMIIEHUIO JOKYMEHTOB.

Meroaudeckue pPEKOMEHIAMA 10 pa3pabOTKe WHCTPYKIMM TI0 JEIIONPOU3BOJICTBY B

(enepanbHBIX OpraHaxX HMCIOJHHUTEILHOW BIACTH, YTBEpXKIEHHbIC MpHKazoM Pocapxusa ot 23 mexadps

2009 Ne 76.
Marepuansl ¢ UHIUBULYyaIbHBIMU 3aaHUSIMU JJIS1 CAMOCTOSTENIBHOIO COCTABJICHUS IOKYMEHTOB.

CocraByienne HH(POPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB — 6 4acoB

enp 3aHATHS — UW3yYCHHWE HA3HAYCHUS WH(POPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB U
ocobeHHocTel 0(OpMIICHHS Ka)IOTO BUJIa 3TOW TPYIIIHI JIOKYMEHTOB.

B pesynbrare BBITOTHEHNUS 32IaHUHA CTYACHT JOJDKEH:

—  umemdv npedcmagienue O TUIOBBIX CHTYalUsX, OQOPMISIEMBIX YHU(MUIIMPOBAHHBIMH
(hopmaMu HHPOPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOBR;

—  3Hamb BUIBI WHPOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB; TpeOoBaHus K Qopmynspy
Ka)XJI0r0 BUJIa;

— YMeThb COCTaBISTH BCE BUIBI MH(POPMAIMOHHO-CIPABOYHBIX TOKYMEHTOB M MMETh HaBBIKH
UX 0(OpMIICHHS Ha KOMIIBIOTEPE.

3agaHus I CAMOCTOATEIbHON padoThI

1. M3yuuth mpaBuiia cocTaBiIeHUs M 0(GOpMIICHUS UH()OPMALMOHHO-CIIPABOYHBIX TOKYMEHTOB,

00paTB BHUMaHHE Ha OCOOEHHOCTH TPEOOBAHMIA K KAXKIOMY BUY.

2. CocraBute u odopMHTh B cooTBeTcTBUH ¢ TpeboBammsimu ['OCT P 7.0.97-2016 u

MCTOZ[I/I‘-ICCKI/IX peKOMeHI{aL{I/Iﬁl

® OKJIAJHYIO 3aMMCKY (BHYTPEHHIOIO U BHEIIHIOK);
® OOBSICHUTEIBHYIO 3aMUCKy (BHYTPEHHIOIO U BHELIHION);

® CIIpaBKy;
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® aKT;

® J[IHMCbMa (FapaHTI/If/’IHOC, HAalIOMHUHAHUEC, IPUTJIAICHUEC, YBCIOMIICHUC, pCKIIaMalluio U T.Z[.).

Yka3zaHus 1o BbINOJHEHUIO 32IaHUA

1. YTounuts BuAB MH(GOPMALMOHHO-CIPABOYHBIX JOKYMEHTOB M IPH KaKHX YIIPAaBIECHUECKHX
CUTYyaIusIX OHU CO3/Iaf0TCSl.

2. BBISBHTH 0COGEHHOCTH KaK/I0TO BHIA MHGOPMAITMOHHO-CIIPABOYHOTO JIOKYMEHTA.

3. V3yunTth Tpe6OBaHUS TOCYIAPCTBEHHOTO CTAHAAPTA K OOPMIICHHIO PEKBH3HTOB, BXOIAIINX B
TUTIOBOH (hOPMYIISp KKIOT0 BUAa HH(OPMAITMOHHO-CITPABOYHOTO JJOKYMCHTA.

4. CocraButh 1 0h)OPMHTH JOKYMEHTHI B COOTBETCTBUH C MOTYYEHHBIMH 3aJaHHSIMIL.

KoHTpoJibHBbIE BONPOCHI

1. [aiiTe onpezeicHHE U YKaKUTE THIIOBOU (HOPMYJISp:

® JOKJIaAHOM 3aINCKHU,

® OOBSCHUTENHHOW 3aITUCKU;

® CIIpaBKH;

® aKTa;

® CyxeOHOro MUchMa (Ha30BUTE €T0 Pa3HOBUIHOCTH);

2. YKaxuTe 0COOCHHOCTH O(POPMIICHHS TIHICEM.

3. B uém ocobeHHOCTH 0hOpMIICHHS MIChMa-0TBETA.

4. Kakue TpeOOBaHUS MPEIBIBISIOTCS K TEKCTY MTHCEM.

HcToyHUKHU U JIMTepaTypa

Uctounuku:

[locranoBnenue IlpaBurensctBa PD ot 15.06.2009 Ne 477 «O0 yrBepxaenun IlpaBun
JIETIOTIPOU3BO/ICTBA B (heepalbHBIX OpraHax HCIOJHUTEIBHOU BIacTh»// [DIIEKTPOHHBIN pecypc]. —

M., 2019. — Pexxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_88695/.

MeTtoaudeckue peKOMEHAAMH IO Pa3padOTKe WHCTPYKIMH IO JENONPOU3BOACTBY B
¢denepanbHBIX OpraHax HCIOJHUTEIBHOW BJIACTH, YTBEP)KICHHbIE mpuka3oM PocapxuBa ot 23
nexkabpss 2009 Ne 76 // [OnekrponHbii pecypc]. — M., 2019. — Pexum noctyma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[IpuMepHas HHCTPYKLHS IO AEJIONPOU3BOACTBY B TOCYAAPCTBEHHBIX OPraHU3aLUAX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 No 44) // [OnextponHbiii pecypc]. — M., 2019. Pexum
nocrtyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.
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I'OCT P 7.0.97-2016. Hanuonanwubiii ctranmapT Poccuiickoit ®denepanuu. Cucrema
CTaHJapTOB MO HH(pOpMauuu, OHUOITMOTEYHOMY U U3JATENbCKOMY aeny. OpraHusairoHHO-
pacriopsiauTenbHas gJoKyMeHTanus. TpeOoBaHus K 0)OPMIICHUIO TOKYMEHTOB // [DIeKTpOHHBIH
pecypc]. — M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXHWBHOE J€70. T€pMUHBI U ONPEICIICHHUS. -
[DnexTpoHHbIN pecypc]. - M., 2019. Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

JIutepatypa:

beikoBa T.A. JlokyMeHTanMOHHOE OOECICUeHUE YIpaBICHHs (JIEIOMPOU3BOJICTBO)
[DnexTponHsIit pecypc]; yuedHoe mocodue/ T.A. brikoBa, T.B. Ky3Hernoga. -2-e u3a. nepepab. u
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. - Pexxum JOCTYyIa:
http://znanium.com/go.php?id=942800/

Pa3naTouHblii MaTepuaJ K 3aHATHAM

I'OCT P 7.0.97-2016. Hanumonanshselii crangapt Poccuiickoii ®enepaunn. Cucrema
CTaHJApTOB MO HH(OpManuy, OUOIMOTEUHOMY M H3JAaTelbcKoMy aAeny. OpraHu3alnoHHO-
pacnopsaauTenbHas JoKyMeHTanus. TpeboBaHus K 0OpPMIIEHUIO JOKYMEHTOB.

Meronuueckue pEeKOMEHIAMU MO pa3pabdOTKe HMHCTPYKIMI 110 JENONpPOU3BOACTBY B

(enepanbHBIX OpraHax MCIOJIHUTENLHOW BJIAcTH, YTBEpKIEHHbIC MpuKa3zoM PocapxuBa ot 23 nmexabps

2009 Ne 76.

MaTCpI/IaJ'H:I C UHAUBUAYAJIbHBIMU 3aIaHUAMU JI1 CAMOCTOATCIIBHOI'O COCTABJIICHUA NOKYMCHTOB.

Tema 6. Kommiekcbl aokymenToB. HayuHo-HmcTOpHuecKasi M NPaKTHYeCKash LEHHOCTb
JOKyMeHTa— 4 yaca
[IpoBoasTCa ABE 03HAKOMUTENBHBIE SKCKYPCUHU B TOCYAAPCTBEHHBIE APXHBHI.

9.3. Unble MaTepuabl
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AHHOTAINUA JTUCHUITJINHBI

JucuuruinHa  (MOXIynb)  peanu3yercs Ha  (akyiabTeTe JOKYMEHTOBEOCHHS U
TEXHOTPOHHBIX apXWBOB Kadeapoil JOKYMEHTOBEACHUS, ayJUOBHU3YAIbHbIX M HAy4YHO-
TEXHUYECKUX apXUBOB.

Llenp  AMCHMIUIMHBI —  W3YyYEHHE  3aKOHOMEPHOCTEH  JOKYMEHTOOOpa3OBaHHS,
CKIIaAbIBaHUA W PAa3BUTHA CUCTCM NOKYMCHTAIlMH, TCOPCTHUYCCKUX U IMPAKTUUYCCKUX HpOGHGM
COo3aHuA NJOKYMCHTOB OpraHaMu FOC}’,Z[EIpCTBGHHOfI BJIaCTHU, MCCTHOI'0 CaMOYINpaBJICHUA U
OpraHU3aIMsIMHU 000 OpraHU3aIMOHHO-TIPABOBON (DOPMBI.

3agaum QTUCHMIIJIMHBI:

— IOKa3aTh B3aMMOCBS3b HHPOPMALIUU U JJOKYMEHTA,;

— HOpOCIICAUTH 3BOJIIOIHUIO JOKYMCHTA, KAK HOCUTCIIA I/IH(l)OpMaI_II/II/I, Pa3sBUTHUC CHOC060B
JOKYMEHTHPOBaHUS H MaTePUAIIOB [T (hUKCAITUK WH(OPMAIIHH;

—  TpOoaHATU3UPOBATH MPOIECC CKIIAIBIBAHUS U Pa3BUTHUS POPMYIISIpa JOKYMEHTA;

— HOPOaHAIM3UPOBATH MPOUCCC CKIIAAbIBAHUA U Pa3BUTUA CUCTCM NOKYMCHTAIIUU;

— BBIABHTH W MOKa3aTh TEHACHIIMU yYHUDUKAIMH, CTAHIAPTH3AIMU U KiIaccu(HUKAIIN
KaK OTJIJIbHBIX ()OPM JJOKYMEHTOB, TaK M CUCTEM JOKYMEHTAIIUH B LIEJIOM;

— TIOKa3aTh COBPEMEHHBIE TPEOOBAHMUS K COCTABICHUIO i O(POPMIICHHIO TOKYMEHTOB;

— IPUBUTH HABBIKH aHAJIN3a JOKYMCHTA;

— HPUBUTH HABBIKKM COCTAaBJICHUA JIIO6BIX BUA0OB JOKYMCHTOB U TIPOCKTUPOBAHUA
yHAUDUIUPOBAaHHBIX  (OpPM  JOKYMEHTOB, CHCTEM JIOKyMEHTAllMM W WHGOPMAIMOHHO-

JIOKYMEHTAITMOHHON CHCTEMBI YUPEKIACHUS B 1IETIOM.

Jucnurnnuza (MoTyIb) HanpasiieHa Ha (POPMHUPOBAHKE CISAYIOIINX KOMITCTCHIIHI:
¢ CrnocoOHOCTh HCIIONB30BaTh OCHOBBI IPABOBBIX 3HAHMN B Pa3MUYHBIX chepax

nestensHOCTH (OK 4);
o CHOCOGHOCTB HCIIOJIBb30BATH TGOpeTI/I‘-IGCKI/Ie 3HAHUS WU MCTOAbI HCCICOOBAHUSA Ha

npaktuke (OIIK 1);

B pesynbpTaTe 0CBOCHMS TUCIUIUIMHBI (MOIYJIS) 00YUYaIOMIUNACS TOJDKEH:

3HaTh:

- OTpaciy mpasa, UCTOpHIO UX (popmupoBanus u pa3sutus B Poccun (OK-4);

- OCHOBHBIE METOIbI M CPEICTBA MPOBeIeHUs TeopeTnueckux ucciegoBanuii (OI1K-1);

YMmerh:
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- WCTOJB30BaTh 3HAHHS B OOJIACTH IIpaBa W ITPABOBBIC PECYpChI B MPOQEeCcCHOHATHHON
nestensHOCTH (OK-4);

- MNPUMCHSAITH MOJIYYCHHBIC TCOPCTUYCCKUC 3HaAHUsA JJIA peuicHu-d 3aaa4
npodeccuonansHoi nestenbHocT (OIMK-1);

Baagern:

- HaBBIKAMH IIOWICKA M HWCIIOJBh30BAHUS MPAaBOBOW WHGOpPMAIMU JIs PEHICHUsS 3ajad
npodeccuonansHoM nestenbHocTH (OK-4);

- HaBBbIKaMH IIPOBCACHUA TCOPCTUYCCKHUX HCCHGHOBaHHﬁ B paMKax O6p330BaTeHBHOFO

npoiiecca u ganpHenei npodeccuonansuoil aesrenbroctr (OIK-1).

[o nucuumnmHe (MOAYIIO) MPEeAYCMOTPEHA MPOMEXYTOUHAs aTTecTalus B popme 3auera
U DK3aMeEHa.
OO6mrast TpPyJI0OEMKOCTh OCBOCHHUS JMCIUIUIMHBI COCTaBIsACT 8 3a4eTHBIX eauHuIl, 288

qaCoB.
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Ipuaoxenne 2

JIUCT U3BMEHEHUN
Ne TekcT akTyanusanuu uin npunaraeMelid k PIT/I tokymeHT, Hara Ne
coJiep Kalnii H3MEHEHHS MPOTOKOJIA
1. 1. ObHOGIEH CRUCOK UCMOYHUKOS U TUMEePamypbl 13.09.2017 a. No 1
2. 2. Obnoenen cocmas npoepammuozo obecnewenus (110),

CcOBpeMeHHbIX NpogeccuonHarbhbix 6a3 oannvix (B/]) u
ungpopmayuonno-cnpasounwie cucmem (MCC)

3. 1. ObHo6AEH CNUCOK UCMOYHUKOS U TUNEPAIYPbl 05.09.2018 e. Ne 1

2. Obnoenen cocmas npoepammuozo obecnewenus (110),
CcO8peMeHHbIX NpogeccuonHarbhbix 6az oannvix (B/]) u
ungopmayuonuo-cnpasounwie cucmem (MCC)

5. 1. ObHo6AEH CNUCOK UCMOYHUKOS U TUNEPAIYpbl 22.06.2020 Ne 10
Ilpunosncenue 2.1.

2. ObHosnena cmpykmypa OuCYuniunsl 0isi OYHOU hopmbl
0Oyuenus

Ilpunoscenue 2.2.

3. Obnoenen cocmas npoepammuozo obecnewenus (110),
CcO8peMeHHbIX NpogeccuonHarbhbix 6a3 oannvix (B/]) u
ungopmayuonuo-cnpasoynwie cucmem (MCC)

IHlpunoscenue 2.3.

Hpunoxncenue 2.1.

[Tpuka3 Pocapxusa ot 22.05.2019 N 71 “O0 yTBep>kaeHNHN MPaBUII I€JIOMPOU3BOJICTBA B
rOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOrO camoymnpasieHus // [DIeKTpoHHBIN pecypc]. —

M., 2020. — Pexxum noctyna: https://base.garant.ru/72291836/
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I'oCT P HUCO 15489-1-2019. Hamumonanweusiii ctranmapt Poccuiickoit ®denepamuu.

Cuctema cTanaapToB 1o HHGOPMAIKH, OUOTMOTEUHOMY U U3AaTelIbeckomy neny. Uudopmanus u

JNOKyMeHTanus. YnpasieHue gokymeHTamu. Yacts 1. [lonsatus m npunuunsl” (yrB. Ilpukasom

Poccrannmapra or 26.03.2019 N 101-ct) ”// [DnexrponHsiii pecypc]. — M., 2020. — Pexum

noctyna: http://www.consultant.ru/document/cons_doc_LLAW_329486/

Ilpunoscenue 2.2.
Cmpykmypa oucyuniunot (Mo0yns) 0nsa 04HoU Gopmsl 00yueHus

(2020 200 nabopa)

Oomas Tpy10EMKOCTh AUCIUILUIMHBI COCTAaBIsACT _8 3.¢., _304 4., B TOM YHuCIie KOHTaKTHas paboTa
oOyuJatomuxcs ¢ npenojasateneM __112_ 4., mpoMeskyTouHast artectanus ___18_ 4.,
camocTosTenbHas paboTa 00yJarmuxcs, B T.4. KypcoBas pabora __174_ 4.

Bunast yueOHoi paboThI Dopisr
(B gacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHAas b
No Pasnen 3 YCIIEBaEMOCTH,
0/l | JUCIUILIAHBI/ TEMBI 0 0 5 E % . dbopma
§ § % g % chs IPOMEKYTOUYHON
§ s § E = éé 2 E’ g 2l arrecrauu (no
g ] = 888 & = b= cemecmpam)
o 3 b 2 E 8 &5 |2 80O
@) = O E s B & =
1 [Ipenmer, 4 0 4 onpoc
COJZICpKaHUE, 3aJauu
Kypca
2 Hcrounukn u 4 0 10 onuy
JUTEparypa 1mo Kypcy KOHMPONbHASL
paboma
3 JIoKyMeHT, €ro 4 4 10 - onpoc
GyHKIMHM, TOHSTHS
JOKYMEHT u
uHpopManus
4 Crioco0w1 4 4 10 KOHMPOIbHAS
JOKYMEHTUPOBAHHUS paboma
" MaTepuaIbHbIC
HOCHUTEIIN
nHpopmaun
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[IpuszHaku
JTOKYMEHTAa:
OPUTMHAIBHOCTb,
MMOJJIUHHOCTD,
KOIUMHOCTD

onpoc

dopmynsap
JOKYMEHTa U  €ro
COCTaBHBIE  YacTH.
Hcropus  pasButus
dbopmymsipa
JIOKYMEHTA!

16-17 Beka,

18 Bek,

19 Bex,

20 Bex

10 16

36

onuy
KOHMPONbHAS
paboma

umo2086as
KOHMPOJIbHAS
paboma,
npocmasnenue
3auema

DopMmyirsp
COBPEMEHHOI0
YIPaBIEHYECKOTO
JOKYMEHTA: MpaBuia
oopmIIeHUS
PEKBU3UTOB

20

mecmupoeaHue

O6mme TpebGoBaHus
K Tekcrty nokymeHTa;
YHudukanus Tekcra
JOKYMEHTa

onpoc

Cucremsl
JOKYMEHTAIUH;
CKJIa/IbIBAHUE
CHUCTEM,
YHUDUITMPOBAHHBIC
CUCTEMBbI
AOKYMCHTAIUN

20

Konmponvnas
paboma

10

Opranu3zalvoHHEIE,
pacropsauTeIbHbIE 1
MH(POPMAIIMOHHO-
CIpaBOYHbBIE
JTOKYMEHTHI

20

Ilpuem
NpaKmudecKux
3a0aHUll

11

CoBepIleHCTBOBaHUE
JOKYMEHTAMOHHBIX
IIPOLIECCOB,
HCII0JIb30BaHUE
HOBBIX
MH(POPMALIMOHHBIX
TEXHOJIOTHI B

16

onpoc
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JTOKYMEHTHUPOBAaHUHU
12 | KoMiuiekcol 2 4 16 Omuem
JTOKYMCHTOB,; nocewjeHuu
Hayuto- apxuea
UCTOpUYECKas u UMO206a5
HNpaKTU4CcCKasd KOHMPOJIbHAS
LIEHHOCTh JOKYMEHTA paboma,
npogederue
VCMHO20 dK3AMeHA
18 Umo206asi
OK3AMEH KOHMPONbHAS
paboma
HUTOTO: 56 56 18 174

Cocras nporpammHoro oboecnedenus (ITO), coBpemeHHbIX npodeccnonaabHbIX 6a3 anHbIxX (/1) 1

Ilpunoxncenue 2.3.

uHpopManuonHo-cnpaBounkie cuctem (MCC) (2020 r.)

Ilepeuens 11O
Nert/ Hanmenosanue [10 IIpou3BoauTENb Crioco6 pacmpocTpaHeHHS
v (nuyensuonnoe unu
€600600H0
pacnpocmpansemoe)

1. Adobe Master Collection CS4 Adobe TUIEH3NOHHOE

2. Microsoft Office 2010 Microsoft TUIEH3NOHHOE

3. Windows 7 Pro Microsoft JINIIEH3UOHHOE

4. Microsoft Office 2013 Microsoft TUIEH3NOHHOE

S. Windows 10 Pro Microsoft TUIEH3NOHHOE

6. Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE

7. Microsoft Office 2016 Microsoft JInnen3suonHoe

8. Zoom Zoom TUIEH3NOHHOE
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Web of Science
Scopus
2 | IIpodeccronanbHble MOMHOTEKCTOBBIC B/], MOCTyHBIE B paMKax HAIMOHATHHOMN MOIHCKH B
2020 T.
Kypnansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypnans Taylor and Francis
3 | IlpodeccronabHbBIC TOTHOTEKCTOBBIE B]]
JSTOR
Wznanus 1o o01ecTBEeHHBIM U TYMaHUTAPHBIM HayKaM
DnekTponHas oudanoreka Grebennikon.ru
4 | KoMObIOTEpHEIEC CITPABOYHBIC MPABOBBIC CHCTEMBI
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