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1. lloscHUTEJLHAA 3AIIUCKA

1.1. Ilean u 3aga4M TUCUUILIMHBI

Iens

CKJIaIbIBAHHUA U Pa3BUTUA CHUCTEM ANOKYMCHTALIUH, TCOPCTUUYCCKUX W MPAKTUUCCKHUX HpO6H€M

JUCUUIUIMHBL ~ —  H3Yy4YEeHHE  3aKOHOMEPHOCTeH  JJOKYMEHTOOOpa3oBaHMS,
CO3/1aHUSl JTIOKYMEHTOB OpraHaMH TOCYJapCTBEHHOH BIIACTH, MECTHOI'O CaMOYIPAaBJICHUS H
OpraHu3aUsIMHU 10001 OpraHN3alMOHHO-IIPABOBON (hOPMBI.

3agaum AMCUMIIMHBI:

— TMOKa3aTh B3aMMOCBS3b HHPOPMALIUHU U JOKYMEHTA,;

— TPOCIEAUTH SBOIIOIHIO JOKYMEHTa, KaK HOCUTENsI HHPOpMAaIIUH, pa3BUTHE CIIOCOO0OB
JOKYMEHTUPOBAHMS U MaTepHaJIOB Ui GUKCAIMM HHPOPMALINY;

— [pOaHAJIU3UPOBATH MPOLECC CKIIAIbIBAHUS U pa3BUTHS (POpMyJIsipa JOKYMEHTA;

— NpOaHAIM3UPOBATH MPOLIECC CKIIAAbIBAHUS U PA3BUTHS CUCTEM JIOKYMEHTALINN;

— BBIBUTH U MOKa3aTh TEHACHLIMU YHU(DUKAIMM, CTaHIAPTU3ALMH U KiIaccu(UKaAIUH
KaK OTJIEJIbHBIX ()OPM JJOKYMEHTOB, TaK U CUCTEM JJOKYMEHTAIUH B LIEJIOM;

— II0Ka3aTh COBPEMEHHbIE TPEOOBAHMUS K COCTABICHUIO U OPOPMIICHHUIO JOKYMEHTOB;

— TPUBUTH HABBIKU aHAJIN3a JOKYMEHTA;

— TPUBUTH HAaBBIKM COCTABJICHUS JIIOOBIX BHUOB JOKYMEHTOB U MPOEKTHPOBAHUS

YHUPUIIUPOBAHHBIX (DOPM JOKYMEHTOB, CUCTEM TOKYMEHTAllMU U MHPOPMAIIHOHHO-TOKYMEHTa -

IIMOHHOM CHUCTEMBI YUPCIKACHHUA B IICJIOM.

1.2. Hepequb IJIAaHUPYEMBIX PE3YyJIbTaTOB O6y‘ICHI/Iﬂ 10 JUCHUIUIMHE, COOTHECCHHBIX C MHINKAaTOpaMUn
MOCTUXKEHUST KOMITETEHIIAA

KoMnerenuus

(Ko ¥ HaMMEeHOBaHME )

Nuauk aToP bl KOMIeTeH I H il

(Kol ¥ HaMMeHOBaHHeE )

PesyabTaThl 00yueHUA

OIIK-2. CnocobeH HaXxoauTh
OpraHHU3alHOHHO-
YIPaBICHYECKUE PEIICHUsT PU
perieHnn 3a1a4d B cdepe cBoeit
npodeccroHanbHOR
JIeATEILHOCTH

OIIK -2.3. Pemaer ynpaBieHUECKUe
3a/a4d B chepe JOKYMEHTAIHOHHOTO
obecrieueHns yIpaBlIeHNsI U apXUBHOTO
Jena

3uame. pynxyuu noopasoenenuii 6 cghepe
OOKYMEHMAYUOHHO20 06echeyeHus.
VAPABEHUs U APXUBHO20 OeNd

Ymems: evinoaname pabomy no
OOKYMEHMAYUOHHOMY 00ecneqenuio
VAPABNEHUS U APXUBHOMY XPAHEHUIO

Bradems: nasvixamu eévibopa naubonee
ONMUMATLHO20 PEULeHUsl YNPABTIEHYECKUX
3a0au 6 cghepe OOKYMEHMAYUOHHO20
obecneuenust ynpasieHus u apXusrno2o oend

OIIK-3. CiocobeH mpuMeHsTh
TEOpEeTHYECKUE 3HAHUS IS
peLICHUs TOCTAaBICHHBIX 33/1a4

OIIK -3.3. Hcnonb3yeT B3aUMOCBS3H
JIOKyMEHTOBEJICHUS! U apXUBOBEACHHSI CO
CMEXHBIMU HayKaM¥ U HayYHBIMHU

3nams. cmedicHble ¢ ()OKyMeHmoeedeHueM u
apxueoeedeHueM Hay4Hble ()ucuumuﬁbz




B 00JTaCTH JOKYMEHTOBEICHUS
Y apXUBOBEACHUS

THMCIUILINHAMUA

Ymems: gvisignsimo 63aumocesizu meicoy
OOKYMEHMOBEOCHUEM, APXUB0BEOCHUECM U
Opy2umu HAYYHbIMU OUCYUNTUHAMU

Brademy: nasvikamu unmepnpemayuu
SHAHULL 8 OONACMU CMENCHBIX HAYUHBIX
oucyuniuK npu peutenue 3a0ay 8 cghepe
OOKYMEHMOBeOeHUs U ApXUB08edeHUs

1.3 MecTO IMCHUIIIMHBI B CTPYKTYpe OCHOBHOM 00pa30BaTe/IbHOM NPOrpaMMblI

JAucuunimza

JTUCITUTUINH Y4eOHOTO TUTaHa.

I[J'IH OCBOCHUA AMCLHIIIINHBI H€O6XO,I[I/IMLI KOMIICTCHII MU, C(bOpMPIpOBaHHHC B X0AC

HU3YUCHUA CICAYIOIHNX JUCHUILINH! «I/ICTOpI/IH Poccuny.

B pesynbrare ocBOEHUS TUCHUILIUHBI (OPMHUPYIOTCS KOMIETEHIIMH, HEOOXOIUMBIE IS

HU3YUCHUs CICAYIOINX IAUCHUIUIMH W HPOXOXKIACHUSA IIPAKTUK: «Opl"aHI/ISaI_II/ISI H TCXHOJOI'Us

((I[OKyMeHTOBGZ[GHI/Ie» OTHOCHUTC

JOV», «KanpoBoe nenonpou3BoicTBO», O3HAKOMUTENbHAS MPAKTHKA.

K 00A3aTeIbHOM dYacTh OJIoKa



2. CTpyKTYypa IUCHUIIHHBI

OO6m1as TpyA0€MKOCTh JUCIIUIUIMHBI COCTABIIAET 8 3.€., 288 akageMUYecKnX 4acoB.

CTpyKTypa AUCHUIIMHBI VIS 04HOH (OpMBI 00y4YeHHu s

O0beM TUCIMIUIMHBI B OpME KOHTAKTHOW PabOTBhl OOYYAFOIIUXCS C TENarorui4eCKHMH
paboTHUKaMU U (WJIM) JTUIAMH, TPUBIEKaEMbIMH K pealn3alu 00pa30BaTeIbHONU MPOrpaMMbl
Ha WHBIX YCJIOBUSX, IPU MIPOBEICHUH YUCOHBIX 3aHATHIA:

Cemectp | Tunm yueOHBIX 3aHATHIA KommuecTBo
4acoB
1 Jlexuu 32
1 JlabopatopHblie pabOTHI 48
2 Jlekn 32
2 JlaGopaTopHbie pabOTHI 48
Bcero: 160

O6beM AUCUUILTUHBI B (hOpME CaMOCTOSTENbHON paboThl 00YJarOIMXCs cocTaBmseT 128

AKaJJCEMHUYCCKUX YacCoOB.

3. Conepskanue QM CHUTIIAHBI

Oucuunﬂunbl, UCMOYHUKU

aumepamypa

u

Ne | HaumeHoBaHue pa3aesia Conepxanue
JUCIHHUIIIMHBI
1 Pazoen I Ha3nauenue 1.1. [Ipenmer, cozepkaHue, 3a7a4n

JUCIUIUTMHBI 1 METOJIbI €€ N3yUeHUSI.

JlokymeHT - OCHOBHOM 00BEKT
JIOKYMEHTOBETUECKUX HUCCIIEOBAHUMN. Poinn
JOKYMEHTa B JKU3HHM 4eJoBeKa U oOmiecTsa.
JlokyMeHTHI B cpepe mpaBa U ynpapieHus. Biusiaue
HAYYHO-TEXHUYECKON PEBONIOIMM HA pa3BHUTHE
MOKyMeHTa. PasButme (dopmyisipa JOKyMEHTa.
Hayuno-ucropuueckass ¥ mpakTHUecKas LEHHOCTb
JIOKYMEHTA. MeTto b UCCIICTOBAHUS
JIOKYMEHTOBEeMUECKUX Mmpobaem. OOIIeHay4HbIE H
cnenuaibHble MeTo/bl. CTaHOBJIICHHE W Pa3BHTHE
JTOKYMEHTOBEJICHHUS KaK HAyYHOM JUCIUIUIMHBI.

CBsi3b TOKYMEHTOBEJICHUS ¢ Teopueil nudopmammu,




apXUBOBEACHUEM u HMCTOYHUKOBEJICHUEM.
Hcnonp3oBaHne JOKYMEHTOBEACHUEM JIOCTHKEHHUI
WHPOPMATUKUA, HCTOPUYCCKOW  HAYKH, TIpaBa,
JUHTBUCTUKH, TEOPUM VYOPABICHUS € JIPYTUX
HAYYHBIX AUCUMIUIMH. Poib HOKyMeHTOBeneHUS B
COBEPILIEHCTBOBAaHUU IIPOLIECCOB YIIPABJICHHUS.

1.2. UcTouHMKY U IUTEpaTypa

3aKkoHOMATENbHBIE  aKThl, HOPMATHBHBIC
Marepuasibl XVI — nHau. XX B. [IMCbMOBHHKH.
Metonuueckue pa3paboTku. PykoBoacTtBa 1o
JIEJIONPOU3BOICTBY.

3aKOH0}IaT€HBHBIe, ITIPaBOBLIC aKThI u

HOPMAaTHUBHO-METONUYECKUE JIOKYMEHTBbI
Poccuiickoit denepanyu. Koncturynus
Poccuiickoit denepauuu. Konexcent PO,

KOHCTUTYITMOHHBIC U (he/iepaibHbIC 3aKOHBI, Y Ka3bl,
ITocTanoBneHus [IpaBuTenncTBa n HWHEBIC
HOpPMATHBHBIE  JOKYMEHTBL. [ 'OCyJapCTBEHHbIE
CTaHJapTHI, HOPMaTUBHO-METO/INYECKHE
JIOKYMEHTBI — PETJIaMEHTBI, MPAaBWIA, HHCTPYKIIMHA U
np.  llepuoamueckne  u3nanus.  CrnpaBo4vHbIC

uznanusd. Jluteparypa.

Pa3zoen 2 /lokymenm, e2o pynkuyuu

U CHOCOOBI OOKYMEHMUPOBAHUSA

2.1. llonsatus «uHGOpMAHSD U «TOKYMEHT)

[onarus «uHbOpMAIUA» H  «IOKYMEHT).
Cesa3p  uwHbOpMaUu W JOKymMeHTa.  Poub
uHbOpMallMl B COLHUAIBHBIX U SKOHOMHYECKHX
nponeccax. MHdopmanus Kak OCHOBa IPUHATHS
YIPaBIEHYECKOTO PEIICHUS.

Bo3snukHOBEHHME JIOKYMEHTA, ero
Ha3HAYCHHUE. [TonsiTue «JIOKYMEHTY, ero
Tpanchopmanus. JJOKyMeHT - 0OBEKT HCCaeI0OBaHUS
TEOPETUUYECKMX W NPUKIATHBIX  AMCLMILIUH.

IIpaBoBoi, YIIPaBJICHYECKU HWCTOPUYECKUI




aCIIeKThl B ONpENEeTIeHUU NOKyMmMeHTa. Pacmupenue
MOHATUSL <«JIOKYMEHT» C pPa3BUTHEM HAayKu U
TeXHUKU. [loHATHE «BJIEKTPOHHBIM JOKYMEHT).
Onpenenenue JOKyMEHTa B TOCYJapCTBEHHBIX
CTaHJapTax. [TonsiTue «JIOKYMEHT» B
JIOKyMEHTOBEACHUU.

3aKoHOJATEIbHBIE aKThl 00 0053aTENILHOCTH
TOoKyMeHTUpoBaHus uH(popmanuu. Hasnauenue
JTOKYMEHTHOW uH(popmaiuu. dakTopsl, BIUSIONINE
Ha UHDOPMALMOHHYIO [EHHOCTh JOKYMEHTOB.
3aBUCHMOCTh LIEHHOCTH HWH(OPMAIMH OT TOTHOTHI,
00BEKTUBHOCTH, JIOCTOBEPHOCTH, CBOEBPEMEHHOCTHU
nepeaayd Y IOJYYEHHUs, [EepUOAUYHOCTH WIIU
yacToThl nepeaaud. OnepaTuBHAs U UCTOpUYECKAs
(peTpocrieKTUBHAsI) JOKYMEHTHasi HHPOpPMaLus Kak
eanHas nH(OpMalMOHHAs CUCTEMA.

2.2. OyHKIUU JOKYMEHTOB

[Tonsatue «pyHKIUS JIOKYMEHTAa.
3aBUCUMOCTh  TOHATUSA  «JOKYMEHT» OT  €ro
GYyHKIIH. 3HaueHue W3Yy4YECHUs byHKIUN
JIOKyMEHTA. WNudopmanronnas byHKIISA
JOKyMEHTa KaK CpEeACTBO  3aleyaTyIeHHs |
coxpanenus wuHpopmanuu. CoruanbHas (yHKIUS
nokymenTta. KyneTypHas GyHKOHS JOKyMEHTA.
KommyHnukaTtuBHass ~ QyHKIMS ~ KaKk  CPEICTBO
nepenay nHGOpMaIuu.

VYrpasinendeckass GyHKIUS U €€ 3HAYCHUE B
opraHu3anuu ynpasieHus. I[IpaBoBas ¢GyHKIHS.
Oynkuua yuyera. @DyHKUHMA JIOKYMEHTAa  Kak
HUCTOPUYECKOT0 HUCTOYHHUKA. DYHKUHUU MOCTOSHHO
neicTByomue u QyHKIUK OmnepaTuBHbIC BiwsiHue
GyHKIMA ~ JTOKyMEHTa Ha  €ro  CTPYKTYpYy.
[TonupyHKINOHATBEHOCTD JOKYMEHTA.

2.3. Cnioco0Obl TOKyMEHTUPOBaHUS




3ByKoBasi peuyb, €€ BO3MOKHOCTH U
HEeOCTaTKM B 3aKpeIyieHMH W Iepenaye
uHpopmanuu. IlpeaMeTHBIE U 3HAKOBBIA CIIOCOOBI
nepepaun  cooOmieHuit.  [lonstue  «cmocoO»
JOKyMeHTUpoBaHus.  McTopuueckuii  xapakrep
JOKYMEHTOB M JOKYMEHTHUPOBaHHUs.  DTambl
pa3BUTHS CIIOCOOOB TOKYMEHTHPOBAHUSI.

HauepratenbHblii cnoco0 3akpemieHus |
nepeaavu UHpOpMaLIUU. TexcroBoe
JOKyMeHTHpoBaHue. [Iukrorpapuueckoe nNucbMo U
ero ocobenHoctu. Jlororpadguyeckoe MUCHMO
(uneorpaguueckoe MHUCHMO), €ro JOCTOMHCTBA U
HenocTtaTku. IlpumeHeHne mnuKTOrpauyeckoro u
JgororpaMuecKkoro MHCbMa B HACTOSIEE BpeMs.
CrnoroBoe nmucbMo. Bo3HukHOBeHHE (POHETHIECKOTO
(OyKBEHHOT0) NMUChMA.

Pa3Butne rpadukd  pycckoro - muchMma.

Crenorpadus. IIpumenenne TEKCTOBOTO
JIOKYMEHTUPOBAHUS.
TexHuueckoe JIOKYMEHTUPOBaHUE.

OcHOBHbBIE TPYNIbl TEXHUYECKOW JTOKYMEHTAIIHH.
Buner  texnumueckumx — gokymeHToB.  OOnactu
MPUMEHEHHUS TEXHUYECKOTO IOKYMEHTUPOBAHHMS.
DOTOJOKYMEHTUPOBAHUE. 3HaveHHE
doTorpaduun kKak crocoda Gukcanuu HHHOPMAITIH.

[Tpumenenue hoTOIOKYMEHTOB.

KunonoxyMeHTHpoBaHue. [TonsaTne
«KUHOJOKYMEHT). Bunsr KHMHOJIOKYMEHTOB.
Buneosamnuce.

DOHOJOKYMEHTUPOBAHUE. Ero

0COOEHHOCTH, 00JIACTH IPUMEHEHUSI.
JloxymMeHTUpOBaHuE c NPUMEHEHUEM
MH()OPMAIMOHHO-JIOTHYECKUX MAIIUH.

CoBpeMeHHbIE CIIOCOOBI TOKYMEHTUPOBAHUS
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C MCII0JIb30BaHUEM HOBBIX TEXHOJIOIHH.
2.4.MartepuanbHble HOCUTENU UH(OpMAITH
Hocurenn  wundopmauuu.  [IpeBHeiimue

MaTepHalbl Uil MUchbMa MaTepuaisl Uil MMChMa B

[lepenneit  Asum  (KIMHONMKMCHBIC  TAOJIWYKH).

WzroroBnenne W NpUMEHEHUE  Mamupyca.

Hcnonp3oBanue Ui mucbMa MeprameHTa, 0epecTsl

u JIpyrux marepuanoB. M3o0perenue Oymaru, ee

JIOCTOMHCTBA,  OOYCIIOBHBILME  IIOBCEMECTHOCTb

pacripocTpaHeHus. Boasubele 3Haku ((uiaurpasu).

CpenctBa M opyaust HHCbMa W WX BIMSHUE Ha

pasBuTHe rpaduKy MUCbMa.

Marepuainsl TS TEXHUYECKOIO
JOKYMEHTUPOBAHMUSL. Marepuainsl JUISL
(OTOKMHOTOKYMEHTUPOBAHHUS. Buneorpammel.
Marepuanst JUISL (OHOJJOKYMEHTUPOBAHUS.

Komnerorepuble Hocutenu uHpopmanuu. Bnusaue
HocuTens WH(pOpMANMM HA JIOJTOBEYHOCTh U

CTOUMOCTDb NOKYMCHTA.

Paszoen 3 Ilpusnaku 0okymenma

3.1. OpuruHaIbHOCTh JOKYMEHTA

[lonatne opurmHama, MpU3HAKH OPUTHHAIA.
VYMHOXEHHbIE OpUTHMHAIBl. YepPHOBUKU U OCIIOBUKHU
TEKCTOBBIX JOKYMEHTOB. ABTOrpadsl. Penakiumu.
OpuruHansl KUHO U (OTOJOKYMEHTOB. OpUTHHAIBI
¢doHOMOKYMEHTOB.  OpHTHHAIBl  TEXHUYECKHX
JIOKYMEHTOB, OPUT'MHAJ IEKTPOHHOIO JOKYMEHTA.

[lonartue «nommuuaHuk». IlognmuHHBIE U
NOJUIOKHBIE JTOKYMEHThI. Bunsl danscudukanum
JOKYMEHTOB. Qanscuduranms COJICPKAHUS.
WuTtepnomnsiuus danbcuduxanus cocTaBa
yZIOCTOBEpEeHUsl, OJIaHKa.

3.2. KonuiiHOCTh TOKYMEHTA

[Tonstusa «xonus». McTopuueckoe pa3BUTHE
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KONMi. Buael konui, onpeaensemMbie ClIocOOOM UX
Bocmpou3BeaeHus. Komnuu, pa3nuyumelie o crocody
ux ypocroBepeHus. [lopsnok odopmiieHUs KOMHH.

KOpunnueckas cuna konwmid. Jlyomukar.

Pazoen 4 Cmpykmypa 0oKkymenma

4.1. ®opmysip JOKYMEHTa U €r0 COCTaBHBIC
4acTH

[lonstne  «pexBuzur». IlocTosHHBIE WU
nepeMeHHble peKBU3UTHL. llonsTHEe «dopmysipa
JIOKYMEHTAY. OcobeHHOCTH dbopmyisipa
JIOKYMEHTOB, IIOJTY4YE€HHBIX PA3IUYHBIMU CIIOCOOAMU
JOKYMEHTUPOBAaHHUS (TEKCTOBBIMH, MAIIMHHBIMH,
KHHO-, ¢oro-, ¢doHo-, TEXHUUYECKHUMN ).
WNHnuBunyansHbINA u THIIOBOM bopmysip
nokymenta. ®@opmyisip — oOpasel, ero 3ajgaud B
yHU(UKaLUU TpeOOBaHUM K PEKBU3UTAM JOKYMEHTa
U UX PACIIOJIOKEHHUIO.

4.2. Co3naHue W pa3BUTHE TPATULIMOHHOU
(dbopMBI JOKyMEHTa

DopmyJsip TEKCTOBOTO AoKyMeHTa XVI -
XVII BB. BiusHue Tpaguuuid W 3aKOHa Ha
cknaapiBanue Gopmysspa moxkymenta. Crnernuduka
0003HAUeHUsI HAUMEHOBAaHUS BUAA JIOKYMEHTA,
yKa3aHHE aBTOpa M COCTABUTENSA JIOKyMEHTA.
Ob6o3nauenue anpecara. OcoOEHHOCTH JAaTHPOBKU
JOKyMeHTa. MecTto H  Xxapakrep MNOANUCEH
JOKYMEHTa, «CIPaBbl» M «IPUIIUCH», aBTOPCKas
noanucek. Bunel nevareii. OTMETKH Ha JOKYMEHTaX.
TpaguIMOHHO CIIOXMBIIAACA CTPYKTypa TEKCTa U
OCOOEHHOCTH M3JIOKEHUS COJAEpIKAHUS Pa3IMUHbIX
BUJIOB IOKyMEHTOB.

Dopmyisip TekctoBoro nokymenra XVIII B.

3aKOHOAATEIbHBIE U HOPMAaTHUBHBIE AKTHI O

COCTaBJICHUH M 0(hOpMIICHUU JTOKYMEHTOB. BinsiHue
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UepapXuH «BJIACTEH M MECT» Ha pa3BUTHE BHUJIOB U
pasHoBuAHOCTe. O003HAUEHHE aBTOPA U €r0 MECTO
B opMyJIsipe TOKyMEHTA.

Texct nokymeHTta. Posb 3akOHOIATENbHBIX
aktoB XVIII B. B yHHbUKAIMKM  TEKCTa
OTIpe/IeNIEHHBIX BHUJIOB JIOKyMEHTOB. [[MCEMOBHUKH,
COOpPHHKH OOpa3IOBBIX TEKCTOB. 3aroJioBOK K
TEKCTY, ero Ha3HaueHue u mecro. Ckpena. [leuatu u
npaBwia MOJb30BaHUS UMH. OTMETKH, UX BH[BIL,
Ha3HA4YeHHE U MECTO B (OpMyIIspe.

DopmyJsip TEKCTOBOTO AOKyMeHTa XIX -
Hayana XX BB.

PernamenTanusi 3aKOHOJATEIBHBIMU aKTaMH
MOpsZIKa COCTaBIEHUS M O(OPMIICHHUS TOKyMEHTOB
O06o3HaueHue BUIA, aBTOPAa JOKYMEHTOB, X MECTO
B popmyiisipe. [losiBinenue Onanka.

OcoOeHHOCTH a/pecoBaHMsI JOKYMEHTOB H
opopmienue gatel. l3MeHeHue B TOpsIKe
opopmieHHss ~ TOANMUCH  Pa3IMYHBIX  BHUJIOB
noKymMeHTOB. IIpocraBiieHne mneuarei. Xapakrep
OTMETOK Ha JIOKyMEHTaXx.

CTpyKTypa TeKcTa JOKYMEHTA.

OObmerocynapcTBeHHas yHU(pUKanus
JIOKYMEHTOB U CTPYKTYPbI TEKCTOB.

4.3. dopmyJisap YIIPaBJIEHYECKOTO
noxkymenTa XX-XXI BB.

Bompockl 10KyMEHTHpPOBaHUS, COCTaBICHUS
U oopMIICHUS] TOKYMEHTOB B 3aKOHOAATEIbHBIX U
HOPMATUBHBIX akKTax. YHHUQUKAIMS TOKYMEHTOB.
BuyTtpusunoBas yHUPUKAIHUS. PasButue
yHU(UKAIMU W CTaHIApTU3ALUH  JOKYMEHTOB.
l'ocynapcTBeHHble  cTaHAapThl Ha  JOKYMEHTHI.
Oco0eHHOCTH OpraHU3alMOHHO-PACIIOPSIUTENbHBIX

JIOKYMEHTOB. I'OCT P 7.0.97-2016
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«OpraHu3anoHHO-PaCIOPSANTENIbHAS
nokyMmeHTanus. TpeOoBaHus K  O(OpPMIIEHHUIO
JIOKYMEHTOBY. PexBu3nThI JIOKYMEHTOB,
nepeuucisemole B «[IpaBunax nenonpousBoicTBa B
(enepanbHbIX OpraHax MCIOJIHUTEIBHOW BIACTU» U
“MeToMYecKuX PpeKOMEeHJalMs Mo pa3paboTke
UHCTPYKLHUH IO JETIONPOU3BOJICTBY B (hefepaibHBIX
OpraHax MUCIHOJIHUTEIbHOU BIACTH .

bnank noxymenta. Buapl OmankoB. CocraB
OnaHKa, MOPSAOK PACHOJOXKEHHUS pPEKBU3UTOB B
Onmanke. brmaHkM ¢ yrIOBBIM M NMPOJOJBHBIM
PpAacCIoI0KEHUEM PEKBU3UTOB. [TpaBuna
KOHCTPYUPOBaHMUS OnaHKa. bnanku c
n300pakeHHeM TOCYJapCTBEHHOTO repba u repOa
cyOBekTa demeparuu.

ABTOp nokymeHnta. Ilopsimok o0Oo3HaueHUs
HalIMEHOBAHUS OpPraHM3allMU-aBTOpa JOKYMEHTA.
CrpaBouHble JaHHBIE 00 aBTOpe, MX COCTaB,
pa3melieHue Ha  OmaHke. ABTOpHl  JIMYHBIX
nokyMmeHToB. Iloamuch, mneyaTb Kak TPU3HAKU
aBTOpA.

Bun nokymenrta, ero passutue. Buabl
JIOKYMEHTOB, ONpPEJEsiEMble 3aKOHOJATEIbHBIMU U
HOPMAaTUBHBIMU akTaMu. CBsi3b BHJIOB JIOKyMEHTOB
u  (QyHKui  ynopaBieHus.  YKazaHuWe — BHAA
JIOKYMEHTa, ero MeCTO M Ha3HadeHue B (GopMyIsipe
JOKyMEHTa. 3aBUCUMOCTb (DOPMBI TOKYMEHTa OT €ro
BUJIA.

O6o03HaueHNE azpecara. IIpaBuna
HalMCaHUs ajgpecaTa U MECTO YKa3aHHUs ajpecara B
dopmymnsipe  nokymeHta.  Otpaxkenue  chepbl
JEUCTBHs JTOKyMeHTa B ero azapecare. Ilopsmok
opopmieHuss  JOKyMEHTa  C HECKOJIbKUMHU

aapecatamu. Ilopsgok odopmieHHs TOYTOBOTO
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ajapeca.

Jlata nokymeHTa. 3Hau€HUE AATUPOBAHUS
JNOKYMEHTa. ABTOpCKHME  JaThl  (COCTaBJIEHHE,
MOJITMCAHNE), JTAThI, OTHOCSIIHECS K COJEPIKAHUIO.
Jatbl, XapakTepu3yromue »3JeMeHTa QopMmyJsipa.
Jatsl o0paboTku JIOKYMEHTOB. [Mopsmox
oopmieHus aar.

CocraB YAOCTOBEPEHUS JIOKyMEHTOB.
Hasnauenne mnoanucanus Jg0KyMeHTOB. IIpaBuia
MOJMUCH  JIOKYMEHTOB  PA3MYHBIX KaTETOPHIA.
Mecto moamucu B dopMyisipe  JTOKyMEHTA.
OnexTpoHHas moanuchk. OTMETKa 00 AIIEKTPOHHOMN
MOJIITUCH.

Ilewatn 1 wx Ha3zHaueHue. Buawl newareil.
locynapctBenHast repOoBas MeYarh.
3aKOHO/IATENECTBO 00 W3TOTOBJICHUH u
nojib30BaHuu mneuyatsamu. [lopsiiok mpocTaBiieHus
OTTHCKA MeYaTH Ha JOKyMEHTAaX.

YTBepxkaenue  aAokymMeHTOB.  CrmocoObl
yrBepxkacaus. CocraB  Tpuda  yTBEPKICHHS,
MopsIIOK  ero  oopmiieHHs, MecTo B GdopMyIsipe
JIOKYMEHTA.

CornacoBanue gokyMeHTa. [lopsaok U BUIBI
corimacoBaHus. Bu3el W rpud coriacoBaHUs, WX
odopmiieHre, MecTo B GOpMyJIsipe TOKYMEHTA.

OtmeTkn Ha JokymeHTax. WX ponb B
MPOXOXJACHUHA U HCIIOJTHCHUU JOKYMEHTa, MECTO B
dopmynsipe  gokymenta. Ocoboe Ha3HaYCHUE
PE30ITIOHH (ykazaHus 1o UCIIOJIHEHUIO
nokyMeHTa). TpeboBaHHME K COJEPKaHUIO H
opopmiieHnto. OTMETKH O B3STHH JOKYMEHTa Ha
KOHTPOJIb, UCTIOJTHCHUH JOKYMEHTA U JIp.

4.4. Texct TOKyMeHTa

ITonstue «TCKCT JOKYMCHTa» IIpH
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Ppa3InYHBIX crocobax JOKYMEHTUPOBAHMUSL.
Cuenapuili MoOAroToBKH JOKyMeHTa. CoaepkaHue
MPOCTHIX U CIOKHBIX JIOKYMEHTOB.

[lopsaox wu3NIOXKEHHUS TEKCTa JOKYMEHTA.
TpeboBanust  4ETKOCTH W SICHOCTH  TEKCTa
nokymeHTa. Jlornueckas — CTpyKTypa  TEKCTa.
B3anmocBs3p conepkaHuss M (QOpPMBI TOKYMEHTA.
dopmanuzanus TeKCTa JOKYMEHTA.

OneMeHThl TekcTa. [loHATHE «3arosoBOK»
(HauMeHOBaHHe JOKYMEHTA). Hasznauenue
3arojioBKa, €ro Mecto B (opMyJsipe JOKyMEHTa
[IpmtokeHHs K TEKCTY ¥ MOPSIIOK UX 0OPMIICHHSL.

4.5. Yaudukanus TekcTa TOKyMeHTa

Yuudukanus TOKyMEHTa KaK OJHO U3
HaIpaBJIEHUN ero COBEPILICHCTBOBAHMSI.
[pennoceuikn yaudukanuu. Meron yHU(UKAITUH.

YHudukanus cTpykTypbl TEKCTa. IJIEMEHTHI
dopmanmzanuu.  DopManM30BaHHBIA  XapakTep
TEKCTOB YYETHOM JOKyMEHTAlMH. YHHpUKanus
SI3BIKOBBIX cpeicTB. DOpMBI YHU(DHUKAIIMH: THITOBOH,
TpadapeTHBIM TEKCTHI, TaONHIA, aHKeTa, TpaduKw,

AuarpaMmbl.

Pazoen 5

O0OKymenmauyuu

Cucmempl

5.1. CknagpiBaHUE CUCTEM JOKYMECHTAITUH

Ilonstue «CHCTEMA JOKYMEHTALUN».
HpI/I3HaKI/I CUCTCMBbI I[OKYMCHTaIII/II/I. OCHOBaHI/ISI
KJIaCCU(PUKAIIUY CUCTEM JTOKYMEHTAIUH.

Hcropuueckas 00yCIIOBIEHHOCTb
dbopMupoBaHUsa CUCTEM JOKyMeHTaluu. CHUCTEMBI
JOKYMEHTAllUH  YUYPEXKACHUN JOPEBOJIOLMOHHOM
Poccun.

Pa3ButHe cuctem = JOKyMEHTallMM  Ha
coBpeMeHHOM 7JTane. KauecTBeHHbIE HW3MEHEHHMS
COCTaBa U COJIEPKaHUSI CUCTEM JOKYMEHTAI[UH.

['ocynapcTBeHHasi CHCTEMa JIOKYMEHTAIIHH.
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@OyHKIMOHATBHBIE CHCTEMBI JOKyMEHTAIIH,
BE/IOMCTBEHHBIE CHCTEMBI UIIX OTPACIIEBBIE CUCTEMBI
JOKYMEHTAIIUH U UX B3aUMOCBS3b.

5.2 YHUupUIMpPOBaHHEIC CHUCTEMBI
JOKyMEHTAIUH

[MonsTne  «yHHUIMpOBaHHAs  cUcTeMa
JOKyMeHTanun». Pa3paboTka yHH(PUIMPOBAHHBIX
CHCTEM JIOKyMEHTAIIUH - HOBBIH 3Tal B yHH(pHUKAIUU

U CTaHJApTU3alUd JOKYMEHTOB. XapaKTepHUCTHKa

YHU(PUIUPOBAHHBIX CUCTEM JOKyMEHTALUU.
I'ocynapcrBeHHBIE CTaHJApThI Ha
yHH(DUITIPOBaHHEIE CHUCTEMBI. OnpiT

MEXYHapOJIHOM CTaHIapTU3aLUK JOKYMEHTOB.

[IpoexTupoBanue yHUDUIMPOBAHHBIX (HOPM
JIOKYMEHTOB. Meron COZIepKATEIIbHOU u
dopManbHON YHU(DUKAIIMH.

Peructpamuss  yaudunupoBanHeix  Gopm
nokyMeHToB. Ilopsimok BBeaeHuss B JeilcTBhe
yHU(UIIUPOBAHHBIX (HOPM JTOKYMEHTOB. ANBOOMBI
bopM yHHPHINPOBAHHBIX JOKYMEHTOB.

Pernamenranus cocTaBa BUJIOB u
Pa3sHOBUIHOCTEH  JIOKYMEHTOB  OIPENEJIEHHOrO
KOMITJIEKCa 10 3agadaMm ympasieHus. Tabenb dpopm

JOKYMCHTOB.

Pazoen 6  Opzanuzayuounho-

pacnopaoumenvHble
unghopmayuoHHo-cnpagouHvle

00KyMenmul

u

YHuduuupoBaHHas cucTemMa
OpraHU3aIMOHHO-PACTIOPS AU TEIIEHON
nokymeHTarun. OcOOEHHOCTH CUCTEMBI, €€ COCTaB.

OpraHu3anuoHHbIe JIOKYMEHTBI.
[TonoxeHus, ycraBpl, pPETIAMEHTbI, WHCTPYKLUU,

npaBuia U Ap. TpeboBaHUS K WX COCTABJICHHUIO H

0(OpPMIIEHHIO.
PacniopsimutensHbIe JIOKYMEHTHI.
[MocTanoBneHwMs, pelIeHus, MIPHUKA3HI,

pacnopsbkeHusl, ykazanusg u  ap. llopsgok  ux
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COCTaBJICHUS U OPOPMIICHUSI.
HNudopmanimoHHO-CIIPaBOYHbBIC  JTOKYMEHTHI:
AKThbl, CIIPpaBKH, AOOKJIAAHBIC U O6’b§ICHI/ITeHBHBIC
3aIlMMCKHU, MMHUCbMaA, TCICTrpaMMBI, TeJ'Ie(l)OHOFpaMMBI.
Wx cocraBiienne u oopMIICHHE.
OcobenHoct  oopMIEHUS JEeSATENbHOCTH

KOJUICTUAJIbHBIX OpPTraHOB.

Pazoen 7 Coeepuiencmeoeanue

00KyM€Hmal(u0HHblx npoueccoe

7.1. PermamenTanus MPOLIECCOB
JIOKYMEHTOOOpa30BaHUs

HeoOxomuMocTh perynmpoBaHus Iporecca
JIOKyMEHTOOOpa3oBaHMs. BbIsicCHEeHHE U yCTpaHeHHE
OPUYMH HEONpPaBJaHHOTO BO3pPACTaHUS BHJIOBOTO
pazHoOOpa3usi W KOJMYECTBA  JOKYMCHTOB.
YcraHoBIIeHHE 000CHOBAHHBIX KPUTEPHEB CO3TAHHS
JIOKYMEHTOB. dakropsl, OIIpeIeIIAOLIHE
HEOOXOJIUMBIN KOMIUIEKC JOKYMEHTOB. Tummzanus
dopm  nmoxymenTtoB.  PaszpaboTka  HaydHBIX
KOHIIEMIMM MeXOTpacieBoi yHUPHUKAUU GopM

YIPABJICHYCCKUX JOKYMCHTOB. COSI[aHI/Ie 0aHKOB

JTAHHBIX.

[IpaBoBoe perynupoBaHue nporiecca
JOKYMEHTOOOpa30BaHMUs. Dopmbl IPaBOBOTO
pEryJIupoBaHMUs.

7.2. Wcnonp30BaHUE HOBBIX TEXHOJOTUH B
JIOKYMEHTHUPOBAaHUU

BnusHue — BHegpeHUs  BBIYMCIUTEIBHOU
TEXHUKH Ha 00pa3oBaHUE JOKYMEHTOB. JIOKyMEHT B
anekTpoHHo  ¢opme. [Ipobrema  mpaBOBOTO
peXHMa JTOKYMEHTa, CO3JaHHOTO B JJIEKTPOHHOMN
dbopme. OCOOEHHOCTH COTJIACOBAHMS W TTOITUCAHUS
ANEKTPOHHBIX IOKYMEHTOB.

OcobenHoctu  co3naHust u  0GOpMIICHUS
JOKYMEHTOB Ha KOMITBIOTEpE: WCIIOIh30BaHKUE 0a3

JIAaHHBIX, CcO3JIaHHe 1a0JI0HOB, TEKCTOBEIC
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PEIaKTOPBI, CIIOBapH, IPOBEpKa TPAMOTHOCTH U
opdorpaduu. CoBpeMeHHOE POTpaMMHOE
obecrneucHuUe.

PaszButne cucrembl mepemaun WHGOpMANUN
BosmoxxsoCcTH 0€3/T0KyMEHTHOTO oOmeHa

uHpopMaLueil B ypaBiIeHUH.

Pazoen 8. Hayuno-ucmopuueckasn
U NpaKmuyeckas - UEHHOCHIb

00Kymenma

[HonsTus: «LICHHOCTh JOKYMEHTa»,
«OKCIEepTU3a LIEHHOCTU. BosnukHoBeHHE
AKcIepTU3bl. BbipaboTka NPUHLMIIOB U KPUTEPUEB
OIICHKH LIEHHOCTH JOKYMEHTOB.

Bremnss u BHYTPECHHSA KpUTHKA
JOKYMEHTOB. AHalli3 aBTOPCTBAa, BPEMEHHU, MeECTa

BO3HUKHOBCHHUU OOKYMCHTA. Amnanmus COACpIKaHUA

JIOKYMEHTA. JlocToBepHOCTH H IICHHOCTH
JIOKyMEHTA.

JloxymMeHTBI C MIOBTOPSIOLIENCA
uHpOopManuei. Bunst IIOBTOPSEMOCTHU:

nyOJeTHOCTh, IOTJIOUIEHHOCTh, CYMMHpOBaHHUE,
BAapUAHTHOCTS, pedepupoBaHue. Ob61ue
3aKOHOMEPHOCTH, OIPEIEIAIOINE BO3HUKHOBCHHUE
JIOKYMEHTOB C MTOBTOPSIONIEHCS HHPOpMannei.
3HAUMMOCTD SIBJICHUH, COOBITHH, (DaKTOB B
MEePBUYHBIX u BTOPUYHBIX JIOKyMEHTaX,
COOTBETCTBHUE CoJepxkalleiics B HUX HHPOpPMALUU
OCHOBHBIM WJM  BCIIOMOTaTE€NbHBIM  (DYHKLIHUAM
YUPEXKICHUS. IOpunnueckas cuia 3TUX
JIOKyMEHTOB. Xapakrep MOBTOPSEMOCTH,
NEePUOIUYHOCTh 00Pa30BaHUsI JOKYMEHTOB.
Bri6opouHas orieHKa JOKyMEHTOB.
CreuunanbHble KPUTEPUU OLIEHKH Hay4HO-
texuuueckoil jgokymentanmu (HTH). Wsyuenwue
BHYTPEHHEI'0 COCTaBa JOKyMEHTa IO MpobiieMam
(reMaM) U MozensiM (KOHCTPYKLUSAM) 3Hau€HUE

HAYYHO-TEXHMYECKOM wuaeu. 3HauyMMOCTh O0BEKTa
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Kpurepun

JJIs1 DKOHOMUKH. VHHUKaTBLHOCTD COOPYKEHUA WA

KOHCTPYKLIUH.

KHHO(POTO(HOHOJOKYMEHTOB. OCOOEHHOCTH OIEHKU

MAIIMHOYUTACMBIX JOKYMCHTOB.

9 Pa3zoen 9.

O00OKYyMeHmoe

Komnaexcuor

ux

JInynbIe

Tlonsarue

BUJIBL.

CrnoxxHble
«JIOKyMEHTAJbHBI» U
Komiuiekcrl

OpraHu3anvii  u

«KOMIIJIEKCAa

HepBI/I‘IHBIe KOMIUJICKCBI TCKCTOBBIX HTOKYMCHTOB U

Kommirekcnr TCXHUYCCKUX

KHHO(OTOJJOKYMEHTOB.

KOMILJIEKCHI.
«apXUBHBIN»
JIOKYMEHTOB

(hoHBI. IMonsarne

AOKYMCHTOB. ITonsTue «APXUB».

4. O0pa3oBaTesibHbIEC TEXHOJIOTHH

Oo0pa3oBaTte/ibHbIE TEXHOJIOTHH

Ne/Ne | HaumenoBanue paszena Bunst yueOHbIX | OOpa3zoBaTebHBIC TEXHOIOTHH
3aHATUN
1 [Ipenwmer, conepxkanue, | Jlexyus 1-2. Beoonas nexyus
3aJaud Kypca
CamocmoamenvHas
paboma
Tloozomosxka k nexyuu
2 Ucrtounnku u nuteparypa mo | Jlexyus 3-4 Jlexyus-euzyanusayus ¢ npumeHeHuem
Kypcy cnauo-npoexmopa
Tloozomosxka k nexyuu:
CamocmosmenvHas
paboma — MOHUMOPUHZ ~ 3AKOHOOAMENbHbIX U

HOPMAMUBHO-MEMOOUUECKUX
UCTOYHUKO8 NO OOKYMEHMOBEOCHUIO C

OCHHOCTHU

JOKYMCHTOB).

[TonsTus
(b oHTBI.
YUPEKICHUN,
CTPYKTYPHBIX  IOAPA3ACIICHUMN.

CKOJIJICKIIH
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UCNOb306AHUEM NPABOBLIX bas aaHHblx,‘

usyueHue O0OKYMEHMOBeOHeCKOU
VUeOHOU U HAYYHOU TUmepamypbvl

Hokyment, ero &yHkuuy, | Jlexyus 5-6 Jlexyus-guzyanuzayus ¢ npumeHeHuem
MTOHSITHS JIOKyMEHT u craio-npoekmopa
HHpOpMAIHS
Juckyccus
Jlabopamopnoe
sanamue 1
Camocmosamenvuasn | lloocomoska K 1a00pamopHoMmy
paboma 3AHAMUIO
Crioco0bl Jlexyus 7-8 Ipobremnas nexyus
JOKYMEHTUPOBAHUSA 51
MaTepHaJIbHBIE HOCUTEIN
uHdOpMAaIHU Jlabopamopnoe Juckyccus
sauamue - 2
CamocmoamenvHas
Iloozomoska K 1abOpamopHoMmy
paboma
3aHAMUIO
[Ipuznaku nokymeHTa: | Jlexyusa 9 Ananumuueckas nexyus
OpPUTHHAIBHOCTD,
MOJIMHHOCTH, KOMUAHOCTH
Camocmosmenvrhas | Iloocomoska k nexyuu
paboma -

Q@opMyssIp OOKyMEHTa U
€ro  COCTaBHBIE  YaCTH.
Hcropus pa3sBUTHS
dhopmyssipa JOKyMeHTa:
16-17 Beka,

Jlexyus 10-14

Jlabopamopnoe
sanamue — 3-6

Jexyuss ¢ pazbopom

cumyayuil

KOHKpENTHbLX

Monumopune ookymenmog 17-20 exos

18 Bek,
19 Bek,
20 Bex Camocmoamenvuas | [loocomoska K aabopamopnomy
paboma - 3AHAMUIO
Iloozomosxka x 3auemy
dopmynsp coBpemeHHOro | Jlexyus 15 Jlexyus-euzyanuzayus ¢ npumeHeHuem
YIIPABJIECHYECKOTO craio-npoekmopa
JIIOKYMEHTA! IpaBUJIa
o opMIIEHUS PEKBU3UTOB
Monumopune — 3aKOHOOAMENbHBIX U
Jlabopamopnoe

3anamue — 7-8

HOPMAMUBHO-MEMOOUUECKUX AKMO8 NO
O00KYMEHMOBEOCHUIO ¢ UCHONIb308AHUEM
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Camocmosimenvhast
paboma -

npasosuvlx 6a3 OAHHLIX;

Ompabomka npaxmu4ecKux HaBbIKO8
oghopmnenus pexeusumos

Tloozomoska K
3aHAMUIO

aabopamopnomy

8 Tpeboanmst «  Tekcry | Jexyua 16 -17 Jlexyus-guzyaruzayus ¢ npumeHeHuem
JIOKYMEHTA; caauo-npoexmopa
Yuudukauus TEKCTa
JIIOKyMEHTa CamocmosmenvHas
paboma - Tloozomoska x nexyuu
9 Cucremsr gokyMmeHTanmw, | Jlexyus 18-19 Jlexyus-guzyanuzayus ¢ npumeHeHuem
CKJIaJIbIBaHHUE CHUCTEM, CAato-npoekmopa
yHU(DUITUPOBAHHbIE
CHCTEMBI JIOKyMEHTAIIN!
Tloozomosxa x nexyuu
Camocmosimenvras
paboma
10 Opranu3anuoHHbIE, Jexyus 20-23 Jlexyus-euzyaruzayus ¢ npumeHeHuem
pacnopsIUTEIbHbBIE u cnauo-npoexmopa
nH(pOpMaITMOHHO-
CIIPpaBOYHbBIE JOKYMEHTHI Jlabopamopnoe
saunamue 9 - 15 Hcnonvzosanue ketic-memooa
Camocmosmenvrasn | lloocomoska K 1ab0pamopHoMy
paboma 3aHAMUIO
CoBue CoBepiieHcTBoBaHue | Jlexyus 24
JTOKYMEHTAIlHOHHBIX
Ipobremnas nexyus
IIPOLIECCOB,
HWCTIOJIBb30BAHUE HOBBIX
MH(OPMALIMOHHBIX
TEXHOJIOTHH B
AOKYMCHTHPOBaHHH Camocmosmenvuas | [loocomoeka k nexyuu
paboma
12 Kommexcst JIOKYMEHTOB; | Jlexyusa 25 Ipobnemnas nexyus
Hayuno-ucropudeckas u
MpaKkTHIeCcKas LEHHOCTh
AOKyMEHTa Jlabopamopnoe e | Ilocewenue apxuea, usyueHnue ciodlcHbIX

sauamue 16

KOMNJEKCo6 Ha npakmuke
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Camocmosmenvhas | [loocomoska K JqabopamopHomy
paboma 3AHAMUIO

Tloozomosxa k ax3ameny

B mepuon BpeMEHHOr0 MPUOCTAHOBJICHHS TIOCEHICHHUS OOYYAIONTUMUCS TOMEIICHUH |
tepputopun PITY nna opranmzanuum y4deOHOTro mpolecca ¢ MPUMEHEHHEM JIIEKTPOHHOTO
oOydeHUsT W JHUCTAHIMOHHBIX OOpPA30BATEIBHBIX TEXHOJIOTHH MOTYT OBITh HUCIOJIH30BAHBI
cienyromue o0pa3oBaTellbHbIE TEXHOJIOTHH:

— BUJICO-JICKIIUH;

— OHJIAWH-JIEKIIUH B PEKUME PEATIbHOTO BPEMEHH;

— DIIGKTPOHHBIC YYCOHUKH, yaeOHBIC MTOCOOMS, HAYYHbIC M3aHUS B DJICKTPOHHOM BHJIE U
JOCTYT K MHBIM JIEKTPOHHBIM 00pa30BaTEIbHBIM pecypcam;

— CHUCTEMBI JIJIs AJIEKTPOHHOTO TECTUPOBAHUS;

— KOHCYJIBTAIIMH C UCIOJIb30BAHUEM TEIIEKOMMYHHUKAIIMOHHBIX CPECTB.

5. OneHka mIaHUPyeMbIX Pe3yJbTATOB 00y4YeHUsI

5.1. Cuctema oueHMBaHUA

Dopma xonmpos Makxec. konuuecmeo 6an1086

3a oony pabomy Bcezo

Texywuti KOohmpoas:

- onpoc 5 bannos 15 bannos
-Ouy -KoHmpovHas paboma (memvi 2) 15 bannos 45 bannos
- Koumpoavhas paboma (memol 4) 15 bannos

- bauy-KoHmpovhas paboma (mema 6)

15 6annos
- UMO0206as1 KOHMPOTLHAS paboma (memvl
1-6)
Ipomesicymounas ammecmayus 40 6annos
(3auem) (memot 1-6)
Hmoeo 3a cemecmp 100 6annos

5 6annos 10 6annos
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- onpoc
- Tecmuposanue (mema 7) 20 6annos 50 6annos
- KoHmpoavHas paboma (mema 9) 10 6annos

-umocoeasl KOHmpOJbHAA pa60ma

(memwvt 7-12)
20 6annos

ITlpomeacymounas ammecmayus 40 b6annos 40 6annos
(ax3amen) (memot 1-12)

Hmoeo 3a cemecmp (Oucyuniuny) 1006
annos

[Tonmy4yeHHBIH COBOKYIHBIIN Pe3yIbTaT KOHBEPTHPYETCS B TPAIUIIMOHHYIO KAy OIICHOK H B
niKaity oueHok EBporneiickoil cucteMsl nepeHoca 1 HakorieHus: kpenutos (European Credit
Transfer System; ganee — ECTS) B cooTBeTCTBHM € TabIUIIEH:

100-6asuipHas T oA IHOHHAS LKA kana

IIKajaa paiui ECTS

95 -100 A
OTJINYHO

83-94 3aYTEHO B

68 — 82 XOpOLIO C

56 — 67 YIOBJIETBOPUTEIHHO D
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50-55 E

20-49 FX
HEYJIOBJIETBOPUTEIIBHO HE 3a4TEHO

0-19 F
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5.2.Kpurepum BbICTABJIEeHUS OLIEHKHU 10 IUCHUIIINHE

Baaasl/
HIkana
ECTS

OueHka no
MACHMILIMHE

Kpurepun oneHkn pe3yibTaToB 00y4eHHs 110
AUCHUILINHE

100-83/
AB

«OTIUYHOY/

«3aYTCHO
(oTIaHO)»/

«3a4YTCHO»

BricTaBnsiercst 00yJaromemycsi, €clii OH TITyO0KO u
MPOYHO YCBOWJ TEOPETUUECKUI U MPAKTUUECKHIA
MaTtepua, MOXeT MPOAEMOHCTPUPOBATh 3TO HA 3AHIATHUIX
U B X0/I€ TPOMEXKYTOUHOI aTTecTaIiH.

OOy4aronuiicst UCUEPITBIBAIOIIE U JOTHYECKH CTPOIHO
u3j1araeT yuyeOHbIi MaTepHuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIPABIIETCS C pELICHUEM 3a]a4
npogeccroHaIbHON HAIIPaBIEHHOCTH BBICOKOTO YPOBHS
CJIO’KHOCTH, NIPABHIILHO OOOCHOBBIBAET MTPUHATHIC
peLIeHMSL.

CB00OOIHO OpUEHTHPYETCS B YUeOHOH H
npodeccroHaIbHOM IUTEepaType.

OrneHka o JUCHUIUIMHE BBICTABIIAIOTCS 00YYarOMEMYCs C
YYETOM PE3YIBTATOB TEKYLIEH U IPOMEKYTOUHOMU
aTTECTALNN.

Komnerenmuu, 3akpeni€éHHble 3a AUCIUTIINHOM,
c(OpMHUPOBAHBI HA YPOBHE — «BBICOKHUI.

82-68/

«XOpOILIO»/

«3a4TEHO
(xoporto)y»/

«3a4YTCHO»

BricTaBnsiercst o0yyaromemycsi, €Ciid OH 3HaeT
TEOPETUYECKUHN U MPAKTUYECKUN MaTepHUaJl, IPAMOTHO U 10
CYILIECTBY M3JIAraeT €ro Ha 3aHATUSAX U B X0/
IIPOMEKYTOUYHOM aTTECTALlUH, HE TOIyCKasl CYIIECTBEHHBIX
HETOYHOCTEN.

OOyuaromuiics NpaBUIBHO MIPUMEHSET TEOPETHUECKHUE
TIOJIOKEHUS MTPU PEIICHNH TPAKTUYECKUX 3a/1a4
npoeccoHaIbHON HANIPABICHHOCTH PA3HOTO YPOBHS
CJI0KHOCTH, BJIaJIe€T HEOOXOIUMBIMHU JIJIsl 3TOTO HaBBIKAMHU
U Ipu€Mamu.

JlocTaTOYHO XOPOIIO OPUEHTUPYETCS B yUeOHOU U
npodecCHOHATBLHOMN TUTEpaType.

OrneHka no JUCIHUILTMHE BBICTABISIOTCS 00ydaromeMycst ¢
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTalllu.

Kommnerenum, 3akperi€HHbIe 3a JUCIUILUIMHOM,
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Bbanabl/ Ouenka no Kpurepuu oneHku pe3yjbTaToB 00yUYeHHS 110
Hkana AUCHMILINHE AUCHMILINHE
ECTS
c(hopMuUpPOBaHBI HA YPOBHE — «XOPOIITHIIN.
67-50/ «YIIOBJIETBOPHU- BricTaBisiercs 00y4aromeMycsi, €Clii OH 3HaeT Ha 0a30BOM
TEJIbHOY/ YPOBHE TEOPETUUECKUHM U IPAKTUYECKANA MaTepual,
D.E JIOIyCKAeT OTAETbHBIE OMIMOKH MPH €ro U3JI0KEHUHU Ha
(3AHTCHO 3aHSITUSX U B X0JI€ TPOMEKYTOUHOM aTTecTaliH.
(yoBneTBOpH-
TEIIbHO)»/ OOyuaronuiicst HCIIBITHIBAET OIPEIeIEHHbBIE 3aTPYAHEHUS
B IIPUMEHEHNHN TEOPETUYECKUX MTOJIOKEHUN TPU PEIIEHUN
(GAATCHOY NPaKTUYECKUX 3a/1a4 PO ECCHOHATFHON HANPaBICHHOCTH
CTaH/IapTHOT'O YPOBHS CJI0)KHOCTH, BJIaJ€eT
HEOOXOIMMBIMH JIJIsl 3TOTO 0A30BBIMH HaBBIKAMU U
puEéMamu.
JleMOHCTpHpYyEeT 1OCTaTOYHBIN YpOBEHb 3HAHUS yUeOHOU
JUTEPATYPBI 110 AUCIUIUIMHE.
Onenka no JUCHUILIMHE BBICTABISIOTCS 00ydaromeMycs ¢
y4E€TOM PE3yNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUU.
Kommnierenimu, 3akperniénnbie 3a JUCUUILTAHON,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBII).
49-0/ «HEYIIOBIIETBOpPHUTE | BricTaBisercs oOy4daronemMycs, eciii OH He 3HaeT Ha
JBHOY/ 0a30BOM ypOBHE TEOPETUYECKUIN U MPAKTUIECKUI
FEX MaTepHal, JoIyckaeT rpyoble OIMOKY Py €ro
HE 3a4TEHO

H3JIOKCHHHU Ha 3aHATHUAX U B XO4€ HpOMe)I(YTO‘IHOﬁ
aTTeCTaluu.

OOyuarouuiicss UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IPUMEHEHUHU TEOPETUUECKUX MOJIO0KEHUH MPU pEeLICHUH
NpPaKTUYECKUX 3a/1a4 PO eCCHOHATBLHON HANIPaBIEHHOCTH
CTaHapTHOI'O YPOBHS CJIO)KHOCTH, HE BJIa€eT
HEOOXOIMMBIMH ISl 3TOT'O HABBIKAMU U IPUEMAMH.

JleMoHCTpHpYET (pparMeHTapHbIC 3HAHHS YIeOHOMH
JIUTEPATYPBI 110 AUCLUIUIMHE.

OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCS 00YYArOIEMYCs C
y4E€TOM PE3yNIbTATOB TEKYIEH U IPOMEKYTOUHON
aTTECTALNN.

KoMrereHnu Ha ypoBHE «IOCTaTOYHBINY, 3aKPETUIEHHBIE
3a AUCLUUIUINHON, HE COPMHUPOBAHBI.
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5.3. OueHouyHble cpeacTBa (MaTepHUaJbl) IJIsl TEKYIIEr0 KOHTPOJIA yCIIeBAeMOCTH,
NPOMEKYTOUYHOM aTTecTAUH 00y4aIOIIUXCS M0 TUCHUILINHE

Ilepeyenb BOPOCOB K KOHTPOJIbHOI padoTe mo Teme 2.

Yem 3aHHMMaeTCs Hay4dHas OUCHUIIIIMHA ,[[OKyMCHTOBe,I[CHI/IC?

C KakuMu Hay4YHbBIMU JUCHUIIJIMHAMU CBA3aHO ILOKYMCHTOBCZ[CHI/IC?

HazoBute 3aKOHOJAATCJIBbHBIC aKThI, PCTYJIHNPYIOIINEC BOIIPOCHI JOKYMCHTHPOBAHM.
IlepeuncnuTe HOpMATUBHBIE IIPABOBBIE AKTHI, PETYJIUPYIOIINE BOIIPOCH! JOKYMEHTUPOBAHMS.

I[aﬁTC XapPaKTCPpUCTHUKY HOPMATUBHO-MCTOAUICCKUM JOKYMCHTAM IO ACJIOIMIPOU3BOACTBY.

AN

HazoBurte YUYCHBIX, UCCIICAYIOIINX BOITPOCHI TOKYMCHTOBCACHMUS.

IlepeueHb BONPOCOB K KOHTPOJILHOM padoTe 1o Teme 4.

1. Kakue BbI 3HaeTe CIOCOOBI JOKYMEHTUPOBAHUS?

IlepeuncnuTe Tambl pa3BUTHS TEKCTOBOTO IOKYMEHTHPOBAHHS, CPABHUTE MIX MEXKIY COOOM.
Pacckaxxute 06 0COOEHHOCTSIX TEXHUYECKOTO JOKYMEHTHPOBAHHUSL.

B uewm 3akirodarorcs 0co0eHHOCTH KUHO, (0TO U (POHOJOKYMEHTHPOBAHHUSA?

wok wN

CpaBHHUTE N3BECTHBIE BaM CIIOCOOBI JOKYMEHTHPOBAHHS MEKAY COOO0M, HA30BUTE UX
PEUMYILECTBA U HEAOCTATKH.

6. JlaiiTe XapaKTepUCTHKY MaTe€pUAIbLHBIM HOCHTENISIM HH(OPMALIMU U CPAaBHUTE X MEXKIY

CO0Oi.
IIpuMeps! 0JIMI-KOHTPOJILHBIX PadoT Mo Teme 6
Kakmue odpamenusi ObLJIM NPUHATHI B KOHKPETHBII HCTOPHUYECKUH mepuoa?
(mpoBecTH CTpPENKH)
XIX Bek TOBapHUILly
CogeTtckuil nepuog HBany BaHnoBHYY
90-¢ roap XX Beka MuocTUBOMY roCy1apro

CoBpeMeHHOCTh TOCIIOJTUHY
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Kakumu uTOroBpIMu (hpazaMu 3aKaHYUBAJIOCH CIIY:Ke0HOE MUChMO B KOHKPETHBI HCTOPHYECKHU
nepuoa?

(mpoBecTH CTpENKH)

XVI, XVII Bexa ¢ IIyOoUYaiIIuM TOYTEHUEM

XIX Bek C YBAXXECHUEM

CogeTtckuil nepuoj C KOMMYHUCTHYECKUM ITPHUBETOM
CoBpeMEHHOCTh app rocynapp, cMUIIyics, MoxKaIyu

IlepeyeHb BONPOCOB K MTOrOBOI KOHTPOJILHOM padore Ne 1

1. JIOKyMEHT H €ro MEeCTO B CUCTEME yIPaBJICHUS.

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

3. HopMaTuBHO-METOAMYECKUE aKThI, ONPEICIISIONINE ITOPSIOK CO3aHus U 0popMIeHHS
JOKYMEHTOB.

4. JlokyMeHTOBe/leHe KaK HaydHasl IUCIUILINHA U €€ CBS3b C IPYTHMH HAyYHBIMHU
TUCIATUTHHAMH.

5. Tlonarne «uH(bOPMAIH» U €TO Pa3BUTHE.

6. IloHsTHE «JTOKYMEHT» U €TO pa3BUTHE.

7. Cpsi3p MH(POPMALINN U TOKYMEHTA.

8. OO6mue u yacTHpIe (YHKIMH JOKYMEHTA.

9. CmocoOBI TOKyMEHTHPOBAHUS U UX Pa3BUTHE.

10.TekcToBOE TOKYMEHTHPOBAHHE U ATAIIBI €TI0 PA3BUTHAL.

11.1Tukrorpammsl. [Ipumenenne MUKTOrpauIeckoro MIuCchMa CeroIHs.

12.Jlororpammel. Mcrionbp3oBaHue JIOTOrpaMM CEroHs.

13. TexHn4yeckoe JOKyMEHTHPOBaHUE. BHUIBI KOMIUIEKCOB TEXHUYECKOH TOKYMEHTALINH.

14.®otonoxymentupoBanue. [losBiaeHue, pazButue, IpUMEHEHHE.

15.KunonokymentupoBanue. [lossnenue, pazsutie. Buneoszanucs.

16.®ononoxkymenTrupoBanue. [losBienue, pazButue, IpUMEHEHHE.

17.Marepuan i nokymentupoBanus. Ero pa3zsurue.

18.Ilognmuuauky u konuu. Buasl konuil. [Topsaok yaocToBepeHu KOmuid.

19.®opmynsip nokymenTa. Tunosoit popmysp, popmysip-obpaser.
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20.Pazutue dpopmyisapa nokymenta B X VI-XVII Be.
21.®opmynsp noxymenta X VIII B.

22.@opmynsap TekcToBoro nokymenTa XIX- nagamna XX BB.

O0pa3ubl TecToB 1O TeMe 7
Bompoc 1
Buza odunmanbHOTO JOKYMEHTA 3TO:

A) PEeKBHU3HUT OKyMEHTA, BRIPAKAFOIINNA COTIIACHE FITH HECOTIIACHS TOJDKHOCTHOTO JIUIIA C

COJIep>KaHHEM JIOKyMEHTa

B) HaAMMUCh Ha JOKYMCHTC, CACIIAHHAA JOJKHOCTHBIM JIMIIOM M COACPIKAIIAsA IIPUHATOC UM

peleHue

B) MoANMMCaHuC NOKYMCHTA €ro COCTAaBUTCIIEM

Bomnpoc 2

Bussr mpocTaBistoTes:

A) pabOTHHKOM, ITEYaTABIIUM JOKYMEHT
b) paboTHuKaMu cBOEH opraHu3auu

B) paboTHHKamMu Opyrux opraHu3anuit

Bompoc 3

B xakue peKBU3UTHI JOKYMEHTA JJaTa BXOAUT KaK COCTaBHAs 9acTh?

a) rpud yTBEepKICHUS B) TIOJIITHCH
0) BU3a COTIacOBaHUS T) Pe30IIOLUs
Bomnpoc 4

OOmumii 671aHK JOKyMEHTa BKIIIOUAET B ce0sl CIeyIOIIe PEKBU3HTHL:

A) uzobpaxenue repba, aMOIeMbI, MECTO JJIs1 pa3MEILeHHs Ha3BaHUs BUAA JOKYMEHTa, MECTO

I 1aTbl U HOMEpPa JOKYMEHTA, MECTO COCTaBJICHUA
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b) uzobpakenue repdba, sMOIEMbl, HAUMECHOBaHNE OPraHU3aI[MK aBTOPA, MECTO IS Pa3MEILCHHUS

Ha3BaHUA BHUJAa JOKYMCHTa, MECTO IJIS AaThl U HOMEpa TOKYMCHTA, MECTO COCTABJICHUA

B) m3obpakenne repOa, 3MOIeMBI, HANMEHOBAHNE OPTaHU3AIMH aBTOPa, MECTO JIJIST Pa3MeEITICHIS
Ha3BaHHS BUJIA JIOKYMEHTA, CITPABOYHbBIC JAHHBIC 00 OpraHU3aIlK, MECTO JIJIS JaThl U HOMepa

OOKYME€HTA, MECTO COCTABJICHUA

Bomnpoc 5
Kaxue n3 mepeduciieHHbIX IOKyMEHTOB TpeOyIOT YTBEPKACHNS?
A) ycraB b) mratHoe pactiucanne B) mpukassr

I') noknaansie 3anucku Jl) HOIKHOCTHBIE HHCTPYKIIMU

Bompoc 6
Tunoso# GopMyssip IpUKa3a COAEPKHUT CICAYIOIUE PEKBU3HUTHL:

A) rep6 (3MOneMy), HAUMEHOBaHHE OPTraHU3ALUN-aBTOPA, CIIPABOYHBIE TAaHHBIC 00 OpraHnu3aIiH,
HanMEHOBaHHE BU/a TOKYMEHTa — IPUKa3, 1aTy, HOMEpP, MECTO COCTABJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT,

IOAIHNCh, BU3bI COTJIAaCOBaHUA

b) rep6 (3m0OsiemMy), HaMEHOBaHKE OPTaHU3alMU-aBTOPa, HAaUMEHOBAHUE BHJA JOKYMEHTA —

TIpUKa3, 1aTy, HOMEP, MECTO COCTABJICHHSI, 3aT0JIOBOK K TEKCTY, TEKCT, TIOJIITUCh, BU3BI COTIIACOBAHMUS

B) rep6 (3mbnemMy), HanMeHOBaHUE OPTaHU3AIMH-aBTOPa, HaMMEHOBAaHWE BUJA TOKYMEHTa —
MpUKa3, 1aTy, HOMEpP, MECTO COCTABIICHHS, 3ar0JIOBOK K TEKCTY, TEKCT, MOJIIHCH, [1€YaTh, BU3bI

corjraCoBaHUs

Bomnpoc 7

B ynpaBnerueckoil mpakTHKe MPUMEHSIOT CIIETyIOIINe BUABI OJTaHKOB:
A) OGrmaHK TECbMa

B) GiaHk KOHKPETHOTO BH/IA JIOKYMEHTA

B) oOmwmii 6y1aHk

JI) 6mank hu3uyeckoro auma
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Bompoc 8

JIOKyMEHTHPOBaHHE 3TO:

A) mporiecc IBWKEHMSI TOKYMEHTOB B OpraHH3aIiN

b) 3anmce nHopMaum Ha pa3INIHBIX HOCUTENAX 110 YCTAaHOBJICHHBIM MPaBUIIaM
B) cozmanmne 1oKyMeHTOB

I') paboTa ¢ nokymeHTaMH

Bompoc 9
K opraHuzaiimoOHHbIM JJOKyMEHTaM OTHOCSITCS:

A) ycTaBsl 0) mpaBuyia  B) aKTHl T) IPUKAa3bl 1) HHCTPYKIUHU

Bompoc 10
I'epOoBoii mevaTsio (Me4aThi0 OPraHU3aLMN ) 3aBEPSIIOT:
A) rapaHTuiitHble THCbMa 6) IPOTOKOJBI 3aCEITaHNI  B) MPHKA3bI

I') noroBopsl 1) TPYAOBBIE KHIKKH

Bompoc 11
DopMyIIsp JOKYMEHTA 3TO:

A) Habop pekBHU3UTOB OGHUITHATHHOTO MMCEMEHHOTO JOKYMEHTA, PACIIONOKEHHBIX B

OTIPE/ICIICHHON TTOCIIEeI0BATEIEHOCTH
b) mopsigok 00paboTKH TOKYMEHTOB

B) MuUHUMaNBHEIA d51eMeHT 0(OpMIICHHS JOKyMEHTA

Bompoc 12
HNHdopManoHHO-CIIPaBOYHBIN JOKYMEHT 3TO:

a) a) JlokymeHTt, comepkamuii HHGOPMAIHIO O (haKTHIECKOM ITOJIOKCHHH JIE]T, KOTOPBIN CITYKHUT

OCHOBAaHHEM JUIsl IPUHSATUS PELLICHUIN
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b) 6) JlokyMeHT, OpraHu3yIOMUi paboTy yupeKaeHHsI
¢) B) JlokymMeHT, B KOTOpOM 3a(UKCHPOBAHBI PACTIOPSIKEHNS PYKOBOJICTBA

d) r) dokymeHT, (PUKCHUPYIOLIHI e TEILHOCTh KOJJICTHAIILHOTO OpraHa

Bormpoc 13

Bbnank ¢ n3o0paxxeHneM rocyaapcTBeHHOro repda Poccuiickoii denepaunu MOTyT UMETh:
a) JIro0ast opranu3zanms, 3aperucTpupoBanHas Ha Teppuropun Poccuiickoit deneparnn
0) Kommepueckas pupma, 3apernucTpupoBaHHas Ha Tepputopun Poccuiickoit demepariim

B) YupekJIeH!s U OpraHn3anny, ykazanHele B KoHcTuTymmonnom 3akoHe «O rep6e Poccuiickoit

denepanun»
r) YupexneHus 1 opranusanuy, ykazanasie B Koncrurynuu PO
Bompoc 14
K pexBu3uTam, npuaaonmM JOKyMEHTY IOPHANYECKYI0 3HAYMMOCTh OTHOCSATCS !
a) repd PO
b) orMeTka 0 mocTymiIeHu JOKYMEHTa
B) TIOJIITHCH
T) aBTOp IOKyMEHTa
IlepeyeHb BONMPOCOB K KOHTPOJILHOM padoTe 1Mo Teme 9

1. Yto Takoe yHH(UKAIHS JOKYMEHTOB?

2. [aifre ompeneneHre CHCTEME TOKyMEHTAIIH

3. Uto Takoe yHH(DUIHPOBAHHBIE CUCTEMBI JOKYMEHTALIUH, HA30BUTE UX.

4. Kakue BUIbI JOKYMEHTOB BXOJST B COCTaB YHU(HUIIMPOBAHHON CHCTEMBI OpPraHU3allHOHHO-

paCHOpﬂHHTCHLHOﬁ JOKYMCHTAIUH.

Ilepeyenb BOIPOCOB K HTOTOBOIi KOHTPOJILHOI padoTe Ne 2
[MonasTHs <<YHI/I(1)I/IK8.I_[I/I5{» " «CTaHAApTHU3alus» JOKYMCEHTOB.

Pa3purne ynndukanum u cTannapTu3aniu 10KyMeHToB Bo Il momoBuae XX B.

I'OCT P 7.0.97-2016. Ero conepsxaHue, 3HaYCHHUE.

W N =

4 TpeOoBaHHsI K KOHCTPYHPOBAHHIO OTaHKOB. Buapl O1ankoB. bianku npennpustuit
PasTUIHBIX POpPM COOCTBEHHOCTH.

5 PexBM3UT «HaMMEHOBAaHNE OPTaHU3ALMU-ABTOPA JOKYMEHTa», TPEOOBaHUS K HEMY.
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6 PexBU3UT «cIIpaBOYHBIE NaHHBIE 00 OpPraHU3alUH-aBTOPE JOKYMEHTa), €r0 COCTAB.

7 PexBU3UT «aapecary, ero 3Ha4eHHE U COBpeMEHHbIE TpeOOBaHUs K 0(hOPMIICHHIO.

8 Jatel. TpeboBanus K MX 0OPMIICHHIO; AaTa KaK cOCTaBHAs YacTh JPYTUX PEKBU3UTOB.

9 PexBU3UT «perUCTpariOHHBI HOMEP JOKYMEHTa», €r0 3HaYCHHE.

10 PexBU3UT «CCBUIKA HAa PETUCTPALIMOHHBIA HOMED U 1aTy JOKYMEHTa», KOT/a U TJe OH
MIPOCTABJIAETCS.

11 Iopsimok cornacoBaHusl JOKYMEHTOB U 0(OPMIICHUS! BHYTPEHHETO M BHEITHETO COTJIACOBAHMUS

12 TMopsitok yTBEPKACHUS IOKYMEHTOB, BU/IbI yTBEPKACHHUSL.

13 Ilopsaaok noanucaHus JOKyMEHTOB.

14 TNeuaTh KaKk PeKBH3HUT JOKyMeHTa. Ha KakuX TOKyMEHTaxX MpOCTaBIAeTCs repOoBast edaTh.

15 CocraB ynocroBepeHus JoKyMeHTOB. [IpaBnia oopmMieHus peKBU3UTOB, yIOCTOBEPSIIOLINX
JOKYMEHT.

16 OTMeTKH Ha JOKYMEHTE, UX 3Ha4eHHEe U 0(OpMIICHHE.

17 Pezonrortust. E€ 3Hauenue. TpeOoBaHus, MpeabsABIsSEMbIE K PE30TIOINN.

18 PexBU3UT «OTMETKA 00 MCIIOHUTEIEY, €T0 3HAUYCHHE.

19 PexBu3UTHI, MpUAAIOLINE JOKYMEHTY IOPUANYECKYIO 3HAYUMOCTb.

20 Yaudukanms TekcTa JOKYMEHTa.

21 TpadapeTnsle TekcThl. MeToanKa pa3padoTKH.

22 CrocoOBI TIpeACTaBICHUS YHUDUITUPOBAHHBIX TEKCTOB (aHKETHI, TAOIHIIHI, TpadapeTHbie
TEKCTHI).

23 Oobmue TpeboBaHUS K TEKCTY TOKYMEHTA.

24 AnropuTM HOATOTOBKU TOKYMEHTA.

25 DneMeHTHI TeKCTa: 3aT0JI0BOK, MPHIIOKEHNUS, TPeOOBaHHS K HUM.

26 JIMHTBUCTHYECKHE OCOOCHHOCTH TEKCTOB CITYKEOHBIX TOKYMEHTOB.

27 TloHATHE «CUCTEMBI JOKYMEHTAIIUN», PA3BUTHE CUCTEM.

28 IonsTHe «yHU(PHUIMPOBAHHBIE CUCTEMBI TOKYMEHTAIHI.

29 Haznauenue, onpenencuue u coctaB Y COP/I.

30 TpebGoBaHUs K COCTABICHUIO U O(POPMIICHHIO OPraHU3aI[HOHHBIX IOKYMEHTOB.

31 TpeboBaHus K COCTABICHUIO H O()OPMIICHHUIO PACIIOPSAUTENBHBIX JOKYMEHTOB.

32 TpebGoBaHuUs K COCTABICHUIO H 0O()OPMIICHHUIO TPUKA30B.

33 TpeboBaHUs K COCTABICHUIO U ODOPMIICHUIO OOBSICHUTEIBLHBIX U JJOKJIAIHBIX 3aIHCOK
(BHEIIHUX U BHYTPEHHUX).

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

35 TpeboBaHus K COCTABICHUIO X O)OPMIICHHIO AKTa.

36 TpeboBaHuUs K COCTABICHUIO H O(DOPMIICHHIO CITY>)KEOHOT0 MUChbMa. Pa3HOBHIHOCTH IIHCEM.

37 TpeOoBaHuUs K COCTABICHUIO H O()OPMIICHHIO TEJIEIPaMM.
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38 OcobenHoctu hopmyIspa TenepOHOTPaAMMEIL.

39 AJTopuTM MOATOTOBKHY U MPOBEIEHHS COBEIIaHus. JJOKyMeHTHI, cO3/1aBaeMbIe B TIpoIiecce
MOJITOTOBKHU COBEIIAHUS.

40 TpeOoBaHMsI K COCTABICHHIO K O(OPMIICHHUIO IIPOTOKOJIA.

41 TloHsATHE KOMIUIEKCOB TOKYMEHTOB. [lepBUUHbBIE KOMIUIEKCHI TEKCTOBBIX JOKYMEHTOB.

42 TloHATHS «TOKYMEHTAIBHBIH QOHI» U «apXUBHBIH (oHa». X pasnuuue.

43 CnoxxHble KOMIUIEKCHl. BeToMCTBEHHBIE apXUBBI.

44 CnoxHble KoMIuIeKchl. ['ocynapcTBeHHbIe apXUBBl. CeTh rOCY1apCTBEHHBIX apXHBOB.

45 TIoHATHS «LIEHHOCTh JOKYMEHTa», «IKCIEPTU3a IIEHHOCTH». BOZHUKHOBEHHE, pa3BUTHE
9KCIEPTHU3BI.

46 [lpuHOUIIEL, KPUTEPUH SKCIEPTH3HI LIEHHOCTH JOKYMEHTOB.

IlepeyeHb BONPOCOB K YCTHOMY 3K3aMeHY 10 BCeMY Kypcy

o Ilepeuens 6onpocoe 01a no020moGKuU K IK3AMEHY N0 OUCUUNIUHE
“/lokymenmosedenue”

JIOKYMEHT M €ro MECTO B CUCTEME YIIpaBJICHUS.

2. 3aKOHbI U UHBIE HOPMATUBHBIE IPABOBBIE AKThI, PETIIAMEHTUPYIOIINE CO3/IaHUE U
odopmIIeHrE TOKYMEHTOB.

3. HopmatuBHO-MeTOOUYECKHE JOKYMEHTBI, ONPEACISAIOMINE MOPSIAOK CO3AAHUS U
odopmIIeHUsT JOKYMEHTOB.

4. JloKkyMEHTOBEJCHHE KaK Hay4yHasl AUCIUIUIMHA U €€ CBSI3b C JPYTUMU HAyYHBIMU

JUCHMITIUHAMM.

[TonsTre «uHpOpPMAIUI» U €r0 pa3BUTHE.

[loHsITHE «IOKYMEHT» U €70 Pa3BUTHE.

Csi3p HHGOpPMAIIUHU U TOKYMEHTA.

OOmue u yacTHbIC QYHKITUH IOKYMEHTA.

9. CnocoObl JOKYMEHTHPOBAHUS U UX Pa3BUTHE.

10. TekcToBOE JOKYMEHTHUPOBAHUE U STAIbl €70 Pa3BUTHA.

11. Iluxtorpammsl. [IpumeHeHne MUKTOrpaUIECKOTO MUChbMa CErOHS.

12. Jlororpammel. Micnionib30BaHue JIOrOrpaMM CETOHS.

13. Texandeckoe TOKyMEHTUPOBaHUE. BUJIbI KOMIUIEKCOB TEXHUYECKOMN TOKYMEHTALIUH.

14. ®oronoxymentupoBanue. [losiBnenue, pa3BuTHe, IpUMEHEHHUE.

15. KunogokymentupoBanue. [losiBinenue, pa3Butue, npUMEHEHHE.

16. ®ononoxkymentuposanue. [losiBnenue, pa3BuTre, IpUMEHEHNUE.

17. Matepuan nia 1oKkyMeHTUpoBaHus. Ero pasButue.

18. IlognmuuHuky 1 konuu. Buas! konuid. [Topsaok ynocroBepeHnd KONuUii.

19. ®opmynsp nokymenTa. Tunosoit popmyssip, hopmysap-obpaserr.

20. Pa3zButue dhopmyisipa jokymenTa B XVI-XVII BB.

21. ®opmynsip nokymenta XVIII B.

22. ®opmysip TekcToBOro gokymenta XI1X- nagamna XX BB.

23. IloHatusa «yHU(UKAIMD U «CTAaHAAPTU3ALMUSD) TOKYMEHTOB.

24. TOCT P 7.0.97-2016. Ero conep>kanue, 3Ha4YeHUE U BO3MOKHOCTU UCTIOIH30BaHUS B
COBPEMEHHBIX OpraHU3ALMSIX.

o

o N



25.

26.

27.

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

35.

36.
37.

38.
39.

40.
41.
42.
43.
44.

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

57.
58.
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[IpaBuia genonpon3BoACTBa B FOCYAAPCTBEHHBIX OpraHax, opraHaXx MECTHOTO
caMmoyIipaBiieHUs (CoJiepkKaHue, 3HAaYeHHE U BO3MOXKHOCTH MCIIOJIb30BaHMUS).
MeTtoauueckune peKoMeHIaluu o pa3paboTke HHCTPYKIUI 1O AeTONPOU3BOICTBY B B
rOCYJapCTBEHHBIX OpTraHax, OpraHax MECTHOT'O CaMOYTIpaBJIeHUs (CoJepKaHuUe,
3HaY€HUE U BO3MOKHOCTH HCIOIb30BAHUS).

IIpumepHas MHCTPYKLMS N0 JEIONPOU3BOACTBY B FOCYIapCTBEHHBIX opranu3anusax 2018
r. (conepkaHue, 3Ha4€HHE U BO3MOKHOCTH HCIIOJIb30BaHUA).

CocraB pekBu3UTOB O1aHKOB. Kitaccudukanms 61aHKOB.

PekBu3UT «HauMeHOBaHKE OpraHU3alMU-aBTOPa IOKyMEHTa», TpeOOBaHUS K HEMY.
PexkBU3UT «cIIpaBOYHBIE JaHHbBIE 00 OpraHU3aIMHU-aBTOPE JOKYMEHTa», €r0 COCTaB.
PexBu3uT «agpecar», ero 3HaueHUE U COBPEMEHHbIE TPeOOBaHUS K O(OPMIICHHUIO.
Hatel. TpebGoBaHus K UX 0POPMIICHHIO; JaTa KaK COCTABHAs YacTh JPYTUX PEKBU3UTOB.
PexBH3UT «perucTpaiMOHHBI HOMEP JOKYMEHTA», €ro 3HaYCHHUE.

PekBU3UT «cChlIKa HA PETUCTPALIMOHHBIN HOMED U JaTy JOKYMEHTa», KOTrJa U i OH
MIPOCTABJISIETCS.

[Topsiok coryiacoBaHus TOKyMEHTOB U 0()OpMIICHUS] BHYTPEHHETO U BHEIIIHETO
COTJIaCOBaHUs

Ilopsiok yTBEpKI€HUSI JOKYMEHTOB, BUJIbl YTBEPKICHMSL.

[Topsnox moanucanusi JTOKyMEHTOB. DJIEeKTpOHHas moAnuch. OTMeTKa 00 3JIeKTPOHHOMN
MOJIUCH.

[leyats KaKk peKBU3UT JOKyMeHTa. Ha Kakux JOKyMeHTaX MpOCTaBisIeTCs OTTUCK IeYaTH.
CocraB ynocroBepeHHs J0KyMeHTOB. [IpaBuia odopmiieHUs] peKBU3UTOB,
YIOCTOBEPSAIONIUN JTOKYMEHT.

OTMeTKH Ha JOKYMEHTe, UX 3HaueHHe U ohopMiieHue.

Pe3omronus. E€ 3Hauenue. TpeGoBaHus, MPeabIBIsSIEMbIE K PE30IIOIUH.

PexBU3UT «OTMETKA 00 HCIIOIHUTENIE), €T0 3HAUCHUE.

PexBu3uTHI, MpUIatoNIUe TOKYMEHTY IOPUINYECKYIO 3HAUUMOCTb.

YHaudukanus Tekcra JokyMeHTa. Crioco0bl peACcTaBlIeHNsT YHUPUIIMPOBAHHBIX TEKCTOB
(aHKeTBI, TAONHIIBI, TpadapeTHbIE TEKCTHI).

OOm1re TpeboBaHUS K TEKCTAM YIPABICHUECKUX JOKYMEHTOB.

ANTOpUTM OJATOTOBKU JOKYMEHTa pacoOpsAIUTEILHOTO TIOKyMEHTA.

DJeMeHTHI TEKCTa: 3ar0JIOBOK, IPUII0KEHHUS, TPEOOBAHUS K HUM.

[ToHsiTHE «CHCTEMBI TOKYMEHTALIUWY», pa3BUTHE CUCTEM JOoKyMeHTanuu. [lonstue
«yHU(ULIIPOBAHHBIE CUCTEMBI IOKyMeHTauny. Haznauenue, onpeneneHue u coctan
YHUuGUIUpPOBaHHON CHCTEMBI OpraHU3aIMOHHO-PACTIOPAAUTEILHON JOKYMEHTAIUH.
TpeboBanus K COCTAaBICHUIO U O(OPMIICHUIO OPraHU3allMOHHBIX JOKYMEHTOB
(monoxeHue, ycTaB, MHCTPYKIIUS, PETIIAMEHT, IITaTHOE PacliCaHue).

TpeboBaHMs K COCTABICHUIO U O(OPMIICHUIO PACHIOPSIAUTENLHBIX JOKYMEHTOB (TIpHKa3,
pacrnopsibkeHue, peleHne, MoCTaHOBJICHHE, TPOTOKOI).

TpeboBaHus K COCTABICHUIO U O(OPMIICHUIO OOBICHUTEIbHBIX, JOKIAHBIX U
CITY>KE€OHBIX 3aIHCOK.

TpeboBanust kK COCTaBICHUIO U O(OPMIICHHUIO CIIPABOK (BUJBI CIIPABOK).

TpeboBanus K COCTaBICHUIO U 0OPMIICHUIO AKTOB.

TpeboBanus K cocTaBIeHUIO U 0(OpMIIEHHIO ciTy)eOHoro nmuchbma. Kimaccudukarys
CITY)KE€OHBIX TTHCEM.

ANTopuTM NOATOTOBKU U IPOBEACHMS COBELIaHMs. JlIOKYMEHTBI, CO3/1aBacMbIE B
MpoLecce MOArOTOBKH COBELIaHMS.

TpeboBaHMs K COCTABICHUIO U O(OPMIICHHUIO TPOTOKOJIA.

[ToHsITHE KOMILIIEKCOB TOKyMEHTOB. [lepBUYHbBIE KOMIUIEKCHI TEKCTOBBIX TOKYMEHTOB.
CroHbIe KOMIUIEKCHI JOKYMEHTOB. [IOHATHS «JOKYMEHTaIbHbIN (GOHI» U «apXUBHBIN
bonny. Ux paznuuue.
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59. Homenkiarypa gen.
60. [Tpu3Haku 3aBeieHUs €.

6. YueOHO-MeTOAMYECKOE M HH(POPMALMOHHOE 0O0ecneyeHue TUCHHIIINHBI

6.1. CnHcOK MCTOYHHMKOB M JIUTEPaTypPbl

Oo0s13aTeIbHbIC HCTOYHUKH
®denepanbHbIi KOHCTUTYIIHOHHBIN 3aK0H OT 25 aexadps 2000 1. Ne 2-OK3 «O N'ocympapctBeHHOM
repbe Poccuiickoit deneparn» JIEKTPOHHBIN pecypc]|. — M., . — Pexum pocryna:
pbe P iickoit denep /I [OnexTp il pecypc] M., 2019 P y

http://www.consultant.ru/document/cons_doc LAW_29674/.

Oenepanbablii 3ak0H PO ot 27.07.2006 1. Nel49-03 «O6 wndpopmanmu, WHPOPMAITHOHHBIX

TEXHOJIOTHSX | O 3amute nHdopmarmm» / [DIeKTpoHHBIN pecypc]. — M., 2019. — Pexum gocryna:

http://www.consultant.ru/document/cons doc LAW_61798/.

@enepanbubiii 3akoH 0T 06.04.2011 Ne 63-®3 “O06 nsnexktpoHHOM mnoanucu” //
[D5eKTpOHHBII pecypc]. — M., 2019. — Pexum JIOCTYTIA:

http://www.consultant.ru/document/cons_doc LAW_112701/.

Oenepanpapnii 3akoH 0T 01.06.2005 Ne53-03 «O TOCYAapCTBEHHOM sI3bIKEe PoccHifckoii

®enepaunn»  //  [OnexkTtpoHHbBIi  pecypc]. — M., 2019. - Pexum gocryna:

http://www.consultant.ru/document/cons_doc LAW_53749/.

HpaBHna ACJIONPOU3BOACTBA B TOCYydJapCTBCHHBIX opraHax, opraHax MECTHOI'O
camoynpasiieHus, yTB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [DnexTpoHHBIN pecypc]. — M.,

2021. — Pexxum noctyma: http:/ https://base.garant.ru/72291836/.

MeTtonudeckue peKOMEHIAMH IO pa3padOTKe MHCTPYKIHMHA IO ACIOMPOU3BOJICTBY B
TOCy/JIapCTBEHHBIX OpraHaxX, OpraHax MECTHOTO CaMOYIpaBIIeHHUs, yTB. Ilpukazom PocapxuBa oT
24.12.2020 Ne 199 // [OnextponHblii pecypc]. — M., 2021. — Pexum pnpocrtyma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHas HHCTPYKIUS MO JIETOMPOU3BOJCTBY B TOCYAAPCTBEHHBIX OPTaHU3AIMSIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHsid pecypc]. — M., 2019. Pexum

nocryma: http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. Haumonanbhbiii crangapt Poccuiickoit ®deneparuu. Cucrema

CTaHAapTOB 110 I/IH(I)OpMaI_II/II/I, 6H6J’II/IOTCLIHOMy U U3AATCIIBLCKOMY JCIIY. OpFaHI/IBaI_II/IOHHO-


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_53749/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_29674/
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pacropsiiuTenbHas JokyMeHTalus. TpeboBanus K 0OPMICHUIO TOKYMEHTOB // [ DIeKTpOHHBIN
pecypc]. — M., 2019. Pexxum goctyna: http://www.consultant.ru/document/cons_doc LAW_216461/.
I'OCT P HCO 15489-1-2019 HanumonaneHblli cTanmapT Poccuiickoit ®Penepamui.
Cucrema cTtannapToB 1o nHpOpMAIMU, OUOIMOTEYHOMY M M3/aTeNbckoMy aeny. Mupopman3us
U JOKyMeHTauus. VYmpasieHue gokymeHtamu. Yacte 1. ITlowsatus wu npuHiunsl. //
[DneKkTpoHHbIN pecypc]. - M., 2021. Pexum JOCTYyTIA:

http://www.consultant.ru/document/cons_doc LAW_329486/ .

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO U apXUBHOE Je€J0. T€pMUHBI U ONpPEICIICHHUS. -

[DnexTpoHHbII pecypcl]. - M., 2019. Pexxum JOCTyTA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

Jluteparypa

OcHosHasa

boikoBa T.A. JlokymeHTanmoHHOe oOecrieueHre yMpaBiIeHus (JIeIOMpPOU3BOJICTBO)
[DnexTponHsIil pecypc]; yuedHoe mocodue/ T.A. brikoBa, T.B. Ky3nemnosa. -2-¢ u3z. nepepald. u
JOIL. - Mocksa: Hndpa-M, 2024. -304 c. — Pexum JOCTYyIIA:

https://znanium.ru/catalog/document?id=437674

I'motroBa C.A. BoO3HUKHOBEHHE M TEHICHIMHM pPa3BUTUS  PACIOPSIUTEIBHON
nokymentaiuu B Poccum B nmopeBomonmonHHbld mepuon // Bectnuk PITY. 2014, Ne2.
[DnexTpoHHBII pecypc]. — M., 2019. — Pexum JOCTYyTIA:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=70.

JBoenocoBa I'.A. CenekTuBHBIN O0TOOp MOHATHUSA «JIOKyMeHT» // BectHuk PITY. 2016.
No2. [DneKTpOHHBII pecypcl]. — M., 2019. — Pexxum JIOCTYyTIA:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-16.pdf#page=71.

Kykapuna IO.M. CoBpeMeHHbI€ OpraHU3aIlMOHHBIE W PETJIAMEHTHBIE JOKYMEHTHI:
¢byskuuu u pazHosugHocTH // BectHuk PITY. 2016. Ne2. [Onextponnslii pecypc]. — M., 2019. —
Pexxum nmoctyma: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi
%202(4)-16.pdf.

Kykapuna FO.M. CoctaB yaocToBepeHHs JTOKyMEHTa: OT MPOIUIOTO K HACTOSIIEMY U
oynymemy// Bectauk PITY. 2014. Ne2. [DnextponHsiii pecypc]. — M., 2019. — Pexum noctymna:

https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128.

6.2. Ilepeyenb pecypcoB HHGPOPMANMOHHO-TEJICEKOMMYHUKAUMOHHOM CeTH
«AHTepHeT»
lapanT [OnexTpoHHBIA pecypc]. — OnekTpoH. maH. — M., cop. 2013. — Pexwum noctymna:

http://www.garant.ru.


https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://znanium.ru/catalog/document?id=437674
http://www.consultant.ru/document/cons_doc_LAW_163800/
./%20http://www.consultant.ru/document/cons_doc_LAW_329486/%20
./%20http://www.consultant.ru/document/cons_doc_LAW_329486/%20
http://www.consultant.ru/document/cons_doc_LAW_216461/
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Koncynprant Ilmroc [DnexTpoHHEIH pecypc]. — DnekTpoH. maH. — M., cop. 2013. — Pexum

nmoctyma: http://www.consultant.ru.

6.3 Ilpodeccnonanbubie 0a3bl JAHHBIX M HHGPOPMALMOHHO-CIIPABOYHbIE CHCTEMbI
Hoctyn k npodeccroHanbHbIM 6a3am maHHBIX: https://liber.rsuh.ru/ru/bases

WudopManroHHbIe CIIPaBOYHbBIE CUCTEMBI:
1. Koncynsrant Ilnroc
2. Tapanr

7. MartepuajibHO-TeXHHYECKOe o0ecreyeHue N CIUTINHbI

Jlis mpoBeneHus JEKIU TpeOyercs y4ueOHbIE ayJAUTOPUU, OCHAIICHHBIC CHEIHATbHBIM
obopynoBanueM (MUKpO(MOHBI, MYyJIbTUMEIUNHBIC CcpenacTBa). [ ceMHUHApCKUX 3aHITHI
HEOOXOMUMBI ayJTUTOPUH, OOOpyAOBaHHBIE MAOCKOW. Jls TpoBeACHHS] MPOMEKYTOUHOM
aTTecTallid HY)XHAa KOMIIBIOTEpHAs TEXHHWKA C TMOJKIIOUYCHHEM K WH(POPMAIHOHHO-
KOMMYHHKAITMOHHON cetu «MHTepHET» M JO0CTYymOM B DIEKTPOHHYIO HWH(GOPMAIMOHHO-
oOpazoBarenbHyto cpeny PITY (mpoBomHoe coennHeHHe WM OECIPOBOJHOE COSAMHEHHUE TIO0
texHosioruu Wi-Fi).

CocraB nporpaMMHOT0 00eCTIeUCHHUS:
1. Windows
2. Microsoft Office
3. Kaspersky Endpoint Security
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8. OOecneuenue o0pa3oBaTeJLHOr0 mpomecca /Jsi JUIl ¢ OrpaHHYEHHBIMH
BO3MOKHOCTSIMM 310POBbS1 1 HHBAJIU/I0B

B xone peanuzanuu AMCHUIUIMHBI UCHOJIB3YIOTCS CIEIYIOIIUE JOMOTHUTEIBHBIE METOIbI
00y4YeHHsI, TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH M MTPOMEKYTOYHOW aTTECTAMU OOYJArONINXCS B
3aBUCUMOCTH OT UX WHAMBHUIYaIbHBIX OCOOCHHOCTEMH:

o Ul CIENBbIX W CIA0OBHIAIIUX: JIGKIUH O(QOPMISIOTCS B BHJIE 3JIEKTPOHHOTO
JIOKyMEHTa, JOCTYHHOTO C TIOMOLIbIO KOMITBIOTEpa CO  CICIHAIM3UPOBAHHBIM
MIPOTPaMMHBIM OO€CTIeYeHHEM; TTMCbMEHHBIE 3a/IaHMsI BBITIOJIHSAIOTCS Ha KOMITBIOTEPE CO
CTICIMAJIM3UPOBAHHBIM TPOTPAMMHBIM O0ECIICUCHHEM WM MOTYT OBITh 3aMEHEHBI
YCTHBIM OTBETOM; 00€CIIeUnBaCTCsI MHANBHYaJIbHOE PABHOMEPHOE OCBEIIIEHUE HE MEHEE
300 nrokc, A7 BHIMOJHEHWS 3aJaHUsl IPH  HEOOXOIMMOCTH TIPEIOCTABISETCS
YBEIHUYUBAIOLIEE YCTPOMCTBO; BO3MOXKHO TaKXKe HCIIOJIB30BAHHE COOCTBEHHBIX
YBEIMUYMBAIONINX YCTPOWCTB; MHCHMEHHBIE 3aJaHus O(GOPMIISIOTCS YBEINYECHHBIM
mpupTOM; SK3aMEH M 3a4€T MPOBOMATCS B YCTHOH (opMe WM BBIOTHSIOTCS B
MICEMEHHOW (pOpMe Ha KOMITBIOTEpE.

o Ul TIIyXUX M CIa0OCHBIIANINX: JIEKIHH O(QOPMIISIOTCS B BHJE 3JIEKTPOHHOTO
JTOKYMEHTa, THOO0 MPeIoCTaBIsIeTCs] 3ByKOYCHIIMBAIOIIAs aaparypa HHIABUIYATEHOTO
MOJIb30BAHUS; TMHCbMEHHBIC 3a/laHUs BBIMONHAIOTCS Ha KOMIIBIOTEPE B MHCbMEHHOMN
dbopme; K3aMeH U 3a4€T MPOBOMATCS B MUCBMEHHOH (hopMe Ha KOMITBIOTEPE; BOZMOYKHO
npoBesieHue B (hopMe TeCTUPOBAHHUS.

oIS JIMI C HapyIIEHUSIMH OIOPHO-JBUTATENFHOTO  ammapara: JIeKIHUU
0(hOpMIISIOTCS B BUJIE JIEKTPOHHOTO JIOKYMEHTA, JOCTYITHOTO C TIOMOIIBI0 KOMITBIOTEpA
CO CHEIMaIM3UPOBAHHBIM MPOTPAMMHBIM  OOECIIEYeHHEM; TTHCbMEHHBIE —3a/IaHus
BBITIOJIHSFIOTCS] HA KOMITBIOTEPE CO CIIEIHATM3UPOBAHHBIM MTPOTPAMMHBIM 00ECTIeYeHUEM;
9K3aMeH U 3a4€T MPOBOJASATCS B YCTHOM (pOpPME MITH BBIIOTHSIOTCS B MUCBMEHHOU (hopme
Ha KOMITBIOTEpE.

[Tpu HEOOXOIUMOCTH TPETyCMaTPUBACTCS YBEITMUEHUE BPEMEHH ISl TIOATOTOBKU OTBETA.

[lpouenypa  mpoBemeHHs  NPOMEKYTOYHOM  arTecTallil Ui OOyYaromuxcs
YCTaHABIMBAaeTCS C YYETOM WX WHIMBHIYaJbHBIX MCUXO(DU3MYECKUX OCOOCHHOCTEH.
[TpomexyTodHas aTTecTalys MOKET IPOBOIUTHCS B HECKOJIBKO JTAlloB.

[Ipu mpoBeneHNM TPOLEAYPHl OLEHUBAHUS PE3yIbTATOB OOyUYEHHs MpPEdyCcMaTpHBACTCS
UCTIONIb30BAaHUE TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBS3M C HHAWBUAYAJIbHBIMU
OCOOEHHOCTSIMU O0y4aroIuXcs. DTH CPEJCTBA MOTYT OBITh IPEAOCTABIEHBl YHHBEPCUTETOM,
WJIM MOTYT HMCIIOIB30BATHCSI COOCTBEHHBIE TEXHUYECKHE CPE/ICTBA.

[IpoBenenne mpoUEAYpbl OLECHUBAHHUA  PE3YIbTAaTOB  OOY4YEHHS  JOIMyCKaeTcs ¢
UCTIONIb30BAaHUEM JTUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH.

Ob6ecneunBaeTcs 10CTyn K MHGOOPMAIIMOHHBIM U OMOIHOrpaduuecKuM pecypcam B CETH
WuTteprer mis kaxmoro oOywaromerocss B (opMmax, aJanTHPOBAHHBIX K OTPAaHUUCHHAM WX
3I0OPOBbBS U BOCIIPUATHUS HH(DOPMAITIH:

oIS CIENbIX M CIa0OBHIAIIMX: B MEYaTHOU (opMe yBEIMYEHHBIM IIPHU(TOM, B
(opmMe IMEeKTPOHHOTO JOKYMEHTa, B (hopMe ayanodaiina.

o Ul TIIyXUX M CIa0OCHBINIANINX: B MEYaTHOH ¢opme, B (GopMme 3IEKTPOHHOTO
JTOKyMEHTA.

eI OO0ydYalOImMXCS C HapyLICHUSIMH OIOPHO-IBUTATEIBLHOTO ammapara: B
nevyaTHol gopme, B popme 31eKTPOHHOTO JOKYMEHTa, B popMme ayauodaiina.

YyeOHbBIC ayAUTOPUU I BCEX BHUJIOB KOHTAKTHOM U CaMOCTOSITEIIBHOW pabOThI, HaAy4dHAas
OuOIMOTEKa W WHBIE MOMEIICHHS JUIsi OOYYeHHsI OCHAIEHBI CIEIUATBHBIM 00OpYyIOBaHUEM U
y4eOHBIMU MECTaMH C TEXHUYECKUMHU CPEACTBAMU OOYUICHUSI:
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oIl CJEMbIX W CHA0OBUIAIINX: YCTPOMCTBOM JUIsi CKAaHUPOBAHUS U YTEHHUS C
kamepoir SARA CE; mucruieem bpaitngs PAC Mate 20; nmpunatepom bpaiins EmBraille
ViewPlus;

oIl TAYXUX U CHaOOCHBIIIANINX: aBTOMAaTU3UPOBAHHBEIM PabOYMM MECTOM IS
JIOJIeH ¢ HapYIICHHEM CIyXa U cIa0O0CIbIIIANINX; aKyCTUIECKHI YCUIIUTENh U KOJIOHKH,

e oOydalolUXcsi € HapyHIEHUSMH ONOPHO-IABUTATEIBHOTO  armapara:
MEPEeBKHBIMU, PEryJIHUpyeMbIMU 3proHomuueckuMu mapramu CH-1; koMmbroTepHOM
TEXHUKOU CO CHEIUAIbHBIM MPOTPAMMHBIM 00€CTICUCHUEM.

9. MeToau4eckne MaTepuaJibl

9.1. Ilnanbl 1a00pPaTOPHBIX 3AHATHH

Metoanuyeckue yKazaHusl 10 OPraHU3ALMU U IPOBEICHUIO0 JJA00PATOPHBIX 3aHATHIA.

Bribop TeM 1a00paTOpHBIX 3aHATHI OOYCIOBIIEH OOMIMM COJIEpKaHWEM Kypca M HaleleH Ha
YIIyOJICHHOE U3yUYeHHE €T0 OTAEIbHBIX Pa3esioB.

Lenb 3aHATHIA — 3aKpeIyIeHHE CTYACHTaMH 3HAHUHM TEOPETHYECKOTO Kypca U IpUOOpeTeHnEe UMH
MPaKTHYECKUX HABBIKOB JOKYMEHTHPOBAHUS JEATEILHOCTH OPTaHNU3AIMI 1 TIPEIIPHSATHH.

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

1. PasBuTHe TOKyMEHTa M CKJIaJbIBaHHE €T0 (GOpMYIIpa.

2. CocraBnenue 1 opopMiIeHIE OPTaHU3aLNOHHO-PACHIOPIIUTEIBHBIX JOKYMEHTOB.

3. CnoxHble KOMIUIEKCHI JOKYMEHTOB.

B pesynbrate BBHINMOIHEHHS NPAKTUYECKUX 3aHATHH CTYICHTHI JOJDKHBI 3HATH IIOSIBICHUE W
pa3BUTHE TEPMHHA <«JIOKyMEHT», B3aWMOCBS3b HOHATHH «IOKYMEHT» M «HH(OPMAIus»; (OpMBI H
crroco0bl (PMKCHPOBAaHUS MH(POPMAIMK HAa MaTEpPHAILHOM HOCHUTENE; COCTaB W Ha3HaueHHWe (YHKIHI
JOKYMEHTA; 3BOJIIOLUIO (HOpMyJsipa TEKCTOBOTO JIOKYMEHTA B Pa3IMYHbIC HCTOPHUYCCKHUE IEPUOIHI,
COBpEMEHHbIE TPEOOBAHUS, NPEIBIBISIEMBIC K COCTABICHUIO M O(OPMIICHHIO CITyKEOHBIX JOKYMEHTOB;
YMETh COCTaBJISITh M OPOPMIISITH OCHOBHBIC BUJIbI OPTaHU3AIMOHHO-PACTIOPSIUTEIBHBIX IOKYMEHTOB.

3aHATHS TIPOBOAATCS C Y4YEeTOM TpeOOBaHMI, W3IOKCHHBIX B 3aJaHUAX M Ha OCHOBE
MpeiaraeMbpIX YIpaBIeHYeCKUX CUTYalnH.

3aHsATHS MOTYT OBITh TIPOBEJCHBI KaK TPAJAWIUOHHBIM CIIOCOOOM, TaK W Ha TEPCOHAITHLHOM
KOMITBIOTEPE C HCIOJIb30BAHUEM COBPEMEHHBIX TEKCTOBBIX pPEAAKTOPOB W IO  CHEHUAIBHO
pa3paboTaHHBIM METOJMUECKIM YKa3aHUSIM.

[oaroroBka K 1a00paTOPHEIM 3aHSATHAM NPEAyCMaTPUBAET CAMOCTOSTEIbHYIO paboTy CTYyICHTOB
MO U3YUYECHHUIO JIEKIUOHHOTO Kypca, HCTOYHUKOB H JINTEPATYPhl, PEKOMEHAOBAHHBIX K K&KIOMY 3aHSTHIO.

Ha xakqom 3aHSATHH IPOBOAMTCS ONPOC U KOJJIEKTHBHAs Oecela o TeMe, pa3bsCHSAIOTCS LEIH U

3aJa4yu eé N3y4YCHUH. Pe3y.]II)TaTI)I CaMOCTOATCIBbHO BBIIIOJIHCHHBIX 3aI[aHI/II>'I mpernogaBarejib MPOBEPACT B
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KoHIle 3aHsATHH. [IpomylleHHbIE 3aHATHsS CTYACHTHI OTPAa0ATHIBAIOT CAMOCTOSTEIILHO B JIabopaTopuu

JOKYMEHTOBEJICHHSI, B KOTOPOI BEIETCS y4eT OTpaboTOK.

IInanbl 1200paTOPHBIX 3aHATHH

Tema 1: JlIokyMeHT H ero (PyHKIIUH , TOHATHA JOKYMEHT U HH(popManusa — 8 yacos.

lenp 3aHATHS — aHaNW3 Pa3BUTHS TMOHATHH «WHGMOPMAIUSI» W «JIOKYMEHT», OIMpE/eIIeHHe
(GYyHKUMI TOKYMEHTOB.

B pe3ynbraTe BEINOTHEHNUS 33JaHAN CTYACHT JOJDKEH:

—  uMemp npedcmasiieHue O B3aNMMOCBSI3H TOHATUN «UHPOPMALHSD» U «IOKYMEHT», Pa3BUTHH
MOHATHS «JIOKyMEHT», Pa3BUTHHU CIIOCOOOB JTOKYMEHTHPOBAHUS M MX CBSA3HM C MaTepHaIbHBIMU HOCHTE-
TIMU HH(OpMAaITU;

—  yYMeTb OTpeneisITh (PyHKIIUN KOHKPETHOTO JTOKyMEHTA.

3agaHus IS CAMOCTOSITEILHOM PadoThl.

1. [Ipoananu3upoBaTh yHOTpeOJICHWE TIOHATHS JOKYMEHT UM €ro CHHOHHMOB IIO
«lenepambHOMYy pernmamenTy» 1720 1., «O0memy rybepHCKOMY yupexaeHuto» 1775 1., «O0memy

YUpEXIEHUIO MUHUCTEPCTB» 1811 T.

2. [Ipoananu3upoBaTh pPA3BUTHE IOHSATHS «IOKYMEHT» IO CJIOBapsM M CIEHHAIbHOU
JIUTEPATYPE.
3. [Ipoananu3upoBare pa3BuTHEe TepMHHA «HHPOpManus» mo ciaoapsMm u denepanbHOMY

3akoHy «O0 nHpopManyu, HHHOPMALMOHHBIX TEXHOJIOTUAX U O 3AIUTE HHPOPMAIHI
4. [Ipoananu3upoBaTh pa3BUTHE TEPMUHA «JOKYMEHT» IO TOCYIaPCTBEHHBIM CTaHAAPTAM.
5. OmnpenenuTs QyHKIHMU CIETYIOUINX TOKYMEHTOB:

- kymyast kabaina Hukuter Kosnosa Ha xonona Misana [TaBnosa 23 mas 1494 ropa;

- pamopt renepan-npokypopa Cenara W.1O. TpyOeukoro umnepatpuiie Ennzasere [leTrpoBHe 0

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

- llexkper CHK «O mpaBuiax MOANMMCAHAS TEHEXKHBIX OyMar, JOKYMEHTOB, OpAEPOB, OTHOIIICHHH,

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

- IlocranoBnenne BIMK u CHK PCOCP «O nopsake mOJb30BaHUS MEYaTIMU C
rocyaapcTBeHHbIM repooM PCOCP» ot 15 nexabpst 1936 r.;

- nocranoBienus LK KIICC u Cosera munuctepcts CCCP «O Mepax no coBEpLIEHCTBOBAHUIO U
YZCLICBJICHUIO anmapaTa yrnpasieHus» oT 13 oktsaops 1969 r.;

- @3 “0O06 urdopmaruu, HHPOPMAITMOHHBIX TEXHOJIOTHIX U O 3aIIuTe HHGOPMAITHH .

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

- yIpaBleHYecKas;

- [IpaBOBasd;
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- collMaJIbHas;
- KyJIbTypHas;

- HICTOPUYECKOT0 UICTOUYHHUKA;
- nH(popMaIIMOHHAS;

- yJera.

YKa3aHus 1o BLINOJTHEHUIO 3aIaHHH.

1. HSy‘II/ITB 3aKOHOJATCIBbHBIC AKThbI U BBIIMACATHh BCTPEHANOMIMECS B HUX CHUHOHHMBI HTOHATHA
KAOKYMCHT». BbIBUTE 3HAUCHUE IOHSATHI 01 (SA) (0 08 «6yMar a»y, «aKT», «ACJI0Bas1 6yMara», <(CJ'Iy>I(66HI)II>i
AOKYMECHT», OaTb UX ONPEACIICHHUC, €CJIM OHO IPUBCACHO B MCTOYHHKAX. HpoaHaJ'II/ISI/IpOBaTB, B KaKHX

cirydasax y1'[0Tpe6J'I$I€TC$I KaXX10€ IIOHATHC.

2. Ilo BpimmckaM W3 ciuoBapeld U CIEHUAIbHOM JHUTEpaTypbl ONpPEAETIHTh, KaKHE AaCHEKTHI -
WHQOPMAIOHHBIHI, IPAaBOBOH, yNpaBleHYECKHH, HCTOPHYECKHUH - JIETJIM B OCHOBY ONPEAEICHUS TOHATHUS

KAOKYMCHT».

3-4. U3 rocyaapcrBennbix ctanaaptoB: [OCT 16487-70 «/lemompon3BoACTBO U apXUBHOE JIETIO.
Tepmunel u onpeaenenus»; [OCT 16487-83 u 'OCT P 51141-98 «Jlenonpon3BOoACTBO U apXUBHOE
neno. Tepmunsl u onpenenenus»; 'OCT P 7.0.8-2013 «/lemonpon3BoAcTBO U apXUBHOE J1es10. TepMHUHBI
n omnpenenenus»; [OCT P UCO 15489-1-2007 VYmpasnenue nokymentamu. OOmme TpeOoBaHus;
®denepanbHoro 3akona «O0 nHbopMalu, HHOOPMALMOHHBIX TEXHOJIOTUSAX M O 3alUTe UHPOPMAIIUNY)
ot 27 utona 2006 Nel49-®3 BeimmcaTh ONpEAETICHUS TEPMHHOB «UHGPOPMALMS» U «IOKYMEHT» H
YCTaHOBUTb, KaKue acmeKThl (HOCHTeNn MH(POpMAIH, CIocoObl ee (PMKCUPOBAHUS, IOPUANYECKAS CHIIa

AOKYMCHTAa U ,I[p) nu (l)YHKLII/II/I AOKYMCHTA 3aJI0KCHBI B 9TUX OIPCACICHUAX.

5. Onpenenuth GyHKIUH JOKYMEHTA, T.C. €r0 IeJIeBO¢ Ha3HAYCHUE. BBIABUTH MOIJUHHYIO IICIb
co3/laHusl JOKYMCHTa W 3alleyaTiiCHHs 3aKIIOUCHHOW B HeM WHGOpMAIMH, MPOaHAIM3UPOBATH POJIb
JOKYMEHTa B JaHHON CHUTyallud JOKYMEHTOOOpa3oBaHUs. Tak KakK JIOKYMEHT MOIH(DYHKIIMOHAICH,
MepBOH yKas3bIBaeTCs (DYHKIUS, 3aJaHHAs JOKYMEHTY aBTOpoM. OJIHOBPEMEHHO OTMETHUTh, Kakhe W3

Ha3BaHHBIX (QYHKIMHA JOKyMEHTa HOCST OOIINH, a KaKhe - YaCTHBIH XapakTep.

6. [IpuBecTH mpUMepHI JOKYMEHTOB, 00JIaaloNINX HA3BaHHBIMH (QYHKIUSIMH, YKa3aTh Ha3BaHUE
BHJa, 3ar0JIOBOK M JaTy HOoKyMmeHTa. [lig ¢yHKOmi ydeTa W MPaBOBOW MOXHO TPUBECTH MPHUMEPHI
COBPEMEHHBIX JJOKYMEHTOB, ISl TIOCTOSIHHO ACUCTBYIOMMX (YHKUMH (MHPOPMAIIMOHHOM, CONUAIBHON,
KyJbTYPHOM, HCTOPHYECKOTO MCTOYHMKA) MPUBECTH NMPUMEPHI JOKYMEHTOB Pa3IMYHBIX HCTOPUUYECKHUX

OIIOX.

KoHTposbHbIE BONIPOCHI:

1. Kak pa3BuBaiuch MOHITHS «AHPOPMAIH» U «TOKYMEHT»?
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2. Kakue acriekThl 4YenOBEUECKOW MAEATEIBHOCTH OTPAXKEHBI B OINPENENICHUSIX TEepPMUHA
«ITOKyMEHT» ?
3. [Nepeuncnute GyHKINN TOKYMEHTA.

Pa32]aT0‘lHBIﬁ MaTepuaJl K 3aHATHAM:

1. I'enepanbhbiit pernament 1720 1.

2 Oo1ee rybepHCcKoe yupexaenue 1775r.

3. Oomee yupexaenue MuauctepcTs 1811r.

4 COOpHHUK 3aKOHOIATEIBHBIX aKTOB 1O Jenonpou3BoactBy (1917-1970):

5 BeImucku ¢ ompenesieHusIMU  TIOHSTHS  «JOKYMEHT», «WH(pOpMaIus» U3 CIOBapei,

SHUUKIIONEIUN U CIIENUAIBHON JIUNTEPATYPHL.

6. I'OCT 16487-70, TOCT 164867-83, I'OCT P 51141-98, T'OCT P 7.0.8-2013
Jlenonponu3BoACTBO U apXUBHOE /1€710. TepMHUHBI U ONIpEAETICHHUS;

7. I'OCT 6.10.1.88 YHubuImpoBaHHele CUCTEMbI TOKyMeHTaIlui. OCHOBHEIE ITOJIOKEHUS;

9. Meroaudeckue peKOMEHIAIMN TI0 pa3pabOTKe WHCTPYKIUH TIO JIeJTOTPOU3BOJICTBY B
TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOrO caMoOympaBiieHus, yTB. llpukazom PocapxuBa ot
24.12.2020 Ne 199 // [DnektponHblii pecypc]. — M., 2021. — Pexum pocryma:
http://www.consultant.ru/document/cons_doc_LAW_373895/.

I'OCT P HUCO 15489-1-2019 Hauumonanbusiii crannapt Poccuiickoit ®eneparum.
Cucrema cTtanmapToB 1o nHpOpMAIMK, OHOITMOTEYHOMY M M3/aTelbckoMy Aeny. Mupopman3us
U JOKyMeHTalus. VYmpapieHue pokymeHTtamu. Yacte 1. Tlowstuss w npuHmmmsel. //

[DneKTpOHHBIM pecypc]. — M., 2021. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons doc LAW 329486/ .

10.®epepanbubiii 3akoH «O0 uHbOpMaunu, MHOOPMAIMOHHBIX TEXHOJOTHUAX M O 3allUTe

uHpopmarum» ot 27 uronst 2006 Ne149-D3

Tema 2. Crioco0bl TOKYMEHTHPOBAHNUS U MaTepUaIbHbIe HOCUTEIU HHpopManun — 8 yacoB

Lenb 3aHATHS — U3yYEHUE PA3IMYHBIX CIIOCOOOB 3areyarieHust TH(HOPMAITHH.

B pe3ynbraTe BRINONHEHUS 3aJaHUM CTYACHT JOJKCH:

— 3Hamb QYHKIUU JTOKYMEHTa, CIIOCOOBI 3alledaTiieHrs WH(POPMAIMH, 3Tallbl Pa3BUTHS TEK-
CTOBOTO JIOKyMEHTHUPOBaHHUS;

3agaHus IS CAMOCTOSITEILHOH PadoThl.

- M3yuyuTh 3Tamsl TEKCTOBOTO JOKYMEHTHPOBAHUS, O3HAKOMHUTHCS C 00pa3llaMu MHUKTOTpaMM U

JIOTOTpaMM, JaTh UX KPaTKyH XapaKTEPUCTHUKY.


./%20http://www.consultant.ru/document/cons_doc_LAW_329486/%20
./%20http://www.consultant.ru/document/cons_doc_LAW_329486/%20
http://www.consultant.ru/document/cons_doc_LAW_373895/.
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- O3HaKOMUTHCH C O6p33HaMI/I TCXHUYCCKUX JOKYMCHTOB M 3aIlIMCATh UX COACPKAHNE TEKCTOBLIM

CIIOCOOOM.

Yka3aHus no BbINOJTHEHHUIO 3aJaHHH.
1. MBy4unTh mUKTOTpaMMBI U JIOTOTPaMMBI, TIPEACTaBlIeHHbIE B KOJUIeKnuu. JlaTe ommcanue 1-2
HI/IKTOFpaMM. HpOBeCTI/I aHaJIn3 3HAKOB HOFOFpaMM, qu/ITBIBaH HpI/I 9TOM, YTO 3Ha1<y COOTBCTCTByeT

ciIoBo. 3apucoBath 2-3 o0pa3ia u onpeAeTuTh MPEUMYIIEeCTBA H HEAOCTATKH JIOTOTPAMM.
2. Nzyunts 1-2 gepTerka U TEKCTOBBIM CIIOCOOOM 3alucaTh UX COIepKaHue.

KonTpoabHbIe BONPOCHI :
1. KakoBbI 3Tamnsl pa3BUTHS TEKCTOBOTO JOKYMEHTUPOBaHUS ?
2. KakoBbl criocoObI 3arieuaticHus nHpopmarmu ?

3. Kakue cnocoObl JOKyMEHTHPOBaHHMS OSBMINCH B 19 Beke?

PaznatouHblii MaTepuaJl K 3aHSATUSIM:

Konnekuus nukTorpamm, JororpaMm u 10KyMeHToB XI-XX BB.
Ha6op nnakaros.

Craiipl 10 HCTOPUM Pa3BUTHUS CIIOCOOOB JOKYMEHTHPOBAHHMS.

Tema 3. ®@opmyJisip JOKYMEHTA U e€ro cocraBHble Yactu. Mcropusi pa3zsutus gopmysispa
nokymenTa — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 32 yaca

Dopmyasip fokymenTa XVI - XVII BB. —

Lens 3aHSATHA — BRIABIEHHE 3aKOHOMEPHOCTEH CKIIaIbIBAHNUS U Pa3BUTHS POPMYIIsipa TEKCTOBOTO
ciyxeb6Horo gokymenTa X VI-XVII Bs.

B pe3ynbTaTe BHINIONIHEHUS 3aIaHUIN CTYAEHT JIO0JDKEH:

—  umemp npedcmasieHue O CKIANBIBAHUN W Pa3BUTHH (POPMYIIsipa TEKCTOBOTO JOKyMEHTa B
IPUKA3HOM JEJIOIPOU3BOJICTBE;

— 3uams Buapl 1okymeHToB XVI-XVII BB., coctaB ¢opmymsipa; Ha3BaHUS PEKBU3UTOB U TI0-
PAIOK UX 0POPMIICHUS;

—  YMeTb OINHKCHIBaTh KOHKpeTHbIC NoKyMeHThl X VI-XVII BB., cocTaBiiss ux GopMyJisphl.

3ananHus IS CAMOCTOSITEILHOMH PadoThl.

1. U3yunTh BUABI U pa3HOBUIHOCTU TOKYMEHTOB :
1.1 1o kpaTKOMY CJIOBapIO BHIIOB M Pa3HOBHIHOCTEH TOKYMEHTOB BBIITACATH BU/IBI JOKYMEHTOB;
1.2 Tlo KOJIEeKIMH BEIIBUTH BHIIBI JOKYMEHTOB, OOBSICHUB METO] OMIPEIEIICHUS KaXKIOTO BH/IA.

2. BEIIBUTH U omucaTh 0COOCHHOCTH 0003HAYEHHUS aBTOpa JOKYMCHTA, YKa34aB :
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- CITy>KeOHBIH WIIN JIMYHBINA TOKYMEHT;

- KOJIJIGKTUBHBIN MM WHAWBUAYaJIbHbIA aBTOD;

- (hopmy 0003HaUEHUS aBTOPCTBA, MECTO €TI0 PACHOIOKEHHS B (OPMYIIApe JOKYMEHTA;
- 0COOEHHOCTH OIIPE/IEJICHUS aBTOpa.

3. IIpoanann3npoBaTh COCTaB M CIIOCOOBI 0003HAYEHHS PEKBU3NTA «aJpecar) !

- BBIMHCATh IPUMEPHI aIPpeCOBaHUS IOKYMEHTOB;

- U3YYHTh COCTaB, CIIOCOO HAIMCaHUs aJpecaToB JTOKYMEHTOB, MOCHUIAEMBIX M3 HIKECTOALIETO
YUPEKACHUSI B BBIIIECTOSIEE, JOKYMEHTOB, KOTOPHIMA OOMEHHMBAJIHCh PAaBHOCTOSIINE YUPEKICHHS, H

JIOKYMEHTOB, HAIIPABJISIEMBIX U3 BBIIMICCTOSIINX YUPEKICHUN B HUKECTOSIIHE.
4. I3y9nTh CrIoCOOBI TaTUPOBKH TOKYMEHTA :
a) OIPEeAeTTUTh ATl N3yJaeMBbIX TOKYMEHTOB;
0) yCTaHOBHTD MPHU3HAKH JTATHPYIOIIETO XapaKTepa;

B) NEPEBECTU YCTAHOBJICHHLIC IaTbl C 3Pbl «OT COTBOPCHUSA MHpPA» Ha 3Py «OT POXKACCTBA

XpUCTOBaY, C IOJIMAHCKOTO KAJICHIaps Ha TPUTOPUAHCKUI.

5. M3yuuTh cocTaB yHOCTOBEPEHUS JIOKYMEHTa : OIpEINeIUTh HAJIM4YUe, COCTaB, MECTO

PacCIIO0KEeHUS TIOJIIICH U CKPETIBI.
6. Oncatp xapakTep OTMETOK Ha AoKyMeHTax. OmpenennuTs X Ha3HA4YeHHE.

7. Omnpenenuts TPaAULUOHHO-CIOXKUBIIYIOCA CTPYKTYpy TEKCTa M OCOOEHHOCTH H3JI0KEHUS

COACPI)KAaHUA OTACIBbHBIX BUAOB JOKYMCHTOB (‘ICJ'IO6I/ITHa$I, rpamorTa, OTHI/ICKa).

YKka3aHus Mo BbINOJHEHHUIO 3ana}mii:

3apaHuA N2 1-6 MOXKHO BbINOHATL C NOMOLLLIO Tabanupbl cneaytowein Gopmbl:

Bun ABTOp Anpecat Jara CocraB OrMeTKa Ha

JOKyMEHTa YIAOCTOBEPEHUS JIOKyMEHTE

1. Brimcats Ha3BaHUSA BHUJAOB IOKYMCHTOB, O6paTI/IB BHHUMaHHUC Ha KOJIHMYCCTBO BHAOB H

pasHoBugHocTed B XVI-XVII BB.
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Buapl AOKYMEHTOB CHEAyeT BBINMCHIBATH MO CIEAYIOIIUM TpYIIaM: pacrnopsAUTeNbHbIE
TOKYMEHTHI (HAampuMep, VyKas3bl, TPaMOTHI, HaKa3HbIC, IMaMATH), TEpenucka (IMaMsTH, OTIIHCKH,

YeJIOOUTHBIC U T.11.).

BI/II[LI JOKYMCHTOB HU3YUYHUTH TAKXKE IO KOJUICKINU KOIIHH JAOKYMCHTOB. Tak kak OOJBIIMHCTBO
JOKYMCHTOB HE MMECT BBIACJICHHOI'O 0003HaYeHUs BUJa WKW PAa3HOBUIHOCTU, TO HAAO HUX ONPCIACINTH
CaMOCTOATEIIBHO U OITMCAaTh METOABI OIIPECACIICHUA (aHanm TCKCTA, CHeHI/I(i)I/IKa H3JI0KCHUA COACPIKAHUA

HJIK CJIOKUBIIAACA UCpaAPXU ZIOKYMGHTOB).

2. Ilo xomnexuuu XVI - XVI BB. BHUMATEIBHO NMPOUYUTATH COAEPIKAHUE KAXKAOr0 JOKYMEHTA U
yKazaThb aBTOpa - CO3JaTellsd JOKyMEHTa (Y4pekIeHHe) W TMOAPOOHO OOBSCHUTH, KaKUM OOpa3oM

YCTaHOBJICH HaHHLIﬁ aBTOp.

3. BaumarenbHO IpoOYUTATh JOKYMCHTBI HpeHHO)KeHHOfI KOJICKIIUKU KU CTOH6I_Ia " OIpCACIIUTDH

MECTO pacCIlOJIOKCHUS aJipecaTa, €ro COCTaB U (bOpMy, BBINIUCATh HCCKOJIBKO NIPHUMEPOB.

Jns aHanmm3a TOKYMEHTOB, KOTOPHIMH OOMEHHMBAJIMCh YUPEXKICHHS, CICAYET B3SITh TAKUE BUJBI
KaK yKa3, rpamMoTa, 4eJoOWTHas, oTmucka. [IpociaequTs W BBIIKCATH NMPUMEPHI OPOPMIICHUS B HHX

azapecaTta 1 1o COACPIKAHUIO OMMPEACTIUThL KOHKPECTHBIC YUPCIKACHUA, KOTOPBIM aAp€COBAaHbl JOKYMCHTEIL.

4. YCTaHOBHTH JIaTy CO3/IaHHS JOKYMEHTA - TOYHYIO, TPUOIHIKEHHYIO, BEPOSTHYIO C MTOJIPOOHBIM
00BSCHEHHEM JaTUPYIOIIETO MpU3HaKa (CoepKaHne JOKYMEHTa, BpeMsl JCHCTBHUS UCTOPHUUECKUX JIHII 1
T.J.). YCTaHOBIEHHYIO TI0O 3pE€ «OT COTBOpPEHHUs Mupa» (Hampumep, 7168, korma mepmas Iudpa
omyckainack - 168) maTy mepeBecTH Ha 3py «OT pokaecTBa XpucroBay. [ms storo ot umudpsr 7168
Bbuecth nuppy 5508 miam 5507 (mis coObiTuii MapToBCKOro ctuiisg) u 5508 wiu 5509 (st coObrTuit
ceHTsaOpbckoro ctwis). K aHIO Mecsina cienyer npubaBUTh UGBPY AECATh, YTOOBI MONYYHUThH JATy IO

HOBOMY CTUIIIO.

5. CocraB yaocTOBepeHHUs] JOKYMEHTa Ha4yaTh M3y4daTh CO CTOJONA, MO KOTOPOMY OIPEAEIHUTH
MECTO TIOATHCH (IIPUTIHCH») U XapakTep ee HamucaHus. [0 KOJIEeKIWU BBISICHUTH COCTAaB CIYKIUTBIX

JII0/1eH, MOJMUCHIBAIOIIUX U CKPEIUIAIOIIMNX JOKYMEHTHI.

6. Brimucarh Bce OTMETKH Ha JAOKYMCHTAxX, OTMETHUB MCCTO HX HAIMCAHU, UX HA3HAYCHUC U

HCIIOJIB30BAHUE IJId YTOYHCHHSA XapaKTCPUCTUKU JOKYMCHTA.

7. HpO&HaJ'II/ISI/IpOBaTL HECKOJIbKO BUAOB JOKYMCHTOB, YCTAHOBUTDH, UMECTCH JIM XapaKTCpHad 1A
KaxXKa0ro BHJa CTPYKTypa TCKCTA, KAKUMU YCTOﬁ‘II/IBBIMI/I CJI0OBOCOYCTAaHUAMMA OTINYACTCA OJHWH BHJ OT

JPyTOTO.
Jlyis aHaIM3a MOYKHO B3STh TAKKE BUJIBI IOKYMEHTOB KakK yKa3, aMsTh, YeIOOUTHAS, OTIIHCKA.

MaTepuanbl aHanM3a Aydlle NpeacTasmTb B TabANUYHOM popme :
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Bun noxkymenrta Brenenue OcHOBHas 4acThb BaxnroueHue

KoHTpoJibHBIC BONIPOCHI:

1. Yem ompenensiinack CTpyKTypa TEKCTAa M HAUMEHOBAaHHE BU/A TIOKYMEHTa ?
2. KakoBbl 0COOCHHOCTH BHEITHETO 0(OPMIICHHUS JOKYMEHTA ?
3. Kakue mpHu3HaKy MOMOTaroT ONpeeuTh aBTOPCTBO TIOKYMEHTa ?

4. Kak OIIpEACINTb BpPEMs COCTABJICHHA HOOKYMCHTa ? OcobeHHOCTH O0OO3HAYCHUS JaThbI

nokymenTa XVI - XVII BB. ?
5. Kak ynoctoBepsutuch TOKyMEHTHI ?

Pa3naro4Hblii MaTepHAJI K 3aHATUAM:

1. CronGen XVII B.
2. Konnekruu xonmit nokymentoB X VI-XVII BB.
3. Kpatkuii cnoBapb BUAOB U PA3HOBUAHOCTEN JOKYMEHTOB.

®opmyJsip nokymenta XVIII B. —

Lenb 3aHATHS — M3yYeHHE Pa3BUTUS U OCOOEHHOCTEH (OPMYIAPOB CIYKEOHBIX JOKYMEHTOB
XVIII B.

B pesynbpraTe BBINOIHEHNS 33JaHUN CTYAEHT AOJDKEH:

—  umemp npeocmasienue 0 3aKOHONATEILHOM PErYIHPOBAHUU MPOLecca JOKYMEHTUPOBAHUS
u pa3Butuu Gopmyisipa fokymenta X VIII B;

— 3Hamb 3aKOHOJATEIbHBIC AaKThl, PETJIAMEHTUPYIOIIUE IIOCTAHOBKY MAEJIONPOM3BOACTBA B
XVIII B, BUABI JOKYMEHTOB, COCTaB (GOPMYJIsipa JOKYMEHTa, MpaBuia 0QpOpMIICHHUS PEKBU3UTOB,;

—  yYMeThb ONHCHIBaTh KOHKpeTHBIE MoKyMeHTHI X VIII B., cocTaBiss ux GopMyIsphL.

3agaHus IS CAMOCTOSITE/ILHOM padoThI:

1. 3y4nTs BUABI ¥ Pa3HOBUIHOCTH TOKYMEHTOB!
- BBINIKCATH BUJIbI JOKYMEHTOB, YCTAaHOBJICHHBIE | eHepalIbHBIM PErIaMEeHTOM

- U3 «KpaTKOFO CJIOBaps BUIAOB U pa3HOBH,£[HOCTCI71 JAOKYMCHTOB» BBIIIHMCATh BUABI JOKYMCHTOB

XVIII B.

- U3 A€ MCCTHBIX y‘-lpe)KI[eHI/Iﬁ BBIIIUCAaTb BCC€ BUABI JOKYMCHTOB UM OTMCTUTHL M3MCHCHUSA B

TEXHUKE JOKYMCHTUPOBAHUAA.
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2. Ha mpumMepe TOKyMEHTOB MECTHBIX YUPEKICHHH MPOaHAIM3UPOBATH CIOKHBIINECS MpaBUiIa

HalmMCcaHus aBTOpPAa, BBISIBUB:
a) ocobeHHOoCTH 0(POPMIICHHSI aBTOpa CITY>KEOHBIX U JIMYHBIX JOKYMEHTOB
0) 3aBHCUMOCTh 0003HAUCHUS PEKBH3UTA «aBTOP» OT 0003HAYCHHUS aJpecaTa JOKYMEHTA.
3. [Ipoanann3upoBaTh 0003HAUCHUS PEKBU3HUTA «aPECaTH:

a) BBIIIKCATh U3 FeHepanLHoro periaMeHTa OonmMcaHue CUCTEMBI NIMCbMCHHBIX CHOIIICHUH 3BEHHEB

anmnapara yrnpasJICHUs

0) Mo TOKYMEHTaM MECTHBIX YUPEKACHHI ONHUCATh MOPAIOK OQOPMIICHUS! PEKBU3HTA «aapecary,

OTMETHUTh OTIMYUTENHFHBIE OCOOSHHOCTH TOPSIIKA aipecOBaHMs JOKYMEHTOB 10 cpaBHeHHUI0 ¢ X VI-XVII

BB.

4. Onucartb MMOPAAOK AaTUPOBAHUA JOKYMCHTOB. I[aTI: MMPUMEPBI BCEX BUAOB AT € IICPEBOJAOM UX

Ha TPUTOPUAHCKUN KaJleHIaph.
5. M3yuuTh cOCTaB yAOCTOBEPEHUS JOKYMEHTOB:
- BRITIUCATh U3 [ 'eHepambHOro periiaMeHTa MpaBuiia yJOCTOBEPEHHS IOKYMEHTOB
- OIUCaTh COCTAaB MOIICH MO JJOKYMEHTaM MECTHBIX YUPEKICHHMN.
6. Onucatb BUIIBI OTMETOK Ha TOKYMEHTaX.
7. I3y4uTh IPUHIIMITE OPTAHU3AIUN TEKCTA HECKOJIBKUX BHIOB JOKYMEHTOB.
8. CoctaBUTh (HOPMYISPHI IBYX JOKYMEHTOB.

Yka3aHus o BBINOJTHEHHIO 3aJaHA I

1. BbIsIBUTH BUIIBI JOKYMEHTOB, yCTaHABIUBaeMble [ eHepaabHBIM PETIAMEHTOM, JOMOJIHUTh MX
BunamMu AokymMeHToB XVIII B., npuBenéuueiMu B «KpaTkoM crnoBape BHAOB U Pa3HOBUAHOCTEH

AOKYMCHTOB» U BbIIIMCATh UX ONPCACIICHUA U3 CJ'IOBap}I.

I/I3y‘lI/ITL AOKYMCHTBI ACJI MECTHBIX yqpexc}:[eHI/Iﬁ, BBIIIMCBIBAA HAMMCHOBAHUS BUIOOB U 06pamaﬂ

BHUMaHHUE Ha TEXHUKY JJOKYMEHTHPOBAHHUS, BOJISHBIC 3HAKH, TePOOBYIO OyMary.

2. 3amanust Ne 2-6 MOKHO BBITIOJIHSTH C TIOMOIIBIO TaOJIHUIIBI CICAYIONICH (HOpMbI:

Bung ABTOD: Anpecar: |Hara: Tekcr: CocraB OrMeTKa Ha

JOKYyMEHTA: (xp. comep.) YI0CTOBEPEHHUS JOKYMEHTE
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O6paTI/ITC BHUMAHUEC Ha MCECTO PACIOJIOXKCHHUA PCKBU3UTA «aBTOP»U OIKUCATh IIpaBUJIa €ro

0(1)OpMJ'I€HI/I$I B 3aBUCUMOCTHU OT PCKBU3HUTA «aApeCaT.

3. M3yunts no I'eHepasbHOMY perjamMeHTy M AOKYMEHTaM MECTHBIX YUYPEXACHUN IMpaBuia

0(1)OpMJ'IeHI/ISI PCKBHU3UTA «aapecaT». Brmucats npaBuJia U MpuMEpsl aAPpECOBAHUA.

4. TlpoaHamu3upoOBaTh BCE HMEIONIHECS NaThl B JOKYMEHTE M OIPENCINTh MX Ha3HAUCHHE,

BBINTUCATD ITPUMEPHI U OITUCATHL MECTO PACIIOJIOKECHUA Ka)KIIOﬁ JaTHhI.

5. W3yunTth mnpaBuna YAOCTOBEpEHHS MAOKYMEHTOB I10 ['€HepallbHOMY perjamMeHTy. 3aTreM

MIPOAHATN3UPOBATH O(POPMIICHHE TTOANIMCH B TOKYMEHTAX, BUIBI TTEYATCH.
6. Brimucats Bce OTMETKU Ha TOKYMEHTaX, yKa3aB, Kakue U3 Hux nossminuch B X VIII B.

7. Ilo I'enepanbHOMY pEIVIAMEHTY Ha IPUMEpE IMPABUII COCTABICHUS IPOTOKOIA OIPEAEIUTH
TpeOoBaHMs, TpeabsBisieMble K TekcTy (ri. VI, XXX). BHumarenbHO 4YHTas TEKCTHI HECKOJBKHX
JOKYMEHTOB, ONMCaTh WX CTPYKTYpY, MpPOCIEKUBas €€ W3MEHEHHE B PA3NIMYHBIX BHUAAX; HMPUBECTH

MpUMepBI BUAOB TpadapeTHBIX JOKYMEHTOB, OTMEYasl KAKUM ITyTEM MPOBOIWIACH TpadapeTH3amusl.
8. OmucaTts JOKYMEHTHI 110 CIIETYIOIICH cxeme:
- BUJ (Pa3HOBUIHOCTB)
- aBTOp
- azmpecar
- TEKCT
- 1aTa
- COCTaB yJIOCTOBEPCHUS
- TIOJUTHHHOCTH (KOTTHMITHOCTB)

KonTposabHbie BONpochl

1. HazoBute ocobernnoctn hopmbl mokymenTta X VIII B. ?

2. Kakue TpeOoBaHMS MNPENBABISIIOTCS K O(GOPMIIGHHIO MPOTOKONa 1Mo ['eHepalbHOMY

pernamenty?
3. B uem nmposiBUIIaCh TEHJICHINS K YHH(PUKAUH JOKYMEHTOB ?

4. Onumure cUCTEMY ITMCbMEHHBIX CHOLIEHHUM 3BEHBEB almapara ynpasieHus no ['enepaabHOMY

periiaMeHty ?
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Pa3213T0‘lHBIﬁ MaTepuaJl K 3aHATHAM

1. 'enepanpubiii pernament 1720.
2. JIokyMeHTHI (JIe71a) MECTHBIX VIpexacHu 18B.
3. Kpatkuii cnoBapb BUIOB U pa3HOBUIHOCTEH TOKYMEHTOB.

Dopmyasp fokymenTa XIX Bexka —

Henb 3aHATHS — N3yUeHNE PA3BUTHA U OCOOCHHOCTEH (HOPMYIISIPOB CITyKEeOHBIX TOKYMeHTOB XIX

B pe3ynbTaTe BBINONHEHUS 3aJaHUI CTYIEHT IOJDKEH:

—  umemp npedcmaenenue O PErilaMEHTAIMHU Mpoliecca JOKYMEHTUPOBAHUS B 3aKOHOAATEINb-
HbIX akTax XIX B., pa3BuTUU QPOpMyJIsipa JOKYyMEHTa, TCHICHIUAX TpadapeTU3auu JOKYMECHTOB;

—  3Hamb BUIBI JOKyMeHTOB XIX - B., 0COOEHHOCTH UX OOPMIIEHUS, COCTaB (DOpMYIIsIpa, MOsIB-
JieHWEe OJIAaHKOB U MX BUJIBI, MOSBJICHUE OTMETOK Ha JJOKYMEHTAX, OTPAXKAIOIIUX MX JBIKEHUE B YUPESK/IC -
HUU 1 paboTy C HUMHU.

—  yMeThb aHAJIM3UPOBATh KOHKPETHBIC JOKyMeHTHI XIX B.; cocTaBisis MX (GOpMYJIISPEL.

3aganus IS CAMOCTOSITEILHOM padoThl

1. 3y4nTh BUABI 1 Pa3HOBUTHOCTH IOKYMEHTOB.

2. BeIsIBUTH 0COOCHHOCTH 0(OPMIICHUS PEKBU3UTA «aBTOPY», OMUCATH COCTaB OJIaHKA W €r0 BUJIBI.
3. 3y4nTh TEKCT JOKYMEHTA.

4. Onmcath MOPSIIOK aapPECOBAHUS TOKyMEHTA.

5. Brmimucats JaTbl COCTaBJICHUAA, O6pa6OTKI/I, noamucaHusgs W Ap., yKaszaTb MCCTO HX

PacIoIoXeHusl.
6. IIpoananu3npoBaTh XapakTep yIOCTOBEPEHHS TOKYMEHTA.
7. Onucath BUALI OTMETOK.
8. CoctaBUTh POPMYIISPBI 2-X JOKYMEHTOB.

Yka3aHus M0 BbINOJHEHUIO 3aJaHUi
1. Hauunate paboTy cieayer ¢ pacCMOTPEHUS JIe YUPExkACHUs. BBISIBUTh M BHITUCATH HA3BAHUS

BUJOB TOKYMCHTOB:
- U31aBa€MbIC BBIIICCTOAIIUMU OpraHaMu;
- MMIOCBIJIAEMBIC paBHBIM YUYPCIKICHUAM,
- IPCACTABIACMBIC B BBIMICCTOAIINC YUPCIKACHUS

- Oq)OpMJ'IﬂIOLLII/Ie BHYTPCHHIOKO ACATCIILHOCTD.
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N3 «Kparkoro cioBapss BUAOB M PAa3HOBHJIHOCTEH JIOKYMEHTOB)» BBIIUCATh OIPEACIICHUS

BBISIBJIEHHBIX BUJ0B TOKYyMEHTOB XIX B.

2. Omnmcath TOpANOK O(OPMIICHHS PEKBHU3WTA «aBTOP» B Pa3HMYHBIX BHUIaX JIOKYMEHTOB,
BBINIFCATh HECKOJFKO THITOB OJIAHKOBBIX HAJMHCEH U OMPENeNUTh UX cocTaB. [1o KOMIUIeKCy JOKYMEHTOB
MIPOCTIEANTh, KaKhue BHIBI JOKYMEHTOB NHUIIYTCSA Ha OJIaHKaX, Kakue Oe3 0003HaueHWs OJaHKOBBIX

HaJIIHCEMN.

3. IlpoaHanu3upoBaTh HECKOJIBKO BHAOB [IOKYMEHTOB, YKa3aB CTPYKTYypy TEKCTa, BBIIHCAB
OpUMephl  MPUMEHEHUS  «KaHUensIpu3MoB». OTMETHTh, HACKOJIBKO  YCHIMJIAch  TEHICHLHMS

TpadapeTu3ayy (BEITHCATH IPUMEPHI Tpa(apeTHBIX M THITOBBIX TEKCTOB).

4. llpu omucaHMu TOpPSIKA aIPECOBAHUS YCTAHOBHTH 3aBUCHMOCTH O(OPMIICHHSI PEKBU3UTA
«ajgpecaT» OT HepapXHH yupekieHud. IIpuBecTH mpumepsl agpecoBaHMs B BBIIIECTOSIIUE, paBHBIE U

HUKECTOAIICC YUPCIKIACHH.

5. Belnucars npuMepsl JATUPOBKU U NIEPEBECTH AaThl HA HOBBIM cTwiib. B XIX B. pa3Huna Mexny

CTWISIMH paBHsIach 12, B XX B. — 13 qasam.

6. Brimucarb OpUMEPLI TMOANHCAHUA JOKYMCHTAa B HHCTAHIUAX pa3H0171 INOAJYMHCHHOCTU H

OIIMCAaTh COCTAaB IOIINCH.
7. BellucaTh OTMETKHM HAa JOKYMEHTAX U YKa3aTh UX Ha3HAUYEHHE, MECTO IIPOCTABIICHUSL.
8. ®opMyIISIpBI TOKYMEHTOB COCTABUTH IO CXEME, IPEIIIOKECHHON B TPETHEM 3aHSATHUH.

KOHTpOJ’[I)HbIe BOIIPOCHI:

1. B 4uem nposiBuIIach TeHIICHINS K YHUPHUKAIUK HOPMBI M TEKCTa JIOKyMEHTa ?
2. Yto Takoe TpadapeTHbIi ¥ TUIIOBOH TEKCTHI ?
3. HazoBute cocTaB OiaHKa JOKyMeHTa ?

4. Yem omnpenensiiics XapakTep aJpecoBaHUs JOKyMEHTA ?

Pa3213T0‘lHBIﬁ MaTepuaJl K 3aHATHAM

1. dena yupexnenuit 19 B.

2. KpaTkuii ciioBapb BUJIOB U Pa3HOBUJIHOCTEH IOKYMEHTOB.

Tabnuua

Ananu3 ohopMIICHUS PEKBU3UTOB JOKyMeHTOB B X VI- XIX BB.
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HanmenoBanmne JOKYMCHTOB

OcoGeHHoCTH 0(OPMIIEHHUS PEKBU3UTA

B XVI-XVII BB. B XVIII

B XIX

Bun noxymenta
ABTOp
Anpecat
Tekcer:
BBEJICHHE
OCHOBHA$ 4acTh
3aKIII0YECHHUE
5. Hatsl
COCTaBJICHUSA
MOy YEeHUS
perucTpanuu
6. CoctaB yqoCTOBEpEHHUS
7.  OTMETKH Ha JOKYMEHTE

Ealh el

Dopmyasip JokymenTa XX Beka. —

Ilens 3aHATHS — U3YUCHHUE PA3BUTHSA U 0COOCHHOCTEH (DOPMYIIAPOB CITYKEOHBIX JOKYMEHTOB XX

B pe3ynbTaTe BBINONHEHUS 3aIaHUIH CTYIEHT JIO0JDKEH:

—  umemob npet)cmaeﬂenue 0 periiaMCHTalu Imporuecca JOKYMECHTHPOBAaHNA B 3aKOHOAATEIIb-

HBIX akTax XX B., pa3BUTHU (HOpMyJIsipa JOKYMEHTA, TEHISHIVIX TpadapeTusalunuu T0KyMEHTOB;

—  3Hamb BUABI TOKyMEHTOB XX - B., 0COOCHHOCTH UX O(hopmIeHwHs, cocTaB popMyIIsipa, OB -

JIeHHe OJIAHKOB M UX BUBI, IOABJICHUE OTMETOK Ha JOKYMCHTAX, OTPpaKaroluX UX ABMKCHUC B YUPCIKIC-

HUU 1 pabOTy C HUMH.

—  yMeThb aHAJM3UPOBATh KOHKPETHBIE JOKYMEHTBI XX B.; COCTABIAA UX (OPMYJISIPHIL.

3agaHus ISl CAMOCTOSITEILHON PadoThI

1. 3y4nuTh BUABI U Pa3HOBUIHOCTH IOKYMEHTOB.

2. BeIsBUTH 0COOEHHOCTH 0(OPMIICHUS PEKBU3UTA «aBTOPY, OMUCATH COCTAB OJIaHKA W €r0 BUJBI.

3. N3y4uTh TEKCT JOKYMEHTA.

4. Onucath MOPSIIOK aPECOBAHUS TOKyMEHTA.

5. Bemmucate gaTel cocTaBieHHs, OOpaOOTKH, TOAMUCAHUS M [Ip., YKa3aTb MECTO HX

PacCIIOIOKEHUSL.

6. [IpoaHaTM3upPOBaTh XapaKTep yIOCTOBEPEHHS JOKYMEHTA.

7. Onmcathb BUIOBI OTMETOK.

8. CoctaBUTh POPMYIISPBI 2-X JOKYMEHTOB.
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Pa3213T0‘lHBIﬁ MaTepuaJl K 3aHATHAM

1. dena yupexnenuii 20 B.
2. KpaTkuii ciioBapb BUJIOB ¥ Pa3HOBUJIHOCTEH IOKYMEHTOB.

3. COOpHHUK 3aKOHOJATEIbHBIX aKTOB MO jaenonpou3BoAcTBy (1917-1970rr.) — Yueb. mocobue

nox pex. S.3. Jlupmuua. — M. MI'MAU, 1973. — 157 C.

Tema 4. ®opMyasip COBPEMEHHOI0 YNPAaBJEHYECKOIr0 JOKyMeHTAa: mpasuia oGopmJeHus
peKkBU3UTOB— 12 yacoB

Lenp 3aHATHS — HW3yYCHHE COBPEMEHHBIX TpPEOOBAaHMH TOCYNApCTBEHHBIX CTaHIAPTOB H
HOPMAaTUBHO-METOJMUECKIX aKTOB K O(OPMIICHHUIO CITY>KEOHBIX JJOKYMEHTOB.

B pesynbraTe BBINOIHEHUS 33JaHAN CTYAEHT JOJDKEH:

—  umemp npedcmaenenue O TEHICHLUAX Pa3BUTUSA JOKYMEHTAa W TNPUHIMINAX TOCTPOEHUS
¢dopmynsapa-o0pasla OpraHn3aOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB,;

— 3Hamb COCTaB PEKBU3UTOB M TPeOOBaHMS TOCYNAPCTBEHHOTO CTaHAApPTa K O(OPMIICHHIO
JOKYMEHTA.

— 3HaTh COCTaB PEKBU3UTOB U TpeOoBaHus llpaBun penompousBoicTBa B (emepabHBIX
OpraHax HCIOJHUTEIBHON BIACTH U METOONYECKNX PEKOMEHJAIMN K COCTABICHHIO JOKYMEHTOB.

— yYMeThb IIPOCKTHPOBATh ONAaHKKM AOKYMEHTOB YUPEXKICHHH M HMMETh HABBIKM DPaOOTHI C
rOCyIapCTBEHHBIMU CTAHAAPTaMU U METOJUYECKAMH YKAa3aHUAMH 10 UX BHEJPEHUIO U IPUMEHEHUIO.

3agaHus IS CAMOCTOSITEILHOM padoThl

I/I3yT-II/ITB KOMIIJIICKT HOPMAaTHBHO-METOANYCCKUX JOKYMCHTOB 10 JOKYMCHTHUPOBAHHUIO

yIPaBJICHYECKON JesiTelbHOCTH : MeTOAMYecKne peKOMEHAANHU 10 pa3padoTKe WHCTPYKUUH IO

JIEJIONIPOU3BOJICTBY B TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIIpaBJCHUS, yTB.

[Ipuxazom Pocapxusa ot 24.12.2020 Ne 199.

[IpumepHas HHCTPYKIHUS IO JISIIOMPOU3BOJICTBY B TOCYAaPCTBEHHBIX OPTaHU3AIMSIX, YTB.
[Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnektponHblii pecypc]. — M., 2019. Pexum
noctymna: http://www.consultant.ru/document/cons_doc LAW_ 305137/.

I'OCT P 7.0.97-2016. Hauuonansubsiii crangapt Poccuiickoii @enepanun. Cucrema
CTaHAAPTOB MO HMHpOpManuu, OUOIMOTEUHOMY M H3JIaTEIbCKOMY Jeny. OpraHu3alMOHHO-
pacrnopsauTenbHas ToKyMmeHTauus. TpeboBanus K opopmiIeHUIO0 TOKYMEHTOB // [DIeKTpOHHbIN
pecypc]. — M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_216461/.

1. Wzyuure ['OCT P 7.0.97-2016 ¢ TpeboBaHuAMU K OQOPMIICHHUIO JOKYMEHTOB,

OTIPENIEINTD €r0 CTPYKTYPY, COCTAaB pa3/elioB.

2. Uzyuuts TpedoBanus 'OCTa k 61aHKy TOKYMEHTA.


http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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3. [Mpoananu3upoBaTh NMPEATIOKECHHYIO KOJUICKIUIO JTOKYMEHTOB, ONPEAEIUTh PEKBU3UTEHI,
yKa3aTh HEJIOCTATKH B UX PACTIONIOKEHHN ¥ OPOPMIICHUH.

4. CocTaBUTh Ha OCHOBAaHHMM pa3AaTOYHOro MaTepuaia OnaHku (OOmMH M JUIS THChMa)
OpTaHu3anuil ¥ NpeInpusITHi pa3TuIHbIX GOpM COOCTBEHHOCTH C BApUAHTAMHM IIPOIOJILHOTO U YTIIOBOTO
PAacIoNOXKEeHUsT PEKBU3UTOB.

Yka3aHusi 10 BHINOJTHEHUIO 3aJaHNS.

1.U3yunth TpeGoBaHMS K COCTaBy M O(GOPMIICHHIO PEKBHU3UTOB JIOKYMEHTOB U OJAHKOB,
u3noxeHHele B “IIpaBuiax Aegompou3BOJACTBA B TOCYAAPCTBEHHBIX OpraHax, oOpraHax
MECTHOI'O CaMOYIIpaBJIeHUs”, yTBEPKIEHHbIX Ipuka3zoM Pocapxusa ot 22.05.2019 N 71. (cm.
pasnen 2 “JlokyMeHTUPOBaHHUE YIIPABICHYECKON ACATEITHHOCTH )
2. Wzyuute TpeGoBaHMs K OGOPMIICHHIO OJAaHKOB M PEKBU3UTOB JOKYMEHTOB TIIO
Hammonansnomy cranmapty 'OCT P 7.0.97-2016 “Cuctema craHmapToB 1o WHMOpMaIuH,
OUOIMOTEeYHOMY M M3JATEeIbCKOMY jAely. OpraHu3alnnOHHO-PACTIOPAIUTEIbHAS JOKYMEHTALHS.
TpeboBanust kK 0POPMICHHIO TOKYMEHTOB .
3. Uzyuuts TpeboBaHus “MeTOIMYECKUX PEKOMEHJAIUil M0 pa3padOTKe MHCTPYKLUUN IO
JIENIONIPOU3BOJICTBY B TOCYAApPCTBEHHBIX OpraHax, OpraHaXx MECTHOIO caMoOylpaBieHHs",
yTBEpKJIEHHBIX TpukazoM PocapxmBa ot 24.12.2020 N 199 k OmaHkaM M pEeKBH3UTaM
JIOKyYMEHTOB (TIpHIIOKEeHHS 2, 3).

4. U3yuuth NpeIOKEHHYIO KOIUIEKIHIO (3-5 IOKYMEHTOB) U aHANU3UPYS JIOKYMEHTBI, BBISBUTh HEJOCTATKH B
odopmiiernn Gianka (OTCYTCTBHE HEOOXOOMMBIX PEKBH3HTOB WM IPAaBHIBHOCTH O(QOPMIICHHS HMEIOIIMXCS);
OIIpe/IeNIUTh [IPAaBUIBHOCTh PACIIONOKEHUS U 0(OPMIICHUS PEKBU3UTOB JOKYMEHTA (3ar0JI0BKa, JaThl U UHIEKCA,
HOAIKCH, OTMETOK O IOCTYIUICHUM U HAIIPaBJIECHUM JOKyMEHTa B JIEI0 U Jp.).

5. Ha ocHoBe pa3naTo4yHOro MaTepuaga CIpOESKTUPOBATH OJIAHKH JOKYMEHTOB KOHKPETHBIX

OpraHu3aInuii ¥ rocyIapcTBEHHBIX OpraHoB B cootBeTcTBHM ¢ Tpeboanusmu ['OCT P 7.0.97-2016.
KoHnTponbHbIe BOIPOCH!

1. [epeuncanute BHIABI HOPMATHBHBIX aKTOB, PETIAMEHTHPYIOLINE IOKYMECHTHPOBAHHUE
YIPaBICHYECKOM 1SS TEILHOCTH.

2. Uem paznugaroTcst o0l Orank v 6J1aHK MHChMa, OJJaHK KOHKPETHOTO BHA JOKYMEHTA.

Pa3gaTouHblii MaTepHas K 3aHATHIIM:

- I'OCT P 7.0.97-2016. HanumonaneHselii crangapt Poccuiickoit ®@enepanuu. Cucrema
CTaHAAPTOB MO HHpOpManuH, OUOIMOTEUHOMY M H3JIaTEIbCKOMY Jeny. OpraHu3alMOHHO-
pacnopsiauTenbHas 1oKymMeHTanus. TpeboBanus K 0hOpMICHUIO JOKYMEHTOB.

- [IlpaBuma paenompou3BoACTBA B T'OCYAApCTBEHHBIX OpraHax, opraHax MECTHOIO
camoynpasiieHus, yTB. IIpukasom Pocapxusa ot 22.05.2019 Ne 71 // [DnexTpoHHbIN pecype]. — M.,

2021. — Pexum nocryma: https://base.garant.ru/72291836/.

MeTtonudeckue peKOMEHAAIMKU IO pa3padOTKe MHCTPYKIHMHA IO AETOMpPOM3BOACTBY B
FOCYIapCTBEHHBIX OpraHax, opraHax MECTHOTO caMmoyIlipaBiieHUs, yTB. Ilpukasom PocapxuBa oT
24.12.2020 Ne 199 // [Onextponnsii pecypc]. — M., 2021. — Pexum pgocryna:

http://www.consultant.ru/document/cons_doc LAW_373895/.
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[TpumepHast UHCTPYKITUS IO IETOTPOU3BOJICTBY B TOCYIapPCTBEHHBIX OPTaHU3AIUAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnektponHblii pecypc]. — M., 2019. Pexum

noctyna: http:/www.consultant.ru/document/cons_doc LAW_305137/.

— Konnekust JOKyMeHTOB.

Tema 5. OprasHuzauMoHHble, pacHoOpPsAUTE]bHbIE W HH(OPMALUOHHO-CIIPABOYHbIE
AOKYMeHTbI — 28 yacoB

JlokyMeHTHpOBaHUE PACIOPAIUTEIbHOMN 1eATEIbHOCTH —

Lenp 3aHsATHA — uU3yuyeHHE TPeOOBAaHMH TIOCYNApCTBEHHBIX CTaHIAPTOB W HOPMATHBHO-
METOANYECKUX aKTOB K COCTABJICHHIO M OQOPMIICHHIO PACHOPSIIUTEIBHBIX JOKYMEHTOB, IMOJYy4YCHUE
HaBBIKOB UX COCTaBJICHUS U 0(OPMIICHHS 110 3alaHHBIM CUTYalHsIM.

B pesynbraTe BBINOTHEHUS 3aJaHUN CTYICHT JOJDKEH:

—  umemp npedcmaeneHue O CUTYalUsX, TPEOYIOUINX H3aHUs PacIOpPSAUTENbHBIX JOKYMEH-
TOB;

—  3Hamb BUIBl PACIOPSIUTENbHBIX JOKYMEHTOB; COCTaB PEKBU3UTOB (hOPMYIIsipa paclopsiiu-
TEJIHOTO IOKYMEHTa M TPeOOBaHHSI K UX COCTABIICHUIO M O(OPMIICHUIO.

—  YMeTh COCTaBJIATh U OPOPMIIATH PACIIOPSANTEIbHBIE TOKYMEHTHI M0 3aJaHHBIM CUTYAIHsIM U
HUMETh HAaBBIKU UX OQOPMIICHHUS HA KOMIIBIOTEPE.

3agaHust ISl CAMOCTOSITEJILHOI padoThI

1. Wzyuuth  TpeOOBaHHSA, TpENBSABISIEMbIE K  COCTABICHHUIO H  OQOPMIICHUIO
pacnopAauTECIbHBIX TOKYMCHTOB.

2. CocTaBuTh U 0()OPMUTH MPUKA3 [0 OCHOBHOM JESATEITHLHOCTH.

3. CocTraBUTh U 0OPMHUTH pacIOpsHKEHHE.

Yka3aHus 10 BbINOJIHEHUIO 3aJaHNSA

1. YTOYHHUTH COCTaB PEKBU3NUTOB, BXOAIMINX B (hopMyIsap mpukasa, pacropsKeHHsI.

M3yunth TpeGoBanmss MeTOAMYECKHE PEKOMEHIAIMU IO pPa3padoTKe HHCTPYKIHMM 10
JEJIONPOU3BOICTBY B TOCYHAPCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpPaBJICHUSA, YTB.
ITpukazom PocapxuBa ot 24.12.2020 Ne 199, IIpumepHON MHCTPYKIMU IO JEJIONPOU3BOJICTBY B
TOCyJapCTBEHHBIX opraHu3anusx, yTB. [Ipukazom PocapxuBa ot 11.04.2018 Ne 44) k coctaBy

PCKBU3UTOB U CTPYKTYPEC TCKCTA IIpHUKa3a I1o OCHOBHOM ACATCIIBHOCTH.

YTOYHUTH Pa3IUuusl B COCTaBJIECHUM IIPUKAa3a 10 OCHOBHOM JEATEJBHOCTH U 10 JMYHOMY
COCTaBy, oOpailasi BHUMaHHE Ha MOPSAAOK oQOpMIIEHUs CCHUIKH (YIIOMHHAHHS) Ha IPYrol JOKYMEHT M

YHU(PHUKAINIO TEKCTOB IPUKA30B MO JMIHOMY COCTAaBY.

2. CocTaBuUTh AOKYMECHTBI Ha OCHOBE NPEIJIOKEHHBIX ITPEIOJaBaTCIEM CI/ITyaHI/Iﬁ.
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KOHTpOJ’[LHLIe BOIIPOCHI

1. [NepeuncnuTe peKBU3UTHI, BXOIAIINE B GOPMYJISIp IpHKa3a.

2. Ha3zoBure cTpykTypy Nnpukasa o OCHOBHOH J€STEIbHOCTH.

3. YeMm omnmHMuaeTcd CTPYKTypa TEKCTa IpUKa3a MO JIUYHOMY COCTaBy W OCHOBHOH
JESTETBHOCTH.

4. HazoBute cpoku XxpaHeHHsI IPHKA30B.

5. Ha3zoBute pekBU3UTHI, BXOAALINE B GOPMYJIISIP PACHOPSIKEHHUS.

6. Uem ominyaercss CTPYKTypa TEKCTa pacHOpsDKEHUs OT IIpUKasa [0 OCHOBHOM
JESTEBHOCTH.

Pa3aTo4Hblii MaTepHas K 3aHATHSM:
MeTtoauueckue peKOMEHAAMKU IO pa3padOTKe MHCTPYKIHM IO AENOMpPOU3BOACTBY B
TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOrO CaMOyIlpaBiieHus, yTB. Ilpukazom PocapxuBa ot

24.12.2020 Ne 199 // [Onextponssii pecypc]. — M., 2021. — Pexum pgocryna:

http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumMepHast UHCTPYKIIMSI TIO I€TONPOU3BOJICTBY B TOCYAapCTBEHHBIX OpPraHU3aIUsiX, YTB.
[Tpuxazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTponHblii pecypc]. — M., 2019. Pexum
I'OCT P 7.0.97-2016. HaunonanbHbiii ctannapt Poccuiickoit ®@enepanuu. CucteMa CTaHIapTOB
nmo  wHQOpMalmMH, OUOIMOTEYHOMY W  HW3JaTelbckoMy  naeny.  OpraHuzalnoHHO-
pacrniopsiiuTeNnbHas JoKyMeHTalus. TpeOboBanust K 0pOpMIICHUIO TOKYMEHTOB.

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

OTIJIaTHI, YTBEPXKACHHBIN ocTaHoBNIeHHeM [ 'ockomcrara PO ot 05.01.2004 Ne 1.

MaTCpI/IaJ'IBI C MHAUBUAYAJIbHBIMU 3aJaHUAMHA [JIs1I CaMOCTOSATCIBHOTO COCTABJICHUS IPUKA30B U

pacnopsKeHui.

JlokymeHTHpOBaHuUe AeSITeJIbHOCTH KOJJIETHAJIbHBIX OPraHOB —

Ilens 3auATHS — U3ydeHUE TPeOOBAaHUH K JOKYMEHTaM, CO3aBaeMBbIM B TIPOIECCE MOATOTOBKH H
00CITy)KMBaHHUS COBEIIAHH.

B pe3ynbTaTe BBINIONIHEHUS 3aIaHUI CTYIEHT JI0JDKEH:

—  umemp npedcmaeneHue O BUIAX KOJIJIETUANBHOMN NEATEIBHOCTH U MOpSAAKE €€ TOKYMEHTH -
pOBaHUS;

— 3Hamb COCTaB JOKYMCHTOB, CO3J[aBacMbIX NpPU TOJrOTOBKE COBCIAHHHA, TpeOOBaHUS K

(dopMyIIsIpy IPOTOKOIA, MOPSAKY €r0 COCTaBICHUS 1 OQOPMIICHUS;
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— yMeThb COCTaBJIATH W O(QOPMIATH MPOTOKON W JOKYMEHTHI, CO3JaBaeMble B Ipolecce
MTOATOTOBKHU COBEIIAHMS.

—  YMeTb COCTaBISITh U O(OPMIISITH BHIIUCKY W3 MPOTOKOJIA.

—  yYMeTh COCTaBJIATh U O(POPMIISATE pEelIeHHE.

3aganHus IS CAMOCTOSITEILHOI PadoThl

1. W3yunth TpeOOBaHUS, MPEABSIBISICMbIE K COCTABICHUIO M O(GOPMICHHUIO TMPOTOKOJA U
peLICHHS.

2. CocTaBUTh IPHUIIIAIICHNE HA 3aCeJaHuUE.

3. CocCTaBUTh TIPOTOKOJI COBEIIAHMS.

4. OdopMUTH BRITUCKY U3 MIPOTOKOJIA.

5. OdopmuTh perieHue.

Yka3aHusi 10 BLITIOJTHEHUIO 32 JaHNSI.

1. YTOYHUTH 3Tambl MOJATOTOBKH COBEHIAHWH W BUABI JOKYMEHTOB, CO3/IaBACMbIX Ha
Ka)JTIoM dTare (TOBECTKA JHS, CIIUCKU YYACTHUKOB U T.1.).

2. YTounuts ocobeHHOCTH (opMmynspa MPOTOKOTa, TpeOOBaHUS K PEKBU3UTAM,
H3JIOKCHHBIC B ITOCYyAapCTBECHHOM CTaHAAPTEC U METOAMYCCKUX PECKOMCHAAIUAX, 06pa111a;1 BHUMAaHHUC Ha
COCTaB HHPOPMAIMH B TEKCTE MMPOTOKOJIA, 0COOEHHOCTH €ro MOJIMUCAHHsI, CPOKH 0(DOPMIICHHS.

3. OnpenenuTs pas3anuus TpeOOBaHUH K IPOTOKOJY MOJTHOMY H KPAaTKOMY.

4. CocTaBUTh CaMOCTOATENIFHO HA OCHOBAaHWU PAa3aTOYHOTO MaTepuaia MpPOTOKOI,
BBINIMCKY U3 IPOTOKOJIA, PEIICHHUE.

KOHTpOJ’leLIe BOIIPOCKHI:

1. [lepeuncnuTe peKBU3UTHI, BXOAIIKE B (POPMYJISP MPOTOKOJIA.

2. Ha3zoBute cTpyKTYypy TE€KCTa IPOTOKOJIA.

3. B uéMm oTiinumne npoToKoJa MOJHOrO U KPATKOTO.

4, VYKkaxure NOpANOK MOATOTOBKH COBEILAHUS M KakuWe AOKYMEHTHI CO3JAIOTCS B XOIE
IIOATOTOBKH.

5. [NepeuncnuTe peKBU3UTHI, BXOIAIINE B (YOPMYJISIP pEIICHHS.

6. B 4eMm Ha3HauYeHHUE BHINMMCKHU U3 IPOTOKOJIA.

MaTepHam,I C HHAUBUAYAJIbHBIMU 3aITaHUAMU IJId CAMOCTOATEIIBLHOTO COCTAaBJICHUA JOKYMCHTOB.

Cocrasiiennie HHGpOPMAITOHHO-CIIPABOYHBIX JOKYMEHTOB —
Ilenp 3aHATHS — U3Y4YeHHE Ha3HAYeHUS HHGPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB U
oco0eHHOCTEel 0OPMIICHUS K&KIO0T0 BUJA STOM IPyMITbl JOKYMEHTOB.

B pe3ynbraTe BHINIOTHEHUS 33JaHAN CTYACHT JOJDKEH:



58

— umemdb npedcmagieHue O TUIOBBIX CHTyalUsX, O(QOpMIIEMBIX YHU(PHINPOBAHHBIMH
hopmamu HHPOPMAITHOHHO-CIIPABOYHBIX JOKYMEHTOB;

—  3Hamb BUIB HHPOPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB; TpeOOBaHUs K GOpMYIISIpy KasKao-
TO BHUJIA;

— YMeThb COCTaBJIATh BCE€ BHIbI WHPOPMALHMOHHO-CIIPABOYHBIX JOKYMEHTOB U WMETh HaBBIKH
ux oopMIIeHUs HA KOMIIBIOTEPE.

3aganud ISl CAMOCTOSITEILHOM padoThl

1. U3yunTs mpaBuia cocTtaBicHUs U odopMIleHHS HHOOPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB,

00paTHB BHUMaHUE HA OCOOCHHOCTH TPEOOBAaHUN K KQXKJIOMY BUIY.

2. CocraButh W o¢opMUTh B cooTBeTcTBHH c TpeboBanusmu ['OCT P 7.0.97-2016 u

Mertoanyeckux peKoMeHAAINH:

. JOKJIaJHYIO 3aIMCKY (BHYTPEHHIOIO U BHELIHIOKN));

. OOBSACHUTENBHYIO 3aITUCKY (BHYTPEHHIOIO M BHEIIHIOIO);

o CIIPaBKY;

o axT;

o nucbMa (rapaHTuilHOe, HAallOMUHAaHME, IPUIVIAIIEHHE, YBEIOMIJICHHE, PEKJIaMaluio U

T.J.).

YKa3aHus 0 BBINOJHEHUIO 3aJaHUS

1 . VYTOo4HUTH BUIbI I/IH(i) OpPMaIlMOHHO-CIIPABOYHBIX JOKYMCHTOB nu Inpu KaKux

YIPaBICHYECKUX CUTYaALUSIX OHHU CO3/1at0TCA.

2. BbIsIBUTE 0COOEHHOCTH KaX/10T0 BUAA HH(POPMAILIMOHHO-CIPABOYHOTO JOKYMEHTA.

3. W3yunte TpebGoBaHMS TOCYNApCTBEHHOTO CTaHAapTa K OQOPMIICHHIO PEKBU3HUTOB,
BXOZSIIMX B THIOBOH (POPMYIISIP KaXKA0T0 BUAa HHPOPMAILIMOHHO-CIPABOYHOTO IOKYMEHTA.

4, CoctaBuTh U 0(hOPMUTH TOKYMEHTHI B COOTBETCTBHH C IOJYYCHHBIMH 33 JaHHSIMH.

KoHTposabHbIe BONPOCHI

1. Haiite onpeneneHne u yKaXuTe THIIOBOH (HopMyIIsp:
o JOKJIaTHOH 3alHCKY;

. 00BSCHUTEILHOM 3aIKMCKH;

o CIIPaBKH;

o aKTa;

o ciry>keOHOro chMa (Ha30BUTE €r0 Pa3HOBUIHOCTH);
2. Ykaxnre 0coOeHHOCTH 0hOPMIICHHUS TTUCEM.

3. B 4ém ocoGeHHOCTE 0 OPMIICHUS THCHMA-0TBETA.
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4. Kakue TpeOoBaHUs IPEIBABISIOTCS K TEKCTY TIHCEM.

Pa3gaTouHblii MaTepuaa K 3aHATHAM

I'OCT P 7.0.97-2016. Haumonanbhbiii crangapt Poccuiickoit ®deneparuu. Cucrema
CTaHJIApPTOB MO HHpopMaIUU, OUOIMOTEUHOMY M H3AaTeNbckoMy Jeny. OpraHu3alloHHO-
pacrnopsauTenbHas HoKyMeHTanus. TpeboBanus K 0hOpMICHUIO JOKYMEHTOB.

Mertoanueckue peKOMEHIAIMU IO pa3paboTKe WHCTPYKIMH MO JEIONPOU3BOJICTBY B
TOCYJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYMpaBlieHHs, yTtB. [Ipukasom PocapxmBa ot
24.12.2020 Ne 199 // [Onextponnbli pecypc]. — M., 2021. — Pexum pgocryna:
http://www.consultant.ru/document/cons_doc LAW_373895/.

MaTepI/IaJ'II)I C UHAUBUAYAJIbHBIMU 3aIaHUAMU IJII CAMOCTOATCIBHOTO COCTABJICHUS JOKYMCHTOB.

Tema 6. Kommuexkchl goxkymeHTOB. HayuyHo-ucTopuyeckassi M NpaKkTHyeckas LEHHOCTb

JOKyMeHTa— 8 yacoB

HpOBOI[HTC}I ABC O3HAKOMUTCIILHBIC 3KCKYPCHUU B rOCYAapCTBCHHLIC apXUBBI.
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