MHMNHOBPHA YK POCCUN

& O %
S R %
s T

E %

%Pr}ylg
depnepanbHOE TOCyAapCTBEHHOE O10/pKeTHOe 00pa3oBaTe/ibHOe YUpesKeHHe
BBICIIIETO 0Opa30oBaHus
«PoccuiicKuil rocyjapCTBeHHbIN I'yMaHUTAPHbIN YHHBEPCUTEeT»
(®T'BOY BO «PITY»)

(DaKYJIbTeT dPXUBOB€J€HHUA U JOKYMEHTOBE/JeHUA

Kadepapa f0KyMeHTOBe/jeHHUs], ay/[UOBU3Ya/IbHbIX U HAYYHO-TeXHUUECKHUX apXHBOB
JOKYMEHTOBEJEHHWNE
PABOYAA ITPOI'PAMMA NMCHOUITINHBI

Hanpasnenuve nogroroeku 46.03.02 JlokymeHTOBeleHUe U apXUBOBeleHUe

HaripaBnenHocTh: ApxuBbl B Poccuu 1 3a pybexxom

YpoBeHb BoICIIero o6pa3oBaHus: bakasagpuam

dopma o0yueHUs:: OUHAS

PIT[0 amanTpoBaHa A5 JIUL]
C OrpaHUYEeHHBIMU BO3MOXXHOCTSIMHA
3/10pPOBbSI U UHBAJI/IOB

Mocksa 2024



JloKyMeHTOBe/jeHHe

Pabouast mporpaMMa JUCIUITAHbI
CocraBuresnb(n):

3aB. Kadespol, KaH[. UCT. HayK, JJOL[eHT
FO.M. Kykapuna

K.W.H, JIOLeHT,

A.}O. KonbkoBa

OTBeTCTBEeHHbIN pefjaKTop

3aB. kadepoi, KaH/l. UCT. HAYK, JOL[€HT
I0.M. Kykapuna

YTBEPXIEHO
[TpoTokosn 3acesjanus Kadepa JOKYMEHTOBeEHUS,
ayJMOBH3ya/IbHBIX U HAYYHO-TeXHUUECKUX apXUBOB

Ne 5 01 07.03.2024



OrnaBneHune
1. TIOSICHUTEIIBHAS BAITHCKA. .cc.uvveeeurreeereeeanreeeareeeasreesasseesasseesasseesasseesasaessseessnsaessstesaseeseseessseessnsseneessnns 6
1.1 TIe/b M 388aUN JUCLIUTIIIHDL. ....cceeeurreeeiamrreerennnreeeeasnreeessesnreeesesnsseeessssseessesssneesssnsseessssseeessessaeeess 6
1.2. TlepeueHb IMIaHUPYEMbIX pe3y/IbTaTOB 00yUeHusi 110 JUCLIUIIIMHE, COOTHECEHHBIX C
VIHJMKATOPAMM JOCTVKEHUS KOMITETEHLIM . ....ccuuverureerurerreennrenreesnesseesseesaneesnessntesmsesseesneenseesneesnnnes 6
1.3. MeCTO AUCLMIUTUHBI B CTPYKTYPe 00Pa30BaTe/IbHOMN IMPOTPAMMBL.......ccverreeverrrenseesresseesseessseenns 7
2. CTPYKTYPA JUCLIATIIIAHBL. c....uvvteeeeurreereenereeseenrteessauraessasmsseessesseeessssssesssssseessesseeesssnsseeesesssseessssnsnnnes 7
3. COZEPIKAHUE JUCLIATIIIAHBL. «....uvveeeeeurrreeraurreeesassseeeessssseessssssaeessssseeessssssseessssseesssssssssssssssseeseeeesssessnns 7
Pazoen I Ha3HaueHue oucyunauHbl, UCMOYHUKU U AUMEPAMYP(....c..eeerueerueerirerarrernneeessseeessneeessnees 7
Pa3zoden 2 JlokymeHm, e20 (pyHKYUU U CNOCOOBI OOKYMEHIMUPOBAHUSL........ceververeenrennrerreeseesesaseensennne 8
Pazoen 3 TIPUSHAKU OOKYMEHIMA. .......c.eeuverueesueruenreenreetenseensessesstensestesseensesseesseessesssessessseessseessseesnes 9
Pazoen 4 CmpyKMYPA OOKYMEHIM.........eeeeuueerereeeesreessiuresssseessiseessssesssssesssssessssesssssesssssesssssesssssesssssees 10
Pazfien1 5 CHUCTEMBI JOKYMEHTALIAM. ....cccceurreeeernureeereanreeesassreeeeasseeesssnsseeesesssseesssssseessesssneesssnnnmsnsees 12
Pasoen 6 OpzaHuzayuoHHO-pacnopsioumesbHble U UH(POPMAYUOHHO-CNPABOYHble OOKYMEHMbL......13
Pa3zden 7 CosepuieHcmeo8aHue 0OKYMEHMAYUOHHDBIX MPOUECCCOB.........ccueeeueeeerreesrersueneeesnesanesnnees 13
Pasoen 8. HayuHo-ucmopuueckas u npakmuueckasi YeHHOCTb OOKYMEHIM .......c..eeueeeeersueenuennnenns 14
Pazoen 9. KOMNACKCHI OOKYMEHINOB. ........cc..eerueersueesueeniesstesiseesstessessssesiseesseesssessseesssessssesssesseessseesns 14
4. OOPA30BATETIBHBIE TEXHOJIOTH .. .eeeuveerreereesseersseesssessseessasessessssessseesssessssssssessseesssessssssessssssessnssssesnnes 15
5. OreHKa MJIAHUPYEMBIX PE3YIIBTATOB OOYUEHMS. .....c.verueeurenrenrerensenserseeseestestesensessessessessesnesnsesenseennes 17
5.1 CHCTEMA OLIEHUBAHMS...cccceeeeeuuerrrrrreeeeessaeinnrereeesessasaassssssasessssesassssssssssssssssssssssssssssssssssssssssssesssssanns 17
5.2 Kputepuu BbICTAB/ICHUS OLIEHKU T10 JUCLIATIIIHE. ....coouieiirrerireenireeeineeesnneeesneessaneessneesssnsnnnes 18
5.3 OueHouHbIe cpeficTBa (MaTepuasbl) [/1s1 TEKYLLET0 KOHTPOJISI yCIIeBaeMOCTH, TPOMEKYTOUHON
atrectauyy 00ydaromuxcs 1o AUCHUTUTAHE (OITK-2, OITK=3).......c.cccuveeeeereesienienieeieseesieeeeseeeenens 19
[TepeueHb BOMPOCOB K KOHTPOJIEHOM PAOOTE TI0 TEME 2......vecuvervrereerresreessessesseessesssessesssessessesesseeens 20
[TepeueHb BOMPOCOB K KOHTPOJIBHOU PAOOTE TI0 TEME 4.....ceeeuverereeniriienieieseneeniessesseeseeseesensesasesnnes 20
[TepeueHb BOMPOCOB K UTOTOBOM KOHTPOIBHOM PAOOTE No L....ceuviieiiniirieneieiieiieieeieeieeieeie e 20
[TepeueHb BOMPOCOB K UTOTOBOM KOHTPOJIBHOM PAOOTE No 2.....cuiiuiiiiienieniieiiriieieeieeieeie e 23
[TepeueHb BOMPOCOB K 3aUETY IO BCEMY KYPCY - ..eeeveerurerrreerreanseessseesseessseesseessseesseesssseeesssmeeessssseesnnn 24
ITepeueHb BONPOCOB A1 MOATOTOBKU K 3a4eTy I10 AUCLUIVIUHE “/JOKyMEHTOBeJeHue ................. 24
6. YueOHO-MeTOMUECKOe U MHPOPMAIIMOHHOE 00€CIIeUEHUE TUCLIATUIHBL. ....c..eevverrenreneensensesnreeseenne 25
6.1 CIIMCOK UCTOUHUKOB U JIUTEPATYPBL.....ceeeeurrrerraureeeraanrreeeennreeessansreeessssssressssmsmssssseeesssssssesssannnns 25
6.2 IlepeueHb pecypcoB MH(OPMaLMOHHO-TEIEKOMMYHUKALMOHHOU ceTH «IHTepHeT»................. 27
6.3 ITpocdeccronanbHbie 6a3bl AJaHHBIX M MHPOPMAIIMOHHO-CIIPABOYHBIE CHCTEMBL.......ccveuveeeeennees 27
7. MarepuasbHO-TeXHUUECKOe 00ECTIEUEHUE UICLIUTIIIIHBL. ....c.veveeureurenrensensessessessesseensensensessseseesssesnnes 27
8. ObecreueHne 06pa3oBaTeLHOTO TIPOLIECCa [I/Isl JIUL C OrPaHIMUEHHBIMA BO3MOKHOCTSIMH 3/10POBbBsI
12705 1=T 0207 11 (o) - SRR 28
9. METOAUUCCKHE MATEPUABL...cccuuvreeeeeuureeerearreeesanreeeseaseteesenssreessassseeesassenessssseeesssssseessesssseesssnnmsssnns 29
9.1 TIy1aHBI TAOOPATOPHBIX 3AHATH . ..cccuveerureereesreesreesseesssessseessessseesssessseessesssessssesssessssesssesssssessnssees 29
[1/1aHBI JTAOOPATOPHBIX 3AHIATHM. ... eeuteurerrenrenserseeseestetesessessessessessesseestestensensensessessessesseensensesseesseennes 30
Tema 1: JIoKyMeHT U ero (PyHKLMM , TIOHATUS JOKYMEHT ¥ MHPOPMALUS — 8 UACOB.......cccveeruveeennne 30
3aZlaHuUS [J11 CAMOCTOSITETTBHOM PADOTBL..c.uveveeverereneeesteeresseessessesseesseessesseessesssesseessesssessssessssesnns 30
YKa3aHUS 110 BBITTOTTHEHUEIO 3AJAHMM. ... ..cerueeereenueeareenutenseenseessseesseesseesseesnsessseesnseesanseeessseessnnsees 30
KOHTPOJIBHBI® BOIIPOCBL: ....ceiuuriiiiiieiireeiiteeiitesestessrtessireessaseessaneeesanesssseessaesssnseessssssnnseessssnsneees 31
VICTOUHUIKY F JTATEPATYPA. . eeeeeuereeeeaureeeeenierteesassrteesssuseeesssssseeessssseesssssseesssssseessssssseesssssssssnnssnes 31
Pa3aTOUHBIA MATEPUAIT K SAHATHAM: ....ccccveereeeureeneerreereesreesseessessseessessseesssesanneeesanneeessneeessnnees 32
3aZlaHUs /11 CAMOCTOSITESTBHOM PADOTBL ... .vecveeveerreetiesteereseeesseesesseesseesesssessesssesssessesssesssesssssenns 32
YKa3aHMS 110 BBITIOTHEHMIO 3AIAHMM. ...eeeeeeeeeeeeerrrreeeeeeeeesenisseseeeseessesssssssssssesseesenssssssssnsnnnnnnnsseeeees 32
KOHTDOJTEHBIE BOTIPOCKI :....evvteeeuirieereiitieeenatteeeesateeeesssreesessssteesssssseesssssssaessssseeeeessssssssssssnnnssnsne 32



Tema 3. @opmMysisip JOKyMeHTa U ero cocTaBHble yacTy. Mcropus pa3Butust popmyssipa JOKyMeHTa

—16-17 Beka, 18 BeK, 19 BEK, 20 BEK. — 32 UACA.......ccuuuuueeeeieeeeeiietiieeeeeeeeeeessaieeeeeeeressarsnsessanneessannes 33
DopMyJIAP JOKYMEHTA X VI = XVIIBB. —...eiiiiiiiiiiiiiiiieeiniiteeeerteeeesitteeseeiereeesearteesssnreeesssnsneeeeeeens 33
3a/JaHUsT /111 CAMOCTOSITESTEHOM PADOTBL....ecuveeeureereerrreeireenreenseeseeesseesssessseessseesseesssesssessssssesssnens 33
YKa3aHUS 110 BBITTOTHEHUEO 3AAHMM  v.ccceuvreeeeeivreeeesiureeeesssseeeessssseesssssssessasssssesssssssesssssssssssssnnnnns 33
KOHTDOJTEHBIE BOTIPOCKBL: ... vteeeeiieteereiiteeeesieteeesssseeessssseessssssteesssssseessssssseesssssaeeeessssssssssssnnssssens 34
VICTOUHUIKY F JIATEPATYPA. . eeeeeeuerreeeanrreereaiuraeesasneteesanmreeesssssseeesassseesssssseessssssnessessseessssssssnnnnnsne 34
Pa3gaTOUHBIN MATEPHAT K 3AHITHMM  ..ccuvveerrueeerireeessueersueesssseessssesssssesssssesssssesssssseesssssssseessssssnsseees 34
DopMyJIAP JOKYMEHTA X VIII B. —..eeiiiiiiiiiiiiiiteectteee ettt ettt e e st e e e e s asaeeeeeee s 34
3alaHust [J1S1 CAMOCTOSITETTBHOM PADOTDI: ...cuueeuverureeiieniieriesueenieetesutesteesesstesseseesseessesssesseesseessssesnns 35
YKa3aHUS 110 BBITTOTHEHUEO 3AAHMM......vveeeeeurreeeaiiureeeeansreeessssseeesssssseessssssesssssssseessssssssssssnnsssssnns 35
KOHTDOJTEHBIE BOTIPOCKL. .....ceieeurreeeerirteereniteeeessusreeessareeesassseesssssseesssssssessssssseeseesessssssssssssnsnsessee 36
VICTOUHUIKY F JTIATEPATYPA. . eeeeeurrreeeanrreeraaureeesannrteesanmseeesssssseeesessseesssssseesssssseeessssseesssssssannnnnsnee 36
Pa3gaTOUHBIN MATEPHAI K BAHITHMM......ceerureeesurererreerssueeenseeesssesessessssesssssesssssesssssesssssesssseesssssesnns 36
DOpMYJIAP JOKYMEHTA XIX BEKA —...euuveeeiiiiiiieieiitteeeeiiteeeesireeeseirteeeesnreeeseesnreeesesnraeesssnnseeeessessesnns 36
3a/JaHUsT /111 CAMOCTOSITESTEHOM PADOTBL. ....ecuveerureeveersreaieeneeenseessseesseesssessseessseesseesssesssessssssessssnens 36
YKa3aHUS 110 BBITTOTHEHUEO 3AAHMM......vveeeeeereeeeerureeeeaisreeeesssseeesssssseessssssessssssssesssssssssssssnnsssnsnes 36
KOHTPOTBHBIE BOTIPOCBL: ..cceettiiieeuuierieteeeeeraeauuerteeeeesassauunrateeeeeessessansesteseeesessassssssnnsnnnnnnnsssnsseeses 37
VICTOUHUIKY F JTIATEPATYPA. . eeeeeurrreeeanrreesaaiureeesasnrteesannseeesssssseeesassseesssssseessssssnessessseesssssssannsnnsne 37
Pa3/1aTOUHBIA MATEPUAIT K 3BHSITHMM. ...c...eerreermeennreenueerseenseeaseasseesaseesseessseesseesasessseesssessseesssesseenns 37
DOPMYJIAP JOKYMEHTA XX BEKA. —ereuvreereerurreerasmreeesssseeessansseeesssnsseessssssseessesseeesssssssseeeeesssssssssssnnns 38
3a/JaHUsT /111 CAMOCTOSITESTEHOM PADOTBL. .. eecuveeeureereerrreeiteesreesseesseeeseesssessseessseesseesssesssesssssseesssnens 38
VICTOUHUIKY F JIATEPATYPA...eeeeeeuerreeeanrreeraaureeesasnrteesansseeesssssseeesassseesssssseessssssneesessseesssssssannsnnsne 38
Pa3gaTOUHBIN MATEPHAI K BAHITHMM.....cceeruveerireerssreerssseeesseeessesessessssesssssesssssssssssssssssssssseesssssesnns 38
Tema 4. @opmMysisip COBPeMEHHOTI'0 YIIpaB/ieHuecKoro J0OKyMeHTa: rpaBuia 0)OpM/IeHus
PEKBHUBUTOB— 12 HACOB.....cecuutieeeeiuiieeteritteeeesiteeeesiiteeeesssreeesssseeessssssaeesssssseesssssseessssssssssssssseeseeseessenns 38
9.1.1 3amaHUS /IS CAMOCTOSITETEHOM PAOOTDBL. ..cuveeereveereeeeesreeiesseenseesesseesseesessesssesssesnsesssseesnnes 38
YKa3aHUS 110 BBITTOTTHEHHEIO 3AJAHUS. ...cuveeureeureenseerseenseeaseeaseesaseessteeseesseesaseesseessseesseessseeseessseenes 39
VICTOUHUIKY F JIATEPATYPA. . eeeeeeurreeeeanreeeeaaureeesannrteeasnnseeessssmseeesessseesssssseessssssnessessseessssssssnnnnsne 39
Pa3gaTOUHBIN MATEPHAIT K 3AHITHMM  ..cuuveerueeerireeesiueessueesssseeesssesssssesssssesssssesssssseesssssssssessssssssseees 40
10. Tema 5. OpraHu3alOHHbIe, PACMOpsiAUTebHbIe U UH(OPMaL[MOHHO-CIIPaBOUHbIe JOKYMEHThI —
28 HACOB. .. uutteiiieeiite ettt et e et e et e sttt e e bt e e ettt e et e e e e st e e e e st e e e e st e e e bb e e e b b e e e bt e e e bt e s e ab e e s e bat e e e e e nbbeeeeeeanree 40
JIoKyMeHTHpOBaHVe PaCIOPALUTENTBHON JEATEIBHOCTH —....eeeveerurerreenmeenueenreessseesseesssessmneesssnneessnns 40
3a/JaHUsT /111 CAMOCTOSITESTEHOM PADOTBL. .. eecuveeeureereerrreeiteesreesseesseeeseesssessseessseesseesssesssesssssseesssnens 40
YKa3aHUS 110 BBITIOSTHEHUEO 38MTAHUSL. .. ..ueeeeeeeereernrrrreeeessesssnsnseeseeesessessasessesessssssssssnssssesessssssssssnnes 40
KOHTDOJTEHBIE BOTIPOCKL. .....ceieeurreeeerirteereniteeeessusreeessareeesassseesssssseesssssssessssssseeseesessssssssssssnsnsessee 41
VICTOUHUIKY F JTIATEPATYPA. .. eeeeeuerreeeaurreeraaureeesasnrteesanmseeessssmseeesassseesssssseessssssaeessssseesssssssnnnnnnsne 41
Pa3/1aTOUHBIA MATEPUAI K 3AHSITHIM: ....cceveerueeeureerueenreenseeaseasseesssessseessessseessessnseeessseeesanseeessnsees 41
JJOKyMeHTHUpOBaHUE 1eSITeIbHOCTH KO/UIETHATBHBIX OPTAHOB —...ccc..veeesurersueersseersnseessiseesessnseeeeeens 41
10.1.1 3amaHust A1 CAMOCTOSATETBHOM PADOTDL....c.vveeveeerieereerrreeiteesieeeseeseeesseesseessseesseeessssesssnens 42
YKa3aHUS 110 BBITIOSTHEHUEO 38MTAHMSL. .. ..ueeeeereereernrrrreeeessesssssnseeseeessssessasssssesesssssssssssssssesessssssssssnnes 42
KOHTDOJTEHBIE BOTIPOCKBL: ... vtteeeieereeeeiireeeenieteeeassteeessssseesssssseeesssssseessssssseesssssseeeessssssssssssnnssssens 42
VICTOUHUIKY F JIATEPATYPA. . eeeeeeurrreeenurreeeaaiureeesasnsteeasnsseeesssssseeesassseesssssseessssssneesessseesssssssnnnnnnsne 42
Pa3gaTOUHBIN MATEPHAI K BAHITHMM......ceerureerrureresreeessseeessseeesssessssessssseessssesssssesssssssssssesssseesssssesnns 43
CocraBneHre UH(POPMaLIOHHO-CIPABOUHBIX JOKYMEHTOB —....c.cecverueerreenrersuerseenserseenseensesssenseenseenns 43
3a/JaHUsT /111 CAMOCTOSITESTEHOM PADOTBL. ....ecuveerureeveersreaieeneeenseessseesseesssessseessseesseesssesssessssssessssnens 43
YKa3aHUS 110 BBITIOSTHEHUEO 38MTAHUSL. .. ..ueeeeeeeereernrrrreeeessesssnsnseeseeesessessasessesessssssssssnssssesessssssssssnnes 43
KOHTDOJTEHBIE BOTIPOCKBL. .....eeierutieeeenirteereniteeeesuseeesssareeessssseesssssseesssssseessssssseeseesessssssssssnsssnssssees 43
VICTOUHUIKY F JTIATEPATYPA...eeeeeeurrreeeaurreeraauraeesasnrteeaansseeesssssseeesessseesssssseesssssseessessseesssssssannnnnsne 44
Pa3gaTOUHBIN MATEPHAI K BAHITHMM......ceerureerrureresreeessseeessseeesssessssessssseessssesssssesssssssssssesssseesssssesnns 44

Tema 6. Komruiekcel JoKyMeHTOB. HayuHO-ucTOprUUecKas U pakTUueckas L{eHHOCTb JOKyMeHTa— 8



9.2. MeToauueckrie peKOMEH/IAI[|H T10 ITO/ITOTOBKE MACBMEHHBIX PADOT......cerveeveerererererreneeeennnens
[Tpunoxkenve 1. AHHOTALUsI paboUeli TTPOTPAMMBI TUCIIUTITAHBL. ......ccvveeveerrresveenseessseesseesssseeesssseesnnns



1. IlosicHuTe/IbHAA 3amucKa
1.1 Henb 1 3aauM AUCLHUILIAHBI

Llenb AWCUMIUIMHBI COOTHeceHa C pe3ynbTaToM ocBoeHuss OIT BO  (popmupyembiMu
KOMITETEHLIUSIMH).

Ilenb AUCHUIUIMHBI — W3yUyeHHe 3aKOHOMEePHOCTel JOKYMeHTO0Opa30BaHMsl, CK/Ia/IbIBaHUS U
pa3BUTHSL CUCTEM JOKyMeHTal[uH, TeOPeTHUeCKUX M TMPAaKTUYeCKUX TpobsieM Co3/aHusi JOKYMEHTOB
OpraHaMu TOCyJapCTBeHHOM BJ/IaCTH, MECTHOTO CAaMOYTpaB/eHWs U OpraHU3alusMH JIFOOOi
OpraHM3alMOHHO-TIPaBOBOW (hOPMBI.

3ajayu AMCLHMII/IMHBI:

MOKa3aTh B3aMMOCBsI3b UH(POPMALUU U JJOKYMEHTa;

MPOC/IeUTh SBOMIOLMIO [JOKYMEHTa, KakK HocuTens WH(OpMaLWy, pa3BUTHE CIOCOO0B

JIOKyMeHTHPOBaHUs U MaTepyasoB [ (UKcaluv WH(opMaLny;
MpOaHaIM3UPOBATh MPOLIECC CKIaJbIBaHUS U Pa3BUTHs (hOpMYJisipa JOKyMeHTa;
NpoaHaInu3upOBaTh MPOLIECC CK/IaJbIBaHUS M Pa3BUTHUSI CUCTEM JOKYMEeHTAaL1H;

BBISIBUTH U TIOKa3aTh TeHAEHLWW YHU(DUKALUM, CTaHJApTH3alMd M KiaccupuKaluy Kak

OTJiebHBIX (DOPM [JOKYMEHTOB, TaK U CUCTEM JIOKyMeHTaLMH B L|e/I0M;
TI0Ka3aTh COBpeMeHHbIe TPeOOBaHMS K COCTaB/IeHHUIO U 0(OPMJIEHHUIO JOKYMEHTOB;
TIPUBUTH HAaBbIKW aHau3a JJOKyMeHTa;

MIPUBUTh
YHUDULUPOBAHHBIX

HaBBbIK1

COCTaB/JeHUS JIHOOBIX

¢bopM  OKyMEHTOB,

JIOKYMEHTal[MOHHOW CUCTEeMbI YUPEXKJEHUs B LIeJIOM.

1.2. IlepeueHp IJIAHHPYEMBIX Pe3y/IHLTATOB O0yUeHHsI MO AUCIHMIUINHE, COOTHECEHHBIX C

HHAUKATOPAMH JOCTH)XXECHUA KOMHETEHI[I/Iﬁ

BU/IOB
cucreM

JOKYMEHTOB U
JIOKyMeHTaluld U

Komnerennus NuaukKaTopbl KOMNETeHIUH Pe3yibTaThl 00yueHUs

(xonm U | (KoJ ¥ HaUMeHOBaHK1e)

HavMeHOBaHUe)

OIIK-2. Cnocoben | OIIK -2.3. Pemiaer | 3HaTh: (QyHKIMM TOfpa3fieNieHUul B

HaxOJUTb yrpaB/jieHUecKre 3ajaud B cepe | chepe JIOKYMEHTaL[IOHHOT' 0

OpraHu3aljMOHHO- | IOKYMEHTallMOHHOTO obecrieueHusi yTIipaBeHUs] U apXUBHOTO

ynpaBjieHUeCcKue obecrieueHrsi  yrpaB/eHUsI U | Jlefa

pelLeHust TIpY | apXUBHOTO Jiesia YMeTb:  BBIOMHATH  paboTy 1O

pellieHMy 3ajaud B JIOKyMeHTaL[IOHHOMY obecrieueHHI0

cdepe CBOeM yTpaBJ/ieHUs] U aDXMBHOMY XpaHEeHHIO

ripoecCcrOHATLHOM BiazieTs: HaBbIKaMHU BbIOOpa Haubosiee

JlesITe/TIbHOCTU OINTUMAaJIbHOTO pelLeHust
yrpaB/eHuUeCcKMX 3afau B  cdepe
JIOKYMEeHTaL[IOHHOT'O obecrieueHust

ynpaBJ/ieHUsi U apXUBHOTO fiefia

OIIK-3. Cnocob6en | OTTK -3.3. Wcnosnb3yeT | 3HaTh: CMeXKHbIE C JOKYMEeHTOBejleHheM
TIPUMEHSITh B3aUMOCBS3U JTOKYMEHTOBeJleHUs | U apXuBOBe/leHHeM HayuHble
TeopeTHYecKue 1 apxXUBOBEJEHUS] CO CMEXHBIMU | JUCLIATITUHBI

3HaHUs [ | HayKaMu u HayuUHbIMU | YMeTb: BbISIBJISITb B3aUMOCBSI3U MEXIY
pelieHus JUCLIMIITUHAMU JIOKyMEHTOBe/IeHueM, apXHBOBe/leHheM
MOCTaBJ/IEHHBIX Y IPYTMMU HayYHbIMHU AUCLIATITMHAMU
3aau B obmactu BnageTh: HaBbIKaMUd WHTepIipeTaluu
JIOKyMeHTOBe/IeHHsI 3HaHWMA B 00/1aCTH CMEXHBIX Hay4YHBIX

" dpXHUBOBeE€HUS

JUCLUIVIMH TIpU pellleHWe 3aauy B
cthepe JIOKYMEeHTOBeIeHUsI u

MPOEKTUPOBAHKSA
VMH(pOpMaL[MOHHO-




| | apxuBOBeeHsI

1.3. MecTo AMCIMIUIMHBI B CTPYKType 00pa3oBaTe/IbHON IPOrpaMMbI

OucturuivHa  (Mofy/ib) «JJoKyMeHTOBe/leHHe» OTHOCUTCS K 00s3arenbHOM YacTu  6r0ka
JUCIUIVIMH y4eOHOro TUlaHa II0 HarpaBaeHWto ToAroToBkd 46.03.02. «/loKymeHTOBeJeHHE |
apXvBOBe/ieHre», HallpaB/IeHHOCTb — ApXWBBI B Poccuu 1 3a py6eskom

[ ocBOeHUsT AUCLIMIUIMHBI HeOOXOAUMbI KOMIIeTeHIIMH, ChopMHUPOBaHHbIE B XO/le W3yUeHUst
cnepyroux aucuuruivi: Mcropust Poccun XIX — Havana XX Beka.

B pe3ysnbraTe 0CBOEHUs AUCLUIUIMHBI (DOPMUPYIOTCS KOMITeTeHLIMH, HeoO0XOAuMble st
Y3yuyeHusl CAeAlyIOLIUX AUCLMIUIMH U MPOXOXKAeHus IpakTuk: OpraHusanusa u TexHosnorusa [JOY,
KazpoBoe fe/10npon3Bo/iCTBO, 03HAKOMUTE/IbHAas! ITPAaKTHKaA.

2. CTpyKTypa JUCHMI/IMHBI
OO61masi TpyA0EMKOCTh IUCLIUTUIMHBI COCTaBisieT 4 3.e., 144 akafjeMUyeCcKHX 4acoB.

CTpyKTypa AUCIMIUITMHBI AJIs1 04HOH (OpMBI 00yUeHust

O6beM AWCHMIUIMHBL B (OpMe KOHTakKTHOM paboThl 00yvarolmxcs C IeJaroruueckKuMu
paboTHUKaMH W (WIM) JWLjAaM{, TIPUB/I€KaeMbIMUA K peasu3ariuyd o0pa3oBaTenbHOW TPOTPaMMbl Ha
VHBIX YC/IOBUSIX, TIPY NPOBe/IeHUH YueOHbIX 3aHSATHIL:

Cemectp | Turt yueOHBIX 3aHATHMA KomunuecTtBo
4acoB
1-2 Jlekimn 32
1-2 JIabopaTopHbie paboThI 48
Bcero: 80

O6bem AUCHUIIMHBI (MOAY/sT) B OpMe CaMOCTOSATEbHOM paboThl 00yUarOIIUXCS COCTABJISET
64 aka/leMUUeCcKrX 4acoB.

3. CopeprxaHue AMCLUATIIMHBI

Ne | HaumeHoBaHue pa3gena | Coaepxanue
AVCIHMILIMHbI

1 Pasoen I HasHnauenue 1.1. IIpegmet, copepkaHue, 3aZlaui JUCLIATUIMHBI U
OuCyunauHbl, UCMOYHUKU U | METOZbl e€ U3y4yeHusl.
JAumepamypa TOKyMeHT - OCHOBHOM OOBEKT JJ0KYMEHTOBEUeCKNX

ucciefioBaHuid. Posb [OKyMeHTa B JKU3HM uesloBeKa U
obmjectBa. [IoKymMeHTHI B c¢epe TMpaBa W yIpaB/IeHUs.
BnvsiHYe HayuyHO-TeXHUUECKOW PpeBOJIIOLMM Ha pa3BUTHE
JlOKyMeHTa. PasButue Qopmyssipa AokymeHTa. HayuHo-
HCTOpUYeCKass W TIpakTUyeckas LeHHOCTb [OKYMeHTa.
MeToapl UMCCIeOBaHUs [JOKYMEHTOBEJIUECKHUX TPOOJIeM.
OO1meHayuHble ¥ crielyanbHble MeTofbl. CTaHOB/IEHUE U
pa3BUTHE [JOKYMEHTOBeZeHWs KaK HayuHOW JUCLIUILIIMHBIL.
CBsA3b  [JOKYMEHTOBeZleHHMs1 C Teopuell HH(poOpMaLUy,
apXuBOBeJIeHWeM M MWCTOYHUKOBeJeHHeM. lcrnosb3oBaHue
JIOKYMEeHTOBe/leHueM JOCTIDKEeHUH VH(pOPMaTHKHY,
VMCTOPUYECKOM HayKy, TIpaBa, J/MWHIBUCTUKW, TEOpPUU
yrpaB/leHus] M JApPYrMX HayuHbIX [UCLUIUIMH. Posb
JIOKYMEHTOBeZIeHWsl B COBEpPLIEHCTBOBAHWM MPOLIECCOB




yIpaB/ieHUs!.

1.2. IcTOYHMKHY U JTUTepaTypa

3akoHOJaTe/bHble aKTbhl, HOPMaTUBHbIE MaTepuasbl
XVI — mHau. XX B. IIucbMOBHUKH. MeToauueckue
pa3paboTku. PykoBo/CTBa 110 [1e/I0TPOH3BO/ICTBY.

3akoHO/aTesbHble, TIPaBOBble aKTbl U HOPMAaTUBHO-
MeToAuYecKrue  JOKymeHTbl — Poccuiickon — Pepepanuu.
KoHcrutyiusi  Poccuiickoit  ®epeparuu. Kogekcel PO,
KOHCTUTYLIMOHHbIe U (efiepajibHble  3aKOHBI,  YKa3sbl,
[TocraHnoBnenus [lpaBuUTesnbCcTBA M WHbIE HOPMaTUBHBIE
JOKyMeHThl. ['oCyjapCcTBeHHbIe CTaHJapThl, HOPMAaTUBHO-
MeTOZMYeCKue JIOKYMeHTbl — perjlaMeHThl, [IpaBuia,
UHCTPYKUMU U [p. Ileproguyeckue u3pnanus. CripaBouHbie
u3ganus. Jlurepatypa.

Pasden 2 [okymeHm, e20
¢yHKyuu u cnocobbl
O0OKYMeHmMupo8aHus

2.1. TTonsitus «vHMOPMaLIMs» U «TOKYMEHT»

[ToHsiTHsT «MHbOpPMaIUs» U «JJOKyMeHT». CBs3b
vHbopMaluMM U AoKyMeHTa. Posib  uH@opmaiuu B
COLIMANBbHBIX W JKOHOMMUECKUX TipolleccaxX. MHdopmaius
KaK OCHOBA MPUHSITUS YTIPaBJIeHUECKOTO PelleHMUs.

Bo3HUKHOBeHHEe [JOKyMeHTa, €ero Ha3HaueHHe.
[ToHsTve «JOKyMeHT», ero TpaHcopmaius. JOKyMeHT -
00BEKT HCC/IeIOBAaHUSI TEOPETUYECKMX W TIPUK/IAJHBIX
mucuurivH.  [IpaBoBOM, ympaB/ieHUeCKUd UWCTOPUYECKUN
acTieKThbl B OTpe/ie/ieHnH JOKyMeHTa. PaciiivpeHue MOHSATUS
«JOKYMEHT» C pa3BUTHEeM HayKd U TeXHUKU. [loHsiThe
«37IeKTPOHHBIA AOKyMeHT». OrmpejeneHrde AOKyMeHTa B
roCy/lapCTBeHHbIX CTaHZapTax. [loHSTHe «JIOKyMeHT» B

JIOKYMEHTOBE/IEHHH.
3akoHOJaTe/bHbIe  aKThl 00  00s3aTe/IbHOCTH
JIOKYMEHTHPOBaHUS WH(pOPMaLIUH. Haznauenue

JIOKyMeHTHOW HH(popMauyy. PakTopbl, BAUSIOL[ME Ha
MH(POPMALIMOHHYIO LIEHHOCTh [JJOKYMEHTOB. 3aBUCHMOCTb
L[EHHOCTU WH(GOpPMAaIMK OT TIOJHOTBl, OOBEKTUBHOCTH,
JIOCTOBEPHOCTH, CBOEBPEeMEHHOCTU Tepejjaud U ToJyueHwUs,
MepUOAVYHOCTA WM 4acToThl Tepefaud. OmepaTuBHas U
HCcTOpUYecKast (peTpocmieKTHUBHas) JIOKyMeHTHasi
vH(opMalys Kak ejuHasi MH(popMal[OHHasi CUCTeMa.

2.2. @YHKLMYU JJOKYMEHTOB

[TonaTHe «QyYHKUMUS [OKYMeHTa». 3aBUCUMOCThb
TIOHATHUS «TOKYMEHT» OT ero (yHKLMH. 3HaueHue U3yuyeHus
byHkiuu  gokymeHTa.  VHdopmauyoHHas — GyHKLIUS
JIOKyMeHTa KaK CpeJICTBO 3areyatjieHdss W COXpaHeHHs
“H(opMaIuu. CoumanbHas byHKIMsS JIOKYMeHTa.
KynbrypHas ¢yHKIUS JokymeHTa. KoMMyHUKaTHBHast
(GyHKIMS KaK Cpe/ICTBO mepeZiaur MHGopMaliu.

YnpaBneHyeckass ¢YHKUMS UM ee 3HaueHHWe B
opraHu3aluu yrpasreHus. [IpaBoBasi yHKUMsA. DPyHKIMs
yueTa. yHKIIUS JOKyMeHTa KaK UCTOPUUeCKOT0 HCTOUHHKA.
@OYHKIMA ~ TIOCTOSIHHO  JleHcTByloIMe U (YHKLUU
orepaTvBHble BrusHue (QyHKUMNA [OKyMeHTa Ha ero
cTpYKTYypY. [TonndyHKIMOHAIBHOCTD JOKYMEHTA.




2.3. Cioco0bI JOKyMeHTUPOBaHUS

3ByKOBasi peub, ee BO3MOXXHOCTU U HEeJOCTaTKU B
3aKpervieHMd Y Trepefaue uHpopmauuu. [lpeaMeTHbI U
3HAKOBBIM  CTIOCOOBI  TiepefauM  coobijeHuil. IloHsATHE
«Crocob» OKyMeHTHUpOBaHUs. VICTODUYeCKWi XapakTep
JOKYMEHTOB U JIOKYMEHTHDOBaHMs. OTarbl pPa3BUTHUS
Crocob0B [JOKyMeHTUPOBaHMUSI.

HauepraTenbHbIN €riocob 3akpervieHus U Tiepefauut
MHpOopMaLMu. TexcToBoe JOKYMEeHTHPOBaHHe.
[MukTorpadmueckoe THUCBMO YW ero  OCOOEHHOCTH.
Jlororpajduueckoe nmucbMo (HMaeorpaduueckoe MUCbMO), ero
JIOCTOMHCTBA U He/I0CTaTKH. [TpumeHeHne
nukTorpa¢uyeckoro U Jororpaguueckoro mnucbMa B
Hactosiiee Bpewms. CrioroBoe mMcbMO. BoO3HUKHOBeHHe
¢doneTnyeckoro (OyKBeHHOT0) MUCHMa.

Pa3BuTue rpaduku pycckoro nuckma. CteHorpadus.
[TprMeHeHHe TEKCTOBOTO JOKYMEHTHUPOBaHMUS.

TexHuueckoe JIOKYMeHTHPOBaHUe. OcHoBHbIE
TPYIIbl TEXHUYECKOM JOKyMeHTaluuu. BUAbl TeXHUUYeCKHUx
JokyMeHTOB.  O6siacTi  TIpUMeHeHHsI  TeXHUUeCKOro
JIOKYMEHTHPOBaHUSI.

®oToJ0KyMeHTUpOBaHUe. 3HaueHWe (oTrorpadun
Kak crocoba ¢ukcarmy uHGopManuu. [IprMeHeHMe
(hOoTO/1I0KYMEHTOB.

KuHopokymeHTHpOBaHMe. [Tonartue
«KUHOZOKYMEHT». BUibl KWHOJJOKyMeHTOB. Bueo3amnucs.

®OHOJOKYMEHTHPOBaHHe. Ero 0COOEHHOCTH,
ob/1acTv TIpUMeHeHus.

JToKyMeHTHpOBaHHe C TIpUMeHeHUeM

MH(OPMaLMOHHO-/IOTMUeCKHUX MalllKH.

CoBpeMeHHble  CIIOCOOBI  JOKYMEHTHDOBAaHUS  C
WCII0/Ib30BaHHEM HOBbBIX TEXHOJIOTHH.

2.4.MaTtepuasibHble HOCUTeU HHPOPMaLIU

Hocutenmu wuHdbopmaiyu. [lpeBHeillliie MaTepyasbl
ansi micbMa Martepuanbl st iiceMa B [lepegHelt Asuu
(kMuMHOTIMCHBIE Tab/MMUKK). V3roToB/ieHWe W TPUMeHeHHe
nanupyca. Jcnonb3oBanue [ TNMCbMa IepraMmeHTa,
OepecTbl U IPyrux MarepuasioB. M3o00pereHne Oymary, ee
JIOCTOMHCTBA, o0ycoBUBIIIVIE NIOBCEMeCTHOCTb
pacrnipoctpaHeHusi. Bogsnble 3Haku (dbunurpanu). CpeacTBa
M OpyJusi MMCbMa U WX BMSHUE Ha pa3BUTHE TpapuKu
NMchbMa.

Martepuasnbl AJi1 TeXHUYECKOTO AOKYMEHTUPOBaHUS.
Martepuasbl ISt (OTOKMHOZOKYMEHTUPOBaHUSI.
Bupgeorpammbl. MaTepuasbl Ajisi GOHOJOKYMEHTUPOBAHHUSI.
KowmribtoTepHble ~ HOocuTend — WHGOpMaluu.  BrusiHue
HocHTeNsl MHGOpMallMKM Ha J0/ITOBEYHOCTb U CTOHMMOCThb
JIOKyMeHTa.

Pasoen
0oKyMeHma

3

IlpusHaku

3.1. OpuUruHaabHOCTD JOKYMeHTa
[lonsTve  opuruHasa, IpU3HAKU  OpWUIMHAasa.
YMHOKEHHbIe  OpUrMHanbl. YepHOBHMKH U 06eJIOBUKH
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TEeKCTOBBIX JJOKYMEHTOB. ABrorpacdsl. Pepakuyu.
OpuruHanbl KWUHO U (OTOJOKyMeHTOB. OpurrHaibl
¢oHOI0KYMeHTOB. OpUrMHa/ bl TEXHUUECKHX [JOKYMEHTOB,
OpPWTrHHAJ 3JIEKTPOHHOI'O JJOKYMeHTa.

[Tonsitne «nOAMMHHUK». [loAIMHHBIE U TOJJI0XKHBIE
JIOKYMEHTHI. Bugbl banbcu@uKa  JOKYMEHTOB.
danbcuduKays COo/ieprKaHus. Nurtepnosisanms
danbcuduKalys cocTaBa yA0CTOBepeHus, OyiaHKa.

3.2. KonuiHoCTh JI0KyMeHTa

[TonsiTusi «konusi». MlcTopuueckoe pa3BUTHE KOTMMA.

Buabl KOIHH, onpejensieMble criocobom 1504
BOCIIpou3Be/ieHNs. Koruu, pas3muuvMmbie MO crocoly ux
YZ0CTOBEPEHUS. [Topsiok odopmieHus KOIHUH.

FOpuanueckast cuma Korui. []y6ukar.

Pasoen
0oKyMeHma

4

Cmpykmypa

4.1. ®opMynsp JOKyMeHTa U ero CoCTaBHble 4acTu

[Tonsatue «pekBusuT». [IOCTOsIHHBIE U TlepeMeHHble
PEKBU3HTHI. [Tonsitme «topmynsipa JIOKyMEHTa».
OcobenHoctd  QopMmyssipa  JOKYMEHTOB,  TOyYeHHBIX
Pa3/IMYHBIMUA CIIOCOOaMU JOKYMEHTHUPOBaHUsI (TEKCTOBBIMU,
MalllMHHBIMHM, KHHO-, (0TO-, (OHO-, TEXHUUECKUMH).
WupauBuyanbHbli W TUANOBOW  (OpPMYJ/sp JOKYMEHTa.
@opmynsip — obpaser, ero 3agaud B yHHU(UKaIMU
TpeOOBaHMI K pEKBU3WUTaM JJOKYMEHTa U X PacTIOI0XKeHHIO.

4.2. Co3fjaHie ¥ pa3BUTHE TPaJULIMOHHOW (OPMBI
JIOKyMeHTa

®opMmyssap TekcToBoro gokymenta XVI - XVII Bs.
BnusiHue TpaguLuii U 3aKOHAa Ha CKJiaJbiBaHue ¢GopMyJisipa
nokymeHnTa. Crierprika 00603HaueHHs1 HAaMMEHOBaHUSI BUJA
JIOKyMEeHTa, yKa3aHhe aBTOpa M COCTaBUTeJsl [OKYMeHTa.
OO6o3Hauenne  azpecata.  Oco0EHHOCTM  /IaTUPOBKHU
JIOKymMeHTa. MeCTO ¥ XxapakTep TOJIUCEN [I0KyMeHTa,
«CIMpaBbl» U «IIPUIMUCH», aBTOPCKas TMOAMUCh. Buabl
rnevyareii. OTMeTKM Ha  [JJOKyMeHTax. Tpa/IuLIMOHHO
CJIOXKMBLIASICS CTPYKTYpa TeKCTa U 0COOEHHOCTH W3/I0’KeHHsT
Co/lep>KaHusl Pa3/IMUYHbIX BU/JOB JOKYMEHTOB.

®dopmysiap TekKcToBOro fokymenrta XVIII B.

3akoHOJaTe/lbHble M HOPMAaTUBHbIE  aKTbl O
cocTaBlieHMM U O(OpM/IeHWH [JOKyMeHTOB. BrusHue
vepapxXMyd «BjlaCTeli M MeCT» Ha pa3BUTHe BHIOB U
pasHoBuzHOCTel. OOo03HaueHWe aBTOpa M €ro MecTo B
dhopMynsipe JOKyMeHTa.

TekcT gokymeHTa. Posib 3aKOHOZATe/NbHBIX aKTOB
XVIII B. B yHUOUKALMK TeKCTa OMpeje/eHHbIX BHU/I0B
JOKYMeHTOB.  [IMChbMOBHUMKM, COOPHHMKM  0Opa3sIjOBBIX
TeKCTOB. 3arojioBOK K TEeKCTy, ero Ha3HauyeHue U MecTo.
Ckperna. ITeyaty 1 npaBuia nosib3oBaHusg UMU. OTMETKH, UX
BU/Ibl, HA3HaUeHUe U MeCTo B hopMyisipe.

®opmysip TEKCTOBOro fJoKyMeHTa XIX - Hauama XX
BB.

PeryniameHTanyst 3aKOHOZaTe/IbHBIMU aKTaMH TOpsiZKa
cocTtapyieHusi ¥ odopmieHus: HoKyMeHTOB (0603HaueHHe
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BUJla, aBTOpa [OKYMEHTOB, HX MecTo B (opmyspe.
[MosiByieHue G1aHKa.

OcobOeHHOCTH  a/[pecOBaHUsI  JOKYMEHTOB |
odopmsieHre faTthl. M3MeHeHWe B Tmopsiike ohOpMIeHUs
MOANUCH Ppa3/IMUHbIX BUJOB [OKyMeHTOB. lIpocraBieHue
reyareid. XapakTep OTMETOK Ha JJOKYMeHTax.

CTpyKTypa TeKcTa JOKyMeHTa.

Ob1erocyapcTBeHHasi YHU(DUKALUS JOKYMEHTOB U
CTPYKTYPhI TEKCTOB.

4.3. ®opmyssp yrnpaB/ieHUeCKOro AoKymeHTa XX-
XXI BB.

Bonpockl  JOKYMEHTHMDOBaHHWsl, COCTaB/e€HUSI U
oopmiieHHsT  IOKYMEHTOB B  3aKOHOJlaTe/NbHbIX U

HOPMaTHBHBIX aKTax. Yuudukanus JIOKYMEHTOB.
BHyTpuBHj0Basg yHU(]UKauWs. PasBuThe yHUDUKALMKA U
CTaHJapTU3aLuu JIOKYMEHTOB. I'ocynapcTBeHHbIe

CTaHZAPTHI Ha JOKyMeHTbl. OCOOEHHOCTH OpraHU3aIlMOHHO-
pacriopsigutesibHbix  AokymeHntoB. ['OCT P 7.0.97-2016

«OpraHn3alioHHO-paclopsAuTebHas JOKyMeHTaLusl.
TpeboBanusi K 0OGOPM/IEHUIO [JAOKYMEHTOB». PeKBU3UTHI
JIOKYMEHTOB, repevyuc/isieMble B «[TpaBunax
[leNIoTrpor3BO/CTBa B (henepanbHBIX opraHax

WCIIO/THUTEJIbHOM B/IaCTU» U “MeTouuecKuX peKOMeHZaLust
Mo pa3paboTKe WHCTPYKLMWA T10 [1eJIONPOU3BOJCTBY B
(benepanbHBIX OpraHax UCIOJJHUTEILHOMN BAacTh”.

brank mokymeHnTa. Bugel 6maHkoB. Coctap 6/1aHKa,
TIOPSIZIOK PacriofioXKeHHs] PEeKBU3UTOB B OsiaHKe. BiaHku ¢
YIJIOBBIM W TPOJOJBHBIM PACIO/IOKeHUEM PeKBU3UTOB.

[lpaBuna  KOHCTPyupoBaHWs  OsaHka.  bmaHku — c
1300pakeHHeM TOCYy/JapCTBeHHOTo repba u repba cybnekra
deneparum.

AgTop JOKyMeHTa. ITopsimok 0603HaueHus
HaMeHOBaHUS OpraHu3aIMu-aBTopa JOKyMeHTa.

CripaBouHble jaHHbIe 00 aBTOpe, UX COCTaB, pa3MellieHue Ha
OnaHke. ABTOpBI JIMYHBIX JAOKyMeHTOB. I[loAmuck, meyatsb
Kak IPU3HaKHU aBTopa.

Buj nokymeHTa, ero passutve. Bujbl JOKYMEHTOB,
orpejiesissieMble  3aKOHOZATebHBIMM W HOPMaTHUBHBIMHU
akTamu. CBsi3b BU/IOB JJOKYMEHTOB U (DYHKLMI yrpaB/IeHusl.
YKasaHue BHJA [OKyMeHTa, ero MeCTO U Ha3HauyeHue B
¢dopmysipe JOKyMeHTa. 3aBUCUMOCTb (POPMBbI JOKYMEHTa OT
ero BHUja.

Ob6o3HaueHne azpecata. [IpaBuna  HamMcaHWS
aZpecata M MeCTO yKasaHus ajpecata B ¢opmyJsipe
JokyMeHTa. OTpakeHue cdepsl [eiCTBUSL JOKYMeHTa B ero
agpecare.  Ilopspmok  odopmieHusi  [OKYMeHTa  C
HECKOJMbKUMM  azipecatamu.  Ilopsgok  odopmieHus
IIOYTOBOTO ajpeca.

[Hata  [oKyMeHTa. 3HaueHue JaTUPOBaHUS
JIOKyMeHTa. ABTOpPCKHWe ZaThl (COCTaBjeHHe, TIOATMCAHUE),
JlaThl, OTHOCSIIIeCs K CO/IePKaHHI0. Hatbl,

XapaKTepu3yoIue 3jemMedTa Gopmyssipa. latel 06paboTKH
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IOKyMeHTOB. [Topsiiok odopmieHus JiaT.

CocTaB yJocToBepeHHsi [JOKYMeHTOB. HasHaueHue
MOATNMCaHUsI OKyMeHTOB. [IpaBuia MOAMUCH [JOKYMEHTOB
pa3/MuHbIX KaTeropul. Mecto moanucu B (opmysisipe
JIOKyMeHTa.  DJIeKTpOHHasi  moAanuck. OTmetka 00
3/71eKTPOHHOM TIOATTHUCH.

[TeuaTu ¥ WX Ha3HaueHWe. Buabl mneuaTen.
I'ocymapcTtBeHHast repboBasi reuaTh. 3aKOHO/ATETbCTBO 00
W3rOTOBJIEHUM W  TIO/b30BaHUM  MeuaTaMu. [lopsgok
MpOCTaB/IeHNs OTTUCKA MeuaTH Ha JJOKYMeHTax.

YTBepxKaeHUe A0KyMeHTOB. CIOCOObI YTBEPIKAEHUSI.
CocraB rpuda yTBepK[eHUs, TMOPSJOK ero ogopM/eHus,
MecTo B popMyJisipe JOKyMeHTa.

CornacoBanuve JokyMeHTa. [lopsioKk U BHU/bI
cornacoBaHusi. Busbl u rpud corsacoBaHus, UX
odopmsieHre, MeCcTo B (GOpMYyJisipe JOKyMeHTa.

OTtMeTKH Ha [JOKyMeHTax. VX pojib B IIPOXOXKEHUU
Y UCIIOJTHEHWH [IOKyMeHTa, MecTo B (hopMysisipe JOKyMeHTa.
Ocoboe Ha3HaueHUe Pe30JTIOLUH (YKa3aHUs TI0 UCTIOTHEHUIO
JIoKyMmeHTa). TpeboBaHue K COZep>KaHUIO ¥ O(GOPMIIEHHUIO.
OTMeTKH O B3STUU [OKyMeHTa Ha KOHTPOJIb, WCIOJHEHUH
JIOKyMeHTa U JIp.

4.4. TekcT JOKyMeHTa

[ToHATHe «TEKCT [OKyMeHTa» TIpU pPa3IAYHbIX
cocobax  gokymeHTHpoBaHus. CIlieHapyii  TOATOTOBKH
JnokymeHTa. Cozep>kaHue MPOCTBIX U CJIOKHBIX JOKYMEHTOB.

[Mopsigok W3/I0’KeHUs TeKCTa JIOKyMeHTa.
TpeboBaHusi UETKOCTM U SICHOCTM TeKCTa [JOKyMeHTa.
Jloruueckasi CTpyKTypa TeKcTa. B3auMoCBsi3b cofiepKaHus U
¢dopmbl foKymMeHTa. Popmanu3alys TeKCTa JOKyMeHTa.

OJIeMeHTbI TeKCTa. [TonsaTue «3aroJIOBOK»
(HauMeHOBaHHe J0OKyMeHTa). Ha3HaueHWe 3aro/ioBKa, ero
Mecto B dopmyssipe JokymeHTa [IpuioxkeHuss K TeKCTy U
TOPSIIOK UX 0(OPMJIeHHSI.

4.5. YHudukaius TekcTa JOKyMeHTa

YHubukaiusi JoKyMeHTa Kak OJHO M3 HarlpaB/leHul
ero CoBepIlleHCTBOBaHUS. [IpeAmnochulku  yHUUKALWK.
MeToz yHU(DUKaLWH.

YHuduKaiusi  CTPYKTypbl  TeKCTa.  DJeMeHTbI
dbopmanuzaiuu. PopManv30BaHHbIM  XapaKTep TeKCTOB
yUeTHOW JOKYMeHTal[uu. YHHU(UKALUs S3bIKOBBIX CPeJCTB.
®opMbl  YHU(PUKALMWA: TUIIOBOM, TpadapeTHbIM TeKCTHI,
Tab/MIIa, aHKeTa, rpadyKy, AUarpamMMal.

Pasoen 5
JoKyMeHmayuu

Cucmembl

5.1. CknagpiBaHUe CUCTeM [JOKYMeHTal[Uu

[ToHaTe «cucTeMa [JOKyMeHTauuu». [IpusHaku
CUCTeMbl JOKyMeHTauuud. OcCHOBaHHSI —KJaCcCU(pUKaLUU
CHCTeM JIOKyMeHTaL1H.

Wctopuyeckass 00yc/IOBIEHHOCTh  (POPMUPOBAHUS
CUCTeM JOKYMeHTaL[1H. Cucrembl JIOKyMeHTal[u1
yupeXx/ieHuI 10peBO/IIOLMOHHOM Poccumu.

PasButne cucrem [JOKyMeHTAal[d Ha COBPEMEHHOM
sTarie. KauecTBeHHble M3MEHEHUsI COCTaBa M COZEP>KaHMsI
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CUCTEeM JIOKyMeHTaLUH.

'ocynapcTBeHHas cucreMa JIOKyMeHTaL[1}.
@DyHKI[MOHA/IbHbIE CUCTeMbI JIOKyMeHTaL[|H,
BEJJOMCTBEHHbIE CUCTEMbl WM OTpacjieBble CUCTEMBbI
JIOKYMeHTaLM1 U UX B3aUMOCBSI3b.

5.2. YauduiMpoBaHHble CUCTEMbI JJOKYMeHTaL[u1

[TonsiTue «yHUULMPOBaHHAas cucrema
JOKyMeHTal[uu». Pa3paboTka yHU(PULMPOBAHHBIX CUCTEM
JIOKyMeHTal[dd - HOBbIA 3Taml B yHUDUKAIUM U
CTaHJapTU3aLuu JIOKYMEHTOB. XapakTeprcTHKa
YHUPULIMPOBaHHBIX cucTemMm JOKyMeHTaL[|H.
l'ocyapcTBeHHble  CTaHJApThl Ha  YHU(ULIMDOBaHHBIE
cuctembl.  OMBIT ~ MeXAYHApOJHOW  CTaH/AapTH3aLyu
JIOKyMEHTOB.

ITpoekTrpoBaHue YHUDULMPOBAHHBIX ¢bopm
JIOKyMeHTOB. MeToj; cojepkaTesibHOM U (dopmasibHOU
yHUDUKALIH.

Peructpanysi yHU(ULMPOBaHHBIX (DOPM [JOKYMEHTOB.
[TopsiioK BBefileHUs] B [leliCTBUe YHU(PULIMPOBaHHBIX (HhOpM
JIOKyMeHTOB.  AyibOoMbl  ¢opM  YHUDHUIMPOBAHHBIX
JIOKYMEHTOB.

PernameHTalisi coctaBa BHZIOB W Pa3HOBUAHOCTEMN
JIOKYMEHTOB ~ OTpeJie/IeHHOr0  KOMILIeKca 10 3ajadyaM
yrpasyieHusi. Tabenb popM JOKYMEHTOB.

Pazden 6 OpeaHu3ayuoHHo-
pacnopsioumesbHble u
UH(OPpMAYUOHHO-CNPABOYUHbIE
O0OKyMeHMbl

YHudUIMpoBaHHasi ~ CHUCTeMa  OpraHM3alMOHHO-
pacropsiiuTeIbHOW AoKyMeHTaruu. OcoOOeHHOCTH CUCTEMBI,
ee COCTaB.

Opranu3zai[ioHHbIe [IOKYMEeHTBI. ITonoxxenws,
yCTaBbl, perJlaMeHTbl, WHCTPYKLUWH, TMpaBuIa U Jp.
TpeboBaHMS K UX COCTAB/IEHUIO U 0()OPMJIEHHIO.

PacnopsaurenbHble  oKyMeHThl. [locTaHOB/IeHUSs,
pellleHUs, TIpUKasbl, paCIOPsSUKEeHUs, YKasaHhsd U [p.
[MTopsifok ux cocTaBieHuss U 0hOpMIeHMS.

WHdopMal[MOHHO-CIpaBOYHbIE  [OKYMEHThI:  aKThl,
CTIpaBKH, JOK/Ia[HbIe U OOBSICHUTE/IbHBIE 3alUCKH, MTMChMA,
TenerpaMmbl, TenedoHorpamMmel. KX cocTtaBlieHWe U

odopmieHue.
OcobeHHoCTH odopmiieHust JlesATe/IbHOCTH
KOJIJIETMa/IbHbIX OPraHoB.
Pasoen 7 7.1. Pernamenranus [IpOLIeCCOB
CosepuwieHcmgosaHue JIOKyMeHTO00pa30BaHUs
OOKYMEeHMAayuUOHHbIX HeobxomumocThb perympoBaHus rpotiecca
npoyeccos JIOKyMeHTOoOpa3oBaHusl. BhIsicHeHWe U yCTpaHeHHe MPUYUH

HEOIPaB/JaHHOTO BO3pacTaHUs BUJIOBOTO pa3HOOOpas3usi u
KOJIMYecTBa JIOKyMEHTOB. YCTaHOBJ/ieHHMe 000CHOBaHHBIX
KpUTepHeB CO3J,aHus JIOKyMEHTOB. @DaKTOopBI,
oripejiesisitoll[ie  HeOOXOJUMBIN  KOMITIEKC —/JOKYMEHTOB.
Turmzarmss  ¢opMm  JokymeHTOB. Pa3paboTka HayuHbIX
KOHLIEMLINM Me)KOTpac/eBon yHUbHUKaLUU dhopm
yTpaB/ieHYeCKUX JOKyMeHTOB. Co3/1aHie 0aHKOB JJaHHBIX.
[TpaBoBoe pery/ivpoBaHue rporiecca
JIOKYMEHTO0OpPa30BaHMUsl. DOpMBbI TIPaBOBOT'0
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perympoBaHUs.

7.2. Wcnonb3oBaHMEe  HOBBIX  TEXHOJOTHMM B
JIOKYMEHTHPOBaHUU

BnusiHue BHeJpeHUs] BbIUMC/IUTETbHOW TEXHHWKU Ha
obOpa3oBaHWe [JOKyMeHTOB. [IOKyMEHT B 3/IEKTPOHHOH
dopme. IIpobsema TIpaBOBOrO peXHUMa JOKYMEHTa,
CO3/JaHHOTO B  3/MeKTPOHHOW  ¢opme. OcobeHHOCTH
COTJIaCOBAHUS U MOANMUCAHUSA 3JIeKTPOHHBIX JOKYMEHTOB.

OcobeHHOCTH CO3/1aHKsT ¥ 0POPM/IEHHUST JIOKYMEHTOB
Ha KOMIIbIOTepe: MUCI0/b30BaHWe 0a3 [JaHHBIX, CO3/jaHue
1a0/I0HOB, TEKCTOBBIE peaKTOPhl, CJIOBapH, TPOBepKa
rpamMoTHOCTH U opdorpaduu. CoBpeMeHHOe MpOrpaMMHOe
obecrieueHue.

PasButve  cuctembl — nepefauud  MHGOpMaLUU
Bo3moxkHoCTH Ge370KyMeHTHOro oOMeHa WHQoOpMarueii B
yIpaBIeHUH.

[ToHATHSA: «I]eHHOCTh [OKYMEHTa», «3KCIlepTh3a
L[EHHOCTH». BO3HMKHOBEHHWe 3KCIepTH3bl. BbIpaboTKa
TIPUHLIUTIOB ¥ KPUTEPHUEB OLIEHKU 1IeHHOCTH JIOKYMEHTOB.

BHelHsisi ¥ BHYTPEHHSI1 KPUTHMKA [IOKyMEHTOB.
AHanu3 aBTOpPCTBA, BpeMeHM, MeCTa BO3HHUKHOBEHHH
JIOKyMeHTa. AHanu3 cojieprKaHust JIOKYMeHTa.
10CTOBEPHOCTh U 1IeHHOCTh JJOKYMEHTa.

JJoKyMeHTHI C noBTOpSsitoLeiicss uHopmariveid. Buibl

TOBTOPSIEMOCTH: NyO/IeTHOCTB, TOT/IOEeHHOCTb,
CYMMHUDOBaHWe, BapUaHTHOCTb, pedepupoBanue. OOie
3aKOHOMEpHOCTH, orpeiesitoLye BO3HUKHOBEHUE

JIOKYMEHTOB C MOBTOPsItOLLelicsi MHpopMal[ueil.

3HauMMOCTh  SIBJIeHWM, COObITHM, (aKTOB B
MEepBUYHbIX W BTOPWUYHBIX [JOKYMEHTaxX, COOTBETCTBUE
cojiepkaitieiics B HUX HWHGOPMAalMd OCHOBHBIM  WJIH
BCIIOMOraTe/IbHbIM (GYHKIUSIM yupexxjeHusi. FOpuanueckas
CWla 9JTUX [JJOKYMEHTOB. XapakTep IIOBTOPSIEMOCTH,
MepUOIUIHOCTb 00pa30BaHusl JOKYMEHTOB.

BbibopouHast OIleHKa JIOKyMEHTOB.

CrieLipanbHble KpUTepUHr OLIeHKU HayuHO-
TeXHUYeCKOU JOKyMeHTaL1u (HTLH). N3yuenue
BHYTPEHHET0 COCTaBa [JOKyYMeHTa To mpobsieMaM (TeMaM) U
MofiesisiM (KOHCTPYKLIUSAM) 3HaueHWe Hay4YHO-TeXHUUeCKOH
uzerd. 3HAUUMOCTh 00BeKTa /il SKOHOMUKHU. Y HUKa/IbHOCTh
COOPY>KeHUsI UJTH KOHCTPYKIIUH.

Kputepuu 11eHHOCTM KUHO(MOTO(OHOJOKYMEHTOB.
OcoOeHHOCTH Ol€HKH MallTMHOUHMTAeMbIX JOKYMEHTOB.

Pazden 8. HayuHo-
ucmopuyeckas u
npakmuuyeckas YeHHOCMb
0oKymeHma

Pasoen 9. Komnaekcnbi
O0OKyMeHmMos8

[lonaTe «KOMILIEKCA [OKYMEHTOB». IlepBuuHbIe
KOMIL/IEKChI TEKCTOBBIX JJOKYMEHTOB M UX BU/bl. KOMILIeKChI
TeXHUUECKHUX U KHHO(OTOJOKYMEHTOB.

CrokHble KOMILIEKChI. [IOHATHS «10KyMeHTaTbHbI»
U  «apxuBHbI»  (QoHAbl.  KoMmmuiekcel — JOKYMEHTOB
yUpeXX/ieH1M, OpraHv3ali U CTPYKTYPHBIX [10/ipa3/ieeHr .
Jlnunbie oAb, [loHATHE «KOJUIEKLUS)» [1OKYMEHTOB.
IToHsiTHe «apXUB».
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4. O6pa3oBare/ibHbIE TEXHOJIOTHU

B pa3zene ykaszaHbl 0Opa3oBaTe/ibHbIe TEXHOJOTUU, UCTIO/Ib3yeMble TIPY peann3alydy Pa3TuuHbIX
BUJIOB yueOHBbIX 3aHATHU A/ Haubosee 3(h(HEKTUBHOIO OCBOEHUS AUCILUIUIMHBI. [Ipy TIpOBeleHUH
yueOHBbIX 3aHSTHMM oOecrieurBaeTcsi pa3BUTHE y OOYyYarOIMXCs HaBLIKOB KOMaHAHOW paboThI,
MEeXJIMYHOCTHOM KOMMYHMKAl[UM, TIPUHSTUSI pellleHri, JWJepCKUX KauyecTB (BK/Ouasi TpHU
HeoOXO/IMMOCTH TIpOBe/leHHe WHTePaKTUBHBIX JIeKLWH, TPYMIOBBIX AUCKYCCHMA, PpOJIEBBIX WIP,
TPEHUHI'OB, aHa/U3 CUTyallUil YU UMUTALMOHHBIX MOJiefield, TperojiaBaHrie AUCLUTIIMH (MOAyei) B
(opMe KypCOB, COCTaB/€HHbIX Ha OCHOBE pe3y/bTaTOB HAy4YHbIX WUCC/AE[0BaHUM, B TOM 4YMCJIE C
yUéTOM perrMoHa/lbHBIX 0COOeHHOCTel TIpOodeCcCHOHANBHON /IeATeIbHOCTH — BBITYCKHUKOB U
notpebHoOCTeN paboTozaresneii.

[ns mpoBefieHUsT 3aHATHM JIEKLMOHHOTO THMA 0 [AUCLUIUVIMHE TIPUMEHSIIOTCS —TaKue
oOpa3oBaTe/ibHbIe TeXHOJIOTMU KaK UHTepaKTHUBHbIe JIeKLUH, pobieMHoe obyuenue. [17is1 IpoBe/ieHust
3aHSATHN CeMUHAPCKOT0 TUIIA UCI0JIb3YIOTCS TPYIITIOBbIe AUCKYCCUH, POJieBbie UTPbl, aHA/IU3 CUTYyaLui
Y UMUTALIMOHHBIX MOJeJen.

Ne/Ne | HaumeHOBaHuMe paszena Bupbt yuebHbIX | Obpa3oBaresbHbIe TeXHOIOTHUU
3aHITUMI
1 IIpenmer, comep)xanue, | Jlekyusa 1-2. BeooHas nekyus

3alauM Kypca

CamocmosamenbHa
s paboma ITod2omoeKa K neKkyuu
2 Nctounuku u nureparypa | Jlekyus 3-4 Jlekyus-gusyanusayus C
1o Kypcy npumeHeHuem caatio-npoekmopa

CamocmosimenbHa | ITodzomoeka K nekyuu:

s paboma — MOHUMOPUH2 3AKOHOOAMe/NbHbIX U
HOPMAMUBHO-MemMOoOOUYeCKUX
UCMOYHUKO8 N0 OOKYMEeHMO8eOeHUIO
C ucnonb3oeaHueM npagoeblx 6as

OQHHbIX;
uzyueHue 0oKyMmeHmogeoueckoll
yuebHoU U HayuHoU Aumepamypbl
3 HokymeHT, ero (yHKuuH, | Jlekyus 5-6 Jlekyus-gusyanusayus c
TOHATUS  JIOKyMEHT | npumeHeHuem caalio-npoekmopa
uH(popMaLus
JlabopamopHoe Huckyccus
3aHamue 1
CamocmosimenbHa | ITodecomoeka K aabopamopHomy
s paboma 3aHAMUIO
4 Crnioco0b1 Jlexkyus 7-8 IIpobnemHas nekyus
JOKYMEHTHUPOBaHHUSI u
MarepuasibHble HocuTenu | JlabopamopHoe Huckyccus
uHbopMaL 3aHsmue - 2

CamocmosimenvHa | [Todeomoeka K sn1abopamopHomy
A paboma 3aHsIMuiO

5 [Ipr3Haku JOoKyMmeHTa: | Jlekyusa 9 AHanumuueckas nekyusi
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OpPWUTMHA/IbHOCTb,
MO/JI/TMHHOCTb, KOMMUHWHOCTL | CamocmosimenbHa | IToozomoeka K nekyuu
s paboma -
6 ®opmynsp gokymeHta U | Jlekyus 10-14 Jlekyuss ¢ pazbopom KOHKpemHbIX
ero  COCTaBHble  YaCTH. cumyayuti
Uctopus pa3Butus | J/labopamopHoe
dhopmyisipa JOKyMeHTa: 3aHamue — 3-6 MonumopuHe dokymenmos 17-20
16-17 Beka, 8eK08
18 Bek, CamocmoamenbHa
19 Bek, s paboma - ITodeomoeka «k snabopamopHomy
20 Bex 3aHAMUIO
ITodzomoeka K 3auemy
7 ®opmysip coBpemeHHOro | Jlekyus 15 Jlekyus-eusyaausayus c
yIIpaBeH4YeCKOro npumeHeHuem caalio-npoekmopa
JOKYMeHTa: rpaBua
othopmenus: pekBu3uToB | JlabopamopHoe MoHumopuHe 3akoHOOamebHbIX U
3aHsimue — 7-8 HOpMAaMu@HO-Memoou4ecKUX axKmoe
no O0OKyMeHmMo8eoeHUIo c
ucnonb308aHueM  npagosbix  6a3z
OQHHbIX;
Ompabomka NpakmuuecKux
CamocmosmenbHa | HaBbIKO8 0O(pOpMEHUsI peK8U3UMO8
s paboma -
IToozomoeka k nabopamopHomy
3aHsAMUIO
8 TpeboBanusi Kk Tekcry | Jlekyus 16 -17 Jlekyus-gusyanusayus c
JIOKYMEHTa; npumeHeHuem caalio-npoekmopa
Yuubukarus TekcTa | CamocmosmesbHa
JOKYMeHTa s paboma - IToozomoska k nekyuu
9 Cucremsl pokymeHrtaumu; | Jlekyus 18-19 Jlekyus-gusyanusayus c
CK/IaZibIBaHUE CHUCTEeM, npumeHeHuem caalio-npoekmopa
YHUDULIMPOBAaHHbIE
CUCTeMbl JOKYMeHTaL1U CamocmosimenbHa | ITo02omoeka K nekyuu
s paboma
10 OpraHu3aljoHHbIe, Jlekyusa 20-23 Jlekyus-gusyanusayus c
pacropsiiutesnbHble u npumeHeHuem caalio-npoekmopa
MH(MOpPMaLIMOHHO- JlabopamopHoe
CMIpaBOUHbIE JOKYMEHTbI 3aHsmue 9 - 15 Hcnonb3osaHue Kelic-memooa
CamocmosimenbHa | [Todecomoeka K aabopamopHomy
s paboma 3aHamuio
TdBue CosepieHcTBOBaHue | Jlekyus 24
JIOKyMeHTaL[MOHHBIX IMpobaemHas nexkyus
TIPOLIeCCOB,
VICII0/Ib30BaHue HOBBIX
MH(OPMAaLIMOHHBIX CamocmosimenbHa | ITodzomoeka K nekyuu
TeXHOIOTUI B | 1 paboma
JIOKyMEHTHUPOBaHUM
12 Kowmrinekcsl [10KymeHTOB; | Jlekyus 25 IMpobaemHas nekyus
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HayuHo-ucropuueckas u
npakTUyeckass  LeHHOCTb | JlabopamopHoe e | [locewjeHue  apxuea,  u3yueHue
JIOKyMeHTa 3auamue 16 C/NI0XHCHBIX KOMN/IEKCO8 HA NPAKMUKe

CamocmosimenbHa | [Todecomoeka K 1abopamopHomy
s paboma 3aHsamuio
IModzomoeka K 53K3ameHy

Kaxzpiii obOyuarormuiicsi B TeueHuWe Bcero repuoja oOyueHus obecrieueH WHAVBUYaTbHBIM
HEOTPaHWUYEHHBIM [IOCTYTIOM K 3JIeKTPOHHOW WH(popMaLmoHHooOpa3oBarenbHOM cpege PITY w3
nmobol TOUKM, B KOTOPOM HMMeeTCs [JOCTyn K WHGMOPMAILIOHHO-Te/IEKOMMYHUKAIIMOHHOW CeTH
"NnTepHer", Kak Ha Teppurtopun PITY, Tak u BHe ee. ODJieKTPOHHas HWH(POPMALIMOHHO-
obpa3oBaTtenbHasi cpega PI'TY obecrieunBaeT: ZOCTyN K yu4eOHBIM IJlaHaM, pabouydM ITporpaMMam
MUCLATUTUH (MOAy/eid), TporpaMMaM TIPAKTHK, 3JIEKTPOHHBIM Y4eOHBIM H3/IaHUSM U 3JI€KTPOHHBIM
oOpa3oBaTe/bHBIM ~pecypcaM, yKa3aHHbIM B pabouux TMporpamMmax [AWCHUIUVIMH — (MoAyreid),
nporpaMmax TpakTHK; (OpMHUpPOBaHHe 3/IeKTPOHHOTO TMOPT(OIMO 00ydYarommerocs, B TOM UHCJIe
coxpaHeHHe ero paboT U OIeHOK 3a 3TH paboThl. B cilyuae peasnu3saiuu rporpammbl OakanaBpuara C
TpUMeHeHWeM  JIeKTPOHHOTO  00yueHHsi, /AWMCTAaHMOHHBIX  00pa30BaTe/IbHBIX  TEXHOJOTUMN
3/IeKTPOHHAss HWH(opMaIioHHOOOpa3oBarenbHass cpeja PITY obecrnieurBaeT: (uKcanuio xoja
oOpa3oBaTe/bHOTO TIPOLIeCCca, pe3y/bTaTOB MPOMEKYTOYHOM aTTecTalid W Pe3y/bTaTOB OCBOEHHUS
rporpaMMbl OakasaBpuara; TpoBe/ieHre yueOHbIX 3aHSATHM, TIPOLie[yp OLeHKH pe3y/bTaToB 00yueHus],
peanu3aiyisi KOTOPBIX TPeyCMOTpeHa C TpPUMeHeHHeM 3/IeKTPOHHOTO O0y4eHUs], AWCTaHIIMOHHBIX
oOpa3oBaTe/ibHBIX TeXHOJIOTHH; B3aUMO/IeMCTBHE MeXy yuyaCTHHKaMu 00pa30oBaTe/bHOTO TIpOoIiecca,
B TOM UMC/Ie CUHXPOHHOe U (W/M) aCUHXPOHHOE B3aWMO/eHCTBUS MOCpeACTBOM ceTu "VIHTepHeT".
OYHKIIMOHUPOBAaHKE 3JIEKTPOHHOH —HWHGMOPMAI[MOHHO-00pa3oBaTelbHOM Cpefibl  00OecrieurBaeTCst
COOTBETCTBYIOIIMMH  CpPeACTBAMU  MH(POPMAIIMOHHO-KOMMYHUKAIL[MOHHBIX  TEXHOJIOTUH U
KBasMpUKalield pabOTHUKOB, ee WCIOMb3yIIUX W ToAJep)KuBaromx. POyHKIMOHUPOBaHUEe
3JIEKTPOHHON MH(MOpMaIMOHHO-00pa3oBaTebHON cpeibl PITY COOTBETCTBYeT 3aKOHOZATETbCTBY
Poccutickoli @enepaiivu.

B nmepuos BpeMEeHHOTO TIPUOCTAHOB/IEHWs TIOCEILeHUs] OOyuaroU[UMHUCS TIOMeIleHWH |
tepputopuu PI'TY ayst opranu3anmy yuebHOTo Tpoijecca ¢ IpUMeHeHHeM 3/IeKTPOHHOT0 00yueHus U
JVCTAaHLIMOHHBIX ~ 00pa30BaTeNbHBIX TEXHOJOTHHA MOTYT OBITb  HCIIO/b30BaHbl  CIEAYIOIIMe
obpa3oBaTe/ibHbIe TeXHOIOTUH:

— BU/JIe0-JIeKL|UU;

— OHJIAMH-JIEKLIMU B Pe)KUMe peaslbHOr0 BpeMeHH;

— 97IeKTPOHHBIe yueOHUKH, yueOHbIe T0coOus], HayYHbIe U3JaHUS B 37IEKTPOHHOM BH/Ie U JOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa3oBaTe/ibHbIM pecypcam;

— CUCTeMBI /IJI1 3/IeKTPOHHOI'O TeCTUPOBaHUS;

— KOHCYJ/IbTaLlUM C UCI0/Ib30BaHUEM TeJIeKOMMYHUKAL[MOHHBIX CPe/ICTB.

5. O1eHKa NJIaHUPYeMbIX pe3y/IbTaTOB 00yueHust

5.1 Cucrema oljleHUBaHUA

CucrteMa Oll€eHMBAHUSI BBICTPOEHA B COOTBETCTBMU C Y4eOHBIM IJIaHOM, Tjie orpefiesieHbl (hOpMbI
TPOMEXKYTOUHOM aTTecTaliu (3auéT), U CTPYKTYPOM JUCLIUMIIIMHBI, TZe orpefiesieHbl ()OPMbl TEKYILero
KOHTpOJISl. YKa3bIBaeTcs pacripe/iesieHre 0a/uioB 1o ¢popMaM TeKyILero KOHTPOJIS ¥ TIPOMEKYTOUHOM
aTTecTalliy, CPOKU OTUETHOCTUA. MOJKeT TIPOBOAUTHLCS KaK B TPAJULIMOHHOMN, TaK ¥ B MIHHOBALIMOHHOM
dhopMe (3a1iuTa IPOEKTOB, Je/oBast Urpa, KeNcwl U T.J.).

| ®@opma KoHTpOIS |Makc. KonuecTBo 6a/1108 |
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3a osHy |Bcero
pabdoTy
Tekylmi KOHTPOJIb:
- onpoc 5 6an108 30 6annos
- yuacmue 8 OUCKYCCUU HA CeMUHape 5 bannos 10 6annos
- KOHMposbHAsi paboma (membl 1-3) 10 6annoe 10 6annos
- KOHmMposbHast paboma (membl 4-5) 10 6annos 10 6annos
[IpoMeKyTOUHas aTTecTalus — 3a4em 40 GanioB
HToro 3a cemectp 100 6asoB

[MTonyyeHHBI COBOKYTHBIN pe3y/ibTaT KOHBEPTUPYETCsS B TPAJUIIMOHHYIO IIKa/ly OLIeHOK U B
IKany oleHOK EBpormeiickoli cucteMbl repeHoca v HakoruieHusi KpeauToB (European Credit Transfer
System; nanee — ECTS) B COOTBETCTBUM C TaOJIULIEM:

100-6a1bHas TpaiponHas mKana IITkana
IIKana ECTS
95-100

8304 OTJINYHO B

68 — 82 XOPOIIIOo 3aUTeHO C

56 — 67 D

50— 55 y/ZI0BJIETBOPUTEBHO 5

20 —-49 FX
0-19 HeY/I0B/IeTBOPUTEJILHO He 3aUTeHOo 8

5.2 KpnTepnn BbICTdBJ/ICHHUA OIJ€HKH IO JUCIIUII/IMHE

Bannel/ | OneHka mo | Kpurepum onjeHKH pe3y/IbTaToOB 00yueHHs M0 JUCHUIUTHHE
IlIkana | agucyMn/viHe
ECTS

100-83/ | otmunHO/ BeicTaBnisiercsi oOydatomiemycsi, ecid OH TyDOKO M TIPOYHO YCBOWI
A,B 3auTeHo TeopeTUUeCKUM u TMpaKTUUeCKUMN Marepuarl, MOXKeT
MIPO/IEMOHCTPUPOBaTh 3TO HA 3aHATUSIX U B XOJe TMPOMEXYTOUHOMN
aTTecTalyu.

OOyuvaroUiicsi HMCYeprbIBalOLle U JIOTUUYeCKH CTPOMHO Wu3/araet
yueOHBIM MaTepuasna, yMeeT VBSI3bIBaTb TEOPUID C TIPAKTHUKOM,
CrpaB/isieTcsl C pellieHWeM 3aZlau MpodecCMoHaNbHOW HarpaBIeHHOCTH
BBICOKOTO YPOBHSI CJIO)KHOCTH, TIPaBUJILHO OOOCHOBBIBAaeT TIPUHSIThIE
peLleHusl.

CB0oOOJHO  OpUeHTHpyeTCcss B  yueOHOW ©W  mpodeccroHa/TLHON
JTeparype.

OueHKa TO [JUCLUIUIMHE BBICTAaB/SIOTCA OO0ydaromemMycss C y4éToM
pe3y/bTaTOB TeKYIllel ¥ MPOMeXXYTOUHOM aTTeCTal[|u.

KomnereHuuy, 3akperiéHHble 3a [JUCLIMIUIMHOW, ChOpPMHPOBaHBI Ha
YPOBHE — «BBICOKMI».

82-68/ XopoLo/ BricTaBnsieTcss oOyuvaroijemycsi, ecid OH 3HAeT TEeOPeTHUeCKUH |
C 3auTeHo MpaKTUUeCKUd MaTepuas, rpaMOTHO W M0 CYL[eCTBY M37araeT ero Ha
3aHATUSIX U B XOJe TMPOMEXYTOYHOW aTrTecTal[id, He [JOomycKas
CyLL|eCTBEeHHbIX HETOUHOCTEM.

OOyuaromuicsl MpPaBU/IbHO TTPUMEHSIET TeOPETUUYECKUE TIOJIOXKEHHUST TIPH
pellieHMM TMPaKTUYeCKUX 3a/iady mnpodeccMOHanbHOM HampaB/eHHOCTH
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Bbannsl/
IIIxkana
ECTS

Oneska 1o
TUCHUIUTHHE

KpuTepuu onieHKH pe3y/IbTaToB 00yJeHusl M0 AUCHHUIUINHE

Pa3HOTO YPOBHSI CJOXHOCTH, BJafieeT HeOOXOAUMBIMU [T 3TOTO
HaBbIKaMU U MPUEMaMU.

[ocTaTouHO XOPOIIIO OPHUEHTHPYETCS B yueOHOH U TpodecCHoHaTbHOM
JTeparype.

OrneHKa 1O [JUCLIMIUIMHE BBICTABJSIOTCS 0O0yuaromeMycs C Y4éTom
pe3y/IbTaTOB TeKYIlel v MPOMeXKyTOUHOM aTTeCTalui.

KommereHtuy, 3akperyiéHHble 3a JUCLIMTUIMHOW, ChOPMHPOBAHBI Ha
YPOBHE — «XOPOIIUI».

67-50/
D,E

y[IOBJIETBO-
puTenbHO/
3auTeHO

BrictaBnsiercsi oOyyaroijemMycsi, ecii OH 3HaeT Ha 0a30BOM YpOBHe
TeOpeTUUeCKU U TpaKTUUeCKUM MaTepuas, [OIMyCKaeT OT/ebHbie
OIIMOKY TIPY ero W3/I0KeHWW Ha 3aHSTHSAX U B XO[ie TPOMEKYTOUHOU
aTTecTalyu.

OOyuarouiicsi ~ UCTIBITBIBAET  OTpeZie/iEHHble  3aTPyAHEHUsT B
TPUMeHEeHUH TeOpeTUYeCKUX TMOI0XKeHUM MpY pellleHruH MPaKTUueCKUX
3afau 1podeCcCOHaNbHOM HATpaB/IeHHOCTH CTaHJapTHOTO YPOBHS
CJIO’KHOCTH, B/iajZieeT He0OXOAUMBIMH [/t 3TOT0 6a30BBIMU HABBIKAMH U
npuémamu.

IleMOHCTpUpYeT [IOCTAaTOUHBLIM YPOBEHb 3HAHWS Y4ueOHOW JIMTepaTyphbl
10 IMCLIUTUIHHE.

OrleHKa MO [JUCLUAIJIMHE BBICTABJSIIOTCS OOyUaroImeMycs C Y4ETOM
pe3y/IbTaTOB TeKYIlel ¥ TPOMeXKYyTOUHOM aTTeCTaluH.

KomrmieTeH1M, 3akperviéHHbIe 3a [JUCLUIVIMHOW, c(OpMHpOBaHbI Ha
YPOBHE — «JIOCTaTOYHBIMN».

49-0/
F,FX

HeyZloBJIeT-
BOPUTETLHO/
He 3aUTeHOo

BeicTaBnisiercsi 00yuaroiieMycsi, ec/ii OH He 3HaeT Ha 0a30BOM ypOBHe
TeOpeTUYeCKU 1 MPAKTUYeCKUA MaTepural, JOoIycKaeT rpy0Oble ommoKu
IIDU €ero W3/I0KEeHWM Ha 3aHATUSX U B XOZe IPOMEeXYTOUHOMN
aTTecTaluu.

OOyuaronuiicsi UCTbITHIBAET Cepbé3Hble 3aTpPyJHeHUs1 B NPUMeHeHUH
TEOPETUUECKUX TIOJIO)KEHUM TIpU pellleHWd TPaKTUUeCcKWx 3ajauy

npoeccroHambHON HarlpaB/IeHHOCTU CTaHAAPTHOI'O YPOBHA
C/IOXKHOCTH, He BraZieeT HeoOXOJWUMBIMU [Jii 3TOrO HaBbIKAMU U
npuémMamu.

HdemoHcTpUpyeT (parMeHTapHble 3HaHUS y4yeOHOW JMTEpaTyphl TIO
JUCLIUIIHE.

OrneHKa MO [JUCLATIIMHE BBICTABJSIOTCS O0yUaromeMycs C Y4EToM
pe3yJIbTaTOB TeKyIlel ¥ TPOMeXXYTOUHOM aTTeCTaljuH.

KomnieTeHIIMM Ha ypOBHe «/IOCTaTOUHBIN», 3aKperyiéHHble 3a
JUCLITIMHOW, He cOpPMUPOBaHBI.

5.3 OueHouHble cpeacTBa (MaTepuasibl) //Isi TEKYIIero KOHTPOJISI YCIIeBaeMOCTH,
MPOMEXXYTOYHOM aTTecTaluu odyuawmmxcs no gucuumiune (OIIK-2, OIIK-3)

B faHHOM pa3sfiesie MPUBOASTCS MPUMeEPHI OLIEHOUHBIX CPe/ICTB B COOTBETCTBUU CO CTPYKTYPOM
JUCLIUIJIMHBI M CUCTEMOM KOHTPOJIS: BapUAHThl TECTOB, TeMaTWKa TMHUCbMEHHBIX PabOT, MPUMepHI
JK3aMeHalMOHHBIX OW/IeTOB, THUIIOBHIE 3aZiaud, Kehchl U T.1. OIeHOUHBIMU Cpe/ICTBa JO/DKHBI OBITH
obecrieueHbl Bce ()OPMBI TEKYIIIEr0 KOHTPOJISI M MPOMEXYTOUHOW aTTectald. OHU [JO/DKHBI OBbITH
OpHEeHTUPOBaHbl He TOJILKO Ha MPOBePKY CPOPMUPOBAHHOCTH 3HAHWM, HO TaK)Ke YMEHUH U B/laJileHUi.
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[TepeueHb BOITPOCOB K KOHTPO/IbHOW paboTe 10 Teme 2.

1. Yem 3aHMMaeTCs HayuyHasl JUCLIMILIMHA JOKYMEeHTOBeleHre?

2. C KaKvMM Hay4YHbIMU JUCLIMIUVIMHAMU CBSI3aHO JOKYMEeHTOBe/eHue?

3. HasoBute 3akoHOZaTe/IbHbIE aKThl, pery/JIUpyoL1e BOIIPOCh! JOKYMEeHTUPOBaHUs.

4. Ilepeuucnure HOpMaTUBHbIE 1paBOBbIe aKThl, perynvpyroiye BOIPOCHI
JIOKYMEeHTHPOBaHUSI.

5. [JlaliTe XapakKTepUCTUKY HOPMaTUBHO-METOJUYECKUM JIOKyMeHTaM I10 [1e/I0NPOr3BO/CTBY.

6. HasoBute yueHbIX, UCC/IeAYIOLIUX BOIIPOCHI JJOKYMEHTOBeleHUs.

[TepeueHb BOITPOCOB K KOHTPOJIbHOW paboTe 1o Teme 4.
Kakue BbI 3HaeTe criocoObl IOKYMEHTHPOBaHUS?
[TepeuncauTe 3Tanbl pa3BUTHs TEKCTOBOTO JOKYMEHTHPOBAHHUS, CPaBHUTE UX MEXKIY COOOM.
PacckakuTte 06 0cCO6eHHOCTSIX TEXHUUeCKOTO JJOKYMEHTHPOBaHUSI.
B uem 3aksrouaroTcst 0c06EHHOCTH KMHO, POTO ¥ (POHO/JOKYMEHTUPOBAHUS?
CpaBHUTE U3BeCTHbIe BaM CIOCOOBI /OKYMEHTHPOBAaHHSI MeXJy Co0ol, Ha30BUTE UX
[peuMylllecTBa U HeIOCTaTKHU.

6. [aiiTe XapakTepuCTUKy MaTepuarbHbIM HOCUTEISIM HMH(OpPMaLMyd U CPaBHUTE UX MEXAY
Co0OO.

ik

IIpumepbI O/TUL-KOHTPO/IBHBIX padoT mo Teme 6
Kakue o0OpaieHusi 0b/IM MPUHATHI B KOHKPETHbIN HCTOPUYECKUI TTePUoj?
(TpoBeCTH CTpesiKK)

XIX Bek TOBapUILLy

CoBeTCKuM Nepuo/, VBany MBaHOBUUY

90-e rogpr XX Beka MunoctrBoMy rocyzapro
CoBpeMeHHOCTh TOCIIOAUHY

Kakuvu wurtoroBeiMH ¢pa3aMu 3aKaHUMBA/IOCh CIy)Ke0HOe THCbMO B KOHKPETHBIH
HCTOpHYeCcKUi nepuoj?
(TpoBeCTH CTpesiKK)

XVI, XVII Beka c riyboualiiiM oyTeHuem

XIX Bek C YBO)XEHHWEeM

CoBeTckuli Iepros C KOMMYHUCTHUYeCKHM TIPUBETOM
CoBpeMeHHOCTb Llaps rocyaapb, CMATYUCS, TIOXKATYU

[TepeueHb BOTMIPOCOB K UTOTOBOM KOHTPOJIbHOU paboTe Ne 1

1. JIOKyMeHT U ero MecTo B CUCTeMe yIpaB/IeHUs.

2. 3aKoHOJaTe/bHble [IpaBOBble AaKThl, perjaMeHTUpYoIMe Co3JaHue U OohopMIIeHHe
JIOKYMEHTOB.

3. HopMaTUBHO-MeTOjMUeCKre aKThl, OIpeJessolie TMOpSA0K COo3JaHusi U 0(hOpM/IeHUS
JIOKYMEHTOB.

4. JJoKyMeHTOBeJileHe KaK HayyHas /[JWCLMIUVIMHA W ee CBs3b C [JPYIMMH Hay4YHbIMU
JVCLIATIJIMHAMU.

5. IloHsATHe «MH(OpPMaLMsI» U ero pa3sBUTHE.
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6. IloHATHE «OKYMEHT» U ero pa3sBUTHe.

7. CBs3b MHpOpPMAaLMK U JOKYMEHTAa.

8. O6mue 1 yacTHble PyHKIUN JOKYMEHTa.

9. Criocobbl JOKYMEHTHPOBaHUS U UX Pa3BUTHE.

10. TekcToBOE JOKyMEHTUPOBAHUE U STallbl er0 Pa3sBUTHUS.

11.  INTukrorpammsl. IIpriMeHeHre NMUKTOrpaUuecKoro mucbma Cero/Hsl.

12. JIororpammel. Mcriosib30BaHue JI0rorpamMmm CerogHs.

13.  TexHuyeckoe JOKyYMeHTHMpOBaHHe. Br/ibl KOMIUIEKCOB TEXHUUECKOUN JOKYMEHTALUH.
14. dotogokymeHTUpoBaHue. [losBieHnue, pasBuTue, pUMeHeHue.

15. KunopokymeHTtrpoBaHue. IlosBieHue, passuTtre. Bujeosanucs.

16. ®oHog0KyMeHTHpOBaHUe. IlogBienue, pasBuTre, NpUMeHeHUe.

17. Marepuan [ JOKyMeHTUpoBaHus. Ero passurue.

18. [TopvHHYKM M Konuu. Bugel konuit. [1opsizoK y10CTOBEpeHU KOTHA.

19.  ®opmyssip JokyMmeHTa. TuroBoit popmyiisip, hopmynsip-obpasei].

20. PasButHe popmysisipa sokymenrta B XVI-XVII BB.

21. ®opmynsap fokymenTta X VIII .

22. DopMyJsp TeKCTOBOrO foKyMeHTa XIX- Hauana XX BB.

OOpa3nbl TECTOB MO TeMe 7

Bompoc 1

Bu3a o¢uimanbHOro JOKyMeHTa 3To:

A) peKBU3MUT [OKYMEHTa, BbID&KAIOLIUM COrjlace WM Hecoryacus AO/DKHOCTHOIO JIMLa C
CoJlep’KaHreM JI0OKyMeHTa

b) Haamuce Ha JOKyMeHTe, CJenaHHas [OJDKHOCTHBIM JIMLIOM U COZiepKalljasi IPUHATOe UM
pelleHue

B) noamnvcaHue JOKyMeHTa ero COCTaBUTe/IeM

Bompoc 2

Bu3bl IpoCTaB/IAOTCA:

A) pabOTHHKOM, TevaTaBIlIMM JOKYMEHT

b) paboTHHMKaMu CBOeli opraHU3ariuu

B) paboTHHMKaMu ApYTUX OpraHU3aruii

Bomnpoc 3

B kakue peKBU3MUTHI JIOKYMeHTa JlaTa BXOJUT KaK COCTaBHasl 4yacTb?
a) rpud yTBepKAeHuUs B) MOJANUCH

6) BM3a coryacoBaHus T') pe30IoLus

Bormpoc 4

OO61mii 6/1aHK IOKyMeHTa BK/ItouaeT B cebs cie/yrolie peKBU3UTHI:

A) usobpakenue repba, 3M0O1eMbI, MeCTO A/l pa3Mell|eHHs] Ha3BaHWsI BUZA JOKyMeHTa, MeCTO
JUIs1 IaThl U HOMepa JJOKYMeHTa, MeCTO COCTaBJIeHUS]

B) wu300pakeHue rTepba, 3MO/ieMbl, HaMMeHOBAaHWE OpraHW3allid aBTOPa, MECTO [iJIsI
pa3MelleHyst Ha3BaHUs BU/a JOKYMEHTa, MeCTO /ISt ZIaThl M HOMepa JOKYMeHTa, MeCTO COCTaBJIeHUST

B) wusobpakenwe repba, 3MO1eMbl, HavMeHOBaHWe OpraHW3al[MX aBTOPa, MECTO [iis
pa3MellleHrsi Ha3BaHWsl BH/a JIOKYMEHTa, CIIPABOYHbIE JaHHbIe 00 OpraHu3aly, MecTO i JaThl U
HOMepa /JOKYMeHTa, MeCTO COCTaBJIeHHSsT

Bormpoc 5

Kakue 13 riepeuriC/ieHHbIX JOKYMEHTOB TPeOYIOT yTBePK/IeHHsT?

A) ycraB b) wtaTHoe pacrivcanue B) mpukasel

') noknagHble 3anmucku /1) JO/DKHOCTHBIE MHCTPYKLIUH

Bomnpoc 6

TuroBoit hopmyrsIp MprKasa COAEP)KUT CJleIyOLe PeKBU3UTHI:

A) repb6 (3mbnemy), HavMeHOBaHMe OpraHM3allUM-aBTOpa, CIpaBOYHble JaHHbIE 00
OpraHv3ali, HavMeHOBaHHE BHJA [OKyMeHTa — TpHKa3, [JaTy, HOMep, MeCTO COCTaBJIeHHS,
3ar0JIOBOK K TEKCTY, TEKCT, TIOAIUCH, BU3bl COT/IACOBAHUSI



22

B) repb (3M0siemy), HaMMeHOBaHWe OpraHU3allMU-aBTOPa, HAaWMEHOBaHWe BHjA JOKyMeHTa —
TMpUKas, AaTy, HOMep, MecTO COCTaBJIeHUs], 3ar0JI0BOK K TEKCTY, TeKCT, MOAMCh, BU3bl COT/IaCOBaHKS

B) rep6 (3mM0siemMy), HaUMeHOBaHWe OpPraHU3al[MM-aBTOpPa, HaMMEHOBAaHME BHU/IA JOKYMeHTa —
MpUKas, [aTy, HOMep, MeCTO COCTaB/ieHWs, 3aroji0OBOK K TeKCTy, TeKCT, MOJMMCh, TeuaTb, BU3bI
COrJIacoBaHus

Bormpoc 7

B yripaB/ieHUeCKOM TTPAaKTHKe TIPUMEHSFOT C/le[yOIHe BU/bI 0JTaHKOB:

A) 61aHK TMCbMa

b) 6/1aHK KOHKPEeTHOTO BHZIa IOKyMeHTa

B) o6rmumii 6/1aHK

1) 6/1aHK U3NUECKOTO JTUIIA

Bomnpoc 8

JJoKymMeHTUpOBaHue 3TO:

A) npouiecc JBV>KeHUs JOKyMEHTOB B OpraHU3aluu

B) 3anuck uH(popMaluu Ha pa3/IMuHbIX HOCHTEJISIX TI0 yCTaHOB/IEHHBIM TpaBUiamM

B) co3ganue JOKyMeHTOB

') paboTa c IOKyMeHTaMH

Bomnpoc 9

K opranusanjuoHHBIM [JOKyMeHTaM OTHOCSITCS:

A) ycTaBsl 0) mpaBwsia  B) aKThl T) MPUKa3bl [) UHCTPYKLIUU
Bormpoc 10

['epboBoii nmeuatsto (TleuaTbi0 OpPraHU3ali) 3aBepsitoT:
A) rapaHTHiiHbIe TTUCbMa 0) TIPOTOKOJIBI 3aC€/IaHUI  B) MPHUKA3bI
') noroBopbl ) TPYZOBble KHIKKH

Bompoc 11

DopMyJISp JOKYMEHTa 3TO:

A) Habop pekBU3UTOB O(ULIMATILHOTO THMCHbMEHHOTO [JOKYMEHTa, pacriofioXKeHHBbIX B
oripe/ie/IeHHOM T0C/Iej0BaTeIbHOCTH

B) nopsifiok 06paboTKu JOKYMeHTOB

B) MUHMMa/bHBIN 371eMeHT 0opMIeHUs JOKYMeHTa

Bonpoc 12

VH(pOopMaLMOHHO-CIIPaBOYHBIN JOKYMEHT 3TO:

a) a) JlokymeHT, copepKauuii uHGbOpPMalMi0 O (aKTUUeCKOM II0/I0)KeHHUH e/, KOTOPbIU
CJIy>KAT OCHOBaHUEM [J1s1 IPUHATHS pelLleHnH

b) 6) loKymeHT, OpraHu3yoLuii paboTy yupexeHust

c) B) [loKkyMeHT, B KOTOpPOM 3a(hMKCHPOBaHbl PaClOpsDKeHUs] pyKOBO/ZCTBa

d) r) JJokyMeHT, (DMKCUPYIOLLIWI [lesTeTbHOCTh KOJl/IeruajbHOTO OpraHa

Bormpoc 13

BnaHk ¢ u3obpakeHreM rocyzapcrBeHHoro repba Poccuiickoii ®ejepaljuii MOTYT UMETb:

a) JIrobast opraHu3aryisi, 3aperuCTpUpoBaHHas Ha TeppuTopuu Poccuiickoit depeparyu

6) Kommepueckasi ¢pupma, 3aperucTpupoBaHHasi Ha Tepputopuu Poccuiickoii ®ejeparium

B) Yupex/eHWs U OpraHu3aluy, yka3aHHble B KoHctuTynmonHom 3akoHe «O repbe
Poccutickoli Pegepariyin»

r) Yupex/eHus U OpraHu3aluy, ykasanuole B Koncturyuu PO

Bonpoc 14

K pekBu3uTaM, NpUaOLIMM JOKYMEHTY FOPUAAYECKYI0 3HAUUMOCTb OTHOCSTCS :

a) repb PO

B) oTmMeTKa 0 MoCTyM/IeHny JOKyMeHTa

B) MIOJTIUCh

T') aBTOP JOKYMEHTa

IlepeueHb BONPOCOB K KOHTPOJ/IbHOM padoTe mo Teme 9
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1. Yro Takoe yHU(UKALUS JOKYMEHTOB?

2. JlaliTe onpefiesieHre CUCTeMe [JOKYMeHTaL[u1

3. Urto TaKoe yHU(PULIMPOBaHHbIE CUCTEMBI I0KyMeHTall1, Ha30BUTE UX.

4. Kakue BU/Ibl JOKyMEHTOB BXOZJSAT B COCTaB YHU(ULIMPOBAHHOW CHUCTEMbI OpPraHM3allMOHHO-
pacropsiAUTeIbHON JOKYMEeHTaL|H.

[TepeueHb BOMIPOCOB K UTOTOBOM KOHTPOJIbHOU paboTe Ne 2

1 TloHsTHS «yHU(UKALUSA» U «CTaHAPTH3ALMs» JOKYMEHTOB.

2 PasBuTHe yHU(UKALMU U CTaHJAPTU3aLMU JOKyMeHTOB Bo II mosoBuHe XX B.

3 T'OCT P 7.0.97-2016. Ero cogep>kaHue, 3HaueHue.

4 TpeboBaHWs K KOHCTPyHMpOBaHMIO OmaHkoB. Buaer OsaHkoB. bnaHku mpegnpusituii
pa3/inyHbIX HopM COOCTBEHHOCTH.

5 PekBU3NT «HaMMeHOBaHWe OPTraHU3aLMH-aBTOPa JOKYMeHTa», Tpe00BaHUs K HEMY.

6 PeKBU3WT «CMpaBOUHbIe laHHbIe 00 OpraHu3alyu-aBTOpe JOKyMeHTa», ero COCTaB.

7 PekBU3WT «ajpecar», ero 3HaueHre U COBpeMeHHbIe TpeOOoBaHus K 0(OpPMJIEHHIO.

8 [atel. TpeboBaHus K X 0OPM/IEHHIO; [laTa KaK COCTaBHast YaCThb APYTUX PEKBU3UTOB.

9 PekBU3UT «perucTpalvioHHbI HOMep JOKyMeHTa», ero 3HaueHue.

10 PekBH3UT «CCbIIKA Ha PErvMCTpaLMOHHbIM HOMep M JaTy [OKYMeHTa», KOrja U T[ie OH
NIPOCTaBJISIeTCS.

11Tlopsimok corsacoBaHWs [JOKYMEHTOB M O(OPMJ/IEHHSI BHYTDEHHEIO M  BHEIIHEero
COIJIaCOBaHus

12 ITopsifoK yTBep)KeHHUsl JOKYMEHTOB, BU/bl YTBEPIKIeHMUs.

13 ITopsioK roAnvcaHus JOKYMEHTOB.

14 TeyaTh KaK peKBU3UT AOKyMeHTa. Ha KakuxX JJOKyMeHTax MpoCTaBJ/isieTcss repOoBasi meuaTh.

15 Cocras YA0CTOBEpEeHUs [IOKYMEHTOB. IIpaBuna oopmeHus PEKBU3UTOB,
YA0CTOBEPSIIOLLMX JOKYMEHT.

16 OT™MeTKH Ha JOKYMeHTe, UX 3HaueHue U opopMiieHue.

17 Pe3osmtonuisi. Eé 3Hauenue. TpeboBaHusi, pebsiB/isieMble K Pe30/TFOL[HH.

18 PeKBU3UT «OTMeTKA 00 UCITOIHUTE/IE», er0 3HaUeHHe.

19 PekBu3uThl, pyujarollye JOKyMeHTY FOPUAUUECKYI0 3HAYUMOCTb.

20 YHu¢uKaus TekcTa J0KyMeHTa.

21 TpadapeTHbie TeKCcTbl. MeTo[uKa pa3paboTKu.

22 CriocobbI TipeficTaBeHus] YHU(DHULIMPOBAHHBIX TEKCTOB (aHKeThbl, Tabmwvifpl, TpadapeTHbie
TeKCThl).

23 O61ue TpeOOBaHMS K TEKCTY JOKYMEHTa.

24 ArOpUTM MOATOTOBKU JOKYMEHTa.

25 DyileMeHTBI TeKCTa: 3ar0JI0BOK, TPUIOXKeHHs], TpeOOBaHUs K HUM.

26 JIuHrBUCTHUECKHE 0COOEHHOCTU TEKCTOB CJTy>KeOHBIX JOKYMEHTOB.

27 IloHATHE «CUCTEMBI JOKYMEHTaLuW», Pa3BUTHE CUCTEM.

28 [lonaTre «yHHU(ULIMPOBAHHbIE CUCTEMBI JOKYMEHTAaL[N».

29 Hasnauenue, ornpeziesienve u coctas Y COP/I.

30 TpeboBaHus1 K COCTaB/IeHHIO U 0(OPMJIEHUIO OPraHU3aLMOHHBIX JOKYMEHTOB.

31 TpeboBaHus K COCTaB/IeHUIO U 0()OPMJIEHHIO PaCIIOPSAUTETBHBIX JOKYMEHTOB.

32 TpeboBaHus1 K COCTaB/IeHUIO U 0(OPMJIEHUIO TTPUKA30B.

33 TpeboBaHMsI K COCTaB/IEHWIO U OQOPMJIEHUIO OOBSICHUTENBHBIX WM IOK/IAJHBIX 3aIllUCOK
(BHELIHMX U BHYTPEHHUX).

34 TpeboBaHus K COCTaB/IEHUIO U OPOPMJIEHHIO CIIPABOK (BU/BI CIIPABOK, CTIPABKU BHEIITHUE U
BHYTPEHHUE).

35 TpeboBaHus K COCTaB/IeHHIO ¥ 0()OPMJIEHHIO aKTa.

36 TpeboBaHus1 K COCTaB/IeHUIO U O(OPMJIEHUIO CTy»KeOHOTo TMcbMa. Pa3HOBUAHOCTY TIHCEM.

37 TpeboBaHus K COCTaB/IEHHIO U 0()OPMJIEHHIO TellerPaMM.

38 OcobenHocTH hopmyisipa TesiehOHOTPAMMBI.
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39 ANropuT™ MOATOTOBKU U MPOBeJeHUs CoBelllaHus. JJOKyMeHThI, co3/aBaeMble B Ipoliecce

MOArOoTOBKH COBeIlaHMS.

40 TpeboBaHMs K COCTaBIEHUIO ¥ 0()OPMIIEHHIO TTPOTOKOA.

41 IloHATHe KOMIUIEKCOB JOKYMeHTOB. [lepBUUHbIe KOMIIIEKCHI TEKCTOBBIX [JOKYMEHTOB.

42 ToHsTUS «JOKYMeHTalbHbIN (GOH/» U «apXUBHbIN (HoHI». VX pa3niuuue.

43 CnoskHble KOMIIIEKChl. BeZjoMCTBeHHbIe apXUBBI.

44 CnoskHble KOMIIIEKChI. ['ocyjapcTBeHHbIe apxuBbl. CeTb roCyapCTBeHHBIX apXUBOB.

45 TIoHATUA «1JeHHOCTh [OKYMeHTa», «3KCIlepTH3a LIeHHOCTW». BO3HUKHOBeHWe, pa3BUTHe

5KCIepTU3bI.

—_

26.

27.

28.

46 TTpUHILUIIBI, KDUTEPUH SKCIIEPTH3bI LIEHHOCTH JJOKYMEHTOB.
[TepeueHb BOIIPOCOB K 3aueTy 0 BCEMY KYpCY

Ilepeyenr BONpPOCOB /I MNOArOTOBKM K  3a4yeTy M0 AUCLHUIIMHE
“/loKymMeHTOBeAeHHe”

JTOKyMeHT M ero MecTo B CUCTeMe YIIpaB/IeHUs.

3aKOHbI U UHble HODMaTUBHbIE [IPABOBbIE aKThl, peryiaMeHTUPYIOLe Cco3/laHre U 0opMiIeHne
JIOKYMEHTOB.

HopmaTuBHO-MeToiMUeCcKre [JOKYMEHTBI, OIpefessitolue MopsJoK Co3JaHus U 0(opMiIeHUs
JIOKYMEHTOB.

JlokyMeHTOBe/leHMe KaK HayuyHasi [UCLMIUIMHA W ee CBA3b C JPYTMMHA Hay4HbIMHU
JUCLIATITMHAMMU.

[TonsTre «MH(OpPMaLUsI» U €ero pa3sBUTHE.

[ToHsiTHE «/IOKyMEHT» U ero pa3BUTHe.

Cas13b MH(pOpMAaLMK U [JOKYMEHTa.

OO61myie 1 yacTHBIe QYHKIMY JOKYMEHTa.

CriocobbI JOKYMeHTUPOBaHUS U UX pa3BUTHE.

. TeKCTOBOE JJOKYMEHTHUPOBaHHE U 3Talbl ero Pa3sBUTHS.

. [lukrorpammel. ITIpriMeHeHre MUKTOrpaUuecKoro mucbmMa Cero/iHsl.

. JIororpammMmel. Mcriosib30BaHue J10rorpamMmm CerogHs.

. TexHnyeckoe JOKyMeHTHpOBaHKe. BH/ibl KOMIIEKCOB TEXHUUECKOM JOKyMeHTaLWH.
. @otosokymeHTUpoBaHue. [losiBieHue, pasBruTHe, IpUMeEHEHHe.

. KunogokymentrpoBanue. ITosiBneHue, pa3surtue, IpUuMeHeHHe.

. @oHOOKyMeHTUpOBaHue. [losiByieHue, pa3BruTHe, IPUMEHEHHeE.

. Marepuan 151 ;OKyMeHTUpOBaHus. Ero passutue.

. [TopgaaMKY ¥ Konvy. Buael konui. [lopsok yaocTOBepeHu KOTUH.

. ®opmyisip JoKyMeHTa. TuroBoit popmyiisip, hopmynsip-obpaset].

. PasButne popmyssipa sokymenrta B XVI-XVII BB.

. ®opmynap pokymenrta XVIII B.

. @opmyJisp TeKCTOBOro fAokyMeHTa XIX- Hauana XX BB.

. [TonsTusa «yHU(UKaLUSI» U «CTaHAAPTU3aLMs» JOKyMEHTOB.

.'OCT P 7.0.97-2016. Ero copepkaHue, 3HaueHWe U BO3MOXXHOCTU MCIIO/Ib30BAHUA B

COBpPEMEHHBIX OpPraHU3alUAX.

.IlpaBuna  fenonpousBOACTBA B  TOCY/apCTBEHHbIX  OpraHax, OpraHax MeCTHOIO

camoyrpas/ieHus (cofepkaHue, 3HaueH!e U BO3MOXXHOCTH UCIIO0/Ib30BaHUS).

Metoauyeckue peKOMeHJalMi TI0 pa3paboTKe WHCTPYKIWMA TIO0 [Ie/IONPOU3BOJCTBY B B
rocyJapCTBeHHBbIX OpraHax, OpraHaXx MeCTHOIO CaMoyTipaB/jeHusi (COoZiep)kaHue, 3HaueHue U
BO3MOXXHOCTH UCIIO/Ib30BaHUS).

[IpuMepHasi MHCTPYKLUSI TI0 ZeJIONPOU3BO/ICTBY B TOCYAApCTBEHHbIX opraHu3aiusx 2018 r.
(copmep>kaHue, 3HaUEHUE U BO3MOXXHOCTU HUCIIO/Ib30BaHNUS).

CocraB pekBU3MTOB O/1aHKOB. Knaccudukaiiyst 61aHKOB.



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.
59.
60.

6.
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PeKBHU3NUT «HaMeHOBaHWe OpraHM3aljn-aBToOpa JOKyMeHTa», TpeOOBaHMs K HEMY.

PeKBH3UT «CIIpaBOUHbIe JlaHHbIe 00 OpraHU3aluy-aBTOpe JOKyMeHTa», ero COCTaB.

PeKBU3UT «afipecat», ero 3HaueHWe U COBpeMeHHbIe TpeOOBaHUs K 0(OPMIIEHHIO.

Hatel. TpeboBaHUs K X 0OPMIIEHHIO; /laTa KaK COCTaBHAs UaCTh JPYTHUX PEKBU3UTOB.
PexBU3UT «perucrpanyoHHbIN HOMep I0KyMeHTa», ero 3HaueHue.

PekBU3UT «CChIKA Ha pErvcTpaLMOHHbIM HOMep U JaTy J[OKyMeHTa», KOrja M T[e OH
NIPOCTaBJISIeTCS.

[TopsifoK corsiacoBaHUs JOKYMEHTOB M 0(hOpMJIeHUs] BHYTPEHHErO U BHELLIHEr0 COIJIaCOBaHUS
[Topsimok yTBep>KAeHUs! JOKYMEHTOB, BU/Ibl YTBEPKE€HUSI.

[MopsiioK TOATNMCaHUsST JIOKYMEHTOB. JJeKTpOHHasi ToAmuch. OTMeTka 00 3/1eKTPOHHOM
TIOATIUCH.

[TeuaTh Kak peKBU3UT JOKyMeHTa. Ha Kakux [JOKyMeHTax MpOCTaBJ/IsieTCsl OTTUCK I1eYaTH.
CoctaB ygocroBepeHusi JokyMeHTOB. [IpaBuia odopMieHUs] peKBU3UTOB, Y/10CTOBEPSIFOLIUIA
JIOKYMEHT.

OTMeTKM Ha [JOKyMeHTe, UX 3HaueHue U oopMIieHue.

Pe3omorus. Eé 3HaueHue. TpeboBaHMs, MPe/IbsB/IsiEMbIe K PE30JTIOLUU.

PekBU3UT «OTMeTKa 00 MCIOTHUTEIe», er0 3HaUeHHe.

PekBur3UTHI, IpUaroIe JOKYMEHTY I0PpUAUYeCKyr0 3HaUMMOCTb.

Yaudukaius Tekcrta AokymeHTa. CriocoObl Tipe/icTaB/ieHHUsT YHU(DUIIUPOBAHHBIX TEKCTOB
(aHKeTbI, TabMULIBI, TpadapeTHbIe TEKCTHI).

OO01ue TpeOOBaHUS K TEKCTaM YIIPaBIeHUECKUX JOKYMEHTOB.

AJITOPUTM TIOATOTOBKY [JOKYMEHTA PacIiopsiAUTE/IbHOIO JOKYMEHTa.

DJileMeHTBI TeKCTa: 3aroJI0OBOK, PUIOXKeHHs, TPeOOBaHUs K HUM.

[ToHsaTHe  «CUCTEMBbl [JOKYMEHTaliW», pa3BUTHME CUCTeM JoKyMeHTaumu. [loHsiThe
«yHUUIMPOBaHHbIe CUCTEeMbI JOKyMeHTaluu». Ha3HaueHue, oripejieieHMe U COCTaB
YHUPUIMPOBaHHOW CHCTEMb] OpraHU3aljMOHHO-PaCOPSAAUTETbHON JOKYMeHTaL[1K.
TpeboBaHUs K COCTaB/IEHWIO U OQOPMJIEHWIO OpPraHU3allMOHHBIX JOKYMEHTOB (TIOJIO’KEHHe,
yCTaB, UHCTPYKLIYSI, PerJIaMeHT, IITaTHOe paclyCaHue).

TpeboBaHUsI K COCTaBJI€HWIO W O(OPM/IEHHIO PaCHOpsSIUTE/bHBIX JOKYMEHTOB (TIpHKa3,
pacropsbKkeHve, pellieHe, I0OCTaHOBIeHHe, TIPOTOKOJ).

TpeboBaHUs K COCTaB/I€EHWIO U OGMOPMIIEHUIO OOBSCHUTENBHBIX, JOK/IAZAHBIX M CITy>KeOHBbIX
3aIM1COoK.

TpeboBaHus K cOCTaB/IeHUIO U 0(hOPM/IEHHIO CTIPAaBOK (BUZBI CITPABOK).

TpeboBaHusi K COCTaB/IeHUIO U 0()OPMJIEHHIO aKTOB.

TpeboBanusi K cocTaBjieHHI0 U odopmieHHto ciayxebHoro mwmcbMa. Kraccudukanys
cnykeOHBIX TTHCEM.

AJITOPpUTM TOATOTOBKM M MPOBeJeHUs1 COBelaHus. JJOKyMeHThI, CO3/laBaemMble B MpoLiecce
TIOZITOTOBKY COBELL{aHKSsI.

TpeboBaHus K COCTaB/IeHUIO U 0(hOPM/IEHHIO TIPOTOKOJIA.

[ToHsiITME KOMITJIEKCOB JOKyMEeHTOB. IlepBHUHbIe KOMILJIEKChI TEKCTOBBIX JJOKYMEHTOB.
Cno)kHble KOMITIEKCHI IOKyMeHTOB. [TOHATHS «JOKyMeHTaTbHbIN (POH/I» W «apXUBHBIN (OHI».
Nx pasnmiuue.

Homenknarypa fen.

IIpusHaku 3aBeseHud Hel.

YueoHo-MeToANYeCKOe U HHPOPMALIMOHHOE 00ecneueHUe AUCHUTTHHBI

6.1 CnuCcoK HCTOUYHUKOB M JIMTePaTypbl

[lpu pa3paboTKe CMMCKa WCTOYHUKOB W JIUTEPATyphl ObUIM  yuTe€Hbl TpeOOBaHMUS

O6pa3OBaTEJIbeIX CTdHAAPTOB I10 KHUT000€eCITIeueHHOCTH.
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O6s3aTe/IbHbIE HCTOYHUKHU

denepanbHbIA  KOHCTUTYLMOHHBIA 3aKOH OT 25 pgekabpss 2000 r. Ne 2-®K3 «O
I'ocynapctBeHHOM repbe Poccuiickoii @eepatiun» // [DnekTpoHHbIM pecypc]. — M., 2019. — Pexxum
jocryna: http://www.consultant.ru/document/cons_doc LAW_29674/.

®enepanbhbiii 3ak0H PO ot 27.07.2006 r. Nel49-®d3 «O6 uHbopmalyy, WHGOPMALIMOHHBIX
TeXHOJIOTUSIX U O 3aluTe uHpopMaluu» // [OnekTpoHHbIN pecypc]. — M., 2019. — Pexxum goctymna:
http://www.consultant.ru/document/cons doc LAW 61798/.

depnepanbhbiii 3akoH 0T 06.04.2011 Ne 63-®3 “O6 snekTpoHHOW noAnucKu” // [ DneKTpOHHBIN
pecypc]. — M., 2019. — Pexxum JIOCTYyTIa:
http://www.consultant.ru/document/cons doc LAW 112701/.

®epnepanbHbiii 3aKkOoH OT 01.06.2005 Ne53-P3 «O rocypapcTBeHHOM si3bike Poccuiickoi
@epepaun»  //  [OnekTtpoHHeli  pecypc]. - M., 2019. - Pexum  gocTyna:
http://www.consultant.ru/document/cons doc LAW 53749/.

[lpaBuna  [1e7ONPOM3BOJCTBA B  IOCY/apCTBEHHbIX  OpraHax, OpraHax MeCTHOTrO
camoymnpassieHusi, yTB. Ilprkasom PocapxuBa ot 22.05.2019 Ne 71 // [DnekTpoHHbIN pecypc]. — M.,
2021. — Pexxum poctyna: http:// https://base.garant.ru/72291836/.

Metoyeckie peKOMeHJallud TI0 pa3paboTKe WHCTPYKLUWH 110 [1eJIONPOM3BO/CTBY B
roCyJlapCTBEHHBbIX OpraHaX, OpraHax MeCTHOrO camoyrpasieHus, yTB. Ilpukasom PocapxuBa oT
24.12.2020 Ne 199 // [DOnexkTpoHHBId pecypc]. — M., 2021. — Pexwum pgocryna: http://
http://www.consultant.ru/document/cons doc LAW 373895/.

[IpuMepHasi UHCTPYKLUS TIO [IeJIOTIPOM3BO/ICTBY B TOCYJJapCTBEHHBIX OpraHMU3alvsiX, YTB.
ITpuka3om PocapxuBa ot 11.04.2018 Ne 44) // [DnekTponHbIi pecypc]. — M., 2019. Pexxum goctyna:
http://www.consultant.ru/document/cons doc LAW 305137/.

'OCT P 7.0.97-2016. HauuoHaneHblM cTaHgapt Poccurickon ®epepauyuu. Cucrema
CTaHAAPTOB TI0 UWHQopMauuy, OubIMoTeUHOMY U WU37aTesNbCKOMy Jeny. OpraHu3aljMOHHO-
pacnopsiiuTenbHas JOKyMeHTanusi. TpeboBaHuss K 0GOpM/IEHUIO [OKYMEHTOB // [D/eKTpOHHBIN
pecypc]. — M., 2019. Pexxum goctyma: http://www.consultant.ru/document/cons doc LAW 216461/.

'OCT P NCO 15489-1-2019 HauwmonaneHbiv ctaHgapT Poccuiickor ®epepauuu. Cucrema
CTaHAapTOoB TI0 uH(popManuy, OubIMOTeYHOMY U U3JaTenbckoMy Jeny. WMHdopman3us u
JOKyMeHTalusi. YnpaBieHue fokyMeHTaMu. Yacte 1. IloHATMS W NpUHUMIBL // [D/1€KTPOHHBIN
pecypc]. — M, 2021. Pexxum JIOCTYyTIa: http://
http://www.consultant.ru/document/cons _doc LAW 329486/ .

I'OCT P 7.0.8-2013 [lenoripou3BOACTBO W apxXuBHOe [e0. TepMuHBI U OMpe/eseHus .-
[D71eKTPOHHBIN pecypc]. - M., 2019. Pexxum Jocryna:
http://www.consultant.ru/document/cons doc LAW 163800/.

JIuteparypa
OcHoBHas

BeikoBa T.A. [lokymeHTaroHHOe o0ecrieueHWe  yTpaBJjieHHs]  ([e/I0TTPOU3BOACTBO)
[DnekTpoHHBIM pecypc]; yuebHoe ocobue/ T.A. BrikoBa, T.B. Ky3HeroBa. -2-e u3z. nepepab. u Jo1I.
— Mockga: MHdpa-M, 2018. -304 c. — Pexxum poctyna: http://znanium.com/go.php?id=942800/

I'moroBa C.A. Bo3HUKHOBeEHHE U TeHAEeHITWW pPA3BUTHA DaCHODHﬂHTEHBHOﬁ JOKYMEHTJIliii B
Poccun B jgopeBostotioHHbid nepuos // Bectnuk PITY. 2014. Ne2. [SneKTpoHHbIN pecypc]. — M.,
2019. — Pexxum gocryma: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=70.

KykaprHa FO.M. CoBpeMeHHble OpraHU3allMOHHbIE U perjlaMeHTHble 10KYMEeHTbl: GYHKLMU U
pasHoBuHOCTH // BectHuk PITY. 2016. Ne2. [OnekTpoHHbIM pecypc]. — M., 2019. — Pexxum pocTymna:

https://www.rsuh.ru/upload/iintb/files iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.



https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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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Kykapuna IO.M. CocraB yj0CcTOBEepeHUs JOKYMEHTA: OT IIPOLIJIOr0 K HACTOAIEMY U
ovayiiemy// Bectnuk PITY. 2014. Ne2. [SnekTpoHHbIi pecypc]. — M., 2019. — Pexxum focryma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=128.

JonoiHuTe/IbHAA
lleoenocoea I.A. CenekTWBHBIM OTOOD TOHATUS «J0KyMeHT» // BectHuk PITY. 2016. Ne2.
[D/1eKTpOHHBIM pecypcl. — M., 2019. — Pexxum JIOCTYyTIa:

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

[Torioe A.B. [JokymeHTaliOHHOe obecrieueHWe M JJOKYMEHTHPOBaHUe [eSITe/TbHOCTU TTOUCKOBBIX
otpsinioB // Becthuk PITY. Cepus «[JokymMeHTOBelieHWe U apxvBoBeZieHUe. MHpopmaTuKa. 3aiiura
vHpopmaLyy 1 nHpopMarioHHast 6e3omacHoCTb». — 2017. — Ne 4. — C. 53-65

6.2 IlepeueHnb pecypcoB HH(}OPMAIMOHHO-TeIeKOMMYHUKALIMOHHOM ceTH «VIHTepHeT».

ELibrary.ru HayuHas ssiekTpoHHast 6ubmoTeka www.elibrary.ru

FapaHT [DneKTpoHHBIM pecypc]. — OnekTpoH. faH. — M., cop. 2013. — Pexum pocryna:
http://www.garant.ru.

KoncynbranT Intoc [Dn1eKTpoHHBIN pecypc]. — OneKTpoH. gaH. — M., cop. 2013. — Pexxum poctyna:
http://www.consultant.ru.

HarmoHanmpHast 3nekTpoHHasi 6ubmoreka (HOB) www.rusneb.ru

6.3 IlpodeccuoHanbHbIe 6a3bI JAHHBIX M HH(OPMALHOHHO-CIIPABOYHbIE CHCTEMBI
Hoctyn k mpodeccronanbHeiM 6a3am ganHbIX: https://liber.rsuh.ru/ru/bases
VHpopMaLMoHHbIe CTIpaBOUHble CUCTEMBI:

1. Koncysnbrant I[1nroc
2. T'apaHT

Ne | HammeHoBaHue

1 MesxayHaposHble pehepaTBHbBIe HayKoMeTpuueckue B/I, mocTymnHble B pamKax
HalMOHA/IbHOM MOoAIHCKHU B 2022 T.
WebofScience
Scopus
2 [TpodeccronanbHbIe 10HOTEKCTOBbIe B/I, AOCTyNHbIE B PaMKax Hal|MOHA/IbHOU
noanucku B 2022 r.
KypnaneiCambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
JKypnansl Taylor and Francis
3 [TpodeccroHambHBIE TTOTHOTEKCTOBLIE B /1
JSTOR
N3panus o obiijecTBeHHBIM U TyMaHUTApHBIM HayKam
OnektpoHHas 6ubamoreka Grebennikon.ru
4 KomribioTepHble CripaBOYHbIE MIPAaBOBbIE CHCTEMbI
Koucysstant Imtoc,
I'apaHT

7. MaTepua/IbHO-TeXHUUYECKOe ofecrieyeHHe UCIUILTHHBI

B pasziene ykaszaHbl HeobxozyMoe [ 00ydeHUs JMLeH31OHHOe TporpaMMHoe obecrieueHue
(13 peKoMeH/|0BaHHOTO CIHMCKa), 00opyZoBaHMe, AeMOHCTPALMOHHBIE TIPHOOPHI, MY/IbTUMeAUMHbIE


http://www.rusneb.ru/
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
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cpescTBa, y4yeOHble GHIBMBI, TpeHaKepbl, TPeOOBaHMSI K ayJUTOPHSIM — KOMITBIOTEPHbIE KIIacChl,
aKazieMHUuecKrie WM Criel{iajibHO 000py/I0BaHHbIe ayJUTOPUM U labopaTopuu, Hajluure JOCKU U T.[.

Hns obecrieueHWss  JUCLMIUIMHBI  WCIIO/IB3YeTCS  MaTepuaibHO-TeXHHUecKas  0asa
00pa3oBaTe/IbHOTO yupesKZeHusi: yueOHble ayJAUTOPUM, OCHALEHHbIe KOMITBIOTEPOM U TPOEKTOPOM
[U1s1 IeMOHCTPALUK yueOHBIX MaTepHasioB.

17151 IpoBe/ieHusT ayIUTOPHBIX 3aHSATHI He0OXO0AUM CTaHJAPTHBIN HAOOp CrieluaTu3upoOBaHHON
yueOHOM Mebei ¥ yueOHOro 00Opy/IOBaHMs, B TOM UHC/e ayAWTOpPHas /0CKa (C MarHUTHOMN
MOBEPXHOCTBIO0 ¥ HAOOPOM TIpHCTIOCO0IeHNUH [I71s1 KpeTyieHUs IeMOHCTPAllMOHHBIX MaTepuasioB), IKpaH
(Ha mTatMBe WM HaBeCHOM). [l TNIpOBeJeHUs TNpaKTUYECKUX 3aHATAM, a TakKe OpraHu3aluu
CaMOCTOSITe/IbHOM paboThl CTY/IeHTOB HEeoOXOJUM KOMITbIOTepHBIM KjiacC C pabourMy MecTamH,
obecrieunBaroLUMU BeIx0oZ B VIHTepHeT. Kpome Toro, /7151 WHOPMaIMOHHO-PeCypCHOTO obecrieyeHust
MPAaKTUYeCKUX 3aHATUN He0OXOUM JIOCTYTI K CKaHepy, KOMMPOBaIbHOMY arnrapary v MpUHTepY.

AypuTtopur /i TIpOBe/IeHUs JIeKLM U CeMUHApCKUX 3aHATHM C TeXHWYeCKUMH CpeZiCTBaMU
o0OyueHUst (My/bTUMeIHA-TIPOEKTOP (BUJEONPOEKTODP), 9KpaH (TIepeHOCHON WM CTalMOHApHBIN)),
KOMITBIOTEPHBIN K/1acC /71 IPOBe/ieHust 1TabopaTOPHBIX 3aHSATHI.

Peanu3saiusi yueGHOM MpoOrpaMMbl JJO/DKHA 00ecrieurBaThCsi AOCTYTIOM KaXKOro CTyJeHTa K
MH(OPMAIMOHHBIM pecypcaM — YHUBEPCHUTETCKOMY OWOIMoTeyHOMY (DOHAY U CeTeBBHIM pecypcam
WntepHer. [dnsi ucnonb3oBanusi MKT B yuebHOM mipoliecce Heo0XOAMMO HajMuKe MPOrPaMMHOTO
obecrieueHusi, TIO3BOJISTIOILETO ~ OCYIIECTBISATh MOWUCK HWHGoOpMauuu B ceTh  VIHTepHerT,
CUCTeMAaTH3allMl0, aHaliW3 U Tpe3eHTalyi0 HH(OpMalMy, S3KCIOpPT WH(pOpMalMu Ha Lu(poBble
HOCHTe/IN.

[ns  obecrieueHusi yueGHOro Tipoliecca WCMonb3yeTcs: suileH3noHHOoe [1O  Microsoft
(onepaumonHasi cucreMa WindowsXP Professional Bepcusi 2002 ServicePack 3, Word, PowerPoint).

CocTaB mporpaMMHOT0 00eCTieueHusT
1. Windows
2.  Microsoft Office

8. ObecrieueHre 00pa3oBaTE/ILHOrO MPOIECCa /AJIA JIMI] C OTPAHUYEHHBIMH BO3MO>KHOCTSMH
3/[0POBbS U MHBA/IH/IOB

B Xxome peanusaiuu AUCLMIUIMHBI HKCIIOJB3YIOTCS CrefyloliUe [JOTIOTHUTe/TbHbIe MeTO/IbI
o0OyueHUsi, TEKYI[eTO0 KOHTPOJIS YCTeBaeMOCTH W TIPOMEXKYTOUHOW aTTecTallid OOydJaromuxcs B
3aBUCUMOCTH OT WX WHAUBUYATbHBIX 0COOEHHOCTEH:

® 1711 C/ETbIX U C/Ia0OBUIAIIMX: JIEKIUHU OGOPMIISIFOTCS B BHje 37IeKTPOHHOTO [JOKYMEHTa,
JIOCTYTTHOTO C TIOMOIIBI0 KOMITBIOTEPA CO CIIel[Ha/IM3MPOBAaHHBIM TMPOrPaMMHBIM 00ecIieueHHeM;
MMCbMeHHbIe 3a/laHus BBITIONHIIOTCS Ha KOMIIBIOTEpe CO CIlelia/i3upOBaHHbIM TIPOrPaMMHBIM
obecrieueHreM WM MOTYT ObITh 3aMeHeHbI YCTHBIM OTBETOM; O0eCIieuMBaeTCsl WHAWBUYATbHOE
paBHOMepHOe ocBellleHe He MeHee 300 /IOKC; [/ BBITIOJTHEHWs 3aJaHUs TIPU HEOOXOZMMOCTH
MIPeJIOCTAB/ISIETCS  YBeJTMUMBAOIee YCTPOWMCTBO; BO3MOXKHO TAKXKe HCIOb30BaHHE COOCTBEHHBIX
yBe/TMUUBAIOLMX YCTPOWCTB; MTMCbMeHHbIe 3alaHusi 0(OPMJISIFOTCST YBeJTMUeHHBIM IIPUPTOM; IK3aMeH
Y 3a4€T MPOBOJSATCS B YCTHOU (hOpMe WM BBITIO/IHSIIOTCS B TMCbMeHHOM (hopMe Ha KOMIIbIOTepe.

® 711 T/IyXUX W CAabOC/IbIIAIMX: JIEKIUA O(OPMJISIOTCS B BHJE 3JIeKTPOHHOTO [OKYMEHTa,
b0  TIpefioCTaB/IsSIeTCS  3BYKOYCW/IMBAIOIAsl — amlmapaTypa  WHUBHAYaJbHOTO  TIO/Ib30BaHUS;
MMCbMeHHbIe 3a/laHUsi BBITIOJIHAKOTCS Ha KOMIIbIOTEpe B MMCbMEHHOUW ¢opMe; 5K3aMeH M 3auéT
TIPOBOZSTCS B MMCbMEHHOM (popMe Ha KOMITbIOTepe; BO3MOXKHO MPOBe/ieHre B (popMe TeCTUPOBaHHUSI.

® I JIML| C HapyIlIeHWsIMU OTOPHO-/IBUTaTe/bHOTO arirapaTa: JeKUUU o(opMIISIIOTCS B BUje
3/IeKTPOHHOTO /IOKyMeHTa, JOCTYITHOTO C TIOMOIIbI0 KOMIIbIOTEpa CO CreLyaanu3ipOBaHHBIM
MporpaMMHBIM ~ obecTieueHreM; TMHUCbMEHHbIe 3aZlaHUs  BBITIONIHSIOTCS Ha  KOMIIBIOTEDPE  CO
Crela3UPOBaHHBIM MPOTPaMMHBIM 0OecrieueHreM; K3aMeH U 3aUéT TIPOBOJSTCS B YCTHOU dhopme
WJ/TW BBITIOJIHSIFOTCS B TIMCbMEHHOM (popMe Ha KOMITbIOTepe.
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[Tpu HeoOGXOAMMOCTH TIpe/[yCMaTPUBAETCs YBeTnUeHe BDeMeHH /I/Isl TOATOTOBKH OTBETa.

[Mpotieaypa mpoBefieHMsl TIPOMEXYTOYHOM aTTecTalyy AJisi 00yJaroluxcsi YCTaHaB/IUBAETCsl C
YUéTOM MX WH/IMBU/YabHBIX MICUXO(PHU3NUECKX o0cobeHHOCTel. [IpomMe)xyTouHast aTTecTarisi MOXKeT
TIPOBOJUTBLCS B HECKOJTBKO 3TarioB.

[lpu mnpoBeseHWM TIpOLieAyphl OLEHWBAaHWS pe3y/bTaToB OOyUeHHs TMpeAyCMaTpUBAeTCs
WCTIO/b30BaHUe TeXHUUeCKUX CPe/ICTB, HeOOXOUMbIX B CBSI3W C UHJUBUAYATbHBIMU 0CODOEHHOCTSIMU
oOyuaromuxcsi. OTH CpeCTBa MOTYT OBbITh TIPeAOCTaBIe€Hbl YHHUBEPCHUTETOM, WA MOTYT
WCTIO/b30BaThCsl COOCTBEHHbIE TEXHUUECKHe CPe/ICTBa.

[TpoBeseHue mpoleypbl OLIEHUBAaHUS Pe3y/IbTaTOB O0yUeHHs [OMyCKaeTCsl C MCIOIb30BaHHEM
JIUCTAHL[MOHHBIX 00pa30BaTe/IbHbIX TeXHOJIOTHIA.

Ob6ecnieunBaeTcss AOCTYNn K WH(POPMALIMOHHBIM W OubOIMOrpaduueckuM pecypcam B CeTH
WnTepHeT A/is1 KaXkAoro obyuatoirierocsi B opmax, aJlaliTUPOBaHHBIX K OTPAHUYEHHUSIM UX 3/10POBbS U
BOCIIPUSATHSL UH(POPMaLMK:

® /I C/enbIX W CJIaOOBUASALIMX: B TeyaTHOW (opmMe yBequueHHbIM MIpUPTOM, B Qopme
3/IeKTPOHHOI0 I0KYMeHTa, B (hopMme ayanodaiina.

® /171 T/IyXUX U c/1ab0C/bIIAIMX: B TIeyaTHOU opme, B popme 3/1eKTPOHHOTO JOKYMEHTa.

® 1711 00y4JarOIMXCsl C HapYIIeHUsIMA OTIOPHO-/[BUraTeIbHOTO ariapara: B reuaTHoW ¢opme, B
(hopme 3/IeKTPOHHOTO OKYMeHTa, B popMe ayauodaiina.

YuebOHble aygUTOPUM [/ BCeX BHAOB KOHTAaKTHOM W CaMOCTOSITe/NbHOW pabOoThl, Hay4Has
OubsmoTeka W WHbIE TIOMelleHUsi AJisi OOydeHUs OCHallleHbl CrieljMaabHbIM 000py/0BaHUEM W
yueOHBIMM MECTaMU C TEXHUUECKHMH CpeJICTBaMH 00yUeHusI:

® [17Is C/IeTbIX U C/Iab0BUSAIIMX: YCTPOMCTBOM [ijisi CKAHUPOBaHUsI U UTeHUsi C Kamepoii SARA
CE; pucnneem Bpaiina PAC Mate 20; npunTtepoMm bpaiins EmBraille ViewPlus;

® /I T/IyXUX W C/aboC/bIIAlMX: aBTOMAaTU3UPOBAaHHBIM pabouMM MecToM [yjis Jrofiel C
HapyIlIeHHueM CJTyXa 1 C/1aboC/bIIaiX; aKyCTUIeCKUN YCUUTETb Y KOJIOHKY;

e 115 00yuaroIMXCcs C HapylLIeHWsMH OTOpPHO-ABUraTe/IbHOTO arlrapara: Tepe/BKHBIMHU,
peryaMpyeMbIMd 3proHoMuueckumu naptamMyd CH-1; KOMIIBIOTEPHOW TeXHHUKOM CO CreljuaabHbIM
MpOrpaMMHBIM 0becrieueHHEM.

9. MeToanueckue MaTepuasibl

9.1 IlnaHbl 1a00PaTOPHBIX 3AHATHI
Yka3aHusi Mo opraHu3aniy ¥ NPoBe/|eHUI0 J1a00paTOPHbIX 3aHATHH

Bbibop TeM 1ab0OpaTOpPHBIX 3aHATHH 00YC/IOB/IEH OOIUM COZlep>KaHWeM Kypca M HallesieH Ha
yriy6ieHHOe H3y4yeHHe ero OT/e/IbHbIX Pa3/iesioB.

Llenb 3aHSTHN — 3aKpervieHre CTYZeHTaM{ 3HaHUM TeopeTHUYecKoro Kypca W npuobpereHne
VMM TIPaKTHUECKUX HAaBBIKOB JOKYMEHTUPOBAHUS AeATeTbHOCTH OPraHU3aluid ¥ MPeATIPUSTHA.

B cBs131 ¢ 1OCTaB/IeHHOM 1je/TbI0 JTabopaTopHbIe 3aHATHS Pa30UTHI Ha TPH pasferna:

1. Pa3BuTHe JOKyMeHTa U CKJIa/[bIBaHHe ero (Gopmysisipa.

2. CocraBrnenue 1 oopM/IeHHe OpraHU3alOHHO-PACTIOPSAUTE/NBHBIX JOKYMEHTOB.

3. CoXXKHble KOMIUIEKChI JOKYMEHTOB.

B pe3ysbTare BBITIONMHEHUs] MPAKTHUECKUX 3aHATHM CTYJEHThbl JOJDKHBI 3HATh TIOSIBIEHWE U
pa3BUTHE TEeDPMHHA «JIOKYMEHT», B3aUMOCBSI3b TOHSATHH «JIOKYMEHT» U «HH(MOopMaLus»; (Gopmbl U
crocobsl hrKCcHUpoBaHUS WHGOPMAIMM Ha MaTepUaTbHOM HOCHTeNe; COCTaB M Ha3HaueHWe (YHKLUHA
JOKYMEHTa; 3BOTIOLMI0 (OpMYyJisipa TEKCTOBOTO JOKYMEHTa B pa3/iMuHbie MCTOPUYECKUE TEPUO/IBI,
COBpeMeHHbIe TpeOOBaHUs, TIpefbsBAseMble K COCTaBJAeHHIO U OGOPMJIEHHIO CITy>KeOHBIX
JOKYMEHTOB; YMeTb COCTaBJISATh U OPOPMJISITh OCHOBHbIE BU/IbI OPTraHU3aL[MOHHO-PACIIOPSIIUTETbHBIX
JOKYMEHTOB.

3aHATUS TIPOBOASTCS C yueTOM TpeOOBaHWI, W3/I0KEHHBIX B 33/laHUSIX M HAa OCHOBE
Tipe/ijlaraeMbIX yTIpaB/IeHUECKUX CUTYaLWi.
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3aHATHST MOTYT OBITH TIPOBeJieHbI KaK TPAJWIMOHHBIM CIOCOOOM, TaK M Ha TepCOHATBHOM
KOMIbIOTEpe C MCII0/Ib30BaHUEM COBPEeMEeHHBIX TeKCTOBBIX peJaKTOpPOB M TIO  CIelMaabHO
pa3paboTaHHBIM MeTOJUECKUM YKa3aHHSIM.

[TogroroBka K JiabOpaTOPHBIM 3aHSTHSIM TIpeJyCMaTPUBaeT CaMOCTOSITeJIbHYI0 paboTy
CTYZIeHTOB I10 M3YYeHHIO JIeKIIMOHHOTO Kypca, MCTOYHHWKOB U JIUTepaTypbl, PEKOMEHZOBaHHbIX K
KaXK/IOMY 3aHSITHIO.

Ha Ka)k/10M 3aHSITUH TIPOBOJIUTCSI OTIPOC M KOJIJIEKTHBHAsE Oecefia 1o Teme, Pa3bsiCHSIOTCS LiesIn
U 3aZlaud eé u3ydeHusi. Pe3ysbTaThl CaMOCTOSITNIbHO BBITIOJIHEHHBIX 3aJlaHUi  TIpero/iaBaTesib
NpoBepsieT B KOHLIe 3aHATHNA. [IpomyleHHble 3aHATHSI CTYJeHThl OTpabaThIBAIOT CAMOCTOSITE/IEHO B
nabopaTopuu JOKyMeHTOBe/leHUsl, B KOTOPOU BeJieTCsl yueT OTpaboToK.

[11anHbl 1a60PAaTOPHBIX 3aHATUN

Tema 1: [IokymMeHT U ero ¢GyHKLWH , TIOHATHUS JOKYMEHT U WHpopMalysi — 8 4acos.

Llesb 3aHATUS — aHAMW3 pa3BUTHS TIOHATHUN «WHGOPMALUs» W «IOKYMEHT», OIpe/esieHHe
(yHKLMI JOKyMEHTOB.

B pe3ynbTaTe BbINOIHEHUS 3a/laHUM CTY/IeHT [JO/DKEeH:

— umemb npedcmaeneHue O B3aUMOCBSI3U TIOHSITHUM «UH(pOPMALUs» U  «IOKYMEHT»,
Pa3BUTHU TIOHATUS «JOKYMEHT», Pa3BUTHH CIOCOOOB [JOKYMEHTHPOBAaHWS W WX CBSI3H C
MaTepUaabHBIMU HOCUTEISIMUA UH(QOPMaLUK;

— yMeTb OIpeJie/iiTh (PYHKLIMM KOHKPETHOT'O [JOKYMeHTa.

3ajaHus A/ CaMOCTOSITe/TbHOM PadoThI.

1. [TpoaHanu3upoBaTh ymoTpebjeHue TOHATHS [JOKYMEHT ¥ €ero CHHOHHUMOB TIO
«['enepanbHOMYy pernameHTy» 1720 r., «O61emMy rybepHCcKoMy yupexzaeHuto» 1775 r., «O6iemy
yUpeXxJeH!ut0 MUHucTepcTs» 1811 r.

2. [TpoaHaMM3UpPOBATh PA3BUTHE TOHATUS «JOKYMEHT» [0 CJOBapsM U CIIel[Ha/bHON
nuTeparype.

3. [TpoaHanu3upoBaTh pa3BUTHe TepMHUHA «MH(pOPMaLKsi» 10 cioBapsiM U DejiepaibHOMY
3akoHy «O6 nHbopMaru, HHYOPMAI[MOHHBIX TEXHOJIOTUSIX U O 3allyTe HHHOPMAaIK»

4. [TpoaHanM3upoBaTh Pa3BUTHE TEPMUHA «JOKYMEHT» 110 TOCYAapCTBeHHBIM CTaHApTaM.

5. Onpezpenutb GyHKIMU C/I€AYIOLMX J0KYMEHTOB:

- Kyruasi Kabasa Hukutel Ko3noBa Ha xonona VBaHa I1aBnioBa 23 mast 1494 roja;

- pariopt reHepasn-npokypopa Cenara W.FO. Tpyberkoro nmneparpuiie Emi3zaBete [TeTpoBHe o
nipue3zie B [TetepOypr u3 fIpocsians TeatpasbHoi Tpymnbl @.I°. Bonkosa 3 ¢eBpasns 1752 rofga;

- Jekper CHK «O mpaBwiax TOAMUCAaHUS JEeHEXHbIX OyMmar, [JOKYMEHTOB, OpZepOB,
OTHOLLIEHUH, CTIPaBOK U T.M.» OT 12 fekabpsi 1921 r.;

- IlocranoBnenve BIMK u CHK PCO®CP «O mnopsake TI01b30BaHus IeyaTsiMyd C
rocygapcrBeHHbIM repbom PCOCP» ot 15 nekabps 1936 r.;

- mnocraHoByienns LK KIICC wu Cosera wmuHucTepcTB CCCP  «O Mepax 1m0
COBEepIIIeHCTBOBAHMIO U y/IeIIeB/IeHHIO arlfapara yrpas/ieHus» oT 13 okTsiops 1969 r.;

- ®3 “O6 nHpopmarmy, MHPOPMALMIOHHBIX TeXHOJIOTHSX U O 3aljiTe HHOopMaLun”.

6. [TpuBecTy NpUMepsl JOKYMEHTOB, BBIMO/IHSIIOLMX CIeAYIOLre (QYHKLIUN:

- yIpaBJieH4ecKas;

- [IpaBoOBas;

- CoLjaJIbHas;

- KyJIbTypHasi;

- ICTOPUYECKOr0 UCTOUHUKA;

- nH(hopMaLMOHHas;

- yuera.

YKa3aHus N0 BbINOJTHEHUIO 3a/JaHU.

1. VI3yunTh 3aKOHOZATe/bHbIE aKThl M BBINKMCATh BCTPeYaroLecss B HUX CUMHOHHMBI TIOHSATHUS
«JOKYMeHT». BBbISBUTh 3HaueHWe TIOHATUM «Jeno», «Oymara», «akKT», «JefnoBas Oymara»,
«CITy>KeOHBIN  [JOKYMeHT», /JlaTh WX OIpeje/ieHde, eCcld OHO TIPUBeeHO B HCTOYHUKAX.
[TpoaHanM3upoOBaTh, B KAKUX C/Iydasix yroTpeb/isieTcst KaXKaoe MoHsTHe.
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2. Tlo BeIMMCKaM W3 CJI0Baped U CllellabHOW JIMTepaTyphl OINpe/ie/nTb, Kakhe acIeKThl -
VMH(OpPMaLMOHHBIM, TPaBOBOM, YIpaB/IeHYECKUI, WCTOPUYECKUW - JIeTJIM B OCHOBY OMpe/e/ieHust
MOHATUA «JOKYMEHT».

3-4. U3 rocypapctBeHHbix cTaHgaptoB: ['OCT 16487-70 «/lenonpou3BOACTBO U apXUBHOE
Jeno. Tepmunbl u onpepenenusi»; 'OCT 16487-83 u I'OCT P 51141-98 «/lesonpousBoACTBO U
apxuBHoOe Jeno. Tepmunsl U onpegenenusi»; 'OCT P 7.0.8-2013 «[lenonpou3BOACTBO U apXHMBHOE
neno. Tepmunbl u onpegenenusi»; OCT P UCO 15489-1-2007 YmipaBneHue gokymeHTamu. O6rye
TpeboBanusi; PenepanbHoro 3akoHa «O6 nHMopMalK, UHPOPMALMOHHBIX TeXHOJIOTUSIX U O 3all[uTe
nHpopmauun» ot 27 urons 2006 Nel49-d3 BeimucaTh OIpejieieHus] TEPMUHOB «HMHGOpMaLUs» U
«JJOKYMEeHT» M YCTaHOBUTb, KaKue acrieKkTbl (HocuTenu WMHGOpMalUM, Croco0bl ee (UKCHUPOBaHUS,
IOpUiMUecKasl Cua I0KyMeHTa U ZIp.) ¥ (YHKL[UM JOKYMeHTa 3a/10KeHbl B 3TUX OIpeJe/leHUsIX.

5. OmnpezenuTh (YHKLMM [JOKYMEHTa, T.e. €ro LiejieBoe Ha3HaueHHe. BbISBUTH MOJJIMHHYIO
Lje/Ib CO3[jaHMs [IOKyMeHTa M 3arevaT/ieHusl 3aK/II0UeHHOM B HeM HH(oOpMalyy, MpoaHaliru3ripoBaTh
ponb  JJOKyMeHTa B JIaHHOW CUTyallud [JOKyMeHTooOpa3oBaHMs. Tak Kak  /JOKYMeHT
NoJM(YHKLMOHA/eH, MepBol yKa3biBaeTcsl (DyHKLMs, 3a/laHHasi JOKYMeHTy aBTOpoM. O/[HOBpeMeHHO
OTMETUTh, KaKue U3 Ha3BaHHBIX PYHKLMI JOKYMeHTa HOCAT 001111, a KaKre - YaCTHbIN XapaKTep.

6. IlpuBecT mnpUMepHl [AOKYMEHTOB, O00/a/jafOI{MX Ha3BaHHBIMUA (QYHKIUAMH, YKa3aTh
Ha3BaHWe BW/A, 3aroJIOBOK U /ATy [JOKyMeHTa. [Ins (yHKUMK yuyeTa M MPaBOBOM MOXXHO MPHBECTH
NpYMepbl COBPEMEHHBIX JO0KYMEHTOB, /JIsl IOCTOSIHHO [IeMCTBYHOIIMX (PYHKLMM (MH(OPMaLMOHHOH,
COLIMa/bHOM, KY/IbTYPHOM, UCTOPUUECKOIO0 WCTOUHKKA) MPUBECTU MPHUMepPbl JOKYMEHTOB Pa3IMUHbIX
VCTOPUYECKUX 3TOX.

KoHTpo/1bHbIE BOIIPOCHI:

1. Kak pa3BuBa/ivCh MOHATHS «MHPOPMALUSI» U «JJOKYMEHT»?

2. Kakue acriekTbl 4e/ioBeUeCKOW [esiTe/IbHOCTU OTpakeHbl B OIpejie/ieHUsIX TepMHUHa
«JJOKyMEHT» ?

3. [Tepeuncivre GyHKIMM JOKyMeHTa.

HNcrounuku u 1ureparypa

Ncrounuku:

depnepanbhblii 3akoH PO ot 27.07.2006 1. Nel49-®3 «O6 nHbopMayu, WHPOPMALMOHHBIX
TeXHOJIOTUSX U O 3auuTe uHpopmaluu» // [DnekTpoHHbid pecypc]l. — M., 2019. — Pexxum goctyma:
http://www.consultant.ru/document/cons doc LAW 61798/.

®enepanbhbiii 3akoH 0T 06.04.2011 Ne 63-®3 “O6 3nekTpoHHON ToANUCK” // [D/1€KTPOHHBIM
pecypcl. - M., 2019. — Pexxum Jocryna:
http://www.consultant.ru/document/cons doc LAW 112701/.

Meroanueckie peKOMeHZALMM TI0 pa3paboTKe WMHCTPYKLMI TI0 [1e/IONPOM3BOACTBY B
roCy/lapCTBEHHbIX OpraHax, OpraHax MeCTHOrOo caMoyIripaBieHusi, yTB. Ilpukasom PocapxuBa oT
24.12.2020 Ne 199 // [OnektponHbiii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons doc LAW 373895/.

'OCT P NCO 15489-1-2019 HauwmonaneHbiv ctaHgapT Poccuiickor ®epepauuu. Cucrema
CTaHAapToB TI0 uH(popManuy, OubIMOTeYHOMY U U3JaTenbckoMy Jeny. WMHdopman3us u
JIOKyMeHTalusi. YnpaBieHue fokyMeHTaMd. Yacte 1. IloHATMS WM NpUHUMIBL // [D/1€KTPOHHBIN
pecypc]. — M, 2021. Pexxum JIOCTYyTIa: http://
http://www.consultant.ru/document/cons _doc LAW 329486/ .

I'OCT P 7.0.8-2013 [lenoripou3BOACTBO W apxXuBHOe [e0. TepMUHBI U OMpefeseHus .-

[D71eKTPOHHBIN pecypcl. - M., 2019. Pexxum Jocryna:
http://www.consultant.ru/document/cons doc LAW 163800/.
JIuteparypa:

beikoBa T.A. [lokymeHTalMoHHOe obecriedeHre  yIipaB/ieHUs  (ZIe/IOTIPOM3BO/CTBO)
[SnekTponHbIN pecypc]; yuebHoe ocobue/ T.A. Boikoa, T.B. Ky3HeroBa. -2-e u3z. nepepab. u 01
— Mocksa: Hdpa-M, 2018. -304 c. — Pexxum foctyna: http://znanium.com/go.php?id=942800/
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Pa3paTouHbii MaTepuas K 3aHATHAM:

I"'enepasnbHbIM persiameHT 1720 r.

Oob11iee TybepHCKOe yupeskaeHue 1775r.

Ob6rmee yupexieHrie MuHHCTEpCTB 1811T.

CO60pHUK 3aKOHO/|aTe/IbHBIX aKTOB T10 Jlefonpou3BoAcTBy (1917-1970):

5. BbImucKy € ompefie/ieHUsIMU TIOHSTUSL «JOKYMEHT», «WH(MOpMalus» U3 CoBapeH,
SHLMK/IONEeANN U CrIeLiUa/IbHOU JINTepaTyphbl.

6. I'OCT 16487-70, I'OCT 164867-83, I'OCT P 51141-98, I'OCT P 7.0.8-2013
[enornpousBoCTBO U apXUBHOe fies10. TepMUHBI U Olpe/iesieHus;

7. I'OCT 6.10.1.88 YHudu1MpoBaHHble CUCTeMbI JOKyMeHTalMd. OCHOBHbIE TT0JI0XKEHUS;

9. Meroauyeckre peKOMeHJallMd 10 pa3paboTKe WHCTPYKLMH T10 /ieJIOTIPOM3BO/ICTBY B
roCy/lapCTBEHHBIX OpraHaxX, OpraHax MeCTHOrO caMoyIlpasieHusi, yTB. Ilpukasom PocapxuBa oT
24.12.2020 Ne 199 // [DnekTpoHHBId pecypc]. — M., 2021. — Pexwum focryna: http://
http://www.consultant.ru/document/cons _doc LAW 373895/.

'OCT P MCO 15489-1-2019 HauwmoHaneHbii ctaHgapT Poccutickoii ®epepauuu. Cucrema
CTaH/apToB 1O UWHpopMarmy, OubmuoTeyHOMy U wu3farensCkomy geny. Wadopmau3us wu
JIOKyMeHTalusl. YmpaBieHue AokyMeHTamu. Yacte 1. TloHATuss ¥ npuHUMMNBL. // [ON€KTPOHHBIN
pecypcl. - M., 2021. Pexxum Jocryna: http://
http://www.consultant.ru/document/cons doc LAW 329486/ .

10.®enepanbhblii 3akoH «O0 wHMOpMalyK, WHGOOPMAIIMOHHBIX TEXHOJIOTHUSIX W O 3allfuTe
vHpopMaLmm» ot 27 uronsg 2006 Ne149-D3

Tema 2. Croco0bI JOKYMEHTHPOBAaHHSI M MaTepHa/IbHble HOCUTETH HHpopmanuu — 8
4acoB

Llenb 3aHsTHS — M3y4YeHHe Pa3/TUUHBIX CTIOCOOO0B 3areyat/ieHust THGpopMaryu.

B pe3ysibTaTe BbINO/JHEHUS 3a[laHUN CTY/IeHT J0/DKEeH:

— 3Hamb (YHKUMM [JOKYMeHTa, CToCOoObI 3aredatsieHuss WH(OpMariy, 3Tarbl Pa3BUTHS
TEeKCTOBOI'O JOKYMEHTHPOBaHUS;

3aaHus /19 CaMOCTOATE/IbHOM PadoThI.

- V3yuuTh 3Tarbl TEKCTOBOTO JOKYMEHTUPOBAHUS, 03HAKOMUTBLCS ¢ 00pa3liaMu MUKTOTPaMM U
JIOrOrpaMM, AiaTh UX KPAaTKYIO XapaKTepUCTHUKY.

- O3HaKOMUTBCSI C 0Opa3ljaMd TeXHUUeCKHWX [JOKYMEHTOB M 3alucaTh WX CojiepKaHue
TEKCTOBBIM CTIOCOOOM.

YKa3aHus M0 BbINO/THEHUIO 3a/JaHU.

1. 3yunTh NMUKTOrpaMMBI U JIOTOTPaMMBI, TIpe/icTaB/IeHHble B KOJ/uleKLuu. [laTe onucanue 1-2
nvkrorpamm. [IpoBecTu aHamv3 3HaKOB JIOTOIpaMM, YUMTBIBasl [IPU 3TOM, UTO 3HAaKy COOTBETCTBYeT
C/10BO. 3apucoBath 2-3 obpasiia 1 Orpe/ie/IuTh IPeMMYILeCTBa ¥ HeJOCTaTKX JIOTOTPaMM.

2. I3yumuThb 1-2 uepTe)ka ¥ TEKCTOBBIM CIIOCOO0OM 3amucaTh UX COZlep>KaHue.

KoHTpo/ibHBIE BONPOCHI :

1.KakoBbl 3Tarsl pa3BUTHS TEKCTOBOI'O JOKYMEHTHUPOBAHUA ?

2.KakoBbI crioco0bI 3arevatsieHust MHGopMayu ?

3.Kakue criocobbl J0KyMeHTUPOBaHUS TOSIBUMUCH B 19 Beke?

JIuteparypa:

beikoBa T.A. [lokymeHTaMioHHOe obecriedeHrde  yIipaB/ieHUsT  (ZIe/IOTIPOM3BO/CTBO)
[SnekTponHsIi pecypc]; yuebHoe ocobue/ T.A. Beikoa, T.B. Ky3HeroBa. -2-e u3j. nepepab. u 01
— Mocksa: MHdpa-M, 2018. -304 c. — Pexxum foctyna: http://znanium.com/go.php?id=942800/

Pa3jaTouHbIi MaTepHasl K 3aHATHAM:

KoJieknjust MMKTOrpaMm, JIororpamm U JokyMeHToB XI-XX BB.

Habop nakaTos.

Cnaiifpl TI0 UICTOPUU Pa3BUTHSI CITIOCOO0OB JOKYMEHTHUPOBAHUSI.

pON=
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Tema 3. ®opmynsip [OKyMeHTa M €ro COCTaBHble 4acTH. Vcropusi pas3Butusi (popmysisipa
IokymeHTa — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 32 yaca

®opmysap fokymenTta X VI - XVII BB. —

Llenb 3aHATHSI — BbISIBJIEHHME 3aKOHOMEDHOCTEM CKjaJblBaHWS W pas3BUTUsA (opMmysspa
TEKCTOBOTO ciy>kebHoro sokymenTa XVI-XVII Ba.

B pe3ysibTaTe BbINO/JHEHUS 3a[jlaHUN CTY/IeHT J0/DKEeH:

— umemb npedcmae/eHue O CKJIa/IbIBAHUY W Pa3BUTUX (HOpMYJIsipa TEKCTOBOTO I0KyMeHTa B
TIPUKA3HOM [1eJI0NIPOM3BO/ICTBeE;

— 3Hamb BuUAbl AokymeHTOB XVI-XVII BB., coctaB ¢opMysisipa; Ha3BaHUs PEKBU3UTOB U
MOPsJ0K UX 0(POPMIIEHHSI;

— yMeTb OIUChIBaTh KOHKpeTHbIe JoKyMeHTbl X VI-XVII BB., cocTaBnisisi uX GOpMy/IspbI.

3ajaHus A/ CaMOCTOSITe/TbHOM PadoThI.

1. A3yunTth BU/bI ¥ PA3HOBULHOCTU JOKYMEHTOB :

1.1 Tlo KpaTkoMy C/l0OBapi0 BH/JOB U pa3HOBUAHOCTEM [JOKYMEHTOB BBINHMCaTb BH/bI
JIOKYMEHTOB;

1.2 Tlo KoJUIeKLMU BBISIBUTH BU/IbI IOKYMEHTOB, 0OBsICHUB MeTO/], OTipe/ie/ieHUst KaXK/I0T0 BU/a.

2. BeisiBUTB ¥ onvcaTh 0cOOeHHOCTH 0003HaUeHHs aBTOpa I0KyMeHTa, yKa3as :

- C/Ty>KeOHBIN WIN JTIMUHBIA JJOKYMEHT;

- KOJUTEKTUBHBIN WIN UHAWBUya/IbHBIN aBTOD;

- (hopmy 0603HauUEHUsI aBTOPCTBA, MECTO ero PacrioyioykeHus B opMyJisipe JOKyMeHTa;

- 0c0OEHHOCTH OTpe/ieIeHHst aBTOpa.

3. TIpoaHany3MpoBaTh COCTaB U CIOCcOObl 0003HaUeHUsI PeKBU3UTA «aJjpecaT» :

- BBINIUCATh [PUMePHI a/ipeCOBaHUs JOKYMEHTOB;

- U3YUUTh COCTaB, CII0COO HaIMCaHUs a/ipecaToB JOKYMEHTOB, MOChLIaeMbIX U3 HI)KeCTOSIIIero
yupeXXJeHHs B BBIIIECTOsIII|ee, JOKYMEHTOB, KOTOPIMHA 0OMEHHBAJIMICh PABHOCTOSIIIME YUPEKAECHUS, U
JIOKYMEHTOB, HallpaB/isieMbIX U3 BBILLECTOSIUX YUPEXK/EHUN B HU)KeCTOsLLe.

4. VI3yunth crioco0bl JaTUPOBKY I0KYMEHTA :

a) OMpeJie/IUTh JaThl U3yuyaeMbIX JOKYMEHTOB;

0) yCTaHOBUTH MPH3HAKM [JATHPYIOILETO XapaKTepa;

B) IepeBeCcTU YCTaHOBJ/IEHHbIE [aThl C 3Pbl «OT COTBOPEHHsI MHpa» Ha 3Py «OT POXKJeCcTBa
XpHUCTOBa», C 10JIMAHCKOr'0 KaJleHZ,apsl Ha TPUTOPUaHCKUM.

5. M3yuuTp cocCTaB yJOCTOBepeHUs [OKyMeHTa : OIpeJeJuTb Halduyue, COCTaB, MeCTO
pacronoXeHus: MOAIUCH U CKpeTbl.

6. Onmcarb XapakTep OTMeTOK Ha JoKyMeHTax. Onpe/ie/IMTb UX Ha3HaUeHUe.

7. OnpefienUTh TPaJULIMOHHO-C/IOXKUBIIYIOCS CTPYKTYPY TeKCTa M OCODEHHOCTH W3/I0KEeHHsT
coJiep>KaHusl OT/ie/IbHBIX BUJOB JIOKYMEHTOB (4esio0MTHas, TpaMOoTa, OTITHUCKA).

Yka3aHus 1o BbINO/IHEHUIO 3aaHMI:
3aganusi Ne 1-6 MOKHO BBITOJIHSTh C TIOMOILIBIO Tab/MLIbI CaeyoLeii popMmbI:

Bun ABTOp Anpecar [Hara Cocras OrMerka Ha
JIOKyMeHTa YAOCTOBepeHust JOKYMeHTe

1. BeImMcaTh Ha3BaHWS BHUIOB /JOKYMEHTOB, 0OpaTWB BHHMMaHWe Ha KOJIMUECTBO BH/IOB U
pasHoBuaHocTel B XVI-XVII BB.

Buaesl [OKyMEHTOB Cjie[lyeT BBIMUCHIBATL [0 CAeAYIOIIMM TpyIMIaM: pacropsiauTenbHbIe
JIOKYMEHTbI (HampuMep, YKasbl, TPaMOThI, HaKa3Hble, TaMsTH), Mepernvcka (MaMsATH, OTIUCKH,
ye/I0OUTHBIE U T.I1.).

Buzibl JOKYMEHTOB M3yUWTh TaKXKe TI0 KOJUIEKI[UM KOTIMIA JOKYMeHTOB. Tak Kak OOJBIIIMHCTBO
JIOKyMEeHTOB He UMeeT Bbl/le/IeHHOTo 00603HaueHUsl BHZia WKW PAa3HOBUIHOCTHU, TO Ha/I0 UX OTIPe/|eNIUTh
CaMOCTOSITE/ILHO M OIMUCATh MeTOJbl OfpeJesieHUss (aHamM3 TeKCTa, CreluduKka W3I0KeHUs
CO/Iep>KaHus WK CTI0XKUBIIIAsICS epapXusi JOKYMEHTOB).
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2. ITo kosnekyuu XVI - XVI BB. BHUMaTe/IbHO IPOYMTATh COZeprKaHue KaXKZoro JOKyMeHTa U
yKa3aTb aBTOpa - CO3/aTesisi JOKyMeHTa (ydpek[eHue) U ToJpoOHO O0OBSCHUTb, KakuM o00Opa3om
YCTaHOBJIEH JJaHHBIN aBTOP.

3. BHUMaTe/IbHO MPOYMTATh JOKYMEHTHI Tpe//IOKeHHOW KOJUIeKLIMU U CTOJI0LA U OTpe/ieluTh
MeCTO pacriosioXKeHUs afipecara, ero CocTaB U (popMy, BLINMCATb HECKOJILKO TTPUMEPOB.

[yt aHamM3a JOKYMEeHTOB, KOTOPbIMKA 0OMEeHUBATUCh YUPEXeHUs], ClIelyeT B3STh TaKue BU/IbI
KaK yKa3, rpaMoTa, 4eo0uTHasi, OTMMCKa. [IpocieuTh W BBIMHACATh MPUMePbl 0(OPM/IEHUSI B HUX
azjpecata ¥ TI0 COJep)KaHUIO OIpe/e/UTb KOHKDeTHbIE YUpe)K[eHUsl, KOTOPbIM a/ipeCcOoBaHbl
JIOKYMEHTHI.

4. YCTaHOBUTb [JaTy CO3[j@aHusl [OKYMeHTa - TOUHYH, TNPUOIMKeHHYIO, BEpOSITHYI C
Mo/POOHBIM O0BSICHEHHEM [aTHUPYIOIIEro TMpHU3HAKa (Cofiep>kaHue [OKyMeHTa, BpeMs AeWCTBUS
HWCTOPUUECKUX JIUI] U T.[.). ¥ CTAaHOB/IEHHYIO TI0 3pe «OT COTBOpeHusi Myupa» (Harpumep, 7168, korga
riepBasi Udpa onyckanach - 168) naTy mepeBecTd Ha 3py «OT POXKAeCcTBa XpUCTOBa». [Ijis 3TOr0 OT
udpsl 7168 Bbiyects 1Mdpy 5508 mmm 5507 (Ans1 cobbIThii MapTOBCKOro cTusisi) U 5508 nmm 5509
(mnst cobpiTHl ceHTsIOpBCKOTO cTUs). K AHIO Mecsiia ciexgyer mpubaBuTh IUQPY AeCATh, YTOOBI
TIOJIyYMTh ATy 110 HOBOMY CTHJIIO.

5. CocTaB y/IoCTOBEpeHHs JOKYMeHTa HauaTh M3y4aTh CO CTOJIOLA, 0 KOTOPOMY OIpe/IeIUTh
MeCTO MOAMNUCH («TIPUTIMCH») U XapaKTep ee HamucaHus. 110 KoJIeKIMM BbISICHUTb COCTaB CJTY>KUTbIX
JIFOJ1ed, MOJNUCHIBAIOIINX U CKPEIUISIOLINUX JOKYMEHTHI.

6. BeinmucaTh Bce OTMETKH Ha JOKYMeHTax, OTMETUB MECTO WX HalWCaHus, UX Ha3HaueHue 1
WCIIO/Ib30BaHue [i/Is1 YTOUHEHUs] XapaKTepUCTHUKK JOKYMEeHTa.

7. IlpoaHanu3vpoBaTh HECKOJIBKO BU/IOB JIOKYMEHTOB, YCTaHOBUTb, UMEETCs /1M XapaKTepHasi
JJIS1 KXKZ0ro BUJIA CTPYKTypa TEeKCTa, KAKUMU yCTOWUMBBIMUA CJI0OBOCOYETAHUSIMU OTJIMYAETCS OJUH
BU/| OT JIPyTrOro.

It aHa;M3a MOYKHO B3SITh TaKHe BH/IbI IOKYMEHTOB KaK yKa3, TlaMsITh, 4eJI00UTHasi, OTITHCKA.
Marepuarbl aHaM3a Jyyllie rpe/iCTaBUTh B TabauuHoi dopme :
By nokymeHra BeegeHue OCHOBHas1 YaCTb 3ak/iroyeHve

KoHTpo/1bHBIE BONIPOCHI:
1. Uem onpefensnack CTPYKTypa TeKCTa U HAMMEHOBaHWe BH/a IOKyMeHTa ?
2. KaxkoBbI 0c0OEHHOCTH BHeIIHero oopmiieHHs JOKyMeHTa ?
3. Kakuie npusHaky 1IOMOratoT OIpe/ie/IUTh aBTOPCTBO I0KyMeHTa ?
4. Kak ompejenutb BpeMsi COCTaB/ieHUsi JokyMeHTa ? OcobGeHHOCTH 0003HaueHWs JaThl
JokyMeHTta XVI - XVII BB. ?
5. Kak y10CcTOBepsvch JOKYMEHTHI ?
W cTrouyHMKHU M TUTepaTypa
VcTOUHMKMY:
KpaTkuii cioBapb BUZIOB M pa3HOBUJHOCTEN 10KyMeHTOB.-M.,1974.
JIuteparypa:
beikoBa T.A. [lokymeHTalMoHHOe obecriedeHre  yIipaB/ieHUs  (ZIe/IOTIPOM3BO/CTBO)
[SnekTponHsIN pecypc]; yuebHoe mocobue/ T.A. BeikoBa, T.B. Ky3HeroBa. -2-e u3f. nepepab. u 01
— Mocksa: Hdpa-M, 2018. -304 c. — Pexxum foctyna: http://znanium.com/go.php?id=942800/
Pa3jaTouHbIi MaTepHasl K 3aHATHAM:
1. Cron6er; XVII B.
2. Konnekuyu kot 1oKkyMeHTOB X VI-XVII BB.
3. KpaTkuii cjioBapb BU/I0OB U Pa3HOBUHOCTEN JOKyMEHTOB.
®opmysap fokymenrta X VIII B. —
Llenb 3aHsATHSI — U3y4yeHHe pa3BUTUSL U 0coOeHHOCTel (HOpMyJIsSipOB CyKeOHBIX OKYMEHTOB
XVIII B.
B pe3ysibTaTe BbINO/JHEHUS 3a[JlaHUN CTY/IeHT J0/DKEeH:
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— umemb npedcmae/eHue 0 3aKOHO/aTeIbHOM perympoBaHUu ripotiecca
JIOKyMEeHTHPOBaHUs U pa3BUTHM QopmyJisipa fJokymeHTa X VIII B;

— 3Hamb 3aKOHOJAaTe/IbHble aKThbl, perjiaMeHTUPYIOLKe I[0CTaHOBKY [e/0IpOM3BO/CTBA B
XVIII B, BUABI OKYMEHTOB, COCTaB (popMyJisipa JOKYMeHTa, paBr/a 0()OpMJIeHUs] peKBU3UTOB;

— yMeTb OIUChIBaTh KOHKpeTHbIe JoKyMeHThl X VIII B., cocTaBmsis Ux (popMyisipbl.

3ajaHus A/ CaMOCTOATETbHOM PaboThI:

1. A3yunTth BUZBI ¥ PA3HOBULHOCTU JOKYMEHTOB:

- BBIIKUCATh BU/ibl JOKYMEHTOB, YCTaHOBJ/IEHHbIe ['eHepasibHbIM perjiaMeHTOM

- u3 «Kpartkoro cs10Baps BUI0B U pa3HOBUHOCTEN JOKYMEHTOB» BbINMCATh BU/bI JOKYMEHTOB
XVIII B.

- Y3 JleJl MeCTHBIX YUYpeXJeHUW BBIMCaThb BCe BHU/bI JOKYMEHTOB M OTMETUTHb U3MEHEHUs B
TeXHUKe [JOKYMeHTHUPOBaHUS.

2. Ha nprMepe JOKyMEeHTOB MeCTHBIX YUpPeXJAeHNUM NTPOaHaIu3UupOBaTh CJIOKUBILIMECS TIpaBU/ia
HarycaHus aBTopa, BISBUB:

a) 0coOeHHOCTH 0OPMITEHHST aBTOPa CJTyKeOHbIX ¥ JIMYHBIX JOKYMEHTOB

6) 3aBUCMMOCTb 0003HaUeHUsI peKBHU3WTa «aBTOP» OT 0003HaUeHusI ajipecaTa JOKyMeHTa.

3. TIpoaHanu3upoBaTh 0003HAUEHNUST PEKBU3UTA «aZIpecar»:

a) BbIUCaTb U3 ['eHepanbHOrO perjgamMeHTa OMNKMCAHHWE CUCTEMbl MUCbMEHHBIX CHOLLIEHUM
3BeHbEeB arrapara yrpaB/eHus

6) 1Mo JOKyMeHTaM MeCTHBIX YUpeX/JeHUW OrucaTh TOopsJoK OQopMIeHUs peKBU3UTa
«azipecaT», OTMETWUTh OTJMUUTENbHbIE OCOOEHHOCTH TIOpSJKa aZJpecoBaHHsl JIOKYMEHTOB IIO
cpaBHeHuto ¢ XVI-XVII BB.

4. Onucatsb NOpsI0K AAaTUPOBaHUS JOKYMEHTOB. [JaTb MpuUMepsl BCeX BUJOB JaT C IepeBOAOM
VX Ha TPUrOPUAaHCKUI KaneHJaphb.

5. M3yuuTh COCTaB y/JOCTOBEPEeHUs JOKYMEHTOB:

- BBINUCATh U3 ['eHepa/IbHOrO perjiaMeHTa IpaBu/ia Y40CTOBepeHust JOKYMeHTOB

- OIIMCaTh COCTaB MOZIMUCH I10 JOKyMeHTaM MeCTHBIX YUPeK[eHUN.

6. Onmcartb BUZIbI OTMETOK Ha JJOKYMeHTax.

7. VI3yuuThb NIPUHLUIIEI OPraHU3aL[y TeKCTa HeCKOJIbKUX BU/IOB JOKYMEHTOB.

8. CocTaBuTh (OPMYJISIPHI IBYX IOKYMEHTOB.

Yka3zaHus 1o BbINO/IHEHHIO 3aiaHUM

1. BeIsiBUTH BU/IBI ZIOKYMEHTOB, yCTaHaB/IMBaeMble ['eHepaibHbIM perjiaMeHTOM, [JOIOJIHUTb UX
BuzamMu AokymeHToB XVIII B., mpuBenéHHbIMU B «KpaTKOM C/i0Bape BHUJOB W Pa3HOBUJHOCTEM
JIOKYMEHTOB» U BBIIKUCATh UX onpeeneHus U3 Ciosaps.

W3yunTh [OKYMEHTBHI Jle/1 MECTHBIX YYpeX/eHWM, BbINMChbIBAas HauMEHOBAaHWsS BHOB U
oOpairjasi BHUMaHUe Ha TeXHHKY JI0KYMeHTUPOBAHUS, BOJsiHbIe 3HAKU, TepboByt0 Oymary.

2. 3aganusi Ne 2-6 MOXKHO BBITIO/THSATE C TIOMOIIIBIO Tab/HILIBI Cieyromei Gopmbr:
Bup, Agtop: |Agpecat: ([ara: |Tekcr: CocraB OtmeTka Ha
JIOKYMeHTa: (xp. cozep.) YAOCTOBEpPEHUs]  |IOKYMeHTe

ObparuTe BHMMaHHe HAa MECTO PACIONIO)KeHWs PEKBU3UTA «aBTOP»H OMHWCATh TPAaBU/IA €ro
oQopMJIeHHs B 3aBUCMOCTH OT PEKBU3HWTA «aJpecar».

3. N3yuuts no ['eHepanbHOMy persiaMeHTy M JOKYMeHTaM MeCTHBIX YUPeX[eHWW NpaBusa
oQopMmIIeHHs1 peKBU3UTa «aJipecaT». BrinvcaTk mpaBusia U MpUMepPHI a/IpeCcOBaHUSI.

4. Ilpoananu3upoBarb BCe UMeMOLMecs [aTbl B JOKYMEHTe U OIpeZe/UTb UX Ha3HaueHue,
BBINIMCATh [PUMEPHI U OMMUCATh MECTO PACIIOI0KEHUs KaXK/10M J1aThl.

5. M3yuuTh mnpaBuia yAOCTOBEpPEHUs [JOKYMEHTOB II0 ['eHepa/bHOMY perjiamMeHTy. 3aTem
TpoaHaIu3upoBaTh OOpPMIIeHHE TIOJITMCH B IOKyMeHTax, BU/IbI [leuaTeil.

6. Beinucath Bce OTMETKM Ha JJIOKYMeHTax, yKasaB, Kakve U3 HUX NosBuincs B X VIII B.

7. Ilo I'eHepa/ibHOMY perjlaMeHTy Ha IIpUMepe IIPaBUJI COCTaBJ/IeHUs IIPOTOKOJIA OIpe/e/UTh
TpeboBaHus, TipeAbsiBisieMble K TeKCTy (1. VI, XXX). BHUMaTenbHO uuTasi TEKCThI HECKOIbKUX
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JIOKYMEHTOB, OIWCaTb UX CTPYKTYPY, NPOC/eXHBas ee W3MeHeHHe B pa3/IM4HbIX BHU/JAaxX; NPUBECTH
TpUMephl BUZI0B TpadapeTHbIX JOKYMEHTOB, OTMeYast KaKuM IyTeM NPOBOAW/Iachk TpadapeTr3aliys.

8. Onucarb JOKyMEeHTHI 0 C/IeAYHOIer cxeMe:

- BU/, (pa3HOBH/HOCTD)

- aBTOp

- azipecar

- TeKCT

- Jara

- COCTaB Y[0CTOBEPEHUs

- MMO/IJIMHHOCTD (KOMUMHOCTD)

KonTpo/ibHBIE BONIPOCHI

1. HazoBure ocobenHocTtH hopmel fokymenta XVIII B. ?

2. Kakue TpeOoBaHUSI TIPeABSBISIOTCS K O(QOPM/IEHHIO TIPOTOKO/MA 10 I'eHeparbHOMY
perjiameHTy?

3. B uem nposiBunack TeHeHLMs K yHU(PUKALMU J0KYMEHTOB ?

4. OnumwMre CUCTeMy TNMCbMEHHBIX CHOLIEHWM 3BeHbEB amnrapaTa yIIpaB/eHusl T0
['enepanbHOMY persiameHTy ?

N cTouHuku 1 muTeparypa

BeikoBa T.A. [lokymeHTaroHHOe oOecrieueHWe  yTpaBJjieHHs]  ([e/I0NTPOU3BOACTBO)
[DnekTpoHHBIM pecypc]; yuebHoe ocobue/ T.A. BrikoBa, T.B. Ky3HelioBa. -2-e u3z. nepepab. u JorI.
— Mockga: Mudpa-M, 2018. -304 c. — Pexkum poctymna: http://znanium.com/go.php?id=942800/

Pa3jjaTouHbIi MaTepHasl K 3aHATHAM

1. l'enepanbHblli pernameHT 1720.

2. lokyMeHT®HI (fie/1a) MeCTHBIX yupexxzeHni 18B.

3. KpaTkuii cjioBapb BU/I0B U Pa3HOBUHOCTEN JOKyMEHTOB.

®opmysiap foKyMeHTa XIX Beka —

Llenb 3aHsATHSI — U3y4yeHHe pa3BUTUSL U 0coOeHHOCTel (HOpMyJIsSipOB CyKeOHBIX OKYMEHTOB
XIX B.

B pe3ysibTaTe BbINO/JHEHUS 3a[jlaHUN CTY/IeHT J0/DKEeH:

— umemb npedcmaesneHue O perjiaMeHTalMM Ipoljecca JOKYMEHTHPOBaHHS B
3aKoHozlaTebHbIX akTax XIX B., pa3BuTMM (opmy/sipa JOKyMeHTa, TeHJeHLMsIX TpadapeTusaluu
JIOKYMEHTOB;

— 3Hamb BUABI AokKyMeHTOB XIX - B., 0coOeHHOCTH uX odopmiieHHsi, cocTaB (HoOpMyssipa,
TosiB/ieHre 0/1IaHKOB M UX BU/IBI, TIOSIB/IEHWE OTMETOK Ha [JOKYMEHTaX, OTPAKAOIINX UX JBIKEHHE B
yupeXieHuu 1 paboTy C HUMHU.

— yMeTb aHa/IU3UPOBATh KOHKPeTHbIe JOKYMeHTbl XIX B.; cOCTaB/sisl UX (POPMYJISIPBI.

3ajaHus A/ CaMOCTOSATE/TbHOM PaboThI

1. A3yunTh BU/BI ¥ PA3HOBUAHOCTU JOKYMEHTOB.

2. BoisBUTb 0cobeHHOCTH O(OpMIIeHHsI PEeKBU3UTA «aBTOP», OMMCaTh COCTaB OjaHKa U ero
BU/IbI.

3. I3yunTh TEKCT JOKyMeHTa.

4. OnucaTh NOpALOK afpecoBaHUs JOKYMeHTa.

5. BwimucaTh pgarel coctaBieHus, 00paOOTKM, TOAMUCAHUS W [Jp., yKa3aTb MeCTO UX
PacIionoXeHus.

6. [IpoaHanu3upoBaTh XapakTep yA0CTOBEpeHUs JOKYMEHTA.

7. Onucatb BU/bl OTMETOK.

8. CocTaBuTh OpPMYJISIPBI 2-X JOKYMEHTOB.

Yka3zaHus 1o BbINO/IHEHHIO 3alaHUM

1. HauuHath paboTy ciiefiyeT C pacCMOTpeHUs JieJl yupeXk[eHus. BbIBUTb U BBINUCATb
Ha3BaHUs BUJIOB IOKYMEHTOB:

- U3/laBaeMble BBILIECTOSILMMU OpraHamy;
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- [I0Cbl/IaeMble PaBHBIM yUPeXeHUSIM;

- [IpeJCTaB/IsieMble B BBILIECTOSILIMe yUpeKeH!s;

- oopMJIsTtOILIE BHYTPEHHIOO JIeSITe/TbHOCTb.

N3 «Kpatkoro csioBapsi BUJOB U DPa3sHOBUJHOCTEW JOKYMEHTOB» BBINMCATh OIpe/eleHUs
BbISIBJIEHHBIX BHU/I0B JOKYMeHTOB XIX B.

2. OnucaTh TOPSAOK O(QOpMJIEHUSI PEeKBU3WTA «aBTOP» B Pa3/lMUHbIX BUJAX [OKYMEHTOB,
BBIMUCAaTh HECKOJBKO THITOB OJIAaHKOBBIX HAJAMUCEH W OIpeJeiTh WX CocTaB. [lo KoMILIeKCy
JIOKYMEHTOB TIPOC/Ie/JuTh, KakKvie BHU/bl JOKYMEHTOB MUILYTCsS Ha OsiaHKaX, Kakue 06e3 0003HaueHus
O/TAaHKOBBIX HaJTIHCEH.

3. IlpoaHanv3upoBaTh HECKOJBKO BUJOB JOKYMEHTOB, yKa3aB CTPYKTYPY TeKCTa, BbIIHCaB
MpUMepbl  TIPUMEHEHUs]  «KaHLensIpu3MoB». OTMeTUTb, HACKOJbKO YCWIWIaCh TeHJEHLUs
TpadapeTur3salyy (BbINKMCaTh NpUMepbl TpaapeTHbIX U TUIIOBBIX TEKCTOB).

4. Tlpu omnuvcaHuu TOpsiika aipecoBaHUsi YCTAHOBUTH 3aBUCUMOCTb O(OPMIIEHHSI PEKBU3UTA
«ajpecar» OT “epapxuu yupexzjeHui. [IpuBecTH npumepsl ajpecoBaHus B BBILIECTOSIIUE, DABHbIE U
HIDKeCTOsIIee YUpeXKeHuUs.

5. BbinucaTth ripumepsbl AAaTUPOBKM M MepeBecTU JaThl Ha HOBbIM cTwib. B XIX B. pa3Hulia
MeXXJy CTUIAMU paBHsiach 12, B XX B. — 13 fHAM.

6. Bbmmcate npumepbl MOANKMCAHWS [JOKYMEHTa B MHCTAaHLMSIX pa3HOM MOJYMHEHHOCTU U
OIMCaTh COCTaB IOJTIVCH.

7. BbInycatb OTMETKH Ha JJOKyMeHTaxX U yKa3aTb UX Ha3HaueHue, MeCTO IPOCTaB/IeHUs.

8. ®opmysipbl JOKYMEHTOB COCTaBUTh MO CXeMe, MPeIJIOKEHHOW B TPETheM 3aHSITUM.

KoHTpo/1bHBIE BONPOCHI:

1. B yem nposiBu/Iach TeHZEeHLUs K YHUGUKALMU (DOPMBI U TeKCTa JOKyMeHTa ?

2. Yto Takoe TpacapeTHbIN U TUIIOBOW TEKCTHI ?

3. HasoBure cocTaB 6G/1aHKa JOKyMeHTa ?

4. Yem omnpefensics XapakTep aZjpeCcoBaHUs JJOKyMeHTa ?

HNcrounuku u 1ureparypa

Ncrounuku:

BeikoBa T.A. [lokymeHTaroHHOe oOecrieueHWe  yTpaBJjieHHs]  ([e/I0NTPOU3BOACTBO)
[DnekTpoHHBIM pecypc]; yuebHoe mocobue/ T.A. BrikoBa, T.B. Ky3HelioBa. -2-e u3z. nepepab. u Jo11.
— Mockga: Mudpa-M, 2018. -304 c. — Pexkum poctyma: http://znanium.com/go.php?id=942800/

Pa3paTouHbii MaTepuas K 3aHATUAM

1. Jena yupexxgenuit 19 B.

2. KpaTkuii cjioBapb BUZIOB M pa3HOBUHOCTEN JOKyMEHTOB.

Tabsura

AHasnu3 ohopmieHUs: peKBU3UTOB I0KyMeHTOB B X VI- XIX BB.

HaumeHoBaHue JOKyMeHTOB OcobeHHOCTH 0(hopMIIeHHUsT PEKBU3UTA
B XVI-XVII BB. B XVIII B XIX
B. B.

Bup nokymeHra

ABTOp

Apnpecar

Tekcr:

BBeZIeHHe

OCHOBHas 4acTb
3aK/IF0YeHne

5. [atel

COCTaB/IeHUS
T10/TyYeHusI
perucTpauyu

CocraB yZ0CTOBepeHus
OTMeTKH Ha JJOKYMEHTe

AP

N
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®opmysiap foKyMeHTa XX Beka. —

Llenb 3aHATHS — W3yueHHe Pa3BUTHS U 0COOeHHOCTel (OopMyJISPOB C/Ty)KeOHBIX JOKYMEHTOB
XX B.

B pesysibTaTe BbINIO/IHEHUS 3a[JlaHUN CTY/IeHT JOJ/DKEeH:

— umemb npedocmaesneHue O perjiaMeHTalMM IIpolecca JIOKYMeHTHpPOBaHUS B
3aKOHOZATe/NbHbIX akTaXx XX B., pa3BUTUU (hopMyJsisipa AOKYMeHTa, TeH/AeHLMSX TpadapeTusaluu
JIOKYMEHTOB;

— 3Hamb BUABI I0OKyMeHTOB XX - B., 0COOEHHOCTH WX OQopmieHHs, cocTaB (opmysspa,
rosiB/ieHUe OJIaHKOB U WX BU/bI, MOSIBJIEHWE OTMETOK Ha JIOKyMeHTax, OTPa’KarollUX UX [IBKeHHe B
yupeXXJeHnu 1 paboTy C HUMH.

— yMeTb aHa/IM3MpOBaTh KOHKPETHbIE JIOKYMeHTbl XX B.; COCTaB/sisl UX (QOPMYJISIPHI.

3apaHusA 1A CaMOCTOATE/TbHOU PadoThI
. I3yuuts BU/IbI U pa3sHOBUAHOCTU JOKYMEHTOB.
. BoisiBuTE 0cobeHHOCTH O(OpMIIeHHsT PeKBU3WUTa «aBTOP», OIHCATh COCTaB OjlaHKa M ero

N =

BU/JIbI.
3. I3yuuTh TEKCT JOKYMEHTa.
4. OnucaTh NOPSAJOK aZpecoBaHUs JOKYMeHTa.
5. BemwmcaTh [aTbl cocTaBieHus, 00pabOTKH, moAmMcaHus W [Ap., yKa3aTb MeCTO UX
PacIi0JIOKeHUs.
6. [IpoananusupoBaTh XapakTep yA0CTOBEePeHUs JOKYMeHTa.
7. Onurcartb BU/IbI OTMETOK.
8. CoctaBuTh (POPMYJISIPBI 2-X JOKYMEHTOB.
N cTouHuku 1 mureparypa
BeikoBa T.A. [lokymeHTarMoHHOe oOecrieueHWe  yTpaBJjieHHs]  ([e/I0NPOU3BOACTBO)
[DnekTpoHHBIM pecypc]; yuebHoe ocobue/ T.A. BrikoBa, T.B. Ky3HeroBa. -2-e u3z. nepepab. u Jo1I.
— Mockga: Mudpa-M, 2018. -304 c. — Pexkum poctyma: http://znanium.com/go.php?id=942800/
Pa3paTouHbii MaTepuas K 3aHATUAM
1. Jena yupexxgenuit 20 B.
2. KpaTkuii cjioBapb BUZIOB M pa3HOBUHOCTEN JOKyMEHTOB.
3. COOpHUK 3aKOHO/IaTe/IbHBIX aKTOB IO Jiesionpou3BozcTBy (1917-1970rr.) — Yueb. mocobue
nog pex. A.3. Jlupmmya. — M. MITMUAU, 1973. — 157 C.

Tema 4. dopmysisip COBpeMEHHOIO YIIpaB/JeHUYeCKOro J[OKyMeHTa: TpaBuiaa 0dopM/eHus
PeKBU3UTOB— 12 yacoB

Llenb 3aHATHST — HW3yueHHWEe COBPEMEHHbLIX TpeOOBaHWM TOCY/JapCTBEHHBIX CTaHAApPTOB U
HOPMAaTHBHO-METOIMUECKUX aKTOB K O(OPMJIEHHIO CTyKeOHBIX JOKYMEHTOB.

B pe3ynbTaTe BBINOJHEHUs 3a/laHUM CTYJeHT J0/DKeH:

— umemb npedcmaejneHue O TeH/EHLWSX Pa3BUTUS [JOKYMeHTa W MPHUHLUIAX MOCTPOEHUs
dhopmMysipa-o6pa3iia OpraHu3al[MOHHO-PACIIOPSUTE/IbHBIX JOKYMEHTOB;

— 3Hamb COCTaB PEKBU3WTOB U TPeOOBaHWS rOCy/JapCTBEHHOTO CTaHZAPTa K O(MOPMJIEHHIO
JIOKyMEeHTa.

— 3HATh COCTaB PEKBU3UTOB W TpeboBaHus [IpaBus [ie/ionpon3BoAcTBAa B (hefepasbHBIX
opraHax UCMOJTHUTeTbHOU BAacTU U MeToAnueCKUX peKOMeH/ lalliii K COCTaB/IeHUIO JOKYMEHTOB.

— yMeThb TPOEKTHPOBATh OJIaHKK JOKYMEHTOB YUDeXAE€HWM W WMeTh HaBBIKM PabOTHI C
roCy/JapCTBEHHBIMU CTaHZAPTaMH U METOJAUUYECKMMU YKa3aHUSAMU T10 UX BHEJIPEHUIO Y TIPUMEHEHMIO.

9.1.1 3apaHus /i CAaMOCTOATE/THLHON PabOTHI

N3yunTh KOMILIEKT HOPMAaTUBHO-METOJUUYECKUX [OKYMEHTOB TI0 JOKYMEHTHPOBAaHUIO
yTpaB/IeHYECKON leATeIbHOCTH : MeToauueckre peKOMEHZALMU TI0 pa3paboTKe WHCTPYKIMN 10
JleJIOTIPOM3BO/ICTBY B TOCYJAPCTBEHHBIX OpraHax, OpraHax MeCTHOIO CaMOyIlpaB/ieHUus, YTB.
ITpukasom Pocapxusa ot 24.12.2020 Ne 199.
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[IpumepHasi MHCTPYKLMSI IO [eJIONPOM3BO/ICTBY B IOCYJapCTBEHHBIX OpraHU3alysX, YTB.
[Tpuka3om PocapxuBa ot 11.04.2018 Ne 44) // [DnekTpoHHbIli pecypc]. — M., 2019. Pexxum pgoctyna:
http://www.consultant.ru/document/cons doc LAW 305137/.

'OCT P 7.0.97-2016. HauuoHanbHbIM cTaHgapt Poccuiickoli ®epepaiuu. Cucrema
CTaHZAPTOB TI0 UWHQOpMaluK, OWOIMOTEeUHOMY U W3/aTe/ibCKOMy feny. OpraHW3arMOHHO-
pacriopsiiuTenibHasi JoKyMeHTalusi. TpeGoBaHUs K OQOPM/IEHUIO AOKYMeHTOB // [DyieKTpOHHbIHN
pecypcl. — M., 2019. Pexxum foctyna: http://www.consultant.ru/document/cons _doc LAW_ 216461/.

1. Wzyuuts I'OCT P 7.0.97-2016 c TpeboBaHMsSIMU K O(OPM/IEHUIO JIOKYMEHTOB,
onpeJie/IUThb ero CTPYKTYPY, COCTaB pPa3/esoB.

2. N3yuuth TpeboBanusi 'OCTa Kk 6/1aHKY JOKYMeHTa.

3. [TpoaHanu3upoBaTh MPe/0KeHHYI0 KOJ/IeKLIUI0 JOKYMEHTOB, OTpe/ie/IuTh PEKBU3UTHI,
yKasaTb HeZIOCTaTK! B MX PACIOI0XKeHUU U 0(POPMIIEHUH.

4. CocTaBUTh Ha OCHOBAaHWHM Pa3/aTOYHOTO Marepuana OyiaHKW (OOIMiA W /71 MHUChbMa)

OpraHuzalii ¥ TpeJTpUsATHI pa3/nyHbIX (OpPM COOCTBEHHOCTH C BapvaHTaMW TPOJIOJILHOTO U
YIJIOBOT'O PaCIIO/IOKeHNsI peKBU3UTOB.
YKa3zaHus 10 BBIIO/THEHUIO 3a/|JaHMA.
1.M3yunts TpeboBaHUS K COCTaBy ¥ OGOPM/IEHUIO PEKBU3UTOB [OKYMEHTOB U O/IaHKOB,
n3noxeHHole B “IIpaBuiax [e/0MpoM3BO/CTBA B TOCYAAapCTBeHHbIX OpraHax, OpraHax MeCTHOI'O
camoyIpaBJ/ieHus1”, yTBep)KJeHHbIX Npuka3om Pocapxusa ot 22.05.2019 N 71. (cm. pasgen 2
“JloKyMeHTUpOBaHWe yTpaBieHuUeCKou JiessTeTbHOCTU )
2. N3yunuts TpeboBaHMs K OpopM/IeHHIO OaHKOB M PEKBHU3WTOB AOKYMEeHTOB 10 HaroHambHOMY
cragapty 'OCT P 7.0.97-2016 “Cucrema craHAapToB T0 UWH(popMauuy, OubiuoTeuHOMy W
u3garensCckoMy  Aeny.  OpraHW3aljMiOHHO-pACIOpsiUTeNbHas — JOKyMeHTauus. TpeGoBaHusi K
0(OpMJIeHHIO IOKYMEHTOB”.
3. WM3yuutb TpebGoBaHusi “MeTofuuecKnX peKOMeHJalui 1o pa3paboTKe WHCTPYKLIWH 110
[leJIOTIPOM3BO/ICTBY B TOCYZJAapCTBeHHbIX OpraHaxX, OpraHax MeCTHOIO CaMOYyIIpaBJieHus",
yTBep)K/IeHHbIX MprKa3oM PocapxuBa ot 24.12.2020 N 199 k 6/1aHKaM 1 peKBU3UTaM JOKYMEHTOB
(mpunoxxenus 2, 3).
4. VI3yuuTh TpeJI0KeHHYI0 KOJIJIeK[UI0 (3-5 JOKYMEHTOB) U aHalIu3upysl AOKYMEHThbl, BbISBUThb
HelloCTaTKh B odopmiieHMH OsiaHKa (OTCYTCTBUe HeoOXO/MMbIX DEKBU3UTOB U TPaBUJIbHOCTh
o(opM/IeHHsI UMEIOILIMXCs1); OTIpe/leNITh NMPaBUIbHOCTb PACIIO/IOKeHUs U 0(OPMJIeHUsI peKBHU3HUTOB
JIOKyMeHTa (3aro/ioBKa, JaTbl U WHJEKCa, TMOJIMCH, OTMETOK O MOCTYIUIEHWH W HamlpaB/leHUU
JIOKyMeHTa B J]e/io U Ap.).
5. Ha ocHOBe pa3jaToyHOro MaTepuaja CIPOEKTHPOBaTh O/IaHKM  [JOKYMEHTOB
KOHKDETHBIX OpPraHW3alvii ¥ TOCYJapCTBeHHBIX OPraHOB B COOTBeTCTBUM C TpeboBaHusimu 'OCT P
7.0.97-2016. KoHTpO/bHBIE BOIIPOCHI

1. [Tepeuncivre BUAbI HOPMAaTUBHBIX aKTOB, per/iaMeHTUDYIOLIUE [JOKyMEeHTHPOBaHUe
yTpaB/ieHUeCKOM JiesiTeJTbHOCTH.

2. UeMm pa3znmuuaroTcss oO0muii 671aHK W O/IaHK TIMChMa, OJIaHK KOHKDETHOTO BHA
JIOKyMeHTa.

Ncrounuku u nureparypa

VcToyHuKM:

denepanbHbIA  KOHCTUTYLMOHHBIA 3akKOH OT 25 pgekabps 2000 1. Ne 2-®K3 «O
I'ocymapctBeHHOM Tepbe Poccuiickoit @epepariun» // [DneKTpoHHBIA pecypc]. — M., 2019. — Pexxum
pJocryna: http://www.consultant.ru/document/cons_doc LAW_29674/.

[lpaBuna  fenonpousBOACTBA B TOCYJApCTBEHHBIX  OpraHax, oOpraHax MeCTHOrO
camoyripaByieHus, yTB. IIpukasom PocapxuBa ot 22.05.2019 Ne 71 // [OnekTpoHHbIN pecypcl. — M.,
2021. — Pexxum poctyma: http:// https://base.garant.ru/72291836/.

Meroanueckve peKOMeHZALMM TI0 pa3paboTKe WMHCTPYKLMM TI0 [1e/IOTPOM3BOACTBY B
roCy/lapCTBEHHbIX OpraHaxX, OpraHax MeCTHOrO0 caMoyripaBieHusi, yTB. Ilpukasom PocapxuBa oT
24.12.2020 Ne 199 // [DOnekTpoHHbIi pecypc]. — M., 2021. — Pexwum joctyma: http://
http://www.consultant.ru/document/cons doc LAW 373895/.
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[TpvimMepHasi UHCTPYKLMS 10 [1eJI0NPOM3BO/CTBY B T'OCY/IapCTBEHHbIX OpraHU3aliusiX, yTB.
[Tpuka3om PocapxuBa ot 11.04.2018 Ne 44) // [DnekTpoHHbIli pecypc]. — M., 2019. Pexxum pgoctyna:
http://www.consultant.ru/document/cons doc LAW 305137/.

'OCT P 7.0.97-2016. HauuoHanbHbIM cTaHgapt Poccuiickoli ®epepaiuu. Cucrema
CTaHZAPTOB TI0 UWHQOpMaluK, OWOIMOTEeUHOMY U W3/aTe/ibCKOMy feny. OpraHW3arMOHHO-
pacriopsiiuTenibHasi JoKyMeHTalusi. TpeGoBaHUs K OQOPM/IEHUIO AOKYMeHTOB // [DyieKTpOHHbIHN
pecypcl. — M., 2019. Pexxum foctyna: http://www.consultant.ru/document/cons _doc LAW_ 216461/.

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO W apxXuBHOe [e0. TepMUHBI U OMpefeeHus .-

[D71eKTpOHHBIN pecypcl. - M., 2019. Pexxum Jocryna:
http://www.consultant.ru/document/cons doc LAW 163800/.
JIuteparypa:

beikoBa T.A. [lokymeHTanMoHHOe obecriedeHre  yIipaB/ieHUs  (ZIe/IOTIPOM3BO/CTBO)
[SnekTponHbIN pecypc]; yuebHoe ocobue/ T.A. BeikoBa, T.B. Ky3HerjoBa. -2-e u3j. nepepab. u 101
— Mocksa: Mndpa-M, 2018. -304 c. — Pexxum foctyna: http://znanium.com/go.php?id=942800/

Pa3jaTouHbIi MaTepHasl K 3aHATHAM:

- 'OCT P 7.0.97-2016. HauwuonanbHbiM craHgapT Poccuiickoit ®epgepaiuu. Cucrema
CTaH/apToB 10 uHpopMauyy, OuOMMOTeUHOMY U U3jaresnbCcKoMy feny. OpraHu3alMOHHO-
pacriopsiiuTesnbHasi JoKyMmeHTalust. TpeGoBaHUs K 0(OpMIIEHHIO JOKYMEHTOB.

- IlpaBuna JenonporsBOACTBA B TOCY/apCTBEHHbIX OpraHax, OpraHax MeCTHOIrO
camoymnpassieHusi, yTB. Ilprkasom PocapxuBa ot 22.05.2019 Ne 71 // [DnekTpoHHbIN pecypc]. — M.,
2021. — Pexxum poctymna: http:// https://base.garant.ru/72291836/.

Metoiyeckie peKOMeHJallud 10 pa3paboTKe WHCTPYKLUWN 110 [1eJIONPOM3BO/CTBY B
roCyJlapCTBEHHBbIX OpraHaX, OpraHax MeCTHOrO camoyrpaBieHus, yTB. Ilpukasom PocapxuBa oT
24.12.2020 Ne 199 // [DOnekTpoHHBId pecypc]. — M., 2021. — Pexwum pgocryna: http://
http://www.consultant.ru/document/cons doc LAW 373895/.

[IpumMepHasi UHCTPYKLUS TIO [IeJIOTIPOM3BO/ICTBY B TOCY/JapCTBEHHBIX OpraHU3alyvsiX, YTB.
ITpuka3om PocapxuBa ot 11.04.2018 Ne 44) // [DnekTpoHHbIi pecypc]. — M., 2019. Pexxum goctyna:
http://www.consultant.ru/document/cons doc LAW 305137/.

- Konnekuys JOKyMeHTOB.

10. Tema 5. OpraHusaljioHHbIe, pacnopsiAuTe/IbHbIe 1 HH(OpMaIHOHHO-CIIPAaBOYHbIEe
AOKyMeHTbI — 28 yacoB

JloKyMeHTHpOBaHHe pacriopsiiUTeTbHOM [1esiTe/TbHOCTH —

Llenp 3aHsTHS — wW3ydyeHWe TpPeOOBaHMI TOCYZApPCTBEHHBIX CTaHJAAPTOB W HOPMAaTHUBHO-
MeTO/IMYeCKUX aKTOB K COCTaB/IEHHIO U O(OPMJIEHUIO PaCIiOpsAUTebHBIX OKYMEHTOB, IOJyueHre
HaBBIKOB UX COCTaBJ/IeHUsS] U O(POPMJIEHUS T10 3a[JaHHBIM CHUTYaLUsIM.

B pe3ynbTaTe BHITIOTHEHUS 3a/laHUM CTYIeHT [IO/KEeH:

— umemb npedcmaesneHue O CHUTyalusiX, TPeOyIOUMX W3JAHUS PACHOPSAUTENbHBIX
JIOKYMEHTOB;

— 3Hamb BUJbl PaCHOPSIUTENBHBIX [JOKYMEHTOB; COCTaB PEeKBU3UTOB (opmyrsipa
pacropsiiuTeIbHOTO JOKYMeHTa ¥ TpeboBaHUsI K UX COCTaB/IeHUIO U 0(OPMIIEHHIO.

— yMeTb COCTaBJISATb U 0QOPMJISITh pacropsjuTe/bHble J0KYMEHTbI 10 3aJJlaHHBIM CUTYaLUsIM
Y UMeThb HaBbIKK X 0()OpM/IeHHsI Ha KOMIIbIOTepe.

3apaHusA 1A CaMOCTOATE/TbHOU PadoThI

1. W3yuuth TpeOoBaHuWs, TpeAbsiBlsieMble K COCTaBeHHIO W O(OpM/IeHHI0
pacropsUTe/IbHbIX JOKYMEHTOB.
2. CocTaBuTh ¥ 0OPMUTE NPHKA3 [0 OCHOBHOM [1eSITE/IbHOCTH.
3. CocTaBUTh U OPOPMUTE PacHOpsKEeHHe.
YKa3zaHus 1o BBIIO/THEHUIO 3a/JaHUusd
1. YTOUHUTH COCTaB PEKBU3UTOB, BXOJAIIMX B (POPMYJISIP NPUKa3a, pacriopshKeHusl.

N3yuuth TpeboBaHUs MeTofuuecKre peKOMeHJAlMu T0 pa3paboTKe WHCTPYKLUM TI0
[leJIOTIPOM3BO/ICTBY B TOCYJApCTBEHHBIX OpraHax, OpraHaX MeCTHOIO CaMOYIpaB/IeHUs, VTB.
[Tpukazom PocapxuBa oT 24.12.2020 Ne 199, IlpvMepHOM WHCTPYKLMH IO [1e/I0TPOU3BO/CTBY B


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/

41

roCy/lapCTBeHHbIX oOpraHusauysax, yTB. Ilpukasom PocapxumBa ot 11.04.2018 Ne 44) K cocraBy
PEKBU3UTOB U CTPYKTYpe TeKCTa MpHKa3a [0 OCHOBHOM JIeSITeJIbHOCTH.

YTOUHUTH pasnuuusl B COCTaBJIEHWM IpHKas3a M0 OCHOBHOU [eTeJIbHOCTU U M0 JINYHOMY
cocTaBy, oOpaiijas BHUIMaHHe Ha Mopsi/[0K 0opMIeHusT CCbUTKU (YITIOMUHAHUS) Ha IPYToi I0KyMEeHT U
YHU(DUKALMIO TEKCTOB MPUKAa30B M0 JIMYHOMY COCTaBY.

2. CocTaBuUTbh JOKyMEHTBI Ha OCHOBE Tpe//I0’KeHHbBIX Mpero/iaBaTesieM CUTyaLuid.
KonTpo/ibHBIE BONIPOCHI
1. [TepeuncivTe peKBU3UTHI, BXOASLME B (POPMYJISIP ITPUKa3a.
2. HazoBuTe CTpyKTypy IpHKasa 110 OCHOBHOM /1eATe/IbHOCTH.
3. UeM oT/IMyYaeTcsl CTPYKTypa TeKCTa IIpUKasa M0 JIMYHOMY COCTaBy W OCHOBHOU
JleATe/IbHOCTH.
4. Ha3oBure cpoku xpaHeHUs IPUKa30B.
5. HasoBuTe peKBU3UTHI, BXOAALME B (GOPMYJISIP PACIIOPSDKEHUSI.
6. UeM oT/IMuaeTcss CTPYKTypa TeKCTa paclopspKeHUsi OT TIpUKasa I10 OCHOBHOM
JleATe/IbHOCTH.
N cTouHuku 1 muTeparypa
VIcTOUHMKMY:

Metoyeckie peKOMeHJallud TI0 pa3paboTKe WHCTPYKLUWH 110 [1eJIONPOM3BO/CTBY B
roCyJlapCTBEHHBbIX OpraHaX, OpraHax MeCTHOrO camoyrpasieHus, yTB. Ilpukasom PocapxuBa oT
24.12.2020 Ne 199 // [DOnexkTpoHHBId pecypc]. — M., 2021. — Pexwum pgocryna: http://
http://www.consultant.ru/document/cons doc LAW 373895/.

[TprMepHasi UHCTPYKLUS T10 [1eJIONPOM3BO/CTBY B TOCY/JapCTBEHHBIX OpPraHU3aliusXx,
y1B. IIpukasom PocapxuBa ot 11.04.2018 Ne 44) // [OnektpoHHBIM pecypc]. — M., 2019. Pexum
[TocraHoBnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «O6 ytBepxgeHuu IIpaBun
JleJI0TIpOr3BO/ICTBA B (hefiepabHBIX OpraHax WCIOJHWUTE/bHOW BlacTW»// [D/NeKTPOHHBIN pecypc]. —
M., 2019. — Pexxum poctyna: http://www.consultant.ru/document/cons doc LAW 88695/.

'OCT P 7.0.97-2016. HauuoHaneHblM cTaHgapt Poccurickon ®epepanyuu. Cucrema
CTaHAAPTOB TI0 UWHQopMauuy, O6ubMMoTeyHOMY U WU37aTesNbCKOMY feny. OpraHu3aljMOHHO-
pacnopsiguTenbHas JOKyMeHTanusi. TpeboBaHuss K 0O(OpPM/IEHUIO [OKYMEHTOB // [D/eKTpOHHBIN
pecypc]. — M., 2019. Pexxum goctyma: http://www.consultant.ru/document/cons doc LAW 216461/.

JIuteparypa:

beikoBa T.A. [lokymeHTaoHHOe obecriedeHrde  yIipaB/ieHUsT  ([Ie/IOTTPOM3BO/CTBO)
[SnekTponHsIi pecypc]; yuebHoe ocobue/ T.A. Beikoa, T.B. Ky3HeroBa. -2-e u3j. nepepab. u 01
— Mocksa: Mndpa-M, 2018. -304 c. — Pexxum foctyna: http://znanium.com/go.php?id=942800/

Pa3jaTouHbIi MaTepHasl K 3aHATHAM:

Metoyeckie peKOMeHJallud 10 pa3paboTKe WHCTPYKUWN 110 [1e/IONPOM3BO/CTBY B
roCyJlapCTBEHHBbIX OpraHaX, OpraHax MeCTHOrO camoyrpaBieHus, yTB. Ilpukasom PocapxuBa oT
24.12.2020 Ne 199 // [DOnekTpoHHBIM pecypc]. — M., 2021. — Pexwum pgocryna: http://
http://www.consultant.ru/document/cons doc LAW 373895/.

[TpyrMepHasi MHCTPYKLUSI TI0 [1eJIONPOU3BOJCTBY B TOCYAAPCTBEHHBIX OpraHMU3allvsiX, YTB.
ITpuka3om PocapxuBa ot 11.04.2018 Ne 44) // [OnektpoHHblii pecypc]. — M., 2019. Pexxum 'OCT P
7.0.97-2016. HauuoHanbHbIM cTaHaapT Poccutickoii ®Pegepanuu. CucreMa CTaHJapTOB MO
uHpopMaruy, Oub/MMOTEUHOMY U W37aTeNnbcKoMy feny. OpraHu3aljiOHHO-paCIopsifUTebHas
JokyMmeHTarusi. TpeboBaHusi K 0pOPM/IEHHIO JIOKYMEHTOB.

AnbboM yHUGUIMPOBAHHBIX ()OPM MEPBUYHON YUETHOM JOKYMEHTALUH TI0 YUETy TPy/ia ¥ ero
OIJIaThl, YTBEepPXK/eHHbIN roctaHoBaeHreM ['ockomcrata P® ot 05.01.2004 Ne 1.

Marepuanbl ¢ UHAUBU/YaIbHBIMU 33/JaHUSIMU [IJI1 CAMOCTOSITE/IbHOTO COCTaBJIeHUs] TIPUKAa30B
Y PaCIIOpSKeHUH.

JloKyMeHTHpOBaHHe [iesiTe/IbHOCTU KOJlJIerdajbHbIX OPraHOB —

Llenb 3aHATHST — M3yueHWe TpeboBaHUM K JJOKyMeHTaM, CO3/laBaeMbIM B TpoLiecce TIOATrOTOBKH
1 00C/Ty>KMBaHUsI COBEIL[aHNH.

B pe3ynbTaTe BHITIOTHEHUS 3a/laHUM CTY/IeHT [I0/KEeH:
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— umemb npedcmaeneHue O BUAAaX KOJJIeTUATbHOW [leATeIbHOCTH U TIOpsJKe eé
JIOKYMEHTHUPOBaHUS;

— 3Hamb COCTaB JIOKYMEHTOB, CO3/laBaeMbIX TIPU TIOJTOTOBKE COBEIlaHWM, TpeOOBaHUS K
(hopmyJisipy MPOTOKOJIa, TIOPSJIKY €ro COCTaB/IeHusI U 0(pOPMJIeHUSI;

— yMeTb COCTaB/ATb U OGOPM/ISATH TPOTOKOJ U JOKYMEHThI, CO3/laBaeMble B TIpOLiecce
MOATOTOBKH COBEIaHUS.

— yMeTb COCTaBJ/ISIThb U 0POPMJISITh BBITTUCKY U3 IIPOTOKOJIA.

— yMeTb COCTaBJISAITb U 0()OPMJISITH pellieHue.

10.1.1 3ajgaHus AJisi CAaMOCTOATETLHOU PadoTHI

1. W3yuuth TpeboBaHUs, TMpeAbsB/sieMble K COCTaB/IeHUIO U OPOPMJIEHUIO TIPOTOKOJIA U
peleHusl.

2. CocraBUTh NpuIJiallieHye Ha 3ace/iaHue.

3. CocCTaBUTH IPOTOKOJI COBELL|aHUS.

4. OdopMHUTh BBIMUCKY M3 NTPOTOKOJIA.

5. Odopmuts perieHue.

YKa3zaHus 1o BbIIIO/THEHUIO 3a/ldHHUA.

1. YTOUHUTH 3Tambl TOJATOTOBKM COBELllaHWW W BU/bI [JOKYMEHTOB, CO3/laBaeMbIX Ha
Ka)KJJOM 3Tare (1oBecTKa /iHsl, CHMCKM YYaCTHUKOB U T.J.).
2. YTouHUTE 0COOeHHOCTH (opMmy/sipa TIPOTOKO/a, TpeOOBaHUS K PEKBU3WUTaM,

W3/10)KeHHbIe B TOCYZAapCTBEHHOM CTaHZApTe W MeTOJWYeCKUX peKoMeH/alusix, obpailjasi BHUMaHHe
Ha COCTaB MH(OPMAILMY B TEKCTe TIPOTOKO/Ia, 0COOEHHOCTH ero MOATMCaHus, CPOKU O(OPMIIEHHS.
3. OnpezpenuTtsb pa3nuuusi TpeOOBaHUM K MPOTOKOJTY TOJTHOMY U KPaTKOMY.
4. CocTaBuUTh CaMOCTOSITE/ILBHO Ha OCHOBAaHMM pas3ZiaTOYHOIO MaTepuana IPOTOKOJ,
BBINIMCKY U3 MPOTOKOJIA, PeLleHHe.
KoHTpo/1bHBIE BONIPOCHI:

1. [TepeunciivTe peKBU3UTHI, BXOAsIMe B (hOPMYJISIp MPOTOKOJIA.

2. HazoBute CTpyKTypy TeKcCTa IpOTOKOJIA.

3. B uém oT/iMurie MpOTOKOJIa MOTHOTO U KPaTKOTO.

4. YKakuTe mopsAOK MOATOTOBKM COBEIAaHUSI M Kakue JOKYMEHTBhI CO3[ArTCs B XOZe
T10/ITOTOBKM.

5. [TepeuncivTe peKBU3UTHI, BXO/SIIME B (OPMYJISID pellieHusl.

6. B uem Ha3HaueHMe BBIMUCKA U3 TIPOTOKOJIA.

NcTrouHuku u 1ureparypa
NcTtouHuku:

Metoyeckie peKOMeHJallud 10 pa3paboTKe WHCTPYKUWN 110 [1e/IONPOM3BO/CTBY B
roCy/lapCTBeHHbIX OpraHaX, OpraHax MeCTHOrO0 caMoyripaBjieHusi, yTB. IIpuka3zom PocapxuBa oT
24.12.2020 Ne 199 // [DOnekTpoHHBIM pecypc]. — M., 2021. — Pexwum pgocryna: http://
http://www.consultant.ru/document/cons doc LAW 373895/.

[IpumMepHasi UHCTPYKLUS TIO [IeJIOTIPOM3BO/ICTBY B TOCYJJapCTBEHHBIX OpraHMU3alvsiX, YTB.
ITpuka3om PocapxuBa ot 11.04.2018 Ne 44) // [DnekTponHbIi pecypc]. — M., 2019. Pexxum goctyna:
http://www.consultant.ru/document/cons doc LAW 305137/.

'OCT P 7.0.97-2016. HauuonaneHblM cTaHgapt Poccurickon ®epepayuu. Cucrema
CTaHAAPTOB TI0 UWHQopMauuu, OubIMOTeUHOMY U WU37aTesNbCKOMy feny. OpraHu3aljMOHHO-
pacnopsiuTenbHas JOKyMeHTanusi. TpeboBaHuss K 0GOpM/IEHUIO [OKYMEHTOB // [DyeKTpOHHBIN
pecypc]. — M., 2019. Pexxum goctyma: http://www.consultant.ru/document/cons doc LAW 216461/.

I'OCT P 7.0.8-2013 [enonpousBoACTBO U apXuMBHOe feso. TepMUHBI U oOmpejeeHus.-
[D/1eKTpOHHBIM pecypc]. — M, 2019. Pexxum JIOCTYyTIa:
http://www.consultant.ru/document/cons doc LAW_163800/.

JIutepaTtypa:
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BeikoBa T.A. [lokymeHTarMoHHOe oOecrieueHWe  yTpaBJjieHHs]  ([e/I0NPOU3BOACTBO)
[DnekTpoHHBIM pecypc]; yuebHoe ocobue/ T.A. BrikoBa, T.B. Ky3HeroBa. -2-e u3z. nepepab. u Jo1I.
— Mockga: Mudpa-M, 2018. -304 c. — Pexkum poctymna: http://znanium.com/go.php?id=942800/

Pa3paTouHbii MaTepuas K 3aHATUAM

Metomryeckre peKOMeHJAallud TI0 pa3paboTKe WHCTPYKLUMH 10 [1eJIONPOU3BOACTBY B
roCy/lapCTBEHHbIX OpraHaxX, OpraHax MeCTHOro camMoyrpaBieHusi, yTB. Ilpukasom PocapxuBa oT
24.12.2020 Ne 199 // [OnektponHblii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons doc LAW 373895/.

[IpumepHasi MHCTPYKLMS TI0 eJIONPOU3BOACTBY B rOCY/IapCTBEHHBIX OpraHu3alusx, yTB. IIpuka3om
PocapxuBa ot 11.04.2018 Ne 44) // [OnektpoHHbli pecypc]. — M., 2019. Pexxum poctymna:
http://www.consultant.ru/document/cons doc LAW 305137/.

Matepuansl C WHAMBUAYalIbHbIMU 3a[@aHUSMM [l CAMOCTOSITE/IbHOTO — COCTaBJIEHUSI
JIOKYMEHTOB.

CocraBneHrie MHPOPMaLMOHHO-CIIPAaBOYHBIX JJOKYMEHTOB —

Llenb 3aHATUSI — W3y4yeHWe Ha3HaueHHsT WH(POPMAIMOHHO-CIIPABOUHBIX [JOKYMEHTOB U
ocobeHHOCTeN opopmiIeHHsT Ka)KA0T0 BU/ia 3TOU IPYIIIbl JOKYMEHTOB.

B pe3ynbTaTe BbINOMHEHUS 3alaHUN CTYJEHT JO0/DKeH:

— umemb npedcmae/neHue O TUMOBLIX CUTyalUsX, OQOPMIISEMbIX YHU(HULMPOBaHHBIMU
hopmamMyl MTHGOPMAL[MOHHO-CIPABOYHBIX JJOKYMEHTOB;

— 3Hamb BUJbl WH(OPMAI[MOHHO-CTIPABOUHBIX [IOKYMEHTOB; TpeboBaHUs K (opMysisipy
Ka)X/I0OrO BU/Ia;

— yMeTb COCTaBJISATb BCe BU/bl MH(OPMAL[MOHHO-CIPaBOYHbIX JOKYMEHTOB Y UMEeTh HaBbIKU
1x oopMsieHUsT Ha KOMITbIOTepe.

3ajaHus A/ CaMOCTOATEe/TbHOM PaboThI

1. VI3yuuTh npaBu/ia cocTaBjieHus U opopmiieHusi MHHOPMALIMOHHO-CIIPABOYHbBIX JOKYMEHTOB,
oOpaTuB BHMMaHHe Ha 0COOeHHOCTH TpeOOBaHUH K KaXK/JOMY BUJY.

2. CocrtaButh U odopMuTh B cooTBeTcTBHM C TpeboBanwsmu ['OCT P 7.0.97-2016 u
MeToauueckrx peKoMeH/aLvii:

o JOK/JIaZIHYHO 3aMrCKy (BHYTPEHHIOI U BHEIIHIOHO);

o 00BSICHUTE/IbHYIO 3aIMKCKy (BHYTPEHHIOI U BHELLHIOH0);

. CTIpaBKYy;

. aKT;

. nucbMa (rapaHTHiiHOe, HallOMMHaHuWe, TpUIJIallleHue, yBeJOMJIeHHe, peKlaMalui U
T.J.).

YKa3aHus Mo BbINOJTHEHUIO 3a/|[aHUsA

1. YTOuHUTh BUABI HMH(OPMALMOHHO-CIPAaBOUHBIX JOKYMEHTOB U TPU  KaKUX
yTpaB/eH4YeCKUX CUTYaLUsIX OHU CO3[at0TCsl.

2. BbISIBUTE 0COO@HHOCTH KaXKZ0T0 BU/la MH(POPMAL[MOHHO-CIIPaBOUHOT0 JIOKyMeHTa.

3. N3yunts TpebGoBaHMsI TrOCy/JapCTBEHHOrO CTaHJapTa K O(GOPMJIEHHIO pEeKBU3UTOB,
BXOJALLMX B TUIIOBOU (hOPMYJISIP KaXK/I0T0 BU/ja MH(OPMaLJMOHHO-CIIPAaBOYHOI'0 I0KyMeHTa.

4, CocTtaBUTh U O)OPMUTH JOKYMEHThI B COOTBETCTBUHU C MOTyYeHHBIMH 33/IaHUSIMHU.

KoHTpo/1bHBIE BOMPOCHI

[HaiiTe omnpe/ie/ieHre U YKa)KUTe TUIIOBOU (POpPMYIsip:
JIOKJIa/IHOM 3aTlCKU;

O0BSCHUTE/IHLHOMN 3aITUCKY;

CTIPaBKW;

aKTa;

cnyxebHOTo McbMa (Ha30BUTe ero Pa3HOBUAHOCTH);
YKaxute 0co00€HHOCTH 0 OPMIIEHHST TTHCEM.

B uéM 0cob6eHHOCTh 0(hOopMIIeHHS MTHChMa-0TBeTa.
Kakuie TpeboBaHUS TIPeIbSIB/ISIOTCS K TEKCTY MHACEM.

R WN © © 0 0 0
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HNcrounuku u 1ureparypa

Ncrounuku:

MeTomryecKkre peKOMeH/aluy 10 pa3paboTKe MHCTPYKIUH T10 ZieJIONPOU3BO/ICTBY B
roCy/lapCTBEHHbIX OpraHaxX, OpraHax MeCTHOrO0 caMoyripaBieHusi, yTB. Ilpukasom PocapxuBa oT
24.12.2020 Ne 199 // [Onektponnblii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons doc LAW 373895/.

[TpuMepHasi MHCTPYKLMS 10 [Ie/IONPOM3BO/CTBY B TOCy/apCTBEHHbIX OpraHu3anusx, yTB. [Ipukazom
PocapxuBa ot 11.04.2018 Ne 44) // [OnektpoHHblii pecypc]. — M., 2019. Pexxum pgoctymna:
http://www.consultant.ru/document/cons doc LAW 305137/.

'OCT P 7.0.97-2016. HauuoHanbHbIM cTaHgapt Poccuiickoli ®epepaiuu. Cucrema
CTaHZAPTOB TI0 UWHQOpMaluK, OWOIMOTEeUHOMY U W3/aTe/bCKOMy feny. OpraHW3arMOHHO-
pacriopsiiuTenbHasi JoKyMeHTalusi. TpeGoBaHUs K OQOpPM/IEHUIO AOKYMeHTOB // [DyieKTpOHHbIHN
pecypcl. — M., 2019. Pexxum fioctyna: http://www.consultant.ru/document/cons _doc LAW_ 216461/.

I'OCT P 7.0.8-2013 [lenoripou3BOACTBO W apxXuBHOe [e0. TepMUHBI U OMpe/eseHus .-

[D71eKTPOHHBIN pecypcl. - M., 2019. Pexxum Jocryna:
http://www.consultant.ru/document/cons doc LAW 163800/.
JIuteparypa:

beikora T.A. [lokymeHTalioHHOe obecriedeHrde  yIipaB/ieHUs  (ZIe/IONTPOM3BO/CTBO)
[SnekTponHbIN pecypc]; yuebHoe ocobue/ T.A. Beikoa, T.B. Ky3HeroBa. -2-e u3f. nepepab. u 01
— Mocksa: Mndpa-M, 2018. -304 c. — Pexxum foctyna: http://znanium.com/go.php?id=942800/

Pa3jjaTouHbIi MaTepHasl K 3aHATHAM

'OCT P 7.0.97-2016. HauuoHanbHbIM cTaHgapt Poccuiickoli ®epepaiuu. Cucrema
CcTaH/apToB 10 wuHpopManyu, OuOMMOTeUHOMY U U3jaresnbCcKoMy feny. OpraHu3alMOHHO-
pacriopsiiuTesnbHasi JoKyMmeHTalust. TpeGoBaHUs K 0OpMIIEHHIO JOKYMEHTOB.

Meroanueckve peKOMeHZALMM TI0 pa3paboTKe WMHCTPYKLMI TI0 [1e/IOTPOM3BOACTBY B
roCyJapCTBeHHbIX OpraHaX, OpraHax MeCTHOTO camoyripaByieHusi, yTB. Ilpukasom PocapxuBa oT
24.12.2020 Ne 199 // [Onektponnbiii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons doc LAW 373895/.

Marepuanbl C MHIUBUAYa/JbHbIMU 3a/laHUSIMU  JJI1  CaMOCTOSITe/IbBHOTO  COCTaBJ/IeHHUs
JIOKYMEHTOB.

Tema 6. Kommiekcel foKyMeHTOB. HayuHo-ucTOpHUYecKkas U IpaKTHYeCKas L[eHHOCTb
AOKyMeHTa— 8 yacoB
[TpoBogsTCA jBE 03HAKOMUTE/bHbIE SKCKYPCUM B FOCYy/JapCTBEHHbIE apXUBBI.

9.2. MeToanuecKre peKOMeHAALUH 10 MOr0TOBKe MMCbMEeHHbBIX padoT

B pa3zen Bk/ItoueHbI TpeOOBaHMS K MOATOTOBKE, CO/IEP)KAaHUI0, U OOPMJIEHUIO MMChMEHHbIX
paboT TpeayCMOTpeHHBIX yueOHBIM I7IaHOM WM paboueit mporpammoi (KypcoBas paboTa, 3cce,
pedepar, goknax u T1.1.). [Ipu Hamuumu KadenpasbHBIX WM (aKyJIbTeTCKUX PEKOMeHJAIUi 10
MO/JITOTOBKe THMCbMEHHBIX paboT pa3zgen Bkitoyaercss B PIIJ] 1o ycMOTpeHWIO TiperojjaBaTesisi -
COCTaBUTeJISL.

B [jaHHBIN pa3jen Mbl BKIFOUMIM PeKOMeH/Ial[iM K MO/Ir0TOBKe, COZiep>KaHUI0 U 0(hOPMIIeHUIO
MMUCbMEHHBIX PabOT, TPeAyCMOTPEHHBIX Y4eOHBIM TUIAHOM WM pabouell TIporpaMMol (KypcoBasi
paborta, 3cce, pedepar, goknax U T.n.). Takum o6pa3oM, peKOMeHJAl[MM OTpaXkatoT oOIre
TpebOBaHMs K MMCbMEHHOM paboTe, TpeOOBaHU K ee cofiepKaHuio, 00beMy U CTPYKTYpe.

[MucbmeHHasi pabota siBiseTcsi ¢opMOlM OpraHu3aljiM HAayuyHOrO Marepuana, OTpa’karollei
JIOTUKY WCC/e/IOBaHUs, OO0eCrieunBaroliell eJUHCTBO U B3aWMOCBSI3aHHOCTb BCEX 3JIEMEHTOB
cogep>xanusi. CTPyKTypa MarucTepCcKoi paboThl JO/KHA COOTBETCTBOBATh KPUTEPHSIM 11eJIOCTHOCTH,
CUCTEMHOCTH, CBSI3HOCTH W COpa3MepHOCTH (COOTBeTCTBUS 0OBeMa ()parMeHTa TeKCTa ero Hay4HOU
€MKOCTH).
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[lpu BBIOOpE Ha3BaHWsA pabOTHI CjieflyeT TIOMHUTb, UTO OHO [IO/DKHO OBITh SICHBIM,
6ubsmorpadyeckd TOYHBIM, COJep)KaTelbHO OfpefeneHHbIM, TPOOIeMHbIM, KOMITAKTHbIM MU
JIUTepaTypHbIM.

Ob6s3aTeNlbHBIMU  CTPYKTYPHBIMH  3/IEMEHTaMM TTUCbMEHHOW paboThl SIB/ISIIOTCSI  BBe/leHUe,
OCHOBHasl YaCTh, 3aK/TI0ueHre 1 6ubmorpaduyeckuii CIMCOK/CMCOK UCTOUHUKOB M JIUTEPATYPHI.

PaboTbl MOTYT BBLITIOMHATLCSI B pa3HbIX jKaHpaX. M ciefyeT W3HaualbHO OMpeAeIUTb 3TOT
aHp. OpHO feno, eciu TOTOBUTCS y4eOHbIM TekcT. OH [JO/DKEH TIPOJEMOHCTPHPOBAThH HaIly
KBaJTM(UKALNI0, COOCTBEHHO MCC/Ie/loBaTe/IbCKUe pe3y/bTaThl TaM KesaTesbHbl, HO He 00si3aTebHbI.
Jlpyroe - ecmy peub HET O CaMOCTOSITE/NILHOW HCCJIe/[0BaTe/bCKoi paboTe, KoTopasi obpaieHa K
npodeccroHanamM. TpeTbe - ecnu Mbl 3afiyMald TaK Ha3blBaeMbld Hay4YHO-TIOMYJISIPHBIA TEKCT,
KOTOPBIY a/JpecoBaH He TOJIBKO TpodeccroHanbHOM, HO 1 6osiee IMPOKOW ayIUTOPHH.

Ob6yuaroiuiicsi  /I0/DKeH TIPO/IEeMOHCTPHMPOBaTHL B KOHTPO/JbHOM  paboTe  BrajeHUe
TEPMUHOJIOTUUECKUM  allapaToM  MeXAWCLMIUVIMHAPHOCTH, 3HaHWe MeTOJ0B  COLMasbHBIX,
IryMaHUTapHbIX, eCTeCTBeHHOHAyUHBbIX [WCLUIUIMH, TIpPUMEeHsieMbIX B HCTOpUOrpaduueckod u
VCTOYHMKOBeIUeCKor mpakTuke. [IpyM 3TOM aKTHBHO WCMO/b3YIOTCS MOMTyYeHHble B X0 OCBOEHMS
JWICLIUIVIMHBI 3HaHUSI MEXJUCLUIIMHAPHBIX TIO/[X0J0B, UCMO/b3yeMbIX B UCTOPUOTrpadmu U3yuaemon
TeMbI ¥ PO/JICTBEHHOM eii mpob/ieMaTHKe.

CrpykTypa paboThl JO/KHA COOTBETCTBOBATh YTBEPKAEHHOMY PYKOBOAMTE/IeM ITUIaHy U, Kak
MIPaBWJIO, COCTOSITH U3 CJIeAIYIOLIUX YacTel: TUTY/IBHOTO JIMCTa, OTJIaBJIeHus], BBeleHNs], 0003HaueHu
Y COKpallleHu# (Mpu HeoOXOJUMOCTH), OCHOBHOM YacTH (T71aB U maparpadoB), 3aK/iroueHHs, CI1McKa
WCIOMb30BaHHOM JIUTEpaTypbl M MCTOYHUKOB, TPUIOKEHWH, BCIIOMOraTe/bHbIX yKa3aTesneul (rpu
HeobxoquMoCTH), rpaduuecKoit YacTy (WITFOCTPAI[MOHHBIN MaTeprasl/TIpe3eHTalus).
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[Ipunoxxenue 1. AHHOTaLUA
paboueii porpamMmmsbl AUCLUTTAHbI

AHHOTAIIMA PABOYEM ITPOT'PAMMGBI JICITATI/TUHBI

JucuunuivHa (MoAy/b) peanv3yeTcsl Ha (Daky/bTeTe apXWBOBeJEHUS] U [JOKyMEHTOBeZeHUs
Kaeapoil JOKyMeHTOBe/leH!s], ay/JMOBU3YyalbHbIX U HAyUYHO-TEXHUUECKUX apXUBOB.

Llesnb AMCLUIUIMHBI — W3ydeHue 3aKOHOMepHOCTelM [JOKyMeHTOOOpa3oBaHUs, CK/Ia[bIBaHUS U
Pa3BUTHS CUCTEM [JOKYMEHTALH, TeOPeTUYeCKUX W TMPAKTUYeCKUX MpoOJieM CO3ZaHus JOKYMEHTOB
OopraHamMM TOCy/IapCTBeHHOM BJaCTH, MECTHOI'O CaMOyTpaB/leHHsi W OpraHu3alusMud Jiro0o0i
OpraHu3alMOHHO-NIPaBOBOM ()OPMBI.

3agauy JUCIUIIIHHBI:

— TI0Ka3aThb B3aMMOCBSI3b UH(POPMAaLIMHU U [JOKYMEHTa;

— TIpPOC/IeAUTb 3BOJIIOLMI0 JIOKYMeHTa, Kak HOCUTesss MH(OpMaLuH, pa3BUTHE CI0CcOO0B
JIOKYMEHTHPOBaHUs U MaTepuasioB i (prKcalui HHpOpMaLuy;

— TpOaHaIM3UpOBaTh MPOLIeCC CK/Ia/bIBaHUS U pa3BUTHs (hOpMy/isipa JOKYMEHTa;

— TIpOaHa/M3MpOBaTh MPOLECC CK/a/[bIBAHMS U PAa3BUTUS CUCTEM [JOKyMeHTaL|;

— BBISIBUTb M IOKasaTb TeHJEHLMM YHU(UKALMW, CTaHJApTH3alMyd U KIaCCU(PUKALMM Kak
OT/ie/IbHBIX (DOPM JOKYMEHTOB, TaK U CUCTeM JOKYMEHTAL|UU B 1|eJI0M;

— TIOKas3aTh COBpeMeHHbIe TpeOOBaHMs K COCTaB/IeHUIO U O(OPMJIEHUIO [JOKYMEHTOB;

— TIPUBUTH HaBbIKW aHa/IM3a JOKYMEHTa;

— TIPUBUTb HAaBBIKM COCTaB/ieHUs JiFOOBIX BH/OB [JOKYMEHTOB M TIPOEKTHPOBaHUs
YHU(DULMPOBAaHHbIX ~ (OPM  [IOKYMEHTOB,  CHUCTeM  JIOKyMeHTallud U  UH(OPMalMOHHO-
JIOKyMeHTaLMOHHOM CUCTEeMbI YUPEXK/EHUS B LIeJIOM.

MucuunuivHa (Mo/Zly/ib) HampaB/ieHa Ha (pOpMHpOBaHUe CIeYOLUMX KOMITeTeHLU:

OIIK -2.3. Pemaer ympaBieHuecKHe 3aflaud B c¢epe [JOKyMEHTALMOHHOTO obecrieyeHust
yIpaB/ieHUsl M apXMBHOI'O Jiena

OIIK -3.3. Mcnonb3yeT B3aUMOCBSI3U [OKYMEHTOBEJEHUS U apXUBOBEJEHUs CO CMEeKHbIMU
HayKaMH ¥ Hay4YHbIMH JWCLUTUIMHAMHU

B pe3ynbTaTe 0CBOEHUS JUCIUIIIMHBI (MO/YJ/Is1) 00yUarOIUHACS T0/DKeH:

3HaThb:

¢byHKIMM TI0ApasfeneHuii B cdepe JOKYMEHTALMOHHOTO oOecrieueHWs yTIpaB/ieHUS U
apXWBHOIO Jlefa;

CMEeXXHbIe C JOKYMEeHTOBe/IeHeM U apXUBOBe/leHeM HayuHble JUCLIAIIIMHBIL.

Ymetsn:

BBITIOJIHATE PabOTy 10 /IOKYMEHTal[JMOHHOMY OOeCIieueHW0 YIIpaBlIeHUs] W apXWBHOMY
XpaHeHUIo;

BBISIB/ISITH B3aMMOCBSI3U MeX/y JOKYMEHTOBe/leHreM, apXUBOBeJeHueM U JPYTMMU Hay4YHbIMU
JVCLIAII/IMHAMU

Bnaagern:

HaBbIKaMK BbIOOpa Hanbosiee ONMTUMAIbHOTO pellleHWs YIpaB/ieHUeCKHMX 3afauy B cdepe
JOKYMEHTALMOHHOTO obecrieyeHus! yrpaB/ieHUsI M apXUBHOTO JIefa;

HaBbIKAMH WHTeprIpeTaliy 3HaHUM B 00/71aCTH CMEXXHBIX HayYHBIX JUCLIMIUIMH TIPU pellieHHe
3aziau B cpepe JOKYMEHTOBe/IeHUsS] U apXHUBOBe/|eHUS.

[To aucuunuivHe NpelyCMOTpeHa aTTecTalys B (hopMe 5K3ameHa.
OO6111ast TPYA0EMKOCTh JUCLIMITIMHBI cOCTaBsieT 4 3.e., 144 akajjeMUuecKux Jaca.
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