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1. IllossicHuTE/ILHAA 3aIIUCKA

1.1. Heap 1 321244 AMCHUIIMHBI (MOLYJIS)

Lenb MUCIMIIIMHBI — U3yYEHHE 3aKOHOMEPHOCTEH JOKYMEHTOOOpa30BaHMs, CKIIAIbIBAHHS
U Pa3BUTHA CHCTEM JOKYMEHTAIlMH, TEOPETHUECKUX M TMPAKTUUYECKUX NpoOJIeM CO3TaHHS
JOKYMEHTOB OpraHaMM IOCyJapCTBEHHOH BJIACTH, MECTHOTO CAMOYIIPABICHHUS U OPTaHU3ALMSIMH
0001 OpraHU3alOHHO-TIPAaBOBOI (POPMBI.

3ajauy TUCUUIUIMHBIL:
MoKa3aTh B3aMMOCBSI3b HH(POPMAIIUHN U JOKYMEHTA,;

OpoCICAUTL 3BOJIIOINHUIO JOKYMCHTA, KAaK HOCHUTCIIA I/IH(bOpMaI_[I/II/I, Pa3sBUTHUC CII0CO00B

JOKYMEHTHUPOBAHUS U MaTepHaJIOB JUisl PUKCAIIMKU HHPOPMALINY;

MIPOaHAIM3UPOBATh MPOIECC CKIIAIbIBAHUS U Pa3BUTH (popMyIisipa TOKYMEHTa;

MMpOaHaAJIU3UPOBATE MPOLECCC CKIIAAbIBAHUS U PA3BUTUA CUCTEM NJOKYMCHTALIUU,

BBISIBUTh W TIOKAa3aTh TEHACHIWU YHHU(DUKAIUU, CTAHJAPTU3ANNHA U KIACCU(PUKALUU KaK

OTACIBHBIX (I)OpM JOKYMCHTOB, TaK U CUCTCM NJOKYMCHTAIIUHU B LICIIOM;

M0Ka3aTh COBPEMEHHbIE TPEOOBAHUS K COCTABICHHUIO U OPOPMIICHUIO JOKYMEHTOB;

NPUBUTH HABBIKU aHAJIM3a JOKYMCHTA,

NPUBUTH  HaBBIKH
YHUDUITUPOBAHHBIX

bopM  JTOKyMEHTOB,

,Z[OKYMGHTaI_II/IOHHOf/'I CUCTCMBI YUPCIKIACHHUA B IICJIOM.

COCTaBJIEHHUS JIOOBIX BUIOB JOKYMCHTOB
CUCTCM  JOKyMCHTAaUU U

1.2. IlepeyeHs NIaHUPYEMBbIX pPe3yabTATOB 00y4eHHS M0 JMCHMILIMHE (MOAYJIIO),
COOTHECEHHBIX ¢ HHAMKATOPAMM JOCTHKEHUS KOMIIeTeHM

Komnerenmus WNHaukaTopel KOMIETCHIIUN PesynbTarsl 00yueHus
(xon u (koA 1 HAMMEHOBaHUE)
HaNMEHOBAHUE)

OIIK-2. Cnocoben OIIK -2.3. Pemraer 3HaTh! ¢byHKIMN
HaXOJUTh ylpaBlieHYeCKHUe 3a7a4u B cdepe | moapasaencHui B cdepe
OpraHHU3alOHHO- JOKYMEHTAllMOHHOT O JOKYMEHTAIHOHHOTO 00eCTIeueHHS
yHIpaBIEHUYECKHE oOecrieyeHuss  yNpaBJIEHUS W | YIPABJICHUS M apXUBHOTO Jeja

peuieHusl NpU PELICHUU

APXUBHOTI'O Acjia

YMeTb: BBINOJIHATH paboTy 1o

3amad B cdepe cBoei
N JTOKYMEHTAIMOHHOMY 00€CIICUCHHIO
npodeccrnoHaIbHOM
YIIPABJICHUS u apXUBHOMY
ACATCIIbHOCTHU
XPaHEHUIO

Brnaneth: HaBbIKAaMU BBIOOpA
HaumOoJee ONTHUMAILHOTO PEIICHUS

U TPOCKTUPOBAHUS
UH(POPMALIMOHHO-




yIpaBJIeHYeCKUX 3a7ad B cdepe
AOKYMCHTAIIUOHHOT'O obecrieueHus
YIIPABJICHUS U ADXUBHOI'O JE€J1a

OIIK-3. Cnocoben OIIK -3.3. Hcnons3yer 3HaTh: CMEXHBIE c
MPUMCHSITh B3aMIMOCBSI3U  JTOKYMEHTOBEICHHSI | TOKYMEHTOBEICHUEM 31
TEOPETUYECKUE  3HAHUS | U apXHUBOBEJEHUS CO CMEKHBIMH | apXUBOBEJICHUEM Hay4YHBIC
IS pelIeHUs | HayKaMu 31 HAYYHBIMH | TACITUTUTHHBI
IIOCTABJIEHHBIX 3aJad B | JUCHHUIUIMHAMU

VYMeTh: BBISIBIISITD
obmactu
B3aHMOCBS3U MEXIY
JIOKYMEHTOBEICHHUS 51
JOKYMEHTOBEICHUEM,
aApXUBOBEICHHUS
apXUBOBEICHUEM 51 JIPYTHMH

HAayYHbIMU JUCHUILIIMHAMU

Bnanerts: HaBBIKaMH
WHTEpIPETAllNA 3HAHUNA B 00JacTH
CMEKHBIX HAyYHBIX JUCUUIUIMH IPU

peleHnH 3a1a4 B chepe
AOKYMCHTOBCACHU )41
APXUBOBCACHU

1.3. MecTo aucuuniuHbl (MoayJis1) B CTPYKType OCHOBHOI 00pa3oBaTe/IbHOM
NPOrpamMMbl

JuctummuHa (MOAynb) «JloOKyMEHTOBEIEHHE» OTHOCHUTCS K 00s3aTeNbHOM 4YacTH OJoKa
JTUCIUIUTAH Y4eOHOTO TUTaHa.

Jlnst OCBOEHUS JUCHMIUIMHBI HEOOXOIUMBI KOMIIETEHLUH, C(HOPMHPOBAHHBIE B XOE
n3yueHus ciaepyromux aucuuiuiie: Mcropus Poceunm no nHadana XX Beka, YIpaBlleHHE
JOKYMEHTaMH Kak o00JacTb Npo(ecCHOHAIBHONW NesATeNbHOCTH, VCTOpHs M OpraHu3aius
rOCyIapCTBEHHBIX YUpeXACHUN mopeBontonnoHHoW Poccun, MHbopmannonHoe oOmiecTBo u
udpoBasi 5KOHOMUKA.

B pesynbrare 0cBOCHMS JUCHUIUIMHBI (DOPMUPYIOTCS KOMIIETEHLIUH, HEOOXOIUMBbIE IS
W3YYEHHUS CIAEAYIOUMX JUCIUILIMH U MPOXO0XKAeHUs NpakTuk: Opranuzanus u rexsoaorus 10V,
Kanposoe nenonpounsBoactBo, O3HaKOMHUTENbHAsI IpaKTUKa, Jle10mpon3BOJACTBO B oOpraHax

roCyJapCTBEHHOMN BJIACTU 51 MECTHOI'O CaMOYIIPaBJICHNU, Kondunennuanpaoe
JeNONIPOU3BOACTBO,  JIOKYMEHTallMOHHOE  OOECleYeHHe  JESATETbHOCTH  KOMMEPUYECKUX
OpraHu3aLNn.

2. CTpyKTYypa JUCUMILINHBI (MO1YJIA)

OO0mast TpyTI0eMKOCTh IUCITUIUIMHBI COCTABIACT § 3.€., 288 u.

CTpyKTypa IMCUMILINHBI AJ151 04HOH GopMBbl 00yUueHust



O0veM nucuMIUIMHBL B ()OpME KOHTAKTHOW pabOThl OOy4aromuxcsi C IeJarorudyecKuMU
paboTHUKaMH U (WJIK) JIMLAMH, TPUBJIEKAEMBIME K peann3alnur 00pa3oBaTeIbHON MpOrpaMMBbl Ha MHBIX
YCIIOBUSIX, TIPH TIPOBEACHUH yUCOHBIX 3aHSATHIH:

Cemectp | Tum y4eOHBIX 3aHATHIA KonuuecTBo
4acoB
2 Jlexuuu 64
2 JlaGopatopHble paboThI 96
Bcero: 160

O0beM OUCIHILTUHBI B (DOPME CAMOCTOSTENBHON pabOThl 00YYAIOMIMXCS COCTaBsieT 128
aKaJeMUYECKHIX YacOoB.

CTpyKTypa IMCUMILIMHBI AJ51 04HO-32049HOH (opmMbI 00yUeHust

Ob6vem auciMIUIMHBEL B (OpME KOHTAaKTHOM paboThl OOy4aromuxcsi ¢ IeAarorndecKuMHU
paboTHUKaMH U (WJIM) JIMLAMH, TPUBJIEKAEMBIME K peann3aliui 00pa3oBaTeIbHON MpOrpaMMbl Ha MHBIX
YCIIOBUSIX, TIPH IPOBEACHUH yUEOHBIX 3aHSATHIA:

Cemectp | Tum y4eOHBIX 3aHATHIA KonuuecTBo
4acoB
2 Jlexuuu 38
2 JlaGopatopHbie paboTEI 58
Bcero: 96

O0beM TUCHHILTUHBI B (DOPME CAMOCTOSATENBHON pabOTHI 00YYAIONIMXCs COCTaBIsAeT 192
aKaJeMUYECKHIX YacOoB.

CTpyKTypa IMCUMILINHBI AJs 3204HO0iH ¢(opMbI 00yUeHust

Ob6vem auciMIUIMHBEL B (OpME KOHTAaKTHOM paboThl OOy4aromuxcsi ¢ IeAarorndecKuMHU
paboTHUKaMH U (WJIM) JMLAMH, TPUBJIEKAEMBIMH K peann3alniui 00pa3oBaTeIbHON MpOrpaMMbl Ha MHBIX
YCIIOBUSIX, TIPH TIPOBEACHUH yUCOHBIX 3aHSATHIA:

Cemectp | Tum y4eOHBIX 3aHATHIA KonuuecTBo
4acoB

2 Jlexun 24




2 JlaGopatopHble paboTEI

40

Bcero:

64

O0beM TUCIHILTUHBL B (DOPME CaMOCTOSATENBHON pabOTHI 00YYAIONINXCS COCTaBIsAeT 224

AKaJJCMHUYCCKUX 4aCOB.

3. Conep:kaHue TUCHUIIIIMHBI (MOLYJIA)

HaumenoBanue paznena Copepxanue
JUCLUIINHBI
Pasnen I Hasnauenue 1.1. IIpenmer, COZIepKaHUE, 3a1a4u
JUCLMILINHBI, VCTOYHUKU U | AMCLMILIMHBI U METOABI €€ U3yUEHUS.
JuTepaTypa .
JIoKyMeHT - OCHOBHOM 00BEKT
JOKYMEHTOBEIUYECKUX HCCIICIOBAHUM. Ponb

JOKyMEHTa B JKM3HM 4eJOBEKa U OOIIEeCTBa.
JlokyMeHTHI B cepe mpaBa u ynpasieHus. Bnusaue
HAayYHO-TEXHUUYECKOM pEBOJIOLMU Ha PpPa3BUTHE
IOKyMeHTa. PasButue ¢opmysspa JTOKyMEHTA.
HayuHo-ucropruyeckass M IpakTH4ecKas LIEHHOCTb
JOKYMEHTA. MeTtopl UCCIIEIOBAHMSI
JOKyMEHTOBeI4ecKnx mpobsueM. OOieHay4yHble U
crenuanbHple MeTojbl. CTaHOBJIEHHE W pa3BUTHE
JOKYMEHTOBEICHHUS KaK HAy4yHOM [HUCLUIUIMHBIL.
CBs3b TOKYMEHTOBE/ICHUS C Teopuel nH(OpMaIHH,
apXUBOBEICHUEM u MCTOYHUKOBEICHHUEM.
Hcnons3oBaHue JOKYMEHTOBEACHUEM IOCTHKCHUHN
MHPOPMATUKH, HUCTOPUYECKOW  HAYKH, IIpaBa,
JUHTBUCTUKHM, TEOPUM YIOPABIEHUS U APYTUX
HAy4YHbIX IUCHMIUIMH. POJb JOKYMEHTOBENEHHUS B
COBEPLIECHCTBOBAHNH IIPOLIECCOB YIIPABIEHUS.

1.2. lcTrouHMKM U IUTEpaTypa

3aKkOHOJATENbHbIE  aKThl, = HOPMaTHBHbBIE
Marepuansl XVI — nHau. XX B. IIuceMOBHUKH.
Mertoauyeckne paszpaborku. PykoBonctBa 1O
JCJIONPOU3BOICTBY.

3aKOHOI[aTeJIBHBIe, IMPpaBOBLIC AKThI u

HOPMAaTUBHO-MCTOAUYCCKHUC JOKYMCHTBIL
Poccuiickoi denepanuu. Konctutynus
Poccuiickoit denepauuu. Konekcnl PO,

KOHCTUTYIIMOHHBIE U (peiepalibHbIe 3aKOHBI, YKa3bl,
IlocTaHoBienus [IpaBurenbcTBa "u UHBIC




HOpPMaTHBHBIE  JOKYMEHTBHL.  ['OCylnapCTBEHHbIE
CTaHAapTHI, HOPMAaTHUBHO-METO/INYECKHE
JIOKYMEHTBI — PETJIaMEHThI, MPaBUIIa, HHCTPYKIIUHA U
np. Ilepmonuueckue  w3manus.  CrpaBOuYHBIE
n3nanus. Jlureparypa.

Pazgen 2 JlokymeHT, ero

byHKIIN u
TOKYMEHTUPOBAHHS

CIOCOOBI

2.1. lonsarus «uHGOpMALUD» U «TOKYMEHT»

[Monatuss «uHbOpMAIMS» U «IOKYMEHT».
CBs3p  umHpOpManMu U JOKyMeHTa.  Pomb
uHpOpPMALlMM B COLMAIBHBIX M HKOHOMHUYECKUX
nporeccax. MHopmanus Kak OCHOBa NPUHATHSA
YIIPABJICHYECKOI'O PELLICHUS.

Bo3HUKHOBEHME NOKYMEHTA, €70 Ha3HAYCHHUE.
[lonaTHEe  «IOKyMEHT», €ro TpaHchopMarus.
JIOKyMEHT - OOBEKT HCCIIEOBAHUS TEOPETHUECKUX
Hu MPUKJIIATHBIX JUCIUIIINH. [IpaBoBoi,
YIPABJICHUYECKUN  UCTOPUYECKMM  ACIEKThl B
ONpEleJICHUN JIOKyMeHTa. PacimupeHue mOHATUA
«JIOKYMEHT» C pa3BUTUEM HAyKH U TEXHHUKHU.
IToHsTHE «INEKTPOHHBINA AOKYMEHT». OlpenencHue
JOKyMEHTa B  TOCYJApCTBEHHBIX  CTaHIApTax.
ITonsiTHE «TOKYMEHT» B JOKYMEHTOBEACHUH.

3akoHOJATeNbHBIE aKThl 00 00s3aTETHLHOCTH
JOKyMeHTUpoBaHus  uHpopmarmu. HasHauenue
JOKyMEHTHOW uH(popMmaru. DPakTopbl, BIUSAIOLINE
Ha UWHPOPMALMOHHYI0 LEHHOCTh JOKYMEHTOB.
3aBHCUMOCTh LIEHHOCTH MH(OPMAIUK OT MOJHOTHI,
O00BEKTUBHOCTH, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH
nepefay M IOJIy4YEHHUS, NEPUOAMYHOCTH WIH
gacToThl nepenayn. OnepaTUBHAs U UCTOPUYECKAs
(peTpocriekTUBHAs) TOKYMEHTHas UH(pOpMAIHs Kak
envHas MHQOPMaIIMOHHAs CUCTEMA.

2.2. ®yHKUMU JOKYMEHTOB

[TonsTHe «pyHKIISA JOKYMEHTa.
3aBHCUMOCTh  TOHATHA  «JOKYMEHT» OT  €ro
byHKIMN. 3HaueHue U3Y4YECHHUS byHKIMN
JOKYMEHTA. WNudopmannonHas byHKUIMSA

JOKyMEHTa Kak CpEACTBO  3alledyaTsIeHUuss U
coxpaHenuss umHpopmauuu. CorumanbHas (QYHKIUS
nokymenrta. KynpTypHas (yHKIUS JTOKyMEHTA.
KommyHukatuBHas  (QyHKIHS  KaKk  CPEICTBO
nepeaayu UHHOPMAIIHH.




VYnpasnenyeckass (yHKIHMS M €€ 3HAYCHUE B
opranuzanuu ynpasineHus. [IpaBoBas ¢yHKUuMS.
Oyuknua  yuyera. @DyHKIMA  JTOKYMEHTa  Kak
HUCTOPUYECKOr0 HUCTOYHHUKA. DYHKIHUU IOCTOSHHO
JecTByOmMEe M (YHKLIUU ONepaTuBHbIC BrusHue
GyHKUIMH ~ JOKyMEHTa Ha  €ro  CTPYKTYpYy.
[TonudpyHKINOHATBHOCTh JOKYMEHTA.

2.3. Crioco0Obl TOKyMEHTUPOBAHUS

3ByKOBasi peuyb, €€  BO3MOXHOCTH H
HEJIOCTaTKW B 3aKpeIUICHUHM M [eperade
uHpopmanuu. [IpeamMeTHsIi U 3HAKOBBIN CHOCOOBI
nepegayn  cooOmienuit.  IlosTHE — «cmocoO»
JNOKyMeHTUpoBaHus.  Mcropuueckuii — xapakrep
JOKYMEHTOB M  JOKYMEHTHPOBaHHUs.  DTambl
pa3BUTHS CIIOCOOOB IOKYMEHTHPOBAHUSI.

HaueprarenbHplii  crnoco® 3akperuieHus |
nepenayn uHpOpMaLUH. TexkcToBoe
JIOKyMeHTHupoBaHue. [IukTorpapuueckoe mUCbMO U
ero ocobenHoctu. Jlororpaguyeckoe MUCHMO
(umeorpaduveckoe MHCHMO), €ro JOCTOMHCTBA U
HepmocTaTtkd. IIpuMeHeHne mnuKTOrpaduyeckoro u
jororpaM4eckoro MUCbMa B HACTOSINEE BpEMs.
CrnoroBoe nuceMo. Bo3HukHOBeHHE (POHETHYECKOTO
(OyKBEHHOTO) MUCHMA.

PazButue rpaduku = pycckoro - mHcbMa.
Crenorpadus. ITpumenenune TEKCTOBOTO
JOKYMEHTUPOBAHUS.

Texauueckoe nokymeHTHpoBaHUE. OCHOBHbBIE
rpyNmnbl  TEXHUYECKOW  JOKyMEHTaluu. Bumsel
TEXHUYECKHX JOKyMeHTOB. OOIacTu mnpuMEeHEHUS
TEXHUYECKOTO JIOKYMEHTUPOBAHMUS.

®OTOOKYMEHTHPOBAHHE. 3HayeHue
¢dororpaduu kak crnocoda pukcanuu UHHOPMAIHH.
[TpumeHnenne poTOIOKYMEHTOB.

KunonokymentupoBaHnue. Ilousarue
«KHHOJIOKYMEHTY. Bunabr KUHOJOKYMEHTOB.
Buneozamnuce.

doHomokyMeHTHpOBaHUE. Ero ocobeHHOCTH,
00JIaCTH IPUMEHEHHS.

JlokyMeHTUpOBaHuE c MIPUMEHEHUEM
WH(OPMAIIMOHHO-TOTHYECKUX MAIIKH.
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CoBpeMeHHbIE CIOCOOBI IOKYMEHTHPOBAHUS C
UCTIOJIb30BAHUEM HOBBIX TEXHOJIOTHIA.

2.4.MatepuanbHble HOCUTENU HH(OpMAITH

Hocurenn UH(pOpMaLIUH. HpeBHenmue
MaTepuaisl Uil nucbMa Martepuansl AJi HCbMa B
[lepenneit  A3um  (KIMHONMCHBIE — TaOJIUYKH).
N3roroBnenue u IIPUMEHEHHE nanupyca.
Hcnonb3oBanue Ui NMUCbMa IepraMmeHTa, 0epecTsl
U Jpyrux marepuaioB. M3o0perenue Oymaru, ee
JOCTOMHCTBA,  OOYCIIOBHBIIME  IIOBCEMECTHOCTb
pacnipoctpaneHus. BopsHble 3Haku (puaurpasn).
CpenctBa W opyaus IUCbMa U MX BIHSHUE Ha
pa3BuTHE rpaduKu MHCHMA.

Marepuainst JUTSL TEXHUYECKOT O
JOKYMEHTUPOBAHMUS. Marepuainst JUIS
(OTOKMHOIOKYMEHTUPOBAHHUS. Buneorpammel.
Marepuainst JUIS (OHOIOKYMEHTHPOBAHUSI.

Komnbrotepasie HOcuTenu uHpopMauu. BrusHue
HocuTenss HMH(OpManmuM Ha JIOJITOBEYHOCTh U
CTOMMOCTb JOKYMEHTA.

Paznen
JIOKYMEHTa

3

IIpusnaku

3.1. OpuruHagbHOCTH JOKYMEHTA

IlonsTe opurrMHana, NPU3HAKK OpHUTHHANA.
YMHOKEHHBIE OpUTHHANBI. UepHOBUKU U OEJIOBUKU
TEKCTOBBIX JOKyMEHTOB. ABTOrpadsl. Penmakium.
OpuruHanbsl KUHO B (OTOJOKYMEHTOB. OpUTHHAIBI
(OHOTOKYMEHTOB. OpuruHanbl  TEXHUYECKHX
JOKYMEHTOB, OPUTMHAJI AEKTPOHHOI'O JOKYMEHTA.

Ilonsatne «momnmuuHUK». llommHHBIE ©
MOJUIOKHBIE JTOKYMEHTHI. Buabl Qanscuduxanmuu
JIOKYMEHTOB. danbcuduxarnms CoJIepKaHUsI.
Nutepnonanus danbcupukanms cocTaBa
yJIOCTOBEpeHHUsI, OJ1aHKa.

3.2. KonuiiHoCTh JOKYMEHTa

IlonsaTua «xomus». Mcropuueckoe pasBuUTHE
Konuii. Bunel xonuii, ornpenenseMbie criocoooM ux
BocnpousBeeHus. Konuu, pa3nmuuumseie O Coco0y
ux ypoctoBepenus. Ilopsnok odopmiaeHus KoOmuii.
IOpunnueckas cuna xonuid. JlyGnukar.
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Paznen
JIOKYMEHTa

4

Crpykrypa

4.1. @opmynsip IOKYMEHTa U €ro COCTaBHbIC
4acTH

Ilonsatne  «pexkBuszur». IlocrosiHHBIE U
nepeMeHHble pekBU3UTHL. [loHsATHe «dopmymsapa
JOKYMEHTa. Ocobennoctu dopmysapa
JOKYMEHTOB, TIOJTYYEHHBIX PAa3JIMYHBIMH CIIOCOOAMHU
JOKYMEHTUPOBAHHS (TEKCTOBBIMH, MAIIMHHBIMH,
KHHO-, ¢doto-, ¢doHO-, TEXHUYECKUMH).
WNHauBuyanbsHbINA u TUIIOBOM bopmysip
nokymenra. ®@opmyisip — oOpaser, ero 3agadd B
yHU(UKAIUU TPeOOBAaHUH K PEKBU3UTAM JTOKYMEHTA
U MX PacIOJI0KEHHUIO.

4.2. Coznanue ¥ pa3BUTHE TPAAULUOHHOU
(hOpMBI TOKyMEHTa

@opMysip TEKCTOBOrO JOKymeHrta XVI -
XVII BB. BimsHue Tpamuiuid # 3aKOHa Ha
cKiagpiBanue (Gopmyispa nokymeHta. Crneunguka
0003HaYeHU HAUMEHOBAaHUS BHUAA JIOKYMEHTA,
yKa3aHWE aBTOpa M COCTaBUTENS JOKYMEHTA.
O6o3nauenue anpecata. OcoOEHHOCTH AAaTUPOBKU
JOKymMeHTa. Mecro W Xapakrep  NOAINUCER
JOKYMEHTA, «CHpPaBbl» M «IPUIIUCH», ABTOPCKAs
noanuck. Buasl nevareit. OTMETKH Ha JOKYMEHTAX.
TpaguIMOHHO CIIOXMBIIAsACA CTPYKTypa TEKCTa U
0COOEHHOCTH H3JIOKEHHS COJCPXKAHMUS PA3TUUHBIX
BUJIOB JJOKyMEHTOB.

®opmyisip TekctoBoro nokymenra XVIII B.

3akoHOJATEeNbHBIE W HOPMAaTHUBHBIE AaKTHl O
COCTaBJICHUH U O0(OPMIICHIH TOKYMEHTOB. BiusHue
HEepapXuM «BIACTEH W MECT» Ha Pa3BUTHE BUIOB U
pasHoBHUIHOCTeH. OO03HaYeHNE aBTOpa U €r0 MECTO
B (hopMyJIsipe TOKyMEHTA.

Tekct pokymeHTta. Poisib 3aKOHOIATENIBHBIX
aktoB XVII B. B yHu}ukaumm  Tekcra
OIPEJIEIICHHBIX BUIOB JTOKYMEHTOB. IInceMOBHUKY,
cCOOpHUKM O00pa3lOBBIX TEKCTOB. 3arojloBOK K
TEKCTY, ero Ha3HaueHue u mecto. Ckpena. Iledatu u
IpaBWia NoJb30BaHUs UMHU. OTMETKHM, UX BHIBI,
Ha3HaueHHUE U MecTo B hopMyJisipe.

@opmyJIsIp TEKCTOBOTO JOKymeHTa XIX -
Hayana XX BB.

PernaMeHTauH;{ 3aKOHOAAaTCIbHBIMU aKTaMU
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NopsiIka COCTaBJICHUS U O(OPMIICHUS JTOKYMEHTOB
O06o3HaueHue BUA, aBTOPAa JOKYMEHTOB, X MECTO
B ¢popmyisipe. [losBinenue Onanka.

OcoOeHHOCTH aJpecoBaHHUs JOKYMEHTOB W
opopmnenne pmatel. V3MeHeHHWe B MOpSAIKE
opopmieHuss ~ MOANMUCH  PaA3IMYHBIX  BUJOB
nokymeHToB. lIpocraBieHue mneuarei. Xapakrep
OTMETOK Ha IOKYMEHTax.

CrpyKkTypa TekcTa JOKYMEHTAa.

OOmerocyrapcTBeHHas yHUpUKAIHS
JTOKYMEHTOB M CTPYKTYPBI TEKCTOB.

4.3. @opMyIisip yOpaBJiIeHUYECKOTO JTOKYMEHTa
XX-XXI BB.

Bonpockl 1OKyMEHTUPOBaHHUS, COCTABICHUS U
oopmieHnsT JOKYMEHTOB B 3aKOHOAATENbHBIX U
HOPMATHUBHBIX aKTaX. YHHU(QUKALUS JTOKYMEHTOB.
Bnyrtpusunosas yHH(pUKALIHS. PasButne
yHU(DUKAIMU W CTaHJIAPTU3ALUH  JOKYMEHTOB.
I'ocynapcTBeHHblE  CTaHIApThl HA  JIOKYMEHTHI.
OCOoOEHHOCTH OpPraHM3aLMOHHO-PACTIOPSAUTEIBHBIX
JIOKYMEHTOB. I'OCT P 7.0.97-2016
«OpranusalnoHHO-paciopsiANTEIbHAs
nokymeHrtamus. TpeOoBanus K  odopMIeHHIO
JIOKYMEHTOBY. PexBu3nThI JIOKYMEHTOB,
nepeuuncinsemsle B «IIpaBuiax aem10npon3BOACTBA B
(benepanbHBIX OpraHax UCHOJIHUTEIBHOW BIACTH» U
“MeToanuecknx peKOMEHAalus 1o pa3paboTke
MHCTPYKIMHU 10 JIeTOTNIPOU3BOACTBY B (heiepaabHbIX
OpraHax MCIOJIHUTEIbHON BIACTH .

bnank noxymenta. Bumsl OmankoB. CocTaB
OnmaHkKa, TOPSAOK pACHOJOXKEHUS PEKBHU3UTOB B
Onmanke. brmaHkM ¢ yIIOBBIM W MPOJOIBHBIM
pacroiokeHueM PEKBU3UTOB. [TpaBuna
KOHCTPYUPOBAHHUS OnaHka. bnanku c
n300pakeHNEeM TOCyAapCTBEHHOro repbda u repba
cyOBeKTa Qeaeparium.

ABtOop gnokymenta. Ilopsok o6o3HaueHus
HAaUMEHOBAHMS OpraHHU3alMU-aBTOpa JIOKYMEHTA.
CrpaBouHble JaHHBIE 00 aBTOpe, WX COCTaB,
pasMerieHne Ha  OyllaHke. ABTOPBI  JIMYHBIX
nokymeHToB. Iloanmuch, mnedarb Kak MPU3HAKU
aBTOpA.
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Bun nmoxkymenrta, ero pasButrhe. Bupsl
JOKYMEHTOB, OIpEAesieMble 3aKOHONATEIbHBIMU U
HOPMAaTUBHBIMM akTaMu. CBSI3b BUIOB JOKYMEHTOB
U (QyHKUMH  ynpaBieHHMA.  YKazaHME — BUAA
JOKyMEHTa, €r0 MECTO U Ha3HaueHHue B (hopMmyisipe
JOKyMEHTa. 3aBUCUMOCTb (POPMBI TOKYMEHTa OT €ro
BHJIA.

O6o3nauenue anpecara. [IpaBuna HamucaHus
aJipecaTa U MECTO yKa3aHwus ajpecata B popmyrsipe
JOKYMEHTA. OtpaxeHnue cepsl JIEUCTBHUS
JOKYMEHTa B ero azapecate. [lopsaok odopmieHHs
JOKYMEHTa C HECKOJIbKHMH ajapecaTamu. llopsgok
o opMIIeHHsI TOYTOBOTO ajpeca.

Jlata noxymeHTa. 3Ha4YeHHME JaTUPOBAHUS
JOKYMEHTa. ABTOpCKHE  JaThl  (COCTaBIIEHHE,
MOJNNCAHUE), AAaThl, OTHOCALIUECS K COACPKAHMIO.
JlaTel, XapakTepu3yIOIIUe »3JIeMeHTa (QopMyIspa.
Jlatel o0paboTku JOKYMEHTOB. [Topsimok
oopmienus aar.

Cocras YAOCTOBEPEHUS JIOKYMEHTOB.
Hasnauenne nopnucanus pokymeHtoB. IIpaBuia
MOJANUCH  JOKYMEHTOB  pa3iIUYHbIX KaTEeropui.
Mecro moxamucu B GopMyJsipe  JIOKYMEHTA.
OnexktpoHHas noanuch. OTMeTKa 00 3JIEKTPOHHOMN
MOJIHUCH.

Ileyatn m mx Ha3HaueHHWe. Bunepl meuaren.
l'ocynapcrBeHHas repOoBast neyarh.
3aKOHOAATEIHCTBO 00 U3TOTOBJICHUH u
nojap30BaHuK mnedarsiMu. [lopsanok mnpocraBieHus
OTTUCKA N€YaTH Ha JOKYMEHTAaX.

VYTBepxIeHue JOKyMEHTOB. Cnoco6bt
yrBepxkaerus. CocraB  rpuda  yTBEp)KICHHMA,
NopsiIoK ero oopmieHus, Mecto B (opmymsipe
JTOKyMEHTA.

CornacoBanue nokymeHTta. Ilopanok u BubI
cornacoBanusi. Busbl u rpu¢ corimacoBaHHs, HX
oopmienue, mecto B GopMyJIsipe TOKyMEHTA.

Ormerkn Ha JAOKymeHTax. UWx ponap B
MPOXOKJICHUU M UCIIOJIHEHUH JTIOKYMEHTA, MECTO B
dopmymsipe  mokymenta. Ocoboe  Ha3HaueHHE
PEe30II0LHH (ykazaHus o HCTIOJIHEHUIO
JIOKyMeHTa). TpeOoBaHME K COMACPXKAHUIO U
odpopmiiennto. OTMETKH O B3STUM JOKYMEHTa Ha
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KOHTPOJIb, UCIIOJTHEHUH JIOKYMEHTA U JIp.
4.4. Tekct nOKyMeHTa

IIoHsATHE «TEKCT AOKYMEHTa» IIPU Pa3IMYHBIX
crocobax JOKYMEHTUPOBAHMUS. Cuenapuii
MOArOTOBKM JOKyMeHTa. CoaepaHUe NPOCTBIX U
CJIOKHBIX JOKyMEHTOB.

[lopsamok wu3MOXKEHUS TEKCTa JOKYMEHTA.
TpeboBanust 4YETKOCTH W SCHOCTH  TEKCTa
NOKyMeHTa. Jlormyeckas  CTpyKTypa  TEKCTa.
B3aumocss3b comepkanus U (Hopmbl JOKYMEHTA.
dopmanuzanus TeKCTa JOKyMEHTa.

OneMeHTbl TekcTa. [loHSTHE «3arooBOK»
(HammMeHOBaHUE JIOKYMEHTA). Haznauenue
3arojioBKa, €ro MecTo B (opmymspe JTOKyMeHTa
[TpunoskeHus K TEKCTY U MOPSIIOK UX 0DOPMIICHHSL.

4.5. YHn}UKanmsa TeKcTa JOKyMeHTa

VYHudukanus IOKyMEHTa Kak OJHO W3
HarpaBJICHUH €ero COBEPILICHCTBOBAHMUS.
[Tpennoceuiku yHupuKauu. Meron yHu(UKAITUH.

YHudukanus CTpyKTypbl TEKCTa. DJIEMEHTHI
dopmanuzamun.  DopMaNM30BaHHBI  XapakTep
TEKCTOB YYETHOW JOKyMEHTAlUH. YHUPHUKAIHI
S3BIKOBBIX cpeicTB. DOpMbI YHU(DHUKAIIMH: TUIIOBOH,
TpadapeTHblii TEKCThI, TabMUIA, aHKETa, TpaduKy,
qyarpammsl.

Paznen
JOKYMEHTALlUH

5

CucreMsl

5.1. CkiagpiBaHuE CUCTEM JOKYMEHTAIUU

ITonsTue «cucremMa JIOKYMEHTALIUMN.
[Ipusnaku cucremsl JoKyMeHTauuud. OCHOBaHUS
KJIacCCU(UKALIUU CUCTEM JOKYMEHTAIUH.

Ucropuueckas 00yCIIOBICHHOCTh
dbopMupOBaHUS CUCTEM JOKyMeHTanuu. CHCTEMBI
JOKYMEHTAlMd  YUYPEXKACHUNM JOPEBOJKOLHOHHON
Poccun.

PazButue CHUCTEM AOKYMCHTallun Ha
COBpPpCMCHHOM  3TaIllC. KadecTBeHHBIE H3MEHEHHS
COCTaBa U COACPIKAaHUA CUCTEM JOKYMCHTAIIUH.

l'ocynapcrBeHHass cucrteMa JOKYMEHTALWH.
OyHKIIMOHAIbHbIE CHUCTEMBI JIOKYMEHTALUH,
BEJIOMCTBEHHBIE CUCTEMBI UJIM OTPACJIEBBIE CUCTEMBI
JOKYMEHTALUHU U UX B3aUMOCBS3b.
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5.2. YHUpHUIUpOoBaHHbIE CUCTEMBI
JTOKyMEHTAIUH
[lonatne  «yHUUIHMpPOBAHHAS  CHCTEMa

JIOKyMeHTarum». Pa3paboTka yHH(pUIHPOBAHHBIX
CHCTEM JIOKYMEHTAIIUU - HOBBIH 3Tal B yHU(pUKALIUU
U CTaHJapTHU3aLUU JTOKYMEHTOB. XapaKTepUCTHKA

YHU(DUITUPOBAHHBIX CUCTEM JIOKyMEHTALUU.
I'ocynapcTBeHHBIE CTaHJapThI Ha
YHU(DUITUPOBAHHbIE CUCTEMBI. OnpiT

MEKyHAPOAHOU CTaHIapTU3aLUK JOKYMEHTOB.

[TpoexTupoBanue yHUPUIHUPOBAHHBIX (OPM
JOKYMEHTOB. Meron COZIepKATEINBHOU u
¢dbopmanbHON YHU(DUKAITUH.

Perucrpanusi ~ yHUGUIHMPOBAHHBIX  GOpM
nokyMeHTOB. llopsimoxk BBeAeHus B JIE€WCTBUE
YHUDUIUPOBAHHBIX (HOPM JOKYMEHTOB. AJBOOMBI
¢bopM yHHUPHUIHPOBAHHBIX JOKYMEHTOB.

Pernamenrarus cocTaBa BUJIOB u
Pa3sHOBUIHOCTEH  JOKYMEHTOB  ONpPEAEICHHOTO
KOMILJIEKCa O 3a/1avyaM ynpasieHus. Tabenb popm
JOKYMEHTOB.

Pasnen 6 OpranuzannoHHO-
pacnopsAuTEIbHbIE "
MH(POPMALIMOHHO-CITPABOYHBIE
JOKYMEHTBI

YHuduuupoBaHHas cucrema
OpraHU3aIMOHHO-PACTIOPSAUTEILHON
nokymMeHTaruu. OCOOEHHOCTH CHCTEMBI, €€ COCTaB.

OpranuzaiinoHHble TOKyMEHTHI. [lomokeHus,
yCTaBbl, PErJIAMEHThI, UHCTPYKIIUU, TIPAaBUIA U JIp.
TpeboBaHus K UX COCTABICHHUIO ¥ O()OPMIICHHIO.

PacnopsinutensHbie JOKYMEHTBI.
[TocranoBneHwus, pereHus, MPUKa3bl,
pacriopsbkeHus, ykazanus u ap. Ilopsmoxk ux
COCTaBJICHUS U OPOPMIICHHUS.

WNudpopmMalMoHHO-CIIPaBOYHbIE  JOKYMEHTHI:
aKThl, CIPaBKH, JOKIAgHBIE U OOBICHUTEIHHBIC
3aIlUCKH, MHUChMa, TEJIETPaMMBbI, Tele(OHOTPAMMBI.
Hx cocraBienue u opopmIICHHE.

Ocobennoctu  oopmIIeHUST  AESITETHLHOCTU
KOJUICTUAJIBHBIX OPraHOB.

Paznen 7
CoBepleHCTBOBaHUE
JOKYMEHTAI[MOHHBIX MPOIIECCOB

7.1. PermamenTtanus MPOLECCOB
JTOKYMEHTOOOpa30BaHUS

Heo6xoauMocTh  peryiaMpoBaHusi Impoliecca
JOKyMEHTO0Opa3oBaHMs. BhIssCHEHHE U yCTpaHEHHE
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MPUYMH HEOINPABIAHHOTO BO3PACTAHMS BUJIOBOTO
pazHoOOpa3usi W KOJHMYECTBA  JOKYMEHTOB.
YcTanoBneHne 000CHOBAHHBIX KPUTEPUEB CO3IAHHUS
JIOKYMEHTOB. DaKTOpHl, ONPEACIISIIOIINE
HEOOXOTUMBIA KOMILUIEKC JAOKYMEHTOB. Tunu3amms
dbopm JIOKYMEHTOB. Pa3pabotka Hay4YHBIX
KOHIIETIIMI MeXoTpaciaeBoil yHupukamuu (Gopm
yhnpaBleH4YeCKnX AoKyMeHToB. Co3naHue OaHKOB
JTaHHBIX.

IIpaBoBoe peryiupoBaHue mporecca
JOKYMEHTOOOpa30BaHMUs. ®Dopmbl IIPaBOBOIO
pEryIMpOBaHUSL.

7.2. Hcnoiap30BaHUE HOBBIX TEXHOJIOTHH B
JIOKYMEHTUPOBAHUHI

Bausnue BHEJIPEHUS BBIUMCIIUTEIILHON
TEXHHUKHU Ha 00pa30BaHUE NOKyMEHTOB. JJOKyMeHT B
anekTpoHHOH  ¢opme. [Ipobrema  mpaBOBOTO
peXHMa TOKyMEHTa, CO3JaHHOTO B JIIEKTPOHHOMN
¢dopme. OCOOEHHOCTH COTJIACOBAHUS W MOAIMUCAHUS
ANEKTPOHHBIX IOKYMEHTOB.

OcobenHoctn  co3maHusi W oopmieHUs
JOKYMEHTOB Ha KOMIIBIOTEpE: HCIOJb30BaHUE 0a3

IaHHBIX,  CO3/laHHe  MAa0JIOHOB,  TEKCTOBBIC
PEIaKTOphI, CIIOBapH, MpPOBEpKAa TI'PAMOTHOCTH H
opdorpadumu. CoBpemeHHOE IpOTrpaMMHOE
obecrieueHue.

PazButue cucremsl mnepenaun HH(OpMAIUH
Bo3smoxHOCTH ~ 0€3I0KyMEHTHOTO oOMeHa
uHpopMalrei B yIpaBiICHUH.

Paznen 8.
UCTOpUYECKasT U
[IEHHOCTh JOKYMEHTA

Hay4no-
IIpaKTHYeCKast

ITonsTns: «LIEHHOCTH JIOKyMEHTa,
«OKCIIEPTU3a LIEHHOCTU. BosnukHOBeHHE
SKCHEepTH3bl. BbIpaboTKa MPUHIMIIOB U KPUTEPUEB
OLICHKHU LIEHHOCTHU JOKYMEHTOB.

Bremmnss 51 BHYTPECHHSA KpUTHKA
JOKYMEHTOB. AHallu3 aBTOPCTBAa, BPEMEHHU, MeECTa
BO3HUKHOBEHUHU JIOKyMEHTAa. AHaINU3 COAEpKAHMS

JOKYMEHTA. JlocToBepHOCTB u LIEHHOCTh
JOKYMEHTA.

JIOKyMEHTBI c MIOBTOPAOIICHCS
uHpopManuen. Bunst IIOBTOPSEMOCTHU:

OyOJIEeTHOCTb,  IOTJIOLICHHOCTh, CYMMHUpPOBAHHE,
BapUaHTHOCT, pedepupoBanue. O6uue
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3aKOHOMEPHOCTH, OIPEICIAIOINE BO3HUKHOBEHUE
JTOKYMEHTOB C MTOBTOpSIOLIEHCS nHpOopMaLnei.

3HaUUMOCTh SIBIICHUHM, COOBITHH, (DaKTOB B
MIEPBUYHBIX u BTOPUYHBIX JIOKYMEHTaX,
COOTBETCTBHUE COJEpIKAIEHCS B HUX HH(OpMALIUU
OCHOBHBIM WJIM  BCIIOMOTAaTENbHBIM  (DYHKIUSIM
YUPEKICHUS. IOpunnaeckas cuia 3TUX
JOKYMEHTOB. Xapaxrep MTOBTOPSIEMOCTH,
MEePHOANYHOCTh 00pa30BaHUs JOKYMEHTOB.

Bri6opouHas orieHKa JOKyMEHTOB.

CnenuanbHble KPUTEPUM OLIEHKHM Hay4dHO-
texuuyeckon nokymentauuu (HT/). Wsyuenue
BHYTPEHHEr0 COCTaBa JOKYMEHTa MO MpoliemMam
(temam) u MopensiM (KOHCTPYKLHSIM) 3HaYeHUE
HAyYHO-TEXHUYECKOH uAeH. 3HAYUMOCTh OOBEKTa
JUISL DKOHOMHKHU. YHUKAJIBHOCTb COOPYXKEHUS WIIU
KOHCTPYKLIHH.

Kpurepun LIEHHOCTHU
KHHO(POTOHOHOTOKYMEHTOB. OCOOCHHOCTH OIICHKH
MAaIIMHOYUTAEMBIX JIOKYMEHTOB.

Paznen 9.
JIOKYMEHTOB

KoMmriutekcsl

ITonsTne «KOMILIEKCa JIOKYMEHTOBY.
IlepBUYHBIE KOMIUIEKCHI TEKCTOBBIX JOKYMEHTOB U
UX  BUJBL KoMIuiekcel ~ TEXHUYECKUX U
KUHO(OTOJJOKYMEHTOB.

CrnoxHele KOMILJIEKCBI. ITonsaTus
«IOKYMEHTAJbHBII» W «apXWUBHBIM»  (DOHIBL
Komiiekcel JIOKyMEHTOB YUpEKICHUN,
OpraHu3alMii Y CTPYKTYPHBIX IOJpa3JeiIcHUMN.
JIngHbie (hOoHIIBI. ITonsarue «KOJUICKIIUS

AOKYMCHTOB. ITonsTue «apXuB».

4. O0pa3oBaresibHbIE TEXHOJIOTUH

HJ’IH OpOBCIACHUA y‘I€6HI>IX 3aHATUH 110 JAUCHUINIMHE HCIOJB3YIOTCA Pa3JIMYHbIC O6pa30BaTeJ'H>HI>IC
TCXHOJIOTHUH. IIJ'IH OpraHusanuun y‘le6HOFO mnmponecca MOKET OBITh MCIIOJIE30BAHO OJICKTPOHHOC 06yLICHI/I€
n (I/IJ'H/I) JUCTaAaHIIMOHHBIC O6pa30BaTeJ'H>HI>IC TCXHOJOTHUH.

5. OneHka IVIaHNUPYeMBbIX Pe3yJIbTAaTOB 00y4eHHus

5.1. Cucrema olleHUBAHUSA

dopma KOHTPOIIA

Makc. KoIM4ecTBO 0ajioB
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3a onHy paboty Bcero

Tekymuil KOHTPOIIb:
- OIpoc 5 bamtoB 15 Gamios
-0y -KOHTpOJIBHAS paboTa (TeMbl 2) 15 Gamtos

45 Gamos
- KOHTpOJIbHasl padoTa (TeMsl 4) 15 Gamtos
- Onun-KoHTpoJBHAS paboTa (TeMa 6)
- UTOTOBAsI KOHTPOJIBbHAs paboTa (Tembl 1-6) 15 Gamtos
IIpomexxyTouHas arrecTanus 40 6aytoB
(3auer) (TemsI 1-6)
Hroro 3a cemectp 100 6ammoB
- ompoc 5 bamtoB 10 6ammoB
- TectupoBanue (Tema 7) 20 6aytoB
- KOHTpOJIbHas padoTa (Tema 9) 10 GasutoB
-ATOTOBasi KOHTPOJIbHAs paboTa (TeMbl 7-12) 20 6aytoB 50 GastoB
[MpomexxyTodHas arrectanus (dk3aMeH) (TeMsl 1- 40 6ammoB 40 6ammoB
12) 100 6aytoB
Hroro 3a cemectp (IMCIUIUTHHY )

[losydyeHHBII COBOKYIIHBIN PE3yJIbTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO IIKaJly OLIEHOK U
B LIKaJy OLEHOK EBporeiickoii cuctembl nepeHoca u HakoruieHus: kpenutoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHHM ¢ TaOnuIeit:

100-6amnpHas Tra S [Ixana
IIKasa PaiuiionRas t ECTS
95 -100 A
OTIIUYHO
83 -94 B
68 — 82 XOpOIIO 3a4TE€HO C
56 - 67 D
yIOBJIETBOPUTEIHHO
50-55 E
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20-49

0-19

HCYAOBJICTBOPHUTCIBLHO HC 3a4TCHO

FX

5.2.KpuTepuu BbICTABJICHUS OLIEHKHU 110 TUCUHUILIUHE

Bamnel/
Ilxkama ECTS

OueHka 10
JNIUCLATUINHE

Kpurepun oueHku pe3ysnbTaToB OOy4YeHHS IO
JUCLUIIINHE

100-83/
AB

COTIIMYHOY/

«3a4TEHO
(oTHuHO)»/

«3a4YTCHO»

BrictaBnsiercs oOywaromemycsi, €ClIi OH TIIyOOKO U
IIPOYHO YCBOWJI TEOPETUYECKMM M  IMPAKTHYECKUI
Marepuai, MOXKET MPOJAEMOHCTPUPOBATH 3TO HA 3aHATHUAX
U B X0JI€ TPOMEKYTOYHON aTTECTaLUU.

OOyuaromuiicss  MCYEpIBIBAIONIE U JIOTHYECKH
CTPOWHO W3NaraeT y4eOHbBIH Marepuai, yMeeT YBS3bIBaTbh
TEOPUIO C IPAKTUKOW, CIPABISAETCA C PEIICHUEM 3a1a4
npoeCCUOHATLHON HANPaBICHHOCTH BBICOKOTO YPOBHS
CIIO)KHOCTH,  TPAaBUJIBHO  OOOCHOBBIBAET  NPHUHSTHIC
peLieHusl.

CBoOOgHO  OpHWeHTHpyeTcs B y4yeOHOH U
npodeCCHOHATILHOM JIUTepaType.

Onenka o JUCLUIIIINHE BBICTaBIISIOTCS
oOyyaromemycss ¢ Y4€TOM pe3yJlbTaTOB TEKyUleW W
IIPOMEKYTOYHON aTTECTALUU.

KoMmnereHnuy, 3akperui€éHHble 3a IUCLUILINHOM,
c(OPMHPOBAHBI HA YPOBHE — «BBICOKUI.

82-68/

«XOpouIo»/

«3a4TEHO
(xoporo)»/

«3a4YTCHO»

BricraBnsiercs oOydaromiemycsi, €Clid OH 3HaeT
TEOPETUYECKUH U IIPAKTUYECKUM MAaTepUall, TpaMOTHO U 110
CyLIECTBY M3JIaraéT €ro Ha 3aHATUSAX U B  XOHE
IIPOMEKYTOYHOM aTTECTAllUU, HE IOIIyCKasl CYLIECTBEHHBIX
HETOYHOCTEH.

OOyuaromtuiics IIPaBUIILHO IIPUMEHSIET
TEOPETUYECKUE IIOJIOKEHUS IPU PELICHUU IPAKTUYECKUX
3ajad  NMpo(eCCHOHAIBHOW  HANpPaBIEHHOCTH  Pa3HOTO
YPOBHS CJIO)KHOCTH, BJIAJIEET HEOOXOIMMBIMH JUIsI 3TOTO
HaBbIKAMU U IIPUEMAMMU.

JlocTaTOYHO XOpOLIO OPUEHTHPYETCS B YUEOHOH H
npodeCCUOHATILHOM TUTepaType.

OI_ICHKa oo JUCHUITIIINHEC BBICTAaBJIAIOTCA
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Bamnel/
lxkama ECTS

OueHka 10
NIUCLUATUINHE

Kpurepun oueHkn pe3ynbTaToB OOy4YeHHS IO
JUCLUIIINHE

oOyyaromemycss ¢ Y4€TOM pe3yJibTaTOB TEKylled W
IIPOMEKYTOYHOM aTTECTALUU.

KoMmnereHnuy, 3akperui€éHHble 3a JUCLUIUIMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIHI.

67-50/
D.E

«YIOBIIETBOP
HU-TEIBLHOY/

«3aUTEHO
(ynosnerBopu-
TEJILHO )»/

«3a4YTCHO»

BrictaBnsiercs oOydaromiemycsi, €cial OH 3HAeT Ha
0a30BOM YpPOBHE TEOPETUYECKMH W  MPAKTHYECKHUH
MaTepual, JOMYCKaeT OTIeNbHble OIIUOKH TpPH €ro
U3JIOKCHUU Ha 3aHATUAX M B XOAE IIPOMEKYTOYHOHN
aTTeCTaluu.

OO6yuatomtuiics HCIBITHIBACT OnpeeaEHHbIC
3aTpyAHEHUS B IPUMEHEHUM TEOPETUYECKUX IIOJIOKCHUI
IpU PpEIHICHUH MPAKTUYECKHX 3a/1ad NpodecCHOHATHLHON
HaIlpaBJICHHOCTH  CTAHJApPTHOIO YPOBHsS  CJIIOYKHOCTH,
BJIaJIe€T HEOOXOIUMBIMHU JUIS 3TOTO 0A30BBIMHM HAaBBIKAMHU
U IpUEMaMU.

JIeMOHCTpUpPYET JOCTAaTOYHBIA YpPOBEHb 3HAHUSA
yueOHOI NUTEepaTypsl O AUCIUILIUHE.

Onenka o JUCLUIIIINHE BBICTaBIISIOTCS
oOyyaromiemycss ¢ Y4€TOM pe3yJibTaTOB TEKylleW W
IIPOMEKYTOYHON aTTECTALUU.

KoMmnereHnuy, 3akperui€éHHble 3a IUCLUIUIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBIIN».

49-0/
F,FX

«HEYIOBIIETB
OPHUTEIBHO»/

HEC 3a4TCHO

BrictaBnsiercs oOydaromemMycsi, €Clii OH He 3HaeT Ha
0a30BOM YpPOBHE TEOPETUYECKMHA U  MPAKTHYECKHUM
MaTepuang, JONMycKaeT rpyOble OmHMOKH TpH  €ro
U3JIO)KEHUU Ha 3aHATHSIX U B XOAE IPOMEXKYTOUYHOUN
aTTeCcTaluu.

OO6yuatomtuiics HCIBITHIBAET CepbE3HbIE
3aTpyAHEHUS. B IIPUMEHEHUM TEOPETUYECKUX II0JIOKCHUI
IpU PpEHICHUH MPAKTUYECKUX 3a/1ad NpoQecCHOHATBHON
HaIIpaBJICHHOCTH CTaHJApPTHOIO YPOBHS CIIOXKHOCTH, HE
BJaJle€T HEOOXOMUMBIMH JUII OSTOTO HaBBIKAMH U
IPUEMAMH.

JleMoHCTpHpyeT (parMeHTapHble 3HAaHUS Yy4eOHOU
JUTEPATyphl 10 TUCHUTUIHHE.

OI_ICHKa oo JUCHUITIINHE BBICTAaBJIAIOTCA
oOyyaromiemycss ¢ Y4€TOM pe3yJlbTaTOB TEKyUleW W
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bannel/ Onenka 1o Kpurepun oueHkn pe3ynbTaToB OOy4YeHHS IO
[lxana ECTS | nucuuruinze JUCLUIIINHE

IIPOMEKYTOYHON aTTECTALUU.

KoMmnereHnuu  Ha  ypOBHE  «JOCTaTOYHBIN»,
3aKpeIUIEHHBIE 32 TUCIUIUTMHOM, He c(hOPMUPOBAHBHI.

5.3. OueHo4HbIe cpeAcTBA (MaTepHaJIbl) A TEKyIIero KOHTPOJIsl yCIeBaeMOCTH,
NPOMEKYyTOYHOM aTTeCTANMHU 00YYAIOIIUXCH M0 JUCHUILIMHE (MOYJII0)

Ilepeuens 6onpocoe Kk KORmpobHOU pabome no meme 2.

YeM 3aHMMAETCS Hay4Has TUCIHUILIMHA JOKYMEHTOBeIeHHE?

C xakvMU Hay4HBIMU JUCHUIIMHAMHU CBSI3aHO JJOKYMEHTOBEIeHUE?

Ha3zoBute 3akoHOJaTEIbHbBIE aKThI, PETYIUPYIONIME BOIPOCH! TOKYMEHTHPOBAHMUS.

Ilepeuncnure HOPMAaTUBHBIE IIPaBOBBIC aKTBhI, peryaupyoiue BOIIPOCHI
JOKYMEHTUPOBAHMUS.

JlaiiTe xapaKTepUCTUKY HOPMAaTUBHO-METOANUYECKUM JOKYMEHTAaM II0 JE€JIONPON3BOACTBY.

HazoBure YUCHBIX, UCCIICAYIOINX BOIIPOCHI JOKYMCHTOBCACHHU.

Ilepeuens 6onpocoeé kK KOonmpobHoll padome no meme 4.
Kakue BbI 3HaeTe criocoObl JOKYMEHTUPOBAHUS?

Ilepeuncnure dSTanbl pasBUTHS TEKCTOBOTO JOKYMEHTHUPOBAHMS, CPAaBHUTE HMX MEKIY
co0o11.

Pacckaxxure 06 0COOCHHOCTSAX TEXHUYECKOTO JIOKYyMEHTHUPOBAHMUS.
B uewm 3akmoyaroTcsi 0cOOEHHOCTH KHMHO, GOTO ¥ (POHOTOKYMEHTHPOBAHUS?

CpaBHMTE H3BECTHBIE BaM CIOCOOBI JIOKYMEHTHPOBAHUS MEXAYy c00O0H, HAa30BUTE HUX
[IPEUMYILECTBA U HEOCTATKH.

JlaiiTe XapakTepUCTUKY MaTepUAIbHBIM HOCHTEISIM MH(OPMAIIMK M CPAaBHUTE MX MEXIY
co0o11.

Ilpumepot 61uy-KOHRMPONLHBIX pAdOmM nO meme 6
Kakue oOparienust ObUIM TPUHATH B KOHKPETHBIM HCTOPUYECKHH niepron?

(IpoBECTH CTPETIKH)
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XIX Bek TOBAPUILLY

Coserckuii nepuon WBany MBanoBuuy

90-e ronpr XX Beka MusnoctTuBoMy rocy1apro
CoBpeMEHHOCTh TOCIIOINHY

KakumMu WTOTOBBIMH (pazaMu 3aKaHUYMBAJIOCh CIYKeOHOE NUCHbMO B KOHKPETHBIM
UCTOpPUYECKUI nepuona?

(IpoBECTH CTPETIKH)

XVI, XVII Beka C NIyO0OYalIINM OYTEHUEM

XIX Bek C YBOXEHUEM

Coserckuii nepuon C KOMMYHUCTUYECKUM IIPUBETOM
CoBpeMEHHOCTh IMapp rocynapb, CMAIIyHCS, TIOKAILY

Ilepeuens 6onpocoe Kk umozo6oit KOHmMmpoALHOU padome Ne 1
I[OKYMGHT " €Tr0 MCCTO B CUCTCMC YIIPABJICHHA.

3akoHOJATEeNbHBIE TPABOBBIE AaKThl, PErJAMEHTUPYIOIIME CO3/aHue M Oo(pOpMIICHHE
JOKYMEHTOB.

HopmaTtuBHO-METOMUECKUE aKThl, OIMpPECIIAIONINE TMOPAJOK CO3JaHUA U OPOPMIICHHS
JOKYMEHTOB.

I[OKYMGHTOBGIICHI/IG KakK Hay4dHasd AJUCHUIUIMHA W €€ CBA3b C APYIrUMH HAayYHbIMU
JUCHUITIIMHAMM.

[TonsaTne «MHGpOpPMALIUI» U €TO Pa3BUTHE.

ITonsTue «OOKYMCHT» U €TI0 pa3sBUTHUC.
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CBs3b HH(pOpPMAIMH U TOKYMEHTA.

OOu1re n yacTHbIe (PYHKIIUH JOKYMEHTA.

CriocoObl TOKYMEHTHPOBAHUS U UX Pa3BUTHE.

TexcToBOe JOKYMEHTUPOBAHUE U JTAIIbI €T0 PA3BUTHS.

[Muktorpammsl. [IpumMeHeHne NUKTOrpagpuuecKoro NUCbMa Cero HsI.
Jlororpammsl. Mcrniosnb3oBaHue 10rorpaMm CEroIHs;.

TexHnueckoe TOKyMEHTHpOBaHUE. BUIbI KOMIUIEKCOB TEXHUYECKOU TOKYMEHTALUH.
doronokymentuposanue. [lossienue, pa3BuTue, IpUMEHEHHE.
KunonokymentupoBanue. [losBnenue, pazsurue. Buaeosanuce.
®ononokymeHnTupoBanue. llosasinenue, passutue, IpUMEHEHUE.
Marepuan nus foKyMeHTUpOoBaHus. Ero passurue.

[Mognuunavky 1 konuu. Buael konuid. [1opsAIok y10CTOBEpEHHIN KOIHA.
®opmyisip nokymenTa. TunoBoit popmyssip, popmyisip-odpaserr.
PazButue Gpopmynsapa noxkymenra B XVI-XVII Bs.

®opmysp nokymenra X VIII B.

Dopmyisip TEKCTOBOro fokymeHnTa XIX- Hauana XX BB.

Oopa3zuyvt mecmoe no meme 7
Bompoc 1
Bu3za opunuanbHOTo T0OKyMEHTa 3TO:

A) peKBHU3UT JOKYMEHTA, BBIpaXKaIOLIUI COIIache WM HECOraacus JOHKHOCTHOIO JIMLA ©
COJIepKaHUEM JOKYMEHTA

B) HaAIrChb HAa JOKYMCHTC, CACIIaHHAA JOJKHOCTHBIM JIMIIOM U COJACpIKaIlasd NPUHATOC UM
perieHue

B) noanucanue JoKyMeHTa €ro COCTaBUTENIEM

Bompoc 2

Bussl npocrasisroTes:

A) pabOTHHUKOM, TIEYATABIINM JIOKYMEHT
b) pabGoTHHKaMu CBOEW OpraHU3aINH

B) pabGoTHuKamMu qpyrux opraHu3anuit
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Bompoc 3

B kakue PCKBU3UTLI JOKYMCHTA JJaTa BXOJAUT KaK COCTaBHaA JacTh?

a) rpud yTBEpKICHUS B) NOJINHKCH
0) BU3a COTJIaCOBaHUS T') pE30JIOLHs
Bompoc 4

OOmmii 6;1aHK TOKyMEHTA BKJIIOYAET B €O CIEAYIOUINE PEKBU3UTHI:

A) m3obpaxenue repda, HIMOIEMBI, MECTO AJIs Pa3MEIICHUs HAa3BaHUSA BHUJA JTIOKyMEHTA,
MECTO JUIS JaThl U HOMEpa TIOKyMEHTa, MECTO COCTABIICHHUS

b) wm3o0paxkenue repba, >MOIEeMbl, HAUMEHOBAHUE OPraHU3AlMM aBTOpPA, MECTO JUIA
pa3MelleHsl Ha3BaHMA BHJA JOKYMEHTa, MECTO s JaThl M HOMepa JOKYMEHTa, MECTO
COCTaBJICHUS

B) uzoOpaxenue repba, »MOneMbl, HAUMEHOBaHHME OPIraHU3ALMH AaBTOPA, MECTO JUIA
pa3MelleHus Ha3BaHUs BUJIA JJOKYMEHTA, CIIPAaBOYHBIE JaHHBIE 00 OpraHU3alMy, MECTO VIS AAThI
¥ HOMepa JIOKyMEHTa, MECTO COCTABIICHHS

Bomnpoc 5
Kakue u3 nepedncieHHbIX TOKYMEHTOB TPEOYIOT YTBEPKACHUS ?
A) ycraB b) miratHoe pacnicanue B) npukassl

I') noxnagnsie 3anucku 1) TOJKHOCTHBIE MHCTPYKIIMH

Bompoc 6
TumnoBo#i popmysip IpuKaza COACPKUT CIEAYIONINE PEKBU3UTHI:

A) Tep0 (oMOmneMy), HaMMEHOBAHHE OpTaHU3AIMH-aBTOpa, CIPABOYHBIC JaHHBIE 00
OpraHu3aly, HaMMEHOBAaHHE BHUJA JOKYMEHTa — IMpPHKa3, IaTy, HOMEp, MECTO COCTABIICHHS,
3aroJOBOK K TEKCTY, TEKCT, OJIHICh, BU3bI COTIACOBAHUS

b) rep6 (s>mOmeMy), HauMMEHOBaHHE OpTraHHU3AIMH-aBTOPA, HAaUMEHOBAaHUE BHUJA
JOKyMEHTa — NpPHKa3, J1aTy, HOMEpP, MECTO COCTABJIEHUS, 3aroJ0BOK K TEKCTY, TEKCT, MOJAINMKCH,
BU3bI COTJIACOBAHUS

B) rep6 (aMmOnemy), HaMMEHOBaHHWE OpraHU3AlMU-ABTOPA, HAaMMEHOBAaHUE BHUJA
JIOKyMEHTa — MpPHKa3, J1aTy, HOMEpP, MECTO COCTABJIEHUS, 3aroJ0BOK K TEKCTY, TEKCT, MOJAINMKCH,
reyarh, BU3BI COTJIAaCOBAHUS

Bomnpoc 7
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B ynpaBneH4eckoii mpakTHKE TPUMEHSIOT CISAYIOIINE BUIbI OJTaHKOB:
A) 6rmaHk TUChMa

b) Gmank KOHKPETHOTO BHJIA TOKYMEHTA

B) oOmmii 61ank

J1) 6iraHk pu3uvecKoro JauIa

Bompoc 8

JIOKyMEHTUPOBAHUE 3TO:

A) nipotiecc IBH>KEHHS IOKYMEHTOB B OpraHHU3allun

b) 3anucek nHpoOpManuy Ha pa3TUIHBIX HOCUTEISX [0 YCTAaHOBIIGHHBIM MPaBUJIAM
B) coznanue nokymeHToB

I') pabota ¢ fOKyMeHTaMu

Bomnpoc 9
K OpraHnu3alluOHHBIM JOKYMCHTAM OTHOCATCA:

A) ycraBbl 0) mpaBWJIa  B) aKThl T) IPUKa3bl ) HHCTPYKLUHU

Bompoc 10
I'epOoBoii meuaThio (TIEYaThi0 OpraHU3aIuH) 3aBEPSIOT:
A) rapaHTHiiHBIE THChMA 0) MPOTOKOJIBI 3aCEAAHUNA B) MPUKA3HI

I') noroBopsl 1) TPyIOBbIE KHUKKHU

Bompoc 11
DopMyIIsIp TOKYMEHTA 3TO:

A) Habop pekBH3UTOB O(PHUIMAIBHOTO MHUCBMEHHOTO JOKYMEHTA, PacCIOJIOKEHHBIX B
OIPEJIEIICHHOU I1OCIEA0BATEIBHOCTH

b) nopsinok 06paboTKH TOKYMEHTOB

B) MuUHHUMAaNbHBIHA 371IeMEHT 0OPMIICHHS JOKYMEHTa

Bompoc 12

WNHpopMannoHHO-CIIPaBOYHBIN JOKYMEHT 3TO:
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a) JlokymeHt, comepxkamuii uHGOpManuio O (HAKTHUECKOM TOJOKEHUHU JeJ, KOTOPBII
CIIY>KUT OCHOBAHUEM JJISI IPUHATHS PELLICHUI

6) JloKkyMeHT, OpraHu3yIOIIUN paboTy yUpexKACHUSI
B) JIOKyMeHT, B KOTOPOM 3a(pUKCHPOBAHBI PACIIOPSKEHHUS PYKOBOJICTBA

r) JloKkyMeHT, pUKCUPYIOLIHIA AeSITeTbHOCTh KOJIJIETHAILHOTO OpraHa

Bompoc 13

bnank ¢ nzobpaxeHneM rocyaapcTBeHHoOro repoa Poccuiickoit deaepanyy MOTyT HMETh!
a) JIroOast opranusaiys, 3aperucTpupoBaHHas Ha Teppuropun Poccuiickoit deneparuu
6) Kommepueckas ¢pupma, 3apeructpupoBaHHas Ha Tepputopun Poccuiickoii @eneparuu

B) YupexxaeHus M OpraHu3aluM, ykazaHHele B KoHcTuTyumoHHoM 3akoHe «O repbe
Poccuiickoit denepanum»

r) YupexaeHus U opranuszanui, ykazansuele B Konctutyuuu PO
Bompoc 14

K pexBu3uTam, mpuaaOIUM JOKYMEHTY IOPUANYECKYIO 3HAYMMOCTb OTHOCSITCS :
a) repo PO

b) otmeTka 0 mocTymiIeHUU T0KyMEHTa

B) MOAMUCH

I') aBTOp JOKYMEHTa

IlepedyeHb BOMPOCOB K KOHTPOJIbHOM paboTe o Teme 9

UYro Takoe yHH(UKALUS JOKYMEHTOB?

JlaliTe onpeneneHue CUCTEME JOKYMEHTALUU

Yro Takoe yHU(PULIUPOBAHHBIE CUCTEMBI IOKYMEHTAIIUU, HA30BUTE UX.

Kakue Bupl JOKyMEHTOB BXOJAT B COCTaB YHU(DUIIUPOBAHHOMN CHCTEMBI OpraHU3aIllMOHHO-
pacHopsIAUTEIbHON JOKYMEHTALIUH.

Ilepeuens 6onpocos Kk umozoeoit KOHmMpPobHoU padvome Ne 2
[onsatus «yHU(PUKALUA) U «CTAHIAPTU3ALUI) JOKYMEHTOB.
Pa3Burtue yHudukanuu u cranaapTuzanuu 10kyMmeHToB Bo Il momosune XX B.

I'OCT P 7.0.97-2016. Ero conep>xanue, 3HaYCHHE.

TpeboBaHust K KOHCTPYHpOBaHMIO OylaHKOB. Bunbl OmankoB. bmanku mnpeanpusiTHii
pa3nu4HbIX (POPM COOCTBEHHOCTH.



27

PexBM3HUT «HaMMEHOBaHNE OPraHNU3aALMU-aBTOPA TIOKYMEHTa», TpeOOBaHUS K HEMY.
PexBU3HT «cIipaBOYHbIE JaHHBIE 00 OPraHU3AIMH-aBTOPE TOKYMEHTa», €r0 COCTaB.
PexBu3HT «agpecaT», €ro 3HaUeHUE U COBPEMEHHBIE TPeOOBaHUS K 0()OPMIICHUIO.
Hatel. TpeboBaHus K UX 0(OPMIICHHIO; 1aTa KaK COCTaBHAs YaCTh IPYT'HX PEKBU3UTOB.
PexBu3NT «perucTpaliiOHHBIN HOMEP JOKYMEHTa», €ro 3Ha4eHHE.

PexBHU3UT «CChUIKA Ha PErMCTPALIMOHHBIA HOMEp MU ATy JOKYMEHTa», KOrJa U IAe OH
IIPOCTABJISIETCSL.

[lopsimox cornacoBaHMs JIOKYMEHTOB U O(GOpPMIICHHS BHYTPEHHETO U BHEIIHETO
COIJIaCOBaHUsA

[Topsnok yTBEpKIACHUSA JOKYMEHTOB, BUABI YTBEPKICHHUS.
ITopsinok noanucanus TOKyMEHTOB.

[leyaTtp Kak peKBHU3UT JOKyMeHTa. Ha Kakux JOKyMEHTaxX MpOCTaBisieTcss repOoBas
neyarsb.

CoctaB  ynmocrtoBepeHHs  JTOKyMeHTOB.  IlpaBuma  opopmieHHs ~ pPEKBU3UTOB,
YAOCTOBEPSIOIIUX JOKYMEHT.

OTMeTKH Ha JOKYMEHTE, UX 3HaueHHe U o(hopMIICHHE.

Pezomonns. E€ 3nauenue. TpeboBanus, MpeabsBlIsieMble K PE30IIOLNH.
PexBU3HT «OTMETKA 00 HCTIOIIHUTENEY, €T0 3HAUCHHUE.

PexBu3NTHL, MpUIAOLIUE TOKYMEHTY IOPUINYECKYIO 3HAUHUMOCTD.
YHu}UKanus TeKCTa JOKyMEHTa.

Tpadapernsie TekcThl. MeTonnka pa3paboTKu.

CriocoObl TpecTaBiIeHNs] YHU(PHUIMPOBAHHBIX TEKCTOB (aHKETHI, TAOMHUIIBI, TpadapeTHbie
TEKCTBHI).

OO6u1re TpeOoBaHUS K TEKCTY JOKYMEHTA.

ANTOPHUTM MOATOTOBKH JJOKYMEHTA.

DNEeMEHTHI TEKCTA: 3aT0JIOBOK, IPUIIOKEHUS, TPEOOBAHUS K HUM.
JIMHrBUCTUYECKUE OCOOCHHOCTH TEKCTOB CITYKEOHBIX TOKYMEHTOB.

[ToHsITHE «CHUCTEMBI TOKYMEHTAIIMNY», PA3BUTHE CUCTEM.

[MonsiTHe «yHU(PUIIMPOBAHHBIE CHCTEMBI IOKYMEHTAIIUN.

Hasnauenwue, onpenenenue u coctaB Y COPJI.

TpeGoBanwmsI K COCTaBICHUIO U OOPMIICHHIO OPTaHU3AIMOHHBIX TOKYMEHTOB.

TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO PACHIOPSAUTEIBHBIX TOKYMEHTOB.
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TpeboBaHust K COCTABICHUIO U O(OPMIICHUIO TIPUKA30B.

TpeboBaHust K COCTaBICHHIO U O(GOPMIICHHIO OOBSCHUTENBHBIX MU JOKJIAJHBIX 3aIHCOK
(BHEIIHUX U BHYTPEHHUX).

TpeboBaHMs K COCTaBIEHUIO U O(OPMIICHHUIO CIIPABOK (BHJIbI CIIPABOK, CIIPAaBKU BHEITHHE
U BHYTPEHHHUE).

TpeboBaHust K COCTABICHUIO U O()OPMIICHHUIO aKTa.

TpeboBaHust K COCTaBJIEHUI0 U O(OPMIICHHIO CIY>KEOHOrO mNUChbMA. Pa3HOBHIHOCTH
MTUCEM.

TpeboBaHMs K COCTABICHUIO U O()OPMIICHHUIO TEIETPAMM.
Ocob6ennoctu GpopmyIsipa TeaePOHOTPAMMBI.

AHFOpI/ITM IMMOATOTOBKH U MPOBCACHHA COBCIIAHUA. I[OKYMCHTBI, CO31aBaCMbIC B IMPOLECCCE
IOATOTOBKU COBCIIAHUA.

TpeboBaHus K COCTABICHUIO U O(OPMIICHHUIO IIPOTOKOJIA.

[ToHsATHE KOMIITIEKCOB 1IOKYMEHTOB. IIepBHUHBIE KOMIIJIEKCHI TEKCTOBBIX JOKYMEHTOB.
[ToHATHS «TOKyMEHTANbHBIN (GOHI» U «apXUBHBIN GoHI». VX pazmuuue.

CnosxHble KOMIUIEKCHl. BETOMCTBEHHBIE ApXUBHI.

CrnosxHble KOMIUIEKCHL. ['ocynapcTBeHHbIE apXHBbl. CeTh TOCY1apCTBEHHBIX apXHUBOB.

[ToHATHS «1IEHHOCTh JOKYMEHTa», «3KCIIEPTH3a LIEHHOCTW». BO3HMKHOBEHHE, pa3BUTHE
9KCIEPTU3BI.

[IpuHIUIIBI, KPUTEPUH DKCIIEPTU3BI LICHHOCTU JOKYMEHTOB.

Ilepeuens 60npocos K yCmHOMY IK3AMEHY RO 8CEMY KyPCY

IlepeueHb BOpOCOB ISl MOATOTOBKH K 3K3aMEHY 10 TUCLUIUIMHE “J[0OKyMEHTOBeIeHUE”
JIOKYMEHT M €ro MECTO B CUCTEME YIIPABJICHHUSI.

3aKkoHBI U UHEBIE HOPMATUBHBIC TIPABOBLIC aKThl, PCrIaMCHTHUPYIOHNIHUC CO3JaHHUC U
odopmileHHEe TOKYMEHTOB.

HopmaruBHO-MeTOAMYECKHE JOKYMEHTBHI, OINpENeNSAIoONINe TOPSAOK  CO3JMaHus |
odopmIIeHUs TOKYMEHTOB.

I[OKYMGHTOBGIICHI/IG KakK Hay4dHasd AJUCHUIUIMHA W €€ CBA3b C APYIrUMH HAayYHbIMU
JUCHUITIIIMHAMM.

[TonsaTne «MHGpOpPMALIUI» U €TO Pa3BUTHE.

ITonsTue «OOKYMCHT» U €ro pa3sBUTHUC.
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CBs3b HH(pOpPMAIMH U TOKYMEHTA.

OOu1re n yacTHbIe (PYHKIIUH JOKYMEHTA.

CriocoObl TOKYMEHTHPOBAHUS U UX Pa3BUTHE.

TexcToBOe JOKYMEHTUPOBAHUE U JTAIIbI €70 PA3BUTHS.

[Muktorpammsl. [IpumeHeHne NUKTOrpaguuecKoro NUCbMa CeroHsI.
Jlororpammsl. Mcrniosb3oBaHue 10rorpaMm CEroIHs.

TexHnueckoe TOKyMEHTHpOBaHUE. BUIbI KOMIUIEKCOB TEXHUYECKOU TOKYMEHTALUH.
doronokymentuposanue. [lossienue, pa3BuTue, IPUMEHEHHE.
KunonokymentupoBanue. [losiBnenue, pazButue, IpUMEHEHUE.
®ononokymeHnTupoBanue. llosasienue, passurue, IpUMEHEHHE.
Marepuan 1 JoOKyMeHTUpOBaHus. Ero passurue.

[Mognuunarky 1 konuu. Buael konuid. [1opsAaok y10CTOBEpEHHIN KOITHA.
®opmyisip nokymenTa. TunoBoit popmyssip, popmyisip-odpaserr.
PazButue gpopmynsapa noxkymenra B XVI-XVII Ba.

®opmysp nokymenra X VIII B.

Dopmyisip TEKCTOBOro fokymeHnTa XIX- Hauana XX BB.

[onsatus «yHu(PUKAIUA» U «CTAHIAPTU3ALUI) JOKYMEHTOB.

I'OCT P 7.0.97-2016. Ero conep:kanue, 3Ha4YC€HHE U BO3MOXKHOCTH HCIOJIb30BAaHUS B
COBPEMEHHBIX OpPTaHHU3AIHSIX.

IIpaBuna nemonpoM3BOACTBA B TIOCYJApPCTBEHHBIX OpraHax, OpraHax MECTHOIO
camMoyIpaBJieHus (coAepx aHue, 3HAUEHUE U BOZMOXKHOCTH MCIOIb30BaHUS).

MeToaudeckiue pPeKOMEHIAIMU M0 Pa3pabOTKe MHCTPYKIMKA TO JEJIONPOU3BOJICTBY B B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOrO CaMOYIpaBlieHUs (COAEp:KaHHE, 3HAYEHUE U
BO3MO>KHOCTH UCIIOJIb30BAHUA).

IIpumepHas MHCTPYKLHUS MO AEJIONPOU3BOJCTBY B TOCYJIAapPCTBEHHBIX opraHu3anusax 2018
I. (cozepkaHue, 3HaU€HNUE U BO3MOYKHOCTH MCIIOJIb30BaHUA).

CocraB pekBu3uTOB O1aHkoB. Kimaccudukays 61aHKoB.

PexBM3HUT «HaMMEHOBaHNE OPraHNU3aALMU-aBTOPA TIOKYMEHTa», TpeOOBaHUS K HEMY.
PexBU3HT «cIipaBOYHbIE JaHHBIE 00 OPraHU3AIMH-aBTOPE JOKYMEHTa», €r0 COCTAB.
PexBu3HT «agpecaT», €ro 3HaUeHUE U COBPEMEHHBIE TPeOOBaHUS K 0()OPMIICHUIO.
Hatel. TpeboBaHus K UX 0(OPMIICHHIO; 1aTa KaK COCTaBHAs YaCTh IPYTUX PEKBU3UTOB.

PexBu3NT «perucTpaliiOHHBIN HOMEP JOKYMEHTa, €ro 3HaYCHHE.
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PexBHU3UT «CChUIKA Ha PErMCTPALMOHHBIA HOMEp MU ATy JOKyMEHTa», KOrJa U IAe OH
IIPOCTABJISIETCSL.

[lopsimox cornacoBaHMs JIOKYMEHTOB U O(GOPMIICHHS BHYTPEHHETO U BHEIIHETO
COIJIaCOBaHUsA

[Topsnok yTBEpKIACHUS JOKYMEHTOB, BUABI YTBEPIKICHHUS.

[opsimox moanucaHus NOKYMEHTOB. DJEKTpOHHAas MoAnuch. OTMeTka 00 3JIeKTPOHHOM
MIOATIHCH.

IleuaTs Kak peKBU3UT NJOKYMeEHTA. Ha KakuX JOKYMEHTaX IIPOCTABIISIETCS OTTUCK IIEYATH.

Cocras YIOCTOBEPEHUA JIOKYMEHTOB. IIpaBuina oopmienus PEKBU3HUTOB,
YAOCTOBEPSIOIINI JOKYMEHT.

OTMeTKH Ha JOKYMEHTE, UX 3HaueHHe U ohopMIICHHE.

Pezomonns. E€ 3nauenue. TpeboBanus, MpeabsBIIsieMble K PE30IOLNH.
PexkBHU3HT «OTMETKA 00 MCIIOIHUTENEY, €T0 3HAUCHHUE.

PexBu3uTel, Npuaaronme J0KyMEHTY IOpUINYECKYIO 3HAUUMOCTb.

Yaudukanusa Tekcra nokymeHnTta. CriocoObl MpeacTaBieHUs YHU(UIIMPOBAHHBIX TEKCTOB
(aHKeTHI, TaONMILIBI, TpadapeTHbIE TEKCTHI).

OOm1re TpeOoBaHUS K TEKCTAM YIPaBICHYECKUX JOKYMEHTOB.
AJNTOPUTM MOATOTOBKH JOKYMEHTA PACIIOPSAUTEIBHOTO JOKYMEHTA.
DeMEeHTHI TEKCTa: 3aroJIOBOK, MPUIIOKEHHS, TPEOOBAHUS K HUM.

IlonsATHEe «CHUCTEMBl JOKYMEHTalMW», pa3BUTHUE CHUCTEM JOKyMeHTauuu. llonsTtue
«yHH(ULIUPOBAHHBIE CHUCTEMBl JOKyMeHTauum». Ha3HadeHue, ompeneneHue U COCTaB
YHUPUIHPOBAHHON CHUCTEMBI OPraHU3aIMOHHO-PACTIOPSIIUTEFHON TOKYMEHTAIIHH.

TpeGoBaHMst K COCTaBICHHUI0O M OQOPMIICHHIO OpPraHU3ALMOHHBIX JIOKYMEHTOB
(monoXxeHue, ycTaB, MHCTPYKLKS, PETJIAMEHT, IITATHOE PAaCMCAHUE).

TpeboBaHust K COCTaBICHHUIO U O(DOPMIICHUIO PACTIOPSAUTENBHBIX JOKYMEHTOB (IpUKa3,
pacrnopsKeHHe, pellieHUe, TIOCTAaHOBJIEHHUE, TPOTOKOJI).

TpeboBaHMs K COCTABICHUIO U OPOPMIICHHIO OOBICHUTEIBHBIX, JOKJIAAHBIX U CITY)KEOHBIX
3aITUCOK.

TpeboBaHus K COCTAaBICHUIO U O()OPMIICHHUIO CIIPABOK (BUBI CIIPABOK).
TpeboBaHust K COCTABICHUIO U O()OPMIICHHUIO aKTOB.

TpeGoBaHust K COCTaBIEHUIO W O(QOPMIICHHMIO ciyXkeOHoro muchbMma. Kiaccuduxarms
CITy>K€OHBIX TTHCEM.

AHFOpI/ITM MMOATOTOBKH U MPOBCACHHA COBCIIAHU. I[OKYMCHTBI, CO31aBaCMbIC B IMMPOLCCCE
IOATOTOBKM COBCIIAHUA.

TpeboBaHus K COCTAaBICHUIO U O(OPMIICHHUIO IIPOTOKOJIA.
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IToHsATHE KOMIIJIEKCOB JOKYMCHTOB. HepBI/I‘-IHBIe KOMIIJICKCBI TCKCTOBBIX JOKYMCHTOB.

CH0oXHbIE KOMIUIEKCHI TOKYMEHTOB. [IOHATHS «IOKyMEHTaJIbHBIA (POHA» U «apXUBHBIH
bouny. Ux paznuuue.

HomeHnkiarypa nei.

[Ipu3Haku 3aBeneHus A€

6. YueOHO-MeTOAUYEeCKOE U MH(POPMALIMOHHOE O0ecIeUeHue
TUCHUIIMHBI

6.1. CnucoOK MCTOYHNKOB U JINTepaTypsbl

O0s3aTeNbHbIE UICTOYHUKHU

denepanbHblii KOHCTUTYLHMOHHBIM 3akoH oT 25 nekabps 2000 r. Ne 2-©K3 «O
I'ocynapctBeHHOM repoe Poccuiickoit denepanum». URL:
http://www.consultant.ru/document/cons_doc LAW 29674/ (nara obpamenus — 20.03.2024).

@enepanbHblii  3akoH PO ot  27.07.2006 1. Nel49-®3 «O6 wuHpopmanmu,
MH(POPMALIMOHHBIX TEXHOJIOTHUAX u 0 3a11uTe UHPOPMALIUN URL:
http://www.consultant.ru/document/cons_doc LAW 61798/ (mara o6pamenus — 20.03.2024)..

®enepanbubiii 3ak0H 0T 06.04.2011 Ne 63-®03 “O6 snextponHoit moamucu” URL:
http://www.consultant.ru/document/cons_doc LAW 112701/ (mata obpamenus — 20.03.2024).

@enepanbhbiil 3ak0H 0T 01.06.2005 Ne53-®3 «O rocyaapcTBeHHOM si3blke Poccuiickoit
@eneparum»  URL:  http://www.consultant.ru/document/cons_doc LAW 53749/  (mata
obpamenust — 20.03.2024)...

[IpaBuna [enoONpoM3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHaXx MECTHOTO
camoympasieHus, yrtB. IIpukazom PocapxuBa ot 22.05.2019 Ne 71 URL: http://
https://base.garant.ru/72291836/ (nata obpamenus — 20.03.2024)...

Metoandeckre peKOMEHAAUU M0 pa3paboTKe MHCTPYKIMH IO JEJIOMPOU3BOJCTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MeCTHOIO caMmoympasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 URL: http:// http://www.consultant.ru/document/cons_doc LAW_ 373895/
(mata obpamenus — 20.03.2024).

[TpumMepHas HHCTPYKIMSA 110 JAETIOMPOU3BOJICTBY B TOCYAAPCTBEHHBIX OPTaHU3AIMUX, YTB.
IIpukasom PocapxuBa oT 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW 305137/ (nata oopamenus — 20.03.2024)...
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I'OCT P 7.0.97-2016. Hanuonansusiii crangapt Poccuiickont ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMAIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neny. OpraHu3anuoHHO-
pacriopsauTenbHas —JOoKyMeHTauus. TpeGoBanust K odopmieHuio jgokymeHtoB URL:
http://www.consultant.ru/document/cons_doc LAW 216461/ (mata oopamenus — 20.03.2024)..

I'OCT P UCO 15489-1-2019 HanumonanwsHblii cTanmapT Poccuiickoii ®eneparui.
Cuctema ctannapToB 1o uHpopMaIyy, OMOIMOTEUHOMY M H3AaTeNbeKoMy neny. Mudopman3us
U JoKyMeHTauusi. YnpasieHue nokymeHTamu. Yacth 1. Ilonstus m npunuunsl. URL:  http://
http://www.consultant.ru/document/cons_doc LAW 329486/ (nata oopamenus — 20.03.2024)...

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE JieJ0. TepMHUHBI U ONpPEAeTIeHuUs.-
URL: http://www.consultant.ru/document/cons_doc LAW 163800/ (mara oOpamenus -—
20.03.2024)...

Jluteparypa
OcHoBHas

beikoBa, T. A. JlokyMeHTaIlmOHHOE 00OECIeYeHHE YIIPaBICHUS (JIEIOMPOU3BOJCTBO) : yueOHOE
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nmox obur. pen. T. B. Ky3nerosoii.
— 2-e m3a., mepepad. u gon. — MockBa : UHOPA-M, 2020. — 304 c. — (Bricuee
obOpazoBanue: bakanaBpmar). - ISBN 978-5-16-004805-5. - Tekcrt : snextponHbi. - URL:
https://znanium.com/catalog/product/1078152 (mara obpamenus: 26.03.2024). — Pexum
JOCTYTA: 110 TOATHUCKE.

I'moroBa C.A. BO3HUKHOBEHHWE M TEHIEHUUM paA3BUTHUS  pacCHOPSAUTEIBLHOU
nokymeHnrtaiuu B Poccun B nopeBomonnoHHbli nepuoxn // Bectaux PITY. 2014. Ne2. URL:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=70. (mata obOpamenus —
20.03.2024)..

Kykapuna IO.M. CoBpeMeHHblE OpraHM3alMOHHBIE U PEIVIAMEHTHBIE JOKYMEHTBI:
byHKIMN U Pa3HOBUAHOCTH / BectHuk PITYV. 2016. Ne2. URL:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf. (nara
obpamenust — 20.03.2024)..

Kykapuna FO.M. CoctaB ynocToBepeHMs] AOKyMEHTa: OT MPOLUIOro K HACTOALIEMY H
oynymemy// BectHuk PITY. 2014. Ne2. URL:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=128 (mata obOpamenus —
20.03.2024)...

JlonosHuTENbHAS
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JBoenocoBa I'.A. CenektuBHBINH 0TOOp MOHATHA «HOKyMeHT» // BectHux PITY. 2016.
Ne2. URL: https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-
16.pdf#page=71 (nara obpamenus — 20.03.2024)...

6.2. Ilepeyenb pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH
«HuTepHeT

I'apanT [OnexTpoHHBINH pecypc]. — DnekTpoH. naH. — M., cop. 2024. — Pexxum nocrymna:
http://www.garant.ru.

Koncynprant [lnmtoc [DneKkTpoHHBIN pecypc]. — DnekTpoH. aaH. — M., cop. 2024. — Pexxum
nocryma: http://www.consultant.ru.

6.3. HpO(l)eCCl/IOHaJIbHLIe 0a3bl JAHHBIX U l/IH(l)OpMaHI/IOHHO-CﬂpaBO‘IHbIe CHUCTEMBbI

Hoctyn k npodeccuonanbHbIM 0a3am naHHbIX: https://liber.rsuh.ru/ru/bases

WudopmanoHHbIe CIIPaBOYHbBIE CUCTEMBI:
1. Koncynsrant Ilntoc
2. Tapanr

7. MarepuajibHO-TeXHHYECKOe o0ecneuyeHue JUCHUTITIMHBI (MOLYJIA)

Aynuropun JUisi TPOBEACHMs JIEKIMH M CEMMHApPCKUX 3aHATUH C TEXHUUYECKUMU
cpeactBaMu oOyueHHs (MyJIbTUMEIUA-POEKTOp (BUAEONMPOEKTOp), 3KpaH (MEPeHOCHON WIn
CTaLlMOHAPHBII)), KOMIBIOTEPHBIN KJ1acc A7l MPOBEACHUS J1a00PATOPHBIX 3aHATHH.

Ilepeuens I10
Haumenosanue 110 [IpousBoguren Crnoco6
n/m b pacnpocTpaHeHus

(JIULIEH3MOHHOE 1581071
CBO0OHO
pacnpoCcTpaHsIeMOE)

Adobe Master Collection Adobe JINIEH3UOHHOE

CS4
Microsoft Office 2010 Microsoft JINLIEH3UOHHOE
Windows 7 Pro Microsoft JINIEH3UOHHOE
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Microsoft Office 2013 Microsoft JIMLEH3UOHHOE

Windows 10 Pro Microsoft JINIEH3UOHHOE

Kaspersky Endpoint Security Kaspersky JUIEH3UOHHOE

Microsoft Office 2016 Microsoft JInnen3suoHHoe

Zoom Zoom JIULICH3UOHHOE
Ilepeuens /1 u UCC

HaunmenoBaunue

/o

MexnyHapoansie pedepatuBHble HaykoMeTpuueckue bJl, moctymHble B paMKax
HauoHaILHOM noanucku B 2020 T.

Web of Science

Scopus

[Ipodeccuonansubie MOTHOTEKCTOBBIE b/, TOCTynHBIE B paMKax HAIlHOHAJILHOU
noxamucku B 2020 r.

Kypnansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

XKypnanst Taylor and Francis

[Ipodeccronanbubie MOTHOTEKCTOBBIE B/]
JSTOR
N3nanus mo o01ecTBEHHBIM U TYMaHUTAPHBIM HAyKaM

OnextponHas 6udnnoreka Grebennikon.ru

KoMIiproTepHbI€ ClIpaBOYHbBIE IIPABOBBIE CUCTEMBI
Koncynprant Ilntoc,

lapanT
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8. Obecneuenune 00pa3oBaTeILHOIO MPOUECCA IJIA JIMIL €
OrPAHUYEHHBIMH BO3MOKHOCTSIMU 3/I0POBbS 1 HMHBAJINI0B

B X0A¢ peain3anuu JUCHUIIIIMHBI UCTTIOJB3YIOTCA CIACAYIOIMUEC JOIMOJTHUTCIIBHBIC

METOABI O0Y4YeHHs, TEKYLIEro KOHTPOJIS YCIIEBAEMOCTH M MPOMEXYTOYHOH aTTecTalnuu
00yyYaromuxcs B 3aBUCUMOCTH OT UX WHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

JJIA CICIIBIX U CJ'IaGOBI/II[HH_II/IXZ

- JICKIIUU O(i)OpMJISIIOTCSI B BHUAC DBJICKTPOHHOT'O AOKYMCHTA, AJOCTYIIHOTO C IIOMOIIBIO
KOMIIBIOTCPA CO CIICHUAIIN3NUPOBAHHBIM IIPOTrPaMMHBIM 066CH€‘-I€HI/IGM;

- TIMCbMCHHBIC 3aJlaHUs BBIIIOJIHAIOTCA Ha KOMIIBIOTCPEC CO CICHUAIM3UPOBAHHBIM
nporpaMMHbIM OGCCHC‘IGHI/IGM, HJIK MOTYT OBITH 3aMEHEHBI YCTHBIM OTBCTOM;,

- o0ecrieunBaeTCs MHIMBUYallbHOE paBHOMEpHOE ocBenieHne He meHee 300 JItoKc;

- JUIA BBINOJIHEHUS 3alaHusl MPH HEOOXOAMMOCTH TPEAOCTABISETCS YBEIUYMBAIOLICE
YCTPOHCTBO; BO3MOXHO TAK)KE€ HCIIOJIb30BAaHHE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MUCBbMEHHBIE 3aJ]aHus OPOPMIISIOTCS YBEIIMYESHHBIM HIPUPTOM;

- 9K3aMeH M 3a4€T MPOBOJISATCS B YCTHOM ()OpPME MITM BBIMIOJHSAIOTCS B MMCBbMEHHOM (opme
Ha KOMIIBIOTEPE.

I TIIYXUX U cna60cnmmamnx:

- JeKuuu oQOpMIIIOTCS B BHUAE D3JICKTPOHHOTO JOKYMEHTa, JHOO MPEAOCTaBISAETCS
3BYKOYCWJIMBAIOWIAs anmaparypa UHIUBALYAIBHOIO I10J1b30BAHMS;

- INCbMCHHBIC 3a/IaHUs BBITIOJIHAIOTCS HAa KOMIIBIOTCPC B MMMCbMEHHOM (bopMe;

- 9K3aMEH M 3a4éT NPOBOJITCS B IMUCBMEHHOH (QopMe Ha KOMIIBIOTEPE; BO3MOKHO
poBesieHue B (popMe TeCTUPOBAHMUS.

IJIg JIML ¢ HAPYIICHUAMHA OITOPHO-ABUT'ATCIILHOI'O almapara:

- JICKIIUU O(i)OpMJISIIOTCSI B BHUAC DBJICKTPOHHOT'O AOKYMCHTA, AJOCTYIIHOTO C IOMOIIBIO
KOMIIBIOTCPA CO CIICHUAIIN3NUPOBAHHBIM IIPOTrPaMMHBIM 066CH€‘-I€HI/IGM;

- THCHMEHHBIC 3aJ[aHWsI BBIMOJHSIOTCS HAa KOMIBIOTEpE CO CIEeIHATU3UPOBAHHBIM
MIPOrPaMMHEIM 00€CTICUeHUEM;

- 9K3aMeH M 3a4€T MPOBOJISATCS B YCTHOM ()OpPME MITH BBIMOJHSAIOTCS B MUCBMEHHOM (opme
Ha KOMIIBIOTEPE.

[Tpu HEOOXOIMMOCTH MPeTyCMaTPUBACTCS YBEIUYCHNUE BPEMEHH I TOJTOTOBKH OTBETA.

[Iponienypa  mpoBeaeHHS  MPOMEXKYTOUHOM  aTTecTal Uil OOyYaromuxcs
YCTAQHABJIMBACTCSI C Y4YETOM HMX HMHIMBUAYAIBHBIX TCHUXO(U3MYECKHMX OCOOEHHOCTEH.
IIpomexxyTouHas aTTecTalus MOKET IPOBOJAUTHCS B HECKOJIBKO JTAIIOB.
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[Ipu mpoBeneHMH NPOLEAYPHI OLIEHUBAHHS PE3yJIbTATOB OOYYEHHUS IMpeayCMaTpUBACTCS
UCTOJb30BAHUE TEXHUYECKHX CpEACTB, HEOOXOJMMBIX B CBSI3M C HWHAMBHUIYaJIbHBIMH
0COOEHHOCTSIMH O00ydYaroImuxcsa. DTH CPEJICTBAa MOTYT OBITh HPEJOCTAaBIEHBl YHHUBEPCHUTETOM,
WJIA MOTYT MCTIOJIb30BaThCsl COOCTBEHHbIE TEXHUYECKHUE CPECTBA.

[IpoBenenne mpoueaypsl OLEHUBaHHMA  Pe3yJbTaTOB OOY4YEHHs JOIMYCKAeTCs C
UCTOJIb30BAHUEM TUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHHA.

ObecneunBaeTcst AOCTyN K MH(POPMAIMOHHBIM M OuOIMorpaduyeckuM pecypcam B CETH
WuTepHeT Ui Kaxkaoro oOydaromerocss B (opmax, aganTUPOBAHHBIX K OTPAHUYEHUSAM HUX
3JI0POBbSI U BOCIIPUATHUS HH(POPMALTUH:

JUISL CJICTIBIX U CJIA0OBUIAIINX

- B Ie4aTHOU (popMe yBEIMUECHHBIM HIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JJOKYMEHTA;

- B (hopme ayanodaiina.

UL TITYXHUX U CIa00CIbIIAIINX:

- B Ie4aTHOH ¢opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

111 00yYaroIuXcs ¢ HAPYIICHUSIMHU OMOPHO-/IBUTaTEIbHOTO arapara:
- B Ie4aTHOH ¢opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

Y4eOHble ayJUTOPHUH 7Sl BCEX BUAOB KOHTAKTHON M CAaMOCTOSITENILHOW paOOThI, HAyYHAS
OuOIMOTEeKa W MHBIC TIOMEIICHUS N7l O0y4YeHUs] OCHAIICHBI CHEIHAIBLHBIM 00OPYJIOBaHHEM W
y4eOHBIMUA MECTaMH ¢ TEXHHYECKUMU CPEJICTBAMHU O0yUCHUSI:

JUISL CJICTIBIX U CJIA0OBUISIINX
- YCTPOMCTBOM [UIsl cKaHMpoBaHUs 1 uTeHus ¢ kamepoil SARA CE;
- nuctuieeM bpaiina PAC Mate 20;
- npunaTepoM bpaitng EmBraille ViewPlus;

UL TITYXHUX U CIa0OCIIbIIAIINX:

- aBTOMATH3UPOBAHHBIM paboO4YMM MECTOM Ui JIIOJCH C HapylmieHHeM Ccloyxa Hu
¢71a00CIIBIIIAIINX;

- AKyCTUYECKUN YCWINTEIb U KOJIOHKU;
111 00yYaroIuXcs ¢ HAPYLUICHUSIMU OMOPHO-/IBUTaTEIbHOTO arapara:
- IEPEABM)KHBIMU, PETYIUPYEMBIMU 3proHOMHYeCcKUMHU napramu CH-1;

- KOMIIBIOTEPHOU TEXHUKOW CO CHEMaTbHBIM IIPOrPAMMHBIM 00€CIICUEHUEM.
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9. MeTonuueckue MaTepuaJibl

9.1. Ili1aHbl 1a00PATOPHBIX 3aHATHI

MeTtoanyeckue yka3zaHus [0 OpraHU3aluu U TPOBEACHUIO JTA00OPATOPHBIX 3aHIATHH.

Bri6op Tem nabopaTOpHBIX 3aHATHN 00YCIIOBIIEH OOIIMM CO/AEpKaHUEM Kypca U HalleJeH
Ha yriyOJIeHHOE U3yUYeHHE €ro OT/ACIbHBIX Pa3JIeNIoB.

Lenp 3aHATHI — 3aKpelVIEHUE CTYACHTAaMH 3HAHUW TEOPETUYECKOro Kypca H
MPHOOpPETEHUE UMH MTPAKTUYECKUX HABBIKOB JOKYMEHTHUPOBAHUS ACSITEILHOCTA OPTaHHU3AINA U
MPEATPUATHIN.

B cBsi3u ¢ mocTaBneHHOM 11eIbi0 Ta00paTOPHbBIE 3aHATHS Pa30UTHI HAa TPU pasjiena:
PazButue 1oKyMeHTa U CKJIaJbIBaHUE €ro GopMyJsipa.

CocraBienue 1 oopMIIEHHE OpraHU3aLMOHHO-PACTIOPSAIUTEIbHBIX JOKYMEHTOB.
CnoskHble KOMILJIEKCHI JOKYMEHTOB.

B pe3ynbTare BRINOMHEHHS MPAKTHYECKUX 3aHATHH CTYIEHTHI JIOJKHBI 3HATh MOSIBICHUE U
pa3BUTHE TEPMHUHA «IOKYMEHT», B3aUMOCBSA3b MOHATHH «JIOKYMEHT» U «UH(pOopMaus»; GOpMBI
U crnocoObl (hpUKcHpoBaHUS MH(OPMAIMM HAa MaTepUAILHOM HOCHTENE; COCTAaB M Ha3zHAuCHHE
(GyHKUIMH JOKYMEHTa; 3BOJIOLUIO (opMylsipa TEKCTOBOTO JOKYMEHTa B  pasiHuYHbIC
UCTOPUYECKHE TIEPUOJbI, COBPEMEHHBIE TpPEOOBaHUS, MPEAbABISEMbIE K COCTaBJICHUIO H
oopmieHHIO CITy’)KEOHBIX JOKYMEHTOB; YMETh COCTaBISATH U O(OPMISATH OCHOBHBIC BHIBI
OpraHU3aI[MOHHO-PACTIOPSIAUTENLHBIX JOKYMEHTOB.

3aHATUS TPOBOIATCS C y4eTOM TpeOOBaHMM, M3JIOKEHHBIX B 33/JaHUSX M Ha OCHOBE
IIpEAJIaraeMbIX yIIPaBICHYECKUX CUTYALUU.

3aHATHS MOTYT OBITH MPOBEACHBI KaK TPAJAULMOHHBIM CIIOCOOOM, TaK M Ha MEPCOHATHHOM
KOMIIBIOTEPE C MCIIOJIB30BAHUEM COBPEMEHHBIX TEKCTOBBIX PENAKTOPOB U IO CIEUAIBHO
pa3paboTaHHBIM METOJUYECCKUM YKA3aHHSIM.

[TonroroBka K 71a00OpaTOPHBIM 3aHATHAM IPEIyCMAaTPUBAET CAMOCTOSATEIBHYIO DPaboOTy
CTYJIEHTOB I10 U3yUYEHHUIO JICKIIHUOHHOT'0 KypCa, UCTOYHUKOB U JIUTEPATYPhl, PEKOMEHIOBAHHBIX K
Ka)KJIOMY 3aHATHIO.

Ha xaxaoMm 3aHSATHU MPOBOAUTCS ONPOC M KOJUIEKTUBHAs Oecena Mo Teme, pazbsCHIIOTCS
nenu W 3agadn e€ u3yueHus. Pe3ynpTaThl  CaMOCTOSITENIBHO  BBIINOJHEHHBIX —3aJaHui
IperoiaBaTeNb MPOBEpsieT B KOHIIE 3aHATUN. [IpomylieHHbIe 3aHATHS CTYACHTHI OTPaOaThIBAIOT
CaMOCTOSITENILHO B JIa0OPaTOpUH TOKYMEHTOBEJICHHS, B KOTOPOH BEIETCS yUeT OTpabOTOK.

[Tnane! 71a00paTOPHBIX 3aHATUIN

Tema 1: JIokyMeHT ¥ ero (yHKIUU , TOHATHUS TOKYMEHT U HHPOpMaLUs — 8 4acoB.
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Lenb 3aHATHS — aHAIN3 PA3BUTUS NOHATHH «MH(DOPMAIUS» U «IOKYMEHT», OIpeesieHHEe
(GyHKUIMN TOKYMEHTOB.

B pesynbrare BBIIOJHEHUS 3aJaHUM CTYIEHT JOJIKEH:

UMETh NPEACTABICHUE O B3aMMOCBS3U MOHATUN «MHPOPMALUI» U «ITOKYMEHT», Pa3BUTHH
MOHATHUS «JTOKYMEHT», Pa3BUTUU CIOCOOOB JTOKYMEHTHPOBAHHUS U UX CBS3H C MaTepUaTbHBIMH
HOCHUTEIISIMU HH(OpMaIumy;

YMETh OIPEeNIATh PYHKIUU KOHKPETHOTO TOKYMEHTA.
3amaHus Ui CaMOCTOSATENIbHOU pabOTHI.

[Ipoananu3upoBaTh ynorpeOleHHE TOHATHS JOKYMEHT M €ro CHHOHHUMOB IIO
«['enepanpHOMy periamenty» 1720 r., «OOmemy ryOepHCKOMY yupexaeHuto» 1775 r.,
«O06mmemy yupexxaeHuo MUHICTepcTB» 1811 T.

IIpoananusupoBaTh pa3BUTHUE IOHATUS <JOKYMEHT» IIO CIIOBapsM U CIELUaIbHON
auTeparype.

[Ipoananu3upoBaTh pa3BUTHE TEPMHHA «UHPOpMaLus» 1Mo cioBapsM u DenepaabHOMY
3akoHy «O0 nHpopMaIy, THPOPMALMOHHBIX TEXHOJIOTHUAX U O 3aLIUTE HHPOPMALIUN

[Ipoananu3upoBaTh pa3BUTHE TEPMUHA «JIOKYMEHT» 10 TOCYJaPCTBEHHBIM CTaHAAPTaM.
Onpenenuth GyHKINN CIETYIOMIHUX JOKYMEHTOB:
- kyrmyas xkabana Hukutel Koznosa Ha xonoma MBana [1aBnosa 23 mas 1494 rona;

- panopt reHepai-pokypopa Cenata W.IO. TpybGeukoro wummnepatpunie Enuzasete
[lerpoBae o mpuesne B llerepOypr u3 SpocnaBns tearpanbHoil Tpynmbl @.I. Bonkosa 3
depans 1752 roga;

- Jlexper CHK «O mpaBuiax MOAMUCAHUS JEHEXKHBIX Oymar, JOKYMEHTOB, OpIEpOB,
OTHOIIICHUH, CTIPABOK U T.ML.» oT 12 nexabps 1921 r.;

- IlocranoBnenne BIMUK n CHK PCOCP «O mnopsake IOJIb30BaHUSA IEYATIMU C
rocyaapctBeHHbIM repooM PCOCP» ot 15 nexabps 1936 r.;

- mnocradoBinenuss LK KIICC u Cosera wmunucrepcte8 CCCP «O wMepax 1o
COBEPILECHCTBOBAHUIO U yJICIIECBICHUIO anmapaTa yrnpasieHus» ot 13 okraops 1969 r.;

- ©3 “O06 undpopmanuu, UHOOPMAITMOHHBIX TEXHOJIOTHUAX U O 3aIIUTe UH(pOpMAIn .
[TpuBecTH npuMepsl JOKYMEHTOB, BBIOIHSIOUINX CIEAYIONNe GYHKINN:

- yIpaBJIeHYECKas;

- IpaBoOBas;

- colMabHas;

- KyJIbTYpHas;

- HICTOPHYECKOTO UCTOYHHUKA;

- nH(POPMALIMOHHAS;
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- yuera.
YKka3aHus 110 BBIITOJIHEHUIO 3aJaHUH.

1. M3yuuTh 3aKOHOAATEIbHBIE AaKThl M BBINHUCATh BCTPEYAlOIIMECS B HUX CUHOHHUMBI
MOHATHUS «JIOKYMEHT». BBIIBUTH 3Haue€HUE NOHATHH «Ieno», «Oymara», «akT», «IenoBas
Oymaray, «Ciry>KeOHbII JOKYMEHT», 1aTh UX OIpeaesieHUe, €CJIM OHO MPUBEJCHO B HCTOUHUKAX.
[Tpoananu3upoBaTh, B KAKUX CIy4asx yHOTPEOIIETCs KaK0e TOHSITHE.

2. Ilo BeIMMCKaM W3 CIOBapeil U crielUaIbHON JIUTEPATYPbl ONPEACIINTD, KAKUE ACIIEKTHI -
MH(POPMALMOHHBIH, TPAaBOBOH, YIPaBICHYECKHH, HCTOPHUECKHUH - JIETTIH B OCHOBY ONPEACICHHS
MOHATUS «JIOKYMEHT).

3-4. U3 rocyaapctBenHsbix cranaaptoB: [OCT 16487-70 «/lenonpou3BoACTBO U apXUBHOE
neno. Tepmunsl u onpenenenus»; [OCT 16487-83 u 'OCT P 51141-98 «/lenonpousBonctso u
apxuBHoe neno. Tepmuubl u ompeneneHus»; 'OCT P 7.0.8-2013 «Jlenmonpou3BoacTBO U
apxuBHoe neno. Tepmuubl u omnpeneneHus»; 'OCT P MCO 15489-1-2007 VYmpasinenue
nokymentamu.  OO6mume  TpeboBanus;  DepepanpHoro  3akoHa «O0  uHbopMmauw,
MH(POPMALIMOHHBIX TEXHOJIOTUAX M O 3amure uHpopmammm» ot 27 uronga 2006 Nel49-03
BBINUCATh ONpEACICHUS TEPMUHOB «HH(OpManus» U «IOKYMEHT» U YCTAaHOBUTh, KaKHe
acreKThl (HocuTenu HH(popMaIuy, cnocoObl ee PUKCHPOBAHUS, IOPUAMUYECKAs CUjIa JOKYMEHTa
U JIp.) ¥ QyHKIIUH JOKYMEHTA 3aJI0KEHBI B 3THX ONpPECeICHHSIX.

5. Onpenenutb GPyHKIUHN TOKYMEHTa, T.€. €T0 LIeJeBOe Ha3HaueHHE. BBIIBUTH MOATUHHYIO
[eNb CO3JaHMA JOKyMEHTAa U 3aleyaTiieHHs 3akII04eHHOW B HeM HH(OpMaiuw,
[IPOAHATM3UPOBATh POJb JOKYMEHTAa B JaHHOM CUTyallMM JOKyMEHTOOOpa3oBaHHs. Tak Kak
JTOKYMEHT MOIU(YHKIIMOHAJIEH, TIEPBOIl yKa3bIBaeTcsl (PyHKIUS, 3aJJaHHAsl IOKYMEHTY aBTOPOM.
OnHOBPEMEHHO OTMETUTh, KaKHe W3 Ha3BaHHBIX (DYHKIMHA JOKyMEHTa HOCSAT OOLIMiA, a KaKue -
YaCTHBIA Xapakrep.

6. IlpuBecTn mpuMepsl AOKYMEHTOB, OOJaNalOMIMX HAa3BaHHBIMHU (DYHKIHMSIMH, YyKa3aTb
Ha3BaHUE BHUJA, 3aroJIOBOK M JaTy JoKyMeHTa. [lng ¢yHKuuii ydera W NpaBOBOH MOKHO
NIPUBECTH TPUMEPHl COBPEMEHHBIX JIOKYMEHTOB, Ul TOCTOSHHO JEHCTBYIOMIMX (DyHKIHIA
(uH(OPMAITMOHHOH, COLMAIBHON, KYIbTYPHOU, HCTOPHYECKOTO UCTOYHHUKA) IIPUBECTH MPUMEPHI
JOKYMEHTOB Pa3JIMYHBIX HCTOPUYECKUX DIIOX.

KoHTponbHbIE BOIPOCHI:
Kak pa3BuBaivch NOHATHS «MHDOPMAIU U «TOKYMEHT»?

Kakue acmexTsl uenoBeYeCKOM MAEsTENbHOCTH OTPaXeHbl B OINPEIACICHHUSIX TEpMHUHA
«JIOKYMEHT» ?

[lepeuncnure GyHKINN TOKYMEHTA.
Hcrounuku u aureparypa
Hcrounuku:

@enepanbhblii  3akoH PO ot  27.07.2006 1. Nel49-®3 «O6 wuHpopmanuwy,
MH(POPMALIMOHHBIX TEXHOJIOTHUAX u 0 3a11uTe UHPOPMALIUN URL:
http://www.consultant.ru/document/cons_doc LAW_61798/ (nara obpamenus — 20.03.2024).
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@enepanbubiii 3akoH oT 06.04.2011 Ne 63-®3 “O6 snextponHoit moamucu” URL::
http://www.consultant.ru/document/cons_doc LAW_ 112701/ (nata oopamienus — 20.03.2024).

MeToauyeckie PEKOMEHAAIMU 10 pa3pabOTKe HHCTPYKIMIA MO JCIONPOU3BOACTBY B
rOCyJapCTBEHHBIX OpraHax, opraHax MECTHOIO camoyImpasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199. URL: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.(nata o6pamenus — 20.03.2024)

I'OCT P UCO 15489-1-2019 HanuonansHslii ctanzapt Poccuiickont ®enepauuu.
Cuctema crtannapToB 1o uHpopMaIyu, OMOIMOTEYHOMY M H3AaTeNbekoMy neny. Mudopmar3us
U JoKyMeHTauusi. YnpasieHue nokymeHtamu. Yacte 1. Ilonstus m npunuunsl. URL: http://
http://www.consultant.ru/document/cons_doc LAW_329486/ . (nara obpamenus — 20.03.2024)

I'OCT P 7.0.8-2013 /[lenonpou3BOACTBO U apXMBHOE Jey10. TepMUHBI U ONpPEIEICHHUS.-
URL:  http://www.consultant.ru/document/cons_doc_ LAW_163800/.(nata  oOpamienus —
20.03.2024)

JIureparypa:

beikoBa, T. A. JlokyMeHTaIlmOHHOE 00ECIeYeHHEe YIIPaBICHUS (JIEIOMPOU3BOJCTBO) : yueOHOE
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; mox o6ur. pen. T. B. Ky3nerosoii.
— 2-e m3a., mepepad. u gon. — MockBa : UHOPA-M, 2020. — 304 c. — (Beicuee
obOpazoBanme: bakanmaBpmar). - ISBN 978-5-16-004805-5. - Tekcrt : snextponHbi. - URL:
https://znanium.com/catalog/product/1078152 (mara obpamenus: 26.03.2024). — Pexum
JOCTYTIA: 110 TMOATHUCKE.

Paznarounbliil MaTepualt K 3aHIATUSM:

I'enepanbublil persiamMent 1720 .

O6mee rybepHckoe yupexaenne 1775r.

O6mee yupexxaenne Mmuauctepcts 1811r.

COopHUK 3aKOHOAATETBHBIX AKTOB IO JeTonpou3BoacTBy (1917-1970):

Boimucku ¢ ompenenieHUsIMH TOHATUS «JOKYMEHT», «HH(OpManus» u3 cloBapei,
SHUUKIIONEIUN U CIELUAIBbHON JIUTEPATYPBL.

I'OCT 16487-70, TOCT 164867-83, I'OCT P 51141-98, TOCT P 7.0.8-2013
J1enonpou3BOACTBO U ApXUBHOE A€I0. TepMUHBI U ONpEEICHUS;

I'OCT 6.10.1.88 YHUGUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIUU. OCHOBHBIC MOJIOKCHHUS,

9. Meroauueckne PEKOMEHIAINU MO0 Pa3pabOTKe MHCTPYKIMIA 1O JEIONPOU3BOICTBY B
rOCyJapCTBEHHBIX OpraHax, opraHax MECTHOIO camoyIlpasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 URL: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.(nata o6pamenus — 20.03.2024)

I'OCT P HCO 15489-1-2019 HanuonanbHsiii ctannapt Poccuiickoii ®eneparuu.
Cuctema ctannapToB 1o uHpopMaIyu, OMOIMOTEYHOMY M H3AaTeNbekoMy neny. Mudopmarn3us
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U JOoKyMeHTauusi. YnpasieHue nokymeHtamu. Yacth 1. Ilonstus m npunuunsl. URL: http://
http://www.consultant.ru/document/cons_doc LAW_ 329486/ . (nara obpamenus — 20.03.2024)

10.®enepanbhblii 3ak0H «O0 nHbOpMaIMK, THPOPMALTMOHHBIX TEXHOJOTHUAX U O 3allUTe
uHpopmanum» ot 27 urossg 2006 Ne149-03

Tema 2. CriocoObl TOKYMEHTUPOBAHUS U MaTepHalIbHbIE HOCUTEIN UH(pOpMAIMK — § YacoB
Lenpb 3aHATHS — U3YUECHUE PA3IMYHBIX CIIOCOOOB 3ameyaTieHust HH(POPMAIIHH.
B pesynbrare BBIIOJHEHUS 3aJaHUI CTYIEHT JOJIKEH:

3HaTh (YHKIMHM JOKYMEHTa, CHOCOOBI 3amedaTiieHuss HH()OpMaluu, 3Tanbl Pa3BUTHA
TEKCTOBOT'O IOKYMEHTHPOBAHMUS;

3amaHus i CaMOCTOSTEILHOM paOOTHI.

- HMByuutp »dTambl TEKCTOBOIO JOKYMEHTHUPOBAHHS, O3HAKOMHUTBHCS C o0Opasnamu
IIUKTOTPaMM U JIOTOI'PaMM, JaTh UX KPAaTKYIO XapaKTEPUCTUKY.

- O3HaKOMI/ITBCH C 06pa3L[aMI/I TCXHHNYCCKHUX I[OKYMCHTOB n 3aIllucathb HUX COI[Cp)KaHI/Ie
TEKCTOBBIM CHOCOOOM.

YKka3aHus 110 BBIITOJIHEHUIO 3aJaHUH.

1. U3yunTh NMKTOTrpaMMBbl U JIOTOIPaMMBI, IPEACTABICHHBIE B KOJUIEKIMH. [laTh onucanue
1-2 nuxrtorpamm. IIpoBecTn aHain3 3HAKOB JIOrOrpaMM, YYMTHIBas IpPHU 3TOM, YTO 3HAKY
COOTBETCTBYET CJIOBO. 3apHcoBaTh 2-3 o0Opasla W ONpeAeiuTh MPEUMYIIECTBA U HEIOCTATKU
JIOTOTpaMM.

2. N3yunth 1-2 yeprexa U TEKCTOBBIM CIIOCOOOM 3alUCcaTh UX COJEpKAHUE.
KoHTponbHbIE BONPOCH! :

KaxoBbl 3Tamnsl pa3BUTHSI TEKCTOBOTO 10KYMEHTHUPOBaHUS ?

KaxoBbl crioco0bl 3anevarneHus nHpopmaiu ?

Kakue ciocoObl JOKyMEHTUPOBaHHS MOSIBUIIUCH B 19 Beke?

JIureparypa:

beikoBa, T. A. JlokyMeHTaIlMOHHOE 00ECIeYeHHE YIIPaBICHUS (JIEIOMPOU3BOJCTBO) : yueOHOE
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nmox obur. pen. T. B. Ky3nerosoii.
— 2-e m3a., mepepab. u gon. — MockBa : UHOPA-M, 2020. — 304 c. — (Beicuee
obOpazoBanme: bakanmaBpmar). - ISBN 978-5-16-004805-5. - Tekcrt : snextponHbi. - URL:
https://znanium.com/catalog/product/1078152 (mara obpamenus: 26.03.2024). — Pexum
JOCTYTIA: 110 TOATHUCKE.

Paznarounbliil MaTepualt K 3aHITHSM:

Komnekuus nukrorpamm, Jiororpamm 1 10KyMmeHToB XI-XX BB.
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Ha6op muiakartos.

Craiipl IO UICTOPUU PA3BUTHS CIIOCOOOB JTOKYMEHTHUPOBAHMUS.

Tema 3. @opmMyIsip JOKyMEHTa U €ro cocTaBHble yacTu. VcTopus pazButus Gopmymsipa
nokymeHnTa — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 32 vaca

®opmysp nokyMenra XVI - XVII BB. —

Llenb 3aHATUS — BBISBICHUE 3aKOHOMEPHOCTEH CKIIAQABIBAHHS M pa3BUTHS (popmylisipa
TEKCTOBOTO ciyx)eOHoro qokymenta X VI-XVII Ba.

B pesynbrare BBIIOJHEHUS 3aJaHUI CTYIEHT JOJIKEH:

UMETh MPEJICTABICHHE O CKIAAbIBAHUM U PAa3BUTUHU (OPMYJIsipa TEKCTOBOTO JIOKyMEHTA B
IIPUKA3HOM JI€JIONPOU3BOJICTBE;

3HaTh BHIBI AOKyMeHTOB XVI-XVII BB., coctaB ¢opmyisipa; Ha3BaHHUS PEKBH3HTOB H
MOPSI0K X 0hopMIIeHHUS;

YMETh OIUCHIBaTh KOHKpeTHbIE NoKyMeHThI X VI-XVII BB., cocTaBiisis X GOpMyJIspHI.
3amaHus Uil CaMOCTOSATENIbHONU paOOTHI.
1. U3yuuth BUBI U Pa3HOBUAHOCTH IOKYMEHTOB :

1.1 Ilo kpaTkoMy ciOBapi0 BUJOB U Pa3HOBUIHOCTEH JOKYMEHTOB BBINHCATH BUJIbI
JIOKYMEHTOB;

1.2 TTo KOMIEKIUH BBISIBUTH BUABI JOKYMEHTOB, OOBSICHUB METOJ OINpPEICICHHs KaXI0TO
BHJIA.

2. BoIsBUTH U omHcaTh 0COOCHHOCTH 0003HAUEHUS aBTOpA JIOKYMEHTA, YKa3aB :

- CITy>KeOHBIN WM JTMYHBIA JOKYMEHT;

- KOJJIEKTUBHBIM WJIM MHIUBUTyaJIbHBINA aBTOD;

- popmy 0003HaYCHHS AaBTOPCTBA, MECTO €r0 PACIIONOKEHHS B POPMYIISipe TOKYMEHTA;
- 0COOCHHOCTH OIPE/ICIICHUS aBTOPA.

3. [Ipoananu3upoBaTh COCTAB U CIIOCOOBI 0003HAUCHUS PEKBU3HTA «aJIpecar :

- BBIMKCATh MPUMEPHI aIPECOBAHUS IOKYMEHTOB;

- W3y4YUTh COCTaB, CIIOCOO HANMCAaHUS aJpPecaToB JOKYMEHTOB, IIOCBUIAEMBIX U3
HIDKECTOAIIETO YUYPEXKICHUS B BBIIIECTOSIIEE, JOKYMEHTOB, KOTOPHIMH OOMEHHBAJIHCH
PABHOCTOSIIME YUPEKACHUSA, U JTOKYMEHTOB, HAIPABIIAEMbIX U3 BBIMIECTOALIUX YUYPEKICHUN B
HIDKECTOSIIIUE.

4. 3y4nTh cr10COOBI TaTUPOBKH JTOKYMEHTA :
a) OIPEJENINUTD JaThl U3y4aeMbIX JOKYMEHTOB;

0) yCTaHOBUTH NMPHU3HAKH JTATHPYIOLIETO XapaKTepa;
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B) MEPEBECTH YCTAaHOBJIEHHBIE JAThI C 3pbl «OT COTBOPEHUS MHpa» Ha 3py «OT POXKIECTBA
XpHUCTOBay, C FOJIMAHCKOIO KAJICHapsl Ha TPUTOPUAHCKUH.

5. I/I3y‘-II/ITI: COCTaB YAOCTOBCPCHUA ANOKYMCHTA : OHNPCACINTL HAJINYUC, COCTaB, MCCTO
PaCIIOJIOKCHHUA MMOAIIUCHU U CKPCIIbI.

6. OnucaTh XapakTep OTMETOK Ha J0KyMeHTax. OnpeaennTs UX Ha3HauUCHHE.

7. Omnpenenuts TPAAUIMOHHO-CIOKHBIIYIOCS CTPYKTYpY TEKCTa W OCOOCHHOCTH
U3JI0KEHHUS COJCPKAHUS OTJCIBHBIX BUJOB JOKYMEHTOB (4eIOOUTHAS, TPAaMOTa, OTIIUCKA).

YKka3aHus 110 BBITOJHEHUIO 3aJaHWil:

3ananus Ne 1-6 MOKHO BBITIOJHATH C TIOMOIIIBIO TAOIHIIBI CIEAYIOMEH (OPMBI:

Bun ABT Anpeca ara CocTtaB OT1MeTK
JIOKyMEHTA op T yA0CTOBEPEHUS a Ha
JIOKyMEHTE

1. Boimucars Ha3BaHUS BUAOB JOKYMEHTOB, OOpaTHB BHHUMAaHUE Ha KOJUYECTBO BHIOB H
pazHoBuaHocred B XVI-XVII BB.

Bunbl 1OKyMEHTOB Clie[lyeT BBIMHCHIBATH MO CIEAYIOIIUM TPYIIaM: PaclopsAUTEIbHBIC
JOKYMEHTHI (HampuMep, yKasbl, TpPaMOThI, HAKa3HbIE, MAMSTH), MEPENUcKa (MaMsTH, OTIHCKH,
YeJIIOOUTHBIC H T.II.).

Buapel 1OKYyMEHTOB HM3y4YUTh TaKXe IO KOJUIEKIIMM KONHM JOKYMEHTOB. Tak Kak
OOJBIIMHCTBO TOKYMEHTOB HE UMEET BBIJCIIEHHOTO 0003HAYEHUS BHJIA WIIM Pa3HOBUIHOCTHU, TO
HaJ0 UX OMNPEIEIUTh CAMOCTOSITEJIbHO M OMNHCaTh METOAbl OIpeAesieHHus (aHaliu3 TEeKCTa,
crierQuKa U3JI0KEHUS COIACPIKAHUS WU CIIOKHUBIIASICS UEPAPXHSI TOKYMEHTOB).

2. Ilo xomnexkumu XVI - XVI BB. BHUMArenpbHO MNPOYUTATH COACPKAHUE KAKIOTO
JOKYMEHTa M yKa3aTh aBTOpa - CO3JaTelsl TOKyMEHTa (Y4pexJAeHHUEe) U MOAPOOHO OOBSICHHUTD,
KaKuM 00pa30M yCTaHOBJICH JAHHBIN aBTOP.

3. BHuMaTenpHO MNPOYMTATH JOKYMEHTHI MPEUIOKEHHOW KOJJIEKUMH M CTOJNONAa H
OIPENICIUTh MECTO pPAaCIIOJIOKEHUsS aJpecaTa, €ro coctaB M (opMy, BBINHCATh HECKOJIBKO
IIPUMEPOB.

Jlnst aHanmu3a JOKYMEHTOB, KOTOPHIMH OOMEHMBAJIHMCH YUPEKICHHUS, CICAYET B3ATh TaKHe
BUIBl KaK YKa3, TIpaMoTa, 4YeloOWTHas, oTmnucka. llpocnenauTs W BhIMKHCATh MPUMEPHI
oopmieHnss B HUX ajpecaTa M IO COJACPKAHUIO ONPEACTUTh KOHKPETHbBIC YUPEKICHHS,
KOTOPBIM aJ{pECOBAHbI JOKYMEHTHI.

4. YcTaHOBUTH JaTy CO3JaHUs JOKYMEHTa - TOYHYIO, MPUOJIMKECHHYIO, BEPOSTHYIO C
NOJPOOHBIM OOBSICHEHHEM JAaTHPYIOIIETo MpU3HaKa (ColIepKaHue JOKYMEHTa, BpeMs JIeHCTBHA
UCTOPUYECKHUX JIUI] U T.1.). YCTAaHOBJIEHHYIO IO 3P€ «OT COTBOPEHUS MuUpa» (Hampumep, 7168,
Korja rnepBas nugpa omyckanack - 168) naty nepeBectu Ha 3py «OT poxkIecTBa XpHcToBay. J{ns
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sToro ot mudpsl 7168 BeruecTs nudpy 5508 wnu 5507 (mns coOBITHIT MApPTOBCKOTO CTHIISI) U
5508 unu 5509 (nst cobbiTuii cenTsaopbckoro ctuis). K nHio mecsuna cienayet npubaBuTh nudpy
JeCATh, YTOOBI OJTYYHUTH ATy MO HOBOMY CTHIIIO.

5. CocraB yJOCTOBEpEeHHs AOKyMEHTa HayaThb H3ydaThb CO CTOJIOIA, IO KOTOPOMY
OIIPEAEIUTh MECTO MOANUCHU (KIIPUIIUCU») U XapaKTep ee HanucaHud. 110 KoIIeKuuu BbIICHUTD
COCTAaB CIIYKWJIBIX JIFOACH, IMOAIUCHIBAIOIIUX U CKPEIUISIOIIUX TOKYMEHTHI.

6. BeimucaTh Bce OTMETKH Ha AOKYMCHTAax, OTMCTHUB MCCTO UX HANIMCaHHA, UX HA3HAUCHUC
" UCTIOJIb30BAHUC JIA YTOYHCHUS XAPAKTCPUCTUKH JOKYMCHTA.

7. 1IpoaHamu3upoBaTb HECKOIBKO BHUAOB JOKYMEHTOB, YCTAHOBHUTb, HUMEETCA JIH
XapakTepHas I KaXIOoro BUJa CTPYKTypa TEKCTA, KAKMMHU YCTOMYUBBIMU CIOBOCOYETAHUSMHU
OTJINYAETCS OJMH BUJ OT APYIOro.

I[HSI aHaJIn3a MOXHO B3ATb TAKUC BHUJAbI JOKYMCHTOB KaK YKa3, MaMAThb, I-IG.HO6I/ITH21$I,
OTIIHMCKAa.

Marepuainsl aHau3a Jy4Ille IpeACcTaBUTh B TAOIUYHOM (hopme :

Bun Bsenenu OcHOBHAas 4acThb 3akiroueH
JIOKyMEHTA e ne

KoHTpobHbIE BOIPOCHI:

1. Yem onpezensiiack CTPYKTypa TEKCTa 1 HAMMEHOBAaHUE BUJIA IOKYMEHTa ?
2. KakoBbI 0COOEHHOCTH BHEUIHETO O(POPMIICHHS JOKYMEHTa ?

3. Kakue npu3Haky NoMoraroT OlpeAeInuTh aBTOPCTBO JOKYMEHTA ?

4. Kak ompenenuth BpeMsi cOCTaBieHHsS JokyMeHTa ? OcobeHHOCTH 0003HAYCHHS JaThl
noxkymenTta XVI - XVII BB. ?

5. Kak ynocToBepsuinich 1OKYMEHTHI ?

Hcrounuku u aureparypa

Hcrounuku:

Kpatkuii cinoBapb BUIOB ¥ pa3HOBUJHOCTEN JOKYMEHTOB.-M.,1974.
JIureparypa:

beikoBa, T. A. JlokyMeHTaIlMOHHOE 0OECIeYeHHE YIIPAaBJICHUS (IIEIOMPOU3BOJCTBO) : yueOHOE
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; mox o6ur. pen. T. B. Ky3nerosoii.
— 2-e m3a., mepepad. u gon. — MockBa : UHOPA-M, 2020. — 304 c. — (Beicuee
obOpazoBanme: bakanmaBpmar). - ISBN 978-5-16-004805-5. - Tekcrt : snextponHbi. - URL:
https://znanium.com/catalog/product/1078152 (mara obpamenus: 26.03.2024). — Pexum
JOCTYyTIA: 110 TOATHUCKE.
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Paznarounblil MaTepualt K 3aHITUSM:

1. Cron6en XVII B.

2. Komnekuuu konuii nokymenToB XVI-XVII BB.

3. KpaTkuii ciioBapb BUI0B M pa3HOBUJHOCTEN JOKYMEHTOB.
®opmymsap nokymenra X VIII B. —

Lenp 3aHATHS — H3Y4YCHHE PAa3BUTHA M OCOOCHHOCTEH (HOPMYISPOB CIIy)KEOHBIX
nokymeHToB X VIII B.

B pesynbrare BBIIOJHEHUS 3aJaHUI CTYIEHT JOJIKEH:

HMMETh IIPEACTABICHUE O 3aKOHOJATEIbHOM PETYIMPOBAHUM IIPOLEcCa JOKYMEHTUPOBAHMS
u pazButuu Gopmyisipa nokymenra X VIII B;

3HaThb 3aKOHOJATEIBHBIC AKTHI, PErVIAMEHTUPYIOLIHUE IIOCTAaHOBKY JCIIONPOU3BOACTBA B
XVIII B, BUIBI JOKYMEHTOB, COCTaB (GOpMyJIsipa TOKyMEHTa, paBuiIa 0pOPMIICHHUS PEKBU3UTOB;

YMETh OIUCHIBaTh KOHKpeTHbIE NoKyMeHThI X VIII B., cocTaBisist ux GpopMyIisipsl.
3amaHus Ui CaMOCTOSATENIbHOW PabOTHI:

1. U3y4uuth BUJbI U PAa3HOBUIHOCTH JOKYMEHTOB:

- BBIIMCATh BUJbI JOKYMEHTOB, YCTAHOBIICHHBIC | €HEepabHBIM PErJIAMEHTOM

- 3 «Kparkoro crmoBapss BUIOB M Pa3HOBUJIHOCTEH JOKYMEHTOB» BBIIUCATh BUJIbI
nokymeHToB X VIII B.

- U3 JCJI MCCTHBIX yqpemneHHﬁ BBIIIACATh BCC BUJAbI JOKYMCHTOB U OTMCTUTh U3MCHCHHS B
TCXHUKC NOKYMCHTHPOBAHUAA.

2. Ha mpumepe DOKYMEHTOB MECTHBIX YUPEXKIECHUN NPOaHAIU3UPOBATh CIIOKHUBILNECS
IIpaBUJIa HAIIMCAHUS aBTOPA, BBISIBUB:

a) 0coOeHHOCTH 0(OPMIICHUS aBTOPA CIIY>KEOHBIX M IMUHBIX IOKYMEHTOB
0) 3aBUCUMOCTH 0003HaUEHUS PEKBU3UTA «aBTOP» OT 0003HAYECHUS aJipecara JOKyMEHTa.
3. Ilpoananu3upoBaTh 0003HAYCHHS PEKBU3UTA «aJIpecaT:

a) BeINMCcaTh U3 ['eHepanbHOIrO periaMeHTa ONMCAHWE CHUCTEMbl MMCHbMEHHBIX CHOLIEHUI
3BEHBEB allllapaTa yIpaBJICHUs

0) Mo JOKYMEHTaM MECTHBIX YUYPEKICHHUH OMUCaTh MOPSIOK OPOPMIICHHS PEKBU3UTA
«ampecar», OTMETUTh OTJIMYUTEIbHBIE OCOOCHHOCTH TOPSIKA aapecOBaHUS JTOKYMEHTOB II0
cpaBHeHUIO ¢ XVI-XVII BB.

4. Onucatp NOPSAAOK IaTUPOBAaHUS AOKYMEHTOB. [laThb mpumepbl BceX BHMJIOB JaT C
[IEPEBOJOM UX HA TPUTOPUAHCKUM KaJICHAAPb.

5. 3yuuTh cOoCTaB y10CTOBEPEHUS JOKYMEHTOB:

- BBIIIUCATh U3 FeHepanLHoro periraMCHTa IpaBuiia yaoCTOBCPCHUA JOKYMCHTOB
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- OIKACATh COCTAaB MOAMMUCH O JOKYMEHTAaM MECTHBIX YUPEKICHUN.

6. Onucarb BUABI OTMETOK Ha JOKYMEHTAX.

7. I3y4uTh NPUHUMUIIBI OPraHU3alUKA TEKCTa HECKOJIBKUX BUJOB JOKYMEHTOB.
8. CoctaBUTh (HOPMYISPHI IBYX JOKYMEHTOB.

VYKa3aHUS 10 BBIIIOJIHECHUIO 3aJaHuU

1. BpisBUTH BHUABI JOKYMEHTOB, YCTaHABJIMBaeMble [ e€HEpalbHBIM PETIaMEHTOM,
nonoaHUTh uX Buaamu nokyMeHToB XVIII B., mpuBenénusimu B «Kpatkom crmoBape BUAOB U
Pa3HOBHIHOCTEN JOKYMEHTOBY» U BBINIUCATH UX omnpeaeneHus u3 CroBapsi.

N3yunTh NOKYMEHTBI JE€JI MECTHBIX YYPEKICHUM, BBINKMCHIBAS HAMMEHOBAHUS BUIOB U
oOparas BHUMaHHE Ha TEXHUKY TOKYMEHTHPOBAHUS, BOJSHBIC 3HAKH, TepOOBYIO Oymary.

2. 3amanus Ne 2-6 MOKHO BBITIOJHATH C TIOMOIIBIO TAOIHIIBI CIIEAYOIIeH (hOPMBI:

Bun AB Anp pil| Tekcr: CocTtaB OT1MeTK
JOKYMEHTa: |TOp: ecar: ara: (xp. comep.) YAOCTOBEpPEHHUS (A Ha
JIOKyMEHTE

OOparuTe BHUMaHUE HAa MECTO PACIIOJIOKEHHUS] PEKBU3UTA «aBTOP»U OMMCATh MPaBUIIA €TO
oopmieHHsI B 3aBUCIMOCTH OT PEKBU3UTA «aJipecaTy.

3. U3yuuts no ['eHepanbHOMY perjiaMeHTy U JOKyMEHTaM MECTHBIX yUpEKIECHUI IpaBuia
oopMiIeHHsT peKBU3HUTA «aapecaT». Brimucars npaBuia U IpUMEphI aIpECOBAHUS.

4. HpO&HEUIH?;HpOB&TB BCC UMCIOMIUCCA NAaThbl B JOKYMCHTC U ONPCACINTDL UX HA3HAYCHHC,
BBIITUCATh IIPUMCPLBI U OITUCATh MECTO PACIIOJIOKCHHUA Ka)K,ZLOI\/'I JaTHhl.

5. M3yuuth npaBuia yJOCTOBEPEHUS TOKYMEHTOB 110 I'€eHepallbHOMY perjaMeHTy. 3aTeM
MPOaHATU3UPOBATh OPOPMIICHHE IOJIHICH B TOKyMEHTaX, BUJIbI II€YaTeH.

6. Beinucatb Bce OTMETKY Ha JOKYMEHTax, yKa3aB, Kakue U3 HuX nosisuinch B X VIII B.

7. llo I'eHepanpHOMY perjgaMeHTy Ha IIpUMepe IIPaBWII COCTaBIEHUs IIPOTOKOJIA
OTIpeIeTTUTh TpeOoBaHwMsl, MpeabsBisieMble K TeKCTy (1. VI, XXX). BHuMareapHO yuTast TEKCTHI
HECKOJIBKMX JTOKYMEHTOB, OIMCAaThb UX CTPYKTYpY, IIPOCIEKHUBAs €€ U3MEHEHUE B Pa3IMYHBIX
BUJAX; NPUBECTH TPUMEpPHl BHIOB TpadapeTHbIX TOKYMEHTOB, OTMEYas KaKUM IIyTeM
MIPOBOJIMIIACH TpadapeTH3aus.

8. Onucarb TOKYMEHTHI O CIAEAYIONIEH cxeme:
- BUJ (pa3HOBHUIHOCTB)

- aBTOp

- azpecar

- TCKCT
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- Jata
- COCTaB YJJOCTOBEPEHHUS

- OJIMHHOCTH (KOTIMMHOCTB)

KoHTponbHbIE BOIPOCHI

1. HazoBure ocobennoctu popmer qokymenta X VIII B. ?

2. Kakue TtpeOoBaHMS MpEenbBISAIOTCS K 0(GOpMIIEHHIO TpoTOoKoja mo ['eHepambHOMY
peranameHTy?

3. B ueM nposiBUsIaCh TEHACHIUS K YHU(PHUKAIIMUA JOKYMEHTOB ?

4. Onumure CUCTEMY IHCHMEHHBIX CHOIIECHUH 3BEHBEB ammapara YIpaBJICHUS 110
I'enepanbHOMY pernameHTy ?

Hcrounuku u aureparypa

beikoBa, T. A. JlokyMeHTaIlMOHHOE OOECIeYeHHE YIIPaBICHUS (JIEIOMPOU3BOJCTBO) : yueOHOE
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nmox o6ur. pen. T. B. Ky3nerosoii.
— 2-e m3a., mepepad. u gon. — MockBa : UHOPA-M, 2020. — 304 c. — (Beicuee
obOpazoBanme: bakanmaBpmar). - ISBN 978-5-16-004805-5. - Tekcrt : snextponHbi. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JOCTYTIA: 110 TOATHUCKE.

Paznarounbiii Matepuall K 3aHATUAM

1. I'enepanbublil persaMest 1720.

2. JIoKyMEHTHI (fe51a) MECTHBIX yupekIeHuil 18B.

3. KpaTkuii ciioBapb BUI0B M pa3HOBUJHOCTEN JOKYMEHTOB.
®opmyisip nokymenra XIX Beka —

Lenp 3aHATHS — H3y4YCHHE PAa3BUTHA M OCOOCHHOCTEH (HOPMYISPOB CIIy)KEOHBIX
nokyMeHToB XIX B.

B pesynbrare BBIIIOJHEHUS 3aJaHUM CTYIEHT JOJIKEH:

UMETh  IPEACTAaBJICHHE O  perlaMeHTaluu  Ipolecca  JOKYMEHTUPOBAHUS B
3aKOHOJATENbHBIX akTax XIX B., pa3Butuu ¢opMmyisipa JOKYMEHTA, TEHICHLUAX
TpadapeTnzanuu 10KyMEHTOB;

3HaTh BUJBI JOKyMeHTOB XIX - B., 0COOEHHOCTH MX O(QOPMIICHHS, COCTaB (GOpMyIspa,
NosBICHHE OJIaHKOB M WX BHUIBI, TOSBJICHHE OTMETOK Ha JOKYMEHTaX, OTPAKAIOUMX HUX
IBIKEHHUE B YUPEKACHUHU U PadOTy C HUMHU.

YMETh aHAJM3UPOBATh KOHKPETHBIE JOKyMEHTHI XIX B.; cCOCTaBIss MX (POPMYIISIPHIL.
3amaHus Ui CaMOCTOSATENIbHONW PabOTHI

1. U3y4uuth BUIIbI U PAa3HOBUIHOCTH JOKYMEHTOB.
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2. BoisiBUTH 0COOEHHOCTH 0(OPMIICHUS] PEKBH3HUTA «aBTOP», OMUCATh COCTAB OJIaHKA U €T0
BUJIBI.

3. 3y4uTh TEKCT JOKYMEHTA.
4. OnucaTp NOPSAAOK apPECOBAHUS JOKYMEHTA.

5. Bommmcath AaThl cOCTaBiieHUs, OOpaOOTKM, MOAMHMCAHUS W Jp., yKa3aTb MECTO HX
PaCIIOJIOKEHUS.

6. [Ipoananu3upoBaTh XapakTep yA0CTOBEPEHUS JOKYMEHTA.
7. Ommcath BUABI OTMETOK.

8. CoctaBuTh HOPMYIISAPHI 2-X JOKYMEHTOB.

YKa3aHUS 10 BBIIIOJIHECHUIO 3aJaHuU

1. HauuHath paboTy cieqyeT ¢ pacCMOTPEHHUs JIel yupexaeHus. BhIIBUTH U BBIIUCATDH
Ha3BaHUs BUJIOB JOKYMEHTOB:

- U3/1aBa€MbI€ BBILIECTOAINMU OpPraHAMU;

- IOCBUIAEMBIE PABHBIM YUPEKICHUSIM;

- IPEACTABIISIEMBIE B BBILIECTOSLLINE YUPEKICHUS,
- 0(OpMIISTIONINE BHYTPEHHIOIO ICITEIHHOCTb.

N3 «Kpartkoro cioBapsi BUIOB U pa3HOBUAHOCTEN JOKYMEHTOB)» BBIIIUCATh ONPEACIICHUS
BBISIBJICHHBIX BUJI0OB T0KYMEHTOB XIX B.

2. Onucath OopsAI0K OhOpMIIEHUST PEKBU3HUTA «aBTOP» B PA3IMYHBIX BHIAX TOKYMEHTOB,
BBINIMCATh HECKOJBKO THUIIOB OJIAHKOBBIX HAIMKHCEH U OMpeAeNuTh UX coctaB. [lo KomIuiekcy
JOKYMEHTOB TIPOCIICIUTh, Kakue BHUIBl JOKYMEHTOB THINYTCS Ha OJlaHKaX, Kakwe 0e3
0003HaueHNs OJIAHKOBBIX HAJIIIUCEHN.

3. Ilpoananu3npoBaTh HECKOJIBKO BUJOB JOKYMEHTOB, YKa3aB CTPYKTypY TEKCTa, BHIIKCAB
IIPUMEpPBl TNPUMEHEHUS «KAHLEIAPU3MOB». OTMETHTb, HACKOJIBKO YCWJIMJIACh TEHIACHUUSA
Tpadapernzanuu (BbIMHUCATh MPUMEPHI TPadapeTHBIX U TUIIOBBIX TEKCTOB).

4. llpm omnMcaHUM TOPSJIKA aJpEecOBaHMS YCTAaHOBUTH 3aBUCHUMOCTh O(QOPMIICHHS
pPEKBHM3UTA «aapecaT» OT HepapXxuu yupexiaeHuil. I[lpuBecTm npuMepsl aapecoBaHUs B
BBIIIECTOSIIIINE, PABHBIE U HUKECTOSLIEE YUPEKICHNUS.

5. Beimmucats mpuMepsl JaTUPOBKU U IIEPEBECTU 1aThl HAa HOBbIM cTUib. B XIX B. pasHuna
MeXay CTHIsAMU paBHsuiach 12, B XX B. — 13 nHsAM.

6. Brimucarn MMPUMCPLBI MOANIMCAaHUA JOKYMCHTA B MHCTAHIUAX pa3H0171 INOAYMHCHHOCTH U
OIIMCaTh COCTaB IMOAIIMCH.

7. Bpiucats OTMETKHM Ha JOKYMEHTAX U yKa3aTh UX HA3HAYEHUE, MECTO MTPOCTABIICHUS.
8. ®opMyIsIpbl JOKYMEHTOB COCTaBUTH MO CXEME, IPEIJIOKEHHON B TPETHEM 3aHITHH.

KoHTpobHbIE BOIPOCHI:
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1. B ueM nposiBHIIaCh TEHACHIUS K YHUPHUKAIMH (POPMBI U TEKCTa TOKyMeHTa ?
2. Yto Takoe TpadapeTHbI U TUIIOBOI TEKCTHI ?

3. HazoBute coctaB 0j1aHKa JOKYMEHTA ?

4. Yem onpenensics XxapakTep agpecoBaHus JOKyMeHTa ?

Hcrounuku u aureparypa

Hcrounuku:

beikoBa, T. A. JlokyMeHTaIlMOHHOE 00ECIeYCHHE YIIPABJICHUS (IIEIOMPOU3BOJCTBO) : yueOHOE
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; mox obur. pen. T. B. Ky3nerosoii.
— 2-e wu3n., nepepad. u gon. — MockBa : UHOPA-M, 2020. — 304 c. — (Bsicuiee
obOpazoBanme: bakanmaBpmar). - ISBN 978-5-16-004805-5. - Tekcrt : snextponHbi. - URL:
https://znanium.com/catalog/product/1078152 (mara obpamenus: 26.03.2024). — Pexum
J0CTyMa: 10 MOJIHICKE.

Paznarounbiii Matepuall K 3aHATUAM
1. Mena yupexxaenuit 19 B.

2. Kpatkuii cioBapp BUAOB U Pa3HOBUIHOCTENW JOKYMEHTOB.

Tabmuma

Amnanuz opopmieHus pekBU3UTOB J0KyMeHTOB B X VI- XIX BB.

HaunmenoBaHue TOKyMEHTOB Ocobennoctu 0(hoOpMIICHHUS! PEKBU3HTA

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

Bun noxkymenra

ABTOp

Anpecat

TexkcT:
BBEICHUE
OCHOBHAs 4acCTh
3aKJIIOUCHHE

JlaThl
COCTaBJICHUS

MOJTy4YCHUA
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perucrpauuu
CocraB y10ocTOBEpEHUS

OTMeTKHN Ha TOKYMEHTE

@opMyisp fokyMeHTa XX BeKa. —

Lenp 3aHATHS — H3Y4YCHHE PAa3BUTHA M OCOOCHHOCTEH (HOPMYISPOB CIIy)KEOHBIX
TOKYMEHTOB XX B.

B pesynbrare BBIIIOJHEHUS 3aJaHUM CTYIEHT JOJIKEH:

UMETh  NpPEACTAaBICHHE O  pErJIaMeHTAalluu  [polecca  JOKYMEHTHPOBAaHUS B
3aKOHOJATENbHBIX akTax XX B., pPa3BUTHH (opMyisipa JOKYMEHTa, TEHICHLUAX
TpadapeTnzanuu T0KyMEHTOB;

3HaTh BUJBI JOKYMEHTOB XX - B., 0COOGHHOCTH MX O(OpPMIIEHHs, COCTaB (GopMyIsipa,
NosBIICHHE OJIAaHKOB M WX BHUIBI, TOSBJICHHE OTMETOK Ha JOKYMEHTaX, OTPAKAIOUMX HUX
IBIKEHHUE B YUPEKACHUHU U PadOTy C HUMH.

YMETh aHAJU3UPOBATh KOHKPETHBIE JOKYMEHTHI XX B.; COCTABIISIA UX (HOPMYIISApPHI.
3amaHus Ui CaMOCTOSATENIbHONM PabOThI
1. U3yuuth BUIbI U PAa3HOBUIHOCTH JOKYMEHTOB.

2. BoisiBUTH 0COOEHHOCTH 0(OPMIICHUS] PEKBH3HUTA «aBTOP», OMUCATh COCTAB OJIaHKA U €T0
BUJIBL.

3. 3y4uTh TEKCT JOKYMEHTA.
4. OnucaTp NOPSAOK aJpPECOBAHUS JOKYMEHTA.

5. Beimucate JaThl COCTaBJICHHS, OOpaOOTKH, MOMMUCAHUS U JNp., YKa3aTh MECTO HX
PacCIOIOKEHUS.

6. I[Ipoananu3upoBaTh XapakTep yAOCTOBEPEHUS JOKYMEHTA.
7. OnucaTh BUABI OTMETOK.

8. CoctaBuTh HOPMYIISAPHI 2-X JOKYMEHTOB.

Hcrounuku u aureparypa

beikoBa, T. A. JlokyMeHTaIlMOHHOE 00ECIeYeHHE YIIPaBICHUS (JIEIOMPOU3BOJCTBO) : yueOHOE
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nmox obur. pen. T. B. Ky3nerosoii.
— 2-e m3a., mepepab. u gon. — MockBa : UHOPA-M, 2020. — 304 c. — (Beicuee
obOpazoBanme: bakanmaBpmar). - ISBN 978-5-16-004805-5. - Tekcrt : snextponHbi. - URL:
https://znanium.com/catalog/product/1078152 (mara obpamenus: 26.03.2024). — Pexum
JOCTYyTIA: 110 TOATHUCKE.

Paznarounbiii Matepuall K 3aHATUAM

1. dena yupexxaenuit 20 B.
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2. Kpatkuii cioBapp BUAOB U Pa3HOBUIHOCTEN JOKYMEHTOB.

3. COOpHUK 3aKOHOJATENBHBIX aKTOB MO Jenonpou3BoicTBy (1917-1970rr.) — VYueo.
nocobue nox pexn. A.3. Jlusmuna. — M. MITMAU, 1973. — 157 C.

Tema 4. @opMynsap COBPEMEHHOTO YNPaBJIEHYECKOTO AOKYMEHTA: MpaBHia OPOPMICHHS
pEKBU3UTOB— 12 yacoB

Lenb 3aHATUS — W3y4YEHUE COBPEMEHHBIX TPeOOBaHMU TOCYJApCTBEHHBIX CTaHIAPTOB H
HOPMAaTHUBHO-METOJJMUECKUX aKTOB K O(OPMIICHHUIO CITYKEOHBIX TOKYMEHTOB.

B pesynbrare BBIIOJIHEHUS 3aJaHUI CTYIEHT JOJIKEH:

WMETh IPEACTABICHUE O TEHACHUMSIX Pa3BUTUS JOKYMEHTAa M NPUHLHUIIAX I[TOCTPOEHHUS
bopMyIspa-o06pasia opraHu3aluOHHO-PACIIOPTUTEIBHBIX JJOKYMEHTOB;

3HaTh COCTaB PEKBM3MTOB M TPeOOBaHMS TOCYNApPCTBEHHOI'O CTaHIApTa K O(POPMIICHHIO
JOKYMEHTA.

3HAaTh COCTaB PEKBHU3UTOB WM TpeOoBaHus [IpaBun nemonpousBoAcTBa B (emepanbHBIX
OpraHax MCIOJHUTEIbHOW BJIACTH U MeETOOUYEeCKuX PEKOMEHIALUUM K COCTaBJICHUIO
JIOKYMEHTOB.

YMETh TMPOEKTHUPOBATh OJIAHKM JOKYMEHTOB YUYPEXJECHUH M HMMETh HaBBIKM palbOTHI C
TrOCYJapCTBEHHBIMU CTAHAAPTaMU M METOJMYECKMMH YKa3aHHUAMHM II0 HUX BHEAPEHUIO H
IIPUMEHEHHUIO.

3amaHus Ui CaMOCTOSATENIbHONW PabOTHI

N3yunTh KOMIUIEKT HOPMAaTUBHO-METOJMYECKUX JOKYMEHTOB M0 JOKYMEHTHPOBAHUIO
yIpaBICHYECKON JAEATENLHOCTH : MeTonYecKrue peKOMEHIAINH 110 Pa3paboTKe HHCTPYKITUH TTO
JEJONPOU3BOJICTBY B TOCYJApPCTBEHHBIX OPraHax, OpraHax MECTHOI'O CaMOYNpPABJIEHHUS, YTB.
ITpuxazom Pocapxusa ot 24.12.2020 Ne 199.

[MpumepHass  MHCTPYKIHMS 10  JEJONPOHM3BOACTBY B  T'OCYIApCTBEHHBIX
opranm3anusx, yrtB. Ilpukasom  PocapxuBa or  11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata o6pamenus — 20.03.2024)

I'OCT P 7.0.97-2016. Haumonansubeiii crangapT Poccuiickoit ®Penepanuun. Cucrema
CTaHJApTOB MO HH(MOpMaAIMH, OHOIMOTEYHOMY M H3JATEIbCKOMY neny. OpraHu3anuoHHO-
pacriopsauTenbHas JoKyMeHTauus. TpeGoBanust K odopmieHuio jgokymentoB URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata o6pamenus — 20.03.2024)

Nzyunts OCT P 7.0.97-2016 ¢ TpeboBaHusIMU K O(DOPMIICHUIO JOKYMEHTOB, ONIPECITUTh
€ro CTPYKTYpY, COCTaB pa3/IeioB.

Nzyunts TpedoBanus 'OCTa k 61aHKy JOKyMEHTA.

HpOaHaHI/ISI/IpOBaTL MNPCAJIOKCHHYIO KOJUICKIIUIO AJOKYMCHTOB, OIIPCACIUTL PCKBU3UTHI,
YKa3aTb HCAOCTATKU B UX PACIIOJIOKCHUU U O(bOpMJIeHI/II/I.
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CocTaBuTh Ha OCHOBAaHHMU pa3aTOYHOTO MaTepuana OnaHkM (OOmMUN W 11 MUCHMA)
OpraHM3aIi U TPEINPUITHIA Pa3IuIHbIX (OPM COOCTBEHHOCTH C BapHaHTaMHU MPOAOIHHOTO U
YTJIOBOTO PACTIONOKEHUS PEKBU3UTOB.

Yka3anus 1o BRITTOJTHEHHIO 3aJaHus.

1.U3yunts TpeOoBaHUS K COCTaBYy U O(GOPMIICHHIO PEKBU3UTOB JOKYMEHTOB U OJIAHKOB,
u3noxeHHele B “lIIpaBuiax aemonpou3BOACTBA B TOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMOyIpaBJieHUs’, yTBEPKACHHbIX Ipuka3zoM Pocapxusa ot 22.05.2019 N 71. (cm. pasgen 2
“JIOKyMEHTHUPOBAHHE YIIPABICHUYECKOMN JESITEIILHOCTH )

2. U3yuute TpeOGoBaHUS K OGOpPMIICHHIO OJAaHKOB M PEKBU3UTOB JIOKYMEHTOB IIO
Hammonansnomy crangapty 'OCT P 7.0.97-2016 “Cucrema cranmapToB mo HH(OpMAIuH,
OUOINOTEYHOMY M M3JATeNbCKOMY Aeny. OpraHu3alMOHHO-PACTIOPSIIUTENbHAs TOKYMEHTAIIHS.
TpeboBanust kK 0pOPMIICHHIO TOKYMEHTOB”.

3. U3yunth TpeboBanus “MeToauuecKux peKoOMeHAAUi Mo pa3padoTKe MHCTPYKUUN MO
JIEJIONPOU3BOACTBY B TOCYJAapCTBEHHBIX OpraHax, OpPraHax MECTHOIO CaMOYyIpaBlIeHUs'",
yTBEpKJIECHHbIX TpukazoMm PocapxuBa or 24.12.2020 N 199 x OnaHkam u peKBU3UTaM
JOKYMEHTOB (IIPHJIOKEHHUS 2, 3).

4. V3yuuTh NpeIOKEHHYIO KOJUIEKIHUIO (3-5 HOKYMEHTOB) M aHAIU3UPYys JTOKYMEHTHI,
BBISIBUTh HEJOCTAaTKH B odopmieHuu OllaHka (OTCYTCTBHE HEOOXOJUMBIX DPEKBHU3UTOB U
MPABIWIBHOCTh O(OPMIICHUST HMEIONINXCS); OIMPENeIUTh TMPABUILHOCTh PACIOJIOXKEHUS U
oopmIleHHsT PEKBU3UTOB JIOKyMEHTa (3arojioBKa, AAaThl UM WHJAEKCA, TMOAMHCH, OTMETOK O
MOCTYIUICHUU U HAIlPaBJIECHUU JOKYMEHTA B JI€JIO U JIp.).

Ha ocHoBe pazgaToyHOro Marepuajia CIpOEeKTHPOBATh OJNAHKH JOKYMEHTOB KOHKPETHBIX
OpraHu3alfii U roCyapCTBEHHBIX OPTaHOB B cOOTBeTCTBUU C¢ TpeboBanusiMu ['OCT P 7.0.97-
2016. KoHTposbHBIE BOIIPOCHI

Ilepeuncnure BHIBI HOPMATUBHBIX aKTOB, PEIJIaMEHTUPYIOIIME JOKYMEHTHPOBAHHUE
YIIPABJICHUYECKOU EATEIbHOCTH.

YeMm paznuyarorcst o0muii O1aHK U O6JaHK MUChMa, OJIaHK KOHKPETHOTO BU/Ia JOKYMEHTA.
Hcrounuku u aureparypa
Hcrounuku:

@enepanbHblii KOHCTUTYLUMOHHBIA 3akoH oT 25 gekabps 2000 r. Ne 2-©K3 «O
I'ocynapctBeHHOM repoe Poccutickoit Denepanyun» URL:
http://www.consultant.ru/document/cons_doc LAW_29674/.(nara obpamenus — 20.03.2024)

[IpaBuna JmeIONpPOM3BOJICTBA B TOCYJAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoympasieHus, yTB. Ilpukazom PocapxuBa ot 22.05.2019 Ne 71 URL:: http://
https://base.garant.ru/72291836/.(nata obpamenus — 20.03.2024)

MeToanyeckie PEKOMEHAANMU IO pa3pabOTKe WHCTPYKIMHA MO JCIONPOU3BOJACTBY B
rOCyJapCTBEHHBIX OpraHax, opraHax MECTHOIO camoyImpasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 URL: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.(nata o6pamenus — 20.03.2024)
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[MpumepHass  MHCTPYKIHMS 10  JEJONPOM3BOACTBY B  T'OCYIApCTBEHHBIX
opranm3anusx, yrtB. Ilpukasom  PocapxuBa or 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata o6pamenus — 20.03.2024)

I'OCT P 7.0.97-2016. Haumonansubeiii crangapT Poccuiickoit ®enepanun. Cucrema
CTaHJApTOB MO HH(pOpMAIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neny. OpraHu3anuoHHO-
pacriopsauTenbHas JOKyMeHTauus. TpeGoBanust K odopmieHuio jgokymentoB URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata o6pamenus — 20.03.2024)

I'OCT P 7.0.8-2013 /[lenonpou3BOACTBO U apXMBHOE J€i10. TepMUHBI U ONpPEIEICHHUS.-
URL:  http://www.consultant.ru/document/cons_doc_ LAW_163800/.(nata  oOpamienus —
20.03.2024)

JIureparypa:

beikoBa, T. A. JlokyMeHTaIlMOHHOE 0OECIeYeHHE YIIPAaBJICHUS (JIEIOMPOU3BOJCTBO) : yueOHOE
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nmox obur. pen. T. B. Ky3nerosoii.
— 2-e m3a., mepepad. u gon. — MockBa : UHOPA-M, 2020. — 304 c. — (Beicuee
obOpazoBanme: bakanmaBpmar). - ISBN 978-5-16-004805-5. - Tekcrt : snextponHbi. - URL:
https://znanium.com/catalog/product/1078152 (mara obpamenus: 26.03.2024). — Pexum
JOCTYTIA: 110 TMOATHUCKE.

Paznarounbliil MaTepualt K 3aHITUSM:

- T'OCT P 7.0.97-2016. HanumonaneHelii crangapT Poccuiickoit ®@enepanuun. Cucrema
CTaHJApTOB MO HH(pOpMaAIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neiy. OpraHu3aluoHHO-
pacniopsiauTenabHas JoKyMeHTaus. TpeboBaHus K 0(hOpMIICHHUIO TOKYMEHTOB.

- IlpaBuima nmeIONpPOM3BOJICTBA B TOCYAapPCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoympasieHus, yrtB. IIpukazom PocapxuBa ot 22.05.2019 Ne 71 URL: http://
https://base.garant.ru/72291836/.(nata obpamenus — 20.03.2024)

MeToauyeckie PEKOMEHAANUMU 10 pa3pabOTKe HHCTPYKIMA MO JCIONPOU3BOACTBY B
rOCyJapCTBEHHBIX OpraHax, opraHax MECTHOIO camoyIlpasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 URL: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.(nata o6pamenus — 20.03.2024)

[MpumepHass  MHCTPYKIHMS 10  JCJONPOM3BOACTBY B  T'OCYIApCTBEHHBIX
opranm3anusx, yrtB. Ilpukasom  PocapxuBa or 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata o6pamenus — 20.03.2024)

Konnekuust 1TOKyMeHTOB.

Tema 5. OpranuzanuoHHBIC, PACIOPSIIUTENbHBIE W WHPOPMAIMOHHO-CIPABOYHEIE
JIOKyMEHTBHI — 28 4acoB

JIOKyMEHTUPOBAHUE PACIIOPSAUTEIIBHON NEATEIbHOCTH —

Lenp 3aHATHA — M3y4yeHUE TPeOOBAaHUI TOCYJApCTBEHHBIX CTAaHAAPTOB U HOPMATHBHO-
METOAMYECKUX AaKTOB K COCTaBJICHUI0O U O(OPMIICHUIO paACIOPSAIUTEIbHBIX JIOKYMEHTOB,
MOJTyYeHHE HaBBIKOB MX COCTABIICHUS U O(POPMIICHHS IO 3aJJaHHBIM CUTYAIHSIM.
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B pesynbrare BBIIOJIHEHUS 3aJaHUM CTYIEHT JOJIKEH:

UMETh TMpPEJCTAaBICHHE O CHTyalMsAx, TpeOYIOUIMX W3/aHUS  PpacCIOpPSIIUTEIbHBIX
JIOKYMEHTOB;

3HAaTh BUJABl PACHOPSAMTENBHBIX JOKYMEHTOB; COCTaB PEKBU3UTOB (opmyisipa
pacropsIUTEIBHOTO TOKYMEHTa U TPEOOBaHMS K UX COCTABJICHUIO U O()OPMIICHHIO.

YMCTb COCTABJIATH U O(I)OpMHHTB pacuopAAUTCIIbHBIC TOKYMCHTHI 110 3a/IaHHBIM CUTyallusIM
1 UMCTh HaBbIKH HUX O(bOpMJICHI/Iﬂ Ha KOMIIBIOTCPC.

3amaHust Ui CaMOCTOSATENIbHONM PabOTHI

W3yuntes  TpeOoBaHMs,  MpEeabsBIIEMbIE K  COCTABICHHIO U O(QOPMIICHHIO
PacCIOpPSAUTEIBHBIX TOKYMEHTOB.

CoctaBuTh 1 OPOPMHUTH MPUKA3 IO OCHOBHOH J1EATEIEHOCTH.

CocTaBuTh 1 OPOPMUTH PACTOPSIKEHHE.

YKa3aHus 110 BBIIIOJHEHUIO 3aaHUs

YTOYHUTB COCTAB PEKBU3UTOB, BXOASIIUX B (POPMYJISIp PUKaA3a, pACHIOPSKEHUS.

W3yunth TpeOoBaHuss Meroauueckue peKOMEHIAIMK IO pa3paboTke WHCTPYKIUN 110
JEJIONPOU3BOACTBY B IOCYAAPCTBEHHBIX OpPraHax, OpraHax MECTHOTO CaMOYyIpaBJIEHUS, YTB.
ITpuxazom Pocapxusa ot 24.12.2020 Ne 199, IIpumepHO# HHCTPYKIIMHU 1O IEIONPOU3BOJICTBY B
roCy/IapCTBEHHBIX OopraHus3anusax, yTB. IIpukazom Pocapxusa ot 11.04.2018 Ne 44) k cocraBy
PEKBU3UTOB U CTPYKType TEKCTA MPUKa3a 10 OCHOBHOM JEATEIBHOCTH.

YTOYHUTH pa3nuuus B COCTABJICHUM IPHUKA3a I10 OCHOBHOW IEATEIILHOCTU U IO JIMYHOMY
coctaBy, oOpaiasi BHUMaHHE Ha MOPSAOK O(GOPMIICHHUS CCBHUIKM (YNMOMHHAHHWS) Ha JApPYrou
JOKYMEHT ¥ YHU(PHKAIMIO TEKCTOB MIPUKA30B MO JUYHOMY COCTaBY.

CocTaBUTh TOKyMEHTHI HA OCHOBE ITPEAIOKEHHBIX MPEN0IaBATEIEM CUTYalU.
KoHTponbHbIE BOIPOCHI

[lepeuncnute peKBU3UTHI, BXOAIMINE B POPMYIIp MPUKa3a.

HasoBute cTpyKkTypy IpuKasa 110 OCHOBHOH AESATEIBHOCTH.

Yem omaMuaeTcss CTPyKTypa TEKCTa IIpUKa3a [0 JIMYHOMY COCTaBy M OCHOBHOM
NESTEIBHOCTH.

HasoBute cpoku XxpaHeHuUs IPUKA30B.
Ha3zoBuTe peKBU3UTHI, BXOJAIMINE B POPMYIISAP pACHIOPSKEHHS.

Yem omiMuaeTcs CTPyKTypa TEKCTa pacHopsDKEHMsT OT IpUKa3a II0 OCHOBHOM
NESTEIILHOCTH.

Hcrounuku u aureparypa

Uctounuku:
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MeToanyeckie PEKOMEHAAIMU 10 pa3pabOTKe WHCTPYKIMIA MO JCIONPOU3BOACTBY B
rOCyJapCTBEHHBIX OpraHax, opraHax MECTHOIO camoyImpasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne URL: http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.(nara
obpamenust — 20.03.2024)

[IpumepHass  WMHCTPYKUMS 1O  JEJONPOU3BOACTBY B  T'OCYAApPCTBEHHBIX
opranuzanusx, yrB. [Ipukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnexktpoHHBIN pecypc]. —
M., 2019. Pexxum [locranosnenue [IpasurensctBa PO ot 15.06.2009 Ne 477 «O06 yTBepKIeHUH
[IpaBun nenmompousBOACTBa B (elepaibHbIX OpraHax HcrnoJHuTensHol Biactw»// URL:
http://www.consultant.ru/document/cons_doc LAW_88695/.(nara obpamenus — 20.03.2024)

I'OCT P 7.0.97-2016. Haumonansubeiii cranaapT Poccuiickoit ®enepanun. Cucrema
CTaHJApTOB MO HH(MOpMaAIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neny. OpraHu3anuoHHO-
pacriopsauTenbHas —JOoKyMeHTauus. TpeGoBanust K odopmieHuio jgokymentoB URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata o6pamenus — 20.03.2024)

JIureparypa:

beikoBa, T. A. JlokyMeHTaIlMOHHOE 0OECIeYeHHE YIIPABICHUS (IIEIOMPOU3BOJCTBO) : yueOHOE
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nmox obur. pen. T. B. Ky3nerosoii.
— 2-e m3a., mepepad. u gon. — MockBa : UHOPA-M, 2020. — 304 c. — (Bsicuee
obOpazoBanme: bakanmaBpmar). - ISBN 978-5-16-004805-5. - Tekcr : snextponHbi. - URL:
https://znanium.com/catalog/product/1078152 (mara obpamenus: 26.03.2024). — Pexum
JOCTYTA: 110 TOATHUCKE.

Paznarounbliil MaTepualt K 3aHITHSM:

MeToauyeckie PEKOMEHAANMU 10 pa3pabOTKe WHCTPYKIMHA MO JCIONPOU3BOACTBY B
rOCyJapCTBEHHBIX OpraHax, opraHax MECTHOIO camoyIlpasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 URL: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.(nata o6pamenus — 20.03.2024)

[TpumepHast MHCTPYKIHS MO JEIOMPOM3BOACTBY B FOCYJapCTBEHHBIX OPraHU3aLUsX, YTB.
ITpukazom Pocapxusa ot 11.04.2018 Ne 44)/

I'OCT P 7.0.97-2016. Haumonanbsnbiii crangapt Poccuiickoit ®enepauun. Cucrema
CTaHJApTOB MO HH(MOpMaAMH, OHOIMOTEYHOMY M H3AATEIbCKOMY neny. OpraHu3anuoHHO-
pacniopsauTenabHas JoKyMeHTaus. TpeboBaHus K 0(hOpMIICHHUIO TOKYMEHTOB.

AnpOoM yHH(DULIUPOBAHHBIX (HOPM MEPBUUHOMN YyUETHON JOKYMEHTAIMH MO YUETY TpyAa U
€ro OIJIaThl, yTBEPKAeHHBIN nocTaHoBIeHHEM ['ockomctata P® ot 05.01.2004 Ne 1.

Marepuansl ¢ WHAMBUAYAIBHBIMU 3aJaHUSAMM JUIl CAMOCTOSITEIIBHOTO COCTaBIICHMS
IIPUKA30B U PACIOPSKCHUMN.

I[OKYMGHTI/IPOBaHI/Ie ACATCIBHOCTH KOJUJICTHAJIBHBIX OPraHOB —

Lenp 3aHsATHA — H3y4YeHHE TpeOOBaHMH K JOKYMEHTaM, CO37aBaeMbIM B IpoLEcce
MOJTOTOBKH U 00CITY>KUBaHHS COBEIIAHUM.
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B pesynbrare BBIIOJIHEHUS 3aJaHUM CTYIECHT JOJIKEH:

HUMCTh TIPCACTABJICHUC O BHOAX KOJIJIETHATbHOM ACATCIIBHOCTH U  IMOPAIAKE eé
AOKYMCHTHUPOBAHUA,

3HaTh COCTAaB JOKYMEHTOB, CO3[aBaeMbIX NpPU MOJATOTOBKE COBELIAHWU, TPEOOBaHHS K
(bopMyIsIpy MIPOTOKOIIA, TTOPSIKY €r0 COCTaBICHUS U OPOPMIICHHS;

YMETh COCTaBJATh M O(GOPMIIATH MPOTOKON W JOKYMEHTBHI, CO3JaBacMble B IpOLECCEe
IIOATOTOBKH COBEILAHU.

YMETb COCTABIISATh U OPOPMIISITH BBIITHCKY U3 IPOTOKOJIA.
YMETb COCTABJIATh U OPOPMIISTH pEIICHUE.
3amaHus Uisg CaMOCTOSATENIbHONM PabOTHI

N3yunth TpeOoOBaHMS, MPEIbSBIIEMbIE K COCTABICHHUIO U OQOPMIICHHIO MPOTOKOJA H
peLeHusl.

CocTtaBuTh NpUIIALICHUE Ha 3aceIaHue.
CocTaBUTh IPOTOKOJ COBEILIAHHS.
OdopMHTB BBINTUCKY U3 MTPOTOKOJIA.
Odopmuts perieHue.

YKazaHus 10 BBIIOTHEHUIO 33JaHHS.

YTO4YHHUTH 3Tamnbl MOATOTOBKUA COBEIIAHUI U BUJbI JOKYMEHTOB, CO3/JaBAEMbIX Ha KaXKJOM
sTane (MoBEeCTKa JHS, CHUCKH YYAaCTHUKOB U T.1.).

YTOYHUTE 0COOEHHOCTH (HOpMYJIsipa MPOTOKOJA, TPEOOBAHUS K PEKBU3UTAM, U3JIOKECHHBIC
B TOCYJapCTBEHHOM CTaHAAapT€ M METOAMYECKHX PEKOMEHJAlMAX, oOpamias BHHUMaHUE Ha
cocTaB MH(OPMAIIMH B TEKCTE MPOTOKOJIA, OCOOCHHOCTHU €T0 MOAMUCAHUS, CPOKH O(OPMIICHHS.

Onpenenutsd pa3nuuus TpeOOBaHUH K MPOTOKOIY MOJTHOMY U KPaTKOMY.

CoCTaBUTh CaMOCTOSTCILHO HA OCHOBAaHHU Pas3sgaToOvYHOro Marcpurajia IpoOTOKOJI, BBIITUCKY
U3 IMIPOTOKOJIA, pCUHICHUC.

KoHTponbHbIE BOIPOCHI:

[lepeuncaure peKBU3HUTHI, BXOAIIUE B (POPMYJIISp MPOTOKOIA.
HasoBute cTpyKTypy T€KCTa IIPOTOKOJIA.

B 4éMm oTiiMune MpoTOKOJIa IIOJIHOIO U KPAaTKOro.

VKaxure NOpsAIOK MOATOTOBKM COBCIIAHUS M KAaKUE JOKYMEHTBI CO3JAl0TCS B XOJE
HOJTOTOBKH.

[lepeuncnute peKBU3HUTHI, BXOASAIIUE B OPMYIISP PEIICHHUS.
B 4yem Ha3HaueHHE BBIMMCKHU U3 MPOTOKOJIA.

Hcrounuku u aureparypa
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Hctounuku:

MeTtoauyeckie PEKOMEHJANMU 10 pa3pabOTKe WHCTPYKIMHA IO JCIONPOU3BOACTBY B
rOCyJapCTBEHHBIX OpraHax, opraHax MECTHOIO camoyIlpasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 URL: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.(nata ob6pamenus — 20.03.2024)

[MpumepHass  MHCTPYKIHMS 10  JEJONPOM3BOACTBY B  T'OCYIApCTBEHHBIX
opranm3anusx, yrtB. Ilpukasom  PocapxuBa or 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata o6pamenus — 20.03.2024)

I'OCT P 7.0.97-2016. Haumonansubeiii cranaapT Poccuiickoit ®enepanuun. Cucrema
CTaHJApTOB MO HH(pOpMAIMH, OHOIMOTEYHOMY M H3AATEIbCKOMY neiy. OpraHu3aluoHHO-
pacriopsiauTenbHas JokyMeHTauus. TpeGoBanust k odopmieHuto pokymeHntoB // URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata o6pamenus — 20.03.2024)

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO U apXMBHOE J€y10. TepMUHBI U ONpPEIEICHHUS.-
URL:  http://www.consultant.ru/document/cons_doc_ LAW_163800/.(nata  oOpamenus —
20.03.2024)

JIureparypa:

beikoBa, T. A. JlokyMeHTaIlmOHHOE 0OECIeYeHHE YIIPaBICHUS (IIEIOMPOU3BOJCTBO) @ yueOHOE
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; mox o6ur. pen. T. B. Ky3nerosoii.
— 2-e m3a., mepepad. u gon. — MockBa : UHOPA-M, 2020. — 304 c. — (Bsicuee
obOpazoBanme: bakanmaBpmar). - ISBN 978-5-16-004805-5. - Tekcrt : snextponHbi. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JOCTYTA: 110 TOATHUCKE.

Paznarounbiii Matepuall K 3aHATUAM

MeTtoanyeckie PEKOMEHAAIMU 10 pa3pabOTKe HHCTPYKIMI IO JCIONPOU3BOJACTBY B
rOCyJapCTBEHHBIX OpraHax, opraHax MECTHOIO camoyImpasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 URL: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.(nata oopamenus — 20.03.2024)

[TpumepHast MHCTPYKIHS O JEIONPOU3BOACTBY B FOCYJIapCTBEHHBIX OpPraHU3aLUsX, YTB.
IIpukasom PocapxuBa oT 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata o6pamenus — 20.03.2024)

Marepuansl ¢ WHIMBUAYAIbHBIMU 3aJaHUAMHU JJISI CAMOCTOSITEJIBHOIO COCTaBJICHHUS
JIOKYMEHTOB.

CocraBnenne HHPOPMATMOHHO-CIIPABOYHBIX JOKYMEHTOB —

Lleny 3aHsATHS — W3y4YCHUE Ha3HA4YCHUS WH()OPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB H
0co0eHHOCTEeH 0OPMIICHHSI KaXKIO0TO BHJIA 3TOM I'PYIIbI JOKYMEHTOB.

B pesynbrare BBIIOJIHEHUS 3aJaHUM CTYIEHT JOJIKEH:

UMETh TPEJICTaBIEHUE O THUMOBBIX CHUTYalHsIX, O(QOPMISIEMbIX YHU(DUIIUPOBAHHBIMH
dbopmamu HHPOPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB;
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3HaTh BUJABl HMH(POPMALMOHHO-CIPABOYHBIX JOKYMEHTOB; TpeOoBaHMA K (HOPMYISIpY
Ka)KJI0rO BHUJIA;

YMETh COCTaBJISTh BCE BUABI MHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB U UMETh HaBBIKH
ux 0pOpMIICHHUS Ha KOMITBIOTEpE.

3amaHus Ui CaMOCTOSATENIHONW PabOTHI

1. W3yuute mnpaBuia cocTaBieHHs U OQOpPMICHHS HH(OPMAIIOHHO-CIIPABOYHBIX
JOKYMEHTOB, 00paTvB BHUMaHHE Ha OCOOCHHOCTU TPEOOBAHMI K KaXX10My BUJLY.

2. CocraButh U oopMuth B cooTBercTBUU ¢ TpeboBanmsimu ['OCT P 7.0.97-2016 u
Meroanueckux peKOMEH IaLHi:

JOKJIaJIHYIO 3alUCKY (BHYTPEHHIOIO U BHELIHIOIO);
OOBSICHUTENIbHYIO 3aMUCKY (BHYTPEHHIOIO U BHEIIHIOKO);
CIIPaBKY;

aKT;

nucpMa (rapaHTUHHOE, HaIOMUHAHKE, IPUTJIALIEHUE, YBEAOMIIEHHUE, PEKIAMALIUIO U T.1.).

Yka3anus 1o BRITTOJTHEHHIO 3aJaHus

YTOo4HUTH  BUABl  WHGOPMAIMOHHO-CIIPABOYHBIX  JOKYMEHTOB H  IPH  KaKuX
YIPABJICHUYECKUX CUTYyaLUsIX OHU CO3/Iat0TCSl.

BBIIBUTE 0COOEHHOCTH KaXxXJa0ro suaa I/IH(l)OpMaI_[I/IOHHO-CHpaBO‘-IHOI‘O AOKYMCHTA.

N3yunth TpeOoBaHMA TOCYJApCTBEHHOTO CTaHAapTa K O(GOPMIIEHUIO PEKBHU3HTOB,
BXOJISIIIUX B THUIOBOM (hOPMYJISIp KaXI0T0 BUa HH(OPMAIIMOHHO-CIIPABOYHOTO IOKYMEHTA.

CoctaBuTh 1 OPOPMUTH TOKYMEHTHI B COOTBETCTBHH C TIOJTYYEHHBIMU 331aHUSIMHU.
KoHTponbHbIE BOIPOCH

Jlaiite omnpesenieHne U YKaKUTE TUIIOBOH (popMyIsip:
JIOKJIaTHOM 3aIlCKH;

OOBSICHUTEIILHOM 3aIHCKH;

CIIPaBKH;

aKTa,

ciry»keOHOTo mrchMa (HA30BUTE €T0 PA3HOBUIHOCTH),
VYkaxure 0COOEHHOCTH O(POPMIICHHS TTUCEM.

B 4uém ocobenHOoCTh 0(hOpMIIEHUS THChMa-OTBETA.
Kakue TpeOoBaHUs NPEIbABIAIOTCS K TEKCTY ITHCEM.

Hcrounuku u aureparypa
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Hctounuku:

MeToauyeckie PEKOMEHAAIMU 10 pa3pabOTKe HHCTPYKIMA MO JCIONPOU3BOJACTBY B
rOCyJapCTBEHHBIX OpraHax, opraHax MECTHOIO camoympasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 URL:: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.(nata o6pamenus — 20.03.2024)

[TpumepHast HMHCTPYKIHS O JEJIOMPOM3BOACTBY B FOCYJapCTBEHHBIX OpPraHU3aLUsIX, YTB.
IIpukazom PocapxuBa oT 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata o6pamenus — 20.03.2024)

I'OCT P 7.0.97-2016. Haumonansubeiii cranaapT Poccuiickoit ®enepanun. Cucrema
CTaHJApTOB MO HH(pOpMaAIMH, OHOIMOTEYHOMY M H3AATEIbCKOMY neny. OpraHu3aluoHHO-
pacriopsauTenbHas JOoKyMeHTauus. TpeGoBanuss K odopmieHuio jgokymentoB URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata o6pamenus — 20.03.2024)

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO U apXMBHOE J€i10. TepMUHBI U ONpPEIEICHHUS.-
URL:  http://www.consultant.ru/document/cons_doc_ LAW_163800/.(nata  oOpamienus —
20.03.2024)

JIureparypa:

beikoBa, T. A. JlokyMeHTaIlmOHHOE 0OECIeYeHHE YIIPaBICHUS (IIEIOMPOU3BOJCTBO) @ yueOHOE
nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; mox o6ur. pen. T. B. Ky3nerosoii.
— 2-e m3a., mepepad. u gon. — MockBa : UHOPA-M, 2020. — 304 c. — (Bsicuee
obOpazoBanme: bakanmaBpmar). - ISBN 978-5-16-004805-5. - Tekcrt : snextponHbi. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JOCTYTA: 110 TOATHUCKE.

Paznarounbiii Matepuall K 3aHATUAM

I'OCT P 7.0.97-2016. Haumonansubeiii cranaapT Poccuiickoit ®Penepanuun. Cucrema
CTaHJApTOB MO HH(pOpMaAIMK, OHOIMOTEYHOMY M H3JAATEIbCKOMY neny. OpraHu3anuoHHO-
pacniopsauTenabHas JoKyMeHTanus. TpeboBaHus K 0(hOpMIICHHUIO TOKYMEHTOB.

MeToauyeckie PEKOMEHAAIMU 10 pa3pabOTKe HHCTPYKIMHA MO JCIONPOU3BOACTBY B
rOCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOI'O caMoympaBjcHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 URL: http:// http://www.consultant.ru/document/cons_doc LAW_ 373895/
(mata oOpamenwus — 20.032024).

Marepuansl ¢ WHIMBUAYAIbHBIMU 3aJaHUAMHU JJISI CAMOCTOSITEJIBHOIO COCTaBJICHHUS
JIOKYMEHTOB.

Tema 6. Kommiekcsl gokymeHToB. HayuHo-ncTOpuueckas M NpakTUYECKas LIEHHOCTb
JIOKyMEHTa— 8 4acoB

IIpoBoasTCs 1BE 0O3HAKOMUTEIIBHBIE SKCKYPCUH B TOCYAAPCTBECHHBIE APXUBBI.

9.2. MeTozmqecmde PEKOMEHAAINH IO MOATOTOBKE MUCbMEHHBIX paﬁoT
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B npouecce obyuenus cryaents! PITY BBINONHAIOT pa3Hble BUABI THCbMEHHBIX padoT.
OCHOBHBIMH LENISIMHU ITMCBMEHHBIX PA0OT B BY3€ SBISIOTCA:

¢ 3aKpCIJICHUC MMOJTYUCHHBIX 3HAHUH 110 CIICIUAJIBHOCTU, IPUMCHCHHUEC 3TUX 3HAHUH Inpu
peHICHUN HpO(l)eCCI/IOHaJ'IBHbIX 3aJa4,

® pa3BUTHUC HABLIKOB BCICHUA CaMOCTOSTEIILHON pa6OTI:;I, OBJIaICHUEC MCTOAWMKAMH 1
MNpUHIOUIIAMHU CaMOCTOSTEIILHON HCCHCHOB&TCHLCKOﬁ ACATCIbHOCTH,

° (bOpMI/IpOBaHI/IC YMCHHA T'paMOTHO U JIOTUYHO U3JiaraTb CO6paHHLIC HAay4YHBIC TaHHBIC U
MaTcpualibl COOCTBEHHOM I/ICCHGI{OB&TCHLCKOﬁ JACATCIBHOCTH.

Hawub6oiee mpocCTas, HO OYCHb BaXHaA Q)opMa MMMCHMCHHOU pa60TI>I B BYy3C€ — DTO KOHTPOJIbHAA
pa60Ta. Omna sBasgeTcs 003aTEIbLHBIM DJIEMEHTOM CAMOCTOSTEILHOM pa6OTBI CTYACHTA U, IPEKIAC BCCTO,
ACMOHCTPUPYCT YMCHHUEC BOCIPUHHUMATH U IICPEAAaBaATh I/IH(l)OpMaL[I/IIO.

OTOT BUI MHUCBMEHHOW Pa0OTHI MPEyCMOTPEH YIEOHBIMH TITaHAMH OATOTOBKH OaKalaBpOB U
Ha Kadeape apXuBOBEEHNUS NpeAIaraeTcsl B paMKax n3ydeHus oomux kypcos u KIIB.

Taxxke B mpouecce o0ydeHHs CTYACHTY NPEACTOUT BBIOJIHEHHE KYPCOBBIX PabOT, KOTOpHIE
(hopMHPYIOT HCCIe0BaTeNLCKIE HABBIKH, Pa3BUBAIOT CIIOCOOHOCTH CUCTEMATH3aluU U OCMBICTICHUS YXKe
CYILIECTBYIOLIETO 3HAHMS M HAIIPABJIEHBI HA CAMOCTOSTEIBHOE PEIIEHHE HEKOTOPBIX TEOPETUUECKUX WU
npakThueckux 3agad. KypcoBas paboTa JOeMOHCTpUPYET yMeHHE paboTaTh € HCTOYHHKAMH,
UCTIONB30BaTh  JOCTHKEHHST  COBPEMEHHOM  Hayku  (HampuMep, HCIONb30BaTh  JOCTHIKECHUS
apXHWBOBEIEHHS, a TAKXKE CMEXKHBIX HAyK M HAyYHBIX AWCLMIUIMH), YCHCIIHO peUlaTh MOCTaBJICHHBIE
3agauu, oOpadaTeIBaTh 1 00001maTh MaTepuan. Hamucanne KOHTpONbHOW paboThI, MOATOTOBKA U 3alIUTa
KypCOBOI MMeEET sl OpraHM3alMOHHBIX U METOJUYECKUX 0coOeHHOCTeH. O3HAKOMJICHHE C JaHHBIMHU
METOANYECKUMH PEKOMEHIAIMAMHU MOMOXET CTYACHTaM MPaBHJIBHO OPraHM30BaTh CBOIO YUEOHYIO U
HAYYHO-HCCIIEI0BATENbCKYIO paboTy.

O0mme TpeGoBaHNs K CTPYKTYpPe H COAeP:KAHMIO MUCbMEHHBIX padoT

Baxnoii ¢opmoii camocTosTeNnsHONH pabOTHI CTyIEHTa SBISETCS KOHTposibHas pabora. Ona
peaycMOTpeHa I OOJBIIMHCTBA AUCLUILIMNH yU4eOHOTO IUIaHa, YUTAEMBIX Ha Kadeape apXuBOBEICHHUS.
Ee nanmcanue npecieayer 1ens yriayOleHHOH MpopaOdoTKH JUCIUIUINHEL.

KontponbHas paboTa BBINOJHSETCS CTYACHTAMH B COOTBETCTBHH C TEMAaTHKOM, €XEroJHO
yTBepkaaemoii kadenpoir. KonTponmpHast pabOoTa SIBISETCS 3JIEMEHTOM CaMOCTOATENBHOW pPadOTHI
CTYACHTOB, IO3TOMY BBEIOOp TEMBI IPEIOCTABIAETCS CTYICHTY.

Jlo HamucaHusi KOHTPOJBHOM PabOTHl CTYJEHT JOJKEH B LEJIOM O3HAKOMHTHCS C pasieiaMu
Kypca, IpeayCMOTPEHHBIMH y4eOHOH pOorpaMMOii.

PaboTta mo HamucaHWIO KOHTPOJBHOM HAYMHACTCS C BBIIBICHHS M M3YYEHHUS HCTOYHHKOB U
nutepatypsl o teme. [lo okoHyannu cobopa ¥ U3ydeHHUs TUTEPaTypbl © HICTOYHUKOB CIIEAYET MPOAyMaTh
IUIaH KOHTPOJIBHOH paboThl. CocTaBieHHe TUIaHa — BakHas 4acTh pabOThI

Hag Ttemol. Ilman mpencraBmser coOOH mepedyeHb BOMPOCOB, OTPAKAIOIIUX COACP)KaHHE
uccienoanua. OT TOro, HACKOJIBKO YETKO OH MPOAYMaH M MOCTPOEH, BO MHOI'OM 3aBHCHUT KadeCTBO
KOHTPOJIbHOW paboTel. B mnan wmenecooOpa3sHO BKIIOUMTH HauOoiee BaKHbIE TEOPETUYECKHUE U
MPaKTUYECKUE BOMPOCHI TEMBI, KOTOpBIE IMpPH HEOOXOJMMOCTH MOTYT OBITH JeTanu3upoBaHbl. Kax
MpaBUIIO, pabOYHii BApUaHT IUIaHa JOJKEH OBITh Pa3BEpHYTHIM, UTO obOjerdaeT paboTy Hal TEMOM.

B okxonuaTempHOM BApUAHTC IJIaH MOKCT OBITH JaH B COKpallCHHOM BHUAC, HO 00s13aTEeNBHBIM
YCJIIOBHUEM IIPpU 3TOM SBJIACTCA OTPAKCHUC B HEM OCHOBHBIX BOIIPOCOB, paCCMAaTPUBACMBIX B KOHTpOHBHOﬁ
pa 6ote. CocTaBIIEHHBIH IJIaH JOJIKCH HaliTh OTPa’XCHHUC B OI'JIaBJICHUN
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K KOHTpOJ'H:HOfI pa60Te. Pabora JOJIDKHA BKIIIOYAaTh THTynLHBIﬁ JINCT, OI'JIaBJICHHUC, BBCICHUC,

OCHOBHYIO YaCTh, COCTOSIIYIO U3 HECKOJIBKHX Pa3[esioB MM MaparpagoB, 3aKI0UEHUE, CIHICOK
WUCTOYHUKOB M JUTEpaTyphl. Bo BBeleHMH HEOOXOIUMO KPAaTKO PAaCKPHITh 3HAYCHHE U aKTYaJIbHOCTb
W3y4yaeMoro Bompoca (TeMbl), Ha3BaTh OCHOBHBIC 3ajayd paboTHl, €€ XPOHOJOIMYECKHE pPaMKH,
000CHOBAaTh CTPYKTYPY, AaTh Kpart-

KHH 0630p HNCTOYHUKOB U JIUTCPATYPLI IO TECMEC. O630p HNCTOYHUKOB U JIUTCPATYPhI HC NOJIKCH
CBOOUTHCH K MCPCUUCIICHUTIO UCITIOJIB30BAHHOI'0 aBTOPOM HOPMATUBHOT'O MaTCpUaia

n 0Hy6J'H/IKOBaHHLIX crarcii. B Hem CJICOAYCT OaTb aHaJIu3 HUCTOYHUKOB W JIMTCPATYPHI. B
3aBHCHUMOCTH OT 00beMa U OCJIICBOTO HA3HAYCHU A pa6OTI>I, O630p HUCTOYHUKOB U JIUTCPATYPBI MOKECT OBITH
MNpEeACTaBJICH OTACIIbHBIM naparpaq)OM HJin pa3gcjioM B OCHOBHOI 4aCTH pa6OTBI.

OcHOBHast 4aCTh KOHTPOJLHON pabOThI MOKHA OBITh M3JI0KEHA B COOTBETCTBHUHU C IIJIAHOM,
OCBEIIIATh COCTOSIHUE M COJIEPKATh aHATN3 PACCMAaTPUBACMBIX BOITPOCOB C YUETOM COBPEMEHHOTO YPOBHS
PasBUTHS TEOPCTUYCCKUX 3HAHWN W OMBITA MPAKTHUYCCKOW pabOThl apXWBHBIX YUPEKICHUH B ITOU
o0acTu.

[Ipu packpbITu TOW WJIM MHOW TEMBI CTYACHT IOJDKEH CTPEMHTHCS MOAPOOHO M TIIyOOKO
W3JI0KUTH KPYT BOIIPOCOB, BXOAAIIMX B Hee. [lo Mepe paccMOoTpeHus: MaTepuana OTAEIbHBIC MTOJIOKEHUS
KOHTPOJIBHOM PabOTHI ClieyeT WIUTIOCTPUPOBATh IPUMEPaMHU U3 IUTEPATypHI U, TIO

BO3MOXHOCTH, U3 MNPAKTUKU pa60TBI KOHKPCTHBIX apXHBOB C 00s13aTeIbHBIMM CCHUIKAMM Ha
JIUTCPATYypPy U UCTOYHUKHU. B zaximrouennun KOHTpOJ'ILHOﬁ pa6OTBI HeO6XOI[I/IMO IIOABCCTH UTOT'H

TEOPETUYECKOW M MPAaKTHYECKOH pa3paboTKu BompocoB. CIMUCOK MCTOYHHKOB U JIUTEPATYPHI
npeacTaBiIsgeT co00il mepedeHb UCIOIB30BaHHBIX paboT MO TeMe, B KOTOPOM YKa3bIBalOTCSl (aMUINU U
WHHULIWAIBI aBTOpa (aBTOPOB), HA3BaHUE PabOTHI, MECTO, BpPEMSI €€

OHY6J'H/IKOB3HI/I$I " CTpAHUIIBI.
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HMpunoxenue 1

AHHOTAIUA JTNCHUIIJINHBI

JlucuuiuinHa peanusyeTcss Ha (akyJbTeTe apXUBOBEICHHS M JIOKYMEHTOBEICHHS
Kadeapoil TOKyMEHTOBEICHUS, ayIMOBU3YaIbHBIX M HAYYHO-TEXHUUYECKUX aPXUBOB.

Lenb MUCIMIIIMHBI — U3yYEHHE 3aKOHOMEPHOCTEH JOKYMEHTOOOpa30BaHMs, CKIIAIbIBAHHS
U Pa3BUTHS CHCTEM JOKYMEHTAIlMH, TEOPETHUECKUX M TMPAKTUUYECKUX NpoOJIEeM CO3TaHHS
JOKYMEHTOB OpraHaMM IOCyJapCTBEHHOH BJIACTH, MECTHOTO CAMOYIIPABICHHUS U OPTaHU3ALMSIMH
0001 OpraHu3alOHHO-TIPaBOBOI (POPMBI.

3ajauu TUCUUIUIMHBIL:
MoKa3aTh B3aMMOCBSI3b HH(POPMAIIUHN U JOKYMEHTA;

MPOCIICANTH 3BOJIIOLUIO JOKYMEHTa, KaK HOCUTENs HH(POpPMAalWHU, pa3BUTHE CHOCOOOB
JOKYMEHTHUPOBAHUS U MaTepHaJIoB JUisl GUKCAIIMU HHPOPMALINY;

MIPOaHAIM3UPOBATh MPOIECC CKIIAIBIBAHUS U Pa3BUTHs (popMyIisipa JOKYMEHTa;
IIPOAHAIU3UPOBATH IPOLECC CKIIAABIBAHUSA U PA3BUTUS CUCTEM JTOKYMEHTALIUH;

BBISIBUTh W TIOKAa3aTh TEHACHIWU YHU(DUKAIUU, CTAHJAPTU3ANMHA U KIACCU(PUKAUU KaK
OTIENBHBIX (OPM TOKYMEHTOB, TAK M CUCTEM JIOKYMEHTAIIMH B LIEJIOM;

MoKa3aTh COBPEMEHHbIE TPEOOBAHUS K COCTABICHHUIO U O(POPMIICHUIO JOKYMEHTOB;
MIPUBUTH HABBIKU aHAJIHM3a JOKYMEHTA;

NPUBUTH HABBIKA COCTABJICHUS JIIOOBIX BHJOB JOKYMEHTOB M IPOEKTUPOBAHHS
yHU(DUIUPOBAHHBIX (HOpPM  JOKYMEHTOB, CHCTEM JIOKyMEHTallud W HWH(POPMALHUOHHO-
JOKYMEHTAIIUOHHOW CUCTEMBI YUPEKIACHUS B LIETIOM.

JucuuiuinHa (MOlyJib) HalpaBjieHa Ha (pOpMUPOBAHUE CIEAYIOMUX KOMITETCHIIUMA:

OIIK -2.3. Pemaer ynpaBieHUYecKHe 337a4l B chepe TOKYMEHTAIlMOHHOTO 00eCTeueHHS
yIpaBJIEHUS U apXUBHOTO JAeia

OIIK -3.3. Mcnonb3yeT B3aUMOCBSI3U JOKYMEHTOBEICHUS U apXUBOBEACHUS CO CMEKHBIMU
HayKaMH{ ¥ HayYHBIMHU JTUCIHUITTNHAMUA

B pesysnbrare 0OCBOCHUS AUCHUILTHHBI (MOLYJIsl) 00y4aIOLIHiCs JOKEH:

3HaTh:
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¢byHKIMK ToApa3feneHuid B cdepe JAOKYMEHTAIMOHHOTO O0eCledeHHusl YIpaBJICHUS H
apXHUBHOTO JIEJIa;

CMCIKHBIC C I[OKYMCHTOBGILQHI/IGM nu apXI/IBOBeI[CHI/IeM HaquBIe JAUCIUITIJIINHBI.
YMeTs:

BBINOJIHATE PAabOTy MO JOKYMEHTAIlMOHHOMY OOECIICYCHMIO YINPAaBICHUS M ApPXUBHOMY
XPaHCHMUIO;

BBIABJISITH B3aMMOCBA3U MCXKIAY HOKYMCHTOBCACHHUCM, ApPXUBOBCACHUCM U [JPYyTHMU
HAayYHbIMU JUCHUILIIMHAMU

Braners:

HaBbIKAaMU BbIOOpa Hanbojiee ONTHMAIBHOTO PEIICHUS YIPaBICHUECKUX 3a1ad B chepe
JOKYMEHTAIIMOHHOT'O 00ECTIeYeHUs YIIPABIICHUS U apXUBHOT'O JIE1a;

HABBIKAMU MHTEPIPETAIMN 3HAHUKW B OOJNACTH CMEXHBIX HAYYHBIX JUCHUIUIMH TIPU
penieHue 3a1a4 B chepe TOKyMEHTOBEICHUS M apXUBOBEICHUSI.

[To aucummuinHe (MOIYJIIO) MPEIYyCMOTPEHA MPOMEKYTOUHAs aTTecTanus B (hopMe 3aueTa
U DK3aMeHa.

OO0masi TpyJOeMKOCTh OCBOCHHUSI ITUCIHMIUIMHBI COCTABISET § 3a4ETHBIX eauHHI], 288
JacoB.



