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I. IlosicHUTEJIBbHASA 3AIIMCKA

1.1. llesanb u 3a7a4u AMCHUIIHHBI (MOIYJIs1)

[lenp TUCHMITIIMHBI — U3yYEHHE 3aKOHOMEPHOCTEH JOKYMEHTO0Opa30BaHUs, CKIIaIbIBAHUS
U Pa3BUTHUA CHUCTEM JOKYMEHTAllMM, TEOPETHMYECKHMX M IPAKTHUECKUX MpOOJIEM CO3JaHMs
JIOKYMEHTOB OpraHaMM rocyJapCTBEHHOHN BJIACTH, MECTHOI'O CAMOYIIPABIICHHS U OPraHU3aLUSAMU
1100011 OpraHU3alMOHHO-TIPABOBOM (HOPMBI.

3amauu JUCHUILINHGL
MOKAa3aTh B3aMMOCBSI3b HHPOPMAIINH U JJOKYMEHTA;

IPOCIIEAUTh 3BOJIIOIUIO JOKYMEHTA, KaK HOCHTENS HH()OPMAILUMH, Pa3BUTHE CHOCOOOB
JOKYMEHTHUPOBAHUS U MaTepuaioB it pukcaruu nuaopmanmu;

MMPOAHATIU3UPOBATH ITPOLECC CKIIAJAbIBAHUA U PA3BUTHUSA (I)OpMYHHpa JAOKYMCHTA,
MMPOaHATIN3UPOBATH MMPOLCCC CKIAAbIBAHUA U PA3BUTHUA CUCTEM JOKYMCHTAIIUH,

BbIIBUTHh M IIOKa3aTh TCHACHIIUH yHI/I(bI/IKaIII/II/I, CTaHAapTU3alunu U KHaCCI/I(bI/IKaIII/II/I KakKk
OTACIBbHBIX (bOpM JAOKYMCHTOB, TaK U CUCTEM JOKYMCHTAIIUU B LICJIOM;

M0Ka3aTh COBPEMEHHBIE TPEOOBAaHUS K COCTABICHHUIO U O(POPMIICHHIO JOKYMEHTOB;
IPUBUTH HABBIKU aHAJIM3a JOKYMEHTA;

NPUBUTh HABBIKM COCTABIICHHUS JIIOOBIX BHIOB JOKYMEHTOB
YHU(QUIUPOBAHHBIX (HOpPM  JTOKYMEHTOB, CHUCTEM JOKYMEHTalUuud U
JIOKYMEHTAIlMOHHOW CHCTEMBI YUPEXKICHUS B LIETIOM.

U [POEKTUPOBAHUS
MH(}OPMaLIMOHHO-

1.2. IlepevyeHb MJIaHUPYEMBIX Pe3yJbTATOB 00yUeHHUs M0 TUCUHUILIHHE (MOAYJIIO0),
COOTHECEHHBIX ¢ MHAUKATOPAMHU HOCTHKEHUSI KOMIeTeHIUii

Komnerennus WNHaukaTopbl KOMIETEHIUM PesynbpTarsl 00ydeHus

(K01 1 HAMMEHOBAHUE)

(Koa 1 HAMMEHOBAHUE)

OIIK-2. Criocoben
HaXOJIUTh
OpraHU3aluOHHO-
yIpaBICHYCCKUE
peuIeHus] TpH PEIICHUN
3amadu B cdepe cBoel
npodecCuOoHaNBHOM
JIeSTEIbHOCTH

OIIK -2.3. Pemraer
yIpaBJIeHYECKHE 3aJaud B
chepe yIpaBJIeHUS

)IOKyMeHTaMI/I nu apXI/IBHOFO
zena

3HaTh: (QYHKIMU TMOApa3IeIeHUu
B cdepe JTOKYMEHTAIIMOHHOTO
obOecriedeHHUss  yOpaBleHUS U
apXHWBHOTO JIeNa

YMeTh: BBIMONHATH paboTy Mo
JIOKYMEHTAallHOHHOMY
00eCreYeHnI0  YOpaBlIeHUS U
ApXUBHOMY XPAaHEHUIO

Bnanmerh: HaBbIKaMH  BbIOOpa
Hauboee ONTUMAIBHOTO
pellleHus yMpaBICHUYECKUX 3a71ad
B cdepe TOKYMEHTAIIMOHHOTO
obOecriedeHHss  yOpaBleHUS U
apXWBHOTO JIeNa




OIIK-3. Cmocoben | OIIK  -3.2. [Ipumensier | 3Hath: CMEXHBIC C
HIPUMEHSThH TCOPETUYCCKHE  3HAHMS B | JJOKYMEHTOBEICHHEM u
TEOpeTHYeCKHe  3HaHus | chepe JOKYMEHTOBEICHHS H | apXMBOBEICHUEM Hay4HbIC
TSt pCLICHHS | apXUBOBEICHUS B | TUCIUIUIAHBI
NOCTABJICHHBIX 33/1a4 B | MPOGECCUOHAIBHOMN YMeTh: BBISBISATH B3aUMOCBSI3U
obnactu IeSATEeIbHOCTH MEXITY JTOKYMEHTOBEIICHUEM,
JIOKYMEHTOBEICHHS u apXMBOBEJCHUEM W  JPYTUMH
ApXUBOBEJICHUS Hay4YHBIMHU JTUCHUIUTHHAMH
Biagers: HaBbIKAMU
UHTEPIPETALNU 3HAHUH B
00acTH  CMEXHBIX  HAy4YHBIX
JMCLMIUIMH [IPU PEIICHUH 33134 B
chepe  MOKYMEHTOBEIEHUS U
apXUBOBEICHUSI

1.3. MecTo IMCUMILUITHHBI (MOAYJIsI) B CTPYKTYpe OCHOBHOI 00pa3oBaTelbHOI
NMporpaMmabl

JucuurumHa (Moayib) «JlOKYMEHTOBEIEHUE» OTHOCHTCS K 00s3aTeNbHOM 4YacTu OJIoKa
JTUCILHUIIIMH y4eOHOTO TUTaHA.

Jniss ocBOEHUS TUCHMIUIMHBI HEOOXOIUMBI KOMIETCHIMH, CHOPMHPOBAHHBIE B XOE
n3ydyeHuss  caeayrommx gucuuiuinH: HMcropus Poccum no nHawanma XX Beka, Teopus
uHpopmanuu, Hcropus rocymapctBeHHbix yupexaeHuii CCCP u P®, [loxkymeHTHpoBaHUE
UHPOPMALIUK COIMATILHO-TIPAaBOBOTO XapakTepa, WHpopmanmonHoe o0mecTBo u nudposas
SKOHOMHMKA.

B pe3synbraTte OCBOGHHS AMCUUIUIMHBI (DOPMUPYIOTCS KOMIETEHLUH, HEOOXOAUMBIE IS
W3YYEHHUS CIENYIOINX AUCIMILINH U IPOXOKAeHU NpakTuk: Opranusanus u rexHonorus 0V,
KagpoBoe  nenonpousBOACTBO, O3HakoMHUTENbHAST  IPAKTHKA, Kondunenuunansaoe
JIeNIOTIPOU3BO/ICTBO, YTIpaBlieHHE JOKYMEHTaMu Kak cdepa JesaTedbHOCTH U (QyHKIHA
YIIPABJICHMUS.

2. CTpyKTYpa IMCHUIUIMHBI (MOLYJIs1)

OO0mas Tpy10eMKOCTh AUCHIUIUIMHBI COCTaBIsACT 8 3.¢., 288 u.

O0beM JUCHUIUIMHBI B (POPME KOHTAKTHOW pabOThl OOYYarONIMXCS C TEIarorHueCKuMHU
paboTHUKaMK U (MJIM) JIMIIAMH, IPUBJICKACMBIMH K peajiu3allid 00pa30BaTe/IbHOW MPOrpaMMbl Ha MHBIX

YCIIOBUSIX, TIPU TMPOBEICHUH yUeOHBIX 3aHSTHIA:

Cemectp | Tun yueOHBIX 3aHATHN KonuuectBo
4acoB
2 Jlexun 32
2 CemuHapbl/nabopaTopHble pPadOThI 48
3 Jlexunun 32
3 CeMuHapbl/1abopaToOpHbIE pA0OTHI 48
Bcero: 160

O0beM TUCHUIIMHBL B (pOpMe caMOCTOSATENbHON PaboThl o0yyaronmxes coctaBiser 110
aKaJIeMUYECKUX 4acOB, KOHTPOJIb — 18 akaJeMUYeCKUX 4acoB.




3. Coneprxanue TMCUMILIMHBI (MOTYJIs1)

HanmenoBanne pasaciia
JUCLMITIIMHBI

Coneprxanue

Pazgen 1 HaznaueHnue qUCIIAIINHEI,
MCTOYHMKH U JINTEpATypa

1.1. [Ipenmer, conepkanue, 3a1a4d TUCIUILIMHBI U
METO/IbI €€ U3yUCHMUS.

JlokxyMeHT - OCHOBHOM 00BEKT
JIOKYMEHTOBEYECKUX HCCIEeI0BaHUN. Pons
JOKYMEHTa B OKU3HM 4YelloBeKa U oOIiecTBa.
JlokyMeHTHI B cepe mpaBa U ynpasieHus. Biausaue
Hay4YHO-TEXHUYECKON PEBOJIIOLMM HA pa3BUTHE
nokymeHnrta. PasButue ¢opmynspa JTOKyMEHTA.
HayuHno-ucropuueckass U mnpakTUYeCKas LEHHOCTh
JIOKYMEHTA. Metobl UCCIIEIOBaHUS
JOKyMeHTOBeIuecKux mpobaem. OOIIeHaydHbIE H
crienuanbHble MeToAbl. CTaHOBJICHHE M Pa3BUTHE
JOKYMEHTOBEJICHUSI KaK HAayYHOW JMCLMIUIUHBI.
CBsi3b JOKYMEHTOBEJICHUS C TeOpuel HHPpOpMAIIH,
apXHUBOBEJICHUEM u HMCTOYHHKOBEJCHUEM.
Hcnonbs3oBanne JOKYMEHTOBEACHUEM JIOCTHKEHUUN
nH(OPMATUKH, HMCTOPUYECKON  HayKu, IIpaBa,
JUHTBUCTUKHA, TEOPUM VYIPABJICHHUS H JIPYTUX
Hay4HbIX JUCUUIUIMH. POJIb TOKYMEHTOBEIEHUS B
COBEpIIEHCTBOBAHUHU IIPOLIECCOB YIPABICHHUS.

1.2. UcTouHUKH U IuTEepaTypa

3aKoHOAaTENbHbIE aKThl, HOPMAaTUBHBIC MaTEPUAIIbI
XVI| — mau. XX B. [IncemoBHUKH. MeToaunueckue
pa3paboTku. PykoBoJCTBa 1O AETONPOU3BOACTBY.
3aKOHOIaTeNbHbIE, TPABOBBIE aKThl U HOPMATHUBHO-
METOIUYECKUE JOKYMEHTBI Poccuiickoit
denepanuu. Koncturynus Pocculickon
@®enepannn. Konpekcsl P®, KOHCTUTYyLMOHHBIE H
benepanbpHble 3aKOHBI, YKa3wl, llocTaHOBIEHUS
[IpaBuTensCcTBa M WHBIE HOPMATUBHBIE JTOKYMEHTHI.
l'ocynapctBeHHBIE CTaHJapThl, HOPMAaTHUBHO-
METOAMYECKHE TOKYMEHTHI — PETJIaMEHThI, MPaBUIIA,
uHCTpyKuuu U 1p. llepuoanueckue wu3gaHUs.
CnpaBounsie u3ganus. Jlureparypa.

Paznen 2 JlokyMeHT, ero GyHKIIMH
U CIIOCOOBI IOKyMEHTHPOBAHUS

2.1. [onsTusa «uHGOPMAITU» U «TOKYMEHT)
[lonatus «uHpopManMs» U «IOKyMeHT». CBs3b
uHpopmanun u aokymeHta. Ponp undopmauuu B
COLIMAJBHBIX W  JKOHOMMYECKHMX  IIpoleccax.
Nudopmanus KaK OCHOBa MPUHSTUS
YIPaBIEHUYECKOIO PELIEHUS.

Bo3HukHOBeHHE JOKYMEHTa, €ro Ha3HaueHHeE.
[lonatne  «IOKyMEHT», €ro TpaHchopMarlus.
JIOKYMEHT - 0OBEKT HCCIIEeIOBaHUS TEOPETUYECKUX
u ITPUKJIAIHBIX JUCIUIUINH. IIpaBoBoi,




YIPABJICHUYECKUN  UCTOPUYECKMM  aCIEeKThl B
OllpelleJIeHuN JOKyMeHTa. PacimmpeHue mNOHATUS
«JOKYMEHT» C DPa3BUTUEM HAyKM M TEXHUKH.
[ToHsiTHE «3NEKTPOHHBIA TOKYMEHT». OnpeneneHue
JOKYMEHTa B TOCYAApCTBEHHBIX  CTaHJApTax.
[loHATHE «IOKYMEHT» B JOKYMEHTOBEICHHH.
3akoHONaTeNbHBIE  aKThl 00  00s3aTenbHOCTH
JOKyMeHTUpoBaHus  uH(popmanuu. HasHauenue
JOKyMEHTHOW uH(popMmarmu. PakTopbl, BIUSIONINE
Ha UHQOPMALIMOHHYI0 LEHHOCTb JOKYMEHTOB.
3aBHCHMOCTh LIEHHOCTH MH(OPMALUHU OT IOJIHOTHI,
00BEKTUBHOCTH, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH
neperayd M IOJIyYEHHS, HEPUOAMYHOCTH WIH
qyacToThl nepenauu. OnepaTvBHas U MCTOpUYECKas
(peTpocriekTUBHAs) TOKYMEHTHasi WH(GOpMAIH KaK
enrHas MH(pOpMallMOHHAs CUCTEMA.

2.2. OyHKUMU JOKYMEHTOB

[lonatue «pyHKUMA JOKYMEHTa». 3aBHCHMOCTb
MOHATHUS «IOKYMEHT» OT ero (yHKIHH. 3HAYCHHE
n3zyuenus QyHkuuu goxkymenta. MHpopmannonHas
(GyHKIMS TOKyMEHTa KaK CPEJCTBO 3aleyaTieHus U
coxpaHeHuss uHpopmauuu. CoumanbHas GyHKUIUSA
nokymenrta. KynbTypHas (QyHKIHS TOKyMEHTA.
KommyHukaTuBHas ~ (QyHKUUS  KaKk  CPEICTBO
nepenayn vHGOpMaIHH.

VnpaieHueckas (QyHKIMS U €€ 3HaueHUe B
opranuzanuu ynpasieHus. IlpaBoBas ¢QyHKUuS.
OyHkuust  ydera. @DyHKIMS  JTOKyMEHTa  Kak
HUCTOPUYECKOr0 HMCTOYHHMKA. (DYHKIUU IOCTOSHHO
neicTByomue U (pyHKIUU olepaTuBHbIe BiusHue
GyHKIMI ~ JTOKyMEHTa Ha  €ro  CTPYKTYpYy.
[TonudpyHKINOHATBHOCTh JOKYMEHTA.

2.3. Cnoco0Obl JOKYMEHTHPOBAHUS

3BYKOBasl peyb, €€ BO3MOXHOCTU M HENOCTATKH B

3aKpEIUICHUU u nepeaaye uHpopmanuu.
[IpenMeTHBI W 3HAKOBBIM CHOCOOBI Tepenavyu
COOOIIIEHU. ITonsarue «CII0Cc00»

JNOKyMeHTupoBaHus.  Mcropudeckuii  Xxapakrep
JOKYMEHTOB ¥ JOKYMEHTHPOBaHHUS.  OTalbl
Pa3BUTHS CITIOCOOOB TOKYMEHTHPOBAHUS.
HaueprarenbHpiii crmoco0 3akperieHus U mepeaadn
uHpopmanuu.  TekcToBoe  JOKYMEHTHPOBaHHE.
[Mukrorpaduyeckoe NMHCbMO U €ro OCOOEHHOCTH.
Jlororpaguueckoe  nuceMo  (maeorpaduueckoe
MMCbMO), €ro JIOCTOMHCTBAa U  HEIOCTAaTKH.
[Ipumenenune MUKTOrpauIecKoro "
jJororpaMueckoro mNHCbMa B HAcTOSIIEe BpeMmsl.
CroroBoe nuceMo. Bo3HukHOBeHHE (DOHETHYECKOTO
(OyKBEHHOTO0) MHUCHMA.

Pa3Butne rpaduKu PYCCKOTO 1ChMa.




Crenorpadus. [Tpumenenue TEKCTOBOTO
JTOKYMEHTUPOBAHHUSI.

Texnuueckoe  nokymeHTHpoBaHue.  OCHOBHbBIE
TPYNIIBI  TEXHUYECKOW  JIOKyMEHTAaluu. Bujsl
TEXHUYECKUX TOKYMEHTOB. O0IacTu NpUMEHEHHUs
TEXHUYECKOTO IOKYMEHTHPOBAHHUSI.
doTon0KyMeHTHpOBaHUe. 3HadeHue Qororpadun
Kak cnocoba ¢ukcanuu nHpopmanuu. [Ipumenenue

(hOTOIOKYMEHTOB.

KuHonokyMeHTHpOBaHUE. [Tonsarue
«KUHOJOKYMEHT. Buast KHUHOJIOKYMEHTOB.
Buneosamnuce.

@doHOOKYMEHTHpOBaHUE.  Ero  ocoOeHHOCTH,
o0JacTu MPUMEHEHHUS.

JlokymMeHTHUpOBaHUE c MIPUMEHEHUEM

MH(OPMALIMOHHO-TIOTHYECKUX MAIIKH.
CoBpeMeHHbIE  CIOCOOBI  JIOKYMEHTHUPOBAHUSA C
WCII0JIb30BAHUEM HOBBIX TEXHOJIOTHUH.
2.4.MartepuaiibHbIe HOCUTENU HH()OPMAITIH
Hocurenu undopmanuu. /IpeBHeiiine marepuansl
s mucekMa Matepuanel st nucbMa B Ilepenneit
A3un (KIMHONMCHBIE Tabmuuku). M3roroBinenue u
IpUMeHeHue mnanupyca. Vcnonb3zoBanue — uid
MMchMa  mepramMeHTa, OepecTbl M JAPYrux
MaTepUajIoB. N3o0perenne Oymaru, ee
JIOCTOMHCTBa,  OOYCIOBUBIIME  IOBCEMECTHOCTb
pacnpocTtpaHeHus. BopsiHble 3Haku (puiurpasn).
CpenctBa M opyausi NUCbMa M HX BJIMSHUE Ha
pasButue rpaduKy NucbMa.

Marepuansl 11 TEXHUYECKOTO JOKYMEHTHPOBAHUSI.
Marepuansl st POTOKHMHOJOKYMEHTHPOBAHUSI.
Buneorpammel. Marepuaisl s
(hOHOJOKYMEHTUPOBAHUS. Kommbrorepusie
HocuTenu  uWHpoOpManuu. BrausHue  HOCUTENS
vHpOpMaluid Ha JOJITOBEYHOCTh M CTOMMOCTH
JIOKYMEHTA.

Pasnen 3 Ilpusnaku nokymeHTa

3.1. OpuruHaIbHOCTH JOKYMEHTA

[lonaTne  opurvHaja, TpPU3HAKA  OPUTHMHAJIA.
YMHOXEHHBbIE OpUTHHANBI. UepHOBUKU U OETIOBUKU
TEKCTOBBIX JOKYMEHTOB. ABTorpadsl. Pemaxiuu.
OpuruHanbl KUHO U (OTOJOKYMEHTOB. OpUTHHAIBI
(hOHOJTOKYMEHTOB. OpuruHansl  TEXHUYECKHX
JOKYMEHTOB, OPUTMHAJI 2JIEKTPOHHOT'O JTOKYMEHTA.
[Tonsatne «mognmuHHUK». [loIMHHBIE U TOI0KHBIE
JOKYMEHTHl. Buapl Qanbcudukanum J0KyMEHTOB.
Qanpcudukanus  comepkanus.  VHTepmomsims
danbcudukanys cocTaBa y10CTOBEpeHHs, OJ1aHKa.
3.2. KonuiHOCTh JOKYMEHTa

[TonsaTus «xonus». Mcropuueckoe pa3BUTHE KOIUM.




Buabsl  xomuii, ompexaenseMble  CIOCOOOM  HX
BocnpousseneHus. Konuu, paznuuumeie 1o crnocody
ux ynocroBepenus. Ilopsnox odopmieHHus KOMUA.
IOpunnueckas cwna korwmid. Jlyomukar.

Paznen 4 CtpykTypa JOKyMEHTa

4.1. ®opMynsp TOKYMEHTA U €r0 COCTABHBIC YaCTH
[Tonsitue «pexkBu3uT». [loCTOAHHBIE U IEPEMEHHBIE
pexBu3uThl. lloHATHEe «popmymnsipa TOKyMEHTa».

Ocobennoctu bopmyisipa JIOKYMEHTOB,
MOJTyYCHHBIX Pa3INIHBIMH criocobamu
JOKYMEHTUPOBaHUS (TEKCTOBBIMH, MAIIMHHBIMH,
KHHO-, ¢dhoto-, ¢dhoHo-, TEXHUYECKUMH).

WNHnuBunyanbHbIN u TUIIOBOM bopmysip
nokymenrta. @opmynsip — oOpasel, ero 3agadd B
yHA(UKAIUU TPeOOBAaHUH K PEKBU3UTAM JJOKYMEHTA
U UX PACIIOJIOKEHHUIO.

4.2. Co3nanue W pa3BUTHE TPAIUIHOHHON (HOPMBI
JIOKyMEHTA

®opmyiisip TekcToBOro aokymenta XVI - XVII BB.
Binusaue Tpaauuuii M 3aKOHa Ha CKJIaJbIBaHUE
dopmyisipa noxkymenta. Crnenudrika 0003HaAUYCHUS
HavMEHOBAaHMS BUJIa JOKYMEHTA, YKa3aHUE aBTOpa U
cocraBuTeNsl JoKymMeHTa. OOo3HaueHue ajapecara.
OcoOeHHOCTH JAaTHPOBKU JOKyMeHTa. Mecto u
XapakTep IMOANUCEH JOKYMEHTa, «CIIpaBb» H
«IPUIIHCH», aBTOpPCKas MOANKMCH. Buael mneuateil.
OtmeTkn Ha JOKYMEHTaXx. TpagunuonHo
CIIO)KUBLIAACA CTPYKTypa TEKCTa U OCOOEHHOCTH
U3JIOKEHUSI ~ COJEpXKaHUS  pa3IUYHbIX  BUJOB
JIOKYMEHTOB.

®opmyisip TekctoBoro nokymenta XVIII B.
3aKOHOAATENbHBIE W  HOPMAaTHUBHBIE aKThl O
COCTaBJICHUH U O(hOpPMIIEHUHU JOKYMEHTOB. Bnusiaue
UEpapXUH «BIACTEH M MECT» Ha pa3BUTHE BUAOB U
paszHoBuaHOCTeH. OO03HaUEHNE aBTOpa U €r0 MECTO
B (hopMyJIsIpe TOKyMEHTA.

Texct nokymenrta. Ponb 3akoHOAATENBHBIX aKTOB
XVII B. B yHM]UKaAIMU TEKCTa ONpPEAeTCHHbIX
BUJIOB JOKYMEHTOB. IIMCbMOBHMKHM, COOpPHHUKHU
00pa3loOBBIX TEKCTOB. 3arojlOBOK K TEKCTY, €ro
HazHaueHue u mecto. Ckpemna. Ileyatn u mpaBuna
10JIb30BaHus UMU. OTMETKH, UX BHJIbl, HA3HAYCHHE
1 MecTO B hopMyJIsipe.

®opmyissp TekcToBOro nokymenta XIX - Havama
XX BB.

Pernamenranus 3aKOHOAATEIbHBIMU aKTaMu
MOpAJIKa COCTaBIEHUS U O(QOPMIIEHUS TOKYMEHTOB
O06o3HaueHue BUA, aBTOPA JOKYMEHTOB, X MECTO
B hopmyssipe. [losiBenue 6manka.

OCOOEHHOCTH ~ aJpecoBaHUsl  JOKYMEHTOB U
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opopmnenue pmatel. V3MeHeHue B MOpSIKE
opopmieHus  MOANUCH  Pa3IUYHBIX  BUJOB
nokymeHTOB. IIpocraBieHune mneuarei. Xapakrep
OTMETOK Ha JIOKyMEHTaXx.

CrtpyKTypa TeKkcTa JOKYMEHTA.
OOwmerocynapcTBeHHas yHU(UKALUSA JOKYMEHTOB U
CTPYKTYpbI TEKCTOB.

4.3. @opmynsap YIpaBIeHYECKOr0 JOKyMeHTa XX-
XXI BB.

Bonpocbl  1OKyMEHTHUpOBaHMs, COCTaBJICHUS U
oopmieHrsT JOKYMEHTOB B 3aKOHOJATENbHBIX U
HOPMATHUBHBIX aKTaX. YHU(QUKaLUS JOKYMEHTOB.
Bnyrpusunosas yHu(DUKauS. PasBurue
YHU(UKAIMU W CTaHJApTU3alUM  JIOKYMEHTOB.
l'ocynapcTBeHHble  cTaHIApThl Ha  JIOKYMEHTHI.
OCoOeHHOCTH OpPraHMU3aLMOHHO-PACTIOPAUTEIbHBIX
JIOKYMEHTOB. I'OCT P 7.0.97-2016
«Opranu3aliOHHO-PaCHOPsIUTEeIbHAs
nokymeHrtamus. TpeboBanms K  odopmieHuio
JIOKYMEHTOBY. PexBu3uTHI JIOKYMEHTOB,
nepeuuncinsemble B «lIpaBunax 1enonpou3BOACTBA B
(benepanbHBIX OpraHax HCHOJIHUTEIBHOM BIacTU» U
“MeTonMuecKuX peKOMEHJAIus 10 pa3padoTke
MHCTPYKLHUH 110 JIeIONPOU3BOACTBY B (perepanbHbIX
OpraHax MUCHOJHUTEIbHONU BIACTH .

bnank noxymenta. Buapl OnankoB. CoctaB OnaHka,
MOPSAJIOK  PACIIOJIOKEHHUSI PEKBU3UTOB B OJaHKe.
bnanky ¢ yrioBbeIM U IPOJIOJIBHBIM PACIIOIOKEHUEM
pexBu3UTOB. IlpaBuna KOHCTpyHpoBaHUS OJaHKa.
bnanku ¢ n3obpakxeHUeM rocydapCTBEHHOTo repoa
u repOa cyObekTa deaepau.

ABtop  nokymenrta.  [lopsgok — o0o3HadeHus
HAaUMEHOBAaHMs OpraHU3alMU-aBTOpa JOKYMEHTA.
CropaBouHble JaHHBle 00 aBTOpe, HMX COCTaB,
pasMenieHre Ha  OiaHke.  ABTOpBI  JIMYHBIX
nokyMeHToB. Iloammce, mnewyatb Kak IPU3HAKH
aBTOpa.

Bun nokymenta, ero pazsutue. Buasl JOKyMEHTOB,
orpeesnseMble 3aKOHOJATEeIbHBIMU u
HOPMAaTUBHBIMM akTaMu. CBS3b BHAOB JIOKYMEHTOB
n  GyHKUMA  yhnpaBieHHs. — YKa3zaHue  BUAA
JIOKYMEHTa, €r0 MeCTO U Ha3HaueHue B (opmyJsipe
JOKYMEHTA. 3aBUCUMOCTb (JOPMBI JOKYMEHTA OT €ro
BHJA.

O6o3nauenue aapecata. IlpaBuna HamucaHus
ajipecata U MECTO yKa3aHMA ajpecaTta B GOpMyIsipe
JOKYMEHTA. Otpaxxenue  cdepbl  AeHCTBUS
JOKyMeHTa B ero azapecare. [lopsnok odopmieHus
JIOKYMEHTa C HECKOJbKMMHM ajapecaTamu. llopsaok
o(opMIIeHHsI TOYTOBOTO a/Ipeca.

Jlata  nokymeHta.  3Haue€HUE  JATUPOBAHMS
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JNOKyMeHTa. ABTOpckHE  JaThl  (COCTaBJIEHHE,
MOJIIMCAHNE), aThl, OTHOCSIIUECS K COJEPKAHMIO.
JlaTel, xapakTepusyloliue syeMeHTa (opmyIsipa.
Jatsl 00paboTKu JIOKYMEHTOB. [Topsimox
odopmIIeHHUS JaT.

CocraB ynocroBepeHust AOKyMeHTOB. HasnaueHue
noAnucaHus  AokymeHTtoB. IlpaBuna moanucu
JOKYMEHTOB  pa3JIMYHbIX  Kareropuil.  Mecto
noanucu B (GopMmylsipe TOKyMEHTa. DJIEKTPOHHAs
noanuch. OTMeTka 00 3JIEKTPOHHOM MMOAIUCH.
Ilewatm w wux Ha3HadyeHwe. Buael 1eyaren.
I'ocynapcrBenHas repboBas 11€YaTh.
3aKOHOJATEIBCTBO 00 U3TOTOBJIEHUU u
IIOJIb30BaHUM TnevarssMu. llopsgok mnpocraBieHUs
OTTHCKA [I€YaTH Ha JOKYMEHTaX.

YTBepxkaeHue JIOKYMEHTOB. CriocoOsl
yrBepkaenus. CocraB  rpuda  yTBEpKICHHA,
NOpsAI0OK ero odopmiieHus, MecTo B (opMmyisipe
JIOKYMEHTA.

CornacoBanue poxkymenta. Ilopsmoxk u  Buabl
cornmacoBanusi. Busbl u rpud cormacoBaHus, HX
oopmienue, mecto B hopMyJsipe TOKyMEHTA.
OtmeTku Ha 1oKyMeHTax. VX poiib B IPOXOXKAECHUN
U UCIOJHEHUM JIOKyMEHTa, MecTo B (opMyJsipe
nokymeHTta. Oco0oe Ha3HAYEHHE  PE30IOLHU
(ykazaHus 1o VICTIOJIHEHUIO JOKYMEHTA).
TpeboBanue K coxepKaHUIO U O(POPMIICHHUIO.
OTmMeTKM O B3ITHM [JOKYMEHTa Ha KOHTpOJb,
WCIIOJIHEHUU JIOKYMEHTA U Jp.

4.4. Tekct noOKyMeHTa

[loHsiTHE «TEKCT JOKYMEHTa» NPU Pa3IUYHbBIX
criocobax JOKYMEHTHUPOBAHHS. Cuenapuii
MOArOTOBKU JIOKyMeHTa. CojepxaHue MpPOCThIX U
CJIOKHBIX IOKYMEHTOB.

[opsnox U3JI0KEHUS TeKCcTa JIOKYMEHTA.
TpeboBanust  4€TKOCTM M SCHOCTHM  TEKcTa
nokyMmeHTa. Jlornueckas  CTpyKTypa  TEKCTa.
B3aumMocBs3p coiepxaHus U (QOpPMBI JTOKyMEHTA.
®dopmanuzanus TeKCTa JOKYMEHTA.

OnemeHTl  Tekcta.  [loHATHE  «3arojgoBOK»
(HaMMeHOBaHUE JIOKYMEHTA). Haznauenue
3arojoBKa, €ro MecTo B (opMyispe IOKyMEHTa
[IpuiioskeHus K TEKCTY U MOPSIIOK UX 0hOPMIICHHS.
4.5. Yandukanms TeKcTa J0KyMEeHTa

YHudukanus T0KyMeHTa Kak OJTHO W3 HaIpaBICHHUI
ero COBEpLICHCTBOBAHUS. [Ipennoceinku
yHUpUKaIuu. Metoa yHHUpUKaIUH.

YHuUKanMsg  CTPYKTYpbl  TEKCTa.  DJIEMEHTHI
dbopmammzanuu.  DoOpMaTM30BaHHBIM  XapakTep
TEKCTOB YYETHOM JOKYMEHTAlMH. YHHUpHUKaIus
S3BIKOBBIX cpeicTB. POopMbl YHUDUKAIIMK: TUIIOBO,




12

TpadapeTHbIid TEKCTHI, TAONUIA, aHKeTa, rpadukw,
JUarpamMMmel.

Paznen 5 Cucrembl 1OKyMEHTaLMKU

5.1. CxnangpIiBaHWE CUCTEM JIOKYMEHTALIMHU

Ilonsatne «cucrema poxkymeHrauum». IIpuszHaku
CUCTEMBI JOKYMEHTALUU. OcHoBaHus
KJIAaCCU(UKALIUN CUCTEM JOKYMEHTAIUH.
Hctopuyeckass 00yciaOBIEHHOCTh (HOPMUPOBAHHUS
cucteM JoKyMeHTanuu. CHCTeMbl JOKYMEHTAIMU
YUPEKICHUN JOpeBOIIOIMOHHONW Poccum.

Pa3Butue crucreM NOKyMEHTAllMd HAa COBPEMEHHOM
srane. KauecTBeHHble U3MEHEHUsI COCTaBa U
COJIepKaHUsl CUCTEM JOKYMEHTAIINH.
l'ocynapcrBenHas cucreMa JIOKYMEHTAaLUH.
OyHKIIMOHATbHBIC CHUCTEMBI JIOKYMEHTAIUH,
BEJIOMCTBEHHBIE CUCTEMBI WJIM OTPACIIEBBIE CUCTEMBI
JIOKYMEHTAIIUU U UX B3aHUMOCBS3b.

5.2. YHuuuupoBaHHbIE CUCTEMBI JOKYMEHTAIIUN
[Tonstue «YHUPUITUPOBAHHAS cucrema
nokyMeHTaruuy. Pa3paborka yHUUIIMPOBAHHBIX
CUCTEM JJOKYMEHTAIIUH - HOBBIA dTal B YHU(DUKAIUA
W CTaHJApTU3alUU JOKYMEHTOB. XapaKTepHUCTHUKA

YHU(DUITUPOBAHHBIX CUCTEM JOKYMEHTALUU.
I'ocynapcTBeHHBIE CTaHJAPThI Ha
YHU(UITUPOBAHHEIE CUCTEMBI. OnpiT

MEXyHApOAHOHN cTaHAapTU3aLUU T0KYMEHTOB.
[IpoexTnpoBanue YHUQUIUPOBAHHBIX bopm

JIOKYMEHTOB. Merton coJiepKaTeIbHOM U
(dhopManbHON YHUPUKAIIH.
Perucrpanus YHU(DUIUPOBAHHBIX bopm

TOKyMeHTOB. [lopsimok BBeneHUs B JICCTBUE
YHU(DUIUPOBAHHBIX (OPM JOKYMEHTOB. AJBOOMBI
($hopM yHUPUIMPOBAHHBIX IOKYMEHTOB.
PernameHTranus coctaBa BHJOB U Pa3sHOBUIHOCTEH
JIOKYMEHTOB  OIPEAEIEHHOTO0  KOMIUIEKca IO
3ajayaM ynpanieHus. Tabenb GopM JOKYMEHTOB.

Paznen 6 OpranuzaiuoHHO-
pacropsiAuTeIbHbIC u
MH(}OPMaLlMOHHO-CIIPABOYHbIE
JIOKYMEHTBI

YHudumupoBanHas  CUCTeMa  OpraHU3AI[MOHHO-
pacnopsauTensHOM JoKyMeHTaruu. OcoOeHHOCTH
CUCTEMBI, €€ COCTaB.

OpranuzanvoHHsle  JOKyMeHTHL.  [lomoxenws,
YCTaBBI, PETJIAMEHTHI, HHCTPYKIIUH, TIPABHJIA U JIp.
TpeboBaHUsI K KX COCTABICHHUIO ¥ O(OPMIICHHIO.
Pacnopsigutensubie  nokymeHThl. [locTaHoBneHus,
peIlIeHuUs, PUKA3bl, PACTIOPSIKCHHUS, YKa3aHUs U JIp.
[Topsimok ux coctaBiaeHus: U 0GOPMIICHUS.
NudopmaninoHHO-CIIpaBOYHbIE JTOKYMEHTBI: aKTHI,
CIIPaBKH, JTOKJIATHBIE W OOBSCHUTEIBHBIE 3alHCKH,
MUChMa, TelerpamMmsbl, TenegoHorpammbl.  Ux
COCTaBJICHHE B O(DOpPMIICHHE.

OcobenHoctu odopmIIeHUS JIESITETbHOCTH
KOJIJICTHAJIBHBIX OPTaHOB.
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Paznen 7  CoBepiieHCTBOBaHUE
JIOKYMEHTAIMOHHBIX TPOIIECCOB

7.1. PernamenTanus MPOLIECCOB
JOKYMEHTOOOpa30BaHHS
HeobxonuMocTh peryiMpoBaHus npoiiecca

JTIOKYMEHTOOOpa30oBaHus. BhIACHEHHE U YCTpaHCHUE
IPUYMH HEONPABJAHHOIO BO3PACTAHUS BHJIOBOIO
pasHoOOpa3ust | KOJIMYeCTBa  JOKYMEHTOB.
VYcranoBneHue 000CHOBAHHBIX KPUTEPUEB CO3AAHUS
JIOKYMEHTOB. DakTOopHbl, ONPEACIISIIOIINE
HEOOXOIUMBI KOMIUIEKC JOKYMEHTOB. Tunusammus
dhopm JIOKYMEHTOB. Pazpabotka Hay4YHBIX
KOHIICTIIMI MeXoTpacieBoil yHupukanuu (opm
yIpaBJICHUYECKUX JTOKYMeHTOB. Co3ngaHue OaHKOB
JIAaHHEIX.

[IpaBoBOE peryiupoBaHue nporecca
JOKYMEHTOOOpPa30BaHHUS. dopmbl MIPaBOBOTO
PEryJIUpOBaHHUSL.

7.2. Hcnonp3oBaHuMe HOBBIX TEXHOJOTHH B
JIOKYMEHTUPOBAHUU

Brusinue BHenpeHus BBIYMCIWTEILHON TEXHUKH Ha
oOpaszoBaHHe JIOKYMEHTOB. JlokyMeHT B

anekTpoHHo  ¢opme. [Ipobrema  mpaBOBOTrO
peKHMa JOKYMEHTa, CO3JaHHOTO B 3JIEKTPOHHOM
¢dhopme. OCOOCHHOCTH COTJIACOBAHUS W ITOIMHCAHUS
AIIEKTPOHHBIX JOKYMEHTOB.

OcobenHoctu CO3/1aHUS u oopmnenus
JOKYMEHTOB Ha KOMIIBIOTEPE: HUCIIOJIb30BaHUE 0a3
JaHHBbIX, CO3JaHUC HIa6J'IOHOB, TEKCTOBBIC
pEeAaKTOpBl, CIOBapH, IPOBEpKA TPAMOTHOCTH U
opdorpadumu. CoBpeMeHHOE MpOrpaMMHOE
obecrieueHue.

Pa3Butne cuctembl  mepegauud  HHpOpMaLMH
Bo3MmoxkHOCTH ~ ©€3/10KyMEHTHOTO oOMeHa

nH(popManyen B yripaBiIeHHH.

Pasznen 8. Haywyno-uctopuueckas u
IIpaKTHYECKast LIEHHOCTh
JIOKyMEHTA

[loHsATHS: «LIEHHOCTh JOKYMEHTa», «3IKCHepTHU3a
LIEHHOCTN». BozHukHOBEHUE AKCIEPTU3BIL.
BripaboTka TNPUHIUIOB H KPUTEPUEB OLIEHKH
LIEHHOCTU JOKYMEHTOB.

BHemHss W BHYTpPEHHSIE KPUTHKAa JOKYMEHTOB.
AHanu3 aBTOPCTBA, BPEMEHU, MecTa
BO3HUKHOBEHHUHU JOKYMEHTAa. AHalIM3 COACpXKaHUS
JOKYMEHTA. JlocToBEpHOCTH u LIEHHOCTh
JIOKYMEHTA.

JIoOKyMeHTBI C TIOBTOpsIOIICHCS uH}OpMaIuei.
Buast MOBTOPSIEMOCTH: TyOJIeTHOCTb,
MOTJIOLIEHHOCTh, CYMMHPOBAaHHME, BapHAHTHOCTbD,
pedepupoBanue. Oo6mue 3aKOHOMEPHOCTH,
ONpENENAOMNE BO3HUKHOBEHHE JOKYMEHTOB C
MOBTOpAOLIEHCS nHpOpMalneH.

3HAYMMOCTh  SIBJICHWH, COOBITHH, (akToB B
MEPBUYHBIX u BTOPUYHBIX JIOKYMEHTaXx,
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COOTBETCTBHUE COJIEpKAIEHCS B HUX HH(OpMAINUU
OCHOBHBIM WJIH  BCIIOMOTATEJIbHBIM  (YHKIUSM
YUPEKICHUS. IOpunaeckas cuiia ITHUX
JOKYMEHTOB. Xapakrep IIOBTOPSIEMOCTH,
MEPUOJUIHOCTh 00pa30BaHUs JOKYMEHTOB.
Br10opouHas orjeHKa JOKYMEHTOB.

CrenuanpHple  KPUTEPUU  OLEGHKH  HAy4YHO-
texuudyeckoi gokymeHtanuu (HT). Wzydyenue
BHYTPEHHETO COCTaBa JOKYMEHTa MO mpobiemam
(temam) m MozaemsiM (KOHCTPYKIHSM) 3HA4YCHHUE
HayYHO-TEXHUYECKOH uaeHu. 3HAYUMOCTh OOBEKTa
JUIST DKOHOMHKH. YHHKAIBHOCTh COOPYXCHHS WU

KOHCTPYKIIUH.
Kputepun neHHoctH KUHO(OTOHOHOIOKYMEHTOB.
OcobeHnoctu OLIEHKHU MalInHOYUTAEMBIX
JOKYMEHTOB.

Pa3znen 9. Kommuiekcobl TOKyMEHTOB

[lonsATHe «koMmIUIeKca IOKYMEHTOB». llepBuuHbIe
KOMIUIEKChI TEKCTOBBIX JIOKYMEHTOB M WX BH/IBI.
KoMriekcpl TeXHUYECKUX U KHHO(OTOJJOKYMEHTOB.
CroxHEIe KOMIIJIEKCHI. Ioustus
«IOKYMEHTaJbHBIN» U  «apXUBHBII»  (QOHIBL
Kommiekcer JIOKYMEHTOB YUpEKACHUN,
OpraHu3alMii ¥ CTPYKTYPHBIX MOJpa3JeieHU.
JIngnnie boHabL. ITousarue «KOJIJICKIIHSY
JNOKyMeHTOB. [loHsTHE «apXUBY.

4. O0pa3oBaTe/ibHbIC TEXHOJOTHH

O6pa3OBaTCJ'IBHBIe TCXHOJIOTHH

Ne/Ne | HaumenoBanwue paznena Bunet  yue6HBIX | OOpa3zoBaTenbHbIE TEXHOIOTUN
3aHATHI
1 [Ipenmer, conepkanue, | Jlekmus 1-2. BBonas mexims
3a/1a4M Kypca
CamocrosrensHas | [loaroroska K 1eKIUU
pabota
2 Hcrounnku u nurepatypa | Jleknus 3-4 Jlexuus-Bu3yanu3anus C
1o Kypcy MPUMEHEHHUEM CIIalA-TTPOEKTOpa
CamocrositensHas | [loaroroBka k jgekuuu:
pabora — MOHHUTOPUHI 3aKOHOJATENbHBIX H
HOPMAaTHUBHO-METOANUYECKUX
HCTOYHUKOB 10 JJOKYMEHTOBEJACHUIO
C MHCIIOJIb30BAaHMEM IIPAaBOBBIX 0a3
JTAaHHBIX;
U3y4YeHHE JOKYMEHTOBEIUECKOM
yueOHOW 1 HAyYHOMU JIUTEpaTyphl
3 JlokymeHT, ero ¢yHkuuu, | Jleknus 5-6 Jlexuus-Bu3yanu3anus c
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NOHATUS  JIOKyMEHT W MPUMEHEHHEM CIIalI-TIPOEKTOpa
nHpopMmanus JlaGopaTopHoe
3aHsTHE | HMuckyccus
CamocrosrensHas | [TonrotoBka Kk J1a00patopHOMY
paborta 3aHATHUIO
4 Crioco6b1 Jlexuus 7-8 [Ipobnemuas nexkuus
JIOKYMEHTHUPOBAHUS U
MatepuaibHble HocuTenu | JJabopaTopHoe Huckyccus
uHpopmanuu 3aHATHE - 2
CamocrosarensHas | [TonrotoBka Kk 1a00patopHOMY
paborta 3aHATHUIO
5 [Ipu3sHaku nokymenTa: | Jlekmus 9 AHanmuTuyecKast JIeKIus
OpPUTHHAIILHOCTb, CamoctosrensHas | [loaroroBka K JeKuu
MO/VIMHHOCTh, KOMUHWHOCTH | paboTta -
6 Qopmynsip nokymenta u | Jlekmus 10-14 Jlexumst ¢ pa3b0OpoM KOHKPETHBIX
€ro  COCTaBHBIE  YaCTH. CUTyaluin
Uctopus pasButus | JJaboparopHoe
dbopmysipa TOKYMEHTA: 3aHsTHE — 3-6 MounutopuHr  JIOKyMeHTOB  17-20
16-17 Beka, CaMocTosTeIbHasA | BEKOB
18 Bek, pabora [MonrotoBka K  J1abOpaTopHOMY
19 Bek, 3aHATHIO
20 Bex [ToaroroBka K 3auety
7 ®opmynsp coBpeMeHHoro | Jlekmus 15 Jlexums-Bu3yanu3anus c
yIPaBIECHYECKOTO MPUMEHEHUEM CIIal-TIPOeKTOpa
JOKYMEHTA! npaBuia
oopmienus pekBusuToB | JJabopaTopHoe MOHUTOPUHT 3aKOHOJATEIbHBIX H
3aHsATHE — 7-8 HOPMAaTHBHO-METOJIUYECKUX  aKTOB
o JOKYMEHTOBEJICHUIO C
WCTIOJb30BAaHWEM  TIPAaBOBBIX  0a3
JTAaHHBIX;
OtpaboTka TPAKTUYECKUX HABHIKOB
CamocrosrenbHas | 0pOpMIIEeHHS PEKBU3UTOB
pabora -
IlonrotoBka Kk  J1a0OpaTOpHOMY
3aHATHUIO
8 TpeboBanuss k  Tekcry | Jlekius 16 -17 Jlexuus-Bu3yann3anus c
JOKYMEHTA; MPUMEHEHHUEM CIIaiI-TIPOEKTOpa
YHuduxanus tekcTa | CamocTosITeNbHAS
JIOKYMEHTA pabora - [ToaroroBka K JEKIIUN
9 Cucremsl gokymenrtanu; | Jlexmus 18-19 Jlexuus-Bu3yanu3anus C
CKJIaJIbIBAHNE CHCTEM, MPUMEHEHHUEM CIIaiI-IPOeKTOpa
YHUPUITUPOBAHHBIE
CHCTEMBI JOKYMEHTAIIH CamocrosrenbHas | [ToaroToBka K jgeKmun
pabota
10 OpranuzanyoHHbIE, Jlexums 20-23 Jlexuus-Bu3yanu3amnus c
pacropsauTeIbHbIe U MPUMEHEHHEM CIIaliI-IIPOeKTOpa

MH(OPMaLMOHHO-

JlabopaTopHoe
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CIIPaBOYHbIC JOKYMEHTBI 3ansaTue 9 - 15 Hcnonws3oBanue kenc-merona

CamocrositensHas | [logroroBka kK J1abopaTopHOMY

paborta 3aHATHUIO
11 CoBepIIeHCTBOBAaHHE Jlexuus 24
JIOKYMEHTAI[MOHHBIX [IpoGnemHuas aexius
IIPOILIECCOB,
HCIIOIL30BAaHHUE HOBBIX
UH(GOPMAIIMOHHBIX Camocrostenbaadg | [ToaroroBka K JIEKIIUA
TEXHOJIOTHI B | pabota
JIOKYMEHTHPOBAHUU
12 Kommuiekcsl  gokymenTos; | Jlekmus 25 [TpobnemMHuas nexmus

HayuHno-ncropuueckas u
npakTudeckas  LeHHOcTh | JJabopatopHoe e | Ilocemenne — apxuBa,  M3y4eHUe
JIOKyMEHTA 3aHsTue 16 CJIO’KHBIX KOMIUIEKCOB Ha IPAKTUKE

CamocrosrensHas | [TonrotoBka Kk  1abopatopHOMY
paborta 3aHATHUIO
[TogroroBka k 3K3ameHy

B nepuon BpeMEHHOT0 NPUOCTAHOBJICHUS IOCELICHUS 00YYaOIMMHUCS IOMEIEHUH U TePPUTOPUU
PITY ngnsa opraEm3amuyd ydeOHOTO TIpollecca € TNPUMEHEHHWEM DJIEKTPOHHOTO OOydeHus |
JUCTAHIIMOHHBIX ~ 00pa3oBaTEeNbHBIX  TEXHOJIOTMH  MOTYyT OBITb  HCIONB30BAHBl  CIEAYIOIINE
00pa3oBaTeIbHbIC TEXHOIOTUH:

— BUEO-JIEKIIUH;

— OHJIAMH-JIEKIINY B PEKUME PEATbHOTO BPEMEHH;

— DJICKTPOHHBIE YUEOHUKH, YUEOHBIC 1TOCOOUs, HAYUHbIC M3JaHUS B DJIEKTPOHHOM BHUJE U
JOCTYT K HHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM peCypcaM;

— CHUCTEMBI JIJIs1 SJICKTPOHHOTO TECTUPOBAHUS,

— KOHCYJIBTALIMH C UCTIOJIb30BAHUEM TEJIEKOMMYHHKAIIMOHHBIX CPE/ICTB.

5. OneHka IAHUPYEMBIX Pe3yJabTATOB 00y4eHus!

5.1. CucremMa olleHUBAHUSA

dopMa KOHTPOJIA Makc. KoJIn4ecTBo 6ayI0B
3a onny|Bcero
paboty

Texymuit KOHTPOJIb:
- onpoc 5 6anoB 15 GamnoB

-0yu1 -KOHTpOJIbHAs paboTa (Tembl 2) |15 OamioB
45 Oamos
- KOHTpoJIbHast paboTa (Tembl 4) 15 Gannos
- ONTUII-KOHTpPOJIbHAS padoTa (TemMa 6)
- UTOroBas KOHTpOJIbHAs pabota (Temsl|1l5 GanioB
1-6)
ITpomesxyTouHas arrectanus 40 6annoB
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(3aueT) (Tembr 1-6)

Htoro 3a cemecTp 100 6amnoB
- ompoc 5 6amos 10 6annos
- TecrupoBanue (Tema 7) 20 6amtoB

- KOHTpOJbHas padora (Tema 9) 10 6amnoB

-UTOrOBasi KOHTPOJIbHAsE pabora (Tembl|20 OGamioB 50 6anoB
7-12)

[Ipomexxyrounas arrectanus (dk3ameH)|40 6awtoB 40 6amioB
(Temsr 1-12) 100 GayoB
Hroro 3a cemecTp (AMCIUTUIMHY)

[TosrydeHHBIH COBOKYITHBIN Pe3yabTaT KOHBEPTUPYETCS B TPAIUIIMOHHYIO IIKATY OI[CHOK H
B IIKaJTy OIEHOK EBpormeiickoii cucteMsl nepenoca u HakoruieHus: kpenutoB (European Credit
Transfer System; nanee — ECTS) B coOoTBeTCTBHM ¢ TaOIUIIEH:

100-6amnpHast TpamonHas mxana [kaia
nIKasa ECTS
95-100 A
8304 OTIINIHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D

50 55 YIIOBJIETBOPUTEIHHO E

20— 49 FX
0_19 HEYJIOBJICTBOPHUTEIHLHO HE 3a4TCHO =

5.2.Kputepun BbICTABJIEHHS OI[EHKH O IMCUHUILINHE

bamnsl/ Ouenka no | Kpurepuu onieHkH pe3ynbTaToB 00y4eHHs [0 JUCIUIUIMHE

Mkana ECTS | qucuuninuze

100-83/ «OTIUIHOY/ BricraBnsiercst  oOydaromemycsi, €cid OH TIIyOOKO |

AB «3aYTEHO NPOYHO  yCBOWJI TEOPETUYECKHMH W  TIPAKTHYECKUN
(oTIHM4HO)»/ MaTepuaj, MOXKET MPOJAEMOHCTPUPOBATh ITO HA 3aHATHUAX
«3aYTEHO» U B XOZI€ IPOMEXXYTOYHOH aTTeCTallNH.

OOyuaromuiicsi MCYEPITBIBAIONIE M JIOTHYECKH CTPOMHO
M3naraeT yuyeOHbI MaTepuai, yMeeT YBS3BIBAaTh TEOPHIO C

MPAKTUKON,  CHOpaBJIIETCS C  pEIICHUEM 3amad
npodeccnoHaNbHON HAmpaBIEHHOCTH BBICOKOTO YPOBHS
CJIOKHOCTH, IMpaBUJILHO 000CHOBBIBAET IIPHUHATEIC
pelIeHuUs.

CBoOoaHO OPUEHTHUPYETCSI B yaeOHOH 71

npodeccroHabHOM TuTEpaType.

OrneHka Mo JUCHUIUIMHE BBICTABISAIOTCS 00YyYaromeMycs C
y4€TOM  PE3ynbTaTOB TEKyIIEW MW  IPOMEKYTOYHOHN
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Bamnel/
HIxkama ECTS

Orenka o
IUCLIUILUINHE

Kputepun onieHkH pe3ynbTaToB 00y4eHHS 10 JUCIUIUTHHE

aTTeCTalUu.
Komnierennuu, 3aKpEIUIEHHBIE 32 JIMCUUIUIMHOM,
c(hOpMUPOBAHBI HA YPOBHE — «BBICOKUI».

82-68/

«XOPOLIO»/
«3aYTECHO
(xoporo)»/
«3a4TCHO»

BricraBnsiercss  oOywaromemycsi, €cId  OH  3HAeT
TEOPETUYECKUN U IPAKTUYECKUIA MaTepHall, PaMOTHO H 110
CYLUIECTBY M3JaraeT €ro Ha 3aHiATHSIX M B  XOJAE
IIPOMEXYTOYHOM aTTecTaluu, HE TOIYCKas CyLIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics MNpaBWIBHO TNPUMEHSET TEOPETUUYECKHE
MIOJIOKEHHUS NP PELIEHMHM  IPAaKTUYECKUX  3aj]ad
npoeCCUOHALHON  HANpaBIEHHOCTH PA3HOTO YpPOBHS
CIIO’)KHOCTH, BJIaZICET HEOOXOAMMBIMH JIJISl 3TOTO HABBIKAMH
U OpUEMaMU.

JlocTaTOYHO XOpOILIO OPHUEHTUPYETCS B Y4YEOHOH W
npogeccuOHaAILHOMN JINTepaType.

OmneHka Mo JUCHUIUIMHE BBICTABISIOTCS 00YYaIOIMEMYCS C
y4€TOM  DPE3yJabTaTOB TEKyIed M  IPOMEXYTOUYHOHU
aTTeCTalUu.

Komnerennuu,  3akpelsiéHHele  3a  JUCLUUIUIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIUII».

67-50/
D,E

«yJIOBJICTBOPH-
TEIbHO»/
«3a4TEHO
(ymoBneTBOpHU-
TEIILHO)»/
«3aUTEHOY

BeicTaBisiercss oOyuarolieMycs, eciid OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETHYECKUM M IPAKTHYECKUM Marepua,
JIONYCKAET OTAEJbHbIE OMIMOKUM IPU €ro H3JI0KEHUM Ha
3aHATUAX U B XOJ€ IPOMEXKYTOYHOU aTTECTALINH.
OOyuaromuiicss UCHBITHIBAET ONpeNeNEHHbIE 3aTPyIHEHUS
B IIPUMEHEHUN TE€OPETHUYECKUX MOJOKEHUM IIPU PEIICHUH
MPAKTUYECKHX 3aJ]ad MPOoPeCcCHOHAIbHON HapaBIEHHOCTH
CTaHAAPTHOIO YPOBHS CJIOKHOCTH, BIIJICET
HEOOXOAMMBIMU JUIsI 3TOr0 0a30BBIMM HAaBBIKAMH U
NpUEMaMHU.

JleMOHCTpHUpYeT JOCTaTOYHBIM YpOBEHb 3HaHUS y4eOHOIl
JIUTEPaTypHl 110 AUCLUILIVHE.

OrneHka Mo JUCHHUIUIMHE BBICTABISIOTCS 00Y4arOIEMYCs C
y4€TOM  PE3yJNbTaTOB TEKyIIEH W  IPOMEKYTOUYHON
aTTeCTaluu.

Komnierennuu, 3aKpEIIEHHBIE 32 JIMCUUIUIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBINY.

49-0/
F.FX

«HEYIOBIICTBOPHUTE
JIBHOY/
HE 3a4TEHO

BeicraBnsiercs oOydwaromemycsi, €ClIM OH HE 3HaeT Ha
0a30BOM YpOBHE TEOPETUYECKMH M  TMPaKTHYECKHl
MaTtepuain, JOMycKaeT TrpyOble OIIMOKKM TpU  €ro
U3JI0)KEHUN Ha 3aHATHSIX U B XOA€ IPOMEXKYTOUHOU
aTTeCTallUH.

OOyuaronuiicss UCHBITHIBAET CEPbE3HBIC 3aTPyIHEHHS B
MPUMEHEHUH TEOPETHUECKUX IMOJIOKEHUH TpU pEeUIeHUH
MPAKTUYECKHX 3aj]ad IPOoPecCHOHATbHON HANpaBIeHHOCTH
CTaHJAPTHOTO  YpPOBHSA  CJIOKHOCTH, HE  BJaJeeT
HEOOXOJAMMBIMU JIJIsl 3TOTO HAaBBIKAMU M IPUEMaMHU.
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Bammer/ Orenka no | Kpurepuu orieHkr pe3yabTaToB OOYUICHHUS 110 TUCIUTUTHHE
HIxkama ECTS | nucuuniaune

JleMoHCTpUpYeT  (parMEeHTapHblE 3HAHHS  y4eOHOM
JIUTEPATYPhI [0 JUCLHUIUIUHE.

OreHKa MO JUCIHUILIMHE BBICTABIBIFOTCS 00y4aromeMycs ¢
y4€TOM  PE3yJIbTATOB TEKYyIIEd M  IMPOMEKYTOYHOU
aTTeCTalluu.

KomrniereH1ium Ha ypoBHE «IOCTaTOYHBIN», 3aKPETUIEHHBIE
3a TUCIMIUIMHOMN, HE CHOPMHUPOBAHHI.

5.3. OueHovHble cpeacTBa (MaTepHaJbl) AJs1 TEKYIEro KOHTPOJISl yCIeBaeMOCTH,
NMPOMEKYTOYHOM aTTecTAlMU 00y4aloNIUXCS M0 TUCHUILIHHE (MOAYJIIO0)

Ilepeuens 6onpocos Kk KOonmponvbHoil pabome no meme 2.

Yem 3aHMMaeTCs Hay4yHas JUCLUIIIMHA JOKYMEHTOBEACHHUE?

C KakuMu Hay4YHBIMU JUCLUHUIIIIMHAMU CBSI3aHO JJOKYMEHTOBEIeHUE?

HazoBuTe 3aK0HOATENBHBIE AKTHI, PErYJIUPYIOLIUE BOIIPOCHI TOKYMEHTUPOBAHMS.
IlepeuncivTe HOPMAaTUBHBIE IPABOBBIE AKTHI, PETYJIUPYIOLIUE BOIPOCH! JOKYMEHTHPOBAHUS.
JlaiiTe XapaKTepuCTUKY HOPMAaTUBHO-METOANYECKUM JOKYMEHTaM I10 ACJIONPOU3BOACTBY.
HasoBute yueHbIX, HCCIEAYIOMMX BOIIPOCH! JOKYMEHTOBEICHHUS.

Ilepeuens 6onpocoe k KORmpobHOU padome no meme 4.

Kakue Bbl 3HaeTe criocoObl JOKYMEHTUPOBAHUS?

[Tepeuncnure 3Tanbl pa3BUTHs TEKCTOBOTO JOKYMEHTHUPOBAHUS, CPABHUTE UX MEX]Y COOOM.
Pacckaxxute 06 0cOOEHHOCTAX TEXHUYECKOTO IOKYMEHTUPOBAHUS.

B uem 3akiouatoTcsi 0cOOEHHOCTH KMHO, GOTO ¥ (POHOTOKYMEHTUPOBAHUS?

CpaBHMTE M3BECTHbIE BaM CIIOCOOBI JOKYMEHTHPOBAaHUS MeEXAy Cc0O0O0H, Ha30BUTE HX
MPEUMYIIECTBA U HEJOCTATKH.

JlaiiTe XapaKTepHCTUKY MaTepUaIbHBIM HOCUTENSAM HH(DOPMAIIUKN U CPAaBHUTE UX MEX]y COOOH.

Ilpumepol 61uy-KoHmponbHbIX pabom no meme 6
Kakue o6panienust ObUTM IPUHATHI B KOHKPETHBIM HCTOpUYECKUil mepuo?
(IPOBECTH CTPEIKH)

XIX Bek TOBAPHUILLY

CoBeTckuii mepuos NBany NBanoBuuy

90-e rompr XX Beka MusocTuBOMY Tocyiapro
CoBpeMEHHOCTh TOCIIOUHY

Kaknmu uToroBeiMu (hpazaMu 3aKaHIMBAIIOCH CITY)KEOHOE MUCHMO B KOHKPETHBIH HCTOPUIECKUI
nepuoa?
(poBecTH CTPETKU)

XVI, XVII Beka C r1y0oUYalIuM MOYTEHUEM
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XIX Bek C YBaXXEHUEM
CoBerckuii nepuoa C KOMMYHUCTUYECKHUM IIPUBETOM
CoBpeMEHHOCTh I{ape rocynapb, CMHITYICS, TIOKATYH

Ilepeuens 6onpocoe Kk umozo6oit KOHmpoLHou padome Ne 1

JIOKYMEHT M €ro MeCTO B CUCTEME YIIPaBJICHHUS.

3aKoHOJaTeTIbHBIE MPABOBbIE AKThI, PETJIAMEHTUPYIOLIHE CO3/1aHue U OPOPMIICHHE JOKYMEHTOB.
HopmaTtuBHO-MeTOAMUYECKHE aKThl, ONpEAEIAIoIINe MOPAIOK CO3JaHusd U odopMieHus
JIOKYMEHTOB.

JIOKyMEHTOBEICHHE KaK Hay4Has JUCUUIUIMHA W €€ CBfA3b C JPYIMMHM Hay4YHBIMHU
JUCLHUIIIIMHAMU.

[TousTue «HPOpPMALUA» U €r0 Pa3BUTHE.

[lonsiTHE «JIOKYMEHT» U €70 PA3BUTHE.

Cas13b MH(OPMAIUK U TOKYMEHTA.

OO0mme u yacTHbIE PYHKIIUN JOKYMEHTA.

CriocoObl TOKyMEHTHPOBAHUS U UX Pa3BUTHE.

TexcToBO€ JOKYMEHTUPOBAHKE U JTAIIbl €T0 PA3BUTHS.

[Tuktorpammsl. [Ipumenenne nuKTorpaguuecKkoro NucbMa CeroiHsl.

Jlororpammsl. Mcriosnb3oBaHue J10rorpaMM CEroIHs.

TexHnuecKkoe JOKyMEHTUPOBAaHKE. BUbI KOMIUIEKCOB TEXHUUECKOHN TOKYMEHTALIUH.
doronokymentupoBanue. [lossienne, pa3BuTHe, NpUMEHEHHE.

Kunonoxkymentuposanue. [lossnenue, passutue. Buneosanuce.

®onookymeHTupoBanue. [losBienue, pa3BuTue, NpUMEHEHHE.

Marepuan it fokymeHTHpoBanus. Ero passutue.

[TopymaaMKY 1 konuu. Bunel konuit. I1opsok y1ocTOBEpEHUI KONTUH.

dopmyisip fokymeHTa. Tunosoii popmyssip, popmyisip-odpaszer.

PasButne popmymnsapa nokymenta B XVI-XVII BB.

®opmysap nokymenrta X VIII B.

Dopmyisip TekcToBOro nokymenta XIX- nayana XX BB.

Ooépa3zuvt mecmos no meme 7

Bomnpoc 1

Bu3za odunmanbHOro 10KyMeHTa 3T0:

A) peKBM3HUT JIOKYMEHTA, BBIPQXAIOLIUI corjacue WiIM HECOINacusi JODKHOCTHOIO JIMIA ¢
CoJIepKaHNUEeM JIOKyMEHTa

b) Haamuch Ha JOKyMEHTE, CAETaHHAas JOJDKHOCTHBIM JIMIIOM W COJEpIKallas MPHHATOE UM
peleHue

B) nmoanucanue 10KyMeHTa €ro COCTaBUTEIEM

Bompoc 2

Bussl npocrasnsiores:

A) pabOTHHUKOM, TI€YaTaBUINM JIOKYMEHT
b) paboTHHKamMK cBOEW opraHu3aiu

B) paGoTHuKamMu Ipyrux opraHu3anuil

Bomnpoc 3
B kakue pekBU3UTHI JOKYMEHTA J1aTa BXOAUT KaK COCTaBHasl 4acTh?
a) rpu@ yTBEpKICHHS B) MIOJMHCH

6) BH3a CorjiaCoBaHusd F) pe30Ironua
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Bonpoc 4

OO0umii G1aHK JOKYMEHTA BKJIIOYACT B CEOS CIEAYIONINE PEKBU3UTHI:

A) uzobpaxenue repba, sMO0IeMbl, MECTO Ul pa3MEILeHHs] Ha3BaHUs BHJA JIOKYMEHTa, MECTO
JUIS AaThl 1 HOMEpa JTOKYMEHTA, MECTO COCTaBIICHUS

b) uzobpaxenue rep0da, sM0sieMbl, HAUMEHOBAHUE OpPraHU3alMK aBTOPA, MECTO JIJIsl pa3MeIleHUs
Ha3BaHUS BHUJIA IOKyMEHTA, MECTO JUIA JaThl 1 HOMEpa JOKYMEHTA, MECTO COCTaBJICHUS

B) uzobpaxenue repba, sM01eMbl, HAUMEHOBAHNE OPraHU3ALUU ABTOPA, MECTO JJIsl pa3MElIeHUs
Ha3BaHUs BUJA JJOKYMEHTA, CIIPAaBOYHBIC JaHHBIE 00 OpraHM3aluu, MECTO JUIA JAThl U HOMEpa
JIOKYMEHTa, MECTO COCTaBJICHUS

Bomnpoc 5

Kakue u3 mepedncieHHbIX TOKYMEHTOB TPEOYIOT YTBEPKICHUS?
A) ycraB b) mtatHoe pacniucanue B) mpukassl

I') noxnaauspie 3anucku Jl) JOMKHOCTHBIE MHCTPYKIIUN

Bompoc 6

TurnoBoii hopmMyJsip PUKa3a COACPKUT CICAYIONINE PEKBU3UTHI:

A) repb6 (»MmOnemy), HaMMEHOBAaHWE OpPraHU3alMU-aBTOPA, CIPABOYHBIE JaHHBIE 00
OpraHu3aliii, HaMMEHOBaHHE BHJIa JOKYMEHTa — IPHKa3, JaTy, HOMEp, MECTO COCTABIICHHS,
3aroJIOBOK K TEKCTY, TEKCT, MOAIMUCH, BU3bI COTIIACOBAHHS

b) rep6 (3mOnemy), HAaMMEHOBaHUE OpPraHM3AlMU-aBTOpa, HAUMEHOBAaHUE BHJAA JOKYMEHTa —
NpUKa3, JaTy, HOMEp, MECTO COCTaBIICHHS, 3aroJIOBOK K TEKCTY, TEKCT, MOJIHCh, BH3BI
COTJIACOBAHUS

B) rep6 (3mbnemy), HAaMMEHOBaHUE OPraHM3alMU-aBTOPA, HAUMEHOBAHME BHUJA JIOKYMEHTa —
NpUKa3, J1aTy, HOMEp, MECTO COCTABIICHHMSI, 3ar0JIOBOK K TEKCTY, TEKCT, MOJIUCH, NIeUaTh, BU3bI
COTJIACOBAHUS

Bomnpoc 7

B ynpaBneHueckoi mpakTHKe MPUMEHSIOT CIEIYIOIINEe BUIbI OJIaHKOB:
A) OnaHK uchbMa

b) 6maHk KOHKpETHOTO BHJIa TOKYMEHTA

B) o6mmit 61ank

J1) 6:maHk Qu3ndecKkoro JuIa

Bomnpoc 8

JlokyMeHTUpOBaHuE 3TO:

A) mipoliecc IBMKEHUSI IOKYMEHTOB B OpraHu3aIiuu

b) 3anuce nHbopMaIuu Ha pa3IMUHbIX HOCUTENSIX MO0 YCTAHOBJICHHBIM MIPaBUIIaM
B) coznanue qokymeHTOB

') paboTa ¢ foKyMeHTaMH

Bomnpoc 9

K oprannzanmoHHbIM TOKYMEHTaM OTHOCSTCS:

A) ycraBbl 0) mpaBWiIa  B) aKThl T) MPUKa3bl ) MHCTPYKLUHU
Bompoc 10

['ep6oBoii meuaThio (TIeUaThI0 OpraHU3aI1H) 3aBEPSIOT:
A) rapaHTHiiHbIe TUChMA 0) IPOTOKOJIBI 3aCEAAHNUN B) MPUKA3bI
') noroBopsl 1) TPy1OBBIE KHUKKH
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Bompoc 11

DopmyIisip TOKyMEHTa 3TO:

A) Habop pexkBU3UTOB O(PUIMAIBHOTO MUCHBMEHHOTO JOKYMEHTA, pAacloJIOKEHHBIX B
OIpeIeNIEHHON MOCIIe10BATEIbHOCTH

B) nopsiiox 06paboTKu TOKYMEHTOB

B) MuHUMaIIBHBIN 351eMEHT 0OPMIICHUS JJOKYMEHTA

Bomnpoc 12

WNudopmannoHHO-CIIPaBOYHBIN JOKYMEHT 3TO:

a) JlokymeHT, coaepkamuii nuHbpopManuio o (pakTUIECKOM MOJO0KEHUH /I, KOTOPBIA CIY>KUT
OCHOBAHMEM JIJIsl IPUHSTHUS PELICHUI

0) JloxymeHT, opraHu3yromui padoTy yUpeKIeHUs

B) JIokyMeHT, B KOTOpOM 3a(pMKCHPOBAHBI PACIIOPSKEHUS PYKOBOJCTBA

r) JlokyMeHT, GUKCUPYIOLIUH AeITeIbHOCTh KOJUIErHaJbHOTO OpraHa

Bomnpoc 13

bnank ¢ nuzo0paxxeHreM rocyaapcTBeHHoro repdba Poccuiickoit @enepanuu MOTYT UMETh:

a) JIroOast opranu3anus, 3aperucTprupoBaHHas Ha TeppuTopun Poccuiickoit denepanun

6) Kommepueckas ¢pupma, 3apeructpupoBanHas Ha Tepputopun Poccuiickoit @enepanuu

B) YupexJieHus U opraHu3anuy, ykazanisle B KonctutynuonHom 3akone «O repde Poccuiickoit
denepaunn»

r) YupexxaeHus 1 oprauusanuu, ykazanusle B Koncrturyuu PO

Bompoc 14

K pexBu3uTaM, NpUAAIOLIIUM JOKYMEHTY IOPUIANYECKYIO 3HAYUMOCTb OTHOCSITCS :

a) repo PO

b) otmeTka 0 mocTymnieHuH JOKyMEHTa

B) NOJINHKCH

I') aBTOp JOKYMEHTa

[TepeueHp BOpPOCOB K KOHTPOJIBHON padoTe 1o Teme 9

Yro Takoe yHU(UKALUSA TOKYMEHTOB?

[aiite onpeneneHne CUCTEME TOKYMEHTAMHT

Yro Takoe yHU(DUIIUPOBAHHbBIE CUCTEMbI JOKYMEHTALIUHU, HA30BUTE UX.

Kakue Buabl JOKYMEHTOB BXOJSAT B COCTaB YHU(PHUIMPOBAHHOW CHUCTEMBbl OpraHU3allMOHHO-
pacopsiAUTENbHON JOKYMEHTAIUH.

Ilepeuens 6onpocos Kk umoz060it KOHmMpoabHOU padome Ne 2

[TonsATHS «yHUDUKALUA» U «CTAHJAPTU3ALM TOKYMEHTOB.

Pa3ButHne yHudukauuu u crangaptuzanuu JokyMeHToB Bo Il monoBune XX B.

I'OCT P 7.0.97-2016. Ero conepxanue, 3HaUCHHE.

TpebGoBaHus K KOHCTpyHpOBaHUIO OnaHkoOB. Bunpl OnankoB. BiaHku npeanpusatuil pa3inuyHbIX
¢dbopM COOCTBEHHOCTH.

PekBU3UT «HauMEHOBaHKME OpraHU3alMU-aBTOpa TIOKYMEHTa», TpEOOBaHUS K HEMY.

PexBU3UT «cripaBOYHbIE JaHHbIE 00 OPraHU3aAIMH-aBTOPE TOKYMEHTa», €r0 COCTAB.

PekBu3uT «aapecary», ero 3Ha4yeHNE U COBPEMEHHbIE TPeOOBaHUS K OOPMIICHHUIO.

Hatel. TpeboBanus kK UX 0()OPMIIEHHIO; 1aTa KaK COCTaBHAs 4aCTh JIPYTUX PEKBU3UTOB.
PeKkBU3UT «perncTpallioOHHBIA HOMEP JOKYMEHTA», €ro 3Ha4CHHUE.

PexkBU3UT «cChUIKA HA PETUCTPALMOHHBIA HOMEpP W JaTy JOKyYMEHTa», KOorja U TI/ieé OH
MPOCTABJISIETCS.

[Topsiok cornacoBaHUs JOKyMEHTOB ¥ 0()OPMIIEHUS] BHYTPEHHETO U BHEIIHETO COTIaCOBaHUS
[Topsimok yTBep:KaeHUS TOKYMEHTOB, BUbI YTBEPKACHHUS.

[Topsinok moanucanusi JTOKyMEHTOB.
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[TeyaTh Kak peKBU3UT JOKYMeHTa. Ha Kakux JOKyMEHTax MpOCTaBIISIETCS repOoBast mevath.
CoctaB ynocroBepeHus: H0KyMeHTOB. IIpaBuna odopmieHHs PEKBU3UTOB, YAOCTOBEPSAIOIINX
JIOKYMEHT.

OTMeTKH Ha TIOKYMEHTe, UX 3HaYeHue U 0hOpMIICHHE.

Pezomonus. E€ 3nauenue. TpeboBaHus, MPEABSBIIEMBIC K PE30TIOIUH.

PekBU3UT «0TMETKa 00 UCIIONHUTENIE», €T0 3HAUCHHUE.

PexBu3uTHI, Npuaaronye JOKyMEHTY IOPUIUYECKYIO0 3HAUMMOCTbD.

YHubukanusa Tekcra J0KyMeHTa.

Tpadapernabie TekcThl. MeToarKa pa3padOTKH.

CnocoObl mpencTaBieHUs] YHUGUIUPOBAHHBIX TEKCTOB (aHKEThl, TaOMuUIbl, TpadapeTHbie
TEKCTHI).

OO6mure TpeOoBaHUS K TEKCTY IOKYMEHTA.

AJTOPUTM MOATOTOBKU JJOKYMEHTA.

DNEeMEHTHI TEeKCTA: 3ar0JI0BOK, IPUIIOKEHUS, TPEOOBAHUS K HUM.

JlunrBucTHYECKHE OCOOCHHOCTH TEKCTOB CIY>KEOHBIX IOKYMEHTOB.

[TonsiTHEe «CUCTEMBI IOKYMEHTALIUNY, PA3BUTHE CUCTEM.

[TonsiTHe «yHU(DUIUPOBAHHBIE CHCTEMBI JOKYMEHTAILIAN.

Hasnauenue, onpenenenue u cocra Y COP/I.

TpeOGoBaHMsI K COCTaBICHHUIO ¥ O()OPMIICHHIO OPTaHU3AIIMOHHBIX JIOKYMECHTOB.

TpeGoBaHus K COCTaBICHHIO H O(OPMIICHHUIO PaCIOPSIUTEIBHBIX JOKYMEHTOB.

TpeboBaHMsI K COCTABICHUIO U O()OPMIICHUIO TIPUKA30B.

TpebGoBanusi K COCTaBICHHIO W OGOPMIICHHIO OOBSICHUTEIBHBIX M JOKJIAQJHBIX 3alHUCOK
(BHEIIHUX U BHYTPEHHUX).

TpebGoBaHMsI K COCTaBICHHUIO M OQOPMIICHHIO CIPABOK (BUIbI CIIPABOK, CIPABKU BHEIIHUE U
BHYTPEHHUE).

TpeGoBaHusI K COCTaBICHHIO  O(OPMIICHHUIO aKTa.

TpeGoBanus K COCTaBICHHUIO U 0OPMIICHHUIO CITY>Ke€OHOTO MuchMa. Pa3HOBUTHOCTH THCEM.
TpebGoBaHMs K COCTaBICHHIO M O(OPMIICHHUIO TellerpaMM.

OcoOenHoctu hopmysipa TesneoHOrpaMMBbI.

AJNTOpUTM TOATOTOBKM M TPOBEIAEHUS COBEIIaHUS. J(OKYMEHTBI, CO3/laBaeéMble B IIpoliecce
MOJATOTOBKU COBEIIAHUS.

TpebGoBaHMsI K COCTaBICHHIO U O(OPMIICHHIO MPOTOKOJA.

[ToHsiITHE KOMILIEKCOB IOKYMEHTOB. [IepBUYHBIE KOMIIEKCHI TEKCTOBBIX JOKYMEHTOB.

[ToHsITHS «TOKYMEHTAIBHBIN QOHI» U «apXUBHBIN GoHI». X paznuuue.

CroxxHbIe KOMITIEKCHI. BeIOMCTBEHHBIE apXUBHI.

Crnoxnble KoMIUIeKChl. ['ocynapcTBeHHbIe apXHUBbl. CETh TOCY1apCTBEHHBIX apXUBOB.

[loHATHA «IIEHHOCTh JOKYMEHTa», <OKCHEPTH3a LEHHOCTHW». BO3HUKHOBEHUE, pa3BUTHE
AKCIIEPTHU3BI.

[IpuHUUIIBI, KPUTEPUU SKCIEPTU3BI LIEHHOCTU JOKYMEHTOB.

Ilepeuens 60npocos K ycmuomy IK3ameHy no 6cemy Kypcy

[lepedyens BOMpOCOB AJis MOATOTOBKH K 3K3aMEHY 10 AUCHUIUIMHE “‘/{oKkyMeHTOBeaeHue”
JIOKyMEHT M €T0 MECTO B CUCTEME yIPABIICHHUS.

3aKOHBI ¥ MHBIE HOPMATHBHBIE TIPABOBHIE aKTHI, PETJIAMEHTUPYIOLIUE co3/laHue U odopmiieHue
JIOKYMEHTOB.

HopmartuBHO-MeTOAMYECKHE JTOKYMEHTBHI, OMPEISISIIONINE TMOPSAIOK CO3MaHusl U odopmiieHus
JTOKYMEHTOB.

JlokyMeHTOBeIeHHe KaK Hay4yHas JUCHUIUIMHA W €€ CBS3b C JPYTMMH Hay4YHBIMHU
JTUCITUATIITHHAMM.

[TonsiTrie «uHPOPMAITUSI» U €TO pa3BUTHE.
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[ToHsiTHE «JIOKYMEHT» U €70 PAa3BUTHE.

Cas13b MH(OpMAILUK U JOKYMEHTA.

OO0ume n yacTHbIe (PYHKIIUHN JOKYMEHTA.

Crioco0Obl TOKyMEHTHPOBAHUS U UX pa3BUTHE.

TexcToBOe JOKYMEHTUPOBAHUE U JTAIIbl €TI0 PA3BUTHS.

[TukTorpammsl. [Ipumenenne NuKTOrpauuecKkoro NUcbMa CeroiHsl.

Jlororpammsl. cnonps3oBanue J0rorpaMm CEroIHs.

TexHHUYECKOE TOKYyMEHTHPOBAaHHUE. BHUbI KOMIIIIEKCOB TEXHUYECKON JOKYMEHTALIUH.
®doronokymentupoBanue. [lossienue, pa3BuTue, IPUMEHEHUE.

Kunonoxkymentuposanue. [losBiaenue, pa3Butue, IpUMEHEHHE.

®dononokymentupoBanue. [lossienue, pa3BuTue, IpUMEHEHUE.

Marepuan st fokymeHTHpoBanus. Ero passurue.

ITomymuaMky 1 konuu. Bunel konui. 11opsaIok y1oCcTOBEPEHUI KOIUI.

®opmyisip fokymeHTa. Tunosoii popmyssip, popmyisip-odpaszer.

Passutue gpopmyisipa noxkymenta B XVI-XVII BB.

®opmyisap nokymenra X VIII B.

Dopmyisip TeKCTOBOro 1okymeHnTa XIX- nayana XX BB.

[TousaTus «yHUUKAUA» U «CTaHAAPTU3ALMSD TOKYMEHTOB.

I'OCT P 7.0.97-2016. Ero copepkanue, 3Ha4€HHME M BO3MOXHOCTH HCIOJB30BaHUS B
COBPEMEHHBIX OpraHU3aLMSIX.

IIpaBuna nenonpon3BOJCTBA B TOCYIaPCTBEHHBIX OPraHax, OpraHax MECTHOIO CaMOYIIpaBJICHUS
(conmeprkaHue, 3HaU€HUE U BO3MOXKHOCTH UCIOIB30BAHUA).

Metoanueckiue pPEeKOMEHAAIUK 10 pPa3paboTKe WHCTPYKIMH TI0 JIEJONPOM3BOJACTBY B B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIMpaBJieHHUs (COJepXaHHUE, 3HAUEHUE U
BO3MO>KHOCTH MCIIOJIb30BAHMUS).

[TpumepHas MHCTPYKLUS MO AEIONPOM3BOACTBY B TOCYNAapCTBEHHbIX opranmsanusax 2018 r.
(comepxkaHue, 3HaYCHUE U BO3MOKHOCTH MCIIOJIb30BAHMUS).

CocraB pexkBu3uTOB O61aHKkoB. Knaccugukanus 01aHKOB.

PexBu3uT «HanMeHOBaHNE OpraHU3alluu-aBTOpa T0KYMEHTa», TpEOOBaHUS K HEMY.

PexBU3UT «cripaBOUHBIE JaHHBIE 00 OpraHU3alMU-aBTOPE JOKYMEHTa», €ro COCTaB.

PexBusut «agpecary», ero 3HaueHUE U COBPEMEHHbIE TPEOOBaHUS K O(POPMIICHHUIO.

Hatel. TpeboBaHus K UX 0()OPMIIEHHIO; 1aTa KaK COCTaBHAs 4aCTh JIPYTUX PEKBU3UTOB.
PexBHU3UT «perucTpaiMOHHbIA HOMEDP JTOKYMEHTa», €ro 3Ha4eHUE.

PekBU3NT «CChIIKA Ha PETUCTPALIMOHHBIM HOMEpP M JaTy JOKyMEHTa», KOrJAa W TIE OH
IIPOCTABJISIETCSL.

[Topsiok cornacoBaHus JOKYMEHTOB M 0()OPMIIEHUS] BHYTPEHHETO U BHEITHETO COTJIaCOBAHUS
ITopsinok yTBEpKIE€HUS JOKYMEHTOB, BUJbl YTBEPKICHMSL.

[Topsimox monamucaHusi JAOKYMEHTOB. OJIEKTpOHHass moanuch. OTMmeTka 00 3JIEKTpOHHON
MIOAIINCH.

IleyaTh KaKk peKBHU3UT JOKYMeHTa. Ha Kakux JOKyMEHTax MPOCTABIIETCS OTTUCK I1EYaTH.
CocrtaB ynocroBepeHHst TOKyMeHTOB. [IpaBuia odopmiieHHs PEKBU3UTOB, YJOCTOBEPSIOMINN
JIOKYMEHT.

OTMeTKH Ha TIOKYMEHTe, UX 3HaueHue U ohopMiIeHuE.

Pe3omtonus. E€ 3nauenue. TpeGoBanus, MpeIbsBIseMbIe K PE30JIIOLHH.

PexBHU3UT «0TMETKA 00 MCIIOIHUTEINEY, €T0 3HAYCHHE.

PekBU3UTHL, MpUIAIOLINE TOKYMEHTY FOPUINYECKYIO 3HAUUMOCTb.

YHudukamus Tekcta JgokyMeHTa. CnocoObl MpeacTaBieHHs YHU(PUIHMPOBAHHBIX TEKCTOB
(aHKeTbI, TA0NMIIBI, TpadapeTHbIE TEKCTHI).

OO6ue TpeOOBaHUS K TEKCTaM YIPABICHUECKUX JOKYMEHTOB.

ANTOPUTM MOATOTOBKH JJOKYMEHTA PacloOpsAIUTEIbHOIO JOKYMEHTA.

DJIeMEHTHI TEKCTa: 3aroJI0BOK, IPHIIOKEHHS, TPEOOBAHHS K HUM.
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[TonsaTHE  «CHCTEMBI  JTOKyMEHTALIMW», pPa3BUTHE CUCTEM JOKyMeHTauuu. lloHsTHe
«yHU(GUIUPOBAHHbIE CHUCTEMbl JIOKyMEeHTauuu». Ha3nauenue, omnpelneneHue M COCTaB
YHUGHUIUPOBAaHHON CHCTEMBI OpPTraHU3AIIMOHHO-PACTIOPSIINTEIEHONW JOKYMEHTALHH.
TpebGoBaHusi K COCTaBICHUIO U O(DOPMIIEHHIO OPraHU3alMOHHBIX JOKYMEHTOB (IIOJIOKEHUE,
yCTaB, HHCTPYKIUS, PETJIAMEHT, IITATHOE PACIUCAHNUE).

TpebGoBaHusi K COCTaBJICHHIO U O(DOPMIICHUIO PACHOPAIUTENBHBIX JOKYMEHTOB (IIPHUKAa3,
pacropsiKeHue, peleHne, HOCTaHOBJICHUE, IPOTOKOM).

TpebGoBaHusi K COCTaBICHUIO U O(DOPMIIEHUIO OOBSICHUTENBHBIX, JOKJIATHBIX U CIYKEOHBIX
3aIUCOK.

TpeGoBaHMsI K COCTABJICHHUIO U 0()OPMIICHUIO CIIPABOK (BHJIBI CITPABOK).

TpeOGoBaHMsI K COCTaBICHHUIO i O()OPMIICHHIO aKTOB.

TpeGoBanus K cocTaBiIeHUIO U 0POpMIIEHHUIO ciay)ebHoro nuckMa. Kimaccuduxanus ciyxeOHbIx
MIUCEM.

AJTOpPUTM TOATOTOBKM M TPOBENCHHUS COBeIIaHus. JJOKyMEHTHI, co3JaBacMble B Ipoliecce
MOJrOTOBKH COBEIIIAHHUS.

TpebGoBaHMsI K COCTaBICHHIO U O(OPMIICHHIO MPOTOKOA.

[ToHsATHE KOMIUIEKCOB IOKyMEHTOB. [IepBUYHBIE KOMITJIEKCHI TEKCTOBBIX JIOKYMEHTOB.

CrnosxHble KOMILIEKCHI IOKYMEHTOB. [IOHATHSA «IO0KYMEHTAIbHBIN (QOHI» U «apXUBHBIA (HOHI.
WX pasnuuue.

Homenknarypa gen.

IIpu3Haku 3aBeeHus aei.

6. YueOHO-MeTOMUYeCKOEe M1 MHPOPMALIMOHHOE O0ecneueHmne
TUCUMILIMHBI

6.1. CnuCcOK HCTOYHMKOB U JIUTEPATYPbI

O0s3aTeNbHbIE HCTOYHUKHA

®denepanbHbIi  KOHCTUTYIIMOHHBIM 3akoH oOT 25 pgekadbpss 2000 1. Ne 2-OK3 «O
I'ocynapctBenHom repbe Poccuiickoit denepanuny // [DnextporHsiii pecypc]. — M., 2019. —
Pexxum nmoctyma: http://www.consultant.ru/document/cons_doc LAW_29674/.

Oenepanbubiii  3akoH PO or  27.07.2006 1. Nel49-®3 «O6 wunHpopmanuy,
MH(POPMALIMOHHBIX TEXHOJIOTUAX U O 3ammTe MHpopManun» // [DnekTpoHHBIH pecypc]. — M.,
2019. — Pexxum nocryma: http://www.consultant.ru/document/cons_doc LAW 61798/.

Oenepanbubiii 3akoH 0T  06.04.2011 Ne 63-®3 “O06 o»nekTpoHHOM mnoamucu” //
[DneKTpoHHBIH pecypc]. — M., 2019. — Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons doc LAW 112701/

®enepanbubiii 3ak0H 0T 01.06.2005 Ne53-d3 «O rocymgapcTBeHHOM si3bike Poccuiickoit
Oeneparuny  //  [OnekTpoHHbli  pecype]. — M., 2019. — Pexum nocryma:
http://www.consultant.ru/document/cons_doc_LAW 53749/

[lpaBuia [enONpPOM3BOJACTBA B TOCYIApCTBEHHBIX OpraHax, OpraHax MeECTHOTO
camoytpasiieHus, y1B. [Iprka3om Pocapxuba ot 22.05.2019 Ne 71 // [DnexTpoHHbBIH pecypc]. —
M., 2021. — Pexxum noctyna: http:// https://base.garant.ru/72291836/.



http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_53749/
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Mertoandyeckne pEeKOMEHAAIUK 10 pa3pabOTKe WHCTPYKIUH IO JEJIONPOU3BOJICTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MeCTHOTO caMoyIpasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 // [DnextponHnsiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

IIpumepHas MHCTPYKLUA MO AEIONPOU3BOJACTBY B TOCYJAPCTBEHHBIX OpraHU3alusaX, yTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Dnextponnsriii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc_LAW_ 305137/.

I'OCT P 7.0.97-2016. HauuwonanwHbiii ctangapT Poccuiickoit ®epepanuu. Cucrema
CTaHJapTOB 1O HHPOPMAIMK, OMOIUOTEUHOMY W H3AATENIbcKoMy aeny. OpraHu3armoHHO-
pacnopsiiuTeNbHas JoKyMeHTalus. TpeboBaHus K 0(hOPMIICHHIO TOKYMEHTOB // [ DIIEeKTPOHHBII
pecypc]. - M., 2019. Pexum JIOCTyna:
http://www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P HCO 15489-1-2019 HamwonaneHblii cTanmapt Poccuiickoit ®Denepanuu.
Cucrema craniapToB 1o uHpopMaIu, ONOIMOTEYHOMY U H3AaTeNbekomy neny. Madopman3us
U JOKyMeHTalus. YuparieHue jgokymeHtamu. Yacte 1. Tlomsatus u npuHuunel. //
[DnmexTpoHHBII pecypcl]. — M., 2021. Pexum JIOCTYTIA: http://
http://www.consultant.ru/document/cons_doc_LAW_ 329486/ .

I'OCT P 7.0.8-2013 [denonpou3BOACTBO M apXMBHOE AeyI0. TepMHHBI U ONpECICHHUS. -
[DJ1eKTpOHHBIN pecypc]. - M., 2019. Pexum JOCTyIa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

Jluteparypa
OcHoBHas

beikoBa T.A. JlokyMeHTallMOHHOE oOOecIieueHne yIpaBieHus (JeTOmpOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebnoe nmocooue/ T.A. beikosa, T.B. Ky3Hnenosa. -2-¢ u3a. nmepepad. u
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. — Pexum JOCTYyIIa:
http://znanium.com/go.php?id=942800/

I'moroBa C.A. BO3HUKHOBEHHE U TEHJECHIIMH PAa3BUTHS PACHOPAIUTEILHON JOKYMEHTALMH
B Poccuu B gopeBomonnonnslii nepuos // Bectauk PITY. 2014. Ne2. [DnekTpoHHSbIH pecypce]. —
M., 2019. — Pexum gocryma: https://www.rsuh.ru/upload/main/vestnik/daizi/\VVestnik-
2_14.pdf#page=70.

Kykapuna IO.M. CoBpeMeHHbIE OpraHW3allMOHHBIE M PETJaMEHTHBIE JIOKYMEHTHI:
¢ynkuuu u paznosuHocTH // BectHuk PITY. 2016. Ne2. [Qnexkrponnslit pecypc]. — M., 2019. —
Pexum J0CTyMa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik_daizi%202(4)-16.pdf.

KYKapI/IHa IOM COCTaB YIAOCTOBCPCHHUA MAOKYMCHTA:. OT IIPOHIJIOI0 K HACTOAIIIEMY H
oynymemy// Bectauk PITY. 2014. No2. [Onextponnsrii pecypc]. — M., 2019. — Pexxum goctymna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=128.

JlonosHuTENbHAS


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
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JBoenocoBa I'.A. CenekTuBHBIA O0TOOp IOHATHS «IOoKyMeHT» // Bectnuk PITY. 2016.
No2. [DnexTpoHHbIH pecypc]. - M., 2019. - Pexxum JlocTyna:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71.

6.2. [lepeuyeHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAINMOHHOM CeTH
«HHTepHEeT»

["apant [OnekTpoHHbIl pecypc]. — DnekTpoH. naH. — M., cop. 2013. — Pexxum nocrymna:
http://www.garant.ru.

KoncynbranT [lmtoc [DnekTponHsIi pecypc]. — DnekTpoH. naH. — M., cop. 2013. — Pexum
nocryma: http://www.consultant.ru.

6.3. IIpogeccnonaibHbIe 0a3bl JAHHBIX U MH(POPMALIMOHHO-CIIPABOYHBIE CHCTEMBI

Joctyn k npodeccroHanbHbIM 6a3am nanHbIX: https:/liber.rsuh.ru/ru/bases

HMHdopmannoHHbIe CLIPAaBOYHBIE CHCTEMBI:
1. KoncynbranT Ilmtoc
2. Tapant

7. MartepuajibHO-TeXHUYECKOe o0ecnevYeHnue M CIUIIUHbI (MOAYJIA)

Jnsa  obGecriedyeHUs JAMCUUIUIMHBI  UCIIONB3YETCS  MaTepualibHO-TEXHHUYECKas 0Oa3za
00pa30BaTEeNLHOTO YYPEXKJACHUS: YYCOHBIC ayJAWTOPUU, OCHANICHHBIE JIOCKOH, a TakKkKe
KOMITBIOTEPOM U TIPOEKTOPOM JIJISl IEMOHCTPAIIMHU Y4eOHbBIX MaTepUajoB.

COCTaB HpOFpaMMHOFO O6CCH€‘ICHI/I${Z
1. Windows
2. Microsoft Office

8. Obecnevenne 06pa3oBaTeJLHOIO MPOLECCA AJISl JIMI ¢ OTPAHHYECHHBIMH
BO3MOKHOCTSIMM 3/I0POBbSI 1 HHBAJINI0B

B X0J€ peain3aluu JUCHUIIIIMHBI UCITIOJIB3YIOTCA CICAYIOMNUEC JOITOJTHUTCIBHBIC
METOAbI O6y‘{CHI/ISI, TCKYHICTO KOHTPOJIA YCIICBAEMOCTHU U HpOMC)KYTO‘{HOI\/'I aTrTeCTalun
06yqa}0m1/1xcs[ B 3aBUCHUMOCTH OT UX MHAUBHUAYAJTIbHBIX 0COOCHHOCTEH:

JUTS CJIETBIX U CI1a0O0BUISIINX:

- nekuuu O(OPMISIOTCS B BHJAE JJICKTPOHHOTO JIOKYMEHTa, ITOCTYIMHOTO C TOMOIIBIO
KOMITBIOTEPA CO CIIeIIHATN3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM;

- MIUCbMEHHBIE 3a/IaHUs BBITIOTHSIIOTCS HA KOMITBIOTEPE CO CIEIUATU3UPOBAHHBIM MPOTPAMMHBIM
oOecrieueHreM, WIH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieunBaeTCsl MHIMBUyalbHOE paBHOMEpHOE ocBemleHue He MeHee 300 mrokc;

- JUIA BBHINOJTHCHHS 3aJlaHUs TIPU  HEOOXOJMMOCTH IPEIOCTABISICTCS yBEIMYHBAIOIICE
YCTPOMCTBO; BO3MOYKHO TaK)K€ UCIIOJIb30BAaHHE COOCTBEHHBIX YBETUYUBAIOIINX YCTPONUCTB;

- MIACbMEHHBIC 3aJIaHUs 0POPMIIIIOTCS YBEIIMYESHHBIM MIPU(TOM;


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

28

- 9K3aMEH U 3a4€T MPOBOAATCSA B YCTHOH (popMe MM BBIMOJHSIOTCS B MUCbMEHHOW (popme Ha
KOMIIBIOTEPE.

JUTSL TITYXHUX U CIa00CTBIIIATHX

- Jekuuu o(OpMISIIOTCA B BMJE IJNEKTPOHHOIO JOKYMEHTa, JHOO MpeaoCTaBiIseTcs
3BYKOYCHWJIMBAIOILAs alllapaTypa MHAUBUAYAIBHOTO TI0JIb30BaHUS;

- IUCbMEHHBIE 3aJJaHUs BBIIIOJIHAIOTCS Ha KOMIIBIOTEPE B TUCbMEHHOM (hopMe;

- 9K3aMEH U 3a4€T MPOBOJATCS B MUCbMEHHOW (hopMe Ha KOMITBIOTEPE; BO3MOXKHO MPOBEACHUE B
(dbopme TecTUpOBaHUS.

JUISL JIUL] C HapYLIEHUSIMU OIIOPHO-/IBUTaTEJILHOTO allnapara:

- Jekuuu OoQOpMIIAIOTCS B BHUAE IUIEKTPOHHOIO JOKYMEHTA, JOCTYIHOIO C IOMOIIbIO
KOMIIBIOTEpA CO CIIELUAIN3UPOBAHHBIM IIPOTPAMMHBIM O0ECIIEUEHUEM;

- IUCbMEHHBIE 3aJJaHUs BBIIOJIHAIOTCS HA KOMIIBIOTEPE CO CIELUAIM3UPOBAHHBIM IPOTrPAMMHBIM
00eCIICUCHHEM;

- 9K3aMEH U 3a4y€T NMPOBOAATCA B YCTHOH (hopMe MM BBINOJHSIOTCS B MUCbMEHHOW (popme Ha
KOMIIBIOTEPE.

ITpu HEOO6XOIMMOCTH MpeTyCMaTPUBACTCSl YBEIMUEHUE BPEMEHH I IOJrOTOBKU OTBETA.
[Iponieypa mpoBeAeHUsT MPOMEKYTOUYHOW ATTECTAlMH I OOYJarOIIUXCsl yCTAaHABIMBACTCS C
y4€TOM HMX MHIUMBUAYaAJIBHBIX NcuXxopu3nueckux ocodbenHocreil. I[Ipomexyrounas arrecrauus
MO’KET IIPOBOIUTHCS B HECKOJIBKO 3TAIOB.

[Ipu mnpoBeneHHMM NpPOLEAYPHl OLEHUBAHUS PpE3yJbTaTOB OOYYEHHUs IpeayCMaTpUBAETCS
UCTIOJI30BAaHUE TEXHUYECKHX CPEICTB, HEOOXOAMMBIX B CBS3M C HWHIMBUAYAJIbHBIMU
0COOEHHOCTAMH O0y4YaroIuxcs. OTH CpeJICTBA MOTYT ObITh IPEJOCTAaBIIEHbl YHHUBEPCHUTETOM,
WM MOTYT UCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKHUE CPENICTBA.

[TpoBenenue npoueaypbl OLEHUBAHUS PE3YyIbTaTOB OOYYEHUS JOIMYCKAETCS ¢ MCIOJIb30BaHUEM
JUCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTUH.

ObecnieunBaeTcss IOCTYNl K WHGOPMAIMOHHBIM M OMOIMOrpaduueckuM pecypcaMm B CETH
WuTepHer s Kaxkaoro oOywaromierocst B gopmax, aJalTUPOBAHHBIX K OTPaHUYEHUSIM HX
3JI0pOBbsI U BOCTIPUSTHS HHPOPMALIUU:

JUTS CJIENBIX U C1a00BUISIINX:

- B IEYaTHON (popMe yBETMUEHHBIM HIPUPTOM;

- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B hopme aynuodaiina.

JUISL TIIYXUX U CIa00CIbIIIANIUX

- B IeyaTHOH popme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA.

JUIs 00yYaroIuXcs ¢ HApYIIEHUIMU ONOPHO-/ABUraTeIbHOI0 arnmapara:

- B IeyaTHOH opme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B hopme aynuodaiina.

VY4eOHble ayAUTOPHUH ISl BCEX BUJIOB KOHTAKTHOM M CAaMOCTOSATEIbHON paboThl, HayyHas
O6ubnMoTeKa M MHbIE MOMEIIEHUsS sl 0OyYeHHs] OCHAIICHbI CIEIHaIbHBIM 000pYJI0BaHHEM U
y4eOHBIMU MECTaMH C TEXHUYECKUMHU CPEJICTBAMU O0yUEHUSI:

JUISL CJICTIBIX U CITa0O0BUIAIIUX:

- YCTpOMCTBOM 1 cKaHupoBaHus U yTeHus ¢ kamepoir SARA CE;

- nucrieeM bpaiins PAC Mate 20;

- npuHTepoM bpaiing EmBraille ViewPlus;

JUIS TIYXHUX M C1a00CHBIIIAIINX

- aBTOMAaTH3UPOBAHHBIM pPabOYMM MECTOM i JIIoJed C HapylleHHeM ciyXxa u
C1a00CIIBIIIAIINX;

- aKyCTHYECKHI YCHIIUTENb U KOJIOHKH;

JUIs 00y4aroIuXcs ¢ HApYIICHUIMU ONOPHO-/ABUTaTeIbHOIO arnmapara:
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- IEPEIBUKHBIMU, PETYJINPYEMBIMH 3proHoMuueckumu napramu CU-1;
- KOMIIBIOTEPHON TEXHUKON CO CIeLUaIbHBIM IIPOIPaMMHBIM 00€CIIEUEHUEM.

9. Meroanyeckue MaTepuaJIbl

9.1. Ilnansbl J1a0OPATOPHBIX 3aHATHI

Metoanueckue ykazaHHsl [0 OpraHU3aLUU U IPOBEAECHUIO 1a00paTOPHBIX 3aHATHH.

Beibop Tem nmaOopaTopHBIX — 3aHATHH OOYCJIOBIIEH OOLIMM COJIEp)KaHHEM Kypca U
HalleJIeH Ha YIiy0JIeHHOE U3yYEHHE €ro OTAEIbHbBIX Pa3/IeloB.

IMenp 3aHATHI — 3aKpeIUICHUE CTYACHTAMM 3HAHUM TEOPETHYECKOTO Kypca U
nproOpeTeHre UMU MPAKTUYECKUX HABBIKOB JJOKYMEHTUPOBAHUS JESITEIbHOCTH OpraHU3alMi U
IPEANPUATHI.

B cBs13u ¢ nocTaBieHHOI Lienbio 1abopaTOpHbIE 3aHATHS Pa30UTHI HAa TPU pazjerna:

PazButue moKkyMeHTa U CKIIaZbIBaHHUE €ro GOopMyIIspa.

CocraBieHue 1 0popMIIeHHE OpraHU3alMOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB.

CnokHble KOMIIJIEKCHI JOKYMEHTOB.

B pe3ynbTare BBINOJIHEHUS PAKTUYECKUX 3aHATUH CTYIEHTBI JOJDKHBI 3HATh NOSIBIICHUE
U DPa3BUTHE TEPMHUHA «IOKYMEHT», B3aUMOCBSI3b IOHSTUH («JIOKYMEHT» M «MH(OpMaLUs»;
dopmMbl U cnocoObl (UKCUpOBaHUA HMH(MOPMAIMM Ha MaTEpUAIbLHOM HOCHTENE;, COCTaB U
Ha3HaueHHe PYHKIUH JOKYMEHTA; SBOJIOUIO (hOpMYIIsipa TEKCTOBOTO JOKYMEHTA B pa3iIMuHbIC
UCTOPUYECKHE IEepUOJIbl, COBPEMEHHbIE TpEOOBaHMs, NPEABABISEMblE K COCTABICHUIO U
O(QOpPMIIEHHIO CIYXEOHBIX JOKYMEHTOB; YMETh COCTaBJISATbH U OQPOPMIISITH OCHOBHBIE BHJIbI
OpPraHU3alMOHHO-PACIOPSAIUTEIbHBIX JOKYMEHTOB.

3aHATHS TPOBOJATCS C Y4ETOM TpPEOOBAaHMM, M3JOXKEHHBIX B 33/JaHHUAX M Ha OCHOBE
IIpeIaraeMbIX yIpaBICHUYECKUX CUTYalUH.

3aHATHST MOTYT OBITh TNPOBEAECHBI KaK TPAJAMIMOHHBIM CcHocoOOM, Tak M Ha
NIEPCOHAIBHOM KOMIIBIOTEPE C HMCIIOJIB30BAHUEM COBPEMEHHBIX TEKCTOBBIX PENAKTOPOB U IO
CHEHaJIbHO pa3pab0TaHHBIM METOINYECKUM YKAa3aHUSIM.

[TonroToBka K 1a0OpPaTOPHBIM 3aHATHUAM IPEyCMaTPUBACT CAMOCTOSITENIbHYIO paboTy
CTYJEHTOB 10 U3YYEHHUIO JIEKIIMOHHOTO Kypca, ICTOYHUKOB U JINTEPATypPbl, PEKOMEHOBAHHBIX K
KaKIOMY 3aHATHIO.

Ha xaxxaoM 3aHsTHM IPOBOJUTCS ONPOC U KOJUIEKTUBHAS Oecesia 1o TeMe, pa3bsCHAI0TCA
Henu W 3agadyd €€ u3ydeHMs. Pe3ynbTaTbl caMOCTOSTENbHO BBINOJIHEHHBIX —3aJaHUN
npernojaBaTelb NpoBepseT B KOHLE 3aHATHH. [IponyiieHHbIe 3aHATHS CTYI€HTHl 0OTPabaTHIBAIOT
CaMOCTOSITENILHO B J1a00OpaTOpUU JOKYMEHTOBEJICHHS, B KOTOPOI BeJieTcs yueT OTpaboToK.

[Tnanel 1a00paTOPHBIX 3aHATUN

Tema 1: JlIokyMeHT 1 ero GyHKINH , TOHSTHUS JOKYMEHT U WH(popManus — 8 4acos.

Lenb 3aHATUS — aHAIN3 Pa3BUTHS MOHATUN «UHPOPMALIUA» U «ITOKYMEHT», ONIpe/ieeHue
GyHKIMI TOKYyMEHTOB.

B pe3ynbprare BBINOJHEHUS 3aJaHUM CTYJAEHT JOJIKEH:

UMETh TMPEJICTaBJICHHE O B3aUMOCBSI3U TMOHATHH «WHOpPMALUSI» U «IOKYMEHT»,
Pa3sBUTHM TOHATHS («JIOKYMEHT», Pa3BUTHUH CHOCOOOB JOKYMEHTHPOBAHUS M HMX CBS3U C
MaTepuaIbHBIMU HOCUTEISIMU UH(DOPMALINH;

YMETh ONPENesATh PYHKIUU KOHKPETHOTO JOKYMEHTA.

3aaHus 4Ji1 CaMOCTOSITENIbHOM paboTHI.
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[Ipoananu3upoBaTh yHoTpeOJeHHE TOHSATHS JOKYMEHT M €ro CHHOHHUMOB IIO
«l'enepanpbHomMy permamedTy» 1720 1., «OO0memy ryOepHCKOMY YyupexaeHuro» 1775 r.,
«O0memMy yupexIeHu0 MUHUCTepCTB» 1811 T.

[Ipoananu3upoBaTh pa3BUTHE MOHATHS «IOKYMEHT» IO CJIOBapsiM M CleluaibHOU
JUTEpaType.

[Ipoananu3upoBaTh pa3BUTHE TepMUHA «HH(OpManus» 1Mo ciaoBapsM u denepaibHOMY
3akoHy «O0 nHpopMaI, THOOPMAIIMOHHBIX TEXHOJOTHUSAX U O 3aIIUTE HHPOPMAITUN)

[Ipoananu3upoBaTh pa3BUTHE TEPMHUHA «IOKYMEHT» MO TOCYAAPCTBEHHBIM CTaHAApTaM.

Onpenenuts GYHKIMU CIEAYIOMIHNX TOKYMEHTOB:

- kyrmuas kabana Hukutel Ko3noBa Ha xonomna MBana [1aBnosa 23 mas 1494 rona;

- pamopt renepan-npokypopa Cenata N.FO. TpyOGemnkoro wummeparpuiie Enm3zaBere
ITerpoBHe o mpue3nae B IlerepOypr u3 SpocnaBns tearpansHoit Tpynmbel @.I°. Bonkosa 3
despains 1752 roxa;

- Hexper CHK «O mpaBumiax moamucaHus ACHEXKHBIX OyMmar, JOKYMEHTOB, OpJIEpOB,
OTHOLIEHUH, CIIPAaBOK U T.IL.» OT 12 nekabps 1921 r.;

- IlocranoBinenne BIIMUK u CHK PCOCP «O mnopsiake mNOoJIb30BaHUS IEYATSIMU C
rocynapcTBeHHBIM repooM PCOCP» ot 15 nekadps 1936 r.;

- mnocradoBieHuss LK KIICC wu Cosera wmunucrepctB8 CCCP «O wmepax 10
COBEPILICHCTBOBAHUIO H YJICHICBIICHUIO anmapaTa yrnpasieHus» ot 13 oktsaops 1969 r.;

- @3 “O06 undopmaruu, UHPOPMAIIMOHHBIX TEXHOJIOTUAX U O 3aIIuTe HHGOpMAIUU.

[TpuBecTH mprUMeps! JOKYMEHTOB, BBIITOJHSIONINX CIEAYIOMUE (PYHKINH:

- yOpaBlieHYecKas;

- IpaBoBas;

- colaJIbHAS;

- KyJIbTypHasi;

- ICTOPUYECKOTO UCTOYHHKA;

- "H(opMalMOHHas;

- y4era.

Vka3anwus mo BHITTOJTHEHHIO 3aJaHUH.

1. 3yunTh 3aKOHOJATENIBHBIE AKTHI M BBINHMCATH BCTPEYAIOIIUECS B HUX CHHOHMMBI
MOHSTHUS «JOKYMEHT». BBIIBUTH 3Hau€HUE MOHATHH «Ielao», «Oymara», «aKkT», «JI1eaoBas
Oymaray, «Cl1y:)KeOHbII JOKYMEHT», 1aTh UX OIpeJIeIeHUE, €CIIM OHO MPUBEJCHO B MCTOUHUKAX.
[Tpoananu3upoBaTh, B KaKUX CIydasx yHOTpeOJseTcs: Kaxa0e OHATHE.

2. Ilo BeIMKCKaM K3 CI0OBapel U CIENHMAIBLHON JIUTEPATyphl ONPEAEIINTD, KAKHE aCIEKTHI -
MH(}OpPMaLMOHHBIN, IPABOBOH, YIIpaBIEHYECKUN, HCTOPUUECKHI - JIETJIN B OCHOBY ONpE/eNIeHuUs
MIOHSITHS «IOKYMEHTY.

3-4. U3 rocymapctBeHHbIX cranaapToB: ['OCT 16487-70 «/lenonpou3BoACTBO U
apxuBHoe peno. Tepmuasl u ompenenenus»;, ['OCT 16487-83 u I'OCT P 51141-98
«/lenonpousBoAcTBO M apxuBHOe J1eno. TepmuHbl u ompeaenenus»;, ['OCT P 7.0.8-2013
«/lemonpon3BoaCcTBO M apxuBHOE jaeno. Tepmunbl u onpenenerus», 'OCT P UCO 15489-1-
2007 VYmnpaBiaenue pokymeHTamu. OOume TpeboBanus; PenepanbHoro 3akoHa «O0
uH(popMalii, UHPOPMALIMOHHBIX TEXHOJOTUAX U O 3amure uHpopMmarun» ot 27 utons 2006
Nel49-®3 BeimucaTh OnpeneneHuss TEPMUHOB «HMH(POPMALUS» U «JOKYMEHT» U YCTaHOBHTb,
KaKhe acreKTbl (HOCUTETH HHQOpMAaIMH, CHocoObl ee (PUKCUpOBaHUS, OpHIMYECKas cuiia
JOKYMEHTa H JIp.) U (PYHKIIMK JOKYMEHTA 3aJI0’)KE€HBI B 3TUX ONPEICICHHUSX.

5. OmnpeaenuTs QYHKIMM JAOKYMEHTa, T.€. €ro ILieJeBoe Ha3zHaueHue. BbIIBUTH
HO/UIMHHYIO 1I€b CO3JaHMs JOKyMEHTa M 3amlevyaTyieHus! 3aKJI4eHHOW B HeM HH(popMaluH,
MIPOaHAIU3UPOBATh POJIb JTOKYMEHTAa B JAaHHOW CUTYyallMd JOKYMEHTOOOpa3oBaHudA. Tak Kak
JOKYMEHT MOJIM(YHKIIMOHAJIEH, IEpBOIl yKa3bIBaeTCsl (DYHKIIMS, 33 aHHAsT JOKYMEHTY aBTOPOM.
OnHOBpEeMEHHO OTMETUTh, KaKH€ W3 Ha3BaHHBIX (PYHKUMN JOKYMEHTa HOCAT OOIIMI, a Kakue -
YACTHBIN XapakTep.
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6. IlpuBecTn mpuUMepsl JOKYMEHTOB, 00JaJalOUINX Ha3BaHHBIMU (YHKIUSMH, yKa3aTbh
Ha3BaHUE BUJA, 3arojlOBOK M JaTy AoKyMmeHTa. Jlns (yHKUuil ydera M IpaBOBOW MOXKHO
NPUBECTH TPUMEPbI COBPEMEHHBIX JOKYMEHTOB, IJIsi IOCTOSHHO JEHCTBYIOIIUX (YHKIUN
(MH(pOPMAIIMOHHOM, COLMANIBHON, KYJIBTYPHON, HCTOPUYECKOIO HCTOYHHMKA) IPUBECTU MTPUMEPHI
JOKYMEHTOB Pa3IMYHBIX HCTOPHUYECKUX DIIOX.

KoHTposbHbIe BOIIPOCHI:

Kak pa3BuBaINCh MOHATHA «UHPOPMAIHSI» U «TOKYMEHT»?

Kakue acmekTbl 4enoBe4ecKOM IesATeIbHOCTH OTPaKEHbl B ONPEAETICHUAX TEepMHHA
«TOKYMEHT» ?

Ilepeuncnure GyHKINU TOKYMEHTA.

Tema 2. CriocoObl HOKYMEHTHUPOBAHHS M MaTepHalbHble HOCUTENW HWH(popManmuu — 8
4acoB

Lenpb 3aHATHS — U3y4YEHUE PA3IMYHBIX CIIOCOOOB 3ameyaTieHust HH()OPMAIIHH.

B pe3ynbrare BHIIOIHEHUS 3aaHUN CTYIEHT JOJDKEH:

3HaTh (DYHKIMH JTOKYMEHTa, CIOCOOBI 3amedaTiieHUs WH(POpPMAalWHu, 3Tanbl pPa3BUTHS
TEKCTOBOT'O IOKyMEHTHPOBAHUS;

3aaHus 1J11 CaMOCTOSITENIbHOM paboThI.

- M3yuuth 3Tambl TEKCTOBOTO JOKYMEHTHUPOBAHMS, O3HAKOMMTBCA C oOpa3naMu
NUKTOTPAaMM H JIOTOTPaMM, JaTh UX KPATKYIO XapaKTEPUCTHUKY.

- O3HakOMUTbCA € 00pa3llaMH TEXHMUYECKUX JOKYMEHTOB M 3alucaTh UX COJAEp)KaHUE
TEKCTOBBIM CITIOCOOOM.

VYKa3zaHus 10 BBIIOJHEHUIO 3aJJaHUH.

1. M3yuuTh NHKTOTpaMMBbl M JIOTOIPaMMBI, IPEICTaBICHHbIE B KOJUIeKIUH. JlaTh
onucanue 1-2 mukrorpamm. IIpoBecT aHaiu3 3HAKOB JIOrOrpaMM, YYUTHIBas MPU 3TOM, YTO
3HaKy COOTBETCTBYET CJIOBO. 3apucoBaTh 2-3 o00pa3la W ONpeAeiuTh MPEUMYIIeCTBA U
HEJI0CTATKHU JIOTOTPaMM.

2. U3yunts 1-2 yeprexa v TEKCTOBBIM CIIOCOOOM 3aIucaTh UX COJIEP KaHUE.

KoHTposnbHbIE BOIIPOCH:

KakoBbI ATarbl pa3BUTHs TEKCTOBOTO IOKYMEHTHPOBAHUS?

KakoBbl criocoOsl 3anevatienus nHpopmarumn?

Kakue criocoObl TOKyMEHTHPOBAaHUS MOSIBUIINCH B 19 Beke?

Pa3gaTouHblil MaTepran K 3aHATUSAM:

Konnexius mukrorpaMm, Jlororpamm 1 JokyMeHToB XI-XX BB.
Habop nnakaros.

Craiipl IO UCTOPUU PA3BUTHS CIIOCOOOB JOKYMEHTHUPOBAHMUS.

Tema 3. @opmyinsip TOKyMEHTa U €ro cocTaBHbIEe YyacTu. Vcropus pazButus dpopmyispa
nokymeHTa — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 32 yaca

®opmyisip nokymenta X VI - XVII BB. —

Lenp 3aHATUS — BBIABICHHE 3aKOHOMEPHOCTEHM CKIIAABIBAaHMS M pa3BUTHS (opMyssipa
TEKCTOBOro ciyxkebHoro qokymenta XVI-XVII Ba.

B pe3yinbrarte BhINOIHEHNS 3aJaHUI CTYIEHT JOJDKEH:

MMETh MPEJICTAaBICHHUE O CKIIAJbIBAHUU U Pa3BUTUHU (HOPMYIISipa TEKCTOBOTO IOKYMEHTA B
IIPUKA3HOM JIE€JIOIPOU3BOJICTBE;

3HaTh BUIBI JHoKyMeHTOB XVI-XVII BB., coctaB ¢opMmyisipa; Ha3BaHHs PEKBU3UTOB U
HOPSI0K UX 0(pOpMIICHHUS;

yMETh OMUCHIBaTh KOHKpeTHbIE ToKyMeHThl X VI-XVII BB., cocTaBisis ux GpopMyisipbl.

3agaHus Ui CaMOCTOSITENIbHOU PaOOTHI.

1. 3y4nTh BUABI U PA3HOBUIHOCTH JTOKYMEHTOB :
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1.1 Ilo xparkoMy CJIOBapi0 BHUJOB U PA3HOBUIHOCTEW JTOKYMEHTOB BbIIUCATh BUbI
JIOKYMEHTOB;

1.2 Tlo KONIEKIUY BBIABUTH BUJIbI TOKYMEHTOB, OOBSICHUB METO/]] OTIPE/IEICHUS KaXKI0TO
BUJIA.

2. BeISBUTH U omHcaTh 0COOCHHOCTH 0003HAUEHUS aBTOpa IOKYMEHTA, yKa3as :

- CITY>KCOHBIN WJIM JIMYHBIN JIOKYMEHT;

- KOJJICKTUBHBIM MJIM UHAUBUAYAIIbHBIN aBTOD;

- (hopMy 0003HaUEHHS AaBTOPCTBA, MECTO €T0 PACIIONIOKEHHS B (hOpMyJIIsipe JOKYMEHTa;

- 0COOCHHOCTH OIpE/ICIICHUS aBTOPA.

3. Ilpoananu3upoBaTh COCTaB U CIOCOOBI 0003HAUCHMSI PEKBU3UTA «apecaTy :

- BBIIUCATh IPUMEPHI a/IPECOBAHUS JJOKYMEHTOB;

- U3y4dTh COCTaB, CHOCOO HaNMCAHMUA aJpPecaToB JOKYMEHTOB, IIOCBUIAEMBIX H3
HWKECTOSIIETO YUPEKICHUS B  BBIIIECTOALIEE, JIOKYMEHTOB, KOTOPBIMH OOMEHHUBAIIUCH
PABHOCTOSIINE YUPEKACHUS, U JOKYMEHTOB, HAIIPABISEMbIX U3 BBILIECTOSIIIUX YUYPEKIACHUN B
HUKECTOSIINE.

4. 3yuuTh cr10cCOOBI TaTUPOBKHU TOKYMEHTA :

a) ONPEJEIIUTD JaThl U3y4aeMbIX JOKYMEHTOB;

0) yCTaHOBUTH NMPU3HAKHN JAaTUPYIOLIETO XapaKTepa;

B) IEPEBECTU YCTAHOBJIEHHBIE JJaThl C PbI «OT COTBOPEHUS MUPa» Ha 3Py «OT POXKIECTBA
XpHCTOBaY, C IOJIMAHCKOTO KaJeH1aps Ha TPUTOPHAHCKUH.

5. M3yuuth cocTaB yAOCTOBEpEHHUS AOKYMEHTA : ONpPENIEIUTh HaJM4uue, COCTaB, MECTO
PAcIIONIOKEHUs! TOAIUCH U CKPETIBI.

6. OnucaTh XapakTep OTMETOK Ha JIoKyMeHTax. OnpeaenuTh UX Ha3HaYeHHE.

7. Omnpenenauts TPAaAULUOHHO-CIOXKMBILYIOCS CTPYKTYpPY TEKCTa M OCOOEHHOCTH
W3JI0KEHUS COJICPIKaHUS OTACIBHBIX BUJOB JOKYMEHTOB (4€JIO0MTHAsS, TPAMOTA, OTITUCKA).

VYka3aHus 110 BBIOJIHEHUIO 3a/1aHU:

3ananus Ne 1-6 MOKHO BBIIIOJIHATH C TOMOIIIBIO TaOJINIIBI CIEAYIONEN (POPMBI:

Bun ABTOp Anpecat [ara Cocras OtMerka Ha
JIOKYMEHTA YIOCTOBEPEHUS JIOKYMEHTE

1. Beinucarp Ha3BaHUs BUIOB JIOKYMEHTOB, OOpaTUB BHHUMAaHHUE Ha KOJMYECTBO BUJOB U
pasHoBuHocTer B XVI-XVII BB.

Buapl 10KyMEHTOB CI€ayeT BBITUCHIBAThH MO CIEAYIOIIMM TpyINaM: pacriopsIuTelIbHbIE
JTOKYMEHTHI (HampuMep, yKas3bl, TpaMOThI, HaKa3HbIE, MaMsITH), TIepenucka (TamsITH, OTIIHCKH,
4eJIOOUTHBIE | T.I1.).

Buael NOKYMEHTOB H3Y4YUTh TakKe IO KOJUIEKIIMM KONMH JTOKYMEHTOB. Tak Kak
OOJIBITMHCTBO JIOKYMEHTOB HE UMEET BBIJIETIEHHOTO 0003HAYEHHUS BHUJIa WM PA3HOBHIHOCTH, TO
HaJ0 MX OMNPEIEIUTh CAaMOCTOATEIbHO M ONHCATh METOJAbl OIpeAesieHHs (aHaliu3 TEeKCTa,
crienirKa U3JI0KEHUS COJIEPKaHMS UITH CIIOKHUBIIASCS UEPAPXHUS TOKYMEHTOB).

2. Tlo xomnekumu XVI - XVI BB. BHUMATeNbHO NPOYUTATH COJAEPKAHUE KAXKIOTO
JOKYMEHTa U yKa3aTh aBTOpa - co3Jarelisl TOKyMeHTa (Y4pexaeHHue) U MoApOOHO OOBSICHUTH,
KaKuM 00pa30M yCTaHOBJICH JaHHBIN aBTOP.

3. BHuMaTenpbHO TPOUYUTATH JOKYMEHTHI MPEIIOKEHHONW KOJUJIEKIIMH U CTOJIOIA H
OTIpEZICIUTh MECTO PACIOJOXKEHHUS ajapecara, €ro cocraB W (GopMy, BBIIHCATh HECKOIBKO
MIPUMEPOB.

Jl1is aHanm3a TOKyMEHTOB, KOTOPEIMH OOMEHUBAIHNCH YUPEIKIACHHUS, CIEYET B3ATh TaKHe
BUJIBI Kak yKa3, TpamMoTa, dYeloOuTHas, oTnucka. [lpocmenuTs W BBIKACATH TPUMEPHI
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opopMIICHHS B HHUX aJpecara W IO COACPKAHHUIO OINPEACITUTh KOHKPETHBIC YUPEKICHUS,
KOTOPBIM aJpeCOBaHbl JOKYMEHTHI.

4. YCTaHOBUTH JaTy CO3JaHHs JOKYMEHTa - TOYHYIO, MPUOIMKEHHYIO, BEPOSTHYIO C
nOJIPOOHBIM OOBSCHEHHEM NaTUPYIOLIETO MpU3HaKa (coaep)kaHue JOKYMEHTa, BpeMs JeHCTBUS
MCTOPUYECKHUX JIMIl U T.J.). YCTAaHOBJIEHHYIO IO 3P€ «OT COTBOpEHHUs MHUpa» (Hampumep, 7168,
Korja nepas nudpa omyckanach - 168) naTy nepeBecT Ha 3py «OT pokaecTBa Xpucrosay. s
sToro ot mudpsl 7168 Beruecth 1Uppy 5508 mmm 5507 (mas cOOBITHIA MapTOBCKOTO CTHIIS) U
5508 unmu 5509 (st coObITHI cCeHTAOpbcKoTo cTHIs). K THIO Mecsinia ciexyer npudaBuTh udpy
JECATH, YTOOBI MOJIYIUTh ATy IO HOBOMY CTHIIIO.

5. CoctaB ynmoCTOBEpeHHUS JOKYMEHTa HadyaTh H3ydaThb CO CTOJIOLA, MO KOTOPOMY
OTIPEICIIUTh MECTO MOMAINUCH («IIPUITUCH») B XapakTep ee HanucaHus. [10 KOJUIeKIY BBISICHUTH
COCTaB CITYXHJIBIX JIFOJICH, MOAMUCHIBAIOIIMX U CKPEIUISIOUINX JOKYMEHTHI.

6. Brimucath Bce OTMETKM Ha JOKYMEHTaX, OTMETHB MECTO WX HANUCaHUs, WX
Ha3HAa4YeHHE U UCIOJIB30BaHUE /IJIsl YTOUHEHUS XapaKTePUCTUKH TIOKYMEHTA.

7. llpoaHanu3upoBaTh HECKOJIBKO BHAOB JOKYMEHTOB, YCTaHOBHTb, HMEETCSA JIH
XapakTepHasi JJi1 KaKJOro BUAA CTPYKTypa TEKCTa, KAKUMH YCTOMYUBBIMH CIIOBOCOYETAHUSIMU
OTJIMYAETCS OJIMH BUJ OT APYTOro.

Jlisg aHann3a MOXKHO B3SITh TaKue BHUJIbI JIOKYMEHTOB KakK yKas, MMaMATb, YEIOOUTHas,
OTIHUCKA.

Matepuaisl aHalIM3a Jy4Ilie MpeICTaBUTh B TaOIU4HOM dopme :

Bun BBenen OcHoBHas 3axiroue

JIOKYMEHTa ue 4acTh HUE

KoHTpobHbIE BOIPOCHI:

1. YUem ompezensiyiach CTPYKTypa TEKCTa 1 HAUMEHOBAaHUE BUJIa JOKYMEHTa ?

2. KakoBbl 0COOEHHOCTH BHELIHETO OPOPMIICHHS JOKYMEHTA ?

3. Kakue npu3Haku oMoraroT OIlpeieanuTh aBTOPCTBO JOKYMEHTa ?

4. Kak onpeznenuTh BpeMs cocTaBileHUs AoOKyMeHTa ? OcoOeHHOCTH 0003HaueHUs JaThl
nokymenta X VI - XVII Bs. ?

5. Kak yaocToBepsanuch 10KyMEHTHI ?

Pa3gaTouHblil MaTepran K 3aHATUSAM:

1. Cron6eny XVII B.

2. Komnekuuu konuit fokymentoB X VI-XVII BB.

3. KpaTkuii ciioBapb BUI0B U pPa3HOBUJHOCTEN TOKYMEHTOB.

®opmyisip nokymenta X VIII B. —

Lenp 3aHATHA — WH3Y4YEHUE DPA3BUTHA M OCOOEHHOCTEH (OPMYISIPOB CIyKEOHBIX
nokymeHToB X VIII B.

B pe3ynbprare BBINOJHEHUS 3aJaHUN CTYJAEHT JOJIKEH:

MMETh IIPE/ICTABIICHHE 0 3aKOHO/IaTE€IIbHOM pEryaupoBaHUHU rporecca
JOKYMEHTHPOBaHUS U pa3BUTUU Gopmyspa nokymenTa X VIII B;

3HaTh 3aKOHOJATEIBHBIE AKTHI, PETJAMEHTHPYIOIIME MMOCTAHOBKY JEIONPOU3BOJICTBA B
XVIII B, BUBI TOKYMEHTOB, COCTaB (popMyJisipa JOKYMEHTa, paBuiia opopMIIeHUS PEKBU3UTOB;

yMETh OMUCHIBaTh KOHKpeTHbIE TokyMeHTHl X VIII B., cocTaBisis ux ¢GopMyIsiphl.

3amaHus Ui CaMOCTOSITENIbHOW PabOTHI:

1. I3y4nTh BUBI U PA3HOBUIHOCTH JTOKYMEHTOB:

- BBIIIMCATh BUJbI JOKYMEHTOB, YCTAaHOBJICHHBIE [ €HEpaIbHBIM PETIIAMEHTOM

- n3 «KpaTtkoro cioBapss BHIOB M Pa3HOBUIAHOCTEW TOKYMEHTOB» BBINHMCATh BUBI
nokymeHToB X VIII B.
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- U3 JeJl MECTHBIX YUPEXACHUN BBITUCATh BCE BUABI JOKYMEHTOB U OTMETUTh U3MEHEHUS
B TEXHHUKE IOKYMEHTHPOBAHHS.

2. Ha npumepe NOKYMEHTOB MECTHBIX YUPEXKIECHUN NPOAHAIU3UPOBATH CIIOKHUBILHECS
IIPaBWJIa HAIIMCAHMS aBTOPA, BBISBUB!

a) 0cO0eHHOCTH 0(OPMIIEHUS aBTOPA CIYKEOHBIX M JTMYHBIX TOKYMEHTOB

0) 3aBUCMMOCTb 0003HaUEHHs PEKBU3UTA «aBTOP» OT 0003HAYEHHUs ajpecara JOKyMEHTa.

3. Ilpoananu3upoBarh 0003HAYCHUS PEKBU3UTA «apecary:

a) BeIIUCaTh U3 ['eHepasbHOro periaMeHTa ONUCaHUE CUCTEMbl IMCbMEHHBIX CHOIIECHUI
3BEHBEB arnnapaTa yIupaBJIeHUs

0) M0 JAOKyMEHTaM MECTHBIX YUpPEXIEHHUH omucarh MopsaoK o(opMieHHs pEeKBU3UTA
«ajpecar», OTMETHTh OTJIMYHUTEIbHbIE OCOOCHHOCTH MOPSAIKA AJPECOBAHHS JIOKYMEHTOB II0
cpaBHeHuto ¢ XVI-XVII BB.

4. Onucarb NOPSIAOK NAaTUPOBAaHUS NOKYMEHTOB. JlaTh mpumepbl BceX BUIOB JaT C
IIEPEBOJIOM UX HA TPUTOPUAHCKUI KaJICHIaph.

5. M3y4nTh cOCTaB yIOCTOBEPEHUS JOKYMEHTOB:

- BBIIIUCATh U3 [ '€HEpaIbHOrO peraaMeHTa MpaBuila yI0CTOBEPEHHS IOKYMEHTOB

- OIMCaTh COCTAB MOJIKCH 10 TOKYMEHTaM MECTHBIX YUPEKIACHUH.

6. OnucaTh BUIBI OTMETOK HAa JOKYMEHTaX.

7. N3y4uTh NPUHLMIIBI OPTaHU3ALUH TEKCTAa HECKOJIBKUX BUIOB JOKYMEHTOB.

8. CoctaBuTh (POPMYISAPHI IBYX JOKYMEHTOB.

VYKka3aHus 110 BBIIOJHEHHIO 3aJaHUI

1. BpIIBUTH BHABI [TOKYMEHTOB, YCTaHaBIMBAacMble [€HEpalbHBIM pPEIIaMEHTOM,
JONOJHUTE MX Buaamu 1okyMeHTOB XVIII B., npuBenénneimu B «KpaTtkom cioBape BUAOB U
Pa3sHOBUAHOCTEHN TOKYMEHTOB» U BBIIMCATh UX ompeneiacHus u3 Ciaosaps.

W3yuuth NOKYMEHTHI JI€]l MECTHBIX YUPEXJCHUN, BBINHUCHIBAS HAMMEHOBAaHUS BUIOB U
oOpalasi BHUMaHHE Ha TEXHUKY IOKyMEHTHUPOBAHHUs, BOJSHBIE 3HAKH, FepOOBYI0 Oymary.

2. 3ananus Ne 2-6 MOKHO BBIIOJIHATH ¢ TOMOIIbIO TaOIHIIBI Ciieayomen (opMbl:

Bun ABtop: |Anpecar: |Hdara: |Tekcrt: CocTtaB OTMmeTka Ha
JIOKYMEHTA! (xp. comep.) YIOCTOBEPEHUSI  [TOKYMEHTE

OOpaTuTe BHUMaHHME HAa MECTO PACIOJIOKEHUS PEKBU3UTA «aBTOP»U ONMCATh MpaBHIIa
ero oopMIIEHUS B 3aBUCUMOCTHU OT PEKBHU3HTA «aJpecary.

3. M3yuuts mno I'eHepasibHOMY periaMeHTy W JOKYMEHTaM MECTHBIX YUpexJAeHUN
npaBuiia 0pOpPMIICHHS PEKBU3UTA «aJipecaTy. Brimucarh mpaBuia v NpuMepsl apecoBaHusl.

4. llpoananu3upoBaTh BCE€ HMEIOIIMECS JaTbl B JOKYMEHTE U OIpPENeIuTh HX
Ha3HA4Y€HHE, BBIITACATH IPUMEPBI U OIIUCATh MECTO PACIIOJIOKEHUS KaXK10M AaThl.

5. M3yunTh nmpaBuiia yA0CTOBEPEHUS TOKYMEHTOB 110 [ eHepaJlbHOMY perjlaMeHTy. 3aTeM
MIPOaHAIU3UPOBATH O(POpPMIIEHUE OJIUCH B IOKYMEHTAaX, BU/IbI IeYaTei.

6. Beimucarb Bce OTMETKHM Ha JOKYMEHTaX, yKa3aB, Kakue U3 Hux nossuiucsk B X VIII B.

7. Ilo T'enepanbHOMY perjiaMeHTy Ha NpUMEpPe NpPaBWJI COCTABICHUS MPOTOKOJIA
OTIpeIeIUTh TpeOOBaHMsl, MpeaAbsaBIsieMblie K TeKCTY (T11. VI, XXX). BHUMaTenbHO YUTast TEKCTHI
HECKOJIBKMX JTOKYMEHTOB, OIHMCATh MX CTPYKTYpY, MPOCIEKHUBAs €€ U3MEHEHUE B Pa3IUYHBIX
BUJAX; NPUBECTH TMpPHUMEPHl BUIOB TpadapeTHbIX IOKYMEHTOB, OTMedYass KaKHUM IyTeM
MIPOBOIAIIACH TpadapeTH3aIus.

8. Onmcarb JOKYMEHTHI 110 CIEAYIOLIEN CXEME:

- BUJI (pa3HOBUHOCTD)

- aBTOp

- ajpecar

- TEKCT
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- J1aTa
- COCTaB YAOCTOBEpPEHUs
- IOJAJIMHHOCTD (KOIHUITHOCTB)
KouTponbHbie BOmpoch
1. HazoBure ocobennoctu popmer jokymenta XVIII B. ?
2. Kakue TpeboBaHUS TPEObSIBISIIOTCS K OQOPMIICHHIO IpOTOKoja 1o ['eHepaibHOMY
periiaMenty?
3. B ueM nposiBunack TeHACHIUS K YHU(DUKAIIUN JOKYMEHTOB ?
4. Onuiure cucTeMy NIUCHBMEHHBIX CHOILIEHUI 3BEHBEB ammapara YIpaBJeHUs IO
['enepanbHOMY periameHTy ?
Pa3naTouHbIil MaTepUall K 3aHATUIM
1. 'enepanbubliii pernament 1720.
2. JIOKyMeHTHI (1€71a) MECTHBIX yupeKIeHHi 18B.
3. Kpatkuii ciioBapb BHIOB ¥ pa3HOBUIHOCTEH JTOKYMEHTOB.

Dopmyisip nokymenrta XIX Beka —

Lenp 3aHATHA — W3YYEHHUE PA3BUTHA M OCOOCHHOCTEH (OPMYISIPOB CIYKEOHBIX
TokyMeHToB XIX B.

B pe3ynprare BBINOJHEHHS 3aJaHUI CTYJEHT JOJIKEH:

UMEThb  NPEICTABICHHE O  perjaMeHTallMd Ipoliecca  JOKYMEHTHUPOBaHUS B
3aKOHOJATENBHBIX ~ akTax XIX B., pa3Butuu GopMmyispa JOKyMEHTa, TEHACHIUSIX
TpadapeTnzanuu 10KyMEHTOB;

3HATh BUJBI JOKyMeHTOB XIX - B., ocoOeHHOCTH HX OdOopMIICHHs, cOocTaB (popmyrsipa,
HosBJICHUE OJIAHKOB M MX BUJbI, MOSBICHUE OTMETOK Ha JOKYMEHTaX, OTPaKaloIHUX HX
JBW)KEHUE B YUPEKACHUU U pabOTy C HUMH.

YMETh aHAJIM3UPOBATh KOHKPETHBIE JOKyMeHThl XIX B.; cocTaBisis UX GOPMYIISpPHI.

3anaHus AJ11 CaMOCTOSITENIbHON pabOThI

1. U3y4unTh BUJIBI U PA3HOBUIHOCTH JOKYMEHTOB.

2. BpisiBUTH 0cOOEHHOCTH O(OPMIICHUSI PEKBU3HUTA «aBTOP», ONMHCATh COCTaB OJlaHKa U
€ro BUBI.

3. U3yuuTh TEKCT JOKYMEHTA.

4. Onucatp NOPAAOK apECOBaHUS TOKYMEHTA.

5. Bemmcarbs gaTel cocTaBieHHs, 0OpaOOTKM, MOJMUCAHUS M JIp., yKa3aTh MECTO HX
PacroI0XKEHUS.

6. [Ipoananu3upoBaTh XapakTep y1OCTOBEPEHUS TIOKYMEHTA.

7. OnucaTh BUABI OTMETOK.

8. CoctaBuTh (HOPMYIAPHI 2-X JOKYMEHTOB.

Vka3anus no BEITIOTHEHHUIO 3aJaHUH

1. HaunnaTh paboTy ciieflyeT ¢ pacCMOTPEHHs JIeNl YUpekIeHUs. BBISIBUTH U BBINKCATH
Ha3BaHUSI BUJIOB JJOKYMEHTOB:

- U3/1aBaE€MbIE BBILIECTOSALIMMU OpraHaMH;

- IOCBIJIa€MbI€ PaBHBIM YUPEKICHUSIM;

- IPEICTABIISIEMBIE B BBIIIECTOSIINE YUPEKICHUS;

- 0(OpMIISTIOLINE BHYTPEHHIOIO 1€ATEIbHOCTb.

N3 «Kpatkoro cinoBaps BUAOB U Pa3HOBUIHOCTENW JOKYMEHTOB) BBIIUCATDH ONPEIEICHUS
BBISIBJICHHBIX BUJOB TOKyMEHTOB XIX B.

2. Onucatpb Nopaa0K 0hOPMIIEHHUSI PEKBU3UTA «aBTOP» B Pa3IMUHBIX BHIAX TOKYMEHTOB,
BBIMHCATh HECKOJBKO TUIIOB OJIAHKOBBIX HAJAMHMCEN W ompeAenuTh X cocra. [lo xommiekcy
JIOKYMEHTOB TpOCJTEIUTh, KaKHe€ BUABI JIOKYMEHTOB NHINYTCS Ha OJlaHKax, Kakue O0e3
0003HaYeHHs OJIaHKOBLIX HAAIIHUCEH.
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3. Ilpoananu3upoBaTb HECKOJBKO BHJIOB JIOKYMEHTOB, YKa3aB CTPYKTypy TEKCTa,
BBIIMCAB IPUMEPHl INPUMEHEHHA «KAHLEIAPU3MOB». OTMETUTh, HACKOJIBKO YCHIMIIACh
TeHAEHIM TpadapeTu3auuu (BbIMHUCATh PUMEPHI TpadapeTHBIX U THIIOBBIX TEKCTOB).

4. Ilpum onucaHuu mOpsAKa aJAPECOBAaHMsS YCTAaHOBUTh 3aBUCHUMOCTb O(OpPMIIEHUS
PEKBU3UTA «ajapecaT» OT HepapXxuu yupexiaeHuil. I[lpuBecTu npuMepsl agpecoBaHUs B
BBILLIECTOSALNE, PABHBIC U HIKECTOSALIECE YUPEKICHUS.

5. Bemmucate nmpumepsl JaTUPOBKM M IEPEBECTU JaThl Ha HOBBIM cTwib. B XIX B.
pa3HUlla MEXY CTWIAMU paBHsuiachk 12, B XX B. — 13 nHsm.

6. Boinucarb npuMepsl IOANUCaHNS TOKYMEHTA B HHCTAHIUAX Pa3HOU MOAYMHEHHOCTH U
OIMCATh COCTAB MOAIHCH.

7. Beimucatbh OTMETKM Ha JOKYMEHTaX M yKa3aTh UX Ha3HAUEHUE, MECTO NPOCTABJICHUS.

8. ®OopMyIIApbl JOKYMEHTOB COCTABUTH 110 CXEME, NIPEAJIOKEHHON B TPETHEM 3aHATHH.

KoHTposbHBIE BOIIPOCHL:

1. B uem nposiBunach TeHASHIMS K YHU(PUKAIUU GOPMBI U TEKCTa JOKYMEHTa ?

2. Yto Takoe TpadapeTHI U TUTIOBOI TEKCTHI ?

3. Ha3oBure coctaB 6s1aHKa JOKyMeHTa ?

4. Yem ompenensuicst XxapakTep aApecoBaHUs TOKyMEHTa ?

Pa3naTouHbIil MaTepUall K 3aHATUAM
1. dena yupexnenuii 19 B.
2. Kpatkuii cioBapb BUI0B U pa3HOBUIHOCTEHN JOKYMEHTOB.

Tabnua
AHanu3 oopmiieHus: peKBU3UTOB J0KyMeHTOB B X VI- XIX BB.

HanmenoBanue 10KyMEHTOB Oco0eHHOCTH 0OPMIIEHHS PEKBU3UTA

B XVI-XVII BB. B X VIII B. B XIX B.

Bun noxymenra
ABTOp
Anpecat
Tekcr:
BBEJICHUE
OCHOBHAs 4acThb
3aKJIIOYEHUE
JlaTel
COCTABJICHUS
MIOJIy4EHUs
perucrpanuu
CocraB ygocToBEpEHUS
OTMETKHU Ha IOKYMEHTE

®opMyisip nokymeHTa XX BeKa. —

Lenp 3aHATHS — U3Y4YEHHE pa3BUTHS W OCOOEHHOCTEH (OpPMYISPOB CIIyKeOHBIX
JIOKYyMEeHTOB XX B.

B pe3ynbTare BHINOTHEHUS 3aIaHUM CTYACHT JOJIKEH:

UMEThb  NPEICTABICHHE O  perjaMeHTallMd  Ipoliecca  JOKYMEHTHUPOBAaHUS B
3aKOHOJATENIbHBIX akTax XX B., pa3BUTud GopMynspa JOKyMEHTa, TEHACHLHUAX
TpadapeTnzanuu 10KyMEeHTOB;

3HaTh BUIBI JOKYMEHTOB XX - B., 0COOGHHOCTH MX OhopMmIIeHHs, cocTaB (opMmyJsipa,
NosBJICHHE OJIAHKOB M MX BUJBI, IMOSBICHHE OTMETOK Ha JOKYMEHTaX, OTPaKaloIIUX HX
JBUKEHHE B YUPEXKJIEHUU U pabOTy C HUMHU.
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YMETh aHAJTM3UPOBATh KOHKPETHBIE JOKYMEHTH XX B.; COCTaBIISAA UX (HOPMYIISAPHI.

3aanus 1Ji1 CaMOCTOSITEIbHON pabOoThI

1. U3yuuTh BUIbI U PA3HOBUIHOCTH JOKYMEHTOB.

2. BoisiBuTH 0cOOEHHOCTH O(OPMIICHUSI PEKBU3HUTA «aBTOP», OMHCATh COCTaB OJaHKa U
€ro BUJIbL.

3. 3y4uTh TEKCT JOKYMEHTA.

4. OnucaTh NOPSAAOK aJpECOBAHUS TOKYMEHTA.

5. Beimucarh gathl cocTaBieHMs, 0OpaOOTKU, MOANMUCAHHS U Jp., YKa3aTb MECTO HX
pacroI0KeHUS.

6. [Ipoananu3upoBaTh XapakTep yIOCTOBEPEHHS TOKYMEHTA.

7. Onucarb BUIbI OTMETOK.

8. CocTtaBuTh GOpPMYISAPHI 2-X TOKYMEHTOB.

PazpgaTounsblii MaTepual K 3aHATHAM

1. dena yupexxnenuii 20 B.

2. Kparkuii cioBapb BUOB U Pa3HOBUIHOCTEN JOKYMEHTOB.

3. COOpHUK 3aKOHOJATEIBHBIX aKTOB MO Aenonpou3BoAcTBy (1917-1970rr.) — Yueb.
nocobue oA pen. f.3. Jlusmuna. — M. MITMAU, 1973. — 157 C.

Tema 4. ®opmyssp COBPEMEHHOTO yNpaBJIEHYECKOTO JOKYMEHTA: MpaBuiia 0QpOpMIICHHS
pexBu3nTOB— 12 yacoB

Lenp 3aHATUS — U3yYEHHE COBPEMEHHBIX TPEOOBaHMI roCyIapCTBEHHBIX CTAHAAPTOB U
HOPMAaTHBHO-METOMYECKUX aKTOB K OOPMIICHHIO CITY’)KEOHBIX JOKYMEHTOB.

B pe3ynbrare BHIIOIHEHUS 3aaHUN CTYJIEHT JOJDKEH:

UMETh NPEJCTABICHUE O TEHICHIMIX Pa3BUTHUS JOKYMEHTa U MPUHIMIAX MOCTPOCHUs
dopmysipa-o6pasia OpraHu3alMOHHO-PACIOPSIUTENbHBIX JOKYMEHTOB;

3HATh COCTaB PEKBU3UTOB M TPeOOBAHUS TOCYJAPCTBEHHOIO CTaHAapTa K OQOPMIIEHHUIO
JIOKYMEHTA.

3HAaTh COCTaB PEKBU3UTOB U TpeOoBaHus I[lpaBui nenonpou3BoicTBa B (enepalibHbIX
OpraHax HWCHOJHMUTENBbHOM BIacTH W MeETOIUYECKUX pEKOMEHIAlUid K COCTaBJICHUIO
JIOKYMEHTOB.

YMETh IMPOEKTUPOBaTh OJAHKH JAOKYMEHTOB YUYpPEXIEHUI M UMETh HaBbIKU pabOThI ¢
rOCy/IapCTBEHHBIMU CTAHJAPTAMU M METOAMYECKMMHU YKa3aHUSIMH [0 HX BHEJIPEHHIO U
IIPUMEHEHHUIO.

3anaHus 1Ji1 CaMOCTOSITEIbHON paboThI

N3y4nTh KOMIUIEKT HOPMAaTMBHO-METOAMYECKHUX JOKYMEHTOB IO JOKYMEHTHPOBAHHUIO
yIpaBJIEHYECKOH eATEIbHOCTH : MeToinueckue peKOMEHIAIUK 110 pa3paboTKe MHCTPYKIHM 110
JIEJIONPOU3BOJCTBY B IOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYINpaBlEHHS, YTB.
ITpuxazom Pocapxusa ot 24.12.2020 Ne 199.

[IpumepHass MHCTPYKUMS 1O  JEIONPOU3BOJACTBY B  TOCYAapCTBEHHBIX
opranuzanusx, yrB. [Ipukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnexTpoHHBII pecypc]. —
M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. Hanumonanshsblii crangapt Poccuiickoit ®denepaunn. Cucrema
CTaHJApTOB MO HHGOPMAINK, OMOTMOTEUHOMY W H3AATEeNbcKoMy Jneny. OpraHu3armoHHO-
pacriopsiauTenbHas JoKyMeHTanus. TpeOoBaHus K 0(OPMIIEHUIO TOKYMEHTOB // [ DIEKTPOHHBIN
pecypc]. — M., 2019. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_216461/.

Mayaure TOCT P 7.0.97-2016 ¢ TpebGoBanmsIMH K O(GOPMIICHHIO JIOKYMCHTOB,
OIPEIEIIUTD €T0 CTPYKTYpPY, COCTAB Pa3eiioB.

N3yuuts TpeboBanus 'OCTa k G1aHKy JOKYMEHTAa.
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[Ipoananu3upoBaTh NPEUIOKEHHYIO KOJJIEKLHUIO JOKYMEHTOB, ONPEACIUTh PEKBU3UTHI,
yKa3aTh HEJOCTAaTKU B UX PACIOIOKEHUHU U 0OPMIICHHUH.

CocTaBUTh Ha OCHOBAaHUM pa3qaTOYHOrO0 MaTepuana OnaHku (OOIIMI W A MHCHhMA)
OpraHu3alil U MPeANnpUITHI pa3IuuHbIX (OPM COOCTBEHHOCTH C BapUaHTaMH MPOAOJIBHOTO U
YIJI0BOI'O PACIIONIOKEHUS] PEKBU3UTOB.

VYka3aHusl 110 BBINOJIHEHUIO 3a/1aHusl.

1.U3yunth TpeOoBaHus K cOCTaBy U O(OPMIICHUIO PEKBU3HTOB JTOKYMEHTOB U OJIAHKOB,
usnoxkeHHsle B “IIpaBuiiax nenonpon3BOACTBa B rOCYAapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO
caMOYTIpaBJIeHUs’, YTBEPKJICHHBIX MpukazoMm PocapxuBa ot 22.05.2019 N 71. (cMm. pazumen 2
“JIOKyMEHTHUPOBAHHE YIIPABICHYCCKOMN JCSITCIBHOCTH )

2. MByuntp TpeOoBaHMA K OQOPMICHHIO OJAHKOB M PEKBU3UTOB JIOKYMEHTOB IIO
Hannonansnomy cranmapry 'OCT P 7.0.97-2016 “Cucrema cranmapToB 1o HH(pOpMAaIuw,
OMOIMOTEeYHOMY M M3JaTeNIbCKOMY Aeny. OpraHu3alMoOHHO-PACHOPSAUTENbHAS JOKYMEHTAIIHS.
TpeGoBanus Kk 0pOpMIIEHUIO TOKYMEHTOB .

3. 3yuuth TpeOoBaHus “MeToauuecKuX peKoMeHAalNi 1o pa3paboTKe UHCTPYKLUUN 110
JEJIONPOU3BOJCTBY B TOCYIAapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyIpaBieHus",
yTBEpXKACHHbIX mNpukazoM PocapxuBa ot 24.12.2020 N 199 k OnaHkaM U peKBU3UTaAM
JIOKYMEHTOB (TIPHIIOKEHHUS 2, 3).

4. V3yunTh NpeUIOKEHHYIO KOJUIEKIUIO (3-5 TOKYMEHTOB) U aHAJIU3UPYysd JOKYMEHTHI,
BBISIBUTh HEAOCTaTKW B odopmieHUH OlaHkKa (OTCYTCTBHE HEOOXOJUMBIX PEKBU3HTOB U
NPaBWIBHOCTh O(QOPMIICHUS] HMMEIOLINXCS); ONPEACTUTh IPABIIBHOCTh PACIOIOKECHUS U
oopMIIeHHS PEKBU3UTOB JOKyMEHTa (3arojloBKa, JAaThl M HMHAEKCA, MOAMHUCH, OTMETOK O
NOCTYIUIEHUU U HAIPaBJICHUU JOKYMEHTA B JIE€JI0 U Jp.).

Ha ocHoBe pa3marounoro marepuaina CipoeKTHPOBATh OJIAHKH JOKYMEHTOB KOHKPETHBIX
OpraHM3alMil U rocy/1apCTBEHHBIX OpraHoB B cooTBeTcTBUU ¢ TpeboBanusmMu ['OCT P 7.0.97-
2016. KoHTpoJibHBIE BOIIPOCHI

[lepeuncnure BHUIBI HOPMATUBHBIX AaKTOB, pErJaMEHTHPYIOIIHE TOKYMEHTHPOBAHHE
YIPaBIECHYECKON AESITEIbHOCTH.

Uewm paznuuaroTcs oOmuit 6J1aHk U OJlaHK MUChMa, OJJAaHK KOHKPETHOTO BUA IOKYMEHTA.

Pa3gaTouHblil MaTepran K 3aHATUSAM:

- I'OCT P 7.0.97-2016. HaunonansHselii ctangapt Poccuiickoit ®@enepaunn. Cucrema
CTaHJapTOB MO HHGOpMAIMK, OMOTMOTEUHOMY W H3AATeNbckoMy Jneny. OpraHu3anuoHHO-
pacriopsiauTenabHas JOKyMeHTalus. TpedoBaHus K 0()OPMIIEHUIO TOKYMEHTOB.

- IlpaBuna npenompou3BOACTBA B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOI'O
camoyrmpasnenus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [DnexTpoHHBIi pecypc]. —
M., 2021. — Pexxum nocrtyna: http:// https://base.garant.ru/72291836/.

Metoauyeckie pekOMEHAAlUU IO pa3padOTKe MHCTPYKLIMN IO JEJIONPOU3BOJCTBY B
rOCyIapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyIpasieHus, yTB. [Ipukasom Pocapxusa ot
24.12.2020 Ne 199 // [Onekrponnsiii pecypc]. — M., 2021. — Pexum noctyma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass MHCTPYKUUS MO  JIEJONPOU3BOJCTBY B  TOCYAapCTBEHHBIX
opranuzanusx, yrB. [Ipukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnexTpoHHBIH pecypc]. —
M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_305137/.

Komnekuust TOKyMeHTOB.

Tema 5. OpraHuzaiyoHHbIE, paCIOPSAUTENbHbIE W HH(OPMAIIMOHHO-CIIPAaBOYHbBIE
JOKYMEHTHI — 28 4acoB
JIOKyMEHTUPOBaHHE PACTIOPAAUTEIBHOMN NeATETBHOCTH —


http://www.consultant.ru/document/cons_doc_LAW_305137/
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Lenp 3aHsATHA — U3y4eHHE TPeOOBaHMI TOCYAAPCTBEHHBIX CTAaHAAPTOB U HOPMATHBHO-
METOAMYECKMX AaKTOB K COCTaBJICHUIO U O(OPMIICHUIO pacloOpsIUTEIbHBIX JIOKYMEHTOB,
MOJIy4EeHHE HABBIKOB X COCTABJICHUS U O()OPMIICHUS 110 33/1aHHBIM CHTYaLIUsIM.

B pe3syibrare BBINONHEHN 3aJaHUH CTYAEHT JOJDKEH:

UMETh TpPEJCTAaBICHHE O CHUTyalusX, TPEOYIOINUX UW3JAaHUS PACHOPSAUTEIbHBIX
JIOKYMEHTOB;

3HAaTh BUJABl PACHOPSAUTEIBHBIX JOKYMEHTOB; COCTaB PEKBHU3HTOB (opMyIsipa
pacropsaUTEIbHOIO TIOKYMEHTa U TPEOOBaHUS K UX COCTABJICHUIO U 0()OPMIICHUIO.

YMETh COCTaBIATh M O(OPMIATH PACHOPSIUTENbHBIE JOKYMEHTHI 1O 3aJaHHBIM
CUTYallUsIM U MMETh HaBbIKU MX 0()OPMIIEHUS HAa KOMIIBIOTEPE.

3amaHus Ui CaMOCTOSITEIIbHOM PabOoThI

W3yunts  TpeOoBaHMs, HpEAbsABIsSEMble K  COCTaBIEHUIO UM O(OPMIICHUIO
pacrnopsiAUTEIbHBIX TOKYMEHTOB.

CoctaBuTh 1 OOPMUTH MPUKA3 IO OCHOBHOM J1€ATEILHOCTH.

CoctaBuTh 1 OOPMHUTH PACTIOPSIKEHHE.

VYka3aHus 110 BBIIOJIHEHUIO 3a1aHUS

YTOYHHUTB COCTaB PEKBU3UTOB, BXOASAIINX B (OPMYIISP MPHKA3a, PACTIOPSIKCHHUS.

W3yuuth TpeGoBaHus Meroauyeckue peKOMEHJAlMKU MO pa3paboTKe MHCTPYKUUN IO
JIEJIONPOU3BOJCTBY B IOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYNpaBJEHHUS, YTB.
[Ipukazom PocapxuBa ot 24.12.2020 Ne 199, [IpumepHOIl HHCTPYKIMU MO AEIONPOU3BOACTBY B
roCy/IapCTBEHHBIX opraHu3anusax, yTB. IIpukazom PocapxuBa ot 11.04.2018 Ne 44) k cocraBy
PEKBHU3UTOB U CTPYKTYpE TEKCTA IIPUKa3a 10 OCHOBHOMU AESITEIBbHOCTH.

YTOYHUTH pa3nuuus B COCTABICHUU MPUKa3a 10 OCHOBHOM AEATEIbHOCTHU U 110 JUYHOMY
coctaBy, oOpaiasi BHUMaHHE Ha MOPSAAOK O(GOpPMIIEHHs CChUIKM (YIIOMHHAHUS) Ha JIpYroi
JOKYMEHT ¥ YHH(HKAIHIO TEKCTOB MPHUKA30B MO JIMYHOMY COCTaBY.

CocTaBUTh TOKYMEHTHI HA OCHOBE IIPEIOKEHHBIX IIPENIOIAaBATEIEM CUTYALU.

KoHTposbHBIE BOITPOCHI

[lepeuncante peKBU3MUTHI, BXOJAIINE B GOPMYIISp MPHKa3a.

Ha3oBute cTpykTypy npukasa o OCHOBHOM JI€SATEIBHOCTH.

Yem orTauyaercss CTPYKTypa TEKCTa IIpUKa3a MO JMYHOMY COCTaBy M OCHOBHOMU
JeSITEIbHOCTH.

HazoBure cpokn XpaHEeHHs PUKA30B.

HazoBuTe pekBU3UTHI, BXOJALINE B POPMYJIISP PACIOPSKEHHUS.

Yem omiMuaeTcss CTPYKTypa TEKCTa paclopsDKEHHs OT IIpHKa3a [0 OCHOBHOM
JeSITEIbHOCTH.

PaznaTouHblil MaTepuall K 3aHATHIM:

Metoauyeckie pekOMEHAAlUU IO pa3padOTKe MHCTPYKLIMN IO JEJIONPOU3BOJCTBY B
rOCyIapCTBEHHBIX OpraHax, opraHax MECTHOTO caMmoylpasieHus, yTB. [Ipukasom Pocapxusa ot
24.12.2020 Ne 199 // [Onekrponnsiii pecypc]. — M., 2021. — Pexum noctyma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHas HHCTPYKLHKSA 11O JEIONPOU3BOCTBY B TOCYJapPCTBEHHBIX OPraHU3alUsiX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnslii pecypc]. — M., 2019. Pexum
I'OCT P 7.0.97-2016. HaunonansHbiil cranaapt Poccuiickoit @eaepamnuu. Cucrema CTaHIapTOB
no uHpopmauuu, OMOIMOTEYHOMY W U3AarenbckoMy  jaeny.  OpraHuzalmoHHO-
pacniopsiauTenbHas JoKyMeHTanus. TpeboBaHus K 0pOpMIIEHUIO JOKYMEHTOB.

Anp00M YHUPHUIHMPOBAHHBIX (OPM MEPBUYHON YUETHON JOKYMEHTAIMH 10 YUETY Tpyaa
Y €r0 OIUIATHI, YTBEPKAEHHBIN nocraHoBiaeHueM ['ockomcrara PO ot 05.01.2004 Ne 1.

Marepuanbsl ¢ HMHIUBHIYaJbHBIMH 33JaHUSMHU JUII CaMOCTOSTEIBHOTO COCTaBIICHUS
MIPUKA30B U PACIOPSHKEHUM.
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JIOKyMEHTUPOBaHUE AEATEIbHOCTH KOJUIETMAJIbHBIX OPIaHOB —

Henp 3ansTHs — wu3ydyeHHe TpeOOBaHUN K JOKYMEHTaM, CO3JaBaeMbIM B Ipoliecce
HOJATOTOBKH U O0OCITYKUBaHHSI COBEILIAHHIA.

B pe3ynbraTte BbINONHEHUS 3a/IJaHUI CTYACHT JOJDKEH:

UMETh IMPEACTABICHUE O BUAAX KOJUIETHAIBHOM JESATENBHOCTH M IOpsake €€
JIOKYMEHTHUPOBAHUS;

3HaTh COCTaB JIOKYMEHTOB, CO3/IaBa€MbIX NPHU MOATOTOBKE COBEUIAHUN, TPEOOBAHHS K
bopMyIspy MPOTOKOJIA, MOPSAKY €ro COCTaBIEHUS U 0hOpMIICHUS;

YMETh COCTaBIATh U O(QOPMIIATH MPOTOKON M JOKYMEHTHI, CO37[aBacMble B IIPOIIECCE
MOJTOTOBKU COBEIIAHUS.

YMEThb COCTABISATh U OPOPMIISTH BBIIMCKY M3 IIPOTOKOJIA.

YMETb COCTABJISITh U OPOPMIISTH PEIICHHUE.

3amaHus Ui CaMOCTOSITEIIbHOM PabOThI

N3yunuts TpebGoBaHMsl, MpEeAbSBIAEMbIE K COCTaBICHHIO U OGOPMIICHHIO MPOTOKONA U
pelIeHus.

CocTaBUTh NpUTIAICHUE HA 3acCe/IaHue.

CocTaBUTh POTOKOJI COBEILAHUS.

OdopMUTh BBIMKUCKY U3 IPOTOKOJIA.

Odopmuts pemieHue.

Yka3aHusl 10 BBINOJIHEHUIO 3a/1aHUsl.

YTOYHUTH 3Tambl HOATOTOBKM COBELIAHUN W BHUABI JTIOKYMEHTOB, CO3JaBAacMbIX Ha
Ka)KIOM dTare (IoBecTKa JIHS, CHUCKU YYaCTHUKOB U T.J.).

YTounuth o0ocoOeHHOCTH (opMmyisipa MPOTOKOJNA, TpeOOBaHMS K PEKBU3UTaM,
U3NIO)KEHHBIE B TOCYJApCTBEHHOM CTaHIAPTe W METOAMYECKHX pPEeKOMEHIAlMsIX, oOpaiias
BHUMAaHHE Ha COCTaB MH(OPMAIIMU B TEKCTE MPOTOKOJIA, OCOOEHHOCTH €ro MOAHUCAHUS, CPOKU
odopMITCHHUS.

Onpenenutsd pazinnuus TpeOOBaHUM K MPOTOKOITY MOJTHOMY U KPaTKOMY.

CocTaBUTh CaMOCTOSATEIBHO Ha OCHOBaHMU pa3fgaTOYHOrO MaTepuaia MpPOTOKOI,
BBIMKCKY U3 IPOTOKOJIA, PELICHHE.

KoHTponbHbIE BOIIPOCH:

[lepeuncnure peKBU3UTHI, BXOASIIME B GOPMYJIISp MPOTOKOIA.

Ha3zoBure cTpyKTypy Te€KcTa MPOTOKOJIA.

B uém oTiMume npoToKosa MOJIHOro U KpaTKoro.

VYKaxure HOpsIOK MOATOTOBKU COBELIAHUS M Kakue JOKYMEHTBl CO3JIAl0TCs B XOJe
MOJIFOTOBKHU.

[lepeuncanre peKBU3MUTHI, BXOJAIINE B (OPMYJISp pEILICHHS.

B 4yeM Ha3zHaueHMe BHIMHMCKU U3 IPOTOKOJIA.

Pa3nmaTouHbIil MaTepuall K 3aHATHIM

MeTtoauyeckie pekOMEHAAUU IO pa3padOTKe MHCTPYKLIMN IO JEJIONPOU3BOJCTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHaXx MECTHOT'O caMoyrpaBieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 // [Onekrponnsiii pecypc]. — M., 2021. — Pexum noctyma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumMepHas HHCTPYKIKA MO AETONPOU3BOJICTBY B FOCYJAPCTBEHHBIX OPTaHU3alUAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHnslii pecypc]. — M., 2019. Pexum
noctyma: http://www.consultant.ru/document/cons_doc_ LAW 305137/.

Marepuanbl ¢ HHIUBHIYaJIbHBIMH 3aJaHUSIMH JJII CaMOCTOSITEIBHOTO COCTAaBJICHUS
JIOKYMEHTOB.

CocraBieHrue HHGOPMAITMOHHO-CIIPABOYHBIX TOKYMEHTOB —

HGJ'IB 3aHATUA — HU3YUYCHUC HA3HAYCHUA I/IH(l)OpMaI_[I/IOHHO'CHpaBO"IHI)IX JOKYMCHTOB H
0COOEHHOCTEH 0(OPMIICHHSI KKIOTO BHJIa 3TOM IPYIIIbI JOKYMEHTOB.
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B pe3ynbprare BBIOJHEHHUS 3aJaHUM CTYJEHT JOJIKEH:

MMETh TMPEJCTaBICHUE O THUIMOBBIX CHUTYAlUsIX, O(OPMISEMBIX YHUPHUIMPOBAHHBIMU
dbopMamu THPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB;

3HAaTh BHUJBI MH(POPMAIMOHHO-CIPABOYHBIX JIOKYMEHTOB; TpeOoBaHUs K GOpMyIspy
KaXXJ0T0 BU/IA;

YMETh COCTaBJISITh BCE BHUABI HH(GOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB U HMETh
HABBIKU UX OOPMIICHUS HA KOMITBIOTEPE.

3ananus 1Ji1 CaMOCTOSITEIbHON paboThI

1. M3yuuth mnpaBwia CcoOCTaBIeHUS W OQOpPMICHHS HHPOPMAITMOHHO-CIIPABOYHBIX
JIOKYMEHTOB, 0OpaTUB BHUMaHUE Ha OCOOEHHOCTH TPEOOBaHUI K KaXKIOMY BUITY.

2. CocraButh u odopmuth B coorBeTcTBuE ¢ TpeboBanusmu ['OCT P 7.0.97-2016 u
MeTtoauuecKkux peKOMEHIAIU:

JOKJIATHYIO 3aMHUCKY (BHYTPEHHIOI U BHEITHIOK);

OOBSICHUTENBHYIO 3aITUCKY (BHYTPEHHIOIO M BHEIIHIOKO);

CIIPaBKYy;

aKT;

nuchkMa (rapaHTUHOE, HAIIOMUHAHHWE, TNPUIJIANICHUE, YBEJAOMIICHHE, DPEKJIAMAaIlUI0 U
T.1.).

VYka3aHus 110 BBIIIOJIHEHUIO 3a/1aHUs

YTouHUTh BHIBl MH(POPMALMOHHO-CIPABOYHBIX  JOKYMEHTOB UM IpU  KaKuX
YIPaBIECHYECKUX CUTYaLUsX OHU CO3/1AI0TCH.

BbIsIBUTE OCOOEHHOCTH KaKJ10T0 BHAa HH()OPMALIMOHHO-CIIPABOYHOT'O JOKYMEHTA.

W3yunth TpeOOBaHMSA TIOCYAApCTBEHHOIO CTaHAapra K O(OPMIIEHHUIO DPEKBU3HUTOB,
BXOJISIIIUX B THIIOBOW (YOPMYIISIp KXKI0TO BUAA WH(POPMAIIMOHHO-CIIPABOYHOTO IOKYMEHTA.

CoctaBuTh 1 OPOPMUTH TOKYMEHTBI B COOTBETCTBHH C IMOJTY4YEHHBIMU 33/1aHUSIMH.

KoHTposbHBIE BOITPOCHI

JlaiiTe onpeieieHne U yKaXuTe TUIIOBOU (hopMyIIsp:

JIOKJIaJHOU 3aII1CKH;

OOBSICHUTEIILHON 3aITUCKH;

CIPaBKH;

aKTa;

CIIy>keOHOTr0 MUchbMa (HA30BUTE €T0 Pa3HOBUAHOCTH);

VYkaxure 0COOEHHOCTH O(POPMIICHHS ITUCEM.

B uém ocoOeHHOCTh 0(OopMIIEHUS MHCbMA-0TBETA.

Kakune TpeGoBaHMs NPENbABIAIOTCSA K TEKCTY IHUCEM.

PazgaTounslit MmaTepuan kK 3aHATUAM

I'OCT P 7.0.97-2016. HauuonanwHbiii crangapt Poccuiickoit ®@enepanuu. Cucrema
CTaHJApTOB MO HWHGOpPMAIMK, OHMOTUOTEYHOMY W H3AATEeNbcKoMy neny. OpraHu3armoHHO-
pacnopsiauTenbHas JoKyMeHTanus. TpeboBanus K 0hOpMIEHUIO JOKYMEHTOB.

Meroandeckue peKOMEHIAIMU 0 Pa3paboTKe WHCTPYKIMK 1O JIeTOTPOU3BOJICTBY B
roCyJapCTBEHHBIX OpraHax, opraHax MECTHOTO camoynpasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 // [Onekrponnsiii pecypc]. — M., 2021. — Pexum noctyma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

Marepuansl ¢ HWHIUBUAYAITHHBIMH 3QJaHUSMH JJII CaAMOCTOSATEIBHOTO COCTABJICHHS
JIOKYMEHTOB.

Tema 6. Komruiekcsl noxkymeHTOB. HaydHO-uCTOpHYECKass M NMpaKkTHYECKas LEHHOCTh
JIOKyMeHTa— 8 4acoB

[IpoBoasiTCs IBE O3HAKOMUTEIBHBIE SKCKYPCHH B TOCY/IAPCTBEHHBIC aPXUBBI.
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9.2. MeToauuecKkue PEKOMEHIAIUH MO MOATOTOBKE MUCHbMECHHBIX paﬁoT

B npornecce 00ydenus cryaentsl PITY BBINONHAIOT pa3HbIe BUIbI NHCHBMEHHBIX paloT.

OCHOBHBIMU LIETSIMH ITUCBMEHHBIX Pa0OT B By3€ SIBJISIOTCA:

* 3aKpEIJICHUE MOIYYEHHbBIX 3HAaHUN 1O CHEUAIbHOCTH, IPUMEHEHUE 3TUX 3HAHUM NpHU
peleHnH IpodecCHOHATBHBIX 3aj1ay;

* pa3BUTHE HABBIKOB BEJCHUS CaMOCTOSTEIbHOW palOOThI, OBJIAJCHUE METOIUKAMHU H
IIPUHLIAIIAMHA CaMOCTOSITEIbHON HCCIIEN0BATEIBCKON JEATEIIBHOCTH;

* opMupOBaHUE YMEHHS TPAMOTHO U JIOTUYHO U3JaraTb COOpaHHbIC HAYYHBIC JaHHbBIC U
MaTepHalbl COOCTBEHHOM MCCIIe10BaTEIbCKON AEATEIbHOCTH.

Haubonee mpocras, HO O4YeHb BakHast ¢opmMa NMHCbMEHHOM pabOThl B By3e — 3TO
KOHTpoJbHas pabora. OHa sBiAETCS 00s3aTEIbHBIM 3JEMEHTOM CAaMOCTOSITENbHOW paboTh
CTyJEHTa M, IPEXAE BCEro, JEMOHCTPUPYET YMEHHME BOCIPUHUMAThb M IepeaBaTh
uHpopMaIuto.

OTOT BMJ NHCbMEHHON pabOThl MPEIyCMOTPEH Y4YeOHBIMU IUIAHAMHU IOATOTOBKHU
OakanaBpoB U Ha Kadeape apXxMBOBEACHUS MpeaaraeTcst B paMKax U3y4eHus: OOLIUX KypcoB U
KIIB.

Taxke B mpouecce 00y4eHHUS CTYAEHTY HPEICTOMT BBIIOJIHEHHE KYPCOBBIX paboT,
KOTOpBIE (POPMUPYIOT HCCIEA0BATENbCKUE HABBIKHM, PA3BUBAIOT CLIOCOOHOCTH CUCTEMAaTU3alluu U
OCMBICJICHHSl YK€ CYILECTBYIOLIETO 3HaHMS M HAaIlpaBJIEHbl HA CaMOCTOSITEIBHOE pEIICHUE
HEKOTOPBIX TEOPETUYECKUX WM MpakTHueckux 3anad. KypcoBas pabora aeMOHCTpUpyeT
yMeHue paboTaTh ¢ UCTOYHHKAMU, UCIIOJIb30BaTh JOCTHKEHHSI COBPEMEHHON HayKH (Hampumep,
UCIIOJIb30BaTh JOCTUKEHHSI apXUBOBEACHHUS, a TAK)KE CMEXHBIX HAyK M HAYYHBIX JUCLUILIMH),
YCIIEIIHO pellaTh MOCTaBJICHHbIE 3aJayM, oOpabareiBaTh U 0000maTh mMarepuain. Hamucanue
KOHTPOJIbHOM pa0oThl, MOJArOTOBKA M 3allMTa KypCOBOM HMEET psii OpPraHu3allMOHHBIX U
METOANYECKHX 0coOeHHOCTeH. O3HAKOMJICHHE C JAaHHBIMH METOJUYECKUMH PEKOMEHIALUIMU
MOMOXET CTYAEHTaM MPaBUIbHO OPraHMU30BATh CBOIO YUEOHYI0 M HAy4YHO-HCCIIEIOBATEIbCKYIO
pabory.

OO0mme TpeOOBaHUSA K CTPYKTYpe U COJEeP:KAHMIO MMCbMEHHBIX pador

Baxnolt ¢opmoii camocTosTensHOW pabOThl CTYJAEHTa SIBISETCS KOHTpOJbHas pabora.
Ona npengycMoTpeHa ajisi OOJBIIMHCTBA AUCHMILIMH y4eOHOro IUIaHa, YUTAeMbIX Ha Kadeape
apxuBoBeJieHUs. Ee HanucaHue mpecieayeT 1eib yriayoieHHONH TpopaboTKH TUCIUITIIHHBI.

KonTponbHast pa®oTa BBINOJIHSETCS CTYJIE€HTAaMH B COOTBETCTBUU C TEMATHUKOM,
©XKerogHo  yrBepkaaemod  kadenpoil. KoHTponbHas  paboTta  sBISETCS  3JIEMEHTOM
CaMOCTOSITENIbHOM pabOThI CTYIEHTOB, IOATOMY BBIOOP TEMBI IPEAOCTABISETCS CTYICHTY.

Jlo HamucaHusi KOHTPOJbHOW paOOThl CTYAEHT JODKEH B 1I€JI0M O3HAaKOMHUTBCS C
paszenaMu Kypca, peyCMOTPEHHbIMU y4eOHOM mporpaMMoii.

Pabota no HanMcaHUIO KOHTPOJBLHOM HAUMHAETCS C BBISBIECHUS U U3YYEHUS UCTOYHHUKOB
U auTeparypsl 1o teme. [lo okoHyaHuu cOopa U M3y4eHHUs JIUTepaTypbl U HICTOUHUKOB CIIEIyeT
IpOoAyMaTh IUIaH KOHTPOJbHOW paboThl. CocTaBlieHHE IJIaHA — Ba)KHas 4yacTb pabOTHl HAJl
temoi. Ilman mpencraBnser coOOM mepedeHb BOMPOCOB, OTPAKAIOUIMX — COJEp)KaHUE
uccienoBanus. OT TOro, HaCKOJbKO YETKO OH NPOAYMaH M IMOCTPOEH, BO MHOIOM 3aBHUCHUT
Ka4ecTBO KOHTPOJbHOM paboThl. B mman wenecooOpa3sHO BKIIOUWTH Hamboyiee BaKHBIE
TEOPETUYECKHE M MPAKTHMUECKHE BOIPOCHI TEMbI, KOTOpPbIE MPU HEOOXOJUMOCTU MOTYT OBITh
neranusupoBanbl. Kak mpaBuio, pabouuii BapuaHT IUIaHA JOJDKEH OBITH Pa3BEpHYTHIM, YTO
oOneryaet paboTy HaJ TEMOI.

B oxoHuaTenpbHOM BapuaHTE IUJIaH MOXKET OBITh JaH B COKPALIEHHOM BHJIE, HO
00s3aTeNbHBIM YCJIOBHEM TIPU 3TOM SBIISIETCS OTPaX€HHWE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMbIX B KOHTpPOJIbHOW pa®oTe. COCTaBIEHHBIN IUIaH JOJDKEH HAWTH OTpa)keHue B
OTJIaBJIGHWU K KOHTPOJbHOU pabote. PaboTa nomkHa BKIIOYATh TUTYJIbHBIN JIMCT, OTJIaBJICHUE,
BBEJICHUE, OCHOBHYIO YaCTh, COCTOSIIYIO W3 HECKOJBbKHX pa3JesioB WM maparpagos,
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3aKJII0UYEHNE, CIIMCOK UCTOYHUKOB UM JUTEpaTyphl. Bo BBegeHNM HEOOXOIUMO KPaTKO PacKphITh
3HA4YE€HUE U aKTYaJbHOCTh U3y4yaeMOIo BOIpoca (TeMbl), Ha3BaTb OCHOBHBIE 33aJauu paboThl, €e
XPOHOJIOTUYECKHE pPaMKH, OOOCHOBaTh CTPYKTYPY, JaThb KpaTKUHd 0030p HCTOYHHUKOB H
autepatyppl 1o Teme. OO030p HMCTOUYHUKOB U JIMTEpaTypbl HE JIOJDKEH CBOJIUTHCS K
NEPEYHCIICHUIO0 HCIOJIB30BAHHOTO aBTOPOM HOPMATHUBHOTO MaTepuayia M OMyOJIMKOBAaHHBIX
crareil. B HeM cienyer naTh aHaIU3 UCTOYHUKOB M JIMTEpATyphl. B 3aBucMMocTH OT 00BbEMa U
IIEJIEBOT0 Ha3HA4YeHUs PabOThl, 0030p MCTOYHHKOB M JUTEPATYphl MOXKET OBITh MPEICTaBICH
OTJeJIbHBIM Iaparpadom Wi pa3Je oM B OCHOBHOM yacTu paboThl.

OcHOBHasi 4acTh KOHTPOJHHOW pabOTHl JODKHA OBITh HM3JI0)KEHA B COOTBETCTBHH C
IUIAHOM, OCBELIATh COCTOSIHUE M COJAEP)KATh aHAJIU3 PacCMATPUBAEMBIX BOIPOCOB C Y4ETOM
COBPEMEHHOTO YpPOBHS Pa3BUTUSl TEOPETUUYECKUX 3HAHMWA W OIBITa MPAKTUYECKOH pabOThI
apXUBHBIX YUPEXKAECHUH B 3TON 00JIaCTH.

[Tpu packpbITUU TOW WM UHOW TEMBI CTYACHT JOJDKEH CTPEMHUTHCS MOJIPOOHO U TITyOOKO
U3JIOKUTh KPYr BOIPOCOB, BXoadwmux B Hee. [lo mepe paccMoTpeHus Marepuana OTIENIbHbIE
MIOJIOKEHHUS KOHTPOJIBHON paboThI CieayeT HIUTIOCTPUPOBATH MIPUMEPAMH U3 JINTEPATYPHI H, TI0
BO3MOXKHOCTH, M3 MPAKTUKH PabOThl KOHKPETHBIX apXMBOB C 00S3aTE/IbHBIMU CCBUIKAaMHU Ha
JUTEpaTypy U UCTOYHUKU. B 3aKiII0U€HUN KOHTPOJIBHON paboThl HEOOXOIUMO MOABECTU UTOTU
TEOPETUYECKOM U IMpaKTUYeCKOH pa3paboTku BompocoB. CIHCOK HUCTOYHUKOB M JMTEPATYPHI
IpEJICTaBIsIET cOOOM IepeyeHb HCIOJIb30BAaHHBIX PAabOT MO TEME, B KOTOPOM YKa3bIBarOTCS
(bamMuIMKM ¥ UHULMATIBL aBTOpa (AaBTOPOB), Ha3BaHUE PabOThI, MECTO, BpEeMs €€ OIyOJIMKOBAHUSA U
CTpaHULBI.

Hpuaoxenue 1

AHHOTAIUA JTUCHUITJINHBI

HNucuunnuHa  (MOAaynab) — peanu3yercs  Ha  (pakynabTeTe — apXUBOBEACHUS |
JIOKYMEHTOBeICHUs Kadeapol JOKYMEHTOBEICHUS, ayIMOBU3YAIbHBIX U HAYYHO-TEXHUUICCKUX
ApXHUBOB.

Ilenp  OUCOUIUIMHBI —  W3yY4eHUE  3aKOHOMEPHOCTEH  JOKYMEHTOOOPa3OBaHWSI,
CKJIQ/IBIBAaHUSI U Pa3BUTUS CHUCTEM JOKYMEHTAIlMU, TEOPETHMUECKUX M TMPAKTHUECKUX MpodiieM
CO3MaHMs JIOKYMEHTOB OpraHaMH TOCYJapCTBEHHOW BJIACTH, MECTHOTO CaMOYIpPAaBICHUS U
OpraHu3aIsAMH 10001 OpraHN3aIMOHHO-TIPaBOBOI (OPMBL.

3amauy JUCIHUILINHEL.

MOKa3aTh B3aMMOCBS3b HHPOPMAIUHN U JOKYMEHTA;

MPOCJICIUTh JBOJIONUIO JIOKYMEHTA, KaK HOCHTENS WH(OPMAIHH, Pa3BUTHE CIOCOOOB
JTIOKYMEHTHUPOBAHUS U MaTepuaoB i pukcaruu nuHdopmammu;

MIPOAHATM3UPOBATE TPOIIECC CKIIAABIBAHUS U PA3BUTHS GOPMYJIsipa TOKYMEHTA;

MPOaHATH3UPOBATE MIPOIECC CKIIATBIBAHUS U PA3BUTHUS CUCTEM JJOKYMEHTAIUH;

BBISIBUTH W 1TOKa3aTh TCHICHIMH YHU(HUKAIMH, CTAHAAPTU3ANNN U KIIACCU(UKAIIMHA KaK
OTZIEBHBIX (POPM TOKYMEHTOB, TaK M CUCTEM JIOKYMEHTAIIUH B LIEJIOM;

MMOKa3aTh COBpEMEHHBIC TPEOOBAHUS K COCTABICHUIO U 0(DOPMIICHUIO JOKYMEHTOB;

MIPUBUTH HABBIKH aHAIH3a JIOKYMEHTA;

MPUBUTH HABBIKM COCTaBJICHHUS JIFOOBIX BHJIOB JOKYMEHTOB U TPOSKTHPOBAHHS
VHU(PUIIMPOBAHHBIX  (HOpPM  JIOKYMEHTOB, CHUCTEM JOKYMEHTalluu U HWH(OPMAIMOHHO-
JIOKYMEHTAITMOHHON CHCTEMbI YIPEKICHUS B IIETIOM.
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JucuunnuHa (MOAYINb) HAaIpaBiieHa Ha pOPMUPOBAHUE CIEAYIOIUX KOMIIETECHIIHI:

OIIK -2.3. Pemaet ynpaBieH4YeCKHe 3aa4u B chepe JOKYMEHTAIITMOHHOTO 00€CTICUeHUS
YIPaBJICHUS U apXUBHOIO Jiea

OIIK -3.2. IlpumeHseTr TeopeTHUECKHE 3HaHUA B cdepe MAOKYMEHTOBEACHHS |
ApPXUBOBEICHMS B MPOPECCHOHATBHON NIeATETHHOCTH

B pe3ynbraTe 0ocBOE€HUS NUCHUILUIMHBI (MOAYIS) 00YUarOIIMICs TOJIKEH:

3HaTh:

¢byHkuuu moapasneneHuid B chepe TOKYMEHTAIMOHHOTO OOECICUEHUs YIPABICHUS H
apXUBHOIO JIeTIa;

CMEXKHBIE C JOKYMEHTOBEJACHUEM U apXUBOBEICHUEM HayYHbIE JUCLIUILINHBIL.

YMers:

BBIIIOJHATH pabOTy MO JOKYMEHTAI[MOHHOMY OOECIEUEHUIO YIPABJICHUS U apXUBHOMY
XPaHEHHUIO;

BBISIBJISITH B3aUMOCBSI3U MEXIY JOKYMEHTOBEIEHUEM, apXUBOBEJICHHUEM U JPYTUMU
HaY4YHbIMH JUCLUIUIMHAMU

Bnaners:

HaBbIKaMU BbIOOpa HanboJiee ONTUMAIBHOIO pElIeHHs YIpPaBICHUECKUX 3a/ad B cdepe
JIOKYMEHTAllMOHHOI'0 00eCIIeUeHNUs YIIPABICHUS U apXUBHOI'O JIEJ1a;

HaBbIKAMU MHTEpPIIPETallMi 3HAHUM B 0O0JACTH CMEXKHBIX HAyYHBIX IUCLMIUIMH HpU
perieHue 3aaa4d B cepe TOKyMEHTOBEACHUS U apXUBOBEICHUSI.

[To muctumuirHEe (MOTYITI0) IPEIyCMOTPEHA TPOMEXKYTOUHAS aTTECTAIMs B hopMe 3a4eTa
1 dK3aMeHa.

OOmast TpyJ0eMKOCTh OCBOCHHSI JMCIHILIMHBI COCTABIISICT 8 3aueTHBIX eawHmi, 288
YacoB.



