MMHOBPHAYKHN POCCHUHN

£ s

o e %,
& g
5 ¥ =
5

%, DY
e, ¥
LRI

a

DenepanbHOE FOCYAAPCTBEHHOE OFOKETHOE 00Pa30BaTEIbHOE YUPESIKICHUE
BBICLIEr0 00Pa30BaHUs
«PoccuiicKuil rocy1apCcTBeHHbIN 'YMAHUTAPHbIH YHUBEPCUTET»
(®PI'OY BO «PI'TY»)

UCTOPUKO-APXVUBHBIN UIHCTUTYT
OAKVIIBTET APXUBOBEJAEHMA 1 JOKYMEHTOBEIEHW A

Kaq)enpa JOKYMCEHTOBEACHUA, AYITNOBU3YAJIbHBIX U HAYYHO-TCXHUYCCKHUX AaPXUBOB

JOKYMEHTOBEJIEHUE

PABOYAS [TPOTPAMMA JUCHUTIJIMHBI

46.03.02 /lokymeHTOBe/leHHEe U apXHBOBeIeHHE

Koo u naumenosanue Hanpaejierus I’lO()ZOl’I’lOBKU/CI’leI/;uaJleOCWlu

3HeKTp0HHbIe APXUBLI 1 JOKYMCHTDI

Haumenosanue nanpasnennocmu (npoghunsa)/ cneyuanruzayuu

YpoBeHb BhICIIET0 00pa30BaHMUS: baxanaspuam

dopma o0ydeHus: OUHO-3A0YHAS

PII/1 amantupoBana s nuil
C OTPAaHUYEHHBIMU BO3MOYKHOCTSIMU
3710pOBbSl U UHBAJIUOB

Mocksa 2024



JlokymeHTOBEIEHHE
Pabouas nporpamMmma IUCHUIIIINHBL (MOOYs)

CocraBurenb(un):

3aB. kaenpoii, KaHJ. UCT. HAYK, TOIICHT
O.M. Kykapuna

K.4.H, IOLIEHT,

A 1O. KonrskoBa

OTBETCTBEHHBIN PEAAKTOP
3aB. kaenpoii, KaHJ. UCT. HAYK, TOIICHT
O.M. Kyxkapuna

YTBEPX/IEHO
[TpoTokoun 3acenanus xkadenpsr JAUHTA

Ne 3 ot 28 mapra 2024 r



OrnasneHue
I B (63 1035 07 N0 095 £:F: BT ) 0104 (o) x: HUPUPURU R 4
1.1, Ileab M 32aJaUH TUCIHHIIIIHHBI .......ccciuviieeiitieeeeaiteeeeesitteeeesaiseeeesassteeeesssssseeesasssseesassssssessnssneeeas 4
1.2. TIlepeuyeHb MIAHUPYEMBIX Pe3yabTATOB 00y4YeHUsI MO JUCHUIJIUHE, COOTHECEHHBIX €
HHAUKATOPAMM JTOCTHKEHUST KOMITETEHIIMI ......oooiviiiiiiieiiiieiiieesiieesieessiteessineessiaeessineesnnneesnsne e 4
1.3. MecTo IMCUMIIMHBI B CTPYKTYPE 00Pa30BATEAbHOMN MPOTPAMMBL..........ocovieiieaiianiieaieeninns 5
2. CTPYKTYPA JTACIIHTIIIIHBL . ...ceeutvveestseesssstesssseesssseesssssssssssssssssssssesssssesssssssssssesssssesssssesssssessssssssnsssssnsnsens 5
3. COICPIKAHUE JTACITUTIIIHHBL. ... . .eeuveetreenteesueeesessaseasesssseasessaeeansesasseassessaseaseeasseaseessneensesasseanseessneennes 5
4. OOPABOBATEITBHBIC TEXHOIIOTTIH ...uvveesteeessseeesssesssssesssssesssssesssssesssssesssssesssssesssssessnssesssssessnsssssnsesennes 15
5. OIeHKA UTAHUPYEMBIX PE3YITBTATOB OOYUCHIS ... .cuvevviseesriasrisseesteassesseesteesesseesreenesseesneesnesseesneens 16
5.1 CHCTEMA OLICHMBAHMI. .........oeeeeteeetutessssesssesssssassessesesssssntesesesesssssnteeetssesstsnmtrresesesson 16
5.2 Kpurepuu BbICTABJICHHS OUEHKH MO JUCIIHIIIIHHE .......cccuveiirieiieiieeateeseeesiessineansesssnesees e 17
5.3 OueHouHble cpeacTBa (MaTepHAJIbI) AJI51 TEKYLIEro KOHTPOJISA yCIIeBaeMOCTH,
NPOMEKYTOYHOM ATTECTANMHU 00YIAIOIIMXCS MO THCIHIIITHHE ......ooovvriiiieieenieeenieesieeesieesieeeneee e 18
6. VYdeOHO-MeToanYecKOe U HHDOPMAITMOHHOE 0OCCTICUCHHUE TUCIIHILTAHBL . vvvvevveesireesireessseeessenas 24
6.1 CHHCOK HCTOYHHKOB M JTHTEPATYPDBI ...c.oveviiriiiieiiiiatinresieesieasesseesseessesseesseesesssesseessessnesneas 24
6.2 IlepeueHb pecypcoB HHGOPMALMOHHO-TeIeKOMMYHUKAIIMOHHOM ceTn « UHTEpHETY. ... 25
6.3 IIpodeccuonanbubie 0a3bl JaHHBIX U HHOOPMAITHOHHO-CIIPABOYHBIE CHCTEMBL. ......ccvvvrenee. 25
7. MarepuanbHO-TEXHHYECKOE 0OCCTICUCHHME TUCTIHIITHHBI 1...vvviesveesssreesssseesssseessssessssnnessssessnsessssnes 26
8. O6ecneuenue 00pa30BaTEIBLHOTO MPOIIECCa JIJIS JIUII C OTPAHHYECHHBIMUA BO3MOYKHOCTSIMHU
3ITOPOBBST H MTHBAITHIIOB ...vveutvtesststesstetesssssssssssssssssssssssssssesssssesssssesssssesssssssssssssssssessssssssssessnssessnsssssnseessnes 26
9. METOMMUCCKUE MATCPHAITBL ... . ceueveeuteesseeasteesureassesasseessesssseassesssseessessssesssssansesssssansesssssansesssnssssesssnes 27
9.1 Ilnanel ceMUHAPCKUX/ TPAKTUYECKUX/ TA0OPATOPHBIX 3AHATHM] ... eeiuveeereenieesireaieesieeeneesineeseeeseneas 27
9.2. Meronnyeckue peKOMEHIAIMH 10 MOATOTOBKE MMUCHMEHHBIX PAOOT ....vvervveevieinieesiieaieesieeanieesenens 36

[MPUJIOXEHUE 1 AnnoTarus paboyeil mpOrpaMMbl JUCIIHILTIHBI .......eeiuveeirerireeieesieeanseessneenseessneas 36



1. TIlosicHUTeJbHas 3aINCKA

1.1. Ileap u 3aga4M AMCHUILINHBI

Llenb MUCHUTUTMHBI — U3YYCHHE 3aKOHOMEPHOCTEH JTOKYMEHTOOOpA30BaHUS, CKIIA(LIBAHUS H
pPa3BHUTHS CHUCTEM JOKYMEHTAIMH, TCOPCTHUCCKUX W MPAKTUYCCKUX MPOOJIEM CO3JIaHUS JIOKYMCHTOB
OpraHaMH TOCYJapCTBEHHOM BJIACTH, MECTHOIO CaMOYIMPABICHUS W OpraHU3alusMU JIHOO0OH
OpraHU3aIOHHO-TIPAaBOBON (POPMBI.

3agauu AMCHUIIINHBI.

— TI0Ka3aTh B3aUMOCBS3b HH(OPMAIIUU U JIOKYMCHTA;

— MPOCJEIUTh HBOJIOIHMIO JIOKYMECHTa, KaK HOCHTENS WH(POPMALUU, Pa3BUTHE CIIOCOOOB
JOKYMEHTHUPOBAHUS U MaTCPUAIOB I (puKcanuu HHHOPMAIINN;

—  TIPOAHAIM3HPOBATH MPOIIECC CKIAABIBAHUS U pa3BUTHS (POpPMYyJIspa JOKYMEHTA;

— MPOAHAIM3UPOBATH MPOIECC CKIIA/IBIBAHUS U PA3BUTHS CUCTEM JOKYMCHTAIUH;

— BBISBUTHh M TI0Ka3aTh TEHJACHIMHM YHU(DHUKAIMH, CTAHIAPTU3AIUK M KIACCU(PHUKAIMH KaK
OTIENBHBIX (POPM IOKYMEHTOB, TaK M CHCTEM JIOKYMCHTAIIMH B LIEJIOM;

— TIOKa3aTh COBPEMCHHBIC TPEOOBAHUS K COCTABJICHUIO U OOPMIICHHIO TOKYMEHTOB;

— TPHUBHUTH HABBIKK aHAJIN3a IOKYMEHTA,

— TPUBUTH HABBIKM COCTaBICHHUS JIOOBIX BHUIOB JOKYMEHTOB U IPOECKTHPOBAHUS
YHUQUIIUPOBAHHBIX  (OPM  JIOKYMEHTOB, CHCTeM  JOKYMEHTalluM ©  WHQPOPMAIMOHHO-

HOKYMGHTaHHOHHOﬁ CHUCTEMBI YUPCIKICHHUA B LICJIOM.

1.2. Hepeqeﬂb IJIAHUPYEMBIX PpeE3yJbTAaTOB Oﬁy‘lel-ll/lﬂ nmo AUMCHHUIIIMHE, COOTHECCHHBIX C
HHIUKATOPpAMM JOCTHXKCHUSA KOMIIeTEeHIInit

Komnerenuus HNuaukaropsl Pe3yabTarhl
(Kol ¥ HAUMEHOBAaHUE) | KOMIIETeHH I o0y4eHus
(kK01 1 HAMEHOBaHUE)
OIIK-2. Criocoben OIIK  2.3. Pemaer 3Harh: oTpaciu
HaXOAWTh  OPraHM3alMOHHO- | yIpaBlieHYeCKHe 3aJadd B | IpaBa, HCTOPHIO ux

yIpaBJIeHYECKHUE PELICHUs IpU | chepe  JOKYMEHTAIMOHHOTO | (hOpMUPOBaHUS U PA3BUTHUS B
pelieHuu 3a1ad B chepe cBoeit | obecnieueHuss ympasieHuss u | Poccun

npodecCHoHANBHOM ApPXUBHOTO JIeTIa; YMeTh: UCHOIB30BaTh
JCATCIIBHOCTH, 3HaHUI B 00JacTH npasa "
MIPaBOBHIE pecypchl B
npodecCuoHaATBHOM
e TeIbHOCTH

Bnanern: HaBBIKaMU
MOWCKAa ¥  HCIOJIb30BAHUS
paBoBOM WMH(OpManu st
penieHus 3amaq
npodecCuoHATbHON
JESITEIbHOCTH




OIIK-3. Crniocoben OIIK 3.3. Hcnons3yer 3HaTh: OCHOBHBIE
HIPUMEHSTh TEOPETHUYECKHE | B3AUMOCBS3H METO/IbI u cpezacTBa
3HAHUS JUIs pereHust | TOKyMEHTOBEACHUS U | IPOBEIEHUS] TEOPETUYECKHUX
HIOCTABJICHHBIX 3a7a4 B | apXUBOBEICHUS CO CMEKXHBIMH | HCCIICIOBAHUM
00J1aCTH TOKYMEHTOBEICHUS U | HAYKaMH u HAYYHBIMH YMeTb:  IpPUMEHSTH
apXMBOBE/ICHUS; JTMCIUITITMHAMM; HOJyYEHHBIE TEOPETHYECKHE

3HAHUS JJIsl peIleHus 3a/1ad
npodeccuoHaTbHON
JeSITebHOCTH

Bnaners: HaBbIKamMu
MMPOBCACHUA TCOPECTUUYCCKUX
UCCIICIOBAaHUI B paMKax
00pa3oBaTeNILHOTO TIpolecca

" NalbHENIIEH
po(hecCuOHATLHOM
NeATEILHOCTH

1.3. MecTo IMCHMIJIMHBI B CTPYKTYPe 00pa30BaTebHOIl MPOrpaMMsbl

JucuunmiHaa (MOoayib) «J{OKyMEHTOBEACHHE» OTHOCUTCS K OCHOBHOM 4acTH OJ0Ka AUCIHILTHH
y4eOHOTO IIJIaHa.

JIsst OCBOGHUS JUCHMIUIMHBI HEOOXOJMMBI KOMIICTEHIINH, CHOPMUPOBAHHBIC B XOJIE U3YUCHHS
cnenyromux nucuuiuint: Vicropust Poccun, BeeobOmast nucropust

B pesynbTaTte OCBOCHUS AMCHMIUIMHBI (OPMHUPYIOTCS KOMIICTCHLIUH, HEOOXOAUMBIC IS
HU3YYCHUA CICAYIOINUX JUCHUIINIMH MW TPOXOXKIACHUSA IIPAKTHK! Ka,[[pOBOG ACIJIOMPONU3BOJACTBO,
OpraHu3anroHHO-T0KYMEHTAIIHOHHOE 00eCTIeueHHE JeSTEIbHOCTH PYKOBOJIHUTEINS, O3HAKOMHUTEIbHAS
MIpaKTUKa

2. CTpykTypa IMCUHNJIHHBI
O6mas Tpya0EMKOCTh TUCHIUIUIINHBI cCOCTaBiseT 8 3.e., 288 akanemMudeckux yaca (OB).

CTpyKTypa AUCHUNIMHBI VISl 04HO-3204HOI (pOopMBI 00yUeHUs

OO0beM IUCHMIUIUHBI B (OopMe KOHTAKTHOM paboOThl OOYYaIOIMIUXCS C IEIarornyecKUMH
paboTHUKaMU | (WK JTUIIAMH, TIPUBIIEKaEMBIMH K peajn3aliuu 00pa3oBaTeIbHON MPOrpaMMbl Ha MHBIX
YCIIOBUSIX, TIPH MPOBEICHUN YUCOHBIX 3aHITHIA:

Cemectp Tun y4eOHbIX 3aHATUN Komn
4EeCTBO YacoB
1,2 Jlexuu 38
1,2 Cemunapsbl/mabopaTopHble paboThI 58
Bcero: 96

O0beM AUCHUIUIIMHBL (MOAYIISI) B (pOpME CaMOCTOSATENbHON paboThl 00YUYAIOUINXCS COCTABISET
192 akagemudeckux vaca(oB).

3. Coaep:xkaHue TUCHUILTHHBI

Haumenosanue paznena Conepxanue
JUCIIATIIMHBI




Pazoen | Hasnauenue
OUCYUNTIUHDL, UCTMOYHUKU u
qumepamypa

1.1 [Ipenmer, colepKaHue, 3aJ1a4n
JTUCHIUTITMHBI M METOJIbI €€ N3yUYeHUS.

JloxymeHT - OCHOBHOM 00BEKT
JIOKYMEHTOBETYECKUX HACCIEI0BAaHUM. Pons
JOKyMEHTa B JKM3HM 4YeJlOBeKa U O0OIecTBa.
JlokyMeHTHI B chepe TpaBa u yrpaBlieHUs. Briusaue
Hay4YHO-TEXHUYECKON pPEBOJIIOIIMM HA pa3BUTHE
JNoKyMeHTa. PasButne ¢opmyssipa JTOKyMEHTA.
HayuHo-ucropuueckass M NpakTHYeCKass LEHHOCTh
JIOKYMEHTA. MeTtosl HCCIIEIOBaHUS
JIOKyMEHTOBeAuecKux mpodiem. OOuieHay4dHble U
crienuanbHble MeTo/bl. CTaHOBJICHHE M Pa3BUTHE
JIOKYMEHTOBEJCHUSI KaK HayYHOM JUCIHUIUIMHBIL.
CBsi3p TOKYMEHTOBEJIEHUS C Teopuel UHPOopMaluH,
apXHWBOBEICHHEM u HMCTOYHUKOBEICHUEM.
Hcnonb30BaHne TOKYMEHTOBEAECHUEM JOCTUKEHUM
uH(OpPMATUKH, HCTOPUYECKON  HAyKu, IIpaBa,
JUHTBUCTUKH, TEOPUH YIpaBICHUS U JPYTUX
Hay4HbIX AUCHUIUIMH. PoOJIb TOKyMEHTOBEIEHUS B
COBEPLICHCTBOBAHUHU IIPOLIECCOB YIIPABIEHUS.

1.2. IcTOYHUKY ¥ JIUTEpaTypa

3aKOHONATENbHbIE  AKThl, HOPMATHUBHBIC
marepuasipl XVI — nHau. XX B. [lucbMOBHHKH.
Metonuueckne pa3paborku. PykoBoacTtBa 1o
JIEJI0NPOU3BO/ICTBY.

3aKkoHONATENbHbIE, TMPABOBBIE aKThl U
HOPMAaTUBHO-METOAUYECKUE JIOKYMEHTBI
Poccuiickoit @enepannn. Koncrurynus Poceniickoin
@®enepaunn. Kogekcsl P®, KOHCTUTYLMOHHBIE H
dbenepasibHble  3aKOHBI, YKa3bl, I[locTaHoBIeHMS
[IpaBuTenscTBa M MHBIE HOPMATHUBHBIE JOKYMEHTHI.
l'ocynapcTBeHHbIE CTaHIapTHI, HOPMAaTHUBHO-
METOJIUYECKUE TOKYMEHTHI — PEIJIaMEHTHI, IIPaBuUIIa,
UHCTpyKIMu u ap. llepuoanyeckue wu3IaHUS.
CnpaBounsie u3ganus. Jlureparypa.

Pazoen 2 Jlokymenm, eco
@yuryuu u cnocodwl
OOKYMEHMUPOBAHUS

2.1. TlousTHs «MHPOPMALTUD) U «ITOKYMEHT

[lonstus «uHpOpMaLUs U <« IOKYMEHT).
CBsa3p  umHpOpManMu U JOKyMeHTa.  Poib
nH(pOpMallMd B COUUAIBHBIX U HKOHOMHUYECKHX
nporeccax. MHdopmanus kak OCHOBa TNPHHSITHUSA
YIPaBIEHYECKOTO PEIICHUsI.

BozHukHOBEeHNE JOKYMEHTA, ero
Ha3HAaYCHHE. [Monsitue «IIOKyMEHTY, ero
Tpanchopmarus. JJokyMeHT - OOBEKT HCCIIeIOBAHUS
TCOPCTUICCKUX )41 MPUKJIAAHBIX JUCHUITIINH.




IIpaBoBoi, yIIPaBICHYECKUI HCTOPUYECKUI
acIeKThl B OIpENEICHUM NOKyMeHTa. Pacmupenune
MOHATUSA «JAOKYMEHT» C Ppa3sBUTHEM HAyKu WU
TexHUKU. lloHATHE «AIEKTPOHHBIM IOKyMEHT».
Omnpenenenne JOKYMEHTa B  TIOCYAapCTBEHHBIX
CTaHAapTax. IlonsTue «IOKyMEHT» B
JIOKYMEHTOBEICHUU.

3aKoHO/ATEIbHbBIE AKTHI 00 00S3aTENBbHOCTH
JOKyMeHTHpoBaHusi  HH(popManuu. Ha3Hauenue
JOKYMEHTHOM uH(popMaruu. PakTopbl, BIUSIONINE
Ha UMHQOPMALMOHHYK LEHHOCTb JIOKYMEHTOB.
3aBUCUMOCTb LIEHHOCTH MH(pOpPMaLUU OT IOJHOTHI,
00BEKTUBHOCTH, JOCTOBEPHOCTH, CBOEBPEMEHHOCTHU
nepefaud U IOJIy4EHHUS, NEPUOAMYHOCTH WIH
qyacToThl nepenauu. OnepaTuBHas M MCTOPUYECKAs
(peTpocnieKTUBHAs) JOKYMEHTHasi MH(pOpMaLus Kak
enuHas MH(OpMaIOHHAas CUCTEMA.

2.2. OyHKIIUYU TOKyMEHTOB

[lonstue «pyHKIUS JIOKYMEHTa.
3aBUCUMOCTb HOHATHUS «JOKYMEHT» OT €r0 (DYHKIHH.
3HayeHne ~ W3y4YeHHS ~ (QYHKIUHM  JTOKYMEHTA.
NudpopmannonHas  ¢GyHKIMS  JOKyMEHTa  Kak

CpEeICTBO 3are4aTieHus u COXpaHEHHUS
uHpopmanuu. ConmanbHas (QYHKLIHS JOKYMEHTA.
KynbrypHas byHKIUSA JIOKYMEHTA.

KommyHukaTuBHass ~ (QyHKUIMS  KaKk  CPEICTBO
nepenayy nHGopMaluu.

VYrpasnendyeckas GyHKIUS U €€ 3HAYCHUE B
opraHu3anuu ympasineHus. [IpaBoBas QyHKIHs.
Oyuknua  yuera. @DyHKIUA  JOKYMEHTa  Kak
HCTOPUYECKOIO0 MCTOYHMKA. DYyHKIUU IOCTOSHHO
nercTByromue u (QyHKIMHM OlepaTHBHBbIC BiusHue
GyHKUMH ~ JTOKyMEHTa Ha  €ro  CTPYKTYpy.
[TonudyHKIMOHATIBHOCTD JOKYMEHTA.

2.3. CriocoObI TOKYMEHTHPOBaHUS

3ByKOBass peyb, €€ BO3MOXHOCTU H
HEJOCTaTKW B  3aKpeIUICHMM W Iepejade
uHpopmanuu. [IpenMeTHbI U 3HAKOBBINA CIIOCOOBI
nepegaun  cooOmenuil.  Ilonstue  «cmoco6»
JOKyMEHTHpoBaHus.  Mcropuueckuii  Xxapakrtep
JIOKYMEHTOB U IOKYMEHTHUPOBaHUS. DTaIlbl Pa3BUTH
CrocoO0B TOKYMEHTHPOBAHHSL.

HaueprartenbHplii  crnoco0 3akperieHus U
nepenavyu uH(pOopMaLuu. TekcToBoe
IOoKyMeHTHpoBaHue. [Iukrorpadguieckoe mMUCbMO U
ero ocobenHoctu. Jlororpadguueckoe MHCHMO
(umeorpaduyeckoe MHCHhMO), €ro JOCTOMHCTBA U




HenoctaTku. IlpuMeHeHne mnuKTorpaduyeckoro u
Jororpa)u4eckoro IMUCbMa B HACTOSIIEE BPEMS.
CrnoroBoe nucbMo. Bo3HukHOBeHHE (POHETHYECKOTO
(OyKBEHHOTO) MHUCHMA.

Pa3Butne rpaduku pycckoro - muchMma.

Crenorpadus. [Tpumenenune TEKCTOBOT'O
JIOKYMEHTHPOBAHUS.
Texnuueckoe JOKYMEHTHPOBAHHE.

OCHOBHBIE TpPYIIbl TEXHUYECKOW JOKYMEHTAIIUH.
Buapl  TexHumyeckux — JMoKymMeHTOB.  OOGnacTu
MPUMEHEHHUS TEXHUYECKOTO JOKYMEHTHUPOBAHMUSL.

DOTOJOKYMEHTUPOBAHUE. 3HayeHue
¢dororpadun kak crocoda pukcanuu HHPOPMALIHH.
[Tpumenenne GOTOTOKYMEHTOB.

KunonokymentupoBanue. ITonstue
«KAHOJIOKYMEHT. Bunn: KUHOJOKYMEHTOB.
Buneozarmuce.

®ononokymenTupoBanue. Ero ocodennocTH,
00JacTl MIPUMEHEHHUS.

JlokymeHTupoBaHue c IIPUMEHEHUEM
MH(OPMALIMOHHO-TOTMYECKHUX MallliH.

CoBpeMeHHbIE CIOCOObI TOKYMEHTHPOBAHUS
C MCMOJIb30BAaHUEM HOBBIX TEXHOJIOTHH.

2.4 MarepuaiabHble HOCUTEIN HHPOPMALIUU

Hocurenu  undopmanuu.  JpeBHelnme
MaTepuaisl Ui mucbMa Marepuaisl s MUCbMa B
[lepeaneit  A3um  (KIMHOMHUCHBIE  TAOMWUYKH).
H3zroroBnenue u IIPUMEHEHNE nanupyca.
Hcnonp3oBanue A5 MUCbMa NiepraMenTa, 0epecTsl 1
Ipyrux wmarepuaioB. M3oOperenue Oymaru, ee
JIOCTOMHCTBa,  OOYCIIOBUBILIMNE  IOBCEMECTHOCTh
pacripocTpaHenus. Bopsubeie 3Haku (punaurpasu).
CpenctBa u opyaus HUCbMa W WX BIMSHUE Ha
pa3BuTHE rpaduKu MHUChMa.

Marepuainst JUIS TEXHUYECKOTO
JTOKYMEHTHPOBAHUS. Marepuainst JUIS
(OTOKUHOOKYMEHTUPOBAHHS. Buneorpammei.
Marepuainst JUTS (hOHOTOKYMEHTHPOBAHUS.

KOMHBIOTCpHBIC HOCHUTCIIN I/IH(I)OpMaI_II/II/I. Bausxue
HOCUTECIIA I/IH(bOpMaHI/II/I Ha JOJI'OBECYHOCTb U
CTOUMOCTDb JOKYMCHTA.




Pazoen
00KyMeHma

3

Ipusnaxu

3.1. OpuruHaIbHOCTH JOKYMEHTA

[TonsiTue opuruHana, NpU3HAKUM OPUTHHAIIA.
YMHOKEHHBIE OpUTHHANIBI. UepHOBUKU U OEIOBUKU
TEKCTOBBIX JOKYMEHTOB. ABTorpadsl. Pemaxiuu.
Opurunanbsl KUHO U QOTOTOKYMEHTOB. OpUTHHAIIBI
(OHOJJOKYMEHTOB. OpuruHaiibl TEXHUYECKUX
JIOKYMEHTOB, OPUTHUHAJ 3JIEKTPOHHOT'O IOKYMEHTA.

Ilonartue «nommHHMK». IlognuHHBIE U
MOJUIOKHBIE JTOKYMEHTHI. Bunbl danscudukanun
JIOKYMEHTOB. danscuduranus COoZIep KaHusl.
WNuTepnossanys danscuduranus cocrasa
yI0CTOBEpEHUs, OJ1aHKa.

3.2. KonmuiiHOCTH TOKyMEHTa

[Tonsatusa «xomus». Mctopudyeckoe pa3BUTHE
konuid. Bunel xomuii, onpenensemsle cnocoOoM MX
BocnpousseaeHus. Konuu, pasinnuumsie o crocody
ux ypocroBepenus. Ilopsok odopmiaeHus KOIMiA.
KOpuandeckas cuna kormid. Jlyonukar.

Pazoen
00KyMeHma

4

Cmpyxmypa

4.1. ®opmynsap JOKYMEHTa U €ro COCTaBHbIE
qacTu

[lonatne «pexkBusur». IlocTosiHHBIE U
nepeMeHHble pekBU3UTHL. [loHsATHEe «dopmymspa
JIOKYMEHTa. OcobenHoctu dbopmymsipa
JIOKYMEHTOB, OJYYEHHBIX Pa3JINYHBIMU CIIOCOOaMHU
JIOKYMEHTHUPOBAaHUsI (TEKCTOBBIMH, MAIIMHHBIMH,
KHHO-, doro-, doHoO-, TEXHHUUYECKUMHU ).
WNHauBuyansHbINA u TUTIOBOM bopmysip
nokymeHta. @opmynsgp — obpaszen, ero 3ajaud B
yHUUKaUU TpeOOBaHUM K PEKBU3UTAM JIOKyMEHTA
U UX PaCIOJIOKEHHUIO.

4.2. Co3pganue W pasBUTHE TPaIUIMOHHON
(bopMBbI TOKyMEHTa

dopmynp TEKCTOBOro jpokymenta XVI -
XVIlI BB. BnusHue Tpagumuii M 3aKkoHa Ha
cKiajpIBaHue (opmynsipa nokymeHta. Crnenuduka
0003HaYeHHs] HAUMEHOBaHHSA BHUAA JIOKYMEHTa,
yKa3aHME€ aBTOpa M COCTaBUTENs JOKYMEHTA.
Ob6o3nauenune aapecara. OCOOEHHOCTH AATUPOBKU
JOKyMeHTa. Mecto u  xapakrep  moamnucei
JIOKYMEHTa, «CIpPaBbl» M «IIPUIHCH», aBTOPCKas
noAnuck. Buasl nevareir. OTMETKH HA TOKYMEHTaX.
TpaauLIMOHHO CIIOKUBIIAACA CTPYKTypa TEKCTa U
0COOEHHOCTH M3JIOKEHHSI COJICPKAHUS PA3TUUYHBIX
BUJIOB JIOKYMEHTOB.
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®opmynsp TekctoBoro nokymenta XVIII B.

3aKOHOIIaTeHBHBIC U HOPMATUBHBIC AKTBhI O
COCTaBJICHUHU M OPOPMIICHUH TOKYMEHTOB. BimsiHue
HCpapXuu «BJIACTEeH M MecT» Ha Pa3sBUTHUC BUAOB U
pazHoBuaHOCTEH. OOO3HAaUYEHNE aBTOPA U €ro MECTO
B (opMyJIsipe TOKyMEHTA.

Texct nokymeHTta. Ponb 3akoHOmATETBHBIX
aktoB  XVIIl  B. B yHHbUKaIMU  TEKCTa
OTIpe/ICIEHHBIX BUJIOB JIOKYMEHTOB. [IMCBMOBHHKH,
COOpPHUKH O0pa3lOBBIX TEKCTOB. 3arojiOBOK K
TEKCTy, ero Ha3HaueHue u Mmecto. Ckpena. [leuatu u
mpaBWiia TONb30BaHUs UMHU. OTMETKH, WX BHJIBI,
Ha3HAYEHUE U MecTo B (hopMmyIisipe.

Qopmynsip TekcToBoro aokymenta XIX -
Hayana XX BB.

Permamenranus 3aKOHOJATENFHBIMU aKTaMHU
MOpsIIKA COCTABJICHUSI U OPOPMIICHHS JJOKYMEHTOB
O0o3HaueHue BUJ1a, aBTOPA JOKYMEHTOB, UX MECTO B
dbopmysape. [TosiBnenue O1aHka.

OcoOeHHOCTH aJpecoBaHUs JOKYMEHTOB U
opopminenue gartel. M3MeHeHue B mopsake
opopMmieHHs ~ TOANUCH  Pa3IUYHBIX  BUJIOB
TOKyMeHTOB. IIpocraBienune mneuarei. Xapakrep
OTMETOK Ha JIOKyMEHTaXx.

CrpykTypa TeKCTa JOKYMEHTA.

O61erocynapcTBeHHast yHUUKALINS
JIOKYMEHTOB M CTPYKTYpbI TEKCTOB.

4.3. ®opMyIsp ynpaBleHYeCKOro JOKYMEHTa
XX-XXI BB.

Bormpockl 10KyMeHTHpOBaHUS, COCTaBICHUS
U opOopMIIEHHS JOKYMEHTOB B 3aKOHOJATENIbHBIX U
HOPMATUBHBIX aKTax. YHHUQHUKAIUS JOKYMEHTOB.
BuyTtpusunoBas yHUDUKALUS. Pa3Butne
yHUGUKAUIMK M CTaHJapTH3alUH  JOKYMEHTOB.
I'ocynapcTBeHHblE  CTaHAApThl Ha  JTOKYMEHTHI.
Oco0GeHHOCTH OpraHUu3alMOHHO-PACIIOPSIUTENbHBIX
JIOKYMEHTOB. I'OCT P 7.0.97-2016
«Opranu3aioHHO-paciopsAUTEIbHAs
nokyMmeHtauusi. TpeGoBanus K  o(OpMIICHHUIO
JIOKYMEHTOBY. PexkBu3uTHI JIOKYMEHTOB,
nepeuncingeMmsle B «IlpaBuiax aenonpon3BOACTBA B
denepanbHBIX OpraHax MCHOJHUTEIBHON BIACTU» U
“MeToauvecKnX peKoOMeHAanus TOo pa3padoTKe
MHCTPYKLHUHN 1O J1€JO0MPOU3BOJICTBY B (eiepabHbIX
OpraHax MUCIOJHUTEIbHOU BJIACTH .
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brnank noxymenta. Buapl OmankoB. CocrtaB
OnaHKa, TOPSAJOK PpACIOJIOKEHUS PEKBU3UTOB B
Onmanke. brnaHku ¢ yrIoBEIM M TPOAOTBHBIM
pacmoIokKeHUeM PEKBHU3UTOB. [IpaBuiia
KOHCTpyUpOBaHus OJaHKa. biiaHku ¢ n300paxeHneM
rocyJapcTBeHHOro Trepba um Tepba cyObekTa
benepanum.

ABtop nokymenTa. llopsimox o0o3HavyeHuUs
HAaUMEHOBAHMSI OpPraHHU3al[MH-aBTOpPa JOKYMEHTA.
CropaBounble JaHHBIE 00 aBTOpEe, HMX COCTaB,
pa3MenieHne Ha  OylaHke. ABTOpPBI  JIMYHBIX
nokymeHToB. [loamuch, mneyaTh Kak IPU3HAKU
aBTOpAa.

Bun nokymenra, ero passutue. Buael
JIOKYMEHTOB, ONpPEAEISIEMbIE 3aKOHOJATEIbHBIMU U
HOPMAaTUBHBIMU akTaMu. CBs3b BUJIOB JIOKYMEHTOB U
GyHKIMI ynpaBiaeHUs. YKa3aHHE BUAA JIOKYMEHTA,
€ro MeCTO U Ha3HayeHHe B (OopMyJsipe TOKyMEHTa.
3aBUCHMOCTE ()OPMBI IOKYMEHTA OT €r0 BUJIA.

O6o3nauenue anpecata. [IpaBuia Hanucanus
ajzipecata U MECTO yKa3aHHs ajapecarta B GopMyIisipe
nokymeHta.  OtpaxkeHue  cepbl  JICHUCTBUS
JIOKyMeHTa B ero aapecate. [lopsmok odopmueHus
JOKYMCHTA C HCCKOJIBKMMH ajJpecaTaMu. HOprI{OK
o opMIIeHHS TTOYTOBOTO apeca.

JHlatra noxymeHTa. 3HaueHUE JaTHUPOBAHUS
JOKyMEHTa. ABTOpCKHME  JaThl  (COCTaBIEHHUE,
MOJNUCAHUE), AAThl, OTHOCALINECS K COAEPIKAHMIO.
Jatpl, xapakTepusyrolue »3jeMeHTa (opMyispa.
JaTel 00paboTKu JIOKYMEHTOB. [Topsimox
odopmiIeHHs JaT.

Cocras YIAOCTOBEPEHHUS JIOKYMEHTOB.
Hasnauenne noamucanus JI0KymMeHTOB. I[lpaBuiia
MOAIMCH  JOKYMEHTOB  DPa3jIMYHbIX  KaTErOpHd.
Mecto moamucu B (Qopmynsipe  TOKyMEHTa.
OnexTpoHHas moamnuch. OTMETKa 00 AIEKTPOHHON
TIOJIITKCH.

Ilewatn m mx Ha3zHaueHWe. Buabl medareil.
l'ocynapcrBenHas repOoBas rneyarh.
3aK0HOJIaTEIHLCTBO 00 U3rOTOBJIEHNH U ITOJIE30BaAHUN
nevatamu. 1lopsaok nmpocraBiaeHust OTTUCKA TeYaTh
Ha IOKYMEHTax.

VYTBepxkneHue  JOKyMeHTOB.  CrocoObl
yrBepxkaeHus. CocraB  rpuda  yTBEp)KACHUS,
nopsiIok ero odopmieHus, Mecro B (Gopmymsipe
JOKYMEHTA.
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CornacoBanue noxkymeHTa. Ilopsaok 1 BUIsl
corjacoBaHusi. Busbl W rpud) coriiacoBaHus, HX
odopmiieHHE, MECTO B (OPMYJISIpE TOKYMEHTA.

Otmerkn Ha pokymeHtax. HMx poas B
NPOXOX/ICHUN M HMCIIOJHEHHH JOKYMEHTa, MECTO B
dopmynsipe  gokymenta. Oco0oe  Ha3HaYeHUE
pe3omonun (yKa3aHHs 10 HCIOJTHEHHIO JOKYMEHTA).
TpeboBanne K COACPKAHUIO U  OPOPMIICHHIO.
OTMeTKH O B3STUM JOKyMEHTa Ha KOHTpOIIb,
HCIIOJIHCHUU JOKYMCHTA U Jp.

4.4. Tekct TOKyMEHTa

ITonsarue «TEKCT JIOKYMEHTa npu
Pa3IUYHBIX crocobax JIOKYMEHTHUPOBAHUSI.
Cuenapuii moarotoBku mokymenTta. ConepikaHue
MPOCTHIX M CIIOKHBIX JOKYMEHTOB.

[Topsanok W37M0)KEHU TEKCTa JOKYMEHTA.
TpeGoBanus Y4ETKOCTU U ICHOCTU TEKCTa JOKYMEHTA.
Jlormueckass cTpykrypa Tekcra. BzauMocBs3b
conepkanus u Gopmbl HokymMeHTa. Dopmanuzanus
TEKCTa JIOKYMEHTA.

OneMmeHnTsl Tekcra. lloHsATHE «3aroIOBOK»
(HamMeHOBaHUE JIOKYMEHTA). Haznauenue
3aroJioBKa, €ro MecTo B (QOopMyisipe JOKyMEHTa
[TpunoskeHus K TEKCTY U MOPSIOK UX OPOPMIICHHS.

4.5. Yauduxamus TekcTa JOKyMeHTa

VYHu¢ukauus JOKyMEHTa KakK OIHO U3
HaIpaBJICHUN ero COBEpLICHCTBOBAHH.
[Ipennocsuiku yHudukanuu. Metoq yHudUKamu.

YHugukauus cTpyKTypbl TEKCTa. DJIE€MEHTHI
dopmanuzamun.  DopManu30BaHHBIA  XapakTep
TEKCTOB YYETHOM JOKyMEHTaluu. YHUHUKAIMSL
A3BIKOBBIX cpeicTB. DopMbl YHUDHUKAIIMN: TUTIOBOIA,
TpadapeTHBI TEKCTHI, TaOJUIA, aHKeTa, Tpaduku,
JarpaMMmBl.

Pa3zoen
00KyMeHmayuu

5

Cucmemvi

5.1. CkmanpiBaHu€ CUCTEM JOKYMEHTAIIUN

IlonsTue «CHUCTEMA JOKYMCHTalUN)).
HpI/ISHaKI/I CUCTCMblI JOKYMCHTAIUU. OcHoBaHUs
K.]'IaCCI/I(bI/IKaI_[I/II/I CHUCTECM NOKYMCHTAlU.

Hcropuueckas 00YCJIOBIICHHOCTD
dbopMupOBaHUS CUCTEM JOKyMeHTanuu. CHCTEMBI
JIOKYMEHTAlUK  YUPEKIACHUU JTOPEBOIIOLMOHHOMN
Poccumn.
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PazButne CHUCTEM AOKyMCHTallUn Ha
COBPEMEHHOM OTall€. KadgecTBeHHBIE W3MEHEHUA
COCTaBa U COACpKaHUA CUCTEM JOKYMCHTAILIUH.

lNocynapctBenHasi cucrema JIOKYMEHTAIIMU.
OyHKIMOHAIbHBIE CUCTEMBbI JIOKYMEHTalluH,
BEJIOMCTBEHHBIE CUCTEMBI HJIA OTPACIIEBBIE CUCTEMBI
JIOKYMEHTAllUU U UX B3aUMOCBS3b.

5.2. YHudumupoBaHHbie CUCTEMBI
JIOKYMEHTaIUU

[lonsitne  «yHuuuUpOBaHHAasE  cUCTEMa
JOKyMeHTanum». Pa3zpaboTka yHH(PHIHPOBAHHBIX
CUCTEM JIOKyMEHTAIIUU - HOBBIH 3Tal B yHU(PUKAIIIH
U CTaHJApTHU3alMM JOKYMEHTOB. XapaKTepHUCTHKa

YHU(PULIPOBAHHBIX cucTeM JIOKYMEHTaLUH.
I'ocynapcrBeHHbIE CTaHJapThI Ha
YHU(PULIIPOBAHHbBIE CUCTEMBI. OmneIT

MGX(IIYH&pOI[HOfI CTaHJapTu3anu JOKYMCHTOB.

[IpoektupoBanue yHU(DULIHUPOBAHHBIX (POpPM
JIOKYMEHTOB. Meron COJIepKaTeNbHOM U
¢dopManbHON YHUDUKALIH.

Peructpanuss  yHupUUUpPOBaHHBIX  QOpM
JNOKyMeHTOB. Ilopsnok BBeneHus B JEUCTBHUE
YHUGUIUPOBAHHBIX (OPM JTOKYMEHTOB. AJBOOMBI
¢bopM yHUPHUIMPOBAHHBIX JOKYMEHTOB.

PernamenTanus coCTaBa BUI0OB u
paSHOBI/II[HOCTGfI AOKYMCHTOB OIpECaACIICHHOIO
KOMIUJICKCA 110 3aJa4aM YIIpaBJICHUS. Tabenn (l)OpM
JOKYMCHTOB.

Paszoen 6 Opeanuzayuonmo-
pacnopaoumenvHvle u
UHDOPMAYUOHHO-CNPABOUHBIE
O0OKYMeHmMbl

YHupuurupoBaHHast cucreMa
OpraHU3aMOHHO-PACTIOPAAUTENbHOM
JnokyMeHTauu. OCOOEHHOCTH CUCTEMBI, €€ COCTaB.

Opranuzannonssle JOKyMeHTHI. [lonoxenus,
YCTaBbl, PETVIAMEHTBI, HHCTPYKLNH, MTPaBUia U Ap.
TpeboBaHMs K UX COCTABICHUIO U O()OPMIICHUIO.

PacniopsaurenbHble JIOKYMEHTHI.
ITocTanoBnenus, pelieHus, IIPUKA3HI,
pacniopsbkeHus, ykasanuss u Ap. [lopsamox mux
cocTaBJIeHUS U 0(OpMIIECHUS.

NudopmannoHHO-CIIpaBOYHbIE TOKYMEHTHI:
aKThl, CIPaBKH, JOKJIATHBbIE W OOBICHUTEIHHBIC
3aIlUCKH, MHUChMa, TeJIerpaMMbl, TeJIe(pOHOTPAMMBI.
Nx cocraBienne u ohopmIICHHE.
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OcoOenHoct  ohOpMIICHUST JESATEIBHOCTH
KOJUIETHAIbHBIX OPTaHOB.

Pazoen 7
Cogeputerncmaosaniue
OOKYMEHMAYUOHHBIX NPOUECCO8

7.1. Perimamenranus MPOIIECCOB
JIOKYMEHTOOOPa30BaHUs

HeobOxomuMocTh perynupoBaHms Ipoliecca
JIOKyMEHTOOOpa3oBaHus. BeIsICHEHHE U yCTpaHEHHE
MPUYMH HEONPABJAHHOIO BO3PACTaHUSA BHUIOBOIO
pazHoOOpasus n KOJINYECTBA  JOKYMEHTOB.
YcraHoBiieHne 000CHOBAaHHBIX KPUTEPUEB CO3TAHUS
JIOKYMEHTOB. ®DakTophl, ONpeACIISIONINe
HEOOXOUMBI KOMIUIEKC JOKYMEHTOB. Tunu3amus
dbopm JIOKYMEHTOB. Pa3zpaboTtka HAy4HbIX
KOHIICTIIUI MEXOTpacieBoil yHupHUKanuu GHopm
yopaBlieHYecKnX AokyMeHToB. Co3naHue OaHKOB
JTaHHBIX.

[IpaBoBoe peryiupoBaHue nporecca
JOKYMEHTOOOpPa30BaHMS. dopmbl IIPaBOBOT'O
PEryJIupOBaHHUSL.

7.2. Wcnonp30BaHHEe HOBBIX TEXHOJOTHU B
JIOKYMEHTUPOBAHUH

BnusiHne  BHeApEeHUS ~ BBIYMCIWUTEIIBHOMN
TEXHUKHU Ha 00pa3oBaHue JOKYMEHTOB. JIOKYMEHT B
anexTpoHHo (opme. [Ipobiiema nmpaBoBOro peknma
JOKYMEHTa, CO3/IaHHOTO B DJIJIEKTPOHHOH Qopme.
OcobOeHHOCTH  COIVIACOBaHUS W ITOJIHMCAHHS
ANEKTPOHHBIX IOKYMEHTOB.

OcoOenHocT co3maHust U OQOpPMIICHHUS
JIOKYMEHTOB Ha KOMIIbIOTEpE: HCMOJb30BaHuE 0a3
JaHHBIX, co3JlaHue 1abJI0HOB, TEKCTOBBIC
pENaKTOpBl, CJIOBAapH, MPOBEPKAa TPAMOTHOCTU H
opdorpadumn. CoBpeMeHHOe MIPOrpaMMHOE
o0ecrieueHue.

Pa3ButHe cuctempl mepeaauu HWHPOpPMAIUH
Bo3moxkHoctn  6€3710KyMEHTHOTO obmeHa
uH(popMale B ypaBiIcHHUH.

Pazoen 8. Hayuno-
ucmopuueckas U  NpaKmuyeckas
YeHHOCMb OOKYMeHma

IlonsaTus: «IOCHHOCTb AOKYMCHTa»,
«IKCIIEpTHU3a OECHHOCTH). Bo3unkHOBEHNE
9KCIICPTU3BI. BBIpa6OTKa IIPUHIUIIOB U KPUTCPUCB
OLCHKHU IEHHOCTU TOKYMCHTOB.

Bremusis u BHYTpPEHHSA KpUTHUKA
JIOKYMEHTOB. AHaJIU3 aBTOPCTBA, BPEMEHHU, MeECTa
BO3HUKHOBEHUU JOKYMEHTA. AHAINU3 COJEPKAHUS
JIOKyMeHTa. JIoCTOBEpHOCTh U LIEHHOCTh JOKYMEHTA.

JloxyMeHTBI c MTOBTOPSAIOLIEHCS
uHpopManue. Buapl IIOBTOPSEMOCTH:
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MyOJIeTHOCTh, TMOTJOLICHHOCTh, CYMMHpPOBAHUE,
BapUaHTHOCTb, pedepupoBaHue. OO6mme
3aKOHOMEPHOCTH, OIPEEIISAIONIIEe BO3SHUKHOBEHHE
JIOKYMEHTOB C MTOBTOPSIOIICHCS HHPOpMAIIHEH.

3HAYUMOCTh SIBJICHUH, COOBITHH, (DaKTOB B
MEePBUYHBIX u BTOPUYHBIX JIOKYMEHTAaX,
COOTBETCTBUE COJIEP)KAIICHCS B HUX HHGOPMAIUH
OCHOBHBIM WJIM  BCIIOMOTAaTENIbHBIM  (DyHKIHAM
yupexaeHus. Opuaudeckas cuiia 3TUX T0KYMEHTOB.
Xapakrtep MOBTOPSIEMOCTH, NEePUOIUYHOCTD
00pa3zoBaHus JOKYMEHTOB.

Bri6opouHas olieHKa TOKYMEHTOB.

CrienpaiabHbIe KPUTCPUU OILCHKH HAy4HO-
texHuueckor gokymentanuun (HT/). W3yuenue
BHYTPEHHEr0 COCTaBa JOKYMEHTa IO MpoliemMam
(rtemaM) u MozensiM (KOHCTPYKLHUAM) 3HadyeHHE
HAyYHO-TEXHUYECKOH WAeH. 3HAYMMOCTh OOBEKTa
JUTSL SKOHOMHUKHU. YHHKAIBHOCTh COOPYKCHHS HITH
KOHCTPYKIIUH.

Kpurepuun LIEHHOCTHU
KMHO(POTOHOHOTOKYMEHTOB. OCOOEHHOCTH OLIEHKH
MaIIMHOYUTAEMBIX JJOKYMEHTORB.

Pazoen 9.  Komnnexcwi [Tonstue «KOMILIIEKCa JOKYMEHTOBY.
OOKYMEHmMO8 IlepBruHBbIE KOMIUIEKCHI TEKCTOBBIX JOKYMEHTOB U
UX  BUJBL KoMIiekcsl ~ TEXHHUYECKMX  H
KMHO(OTOJOKYMEHTOB.
CrnoxHbie KOMILJIEKCHI. [TonsTus
«JOKYMEHTAJbHBII» U  «ApXUBHBIH»  (OHIBI.
Komrmurekcsl JIOKYMEHTOB YUPEKIACHUH,
OpraHM3alMil M CTPYKTYPHBIX IOApPA3AEICHUI.
JInyHnie (hoHBI. ITonsarue «KOJUIEKITHSY

JOKYMCHTOB. IlonsTue «apXuB».

4. (OOpa3oBaTejbHbIe TEXHOJIOTHU

I[J'ISI IMPOBCACHUA y‘-ICGHBIX 3aHATHH 10 JUCIUILINHE HCIIOJIB3YIOTCA pa3JINYHBIC 06pa3OBaTCJIBHBIC
TCXHOJIOTHH. I[JBI opraHu3anuun yqe6Hor0 mnmponecca MOKET OBITh HCITOJIb30BAHO QJICKTPOHHOC

oOydeHue 1 (M) TUCTAHIIMOHHBIE 00pa30BaTEIbHBIC TEXHOJIOTHH.
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5. OueHka MIAHUPYEMBIX Pe3yJbTATOB 00yUYeHUsI

5.1 Cucrema onleHUBaHUS
Dopma KoHmpos Maxc. konuwecmeso 6a106
3a OO0HY Bcezo
pabomy
Texywuti KOHMpPONL:
- onpoc 5 6annos 15 bannos
-021uY -KOHMpPOIbHASA paboma 15 bannos
- KOHMPONbHASL paboma 15 6annos 45 bannos
- UMO208asl KOHMPOAbHAS paboma 15 6annos
Ipomesicymounas ammecmayus 40 b6annos
(3auem)
HUmoeo 3a cemecmp 100 6annos
Texywuii KOHMPOTb:
5 6annos 10 6annoe
- onpoc
- Tecmuposanue 20 6annos 50 6annos
- KOHMPONbHAL paboma 10 b6annoe
-UMOo208asi KOHMPOIbHASL paboma 20 6annos
Ilpomesxxcymounas  ammecmayus 40 b6annos 40 bannos
(pK3amen)
Hmoeo 3a cemecmp (Oucyuniuny) 100 6annos

ITosrydeHHBIM COBOKYIHBIA pe3yibTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKAIy OLEHOK U B
IIKaxy oleHOK EBpomeiickoii cucteMsl nepeHoca u HakoruieHus kpeautoB (European Credit Transfer
System; nanee — ECTS) B cOOTBETCTBUM ¢ TaOIHUIICH:

100- T [xana
OayuIbHas IIKaJia PYIHIIOHHAS ka1 ECTS

95100 A
83904 OTJIMYHO B

68 — 82 XOpOIIO 3a4TEHO C

56 — 67 D

50 55 YIOBJIETBOPUTEIHEHO E
20-49 FX
0-19 HEY/IOBJICTBOPUTEIHLHO HE 3a4TEHO =
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5.2 KpuTtepum BbICTABJEHHUSI OLEHKH IO UCHUIIHHE

/
ECTS

Banasl
HMIxana

Onenka mo
JUCHUILIMHE

Kpurepun ouneHku pe3yabTaToB O00y4YeHHs 110
AUCLHHILINHE

100-83/
AB

OTJINYHO/
3a4TEHO

BeicraBnsiercs oOydaromemycsi, €CliM OH IIIyOOKO U
IIPOYHO YCBOUJI TEOPETUYECKUN U MPAKTUYECKUN MaTEpHall,
MOJKET IIPOJEMOHCTPUPOBATh ATO HA 3aHATHAX U B XOHE
IIPOMEXYTOYHOH aTTeCTal1H.

OOyuaronuiics  McyepHbIBalOLIE U JOTMYECKH
CTPOMHO M3J1araeT y4yeOHbI MaTepuaj, yMeeT YyBS3bIBaTh
TEOPUI0 C IPAKTUKOH, CIPABIAETCS C PEUICHUEM 3aJad
Ipo(ecCHOHANBHOM  HAIIPaBJIEHHOCTH BBICOKOIO YpPOBHS
CJIO)KHOCTH, NPaBUIIBHO 00OCHOBBIBAET NMPUHSTHIE PELICHHUS.

CBoOogHO  opueHTHpyeTCss B y4eOHOH |
npodeccuOHAIBLHOM JINTepaType.

Onenka o JUCLUIUIMHE BBICTaBJISIOTCS
oOydaromeMycst ¢ yd4€ToM pe3yjibTaTOB TEKyIleW u
MIPOMEKYTOUYHON aTTECTAlUU.

Komniereniuu, 3akperui€HHble 3a AUCUUILUIMHOM,
c(hopMUPOBaHbBI HA YPOBHE — «BBICOKUIY.

82-68/

Xoporro/
3a4TEHO

BeicTaBnsercs oOydarolmemycsi, €cild OH 3HAeT
TEOPETUYECKUI U NMPAKTUYECKUI MaTepuall, FpaMOTHO U IO
CyIIECTBY M3JIaraeT €ro Ha 3aHATHAX M B XOJIe
IIPOMEXYTOYHOM aTTeCTalliy, HE JOIYyCKasl CyIIECTBEHHBIX
HETOYHOCTEH.

OO6yuaromuiics IIPaBUIIHO IIPUMEHSIET
TEOPETUYECKHE TOJIOKEHHUSI NMPU PEUICHUH TNPAKTUYECKUX
3a71a4 NpoQecCuOHaIbHOIN HAIPABICHHOCTH Pa3HOTO YPOBHS
CJI0HOCTH, BJIaZIeeT HEOOXOJUMBIMU JJIsl 3TOI'0 HABBIKAMU U
pUEMaMHU.

JlocTaTOYHO XOpOLIO OPUEHTHPYETCS B yueOHOM U
npodeccuOHATBLHOMN JINTEpaType.

Onenka o JUCIUIUINHE BBICTaBIISAIOTCA
oOyuatomemycs ¢ y4€ToM pe3yjibTaToB TeKymedl u
MIPOMEKYTOYHON aTTECTALUU.

Komnerennum, 3akperui€éHHblE 3a JIUCLUIUIMHOM,
c(hopMUPOBaHbI HA YPOBHE — «XOPOLIHIY.

67-50/
D,E

YJIOBJIETBO-
puTenbHO/
3a4YTEHO

BricTaBisiercss oOyuaromiemycs, €cid OH 3HaeT Ha
0a30BOM YpOBHE TEOPETUUYECKUM U MPAKTHUECKUI MaTepua,
JIOTYCKAeT OTJIeNbHBIE OIIMOKM TpPH €ro H3JI0KEHUH Ha
3aHATUAX U B XOI€ HpOMG)KyTO‘IHOfI aTTeCTalluu.

OO6yuarommuiics HCTIBITHIBAET onpencnEHHbIe
3aTPYAHCHUA B IPUMCHCHHUU TCOPETUUCCKUX MMOI0KEHUH npu
pelIeHnHd  TPAaKTHUYECKUX  3afad  IpodhecCHOHATBHOM
HaIlPaBJIEHHOCTH CTaHAPTHOT'O YPOBHS CJI0KHOCTH, BIA/IEET
HCOGXOI[I/IMLIMI/I A 3TOTIO 6a30BBIMI/I HaBbIKaMU WU
MpUEMAMU.

JleMOHCTpUpYyeT JOOCTAaTOYHBI YpOBEHb 3HAHUS
y4eOHOM JTUTEpaTyphl MO TUCHUILIHHE.
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bannbl Ounenka mo Kpurepun ouneHku pe3yabTaToB O00y4YeHHs 110
/ HIxajga | fucOUNJINHE JTUCHUILINHE
ECTS
Ouenka o JUCLUIIIINHE BBICTaBJISIOTCS
oOyyaromemycss ¢ y4€TOM pe3yJbTaTOB TEKymled u
MIPOMEKYTOUYHON aTTECTALUU.
Komniereniuu, 3akperui€HHble 3a AUCUUILUIMHOM,
c(hOopMUPOBaHbI HA YPOBHE — «IOCTATOYHBIN).
49-0/ HEYyIO0BJICT- BricTaBnsercst oOyyaronieMycsi, €Clii OH HE 3HAaeT Ha
F.FX BOPUTENBHO/ 0a30BOM ypOBHE TEOPETUYECKHUI U MPAKTUUECKUI MaTepual,
HE 3a4T€HO | JIOMyCKaeT IpyOble OIMOKH MPH €ro U3JI0KEHUH Ha 3aHATUAX

U B X0JI€ ITIPOMEKYTOYHON aTTECTALlUU.

OOyuarouiics UCIBITBIBAET CEPbE3HBIE 3aTPYAHEHUS
B IIPUMEHEHUN TEOPETUYECKUX IIOJIOKEHUM IIpU pPELICHUU
IPAaKTUYECKUX 3a7jad Mpo(ecCHOHATbHOW HAIpaBIEHHOCTU
CTaHJAPTHOIO  ypPOBHSA  CIOXKHOCTH,  HE  BJIAAEET
HEOO0XOIMMBIMU JIJIs1 3TOI0 HaBBIKAMU U ITPUEMAMH.

JleMoHCTpHpYyeT (parMeHTapHbIE 3HAHUS Y4eOHOU
JUTEPATYpPHI 110 TUCLHUILUIMHE.

Onenka o JUCLUIIIINHE BBICTaBJISIOTCS
oOyuatomemycs ¢ y4€ToM pe3yjibTaToB TeKylled u
IIPOMEKYTOYHOM aTTECTALUU.

Komnerennum  Ha  ypoBHE  «IOCTaTOYHBINY,
3aKperIEHHbIE 33 AUCUUIIMHON, HE CPOPMHUPOBAHBI.

5.3 OueHouHble cpeacTBa (MaTepualibl) AJds TEKYILIEro KOHTPOJS YyCNeBaeMoCTH,
NMPOMEKYTOYHOM ATTECTANMH 00y4aIOIHUXCS MO0 TUCIUIITTHHE
Ilepeuensv sonpocos k konmponvHoi pabome (no meme 2)

O~ wWwNDE

. UeM 3aHMMaeTCs Hay4YHasl IUCLUUIUIMHA JOKYMEHTOBEIEHNE?

. C xakuMu HayYHBIMHU JUCIUTUIMHAMH CBSI3aHO JJOKYMEHTOBeIeHHE?

. HazoBuTe 3akoHOATENBHBIE AKTHI, PETYIMPYIOLINE BOIIPOCH! JOKYMEHTUPOBAHMUS.

. IlepeuncinTe HOpMATUBHBIE ITPABOBBIE AKTHI, PETYIUPYIOIIHE BOIIPOCH! TOKYMEHTHUPOBAHUS.
. JlaiiTe XapakTepUCTUKY HOPMAaTUBHO-METOAUYECKUM JOKYMEHTAM I10 JEJIONPOU3BOICTBY.

HazoBure aBTOpOB, HCCaENYIONIMX BOIPOCH JOKYMEHTOBEICHUS.

[TepedeHb BOIPOCOB K KOHTPOJIBLHOU paboTe 1o Teme 4.

1. Kakue BbI 3HaeTe criocoObl JOKYMEHTUPOBAaHUA?

2. IlepeuncnuTe 3Tanbl pa3BUTUS TEKCTOBOIO JOKYMEHTUPOBAHMS, CPABHUTE UX MEX]y COOOM.

3. Pacckaxute 00 0COOEHHOCTSIX TEXHUIECKOTO JIOKYMEHTHPOBAHUSI.

4. B yeM 3aKiI04ar0Tcsi 0COOEHHOCTH KMHO, (hOTO M (HOHOAOKYMEHTUPOBAHUS?

5. CpaBHUTE H3BECTHBIE BaM CIOCOOBI JOKYMEHTHUPOBAHHSA MEXIy COO0OH, Ha30BUTE HX
IIPEUMYLIECTBA U HEJAOCTATKHU.

6. JlaiiTe xapakTepHUCTHKYy MaTepUAIbHBIM HOCHTEISIM WH(MOPMAIMH W CPABHUTE MX MEXKITY

co0o011.

Ipumepwr O1uy-koHmponvHvix pabom (no meme 6)

Kakue obparenunst ObUIM MPUHATH B KOHKPETHBIM HCTOPUYECKH neprona’?
(TIpoBeCTH CTPEIIKH)

XIX Bek

TOBapUILy
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CoBeTckuit mepuoj NBany MBanoBuuy
90-e roasr XX Beka MusnocTuBOMY rocyaapro
CoBpEeMEHHOCTb TOCTIOJTUHY

Kakumu uroroBeiMu ppazamu 3aKaHUUBAIIOCH CIYKEOHOE TUCHMO
B KOHKPETHBI UCTOPUYECKUN ITEpHOA?
(TIpoBeCTH CTPEIIKH)

XVI, XVII Beka C T1y0OUYalIIIM IMOYTEHUEM

XIX Bek C YBaXKCHUEM

CoBerckuii nepuoa C KOMMYHUCTHYECKUM IIPUBETOM
CoBpeMEHHOCTh I{app rocyaapp, CMUITyICS, OKAITYH

Ilepeuens 6onpocoe k npomedicymouno ammecmayuu (3a4emy)

1. JIoKyMeHT 1 ero MecTo B CUCTEME yIpaBJICHUS.

2. 3aKOHOJATENbHBIC TPABOBBIC AaKTHI, PETJAMEHTUPYIOIIME CO3MaHhue H  OQpOpMIICHHE
JOKYMEHTOB.

3. HopMaTuBHO-METOAMYECKUE AaKTHI, OIPEICISIONINE TOPAJOK CO3MaHUS U OPOPMIICHHS
JOKYMEHTOB.

4. JIOKyMEHTOBEJIEHHE KaK Hay4YHas JUCIUIUIMHA W €€ CBSI3b C JAPYTUMH HAyYHBIMH
JTUCLUTUTMHAMH.

5. IonsTre «MHPOpPMAIUL» U €T0 pa3BUTHE.

6. IloHsTHE «IOKyMEHT» U €r0 pa3BUTHE.

7. CBs13b uH(pOpPMaIIUU U TIOKyMEHTA.

8. OOmue u yacTHble QYHKIUH JOKYMEHTA.

9. CniocoObl TOKYMEHTHPOBAHUS U UX PA3BHUTHE.

10.  TekcroBoe TOKyMEHTHPOBAHUE U ITAIbl €T0 PA3BUTHUS.

11.  Tluxtorpammsl. [IpumeHenne nukTorpauyecKoro NUCbMa CeroaHs..

12.  Jlororpammsl. Mcnonb30BaHue J0rorpaMm CEroaHs..

13.  TexHmueckoe JOKyMEHTHPOBaHHE. BUIbI KOMIUIEKCOB TEXHHUYECKON JTOKYMEHTAITHH.
14.  ®otomoxkymeHntupoBanue. IlosiBieHue, pa3BuTte, IpUMEHEHHE.

15.  KunonmoxymentupoBanue. [losBnenue, pazpurue. Buaeozanuce.

16.  dononokymentupoBanue. IlosBnenue, pa3Butue, IpuMeHEHHE.

17.  Marepuan nns nokymeHTHpoBanus. Ero passutue.

18. [Hommunuky u xonuu. Bunael konui. 11opAnok ya0cToBEpeHUN KOIUI.

19. dopmynsap mokymenTa. Tunosoit popmyssip, popmyssap-oOpaszer.
20.  PasButume popmyisipa nokymenrta B XVI-XVII BB.

21.  @opmymsp moxkymenta XVIII B.

22.  ®opmynsp TekcToBoro gokymenTta XI1X- nauana XX BB.

Obpasyvl mecmos (no meme 7)
Bomnpoc 1
Buza opunmanbHOro 10KyMeHTa 3TO:
A) PEKBU3UT JIOKYMCHTA, BBIPAKAIOIIMI COTJIACHE HIIM HECOTJIACHS JODKHOCTHOTO JIMIA C
COZIEp)KaHUEM JJOKYMEHTa
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b) maanuche Ha NOKyMeHTe, celaHHas JODKHOCTHBIM JIMIIOM U COJepiKallas MPUHSATOE UM
pelieHue

B) nonmnucanue 1oKyMeHTa €ro COCTaBUTEIEM

Bormpoc 2

Bussl mpocTaBisitoTes:

A) paOOTHUKOM, M€YATABIIUM JOKYMEHT

b) paboTHrKamu cBOEH OpraHU3alUH

B) pabGoTHuKamMH IpyTrux OpraHu3anuit

Bomnpoc 3

B kakue peKBU3UTHI JOKYMEHTA JaTa BXOJUT KaK COCTaBHAS YaCTh?
a) rpu@ yTBEpKICHHS B) MOJMKCH

0) BU3a COTJIaCOBAHUS T') PE30IOLHUS

Bomnpoc 4

OO0mmii G1aHK JOKYMEHTA BKIIIOYAET B CEOS CIEAYIONINE PEKBUZUTHI:

A) n3zobpakenue rep0a, sMOJIEMbI, MECTO AJISl pa3MEIleHHs] Ha3BaHUs BUJA JTIOKYMEHTa, MECTO
IUISL 1aThl 1 HOMEPa IOKyMEHTA, MECTO COCTABIICHHSI

b) nzo0paxxenue repba, 3M0s1eMbl, HANMEHOBaHHUE OPraHU3ALIUU ABTOPA, MECTO JUIs pa3MeIleHus
Ha3BaHUS BHUJIA JIOKYMEHTA, MECTO JUIA JaThl 1 HOMEpa JOKYMEHTa, MECTO COCTAaBIICHUS

B) wuzobpaxenue repOa, >MONeMbl, HaMMEHOBAaHUE OpraHU3aLMM aBTOPA, MECTO JUId
pasMeleHrsi Ha3BaHMs BUAA JTOKYMEHTA, CIIPABOYHBIC JaHHBIE 00 OpraHW3alud, MECTO IJIS JaThl U
HOMEpa JOKYMEHTa, MECTO COCTaBJICHUS

Bomnpoc 5

Kakue u3 nepeunciieHHbIX JOKYMEHTOB TPEOYIOT yTBEpXKICHU?

A) ycraB b) mtatHoe pacniucanue B) npukasbl

I') noxnagHble 3anucku J) TOMKHOCTHBIE HHCTPYKIIMU

Bompoc 6

TumnoBoii popMyssip IpUKa3a COAEPKUT CIEAYIOLUINE PEKBU3UTHI:

A) Tr1epd (sMOieMy), HaMMEHOBaHHE OpraHM3allMK-aBTOpPAa, CIpPaBOYHbIE JaHHBIE OO0
OpraHu3aIy, HaMMEHOBAaHUE BUJIA IOKYMEHTA — MPHKa3, 1aTy, HOMEP, MECTO COCTABIICHHS], 3ar0JIOBOK
K TEKCTY, TEKCT, TIOAINCH, BU3bI COTJIACOBAHMSI

b) rep0 (3M0Osiemy), HAaMMEHOBaHUE OpraHU3alMU-aBTOpPa, HAMMEHOBAaHME BUIA JTOKYMEHTa —
MpHKa3, 1aTy, HOMEp, MECTO COCTABIICHHS, 3aTOJIOBOK K TEKCTY, TEKCT, TIOJIHCh, BU3bI COTJIACOBAHUS

B) rep0 (sM0nemy), HaUMEHOBaHHE OPraHU3ALMU-aBTOPa, HAaUMEHOBAaHHE BHUJA JTOKYMEHTa —
MpHKa3, JaTy, HOMEP, MECTO COCTAaBJIICHUS, 3arOJIOBOK K TEKCTY, TEKCT, IMOJAIUCH, Te4YaTb, BU3BI
COI'JIACOBAaHUS

Bomnpoc 7

B ynpaBieHn4eckoi mpakTHKe NPUMEHSIOT CIIEAYIOINE BUAbI OJTaHKOB:

A) Gy1aHK TTICHEMA

b) 61aHK KOHKPETHOTO BHJIA IOKYMEHTa

B) o6mmit 6mank

J1) 6:aHk Gu3ndecKoro JuIa

Bomnpoc 8

JIOKyMEeHTHPOBaHUE 3TO:

A) nporiecc IBUKEHUS IOKYMEHTOB B OpraHU3a[u1

b) 3anuch nHpopmMamy Ha pa3IUYHBIX HOCUTEISAX [0 YCTaHOBICHHBIM IpaBHIaM

B) coznanue noxymeHTOB

') paboTa ¢ HOKyMeHTaMH

Bomnpoc 9

K opranu3zaiimoHHBIM TOKYMEHTaM OTHOCSTCS:

A) ycTaBbl 0) mpaBWjia B) aKThl T) MPHUKAa3bl 1) UHCTPYKIIUU
Bompoc 10

['epOoBoii mevaThio (MeYaThi0 OPraHU3alliN) 3aBEPSIOT:
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A) rapaHTHifHBIC TTHChMA 0) MPOTOKOJIBI 3aCE€ITaHUN  B) MPUKA3bHI
I') noroBopsl 1) Tpy1OBbIE KHUKKH
Bomnpoc 11

DopMyJIsp TOKYMEHTA 3TO:

A) HabGop pekBu3UTOB OGUUIHATBHOIO MUCBMEHHOTO JIOKYMEHTa, pACIOJIOKEHHBIX B
OIIpeIeIEHHOM MOCIIEJ0BATEIbHOCTU

b) mopsimok 06paboTKH TOKYMEHTOB

B) MuHMMAaNBHBIA 3eMEHT 0OPMIICHHS TOKYMEHTa

Bomnpoc 12

WNudopmannoHHO-CIIPaBOYHBIN JOKYMEHT 3TO:

a) a) JlokymeHT, copepskaiuii iHHOpMAIUiO 0 (HaKTHYSCKOM MOJIOKSHUH €], KOTOPBIN CITYKUT
OCHOBAHUEM JIJIsl IPUHATUS PELLIEHUI

b) 6) JlokyMeHT, OpraHU3yIOLIHi PA0OTy YUPESIKIACHHSI

) B) lokyMeHT, B KOTOPOM 3a()MKCHPOBaHBI PACTIOPSHKECHHS PYKOBOJICTBA

d) r) JokymeHT, GUKCHPYIOIINH ISSITEIbHOCTh KOJJIETHAIbHOTO OpraHa

Bormpoc 13

bnank ¢ nzobpaxxkenueM rocynapctBeHHoro repoa Poccuiickoit denepaiinu MOTyT UMETh:

a) JlroGas opranuzanmsi, 3aperucTprupoBaHHas Ha TeppuTopuu Poccuiickoit denepanuu

6) Kommepueckas ¢pupma, 3apeructpupoBannas Ha Tepputopun Poccuiickoit deneparuu

B) YupexieHus 1 opranusaiuu, ykazaaisle B Koncrurynuonnom 3akone «O repoe Poccuiickoit
®Denepanumny»

r) YupexxaeHus 1 opranu3anuu, ykazaniasie B Koncturyuuu PO

Bomnpoc 14

K pexBu3uTam, npuaarOIUM JT0KYMEHTY IOPUANYECKYIO 3HAUMMOCTh, OTHOCSTCS:

a) repo PO

b) orMeTka 0 MOCTYIJIEHUH TOKyMEHTa

B) TIOJIMKCH

') aBTOp JOKYMEHTa

[TepeueHb BOPOCOB K KOHTPOJIBHOW paboTe 1o Teme 9

1. Yro takoe yHUDHUKAIHS JOKYMEHTOB?

2. JlaiiTe onpeseneHne cucTeMe JOKYMEHTaluu

3. Uto Takoe yHU(UIIMPOBAHHBIE CUCTEMBI JOKYMEHTAINH, HA30BHUTE HX.

Kakue BHIBI TOKYMEHTOB BXOJST B COCTaB YHH(PHUIHMPOBAHHON CHUCTEMbI OpraHU3alMOHHO-
pacnopsAMTEIbHON JOKYMEHTAIUH.

[TepeueHb BOPOCOB K UTOTOBOI KOHTPOJIbHOW paboTe Ne 2

1 Tlonsarus «yHuduKanus» U «CTaHAAPTU3ALU» TOKYMEHTOB.

2 PazBuTHe yHU(UKALUU U CTaHJApTU3ALMH JOKyMeHTOB BO || monoBune XX B.

3 T'OCT P 7.0.97-2016. Ero coneprxaHnue, 3HaUCHUE.

4 TpeboBaHHs K KOHCTPYMpOBaHHIO OnaHKOB. Buasl OnankoB. branku mnpennpusTuii
pa3IuYHBIX (HOPM COOCTBEHHOCTH.

5 PexBU3NT «HAaMMEHOBaHME OPraHU3AIMHU-aBTOPa JOKYMEHTay», TPeOOBAaHUS K HEMY.

6 PexBU3HT «CIpaBOYHBIC JaHHBIE 00 OpPraHU3aIUN-aBTOPE JOKYMEHTa, €r0 COCTaB.

7 PexBU3UT «aapecary, ero 3HaueHHe U COBpeMEHHbIE TPeOOBaHUS K OPOPMIICHHIO.

8 Jlatel. TpeboBaHus K X OQPOPMIICHHIO; JaTa KaK COCTABHAs YacTh JAPYTUX PEKBU3UTOB.

9 PekBU3UT «perUCTPallMOHHBII HOMEP TIOKYMEHTa», €ro 3HaUeHHeE.

10 PexBU3UT «CCBUIKA Ha PETUCTPAIMOHHBIA HOMEp W JaTy TOKYMEHTa», KOrla W TIe OH
IIPOCTaBIISIETCS.

11 TTopsimok  corjlacoBaHUs JOKYMEHTOB W O(GOpPMJICHUS BHYTPEHHETO W  BHEIIHETO
COIJIaCOBaHUs

12 TITopsaok yTBEpKACHUS TOKYMEHTOB, BUAbl YTBEPKICHUS.

13 ITopsaok nmoanucanus JOKyMEHTOB.

14 TleuaTp Kak peKBU3UT TOKyMeHTa. Ha kakux TOKyMEHTax MpOCTaBIIAeTCs TepOoBas rmevarsb.
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15 CocraB yaocroBepenust JokyMeHTOB. [IpaBuia odopmieHHst peKBU3UTOB, YIOCTOBEPSIOIINX
JOKYMEHT.

16 OT™MeTKH Ha TOKYMEHTE, X 3HaYyeHue U opopMIICHHE.

17 Pe3omronus. E€ 3nauenne. TpeOoBaHuUs, TPEIbIBISEMbIC K PE3OJIOLIUN.

18 PexBHU3UT «OTMETKA 00 UCIIOJIHUTENE), €T0 3HAUCHUE.

19 PexBU3UTHI, MPUIAIOIINE JOKYMEHTY IOPUANYECKYIO 3HAUUMOCTb.

20 YHudukamms TeKCTa JOKYMEHTA.

21 Tpadapetnslie TekcThl. MeTouKa pa3paboTKH.

22 CniocoObl TIpeACTaBICHUS YHU(DHUIIMPOBAHHBIX TEKCTOB (AHKETHI, TAOIUILI, TpadapeTHBIC
TEKCTHI).

23 O0uue TpeOoBaHUS K TEKCTY JTOKYMEHTA.

24 AnropuT™M MOATOTOBKHU JIOKYMEHTA.

25 DneMeHTBI TEKCTAa: 3ar0JI0BOK, IPUIIOKEHUS, TPEOOBaHUS K HUM.

26 JIMHTBHCTHYECKHE OCOOCHHOCTH TEKCTOB CITy>KEOHBIX JJOKYMEHTOB.

27 [loHsiTHE «CUCTEMBI IOKYyMEHTALIUN», PA3BUTHE CHCTEM.

28 IlonsiTHe «yHU(PHUIUPOBAHHBIE CUCTEMBI JIOKYMEHTAIIHN.

29 Haznauenwue, onpezaenenne u coctaB Y COP/I.

30 TpebGoBaHUs K COCTABICHUIO U O(DOPMIICHUIO OPTaHU3AIMOHHBIX JOKYMEHTOB.

31 TpebGoBaHus K COCTABICHUIO U OQOPMIICHUIO PACTIOPATUTEIBHBIX JOKYMEHTOB.

32 TpeboBaHMsI K COCTABICHHIO U 0()OPMIICHUIO IPUKA30B.

33 TpeOoBaHUsI K COCTaBIEHUIO U O(POPMIICHUIO OOBSICHUTENBHBIX W JIOKJAJHBIX 3aMUCOK
(BHEILIHUX U BHYTPEHHUX).

34 TpeOoBaHUs K COCTaBICHHUIO U 0(OPMIICHHIO CIIPABOK (BHUJBI CIIPABOK, CIPABKH BHEIIHHUE U
BHYTpPEHHUE).

35 TpeboBaHMsI K COCTABICHUIO U O)OPMIICHHUIO aKTa.

36 TpeboBaHUS K COCTABICHUIO U O(DOPMIICHUIO CITY)KeOHOTO MHChbMa. Pa3HOBUIHOCTH TIHCEM.

37 TpeboBaHMs K COCTABICHUIO U O()OPMIICHHUIO TeJIErpaMM.

38 Ocobennoctu hopmysipa TeneGoHOTpaMMBL.

39 AnropuT™ MOJArOTOBKM U MPOBEAEHUsS COBENIaHUA. JJOKyMEHTHI, CO3/1aBaeMble B Ipoliecce
MOJITOTOBKH COBEIAHNS.

40 TpeboBaHMs K COCTABICHUIO U 0O()OPMIIEHHIO IPOTOKOJIA.

41 TToHsATHE KOMIUIEKCOB IOKYMEHTOB. [ [epBUYHBIE KOMITIEKCHI TEKCTOBBIX JJOKYMEHTOB.

42 TToHATHS «JOKYMEHTANbHBIN (OHI» U «apXUBHBINA (HoHA». VX pasnuyue.

43 CnoxHble KOMIUIEKCHI. BeZJOMCTBEHHBIE apXUBBI.

44 CnoxHble KOMIUIEKChl. ['ocyaapcTBeHHbIe apxuBbl. CeTh rOCy1apCTBEHHBIX apXHBOB.

A5 TIOHATUST «IIEHHOCTh JOKYMEHTa», «IKCIEepTH3a IEHHOCTH». BO3HHKHOBEHHE, pa3BUTHE
9KCHEPTHU3BI.

[TpuHIMIIBI, KPUTEPUH SKCIIEPTU3BI IEHHOCTH JJOKYMEHTOB.

Ilepeuenv 6onpocos 0 nOO2OMOBKU K IK3AMEHY no oucyuniune “/Joxymenmogeoenue”

1. JIOKyMEHT M €r0 MECTO B CUCTEME YIIPABICHHUS.

2. 3aKOHBI M WHBIE HOPMATHUBHBIC IPABOBHIC aKThI, PETJIAMEHTHPYIOIINE CO3JAaHUE H
odopmIileHHEe TOKYMEHTOB.

3. HopmatuBHO-MeTOMUECKHE JOKYMEHTBI, ONpPEICINSIONINe TOPSI0OK CO3MaHUs U
oopMieHHsT JOKYMEHTOB.

4. JIOKyMEHTOBE/ICHHE KaK HaydHas JIUCIUIUIMHA W €€ CBSA3b C JIPYTUMH HAyIHBIMHU
JTUCIUTUTAHAMM.

5. [TonsTe «uHGOPMAITU» U €TO Pa3BUTHE.

6. [ToHsTHE «IOKYMEHT» U €T0 Pa3BHUTHE.

7. CBs13p HHGOPMAIIMH U TOKYMEHTA.

8. OOu1re n yacTHbIe (PYHKIIUHN JOKYMEHTA.

9. CrocoObI TOKyMEHTHPOBAHUS U UX PAa3BUTHE.
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10. TekcToBOE TOKYMEHTHPOBAHHE U ATAITbI €T0 Pa3BUTHS.

11.  Iluxtorpammsl. [IpuMeneHne muKTOrpaduyecKoro MuCbMa Cero IHsl.

12. Jlororpammsl. Mcnonb30BaHue J0rorpaMm CEroaHsi.

13. TexHnueckoe JOKyMEHTUpOBaHUE. BUIbl KOMIUIEKCOB TEXHUYECKOW TOKYMEHTALUU.
14.  ®orogoxkymentupoBanue. IlosBieHue, pa3BuTHe, IpUMEHEHUE.

15.  Kunogoxymentuposanue. [losiBnenue, pa3zpurue, NpruMeHEHUE.

16.  dononokymentupoBanue. IlosBinenue, pazBurue, IpUMEHEHHE.

17. Marepuan nns nokymeHTHupoBaHus. Ero passutue.

18. [Mopnmuunviku u konuu. Buael konuid. [Topsaiok y1ocToBepeHU KOMTUA.

19.  ®opwmymsp nokymenTa. TunoBoii hopmyssip, hopMysp-oOpaserl.
20.  PaszButue popmynspa qokymenta B XVI-XVII Bs.
21.  @opmymsap noxkymenta XVIII B.

22.  ®opmymsp TekcToBoro qokymenrta XIX- nauana XX BB.

23.  TlonsaTus «yHU(UKAIUI) U «CTAaHIAPTH3AMMSD» TOKYMEHTOB.

24. I'OCT P 7.0.97-2016. Ero coaepkaHue, 3Ha4€HUE U BO3MOXKHOCTH HCMOJIb30BAHUS B
COBPEMEHHBIX OpPTraHH3aIHUsX.

25.  IlpaBuna penonmpou3BojacTBa Ui (enepajbHbIX OPraHOB HCIOJIHUTENBHOM BJIACTH.
(comeprxanue, 3HaYCHNE U BO3MOYKHOCTH HCIIOJIb30BAHMS)

26.  Meroanyeckue peKOMEHAALUU MO Pa3paboTKe MHCTPYKLUUH MO AEIONPOU3BOJICTBY B

denepanbHBIX OpraHax WCIIOJHUTEIBHOW BIACTH (COACp)KAHHME, 3HAYCHHUE ¥ BO3MOXKHOCTH
MCIOJIb30BaHUSA).

27.  IlpumepHass MHCTPYKIHMS MO JEJIOMPOU3BOJCTBY B TOCYJAPCTBEHHBIX OPTraHU3ALUSIX
2018 r. (comepkanue, 3HAYCHUE M BO3MOKHOCTH HUCITOJIb30BaHHMS ).

28. CocraB pexBu3uToB 01ankoB. Knaccuduxaius 61aHKOB.

29.  PexBH3UT «HaUMEHOBaHHME OpraHU3AIMH-aBTOPA JIOKYMEHTa», TpeOOBaHUS K HEMY.

30.  PexBH3UT «CIpaBOYHBIC JJAHHBIE 00 OpraHU3alUN-aBTOPE JJOKYMEHTA», €T0 COCTAB.

31.  PexBu3uT «aapecar», €ro 3Ha4eHUE U COBPEMEHHbIE TPeOOBaHUS K 0()OPMIICHUIO.

32.  arel. TpeboBanus K UX 0(OPMIICHHIO; 1aTa KaK COCTaBHAs YacCTh IPYTUX PEKBU3HUTOB.

33.  PexBM3HT «perucTpanioHHbI HOMEP JOKYMEHTa, €ro 3HaYeHHUE.

34.  PekBHBHT «CCBUIKAa Ha PETHCTPALMOHHBIA HOMEp M JIaTy JOKYMEHTa», KOTJa H TJe OH
IIPOCTaBJISIETCA.

35. Tlopsmok cornmacoBaHusi JOKYMEHTOB M O(GOPMIICHHS BHYTPEHHETO M BHEIIHETO
COIJIACOBaHUs

36.  Tlopsmok yTBepKIeHHS JOKYMEHTOB, BUIBI YTBEPIKIACHUSI.

37.  Tlopsaok moanucaHust JOKYMEHTOB. DJIEeKTpOHHas noanuch. OTMeTKa 00 3JIeKTPOHHOM
MOJTHCH.

38.  IleuaTh Kak peKBU3HT JOKyMeHTa. Ha KakMX JOKyMEHTaxX MPOCTaBISIETCs OTTUCK ME€YaTH.

39. CocraB ymocroBepeHHsS JOKyMeHTOB. [IpaBwia  odopmileHHS  PEKBH3HUTOB,
YAOCTOBEPSIOIMINI JOKYMEHT.

40. OTMeTKH Ha IOKYMEHTE, UX 3HaueHue U opopMiIeHHE.

41. Pezomonus. E€ 3nauenue. TpeboBaHus, NpeabsBisieMble K Pe30JIIOLNH.

42. PexBu3UT «0OTMETKA 00 MCIIOJHUTENE), €TI0 3HAUECHHE.

43.  PexBM3WTHI, IPUIAIOIINE JOKYMEHTY IOPUIHUECKYIO 3HAYMMOCTb.

44.  Vuaudukanus tekcta fokyMeHTa. CriocoObl mpeacTaBieHns YHU(DUINPOBAHHBIX TEKCTOB
(aHKeThl, TaONMIIBI, TpadapeTHbIE TEKCTHI).

45.  OOuue TpeOOBaHUS K TEKCTaM yNPaBICHUYECKUX JTOKYMEHTOB.

46.  ANropuTM MOJITOTOBKH JJOKYMEHTA PAaCHOPSIUTEIEHOTO JOKYMEHTA.

47. DNIeMEHTHI TEKCTa: 3aroJIOBOK, MPUJIOKEHUSI, TPEOOBAHMS K HUM.

48.  IloHaTtue «CHCTEMBI JOKYMEHTAIlMM», Pa3BUTHE CHUCTEM JOKyMeHTauuu. I[lonsrue

«yHU(QULUPOBAaHHBIE  CUCTEMbl  JOKyMeHTauuu». Ha3HadeHue, omnpeneneHne M COCTaB
YHUPHUUIHPOBAHHON CUCTEMbI OPraHU3allMOHHO-PACTIOPSIINTEILHON JOKYMEHTAIIHH.
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49, TpeGoBaHusT K COCTaBJICHHI0O W O(GOPMIICHHIO OPTaHHM3AIMOHHBIX JOKYMEHTOB
(mosio’keHue, ycTaB, MHCTPYKIUS, PETJIaMEHT, IITaTHOE PAacIIHCaHUe).

50. TpeGoBaHUs K COCTaBICHUIO U OOPMIICHUIO PACTIOPAAUTEIBHBIX JOKYMEHTOB (MIPUKa3,
pacropsbKeHue, peleHne, IOCTaHOBJICHUE, TPOTOKON).

51. TpeGoBaHuss K COCTaBICHUIO U O(DOPMIICHHIO OOBSCHUTEIBHBIX, JOKIATHBIX |
CITY>KEOHBIX 3aIHCOK.

52. TpebGoBaHUsI K COCTABJIICHHIO U OOPMIICHHIO CTIPABOK (BHJIBI CIIPABOK).

53.  TpebGoBaHMs K COCTABICHUIO U O()OPMIICHUIO aKTOB.

54, TpeboBaHus K cOCTaBJICHHIO M OGOPMIICHHUIO ClaykeOHOro muchMma. Kiaccudukarmms
CITYKEOHBIX MTHUCEM.

55. ANropuTM TOIrOTOBKH W TIPOBEICHHS COBemaHus. J[OKyMEHTBI, CO3[aBacMbIc B
nporecce MOArOTOBKY COBEIIAHUSI.

56. TpeGoBaHUsI K COCTABJIICHHIO U 0(OPMIICHHUIO IMMPOTOKOJIA.

57.  TloHsATHE KOMIUIEKCOB JOKYMEHTOB. [lepBUYHBIE KOMIUIEKCHI TEKCTOBBIX JOKYMEHTOB.

58.  CnoxxHbIe KOMIUICKCHI JOKYMEHTOB. [IOHATHS «IOKyMEHTAIbHBIA (POHI» U «apXUBHBIN
bouy. X paznuune.

59. Homenknarypa genn.

60.  IlpusHaku 3aBeACHUS €.

6. Y4eOHo-MeTOAMYeCKOe U HH(POPMAIMOHHOE 00ecTiedeHre TUCIIUTLTHHbI

6.1 CHuCcOK HCTOYHHUKOB U JTUTEPATypPhI
Oos3aTesIbHbIE HCTOYHUKH

®enepalibHbII KOHCTUTYIIMOHHBIHN 3ak0H 0T 25 nexkadps 2000 r. Ne 2-OK3 «O I'ocygapcTBeHHOM
repobe Poccuiickoit ®enepaunn» // [Dnextponsslii pecypc]. — M., 2019. — Pexum npocryna:
http://www.consultant.ru/document/cons_doc LAW_ 29674/.

®enepanbhbliil 3akoH PO ot 27.07.2006 1. Nel49-03 «O6 nndpopmanuu, HHPOPMALMOHHBIX
TEXHOJIOTHSX U O 3amuTe nHpopManum» // [InexkTpoHHsd pecypc]. — M., 2019. — Pexum ngocryma:
http://www.consultant.ru/document/cons_doc_LAW_61798/.

®enepanbhblil 3akoH 0T 06.04.2011 Ne 63-®D3 “O06 snexkTpoHHON noanucku” // [DNEKTPOHHBIH
pecypc]. — M., 2019. — Pexxum nocryna: http://www.consultant.ru/document/cons_doc LAW 112701/.

Oenepanbubiii 3akoH OoT 01.06.2005 Ne53-®3 «O rocymapcTBeHHOM si3bike Poccuiickoit
@eneparun»  // [OnekrponHeld  pecypc]. — M., 2019. -  Pexum  goctymna:
http://www.consultant.ru/document/cons_doc_LAW_53749/.

[TocranoBnenue IlpaButensctBa PO ot 15.06.2009 Ne 477 «O6 yrtBepxaenuu IlpaBun
JIEIOTIPON3BO/ICTBA B (PeIepabHBIX OpraHax UCIOJHUTEILHOMN BIIacTy// [ NeKTpOoHHBIN pecypc]. — M.,
2019. — Pexxum pocrtyma: http://www.consultant.ru/document/cons_doc_LAW 88695/.

Metoauueckie peKOMEHAalMu MO0 pa3pabOoTKe WHCTPYKIMHA IO JEJIONPOU3BOJICTBY B
(benepanbHBIX OpraHax HCIOJHUTENLHON BIACTH, YTBEpKIEHHBIE MpuKa3oM Pocapxua ot 23 nexalOps
2009 Ne 76 // [Onexktponmmli  pecypc]. — M., 2019. - Pexum gocryna:
http://www.consultant.ru/document/cons_doc_LAW_ 96081/

[TprMepHas HHCTPYKIIUS 110 JEJIONPOU3BOACTBY B TOCYIaPCTBEHHBIX OPraHU3alIUSIX, YTB.
ITpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Onextponnslii pecypc]. — M., 2019. Pexxum nocrymna:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HaunonanbsHsi cranaapT Poccuiickoit @enepanuu. Cucrema cTaHAapTOB
no uH(popMmanuy, OMOIMOTEYHOMY M H3JATEIbCKOMY neny. OpraHu3alMmOHHO-paclopsIUTEIbHAS
nokyMmeHTarus. TpeboBaHusS K OoQOpMIIEHHIO JTOKYMEHTOB // [DnexTpoHHBI pecypc]. — M., 2019.
Pexxum mgoctyna: http://www.consultant.ru/document/cons_doc LAW 216461/.



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/
http://www.consultant.ru/document/cons_doc_LAW_88695/
http://www.consultant.ru/document/cons_doc_LAW_96081/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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I'OCT P HUCO 15489-1-2007 Cucrtema cranmapToB mo uHpOpManuu, OHOIUOTCUHOMY H
W3JIaTeIbCKOMY JIeTy. YTpaBiieHue nokymeHTamu. OOmwme TpeboBanus. // [DnekTpoHHBINA pecype]. —
M., 2019. Pexxum goctyma: http://www.consultant.ru/document/cons_doc_LAW 135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO W apXWMBHOE JAeyi0. TepMUHBI M ONpeAeNieHUs. -
[DnexTpoHHbIH pecypc]. - M., 2019. Pexxum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

Jluteparypa

OcHogHas

beikoBa T.A. JloKyMEHTallMOHHOE OOECIeUCHHE  yMpaBicHHs  (JETOMPOU3BOJICTBO)
[DnexTponHsbIi pecypc]; yueoHoe mocobue/ T.A. beikopa, T.B. Ky3nenoga. -2-¢ u3z. nepepab. u ao1. —
Mocksa: Uudpa-M, 2018. -304 c. — Pexxum pocryma: http://znanium.com/go.php?id=942800/

beikoBa T.A. JlokyMeHTallMOHHOE oOecliedeHre ympaBieHHUs  (JeTONpPOU3BOCTBO)
[DnekTpoHHbBIN pecypcl: y4yeOHOe nocobue / pexuM JIOCTyTIA:
https://znanium.com/catalog/document?id=360476&ysclid=1j09hkazv4324240129

I'motoBa C.A. BO3HUKHOBCHWE W TCHCHIIMHM PA3BUTHUSL PACHOPSIUTESILHON JOKYMEHTAIIUU B
Poccun B jiopeBosonnonbiii nepuoj // Bectauk PITY. 2014, Ne2. [DnekTpoHHbiii pecype]. — M.,
2019. — Pexxum poctyma: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70.

Kykapuna FO.M. CoBpemMeHHbIE OpraHu3allMOHHbIE U periaMeHTHbIE JOKYMEHTHI: QYHKIUU U
pasHoBugHocTH // Becthuk PITY. 2016. No2. [Dnextponnslii pecype]. — M., 2019. — Pexxum nocryma:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.

Kykapuaa FO.M. CocTtaB ynoCTOBEpEHHS JOKYMEHTAa: OT TPONUIOTO K HACTOSMIEMY U
oynymemy// Bectauk PITY. 2014. Ne2. [OnextponHsiii pecypc]. — M., 2019. — Pexxum nocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128.

JlomonHuTenbHas
Heoenocosa I''A. CenextuBHblii 0T00p mousTus «aokyment» // Bectauk PITY. 2016. Ne2.
[DnexTpoHHBIT pecypc]. — M., 2019. — Pexum JOCTYyTIA:

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

6.2 Tlepeuenn pecypcoB HHGOPMALNHOHHO-TETEKOMMYHUKANMOHHOU ceTn « AHTEpHETY.

HarronansHas snexTponnas oudimorexka (HOB) www.rusneb.ru
ELibrary.ru Hayunas anextponHas 6ubnuoreka www.elibrary.ru
Onekrponnas oudaroreka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

6.3 IIpodeccuonanbHbie 6a3bl JAHHBIX M MH(POPMALMOHHO-CIIPABOYHbIE CHCTEMbI

JHoctyn k npodeccruonanpHbiM 0a3am nannbix: https://liber.rsuh.ru/ru/bases
[TpodeccnonanbHBIC TOTHOTEKCTOBBIE 0a3bl JAHHBIX:

HarnuonaneHas siekTponHas oudnuorexa (HOB) www.rusneb.ru
ELibrary.ru Hayunas snexktponHast 6uoamorexa Www.elibrary.ru
OnekrponHas oubauorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

oukrwhE


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/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
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
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7. Taylor and Francis
8. JSTOR

NupopmannoHHbIe CIIPABOYHBIE CHCTEMBI:
1. Koncynpranr [lmtoc
2. Tapanr

7. MarepuajJIbHO-TEXHHUYECKOeE o0ecriedeHne T CHUTTHHbI

Jns  obecrieyeHWs  AMCLUMIUIMHBI ~ UCHONB3YyEeTCsl  MaTepualbHO-TEXHHUYeckas  0Oasa
00pa30BaTEeNBLHOTO YUPEKIACHUS: yUeOHbBIE Ay AUTOPUH, OCHAIEHHBIE KOMITBIOTEPOM U IIPOSKTOPOM IS
JEMOHCTpPALIMK Y4eOHBIX MaTEPHAIIOB.

Cocrasn MporpaMmMHOI0 O6eCHe‘leHI/I}I:
Windows

Microsoft Office

Kaspersky Endpoint Security
Adobe Master Collection
AutoCAD

Archicad

SPSS Statisctics

OC «Anbt O6pa3zoBaHue»

. Visual Studio

10. Adobe Creative Cloud

CoNoR~LNE

8. OobecneyeHue 00pa3oBaTEJLHOI0 MPOLECCA JAJsl JHI[ C OTPAHHUYEHHBIMHU BO3MOKHOCTSIMU
310POBbSI H MHBAJIN/I0B

B xone peanuzanuu IUCHMIUIAHBI KCIIONB3YIOTCS CIEAYIONIUE JOMOJHUTEIBHBIE METO b
o0ydeHHsl, TEKYyIIEero KOHTPOJSI YCHEBAEMOCTH W TPOMEXKYTOUHOM aTTecTaluu OOYyYaromMXcs B
3aBUCUMOCTH OT UX UHAUBUIYATBHBIX OCOOCHHOCTEH:

° JUTSI CTIETIBIX U CIIA00BUISIINX : JIEKITUH O(DOPMITSIIOTCS B BUJIE DJIEKTPOHHOTO JJOKYMEHTA,
JOCTYITHOTO C TIOMOIIBI0 KOMIIBIOTEPA CO CIENHUATN3UPOBAHHBIM TMPOTPAMMHBIM OOECIIEUeHUEM;
MUCbMEHHBIC 3a/laHUsI BBITIOJIHSAIOTCS Ha KOMIIBIOTEPE CO CHEIHATM3UPOBAHHBIM MPOTPAMMHBIM
o0ecrieueHreM WM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; OOECII€UMBACTCS WHIUBUAYyaTbHOE
paBHOMepHOe ocBerieHue He MeHee 300 rOKC; I BBIMOJTHEHHUS 3a7aHUsl MPU HEOOXOIUMOCTH
MIPEIOCTABIICTCS YBEIMYMUBAIOIIEE YCTPOMCTBO, BO3MOXKHO TAaKXKE€ HCIOJIB30BaHUE COOCTBEHHBIX
YBEITUYUBAIOIINX YCTPOUCTB; MUCHbMEHHBIC 3aaHUsI O(DOPMIISIOTCS YBEIMUEHHBIM MIPUPTOM; dK3aMeH
1 324€T MPOBOJATCS B YCTHOM (pOpMe UITH BBITIOJIHSIOTCS B MUCbMEHHOM (popMe Ha KOMIIBIOTEPE.

° JUIS TIOyXUX W CcIa0OCHBIIAUX: JEKIUU O(OPMISIOTCS B BHIE DSJIEKTPOHHOTO
JOKYMEHTA, JIN0O0 MPE0CTABISIETCS 3BYKOYCHIIMBAIOINAS allllapaTypa WHINBUIYATHHOTO MOJIb30BAHMS;
MMMCbMEHHBIC 3aJJaHUSl BBINOJHSIOTCS HAa KOMIIBIOTEPE B MHUCHMEHHOH (Qopme; dk3aMeH Hu 3a4éT
MPOBOJATCS] B MUCHMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO MPOBEIeHNE B (PopMe TECTUPOBAHMUS.

° JUTSL JTUI] ¢ HApYUIEHUSMH OTIOPHO-JBUTATENILHOTO ammapara: JEKIUU OQOPMIISIOTCS B
BHJIC DJICKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IMOMOIIBI0 KOMITBIOTEPA CO CHEIUATHU3UPOBAHHBIM
MPOrpaMMHBIM ~ OOECIIEYeHHEM; MHCHMEHHBIC 3aJaHWsl BBIMONHSIOTCS HAa KOMIBIOTEPE CO
CHeIMaJIu3UPOBAHHBIM MPOTPAMMHBIM 00€CIIEUeHUEM; PK3aMEH U 3a4€T MPOBOJATCS B YCTHOU (hopme
WJIH BBITIOJTHSIOTCS B MMCEMEHHOM (popMe Ha KOMIIBIOTEpE.

[Tpu HEOOXOMMMOCTH TTPEAYCMaTPUBACTCS YBEIMYCHUE BPEMEHH JIJIsl TOTOTOBKH OTBETA.

[Tpouienypa mpoBeACHUS MPOMEKYTOUHOM aTTECTAIUU I OOyYAIOIINXCS YCTaHABIUBACTCS C
y4ETOM UX MHAUBUAYAJIBHBIX Ncuxodu3ndecknx ocobeHHocTel. [IpoMexxyTouHast aTTecTanus MOXKeT
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MPOBOIUTHCS B HECKOJIBKO 3TATOB.

[Ipy mpoBeneHUH TMPOLEAYpPHl OICHUBAHUS PE3YIBTATOB OOyYEHHUS IperlyCMaTpUBACTCS
UCTIONIb30BaHHE TEXHUYECKUX CPEACTB, HEOOXOAUMBIX B CBS3M C MHIMBHUIYaJbHBIMH OCOOCHHOCTSAMHU
00y4arouuxcsi. OTH CPEeJICTBA MOTYT OBITh IPEIOCTABIICHBI YHUBEPCUTETOM, HITH MOT'YT UCTIOJIb30BaThCS
COOCTBEHHBIE TEXHUYECKUE CPEIICTBA.

[TpoBenenue npoueaypsl OLEHUBAHUS PE3YIbTaTOB O0YyUCHHS JOIYCKACTCS C UCIOIb30BaHUEM
JIMCTAaHIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHII.

ObecnieunBaeTcst JOCTYN K WHGOPMALMOHHBIM W OubmmorpaduyeckuM pecypcam B CETH
Wuteprer s kaxaoro odyyaromierocst B (hopMax, aJanTHPOBAHHBIX K OTPAHUYEHHSIM UX 3I0POBBS U
BOCTIPHUATHSA UHPOPMALIUH:

. IUISL CJIENIBIX U CITa0OBUJSIIMX: B NMEYaTHOW (hopMe yBelnMYeHHbIM mpupToM, B popme
ANIEKTPOHHOTO JOKYMEHTa, B popme ayanodaiina.

. IUTS TITyXUX ¥ CIIa0OCIBIIAIINX: B IEYaTHON Gopme, B popMe 3JIEKTPOHHOTO JOKYMEHTA.

o il 00yYaroImuXxcs ¢ HAapyUICHUSIMH OIOPHO-IBUTATEFHOTO amrmapara: B IeYaTHOH

dbopme, B popMe 2IEKTPOHHOTO TOKYMEHTa, B (hopme aynuodaiina.

VueOHbIE ayIUTOPUU U BCEX BHJOB KOHTAaKTHOM W CaMOCTOSATENBHOH pabOThI, HaydyHas
OuOIMOTEeKa M MHBIE TOMEUICHHUS U 00Y4YEHUS OCHAIICHBI CIICIIHATIbHBIM 000PY/J0BaHUEM B YIEOHBIMU
MeCTaMH C TEXHUYECKHUMHU CPEJICTBAMU O0yUCHHUS:

o IUISL CHIETIBIX M CIa0OBUASALIMX: YCTPOHCTBOM JUIsl CKAaHMPOBAHMS M YTCHHUS C KaMepou
SARA CE; nuctineem bpaiinsg PAC Mate 20; npunatepom bpaitis EmBraille ViewPlus;

o IUTSL TITYXUX M CIIA0OCIBIMIAIINX: aBTOMAaTH3UPOBAHHBIM pab0YUM MECTOM JUTS JIFOJIEH C
HapyLICHUEM CITyXa U cIa0OoCbIIaNiX; aKyCTUIECKUH YCHIIUTENb U KOJIOHKH;

. 111 00yYarouXcsl ¢ HapyIeHUIMU OIIOPHO-/IBUTaTeIbHOI0 arnapaTa: NepeaBHKHbIMH,
perynupyeMbIMu 3proHoMudeckuMu naptamu CU-1; KOMIBIOTEpHON TEXHUKOW CO CIEIHATbHBIM
IPOrpaMMHBIM 00€CTIEYECHHEM.

9. MeToanueckne MaTepHaJibl

9.1 MInanbl ceMUHAPCKUX/ MPAKTHYECKHUX/ J1a00PATOPHBIX 3aHATHIA

I1;maHbl MPAKTUYECKUX 3aHATUI

Tema 1: JlokyMeHT 1 ero yHKUNHU, TOHATUS JOKYMEHT U UH(opmanus — 4 gaca.

Llenp 3aHATHS — aHaIM3 PA3BUTHUS MOHATUH «HMHGOPMALMSI» M «IOKYMEHT», OIpelesieHHe
GyHKIUI T0KyMEHTOB.

B pesynbrare BBINONHEHN 3alaHUM CTYAEHT JOJDKEH:

— HMETb NpPEACTaBIECHUE O B3aUMOCBS3M MOHATUN «HH(DOpPMALUSD» U «JOKYMEHT», pa3BUTUU
MOHATUS «JOKYMEHT», Pa3BUTHH CIIOCOOOB JOKYMEHTHUPOBAaHHMS M HUX CBA3M C MaTepHabHBIMHU
HOCHUTEJSIMU UH(POpMAIUH;

YMETh OIpeNeNATh (YHKIUN KOHKPETHOTO TIOKYMEHTA.

3aoanus ons camocmosamenvbHol pabomol.

1. IIpoananu3upoBaTh yHoTpeOJIEHHE TOHATHUS JOKYMEHT M €ro CHHOHHUMOB IO
«'enepanpHOMYy pernamenty» 1720 r., «O6memy rybepHckoMy yupexaeHuto» 1775 1., «O6memy
YUPEXKIEHUIO0 MUHUCTEPCTBY» 1811 T.

2. Tlpoanamm3upoBaTh pa3BUTHE TMOHATHS «IOKYMEHT» TII0 CJIOBapsM H CIIEIHAIBHON
JUTEpaType.

3. IlpoananusupoBaTh pa3BUTHE TEpPMHUHA «UHGOpMAIUsS» MO cioBapsM u DenepaibHOMY
3akoHy «O0 uHpopMaIuK, THPOPMALMOHHBIX TEXHOJOTHUAX U O 3aLIUTE UHPOPMALIUN

4. Tlpoananu3upoBaTh pa3BUTHE TEPMHUHA «IOKYMEHT)» [0 TOCYJapCTBEHHBIM CTaHIapTaM.

5. Omnpenenutb GyHKINU CIECAYIOMUX TOKYMEHTOB:

- kymuas kabana Hukuter Ko3noBa Ha xonona MBana [TaBnoBa 23 mast 1494 rona;
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- paropt rerepan-npokypopa Cenara U.1O. Tpyo6enkoro nmneparpurnie Enuzasere [letpoBHe 0
npuesgie B [letepOypr u3 SApocnasns tearpanshoii Tpynnsl @.I'. Bonkosa 3 ¢espans 1752 rona;

- Hexper CHK «O mnpaBunax mnoANHMCAHHWS JIEHEKHBIX Oymar, JTOKYMEHTOB, OpJIEPOB,
OTHOIIEHUH, CIIPAaBOK U T.IL.» OT 12 nekalps 1921 r.;

- IlocranoBnenue BIMK u CHK PCOCP «O mnopsake MOJb30BaHUS TNEYaTIMH C
rocyaapctBeHHbIM repooM PCOCP» ot 15 nexabps 1936 r.;

- noctanoBieHus LK KIICC u Cosera munuctepcts CCCP «O mMepax no coBEpII€HCTBOBAaHUIO
U YJICIICBICHUIO arnmapara yrnpasieHus» oT 13 okTsa6ps 1969 r.;

- @3 “O06 uabopmanyu, HHGOPMAIIMOHHBIX TEXHOJIOTHAX U O 3alTuTe HHGOpMAIu”.

6. IlpuBectu npumepbl JOKYMEHTOB, BBHIIOIHSIOIUX CIEAYOLUINE (DYHKIMH:

- yIpaBJieHYECKas;

- IpaBoOBasi;

- COLIMAJIbHAS;

- KyJbTypHas;

- HICTOPUYECKOTO UCTOUHHUKA;

- ”HGOPMaLIMOHHAS;

- yuera.

Yxa3aHusi 10 BBIIOJIHEHHIO 32IaHU .

1. 3yuuTh 3aKOHO/AATENbHBIE AKThl M BBINHCATh BCTPEUAIOLIUECS B HUX CUHOHUMBI MOHSATUS
«IOKYMEHT». BBIIBUTb 3HaUE€HUE MOHATUH «JIeJI0», «Oymara», «akT», «AejoBas Oymaray, «Ciry>KeOHbII
JOKYMEHT», 1aTh UX OIpEeJeleHNE, €CIU OHO IPUBEAEHO B UCTOUHUKAX. [IpoaHanu3upoBark, B Kakux
Cllyyasix yrnoTpeosercs Kaxxaoe MoHsITHE.

2. Ilo BbIIMCKaM M3 CIIOBapel M CHEUAIbHON JHUTEpaTypbl ONpPENEIUTh, KaKUe acHEeKThl -
MH(GOPMAIMOHHBIM, NMPaBOBOH, YNpaBIE€HUECKUH, UCTOPUYECKUHA - JIETJIM B OCHOBY ONpEAEICHUS
MOHATHS «TJOKYMEHTY.

3-4. N3 rocynapcrBennbix ctannaptoB: 'OCT 16487-70 «lenonpon3BoiCcTBO U apXUBHOE JIETO.
Tepmunbl u onpenenenus»; [OCT 16487-83 u TOCT P 51141-98 «Jlenonpon3BoACTBO U apXUBHOE
neno. Tepmunsl u omnpenenenus», 'OCT P 7.0.8-2013 «/lenonpous3BoACTBO U apXHBHOE JAEIIO.
Tepmunbl u omnpenenenusi»; 'OCT P UCO 15489-1-2007 VYmpasnenue noxkymeHtamu. OOmue
TpeboBanus; denepanbHoro 3akoHa «O06 uHPpoOpMaluu, HHGOPMAMOHHBIX TEXHOJIOTHAX U O 3aIlUTe
unpopmanun» ot 27 uronga 2006 Nel49-D3 BoinucaTh OMpeNesieHUs TEPMUHOB «HMHPOpMAIUI» U
«JIOKYMEHT» U YCTaHOBUTb, KaKU€ acleKThl (HOCHUTENU MH(POpPMAaLUH, CIIOCOObI ee (pUKCHpOBaHUS,
IOpUANYEcKas cuila JOKYMEHTA U JIp.) U QYHKIUH TOKYMEHTA 3aJI0’KE€HBI B 3TUX ONPEICICHUSX.

5. Onpenenuts GYHKUUU JOKYMEHTA, T.€. €0 IIeJIeBoe Ha3HaueHre. BBIABUTH MOATMHHYIO LIETb
CO3/1aHHS JOKYMEHTAa M 3aleyaTyieHusl 3aKJIIOYeHHOW B HEM HMH(OpMaluH, TpOoaHAIU3UPOBaTh POJIb
JOKyMEHTa B JIJaHHOM CHTyallud JOKYMEHTOOOpa3zoBaHMs. Tak KakK JOKYMEHT MOJU(YHKIMOHAJEH,
nepBoi ykas3pIBaeTcs (PyHKLHMS, 3a/laHHasi TOKYMEHTY aBTOpoM. OIHOBPEMEHHO OTMETUTh, KaKue U3
Ha3BaHHBIX (PYHKIMI TOKyMEHTa HOCAT OOIIMii, a KaKue - YaCTHBIN XapakTep.

6. [IpuBectu npumMepbl JOKYMEHTOB, 00J1a1al0IIKUX Ha3BaHHBIMU (DYHKIHUAMH, YKa3aTh Ha3BaHHE
BUJIa, 3aTOJIOBOK M JaTy JTOKyMeHTa. [ ¢yHKuMii ydera M mpaBOBOH MOXKHO MPHUBECTH MPHUMEPHI
COBpPEMEHHBIX JIOKYMEHTOB, JUIsl TOCTOSHHO AeMCTBYIOUMX QYHKIMI (MHGOPMAIIMOHHOM, COLIMATIBHOM,
KYJIbTYPHOH, HCTOPUYECKOIO UCTOUYHUKA) TPUBECTH MPUMEPHI JOKYMEHTOB PA3JIMYHBIX UCTOPUUYECKUX
JMOX.

KoHTpoJibHbIE BONIPOCHI:

1. Kak pa3zBuBanuch NoHATHSI «MHGOPMALUA» U «TOKYMEHT»?
2. Kakue acnekTsl 4enoBe4eCKOW IESATEIIBHOCTH OTPAKE€Hbl B OIPEAEICHUSX TEepMHHA
«TOKyMEHT»?

3. [lepeuncnure GyHKINN TOKYMEHTA.
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Pa3znaTouyHblii MaTepuas K 3aHATHSIIM:
I"'enepainbhblil pernament 1720 .
O6miee rybepHckoe yupexaenue 1775r.
O6miee yupexxenue Muauctepcts 1811r.
COOpHHK 3aKOHOIATEIILHBIX aKTOB 110 Aeinonpou3BoacTy (1917-1970):
5. BBIIUCKH C ONpPENENCHUSMH TMOHITHS «IOKYMEHT», «HUH(OpMALUsS» €3 CIOBapeu,
SHIMKJIONENH U CHIEIUAIbHOM TUTEPaTyPHI.
6. TOCT 16487-70, T'OCT 164867-83, T'OCT P 51141-98, TOCT P 7.0.8-2013
Jlenonpon3BOACTBO U apXUBHOE Aesi0. TepMHUHBI U OIIPEICIICHNUS;
7. TOCT 6.10.1.88 YHUpUIMPOBAaHHBIC CUCTEMBI JOKyMeHTaiH. OCHOBHBIC TIOJIOKEHUS;
9. TOCT P UCO 15489-1-2007 Ynupasnenue nokyMmeHntamu. OO01ue TpeOoBaHuUs.
10.@enepanpubiii 3akoH «O0 wuHGbOpManyy, WHPOPMAINMOHHBIX TEXHOJIOTHUSAX M O 3alluTe
unpopmanum» ot 27 urong 2006 Ne149-03

AN s

Tema 2. Cioco0bI JOKYMEHTHPOBAHNS U MaTepHaibHbIe HOCHTe U HHGopManum — 4 yaca

Llenp 3aHATHS — U3YYCHUE PA3IMUHBIX CIIOCOOOB 3ameyaTiieHus] HH()OPMAIIHH.

B pe3ynbTaTe BbINOJHEHUS 3aJaHUI CTYIEHT JOJDKEH:

— 3Hamb (QYHKUUU JTOKyMEHTa, CHOCOOBI 3arevarieHuss WHQPOpPMAalWHu, STarbl pPa3BHTHS
TEKCTOBOI'0 IOKYMEHTHUPOBAHUS;

3agaHus 119 CaMOCTOSITeIbHON PadoThl

- M3yuuTh 3TAnbl TEKCTOBOTO JOKYMEHTUPOBAHUSA, 03HAKOMUTHCS C 00pa3aMy MUKTOTPaMM U
JIOTOTpaMM, JaTh UX KPaTKyl0 XapaKTepUCTHUKY.

- O3HakoMHTbCS ¢ OOpa3llaMd TEXHUYECKUX [OKYMEHTOB U 3alucaTb HX COJEp>KaHue
TEKCTOBBIM CIIOCOOOM.

Yka3aHus 1o BbINOJHEHHIO 3aIaHUIA.

1. I3yuuTh TUKTOTPAaMMBI U JIOTOTPAMMBI, TIPEJICTABICHHBIE B KOJUTeKuH. [laTh ommcanue 1-2
nukrorpamm. IIpoBecTn aHanu3 3HAKOB JIOTOIPaMM, YYHTBIBAas IIPH 3TOM, YTO 3HAKy COOTBETCTBYET
CJIOBO. 3aprcoBath 2-3 00pasiia u ONpeaeTuTh MPEUMYIIECTBA U HEJOCTATKHU JIOTOTPaMM.

2. N3yuutsh 1-2 ueprexa U TEKCTOBBIM CIIOCOOOM 3aMKCaTh UX COAEpIKaHUE.

KoHTpoJibHbIE BONIPOCHI:

1. KakoBblI 3Tarbl pa3BUTHS TEKCTOBOTO JOKYMEHTUPOBAHUS?

2.KaxoBbI criocoObI 3anievatieHus nHGopmanmm?

3.Kakue criocoObl JOKyMEHTUPOBaHMS MOSIBUITUCH B 19 Beke?

Pa3znaTouHblii MaTepuaJl K 3aHATHAM:

Konnekuus nukrorpamm, jororpamm 1 JokyMeHToB XI-XX BB.

Ha6op nnakaros.

Craiiiel IO UCTOPUHU PA3BUTHUS CIIOCOOOB JOKYMEHTUPOBAHMSL.

Tema 3. ®opmyasip JOKYMEeHTA U ero coctaBHbie yacTu. UcTopus pazsutus popmyJisipa
nokymenrta — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 16 yacos

DopmyJsip nokymenta XVI - XVII BB. — 4 yaca

[lenp 3aHATHS — BBISBICHHE 3aKOHOMEPHOCTEW CKJIQAbIBAaHUS H Pa3BUTUS QopMymsipa
TEKCTOBOTO ciy:kedHoro nokymenta XVI-XVII Bs.

B pesynbTare BHIOTHEHUS 3aJJaHUN CTYACHT JIOJKEH:

— HMETh TPEJICTABICHUE O CKIAJbIBAHUN W PA3BUTHU (HOPMYJIsipa TEKCTOBOTO JOKyMEHTa B
MIPUKA3HOM JIETIONPOU3BOJICTBE;

— 3Hath BuUnbl AokymeHTOB XVI-XVII BB., coctaB dopmyinspa; Ha3zBaHHs PEKBU3UTOB W
MOPSAAOK UX 0hOpMIICHHUS;

—  yMeThb onmHCchIBaTh KOHKpeTHBIE MOKyMeHThI XV I-XVII BB., cocTaBiss ux hopmyssipsl.

3axaHus 1J151 CAMOCTOSITEJIbHOM PadoThI.
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1. I3yuuTh BUABI U Pa3HOBUIHOCTH IOKYMEHTOB:

1.1 ITo kpaTkOMy CJIOBApIO BUJIOB U PA3HOBUIHOCTEHN JOKYMEHTOB BBIITUCAThH BUbI IOKYMEHTOB;

1.2 Tlo xoeKuy BbISIBUTH BUABI JOKYMEHTOB, O0BSICHUB METO/] ONIPEACTICHUS KaXI0T0 BUAA.

2. BeIsBUTH U onrcaTh 0COOCHHOCTH 0003HAYSHHSI aBTOPA JOKYMEHTA, YKa3aB:

- CITy’K€OHBIN WM JIMYHBIA IOKYMEHT;

- KOJJIEKTUBHBINA MM UHAUBUYAJIBHBIN aBTOD;

- (hopmy 0003HAUEHHS aBTOPCTBA, MECTO €0 PACIOJIOKEHUS B (pOopMyJIsipe JOKYMEHTa;

- 0COOEHHOCTH OIpEEIIEHUs aBTOpa.

3. IIpoananu3upoBaTh COCTaB U CIOCOOBI 0003HAYEHHS PEKBU3UTA «aJpecaT»:

- BBIIIUCATH MPUMEPHI AJIPECOBAHUS JJOKYMEHTOB;

- U3yYUTh COCTaB, COCO0 HAMKCAHUS aAPECcCaTOB JOKYMEHTOB, TOCHUIAEMBIX U3 HHXKECTOAIIETO
YUpEXKACHUS B BBILIECTOSIIECE, TOKYMEHTOB, KOTOPHIMH OOMEHUBAJIUCH PABHOCTOSIIIUE YUPEKACHUS, U
JOKYMEHTOB, HAIIPaBJISIEMbIX U3 BBIIIECTOSIINX YUPEKICHUN B HUYKECTOSAIIHE.

4. By4uTh criocoObl TaTHPOBKH JOKYMEHTA!

a) ONpPENIeNUTh JaThl U3y4aeMbIX JOKYMEHTOB;

0) yCTaHOBUTH IPU3HAKY aTUPYIOLLErO XapaKTepa;

B) MEPEBECTH YCTAHOBIIEHHBIE NaThl C 3pPbl «OT COTBOPEHUS MHpa» Ha 3py «OT POXKIAECTBA
XpuCTOBaY, C IOJIMAHCKOTO KaJeHaapsi Ha TPUTOPUAHCKHIA.

5. W3yuutTh cocTaB yJIOCTOBEPEHHS [IOKyMEHTa: ONpEAeNUTh HallM4yhe, COCTaB, MECTO
PAaCIIOJIOKEHUS TTOATMCH U CKPETIBI.

6. Onucarp XapakTep OTMETOK Ha IOKyMeHTax. OnpenenuTs uX Ha3HaYeHHe.

7. OnpenenuTs TPaJIUIMOHHO-CIOKHUBIIYIOCA CTPYKTYPY TEKCTa U OCOOCHHOCTH H3JI0KEHUS
COJIEp>KaHusl OTJENbHBIX BUJIOB IOKYMEHTOB (4eTI00MTHAS, TPaMOTa, OTIHCKA).

KonTpoJibHbIE BONPOCHI:

1. Yem omnpegensiachk CTPYKTypa TEKCTa 1 HAUMEHOBaHUE BUJA TOKYMEHTa?

2. KakoBbl 0COOEHHOCTH BHEITHETO OPOPMIIEHUS TOKyMEHTa?

3. Kakue npu3Haku noMoraroT OnpeieanTh aBTOPCTBO TOKyMeHTa?

4. Kak ompeaenutb BpeMs cocTaBieHUs mgokymeHTa? OcoOeHHOCTH 0003HAUYE€HMs NaThl
nokymenTta X VI - XVII BB.?

5. Kak ynocroBepsuiich TOKYMEHTHI?

Pa3zpaTouyHbiii MaTepuas K 3aHATHAM:

1. Cton6ery XVII B.

2. Konnekuuu konuit nokymeHntoB XVI-XVII BB.

3. KpaTkuii ciioBapb BUJIOB ¥ pa3HOBUIHOCTEN TOKYMEHTOB.

DopmyJsip nokymenra XVIII B. — 4 yaca

Llenb 3aHATUS — U3yUEHHE Pa3BUTHS U 0COOEHHOCTEH (POPMYINIAPOB CIyKEOHBIX JOKYMEHTOB
XVIII B.

B pesynbTare BHIOTHEHUS 3aJJaHUN CTYACHT JIOJKEH:

— umemp npedcmasienue 0 3aKOHOJATEIbHOM PETYJIUPOBaHUH ITpoliecca JOKYMEHTUPOBAHUS
u pazButuu Gopmynsapa nokymenra XVIII B;

— 3Hamb 3aKOHOJATEIIbHBIC aKTHl, PETJIAMEHTHUPYIOIINE TOCTAHOBKY JEJOTPOHU3BOJCTBA B
XVIII B, BUABI TOKYMEHTOB, COCTaB (hOpMyJIsipa JOKYMEHTa, paBuiia 0hOPMIICHUS! PEKBU3HUTOB,;

— yMETh ONMHChIBaTh KOHKpeTHBIE TOKyMeHThI XV III B., cocTtaBisist ux Gpopmyisiper.

3anaHus AJ1s1 CaMOCTOSITE/ILHOI PadoThI:

1. U3yunTh BUIBI M pa3HOBUAHOCTH JTOKYMEHTOB:

- BBINUCATh BHUJIBI JOKYMEHTOB, yCTAaHOBIICHHBIE | eHepaIbHBIM perjiaMeHToOM

- u3 «Kpartkoro cioBaps BUJIOB M pa3HOBHIHOCTEH TOKYMEHTOB» BBINUCATh BBl JOKYMEHTOB
XVIII B.

- U3 JIeJl MECTHBIX YUPEXJECHUI BBINMHUCATh BCE BUJbI JOKYMEHTOB M OTMETUTh MU3MEHEHUS B
TEXHUKE JTOKyMEHTHPOBAHUS.
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2. Ha mpumepe 10KyMEHTOB MECTHBIX YUPEKICHHUM MPOaHATN3UPOBATh CIOKUBIINECS MTPaBUIIa
HaIMCaHUs aBTOPA, BHISIBUB!

a) 0coOeHHOCTH O(DOPMIICHHS aBTOPA CIY>KEOHBIX M IMYHBIX JOKYMEHTOB

0) 3aBUCUMOCTH 0003HAUYEHUS PEKBU3UTA «aBTOP» OT 0003HAYCHHS aJpecara JOKyMEHTa.

3. [Ipoananu3upoBaTh 0003HAUEHHUS PEKBU3UTA «aJlpecary:

a) BbIIMCAThb M3 |'€HepaJbHOro perjaMeHTa ONMCAHUE CHUCTEMBbl INHMCBbMEHHBIX CHOLIEHUH
3BEHBEB arrapaTa yrnpaBlieHuUs

0) 10 TOKyMEHTaM MECTHBIX YUPEKICHHUI O CATh NOPSI0K OPOPMIICHHS PEKBU3HTA «aJpecary,
OTMETUTh OTJIMYUTENIbHbIE OCOOCHHOCTH IMOPSJIKAa aJPECOBaHMs JOKYMEHTOB IO cpaBHeHHIO ¢ XVI-
XVII BB.

4. OnucaTh NOPAJOK JAaTUPOBAHUS TOKYMEHTOB. JlaTh mpUMephl BCeX BUIOB AAT C MEPEBOJOM
UX Ha TPUTOPUAHCKUN KaJIEHIAPh.

5. M3yuuthb cocTaB yAOCTOBEPEHUS JOKYMEHTOB:

- BbIIUCATh U3 [ eHepaIbHOro perjaMeHTa paBuiia yJ1I0CTOBEPEHHSI IOKYMEHTOB

- OIHUCaTh COCTAB MOAIMKCH IO IOKyMEHTaM MECTHBIX YUPEKIACHUH.

6. Onucatb BUJIbI OTMETOK Ha JJOKYMEHTaX.

7. N3y4uTh NPUHIIMIIBI OPTaHU3AlUN TEKCTA HECKOIBKUX BUIOB JOKYMEHTOB.

8. CocTaBUTh (HYOPMYJIISPHI IBYX JTOKYMEHTOB.

KonTposbHbIe BONPOCHI

1. HazoBure ocobernnoctu ¢popmsr fokymenta XVIII B.?

2. Kakue TpeOoBaHUS MPEAbSIBIAIOTCS K OQOPMICHHIO MpoTOKona mo ['‘eHepaibHOMY
periiamMenty?

3. B yem nposiBiI1ach TeHACHLUS K YHU(PUKAIUU TOKYMEHTOB?

4. Onuummre CcUCTEMY NMCbMEHHBIX CHOIIEHHWH 3BEHbEB ammapara YIpaBl€HUS 110
I'enepanbHOMY periiaMeHTy?

Pa3naTounblii MaTepuaJl K 3aHATHAM

1. I'enepainbHblil pernament 1720.

2. JIOKyMEHTHI (ie71a) MECTHBIX yupekaeHuil 18B.

3. Kparkuii cioBapps BUI0B M Pa3HOBUIHOCTEN JOKYMEHTOB.

®opmyasp nokymenrta XIX Beka — 4 yaca

[lenb 3aHATUS — U3YUYEHHE Pa3BUTHS U OCOOEHHOCTEN (HOPMYIISIPOB CIYKEOHBIX JTOKYMEHTOB
XIX B.

B pe3ynbrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJDKEH:

— umemdb npedcmaeienue O  pEriIaMEHTAllMM  IIpollecca  JOKYMEHTHPOBAaHUS B
3akoHoAarenbHbIX akTax XIX B., pazButum ¢Gopmyinspa JOKYMEHTa, TEHACHLUMSIX Tpadaperuzanuu
JIOKYMEHTOB;

— 3namp BUABl AokymMeHTOB XIX - B., ocoOeHHOCTH uX odopmieHHs, cocTaB (Gopmysipa,
NOsIBJIEHHE OJIAHKOB M MX BUJIBI, MOSBICHUE OTMETOK Ha JJOKYMEHTaX, OTPAKAIOIIUX UX JIBUXKECHUE B
YUpeXJIEHUHU U padoTy C HUMHU.

— yMeTb aHAJIM3UPOBATh KOHKPETHBIE JOKYMEHTHI XIX B.; cCOCTaBIsAs MX (POPMYIISIPHL.

3agaHus AJ151 CaMOCTOATEIBbHON PadoThI

1. I3y4uTh BUIBI ¥ PA3HOBUIHOCTH JOKYMEHTOB.

2. BoiiBUTH 0COOEHHOCTH 0(hOPMIIEHUS PEKBU3HUTA «aBTOP», ONUCATh COCTAB OJaHKa U €r0 BUJIBI.

3. I3y4nTh TEKCT JOKYMEHTA.

4. OnucaTp NOPSIOK apeCOBaHUs JOKYMEHTA.

5. Bommcars gaTel coOCTaBieHHs, OOpaOOTKH, MOANUCAHUS M Jp., yKa3aTb MECTO UX
PacroI0KEeHUs.

6. IIpoanann3upoBaTh XapakTep yIAOCTOBEPEHUS TOKYMEHTA.

7. OnucaTth BUIBI OTMETOK.

8. CocTaBUTh (HOPMYJIISPBI 2-X TOKYMEHTOB.

KoHTposbHbIE BOIPOCHI:
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1. B uem nposiBunacek TeHACHIMS K YHU(DHUKATUK (OPMBI U TEKCTa TOKyMeHTa?
2. Yto Takoe TpadapeTHHIH U TUTIOBOI TEKCTHI?

3. HazoBuTe cocrap O1aHka TOKyMeHTa?

4. Yem onpenensics XapakTep apecoBaHUs JOKYMEHTa?

Pa3znaTounblii MaTepuaJ K 3aHATHAM

1. dena yupexxaenuii 19 B.

2. Kpatkuii cioBapb BUAOB U Pa3HOBUIHOCTEN JOKYMEHTOB.

Tabnuua
Anann3 opopmiieHus: peKBU3UTOB JOKyMeHTOB B XV I- X1X BB.

HanmenoBanue 10KyMEHTOB Ocobennoctu 0hOpMIICHHUS] PEKBU3HTA
B XVI-XVII BB. B XVIII B XIX

B. B.

Bun noxkymenta

ABTOp

Anpecar

Tekcr:

BBEJICHUE

OCHOBHAsl 4acTh

3aKJII0UYEHUE

5. JHarsl
COCTaBJICHUS
MOJTyYeHUS
perucTpanuu

6. CocraB ynocToBepeHHsI

7. OTMeTKH Ha JOKYMEHTE

PO

®opmyasp noxkymenta XX Beka — 4 yaca
[{enb 3aHATUS — U3YUEHHE PA3BUTHSI 1 0COOEHHOCTEHN (POpMYIIIPOB CIIyKEOHBIX TOKYMEHTOB XX

B pe3ynbrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJDKEH:

— HMMETb IIPEJICTaBICHHE O periIaMeHTal|H ITpoLecca JOKYMEHTUPOBAHUS B 3aKOHOJATEIbHBIX
aktax XX B., pa3BUTHH (QopMyJsipa JOKYMEHTA, TEHACHIMIX TpadapeTu3aluuu J0KyMEHTOB;

— 3HaTh BBl JOKYMEHTOB XX - B., OCOOCHHOCTH HX O(opMIIeHus, cocTaB (opmyisipa,
MOSIBJICHUE OJIAaHKOB M UX BH/JIbI, NOSIBJIEHHME OTMETOK Ha JOKYMEHTaX, OTPaKaloIUX UX JABM)KEHUE B
YUPEXJAECHUHU U pabOTy ¢ HUMH.

—  YMETh aHAJIM3UPOBATh KOHKPETHbIE TOKYMEHThI XX B.; COCTaBIASA UX (DOPMYIISPHI.

3agaHus 1715 CaMOCTOSITEIbHON PadoThI

1. U3y4nTh BUBI U PA3HOBUIHOCTH IOKYMEHTOB.

2. Bo1siBUTH 0cOO0EHHOCTH 0(OPMIIEHUS PEKBU3UTA «aBTOP», OMUCATh COCTAB OJIaHKA U €r0 BUJIBI.

3. 3y4nTh TEKCT TOKYMEHTA.

4. Onucate NOpSAJOK aIpeECOBAaHUS JOKYMEHTA.

5. Beimucate JaThl COCTaBiIE€HUs, OOpaOOTKH, MOANUCAHUS W [Jp., yKa3aTb MECTO HX
pacroIoKeHusl.

6. [Ipoanan3upoBaTh XapakTep yIOCTOBEPEHHS TOKYMEHTA.

7. Onucatb BUJIBI OTMETOK.

8. CoctaBUTh GOPMYIISIPHI 2-X TOKYMEHTOB.

Pa3paTouHblii MaTepuaJ K 3aHATHAM

1. Hena yupexnennit 20 B.

2. Kpatkuii cioBapb BUI0B ¥ pa3HOBUIHOCTEN JOKYMEHTOB.

3. COOpHUK 3aKOHOMATEIBbHBIX aKTOB MO Aeionpou3BoACcTBY (1917-1970rr.) — Yue6. mocobue
nox pex. A.3. JluBmmua. — M. MIT'MAUH, 1973. - 157 C.
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Tema 4. @opmy.isip COBPEMEHHOI0 YNPaBJIeHYeCKOr0 J0KYMeHTAa: NpaBuia oGopMiIeHust
PeKBU3UTOB— 8 4YacoB

Llenp 3aHATHA — M3Y4YEHHE COBPEMEHHBIX TPEeOOBAHUN TOCYNAPCTBEHHBIX CTAHJAPTOB H
HOPMaTHBHO-METOJJUUECKUX aKTOB K O(OPMIICHHIO CIyKEOHBIX JOKYMEHTOB.

B pesyibrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJDKEH:

— WMEThb MNPEACTABICHUE O TEHICHIMIX Pa3BUTUSA JOKYMEHTAa W IPHUHLUIIAX ITOCTPOCHUS
bopmysipa-oOpasiia OpraHu3aMOHHO-PACTIOPIIUTENBHBIX JOKYMEHTOB,;

— 3HATh COCTaB PEKBHU3UTOB U TPEeOOBaHUS I'OCYJApCTBEHHOIO CTaHIapTa K O(OpMIIECHHUIO
JIOKYMEHTA.

— 3HAaTh COCTaB PEKBM3UTOB U TpeOoBaHusA I[IpaBmil nenonpous3BOJACTBa B (peaepanbHbIX
OpraHax MCIOJIHUTEIbHON BIACTH U MEeTOIMYECKUX PEKOMEHJAUI K COCTaBICHUIO IOKYMEHTOB.

— yMeTb NPOEKTUPOBaTh OJIAHKKM JOKYMEHTOB YUPEKIACHUH M HMMETh HaBBIKM pabOTHl ¢
roCy/1apCTBEHHBIMU CTaHIAPTAMU U METOJUYECKUMH YKa3aHUSIMU 110 UX BHEAPEHUIO U IPUMEHEHHUIO.

3amaHus 1J151 CAMOCTOSITEJIbHOI PadoThI

1. U3yunTh KOMIUIEKT HOPMAaTHBHO-METOJAMYECKUX JIOKYMEHTOB IO JOKYMEHTHUPOBAHUIO
ynpasieHuyeckoil gestenbHoctd  (IlpaBmiia  nenmompousBoicTBa  Juid  (peepanbHBIX — OPraHOB
WCTIOJTHUTENBHOW BJIACTH, MeTOJUYecKue pPEeKOMEHIAIMK TI0 pa3padOTKe MHCTPYKIUH 110
JIeJIONIPOU3BOCTBY B (pe/iepasibHbIX OpraHax MCIOJIHUTEILHON BIACTH).

2. N3yuuts [OCT P 7.0.97-2016 ¢ TpeboBaHUsIMH K OQOPMIICHHIO TOKYMEHTOB, OIPEICITUTh
€ro CTPYKTYpY, COCTaB pa3JelioB.

3. N3yunts TpeboBanus 'OCTa k O1aHKY TOKyMEHTA.

4. IlpoaHanu3upoBaTh MNPEIIOKEHHYIO KOJUIEKIIMIO JIOKYMEHTOB, OIPENEIUTh PEKBU3UTHI,
yKa3aTh HEJOCTATKH B UX PACIIOIOKEHUH U 0(hOpMIICHUH.

5. CocTaBUTh Ha OCHOBAaHMM pa3fgaTOYHOro MaTepuana OnaHku (OOIMHA W AN MHCHbMA)
OpraHM3alii U OPeaupUsTUN pPA3IUYHBIX (OPM COOCTBEHHOCTH C BapHaHTAMU MPOJOJIBHOTO U
YTJIOBOTO PACIIOJIOKEHHSI PEKBU3UTOB.

KonTpoJibHbIe Bonpockl

1. llepeuncnure BUABI HOPMATUBHBIX AaKTOB, pPETIaMEHTHPYIONIME JIOKYMEHTHPOBAHHE
YIPaBIEHYECKON JESITETbHOCTH.

2. Uem pasznuuaroTcs o0muil 6J1aHK 1 OJIaHK MHUCbMa, OJJaHK KOHKPETHOTO BHJIa JOKYMEHTA.

Pa3zpaTouyHbiii MaTepuasa K 3aHATHAM:

- I'OCT P 7.0.97-2016. Haumonanbusiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB 1O MHpOpMaLuu, OMOIMOTEYHOMY U M3JAaTelbcKOMy Jeny. OpraHu3alloHHO-
pacnopsiaAuTenbHas JoKkyMeHTanus. TpeboBaHus K 0hOpPMIEHUIO JOKYMEHTOB.

- IlocranoBnenue IlpaBurensctBa P®D «OO0 yTBep)KA€HUM MpaBUI JEIONPOU3BOACTBA B
(dbenepallbHBIX OpraHax UCIOTHUTENbHOM BiacTu» oT 15.06.2009 1. Ne 477;

- Meroanueckue peKOMEHIAMU MO pPa3paboTKe HHCTPYKUUH IO JAeJIONpPOU3BOJACTBY B
(denepanbHBIX OpraHax HCIOJIHUTEIbLHON BIIACTH, YTBEPKACHHBIE TpHKa3oM PocapxuBa ot 23 gexalbps
2009 Ne 76.

— Komnexuus 10KyMeHTOB.

— CnpaBoyHble JaHHBIE [T TPOSKTUPOBAHUS OJIAHKOB.

Tema 5. OpranusanuoHHble, PpacHopsiiuTe]NbHble M HHGOPMALHMOHHO-CIIPABOYHbIE
AOKYyMeHTbI — 20 yacoB

Joxymenmupoganue pacnopaoumensHoii Oeameavnocmu — 8 yacoe

Ilenp 3aHsATHS — H3ydeHHE TpeOOBaHMH TIOCYIAAPCTBEHHBIX CTAHAAPTOB M HOPMATHBHO-
METOAMYECKUX aKTOB K COCTaBJICHUIO M O(GOPMIICHHUIO PAaCHOPSAUTENBHBIX JOKYMEHTOB, MOJTY4YCHUE
HaBBIKOB X COCTABJICHUS U O(POPMIICHHS IO 3aJJaHHBIM CUTYaLUSM.

B pesyibrare BBIIIOJIHEHMS 3aJaHUN CTYIEHT JOJDKEH:

— HMEeTb IPEACTaBIECHUE O CUTYaLUAX, TPEOYIOLMX N3JaHUs pACTIOPAIUTEIbHBIX TOKYMEHTOB;
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— 3HaTh BUJABl PACHOPAIUTENBHBIX JOKYMEHTOB; COCTaB pPEKBU3UTOB (opMylspa
PacropsIUTEIHHOTO TOKYMEHTa U TPEOOBAHMSI K UX COCTABJICHUIO U 0()OPMIICHUIO.

— YMETb COCTaBIIATh U OQOPMIISTH PACTIOPSIUTEIbHBIE JOKYMEHTHI 110 3aJJaHHBIM CUTYaIUsIM
Y UMETh HaBBIKU MX O(hOpPMIICHHUS HA KOMIIBIOTEPE.

3amaHus 1J151 CAMOCTOSITEJIbHOM PadoThI

1. 3yunuth TpeGOBaHus, MPEABABISIEMbIE K COCTABICHUIO U O(DOPMIICHHIO PaCcTIOPAIUTEIbHBIX
JIOKYMEHTOB.

2. CocraBuTh 1 0POPMUTH MPHUKA3 TIO OCHOBHOM JEATEITHLHOCTH.

3. CoctaBuTh 1 0QOPMHUTH PACIIOPSKEHUE.

Yka3aHusi N0 BHINOJIHEHHIO 32/ IaHUS

1. YTo4HHUTH COCTaB PEKBU3UTOB, BXOSAIINX B (POPMYJIAp MpUKa3a, paCIOPSHKEHHUS.

2. V3yunts TpeboBanus 'OCTa k opopmiIeHHIO pEKBU3UTOB, BXOAAUINX B (POPMYJIISp MpHKa3a.

3. YTOUHUTH pa3nuuus B COCTaBICHUM NpPHUKa3a IO OCHOBHOW JAEATEIHLHOCTH H IO JHYHOMY
cOoCTaBy, oOpariiasi BHUMaHHE Ha MOPSI0K 0(hOPMIICHHUS CCHUIKH (YIIOMHHAHUS) HA APYTOW JOKYMEHT U
YHU(PHUKAIUIO TEKCTOB MPUKA30B 10 INYHOMY COCTaBY.

4. CocTaBUTh JOKYMEHTHI HA OCHOBE MPE/JIOKEHHBIX MPEToaBaTeIeM CUTYaIIHil.

KonTposbHbie BONPOCHI
[lepeunicnure peKBU3HUTHI, BXOASIINE B (HOpMYIIsip MpHUKasa.
HazoBute cTpykTypy npHuKasa 1o OCHOBHOU AESITEIbHOCTH.
YeM oTm4aeTCs CTPYKTypa TeKCTa IpUKa3a 1o JMYHOMY COCTaBY U OCHOBHOM JESITEITLHOCTH.
HazoBuTe cpoku XpaHeHHs PUKA30B.
Ha3zoBuTte peKBU3UTHI, BXOAIINE B POPMYIISP PACTIOPSIKEHHS.
UeM oTIMYaeTCs CTPYKTypa TEKCTA pacOpPsHKEHUS OT IPHUKa3a 10 OCHOBHOM J1€ATEIbHOCTH.

ook wndE

Pa3zpaTouyHbiii MaTepuas K 3aHATHAM:

I'OCT P 7.0.97-2016. Haunonanbubli cranaapt Poccuiickoit @enepanuu. Cuctema cTaHaapTOB
no wuHpopMmanuM, OMOIMOTEYHOMY M H3JATEIbCKOMY Jneiny. OpraHu3alMmOHHO-paclopsIUTeIbHAS
nokymMmeHTanus. TpeboBaHus K 0POPMIIEHUIO IOKYMEHTOB.

Mertoanyecknue peKOMEHJAIMM 10 pa3paboTKe WHCTPYKUMH 10 JIeJIONPOU3BOJCTBY B
(enepanbHBIX OpraHax HCIOIHUTEIbLHON BIIACTH, YTBEPKICHHbIE TpHKa3oM PocapxuBa ot 23 nexadbps
2009 Ne 76.

Anp060M yHU(UIMPOBAHHBIX (OPM MEPBUYHON YUYETHOM JOKYMEHTAIMH MO YUYETY TpyJa U €ro
OILIaThI, yTBEPKAeHHBIN nocTaHoBieHueM ['ockomcrata PD ot 05.01.2004 Ne 1.

Matepuansl ¢ UHAWBUTyaTbHBIMU 3aJJaHUSIMU JIJISl CAMOCTOSTEILHOTO COCTABIICHUS IPUKA30B U
PaCIOpPSKEHUA.

Tema 6. /loKkyMeHTHPOBaHHUE 1EATEIbHOCTH KOJLJICTHAJILHBIX OPraHOB — 6 4acoB

[enb 3aHATHS — N3yYeHHE TPeOOBaHUN K JOKYMEHTaM, CO3/1aBa€MbIM B ITPOIIECCE MOATOTOBKYU U
00CITy’)KUBaHUS COBEILAHHI.

B pe3ynbprare BBINOJHEHNS 3aJaHUI CTYIEHT JOJDKEH:

— WMETh INpPEJICTaBICHHE O BHUAAX KOJUIETHAIBHOM JEATENBHOCTH U THOpsake €€
JIOKYMEHTUPOBAHUS;

— 3HaTh COCTaB JOKYMEHTOB, CO3[aBaeMbIX IpPHU IMOATOTOBKE COBEUIAHWUH, TpeOOBaHUS K
(bopMyIsipy IPOTOKOJIA, TOPSAAKY €r0 COCTaBIEHUS U OhOpMIIEHUS;

— yMeTb COCTaBJIATh M O(GOPMIATH MPOTOKOJ M JOKYMEHTBI, CO3/laBaeMble B Ipolecce
MTOATOTOBKU COBEIAHUS.

— yYMETb COCTaBJIATh U 0(OPMIISATH BBIITUCKY U3 IPOTOKOJIA.

— YMETb COCTaBJIATh U OQOPMIIATH PEIICHUE.

3agaHus 1719 CaMOCTOSITeIbHON PadoThI

1. V3yuuts TpeOOBaHUS, TPEIBABISIEMBbIC K COCTABICHHI0O U O(DOPMIICHHIO TPOTOKOJA M
pelIeHus.

2. CocTraBuUTb NPUIJIALIEHNE HA 3aCe/laHue.
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3. CocTaBUTh MPOTOKOJ COBELLIAHMS.
4. OpopMHTD BBIKUCKY U3 IPOTOKOJIA.
5. OdopMurs perieHue.

KoHTposibHbIE BOIPOCHI:

1. IMepeuncnure peKBU3KUTEL, BXOAAIIUE B (POPMYJIAP IPOTOKOIIA.
2. HazoBHTe CTPYKTYpy TEKCTa MPOTOKOJIA.

3. B uém oT/IMuKe IPOTOKOIA MOIHOIO ¥ KPaTKOro.

4. VYkaxure MOpAAOK IIOATOTOBKHM COBCIIAHWA H KAKHUC HOOKYMCHTBI CO3OAKOTCA B XO/C
IIOATOTOBKH.

5. Iepeunciute PeKBU3UTHI, BXOAAIIHME B (QOPMYJIAP PELICHUS.
6. B uem Ha3HaYeHHUE BBITUCKH U3 IPOTOKOJIA.

Pa3znarounblii MaTepuaJ K 3aHATHAM

I'OCT P 7.0.97-2016. HanmonanwsHblii ctaniapt Poccuiickoit denepanuu. Cucrema cranaapToB
mo uHpopManuu, OUOIMOTEYHOMY M H3AATEIbCKOMY Jeiny. OpraHu3alioOHHO-PaCcIOPSAUTEIbHAS
nokymeHnTanus. TpeboBaHus K 0(pOPMICHUIO IOKYMEHTOB.

Meronudyeckue peKOMEHJAMA 10 pa3paboTKe WHCTPYKIMH 110 JIEJIONPOU3BOJICTBY B
(benepanbHBIX OpraHax HCIOJIHUTEILHON BIACTH, YTBEPKICHHBIE TpUKa3oM PocapxuBa ot 23 nexalbps
2009 Ne 76.

Matepuansl C MHIMBUAYaNbHBIMH 3aJlaHUSIMU  JJII  CAMOCTOSITENIBHOTO  COCTaBJICHUS
JIOKyMEHTOB.

Tema 7. CocTaBienne MHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB — 6 YacoB

Ilenp 3aHATHUS — WH3y4YEHHE HA3HAUYEHUS HWHQPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB U
0COOEHHOCTEHN 0(OpMIIEHHS KaX/I0T0 BUAA 3TON IPyHIbl JOKYMEHTOB.

B pe3syinbrare BhINONHEHNS 3aJaHUI CTYACHT JOJDKEH:

— WMEeTh IMpPEJACTaBICHHE O THUIIOBBIX CHUTyalUsX, O(QOPMIIAEMBbIX YHUPUIMPOBAHHBIMU
¢dbopmamu HHPOPMALIMOHHO-CITPABOYHBIX JI0KYMEHTOB;

— 3HaTh BUABl MH(OPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB; TpeOoBaHUs K (QopMymspy
Ka)KJ0r0 BUJIA;

— YMETb COCTaBJISATh BCE BHJIbI MH(DOPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB U UMETh HaBbIKU
ux 0pOpMIICHHS HAa KOMITBIOTEpE.

3agaHus 1719 caMOCTOSITeIbHON padoThI

1. 3yunTs nmpaBuia cocTaBieHUs U 0(hOpMIIEHUS HHPOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB,
o0paTuB BHUMaHHE Ha 0OCOOEHHOCTH TPeOOBaHUI K KaXK/I0My BUITY.

2. CocraButh u odopmuth B coorBercTBUM ¢ TpeboBanusimu ['OCT P 7.0.97-2016 u
Meroanueckux peKOMEH AL :

® JIOKJIAJHYIO 3aMUCKY (BHYTPEHHIOIO U BHEIHIOI));
OOBSICHUTENIbHYIO 3aMUCKY (BHYTPEHHIOIO M BHEIIHIOHN));
CIIPaBKY;
aKT;
nucbMa (rapaHTuiiHOe, HAOMHUHAHNE, TIPUTJIallIeHHe, YBEAOMIIEHHE, PEKJIaMalliIo U T.J.).
KonTpoJbHBIE BOIPOCHI
JlaiiTe onpeneneHne U yKaKUTe TUTIOBON (HOpPMYJIsp:
JIOKJIaTHOU 3aIIUCKH;
OOBACHUTENIHLHOM 3aITHCKH;
CIIPaBKH;
aKTa;
CIIy’)ke0HOTO MHrCchMa (HA30BUTE €0 PA3HOBUIAHOCTH);
Ykaxute 0coOOeHHOCTH 0(OPMIICHHSI TIHCEM.

NDe © ¢ 0 o |
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3. B uém ocobeHHOCTh 0(hopMIICHHS TUChMa-OTBETA.
4. Kaxue TpeOOBaHUS PEABABISAIOTCSA K TEKCTY ITHCEM.

Pa3naTounblii MaTepual K 3aHATHAM

I'OCT P 7.0.97-2016. Hannonaneublii ctaniapt Poccuiickoit @enepanuu. Cucrema ctaHnaapToB
no wuHpopMaIyy, OMOIMOTEYHOMY M H3JATEIbCKOMY neiny. OpraHu3aluoHHO-paCTIOPSIUTEIbHAS
nokyMeHTarus. TpeboBaHus K 0POPMIICHUIO TOKYMEHTOB.

Meronudyeckue peKOMEHAAUA 10 pa3paboTKe WHCTPYKIMH 10 JIEJIONPOU3BOJICTBY B
(dhenepallbHBIX OpraHax MCTIOJHUTEIBLHOMN BIACTH, YTBEPXKIACHHBIC MpUKa3oM PocapxuBa ot 23 nexadps
2009 Ne 76.

Marepuanbpl ¢ UWHIWBHAYAIbHBIMH 3aJaHUSMU JUII  CAMOCTOSTEIIBHOTO  COCTaBJICHUS
JIOKYMEHTOB.

Tema 6. Komruiekchl [0KyMeHTOB. HaydHo-uctopuueckass W MpakTU4YecKas IIEHHOCTb
JOKyMeHTa— 4 Jaca.

[TpoBoasTCS 1Be 03HAKOMHUTENbHBIE SKCKYPCUH B TOCYJapCTBEHHBIE aPXUBBHI.

9.2. MeToauuecKkue PECKOMEHIAIHUH ITO MOATOTOBKE MUCHbMECHHBIX paﬁoT

[Ipy HamMcaHuUM KOHTPOJIBHOM pPaOOTBI CTYAEHT JOJDKEH J1aTh CaMOCTOSITENIbHOE pELICHHE
pobJIeM B paMKax TeMbI, IOKa3aTh CBOE BUJEHHUE T€X WM MHBIX BOIIPOCOB. B mporiecce moaroToBku
pabore (HopMUPYIOTCS YMEHHS TPaMOTHO (OPMYJIHPOBAaTH OTBETHl HAa IIOCTABJICHHBIE BOIPOCHI,
HaXOJAUTh MyTH uX peweHus. [lucbMenHas paboTa nmpecienyer cleayronme Heu:

. yIriyOuTh, CUCTEMATU3UPOBATh U 3aKPENUThH MOJYYEHHBIE CTYJEHTAaMH TEOPETHUECKUE
3HaHUS U NIPAKTUYECKHE HaBBIKU IO TEME KOHTPOJIbHON pabOThI;

. Hay4uTh CTYJEHTOB paboTaTh C HUCTOYHUKAMH, COOMpaTh, CUCTEMATHU3UPOBATH U
0000111aTh UMEIOLIHICA HayYHbIH U (PaKTHUECKUI MaTepua 1o paccMaTpruBaeMoi podieme;

. BbIPa0OTaTh U 3aKPENUTh HABBIKU PAaO0OTHI C HOPMATUBHBIM MaTEPUAJIOM.

OcHOBHBIM TpeOOBaHKEM, IPEIbIBIAEMBIM K KOHTPOJIBHOM paboTe, IBISETCS BEICOKUH HayYHO-

TEOPETUYECKUM (C TMPaKTUYECKUMHU BBIKJIIAJKAMH) YPOBEHb €€ COJAEpX aHUs, KOTOPbIN

JOCTUTAETCs TPU COOTIOJICHUH CIIETYIONMX 0053aTeIbHBIX YCIOBHIMA:

. HE JIOJIKHA HOCUTh KOMIMWJISITUBHBIN XapakTep, T. €. COAepKaTh 3aMMCTBOBAHUE UYKUX
MBICJIEN 6€3 COOTBETCTBYIOIIMX YKa3aHUH.

. JOJKHA COJIep’KaTh COOCTBEHHBIM BKJIAJ CTYAECHTa HAa OCHOBE aHAIM3a UCCIEAYEMBIX
JOKYMEHTOB U CIIELUAIbHOMN JINTEPATYPBI;

. JOJ’KHA BKJIIOYATh B ¢€0s HE TOJIBKO TEOPETHUECKUH aCHEeKT HUCCIIeLyEeMBIX IPo0IeM, HO
U IPAKTUYECKUH, C BBIBOAAMH U PEKOMEHJALUSAMHU.

[TuceMeHHBIE PaOOTHI JOTKHBI OQOPMIISTHCS C COOJIIO/IEHUEM OIPEIETICHHbBIX TPaBUII.



37

_ IMPUJIO)KEHHUE 1
AHHOTALIUA PABOYEU ITPOT'PAMMBI IUCIHUIIJINHBI
JucuumnuHa (MOAyIb) peanusyeTcs kadeapoil TOKyMEHTOBEACHHUS], ay TUOBU3YAIbHbBIX U

HayYHO-TCXHUYCCKUX apXUBOB.

Llenp OUCHMIUIMHBI — M3yYeHHE 3aKOHOMEPHOCTEH IOKyMEHTOOOpPAa30BaHUs, CKJIAQJBIBAHUS W
PasBUTHUA CUCTEM JOKYMCHTALIUHU, TCOPCTUUCCKUX U IMPAKTHUYICCKUX HpO6JICM Co3aaHns NTOKYMCHTOB
OpraHamMy TOCyJapCTBEHHOM BIIACTH, MECTHOIO CAMOYINPABICHHS W OpraHu3alUsIMHU JIIO0O0MH
OpraHU3aIOHHO-TIPAaBOBON (OPMBI.

3amauu JUCHUILIMHBI

— IIOKa3aThb B3aMMOCBA3b I/IH(l)OpMaLII/II/I " NJOKYMCHTA,

— TPOCIEOUTH SBOJIOIMIO JOKYMEHTa, KaK HOCHUTENS HH(OpMAIMH, Pa3BUTHE CIIOCOOOB
JOKYMEHTHPOBAHUS U MaTePHAaJIOB Jis (PUKCAIIMH HHPOPMALINY;

— TIPOAHAIM3UPOBATH MPOIIECC CKIIA/IBIBAHUS U Pa3BUTHS POPMYJIIsipa TOKYMEHTa,

— IIPOaHAIM3UPOBATH IIPOLECC CKIIANABIBAHUA U PA3BUTHS CUCTEM TOKYMEHTALNH;

— BBIABUTH M IIOKa3aTh TEHACHUUHM YHH(UKAIMM, CTaHAApPTU3AIMUA U KIACCH(PUKAMH Kak
OTACJIBbHBIX q)OpM AOKYMCHTOB, TaK U CUCTEM JOKYMCHTAINU B LICJIOM,

— TI0Ka3aTh COBPEMEHHBIE TPEOOBAHMUS K COCTABICHHIO U O()OPMIICHUIO IOKYMEHTOB;

— IIPUBHUTH HABBIKW aHaJIM3a JOKYMCHTA,

— TPUBUTH HAaBBIKM COCTaBJICHHUS JIIOOBIX BHJIOB JOKYMEHTOB U IIPOSKTHPOBAHHUS
YHUQHUIUPOBAHHBIX ~ (OPM  JOKYMEHTOB, CHCTEM  JOKYMEHTAllMH ¥  WH(POPMALHWOHHO-
JTOKYMEHTAIMOHHOM CUCTEMBI YUPEKICHHS B I[ETIOM.

Jucnunnuna (MoayIib) HampaBieHa HAa (OPMUPOBaHUE CIAEAYIONUX 00IenpodecCHOHaATbHBIX
KOMIIETEHIIUN:

o OIIK-2 - Cnoco0eH HaxXxOAWUTh OpraHU3AIMOHHO-YIIPABICHUYECKUE pEIICHUS TpH
peleHny 3a1a4 B cpepe cBoei mpopeccuoHaTbHON 1eATEIbHOCTH
. OIIK-3 - CnocoGeH mpUMEHATh TEOPETUYECKHE 3HAHMS JJIS pelleHHs] MOCTaBIECHHBIX

3a/1a4 B 00JIaCTH IOKYMEHTOBEICHUS U apXUBOBEICHUS

B pe3ynbrare 0cCBOGHUS TUCIUITIIMHBI 00YyYatoUiics JOIKEH:

3HaTh:

- OTpaciy 1paBa, UCTOPHUIO UX (popMupoBanus u pazsutus B Poccum;

- OCHOBHBIE METO/Ibl M CPECTBA IIPOBEIEHUS TEOPETUUECKUX UCCIICOBAHNIA;

Ymers:

- HUCMOJb30BaTh 3HAHMS B O0OJACTH IpaBa W MPABOBBIE pPeCypchl B MPOQPECCHOHATbHON
NESITENIbHOCTH;

- NPUMEHATH TOJYYEHHbIE TEOPETHUECKHE 3HAHUS Ul pelleHHs 3ajad NpogecCHOHaTbHOU
NESTENIBHOCTH;

Baaners:

- HaBbIKAMU TIOMCKAa M MHCIOJb30BaHMUA MPAaBOBOW HMHPOPMALMHU JUISL pelIeHUs 3ajad
po¢eCCUOHATBHON JIEATETLHOCTH;

- HaBBIKAMU TPOBEJCHHS TEOPETUUECKUX UCCIIE0BaHUI B paMKax 00pa3oBaTeIbHOTO Mpolecca
U AanpHeuen npodeccnoHaabHON e TEIbHOCTH.

[To mucuumIMHEe TPEIXyCMOTPEHA TEKylas arrecTamus B QopMe 3adeTa W MPOMEKYTOUHAS
9K3aMEH.
OO0m1as TpyJ0€MKOCTh OCBOCHHSI TUCIIMIUIMHBI COCTABIISIET 8 3aU€THBIX €TUHUII.



