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1. IlosicHuTEeIbHAA 3alIHCKA

1.1. lean u 3agau JAUCHUILIHHDI
Lenp auCUUIUIMHBI ocsoerus OIl BO (popmupyembimu

KOMITETCHITHSIMHU ).

Heab AMCHUIUIMHBI — U3yYEHHE 3aKOHOMEPHOCTEH JOKYMEHTOOOpa30BaHMs, CKJIabIBAHUS U
pPa3BUTHS CUCTEM JOKYMEHTAIMH, TEOPETHUECKUX U MPAKTHUUYECKUX MPOOJIEM CO3aHUS JOKYMEHTOB
OpraHaMM TOCYAAapCTBEHHOM BIACTH, MECTHOTO CaMOYIpAaBJICHHUS W OPraHU3aLUsAMH JIOO0OH
OpraHU3alMOHHO-TIPAaBOBOM (POPMBL.

3agauu AMCHMIIMHBIL:

MOKa3aTh B3aUMOCBSA3b MHPOPMAIK U JOKYMEHTA;

OPOCIEAUTh HBOJIONMIO JIOKYMEHTa, KaK HOCHTENs MH(OpMAIMM, pPa3BUTHE CHOCOOOB

COOTHECEHa C pPEe3yJIbTaToOM

JIOKYMEHTHPOBAHUS U MaTepUasoB il pukcauy uHGopmanmu;
pOaHAJIM3UPOBATh MPOLIECC CKIAbIBAHUS U Pa3BUTHA (HOpMYJIIsipa JOKYMEHTA;
IIPOAHAIIN3UPOBATH MPOLECC CKIAABIBAHUS U PA3BUTHS CUCTEM JIOKYMEHTALINH;

BbISIBUTH MW IIOKa3aTb TCHACHIHNU YHI/I(pI/IKaI_II/II/I, CTaHJapTu3anuu u KHaCCI/I(I)I/IKaI_II/II/I KakK

OTACIBbHBIX q)OpM JOKYMCHTOB, TaK U CUCTEM JOKYMCHTALIUH B LICJIOM;
IMMOKa3aTb COBPECMCHHBLIC Tpe6OBaHI/I$I K COCTaBJICHUIO U O(I)OpMJ'IeHI/IIO JAOKYMCHTOB;
IMPUBUTH HABBIKW aHAJIM3a IOKYMCHTA,

HPUBUTH
YHUPUIUPOBAHHBIX

HaBBbIKHU

JIFOOBIX
cUCTEM

COCTaBJICHUA

dbopM  JTOKyMEHTOB,

,HOKYMeHTaHHOHHOﬁ CUCTCMBI YUPCIKICHHUA B LICJIOM.

1.2. IlepeyeHs NMIAHHPYEMBIX Pe3yJbTATOB O0y4YeHHMs IO JMCHUILIMHE, COOTHECEHHBIX C

HHINKATOPpaAMHU JOCTUKCHUS KOMIIeTeHI Ui

BUJIOB

JAOKYMCHTOB u
AOKYMCHTAIUU u

Komnerenuus NHaukaTopbl KOMIIETEHIUI Pe3yabTaTsl 00yuyeHus

(xon 1 | (Koa 1 HauMEHOBaHUE)

HaNMMEHOBAHUE)

OIIK-2. Cnoco6en | OIIK -2.3. Pemraer | 3nath: (QyHKUIMM MoApa3iereHUN B

HaXO/UTh ylpaBieH4YecKHe 3a1a4uu B chepe | chepe JOKYMEHTAUOHHOTO

OpPTraHU3aI[MOHHO- | JIOKYMEHTAllMOHHOTO obecrieyeHusl yIpaBJIeHUs] U apXUBHOTO

ylpaBJIeHYECKHE oOecrieyeHuss  yHpaBleHUS U | Aena

pereHus IpU | QpXUBHOTO JIeNIa YMeTb:  BBIIONHATH ~ paboTy 1O

peleHnn 3aaad B JOKYMEHTAallMOHHOMY  00O€eCIHEeYeHHUIO

chepe cBOEH YIpaBJICHUS U aPXUBHOMY XPaHEHHIO

npodeccroHaibHON Brnaners: HaBblkamu BbIOOpa Haubosee

JeSITeIbHOCTH ONTUMAIILHOTO pelneHus
yOpaBlieHYeCKMX 3agad B cdepe
JOKYMEHTAIHOHHOTO obecrieueHus
VIpaBJICHUS] M apXUBHOTO JIeJIa

OIIK-3. Cnoco6en | OIIK -3.3. Wcnonb3yer | 3HatTh: CMEXHbIE c

IIPUMEHSTh B3aMMOCBSI3U JIOKYMEHTOBECHHUS | JOKYMEHTOBEIEHUEM u

TEOPETUYECKHE U apXMBOBEACHUS CO CMEXKHBIMHU | apXHBOBEICHUEM Hay4HbIE

3HaHUs JUId | HAyKaMu u HAYYHBIMH | TUCLIMILIMHBI

pereHust JTUCLUUIUIMHAMU YMeThb: BBISBISATh B3aUMOCBSI3U MEXKIY

IIOCTaBJIEHHBIX JOKyMEHTOBE/ICHUEM, apXUBOBEJCHUEM

3amad B objactu U IpYTUMHU HaYYHBIMH JUCIUIUTMHAMHI

JOKYMEHTOBEIEHUS Bnaners: HaBblKaMu HMHTEpHIpeTaLUU

U apXUBOBEACHUS 3HAaHUH B 00JACTH CMEXHBIX Hay4HBIX
JMCLUMIUIMH TIpU pelleHUe 3aj1ady B

IIPOEKTUPOBAHHUS
UH(POPMaAIMOHHO-




chepe JOKYMEHTOBEICHHUS u
apXUBOBEICHUS

1.3. MecTo 1MCUMIVIMHBI B CTPYKTYpPe 00pa30BaTe/IbHOM NMPOrPaMMbl

HucrummHa  (Monynb) «JlOKyMEHTOBEACHHE» OTHOCHUTCS K 00s3aTebHOM dYacTu OJIoKa
JUCUHUIUIMH y4eOHOro IUIaHa N0 HampaBieHuto noaroroBku 46.03.02. «/loxkymeHToBeneHue u
apXHWBOBEJICHHEY, HAIIPABICHHOCTh — ApXHBBI B Poccuu u 3a pyOexoM

JlJiss OCBOGHUS TUCIUTUIMHBI HEOOXOIUMBI KOMIETCHIINH, CPOPMUPOBAHHBIC B XOJI€ M3yUCHUS
caenytomux qucuumuivnd: Ueropusa Poccun XIX — Hauana XX Beka.

B pesynbrate OCBOSHHS IUCIUIUIMHBI (POPMUPYIOTCS KOMIETCHIIMHU, HEOOXOAMMBIC st
W3YYEHUS CIEAYIOINUX JIUCHMIUIMH W MPOXOXKJICeHHS TpakTuk: Opranuzamuss u texnonorus OV,
KanpoBoe nenonponsBoicTBO, 03HAKOMHUTEIIbHAS PAKTHKA.

2. CTpyKTYypa AMCUHUILIMHBI
O6m1ast TpyA0€MKOCTh TUCIMIUIMHBI COCTABISIET & 3.€., 288 akageMUYecKnX 4acoB.

CTpyKTypa IHCUMILIMHBI JIS 04HOI opMbI 00yUeHMsI

OO0bvemM jauciUmIuHBI B (popMe KOHTAKTHOM paboThl 00ydaromMXCsi C TMeJarorn4ecKuMu
paboTHMKaMU W (WJIM) JUIAMH, TIPUBJICKAEMBIMU K peaju3alii 00pa30BaTeIIbHOW MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, IPU MPOBEICHUH YIeOHBIX 3aHATHH:

Cemectp | Tum yueOHBIX 3aHATHIHA KomnuectBo
4acoB
1-2 Jlexiuu 64
1-2 JlaGopaTopHbIe pabOTHI 96
Bcero: 160

O0beM TUCIUTIIUHBI (MOIYJIs) B pOpME CaMOCTOSATEIBHON pabOThl 00YYAIONIUXCS COCTABISET
110 akageMHUYeCKHX 4acoB.

3. Conepxanue M CHUIITHHBI

Ne | HammeHnoBaHue pa3nena | Conepkanue
JUCIHIIJINHBI

1 Pasoen I Hasznauenue 1.1. IIpenmer, conepxaHue, 3a7a4yu AUCUUIUIUHBI U
OUCYUNTIUHBI, UCMOYHUKU U | METOMBI €€ N3yUCHHUSI.
aumepamypa JIOKYMEHT - OCHOBHOM OOBEKT JOKYMEHTOBETYECKUX

uccieoBanuil. Posib JOKyMEHTa B KWU3HM YEJIOBEKA U
obmiectBa. JlokyMeHTHI B cdepe MpaBa U YIPaBICHUS.
BinsiHue Hay4HO-TEXHUYECKOM PEBOJIIOLMM HA DPA3BUTHE
nokyMmeHTta. PasButne dopmynapa gokymenTta. HayuHo-
UCTOpUYECKAasT W TPAKTUYECKass IIEHHOCTh JIOKYMEHTA.
MeTtonpl HcCcneOBaHUA JTOKYMEHTOBETUYECKHX MPOOIeM.
OO6mieHayunble W croelnuaibHble MeToAbl. CTaHOBJIICHHE U
pa3BUTHE JTOKYMEHTOBEJAECHUs KaK HAy4YHOW JHUCLMIUIMHBI.
CBsi3b  JOKYMEHTOBEJICHUS C Teopued wuHpopmamnmu,
apXMBOBEJCHHEM M HCTOYHMKOBeIeHUEM. lcronb3oBaHue
JIOKYMEHTOBEJCHUEM JIOCTHKEHHM WH(OPMATHKH,
UCTOPUYECKOW HAayKH, TIpaBa, JIMHIBUCTUKH, TEOpPUU
VOPaBJICHUS] WM JIPYTMX HAYYHBIX JUCHMIUIMH. _ Poib




JOKYMEHTOBEJICHHSI B COBEPIICHCTBOBAHMU MPOLIECCOB
yIIpaBJICHHUS.

1.2. UcTouHuku U uTepaTypa

3aKOHOJIaTeJIbHbIE AKThl, HOPMATHUBHBIC MaTEpHUAJIbI
XVI — mau. XX B. IluceMoBHHKH. MeToauduecKue
pa3paboTku. PykoBoACTBa 1O I€TIOMPOU3BOJICTBY.

3aKkoHO/AATENbHbIE, MTPAaBOBbIE aKThl U HOPMATHUBHO-
METOJMYecKue JOKyMeHThl  Poccuiickoit ~ ®enepanuu.
Koncturynusa Poccuiickonn ®enepanuu. Kogekcst PO,
KOHCTUTYIIMOHHBIE W  (eIepaibHbIe 3aKOHBI, YKa3bl,
[ToctanoBnenust [lpaBurenbctBa M WHBIE HOPMATHUBHBIC
JTOKyMEHThI. ['oCymapcTBEeHHbIE CTaHIApPThl, HOPMATHUBHO-
METOAMYECKUE JIOKYMEHTBl — pEerjJaMeHThl, IpaBuia,
UHCTpYKUMU U 1p. [lepuognueckue mzmnanusa. CrnpaBoyHbIE
n3nanus. Jlureparypa.

Pazoen 2 Joxymenum, eco

dynrxyuu u
OOKYMEHMUPOBAHUsL

cnocoobwl

2.1. lonsarus «uHGOPMALIUD» U «TOKYMEHT»

[Tonatus «uHpopmanus» H «IOKyMeHT». CBs3b
uHPOpMAaMU ¥ JOKyMeHTa. Pomp wuHpOpmanumu B
COLMAIBHBIX M 3KOHOMHYECKHMX mpoueccax. MHpopmanus
KaK OCHOBa IPUHSATHS YIIPABIEHYECKOTO PELICHHUS.

BO3HMKHOBEHHE [OKYMEHTa, €ro Ha3Ha4YCHHE.
[lonatue «mokymeHT», ero TpaHchopmarus. J[okymeHT -
O0BEKT HCCIEIOBaHUA TEOPETUUYECKUX U  IMPUKIAJAHBIX
qucuuinH.  [IpaBoBO#M, YNpaBIEHYECKHM HCTOPUYECKUN
aCIEKTHl B ONPEICIICHUN NOKyMeHTa. Pacmpenue noHsaTus
«JIOKyMEHT» C pa3BUTHEM HayKu M TexHuKku. llonsarue
«QIEKTPOHHBIM JOKyMeHT». OmnpezneneHue TOKyMEHTa B
rOCy/IapCTBEHHBIX cTaHAapTax. lloHATHE «IOKYMEHT» B

JOKYMCHTOBEICHUH.
3akoHOAATENBHBIE  aKTBl 00  00fA3aTeIbHOCTH
JOKYMEHTHPOBAHHSI uHbOpMaIIUH. Haznauenue

JNOKyMeHTHOW wuH(popMarmu. DaxkTopbl, BIMAIOLNINE Ha
UHGOPMAIIMOHHYIO IIEHHOCTh JOKYMEHTOB. 3aBHUCHMOCTh
IIEHHOCTH WH(OpPMAMH OT TOJHOTH, OOBEKTUBHOCTH,
JIOCTOBEPHOCTH, CBOEBPEMEHHOCTH NEpeJaul U MOIYUCHHUS,
MEPUOJUYHOCTH WJIM 4acTOThl nepepaudu. OnepaTtuBHas U
UCTOpHUYECKast (peTpocnieKTUBHAs) JOKYMEHTHas
nHpopManys Kak eanHas HHPOPMaIMOHHAs CUCTEMA.

2.2. ®yHKIUU IOKYMEHTOB

[Tonatne «pyHKIUS AOKyMEHTa». 3aBHCUMOCTh
HOHATUS «JOKYMEHT» OT ero pyHKIMU. 3HAUCHHUE U3yUeHUs
¢byHkuun  nokymenta.  WHdbopmanumoHHas — (GyHKUUSA
JOKYMEHTa KaK CpEACTBO 3aleyaTiieHUs M COXPaHEHUS
nH(OPMAIIHH. CouunanbHas byHKIUSA JIOKYMEHTA.
Kynbrypuas @ysHkuus poxkymeHta. KoMMyHUKaTHBHas
(GYHKIMA Kak CpeCTBO Iepeaayn nH(HOpMAIIHH.

VYnopasnendyeckas (QYHKIMS W €€ 3HaueHHe B
opranuzanuu ynpasieHus. llpaBoBas ¢yHkus. OyHKuus
yuera. OyHKIMSA JOKYMEHTa KaK HCTOPUYECKOTO HCTOYHHKA.
OYHKIMM ~ TOCTOSIHHO — JeHCTByomue ©  (QyHKIUU
omepatuBHble BrausgHue GYHKIMH JOKYMEHTa HA €ro




cTpykTypy. [lonmnpyHKIMOHATEHOCT TOKYMEHTA.

2.3. CiocoObl JOKyMEHTUPOBAHUS

3ByKOBasi pedb, €€ BO3MOXXHOCTH W HEIOCTATKU B
3aKperyieHu U nepefade uHdopmauuu. I[IpenMerHsiii u
3HAKOBBIK CHOCOOBI Tepenaun cooOmieHuid. [loHsTHE
«croco0» JToKyMeHTHpoBaHMs. Vcropuueckuil xapaktep
JOKYMEHTOB W JOKYMEHTHPOBAaHHUS. OTambl pa3BUTHA
Croco00B JJOKYMEHTHUPOBaHUS.

HaueprarenbHplii crnoco0 3akperuieHus: W nepenadu
uHbOopMaIuu. TexcToBoe JOKYMEHTUPOBaHUE.
[Mukrorpadpuyeckoe  MHCBMO M €r0  OCOOEHHOCTH.
Jlororpaduueckoe muceMo (uaeorpaduueckoe MUCbMO), €ro
JIOCTOUHCTBA U HEJIOCTaTKH. [Tpumenenue
NUKTOrpadMIeckoro ¥ Jjororpaduyueckoro TmHCbMa B
Hactosimee Bpems. CroroBoe mHCbMO. Bo3HHMKHOBeHHE
(honeTnyeckoro (OyKBEHHOT0) TUCHMA.

PasButue rpaduku pycckoro nucbma. CteHorpadus.
[IpumeHeHne TeKCTOBOTO TOKYMEHTUPOBAHHSI.

TexHuueckoe  TOKyMEHTUPOBAaHUE. OcHoBHbIE
Ipynnbl TEXHUYECKONM NOKyMEHTaUUW. BHIbBI TEXHUYECKUX
noKyMeHTOB.  OOnacth  NpPUMEHEHHS  TEXHHYECKOTO
JOKYMEHTUPOBAHMUS.

doTon0KyMeHTHpOBaHHe. 3HaueHue Qortorpaduu
kak crocoba ¢Qukcanuu wuHpopMmanuu. [lpumenenue

(OTOIOKYMEHTOB.

KunonokyMeHTupoBaHue. [Tonsitue
«KUHOAOKYMEHT». BUibl KHHOJOKYMEHTOB. Bujeos3anuce.

DOHONOKYMEHTUPOBAHUE. Ero 0COOEHHOCTH,
00J1aCTH IPUMEHEHHUS.

JIOKyMEHTHUPOBaHHE c IIPUMEHEHUEM

MH(POPMALMOHHO-JIOTHYECKUX MAIIIUH.

CoBpeMeHHbIE  CHIOCOOBI  TOKYMEHTHPOBAaHUS €
HCIIOJIb30BAaHUEM HOBBIX TEXHOJIOIUH.

2.4 MarepuasibHble HOCUTENIN UHGOpMaUU

Hocurtenn undopmanuu. JlpeBHelyre marepuasibl
I mucekMa Marepuanel s nuceMa B llepegnein Azum
(xnuHOMUCHBIE Tabmuuku). V3roroBieHHe M NpUMEHEHHE
nanupyca. HMcnomp3oBanue i mMChbMa  IIEPraMeHTa,
OepecThl M JIpyrux marepuanoB. M3o0Operenue Oymaru, ee
JIOCTOWHCTBA, 00yCIIOBUBILINE ITOBCEMECTHOCTh
pacnpoctpanenus. Bonsueie 3naku (punurpanu). Cpenctsa
U OpyIaus NMUChbMa M HMX BIMSHUE HA pa3BUTHE Tpaduku
MHAChbMa.

Marepuansl 11 TEXHUYECKOTO JTOKYMEHTHPOBAHUS.
Marepuainst JUIS (OTOKMHOJOKYMEHTHPOBAHHUSL.
Buneorpammel. Marepuanbsl st HOHOIOKYMEHTUPOBAHHUSL.
Komnbrotepusle  Hocutenu — uH(opmanuu.  BrusHue
HocuTenss WHGOpMalMU Ha JOJTOBEYHOCTh M CTOMMOCTH
JIOKyMEHTA.

Pa3zoen
QOKyMeHma

3

Ilpuznaxu

3.1. OpuruHaabHOCTH JOKYMEHTA
[lonsiTMe  OopurvMHajla,  TPU3HAKH __ OPHTHHAIA.




YMHOXKEHHBIE OpUTHHANBL. YEepHOBUKM U  OEJIOBHUKH
TEKCTOBBIX JIOKYMEHTOB. ABTorpadsl. Pepakuum.
OpuruHansl  KUHO H  (OTONOKYMEHTOB. OpHUTHHAIBI
(oHOTOKYMEHTOB. OpUTrMHANBl TEXHUYECKHX JOKYMEHTOB,
OPUTMHAJ 3JIEKTPOHHOI'O JOKYMEHTA.

[lonstue «nommHHUK». [lonnuHHBIE U NOATIOKHBIE
JOKyMEHTbl.  Buasl  Qanbcudukanmm  JOKYMEHTOB.
danscuduranus COJIEPKaHUS. WuTepnionanus
danbpcudukanys coctaBa yA0CTOBEPEHUS, OaHKa.

3.2. KonuiiHOCTh TOKYMEHTa

[TonsaTua «xomus». Mcropudeckoe pa3BUTHE KOIHUM.

Bunsl KOITHH, onpezaensieMble crocoooM HUx
Bocripou3BeneHud. Komuu, pasnuyuMble 1O crnocoly HX
YIOCTOBEPEHUS. [Topsanok oopmIIeHUs KOIIHIA.

IOpunnueckas cuna konuid. JlyGnukar.

Pasoen
00KyMeHma

4

Cmpyxkmypa

4.1. ®opMysip TOKYMEHTa U €r0 COCTaBHBIC YaCTH

[lonsitne «pexkBuzut». [locTOsIHHBIE U NEpEMEHHbIE
PEKBU3HTHL. [Tonsitue «popmysipa JIOKYMEHTa.
OcoOenHoct  ¢opMynsipa JAOKYMEHTOB, MOJNyYEHHBIX
Pa3IUYHBIMU CIIOCO0aMU JTOKYMEHTHPOBAHUS (TEKCTOBBIMH,
MalIuHHBIMH, KHHO-, (OTO-, (OHO-, TEXHUYCCKUMH).
WnpuBuayanbHBI M TUHOBOM  (QOpMyNsp JTOKyMEHTA.
Qopmynsip — o0pazen, ero 3agaud B yHUUKALUU
TpeOOBaHUI K PEKBU3UTAM JJOKYMEHTA U MX PACTIOI0KEHUIO.

4.2. Co3naHue W Pa3BUTHE TPATUIIMOHHOW (HOPMBI
JOKYMEHTa

®opmyisip TekctoBoro gokyMenta XVI - XVII BB.
BrusiHue Tpamuiuii U 3aKkoHa Ha CKIaabiBaHue (hopmyrsipa
nokymenTa. Crneunduka o003HaUeHHS HAMMEHOBaHUS BHJIA
JIOKYMEHTa, yKa3aHHE€ aBTOpAa M COCTaBUTENS JOKyMEHTA.
O6o3nauenue  agpecarta.  OcoOEHHOCTH  JaTHPOBKHU
JOKyMeHTa. MecTto ¥ Xapakrep HNOANMCEH JOKYMEHTAa,
«CHOpPaBbBl» M «IPUIUCH», aBTOPCKas NOANKUCHh. Bumasl
negared. OTMETKM Ha  JOKyMeHTaXx. TpaaulMOHHO
CIIOKHBIIASCS CTPYKTYpa TEKCTa U OCOOEHHOCTHU U3II0KEHUS
COJIEpXKaHUs Pa3TUYHBIX BUJOB JOKYMEHTOB.

dopmyiisip TekctoBoro gokymenta XVIII B.

3aKkoHO/JATENbHBIE W HOPMATUBHBIE  aKThl O
cOoCcTaBlieHUM U OQOpPMIICHHHM JIOKyMEHTOB. BiusHue
HepapXuu «BJacTel M MeCT» Ha pa3BUTHE BHUAOB U
pasHoBuaHOCTel. (OO0O03HAYeHHWE aBTOpa M €ro MeECTO B
(bopmyIsipe TOKyMEeHTa.

Tekct mokymeHTa. Poib 3aKkoHOAATENBHBIX AKTOB
XVII B. B yHH(}UKAIUU TEKCTa OIpPECIICHHBIX BHJOB
TOKyMEHTOB.  [IMCbMOBHUMKH, COOpPHHKH  OOpPa3IOBBIX
TEKCTOB. 3arojloBOK K TEKCTy, €ro Ha3HAa4eHHE U MECTO.
Ckpena. [leyatu u npaBuia nonab3oBaHusgd UMU. OTMETKH, UX
BUJIbI, HA3HAYCHHUE U MECTO B OPMYIIsIpE.

dopmyiisip TekcToBoro qokyMenTa XIX - Hagama XX
BB.

PernamenTanus 3aKOHO/IaTEIbHBIMHU AKTaMH




MopsiIka  COCTaBJeHHU U OQOPMIICHHS  JTOKYMEHTOB
OO0o3HaueHue BUIA, aBTOpa JOKYMEHTOB, HMX MECTO B
dbopmysipe. [TosiBnenue Onanka.

OcobeHHOCTH ~ aapecoBaHUs  JIOKYMEHTOB U
opopminenue npatel. M3meHenune B mopsake odopMieHHs
HNOJMMCH PA3JIMYHbIX BUJOB JOKyMeHTOB. lIpocraBieHue
reyaTed. Xapakrep OTMETOK Ha JOKYMEHTax.

CtpykTypa TeKcTa JOKYMEHTA.

OobmerocynapcTBeHHasi YHUPUKAIUS JOKYMEHTOB U
CTPYKTYPbI TEKCTOB.

4.3. ®opmynsp yHpaBJIEHYECKOrO JoKymMeHTa XX-
XXI BB.

Bonpocbl  TOKyMEHTHpOBaHUS, COCTaBJICHUS U
opopMmieHHuss  JOKYMEHTOB B  3aKOHOJATEIbHBIX U

HOPMAaTUBHBIX aKTax. Yuauduxanus JIOKYMEHTOB.
BuyrpusunoBas ynuduxanus. Pa3zutue yHuduxanum u
CTaHAapTU3aLUU JIOKYMEHTOB. I'ocynapcTBeHHbBIE

CTaHIApTHl HAa JOKyMEHTHI. OCOOEHHOCTH OpPraHU3allMOHHO-
pacniopsiautenbubix  gokymeHntoB. ['OCT P 7.0.97-2016

«OpraHu3aimoHHO-pacopsAIUTEIbHAS JIOKyMEHTAITHS.
TpeboBanust K O(GOPMIICHUIO JOKYMEHTOB». PEKBH3UTHI
JIOKyMEHTOB, MepeUHCIIIeMbIC B «IIpaBmmax
JIeJI0NPOU3BOJICTBA B benepanbHBIX opraHax
HUCIIOJIHUTEILHOU BJIACTH» u “MeToauuecKux
pEKOMEH1alus o pa3paboTke UHCTPYKUUN o
JIETIOTIPON3BOJICTBY B (henepanbHBIX opraHax

HCIIOJIHUTENLHOM BlIacTH”.

brnank noxymenrta. Bunbl 61ankoB. CoctaB 0OyaHka,
MOPSAZIOK PACIONIOKEHUSI PEKBU3UTOB B OnaHke. biaHku ¢
YIJIOBBIM W TIPOJIOJIBHBIM PACIIOIOKEHUEM PEKBU3HUTOB.

[IpaBuna  KOHCTpyuUpOBaHHs  OJiaHKa. bimanku ¢
M300pakKeHUEM TOCYJapCTBEHHOTO Tepla u repda cyonekTa
dbeneparuu.

ABTOp  JIOKyMEHTAa. [Topsimoxk  o0Oo3HauUeHUA
HauMEHOBaHUs OpraHu3al1-aBTopa JIOKYMEHTA.

CripaBouHbIe TaHHBIE 00 aBTOpE, UX COCTaB, pa3MelIeHUEe Ha
OnmaHke. ABTOpBHI JMYHBIX JOKyMeHTOB. Ilonmuch, medars
Kak MPU3HAKHU aBTOpA.

Bun noxymenrta, ero passutue. Buasl JOKyMEHTOB,
onpejensieMble  3aKOHOAATEIBbHBIMU W HOPMAaTHUBHBIMU
aktamMu. CBSI3b BUJIOB JOKYMEHTOB U (DYHKIIMH YIIPaBICHHUS.
VYka3aHue BHJA JTOKyMEHTa, €ro MECTO U Ha3HAa4YeHHE B
(dopmysipe JOKyMeHTa. 3aBUCUMOCTb (DOPMBI JJOKYMEHTa OT
ero Buja.

OO6o3nauenne azapecara. IlpaBuna  HammcaHUs
ajgpecaTa M MECTO YyKa3zaHusi ajapecata B (opmyisipe
nokymeHnTta. OtpaxkeHue cepbl AEHCTBUS TOKYMEHTa B €rO
aapecate.  Ilopsmox  odopmieHuss  ITOKyMEeHTa  C
HECKONbKUMHU  anapecatamu.  Ilopspoxk  odopmieHus
MIOYTOBOTO aJpeca.

Hata  noxyMmeHTa. 3HayeHue JATUPOBAHUS
JIOKYMeHTa. ABTOpPCKHE JaThl (COCTaBJIEHME, MOJIUCAHUE),
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JaThl, OTHOCSILINECS K COJIEP’KAHHUIO. Jatsl,
Xapaktepusytoniue siaemMenta Gopmyssipa. Jatel 06paboTku
nokyMeHTOB. [lopsinok opopmieHus aar.

CocraB ypocroBepeHusi AOKyMeHTOB. Ha3Hauenue
MOAINNCAHUS JTOKyMEHTOB. [IpaBuna moanucu 1OKyMEHTOB
pa3nuuHbIX Kareropuil. Mecto mnonamucu B Qopmyisipe
JOKyMEHTa.  JiekTpoHHas  moamuck. OTmetrka 00
3JEKTPOHHOU MOAIHUCH.

I[levatu wu wux HazHaueHue. Buael mnedarei.
['ocynapctBeHHast repOoBasi mevarhb. 3aKOHOJATEIHCTBO 00
W3rOTOBJIEHUM W  TOJb30BaHMM nedartssMu. [lopsiniok
MPOCTABJIEHUS] OTTUCKA NI€YATH HA JOKYMEHTaX.

VYTBepxkaeHnue J0KyMeHTOB. CriocoObl yTBEPKICHHUS.
CocraB rpuda yTBEepKIACHHS, TMOPSIIOK €ro opopMIICHHUS,
MecTO B pOopMyJIsipe JOKYMEHTA.

CornacoBanne gokyMeHta. llopsimok u  BuUABI
cornacoBanusi. Bus3sl u rpud  corimacoBaHus, HX
odopmiieHre, MecTo B GOpMyJIsipe TOKYMEHTA.

OtmeTkn Ha AoKyMeHTax. VX posb B IPOXOXAEHUU
Y UCTIOJIHEHUHU JIOKYMEHTa, MECTO B (popMyJIsipe JOKyMEHTA.
Oco6oe Ha3zHaueHHE PE30JIOIUH (YKa3aHUs IO UCTIOTHEHUIO
nokymeHTa). TpeGoBaHHE K COAEpPX)AHUIO M OPOPMIICHUIO.
OTMETKH O B34THM JOKYMEHTa Ha KOHTpPOJIb, MCIIOJIHEHUU
JIOKyMEHTA U JIp.

4.4. Texct OKyMeHTa

[lonsiTHE «TEKCT JOKyMEHTa» IpPU Pa3IUYHbIX
cnocobax JokymMeHTupoBaHus. CueHapuil TOATOTOBKU
nokymeHTa. CoaeprkaHue MPOCTHIX U CI0KHBIX JOKYMEHTOB.

ITopsnox U3JI0KEHUS TEKCTa JIOKYMEHTA.
TpebGoBanust YETKOCTM W SICHOCTU TEKCTa JIOKyMEHTA.
Jlornueckast CTpyKTypa TeKkcTa. B3auMoCBs3b CONEepKaHUA U
(dhopmbl tokymeHTa. Popmanuzanus TeKCTa JOKYMEHTA.

DneMEHTHI TEKCTa. [lonsTue «3aroJ0BOK»
(HauMeHOBaHuEe JOKyMeHTa). Ha3zHaueHue 3arosjoBka, €ro
MecTo B (opmynsipe JokyMmMeHTa [IpuioxeHus K TEKCTy H
MOPSAIOK UX OPOPMIICHUS.

4.5. Yaudukanus TeKkcTa JOKyMeHTa

YHudukanus 10KyMeHTa Kak OJHO W3 HaIlpaBJICHUMN
€ro COBEpIIEHCTBOBaHMs. [IpeArnochbulku  yHUDHUKAIHH.
Meton yHuduxarmu.

YHudukanus  CTPyKTYpbl — TEKCTa.  DJIEMEHTHI
¢dbopmanmzanuu. PopMaNM30BAHHBIN XapakTep TEKCTOB
YUETHOM NOKyMEHTaUuHu. YHU(DUKALUSA S3BIKOBBIX CPEICTB.
@®opmbl  yHU(UKALMKA: TUIIOBOM, TpadapeTHbIl TEKCTHI,
TabJaMIa, aHKeTa, rpaduKy, AUarpamMmal.

Pasoen 5
JoKyMeHmayuu

Cucmemvi

5.1. CxJiaibIBaHUE CUCTEM JIOKYMEHTAIIMKU

IlonsaTne «cucrema JokymeHTauum». IlpusHaku
cUCTeMbl JOoKyMeHTauuu. OcHoBaHHMS KiaccUpUKaLUU
CUCTEM JOKYMEHTAI[1H.

Hcropuueckass 00ycCIOBIEHHOCTh (hOopMUpOBaHUS
CUCTEM  JOKyMEHTAIUH. Cuctembl  JTOKyMEHTallUU
VIpEeXKICHUHN JOPEBOIIONHOHHOM Pocchn.
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Pa3BuTHe cucTeM MOKYMEHTAlMM HAa COBPEMEHHOM
stanie. KauecTBeHHbIE M3MEHEHHS COCTaBa U COJAEPIKAHUA
CUCTEM JIOKYMEHTAI1H.

I'ocynapcrBennas cuctema JIOKYMEHTall1H.
OYHKIHOHATHHBIE CUCTEMBI JIOKyMEHTAIIUH,
BEJJOMCTBEHHbIE CHCTEMbl HJIM OTPACJIEBbIE CHUCTEMBbI
JIOKYMEHTAIIUU ¥ UX B3aUMOCBSI3b.

5.2. YHUGUIUPOBAHHBIE CUCTEMbI JOKYMEHTAIIUN

[TonsTue «yHUUIIUPOBAHHAS cucrema
JNoKyMeHTanuu». Pa3zpaboTka yHU(UUIMPOBAHHBIX CHCTEM
JOKYMEHTAIlMd - HOBBIM JTam B yHUPUKALUUA W
CTaHapTH3ALUI JIOKYMEHTOB. XapakTepucTuka
YHUPUITUPOBAHHBIX CUCTEM JOKYMEHTAITUH.
locynapcTBeHHble  CTaHIapThl Ha  YHUGUIUPOBAHHBIC
cuctembl.  ONBIT  MEXIYHApOJHOH  CTaHAAPTU3ALUU
JIOKYMEHTOB.

IIpoexkTupoBanue YHU(PUIIPOBAHHBIX bopm
JTOKyMEHTOB. MeTton coaepkatenbHOl u  (hopManTbHOU
yHU(UKaIUu.

Perucrpamus YHUDUITMPOBAHHBIX dhopm
JOKYMEHTOB. [Topsinok BBEIICHUSA B NEUCTBUE
yHU(DUIIMPOBAHHBIX (HOpPM NTOKYMEHTOB. AIBOOMBI (hopM
YHUPUITUPOBAHHBIX TOKYMEHTOB.

PermamenTanust coctaBa BHAOB W Pa3HOBHUIHOCTEH
JOKYMEHTOB  OIPEACTICHHOIO0 KOMIUIEKCAa TO 3aJavam
yrpasaeHus. Tadenb GopM TOKYMEHTOB.

Pazoen 6 Opeanuzayuonno-
pacnopsoumeibHvle u
UHGOpMayUOHHO-CNPABOUHbLE
OOKYMeHMbl

YHupumupoBanHas  CHUCTeMa  OpPTraHH3AI[MOHHO-
pacropsiIuTeNIbHON ToKyMeHTauu. OCOOEHHOCTH CUCTEMBI,
€€ COCTaB.

OpranuzaiuoHHbIe JIOKYMEHTBI. Ilonoxenus,
YCTaBbl, PEIMIAMEHTHI, MHCTPYKUHUH, TMpaBwia H Jp.
TpeGoBaHMsI K UX COCTABICHUIO B O()OPMIICHHIO.

Pacnopsiaurensubie  nokymeHThl. [locTanoBieHus,
pellieHus, TpHUKa3bl, pACTIOPKCHUS, YKa3aHUs U Jp.
[Mopsimok ux coctaBieHus: 1 0HOPMIICHUS.

NHdpopManimoHHO-CIpaBOYHBIE JTOKYMEHTBHI:  aKTHI,
CIIPaBKH, JIOKJIQJHBIE U OOBSICHUTEIbHBIC 3aIMCKH, MHChMA,
TejaerpaMMbl, TenedoHorpamMmel. KX  cocraBieHune H

odopmIieHHE.
OcoGenHoctu odopmiIeHHS JesITeNIbHOCTH
KOJUICTHAJIHBIX OPTaHOB.
Pazoen 7 7.1. Pernamenranusa MPOIIECCOB
Cosepuiencmesosanue JIOKyMEHTOOOpa30BaHUs
OOKYMEeHMAYUOHHbIX HeobxonumocTtsb pEryIupoBaHUs mporecca
npoyeccos JOKYMEHTOOOpa30BaHus. BeISICHEHHE U YCTpaHCHHUE MPUIHH

HEONPABJIAaHHOTO BO3PAaCTaHMUs BHJIOBOTO pa3HOOOpasus M
KOJIMYECTBA JIOKYMEHTOB. YCTaHOBJICHHE OOOCHOBaHHBIX
KpUTEPHUEB cO3JaHus JIOKYMEHTOB. dakTopshl,
OTIPEICTIAIONINEe HEOOXOIUMBIN KOMILJIEKC JIOKYMEHTOB.
Tunuzamus ¢opM T0KyMeHTOB. Pa3zpaboTka HayudHBIX
KOHIICTIIINIA MEXKOTpacieBOn YHUPUKAAN bopm
yIpaBiaeHUYeCKUX JOKYMeHTOB. Co3aaHue OaHKOB JaHHBIX.
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[IpaBoBoe peryiaupoBaHue npoiiecca
JIOKyMEHTOOOPa30BaHuUs. dopmbl MPaBOBOTO
peryJupoBaHusl.

7.2. Hcnonp30BaHME  HOBBIX  TEXHOJIOTHMH B
JIOKyMEHTUPOBAHUHU

BnusiHue BHeQpPEHUS BBIYMCIUTEILHOW TEXHUKH Ha
oOpa3oBaHHE JOKYMEHTOB. JIOKyMEHT B JJICKTPOHHOMN
dbopme. Ilpobnema TPaBOBOro peXUMa JIOKYMEHTA,
CO3IAaHHOTO B  JJEKTpoHHOH  (opme. OcobeHHOCTH
COTJIACOBAHUS ¥ MOJIITUCAHUS DJICKTPOHHBIX JOKYMEHTOB.

OcobeHHocTr co3aanus U 0pOpMIICHUS JOKYMEHTOB
Ha KOMITBIOTEpE: HWCIOJIb30BaHWE 0a3 MaHHBIX, CO3JaHHE
1a0JIOHOB, TEKCTOBBIE pEIAKTOPHI, CIIOBapH, MpPOBEpKa
rpaMoTHOCTH U opdorpadun. CoBpeMEHHOE MPOrPaMMHOE
obecrieueHue.

PasButne  cucrembl  mepegauu  WHGOpPMAIHU
Bo3MokHOCTH 0€310KyMEHTHOTO OOMeHa mHpopmanuei B
yIIPaBJICHUH.

Pasoen 8.
ucmopuyeckas
npakmuyeckas
00KyMeHma

Hayuno-
u
YeHHOoCmb

[lonsiTHA: «IEHHOCTh JIOKYMEHTa», «JIKCIepTHu3a
HEHHOCTW». BO3HHKHOBEHHME JKCHepTu3bl. BripaboTka
MPUHIIUIIOB U KPUTEPHUEB OLICHKU [IEHHOCTH JIOKYMEHTOB.

BHemHsis W BHYTpEHHSII KpPUTHKAa JOKYMEHTOB.
AHanmu3 aBTOPCTBa, BPEMEHH, MeECTa BO3HHUKHOBEHUU
JTIOKYMEHTA. Ananuz coJiepKaHus JOKYMEHTA.
JIOCTOBEPHOCTD M IEHHOCTH IOKYMEHTA.

JIOKyMEHTBI € TOBTOpsIOMIEHCS HWH(pOpMaIeH.
Buner moBTOpsieMOCTH: JTyOJIETHOCTH, TOTJIOIIEHHOCTD,
CYMMHpOBaHHE, BapHaHTHOCTb, pedepupoBanue. OOmMe
3aKOHOMEPHOCTH, ONpEIETSIONINE BO3HUKHOBEHHE
JIOKYMEHTOB C IOBTOPSIOLIEHCS HHPOpMAIHEH.

3HAUUMOCTh  SBJICHWI, COOBITHH, (aKTOB B
HNEPBUYHBIX M BTOPUYHBIX JIOKyMEHTaX, COOTBETCTBUE
colepkamieiicss B HUX HWHPOPMAIMM OCHOBHBIM  HIIU
BCIIOMOTaTeNbHBIM (PYHKIUAM yupexnaeHus. HOpunnueckas
cuia JOTUX JOKYMEHTOB. XapakTep MOBTOPSIEMOCTH,
NEePUOANYHOCTh 00pa30BaHUs JOKYMEHTOB.

Bri6opouHas oneHKa JOKYMEHTOB.

CrietmanbHbie KpUTEpUn OLICHKHU HAy4YHO-
TEXHUYECKOU JOKYMEHTAllUH (HT). N3yuenue
BHYTPEHHET0 COCTaBa JIOKyMEHTa Mo npobiemMaM (Temam) u
MOZIENSAM (KOHCTPYKLHMSAM) 3HAau€HHE HAYYHO-TEXHUYECKOU
uaeu. 3HaYMMOCTh 00BEKTa JIJIsl SKOHOMHKH. Y HUKAIbHOCTh
COOPY>KEHHS WJIM KOHCTPYKIIUH.

Kpurepun mnenHoctn KuHO()OTOGHOHOIOKYMEHTOB.
Oco0EHHOCTH OIIEHKH MAIIMHOYUTAEMBIX JOKYMEHTOB.

Paszoen 9.
O0OKYMeHmMO8

Komnnexcor

[lonste «xomIuiekca JOKyMeHTOB». llepBuunsble
KOMIIJIEKCHI TEKCTOBBIX JIOKYMEHTOB U UX BUABL. KOMIIIEKCHI
TEXHUYECKUX U KHHO(POTOJOKYMEHTOB.

CnosxHble KOMIUIEKCHL. [TOHATHS «0KYMEHTaJIbHbII
U «apxuBHbI»  ¢oHabl.  KoMmiulekcbl — JOKYMEHTOB
YUPEKICHUMN, OPraHU3alui U CTPYKTYPHBIX IMOAPA3IACIICHUMN.
JIluunble ¢doHabl. TloHATHE «KOJIEKLMSD JTOKYMEHTOB.
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| | | IloHsTHE «apXUBY.

4. O0pa3oBaTe/bHbIC TEXHOJIOTHHU

B pasnene ykazanel 00pa3oBaTenbHble TEXHOJIIOTUH, UCIIOIb3yEMbIE ITPH peau3alliy pa3InyHbIX
BUIOB y4eOHBIX 3aHATHH a1 HamOoiee 3(dekTruBHOr0 OCBOCHHUs AMCUMIUIMHBL [Ipu mpoBeneHun
y4eOHbIX 3aHATUH o0ecrneuynBaeTcs pa3BUTHE Yy OOYy4alOIIMXCsl HAaBBIKOB KOMAaHJHOM paboTHI,
MEXJIMYHOCTHOM KOMMYHHMKAUUU, MPUHATHS pEIICHUH, JWAEPCKUX KadecTB (BKJIIOYas MpU
HEOOXOMMOCTH IPOBEJCHUE MHTEPAKTUBHBIX JIEKLMH, TPYNIOBBIX JUCKYCCUH, DPOJIEBBIX WID,
TPEHUHI'OB, aHAJIU3 CUTyaludl M MMUTALMOHHBIX MOJEJEH, MpenojaBaHue TUCUUIUIMH (MOIyJiei) B
¢dopmMe KypcoB, COCTABJICHHBIX Ha OCHOBE pE3yJIbTaTOB HAy4YHBIX HCCIIEZJIOBAaHHUI, B TOM 4HCIE C
y4€TOM PETHOHAIBHBIX OCOOEHHOCTeH MPO(ECCHOHANFHOW JCSATENBHOCTH BBITYCKHUKOB H
nmoTpeOHOCTEH paboTomarenei.

JUist mpoBeAcHUS 3aHATHHA JIEKUMOHHOIO THIIA 110 JUCUMIUIMHE IPUMEHSIOTCS TakKue
o0pa3oBaTelibHbIe TEXHOJOTMH KaK MHTEPAKTUBHBIE JIEKIMH, IpobaeMHoe oO0ydenue. /s nposeaeHus
3aHATUN CEMUHAPCKOT0 TUIIA UCIIOJIB3YIOTCS IPYIIIOBBIE JUCKYCCUH, POJIEBBIE UI'PBI, AHATIN3 CUTyalul
Y UMUTALIMOHHBIX MOJEJIEH.

No/Ne | HaumeHoBaHME pa3jena Bumaer yueOHbIX | OOpa3zoBaTenbHbIE TEXHOIOTUN
3aHSATHU
1 [Ipenmer, conepxanue, | Jlexyus I1-2. Beoonas nexyus

3a7a4um Kypca

CamocmosimenvHas
paboma Iloocomoska Kk nexyuu
2 Ucrounuku u nuteparypa | Jlexyus 3-4 Jlexyus-eusyanuzayus c
o Kypcy npUMeHeHUueM CAato-npoeKmopa

Camocmosmenvuas | [loocomoska k nexyuu.

paboma — MOHUMOPUHZ 3AKOHOOAMENbHbIX U
HOPMAMUBHO-MEMOOUYECKUX
UCTOYHUKO8 NO OOKYMEHMOBEOEeHUIO
C UCNONb30BaAHUEM NPAsosblx 0a3

OAHHbBIX;
usyueHue 00KYMeHmM08eouecKol
VUeOHOU U HAYYHOU TUMepamypbl
3 Hoxyment, ero dyHkuuu, | Jlekyus 5-6 Jlexyus-susyanuzayus c
MOHATUS  JOKYMEHT | npUMeHeHueM claud-npoexmopa
uHpopManus
Jlabopamoproe Luckyccus
sansamue 1
Camocmosmenvrnas | [loocomoseka «  1a00pamopHomy
paboma 3AHAMUIO
4 CnocoOb1 Jlexyus 7-8 IIpobremnas nexyus
JIOKYMEHTHUPOBAHUS u
MaTepuaibHble HOcHUTenu | Jlabopamopmnoe Huckyccus
uHbOpMaIuu sanamue - 2

Camocmosimenvhas | [loocomosxka  xk  1a00pamopHomy
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paboma 3AHAMUIO
5 [Ipu3zHaku IokymeHTa: | Jlexyus 9 Ananumuueckas nexyus
OPUTHHAIILHOCTb,
MOJUTMHHOCTh, KOMUUHOCTD | Camocmosmenvhas | [loocomoska k nekyuu
paboma -
6 ®opmynsip nokymeHta u | Jlekyus 10-14 Jexyus ¢ pazoopom KOHKDPEMHbIX
€ro  COCTaBHBIE  YacTH. cumyayuti
Uctopus pasButus | Jlabopamophoe
dbopMyIspa TOKyMEeHTA: s3anamue — 3-6 Monumopune  Odoxkymenmos 17-20
16-17 Beka, 8EK08
18 Bek, Camocmosamenvras
19 Bek, paboma - Iloocomosxka «  1abopamopHomy
20 Bex 3AHAMUIO
Iloozomoska k 3auemy
7 ®opmyssip coBpeMeHHoro | Jlekyus 15 Jlexyus-eusyanuzayus c
YIPaBIEHYECKOTO npuUMeHeHueM Clato-npoeKmopa
JOKyMEHTa! npaBuia
odopMIIeHUS PEKBU3UTOB | JlabopamopHoe Monumopune 3aKOHOOAMENbHLIX U
s3auamue — 7-8 HOPMAMUBHO-MEMOOUYECKUX aAKMO8
no O0OKYMEHMOBEOEHUIO c
UCNONb306AHUEM — NPABOBbIX  0A3
OAHHbBIX;
Ompabomka NPAKmuyecKux
CamocmosmenvHas | Hag8blKo8 0QhOpMIeHUs PEeKBUIUMO8
paboma -
Iloocomosxka «  1abopamopHomy
3aHAMUIO
8 TpeboBanuss «  Tekcry | Jlexyus 16 -17 Jlexyus-eusyanuzayus c
JIOKYMEHTA; npuUMeHeHueM C1atlo-npoeKkmopa
Yuudukanus tekcta | Camocmosamenvuas
JIOKYMEHTa paboma - Iloozomoska x nexyuu
9 Cuctembl goxkymeHTanuu; | Jlekyus 18-19 Jlexyus-eusyanuzayus c
CKJIa/IbIBAaHUE CHUCTEM, npuUMeHeHUueM Clato-npoeKmopa
yHH(DUITIPOBaHHEIE
CUCTEMBI TOKYMEHTAINH Camocmosmenvras | [loocomosxa k nexyuu
paboma
10 OpranuzanuoHHbIE, Jlexyus 20-23 Jlexyus-eusyanuzayus c
pacropsIuTeIbHbIE " npUMeHeHueM Clato-npoeKxmopa
UH(POPMALIMOHHO- Jlabopamopnoe
CIIPaBOYHbBIE JOKYMEHTBI sanamue 9 - 15 Hcnonvzosanue ketic-memooa
Camocmosmenvhnas | [loocomoska «  1a00pamopHomy
paboma 3auHAmMuIO
11 CosepuieHcTBoBanue | Jlexyus 24
JIOKYMEHTAITMOHHBIX IIpobremnas nexyus
IPOIIECCOB,
UCTIOJTb30BaHUE HOBBIX
UH(GOPMAITMOHHBIX Camocmosmenvras | [loocomosxa k nexyuu
TEXHOJIOTHIA B | paboma

JAOKYMCHTHPOBAHHUH
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12 Kommekcsl 10KyMeHTOB; | Jlekyus 25 Ilpobaemnas nexyus
Hayuno-ncropuueckas u
npakTU4YecKass  LEHHOCTh | Jlabopamoprnoe e | [locewenue  apxusa, usyuenue
JIOKyMEHTa sanamue 16 CIOHNCHBIX KOMNJIEKCO8 HA NPAKMUKE

Camocmosmenvhnas | [loocomoska «  1a60pamopHomy
paboma 3AHAMUIO
Iloozomoeka k sK3ameHy

Kaxnplii oOyuaromuiics B TeueHHE BCEro mepuoja oOydeHus oOecriedeH WHAWBUAYaIbHBIM
HEOTpaHMYEHHBIM JIOCTYIIOM K DJJIEKTPOHHOH wuH(popMarmonHooOpa3oBarenbHoit cpene PITY wu3
a000i TOUKM, B KOTOpOHl MMeeTcss OOCTyNn K HHGOPMAlMOHHO-TEJICKOMMYHUKALMOHHOW CEeTH
"UutepHer", kak ©Ha Tteppuropun PITY, Tak m BHe ee. DiekTpoHHass WHGOPMAIMOHHO-
oOpasoBatenbHas cpeaa PITY obecneunBaer: nOCTyn K y4eOHBIM IUIaHaM, pabouyuM IporpaMMam
JUCLUIUIMH (MOJyJiel), MporpaMMaM MpakTUK, AJIEKTPOHHBIM YUYEOHBIM H3JaHUSM U 3JIEKTPOHHBIM
o0Opa3oBaTeNIbHBIM ~pecypcaM, YyKa3aHHbBIM B pabouyux mporpaMMax JUCLHUIUIMH (MoOnyJiei),
nporpaMMax IpakTHK; (OpMHUpOBaHUE 3IEKTPOHHOTO NOPT(OIHO 0O0ydaromerocs, B TOM YHUCIE
COXpaHeHHe ero padoT U OLIEHOK 3a 3TU paboThl. B ciydae peanusanuu nporpammsl OakajgaBpuaTa ¢
NPUMEHEHHEM  3JICKTPOHHOTO  OOy4YeHHs, JAWCTAHIMOHHBIX  0Opa30BATENbHBIX  TEXHOJIOTHUH
3JIEKTpOHHast HMH(opManmonHooOpa3oBarenbHas cpena PITY obGecneunBaer: ¢ukcanuio Xoja
00pa30BaTeNIbHOTO MpOIiEcca, PE3yIbTaTOB IMPOMEKYTOUHON aTTeCTalMM U PE3YyJbTaTOB OCBOCHHUS
porpaMMsbl OakanaBpuara; IpoBeIeHUE YUeOHbIX 3aHATHUI, IPOLEyp OLEHKH Pe3yJIbTaTOB 00yUYEeHHUS,
peayinzanysi KOTOPhIX IPEIyCMOTPEHAa C MPUMEHEHHEM 3JIEKTPOHHOIO OOYYEeHMsI, JUCTAHLIMOHHBIX
00pa30BaTENIbHBIX TEXHOJIOIUH; B3aUMOJICHCTBHE MEX]y y4aCTHHMKaMHM 0Opa30BaTEeIbHOrO IMpolecca,
B TOM YHUCJIE CUHXPOHHOE W (WJIM) aCUHXPOHHOE B3auMOJIEHCTBUS mocpeacTBoM ceTu "HMHTtepner".
OyHKIMOHUPOBAHUE AJIEKTPOHHON HMH()OPMALMOHHO-00pa30BaTEIbHOW  Cpelbl  00ecreynBaeTcs
COOTBETCTBYIOIIUMH  CPEICTBAMH  WH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIX  TEXHOJIOTHH |
KBaTM(pUKanMe paOOTHUKOB, €€ MCIOJB3YIOIIUX M HojaepkuBaroumx. @OyHKIMOHHMpPOBAHUE
AJIEKTPOHHON WH(POPMAIMOHHO-00pa3oBareabHOU cpenbl PITY COOTBETCTBYEeT 3aKOHOMATEIHCTBY
Poccuiickoit deneparumn.

B nmnepuon BpeMEHHOrO NPHOCTAHOBIEHHUS TOCEUIEHMs] OOYy4aroIIMMMCS IOMEIIEHUH U
teppuropun PITY nns opranuzanuu ydeGHOro npolecca ¢ IpUMEHEHUEM 3JIEKTPOHHOTO 00yUYeHUs U
TUCTAaHIIMOHHBIX ~ 00pa30BaTENbHBIX TEXHOJIOTMH MOTYT OBITh  HCIIOJNB30BaHBI  CIIEAYIOIIHE
o0pa3oBaTesibHbIE TEXHOJIOTHHU:

— BUJEO-JIEKIINH;

— OHJIAH-JIEKIIUH B PEKUME PEAIbHOI'O BPEMEHH;

— 3IIEKTPOHHBIE YYEOHUKH, YIeOHbIE TTOCOOHS, HAyYHBIE U3/IaHUS B DJIEKTPOHHOM BHUJIE U JIOCTYI
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeJIbHBIM pecypcam;

— CUCTEMBI JJIsl 3JIEKTPOHHOT'O TECTUPOBAHMSI;

— KOHCYJIbTallUU C UCIIOJIb30BAaHUEM TEJIEKOMMYHHMKAIIMOHHBIX CPECTB.

5. OueHka IIaHupyeMbIX pe3yJibTATOB 00y4eHUs

5.1 CucremMa oeHUBAHUA

CucrtemMa OLEHMBAHUS BBICTPOCHA B COOTBETCTBHM C YYE€OHBIM IIJIAHOM, TZI€ ONpEeIeNeHBI (POPMBI
MIPOMEXKYTOUHOM arTecTanuu (3a4éT), U CTPYKTYPOH AUCHUILIUHBL, T1Ie OnpeaeNeHbl (POpMbl TEKYILIEro
KOHTPOJISl. YKa3bIBaeTCs pacipeesieHre 06amioB no GpopMam TEKyIEro KOHTPOJIS U IPOMEXYTOUHON
aTTecTalluu, CPOKH OTYETHOCTH. MOXKET MPOBOAUTHCS KaK B TPAJAUIIMOHHON, TaK M B MHHOBALIMOHHOMN
¢dopme (3ammrTa MPOEKTOB, EIOBast UTPa, KEHCHI U T.1I.).
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®opMa KOHTPOJIS Makc. K0J1M4ecTBO 0aJJI0B
3a oany |Bcero
padoTty

Texyuuii KOHTPOJIb:

- onpoc 5 bannos 30 6annos

- yuacmue 8 OUCKYCCUU HA CEMUHAape 5 bannos 10 b6annos

- KOHmMpoabHas paboma (memwl 1-3) 10 b6annos 10 6annos

- KOHmMpOonbHas paboma (memol 4-5) 10 b6annos 10 bannos

[IpomexxyTOoUHas aTTecTalus — 3ayem 40 GayoB

HToro 3a cemecTp 100 6atoB

[TomyuyeHHBI COBOKYIHBIM pe3yJbTaT KOHBEPTUPYETCS B TPAJULMOHHYIO LKAy OLICHOK U B
IKaxy oueHok EBpomeiickoii cuctemsl nmepeHoca U HakoruieHust kpeautoB (European Credit Transfer
System; nasiee — ECTS) B COOTBETCTBUU C TAOJIUIICH:

[IIxama
100-6annpHas mkana | TpaguuuoHHas 1kana ECTS
95-100 A
2304 OTJINIHO B
68 — 82 XOPOIIO 3a4TEHO C
56 —67 D
5055 YIOBIETBOPUTEILHO E
20-49 FX
0-19 HEYOBJIETBOPUTEIHHO HE 3a4TEHO F

5.2 Kputepum BbICTABJICHUS OLIEHKH IO JUCIUIJIMHE

Bbanasl/ | Onenka mno | Kputepun oneHku pe3yabTaToB 00y4eHHUs N0 JMCHUIIIUHE

HIkana | guCHUIIIMHE

ECTS

100-83/ | oTiuno/ BricTaBnsiercs oOydvaromemycsi, €clii OH TIyOOKO M TPOYHO YCBOWJ
AB 3a4TECHO TEOPETUYECKUI U IIPaKTHYECKUI MarepHuall, MOXET

IIPOJEMOHCTPUPOBATh 3TO HA 3aHATHAX U B XOJE€ IPOMEXYTOUHOH
aTTECTalUU.

OOyuaronuiicss HCYEpNbIBAIOIIE W JIOTMYECKH CTPOMHO H3JaraeT
y4eOHBI MaTepuan, YyMEeT YBSI3bIBaTb TEOPUI0 C IPAKTHUKOMH,
CIpaBIISIETCS C PELICHUEM 3a1ay NMpOo(hecCHOHAIBHOW HalpaBI€HHOCTH
BBICOKOT'O YPOBHS CJIOYKHOCTH, INPABUIBHO OOOCHOBBIBAET HPHUHSTHIE
pELICHNS.
CBoOoaHO
JUTEpaType.

OpUEHTHpPYETCSI B y4eOHOWM ©  TpodheCCHOHATLHOM

OneHka MO OUCHUIUIMHE BBICTABISAIOTCS OOydaromemycs ¢ yd4éToMm
pe3yJIbTaTOB TEKYILEH U MPOMEKYTOUYHON aTTECTALUY.

KoMmnerenmuu, 3akpemiéHHble 3a TUCHUILUIMHOW, chOopMHpOBaHBI Ha
YPOBHE — «BBICOKUI.
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Banael/
HIxana
ECTS

Ounenka mno
JIUCHUILIMHE

Kputepun onieHkH pe3yibTaTOB 00y4eHHUs 110 AN CHMUILIMHE

82-68/
C

X0po1rIo/
3a4YTEHO

BricTaBisiercs oOydaromieMycsi, €ClIM OH 3HAaeT TEOPETHYECKUd U
IIPaKTUYECKUM MaTepuall, rpaMOTHO U IO CYLIECTBY M3J1araeT €ro Ha
3aHATUSAX U B XOAE MPOMEXKYTOUHOW AaTTECTalUd, HE JOIyCKas
CYILIECTBEHHBIX HETOUHOCTEH.

OOyyaromuiics MPaBUIIbHO NMPUMEHSIET TEOPETUUECKHE MOJIOKEHUS TTPU
pEelICHNN TPAKTHYECKUX 3ahad NPOodEeCCHOHATHHONW HaNpPaBIEHHOCTH
pPa3HOTO YpPOBHS CJIOXHOCTH, BIaZ€eT HEOOXOJUMBIMU JJisi 3TOTO
HaBbIKAMU U IIPUEMAMHU.

JlocTaTogyHO XOPOIIO OPUEHTUPYETCS B YU4eOHOW M MpodecCHOHaTbHOM
JUTEpaType.

OneHka MO JUCHUIUIMHE BBICTABISIOTCS OOydaromemycss ¢ yd4€ToMm
pe3yJIbTaTOB TEKYILEW U MPOMEKYTOYHOM aTTECTALUY.

Komnerenmuu, 3akpemiéHHble 3a TUCHUILUIMHON, chOopMHpOBaHBI Ha
YPOBHE — «XOPOIIHI.

67-50/
D.E

yIIOBJIETBO-
pUTEIHHO/
3a4TCHO

BricTaBnsiercs oOyuaroiemycsi, €clidi OH 3HaeT Ha 0a30BOM YypOBHE
TeOpeTI/I‘IeCKI/If/'I u HpaKTI/I‘-IGCKI/Iﬁ Marcepuajl, AOIYCKACT OTACJIbHBLIC
OLIMOKHU MPHU €ro U3JIOKEHUU Ha 3aHATHSIX U B XOJle MPOMEXKYTOYHOM
aTTeCTaluu.

OOyyaromuiics  HUCHBITHIBAET  OMNpEICNIEHHbIE  3aTPYyAHEHUA B
IIPUMEHEHUN TEOPETUYECKUX IOJIOKECHUHN IIPU PEIICHUU MPAKTUYECKUX
3a1a4  1po(eCcCHOHATBFHOM HAMpaBJICHHOCTH CTaHAAPTHOTO YPOBHS
CJIOKHOCTH, BJIAACCT HCO6XOIII/IMBIMI/I J1s1 9TOT'O 6a3OBbIMI/I HaBbIKaMU U
MpUEMAMHU.

JIeMOHCTpUpYET JTOCTATOYHbIN YpOBEHb 3HAHUS y4eOHOW JIMTEpaTyphbl
10 TUCLMIUIAHE.

OneHka NMO JTUCHMIUIMHE BBICTABISIOTCS OOydaromeMycs C Y4EToM
pe3yJIbTaTOB TEKYILEH ¥ MPOMEXKYTOUYHON aTTECTAIUH.

KommereHmmm, 3akperi€éHHbIe 3a JUCIHUILUIMHOW, c(HOpMHpOBaHBI Ha
YPOBHE — «JIOCTaTOYHBINY.

49-0/
F,FX

HEYJIOBJIET-
BOPHUTEIHHO/
HE 3a4TEHO

BrictaBnsiercss oOy4aroniemMycsi, €Cii OH HE 3HaeT Ha 0a30BOM YypOBHE
TEOPETUYECKUI U MPAKTUUECKU MaTepuall, JOMyCKaeT rpyoble OmnOKU
MpU €r0 H3J0KEHUHM Ha 3aHATHSIX M B XOJE€ NPOMEKYTOUHOU
aTTECTalUU.

OOyyJaromuiicss WCIBITHIBAET CEPhE3HBIC 3aTPYAHCHUS B MPUMCHCHHH
TEOPETUYECKUX IIOJOKEHUM TMpU PELICHUH MPAKTUYECKUX 3a/1ad
npogeccuoHaTbHON HaIIpaBJIEHHOCTH CTaHAAPTHOIO YPOBHS
CIIO)KHOCTH, HE BiaJeeT HEOOXOMUMBIMU [UIsI ATOTO HaBBIKAMU H
MIpUEMaMH.

JlemoHcTpupyeT (parMeHTapHble 3HaHUS Yy4eOHOW JHUTEepaTyphl IO
JUCLIUIUTUHE.

OneHka MO JIUCHUIUIMHE BBICTABJISIOTCS OOydyaromiemycss ¢ ydéToMm
pe3yJIbTaTOB TEKYILEW U MPOMEKYTOYHON aTTECTALUY.

Komnerennmm Ha ypoBHE  <«JIOCTaTOYHBII», 3aKpEIUIEHHBIE 3a
JUCIUIUTMHOM, HE COPMUPOBAHEI.

5.3

OIIEHO‘IHI)IE cpeacrea (MaTepHaJ’lbl) AJIsE TEKYIIEro KOHTPOJA YCIeBaeMoCTH,

NMPOMEKYTOYHOM aTTecTallMU o0ydyawmuxcs nmo nucuunianne (OIIK-2, OIIK-3)
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B nanHOM paszeiie npuBOIATCA MPUMEPHI OLICHOYHBIX CPEJICTB B COOTBETCTBUU CO CTPYKTYPOM
JTUCIHUIUIMHBI U CUCTEMOW KOHTPOJIS: BapUaHThl TECTOB, TEMaTHKa MHCbMEHHBIX paboT, MpUMepbl
HK3aMEHAIIMOHHBIX OWJIETOB, TUIIOBBIC 3aJlaud, KeWChl M T.M. OLIEHOYHBIMHU CPEJCTBA JOJKHBI OBITh
obecriedeHbl Bce (HOPMBI TEKYIIEro KOHTPOJIS M MPOMEXYyTOouHOM arrectanuu. OHM JOJKHBI OBITH
OPHEHTUPOBAHBI HE TOJBKO Ha MPOBEPKY C(HOPMUPOBAHHOCTU 3HAHUM, HO TaK)Ke YMEHUH U BIIaICHUM.

[TepeueHs BOMpPOCOB K KOHTPOJIbHOU padoTe 1o Teme 2.

1. YeMm 3aHMMaeTCsl Hay4YHas IUCIUIUIMHA JOKYMEHTOBeIeH e ?

2. C KaKuMU HayYHBIMHU JUCIHAILTNHAME CBSI3aHO TJOKYMEHTOBEACHHE?

3. HazoBuTe 3aKOHOJATENbHBIE AKTHI, PETYIUPYIOLINE BOIIPOCH! TOKYMEHTHUPOBAHHSI.

4. Tlepeuncnure HOPMATHBHBIC MIpaBOBbIE aKTHI, peryIupyoIme BOIIPOCHI
JIOKYMEHTUPOBAHHS.

5. JaiiTe XapaKTepUCTUKY HOPMATUBHO-METOIMYECKUM JTOKYMEHTAM TI0 JEJIOMPOU3BOJICTRY.

6. HazoBute yueHbIX, HCCIAEAYIOMIMX BOMPOCH JOKYMEHTOBEICHHUS.

[lepedyeHsr BOMpOCOB K KOHTPOJIBHOU paboTe 1o Teme 4.

1. Kakwue BBl 3HaeTe CIOCOOBI TIOKYyMEHTHPOBAHUS?

2. TlepeuncnuTe 3Tanbl Pa3BUTHSI TEKCTOBOTO JOKYMEHTHPOBAHHUSI, CPABHUTE UX MEXKITY COOOM.

3. Pacckaxute 00 0COOEHHOCTAX TEXHUYECKOTO TOKYMEHTUPOBAHHUS.

4. B ueM 3aKi1t04arOTCs OCOOEHHOCTH KUHO, ()OTO U (POHOOKYMEHTHUPOBAHUS?

5. CpaBHUTE HU3BECTHBIE BaM CIOCOOBI JOKYMEHTHUPOBAHUS MEXIy COOOW, HA30BUTE UX
MIPEUMYIIECTBA U HEIOCTATKH.

6. JlaiiTe XapaKTepUCTHUKYy MaTepUaTbHBIM HOCHUTENSIM HMH(OPMALUA U CPABHUTE UX MEKIY
co0oii.

I[IpumMepsbI 0J1MI-KOHTPOJILHBIX padoT 1o Teme 6
Kakue oOpamennst Ob1J11 NPUHATHI B KOHKPETHBIA HCTOPHYECCKUI eproa?
(mpoBecTH CTPENKU)

XIX Bek TOBAPHUILLY

Coetckuii nepuoa HBany MBanoBuuy

90-e ronpr XX Beka MunoctTuBoMy rocyapro
CoBpeMEHHOCTh rOCIOJIUHY

Kakumu wrToroppiMu ¢pazamMm 3aKaHYHBAJIOCh CJIy:Ke0HOe TNHCbMO B KOHKPETHBbIN
HCTOPUYECKU nepuoa?
(mpoBecTH CTPENKU)

XVI, XVII Beka C r1y0OoYalIIuM MOYTEHUEM

XIX Bek C YBOXKECHHUEM

Coserckuii nepuon C KOMMYHUCTHYECKUM IIPUBETOM
CoBpeMEHHOCTh app rocyaapb, cMUITyiiCs, NOXKaIYyH

[TepedyeHb BOMPOCOB K UTOTOBOM KOHTPOJIbLHOH padoTe Ne 1
1. JIoKyMEHT U €ro MeCTO B CUCTEME yIPABIICHHUS.
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2. 3aKkOoHOJATENbHBIE TPABOBBIC AaKThl, pPErJIaMEHTHPYIONIME co3laHue U ohOopMIICHHUE
JIOKyMEHTOB.

3. HopMaTUBHO-METONUYECKUE aKThI, OMPEACISAIONIUE MOPSAIOK CO3TaHUs U OQOPMIICHUS
JIOKyMEHTOB.

4. JIokyMEHTOBEJICHHEe KaK Hay4Has JAWCIUIUIMHA M €€ CBS3b C JIPYTUMH HAayYHBIMHU
JMCIHATTHHAMU.,

5. IonsiTue «MHGOPMAIUL) U €T0 Pa3BUTHE.

6. IloHsiTHE «TOKYMEHT» U €r0 Pa3BUTHE.

7. Casi3b uHGOPMAIIUU U TOKYMEHTA.

8. OOuue 1 yacTHble PYHKIMH TOKYMEHTA.

9. CrocoObl TOKyMEHTUPOBAHUSI U UX Pa3BUTHE.

10.  TekcTOBOE NOKYMEHTHUPOBAHHUE U 3TAIIBI €I0 PA3BUTHSL.

11.  ITuktorpammsl. [IpumeHeHne NUKTOrpagpuuecKoro NucbMa CeroHsI.

12. Jlororpammsl. Mcniosib30BaHME JTOTOrpamMM CETOHS.

13.  TexHuueckoe JOKYMEHTHUPOBAaHUE. BU/Ibl KOMIIEKCOB TEXHUYECKOW JOKYMEHTALMH.
14. doronokymenTupoBanue. [losBieHne, pa3BuTHe, IPUMEHEHHE.

15. Kunonmoxymenruposanue. IlosiBnenue, pa3sutue. Buneosanucs.

16. ®ononokymeHnTupoBanue. [losBnenue, pa3Butue, NpUMEHEHHE.

17. Marepuan 11 10KyMeHTHUpoBaHus. Ero passurue.

18. [Tommuananky n xonuu. Bunel konuit. [lopsaok ynocToBepeHU KONUI.

19. ®opmyisip nokymenTa. Tunosoit popmysisp, popmysisap-odpaser.

20. Paszsutue hopmynsapa nokymenta B XVI-XVII Ba.

21.  @opmymnsap nokymenrta XVIII B.

22. @opMyisip TeKCTOBOro nokyMeHTa XIX- Hagama XX BB.

O0pa3ubl TeCcTOB 1O Teme 7

Bormpoc 1

Bu3za opunmanbHOro 10KyMeHTa 3TO:

A) pEeKBHM3UT JOKYMEHTA, BBIPAKAIOLIUN COIJIaCMe WM Hecoryiacus AOHKHOCTHOIO JIMLA C
COJIEp’KaHUEM JTOKYMEHTA

b) Haanuch Ha MOKyMEHTe, ceNlaHHasl JOJDKHOCTHBIM JIMIIOM M COJepiKallas MPUHATOE UM
peuieHue

B) noanucanue 1oKymMeHTa €ro COCTaBUTEIEM

Bomnpoc 2

Bussl npocraBisroTes:

A) paOOTHHUKOM, MT€YaTaBIIUM JOKYMEHT

b) paboTHukamu cBOe opraHu3anuu

B) paGoTHuKamu qpyrux opraHuzanuit

Bompoc 3

B kakue pekBU3UTHI JOKYMEHTA JAaTa BXOJIUT KaK COCTaBHAsI YaCTh?
a) rpu¢ yTBEpKICHUS B) IIOJIUCh

0) BU3a COTJIACOBAHUS T') PE30TIOIHUS

Bompoc 4

OO0wumii 6y1aHK JOKYMEHTA BKJIIOYAET B €05 CIEAYIOUINE PEKBU3UTHI:

A) nzobpaxkenue repba, sMOJIEMbl, MECTO JIJIs1 pa3MELICHHsI Ha3BaHUs BUJa JOKYMEHTa, MECTO
JUI AaThl 1 HOMEpa JOKYMEHTa, MECTO COCTaBJICHUS

b) wuzoOpaxenue repba, 3MOIEMBbl, HAMMEHOBAHUE OpraHU3allUd aBTOpPa, MECTO IS
pasMelleHHs Ha3BaHus BUJIA JJIOKYMEHTa, MECTO /sl IaThl 1 HOMepa JOKYMEHTa, MECTO COCTaBJICHUS

B) wu3oOpaxenue repba, HSMOIEMbl, HAMMEHOBAHWE OpPTaHM3ALMU aBTOpA, MECTO IS
pasMelleHHs] Ha3BaHMs BU/A JIOKYMEHTA, CIIPaBOYHbIE JaHHble 00 OpraHu3ally, MECTO Ui JaThl U
HOMepa JIOKYMEHTa, MECTO COCTABIICHUS

Bompoc 5

Kakue u3 nepednciieHHbIX JOKYMEHTOB TPEOYIOT YTBEPKICHUS ?
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A) ycraB b) mtatHoe pacnucanue B) npukasbl

I') noknaausle 3anucku /) AOTKHOCTHBIE HHCTPYKIIUH

Bomnpoc 6

TurmoBoii hopMyJIsip IPUKa3a COAEPKUT CIEAYIONINE PEKBU3UTHI:

A) rep6 (sMOnemy), HaMMEHOBaHME OpTraHU3AIMHM-aBTOpa, CIpPABOYHBIE JaHHBIE 00
OpraHu3allii, HAaWMEHOBaHWE BHJA JOKYMEHTa — TMpHKa3, AaTy, HOMEp, MECTO COCTaBIICHHS,
3aroJ0BOK K TEKCTY, TEKCT, OJIHICh, BU3bI COTJIACOBAHMUS

b) rep6 (aM0neMy), HaMMEHOBaHUE OpPraHU3AllMU-aBTOpa, HAUMEHOBAHME BHJIA JOKYMEHTa —
NpUKa3, 1aTy, HOMEp, MECTO COCTABIICHHSI, 3aT0JIOBOK K TEKCTY, TEKCT, OJIHICh, BU3bl COTJIACOBAHUS

B) rep6 (3M0nemy), HaMMEeHOBaHUE OpPTraHU3AlMU-aBTOpA, HAMMEHOBAaHUE BUAA TIOKyMEHTa —
NpUKa3, JaTy, HOMEpP, MECTO COCTaBJEHHUS, 3arOJOBOK K TEKCTYy, TEKCT, MOANMUCH, IeyaTb, BHU3BI
COTJIaCOBaHUs

Bomnpoc 7

B ympaBieH4eckol mpakTHKe MPUMEHSIOT CIIEAYIONINE BUABI OJaHKOB:

A) 6naHk UchrMa

b) 6aHK KOHKpETHOTrO BHUJIa TOKYMEHTa

B) o6mmii 61aHK

M) 6nank puznyueckoro auia

Bompoc 8

JlokymMeHTupOBaHUE 3TO:

A) nporuecc IBUKEHUS TOKyMEHTOB B OpraHU3aIIH

b) 3anmch nHPOpMAUK Ha PA3ITUIHBIX HOCUTEISX IO YCTaHOBJICHHBIM ITPaBHIIaAM

B) coznanue nokymMeHTOB

I') paGota ¢ nokyMeHTamMu

Bomnpoc 9

K oprann3anmoHHBIM JTOKyMEHTaM OTHOCSITCSL:

A) ycTaBbl 0) mpaBwiia  B) aKThl T) PUKa3bl J1) MHCTPYKIUH
Bormpoc 10

['epOoBoii meuaThio (eYaThi0 OpraHU3allN) 3aBEPSIOT:
A) rapaHTuiiHble TMCbMa 0) MPOTOKOJIBI 3aCETaHUN  B) MIPUKA3bI
') noroBopsl 1) TPyAOBbIE KHUXKKH

Bompoc 11

DopMyIsp TOKYMEHTa 3TO:

A) HabGop pekBU3UTOB O(QUIMATHHOTO MUCHMEHHOTO JIOKYMEHTa, PACIOJIOKEHHBIX B
OTpeeNIEHHON MOCIIeI0BATEIbHOCTH

b) nopsigok 06paboTku JOKYMEHTOB

B) MuHumanbHbIi 351eMeHT 0hOpMIIEHUS TOKYyMEHTA

Bomnpoc 12

WHudpopManmoHHO-CIIPaBOYHBIN JOKYMEHT 3TO:

a) a) JlokymeHt, coaepkammii uHpOpMaNUi0 O (PAKTUUECKOM TIOJOKEHUU [1e], KOTOPBIH
CIIy>KMT OCHOBAHUEM JJIsl IPUHATHUS PEILICHUIN

b) 0) JlokyMeHT, opranu3yomui padboTy yupeKIeHHs

¢) B) JlokyMeHT, B KOTOpOM 3a(UKCUPOBAHbI PACIIOPSYKEHUS] pyKOBOJICTBA

d) r) JlokyMeHT, pUKCUPYIOLIUH 1eATeIbHOCTh KOJIETHaJbHOTO OpraHa

Bormpoc 13

bnank ¢ n3o0paxkeHueM rocynapcrBeHHoro repoa Poccuiickoit denepannu MOTyT UMETh:

a) JIroGas opranu3anms, 3aperucTpupoBaHHas Ha Tepputopuun Poccuiickoit denepanmm

6) Kommepueckas pupma, 3apeructpupoBantas Ha Tepputopun Poccuiickoit deaepanuu

B) YupexJeHuss M opraHusanuu, ykazaHHble B KoHcTuTynmonHom 3akoHe «O repbe
Poccuiickoit deneparum»

r) YupexaeHus 1 opranu3anuu, ykazaniasie B Koncturyuun PO
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Bompoc 14

K pexBu3uTam, npuIaroImUM J0KyMEHTY IOPUANYECKYIO 3HAYMMOCTh OTHOCSITCS :

a) rep6b PO

b) oTtMeTka 0 mOCTYMIEHUH TOKyMEHTa

B) NOJIHKCH

') aBTOp JOKYMEHTa

ITepeyennb BOPOCOB K KOHTPOJIBLHOM padoTe o Teme 9

1. Yro Takoe yHU(DUKAIUSI TOKyMEHTOB?

2. JlaiiTe onpenesieHne CUCTEME JOKYMEHTaluu

3. Yro Takoe yHU(UIIMPOBAHHBIE CUCTEMBI IOKYMEHTALIUN, HA30BUTE UX.

4. Kakue BU/Ibl JOKYMEHTOB BXOJAT B COCTAaB YHU(UIIMPOBAHHOM CUCTEMBI OPraHU3aIMOHHO-
pacnopsAUTEIbHON JOKYMEHTAIIH.

[IepeueHp BOMPOCOB K UTOTOBOM KOHTPOJIbHOU padoTe Ne 2

1 TloHsATHS «yHUDUKALMSI) U «CTaHAAPTH3ALMD» TOKYMEHTOB.

2 Pa3ButHe yHHUUKALKU U CTaHAapTU3alMU JOKyMeHTOB Bo Il monoBune XX B.

3 T'OCT P 7.0.97-2016. Ero conep:xaHue, 3Ha4YCHUE.

4 TpeOoBaHusi K KOHCTpyHpOBaHMIO OnaHKoB. Buabl OsankoB. brnanku mnpeanpusituit
pa3nu4HbIX (OPM COOCTBEHHOCTH.

5 PekBU3UT «HaUMEHOBaHHE OpraHU3aLMU-ABTOPA JOKYMEHTa», TPEOOBAaHUS K HEMY.

6 PexBU3UT «CIpaBOYHBIE JaHHBIE 00 OpraHU3alUU-aBTOPE JOKYMEHTay, €r0 COCTaB.

7 PexBU3UT «agpecaTy, ero 3Ha4eHHe U COBpEMEHHbIE TpeOOBaHUS K 0(POPMIICHUIO.

8 [atbl. TpeboBanus K MX 0(hOPMIICHUIO; aTa KaK COCTaBHAs YaCTh IPYTMX PEKBU3UTOB.

9 PekBU3UT «perucTpallMOHHbIA HOMEP JOKYMEHTa, €ro 3Ha4eHHUE.

10 PekBU3UT «CChUIKA Ha PETMCTPALMOHHBIA HOMEp M JaTy JOKYMEHTa», KOIZJla U Tl OH
IIPOCTABJISIETCS.

11 Ilopsimok coriacoBaHusi JOKYMEHTOB M O(OpPMIIEHHS BHYTPEHHEIO0 U  BHEIIHEro
COTJIACOBaHUs

12 ITopsanoK yTBEpKI€HUS JOKYMEHTOB, BU/bl YTBEPKACHHUS.

13 [Tops ok moanucaHus TOKyMEHTOB.

14 ITeuaTh KaK peKBU3UT JTOKyMeHTa. Ha kakux JOKyMeHTaxX MpoCTaBisieTcs repOoBas nevars.

15CoctaB  ymoctoBepeHHs  AOKyMeHTOB.  llpaBmwia  oQoOpmiieHHS ~ pPEKBH3HTOB,
YAOCTOBEPSOINX JOKYMEHT.

16 OT™MeTKH Ha TOKyMEHTE, UX 3HaUCHUE ¥ 0(hOpMIICHHE.

17 Pezomnrorus. E€ 3Hauenue. TpeOoBaHMs, MPEABIBISIEMbIE K PE3OTIOIIHH.

18 PekBU3UT «OTMETKA 00 UCIIOJHUTEINEY, €Er0 3HAUCHHE.

19 PekBU3UTBL, IPUIAIOIIUE TOKYMEHTY IOPUIANYECKYIO 3HAYMMOCTD.

20 YHu¢ukanus Tekcra J0KyMeHTa.

21 TpadapetHble TekcTbl. MeTonuka pa3paboTKH.

22 CriocoObl mpecTaBICHNsT YHU(PHUIMPOBAHHBIX TEKCTOB (AHKETHI, TaONHIBI, TpadapeTHbIe
TEKCTHI).

23 O6mmue TpeOoBaHMs K TEKCTY JOKYMEHTA.

24 ANropyuT™M MOATrOTOBKH TOKYMEHTA.

25 DneMeHThI TEKCTA: 3ar0J0BOK, IPUIIOKEHUS, TPEOOBAHUS K HUM.

26 JIuHrBUCTUYECKHE OCOOEHHOCTH TEKCTOB CITy>KEOHBIX JOKYMEHTOB.

27 IloHsITHE «CUCTEMBI JOKYMEHTALIMM», PA3BUTHE CUCTEM.

28 IloHsATHE «YHU(DUIMPOBAHHBIE CUCTEMBI JOKYMEHTALII.

29 Haznauenue, onpezaenenne u cocta Y COP/I.

30 TpeGoBaHMs K COCTaBIECHUIO U OOPMIICHHIO OPraHU3allMOHHBIX JOKYMEHTOB.

31 TpeGoBaHMs K COCTABICHUIO M O(OPMIICHUIO PACTIOPSIIUTEIBHBIX JOKYMEHTOB.

32 TpeGoBaHUs K COCTaBJIECHUIO U OOPMIICHHIO IPUKA30B.
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33 TpeboBaHus K COCTaBICHUIO U O(GOPMIICHHIO OOBSICHUTEIBHBIX W JOKJIAJHBIX 3alHUCOK
(BHEIIHUX U BHYTPEHHUX).

34 TpeGoBaHMsI K COCTaBICHUIO U OPOPMIICHHUIO CIIPABOK (BHJIBI CIIPABOK, CIIPABKH BHEIIHUE U
BHYTpPEHHHUE).

35 TpebGoBaHMsI K COCTaBICHUIO U OOPMIICHHIO aKTa.

36 TpeboBaHMs K COCTaBICHUIO U 0OPMIICHUIO CITYKEOHOTO MUChMa. Pa3HOBUIHOCTH TTHCEM.

37 TpebGoBaHMsI K COCTaBICHUIO U O(OPMIICHHUIO TEJIETPaMM.

38 Ocobennoctr Gopmysipa TeaehoHOTpaMMBI.

39 AnropuT™M MOATOTOBKHM M MPOBEIEHUs COBelIaHus. JIOKyMEHTBI, CO3[JaBaeMble B IIpoLiecce
MMOATOTOBKH COBEIIAHUA.

40 TpeGoBaHus K COCTABIECHUIO U O(DOPMIIEHUIO TPOTOKOIA.

41 [loHATHE KOMIUIEKCOB TOKYMEHTOB. [IepBUYHBIE KOMIIEKCHI TEKCTOBBIX JOKYMEHTOB.

42 TToHsATUS «TOKYMEHTaIbHBINA (OHI» U «apXUBHBINA GoHmD». VX paznuuue.

43 CrnoxxHble KOMIUIEKCHI. Be1oMCTBEHHBIE apXUBBI.

44 CnoxHble KOMIUIEKCHI. ['ocynapcTBeHHbIe apXuBbl. CeTh rOCY1apCTBEHHBIX APXUBOB.

45 [loHATHS «IIEHHOCTh JOKYMEHTa», «IKCHEPTH3a LIEHHOCTH». BO3HMKHOBEHHE, pa3BUTHE
AKCIEPTU3BL.

46 IIpuHIMIIBI, KPUTEPUHU IKCIIEPTU3HI IIEHHOCTH IOKYMEHTOB.

[IepeueHp BOMPOCOB K 3a4€Ty 10 BCEMY KypCy

Ilepeyenr  BOMPOCOB  /Jisi MOATOTOBKH K  3a4eTy MO  JHCIUIJIHHE
“JlokymMeHTOBeIeHHE”

JIOKYMEHT M €ro MECTO B CUCTEME yIIPABJICHUS.

3aKOHBI M UHBIE HOPMATUBHBIC TIPABOBBIC AKTHI, PETJIAMEHTUPYIOIINE CO3/TaHNe U 0(OpMIICHUE

JIOKYMEHTOB.

3. HopmaruBHO-MeTOOMUYECKHE AOKYMEHTBI, ONPEIEISIIONINE MOPSA0K CO3/aHus U OQOpPMIICHUS
JIOKYMEHTOB.

4. ILOKYMCHTOBGI[CHI/IG KaKk HaydHad OUCHMIUIMHA W €€ CBA3b C JAPYIUMH Hay4YHBIMU
JUACLUIUTMHAMH.

5. Tlonsitue «uHGOpPMALIHS U €T0 Pa3BUTHE.

6. IloHsATHE «JIOKYMEHT» U €0 pa3BUTHE.

7

8

N —

CBsi3b MHPOPMAITUH U JOKYMEHTA.
OO61ue 1 yacTHble QYHKIIUU TOKYMEHTA.
9. CnocoObl JOKYMEHTHUPOBAHUS U UX pPa3BUTHE.
10. TexcToBOE JOKYMEHTHUPOBAHUE U 3TAIlbl €70 Pa3BUTHUA.
11. Iluxtorpammsl. [IpuMeHeHne NUKTOrpaUuECKOro NMCbMa CEroJHsl.
12. JIororpammel. Mcnonb30BaHuE JIOrOrpamMM CErOJIHS.
13. Texauueckoe TOKYMEHTUPOBAHUE. BUIbI KOMIUIEKCOB TEXHUYECKOM TOKYMEHTAIIUH.
14. ®oronokymentupoBanue. [losBnenue, pa3Butue, NpUMEHEHHE.
15. KunonokymentupoBanue. [losBnenue, pa3BuTue, IpUMEHEHHE.
16. ®onogokymentupoBanue. [losBnenue, pa3Butue, NpUMEHEHHE.
17. Matepuai 11t tokyMeHTHpoBaHus. Ero pa3zsurue.
18. [lopnuuHuku U konuu. Buael konuii. [lopsaok ynoctoBepeHuil KONui.
19. ®opmymsip qokymenTa. Tumosoit popmyssip, hopMyisip-oOpaserl.
20. Pa3zButue dhopmynsipa nokymenta B XVI-XVII BB.
21. ®opmynsap nokymenrta X VIII B.
22. @opmysap TekcToBoro gokymenta XIX- nayana XX BB.
23. IloHATHS «yHUDUKAIHS» U «CTAaHAAPTU3AIUSD) TOKYMECHTOB.
24.TOCT P 7.0.97-2016. Ero conepxaHue, 3HAY€HUE M BO3MOXXHOCTH HCIOJIb30BAHUS B
COBPEMEHHBIX OpPraHU3AIUSX.
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59.
60.
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IIpaBuiia  nenomnpous3BOACTBA B TOCYJApCTBEHHBIX  OpraHax, oOpraHax  MECTHOIO
caMOyIIpaBJlIeHUs (CoJepkKaHNE, 3HAUCHHE U BO3MOKHOCTH UCIIOJIb30BaHUS).

Mertoandyeckre pPEKOMEHIAIMH MO pPa3pabOTKe HMHCTPYKIUH IO JeNONpOU3BOACTBY B B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOI'O caMOyTpaBieHMs (coaepiKaHHe, 3Hau€Hue U
BO3MOYKHOCTH HCIIOJIB30BAHUA).

[IpumepHass MHCTPYKIUSA IO JEJIONPOU3BOACTBY B IOCYIAapCTBEHHBbIX opranmzanusax 2018 r.
(conepxaHue, 3HAUEHUE U BO3MOKHOCTH MCIOIb30BaHUS).

CocraB pexBu3uToB OankoB. Knaccudukanus 651aHKOB.

PexBU3UT «HaUMEHOBaHHE OPraHU3alUN-aBTOpa IOKYMEHTa», TpeOOBaHUS K HEMY.

PexBU3UT «cIIpaBoYHbIE JaHHBIE 00 OPraHU3alMHU-aBTOPE JOKYMEHTa», €r0 COCTaB.

PexBU3UT «agpecary», €ero 3HaueHUE U COBPEMEHHBIE TPeOOBaHU K 0(OPMIICHUIO.

Hatsl. TpeboBanus k ux 0oOpMIIEHUIO; AaTa KaK COCTaBHAs 4acTh APYTUX PEKBU3UTOB.
PekBU3UT «perucTpallMOHHbIA HOMEP JOKYMEHTA), €T0 3HAaUECHHUE.

PekBU3UT «ccbulka Ha pErucTpaliOHHBIM HOMEp M JaTy JOKYMEHTa», Korga M TAe OH
IIPOCTABIISIETCA.

[Topsimok coryiacoBaHus TOKYMEHTOB U O(OPMIIEHUSI BHYTPEHHET O ¥ BHEILIHETO COTIaCOBaHUS
ITopsanok yTBEpKIEHUS JOKYMEHTOB, BUJbl YTBEPKACHHUS.

[lopsimox monmucaHusi AOKYMEHTOB. OJEKTpoHHas mnoamuch. OTMmeTka 00 3IEKTPOHHOMN
MOJIUCH.

[Teyats Kak peKBU3UT JOKyMeHTa. Ha Kakux JOKyMeHTaxX MpOCTaBiIseTCsl OTTUCK IeYaTH.
CocrtaB ynocroBepeHHs HOKyMeHTOB. [IpaBuna odopmiieHHs] peKBU3UTOB, YJOCTOBEPSIOMINN
JTIOKYMEHT.

OTMeTKH Ha JOKYMEHTe, UX 3HaueHue U ohopMieHue.

. Pesomtonus. E€ 3nauenue. TpeOoBaHus, NpeabsBiISeMble K PE30IIOLUH.
42.
43.
44.

PexBU3UT «OTMETKA 00 MCIIOIHUTENE), €TO 3HAYCHHUE.

PekBu3UTHI, MpUIAIOLIUE TOKYMEHTY I0PUINYECKYIO 3HAUMMOCTb.

VHudukanus Tekcra aokymeHTa. CrnocoObl NpencTaBieHUs YHU(PHUIHMPOBAHHBIX TEKCTOB
(aHKeTBI, TAONMIIBI, TpadapeTHBIE TEKCTHI).

OOu1re TpeOoBaHUS K TEKCTaM YIPABICHUECKUX JOKYMEHTOB.

ANTOpPUTM MOATOTOBKU JJOKYMEHTA PacloOpsSIUTENIbHOTO TOKYMEHTA.

DJeMEeHTHI TEKCTa: 3ar0JIOBOK, IPUIIOKEHHUS, TPEOOBAHHS K HUM.

[lonsiTe «CUCTEMBI JOKYMEHTAllUW», pa3BUTHE CHUCTEM JoKyMeHTauuu. I[loHsTue
«yHU(ULIUPOBAaHHBIE CHCTEMBbl JOKyMeHTauun». Ha3HaueHuwe, omnpenereHue U COCTaB
YHu(puuupoBaHHON cUCTEMbI OPraHU3alMOHHO-PACIIOPAIUTENILHON TOKYMEHTALINH.
TpeOoBaHUs K COCTAaBICHHIO U O(QOPMIICHHIO OPTraHU3aLMOHHBIX JOKYMEHTOB (IIOJIOKEHHE,
yCTaB, UHCTPYKIIMSI, PETJIaMEHT, IITATHOE paCIICaHKE).

TpeOoBaHUs K COCTaBIEHUI0 U O(OPMIICHUIO PACHOPSIUTENBHBIX JIOKYMEHTOB (IpUKa3,
pacrnopsiKeHHe, peleHue, IOCTaHOBIEHHUE, TPOTOKOIT).

TpeboBaHUs K COCTaBJIEHUI0 U O(OPMIIEHUIO OOBSICHUTEIbHBIX, JOKIAJHBIX M CIIYyKEOHBIX
3aIUCOK.

TpeboBaHMs K COCTABICHUIO U OOPMIICHUIO CIIPABOK (BHJIBI CITPABOK).

TpeboBaHus K COCTaBICHHUIO U O(DOPMIICHHIO aKTOB.

TpeboBaHust K COCTaBIeHMIO U oO(OpMIeHHIO ciyxeOHoro mnucbMa. Kiaccuduxanms
CITYKEOHBIX TTUCEM.

AJNroOpuTM HOATOTOBKM M IpPOBEAEHUs coBellaHus. J[OKyMEHThI, co3JaBaeMble B Ipoliecce
MIOJITOTOBKU COBEILIAHUS.

TpeboBaHus K COCTaBICHUIO U O()OPMIICHUIO IPOTOKOJIA.

[ToHsITHE KOMILIIEKCOB IOKyMEHTOB. IlepBHUHbIE KOMILJIEKCHI TEKCTOBBIX JOKYMEHTOB.
Cr0XHbIe KOMIUIEKCHI IOKyMEHTOB. [TOHATHS «TOKyMEHTaIbHbIN (QOHI» U «apXUBHBIN (HOHI.
Nx pasnuuue.

Homenknarypa nein.

[Ipu3Haku 3aBeneHus A€l
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6. YueOHO-MeTOAU4YecKOe U MHGOPMAIUOHHOE o00ecnedeHne I CHUIITTUHbI
6.1 Cnucox HCTOYHHKOB M JINTEPaTypPbl

HpI/I pa3pa60TI<e CIIMCKa HUCTOYHUKOB W JIMTCPATYPbI ObLIH YUTCHEL Tpe60BaHI/I$I
O6p330BaTeJ'II)HI>IX CTaHOApTOB I1O KHHT000€CIICYEHHOCTH.

Oo0s13aTe/IbHbIE HCTOYHUKH

@denepanbHbIi  KOHCTUTYLUMOHHBIA 3akoH oT 25 pekabps 2000 r. Ne 2-®K3 «O
INocynapctBennom repoe Poccuiickoit denepanuny» // [DnextporHsiid pecype]. — M., 2019. — Pexum
noctyna: http://www.consultant.ru/document/cons_doc LAW_29674/.

®enepanbhblil 3akoH PO ot 27.07.2006 1. Nel49-03 «O06 undopmanuu, nuHGOPMaIMOHHBIX
TEXHOJIOTUSAX U O 3aimuTe uHGopmanum» // [InekTpoHHslid pecype]. — M., 2019. — Pexxum nocryna:
http://www.consultant.ru/document/cons_doc LAW_61798/.

Denepanbublil 3akoH 0T 06.04.2011 Ne 63-D3 “O0 snexTpoHHOI noanucku” // [DneKTpoHHbIN
pecypcl]. — M., 2019. — Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_112701/.

Oenepanbupii 3akoH 0T 01.06.2005 Ne53-d3 «O rocymapcTBeHHOM s3bike Poccuiickoit
@enepatun»  // [OnektponHsld  pecypc]. — M., 2019. -  Pexum  jgoctyna:
http://www.consultant.ru/document/cons_doc LAW_53749/.

[IpaBuna  Aenompou3BOACTBA B TOCYAAPCTBEHHBIX  OpraHax, OpraHax  MECTHOIO
camoympasiienus, yTB. Ilpukazom Pocapxusa ot 22.05.2019 Ne 71 // [OnextponHsiii pecypc]. — M.,
2021. — Pexxum poctyna: http:// https://base.garant.ru/72291836/.

Meronuyeckue peKoMEeHAAlMU 10 pa3paboTKe MHCTPYKIHUM 10 J1eJIO0NpPOU3BOJICTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympasieHusi, yTB. Ilpukasom PocapxuBa ot
24.12.2020 Ne 199 // [OnextpoHHblii pecypc]. — M., 2021. — Pexum pnpocryna: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHass MHCTPYKLUS IO JEJIONPOU3BOJICTBY B TOCYAAPCTBEHHBIX OPraHU3alUsAX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Onextponnslii pecypc]. — M., 2019. Pexxum nocryna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. Hauuonanenbeiii crangapt Poccuiickoit @epepauun. Cucrema
CTaHJIApTOB MO uHPOpManuu, OWUONIMOTEYHOMY M H3AaTeNbcKOMy neny. OpraHu3alloHHO-
pacnopsauTenbHas JOKyMeHTanus. TpeOoBaHMS K OQOPMIICHHIO JOKYMEHTOB // [DIEKTPOHHBIH
pecypc]. — M., 2019. Pexxum poctyma: http:/ www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P UCO 15489-1-2019 Hauumonansusiii cranaapt Poccuiickoit @enepaunn. Cucrema
CTaHIApTOB MO WHPOpMaNWU, OHOIMOTEYHOMY U H3IaTenbCcKoMmy nemy. HWHdopmam3us u
MOKyMeHTalus. YmpasieHue aokymeHTamu. Yacte 1. Ilonsatus u mpuHuunsl. // [DIEKTPOHHBII
pecypcl]. — M., 2021. Pexum JIOCTYyTIA: http://
http://www.consultant.ru/document/cons_doc LAW_ 329486/ .

I'OCT P 7.0.8-2013 Jlenompou3BOACTBO W apXuUBHOE J1en0. TepMHHBI M ONpeneNeHUs.-
[DNIeKTpOHHBII pecypcl]. - M., 2019. Pexum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_163800/.

Jlureparypa


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_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/
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OcHoBHast

beikoBa T.A. JlokyMmMeHTamuoHHOE oOecreueHrne ympaBleHus  (JIEITOMPOU3BOJCTBO)
[OnexTponHbIii pecypc]; yueoHoe mocodue/ T.A. brikoBa, T.B. Ky3nenona. -2-e uza. nepepad. u aom.
— Mocksa: Undpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

I'moroBa C.A. BO3HMKHOBEHHE U TEHACHIMHU PA3BUTHUS PACTIOPSAUTENbHOW JOKYMEHTAIIUU B
Poccun B nmopepostormonnsiii nepuon // Bectauk PITY. 2014, Ne2. [DnexkTpoHHbIi pecype]. — M.,

2019. — Pexxum nocryna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70.
Kykapuna FO.M. CoBpeMeHHbBIE OpraHN3allMOHHBIC M PETIAMEHTHBIE TOKYMEHTHI: (PYHKIIUH U
pasznoBuaHocTH // BectHuk PITY. 2016. Ne2. [DnekTpoHHBIit pecypc]. — M., 2019. — Pexxum noctyna:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.
Kykapura IO.M. CocTaB ynOCTOBEpEHHMS JOKYMEHTAa: OT NPOLLIOrO K HACTOAIEMY U
ovnymemy// Bectauk PITY. 2014. No2. [Dnextponssiii pecypc]. — M., 2019. — Pexxum noctyma:

https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=128.

JlonoJtHUTEAbHAS
Heoenocosa I'A. CenexTuBHbBI 0TOOp moHATHS «aokyMmeHT» // Bectnuk PITY. 2016. Ne2.
[DnexTpoHHbIH pecypc]. — M., 2019. — Pexxum JIOCTYTIA:

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

[TonoB A.B. JlokymeHTallMOHHOE oOOecreyeHre U JOKYMEHTHUPOBAaHUE JEATEIbHOCTU IOHUCKOBBIX
orpsnoB // Bectuk PITY. Cepus «/lokymeHnTtoBenenue u apxuBoBenenue. Mudopmaruka. 3amura
nHpopManuu 1 uHGopmarronHas o6e3onacHocTb». —2017. — Ne 4. — C. 53-65

6.2 IlepeyeHb pecypcoB HH(POPMAMOHHO-TEJIEKOMMYHUKAMOHHOM ceTH « UHTEepHET».

ELibrary.ru Hayunas snexktponHas 6ubamnoreka www.elibrary.ru

I'apanT [OnekTpoHHBIM pecypc]. — OnektpoH. gadH. — M., cop. 2013. — Pexum pocryna:
http://www.garant.ru.

Koncynperant Ilmtoc [OnexkTponHslil pecype]. — DnekTpoH. gad. — M., cop. 2013. — Pexum nocryna:
http://www.consultant.ru.

HanmonanwsHas snextponnas 6ubnnorexka (HOb) www.rusneb.ru

6.3 IIpodeccnonaibHbIe 0a3bl JAHHBIX H MH(POPMAIMOHHO-CIIPABOYHbIE CHCTEMBbI
Jloctyn k npodeccroHanbHbIM 6a3am naHHbIX: https:/liber.rsuh.ru/ru/bases

WHpopManroHHbIE CIIPABOYHbIE CUCTEMBI:
1. Koncynsrant Ilmroc

2. Tapanr
Ne | HaumeHnoBanue
/1
1 MexnayHapoansie pedepaTuBHbie HaykoMmeTpuueckue b/, JoCcTymHbIE B paMKax
HalMMOHAJILHOU MOAIUCKHA B 2022 T.
WebofScience
Scopus

2 [Ipodeccuonansubie nonHorekcToBbie b/, HOCTymHBIE B paMKax HAI[MOHAJILHOU
noanucku B 2022 r.
KypnansiCambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypnansr Taylor and Francis
3 [TpodeccrnonanbHbie MOJIHOTEKCTOBBIE b]]
JSTOR



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
http://www.rusneb.ru

26

N3nanus mo oO1eCTBEHHBIM U TYMaHUTAPHBIM HAyKaM
DnekTporHas oubanoreka Grebennikon.ru

4 KommproTepHbIe ClIpaBOYHBIE TPABOBHIC CHCTEMBI
Koncynsrant Ilmtoc,

I'apant

7. MaTepuaJIbHO-TeXHHYECKOe o0ecnevyeHne TUCHUIINHBI

B paznmene ykazansl HeoOXoauMoe AJisi 00Oy4YEHHUs JIMIEH3MOHHOE MPOrpaMMHOe o0ecriedeHne
(M3 PEKOMEHIIOBAaHHOTO CIIHCKa), 000pYyIOBaHUE, JEMOHCTPALMOHHBIC MPUOOPHI, MYJIbTUMEINNHBIC
cpeactBa, yueOHbIE (HIbMBI, TPEHAXEPhl, TPEOOBAHUS K ayIUTOPHSIM — KOMIIBIOTEPHBIE KIIACCHI,
aKaJIeMUYECKHE WU CIICIUAIbHO 000pYyIOBaHHBIC Ay TUTOPUU M Ta00paTOPHH, HAJTMYUE TOCKH U T.1I.

Jns  obecriedeHus:  AUCHUIUIMHBI  HCIIONB3YEeTCS  MaTepHajbHO-TEXHHMYEecKas  0asza
00pa30BaTEIILHOTO YYPESKICHHUS: YUCOHBIE ayJUTOPUH, OCHAIIEHHBIC KOMITBIOTEPOM U MPOEKTOPOM
JUTS IEMOHCTpAUU Y4eOHBIX MaTEPUAIIOB.

Jnist npoBeieHus ayIUTOPHBIX 3aHATUI HEOOXOIMM CTaHIAPTHBIA HA0Op CreUaIN3UPOBAHHON
yueOHOI Mebenn W ydueOHOro oOOpyJOBaHHS, B TOM 4YHCIIEC ayAHTOPHas JOCKa (C MarHUTHOM
MOBEPXHOCTHIO U HAOOPOM TPUCTIOCOOICHUH TSl KPETUICHUS IEMOHCTPAIIHOHHBIX MAaTEPUAIIOB), IKPaH
(Ha mTatuBe WAM HaBecHOM). Jlyig NpoBeNEHUS NPAKTHUUECKUX 3aHATHM, a Takke OpraHu3aluu
CaMOCTOSITENIbHOW pabOThl CTYACHTOB HEOOXOIUM KOMITBIOTEPHBIA Kiacc C pabOYUMH MECTaMH,
obecnieunBaromuMu Beixo]] B IaTepuer. Kpome toro, 11 nHhpopMamoHHO-PECYPCHOTO 00eCTIeYeHUs
NPaKTUYCCKHUX 3aHITUH HEOOXOIUM JIOCTYII K CKaHEePy, KOIMPOBAJIbHOMY allapary v PUHTEPY.

Ayautopun ISl TIPOBEACHUS JIEKIIUKA W CEMHUHAPCKUX 3aHITHA ¢ TEXHUYECKHMMH CPEICTBAMHU
00yueHust (MyJIbTUMEIUA-TIPOCKTOP (BUICONPOEKTOP), dKpaH (NMEPEHOCHOW WM CTAIlMOHAPHBIN)),
KOMITBIOTEPHBIH KJIACC [T TPOBEACHUS 1TAOOPATOPHBIX 3aHATHH.

Peanm3zanus ydyeOHOW mporpaMMbl JIOJDKHA 00ECTICUMBATHCS JOCTYIIOM KaXKIOTO CTYAEHTa K
MHPOPMALIMOHHBIM PEeCcypcaM — YHHBEPCHTETCKOMY OHONIMOTEYHOMY (DOHIY M CETEBBIM pecypcam
WNurtepuer. [ns ucnonszoBanmss MKT B yueOHOM mpoliecce HEOOXOAMMO HAIMYHUE MPOTPAMMHOTO
obecrieyeHusi, TMO3BOJSIONIETO  OCYIIECTBIATH IMOMCK HWHpopmauuu B cetd  MHTepHer,
CHUCTEMATH3AIMIO, aHAIM3 W TPE3CHTAIMI0 HWHpOpManuM, HKCIOPT HHPOpMANHMH Ha LHU(POBBIE
HOCHUTEIIH.

Jns  obecrieyeHust ydeOHOTO Tmporiecca wucmosb3yercs JmnensuonHoe I[1O  Microsoft
(onepanuonHas cucrema WindowsXP Professional Bepcust 2002 ServicePack 3, Word, PowerPoint).

CocTtaB mporpaMMHOT0 00€CTICUCHHUS:
1. Windows
2. Microsoft Office

8. O0ecnieuenune 00pa3oBaTeJbHOIO MPOLECCA AJISA JHUI ¢ OTPAHNYEHHBIMH BO3MOKHOCTSIMH
310POBbSI U HMHBAJIN/I0B

B xone peanuzanuu OUCHUIUIMHBI HMCHOJIB3YIOTCS CIEAYIOIIME JOMOJHHUTEIIbHBIE METObI
00y4eHus, TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH M TMPOMEXYTOYHOW aTTecTaluu OOyYarolIuxcs B
3aBHCHMOCTH OT UX WHANBUAYAIbHBIX OCOOCHHOCTEH:

® Uil CIETBIX U CIA00BUIANINX: JEKIUU O(QOPMIISIOTCS B BHJIE AIJICKTPOHHOTO JOKYMEHTA,
JIOCTYITHOTO C TIOMOIIbI0 KOMIBIOTEPA CO CHENHATU3UPOBAHHBIM TMPOTPAMMHBIM 00eCIIeUCHHEM;
MMMCbMEHHBIC 3aJIaHUs BBITIOJIHIIOTCS HAa KOMIIBIOTEPE CO CHEIHAIM3UPOBAHHBIM IPOTPAMMHBIM
obecrieyeHHeM WJIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; OOECIEeUMBACTCS HWHIUBUIYaTbHOE
paBHOMepHOe ocBemieHue He MeHee 300 JIOKC; I BBIMOJIHEHUS 3aJaHUs TpU HEOOXOJAMMOCTH
MPEIOCTABIIICTCS YBEIMUYMBAIOIIEE YCTPONCTBO, BO3MOXKHO TAaKXKE HCIOJIB30BAHWE COOCTBEHHBIX
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YBEJIIMYMBAIOIIUX YCTPOUCTB; MUCHMEHHBIE 3aJIaHHsI O()OPMIISIIOTCS YBEIUYCHHBIM MIPU(TOM; 3K3aMeH
1 324€T MPOBOJATCS B YCTHOU (DOpME MIIH BBIMIOJIHAIOTCS B MUCbMEHHOM (popMe Ha KOMIIBIOTEPE.

® ISl TINYXUX U cHa0OCHBIIIANIMX: JIEKIUH O(QOPMIISIIOTCS B BUJAE 3JEKTPOHHOIO JOKYMEHTa,
aubo  mpenocTaBiseTcss  3BYKOYCWJIMBAIOIIasl — ammaparypa HMHIUBUAYaJbHOTO  IOJIb30BAHMUS;
NUCbMEHHBIE 33JaHUsl BBIMOJMHAIOTCS HAa KOMIIBIOTEpE B NHCBMEHHOH (opme; 3K3aMeH U 3a4éT
MIPOBOJSTCS B MHUCbMEHHOM (pOpMe Ha KOMIIBIOTEPE; BO3MOYKHO ITPOBEJIEHUE B (POPME TECTUPOBAHMUS.

® ISl JIUI] C HApPYUICHUSMHU OINOPHO-ABUTaTeNbHOIO ammapaTa: JEKIUH O(OpMIISIOTCS B BUJE
AIIEKTPOHHOTO JOKYMEHTa, JOCTYHOIO C IIOMOIIBI0 KOMIBIOTEPA CO CHEHUATU3UPOBAHHBIM
IpOrpaMMHBIM ~ OoOecrieueHHeM; IHUChbMEHHbIE 3a/laHUsl  BBIOJNHSIOTCS Ha KOMIBIOTEpE CO
CHeIHATM3UPOBAHHBIM NPOTPAMMHBIM OOECIeueHUEM; dK3aMeH U 3a4€T MPOBOASTCS B YCTHOU (hopme
WJIN BBITIOJIHSIOTCS B MMCBbMEHHOM (hopMe Ha KOMIIbIOTEpE.

[Ipu HEOOXO0AMMOCTH MpEeayCMATPUBAETCS YBEJIIMYEHHE BPEMEHU /171l TIOJTOTOBKU OTBETA.

[Tponienypa npoBeaeHHUs MPOMEKYTOUHOM aTTecTalM Uil 00y4yaroIlMXcs yCTaHABJIMBAETCS C
y4€TOM UX MHIUBUIYAJbHBIX NMCUXO(HU3NUECKX ocoOeHHOCTeH. [IpoMexyTouHas aTrectalus MOXKET
IIPOBOAMTHCS B HECKOJIBKO JTAIOB.

[Ipn mnpoBeneHuu NpoOIEAYpbl OLEHUBAHUS pPE3YJIbTAaTOB OOy4YEeHHs IpeaycMaTpuBaeTcs
UCMOJIb30BaHUE TEXHUYECKHX CPE/ICTB, HEOOXOIUMBIX B CBSI3U C MHAMBHIYaJbHBIMH OCOOCHHOCTSMU
oOydJammuxcsi. OTU CpeAcTBa MOTYT ObITb IPEIOCTAaBIEHbl YHHUBEPCUTETOM, WM MOTYT
UCTIOJIb30BaThCSl COOCTBEHHBIE TEXHUYECKHE CPEJICTBA.

[IpoBenenue npoueaypbl OLIEHUBAHUS PE3yJIbTaTOB OOYUEHHUS JOIYCKAETCs C MCIOJb30BaHUEM
JUCTAaHIIMOHHBIX 00pa30BaTENbHBIX TEXHOIOIHH.

ObecnieuynBaeTcss IOCTYNl K WHGOPMAIMOHHBIM M OuOIMOrpapuueckuM pecypcam B CETU
WuTepHeT 1 Kaxkoro odydaromierocs B popMax, alaiTUPOBAHHBIX K OTPAaHUYEHUSM UX 370POBbS U
BOCHPUATHS HH(POPMALIUU:

® sl clenblX M caaboBUIALIMX: B IMEYaTHOW (opMe yBETUYEHHBIM MIpUPTOM, B (dopme
AJIEKTPOHHOTO IOKyMEHTa, B hopme ayauodaiiia.

® JUIs TIyXUX ¥ caa0oCcbIIIaluX: B neyaTHoi Gpopme, B popMe 37IeKTPOHHOTO TOKYMEHTA.

® 17151 00yYaroUIMXCs ¢ HapyLIEHUSIMH ONOPHO-JBUTATEIBHOIO ammnapara: B neyaTHoi ¢opme, B
(bopMe 3MEeKTPOHHOTO JOKYMEHTa, B (hopMe ayaunodaiina.

VY4eOHble ayIUTOpUU JJIs BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITENIBHOM paboThl, HayuyHas
OubsimoTeka M WHBIE TOMEIIEHHUs Ui OOY4YeHHs OCHAILEHbl CIEUUAIbHBIM O0OpYJOBaHUEM U
y4eOHBIMU MECTaMH C TEXHUUYECKUMHU CPEJICTBAMU O0yUEHUS:

® IS CHENbIX U CIa0OBUIAIIMX: YCTPOWCTBOM Ul CKaHUPOBAHMS U YTEHUs ¢ Kamepoil SARA
CE; mucnineem bpaits PAC Mate 20; nmpuntepoMm bpaiinsg EmBraille ViewPlus;

® s TIYXUX M CIa0OCTBIIIAIINX: aBTOMATU3MPOBAaHHBIM pabo4YMM MECTOM sl JIOACH ¢
HapyLIEHUEM CiIyXa U cIa0O0CIbIIIalNX; aKyCTHUECKHN YCUIIUTENb U KOJIOHKH;

® s OOy4YarOIIUXCS C HapyIICHUSMU OMOPHO-IABUTATEIBHOIO ammapara: IepeABHKHBIMH,
perynupyeMbiMu 3proHoMuueckumu mapramMmu CHU-1; KOMOBIOTEpHON TEXHUKOW CO CHEIHaIbHBIM
MIPOTPaMMHBIM 00€CTIeYeHHEM.

9. MeToanuyeckne MaTepUaJIbl

9.1 Iliiansbl 1a00paTOPHBIX 3aHATHI
Yka3zaHus 10 OPraHU3aluM ¥ MPOBEIEHUI0 J1a00PATOPHBIX 3aHATHIT

Br16op Tem mabopaTopHBIX 3aHSATHIA OOYCIIOBJICH OOIIMM COJIEpKaHHMEM Kypca W HalleJIeH Ha
yriay0JieHHOE U3YUYEeHHE €ro OTJIENIbHBIX Pa3/IeloB.

Henb 3aHaTHIl — 3aKpeIuieHHEe CTyJEHTaMHM 3HaHMM TEOPEeTHYECKOro Kypca W IpUOoOpeTeHHe
VMU IPaKTUYECKUX HABBIKOB JJOKYMEHTUPOBAHUS ACSATEIbHOCTH OpraHU3aliil U IPEANPUATHIA.

B cBsi3u ¢ mOCTaBIEHHO 1ETBbI0 TAOOPAaTOPHBIE 3aHATHS Pa30UTHI HA TPU pa3Jiena:

1. Pa3BuTHe JOKyMEHTa U CKJIaJbIBAaHHUE €ro GopMyispa.
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2. CocraBieHnue 1 0popMIICHHE OPraHN3aAUOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB.

3. CnoXHbIe KOMIUIEKCHI IOKYMEHTOB.

B pesynbrare BBINOIHEHUS NMPAKTUYECKUX 3aHATHH CTYIEHTHI JOJDKHBI 3HATH IOSBICHUE U
pa3BUTHE TEPMHUHA <«JIOKYMEHT», B3aUMOCBSI3b MOHATHI <«IOKYMEHT» M «HUH(pOopMauus»; GopMbl U
croco0b! (pUKCUpOBaHMs MH(GOPMAIMKM HA MaT€pHaJIbHOM HOCHUTENE; COCTaB U Ha3HaueHUe (QYyHKUUI
JIOKYMEHTa; 3BOJIIOLMIO (OpMyJisipa TEKCTOBOTO JOKYMEHTa B Pa3IMYHbIE HCTOPUUYECKUE MEPUOJIbI,
COBpEMEHHbIE TpeOOBaHHUS, NPEAbABISEMbIE K COCTaBICHHIO M O(OPMICHHIO  CIyX eOHBIX
JIOKYMEHTOB; YMETh COCTaBIATh U 0QOPMIISITH OCHOBHBIE BUAbI OPTaHU3ALIMOHHO-PACTIOPSAUTEIbHBIX
JIOKYMEHTOB.

3aHATUS TPOBOAATCA C YyYEeTOM TpeOOBaHMWIl, HU3JIOKEHHBIX B 3aJaHUSIX M Ha OCHOBE
IIpeIaraéMbIX yIpaBIeHUYECKUX CUTyaLUil.

3aHATHS MOTYT OBITh MPOBEJIEHBI KaK TPaJUIMOHHBIM CHOCOOOM, TaKk M Ha IMEPCOHAJIHLHOM
KOMIIBIOTEPE C HCIIOJIb30BAHUEM COBPEMEHHBIX TEKCTOBBIX PEJAKTOPOB M IO CIELHAIBHO
pa3paboTaHHBIM METOJUYECKUM YKa3aHUSIM.

[lonroroBka K J1aOOpPAaTOPHBIM 3aHATHUAM IPEAYCMATPUBAET CAMOCTOSTEIbHYIO paboTy
CTYJEHTOB IO HM3YyYEHHUIO JIEKLIMOHHOI'O Kypca, HUCTOUYHUKOB U JIMUTEpPATyphbl, PEKOMEHJIOBaHHBIX K
KaKIOMY 3aHATUIO.

Ha kaxnom 3aHSTHHM NPOBOAUTCS OMPOC M KOJIJIEKTUBHAS Oecenia 1o TeMe, pa3bsACHAIOTCA LeIu
U 3ama4u €€ u3ydeHusa. Pe3ynbTaTbl CaMOCTOSITENIBHO BBINOJHEHHBIX 3aJaHuil IpenojaBaTellb
IpoBepsieT B KOHIE 3aHATUN. [IpomylieHHble 3aHATUS CTYIAEHTbl OTpadaThIBAIOT CAMOCTOSATEILHO B
nabopaTopuu JOKYMEHTOBEICHHS, B KOTOPOl BeJIeTCs yueT OTpaboToK.

[Tnanbl 1aGOpaTOPHBIX 3aHATHM

Tema 1: JIokyMeHT U ero (yHKIHU , TOHATUS TOKYMEHT U HHpOpMaLus — 8 4acoB.

[lenb 3aHATHS — aHAIM3 PA3BUTHS MOHATUN «HMHQOpPMALUS» U <«JIOKYMEHT», OIpeaeieHHUe
(bYHKIMN TOKyMEHTOB.

B pe3ynbrare BBIIIOJIHEHHS 3aJaHUM CTYIEHT JOJIKEH:

umems npeocmaeneHue O B3aUMOCBSI3M TOHATHH «MHQOpPMALUS» U <«JIOKYMEHT»,
pPa3BUTHUU TIOHATUS «JIOKYMEHT», pa3BUTUU CIOCOOOB JOKYMEHTHPOBAaHUS M HUX CBSI3U C
MaTepHaTIbHBIMU HOCUTEISIMA HH(POPMALIUY;
yMeTb ONpeaeniaTh QyHKINN KOHKPETHOTO JOKYMEHTA.
3agaHus 119 CaMOCTOATEIbHON PadoThI.

1.IIpoananu3upoBath ynorpeOaeHHe MOHATUS JOKYMEHT U €r0 CHHOHUMOB 10 «I'eHepalibHOMY
pernmamenty» 1720 r., «OOmemy rybepHCKoMy yupexaeHuto» 1775 r., «OOmeMy ydpexIaeHUIO
MuHucTepcTB» 1811 1.

2.IlpoaHanu3upoBaTh pa3BUTHE MOHATUSA «IOKYMEHT» IO CJIOBapsM M CIELHAIBHOU
JUTEepaType.

3.Ilpoananu3upoBarh pa3BUTHE TEepMHHA «HMH(poOpMalus» MO cioBapsiM u DenepaabHOMY
3akoHy «O0 mH(popMaIK, THPOPMAIMOHHBIX TEXHOJIOTHAX U O 3aIIUTE HHPOPMALIUN

4.IIpoananu3upoBaTh pa3BUTHE TEPMUHA «JOKYMEHT» 110 TOCYIapCTBEHHBIM CTaHapTaM.

5.0npenenuts GYyHKIUU CASAYIOMMUX JOKYMEHTOB:

- kymmyas kabana Hukutel KoznoBa Ha xonomna MBana I1aBnosa 23 mas 1494 roaa;

- panopt renepan-mpokypopa Cenara 1.10. Tpybeukoro ummeparpuiie Ennzasere [lerpoBHe 0
npuesze B [lerepOypr u3 SApocnasns TeatpansHoii Tpynmnsl O.I. Bonkosa 3 ¢gespans 1752 roaa;

- Jlexkper CHK «O mnpaBmiax noOANHCaHUS JACHEXKHBIX Oymar, JOKYMEHTOB, OpJIEpOB,
OTHOILICHUH, CITPaBOK U T.IL.» OT 12 nexadps 1921 r.;

- IMocranoBnenne BIUK u CHK PC®CP «O mnopsake NOJb30BaHUS [EYaTIMU C
rocynapctBeHHbIM repooM PCDCP» ot 15 nexadpst 1936 r.;

- mnocraHoBienuss LK KIICC wu Cosera wMunucrepctB CCCP  «O wMepax 1o
COBEPIIICHCTBOBAHUIO U yJICIICBICHUIO ammnapara ynpasiaeHus» oT 13 oktsaops 1969 r.;

- @3 “O06 undpopmanuu, HGOPMAITMOHHBIX TEXHOJOTHSX U O 3aIuTe HHpopManun”.

6.IlpuBecT mpuMepsl TOKYMEHTOB, BBIITOJIHAIOIIMX CIeAYIOINe (PYHKINU:

- yOpaBJlieHYECKasi;
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- IpaBoOBas;

- COIMaJIbHAs;

- KyJIbTypHas;

- HICTOPUYECKOTO UCTOUHHUKA;

- nHpOPMAaLMOHHAS;

- ydera.

Yka3aHusd 110 BBINOJHEHHIO 32 JaHUH.

1. U3yuuTh 3aKOHO/ATENbHBIE aKThl M BBIMHMCATh BCTPEUAIOIINECS B HUX CHHOHHMMBI MOHSTHUS
«IOKYMEHT». BBIABUTH 3HaueHHE TMOHATUH «Jeno», «Oymara», «akT», «ienoBas Oymaray,
«CIy>K€OHBIH JOKYMEHT», JaTh MX ONpEIeNIeHHe, €eClAM OHO TMPHUBEACHO B HCTOYHMKAX.
[Tpoananu3upoBaTh, B KAKUX CIIy4asx yHOTpeOIsIeTCs KaKI0e MOHITHE.

2. Ilo BBIIMCKAM W3 CJIOBApE€Hd M CIELHUAIBHON JUTEPATYphl ONPENECIUTh, KAKUE ACIEKTHI -
MH(POPMALIMOHHBIM, MPaBOBOH, YIpPaBICHUYECKUH, UCTOPUYECKUNA - JIETJM B OCHOBY OIpEAEICHUs
MOHSTUS «TOKYMEHT».

3-4. "3 rocynapctBeHHblx cranaaptoB: ['OCT 16487-70 «/lenonpon3BoACTBO M apXUBHOE
neno. Tepmunsr u onpenenenus»; ['OCT 16487-83 u 'OCT P 51141-98 «JlenonpousBoACTBO U
apxuBHoe neno. Tepmunsl u onpenenenus»; I'OCT P 7.0.8-2013 «/lenonpou3BoACTBO U apXUBHOE
neno. Tepmunsl u onpenenenus»; [OCT P UCO 15489-1-2007 Yopasnenue aokymeHntamu. OOuiue
TpeboBanus; denepanbHoro 3akoHa «O0 uHGOpMannu, HHPOPMALIMOHHBIX TEXHOJOTHIX M O 3alUTe
uHpopmanum» ot 27 urong 2006 Nel49-d3 Beimucarh onpeaeneHus TEPMHUHOB «HUHMOpMaLUsD» U
«JOKYMEHT» M YCTaHOBUTb, KaKU€ acIeKThl (HOCUTEIM HUH(POpPMALUHU, CIIOCOObI ee (PUKCHPOBAHUS,
IOpUAMYECcKas CUila JOKYMEHTA U JIp.) U QYHKIMH TIOKYMEHTA 3aJI0’KE€HBI B 3TUX ONPEICIICHUSX.

5. OnpenenuTh (YHKIMU JOKYMEHTa, T.€. €ro ILeJeBOe Ha3HaueHUe. BBIABUTH MOJUIMHHYIO
Lelb CO3JaHusl JOKYMEHTa U 3aleydaTieHHs 3aKII0UYeHHON B HeM MH(pOpMaluu, NMPOAHaIU3UPOBATH
poJb  JIOKyMEHTa B JAaHHOW  CHUTyalludM JIOKyMeHTooOpa3oBaHus. Tak Kak  JOKyMEHT
noau(yHKIMOHAJIEH, IEPBOM yKa3bIBaeTCsl (PYHKIIMS, 3a/laHHasi TOKyMEHTY aBTopoM. OJHOBpEMEHHO
OTMETHTb, KaKH€ M3 Ha3BaHHBIX (PYHKLUH TOKYMEHTa HOCAT OOIIMH, a KaKHe - YACTHBIN XapaKTep.

6. IlpuBectu mnpuMepbl TOKYMEHTOB, OOJIaJAlOIIMX HA3BAHHBIMM (QYHKIMSIMH, YyKa3aTb
Ha3BaHUE BUA, 3arOJIOBOK M JaTy JOKyMeHTa. J{is (yHKIMHA ydyeTa M MpaBOBOW MOXHO NPHUBECTH
IIpUMEpPHl COBPEMEHHBIX JOKYMEHTOB, Ul MOCTOSHHO JEHCTBYIOIMX (QYHKIMHA (MHPOPMAMOHHOM,
COLIMAJIBHOM, KyJIbTypHOH, UCTOPUYECKOIO MCTOYHMKA) MPUBECTH NMPUMEPHI JOKYMEHTOB Pa3JIMYHbIX
HCTOPUYECKHX AOX.

KonTpoJbHBIE BONIPOCHI:

1. Kax pa3BuBanucey NOHITHS «MHPOPMALIUS U «TOKYMEHT»?

2. Kakue acmekThl 4enoBeYecKOW NEeATENbHOCTH OTPAKEHbI B OMpEACNCHUSX TEepMHUHA
«IOKYMEHT» ?

3. [lepeuncnure GyHKIIMU TOKYMEHTA.

HUcrounnku u tutepatypa

Hcrounuku:

Oenepanbublii 3akoH PO ot 27.07.2006 1. Ne149-®3 «O6 nrpopmarmm, HHPOPMAITHOHHBIX
TEXHOJIOTHSX M O 3amuTe uHbopMauum» // [InekTpoHHsd pecypc]. — M., 2019. — Pexxum nocrtymna:
http://www.consultant.ru/document/cons_doc LAW_61798/.

®enepanbhblil 3akoH 0T 06.04.2011 Ne 63-D3 “O06 snekTpoHHON HognucH” // [ DIEKTPOHHBIH
pecypcl]. — M., 2019. — Pexum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_112701/.

Metoauyeckie pEeKOMEHJAMK MO Pa3paboOTKE WHCTPYKIHMA 1O JIEIONPOHM3BOJICTBY B
roCy/lIapCTBEHHBIX OpraHax, OpraHax MECTHOrOo camMmoympamieHus, yTB. I[Ipukazom PocapxuBa ot
24.12.2020 Ne 199 // [DOnekrponnsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

I'OCT P UCO 15489-1-2019 Hauuonansuseiii ctangapt Poccuiickoit denepanuu. Cucrema
CTaHAapToB 1Mo wuH(popManuu, OHOIMOTEYHOMY M uU3JIaTenbckoMmy neny. HMudopmanldus u
JMIOKyMEHTalus. YmpasicHue pokymeHtamu. Yacte 1. [loHstus W mpuHUUNBL // [DIEKTPOHHBII
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pecypcl]. — M., 2021. Pexum JIOCTYyTIa: http://
http://www.consultant.ru/document/cons_doc LAW_329486/ .
I'OCT P 7.0.8-2013 Jlenonmpou3BOACTBO W apXUBHOE J1en0. TepMHHBI M ONpeneNeHUs.-

[DneKTpOHHBIH pecypcl]. - M., 2019. Pexxum JIOCTyTa:
http://www.consultant.ru/document/cons_doc LAW_163800/.
Jluteparypa:

beikoBa T.A. JlokyMmMeHTallMOHHOE oOecreueHne ympaBieHHs  (JAeTOMPOU3BOICTBO)
[DnexTponHsIi pecypce]; yueoHoe mocobue/ T.A. beikosa, T.B. Ky3nenoga. -2-e uza. nepepad. u jor.
— Mocksa: Uadpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/

Pa3zpaTouHbiii MaTepuaJ K 3aHATHAM:

1.T'enepanbnsiii permament 1720 r.

2.06m1ee ryGepHckoe yupexkaenue 1775r.

3.00m1ee yupexaenne MUHUCTEpCTB 1811T.

4.COOpHHK 3aKOHOJIATEIBHBIX aKTOB MO AeI0npou3BoACTBY (1917-1970):

5.Bbimuckyn ¢ OmNpenesNieHusMH TOHATUS «JOKYMEHT», «HUHQOpMalus» U3 CIOBapei,
SHIMKJIONEANH U CHIEIUAIBHOMN TUTEPaTyPHI.

6.'OCT 16487-70, T'OCT 164867-83, T'OCT P 51141-98, T'OCT P 7.0.8-2013
Jlenonpoun3BoCTBO U apXUBHOE Jes10. TepMUHBI U ONPEIETCHUS;

7.TOCT 6.10.1.88 YaudunupoBaHHble CUCTEMbI JOKyMeHTauu. OCHOBHBIEC TIOJIOKCHHS;

9. Meroauyeckue pEeKOMEHIAIMK MO pa3paboTKe WHCTPYKUMUA IO JEJIONPOU3BOJCTBY B
roCy/apCTBEHHBIX OpraHax, OpraHax MECTHOro camoymnpasieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 // [Onekrponnsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

I'OCT P UCO 15489-1-2019 Hauumonanbusiii cranaapt Poccuiickoit @enepaunn. Cucrema
CTaHAapToB M0 HH(OpManuu, OHOIMOTEYHOMY M u3jnatenbckoMmy aeny. HWudopmardus u
JMOKyMeHTalus. YmpaBieHue aokyMmeHTamu. Yacte 1. Ilonsatus w mpuHuunel. // [DIEKTPOHHBII
pecypcl]. — M., 2021. Pexxum JIOCTYyTIA: http://
http://www.consultant.ru/document/cons_doc LAW_ 329486/ .

10.@enepanbhblii 3akoH «O0 mHboOpManuy, MHOOPMALMOHHBIX TEXHOJIOTMSX M O 3alluTe
uHpopmauun» ot 27 urosist 2006 Ne149-03

Tema 2. Cnoco0bl JOKYMEHTHPOBaHUSI M MaTepHa/ibHble HOCUTeM HHPopManuu — 8
4acoB

Lenpb 3aHATHS — H3yYeHHE PAa3IMYHBIX CIIOCOOOB 3ameyaTiIeHus] HH(OPMAIIHH.

B pesynbrare BeIMONTHEHUS 3aIJaHUI CTYACHT JOJKEH:

3Hamb (QYHKIUU JIOKYMEHTa, CIOCOOBI 3ameyariieHus WH(GOpPMAIMH, JTalbl Pa3BUTHA
TEKCTOBOTO JIOKyMEHTHPOBAHHUS;
3aganus AJsl CAMOCTOSITE/ILHOI padoThlI.

- M3yuuTh 3Tanbl TEKCTOBOTO JOKYMEHTUPOBAHUSA, 03HAKOMUTHCS C 00pa3iaMy MUKTOTPaMM U
JIOTOTPaMM, JIaTh UX KPATKYIO XapaKTEPUCTHUKY.

- OsHakoMHTBCS € OOpasllaMd TEXHUYECKHUX JIOKYMEHTOB W 3alllcaTh HUX COJAEp)KaHUE
TEKCTOBBIM CIIOCOOOM.

Yka3aHus 1o BbINOJHEHHIO 32 IaHUH.

1. U3y4nTh MUKTOrpaMMBbI U JIOTOTPaMMBbI, TIPE/ICTaBIICHHbIE B KOJUIEKIUU. JlaTh onucanue 1-2
nuktorpamm. I[IpoBecTu aHanu3 3HAKOB JIOTOTPAaMM, YYMTBHIBAs MPHU ATOM, YTO 3HAKY COOTBETCTBYET
CJI0BO. 3apucoBarth 2-3 00pasiia u onpeeInuTh MPEUMYIIECTBA U HEJJOCTATKHU JIOTOTPaMM.

2. U3yuuts 1-2 yepTerka U TEKCTOBBIM CIIOCOOOM 3aIucaTh UX COJIEpKaHue.

KouTpoJjibHbIe BOPOCHI :

1.KaxoBbl 3Tamnbl pa3BUTHs TEKCTOBOTO TOKYMEHTHPOBAHHUS ?

2.KakoBsI criocoObI 3anevatieHus nHpopManuu ?

3.Kakue crnocoObl TOKyMEHTUPOBAaHUS MOSBUIKCH B 19 Beke?
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Jlureparypa:
beikoBa T.A. JlokymMeHTampoHHOE oOecreueHrne ympaBleHUs  (JIEITOMPOU3BOJCTBO)
[OnexTponHsIii pecypc]; yueoHoe mocodue/ T.A. brikoBa, T.B. Ky3nenona. -2-e uza. nepepad. u gom.
— Mocksa: Undpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/
Pa3paTouHblii MaTepuaJ K 3aHATHAM:

Komneknus nukrorpamm, jororpamm 1 10KyMeHToB XI-XX BB.

Ha6op mutakaros.

Crnaiiipl 10 UCTOPUU PA3BUTHSI CIIOCOOOB IOKYMEHTUPOBAHMSL.

Tema 3. ®opmynsip AOKyMEHTa U €ro cocraBHble 4actu. Mcropus pasButus ¢opmysspa
nokymenTa — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 32 yaca

Dopmysap nokyMenra XVI - XVII BB. —

[lenp 3aHATHA — BBISBICHHE 3aKOHOMEPHOCTEW CKJIaAbIBAaHUS M Pa3BUTUS  QopMmyssipa
TEKCTOBOTO ciyxeOHoro fokymenta X VI-XVII Ba.

B pe3ynbTare BhINOJHEHUS 3aJaHUN CTYAEHT JOJKEH:

umems npeocmaenenue O CKIabIBAHUU U Pa3BUTUU (HOPMYJIsIpa TEKCTOBOTO IOKYMEHTA B
MIPUKA3HOM JI€JIONIPOU3BOJICTBE;
3nams Buabl 1okyMeHTOB XVI-XVII BB., cocraB Qopmyiisipa; Ha3BaHUS PEKBU3UTOB U
MOPSAJOK UX OPOPMIICHUS;
yMeThb OIUCBIBaTh KOHKpeTHbIe NoKyMeHTbl X VI-XVII BB., cocTaBisis ux GOpMyIIsphl.
3agaHus 119 caMOCTOSITeIbHON padoThl.

1. I3y4unTh BUJBI U PA3HOBUIHOCTH JOKYMEHTOB :

1.1 Ilo kpaTkoMy CcJIOBapr0 BHUJIOB M PA3HOBUJHOCTEW JAOKYMEHTOB BBIIIHCATh BUJbI
JIOKYMEHTOB;

1.2 Tlo xoIeKUry BbISIBUTH BUIbI TIOKYMEHTOB, OOBSICHUB METO/] OIIPEIEICHHS KX I0r0 BU/A.

2. BBISIBUTBH U onMcaTh 0COOEHHOCTH 0003HaUYEHUs aBTOpa JIOKYMEHTA, yKa3as :

- CITy>KEOHBIN WM JTUYHBIA TOKYMEHT;

- KOJUIEKTUBHBIN WJIN MHAUBUYaJIbHBII aBTOD;

- (hopmy 0003HaUEHUS ABTOPCTBA, MECTO €0 PACIIOJIOKEHUS B (POpMYIIsipe JOKYMEHTA;

- 0COOEHHOCTH OIpEe/IeNICHHs aBTOPa.

3. IIpoananu3upoBaTh COCTaB U CIOCOObI 0003HAYEHUS PEKBU3UTA «aJpecary :

- BBIIUCATh NIPUMEPHI AIPECOBAHUS JOKYMEHTOB;

- I3YYHTH COCTaB, CIIOCOO HAMMCAHUS a/IPECaTOB JIOKYMEHTOB, MOCHUTAEMBIX U3 HUKECTOSIIETO
YUPEKICHHUS B BBIILIECTOSAIIEE, JOKYMEHTOB, KOTOPHIMU OOMEHUBAINCH PABHOCTOSIINE YUPEKACHUS, U
JIOKYMEHTOB, HAIIPaBJISIEMbIX U3 BBIIIECTOALIUX YUPEXKIECHUN B HIKECTOSIILINE.

4. 3y4nTh criocoObI TaTUPOBKHU TOKYMEHTA :

a) ONpPEJIEUTh JaThl U3y4aeMbIX JOKYMEHTOB;

0) ycTaHOBUTH MPU3HAKHU JTATHPYIOLIETO XapaKTepa;

B) NEPEBECTH YCTAHOBJIEHHBIE JaThl C 3pbl «OT COTBOPEHMSI MHpa» Ha 3Py «OT POXKAECTBA
XpHUCTOBaY, C IOJIMAHCKOTO KaJeHIapsl Ha TPUTOPUAHCKUI.

5. HW3yunuth cocTaB yAOCTOBEPEHHUS JOKyMEHTAa : ONpEAENUTh HaJIW4YHE, COCTaB, MECTO
PacroI0KEHUs MOAIUCH U CKPEIIBI.

6. Onucarb XapakTep OTMETOK Ha JOKyMeHTax. OnpeaenuTh UX Ha3HAauEeHUE.

7. OnpenenauTts TPaAULMOHHO-CIOXKUBIIYIOCS CTPYKTYPY TEKCTa U OCOOEHHOCTH H3JIOKEHMS
COJIepKaHus OTJEJIbHBIX BUJIOB IOKYMEHTOB (4€I00MTHAs!, TPaMOTa, OTIHCKA).

Yxka3aHusi 10 BBINOJIHECHHIO 3a/1aHU:

3anmanust Ne 1-6 MOYKHO BBITIOJIHATE C TIOMOIIBIO TAOJIHIIBI CISAYIOMEH (GOPMBI:

Bun ABTOD Anpecat JlaTa CocTtaB OTMeTKa Ha
JIOKYMEHTa YAOCTOBEPEHUS JIOKYMEHTE

1. BBIHI/ICEITL Ha3BaHUA BHIOB I[OKYMGHTOB, 06paTI/IB BHUMAHHUEC HaA KOJIMYECTBO BUIOB U
pasHoBuaHocte B XVI-XVII BB.
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Bunabl 1OKYMEHTOB cleAyeT BBIIUCBIBATH IO CIEAYIOIIMM TIpYIIaM: paclopsIUTENIbHbIE
JIOKYMEHTBI (HalpuMep, yKasbl, IpaMOThl, HaKa3Hble, MaMATH), Mepenucka (MaMsTH, OTIHCKH,
YeJIOOUTHBIE U T.I1.).

Bunbl TOKyMEHTOB M3Y4YHUTh TaKXKe M0 KOJUIEKIIMHM KON JOKYMEHTOB. Tak Kak OOJbIINHCTBO
JIOKYMEHTOB HE MMEET BBIJICJIEHHOT0 0003HaUEHHsI BH/Ia WK Pa3HOBUAHOCTH, TO HAJ0 UX ONPEAEIUTh
CaMOCTOSITEJILHO W ONUCaThb METOJbl OmpefeNeHusl (aHalu3 TeKcTa, crneurduka HU3I0KEHUs
COJIEp KaHUS MITU CIIOKUBILASCS HepapXus JOKYMEHTOB).

2. ITo xomrekuu XVI - XVI BB. BHUMATENBHO NPOYUTATh COACPIKAHNE KAXKI0rO JOKYMEHTA U
yKa3aTh aBTOpa - cO3AareNis JOKyMeHTa (y4dpexkIeHHe) M IMOAPOOHO OOBSICHHUTh, KaKUM 00pa3zoM
YCTaHOBJIEH JIaHHBIN aBTOP.

3. BuuMaTenbsHO NpOYUTaTh JOKYMEHTHI MPEATIOKEHHON KOJJIEKIIMM M CTOJI0LA U ONpPEeTuTh
MECTO PacIoIOKEHHs aJipecara, ero cocTaB U (opMy, BBIIMHCATH HECKOJIBKO TPUMEPOB.

Jlnis aHanmm3a JOKYMEHTOB, KOTOPHIMUA OOMEHHUBAIIUCH YUPEKICHUS, CIeIy€eT B3sITh TAKUE BUIIbI
KaK yKa3, rpamoTa, ueioOuTHasi, oTnucka. [Ipocieaurs u BbImMcaTh NpuUMepbl 0GopMIIeHUS B HUX
azgpecaTa W IO COACPKAHMIO ONPENEIINTh KOHKPETHBIE YUPEKIEHHUS, KOTOPBIM aJpEecOBaHbI
JTIOKYMEHTHI.

4. YcraHOBUTH JaTy CO3JaHHUs JOKyMEHTa - TOYHYIO, NPUOJIMKEHHYIO, BEPOSTHYIO C
MopOOHBIM OOBSICHEHHEM JATHPYIOIIET0 MpH3HaKa (coaepiaHHe IOKYMEHTa, BpeMsi JeWCTBUS
UCTOPUYECKHX JIUI] U T.1.). YCTAaHOBJICHHYIO 10 3P€ «OT COTBOPEHUs Mupa» (Hampumep, 7168, koraa
nepBas nudpa omyckaiack - 168) maty mepeBecTH Ha 3py «OT POXKIECTBA XpUCTOBay. s 3TOro OT
udpel 7168 Boruects 1udpy 5508 nau 5507 (ans coObiTuil MapToBcKOoro ctuist) u 5508 mu 5509
(s coObITHl ceHTsiOpbckoro cruis). K nHio mecsina cienyer mpuOaBUTh LHUQPY JECSATh, YTOOBI
IIOJIyYUTh AATy 110 HOBOMY CTHIIIO.

5. CoctaB yaocToBepeHuUsl JOKyMEHTa HayaTh U3y4yaTh CO CTOJIONA, 10 KOTOPOMY ONPEIEIUTh
MECTO MOJIHUCH (KIIPUMHUCKH») U XapakTep ee HanucaHus. [10 KOJIJIeKIMH BBIAICHUTD COCTAB CITY>KMIIBIX
JIOJIeH, MOANUCHIBAIOIINX U CKPEIUISIONIUX JOKYMEHTHI.

6. BeinucaTth BCE OTMETKM Ha JJOKyMEHTax, OTMETUB MECTO MX HAIMCAaHMs, UX Ha3HAYCHHE U
MCIIOJIb30BaHUE JIsl YTOUHEHHUS XapaKTePUCTUKU TOKYMEHTA.

7. IlpoaHanu3upoBaTh HECKOJIBKO BUIOB JIOKYMEHTOB, YCTAHOBHUTH, UMEETCS JIM XapaKTepHas
JUISL K&KIOro BUJA CTPYKTypa TEKCTa, KAKUMH YCTOWYMBBIMU CIIOBOCOYETAHUSIMU OTIMYAETCS OJUH
BH/J OT APYTOTO.

Jnist aHanmm3a MOXKHO B3SITh TaKWe BUJIBI JOKYMEHTOB KaK YKa3, MaMsTh, YeJIOOUTHAs, OTITHCKA.
Marepuaiibl aHaJIM3a JIydllle IpeACTaBUTh B TAOJUYHOM (opme :
Buj nokymenTa Beenenne OcHOBHas 4acTh BaxaroueHue

KonTposibHbIe BONIPOCHI:
1. YUeMm ompenensnach CTPYKTypa TeKCTa 1 HANMEHOBaHUE BUJa IOKyMeHTa ?
2. KakoBbl 0COOEHHOCTH BHEITHETO 0OPMIICHUS TOKyMEHTa ?
3. Kakuie nmpu3Haku MOMOraroT OMpeIeIUTh aBTOPCTBO JOKYMEHTa ?
4. Kak ompenenuth BpeMsi COCTaBJICHHS AOKyMeHTa ? OcCOOEHHOCTH OOO3HAYEHHUS AThl
nokymenTta X VI - XVII Bs. ?
5. Kak ynocroBepsiiich 1OKYMEHTHI ?
Hcroynukm u qureparypa
Hcrounuku:
Kpatkuii ciioBaps BUJIOB U pa3HOBUIHOCTEN TOKYMEHTOB.-M.,1974.
Jlureparypa:
beikoBa T.A. JlokyMeHTalMoOHHOE oOecriedeHre ympaBieHHs  (JEeTONMPOU3BOICTBO)
[DnexTpoHHBIH pecypce]; yaeOnoe nmocoome/ T.A. brikoBa, T.B. Ky3nenosa. -2-¢ u3n. nepepad. u jgor.
— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum poctyna: http://znanium.com/go.php?id=942800/
Paznarounblii MaTepuaJ K 3aHATHAM:
1. Cronben XVII B.
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2. Konnexkuuu konuit nokymentos X VI-XVII Bs.
3. Kpatkuii cioBappb BUJI0B U Pa3HOBUIHOCTEMN JTOKYMEHTOB.
Dopmymsap nokyMmenra XVIII B. —
[lenb 3aHATUS — W3YYEHHE Pa3BUTHS U OCOOEHHOCTEH (HOPMYISIpOB CIy>KEOHBIX JOKYMEHTOB
XVIII B.
B pe3ynbTare BhINOJHEHUS 3aaHUN CTYAEHT JOJKEH:
uments npeocmaegnenue 0 3aKOHOJIaTEIIbLHOM peryJIupoBaHu mmporuecca
JIOKYMEHTHPOBAHUS U pa3BUTUH Qopmyisipa nokymenta X VIII B;
3HAmMb 3aKOHOJATEJIbHBIE AKTHI, PEIVIAMEHTUPYIOLIHE ITOCTAaHOBKY IEJIONPOU3BOJACTBA B
XVIII B, BUIBI JOKYMEHTOB, COCTaB opMyJisipa TOKYMEHTa, paBuiia 0ohopMIIeHUS! pEKBU3UTOB;
yYMeThb OIUCHIBaTh KOHKpeTHbIe JokyMeHTbl X VIII B., cocTaBnss ux GopMymnspsbl.
3agaHus A9 caMOCTOSITeIbHOI padoThI:
1. I3y4unTh BUJBI ¥ PA3HOBUIHOCTH JOKYMEHTOB:
- BBIIIMCATH BUJBI JOKYMEHTOB, YCTAaHOBJIEHHBIE | eHEpaIbHBIM PETTIAMEHTOM
- u3 «Kpartkoro cioBapsi BU0OB U pa3HOBUJHOCTEN JOKYMEHTOBY BBIIINCATh BUJbI IOKYMEHTOB
XVIII B.
- U3 Je]1 MECTHBIX YYPEKICHUHN BBINUCATh BCE BUABI JOKYMEHTOB U OTMETUTb M3MEHEHUS B
TEXHUKE TOKYMEHTHPOBAHUSI.
2. Ha npumMepe N10KyMEHTOB MECTHBIX YUPEKICHUN NPOAHATU3NPOBATH CIOXKUBLIMECS NTpaBUiIa
HaIlMCaHMsl aBTOPA, BBISIBUB:
a) 0cOOeHHOCTH 0(hOPMIICHUS aBTOPA CITYKEOHBIX M JIMUHBIX JIOKYMEHTOB
0) 3aBUCUMOCTh 0003HAUEHHUS PEKBU3HUTA «aBTOP» OT 0003HAYEHUS ajipecara JOKYMEHTa.
3. Ilpoananu3upoBath 0003HAYEHUS PEKBU3UTA «aapecaTy:
a) BbIIUMCAaTh M3 ['eHepaJpbHOro perjaMeHTa ONUCAHHE CHUCTEMBbl MUCBbMEHHBIX CHOLICHHH
3BEHbEB alIapara yInpaBJICHUs
0) 1o JOKYMEHTaM MECTHBIX YUYPEKICHHH omnucarh NOpAIOK O(QOpMIIEHHUS PEKBU3UTA
«ajpecar», OTMETUTh OTJIMYUTEIbHbIE OCOOCHHOCTH TMOpSAKA aapecOBaHUs JOKYMEHTOB IO
cpaBHeHuto ¢ XVI-XVII BB.
4. Onucatb NOPAJOK JAaTUPOBAaHUS JOKYMEHTOB. /laTh pUMeEpHl BCEX BUIOB AaT C MEPEBOJIOM
MX Ha TPUTOPUAHCKHN KaJIEHIAPb.
5. M3y4uTs coCTaB yI0CTOBEPEHUS JOKYMEHTOB:
- BBIIIACATH U3 | €HepaIpbHOTO perjaaMeHTa IpaBuia y10CTOBEPEHHSI TOKYMEHTOB
- OIMCaTh COCTAB MOAMKCH IO JOKYMEHTaM MECTHBIX YUPEKACHUH.
6. Onucatb BUJIbI OTMETOK Ha JOKYMEHTaX.
7. I3y4nTh NPUHLIMIIEI OPTaHU3ALUN TEKCTA HECKOJIBKHUX BUIOB JOKYMEHTOB.
8. CoctaBUTH (POPMYJISIPHI IBYX TOKYMEHTOB.
Yxa3aHus 10 BBINOJHEHHIO 3a1aHUH
1. BbIsiBUTBH BBl JOKYMEHTOB, YCTaHaBIMBaeMble | eHepalbHbIM periiaMeHTOM, JOMOJIHUTh UX
Bunamu AokymeHToB XVIII B., mpuBenéuusiMu B «Kparkom cioBape BHJIOB M Pa3HOBHUJIHOCTEH
JIOKYMEHTOB» U BbIIKMCATh UX onpeneneHus u3 Cioapsi.
W3y4uTh NOKYMEHTHI A€l MECTHBIX YUYPEKICHWM, BBIIUCHIBAs HAWUMEHOBAaHUS BHIOB MU
oOparasi BHUMaHHE HA TEXHUKY JIOKyMEHTHUPOBAHHUS, BOJSTHBIC 3HAKH, FepOOBYIO Oymary.
2. 3amarust Ne 2-6 MOYKHO BBIIIOJIHSATH C HIOMOIIBIO TAOIUIBI CASAYIOMEH GOpMBI:
Bun ABtop: |Agpecat: |[ata: |Texct: Cocras OtmeTka Ha
JOKYMEHTA! (xp. cozep.) YAOCTOBEPEHUSL  |TOKYMEHTE

OOparure BHHMaHHE HAa MECTO DPACIHOJOXKEHMS PEKBHU3MTA «aBTOP»U ONMCATh IPaBUJA €ro
o(opMIICHHS B 3aBUCUMOCTH OT PEKBU3UTA «aJIpecaTy.

3. U3yuuts no I'eHepanbHOMYy perjgamMeHTy M JOKYMEHTAaM MECTHBIX YYPEXKIECHUH IIpaBHIIa
odopMIIeHHS PEeKBU3UTA «aIpecaT». Brimucarh mpaBuia v IpuMepsl aapecOBaHusl.
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4. Ilpoananu3upoBaTh BCE MMEIOIIMECS AAThl B JOKYMEHTE M ONPEIEINTh MX HAa3HA4YCHUE,
BBIINMCATh MPUMEPHI U OMKICATh MECTO PACTIOIOKEHHS KaX 10 aThl.

5. W3yunTe mpaBuia yAOCTOBEPEHHUS IOKYMEHTOB IO ['€HepallbHOMY peEriaMeHTy. 3aTeM
IIpOaHaIU3UPOBATh OpOopMIIEHUE TTOJIUCH B TOKYMEHTAaX, BUJIbI ITeYaTei.

6. Brinucatb Bce OTMETKH Ha IOKYMEHTAaX, YKa3aB, Kakue U3 HuX nossuwimch B X VIII B.

7. Ilo I'eHepalbHOMY pPErJIaMEHTy Ha MPUMEpPE MPaBWJI COCTABICHHS MPOTOKOJA ONMPEIEIUTh
TpeboBaHus, mpeabsaBisieMble K TekcTy (Ti. VI, XXX). BHumaTenbHO uyuTas TEKCTHI HECKOJIBKUX
JIOKYMEHTOB, OINHCAaTh UX CTPYKTYpY, MPOCIEKHUBAsl €€ U3MEHEHHE B PA3JIMYHBIX BUIAX; NMPUBECTH
IpUMEPBI BUJIOB TpaapeTHbIX JOKYMEHTOB, OTMeYasi KaKUM IIyTeM ITPOBOAMIACH TpadapeTUu3arusl.

8. Omucarh JOKyMEHTHI 110 CIIEAYIONIEH CXeMe:

- BUJ (pa3sHOBUIHOCTD)

- aBTODp

- agpecar

- TEKCT

- ara

- COCTaB yJOCTOBEPEHUS

- IONTUHHOCTD (KOTTHMIHOCTH )

KonTpoJibHbIe BOonpochl

1. HazoBure ocobennoctu ¢popmsbl fokymenta XVIII B. ?

2. Kakue TtpeOoBaHUS MNpeAbsSBIAIOTCS K 0QOpMIEHHIO MpoTokosna 1o ['eHepanbHOMY
pernamenTy?

3. B yem nposiBui1ach TeHACHLNS K YHU(PUKALUU JOKYMEHTOB ?

4. Onumure CUCTEMY IMCbMEHHBIX CHOIIEGHUN 3BEHBEB almapara YIpaBlICHHUsS 110
['enepanbHOMYy periameHTy ?

Hcrouynuku u aureparypa

beikoBa T.A. JlokyMmMeHTamOHHOE oOecreueHrue ympaBleHUs  (JIEIOMPOU3BOJCTBO)
[OnexTponHsIii pecypc]; yueoHoe nocodue/ T.A. brikosa, T.B. Ky3nenona. -2-e uza. nepepad. u jgom.
— Mocksa: Undpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

Pa3naTouHblii MaTepuaJ K 3aHATHAM
1. I'enepainbHsbIil pernament 1720.
2. JIOKyMEHTHI (1e71a) MECTHBIX yupeKIeHHi 18B.
3. KpaTkuii ciioBapb BUJIOB ¥ pa3HOBUAHOCTEHN TOKyMEHTOB.
Dopmysap nokymenrta XIX Beka —
Llenb 3aHATUS — U3yUYEHHE Pa3BUTHS M OCOOEHHOCTEH (POPMYIIIPOB CIy* eOHBIX JOKYMEHTOB
XIX B.
B pesynbrare BeINONHEHN 3aJaHUI CTYACHT JOJDKEH:
umemsv  npeocmaeienue O  PpErlaMEHTalMM  IIpolecca  JOKYMEHTHUPOBAaHUSA B
3aKoHOJaTenbHbIX akTax XIX B., pa3BuTuu (opmysspa TOKYMEHTa, TEHACHUUSAX TpadapeTusanun
JIOKYMEHTOB;
3nams BUIBl 1OKyMeHTOB XIX - B., ocobeHHOCTH HX odopMIIeHUs, cocTaB (GopMmyIispa,
MOSIBJIEHHE OJIAaHKOB U UX BM/IbI, MTOSIBJIEHUE OTMETOK Ha JOKYMEHTaX, OTPaKAIOIIMUX MX JABM)KEHUE B
YUPEKIACHUU U paboTy C HUMH.
yMeThb aHAJTM3UPOBATh KOHKPETHBIC JOKYMEHTHI XIX B.; COCTaBIIsAsA UX (HOPMYJISPHL.
3amaHus 1J151 CAMOCTOSITEJIbHOM PadoThI
1. 3yuuTh BUJBI U PA3HOBUIHOCTU JJOKYMEHTOB.
2. BbIsBUTH OCOOEHHOCTH O(QOPMIICHHMS PEKBU3UTA «aBTOP», OMHUCATh COCTAaB OJIaHKAa U €ro
BU/IBL.
3. I3y4uTh TEKCT JOKYMEHTA.
4. Onucatp NOPAAOK aIpecOBaHUs JOKYMEHTA.
5. Bemmcars AaTel cocTaBlieHHs, OOpaOOTKH, MOANUCAHUS M Jp., yKa3aTb MECTO HX
PacCIoI0KEHUS.
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6. IIpoananu3upoBaTh XapakTep yAOCTOBEPEHUS TOKYMEHTA.

7. Onucarb BUABI OTMETOK.

8. CocTaBUTh (hOPMYJIISPBI 2-X TOKYMEHTOB.

Yka3aHus 110 BbINOJHEHHIO 32 IaHUMH

1. Haunnate paboOTy cleayeT ¢ pacCMOTpPEHHs el YUYpeKICHHs. BBIABUTH M BBINHCATH
Ha3BaHUS BUJIOB IOKYMEHTOB:

- M3/1aBa€MbI€ BBILIECTOSLIMMH OpPraHaMU;

- IOChIJIa€MbI€ PABHBIM YUPEKACHUSIM;

- IPE/ICTABIISIEMBIE B BBIIIECTOSIINE YUPEIKICHUS;

- 0OpMIISIIOIIE BHYTPEHHIOKO 1E€ATEIbHOCTb.

N3 «KpaTtkoro cnoBaps BHUAOB M Pa3sHOBUJHOCTEH JIOKYMEHTOB» BBIIHCATh OIPEAEICHUS
BBISIBJIEHHBIX BUJIOB TOKYMEHTOB XIX B.

2. Onucate NOpsSAOK OQOPMIICHHSI PEKBU3UTA «aBTOP» B PA3IMUYHBIX BHJAX JOKYMEHTOB,
BBIIIMCATh HECKOJIbKO THUIOB OJIAHKOBBIX HAJANUCEH M ONpeAenuTh uUx cocTtaB. [lo komruiekcy
JIOKYMEHTOB TNPOCIEIUTh, KaKue BHJbl JOKYMEHTOB NMUIIyTCs Ha OJlaHKax, Kakue 0e3 0003HaYeHHs
OJIaHKOBBIX HaAMHCEH.

3. llpoananu3upoBaTh HECKOJIBKO BMJIOB IOKYMEHTOB, YKa3aB CTPYKTYpy TEKCTa, BBIIIHCAB
IpUMEpbl IPUMEHEHHUS  «KaHUEIIpU3MOB». OTMETUTb, HACKOJbKO YCWIMIACh TEHACHLHUA
Tpadapernzanuu (BbIMKUCaTh NPUMEPHI TpadapeTHBIX U TUIIOBBIX TEKCTOB).

4. Tlpu omMcaHuu MOpsJKa aAPECOBAHUS YCTAaHOBUTH 3aBUCUMOCTb O(OPMIICHHS PEKBHU3UTA
«amgpecar» OT Uepapxuu yupexaeHuil. [IpuBectu npumepsl apecoBaHus B BBIIIECTOSINE, PABHbBIE U
HUKECTOSIIEE YUPEKICHUSI.

5. Beinucars npuMepsl JaTUPOBKHA M IEPEBECTU AaThl HAa HOBBIM ctwib. B XIX B. pasHuna
MEXIy CTWIsIMH paBHsiach 12, B XX B. — 13 mHsAM.

6. Bemmcars npumepbl MOANMCAHUSA JOKYMEHTAa B WHCTAHLMAX Pa3HOM INOJYMHEHHOCTH H
ONKCATh COCTAB MOATMMUCH.

7. BeimucaTtbh OTMETKY HAa JOKYMEHTAaX U yKa3aTb UX Ha3HAUYEHUE, MECTO IIPOCTABIICHUS.

8. ®opMyIspbl TOKYMEHTOB COCTaBUTH I10 CXEME, MPEAJIOKEHHOM B TPETHEM 3aHATHH.

KonTpoJbHBIE BONIPOCHI:

1. B yem nposiBuiach TeHAECHIINS K YHU(PUKALUU GOPMBI U TEKCTa JOKyMeHTa ?

2. Yto Takoe TpadapeTHbIi U TUIIOBOM TEKCTHI ?

3. HazoBuTe cocTtaB OiaHKa JOKyMeHTa ?

4. Yem onpenensiics XxapakTep aIpecoBaHus JOKyMEHTa ?

Hcrounnku u tutepatypa

Ncrounuku:

beikoBa T.A. JlokyMmMeHTaniOHHOE oOecreueHrne ympaBlieHus  (IeIOMPOU3BOJCTBO)
[OnexTpoHHBIii pecypc]; yueoHoe nocodue/ T.A. brikoBa, T.B. Ky3nenona. -2-e uza. nepepab. u gom.
— Mocksa: Uuadpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepHuaJl K 3aHATHAM
1. ena yupexxnenuii 19 B.
2. KpaTkuii cioBapb BUI0B ¥ Pa3HOBUJHOCTEN JOKYMEHTOB.

Tabauma

Amnanns opopmiieHns peKBU3UTOB J0KYMeHTOB B X VI- XIX BB.

HaumeHnoBanue 1OKyMEHTOB OcobeHHoCcTH 0hOpMITCHHS PEKBHU3UTA

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

1. Bwupg noxymenra

2. Astop

3. Anpecar

4. Tekcr:
BBEJICHUE
OCHOBHAs 49acTh
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3aKJIIOUYCHHUE

5. [Hater

COCTaBJICHUS

MOy YEHUS
perucTpainuu

CocraB yaocTOBEepeHUS
7. OTMETKH Ha JOKYMEHTE

a

Dopmysap nokyMeHTa XX BeKa. —
Llenb 3aHATUS — W3YYEHHE Pa3BUTHS U OCOOEHHOCTEH (DOPMYISIPOB CIy>KEOHBIX JOKYMEHTOB
XX B.
B pe3ynbraTe BINONHEHUS 3aJaHUI CTYACHT JOJKEH:
umMems  npedocmaeienue O  PpEriJaMEHTAllMM  Tpolecca  JOKYMEHTHPOBAaHUS B
3aKOHOJATEIbHBIX akTaX XX B., pa3BUTHH (QOpMyJsipa JOKYMEHTa, TEHIEHUUSAX TpadapeTuzanuu
JIOKYMEHTOB;
3Hamb BUIIBI JOKYMEHTOB XX - B., OCOOEHHOCTH WX OQopMIIeHHUs, cocTaB (GopMyJsipa,
MOSIBJICHHE OJIAHKOB W UX BHJIBI, MOSBICHUE OTMETOK Ha JOKYMEHTaX, OTPAKAIOIIUX HX JABM)KCHUE B
YUpeXJIEHUHU U paboTy C HUMHU.
yMeTh aHATU3UPOBATh KOHKPETHBIE JOKYMEHTBI X X B.; COCTaBIASA UX (DOPMYJISIPHI.
3amaHus 1J151 CAMOCTOAITEJIbHOM PadoThI
1. I3y4uTh BUIBI U PA3HOBHIHOCTH JJOKYMEHTOB.
2. BoiaButh ocoOeHHOCTH OGOPMIICHUS PEKBU3UTA «aBTOP», OMHCATh COCTaB OJIaHKa M €ro
BU/IBL.
3. 3y4uTh TEKCT JOKYMEHTA.
4. Onucate NOPAAOK aIpeCOBaHUs JOKYMEHTA.
5. Beimucate naThl cocTaBieHHs, OOpaOOTKM, MONMUCAHUS U Jp., yKa3aTb MECTO UX
PacIoIOKEHHUS.
6. IIpoaHann3npoBaTh XapakTep yIOCTOBEPEHUS JOKYMEHTA.
7. Onucarb BUABI OTMETOK.
8. CoctaBUTh POPMYIISIPHI 2-X JOKYMEHTOB.
Hcrouynuku u aureparypa
beikoBa T.A. JlokymMeHTamoHHOE oOecreueHrne ympaBlIeHUs  (JIEIOMPOU3BOJCTBO)
[DnexTponHslii pecypc]; yuebHoe nocodue/ T.A. brikoBa, T.B. Ky3nenona. -2-e uza. nepepad. u gom.
— Mocksa: Undpa-M, 2018. -304 c. — Pexxum poctyna: http://znanium.com/go.php?id=942800/
PazpaTouHblii MaTepuaJl K 3aHATHAM
1. dena yupexaenuii 20 B.
2. Kpatkuii cnoBapb BUIOB U pa3HOBUIHOCTEH JOKYMEHTOB.
3. COOpHHK 3aKOHOJIATEIBHBIX aKTOB IO Jenonpon3BoAcTBY (1917-1970rr.) — Y4eb. mocobue
nox pex. A.3. Jlupmmna. — M. MIT'MAU, 1973. - 157 C.

Tema 4. DopMmynsip COBPEMEHHOTO YINPaBJIEHYECKOTO JOKYMEHTAa: MpaBuiIa 0oQpOpMIICHUS
PEKBU3UTOB— 12 yacoB
Lenp 3aHATHA — H3Y4YEHHE COBPEMEHHBIX TpPEOOBAaHHM TOCYZAPCTBEHHBIX CTaHIAPTOB U
HOPMAaTHUBHO-METOIUYECKUX aKTOB K 0(OPMIICHHIO CITYKEOHBIX TOKYMEHTOB.
B pesyinbrare BBINIOJIHEHMS 3aJaHUM CTYIEHT JOJIKEH:
umemy npeocmaenienue O TCHICHIMAX PA3BUTUSA JNOKYMEHTa W NPHUHLMIIAX IIOCTPOCHUS
dopmysipa-o6pasiia OpraHu3alMOHHO-PACTIOPIUTEIbHBIX JOKYMEHTOB;
3Hamb COCTaB PEKBU3UTOB U TPeOOBAaHUs I'OCYJApCTBEHHOIO CTaHAapTa K O(OpMIIEHHUIO
JIOKyMEHTA.
3HATh COCTaB PEKBU3UTOB U TpeOoBaHus [IpaBmi nenonpousBojcTBa B (eaepanbHbIX
OpraHax MCIOJHUTEIbHOMN BIACTU U METOANYECKUX PEKOMEHAALNN K COCTABIICHUIO JOKYMEHTOB.
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yMeTb IPOEKTUPOBaTh OJAHKU JTOKYMEHTOB YUYPEKICHUH W UMETh HaBBIKM DPabOTHI ¢
roCy/1apCTBEHHBIMHU CTaH/IAPTAMU U METOJUYECKUMH YKa3aHUSIMU 110 UX BHEAPEHUIO U PUMEHEHHUIO.
9.1.1 3apanus I CAMOCTOSATEJIBbHON PadoThI

W3yunTh KOMIUIEKT HOPMAaTHUBHO-METOJUYECKHX JIOKYMEHTOB 10 JOKYMEHTHPOBAHUIO
YIPaBICHYECKON AEATENbHOCTH : MeToJuuecKue PEeKOMEHIAIMM 10 pPa3paboTKe HHCTPYKLUUH MO
JIEJIONPOU3BOJICTBY B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOyNpaBJIeHUs, VYTB.
ITpuxazom Pocapxusa ot 24.12.2020 Ne 199.

[IpumepHass MHCTPYKLUS O JEIONPOU3BOJACTBY B TIOCYAAPCTBEHHBIX OPraHU3alUsiX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTponHslii pecypc]. — M., 2019. Pexxum goctyma:
http://www.consultant.ru/document/cons_doc LAW_305137/.

IoCTt P 7.0.97-2016. Hanumonanenelii cranpapt Poccuiickoit ®epepanuun. Cucrema
CTaHIApTOB MO HH(OpManuy, OHOIMOTEYHOMY M H3AaTelabcKoMy feny. OpraHus3alroHHO-
pacriopsiiuTenbHas JIOKyMeHTauus. TpeOoBaHUS K OGOPMIIEHUIO JOKYMEHTOB // [DIEKTpOHHBIN
pecypc]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons doc LAW_216461/.

1.U3yunts TOCT P 7.0.97-2016 c TpebGoBaHUAMH K O(GOPMIICHHIO JOKYMEHTOB, ONpPEICIUThH
€ro CTPYKTYpY, COCTaB pa3/IeioB.

2.U3yunts TpedoBanus 'OCTa k 61aHKy JOKyMEHTA.

3.Ilpoananu3upoBaTh MPEAJOKEHHYIO KOJUIEKIHIO JOKYMEHTOB, OIpPEIEIUTh PEKBU3UTHI,
yKa3aTb HEJOCTATKU B UX PACHOJIOKEHUU U 0(OPMIICHUH.

4.CocTaBUTh HA OCHOBAaHMM DAa3JAaTOYHOIO Marepuasia OnaHkud (OOIMH M Ui MUCHMA)
OpraHu3aliil W NpeAnpuATHd pa3IuyHbIX (OPM COOCTBEHHOCTH C BapHaHTAMHU IPOAOIBHOTO U
YIJIOBOT'O PACMOI0KEHHUS PEKBU3UTOB.

Yxa3aHus 10 BBIOJIHEHHIO 32/1aHNS.
1.U3yunts TpebOBaHHA K cOCTaBy MU OQOPMIICHHIO PEKBU3UTOB JIOKYMEHTOB U OJIaHKOB,
u3noxxkeHHele B “IIpaBuiax nenonpou3BOACTBa B T'OCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO
caMOyIIpaBJIEHUsI’, YTBEpKIEHHBIX INpukazoM Pocapxusa ot 22.05.2019 N 71. (cm. pasgen 2
“JIOKyMEHTHPOBAHUE YIIPABICHYECKOU EATEIBHOCTH )
2. N3yuuth TpebGoBaHMs K OPOpPMIICHHIO OJAHKOB M PEKBU3UTOB JOKYMEHTOB no HanmoHnanbHOMY
crangapty ['OCT P 7.0.97-2016 “Cucrema craHaapToB 1o uHpopmauuu, OUOIMOTEYHOMY U
u3zaTenbckoMy  geny.  OpraHu3allMOHHO-pacHopsiAUTENbHAs  JOKyMeHTauus. TpeOoBaHHs K
0(OpPMIICHHIO IOKYMEHTOB” .
3. U3yuutp TpeOoBaHus “MeTONMYECKHX PEKOMEHIAIMKA MO pa3pabdOTKe HWHCTPYKLIUH T10
JIEJIONPOU3BOJACTBY B TIOCYIHApCTBEHHBIX OpraHax, OpraHax MECTHOIO caMOyIIpaBiIeHus",
YTBEPKIIEHHBIX TpuKa3oM Pocapxusa ot 24.12.2020 N 199 k 61aHKam ¥ peKBU3UTAM JIOKYMEHTOB
(mpunoxenus 2, 3).
4. V3yuuTh NpeasioKeHHYI0 KOJUIEKIUIO (3-5 JOKYMEHTOB) M aHAJIM3HUPYs TOKYMEHTHI, BBISIBUTH
HEOCTaTKU B OoQopmieHHH OjaHkKa (OTCYTCTBHE HEOOXOIUMBIX PEKBH3UTOB M IPABUIBHOCTH
0(OpMIIEHHS UMEIOILUXCS); ONPENETUTh MPABUIBHOCTh PACIOI0KEHUS U 0POPMIIEHUSI PEKBU3UTOB
JIOKyYMEHTa (3arojioBKa, JaThl M HMHJEKCA, MOAMUCH, OTMETOK O MOCTYIJICHHH M HaIlpaBlICHUU
JIOKyMEHTa B JIEJIO U Jp.).
5.Ha ocHOBe pa3maToyHOro MaTepuaia CIpOeKTHPOBaTh OJaHKH JTOKYMEHTOB KOHKPETHBIX
OpraHM3alMi ¥ rocyJapCTBEHHBIX OpraHoB B cooTBeTcTBUH ¢ TpeboBanusimu I'OCT P 7.0.97-2016.
KoHTposbHbIe BOIIPOCH

1. Mepeuncnure BUABI HOPMATHBHBIX AaKTOB, PETIAMEHTHPYIONIME JOKYMEHTHPOBAHHE
YIPaBIEHYECKON JAESITEIbHOCTH.

2. Yem pasnuyaroTcs ooumii 6aHK 1 GaHK NHChMa, 6JaHK KOHKPETHOTO BUJIA IOKYMEHTA.

HMcrounnku u tutepatypa

HcrouHuku:

@®enepabHbIl  KOHCTUTYLMOHHBIH 3akoH oT 25 gnekabps 2000 r. Ne 2-®K3 «O
I'ocynapctBennoMm repoe Poccuiickoit @eneparuny // [nekTpoHHsbI pecypc]. — M., 2019. — Pexxum
nmoctyma: http:// www.consultant.ru/document/cons_doc LAW_29674/.
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[IpaBuna  genmonpou3BOACTBA B TOCYJAapCTBEHHBIX  OpraHax, OpraHax  MECTHOIO
camoympasiieausi, yTB. [Ipukazom PocapxuBa ot 22.05.2019 Ne 71 // [DnextpoHHBIH pecypc]. — M.,
2021. — Pexxum nmocryna: http:// https://base.garant.ru/72291836/.

Metonuyeckue peKoMEeHAAlMd 1o pa3paboTKe MHCTPYKIHUM 10 JIeJONpPOU3BOJICTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympasieHusi, yTB. Ilpukazom PocapxuBa ot
24.12.2020 Ne 199 // [Onextponnbii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHass MHCTPYKILUS O JEIONPOU3BOJICTBY B TIOCYAAPCTBEHHBIX OpraHU3alUsiX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTponHslii pecypc]. — M., 2019. Pexxum goctyma:
http://www.consultant.ru/document/cons_doc LAW_305137/.

IoCTt P 7.0.97-2016. Hanumonanenelii cranpapt Poccuiickoit ®epepanuun. Cucrema
CTaHJapTOB IO HHpOpMAIMK, OUOIMOTEYHOMY M H3AaTelabcKkoMy Jeny. OpraHu3alloHHO-
pacriopsiiuTenbHas JIOKyMeHTauus. TpeOoBaHUS K OGOPMIIEHUIO JOKYMEHTOB // [DIEKTpOHHBIN
pecypc]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXHWBHOE [Je0. TEpMHUHBI U ONpEICIICHUS.-

[DneKTpOoHHBII pecypcl]. - M., 2019. Pexxum JIOCTyTa:
http://www.consultant.ru/document/cons_doc LAW_163800/.
Jluteparypa:

boikoBa T.A. JlokyMmMeHTalMOHHOE oOecleyeHue ympaBieHus  (JAeI0NpPOU3BOJICTBO)
[DnexTponHsIil pecypce]; yueoHoe mocodue/ T.A. beikosa, T.B. Ky3nenoga. -2-e uza. nepepad. u gor.
— Mocksa: Uadpa-M, 2018. -304 c. — Pexxum poctyna: http://znanium.com/go.php?1d=942800/

Pa3naTouHblii MaTepuaJ K 3aHATHAM:

- T'OCT P 7.0.97-2016. Haumonanwhbiii cranmapt Poccuiickoit ®enepauuu. Cucrema
CTaHJIapTOB 1O uHPOpManuu, OWUONMMOTEYHOMY M H3AaTeNbcKOMy neny. OpraHu3aloHHO-
pacriopsiiuTenbHas JOKyMeHTalus. TpeboBaHus K 0(OPMIIEHUIO IOKYMEHTOB.

- IlpaBuna nenompou3BOJACTBA B  TOCYJIApPCTBEHHBIX OpraHax, oOpraHax MECTHOIO
camoynpasienusi, yTB. Ilpukazom Pocapxusa ot 22.05.2019 Ne 71 // [Onekrponnsii pecypc]. — M.,
2021. — Pexxum noctyna: http:// https://base.garant.ru/72291836/.

Metoauueckiue peKOMEHJAMK MO pPa3paboTKe MHCTPYKUMH 1O JI€IONPOM3BOJCTBY B
roCy/apCTBEHHBIX OpraHax, OpraHax MECTHOro caMmoymnpasieHus, yTB. I[Ipukazom PocapxuBa ot
24.12.2020 Ne 199 // [Onektponnsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[TpumepHass MHCTPYKLUS MO JAEIONPOM3BOJICTBY B TOCYAAPCTBEHHBIX OpraHU3alMsiX, YTB.
[Tpuka3zom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTponHslii pecypc]. — M., 2019. Pexxum nocryma:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

Komtekuust 1OKyMEHTOB.

10. Tema S. Opranu3zanMoHHbIe, PACIIOPSAAUTEIbHbIC H HHPOPMALMOHHO-CIIPABOYHbBIE
AOKYMEHTBhI — 28 yacoB

JIoKyMeHTHpOBaHHUE PACTIOPAIUTEIbHOM e TETbHOCTH —

Henp 3ansATuUsS — wH3ydyeHHE TPeOOBAHUN TOCYJApPCTBEHHBIX CTAaHAAPTOB M HOPMATHBHO-
METOAMYECKUX AKTOB K COCTaBJICHUIO M O(OPMIICHHIO PacCHOPSAUTENBHBIX JOKYMEHTOB, MOJIy4YEeHUE
HaBBIKOB X COCTABJICHUS U OPOPMIICHHS IO 33JaHHBIM CUTYaIHSIM.

B pesynbrare BhINOIHEHUS 3aJaHUN CTYAEHT JIOJKEH:

umemy npeocmagnenue O CUTYallUsAX, TPEOYIOUIMX U3JaHUS PacHOPSIUTEIbHBIX
JIOKYMEHTOB,;
3Hamp BUIBl PACIOPAIUTENIbHBIX JOKYMEHTOB; COCTaB PEKBU3UTOB (opMyiisapa
pacropsUTEIbHOTO JOKYMEHTa U TpEOOBaHUS K X COCTABJICHUIO U 0(OPMIICHUIO.
YMeThb COCTaBIJIATh U 0OQOPMIIATH PACTIOPSAUTENBHBIC JOKYMEHTHI 110 3aIaHHBIM CHTYalHsIM
U UMETh HAaBBIKU X O()OPMIICHUS Ha KOMIIBIOTEPE.
3agaHus A9 caMOCTOSITeIbHON PadoThI

1. U3yuuth TpeOGOBaHMs, NPEABABIsIEMbIE K COCTABICHUIO U O(POPMIICHHUIO PACIOPSAUTEIBHBIX

JIOKYMEHTOB.
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2. CoctaBuTh ¥ 0()OPMUTH IPUKA3 TIO OCHOBHOM J1€ATEIHHOCTH.

3. CocTaBUTh U 0OPMUTH pPACHOPSIKEHHE.

Yxa3aHusi 10 BBIOJHEHHIO 3a/1aHUS

1. YTOYHHUTH COCTaB pEKBU3UTOB, BXOAAIIUX B (POPMYJIsp MpHKa3a, pacoOps>KEHUSI.

W3yunte TpebGoBanusi MeToauyeckue PpPEKOMEHJAIMM 10 pa3padoTKe MHCTPYKIHMHA 110
JIEJIONPOU3BOJICTBY B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYyNpaBJIeHUs, VYTB.
ITpuxazom PocapxuBa ot 24.12.2020 Ne 199, IIpumepHO HMHCTPYKIMM IO AEIONPOM3BOACTBY B
rOCyJapCTBEHHBIX OpraHm3anusx, yTB. lIpmkazom PocapxuBa ot 11.04.2018 Ne 44) x cocraBy
PEKBU3UTOB U CTPYKTYpE TEKCTA MPUKa3a 10 OCHOBHON JESITEIBHOCTH.

YTOUHUTH pa3iuyusl B COCTaBJICHUM IPUKa3a 1O OCHOBHOM NEATEJBHOCTH M IO JINYHOMY
cocraBy, oOpaiasi BHUMaHHe Ha IOPsI0K 0o(popMIIeHHs CChUIKH (YIIOMUHAHUS) HA APYTrOi JOKYMEHT U
YHU(PUKALMIO TEKCTOB MPUKA30B 110 JIMYHOMY COCTaBY.

2. CocTaBUTh TOKYMEHTBI HAa OCHOBE MPEAJIOKEHHBIX IIPETIOAABATENEM CUTYaLUH.

KonTpoJibHbIe BOonpochl

1. Ilepeuncnure peKBU3UTHI, BXOASIIHME B (HOPMYJIISp MPUKaA3a.

2. HazoBuTe CTpyKTYypy NpHKa3a M0 OCHOBHOM JAEATEIbHOCTH.

3.YeM oTanyaerca CTPYKTypa TEKCTa IpUKa3a IO JIMYHOMY COCTaBy M OCHOBHOMU
JIeSITEIIbHOCTH.

4. Ha3oBuTe CPOKH XpaHEHUs IPUKA30B.

5. HazoBuTe pekBU3UTHI, BXOJSAIINE B (DOPMYJISIp PACTIOPSIKEHUS.

6. UeM oTnnyaercs CTpyKTypa TEKCTa pacIOpsHKEHMS OT IPUKa3a 10 OCHOBHOM JEATEIBHOCTH.

Hcrounnku u tutepatypa

Hcrounuku:

Meronuyeckue pekoMEeHAAalUd 1o pa3paboTKe MHCTPYKIHUM 10 J1eJONpPOU3BOJCTBY B
roCy/lapCTBEHHBIX OpraHax, OpraHax MECTHOrO caMmoynpasieHus, yTB. IIpukazom Pocapxmsa ot
24.12.2020 Ne 199 // [OnextpoHHbli pecypc]. — M., 2021. — Pexum pocryna: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.

[TpumepHass MHCTPYKIMS IO JEIONPOU3BOJACTBY B TOCYJIApPCTBEHHBIX OpraHHU3aIUsX,
y1B. IIpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
[TocranoBnenune I[lpaButensctBa P® ot 15.06.2009 Ne 477 «O0 yrBepxkaenun IlpaBun
JIeNIONPOU3BOACTBA B (heJiepalbHBIX OpraHax MCHOJIHUTENBHOW BiacTh»// [DNeKTpoHHBIH pecypc]. —
M., 2019. — Pexxum noctymna: http://www.consultant.ru/document/cons_doc_ LAW_88695/.

I'OCT P 7.0.97-2016. Hauuonanenbeiii crangapt Poccuiickoit @epepauun. Cucrema
CTaHAApTOB 1O uWH(OpManuu, OUOIMOTEYHOMY U M3AaTelbckoMy Jneny. OpraHu3alroHHO-
pacnopsauTenbHas JOKyMeHTanus. TpeOoBaHMS K OQOPMIICHHIO JOKYMEHTOB // [DIEKTPOHHBIH
pecypc]. — M., 2019. Pexxum poctyma: http:/ www.consultant.ru/document/cons_doc LAW_216461/.

Jlureparypa:

beikoBa T.A. JlokyMmMeHTamMOHHOE oOecreueHrue ympaBlieHus  (IEJIOMPOU3BOJCTBO)
[DnexTpoHHBI pecypce]; yueOnoe nmocodue/ T.A. brikopa, T.B. Ky3unenona. -2-e u3a. nepepab. u gom.
— Mocksa: Uuadpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepHuaJ K 3aHATHAM:

Metoauyeckie pEeKOMEHJAMK MO0 pPa3paboTKe WHCTPYKIHMA TO JIEIONPOM3BOJICTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMmoympamieHus, yTB. I[Ipukazom PocapxuBa ot
24.12.2020 Ne 199 // [DOnekrponnsii pecypc]. — M., 2021. — Pexum npocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHass MHCTPYKLHSA IO JEJIONPOU3BOJCTBY B TOCYJApPCTBEHHBIX OpraHU3alUsiX, YTB.
[Tpuxazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTponnslii pecypc]. — M., 2019. Pexxum 'OCT P
7.0.97-2016. HanumonaneHelii ctanmapt Poccuiickoit ®enepaunu. Cucrema craHgapToB IO
uHpopManuy, OUOIMOTEYHOMY U U3JATENbCKOMy Jeny. OpraHu3aluOHHO-PACIIOpPsIUTENbHAS
nokymeHrtanusi. TpeboBaHus K 0OPMIICHHIO JOKYMEHTOB.

Anp60M yHUPHUIMPOBAHHBIX (OPM MEPBUUHON YUETHON TOKYMEHTALMU MO YUYETY TpyAa U €ro
OIIaThl, yTBEPKACHHBIN noctaHoBiaeHueM ['ockomcrata PO ot 05.01.2004 Ne 1.
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Marepuansl ¢ UHIMBUAYAIBHBIMU 33JJaHUSMU JJIS1 CAMOCTOSITENIBHOT'O COCTAaBJICHUS TIPUKA30B
Y PACHIOPSKEHUN.

JIOKyMEHTUPOBaHNE AESITEIbHOCTH KOJUIETHAIBHBIX OPTaHOB —

[lenb 3aHATHSA — U3yyeHUe TpeOOBaHUI K JOKYMEHTaM, CO3/1aBa€MbIM B IIPOLIECCE MOATOTOBKU
U 00CITy>KUBaHHS COBELIAaHUH.

B pe3ynbTare BhINOJHEHUS 3aaHUN CTYAEHT JOJKEH:

umemsy npeocmaeieHue O BUAAX KOJUIETHAIBHON JEATEIBHOCTH M Hopsake €€
JIOKYMEHTHPOBAHUS;

3Hamb COCTaB JIOKyMEHTOB, CO3[aBaeMbIX MU IOATOTOBKE COBEILAHHUM, TpeOOBaHHS K
bopMyIApy MPOTOKOJIA, TOPSAKY €0 COCTaBIEeHUS U 0(hOPMIICHUS;

yMeTb COCTaBISATH U OQOPMIATH MPOTOKOJN M JOKYMEHTHI, CO3JaBaeMble B IpoIecce
MOJATOTOBKU COBEILIAHUSI.

yYMeThb COCTaBJISATh U OOPMIISATH BBITUCKY U3 IPOTOKOJIA.

yYMeTb COCTaBJISITh U OPOPMIISITH PEIICHHUE.

10.1.1 3aganus 3Jst CAMOCTOATEILHONH PadoOTHI

1. U3yunth TpeOOBaHHUSA, MPEABABISEMbIE K COCTABICHUI0O M O(OPMIIEHUIO MPOTOKOJIA U
peLIeHus.

2. CocTaBuTh NpUIIIALIEHUE HA 3aCeaHue.

3. CocTaBUTh IPOTOKOJI COBEIAHUS.

4. OpopMUTD BBIITUCKY U3 IPOTOKOJA.

5. OpopMuUTh perieHue.

Yka3aHus 10 BbIIOJHEHHIO 32/IaHHS.

1. YTOUHUTH 3Tanbl MOATOTOBKM COBEIAHUN M BUJBI JOKYMEHTOB, CO3AaBAEMbIX Ha KaXKIOM
sTarne (oBecTKa JIHS, CIMCKU YYaCTHUKOB U T.J.).

2. YTO4YHUTH 0COOEHHOCTH (OopMyJIsipa MPOTOKOIA, TPEOOBAHUS K PEKBU3UTaM, U3JI0KECHHBIE B
roCy/JapCTBEHHOM CTaHAAapTe U METOJUYECKHX PEKOMEHJalusx, oOpalas BHUMaHUE Ha COCTaB
MH(POPMALIMU B TEKCTE MPOTOKOJIA, 0COOEHHOCTH €r0 MOINMCAHUS, CPOKU O(POPMIICHHUS.

3. Onpenenuts pa3znuuus TpeOGOBaHUM K MIPOTOKOIY TOJTHOMY M KPaTKOMY.

4. CocTaBUTh CaMOCTOSITEJIPHO HAa OCHOBAaHWM Pa3faTOYHOIO MaTepuaya IPOTOKOJ, BBITUCKY
U3 MIPOTOKOJIA, PEIICHHUE.

KoHnTpoJsbHBIE BONIPOCHI:

1. TMepeuncnure peKBU3UTHI, BXOASIIKE B HOPMYIISP IPOTOKOIIA.

2. Ha30BuTE CTPYKTYpPY TEKCTA IIPOTOKOIIA.

3. B uéM omiMuKe NpOTOKOJIA MOJHOTO U KPAaTKOTO.

4. YKaxuTe TOPANOK IOATOTOBKM COBEIIAHWS M KAaKUE JOKYMEHTBI CO3/AIOTCS B XOJE
HOJTrOTOBKH.

5. TlepeunciuTe PEKBU3KTHI, BXOASIINE B HOPMYIISP PELICHHUS.

6. B ueM Ha3HAYEHHE BBHINUCKH U3 IIPOTOKOJIA.

HUcTounuku u quteparypa

Hcrounuku:

Mertoandeckue peKOMEHJAlMM 10 pa3pabOoTKe WHCTPYKUMH 1O J€JIONPOU3BOJICTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOro caMmoynpasieHus, yTB. IIpukxazom PocapxmBa ot
24.12.2020 Ne 199 // [Onextponnbii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[TpumepHass MHCTPYKLUS IO JAEIONPOM3BOJCTBY B TOCYAAPCTBEHHBIX OpraHU3alMsAX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnexTponHsiii pecypc]. — M., 2019. Pexxum noctyma:
http://www.consultant.ru/document/cons_doc LAW_305137/.

IoCt P 7.0.97-2016. Hanumonanenelii cranpapt Poccuiickoit ®epepanuun. Cucrema
CTaHIAPTOB 1O HMHpOpManuu, OHOIMOTEYHOMY W u3AarenbckoMy aeny. OpraHu3aluoHHO-
pacriopsiiuTenbHas JTOKyMeHTauus. TpeOoBaHUS K OGOPMIICHUIO JOKYMEHTOB // [DIEKTPOHHBIH

pecypc]. — M., 2019. Pexxum noctyma: http:// www.consultant.ru/document/cons doc LAW_216461/.
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I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO W apXUBHOE Jeno0. TepMHHBI M ONpeneNeHUs.-

[DneKTpOHHBIN pecypc]. - M., 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc LAW_163800/.
Jluteparypa:

boikoBa T.A. JlokyMmMeHTalMOHHOe oOecleyeHue ympaBieHus  (JeI0NmpOU3BOJICTBO)
[DnexTponHsbIit pecypce]; yueoHoe mocooue/ T.A. beikosa, T.B. Ky3nenoga. -2-e uza. nepepad. u jor.
— Mocksa: Uadpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/

Pa3znaTounsblii MaTepuaj K 3aHATHAM

Metoauueckie peKOMEHJAMK MO pPa3paboTKe WHCTPYKIMHA 1O JIEIONPOM3BOJICTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympasieHusi, yTB. llpumkasom PocapxmBa ot
24.12.2020 Ne 199 // [Onekrponnsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.
[TpuMepHass HHCTPYKIMS MO JEIONPOU3BOACTBY B IOCYIAapCTBEHHBIX OpraHu3alnusax, yTB. [Ipukazom
PocapxuBa ot 11.04.2018 Ne 44) // [Onextponnsiii pecypc]. — M., 2019. Pexum poctymna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

Marepuansl € WHAMBHAYaJIbHBIMH 33JaHUSAMH JUISI  CAMOCTOSATENBHOTO  COCTaBJICHUS

JIOKYMEHTOB.
CocraBnenue nH(OPMaLMOHHO-CIPABOYHBIX TOKYMEHTOB —
Lenp 3aHATHS — WU3yyeHHE Ha3HA4YCHUs WH(POPMAILIMOHHO-CIIPABOYHBIX JOKYMEHTOB U

ocobeHHocTel ohopMIIeHUS KaX10Tr0 BUa 3TOM rpyIIibl JOKYMEHTOB.
B pesynbrare BeINONHEHN 3aJaHUI CTYACHT JOJDKEH:
uMemy npeocmagieHue O TUIIOBBIX CHUTyalUsiX, O(QOPMIISEMBIX YHUPHUIMPOBAHHBIMU
dbopmamMu HHPOPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB;
3Hamp BUIBl HWH(DOPMALMOHHO-CIPABOYHBIX JIOKYMEHTOB; TpeOoBaHUS K (OpMyIsipy
Ka)KI0r0 BUJA;
yYMeTb COCTaBJISITh BCE BUJbl HHPOPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB U UMETh HaBBIKU
ux opOpMIICHHUS Ha KOMIIbIOTEpE.
3agaHus A9 caMOCTOSITeIbHON PadoThI
1. 3yunTh nmpaBuia cocTaBieHUs U 0(hOpMIIEHUS] HHPOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB,
0o0paTHB BHUMaHHE Ha OCOOEHHOCTH TPEOOBaHUMN K KaXKIOMY BHUY.
2. CocraButb M odopMuth B coorBercTBUM C TpeboBanusmu ['OCT P 7.0.97-2016 u
MeTtonnueckux peKOMEeHAAIUI:
® IOKJIa/IHYIO 3aIUCKY (BHYTPEHHIOIO U BHEIIHIOIO);
*00BSICHUTENIFHYIO 3aMMCKY (BHYTPEHHIOK 1 BHEIIIHIOK);
*CIIPaBKY;
®aKT;
emicbMa (rapaHTHIHOE, HAlIOMUHAHUE, TPUTJIALIeHNe, YBEIOMIICHHE, PeKJIaMalllio U T.1.).

Yka3aHus 10 BbINOJHEHUIO 32 JaHUS
1. Yrounute Buasl mHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB M IPH KaKUX YIIPABJIEHYECKHX
CUTYaLUsAX OHU CO3JIAI0TCS.
2. BBISBUTL 0COOEHHOCTH KAXKIOTO BU/Ia HHPOPMAIIMOHHO-CIIPABOYHOTO JTOKYMEHTA.
3. Usyuuts TpeGOBaHUS TOCYIAPCTBEHHOTO CTAHAAPTA K OQOPMIIEHHIO PEKBU3UTOB, BXOIAIIMX
B THIIOBOW (hOpMYJISIp KaXKI0T0 BUJA HH(OPMAIIMOHHO-CIIPABOYHOTO TOKYMEHTA.
4. CocTaButh 1 0GOPMHUTE JJOKYMEHTBI B COOTBETCTBUHM € MOJYYEHHBIMH 3 1aHUSIMH.
KoHTpo/ibHBIE BOIPOCHI
1.laiiTe onpeneneHre U YKaxKUTe THIIOBON popMyIisip:
® TOKJIAJHOM 3aITNCKU,
*00BSICHUTENILHON 3aITUCKH;
®CIIPABKU;
®aKTa,
eCiTy’eOHOT0 NrchbMa (Ha30BUTE €T0 Pa3HOBUAHOCTH);
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2.YkaxxuTe 0COOCHHOCTH 0(OPMIICHHSI THCEM.

3.B uém ocobeHHOCTh 0(OpMIICHHS MUCbMA-0TBETA.

4.Kaxue TpeOOBaHUS MPEABABISIOTCA K TEKCTY MHCEM.

HcrouyHukm u uTeparypa

Hcrounuku:

MeTtonuyeckue peKOMeHIAlMK M0 pa3padoTKe MHCTPYKIMM MO AeTONpPOU3BOJACTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOrO caMmoynpasieHus, yTB. IIpukazom PocapxmBa ot
24.12.2020 Ne 199 // [Onextponnsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[TpumepHass MHCTPYKLMSI IO JI€JONPOU3BOJICTBY B FOCYJapCTBEHHBIX OpraHu3alusx, yTB. [Ipukasom
PocapxuBa ot 11.04.2018 Ne 44) // [DOnextponnsiii pecypc]. — M., 2019. Pexum nocrymna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

IoCTt P 7.0.97-2016. Hanumonanenelii cranpapt Poccuiickoit ®epepanuun. Cucrema
CTaHJapTOB IO HHpOpMAIMK, OUOIMOTEYHOMY M H3AaTelabcKoMy Jeny. OpraHus3alroHHO-
pacriopsiiuTenbHas JTOKyMeHTauus. TpeOoBaHUs K OGOPMIIEHUIO JOKYMEHTOB // [DIEKTPOHHBIH
pecypc]. — M., 2019. Pexxum noctyma: http:// www.consultant.ru/document/cons doc LAW_216461/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXMBHOE [Je0. TEpMHUHBI U ONPEIEIICHUS.-

[DneKTpOoHHBII pecypcl]. - M., 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc LAW_163800/.
Jlureparypa:

boikoBa T.A. JlokyMmMeHTalMOHHOE oOecleyeHue ympaBieHus  (JAeI0NpPOU3BOJICTBO)
[DnexTponHsIit pecypce]; yueoHoe mocodue/ T.A. beikoa, T.B. Ky3nenoga. -2-e uza. nepepab. u jor.
— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?1d=942800/

Pa3znaTounblii MaTepuas K 3aHATHAM

I'OCT P 7.0.97-2016. Hanuonaneublii crangapt Poccuiickoit Penepauuu. Cucrema
CTaHAApTOB 1O uWH(pOpManuu, OMOIMOTEYHOMY U M3AATeNbcKOMy Jneny. OpraHu3airoHHO-
pacriopsiiuTenbHas JOKyMeHTalus. TpeboBaHus K 0(OPMIICHUIO IOKYMEHTOB.

Meronuyeckue peKkoMEeHAAlMd 1o pa3paboTKe MHCTPYKIHUM 1O J1eJIONpPOU3BOJICTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympanieHus, yTB. Ilpukasom PocapxuBa ot
24.12.2020 Ne 199 // [OnextpoHHblii pecypc]. — M., 2021. — Pexum pocryma: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.

Marepuansl ¢ MHAMBUIYaJbHBIMM 3aJaHUSMU JJII  CaMOCTOSITEJIBHOTO  COCTaBJICHHS
JIOKYMEHTOB.

Tema 6. Kommiekcnbl 1okymMenToB. HayuHo-ncTopuyeckas u NpakTuyeckasi LeHHOCTh
J0KYMeHTa— 8 yacoB
[IpoBoasTCs 1BE 03HAKOMUTENBHBIE SKCKYPCHH B TOCYapCTBEHHBIE apXUBBHI.

9.2. MeToauueckue PEKOMEHIAUHA ITO MOATOTOBKE MUCbMECHHBIX pa60T

B pa3gen BkiroueHsl TpeOOBaHUS K MOJATOTOBKE, COJEPKAHHUIO, U O(POPMIICHHIO NMMCHhMEHHBIX
paboT MpeayCMOTPEHHBIX YUYeOHBIM IJIAHOM WM pabodel mporpamMmoil (KypcoBas paboTa, 3cce,
pedepar, moxnan u T.m.). [Ipm Hammumum kadeapanbHbIX WK (DaKyIbTETCKUX PEKOMEHAAWH MO
MOJIrOTOBKE TMHCHMEHHBIX paboT paszaen Bkiovaercs B PIIJ] mo ycMoTpeHHIO mpernojaBaTens -
COCTABHTEIISL.

B naHHbIN pa3gen Mbl BKIFOYMAIH PEKOMEHIAIMH K MTOJTOTOBKE, COACPKaHUIO U 0(OPMIICHUIO
MUCHMEHHBIX PadOT, MPETYCMOTPEHHBIX Y4YEOHBIM IUTAHOM WM padodel mporpamMmoil (KypcoBas
pabora, acce, pedepaT, TOKIaaA W T.IL.). TakuM o0pa3oM, PEKOMEHIAIMH OTPaXKalT oOIue
TpeOOBaHUS K MUCBMEHHOU paboTe, TpPeOOBaHUS K €€ COACPKAHHIO, 00bEMY B CTPYKTYPE.

[TucbmenHas paborta siisieTcss (JOpMOM OpraHM3alid HAYYHOTO MaTepHalia, OTpaXkarolei
JIOTHKY UCCIIEIOBaHMs, OOECIICYMBAIOIIEH €IWHCTBO M B3aMMOCBI3aHHOCTh BCEX JJIEMEHTOB
conepxanus. CTpyKTypa MarucTepckon padoThl JODKHA COOTBETCTBOBATH KPUTEPHSIM IIEJIOCTHOCTH,
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CHCTEMHOCTH, CBSI3HOCTH M COpPa3MEPHOCTH (COOTBETCTBUS 0OBbeMa ()parMeHTa TEKCTa €ro Hay4dHOMH
€MKOCTH).

[Ipu BbIOOpe Ha3BaHUS pPAOOTHI CJEAyeT MOMHUTh, YTO OHO JOJDKHO OBITH SICHBIM,
OoubmuorpaduecK TOYHBIM, COJIEPKATEIIBHO OMPENEICHHBIM, TMPOOJIEMHBIM, KOMITAKTHBIM |
TUTEPATYPHBIM.

OO0s13aTeNbHBIMU  CTPYKTYPHBIMU 3JIEMEHTAaMHU THCbMEHHOM paboThl SIBISIOTCS BBEJEHUE,
OCHOBHas 4acTh, 3aK/II0UeHNe U Onbnmorpaduyeckuii CIMCOK/CIMCOK UCTOYHUKOB M JIUTEPATYPHI.

PaGotbl MOryT BBINOJHATHCS B pasHbIX kaHpax. U cienyer HM3HAYaldbHO ONPEAENTUTH 3TOT
xaHp. OmHO 170, eclii TOTOBUTCS Yy4ueOHbIM TekcT. OH JOIKEH NpPOJEMOHCTPUPOBATH Hally
KBaJIM(UKAIMIO, COOCTBEHHO HCCIEI0BATEIbCKIE PEe3yJIbTaThl TaM KelaTeIbHbl, HO HE 00s3aTeNIbHBI.
Jpyroe - eciau pedb MAET O CAMOCTOSITENILHOW MCCIEOBATENbCKOM paboTre, KoTopas oOpalleHa K
npodeccuonanam. Tperbe - eciau Mbl 33AyMald TaK Ha3bIBa€MbI Hay4YHO-IOMYJISIPHBIM TEKCT,
KOTOPBII aJJpecoBaH He TOJBKO NMPO(hEeCCHOHAIBHON, HO U 00Jiee MUPOKOH ayAUTOPHH.

OOyyarommiicss JOKEH MPOJEMOHCTPUPOBATh B  KOHTPOJIBHOW  paboTe  BIaJICHHE
TEPMHUHOJIOTHYECKHM  almapaToM  MEXIUCHUIUIMHAPHOCTH, 3HAHME METOJOB  COLUAJbHBIX,
T'YMaHUTApHBIX, €CTECCTBCHHOHAYYHBIX JUCIHMIUIMH, WPUMEHSEMBIX B HCTOPHOTpAQUICCKON W
MCTOYHUKOBEAUECKON MpakTUke. [Ipy 3TOM aKTMBHO HCHOJB3YIOTCS MOJIYYEHHBIE B XOAE OCBOCHHUS
JTUCLUIUIMHBI 3HaHUS MEXKIUCIUIUIMHAPHBIX MOJIX0I0B, UCIIOJIb3YEMBIX B UCTOpHOrpaduu n3ydaeMoit
TEMbI U POJICTBEHHOM €l mpolieMaTHKe.

CtpykTypa paboThl J0JKHA COOTBETCTBOBATh YTBEP)KIEHHOMY PYKOBOAMTENEM IUIAHY U, Kak
MIPAaBUIIO, COCTOSATH U3 CIEAYIOIIUX YacTei: TUTYIBHOTO JIUCTA, OTJIABJICHUS, BBEACHMS, 0003HAUCHHUIA
U COKpallleHu# (Ipu HeoOXOAMMOCTH), OCHOBHOM 4acTH (IJ1aB M naparpadoB), 3aKIIOUYEHHUS, CIIHCKA
MCIOJIb30BAaHHOM JIMTEpaTyphl W HCTOYHHMKOB, MPHIOKEHUH, BCIOMOTATENbHBIX yKaszareiel (mpu
HEO0OXOAMMOCTH ), TpauuecKoil YacTu (MIUTFOCTPAIIMOHHBIN MaTepHa/ TIpe3eHTAITH ).
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[Ipunoxenue 1. AHHOTaIU
paboueil mporpaMMBbl TUCIUILTAHBI

AHHOTAIIAA PABOUYEM ITPOT'PAMMBI JIUCIIUILINHBI

JuctunnuHa (MOIyNb) peanusyeTrcsi Ha (DaKyJIbTeTe apXWBOBEACHHUS W JOKYMEHTOBEICHHS
kadenpoii JOKYMEHTOBEICHHUS, Ay TUOBU3yaIbHBIX U HAYYHO-TEXHUYECKUX apXUBOB.

ens auCHUTIIUHBI — W3yYEHHUE 3aKOHOMEPHOCTEH MOKYMEHTOOOpa30BaHUS, CKJIAJBIBAHUS U
pPa3BUTHS CHCTEM JOKYMEHTAIMH, TEOPETHUECKUX U MPAKTHUYECKUX MPOOJIEeM CO3[AaHUS JOKYMEHTOB
opraHaMH TOCYJAapCTBEHHOW BJIACTH, MECTHOTO CaMOYIIpPaBJICHUS H OpraHU3AlHUsIMHU 000
OpraHU3aIMOHHO-TIPABOBOU (POPMBL.

3apaum QM CUUIITHHBI:

MOKa3aTh B3aMMOCBS3b HH(POPMAIINH U JOKYMEHTA;

MPOCIICIUTh HBOJIIOIMIO JIOKYMEHTa, KaK HOCUTENs WHOOpMAIuu, pa3BUTHE CIOCOOOB
JIOKYMEHTHUPOBAHUS U MaTepuasoB st pukcaruu uHGopmanmu;

MIPOAHAIIM3UPOBATH MPOIIECC CKIAABIBAHUS U pa3BUTHA (POpMyIIsipa JOKyMEHTA;

MIPOAHAIIU3UPOBATH MPOLECC CKIAAbIBAHUS U PA3BUTUS CUCTEM JIOKYMEHTALIUH;

BBISIBUTh W TOKa3aTh TEHACHIIMH YHU(UKAIMK, CTaHIAPTHU3ALUU U KJIACCH(PUKAINHN KaK
OTZIETBHBIX (POPM TOKYMEHTOB, TaK U CUCTEM JOKYMEHTAIMH B LIETIOM;

MOKa3aTh COBPEMEHHBIC TPEOOBAHMS K COCTABICHUIO U 0()OPMIICHHUIO TJOKYMEHTOB;

MPUBUTH HABBIKH aHAIH3a IOKyMEHTA;

MPUBUATH HABBIKM COCTAaBJICHUS JIIOOBIX BHJOB JOKYMEHTOB M IPOCKTUPOBAHUS
YHUQUIUPOBAHHBIX ~ (OpPM  JOKYMEHTOB, CHCTEM  JOKYMEHTallMM U  HH(POPMAIMOHHO-
JIOKYMEHTAITMOHHOW CHCTEMBI YUPEKICHHUS B IIETIOM.

JucuumnnuHa (MOAYJb) HAaMpaBiieHa Ha (OPMHUPOBAHUE CIEAYIOMUX KOMITETEHITHIH:

OIIK -2.3. Pemaer ympaBieH4Yeckue 3afaud B cdepe MOKYMEHTAlMOHHOTO O0ecredyeHus
yIIpaBJIeHUS] U apXUBHOTO JIeja

OIIK -3.3. Mcnonb3yer B3aUMOCBSI3M JOKYMEHTOBEIAECHUS M apXMBOBEACHHUS CO CMEXHBIMU
HaYKaMI/I nu HaquBIMH JUCHUIINIMHAMHN

B pesynbrare ocBOeHUS AUCHUTUIMHBI (MOIYJIS1) OOYYAIOIIHIACS TOMKEH:

3HaTh:

byHKIIMU ToApasfeneHuid B cdepe JOKYMEHTAIlMOHHOTO OOecTeueHus] yIpaBleHUS W
apXUBHOTO JIeTIa;

CMEXHBIE C TOKYMEHTOBEJEHUEM U apXUBOBEJACHUEM HAYUYHbIE TUCIUILIUHBIL.

YMeTh:

BBIMIOJHATH PabOTy MO JOKYMEHTAIMOHHOMY OOECMEUYEeHHUIO YMpPaBIEHUS MU apXUBHOMY
XPaHECHHUIO;

BBISIBJISATH B3aMMOCBSI3M MEXKIY JOKYMEHTOBEJACHUEM, apXUBOBEACHUEM U APYTMMHU HAyYHBIMU
JTUCLMILIMHAMU

Baanern:

HaBBIKAMHU BBIOOpa HaWOOJiee ONTHMAILHOTO PEIICHUs YIPaBICHUSCKUX 3amad B cdepe
JIOKYMEHTAIlMOHHOTO 00eCIeYeHNs YIPaBICHUS U apXUBHOTO JIeNa;

HaBbIKaMH I/IHTepHpeTaHI/II/I 3HaHI/II71 B O6J'IaCTI/I CMCIKHBIX Hay‘-IHI)IX JOUCLHUITIIINH HpI/I pemeHHe
3aj1a4 B chepe TOKyMEHTOBEICHUS 1 apXUBOBEICHUSI.

[To nucuuIuIMHE peTyCMOTpEHa aTTecTaus B popme 3K3aMeHa.
OO6mas Tpya0EMKOCTh TUCIUTUTHHBI COCTaBISAET § 3.¢., 288 akaJeMHUECKUX YacCOB.



