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|. [losicHUTE/IbHAS 3aNMCKA
1.1. Heas u 33124y AUCHUNIMHBI (MOTYJIA)

Henp mgucommmuasl  — llenp  AMCOMIUIMHBI —  W3y4eHHE  3aKOHOMEPHOCTEH
JOKYMEHTOOOpPa30BaHMs, CKIAJBIBAHUS W Pa3BUTH CHCTEM JOKYMEHTAIIMH, TEOPETUYCCKUX U
MPAKTUYECKUX TPOOJIEM CO3MaHMs JOKYMEHTOB OpraHaMH rOCYIapCTBEHHOU BJIACTH, MECTHOTO
CaMOYTIPaBIICHUS ¥ OPraHU3AMSIMHE JTF000H OPraHU3AIMOHHO-TIPABOBOM (DOPMEI.

3agaum AMCHMILIMHBI

— TOKa3aTh B3aUMOCBS3b MH(OPMAIIUU U IOKYMEHTA;

—  MPOCIICUTH IBOJIOIUIO JOKYMEHTA, KaK HOCHTENST HH(POPMAITUH, Pa3BUTHE CITIOCOOOB
JOKYMEHTUPOBAHUS U MaTepuasoB i pukcanuu nHGopMammm;

— MPOaHAIM3HPOBATH MPOIIECC CKIAABIBAHUS U pa3BUTHS (OpMYIIIpa JOKYMEHTA,

—  MPOAHAIM3UPOBATH MPOIIECC CKIAIBIBAHUS M PA3BUTHS CUCTEM JIOKyMEHTAIUH;

— BBISABUTH W TOKa3aTh TEHACHIIMM YHU(MUKAIIMW, CTAaHIAPTU3ANNNA M KIIACCU(DUKAIINN
KaK OTJENIbHBIX (DOPM JJOKYMEHTOB, TAK M CHCTEM JIOKYMCHTAIIUU B IIEJIOM;

— TI0Ka3aTh COBPEMEHHBIC TPEOOBAHMS K COCTABICHUIO U O(OPMIICHUIO TOKYMEHTOB;

— TIPUBUTH HABBIKHM aHAJIU3a JIOKYMEHTA;

— TPUBUTHh HABBIKM COCTABJCHUS JIOOBIX BHIOB JIOKYMEHTOB W TPOCKTHUPOBAHMS
YHU(DUIIMPOBAHHBIX  (POPM  JTOKYMEHTOB, CHCTEM JIOKYMEHTAallMM W HWHGOPMAIIMOHHO-

,Z[OKYMGHTaHHOHHOfI CHUCTEMBI YUPCIKIACHUA B LICIIOM.

1.2. IlepeyeHb NJIAHHPYEMBIX Pe3yJbTATOB 00YYeHHsI MO JUCHHUIINHE (M0O0YI0),
COOTHECEHHBIX ¢ HHMKATOPAMH JOCTUKEHHS] KOMIIeTeHIIUH

Konwi Conepxanue Ilepeyennb IVIAHUPYEMBIX  Pe3yJIbTATOB
KOMIIETeHIIMII | KOMIeTeHI i 00y4YeHHus 0 JMCUMUILINHE
OK 4 CnocoGHOCTE 3HaTh:
HCIIOJb30BAThH OCHOBBI
. —  JIOKYMEHTOBEIYECKYIO
IIPpaBOBBIX 3HAHUU B A yM A y
Ppa3InYHBIX chepax | TEPMHHOJIOTHIO

JEATCIBbHOCTH
— HOPMATHUBHBIC IIPABOBBIC aKTbl U

HOPMAaTUBHO-MCETOJUYCCKUC JAOKYMCHTBI 110

JTOKYMEHTHPOBAHHIO yIpaBJIeHYECKOH
JeATEIHOCTH

—  cnocoOsl U cpeacTBa
JOKYMEHTHPOBaHHUS

— 3aKOHOMCPHOCTHU Pa3sBUTHA




JOKYMEHTa
—  CTPYKTYpPY JAOKyMEHTa
—  KJIaccu(UKaLHUIo JIOKYMEHTHOM
uHpOpMaun
—  XapaKTepUCTHKY U COCTaB

YHHPHUIITPOBAHHBIX CHCTEM JOKYMEHTAIHH

— THUIOBOH COCTaB CHCTEM
JOKYMEHTAaIu1 YUPEXKICHU I 000
OpraHu3aIMOHHO-TIPABOBOM (OPMEI;

— TIpaBuia COCTaBJICHUS u
0(hopMIICHHS TOKYMEHTOB

—  BO3MOKHOCTH HCTIOIh30BAHUS
HOBBIX  HMH(POPMAIMOHHBIX  TEXHOJIOTHH B
JTOKYMEHTHPOBAHUH

— KpUTEpPHUH U NPUHLHUIIBI ONPEICICHUS
Hay4YHO-UCTOPUYECKHI u MPaKTUYECKOU
LEHHOCTHU JOKYMEHTOB.

Ymers:

—  yHU(UIUPOBATD, MIPOEKTUPOBATH
(GbOpMBI TOKyMEHTOB ;

—  COCTaBJIATh JOKYMEHTBI c
UCIIOJIb30BAHUEM SI3BIKOBBIX OCOOCHHOCTEH B
3aBUCUMOCTH OT Ha3HAY€HUs, COJEpKaHUs U
BHJIa JOKYMEHTA ;

—  yHUGUIUPOBATH TEKCThI
JIOKYMEHTOB;

— TOJB30BaThCS  OOIIEPOCCHICKUMHU
knaccudukatopamu TOCU nmns xogupoBaHuUs
uH(pOpMAIlUK B TOKYMEHTaX;

— odopmiATh JIOKYMEHTBI B
COOTBETCTBUU C TPEOOBAHUSIMH HOPMATHUBHBIX
MpaBOBbIX  aKTOB U TOCYIapCTBEHHBIX
CTaHJapTOB;

— HCIIOJb30BaTh YHI/I(bI/II_II/IpOBaHHLIC




(GOpPMBI TOKyMEHTOB;

— CO31aBaThb YIPABJIEHYECKUE
JIOKYMEHTBHI, pa3pabaTbiBaTh 1a0JIOHBI
JIOKYMEHTOB C HCHOJIb30BAHHUEM  HOBBIX

UH(OPMAITMOHHBIX TEXHOJIOTHH

— IPUMEHATH KPUTEPUU U IIPHUHIIUIILI
OTIpe/IeICHUS HayIHO-HCTOPUUYCCKUI u
HpaKTH‘IeCKOﬁ HEHHOCTH JOKYMCHTOB .

Baaners:

- HaBbIKAMU TNPUMEHEHUs TpeOoBaHUM
HOPMAaTUBHBIX AKTOB u rocyaapCTBCHHBIX
CTaH/APTOB TPU COCTABICHUU U O(QOPMIICHUU
JIOKyMEHTOB;

— HaBBIKAMH pa3paboTKu
YHU(GUIIUPOBAHHBIX (POPM TOKYMEHTOB M Tabest
GbopM TOKYMEHTOB ;

— HaBBIKAMHM HCIIOJIb30BAHUS HOBBIX
UH(GOPMALMOHHBIX TEXHOJOTUH MPHU CO3JaHUU
yIpaBICHYECKUX  JOKYMEHTOB,  pa3paboTke
11a0J10HOB JJOKYMEHTOB;

— HaBBIKAMH IMPUMEHEHUSI KPUTEPHUEB U
MPUHIIUIIOB oTnpe/eNeHus Hay4YHO-
UCTOPUYECKOW U  MPAKTUYECKOW IEHHOCTU

JAOKYMCHTOB.

OIIK 1

Crioco6HOCTB
HCIIOJIb30BaTh
TEOPETHUYCCKHE 3HAHHS H
METOIbI UCCIIENOBAHUS Ha
MPaKTHUKE

3HaTh:

—  JIOKYMEHTOBEIYECKYIO
TEPMHUHOJIOTHIO

— HOpPMATHBHBIE TPABOBBIE AaKThl H
HOPMAaTUBHO-METOJAMYECKHE  JOKYMEHTBHl  TI0
JTOKYMEHTUPOBAHUIO yIpaBICHYECKON
IEeITEIbHOCTH

—  CcImocoObI u CpencTBa




JOKYMEHTHPOBAHUS

— 3aKOHOMEPHOCTHU pa3BUTHSA
JOKYMEHTa

—  CTPYKTYpPY JAOKyMEHTa

—  KJIaccu(UKALNIO JIOKYMEHTHOM
uHpOpMaun

—  XapaKTepUCTHKY " COCTaB

YHU(DUIIUPOBAHHBIX CUCTEM JIOKYMEHTAIIUU

— THUIOBOM COCTaB CHCTEM
JOKYMEHTaIu1 YUPEXKIECHU I 000
OpraHU3aIMOHHO-TIPABOBOM (POPMEI;

— TIpaBuia COCTaBJICHUS u
0(hopMIICHHS TOKYMEHTOB

—  BO3MOKHOCTH HCTIOIh30BAHUS
HOBBIX  HMH(QOPMAIMOHHBIX  TEXHOJOTHUH B
JOKYMEHTUPOBaHUU

— KpPUTEpPHUH U MPUHLHUIIBI ONPEIEICHUS
Hay4YHO-UCTOPUYECKHI u MPaKTUYECKOU
LEHHOCTHU JOKYMEHTOB.

Ymers:

—  yHU(UIUPOBATD, MIPOEKTUPOBATH
(bOpMBI TOKyMEHTOB ;

—  COCTaBJISTh JOKYMEHTBI c
UCIIOJIb30BAHUEM SI3BIKOBBIX OCOOCHHOCTEH B
3aBUCUMOCTH OT Ha3HA4Y€HUs, COJAEpKaHUs U
BHJIa JOKYMEHTA ;

—  yHUUIIUPOBATH TEKCThI
JIOKYMEHTOB;

— TOJB30BaThCS  OOIIEPOCCHICKUMHU
knaccudukatopamu TOCU nmns xogupoBaHuUs
uH(pOpMAIlUK B TOKYMEHTaX;

— odopmiATh JIOKYMEHTBI B
COOTBETCTBUU C TPEeOOBAHUSIMHU HOPMATHBHBIX

IMPaBOBLIX aKTOB )51 TOCYyAapCTBCHHBIX




CTaHIapTOB;
— HWCHOJB30BaTh  YHU(PHUIHUPOBAHHBIC

(OpPMBI TOKyMEHTOB;

—  CO31aBaThb YIPABIECHYECKUE
JIOKYMEHTBHI, pa3pabaTbiBaTh 1a0JIOHBI
JIOKYMEHTOB C HCHOJIb30BAHHEM  HOBBIX

WH()OPMAITMOHHBIX TEXHOJIOTHH |

— IPUMEHATh KPUTEPUU U IPUHIIUIIBI
OTIpe/IeTICHUS HayIHO-HCTOPUUYCCKUI u
HpaKTquCKOﬁ HEHHOCTHU JOKYMCHTOB .

Baaners:

- HaBbIKAaMU TpPUMEHEHUs TpeOoBaHUM
HOPMAaTUBHBIX aAKTOB u rocyaapCTBCHHBIX
CTaH/IAPTOB TPU COCTaBICHUU U O(GOPMIICHUU
JIOKYMEHTOB;

— HaBBIKAMH pa3paboTKu
YHUGUIIUPOBAHHBIX (POPM TOKYMEHTOB U TaOEIIs
GbopM TOKYMEHTOB ;

— HaBBIKAMHM HCIIOJIb30BAHUS HOBBIX
UH(GOPMALMOHHBIX TEXHOJOTUN MpPH CO3aHUU
yIpaBICHYECKUX  JOKYMEHTOB,  pa3paboTke
11a0J10HOB JJOKYMEHTOB;

— HaBBIKAMH IMPUMEHEHUSI KPUTEPHUEB U
MPUHIIUIIOB oTpeeNeHus Hay4YHO-
UCTOPUYECKOW U MPAKTUYECKOW IEHHOCTU

JAOKYMCHTOB.

1.2. Mecro AucUMILINHBI (MOAYJISI) B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOI NPOrpaMMbl

I[I/ICI_[I/IHJ'II/IHa (MOI[y.]'IB) «I[OKYMCHTOBGILGHI/IG» OTHOCHUTCS K 0a30BOM dacTH OJIOKa

JUCHUIIINH y‘IC6HOI‘0 IJ1a”Ha.

I[J'IH OCBOCHHUA OUCIUIIIMHBI HCO6XOI[I/IMBI KOMIICTCHIINH, C(I)OpMHpOBaHHBIC B XO0ZAC

HU3YUCHUA CICAYIOMUX MUCHHUILIINH: I/ICTOpI/ISI Poccuu HoBoro BpPCMCHU, Beenenue B HpO(I)I/IJIB,




JIOKyMEHTHas JIMHTBUCTHKA, BO3HMKHOBEHHE CHCTEM JOKYMEHTALIMM O KU3HU U JIEATEIBHOCTH
yenoBeka B X1X B, @opmupoBaHuE U pa3BUTHE PAaCIOPAIUTENBHON JOKyMeHTaluu, cropus u
OpraHu3anusi TOCYJAPCTBEHHBIX YUYPEXKACHUN JOpPEBOJIONMOHHONM Poccum, HWcropus u

opranusanus rocyaapctBeHHbIX yupexaenuil B CCCP.

B pe3ynbpTare 0CBOSHHS TUCHMILIMHBI (POPMUPYIOTCS KOMIIETECHIIMU, HEOOXOJUMBIE IS
W3YYEHHUS CIEAYIOIMIMX AUCUUIUIMH U MPOX0KAeHUs npakTuk: Opranuszanus u rexuosorus 10V,
Kanposoe nenmonpownsBonctso, Jleqonpous3BOACTBO B OPraHax MECTHOTO CaMOYIIPaBJICHUS,
JIOKyMEHTHUpOBAaHUE  MPOXOXKACHUS  TOCYAapCTBEHHOM  ciyxObl,  JlOKyMEHTHpOBaHUE
NEeSITeIbHOCTH  HErOCYNapCTBEHHBIX  oOpraHusanui, Meroauka panuoHamuzanuu IOV,
Opranu3alvoHHO-I0KYMEHTAIIMOHHOE obecrnieueHne JIEeATEIIbHOCTH PYKOBOIMTEIS,
KonduaenmuanpHoe aemonpou3BoAcTBO, Opranmzaius paOOThl ¢ OOpameHWsIMH Tpak/IaH,
PerynmupoBanne JIOY B aJIMHMHHCTPAaTHBHBIX pPETJaMEHTaX OJEKTPOHHBIM JTOKYMEHT U

OJICKTPOHHAA MOANKNCH B 3aKOHOAATCIILCTBE.

2. CTpyKTypa JUCUMILIIMHBI (MOXYJIs)

Cmpykmypa oucyuniunst (Mo0yis) 011 04HOU hopmbl 00yueHus

Obwasn mpyooemkocmsb oucyuniunsl cocmasisem 8 3. e., 288  u., 6 mom yucrne
KOHmakmuas paboma obyuarowuxcs c npenooasamenem_112  u., camocmoamenvuas
paboma obyuarowuxca _158  u. u 18 uacos konmpons

Bunpl yue6HOI paboTh
i P dopmbl
(B yacax) TEKYLIEro
KOHTPOJIS
KOHTaKTHast =
No Pasnen 3 YCIIEBaEMOCTH,
n/m VCIUTUTHHBI/TEMBI 0 L BB
e o |2 |55 5g dopma
§ g £ g % 8| mpomexyrouHoit
o = <
e ~ § 2 =5 3 § E g 8 arTectauuu (1o
Q = = o
ot = S 2 Rl g 2 % 2 cemecmpam)
= & = S F|C F| &5 8
[} o) [} S s 5| E s O
@) = @) E 5B & =
1 [Ipenmer, 4 0 4 onpoc
coJiep’KaHue, 3aJadyu
Kypca
2 Hctounuku u 4 0 10 oy
JTUTepaTypa mno Kypey KOHMPONbHAS
paboma




10

JlokyMeHT, ero
GyHKIMU, TOHATHUSA
JOKYMEHT u
nHpOpMaIHs

10

- onpoc

Cnoco06bt
JOKYMEHTUPOBAHUS
u MaTepuaIbHble
HOCHUTEIN
nHdopmanuu

10

KOHMPONbHAS
paboma

[Ipn3naku
JIOKYMEHTAa:
OPUTHHAIBHOCTD,
MOINHHOCTD,
KOTHUHHOCTH

onpoc

Dopmysip
JOKyMEHTa U  €ro
COCTaBHbIE  YacCTH.
Hcropuss  pazButus
dhopmymspa
JOKYMEHTA!

16-17 Beka,

18 Bek,

19 Bek,

20 Bexk

10

16

36

onuy
KOHMPObHAS
paboma

umoz208as
KOHMPOIbHAS
paboma,
npocmasiienue
3auyema

Dopmyssap
COBPEMEHHOTO
YIIPaBJICHYECKOTO
JOKYMEHTA: TIpaBUIIa
ohopMIICHHS
PEKBU3UTOB

10

mecmupoeaHnue

O6mme TpeboBanus
K TekcTy ToKyMeHTa;
YHudukanus Tekcra
JOKYMEHTa

onpoc

Cucremsl
JOKYMEHTAIUU;
CKJIaJIbIBaHNE
CHCTEM,
YHU(PHUIITPOBAHHBIC
CHCTEMBI
JOKyMEHTaIUU

20

Konmponvnas
paboma

10

OpraHu3anyoHHbIE,
pacropsIuTeNnbHbIE U
uH(pOPMAIIMOHHO-

20

20

Iipuem
NPAKMUYecKux
3a0anuil




11

CIpaBOYHbIC
JIOKYMEHTBI
11 | CoBepiieHCTBOBaHUE 2 0 10 onpoc

JOKYMEHTAI[MOHHBIX

MPOIIECCOB,

KCIIOJIb30BAHUE

HOBBIX

WH(POPMAIMOHHBIX

TEXHOJIOTUI B

JTOKYMEHTHUPOBAHUN

12 | Kommiekcer 2 4 16 Omuem 0

JIOKYMEHTOB; nocewjenuu

Hayuno- apxuea

HUCTOpUYECKas u UMOC08ds.

MPaKTHIeCKast KOHMPOTbHAA

[IEHHOCTh JIOKyMEHTAa paboma,
nposeoenie
YCMHO2O0 IK3AMEHA

18 umoz2oeast

9K3AMEH KOHMPONbHAS
paboma

UTOTO: 56 56 176

Cmpykmypa oucyuniunot (MoOynsa) 011 04HO-3A04HOU hopMblL 00OYyUEeHUA

Obwasn mpyooemkocms oucyuniunsvl cocmaengem 8 3. e., 288  u., ¢ mom yucne
KOHmakmuas paboma obyuarowuxcs c npenooasamenem_64  u., camocmosmenvHas
paboma obyuarowuxca 206 u. u 18 uacos konmpons

/1

Paznen
IUCIUATUINHBI/ TEMBI

CemecTtp

Buner yueGHO paboTh

(B yacax)

KOHTaKTHas1

Jlexmun

CemuHap
BaHATHS
JIaGopaTopHbie
BaHATHUS
[IpomexyTou-

Has arTecTralus

CaMocTosTenbpHas

pabota

DopMbI
TEKYLIEro
KOHTPOJIA

YCIIEBAEMOCTH,

dopma
IIPOMEKYTOYHOU
aTTeCTaIluu (1o
cemecmpam)

[Ipenmer,
COZEpKaHue, 3a1auu

Kypca

o [[IpakTuueckue

-
N

onpoc




12

Hcrouynuku u 10 onuy

JTUTEepaTypa mo Kypey KOHMPOIbHAS
paboma

JlokyMeHT, €ro 10 - onpoc

GyHKIMH, TOHATHUS

JOKYMEHT "

nHpOpMaIHs

CniocoOb1 10 KOHMPOLbHASL

JOKYMEHTHPOBAHUSA paboma

" MaTepHuaIbHbIC

HOCHTEIN

nHdopmanuu

[Ipn3naku 14 onpoc

JTOKYMEHTA!

OPUTHHAIILHOCTb,

MTOJTHHHOCTb,

KOTIMUHOCTD

Dopmysip 36 onuy

JOKYMEHTa H©  €ro KOHMPOJIbHASL

COCTaBHbIE YaCTH. paboma

Uctopust  pa3Butus

dhopmymspa

AOKYMCHTA: umoz2o6as

16-17 Beka, KOHMPOLbHA

18 Bek, paboma,

19 Bexk, npocmasienie

20 Bek 3auema

Dopmyssap 20 mecmuposanue

COBPEMEHHOTO

yIPaBJICHUYECKOTO

JOKYMEHTA: TpaBuiia

ohopMIICHHS

PEKBHU3UTOB

O6mue TpebGoBaHus 18 onpoc

K TekcTy TOKyMeHTa;

YHubukanus TekcTa

JOKyMEHTa

Cucremsl 20 Konumponvnas

JOKYMEHTALUH, paboma

CKJIa/IbIBAHUE

CHUCTEM,

YHU(PHUIITPOBAHHBIC

CUCTEMBI

AOKYMCHTAaIIUN




13

10 | OpranuzanroHHEIE, 2 8 20 Tlpuem
paciopsaIUTeNbHbIC U NPaKmu4ecKux
nH(pOPMAIIMOHHO- 3a0anuti
CIIPaBOYHBIC
JTIOKYMEHTBI

11 | CoBepieHCTBOBaHUE 2 0 20 onpoc
JOKYMEHTAI[MOHHBIX
MPOIIECCOB,

HCIIOJIb30BAHNE
HOBBIX
MH(OPMALIMOHHBIX
TEXHOJIOT U B
JOKYMEHTHUPOBAHUN

12 | Kommiekcer 2 4 16 Omuem 0
JIOKYMEHTOB; nocewjeHuu
Hayuno- apxusea
HCTOpUYECKAs " UMO206a5
LIEHHOCTh JJOKyMEHTa paboma,

nposeoenie
YCMHO2O0 IK3AMEHA
18 umoz2oeast
9K3AMEH KOHMPONbHAS
paboma
UTOrO: 32 32 224

Cmpykmypa oucyuniaunst (MoOyis) 0714 3a04HOU PoOpMmbl 00yUeHu:

Obwas mpyooemkocmy oucyunaunsl cocmagnsem 8 3.e., 288  u., 6 mom uucne
KOHmMaKmuas paboma obyuanowuxcs c npenooagamenem_32 4., camMoCmMosimelbHas
paboma obyuarowuxca 247  y. u 9 uacoe koHmpois

Buner yueGHOI paboThI
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= > = S |8 & &gl =
o () (5} S I|ls Z|lE s O
@) = @) E 5B & T
1 [Ipenmer, 2 0 44 onpoc
CoJIep>KaHue, 3aJauu
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Kypca HcTrouHuku u
auTeparypa 10

Kypcy

JlokyMeHT, €ro
GyHKIMU, TOHATHUS
JOKYMEHT "
nHpopMaIHs
Cnoco06s1
JTOKYMEHTHPOBAHUS
u MaTepHalibHbIC
HOCHTENHN
nHpopmanuu

40

onuy
KOHMPONbHAS
paboma

Dopmyisip
JOKyMEHTa U  €ro
COCTaBHbIE  YaCTH.
Hcropus  pasButus
dhopmymspa
JOKYMEHTA!

16-17 Beka,

18 Bek,

19 Bek,

20 Bexk

30

onuy
KOHMPObHAS
paboma

umoz2o8as
KOHMPOIbHAS
paboma,
npocmasiienue
3auyema

Dopmyssap
COBPEMEHHOTO
YIIPaBJICHYECKOTO
JOKYMEHTA: TpaBUIIa
ohopMIICHHS
PEKBU3UTOB

30

mecmupoearnue

O6mme TpebGoBanus
K TekcTy ToKyMeHTa;
YHudukanus Tekcra
JTOKYMEHTa

37

onpoc

Cucremsbl
JOKYMEHTAINH;
CKJIaJIbIBaHUE
CHCTEM,
YHU(PHUIITPOBAHHBIC
CHCTEMBI
JOKYMEHTAIUU

36

onpoc
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Opranu3zaluoHHbIE,
pacropsIuTeabHbIE 1
nH(pOPMAIIMOHHO-
CIpaBOYHBIC
JOKYMEHTBI

4 30 Umo208as
KOHMPONbHAS
paboma

IK3UAMEH

HUTOTO:

16

16 256

3. Conep:xkaHue TUCHUTLIHHBI (MOIYJIs1)

HaumeHoBaHue pa3zaesia
JUCHUIIIMHDbI

Copnep:xanue

aumepamypa

0ucuunﬂuub1, UCMOYHUKU

Pa3zoen | Ha3nauenue

u

1.1. [Tpenmer, CoJIepKaHue, 3a1a4u
JTUCITUTIITMHBI K METOJTBI €€ N3ydCHHUSI.

JloxymeHT - OCHOBHO# 00BEKT
JIOKYMEHTOBEIYECKUX HUCCIIEIOBAHUM. Poin
JOKYMEHTa B JKM3HM 4YeJOBeKa | OOIIecTBa.
JloxymeHTHI B cepe mpaBa u ynpaBiieHus. Biausaue
HAayYHO-TEXHUYECKOW PEBOJIIOIIMM Ha pa3BUTHE
nokymeHTa. Pa3Butue Qopmyinsapa JOKyMEHTA.
HayuHo-ucropuueckass ¥ TNpakTHYecKas IEHHOCTh
JIOKYMEHTA. MeTto b1 HCCIIEN0BaHUS
JOKyMEHTOBeAUeCKux Mmpobiem. OOIIeHaydyHbIE |
crienMaabHble MeTonbl. CTaHOBJICHHUE W Pa3BUTHE
JOKYMEHTOBEICHHUSI KaK HAyYHOW JUCIUIUIMHBI.
CBsi3b JOKYMEHTOBEIEHUS C Teopuel MHPOopMaIIHH,
apXMBOBEJICHUEM i HCTOYHUKOBECACHHUEM.
Hcnonb30BaHne JOKYMEHTOBEACHHEM JIOCTHUKEHUI
uH(GOPMATUKH, HCTOPUYECKON  HAyK, TIpaBa,
JUHTBUCTUKH, TEOPUH VIPABICHHUS U JAPYrUX
Hay4HbIX JUCHMUIUIMH. PoJIb JTOKyMEHTOBEIEHUS B
COBEpILIEHCTBOBAHUU MIPOLIECCOB YIPABIICHHUSL.

1.2. crouHuku U auTeparypa
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3aKoHO/ATENbHbIE  AKThl, HOPMATHUBHBIE
marepuasibl XVI — nau. XX B. [lucbMOBHHKW.
Meroanueckue pazpabotku. PykoBojctBa 10
JIEJIONIPOU3BO/ICTBY.

BaKOHOI[aTeJH)HBIe, IIpaBOBLIC AKThI u

HOPMAaTUBHO-MCTOJUUYCCKUC JAOKYMCHTBI
Poccniickoit denepanuu. Koucrurynus
Poccutickoit denepanuu. Konexcer PO,

KOHCTUTYILIMOHHBIE U (e/iepalibHbIe 3aKOHBI, YKa3bl,
[TocranoBneHus [IpaButenscTBa u VHBIE
HOPMAaTHBHbIE  JOKYMEHTBI.  l'OCynapcTBEHHBIE
CTaHJapTHI, HOPMaTUBHO-METOIUYECKHE
JIOKYMEHTBI — PETJIaMEHTBhI, IPaBUila, UHCTPYKIIUH U
ap.  Ilepmommueckne  m3ganusas.  CrpaBO4YHBIE

u3nanud. Jlureparypa.

Pazoen 2 /lokymenm, eco (pynkyuu

U CROCOOBL 0OKYMEHMUPOBAHUA

2.1. TTousTust «HPOPMALIHS» U «TOKYMEHT»

[TonsTust «uHbOpPMaLUA» U «IOKYMEHT».
Cesa3p  uHpopmamuu u  JOKyMmMeHTa.  Poib
uHGOPMALlMM B COLHUAIBHBIX U HKOHOMUYECKHX
npoueccax. MHpopmanusi Kak OCHOBAa NPUHATHUS
YIPABJIEHYECKOTO PELICHHUS.

Bo3HukHOBEHHME JIOKyMEHTA, ero
Ha3HA4YCHHE. [lonsitue «TOKYMEHT, ero
Tpancopmarus. JJokyMeHT - 00bEKT UCCIIeIOBAHUS
TEOPETUYECKUX U  MPUKIAJHBIX  JUCLUUILIMH.
IIpaBoBoy, YIIPaBJIEHYECKUI HUCTOPUYECKUI
acCIeKThl B ONpEAENeHUN AOKyMeHTa. Pacimmpenne
MOHATUSA <«JIOKYMEHT» C Pa3BUTHEM HAayKH U
TeXHUKHU. [IOHATHE <«OIEKTPOHHBIM JTOKYMEHT)».
OnpeneneHne JTOKyMEHTa B TOCYJapCTBEHHBIX
CTaHAapTax. [lonsTtue «IOKYMEHT» B

JAOKYMCHTOBCACHUH.




17

3aKkoHOaTeIbHBIE aKThI 00 0053aTENLHOCTH
JNOKyMeHTUpoBaHUs  uHpopmarmu. Ha3nauenue
JNOKYMEeHTHOH uHpopMarun. PakTopsl, BIHSAIONINE
Ha WHPOPMAIMOHHYIO IICHHOCTh JIOKyMEHTOB.
3aBHCUMOCTD LIEHHOCTH MH()OPMAIMH OT MOJHOTHI,
00BEKTUBHOCTH, JIOCTOBEPHOCTH, CBOEBPEMEHHOCTHU
nepefaud W MOJIy4eHHUS, MEepUOJUYHOCTH WU
4yacToThl nepeaayu. OnepaTuBHas U UCTOpHYECKas
(peTpocniekTUBHAs) JOKYMEHTHasI WH(oOpMaus Kak
eanHas nH(pOopMalMOHHAs CUCTEMA.

2.2. yHKIH TOKYMEHTOB

[TonsaTne «pyHKIMSA JOKYMEHTa.
3aBUCHUMOCTh  HOHSTHUS  «JIOKYMEHT» OT  €ro
GyHKIMH. 3HavyeHue N3y4EeHUS byHKIIUN
JTIOKYMEHTA. Nudopmannonnas byHKIIHS
JOKyMEHTa KaK CpEICTBO  3alleyaTiieHUs W
coxpanenus uHpopmanuu. CormanpHas (QYHKIIHS
nokymeHnrta. KynbTypHas (QyHKOMS —JTOKyMEHTA.
KommyHuKkaTuBHas ~ QyHKIMS ~ Kak  CPEACTBO
nepeaay nHGOpMaIHH.

VYnpaBnendyeckas QyHKIUS U €€ 3HaAUECHUE B
opranusauuu ynpasieHus. [IpaBoBas ¢yHKUus.
Oynkuusa  ydera. @DyHKIMA  JOKYMEHTa  Kak
UCTOPUYECKOIO MCTOYHUKA. (DYHKIMM NOCTOSHHO
neWcTByonme U (QYHKIUM onepaTuBHble BiusHue
GyHKIMI ~ JOKYMEHTa Ha  €ro  CTPYKTYpY.
[TonmupyHKIIMOHANBHOCTD JOKYMEHTA.

2.3. CriocoObl TOKYMEHTUPOBAHUS

3ByKOBasi pedb, €€ BO3MOXHOCTH W
HEJOCTaTKM B 3aKpeIUICHMM M Iepejade
uHpopmanuu. IIpeqmMeTHsI M 3HAKOBBIM CIOCOOBI
nepenaun  cooOmenuit.  [loHsTHe — «crmocoO»

JAOKYMCHTHUPOBAHUA. I/ICTOpI/I‘{CCKI/Iﬁ XapakTep
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JOKYMEHTOB M JOKYMEHTHUPOBAaHHA.  OTaIlbl
pa3BUTHS CIIOCOOOB TOKyMEHTHPOBAHUSI.

HauepraTenbHbiii cnoco® 3akpemieHuss u
nepegadu UHPOpMAIINH. TexcToBoe
JnoKyMeHTHpoBanue. [Tukrorpaduyueckoe mUCbMO U
ero ocobenHocru. Jlororpaduyeckoe MUCHMO
(unpeorpaduyeckoe MHUCHMO), €r0 JIOCTOMHCTBA H
HepocTaTKu. [IpuMeHeHHe NHKTOrpaguueckoro u
jgororpaMueckoro mnUchbMa B HACTOSIIEE BpeEMsl.
CrnoroBoe nucbMo. Bo3HUKHOBEHHE POHETHUECKOTO
(OyKBEHHOTO) MHUCHMA.

Pa3Butue rpaduku pycckoro - mnuchMma.

Crenorpadusi. [Tpumenenue TEKCTOBOTO
JTIOKYMEHTUPOBAHHS.
TexHuueckoe JOKYMEHTUPOBAaHHUE.

OCHOBHBIE TPYNIbl TEXHUYECKOW JTOKYMEHTAIWH.
Buapl  TeXHUYECKUX  JTOKYMEHTOB. Ob6nactu
MPUMEHEHUS TEXHUYECKOTO TOKYMEHTUPOBAHUSI.
DOTOAOKYMEHTUPOBAHUE. 3HaueHune
doTorpaduu Kak crocoda gukcanuu HHHOPMALIIH.

[Tpumenenue GoTOIOKYMEHTOB.

KunonokymeHntupoBaHue. [TonsiTne
CKUHOJOKYMEHT. Bunpr KHUHOJIOKYMEHTOB.
Buneos3anuce.

DOHONOKYMEHTUPOBAHUE. Ero

0COOEHHOCTH, 001aCTH IPUMEHEHUS.
JlokymeHTHpOBaHuE c IIPUMEHEHUEM

UH(POPMALMOHHO-JIOTHYECKUX MAIIIHH.
CoBpeMeHHbIE COCOOBI IOKYMEHTUPOBAHUS

C MCNOJIb30BaHUEM HOBBIX TEXHOJIOTHH.
2.4.MatepuaibHble HOCUTEIH WH(pOpMaIUU
Hocuremn  undopmanmu.  JpeBHeimine

MaTepuruajibl AJid NHCbMa MaTepI/IaJ'IBI JUIA IIKUCbMaA B
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IMepenneit  A3um  (KIMHONMHCHBIE  TaOJIUYKH).
WsrotoBnenne  u  OpUMEHEHUE  Ianupyca.
Wcnonb3oBanue i1 nuchbMa MepraMeHta, 0epecTsl
U Jpyrux marepuaioB. M3o0perenue Oymaru, ee
JOCTOMHCTBA,  OOYCJIOBHBIIME  IOBCEMECTHOCTh
pacnpocTtpaneHus. BopsgHble 3Haku (puiurpasn).
CpenctBa u opyaus NUCbMa M HMX BIMSHHUE Ha

pa3BuTHE IrpadUKH MHUChMA.

Marepuainst JUTS TEXHUYECKOTO
JOKYMEHTHUPOBaHUS. Marepuaist JUIS
(OTOKMHOAOKYMEHTUPOBAHHUSI. Buneorpammel.
Marepuainsl JUTS (hOHOJOKYMEHTUPOBAHHUSI.

Komnbrotepusle Hocutenu uHbopMmanuu. Biusaue
HOCHUTENS MHPOpPMAIMM Ha JOJITOBEYHOCTh U

CTOMMOCTBH JOKYMCHTA.

Pazoen 3 Ilpuznaku 0oKkymenma

3.1. OpUruHaJILHOCTH JOKYMEHTA

[lonaTne opurnHasia, NPU3HAKK OpPUTHHANA.
YMHOKEHHbIe OpUrHHabl. UepHOBUKU U OEIOBUKU
TEKCTOBBIX JOKYMEHTOB. ABTorpadsl. Pemakium.
OpuruHansl KUHO U (OTOAOKYMEHTOB. OpUTHHAIBI
(OHOJOKYMEHTOB. OpuruHanel  TEXHUYECKHUX
JIOKYMEHTOB, OPUTMHAJI 3JIEKTPOHHOTO IOKYMEHTA.

[lonatne «noanuuHuk». llognuHHBIE WU
MOJJIOKHBIE JIOKYMEHThI. Bumsl Qanscudukanuu
JIOKYMEHTOB. Qdanbcuduxanms COJIEp KaHMsI.
WNuTtepnonsiums Qdanbcuduxarnms cocTaBa
yIOCTOBEpeHUs, OJIaHKa.

3.2. KonuifHOCTH TOKyMEHTa

[Tonstus «konusy». Mcropuueckoe pa3BUTHE
Konuil. Buasl xomui, onpenensemMble crnocoooM Ux
BocnpousBeieHus. Konuu, pa3nmuumsle 1o crnocody

ux ynocrosepenus. Ilopsok odopmiaeHuss Konui.
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IOpunnaeckas cuna konwmid. Jlyonukar.

Pazoen 4 Cmpykmypa 0oKymenma

4.1. ®opmyinsp TOKyMEHTa U €ro COCTaBHbIE
4acTH

[lonatne «pexkBusut». IlocTosiHHBIE U
nepeMeHHble pekBu3uThl. [loHsTHE «dOopMmyspa
JTIOKYMEHTa. OcobGennocT dhopmysipa
JIOKYMEHTOB, MOJIYYEHHBIX Pa3IMYHbIMHU CIIOCOOAMHU
JOKYMEHTUPOBAaHUS (TEKCTOBBIMH, MAITMHHBIMH,
KHHO-, ¢oro-, ¢doHo-, TEXHUYECKUMMU ).
WNHauBUyaIbHBINA 51 THIIOBOM bopmysip
nokymeHnTta. @opmynsp — oOpasel, ero 3ajgaud B
yHUQUKAIUU TpeOOBaHUI K pEKBU3UTAM JOKYMEHTa
U UX PacIOJIOKEHHIO.

4.2. Co3manve W pPa3BUTHE TPAJAUIMOHHOMN
(bOopMBI TOKyMEHTA

®Dopmymsip TekctoBoro gokymenta XVI -
XVII BB. BiusHue Tpaaumuii W 3aKoHa Ha
ckianpiBanue Qgopmynspa aokymenta. Crenuduka
0003HaYeHUs] HAUMEHOBAHMS BHUAA JOKYMEHTA,
yKa3aHWE aBTOpa M COCTaBUTENS JOKYMEHTA.
O6o3nauenue aapecata. OcoOEHHOCTH NAaTUPOBKU
TOKyMeHTa. Mecto W XapakTep  IMOJIHCel
TOKYMEHTA, «CIpPaBbl» U «IIPUIUCH», aBTOpPCKas
noanuck. Buapl neyareir. OTMETKH Ha JOKYMEHTaX.
TpaauIMOHHO CIOXUBIIASICSI CTPYKTypa TEKCTa U
0COOEHHOCTH M3JIOKEHHs COJIEpKaHUs PAa3IUUYHBIX
BUJIOB IOKYMEHTOB.

®opmymsap tekcroBoro gokymenta XVIII B.

3aKoHOJIaTeIbHBIE M HOPMATUBHBIE aKThl O
COCTaBJICHUHU M 0()OPMIICHUH JTOKYMEHTOB. BiusiHue
UepapxuM «BJacTell U MeCT» Ha Pa3BUTHE BUJOB U

paSHOBHILHOCTCﬁ. O0o3HaueHue aBTOpa U €ro MeCTo
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B (hopMyIsipe TOKyMEHTA.

Texct noxymeHnta. Poip 3akoHOAATENBHBIX
aktoB  XVIII B. B yHudukamum  Tekcra
OTIPE/ICIICHHBIX BHJIOB JOKYMEHTOB. [IMCBMOBHUKH,
COOpHUKM OOpa3loOBBIX TEKCTOB. 3aroJioBOK K
TEKCTY, ero Ha3HadeHue u mecto. Ckpemna. [leuatn un
MpaBWa TOJE30BaHUS WUMH. OTMETKH, WX BHJIBI,
Ha3HA4YE€HHE U MECTO B (popmyIsipe.

®Dopmynsip TekcToBoro gokymenta XIX -
Havayia XX BB.

PermameHTanus 3aKOHOATEIBHBIMU aKTaMHU
MOpsIZIKA COCTaBJICHUST UM O(GOPMIICHHS TOKYMEHTOB
O0o3HaueHne BUIA, aBTOpa TOKYMEHTOB, UX MECTO
B (hopmynsipe. TlosBrienue OnaHka.

OcoOeHHOCTH aJpecoBaHHsI JOKYMEHTOB H
opopmienue natel. V3MeHeHuWe B MOpsAKe
obopMiIeHHMs] ~ TOJINUCH  PA3IUYHBIX  BUJOB
nokyMeHToB. IIpocraBneHue mnedareil. Xapakrep
OTMETOK Ha JIOKyMEHTaX.

CrtpykTypa TeKkcTa JOKyMEHTa.

OO6mierocynapcTBeHHAs YHU(PUKALTHAS
JOKYMEHTOB M CTPYKTYPbI TEKCTOB.

4.3. Dopmymsip YIIPaBJICHYECKOTO
nokymenTta XX-XXI Bs.

Bormpockl 10KyMeHTHpOBaHUS, COCTABICHUS
u oopmIieHUS! TOKyMEHTOB B 3aKOHOJATEIbHBIX U
HOPMATUBHBIX aKTax. YHU(]UKAIHS IOKYMEHTOB.
BuytpuBnnosas yHUDUKAIIHSL. PazButne
VHU(QHUKAIMM W CTaHAApTH3alMH  JOKYMEHTOB.
['ocynmapcTBeHHbIE CTaHAApThl HA  JTOKYMEHTHI.
Oco0eHHOCTH OpTraHM3alMOHHO-PACTIOPSIAUTEIHHBIX
JIOKYMEHTOB. Iocrt P 7.0.97-2016
«Opranu3aloHHO-PACOPSTUTENbHAS

JnokymeHTanus. TpeGoBanus K  oQopMIeHHIO
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JIOKYMEHTOBY. PexBu3uThI JIOKyMEHTOB,
nepeuncisiemMbie B «[IpaBunax nenonpousBoJicTBA B
denepanbHbIX OpraHax UCHOJHUTEIBHON BIACTU» U
“MeToAMYecKX PEKOMEHJAIMs 0 pa3pabdoTKe
WHCTPYKIIUH MO JCIOTPOU3BOICTBY B (eaepaTbHbIX
opraHax MCIOJHHUTEIbHOM BJIacTH .

brnank nmoxymenta. Buael 6mankoB. CocrtaB
OJlaHKa, TOPSIIOK PACIIOJIOKEHUS PEKBU3UTOB B
Omanke. biaHku ¢ yIJIOBEIM U MPOAOJBHBIM
pacIojoKeHueM PEKBU3HTOB. [TpaBuna
KOHCTPYUPOBAHHUS OyaHKa. Bbnanku c
M300paKEHHEM TOCYIapCTBEHHOTO repba u repbda
cyObekTa ¢enepanum.

ABTOp nokymeHta. l[lopsmok o0003Ha4YeHHS
HAaWMEHOBAaHMS OPraHW3allMiu-aBTOpa JIOKYMEHTA.
CnpaBouHble JaHHBIE 00 aBTOpe, HMX COCTaB,
pa3menieHue Ha  OmaHKe.  ABTOpPBI  JIMYHBIX
nokymeHToB. lloamuch, meyaTh Kak MPU3HAKH
aBTOpA.

Bung nmokymenrta, ero pasButue. Busl
JOKYMEHTOB, OIpEC/IIeMbIe 3aKOHOAATCIbHBIMUA U
HOPMATHBHBIMHU akTamMu. CBs3b BUOB JOKYMEHTOB
u  GyHKOME ~ ynopaBieHusa.  YKa3aHMe — BHjA
JTOKYMEHTa, €ro MeCTO W Ha3HadeHHe B QopmyIsipe
JOKYMEHTa. 3aBUCUMOCTh ()OPMBI IOKYMEHTa OT €ro0
BHJIA.

OO6o3HaucHue ajgpecara. [IpaBuna
HaIlMCaHUsl aJipecaTa U MECTO yKa3aHMs ajpecaTa B
dopmynsipe  mokymeHTta.  Otpaxenue  chepsl
JNEHUCTBUSL JTOKyMeHTa B ero anpecare. llopsamox
odopmiIeHHs JOKYMEHTa v HECKOJIbKUMH
aapecatramu. [lopsnox odopMIeHHS TOYTOBOTO
ajapeca.

I[aTa JAOKYMCHTA. 3HadeHUE AaTUPOBAHUS
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JOKyMEHTa.  ABTOpCKHE JaThl  (COCTaBJICHHUE,
MOJMUCAHUE), JIaThl, OTHOCSIIHUECS K COJEPKAHHUIO.
Jatel, xapakTepu3ymoolue 3JeMeHTa (opMylsipa.
Hatsl 00paboTku JTIOKYMEHTOB. [Topsimox
ohOopMIICHHSI JIaT.

Cocras YI0CTOBEPEHUS JIOKyMEHTOB.
Haznauenne noanucanus nokymeHToB. IIpaBuiia
MOJAMUCH  JOKYMEHTOB  Pa3JIMYHBIX  KaTETOPHil.
Mecro moamucu B QopMynspe  JTOKyMEHTa.
OnekTpoHHas noanuchk. OTMeTKa 00 3JIEKTPOHHOMN
MTOTTHCH.

ITewatn m ux HaszHauenwe. Bunpl nedarten.
I'ocynapcTBeHHas repOoBas 1eyark.
3aKOHOAATEIHLCTBO 00 W3TOTOBJIIEHNH 154
MoJIb30BaHUM meuaTsMu. [lopsimok mpocTaBieHus
OTTHCKA [eYaTH Ha JOKYMEHTaX.

VYT1BepxaeHue JIOKYMEHTOB. Croco0sn1
yrBepxkaeHus. CocrtaB rTpuda  yTBEpKICHHUS,
HNOpAJIOK ero odopMieHHs, MecTo B (QopMmyisipe
JIOKYMEHTA.

CornacoBanue gokymeHnta. [lopsaok u BUJIbI
cornacoBanus. Busbl u rpud cormacoBaHus, HX
odopmieHue, Mecto B GopMymsipe TOKyMEHTa.

OtmeTkn Ha JgokymeHTtax. HWx ponb B
MPOXOXKACHUU U HCIOJIHEHUU JOKYMEHTa, MECTO B
dopmynsipe  gokymeHta. Ocoboe  Ha3HaueHHE
PE30IIOLHNH (ykazaHus o WCIIOJTHEHUIO
IOKyMeHTa). TpeboBaHHMEe K COJEPKAHUIO H
opopmiennto. OTMETKH O B3ATHH JOKYMEHTa Ha
KOHTPOJIb, UCIIOJTHEHUH TIOKYMEHTA U Jp.

4.4. TekcT TOKyMeHTa

[TonsTue «TEKCT  JOKYMEHTa» npu
pa3IUYHBIX crocobax JOKYMEHTHPOBAHMUSI.

CI_ICHapI/Iﬁ MNOATOTOBKHU HOOKYMCHTA. ConepxcaHHe
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MPOCTHIX U CJIOKHBIX JIOKYMEHTOB.

[Topsimox u3MOXKEHHUSI TEKCTa JOKYMEHTa.
TpeboBanusi  4YETKOCTH HM  SICHOCTH  TEKCTa
nokymeHTta. Jlormueckas — CTpyKTypa  TEKCTa.
B3aumocBs3bp conepxxkanust U GOpMBI TOKYMEHTA.
dopmanuzanus TeKCTa JOKyMEeHTa.

OneMeHThl TekcTa. [loHATHE «3arojaoBOK»
(HauMeHOBaHUE JOKYMEHTA). Haznauenue
3aroJioBKa, €ro Mecto B (opMyisipe JTOKyMEeHTa
[Ipunoxxenus K TEKCTY ¥ MOPSAIOK UX 0PopMIICHHUSI.

4.5. Yaudukanus TeKcTa JOKyMEHTa

VHudukanus AOKyMEHTa Kak OJHO W3
HaIpaBJIeHUN €ero COBEPIIICHCTBOBAHHS.
[Ipeanoceinku yaudukanun. MeTon yHu(pUKaIuH.

YHudukanus CTpykTypbl TeKCTa. DJIEMEHTHI
dbopmammzanuu.  PopMaTM30BaHHBIA  XapaKTep
TEKCTOB YUYETHOW JIOKYMEHTAIluu. YHUPUKAIHSL
SI3BIKOBBIX cpeAcTB. DopMbl YHU(DHUKAIIMHN: TUIIOBOH,
TpadapeTHBI TEKCTHI, TaOJWIlA, aHKETa, IpauKu,

JuarpaMMal.

Pa3zoen 5

0OKymenmauyuu

Cucmemuwl

5.1. CxiaipIBaHu€ CUCTEM JIOKYMECHTAITUU

ITonsarue «CUCTEMA JTOKYMEHTAIIHH.
[Ipuznaku cucremsl JokymeHTauuu. OCHOBaHHS
KJIAaCCU(PUKAIIUU CUCTEM TOKYMEHTAIHH.

Hcropudeckas 00yCIIOBJICHHOCTh
dbopMupoBaHus cucteM JOKyMeHTanuu. CucTeMbl
JOKYMEHTAllMM  YUYPEKJEHUU JOPEBOJIOLMOHHON
Poccun.

Pa3zButne  cucreM ~— JOKyMEHTallMM  Ha
coBpeMeHHOM Jtarne. KauecTBeHHblE HN3MEHEHHS
COCTaBa U COJIEp>KaHUsI CUCTEM JOKYMEHTALIMH.

l'ocynapctBennasi cucrema JOKYMEHTALIMH.

qDYHKI_II/IOHaHLHLIe CHUCTCMBI JOKYMCHTAIUU,
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BEJOMCTBEHHBIE CUCTEMBI UJIM OTPACIIEBbIE CHCTEMBI
JOKYMEHTAIIUH U UX B3aUMOCBSI3b.

5.2. YHuuuupoBaHHbIe CUCTEMBbI
JOKYMEHTaIlU!

[lonsitTne  «yHUpHUIHUpPOBAHHAS  CHUCTEMa
JNOKyMeHTarun». Pa3paboTka yHHU(UIIMPOBAHHBIX
CHCTEM JIOKyMEHTAIIUU - HOBBIM 3Tall B YyHH(PHUKAIUN

U CTaHAapTu3dalluu AJOKYMCHTOB. XapaKTepI/ICTI/IKa

YHUPHUIIMPOBAHHBIX CUCTEM JIOKYMEHTALUH.
l'ocynapcTBeHHbIe CTaHJapThI Ha
YHU(PHUIIMPOBAHHBIE CUCTEMBI. OmnbIT

MEXTyHApOHOM CTaHIApTU3AIUN TOKYMEHTOB.

[TpoekTupoBanue yHUGHUIMPOBAHHBIX (hopm
JIOKYMEHTOB. Meron COJIep KaTeIbHOU u
dbopmanbHON YHU(DUKAIIIH.

Perucrpamuss  yHUGUIIUPOBAHHBIX  (opM
TokyMeHTOB. [lopsimox BBedaeHusT B JACMCTBUE
YHUGUIIUPOBAHHBIX (HOPM JOKYMEHTOB. AJIBOOMBI
dbopM yHHU(DUIIMPOBAHHBIX TOKYMEHTOB.

Pernamenranus cocraBa BUJIOB u
Pa3HOBUAHOCTEH  JIOKYMEHTOB  OIpEAEICHHOTO
KOMILUIeKca Mo 3a7ayaMm ympasieHus. Tabenb dopm

JAOKYMCHTOB.

Pazoen 6 Opzanuzayuonno-

pacnopsaoumeinvHole
uHgopmayuonno-cnpagounvie

O0OKyMeHm bl

u

YuudunupoBanHas cucTema
OpraHU3aIMOHHO-PACTIOPSTUTELHOM
nokyMeHTauu. OCOOEHHOCTH CUCTEMBI, €€ COCTaB.

Opranu3zanvoHHbIE JTOKYMEHTBHI.
[Tono>keHus, YCTaBbl, PErJIaMEHTBI, HHCTPYKIIHH,

InmpaBujia U Ip. Tpe6OBaHI/IH K HUX COCTAaBJICHHUIO H

0(hOpPMIICHHUIO.
PacnopsiiurenbHbie JIOKYMEHTBHI.
[MocranoBneHwus, peleHus, MPHKa3bl,

pacCriops’K€HuA, YyKazaHud W [p. HOpHI[OK nx
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COCTaBJICHUS U OPOPMIICHHS.
HNudpopmaniioHHO-CTIpaBOYHBIE  JTOKYMEHTHI:
AKTbl, CIIPpaBKH, MJOKJIAAHBIC M 00OBACHUTEIIBHEBIE
3aIlIMCKHU, MHUCbMaA, TCIICTPAMMBI, Teﬂe(i)OHOFpaMMI)I.
Nx cocraienne u opopmIICHHE.
OcobenHoctu  oopmIIeHUST JIEATSIIEHOCTH

KOJUICTUAJIBHBIX OPTraHOB.

Pazoen 1 Coeepuiencmeosanue

OOKymeHmauuonnbtx npoyeccoe

7.1. Permamenrtamnus MPOIIECCOB
JOKYMEHTOOOpa30BaHUs

HeobOxomuMoCTh perymupoBaHus Iporecca
JOKYMEHTOOOpa3oBaHus. BEIsICHEHUE U yCTpaHEHHE
NPUYMH HEOINPABIAHHOTO BO3PACTAaHUS BHIOBOTO
pasHOOOpa3uss W KOJMYECTBA  JIOKyMEHTOB.
YcTaHoBiIeHHe 000CHOBAaHHBIX KPUTEPUEB CO3IAaHUS
JOKYMEHTOB. daxTophl, OTIpEeISIONINe
HEOOXOJAMMBIM KOMILJIEKC JOKYMEHTOB. THUMH3aIus
dbopM  TOKYMEHTOB. Pa3paGoTka  HaydHBIX
KOHIICTIIIMK MeXOoTpaciaeBol yHupUKauuu GHopm

YIIPaBJICHUCCKUX OOKYMCHTOB. COBI[aHI/IC 0aHKOB

JAHHBIX.

[TpaBoBoe perynupoBaHue nporecca
JOKYMEHTOOOpa30BaHMUsL. Dopmbl MIPaBOBOTO
perynupoBaHHusl.

7.2. Wcnonb3oBaHWE HOBBIX TEXHOJIOTUH B
JNOKYMEHTUPOBaHUU

BnusHue  BHeApeHHWs] — BBIYMCIUTEIBLHOU
TEeXHHKH Ha 00pa3oBaHME JOKyMEHTOB. JJOKYMEHT B
anekTpoHHoir  Qopme.  [IpoGrema  mpaBoBOTrO
peXrMa JOKYMEHTa, CO3/aHHOTO B AIIEKTPOHHOW
dopme. OCOOEHHOCTH COTJIACOBAHUS U MOAMHCAHUS
ANIEKTPOHHBIX JOKYMEHTOB.

OcoGenHoctu co3iaHust ¥ odopMIICHUS

JAOKYMCHTOB Ha KOMIIBIOTCPE: HCIIOJIB30BAHUC 0a3
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JaHHBbIX, CO31aHHUC HJa6JIOHOB, TEKCTOBBIC
pEeIaKTOphl, CIOBapH, IPOBEPKa TI'PAMOTHOCTH |
opdorpadun. CoBpemeHHOE MPOrpaMMHOE
obecrieueHue.

Pa3Butue cucremsl nepenaun MHGOpMaLUU
Bo3moxxHOoCTH — 0€310KyMEHTHOT'O oOMeHa

uH(popMaluen B ypaBJIeHUN.

Pazoen 8. Hayuno-ucmopuueckas
U npakmuyeckas - UEHHOCHIb

00Kymenma

TTonsgrus: «IIEHHOCTh JIOKYMEHTAY,
«3KcnepT1/13a IICHHOCTHN. BO3HI/IKHOBCHI/I€
JKcrepTusbl. BripaboTka MPUHIMIIOB U KPUTEPHEB
OIICHKHN ICHHOCTU ,HOKYMeHTOB.

Bremmnss " BHYTPEHHSIA KpUTHKA
JIOKYMEHTOB. AHalu3 aBTOPCTBA, BPEMEHH, MeCTa

BO3HUKHOBCHHWH JIOKYMCHTA. Awnammz COACpKaHU A

JOKYMEHTA. JlocToBepHOCTH u LIEHHOCTh
JOKYMEHTA.

JIOKyMeHTBI c MOBTOPSAIOIIEHCS
uHpopmaruen. Buast MOBTOPSEMOCTH:

TyOJIETHOCTh, TOTJIONIEHHOCTh, CYMMHpPOBAaHUE,
BapUAHTHOCT, pedepupoBaHue. OO6mme
3aKOHOMEPHOCTH, ONPEACIISIIOIINE BO3ZHUKHOBEHUE
JIOKYMEHTOB C TIOBTOPSIOIICHCS] HHPOPMAITUEH.
3HAYMMOCTh SIBJICHWUH, COOBITUH, (PaKTOB B
MePBUYHBIX u BTOPUYHBIX JIOKyMEHTaXx,
COOTBETCTBHE COJICp)KAIICHCS B HUX HHPOPMAIH
OCHOBHBIM WM  BCIIOMOTAaTeNbHBIM  (PYHKIUSAM
YUPEKICHUS. IOpunnueckas cuia ATUX
JIOKYMEHTOB. Xapakrep MOBTOPSIEMOCTH,
MEPUOTUIHOCTh 00Pa30BaHUS JOKYMEHTOB.
Bri6opouHas o1ieHKa TOKYMEHTOB.
CneunanbHble KpPUTEpUU OLEHKH HAy4HO-
texHuyeckoil gokymentauuu (HTM). Wsydenue

BHYTPCHHCTO COCTaBa IAOKYMCHTA IIO Hp06J'ICMaM
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(temam) u MozensM (KOHCTPYKIMSIM) 3HaueHHUE
HAYYHO-TEXHUYECKOH HAeu. 3HAYMMOCTh OOBEKTa
JUIE DKOHOMHKH. YHHUKAJIBHOCTh COOPYKCHHUS WIIH
KOHCTPYKITUH.

Kpurepun LIEHHOCTHU
KHHO(POTO(HOHOTOKYyMEHTOB. OCOOCHHOCTH OIICHKU

MAalIMHOYUTACMBIX JOKYMCHTOB.

Pa3zoen 9. Komnnexco

O00KyMeHm o8

IlonsTre «KOMIIJIEKCa AOKYMCHTOB».

HepBHqHBIe KOMIIJICKCBI TCKCTOBBIX AOKYMCHTOB U

150:¢ BU/IBI. Kommekcsr TEXHUYECKAX u
KHUHO(OTOJOKYMEHTOB.
CIoXHBIE KOMIIJIEKCEI. Tlousarus

«JOKYMEHTAJbHBIM» U  «ApPXUBHBII»  (QOHIBI
Kommnekcsl JIOKYMEHTOB YUPEKICHHUI,
OpraHu3aluii U CTPYKTYPHBIX MOAPA3IACICHUN.
JInyHnie hoHpL. Tlousarue «KOJUIEKIIH

nokyMeHTOB. [loHsATHE «apXuBy.

4. Oo6pa3oBaTe/ibHbIE TEXHOJIOTHH

Oopa3oBaTe/ibHbIE TEXHOJIOTHH

No/Ne | HammeHoBaHme pa3zena Buner yuebHol | OOpa3oBaTenbHBIE TEXHOJIOTHH
paboThI
1 [Ipemmer, comepxxanwue, | Jlexyus 1-2. Besoonas nexyus
3a1a4n Kypea
CamocmosmenvHast
paboma
Tloozomoska k nexyuu
2 Ucrounuku u nurepatypa no | Jlexyus 3-4 Jlexyusa-euzyanuzayua ¢ npuMeHeHuem
Kypcy cnaio-npoekmopa
THloozomoska k nexkyuu:
Camocmosmenvhast
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paboma — MOHUMOPUHE — 3AKOHOOAMENbHbIX U
HOPMAMUBHO-MEMOOUECKUX
UCTOYHUKO8 N0 OOKYMEHMOBEOCHUID C
UCNOABL308ANHUEM NPABOBBIX 0A3 OAHHBIX,
usyueHue OOKYMEHMOB8eO1eCKOou
VUeOHOU U HAYHYHOU TUmepamypbl
Hokymenrt, ero QyHkuuu, | Jexyus 5-6 Jlexyus-euzyanuzayus ¢ npumeHeHuem
TTOHSITHS JOKYMEHT " cnaio-npoekmopa
nHpopMarus
Juckyccus
IIpaxmuueckoe
saunamue 1
Camocmosmenvras | Iloocomoska K NPAKMUYeCcKOMy
paboma 3AHANUIO
CnocoOb1 Jlexyus 7-8 Ipobremnas nexyust
JTOKYMEHTHUPOBAHUS u
MaTE€pHUAIBHBIE HOCUTEIHN
undopmanuu Ilpakxmuueckoe Jluckyccus
3ansmue - 2
Camocmosimenvhast
Iloozomosxka K NPAKMUYECcKOMy
paboma
3aHAMUIO
IIpusnaku nokymeHrta: | Jlexyus 9 Ananumuveckas rekyus
OpPHUTHUHAIILHOCT,
MOJUTMHHOCTb, KOMTUHHOCTh
Camocmosmenvras | [loocomoexa k nexyuu
paboma -
Qopmynsap gokymenta u | Jlexyus 10-14 Jlexyuss ¢ pazbopom  KOHKpemMMHbIX
€ro0  COCTaBHBIE  YACTH. cumyayuii
Hcropus pa3BUTHUS
(1)opMyJ1;1pa AOKYMCHTA: Hpaxmuqec}(oe
16-17 Beka, sauamue — 3-6 Monumopune ooxymenmos 17-20 eexos
18 Bexk,
19 Bexk,
20 ex Camocmosmensnas | [loozomoska K npakmuyeckomy
paboma - 3AHAMUIO
dopmynsip coBpeMeHHOTO | Jlekyus 15 Jlexyus-eusyanuzayus ¢ npumMeHeHuem

YIIPaBIEHYECKOT O
JOKYMEHTA! MpaBuUIIa
oopMIIEHHS PEKBU3UTOB

cnatio-npoekmopa
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Ipaxmuueckoe
3ansmue — 7-8

Camocmosimenvhas
paboma -

Monumopune — 3aKOHOOAMENbHBIX U
HOPMAMUBHO-MEMOOUHECKUX AKINO8 NO
OOKYMEHMOBEOEHUIO C UCNONIb308AHUEM
npagosvix 6a3 OAHHbIX;

Ompabomka npakmu4eckux HABbIKOG
ohopmnenus pekeuumos

Tloozomoeka K
3AHAMUIO

npakmu4ecKkomy

8 Tpeboanmst «k  Tekcry | Jlexyus 16 -17 Jlexyusi-eusyanuzayus ¢ npumMeHeHuem
JIOKYMEHTAa; Cnauo-npoekmopa
YHaudukanus TEKCTa
JTOKyMEHTa Camocmoamenvnas
paboma - Ilooeomoska x nexyuu
9 Cucrembl nokymeHTanww, | Jlexyus 18-19 Jlexyus-eusyanuzayus ¢ npumMeHeHuem
CKJIaJIbIBAHUE CHCTEM, cnatio-npoekmopa
YHU(DUIIUPOBAHHBIC
CHCTEMBI IOKYMEHTAIINN
Iloozomoska k nexyuu
Camocmosimenvhast
paboma
10 OpraHu3aloHHbIE, Jlexyusn 20-23 Jlexyus-eusyanuzayus ¢ npumeHeHuem
pacnopsIuTENbHbBIE u crnaio-npoekmopa
MH(POPMAITMOHHO-
CIIpaBOYHBIC JOKYMCHTBI Hpaxmuqec}(ue
sansamus 9 - 15 Hcnonvzosanue ketic-memooa
Camocmosmenvras | Iloocomoska K NPAKMUYEecKoMy
paboma 3AHAMUIO
11 CoBepiiiencTBoBanue | Jlekyus 24
JIOKYMEHTAIIMOHHBIX
™ Ipobnemnasn nexyus
Iponeccos,
HCIIOJIb30BAHNUE HOBBIX
MH(OPMAIIMOHHBIX
TEXHOJIOTHUI B
AOKYMCHTUPOBAHHUH Camocmosmenvras | IToocomoeka k nexyuu
paboma
12 Komnuekcot JNOKYMEHTOB; | Jlexyus 25 Ipobnemnasn nexyus
HayuHno-nucropuueckas u

MMpaKTU4YCCKaA IOCHHOCTh
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JOKYMCHTA

Ipaxmuueckoe
sanamue 16

Camocmosimenvhas
paboma

Hocemeﬂue apxueda, usyueHue Cl04CHbIX
KOMNJEeKCo6 Ha npakmuke

Iloozomosxka K NPaKmuiecKomy
3aHAMUIO

Iloozomosxka k sx3ameny

5. OueHka mIaHNpPyeMbIX pe3yJIbTATOB 00y4YeHHs

5.1. CucTeMa oleHUBAHU A

Dopma koumpons Makxkc. konuuecmeo bannos
3a oony pabomy Bcezo
Texywuti KoHmpow:
- onpoc 5 bannos 15 bannos
-Oauy -KOHmMpovHas paboma (memul 2) 15 bannos 45 6annos
- KoHmpoavhas paboma (memot 4) 15 6annos
- OuYy-KormpoavHas paboma (mema 6)
15 6annos
- UM0208asl KOHMPObHAA paboma (membl
1-6)
Ipomesxcymounas ammecmayus 40 b6annos
(3auem ¢ oyenkotr) (memvi 1-6)
HUmoeo 3a cemecmp 100 b6annos
5 bannos 10 6annos
- onpoc
- Tecmupoganue (mema 7) 20 bannog 50 6annos
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- KonmponvHas paboma (mema 9) 10 6annos
-UmMoe08as KOHMpPOabHAs paboma
(memwt 7-12)
20 bannog

Tlpomeosrcymounas ammecmayus 40 b6annos 40 6annos
(ok3amen) (memor 1-12)
Hmoezo 3a cemecmp (Oucyuniun

p (Jucy ) 100 6annos

[Tonmy4eHHBIN COBOKYITHBIN PE3YJIbTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO IIIKAJTy OLIEHOK U B
mIkaity oueHok EBpornelickoit cucteMsl nepeHoca 1 HakorieHus: kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHUM ¢ TaOIUIIEH:

100-6ampHas T [kana

aa paMIIMOHHAs IIKaJia ECTS

95-100 A
OTIIMYHO

83 -94 B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D
YIIOBJIETBOPUTEIHLHO

50 -55 E

20-49 FX
HEYIOBICTBOPHTEIHHO HE 3a4TEHO

0-19 F
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5.2.KpnTeplm BBICTABJICHHUA OHCHKHU IO JUCHHUIIJINHEC

Bananl/
Ml kana
ECTS

Ouenka no
MUACHUTIIINHE

Kpurepuu onenku pe3yibTaroB 00y4eHHUs 110
AUCHUILINHE

100-83/
A,B

«OTIIUYHOY/

«3a4YTCHO
(oTnyHO)»/

«BaYTCHO»

BrictaBnsieTcst oOyuaromemycs, eciu oH riIy0oKo U
IIPOYHO YCBOMJI TEOPETUYECKUN U MPAKTHYECKUI
MaTepuai, MOXKET IIPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX
U B XOJI€ TPOMEKYTOUHOH aTTeCTaI1H.

OO0yuaromuiicst HICUEPIBIBAIOIIE U JJOTUYECKU CTPOMHO
u3Jiaraet ydeOHbBIH MaTepual, yMeeT yBSI3bIBaTh TCOPHIO C
MIPAKTUKOH, CIIPABJISACTCS C PEIICHUEM 3a/1a4
podecCHOHAIEHON HAIPaBICHHOCTH BBICOKOTO YPOBHS
CJIOXKHOCTH, MIPAaBHIFHO 000CHOBBIBACT MPUHSTHIC
pelICHHS.

CB0OOIHO OpHEHTUpPYETCS B y4eOHOM U
npodecCHOHATBHOM IUTEpaType.

Onenka no JUCIUILIMHE BBICTABISAIOTCSA 00y4aronemMycs ¢
Y4ETOM PE3YIBTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTallUu.

Kommnerennuu, 3akperiéHHbIe 3a TUCIUILUIMHOM,
chopMuUpOBaHBI HA YPOBHE — «BBICOKHII.

82-68/

«XOpouIoy/

«3a4YTEHO
(xoporo)»/

«BavyTCHO»

BricTaBisieTcst oOydaromemycs, €Ciu OH 3HaeT
TEOPETHUYECCKUHN M TIPAKTUICCKUN MaTepHal, TPaMOTHO U TI0
CYIIECTBY M3JIaraeT ero Ha 3aHATHUSIX U B XOJIe
IPOMEKYTOUHOM aTTeCcTaIllH, HEe IOMYCKas CYIECTBEHHBIX
HETOYHOCTEM.

OOyuaromuiics IpaBUIbHO MPUMEHSET TEOPETUUECKHUE
II0JIO’KEHHUS IIPU PEILIEHUN IPAKTUYECKUX 3a/1a4
npo¢ecCHOHATBLHON HAMPABJIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIaZIEET HEOOXOJUMBIMHU U1 TOTO HaBbIKAMU
U IpUEMaMU.

JlocTaTo4HO XOPOIIO OPUEHTUPYETCS B YUeOHOH U
npogeccuoHaTBLHOMN IuTepaType.

OreHka 1Mo JUCHMITIMHE BBICTaBIAIOTCSA 00yJaromeMycs C
Y4ETOM pE3yJIBTATOB TEKYIIEH U TPOMEKYTOUHOU
aTTeCTalUu.

KOMHeTeHI_II/II/I, 3aerl’IJ’IéHHLIC 3a HHCHHHHHHOﬁ,
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Banasl/ Ouenka no Kpurtepuu oneHku pe3y1bTaToB 00y4eHHs 110
Ikana AUCHUILINHE AUCUHMIITIHHE
ECTS
c(OpMHUPOBAHBI HA YPOBHE — «XOPOLIHIA».
67-50/ «YIOBJIETBOPHU- BrictaBnsiercst oOyuaromemycs, eciiu OH 3HaeT Ha 6a30BOM
TEIbHOY/ YPOBHE TEOPETUYECKUI U TPAKTUYECKUNA MaTepHral,
D.E JIOITyCKAeT OTAETbHBIE OMIMOKHU TPH €T0 U3JI0KEHUHU Ha
(3aTTEHO 3aHATHUSIX U B XOJIE POMEKYTOUHOH aTTeCTaIIH.
(ymoBneTBOpH-
TEJBHO)»/ OOyyaromuiics UCIIBITHIBAET OINpeIeEHHbIE 3aTPyAHEHUS
B IIPUMECHEHUH TEOPETHICCKUX TTOJIOKEHUH IPU PEIICHHH
(GAITEHOY MPAKTUYECKHX 3a/1a4 MPO(ecCHOHAIBHON HAPaBICHHOCTH
CTaHJAPTHOTO YPOBHS CII0KHOCTH, BIIAJICET
HEOOXOIMMBIMH ISl 3TOTO 0a30BBIMHU HABBIKAMH U
pUEMaMHU.
JleMOHCTpHUpYET TOCTaTOYHBIN YPOBEHDb 3HAHUS y4eOHOM
JUTEPaTyphl MO TUCHUTUIINHE.
Onenka no JUCIUILIMHE BBICTABISAIOTCSA 00ydaromeMycs ¢
Y4ETOM PE3YJIBTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTalllu.
Komnerenuuu, 3akpeniéHHble 3a AUCUUTIINHOMH,
chopMUPOBaHbI Ha YPOBHE — «I0CTATOYHBIN».
49-0/ «HEeynoBjIeTBOpUTE | BhIcTaBisieTcss oOydarmeMycs, eCiId OH He 3HAeT Ha
FEX JBHOY/ 0a30BOM ypOBHE TEOPETUUECKUN U MPAKTUYECKUN
' MaTepual, I0MycKaeT rpyobie OMHOKH MPH €ro
HE 3a4YTEHO

HN3JI0KCHHUH Ha 3aHATHUAX U B XOAC HpOMe)KYTO‘IHOﬁ
aTTeCTalu.

O6yqa10mnﬁc;1 HUCIIBITBIBACT CCpBé3HHe 3aTPYAHCHHS B
IMPUMCHCHHUH TCOPCTUYCCKUX IMOJIOKEHHU I IIpH PCIICHUU
IMMPAKTHUYICCKUX 3a4a4 HpO(l)CCCHOHaHBHOﬁ HAITPpaBJICHHOCTH
CTAaHAAPTHOTO YPOBHS CJIOKHOCTHU, HC BJIIAZICCT
HCO6XO,Z[I/IMLIMI/I AJI 59TOIrO HaBbIKaMH U HpI/IéMaMI/I.

JleMoHCTpHpYeT (parMeHTapHble 3HaHUS y4eOHOM
JUTEPATYPHI MO JUCLUIUINHE.

OreHka 1Mo JUCHUIUIMHE BBICTABIIAIOTCS 00yJaroieMycs ¢
Y4ETOM PE3yJIBTATOB TEKYILIEHU U IIPOMEKYTOYHOU
aTTeCTalUu.
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Bananl/
Mlkana
ECTS

OIIeHKa nmo KpnTepml OICHKHU pE3yJIbTaToB oﬁyqe}mﬂ mo
JAUCHHUIIINHE JAUCHHUIIINHE

Komnerennuu Ha ypoBHE «JIOCTaTOYHBIN», 3aKPEIIIEHHBIE
3a JUCUUIUIMHON, HE C()OPMHUPOBAHEI.

5.3. OueHouynble cpeacTBa (MaTepuaJibl) ISl TEKYIIero KOHTPOJIS yCIeBaeMOCTH,
NPOMEKYTOYHOH aTTecTALMH 00y4YaroIUXCH M0 AUCHUIIUHE (MOOY10)

Ilepeuenn BONpocoB K KOHTPOJIbHOM padoTe no Teme 2.

1
2
3
4,
5
6

. Uem 3annmaercs Hay4YHasA JUCHUIIIINHA JIOKyMeHTOBelIeHI/Ie?
. C xaxumu Hay4YHBIMH JUCHUIIJIMHAMU CBA3aHO JIOKYMGHTOBCZICHI/IC?

. HazoBute 3aKOHOJATCIbHBIC aKThI, PETrYJIMPYIOIINEC BOIIPOCHI JOKYMCHTHUPOBAHUA.

IIepeuncaure HOpMaTUBHBIE IPABOBBIE AKThI, PErYIUPYIOLINE BOIPOCH! JOKYMEHTHPOBAHUSL.

. [aliTe XapakTepuCTUKy HOPMaTUBHO-METOANYECKUM JOKYMEHTaM I10 JIEIONPOU3BOICTBY.

. HazoBuTe aBTOpPOB, HCCIASMYIONUX BOMPOCH JOKYMEHTOBCIACHUS.

IlepeyeHb BONIPOCOB K KOHTPOJILHOI padoTe mo Teme 4.

1
2
3.
4

5.

. Kakwue BbI 3HaeTe C1OCOOBI JOKYMEHTHPOBAHHUS?

. IlepeuncnuTe 3Tanbl pa3BUTHS TEKCTOBOTO TOKYMEHTHPOBAHUS, CPABHUTE UX MEXKIy COOOM.

PacckaxknTe 00 0COOEHHOCTSIX TEXHUUECKOTO JAOKYMCHTHPOBAHMA.

. B gem 3axumrouarorcsi o0coOEHHOCTH KIHO, (OoTO U (HOHOTOKYMEHTHPOBAHMS?

CpaBHUTE N3BECTHBIE BaM CIIOCOOBI JOKYMEHTHPOBAHHS MEXKTY COOO0I, HA30BUTE UX

MpEeUMYyIIeCTBa 1 HEAOCTATKU.

6.

CcO0OIA.

JaiiTe xapakTepuCTHKY MaTepHaIbHBIM HOCUTENAM HHPOPMALK 1 CPABHUTE UX MEKAY

Ipumepsl 0JIMI-KOHTPOJIBHBIX PadoT Mo Teme 6

XIX Bek

Kakue oOpamenusi 0bLIM NPUHATHI B KOHKPETHBII UCTOPUYECKUil nepruoa?

(IpoBeCTH CTpENKH)

TOBapHILLY
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Coaerckuil nepuon NBany lBaHOBUUYy
90-e rompr XX Beka MusocTrBOMY TOCyIapro
CoBpeMeHHOCTh TOCHIOJUHY

Kakumu UTOroBBIMH (hpazamMu 3aKaHIMBAIOCH CJIYKe0HOE MUCHhbMO B KOHKPETHBII HCTOPHYECKU
nepuon?

(poBecTH CTPENKH)

XVI, XVII Beka ¢ TITy00YalIIIiM TTOYTEHUEM

XIX Bek C YBa)KEHHUEM

CoBerckwii mepuosn C KOMMYHHCTHYECKUM MTPHBETOM
CoBpeMEHHOCTD Ilapb rocynapp, cMutyiics, noxanyu

IlepeyeHb BOPOCOB K HTOI0BOI KOHTPOJILHOM padoTe Ne 1

1. JIOKyMEeHT 1 ero MECTO B CHCTEME YIPaBIICHUS.

2. 3axoHOnMAaTENbHBIC TPABOBHIE AKTHI, PErIIAMEHTHPYIONIIE CO31aHIe H 0hOopMIIeHHE
JTOKYMEHTOB.

3. HopmaTHBHO-METOANYECKHE aKThI, ONPENEISIONINE OPSIO0K CO3MaHNs U 0hOPMIICHHS
JTOKYMEHTOB.

4. ]JlokyMeHTOBEIEHHE KaK Hay4qHas JUCIHIUINHA U €€ CBS3b C JPYTUMH HayIHBIMU
JHCIHUTUTMHAMHU.

5. TlonsTre «MH(MOPMAIHS» U €r0 Pa3BHUTHE.

6. IloHsATHE «IOKYMEHT» U €r0 pa3BUTHE.

7. CBs3b HHQOpMALMHK U TIOKYMEHTA.

8. OOmme u yactHpIe PYHKIIUU TOKYMEHTA.

9. CnocoOBl JOKYMEHTUPOBAHMS U UX Pa3BUTHE.
10.TekcToBOE JOKYMEHTHPOBAHHUE U STAIIbI €r0 Pa3BUTHAL.

11.ITukrorpammsl. IIpuMeHeHne NuKTOrpa)uuecKOro MUChMa CeroJHsl.
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12.JIororpammel. Vicrions30Banue TOrOrpaMM CETOTHSL.

13.Texunveckoe TOKyMEHTUPOBaHUE. BUIbI KOMIIJIEKCOB TEXHUUECKON JOKYMEHTAIIHH.
14.®oronokymentupoBanue. [losBrneHue, pa3BuTre, MPUMEHCHHE.
15.KunopokymentupoBanue. [losiBienne, passutie. Bupeoszanuce.
16.DononokymentupoBanue. [losBieHne, pa3BuTre, MPUMEHEHUE.

17.Martepuan ans nokymeHTupoBanus. Ero passurue.

18.TTonnmuunuky 1 Koruu. Buapl konuii. [lopsaok ynocToBepeHUi KOMHIA.
19.®opmynsp nokymenrta. Tunoroit hopmyisip, GopMyssip-oopasell.

20.PazButne popmynsipa gokymenta B XVI-XVII BB.

21.®opmynsip noxkymenta XVIII B.

22.@opmystsip TekcToBOro JokymeHTa X1 X- Hauama XX BB.

OO0pa3ubl TeCTOB MO Teme 7
Bomnpoc 1
Bu3a odurmanbHOro JoKyMeHTa 3T0:

A) PEKBU3HT TOKYMEHTA, BRIPAKAIOIIMIA COTJIACHE MITH HECOTIacHsl JOJDKHOCTHOTO JIHIIA C

collep’kaHNeM JIOKYMEHTA

b) Hammick Ha TOKyMEHTE, clienaHHas JOJDKHOCTHBIM JIUIIOM M CONeprKalas MPUHATOE UM

peleHue

B) noamnucanne foKyMeHTa €ero COCTaBHTEINEM

Bompoc 2

Busel npocTaBistoTces:

A) pabOTHHKOM, TIEUYATABIIAM JOKYMEHT
b) paborHukamu cBOEi OpraHu3anuu

B) paborHuKaMu ApyruX OpraHU3aIui

Bompoc 3
B kakue peKBU3HUTHI TOKYMEHTA JIaTa BXOIUT KaK COCTaBHAS YacTh?

a) rpud yTBEepKACHUS B) MOJIUCH



38

0) BU3a corinacoBaHus T') PE3OIIOIIHS

Bompoc 4
OOmuii 61aHK JOKyMEHTa BKITIOYAET B ce0sl CIEAYIONUE PEKBU3UTHIL:

A) nzobpaxkenue rep6a, aMOIEMbI, MECTO JUIS Pa3MelIeHUs Ha3BaHUs BUA JOKYMEHTa, MECTO

U JaThl 1 HOMEpa JOKYMEHTaA, MECTO COCTABJICHUA

B) uzo0paxxenue repba, sMOJIEMbl, HAUMEHOBAHKME OPraHM3alIMU aBTOPA, MECTO ISl Pa3MEICHUS

Ha3BaHHW BUda JOKYMEHTA, MECTO IJIA JaThl 1 HOMEPA JOKYMEHTA, MECTO COCTaBJICHU A

B) uzo0paxxenue repba, 3MOIeMbl, HANMEHOBAHUE OPraHU3AIMY AaBTOPA, MECTO JIJISl pa3MEIICHHUS
Ha3BaHHW BUa JOKYMCHTA, CIIPABOYHBIC JJAHHBIC 06 opraHnu3anuu, MECTO IJIA IaTbl U HOMEpPaA

JOKYMEHTA, MECTO COCTAaBJICHUSA

Bompoc 5
Kaxue u3 nepeuncieHHBIX JOKYMEHTOB TPEOYIOT YTBEPKACHUS?
A) ycraB b) mratHoe pacnimcanue B) mpukasbl

I') noxknagneie 3anwcku 1) JOMKHOCTHRIE HHCTPYKITHH

Bormpoc 6
TumoBoit popMyJIsip IpUKa3a CONEPKUT CICAYIONE PEKBU3UTHI:

A) rep6 (3M0OneMy), HAMMEHOBaHHUE OPTaHU3AINHA-aBTOPa, CITPABOYHEIE TaHHBIE 00 OpraHU3allHH,
HaMMEHOBaHHE BHJIA IOKYMEHTa — IIPUKa3, 1aTy, HOMEP, MECTO COCTABJICHHUS, 3aT0JIOBOK K TEKCTY, TEKCT,

oA Ch, BU3bI COIJIaCOBaAHUA

B) rep6 (3mbisiemy), HaMMEHOBaHUE OPraHU3AMKM-aBTOPa, HAUMEHOBAaHUE BUA JOKyMEHTa —

IIpuKas, 1aTy, HOMCp, MECTO COCTABJICHHS, 3aI'0JIOBOK K TCKCTY, TCKCT, ITIOATNINCH, BU3bI COIIIaCOBAHU

B) rep6 (3m0nemy), HaMMEHOBaHUE OPTaHU3ALMKU-aBTOPa, HAMMEHOBAaHUE BUA JOKYMEHTA —
MpHKa3, 1aTy, HOMEP, MECTO COCTABIICHHS, 3aT0JIOBOK K TEKCTY, TEKCT, OJNNCH, N1€4aTh, BU3bI

corjiaCoBaHHA

Bompoc 7
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B ympaBnenueckoil mpakTHKe TPUMEHSIOT CIeAYIOUINe BUABI OJTaHKOB!
A) 6naHK TEcbMa

B) 61aHK KOHKpPETHOTO BUA JOKyMEHTa

B) o0rmuii 6iank

JI) 6iiaHk hu3MUecKoro jauIa

Bompoc 8

JIOKyMEHTHPOBAaHHE ITO:

A) miporiecc IBM)KEHHS TOKYMEHTOB B OpraHU3aIlnN

B) 3anuck nHopManmy Ha pa3NTMYHBIX HOCHTEISX 10 YCTAaHOBJIEHHBIM IpaBHIIaM
B) co3manue noxyMmeHTOB

I') pabota ¢ nokymeHTaMuU

Bormpoc 9
K opraHu3zaiyioHHbIM JJOKyMEHTaM OTHOCSITCS:

A) ycraBbl 0) mpaBuia B) aKTHl T) MPHUKA3bl d) HHCTPYKIIUN

Bomnpoc 10
I'epOoBoit meyaTpio (MeYaThI0 OPTaHU3AIINHT ) 3aBEPSIOT:
A) rapaHTHiiHBIC TTHChMA 0) TIPOTOKOIBI 3aCeJaHU  B) MPHKA3EI

I') noroBopsl 1) TPyAOBBIE KHUKKA

Bompoc 11
Dopmysip JOKyMEHTa 3TO:

A) Habop pexBu3nToB 0pUIHATILHOTO MMCHbMEHHOTO JOKYMEHTA, PACIOIOKEHHBIX B

omp eACIICHHOMN IOCJICAOBATCIbHOCTH
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B) nopsiaok 00paboTKu JOKYMEHTOB

B) MuHUManbHEIH 31eMEeHT 0pOpMITeHHS JOKyMEHTa

Bonpoc 12
HNudopmanmoHHO-CIIpaBOUHBIN JOKYMEHT 3TO:

a) a) JlokymeHT, coaepkanuii HHGOPMAIHIO O (PaKTHUECKOM TTOJ0KEHUH €N, KOTOPBIN CITY)KUT
OCHOBAaHMEM JUIsl IPUHSITHSI PELLIEHUM

b) 6) JlokymeHT, OpraHu3yoHii paboTy yUpeKIeHUsS

C) B) JIOKyMeHT, B KOTOPOM 3a(hUKCHPOBAHbI PACIIOPSIKEHUS PYKOBOJICTBA

d) r) JlokyMeHT, QUKCHPYIOIIUI IEITENLHOCT KOJIETHAILHOTO OpraHa

Bomnpoc 13

Bnank ¢ n3o0pakeHreM rocyaapctTBeHHoro repoa Poccuiickoi deaepalinu MOTYyT UMETh:
a) JIro6ast opranuzanus, 3aperucTpupoBaHHas Ha TeppuTopuu Poccutickoit @enepannm
0) Kommepueckas pupma, 3apeructpupoBanHas Ha Teppuropun Poccuiickoit demeparumn

B) YUpeXKIeHUS U OpraHu3alnuy, ykazanasle B KonctutynmonnoM 3akoHe «O repde Poccuiickoit

denepanuny»
r) YupexIeHus u oprann3anuy, ykasanaele B Koncrurymun PO
Bompoc 14
K pexBu3uTaM, mpuaarmuM JOKyMEHTY IOPHANYECKYI0 3HAYNMOCTh OTHOCSTCS :
a) repb PO
b) orMeTka o mocTyrmeHnn TOKyMeHTa
B) ITOMIHCH
T') aBTOp JIOKyMEHTa
IIepeyeHb BONPOCOB K KOHTPOJIbHOI padoTe mo Teme 9

1. Yro takoe yHUHUKAIMA JOKYMEHTOB?
2. JlaiiTe onpezereHne cucTeMe TOKyMEHTaluH

3. Uro Takoe YHI/I(l)I/II_[I/IpOBaHHBIC CHUCTCMbI JOKYMCHTAallU, HA30BUTC UX.
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4. Kaxkwue BU/IbI JOKYMCHTOB BXOJST B COCTAB yHI/I(bI/ILII/IPOBaHHOI‘/II CHUCTCMbI OPraHnU3allMOHHO-

pacnopﬁ}mTem)Hoﬁ JOKYMCHTAIlUU.

Ilepeyensb BONPOCOB K MTOrOBOM KOHTPOJIbHOI padoTe Ne 2

1 Tlonsarus «yHU(UKAIMS» U «CTAHIAPTH3ALUSD) JOKYMEHTOB.

2 PazBuTHe yHU(PHUKALUU U CTaHAAPTH3ALUN JOKyMeHTOB Bo || monoBune XX B.

3 T'OCT P 7.0.97-2016. Ero coxepxaHue, 3HaUCHHUE.

4 TpeboBaHUs K KOHCTPYUPOBAHHIO OJIaHKOB. Buibl OaHkoB. banku npeanpusitaii
pa3IuYHbIX (GOPM COOCTBEHHOCTH.

5 PexkBU3NT «HaMMEHOBAaHUE OPraHU3AI[UH-aBTOPA JOKYMEHTa», TPEOOBAHUS K HEMY.

6 PexkBHU3UT «clpaBOYHBIC ITAHHBIE 00 OpraHU3alUN-aBTOPE JOKYMEHTay, €ro COCTaB.

7 PexBU3UT «ampecaty», €ro 3HAUCHUE U COBPEMEHHbBIE TpeOOBaHUSI K 0(hOpMIICHHIO.

8 Jlatel. TpeboBaHus K UX 0HOPMIICHHIO; ]aTa KAK COCTABHAS YacTh JIPYTUX PEKBH3HUTOB.

9 PeKBU3UT «pErucTpaIlMOHHBIA HOMEP IOKYMEHTa», €0 3HAUYCHHE.

10 PekBH3HT «CChUIKA HA PETUCTPAIIMOHHBIA HOMED U JaTy JJOKYMEHTay, KOTIJ/ia U TJie OH
IIPOCTaBJISIETCA.

11 Iopsanok coriacoBaHus JOKyMEHTOB U OOPMIICHHSI BHYTPEHHETO U BHEIIHETO COTVIACOBaHUS

12 Topsanok yTBep>KAeHHS JOKYMEHTOB, BUIBI yTBEPKACHHSL.

13 Iopsanok moanucaHus JOKYMEHTOB.

14 Tleyats KaK peKBU3UT JOKyMeHTa. Ha Kakux TOKyMEHTaX MpOCTaBIIseTcs repOoBas mevaTh.

15 CocraB ynocroBepeHns JOKyMeHTOB. [IpaBuia opopmiteHUs! peKBU3UTOB, YAOCTOBEPSIOMINX
JOKYMEHT.

16 OT™MeTKH Ha TOKYMEHTE, UX 3HAUYCHHE U OOpMIICHUE.

17 Pezomonius. Eé€ 3nauenue. TpeboBaHMs, IPEIbABIIEMBIE K PE3OTFOIIHH.

18 PexBU3UT «OTMETKA 00 MCIIOJHUTENEY, €0 3HaAYEHUE.

19 PekBu3uTHI, IpUAAIOIINE TOKYMEHTY IOPHINYECKYIO 3HAUMMOCTb.

20 Yaudwukamms TekcTta J0KyMeHTa.

21 Tpadapersbie TekcThl. MeToanka pa3paboTKH.

22 Crioco0sl TIpeacTaBieHrs] YHU(PHUIIMPOBAHHBIX TEKCTOB (aHKETHI, TAOIHUIIBL, TpadapeTHbIe
TEKCTHI).

23 OOmye TpeOoBaHUS K TEKCTY IOKYMEHTA.

24 ANTOpPUTM MOATOTOBKH JOKYMEHTA.

25 DreMeHTHI TeKCTa: 3aroJI0BOK, MPHIIOKEHUS, TPEOOBAHHS K HUM.

26 JIMHrBUCTHYECKHE OCOOEHHOCTH TEKCTOB CIYKEOHBIX JOKYMEHTOB.

27 lloHsTHE «CHCTEMBI IOKYMEHTAI[UI», Pa3BUTHE CUCTEM.

28 llonstre «yHU(UIUPOBAHHBIE CUCTEMBI TOKYMEHTALIUM.

29 Haznauenue, onpenenenue u coctaB Y COP/I.



42

30 TpeboBaHus K COCTABICHUIO  O)OPMIICHHIO OPraHU3al[HOHHBIX JOKYMEHTOB.
31 TpeboBaHusI K COCTABJICHUIO i O)OPMIICHHIO PACTIOPSAUTEIBHBIX JOKYMEHTOB.
32 TpebOoBaHUs K COCTABICHUIO H 0)OPMIICHHIO IPUKA30B.

33 TpeboBaHUs K COCTABICHUIO U OQOPMIICHHIO OOBICHUTEIBHBIX M IOKJIATHBIX 3AITHCOK

(BHELIHMX ¥ BHYTPEHHUX).

34 TpeboBaHUs K COCTABICHUIO H O(OPMIICHHUIO CIIPABOK (BU/BI CIIPABOK, CIIPABKU BHELIHUE U

BHYTpPEHHHE).

35 TpeboBaHus K COCTAaBICHUIO U O)OPMIICHHIO aKTa.

36 TpeboBaHUs K COCTABICHUIO U O(DOPMIICHHIO CITY)eOHOro MUChbMa. Pa3HOBHIHOCTH THCEM.
37 TpeboBaHUs K COCTABICHUIO ¥ O(POPMIIEHHIO TEIIErPaMM.

38 Ocobennoctu popmyispa TeraeoHOrpaMMBbI.

39 AJNropuTM MOATOTOBKHU U MPOBEACHUS COBEIaHus. JJOKyMeHThI, cO3/1aBaeMbIe B IIpoIiecce

IIOATOTOBKH COBCIIIAHUA.

40 TpeOoBaHMsI K COCTABJICHHIO ¥ OQOPMIICHHIO IIPOTOKOJIA.

41 TloHsiTHE KOMILIEKCOB JOKYMCHTOB. HepBI/I‘-IHI)Ie KOMIIJIEKCBI TEKCTOBBIX JOKYMCHTOB.
42 TloHsTHS «TOKYMEHTAIBLHBIA (QOHI» U «apXUBHBIH (QoHa». VX pasmmune.

43 CnoxxHbIe KOMIUIEKCHI. Be1oMCTBEHHBIC apXUBBI.

44 CnoxxHble KOMITIEKCH. I'ocynapcTBeHHBIC apXuBhL. CeTh TOCYIapCTBEHHBIX apXUBOB.

45 TloHATHS «IIEHHOCTH TIOKYMEHTAY, <«OKCIIEPTH3a [IEHHOCTH». BO3HUKHOBEHNE, pa3BUTHE

IKCIIEPTHU3BI.

23

24,

25.

26.

217.
28.
29.
30.
31.
32.
33.
34.

46 TTpuHIMITEL, KPUTEPUH SKCIEPTU3HI [IEHHOCTH JIOKYMEHTOB.

IlepeyeHb BOMPOCOB K YCTHOMY IK3aMeHY 0 BceMy KYpcCy

o Ilepeuensv 60npocog 014 n0020MOEKU K IK3AMEHY HO OUCYUNJIUHE
“loxymenmogeoenue”
. JIOKyMEHT U €ro MecTo B CUCTEME YIPaBJICHHUS.
3aKOHBI U MHbIE HOPMAaTHUBHBIE [TPABOBBIE AKThl, PErJIaAMEHTUPYIOLIUE CO3JaHUE U
oopmiIeHHE TOKYMEHTOB.
HopmaTuBHO-MeTOIMUeCKUE TOKYMEHTHI, ONPEAEIIAIONINE NOPSAA0K CO3/IaHusl U 0popMiIeHUs
JOKYMEHTOB.
JIOKyMEHTOBeIeHHE KaK Hay4yHas JUCLUIUIMHA U €€ CBSI3b C IPYTMMHU HayYHBIMU
JMCUUIUTMHAMM.
[TonsiTne «MHpOpMAaLUA» U €ro pa3BUTHE.
[ToHsITHE «IOKYMEHT» U €r0 pa3BUTHE.
CBs3b MH(pOpPMAIMU U TIOKYMEHTA.
OOmu1re u yacTHbIE PYHKIIMH JOKYMEHTA.
CriocoObl TOKYMEHTUPOBAHUS U UX PA3BUTHE.
TekcToBOE JOKYMEHTHPOBAHHE U 3TAIbl €70 Pa3BUTHUS.
[Muktorpammel. [IpumeHeHne nUKTOrpaguueckoro NucbMa Cero HsI.
Jlororpammsl. Mcnonp30BaHue JIOTOTPaMM CETOJTHSL.
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36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.

47.

48.

49,

50.
51.
52.
53.
54,
55.
56.

S7.

58.
59.

60.
61.

62.
63.
64.
65.
66.

67.
68.
69.
70.

71.
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TexHuyeckoe TOKyMEHTUPOBAHUE. BUAbI KOMIIJIEKCOB TEXHUYECKOW TOKYMEHTALIMH.
doronokymenTupoBanue. llosBienue, pa3Butue, IpUMEHEHHE.
Kunonoxymentuposanue. IlosiBiieHue, pa3BuTHe, IpUMEHEHHUE.
®oHotokymMeHTUpOBaHue. llosBienue, pa3BuTHe, IPUMEHEHUE.

Marepuain Ui JOKyMEeHTHpOBaHus. Ero passutue.

[Hommunuky 1 konny. Bunael konui. 1lopsok y1ocToBepeHril KOIUH.

dopmymsp nokymenTta. TummoBoit popmyssip, hopmyisp-odpaserr.

Pazsutne popmymspa nokymenta B XVI-XVII BB.

Dopmymsp nokymenta XVIII B.

®dopmyisip TekcToBoro gokymenTa X1X- nagama XX BB.

[TonsTHs «yHUPUKALMSI» U «CTaHAAPTU3ALN» TOKYMEHTOB.

I'OCT P 7.0.97-2016. Ero conep»xaHue, 3HaYCHUE U BO3MOKHOCTH MCIIOJIH30BaHMSI B
COBPEMEHHBIX OpraHU3aIUsIX.

[IpaBuna nenonpou3BoACTBa ISl PellepaIbHBIX OPraHOB UCTIOJHUTENILHOM BIIACTH.
(conmeprkanue, 3HAYCHUE W BO3MOXKHOCTH UCIIOJIb30BAHMSI)

Metouyeckre pekoMeHAaluU Mo pa3paboTKe UHCTPYKIIUMA MO IEJI0NPOU3BOJICTBY B
(benepanbHBIX OpraHax UCTIOJIHUTEIBHOM BIacTH (CoAepKaHue, 3HAUEHHE U BO3MOKHOCTH
WCTIOJIb30BAHMUS ).

[IpuMepHast HHCTPYKIMS 1O IETONPOU3BOJICTBY B TOCYAAPCTBEHHBIX opranu3anusax 2018 r.
(conmeprxanue, 3HAYCHUE M BO3MOXKHOCTH UCIIOJIb30BAHHS).

CocraB pexBu3uToB O1aHkoB. Kitaccudukanus 01aHKOB.

PexkBU3UT «HauMMEHOBaHNE OPraHNU3ALUN-aBTOPA JOKYMEHTa», TPEOOBaHMSI K HEMY.
PexBU3UT «cripaBOYHbIE JaHHBIE 00 OPraHU3aMU-aBTOPE TOKYMEHTa», €r0 COCTAaB.
PexBu3uT «aapecar», ero 3Ha4eHUE U COBPEMEHHBIE TPEOOBaHUS K 0(OPMIICHUIO.

Hatel. TpeboBaHus K UX 0()OPMIIEHHIO; 1aTa KaK COCTaBHAs 4acCTh JIPYTUX PEKBU3UTOB.
PeKBU3HT «perucTpaliMOHHBIA HOMEP AJOKYMEHTA», €70 3HAYCHHUE.

PexkBU3HT «cCBUIKA HAa PETUCTPALIMOHHBINA HOMEP U JaTy JOKYMEHTa», KOT1a U IIe OH
IIPOCTABIISAETCS.

ITopsinok cornacoBaHus JOKyMEHTOB U 0(pOpMIIEHHS BHYTPEHHEIO M BHELITHETO
COTJIaCOBaHUSA

ITopsinox yrBepKIeHUsI JOKYMEHTOB, BUJIbl YTBEPKICHHUS.

[Topsinok noanucanus JOKyMEHTOB. DJIEKTPOHHAs MoANuch. OTMeTKa 00 3JIeKTPOHHOM
MOATIHCH.

Ileyars Kak pekBU3UT JOKyMeHTA. Ha Kakux TOKyMeHTaX IIPOCTaBISAETCS OTTUCK IIEYaTH.
CocraB ynocroBepeHus JOKyMeHTOB. [IpaBuiia ohopMieHus: peKBU3UTOB, YI0CTOBEPSIOLIMIMA
JOKYMEHT.

OTMeTKH Ha IOKYMEHTE, UX 3HaueHHe U opopMIIeHuE.

Pezomronus. E€ 3nauenue. TpeGoBaHuUs, IPEABIBISIEMBIC K PE30JIFOITUH.

PexkBU3HT «0OTMETKA 00 UCIIOJIHUTENE), €T0 3HAUCHHE.

PexBu3uThI, Npuaaronye JOKyMEHTY IOPUANYECKYIO 3HAYMMOCTb.

VYHaudukanus tekcra qokyMeHnTa. CrnocoOsl mpecTaBIeHNus YHU(PUIUPOBAHHBIX TEKCTOB
(aHKeTBI, TaONIMILIBI, TpaapeTHbIE TEKCTHI).

OOure TpeboBaHUS K TEKCTAM YIPABICHYECKUX JTOKYMEHTOB.

ANropuT™M IMOArOTOBKH JOKYMEHTA PAaCHOPSIUTENBHOTO JOKYMEHTA.

DJIeMEeHTHI TEKCTa: 3aroJ0BOK, IPUIIOKEHHS, TPEOOBAHUS K HUM.

[lonsTHE «CHCTEMBI JOKYMEHTALIUWY», Pa3BUTHE CUCTEM JOKyMeHTauuu. [Tonstue
«yHU(ULIMPOBAaHHBIE CUCTEMBI JIOKyMEeHTaluu». Haznauenue, onpenienenue u coctan
YHUPUIHPOBAHHON CHCTEMBI OPraHU3ALMOHHO -PACTIOPSAUTEIHON JOKYMEHTAIIHH.
TpeboBanus K COCTaBICHUIO U 0()OPMIIEHUIO OPraHU3AI[MOHHBIX JJOKYMEHTOB (TI0JI0KEHUE,
yCTaB, NHCTPYKLHUS, PETJIAMEHT, IITATHOE PaCIIMCAHUE).
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72. TpeGoBaHUs K COCTABICHHUIO U O(POPMIICHHUIO PACTIOPSAAUTEIBHBIX TOKYMEHTOB (IIPUKa3,
pacrnopsiKeHue, pelleHue, I0CTaHOBIEHHUE, TPOTOKOJI).

73. TpeGoBaHuUs K COCTABJICHHUIO U O(POPMIICHHIO OOBSCHUTENBHBIX, TOKJIAAHBIX U CIIY)KEOHBIX
3aIHCOK.

74. TpeOoBaHuUs K COCTABJICHUIO M OPOPMIICHHIO CIIPABOK (BHIbI CIIPABOK).

75. TpeGoBaHMsI K COCTABICHHUIO U OPOPMIICHUIO AKTOB.

76. TpeboBaHuUs K COCTABJICHUIO U 0hopmIteHHIO cirykeOHOTO TchMa. Kimaccudukarmst
CITY’)KEOHBIX TTHUCEM.

77. AnropuT™ NOATrOTOBKH U ITPOBEIEHNUS COBEIlaHus. JJOKyMEHThI, cO3/1aBaeMbI€ B IIpOLiecce
MOATOTOBKH COBEIAHUS.

78. TpeboBaHUS K COCTABJICHUIO U 0(DOPMIIEHHUIO TTPOTOKOJIA.

79. [loHsITHE KOMITJIEKCOB JJOKYMEHTOB. [IepBHUYHBIE KOMIUIEKCHI TEKCTOBBIX JJOKYMEHTOB.

80. CnoxHbIE KOMITIEKCHI JOKyMEHTOB. [IOHATHS «TOKyMEHTAIBHBINA (DOH) U «apXUBHBIN
dbouay. Ux paznuuue.

81. HomeHnkitatypa Jien.

82. Ilpu3Haky 3aBeJICHUS JICI.

6. YueOHO-MeTOAUYeCKOEe U MH(OPMAIIHOHHOE 00ecTiedeHue U CIUTIINHbI

6.1. CHHCOK HCTOYHHMKOB U JUTEPATYPHI

Oo0s13aTeIbHBbIE HCTOYHUKH
I'paxxnanckwuii kogexc P® gacts 1-4.

denepanbHBIA KOHCTHTYITHOHHBIN 3aK0H OT 25 mekadpst 2000 1. Ne 2-OK3 «O I'ocyagapcTBeHHOM

repoe Poccuiickoit deneparuny // C3 PD 2000, Ne 52 (Hacts 1), cr. 5021;

Oenepanpabiid 3ak0oH PO ot 27.07.2006 1. Nel49-d3 «O6 wmabDOpManmu, WHHOPMAITMOHHBIX
TEXHOJIOTHAX U 0 3amuTte nHbpopmamum» // C3 PD. 2006. Ne31. Ct. 3448.

®denepanpubiii 3akoH PO ot 27.07.2006 1. Nel152-03 «O nepcoHanbHbIX qaHHBIX» // C3
P®. 2006. Ne31. ct. 3451.

3akoH Poccuiickoit ®enmepammu ot 25 oktsOpst 1991 1. Ne 1807-1 «O s3pIKaXx HapOIOB

Poccuiickoit ®eneparuny. // "Begomoctu CH/] 1 BC PCOCP", 1991, Ne 50, ct. 1740

®enepanbubiii 3akoH o7 06.04.2011 Ne 63-®3 “O06 osmekrponHoi mogmucu” [/
Poccniickag rasera Ne 5451 ot 08.04.2011.

DenepanpHblii 3aK0H 0T 27.12.2002 Ne 184-03 «O texuHuueckoMm perynuposanun» // C3 PO,
2002, Ne 52, 4. 1, cT. 5140 .

@®enepanpublii 3akoH 0T 01.06.2005 Ne53-03 «O rocymapcTBEHHOM s3bIke Poccuiickoin

Denepauun» // C3 PD. 2005. Ne23. Cr. 2199.

®3 “O06 apxuBHOM gene B Poccutickori ®@enepammu” Ne 125-@3 ot 22.10.2004 // Poccuiickas
razera Ne 3614 ot 27.11.2004;
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[Mocranoenenue IlpaBurenscrBa Poccuiickort deneparuu ot 27 nexadps 1995 r. Ne 1268 «O0
YIIOPSIIOYCHUN HW3TOTOBJICHUS, HWCIIOJIb30BAHMS, XPAHCHUS W YHUYTOXKCHHUS IedyaTeil W OJaHKOB ¢

BOCITPOHM3BEIEHIEM TocyAapcTBeHHOr o repba Poccuiickoii @enepanmy // C3 PD. 1996. Ne2. Cr. 123;

[locranoBnenue IlpaButensctBa P® or 19.01.2005 Ne30 «O TumoBoMm periameHTe

B3aMMOJIEHCTBHS (peepaabHBIX OPraHoB UCTIONHUTENbHON BiacTi»// C3 PD 2005, Ne 4, ct. 305;

[Tocranosnenue [IpaBurenscrtsa PO ot 28.07.2005 Ned52 «O TumoBoM periamMeHTe BHyTpEeHHEN

opraHuszanuu QeeparbHbIX OpraHoB UCTIONHUTENBHON BiacTh» //C3 PD ot 01.08.2005 N 31 ct. 3233;

[ocranosnenune I[IpaBurensctBa P® ot 15.06.2009 Ne 477 «OO6 yrBepxkaenun IlpaBun
JICTIOTIPOU3BOJICTBA B (DeiepaibHBIX OpraHax MCIOJIHUTEIBbHOMN BiacTi»// Poccuiickas razera Ne 4937 ot

24.06.2009.

[TocranoBnenue IlpaButensctBa PD ot 22.09.2009 Ne 754 “O6 yTBepKICHHH
MOJIOKEHUS O CHCTEME MEXKBEIOMCTBEHHOTO AJIGKTPOHHOTO J0KyMeHToobopota” (MJO) //
Poccuiickas razera Ne 5007 ot 30.09.2009.

ITocranoBnenne IlpaButensctBa P® ot 08.09.2010 Ne 697 “O emmHOH cucTeMe

MEKBEIOMCTBEHHOIO 3JIeKTpOHHOr0 B3aumozeiicteust” // // C3 Pd. 2010. Ne 38. Ct. 4823.

[Ipukaz MunkomcBszu Poccum ot 31.07.2014 Ne 234 «OO6 yrBepxknaenun IlpaBun

OKa3aHMs yCIyT MOYTOBOM cBsi3n» // «Poccuiickas razeran. Ne 299. 31.12.2014.

Meronudeckue peKOMEHIAIMH MO pa3paboTke WHCTPYKIMA MO  JEJIOMpPOU3BOJICTBY B
(hemepanbHBIX OpraHax HCIONHUTEIHHON BIACTH, YTBEP)KIACHHBIE MpuKa3oM PocapxuBa or 23 mexaOps

2009 Ne 76.

IIpodeccuonanpublii  crangapt  «Coenquamuct MO OpPraHU3allMOHHOMY U
JOKYMEHTAllMOHHOMY OO0€CIEUYEHUI0 YIpPaBICHHUsl OpraHu3alnueily, YTBEpXKAEH NpPUKa30M
Muntpyna Poccun ot 06.05.2015 Ne 276H.

IIpodeccuonanpublii  cTtangapt «CHequagucT M0  YIOPaBICHUIO  JIOKyMEHTaluei
OpraHu3alun», YTBEPXKACHHBIH MNpHKa3oM MMHUCTEPCTBA TpyJa M COLUMAIBHOW 3alUThI
Poccuiickoit @enepanuu ot 10.05.2017 Ne 4161

IIpumepHas HHCTPYKIUS N0 JEJIONPOU3BOACTBY B FOCYIapCTBEHHBIX OpraHu3anusix (yTB.
ITpukazom PocapxuBa ot 11.04.2018 Ne 44) // [OnextpoHHblii pecypc]. Pexxum nocryna:
https://minjust.consultant.ru/documents/40313 (nata oOparenus - 25.08.2018).

I'OCT P 7.0.97-2016. Hanumonanenslii cranmapt Poccuiickoit ®enepanuu. Cucrema
CTaHJAapTOB MO HH(opMaruu, OHOIMOTEYHOMY M H3JATENbCKOMY aeny. OpraHuzaluoHHO-

pacniopsaAUTCIIbHAA JOKYMCHTAILIUA. Tpe6OBaHI/IH K O(bOpMJ'IeHI/IIO JOKYMCHTOB.


https://minjust.consultant.ru/documents/40313
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I'OCT P NCO 15489-1-2007 Cucrema ctaniapToB 1o uHGoOpManuu, OHOIMOTEUHOMY U

U3JATeIbCKOMY JIeTTy. YTpaBieHnue nokymeHTamMu. OOmue TpeboBaHusl.

I'OCT P 7.0.8-2013 [enonpou3BOACTBO U apXUBHOE J1e70. TEepMUHBI M OMPEIEICHUSI. -

M.: UTIK UznarenscTBO cTangaptos, 2013.

I'OCT P 51511-2001 «Ileuat ¢ BOCHpPOM3BEACHHUEM TOCYAapCTBEHHOro repba Poccuiickoit
Oenepannu. Gopma, pasMepsl U TeXHUYecKHe TpedboBanus (¢ u3M. Nel ot 25.12.2002 Ne505-ct). - M.:

MznarenscTBO cranmaptos, 2001.

I'OCT 6.10.1-88. YaudunupoBanusie cucrembl gokymeHTanuu (Y CJ/I). OCHOBHBIE MOJIOXKEHUSI.

M.: UznatenscTBO cTaHaapTOB, 1988.

[lepeueHb THUNOBBIX YNPABICHUYECKUX AaPXUBHBIX JOKYMEHTOB, OOpa3yloIUXcs B
NEATENBHOCTH TOCYITApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYITPABJIEHUS M OpraHU3aLNM,

C yKazaHueM CpokoB xpaHeHusa. — M.: Pocapxus, BHUN A/, 2010.

Oo6mepoccuiickuii kaaccudurarop npeanpusatuii u opranmzanuii OK 007-93. M.: T'ockomcrat

Poccun, 1993

Oo6mepoccuiickuii  kKaccupukarop ympaBieHYeckor pgokymeHtanmmum OK  011-93. M.:

I'occranmapt Poccun, 1995.

Ob6mepoccuiickuii kinaccuukaTop wWHbopMamuu 00 obmepoccuiickux Kiaccudukatopax OK

026-95. M.: UIIK UznaTenscTBo cranmaptos, 2002.

Obmepoccuiickiue Kiaccu(puKaTopbl TEXHHKO-3KOHOMUYECKON W COIUAIbHOW MHGOopMamuu (110

BBIOODY).
Kpatkuii cnoBaps BUAOB U pa3HOBUAHOCTEH JOKyMeHTOB. OTB. pex.

A.C.Mamntukos. - M.: BHUNIA/], 1974, 80 c.

I[OHOJIHI/ITCJIBHBIC HCTOYHUKH

I'enepanbusbiii pernament. 1720 r. // 1IC3 Poccuiickoit Umnepun. CoOpanue nepsoe, T. VI, Ne

3534.
VYupexnenue s ynpasienus ryoepauii Beepoccuiickoit umnepun // 1 I1C3, T.20, Ne14393.
Oo6mee yupexaenrem Muauctepcts. 1811 1. // TIC3 1. XXXI, Ne 24686.

[TonokeHue o0 MUCHBMOBOJICTBE U JIENIONPOU3BO/ICTBE B BOeHHOM Begomctre. CII0, 1911.
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Bapa):[I/IHOB H.B. IICJ]OHpOI/I?;BOI[CTBO WK TCOPCETUYCCKAsA U MPAKTUYCCKOC PYKOBOJACTBO K
Tpa’X1aHCKOMY U YT'OJIOBHOMY, KOJUICTHAJIBHOMY U OAHOJIMYHOMY IMUCBMOBOJCTBY, K COCTABJICHUIO BCEX

MPaBUTENLCTBEHHBIX U YaCTHBIX JIeNoBbIX Oymar. CII6., 1857. Y. 1-2.

PycanoB @. OcHoBaHMS THCHMOBOJCTBA HJM OOlIee HW3JIOKEHHE TEOPHH W MPAKTUKU

KaHLenspckoro nena. M., 1839.

[onuelit pycckuil mucbMOBHUK. COOpHHK OOpa3loB MUCEM, JIENOBBIX OyMar U KOMMEpPYECKOH

nepenucku. - CII6, 1901.

Jlureparypa

OcHosHasA

brikoBa T.A., Ky3nenosa T.B., Cankuna JI.B. [lokymeHnTannonHOE oOecIiedeHNE YIPABICHHUS:
HenornponsBoactBo: Yueb. nmocodue s crya. By3os. 2-e usg., nepepad., gon. M.: Uudpa - M, 2014.
304 ¢. + CD-ROM.

https://new.znanium.com/catalog/document?pid=942800

C.A. T'notoBa, A.IO. KonbkoBa, FO.M. Kykapuna, E.A. Ckpunko J[0OKyMEHTallMOHHOE
obOecrieueHue ympaBiieHus, nona ooOmei pemaknuend T.A. beikoBoii. — M.: 000 “1C-

ITaGmumunr”, 2016. — 350 c.

JlokyMeHTOBeIeHHE: YIeOHHK s CTy. YUpeKIeHuid Boicil. obpazoBanus /| M.B. Jlapun, E.A.
[Tnemkesny, B.®. fAnkoBas u ap.; mox pen. M.B. Jlapura. — M.: M3marensckuii mieHTp “AkageMus’,

2016. - 320 c.

Nnromenko MLII. Ucropus memompounsBoactsa B Poccuu (mo 1917 1.): yaebHOE mocobue. — M.:

PITYVY, 2007. - 133 c.

Kykapuna FO.M. CoBpemMeHHble OPraHM3allMOHHbIE M perJiaMeHTHbIe JOKYMEHTBbI:
¢pynkuuu u pasHoBuaHocTH // Becthuk PI'TY. 2016. Ne2. C. 54-61.

JlomosHnTEABHAS
Bapaguro H.B. Jlenonpon3BoncTBo. PyKOBOICTBO K COCTAaBISHUIO BCEX PONIOB JIEIOBBIX Oymar

Y aKTOB T10 TaHHBIM (opMam u obpasmam. 2-e uzg. 4.1-4, CII6., 1873 1.

Benpaopext B. OOmme OCHOBBI JEIOMPOM3BOACTBA C MPUIOKEHUEM OCHOBHBIX (opm. CIIO,

1854.


https://new.znanium.com/catalog/document?pid=942800
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Umromenko M.IL. K Bompocy o ¢pynkuusax noxkymentoB //CoBerckue apxuBsbl, 1973, Ne 5. C. 18-

21.

Wmromenko M.IL., Ky3uenosa T.B., Jlupmmn S.3. JJokymeHnToBeneHue. JJOKyMEHT U CHCTEMBI

JOKyMeHTanuu. YuedHoe nmocooue.— M.: MITMAU, 1977, 94 c.
Wmromenko M.IL., Ky3uenosa T.B. ®opmynsap gokymenra. - M.: MITUAU, 1986, 86 c.

KonpkoBa A.}O. ITucemoBHuKHM XIX B. Kak pyKOBOJACTBO K COCTaBJIEHHIO IEIOBBIX IHCEM WU

Oymar. //Cexperapckoe neno, 1997, Ne 3, ¢. 105-114.

Kopuees UN.K., ITmenko A.B. JleiqoBas mepenucka W 00pasiibl JIOKYMEHTOB: Y4e0.-IIpaKT.

[Toco6ue. — M.: IIpocriekt, 2009. — 324 c.

KysueroBa T.B. Crioco0bl co31aHust JOKYMEHTOB (JIOKYMEHTHPOBaHUS ) U UX pazsutue [/
Cexperapckoe aeino, 2004, Ne 08-09, C. 31-36.
KysnenoBa T.B. OcHOBHBIC HampaBiieHHsT YHU(PUKAIIUA JOKYMEHTOB Ha COBpEMEHHOM JTarie //

Henornpouseozacteo, 2009, Nel, c. 3-8.
JlapskoB H.C. [lokymenToBenenue: yueonoe nocoome. — M.: ACT: Bocrok-3aman, 2008. — 427 c.

Hanuekun @. PykoBOACTBO K COYMHEHHUIO TTUCEM M JIENIOBBIX Oymar ¢ oOpasnamu, mpuMepaMu u

dhopmamu. - M., 1847 1.

ITomonsckast M.A., Cankura JI.B. Meroguka W TpakTHKa CTaHAAPTHU3ANWH W yHU(PHKAITAA

TOKyMEHTOB: Yue0. mocooue. - M.: MI'TMAU, 1987, 80 c.

COOpHHMK 3aKOHOJATEIBHBIX aKTOB IO jAenonpousBojacTtBy (1917-1970rr.) — VwueO.
nocobue mox pen. A.3. Jlusmuna. — M. MITMAU, 1973. — 157 C.

munr C.O. Kuasvkos C.E. JIOKyMEHTBI 1€10MPOU3BOACTBA IPABUTEIBCTBEHHBIX YUPEKICHUMN

Poccun XVI-XVII BB. - M., MI'NAH, 1985, 102 c.

6.2. Ilepeuenp pecypcoB HHGPOPMAIHOHHO-TEJIEKOMMYHHKALMOHHONH ceTH
«HuTepHer

IIpaBoBsie cuctemsl “I'apant, “KoncynbraHT muioc”;

7. MartepuajibHO-TeXHHYECKOe o0ecnieyeHne TUCIUTITUHBI (MOIYJIs1)
B kauecTBe MaTepuaNbHO-TEXHUYECKOTO OOECHeUeHus IUCIHHILINHBI YKa3bIBaeTCs
HeoOxomuMoe i OOydeHHs JMIIEH3MOHHOE TIporpaMMHOE oOecreueHue, o0opynoBaHue,

ACMOHCTpPAIlMOHHBIC HpI/I60pBI, My.IIBTHMeI[HﬁHLIe CpCAcCTBa, y‘-IC6HBIC (I)I/IJ'IBMLI, TPCHAXKCPHI,
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KapThl, IJIAKATBhI, HArJIAAHBIC HOCO6I/151; Tpe6OBaHI/I$I K ayJuTOpUsAM — KOMIIBIOTCPHBLIC KJIACCHI,

aKaJIeMUYECKUE WU CTICIUAIBHO 000PyIOBaHHbIE ayTUTOPHH U JIAOOPATOPUH, HATNYHE JOCKU U

T.H.

Cocras nporpammuoro odecneuenus (I10), coBpemeHHBIX IpodecCHOHAIBHBIX a3

1. Mlepeuens I1O

nanubix (B/1) u nndopmanuonno-cnpasounbie cucrem (MCC) (2016 r.)

Tabnuya 1
Nenr Haumenosanue 110 [IpousBoaurens Croco6
/m pacnpocTpaHeHus
(ruyenzuonnoe unu
c80000HO
pacnpocmpansiemoe)
1 Adobe Master Collection CS4 Adobe JIMIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMIEH3UOHHOE
3 Windows 7 Pro Microsoft JTUIEH3NOHHOE
4 AutoCAD 2010 Student Autodesk cBOOOTHO
pacmpocTpaHseMoe
5 Archicad 18 Rus Student Graphisoft cBO0OIHO
pacmpocTpaHseMoe
6 SPSS Statisctics 22 IBM JINIEH3UOHHOE
7 Kaspersky Endpoint Security Kaspersky JIMIIEH3HOHHOE
2. Ilepeuenb B/l u UCC
Tabruya 2
Neri/m HanmenoBanue
1 Mexnynapoanslie pedeparuBHbie HaykomeTpuueckue bJl, noctymHbie B paMkax
HalMoOHAILHOM noanucku B 2016 1.
Scopus
2 [Ipodeccruonanbubie monHoTeKcTOBBIE B/I, MOCTYMHBIE B paMKaX HAIMOHAILHOM
noanucku B 2016 1.
Kypuansr Oxford University Press
SAGE Journals
XKypuaner Taylor and Francis
3 [IpodeccuonansHble MONMHOTEKCTOBBIE B[
JSTOR
W3nanus no o01IeCTBEHHBIM U TYMAHUTAPHBIM HAyKaM
4 KomMmmbroTepHbie CripaBOYHbIE TIPABOBBIE CUCTEMBI
Koncynprant [Tiroc,
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| | I"apanr

8. OOecneyenne o0pa3oBaTeJbHOIO Ipouecca ISl JHI € OrpaHUYEHHBIMH
BO3MOKHOCTSIMH 3/10POBbS

B X0A¢ peam3alnu JUCHUITIIMHBI UCIIOJIB3YIOTCA CICAYIOINEC JOITOJTHUTCIBHBIC

METObI O6yquH$I, TCKYHICTO KOHTPOJIA YCIICBACMOCTU U HpOMe)KYTOIIHOfI arrecranuu

O6yanOHII/IXC$I B 3aBUCHUMOCTHU OT UX UHAUBHUAYAJIbHBIX 0COOCHHOCTEH:

® JUIA CIIENBIX Y CIIA00BUIAIINX:
- Jexkuuu OQOPMIIIOTCS B BHJIE DJEKTPOHHOTO JOKYMEHTa, JOCTYIMHOTO C IOMOIIBIO

KOMIIBIOTEPA CO CIICHHUAIU3UPOBAHHBIM ITPOTrpaMMHBIM 06€CHequI/IeM;

- TIIMCBMCHHBIC 3adaHWs BBIIIOJHAKOTCA Ha KOMIIBIOTEPE CO CIHCHHUAIIN3WUPOBAHHBIM

HpOFpaMMHBIM o6ecnequI/IeM, NIn MOFYT 6I>ITB 3aAMCHCHBI yCTHI)IM OTBETOM,
- obecreynBaeTCs MHIMBUIYAIbHOE paBHOMEpHOE ocBemenrne He Mmenee 300 Jrokc;

- JJId BBIIIOJHCHUA 3aJaHusd IIpU HCO6XOI[I/IMOCTI/I OpeaAOCTaBIACTCA YBCIIMYUBAIOIICC

YCTPOICTBO; BOBMOKHO TaKKe HCIOIb30BaHHE COOCTBEHHBIX YBETUUYUBAIOIINX YCTPONUCTB;
- MUCbMEHHBIE 33/1aHUsl 0(OPMIISIFOTCS YBEIMUEHHBIM HIPUPTOM;

- 9K3aMeH U 3a4€T NMPOBOJATCS B YCTHOUM (JOpME WU BBIMOJHSAIOTCS B MUCbMEHHOU (hopme Ha

KOMIIBIOTEPC.

¢ JUIA INIYXUX U cna6ocm,1mam1/1x:
- JICKIIMHN O(bOpMHHIOTCH B BHAC DJJICKTPOHHOI'O OOKYMCHTA, 1100 IpeaoCTaBJIsACTCA

3BYKOYCHUJIMBAKOIIAA arraparypa HHAUBUAYAJIbHOTO IMOJIb30BAHUA;
- IMCbMCHHBIC 3aIaHU BBITNIOJIHAKOTCA Ha KOMIIBIOTCPC B MMMCbMEHHOM (I)OpMe;

- DK3aM€H M 3a4eT MMpoOBOOATCA B MHCbMEHHOM (1)opMe Ha KOMIIBIOTCPE; BO3MOKHO

poBeieHue B (popMe TECTUPOBAHMUS.

¢ JUIA JIML C HAPYIICHUAMU OIIOPHO-ABUTATCIIBHOIO allliapara:
- JICKIIUHU O(bOpMHHmTCH B BHJC DJJICKTPOHHOI'O0 JAOKYMCHTA, AOCTYIIHOIO C IIOMOIIBIO

KOMIIBKOTEPA CO CIICHHUAIIM3UPOBAHHBIM ITPOTPaMMHBIM OGGCHC‘-ICHI/ICM;

- TIMCbMCHHBIC 3adaHUWs BBIIOJHAKOTCA HAa KOMIIBIOTEPE CO CICHHUAIIN3UPOBAHHBIM

IporpaMMHbIM OGCCHC‘{CHI/ICM;
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- 5K3aMEH U 3a4€T MPOBOJATCA B YCTHOM (hOpMeE HIIH BBITIOJHSIOTCS B MMCbMEHHOM (hopme Ha

KOMIIBIOTEPE.
[Tpu HEOOXOTUMOCTH TPEAYCMAaTPUBACTCS YBETUUEHUE BPEMEHH ISl IOATOTOBKU OTBETA.

[Ipouienypa  mpoBeAeHUST  NPOMEXKYTOUHOM  aTTecTauuu  Juis  O0OyJarom[uxcs
YCTaHABIMBACTCS C Y4€TOM WX HMHIUBUAYAIbHBIX TICUXO(PHU3UYECKUX OCOOCHHOCTEH.

HpOMe)KYTO‘-IHaSI arTeCTanuAa MOKET ITPOBOJUTHECA B HECKOJIBKO 3TAIlOB.

[Tpu mpoBeneHNH MPOIEAYPHl OLEHUBAHUS PE3YIBTATOB OOYYECHHUs MPEAyCMaTPHBACTCS
UCTIOJIb30BaHUE TEXHUYECKUX CPENCTB, HEOOXOJMMBIX B CBS3M C WHIMBUAYAJIHHBIMHU
OCOOEHHOCTAMHU OOy4YarolUXCsA. DTU CPEICTBA MOTYT OBITh IPEJOCTAaBIIEHbl YHUBEPCUTETOM,

HJIM MOT'YT UCITIOJIB30BAaTbCA COOCTBEHHBIE TEXHUYECKHE Cpe€acTana.

[IpoBenenne mpoueAypsl OIEHUBAHWS  PE3YJIbTATOB  OOYYEeHHS  JIOMYCKaeTcs ¢

HUCITIOJB30BAHUEM JHUCTAHIIMOHHBIX O6paSOBaTeJ'H)HI)IX TEXHOJIOTHH.

OO6ecnieunBaeTcsl TOCTYN K MHPOPMAIMOHHBIM M OMOIMOTpapUIECKUM pecypcaM B CETH
WuTepHer misi kaxkmoro oOydaromierocs B (opmax, aZalTHPOBAHHBIX K OTPaHUYEHUSIM HX

310pPOBbS U BOCTIPUATHUS HHPOPMAITIH:

® IS CIEMNBIX U CIIA00BUAIINX:

- B [I€YaTHOW (hopMe YBEITUYCHHBIM HIPHPTOM;
- B hopMe 3IeKTPOHHOTO IOKYMEHTA;
- B hopme ayauodaiina.

¢ JUIA TIYXUX U CJ'I8.6OCJ'IBIH_I8.H_[I/IXZ

- B meyaTHo ¢opme;
- B popMe PIEKTPOHHOTO TIOKYMEHTA.

e A o6yqa}0m14xc;1 C HApYHICHUAMHA OIIOPHO-ABUT'ATCIIBHOTO allllapara:

- B [Ie4aTHO! popme;
- B (hopMe 2IIeKTPOHHOTO IOKYMEHTA;

- B hopme aynnodaiina.
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VY4eOHble ayIUTOPHH Ul BCEX BUAOB KOHTAKTHOM M CaMOCTOSITEIBbHOM pabOoThl, HaydHas
OubIMoTeKa W MHbBIE MOMEIICHUs ISl 0OyUeHHsI OCHAIICHBI CIECIHATBHBIM 000PYIOBAaHHEM U

y‘-Ie6HI)IMI/I MCCTaMM C TCXHUYCCKUMHU CPCACTBAMU O6y‘-IeHI/I$[Z

® IS CJIENBIX U CIIA00BUIALLIMX:

- YCTpOICTBOM JUIsl cCKaHHpoBaHUs U uyTeHus ¢ kamepoit SARA CE;
- mucruieeM bpaiinst PAC Mate 20;
- npuHTepoM bpaiinsg EmBraille ViewPlus;

® IS TUIyXHUX U CIa0O0CITBIIIANTNX:
- ABTOMATH3UPOBAaHHBIM pa0OYUM MECTOM IS JIIOACH C HapyIIeHHEM clyXa u

¢71a00 CIIBIIIIAIIHX;

- aKYCTI/I'-IeCKI/Iﬁ YCUIIUTEIIb U KOJIOHKH;

e It 00y4aroIMXCs C HAPYUICHUSIMHU OIOPHO-ABUraTENIbHOTO anmapara:

- IepeABMKHBIMU, PETYIUPYEMbIMH 3proHoMuueckuMu napramu CU-1;

- KOMITBIOTEPHOI TEXHUKOM CO CrielnaibHbIM MPOrPaMMHBIM 00€CTIEYECHUEM.

9. MeToguvecKkue MaTepuaJibl

9.1. IInaHbl ceMUHAPCKUX (MPAKTHYECKUX 3AHATHIA) 3aHATHIH

MeTtoauyeckue yKa3aHusl 10 OPraHU3ALUM U NPOBEAEHUIO MPAKTUYECKHUX 3AHATHI.

Bbi0op TeM mpakTHUecKMX 3aHATHUH OOyCJIOBJIEH OOIIMM COIEpKaHHWEM Kypca M HaleleH Ha
yriIyOJIeHHOE U3yUEeHUE ero OTAEIbHBIX Pa3/eioB.

Henb 3aHATHI — 3aKpeIUIEHHE CTYIEHTaMH 3HAHUH TEOPETHYECKOro Kypca U MpHoOpeTeHrne MU
MPAKTUIECKUX HABBIKOB JOKYMEHTHPOBAHUS AEATENbHOCTH OPraHN3aliid U MPEANPHUITHH.

B cBsi3u ¢ nmocTaBiieHHON LENbI0 MPAaKTUUECKUE 3aHATHS Pa30UTHI HA TPH pasJiena:

1. Pa3sBuTHe HOKYMEHTa M CKJaJbIBaHHE €ro hopmysspa.

2. Cocrasienue U 0opOopMIICHUE OPraHU3aLHOHHO-PACIOPSIIUTEIBHBIX JOKYMEHTOB.

3. CnoxHble KOMIUIEKCHI TOKYMEHTOB.

B pesynbraTe BBINONHEHHS] NPAKTHYECKUX 3aHITUH CTYyAEHTHI JOJDKHBI 3HATH MOSBJICHUE H
pa3BUTHE TEPMHUHA <JIOKYMEHT», B3aUMOCBS3b TOHATHH <« JIOKYMEHT» W «HH(popMauus»; (opMbl U

CITOCOOBI (l)I/IKCI/IpOBaHI/Iﬂ I/IH(l)OpMaL[I/II/I Ha MAaTCpHUaJIbHOM HOCUTCIIC; COCTAB W HA3HAYCHUC q)YHKI_II/Iﬁ



53

JOKYMEHTa; DBONIOLMI0 (QOpMyJsipa TEKCTOBOTO JOKYMEHTa B pa3iIMYHbIE HCTOPHYECKHE TEPHOJBL,
COBpPEMEHHbIE TPeOOBaHUs, MPEAbABISIEMbIE K COCTABICHUIO U OQOPMIICHUIO CIY)KEOHBIX TOKYMEHTOB;
YMEThb COCTaBJIATh M OQPOPMIISITh OCHOBHBIE BH]IbI OPTaHU3aIIMOHHO-PACTIOPSINTENBHBIX JOKYMEHTOB.

3aHATHS TPOBOMATCS C Y4YETOM TpeOOBaHM, H3IOKEHHBIX B 3aJaHUAX M Ha OCHOBE
HpeaIaraéMbIx yIpaBiIeHYECKUX CUTYaLU.

3aHATHS MOTYT OBITH MPOBEJCHHI KaK TPAAUIMOHHBIM CIOCOOOM, TaK M Ha IEPCOHATBHOM
KOMIIBIOTEPE € HCIONb30BAHUEM COBPEMEHHBIX TEKCTOBBIX PENAKTOPOB W IO  CIELUAIBHO
pa3paboTaHHBIM METOJMYECKIM YKa3aHUSM.

[MoaroroBka kK MPakTHYECKUM 3aHSATHAM IMPELyCMaTPUBAET CAMOCTOSATENBFHYIO PaboTy CTY/IEHTOB
10 U3YYEHUIO JIEKIIMOHHOI'O Kypca, UCTOYHUKOB U JIMTEPATYPbI, PEKOMEHAOBAHHBIX K KAXKJIOMY 3aHSTHIO.

Ha xa1oM 3aHsATHH ITPOBOAUTCS ONPOC M KOJJIEKTUBHAs Oecesia 1Mo TeMe, pa3bsCHSIIOTCS el U
3a1a4n €€ u3ydyeHus. Pe3ynbTaTel CaMOCTOSTENIBHO BBINOIHEHHBIX 3aJaHUM MTPENOAAaBaTENb IIPOBEPSIET B
KOHIIe 3aHsATHH. [IpomylieHHble 3aHATHS CTYIEHTHI OTpadaThIBAIOT CAMOCTOSTENFHO B JabopaTtopuu

JOKYMEHTOBEJICHHSI, B KOTOPOI BEIETCS y4eT 0TpaboToK.

IlaHbl NpaKTUYECKUX 3aHATHI

Tema 1: JIokyMeHT 1 ero GpyHKIIUM , MOHSATHSI JOKYMEHT U HH(popmanus — 4 yaca.

Heny 3aHATHS — aHAJIU3 Pa3BUTHUS TMOHATHI «MH(QOpMAIHUS» H «JOKYMEHT», OIpEIelIeHUe
(hyHKITHHA TOKYMEHTOB.

B pesymnpTare BBIOTHEHUS 3aJaHUN CTYICHT JOJDKEH:

—  uMemb npeocmaeiienue O B3ANMOCBSI3U MOHATHN «MHGOPMAII» U «IOKYMEHT», Pa3BUTHH
MOHATHA «JOKYMEHT)», pa3BUTHH CHOCOOOB TOKYMEHTHPOBAaHWS M HX CBSI3M C MaTepHaIbHBIMU
HOCUTEIAMH WH(POPMAIIUH;

—  yMeTb OIpeneniTb GYHKIINH KOHKPETHOTO TOKyMEHTa.

3agaHus I CaMOCTOSITeIbHOU PadoThI.

1. Ilpoananm3upoBaTh yHOTpeOJIEHWE TIOHATHS JOKYMEHT H €ro CHHOHHMOB IIO
«enepanpHOMY pernmamenty» 1720 1., «O0memy TyOepHCKOMY yupexaeHwuio» 1775 1., «OO6memy
yupexaeHuo Muauctepcts» 1811 r.

2. llpoaHanm3upoBaTh pa3BUTHE TMOHATHSA «IOKYMEHT» II0 CJIOBapsM H CHENHaTbHON
IuTepaType.

3. llpoaHanmsupoBaTh pa3BUTHE TEpPMHHA «HHpOpManus» MO cioBapsm u DeneparbHOMY
3akoHy «O06 nHbopMaIuu, HHHOPMAITMOHHBIX TEXHOJIOTHAX U O 3alIUTE HHPOPMAIIAN»

4. llpoaHamn3upoBaTh pa3BUTHE TEPMHUHA «IOKYMEHT» IO TOCYAapCTBEHHBIM CTaHIapTaM.

5. Onpenenuth QyHKIUH CIEAYIOINX JOKYMEHTOB!

- kymyast kabana Hukuter KoznoBa Ha xomoria MBana [laBnosa 23 mas 1494 rona;
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- pamopt renepain-npokypopa Cenara W.1O. TpyOeukoro umneparpune Enuszasere [lerpoBae o

npuesze B [lerepOypr u3 Spocnasns tearpansHoit Tpynnsl @.I°. Bonkosa 3 ¢espans 1752 rona;

- Jlekper CHK «O npaBuiax nmoAmnucaHus ACHSKHBIX OyMmar, JJOKyMEHTOB, OpZCPOB, OTHOIICHHUH,

CHpaBOK U T.IL.» OT 12 nexabps 1921 r.;

- Ilocranonenne BIIMUK u CHK PCOCP «O mnopsake moJIb30BaHHUS TMEYaTAMU C
rocyaapctBeHHbIM repoom PCDCP» ot 15 mexabpst 1936 T.;

- nocranoBieHus LIK KIICC u Cosera munucrepctB CCCP «O mepax 1o cOBepIIeHCTBOBAHHUIO U
yJIIEIICBIICHUIO ammapaTa yipasieHus» oT 13 okrsaops 1969 r.;

- ©3 “06 nadopmanru, THHOPMAITUOHHBIX TEXHOIOTHIX U 0 3amuTe HHGopmanun”.

6. IlpuBecTn mpuMepsl JOKYMEHTOB, BBIMOIHSIOMNX CIEAYIONHe (QYyHKINU:

- yIpaBJieHUECKas;
- mpaBoBas;

- collMaNbHA;

- KyJIbTypHAas;

- HCTOPUYECKOT0 UCTOYHHKA;
- uHpOpMaITHOHHAS;

- yuera.

YKka3aHus no BbINOJHEHNIO 32 JaHUM.

1. MByunTh 3aKOHOAATENbHBIE aKThl W BEHINHCATh BCTPEYAIOIINECS B HUX CHHOHHMBI TIOHSTHS
«TOKYMEHT». BBISIBUTh 3HaUEHHE MOHATHH «JIelI0», «OyMaray, «akT», «IeloBas Oymaray, «CiIyXeOHBIHA
JMOKYMEHT», MaTh WX ONpeAeTeHHne, eCIi OHO NPUBEISHO B WCTOYHHKAX. lIpoaHamm3mpoBaTh, B KaKUX

Clly4asix YHoTpeOsiercs Kax10€e IOHTHE.

2. Ilo BeImMCKaM M3 CIOBAped U CHELHHAIBHON JUTEpaTyphl ONPEACIUTh, KAKUE AaCIEKTHI -
WH()OPMAITMOHHBIN, TIPABOBOH, YIIPABIEHYECKHA, NCTOPHYECKHIH - JIETIIM B OCHOBY ONpEACTICHHS TIOHATHS

CAOKYMEHT».

3-4. U3 rocynapcrBennbix cranaaptoB: ['OCT 16487-70 «lenonpon3BoaCcTBO U apXUBHOE JEO.
Tepmunbl u onpeneneaus»; 'OCT 16487-83 u I'OCT P 51141-98 «/lenonpon3BoAcTBO U apXUBHOE
neno. Tepmunsl u onpenenenusi»; [OCT P 7.0.8-2013 «/lenonpou3BoacTBo u apxuBHOE z1en0. TepMuHbI
n ompenenenus»; 'OCT P UCO 15489-1-2007 VYupasnenue noxkymeHTamu. OOmume TpeGoBaHUS;
DenepanpHoro 3akona «O06 mHGOpMaILK, HHPOPMAIMOHHBIX TEXHOJNOTHSX U O 3aIlUMTe WH(OPMALUU»

ot 27 wnrons 2006 Nel49-@3 Beimucath onpeneneHuss TEPMUHOB «HH(QOpMALMS» U «IOKYMEHT» H
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YCTaHOBUTL, KaKHNE€ ACIICKThI (HOCI/ITCJ'II/I I/IH(bOpMaLII/II/I, CIIOCOOBI ee (bl/IKCI/IpOBaHI/ISI, OpuanuccKas Cuia

JOKYMCHTA U I[p) u (I)YHKI_II/II/I JOKYMCHTA 3aJI0KCHEBI B 9TUX ONPCACIICHUAX.

5. Onpenenutb GYHKIUN JOKYMEHTa, T.€. €ro IeleBoe Ha3HaueHUe. BBIIBUTH MOUIMHHYIO LIENb
cO3JaHMd JOKyMEHTa M 3alleyaTSieHHs 3aKIIOYeHHOH B HeM WHQOpMAaIH, MpPOaHAIW3UPOBATH POIb
JOKyMEHTa B JaHHOW CHUTyalliH JOKYMEHTOOOpa3oBaHMs. Tak Kak IOKYMEHT MONU(QYHKIHOHAJEH,
nepBol ykaspiBaeTcsl (DyHKLUs, 3aJaHHAS JOKYMEHTY aBTOpoM. OJHOBPEMEHHO OTMETHTh, KaKue W3

HA3BaHHBIX (QYHKIUIA JOKyMEHTa HOCAT OOIINH, a KAKWE - YaCTHBIN XapakTep.

6. [IpuBecT mpUMepsl JOKYMEHTOB, 00JIaJaf0NX Ha3BaHHBIMU (DYHKIMSMH, yKa3aTh Ha3BaHUE
BHJIa, 3arOJIOBOK W JaTy JokymeHTa. ns QyHKIMH ydeTa W NMPaBOBOH MOXKHO TPUBECTH IMPHMEPHI
COBPEMEHHBIX JJOKYMEHTOB, JUISl ITOCTOSIHHO JeWCTBYIOMMX (HyHKINH (MH(OPMAIMOHHON, COIMATBHOM,
KyJIbTYPHOW, MCTOPHYECKOTO MCTOYHWKA) MPHUBECTH MPUMEPHI JTOKYMEHTOB Pa3UYHBIX MCTOPUYECKHIX

OIIOX.

KoHTpoJibHBIE BONIPOCHI:

1. Kak pa3BuBaMCh MOHATHS «HHPOPMALIAS» H «ITOKYMEHT»?

2. Kakue acrekThl 4YenoBeYecKOW JesTeNIbHOCTH OTPAKEHBI B ONPEACICHUSX TEPMHHA
«ITOKYMEHT» ?

3. [Mepeunciute GyHKINU TOKYMEHTA.

Hcroynuku u aureparypa

Hcrounuku:
I'erepansusbrit permament 1720 r. // TIC3 Poccutickoit umriepun. CoOp. mepsoe. - T.6. - Ne 3534,

Obmee rydepHCckoe yupexnaenue 1775r. // Cox 3akonoB Poccuiickoit mmmepnn, 4.2. C.-I1.,

1842.

Ob6mee yupexxnenne muauctepctB 1811r. // IIC3 Poccuiickoit nmnepun. Cobp.meppoe. -T.31. -

Ne 24686.
Hans B.W. TonkoBbli cI0Baph )KUBOT'0 BEIUKOPYCCKOrO SI3bIKA. - M.,
1956., - T.1.
Bbonwmras coBerckas sHIMKIoenus. -M., 1972.- T.8.
Kpatkuii cnoBape apxuBHoil Tepmunonoruu. -M.: JI., 1968.
Maitast coBerckas sHIHKIoneaus. -M.,1959.
Mabrit SHIMKIONEnnYecKuit cnoBaps. -CI16., 1907.

Oxeros C.M. CnoBaps pycckoro s3eika. -M.,1984.
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CrnoBapb HHOCTpaHHBIX cioB. -M.,1980.

CrnoBaps CHHOHUMOB pycckoro si3bika. -J1.,1979. -TT.1,2.

CoBeTCKHIi SHIMKIONEANYECKHUI cltoBapsk. -M.,1990.

TomnkoBbIH clioBapb pycckoro s3bIka. -(mox penakuueit [I.H. Ymaxosa. -M.,1935. -T.1.
I'OCT 16487-70. Jlenonpon3BOACTBO U apXUBHOE AeN0. TepMUHBI U OIIPEICICHHS.
I'OCT 16487-83. Jlenonpon3BOACTBO U apXUBHOE JeN0. TEepMUHBI U OIIPeICICHHUS.
I'OCT P 51141-98 [Jenonpon3BoJCTBO U apXUBHOE J1€)10. TePMUHBI U ONPEICICHUS.
I'OCT P 7.0.8-2013 Jlenonpou3BoACTBO M apXUBHOE J1€J10. TEepMUHBI U OIIPEICICHHUS.
I'OCT 6.10.1.88 YHubuiupoBaHHbIe CUCTEMbI JOKyMEeHTaIMH. OCHOBHBIC TIOJI0KCHHUS.
I'OCT P UCO 15489-1-2007 Ymnpaenenue nokymentamu. O0mme TpeOoBaHwMs.

Oenepanpupiii 3akoH  «O0 WHpOpPMaNUK, WHPOPMAIMOHHBIX TEXHOJOTHUSX M O 3alluTe

napopmarun» ot 27 uronst 2006 Ne149-D3.

COOpHUK 3aKOHOMATEIBHBIX aKTOB TI0 AeTonpou3BoacTBy (1917-1970): Vu. mocobue. - M.,1973.

Jluteparypa:

brikoBa T.A., Ky3nenosa T.B., Cankuna JI.B. [lokymeHTanmmoHHOE OOecCIieUeHUE YIIPABICHHUS:
HemorponsBoacTo: Yued. mocodue anst cryna. Bysos. 2-e u3g., mepepad., gon. M.: Muadpa - M, 2014.
304 ¢. + CD-ROM.

C.A. T'notoBa, A.IO. KonbkoBa, FO.M. Kykapuna, E.A. Ckpunko JIoKyMeHTallUOHHOE
obecrieueHue ympaBieHus, mnoja ooOmeil pemaknueir T.A. beikoBoit. — M.: OO0 “IC-

ITaGmumuar”, 2016. — 350 c.

JlokyMeHTOBeIeHHE: YIeOHHK st CTY. YUpeKIeHui Boicil. obpazoBanus / M.B. Jlapun, E.A.
[InemkeBny, B.®. fAnkoBas u ap.; noxn pen. M.B. Jlapuna. — M.: U3narensckuid ueHTp “Axagemus’,

2016. - 320 c.

FeJ’IBMaH-BI/IHOFpaILOB K.b. O cinoxHOCTSIX TPAKTOBKH IIOHATUA «AOKYMCHT» H criocobax Hx

npeoponenus. // Jlenonpounssonctro, 2005, Ne 2, C. 16-24.

Mmomenko M.II. K mnonstuio CKAOKYMCHT» / OBOJIONUA TEPMHUHA HOOKYMCEHT W HOPCSAMET

nokymeHToBeaeHus // CoBerckue apxuBsbl. -1986. - Ne 1. - C.26-31.

Wmromenko M.I1. Uctopus nenonpoussoncrsa B Poccun (1o 1917 r.).- Yu. nocobue. — M., 2007.
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Kysuernosa T.B. Haznauenue nokymenta (pyakiuu gokymenta) / Cekperapckoe aeino, 2004, Ne

12, c. 14-16.

Pa3[[aT0‘leII7[ Marepuaj K 3aHATUAM:

1
2
3.
4

5.

I'enepanbhbiii permament 1720 r.

Oomee rybepHckoe yupexaenue 1775r.

Oomee yupexaenue Muauctepcts 1811r.

COOopHHK 3aKOHOAATENBHBIX aKTOB TI0 Je0npon3BoAcTBy (1917-1970):

Beimuckn ¢ onpeneneHus MU TOHATHSL  «JIOKYMEHT», «WH(pOpMaIusy» W3 CIOBape,

SHIMKJIONEIUN U CIIEUUATIbHON JIUTEPATYPHI.

6.

I'OCT 16487-70, T'OCT 164867-83, T'OCT P 51141-98, TOCT P 7.0.8-2013

Jlenonpon3BoICTBO M apXUBHOE J1€710. TepMUHBI U OIpe e CHNUS;

7.

I'OCT 6.10.1.88 YHuduiupoBaHHble CUCTEMbI J0KyMeHTaUH. OCHOBHBIC TIOJIOKECHUS;

9. TOCT P UCO 15489-1-2007 Ymupapnenue nokymentamu. O0mme TpeOoBaHUs.

10.®enepanpubiii 3akoH «O0 wuHPOpMaNWK, HHOOPMAIMOHHBIX TEXHOJIOTHAX W O 3aIIUTe

nHpopmarum» ot 27 utonst 2006 Ne149-03

Tema 2. Cioco0bl JOKYMEHTHPOBAHHS U MaTepuaJIbHbIe HOCHTETU HHopManuu — 4 yaca

Lenp 3aHATHS — U3y4YeHUE PA3IMIHBIX CIIOCOOOB 3aredaTiieHust THPOPMAITHHL.

B pesynpTare BEIONTHEHUS 3aJaHAN CTYACHT JOJDKEH:

3namp GYHKOAW JOKYMEHTa, CIOCOOBI 3amedarieHuss WH()OpPMAalWu, ATalbl pPa3BUTHA

TEKCTOBOI'O IOKYMEHTUPOBAHMUS,

3aganus Aj1s CaMOCTOSITEILHOI PadOThI.

- I/I3y‘II/ITB 9TaIlbl TEKCTOBOI'O JOKYMEHTHPOBAHUS, O3HAKOMUTHCA C 06pa3uaMH IMUKTOrpaMM H

JIOTOTrpaMM, aTh UX KPATKYIO XapaKTEPUCTHUKY.

- O3HAaKOMHTBCH C 06p3.3HaMI/I TEXHUYECKHUX JOKYMCHTOB U 3allMCATh UX COACPIKAHUE TEKCTOBBIM

CII0COOOM.

Yka3zanus no BBLINOJHEHHIO 3aJaHUM.

1. I/I3y‘II/ITI> MUKTOIrpaMMBbl U JIOTOIpaMMBbI, IMPEACTABICHHBIC B KOJUICKIIUU. I[aTL onucanue 1-2

IMUKTOI'paMM. HpOBGCTI/I dHAaJIM3 3HAKOB JIOrorpaMm, y4uTbIBAA MPH 3TOM, YTO 3HAKY COOTBCTCTBYCT

CJIOBO. 3apI/ICOBaTL 2-3 06pa3ua " ONpPEACINUTb MPEUMYILICCTBA U HCAOCTATKU JIOTOrpaMM.

2. I/I3y‘II/ITB 1-2 YCpTeiKa U TCKCTOBBIM CIIOCOOOM 3amucaTh Ux CoACpIKaHuce.

KoHTpoJibHBIE BONIPOCHI :

1. KakoBsI 3Tamsl Pa3BUTUA TCKCTOBOI'O JOKYMCHTUPOBAHUS ?

2. KaxoBbI criocoObI 3anieuaTiieHus: HHpopMarmu ?
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3. Kakue croco0bl JOKyMEHTHPOBaHUsI MOSBUINCE B 19 Beke?

Jlureparypa:

Uctpun U.A. BosnukHoBeHue U pa3Butue nucbMa. -M.: Hayka, 1965, 599 c.

Kys3uenoBa T.B. CiocoObl co3iaHust JOKYMEHTOB (JIOKYMEHTHPOBaHHs) U UX pa3putue [/
Cexperapckoe neino, 2004, Ne 08-09, C. 31-36.
C.A. T'noroBa, A.}O. KonbkoBa, FO.M. Kykapuna, E.A. Ckpunko /lokyMeHTanmoHHOE

obOecrieueHne yrpaBieHus, moja ooOmei pemakmueirr T.A. BeikoBoit. — M.: OO0 “IC-

IMa6aumuar”, 2016. — 350 c.

JlokyMeHTOBeIeH!e: y4eOHHK ISl CTy. YUpexIeHuid Boicil. obpazoBanus / M.B. Jlapun, E.A.
[Tnemkesny, B.®. fAnkoBas u ap.; mox pen. M.B. Jlapuna. — M.: U3marensckuii 1ieHTp “AxageMus’,

2016.-320c.

brikoBa T.A., Ky3nenosa T.B., Cankuna JI.B. [lokymeHTanmmoHHOE OOeCIeUeHHE YIIPaBICHHS
(menmonpou3sBoactBo): Yueb. [Tocobue. — 2-¢ u3n. — M.: UHDOPA-M, 2012, c. 5-12.

Kysuenopa T.B. Hasnauenne nokymenTa (pynkuun mokymenta) / Cexkperapckoe aeno, 2004, Ne
12, c. 14-16.

Pa3naTouHblii MaTepuas K 3aHATHIM:

Konneknus nukrorpamMm, JIororpaMMm U 10KyMmeHToB XI-XX BB.
Habop miakaTos.

Craiiipl 10 ICTOPUH Pa3BUTHS CIIOCOOOB TOKYMEHTHPOBAHHUSL.

Tema 3. @opmyJisip AOKYMEHTAa M ero cocraBHble yacTu. Mcropust pasputus gopmyJisipa
nokymeHTa — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 16 yacoB

Dopmyasip nokymenrta XVI - XVII BB. — 4 yaca

Llexnb 3aHATHA — BBISIBICHHE 3aKOHOMEPHOCTEH CKJIAJBIBAHUS U pa3BUTHS GOopMyJIsipa TEKCTOBOTO
ciyxxeonoro gokymenta XVI-XVII Bs.

B pesynbrare BBITOTHEHHS 3aJaHUH CTYIEHT JOJDKEH:

— umemv npedcmasienue O CKIAIbIBAHUN M Pa3BUTUU (popMyisipa TEKCTOBOTO JTIOKYMEHTa B
MPUKa3HOM JEJIONPOHU3BOJICTBE;

— 3namsb Bugsl nokymeHToB XVI-XVII BB., cocraB Qopmynspa; Ha3BaHHS PEKBHU3UTOB U
MOPSIIOK UX OOPMIICHUS;

—  yMeTb OnuchiBaTh KOHKpeTHbIe JoKyMeHTEl XVI-XVII BB., coctaBisis ux GpopMymnspsl.
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3aganus AJs CaMOCTOAITEILHOI PadoThI.

1. I/I3y‘II/ITI) BUABI 1 PASHOBUAHOCTU JOKYMCHTOB :

1.1 ITo kpaTKOMY CJIOBapIO BHIOB U Pa3HOBUIHOCTEH TOKYMEHTOB BBHIMUCATH BUJIBI JOKYMEHTOB;

1.2 Tlo KOJUIEKIIMK BBISIBUTH BUJIbI IOKYMEHTOB, OOBSICHHB METO]] OIPEEICHUS KaXKI0Tr0 BUA.

2. BoISBUTH ¥ OnMCcaTh 0COOCHHOCTH 0003HAYCHHS aBTOpa JOKYMEHTA, YKa3aB :
- CITy’)KE€OHBIH WM JIMYHBINA JTOKYMEHT;

- KOJUIGKTUBHBIN HUIIH HHI[HBHI[yaHBHBIﬁ aBTOp;

- (opmy 0003HAUEHHS aBTOPCTBA, MECTO €TI0 PACTIONIOKEHHS B (hOPMYIIsipe JOKYMEHTA;

- 0COOEHHOCTH OMPEETICHHUS aBTOPA.
3. [Ipoananmm3upoBaTh COCTaB M CIIOCOOBI 0003HAYEHHS PEKBU3NTA «aJpecar :

- BBIIKCATh IPUMEPHI aJJPECOBAHUS JOKYMEHTOB;

- U3Y4YUTh COCTaB, crroco® HaIlMCaHUS apeCcaToB JOKYMECHTOB, ITOCBIJIAEMBIX U3 HHKCCTOALIET O

VUpEXJICHHS B BBINIECTOSINEE, JOKYMEHTOB, KOTOPBIMA OOMEHUBAINCH PABHOCTOAIINE YUPSKACHUS, U

JOKYMECHTOB, HAIIPaBJIAEMBIX U3 BBIMICCTOAINX yqpex(ﬂeHHﬁ B HMOKCCTOANIHUC.

4. 3yunth cocoObl JATHPOBKHU JIOKYMEHTA :

a) ONPEeAETUTh TAThl N3Y9aeMbIX JTOKYMEHTOB;

0) yCTaHOBHTD MPHU3HAKH JATHPYIOIIETO XapaKTepa;

B) TMEPEBECTH YCTAaHOBJEHHBIE NATHI C APBI «OT COTBOPEHHA MHpPa» Ha 3Py «OT POXKIECTBA

XpHUCTOBaY, C FOJIMAHCKOTO KaJeHAapsl Ha TPUTOpUaHCKHM.

5. H3yuuTh coCTaB yOOCTOBEPEHHS] JOKYMEHTA

PpacnojioKEHUA NOAINCHU U CKPEIIBI.

6. Onucarb XxapakTep OTMETOK Ha TOKyMeHTax. OnpenenuTh UX Ha3HauCHHe.

OoNpeaAciiuTG HaAJIN4IUE,

coCTaB, MCCTO

7. OmnpenenuTts TPagULUOHHO-CIOXKHBILYIOCS CTPYKTYpY TEKCTa M OCOOCHHOCTH H3JIOKEHHUS

COACPIKAaHUA OTACIIbHBIX BUAOB TOKYMCHTOB (‘IeJ’IO6I/ITHaH, rpamMora, OTHI/ICKa).

Yka3anus no BLINOJHEHHIO 3aJaHUM:

3amanus Ne 1-6 MO>KHO BBITIONTHSATE C IIOMOIIIBIO TAOIHUIIEI CIAeMyOIIeH (GOpMBI:

Bun

JIOKYMEHTa

ABTOp

Anpecat

Jarta

CocTtasB

YAOCTOBCPCHU

O1Mmerka Ha

JAOKYMCHTC
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1. BeimmcaTh Ha3BaHUS BUIOB OOKYMCHTOB, O6paTI/IB BHUMAHHUEC HaA KOJIMYCCTBO BHUJIOB H

pasnoBuaHocteit B XVI-XVII BB.

Buabsl 1OKyMEHTOB CIlE€IyeT BBINKMCHIBATh IO CJIEAYIOLIIMM TpyHIlaM: pPaclopsAUTENbHbIC
JOKYMEHTHI (HampuMep, YKas3bl, T'paMOThl, HaKa3HbIe, IIaMATH), TEpenucka (MamsATH, OTIUCKU,

YeJTO0MTHBIC U T.I1.).

Bupl JOKYMEHTOB M3YYHMTh TaKXKe IO KOJUICKIIUU KOMHUW JOKYMEHTOB. Tak Kak OOJBIIUHCTBO
JIOKyMEHTOB HE MMEET BBIJCIICHHOTO 0003HAYECHUS BHIA WM PA3HOBHUIHOCTH, TO HAIO0 MX OMPEACITUTH
CaMOCTOSITEIBHO M OMKCATh METO/IbI ONpeNeIeH s (aHAIU3 TEKCTa, CIICU(pUKA H3IOKEHUS COIepKaHUs

WJIN CJIOXKUBIIAACA UCPAPXUAL )IOKYMGHTOB).

2. Ilo xomnexmuu XVI - XVI BB. BHUMATENbHO NMPOYUTATH COAEPKAHNE KaKJIOTO JOKYMEHTa H
yKa3aTb aBTOpa - co3aareNs IOKyMeHTa (yupexaeHue) M HOoAPOOHO OOBSICHUTH, KaKHMM 00pa3oM

YCTaHOBJICH JaHHBII aBTOP.

3. BHUMATENBFHO MPOYHUTATH MTOKYMEHTHI MPEIOKESHHOW KOJUICKIIMH M CTOJIOIA M ONPEICITUTh

MECTO PACIIONIOKEHUS aJipecaTa, ero cocTaB U (JOpMy, BHIITUCATH HECKOIBKO MPUMEPOB.

Jnia ananmu3a JOKYMEHTOB, KOTOPBIMH OOMEHHBAINCH YUPEKACHUSA, CIETyET B3SATh TaKWE BUIBI
KaK yKa3, rpamoTa, 4eloOMTHas, oTmucka. lIpocimenuTs M BBIMCATh MpPUMEPH OGOPMIIEHUS B HUX

azapecara v 1o CoACpKaHUI0 ONPEACINTb KOHKPETHBIC YUPEKACHN A, KOTOPBIM aApECOBaHbl JOKYMCHTHI.

4. YCcTaHOBUTH JaTy CO3/AaHUS AJOKYMEHTA - TOUHYIO, IPUOINKEHHYIO, BEPOATHYIO C TOAPOOHBIM
00BSCHEHNEM JAaTHUPYIOILEro NpHU3HaKa (Colep)kaHue JOKYMEHTA, BpeMs AEHCTBUS HCTOPUUYECKUX JIHMI U
T.A.). YCTaHOBJIEHHYIO 10 dpe€ «OT COTBOpeHHs Mupa» (Hampumep, 7168, korma mepBas Imdpa
orryckanach - 168) maty mepeBecTd Ha 3py «OT poxkaecTBa XpuctoBay. [ms storo ot mudpsr 7168
BbruecTh mudpy 5508 wmmu 5507 (mast coOwiThit MapToBckoro crtuis) u 5508 wmm 5509 (s coObrTHit
ceHTsOpbreckoro crwisd). K gHio mecsna ciexyer npubaBuTh HUGPY AECSAThb, YTOOBI MONYYUTHh AATy MO

HOBOMY CTHIJIIO.

5. CocraB YAOCTOBCPCHHUA AOKYMCHTA HA4YaTb U3y4aTb CO CTOJ'I6LIa, M0 KOTOPpOMY OHNpPCACIINTH
MECTO IOAIIMCH («l'[pI/IHI/ICI/I))) " XapaKTep €€ HallMCAHU:. ITo KOJIJICKIHUU BBIACHUTHL COCTAB CJIYKHJIBIX

J'IIO}.ICﬁ, MNOANUCHIBAOIIHNX U CKPCIIAOIUX TOKYMCHTHI.

6. BoimucaTh Bce OTMETKH Ha JAOKYMCHTAX, OTMCTHUB MCCTO HX HaAIllMCaHUs, UX HA3HAYCHHUC U

HCIIOJIB30BAaHUC AJId YTOUYHCHUSA XAPAKTCPUCTUKU NOKYMCHTA.
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7. HpOﬂHaJ’II/ISI/IpOBaTL HECKOJIbKO BUAOB JOKYMCHTOB, YCTAHOBUTH, UMCCTCA JIU XapaKTEpHad IJId
KaXZIoro Buja CTpykKTypa TCEKCTa, KaKUMH yCTOI\/’Ilﬂ/IBI)IMI/I CJIOBOCOYCTAHHUAMU OTIINMYACTCA OJHUH BHO OT

JPYTOro.
I[J'IS[ aHaJIM3a MOXXHO B34ATb TaKUC BUJbI JOKYMCHTOB KaK yKa3, IaMAThb, ‘IeJ'IO6I/ITHaﬂ, OTIIMCKaA.

Martepuaibl aHaJIn3a JIy4llle IPeJCTaBUTh B TAOIMYHOHN QopMe :

Bun noxymeHra Beenenue OcHoBHas 4acTh BaxmroueHne

KOHTpO.]'[I)HI)Ie BOIIPOCHI:

1. Yem ompenenanach CTpyKTypa TEKCTa 1 HAMMEHOBaHHE BHJa TOKyMeHTa ?
2. KakoBbl 0COOCHHOCTH BHELIHETO O(OPMIICHUS JOKyMEHTA ?
3. Kakue npu3HaKky IOMOTAIOT OMPEIEIUTh aBTOPCTBO JIOKYMEHTa ?

4. Kak ompenenuTs BpeMs cocTaBieHHs mokyMeHTa ? OcoOeHHOCTH OO0O3HAYCHHS aThl

nokymeHnta XVI - XVII BB. ?
5. Kak ynmocToBepsiIncy JOKYMEHTHI ?

HcTouyHuKku M 1uTeparypa

Hcrounuku:
Kpartkwuii criioBapb BUAOB ¥ pa3HOBHAHOCTEH TOKyMeHTOB.-M.,1974.
Jluteparypa:

brikora T.A., BsnoBa JI.M., Cankuna JI.B. Jlenonpon3BonctBo: YueOHuk. — 3-€ u3.,./ [lox o0,

pen. [Ipod. T.B. Ky3uenosoii. — M.: UHOPA-M, 2012, c. 7-12.

C.A. I'motoBa, A.IO. KonskoBa, FO.M. Kykapuna, E.A. Ckpunko [JoxymeHTanmoHHOE
obecrieueHue ympaBieHus, moa ooOmed pemakiueit T.A. beikoBoil. — M.: OO0 “IC-

[Mabmumuar”, 2016. — 350 c.

Umomenko M.IL., Ky3znenosa T.B. @opmymnsp nokymenTa: Y. nocobue. -M.: MI'MAI, 1986, 86

Umomenko M.IL. Hcropust nenonpousBoactsa B Poccun (mo 1917 r1.). — Yu. mocodue. — M.,
2007, c. 27-49.

Murtses K.I'. Uctopus u opranuzanus aeionpoussoactsa B8 CCCP.-M.,1958.-C.32-38.
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Uepennun JI.B. Pycckas naneorpagus. -M.: ['ocionutuzaar, 1956, 616 c.

Mmuar C.O. KusazpkoB C.E. JIokyMeHTHI 1€10NpON3BOACTBA MPABUTEIBCTBEHHBIX YUPEKICHUN

Poccun XVI-XVII BB. - M., MTTMAH, 1985, 102 c.

Pa3[[aT0‘leII7[ Marepuaj K 3aHATUAM:

1. Cronben XVII B.
2. Komnekiuu xomnuit jokymeHToB XVI-XVII BB.
3. KpaTkuii cioBaps BUIOB M pa3HOBHIHOCTEH TOKYMEHTOB.

®opmyasp nokymenta XVIII B. — 4 yaca

Henb 3aHATHS — H3YYEHHE Pa3BUTHI M OCOOCHHOCTEW (OPMYNISAPOB CIYy)KEOHBIX JTIOKYMEHTOB
XVIII B.

B pesynbraTe BbITIONIHEHUS 3aJJaHUN CTYAEHT JIOJKEH:

— umemp npedocmaeienue O 3aKOHOAATEIHHOM PErylIHpPOBaHUU MPOIIEcca JOKYMEHTHPOBAHUS
u pazButun popmysspa nokymerTa XVIII B;

— 3Hamb 3aKOHOAATENbHBIC aKThl, PErJIAMEHTHUPYIOUINE IIOCTAHOBKY JeNONPOU3BOJCTBA B
XVIII B, BHIIBI TOKYMEHTOB, COCTaB (pOpMyJIsIpa JOKyMEHTa, IpaBuia 0pOpMIICHHUS PEKBU3UTOB;

— yMeThb onmchIBaTh KoHKpeTHBIe MOKyMeHTH XVIII B., cocTtaBisis ux hopmysipa.

3aganus Aj1sl CaMOCTOAITEILHOI PadoThI:

1. I3yunTh BUIBI U PA3HOBUIHOCTH JOKYMEHTOB:
- BBIIMCATh BUJBI IOKYMEHTOB, YCTaHOBJICHHbIE | eHepanbHBIM periaMeHToM

- U3 <<KpaTKOFO CJIOBapss BUAOB U pa3HOBI/I,Z[HOCTeﬁ AOKYMEHTOB» BBINHUCATh BUAbI JTOKYMCHTOB

XVIII B.

- N3 JIC¢]1 MCCTHBIX yqpencz[eHI/Iﬁ BBIIIHUCAaTh BCE€ BHUAbI JOKYMCHTOB M OTMCTHTb M3MCHCHUSA B

TEXHUKE JOKYMCHTHUPOBAHUS.

2. Ha npumepe NOKYMEHTOB MECTHBIX YUPEKICHUH MPOAaHAIM3UPOBAThH CIOKMBILIMECS IMpPaBHIIA

HaIMCaHUs aBTOPA, BHISIBUB!
a) ocoOeHHOCTH O0(OPMIICHHS aBTOPA CIIY>KEOHBIX U JINYHBIX JTOKYMEHTOB
0) 3aBUCHMOCTb 0003HAUEHHSI PEKBU3HUTA «aBTOP» OT 0003HAYEHUS ajpecara JOKYMEHTa.
3. [Ipoananmu3upoBaTh 0003HAUEHHSI PEKBU3HUTA «aJApPECaT):

a) BBIIIKUCATh U3 FCHGpaJ'H:HOI‘O periraMmeHTa OnmucaHnue CUCTEMblI TMCbMCHHBIX CHOIIICHHUI 3BEHHCB

anrapara ynpaBJieHHUs
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0) Mo TOKyMEHTaM MECTHBIX YUPEXKICHHI OMHCATh MOPSIIOK OOPMIICHUSI PEKBU3UTA «axpecary,
OTMETUTH OTJINYHUTENbHBIE OCOOCHHOCTH MOPSIKa aapecoBaHusl JOKYMEHTOB 1o cpaBHenuto ¢ XVI-XVII

BB.

4. Onucath NOPSIOK AATHUPOBAHUS JOKYMEHTOB. J[aTh mpuMepsl BceX BUJIOB AT C MEPEBOIOM UX

Ha IPUTOPUAHCKUN KaJIeHaph.
5. VI3y4uTh cOCTaB yJOCTOBEPEHUS JOKYMEHTOB:
- BRIIIKCATh U3 [ eHepabHOr0 periiaMeHTa npaBuia yA0CTOBEPEHUSI TOKYMEHTOB
- OIKCATh COCTAB MOMKICH IO JOKYMEHTAM MECTHBIX YUPEKICHUH.
6. Ommcath BUIBI OTMETOK Ha JOKYMEHTaX.
7. I3ydnTh IPUHIIMITEI OPTaHU3AIINN TEKCTa HECKOJIBKUX BUIOB TOKYMEHTOB.
8. CocTaBUTh (hOPMYILIPHI ABYX JOKYMEHTOB.

Yka3zaHus M0 BbINOJHEHUIO 3a1aHN i
1. BeISIBUTE BHJBI JIOKYMEHTOB, yCTaHaBIUBaeMble [ eHepalbHBIM PEriiaMeHTOM, JIOMOTHHUTh UX
Bugamu gokymeHToB XVIII B., mpuBenéuneiMu B «KpaTkoMm cjoBape BHIOB W Pa3HOBHIHOCTEH

JOKYMEHTOB» U BBIIIKCATh UX ONPCACICHUA U3 CHOBapH.

I/ISY‘-II/ITB OOKYMEHTHEI €1 MECTHBIX yqpexcﬂe}mﬁ, BBINIKChIBAasA HAMMCHOBAHWA BUJ0OB U o6pau_{a;1

BHUMAaHUE Ha TEXHUKY JOKYMEHTHUPOBAHUS, BOISHBIC 3HAKH, T€pOOBYIO Oymary.

2. 3amanns Ne 2-6 MO>KHO BBITIONTHSATE C IOMOIIBIO TAOIHUITHI CIEAYIOIerd hOpMBI:

Bun ABtop: |Ampecatr: |Jlara: |Tekcr: CocraB OrMeTka  Ha

TOKYMEHTa: (xp. comep.) YIOCTOBEPEHUS JIOKYMEHTE

OOpatuTe BHMMaHHE HAa MECTO PACIONOXKEHUS PEKBU3UTA «aBTOP»H OIMUCATH MHpPAaBHJIA €ro

Oq)OpMJ'IeHI/IH B 3aBUCUMOCTH OT PCKBU3UTA «aApECCaT».

3. Usyuntp mo I'eHepanbHOMY peryiaMeHTy M JOKYMEHTaM MECTHBIX YUPEXICHHH NpaBHiia

Oq)OpMJ'IeHI/IH PEKBU3UTA «aapecam?. Bremucath paBuia U IIPpUMEPbI aAPpCCOBAHUS.

4, HpOﬁHaJ’IHBHpOBaTL BCC HMCHOIIUECA MOaTbl B AOKYMCHTC W OIPCACINTbL HMX HA3HAYCHUC,

BBIIIMCATh MPUMCPBI U OITMUCATh MECTO PACIIOJIOKCHUA Ka)KZ[Oﬁ JaThI.

5. I/I3y‘II/ITB npaBujia YIAOCTOBEPCHUA [JOKYMCHTOB 110 FeHepaJ'ILHOMy PCriIaMeHTy. 3arem

MMpOaHAIM3UPOBATH O(l)OpMHCHI/Ie MOoANHrCHU B JOKYMCHTAX, BUAbI reyaTei.



64

6. Beimucats Bce OTMETKHM Ha JOKYMEHTaX, yKa3aB, Kakue U3 Hux nossuinucek B X VIII B.

7. Ilo I'enepanbHOMY pErJIaMEHTY Ha IIPUMEPE MPABHJI COCTABIECHUS IPOTOKOJIA OIPEAECIUTH
TpeOoBaHus, mpembsBigemMble K Tekcty (ria. VI, XXX). BuuMaTenbHO 4HMTas TEKCTHl HECKOIBKUX
JIOKYMEHTOB, OIHCAaThb UX CTPYKTYpPY, NPOCIEKHUBAs €€ HU3MEHEHHE B PAa3JIMUHBIX BUJAX; IPUBECTU

MpPUMEPHI BUJIOB Tpa(apeTHbIX JOKYMEHTOB, OTMEUast KAKUM ITyTeM MPOBOIUIACEH TpadapeTu3amusl.
8. Omucath JOKYMEHTHI 110 CIICIYIOIICH cXeMe:
- BUJ (Pa3HOBUTHOCTB)
- aBTOp
- azmpecat
- TEKCT
- 1aTta
- COCTaB yIOCTOBEPEHUS
- TIOJUTMHHOCTH (KOIHITHOCTB )

KOHTpOJ’leLIC BOIIPOCHI

1. HazoBute ocobennoctu dopmsel qokymerra X VIII B. ?

2. Kakme TpeOoBaHMS TPENbSIBISIIOTCS K OQOPMIIEHHIO TPOTOKOma 1o ['eHepalbHOMY

perimamenty?
3. B uem mposiBunIach TeHAEHINS K YHA(DUKANN TOKYMEHTOB ?

4. OnuiuuTe cCUCTEMY MUMCbMEHHBIX CHOIICHHUH 3BE€HbEB allllapaTa yrpasiieHUus 1o I eHepanbHOMY

periaMeHty ?

HMcTouHuku 1 IuTeparypa

HcTtounukmu:
I'enepanbnbiii permament 1720 r. // I1IC3 Poccuiickoit ummnepun. Codp. mepsoe. - T.6. - Ne 3534,

Obwee rybepackoe yupexaenue 1775r. // CBon 3akoHoB Poccuiickoit mmnepuu, 4.2. C.-11.,

1842.
JoxymeHnThl MecTHBIX yupexneHuit XVIII B.
Kpatkuii cnoBapb BUIOB ¥ pa3HOBUAHOCTEN JOKYMEHTOB. - M., 1974.

Jluteparypa:
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BreikoBa T.A., Bsutoa JI.M., Cankuna JI.B. Jlenonpoun3soncteo: YueOuuk. — 3-e u3.,./ [lox o0,

pen. [Ipog. T.B. Kysuenoroii. — M.: UHOPA-M, 2012, c. 12-21.

C.A. I'nmotoBa, A.IO. KonskoBa, FO.M. Kykapuna, E.A. Ckpunko [JoxymeHTaIimoHHOE
obOecrieueHre ympaBieHus, moja oobmei pemakmumeirr T.A. beikoBoit. — M.: OO0 “IC-

IMa6mumuar”, 2016. — 350 c.

Wnromenko M.I1., Ky3nenosa T.B. ®opmyisip nokymenTa. Yu. mocodue. -M.: MITAU, 1986, 86

Umromenko M.IL. Mcropust nenompousBoactsa B Poccum (mo 1917 r.). — V4. mocobue. — M.,
2007, c. 50-61.

UYepernnun JI.B. Pycckas naneorpagus. - M.: Tocnonutuzaar, 1956, 616 c.

PasnaTqumﬁ MarTrepuajl K 3aHATUAM

1. 'enepanpHbiii pernamenT 1720.
2. JlokymeHTHI (ef1a) MECTHBIX yUpexaeHuil 18s.
3. Kpartkwuii cmoBaps BUIOB U Pa3HOBUIAHOCTEH JOKYMEHTOB.

@opmyasp nokymenTa XIX Bexka — 4 yaca

Lenb 3aHSATHS — U3yYCHHUE Pa3BUTHSA M OCOOCHHOCTEH (DOPMYJIIPOB CIIYKeOHBIX JOKYMEHTOB XIX

B pesynbpTare BhIOTHEHUS 3a1aHUN CTYIEHT JAOJIKEH:
— umemv  npeocmaeienue O  PErJaMEHTallMM  Ipolecca  JOKYMEHTUPOBAaHHMA B
3aKoHOZATeNbHBIX akTax XIX B., pasBuTuH (QopMmyispa AOKYMEHTa, TEHACHIMIX Tpadaperusanuu
JOKyMEHTOB;

— 3Hams BUnbsl HokymeHTOB XIX - B., ocobeHHOoCcTH WX oopMmIieHus, cocTaB (opmyispa,
nosiBjieHue ONaHKOB M WX BUIBI, MOSBJICHUE OTMETOK HAa JOKYMEHTaX, OTPa)KalOLIMX HX IBUKCHHE B
YUpEXIECHUH U paboTy ¢ HUMHU.

—  yMeThb aHAJM3UPOBATh KOHKPETHBIE TOKYMEHTHI XI1X B.; cOCTaBIsAs uX HOpMyISpHIL.

3aganus AJIA CAMOCTOSITEILHOM PadoThI

1. 3y4nTs BUIIBI M PA3HOBUIHOCTH JOKYMEHTOB.

2. BeisiBuTh 0cOOEHHOCTH OQOPMIIEHUS] PEKBU3UTA «aBTOP», OIHMCATh COCTaB OJaHKa U €r0 BUIBI.
3. VI3y4uTh TEKCT JOKYMEHTA.

4. OnucaTh NOPAJOK aJpECOBAHMS JOKYMEHTA.

5. Bommucartb JaTbl COCTaBJICHHA, O6pa6OTKI/I, noamucaHud wu JAp., YyKas3aTb MCECTO HUX

PacCIoIOKCHHA.
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6. IIpoananu3upoBaTh XapakTep yJOCTOBEPEHHS JOKYMEHTA.
7. OnucaTb BUABI OTMETOK.
8. CocTaBUTh GOPMYIISPHI 2-X TOKYMEHTOB.

Yka3zanus 1o BbINOJHEHUIO 3aJaHU I
1. HauuHath paboTy cieayer ¢ pacCMOTPEHUS Je yUPEkKACHUs. BBIABUTH U BBITUCATh Ha3BAHHMSI

BUJIOB JOKYMEHTOB:
- U3/1aBa€MbI€ BBILIECTOSAIMMHU OpraHaMH;
- IIOCBUIAEMbIE PABHBIM YUPEKICHUSIM;
- IPEACTABIISIEMbIE B BBILIECTOSLINE YUPEKICHUS;
- oopMIIAIOIIIHE BHYTPEHHIOIO JESITEIHHOCTb.

N3 «Kparkoro cnoBapsi BUJOB W Pa3sHOBUIHOCTEM JOKYMEHTOB)» BBINUCATh OIPEAEI CHUS

BBISIBJIEHHBIX BUJIOB JOKYMEHTOB XIX B.

2. Omnwmcatp TOPSAOK OGOPMIIEHHS PEKBHU3NUTA «aBTOP» B PA3IMYHBIX BUJAaX JOKYMEHTOB,
BBITIFICATh HECKOJIFKO THIIOB OJIAHKOBBIX HAAIMUCEH U ONMPENeNnuTh UX cocTaB. 110 KOMITIEeKCy TOKYMEHTOB
MPOCIEUTh, KaKHe BHJBI JIOKYMEHTOB IHIIYTCS Ha OJaHKaxX, Kakhe 0e3 0003HayeHUsS OJAHKOBBIX

HaJIHCEH.

3. Ilpoanamu3upoBaTh HECKOJIBKO BUIOB [IOKYMEHTOB, yKa3aB CTPYKTYPy TEKCTa, BBIIHCAB
IpUMEphl  NPUMEHEHUS  «KaHUEIIpu3MoB». OTMETUTh, HACKOIBKO  YCHJIWIACh  TEHACHIMS

Tpadaperusanuy (BBIMHCATH MPUMEPHI TpadapeTHBIX U THITOBBIX TEKCTOR).

4. Ilpu ommcaHuM HOpsIKa AAPECOBAHMSA YCTAHOBUTH 3aBUCHUMOCTb O(OPMIIEHHSI pPEKBU3UTA
«azpecar» OT uepapxuu yupexieHui. llpuBecTn mpuMepsl agpecoBaHMs B BBILIECTOSINUE, PaBHBIC U

HWKECTOAICC YUPCKACHUA.

5. Beinucath npuMepbl JATUPOBKH U IIEPEBECTH AaThl HA HOBBIM cTriib. B XIX B. pazHuna Mexny

CTWISIMH paBHsutach 12, B XX B. — 13 nHsM.

6. Brimmcath NpUMCEPbl MOANMUCAHUA JOKYMCHTA B HWHCTAHIUAX pa3Hoﬁ NOAJYMHCHHOCTH U

OornucaTb COCTaB IMMOAIIHNCH.
7. BeimmcaTh OTMETKH Ha JAOKYMCHTAX M YKAa34Tb UX HA3HAYUCHHUEC, MECTO IIPOCTABJICHUSA .
8. q)OpMy.]'IHpBI AOKYMCHTOB COCTaBHUTH 1O CXEMC, HpC,Z[JIO)KeHHOﬁ B TPETHCM 3aHATHH.

KoHTpoabHBIE BONIPOCHI:

1. B uem nposiBunach TeHIeHIMs K yHUPHUKAIUU (POpMBI U TEKCTa JOKYMEHTA ?
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2. Yro Takoe TpadapeTHBIN U THIIOBOI TEKCTHI ?
3. HazoBuTe cocraB OiiaHka JOKyMeHTa ?
4. Yem ompenesiicss XapakTep aApecoBaHus JOKyMEHTa ?

HcTouHuKHU M IuTEpaTypa

Hcrounuku:
Kpatkuit cioBapb BUZOB U pa3HOBHAHOCTEN JOKyMEHTOB. - M., 1974.
Jlutepatypa:

Breikora T.A., Bsutoa JI.M., Cankuna JI.B. Jlenonpou3ssoacteo: YueOuuk. — 3-e u3.,./ [lox o0,

pen. [Ipod. T.B. Ky3uenosoii. — M.: UHOPA-M, 2012, c. 21 — 29.

C.A. T'noroBa, A.}O. KonbkoBa, FO.M. Kykapuna, E.A. Ckpunko /lokymeHTarmoHHOE
oOecrieueHre yrpaBieHus, moja ooOmei pemakmueirr T.A. BeikoBoii. — M.: OO0 “IC-

IMa6aumuar”, 2016. — 350 c.

Wnromenko M.II., Ky3uerora T.B. ®opmyisip nokymenTa: ¥Y4. mocodue. -M.: MTTAU, 1986, 86

Wmomenko M.II. Mcropust menomponsBoactsa B Poccum (mo 1917 r.). — V4. mocobue. — M.,
2007, c. 70-80.

KonrskoBa A.}O. IlucemoBHHKE XIX B. KaK PYKOBOJICTBO K COCTaBJIEHHIO IETOBHIX ITHCEM W

Oymar. //Cexperapckoe nemno, 1997, Ne 3, c¢. 105-114.
Mutsiee K.I'. Mcropus u opranuzaius aenonpoussoactsa 8 CCCP.-M.,1958. - C.32-38.

CokoBa A.H. O cozmaHum pycCKOW TPamWIIMOHHOW (POPMBI JOKYMEHTa B JIENOIPOU3BOJCTBE
rocyupexaeHuit 18 - mauana 20 BB. -Tpynet BHUMJA/: T.5,4.1. -M.: T'ocnonutuznat, 1974, c. 206-
235.

Uepernraun JI.B. Pycckas maneorpadmus. -M.,1956, 616 c.

PaznaTouHblii MaTepuall K 3aHATUHSIM

1. Jena yupexnenuii 19 B.

2. KpaTkuii cinoBapp BUJOB U Pa3HOBUJHOCTENU JOKYMEHTOB.

Tabmuna

Amnanu3z opopmiieHHS peKBU3UTOB JOKyMeHTOB B XVI- XIX BB.
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HauMmenoBanue JOKYMCHTOB OcobennocTu O(bOpMJ'IeHI/ISI PCKBU3HUTA

B XVI-XVII BB. B XVIII B XIX

1. Bwujg mokymeHnTa

2.  Astop

3. Anpecar

4. Tekcrt:
BBEJ/ICHHE

OCHOBHasl 4acTh
3aKJIIOUCHUE

5. Jlater
COCTaBJICHHS
HOJTy9CHUS
perucrpanuu

6. CocraB ynocroBepeHus

7. OTMeTKH Ha JOKyMEHTE

®opmyasp nokymenta XX Beka. — 4 yaca

Lenb 3aHATHS — H3y4YeHHE PA3BUTHI U OCOOCHHOCTEH (OPMYISAPOB CIIYKEOHBIX JOKYMEHTOB XX

B pesynpTare BIOTHEHUS 3a1aHUN CTYIEHT JAOJIKEH:

— umemp  npeocmaeienue O  PErJaMEHTalMM  Ipolecca  JOKYMEHTUPOBaHHA B
3aKOHOAATENbHBIX aKTax XX B., pa3BUTHH (QopMyssipa INOKYMEHTa, TEHIEHUMAX TpadapeTusaiun
JOKYMEHTOB;

— 3Hamb BUIBl JOKYMEHTOB XX - B., OCOOGHHOCTH WX OQOpMIIEHHUs, cocTaB (opMyispa,
nosiBJieHue ONaHKOB M WX BUIBI, MOSABJICHHWE OTMETOK HA JOKYMEHTAaX, OTPAKAIOIIMX MX JBHKEHHUE B
YUpEXIECHUH U paboTy ¢ HUMHU.

—  YMeTb aHAJM3UPOBATH KOHKPETHbIE JOKYMEHTHI XX B.; COCTABIIASA UX (POPMYJISPHL.

3aganus AJI9 CAMOCTOSITEILHOM PadoThI

1. I/I3y‘II/ITB BUBI 1 PASHOBUAHOCTU NOKYMCHTOB.

2. BeIIBUTE 0COOEHHOCTH O(l)OpMJ'IeHI/ISI PCKBU3UTA «KaBTOP», OIIUCATh COCTAB OJ1aHKa U ero BU/IBI.
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3. I/I3y‘II/ITI) TEKCT IOKYMCHTA.
4. Onucatb MOpAAOK aAp€COBAHUA JOKYMCHTA.

5. BeimmcaTh gaTel cocTaBieHUs, 00paOOTKM, TOANUCAHHWS © Jp., YKazaTb MECTO HX

pacronoXeHusl.
6. [Ipoananu3npoBaTh XapaKkTep yAOCTOBEPEHUS TOKYMCEHTA.
7. Onucath BUALI OTMETOK.
8. CocTaBUTh POPMYIISPHI 2-X IOKYMEHTOB.

HcTouyHUKHU M TUTEpaTypa

Hcrounuku:
Kpatkuii cioBapb BUIOB ¥ pa3HOBHIHOCTEN JOKyMEHTOB. - M., 1974.

COOpHHK 3aKOHOMATEIHHBIX aKTOB IO Aenonpon3BoAcTBy (1917-1970rr.) — Yueb. mocobue mos
pen. 5.3, Jluemmma. — M. MITUAU, 1973. — 157 C.
Jlutepatypa:

Breikora T.A., Bsutoa JIL.M., Cankuna JI.B. lenonpou3ssoactBo: YueOHuk. — 3-¢ u3.,./ [lox o0,

pen. IIpod. T.B. Ky3uenosoii. — M.: UTH®PA-M, 2012, c. 30-44.

C.A. T'notoBa, A.IO. KonbkoBa, FO.M. Kykapuna, E.A. Cxkpunko JIoKyMEeHTallHOHHOE
obOecrieueHue ympaBieHus, nona ooOmei pemaknuend T.A. beikoBoii. — M.: 000 “1C-

ITaGmumunr”, 2016. — 350 c.

JlokyMeHTOBeIeHHE. YICOHHUK s CTy. YUpexIeHuid Boicil. obpazoBanus /| M.B. Jlapun, E.A.
[Tnemkesny, B.®. fAnkoBas u ap.; mom pen. M.B. Jlapuna. — M.. U3marensckuii mieHTp “AkageMus’,
2016. - 320 c.

Nnromenko M.IL., Ky3uernosa T.B. ®opmyisp nokymenra: Yu. mocobue. -M.: MI'MAU, 1986, 86

Nnromrenko MLIL. Ucropus menonpousBoactea B Poccun (mo 1917 r.). — Y. mocobue. — M.,

2007, c. 92-98.
Mutsies K.I'. Mctopus u opranuzamus penomnponsBojactsa B CCCP.-M.,1958. - C.32-38.

CokoBa A.H. O cozmanuu pycckod TpaaWIMOHHOM (OpPMBI JOKyMEHTa B JIEJIONPOM3BOJICTBE
rocyupexaenuit 18 - nauama 20 BB. -Tpynet BHUUJA/: T.5,4.1. -M.: T'ocnionutuzgat, 1974, c. 206-
235.

UYepenuun JI.B. Pycckas naneorpagus. -M.,1956, 616 c.



70

PaznaTouHblii MaTepuas K 3aHATHAM

1. [dena yupexxaenuii 20 B.
2. Kpatkuit cmoBapb BUIOB U pa3HOBUIHOCTEH TOKYMEHTOB.

3. COOpHUK 3aKOHOAATEIBHBIX aKTOB MO jaeionpou3BoactBy (1917-1970rr.) — Yueb. mocodue

nox pen. A.3. Jlupmmua. — M. MITMAU, 1973. - 157 C.

Tema 4. ®opMyJIsip COBPEMEHHOT0 YIPABJIEHYECKOT0 JOKYMEHTA: MpaBuja o(hopMJIeHHUsI
PEeKBU3UTOB— 8 YacoB

Lenb 3aHsATHS — H3YYEHHE COBPEMEHHBIX TpPeOOBAHUN TOCYJAapPCTBEHHBIX CTAHIAPTOB U
HOPMATHUBHO-METOAMYECKUX aKTOB K O(DOPMIICHHIO CIYKEOHBIX JJOKYMEHTOB.

B pesynbraTe BbITIONIHEHUS 3aJJaHUN CTYAEHT JIOJKEH:

—  umemv npedcmasjieHue O TEHIACHIUAX PA3BUTHSA JIOKYMEHTA W HPUHIUIAX MTOCTPOCHHS
hopmysipa-obpasma opraHu3aIMOHHO-PACTIOPSIIUTEIBHBIX TOKYMEHTOB;

— 3Hamb COCTaB PEKBU3UTOB M TPEOOBAHMS TOCYJApPCTBEHHOrO CTaHAapTa K O(GOPMIICHHUIO
JOKYMEHTA.

— 3HATh COCTaB pPEKBU3WTOB H TpeOoBanus [IpaBmn nenmompomsBoacTBa B (hemepanbHBIX
OpTaHax MCIIOMHUTEIHHON BIACTH U MeTOOMYEeCKUX PEeKOMEH AN K COCTaBICHHUIO TOKYMEHTOB.

— yMeTb TPOEKTHUPOBATh ONAHKA JOKYMEHTOB VUPEKIEHHH M WMETh HABBIKH pPabOTHI ¢
rOCyJapCTBEHHBIMH CTaHAAPTaMH M METOAMYECKNMHU yKa3aHUSIMHU 110 UX BHEJPEHUIO U MPUMEHEHHIO.

3aganus AJsl CAaMOCTOATEIBLHOI PadoThI

1. V3yuuTh KOMIUIEKT HOPMAaTHBHO-METONMYECKHX JTOKYMEHTOB TIO0 JOKYMEHTHPOBAHHIO
ynpaBnerueckoir  gearenpHocTH  (IIpaBmnma  memompomsBoacTBa  AnsA  enepaibHBIX  OPTaHOB
WCIIOMHUTENBHON  BIAcTH, MeTogndecknue peKOMEHAAMH TI0 pa3padOoTKe HHCTPYKIUH 10
JIENOTIPOU3BOJICTBY B (heiepallbHBIX OpraHax MCIIONHUTETLHON BIIACTH).

2. Uzyants 'OCT P 7.0.97-2016 ¢ TpeboBaHusAMEU K 0(hOPMIICHHIO JOKYMEHTOB, OMPENEIUTh €ro
CTPYKTYPY, COCTaB Pa3JIeNoB.

3. Usyunts TpedboBanus ['OCTa k GiaHKy TOKYMEHTAa.

4. TlpoaHanu3upoBaTh MPENIOKEHHYIO KOIJIEKIIMIO JIOKYMEHTOB, OIPENEIUTh PEKBHU3UTEHI,
yKa3aTh HEIOCTATKH B UX PACIIONIOXKEHUHU U O(OPMIICHUH.

5. CocTaBuTh Ha OCHOBaHWHM pA3JIATOYHOrO MaTepuasia OiaHkd (OOmMMH W I THChMA)
OpTaHM3aIHN U TIPEIIPUATHI PA3MUIHBIX POpM COOCTBEHHOCTH C BApHAHTaAMH MPOJIOIBHOTO U YTIOBOTO
PacnoioKeHus PEKBU3UTOB.

Yka3zaHus M0 BHINOJTHEHHIO 32 JaHUs.

1. Vizyunrs TpaBuna nenonponssoacTsa s (eaepaabHbIX OPraHOB MCIIOMHUTENLHOH BIIACTH,
Meroauueckue peKOMEHIAIMK 1O pa3paboTKe WHCTPYKIHUW IO JIEIONPOU3BOJACTBY B (pemepanbHbBIX

opraHax ucnoiaHuTenbHoi Bnactu (Ilpunoxenue 11).
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2. Wzyuauts TOCT P 7.0.97-2016 ¢ TpeGoBaHMAMU K ODOPMICHHIO JOKYMEHTOB, 3aIHCATh €r0

pazaensl U ONPeeNuTh CTPYKTYpY.

3. W3yunth TpeOOBaHMS TOCYJAPCTBEHHOTO CTaHAapTa K OJIAaHKaM JOKYMEHTOB, ONPEACTUTH
pasznuuns oOmiero OnaHka M OJlaHKa JUIsS MUChbMa, BapUaHTBl PACIIONOKEHHS PEKBH3HUTOB B OJIaHKE
(yrioBoe, I1EeHTpOBaHHOE). BBIICHUTH, B COOTBETCTBMHM C TPEOOBAHUSAMHM KAaKHX HOPMATHBHBIX

JOKYMEHTOB TIPOEKTUPYIOTCSI OJJaHKH IOCY/IaPCTBEHHBIX OPraHU3alNi 1 KOMMEPUYECKUX OpraHU3aIHid.

4. N3yunts npeiokeHHy 0 KOIEKIHIO (3-5 JOKYMEHTOB) M aHAIM3UPYS JOKYMEHTHI, BHISBHTH
HenmocTaTk B odopmileHMH OnaHka (OTCYTCTBHE HEOOXOJIMMBIX PEKBH3UTOB M IPABHILHOCTD
ohopMIIEHHUSI WMEIONIUXCS); ONPEACIUTh MPABHILHOCTh PACIOIOKEHHS W OPOPMIICHUS PEKBU3UTOB
JOKYMEHTa (3arojioBKa, JaThl U MHAEKCa, TMOANKCH, OTMETOK O IMOCTYIUIEHWH W HalpaBIeHUH JOKYMEHTa
B JICJIO U JIp.).

5. Ha ocHOBe pa3maTOYHOro MaTepuana CHPOEKTHPOBATH OIAHKH TOKYMEHTOB KOHKDPETHBIX
opranuzanuii B coorBercTBrm ¢ TpeboBanusmu ['OCT, Ha dopmate Oymaru A4: oOIuii U JUIs MUCHMa C
MIPOAOITBHBIM M YTIIOBBIM PACHOJIOKEHNEM PEKBU3UTOB.

KOHTpO.]'[I)HI)Ie BOIIPOCHI

1. Mepeunciure BHABI HOPMATHBHEIX AaKTOB, pETIAMEHTHPYIONIHE JOKYMEHTHPOBAHHE

YIpaBIEeHYECKON IesITeTHHOCTH.

2. Yem pasznuuaiorcs obmuii 6IaHK 1 OIaHK MMChMa, 6JaHK KOHKPETHOTO BU/A IOKYMEHTA.
HcToynnku u aureparypa

HUctounukun:

®DenepanbHBIA KOHCTUTYIIMOHHBIN 3aK0H OT 25 mexabpst 2000 r. Ne 2-DK3 «O IN'ocymapcTBeHHOM

rep6e Poccuiickoit @eneparumy // C3 PD 2000, Ne 52 (Yacts 1), ct. 5021;

Oenepanpabiid 3ak0oH PO ot 27.07.2006 1. Nel49-d3 «O6 wmabDOpManmu, WHHOPMATMOHHBIX
TEXHONIOTUAX U 0 3amute nHpopMaruny // C3 PD. 2006. Ne31. Ct. 3448.

®enepanbHbiil 3akoH 0T 01.06.2005 Ne53 «O rocynapcTBeHHOM si3bike Poccuiickoil @enepanuum»

/" C3 P®. 2005. Ne23. Ct. 2199.

[TocranoBnenue llpaBurenscrtBa Poccuiickort deneparuu ot 27 mexadbps 1995 r. Ne 1268 «O06
YHOPSIIOYEHUH HM3TOTOBJICHUS, WCIIONB30BAHUS, XpAaHEHWS M YHHUYTOXKEHUs TiedaTed W OJIAHKOB C

BOCIIPOM3BEIEHHEM TocyaapcTBeHHOro repba Poccuiickoit @enepaunn» // C3 PO. 1996. Ne2. Cr. 123;

[locranosnenune IlpaBurensctBa PP or 15.06.2009 Ne 477 «OO0 yrBepxkaenuun llpaBun

ACIOIMpPON3BOACTBA B (be,[[epaJ'IBHBIX opraHax HCIIOJIHUTCILHOM BIIACTI.

MCTOZ[I/I‘ICCKI/IG peKOMCHAaIuu 110 pa3pa60TKe I/IHCTpYKL[I/Iﬁ nmo ACJIOIIpPOU3BOACTBY B
q)e}lepaHBHBIX opraHax HCIIOJHUTEILHON BJIACTHU, YTBCPIKACHHBLIC IMPUKA30M P ocapxuBa OT 23 z[eKa6psI

2009 Ne 76.
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I'OCT P 7.0.97-2016. Hanumonanehsiii crangapt Poccuiickoit ®@enepanuu. Cucrema
CTaHIapTOB N0 HWH(pOpManuu, OMOIMOTEYHOMY W H3JaTeNbCcKoMy nemy. OpraHu3anuoHHO-
pacrnopsiguTensHas JoKyMeHTanus. TpeboBaHus K 0(hOpPMIICHUIO JOKYMEHTOB.

I'OCT P 51511-2001 «Ileuat ¢ BOCHpPOM3BEACHHUEM TOCYAapCTBEHHOro repba Poccuiickoit
Oenepaunn. ®opma, pasMepsl 1 TexHUYecKUe TpeboBanus» (¢ u3M. Nel ot 25.12.2002 Ne505-ct). - M.:

MznarenscTBO cranmaptos, 2001.

OOmepoccuiickuii  kiaccuukarop — ynpaBieHueckoi gokymentaruu OK  011-93. M.:

l'occranmapt Pocenn, 1995.

Jlutepatypa:

brikoBa T.A., EmpimeBa E.M. JlemonponsBonctBo: JIOKyMEHTHI M TEXHOJNOTHH: YUeOHOE

nocobue-puep [AnekrpoHHslit pecypc]. M.: PITY, 2014. — 300 c.

brikoBa T.A., Ky3nenosa T.B., Cankuna JI.B. [lokymeHnTanmonHOE OoOecIiedeHNEe YIPaBICHHUS:
HenonponsBonctBo: Yuebd. mocodbue mist cryn. Bys3os. 2-e¢ u3m., mepepad., morm. M.: Muadpa - M, 2014.
304 ¢. + CD-ROM.

C.A. T'notoBa, A.IO. KonbkoBa, FO.M. Kykapuna, E.A. Ckpunko JIoKyMEeHTallUOHHOE
obecrieueHre ympaBieHus, Tonx ooOmei pemakinuend T.A. beikoBoii. — M.: 000 “1C-

ITaGmumunr”, 2016. — 350 c.

Pa3naTouHblii MaTepuas K 3aHATHAM:

- 'OCT P 7.0.97-2016. HammonanbHbiii cranaapt Poccuiickoit ®@enepanuu. Cucrtema
CTaHIapTOB MO uH(pOpManuu, OHOIMOTEYHOMY M H3JaTenbckoMy neny. OpraHu3aluoHHO-
pacnopsauTensHas JoKyMeHTauus. TpedoBaHus K 0popMICHUIO JOKYMEHTOB.

- IlocranoBnenue IlpaBurensctBa P® «0OO0 yTBepkIEHHUM TMPaBWI JEIONPOU3BOACTBA B

(hemepanbHBIX OpTaHAX UCMOTHUTEIHHOHN BiaacTu» oT 15.06.2009 r. Ne 477;

- Meroanyeckue pPEKOMEHAALMU MO pa3paboTKe MHCTPYKUUI 110 JAENONPOU3BOACTBY B
(enepanbHBIX OpraHax MCHOJHUTEIBHOM BJIACTH, YTBEpKACHHBIC MpHKa3oM PocapxuBa ot 23 mexalps

2009 Ne 76.

— Komn CKOHA JOKYMCHTOB.

- CHpaBO‘IHLIC JAHHBIC IJI1 IPOCKTUPOBAHUA OJIAHKOB.
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Tema S. OpranusanuoHHble, pacnopsifuTeJbHble W HMH(POPMaNMOHHO-CNIPABOYHBIE

nokymeHTHI — 20 yacoB

JloKkyMeHTHPOBaHMe pacnopAIUTEILHOI 1eaTeTbHOCTH — 8 YyacoB

Uens 3ansTHs — wu3ydeHHe TpeOOBaHMH TOCYJIApPCTBEHHBIX CTaHIAPTOB KM HOPMATHBHO-
METOAUYECKHUX AaKTOB K COCTaBJICHUIO U O(bOpMJ'ICHI/IIO pacnopAauTEIbHbBIX OOKYMCHTOB, IIOJIYYCHHUC
HAaBBIKOB UX COCTAaBJICHUA U O(i)OpM.HeHI/ISI 110 3aJIaHHBIM CUTYyallUusIM.

B pe3ynbraTe BBINOJIHEHUS 3aJaHUI CTYIEHT OJKEH:

—  umemv npedcmagiienue O CUTyalUsX, TPEOYIONMX M3AaHUS  PACIOPSIUTEIBHBIX
JOKYMEHTOB;

— 3Hamp BUIBl PACTIOPATUTENHHBIX JOKYMEHTOB; COCTaB PEKBU3WUTOB  (opMymsipa
pacIopsIUTENHHOTO IOKYMEHTA ¥ TPEOOBAHHS K UX COCTABIICHUIO U OOPMIICHUIO.

—  yYMeTb COCTaBJIATh U OQPOPMIIATH PACOPSAUTENBHbIE TOKYMEHTHI MO 3aJaHHBIM CUTYAIUsIM H
HUMCTHb HAaBbIKHU UX O(i)OpMJ'IeHI/Iﬂ Ha KOMITBIOTEPE.

3anaHus A1 caMOCTOSITEJILHOI paGoThI

1. Mzyunth TpeOOBaHMs, MPEIbIBIAEMbIE K COCTABICHHIO U OGOPMIICHHIO PACIIOPSIUTEIbHBIX
JOKYMEHTOB.

2. CoctaBuTh ¥ 0OPOPMHUTH PHKA3 10 OCHOBHOM JEATEITHHOCTH.

3. CocraButh ¥ 0QOPMHUTH PACIIOPSIKEHHUE.

Yka3zaHus M0 BbINOJHEHUIO 3aJaHUS

1. YTouHHTH COCTaB PEKBU3HUTOB, BXOMAIIMX B (DOPMYJISIP TPUKA3a, PACIIOPSIKEHHUSL.

2. Uyuuts tpedoBanus 'OCTa k 0OpPMIICHHIO PEKBU3UTOB, BXOIAIIMX B (POPMYJISIP MPUKA3a.

3. YTOYHUTH pasinumsi B COCTaBJICHHH HPHKa3a 10 OCHOBHOW IEATEIBHOCTH W IO JINYHOMY
cocTaBy, oOparias BHIMaHHE Ha TOPSIOK oopmiieHus: CChUTKK (YIIOMHHAHWS) Ha JPYrodl JOKYMEHT H
YHU(PHUKAIUIO TEKCTOB MPUKA30B M0 JTMYHOMY COCTaBY.

4. CocTaBUTh JTOKyMEHTHI HA OCHOBE MPETOKEHHBIX MTPEIOaBaTeENeM CHTYAIIHIA.

KoHTposbHbIe BONpPOCHI

1. TlepeuncnuTe peKBU3HUTHI, BXOISIINE B GOPMYJISP IPUKA3a.

2. HasoBuTe CTpYKTYpY IPHKa3a [0 OCHOBHOU JIEATETbHOCTH.

3. YeM oTimM9aercs CTpyKTypa TEKCTa MPUKa3a [0 JINYHOMY COCTaBY M OCHOBHOM J€ATEIBLHOCTH.

4. Ha3zoBuTe CPOKH XpaHEHHUS IIPHKA30B.

5. HazoBuTe peKBU3HUTHI, BXOJALIHME B GOPMYJISP PACTIOPSIKEHHS.

6. Yem oTimMuaeTcsi CTPYKTYpa TEKCTa PACIIOPSKEHHS OT MIPUKa3a [0 OCHOBHOM JESTETbHOCTH.

HcroyHuku U JuTeparypa

Hctounuku:
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I'OCT P 7.0.97-2016. Hanumonaneubiii cranpapt Poccuiickoit ®enepanuu. Cucrtema
CTaHIapTOB N0 HWH(pOpManuu, OMOIMOTEYHOMY W H3JaTeNbCcKoMy nemy. OpraHu3anuoHHO-
pacropsauTenbHas JOKyMeHTalus. TpedoBaHus K 0()OPMIICHHUIO JOKYMEHTOB.

[ocranoBnenune I[IpaBurensctBa PP or 15.06.2009 Ne 477 «OO6 yrBepxkaenuun IlpaBun

JICTTOTIPOU3BOJICTBA B (peiepabHBIX OpraHaxX UCTIOMHHUTEIILHOM BIIACTHY.

Meronuueckue peKOMEHIAIMM 10 pa3paboTke WHCTPYKIHMHA IO  JEJIONpPOU3BOACTBY B
(enepanabHBIX OpraHax HMCIOJHUTEIBHON BJIACTH, YTBEp)KACHHBIC NMpHKa3zoM PocapxuBa ot 23 nekaOps

2009 Ne 76.
Jlutepatypa:

Beikopa T.A., EmbimeBa E.M. Jenonpou3BoactBo: JIOKyMEHTBI M TEXHOJOTHMH: YueOHOE

nocobue-puep [AnekrpoHHslit pecypc]. M.: PITY, 2014. — 300 c.

brikoBa T.A., Ky3nenosa T.B., Cankuna JI.B. [lokymeHTannmonHOE OOecIiedeHUE YIPABICHHUS:
HenornpousBoacTtBo: Yueb. nmocodue maus crya. Bysos. 2-e us., mnepepad., gon. M.: Uudpa - M, 2014.
304 ¢. + CD-ROM.

C.A. T'notoBa, A.IO. KonbkoBa, FO.M. Kykapuna, E.A. Ckpunko JIoKyMEeHTallUOHHOE
obOecrieueHne ympaBieHus, nonx ooOmei pemakinuend T.A. beikoBoii. — M.: 000 “I1C-

ITaGmumuar”, 2016. — 350 c.

Pa3naTouHblii MaTepuas K 3aHATHSM:

I'OCT P 7.0.97-2016. HaumonanwsHbiii cranmapt Poccuiickoit denepanuu. Cucrema
CTaHAApTOB TO HHPOpMANKMK, OMOIMOTEUHOMY M H3AATEIbCKOMY Jeny. OpraHu3alMOHHO-
pacrnopsiauTensHas JoKyMeHTauus. TpedoBaHus K 0popMIICHUIO JOKYMEHTOB.

Meroaudeckne peKOMEHJAlWd M0 pa3paboTKe WHCTPYKIMA 10 JEJONMPOU3BOACTBY B
(hemepanbHBIX OpraHaxX HCIONHUTEIHHON BIACTH, YTBEP)KICHHBIE MpuKa3oM PocapxuBa or 23 mexaOps

2009 Ne 76.

Anp0OM  yHHU(PHULIMPOBAHHBIX (OpM HEPBUYHON YUETHOM JAOKYMEHTAIMM MO y4YETy TPyAa U €ro

OIIaThl, YTBEPKAEHHBIN ocTaHoBIeHNEeM ['ockomcrata PO ot 05.01.2004 Ne 1.

MaTepI/IaJ'IBI C MHANBUAYAJIbBHBIMU 3aJJaHUSAMU UIA CAMOCTOSATCIBHOIO COCTABJICHUSA ITPUKA30B U

pacropsKeHu .
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JoxyMeHTHpOBaHHE AeSITeJLHOCTH KOLUIETHATBHBIX OPranoB — 6 yacoB

Henb 3anatus — u3ydenue TpeOoOBaHUN K JOKyMEHTaM, CO3aBaeMbIM B IIPOLIECCE TIOATOTOBKH U
00CITy>)KMBaHHMsI COBELIAHU.

B pe3ynbraTe BBINIONHEHUS 3aJJaHUN CTYACHT JIOJKEH:

— umemb npedcmasiienue O BHUIAX KOJUIETHAJIbHOW JEATENLHOCTH M TOpsAKe €
JOKYMCHTUPOBAHUS,

— 3Hamb COCTaB JOKYMEHTOB, CO3/IaBaeéMbIX IIPH MOJTOTOBKE COBEHIaHWH, TpeOoBaHHSA K
(dbopMyIsipy MPOTOKOJIA, TIOPSIKY €T0 COCTABIICHHUS U OQPOPMIICHUS;

— YMeTb COCTaBJIATh U O(GOPMIATH MPOTOKON W JOKYMEHTHI, CO3JaBacMbleé B TMpolecce
IIOATOTOBKH COBCIIIAHHA.

—  YMeTb COCTaBJISTH U OQOPMIISTH BBIKUCKY U3 IIPOTOKOJIA.

—  YMeTb COCTaBISTh U 0OQOPMIISITH PEIICHUE.

3anaHus A1 caMOCTOSITEJILHOI paGoThl

1. MByunth TpeOOBaHUs, MpPEIbABIEMbIE K COCTABICHHIO W O(GOPMIIEHHIO IPOTOKONA H
peuenus.

2. CocTaBUTH MPUTJIAIICHHE HA 3aCEIaHME.

3. CocTaBUTh MPOTOKOJ COBEIIAHMS.

4. OdopMHTH BBITUCKY U3 IPOTOKOJIA.

5. OpopMuTh pereHue.

YkazaHus M0 BbINOJHEHUIO 3aJaHU .

1. VYTouHHTH STambl MOArOTOBKH COBENIAaHWH M BHIBI JOKYMEHTOB, CO3JaBA€MBIX Ha KayKIOM
stane (IOBeCTKa JAHSI, CHUCKH YIaCTHUKOB H T.]1.).

2. YTOYHUTH OCOOEHHOCTH (hOpMYJIsIpa MPOTOKOJA, TPEOOBAHUS K PEKBH3UTAM, HU3JIOKEHHBIC B
TOCYyJJapCTBEHHOM CTAaHIAPTe M METOJUYECKHX PEKOMEHIAIUAX, oOpaimas BHHMaHHE Ha COCTaB
rH(OpMaIUH B TEKCTE MMPOTOKOJIA, OCOOSHHOCTH €TI0 TIOITICAHHUSI, CPOKU O(hOPMIICHUS.

3. Omnpenenuts pa3nuyrs TpeOOBAHMUIA K TPOTOKOIY MOIHOMY U KPaTKOMY.

4. CocTaBUTh CAMOCTOSATEIBHO HA OCHOBAaHHMHM Pa3JaTOYHOrO MaTepuala IPOTOKOJ, BBIUCKY U3
MIPOTOKOJIA, PELICHHE.

KoHTpoabHbIe BONIPOCHI:

1. Mepeuncnure pexBu3nTH, BXOAANIHE B HOPMYIISAP HPOTOKOA.
2. Hazosure CTPyKTypy TEKCTa HPOTOKOIIA.

3. B uém oTiMuKe NPOTOKONA MOTHOIO H KPATKOTO.

4. Vxaxure NopAAOK IIOATOTOBKHM COBCHIAHUA W KAKHUC JOKYMCHTBI CO3JAaKOTCA B XOHAC

MTOJITOTOBKH.
5. TlepeunciuTe PEeKBU3NTHI, BXOAAIIUE B (GOPMYIAP PEIICHHUS.

6. B yem HazHaueHHE BEIIMCKH U3 OpoOTOKOJIA.
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HMcrouynuku u ureparypa

Hcrounuku:

I'OCT P 7.0.97-2016. Hanumonanenbiii crannapt Poccuiickoit ®enepanuu. Cucrema
CTaHAapTOB TO HHPOpMaIMK, OUOIMOTEUHOMY W H3AATENbCKOMY neny. OpraHu3almoHHO-
pacropsauTenbHas JOKyMeHTaus. TpedoBaHus K 0()OPMIICHUIO TOKYMEHTOB.

Meronuueckue peKOMEHIAIMM 10 pa3paboTke WHCTPYKIHMHA IO  JEJIONpPOU3BOACTBY B

(enepaibHBIX OpraHax HMCIOJHUTEIBHOW BJIACTH, YTBEp)KACHHBIC NMpHKa3zoM PocapxuBa or 23 nekaOps

2009 Ne 76.

MaTepI/IaJ'II)I C UHIUBUAYAJIbHBIMU 3aJIaHUAMUA JJI1 CaMOCTOATCIIBHOI'O COCTAaBJICHUS IIPOTOKOJIOB.
Jlutepatypa:

brikoBa T.A., EmpimeBa E.M. [lemonpon3BonactBo: JlOKyMEHTHI M TEXHOJIOTHH: YueOHOE

nocobue-puep [AnekrpoHHslit pecypc]. M.: PITY, 2014. — 300 c.

brikoBa T.A., Ky3nenosa T.B., Cankuna JI.B. JlokymeHTanmmonHOe oOecriedeHre yIIpaBICHHUS:
HenonponsBonctBo: Yuebd. mocodbue mist cryn. Bys3os. 2-e¢ u3m., mepepad., qom. M.: Muadpa - M, 2014.
304 ¢. + CD-ROM.

C.A. T'notoBa, A.IO. KonbkoBa, FO.M. Kykapuna, E.A. Ckpunko JloKyMeHTallMOHHOE
obecrieueHre ympaBieHus, Tonx ooOmei pemakinuend T.A. beikoBoii. — M.: 000 “1C-

ITaGmumunr”, 2016. — 350 c.

Pa3naTouHblii MaTepuas K 3aHATHAM

I'oCT P 7.0.97-2016. Hamumonanweubiii ctanmapt Poccuiickoit @enepanuu. Cucrema
CTaHIapTOB MO uH(pOpManuu, OHOIMOTEYHOMY U U3JATeNbcKOMy neny. OpraHu3zalnuoHHO-
pacnopsauTensHas JoKyMeHTauus. TpedoBaHus K 0popMICHUIO JOKYMEHTOB.

Meroanveckine pPEKOMEHIAUWK 10 pa3paboTKe MHCTPYKIMA IO JETOMPOU3BOACTBY B

(hemepanbHBIX OpraHax HCIIOJHUTENHFHOW BIIACTH, YTBEPXKICHHBIE MpHKa3oM PocapxmBa ot 23 mexaOps

2009 Ne 76.

MaTepI/IaJ'IBI C MHAUBUAYAJIIbHBIMHA 3aIaHUAMUA IJI1 CAMOCTOATCIIBHOI'O COCTABJICHUA JOKYMCHTOB.

CocraBijienne HH)OPMALMOHHO-CIPABOYHBIX TOKYMEHTOB — 6 4acoB
Hens 3aHATHS — U3y4YeHHWE Ha3HAUYeHUS HH(DOPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB U
oco0eHHOocTel 0 OopMIIEHNS KaXKI0T0 BHJIA 3TOW TPYIIIBI JOKYMEHTOB.

B PE3YJIbTATEC BLIITOJIHCHUA 3a,I[aHHﬁ CTYACHT JOJIDKCH:
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—  umemdp npedcmagieHue O TUIOBBIX CHTyalUUsX, O(QOPMIIEMBIX YHUPHUIUPOBAHHBIMU
¢dhopmaMu HHPOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB;

— 3Hamb BUIB WHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB; TpeOoBaHUS K (HOpMyIsIpy
Ka)X/I0TO BUJIA;

— YMeTb COCTaBJIATH BCE BUIBI MH(OPMALMOHHO-CIPABOYHBIX JOKYMEHTOB M UMETh HABBIKU
uX opopMIICHUS HA KOMIIBIOTEPE.

3aganus 1151 CaMOCTOSITeIbHON PadoThl

1. M3yunTth mpaBuia cocTaBiieHUs u odopmiieHHs WH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB,

o0OpaTvB BHUMaHHE Ha OCOOEHHOCTH TPEOOBAHUH K KAKJIOMY BUJLY.

2. CocraButh u o0(popMuTh B coorBercTBUU ¢ TtpeboBanmsmu ['OCT P 7.0.97-2016 wu

Meroanyecknx peKOMeH AU

® JIOKJIA/IHYIO 3aIUCKY (BHYTPEHHIOIO U BHEIIHIOKO);

e OOBSICHUTENBHYIO 3aMMCKY (BHYTPEHHIOIO M BHEITHIOK);
® CIpPaBKy;

® aKxT;

e TmmchMa (TapaHTHHHOE, HAIIOMUHAHKE, TIPUTIIAIICHIE, YBEIOMIIEHIE, PEKIIaMaIlnio U T.1.).

Yka3aHus no BbINOJHEHNIO 3aJaHUS

1. YTOYHUTH BHUIBI I/IH(I)OpMaI_II/IOHHO-CHpaBO‘-IHBIX AOKYMCHTOB U IIPHU KaKUX YIPABJICHYCCKUX

CUTYaIUsIX OHH CO3/IAIOTCSI.
2. BBISBUTH 0OCOOEHHOCTH KayKI0TO BHIA WH(OPMAIIOHHO-CIPABOYHOTO TOKYMEHTA.

3. V3yunts TpeGoOBaHHs TOCYJAPCTBEHHOIO CTAHAAPTA K ODOPMICHHIO PEKBH3UTOB, BXOMAIIHX B
TUTIOBOH (hOPMYIISIP KaXKIOTO BUAa WH(OPMAIIOHHO-CIIPABOYHOTO JIOKYMEHTA.

4. CocraButh 1 0OPMHUTH JOKYMEHTHI B COOTBETCTBHH C HONYIEHHBIMH 3aaHHAMI.

KoHTposbHbIe BONpPOCHI

1. JlaiiTe onpeneneHne U YKaXKUTE THIIOBOU (hOpMyIIsip:

e JIOKJIAJIHOM 3aITHCKH;

e OOBSICHUTENBHOH 3aIICKH;

® CIpPaBKW;

® aKTa;

® CIIy’)KeOHOT0 MUChMa (HA30BUTE €ro Pa3HOBUIHOCTH);
Ykaxkute 0cOOCHHOCTH 0(pOpPMITCHUS TIHCEM.

B 4ém ocobenHOCTh O OpMITEHHS TMChbMA-OTBETA.

M o

Kaxue TpC6OBaHI/I$I MNpEABABIAIOTCA K TCKCTY IIMCEM.
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HMcrouynuku u ureparypa

Hcrounuku:

I'OCT P 7.0.97-2016. Hanumonanenbiii crannapt Poccuiickoit ®enepanuu. Cucrema
CTaHAapTOB TO HHPOpMaIMK, OUOIMOTEUHOMY U H3AATENbCKOMY Jeny. OpraHu3alrOHHO-
pacropsauTenbHas JOKyMeHTalus. TpedoBaHus K 0(hOPMIICHUIO JOKYMEHTOB.

Meronuueckue peKOMEHIAIMM 10 pa3paboTke WHCTPYKIHMHA IO  JEJIONpPOU3BOACTBY B

(enepanabHBIX OpraHax HMCIOJHUTEIBHON BJIACTH, YTBEp)KACHHBIC NMpHKa3zoM PocapxuBa ot 23 nekaOps

2009 Ne 76.
MaTepI/IaJ'II)I C MHAUBUAYAJIbHBIMU 3a/IaHUAMU JI1 CAMOCTOATCIILHOIO COCTABJICHUA JOKYMCHTOB.
Jlutepatypa:

brikoBa T.A., EmpimeBa E.M. [lemonpon3BonactBo: JlOKyMEHTHI M TEXHOJIOTHH: YueOHOE

nocobue-puep [AnekrpoHHslit pecypc]. M.: PITY, 2014. — 300 c.

brikoBa T.A., Ky3nenosa T.B., Cankuna JI.B. [lokymeHnTanmonHOE OoOecIiedeHNEe YIPaBICHHUS:
HenonponsBonctBo: Yuebd. mocodbue mist cryn. Bys3os. 2-e¢ u3m., mepepad., qom. M.: Muadpa - M, 2014.
304 ¢. + CD-ROM.

C.A. T'notoBa, A.IO. KonbkoBa, FO.M. Kykapuna, E.A. Ckpunko /JokymMeHTallMOHHOE
obecrieueHre ympaBieHus, Tonx ooOmei pemakinuend T.A. beikoBoii. — M.: 000 “1C-

ITaGmumunr”, 2016. — 350 c.

Pa3naTouHblii MaTepuas K 3aHATHAM

I'oCT P 7.0.97-2016. Hamumonanweubiii ctanmapt Poccuiickoit @enepanuu. Cucrema
CTaHIapTOB MO uH(poOpManuu, OHOIMOTEYHOMY U U3JATENbCKOMY neny. OpraHu3alnuoHHO-
pacnopsauTensHas JoKyMeHTauus. TpedoBaHus K 0popMICHUIO JOKYMEHTOB.

Meroanveckine pPEKOMEHIAUWK 10 pa3paboTKe MHCTPYKIMA IO JETOMPOU3BOACTBY B

(hemepanbHBIX OpraHax HCIIONHUTENHFHOW BIIACTH, YTBEPXKICHHBIE MpHKa3oM PocapxmBa ot 23 mexalOps

2009 Ne 76.

MaTepI/IaJ'IBI C MHAUBUAYAJIIbHBIMHA 3aIaHUAMUA IJI1 CAMOCTOATCIIBHOI'O COCTABJICHUA JOKYMCHTOB.

Tema 6. Kommiekcol noxymenToB. HaydHo-mcTropm4yeckas W NpaKTH4YecKas IEHHOCTb

JOKYMeHTa— 4 yaca

HpOBO}_ISITCSI ABC O3HAKOMUTCIILHBIC OKCKYPCHUH B IT'OCYJApPCTBCHHBIC apXUBLI.



79

9.3. Unble MaTepHuaJIbl

MeToanyeckue yKazaHusi s 0O0y4YaOIIUXCA IO CAMOCTOSITEIBbHOH padore

CTY/I€HTOB

CamocrosaTenbHass paboTa CTYAEHTOB BKJIIOYAeT IMOATOTOBKY K JIGKIHUSIM U
a00paTOPHBIM 3aHIATHSAM, KOHTPOJIBHBIM paboTaM, TECTHPOBAHUIO, 3a4€Ty U dK3aMEHY. TeMbl
JUISL CaMOCTOSITEILHOM pabOThl CTYIEHTOB OMPEICIICHBl B COOTBETCTBHH C TEMaTUYECKUM
IUIAHOM JTHCIAILIMHEL.

OTnenbHBIA BUJI CaMOCTOSITEIBHONW PabOThI — MOJATOTOBKA KYpCOBBIX padoT. TemaTnka
KYPCOBBIX PabOT COOTBETCTBYET COACPIKAHUIO TUCIIUTUIAHEI.

MeTtoauueckue PEKOMEHAAIIMU 110 NMOATOTOBKE NMCbMEHHBIX paﬁoT

Ilpumepnaa memamuka Kypcoevlx pabom

Pa3BuTre MOHATHS «IOKYMEHT»: OIpeAeeHne H (QyHKIIH.

Bo3HUKHOBEHNE MUCEMEHHOCTH, MTOSBJICHHUE TOKYMEHTA.

TexcroBoe TOKyMEHTHPOBAaHHE, Pa3BUTHE, HA3HAYECHHE M 00JIaCTh IPUMEHEHNSI.
MarepuanbHbIe HOCHTEN HHPOPMAIMU U X Pa3BUTHE.

CoBpeMeHHBIC MaTepHaTbHBIC HOCUTEIHN HH(OPMAIIHH.

PazButne hopmymnsapa texctoBbix qokymeHToB B XVI-XVII BB.

PazBuTre BuI0B U hopMyisipa JOKyMeHTOB B yupexneHusx Poccun XVIII B.

PazButne hopmynsapa nokymenta B XX — Hagane XX BB.

© oo N o g > w DdF

PazBuTne hopmymnspa TOKyMeHTa COBETCKON ATIOXH.

-
©

Pycckue nmuchMoBHUKH 19 Beka Kak cucTeMa 00pasloBBIX TEKCTOB M (hOPMYJISIPOB.

11. Vcropuss BO3HHUKHOBEHHMS M Pa3BUTHS OTIEIBHBIX BUJOB JIOKYMEHTOB (IO BEIOOpY —
rpamora, yKas, puKas, IIPOTOKOJI, IMCHMO H T.JL.).

12. HVcropust pa3BUTHS OTAEIBHBIX JIEMEHTOB (hOpMyJIsipa JOKYMEHTa (110 BEIOOPY — cOCTaB
YIOCTOBEPEHUSI, OPSIOK aJPECOBAHUS U T.]I.).

13. Hcropus yHu(UKanuy TEKCTOB TOKYMEHTA.

14. 3akoHO#aTeNbHAas W HOPMAaTWUBHAas  perjaMeHTauus  JOKyMEHTHPOBaHHUS B

JIOpEBOIIOIIMOHHON Poccum.
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15. 3aKOHO):[aTeJ'II)Ha$I U HOpMaTHMBHAaA perijiaMCHTallud OJOKYMCHTHPOBAHUSA PA3JIUNIHBIX

BUJIOB JACSATEIBHOCTU (OpraHM3alMOHHO-PACIIOPSAUTENBHON, KOMMEPUYECKOH, KaApOBOW, JOTOBOPHOWH U

ap.).

16. 3akoHOAATENbHAS 1 HOPMATHBHAS PEriaMeHTallusl JOKYMEHTHPOBAHHUSI OPTAaHOB BJIACTH U
yIIpaBJICHHS.

17. Merob! COBEPLICHCTBOBAHUS IOKYMEHTUPOBAHHUS YIPABICHYECKON A TENbHOCTH.

18. Bnusinue coBpeMeHHBIX HH()OPMALMOHHBIX TEXHOIOTUH Ha JOKYMEHTHPOBAHHE.

19. OTtpakeHre BONPOCOB MOJTOTOBKH U OQPOPMIICHUS JTOKYMEHTOB B IEPUOAMYECKUX
W3JIAHUSX.

20. OtpaskeHre BOITPOCOB MTOATOTOBKU U OOPMIICHHUS IOKYMEHTOB B JIUTEpaType.

21. PernamenTanusi BONPOCOB JEJIONPOM3BOJACTBA B QJAMUHHCTPATHUBHBIX perjaMeHTax

MPEOCTABICHUSI TOCYJapCTBEHHBIX YCIYr M HCIOJIHEHHS TOCYJapCTBEHHBIX (QYHKIUHA (HA mpuUMepe

OJTHOTO JIMIHHUCTPATHBHOTO PETIAMEHTA).

MeTtoauueckue PEKOMEHAAIIMH I10 MOATOTOBKE KYPCOBBIX paﬁoT

KypcoBas pabora — BuA cCaMOCTOSTEIBHON MTUCEMEHHON paOOThI, HAIIPABJICHHBINA Ha TBOPUECKOE
OoCBOCHUE TPOQWIBHBIX TNPO(HECCUOHANBHBIX — JIUCIUILIHH U BBIPAOOTKY MPOQeCCHOHATBHBIX

KOMITETEHITHH.

Meroandeckne yka3aHHUS COAEp)KaT €AWHbBIE U BceX (popM oOydeHUs (IHEBHOW, BEUEpHEH,

3a09HOM) TpeOoBaHMs Kaheapsl TOKYMEHTOBEEHHS K KyPCOBBIM paboTam .

[MoaroToBka KypcoBo#i paOOTHI SIBISIETCS 3aBEPIIAIONINM ATAlloM H3y4eHHs Mpo(decCHOHATBHBIX
TUCIHMIUTNH. B mpomecce HamucaHWs KypcoBoW paOOTHI CTYAEHTHl (OPMHPYIOT HaBBIKM cOopa |
0000IIeHHsT ~ HAay4YHBIX MJaHHBIX, aHAJIM3a 3aKOHONATENBHBIX M HOPMATHBHBIX IIPAaBOBBIX aKTOB,
HOPMaTHBHO-METOIMYECKHX JTOKYMEHTOB MEKOTPACIEBOrO ACHCTBUS, JIOKAJIBHBIX aKTOB OpraHM3alIlHi,
perIaMeHTHpYyIoMUX padoTy ¢ TOKYMEHTAMH, CIICIHATbHON JINTEPATYpPhl, BHISBICHUS HEOOXOAUMBIX 110
TeMe UCTOYHHUKOB U JHuTepatypsl. KypcoBas paboTta crmocoOCTBYyeT NMPHOOPETEHHIO HOBBIX (haKTHUECKHX

3HAaHUHN U NPAKTHYECKUX YMEHUM.
KypcoBas pabora nomkHa nokasaTte yMEHUE CTY/CHTa:
- 000CHOBATH AKTYaJIbHOCTh BEIOPAaHHOM TEMBI B HAYYHOM U IIPAKTUYECKOM IIJIaHE;
- [I0Ka3aTh CTENEHb U3yYEHHOCTH U pa3paboTaHHOCTH NPOOJIEMBbl B HAYYHOH JIMTEpaType;
- (hopmynupoBaTh LNk U 321241 pabOTHI;

- 000CHOBATH CTPYKTYpPY padoThI;
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- HU3JI0XKUTHb COACPIKAHUC Pa3ncioB U MMOAPA3ACIOB pa60TLI JIMTCPATYPHBIM  A3BIKOM C

HCIIOJIb30BaAHUEM CTaHI[apTHOI‘/'I HOKYMGHTOBGHHGCKOﬁ
TCPMHUHOJIOTUH,

- AHAJIM3HUPOBATH CO6paHHbII>i MaTcepura, COIOCTABJIATL PAa3JIMYHBIC KOHICIINU, aJIbTCPHATUBHBLIC

MOJIX OJTBI, PEIIEHHS OTACIBHBIX MPOOIIEM;
- opMyIMPOBAThH BHIBOIBI;

- odopmisaTh pPabOTy B COOTBETCTBUUM C TPEOOBAHWSAMH, IMPEIBSIBISIEMbBIMH K HaydHO-

HCCIIEIOBATEILCKUM padoTam.

1. IloaroTroBKa KypcoBoii padoThl

OcHOBHa 11eTh MMOATOTOBKH KYPCOBOM pabOTHI COCTOUT B 3aKPEIVIEHUH TEOPETUYECKUX 3HAHUM,
PUOOPETEHUH CTYAEHTaMH HaBBIKOB CaMOCTOSITENBHOI'O YIIIyOJIEHHOrO M3YY€HHUS OJHOTO M3 PA3ZIelioB
Kypca NpodecCHOHANBHON JMCIMIUIMHBI, YuTaeMoil Ha kadenpe. [Ipu moarotroBke KypcoBOi paboThI
CTYZAEHTHI NOJy4al0T HABBIKM U YMEHHE paboTaTh C MCTOUHUKAMHM, aHAIN3UPOBATh (aKThl U JIaHHBIE

CTIEeUANILHON JINTEPATypPhl, H3JIaraTh MPOYUTAHHOE COBPEMEHHBIM PO(ECCHOHATLHBIM SI3BIKOM.

KypcoBas pabota momMoraeT pa3BUTHIO MBITIUICHUS CTYACHTA, (POPMHUPOBAHHIO YMEHHS CBOOOTHO
OTEPUPOBATh HAyYHBIMH 3HAHUSMHM NPHUMEHHUTEILHO K pa3zHooOpasHbIM chepaMm mpodeccHoHaTbHOI

JCATCIIBHOCTH.

BbiGop TemBl KypcoBoii pa0oTBl OCYLIECTBISICTCS CTYAEHTOM IIOCJIE€ 3HAKOMCTBA C

TECOPETUICCKUMHU HpO6J'ICMaMI/I JAUCHUIUIUHBI, U3JIOKCHHBIMH B JICKIIMOHHOM KYypCE€.

BpIOOp TeMBI CTYIEHT MOXET OCYMIECTBISTH CAMOCTOSITEIBHO HMCXOASI M3 IPHUMEpPHOH
TEMAaTHKH KypCOBEIX padoT, pa3paboTaHHON Kadeapoil, B KadecTBEe METOAMYECKOr0 ITOCOOUS MO KaXKIOH
JWCIHIUIMHE, 10 KOTOPOH, B COOTBETCTBUY C Y4eOHBIM IUIAHOM, 3aIUIAHMPOBAaHA IIOArOTOBKA KypCOBOW
pabotel. IlprMepHast TeMaTHKa COOTBETCTBYET HAINPABICHUSM HAyYHO-HCCIIENOBATEIBCKOH PabOTHI

Kadeapbl TOKyMEHTOBEICHUSI.

Bb100p TeMBI CTyI€HT MOXKET OCYIIECTBIISATH TAKXKE CAMOCTOSTENBHO C Y4€TOM CBOMX HAyYHBIX
WHTEPECOB, NMPAKTUYECKUX 3aj]ad, Clienu(prUKN AeSITeTbHOCTH KOHKPETHOM OpraHu3aliy, B KOTOPOH OH
paboraer, cBoeoOpa3usi CBOMX AOKHOCTHBIX OOsi3aHHOCTEH M T.A. Tema KypcoBoi paOOTHl M B 3TOM
cllydae JOJDKHA COOTBETCTBOBATH TEMAaTHKE NPOOJIEM, PaccCMaTpPUBAEMBIX B TEOPETHYECKOM Kypce U
BKIIIOYEHHBIX B IPOrpaMMy M3y4aeMoW AMCUUILIMHBI. BbIOOp TeMbl KypcOBOW pabOTBI OCYIIECTBISETCS

CTYACHTOM U C Y4YCTOM OOCTYNHOCTH OCHOBHBIX HCTOYHHUKOB W JIUTCPATYPHI. B CiIydac
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CaMOCTOATCIIBHOI'O BLI60pa TEMBbI KprOBOfI pa6OTI)I CTYACHT 00s13aH COrIacoBaTh €€ C npenoaaBaTejicM,

OCYHICCTBJIAIOIINM HAaYYHOC PYKOBOACTBO HOILFOTOBKOP'I KYpPCOBBIX pa60T.

KypcoBas pabora, kak mpaBuiio, SBJSIETCS TEOPETUYECKHUM HCCICJOBAHUEM [0 OJHOW U3

MPEATIOKEHHBIX Kaeapon Tem.

JHomyckaercsi MOATOTOBKAa KypcOBOW Pa0OTHI Ha OCHOBE MPAKTUYECKUX Pa3pabOTOK B 00JacTH
JOKYMEHTAIIMOHHOTO OOecleueHus, TPOBEACHHBIX C Y4YacTHEM CTYJEHTa WJIM BBHIMOTHEHHBIX MM
camocToaTenbHo. Hanmpumep, TeMa KypcoBoii paboTel MOXKeT OBITh MOCBSIIEHA pa3paboTKe HOPMATHBHO-
METOJIMYECKUX JOKYMEHTOB MO perjameHTanuu ciayx0bsl JIOY, ee coTpyAHUKOB, pa3paboOTKe
HOMEHKJIATYPBI JIeJ, JTOKAJIBHBIX KIacCH(UKATOPOB, BHEAPEHHIO HOBBIX MH(OPMAIMOHHBIX TEXHOJIOTHIHA,
MOJITOTOBKE JIOKAJILHBIX HOPMATHBHBIX aKTOB (TaKMX KaK HHCTPYKIUS, Tabenb YHUPUIIMPOBAHHBIX (HOpM
JMOKYMEHTOB, CTAaHAAPT OpraHu3anuu u np.). [lomoGHbIe paboTHI BHITOTHSIIOTCS Ha MpHUMepe KOHKPETHOU

OpTaHM3ALHN.
KpuTtepnu ouneHKH KypcoBoii padoThI

[IperomaBarens IOMKEH MOBECTH IO CBEAEHUS CTYACHTOB TpeOOBaHMA Kadeapbl K KypCOBBIM
paboram. KypcoBas pabora nomxHa OBIT IOATOTOBJIEHA CTYIEHTOM B CPOKH, INPEAYCMOTpPEHHBIE

y4eOHBIM TIJIAaHOM, KOTOPBIC MTPENOIaBaTeIhb JOBOANT 10 CBEICHUS CTYACHTOB.

OCHOBHBIMU KPHTEPHSIMH OIEHKH KYPCOBOU pabOTe SIBIISFOTCS:

- apryMeHTHpOBaHHAsl ()OPMYIIUPOBKA AKTYaJTbHOCTH TEMBI;

- YETKHE LIEJIH ¥ 33]1a491 PaOOTHI;

- 0030p UCTOYHHMKOB U JIUTEPATYPHI 110 U30paHHOU TEME;

- 000CHOBaHUE CTPYKTYPHI PabOTHI;

- HUCTOJIb30BaHUE OCHOBHBIX HCTOUYHUKOB U CIICIHALHON JIMTEPATYPHI 110 TEME;

- aHAJIM3 U3JIOKEHHOTO B pa3zesax padboThl (PaKTHUYECKOTO MaTepHalia;

- HaJIMYUE BBIBOJIOB 10 KAXJIOMY pa3zeiy;

- TIpaMOTHOE W3JIOXKEHHE TeKcTa, odopmiieHHe paboOThl B  COOTBETCTBHH C
METOIUYCCKUMH YKA3aHHUSIMH.

OneHKy «OTJIMYHOY» 3aCIy’KUBAIOT KYpCOBBIE pPaOOThI, aKTyalbHOCTh TEMBI KOTOPBIX
000CHOBaHa, BBEJCHHUE COJECPKUT JOCTATOYHO IMOJHBIN 0030p MCTOYHUKOB M JIUTEPATYPHI MO
nanHoi Teme. CTpykTypa paboThl JOTHYHA, COOTBETCTBYET COJAEpKaHMIO. B KOHIE KaKII0ro
pasznena ¥ B 3aKIIOUYEHUU COJepKaTcs 4Y€TKHMe BBIBOJBI. PaboTa HamucaHa JUTEpaTypHBIM
S3BIKOM C TPAaBHJIBHBIM  HCIOJB30BAaHHEM MPOPECCHOHAIBHON TEPMUHONOTHUHU. Tekct
TIIATENTHFHO BBIBEPEH, HAYYHO-CIIPABOYHBIN ammapar U 0(pOPMICHHE COOTBETCTBYIOT HACTOSIIIIUM

MCTOANYCCKUM YKA3aHUSM.
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KypcoBast paboTa oOIEeHHMBAaeTCS HAa «XOPOIIO», €CIH CIHUCOK HCIOJIb30BAHHBIX
HWCTOYHHUKOB M JIUTEPATypbl HE COBCEM IIOJIHBIM, BBIBOJbI HEIOCTATOYHO apryMEHTUPOBAHBI, B
CTPYKTYpPE U COJACpXaHUU KypCOBOW pabOThl €CTh OTAENbHBIE MOTPEIIHOCTH, HE HMMEIOIINE
MPUHIMIIHATBFHOTO XapakTepa. B oCTaJIbHOM, COONIONEHBI TpPeOOBaHHUS, MPEABSIBISIEMBIC K
«OTJIMYHO» KypcoBOil paboTe.

KypcoBast pabora oOICHHBAECTCS «yIOBICTBOPHTEIBHO», €CIIM B TEKCTE HWMEIOTCS
MHOTOYHCIICHHBIE TIPSIMbIE 3aMMCTBOBAHUS U3 yUYEOHON U METOJUYECKON JIUTEPATyphl, CTYICHTY
HE TIOJHOCTBIO HU3BECTEH KpPYr HCTOYHHMKOB U CHEIHAIBHOM JIMTEPATyphbl, BBIBOJBLI CIab0
apryMEHTHUPOBAHBl WJIM HE KOHKPETHBI, B JUTEPATypHOM CTUJE U OGOPMIICHUH PalbOTHI
UMEIOTCA MTOTPELIHOCTH.

[Iposepur paboTy, MpernomaBaTeilb BBLICTABISAET HA TUTYJIBHOM JIUCT€ HTOTOBYIO OIICHKY,
KOTOpasi COITPOBOXKAACTCS KPaTKOM pelleH3nel. B peren3nn oreHnBaeTcs mojIHOTa 0030pa UCTOYHUKOB U
JIUTEPATypbl IO TEMCE, rny61/1Ha PacCKpbITUsA TEMBI, YPOBCHb €€ OCMBICICHUA, HAJIU4YUC CO6CTBCHHI)IX
BBIBOJIOB, COOIIOJICHWE TpaBHiI  O(QOpPMIICHHSI HAyYHO-CIIPABOYHOI'O  aliapara, COOTBETCTBUE

o opMieHHNS PabOTH HACTOSIIAM METOIUIECKAM YKA3aAHUSIM.

B cnygae HEYIOBICTBOPUTEIBHON OICGHKH KypCOBOW pabOTBI CTYIEHTY IIpearacercs

nepepaboTaTth ee 1Mo 3aMeYaHusIM IpenoaBaTeNs WK MOATOTOBUTh KYPCOBYIO paOOTy Ha APYTYIO TEMY.

Ilman KypcoBoii paGoTBI CTYOEHTHI COCTAaBISIOT CaMOCTOSITENBHO, IOCIE Yero OH
COTJIacOBBIBaeTCs ¢ mpenofasareneM. I1oAroroBka miana KypcoBoi pa®oTHI SBISIETCS TEPBBIM 3TAIlOM
paboTBl HaJ HEH W BBIIONHACTCS IIOCIE O3HAKOMJICHHS CTY/AEHTAa C HMCTOYHHKOBOH 0a3oi TeMBl U
U3y4YeHHs CHeUalbHON mTepaTypsl. [Ipm corilacoBaHmy ImjiaHa ¢ MpeENofaBaTeleM CTYACHT JOJDKEH
MMETh YEeTKOE Mpe[CTaBiIeHne 00 M3ydaeMol TeMe, a TakKe CyMeThb 00OCHOBaTh CTPYKTYpy Oymymieit

KypCOBOM paboThI, ITOCIIEIOBATENIEHOCTD U3JIOKEHHS MaTeprara.

CryneHT BmopaBe OOpaTUTHCS K MPENOJAaBaTENI0 3a KOHCYJIbTallMed IO JI0O00MY BOHIPOCY,
BO3HMKILEMY B XOA€ IOATOTOBKHM KypcOBOW paboThl. B Xome KOHCymbTamuid CTyOEHT NOJIy4aer
JOMNOJHUTENBHYIO HH(OpPMaLno, HEOOXOAUMYIO Ul MOATOTOBKU KypcoBoil paborel. Kak mpasuio,
MIpenoaBaTeNb KOHCYIbTUPYET CTYIECHTA 110 BBIOOPY MCTOYHHKOB U JIUTEPATYPHl, aHATINU3Y ClIELHaIbHON
JUTEPATYypPhl, pa3paboTKe palMoOHaIBHOW CTPYKTYphI paboThl, cOOpy ()aKTOB M CTATUCTUYECKHX NAHHBIX,

nx o0paboTKe.

[IpenonaBarens KOHTPOIMPYET HOATOTOBKY KYpCOBOW pabOThl, 3HAKOMHUTCS C TEKCTOM U

npeacCTaBJIsCT CTYACHTY CBOU 3aMCYaHU.

1.1. CTpyKTYypa U coaepxkaHue KypcoBoi padoThl
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KypcoBas pabora BKiIo4aer:

) TUTYJIBHBIN JIUCT;

o OTJIABJICHUE;

o BBEJICHHUC;

. pazzaensl (HomycKaeTcs AeeHre Ha ToIpas/Ielibl);

. 3aKITIOUCHHE;

° CITMCOK MCIOJIb30BAHHBIX UCTOYHHUKOB U JIMTCPATYPHI,
. NPUIOKEHHA.

TuTyAbHBIA  JIHCT COACPKAT HAUMCHOBAHUE YYEOHOrO 3aBEICHUS C  YKa3aHUEM
OpPTraHMU3alMOHHO-TIPAaBOBOM  (POPMBI M BBIMISCTOSIINECTO YUPSKICHHS, HAUMEHOBAHUS WHCTUTYTA,
¢dakynprera W Kadempbl, Ha KOTOPOW MOArOTOBJIEHA KypcoBas paboTa, (aMHIMIO, HMs, OTYECTBO
CTYICHTa, YKa3aHHs Ha Kypc, opMy OOydeHus, Ha3BaHHE TEMbl KypCOBOH paboOThI, (aMHUIIHIO, HUMS,

OTYECTBO IperoaaBaTeils, €ro Y4YcHyr CTCIICHb, 3BaHKC.

OrnaBJjieHNe COAEP)KUT MEPEUEHb COCTABHBIX YacTe KypCcOBOM paOOTHI M yKa3aHWE CTPAHUII, Ha

KOTOPBIX PaCIOIOKEHO HAYAJIO KaX 0K JacTH.
BBeaenue I0DKHO BKITIOYATh:

e 000CHOBaHWE aKTyaJIbHOCTH BEIOPAaHHOW TEMBI;

® XapaKTEpUCTUKY CTENEHH U3YyYEHHOCTH TEMBI, pa3paOOTKU TEOPETHUYECKUX U MPAKTUUYECKUX
po0IeMm;

e (GOpMYIHPOBKY LIENH U 331129 paboTHI,

e 0030p HCTOYHHUKOB M JIUTEPATYyphl C H3JIOKEHHEM CYLIECTBYIOIIMX KOHLENIMHA U
aJIbTEPHATUBHBIX IOAXOAOB K TeMme. He momyckaroTcst K 3aliuTe KypcoBble paOOThI, B KOTOPBIX 0030p
MoIMEHSIeTCs TIepedrclIeHNeM Ha3BaHU padoT WM KPAaTKON aHHOTAIUEeH NCTOYHIKOB;

e 00OCHOBaHHE CTPYKTYPHI PabOTHI.

Pa3znennl KypcoBoil padoTBI MOTYT COAEpXKaTh XapaKTEPUCTHKY OOBEKTa WCCIIEeIOBAHMS
(yapexneHus, OpTraHH3alWd, €€ CTPYKTYpHOrO TIOApa3leNieHus); ONHcaHue MpoOiIeMbl (Hampumep,
JOKYMEHTALIMOHHOIO o0eclieueHHs] YIpPaBICHUSI B OINPEIETICHHOW OpraHM3ald W IPU ONpeneIEeHHBIX
YCIIOBHUSIX); aHaJM3 OPraHU3AlMOHHBIX WM TEXHOJIOIMYECKHX OCOOEHHOCTEHW AOKYMEHTHPOBAHUS (HIIH
paboTel C JOKYMEHTaMH); HCTOPHIO Da3BUTHS Bompoca WiM mnpobiembl. KommuecTBo pasnenos
OIIPEENsIeTCs] CTYIEHTOM CaMOCTOSITEIbHO MJIM 10 COIVIACOBAHMIO C MperogaBaTeneM, HCXOas U3 3a/1ad

KypcoBO# paboThl 1 COOpaHHOIO MaTepHaIa.

B KOHIIC KaKA0Tr'0 pa3acia CTyJCHTOM (pOpMyJ'II/Ip}IIOTCSI BBIBOJBI 110 U3JIOKECHHOMY MAaTCpHUaAITy.
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3akiauenue OOBIYHO BKIIIOYAET 06HII/IG BBIBOJBI IIO TEMC pa6OTI)I, HX COOTBCTCTBHC
MOCTAaBJICHHBIM LCIIAM U 3aJladyaM; BO3MOXXHO BKIIFOYCHHUEC B 3TY 4YaCTh pa6OTLI HN3I0XCHUA I[aJ'H;HCI‘/'IIHCI‘/'I

MEPCIIEKTUBHI CTY/ICHTA 0 JAHHOW TeMe (Hampumep, TP MOJr0TOBKE TUILNIOMHON paboTh).

Cnucok HCIoJb30BAHHBIX MCTOYHHKOB M JIUTEPATYPBI MOKA3bIBACT 3HAKOMCTBO aBTOpa C

HUCTOYHUKAMH M JIUTEPATYPOH 11O BHIOPAHHOW TEMeE.

Crucok dopmupyercss mo pasnenam «Vcrounukuy» (OH MOXKET TOIPa3ACIAThCS Ha JBa

noxpasaena — «Ony0IrMKoBaHHbBIE HCTOYHUKUY U «HeommyOmmkoBaHHBIE HCTOYHUKNY) U «JluTepaTypay.

[locnenoBarenbHOCTE  pacCHONOKEHUS  MCTOYHHKOB B CIHUCKE  OINPENEISIeTCs
3HAYMMOCTBIO JIOKYMEHTOB: (eaepaibHble 3aKOHOJATeNbHbIE akThl P®,  HOpMaTHUBHBIC
npaBoBbie akThl (Ykaswl IIpesunenta, [locranosnenus u Pacnopspkenus: [IpaButensctBa PO,
HOPMAaTHBHBIE TIPABOBBIC aKThl (PerepabHBIX OPTraHOB UCIIOJTHUTEILHON BJIACTH ), HOPMATHUBHBIC
METOJMYECKHE JOKYMEHTBl MEXOTPacleBOr0 JACHCTBUS, TOCYIapCTBEHHbIE CTaHIAPTHI,
METOJMYECKHE YKA3aHUs, a TAKXKE MpPaBUia, periiaMeHThbl, HHCTPYKIIUU U JIp.

Cucremarnzanysi MCTOYHMKOB OOBIYHO MPOBOMMTCS MO TpynmaMm (3aKOHBI, ITOCTAHOBIICHHUS,
WHCTPYKITUH U Jp.), KOTOPBIE ONMPENEISAIOTCS HCXO U3 YPOBHS NCTOYHNKA, @ BHYTPH BHIOPAHHBIX TPYIIIT
110 XPOHOJIOTHH. B cnmcoxk HMCTOYHMKOB HE BKIIOYAIOTCS OTMEHECHHBIC IIPaBOBLIC, HOPMATUBHBLIC U
HOPMAaTHBHO-METOINYECKHUE JOKYMEHTHI (32 MCKIIIOUCHHEM CITydaeB, Koraa KypcoBas paboTa HamucaHa
Ha TEMy, CBSI3aHHYI0 C HUCTOpHUEHW JEeNONPOU3BOACTBA, JOKYMEHTHUPOBAHHUS, PAa3BUTHUS OTIECIbHBIX

Hamnpasieauit JI0Y).

[To xaxmoMy OTIENbHOMY HW3IaHWIO, BKIIOYEHHOMY B CITHCOK WCTOYHHKOB, MPHBOIATCS WX
BBIXO/IHBIE naHHBIE. [Ipm 3TOM (emepanbHbie 3aKOHBI, 3aKOHBI CYOBEKTOB (hefeparuiy, MPaBOBBIE U

HOPMATHUBHEBIC aKThI JOJIKHBI COACPKATH CBEACHUSA 00 MCTOYHHKE O(bI/II_II/IaJ'H)HOFO OHy6J’II/IKOBaHI/I$I.

B cnomcok HeomyOIMKOBaHHBIX MCTOYHMKOB MOTYT OBITH BKJIFOYECHBI YCTaB, IOJIOKEHHE 00
opranm3auuyd  (ero CTPYKTYpHOM TIOAPA3AENECHUM), JOJDKHOCTHBIE HWHCTPYKLHMH, PErJIaMEHTHI,

WHCTPYKITUH T10 IEIONPOU3BOJICTBY, MTOKYMEHTHI TEKYIIEro IEIOMPON3BOICTBA.

B cnucke nurteparypsl HazBaHUsS MOHOTpaduii, cTaTel, peleH3uil, yueOHbIX MOCOOUIA,
aBTOpedepaToB pacnojararT B al(aBUTHOM Mopsaake nepBoil Oykswl (amminu aBTopa. Ilpm
BKJIIOYEHUH B CHHMCOK CTaTbM M3 JKypHaja WM COOpHHKA HEOOXOJMMO YKa3aTh Ha3BaHUE
KypHaJla, ToJ, HOMEP U CTPAHUIIBI.

IpuaoxkeHust SBISIOTCS HJUIFOCTPATHBHBIM MAaTepuUalioM K KypcoBodl pabore. OHH MOryT
BKJIIOYATh 00pas3iibl JOKYMEHTOB, IPUMEPHI HX 0QOopMIIeHHUS, rpahUKH U CXEMBI, IHArPAMMBbI, TAOIHIIBI 1
T.11. Pa3MelnaoT npuiioxeHus B Mopsiike YIIOMUHAHKS O HUX B TekcTe. Kaxkoe nmpuioskeHne HaqynHaeTcs
C HOBOrO JIMCTAa M HyMmepyercs. B mpaBom BepxHeMm yriy numiercst cioBo «[Ipunoxkenue 1» u

YKa3bIBaCTCAd €ro Ha3BaHUC. B Tekcre ACJIAI0TCA COOTBCTCTBYIOIIUE CCBHUIKU.
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HpI/I IIOATrOTOBKE KprOBOﬁ pa6OTI)I Ha TEMbI, CBA3aHHBIC C JOKYMCHTHPOBAHUCM, B IPUIIOKCHUA

BO3MO’KHO BKJIHOYATh IPUMEPLL O(I)OpMJ'ICHI/ISI Pa3IMYHbIX BUAOB TOKYMCHTOB.

1.2. O¢gopmiienne KypcoBoii padoTbl

Teker KypcoBoil pabOTBI MOXKET OBITH TOATOTOBICH PYKONHCHBIM CIIOCOOOM WM Ha
komibioTepe. O0beM KypcoBoii pabotTel 25-30 crpanuil Tekcta (mpu Habope uepe3 1,5 wHTepBana u

pa3mepe mpudta 12-14). Ipunoxenus B o01mnii 00beM KypCOBOH paOOThI HE BXOJISAT.
Pabora nuiercs Ha OTHOM CTOPOHE CTaHAapTHOIO Jiucta Oymaru dopmara A4 (210x197mm).
Pasmeps! noneii:
JIeBOE - HE MEHee 35MM,
npaBoe - He MeHee 10mM,
BepxHEe - He MeHee 15mM,
HIKHEe - He MeHee 20MM.

CTpaHHMIIbI KypCOBOH pabOTHl HYMEpPYIOTCS apaOCkuMu nudpamMu Ha BEpXHEM IIOJe JIHcTa, 0e3
KaBbIueK, Ae(pHCOB U JAPYrHX 3HAKOB NpelnuHaHUA. TUTYIbHBIM JIUCT, OIJIABJIEHUE U IIEPBYIO CTPAHUILY
BBEICHUS HE HYMEPYIOT, HO BKJIIOYAIOT B OOIMiA 00heM KypcoBoi pabotsl. IlepBhrit HoMep -4- cTaBUTCS

Ha BTOPOH CTpaHUIIE BBEJICHHS U JAJIbIIIE TPOAOIDKAETCS 110 TIOPSIIKY.

HaumenoBaHus pa3/ielioB U TO/APA3JICIIOB B TEKCTE KYPCOBOM pabOThI JOMKHBI COOTBETCTBOBATH
WX HAaWMEHOBAaHWSM B OIJaBlieHWH. Paznensr HymepyroTcs apabckumu mudpaMu (6e3 CIOB «TiaBay,
«paznen»). Hymepanus mopasiesioB COCTOMT U3 HOMepa pasJieiia U HoMepa Mmojpasena, pa3aeieHHbIMH

toukoil. Hanmpumep:
1. Opranmuzamus TOKyMEHTO000pOoTa
1.1 OcHOBHBIE TIpaBUJIa OPTaHU3ANNU JOKyMEHTOO00pOTa
1.2 KonnuecTBeHHBIE U KaUYECTBEHHBIE XapaKTEPUCTUKH JOKYMEHTO000pOTa

Hay4no-cipaBouHbIii anmapaT KypcoBOi paboThl BKIIOYAET CIIMCOK UCTOUHUKOB U JINTEPATYPHI U
MOACTPOYHbIE CChUIKH. [loACTpOUYHBIE CCBUIKM HCIIONB3YIOTCS BO BCEX CIIydyasiX LUTUPOBAHHUS B TEKCTE
KypCOBOM pabOThl JOKYMEHTOB, INPOU3BENCHHUH aBTOPOB MOHOrpadui, crated, y4eOHUKOB, Y4eOHBIX
mocoOMii, a Takke NpPH LWUTHPOBAHUM CTaHJAPTHBIX ONpeleNeHuH, TEPMHHOB M TOHITHH. Bce
MPUBOIMMBIE B KypcoBOH pabore (akTbl, HIU(pHL, IaTbl, KOHKPETHBIE JAAaHHBIC IOIKHBI OBITH

MOATBCPIKACHBI ITOACTPOYHBIMU CCBLIKAMU.
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CchUIKM HYMEpYIOT B TMpeAenax OJHOW CTpaHdIbl apaOCKUMU IH(paMu, TEKCT CCBUIKH
pa3sMelaroT Moj NOCIEeIHEN CTPOKOM TekcTa. Jomyckaercs HyMepalus CCbUIOK B IIpenenax paszena, B
3TOM CJIy4a€ CCBUIKHM Pa3MEILAIOTCsS Ha IOCJIENHEH CTpaHulle pasjelia B IOpsKe HyMepauuu. Tekcr
KaKJIOM CCBUIKM II€YaTaroT Yepe3 OJAUH MEKCTPOUYHBIN MHTEpBal. MeXay IBYMs CCBUIKAMH OCTABIISIIOT

ABa MCKCTPOYHBIX MHTCpPBAJa.

KypcoBast pabora cmaercs Ha kadeapy B OJHOM 3K3EMIUIAPE, PETUCTPUPYETCS J1aOOPaHTOM.

Kypcoras pabota joiikHa ObITh COpOIITIOpOBaHa (TIePEIUICTeHa UK TIPOIINTA).
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AHHOTAIMS JUCUMUILIMHBI

Huctunnuna (Momynb) peanm3yercss Ha  (akyiabTeTe  JIOKYMEHTOBEICHUS U
TEXHOTPOHHBIX apXUBOB KadeApoll JOKYMEHTOBEICHHS, ayJMOBU3YaJIbHbIX U Hay4YHO-
TEXHUYECKUX apXHUBOB.

Henp  aucuumiauHel —  W3y4EHHE  3aKOHOMEPHOCTEM  JTOKyMEHTOOOpa30BaHMs,
CKJIa/IbIBAaHUSI U Pa3BUTHS CUCTEM JOKYMEHTAllMHM, TEOPETUYECKUX U IMPAKTUYECKUX MpodiieM
CO3JaHMS JIOKYMEHTOB OpraHaMu TOCYJapCTBEHHOM BJIacTH, MECTHOTO CaMOYIpPaBJICHUS U
OpraHu3alUsaMH JII000H OpraHu3alMOHHO-TIPABOBOI (POPMBI.

3agaum AMCUMIIMHBI:

— TI0Ka3aTh B3aUMOCBS3b HH(OPMALIUU U TIOKYMEHTA;

—  TIPOCIIEUTH 3BOJIOIUIO JOKYMEHTA, KaK HOCUTENS MHPOPMaLluK, pa3BUTHE CIIOCOOOB
JOKYMEHTUPOBAHUA U MaTepuaioB Juid pukcanuu uHbopMaIuu;

— IpOaHaAIM3UPOBATh MPOLIECC CKIAAbIBAaHUS U pa3BUTUS (opMyIisipa TOKYMEHTa;

— TMPOaHAIM3UPOBATH MPOLIECC CKIAAbIBAHUS U PA3BUTHUS CUCTEM JTIOKYMEHTAIUY;

— BBISBUTH U MOKa3aThb TEHACHIMU YHU(UKALMM, CTAaHIAPTU3ALMHN U KilaccuuKanuu
KaK OTJENIbHBIX (DOPM JOKYMEHTOB, TaK U CUCTEM JOKYMEHTAIUU B 1IEJIOM;

— TII0Ka3aTh COBPEMEHHbIE TPEOOBAHUS K COCTABJICHUIO U OPOPMIICHUIO TIOKYMEHTOB;

— TPUBUTH HABBIKU aHANN3a JOKYMEHTA,

— TPUBUTH HAaBBIKM COCTaBIIEHUS JIIOOBIX BHUIOB JOKYMEHTOB M IMPOEKTUPOBAHUS
YHU(PUIUPOBAHHBIX (OPM  JAOKYMEHTOB, CHCTEM JIOKYMEHTAalMd U HUHQOPMAIMOHHO-

,Z[OKYMGHTaHHOHHOfI CHUCTEMBI YUPCIKIACHHUA B LICIIOM.

JucuumnnuHa (MOIyJb) HaIpaBlieHa Ha (OPMHUPOBAHHE CAEAYIOIMINX KOMIETEHIIMIA:
e (CrocoOHOCTh UCHONB30BAaTh OCHOBBI TPAaBOBBIX 3HAHUIl B pasNUYHBIX cdepax

nesitensHocTH (OK 4);
e CnocoOHOCTh HCHOJIB30BAaTh TEOPETHUCCKHE 3HAHMS M METOJbI HCCICIOBaHHS Ha

npaktuke (OIIK 1);

B pe3ynbraTe 0cBOEHUS AUCUUIIIMHBI (MOIYISI) 00yUaIOIIUNACS JOTKEH:

3HaTh:

— JIOKYMEHTOBETYECKYIO0 TEPMHHOJIOTHIO

— HOpPMATHBHBIE TMPaBOBBICE AaKThl W HOPMATHBHO-METOJUYECKUE JIOKYMEHTHI IIO

AOKYMCHTUPOBAHUTO ynpaBnquGCKoﬁ JACATCIIbHOCTHU
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— cHocoObl U CpeACTBa JOKYMEHTHPOBAHUS

— 3aKOHOMEPHOCTH Pa3BUTHS TOKyMEHTa

—  CTPYKTYpPY AOKYMEHTa

—  KIaccu(UKauio T0KyMEHTHOH HHPOpMauu

—  XapaKTEpUCTHKY U COCTAB YHU(PHUIIMPOBAHHBIX CUCTEM JOKYMEHTALIUH

— THIIOBOW COCTaB CHCTEM JOKYMCHTALMU YYPEKIACHHUU JII000H OpraHU3aIl[MOHHO-
paBoBO (OPMBI;

— TpaBUjIa COCTaBJICHUsS U OPOPMIIEHUS JOKYMEHTOB

— BO3MOXKHOCTH  HCIIOJIb30BaHMSI  HOBBIX ~ MH(QOPMAIMOHHBIX  TEXHOJOTUH B
JOKYMEHTUPOBAHUU

— KpUTEpPUH U TPUHIUNBI OMNpPENeTIeHUs HAyYHO-UCTOPUYECKHI W MPaKTUYECKOU
LIEHHOCTU JJOKYMEHTOB.

Ymers:

—  yHUGUIUPOBATH, IPOEKTUPOBATH (POPMBI TOKYMEHTOB ;

—  COCTaBJIATh JIOKYMEHTHI C MCIIOJIb30BaHUEM S3BIKOBBIX OCOOEHHOCTEH B 3aBUCUMOCTH
OT Ha3HAYEHUs, COJIEPKAHMsI U BUIA JOKYMEHTA ;

—  YHHU(UIUPOBATh TEKCThI JOKYMEHTOB;

— ToJib30BaThCs obmepoccuiickumu  kinaccudukaropamu TOCU  anms  koaupoBaHUs
uHbOpMalUK B IOKYMEHTax;

— 0pOpMIIATh JOKYMEHTBl B COOTBETCTBUU C TPEOOBAaHMSIMHM HOPMATHBHBIX IPAaBOBBIX
aKTOB U TOCY/IapCTBEHHBIX CTAH/IAPTOB,;

— HUCHOJb30BaTh YHU(PHUIHUPOBAHHBIE (POPMBI JOKYMEHTOB;

— CO3/aBaTh YNPaBJIEHYECKHE NOKYMEHTBI, pa3padarbiBaTh IIA0JIOHBI JOKYMEHTOB C
HCIOJIb30BAHUEM HOBBIX HH()OPMAIIMOHHBIX TEXHOJIOTHH ;

— IpPUMEHATh KPUTEPUU U TPUHIMIIBI ONPEAEICHUS HAyYHO-UCTOPUYECKUH U
[IPAKTUYECKOM LIEHHOCTH JI0KYMEHTOB .

Biaagern:

- HaBbIKAMU TIPUMEHEHUS TpeOOBAHUII HOPMATUBHBIX AKTOB U TOCYJapCTBEHHBIX
CTaHJAPTOB MPU COCTABJICHUU U OPOPMIICHUN JOKYMEHTOB;

— HaBbIKAaMM pa3pabOTKU YHU(DUIIUPOBAHHBIX (OPM JOKYMEHTOB M Tabens (opm
JOKYMEHTOB ;

— HaBBIKAMM HCHOJIB30BAHUS HOBBIX HWH(MOPMAIMOHHBIX TEXHOJOTHH TNpH CO3JaHUU

yIIpaBJIEHYECKUX TOKYMEHTOB, pa3paboTKe M1a0JIOHOB JJOKYMEHTOB;
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— HaBbIKaMH  [IPUMCHCHHUA  KPUTCPUCB W  IIPUHOUIIOB  ONPCACICHUSA  HAYYHO-

HACTOPUYECKOM U MPAKTUYECKOW LICHHOCTU JOKYMEHTOB.

[To mucumuHEEe (MOIYIIO) IPEIyCMOTPEHA TPOMEKYTOYHAS aTTecTalus B popme 3adera
C OLICHKOM U JK3aMeEHa.

Paboueit mporpaMmoii peaycMOTPEHBI CIEAYIOMINE BUIbI KOHTPOJIS: TEKYIIUA KOHTPOJIb
ycnieBaeMocTd B ¢GopMe TMPOBEACHHUS OJIMI-KOHTPOJBHBIX, KOHTPOJBHBIX pabOT, TECTOB,
MIPOMEXYTOYHasl aTrectanus B (Qopme 3ayeTa C OLEHKOM BO 2 cemecTpe, SK3aMeHa - B 3

ceMecTpe.

OO0mast TPyJIOEeMKOCTh OCBOCHHS JWCIHIUIMHBI COCTAaBIISICT 8 3a4eTHBIX eauHul, 304

gaca.
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JIUCT UBMEHEHHUIN!

Ne | Tekcr akryanuzanuu win npuiaraemsiii Kk PITJ[ tokymeHT, [Hara Ne
coZiepKaIIUI U3MEHEHHUS [IPOTOKOJIA
1 | O6Ho6nén cnucox ucmounukos: Ykazamo
0 0

Vka3 [lpesunenta PO ot 5 mekabps 2016 r. N 646 «O06 29 (;l6m§0 ]072
yTBepkKIeHUH JIOKTPUHBI MHPOPMAIIMOHHOW 6€30M1acHOCTH o ‘
Poccniickoit deneparum».

2 | [Mpunoxenne Ne 1

3 | Obnosnena ochosnas u dononnumenvHas aumepamypa 31.08.2010 1
KypGanuiis Mosan. Ynpasnenne Unteprer. 2016.
https://cctld.ru/files/books/kurbaliya_7.pdf

4 | Ilpunoxenue Ne 2

! Mpunoxexune Ne1 (2016 r.) — Tonbko ana ON BO cneunanurera.



https://cctld.ru/files/books/kurbaliya_7.pdf
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[Ipunoxenue Ne 1 x nucty u3sMeHEHUM

Cocras nporpammuoro odecniedenusi (I10), coppemeHHbIX podeccnoHANIBHBIX 0623
nanubix (b/1) u undopmanuonno-cnpasounbie cucrem (MCC) (2017 r.)

1. Ilepeyens 11O

Tabnuya 1
Nent Haumenosanue 10 [IpousBoautens | Cnocod pacnpocTpaHeHUs
/T (ruyenzuonnoe unu
c60000H0
pacnpocmpansiemoe)
1 Microsoft Office 2010 Microsoft JIULIEH3UOHHOE
2 Windows 7 Pro Microsoft JINIIEH3UOHHOE
3 Microsoft Office 2013 Microsoft JIULIEH3UOHHOE
2. Ilepevens b/l u UCC
Tabnuya 2
Neri/rt HaunmenoBanue
1 [Tpodeccrnonanpabie MOTHOTEKCTOBBIE B/
JSTOR
W3nanus no oOIecTBEHHBIM U TYMAHUTAPHBIM HAayKaM
2 KoMIproTepHbIe CIIpaBOYHBIC IPABOBBIC CHCTEMBI

Koncynperant Iltoc,
lapanTt




93

[Ipunoxenue Ne 2 k 1MCcTy U3MEHEHUM

Cocras nporpammuoro odecneuenus (I10), coBpemeHHBIX NpodecCHOHAIBLHBIX 0a3
nanubix (b/1) u nngopmanuonno-cnpasounbie cucrem (MCC) (2018 r.)

1. Ilepeyens 11O

Tabnuya 1
Nent Haumenosanue 10 [IpousBoautens | Cnocod pacnpocTpaHeHUs
/T (ruyenzuonnoe unu
c60000H0
pacnpocmpansiemoe)
1 Microsoft Office 2010 Microsoft JIULIEH3UOHHOE
2 Windows 7 Pro Microsoft JINIIEH3UOHHOE
3 Microsoft Office 2013 Microsoft JIULIEH3UOHHOE
5 Windows 10 Pro Microsoft JINIIEH3UOHHOE
2. Ilepevens b/l u UCC
Tabnuya 2
Neri/rt HaunmenoBanue
1 [Tpodeccrnonanpabie MOTHOTEKCTOBBIE B/
JSTOR
W3nanus o oOIecTBEHHBIM U TYMAHUTAPHBIM HAayKaM
2 KoMIproTepHbIe CIIpaBOYHBIC TIPABOBBIC CHCTEMBI

Koncynperant Iloc,
lapanTt




n3Menenuit Ne 3
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1. CtpykTypa aucuunaunbl (k n. 2 PIJI na 2020 )?

IIpunoxenue K mucty

CTpyKTypa AMCHMILVINHBI (M00Y/15) N 04HOI (POPMBI 00yUeHH s

Obwas mpyooemrxocmo oucyuniunvl cocmasnssem 8 3. e, 304  u., ¢ mom uucne
KOHmakmuasi paboma obyuaowuxcs ¢ npenooasamenem_ 112  u., camocmosmenvhas
paboma obyuarowuxca _174  y. u 18 uwacos konmpons

Bunel yue6HOM paboThI

Dopmsbl
(B gacax) TEKYIIETO
KOHTPOJISI
KOHTaKTHAasI -
No Pasnen 3 YCIIEBAeMOCTH,
/11 | TACHWTUITMHBL/ TEMBI 0 2 55 E % “ bopma
N § § ;, % g L{% IPOMEKYTOIHOMI
§ s g E 5 g; 2 £ 3 &l arrecTanuu (1o
S 5 =S |2 R|I& & 8% 3 cemecmpam)
5 |85 |3 |EZI8|&5§C
(@) = @) E S8 3 T
1 [Ipenmer, 4 0 6 onpoc
coJiep)KaHue, 3aJa4du
Kypca
2 Hcrounuku u 4 0 10 onuy
JUTEeparypa 1o Kypcy KOHMPOJIbHASL
paboma
3 JloKyMeHT, €ro 4 4 12 - onpoc
GyHKIMHM,  [OHSATHS
JOKYMEHT u
nHpopMarus
4 CriocoOsr 4 4 12 KOHMPONbHAS
JOKYMEHTUPOBAHUS paboma
u MaTepuaabHbIe
HOCHUTEIHN
uHpopMauu
5 [Ipuznaku 2 0 6 onpoc
JTOKyMEHTA!
OPUTHHAIILHOCTb,
MOJTUHHOCTb,
KONIMUHOCTD

2 Bknioyaetcs npuv HeoBXOANMOCTU — B Clny4dae nsaMmeHeHund pacnpenerneHnd 4acoB B y‘-leGHOM nnaHe.
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6 | Dopmymsip 10 16 36 onuy
I[OKYMGHTa u €ro KOHmMpOJIbHAA
COCTaBHbIE YaCTH. paboma
Hcropus  paszButus
dbopmymsipa
JOKYMECHTA: umoezcosas
16-17 Beka, KOHMPOJLbHASL
18 Bek, paboma,

19 Bek, npocmasienue
20 Bex 3auema

7 DopmyItsap 8 8 12 mecmuposanue
COBPEMEHHOTO
YIIPaBJICHUYECKOTO
JOKYMEHTA: TpaBuja
ohopMIICHHS
PEKBU3HUTOB

8 O6mme TpeboBanms 4 0 10 onpoc
K TekcTy noxymeHTa;

VYHudukanus Tekcra
JOKyMEHTa

9 Cucrembl 4 0 20 Konmponvnas
JIOKYMEHTAI[1H, paboma
CKJIa/IbIBAaHUE
CHUCTEM,

YHU(PHUIIMPOBAHHBIE
CUCTEMBbI
JOKYMEHTalluu

10 | Opranu3anuoHHBbIE, 8 20 20 Ilpuem
pacnopsiauTenbHbIe U NPAKMUYECKUX
MH(POPMAITMOHHO- 3a0anuil
CIpaBOYHbBIE
JIOKYMEHTBI

11 | CoBepiueHCTBOBaHUE 2 0 12 onpoc
JOKYMEHTAI[MOHHBIX
MPOIIECCOB,

HCIIOJIb30BAHNE
HOBBIX
MH(OPMAIIMOHHBIX
TEXHOJIOTUI B
JOKYMEHTUPOBAHUHU

12 | Komnekcet 2 4 18 Omuem
JIOKYMEHTOB; noceujeHuu
Hayuno- apxuea
HUCTOpUYECKas u UMOCO8US
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IMPaKTUYICCKaA
HCHHOCTb JOKYMCHTA

KOHMPOJIbHAS
paboma,

npogeoerue
VCMHO020 3K3aMeHa

18 umozosas
IK3AMEH KOHMPOTbHASL
paboma
UTOIO: 56 56 192

Cmpyxkmypa oucyuniunst (M00y1s) 011 04HO-3A04UHOU opMbl 0OYUeHUA

Obwas mpyooemrxocmo oucyuniunwvl cocmaensem 8 3. e, 304  u., ¢ mom uucne
KOHmMaxkmuas paboma obyuarowuxcs ¢ npenooasamenem_64  u., camocmosmenvHas
paboma obyuarowuxcs 222 u. u 18 uacos koumpous

Bunel yue6HO paboThI

Popmsbl
(B gacax) TEKYIIETO
KOHTPOJIS
KOHTAKTHast o
No Pasnen 3 yCIIEBaEMOCTH,
/T | TUCHUIUIMHBI/TEMBI GE) % 55 % 5 = dbopma
.18 5 E, £ E L{.‘: POMEKYTOUHOI
B - S 5 5 = 5| 2 E Q 9 arTecTanuu (no
S = = » = & £ 2 8 2 cemecmpam)
5 |85 |3 |EZI8£|&5§C
@) = @) o S T = =
1 [Ipenmer, 2 0 12 onpoc
CoJiepKaHue, 3aJauu
Kypca
2 Hctounuku u 2 0 10 oy
JUTEeparypa 1o Kypcy KOHMPOJIbHASL
paboma
3 JIOKyMeHT, €ero 4 4 10 - onpoc
GyHKIUHM,  MOHSATHS
JOKYMEHT "
uHpopManus
4 | Cnoco6bl 4 4 10 KOHMPONIbHAS
JTOKYMEHTUPOBAHUS paboma
u MaTepuaabHbIe
HOCHUTEIHN
uHpopMaluu
5 [Ipuznaku 2 0 14 onpoc
JTOKyMEHTA!
OpUTHHAIILHOCTb,
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MOJUTMHHOCTb,
KOIIUUHOCTH

Dopmyisip
JOKyMEHTa U  €ro
COCTaBHbIE  YaCTH.
Hcropus  paszButus
dbopmymsipa
JIOKYMEHTA!

16-17 Bexa,

18 Bek,

19 Bek,

20 Bex

36

onuy
KOHMPObHAS
paboma

Umoz206as
KOHMPOIbHAS
paboma,
npocmasiierue
3ayema

Dopmyisip
COBPEMEHHOTO
YIPaBIE€HYECKOTO
JOKYMEHTA: MpaBuiia
ohopMIICHHS
PEKBU3UTOB

20

mecmupoearnue

O6mme TpeboBanms
K Tekcty nokyMeHTa;
VYuudukanus Tekcra
JOKyMEHTa

18

onpoc

Cucremsl
JOKYMEHTAITUH;
CKJIaJbIBaHUE
CHCTEM,
YHU(DUIIUPOBAHHBIS
CHCTEMBI
JOKYMEHTAIUN

20

Koumponvras
paboma

10

OpranuzaluoHHbIE,
pacropsIuTeIbHbBIC 1
MH(POPMAITMOHHO-
CIPAaBOYHBIC
JOKYMCHTBI

20

Ilpuem
NPAKmMu4ecKux
3a0aHull

11

CoBepleHCTBOBaHNE
JOKYMEHTAIIMOHHBIX
MPOIIECCOB,
HCIIOJIb30BAHNE
HOBBIX
MH(OPMAIIMOHHBIX
TEXHOJIOTUI B
JOKYMEHTHUPOBAHUHU

20

onpoc

12

Komruiekcol
JIOKYMEHTOB;

16

Omuem
noceujeruu
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Hayuno-
HUCTOpHUYECKAs u
MPaKTUYECKAS
LIEHHOCTh JJOKYMEHTa

apxuea

Umo206as
KOHMPOIbHAS
paboma,

npogederue
VCMHO20 3K3aMeHa

18 umozosas
IK3AMEH KOHMPOTbHASL
paboma
HUTOrO: 32 32 240

Cmpykmypa oucuyuniunsl (MoOyis) 01: 3a04HOU hOpMbL 00yUeHUA

Obwas mpyooemrxocmo oucyuniunwvt cocmasnssem 8 3. e, 304  u., ¢ mom uucne
KOHMaxkmuas paboma obyuarowuxcs ¢ npenooagamenem_32 4., camoCmosmenbHas
paboma obyuarowuxcs 263 u. u 9 uacos konmpons

Bunel yue6HOM paboThI

Popmsbl
(B yacax) TEKYIIETro
KOHTPOJIS
KOHTaKTHast o
No Pasnen 3 yCIIEBaEMOCTH,
/11 | JTCHUTUTAHbI/ TEMBI 0 0 5 E 5 . bopma
8 § ;, gl 5 ch; IPOMEKYTOUHO
= = g |E x|E x| 88 § Q| arrecTanuu (1o
S = g ® E %E 2 s 2 cemecmpam)
3 |85 |8 |EZ|8£| 58O
@) = @) o T = =
1 [Ipenmer, 2 0 44 onpoc
COJIepKaHue, 3a7adyu
kypca HcrouHuku u
JIUTeparypa o
Kypcy
2 JlokymeHT, €ro 2 0 40 onuy
GYHKIUH, TOHSITHS KOHMPONbHAS
JOKYMEHT u paboma
uHpopManus
CrniocoOsr
JOKYMEHTUPOBAHUS
u MaTepHalibHbIC
HOCHUTEIH
uHpopMalun
3 Dopmysp 2 4 30 onuy
JOKyMEHTa M €TO0 KOHMPOAbHASA
COCTaBHBIE  YacCTH. paboma
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Hcropus  pasButus
dbopmymsipa
JIOKYMEHTA!

16-17 Bexa,

18 Bek,

19 Bek,

20 Bexk

umoz2oeas
KOHMPOIbHAS
paboma,
npocmasiierue
3ayema

4 dopmysip 2 4 30 mecmuposanue
COBPEMEHHOTO
YIPABJIEHYECKOTO
JOKYMEHTA: TIpaBUIIa
ohopMIIeHHS
PEKBH3UTOB

5 O6mme TpeboBanus 2 0 37 onpoc
K TekcTy noxymeHTa;
VYHudukanus Tekcra
JOKYMEHTa

6 CucremMbl 2 4 36 onpoc
JOKYMCHTAIIVH;
CKJIaJIbIBaHUE
CHCTEM,
YHU(DUIIUPOBAHHBIC
CHCTEMBI
JTOKYMEHTAITUH

7 Opranu3anioHHbIE, 4 4 30 Umo206as
pacropsIUTeIIbHbIC U KOHMPOTbHASL
MH(POPMAITMOHHO- paboma
CIPaBOYHbBIC
JTIOKYMEHTBI

IK3aMeEH 9

HUTOTO: 16 16 272

2. O0pa3oBarenbHble TexHoI0rnH (K 1.4 Ha 2020 r.)

B nepuoa BpeMEHHOTO HPHUOCTAHOBICHMS TMOCEUIEHHs OOyJaroIIMMHUCS MOMEIICHUH U
tepputopun PITY. nng opranuzanuu ydeGHOro mpolecca ¢ HPUMEHEHHEM 3JIEKTPOHHOTO
oOy4eHHs W JAUCTAaHLIMOHHBIX OOpPa30BaTENbHBIX TEXHOJOTHM MOTyT OBITh HCIIOJIb30BaHbI
cleayromue o0pa3oBaTesIbHbIe TEXHOIOTHH:

— BHUJICO-JICKIIUH,
— OHJIaMH-JICKIIUH B PEKUME PCAJIbBHOTO BPEMCHU;
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— DIIEKTPOHHBIE y4eOHUKH, yueOHbIEC TOCOOHS, HAYYHbIE U3aHUS B 3JICKTPOHHOM BUJIE U
JOCTYI K HHBIM 3JIEKTPOHHBIM 00pa30BaTEIIbHBIM PecypcaM;

— CHUCTEMBI IS QJIEKTPOHHOIO TECTUPOBAHUS;

— KOHCYJIBTALIMM C MCIOJIb30BAHUEM TEIIEKOMMYHUKAIIUOHHBIX CPEJICTB.

3. llepeuens B u UCC (k n. 6.2 na 2020 r.)

Norn HaunmenoBaunue
/1

1 | MexnyHapoaHbie pedepaTHBHBIE HayKoMeTpudeckue bJl, nocTymHbie B paMKax
HaroHaIsHON rmoanucku B 2020 r.

Web of Science

Scopus

2 | IlpodeccronanbHble MOHOTEKCTOBBIE BJI, TOCTyIHBIE B paMKax HAaIMOHAIBHOM
noamucku B 2020 T.

Kypuaner Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

XKypuaner Taylor and Francis

3 | IIpodeccronanbHbIe TOJHOTEKCTOBBIC B/

JSTOR

W3nanus 1o 06IIEeCTBEHHBIM U T'YMaHUTaPHBIM HAyKaM
Dnexkrponnas oubmuoreka Grebennikon.ru

4 | KomnbIoTepHbIE CIIPAaBOYHBIE PABOBBIE CUCTEMBI

Koncynperant Ilmtoc,
l'apanTt

4. Cocras nporpammuoro odecnedyenus (ITIO) (k m. 7 na 2020 r.)

Nenn Haumenosanue 110 [TpousBoguTens Croco6
/n pactpocTpaHeHHUs
(nuyenszuonnoe unu
Cc60000HO
pacnpocmpansiemoe)
1 Adobe Master Collection CS4 Adobe JIAIIEH3HOHHOE
2 Microsoft Office 2010 Microsoft JIALIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIEH3UOHHOE
4 AutoCAD 2010 Student Autodesk CcBOOOIHO
pacnpocTpaHseMoe
5 Archicad 21 Rus Student Graphisoft CBOOOIHO
pacnpocTpaHseMoe




101

6 SPSS Statisctics 22 IBM JIMIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIUIIEH3HOHHOE
8 SPSS Statisctics 25 IBM JIMIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIUIIEH3HOHHOE
10 | OC «Anbt O6pazoBanue» 8 000 «bazanst CIIO | nuuieH3MOHHOE
11 | Microsoft Office 2013 Microsoft JIUIIEH3HOHHOE
12 | Windows 10 Pro Microsoft JIMLIEH3UOHHOE
13 | Kaspersky Endpoint Security Kaspersky JIMIEH3UOHHOE
14 | Microsoft Office 2016 Microsoft JIUIEH3HOHHOE
15 | Visual Studio 2019 Microsoft JIUIIEH3HOHHOE
16 | Adobe Creative Cloud Adobe JIUIIEH3HOHHOE
17 Zoom Zoom JIMIICH3UOHHOE
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