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|. IHosicHUTeEIBLHAA 3aIIHCKA
1.1. Heas u 33124 AUCHUNIMHBI (MOIYJISA)

Ienn

IUCHUIIINHLL — —

U3y4eHue

3aKOHOMEPHOCTEU

JIOKyMEHTOO0Opa30BaHMsl,

CKJIa/IbIBAaHUSI U Pa3BUTHS CUCTEM JOKYMEHTALIMM, TEOPETUYECKUX U IMPAKTUYECKUX IpodiieM
CO3J1aHUs JIOKYMEHTOB OpraHaMu TIOCYAApPCTBEHHOM BJIACTH, MECTHOIO CAMOYIIPABICHHUS U
OpraHu3aIusaIMHe JI000# OpraHu3alluOHHO-TIPABOBOM (DOPMBIL.

3agaum AMCUMIIMHBI:

— II0Ka3aTh B3aUMOCBSI3b HH(OPMALIUU U IOKYMEHTA;

— TPOCIEIUTH BOJIOIUIO TOKYMEHTa, KaK HOCHTENS WH(OPMAIINH, Pa3BUTHE CIIOCOO0B
JOKYMEHTUPOBAHUS U MaTEPUAJIOB JUIsl PUKCAIIMKU HH(OpMALINH;

— TpOaHAJIM3UPOBATh MPOLIECC CKIAAbIBAaHUS U pa3BUTUS (GopMyIisipa JOKYMEHTA;

— TPOaHAIM3UPOBATh MPOLIECC CKIAAbIBAHUS U PA3BUTHUS CUCTEM JTOKYMEHTALINN;

— BBIABUTH U MOKa3aTb TEHACHLWU YHU(UKALUMU, CTAHJAPTU3ALMKM U KiIacCcUUKaUK
KaK OTJEJIbHBIX (DOPM JOKYMEHTOB, TaK U CUCTEM JOKYMEHTAILUU B IIEJIOM;

— TII0Ka3aThb COBPEMEHHbIE TPEOOBAHUS K COCTABJICHUIO U O(POPMIIEHHIO IOKYMEHTOB;

— TPUBUTH HABBIKU aHANM3a JOKYMEHTA,

— TPUBUTH HAaBBIKM COCTABJIEHUS JIIOOBIX BHUIOB JOKYMEHTOB U IPOEKTHPOBAHMS

YHUPHUITUPOBAHHBIX

dbopM  JTOKyMEHTOB,

HOKYMGHTaHHOHHOﬁ CHUCTEMBI YUPCIKIACHUS B LICJIOM.

CUCTCM  JOKYMCHTAIlUKU U

MH(OPMaLIMOHHO-

1.2. [lepedenp UIAHUPYEMBIX PE3yJIbTaTOB 00YUEHUS 10 JUCIUIUTHHE (MOOY/10), COOTHECEHHBIX
C MHJMKATOPAMH JIOCTHKCHHUST KOMITCTCHIIUN

Komnerenuus HNHaukaTopbl KOMIETEH Ui Pe3yabTarsl 00yyeHus
(KOJ 1 HAMEHOBAHUE) (Ko 1 HAaMEHOBAHUE)

OIIK-2. Cnoco6en | OIIK -2.3. Pemraer 3namu: hynkyuu noopazoenenuii 6
HaxOJIUTh yIpaBJICHUECKHE 3a7a9i B chepe | chepe 0OKyMeHmayuoHHO20
OpraHu3aIMOHHO- JOKYMEHTAIlMOHHOTO obecneueHus ynpasieHus u
yIpaBlieHYECKHE obecrieueHus yrpaBJIeHHs U apxuenozo dena
pelieHHus TpU PEeUIeHUH | apXUBHOTO Jena Ymemns: svinonname pabomy no
3amau B cdepe cBoei O0OKYMeHmMayuoHHOM) obecneyeHuro
npodeccruoHaIbHON VAPAGNIeHUs. U APXUBHOMY XPAHEHUIO
NesITeNIbHOCTH Braoemyw: nasvikamu évibopa

Hauboee ONMUMATLHO2O PEUUEHUS.
VHpaesnenuyeckux 3a0ay 8 cghepe
OOKYMEHMAaAYUOHH020 0becneyenus
VAPABAEHUs U APXUBHO20 0eld

OIIK-3. Cnocoben
MPUMECHSITh
TEOPETUYECKUE 3HAHUS
IUTSL pEIICHUS
[MOCTaBJIEHHBIX 33724 B
obnactH
JOKYMEHTOBEICHHUS U
apXUBOBEJICHUS

OIIK -3.3. Mcnonb3yer
B3aMMOCBSI3H IOKYMEHTOBE/ICHUS
Y apXMBOBEJICHUS CO CMEXHBIMU
HayKaMH 1 HayYHBIMHU
JUCLMILIMHAMU

3uams. cmedrcuwvie ¢
OOKYMeHmMOo8eoeHuem U
apxugogeodenuem HayyHble
OUCUUNTUHBL
Ymemn: visignams 63aumocessu
MedHcdy OOKYMeHmMOoBeOeHUeM,
apxugoseoeruem u opyumu
HAYYHBIMU OUCYUNTUHAMU
Bnademuv: Hagvikamu
unmepnpemayuu 3HaHul 8 obracmu
CMEJICHBIX HAYYHBIX OUCYUNIUH NPU
peutenue 3a0ay 6 cghepe
OOKYMeHmMOBeOeHUs. U




| apxusosedenus

1.2.

u3ydeHus ciaenyromux aucuuiuing: Meropus Poccun XX — navana XX Beka.

MecTo qucHuIIMHBI (MOAYJ/Is1) B CTPYKTYpe OCHOBHOI 00pa3oBaTe/IbHOI IPOrpaMMBbl

Jucuumnnuza (Moaynb) «JloKyMEHTOBEIEHHE» OTHOCUTCS K 00s13aTeNbHON yacTu OJ0Ka
JUCIUIUINH y4eOHOTO TUTaHA.
Jlisi OCBOGHHWSI NUCHMIUIMHBI HEOOXOIWMBI KOMIIETEHIINH, C(POPMHUPOBAaHHBIE B XOJ€

B pesynbpTare 0CBOSHHS ITUCIMILIMHBI (POPMHUPYIOTCS KOMIIETEHIINH, HEOOXOAUMBIE IS
U3YYEHHUS CIEAYIOIMIMX AUCUUIINH U MPOX0KaeHus npakTuk: Opranuzanus u texsosorus 10V,
Kanposoe nenonpon3BoacTBO, 03HAKOMUTENbHAS PAKTUKA.

2. CTpyKTYypa AUCHUILIMHBI (MOLYJIs1)

Cmpykmypa oucuyuniaunsl (Mooyns) 01sa 0UHOU popmbl 0OyueHus

OO0mas Tpym0EMKOCTh JUCIUTLINHBI cocTaBisieT 8 3.e., 304 4., B TOM YHCIIe KOHTAKTHAS
paboTa oOygarommxcs ¢ npernogaBatenieM 160 u., mpomexxyrouHas arrecramus 18 4.,
CaMOCTOsTENbHAs pabdoTa oOyJaromuxcs, B T.4. KypcoBas padota 126 w.

Bunbr yaueOHOM paboThI
(B gacax) ®opmbl
TEKYIIETO
KOHTAKTHasI < KOHTPOJIS
Ne Paznen o > 0 = c o YCIIEBAEMOCTH,
0/l | JUCHUILUINHB]/TEMEI g = S g E & dopma
o o o §* ;’ 3| € '8 | npomexyrodHoi
5| B 2 =3 8= %E Q | arrecrauuu (no
S| 2 = = E S E & | = cemecmpam)
Sl |8 [F3g S8 FEIC
1 [Ipenmer, 2 |4 0 4 onpoc
COJlepKaHue,  3a7adu
Kypca
2 Hcrounuku u|2 |4 0 10 onuy
JUTEeparypa 1o Kypcy KOHMPOJIbHASL
paboma
3 | JoxymeHT, ero| 2 |4 8 10 - onpoc
GbyHKIMH, OHATHUS
JOKYMEHT "
uHpopManus
4 | Crioco0Obl 2 |4 8 10 KOHMPOIbHASL
TOKYMEHTUPOBAHUS U paboma
MaTepHuanbHbIe
HOCHUTENN
uHpopMaIuu
5 IIpusznaku noxkymenta: | 2 |4 0 4 onpoc
OpPUTHHAIILHOCTb,
MOAJTUHHOCTb,
KONIMKUHOCTD




6 Dopmynsip TOKyMEHTa 12 32 25 onuy
U ero  COCTaBHbBIC KOHMPOJIbHASL
YacTH. Hctopus paboma
pasButus  opmyssipa
JTOKyMEHTA! umozoeasl
16-17 Beka, KOHMPONbHAS
18 Bex, paboma,

19 Bex, npocmasieHue
20 Bek 3auema

7 dopmysip 8 12 10 mecmuposaHue
COBPEMEHHOTO
YIIPaBJIEHYECKOTO
JOKYMEHTa: TIpaBWIIa
opopMmIIeHUS
PEKBH3UTOB

8 O6mue TpeboBaHus K 4 0 8 onpoc
TekcTy TOKyMeHTa;

VYHubukauus  Tekcra
JOKYMEHTA

9 Cucremsl 4 0 10 Koumponvhas
JTOKYMEHTAITUH; paboma
CKJIa/IbIBAHUE CHUCTEM,

YHU(DUIIUPOBAHHBIC
CUCTEMBbI
JOKYMEHTAIH!

10 | OpranusainoHHbIE, 8 28 15 Ilpuem
pacnopsiauTeNnbHble U NPAKMUYECKUX
MH(POPMAITMOHHO- 3a0anuil
CIpaBOYHbBIE
JTIOKYMEHTBI

11 | CoBepuieHCTBOBaHUE 4 0 10 onpoc
JOKYMEHTAI[MOHHBIX
MIPOLIECCOB,

WCIIOJIb30BaHNE HOBBIX
MH(OPMAIIMOHHBIX
TEXHOJIOT U B
JOKYMEHTUPOBAHUU

12 | Kommekcol 4 8 10 Omuem
noKyMeHToB; HaydHo- noceujenuu
HCTOpUYECcKast u apxuea
MpaKTHIecKas umoeosast
LIEHHOCTh JOKYMEHTa KOHMPObHASL

paboma,

npogeoeHue

YCMHO20

9K3aMeHa

18 umozo8as

9K3AMEH KOHMPOJIbHASL

paboma
UTOTO: 64 96 18 126




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

OO0mas TpymoEMKOCTh JUCIUILINHBI cocTaBiisieT 8 3.e., 304 4., B TOM YHCIIe KOHTAKTHAS

paboTa oOyJarommxcs ¢ mpenoaasaresnieM 64 4., mpoMexyrodHas arrectamus 9 4.,

caMoCTOsTeNbHAs paboTa oOyJaromuxcs, B T.4. KypcoBas padorta 231 u.

Bunapsr yueOHOI paboThI

(B gacax) Dopmbl
TEKYIIEeTO
KOHTaKTHAasI S KOHTPOJIS
No Paznen ° o L E| A | ycnesaemoctn,
/1 TUCIATINHEI/ TEMBI % = e g E g dbopma
e o 2 §* E‘ 3| e 'S | mpomexyTouHoi
5| & 2 =3 8 8| E Q o' arrecrammu (no
S| g S = E S E & | = cemecmpam)
Sl |8 |EgEgFEC
1 | [Ipenmer, 2 |3 3 19 onpoc
CoNlepXKaHue,  3amadu
Kypca
2 Hctounuku nu|2 |3 3 19 onuy
JTUTepaTypa 1no Kypey KOHMPObHASL
paboma
3 JlokyMeHT, ero|2 |3 3 19 - onpoc
byHKINH, MTOHSTHUS
JOKYMEHT u
nHpopMmarus
4 CriocoOsl 2 |3 3 19 KOHMPONbHAS
JOKYMEHTUPOBAHUS U paboma
MaTepHuaabHbIC
HOCHUTEIHN
nHpopMmaruu
5 [Ipu3naku nokymenra: | 2 |3 2 19 onpoc
OpUTHHAIILHOCTb,
MOJTUHHOCTb,
KOIUITHOCTH
6 @opmynsp IOKyMmeHTa | 2 | 2 3 19 onuy
U ero  COCTaBHbIE KOHMPObHASL
YacTH. Hctopus paboma
paszButust  popmynsapa
JTOKyMEHTA! umoeosast
16-17 Bexa, KOHMPObHAA
18 Bek, paboma,
19 Bek, npocmasienue
20 Bek 3auema




Jaumepamypa

JlokymeHT

OCHOBHOMU

7 Dopmysp 3 2 19 mecmupogaHnue
COBPEMEHHOTO
yIIPaBJIEHYECKOTO
JOKYMEHTa: TIpaBWIIa
odopmieHHS
PEKBU3UTOB

8 O6mue TpeboBanus k 2 3 20 onpoc
TekcTy TOKyMeHTa;

VYHudukanus  Tekcra
JTOKYMEHTa

9 Cucremsr 3 2 19 Koumponvnas
JIOKYMEHTAITUH; paboma
CKJIaJIbIBaHUE CHCTEM,

YHU(PHUIIUPOBAHHBIE
CHCTEMBI
JTOKYMEHTAITU!

10 | OpraHu3anuoHHbBIE, 2 3 20 Ilpuem
pacropsiTuTeNbHbIE | NPAKMU4ecKux
nH(}OpPMAaLMOHHO- 3a0anuti
CIpaBOYHBIC
JOKYMEHTBI

11 | CoBepuieHCTBOBaHHE 3 2 19 onpoc
JOKYMEHTAI[MOHHBIX
MIPOLIECCOB,

WCIIOJIb30BAaHNE HOBBIX
WH(POPMAITMOHHBIX
TEXHOJIOT Ui B
JOKYMEHTUPOBAHUU

12 | Kommekcsl 2 3 20 Omuem 0
nokyMeHToB; HayuHo- noceujenuu
UCTOpUYECKast u apxuea
MpaKTH4ecKas umoeosast
LIEHHOCTh JOKYMEHTa KOHMPObHASL

paboma,
nposedeHue
YCMHO20
9K3aMeHa
umoeosast
9K3aMeH KOHMPOIbHASL
paboma
WUTOTO: 32 32 231
3. Conep:xaHue TUCHUILINHBI (MOTYJIs1)
Ne | HammeHnoBaHue pasgena Coaepixkanue
AUCHUTLINHBI
1 | Pazoen I Ha3nauenue 1.1. coJiep)KaHue,  3a/auu
OUCUUNIUHBL,  UCMOYHUKU U | JUCUUIUIMHBI U METOJIbI €€ N3YUCHHUS.

00BEKT




JOKYMEHTOBETYECKUX HACCIeJOBaHUMN. Poin
JOKyMEHTa B JKHM3HM UeJlOBEKa M 0OIlecTBa.
JokymeHTsI B chepe mpaBa u ynpasieHus. Biusaue
HAayYHO-TEXHUUYECKON PEBOJIOLIUU Ha pa3BUTHE
nokyMeHTa. PasButue Qopmynspa JOKyMEHTA.
Hayuno-ucropuueckass ¥ mnpakTudeckas LIEHHOCTb
JIOKYMEHTA. Merto1bl UCCIIEJIOBAHUS
JOKYMEHTOBEIUECKUX MmpobnemM. OOmeHayYHbIe U
cnenuaibHble MeToabl. CTaHOBJIEHHE U pa3BUTHE
JOKYMEHTOBEJEHHUS] KaK HaydyHOW JMCLMIIJIUHBI.
CBs13b JJOKYMEHTOBEJIEHUS C Teopuel MHPOopMaluH,
apXUBOBEICHUEM u HMCTOYHUKOBEICHHUEM.
Hcnonb3oBaHne AOKYMEHTOBEIEHUEM JIOCTUKEHUI
MH(OPMATUKH, HMCTOPUYECKOM  Hayku, IpaBa,
JUHTBUCTUKH, TCOPHUH VYIPABICHHUS W JIPYrUX
HAy4YHBIX JUCHUIIIUH. PoJib NOKyMEHTOBENEHHUS B
COBEPUICHCTBOBAHUU MTPOLIECCOB YIPABIICHUS.

1.2. cTouHuky 1 JIATEparypa

3akoHOJATENbHbIE  AKThl, HOPMATHUBHBIE
marepuansl XVI — mad. XX B. [lucbMOBHHKH.
Metonnyeckue paszpaboTku. PykoBoactBa 1o
JIEJIONTPOU3BO/ICTBY.

3akoHOJATeNbHBIE, MPABOBbIE  aKThl U

HOPMAaTHBHO-METOIUYECKHE JTIOKYMEHTBI
Poccuiickoit denepanuu. Konctutyius
Poccuiickoit denepanuu. Konekcrl PO,

KOHCTUTYILIMOHHBIE U (pe/iepaabHble 3aKOHBI, YKa3bl,
[TocranoBneHus [IpaBuTenbcTBa u UHBIC
HOpPMAaTUBHbIE  JIOKYMEHTHI.  ['ocymapcTBEHHBIE
CTaHJapPTHI, HOPMAaTUBHO-METOIUYECKUE
JOKYMEHTBI — PErJIaMeHThI, IpaBuia, HHCTPYKLIUU U
np. llepuonnueckue  u3nanus.  CrpaBodHbIE
uznanus. Jlureparypa.

Pa3zoen 2 /lokymenm, eco pynkuyuu
U CnOCoObL 0OKYMEHMUPOBAHUA

2.1. TTonsTus «uHbGOPMALHS» U «TOKYMEHT)

[Tonstust «uHbOpPMALIUA» U «IOKYMEHT.
Ces3p  uHpopmanmu U JOKyMeHTa.  Pounb
uHpopManuu B COIMUAIBHBIX W HKOHOMHYECKUX
nporeccax. Mudopmanus Kak OCHOBa NPUHITHS
YIPaBIECHYECKOTO PEIICHHUS.

Bo3HukHOBEHUE JOKYMEHTA, ero
Ha3HAUYCHUE. [Tousrue «TOKYMEHTY, ero
Tpancopmarus. JJokyMeHT - 00bEKT UCCIIeIOBAaHUS
TEOPETUYECKMX W  TMPHUKIAJAHBIX  JUCIMILIUH.
IIpaBoBoy, YIIPaBJIEHYECKUI HUCTOPUYECKUI
aCTeKThl B OMpeAeNieHuH AOKyMeHTa. Pacmupenue
MNOHITHSI «IOKYMEHT» C pa3BUTHEM HayKu U
TeXHUKH. [lOHATHE <OIEKTPOHHBIA JIOKYMEHT).
Onpenenenue JOKYMEHTa B TOCYJapCTBEHHBIX
CTaHJapTax. [TousiTue «TOKYMEHT» B
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JIOKYMEHTOBEJICHU M.

3aKkoHOIaTeIbHBIE aKThl 00 00513aTENLHOCTH
JNOKyMeHTupoBaHus  uH(popmarmu. Ha3Hauenue
JNOKYMEeHTHOH uHpopMmaru. PakTopbl, BIHUSIOUINE
Ha WHPOPMAIMOHHYIO IICHHOCTh JIOKyMEHTOB.
3aBHCUMOCTh LEHHOCTH MH()OPMAIMH OT MOJHOTHI,
00BEKTUBHOCTH, JIOCTOBEPHOCTH, CBOEBPEMEHHOCTH
nepefayd M IMOJIy4eHHUs, MEepUOJUYHOCTH WU
yacToThl nepeaayu. OnepaTuBHas U HUCTOpPUYECKAs
(peTpocnekTUBHAs) JOKYMEHTHAass MH(OpMaIus Kak
eanHas nH(pOpMaIMOHHAs CUCTEMA.

2.2. OyHKIIMH TOKYMEHTOB

[TonsTne «pyHK1IUSA JOKYMEHTa.
3aBUCHUMOCTh  HOHSTHSL  «IOKYMEHT» OT  €ro
(GyHKIMH. 3HaueHue N3y4EeHUS byHKIIUU
JIOKYMEHTA. Nudopmannonnas byHKIUSA

JOKYMEHTa KaK CpEJACTBO  3aleyaTieHus |
coxpanenus wuHpopmanuu. CormanbpHas (YHKIIHS
nokymenTta. KynbTypHass (QyHKIUS JTOKyMEHTA.
KoMMmyHuKaTuBHasT ~ QYHKIMS  KaK  CPEJICTBO
nepenady nHGopMaluu.

VYnpasienyeckas QyHKIUS U €€ 3HAUCHUE B
opranuzanuu ynpasieHus. I[IpaBoBas ¢yHKuMS.
OyHkiusa  ydera. DyHKIOUSA  JOKYMEHTa  Kak
HUCTOPUYECKOTO0 HCTOYHHMKA. DYHKIMH MOCTOSHHO
JeicTBytonme u (QYHKIIMKA OlepaTuBHbIC BiusHue
GbyHKIMI ~ TOKyMEHTa Ha  €ro  CTPYKTYpY.
[TonudyHKIIMOHATBHOCTD IOKYMEHTA.

2.3. CriocoObl JOKYMEHTUPOBAHUS

3ByKOBasi peyb, €€ BO3MOXHOCTU H
HEJIOCTaTKM B  3aKpelUIeHMM U Iepenaue
uHpopmaruu. IIpenMeTHbIi ¥ 3HAKOBBIN CITOCOOBI
nepegaun  coodOmenuii.  [lonstue  «cmoco6»
TOKyMEHTUpOBaHUA.  Mcropuyeckuii  Xxapakrep
JOKYMEHTOB W  JOKYMEHTHUPOBAHMS.  Tallbl
pa3BUTHA CIOCOOOB TOKYMEHTUPOBAHUS.

HauepraTtenbHbiii cnoco® 3akpemyieHuss u
nepenadn uH(bOopMaInu. TekcToBoe
nokyMmeHntupoBanue. [lukrorpadguueckoe mucbMo u
ero ocobenHoctu. Jlororpaguueckoe MUCHEMO
(umeorpaduveckoe MHCHMO), €ro JOCTOMHCTBA U
HepocTaTku. [IpumeHeHHe NHUKTOrpaduveckoro u
jororpaMueckoro MHChMa B HACTOSAIIEE BpeEMsl.
CrnoroBoe nucbMo. Bo3HukHOBeHHE POHETHIECKOTO
(OyKBEHHOTO) MHUCHMA.

Pa3Butne rpadukd  pycCKOro  MUCHMA.

Crenorpadusi. ITpumenenune TEKCTOBOTO
JOKyMEHTUPOBAHMSIL.
TexHnueckoe JOKYyMEHTHUPOBAHHE.

OcHOBHEIE T'PYIIIbLI TEXHUYECKOMH JOKYMCHTAIIUU.
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Bugsl  TexHmueckux — JAoKymMeHToB.  Obmactu
NPUMEHEHHS TEXHUUECKOTO TOKYMEHTHUPOBAHUSI.

DOTOIOKYMEHTHPOBAHUE. 3HaueHue
¢dororpaduu kak crnocoda pukcanuu UHHOPMAIHH.
[Tpumenenue HoToJOKyMEHTOB.

KunonmoxymMeHTupoBaHue. [Tonsarue
«KUHOJOKYMEHT). Buast KHUHOJOKYMEHTOB.
Buneosanuce.

DOHOJOKYMEHTUPOBAHUE. Ero
0COOEHHOCTH, 00JIACTH PUMEHEHUSI.

JloxymeHTHpOBaHue c MPUMEHEHUEM

MH(OPMALMOHHO-IOTMYECKUX MAaIllHH.

CoBpemeHHbIE CITOCOOBI TOKYMEHTUPOBAHUS
C UCMOJIb30BaHUEM HOBBIX TE€XHOJIOTH.

2.4.MatepuaibHble HOCUTEH HH(OpMAIHN

Hocutenu  undopmauuu.  [IpeBneiimue
MaTepuaibl Ul muchbMa Martepuaibl A MHCbMa B
[lepenneit  Asum  (KIMHONUCHBIE  TAOJIWYKH).
UzrotoBnenne ¥ NpUMEHEHHE nanupyca.
Hcnonb3oBanue A MUCbMa MeprameHTa, OepecTsl
U Jpyrux marepuanoB. M3oOperenue Oymaru, ee
JOCTOMHCTBA,  OOYCIOBHMBIIME  IOBCEMECTHOCTb
pactipoctpanenus. Bonsubeie 3Haku (puiurpanm).
CpenctBa u opyaust IUCbMa M MX BIUSHHME Ha
pa3BuTHE TpaduKy MUCHMA.

Marepuaibt JUISE TEXHUYECKOTO
JOKYMEHTHUPOBAHHS. Martepuaibl TUst
(OTOKMHOAOKYMEHTUPOBAHMUS. Buneorpammel.
Marepuasbt TUTSI (OHOAOKYMEHTUPOBAHHUS.

Komnbrotepusle Hocutenu uHbopMmanuu. BrausHue
HOCHUTENsT MHQOpPMAIlMM Ha JOJTOBEYHOCTh U
CTOMMOCTbH JIOKYMEHTA.

Paszoen 3 IIpuznaxu 0oKkymenma

3.1. OpuruHanbHOCTH JOKYMEHTA

[lonsiTue opuruHanza, IpU3HaAKU OpUTHHAJIA.
YMHOXXEHHbIE OpUTHHABl. YepHOBHUKH U OCIOBHKH
TEKCTOBBIX JOKYMEHTOB. ABTorpadsl. Pemakium.
OpurvHansl KUHO U (OTOAOKYMEHTOB. OpUTHHAIIBI
(OHOTOKYMEHTOB. OpuruHabl TEXHUYSCKUX
JIOKYMEHTOB, OPUTHHAJI 3JIEKTPOHHOTO JIOKYMEHTA.

[lonsatne «momanmuHHUK». llognuHHBIE W
MOJJIOKHBIE JIOKYMEHTHI. Bunsl Qanscudukanuu
JIOKYMEHTOB. Qdanbcuduxarnms COJIEp KaHMsI.
WNuTtepnonsiums danbcuduxarnms cocTaBa
yIOCTOBEpeHUs, OJaHKa.

3.2. KonuifHOCTH TOKyMEHTa

[Tonstus «xonus». Mcropuyeckoe pa3BUTHE
Konuil. Buael xonui, omnpenensemMble crnocoooM ux
BOCIpou3BeieHus. Konuu, pa3muuumseie 1o crnocooy
ux ynocroBepenus. [lopsaok odopmieHus KOMMii.
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IOpunnaeckas cuna konwmid. Jlyonukar.

Pazoen 4 Cmpykmypa 0oKymenma

4.1. ®opmyinsap TOKyMEHTa U €ro COCTaBHbIE
4acTH

[lonatne  «pexBusut». IlocTosiHHBIE U
nepeMeHHble pekBu3uThl. [loHsTHE «dOopMynspa
JTIOKYMEHTa. OcobGenHoctu dbopmyspa
JIOKYMEHTOB, MOJIyYEHHBIX Pa3IMYHbIMHU CIIOCOOAMHU
JOKYMEHTUPOBAaHUS (TEKCTOBBIMH, MAIIMHHBIMH,
KHHO-, doTo-, ¢doHO-, TEXHUYECKHUMH).
WNHuBunyanbHbIN 51 THUIIOBOM bopmysip
nokyMmeHnTta. @opmynsip — oOpasel, ero 3ajgaud B
yHUQUKAUU TpeOOBaHUI K PEKBU3UTAM JOKYMEHTa
U UX PacIojIOKEHHIO.

4.2. Co3naHue W pa3BUTHE TPAAUITMOHHON
(bopMbI TOKyMEHTa

Dopmymsip TekcToBoro gokymenta XVI -
XVIlI BB. BnusHue TpaauuuMid W 3aKoHa Ha
ckiaapiBaHue Qopmynspa aokymeHta. Crneunduka
0003Ha4YeHUs] HAUMEHOBAHMS BHUAA JOKYMEHTa,
yKa3aHuWE aBTOpa M COCTaBUTEN JOKYMEHTA.
O6o3Hauenue anpecara. OCOOEHHOCTH JaTHUPOBKH
JTOKyMEHTa. MecTto ¥ XapakTtep  IOJIUCEH
JOKYMEHTA, «CIPaBbl» U «IIPUIIUCH», aABTOPCKas
noanuch. Buael neuareit. OTMETKM Ha TIOKYMEHTAaX.
TpaguIIMOHHO CIOXUBIIASICSI CTPYKTypa TEKCTa U
OCOOCHHOCTU M3JIOKEHUS COACpPMKAHUS Pa3IUYHBIX
BUJIOB IOKYMEHTOB.

®dopmyisip TekctoBoro gokymenta XVIII B.

3akoHOJATEeNbHbIE U HOPMATHBHBIE aKThI O
COCTaBJICHUU U 0(OPMIICHUU JTOKYMEHTOB. BrusHue
UepapXuu «BIACTEH U MeCT» Ha pa3BUTHE BUIOB U
paszHoBuAHOCTEl. OO03HaYEHNE aBTOpa U €r0 MECTO
B (hopmyIsipe TOKyMeHTa.

Texct moxymenta. Ponb 3akoHOJaTENbHBIX
akroB  XVIIl  B. B yHubukauum  Tekcra
OTIpEICNIEHHBIX BHUIOB JOKYMEHTOB. [IMCHhMOBHHKH,
COOpHUKM OOpa3lOBBIX TEKCTOB. 3arojoBOK K
TEKCTY, ero HasHaueHue u mecto. Ckpena. [leuatn u
nmpaBWiia TOJb30BaHUA UMH. OTMETKH, WX BHJBI,
Ha3HaueHHue U MecTo B (hopMmyIsipe.

Qopmynsp TekcToBoro gokymenta XIX -
Hauana XX BB.

Pernamenranius 3akoHOJATENbHBIMU AaKTaMU
Hopsifika COCTaBJICHUS U O(GOPMIIEHUS JTIOKYMEHTOB
O6o3HaueHue BUja, aBTOpa JJOKYMEHTOB, X MECTO
B (opmyispe. [losiBiaenue On1aHka.

Oco0GeHHOCTH a/ipecOBaHMs JOKYMEHTOB U
opopmieHnne gatel. l3MeHeHHe B MOpSIKE
oQopMIICHHsT ~ TIOANMCH  Pa3IUYHBIX  BHUJIOB
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nokymeHToB. IIpocraBnenne mnedareid. Xapakrep
OTMCTOK Ha JOKYMCHTAax.
CrpyKTypa TeKcTa JOKyMEHTA.

O61erocynapcTBeHHast yHUDHUKAIHS
JOKYMEHTOB U CTPYKTYPEI TEKCTOB.
4.3. Dopmynsp YIIPaBJIEHYECKOT O

noxkymenTa XX-XXI Bs.

Bormpockl 10KyMEHTHpPOBaHUS, COCTaBICHUS
U 0hopMIIEHUS JOKYMEHTOB B 3aKOHOJATEIbHBIX U
HOPMATHBHBIX aKTaX. YHH(UKAIHUS JOKYMEHTOB.
Bnyrpusunosas yHU(DUKaLHSL. PasBurue
yHU(GUKAIMA W CTaHAApTU3AIlUU  JIOKYMEHTOB.
locynapcTBeHHBIE  CTaHIAapThl Ha  JOKYMEHTHI.
Oco0eHHOCTH OpraHu3allMOHHO-PacTIOPSIAUTEIbHBIX
JTIOKYMEHTOB. T'OCT P 7.0.97-2016
«Opranu3alioOHHO-PaCopsIUTENbHAS
nokyMmeHTtanusi. TpeGoBaHus Kk  0GOpPMIICHHUIO
JIOKYMEHTOBY. PexBu3uTHI JIOKyMEHTOB,
nepeuncinsemole B «IIpaBuiax Aenonpou3BoACTBa B
¢enepalbHbIX OpraHax UCIHOJHUTENBHON BIACTU» U
“MeToanYecKX PEKOMEHIAIMs TI0 pa3paboTKe
MHCTPYKIUH 10 JI€TOMPOU3BOJICTBY B (eepaibHbIX
OpraHax UCHOJHUTEIbHOM BJIACTH .

bnank nmoxymenta. Buawr O6mankoB. CocraB
O/aHKa, TOPANOK PpAaCHOJIOKEHUS PEKBU3UTOB B
Onmanke. brnanku ¢ yrjaoBeIM W IPOJOJBHBIM
pacIoIoKeHneM PEKBU3UTOB. [IpaBuna
KOHCTPYUPOBAHHUS OnaHkKa. biianku c
M300paKEHHEM TOCYIapCTBEHHOTO repba u repoda
cyOBbeKkTa denepanum.

ABTOp nokymenta. llopsanok o6o3HaueHus
HAaUMEHOBAHMUS OPraHu3aluu-aBTOpa JIOKYMEHTA.
CrpaBouHble JaHHBIE 00 aBTOpe, HX COCTaB,
pa3MenieHrue Ha  OiaHke. ABTOPbI  JIMYHBIX
nokymeHToB. lloamuch, mneyaTh Kak INPU3HAKU
aBTOpA.

Bun noxkymenra, ero passutrue. Buael
JIOKYMEHTOB, OIpEIeIsieMble 3aKOHOAATEIIbHBIMUA U
HOPMAaTUBHBIMU akTamMu. CBSA3b BUJOB JOKYMEHTOB
U QyHKOMI  ympaBieHus.  YKa3aHue — BHUjAa
JTOKYMEHTa, €ro MeCTO W Ha3zHadeHHe B QopmyIspe
JOKyMEHTa. 3aBUCHUMOCTh (DOPMBI IOKYMEHTa OT €ro
BH/JIA.

O6o3HaueHne azpecara. [IpaBuna
HaIlMCaHUsl ajipecaTa U MECTO yKa3aHHs ajpecara B
dopmynsipe  mokymeHTta.  Otpaxenue  chepsl
JNEUCTBUSL JTOKyMeHTa B ero asapecare. llopsamox
oopmIIeHHS JOKYMEHTa c HECKOJIbKUMU
aapecatramu. [lopsgox odopMIIeHHS TOYTOBOTO
azapeca.

Jlata nokymeHTa. 3HaueHHE JaTUPOBAHMS
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TOKyMEHTa. ABTOpckue  JaThl  (COCTaBIICHHE,
MOJIMKUCAHNE), JAaThl, OTHOCSAIINECS K COJCPIKAHHIO.
Jatel, xapakTepu3ymoomue 3JeMeHTa GopMymsipa.
Hatsl 00paboTku JIOKyMEHTOB. [Topsimox
opOpMIICHHSI JIaT.

Cocras YI0CTOBEPEHUS JIOKyMEHTOB.
Ha3nauenne mnoanucanus nokymeHToB. IIpaBuna
MOJIUACHA JOKYMCHTOB  Pa3lMYHBIX  KaTETOPHIA.
Mecto moamwcu B Qopmyisipe  JOKyMEHTA.
OnekTpoHHas noanuchk. OTMeTka 00 3JIEKTPOHHOMN
TOIITHCH.

Ileyatn m ux HazHaueHue. Buawl nedareil.
Tl'ocynapcrBenHas repOoBas 1eYvarb.
3aKOHOAATEIHLCTBO 00 W3rOTOBJIIEHUU u
MOJIb30BAHUN TIedaTsAMU. [lopsSoK TpOCTaBICHUS
OTTHCKA ITeYaTH Ha JOKYMEHTAaX.

YTBepxaeHue JIOKyMEHTOB. Crioco0b1
yrBepxacaus. CoctaB rTpuda  yTBEpKICHUS,
nopsifiok ero odopmieHusi, Mecto B (opmymspe
JTIOKYMEHTA.

CornacoBanue nokyMeHTa. [lopsaok v BUIbI
corjacoBaHus. Busbl u rpud coriacoBaHus, HUX
odopmiieHHEe, MeCTO B (GOPMYIISIpE TOKYMEHTA.

OtrMmeTkn Ha JAOKyMmMeHTax. KMx ponap B
MPOXOXKACHUHU U HCIOJIHEHUU JOKYMEHTa, MECTO B
dbopmymnsipe  mokymeHta. OcobOoe  Ha3HA4YCHHE
pe30IIoIIH (ykazaHus 1o MCIIOJTHEHHIO
JoKymMeHTa). TpeGoBaHME K COACPKAHUIO U
opopmienuto. OTMETKH O B3ATUM JOKyMEHTa Ha
KOHTPOJIb, UCIIOJTHEHUH JIOKYMEHTA U Jp.

4.4, TekcT TOKyMEHTa

[Tonsitue «TEKCT  JOKyMEHTa» npu
pa3IMYHBIX crocobax JIOKYMEHTUPOBAHHUS.
Cuenapuili moarotoBku aokyMeHTta. CojnepkaHue
MPOCTBIX U CIOKHBIX JOKYMEHTOB.

[Topsiox H3NOXKEHHUS TEKCTa JOKYMEHTA.
TpeOoBanust 4E€TKOCTH U SCHOCTH  TEKCTa
nokyMmeHTta. Jlormdeckas — CTpyKTypa  TEKCTa.
B3aumocBs3p conmepkanus U (Gopmbl JOKYMEHTA.
dopmanuzaiys TeKCTa JOKyMEHTa.

DOnemeHTHl TekcTa. [loHATHE «3aroJoBOK»
(HauMEeHOBaHUE JOKYMEHTA). Haznauenue
3aroJioBKa, €ro Mecto B QopMmyisipe JOKyMEeHTa
[TpunoskeHus K TEKCTY U MOPSIOK UX 0(OPMIICHHSL.

4.5. Yauduxamus TeKcTa JOKyMeHTa

Vuudukanus ITOKyMEHTa Kak OJHO U3
HaTpaBJICHUN ero COBEpIIICHCTBOBAHHUSI.
[Ipennoceuiku yHudukanuu. Meton yHudukamum.

YHudukanus cTpykTypbl TEKCTa. DJIEMEHTHI
dopmanmzaimu.  DopManM30BaHHBIA  XapakTep
TEKCTOB YUYETHOW JOKyMEHTAalHuH. YHHU(HUKAIUSL
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SI3BIKOBBIX CpecTB. POpMbI YHH(PHUKALIMN: TUTIOBOM,
TpadapeTHbIid TEKCTHI, TAOJMIA, aHKETa, TPaduKH,
JarpamMMmBl.

Paszoen 5 Cucmemol

0OKymenmauyuu

5.1. CxnajpiBaHUE CUCTEM JOKYMEHTALIUU

[lonsTue «cucrema JOKYMEHTALUI.
[Ipu3Hnaku cucrembl JpokymeHTanuu. OCHOBaHUS
KJIacCU(UKAIIIH CUCTEM JOKYMEHTAIUH.

Hcropuueckas 00YyCIIOBJIEHHOCTh
dbopmupoBanus cucTeM AoKyMeHTauuu. CucTeMbl
JOKYMEHTAllUi  YUPEKICHUN JOPEBOIIOIMOHHOMN
Poccun.

Pa3Butne cuctem = JOKyMEHTaUMM  Ha
COBpeMEHHOM »7Tane. KauecTBeHHbIE H3MEHEHHUS
COCTaBa U COJIEP’KaHUs CUCTEM JIOKyMEHTAIUH.

lNocynapctBenHast cucreMa JOKyMEHTAIUH.
@OyYHKIMOHAJIbHBIE CUCTEMBI JOKyMEHTAIUH,
BEJIOMCTBEHHBIE CCTEMbI UJIM OTPACIIEBbIE CUCTEMBI
JOKYMEHTAIlMU U UX B3aUMOCBS3b.

5.2. YHuuuupoBaHHble CUCTEMBI
JOKYMEHTaIu1

[TonsitTue  «yHuuUUpOBaHHAas  CUCTEMa
JOoKyMeHTarumn». Pa3paboTka yHUDHITUPOBAHHBIX
CUCTEM JIOKYMEHTAIlUU - HOBBII 3Tan B yHU(UKALINH
U CTaHJapTHU3alMH JOKYMEHTOB. XapaKTepHCTHKa

YHUPHUIIMPOBAHHBIX CUCTEM JIOKyMEHTAI1H.
['ocynapcTBeHHbIE CTaHapThHI Ha
YHUPHUIIMPOBAHHBIE CUCTEMBL. OmnpIT

MEXIyHApOAHON CTaHIapTU3AIMH TOKYMEHTOB.

[TpoektupoBanue yHUGHUIIMPOBAHHBIX (Popm
JIOKYMEHTOB. Meton coJiep>KaTeIbHOM u
dbopmanbHON YHU(DUKAITIH.

Perucrpamuss  ynuduuupoBaHHblXx  Gopm
nokymeHToB. Ilopsmox BBeneHuss B JeiicTBHE
YHU(PHUIIMPOBAHHBIX (HOPM JOKYMEHTOB. AINBOOMBI
dbopM yHUDUIIUPOBAHHBIX TOKYMEHTOB.

Pernamenranus cocTaBa BU/JIOB u
Pa3HOBUAHOCTEH  JIOKYMEHTOB  OINpPEAEICHHOTO
KOMILJIEKCca Mo 3a7ayaMm ympaieHus. Tabens (opm
JTIOKYMEHTOB.

Pazoen 6  Opeanuzayuonno-

pacnopaoumenvnole
UHDOPMAYUOHHO-CRPABOYUHDbLE
O0OKyMeHm bl

u

YHupuuupoBaHHas cucrema
OPraHU3aIMOHHO-PACTIOPSIUTEITHHOM
nokyMmeHTarun. OCOOEHHOCTH CHCTEMBI, €€ COCTaB.

OpraHu3aioHHbIC JOKYMEHTBHI.
[TonosxeHHsl, yCTaBbl, PETIIAMEHTHI, HHCTPYKIIHH,
npaBuiaa u Ap. TpeOGoBaHHS K HMX COCTaBJICHUIO U
0(OPMIICHHIO.

PacnopsiiurenbHbie JIOKYMEHTBHI.
[MocranoBneHwus, peleHus, MpPHKa3bl,
pacriopsbkeHus, ykasaHus W Ap. llopspok ux
COCTaBJICHUS ¥ O(OPMIICHHSI.
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HNudpopmaniioHHO-CTIpaBOYHbIE  TOKYMEHTHI:
AKTbl, CIIPpaBKH, MJOKJIAAHBIC H O6’b$ICHI/ITeJIbeIe
3aliCKU, NHMCHbMa, TEJIerpaMMBbl, Tele(hOHOTPaAMMBI.
Nx cocraBienue u opopmIICHHE.

Ocobennoct  0GOpPMIICHHS JI€ATETLHOCTH
KOJIJICTHAJIbHBIX OPTaHOB.

Pazoen 1 Coeepuiencmeosanue
O0OKYMEHMAyUOHHBIX RPOUECCO8

7.1 Pernmamenrtanms MPOLIECCOB
JIOKyMEHTOOOpa30BaHUs

HeobOxonumMocTs perynupoBaHusi Ipolecca
JOKyMEHTOOOpa3oBaHMsl. BelsicHeHue U ycTpaHeHHe
IPUYMH HEOINpPaBAAHHOTO BO3pacTaHHs BUJIOBOTIO
pazHooOpa3ussi W KOJMYECTBa  JIOKyMEHTOB.
YcTanoBiieHne 000CHOBaHHBIX KPUTEPUEB CO3TAHUS
JIOKYMEHTOB. ®dakTophl, OTIpeaeNAoIne
HEOOXOJAUMBIN KOMILJIEKC JOKYMEHTOB. THUTH3AIMs
dopm  noxkymeHToB.  Pa3paboTka  Hay4yHBIX
KOHLENINI MexoTpaciaeBo yHuUUKAMU (HopM
yhpaBieHUYeCKUX A0KyMeHTOB. Co3naHue OaHKOB
JTAHHBIX.

[IpaBoBoe peryinupoBaHue mporiecca
JTIOKYMEHTOOOpa30BaHMsL. dopmbl MIPaBOBOTO
peryaupoBaHusl.

7.2. Hcnonb30BaHNE HOBBIX TEXHOJIOTHH B
JTOKYMEHTHPOBAHUH

Binusinue  BHeOpeHUs ~ BBIYMCIUTEIBHOU
TEXHUKUA Ha 00pa3oBaHHEe JOKYMEHTOB. JIOKYMEHT B
anekTpoHHo  ¢opme. IIpobrema  mpaBoBOTO
pekuMa JOKYMEHTa, CO3JJaHHOTO B DIJICKTPOHHOU
dopme. OcOOEHHOCTH COTIaCOBaHUS W TOAMUCAHUS
AJICKTPOHHBIX JOKYMEHTOB.

OcobeHHoctn  co3maHusi M 0GOPMIICHHS
JOKYMEHTOB Ha KOMIIBIOTEPE: HCIOJIb30BaHUE 0a3

JAHHBIX,  CO3JaHME  IIAOJOHOB,  TEKCTOBBIE
pEelaKTOphl, CJIOBapH, IPOBEpPKa I'PAMOTHOCTH H
opdorpadun. CoBpemeHHOE IPOrpaMMHOE
obecrieyeHue.
Pa3zButue cucremsl nepenauu HHGOpPMALUH
Bo3moxkHOoCTH ~ 6€310KYMEHTHOTO oOMeHa
uHpopMaLyeH B ypaBIeHUH.
Pazoen 8. Hayuno-ucmopuueckas IHonsaTusA: «ILIEHHOCTH JOKYMEHTa,
U NpAKMU4ecKas  YEHHOCMb | «OKCIIEPTH3a LIEHHOCTI». BozHukHOBEHNE

00Kymenma

9KCHepTH3bl. BbIpaboTka MPUHIMIOB U KPUTEPHUEB
OILICHKH LICHHOCTH IOKYMEHTOB.

Bremnsis U BHYTPEHHSS KpUTHKA
JOKYMEHTOB. AHallu3 aBTOPCTBA, BPEMEHH, MECTa
BO3HUKHOBEHUHU JOKYMEHTa. AHAIU3 COJAEP)KAHUS

JIOKYMEHTA. JlocToBEepHOCTH " HEHHOCTD
JIOKYMEHTA.
JloKyMeHTBI c MTOBTOPSAIOLIEHCS

uHpopManuen. Buel MIOBTOPSIEMOCTH:
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yOJIeTHOCTh, MOTJIOUIEHHOCTh, CYMMHPOBAHHUE,
BapUAaHTHOCTbD, pedepupoBanue. Oomme
3aKOHOMEPHOCTH, OIPEAECISAIONINE BO3HUKHOBEHHE
JOKYMEHTOB C MOBTOpsOILEelcs HHPopMaueil.
3HAYUMOCTh SIBJICHHM, COOBITHIA, (DAKTOB B
HEPBUYHBIX u BTOPUYHBIX JIOKyMEHTaXx,
COOTBETCTBUE COJIEpXKAIIEHCs B HUX WH(pOpMAIUU
OCHOBHBIM WJIM  BCIIOMOTATEIbHBIM  (DYHKIHUSIM
YUPEXKICHUS. IOpuauueckas cuiia ATUX
JIOKYMEHTOB. Xapaxtep MIOBTOPSIEMOCTH,
NEePUOIUYHOCTh 00pa30BaHUs JOKYMEHTOB.
Br16opouHas o1ieHKa TOKyMEHTOB.
CreunanbHble KPUTEPUU OLIEHKH Hay4HO-
texHnueckol gokymentauuu (HT/). Wsyuenue
BHYTPEHHET0 COCTaBa JOKyMEHTa IO MpoliemMam
(temaMm) u MojensiM (KOHCTPYKIUSM) 3HaueHHe
HAyYHO-TEXHUYECKON wuaeu. 3HauMMOCTb OObBEKTa
JUI. SKOHOMUKHU. YHHKAJIbHOCTh COOPYKEHUS HWIIU
KOHCTPYKIIUH.
Kpurepun [IEHHOCTH
KHHO(POTO()OHOTOKYMEHTOB. OCOOCHHOCTH OIICHKH
MalIMHOYUTAEMBIX JOKYMEHTOB.

Pa3zoen 9. Komnnaexco
O00KyMeHm o8

[Tonsitue «KOMILJIEKCa JTOKYMEHTOB.
[lepBuuHbIE KOMIUIEKCHI TEKCTOBBIX JOKYMEHTOB U
UX  BUJBL Kommnekcel ~ TeXHUYECKHMX |
KHHO(POTOJOKYMEHTOB.

CioxHbIe KOMILIEKCHI. [TonsiTus
«IOKYMEHTAJbHBII» U  «apXUBHBIN»  (HOHIBIL.
Kommnekcsl JIOKYMEHTOB YUPEKICHUM,
OpraHu3aluii M CTPYKTYPHBIX IOJpa3/ieicHuil.
JInunbie (hoHIBI. [lonsitue «KOJUTEKIIHS

JOKYMCEHTOB. Ilonsrue «ApPXUB».

4. O0pa3oBaTesibHbIEC TEXHOJIOTHH
Oo0pa3oBaTte/ibHbIE TEXHOJIOTHHI

No/Ne | HaumeHoBaHHE pa3zena Bust yueOHbIx | O6pa3oBaTenbHbIE TEXHOJIOTUN
3aHATHH
1 [Ipenmer, conepxkanue, | Jlexyus 1-2. Beoounas nexuyus
3a/1a4uM Kypca
Camocmosimenvhas
paboma Iloozomoska k nexyuu
2 Ucrounuku u nureparypa | Jlexyus 3-4 Jlexyus-eusyanuzayus c

0 KypCy

Camocmosmenvras | [loocomoska K nekyuu:
paboma — MOHUMOPUHZ 3AKOHOOAMENbHbIX U

npUMeHeHueM Clauo-npoexmopa
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HOPMAMUBHO-MEMOOUYECKUX
UCTMOYHUKO8 NO OOKYMEHMOBEOEHUIO
C UCNONb308AHUEM NPABOBLIX 0a3
OAHHBIX,

usyueHue 00KYMeHmM08eduecKoll
Y4eOHOU U HayYHOU JUmepamypbl
HokymenT, ero GyHknuH, | Jlekyus 5-6 Jlexyus-eusyanuzayus c
MOHATHS  JIOKYMEHT H npuMeHeHueM Clanuo-npoeKmopa
nHpOopMaIHs
Jlabopamophoe Juckyccus
sanamue 1
Camocmosmenvhnas | [loocomoeka Kk  aabopamopHomy
paboma 3AHAMUIO
CniocoOb1 Jexyus 7-8 IIpobnemnas nexyus
JOKYMEHTHPOBAHUS "
MaTepuallbHbIe HOCHTENH | JlabopamopHoe Huckyccusa

nHpopmanuu

3aunamue - 2

Camocmosmenvuas | [loocomoska k  nabopamopuomy

paboma 3AHAMUIO
[Tpusnaku noKyMeHTa: | Jlexyus 9 Ananumuueckas nexyus
OpUTHHAJIBHOCTb,
MOJTMHHOCTb, Camocmosmenvuas | [loocomoexa K nexyuu
KOTTMIHOCTH paboma -
Qopmymsip  gokymeHTa u | Jlexyus 10-14 Jexyus ¢ pazoopom KOHKpemHbulX
€ro  COCTaBHbIE YaCTH. cumyayutl
Ucropus pasButus | Jlabopamophoe
dhopmyssipa TOKyMEHTA: 3anamue — 3-6 Monumopune ooxkymenmos 17-20
16-17 Beka, 6eK06
18 Bek, Camocmosimenvuas
19 Bex, paboma - Iloocomosxka «k  1ab6opamopHomy
20 Bek 3aAHAMUIO

Iloozomoexa k 3auemy

Qopmynsp coBpeMeHHOTO | Jlexyus 15 Jlexyus-eusyanuzayus c
yIPaBIECHUYECKOTO npuUMeHeHueM Clalo-npoeKmopa
JOKYMEHTA! MpaBuUIa
odopMIIeHHs pEKBU3UTOB | Jlabopamophoe Monumopune 3aKoHO0AMeNbHbIX U

sanamue — (-8

HopMamueHo-MemoduquKux aKnoe

no OOKYMEHMOBeOeHUIO c
UCNONb308AHUEM — NPABOBHIX  0a3
OAHHbBIX;
Ompabomka NPAKMuYecKux
Camocmosimenvhas | HA8bIKO8 0OPMIACHUS PEKBUSUMOB
paboma -
Iloozomoexka «  1a6OpPaAmMoOpHOMY
3AHAMUIO
TpeboBanust «  Texkcry | Jlexyus 16 -17 Jlexyus-eusyanuzayus c
JOKYMECHTA; npuUMeHeHueM Clalo-npoeKmopa
Yuaudukanus tekcra | CamocmosmenvHas
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JTOKYMEHTa paboma - Iloozomoeka k nexkyuu
9 Cucremsr noxkymenranuu; | Jlexyus 18-19 Jlexyus-eusyanuzayus c
CKJIaJIbIBaHUE CHCTEM, npuMeHeHueM Clanuo-npoeKmopa
YHU(DUITUPOBAHHBIE
CHCTEMBI JOKYMEHTAIHH Camocmosmenvhas | [loocomoska k nrexyuu
paboma
10 Opranu3anuoHHbIE, Jexyus 20-23 Jlexyus-eusyanuzayus c
pactopsIUTEIILHBIC " npuMeHeHueM Clanuo-npoeKmopa
nH(}OpMalMOHHO- Jlabopamopnoe
CTIpaBOYHBIC JOKYMEHTHI | 3auamue 9 - 15 Hcnonvzosanue reiic-memooa
Camocmosmenvhnas | [loocomoeéka Kk  aabopamopHomy
paboma 3AHAMUIO
11 CoseprieHcTBOBaHUE | Jlekyus 24
JOKYMEHTAI[MOHHBIX IIpobnemnas nexyus
MIPOIIECCOB,
WCTIOJIb30BaHUE HOBBIX
MH(OPMALIMOHHBIX Camocmosmenvuas | [loocomoexa K nexyuu
TEXHOJIOTHIl B | paboma
JOKYMEHTUPOBAHUU
12 Kommekcel  noxkymMeHTOB; | Jlekyus 25 IIpobremnas nexyus
Hayuyno-ucropuueckas wu
MpaKTU4ecKass  LEHHOCTb | Jlabopamopnoe e | [locewenue  apxusa,  u3yueHue
JOKyMEHTa sanamue 16 CILONHCHBIX KOMNIIEKCO8 HA NPAKMUKE

Camocmosimenvhas | [loocomoska «  nabopamopHomy
paboma

3aHamuro
Iloozomoeka k sK3ameHy

5. OneHka IaHNpPyeMbIX pPe3yJIbTaTOB 00y4eHHA
5.1. Cucrema oleHNBAHHUSA

Dopma KoHmpons Makc. konuuecmao 6ainog
3a oony Bcezo
pabomy

Texywuii KOHMpOb:
- onpoc 5 6annos 15 6annos
-01uY -KOHMpOabHAA paboma (membl 15 6annos 45 6annos
2)
- KOHmponvbHas paboma (memwl 4) 15 6annos
- O1UY-KOHMPOIbHAs paboma (mema
6) 15 bannos
- UMO0206as KOHMPOIbHAs paboma
(memor 1-6)
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Ilpomesxcymounas ammecmayus 40 6annos

(3auem) (memot 1-6)

Umoeo 3a cemecmp 100 6annos
5 6annos 10 6annos

- onpoc

- Tecmuposanue (mema 7) 20 6annos 50 6annos

- KonmpoavHas paboma (mema 9) 10 6annos

-UMo208as KOHMPOIbHAsL paboma

(memot 7-12) 20 bannos

Ilpomescymounas ammecmayusi 40 6annos 40 6annos

(aK3amen) (memol 1-12)

Umoeo 3a cemecmp (Oucyuniuny) 100 6annos

[Tonmy4yeHHBIN COBOKYITHBIN PE3yJIbTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO IIKAJTy OLIEHOK U B
uIkany oieHok EBpornelickoit cucteMbl nepeHoca 1 HakorieHus kpeautoB (European Credit
Transfer System; nanee — ECTS) B cOOTBeTCTBHHM ¢ TaOIUIEH:

100-6amnbHas TpammionHas mxana [IIxana
IIKaja ECTS
95 -100 A
8394 OTJIHNYHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D

50 55 yIOBJICTBOPUTEIIHHO E

20 - 49 FX
0_19 HEYIOBJICTBOPUTEIILHO HE 3a4TEHO =
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5.2.KpnTeplm BbBICTABJICHUA OLCHKHU IO JTUCHHUIIJIHHE

Bananl/
Ml kana
ECTS

OueHka nmo
MUCHUILIMHE

Kpurtepuu onenkn pe3yibTaroB 00y4eHHUs 110
AUCHUILINHE

100-83/
AB

«OTIHYHO»/
«3a4TEHO
(oTm4HO)»/
«3a4TECHO»

BricraBisiercst oOyuaromemycs, eciiu OH IITyOOKO 1
IIPOYHO YCBOMJI TEOPETUYECKUN U MPAKTUYECKUI
MaTepuai, MOXKET IPOJEMOHCTPUPOBATh 3TO HA 3aHATUSIX
U B XOJI€ POMEKYTOUYHOM aTTeCTal1H.

OO0yuaromuiicst HICUEPIBIBAIOIIE U JJOTUYECKU CTPOMHO
u3JIaraet ydyeOHbIN MaTepua, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIpaBIIsIeTCs C peLIeHUEeM 3ajad
npodeccuoHanbHOM HAaNPaBIEHHOCTH BBICOKOTO YPOBHS
CJI0HOCTH, PAaBUIHHO 0OOCHOBBIBAET MPUHSATHIE
perieHus.

CB0OOIHO OpHEHTUPYETCS B y4eOHOH U
npodeccroHalbHOM TUTEpaType.

Or1ieHKa MO TUCIUTUTHHE BBICTABJISIOTCS 00yJaromeMycs ¢
Y4ETOM PE3YJIBTATOB TEKYIIEH U MTPOMEKYTOUHON
aTTeCTallM.

Komrnierenuuu, 3aKpeni€éHHble 3a TUCIUIITNHOM,
c(hopMupOBaHbI HA YPOBHE — «BBICOKHII.

82-68/

«XOpouIoy/
«3a4TEHO
(xoporo)»/
«3aYTCHOY

BricTaBisiercst 00ydaromemycsi, €Cii OH 3HaeT
TEOPETUYECKUN U MPAKTUYECKUN MaTepuai, TpaMOTHO U 0
CYILECTBY M3JIaraeT €ro Ha 3aHATUAX U B X0OJI€
IIPOMEKYTOUHON aTTECTAllMH, HE JIOMYCKas CYIIECTBEHHBIX
HETOYHOCTEM.

OO6yyaromuiics MpaBUIbLHO IPUMEHSET TEOPETHUECKUE
MOJIOKEHUS IIPU PELIEHNUN TPAKTUYECKUX 3a/1a4
npodeccnoHanbHOM HalIPaBICHHOCTH PA3HOTO YPOBHS
CJIOHOCTH, BJIaJIC€T HEOOXOIMMBIMHU ISl 3TOTO HaBBIKAMHU
Y IPUEMAaMHU.

JlocTaTouHO XOPOIIO OPHEHTUPYETCS B y4eOHOH 1
npodeccuoHansHOM TUTEpaTypeE.

OrneHka o JUCIUILIMHE BBICTABISIOTCS 00y4YaronemMycs ¢
Y4€TOM pE3yJIbTATOB TEKYILIEH U MPOMEXKYTOUHOM
aTTeCTalUu.

Komnerennuu, 3akpeniaéHtple 3a AUCHUIUIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIHIL».

67-50/
D,E

«YIOBIETBOPU-
TEILHO»/
«3a4TEHO
(ymoBnerBopu-
TEJIBLHO)»/
«3a4YTCHO»

BeicraBiisieTcs o0ydaromiemMycsi, €Clid OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETHUECKUN U IIPAKTHYECKUI MaTepHall,
JOMYyCKaeT OTAEIbHbIE OUIMOKH IIPU €T0 U3JI0KEHUU Ha
3aHATHAX U B XOJI€ IPOMEXYTOUHOM aTTeCTalUH.
OOyuaromuiicss HCIBITBIBAET ONPECTIEHHBIE 3aTPYIHEHUS
B IIPUMEHEHUH TEOPETUUECKUX IOJI0KEHUH NIPU PELIEHUH
HNpaKTUYECKUX 3aa4 NPOo(ecCUOHANIbHON HAaIIPaBIEHHOCTU
CTaHJAapPTHOI'O YPOBHS CJIOKHOCTH, BJIAZIEET
HEOOXOAMMBIMH JUIsl 3TOTO 0a30BBIMH HaBbIKAMU U
IpPUEMAMH.
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Bananl/

Mlkana
ECTS

OueHka nmo
MUCHUILINHE

Kpurtepuu onenkn pe3yibTaroB 00y4eHHUs 110
AUCUMIITIHHE

JleMOoHCTpHUpYET T0CTaTOYHBIA YPOBEHb 3HAHUS YUeOHOU
JUTEPATYPBI 110 JUCLUILIVHE.

OneHka no JUCIUILIMHE BBICTABIISAIOTCSA 00yJaroniemMycs ¢
Y4ETOM pE3yJIbTATOB TEKYILIEH U TPOMEKYTOUHOM
aTTeCTalUN.

Komnerennuu, 3akperiéHnele 3a AUCHUIUIMHOM,
c(hopMUpOBaHbI HA YPOBHE — «IOCTATOYHBIN».

49-0/
F,FX

((HGYJIO BJ'ICTBOpI/ITC
JIBHO»/
HE 3a4TEHO

BricTaBnsiercst 00ydaromemMycsi, €Cii OH He 3HAeT Ha
0a30BOM ypOBHE TEOPETUUECKUN U IPAKTUUECKUN
MaTepual, I0MycKaeT rpyobie OMMOKH IIPHU €ro
U3JIO’KEHUU Ha 3aHATHUSIX U B X0/1€ TPOMEKYTOUHOM
aTTeCTallUU.

OOyyaromuiics UCIIBITHIBAET CEPbE3HBIE 3aTPYAHEHUS B
MPUMEHEHUH TEOPETUUECKHUX MOJIOKEHUH MPU PELIeHUH
MPaKTUYECKHX 3a7a4 MpoQeccruoHalbHON HANPaBICHHOCTH
CTaH/IaPTHOTO YPOBHS CII0)KHOCTH, HE BJaJIeeT
HEO0OXOIMMBIMHU JIJISl 3TOTO HaBBIKAMH U TPUEMAMHU.
JlemoHcTpHpyeT (hparMeHTapHbIe 3HaHUS y4eOHOI
JUTEPATYypPBI 11O TUCLHUIUIAHE.

OneHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00ydaroLeMycs ¢
Y4ETOM PE3YJIHTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTECTALNN.

KoMmnereHnyy Ha ypoBHE «I0CTaTOYHBIN», 3aKPEIUIEHHBIC
3a AUCUUIUIMHOMN, HE COPMHUPOBAHBIL.

5.3. OneHovHble cpeacTBa (MaTepuAaJIbl) I TEKYILIEro KOHTPOJISI YCIIeBaeMOCTH,
NMPOMEKYTOYHOM aTTeCTAMU 00YYAKOIIMXCS 10 IUCHUILINHE (M0O0YI110)

IlepeyeHb BONIPOCOB K KOHTPOJIbHOI padoTe mo Teme 2.

1. Uewm 3aHuMaeTcs HayuHasi AUCLUILTAHA JOKYMEHTOBeIeHEe?

2. C KakuMU HayYHBIMU JUCUUIUIMHAMHU CBSI3aHO IOKYMEHTOBEACHHE?

3. HazoBute 3akoHOaTENbHBIC aKThI, PETYIHPYIOIINE BOIIPOCH! TOKYMEHTUPOBAHHSI.

4. Tlepeuncnute HOPMATUBHBIE IPABOBBIC AKTHI, PETYIUPYIOIIUE BOITPOCHI
JOKYMEHTHUPOBAHUS.

5. JlaiiTe XapaKTepUCTUKY HOPMAaTUBHO-METOAMYECKUM JOKYMEHTaM 110
JEJIIONPOU3BO/ICTBY.

6. HazoBuTe y4eHbIX, HCCIENYIOMINX BOMPOCH JOKYMEHTOBEICHUS.

Ilepeyens BOPOCOB K KOHTPOJILHOM padore 1o teme 4.

npeumMymeCTBa U HEAOCTATKU.

. Kakwue BEI 3HaeTe CrocoObl I[OI(YMGHTI/IpOBaHI/ISI?
. Hepe‘{I/ICHI/ITe OTallbl pa3BUTHUSA TCKCTOBOTO TOKYMCHTUPOBAHUSA, CPABHUTC UX MCKIY

. Pacckaxkute 00 0COOCHHOCTSIX TEXHHYECKOIO JOKYMCHTUPOBAHUA.
. B yem 3akimouarorcss 0COOCHHOCTH KHWHO, (bOTO u (I)OHOI[OKYMCHTI/IPOBaHI/IH?
. CpaBHI/ITC M3BECTHBIE BaM CIIOCOOBI JAOKYMCHTUPOBAHUA MCKIY CO6OI>1, Ha30BUTEC UX
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6. JlaiiTe XapakTepUCTHKY MaTepHaIbHBIM HOCUTENSAM HH(DOPMAIMH U CPAaBHUTE UX
MEXIy COOOiA.

IIpumepb! 0JMI-KOHTPOJILHBIX PadoT 1O TeMe 6
Kaxkue o0pamenusi Ob1J1M NPUHATHI B KOHKPETHbII HCTOpUYecKUii nepuoa?
(IpoBECTH CTPEIIKH)

XIX Bek TOBApUILLY

CoBerckuii nepruoa HBany lBanoBu4y

90-e roasr XX Beka MunocTiBOMY rocyaapro
CoBpeMEHHOCTh TOCIOAUHY

KaknMu uToropsiMu (ppazamMm 3aKaH4YUBAJIOCH CJIYKeOHOE MMCbMO B KOHKPETHBIN
HCTOPUYECKUH nepuoa’?
(TIpoBECTH CTPEJIKH)

XVI, XVII Beka ¢ TITy00YalIITUM TOYTCHHEM

XIX Bex C YBOKCHHUEM

CoBerckuii mepuo C KOMMYHHCTUYECKUM MPHUBETOM
CoOBpEMEHHOCTh [lapb rocynapb, CMUITYICS, TTOKATYI

IlepeyeHb BOPOCOB K MTOr0BOIi KOHTPOJILHOM padoTe Ne 1

1. JIOKyMEHT M €ro MeCTO B CUCTEME yIPaBJICHUS.

2. 3aKoHOJaTeNbHbIE IPABOBBIC AKTHI, PErJIAMEHTHPYIONINE CO3/IaHNue U 0popMIIeHHE
JTOKYMEHTOB.

3. HopmaTuBHO-MeTOqMUECKHE aKThI, ONPEACISIONINE TOPSI0K CO3IaHUS U 0POPMIICHUS
JOKYMEHTOB.

4. JlokyMeHTOBeJIeHUE KaK HaydHast JUCLUILIMHA U €€ CBS3b C IPYrUMHU HAYYHBIMH
JHCIUTITHHAMH.

5. Tlonstue «uHpOpMALUL» U €T0 Pa3BUTHE.

6. IloHsTHE «TOKYMEHT» H €ro pa3BHUTHE.

7. CBs3b HH(pOPMAIMU U TOKYMEHTA.

8. OOmue u yacTHble (PyHKIIMU JOKYMEHTA.

9. CnocoObl TOKYMEHTUPOBAHUS U UX PA3BUTHE.

10.  TekcroBoe TOKyMEHTHPOBAHME U ITAIbl €TO Pa3BUTHUS.

11.  TIuxrorpammsl. [IpuMeHeHre TUKTOrpaduuecKoro NuchMa CeroaHs.

12.  Jlororpammsl. Mcnonb30BaHue JOrorpaMm CEroHs.

13. TexHuyeckoe TOKyMEHTHpPOBaHHE. BUIbI KOMIUIEKCOB TEXHUYECKOH 10~
KYMEHTAI1H.

14.  ®otomoxkymenTupoBanue. IlosiBiaenue, pa3Butie, IpUMEHEHHUE.

15.  KunonoxymentupoBanue. [losBnenue, pazsutue. Buaeozanuce.

16.  donomokymenTupoBanue. IlosBiaeHue, pa3BuTue, NpUMEHEHHE.

17. Matepuan ans nokyMeHTHpoBaHus. Ero passurtue.
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18. [Topnmuunuky 1 konuu. Bunasl konui. 1lopsanok ynocToBEpeHHA KOIMA.
19.  ®opwmynsp noxkymenrta. TunoBoi hopmyrisip, popmyrsp-oOpaser.

20.  PasBurtue popmymnsapa nokymenta B XVI-XVII BB.

21.  @opmymnsip nokymenta XVIII B.

22.  @opmymsip TekcToBOro gokymeHta XI|X- nagama XX BB.

OOpa3ubl TecToB 110 Teme 7

Bormpoc 1

Bu3za opunmanbHOTO TOKYMEHTa 3TO:

A) pEeKBU3UT IOKYMEHTA, BEIPAXKAIOLINI COTIIACHE UITH HECOTIJIACHUS TIOJDKHOCTHOTO JIMIIA
C coziepKaHueM JOKyMEHTa

B) HAaANMHMCb HA JOKYMCHTE, CACIaHHasA JOJIPKHOCTHBIM JIMIIOM M COACpKaliasa MPpUHATOC
UM peIICHNE

B) moxnucanue 10KyMeHTa €ro COCTaBUTEIEM

Bomnpoc 2

Busbl npocrasnsroTes:

A) paGOTHHUKOM, TIeYaTaBIINM JIOKYMEHT
b) paGoTHrKamMu cBoel opraHu3aluu

B) paGoTHuKamu Apyrux opraHu3anuit

Bomnpoc 3

B kakue pekBU3UTHI JOKyMEHTA JAaTa BXOJIUT KaK COCTaBHAs 4acTh?
a) Tpu( yTBEpKICHUS B) TIOJINTHCH

0) BU3a COTJIACOBAHUSI T') pE30JIIOIIHS

Bomnpoc 4

OO01uit 6;1aHK JOKYMEHTa BKJIIOYAET B ce0sl CIIETYIONINE PEKBUZHUTHI:

A) uzobpaxkenue repda, sMOJIEMbI, MECTO Ui pa3MeEIIeHUs Ha3BaHUS BUAA JTOKYMEHTA,
MECTO ISl 1aThl U HOMepa IOKyMEHTa, MECTO COCTaBIICHUS

b) nzob6paxenue repba, sM01eMbl, HAUMEHOBAaHUE OPraHU3AlUU aBTOPA, MECTO JIJIs
pa3MenieHus Ha3BaHUs BUAA JOKYMEHTa, MECTO JJISl AaThl K HOMEpa JOKYMEHTa, MECTO
COCTaBJICHUS

B) uzo6paxenue repba, sMm01eMbl, HAUMEHOBAHUE OPraHU3AIMH aBTOPA, MECTO JJIS
pa3MenieHus Ha3BaHUs BUAA JOKYMEHTA, CIIPABOYHbIE IJaHHBIE 00 OpraHu3allii, MECTO JJIS ATkl
Y HOMepa JOKYMEHTa, MECTO COCTaBIICHUS

Bompoc 5

Kakue u3 nepedncieHHbIX JOKYMEHTOB TPEOYIOT yTBEPKACHUS?
A) ycraB b) mrtatHoe pacniucanue B) mpukasbl

I') noxnaguble 3anucku 1) TOKHOCTHBIE MHCTPYKIIMH

Bormpoc 6

Tunosoii popMynsap npuKasza COIEPKUT CIEIYIOIINE PEKBU3UTHI:

A) rep6 (3m0eMy), HaMMEHOBAaHUE OpPraHU3aMU-aBTOpa, CIIPABOYHbIE JaHHbIE 00
OpraHu3aluy, HauMEHOBaHKE BU/IA JOKyMEHTa — IIPUKa3, AaTy, HOMEp, MECTO COCTABJICHHUS,
3aroJIOBOK K TEKCTY, TEKCT, MOJIMTUCh, BU3bI COTIACOBaHHUS

b) rep0 (a3M0Onemy), HaUMEHOBaHUE OPraHU3aALMU-aBTOPa, HAaUMEHOBaHHE BUA
JOKYMEHTa — [IpHUKa3, aTy, HOMep, MECTO COCTABJICHHUS, 3aT0JIOBOK K TEKCTY, TEKCT, HOIHCH,
BU3bI COTIIACOBAHUS
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B) rep6 (sM0sieMy), HaMMEHOBaHNE OPraHU3aIMU-aBTOPa, HAMMEHOBAaHUE BUIA
JOKYMEHTA — MPUKa3, AaTy, HOMEpP, MECTO COCTABIICHHUS, 3aT0JIOBOK K TEKCTY, TEKCT, TIOJIITUCH,
1evaTh, BU3bI COTIACOBAHUS

Bomnpoc 7

B ympaBiieH4ecko#l mpakTHKe MPUMEHSIOT CIIEAYIOIINE BUAbI OJTaHKOB!
A) GiiaHK TIICbMa

b) 6nmaHK KOHKPETHOTO BHJIA IOKYMEHTA

B) oOmuii 6ank

J1) 6nmank puznueckoro auia

Bompoc 8

JIOKyMEHTUPOBaHHUE ITO:

A) nporecc IBHKEHHS TJOKyMEHTOB B OpraHU3al1H

b) 3anucek nHpopManuu Ha pa3IMUHBIX HOCUTENSX MO0 YCTAaHOBJICHHBIM IIPaBUIIaM
B) co3ganue noxkymeHToB

I') paboTta ¢ nokymeHTaMu

Bormpoc 9

K opranuzannoHHbIM JOKYMEHTaM OTHOCSTCS:

A) ycTaBsl 0) mpaBwJia  B) aKThl T) IpUKa3bl ) HHCTPYKIIHUU
Bompoc 10

I'epOoBoii mevarpio (IEYaThIO OPraHU3AINH ) 3aBEPSIOT:
A) rapaHTHifHBIC TTHCEMA 0) MPOTOKOJIBI 3aCEITaHUN  B) TIPUKA3bI
I') moroBopsl 1) TPYIOBBIE KHUKKH

Bompoc 11

Dopmysp JOKYMEHTa 3TO:

A) HabGop pexBU3UTOB 0HUIHATEHOTO TUCHbMEHHOTO JOKYMEHTA, PACIIONI0KEHHBIX B
OTIpeJIeNIEHHOM MOCIIeI0BATENbHOCTH

b) nmopsinok 0O0paboTKH TOKYMEHTOB

B) MuHuManbHbIi 351eMeHT 0(popMIIeHUsI JOKYMEHTa

Bomnpoc 12

NudopmaninoHHO-CIIPaBOYHBIN JOKYMEHT 3TO:

a) a) JlokymeHT, coaeprkaimuii nHOpPMAIHIO 0 (PaKTHUECKOM MOJIOKESHUH J1eJT, KOTOPBIi
CIIY’)KUT OCHOBAHHEM IS IPUHATHS PEIICHUIA

b) 6) JlokyMeHT, OpraHu3yoIHi paboTy yUpeKICHUS

C) B) JIOKyMEHT, B KOTOPOM 3a()HKCHPOBAHBI PACTIOPSHKEHHSI PYKOBOJICTBA

d) r) JlokymeHT, GUKCUPYIONIU NeITeIbHOCTh KOJUIETHAIBHOTO OpraHa

Bompoc 13

bnank ¢ n3o6paxxenneM rocyaapctseHHoro repoa Poccuiickoit denepanyy MOryT UMETh:

a) JIrobas opranu3zanysi, 3aperucTpupoBaHHas Ha Teppuropun Poccuiickoit deneparuu

6) Kommepueckas ¢pupma, 3apeructpupoBaHHas Ha Tepputopun Poccuiickoit @enepanuun

B) YupexJaeHUs U OpraHu3ainuu, ykazaHHele B KoHcTuTyrmoHHoMm 3akoHe «O repbe
Poccniickoit denepanum»

) YupexaeHus 1 opranusanuy, ykazanuele B Konctutynun PO

Bompoc 14

K pexBu3uTam, npuaarouM J0KyMEHTY I0OPUIANYECKYIO 3HAYUMOCTb OTHOCSITCS !
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a) repo PO

b) oTMeTKa 0 MOCTYIIIEHHH JOKYMEHTA

B) MOJIMKCH

I') aBTOp JOKYMEHTa

Ilepeyennb BONpoOCcoB K KOHTPOJIbHOM padoTe 1o Teme 9

1. Yro Ttakoe yHu(pUKaus JOKYMEHTOB?

2. JlaiiTe ompesesieHue CUCTeMe JOKYMEHTAIU!

3. Uto Takoe yHU(PHUIHUPOBAHHBIE CUCTEMBI JOKYMEHTAIIMH, HA30BUTE UX.

4. Kakue BUIbI IOKYMEHTOB BXOJAT B COCTaB YHU(DUIIMPOBAHHOW CHCTEMBI
OpraHU3aIMOHHO-PACTIOPSAUTEIBHON TOKYMEHTAIIH.

Ilepeuensb BONPOCOB K MTOrOBOH KOHTPOJIbHOI padore Ne 2

1 TlonsTtus «yHH(UKAUI» U «CTAHIAPTU3ALUSD TOKYMEHTOB.

2 PazBuTHe yHU(UKAIIUN U CTAaHIAPTU3AINH TOKyMeHTOB Bo || momosuae XX B.

3 T'OCT P 7.0.97-2016. Ero conepxanue, 3HaUCHHE.

4 TpeOoBaHusl K KOHCTPYHPOBaHUIO OJ1laHKOB. Bupl 61ankoB. biaanku npeanpustuit
pazIuyHbIX (HOPM COOCTBEHHOCTH.

5 PeKBU3HT «HAaMMEHOBaHHE OPraHU3aIlMI-aBTOpa TOKYMEHTa», TPEOOBAaHUS K HEMY.

6 PexBU3HT «CIpaBOYHBIEC JaHHBIE 00 OpraHU3aIMA-aBTOPE TOKYMEHTay, €ro COCTaB.

7 PexBH3UT «ampecaTy, ero 3HaYeHUE U COBPEMEHHBIE TPeOOBaHMS K 0(OPMIICHHUIO.

8 JHartbl. TpeboBanus k X 0(hOPMIICHHIO; JTaTa KaK COCTaBHAs YacThb JAPYTrUX
PEKBHU3UTOB.

9 PeKkBU3UT «PETUCTPALIMOHHBIA HOMEP JOKYMEHTa», €ro 3HaYeHHe.

10 PexBU3UT «cChbUIKa Ha PETUCTPAIIIOHHBIN HOMED U 1aTy JOKYMEHTa», KOTJa U I/ie OH
MIPOCTaBIISETCSL.

11 IMopsimok corracoBaHus TOKYMEHTOB U 0(OPMIICHHS BHYTPEHHETO 1 BHEIITHETO
COTJIaCOBaHUS

12 ITopsaok yTBepX ACHUS JOKYMEHTOB, BUABI YTBEPKICHUSI.

13 ITopsiiok moanmucanus TOKYMEHTOB.

14 TleuaTh Kak peKBU3UT JJOKyMeHTa. Ha kakux TOKyMEeHTax MpOCTaBIsieTcs repOoBast
reyarsb.

15 CocraB ynoctoBepenus 1okymMeHTOB. [IpaBuna odopmieHus: peKBU3UTOB,
YIOCTOBEPSIOIIUX TOKYMEHT.

16 OT™meTkH Ha TOKYMEHTE, UX 3HAaYeHHE U O(POpPMIICHUE.

17 Pezomonusi. E€ 3Hauenue. TpeboBaHus, IPeAbBISIEMbIC K PE30JIIOIHH.

18 PexkBU3UT «OTMETKA 00 UCIIOJIHUTENEY», €T0 3HAUCHHE.

19 PexBU3UTHI, MPUAAIOIINE JOKYMEHTY IOPUINUECKYIO0 3HAUUMOCTb.

20 Yaudukaius TeKcTa J0KyMEHTA.

21 TpadapeTHbie TEKCThI. MeToIuKa pa3pabOTKH.

22 CnocoObl npescTaBlieHUs] YHU(DUIIUPOBAHHBIX TEKCTOB (AaHKETHI, TaOIMIIbI,
TpadapeTHble TEKCTHI).

23 O0mue TpeOoBaHUS K TEKCTY JOKYMEHTA.

24 AnropuT™M MOJTOTOBKU JOKYMEHTA.

25 DeMeHTHI TEKCTa: 3aroJI0BOK, IPUIIOKEHUS, TPEOOBAHUS K HUM.

26 JInHrBUCTUYECKHE OCOOEHHOCTH TEKCTOB CIY>KEOHBIX IOKYMEHTOB.

27 [loHsiTHE «CHCTEMBI TOKYMEHTAIIUNY», PA3BUTHE CUCTEM.

28 IloHsATHE «YHHU(PUIHPOBAHHBIE CUCTEMBI JJOKYMEHTAIIM».

29 Haznauenwue, onpenenenue u coctaB YCOP/I.

30 TpeGoBaHMsI K COCTABICHUIO U 0(OPMIICHUIO OpPraHU3allMOHHBIX JOKYMEHTOB.

31 TpeGoBaHMs K COCTABICHUIO U 0(OPMIICHUIO PACTIOPSIUTENBHBIX JOKYMEHTOB.

32 TpeGoBaHMsI K COCTABICHUIO U 0(OPMIICHUIO TPHUKA30B.
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33 TpeOoBaHMS K COCTABICHHUIO ¥ 0(OPMIICHUIO OOBSICHUTEIBHBIX U JIOKJIAIHBIX 3aIHCOK
(BHEIIHUX U BHYTPEHHUX).

34 TpeboBaHHs K COCTABICHUIO U O()OPMIICHHIO CIIPABOK (BUBI CIIPABOK, CIIPABKU
BHEIIIHUE U BHYTPEHHUE).

35 TpebGoBaHMs K COCTABICHHUIO M O(DOPMIICHUIO aKTa.

36 TpebGoBaHMs K COCTABICHHUIO i O()OPMIICHHIO CITY’)KEOHOTO MHCchbMa. Pa3HOBHIHOCTH
MTHUCEM.

37 TpeOoBaHMS K COCTABICHHUIO M O(OPMIICHHIO TEJIErPaMM.

38 Ocobennoctu Gopmyrsipa TesreoHOTpaMMBL.

39 AJNropuTM MOATOTOBKY M ITPOBENICHUS COBEIaHus. JlIOKyMEHTBI, CO3/IaBacMbIe B
nporiecce MOrOTOBKY COBEIIAHUSI.

40 TpebGoBaHuUs K COCTABICHUIO M 0(DOPMIICHUIO TTPOTOKOJIA.

41 TToHsTHE KOMIUIEKCOB JIOKYMEHTOB. [IepBHYHBIC KOMITJICKCHI TEKCTOBBIX JJOKYMEHTOB.

42 TToHATHS «TOKYMEHTAIBHBINA (GOHI U «apXUBHBIN QoHm». VX pazmmuue.

43 CnoxHble KOMIUIEKCHl. BeTOMCTBEHHbBIE apXUBHI.

44 Crnosxxuble KoMIUIeKChl. ['ocymapcTBeHHbIe apXuBbl. CeTh rOCYIapCTBEHHBIX apXHBOB.

45 TloHATHS «IIEHHOCTh TIOKYMEHTa», «IKCIEePTH3a IIECHHOCTH». BO3ZHUKHOBEHNUE,
pa3BUTHE IKCIICPTU3HI.

46 TIpUHIUTIBI, KPUTEPUHU SKCIIEPTHU3bI IEHHOCTH JIOKYMEHTOB.

IlepeyeHb BONMPOCOB K YCTHOMY IK3aMeHY 10 BCeMY KYpCY

o Ilepeuenv eonpocoe 011 n0020MOBKU K IK3AMEHY NO OUCUUNIUHE
“/lokymenmoseoenue”

JIOKYMEHT M €ro MECTO B CUCTEME YIpaBJICHHUS.

2. 3aKoHbI M UHbIE HOPMATHUBHbIE MIPABOBbIE AKTHI, PErNIAMEHTUPYIOIIHNE CO3JaHUE U
ohopMIIeHHE TOKYMEHTOB.

3. HopmarTuBHO-MeTOAMYECKUE JOKYMEHTHI, ONPEACISIONINE MOPSI0K CO3AaHUS U
opopMIIeHHS TOKYMEHTOB.

4. JlokyMeHTOBE/JEeHUE KaK HayuyHas JUCIHUIUIMHA U €€ CBA3b C IPYTUMH HayYHBIMU
JUCHUILTMHAMU.

5. Tlonstue «uHGOpPMAIH» U €r0 pa3BUTHE.

6. IloHsTHE «IOKYMEHT» U €T0 pa3BUTHUE.

7. Cps3b uHGOpPMAILIUU U TOKYMEHTA.

8

9

=

OO61ue u yacTHble QYHKIIUU TOKYMEHTA.

. CocoObl TOKYMEHTUPOBAHUS U UX Pa3BUTHE.
10. TexkcTOBOE JOKYMEHTUPOBAHUE U 3TAIBI €r0 PA3BUTHSL.
11. [Muxrorpammel. [IpumeHeHne NUKTOrpagUUECcKOro NUCbMa Cero Hsl.
12. Jlororpammsl. Mcnonp30BaHue JIOTOTpaMM CETOJTHSL.
13. Texuuueckoe JOKyMEHTUpOBaHUE. BHJIbI KOMIJIEKCOB TEXHUYECKOH TOKyMEHTALINH.
14. ®oronokymentupoBanue. [losBienue, pa3ButTue, IpUMEHEHHE.
15. Kunonoxymentuposanue. [losiBienue, pa3BuTue, NpUMEHEHNUE.
16. ®ononoxymentuponanue. [losBienue, pa3BuTue, IpuMEHEHHE.
17. Marepuan 1t tokymeHTHpoBanus. Ero passurue.
18. [MognuuHuKY U kKonuu. Buasl konuid. [Topsiok ynocToBepeHuii Konuii.
19. ®opmynsap nokymeHnTa. TunoBoit popmysp, hopmynsp-oOpaserl.
20. Pa3ButHe popmynspa nokymenta B XVI-XVII BB.
21. ®opmynsp nokymenta XVIII B.
22. ®opmynsip TekcToBOro fokymeHta X|X- nauana XX BB.
23. TloHsATHS «yHHU(PUKALKA» U «CTaHAAPTU3ALUA» TOKYMEHTOB.
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24.TOCT P 7.0.97-2016. Ero conep:xanwue, 3HaUCHUE U BO3MOKHOCTH HCIIOIH30BAHMUS B
COBPEMEHHBIX OpPraHU3aIHsIX.

25. IIpaBuiia 1€7I0MPON3BO/ICTBA B TOCYIAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMmoyrpaBiieHus (CoepKaHue, 3HAaUCHHE U BO3MOXKHOCTH HCIIOJIb30BAHUS).

26. MeTommueckue peKOMEeH IAIMH TI0 Pa3pab0TKe HMHCTPYKIUHI IO AEIOTPOU3BOICTBY B B
rOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOyIpaBiieHus (CoaepikaHue,
3HaYeHHUE ¥ BO3MOKHOCTHU MCIIOJIb30BAHMS).

27. IlpumepHasi FHCTPYKIIHS IO JISJIOTIPOU3BOJICTBY B TOCYIApCTBEHHBIX opranu3anusax 2018
r. (comepxanue, 3HaUCHUE ¥ BO3MOKHOCTH HCIIOJIb30BAHU).

28. CocraB pekBu3nuToB O1aHKOB. Kitaccuukanus 01aHKOB.

29. PekBU3UT «HAMMEHOBAHKE OpraHU3aIl[MN-aBTOPa JTOKYMEHTay», TPEOOBAHUS K HEMY.

30. PexBU3UT «CTIpaBOYHBIC IaHHBIE 00 OpraHU3aIMNu-aBTOPE JOKYMEHTAy, €r0 COCTaB.

31. PexkBU3UT «ajapecaTy, ero 3HaUeHHe U COBPEMEHHBIC TPeOOBaHUS K O(POPMIICHHUIO.

32. Jlate1. TpeboBanus K X 0pOPMIICHHIO; JaTa KaK COCTaBHAS YacTh JPYrHX PEKBH3UTOB.

33. PEeKBU3UT «pErucTpalliOHHBIA HOMEP JOKYMEHTa, €ro 3HaYeHHeE.

34. PEeKBU3UT «CCHUIKA HA PETUCTPAITMOHHBIA HOMED U JIATy TOKyMEHTay, KOT/Ia U T/Ie OH
MIPOCTABIISETCSL.

35. TTopsitok coriracoBaHUS TOKYMEHTOB M 0(OPMIICHHS] BHYTPEHHETO U BHEIITHETO
COTJIACOBAHUS

36. ITopsitok yTBep KIeHHs TOKYMEHTOB, BUIBI YTBEPIKICHHS.

37. TlopsitoK MOANMCaHHSI JOKYMEHTOB. DIIEKTpOHHAst OAmHCch. OTMeTKa 00 3JIeKTPOHHOM
MOJITHUCH.

38. Ileuarp Kak peKBU3UT NOKyMeHTa. Ha Kakux TOKyMEHTaX MPOCTABISAETCS OTTUCK IEYaTH.

39. CocraB ynoctoBepeHus J0KyMeHTOB. [IpaBuia odopmiieHHsT pEKBU3HUTOB,
YAOCTOBEPSAIONIUN JTOKYMEHT.

40. OT™MeTKH Ha TIOKyMEHTE, UX 3HAa4YCHHUE U 0(hOpPMIICHHE.

41. Pezomonus. E€ sHauenue. TpeGoBaHus, MPEAbSIBISIEMbIC K PE3OJIFOIHH.

42. PekBU3UT «OTMETKA 00 UCIIOJIHUTEIE), €ro 3HaYeHHUE.

43. PeKBU3UTHI, IPUAAIOLINE JOKYMEHTY IOPUINYECKYIO 3HAYMMOCTb.

44, Yaundukanus Tekcta JokyMeHTa. CriocoObl mpecTaBieHns YHU(UIIMPOBAHHBIX TEKCTOB
(ankeTsl, TabMHIIBI, TpadapeTHBIE TEKCTHI).

45. O6mue TpeboBaHMs K TEKCTaM YIPABICHUYECKUX JTOKYMEHTOB.

46. Anroput™ NOArOTOBKU JOKYMEHTA PaclopsIUTeNIbHOIO JOKYMEHTA.

47. DneMeHTHI TEKCTa: 3aroJI0BOK, IPUIIOKEHUSI, TPEOOBAHUS K HUM.

48. TloHsATHE «CUCTEMBI JOKYMEHTALUNY, Pa3BUTHE CUCTEM J0KyMeHTauuu. [lonstue
«yHU(ULPOBaHHBIE CUCTEMBI JOKyMeHTauun». Haznauenue, onpezeneHue u coctaB
YHUPUUIHPOBAHHON CHCTEMBI OPraHU3A[MOHHO-PACTIOPSIAUTEILHON JOKYMEHTALIHH.

49. TpeboBaHMsI K COCTABICHUIO U 0()OPMIICHUIO OPraHU3AIMOHHBIX JOKYMEHTOB
(mono>xeHue, yctaB, MHCTPYKIHS, PETIAMEHT, LITATHOE PAaCIMCAHUE).

50. TpeOoBaHMs K COCTABICHUIO M 0(OPMIICHHIO PACHIOPSIIUTENbHBIX JOKYMEHTOB (TIpHKa3,
pacropsbKeHue, pelieHue, oCTaHOBICHHE, IIPOTOKOI).

51. TpeGoBaHMs K COCTABICHUIO U 0(OPMIICHUIO OOBICHUTEIbHBIX, JOKIAIHBIX U
CITy’KE€OHBIX 3aITUCOK.

52. TpeboBaHuUs K COCTABICHHIO 1 O()OPMIICHHIO CIIPABOK (BUIBI CIIPABOK).

53. TpeOoBaHMs K COCTABICHUIO U 0(OPMIIEHHUIO aKTOB.

54. TpeOoBaHMs K COCTaBJICHUIO U 0(OpMIIEHUIO ciiykeOHoro nuchMa. Knaccudukarus
CITY>K€OHBIX TTHCEM.

55. AIroput™ NoAroTOBKU M MPOBEJCHUS COBElIaHus. JJOKyMeHThI, co3/1aBaeMble B
nporecce MOAroTOBKY COBEIIAHUS.

56. TpeOoBaHMs K COCTABJICHUIO U O(OPMIICHHIO POTOKOJIA.

57. IloHsATHE KOMIUIEKCOB JIOKYMEHTOB. [IepBHUHBIE KOMITJIEKCHI TEKCTOBBIX TOKYMEHTOB.



29

58. CiioxHbIe KOMIUIEKCHI JOKYMEHTOB. [IOHATHS «JOKYMEHTAIbHBIH (GOHI» U «apXUBHBIN
¢boumy. Ux paznuuue.

59. Homenknarypa aen.

60. [Ipu3naku 3aBeCHUS JIEI.

6. YueOHO-MeTOAMUYECKOE M HH(POPMALIMOHHOE 0O0ecTevyeHue TUCIUILTUHBI
6.1. CnHCOK HCTOYHHMKOB M JTUTEPATYPHI

O6s13aTeIbHbIE HCTOYHUKH

@denepalibHbIil KOHCTUTYLIMOHHBIM 3akoH oT 25 pekabps 2000 r. Ne 2-OK3 «O
lNocynapctBennom repoe Poccuiickoit ®enepanun» // [DnexkTpoHHsld pecypc]. — M., 2019. —
Pexxum nocryna: http://www.consultant.ru/document/cons_doc_LAW_29674/.

@enepanbhbiii  3akoH PO ot 27.07.2006 1. Nel49-®3 «O6 wuHpopmanmu,
MH(POPMAITMOHHBIX TEXHOJOTUSX M O 3amute uHbopmarumy // [DIeKTpoHHBIH pecypc]. — M.,
2019. — Pexxum moctyna: http://www.consultant.ru/document/cons_doc_LAW_61798/.

denepanbubiii 3akoH oT 06.04.2011 Ne 63-03 “O0 snekrponHOoW mnoamucu” [/
[DnexTpoHHBIH pecypc]. — M., 2019. — Pexum JOCTyma:
http://www.consultant.ru/document/cons_doc_LAW_112701/.

®enepanbubiid 3ak0H 0T 01.06.2005 Ne53-D3 «O rocynmapctBeHHOM si3bike Poccuiickoit
Oenepauun»  //  [OnexkTpoHHbli  pecypc]. — M., 2019. - Pexum poctyna:
http://www.consultant.ru/document/cons_doc_LAW 53749/.

[IpaBuna pgenompous3BOACTBa B TOCYJApCTBEHHBIX OpraHax, oOpraHax MECTHOTrO
camoympasieHus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [DnextpoHHbIi pecypc]. —
M., 2021. — Pesxum mocrtyna: http:// https://base.garant.ru/72291836/.

Metonuyeckie pekOMEHIAlMU MO pPa3padOTKe WHCTPYKUUN IO AEJONPOU3BOJACTBY B
roCcy/lapCTBEHHBIX OpraHax, OpraHax MeCTHOTro camoympasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 /I [DOnexrponnsiii pecypc]. — M., 2021. — Pexum goctyma: http:/
http://www.consultant.ru/document/cons_doc_ LAW_373895/.

[IpumepHas HHCTPYKIUS IO JAETOMPOU3BOJICTBY B FOCY/IapCTBEHHBIX OpraHU3aIUsaX, YTB.
IIpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexrpoHHsIii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_ LAW_305137/.

I'oCT P 7.0.97-2016. Hamumonaneubiii cranmapt Poccuiickoit @enepanuu. Cucrema
CTaHIapTOB MO uHpOpManuu, OMOIMOTEYHOMY M U3JIATENbCKOMY aeny. OpraHu3aliroHHO-
pacnopsiauTensHas JoKyMeHTauusa. TpeboBanust Kk 0OpMICHHUIO TOKYMEHTOB // [DIeKTpOHHBIN
pecypc]. — M., 2019. Pexum JocTyna:
http://www.consultant.ru/document/cons_doc_ LAW 216461/.

I'OCT P HCO 15489-1-2019 HaumonanwsHbiii ctanmapT Poccuiickoit denepanum.
Cucrema ctanaapToB 1o uHGoOpMaImK, OUOIHMOTEUHOMY U U3aaTensckomy neny. Undopman3us
U JOKyMeHTalus. Ympaienue jgokymentamu. Yacte 1. Tlowstus wu  npuHimns. [/
[DneKTpOHHBII pecypcl]. - M., 2021. Pexum JOCTYyTIA: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 /Ienonpou3BOACTBO M apXUBHOE A€10. TepMUHBI U ONpEIEIICHUS. -
[DneKTpOHHBIN pecypc]. - M., 2019. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

Jluteparypa
OcHosHasA
beikoBa T.A. JIoKyMEHTallMOHHOE OOeCHeueHUe YIpaBieHHs (JIeIONPOU3BOICTBO)
[DnexTpoHHBIHN pecypc]; yuebnoe nmocodue/ T.A. beikoBa, T.B. Ky3nenosa. -2-¢ uzf. nepepad. u


http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_53749/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
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JIOTI. — Mockaa: Nudpa-M, 2018. -304 c. — Pexum JIOCTYyTIA:
http://znanium.com/go.php?id=942800/

I'motoBa C.A. BO3HUKHOBEHHME U TEHJEHUUU Pa3BUTHS  PACHOPSAIUTEIILHOM
nokymeHtanuun B Poccum B gopeBomonmonHbd mnepuon // Bectmmk PITY. 2014, Ne2.
[DnexTpoHHbIH pecypc]. — M., 2019. — Pexum JoCTyma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70.

Kykapuna IO.M. CoBpemMeHHblE OpPraHM3alMOHHBIE U PEIVIAMEHTHBIE JOKYMEHTHI:
¢bynkuuu u paznosuaHoctd // Bectuk PITY. 2016. Ne2. [Dnexrponnsrii pecypc]. — M., 2019. —
Pexum JOCTyTIa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik_daizi%202(4)-16.pdf.

Kykapuna FO.M. CocraB ynocroBepeHUsl JOKyMEHTa: OT MPOLLJIOro K HACTOAIIEMY U
oynymemy// Bectauk PITY. 2014. Ne2. [DnektponHsIi pecype]. — M., 2019. — Pexxum noctyna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128.

JlonmosiHuTEILHAS
Jeoenocosa I''A. CenextuBHbIM 0TOOp MOHATUSA «IoKyMeHT» // BectHuk PITY. 2016. Ne2.
[DnexTpoHHBIH pecypc]. — M., 2019. — Pexum JOCTyTa:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71.

6.2. Ilepeuyenr pecypcoB HHGPOPMAIHOHHO-TEJIEKOMMYHUKANMOHHONH  ceTH
«HTepHET»

lapanT [OnekTpoHHBIN pecypc]. — DnekTpoH. gaH. — M., cop. 2013. — Pexxum gocrtyna:
http://www.garant.ru.

KoncyneranT Ilmtoc [DnekTpoHHBIM pecypc]. — DnekTpoH. maH. — M., cop. 2013. —
Pexxum noctyna: http://www.consultant.ru.

7. MarepuajibHO-TEXHUYECKOe o0ecneyeHne JUCHUTITHHBI (MOTYJIA)
Aymutopun Ui TIPOBEACHUS JIEKIUH W CEMHUHAPCKUX 3aHATHH C TEXHUYECKUMU
cpencTBaMu 00y4deHUs (MyJIbTUMEIUA-TIPOCKTOP (BUACOMPOEKTOP), IKpaH (MEPEHOCHOW WU

CTallMOHAPHBIN)), KOMIBIOTEPHBIN KJ1acC Ui IPOBEACHHUS JIAOOPATOPHBIX 3aHATHIA.

1. Ilepeuens I1O

Nenn Haumenosanue 110 [TIpousBoguTens Croco6
/m pacnpocTpaHeHUs
(ruyensuonnoe unu
c80000HO
PACnpoCmpaHsemoe)
1. Adobe Master Collection CS4 Adobe JTHAIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIMIIEH3UOHHOE
3. Windows 7 Pro Microsoft JIMIIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE
5. Windows 10 Pro Microsoft JIMIIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JULEH3UOHHOE
7. Microsoft Office 2016 Microsoft JInneH3noHHOE
8. Zoom Zoom JHAIEH3UOHHOE



http://znanium.com/go.php?id=942800/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
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https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
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2. Ilepeyenb B/{u UCC

Norn HaunmenoBaunue
/1

1 | MexnayHapoansie pedeparuBHble HaykomeTpuueckue b/, nocTymHbie B pamkax
HamuoHaIsHOH noanucku B 2020 r.

Web of Science

Scopus

2 | [Ipodeccuonansubie TOTHOTEKCTOBBIE b/, JOCTYIHBIE B paMKaxX HAIIMOHATLHON
noanucku B 2020 r.

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnans! Taylor and Francis

3 | lIpodeccronanbHbIe TOJTHOTEKCTOBBIE b/

JSTOR

W3nanus no o61iecTBEHHBIM U TYMaHUTapHBIM HayKam
OnekrponHas 6ubmmoreka Grebennikon.ru

4 | KoMObIOTEpHBIE CIIPABOYHBIE IPABOBBIE CUCTEMBI
Koncynsrant Ilntoc,
l'apanTt

8. Oolecneyenue o0pa3oBaTeJbLHOIO mpouecca s JUI € OrPAHNYEHHBIMHU
BO3MOKHOCTSIMU 310POBbSI 1 HHBAJTH/I0B

B xoze peanuzanuu TUCHHUIUIMHBI UCTIOJIB3YIOTCS CJIEIYIONTUE JOTIOTHUTEIHHBIC
METObI O0yUYEHUSI, TEKYIIEro KOHTPOJS YCIIEBAEMOCTH U MPOMEXYTOYHOW aTTECTAIlUN
00yJaroIIMXCsl B 3aBUCUMOCTH OT UX MHIUBUAYATbHBIX OCOOCHHOCTEH:

o JUIS CJETbIX U C1a00BUISIINX:

- JeKuuu Oo(OPMIISIOTCS B BHJIE 3JEKTPOHHOTO IOKYMEHTA, JOCTYIIHOTO C IOMOIIBIO
KOMITBIOTEpA CO CHEIHATN3UPOBAHHBIM MPOTPAMMHBIM 00€CIICUCHHUEM;

- THCbMEHHbIE 3aJaHUSl BBIMOJHSIIOTCS HA KOMIBIOTEPE CO CHEIUAIU3UPOBAHHBIM
MIPOrPaMMHBIM 00eCTieYeHUEM, UITU MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM,;

- o0ecrieunBaeTCsl MHAUBUIyaJIbHOE paBHOMEpHOE ocBelieHrne He menee 300 Jrokc;

- Q7S BBIMOJHEHMs 3a/laHusl MPH HEOOXOJMMOCTHU MPEAOCTABISIETCS YBEIUYHBAIOIICE
YCTPOMCTBO; BOZMOXKHO TaK)K€ UCIIOJIb30BaHUE COOCTBEHHBIX YBEIHMUMBAIOIINX YCTPOICTB;

- MIUCbMEHHBIE 33/1aHUs 0(OPMIISIIOTCS YBEIHUEHHBIM MIPUPTOM;

- 9K3aMeH M 3a4€T MPOBOJATCS B YCTHOU (hOpMe WM BBHITIOJNHSIOTCS B MHCHbMEHHOM
(dbopMe Ha KOMIIBIOTEDE.

o JUIS TIIYXUX U cIa0O0CbIIIaiuX:

- JeKIud OQOPMISAIOTCS B BHUJE DIEKTPOHHOTO TOKYMEHTa, MO0 MPEea0CTaBIsSETCS
3BYKOYCHJIMBAIOIIAs alllapaTypa MHAWBHUIYaTbHOTO MOJIB30BaAHUS;

- MICbMEHHBIE 33/1aHUs BBITIOIHIIOTCS Ha KOMITBIOTEPE B MUCbMEHHOH opme;

- DK3aMEH U 3a4€T MPOBOJATCS B MHCHBMEHHON (hopMe Ha KOMIIBIOTEPE; BO3MOXKHO
MpoBeJieHUE B OpME TECTUPOBAHUS.

o JUISL JIUI] C HAPYIIEHUSMH OMIOPHO-/IBUTATENILHOTO arapara:

- neKuuu o(OPMIISIOTCS B BHJIE DJEKTPOHHOTO JIOKYMEHTA, JOCTYITHOTO C TMOMOIIBIO
KOMITBIOTEpA CO CHEIHATN3UPOBAHHBIM MPOTPAMMHBIM 00eCTIeUeHUEM
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- IMCbMEHHbBIE 3aJaHUSl BBINOJIHSIOTCS HA KOMIBIOTEPE CO CHEUAIN3UPOBAHHBIM
MIPOrPAMMHEIM 00ECTICUCHUEM;

- 9K3aMeH M 3a4€T MPOBOJATCA B YCTHOH (popMe HIIM BBIMOJHSIOTCS B HMHCbMEHHON
(dhopMe Ha KOMITBIOTEDE.

[Tpu HEOOXOIUMOCTH TPEAYCMAaTPUBACTCS YBETUUEHUE BPEMEHH ISl IOATOTOBKU OTBETA.

[Ipouenypa  mpoBeaeHHs  NPOMEXKYTOUYHOM  arTrecTauuu A 0Oy4arolIuxcs
YCTaHABIMBACTCS C Y4€TOM WX HMHIUBUAYAIBHBIX TICUXO(PH3UYECKUX OCOOCHHOCTEH.
[IpomexyTouHas arTecTalus MOXKET IPOBOAUTHCS B HECKOJIBKO ITAIlOB.

[Ipu mpoBeneHNH MPOIEAYPbl OLEHHUBAHUS PE3YIBTATOB OOYYECHHUs NMPEAyCMaTpPHBACTCS
UCIOJIb30BAaHUE TEXHUYECKUX CpEICTB, HEOOXOMUMBIX B CBSI3M C HHIUBUAYAJIbHBIMU
OCOOEHHOCTAMHU OOy4YaroLIUXCA. DTU CPEICTBa MOTYT OBITh MPEIOCTABICHBl YHHUBEPCHUTETOM,
WM MOTYT MCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKHE CPE/ICTBA.

[IpoBenenne mpoLeAypbl OLEHUBAaHUS PE3yIbTaTOB OOy4YeHHsS] JOMYCKaeTcs ¢
HCIOJIb30BaHUEM JIMCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOTHI.

ObecrnieunBaeTcst 10CTyN K MHPOPMAILIMOHHBIM U Onbnuorpaduyeckum pecypcam B CETU
WnTtepner nns kaxaoro oOywatomierocss B (opMax, aJalnTUPOBAHHBIX K OTPAaHUYEHHUSAM HX
3/10pPOBbSI U BOCTIPUATHUS HHPOPMALUU:

® ISl CIIENBIX U C1a00BUIAIINX:

- B MeyaTHO! (hopMe yBETUUEHHBIM HIPUPTOM;

- B popMe 3JIEKTPOHHOTO IOKYMEHTA,;

- B popme ayauodaiina.

® Ul TIYXHUX U CIa00CTBIIIAINX:

- B IeyaTHou popme;

- B (hopMe 2IIEKTPOHHOTO IOKYMEHTA.

e JIs 00y4aroIKXCcs ¢ HAPYIICHUIMU ONOPHO-BUTaTEIbHOIO anmapara:

- B Ie4aTHou popme;

- B (hopMe 2IEKTPOHHOTO IOKYMEHTA;

- B hopme ayauodaiina.

VYuebHble ayAUTOpUU A BCEX BUAOB KOHTAKTHOW M CaMOCTOSATEIBHOW paloThI,
Hay4yHas OuOIMOTEeKa M MHblE MOMEIIEHHs M OOydeHHMs OCHAILEHbl CIEeUUAIbHBIM
000pyZ0BaHUEM U y4EOHBIMU MECTaMU C TEXHUYECKUMU CPEICTBAMH OOYyUCHHUS:

e JUIs CIIEMBIX U CI1a00BUIAIINX:

- YCTPOMCTBOM JIsi CKaHupoBaHus U uTeHus ¢ kamepod SARA CE;
- muciieeM bpaitna PAC Mate 20;
- npuHTepoM bpaiing EmBraille ViewPlus;

® JUI TIYXUX U CIa00CITBIIIAINX:

- aBTOMAaTU3UPOBAaHHbIM pPAOOYUM MECTOM Ui JIIOAEH C HapylIeHHeM Cclyxa |
cJ1aboCIbIIIAIINX;
- aKYCTUYECKHMH YCUIIMTENb U KOJIOHKH;

e I 00yYaroIUXcs ¢ HAPYIIECHUIMHU OIOPHO-BUTaTeILHOTO anmapara:

- IepeIBUKHBIMU, PErYIMPYEMbIMU 3proHoMudeckumu napramu CHU-1;

- KOMIIBIOTEPHOM TEXHUKOW CO CHEIMaTbHBIM ITPOrPaMMHBIM 00€CIeUeHHEM.

9. MeToauveckne MaTepuaJibl
9.1. IInansl 1a00PATOPHBIX 3AHATHI
MeTtoanyeckue yKa3aHus 10 OPraHU3aLMM M MPOBeICHHIO0 J1a00PATOPHBIX 3aHATHIA.

BeiGop TeM mabopaTOpHBIX  3aHATHH OOYCIOBJIEH OOIIMM COJEpKaHHEM Kypca U
HalleJIeH Ha yriyOJIeHHOe N3yYeHHE ero OTAEIbHBIX Pa3/esioB.
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lenp 3aHATMIA — 3aKpeIUICHUWE CTYyACHTAMM 3HAHUU TEOPETHUYECKOro Kypca U
npuoOpeTeHNEe UMHU MPAKTHUYECKUX HABBIKOB TOKYMEHTHPOBAHUS JIEATEIBHOCTH OpraHu3aluil U
HpEANPUATHI.

B cBsi31 ¢ mocTaBieHHO 1ETBI0 TA00PATOPHBIE 3aHATHS Pa30UTHI HA TPU pa3Jiena:

1. Pa3BuTHe TOKyMEHTA U CKJIAJBIBAaHUE €r0 (GOpMYIIspa.

2. CocraBienue u 0(pOopMIICHHE OPTaHN3AIUOHHO-PACTIOPSAIUTEIHHBIX TOKYMEHTOB.

3. CnoxHbIe KOMIUIEKCHI TOKYMEHTOB.

B pe3ynbpTare BHINOTHEHUS MPAKTUYECKHUX 3aHATHI CTYIEHTHI JOJDKHBI 3HATH TOSBICHUE
U pa3BUTHE TEPMHHA «IOKYMEHT», B3aWMOCBS3b TOHATHH «IOKYMEHT» M «HH(OpMAIus);
dbopMbl U crnocoObl (UKCHpOBaHMS HWH(OpPMAIMU HA MaTepUaTbHOM HOCUTEJE; COCTaB U
Ha3zHavyeHue QYHKIUH JOKYMEHTA; IBOJIOUI0 (hOpMYsipa TEKCTOBOTO JOKYMEHTA B pa3InyHbIE
WUCTOPHYECKUE TIEPUOJIBI, COBPEMEHHBbIE TPEOOBaHWUS, MPEIBSBISIEMbIE K COCTaBJICHUIO H
0QOPMIICHHIO CITy)KEOHBIX JOKYMEHTOB; YMETh COCTaBISITh W O(OPMIISITH OCHOBHBIC BHIBI
OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOB.

3aHATUST TPOBOISATCS C Y4ETOM TpPeOOBaHWMA, M3IOKEHHBIX B 33aJaHUAX M Ha OCHOBE
Mpe/yIaraeMbIX YIpaBICHYECKIX CHTYaIHH.

3aHATHS MOTYT OBITh TPOBEACHBI KaK TPAAWIMOHHBIM CIIOCOOOM, TaK W Ha
MIEPCOHATTFHOM KOMITBIOTEPE C HCITOJIB30BAHHEM COBPEMEHHBIX TEKCTOBBIX PEJAKTOPOB W IO
CTIEMANBHO pa3pabOTaHHBIM METOIUYECKUM YKa3aHUSIM.

[MoxroToBka K 7a0OpaTOPHBIM 3aHSATHAM IPEIyCMaTPUBAET CAMOCTOSITENBHYIO paboTy
CTY/ICHTOB TI0 U3YYCHHUIO JICKIIHOHHOTO Kypca, ICTOYHHUKOB U JINTEPATYPHI, PEKOMEH/IOBAaHHBIX K
KaKJIOMY 3aHSTHIO.

Ha kaxxom 3aHsATHH POBOIUTCS ONPOC U KOJUIEKTUBHAS Oecesa 1o TeMe, pa3bsCHAIOTCA
uenu W 3amaud e€ wu3ydyeHus. Pe3ynbraThl  caMOCTOSITENIbHO — BBIMIOJIHEHHBIX —3a/aHUMN
MpernogaBaTellb IpoBepsieT B KOHIE 3aHATHH. [IponyieHHbie 3aHsITHS CTYACHTHI OTpa0aThIBAIOT
CaMOCTOSITENIHO B JIAOOPATOPUH IOKYMEHTOBEACHHUS, B KOTOPOH BeAETCs y4eT 0TpabOTOK.

Ii1anbl JIa0OPATOPHBIX 3aAHATHI

Tema 1: JlokyMeHT 1 ero QYHKIHH , MOHATHS JOKYMeHT U nHpopMaIus — 8 4acos.

Lenb 3aHATUS — aHANIW3 PA3BUTUS MOHATHH «MHGOPMaLU» U «IOKYMEHT», ONpeeIcHHe
(YHKIUNA TOKYMEHTOB.

B pe3ynbraTe BhINOIHEHUS 3a/1aHU CTYACHT JOJDKEH:

—  umemb npeocmasjieHue O B3aUMOCBSA3M MOHATUH «MHMOPMALUA» U «ITOKYMEHT»,
Pa3BUTUM TOHSATHUS <«IOKYMEHT», Pa3BUTUU CHOCOOOB JOKYMEHTHPOBAHHMS U UX CBS3H C
MaTepHUaTbHBIMU HOCUTEISIMU HH(POPMAIIUH;

—  YMeTb OIpeaeisaTh GYyHKIIMU KOHKPETHOTO IOKYMEHTA.

3aganus AJ151 CAaMOCTOATEIbHON padoThl.

1. [TIlpoananusupoBarh yHoTpeONeHUE MOHATHS JOKYMEHT U €ro CHHOHHMOB IIO
«['enepanbHoMy pernameHTy» 1720 r., «OOmemy rybepHCKOMY yupexiaeHuto» 1775 r.,
«O01meMy yupexJIeHHI0 MUHUCTepCTB» 1811 T.

2. llpoananu3upoBaTh Pa3BUTHE MOHITUS «IOKYMEHT» MO CJIOBapsM M CIElHaTbHOU
nuTeparype.

3. Ilpoananu3upoBaTh pa3BUTHUE TEpMHUHA «HMHPOpMAlMA» TO CIOBApsAM H
OenepanbHoMy 3akoHYy «O0 uHbOpManuu, HUHPOPMAIMOHHBIX TEXHOJIOTUAX M O 3allUTe
UH(pOpMaIUN»

4. TlpoaHanu3upoBaTh pa3BUTHE TEPMUHA <«JOKYMEHT» IO TOCYJapCTBEHHBIM
CTaHJapTaM.

5. Onpenenuts GYHKIUHU CIEAYIONUX JOKYMEHTOB:

- kyrmyas kabana Hukutel KosnoBa Ha xonona MBana [1aBnosa 23 mas 1494 rona;
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- panopt renepain-tipokypopa Cenara W.IO. TpyOernkoro wummneparpuie EnmszaBere
IletpoBHe o mnpuesne B IlerepOypr u3 Spocnasns tearpanbHoi Tpynnbel @.I°. Boiskosa 3
depans 1752 rona;

- Hexper CHK «O npaBwiax noAnucaHusi JEHEXKHBIX Oymar, JTOKyMEHTOB, OpPJIEPOB,
OTHOIIIEHUH, CIIPAaBOK U T.11.» OT 12 nexadbps 1921 r.;

- Ilocranosnenne BIHUK u CHK PC®CP «O mnopsizike M0JIb30BaHMS IMEYaATSIMU C
rocynapctBeHHbIM repooM PCDOCP» ot 15 nexabps 1936 r.;

- mnocraHoBienus LK KIICC u Cosera wmunucrepctB CCCP «O wmepax 1o
COBEPIICHCTBOBAHUIO U YJICIIEBIICHUIO anmnapara yrnpasiaeHus» ot 13 oktsaops 1969 r.;

- @3 “O06 unpopmarnu, THPOPMAITMOHHBIX TEXHOJIOTHUSIX U O 3alIuTe UHpopManuu”.

6. IlpuBectu mpumMepbl JOKYMEHTOB, BBITIOTHSFOIIUX CIIEAYIOMINE (yHKITHH:

- yIpaBJlieHYEeCKasi;

- IpaBOBasi;

- collMaNbHas;

- KyJlIbTYypHas;

- ICTOPUYECKOTO UCTOYHHKA;

- UTHQOpPMAIMOHHAs;

- ydera.

YkazaHus 0 BbINOJIHEHUIO 3aJaHUIA.

1. M3yunth 3aKOHOJATENbHbIE aKThl U BBINHCATH BCTPEYAIOLIMECS B HUX CHHOHHMBI
MOHATHS <JIOKYMEHT». BBIIBUTH 3Hau€HHUE MOHATHH <«Ieoy», «OyMmara», «axkT», «IenoBas
Oymaray, «ciy>KeOHbI JOKYMEHT», 1aTh UX OMpEeJesieHHe, €CI OHO MPUBEICHO B UCTOUYHUKAX.
[Ipoananu3upoBath, B KAKUX CIy4dasx YIOTpeOIseTcs KaK0€ MOHITHE.

2. I[lo BBIHCKaM U3 CIOBApPEN U CHEIUATIBHON JIUTEPATYPhl ONPEAETUTh, KAKHE aCIIEKThI -
WH(POPMAITMOHHBIHN, TPABOBOM, YIpaBIECHYECKUM, HCTOPUUECKUM - JIETJIU B OCHOBY OIPEACIICHUS
MOHATHS «IOKYMEHT.

3-4. U3 rocymapctBennbix ctanaaptoB: ['OCT 16487-70 «Jlemonpou3BOACTBO |
apxuBHoe geno. Tepmunbl u ompexaeneHus»; ['OCT 16487-83 u I'OCT P 51141-98
«/lenonpousBoactBo u apxuBHOe aeno. Tepmunbsl U omnpenencHus»; ['OCT P 7.0.8-2013
«/lenonpounsBoacTBo u apxuBHOe neno. Tepmunsl u onpeaeneHus»; [OCT P UCO 15489-1-
2007 VYmpaenenue gokymeHTamu. OOmme TpeboBanus; DenepanbHoro 3akoHa «0O0
nHpopManuu, WHGOPMAITMOHHBIX TEXHOJOTHUAX U O 3amuTe uHpopManum» ot 27 urons 2006
No149-®3 Beimucath ompeneiacHUuss TEPMHUHOB «UHMOPMAIUI» U <«IOKYMEHT» M YCTAaHOBHUTb,
KaKhe achekTbl (HocuTenu HHpopMaluu, crnocoObl ee (UKCUpPOBAaHMS, IOPUAMYECKas Cuia
JOKYMEHTA U JIp.) U GYHKIHMH JOKYMEHTA 3aJ10KEHBI B 3TUX ONpeAeTCHUsX.

5. OmnpenenuTes QYHKIMM JOKYMEHTa, T.€. €ro IeJieBoe Ha3HayeHHe. BbIIBUTH
MOJJIMHHYIO IIeJIb CO3JIaHusl JIOKyMEHTa W 3areyaTiieHHus 3aKIIOYeHHOW B HeM HHbOpMaIuy,
MPOaHAJIN3UPOBATh POJb JOKYMEHTAa B JaHHOW CUTyalluu HAOKyMEHTOooOpa3oBaHHs. Tak Kak
JOKYMEHT NOJu(YHKIIMOHAIEH, IEPBOM yKas3biBaeTCsl GYHKIIMA, 3a/aHHAsl JOKYMEHTY aBTOPOM.
O/HOBPEMEHHO OTMETHUTh, KAaKUE U3 Ha3BAHHBIX (DYHKIMH JOKYMEHTa HOCAT OOLIMi, a Kakue -
YaCTHBIN XapakTep.

6. IlpuBectu mpuMepsl JTOKYMEHTOB, OONAJAIONIMX HA3BaHHBIMU (DYHKIMSMHU, yKa3aTh
Ha3BaHUE BHJA, 3aroJIOBOK M JaTy AokyMmeHTa. [lng ¢yHKuuil ydera M HpaBOBOM MOXKHO
IIPUBECTH MPUMEPHl COBPEMEHHBIX JOKYMEHTOB, I IOCTOSHHO JAEHCTBYIOIIMX (QYHKIUN
(uH(OpPMAITMOHHOH, COLMANBHOM, KYJIbTYpPHON, HCTOPHUUECKOTO UCTOYHHKA) MPUBECTU MTPUMEPHI
JOKYMEHTOB Pa3JINYHbIX HCTOPUYECKUX DIOX.

KoHTposbHbIE BONIPOCHI:

1. Kak pazBuBanuch moHATUS «HHGOPMALIUSD» U «TOKYMEHT»?

2. Kakue acmexkTsl YenoBEUEeCKON JESITENbHOCTH OTPAKEHbl B ONPEIEIICHUSX
TEPMHHA «IOKYMEHT» ?

3. [lepeuncaure GyHKINU TOKYMEHTA.
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Hcrounnkm u tureparypa

Hcroynuku:

@enepanbubiii  3akoH PO ot  27.07.2006 1. Nel49-03 «OO6 wuHbopmanmy,
MH(POPMAIIMOHHBIX TEXHOJIOTHAX W O 3amuTe uHpopManum» // [DIeKTpoHHBIH pecypc]. — M.,
2019. — Pexxum nmocryna: http://www.consultant.ru/document/cons_doc LAW_61798/.

®enepanbubiii 3akoH ot 06.04.2011 Ne 63-03 “O0 snekrponHod mnommucu’” [/
[DnexTpOoHHBIN pecypc]. — M., 2019. — Pexum JoCcTyma:
http://www.consultant.ru/document/cons_doc_LAW_112701/.

Metouyeckie pekoMEHIAlUU M0 Pa3pabOTKe MHCTPYKUMHM IO JEJIONpPOU3BOJACTBY B
roCy/lapCTBEHHBIX OpraHax, OpraHax MeCTHOro camoyrpanieHnus, yTB. [Ipukaszom PocapxuBa ot
24.12.2020 Ne 199 /I [Dnektponnsiii pecypc]. — M., 2021. — Pexum mpocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

I'OCT P HCO 15489-1-2019 Hamumonaneneiii cranmapt Poccuiickoir ®eneparium.
Cucrema cTaHAapTOB MO MHPOpPMAIHK, ONOINOTEYHOMY U M3AaTenabckomy aeny. Undopman3us
U JOKyMeHTalus. YnupaieHue jpokymeHtamu. Yacte 1. Tlonstus w  npuHmmns. [/
[DeKTpOHHBIH pecypc]. - M., 2021. Pexxum JI0CTYyTA: http://
http://www.consultant.ru/document/cons_doc_LAW_ 329486/ .

I'OCT P 7.0.8-2013 [denonpou3BOJACTBO U apXWBHOE J1€710. TepMHUHBI U OMPEACIICHUS. -

[DnexTpoHHBII pecypc]. — M., 2019. Pexum JOCTyma:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
Jlureparypa:

beikoBa T.A. JlokyMeHTammoHHOE oOecrieueHrne yrpaBiaeHUs (ZI€I0TPOU3BOJICTBO)
[DnexTponHbIit pecypc]; yuedHoe mocooue/ T.A. breikora, T.B. Ky3nenona. -2-¢ uzn. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. - Pexxum JIOCTyTa:
http://znanium.com/go.php?id=942800/

Pa3naTouHnblii MaTepua K 3aHATHAM:

1. T'enepanbHbIil pernament 1720 T.

2. OOGmiee ryoepHcKoe yupexaenue 1775r.

3. OOmiee yupexaenne MUHHCTEpCTB 1811T.

4. COOpHHK 3aKOHOJATEIbHBIX aKTOB IO JAeI0ompou3BoAcTBy (1917-1970):

5. BeInucku ¢ onpeAeneHUSIMH HMOHATUSA «IOKYMEHT», «MH(QOpMaIuUs» W3 CIIOBapei,
SHIMKJIONEIUIN U CTIENUAIbHOMN JINTEPATYpPHI.

6. T'OCT 16487-70, TOCT 164867-83, TOCT P 51141-98, T'OCT P 7.0.8-2013
Jlenonpou3BOACTBO U apXUBHOE J1eJ10. TepMUHBI U ONIpeIeICHHUS,

7. TOCT 6.10.1.88 VYHudunupoBaHHble cucTeMbl JOoKyMeHTanuu. OCHOBHBIC
MOJIOKECHHUS,

9. Meroaunueckue peKOMEHAINH 10 pa3pab0TKe UHCTPYKIUI MO AEJIONPOU3BOACTBY B
rOCyIapCTBEHHBIX OpraHax, OpraHax MECTHOTro camoyrpasienus, yTB. [Ipukaszom PocapxuBa oT
24.12.2020 Ne 199 /I [DnexrponHblii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_ LAW_373895/.

I'OCT P HCO 15489-1-2019 HamnuonanwsHbiii crangapT Poccuiickoii ®Dexnepariui.
Cucrema ctanAapToB 1o MHPOPMAIHH, OUOIHOTEYHOMY U U3aaTenbeckomy neny. Undopman3us
U JOKyMeHTalus. Ymupaienue gokymentamud. Yacte 1. Tlowstus w  npuHmunel. [/
[DneKTpOHHBII pecypcl]. - M., 2021. Pexum JOCTYyTIA: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

10.®enepanbhsbiii 3akoH «O0 nHpopManu, HOOPMAITMOHHBIX TEXHOJIOTHSIX U O 3alIUTe
uHpopmanum» ot 27 urosst 2006 Ne149-03

Tema 2. Cnioco0bl JOKYMEHTHPOBAHUSI H MaTepHalbHbIe HOCUTEJIM MHpOpManuu —
8 yacoB


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
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Lenpb 3aHATHSA — U3yYEHUE PA3IMYHBIX CIIOCOOOB 3arneyaTieHust HH(QOpMAaIHH.

B pesynbTraTe BBINOJIHEHHS 3aJaHUH CTYIACHT JOJDKEH:

—  3Hamb QYHKIUH JOKYMEHTA, CIIOCOOBI 3arneyatiaeHus HHPpOpMaIiH, STabl pa3BUTHS
TEKCTOBOT'O JIOKYMEHTUPOBAHUS;

3apanus AJs1 CAMOCTOSITEJIbHOM padoThlI.

- UM3yuutp »3Tambl TEKCTOBOIO JOKYMEHTHPOBAHHUS, O3HAKOMHUTBLCS C 0Opa3namu
MUKTOIPaMM H JIOTOTpamMM, JIaTh UX KPaTKYyIO0 XapaKTEPUCTHUKY.

- O3HakOMUTBCS ¢ OOpa3laMu TEXHUYECKHUX JOKYMEHTOB M 3amucaTbh UX COJEp)KaHUe
TEKCTOBBIM CIIOCOOOM.

Yxka3aHusi 10 BbINOJHEHHUIO 32IaHU .

1. M3yunTh nUKTOrpaMMbl W JIOIOIpPaMMBbl, NPEJCTaBIEHHblE B KoJUleKUuU. JlaTh
onucanue 1-2 nukrorpamm. IIpoBecTH aHamu3 3HAKOB JIOTOIpaMM, YYUTHIBas MpPU 3TOM, UTO
3HaKy COOTBETCTBYET CJIOBO. 3apucoBaTh 2-3 o0Opa3lia ¥ ONpeNeiuTh MpPEUMYIIecTBa U
HEJ0CTaTKU JIOrOIPAMM.

2. N3yuuts 1-2 yeprexa U TEKCTOBBIM CIIOCOOOM 3aMKCcaTh UX COAEpIKaHUE.

KoHTpoJbHBIE BONIPOCHI :

1. KakoBblI 3Tarsl pa3BUTHS TEKCTOBOTO JOKYMEHTUPOBAHUS ?

2.KakoBsI criocoObI 3areyaTiieHuss HHPOopMaIuu ?

3.Kakne croco0bl JOKYMEHTHPOBAHHUSI MOSIBIITUCH B 19 Beke?

Jlureparypa:

brixoBa T.A. [lokymeHTarmoHHOe oOecrieueHne YIpaBjeHUs (JeTOTPOU3BOICTBO)
[DnexTponHbIii pecypc]; yuedHoe mocooue/ T.A. brikora, T.B. Ky3nenona. -2-¢ uzn. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. - Pexxum JIOCTyTa:
http://znanium.com/go.php?id=942800/

Pa3naTouHnblii MaTepua K 3aHATHAM:

Komnekuust nukrorpamm, jororpamm 1 10kyMeHTOB XI-XX BB.
Habop nmnakaros.

Crnaiiipl 1O UCTOPUM PA3BUTHSI CIIOCOOOB TIOKYMEHTHUPOBAHHUSL.

Tema 3. ®@opmyJasip JIOKYMEHTA M ero cocraBHble 4actu. Ucropusi pa3Butus
dopmyasipa nokymenta — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 32 yaca

®opmyJasp nokymenta XVI - XVII BB. —

Lenp 3aHATHA — BBISBIEHHE 3aKOHOMEPHOCTEH CKIIaJbIBaHUS M pa3BUTUS (opMyIspa
TEKCTOBOTrO ciryxkeoHoro nokymenta XVI-XVII B..

B pe3ynbraTte BINOIHEHUS 3aaHUN CTYICHT JIOJDKEH:

— umemv npeocmagienue O CKIAJbIBAHUM U PA3BUTUM (GOPMYIsipa TEKCTOBOTO
JOKYMEHTa B IIPUKA3HOM JeJIONIPOU3BOICTBE;

— 3namp Bunsl fokymeHToB XVI-XVII BB., coctaB ¢popmynsipa; Ha3BaHUS PEKBHU3UTOB
U TIOPSIIOK MX 0(OPMIIEHUS;

— yMeTb ONUCHIBaTh KOHKpeTHble JokyMeHThl XVI-XVIlI BB., cocraBimss ux
(bopMynspHI.

3agaHus 17151 CAMOCTOAITEILHOM padoThI.

1. 3yuuTh BUBI M PA3HOBUIHOCTH JJOKYMEHTOB !

1.1 Tlo kpaTkoMy CJIOBapi0 BHJOB M PA3HOBHIHOCTEH TOKYMEHTOB BBINHCATH BUIbI
JOKYMEHTOB;

1.2 Tlo KOJUIEKIMH BBISIBUTH BHJIBI JOKYMEHTOB, OOBSICHUB METO/I OTIPEAETICHUs KaXKI0Tr0o
BUJIA.

2. BbIBUTH U onucaTh 0COOEHHOCTH 0003HAUEHUS aBTOPA IOKYMEHTA, yKa3aB :

- CIY>K€OHBIN MU JINYHBIN JOKYMEHT;

- KOJUIEKTUBHBIN MJIM MHUBHUIyalbHbIN aBTOD;
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- popmy 0003HAYEHUS ABTOPCTBA, MECTO €r0 PACIIOIOKEHHUS B GOPMYIISIpe JOKYMEHTA;

- 0COOCHHOCTH OIpEeNICHHs aBTOPA.

3. [Ipoananu3upoBaTh COCTaB M COCOOBI 0003HAUCHHS PEKBU3UTA «apecaTy :

- BBIIIUCATh PUMEPBI aAPECOBAHUSI IOKYMEHTOB;

- M3Y4YUThb COCTaB, CIIOCOO HaNMCaHUS aJpecaroB JIOKYMEHTOB, IIOCBUIAEMbBIX U3
HIDKECTOSILLIET0  YUPEXKIEHUsT B  BBILIECTOALLEE, JAOKYMEHTOB, KOTOPBIMH OOMEHHBAINCH
PaBHOCTOSIINE YUPEXKIACHUS, U TOKYMEHTOB, HAIIPABJISIEMBIX U3 BBILIECTOSIINX YUPEKICHUI B
HUKECTOSLIHE.

4. 3yuuTh crIOCOOBI TaTUPOBKHU TOKYMEHTA !

a) ONpEeNIeNIUTh JaThl U3y4aeMbIX JOKYMEHTOB;

0) yCTaHOBUTb IPU3HAKHU AATUPYIOLIETO XapaKTepa;

B) NIEPEBECTU YCTAHOBJIIEHHBIE AThI C 3PbI «OT COTBOPEHUS MUPa» Ha 3Py «OT POXKAECTBA
XpHUCTOBay, C IOJMAHCKOTO KaJleHJaps Ha TPUrOPHAHCKUM.

5. M3yunTh cocTaB ylOCTOBEpEHHUS JAOKYMEHTA : ONPENENIUTh HaJIU4yue, COCTaB, MECTO
PacroJIOKEeHUs IOIIUCH U CKPEIbI.

6. OnucaTh XapakTep OTMETOK Ha TOKyMeHTax. OnpelennuTs UX Ha3HaYEHUE.

7. OmnpenenuTh TPaAUIMOHHO-CIOXKHUBUIYIOCS CTPYKTYpy TEKCTa U OCOOEHHOCTH
U3JI0KEHHUS COJIEpP’KaHUs OTAEIbHBIX BUIOB JOKYMEHTOB (4e00nTHAas!, FpaMOTa, OTIHCKA).

Yka3aHus 110 BbINOJHEHHUIO 32/1aHUM:

3ananust Ne 1-6 MOKHO BBITOJIHATH C TOMOIIBIO TAOIHIIBI Ciieyronel GopMbl:

Bun ABTOp Anpecar [Hata Cocras Ormerka Ha
JOKYMEHTa YIOCTOBEPEHUS JOKYMEHTE

1. Bemmucarh Ha3BaHMs BUJOB JOKYMEHTOB, 0OpaTvB BHHMaHHE HA KOJUYECTBO BHUJIOB U
pasHoBuaHoctel B XVI-XVII BB.

Bunel 1OKyMEHTOB clie[lyeT BBINMUCHIBATH MO CIEIYIONIUM TPYIIaM: PaclopsaIuTebHbIe
JOKYMEHTBI (HampuUMep, YKa3bl, TpaMOThl, HAKa3HbIE, MMaMATH), Nepenucka (mamsTH, OTIHCKH,
YeJIOOUTHBIE | T.I1.).

Bunel 10KyMEHTOB H3Yy4HUTh TakKe€ MO KOJUIEKIIMM KOMHUHA JOKyMeHTOB. Tak Kak
OOJIBIIMHCTBO JIOKYMEHTOB HE MUMEET BBIJEIEHHOI0 0003HAYEHUS BUJIA WJIM Pa3HOBUIHOCTH, TO
HAJ0 HX OMNPEACNTUTh CAMOCTOSITEJILHO M OINHCaTh METOJbl OIpejeNieHus: (aHalu3 TeKCTa,
crenugrKa U3JI0KEHUS COACPKAHUS WU CIIOKUBILAACA UePApXUsl TOKYMEHTOB).

2. Tlo komnexkuum XVI - XVI BB. BHHMATEIBHO IPOYUTATh COJCPKAHUE KaKIOTO
JOKYMEHTa M yKa3aTh aBTOpa - co3JaTelis JTOKyMEHTa (y4pekAeHHe) U MOAPOOHO OOBSICHUTH,
KaKiuM 00pa3oM yCTaHOBJICH JIaHHBIN aBTOP.

3. BHuMaTenbHO MNPOYUTATh AOKYMEHTHI MPEUIOKEHHOM KOJUIEKIIMM M CTOJIONa U
OTIPENIeIUTh MECTO PACHOJIOKEHHUS ajapecara, ero coctaB M (opMy, BBIIUCATH HECKOJBKO
MIPUMEPOB.

Jlng aHanmu3a NTOKyMEHTOB, KOTOPBIMH OOMEHUBAIHNCH YUPEKACHUS, CIEAYET B3ATh TaKHe
BUJIBI KaK YyKa3, TIpaMoTa, 4eloOuTHas, oTmnucka. [IpocrnenuTh W BBIIHKCATh TPUMEPHI
opopmiIeHHsT B HHUX ajpecara W TO COACPKAHUIO OMNPEACTUTh KOHKPETHBIE YUPEKICHHS,
KOTOPBIM aJIpeCOBaHbI TOKYMEHTHI.

4. YCTaHOBUTH JaTy CO3JaHUS JOKYMEHTa - TOYHYIO, MPUOIMKEHHYIO, BEPOSITHYIO C
MOoAPOOHBIM OOBSICHEHHEM JATUPYIOLIETO MpH3HaKa (ColepKaHUe JTOKYMEHTa, BpeMs NeHCTBUs
MCTOPUYECKUX JIUI] U T.1.). YCTAaHOBIEHHYIO IO dp€ «OT COTBOpPEHHS MHpay» (Hampumep, 7168,
KOr/1a mepBasi mudpa omyckanach - 168) naTy nepeBecT Ha 3py «OT pokaecTBa XpuctoBay. s
atoro ot 1udpsl 7168 Beruects nudpy 5508 unu 5507 (ans coOBITHIT MapTOBCKOTO CTHIIS) U
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5508 ummu 5509 (mst cobbITHii ceHTA0pbekoro ctuiis). K mHio Mecsna crneayer npubaBuTh nudpy
JECATh, YTOOBI MOJYYUTH ATy IO HOBOMY CTHIIIO.

5. CocraB ynOCTOBEpEHHUs JOKyMEHTa HaudaTb H3y4aTb €O CTOJIOLA, [0 KOTOPOMY
ONPEEIUTh MECTO MOANUCH (KIPUIIUCU») U XapakTep ee HanucaHus. [1o KoJiekuuy BhISICHUTH
COCTaB CIIYKWJIBIX JIFOJEH, ITOJIUCHIBAIOIINX U CKPEIUISIOIUX TOKYMEHTHI.

6. Beimucate Bce OTMETKM Ha JOKYMEHTaX, OTMETHB MECTO WX HaIMCAaHUs, HX
Ha3HA4YCHME U UCIOJIb30BaHUE JJI1 YTOYHEHUS XapaKTEPUCTUKH TOKYMEHTA.

7. IlpoaHamu3upoBaTh HECKOJIBKO BHUAOB JOKYMEHTOB, YCTaHOBUTb, HMEETCS JIU
XapakTepHas A KaXJ0ro BHJA CTPYKTypa TEKCTA, KAKUMH YCTOWYUBBIMU CIOBOCOYETAHUSIMH
OTJINYAETCs OAWH BUJ OT APYroro.

Jlig aHanmu3a MOXKHO B3STh TaKW€ BHJbI JOKYMEHTOB Kak yKa3, MamsTh, 4eJoOuTHas,
OTIMCKA.

Matepuaibsl aHaJIM3a JIy4llle IPeICTaBUTh B TAOIUYHOU opMe :
Bun noxymenTa Beenenue OcHOBHas 4acTh BaxsroueHue

KoHTpoJibHBbIE BONIPOCHI:

1. YUem onpenensnachk CTpyKTypa TEKCTa U HAUMEHOBAaHUE BHUJ1a JOKyMEHTa ?

2. KakoBbl 0COOCHHOCTH BHENTHETO 0(OPMIICHUS JOKYyMEHTa ?

3. Kakue npusHaky MOMOTarOT ONPEAEIUTh ABTOPCTBO JOKYMEHTa ?

4. Kak onpenenuth BpeMsi coCTaBieHUs JoKyMeHTa ? OcoOeHHOCTH 0003HAYCHUS JAAaThl
nokyMenta XVI - XVII BB. ?

5. Kak yocToBepsuiuch JOKYMEHTHI ?

HcTouyHuKM U JJUTEpaTypa

Hcrounuku:

Kpatkuii cinoBaps BUZIOB M pa3HOBUIHOCTEN TOKYMEHTOB.-M.,1974.

Jluteparypa:

brikoa T.A. JlokymMeHTaIlmoHHOE OOECIICUeHHE YIpaBiIeHUs (JETONPOU3BOICTBO)
[DnexTponHbIi pecypc]; yueoHoe mocooue/ T.A. breikoBa, T.B. Ky3nemnonsa. -2-¢ uzn. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 c. - Pexum JIOCTYyTIA:
http://znanium.com/go.php?id=942800/

Pa3naTouHnblii MaTepuas K 3aHATHAM:

1. Cronber XVII B.

2. Konnexuun konuit fokymeHToB XVI-XVII BB.

3. Kpatkuii ciioBapb BUI0B ¥ Pa3HOBUHOCTEH JOKYMEHTOB.

DopmyJisap nokymenra XVIII B. —

Lenp 3aHATHS — W3YYEHUE PAa3BUTHSA M OCOOCHHOCTEW (OPMYIISIPOB CIIyKEOHBIX
nokymentoB XVIII B.

B pe3ynbraTte BBINOTHEHUS 3aaHUN CTYICHT JOJDKEH:

— umemdv  npedcmagienue O  3aKOHOJATEIbHOM  PEryJUpOBAaHUM  Ipoliecca
JOKYMEHTUPOBaHUS U pa3BUTUU Gopmyisipa nokymeHTa XVIII B;

— 3Hamb 3aKOHOJIATEeNIbHbIE aKThl, pErJaMEeHTHPYIOLINE TOCTAHOBKY JeONPOU3BOICTBA
B XVIII B, Buabl J0KyMEHTOB, cocTaB (opmysspa JOKYMEHTa, IpaBuia O(QOPMIICHUS
PEKBU3UTOB;

— yYMeTb ONHUCHIBaTh KOHKpeTHbIe MoKyMeHThl XVIII B., coctaBnss ux Gpopmynspsi.

3aganus 11 CAaMOCTOSTEIbHON PadoThI:

1. 3yunTh BUJIBI U pA3HOBUIHOCTH JIOKYMEHTOB:

- BBIIIMCATh BU/IbI JOKYMEHTOB, YCTAaHOBIIEHHBIE [ €HepaIbHBIM periiaMeHTOM
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- u3 «Kpartkoro crmoBapsi BHUJIOB W PA3HOBUIHOCTEH JOKYMEHTOB)» BBIIUCATH BHJIbI
noxkyMenToB X VIII B.

- U3 JIeJ] MECTHBIX YUPEeXICHUH BBIIIUCATH BCE BUJIbI JOKYMEHTOB U OTMETUTh U3MEHECHHUS
B TEXHUKE JIOKYMEHTHUPOBAHUSI.

2. Ha mpumepe AOKYMEHTOB MECTHBIX YUPEXKICHHH MPOAaHATU3UPOBATH CIOKHUBIIHECS
MpaBUJia HAMTMCAHUS aBTOPA, BHISIBUB:

a) 0COOCHHOCTH 0(hOPMIICHUS aBTOPA CITYKEOHBIX M JIMYHBIX TOKYMEHTOB

0) 3aBUCUMOCTh 0003HAUYEHUSI PEKBU3HUTA «aBTOP» OT 0003HAYEHUS aJipecara JOKYMEHTA.

3. [Ipoananu3upoBaTh 0003HAUEHUS PEKBU3UTA «aJlpecary:

a) BIMUCATh U3 ['eHepabHOTO perjaMeHTa ONMKMCAHUE CUCTEMbl MUChbMEHHBIX CHOIICHHI
3BEHBEB aImapara yrnpaBJIeHUs

0) MO JOKyMEHTaM MECTHBIX YYpEXKJIEHUN ONucaTh MOPAIOK OGOPMIICHHUS PEKBU3UTA
«anpecar», OTMETHUTh OTJIUYHUTEIIbHBIE OCOOCHHOCTH TOpAJIKA aqPECOBAHHUS JOKYMEHTOB II0
cpaBHeHuIO ¢ X VI-XVII BB.

4. Onucatrh TOPANOK JAaTUPOBAHUS JOKYMEHTOB. JlaTb mpumepbl BCeX BUIOB JaT C
MEePEBOJIOM MX Ha TPUTOPUAHCKHUI KaJeHIaph.

5. M3yuuTh cocTaB yI0CTOBEPEHUS JOKYMEHTOB:

- BeIMKCaTh U3 [ €HepabHOTO perjiaMeHTa MpaBuiia YA0CTOBEPECHHS TOKYMEHTOB

- OMKCATh COCTaB MOAMKUCH TI0 IOKYMEHTaM MECTHBIX YUPEKICHUH.

6. Onucarb BUJIbI OTMETOK HA IOKYMEHTAaX.

7. VI3yunTh NPUHIIUIIBI OPTaHU3AINHA TEKCTa HECKOJIBKUX BUIOB JJOKYMEHTOB.

8. CoctaBuTh OPMYIISIPHI ABYX JOKYMEHTOB.

Yka3zaHusi 10 BLINOJTHEHUIO 3aIaHUi

1. BbIIBUTH BHABI JOKYMEHTOB, YCTaHaBIMBaeMble | CHEpaTbHBIM PETJIAMEHTOM,
nonojHUTh UX Buaamu nokymeHToB XVIII B., mpuBenénusimu B «KpaTtkom cioBape BHAOB H
Pa3HOBUIHOCTEH TJOKYMEHTOBY W BBITIMCATh WX orpeaesieHus u3 CroBapsi.

N3yunTh MTOKYMEHTHI JIe]1 MECTHBIX YUPEKIICHWW, BBHIMUCHIBas HAMMEHOBAHUS BHJIOB U
oOparas BHUMaHHE Ha TEXHUKY JOKYMEHTHPOBAaHHMS, BOISHBIC 3HAKH, TepOOBYIO Oymary.

2. 3amanus No 2-6 MOKHO BBITIOJIHATH C IIOMOTIBIO TaOJIUIIBI cleayromend GopMsr:
Bun Astop: |Anpecat: [[ara: |[Texkcr: Cocras OTMeTKa Ha
JIOKYMEHTA! (xp. comep.) YIOCTOBEPEHUS  [TOKYMEHTE

OOpaTuTe BHUMaHHE Ha MECTO PACIIOJIOKEHHS] PEKBU3UTA «aBTOP»U OMHUCATh IpaBUiIa
ero oopmIIeHHUS B 3aBUCUMOCTH OT PEKBU3UTA «aJpecaTy.

3. W3yunts no I'eHepanbHOMY periamMeHTy M JOKYMEHTaM MECTHBIX YUYPEXKICHUM
npaBuia oOopMIICHHS PEKBU3HTA «aJipecary. BoinucaTs mpaBuiia U IpUMEpPHI aipecOBaHUS.

4. Ilpoananu3upoBaTh BCE HMEIOIIMECS JaThl B JOKYMEHTE U OINPENCIUTh UX
Ha3HA4Y€HME, BBIMUCATH IPUMEPBI U ONIMCATh MECTO PACIIOJNOKEHHS KaX O J1aThI.

5. M3yunTts npaBuiia yI0CTOBEPEHUS TOKYMEHTOB 10 ['€HepalbHOMY perylaMeHTy. 3aTeM
MIpOAHATU3UPOBATh 0(OPMIIEHHE NOANNCH B JOKYMEHTaX, BU/bI ITe4aTei.

6. Beinucatb Bce OTMETKHM Ha JOKYMEHTaX, yKa3aB, Kakue U3 HUX nossuwinch B X VIII B.

7. Ilo TI'eHepallbHOMY peErJIaMeHTYy Ha IpUMEpPE IpPaBHI COCTABJIICHHUS IPOTOKOJIA
OTpeaeuTh TpeOoBaHusl, MpeabsaBisieMble K TeKCTY (T1. VI, XXX). BHuMaTenbHO 4nuTas TEKCTHI
HECKOJIBKUX JOKYMEHTOB, OIIUCaThb UX CTPYKTYpY, NPOCIECKHUBAs €€ MU3MEHEHUE B Pa3IMYHBIX
BUJAX; NPUBECTH NPUMEPHl BHJOB TpadapeTHbIX JOKYMEHTOB, OTMeuYass KaKUM IyTeM
MIPOBOJIMIIACH TpadapeTH3alysL.

8. Onucarb TOKYMEHTHI 110 CIEAYIOLIEH CXEME:

- BUJI (Pa3HOBUIHOCTb)

- aBTOPp
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- azgpecar

- TEKCT

- rata

- COCTaB yJJOCTOBEPEHUS

- MOJUIMHHOCTb (KOIUITHOCTB)

KonTpoabHble Bonpochl

1. HazoBute ocobennoctu popmel nokymenta X VIII B. ?

2. Kakue TpeOoBaHUs TIPEABABISAIOTCA K OPOPMIICHUIO TPOTOKojda 1o ['eHepaibHOMY
periiameHTy?

3. B uem nposiBuIach TEHAEHIMS K YHU(PHUKALUU JOKYMEHTOB ?

4. Omumwure CUCTEMYy NHCHMEHHBIX CHOIICHWIH 3BEHBEB ammapaTa YHpaBJIeHHUS IO
I'enepanbHOMYy perinameHTy ?

Hcrounuku u 1uTeparypa

brikoBa T.A. J[lokymeHTarmoHHOE oOecrieueHrne YIpaBieHUs (JI€IOTPOU3BOJICTBO)
[DmexTpoHHEIH pecypc]; yaebnoe mocobue/ T.A. brikoBa, T.B. Ky3neroBa. -2-¢ u3n. nmepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. - Pexum JIoCTyma:
http://znanium.com/go.php?id=942800/

Pa3znaTouHblii MaTepuaJl K 3aHATHAM

1. I'enepanbhsiii permament 1720.

2. JlokyMeHTHI (7ie51a) MECTHBIX yupexaeHui 18B.

3. Kpatkuii cnoBapb BUJOB U Pa3HOBUAHOCTEN JOKYMEHTOB.

®opmyJsip nokymenra XIX Beka —

Lenp 3aHATHS — W3Y4YEHHE pa3BUTHUS U OCOOCHHOCTEH (HOPMYISIPOB CITY’KEOHBIX
nokyMeHToB XIX B.

B pe3ynbraTe BBINONHEHUS 3a/1aHU CTYACHT JOJDKEH:

— umemb npeocmasiieHue O PErJaMEHTAllUM TIpoliecca JOKYMEHTHPOBAHUS B
3aKkoHOJaTenbHbIX akTtax XIX B., pa3Butuum Qopmynspa JTOKYMEHTa, TEHICHIUIX
TpadapeTusauuu JOKyMEHTOB;

— 3Hamp Buabl J10kyMeHTOB XIX - B., ocoOeHHOCTH HX OGOPMIIEHHS, COCTaB
bopmynsipa, nosBiieHUE OJaHKOB U UX BUJIbI, MOSBICHUE OTMETOK Ha JOKYMEHTaX, OTPaKArOIINX
UX BUKEHHUE B YUPEKJICHUU U PabOTy C HUMHU.

— yYMeTb aHAJIM3UPOBATh KOHKpPETHBIE JOKYMeHThl XIX B.; cocTaBisis X GOpMYIspHIL.

3aganus AJ151 CAaMOCTOATEILHOM padoThI

1. U3yuuTh BUBI U PA3HOBUIHOCTH JIOKYMEHTOB.

2. BbIsBUTH 0COOEHHOCTH O(OPMIICHHSI PEKBU3HUTA «aBTOP», OMHCATh COCTAaB OJIaHKA U
€ro BU/IBL

3. U3y4uth TEKCT JOKYMEHTA.

4. Onucath NOPAIOK aaIpecOBaHUs JOKYMEHTA.

5. Beimmucatrh gaTel cocTaBieHHs, oOpabOTKH, MOAMHCAHUS U JAp., yKa3aTh MECTO HUX
PacmoJIOKEHUS.

6. [Ipoananu3upoBaTh XapakTep yIOCTOBEPEHUS JOKYMEHTA.

7. Onucath BUABI OTMETOK.

8. CocraBuTh POPMYIIAPHI 2-X JOKYMEHTOB.

Yka3zaHus N0 BbINOJHEHHUIO 3aJaHu il

1. Hauunath paboTy clneayeT ¢ pacCMOTPEHHUS JIeN Y4pexkaeHus. BhISIBUTH U BbINMHCATH
Ha3BaHM BUIOB JOKYMEHTOB:

- U37]aBacMble BBIIIECTOSIIUMHU OPTaHaAMU;

- IOCBIJIAEMbIC PABHBIM YUPEKICHUSIM;

- IPEJICTABIIIEMbIE B BBIIIECTOSIINE YUPEKICHUS;

- 0(OopMIISIIOLIME BHYTPEHHIOIO AEATEIBHOCTb.
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N3 «Kpatkoro cioBapsi BUIOB U Pa3HOBUIHOCTEN JOKYMEHTOBY» BBIIIMCATh ONPEICIICHUS
BBISIBJICHHBIX BUJIOB IOKYMEHTOB XIX B.

2. Onmcatp NOPAI0K OPOPMIICHHUSI PEKBU3UTA «aBTOP» B PA3IMUHBIX BHIAX TOKYMEHTOB,
BBIIIUCATh HECKOJBKO THUIIOB OJIAaHKOBBIX HAINHMCEW U ONpeAenuTh uX cocTaB. [lo komruiekcy
JOKYMEHTOB TPOCIEIUTh, KaKhe BHUAbI JOKYMEHTOB THINYTCS Ha OJaHKaxX, Kakue 0e3
0003HaueHHsT OJIAHKOBBIX HAIIHUCEH.

3. Ilpoananu3upoBaTb HECKOJIbKO BHAOB JIOKYMEHTOB, YyKa3aB CTPYKTYpy TEKCTa,
BBIIIMCAB IPUMEPHl TNPUMEHEHUS] «KAHLEIIpU3MOB». OTMETHTb, HACKOJIbKO YCHUJIMIAChH
TEH/ICHIUS TpadapeTn3anuy (BEIIICATh TPUMEPHI TpadapeTHBIX U THIIOBBIX TEKCTOB).

4. Ilpm onmcaHuM NOpSAIKAa aJpPecOBaHMsI YCTAaHOBUTH 3aBUCUMOCTb OQOPMIICHHS
pEeKBHU3UTa «aapecaT» OT Hepapxuu yupexaeHuid. IlpuBecTu mnpuMepsl aJIpecoBaHUs B
BBIIIECTOSIIINE, PABHBIE M HIKECTOSIEE YUPEKICHHUS.

5. Bemmcate nmpumepsl JaTUPOBKH M NEPEBECTH AaThl Ha HOBBIM cTWwib. B XIX B.
pa3zHHIA MEXIY CTHIISIMU paBHsIack 12, B XX B. — 13 gasm.

6. BoinucaTh mpuMepsl NOANUCaHUS TOKYMEHTa B UHCTAHLIUAX pPa3HON NOTYMHEHHOCTH U
OMHCATh COCTAB MOJIKUCH.

7. Bolmucath OTMETKH Ha JOKyMEHTAaX U yKa3aTh UX Ha3HAY€HHUE, MECTO MPOCTABIICHUSI.

8. ®opMyIsIpbl JOKYMEHTOB COCTaBUTh 110 CXEME, MPEI0KEHHON B TPETHEM 3aHATHU.

KoHTpoJibHBbIE BONIPOCHI:

1. B uem nposiBunach TeHAEHIMS K YHUGUKAUU (OPMBI U TEKCTa JOKYMEHTa ?

2. Yro Takoe TpadapeTHbIil U THIOBOM TEKCTHI ?

3. HazoBuTe coctaB O61aHka TOKyMeHTa ?

4. Yem onpenessicsi XapakTep aApecOBaHUs JOKYMEHTA ?

HcTouyHuKM U JJUTEpaTypa

Hcrounuku:

beikoBa T.A. JlokyMeHTamMOHHOE oOecreueHue yIpaBiaeHUs (JIeTOTPOU3BOJICTBO)
[DnexTponHbIit pecypc]; yuedHoe mocodue/ T.A. beikosa, T.B. Ky3nenona. -2-¢ u3n. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 c. - Pexum JIoCTyma:
http://znanium.com/go.php?id=942800/

Pa3naTouHnblii MaTepuaJ K 3aHATHAM
1. lena yupexaenuii 19 B.
2. Kpatkuii cjoBapb BUJIOB M Pa3HOBHIHOCTEH JOKYMEHTOB.

Tao0nuia
Ananuz ogopmiieHus pekBu3uToB 10KyMeHTOB B XVI- XIX BB.

HaumenoBanue JOKYMCHTOB OcobeHHOCTH O(I)OpMJ'IeHI/ISI PCKBU3UTA

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

Bun noxymenra
ABTOp

Anpecar

TekcT:
BBEJICHHUE
OCHOBHAas 4acThb
3aKJIIOYCHHUE

5. Jarer
COCTaBIICHUS
MOJTy4YEeHUSs
perucTpanuu

el NS>
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6. CocrtaB ynocToBepeHHs
7. OTMEeTKH Ha JIOKYMEHTE

®opmyasp nokymenta XX Beka. —

Lenbp 3aHATHS — U3YyYEHHE pa3BUTHS U OCOOEHHOCTEH (OpPMYISIPOB CIYKEOHBIX
JTOKYMEHTOB XX B.

B pesynbraTe BBIIOJIHEHHS 3aJaHUI CTYJCHT JOJDKEH:

— umemb npeocmasieHue O PErJaMEHTAllUM Ipolecca JOKYMEHTHUPOBAaHUS B
3aKOHOJATENbHBIX  akTax XX B., pPa3BUTUM QopMyisipa JOKYMEHTa, TEHICHIUSIX
TpadapeTusaium J0KyMEHTOB;

— 3Hamp BUIBl JTOKyMEHTOB XX - B., OCOOEHHOCTH HUX O(QOpPMIIEHHS, COCTaB
(bopmyisipa, nosiBiieHHE OJaHKOB M UX BUJIbI, MOSBIEHUE OTMETOK Ha JOKYMEHTAaX, OTPaXaronX
UX BUKEHHUE B YUPEKJIEHUU U PabOTy C HUMHU.

— YMeTb aHAJIM3MPOBATh KOHKPETHBIE JOKYMEHTHI XX B.; COCTaBIsAsA UX (OPMYIISPHL.

3agaHus 1J151 CAMOCTOATEILHOM padoThI

1. M3yunTh BUABI U PA3HOBUIHOCTH IOKYMEHTOB.

2. BoisBuTh 0coOeHHOCTH O(OpMIIEHUSI PEKBU3UTA «aBTOP», OMHCATh COCTAaB OJlaHKA U
€ro BU/IBL

3. I3yunTh TEKCT TOKYMEHTA.

4. Onucath NOPSATOK aIpeCOBAaHUS JOKYMEHTA.

5. Beimucarh gaTel cocTaBieHMs, 00pabOTKU, MOANUCAHHS U Ap., yKa3aTb MECTO HX
PacIoNOKEHHU.

6. [Tpoananu3upoBaTh XapakTep yAOCTOBEPEHHUS TOKYMEHTA.

7. Onucats BUIOBI OTMETOK.

8. CoctaBUThH GOPMYIISAPHI 2-X TOKYMEHTOB.

HcTouyHuKM U JUTEpaTypa

beikoBa T.A. JlokyMeHTamMOHHOE oOecreueHue YIpaBJiIeHHUS (IeTOTPOU3BOICTBO)
[DnexTponHbIii pecypc]; yuedHoe mocooue/ T.A. breikoBa, T.B. Ky3nenona. -2-¢ uzn. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 c. - Pexum JIOCTYyTIA:
http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepuaJ K 3aHATHAM

1. lena yupexaenuii 20 B.

2. Kpatkuii cioBaps BUAOB U Pa3HOBUIHOCTEH JOKYMEHTOB.

3. COOpHUK 3aKOHOJATEIBHBIX AKTOB MO Jenonpou3BoAcTBY (1917-1970rr.) — VYwueb.
nocoowue nox pexn. A.3. Jlusmua. — M. MIT'MAU, 1973. — 157 C.

Tema 4. @opmyasip COBPeMEHHOI0 YNPaBJIE€HYECKOT0 [OKYMEHTAa: MNpaBHJia
o(opMJIeHUsI PeKBU3UTOB— 12 yacoB

Lenp 3aHATHS — U3y4CHHUE COBPEMEHHBIX TPEOOBaHMI TOCYIAPCTBEHHBIX CTAHAAPTOB U
HOPMaTHBHO-METOIMYECKUX aKTOB K 0()OPMIICHUIO CITYKEOHBIX TOKYMEHTOB.

B pe3ynbrate BBINOJHEHUS 3aJ]aHUN CTYICHT JIOJDKCH:

—  umemv npeocmaeneHue O TEHACHIUSAX pa3BUTHS JOKYMEHTAa U IPHHIIHMIIAX
noctpoeHust popMyisipa-o0pasita OpraHu3auOHHO-PACTIOPS U TEIBHBIX JJOKYMEHTOB;

— 3Hamb COCTaB PEKBU3UTOB M TPeOOBaHMUS TOCYAAPCTBEHHOTO CTaHIapra K
0(OPMIICHHIO IOKYMEHTA.

— 3HaTh COCTaB PEKBU3UTOB U TpeOoBaHUs [IpaBui1 1e10MPOU3BOICTBA B (heiepaTbHbBIX
OpraHax HCIOJHHUTEIBHOW BIAaCTH W METOJNYECKUX PEKOMEHIAIMH K COCTaBICHHIO
JIOKYMEHTOB.
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— yYMeThb MPOCKTHPOBATHh OJIAHKU JTOKYMEHTOB YUPEKIACHUN ¥ UMETh HABBIKU PAOOTHI C
roCyJapCTBEHHBIMH CTaHAAPTAaMU W METOJWYECKHUMHU YKAa3aHUAMH 1O HUX BHEAPEHUIO H
MIPUMEHEHHUIO.

3agaHus 17151 CAMOCTOAATEILHOM padoThI

N3yunuTh KOMIUIEKT HOPMATHUBHO-METOJIWYECKUX JTOKYMEHTOB IO JOKYMEHTHPOBAHHIO
YIPaBIEHYECKON JIEATEIBHOCTH | MeToquueckue peKoMeH1alluu 1o pa3paboTKe HHCTPYKIUI 1O
JIEJIONPOU3BOJICTBY B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpAaBJIEHUS, YTB.
[Ipukazom Pocapxusa ot 24.12.2020 Ne 199.

[IpumepHas UHCTPYKIIHS 10 JIETONPOU3BOACTBY B TOCYAAPCTBEHHBIX OPraHU3aIUAX, YTB.
[Mpuka3zom PocapxuBa ot 11.04.2018 Ne 44) // [Dnekrponnsiii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Haumonanweubiii cranmapt Poccuiickoit ®enepannn. Cucrema
CTaHAApTOB TO HHPOpMAINK, OUOIUOTEYHOMY W H3JaTelIbckoMy Jneny. OpraHu3airoHHO-
pacniopsiAuTeNbHAs ToKyMeHTalus. TpeboBanust K 0(hOPMIICHHUIO JOKYMEHTOB // [ DIEeKTpOHHBII
pecypcl]. — M., 2019. Pexxum JoCTyma:
http://www.consultant.ru/document/cons_doc_ LAW 216461/.

1. U3yaute I'OCT P 7.0.97-2016 c tpeGoBaHusMH K O(GOPMIICHHIO JOKYMEHTOB,
OTIPEIENIUTh €r0 CTPYKTYPY, COCTaB pPa3zesioB.

2. N3yunts TpeboBanus 'OCTa k O1aHKY TOKYMEHTA.

3. Ilpoananu3upoBaTth  MPEMIOKECHHYIO  KOJUICKIIMIO  JOKYMEHTOB,  OIpPEICITUThH
PEKBU3HTHI, yKa3aTh HEJIOCTATKU B UX PACTIONIOKEHUH B O0(DOPMIICHHH.

4. CocTaBUTh HAa OCHOBAaHHWH PA3JaTOYHOTO Marepuana OnaHKd (OO M JUIsl THChMA)
OpraHu3aluil U NpeanpUsITUA pa3IuUHbBIX (OpPM COOCTBEHHOCTH C BapMaHTaMH MPOJOJILHOTO U
YTJIOBOTO PACHOJIOKEHUS PEKBU3UTOB.

Yka3aHus 1o BbINOJHEHHUIO 3a1aHUS.

1.13yunth TpeboBaHUS K COCTaBY M OGOPMIICHHIO PEKBHU3UTOB JOKYMEHTOB WM OJIAHKOB,
n3noxxkeHuele B “IlpaBunax Aenompous3BOJACTBA B TOCYJAapCTBEHHBIX OpraHax, OpraHax
MECTHOT'O CaMOYIIPABIICHUsI’, YTBEPKACHHBIX IIprKka3oM PocapxuBa ot 22.05.2019 N 71. (cm.
pasnen 2 “JlokyMeHTUPOBaHUE YIIPABICHYECKON AEATEIHHOCTH )
2. W3yuuth TpeGoBaHus K OQOpMIIEHHIO OJIAHKOB M PEKBU3UTOB JOKYMEHTOB IO
Hammnonamenomy cranmapty 'OCT P 7.0.97-2016 “Cucrema cranmapToB mo HHGOpPMAIIHH,
OUOIMOTEYHOMY M M3JAaTeNbCKOMY Jeiny. OpraHu3aluoOHHO-PACIOPSIUTENbHAS TOKYMEHTAIHS.
TpeboBanus K 0OPMIICHUIO TOKYMEHTOB .
3. Usyuuts TpeOoBaHus ‘“MeToanyecKux peKOMEHAaluid Mo pa3paboTKe MHCTPYKIMM 10
JIEIONPOU3BOJCTBY B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOIO caMOyIpaBlieHus'",
YTIBEpXKACHHBIX MpHuKazoM PocapxuBa oT 24.12.2020 N 199 k OmaHkam u pEKBU3UTAM
JOKYMEHTOB (TPUIIOKEHHS 2, 3).
4. V3yuuTh NOPEUIOKEHHYIO KOJUIEKIHIO (3-5 JOKYMEHTOB) M aHAIM3UPYS JOKYMEHTHI,
BBISIBUTH HEIOCTaTKM B OQopMieHHM OnaHKa (OTCYTCTBHE HEOOXOJHMMBIX PEKBHU3UTOB U
MPaBUJIBHOCTh O(OPMIICHUS HUMEIOLIUXCA); OMPEJCeNUTh MPaBUIBHOCTh PACIMOJIOKEHUS U
opopMIIeHHST PEKBU3UTOB JOKyMEHTa (3arojioBKa, JaThl M WHJAEKCA, MOAMHCH, OTMETOK O
MOCTYIUICHUU W HANpaBIEHUH TOKYMEHTa B JIENO U JIp.).
5. Ha ocHoBe pa3garoyHoro marepuanga CHPOCKTHPOBATH ONaHKH JOKYMEHTOB
KOHKPETHBIX OpPraHU3alMii U TOCYIapCTBEHHBIX OPraHOB B COOTBETCTBUU C TPEOOBAHUSAMHU
I'OCT P 7.0.97-2016. KoHTposbHbBIE BOIPOCHI

1. Mepeuncnure BuABI HOPMATHBHBIX aKTOB, PETIAMEHTHDPYIONIME JOKYMEHTUPOBAHHUE
yIPaBJICHUYECKON AEITeIHLHOCTH.

2. Uem paznuyaroTcs oO0mui OnaHK W OJaHK THChMa, ONaHK KOHKPETHOTO BHUAA
JOKYMEHTA.
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HcTouynuku u Juteparypa

HUcrounuku:

@enepanbHblii KOHCTHUTYHMOHHBIM 3akoH oT 25 nekabps 2000 r. Ne 2-OK3 «O
TlocynapctBerroM repbe Poccuiickoit @enepamumn» // [DnexTpoHHsid pecype]. — M., 2019. —
Pexxum nocryna: http://www.consultant.ru/document/cons_doc_LAW_29674/.

[IpaBuna menONMpPOM3BOJACTBA B TOCYHAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoympasiieHusi, y1B. [Iprkasom Pocapxua ot 22.05.2019 Ne 71 // [DnexTpoHHbI# pecype]. —
M., 2021. — Pexxum poctyna: http:// https://base.garant.ru/72291836/.

Mertoanyeckne peKOMEHAAUU 10 pa3pabOoTKe WHCTPYKIUH MO JEIONPOU3BOJCTBY B
TOCYIapCTBEHHBIX OpraHaxX, OpraHax MECTHOTO caMoyrpaBicHus, yTB. [Ipuka3zom PocapxuBa oT
24.12.2020 Ne 199 /I [Dnektponnsiii pecypc]. — M., 2021. — Pexum mpocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHas MHCTPYKIUS IO JACTOMPOU3BOJICTBY B TOCYIAPCTBEHHBIX OPTaHU3AIIMSIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Onextponnsiii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'oCT P 7.0.97-2016. Hamumonaneubiii cranmapt Poccuiickoit @enepanuu. Cucrema
CTaHAapTOB MO HHpOpMaNUK, OMOIMOTEUHOMY W H3AATENbCKOMY Jerny. OpraHu3alrOHHO-
pacnopsiAnTeNbHAs ToKyMeHTalus. TpeboBanust K 0(hOPMIICHHUIO JOKYMEHTOB // [ DIEKTPOHHBII
pecypcl]. — M., 2019. Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW _216461/.

I'OCT P 7.0.8-2013 [denonpou3BOJACTBO U apXMBHOE J€710. T€pMUHBI U ONPEICICHUS. -

[DnexTponHbIit pecypc]. - M., 2019. Pexxum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
Jluteparypa:

beikoBa T.A. JIoKyMeHTAIl[MOHHOE OOECIEUCHHE YIPaBICHUS (JICIOIPOU3BOICTBO)
[DnexTponHbIit pecypc]; yuedHoe mocooue/ T.A. breikora, T.B. Ky3nernosa. -2-¢ uzn. nepepad. u
JIOTI. — Mockaa: HNudpa-M, 2018. -304 c. — Pexum JOCTyTA!
http://znanium.com/go.php?id=942800/

Pa3naTouHnblii MaTepuas K 3aHATHSIM:

- TOCT P 7.0.97-2016. Hanuonaneuslii ctangapt Poccuiickoit denepanuu. Cucrema
CTaHIapTOB MO uHpopManuu, OUOITUOTEYHOMY U U3JATeNbCKOMY neny. OpraHu3alMoOHHO-
pacrnopsiauTensHas JokyMeHTauus. TpedoBaHus K 0popMIICHUIO JOKYMEHTOB.

- IlpaBuna nenompou3BOACTBA B TOCYNAapPCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoympasiieHus, y1B. [Iprkasom PocapxuBa ot 22.05.2019 Ne 71 // [DnextpoHHbIi pecype]. —
M., 2021. — Pexxum poctyma: http:// https://base.garant.ru/72291836/.

MeTtonuyeckre peKOMEHIAlMKU IO Pa3padOTKe WHCTPYKUUN MO AEIONPOU3BOJACTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoymnpasienus, yTB. [Ipukaszom PocapxuBa oT
24.12.2020 Ne 199 /I [Dnekrponnsiii pecypc]. — M., 2021. — Pexum mpocrtyma: http://
http://www.consultant.ru/document/cons_doc_ LAW_373895/.

[IpumepHas HHCTPYKIMS MO EIONPOU3BOACTBY B TOCYAAapPCTBEHHBIX OPraHU3alUsAX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHslil pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

— Konneknust JOKyMEHTOB.

Tema S. OprannzanMoHHbIe, paCOPAIUTEIbHbIC 1 HHPOPMALMOHHO-CIIPABOYHbBIE
AOKYMeHTbI — 28 yacoB

JoxyMeHTHpOBaHUE PACTIOPAIUTEIbHON AeATEIbHOCTH —

Lenp 3aHsaTHS — M3ydeHHE TPeOOBAHUIN TOCYAAPCTBEHHBIX CTaHIAPTOB M HOPMATHBHO-
METOJMYECKUX aKTOB K COCTaBICHUIO U OG(OPMIIECHUIO PACIOPAIUTEIBHBIX JOKYMEHTOB,
MOJIy4€HHE HABBIKOB UX COCTaBIEHUS M 0(OPMIICHHS 110 3aJaHHBIM CHTYaIIHsIM.

B pe3ynbTaTe BbINOJIHEHUS 3aJaHUI CTYJAEHT J0JDKEH:
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http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_305137/

45

— uMmemp npedcmasiienue O CUTYyalUsX, TPEOYIOIIMX H3AAHUS PACTIOPSTUTEIHHBIX
JOKYMEHTOB;

— 3Hamb BUIBl PACTIOPSIIUTENBHBIX JOKYMEHTOB; COCTaB PEKBU3UTOB (OpMyJsipa
PacropsIUTETLHOTO JOKYMEHTA U TpeOOBaHUS K UX COCTABICHHUIO U O(DOPMIICHHIO.

— yMeTb COCTaBIAITh U O(OPMIATH PACHOPSAUTENBHBIE AOKYMEHTHI 1O 3aJaHHBIM
CUTYallUsIM U MIMETh HaBBIKU MX 0(POPMIICHHUS Ha KOMIIBIOTEPE.

3agaHus 1J151 CAMOCTOAATEILHOM padoThI

1. U3yuntes TpeOOBaHMS, NPEIBSBISIEMBbIE K COCTABICHUIO M  O(POPMIICHHIO
pacnopsAUTENbHBIX TOKYMEHTOB.

2. CocraBuTh 1 OPOPMHUTH TIPUKA3 TIO OCHOBHOH JIEATETLHOCTH.

3. CocraBuTh 1 OPOPMHUTH PACTIOPSDKEHHE.

Yxa3aHusi 10 BBINOJHEHUIO 3a1aHUS

1. YTo4yHuTh coCTaB peKBU3UTOB, BXOIAIINX B (OPMYJISp MPUKa3a, pacClopsHKEHUS.

N3yuute TpeboBaHuss MeToauueckne pEeKOMEHJAUU IO pa3paboTKe MHCTPYKIUN 0
JIEIONPOU3BOJICTBY B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIpAaBJIEHUS, YTB.
[Ipukazom Pocapxusa ot 24.12.2020 Ne 199, IIpumepHON MHCTPYKIMHU TIO JEJIONPOU3BOACTBY B
rocy/lapCTBeHHbIX opraHuzanusax, yrB. [Ipukasom PocapxuBa ot 11.04.2018 Ne 44) x cocraBy
PEKBU3UTOB U CTPYKTYpE TEKCTA MPUKa3a [0 OCHOBHOMN J€SITEIbHOCTH.

YTOUHUTH pa3ianuus B COCTABICHUH MpHUKa3a [0 OCHOBHOM AEATEIbHOCTH U MO JUYHOMY
cocTaBy, oOpallas BHUMaHUE Ha MOPAIOK OGOPMIIEHHS CCBUIKM (YIIOMHUHAHUS) Ha Jpyrou
JOKYMEHT ¥ YHU(UKALHIO TEKCTOB MPUKA30B M0 JUYHOMY COCTaBY.

2. CocTaBUTh JOKYMEHTHI Ha OCHOBE MPEJIOKEHHBIX MTPEToAaBaTeNieM CUTYalHi.

KoHTpoJibHBIE BOIPOCHI

1. TlepeuncnuTe peKBU3UTHL, BXOAIINE B POPMYIISIp MPHKa3a.

2. HazoBute cTpykTypy NpHKas3a 1o OCHOBHOM JCSATEIHHOCTH.

3. UeM oTinyaercs CTPYKTypa TEKCTa IpHUKaza IO JMYHOMY COCTaBy M OCHOBHOMU
NEeSATENbHOCTH.

4. Ha3oBuTe CpOKH XpaHEHUs IPUKA30B.

5. HazoBuTe pekBU3UTHI, BXOIAIINE B POPMYIISIP PACTIOPSHKEHHUS.

6. UeM oTaM4aeTcsi CTPYKTypa TEKCTa pacHOpsHKEHHs OT MpHKa3a M0 OCHOBHOMU
NEeSATENBHOCTH.

HcTouyHuKM U IUTEpaTypa

Hcrounuku:

MeTtonuyeckre peKOMEHIAMKU IO Pa3padOTKe HMHCTPYKUUN IO AEJONPOU3BOJACTBY B
roCyJAapCTBEHHBIX OpraHax, opraHax MECTHOTO camoynpasieHus, yTB. IIpukazom Pocapxusa ot
24.12.2020 Ne 199 /I [Dnekrponnsiii pecypc]. — M., 2021. — Pexum pocrtyma: http://
http://www.consultant.ru/document/cons_doc_ LAW_373895/.

[IpumepHass HMHCTPYKIMST 1O  JIEJONPOU3BOJACTBY B  TOCYJapCTBEHHBIX
opranmzanusx, yrB. [Ipukazom Pocapxua ot 11.04.2018 Ne 44) // [DnexkTpoHHBIH pecypc]. —
M., 2019. Pexum Ilocranosnenue IIpasurensctsa PO ot 15.06.2009 Ne 477 «O0 yrBepkIeHUH
IIpaBun  genompou3BojacTBa B (eAepalibHBIX  OpraHax  HCHOJHHUTENbHON  BiacTH»//
[DneKTpOHHBIN pecypc]. - M., 2019. - Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW _88695/.

I'OCT P 7.0.97-2016. HaumonaneHubiii cranmapt Poccuiickoit @enepaunn. Cucrema
CTaHJApTOB MO HH(opMaruu, OHOIMOTEYHOMY M H3JATeIbCKOMY aeny. OpraHuzalmoHHO-
pacriopsauTenbHas JokyMeHTanus. TpeboBaHus K 0pOPMIEHUIO TOKYMEHTOB // [DIeKTpOHHbBIN

pecypce]. — M., 2019. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW 216461/.
JIureparypa:

beikoBa T.A. JIoKyMEHTallMOHHOE OOECIeUeHUE YIpaBiIeHUs (JEJIOMPOU3BOJICTBO)
[DnexkTpoHHEIH pecypc]; yuebnoe mocodue/ T.A. beikoBa, T.B. Ky3Henosa. -2-e u3f. nepepad. u
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JIOTI. — Mockaa: Nudpa-M, 2018. -304 c. — Pexum JOCTyTa:
http://znanium.com/go.php?id=942800/

Pa3znaTouHblii MaTepuaJl K 3aHATHAM:

Metouyeckie pekoMeHIaluKu M0 Pa3pabOTKe HMHCTPYKUUN IO AEJIONPOU3BOJACTBY B
roCcy/lapCTBEHHBIX OpraHax, OpraHax MECTHOIro caMmoyrpasieHus, yTB. Ilpukasom PocapxuBa ot
24.12.2020 Ne 199 /I [Dnekrponnsiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHas HHCTPYKLKSA O JEJIONPOU3BOJCTBY B TOCYJapCTBEHHBIX OPraHU3alusiX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponusiii pecypc]. — M., 2019. Pexum
I'OCT P 7.0.97-2016. HaumonaneHslit crangapt Poccuiickoit @enepaunn. Cuctema cTaHIapToB
no  uHpopmManuuy, OuOIMOTEYHOMY UM U3JaTeNbCcKoMy  jaeny.  OpraHusaiioHHO-
pacrnopsauTenbHas JoKyMeHTauus. TpeboBaHus K 0(pOpPMIIEHUIO JOKYMEHTOB.

AnpOoM yHHUPUUIMPOBAHHBIX (POPM MEPBUYHON YUETHOUN JOKYMEHTALUU MO YYETY Tpyaa
U €ro OIIaThl, yTBepKAeHHbIN ocTaHoBiaeHHeM ['ockomcraTa PO ot 05.01.2004 Ne 1.

Martepuansl ¢ WHAMBUAYAJbHBIMH 3aJlaHUSIMUA JUISI CaMOCTOSITEIBHOTO COCTaBJICHUS
MIPUKA30B U PACTIOPSKEHUM.

JlokyMeHTHpOBaHNE 1eATEJIbHOCTH KOJLJIETHAJIBLHBIX OPTaHOB —

eny 3aHsTHS — W3y4YeHHE TpeOOBaHMM K JOKYMEHTaM, CO3JaBaeMbIM B IPOIECCE
MOJTOTOBKH U OOCITY’)KMBAHHUSI COBEIIAHU.

B pe3ynbraTe BhINOMHEHUS 3a/1aHU CTYACHT JOJDKEH:

— umemb npedcmaenenue O BUAAX KOJUJIETHAIBHOM NEATENBHOCTH M MOpsAkKe eé
JTOKYMEHTUPOBAHNUS;

— 3Hamp COCTaB JOKYMEHTOB, CO3/1aBa€MbIX MPHU MOATOTOBKE COBEIIaHUM, TpeOOBaHUS
K (popmynsipy MpoTOKOJIa, MOPSJIKY €T0 COCTaBJICHUS U 0O(pOpMIICHHUS,

— YMeTb COCTaBJIATh U O(POPMIIATH MPOTOKOJI U JOKYMEHTHI, CO3/IaBaeMble B MpOIeCcCe
MOATOTOBKH COBEIAHUS.

— YMeTb COCTaBIISITh U O(OPMIISTH BBIIIKUCKY U3 IPOTOKOJIA.

— YMeTb COCTaBJISITh U 0(OPMIISTH pEIICHHUE.

3ananus AJ151 CaMOCTOATEILHOM padoThI

1. V3yuuth TpeboBaHMsl, IPEIbIBISIEMbIE K COCTABICHUIO 1 0(OPMIICHHIO MPOTOKOJIA U
pelIeHus.

2. CocTaBuTh NpUTIIAlICHUE Ha 3ace/IaHue.

3. CocTaBUTh IPOTOKOJ COBEIIAHUS.

4. OopMHUTH BBITTUCKY U3 MPOTOKOJIA.

5. Odopmurs perieHue.

Yka3aHusi 0 BbINOJIHEHHUIO 3a/1aHUS.

1. YToyHuth STambl MOATOTOBKUA COBEIIAHWNA W BUABI JOKYMEHTOB, CO3/1aBa€MbIX Ha
Ka)KJIOM dTarne (MOBECTKa JAHS, CIUCKU YYaCTHUKOB H T.J.).

2. YTOUHUTh OCOOEHHOCTH (opMmynsipa TMPOTOKONA, TPeOOBaHUS K PEKBH3UTAM,
W3NIOKEHHBIE B TOCYJapPCTBEHHOM CTaHAApPTe W METOJUYECKHX pPEeKOMEHIaIusAX, ooOparias
BHHMMAaHHE Ha COCTaB MH(POpPMAIMU B TEKCTE MPOTOKOJA, OCOOCHHOCTH €ro MOAMHCAHUS, CPOKU
opopMIICHHUS.

3. Ompenenutsb pa3iandus TpeOOBAHHH K MPOTOKOIY MOTHOMY U KPATKOMY.

4. CocTaBUTh CaMOCTOSTETBPHO HAa OCHOBAaHUHU pPa3AaTOYHOTO MaTepHalia MPOTOKOI,
BBIIHUCKY W3 MPOTOKOJIA, PEIICHUE.

KoHTposbHbIE BONIPOCHI:

1. MMepeuncnure peKBU3UTEI, BXOASIIKE B GOPMYIISP IPOTOKOIIA.
2. Ha3oBuTe CTpyKTYpYy TEKCTa IPOTOKOJIA.
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3. B uém oTaHYHMe IPOTOKOJIA TOJHOTO M KPAaTKOTO.

4. Vkaxure MOPpAHOK IMOATOTOBKH COBCHIAHUA W KAKHWC HOKYMCHTBI CO3JArOTCA B XOJC
IIOATOTOBKH.

5. TlepeuncanTe peKBU3HTEL, BXOAAIIUE B (GOPMYJISp PELICHUS.

6. B ueM Ha3HAYEHME BBIIUCKU U3 HPOTOKOJIA.

HcTouynuku u Jureparypa

HUcrounuku:

Metouyeckie pekoMEHIAlUU M0 Pa3pabOTKe MHCTPYKUMHM IO JEJIONPOU3BOJACTBY B
roCyJapCTBEHHBIX OpraHax, opraHax MECTHOTO camoymnpasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 /I [Dnektponnsiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHas HHCTPYKIUS IO JAETOMPOU3BOJICTBY B TOCYIAPCTBEHHBIX OPTaHU3AIUSIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HaumonaneHblii cranmapt Poccwiickoit ®enepanun. Cucrema
CTaHAapTOB TO wHpOpMaNK, OMOTMOTEUHOMY W H3AaTeNbCcKoMy Jeny. OpraHu3almoHHO-
pacropsiAnTeNbHAs ToOKyMeHTalus. TpeboBanus K 0popMICHUIO JOKYMEHTOB // [ DIIEKTPOHHBII
pecypcl]. M., 2019. Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P 7.0.8-2013 [denonpou3BOJACTBO U apXHUBHOE J1€70. TepMHUHBI U OMPEACIICHUS. -

[DnexTpoHHbII pecypc]. M., 2019. Pexum JIOCTYTIA:
http://www.consultant. ru/document/cons doc_LAW _163800/.
Jluteparypa:

beikoBa T.A. JlokyMeHTanoHHOE oOecrieueHrne yhpaBiaeHUs (ZI€I0TPOU3BOJICTBO)
[DnexTponHbIit pecypc]; yuedHoe mocoodue/ T.A. beikoBa, T.B. Ky3nemnonsa. -2-¢ uzn. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. - Pexxum JIOCTyTa:
http://znanium.com/go.php?id=942800/

Pa3naTounblii MaTepuaJ K 3aHATHAM

Metouyeckre pekOMEHIAMKU IO Pa3padOTKe HWHCTPYKLUMM IO JEeJONPOU3BOJACTBY B
roCyIapCTBEHHBIX OpraHax, OpraHax MECTHOTro camoyrpanienus, yTB. [Ipuka3zom PocapxuBa ot
24.12.2020 Ne 199 /I [DOnexrponnsiii pecypc]. — M., 2021. — Pexum goctyma: http:/
http://www.consultant.ru/document/cons_doc_ LAW_373895/.
[IpumepHass WHCTPYKIUS MO JEJIOMPOU3BOJACTBY B TOCYAApCTBEHHBIX OpraHMU3alMsIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 No 44) // [Dnexkrponnsiii pecypc]. — M., 2019. Pexum
nocrymna: http://www.consultant.ru/document/cons_doc_LAW _305137/.

Martepuansl ¢ WHAMBUAYAJIbHBIMH 3alaHUSIMU JUIS CaMOCTOSITEIBHOTO COCTABJICHUS
JOKYMEHTOB.

CocraBieHue HH(POPMAIITHOHHO-CIIPABOYHBIX JOKYMEHTOB —

Lenp 3aHsaTHS — M3y4YeHHE Ha3HAYCHUS WH(GOPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB H
ocoOeHHOCTEH 0opMIIEHHS KaXI0TO BUIA STOM IPYIIBI JOKYMEHTOB.

B pe3ynbTaTe BBINOJIHEHUS 3aJaHUI CTYJEHT JA0JKEH:

—  umemsp npeocmaegnenue 0 TUIIOBBIX CUTYalUsIX, 0OopMIISIEMBIX
yHUPHUIHPOBaHHBIMU (hopMaMu WH(POPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB;

—  3Hamp BUIH HTHPOPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB; TpeOoBaHUs K (GOpMYIspy
Ka)XJIOTO BHJIA;

— YMeThb COCTaBJITH BCE€ BUABI WH(OPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB M HMETh
HABBIKU UX 0(OPMIICHHS Ha KOMIIBIOTEPE.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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3aganust 11 CaMOCTOSITEIbHOM PadoThI

1. U3yuuth mnpaBuia cocTaBieHHs W OQopMiIeHus HWHPOPMALMOHHO-CIPABOYHBIX
JOKYMEHTOB, 00paTUB BHUMaHHE Ha 0COOCHHOCTH TPEOOBAaHUI K KOXKIOMY BUY.

2. CocraButh u oopmuth B cooTBeTcTBHH ¢ TpeboBanusmu ['OCT P 7.0.97-2016 u
MeTtoanuecKkux peKOMEHAAIUI:

® JIOKJIQJHYIO 3alMCKY (BHYTPEHHIOIO U BHEILIHIOHN));
OOBSICHATENBHYIO 3aITUCKY (BHYTPEHHIOI ¥ BHEIITHIOK));
CIIPaBKY;
aKT;
nucbMa (rapaHTUiiHOE, HallOMHUHAHUE, MpUTJalleHue, YBEAOMIICHHE, PEKIaMaluio U

T.J.).

Yka3zaHus 10 BbINOJHEHUIO 3aJaHUA

1. Vrounurs Buasl HMHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB M HPH  KaKHX
YIPaBIEHYECKUX CUTYAUsIX OHU CO3/1at0TCA.

2. BEIABUTE 0COOEHHOCTH KaKI0T0 BHIa HH(POPMALMOHHO-CIIPABOYHOIO JOKYMEHTA.

3. U3yunts TpeGOBaHUS TrOCYIAPCTBEHHOIO CTaHAapTa K O(GOPMIIEHHIO PEKBH3HUTOB,
BXOJISIIIIMX B TUITOBOW (GOPMYIISIp KaXKI0TO BHAa MHPOPMAIIMOHHO -CITPABOYHOTO JOKYMEHTA.

4. CocraButh 1 0QOPMHUTE JOKYMEHTHI B COOTBETCTBHH € MOJIYYEHHBIMH 3aaHUSIMH.

KoHTpoJibHBIE BONIPOCHI
JlaiiTe onpenieneHre U YKaKUTE TUTIOBOU (hOpMyIIsip:

JIOKJIaJHOM 3aITHCKH;

OOBSACHUTENLHOM 3aIIMCKH;

CIPaBKH;

aKTa;

CITY’)K€OHOTO MHChMa (HA30BUTE €r0 Pa3HOBUIHOCTH);
VYkaxute 0c00eHHOCTH 0(OPMIICHHUSI THCEM.

B uém ocobeHHOCTh 0(hopMIIEHUS THChbMA-OTBETA.

. Kakue TpeboBanus NpeIbaBISIOTCS K TEKCTY MHUCEM.

HcToyHuKM U JIUTEpaTypa

Hcrounuku:

Metoauueckue — peKOMEHAALUU 1o pa3paboTke UHCTPYKIUI 1o
JIEIONPOU3BOJICTBY B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYMpAaBIEHUS, YTB.
IMpukaszom PocapxuBa ot 24.12.2020 Ne 199 // [Dnextponnsiii pecypc]. — M., 2021. — Pexum
nocrymna: http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass WHCTPYKIUS MO JEJIOMPOU3BOJACTBY B T'OCYIAapPCTBEHHBIX OPraHU3alUAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 No 44) // [Onexrponnsiii pecypc]. — M., 2019. Pexum
nocrymna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HaumonaneHubiii crannapt Poccuiickoit @enepauun. Cucrema
CTaHIapTOB MO HuH(popManuu, OHOIMOTEYHOMY M H3JaTeNnbCckoMy neny. OpraHu3alroHHO-
pacrnopsauTensHas HoKyMeHTanus. TpeboBanust kK 0OPMICHHIO TOKYMEHTOB // [ DNEKTPOHHBIM
pecypc]. — M., 2019. Pexxum JocTymna:
http://www.consultant.ru/document/cons_doc_ LAW 216461/.

I'OCT P 7.0.8-2013 /Ienonpou3BOACTBO M apXUBHOE AENO0. TepMUHBI U ONpEAEIICHUS. -

A WN e o o 0 o

[DneKTpOHHBIH pecypc]. - M., 2019. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW _163800/.
JIureparypa:

beikoBa T.A. JIoKyMEHTallMOHHOE OOECIeUYeHUe YIpaBieHUs (IETONPOU3BOICTBO)
[DnexkTpoHHBIH pecypc]; yauebnoe nmocodue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e u3n. nepepad. u
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JIOTI. — Mockaa: Nudpa-M, 2018. -304 c. — Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/

Pa3naTouyHblii MaTepHuaJ K 3aHATHAM

I'OCT P 7.0.97-2016. Hanumonaneublii cranpapt Poccuiickoit ®enepanuu. Cucrema
CTaHAApTOB TO HHPOpMALNK, OUOIMOTEYHOMY W H3JaTelIbcKoMy Jneny. OpraHu3alioHHO-
pacropsauTenbHas JOKyMeHTalus. TpedoBaHus K 0(QOPMIICHUIO JOKYMEHTOB.

Mertoanyeckne peKOMEHAAUUU 10 pa3paboTKe WHCTPYKIUH MO JEeIONPOHM3BOJCTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MecTHOTO caMoynpasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 /I [Dnextponnsiii pecypc]. — M., 2021. — Pexum mpocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

Marepuansl ¢ WHIUBUAYaJIbHBIMH 3aJaHUSMHU JUII CaMOCTOSITENIBHOTO COCTaBJICHUS
JOKYMEHTOB.

Tema 6. Kommiekcsl aoxkymMeHToB. HayuyHo-mcTopuyeckassi W NpaKkTHYeCKas
LHEeHHOCTH IOKyMeHTa— 8 yacoB

[TpoBoasATCS IBE 03HAKOMUTEIBHBIE SKCKYPCHH B TOCYAaPCTBEHHBIC apPXHBHI.

9.3. Nubie MmaTepuaiIbl
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AHHOTAIMS JUCUMUILIMHBI

Hucuuruinaa  (Moayab) — peanu3yercss Ha  (akyJdbTeTe  apXUBOBEACHUS |
JTOKYMEHTOBEIEHUS Kaeapoil JOKYMEHTOBEICHUs, ayAMOBU3YaIbHBIX M HAYYHO-TEXHHUECKUX
apXUBOB.

Henp  aucuumiauHel —  HM3y4EHHME  3aKOHOMEPHOCTEM  JTOKyMEHTOOOpa3oBaHMS,
CKJIa/IbIBAaHUSI U Pa3BUTUSA CUCTEM JOKYMEHTALIMH, TEOPETUUYECKUX U MPAKTUYECKUX MPOOIEM
CO3JaHMsI JIOKYMEHTOB OpraHaMu TOCYJapCTBEHHOM BJIAacTH, MECTHOTO CaMOYIpaBICHUS U
OpraHu3aIusaIMHe JI000# OpraHU3allnOHHO-TIPABOBOM (DOPMBIL.

3agauM JUCHMIIHHBI:

— TI0Ka3aTh B3aUMOCBS3b HH(OPMALUU U JOKYMEHTA;

— TPOCIETUTH IBOJIOLHUIO JOKYMEHTa, KaK HOCUTEI HH(OpMaluu, pa3BUTHE CIOCOO0B
JOKYMEHTUPOBAHUS U MaTepUasoB i pukcanuu nHGopMaluy;

— NpOaHAIU3MPOBATh MPOIIECC CKIIAAbIBAHUS U Pa3BUTUS POPMYIIsipa JOKYMEHTA;

— NPOAHAIU3UPOBATH MPOIIECC CKIAABIBAHUS U PA3BUTHS CUCTEM JOKYMEHTALIMH;

— BBISIBUTH U TNOKa3aTh TEHJCHIMM YHU(UKAIMM, CTaHIAPTU3AIMHN U KilaccU(pUKaIUK
KaK OTJEJIbHBIX (DOPM JOKYMEHTOB, TaK U CUCTEM JIOKYMEHTALMU B LEJIOM;

— TI0Ka3aTh COBpEMEHHbIE TPeOOBaHMS K COCTaBICHHIO U 0(OPMIIEHHIO IOKYMEHTOB;

— TIPUBUTH HABBIKU aHAJIN3A JOKYMEHTA;

— TPUBHUTH HABBIKM COCTABJIEHMSI JIOOBIX BHJIOB JOKYMEHTOB M IPOEKTUPOBAHUS
YHU(PUIIMPOBAHHBIX (OPM  JAOKYMEHTOB, CHCTEM JOKYMEHTAlUH U HUH(GOPMAIMOHHO-
JOKYMEHTAllMOHHON CUCTEMBI YUPEKICHUSA B LIETIOM.

JucrunauHa (MOIyJb) HarpaBjieHa Ha (POPMUPOBAHKE CICTYIOMINX KOMITCTCHITHI:

OIIK -2.3. Pemaet ynpapieHuecKue 3a1a4u B chepe TOKyMEHTAIIMOHHOTO 00eCTICUeHUS
YIpaBJICHUS U apXUBHOTO Jiejia

OIIK -3.3. Hcnonp3yeT B3aMMOCBSI3M JOKYMEHTOBEICHUS M apXUBOBEICHUS CO
CMEXHBIMU HayKaMH ¥ HAyYHBIMHU AUCIUIUTHHAMUA

B pesynbpTaTe 0CBOCHUS UCITUTUIMHBI (MOYIISI) OOYJYaIOUTUNACS TOJDKEH:

3HaTh:

(hyHKIMM MTOIpa3aesieHui B cepe TOKYMEHTAIIMOHHOTO 00eCTIeUeHUs YIIPABJICHHUS U
apXHUBHOTIO JIENIa;

CMEXHBIE C IOKYMEHTOBEICHUEM U apXHMBOBEJICHUEM HAYYHbIC JTUCLUILIIUHBI.

YMmerh.

BBITIOJIHATE Pa0OTy MO JOKYMEHTAIMOHHOMY OOECHEUYEeHHIO YIPABJICHUS U apXUBHOMY
XpaHEHUIO;

BBISBJISITH B3aUMOCBSI3U MEXAY JOKYMEHTOBEACHUEM, ApXUBOBEIECHUEM W IPYTUMH
Hay4YHBIMH JIUCUUTUIMHAMH

Biaagern:

HaBbIKaMU BbIOOpa Hanbosee ONTUMAFHOTO PEIICHHUs YIIPaBICHYECKUX 3a1au B cepe
JOKYMEHTAI[MOHHOTO O0eCTieueHus yIPaBIeHUs U apXUBHOTO JIeTa,

HaBbIKaMU UHTEPIIPETAINY 3HAHUN B 00IaCTH CMEKHBIX HAYYHBIX AUCHUTIINH MPU
penieHue 3aaa4d B chepe TOKYMEHTOBECHHS U apXUBOBEICHHUSI.

Ilo mucummnHe (MOIIy.]'IIO) npeaAyCcMoOTpCHa MPOMEKYTOUHAA aTTCCTAllUA B (I)OpMC 3a4ycTa
M OK3aMcCHa.

0611[351 TPYAOCMKOCTb OCBOCHHA AUCHUINIMHBI COCTABIISCT 8 3a4eTHBIX CAWHUIIL, 304
gaca.
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