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|. HosicHUTEeAbHAA 3aAMMCKA

1.1. Ilean u 3aga4M TUCIUILIAHBI

Ienn

IUCHUIUIMHEL  —

[enb

NMUCHUIINHBL — —

U3y4eHUE 3aKOHOMEPHOCTEU

JIOKYMEHTOOOPa30BaHUsl, CKJIAJbIBAHUSA U PAa3BUTHUS CHUCTEM OKYMEHTAllMU, TEOPETUUYECKUX U
NPaKTUYECKUX MPOOIeM CO3/1aHUs TOKYMEHTOB OpraHaMHu T'OCYAApCTBEHHOM BIIACTH, MECTHOTO
CaMOYIpPaBJICHUS U OPTaHU3ALUIMHU JTHOO0H OpraHU3allMOHHO-TIPABOBOM (HOPMBI.

3agaum AMCHUIIHHBI:

— I0Ka3aTh B3aUMOCBS3b HH(GOPMALIUU U TOKYMEHTA;

— MPOCJIEAUTD BOJIOIUIO TOKYMEHTa, KaK HOCHTENS HH(OpMAIMH, Pa3BUTHE CIIOCOOOB
JOKYMEHTHPOBAHUSI U MaTepuasoB il puKcauu uHGpopmaImu;

— MPOAHATU3UPOBATH MPOIIECC CKIAIBIBAHUS U pa3BUTHS (POpPMYIIsipa JOKYMEHTa;

— MPOAHATU3UPOBATH NMPOLIECC CKIAAbIBAHUS U PA3BUTHSI CUCTEM JIOKYMEHTAIINH;

— BBIABHUTH W MOKa3aTh TEHACHIIMHM yYHU(DHUKAIMH, CTAaHIAPTH3AIMHU U Kiaccuduraum
KaK OTAEJbHBIX ()OPM JOKYMEHTOB, TaK U CUCTEM JIOKYMEHTALIUU B LIEIOM;

— TIOKa3aTh COBPEMEHHBIE TPEOOBAHMUS K COCTABICHUIO H OPOPMIICHHIO JOKYMEHTOB;

— TPUBUTH HABBIKU aHAIIM3a JJOKYMEHTA,

— TPUBHUTH HABBIKM COCTABIICHHUS JIFOOBIX BHJOB JOKYMEHTOB M IPOCKTHPOBAHUS

YHUDUITIPOBAHHBIX

GbopM  TOKyMEHTOB,

CUCTEM  JOKYMCHTALlUHU U PIH(bOpMaI_[I/IOHHO'

HOKYMeHTaHHOHHOﬁ CHUCTCMBbI YUPCKICHHA B LICJIOM.

1.2. ®opmMupyemble KOMIETEHIIMH, COOTHECEHHBbIE C IJIAHHUPYEeMbIMH pe3yjabTaTaMH
00y4eHHs MO TUCHUILINHE!

TEOPETUYECKUE 3HAHUS U
METOABI UCCIIEIOBAHUS Ha
MIPAKTHKE

Koabl Conep:xanue Ilepeuenn IVIAHUPYEMBIX  pe3yJbTaToB
KOMIIeTeHIIMII | KOMIeTeHI i 00y4eHMsl 0 TUCIUIJINHE
OK-4 CriocobHOCTB 3HaTh: OTpaciy MpaBa, HCTOPHIO UX (OPMHUPOBAHUS
HCIOJIb30BATh OCHOBGHI | U pa3Butusa B Poccuu
MpaBOBBIX  3HaHU B
Pa3IMIHBIX cdepax | YMeTh: UCTIONH30BATH 3HAHUS B O0JIACTH MpaBa u
JIeSITeJIbHOCTH [IPABOBBIE PECYPCHI B IPOPECCHOHAILHOM
JEITEIBHOCTH
Bnagerh: HaBbIKAMU IIOMCKA W HCHOJIB30BaHHS
npaBoBoli  wH(pOpManuMu IS pelIeHUs  3aaay
poecCHOoHaTbHON IEeSITEThHOCTH
OIIK-1 Crioco0HOCTE 3HaTh: OCHOBHBIE METOJIbI U CPEACTBA NPOBEACHUS
HCIO0JIb30BATh TEOPETUUECKUX UCCIICTOBAHUI

YMeTh: NpUMEHATH MOJTyYEHHBIE TEOPETHUECKHE
3HAHUsI JUIsl pelIeHus 3a71a49 Mpo(ecCHOHATIBHOM
JeSITeTbHOCTH

Brnaners: HaBbIKAMH HPOBEACHHUS TEOPETHUECKHX
UCCIeZIOBaHMM B paMKax  00pa30BaTEeIbHOTO
mporecca H - JanbHeWmed  npodeccHoHalbHON
JIeATENIbHOCTH

1.3.

MecTto AucuMIIMHBI (MOYJI5) B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHON NPOrPaMMbl

HuctunnuHa «JlokymeHTOBeeHHE» OTHOCHTCS K 0a30BOM YacTH OJ0Ka IUCIUTLIAH

y4eOHOro IJIaHa.

JIst OCBOEHHUS UCUUILIMHBI HEOOXOIWMBI KOMIIETEHIIMH, CHOPMHpPOBAHHBIE B XOJI€

HU3YyUCHUA

CIICAYIOIIMX

JAUCIMITIINH

Hcropus

Poccun Hosoro Bpemenu, Hcropus

rocynapctBeHHoro anmnapara Poccun XV - Hauana XX BekoB, MicTrouHukoBeaeHue.




B pesynbrare ocBOGHMS NUCHUIUIMHBI (POPMUPYIOTCS KOMIIETEHIIMU, HEOOXOANUMbIE IS
W3Y4YEHUS CIACAYIOMMX JUCIUIUIMH U IPOX0XKaAeHus npakTuk: Opranuzanus u texuonorus OV,
KanpoBoe nenonpousBoactso, WMubopmanumonnsle TexHojgorun B JIOY, mpaktuka 10
MOJTyYCHUIO0 TIEPBUYHBIX MPO(ECCHOHATBHBIX YMEHUN M HABBHIKOB, B TOM YHUCJIC TEPBHYHBIX
YMEHHH U HaBBIKOB HAYYHO-UCCIIEI0BATEILCKOM iesTenbHOCTH ([JokymMeHToBeeHue).

2. CTpyKTYypa IMCUMILINHBI

OO61mas TpyA0eMKOCTh IUCHHUILIMHBI COCTaBIseT 8

Cmpykmypa oucyuniaunst 0151 04HOU hopmbl 00yUeHUA

3.e., 288 4., BTOM 4ucie

KOHTaKTHasi pabora oOywarommxcs ¢ mpenonasarenem 112 4., camoctosTenbHas pabota
oOyuaromuxcst 158 4. u 18 yacoB KOHTpoOIs

Bupl yaeOHO# paboTh Dopysi
(B yacax) TEKyLIETO
KOHTPOJISI
KOHTaKTHAas -
No Pasnen _ % yCIeBaeMOCTH,
/0 | JTUCIMILIHHBY/ TEMBI GE) % Ci; % § g bopma )
N 3 S ; § § S IIPOMEKYTOYHOU
% 5 S E 5 §§ g F g & arTecTanuu (no
g 5 = |2 8|8 %] 8% 3 cemecmpam)
5 |5 |3 |[EZ|82|E58C
Q = O E &8 & T
1 | Ilpeamer, 4 0 4 onpoc
coZiepKaHue, 3agadu
Kypca
2 HcTounuku u 4 0 10 onuy
JTUTepaTypa mo Kypcy KOHMPOIbHASL
paboma
3 JIoKyMeHT, ero 4 4 10 - onpoc
GyHKIUHM,  TOHSATHS
JTOKYMEHT "
uHpopmanus
4 Crioco0bl 4 6 10 KOHMPONbHAS
JIOKYMEHTUPOBAHUSA paboma
u MaTepuaibHbIe
HOCHUTEIN
uHpopMaIMU
5 | Ilpuznaku 4 0 4 onpoc
TOKYMEHTA:
OpPUTHHAIILHOCTH,
MOJUTHHHOCT,
KOMUHUHOCTD
6 | opmymsip 8 14 32 onuy
JOKYMCHTa u €ro KOHMPOJbHAA
COCTaBHbIE  YaCTH.




Uctopust  pa3zButus
dbopmysipa
JIOKYMEHTA!

16-17 Beka,

18 Bek,

19 Bek,

20 Bek

paboma

umoz2086asi
KOHMPONbHAA
paboma,
npocmaenenue
3ayema

dopmyisap
COBPEMEHHOTO
yIPaBJIEHYECKOTO
JOKYMEHTA: TpaBHiia
odopmiteHus
PEKBH3UTOB

10

mecmupoeanue

O6mme TpebGoBaHus
K TekcTy noxymMeHTa;
YHudukanus TekcTa
JOKYMEHTa

10

onpoc

Cucremsl
JTOKYMEHTAIIH;
CKJIaJIbIBAaHUE
CHCTEM,
YHU(PHUIMPOBAHHBIE
CHCTEMBI
TOKYMEHTAIIUU

18

Konmponvnas
paboma

10

OpranuzannoHHbIE,
pacnopsiAUTENbHbIE U
MH(}OPMaLIMOHHO-
CIPaBOYHbIE
JTIOKYMEHTBI

18

18

Ilpuem
NPAKMUYECKUX
3a0aHull

11

CoBeplieHCTBOBaHUE
JOKYMEHTAllMOHHBIX
MPOLIECCOB,
HCIIOJIb30BaHUE
HOBBIX
MH(OPMAIIMOHHBIX
TEXHOJIOTUI B
JIOKyMEHTUPOBaHUU

16

onpoc

12

Kommrekcer
JIOKYMEHTOB;
Hayuno-
HCTOpUYECKas u
MpaKTUyecKas

16

Omuem
noceujenuu
apxuea

umocoeas
KOHMpPOJIbHAA




IIEHHOCTh JOKyMEHTA

paboma,

nposeoeHue
YCMHO20 IK3aMeHa

18 Umo206as
SK3aMEH KOHMPONbHAS
paboma
HUTOTO: 56 56 158
3. Conep:xkanue TUCHUILTUHBI
Ne [ HaumenoBaHme pa3jaesa Conep:xanue
AUCHUILTMHBI
1 Pazoen | Haznauenue 1.1. [Ipeamer,  coaepkaHue,  3a1a4yu

Aumepamypa

()ucuunﬂunbl, UCMOYHUKU

u

JUCLUIUIMHBL U METOJIbI €€ N3yUEHUS.

JloxkymeHT - OCHOBHOU 00BEKT
JIOKYMEHTOBETUYECKUX HCCIEeI0BaHUN. Pons
JOKyMEHTa B JKM3HM YEJOBEKa U OOILEeCTBa.
JlokyMeHTHI B cepe mpaBa u ynpasiieHus. Biusaue
Hay4YHO-TEXHUYECKONM PEBOJIOLIUU Ha Ppa3BUTHE
IoKyMeHTa. Pa3ButHe ¢opmyisipa JTOKyMEHTA.
HayuHo-ncropruueckass M IpakTH4ecKas LEHHOCTb
JIOKYMEHTA. MeTtobl UCCIJIEIOBaHUS
JOKyMEeHTOBeIueckux mnpobieM. OOmieHayuyHble H
crenuanbHble MeTo/bl. CTaHOBJEHHE U pPa3BUTHE
JNOKYMEHTOBEACHHUS KaK HAyYHON JHUCLUIUIMHBIL.
CBsi3b JOKYMEHTOBEJIEHUS C Teopuel UHpopMaIu,
apXUBOBE/ICHUEM " VCTOYHUKOBEICHHUEM.
Hcnonb30BaHne NOKyMEHTOBEIEHUEM JTOCTUKEHUI
UH(POpPMATUKM, HUCTOPUYECKOW  HAyKH, IIpaBa,
JUHTBUCTUKM, TEOPUM YNPABIEHUS U JAPYTUX
HAy4YHBbIX JUCHUIUIMH. POl JOKYMEHTOBENEHHUS B
COBEpPIIIEHCTBOBAHNH IIPOLIECCOB yIPABIEHUS.

1.2. VicrouHuKu 1 auTEpaTypa

3aKkoHOJATENbHbIE  AKThl, HOpPMAaTUBHBIE

matepuansl XVI — nHau. XX B. IIMCEMOBHMKH.
Metonuueckue paspaboTku. PykoBoacTtBa 1o
JEJIONPOU3BOICTBY.

3aKkoHOJATeNbHbIE, TPAaBOBbIE aAKThl U
HOPMAaTHUBHO-METOANUYECKNE JIOKYMEHTBI
Poccuiickoit denepannu. Koncrurynus
Poccuiickoit denepanuu. Konekcnl PO,

KOHCTUTYLIMOHHBIE U (e/iepalibHble 3aKOHBI, YKa3bl,
ITocranoBneHus IIpaBurenscTBa u VHBIE
HOPMAaTUBHBIE  JOKYMEHTHL.  l'OCynapCTBEHHbIE




CTaHJIapThl, HOPMAaTHUBHO-METOANYECKHE
AOKYMCHTHI — PCTJIaMCHTHI, IIpaBuJia, MHCTPYKIUHU U
np. llepumonmueckue  u3nanus.  CrnpaBodHbIE
u3nanus. Jlureparypa.

Pazoen 2 /lokymenm, ezo ¢pynkyuu
U CHOCOOBI 0OKYMEHMUPOBAHUA

2.1. TTonsTust «HGOPMALHI» U «TOKYMEHT

[MonsiTust  «uHDOpPMALHS» U «JIOKYMEHTY.
Cesa3p  umHbOpMaluu W JOKyMeHTa.  Poib
nHQOpPMAllMM B COLUAIBHBIX M IKOHOMHUYECKUX
npoueccax. Mudopmanus Kak OCHOBa MPUHATHS
YIPaBIE€HYECKOIO PELLICHUS.

BoznukHOBeHUE JTIOKYMEHTA, ero
Ha3HAuYCHHUE. [lonsTue «JIOKYMEHT», ero
Tpancopmanus. JJokyMeHT - 00BEKT UCCIeI0OBaHUS
TEOPETUUECKUX W  TMPUKIATHBIX  JUCIHIUIKH.
[IpaBoBoii, yIpaBIeHYECKHIA UCTOPUYECKHIA
acreKThl B OINpeAeNeHUH JOKyMeHTa. Pacuupenue
MOHATHS «IOKYMEHT» C pa3BUTHEM HAyKu U
TeXHUKU. [IOHATHE <«DBIIEKTPOHHBIA JIOKYMEHT.
OnpeneneHue JOKYMEHTa B TOCYJIapCTBEHHBIX
CTaHapTax. [Tonsitue «JIOKYMEHT» B
JIOKYMEHTOBEICHUU.

3aKoHOJATENbHbIE aKThl 00 00s3aTEIbHOCTH
NOoKyMeHTupoBaHus uHpopmanuu. HasnaueHue
JTOKyMEHTHOU uH(popMmarmu. PakTOpbl, BIUSIONINE
Ha HMHQOPMAIMOHHYIO IIEHHOCTh JOKYMEHTOB.
3aBUCUMOCTb LIEHHOCTH MH(OpMalUU OT MOJIHOTHI,
00BEKTUBHOCTH, IOCTOBEPHOCTH, CBOEBPEMEHHOCTHU
neperay M IMOJIyYEHHS, MEPUOAMYHOCTH WIH
4yacToThl nepeaaun. OnepaTtuBHAs U UCTOpPUYECKAs
(peTpocnieKTUBHAsA) JOKYMEHTHasi MH(OpMalLUs Kak
ennHas nH(OpMaIMOHHAs cUCTEMa.

2.2. OyHKIUYU TOKyMEHTOB

ITonstue «pyHKIUSA JIOKYMEHTa.
3aBUCUMOCTh  MOHATHUSL  «IOKYMEHT» OT  €ro
GyHKIMH. 3HaueHue U3Y4YCHHUS byHKIHH
JIOKYMEHTA. Nudopmannonnas byHKIUSA

JOKyMEHTa Kak CpEACTBO  3alleyaTsIeHuss U
coxpaHenuss uHpopmanuu. CoruanbHas (QYHKIIHSI
nokymeHnta. KyneTypHas (QyHKIUS JIOKyMEHTA.
KommynukatiBHass ~ QYHKIHMS  Kak  CPENICTBO
nepeaayu MHGOpMaIuH.

VYnopasnendyeckas QyHKLUS U €€ 3HAUCHUE B
opranuzanuu ynpasieHus. [IpaBoBas (QyHKIHS.
@Oynkuus  ydera. DyHKHMA JOKyMEHTa  Kak
HUCTOPHUYECKOTO HWCTOYHHKA. DYHKIHUU TOCTOSHHO
JeiicTByromue U (YHKIUU onepaTuBHble BiusHue
GyHKIMHA ~ TOKyMEHTa Ha  €ro  CTPYKTYpYy.
[TonudpyHKINOHATBHOCTD JOKYMEHTA.

2.3. CrtiocoObI TOKYMEHTHPOBAHUS




3ByKOoBasi peuyb, €€ BO3MOXXHOCTH U
HEJIOCTaTKW B  3aKpeIUICHMM U Iepenade
nHpopmanuu. IIpenMeTHbI W 3HAKOBBIH CIIOCOOBI
nepegaun  cooOmenuii.  IloHsiTHe — «cmocoO»
JOKyMeHTHpoBaHus.  Mcropuueckuit — xapakrep
JOKYMEHTOB M JOKYMEHTUPOBaHHUSA.  OTallbl
pa3BUTHS CIIOCOOOB TOKYMEHTHPOBAHUS.

HauepraTenpHblii cHoco0 3akperieHus U
nepeadu uHpopMaLUu. TexcroBoe
JIoKyMeHTHpoBaHue. I[IukTorpapuieckoe MucbMoO H
ero ocobeHHoctH. Jlororpaguyeckoe HUCBMO
(upeorpaguyeckoe MHCBMO), €r0 JIOCTOMHCTBA M
HeznocTatku. IlpuMeHeHue mnukrorpadguyeckoro u
JororpaMuecKkoro MHCbMa B HACTOSILIEE BpEMsL.
CroroBoe nuceMo. Bo3HukHOBeHHE (poHETHYECKOTO
(OyKBEHHOT0) MHUCHMA.

Pazputue rpaduku pycckoro - mmchbMa.

Crenorpadus. IIpumeHeHue TEKCTOBOTO
JOKYMEHTUPOBAHUS.
Texnuueckoe JIOKyMEHTUPOBAaHUE.

OcHOBHbBIE TPYINIBl TEXHUYECKOW JOKYMEHTAIUH.
Bunbr  TexHu4eckumx ~— JOKyMeHTOB.  OoOmactu
MIPUMEHEHUS TEXHUYECKOTO TOKYMEHTHUPOBAHUSI.

POTOIOKYMEHTUPOBAHUE. 3HaueHue
¢dotorpadun Kak crocoda Gukcaruu UHHOPMAIUH.
[Tpumenenne GOTOTOKYMEHTOB.

KuHOIOKYyMEHTHPOBaHUE. [Tonstue
«KUHOJOKYMEHT). Bunst KMHOJIOKYMEHTOB.
Buneo3anuce.

DOHOJOKYMEHTHPOBAHUE. Ero
0CO0EHHOCTH, 001aCTH MPUMEHEHUS.

JlokymeHTHpOBaHue c IIPUMEHEHUEM

MH(GOPMAIIMOHHO-JIOTHYECKUX MAIIIKH.

CoBpeMeHHbIe CIOCOObI JOKYMEHTHPOBAHUS
C MCIOJIb30BaHUEM HOBBIX TEXHOJIOTHH.

2.4 MarepuanbHble HOCUTEIH WHPOPMAIUN

Hocutenu  undopmanuu.  /IpeBHeiimue
MaTepuaibl JUisl TuchbMa Marepuainsl A MUCbMa B
Ilepeqneit  Asum  (KJIMHOMMCHBIE  TaOJIMYKH).
Nzrotosnenue U IpUMEHEHNE namnupyca.
Hcnonp3oBaHue JUisi MUCbMa TepraMeHTa, OepecTsl
U Jpyrux matepuanoB. M3o0perenue Oymaru, ee
JOCTOUHCTBa,  OOYCIIOBHBIIME  IOBCEMECTHOCTb
pacnpocTtpaHeHus. BopsHble 3Haku (QuiIMrpaHu).
CpenctBa u opyauss nUCbMa U MX BIMSHUE Ha
pasButue rpaduKy NucbMa.

Marepuaist JUIS TEXHUYECKOT O
JOKYMEHTHUPOBAHUS. Marepuanst JUTSt
(OTOKMHOZOKYMEHTUPOBAHHS. Buneorpammel.

Marepuasl JUIST (hOHOJJOKYMEHTHPOBAHUSI.
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Kommbrorepusie Hocutenu uHpopManuu. BiusHue
HOCHUTCIIA I/IH(I)OpMaI_II/II/I Ha JOJI'OBCYHOCTh H
CTOUMOCTb JIOKyMEHTA.

Paszoen 3 Ilpusnaku 0oKymenma

3.1. OpuruHaIbHOCTH JOKYMEHTA

ITonsiTe opurumHana, NpU3HAKA OPUTHHAJIA.
YMHOXEHHBIE OpUTHHANBI. UepHOBUKU U OETIOBUKU
TEKCTOBBIX JOKyMEHTOB. ABTorpadsl. Penaxiumu.
OpuruHansl KUHO ¥ (OTOJOKYMEHTOB. OpUTHHAIBI
(OHOTOKYMEHTOB. OpuruHansl  TEXHUYECKHX
JIOKyMEHTOB, OPUTMHAJI 3JIEKTPOHHOI'O IOKYMEHTA.

ITonsstne «nommmHHUK». IlomnuHHBIE U
MOJUTOKHBIE  JIOKYMEHTBI. Buabl danbcudpukanmm
JOKYMEHTOB. danscuduxanus COJIEPKaHUS.
NHuTtepnossums Qanbcuduxanms cocTraBa
yJIOCTOBEpEeHHMs1, OJIaHKa.

3.2. KonuitHOCTh TOKYMEHTa

ITonstust «xonus». Mcropuueckoe pa3BUTHE
konui. Bunel xonuii, onpenensiemble cnocoOoM UX
BocnpousBeneHus. Konuu, paznuunmele o cnocody
ux ypoctoBepenus. Ilopsmox opopmieHHs KOIHi.
KOpunnueckas cuna konuid. J[yonukar.

Pazoen 4 Cmpykmypa 0oKkymenma

4.1. ®opMynap TOKyMEHTa U €0 COCTaBHBIE
4acTu

[Tonstue «pexkBuzut». IlocTosiHHBIE U
nepeMeHHble pekBu3uThl. [loHsTHE «popMmymsipa
JIOKYMEHTA. OcobenHoctu bopmynsapa
JIOKYMEHTOB, MOJy4YE€HHBIX Pa3IM4HbIMH CIIOCOOAMHU
JOKYMEHTUPOBAaHUSA (TEKCTOBBIMH, MAIIMHHBIMH,
KUHO-, ¢dboto-, ¢dhoHo-, TEXHUYECKHUMH).
WNHnuBunyanbHbINA 51 TUIIOBOU bopmysip
nokymeHnTta. @opmynsip — oOpasel, ero 3ajgadd B
yHUPHUKAUU TpeOOBaHUI K PEKBU3UTAM JIOKyMEHTa
U UX PacroiI0XKEHHIO.

4.2. Co3nanue W pa3BUTHE TPATULMOHHOMN
(hOopMBbI TOKyMEHTa

@opmynsap TekctoBoro aokymenta XVI -
XVIlI BB. BiusgHue Tpamguuuii W 3aKoHa Ha
cknaapiBanue opmymsapa mnokymenta. Crenuduka
0003HaUeHMUsI HAMMEHOBAHMS BHUAA JOKYMEHTAa,
yKa3zaHHe aBTOpa M COCTaBUTENs JIOKyMEHTA.
O6o3nauenue anapecara. OCOOCHHOCTH JATHPOBKHU
JOKyMeHTa. Mecto W XapakTrep  HoJnucei
JOKYMEHTa, «CIpaBbl» M «IPUIIUCH», aBTOPCKas
noanuch. Bunpl neuateif. OTMETKH Ha JOKYMEHTaX.
TpaguIMoHHO CIOXUBIIAACA CTPYKTypa TEKCTa H
0COOEHHOCTH H3JIOKEHHS COJCpPKAHUS PA3TUUYHBIX
BUJIOB JIOKYMEHTOB.

dopmynsip TekctoBoro nokymenta XVIII B.

3akoHOJATeNbHbIE U HOPMAaTHBHBIE aKThl O
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COCTaBJICHUH U O(hOPMIIEHUN JOKYMEHTOB. BiusHue
HepapXuM «BJIACTEH U MECT» Ha Pa3BUTHE BUIOB U
paszHoBuaHOCTel. OO03HaYEHNE aBTOpa U €0 MECTO
B (hopMyJIsipe TOKyMEHTA.

Tekcr nokymenrta. Ponb 3akoHOAATEIBHBIX
aktoB  XVIII B, B  yHHuKamuum  Tekcra
OTpe/IeNICHHBIX BHUJIOB JTOKYMEHTOB. [[MCbMOBHUKH,
COOpPHHKH OOpa3IOBBIX TEKCTOB. 3arojioBOK K
TEKCTY, ero Ha3HaueHue u mecto. Ckpena. [leuatu u
npaBuja MONb30BaHUA UMH. OTMETKH, MX BHIBIL,
Ha3HauYeHUe U MecTo B hopmyispe.

®opmynsip TekctoBoro gokymenTta XIX -
Hayana XX BB.

PersniamenTanus 3akoHOJIATEIbHBIMU aKTaMU
MOpsAJIKa COCTaBIEHUS U O(GOpPMIICHUSI JOKYMEHTOB
O6o03HaueHue BUja, aBTOpa JTOKYMEHTOB, UX MECTO
B (hopmymsipe. [losiBienue 6manka.

Oco0eHHOCTH a/IpecOBaHMsI JOKYMEHTOB U
opopmienue gatel. l3MeHnenue B MOpAIKe
opopmieHnss  TOANMCH  pa3IUYHBIX  BUJIOB
JOKyMeHTOB. IIpocraBiieHue 1edareil. Xapakrep
OTMETOK Ha JIOKyMEHTaXx.

CtpyKTypa TeKcTa JOKYMEHTa.

Oo1erocynapcTBeHHast yHHpHUKAIUS
JTOKYMEHTOB U CTPYKTYPBI TEKCTOB.
4.3. Dopmysip YIPaBIEHYECKOTO

nokymenta XX-XXI BB.

Bonpockl 10KyMEHTUPOBaHHS, COCTABICHUS
1 ohopMIIeHUs] JOKYMEHTOB B 3aKOHOAATEIbHBIX U
HOPMATHUBHBIX akTaX. YHH(UKaIUs HTOKyMEHTOB.
BuytpusunoBas yHU(UKaLus. PazBurtue
yHH(UKAIMU W  CTaHIAPTU3AlUH  JOKYMEHTOB.
l'ocynapcTBeHHblEe CTaHAApThl HA  JOKYMEHTBI.
Oco0eHHOCTH OpraHu3aluOHHO-PACTIOPSIAUTEIBHBIX
JIOKYMEHTOB. I'oCT P 7.0.97-2016
«Opranu3anoHHO-PACIOPS INTEIbHAS
nokymeHTanusi. TpeOoBanus K  0(QOpPMIICHHIO
JIOKYMEHTOB. PexBu3UTHI JOKYMEHTOB,
nepeuncisieMmble B «lIpaBuiax nenonpousBoJCTBa B
(benepanbHBIX OpraHax UCIOJIHHUTEIBHOW BIACTH» U
“MeToM4ecKUX PpEeKOMEHJAIMs To pa3paboTke
WHCTPYKIIMHU TI0 JIEJTOTIPOU3BOCTBY B (peepaabHbBIX
OpraHax UCIOJHUTEIbHON BIaCTH .

bnank noxymenta. Buasl GmankoB. Cocrtas
OnmaHka, MOPSAIOK PACHOJOXKEHUS PEKBU3UTOB B
Omanke. brmaHkM ¢ yIIOBBIM W MPOJOIBHBIM
pacroyiokeHueM PEKBU3UTOB. [IpaBuna
KOHCTPYUPOBaHUSA OJ1aHKa. biankn c
n300pakeHNEeM TroCyJapCTBEHHOro repba u repba
cyObekTa deaepanum.

ABTop nokymeHnTa. Ilopsiiok o6o3HadyeHus
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HAaMMEHOBAaHMS OpraHU3alMU-aBTOpa JOKYMEHTA.
CnpaBouHble JaHHbIE 00 aBTOpe, HX COCTaB,
pa3MenieHre Ha  OyiaHke. ABTOpPbI  JIMYHBIX
nokyMeHToB. Iloamuch, meuyaTh Kak IPU3HAKU
aBTOpAa.

Bun nmokymenra, ero pasButue. Buael
JIOKYMEHTOB, OIpeiesieMble 3aKOHOAATEIbHBIMU U
HOPMAaTUBHbIMHM akTaMu. CBsi3b BUJOB JOKYMEHTOB
u  GyHKkuuMid  ynpaBieHHs.  YKa3zaHue — BUa
JOKYMEHTa, er0 MECTO M Ha3HaueHHe B (hopMyisipe
JOKYMEHTa. 3aBUCUMOCTH ()OPMBI TOKYMEHTa OT €T0
BUJIA.

O6o3HayeHNE azpecara. [IpaBuna
HalMcaHMs ajpecara U MECTO yKa3aHMs ajpecara B
dbopmynspe  gokymenta. Otpaxenue  chepsl
JNEUCTBHs JIOKyMeHTa B ero aznpecare. I[lopsgox
odopmieHus JOKYMEHTa C HECKOJIbKUMU
anpecatamu. Ilopsagok odopMieHHs TOYTOBOTO
azapeca.

Jara nokymeHTa. 3HaueHHE JAaTUPOBAHUS
JNOKyMeHTa. ABTOpckHe JaThl  (COCTaBIEHHE,
MOJAINKCAHUE), AaThl, OTHOCAIIUECS K COAEpPKAHUIO.
Jlatbl, XapakTepu3ylomme »sJeMeHTa ¢GopMmyIspa.
Jatsl o0paboTku JIOKYMEHTOB. [Topsimox
odopMIICHHUS J1aT.

CocraB YAOCTOBEpPEHUS JIOKYMEHTOB.
Hasnauenne mnoxamnucanusi noKymeHTOB. IIpaBuia
MOJANUCH  JOKYMEHTOB pa3jIUYHbIX KaTeropuil.
Mecro moxamucu B GopMyJsipe  JTOKYMEHTA.
OnexTpoHHas noanuch. OTMeTka 00 3JIEKTPOHHOU
MIOATIHCH.

ITewatn m mx HazHauenwe. Bunanl medartei.
I'ocynapcrBenHas repboBas neyarsb.
3aKOHOJATENbCTBO 00 W3TOTOBJICHUH u
MOJIb30BaHUK TnedarssMu. llopsaok mnpocraBineHUs
OTTHCKA [€YaTH Ha JOKyMEHTaX.

VTBepxkaeHue  JOKyMeHTOB.  CrocoObl
yrBepxkaeHus. CocraB rpuda  yTBEpKIEHUS,
NOpsAOK ero opopmiieHHus, MecTo B (opmyisipe
JIOKYMEHTA.

CornacoBanue noxkymenta. Ilopsaok u BUbI
coriacoBaHusi. Busbl u rpud cormacoBaHus, UX
oopmienue, mecto B GopMyJIsipe JOKyMEHTA.

Ormerkn Ha pgokymeHTtax. HMx pomp B
MIPOXOKACHUM U UCIOJIHEHUM JOKYMEHTAa, MECTO B
dbopmynsape  nmokymenta. (OcobOoe  Ha3HAYCHUE
pE30IIIOIHMH (yka3zaHus o HCIIOJIHEHUIO
TOKyMeHTa). TpeOoBaHWEe K COACpXKAHUIO U
oopmnennto. OTMETKH O B3ATUU JOKYMEHTa Ha
KOHTPOJIb, UCIIOJIHEHUH IOKYMEHTA U Jp.

4.4. TekcT JOKYMEHTa
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[TonsiTue «TEKCT  JOKYMEHTa» pu
Pa3IUYHBIX criocobax JIOKYMEHTHUPOBAHUSI.
Cuenapuii moarotoBku aokymeHTta. CopepkaHue
MPOCTBIX U CIIOKHBIX JOKYMEHTOB.

[Topsinok H3n0XKEHUs TEKCTa JOKYyMEHTa.
TpeOoBanust  4YETKOCTM U SICHOCTHM  TEKCTa
nokymeHTta. Jlornueckas — CTpyKTypa  TEKcCTa.
B3aumocBs3p copepkanus u (GOpMBI JOKYMEHTA.
dopmanuzanus TeKCTa JOKyMEHTA.

OneMeHTbl TekcTa. [loHATHE «3aroJoBOK»
(HanMeHOBaHUE JOKYMEHTA). Ha3nauenue
3arojioBKa, €ro Mecto B (opMmyisipe JTOKyMEHTa
[Ipuiio>keHus K TEKCTY U MOPSII0K UX 0hOPMIICHHUS.

4.5. Yaudukanus TeKkcTa JOKyMeHTa

YHudukanus JTOKyMEHTa KaK OJHO U3
HarpaBJIeHUN €ro COBEPILICHCTBOBAHUSI.
[Ipennoceiku yaudukanuu. Meton yHUPHUKAITUIH.

Yuudukamusi CTpyKTYpbl TEKCTa. DJICMEHTHI
dbopmanmzanuu.  DopManM30BaHHBIA  XapakTep
TEKCTOB Y4YETHOM JOKyMEHTaluH. YHUUKAIMUSL
SI3BIKOBBIX cpeAcTB. DopMbl yHU(PUKALIUU: TUTTOBOM,
TpadapeTHbId TEKCTHI, TAONWIA, aHKeTa, rpadukw,
JMarpaMMal.

Pazoen 5
O0OKyMenmauyuu

Cucmemot

5.1. CxnaznplBaHUE CUCTEM JIOKyMEHTALIUU

[TonsiTue «cucrema JOKYMEHTALIUI.
[Ipu3naku cucrembl JOKyMeHTauMu. OCHOBaHUS
KJIacCU()UKALMU CUCTEM JOKYMEHTALIUH.

HcTtopuueckas 00yCJIOBIEHHOCTD
¢dbopmupoBaHUs cHCTEeM JOKyMeHTauuu. CHucTeMbl
JOKYMEHTAllUU  YYPEeXJIECHUN JIOpPEBOIIOLMOHHOMN
Poccun.

PasButHe cucreM = JOKyMEHTalMM  Ha
COBpEMEHHOM »JTare. KauecTBEHHbIE H3MEHEHHUS
COCTaBa U COJIEP’KaHUS CUCTEM JJOKYMEHTAaLlUU.

I'ocynapcTBeHHass cucTteMa JOKYMEHTalUU.
OyHKIMOHAIbHbIE CUCTEMBbI JIOKYMEHTalluH,
BEJIOMCTBEHHBIE CUCTEMBI MJIN OTPACIIEBBIE CUCTEMBI
JIOKYMEHTAIlUU ¥ UX B3aUMOCBS3b.

5.2. YHupUIUpOBaHHBIE CHUCTEMBI
JOKYMEHTaluu

[Tonatne  «yHUHUIMpPOBaHHAs  CUCTEMaA
JNOKyMeHTanuu». Pa3paboTka yHUPHUIMPOBAHHBIX
CHCTEM JIOKYMEHTAIIUX - HOBBIN 3Tal B YHU(PHUKAIIUN
U CTaHJApTHU3AIMH JOKYMEHTOB. XapaKTepHUCTHKa

YHU(PULIIPOBAHHBIX CUCTEM JIOKYMEHTal1 K.
l'ocynapcTBenHble CTaHJapThI Ha
yHU(UIIUPOBaHHbIE CUCTEMBI. OmnpIT

MEXIyHAPOIHOW CTaHIAPTU3AINH TOKYMEHTOB.
[TpoexkTupoBanue yHUDUIIMPOBAHHBIX (Hopm
JIOKYMEHTOB. MeTton COJIEpKATEIHHOMN "
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dhopmanbHOM YHUDUKAITUH.

Peructpanuss  yHuuuupoBaHHeIXx  (opm
nokymeHToB. llopsimox BBeneHus B JIeHCTBHE
yHU(PUIUPOBAaHHBIX (HOPM JTOKYMEHTOB. AJBOOMBI
(GbopM yHUPHUIMPOBAHHBIX JOKYMEHTOB.

Pernamenranus cocTaBa BHJIOB u
Pa3sHOBUJHOCTEH  JOKYMEHTOB  ONPEAEICHHOIO
KOMILIEKCa 1O 3a1avyaM ynpasieHus. Tabenb (opm
JOKYMEHTOB.

Pazoen 6  Opzanuzayuonno-
pacnopaoumensHole u
UHpopmayuonno-cnpagounvle
00KyMeHmbl

YHudunupoanHas cUcTeMa
OpraHU3aOHHO-PACIIOPSINTEIHHOMI
noxkyMmeHTaruu. OcOOEHHOCTH CUCTEMBI, €€ COCTaB.

OpraHu3annoHHbIE JTOKYMEHTEI.
IlonoxxeHus, ycraBpl, pPErJIaMEHTbl, WHCTPYKLUU,
npaBwia U Ap. TpeGoBaHHS K MX COCTaBICHHIO U

0 OpPMIICHHUIO.
PacriopsautenbHbIe JIOKYMEHTBI.
[TocTanoBneHus, pelieHus, IIPUKAa3BbI,

pacnopsbkeHusi, ykazaHus u ap. [lopsmoxk ux
COCTaBJICHUS U 0(OPMIICHHUS.

HNudopmalinoHHO-CIIPaBOYHbIE JOKYMEHTHI:
AKTbl, CIIpaBKH, OOKJIAAHBIC U 00BSICHUTEIILHBIE
3aMMCKH, MHUCbMA, TEJIEeTPaMMBbl, Tele(OHOTrPAMMBI.
Nx cocraBnenne u ohopmiieHHeE.

OcobenHoctu  ohopMIICHUS JEATEIBHOCTH
KOJJICTHAJIBHBIX OPTaHOB.

Pazoen 7 Cosepwencmeosanue
OOKYMEHMAayuOHHbIX NPOUECCO8

7.1. Pernnamenranus MPOIIECCOB
JIOKYMEHTOOOPa30BaHUs

HeoOxomumocTh perynupoBaHus Mpolecca
JOKYMEHTOOOpa3oBaHusl. BEISICHEHUE U yCTpaHEHHE
MPUYMH HEOMPaBIAHHOTO BO3PACTaHUS BHJIOBOTO
pa3HoOOpa3uss M KOJWYECTBA  JIOKYMEHTOB.
YcranoBneHue 000CHOBAHHBIX KPUTEPUEB CO3TAHUS
JTOKYMEHTOB. DaKTOpHI, OITPEIEIISIONINE
HEOOXOTUMBIM KOMIUIEKC JAOKYMEHTOB. Tumusarus
dopm  nmoxkymeHntoB.  Pa3paboTka  Hay4HBIX
KOHIIEMIUI MeKoTpacieBoil yHubukanuu Gopm
yHOpaBleHYEeCKUX A0KyMeHToB. Co3naHue OaHKOB
JTAaHHBIX.

[IpaBoBoe peryiupoBaHue nporecca
JOKYMEHTOOOpa30BaHMs. Dopmbl IIPaBOBOTO
peryIMpoBaHusl.

7.2. Vcnonb30BaHUE HOBBIX TEXHOJOTUN B
JIOKYMEHTHUPOBAHUU

BnusiHue  BHEIpPEHHS ~ BBIYHCIUTEIBHOU
TEXHUKH Ha 00pa3oBaHuE JOKYMEHTOB. [IOKYMEHT B
anekTpoHHor  Qopme.  [IpoGimema  mpaBOBOTrO
peKHMMa JIOKyMEHTa, CO3JAaHHOTO B 3JCKTPOHHOM
¢dopme. OCOOEHHOCTH COTJIACOBAHUS M MOAMUCAHUS
OJICKTPOHHBIX TOKYMCHTOB.
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OcobenHoctu co3gaHust U OGOPMIICHUS
JOKYMEHTOB Ha KOMIIBIOTEpE: HCIOJb30BaHHE 0a3

NaHHBIX,  CO3JaHUE  Ia0JIOHOB,  TEKCTOBBHIE
peIaKkToOphl, CIOBapH, IPOBEpPKAa TPAMOTHOCTH U
opdorpadumn. CoBpemeHHOe IpOrpaMMHOE
obecnieueHue.
Pa3Butne cucrtembl nepepayu uHGOpMALMU
Bo3moxHOCTH ~ 0€3I0KyMEHTHOTO obmeHa
nHdopManuen B ypaBiIeHHH.
Pazoen 8. Hayuno-ucmopuueckas [TonsTus: «UEHHOCTb JIOKYMEHTa»,
U  npakmuueckas  WEHHOCMb | «IKCIepTU3a LEHHOCTUY. BoznukHOBeHUE

00KyMenma

9KCHEepTH3bl. BbIpaboTKa MPUHIMIIOB M KPUTEPUEB
OLICHKH LIEHHOCTHU JOKYMEHTOB.

Buemnss 51 BHYTPECHHSA KpUTHKA
JOKYMEHTOB. AHallu3 aBTOPCTBA, BPEMEHHU, MECTa
BO3HUKHOBEHHUU JOKYMEHTAa. AHalIM3 COAEpMKaHUS

JIOKYMEHTA. JlocToBepHOCTD U LIEHHOCTb
JIOKYMEHTA.

JlokyMeHTBI c IIOBTOPSAIOLIEHCS
nHpOpMaIHEH. Bunst IIOBTOPSAEMOCTH:
IyOJIETHOCTb,  MOIJIOUIEHHOCTh, CYMMHUPOBAHHE,
BapHaHTHOCTH, pedepupoBanue. OOmme

3aKOHOMEPHOCTH, OIpPEEIONIe BO3HUKHOBEHHE
JOKYMEHTOB C ITOBTOPSIOLIEICS HHPOpMAIUEH.
3HAYUMOCTD SIBIICHUU, COOBITHUMH, (DAKTOB B
MIEPBUYHBIX u BTOPUYHBIX JIOKYMEHTaX,
COOTBETCTBHE COJEpKallleicss B HUX HH(OpManuu
OCHOBHBIM WJIA  BCIIOMOTATEIbHBIM  (YHKIHAM
YUPEXKICHUS. IOpuanueckas cuia ITHX
JIOKYMEHTOB. Xapaxrep MOBTOPSIEMOCTH,
NEPUOIUYHOCTh 00pPa30BaHUS TOKYMEHTOB.
Br160opouHas oleHKa JOKYMEHTOB.
CrennanbHble KPUTEPUM OLIEHKM HAay4HO-
texuudyeckoit gokymentanmuun (HT). Wzyuenue
BHYTPEHHEI0 COCTaBa JOKYMEHTa Mo IpobiemMam
(temaM) u MozensiM (KOHCTPYKLHAM) 3HadeHHE
Hay4YHO-TEXHUUYECKOW HAed. 3HAYUMOCTh OOBEKTa
JUISL SKOHOMHKHU. YHMKAJIBHOCTh COOPYKEHMS WU
KOHCTPYKIIHH.
Kpurepun LIEHHOCTHU
KHHO(OTO()OHOTOKYyMEHTOB. OCOOEHHOCTH OLIEHKH
MalIMHOYUTAEMbIX JOKYMEHTOB.

Pa3zoen 9. Komnnaexcuor
O0OKYMEHMmM 08

[TonsiTne «KOMILIEKCa JTOKYMEHTOBY.
IlepBuuHbIE KOMIIEKCHI TEKCTOBBIX JOKYMEHTOB
ux  Bumgel.  Kommiekcel ~— TeXHHYECKHUX U
KHMHO(OTOIOKYMEHTOB.

CrnoxHsle KOMILIEKCBI. [TonsTHA
«JOKYMEHTAJIbHBIN» U  «apXWUBHBIM»  (HOHJBL
Kommiekcel JIOKYMEHTOB YUpEKICHUM,

OpraHM3alMii M CTPYKTYPHBIX TMOJPa3AeIEHUM.
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JInyHbIe

b oHIBL. ITonsarue

HOKYMBHTOBJHDHﬂTHG«apXHB».

4. Ob6pa3oBaTeIbHbIE TEXHOJIOTHH

OO0pa3oBaTte/ibHbIE TEXHOJIOTHH

No/Ne | HammeHoBaHHe pazaena Bugsr yueOHol | O6pazoBaTeNbHBIC TEXHOJIOTHI
paboTHI
1 [Mpenmer, coaepxxanue, | Jlexyus 1-2. Beoonas nexyus
3aJa4u Kypca
CamocmosmenvHas
paboma Iloozomoska k nekyuu
2 Hcrounuku u nureparypa no | Jexyus 3-4 Jlexyus-eusyanuzayua ¢ npumeneHuem
KypCy craio-npoekmopa
Camocmosmenvras | Iloocomoeka K nexyuu:
paboma — MOHUMOPUHZ —~ 3AKOHOOAMENbHbIX U
HOPMAMUBHO-MEMOOUYECKUX
UCOYHUKOG NO OOKYMEHMOGEOEHUIO C
UCNONBL306ANHUEM NPABOBLIX 0A3 OAHHBIX,
usyueHue OOKYMEHmMO8eOUeCKOl
YueOHOU U HAYUHOU TUMepamypbl
3 HoxymeHnt, ero ¢yHkmH, | Jlexyus 5-6 Jlexyus-euzyanuzayus ¢ npumeHeHuem
HOHSTHS JOKYMEHT U cnauo-npoekmopa
uHQOpMAIHS
Ilpaxmuueckoe Luckyccua
3anamue [
Camocmosmenvuas | Iloocomoska K NPAKMU4eCcKomy
paboma 3aHAMUI0
4 CrocoObI Jlexyus 7-8 Ipobnemnas nexyust
JIOKYMEHTHUPOBaHUS u
MaTepuabHble Hocutenu | [Ipakmuteckoe Huckyccun
uH(OpMAaLIH sansmue - 2
Camocmosmenvuas | Iloocomoska K NPAKMU4ecKomy
paboma 3aHAMUI0
5 [IpuzHaku nokymeHTa: | Jlexyus 9 Ananumuueckas nexyus
OpPUTHHAIILHOCTb,
MOJUIMHHOCTb, KOMUHHOCTD Camocmosmenvhas | [loocomoska k nexyuu
paboma -

6 dopMmynsIp JOKYMEHTa H
€ro  COCTaBHbIE  YacCTH.
Hcropus pa3BUTHUA
dbopMyIsapa TOKyMeHTa:
16-17 Beka,

18 Bek,
19 Bek,

20 Bek

Jlexyus 10-14

Ilpaxmuueckoe
sausamue — 3-6

CamocmosmenvHast
paboma -

Jlekyus ¢
cumyayuii

pasbopom  KOHKpEmHbIX

Monumopune ooxymenmos 17-20 exos

Tloozomoska K
3aHAMUIO

npakmu4eckKkomy

CKOJIJICKIIH)
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DopMyJISIp COBPEMEHHOTO
yIPaBICHYECKOTO
JIOKYMEHTAa: npaBuiia
0 OpMIICHUS PEKBU3UTOB

Jlexyus 15

ITlpakmuueckoe
sanamue — 7-8

Jlexyus-eusyanuzayus ¢ npumeHenuem
caao-npoekmopa

Monumopune  3aKkoHoO0amenvHblx U
HOPMATMUBHO-MEMOOUYECKUX AKINO8 NO
OOKYMEHMOBEOCHUI) C UCNONb308AHUEM
npasosvix 6a3z OAHHGIX,

Ompabomka Npakxmu4eckux HAasblKo8
oopmaeHUs peKeu3UmMos

Camocmosmenvrast
paboma

Camocmosmenvhas
paboma - Iloozomoska K NPAKmuyecKomy
3AHAMUIO
8 TpeboBanust k  Tekcry | Jlexyua 16 -17 Jlexyus-eusyanuzayus ¢ npuMeHeHuem

JIOKYMEHTA; caaio-npoexmopa

Vaudurarms texcra | Camocmoamenvrasn

JOKYMeHTa paboma - Tloozomoska k nekyuu

9 CucreMbl A0KyMeHTaruu; | Jlexyusa 18-19 Jlexyusa-suzyanuzayus ¢ npumMeHeHuem

CKJIa/IBIBAHUE CHCTEM, caaio-npoexmopa

yHU(DHUIIMPOBAHHBIC

CHCTEMBI IOKYMEHTALHH Camocmosmenvnasn | Iloocomoska k nexyuu
paboma

10 Opranu3aivoHHbIE, Jlexyus 20-23 Jlexyus-eusyanuzayus ¢ npuMeHeHuem
pacnopsguTeIbHbIE u CAauo-npoeKmopa

MH(MOPMAIHOHHO- Ipaxmuueckue )

CHPABOYHbIE IOKYMEHTbI sausmus 9 - 15 Hcnonvzosanue ketic-memooa
Camocmosmenvnas | Iloocomoska K NPAKmuyecKomy
paboma 3aHAMUIO

11 CosepriercrBoBanue | Jlexyus 24

JIOKYMEHTAIMOHHBIX Ilpobnemnasn nexyus

mponeccos,

HCIIOJIb30BAHUE HOBBIX

HH(OPMAITHOHHBIX Camocmosmenvnas | Iloocomoska k nexyuu

TEXHOJIOTUI g |7 aboma

JIOKYMEHTUPOBAHUHU

12 Kommiekcrl JIOKYMEHTOB; | Jlexyus 25 Ipobnemnas nexyus

HayuHo-uctopuyeckas u

MpaKTHYECKas LEeHHOCTh | [Ipakmuueckoe THocewernue apxusa, uzyuerue ClOHCHbIX

JIOKyMEHTa sausmue 16 KOMNJIEKCO8 HA NPAKMUKE

Tloozomoska K
3aHAMUIO
Tloozomoska k sx3ameny

npakmuiyeckomy

5. OneHka IAHUPYEMBIX pPe3yJabTAaTOB 00y4eHus!

5.1. CucTeMa OLleHUBAHU A

Dopma konmpons

Maxc. konuuecmso bannos ||
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3a 0ony pabomy Bcezo
Texywuti KoHmponw:
- onpoc 5 bannos 15 6annos
-Onuy -KoHmpoavbHas paboma (memol 2) 15 bannos 45 bannios
- KoHmpoavHas paboma (memwl 4) 15 6annos
- 6nuy-konmpoavras paboma (mema 6)
15 6annos
- UMO0208ast KOHMPObHAS paboma (membl
1-6)
Tpomesicymounas ammecmayus 40 6annos
(3auem ¢ oyenkoi) (memoi 1-6)
Hmoeo 3a cemecmp 100 6annos
5 bannog 10 6annos
- onpoc
- Tecmuposarnue (mema 7) 20 6annos 50 bannos
- KoHmponvHas paboma (mema 9) 10 6annos
-UMo208as KOHMpPOIbHAs paboma
(memot 7-12) 20 6annos
Ilpomeorcymounas ammecmayus 40 b6annos 40 6annos
(oxzamen) (memor 1-12)
Hmoeo 3a cemecmp (Oucyunnumy) 100 6annos

[Tosny4eHHbII COBOKYIHBIN pe3ybTaT KOHBEPTUPYETCS B TPAJAULIMOHHYIO IIKATy OLIEHOK U B
HIKaJTy OIleHOK EBpornelickoii cucTeMbl iepeHoca u HakorieHus kpenutoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUH ¢ TaOIMIICH:

100-0amnpHas T lxana

TKata paMIIMOHHAs IITKaIa ECTS

95 -100 A
OTIINYHO

83-94 B

68 — 82 XOpOIIIO 3a4TEHO C

56 — 67 D
YJIOBJIETBOPUTEIILHO

50 - 55 E

20-49 FX
HEYJIOBJICTBOPUTEIHHO HE 3aYTEHO

0-19 F
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5.2.KpuTepuu BbICTABJIEHHSI OLIEHKH IO JUCHHUILIHHE

Banapl/
IxaJuaa
ECTS

Onenka o
JUCHHUILINHE

Kpurepun oneHKH pe3yJabTaToOB 00y4eHH sl 110
AUCHUILINHE

100-83/
A.B

«OTIIMYHOY/

«3a4TEHO
(oTgHO)»/

«3a4YTCHO»

BeictaBnsercs 00y4aromemMycsi, €Clid OH INIy0oKo U
IIPOYHO YCBOWJI TEOPETUYECKUM U MPAKTUYECKUI
MaTepHaj, MOXKET IIPOJEMOHCTPUPOBATh 3TO Ha 3aHATHIX
U B XOJI€ IPOMEKYTOYHON aTTECTALUH.

OO0yuaroImuiicst KCUYEPIBIBAIOIIE U JIOTHYECKH CTPOUHO
u3naraet yueOHbI MaTepuai, yMeeT yBA3bIBaTh TEOPUIO C
MPAKTUKOM, CTIPABIISECTCS C PEIICHUEM 3ajad
npodeccnoHaATbHOM HANPABICHHOCTH BBICOKOTO YPOBHS
CJIOKHOCTH, MPABHJIBHO 000OCHOBBIBAET IIPUHSTHIC
perieHusl.

CB00O/IHO OpUEHTHPYETCS B yUeOHOH U
npo¢eccCUOHATILHOM JINTepaType.

OneHka 0 JUCLUIUIMHE BBICTABIIIOTCSA 00YYarOIEMYCs C
y4E€TOM PE3YNbTATOB TEKYIIEH U IPOMEKYTOYHOU
aTTECTALUN.

Komnereniuu, 3akpeniaéHHble 3a AUCIUIUITMHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUII».

82-68/

«XOpOoIIoY/

«3aUTCHO
(xoporo)»/

«3a4YTCHO»

BricTaBnsiercsa oOy4daromemMycsi, €Ciu OH 3HaeT
TEOPETHUYECKUIN U MPAKTUYECKUI MaTepHall, IPaMOTHO U 110
CYILIECTBY M3JIAraeT €ro Ha 3aHATUAX U B XOJ€E
MIPOMEKYTOYHON aTTECTAllMU, HE JIOMYCKasl CYyLIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics NpaBUIbHO MPUMEHSET TEOPETHUECKUE
IIOJIO’KEHUS IIPH PELIEHUH IIPAKTUYECKUX 3a/1a4
Ipo(eCCHOHAILHON HANIPABIEHHOCTH Pa3HOIO YPOBHS
CJI0KHOCTH, BJIaJIEET HEOOXOIMMBIMHU JIJIsl 3TOTO HaBBIKAMH
U NIpUEMaAMU.

JlocTaTOYHO XOpOILIO OPUEHTUPYETCS B yUeOHOU U
npo¢eCCHOHATILHOM JITepaType.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00yYaromeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTECTALlNN.

Komniereniuu, 3aKkpeni€éHnbie 3a JUCUUTUIAHOM,
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Bbanasl/ Ouenka no Kpurtepun oneHKH pe3yJabTaTOB 00y4YeHH sl 110
Ixana AUCUHMILINHE AMCUHMILINHE
ECTS
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIHIiN.
67-50/ «YIIOBJIETBOPU- BricTaBmsiercs 00y4aroneMycsi, €Clii OH 3HaeT Ha 0a30BOM
TEIbHOY/ YPOBHE TEOPETUUECKUI U IPAKTUYECKUNA MaTepural,
D.E JIOITYCKAaeT OTJCNIbHBIC OMIMOKH MPH €T0 U3JI0KEHUHU Ha
(3ATTEHO 3aHATHUSIX U B XOJ1€ IPOMEKYTOUHOM aTTeCTal|H.
(ynoBneTBopu-
TEJIBHO)»/ OOyyaromuiics UCIBITHIBAET OMPeIeIEHHbBIE 3aTPYAHCHUS
B IPUMEHEHHUH TEOPETUUECKUX MOJ0KEHUM MPU PELLICHUH
(GAATCHO? MPaKTUYECKHX 33724 MPo(dhecCHOoHaNbHOM HallpaBICHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOAKHOCTH, BJIAJICET
HEO0OXOIUMBIMHU ISl 5TOTO 0A30BBIMH HABBIKAMHU U
MPUEMAMHU.
JleMOoHCTpUpYyEeT JOCTaTOYHBIM YpOBEHb 3HAHUS yUeOHOU
JIUTEPATYpPhl [0 TUCLHUIUIMHE.
OneHka o JUCIUILIMHE BBICTABIISIOTCS 00y4daromeMycs ¢
y4E€TOM PE3yJIbTATOB TEKYIIEH U MPOMEKYTOUHOU
aTTeCTaluu.
Komniereniuu, 3aKkpeni€éHnble 3a JUCUUTUIAHOM,
c(OpMHUPOBAHBI HA YPOBHE — «IOCTATOYHBINY.
49-0/ «HEYyJIOBIIETBOpHUTE | BricTaBisercs oOy4daroemMycsi, i OH He 3HaeT Ha
JTBHOY/ 0a30BOM ypOBHE TEOPETUUYECKUIN U MPAKTUUECKUIN
FFX MaTepua, J0mycKaeT rpyObie OIMOKY MPH €To
HE 3a4TEHO

MN3JI0KCHUU Ha 3aHATUAX U B XOJ€ HpOMe)KYTO‘{HOﬁ
aTTeCTanuu.

OOyyaromuiics UCIIBITHIBAET CEPhEIHBIE 3aTPYIHEHUS B
MPUMEHEHUH TEOPETUIECKUX TTOJIOKEHUH MTPH PEeIICHUN
MPAKTUYECKHX 33124 MPO(HECCHOHATBHOW HAIPABICHHOCTH
CTaHJJAPTHOT'O YPOBHS CJIO)KHOCTH, HE BJIaJ€eT
HEOOXOMMBIMU JIJIS1 3TOTO HAaBBIKAMU U MPUEMAMHU.

JleMOHCTpHpYeT (pparMeHTapHble 3HAaHUS yUeOHOM
JUTEPATyphl 110 AUCHHUIIINHE.

OneHka o JUCHUIUIMHE BBICTABIISAIOTCS 00YYaIOMEMYCS C
YYETOM pE3yabTAaTOB TEKYLIEH U MPOMEKYTOUHOMN
aTTECTALlNN.
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Banapl/
HIkaJuaa
ECTS

Onenka o
JUCIHUIIINHE

Kpurtepun oneHKH pe3yJabTaTOB 00y4YeHH sl 110
AUCHUILINHE

KommereHiu Ha ypoBHE «JOCTaTOYHBIIY, 3aKPEIIEHHBIC
3a TUCIUILINHOM, HEe COPMUPOBAHBI.

5.3. OneHovHble cpeacTBa (MaTepuaJibl) AJs1 TEKYLIEr0 KOHTPOJISI yCIeBA€MOCTH,
NMPOMEKYTOYHOM aTTeCTAlUM 00yYAIOUIUXCS 10 JUCIUIJINHE

Ilepeyennb BOpoOCOB K KOHTPOJIBLHOM padoTe 1o teme 2.

ogkrwhE

Uem 3aHMMaeTCs Hay4Has IUCLMIUIMHA IOKYMEHTOBECHNE?

C xakuMH HayYHBIMU AUCUMIUIMHAME CBS3aHO JOKYMEHTOBEACHHUE?

Ha3zoBure 3aKoHOIATEIBHBIE AKTHI, PETYIUPYIOLINE BOIIPOCH JOKYMEHTHPOBAHHUS.
[lepeuncnrTe HOPMATUBHBIC IPABOBBIC aKThI, PETYIMPYIOIINE BOIIPOCH! JOKYMEHTUPOBAHUS.
[aiiTe xapakTepuCcTUKYy HOPMAaTHBHO-METOJUYECKUM JOKYMEHTaM I10 JIEIOINPOU3BOJICTBY.
HazoBute aBTOpOB, HCCIIETYIOMNX BOIIPOCH JOKYMEHTOBEACHHUS.

Ilepeyennb BOpocoB K KOHTPOJIBLHOM padoTe no teme 4.

arwnE

MIPEUMYILECTBA U HEJOCTATKH.
6. MaiiTe XapakTepUCTUKY MaTepHUalbHBIM HOCUTEISIM HHPOPMALINH U CPABHUTE UX MEXKIY

c000ii.

Kakwue BbI 3HaeTe CriocoObI TOKYyMEHTHPOBAHUS ?

[epeuncnuTe 3TAnbl pa3BUTHS TEKCTOBOTO JOKYMEHTHPOBAHUS, CPABHUTE UX MEKAY COOOM.
Pacckakute 00 0COOCHHOCTSIX TEXHHUYECKOTO TOKYMEHTUPOBAHHSI.

B uewm 3akirodaroTcss 0cOOEHHOCTH KUHO, ()OTO ¥ (POHOJOKYMEHTHPOBAHHS?

CpaBHHUTE U3BECTHBIE BaM CIIOCOOBI JOKYMEHTHUPOBAHUS MEX Iy COOOH, HA30BUTE UX

IIpumepsI 0IUI-KOHTPOJILHBIX padoT Mo TeMe 6
Kakue o0pamenusi 0bIM NPUHATHI B KOHKPETHBII HCTOPUYeCKuUil nepuoa?

XIX Bek

CoBerckuil mepuom

90-e roxpsr XX Beka

CoBpeMEHHOCTD

(mpoBecTH CTPENKH)

TOBAPHIILY
Wany BaHOBUUY
MuiocTBOMY TOCY1apIo

rocrnogunHy

Kakumu utoroBbiMu (ppazamu 3aKaHYMBAIOCH CJIYyKe0OHOe MUCbMO B KOHKPETHBII HCTOPUYEeCKUil

XVI, XVII Beka

XIX Bek

CoBetckuii mepuoj

nepuon?
(TpoBecTH CTPENKH)

¢ TITy009YalIiM TOYTCHUEM

C YBAXXCHUCM

C KOMMYHHUCTHUYCCKUM ITPUBETOM
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CoBpeMEHHOCTD ITaps rocynaps, CMUILyHCS, TIOKALYH

IlepeyeHb BOIPOCOB K HTOr0BOIi KOHTPOJIbHOM padoTe Ne 1

1. JIoKyMEHT U ero MecTO B CUCTEME YIIPaBJICHUSI.

2. 3axoHOJATeNIbHBIE IPABOBEIC AKTHI, PETIIAMEHTHPYIOIINE CO3IaHNe U 0OpMIICHHE
JOKYMEHTOB.

3. HopMaTHBHO-METOJMUYECKUE aKThI, ONPEACISIONINE MOPSIIOK CO3AaHUI U 0hOpMIICHUS
JOKYMEHTOB.

4. JIoKyMEHTOBEACHHUE KaK Hay4yHasl AUCLUIIMHA U €€ CBSA3b C IPYTUMH HAyIHBIMU
JUCLUIUIMHAMH.
[NonsiTre «uHpOpPMALIU» U €T0 PA3BUTHE.
[lonsATHE «IOKYMEHT» U €T0 Pa3BUTHE.
Cas13p HHQOpPMAIMA U TOKYMEHTA.
OO0ure u yacTHbIEe PYHKIMH JOKYMEHTA.
. CriocoObl JOKYMEHTHPOBAHUS U UX Pa3BUTHE.
10 TexcToBOE TOKyMEHTUPOBAHUE U ATAIBI €TO Pa3BUTHSL.
11.TTukrorpammsl. [IpiMeHeHnEe MUKTOTPadUIECKOTO MUCEMa CETOHS.
12.JIororpammsl. Mcrnionbp30BaHue JIOTOrpaMM CEroIHs.
13.Texandeckoe JOKyMEHTUpOBaHUE. BUabl KOMIUIEKCOB TEXHUUECKON TOKYMEHTALMH.
14.®oronoxymenTupoBanue. I[losBnenue, pa3Butue, NPUMEHEHHE.
15.KunopokymentupoBanue. [losiBnenue, pasputue. Buaeozamnucs.
16.DononoxkymenTupoBanue. [losiBienue, pa3BuTie, IpUMEHEHHE.
17.Matepuan ans fokyMeHTHpOoBaHuUs. Ero pa3sutue.
18.TTopnuananky 1 Konud. Bunel kommid. [Topsgok yaocToBepeHHid KOHHA.
19.®opmynsap nokymenTta. Tunosoii hopmysp, popmynsap-oopaser.
20.PazButne dhopmysipa mokymenta B XVI-XVII Be.
21.@opmynsip nokymenta XVIII B.
22.@opmy1sip TeKCTOBOTO JoKyMeHTa X1 X- Hagama XX BB.

©oNo O

OO0pa3usbl TeCTOB MO TeMe 7

Bompoc 1

Busa odunmaapHOro 10KyMeHTa 3T0:

A) peKBHU3UT JOKYMEHTA, BRIPKAIONIMIA COTIIaCHe MM HECOTJIaCHs TOJDKHOCTHOTO JIMIA C
COZIep’KaHUEM JIOKYMEHTa

B) HaAIMUCh Ha JOKYMEHTE, CACIaHHAA JOJDKHOCTHBIM JIMIIOM U COACpIKallas NpUHATOC UM
perieHue

B) moanucanne 10KyMeHTa €ro COCTaBUTEIEM

Bompoc 2

Busbl mpocTaBmsroTes:

A) paOOTHUKOM, TI€YaTaBIIUM JOKYMEHT
b) paboTHrKaMu cBOEW OpraHnu3aluu

B) paboTHrKamMu qpyrux opraHu3anui

Bompoc 3

B kakue pekBU3UTHI TOKYMEHTA J1aTa BXOAMUT KaK COCTaBHAs 4acThb?
a) rpud yTBEpXKICHUS B) MOAIHUCH

0) BM3a COTIIACOBaHUS T') PE30JTIOIHUS

Bompoc 4

OO0mnit 6JaHK TOKyMEHTa BKJIIOYAET B Ce0s CIIEAYIONINE PEKBU3HUTHI:
A) u3o0paxkeHue repba, sMOIEMBI, MECTO TSl pa3MeEIIeHUsT Ha3BaHUS BUIA JOKYMEHTA, MECTO
JUISL 1aThl 1 HOMEpa JOKYMEHTa, MECTO COCTABIICHUS
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b) m3obpakenne repOa, 3MOIeMbI, HAUMEHOBAHNE OpTaHU3aIlN aBTOPA, MECTO IS pa3MEIICHIS
HA3BaHUS BUAA JOKYMEHTA, MECTO JJIS IaThl 1 HOMEpa JJOKYMEHTa, MECTO COCTaBJICHUS

B) uzo6paxenue repba, 3M0JIeMbl, HAMMCHOBAHUE OpPTaHU3aIMK aBTOPa, MECTO IS Pa3MEIICHUs
Ha3BaHHS BUJIA JIOKYMEHTA, CIPABOYHBIC JJaHHBIC 00 OPraHU3aIMU, MECTO JUTS JAaThl U HOMEpa
JIOKyMEHTa, MECTO COCTaBIICHHS

Bomnpoc 5

Kakue U3 nepednciieHHbIX TOKyMEHTOB TPEOYIOT YTBEPKICHHS?
A) ycraB b) mratHoe pacnmcanue B) mpukasbl

I') noknaaneie 3anucku J[) JOKHOCTHBIC HHCTPYKITUU

Bompoc 6

TumoBoi popMyIsIp pHUKasza COACPIKUT CICTYIONINE PEKBU3HTHL:

A) rep0 (3M0O1eMy ), HaMMEHOBaHHE OpraHU3aIMH-aBTOPa, CIIPABOYHbBIE TaHHBIE 00 OpraHn3allnHy,
HaMMEHOBaHUE BUJA JOKyMEHTa — IIPHUKa3, ATy, HOMEp, MECTO COCTABJICHUS, 3aT0OJIOBOK K TEKCTY, TEKCT,
MOJIHCH, BU3BI COTIACOBAHUS

B) rep6 (3mOnemy), HaMMEHOBaHNE OpPTraHU3aIMH-aBTOpa, HaWMEHOBAaHUE BU/IAa JOKYMEHTA —
MPUKa3, aTy, HOMEp, MECTO COCTABJICHHSI, 3aT0OJIOBOK K TEKCTY, TEKCT, TIOANUCH, BU3bI COTTIACOBAHMUS

B) rep0 (3mOneMy), HAMMEHOBaHKE OPraHU3alUH-aBTOPa, HAMMEHOBAHUE BUIA JOKYMEHTA —
NpUKa3, AaTy, HOMEp, MECTO COCTaBJICHUsI, 3aT0OJIOBOK K TEKCTY, TEKCT, MOAIUCH, TIeYaTh, BU3bI
COTJIACOBAHMUS

Bomnpoc 7

B ynpaBneHueckoii mpakTHKe IPUMEHSIOT CIIEAYIOIIUE BUIbI OJaHKOB!
A) OiraHK IEIChMa

b) 6mank KOHKPETHOTO BHJIA TOKyMEHTa

B) o6mmii 6;raHk

M) 6mank hu3maecKoro Iuia

Bompoc 8

JJOKyMEHTHpPOBaHUE 3TO:

A) mporiecc ABIKEHUS TOKYyMEHTOB B OpraHU3aI[|H

B) 3anmchk nadopManmy Ha pa3ITMYHBIX HOCUTENSIX TI0 YCTaHOBJICHHBIM MPaBUIIaM
B) coznanne nokymMeHTOB

I') pabota ¢ JOKyMEHTaMu

Bompoc 9

K opranuzaiimoHHBIM JOKYMEHTaM OTHOCSITCSL:

A) ycTaBsl 0) mpaBWJia  B) aKThl T) MPUKa3bl [) HHCTPYKIUHU
Bompoc 10

I'ep6oBoii meuaThio (MEYaTHI0 OPraHU3AINN) 3ABEPSIFOT:
A) rapaHTuiiHble TCbMa 0) TPOTOKOJIBI 3aCEAaHUN  B) IPUKA3bI
I') noroBopsl 1) TpyAOBbIE KHIKKA

Bompoc 11

DopMyIsp JOKYMEHTA 3TO:

A) Habop pekBU3UTOB OQHUINAIEHOTO TUCEMEHHOTO JJOKYMEHTA, PACIION0KEHHBIX B
OIIpEeIEIEHHOM MOCIIeI0BAaTeIbHOCTH

B) nopsimox 00pabOTKH TOKyMEHTOB

B) MmunumansHblil anemeHT oopMIIeHHS JOKYMEHTa

Bompoc 12
HndopmannoHHO-CIPaBOYHBIN JOKYMEHT 3TO:
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a) a) JIoKyMeHT, cofepsKariuii HHOOPMAIHIO 0 (PaKTHUECKOM ITOJIOKEHHUH €, KOTOPBIH CITY)KHUT
OCHOBAHHUEM TSl IPUHSTHUS peIICHUH

b) 6) lokyMeHT, OpraHu3yonmii padoTy yUpeKIecHus

C) B) JIoKyMeHT, B KOTOPOM 3a(hUKCHPOBAHBI PACTIOPSHKEHHST PYKOBOICTBA

d) r) JdokyMeHT, GUKCUPYIOLIHI IESTEIbHOCTD KOJUIETHATBHOTO OpraHa

Bompoc 13

bnank ¢ m3o0pakeHreM rocynapcTBeHHOTo repba Poccuiickoit @enepannuy MOTYT UMETh:

a) JIro0as opraHuzamnysl, 3aperucTpupoBanHas Ha TeppuTopun Poccuiickoit @eneparyn

0) Kommepueckast ¢pupma, 3aperucTpupoBanHas Ha Tepputopun Poccuiickoit @eneparyn

B) YupexneHus u opraHu3ainy, ykasaaaele B KoncturynumonHom 3akone «O repbe Poccuiickoit
denepaunn»

r) YupexaeHus U Opranu3anud, ykasanasle B Koncrutynuu PO

Bompoc 14

K pexBu3uTam, mpuaamuM T0KyMEHTY IOPUAMYECKYIO 3HAUNMOCTb OTHOCSITCS !

a) repd PO

b) otmMeTka 0 mocTyTIIeHUN TOKyMEHTa

B) ITOATHCH

T') aBTOp IOKyMEHTa

IlepedyeHb BONPOCOB K KOHTPOJILHOM padoTe no teme 9

1. Yro Ttakoe yHUPUKAIUSI JOKYMEHTOB?

2. [laiite omnpenencHue CUCTEME JOKYMEHTAIIUN

3. Uro Takoe yHU(DUIIUPOBAHHBIC CUCTEMBI JOKYMEHTAIIUH, HA30BUTE HX.

4. Kaxwne BUIBI TOKyMEHTOB BXOJAT B COCTaB YHU(D)UITUPOBAHHON CUCTEMBI OpTraHH3aI[IOHHO-
pacHopsIUTENBHON IOKYMEHTAITHH.

IlepeyeHb BOPOCOB K HTOTOBOIi KOHTPOJIbHOM padoTe Ne 2
[MousTHs «yHHUPHUKALUSI) U «CTaHAAPTU3AIMS TOKYMEHTOB.
PazButne yaudukanum u crangapTu3anui 1oKkyMeHToB Bo |l monoeuae XX B.
I'OCT P 7.0.97-2016. Ero conepxaHue, 3HaUCHUE.

4 TpeboBaHHS K KOHCTPYHPOBAHHIO OJIaHKOB. Buibl OnaHkoB. biianku npennpusTuii
pa3auuHbIX POPM COOCTBEHHOCTH.

5 PexBu3NT «HaMMEHOBaHHE OpPraHU3alUU-aBTOPa JOKYMEHTa», TPeOOBaHUS K HEMY.
PexBU3NT «cripaBOYHBIE JaHHBIE 00 OPraHU3AIMH-ABTOPE TOKYMEHTa, €r0 COCTAB.
PexBu3uT «ampecaty», ero 3HaUCHHE ¥ COBPEMEHHBIE TPeOOBaHUS K 0(OPMIICHHIO.

Hate1. TpeOoBanus kK UX 0POPMIICHHIO; 1aTa KaK COCTaBHAS YaCTh JPYTUX PEKBU3UTOB.
PexkBU3HT «perucTpalioHHbIil HOMEp JOKYMEHTa», €ro 3HaYCHHE.

10 PexBU3NUT «cChIIKA HA PETUCTPAIIMOHHBIH HOMEP M ]aTy JOKYMEHTa», KOTJla U TIe OH
MPOCTaBJISIETCSI.

11 Ilopsanok coryiacoBaHHsI JOKYMEHTOB ¥ 0(OPMIICHHSI BHYTPEHHETO M BHEIIHETO COTJIACOBAHUS

12 Tlopsanok yTBep>KACHUS JOKYMEHTOB, BUJIbI yTBEPIKACHUSL.

13 Topsaaok momucanus JOKyMEHTOB.

14 Tleyatp kak PeKBU3UT TOKyMeHTa. Ha KakuX JOKyMEHTax MpOCTaBIsIeTCs repOoBasi mevars.

15 CocraB ynocroBepenus 10KyMeHTOB. [IpaBuia opopMiieHns: peKBU3UTOB, YAOCTOBEPSIOIINX
JIOKYMEHT.

16 OTMeTKH Ha JOKYMEHTE, UX 3HaYCHHE U 0(hOpMIICHHE.

17 Peszomronus. E€ 3nauenne. TpeOoBaHMs, IpeaAbIBIIEMbIE K PE3OJIOIHH.

18 PexkBU3UT «OTMETKA 00 MCITOIHUTEIEY, €0 3HAUCHHUE.

19 PexBU3UTHI, IPUIAOIIHE JOKYMEHTY IOPUIHYECKYIO 3HAYMMOCTb.

20 Yuaudukanus TeKCcTa JOKyMEHTA.

21 TpadapeTHbie TeKCTBl. MeTouKa pa3padoTKH.

22 CrniocoOblI TipeicTaBiIeHus] yHU(DUITMPOBAHHBIX TEKCTOB (QHKETHI, TaOIHIIBI, TpadapeTHbIe
TEKCTBI).

23 O6uume TpeboBaHUs K TEKCTY JOKYMEHTA.

24 ANropuTM MOATrOTOBKH JOKYMEHTA.

WN -

O© oo ~NO®
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25 DyieMeHTBI TEKCTa: 3arojI0BOK, IIPUIOKEHHS, TPEOOBAHUS K HUM.

26 JIMHrBUCTHUYECKHE 0COOCHHOCTH TEKCTOB CIIY)KEOHBIX IOKYMEHTOB.

27 TloHsiTHE «CUCTEMBI JOKYMEHTALIUI», PA3BUTHE CHCTEM.

28 TonsTrHe «yHHDUIPOBAHHBIE CUCTEMbI JOKYMCHTAIIUNY.

29 Hasnauenwue, onpeneinenue u cocta Y COP/I.

30 TpeboBaHus K COCTaBICHUIO U OQPOPMIICHUIO OPTaHU3aUOHHBIX JOKYMEHTOB.

31 TpebGoBaHUs K COCTABICHUIO ¥ OOPMIICHUIO PACTIOPSUTENBHBIX JOKYMEHTOB.

32 TpeboBaHMsI K COCTABICHHIO ¥ 0(OPMIICHHUIO IIPUKA30B.

33 TpeboBaHus K COCTABICHUIO 1 OQPOPMIICHUIO OOBSICHUTEIBHBIX U TOKJIAIHBIX 3aITHCOK
(BHEUIHMX U BHYTPEHHHX).

34 TpeboBaHMsI K COCTABICHUIO  O(OPMIICHHUIO CIPABOK (BHIbI CIIPABOK, CIIPABKH BHEIIHHE U
BHYTPEHHHE).

35 TpeboBanus K COCTaBICHUIO 1 OPOPMIICHUIO aKTa.

36 TpeboBaHMs K COCTABICHUIO ¥ OPOPMIICHUIO CITY»KeOHOTO MHChMa. Pa3HOBUAHOCTH TTHCEM.

37 TpeboBaHMsI K COCTABICHHUIO H O(POPMIICHHUIO TEJICTPaAMM.

38 Ocobennoctu hopmyssipa TeneOHOTPaMMBI.

39 ANTOpHUTM MOATOTOBKH M MPOBEICHHUSI COBENanus. JIOKyMEHTBI, CO3/1aBacMbIe B MPOIIeCCe
MOJITOTOBKH COBCIIAHUS.

40 TpeOoBaHUS K COCTABJICHUIO U O(hOPMIICHHIO ITPOTOKOJIA.

41 TloHsTHE KOMILJIEKCOB TOKYMEHTOB. [IepBHYHbIE KOMITIEKCHI TEKCTOBBIX JOKYMEHTOB.

42 TlousTHs «TOKYMEHTaIbHBIN (POHI» U «apXUBHBIHA (HoHI». VX paznmuue.

43 CnoxHble KOMIUIEKCH. BeJOMCTBEHHBIE apXUBBI.

44 Cnoxwuele KoMIUIeKChl. ['ocyaapcTBeHHbIe apXuBbl. CeTh TOCYIapCTBEHHBIX apXHUBOB.

45 TIOHATHSI IIEHHOCTh IOKYMEHTA», «3KCIEePTU3a IICHHOCTH». BOZHUKHOBEHNE, pa3BUTHE
9KCIEPTH3HI.

46 [TpuHIMITEL, KPUTEPUHN SKCIEPTH3bI IIEGHHOCTH JJOKYMEHTOB.

IlepeueHb BONMPOCOB K YCTHOMY 3K3aMeHY 10 BCeMY Kypcy

o [Ilepeuenv éonpocoe 0na n0020MoOGKU K IK3AMEHY NO OUCUUNTUHE
“/loxymenmogeoenue”

23. JIOKyMEHT U €T0 MECTO B CHCTEME YIIPABJICHHSI.

24. 3aKOHBI U MHbIE HOPMATHUBHBIE [TPABOBBIE aKThl, pErJIaMEHTUPYIOIINE CO3/IaHHE U
odopmIIeHHE TOKYMEHTOB.

25. HopmaTuBHO-METOJMUECKUE TOKYMEHTBI, OIPEIeNSIONINe TOPSA0K CO3IaHusl U 0hOpMIICHHUS
JIOKYMEHTOB.

26. JlokyMeHTOBe/IeHHE KaK HayyHasl JUCIMIUIMHA U €€ CBSI3b C JPYyTUMH HayYHbIMU
JVCIIATUTHHAMH.

27. Ilonarue «uHpOpMaLIUA» U €r0 pa3BUTHE.

28. [loHATHE «TOKYMEHT» U €TO Pa3BUTHE.

29. Cs13b MH(OPMAIIUH U JOKYMEHTA.

30. O6mue u yacTHbIe PYHKINUU TOKYMEHTA.

31. CnocoObl JOKYMEHTUPOBAHMS U UX Pa3BUTHE.

32. TexcTOBOE MOKYMEHTHPOBAHUE U ATAITBI €TI0 PA3BUTHSI.

33. [Tukrorpammel. [IpuMeHeHne MUKTOTpapUUECcCKOro MUchmMa CEeroIHs.

34. Jlororpammsl. Mcrions30BaHMe JIOTOTPAMM CETOJTHSI.

35. TexHnveckoe TOKyMEHTHpPOBaHUE. BUIbl KOMIUIEKCOB TEXHUYECKOM TOKYMEHTAIIHH.

36. ®oronoxkymeHnTpoBanue. [losBieHue, pa3BuTHe, IPUMEHEHNUE.

37. KunonoxymentupoBanue. [losBienue, pa3BuTre, IpuMeHEHUE.

38. ®oHookymenTupoBanue. [losBieHne, pa3BuTHe, IpUMEHEHNE.

39. Matepuan ais 1okyMeHTHpoBaHus. Ero passurue.

40. MopnmHAMKA U Kortmu. Buer konwmid. [Topsiiok y0cTOBEpEHNH KOTIHH.
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48.
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60.
61.
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63.
64.
65.
66.

67.
68.
69.
70.
71.
72.
73.

74.
75.
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dopmysip nokyMeHTa. Tunosoit hopmysip, popmysisip-odpaserl.

Passutue gpopmymnsapa noxkymenra B XVI-XVII Bs.

®dopmysap nokymenta XVIII B.

®opmysp TekcToBoro gokymenta X1 X- nagana XX BB.

[TonsATHS «yHUDUKALUA» U «CTAHJAPTU3ALMSD TOKYMEHTOB.

I'OCT P 7.0.97-2016. Ero coxep:kanue, 3Ha4CHHE U BOZMOXHOCTH HCIIOJIb30BAHMSI B
COBPEMEHHBIX OpraHU3alMsiX.

[TpaBuia nenonpousBoACTBa A QenepaibHbIX OPraHOB UCIIOTHUTEIHHOMN BIACTH.
(comeprkaHue, 3HAUCHNUE U BOBMOXKHOCTH HCIOJIb30BaHHs)

MeTtoandeckue peKOMEHAANHU 110 pa3paboTKe HHCTPYKLUH 110 JEeJIONPOU3BOACTBY B
(enepanbHBIX OpraHax HCIOJHHUTEIBHOM BIACTH (COlepikaHKe, 3HAYCHUE U BO3MOXKHOCTH
HCIIOJIb30BAHMS ).

[TpuMepHas HHCTPYKLUSA 1O AEIONPOU3BOJICTBY B TOCYAAPCTBEHHBIX opranu3anusax 2018 r.
(coneprkaHue, 3HAYCHUE U BO3MOYKHOCTH MCIIOJIB30BAHHMS).

CocraB pexkBu3uToB O61aHK0B. Knaccugukanus 01aHKOB.

PexBu3uT «HauMeHOBaHUE OpPraHU3alUU-aBTOPA JOKYMEHTa», TPEOOBAHUS K HEMY.
PexBU3UT «cripaBoYHbIe JaHHbIE 00 OPraHU3alMU-aBTOPE JOKYMEHTa», €ro COCTaB.
PexBu3ut «agpecar», €ro 3Ha4YeHNUE M COBPEMEHHBIE TPeOOBaHUS K 0(POPMIICHHIO.

Hatel. TpeboBaHust K UX 0()OPMIIEHUIO; 1aTa KaK COCTaBHAs 4acCTh JIPYT'UX PEKBU3UTOB.
PexBU3UT «pErucTpallMOHHBIA HOMEDP TOKYMEHTa», €r0 3HaYCHUE.

PexBU3UT «cChlIKa HA PErMCTPALlMOHHBIN HOMEp U J]aTy TIOKYMEHTa», KOI/ia U I/1e OH
IPOCTABJISIETCS.

[Topsimok corsiacoBaHus JOKyMEHTOB U 0(hOpMIICHUsI BHYTPEHHETO U BHEIIHEr 0
COIJIaCOBaHUs

[Topsiiok yTBepKACHUS JOKYMEHTOB, BUABI YTBEPHKICHUS.

[Topsimox moanmucaHus TOKYMEHTOB. DJIEKTPOHHAs! MOANUCH. OTMeTKa 00 3JIEKTPOHHON
HOJIHCH.

[Teuatp Kak pekBU3UT AOKyMeHTa. Ha Kakux JOKyMeHTaX MpOCTaBIsETCs] OTTUCK IIEYaTH.
CocraB yioctoBepeHHst JOKyMeHTOB. [IpaBuiia ohopMiieHUs! pEeKBU3UTOB, Y10CTOBEPSIOLIHI
JIOKYMEHT.

OTMeTKH Ha IOKYMEHTE, UX 3HaueHue U opopMIIeHHE.

Pesomonus. E€ 3Hauenue. TpeOoBaHus, NpeabsIBISIEMbIE K PE30TIOLUH.

PexBU3UT «OTMETKA 00 UCTIOJIHUTENEY, €r0 3HAYCHHE.

PexBuzuThl, npuaaronye 10KyMEHTY IOPUANYECKYI0 3HAUUMOCTb.

YHudukanus tekcta JokyMeHTa. CrocoObl pecTaBIeHUs YHU(DUIMPOBAHHBIX TEKCTOB
(aHKeTsbl, TaOIUILIBI, TpadapeTHbIE TEKCTHI).

O61ue TpeboBaHMs K TEKCTaM YIPaBIEHYECKHX JOKYMEHTOB.

ANTOpPUTM ITOATOTOBKH JOKYMEHTA PacloOpsAIUTEILHOTO JOKYMEHTA.

DNeMEHTBI TEKCTA: 3ar0JI0BOK, IPUIIOKEHUS, TPEOOBAaHUS K HUM.

[TonsiTHE «CHCTEMBI TOKYMEHTALIMWY», PA3BUTHE CUCTEM JOKyMeHTauuu. [lonarue
«yHU(ULMPOBAHHbIE CUCTEMBI JOKyMEHTalun». HazHaueHue, onpeaenenre u coctan
YHUPHUIUPOBAHHON CHCTEMBI OPraHU3ALMOHHO-PACHIOPSANTEILHONW JOKYMEHTALHH.
TpebGoBanus K COCTaBICHHIO U 0(OPMIICHUIO OPTaHU3ALUMOHHBIX IOKYMEHTOB (IIOJIOKEHUE,
yCTaB, HHCTPYKLUS, PETJIaMEHT, ITaTHOE PACIHCAHUE).

TpebGoBaHusI K COCTaBICHHIO U 0(QOPMIICHHUIO PaCOPSAIUTENbHBIX JOKYMEHTOB (IIPHUKa3,
pacropsikeHue, peleHne, HoCTaHOBJICHHUE, IIPOTOKOIM).

TpeGoBaHMs K COCTABICHHUIO U 0(OPMIICHUIO OOBSCHUTEIBHBIX, TOKIATHBIX U CITYKEOHBIX
3aMMCOK.

TpeOoBaHus K COCTABICHUIO U O(POPMIICHHUIO CITPABOK (BH/IBI CIIPABOK).

TpeboBaHMs K COCTABICHUIO U O(POPMIICHHIO AaKTOB.
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76. TpeGoBaHus K COCTaBICHHUIO U 0opMIIEHHUIO cTy>keOHOro nucbma. Kimaccudukamms
CITyKEOHBIX TTHUCEM.

77. ATropuT™ MTOJITOTOBKH U TIPOBEICHHS COBemanusl. JlOKyMEHTBI, CO3/IaBaeMbIE B ITPOIECCE
MOJTOTOBKH COBELIAHMUS.

78. TpeGoBaHUs K COCTABIICHHIO U OPOPMIICHHIO MPOTOKOJIA.

79. TloHsATHE KOMIUIEKCOB JOKYMEHTOB. [lepBUYHBIE KOMIIEKCHI TEKCTOBBIX TOKYMEHTOB.

80. CnoykHBIE KOMIUIEKCHI IOKyMEHTOB. [IOHATHS «JOKYMEHTANBHBIH (HOHI» U «apXUBHBIN
dony. Mx paznuuue.

81. HomenkmnaTypa aen.

82. IIpu3Haku 3aBeICHUS JeIl.

6. YueOHO-MeTOoAMYeCKOE U HH(POPMALMOHHOE 0O0eceyeHue TUCIHILIMHBI
6.1. CnuCOK HCTOYHHMKOB M JIUTEPATYPHI

Oobs13aTe/IbHbIC HCTOYHUKH

I'paxxnanckuii kogekc P® gacte 1-4. [Dnexkrponnsiii pecypc] / «Koncynprantllmoc» —
DJIEKTPOH. JIaH. — M., [1997-2013].— Pexxum JOCTyIA!
http://www.consultant.ru/. — cBoGoHbIi. — 3ari1. ¢ 3kpaHa.

®DenepallbHBIN KOHCTHTYIIHOHHBIN 3aK0H OT 25 mexabpst 2000 r. Ne 2-OK3 «O IN'ocymapcTBeHHOM
repbe Poccuiickoii ®@eneparmm» [Dnekrponusiii pecypc] / «Koncynprantllmoc» — DnekTpoH.
JIaH. — M., [1997-2013].— Pexum JOCTyTIA:
http://www.consultant.ru/. — cBoGoHbIi. — 3ari1. ¢ 3kpaHa.

Oenepanpupiii 3ak0H PO ot 27.07.2006 1. Nel49-03 «O6 wmubopmMaruu, WHPOPMAIHOHHBIX
TEXHOJOTHAX M O 3ammre uHbopMamun» [InekTpoHHbd pecypc] / «Koncymprantllmrocy —
DJIEKTPOH. JIaH. — M., [1997-2013].— Pexxum JocTyna:
http://www.consultant.ru/. — cBoGoHbIi. — 3ari1. ¢ 3kpaHa.

®enepanbubiii 3akoH PO ot 27.07.2006 1. Nel52-®3 «O mnepcoHadbHBIX JAAHHBIX»
[Dnexrponnsiii pecype] / «Koncynprautllnrocy — Dnekrpon. man. — M., [1997-2013].—
Pesxxum noctyna:http://www.consultant.ru/. — cBoGoHbINH. — 3ari. ¢ skpaHa.

3akon Poccuiickoit ®eneparuu ot 25 oktsi0ps 1991 r. Ne 1807-1 «O s3p1kax Hapo0B Poccuiickoit
®enepanumy. [InexTponnsiit pecypc] / «Koncynprantllnoc» — Dnextpon. gan. — M., [1997-
2013].— Pexum JIOCTYyTIA:
http://www.consultant.ru/. — cBoGoHbIi. — 3ari1. ¢ 3KpaHa.

@enepanbhbiii 3akoH 0T 06.04.2011 Ne 63-®3 “O6 snektpoHHON noamucH” [DIEKTPOHHBIM
pecype] / «Koncynprantllmocy — DnektpoH. gan. — M., [1997-2013].— Pexxum goctyma:
http://www.consultant.ru/. — cBoGoHbI#. — 3ari. ¢ 3KpaHa.

Oenepanbhblii 3akoH  oT  27.12.2002 No  184-03 «O TEXHUYECKOM PETyJIHPOBAHHI
[Dnextponnsiii pecype] / «Koucymnprantllmocy — DmektpoH. maH. — M., [1997-2013].—
Pexxum nocryna: [Dnektponnsiii pecypc| / «Koncymprantllnmoc» — 3Onextpon. man. — M.,
[1997-2013].— Pesxum mgoctyma: http://www.consultant.ru/. — cBoGoaHbIi. — 3ari. ¢ 9KpaHa.

Oenepanpueiii 3ak0H 0T  01.06.2005 Ne53-03 «O rocymapcTBEHHOM si3bIke  Poccuiickoit
®enepanuny» [InekTponusiid pecypc] / «Koncymprantllmrocy — DnektpoH. man. — M., [1997-
2013].— Pexum JOCTyTIA:
http://www.consultant.ru/. — cBoGoHBIN. — 3ari1. ¢ FKpaHa.

®3 “O6 apxuBHOM 1eie B Poccuiickoit @emeparnuun” Ne 125-@3 ot 22.10.2004 [DneKTpOHHBII
pecypc] / «Koncynbrantllmtocy — Dnektpon. gan. — M., [1997-2013].— Pexum nocryna:
http://www.consultant.ru/. — cBoGoaHBIN. — 3ari1. ¢ SKpaHa.

[locranoBnenue IlpaBurensctBa Poccuiickoit ®enepaunu ot 27 nexadps 1995 . Ne 1268 «O0
yYOopssaA0o4€HUn HU3TOTOBJICHUSA, HWCIIOJb30BaHUSA, XPAHCHUSA U YHUYTOXKCHUSA neyated M OJIAHKOB C
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BOCIIPOM3BEIEHUEM TOCYIapCTBEHHOr0 repba Poccuiickoit demepanum» [DNEKTpOHHBINH pecype] /
«Koncynprantllmocy — Onekrpon. maH. — M., [1997-2013].— Pexum npocryma:
http://www.consultant.ru/. — cBoGoaHBIN. — 3ariL. ¢ SKpaHa.

IlocranoBnenue IlpaButensctBa PO ot 19.01.2005 Ne30 «O TumoBoM periaMeHTe
B3aMMOJIECHCTBHS  (helepalbHBIX OPraHOB HCIOJHHUTEIBHON BiacT»/ [DJIEKTPOHHBIA pecypc| /
«Koncynprantllmocy — Onekrpon. man. — M., [1997-2013].— Pexum npocryma:
http://www.consultant.ru/. — cBoGoHBIN. — 3ariL. ¢ SKpaHa.

ITocranosnenue IlpaButensctBa PO ot 28.07.2005 Ned52 «O TumoBoM persiaMeHTe BHYTpEHHEH
oprauusanuu  (eJepaibHBIX OpPraHOB HCIOJHWTENBHOW BiacTH» [DJICKTPOHHBIA pecypc] /
«Kouncynprantllmoc» — DmektpoH. gan. — M., [1997-2013].— Pexum pocryma:
http://www.consultant.ru/. — cBoGoHbIi. — 3ari1. ¢ 3kpaHa.

IlocranoBnenne IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O06 yrBepxnenun IlpaBun
JIEIONIPOM3BOJICTBA B (elepalbHbIX OpraHaX HCIONHUTENBHON BracTu[ DNEKTPOHHBINA pecypc]| /
«Kouncynprantllmoc» — DmektpoH. gan. — M., [1997-2013].— Pexum pocryma:
http://www.consultant.ru/. — cBoGoHbIi. — 3ari1. ¢ 3kpaHa.

[TpumepHas HHCTPYKIHUS O JIETIONPOU3BOJICTBY B TOCYJAPCTBEHHBIX OpPraHU3alusax (yTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnekrponnbiii pecypc]. Pexum mocryma:
https://minjust.consultant.ru/documents/40313 (mxara o6paruenus - 25.08.2018).

OO6miepoccHiicKre KIacCH)UKATOPhI TEXHUKO-IKOHOMUYECKOW U CONMAIbHON nHpopmarmu (o
BEIOODY).

Kpatkuii cnoBaps BUAOB U Pa3HOBUIHOCTEN TOKyMEHTOB. OTB. pen.

A.C.Manutukos. - M.: BHUMJA/L, 1974, 80 c.

JdonoJiHUTe/IbHbIE HCTOYHUKH

PycanoB ®enmop. Kanuenspckuit camoyuurtens, uiau KpaTtkoe pyKOBOACTBO K ITO3HAHUIO
JISIIONPON3BOJICTBA TIPUCYTCTBEHHBIX MECT, C TNpuOaBieHHeM (OpM TEPEeNuCKA W KaHIEISPCKUX
nokymeHnToB / Cou. denop Pycanos, Psi3an. ry6. 3apaiick. 1BOp. ONEKH MPOTOKOIUCT. - Mocksa : Tur. H.
Cremnanosa, 1839. - 186, V c.; 18. URL.: https://dlib.rsl.ru/viewer/01003560048#?page=1

CazonoB, benbckuii. IlonHbIil pycckuii MUCBMOBHUK : COOPHUK OOpa3LOBBIX IHCEM,
JIEJIOBBIX Oymar U KOMMEpPYECKOW MEepenucKu : B 4-X yacTaxX : 0Opasubl U (opMbl MPOILICHUH,
3asBJICHUH, OT3bIBOB ... : ¢ mpuioxkenueM 100 muceM 3amedarenbHBIX PYCCKHX JIIOJEH:
rocyjaapei, rocyJJapCTBEHHBIX JesiTesIel, mucaTesell U yUeHBIX ... : HaCTOJIbHAs KHUTa JUIsl BCeX /
coct. CazonoB u benbckwii. - C.-IletepOypr : tumo-nmutorpadus X. 1. T'enpnepn, 1887. - [4],
468, VIII ¢. URL: https://www.prlib.ru/item/358693

Jlureparypa
OcHosHasa

beikoBa T.A. JIOKyMEHTaMOHHOE  oOOeclieuyeHHWe  ympaBieHus  (IeI0mpOU3BOJCTBO)
[DnexTponnbiii pecype] : yueoHnoe mocobue / T. A. Brikosa, T. B. Ky3Hnerosa. - 2-e u3j., nepepad. u J1011.
- MockBa : MHWuppa-M, 2018. - 304 c. - [ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

C.A. I'nmoroBa, A.IO. KonbkoBa, FO.M. Kykapuna, E.A. Ckpunko. JlokyMEHTallMOHHOE
oOecrieueHrne ympaBieHus, moa oOmei pemakimued T.A. Beikopoit. — M.: 000 “1C-
[Mabmumuur”’, 2016. — 350 c.

JIOKyMeHTOBeZIeHNE. YUeOHUK IS CTy. YupexaeHuii Beicir. obpasosanus / M.B. Jlapun, E.A.
IInemkeBuu, B.®. AnkoBas u ap.; moxn pen. M.B. Jlapuna. — M.: U3gatensckuil uentp “Axamemus’,
2016. - 320 c.

Wnromenko MLIT. Mcropus aenonpousBoactea B Poccun (1o 1917 r.): yueOHoe mocobue. — M.:
PITYVY, 2007. - 133 c.

KysnenoB C.JI. CoBpeMeHHBIE TEXHOJOTHH JOKYMEHTAIIMOHHOTO OOeCIeUYeHHUS
ynpasienus: 3-e uznanue. — M.: U3natensctBo “TEPMUKA.PY”, 2017 1. — 381 c.
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JlomoaHuTeabHas

Nnromenko MLIT. K Bompocy o ¢pynkumsax gokymentoB //Coserckue apxuBsl, 1973, Ne 5. C. 18-
21.

Umomenko M.IL., Ky3nenosa T.B., Jlupmun 51.3. JlokymentoBenenue. JIOKyMEHT U CHUCTEMBI
JoKyMeHTarun. Y4aeoHoe nocodue.— M.: MITMAU, 1977, 94 c.

Nnromenko MLIL., Ky3uenoBa T.B. ®opmymsip nokymenrta. - M.: MITMAH, 1986, 86 c.

JlapekoB H.C. JlokymenTtoBenenue: yueonoe nocodue. — M.: ACT: Boctok-3anan, 2008. — 427 c.

IMoponbckas U.A., Cankuna JI.B. Meronuka M mpakTHKa CTaHAApPTU3AUUH M YHU(DUKALMH
JIOKyMeHTOB: Y4e0. mocobue. - M.: MI'MAH, 1987, 80 c.

COOpHUK 3aKOHOAATENBHBIX AaKTOB MO JenonpousBoiacTBy (1917-1970rr.) — VYwueb.
nocobue nox pen. f.3. Jlusmuna. — M. MITMAU, 1973. — 157 C.

Mmuar C.O. Kuasvxos C.E. JJOKyMEHTHI JeOMPOU3BOJCTBA MPAaBUTEILCTBEHHBIX YUPEKICHUN
Poccuu XVI-XVII 8B. - M., MTMAH, 1985, 102 c.

6.2. IlepeyeHb pecypcoB HMH(POPMALMOHHO-TETEKOMMYHUKAIIMOHHOH  CeTH
«AnTepHEeT»
[IpaBoBble cuctems! “T'apant, “KoncynbTant mioc”;

7. MartepuajibHO-TEXHHYECKOe o0ecreyeHne U CUUTIIUHBI (MOIYJIA)

B kauecTBe MarepHalbHO-TEXHUYECKOTO0 OOECHevYeHUs AUCHMILTUHBI YKa3bIBaeTCs
HeoOXoauMoe Il OOyYCHHs JIMIICH3MOHHOE NIpOrpaMMHOE oOecriedeHrue, 000pyIoBaHHE,
JEMOHCTPAIIMOHHBIE MPUOOPHI, MYJIbTUMEAUMHBIE CPEICTBa, y4eOHble (UIbMBI, TPEHAXKEPHI,
KapThl, IJIAKATBhI, HArJIAJHbIC HOCO6I/I$[; Tpe6OBaHI/I$[ K ayJuTOpHUAM — KOMIIBIOTCPHBLIC KJIACCHI,
aKaJeMHYECKHe WU CIEeMaIbHO 000pYI0BaHHBIC Ay JTUTOPUU U 1aOOPATOPHH, HATHUNE JOCKH U
T.J.

8. OblecneueHue 00pa30BaTeJbHOr0 Mpomecca AJsl JHUI € OrPaHUYEHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI

B XO0A¢ peam3alu JUCHUIIIIMHBI UCTIOJIB3YIOTCA CICAYIOMUC TOIMMOJIHUTCIILHBIC
METOJBI O6y‘-I€HI/I$[, TEKYIIECTO KOHTPOJIA YCIIEBAEMOCTH U HpOMGKYTOHHOﬁ arrecrainuu
06yqa}01unxcsl B 3aBUCUMOCTH OT UX UHAUBUAYAJIbHBIX 0COOEHHOCTEH:

® IS CJCIBIX U CIa00BUISIINX:

- JeKiuuu Oo(OPMIAIOTCS B BHUIE AJIEKTPOHHOTO JOKYMEHTa, IOCTYMHOTO C TOMOIIBIO
KOMITBIOTEPA CO CIIEeIUATN3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM;

- THChbMEHHBIE 3a/laHds BBIIOJHAIOTCS HAa KOMIIBIOTEPE CO CHEIHATU3UPOBAHHBIM
MIPOrPaMMHBIM 00€CIIEYCHUEM, U MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieynBaeTCsl MHIMBUIYaIbHOE paBHOMEpHOE ocBetleHue He MeHnee 300 moKc;

- JIIs BBITIOJNHEHUS 33J]laHUsl TMPH HEOOXOIMMOCTH TPEIAOCTABISICTCS YBEITUYHBAIOIICE
YCTPOMCTBO; BOZMOYKHO TaKKe UCIIOJIb30BaHHE COOCTBEHHBIX YBETUUMBAIOIINX YCTPOUCTB;

- MIACbMEHHBIC 3aJIaHUsT O(POPMIIIOTCS YBEITMUCHHBIM MIPHPTOM;

- 9K3aMeH | 3a4€T MPOBOASTCS B YCTHOU (pOopMe MM BHITIOTHSIOTCS B TUCBMEHHOU (hopme Ha
KOMITBIOTEPE.

® IS TIYXUX M CIIa0O0CIBIIANINX

- Jekuuu Oo(OpPMIISIOTCS B BHUJIE JJICKTPOHHOTO JOKYMEHTa, IUOO0 TPeaoCTaBIsSETCS
3BYKOYCHJIMBAOIIAS allapaTypa WHIUBHIYATBHOTO TIOJB30BaHUS;

- IMCbMEHHBIE 3a/IaHUs BBIMOIHIIOTCS Ha KOMITBIOTEpPE B MUCHbMEHHOU (opMe;

- 9JK3aMeH W 3a4€T MPOBOJATCS B IHCHMEHHOW (opMe Ha KOMIBIOTEPE; BO3MOXKHO
npoBeqieHne B popmMe TeCTUPOBAHUS.
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e IS JIUL C HAPYIICHUSMH OTIOPHO-/IBUTATEJILHOTO ammapaTra:

- JIeKIUH O(OPMIIAIOTCS B BHUJE AJIEKTPOHHOTO JIOKYMEHTa, IOCTYIHOTO C IOMOINIBIO
KOMITBIOTEpA CO CHEIHMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCIIeUeHUEM;

- THCbMEHHbIC 3a/laHds BBIIOJHAIOTCS HA KOMIIBIOTEPE CO CHEHHATU3UPOBAHHBIM
MIPOrpaMMHBIM 00€CIICYECHUEM;

- 9K3aMEH MPOBOJUTCS B YCTHOU (popMe UK B MUCbMEHHOM (popMe Ha KOMITBIOTEPE.

[Tpu HEOOXOIUMOCTH MPETyCMaTPUBACTCS YBEITUUYEHUE BPEMEHHU IS TIOATOTOBKU OTBETA.

[Ipouenypa  mpoBeieHHUS  MPOMEKYTOUHOM  arTecTauu A 0Oydaroluxcs
YCTaHABIMBACTCS C Y4YETOM HUX HMHIUBUAYAIbHBIX TICUXO(PH3MYECKUX OCOOEHHOCTEH.
[TpomexxyTouHast aTTecTals MOXKET IPOBOIUTHCS B HECKOJIBKO ATAIOB.

[Tpu mpoBeneHNH TPOLEAYPHl OLEHUBAHUS PE3yIBTATOB OOYUYEHHsS IpelyCcMaTpuBacTCs
UCIIOJb30BAaHME TEXHUYECKUX CPEACTB, HEOOXOIMMBIX B CBSI3U C HHIUBUIYaJbHBIMU
0COOCHHOCTAMHU O0YyYaroIuXcsi. T CPEACTBa MOTYT OBITh NMPEJOCTABICHBI YHUBEPCUTETOM,
WJIM MOTYT MCIIOJIb30BAaThCSl COOCTBEHHBIE TEXHUYECKUE CPEICTBA.

[IpoBeneHre mpoUEAYpbl OLCHWBAHHS  PE3yJAbTaTOB  OOy4YeHHS  JIOMyCKaeTcs C
MCIIOJb30BaHUEM JTUCTAHIIMOHHBIX 00PAa30BATEIbHBIX TEXHOIOTHHA.

ObecneunBaeTcst OCTYN K MHPOPMAIMOHHBIM M OMOIHOTrpaduyecKuM pecypcaM B CETH
WuTepHer s Kaxkaoro oOywaromierocsi B ¢opMmax, aJanTUPOBAHHBIX K OTPAaHHYEHUSM HX
3JI0POBBSI ¥ BOCTIPHSITHS HHPOPMALIH:

® IS CIICIIBIX U CIIA0OBUISIINX:

- B [Ie4aTHOM (hopMe YBETUUCHHBIM MIPUPTOM;
- B (hopme 31EKTPOHHOTO TOKYMEHTA;

- B hopme ayauodaiina.

e IS TIIYXHX U CIa0OCIbIIIAIINX:

- B IIeYaTHOU opMme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA.

e I O0YYAIONIMXCS C HAPYIIEHUSIMU OTIOPHO-ABUTATEILHOTO anrapara:
- B IIeYaTHOU opMme;

- B (hOpMeE IJIEKTPOHHOTO JOKYMEHTA;

- B (popme ayauodaiina.

VYyeOHble ayAUTOPUH Ul BCEX BUAOB KOHTAKTHOW M CaMOCTOSITEIbHON paboThI, HayyHast
O0uOIMoTEeKa W MHBIE NMOMELIEHUS Js O0yuYeHUsl OCHAIIEHbl CIEeLMAIbHBIM 00OpYJIOBaHHEM U
y4eOHBIMH MECTaMHU C TEXHUYECKHMHU CPEACTBAMU OOYUCHHUS:

® IS CJIENBIX U CIA0OBUISIIUX:

- YCTPOMCTBOM Ui CKaHUpOBaHUs U uTeHus ¢ kamepoid SARA CE;

- mucruieeM bpaitng PAC Mate 20;

- npuHTepoM bpaiinsg EmBraille ViewPlus;

® I TUIYXUX U CIa0O0CTBIMIANTINX:

- aBTOMATHU3MPOBAaHHBIM pPA0OYMM MECTOM JUIsI JIIOJIEH C HapylIeHHeM cliyXa |
¢71a00CIIBIIIAIINX;

- aKyCTUYECKHI yCUIIUTENh U KOJIOHKH;

e Ui 0O0yYaroIUXCs ¢ HAPYIICHUSIMHU OMTOPHO-IBUTATEIHHOTO arapara:

- IEPEABIKHBIMU, PETYJINPYEMBIMHU dproHomMuueckumu napramu CU-1,

- KOMITBIOTEPHON TEXHUKON CO CTIEUAITBHBIM ITPOTPAMMHBIM 00ECTICUCHHEM.

dopma mpoBefieHUs TEKyIled M HMTOTOBOM aTTeCTAllMM JJs JIMI C OrpaHUYEHHBIMHU
BO3MOYKHOCTSIMH 3JIOPOBBSI YCTaHABIIMBACTCS C YYETOM WHAMBHIYaJTHHBIX MCHUXO(PH3NUECKUX
ocobeHHocTe (YCTHO, MMCbMEHHO (Ha Oymare, Ha KOMIIbIOTepe), B (popMe TeCTUPOBAHUS U T.I1.).
[Ipr HEOOXOAMMOCTH CTYIEHTY IPEIOCTABISIETCS IOMOMHUTEIHHOE BpEeMs U TOATOTOBKH
OTBETa Ha 3a4eTe MU dK3aMeHe.
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9. Metoauyeckue MaTepuaJibl
9.1. Ilnanbl ceMMHAPCKUX (MPAKTHYECKUX 3aHATHIA) 3aHATHH

MeToauueckue yKa3aHUs M0 OPraHU3alUN U MPOBeIeHUI0 PAKTUYECKHUX 3aHITHIA.

Bri0op TeM mpakTHYECKUX 3aHATHUH OOYCIOBIEH OOIIUM COJCpKaHMEM Kypca W HallelieH Ha
yriyOJICHHOE H3YUYCHHE €0 OTACIBHBIX Pa3/ciioB.

[enb 3aHATHIT — 3aKpeIUICHHE CTYJCHTAMH 3HAHUH TEOPETUYECKOTO Kypca W MPHOOpeTeHNEe UMH
MPAKTUYECKUX HABBIKOB IOKYMEHTUPOBAHUS JICATSIIBHOCTH OPTaHU3AIMN U MPEATIPUSATHA.

B cBsi31 ¢ TOCTaBICHHOM 1IETTBI0 IPAKTHYCSCKUE 3aHITHS PA30UTHI HA TPU pa3ea:

1. Pa3BuTHE JOKYMEHTA U CKJIaJbIBAaHHE €T0 POPMYJIIpa.

2. Cocrapienue u oopMIICHHE OPraHU3aIMOHHO-PACTIOPSIUTEIBHBIX JJOKYMEHTOB.

3. CloXHbBIE KOMILICKCHI JJOKYMEHTOB.

B pesynbrare BBIMOTHEHUS TPAKTHUSCKUX 3aHSATHHA CTYACHTHI JOJDKHBI 3HATH MOSIBICHHE U
pasBUTHE TEPMHUHA <«JIOKYMEHT», B3aUMOCBS3b TMOHITHH «IOKyMEHT» M «HH(popManusmy»; (GOpMbI U
crocoObl (hukcupoBaHus WH(POPMAIIMM HA MAaTEPUATLHOM HOCHTEINIC; COCTaB W Ha3HAYCHHE (DYHKIIMN
JIOKYMEHTA; SBOJIIOIHIO (OPMYJIipa TEKCTOBOT'O JOKYMEHTAa B Pa3IMYHbIE HMCTOPUYCCKHE IEPUOJIBI,
COBpPEMEHHBIC TPEOOBaHMUS, TPEABABISIEMbIC K COCTABICHUIO U O(QOPMIICHHUIO CITY»KEOHBIX JIOKYMEHTOB;
YMETh COCTABIIATH U O(OPMIISITE OCHOBHBIC BUJIbI OPraHU3aIIHOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB.

3aHATHS TPOBOJATCS C YyYeTOM TpeOOBaHWH, H3JIOKCHHBIX B 3aJaHUsIX M Ha OCHOBE
Tpe/JIaraeMbIX yIPAaBICHYCCKUX CUTYAITHH.

3aHATHS MOTYT OBITh MPOBEACHBI KaK TPAJUIMOHHBIM CIIOCOOOM, TaK W HAa TMEPCOHATBHOM
KOMITBIOTEPE C MCIOJIB30BAHMEM COBPEMEHHBIX TEKCTOBBIX PENAKTOPOB M IO  CHCIHAIBHO
pa3pabOTaHHBIM METOIUYCCKUM yYKa3aHUSIM.

IMoaroToBka K MPaKTUYECKAM 3aHATHIM MPEyCMATPUBACT CAMOCTOSITEIBHYIO pabOTy CTYACHTOB
0 U3YYCHHUIO JICKIIMOHHOTO KypCa, ICTOYHHUKOB U JINTEPATYPhl, PEKOMEHIOBAHHBIX K KOXKIOMY 3aHATHIO.

Ha kax70M 3aHSITHH TPOBOJUTCS ONMPOC M KOJUICKTHBHAS Oecelia Mo TeMe, Pa3bsCHIIOTCS LEIH U
3amaun e€ m3ydeHus. Pe3ysbTaThl CAMOCTOSITEIBHO BBHIMOJHEHHBIX 33JaHUI NPENoaBaTellb MPOBEPSET B
KOHIIe 3aHsATHH. [IpomylIieHHBbIC 3aHSATHS CTYACHTHI OTPAa0ATHIBAIOT CAMOCTOSTEIBHO B J1a0OpaTOpUU
JIOKYMEHTOBEICHUS, B KOTOPOU BEACTCS yUET OTPaOOTOK.

IlnaHbl NpaKTHYECKUX 3aHATHH

Tema 1: JIokyMeHT U ero (pyHKIUM , MOHATHS JOKYMeHT M MH(popmanus — 4 yaca.

Henb 3aHsATHS — aHANW3 Pa3BUTHs TOHATHH «HHOOpMAHS» M <«JOKYMEHT», OIpeJelicHHE
(GyHKUIMI TOKYMEHTOB.

B pe3ynbTaTe BBINIOIHEHUS 3aJaHUN CTYAEHT JOJIAKEH:

—  umemd npeocmasgiienue O B3aUMOCBSI3H TOHATHH «MHPOPMALIUS» U «TOKYMEHT», Pa3BUTHH
MOHATHS «IOKYMEHT», DPa3BHTHH CIIOCOOOB JOKYMEHTHUPOBAHUS W HUX CBS3M C MaTepUaJbHBIMU
HOCHUTEIISIMA UH(POPMAIIH;

—  YMeThb OIpeensiTh (GYHKIMU KOHKPETHOTO JIOKYMEHTA.

3agaHus I CAMOCTOATEIbHON padoThI.

1. Ilpoananu3upoBaTh yHOTpeOJEHHWE TOHATHS JOKYMEHT W €ro CHHOHHMOB IIO
«[enepanpomy persamenty» 1720 r., «OOmeMy ry0epHCKoMY yupexjaeHnuio» 1775 r., «OOmemy
yupexJIeH!uI0 MUHICTEPCTB» 1811 T

2. IlpoananusupoBaTh pa3BUTHUE MOHATHS «JOKYMEHT» II0 CJIOBapsM U CHEHUAIbHON
JUTEpaType.

3. IpoananusmpoBarh pa3BuTHEe TepMUHA «UH(popManms» 1o cioBapsM u DexepanbHOMY
3akoHy «O0 nHpopManum, HHGOPMALIMOHHBIX TEXHOJIOTHSX U O 3alIUTe HH)OpMALIUN

4. IIpoaHanmu3upoBaTh pa3BUTHE TEPMHHA «IOKYMEHT» IO FOCYIapCTBEHHBIM CTaHAAPTAM.

5.  OnpeaenuTth PyHKINUU CICAYIOUUX JOKYMEHTOB:

- kyrmuas kabana Hukuter Koznosa Ha xomona MBana Ilasiosa 23 mas 1494 ropa;

- panopt renepai-npokypopa Cenata N.}O. Tpybeuxoro ummnepatpune Enmuzasere IlerpoBHe o
npuesze B [lerepOypr u3 SApocnasns tearpansHoit Tpynmel O.I7. Bonkosa 3 gespains 1752 roxa;

- llexper CHK «O mpaBuiax moAmnucanus ACHSKHBIX OyMmar, TOKyMEHTOB, OPJIEPOB, OTHOIICHHUM,
CHPaBOK U T.IL» OT 12 nekabps 1921 r.;
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- IlocramoBneame BIIMK um CHK PCOCP «O mopsake TOIb30BaHHA TIEYATSIMHU C
rocynapctBeHHbIM repooM PCDOCP» ot 15 nekabps 1936 1.5

- noctanoBneHus LIK KIICC u Cosera munncrepcts CCCP «O Mepax Mo COBEpIIEHCTBOBaHUIO U
YACIIEBICHUIO anmapaTa ynpasieHus» ot 13 oktsops 1969 r.;

- @3 “O06 undopmanmu, HHGOPMALMOHHBIX TEXHOJIOTHAX U O 3aIIUTEe HHPOpMALTUH .

6. [IpuBecTu nmpuMepsl JOKYMEHTOB, BHIIOIHAIONINX CeAyONe QyHKINH:

- yIpaBJlieHYECKasl;

- [IpaBoBasi;

- collasIbHAas;

- KyJIbTypHasi;

- HICTOPUYECKOr0 HCTOYHUKA;

- ”HpOPMAaLIMOHHAST;

- yuera.

Yxa3aHusd 110 BBINOJHEHHIO 3aJaHUMH.

1. M3yunth 3aKOHOJATENbHBIE aKThl M BBIIMCATH BCTPEUYAIOIIMECS B HUX CHHOHUMBI IOHITHS
«JTOKYMEHT». BBISBUTH 3HAaUE€HHE MOHATUH «AEI0», «OyMaray», «akTy», «aenoBas Oymaray», «CiyKeOHBIH
JOKYMEHT», 1aThb MX OIPEAEICHUE, €CI OHO NPUBENCHO B MCTOYHMKAX. [IpoaHanmnsupoBaTh, B KaKUX
CIIydasix ynoTpeOnseTcst Kaxa10€e MOHATHE.

2. Tlo BbIMHMCcKaM W3 cioBapel W CHEIUATbHOM JUTEepaTyphl ONpPEAENTUTb, KaKhUe AacleKThl -
WHQOPMAaIMOHHBIH, TPaBOBOH, YIPaBIEHUYECKUI, HUCTOPUIECKUH - JIETJIM B OCHOBY ONpPENEICHUS TTOHATHUS
«IOKYMEHT».

3-4. 13 rocynapctBennbix cranaaptoB: [OCT 16487-70 «Jlenonpon3BoACTBO U apXUBHOE JIEIIO.
Tepmunbl u onpenenenusi»; 'OCT 16487-83 u TOCT P 51141-98 «Jlenonpou3BoACTBO U apXUBHOE
nemno. Tepmunst u onpegeneHusi»; ['OCT P 7.0.8-2013 «/lenonpou3BoacTBO U apXUBHOE J1eN0. TepMUHBI
u ompeaenerwsi»; [OCT P HUCO 15489-1-2007 VYmpasnenue pokymentamu. OOmime TpeOOBaHUS;
OenepanbHoro 3akoHa «O0 nHpopManuu, HHYOPMALMOHHBIX TEXHOJIOTHIX U O 3aluTe WHPOPMAIIID)
or 27 wmtons 2006 Nel49-®3 BeimmcaTh ONpeAeNeHUs TEPMUHOB «HH(POpPMANUS» U «IOKYMEHT» H
YCTaHOBUTH, KaKWe acHeKThl (HocuTenn WH(OPMAIUH, CTIOCO0BI ee (PMKCHpPOBAHUS, IOPUANYECKas CUIIa
JOKYMEHTa | Ap.) U QYHKIMU TOKYMEHTa 3aJI0’)KEHBI B 9THX ONpPEACTICHUSX.

5. OmpenenuTh GYHKIWU JOKYMEHTA, T.€. €ro IleJeBoe Ha3HaueHHe. BLIIBUTH MOATUHHYIO LIENb
CO3aHMs JOKYMEHTa M 3alle4yaTiICHHUs] 3aKIIOYCHHOW B HeM HH(pOpMauuu, NMpOoaHaIU3HUpPOBATH POJIb
JOKYMEHTa B JaHHOW CHTyalluM JOKyMEHToOoOpa3oBaHHs. Tak Kak JOKYMEHT MOJH(YHKIMOHAJICH,
nepBoi ykaspiBaeTcsi (QpyHKIMS, 3aJaHHAas JOKYMEHTY aBTOpoM. OJIHOBPEMEHHO OTMETHTh, Kakhe W3
Ha3BaHHBIX (YHKIUH JOKyMEHTa HOCAT OOLIMIA, a KaKre - YaCTHBIM XapakTep.

6. [IpuBectu mpuMepsl JOKyMEHTOB, 00JaJalouX Ha3BaHHBIMU (PYHKIUSIMH, yKa3aTh Ha3BaHUE
BUJIa, 3arojiOBOK M JaTy JokyMmeHTta. Jlns QyHKOHMH ydera W MPaBOBOW MOXKHO TPUBECTH MPUMEPHI
COBPEMEHHBIX JIOKYMEHTOB, JUIS TMOCTOSHHO JEHCTBYIOMUX (QyHKIMH (MHPOPMAIIMOHHOM, COIMAIBHOM,
KYJIFTYPHOH, HCTOPUYECKOTO0 MCTOYHUKA) MPHUBECTH MPUMEPHI JOKYMEHTOB Pa3IM4HBIX HCTOPHUUECKHX
3MOX.

KoHTpo/bHbIE BONPOCHI:

1. Kak pa3BuBaiyrch NOHATHS «UHGOPMALIUSI» U «ITOKYMEHT»?

2. Kakpe acmekTel 4eJOBEYECKOW AEATENIbHOCTH OTPaKEHbl B ONPEAEICHUSAX TEPMHUHA
«IOKyMEHT» ?

3. [lepeuncnure QyHKIMA JOKYMEHTA.

HMcTouyHUKHU M TUTEpaTypa

Hcrounuku:

I'enepanbhbiii perimament 1720 r. // [IC3 Poccutickoit umnepun. Cobp. nepsoe. - T.6. - Ne 3534,

Oobmee rybepHckoe yupexaenuwe 1775r. // CBox 3akoHoB Poccwiickodt mmmepun, 4.2. C.-I1.,
1842.

O6miee yupexnenne munuctepcts 1811r. // TIC3 Poccuiickoii umnepun. Cobp.mepsoe. -T.31. -
Ne 24686.

Janp B.W. TonkoBblil c10Baph )KUBOT0O BEIUKOPYCCKOTO A3bIKA. - M.,

1956., - T.1.

Bounrbiiasg coBerckas sHuukiaoneaus. -M., 1972.- T.8.

Kpatkuii cnoBapp apxusHoi TepMuHosoruu. -M.: JI., 1968.
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Mamnas coBeTckas dHUuKIoneaus. -M.,1959.

Maunbrii sHIIMKIIONIEAMYecKuil cioBaps. -CI16., 1907.

OxeroB C.M. CnoBaps pycckoro si3bika. -M.,1984.

CroBaph HHOCTpPaHHBIX CJIOB. -M.,1980.

CrnoBaps CHHOHUMOB PYCCKOTO si3bIKa. -J1.,1979. -TT.1,2.

CoBeTCcKUil SHIMKJIONEANIECKUH cioBaps. -M.,1990.

TonkoBBIi CTOBaph PyCCKOTO sI3bIKa. -(1ox penaknueit J[.H. Ymakosa. -M.,1935. -T.1.

I'OCT 16487-70. Jlemomnpon3BOACTBO U apXUBHOE Je)I0. TepMHUHBI M OTIpeIeTICHUS.

I'OCT 16487-83. [lenonpou3BoJACTBO U apXUBHOE JIe10. TEPMHUHBI M OTIPEACTICHMS.

I'OCT P 51141-98 [lenonpon3BoACTBO U apXUBHOE Je70. TepMUHBI 1 OTIpEIeIICHHS.

TI'OCT P 7.0.8-2013 Jle10mpou3BOACTBO M apXUBHOE Ae10. TEepMUHBI U ONPEICICHHU.

I'OCT 6.10.1.88 YHudummpoBaHHble CUCTEMbI JOKyMeHTauu. OCHOBHBIC MOJIOKEHUS.

I'OCT P UCO 15489-1-2007 Ynpaenenue nqokymentamu. O0mue TpeOoBaHuMsL.

Oenepanpupiii 3akoH «O0 wHbOpManuK, WHHOPMAMOHHBIX TEXHOJOTHSIX M O 3aIlnTe
nHpopmarumy oT 27 uromnst 2006 Ne149-D3.

COOpHHUK 3aKOHOAATENBHBIX aKTOB MO Aeionpon3BoAcTBy (1917-1970): YVu. mocobue. - M.,1973.

Jluteparypa:

brixoBa T.A., Ky3nemnosa T.B., Cankuna JI.B. [JokymMeHTaIIMOHHOE OOECIICUCHHUE YIIPABIICHHUS:
Henonpoussoacteo: Yuebd. mocobue s ctya. Bysos. 2-e usn., nepepad., nomn. M.: Uudpa - M, 2014.
304 c. + CD-ROM.

C.A. I'nmoroBa, A.IO. KonskoBa, FO.M. Kykapuna, E.A. Ckpunko JlokyMeHTalHOHHOE
obOecrieueHne ympaBieHus, mox ooOmei pemakinuedn T.A. beikoBoit. — M.: 000 “1C-
ITa6mummuar”, 2016. — 350 c.

JIOKyMEHTOBEZICHHE. YUEOHUK ISl CTYA. YupexaeHuid Beicil. obpasosanus / M.B. Jlapun, E.A.
[InemkeBny, B.®. fukoBas u ap.; nox pea. M.B. Jlapuna. — M.: U3narensckuid ueHtp “Axagemus’”,
2016.-320c.

I'enbman-BunorpagoB K.b. O clIOXXHOCTSX TPakTOBKH MOHSITHS «IOKYMEHT» M CIIOCO0ax WX
npeozoienus. // Jlenonpoussoactso, 2005, Ne 2, C. 16-24.

UNnromenko MLII. K moHATHIO «IOKyMEHT» / HBONIONHS TEPMUHA OKYMEHT H TIPEIMET
nokymeHnrToBenenus / CoBerckue apxuBbl. -1986. - Ne 1. - C.26-31.

Wmromenko M.I1. Uctopus nenonpounsBojactBa B Poccun (mo 1917 1.).- Y. mocobue. — M., 2007.

Kysnenosa T.B. Haznauenue nokymenTa (¢yHkuuu nokymenra) / Cekperapckoe neno, 2004, Ne
12, c. 14-16.

Pa3znaTtounslii MaTepuas K 3aHATHAM:

1. T'enepanbusbrii pernmament 1720 T.

2. Ob6uee rybepHckoe yupexaenue 1775r.

3. Oomee yupexaenue Muauctepcts 1811r.

4.  COOpHHK 3aKOHOJATENILHBIX aKTOB MO Jiesonpoun3BoacTBy (1917-1970):

5. Beimucku ¢ omnpenereHWAMH TIOHATHS <«JIOKYMEHT», <«HH(pOpMamus» W3 CcIoBapei,
SHUMKIIONEAUN U CIIEHUATIbHON JIUTEPATYPBI.

6. TOCT 16487-70, TOCT 164867-83, TOCT P 51141-98, T'OCT P 7.0.8-2013
Jlenonpon3BoCcTBO U apXUBHOE AeI0. TepMUHBI U OIIpe/IeIICHUS;

7. TOCT 6.10.1.88 YaudumupoBaHHbIE CUCTEMBI TOKyMeHTaIuH. OCHOBHBIE ITOJIOKEHUS;

9. TOCT P MCO 15489-1-2007 Ymupapnenue nokymentamu. Oomuiue TpedboBaHusI.

10.@enepanbublii 3akoH «O0 wHOOpMANMK, WHPOPMAIMOHHBIX TEXHOJOTHSIX M O 3alluTe
uHpopmarum» ot 27 urons 2006 Nel149-03

Tema 2. Crioco0bI JOKYMEHTHPOBAHUSA U MaTepHaJbHble HOCHUTeH nHpopmanuu — 4 yaca

Lesnp 3aHsTHS — M3yUYEHUE PA3IUYHBIX CIOCOOOB 3amnevaTieHus HHHOopMaLuH.

B pesynbpraTe BEINOTHEHNS 3aJaHUM CTYJIEHT JOJIKEH:

— 3Hamb QYHKIUH JOKYMEHTa, CIOCOOBI 3arevarieHus WHPOPMAIWMU, OSTalbl Pa3BUTHS
TEKCTOBOTO JJOKYMEHTHPOBAHUS;

3agaHus 11 CAMOCTOATEILHON padoThI.

- HSy‘II/ITI) oTallbl TEKCTOBOTO TOKYMCHTHUPOBAHUSA, O3HAKOMUTLCA C o6pa3uaMH IMUKTOTpaMM H
JIOTOTpaMM, J1aTh UX KPATKYIO XapaKTEPUCTHUKY.
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- O3HaKOMHTHCS C 00pa3aMy TEXHUYECKUX JOKYMEHTOB U 3alMCaTh UX COEPKaHHE TEKCTOBBIM
CIOCOOOM.

Yka3anus 1o BbINOJHEHUIO 3aJaHUI.

1. V3yuuTh MUKTOrpaMMbl U JIOTOTPaMMBbI, TPENCTABICHHbBIC B KOJUIeKIMU. JaTh onmucanue 1-2
nUKTOrpamMM. [IpoBecTH aHanu3 3HAKOB JIOTOTPaMM, YYHTBIBAas MPH 3TOM, YTO 3HAKY COOTBETCTBYET
CJIOBO. 3apucoBaTh 2-3 00pa3ua 1 onpeAenuTh MPEUMYLIECTBA U HETOCTATKH JIOTOrPaMM.

2. U3yunth 1-2 geprexa v TEKCTOBBIM CIIOCOOOM 3aIlMcaTh UX COEpP KaHNE.

KoHTposbHbIE BONIPOCHI :

1. KakoBbI Tanbl pa3BUTHS TEKCTOBOTO JJOKYMCHTUPOBAHUS ?

2. KakoBbI crioco0bl 3anevariacHus nHpopMaIuu ?

3. Kakue crocoObl JOKyMEHTHPOBAHHSI MOSIBUIIHCH B 19 Beke?

Jluteparypa:

Uctpun U.A. Bo3nukHoBeHMe 1 pa3BuTHE uchMa. -M.: Hayka, 1965, 599 c.

Kysuerosa T.B. Crioco0Obl co3aanust JOKYMEHTOB (IOKYMEHTUPOBaHHMs) U UX pa3Butue //
Cekperapckoe neio, 2004, Ne 08-09, C. 31-36.

C.A. I'moroBa, A.}O. KonskoBa, IO.M. Kykapuna, E.A. Ckpunko JlokyMEeHTallMOHHOE
obOecrieueHue ympaieHus, nojx ooOmeid penakuuedr T.A. beikoBoil. — M.: 000 “1C-
IMa6aumunr”, 2016. — 350 c.

JIoKyMEHTOBe/IeHHE: YUeOHHK ISl CTyA. YupexaeHuit Bicil. oopaszosanus / M.B. Jlapun, E.A.
[TnemkeBuy, B.®. SukoBas u np.; nmox pea. M.B. Jlapuna. — M.: U3narensckuii nieHtp “Axagemus’”,
2016. - 320 c.

brikoBa T.A., Kysuernosa T.B., Cankuna JI.B. JlokyMeHTaIioHHOE OOECTICUeHHE YIPaBICHUS
(menonpounsBoacTBo): Yued. [locodue. — 2-¢ u3n. — M.: UHOPA-M, 2012, c. 5-12.

Ky3znemnora T.B. Haznauenmne noxymenra (dbyakimn nokymenra) // Cekperapckoe aeno, 2004, Ne
12, c. 14-16.

Pa3znaTounsblii MaTepuaJl K 3aHATHIM:

Konnexkuus nukrorpaMm, JiororpaMm 1 1oKyMeHTOB XI-XX BB.

Hab6op mmakatos.

Crnaiiipl 0 HCTOPHUU Pa3BUTHA CIIOCOOOB JOKYMEHTHPOBAHHS.

Tema 3. @opmyJIsip JOKYMEHTAa U ero cocTaBHble YyacTu. UcTtopusi pazutusa ¢opmyasapa
nokymeHTa — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 16 yacoB

®opmyJasip nokymenta XVI - XVII BB. — 4 yaca

Lenb 3aHATHA — BBISIBICHHE 3aKOHOMEPHOCTEH CKIIaAbIBAaHUS U Pa3BUTHUS GOPMYJIISipa TEKCTOBOTO
ciyxkebHoro mokymenta XVI-XVII Bs.

B pe3ynbTaTe BBINIOJIHEHUS 3alaHUN CTYAEHT JOJIAKEH:

—  umemdb npedcmaeneHue O CKIAIbIBAHUN U PA3BUTUH (OPMYJISIpa TEKCTOBOTO JOKYMEHTA B
MIPUKAa3HOM JEJIONPOU3BOJICTBE;

— 3nams Buabl nokymeHToB XVI-XVII BB., cocraB Qopmyisipa; Ha3BaHUS PEKBH3HTOB H
MOPSIIOK X OPOPMIICHUS;

—  yMeThb ONHCHIBaTh KOHKpeTHBIE TOKyMeHThl XV I-XVII BB., cocTaBisist ux popMyJIsIphI.

3agaHus I CAMOCTOATEIbLHON padoThI.

1. 3y4nTh BUABI M pA3HOBUIHOCTH JOKYMEHTOB :

1.1 Ilo xpaTkOMy CJIOBapIO BUIOB M pa3HOBUIHOCTEN JOKYMEHTOB BBITUCAThH BUJIbI TOKYMEHTOB;

1.2 Ilo xKoyuIeKINH BBISIBUTH BUIBI JOKYMEHTOB, OOBSCHUB METOJ ONpPEIeJICHHUs KaXI0T0 BUA.

2. BeIsIBUTE M oncaTh OCOOEHHOCTH 0003HAYCHHS aBTOPA TIOKYMEHTA, YKa3aB :

- CITy>K€OHBI WIIN JINYHBIN JIOKYMEHT;

- KOJUIEKTHBHBIN WM HHAVBHIyaJIbHBIA aBTOP;

- (hopmy 0003HAYEHHUS aBTOPCTBA, MECTO €T0 PACIIOIOKEHHUS B HOpMyJIsIpe TOKYMEHTa;

- 0COOEHHOCTH OIPEEIICHHUS aBTOPA.

3. Ilpoananu3upoBaTh COCTaB U CIIOCOObI 0003HAYECHNUS PEKBU3UTA «apecar :

- BBIIKCATh [IPUMEPHI aAPECOBAHNUS JOKYMEHTOB;
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- U3y4YUTHh COCTaB, CIIOCO0 HANFWCAHUS aapecaToB JIOKYMEHTOB, IMOCHUIAEMBIX U3 HIKECTOSIIETO
YUpEKACHUS B BBILICCTOSAIIEE, JOKYMEHTOB, KOTOPHIMH OOMEHHUBAINCH PABHOCTOSIIINE YUPEXKICHHS, U
JOKYMEHTOB, HAallPaBJIsieMbIX U3 BBIIIECTOSIINX YUPEKICHUN B HUKECTOSIINE.

4. 3yunth ciocoObI TaTHPOBKH JTOKYMEHTA :

a) OMpeNeNIUTh JaThl H3y4aeMbIX JOKYMEHTOB,;

0) yCTaHOBHUTb NPU3HAKH JaTUPYIOIIETO XapaKTepa,

B) TIEPEBECTH YCTAHOBIEHHBIE JAThl C 3PBI «OT COTBOPEHHS MHpa» Ha 3Py «OT POXKIECTBA
XpucToBay, ¢ FOJIMAHCKOTO KaJleHapsl Ha TPUTOPHUAHCKUH.

5. MByunte cocTaB YIOCTOBEpEHHsI IOKyMEHTa : ONpEeAelIUTh HaJhuuhe, COCTaB, MECTO
PacIooKeHus: TOATIUCH U CKpPEIb.

6. Onmcatp XxapakTep OTMETOK Ha JoKyMeHTax. OmnpenenuTs nX Ha3HaueHHe.

7. OnpeaenuTts TPaJULUOHHO-CIIOKHUBIIYIOCS CTPYKTYPY TEKCTa M OCOOCHHOCTH H3JIOKCHHS
coJep KaHusl OTIEIBbHBIX BUAOB TOKYMEHTOB (4eJI00UTHAsL, TPAMOTa, OTIIHCKA).

YKka3zaHus 10 BBIOJIHECHUIO 3aJaHMIi:

3amanust Ne 1-6 MOKHO BBITIOJTHATH C IIOMOIIBHIO TAOIHIIBI CIeNyIOIel (hOPMBI:

Bun ABTOp Anpecat Hata Cocras OtmeTka  Ha
JIOKYMEHTa YJIOCTOBEPEHUSA JIOKYMEHTE

1. Beimucare Ha3BaHWsI BHUIOB JOKYMEHTOB, OOpaTHB BHHMaHHME Ha KOJMYECTBO BHJOB U
pasnoBunHocterr B XVI-XVII BB.

Buasl [OKYMEHTOB cJeQyeT BBINHCHIBATH M0 CICAYIONIMM TPYIIaM: pPaclopsaUTEIbHbIC
JOKYMEHTBHI (HampuMep, YKasbl, TpaMOThl, HaKa3Hble, MaMITH), Tepenucka (TMaMsATH, OTIHCKH,
YeJI00UTHBIC U T.11.).

Buapl 1OKyMEHTOB M3Y4YHTh TAaKXKe IO KOJUIEKIMU KONMKA NOKYMEHTOB. Tak Kak OOJBIIMHCTBO
JOKYMEHTOB HE MMEET BBIIIEJIEHHOr0 00O3HAYEeHUS BUJA WM Pa3HOBUIHOCTH, TO HAJO WX OMpPEACTHUTH
CaMOCTOSITETIbHO U OMKMCaTh METOABI ONpeesieHHs (aHAIN3 TeKCTa, Crelu(pUKa U3I0KEHUS COJepKaHuUs
WIIH CIIOKUBIIASICS UEPAPXUST JOKYMEHTOB).

2. o komnekuun XVI - XVI BB. BHUMAaTEeNbHO NPOYUTATH COACPIKAHME KaXIOTO AOKyMEHTa U
yKa3aThb aBTOpa - CO3/aTelisi JOKyMeHTa (yupekIeHHe) W IMOIPOOHO OOBSCHHTH, KaKUM 00pa3oM
YCTaHOBJIEH AaHHBIN aBTOP.

3. BHuMaTenbHO MPOYMTATh JAOKYMEHTHI MPEUIOKEHHOM KOJUIEKLMH W CTOJIOLA W ONpEeAETHUThH
MECTO PacIIONIOKEHHUS aJipecaTa, ero CocTaB U (GOpMY, BHIITUCATH HECKOJIBKO MMPHUMEPOB.

st aHanmM3a TOKYMEHTOB, KOTOPBIMH OOMEHHUBAIUCH YUPEKACHUS, CIEIyeT B3ATh TaKHE BHIbI
KaK yKa3, rpamMoTta, 4yeloOuTHas, oTmnucka. [IpocieanTs M BbIIMCATh NMpHUMEPbl OGOPMIICHHS B HHUX
ajipecara " 10 COJIEP’KaHMIO OTPEJICIITh KOHKPETHBIE YUPEKACHUS, KOTOPHIM aJIpeCOBaHbI JJOKYMEHTHI.

4. YCTaHOBHTSH JaTy CO3AaHUsI IOKYMEHTa - TOUHYIO, TPUOIMKEHHYIO, BEPOSITHYIO C MOJIPOOHBIM
00BSICHEHHEM JTaTHPYIOIIEro MpHU3HaKa (CoaepKaHue JOKYMEHTa, BpeMsl ACHCTBHUS UCTOPUUECKUX JIUL] U
T.J.). YCTaHOBJCHHYIO II0 3p€ «OT COTBOpEHHUs Mupa» (Hampumep, 7168, korma mnepBas Iudpa
omyckajach - 168) mary mepeBecTH Ha 3py «OT pokiaecTBa XpuctoBay. Jlis storo ot mudps 7168
Bbraecth mudpy 5508 wmimu 5507 (mist coObrtwii MapToBckoro ctuiist) u 5508 wmm 5509 (st coObrTmid
ceHTs0prckoro ctwist). K gHro mecana cnenyer npubaBuTh IMQPY HECsATh, YTOOBI MOJYyYUTH AATy IO
HOBOMY CTHITIO.

5. CocraB ynocToBepeHHUsl TOKYMEHTa HadyaTh M3y4aTh CO CTOJNOL@A, IO KOTOPOMY OIPEIEIHTh
MECTO MOANHCH («IIPUITUCKH») U XapakTep ee HamucaHus. 110 KONJIEeKIUM BBISICHUTH COCTaB CITY>KMIIBIX
TFO/IeH, TTOJITUCHIBAIONINX M CKPETUISIONINX JIOKYMEHTBI.

6. Beimucath Bce OTMETKH Ha JIOKYMEHTaX, OTMETHB MECTO WX HAlMCaHWs, UX Ha3HAUYCHHUE U
MCIIOJIb30BaHME /ISl yTOUHEHHUS XapaKTEPUCTHKH JOKYMEHTA.

7. [IpoaHanu3upoBaTh HECKOJIHKO BUOB JOKYMEHTOB, YCTAHOBHUTh, IMEETCS JIM XapaKTepHast JUIs
Ka)JIOTO BHJA CTPYKTypa TEKCTa, KAKUMH YCTOHYMBBIMH CIIOBOCOYETAHHSMHU OTIMYAETCS OJUH BHJ| OT
Jpyroro.

Jist aHanM3a MOXHO B3SITh TaKHE BUABI JOKYMEHTOB KaK yKa3, MaMsITh, 4eJIOOUTHAs, OTIIHCKA.

Marepuanbl aHaJIn3a JIydllle PEeJICTABUTH B TAOIMYHON Qopme :

|B1/1)1 JIOKYMEHTa |BBCZICHI/I€ |OCHOBHa$[ 4acThb BaKnqueHI/Ie |
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KoHTpoJbHbIE BONPOCHI:

1. Yem ompenensiach CTPYKTypa TEKCTa 1 HAMMCHOBAHUE BH/IA TOKYMEHTA ?

2. KakoBbl 0co0OeHHOCTH BHENTHETO 0(OpMIICHHS JOKYyMEHTa ?

3. Kakue npu3HaKky IOMOTaloT OMPEeTUTh aBTOPCTBO JJOKyMEHTa ?

4. Kak ompeaenuTh BpeMs COCTaBiIeHHSA mokyMeHTa ? OCOOCHHOCTH OO0O3HAYCHHS JATHI
nmokymenta XVI - XVII Bs. ?

5. Kak ymocToBepsuicy JOKyMeHTHI ?

HcTouyHuku u JiMTeparypa

HcTounuku:

Kpartkuii cioBapb BUJIOB M Pa3HOBUIHOCTEH TOKyMEeHTOB.-M.,1974.

Jlureparypa:

Bbrikosa T.A., Bsutoa JILM., Cankuna JI.B. JlenonpousBoactBo: YueOHUK. — 3-¢ u3.,./ [Tog oomr.
pen. IIpod. T.B. Kysuenoroii. — M.: THOPA-M, 2012, c. 7-12.

C.A. I'moroBa, A.IO. KonskoBa, FO.M. Kykapuna, E.A. Ckpunko JlokyMeHTallMOHHOE
obOecrieueHne ympaBieHus, mox ooOmeid penaknued T.A. BbeikoBoit. — M.: 000 “1C-
[Ma6mumuar”, 2016. — 350 c.

Wmomenko M.II., Kysnenosa T.B. ®opmynsip nokymenra: Yu. nocodue. -M.: MITMAI, 1986, 86

Umromenko M.I1. Hctopus nenmonpousBonactBa B Poccum (mo 1917 r1.). — Yu. mocobue. — M.,
2007, c. 27-49.

MutsieB K.I'. Vicropus u opranuszamus nenomnpousBoactsa B CCCP.-M.,1958.-C.32-38.

Uepernnu JI.B. Pycckas naneorpadus. -M.: I'ocnonmuruzaat, 1956, 616 c.

Mmuar C.O. KusazpkoB C.E. JIokyMeHTH! A€T0ONPOU3BOJICTBA MPABUTENBCTBEHHBIX YUPEKIACHHIHI
Poccun XVI-XVII BB. - M., MTUAH, 1985, 102 c.

Pa3znaTounsblii MaTepuaJl K 3aHATUHIM:

1. Cronben XVII B.

2. Konmexnun xorwmii nokymeHToB XVI-XVII BB.

3. Kpatkuii coBapb BUAOB U Pa3HOBUIHOCTENH JOKYMEHTOB.

®opmyasip nokymenta XVIII B. — 4 yaca

Lenp 3aHATHS — HM3yY€HHE Pa3BUTHA U OCOOCHHOCTEH (OPMYJISPOB CIIy>KEOHBIX HOKYMEHTOB
XVIII B.

B pe3ynbTaTe BBINIOIHEHUS 3alaHUN CTYJAEHT JOJIAKEH:

—  umemp npeocmasierue 0 3aKOHOAATEIIbHOM PEryJIMpOBaHUM IIpoliecca JOKYMEHTUPOBAaHUS
u pazsutun popmyisipa nokymenta XVIII B;

— 3Hamb 3aKOHOJATENbHBIE aKThl, PErNIAMEHTHPYIOIIME MOCTAHOBKY JEJIONPOM3BOJACTBA B
XVIII B, BHIBI JOKYMEHTOB, cOCTaB (POPMYJISipa JOKyMEHTa, IpaBmiia 0pOPMIICHUS] pEKBU3UTOB;

—  yMeTh OnHChIBaTh KOHKpeTHBIe ToKyMeHThl XV B., coctaBmnsist nx ¢popMysipel.

3agaHus VIS CAMOCTOATEIbHOI padoThI:

1. 3y4nTh BUABI ¥ pa3HOBUIHOCTH JOKYMEHTOB:

- BBINKCATh BUABI JOKYMEHTOB, YCTaHOBJICHHbIE [ eHepanbHBIM periaMeHToM

- n3 «Kparkoro cinoBapsi BUJOB U Pa3HOBHIHOCTEH TOKYMEHTOB)» BBIIUCATh BUABI JOKYMEHTOB
XVIII B.

- W3 JIeJ MECTHBIX YUPEKICHWI BBITUCATHL BCE BUJIBI JIOKYMEHTOB W OTMETHTh U3MECHEHUS B
TEXHUKE JOKYMEHTUPOBAHUSI.

2. Ha npumepe TOKYMEHTOB MECTHBIX YUPEXIEHHH MPOaHaIM3UPOBATh CIOXKHBIIHECS MPaBUiIa
HaIMCaHNA aBTOPA, BBISBUB!

a) 0coOeHHOCTH O(hOpMIIEHHSI ABTOPA CITY>KEOHBIX M JIMYHBIX JTOKYMEHTOB

0) 3aBUCHUMOCTH 0003HAUEHHS PEKBU3HUTA «aBTOP» OT 0003HAYEHHUS apecaTa JOKyMEHTA.

3. [Ipoananu3upoBaTh 0003HAUEHUS PEKBU3HUTA «aIpecaT»:

a) BeINIKMCATh U3 [ eHeparbHOTO periaMeHTa OMUCaHNEe CUCTEMBI TMChbMEHHBIX CHOIIIEHUI 3BEHBEB
anmapara ynpaBiIeHUs
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0) 10 TOKYMEHTaM MECTHBIX YUPEKACHHH ONUCATh MOPSAI0K 0(OPMIICHHS PEKBU3NTA «aapecary,
OTMETHTH OTIMYHUTEIbHBIE OCOOCHHOCTH TOPAKA aPECOBaHUs JOKYMEHTOB 1Mo cpaBHeHUI0 ¢ XVI-XVII
BB.

4. Onucath NOPAOOK JaTHPOBAHUS JOKYMEHTOB. JlaTh MpUMeEpHI BCEX BUIOB AT C IEPEBOJOM HX
Ha TPUTOPUAHCKHN KaJICHAAPb.

5. 3y4uTs COCTAB YOCTOBEPEHUS JOKYMEHTOB:

- BBINKCATh U3 | eHepabHOTO perinaMeHTa NpaBuwiia yA0CTOBEPEHHs JOKYMEHTOB

- OIKCATh COCTAB MOJIHICH IO JOKYMEHTAaM MECTHBIX YUPE)KICHUH.

6. Oncath BUABI OTMETOK Ha TOKYMEHTaX.

7. I3y4nuTh NIPUHLINTIBI OPTaHU3aLUHN TEKCTa HECKOIBKUX BUOB JTOKYMEHTOB.

8. CoctaBuTh (HOPMYISPHI IBYX JOKYMEHTOB.

Yka3aHusi 1o BbINOJTHEHUIO 32 1aHUM

1. BoisiBUTH BUABI TOKYMEHTOB, YCTaHABIWBacMble | eHepaIbHBIM PErIaMEeHTOM, JOMOIHHUTH UX
Bugamu gokymeHToB XVIII B., mpuBenénapiMu B «KpaTkom crioBape BHIOB W Pa3HOBHIHOCTEH
JOKYMEHTOB» U BBIIIUCATh UX onpenencHus u3 Ciosapsi.

W3yuuTh JOKYMEHTHI 1€l MECTHBIX YUPEXIEHHI, BHITUCHIBAas HAMMEHOBAHUS BUAOB M oOparias
BHUMAaHHUE HA TEXHUKY IOKYMEHTUPOBAaHMUS, BOASHbIEC 3HAKH, FepOOBYIO Oymary.

2. 3amanns Ne 2-6 MOKHO BBITIOJTHSTH C TIOMOIIBIO TAOJIHIIBI CIeYIONIeH (hOPMBI:

Bun Aptop:  |Agpecatr: |Hara: |Tekcr: Cocras OrmeTrka  Ha
JIOKYMEHTA! (xp. comep.) YIAOCTOBEPECHUS JIOKYMEHTE

OOpatuTe BHMUMaHHE Ha MECTO PACIONOKEHHS PEKBU3UTA «aBTOP»U OMNHMCATh IPAaBHIIA €r0
o OopMIICHHUS B 3aBUCUMOCTH OT PEKBU3UTA «apecar.

3. MByunts mno ['eHepanbHOMY perjaMeHTy M JOKYMEHTaM MECTHBIX YUpEeXJIEHHI mpaBuia
odopMIIeHNS PEKBU3UTA «aapecary. Beimucars npaBuia U NpUMepH! aipecoBaHuUsl.

4. Ilpoananmu3upoBaTh BCE HMMEIOLIUECS AAaThl B JIOKYMEHTE W ONpEIENUTh UX Ha3HaueHUe,
BBINKCATh IPUMEPHI U OIHCATh MECTO PACIIONIOKEHHSI KaXKJOHU AAThI.

5. W3yuuTe npaBuia yAOCTOBEPEHUS AOKYMEHTOB IO ['eHepallbHOMYy perjlaMeHTy. 3aTeM
IPOaHAIU3UPOBATh OPOPMIICHUE MTOANICH B TOKYMEHTAX, BUBI NIEUaTEH.

6. Beimucate Bce OTMETKH Ha JJOKYMEHTAX, yKa3aB, Kakue n3 Hux nosisuinck B X VIII B.

7. llo I'eHepanbHOMY perjaMeHTy Ha IpUMepe NPaBWJI COCTABJICHHUS HPOTOKOJA ONpPEAETHUTH
TpeOoBaHus, TpenbsBiaseMble K Tekcty (i VI, XXX). BHuMartenbHO uuTas TEKCTHI HECKOIBKUX
JIOKYMEHTOB, OIUCAaTh HX CTPYKTYpYy, HPOCIEXHBas €€ H3MEHEHHE B DPAa3JIMYHBIX BHUJAAX; MPHUBECTU
pUMepHI BUIOB TpadapeTHIX JOKYMEHTOB, OTMeuasi KaKHM IyTeM MPOBOHMIIAch TpadapeTH3anusi.

8. OnucaTth JOKYMEHTHI 1O CIEAYIOLIEH CXeMe:

- BT (PA3HOBUIHOCTH)

- aBTOp

- agpecar

- TEKCT

- 1aTa

- COCTaB yAOCTOBEPEHHS

- MIOJUTMHHOCTD (KOITUHHOCTB )

KoHTpo/bHbIE BONPOCHI

1. HazoBute ocobennoctu ¢popmel qokymenta XVIII B. ?

2. Kakue TpeOOBaHMS NPEABABISIIOTCA K OQOPMIICHHIO TNPOTOKONa 1o [eHepaabHOMY
perimamenty?

3. B ueMm mposiBmITach TEHIASHITNS K YHUGDUKAIINHI TOKYMEHTOB ?

4. OnumuTe cucTeMy NMUCbMEHHBIX CHOLICHUH 3BEHBEB allapara yrnpasieHus 1o [ enepaabHOMY
pernameHry ?

HMcToyHHMKH U JuTepaTypa

Hcrounuku:

I'enepanbhsrii permament 1720 r. // [1IC3 Poccutickoit umnepuun. Cobp. niepBoe. - T.6. - Ne 3534,

Oo6mee rybepHckoe yupexaenue 1775r. // CBox 3akoHoB Poccuiickoit mmmepuu, 4.2. C.-I1.,
1842.




38

JoxymeHTsI MecTHBIX yupexnenuit XVIII B.

Kpatkuii ciioBapb BUJOB U Pa3HOBUAHOCTEH TOKYMEHTOB. - M., 1974,

Jlureparypa:

Brikosa T.A., Bsutosa JL.M., Cankuna JI.B. JlenonpousBoacTBo: YueOHUK. — 3-¢ u3.,./ [loz oo,
pen. [Ipod. T.B. Ky3nenosoit. — M.: UHOPA-M, 2012, c. 12-21.

C.A. I'moroBa, A.}O. KonbkoBa, FO.M. Kykapuna, E.A. Ckpunko JlokyMeHTallMOHHOE
obecrieueHue ympamieHus, mox ooOmek pemgakumerr T.A. beikoBoii. — M.: 000 “1C-
IMa6aumuar”, 2016. — 350 c.

Nnromenko MLIL., Ky3nenosa T.B. @opmymnsap nokymenTa. V4. mocodue. -M.: MTTAH, 1986, 86

Umromenko M.II. Hcropus nemonpousBoxactBa B Poccum (mo 1917 r.). — Yu. mocobue. — M.,
2007, c. 50-61.

UYepennun JI.B. Pycckas nmaneorpadus. - M.: ['ocnonutuzaart, 1956, 616 c.

Pa3znarounblii MaTepuas K 3aHATUAM

1. 'enepanbhslii perimament 1720.

2. IokyMeHTHI (Z1ea) MeCTHBIX yupexaeHuii 18B.

3. KpaTkuii coBapps BUI0B U pa3HOBUIHOCTEN JOKYMEHTOB.

®opmyasip nokymenTta XIX Bexka —4 yaca

Lenp 3aHsTHA — N3yYeHUE Pa3BUTHS U OCOOCHHOCTEH (POPMYISIpOB CITy:KeOHBIX JOKyMeHTOB XIX

B pe3ynbTaTe BBINIOIHEHUA 3alaHUN CTYAEHT AOJIKEH:

— umemdv  npedcmagnieHue O  PErIaMEHTallMd  Ipolecca  JOKYMEHTHpPOBaHWsS B
3aKOHOJaTeNnbHBIX akrtax XIX B., pa3BuTun ¢opMmynspa IOKyMEHTa, TEHASHUMAX Tpadaperusanuu
JIOKYMEHTOB;

— 3Hamb BUIBI JOKyMeHTOB XIX - B., ocoOeHHOCTH WX OQoOpMIIeHHUs, cocTaB GopMyIspa,
nosiBJieHWe OJaHKOB M WX BUABI, MOSBICHHE OTMETOK Ha JOKYMEHTaX, OTPAKAIOIIMX UX IBIKCHHE B
YUpEkKACHUH U paboTy ¢ HUMH.

—  yYMeThb aHaJTM3UPOBATh KOHKPETHBIE TOKYMEHTHl XIX B.; cocTaBiss UX GOPMYIISPHI.

3ananus 11 CAaMOCTOATEIbHOI padoThl

1. M3y4uTh BUABI U pa3HOBUIHOCTHU JTOKYMEHTOB.

2. BoIsiBUTE 0COOCHHOCTH O(OPMIICHHS PEKBU3UTA «aBTOP», ONMUCATh COCTAB OJIaHKA U €T0 BUJIBI.

3. ByuuTh TEKCT JOKYMEHTA.

4. OnucaTh NOPAJOK aApeCcOBaHMs TOKYMEHTa.

5. Bpimmcare naTel coOCTaBleHHs, OOpaOOTKH, TMOJNNHCAHUS M Jp., yKa3aTb MeECTO HX
PacmoI0XKEHHUS.

6. I[IpoaHanm3upoBaTh XapakTep yIOCTOBEPEHNUS JOKYMEHTA.

7. Onucath BUALI OTMETOK.

8. CocTaBUTh GOPMYIISIPHI 2-X JOKYMEHTOB.

Yxa3aHus 110 BBINOJHEHHIO 3aJaHUM

1. Haunnate paboTy CleJyeT ¢ pacCMOTPEHUS JIe] YUPEKICHUS. BBISIBUTD U BBIMCATh Ha3BaHUS
BUJIOB JOKYMEHTOB:

- M3/1aBa€Mbl€ BBIIIECTOAIMMH OpTaHAMH;

- IOCBUIAEMBIE PaBHBIM YUPEKACHUAM;

- IPEICTaBIIsIEMbIE B BBIIIIECTOSIINE YUPEKICHUS;

- 0 OpPMIISIFOIIIE BHYTPEHHIOKO JICSTELHOCTD.

N3 «Kparkoro crnoBapss BHIOB M pPa3HOBHJIHOCTEH JOKYMEHTOB» BBIIUCATh ONPEIEIICHUS
BBIABJIEHHBIX BUJ0B JOKYMEHTOB XIX B.

2. Onmcate TOPSIOK OGOPMIICHHS PEKBH3UTA «aBTOPY» B PA3IMYHBIX BUJIAX JOKYMEHTOB,
BBINUCATh HECKOJIBKO THIIOB OJIAHKOBBIX HAJAIMMCEH U ONPEeAETIUTh UX cocTaB. [1o KoMIIeKcy TOKyMEHTOB
NPOCIIEINTh, KaKHe BHIBl JOKYMEHTOB MHIIyTCS Ha OlaHKaX, Kakue 0e3 00O03HaueHUs OJaHKOBBIX
HaJIHCEMN.

3. IIpoaHann3upoBaTh HECKOJBKO BHAOB JOKYMEHTOB, YKa3aB CTPYKTYpy TEKCTa, BBINHCAB
NpUMEpPBl  NPUMEHEHHA  «KAHLEISIPU3MOBY». OTMETUTh, HACKOJIBKO  yCHIWIACh  TEHICHLUA
TpadapeTu3anuu (BbIMHCATh IPUMEPHI TpapapeTHBIX U THIIOBBIX TEKCTOB).
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4. Tlpu ommcaHWM TOPSAKA aJPECOBAHUS YCTAHOBHUTH 3aBUCHMOCTH O(DOPMIICHHS pPEKBHU3UTA
«ampecar» OT Hepapxuu yupexacHuil. [IpuBecTn mpuMepsl aapecOoBaHHs B BBIIICCTOSINNE, PABHBIC U
HUDKECTOSINESE YUPCHKICHUS.

5. Beinucars npuMepsl JaTUPOBKHU U IEPEBECTH JaThl Ha HOBBIM cTwib. B XIX B. pazHuna Mexay
CTWISIMU paBHsuIach 12, B XX B. — 13 nHAM.

6. Bpmmcare mpuMepbl TOANUCAHUS JOKYMEHTa B HMHCTAHIMSX PAa3HON TOAYMHECHHOCTH H
OTIMCATh COCTAB TIOIIHCH.

7. Bemmcate OTMETKH Ha IOKYMEHTaX M yKa3aTh UX Ha3HAYEHHE, MECTO TPOCTABIICHIS.

8. ®opMyIIsSIipbl JOKYMEHTOB COCTABUTh 110 CXEME, NMPEIIOKCHHON B TPEThEM 3aHATHH.

KoHTpo/bHbIE BONIPOCHI:

1. B gem miposiBunachk TeHACHINS K yHU(DHUKAUA (OPMBI U TEKCTa JOKyMEHTa ?

2. Yto Takoe TpadapeTHBINH U TUIIOBOH TEKCTHI ?

3. HazoBuTe coctaB OiiaHKa JJOKyMeHTa ?

4. Yem ompenensuica XapakTep aApecOoBaHUs JOKyMeHTa ?

HcTouyHuku u iuTeparypa

Hcrounuku:

Kpartkwuii cmoBapb BUIOB ¥ pa3HOBUAHOCTEH JOKYMEHTOB. - M., 1974,

Jluteparypa:

Brikosa T.A., Bsutoa JI.M., Cankuna JI.B. JlenonpousBoactBo: YueOHUK. — 3-¢ u3.,./ [Toa oo,
pen. [Ipod. T.B. Ky3suenosoii. — M.: UHOPA-M, 2012, c. 21 — 29.

C.A. I'moroBa, A.JO. KonrkoBa, FO.M. Kykapuna, E.A. Ckpunko JlokyMeHTalMOHHOE
obOecrieueHne ympaBieHus, mox ooOmeid penaknued T.A. beikoBoir. — M.: 000 “1C-
IMa6mumuar”, 2016. — 350 c.

Umomenko M.I1., Kysnenosa T.B. ®opmynsip nokymenTa: V4. mocodue. -M.: MTTMAU, 1986, 86

Wmorreriko ML.IT. Hcropust aenonpoussojactBa B Poccun (mo 1917 r.). — V4. mocobue. — M.,
2007, c. 70-80.

KonpkoBa A.}O. IlucemoBHukH XIX B. Kak pyKOBOJACTBO K COCTAaBJICHHIO JEIIOBBIX IMHCEM U
oymar. //Cexperapckoe nemno, 1997, Ne 3, c. 105-114.

Mutsier K.I'. Uctopus u opranusamnus neionpoussoacrsa B CCCP.-M.,1958. - C.32-38.

CoxoBa A.H. O co3maHuu pycckoil TpajauIIMOHHON (DOpMBI JTOKYMEHTa B JIETIONPOHM3BOJCTBE
rocyupexxaeHuit 18 - nauana 20 BB. -Tpynst BHUWUIAA: T.5,4.1. -M.: T'ocnoautuzgat, 1974, c. 206-
235.

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

Pa3ngarounblii MaTepuaJ K 3aHATHAM

1. dena yupexnenuii 19 .

2. Kpatkuii coBapb BUIOB U pa3HOBUAHOCTEH JOKYMEHTOB.

Tabmuma
Ananu3 odopmieHus pekBu3nToB qokyMeHToB B XVI- XIX Ba.

HaumeHoBanue 1OKyMEHTOB OcoOeHHOCTH 0(OPMIICHHUS PEKBU3UTA

B XVI-XVII BB. B XVIII B XIX

Bua noxymenta

ABTOp

Anpecar

Tekcr:

BBEJICHUE

OCHOBHas 4aCTh

3aKJTFOYCHUE

5.  Jlater
COCTaBJICHHS
MOJTyYCHHS
perucrpanuu

6. CocraB yjocToBepeHHUs

il N
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7. OTMeTKH Ha JOKYMEHTE | | |

@opmyJasip nokymenTa XX Beka. — 4 yaca
Lenb 3aHATHS — U3yUeHHE Pa3BUTUS U 0cOOEHHOCTEH (HOPMYISIPOB CIYKEOHBIX JOKYMEHTOB XX

B pesynbraTe BRIIOTHEHUS 3a1aHUM CTYAEHT IOJDKEH:

— umemdb  npedcmaeneHue O  PErIaMEHTAllUd  Tpolecca  JAOKYMEHTHPOBaHUS B
3aKOHOAATENbHBIX aKkTax XX B., pa3BUTHU (opMyispa IOKyMEHTa, TEHACHUHMAX TpadapeTH3anun
JOKYMEHTOB;

— 3Hamb BUIBl JOKyMEHTOB XX - B., 0COOCHHOCTH HX o¢opMIeHHS, cocTaB (opmyJspa,
nosiBJicHWe OJaHKOB M WX BUJBI, MOSBICHHE OTMETOK Ha JOKYMEHTaX, OTPAKAIOIIMX WX ABHKCHHE B
YUpEXKAECHUH U paboTy ¢ HUMU.
yMeTb aHAIU3UPOBaTh KOHKPETHBIE JOKYMEHTHI XX B.; COCTABIISAA UX (HOPMYIIAPHI.

3agaHus A1 CAMOCTOATEIbHON padoThI

1. 3yuuTh BUIBI U PA3HOBUIHOCTH JOKYMEHTOB.

2. BerstBuTh 0cOOCHHOCTH OOPMITCHHUS PEKBU3UTA «aBTOPY, OMHICATH COCTAB OJIaHKA U €TI0 BUIBI.

3. 3y4nTh TEKCT NOKYMEHTA.

4. OnucaTh NOPAIOK apecoBaHMs TOKYMEHTA.

5. Bemmcare matel cocTaBieHHs, 00paOOTKW, NOANHCAHUA H Jp., YKa3aTb MECTO WUX
PacIoioXKeHusl.

6. [Ipoananu3nupoBaTh XapakTep yI0CTOBEPEHUS IOKYMEHTA.

7. Onucatb BUABI OTMETOK.

8. CoctaBuTh (HOPMYIISAPHI 2-X JOKYMEHTOB.

Hcrounuku u nureparypa

Hctounuku:

Kpatkuii cnoBaps BUAOB U Pa3HOBUIHOCTEN JOKYMEHTOB. - M., 1974.

COOpHUK 3aKOHO/ATENBFHBIX aKTOB MO Aeronpou3BoAcTBy (1917-1970rr.) — Yue6. mocobue mon
pen. A.3. Jluemmima. — M. MITUAU, 1973. - 157 C.

Jluteparypa:

brikosa T.A., Bsosa JI.M., Cankuna JI.B. JlenonponsBoacto: YueOHUK. — 3-¢ u3.,./ [Tog obmr.
pen. [Ipog. T.B. Ky3nenosoii. — M.: UHD®PA-M, 2012, c. 30-44.

C.A. I'moroBa, A.IO. KonskoBa, FO.M. Kykapuna, E.A. Ckpunko J[okymMeHTalMOHHOE
obOecrieueHne ympaBieHus, moa ooOmei pemaknuedr T.A. BeikoBoit. — M.: 000 “1C-
[Mabmumuar”, 2016. — 350 c.

JIOKyMeHTOBEIeHHE. YUEeOHUK IS CTY. YupexaeHuii Beicir. obpasosanuns / M.B. Jlapun, E.A.
[TnemkeBuy, B.®. SakoBas u np.; mox pea. M.B. Jlapuna. — M.: Uznarensckuii mieHTp “Axagemus’”,
2016. - 320 c.

Wmomenko M.IL., Ky3neuosa T.B. ®opmynsp gokymenTa: Yu. mocodue. -M.: MI'MAU, 1986, 86

Nnromrenko ML.II. Uctopus memonpousBoactBa B Poccum (mo 1917 r.). — V4. mocobue. — M.,
2007, c. 92-98.

Murtses K.I'. Uctopus u opranuzanus aenomnpousBoacrsa B CCCP.-M.,1958. - C.32-38.

CoxoBa A.H. O co3maHuu pycckoil TpajauIMOHHON (DOPMBI JTIOKYMEHTa B JIETIONPOHM3BOJCTBE
rocyupexxaeHuit 18 - nauana 20 BB. -Tpynst BHUMUIA: T.5,4.1. -M.: T'ocnoautuzgat, 1974, c. 206-
235.

UYepennus JI.B. Pycckas naneorpadus. -M.,1956, 616 c.

Pa3naTouHblii MaTepuaa K 3aHATHAM

1. dena yupexnenuit 20 B.

2. Kpatkuii cmoBapb BUZOB ¥ pa3HOBUAHOCTEH JOKYMEHTOB.

3. COOpHHUK 3aKOHOJATEIBHBIX aKTOB MO Jenonpou3BoacTBy (1917-1970rr.) — Yue6. mocobue
nox pex. .3, Jlusmmna. — M. MITUAU, 1973. — 157 C.

Tema 4. ®opmMyJasip COBPEMEHHOI'0 YNPABJEHYECKOI0 JOKYMEHTa: NpaBuja oQopMicHUs
PEKBH3UTOB— 8 yacoB

Lenp 3aHsATHS — H3y4eHHE COBPEMEHHBIX TpeOOBaHUI TOCYAApCTBEHHBIX CTaHAAPTOB U
HOPMATUBHO-METOJUYECKUX aKTOB K O()OPMIICHHIO CITyKEOHBIX JIOKYMEHTOB.
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B pe3ynbraTe BBITOIHEHUS 3a1aHUH CTYICHT JOJDKEH:

— umemd npeocmaejieHue O TCHIACHUUSAX Pa3BUTHs JOKYMEHTa M NPUHIMIAX ITOCTPOCHUS
¢dopmynapa-o0pasna OpraHu3aliOHHO-PACTIOPSAUTENbHBIX JOKYMEHTOB;

— 3Hamb COCTaB PEKBU3HTOB M TPEOOBAHUS TOCYIApCTBEHHOTO CTAaHIApTa K O(GOPMIICHHIO
JOKyMEHTA.

— 3HATh COCTaB PEKBH3UTOB M TpeOoBaHus [lpaBui penompou3BoicTBa B (emepanbHbIX
OpraHax MCIIOJHUTEIbHON BIacTH 1 MeTOaYecknX peKOMEHIaNi K COCTABICHHIO IOKYMEHTOB.

— yMeThb NPOEKTHPOBAThH OJAHKM [OKYMEHTOB YUYPEXKICHHH W HMMETh HaBBIKH DPabOTHI ¢
rOCY/IapCTBEHHBIMH CTAaHIAPTaMH U METOIUYSCKUMH YKa3aHUSMH 110 UX BHEAPCHHUIO U TPUMECHEHHIO.

3agaHus 11 CAMOCTOATEIbHON padoThI

1. V3yunte KOMIUICKT HOPMAaTHBHO-METOANYECKHX JOKYMEHTOB TII0 JOKyMEHTHPOBAHHIO
ynpasieHueckoi  nesitensHoctn  ([IpaBuna  genompouwsBojcTBa Ui (eepalibHBIX — OPraHOB
UCIIOJIHUTEIBHOW  BIIACTH, METOAMYECKHE pPEKOMEHIAMK MO pa3paboTKe HMHCTPYKIMHA 10
JIeTIONPON3BO/ICTBY B (peepabHBIX OpraHax MCIOIHUTEIBHON BIACTH).

2. Nzyunts TOCT P 7.0.97-2016 ¢ TpeboBaHUsIMEU K OPOPMIICHUIO JIOKYMEHTOB, OTIPENICIIUTh €T0
CTPYKTYpY, COCTaB Pa3/ieioB.

3. Usyunts TpeboBarus ['OCTa k GaHKy TOKyMeHTA.

4. TlpoaHanM3UPOBATh MPEAIOKEHHYIO KOJUICKIIHIO JIOKYMEHTOB, OIPEACINUTh PEKBU3HUTEHI,
YKa3aTb HCAOCTATKH B UX PACIIOJIOKCHUHN U O(bOpMHCHI/II/I.

5. CocraBuUTh Ha OCHOBaHMM pa3JaTOYHOTO Marepuana OnaHku (OOWMI W AN MHCHMa)
OpraHM3aIMi ¥ MPEANPHUATHI Pa3InIHBIX (HOPM COOCTBEHHOCTH C BapHAaHTaMH MPOIOIBHOTO U YIIIOBOTO
PacIoNoKEeHHsT PEKBU3UTOB.

Yka3aHus M0 BbINOJTHEHUIO 3a/IaHNS.

1. Usyunrs IpaBuna aenonponssoacTsa s (BeaepalbHBIX OPraHOB HCIOJTHHTENBHOM BIACTH,
Metoandeckne pEeKOMEHIAUMU MO pa3paboTKe HHCTPYKIHMHA IO JEIONPOU3BOACTBY B (elepantbHbIX
opranax ucnoaauteabHol Baact (IIpunoxenne 11).

2. Wzyuanrs TOCT P 7.0.97-2016 ¢ tpeGoBaHusAMU K 0DOPMICHHIO JOKYMEHTOB, 3aIHCATh €ro
paszienbl v ONPeesuTh CTPYKTYPY.

3. U3yunuTh TpeGOBAHHS TOCYNAPCTBEHHOrO CTAHAPTAa K OJAHKAM JOKYMEHTOB, OIpEIeTHTH
pasnuuusi oOmiero OnaHka W ONaHKa JUIS NMUChbMa, BapUAHTHI PACIONIOKEHHs PEKBH3HTOB B OlaHKe
(yrmoBoe, UEHTpOBaHHOE). BBIICHUT, B COOTBETCTBHHM C TPeOOBAaHMSAMU KAKMX HOPMATHBHBIX
JIOKYMEHTOB HPOSKTUPYIOTCS OJIAHKH TOCYJaPCTBEHHBIX OpPraHU3aIMil H KOMMEPUYECKUX OpraHU3aIfii.

4. N3yunts npeIoKeHHy 0 KOJUIEKIHIO (3-5 TOKYMEHTOB) M aHAIM3UPYS JOKYMEHTHI, BBISBUTH
HemocTaTkn B odopmwieHHH OnaHka (OTCYTCTBHE HEOOXOOMMBIX PEKBU3UTOB M NPaBHIBHOCTD
oOopMIICHUSI HUMEIOIINXCS); OMPENENINTh MPAaBUIBHOCTh PACIONIOKEHHS M O(GOPMIICHUS PEKBU3UTOB
JOKyMEHTa (3arojioBKa, JaThl U UHAEKCA, NOJINNCH, OTMETOK O IMOCTYIJICHUU W HAalpaBJICHUH TOKYMEHTa
B JICTIO | JIp.).

5. Ha ocHOBe pa3jaTOYHOro MaTepuana CHpOEKTHPOBaTh ONAHKH IOKYMEHTOB KOHKPETHBIX
opranuzanuii B coorBercTBul ¢ TpedboBanusamMu ['OCT, Ha ¢popmare Oymaru A4: oOuuii U Ut TUCbMa C
MPOAOIBHBIM M YTIIOBBIM PACHOJIOKEHHEM PEKBU3HUTOB.

KoHTpoJibHBIE BONPOCHI

1. Mepeunciure BHEBI HOPMATHBHBIX aKTOB, pPErIAMEHTHDYIOIIHE JIOKYMEHTHPOBAHHE
YIPaBIEHYECKOH IeSTENbHOCTH.

2. Yem paznuuaroTcs obmmii 61aHK ¥ GIaHK HChMa, 61aHK KOHKPETHOTO BHJIA JOKYMEHTA.

HMcToyHMKH U JIUTepaTypa

Hcrounuku:

denepanbHbIi KOHCTUTYIHOHHBIN 3aK0H OT 25 nexadpst 2000 1. Ne 2-OK3 «O I'ocynapcTBenHOM
rep6e Poccutickoit ®enepanuny // C3 PdD 2000, Ne 52 (Hacts I), ct. 5021;

Oenepanbubiii 3akoH PO ot 27.07.2006 1. Nel49-d3 «O6 wnbopmanuu, WHPOPMAITHOHHBIX
TEXHOJIOTHSIX | 0 3amute nHpopMmauum» // C3 PD. 2006. Ne31. Cr. 3448.

®enepanpHbli 3akoH 0T 01.06.2005 Ne53 «O rocymapcrBeHHOM s3bike Poccuiickoit denepanum»
/I C3 P®d. 2005. Ne23. Cr. 2199.
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[Tocranornenne IlpaButenbcrBa Poccuiickoit @enepanmn ot 27 mexadps 1995 . Ne 1268 «0O6
YIOPSAJOYCHUH W3TOTOBJICHUS, HCIOJIb30BAaHUS, XPaHCHHWsS W YHHYTOXKEHHUs Tedared W ONaHKOB ¢
BOCIIPOU3BEICHUEM TocyAapcTBeHHOTo repoa Poccuiickoit ®enepanum» / C3 PD. 1996. Ne2. Cr. 123;

[locranoBnenne IlpaBurensctBa PD ot 15.06.2009 Ne 477 «O6 yrBepxaenun llpaBun
JIEJIOTIPOM3BOJICTBA B (hellepatbHbBIX OpraHax UCTIONIHUTEIBHOM BIacTH».

Metoandeckue peKOMEHAAUH MO pa3paboTKe WHCTPYKUMHA 1O JEIONpPOU3BOJACTBY B
(enepanbHBIX OpraHax HMCIOIHUTEIHFHOW BIACTH, YTBEpXKIEHHBIE MpuKazoM PocapxmBa ot 23 mexabps
2009 Ne 76.

I'OCT P 7.0.97-2016. Hanumonanwhblii crangapt Poccuiickoit ®denepaunn. Cucrema
CTaHJApTOB MO HHGOPMAIMH, OMOJUOTEYHOMY W H3AaTeNbCKOMY aAeiy. OpraHu3annoHHO-
pacnopsiiuTenbHas JoKyMeHTanus. TpeboBanus K 0hOpMIICHUIO JOKYMEHTOB.

I'OCT P 51511-2001 «Ilewatn ¢ BOCHpOM3BENEHHEM TOCYAapCTBEHHOTo repda Poccuiickoit
Oenepanun. @opma, pasMepsl 1 TexHudeckre TpedoBaHms» (¢ u3M. Nel ot 25.12.2002 Ne505-ct). - M.:
WznarenscTBO cTanmaptos, 2001.

Obmepoccuiicknii  kmaccupukarop ympaeineHueckod mokymentanmu OK  011-93. M.:
I'occranpapt Poccuu, 1995.

JIuteparypa:

brikoBa T.A., EmemmeBa E.M. Jlemompon3BoactBo: JIOKYMEHTHI M TEXHOJIOTHH: YUeOHOE
nocooue-pusiep [Dnekrponnsiii pecype]. M.: PITY, 2014. — 300 c.

BrixoBa T.A., Ky3nenosa T.B., Cankuna JI.B. JlokymeHTanuoHHoe oOecriedeHue yrpaBieHHUS:
Hemonpounssoacteo: Yueb. mocodbue st crya. By3os. 2-e uzn., mepepad., qorm. M.: Uadpa - M, 2014.
304 c. + CD-ROM.

C.A. T'noroBa, A.}O. KonbkoBa, FO.M. Kykapuna, E.A. Ckpunko JlokyMeHTallMOHHOE
obOecrieueHue ympaieHus, nox oomeil pemakuueir T.A. beikoBoit. — M.: 000 “1C-
IMa6aumunr”, 2016. — 350 c.

Pa3znaTtounslii MaTepuaj K 3aHATUAM:

- TOCT P 7.0.97-2016. HammonaneHeii cranmapt Poccuiickoit @enepanuu. Cucrema
CTaHAapToB Mo uHGOpManuu, OHOIMOTEYHOMY M H3JAaTelbckoMy zAeny. OpranuszalroHHO-
pacrniopsiauTeNbHas JoKyMeHTanus. TpeboBaHus K 0hOPMIICHHIO JOKYMEHTOB.

- IlocranoBnenue IlpaBurensctBa PP «OO0 yTBepkIeHHHM MNpaBHi JEIONPOU3BOJACTBA B
(enepaNbHBIX OpraHax UCHOJHUTEILHOU BiacTu» oT 15.06.2009 r. Ne 477;

- Meroanueckre peKOMEHIAIMH 10 pa3pabdOTKe WHCTPYKIHMHA MO JEeNIONPOU3BOJICTBY B
(enepanbHBIX OpraHax HCIHOJHUTEIBHON BIACTH, YTBEP)KICHHBIC IpHKa3oM PocapxuBa ot 23 nexaOps
2009 Ne 76.

— Komrekuus 10KyMeHTOB.

— CnpaBoyHble JaHHBIE AJIS1 TPOSKTHPOBAHUS OJIAHKOB.

Tema S. OpraausanuoHHble, pacHOpsAAMTEIbHbIe H HH(POPMALMOHHO-CIIPABOYHLIE
nokymeHTHl — 20 yacoB

JloKyMeHTHPOBaHNe PACTOPSINTEILHOM IeITeJbHOCTH — 8 YacoB

Henp 3anHsTHA — wH3ydyeHHE TpeOOBAaHMH TOCYJapCTBEHHBIX CTaHIAPTOB W HOPMATHBHO-
METOANYECKUX aKTOB K COCTABJICHHIO W O(OPMIICHHIO PaCIOPSAMTENBHBIX TOKYMEHTOB, IOIY4YEHUE
HaBBIKOB MX COCTaBJICHUS U 0(OPMIICHHS TI0 33JaHHBIM CUTYAIHSIM.

B pe3yibTaTe BBINIOJHEHUA 3a1aHUN CTYAEHT JOJIKEH:

—  umemdp npeocmaenenue O CHUTyalusX, TPeOYIOIIMX U3AAHUS  PACIOPSAUTEIBHBIX
JIOKyMEHTOB,

— 3Hamb BUABl  PACTIOPSIUTENBHBIX JOKYMEHTOB, COCTaB pEKBH3HTOB (opmyrsipa
pacropsAUTENFHOTO TOKYMEHTA H TPEOOBaHMS K UX COCTABJICHUIO U OOPMIICHUIO.

—  YMeTh COCTaBJISITh U OQOPMIISITH PaCIIOPSAAUTENbHBIC JOKYMEHTHI 110 3aJaHHBIM CUTYalUsIM 1
UMETh HaBBIKK MX O(OPMIICHHUSI Ha KOMITBIOTEPE.
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3agaHus I CAMOCTOSITENIbHON PadoThI

1. Msyuuts TpeGoBaHuUs, MPEABSIBISEMbIC K COCTABICHUIO U O()OPMIICHUIO PACHOPSIUTEIBHBIX
JOKYMEHTOB.

2. CocraButh ¥ 0QOPMHUTH IPUKA3 10 OCHOBHOM J€ATEILHOCTH.

3. CocraBuTh U 0HOPMHTH PACIIOPSKEHHUE.

Yka3aHus 10 BbINOJIHEHUIO 3aJaHHs

1. YTounHuTth COCTaB PEKBU3UTOB, BXOSIINX B GOPMYIISIp PHKa3a, PACTIOPSIKCHHS.

2. Mzyuuts TpeboBanus 'OCTa k 0pOpMIICHHIO PEKBU3UTOB, BXOASAIIMX B GOPMYIISIp TIPHUKa3a.

3. VTOYHUTH pa3nu4usi B COCTABICHUM IPHKa3a 10 OCHOBHOI MEATEIBHOCTH W 10 JHYHOMY
cocTaBy, oOpaluasi BHUMaHUE Ha MOPSAIOK O()OpMIICHHS CCHUIKH (YIIOMHHAHHSI) Ha OPYTrOd JTOKYMEHT W
YHH(UKAUIO TEKCTOB TPUKA30B MO JUYHOMY COCTaBY.

4. CocraBuTh JOKYMEHTHI Ha OCHOBE MPE/UTOKEHHBIX MPETOIaBATENICM CHTYAIHH.

KoHnTposbHbIE BONPOCHI
[epeuncnure peKBU3UTHI, BXOAAIIME B (OPMYIISP MIPUKA3a.

Ha3oBute cTpykTypy nprkaza o OCHOBHOM J€ATEIbHOCTH.

UYeM oTiH9aeTcs CTPYKTypa TeKCTa MpHKa3a Mo JMYHOMY COCTaBY M OCHOBHOM JESATEILHOCTH.
Ha3zoBute cpoku XxpaHeHHs IPHUKA30B.

HazoBute peKBU3UTHI, BXOJSIIHIE B GOPMYIISAP PACIIOPSHKEHUS.

. UeM oTiMyaeTcs CTpyKTypa TeKCTa paclopshKeHUs OT MPUKa3a 0 OCHOBHOU JISATEITLHOCTH.

HMcTouyHUKY M IUTEpaTypa

Hcrounuku:

I'OCT P 7.0.97-2016. Hanumonanwubiii crangapt Poccuiickoit ®enepauuun. Cucrema
CTaHAapToB Mo uHGOpManuu, OHUOTMOTEYHOMY U U3JATENbcKOMy zeny. OpraHuszalioHHO-
pacnopsauTeNnbHas JoKyMeHTamus. TpeboBaHus K 0POPMIICHUIO TOKYMEHTOB.

[locranoBnenne IlpaBurensctBa PD ot 15.06.2009 Ne 477 «O6 yrtBepxnenun llpaBun
JIEJIOTIPOM3BOJICTBA B (hellepaibHBIX OpraHaxX UCTIONIHUTEIBHOM BIaCTHY.

Mertoandeckue peKOMEHAALMM M0 pa3pabdOoTKe MHCTPYKUMH IO JAEJIONPOU3BOACTBY B
(enepanbHBIX OpraHax HMCIONHUTEIHLHOW BIIACTH, YTBEPXKIeHHBIE MpuKazoM PocapxmBa ot 23 mexabps
2009 Ne 76.

Jlureparypa:

beikoBa T.A., EmpmmeBa E.M. JlenonpomsBoactBo: JlOKyMEHTbI M TEXHOJOTMM: YueOHOE
nocooue-puiep [Dnekrponnsiii pecype]. M.: PITY, 2014. — 300 c.

BeikoBa T.A., Ky3uenosa T.B., Cankuna JI.B. JlokymeHTallMOHHOE 00ECIICUCHUE YITPABIICHUS:
HenomnpousBoactso: Yueb. nocobue st ctya. Bysos. 2-e usa., nepepad., norn. M.: Uadpa - M, 2014.
304 c. + CD-ROM.

C.A. T'noroBa, A.}O. KonbkoBa, FO.M. Kykapuna, E.A. Ckpunko JlokymMeHTallMoHHOE
oOecrieueHue ympaBieHus, moa oomei pemakiueir T.A. beikoBoit. — M.: 000 “1C-
IMa6mummar”, 2016. — 350 c.

oakrwhdE

Pa3naTouHblii MaTepuas K 3aHATUAM:

I'OCT P 7.0.97-2016. Hanumonanbhublii crangapt Poccuiickoit ®denepaunn. Cucrema
CTaHJApTOB MO HH(OpManuu, OUOIMOTEUHOMY M H3JaTelbcKoMy Jeny. OpraHu3alnoHHO-
pacnopsauTenpHas JoKyMeHTalus. TpeOoBaHUS K OPOPMIIEHUIO TOKYMEHTOB.

Meroauyeckue peKOMEHTAluK MO pa3paboTKe MHCTPYKIHMHA 110 JIeJIONPOU3BOJCTBY B
(enepanbHBIX OpraHax HCIIOJHHUTEIBHON BIACTH, YTBEPKICHHBIC MpHKa3oM Pocapxusa ot 23 nexabps
2009 Ne 76.

Anb60oM yHU(DUIUPOBAHHBIX (HOPM HMEPBUYHOM yUETHOM JOKyMEHTALMU IO Y4€Ty TpyJda U €ro
OTUIATHI, YTBEP)KIACHHBIN mocTanoBieHneM | 'ockomcrata PO ot 05.01.2004 Ne 1.

Marepuansl ¢ MHAUBUAYaIbHBIMHU 33JaHUSIMU JUIS CAMOCTOSITEIIBHOTO COCTAaBIICHUS TPHKA30B U
paciopsKEHUH.
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JloKyMeHTHpPOBaHHe AeSITeTbHOCTH KOJIeTHAIBLHBIX OPraHoB — 6 yacoB

Lenp 3aHaTHS — N3y4YeHUE TPeOOBAHMI K JOKYMEHTaM, CO3/1aBaeMbIM B MpoLecce MOJITOTOBKU U
00CITy>KUBaHHS COBEIIAHUM.

B pe3ynbraTe BBITOIHEHNUS 3a1aHUH CTYICHT JIOJDKEH:

— umemd npedcmagieHue O BHUIAX KOJUIETHAJIbHOM JEATETBHOCTH MW TOpAgKe eé
JOKYMEHTUPOBAHUS;

— 3Hamb COCTaB JIOKyMEHTOB, CO3/1aBa€MBIX IIPH IOATOTOBKE COBEIIAHWH, TpeOOBaHUS K
(bopMyIISIpY IPOTOKOIIA, TTOPSIIKY €ro COCTAaBICHHS M 0hopMIICHNS;

— yYMeThb COCTaBJIsITh U OQOPMIIATH MPOTOKOJ M JOKYMEHTBI, CO3/aBacMble B MpoIecce
MOJTrOTOBKHY COBEILAHNS.

—  yYMeTb COCTaBIISATh U OOPMIIATH BBIIIHCKY U3 IIPOTOKOJA.

—  YMeTh COCTaBISTH U OQOPMIISTH PEILICHHE.

3agaHus A1 CAMOCTOATEIbHON padoThI

1. Uzyunts TpeGoBaHMS, MpEIBABISEMbIE K COCTABICHHIO W O(OPMIICHHIO MPOTOKOIA W
peLeHHS.

2. CocTaBuTh NPHITIAIICHHIE HA 3aCeIaHME.

3. CocTaBUTh MPOTOKOI COBEIIAHHS.

4. OdpopMHTH BBIIIHCKY U3 TIPOTOKOJIA.

5. OdopmuTh pemieHwue.

Yka3aHusi 10 BHINOJTHEHUIO 3a1aHUS.

1. YTouHuTh STanbl MOATOTOBKH COBENIAHHM W BHIBI JOKYMEHTOB, CO3[aBa€MbIX Ha KayKIOM
sTarne (IoBeCTKa AHSI, CHICKH YYaCTHUKOB | T.JI.).

2. YTouHUTh 0COOEHHOCTH (hOPMYJIsipa MPOTOKOJIA, TPEOOBAHUS K PEKBU3UTAM, U3II0KEHHBIE B
rocyaapCTBEHHOM CTaHAAPTEC W MCETOAMYCCKUX PEKOMCHAAIHUAX, 06pa1uaﬂ BHUMAaHHUE Ha COCTaB
WH(GOPMAITUH B TEKCTE TPOTOKOJIA, 0COOEHHOCTH €T0 MOAMMUCAHMS, CPOKH OPOPMIICHHS.

3. Onpenenuts pasinuus TpeOOBaHUH K MPOTOKOIY MOJHOMY M KPaTKOMY.

4. CocTaBUTh CaMOCTOSITENIHHO HA OCHOBAHHMHU Pa3aTOYHOTO MaTephaja MPOTOKOJ, BBITHCKY H3
IPOTOKOJIA, PEIICHHUE.

KonTpoabHble Bonpocst:

1. Mepeuncnure peKBU3UTHI, BXOAAIIHE B OPMYIAP HPOTOKOIA.
2. HazoBute CTPyKTYpy TEKCTA MPOTOKOJIA.
3. B uéM oTiIHUHe POTOKOJIA HOIHOTO U KPAaTKOTO.

4. Vkaxure MOpAAOK TIIOATOTOBKM COBCHIAHUA W KaKHUE€ JOKYMCHTBHI CO3Oar0TCd B XOAC
IIOATOTOBKHM.

5. TlepeunciuTe peKBU3UTBI, BXOJALIME B (POPMYIISP PELICHHS.

6. B uem Ha3HAauCHHE BBIMHCKH U3 IIPOTOKOJIA.

Hcrounuku u nureparypa

Hcrounuku:

I'OCT P 7.0.97-2016. Hamumonanwsublii cranmapt Poccuiickoit ®Denepammu. Cucrema
CTaHAapToB 1o uHMOpManuu, OMOTUOTEYHOMY U U3JAaTeNbckoMy gAeny. OpraHuszaliroHHO-
pacrniopsiauTeNbHas ToKyMeHTanus. TpeboBaHust K 0hOPMIICHHIO JOKYMEHTOB.

Meromudeckne pEKOMEHIAMH 10 pa3paboTKe WHCTPYKIUH 1O JEIONMpPOU3BOJICTBY B
(enepaNbHBIX OpraHax HCIIOIHUTEILHOW BIIACTH, YTBEPXKIEHHBIE MpHKa3oM PocapxmBa ot 23 mexabps
2009 Ne 76.

Marepuanbl ¢ UHIUBULY A IbHBIMA 33IaHUSIMH JJIs1 CAMOCTOSITEIILHOTO COCTABIICHHUS! IIPOTOKOJIOB.

JIutepatypa:

brikoBa T.A., EmeimeBa E.M. Jlemompon3BoactBo: JIOKYMEHTBHI M TEXHOJIOTHH: YUeOHOE
nocobue-punep [DnekTpoHHbIH pecypc]. M.: PITY, 2014. — 300 c.

brixosa T.A., Ky3nenosa T.B., Cankuna JI.B. JlokymeHTanoHHOE OOecrieYeHue yIpaBieHHUS:
Henonpoussoacteo: Yuebd. mocobue s ctya. Bysos. 2-e uzn., mepepad., qom. M.: Uadpa - M, 2014.
304 c. + CD-ROM.
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C.A. I'moroBa, A.FO. KonbkoBa, FO.M. Kykapuna, E.A. Ckpunko J[oKyMeHTallMOHHOE
obOecrieueHre ympaBieHus, mox oomei pemakinuedr T.A. Beikooil. — M.: 000 “1C-
ITaGmumuar”, 2016. — 350 c.

Pa3znaTrouHblii MaTepuas K 3aHATUIM

I'OCT P 7.0.97-2016. Hanmonanwubiii cranmapt Poccuiickoit ®eneparuu. Cucrema
CTaHAapTOB 1O HuHMOpMANUK, OMOTUOTEYHOMY U U3JATENbcKOoMy aeny. OpraHu3alioHHO-
pacnopsiiuTeNbHas TOKyMeHTalus. TpeboBanus K 0(pOpMIICHUIO TOKYMEHTOB.

MeTtoandyeckue pPEKOMEHAAIMM 10 pa3paboTKe WHCTPYKIUNA 10 JETONPOU3BOJACTBY B
(enepanbpHBIX OpraHax HMCIOIHUTEIFHOW BIIACTH, yTBEpPXKIEHHBIE MpHKa3oM PocapxmBa ot 23 mexabps
2009 Ne 76.

Marepuanbl ¢ HHIUBHIYATBHBIMU 3aaHUSIMH JJIS1 CAMOCTOSATEILHOTO COCTABJICHHUS JOKYMEHTOB.

CocraBieHne HH(PpOPMALHOHHO-CIIPABOYHBIX TOKYMEHTOB — 6 4acoB

Henp 3aHATHS — UW3yYeHHWE Ha3HAueHHWs WH()OPMAIIMOHHO-COPABOYHBIX JOKYMEHTOB U
ocobeHHOCTEH 0(OpMIICHHS KaXXI0TO BUAA 3TOM IPYIIIBI JOKYMEHTOB.

B pesynbraTe BeIOTHEHUS 3a1aHUHA CTYACHT 1OJDKEH:

—  umemd npedcmagiienue O TUIIOBBIX CHUTyalusiX, OQPOPMISIEMBIX YHHU(QUIIMPOBAHHBIMU
(dhopmamu HHOOPMAIIMOHHO-CIIPABOYHBIX JIOKYMCHTOB;

— 3nHamb BUIbl HMHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB; TpeOoBaHus K (opMyssipy
Ka)XJIOTO BUJA;

- YMETb COCTABJIATH BCC BUIBI I/IH(bOpMaHI/IOHHO'CHpaBO‘-IHbIX JOKYMCHTOB U MMCTH HABBIKH
uX opOopMIIEHUS HA KOMITBIOTEPE.

3ananus 11l CAaMOCTOSAATEIbHOI padoThl

1. MByunts mpaBmia cocTaBieHus ¥ oQopMieHus] WHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB,
0o0paTUB BHUMaHHE Ha 0COOEHHOCTH TPEOOBAHUH K KaXKIOMY BHILY.

2. CocraButh u odopmuts B cooTBercTBHH ¢ TpeboBanusmu ['OCT P 7.0.97-2016 u
Mertoanyeckux peKOMEH AN

® OKJIQJHYIO 3aMMCKy (BHYTPEHHIOIO U BHEITHIOK);
O00BSACHUTENHHYIO 3aMUCKY (BHYTPEHHIOIO U BHEIITHIOK);
CIPaBKY;
aKT;
nuchbMa (rapaHTUHHOE, HAIIOMUHAHKE, IPUIJIALICHUE, YBEJOMIICHUE, PEKIaMaluio U T.11.).

Yka3aHus 1o BbINOJHEHHIO 3aJaHHsI

1. Vrounnts Bumbl MH(GOPMALHOHHO-CIIPABOYHBIX JOKYMEHTOB M MPH KAKUX YIPABICHUECKHX
CUTyalUsIX OHU CO3AK0TCSl.

2. BBISBUTH 0COBEHHOCTH Ka’KI0TO BU/IA MHGOPMAIMOHHO-CIIPABOYHOI'0 JIOKYMEHTA.

3. V3yunts TpeGOBaHHs TOCYIAPCTBEHHOTO CTAHAAPTA K O(OPMIICHHIO PEKBH3HTOB, BXOIAIINX B
TUIIOBOM (hOPMYJIAP KKIOTO BUa UHGOPMAITMOHHO-CITPABOYHOTO JOKYMEHTA.
4. CocraButh 1 0GOPMUTH TOKYMEHTBI B COOTBETCTBHH C MOJTYYEHHBIMH 33/ [AHUIMH.
KoHTpoJibHBIE BOTIPOCHI
[aiiTe omnpeeneHe U YKOKUTE TUITOBOU (GOPMYJISp:
JIOKJIaJHOM 3aII1CKH;
OOBSICHUTEIILHOU 3aITUCKH;
CIIPaBKH;
aKTa;
CiTye0HOro rnuchMa (Ha30BUTE €ro Pa3HOBHUIHOCTH);
VYkaxure 0COOCHHOCTH O()OPMIICHUS TTHCEM.
B uém ocobenHOCTH OhOpMIIEHHS THCHEMa-OTBETA.
. Kakue TpeOoBaHMs NPEABABISIOTCS K TEKCTY ITHCEM.
HcToyHuKH U JuTEpaTypa
Ucrounuku:

-b_().)!\)....‘!A
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I'oCT P 7.0.97-2016. Hammonanweubsiii ctanmapt Poccuiickoit ®@enepaunu. Cucrema
CTaHAapTOB MO uHGOpMAaNK, OMOTMOTEYHOMY M H3JaTelbckoMmy aeny. OpraHu3alroHHO-
pacnopsiiuTeNbHas TOKyMeHTalus. TpeboBanus K 0pOPMIICHUIO TOKYMEHTOB.

Metoandeckne peKOMEHAAMH MO pa3paboTKe MHCTPYKUUH 1O JEIONpPOU3BOACTBY B
(enepanpHBIX OpraHax HMCIOIHUTEIHFHOW BIACTH, yTBEpXKIEHHBIE MpHKa3oM PocapxmBa ot 23 mexalps
2009 Ne 76.

Matepuanbl ¢ MHANBU Ty AITbHBIMU 33JJaHUSIMH IS CAMOCTOSITEIILHOTO COCTABJICHUS JOKYMEHTOB.

Jlurepatypa:

brikoBa T.A., EmpimeBa E.M. Jlemompon3BoactBo: JIOKYMEHTHI M TEXHOJIOTHH: YUeOHOE
nocooue-pusep [Dnekrponnsiii pecype]. M.: PITY, 2014. — 300 c.

BrixoBa T.A., Ky3nenosa T.B., Cankuna JI.B. JlokymeHTanuoHHoe oOecriedeHne ymnpaBieHHUS:
JenonpousBoacTBo: Y4ueb. mocobue misa cTyd. By3os. 2-e u3md., nepepad., mon. M.: Uadpa - M, 2014.
304 c. + CD-ROM.

C.A. T'noroBa, A.}O. KonbkoBa, FO.M. Kykapuna, E.A. Ckpunko JlokymMeHTallMOHHOE
obecrieueHue ympamieHus, mox ooOmen pemakumern T.A. beikopoit. — M.: 000 “1C-
IMa6aumunr”, 2016. — 350 c.

Pa3}]aT0‘lHBIﬁ MaTepHuaJd K 3aHATUAM

I'OCT P 7.0.97-2016. Hanumonanbublii crangapt Poccuiickoit ®denepaunn. Cucrema
CTaHJApTOB MO HH(OpManuu, OMOIMOTEYHOMY M H3JaTeNbCcKoMy Jeny. OpraHu3alloOHHO-
pacnopsauTenbHas JoKyMeHTanus. TpeGoBaHus K 0hOpMIICHHIO JOKYMEHTOB.

Meromudeckne pEeKOMEHIANMHA IO pa3paboTKe WHCTPYKIUH 1O JENONMPOU3BOJICTBY B
(benepanbHBIX OpraHax HUCHOJHUTENIBHON BIIACTH, YTBEp)KICHHBIC MpHKa3oM PocapxuBa or 23 nexaOps
2009 Ne 76.

MaTepI/IaJ'ILI C UHAMBUAYAJIbHBIMU 3aJaHUAMH JI CAMOCTOATEIIbHOIO COCTAaBJICHUA JOKYMCHTOB.

Tema 6. Kommiekcbl noxymenToB. HayuyHo-mcTopH4yeckass W NpaKkTHYecKas HEHHOCTHb
AOKYMeHTa— 4 yaca
[IpoBoasiTcs ABE 03HAKOMUTENBHBIE 3KCKYPCUHU B FOCYIaPCTBEHHBIE APXUBBIL.

9.3. Uuble MaTepuabl

Metoauyeckue ykKa3aHusi I O0y4alOIIMXCsl IO CAMOCTOSATEJBLHOM padore
CTY/ICHTOB

CamocrosiTennbHasi paboTa CTYJACHTOB BKJIIOYAET TIOJATOTOBKY K JIGKIUSIM |
71a00paTOPHBIM 3aHIATHSIM, KOHTPOJIBHBIM paboTaM, TECTUPOBAHHIO, 3a4eTy M JK3aMeHY. [eMbl
JUISL CaMOCTOSITEIBHOM pabOThl CTYACHTOB ONpPENETICHB B COOTBETCTBUU C TEMATUYECKUM
TUTAHOM JUCUUTUIHHBI.

OTnenbHBIA BUJI CAMOCTOSTENIBHOW PabOThl — MOJTOTOBKA KYPCOBBIX paboT. TemaTuka
KYPCOBBIX PabOT COOTBETCTBYET COACPKAHUIO UCIUTIINHBIL.

MeTO}IH‘[eCKI/Ie PCKOMEHIAIMH I10 MOATOTOBKE NMUCbMECHHDBIX paﬁoT
Ilpumepnan memamuxa Kypcoewvix paoom

Pa3BuTHE MOHATHS «TOKYMEHT»: ONpeiesiceHIe U (QyHKIIHH.

Bo3HHKHOBEHNE MHUCEMEHHOCTH, MOSIBIIEHHE JOKYMEHTA.

TekcToBOE TOKYMEHTHPOBAHUE, Pa3BUTHE, HA3HAUYEHHE U 00J1acTh MPUMEHEHHS.
MartepuranbHble HOCUTENN HH(GOPMAITUN U UX Pa3BUTHE.

CoBpeMeHHbIe MaTepHaIbHbIe HOCUTENN HHPOPMALHUH.

aogrwbdE
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6 PazButne hopmyisapa TekcToBbIX HokyMeHTOB B XVI-XVII BB.

7 PasButue BunoB u opmyssipa ToKyMeHTOB B yupexaeHusx Poccun XVIII B.

8. PasButue popmymnspa nokymenta B XIX — Hauane XX BB.

9. PazButne hopmysapa TOKyMEHTa COBETCKOM ATIOXH.

10. Pycckue nruceMoBHUKHN 19 Beka Kak cucTeMa 00pa3loBbIX TEKCTOB U JOPMYJIISPOB.

11. Hcropusi BOBHUKHOBEHUS] W Pa3BUTHA OTACIBHBIX BHJIOB JOKYMEHTOB (1O BBIOOpDY —
rpaMoTa, yKa3, MpuKa3, IPOTOKOJ, TUCHMO H T.1.).

12. Hcropust pa3BUTHS OTAETHHBIX AIIEMEHTOB (OpMyIIsipa JOKyMEHTa (10 BEIOOPY — COCTaB
YIOCTOBEPEHUS, IOPSAOK aIpeCOBaHUS H T.1.).

13. Hcropust yHUPHUKALIUU TEKCTOB TOKYMEHTA.

14, 3akoHO#aTenbHAE W HOPMATHMBHAS  periiaMeHTanus  JOKYMEHTHpPOBAaHHA B
JopeBoMonnoHHON Poccun.

15. 3akoHOJaTeNnbHasT W HOPMATWBHAs perJIaMeHTAlus JOKYMEHTHPOBAaHUS Pa3IHYHBIX

BHJIOB ACATEIBHOCTH (OPTaHU3AIMOHHO-PACTIOPSAUTEILHON, KOMMEPUECKOH, KaapoBOi, JOTOBOPHOU H
p.).

16. 3akoHOJaTeNbHAs 1 HOPMAaTUBHAS PErJIaMEHTAHs JOKYMEHTHPOBAaHUS OPraHOB BIACTH
yTIpaBJICHUSL.

17. MeTo/pI COBEPLICHCTBOBAHHS JOKYMCHTHPOBAHHS YIIPABICHIECKON IESATEINEHOCTH.

18. BrnusiHne coBpeMeHHBIX HH(POPMAIIMOHHBIX TEXHOJIOTHI Ha JOKyMEHTHPOBaHHE.

19. OTpakeHHE BOIPOCOB TMOATOTOBKA W OQGOPMIICHHS TOKYMEHTOB B TEPHOIUYECKUX
U3/IaHHSX.

20. OTpaskeHre BOMPOCOB MOJATOTOBKH U 0(OpMIICHUS TOKYMEHTOB B JINTEpaType.

21. PernamenTanusi BOIPOCOB JENOMPOM3BOJACTBA B aJMHUHHCTPATUBHBIX pPETJIAMEHTAX

NPEIOCTABICHNSI TOCYIAPCTBEHHBIX YCIYT M MCIOJIHEHHUS] TOCYAapCTBEHHbIX (QYHKUMI (Ha mpumepe
OJIHOTO 8JIMHHUCTPATUBHOTO PEIIaMEHTa).

MeToanueckue peKoMeHIaluu 10 MOJAT0TOBKE KYPCOBBIX padoT

KypcoBas paboTa — BII caMOCTOSATENFHON MUCBMEHHON PabOThI, HANIPABJICHHBIA HA TBOPUECKOE
OCBOCHHE NPOPHUIBHBIX NPOPECCHOHATBHBIX  JUCHIUTUIUH U BBIPaOOTKY MpoecCHOHATBHBIX
KOMIIETEHIIHH.

Metoandeckne ykazaHUsl coJiepKaT eluHble s BceX (GopM oOydeHus: (JHEBHOW, BEUEpHEW,
3a04YHOM) TpeOoBaHMS Kadeaphl JOKYMEHTOBEICHHS K KypCOBBIM padoTaM .

[loaroroBka KypcoBoi pabOTHI SIBIISIETCS 3aBEPLIAIOLIMM ATAIIOM H3y4YeHHs! NPO(eCCHOHATIBHBIX
JUcUMIUIMH. B mporecce HamucaHusi KypcoBOil pabOTBl CTyOeHTHl (OPMHUPYIOT HaBBIKM cOopa H
00001IeHNsI ~ HAYYHBIX [JAaHHBIX, aHajlW3a 3aKOHOJATECIbHBIX M HOPMATHBHBIX IIPABOBBIX AaKTOB,
HOPMAaTUBHO-METOJUYECKUX JIOKYMEHTOB MEKOTPACIEBOIO JICHCTBUS, JIOKAJIBHBIX aKTOB OpraHU3aIlHi,
periIaMeHTUPYIOIUX paboTy ¢ TOKYMEHTaMH, CIELUaTbHON JIUTEPATyphl, BBISIBICHUS HEOOXOIUMBIX IO
TEME MCTOYHHUKOB U JuTeparypbl. KypcoBas pabota criocoOCTBYeT MNPHOOPETEHUIO HOBBIX (DAKTUYECKUX
3HAHWUU U IPAKTUYECKUX YMEHUH.

Kypcosas paboTa nomkHa oka3ath yMEHHE CTYIEHTA:

- 000CHOBATh aKTYaJIbHOCTb BEIOPAHHON TEMBI B HAYYHOM M IIPAKTUYECKOM IUIAHE;

- TOKa3aTh CTENeHbh U3yUYEeHHOCTH 1 Pa3paboTaHHOCTH MPOOJIeMbl B HAYYHOW JIUTEpaType;

- (hopMyIIMPOBATH LIEJb U 3a/1a41 PabOThI;

- 000CHOBAThH CTPYKTYpY PabOTEHI;

- MBIOXHUTH COJIepKaHUE pa3fesioB W TOJAPA3JeoB pPabOThl JMTEPAaTYPHBIM S3BIKOM C
KCIIOJIb30BAaHUEM CTaHAAPTHOU JIOKYMEHTOBEUECKON

TEPMHUHOJIOT U,

- aHANM3UPOBATh COOPAHHBIA MaTepHal, COMIOCTABIIATh PA3IUYHbIC KOHIICTIINH, AIbTePHATHBHBIC
TIOJIXOJIBI, PEIIEHHSI OTJENBHBIX TPOOIIeM;

- (hopMyIHPOBATH BBIBOJBI;

- odopmisTh paboTy B COOTBETCTBUM C TPeOOBAaHUSAMHM, NPEABABISIEMBIMH K Hay4HO-
MCCIIEIOBATEIBCKUM paboTam.

1. IloaroroBka KypcoBoi pa6éoTbl
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OcHOBHas 11eJTb TMTOJATOTOBKH KypCOBOH PabOTHI COCTOHT B 3aKPEIUICHHH TEOPETHIECKUX 3HAHHH,
NpUOOPETEHUH CTYACHTAMH HAaBBIKOB CAMOCTOATEILHOTO YTITyOJICHHOTO M3yYeHHs OJHOTO U3 Pa3/eioB
Kypca mpodecCHOHANbHOW AUCIMIUIMHEL, YuTaeMol Ha kadenpe. [Ipy moAroroBke KypcoBoW paboThI
CTYZEHTHI TIOJyYalOT HAaBBHIKM M YMEHHE padOTaTh ¢ MCTOYHHKAMH, aHAIM3UPOBATh (PAaKTHl W JaHHBIC
CHEeNUANBHON JINTEPaTyphl, H3JIaraTh MPOYUTAHHOE COBPEMEHHBIM MPO(ECCHOHATIBHBIM S3BIKOM.

Kypcosas pabota moMoraet pa3BUTHIO MBILUICHUS CTyIeHTa, POPMUPOBAHUIO YMEHHS CBOOOIHO
OIIepUPOBaTh HAYYHBIMH 3HAHMSAMH IIPUMEHHUTENBFHO K Pa3HOOOpasHBIM chepam mpodecCHOHaTbHON
JeATEITbHOCTH.

Bbi0op TeMBI KypcoBoW PpaldoTBI OCYILECTBISIETCS CTYAEHTOM TIOCIE€ 3HAaKOMCTBA C
TEOPETUIECKUMH MPOOIeMaMy TUCIUIUINHBI, U3JI0KEHHBIMHU B JICKIIMOHHOM KypCe.

BBIOOp TeMBI CTYZE€HT MOXKET OCYWIECTBIISATH CAaMOCTOSITENFHO HCXOIS M3 HPUMEpHOU
TEMaTUKU KypCOBBIX padoT, pa3paboTanHol Kadeapol, B KauecTBE METOJMUECKOIO MOCOOUS IO KaXKI0H
JUCLHUIUIMHE, TI0 KOTOPOH, B COOTBETCTBUH C YU€OHBIM IUIaHOM, 3alljlaHHPOBaHa MOJrOTOBKa KYypCOBOU
pabotel. IIpuMepHas TemMaTHKa COOTBETCTBYET HANpaBICHUSAM HAYYHO-HCCIICIOBATEIHCKON pabOThI
KageIpbl JOKYMEHTOBEICHHSI.

Br100p TeMBI CTyIEHT MOMKET OCYLIECTBISITh TAaKXKe CAMOCTOSITENIbHO € Y4ETOM CBOUX HAYYHBIX
MHTEPECOB, MPAKTHYECKUX 3a/1a4, CIICHIU(PHUKH ACATSIBHOCTH KOHKPETHOH OpraHHW3alii, B KOTOPOH OH
paboTaer, cBoeoOpa3usi CBOMX MOIKHOCTHBIX OO0si3aHHOCTEH W T.n. Tema KypcoBoi pabOTHI M B 3TOM
cllydae JOJDKHA COOTBETCTBOBATh TEMAaTHKE MPOOJEM, paccMaTpUBAcMBIX B TEOPETHUECKOM Kypce H
BKIIIOUCHHBIX B MPOTrpaMMy H3y4aeMOW AMCUUILTHHEL. BbIOOp TeMBbI KypcOBO# pabOTHI OCYIECTBISIETCS
CTYyIEHTOM M C Yy4YeTOM JOCTYITHOCTH OCHOBHBIX HCTOYHHKOB U JIUTEpaTypel. B  ciydae
CaMOCTOSITETILHOTO BBIOOpA TEMBI KYPCOBOM pabOTHI CTyIEHT 00s13aH COTJIacOBaTh €€ C TMPEeIoIaBaTeseM,
OCYILIECTBIISIOIINM HAyYHOE PYKOBOJICTBO IMOATOTOBKOH KYpCOBBIX PadoT.

KypcoBast pabora, Kak MNpaBWIO, SBISETCS TEOPETUYECKHM HCCICIOBAaHWEM II0 OJHOU U3
HPEUIOKEHHBIX Kadeapoi TeM.

JlommyckaeTcsi MOArOTOBKa KypCOBOW pa0OThI HA OCHOBE IMPAKTHUECKUX Pa3pabOTOK B 00JIaCTH
JOKyMEHTAIlMOHHOTO OOeCTieueH s, IMPOBEICHHBIX C YYacTHeM CTYACHTa WM BBIITOJHEHHBIX WM
camocrosTenpHo. Harmpumep, TemMa KypcoBoii paGoThl MOKET OBITH IOCBAIICHA Pa3padOTKe HOPMATHBHO-
METOANYECKUX JOKYMEHTOB MO periamentanmu cinyx0er JOY, ee coTpyaHHKOB, pa3paboTke
HOMEHKJIATYPBI Jell, JOKAIbHBIX KIacCH(UKATOPOB, BHEPEHUIO HOBBIX MH()OPMAIIMOHHBIX TEXHOJIOTHIA,
HOATOTOBKE JIOKAJBHBIX HOPMAaTHBHBIX aKTOB (TaKWX KaK WHCTPYKIHS, TaOeib YHUPUITMPOBAHHBIX (popM
JIOKYMEHTOB, CTAaHAAPT Opranu3amnuu u np.). [lomoOHbIe paboTHI BEIMOIHSIIOTCS HA IPUMEPE KOHKPETHOM
OpraHu3allHy.

Kpurtepumn oueHku KypcoBoii padboTsbl

[IpenoaBarens ODKEH JOBECTH JO CBEACHHS CTYICHTOB TpeOOBaHMs Kadeapsl K KypCOBBIM
paboram. Kypcosas paborta [oibkHa OBITH TOATOTOBJIEHA CTYAGHTOM B CPOKH, IPEIyCMOTPEHHBIC
y4eOHBIM IJIAHOM, KOTOPBIE TIPEIOJIaBaTelb JOBOIUT JI0 CBEICHUS CTYICHTOB.

OCHOBHBIMU KPUTEPHUSIMHU OLIEHKH KypCOBOW pabOTe SBISIOTCA:

- aQprYMEHTHPOBaHHAsI (POPMYITUPOBKA aKTYaTbHOCTH TEMBI;

- YeTKUE IIeNI U 3a7a4i paboThI;

- 0030p UCTOYHUKOB M JIUTEPATYPHI 110 U30PaHHOI TEME;

- 000CHOBaHHE CTPYKTYPBI paOOTHI;

- HMCIOJIb30BaHUE OCHOBHBIX UCTOYHUKOB U CHEHHAIBHON JINTEPATYPHI IO TEME;

- aHaJIM3 U3JI0KEHHOTO B pa3jenax padboThl (PaKTHUECKOro MaTepuana;

- HAJIMYME BBIBOAOB IO KAXKJIOMY Pa3JIeiy;

- TpaMOTHOE W3JIOKEHHE TeKcTa, odopmieHHe paboTl B COOTBETCTBHH C
METOANYECKUMU YKa3aHUSIMU.

OneHKy «OTJIIMYHOY» 3acly’KHUBAIOT KYpCOBBIE pPadOThHI, aKTyalbHOCTh TEMBI KOTOPBIX
000CHOBaHa, BBEJICHUE COJIEPKUT JOCTATOYHO TOJHBIM 0030p MCTOYHUKOB U JIUTEPATYPHI 1O
naHHoi Teme. CTpykTypa pabOThI JOTHYHA, COOTBETCTBYET COJEpKaHUIO0. B KOHIIE Ka)Kaoro
paznmena W B 3aKIIOUYCHHH COJAEpKaTcs YETKHME BBIBOABI. PaboTa HamucaHa JIHTEPATypPHBIM
S3BIKOM C TIPAaBWJIBHBIM HCIIOJIb30BaHHEM MPO(PECCHOHAIBHONH TEPMUHONOTUU. TeKcT
TIIATETHHO BBIBEPEH, HAYYHO-CITPABOYHBIN ammapat u 0popMIIEHHE COOTBETCTBYIOT HACTOSIIINM
METOANYECKUAM YKA3aHUSAM.
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KypcoBas paGora olLieHHBaeTCs Ha «XOpOILO», €CIU CIHUCOK HCIOJIb30BAHHBIX
HMCTOYHUKOB M JIUTEPATYpPbl HE COBCEM IIOJHBIM, BBIBOAbI HEJOCTATOYHO apryMEHTHUPOBAHBI, B
CTPYKType U COJEp)KaHUU KypCOBOHl pabOThI €CTh OTJENIbHbIE MOTPEHIHOCTH, HE HMEIOINe
MPUHIMITAATIBHOTO XapakTepa. B oCTallbHOM, COOJIIOJICHBI TpeOOBaHUS, MPEABIBIIEMbIC K
«OTIIMYHOM» KYpPCOBOM padore.

KypcoBass paboTa OlLIEHMBAETCS «yIOBIETBOPUTEIBHO», €CIHM B TEKCTE HMEIOTCS
MHOTOYHCJICHHbIE TIPSIMbIE 3aMMCTBOBAHUS U3 YUYEOHON U METOIUYECKOM JIMTEPATYPhI, CTYACHTY
HE TOJIHOCTHIO H3BECTCH KPYI HCTOYHHKOB U CICHUATBHOW IUTEPATyphl, BBIBOABI CIab0
apryMEHTUPOBAHbl WJIM HE KOHKPETHBI, B JHUTEpaTypHOM CTWIe U OQopmiIeHHH pPadOTHI
MMEIOTCS IIOIPELIHOCTH.

[IpoBepuB paboTy, mpemomaBaTenb BBICTABISCT HA TUTYJIBHOM JIUCTE HTOTOBYIO OLIEHKY,
KOTOpasi COMPOBOXKIAETCS KPaTKO# periensneil. B peneH3un oneHnBaeTcs MojaHOTa 0030pa HCTOUHUKOB U
JUTEPaTypbl MO TeMe, TTyOMHA PACKPBITHS TEMBI, YPOBEHb €€ OCMBICICHHS, HaIU4he COOCTBEHHBIX
BBIBOZOB, COOJIIOJEHHE TIpaBHI OQOPMIICHUS HAy4YHO-CIIPABOYHOI'O  ammapara, COOTBETCTBUE
odopmieHus: paboThl HACTOSIIUM METOAMYECKHM YKa3aHUSIM.

B cinywyae HEyAOBICTBOPUTEIBHOW OIEHKH KYPCOBOM pPabOThI CTYISHTY IpeajiaraeTcs
nepepadboTaTh ee Mo 3aMedaHusIM IPEenoAaBaTelis Wi IOArOTOBUTh KypPCOBYIO padOTy Ha IPYTyIO TEMY.

IInan kypcoBoii padoThbl CTYACHTBHl COCTaBISIIOT CaMOCTOSITENBHO, TIIOCIE YEro OH
COIJIACOBBIBAETCSI C TpernoaaBaTenieM. [IoAroTOBKA miiaHa KypcOBOH padOThI SBISETCS MEPBBIM 3TAllOM
paboThl Haj HEHW W BBHINOJHIETCS IOCIE O3HAKOMIICHHMS CTyIEHTa C HCTOYHHKOBOH 0a30il TeMbl U
U3yUYCHHS CHELMANbHOM JuTepaTypbl. lIpu coriacoBaHuM miaHa ¢ NpPENoOAaBaTesIeM CTYAEHT NOJDKEH
UMETh YETKOE MpeCTaBlIeHHe 00 M3ydaeMoil Teme, a TaKKe CyMeTh 00OCHOBAaTh CTPYKTYpY Oyayliei
KypCOBO# paboThl, TOCIIEAOBATEIBHOCTD H3IIOKEHHS MaTepraa.

CryneHt BopaBe 0oOpaTUThCS K MpPENOJaBaTeli0 3a KOHCYJIbTaLUed Mo J1ro0oMy BOmIpocy,
BO3HHKILIEMY B XOJA€ TOATOTOBKM KypcOBOiH paboThl. B Xome KOHCYNbTAallMil CTYAEHT Moiy4aer
JOTIONTHUTENBHYI0 HH(OpMANUIO, HEOOXOJMMYIO JJIsi MOJATOTOBKH KypcoBoil pabothl. Kak mpasuio,
IpenoaBaTenb KOHCYIbTHPYET CTYJEHTA 110 BBIOOPY MCTOYHHUKOB U JINTEPATYphl, aHAJIHU3Y CIIEHUATbHON
JUTEPaTypbl, pa3paboTKe palMoOHAIbHON CTPYKTYpBl paboThl, cOOpY (PakTOB M CTATUCTUYECKUX JAHHBIX,
ux o0paboTKe.

[IpenonaBarens KOHTPOJMPYET MOATOTOBKY KypCOBOHM pabOThl, 3HAKOMHUTCS C TEKCTOM H
NPEACTABIISIET CTYICHTY CBOM 3aMEUaHMSL.

1.1. CTrpykTypa u coaep:kaHMe KypcoBoi padoThl
KypcoBas paboTa BKIIIO4aeT:

TUTYJIBHBIN JIUCT;

OIJIaBJICHUE;

BBEJICHHE;

paszensl (IoImycKaeTcs AeJIeHUe Ha IT0APa3/ebl);
3aKJIFOYEHUE;

CIIMCOK HCITOJIb30BaHHBIX HCTOYHUKOB U TUTEPATYPBHI;
TIPUITOKEHUS.

TUTyAbHBIA  JIHCT  CONEPXHUT HAWUMEHOBAaHWE Y4YeOHOTO 3aBelieHHS C  yKa3aHHeM
OpPraHU3allMOHHO-TIPABOBOM (OPMBI M  BBHIIIECTOSIIETO YYPEIKACHUS, HAMMEHOBAaHUS HHCTHTYTA,
¢bakynpreta U Kadenpbl, Ha KOTOPOH MOATOTOBIEHA KypcoBas pabota, (paMminio, UMs, OTYECTBO
CTYAEHTa, YKa3zaHHUs Ha Kypc, popMmy oOyuyeHus, Ha3BaHHE TEMbl KypCOBOH palOTHI, QaMuiINIO, UM,
OTYECTBO MPETIOIABATEINS, €T0 YICHYIO CTETIEHb, 3BaHUE.

OrsaBjieHMe COIEPKUT MepevYeHb COCTaBHBIX YacTel KypcOBOH paOOTHl U yKa3aHHE CTPAaHUI], Ha
KOTOPBIX PacHoI0kKEHO Havano Ka)/I0i JacTH.

BBeaenue 1OMKHO BKIIIOYATH!

e 000CHOBaHHE aKTyaJIbHOCTH BHIOPAHHOM TEMBI;

® XapaKTEePUCTHKY CTEIEHH MU3YyYEHHOCTH TEMBI, pa3pabOTKU TEOPETUYECKUX M MPAKTHUECKHX
mpooem;

e  (QopMyIUPOBKY IeNH U 33/1a4 PabOTHL;
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e 0030p HCTOYHMKOB U JHTEpaTypbl C H3JI0KEHUEM CYIIECTBYIOUIMX KOHLENIMHA U
IPTEPHATHBHBIX MTOJIXOJIO0B K TeMe. He momyckaroTcst K 3amuTe KypcoBble paboTHI, B KOTOPBIX 0030p
MOJMEHSIETCSI IepeUrCcIeHUeM Ha3BaHUH paboT WM KpaTKOW aHHOTAIKel HICTOUHUKOB;

e 00OCHOBaHHE CTPYKTYpHI pabOTHI.

Pa3zgenbl KypcoBoii paGoTbl MOTYT COJEpXaTh XapakTEPUCTUKY OOBEKTa HCCIICAOBAHHS
(yupexpaeHuns, OpraHH3alld, €€ CTPYKTYPHOTO TMOpa3/ielieHrs); OMucaHue mpoliIeMbl (Hampumep,
JOKYMEHTAIIHOHHOTO O00ECTeUeHHsI yNpaBJeHHUs B ONpPECICHHON OpraHu3alid W IpU ONMpeesICHHBIX
YCIIOBHSIX); aHaJIM3 OPraHU3ALMOHHBIX WM TEXHOJIOTMYECKUX OCOOEHHOCTEH NOKYMEHTUPOBAHMS (MM
paboTBl C JOKYMEHTaMH); WCTOPHIO Da3BUTHA Bompoca win mpodbiemsl. KommdaecTBo pasnmenos
OIIpeAeNsIeTCs CTYJCHTOM CaMOCTOSATEIBHO MIIM MO COTJIACOBAHMUIO C IPEToaBaTeieM, NCXO U3 3a1ad
KypcoBO# pabOThI M COOpaHHOT'O MaTepuana.

B KxoHIIE KQXXI0TO0 paszena CTyIeHTOM (pOpMyIUPYIOTCSI BBIBOJIBI T10 N3JIOKCHHOMY MaTepHay.

3akiaoueHde OOBIYHO BKIFOYAeT OOIIHWE BBIBOABI 1O TeMe paboThl, WX COOTBETCTBHE
MOCTaBIICHHBIM LEJISIM | 337adaM; BO3MOXHO BKJIIOYCHHE B OTY YacTh PaOOTHI M3JIOKEHHS AajbHEHIIeH
MEPCIEKTUBEI CTYACHTA 10 JaHHOW TeMe (HalnpuMep, PU MOATOTOBKE AUIIIOMHOM paboThI).

CnmcoK HCHOJb30BAHHBIX MCTOYHHUKOB M JHTEPATypPbl MOKA3bIBaeT 3HAKOMCTBO aBTOpa C
WUCTOYHUKAMH U JINTEPATypPOH IO BRIOPAHHOU TEME.

Criucok  Qopmupyercss mo pazmenam «lMcrouHukm» (OH MOXKET MOAPA3NENAThCS Ha JIBa
nozapasnena — «OnmyOoIMKoBaHHBIE HCTOYHUKI) U «HeomyOmiMKoBaHHbBIE HCTOUHUKNY) U «JInTeparypay.

[TocnenoBarenbHOCT  PACHOJIOKEHHUS]  UCTOYHUKOB B CIUCKE  OINpEHENseTcs
3HAYMMOCTBIO JJOKYMEHTOB: (helepaabHble 3aKOHOJATCNbHBIE aKThl PO, HOPMaTHBHBIE
npaBoBble akThl (Yka3wl [Ipe3uaenta, [locranoBnenus u Pacnopspkenus IlpaBurtennctBa PO,
HOPMAaTUBHBIC ITPABOBBIC aKTHI ()eIepaIbHBIX OPraHOB HCIIOJIHUTEIPHON BIACTH), HOPMATHBHBIC
METOJUYECKUE JIOKYMEHTBl MEXOTPACIeBOIO JACHUCTBUSA, TIOCYAApPCTBEHHBIE CTaHIAPTHI,
METOANYECKNE YKA3aHUs, 4 TAKKE MpPaBUIIA, PETJIAMEHTBI, MHCTPYKLHH U JIP.

CucremaTH3anysi MCTOYHHKOB OOBIYHO MPOBOAUTCS IO TpynmaM (3aKOHBI, HOCTaHOBJICHHS,
WHCTPYKIUH U JIp.), KOTOPBIE ONPEAEIAIOTCS UCXO0A U3 YPOBHS HCTOUHUKA, @ BHYTPH BBIOPAHHBIX TPYIII
M0 XpPOHOJIOTHH. B crnmcox HMCTOYHHMKOB HE BKIJIIOYAIOTCS OTMEHEHHBIC IIPaBOBLIC, HOPMATHUBHBIC U
HOPMaTHBHO-METOIMYECKHIE JOKYMEHTHI (32 MCKIIIOYEHHEM CIIy4aeB, KOTJa KypcoBas padoTa HammcaHa
Ha TCEMY, CBA3aHHYIO C HCTOpI/IGﬁ ACIONPOU3BOACTBA, MAOKYMCHTUPOBAHUA, PA3BUTUA OTACIbHBIX
Hanpasneruit JOY).

[To xaxaoMmy OTIENBFHOMY H3JaHUIO, BKIIOUYSCHHOMY B CIIMCOK HCTOYHHKOB, TPHBOIATCS HX
BBIXO/IHBIE JaHHbIe. [Ipy 3TOM (henepabHble 3aKOHBI, 3aKOHBI CYOBEKTOB (emepanyiv, NpaBoOBbIE U
HOPMATHUBHBIC aKThl JOJKHBI COACPIKATEL CBECACHUA 06 HCTOYHHUKE O(l)I/I]_[I/IaJIBHOFO OHYGHI/IKOBaHI/IH.

B crnmcoxk  HeomyOJIMKOBaHHBIX MCTOYHMKOB MOTYT OBITh BKIJIIOYEHBI YCTaB, IOJIOKEHHE 00
OpraHm3ali  (€ro CTPYKTYpHOM HOAPA3JCNCHNUH), JODKHOCTHBIE WHCTPYKIMH, pPETrJIAMEHTBI,
WHCTPYKIUH IO JIETIOMPOU3BOJICTBY, JOKYMEHTHI TEKYILETO JIEIONPON3BOJICTRA.

B cnucke nuteparypbl HazBaHus MOHOrpaduii, cTatei, peueHs3uil, ydeOHbIX MocoOui,
aBTOopedeparoB pacmojaramT B andaBUTHOM MOpsAKe NepBod OykBbl (pamumuu aBTopa. [lpu
BKJIFOYCHUH B CIHCOK CTAaTbU W3 JKypHaJla WK COOpHHMKAa HEOOXOJMMO YKa3aTh Ha3BaHUE
J)KypHasa, roJ, HOMep ¥ CTPaHHULIbL.

IIpuno:keHus: SBISAIOTCS WUIIOCTPATUBHBIM MAaTEepHAIOM K KypcoBoil paborte. OHH MOryT
BKJIFOYATh 00pa3Ibl JOKyMEHTOB, IPUMEPHI UX 0pOopMIICHHUS, TPAaHKN U CXEMBI, THarpaMMBbI, TaOJIHUIBI 1
T.II. Pa3MeHIaIOT IMPUIIOKCHUA B IOPAAKE YIIOMHUHAHWA O HUX B TCKCTEC. Ka>1<):[oe IMPUIIOKCHUC HAYNHACTCA
C HOBOTO JIUCTa W HyMmepyeTcs. B mpaBom BepxHeMm yriy nmmercs cinoBo «llpumoxxenue 1» wu
YKa3bIBa€TCs €ro Ha3BaHUe. B TekcTe N1ealoTcsi COOTBETCTBYIOIINE CCHUIKH.

[Tpn moAroTOBKE KYpCOBOM pabOTHI HAa TEMBI, CBSI3aHHBIE C JOKYMEHTUPOBAHHEM, B IPHIOKEHHS
BO3MOKHO BKJIFOYaThb IIPUMEPHI O(l)OpMHeHI/ISI Ppa3JINYHbIX BUI0B TOKYMCHTOB.

1.2. Odopmitenne KypcoBoii padoThI

TekcT KypcoBoil pabOTBI MOXeT OBITh IOJIOTOBJIEH PYKOIHCHBIM CHOCOOOM WM Ha
kommbioTepe. OOBeM KypcoBol pabotel 25-30 cTtpanull Tekcta (mpu Habope uepe3 1,5 mHTEepBaia H
pasmepe mpudTta 12-14). [lpunoxenus B o0muii 00beM KypcoBO# pabOTHI HE BXOSAT.

Pabora nuimeTcs Ha OJIHOM CTOPOHE CTaHAAPTHOTrO JucTa Oymaru ¢popmarta A4 (210x197mm).
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Pa3mepsl nosneii:

JIeBOE - He MeHee 35MM,

mnpaBoe - He MeHee 10MM,

BEpXHEE - He MeHee 15MM,

HIDKHEE - He MeHee 20MM.

CTpaHULBI KypcOBO# paboThl HyMEpYyIOTCs apaOCKMMHU HU(ppaMu Ha BEpPXHEM IIOJie JIUCTa, 0e3
KaBBIYeK, 1e(DHCOB U APYTUX 3HAKOB MpENWHAHUSA. TUTYIBHBIA JTUCT, OTJIABICHHE W MEPBYIO CTPAHHILY
BBEJIEHUS HE HYMEPYIOT, HO BKIIIOYAIOT B OOMIHT 00beM KypcoBoii padoTsl. [lepBriit HOMep -4- cTaBUTCS
Ha BTOPOM CTpaHHMIIE BBEACHHUS U JaJIbIIE MPOJOKACTCS 110 TOPSIKY.

HawnmenoBanus pa3zienoB U moapas3ieioB B TEKCTE KypCOBOW paOOTHI TOJKHBI COOTBETCTBOBATD
WX HAaNMEHOBaHUSIM B OTNaBlieHWH. Pasnenbl HymepyroTcs apaOckumu IudpaMu (0e3 CIIOB «TiaBay,
«pazznen»). Hymepanust moapasenoB COCTOMT U3 HOMeEpa pasziesia i HoMepa Mmoapasaena, pa3aeIcHHBIMU
toukou. Hanpumep:

1. Opranu3zamus TOKyMeHTO000pOTa

1.1 OcHOBHBIE TIpaBHJIa OpPTaHHU3AIHNA JOKYMEHTO000pOTa

1.2 KonnuecTBeHHBIE M KaYeCTBEHHBIE XapaKTEPUCTUKH JOKYMEHTO000pOoTa

HayuHno-cnipaBo4HEIil anmapat KypcoBoi paboThI BKIFOYAET CIHCOK NCTOYHUKOB M TUTEPATYPHI U
MOJICTPOYHBIE CCHUIKU. [10/ICTpOYHbIE CCHUIKM MCIOMB3YIOTCS BO BCEX CIyYasx HUTHPOBAHUS B TEKCTE
KypCcOBOH pabOTBl JOKYMEHTOB, TNPOW3BEACHUI aBTOpOB MOHOTpadwii, cTaTei, yueOHUKOB, YIeOHBIX
nocoOuii, a Takke MNpPH UUTHPOBAHMHM CTAaHIAPTHBIX ONpEAEIeHUi, TEPMHHOB W TOHATHHA. Bce
MPUBOANMBIE B KypcoBod pabore ¢(akTel, mudpsl, AaThl, KOHKPETHHIE NaHHBIC MHOJDKHBI OBITH
MOJTBEPKICHBI TOJICTPOYHBIMH CCHUTKAMHU.

CcpUIKM HyMepyIOT B IpefefiaX OJHOW CTpaHWIBl apaOCKUMH LU(PpPaMU, TEKCT CCHUIKH
pa3MeNIaT Mo/ MOCIeAHeH CTPOKOH TekcTa. JlomyckaeTcst Hymepalusl CChIIOK B TpeeNiax pasJiena, B
STOM CJy4ae CCHUIKH pa3MEIIaloTCs Ha TOCIEAHEW CTpaHWIle pa3zienia B MOpSAAKE HyMmepamwd. TeKcT
Ka)XIIOW CCBUIKH MEYaTaroT Yepe3 OJUH MEXKCTPOUHBIH MHTEpBal. MeXIy JBYMS CCBUIKAMH OCTaBISIOT
JIBa MEXKCTPOYHBIX WHTEPBAJIA.

KypcoBast pabora cmaercs Ha kKadeapy B OJHOM DK3EMIUISAPE, PETHCTPUPYETCS JTa0OpaHTOM.
KypcoBas pabora jomKHa ObITH COPOLIIOPOBaHa (TeperuieTeHa Uil MPOIIUTA).
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Ipunooicenue 1

AHHOTAIUA JTNCHUITJIMHBI

JucuuiuinHa peanusyeTcs Ha (akyJbTeTe JOKYMEHTOBEICHUS M TEXHOTPOHHBIX apXHBOB
Kadeapoil JOKYMEHTOBEICHHUS, Ay IMOBU3YAIbHBIX U HAYYHO-TEXHUYECKUX apXUBOB.

Lenp  AMCUMIUIMHBI —  HW3YyYE€HHE 3aKOHOMEPHOCTEH  JOKYMEHTOOOpa3OBaHMUS,
CKJIA/IbIBAaHUSI U PA3BUTUS CHUCTEM JOKYMEHTAIlMH, TEOPETUYECKUX M MPAKTHUECKUX MpobdiieM
CO3JaHUsl JIOKYMEHTOB OPraHaMHM TIOCYAApCTBEHHOM BJIACTH, MECTHOI'O CaMOYIPABJICHUS U
OpraHu3ausaIMu J1t000i opraHn3aluOHHO-TIPaBOBOI (OPMBI.

3agauu AMCHMIIMHBI

— I0Ka3aTh B3aUMOCBS3b HH(GOPMALIUU U IOKYMEHTA;

— MPOCJICAHUTD IBOIIOIUIO TIOKYMEHTA, KaK HOCUTENSI HH(OpMAIINH, Pa3BUTHE CIIOCOOOB
JIOKYMEHTHUPOBAHUS U MaTepuasoB Juis puxcanuu uadopmanmu;

— MpOoaHAIU3UPOBATH MPOIECC CKIAIBIBAHUS M Pa3BUTHS (POPMYIIsIpa JOKYMEHTA;

— TIPOAHAIM3HPOBATH MPOLECC CKIAJABIBAHUS U Pa3BUTUS CUCTEM JOKYMEHTALUH;

— BBIIBUTH M TOKa3aTh TCHIACHIMH YHU(PHUKAIMH, CTAHAAPTU3ALUU U KJIACCH(PHUKAINN
KaK OTAENbHBIX ()OPM JOKYMEHTOB, TaK U CUCTEM JIOKYMEHTALIUU B LIEJIOM;

— TIOKa3aTh COBPEMEHHBIE TPEOOBAHMUS K COCTABICHUIO  O(OPMIICHHIO JOKYMEHTOB;

— IPUBUTH HABBIKYU aHAJIN3A IOKYMEHTA;

— TPUBUTH HAaBBIKM COCTABJICHUS JIIOOBIX BHUJOB JOKYMEHTOB M IPOEKTUPOBAHUS
YHUGUIMPOBAHHBIX (HOpPM  JTOKYMEHTOB, CHUCTEM JOKYMEHTalluh W HUH()OpPMAIOHHO-
JIOKYMEHTAllHOHHOM CUCTEMBI YUPEKACHUS B LIETIOM.

Jucnunnuza (MOAyJIb) HampaBiieHa Ha (OPMUPOBAHUE CIECAYIOIINUX KOMIIETEHIUH:

e CnocoOHOCTh HCHOJB30BATh OCHOBBI IPAaBOBBIX 3HAHUI B pa3iIMuHBIX cdepax
nesitenibHOCTH (OK 4);

¢ CnocoOHOCTh HCHONB30BATH TEOPETHUECKHE 3HAHUS W METOJbl HCCIEOBAHUS Ha
npaktuke (OIIK 1);

B pesynbrare ocBOeHUS AUCHUIIIINHBI 00YyYaIOIIUICS JOKEH:

3HaTh:

—  JIOKyMEHTOBEIUYECKYIO TEPMHUHOJIOTHIO;

— HOpPMAaTHBHBIE IIPAaBOBBIE AaKThl M HOPMAaTMBHO-METOJMYECKUE JIOKYMEHTHI II0
JIOKYMEHTHUPOBAHUIO YIIPABICHUYECKOU 1€ATEIBHOCTH;

— c1ocoObl U CpeCcTBa IOKYMEHTUPOBAHMS;

— 3aKOHOMEPHOCTH PA3BUTHUA JOKYMEHTA,

— CTPYKTYpY JOKYMEHTA!

— Kj1accuduKaiuio J0KyMEHTHON HHPOpMaIH;

—  XapaKTepUCTHKY U COCTaB YHU(DUIIMPOBAHHBIX CUCTEM JIOKYMEHTAIIUH;

— THUIOBOM COCTaB CHCTEM JOKYMEHTAIlUM YUPEXKACHHUH JI000H OpraHu3anuoHHO-
paBoOBOH (HOPMBI;

— TpaBujia COCTaBIIEHUS U OPOPMIIEHHUS JOKYMEHTOB;

— BO3MOKHOCTH  HCIIOJIb30BAaHHMsI ~ HOBBIX ~ MH(OPMALMOHHBIX  TEXHOJOTMHA B
JIOKYMEHTUPOBAaHUH,

— KpUTEpUM U MPUHIUIBI ONPENEICHUS HAyYHO-UCTOPUYECKUN M NPAKTUYECKOU
LIEHHOCTH JOKYMEHTOB;

Ymers:

—  yHU(UUUPOBATH, IPOEKTUPOBATH (HOPMBI TOKYMEHTOB;

—  COCTaBJIATH JOKYMEHTHI C MCIIOJIb30BAaHUEM SI3BIKOBBIX OCOOEHHOCTEH B 3aBUCUMOCTH
OT Ha3HAYEHUs, COJICpKAHU U BUJIA JOKYMEHTA,

—  yHU(UUIUPOBATH TEKCTHI JOKYMEHTOB,
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— TOJIB30BaThCs obmepoccuiickumu  kinaccudukaropamu TOCU mist koaupoBaHUS
uH(pOpMaIUK B TOKYMEHTAX;

—  0o(hopMIIATH TOKYMEHTHI B COOTBETCTBUM C TPEOOBAHHSIMH HOPMATHUBHBIX MPABOBBIX
AKTOB U FOCYJJapCTBEHHBIX CTaHIapPTOB;

—  HCIOJb30BaTh YHU(PUIIUPOBAHHBIE (DOPMBI TOKYMEHTOB;

— CO03/1aBaTh YIPABICHUECKUE OKYMEHTHI, pa3palaTbiBaTh MAO0IOHBI JOKYMEHTOB C
MCIIOJIb30BaHNEM HOBBIX HH(OPMAIIMOHHBIX TEXHOJIOTHUH;

— TMPUMEHSATh KPUTCPUU W TPUHIUIBI  ONPEICIICHUs HAyYHO-UCTOPUYECKUN U
MPAKTUYECKON [IEHHOCTH JIOKyMEHTOB;

Baagers:

- HaBbIKAMU TPUMEHEHUs TpPeOOBaHMI HOPMATHUBHBIX AaKTOB U TOCYJapCTBEHHBIX
CTaHJAPTOB MIPHU COCTABJICHUHU U OPOPMIICHHH JOKYMEHTOB,;

— HaBBIKAMHM pPa3pabO0TKu YHUPHUIMPOBAHHBIX (OpPM JTOKYMEHTOB W Tabens Qopm
JIOKYMEHTOB,

— HaBBIKAMH HCIIOIH30BaHHUS HOBBIX HH(POPMAIIMOHHBIX TEXHOJOTHUH NpU CO3TaHUH
YIPaBIE€HYECKUX JOKYMEHTOB, pa3paboTKe 111a0JI0HOB I0OKYMEHTOB;

— HaBbIKAMHM TPHUMEHEHHUS KpPUTEpUEB U MPHUHIMIIOB ONpEAENEHUS Hay4HO-
HMCTOPUYECKON U MPAKTUYECKON IEHHOCTH JOKYMEHTOB.

[To gucuuruiiHe mMpexycMOTpeHa IMPOMEXYTOYHAs aTTrecTanus B (opme 3adera C
OLICHKO# U DK3aMeHa.

Paboueii mporpaMMoii mperycMOTPEHBI CIEAYIOIINE BUABI KOHTPOJIS: TEKYIIUH KOHTPOJIb
ycreBaeMocTd B (opMe MpPOBEACHUS OJMI-KOHTPOJBHBIX, KOHTPOJIBHBIX pabOT, TECTOB,
IPOMEXYTOUHasl aTTecTanust B (opme 3auera ¢ OLEHKOW BO 2 ceMmecTpe, SK3aMeHa - B 3
cemectpe.

OO0mast TpyJI0eMKOCTh OCBOCHHSI JHCIHILIMHBI COCTABIISACT 8 3a4eTHBIX eauHuIl, 288
Y4acoB.
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JIUCT UBMEHEHUU

Ilpunosxcenue 2

Ne | Teker akryanusauuu win npunaraemsii Kk PITJ tokymeHT, [Hara Ne
COJIeprKaIlMi U3MECHEHHUS IIPOTOKOJIA

1 | Ilpunoxxenue Nel 21.06.2018 9

2 | Ilpunoxenue No2 22.06.2020 8




55

[Tpunoxenue k 1ucTy n3mMeHeHut Nel

Cocras nporpammuoro odecnedyenusi (IIO), coBpeMeHHBIX NPO(ecCHOHATBLHBIX 0a3
nanubix (b/1) u undopmanuonno-cnpaBounbie cucrem (MCC) (2018 r.)

1. Ilepeyens 110

Tabnuya 1
Nenn Haumenosanue [10 [IpousBonurens | Crocod pacnpocTpaHEHUs
/m (ruyenszuonnoe unu
6000010
pacnpocmparsiemoe)
1 Microsoft Office 2010 Microsoft JUICH3UOHHOE
2 Windows 7 Pro Microsoft JTUIECH3UOHHOE
3 Microsoft Office 2013 Microsoft JTUICH3UOHHOE
4 Microsoft Office 2013 Microsoft JTUICH3NOHHOE
5 Windows 10 Pro Microsoft JINIEH3VUOHHOE
6 Kaspersky Endpoint Security Kaspersky JIMIICH3UOHHOE
2. llepeyens B/l u UCC
Tabnuya 2
Nerr/it Haumenosanue

MexyHapoanslie pedeparuBable HaykoMeTpuueckue bJl, moctynHbie B pamMkax
HAIIMOHAJILHOM noamucku B 2018 T.

Web of Science

Scopus

HpO(beCCI/IOHaJ'IBHbIe ITOJTHOTCKCTOBBIC BH, AOCTYIIHBIC B paMKax HaHHOHaHbHOﬁ
moamucku B 2018 T.

Kypuansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypuansr Taylor and Francis

DJIEKTPOHHBIE U3JaHUsl U3/1aTEIbCTBA Springer

[TpodeccuonanpHbie MONTHOTEKCTOBBIE b1
JSTOR
W3nanust o oOLIECTBEHHBIM M TYMAHUTAPHBIM HAyKam

KOMHI:I—OTCpHI:I@ CITPaBOYHBIC ITPABOBLIC CUCTCMBbI
Koncynprant [lroc,
["apanT
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Ipunooicenue k nucmy uzmernenuti Ne 2
1. Crpykrypa mucuuniunbl (k m. 2 PITI na 2020 )
O61mas TpyA0eMKOCTh AUCUUILINHBI cocTaBisieT 8 3.e., 304 4., B TOM uucie

KOHTaKTHasi pabora oOywarommxcs ¢ mpenoaasarenem 112 4., camoctosTensHas pabota
oOyuaromuxcsi 174 4. u 18 yacoB KOHTpOJIs

Bunet yueGHOI paboThI Dopmbi
(B yacax) TEKYLIETO
KOHTPOJIS
KOHTaKTHast -
No Pasnen % yCIIEBa€MOCTH,
/11 | JAACIMIUIMHBI/ TEMBI 0 2 E'; E § . bopma
§ @ % g 5 Lc% IPOMEKYTOUHOIA
e - § 2 = £ =| g E § & arrecraunuu (no
3 = = = E g g1 2 8 3 cemecmpam)
3 |8 |3 |E5|18z| 58S
O = O T T
1 [Ipenmer, 4 0 10 onpoc
coZiepKaHue, 3ajaadu
Kypca
2 HcTounuku 5 4 0 10 onuy
JUTEparypa 1o Kypcy KOHMPOTbHASL
paboma
3 JIOKyMEHT, ero 4 4 10 - onpoc
GYHKIMH, TOHATHUS
JOKYMEHT u
uHpopManus
4 Crioco6s1 4 6 10 KOHMPONbHAS
JTOKYMEHTHPOBAHUS paboma
" MaTepHalibHbIC
HOCHUTENN
uHdopManuu
5 | Ilpu3naku 4 0 10 onpoc
JOKyMEHTa:
OpPUTHHAIILHOCTH,
MOJUTHHHOCT,
KOMUHUHOCTD
6 | Qopmymsip 8 14 32 onuy
JIOKyMEHTa U  €ro KOHMPONbHAA
COCTaBHBIE  YaCTH. paboma
Hcropuss  pasButus
bopmysipa
AOKYyMCHTA! Umoz206asi
16-17 Beka, KOHMPONbHAS
18 Bek, paboma,
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19 Bek, npocmaenenue
20 Bek 3auema

7 dopmysip 8 10 mecmuposanue
COBPEMEHHOTO
YIPaBICHYECKOTO
JTOKYMEHTa: TpaBuIIa
oopMIIeHUS
PEKBU3UTOB

8 | Obmue TpeboBanus 0 14 onpoc
K TekcTy T0KyMeHTa;

YHudukanus Tekcra
JOKYMEHTa

9 Cucrembl 0 18 Konmponvnas
JTOKYMCHTAIUH; paboma
CKJIa/IbIBAHUE
CHUCTEM,

YHU(PHUIMPOBAHHBIE
CUCTEMBI
JOKYMEHTAITU!

10 | Opranu3zanuoHHEbIE, 18 18 Ipuem
pacropsIUTeIbHbIC 1 NPAKmMuyecKux
nH(pOpPMaIMOHHO- 3a0aHull
CIpaBOYHbBIE
JOKYMEHTBI

11 | CoBepiieHCTBOBaHME 0 16 onpoc
JTIOKYMEHTAI[MOHHBIX
MIPOIIECCOB,

WCIIOJIb30BaHNE
HOBBIX
MH(OPMAIIMOHHBIX
TEXHOJIOTUI B
JOKYMEHTHUPOBAHUU

12 | Komriekchbr 6 16 Omuem 0
JTIOKYMEHTOB; nocewenuu
Hayuno- apxuea
HCTOpUYECKast " UMO206ds.
IpaKTHIECKad KOHMPONbHAS
IIEHHOCTh JJOKYMEHTa paboma,

nposeoeHue
YCMHO20 IK3aMeHa
18 Umo2o8ast

IK3AMEH

KOHmMpOJibHAaA
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paboma

HUTOTO: 56 56 174

2. Oopa3oBaTesbHble TeXHOJIOTHHU (K 1.4 Ha 2020 r.)

B mepuon BpeMEHHOrO MPHOCTAHOBIICHUS TOCCHICHHS OOYYAIONIMMUCS TOMEIICHUA U
tepputopun PITY. s opranuzanuu yd4eGHOro mpolecca ¢ MPUMEHEHHEM JJIEKTPOHHOIO
o0ydeHUsT W JUCTAHIMOHHBIX O0pPa30BaTENbHBIX TEXHOJOTHH MOTYT OBITh HCIIOH30BAHbBI
cienyromre o0pa3oBaTesIbHbIE TEXHOJIOTHU:

— BUJICO-JICKIIUH;

— OHJIAMH-JIEKIINY B PEKUME PEATIbHOTO BPEMEHU;
— DJIGKTPOHHBIE YUECOHHUKH, Y4eOHbIC MTOCOOUs, HAyYHBIC U3/IaHUS B AJICKTPOHHOM BHJIE U JIOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeNIbHBIM pecypcam;

— CHUCTEMBI JIJIsl SJIEKTPOHHOTO TECTUPOBAHUS,

— KOHCYJIbTAllMH C UCIOJb30BAHUEM TEJIEKOMMYHHKALIUOHHBIX CPE/CTB.

3. Ilepevyens Bl u UCC (k 1. 6.2 Ha 2020 r.)

Ner
/11

HaunmenoBaunue

1

Mexaynapoansie pedeparuBHbie HaykomeTpuueckue bJl, moctymnbie B paMkax
HaroHaJIbHOU moanucku B 2020 r.

Web of Science

Scopus

[TpodeccrnonanbHbie MOHOTEKCTOBBIC b/, TOCTYTHBIC B paMKaX HAIMOHAILHOM
nonamucku B 2020 .

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuaner Taylor and Francis

[Tpodeccuonanpabie MOTHOTEKCTOBBIE B[

JSTOR

W31anus 1o o6IIeCTBEHHBIM U TYMaHUTaPHBIM HayKam
Dnekrponnas 6ubaroreka Grebennikon.ru

KomMmnbroTepHbie cripaBOYHbIE TIPABOBBIE CHCTEMBI
Koncynerant [Lmtoc,
l"apanTt

4. CoctraB nporpammuoro obecnevenus (I10) (x n. 7 na 2020 r.)

Nen Haumenosanue I10 IIpoussoaurenn Crnoco6
/m pacrnpocTpaHeHus
(ruyenzuonnoe unu
c80000HO
pacnpocmpamsiemoe)
1 Adobe Master Collection CS4 Adobe JTUICH3NOHHOE
2 Microsoft Office 2010 Microsoft JINIEH3UOHHOE
3 Windows 7 Pro Microsoft JIUIEH3HOHHOE
4 SPSS Statisctics 25 IBM JINIEH3UOHHOE
5 Microsoft Office 2013 Microsoft JTUICH3NOHHOE
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6 Microsoft Office 2013 Microsoft JIUIEH3UOHHOE
7 Windows 10 Pro Microsoft JIMLIEH3UOHHOE
8 Kaspersky Endpoint Security Kaspersky JIMIIEH3MOHHOE
9 Microsoft Office 2016 Microsoft JIUIEH3HOHHOE
10 Zoom Zoom JIMIIEH3UOHHOE
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