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1. [HosicHUTEAbLHAA 3aAMNCKA

1.1. lean u 3agau JAUCHUILIHHDI

He.]'[b AUCHMIIVIMHBbI — U3YUCHHUE 3aKOHOMCpHOCTCﬁ I[OKYMCHTOO6pa30BaHI/IH, CKJIaAbIBaHUA H
PasBUTHA CUCTEM AJOKYMCHTALIMHU, TCOPCTUUCCKHUX U MPAKTHUYCCKUX HpO6J’IeM CO31aHnA TOKYMCHTOB

OopraHaMu FOCYI[apCTBCHHOﬁ BJIaCTH,

OpraHU3alMOHHO-TIPABOBOM (POPMBL.

3agauu AMCUMIIMHBIL:

— IIOKa3aThb B3aMOCBA3b I/IH(i)OpMaHI/II/I 1 JOKYMCHTA,

— MPOCJIEIUTh 3BOJIONMIO JOKYMEHTa, KaK HOCHUTENs HH(POpPMAaLUHU, Pa3BUTHE CIIOCOOOB
JIOKYMEHTHPOBAHUS U MaTepuasoB il pukcauy uHGopmanmu;

— I[pOaHAIU3UPOBATH MPOLECC CKIIAAbIBAHUS U pa3BUTHUS (POpMyIIsipa JOKYMEHTA;

— MPOAHAIIM3UPOBATH IIPOLIECC CKIAABIBAHUS U PA3BUTHUSA CUCTEM JOKYMEHTALUH,

— BBIABUTHh M TOKa3aTh TEHACHUMHM YHU(DHUKAMM, CTAHIAPTU3ALUN U KiIacCU(UKAUN Kak
OTACIBbHBIX q)OpM JOKYMCHTOB, TaK U CUCTEM JOKYMCHTALIUU B LICJIOM;

— II0Ka3aTh COBpPEMEHHbIE TPEOOBAHMUS K COCTABICHUIO U OPOPMIICHHIO JOKYMEHTOB;

— IPUBUTH HABBIKH aHaJIM3a JOKYMCHTA,

— IpHUBUTH
YHU(PUIUPOBAHHBIX

HaBbIKHN

dbopM  JTOKyMEHTOB,

HOKYMGHTaHHOHHOﬁ CUCTCMBI YUPCIKICHHUA B LICJIOM.

MCCTHOI'O CaMOYIIpaBJICHUA W OpTraHU3alUusIMU T000H

COCTaBIICHUS  JTIOOBIX BHUJIOB JOKYMCHTOB U IMPOCKTUPOBAHUA
CHCTEM

JOKYMEHTalluud 1 HMH(OPMAaLMOHHO-

1.2. Hepeqeﬂb IVIAHUPYEMBIX PE3yJabTaTOB Oﬁy‘lﬁﬂlflﬂ o TMCHMUIIVIMHE, COOTHECCHHBIX C
HHAUKATOPaAMH JOCTHKCHUS KOMIIeTeHIIN it

Komnerenuus HNuaaukaTopsl KOMIIeTeH U Pe3yabTaThl 00yueHus
(xom u (Kox 1 HAMMEHOBAHUE)

HAMMCHOBAHUE)
OIIK-2. Cnoco6en | OIIK -2.3. Pemaet 3HaTh: (YHKIHMH MOapa3IeeHi B chepe
HAXOJUTh yIpaBlieHYECKHUE 3a/1a4u B cpepe | JOKYMEHTAIMOHHOTO O0eCTIeUeHus
OpPraHMU3allIOHHO- | IOKYMEHTAalMOHHOI'O yIOpaBlIeHUs U apXUBHOTO Jelia
yIpaBIeHYCCKHE obecrnieueHus ynpaBIeHUS | YMeTh: BHIMOIHATH paboTy MO
pelieHus IIpHU | apXUBHOTO JieJia JIOKYMEHTAllMOHHOMY 00€CTIeYeHHUIO

peuicHrun 3aaa4 B
cdepe cBOEH
npodeccroHanbHOM
NEATCIIEHOCTH

YIPaBJICHUS U apXUBHOMY XPaHEHUIO
Bnaners: HaBbikamu BbIOOpa Hanbosee
ONTHUMAJIBHOTI'O pCHICHUSA YIIPABJICHYCCKUX
3a/a4 B chepe JOKYMEHTAITMOHHOTO
obecrieueHus yIpaBlIeHUs] M apXUBHOTO JieNa

OIIK-3. Cnocoben
HpI/IMCHSITB
TEOPETUICCKHE
3HAHUSA IJIs
pelIeHus
IIOCTABJICHHBIX
3aJa4 B 00J1aCTH
,Z[OKyMeHTOBe,Z[eHI/IH
1 apXHMBOBCACHUS

OIIK -3.3. Ucnonb3yeT
B3aMMOCBA3U JOKYMCHTOBCACHU
Y apXUBOBEICHUS CO CMEKHBIMU
HayKaMH U HAyYHbIMU
JTUCIUIIMHAMU

3HaATh: CMEXHBIE C JOKYMEHTOBEJAECHUEM U
apXUBOBEJICHUEM HAYUYHbIE TUCLIUIUIUHBI
YMeTh: BBISIBISATh B3AMMOCBSI3U MEXKTY
JIOKYMEHTOBEJICHUEM, apXUBOBEICHUEM U
JPYTUMU HaYYHBIMU JUCHUILUIMHAMU

BnaneTs: HaBpIKaMu MHTEPIIPETALIMU 3HAHUI
B 00JIaCTH CMEKHBIX HAYYHBIX JUCITUTUINH TPH
pelieHue 3a1a4 B cepe TOKyMEHTOBEICHHUSI U
apXHUBOBEICHUS




1.3. MecTo iucuMIJIMHbI B CTPYKTYpe 00pa3oBaTeIbHOM NPOrpaMMbl

Jucuummza «/{okyMeHTOBeIeHne» OTHOCUTCS K 00s3aTeNbHOM YacTH OJ0Ka JUCHUILIMH Yy4eOHOTro
IUIaHa.

i ocBOEHMS TUCLHMIUIMHBI HEOOXOAMMBI 3HAHUS, YMEHHMS U BIAJeHHs, CHOPMHUPOBAHHBIE B XOj€
M3YYEeHUS CIEAYIOIUX TUCHUIUIMH W TpoxoxjaeHus mnpaktuk: «Hctopus», «Hpopmanmonnas
IBPUCTHKA», «OCHOBBI POCCUICKOIO IIPABay.

B pesynbrare ocBoeHMS IUCHUIUIMHBI (POPMUPYIOTCS 3HAHUS, YMEHUS U BJIaJIeHUS, HEOOXOAUMBIE IS
U3YYEHHs CIEAYIOUIMX AUCLMIUIMH U NPOXOKIAEHHUS MPAKTUK: «ApXHBOBeAeHHE», «Opranuszanus H
TEXHOJOTUSl JOKYMEHTAallMOHHOTO o0ecrneueHusi ympaBieHus», «OpraHu3aliOHHbIE OCHOBBI
CTaHJAPTU3AIMH JIOKYMEHTALIMOHHOTO O0€CleUYeHusl yNpaBlIeHUs», y4yeOHas (O3HAKOMHTEIbHAs)
MIPAKTHKa, MPOU3BOJACTBEHHAs MpakTHKa (HAay4HO-HCCIEAOoBaTeIbCKas paldoTa), NpeAuIIOMHas
MPaKTHKA.

2. CTpyKTYypa AMCUHUIIIMHBI
O6m1ast TpyA0EMKOCTh TUCIMIUIMHBI COCTABISIET & 3.€., 288 akageMUYecKnX 4acosB.

CTpyKTypa IMcUMIIMHBI 1JIs1 04HOH GopMbl 00yUeHus:

OO0bvem auciUMIIUHBL B (popMe KOHTAKTHOM paboThl 0OyyaromMXCsl C MeJarorn4ecKuMu
paboTHUKaMU U (WJIK) JUIAMH, TPUBIEKAEMbIMH K peaju3aluu o0pa3oBaTelIbHON MporpamMmbl Ha
UHBIX YCIOBUSIX, IPH MIPOBEACHNUN YUEOHBIX 3aHATUI:

Cemectp | Tun y4eOHBIX 3aHATHIA KomnuectBo
4acoB
1,2 Jlexnuu 64
1,2 CeMuHapHI/1a00paTOPHBIC PAOOTHI 96
Bcero: 160

O0BeM TUCIHIUTMHEL B (hOpME caMOCTOSTEIbHON paboThl 00ydaromuxcs coctasisier 110
aKaJeMHUYCCKUX YaCOB, KOHTPOJIb — 18 4acos.

CTpyKTypa AUCHUIIMHBI AJI51 04HO-3204HOI (popMBbI 00yUeHUs

O0beM IUCHUIUTMHBI B (OpME KOHTAKTHOW pa0OThl OOyYAOIIUXCS C MeJarorm4ecKuMu
paboTHUKaMU U (WJIK) JHUIAMH, TPUBIEKaeMbIMH K pealu3aluu o0pa3oBaTelIbHOW MpPOrpamMMbl Ha
WHBIX YCIIOBHSIX, TIPU TPOBEICHUH YICOHBIX 3aHATHM:

Cemectp | Tum yueOHBIX 3aHATHIA KommuecTBo
4acoB
1,2 Jlexuu 38
1,2 CemuHapbl/1a00paTOpHbIE pabOThI 58
Bcero: 96

OO0BeM TUCIHMIUTHHBI B (hOpME CaMOCTOATEIbHON PaOOThl 00YYAKIINXCS COCTABIISET
174akaneMuueckux yaca, KOHTPOJIb — 18 yacos.

CTpyKTypa AMCUUIIMHBI JIs1 3204HO GopMbI 00yUeHUst

O06beM auCHUIIIMHBI B (OpME KOHTAaKTHOW pPAaOOTBI 0OydYaromuxcsi ¢ TeAaroruuecKuMu
paGoTHMKaMu W (WJIM) JHMIAMH, NPUBJICKAaEMbIMH K pealu3alii 00pa30BaTeNbHOW MpOrpaMMbl Ha
WHBIX YCJIOBHSIX, IIPH MTPOBEICHUH YICOHBIX 3aHATHM:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuectBo
4acoB




1 Jlexnu 24
1 CeMuHaph1/1a00paTOPHBIC PAOOTHI 40
Bcero: 64

OO0BeM TUCIHMIUTHHEI B (hOpMe CaMOCTOATEIbHON paboThl 00yJarOmuXcs cocTaBiseT 215

AKaACMHUYCCKUX YaCOB, KOHTPOJb — 9 yacos.

3. Coaep:xanmne TUCUMIIMHBI

Ne | HaumeHoBaHMe pa3aesia
AUCHUIIJINHBI

Conep:xxanue

1 | Paszoen I Hasznauenue oucyuniumul,
UCMOYHUKU U TUMepamypa

1.1.  TIlpenmer, conepxaHue, 3adaydu
JUCIUIUIMHBL U METO/IbI €€ U3yUEHUS.

JlokymeHT - OCHOBHOM 00BEKT
JIOKYMEHTOBETUYECKUX HUCCIIEOBAHUHN. Ponb
JOKyMEHTa B JKM3HM 4YeJOBeKa M OOIIECTBa.
JloxymeHTHI B cepe TipaBa U yrnpaBiieHus. Biausaue
HAay4YHO-TEXHUYECKOM pPEBOJIIOIMM Ha pa3BUTHE
nokyMmeHTta. Passutue ¢dopmynspa JOKyMEHTa.
HayuHno-ucropuueckass U mnpakTU4ecKas LEHHOCTh
JIOKYMEHTA. MeTto b1 UCCIIeIOBaHUS
JTOKYMEHTOBeAUecKux mpobnem. OOIieHaydHbIe U
cnenuanbHble MeTonbl. CTaHOBJIEHHME U Pa3BUTHE
JIOKYMEHTOBEJCHUSI KaK HAayYHOM JUCIUIUIMHBIL.
CBs13b IOKYMEHTOBEJICHHUS C Teopuen nHpopmaIiuu,
apXUBOBEICHUEM u HMCTOYHUKOBEICHUEM.
Hcnonp30BaHne TOKYMEHTOBEICHUEM IOCTHKEHUM
uHPOPMATUKH, HCTOPUYECKOM  HAyKH, TIpaBa,
JUHTBUCTUKHU, TEOPUH YIOpPABIEHUS U APYTUX
Hay4HbIX AUCHUIUIMH. POJIb TOKYMEHTOBEIEHHUS B
COBEPUICHCTBOBAHUHU MIPOLIECCOB YIIPABIICHUSI.

1.2. lcTouHMKM U IUTEpaTypa

3akoHOAATENbHbIE  AKThl, = HOPMATUBHBIC

Marepuansl XVI — Hau. XX B. IIuceMoBHHKW.
Meroanueckue paspabotku. PykoBojcTtBa 1o
JIEJIONPOU3BOICTBY.

3akoHONATENbHBIE, TPABOBBIE aKThl W
HOPMAaTHUBHO-METOINYECKUE JIOKYMEHTBI
Poccuiickou ®denepanuu. Konctutynus
Poccuiickoit denepauuu. Konekcnt PO,

KOHCTUTYILIMOHHBIE U (peliepasibHble 3aKOHBI, YKa3bl,
[TocTranoBnenus [IpaButenscTBa u WHBIE
HOpPMATHBHBIE  JOKYMEHTBL.  ['OCylapCTBEHHBIE
CTaHJAPTHI, HOPMaTUBHO-METOINYECKUE
JOKYMCHTEI — PCTIIaMECHTEI, IIpaBuJia, MHCTPYKIIUU U
ap. Ilepmommnuecknme  u3ganus.  CrpaBOuYHbIE
m3nanus. Jluteparypa.

2 | Pazoen 2 Jloxymeum, eco ¢hymkyuu
U cnocobbl OOKYMEHMUPOBAHUsL

2.1. [TonsiTusa «uHGOPMAITUD» U «TOKYMEHT)
[Monsatust «uHDOpPMALUSA» U «JTOKyMEHTY.
Ces3p  wHbOpManuu U JOKyMeHTa.  Poib
WHGOPMAIIMK B COLMANBHBIX U IKOHOMHUYECKUX




nporieccax. MHdpopMmarusi Kak OCHOBA TPHHSTHS
YOPaBIEHYECKOTO PEIICHUS.

Bo3HukHOBEHUE JIOKYMEHTA, €ro
Ha3Ha4YeHHE. [Tonsitue «JIOKyMEHTY, ero
tparcopmarus. JJokyMeHT - 00BEKT UCCIIeTOBAHUS
TEOPETUUYECKMX U  MPHUKIAJHBIX  JUCIUILIMH.
IIpaBoBoi, YIIPABIICHUYECKUI HUCTOPUYECKUI
aCIeKThl B OINpeJAeNieHuH JOKyMeHTa. Pacmmpenue
MOHATUSL <JIOKYMEHT» C Pa3BUTHEM HAyKu U
TeXHUKU. [lOHATHE <«OBIEKTPOHHBIM JTOKyMEHTY.
Onpenenenne JOKYMEHTa B  TOCYJapCTBEHHBIX
CTaHaapTax. [Tonsitue «JIOKyMEHT» B
JIOKYMEHTOBECHUU.

3akoHOmaTenbHbIE aKThl 00 00A3aTEILHOCTH
MOKyMeHTHpoBaHus wuH(popmammu. HasnaueHnue
JTOKyMeHTHON uHdopmaruu. DaKkTopsl, BIHSIIONINE
Ha MHQOPMAIMOHHYI [EHHOCTh JOKYMEHTOB.
3aBUCUMOCTh LIEHHOCTH MH(pOpPMAIUU OT MOJIHOTHI,
O00BEKTUBHOCTH, IOCTOBEPHOCTH, CBOCBPEMEHHOCTH
nepefaud M MOJyYeHHUs, NEepPUOJAUYHOCTH WIH
yacToThl nepefaun. OmnepaTuBHas U UCTOpPHUECKAs
(peTpocnieKTHBHAs) JOKYMEHTHas MH(popMaIus Kak
eanHast “HOOPMAIIMOHHAS CHCTEMA.

2.2. ®yHKIUHA TOKYMEHTOB

[Tonsarue «pyHKIIHSA JOKYMEHTa.
3aBUCHMOCTh  TOHATHA  «IOKYMEHT» OT  €ro
byHKUIMN. 3HaueHue U3Yy4EHHUS ¢byHKIMN
JIOKyMEHTA. Nudopmanmonnas byHKIHS

JOKYMEHTa KaK CpeACTBO  3aledaTiieHuss |
coxpanenus wuHpopmanuu. ComuanpHas (yHKIHSI
nokymeHnta. KyneTypHas (yHKIUS JIOKyMEHTa.
KommyHukatuBHas ~ (QyHKUIMS  KaKk  CPEICTBO
nepeaayn uHpOpMaIHH.

VYrnpaBnendyeckas GyHKIHS U €€ 3HAYCHUE B
opranu3anuu ynpasieHus. IIpaBoBas (yHKIHMS.
Oynknua  yuera. DyHKOHMS JOKYMEHTA  Kak
UCTOPUYECKOIO0 MCTOYHUKA. (DYHKIUU NOCTOSHHO
JercTBytomue u (QyHKIMH ONepaTHBHBbIC BrusHue
(GyHKIMH ~ TOKyMEHTa Ha  €ro  CTPYKTYpYy.
[TonmupyHKINOHATBHOCTD JOKYMEHTA.

2.3. Crioco0bl TIOKyMEHTHUPOBAHUS

3ByKOBasi peyb, €€ BO3MOXHOCTU H
HEJIOCTaTKM B 3aKpeIUICHMM M Iepejade
uHpopManuu. [IpenMeTHbIf M 3HAKOBBIA CIIOCOOBI
nepenaun  cooOmenuil.  Ilonsatue  «cmoco6»
JOKyMeHTUpoBaHus.  Mcropuueckuii  Xxapakrtep
JOKYMEHTOB M JOKYMEHTUPOBAaHHA.  OTallbl
Pa3BUTHA CITIOCOOOB TOKYMEHTHPOBAHHUS.

HaueprarenbHplii cnoco0 3akpemieHus u
nepeaadn uHbOopMaInu. TexcroBoe
NokyMeHTHpoBaHue. [IukTorpapuueckoe MucbMo U
ero ocobennoct. Jlororpadudeckoe IHCHBMO




(npeorpauueckoe MHUCBMO), €ro JIOCTOMHCTBA U
HenocTatku. llpumenenne mnukTorpaduyeckoro u
JgororpaMueckoro MHCbMa B HACTOSIIEE BpEMSL.
CnoroBoe nuceMo. Bo3HuKHOBEHHE (POHETHYECKOTO
(OyKBEHHOT0) MTUCHMA.

PazButHe rpaduKM  pyccKOro  IHUCHMA.

Crenorpadusi. [Ipumenenue TEKCTOBOT'O
JIOKYMEHTHPOBAHHUSI.
TexHnueckoe JIOKYMEHTUPOBaHUE.

OcCHOBHBIE TpPYIIBl TEXHUYECKOW JOKYMEHTAIMH.
Buast  texHuueckux — nokyMeHTOB.  OOnactu
MPUMEHEHHUS TEXHUYECKOTO IOKyMEHTUPOBAHHS.

DOTOJOKYMEHTUPOBAHUE. 3HaueHue
dotorpadun kak crocoda ¢ukcanuu HHHOPMAITUH.
[Tpumenenne GoTOTOKYMEHTOB.

KunonoxyMeHTHpOBaHUE. [TonsiTue
CKKHHOJOKYMCHT». BI/II[IJI KHMHOJOKYMCHTOB.
Buneosamnuce.

doHomokymeHTHpOBaHUE. Ero ocoOeHHOCTH,
00J1aCTH TPUMEHEHUS.

JIOKyMEeHTHpOBaHHE c PUMEHEHUEM
UH(POPMALMOHHO-TIOTMYECKUX MAIlNH.

CoBpeMeHHbIE CIIOCOOBI JOKYMEHTUPOBAHUS
C MCII0JIb30BaHUEM HOBBIX TEXHOJIOTHH.

2.4.MartepuanbHble HOCUTENU HH()OpMAITUH

Hocutenn  wadpopmanmu.  [peBHeime
MaTepHaibl Uil muchbMa Matepuaiisl JUIsl MUChMa B
[lepenneit  Asum  (KJIMHOMHCHBIE  TAOJWYKH).
WzroroBnenne W TpUMEHEHHE  Tamupyca.
Hcnonp3oBanue Ui NMcbMa MeprameHTa, 0epecTsl
U Jpyrux marepuaioB. M3o0perenue Oymaru, ee
JIOCTOMHCTBA,  OOYCIIOBMBILIME  IIOBCEMECTHOCTb
pacripoctpaneHus. BopsHble 3Haku (puaurpann).
CpenctBa W opynusi MUChbMa W HMX BIUSHHE Ha
pa3BUTHE rpaduKu MUChMa.

Matepuassl JUISt TEXHUYECKOTO
JIOKYMEHTHPOBAHHUS. Matepuasl JUIS
(OTOKMHOTOKYMEHTHPOBAHUS. Buneorpamwmsi.
Marepuansl JUISL (OHOTOKYMEHTHUPOBAHHUS.

Komneiorepasle Hocutenu uHpopMmanuu. BnusHue
HocuTenss MHGOpMalMM Ha JOJTOBEYHOCTh U
CTOMMOCTb JIOKYMEHTA.

Pazoen 3 Ilpuznaxu ookymenma

3.1. OpUrvuHaJIbHOCTH JOKYMEHTA

[lonsiTue opurunHana, MPU3HAKK OPUTHHATA.
YMHOKEHHBIE OPUTHHAIBI. YepHOBUKH M OCITOBUKH
TEKCTOBBIX JOKYMEHTOB. ABTorpadsl. Penmakiuu.
OpuruHansl KUHO U (OTOAOKYMEHTOB. OpUTHHAIIBI
(hOHOTOKYMEHTOB. OpurvHanbl  TEXHUYECKHUX
JIOKyMEHTOB, OPUTMHAJI 3JIEKTPOHHOT'O IOKYMEHTA.

ITonssitne «mommuHHMK». llognuHHBIE |
MOJUUIOKHBIE JTOKYMEHThl. Bunsl  danbcudukanmu




JIOKYMEHTOB. danbcupukanus COJIEpKAHUSI.
Nurepnonsmus danscudukanus cocTaBa
yJIOCTOBEpEHUs, OJIaHKa.

3.2. KonuiiHOCTh IOKYMEHTA

[TonsTusa «xonus». Mctopuueckoe pa3BUTHE
Konui. Buael komui, onpeaenseMpie ClIocOOOM UX
BocrpousBeeHus. Konuu, paznuuumsie 1o cnocoly
ux ynocroBepeHus. Ilopsgok odopmiieHUs KOTHUH.
IOpunnueckas cuna konuii. [lyonukar.

Pazoen 4 Cmpyxkmypa ookymenma

4.1. ®opmyisip JOKyMEHTa U €ro COCTaBHbIE
4acTU

Ilonsatne  «pexBusut». IlocTosiHHBIE U
nepeMeHHble pekBU3UTHL. [loHsiTHE «opmymspa
JIOKYMEHTA. OcobenHoctu dbopmyispa
JIOKYMEHTOB, MOJIyY€HHBIX Pa3UYHBIMU CIIOCOOaAMU
JOKYMEHTUPOBaHUSI (TEKCTOBBIMU, MAIIMHHBIMU,
KHHO-, ¢doTo-, ¢dhoHO-, TEXHUYCCKUMH ).
WNunuBunyanbHbli u TUIIOBOU bopmysip
nokymenrta. @opmynsip — oOpasel, ero 3ajgadd B
yHH(UKaIUU TpeOOBaHUH K PEKBU3UTAM JOKYMEHTa
1 UX PaCIOIOKEHHUIO.

4.2. Co3naHue U pa3BUTHE TPATULIUOHHON
bopMBI JOKyMEHTa

@opMyisip TEKCTOBOro AoKyMmeHTta XVI -
XVII BB. BimsHue Tpaaviuid #W 3aKOHa Ha
ckianapiBanue (opmynsipa nokymeHta. Crneunuka
0o003HaUeHHs] HAMMEHOBAaHMA BHUAA JOKYMEHTAa,
yKa3aHWE aBTOpa M COCTaBUTEN JOKYMEHTA.
O6o3nauenue anapecata. OCOOCHHOCTH JATHPOBKH
JOKyMeHTa. MecTto ©  Xapakrep  MOIIUCEN
JIOKYMEHTA, «CIPaBbl» M «IIPUIIACH», aBTOpPCKas
noanuchk. Buapl nevareir. OTMETKH HA IOKYMEHTaXx.
TpaIuLIMOHHO CIOXKMBIIASCSA CTPYKTypa TEKCTa M
OCOOCHHOCTH H3JIOKCHHS COACPNKAHUS PA3TUIHBIX
BHJIOB JJOKYMEHTOB.

®opmyisip TekctoBoro nokymenta XVIII B.

3aKOHOATEIbHbIE U HOPMATUBHBIE aKThI O
COCTaBIICHUH U 0(POPMIIEHHUHU JOKYMEHTOB. Briusiame
HepapXun «BJIACTEH M MECT» Ha pa3BUTHE BHUJIOB U
pasHoBuAHOCTEH. OO03HAUEHUE aBTOPA M €T0 MECTO
B (hopmyIsipe JOKyMeHTa.

TekcTt nmokymeHrta. Ponb 3aKOHOIATENBHBIX
aktoB XVIII B. B  yHudUKanmum  TEKcTa
ONpEJIETICHHBIX BUJOB JTOKYMEHTOB. [IucbMOBHUKH,
COOpHUKHM OOpa3lOBBIX TEKCTOB. 3arojioBOK K
TEKCTy, ero Ha3HaueHue u mecto. Ckpena. Ileuatu u
IpaBuja NOJb30BaHUSA WMMH. OTMETKH, MX BHJBI,
Ha3zHaueHHE U MecTOo B (hopMyJisipe.

@opmyJisip TEKCTOBOro JokyMeHta XIX -
Hayana XX BB.

PernaMeHTanusi 3aKOHO/IaTENbHBIMU aKTaMHU
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HOpPsIZIKA COCTaBJICHUS M O(GOPMIICHHS JTOKYMEHTOB
OO0o3HaueHue BUA, aBTOPA JOKYMEHTOB, X MECTO
B popmyssipe. [losiBnenue Gnanka.

OcoOeHHOCTH aapecoBaHUs JTOKYMEHTOB M
opopmnenue gatel. M3mMeHeHue B mopsIke
opopMmieHHs ~ MOANMCH  PaA3IMYHBIX  BUJAOB
nokymMeHTOB. lIpocraBieHne mneuarei. Xapakrep
OTMETOK Ha JIOKyMEHTaX.

CrpyKTypa TeKkcTa JOKYMEHTAa.

OO6merocynapcTBeHHAs yHUDUKAIUS
JOKYMEHTOB U CTPYKTYPBI TEKCTOB.
4.3. dopmyJisap YIIPaBJIEHYECKOTO

noxkymenTa XX-XXI BB.

Bonpockl 10KyMEHTUPOBaHMS, COCTABICHUS
U 0pOopMIICHHS JOKYMEHTOB B 3aKOHOJATEJIBHBIX U
HOPMATUBHBIX aKTax. YHU(UKAUS JIOKYMEHTOB.
Bnytpusunosas yHU(UKaLus. Passurue
yHUGUKAUMKM M CTaHJapTH3alUH  JOKYMEHTOB.
l'ocynapcTBeHHBIE CTaHIApThl Ha  JIOKyMEHTHI.
Oco0eHHOCTH OpraHu3alOHHO-PACTIOPSIUTEIbHBIX
JIOKYMEHTOB. T'OCT P 7.0.97-2016
«OpraHu3anMOHHO-pacHoOpSIAUTENbHAS
nokymeHTanus. TpeOoBanus Kk  odopmieHuro
JIOKYMEHTOBY. PexBu3uThI JIOKYMEHTOB,
nepeuncisgeMmsle B «I[IpaBunax aenonpousBoacTsa B
denepanbHbIX OpraHax MCHOJHUTENBHOM BIIACTU» U
“MeToMYecKuX pPEeKOMEHIAIus o pa3paboTke
MHCTPYKUUHN 10 JIeTONPOU3BOJCTBY B (eiepanbHbIX
OpraHax MCHOJHUTEIIbHOW BIacTH .

bnank noxymenta. Buasl OnankoB. Cocrtas
OnmaHKa, MOPSAAOK PACHOJOXKEHUS PEKBU3UTOB B
Onanke. brmaHku ¢ yraoBBIM W IPOJOJBHBIM
pacmoI0kKeHUEM PEKBU3UTOB. [IpaBuna
KOHCTPYHUPOBAHUS OJiaHka. bianku c
n300pakeHNEeM TroCyAapCcTBEHHOro repba u repba
cyobekTa deaeparmm.

ABtop nokymenTa. llopsinox o6o3HaueHus
HAaUMEHOBAHUS OpraHMU3alMH-aBTOpa JOKyMEHTA.
CrpaBouHble JaHHBIE 00 aBTOpe, HX COCTaB,
pasMenieHue Ha  OnaHke. ABTOpBI  JIMYHBIX
nokymeHtoB. Ilognuch, medare Kak MPU3HAKU
aBTOpa.

Bun nokymenra, ero pasButHe. Bunbl
JIOKYMEHTOB, OIpeJlesieMble 3aKOHO/ATEIbHBIMU U
HOPMATUBHBIMU akTaMu. CBSA3b BUIOB JOKYMEHTOB
u  GyHKUMH  ymnpaBieHMs.  YKa3zaHUE — BUJAA
JIOKYMEHTa, ero MeCTO U Ha3HaueHue B (opMyisipe
JIOKYMEHTa. 3aBUCUMOCTh ()OPMBI IOKYyMEHTA OT €T0
BUJIA.

O6o3HaueHue azpecara. [IpaBuiia
HalMCaHUs ajgpecaTa U MECTO YKa3aHHUs ajpecara B
dbopmynsipe  mokymeHTta.  Otpaxenue  chepsl
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JEUCTBUs JTOKyMeHTa B ero anpecare. llopspok
odopmiIeHUs JTOKYMEHTa c HECKOJIbKUMU
anpecaramu. llopsnok odopmieHHs TOYTOBOTO
azapeca.

Jllata noxymeHTa. 3HaueHHE JAaTHPOBAHUS
MOKYMEHTa. ABTOpcKHE  JaThl  (COCTaBlIEHUE,
MOJAMKUCAHKUE), JaThl, OTHOCAIIMUECS K COJEPKAHMUIO.
Jatbl, xapakTepusyroniye »sjieMeHTa (opMyIispa.
Jatsl 00paboTku JIOKYMEHTOB. ITopsnox
odopMIIeHHUS J1aT.

Cocras YAOCTOBEPEHUS JIOKYMEHTOB.
Hasnauenne mnonanucanus JI0KymMeHTOB. IlpaBuiia
MNOAMKUCH  JIOKYMEHTOB  pa3JIMYHBIX  KaTEropuil.
Mecto mnoxamucu B dopMysspe  JIOKyMEHTA.
OnexTpoHHas noanuch. OTMeTKa 00 3IEKTPOHHOU
HOJIITUCH.

Ileyatn m mx Ha3zHaueHue. Bunnpl medartei.
I'ocynapcrBeHHast repOoBas reyarhb.
3aKOHOAATEIBCTBO 00 U3TOTOBIICHUH u
MOJIb30BaHUU TiedaTsMu. [lopsamok mpocTaBieHHs
OTTHCKA MeYaTH Ha JOKYMEHTAaX.

YTBepxaeHue JIOKyMEHTOB. CrocoOs!
yrBepxkaeHus. CoctaB  rTpuda  yTBEpKICHHUS,
MOpsIIOK  €ro  oopmiieHHs, MecTo B GopMyssipe
JIOKYMEHTA.

CormacoBanne nqokymenTa. [lopsaok u BUIbI
corimacoBaHus. Busbl u rTpud cormacoBaHus, HUX
odopmiteHre, MecTo B GOpMYyJIIsipe TOKYMEHTA.

OTtmeTkn Ha JOoKyMeHTax. WX ponb B
MPOXOXKICHUH U WCIIOTHCHUH JTOKYMEHTa, MECTO B
dopmymnsipe  poxkymenta. Ocoboe  Ha3HaueHHE
Ppe30TIoIHH (ykazaHus o WCITOJTHCHHIO
nokyMmeHTta). TpeboBaHMe K COAEPKAHUIO U
opopmiiennto. OTMETKH O B3SITHH JTOKYMEHTa Ha
KOHTPOJIb, UCIIOJIHEHUH IOKYMEHTA U Jp.

4.4. Tekct OKyMeHTa

[lonsitue «TEKCT  JOKYMEHTa» npu
Ppa3IUYHbIX crocobax JIOKyMEHTHUPOBAHHUS.
Cuenapuii moAarotoBku aokymeHnrta. ConepxaHue
MPOCTHIX U CIIOKHBIX JJOKYMEHTOB.

[lopsigok H3M0KEHUS TEKCTa JOKYMEHTA.
TpeGoBanusi  YETKOCTH HW  SICHOCTH  TEKCTa
JokymeHTa. Jloruueckass — CTpyKTypa  TEKCTa.
B3aumocss3p conepkanust U (HOpPMBI JIOKYMEHTA.
dopmanuzanus TeKCTa JOKyMEHTA.

OnemeHTbl TekcTa. [loOHATHE «3aroIoBOK»
(HauMeHOBaHUE JIOKYMEHTA). Ha3nauenue
3arojioBKa, €ro MecTo B (opMmysspe JOKyMEeHTa
[TpunokeHus K TEKCTY U MOPSIOK UX OPOPMIICHHUS.

4.5. Yaudukanus TekcTa T0KyMeHTa

Yuudukanus TOKyMEHTa KaK OJHO U3
HanpaBJIEeHUI ero COBEpUICHCTBOBAHHUSI.
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[pennoceuiku ynudpukanuu. Meron yHU(UKALIUH.

YHudukanus CTpyKTypbl TEKCTa. DIEMEHTHI
dopmanuzanuu.  DopMaNM30BaHHBI  XapakTep
TEKCTOB yYETHOW JIOKYMCHTalMH. Y HUDUKAIUSA
SI3BIKOBBIX cpeicTB. DopMbl yHUPHUKAIIMN: TUTIOBOM,
TpadapeTHBI TEKCTHI, TaOIMIA, aHKeTa, Tpaduku,
JIMarpaMMmal.

Pazoen 5 Cucmemul 0okymenmayuu

5.1. CxnagpIiBaHUE CUCTEM JIOKYMEHTAIIMKU

[MousiTue «cucreMa JOKYMEHTAITUI.
IIpu3naku cucteMbl JoKyMmeHTanuu. OCHOBaHUSA
KJIaCCU(UKALIUU CUCTEM JJOKYMEHTAIHH.

Hcropuueckas 00YCJIOBJICHHOCTD
dbopMUpOBaHUS CUCTEM JOKyMeHTaluu. CUCTEMBI
JOKYMEHTAllUH  YUPEKACHUNA JTOPEBOITIOIIMOHHOMN
Poccun.

Pa3zButne cucreM — JOKyMEHTAallMd  Ha
coBpeMeHHOM H»Tane. KaudecTBeHHbIE HN3MEHEHHS
COCTaBa M COJICPKaHUSI CUCTEM JOKYMEHTAITHH.

lNocynapctBenHasi cucrema JOKYyMEHTAIUU.
OyHKIIMOHATBHBIC CHCTEMBI JIOKyMEHTaIlUH,
BEJIOMCTBEHHBIE CHCTEMbI UJTH OTPACIEBLIC CUCTEMBI
JIOKYMEHTAIIUU U UX B3aHMOCBSI3b.

5.2. YHupuuupoBaHHbIE CUCTEMBI
JIOKyMEHTAITU!

[MonstTne  «yHudunupoBaHHas  cucTema
JOKyMeHTanum». Pa3paboTka yHHPHUIIUMPOBAHHBIX
CUCTEM JIOKyMEHTAIIUU - HOBBIH Tal B YHU(DUKAIINH
W CTaHJApTHU3AIlMU JOKYMEHTOB. XapaKTepHUCTHUKA

YHU(PULIUPOBAHHBIX CUCTEM JOKYMEHTALUU.
['ocynapcTBeHHBIE CTaHIapThI Ha
yHU(ULIIPOBaHHbIE CUCTEMBI. OnpIT

MEXYHapOJAHOM CTaHapTU3alUl JOKYMEHTOB.

[IpoexTupoBanue yHU(PUIUPOBAHHBIX (HOpM
JTOKYMEHTOB. MeTton coJiepKaTenbHON u
(dopmanbHON YHUDUKAITUH.

Peructpanus  yHuduuupoBaHHblx  Gopm
JNoKyMeHTOB. llopsiiok BBeleHHs B JIeHCTBHE
YHUPUIIMPOBAHHBIX (HOPM JTOKYMEHTOB. AJBOOMBI
bopM yHHPHUIHPOBAHHBIX JOKYMEHTOB.

Perimamenranus cocTaBa BHUIOB "
pPa3sHOBUIHOCTEH  JIOKYMEHTOB  OIPENEJIEHHOTO
KOMITJIEKCca TI0 3aja4aM yrpasieHus. Tadenb hopm
JTIOKYMEHTOB.

Paszoen 6 OpeanuzayuonHo-
pacnopsaoumenvhbvie u
UHGOPMAYUOHHO-CNpABOUHbLE
O0OKyMeHmbl

YuudunupoBannas cucremMa
OPraHM3alUOHHO-PACHOPAAUTEIBHON
nokymeHTarui. OCOOCHHOCTH CHCTEMBI, €€ COCTaB.

OpFaHI/ISaHI/IOHHBIC JOKYMCHTHI.
[TonoxeHwus, ycTaBbl, pErJaMeHTBI, WHCTPYKIIHH,
npaBwia u Ap. TpeGoBaHHS K HUX COCTaBJICHUIO U
0 OpMIICHHUIO.

PaCHOpH,[[I/ITeHLHLIC JOKYMCHTHI.
ITocTtaHoByIeHUS, pelieHus, TPUKA3BL,
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pacniopsbkeHus, ykazaHus u Ap. [lopsmox ux
COCTaBJICHHUS ¥ OPOpMIICHUSI.

HNudopmanmoHHO-CIIpaBOYHbIE  TOKYMEHTHI:
aKTBl, CIIPaBKH, JOKJIAaIHBIE H OOBSICHUTEIHLHBIC
3aMUCKU, MHChMA, TEJIETPAMMBI, Tele(OHOTPAMMBI.
Wx cocraBiienne u oopmIICHHE.

OcobenHoct  oOpMIICHUS JESATEIBHOCTH
KOJIJICTHAJILHBIX OPTaHOB.

Pazoen 7 Cosepuencmeosanue
OOKYMEHMAYUOHHBIX NPOYECCO8

7.1. Pernamenranus IIPOLIECCOB
JIOKyMEHTOOOPa30BaHUS

HeoOxonuMocTh peryinpoBaHus Ipolecca
JIOKYMEHTOOOpa3oBaHus. BeIsicHeHHe U yCTpaHEeHUE
IPUYMH HEOIPaBAAHHOTO BO3PACTaHUS BUIOBOIO
pazHOOOpa3usi ¥ KOJMYECTBA  JOKYMEHTOB.
YcTraHoBieHue 000CHOBAHHBIX KPUTEPHEB CO3aHHS
JIOKYMEHTOB. daxTophl, oTpeeNsore
HEOOXOUMBIA KOMIUIEKC JOKYMEHTOB. TuMu3anus
dbopM  JTOKYMEHTOB. Pa3paboTka  Hay4HBIX
KOHIICTIIIUI MeXOoTpacieBol yHupukauu ¢opm
yOpaBleH4YecKuX AoKyMeHToB. Co3naHue OaHKOB
JTAHHBIX.

[IpaBoBoe peryiaupoBaHue mpoiiecca
JIOKYMEHTOOOPa30BaHMSI. Dopmbl MPaBOBOI'O
peryJupoBaHUsI.

7.2. HMcnonabp30BaHUE HOBBIX TEXHOJIOTHMH B
JIOKyMEHTHPOBAaHUHT

BnusHue  BHeApEeHUs — BBIUYMCIUTEIIBHOMU
TEXHUKHU Ha 00pa3oBaHue JOKYMEHTOB. /IOKyMEHT B
anekTpoHHOM  ¢dopme. IIpobrema  mpaBoBOrO
peXuMa JOKyMEHTa, CO3JaHHOIO B 3JIEKTPOHHOI
dopme. OCOOCHHOCTH COTTIACOBAHUS M MOAMUCAHUS
JEKTPOHHBIX IOKYMEHTOB.

OcobenHoctu co3naHust u  O(GOpMIICHUS
JOKYMEHTOB Ha KOMIIBIOTEpE: HCIOJIbh30BaHHE 0a3

JMaHHBIX,  CO3JaHUE  Ia0JIOHOB,  TEKCTOBHIE
peAaKTOphl, CIOBapu, IPOBEpKa TPaAMOTHOCTH U
opdorpadun. CoBpemMeHHOE MIPOrpaMMHOE
obecrnievyeHue.
Pa3BuTHe cuctembl mepenadun MHGOpPMAIUU
Bo3moxxHOCTH ~ 0O€37I0KyMEHTHOTO obmeHa
uHbopMalluel B YIIPaBICHUU.
Pazoen 8. Hayuno-ucmopuueckas [TonsiTus: «IIEHHOCTh JIOKYMEHTa,
u NPAKMuYecKast YeHHOCmb | «3KCIepTU3a LIEHHOCTUY. BosHukHOBEHUE
O0oKyMeHma sKcrepTu3bl. BripaboTka MPUHIMIIOB U KPUTEPHUEB

OLICHKH LIEHHOCTH JJOKYMEHTOB.

Bremmnss u BHYTPEHHSA KpUTHKA
JOKYMEHTOB. AHallu3 aBTOPCTBAa, BPEMEHHU, MECTa
BO3HMKHOBEHUH JOKYMEHTAa. AHAJIN3 COIACPKAHMS

JIOKyMEHTA. J1oCTOBEPHOCTH u LIEHHOCTb
JIOKYMEHTA.
JIOKyMEHTBI c ITOBTOPSIOLIEHCS

nHdopmaIuen. Bu bt TIOBTOPSIEMOCTH:
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nyOJIeTHOCTh, TMOTJIONICHHOCTh, CyMMHpPOBAHUE,
BapUaHTHOCT, pedepupoBanue. O6mme
3aKOHOMEPHOCTH, OIPEACTSIONINe BO3HUKHOBEHUE
JIOKyYMEHTOB C TIOBTOPSIOIICHCS HHPOPMAITHEH.
3HAYUMOCTD SIBJICHUH, COOBITHIA, (DaKTOB B
NEPBUYHBIX u BTOPHUYHBIX JTOKYMEHTaX,
COOTBETCTBHUE COJAEpKaIIeics B HUX HH(poOpMammu
OCHOBHBIM WJIH  BCIIOMOTATeIbHBIM  (YHKIHIM
YUPEXKICHUSI. KOpuanueckas cuiia ITHUX
JOKYMEHTOB. Xapakrep MIOBTOPSIEMOCTH,
NEPUOANYHOCTh 00pa30BaHUs JOKYMEHTOB.
Br16opouHas orieHKa JOKYMEHTOB.
CrenuanbHble KPUTEPUU OLICHKH HAYy4YHO-
texuudyeckon gokymentanuu (HT/). W3yuenue
BHYTPEHHET0 COCTaBa JOKYMEHTa IO MpoliemMam
(temam) u MopaensaM (KOHCTPYKIHUAM) 3HAYCHHE
HAYYHO-TEXHUYECKON uaeHu. 3HAUYUMOCTh OOBEKTa
JUISE. SKOHOMHKH. YHHKAJIBHOCTh COOPYKCHHS HITH
KOHCTPYKIIUH.
Kpurepun LIEHHOCTHU
KMHO(POTO(HOHOJOKYMEHTOB. OCOOEHHOCTH OLIEHKH
MaIIHHOYMTAEMbIX JJOKYMEHTORB.

9 | Pazoen 9. Komniexcol 00KyMeHmMO8 [TonsiTne «KOMILIEKCA JIOKYMEHTOB.
[lepBuuHbIE KOMIUIEKCHI TEKCTOBBIX JIOKYMEHTOB U
UX  BHUJBL KoMmiekcel ~ TEXHMYECKMX  H
KUHO(OTOJOKYMEHTOB.
CnoxHsle KOMILJIEKCBI. [TonsTus
«JIOKYMEHTAJbHBI» U  «apXHUBHBIIN»  (DOHIBL
Kommuiekcent JIOKYMEHTOB YUPEXKACHUH,
OpraHu3alil Y CTPYKTYPHBIX IIOJApa3JEICHUMN.
JInyHnie boHIbI. Tloustue «KOJUIEKIIUS

JOKYMCHTOB. Ilonstue «apXuB».

4. O6pa3oBare/ibHbIE TEXHOJOTHHI

Jis  mpoBeneHuss y4eOHBIX 3aHATUH 1O  JUCIHUIUIMHE  UCIONB3YIOTCS — Pa3IMYHBIC
oOpa3oBaTesibHble TeXHOJOTUU. J[s opraHu3anuu y4eOHOTO Ipolecca MOXET ObITh HCIOIb30BaHO
ANEKTPOHHOE 00yueHue U (WJIH) JUCTAHIIMOHHBIE 00Pa30BaTEbHBIC TEXHOIOTHH.

5. OneHka nJIaHMPyeMbIX Pe3yJbTATOB 00y4eHHUs

5.1 Cucrema oneHUBaHHSA

Texymuid KOHTPOJIb OCYIIECTBISIETCS B BHJIE OICHOK KOHTPOJIBHOW pPa0OTHI M BBHIMOJTHEHUS
3aIaHU Ha MPAKTHUYECKUX 3aHATUAX. KoHTposipHas paboTa MPOBOIUTCS HA MEPBOM MPAKTUIECKOM
3aHATUH, BBISIBISIET TOTOBHOCTh CTYJCHTOB K MpakTUYecKoil pabore u oreHmBaercs n0 20 Oaios.
MakcumanbHasi OIICHKa BBITIOJIHEHHSI KaXA0T0 MPAKTHIEeCKOTo 3aHaTusi — 10 6aios.

[IpomMexyTOUHBIM KOHTPOJb 3HAHWNA MPOBOIUTCS B (pOpMe UTOTrOBOW KOHTPOJIBHOM pabOTHI,
BKJIFOYAIOIIEH TEOPETUYECKHUE BOMPOCH M MPaKTUYECKOe 3ajaHue, u oreHuBaercs n0 40 6amwios. B
pe3yJbTaTe TEKYIIEro U MPOMEXYTOYHOTO KOHTPOJIS 3HAHUM CTYJEHTHI MOIYYal0T 3a4€T 110 KypCy».

| dopma KOHTPOJIsI, 2 CEMECTP | Makc. KOJIMYeCTBO 0aJIJIOB |
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3a oxHy paboty Bcero
Texyuiuii KOHTPOJIb:
- oIpocC 5 6annos 20 6amioB
-pedepar 20 G6amioB 20 GamtoB
- KOHTpOJbHas paboTa 20 6anaoB 20 6anioB
[TpomexxyTouHas aTTecTanus (3a4eT) 40 GamtoB
Hroro 3a cemecTp (AUCLUILINHY ) 100 6amnoB

®dopma KOHTpOIIs, 3 ceEMecTp

Makc. koiauue

CTBO 0AJUIOB

3a ogHy paboty Bcero
Texkymui KOHTPOJIb:
- OTIpoC 5 6amioB 20 6amtoB
-pedepar 20 6amioB 20 6amtoB
- KOHTpOJIbHAs padoTa 20 GanoB 20 GannoB
[IpomexyTounas arrectanus (IK3aMeH) 40 6ammoB
Hroro 3a cemecTp (AMCIUIUIMHY) 100 6anmoB

[TomyuyeHHBII COBOKYNHBIN PE3yNIbTAT KOHBEPTUPYETCS B TPAAUIIMOHHYIO KAy OLICHOK U B IIKAITY
orieHok EBporelickoii cucteMsl mepeHoca u HakoruieHus: kpeautoB (European Credit Transfer System;
nanee — ECTS) B cooTBeTCTBHM C TaOIUIIEH:

100-6amnpHas mkana | TpaguiuoHHas mKaiza Ixama ECTS
95 -100 A

2304 OTJIMYHO B

68 — 82 XOPOIIO 3a4TCHO C

56 — 67 D

5055 YAOBIIETBOPUTEIHHO B

20-49 FX

0-19 HEYJOBJICTBOPUTEIHHO HE 3aYTEHO F

5.2. Kputepuu BbICTaBICHUS OLICHKHU MO JUCHUIUIMHE

Basbl/ Ouenka no Kpurtepun oneHku pe3yjbTaToB 00y4eHHs 110
xana AUCHHUILINHE AUCUUIINHE

ECTS

100-83/ BrictaBmisiercst o0y4aromemMycs, €Ciii OH TITyOOKO 1
AB «3aYTEHO» MIPOYHO YCBOWJI TEOPETUYECKUH U MPAKTHUECKUI

MaTepuaj, MOXKEeT IPOJEMOHCTPUPOBATh 3TO HA 3aHITHUSIX
U B XOJI€ MPOMEXKYTOYHOH aTTeCTaluH.

OOyuaronmiicsi ICUEPITBIBAIOIIE U JTOTHYECKH CTPOIHO
u3jaraeT yueOHbI MaTepuall, yMeeT yBSI3bIBaTh TEOPHUIO C
IIPAKTUKOM, CIIPaBIIAETCS C PELICHUEM 3a/1a4
npodecCHOHATILHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0HOCTH, MPAaBUILHO 00OCHOBBIBAET MPUHSATHIE
peleHus.
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Bananl/
HMIxanaa
ECTS

OuneHka nmo
JIUCHUILIMHE

Kpurepun oneHkn pe3yibTaToB 00y4eHHUs 110
AUCHHUILINHE

CBOOOIHO OPUEHTHPYETCS B yUeOHOH U
npodeCCUOHATILHOM TUTEpaType.

OreHka Mo JUCUHUIUIMHE BBICTABIISIOTCS 00YYaIOMEMYCs C
YYETOM PE3YJIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTecTaluu.

Komnerenuuu, 3akpeni€éHHbie 3a TUCIUIIIIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKHIY.

82-68/

«3a4YTCHO»

BeicraBisercs o0yuaromemycs, €Ciii OH 3HaeT
TEOPETUYECKUH U IPAKTUYECKUNA MaTepuai, rpaMOTHO U
IO CYILECTBY M3J1araeT ero Ha 3aHATHAX U B XOJIe
IIPOMEKYTOYHOM aTTECTAllMU, HE JOIyCKast
CYILIECTBEHHBIX HETOYHOCTEN.

OOyuaronuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHE
IIOJIO’KECHUS IIPY PEILICHUN NIPAKTUYECKUX 3a1a4
npodeCCUOHATLHON HANPAaBIEHHOCTH Pa3HOTO YPOBHS
CJIO)KHOCTH, BJIaZICET HEOOXOIUMBIMH ISl ITOTO
HaBbIKAMU U IIPUEMAMHU.

JlocTaTo4uHO XOpPOLIO OPUEHTUPYETCS B yUeOHOU U
npodeCCUOHATBHOM TUTEpaType.

OreHKa 0 JUCLUIUIMHE BBICTABIIAIOTCS 00YYarOIEMYCs C
Y4ETOM PE3yIbTaTOB TEKYIIEH U IPOMEKYTOYHOU
aTTecTaluu.

KomnereHnuuu, 3akpeni€énnble 3a TUCUUIIMHOM,
c(OpMHPOBAHbI HA YPOBHE — «XOPOLIHIY.

67-50/
D.E

«3a4YTCHO»

BricraBisiercst o0yyaromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUI U TPAKTUYECKHUI MaTepuall,
JIOITYCKAeT OTJEJIbHBIC OMIMOKH P €T0 U3JI0KCHUN Ha
3aHATUAX U B XOJ€ MPOMEKYTOYHOU aTTECTALIUH.
OOy4Jaromuiicst UCTIBITBHIBACT OMPEICIEHHBIC 3aTPYAHCHUS
B IPUMEHEHHUH TEOPETUYECKUX MOJIO0KEHUN MPU PEILICHUH
MPAKTUYECKHX 337129 MPOo(hecCHOHATLHOM
HaIPaBJIEHHOCTH CTAHIAPTHOTO YPOBHS CI0KHOCTH,
BJIaJIeeT HEOOXOUMBIMHU JJIsI TOTO 0Aa30BBIMH HABBIKAMH
U IPUEMAMHU.

JleMOHCTpHpYET JOCTaTOYHBIA YPOBEHb 3HAHUS yUEOHOM
JUTEPATYpPhI 10 JUCLHUILINHE.

OrneHka 1o JUCIHILTAHE BBICTABIISIOTCS 00y4JaomeMycst ¢
YYETOM PE3YJIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTalUu.

Komnerenuuu, 3akpeni€éHHble 3a TUCIUIIIIMHOM,
c(hOpMHUPOBAHKI HA YPOBHE — «JIOCTATOYHBII.

49-0/
F,FX

HEC 3a4TCHO

BrictraBnsiercs oOyuaromiemMycs, €Clid OH HE 3HAeT Ha
0a30BOM ypOBHE TEOPETUYECKHIA U MPAKTHUECKUI
MaTepuall, 10MycKaeT rpyOble OlIMOKH IPU €ro
U3JI0KCHUU Ha 3aHATHSX U B X0J1€ IPOMEKYTOUHON
aTTecTaluu.

OOyuaronuiicsi CTIBITHIBACT CEPhEIHBIC 3aTPYAHEHUS B
IIPUMEHEHNN TEOPETUYECKUX MOJIO0KEHUM NIPU PELICHUH
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Bananl/
HMIxanaa
ECTS

OuneHka nmo
JIUCHUILIMHE

Kpurepun oneHkn pe3yibTaToB 00y4eHHUs 110
AUCHHUILINHE

IPAaKTUYECKUX 3a/1a4 PO(HeCCHOHAIBHON
HaIIPaBJIEHHOCTH CTAHJIAPTHOTO YPOBHS CII0KHOCTH, HE
BJIaJIe€T HEOOXOAUMBIMU JIJIsl 3TOTO HaBBIKAMU U
IpUEMaMH.

JlemoHCcTpHpyeT pparMeHTapHble 3HaHUS y4eOHOM
JIUTEPaTyphI 110 JUCLUILIMHE.

OreHKa o JUCHUIUIMHE BBICTABIISAIOTCS 00YYarOIEMYCs C
Y4ETOM Pe3yIbTaTOB TEKYIIEH U IPOMEKYTOUHOU
aTTecTaluu.

KoMmnerennyu Ha ypoBHE «JOCTaTOYHBIINY, 3aKPEIUIEHHBIE
3a AUCUUIUIMHON, HE COPMHUPOBAHBI.

5.3. OueHo4YHbIE cpeAcTBA (MaTEepHUAJIbl) IJIsl TEKYIIEr0 KOHTPOJISA yCIIeBaeMOCTH,
NMPOMEKYTOUHOM aTTeCTANNH 00y4AIOUIUXCH 10 AUCIHUIIIHHE

ITepeyennb BOpoCOB K KOHTPOJIBbHOI padoTe 1o Teme 2.

1. YeMm 3aHMMaeTCs Hay4yHas IUCLUUIUIMHA JOKYMEHTOBEICHUE?

2. C KaKkuMu Hay4YHBbIMU AMCLUUIITIMHAMU CBSI3aHO JOKYMEHTOBEACHUE?

3. HazoBuTe 3aKOHOJATENIBHBIE AKTHI, PErYJIUPYIOLINE BOIIPOCH] JOKYMEHTHUPOBAHMS.

4. TlepeuncauTe HOPMAaTUBHBIE IPABOBBIE AKTHI, PETYJIUPYIOIINE BOIPOCHI
JIOKyMEHTUPOBAHHS.

5. JlaiiTe XapakTepUCTUKy HOPMAaTUBHO-METOIMYECKUM JJOKYMEHTAM IO JIEJIONPOU3BOJICTBY.

6. HazoBuTe yueHbIX, HCCIASAYIOMIMX BOMPOCH JOKYMEHTOBEICHHS.

IlepeyeHb BONPOCOB K KOHTPOJILHOM padoTe mo Teme 4.
1. Kakwue BBl 3HaeTE CIOCOOBI IOKyMEHTHPOBAHHUS?

2. Ilepeuncnure Tanbl pa3BUTHS TEKCTOBOTO JOKYMEHTHUPOBAHUS, CPABHUTE UX MEXKIY COOOM.

3. Pacckaxute 00 0COOEHHOCTSIX TEXHUYECKOT0 JOKYMEHTHUPOBAHUSI.
4. B 4yem 3aKJII04ar0TCss 0COOEHHOCTH KUHO, (OTO U (HOHOTOKYMEHTHPOBAHUS?
5. CpaBHHUTE U3BECTHBIE BaM CIIOCOOBI IOKYMEHTHPOBAHUS MEXKIY COOOM, HA30BUTE UX

MNpEeuMyIieCTBa U HEJOCTATKH.

6. JlaiiTe XxapakTepuCTHKY MaTepHaIbHBIM HOCUTEISIM HH(POPMAIIUK U CPABHUTE UX MEKIY

co0O01i.

IIpuMepbI 0JMI-KOHTPOJIBHBIX PadOT 1O TeMe 6
Kakue oOpamenust Ob1J1M NPUHATHI B KOHKPETHBINH HCTOPHYECKUI neproa?

XIX Bek

Cosetckuit nepuos

90-e rogpl XX BEKa

CoBpeMeHHOCTh

(poBecTH CTPENKN)

TOBapUILLYy
HBany BanoBuuy
MuiocTUBOMY TOCYIapIo

FOCIOAUHY

Kakumu uToroBsiMu ppazaMm 3aKaHYMBAJIOCH C/Iy’Ke0HOE MUCHbMO B KOHKPETHBIH

ucropuyeckuii mepuoan?
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(IpoBeECTH CTPEIIKN)

XVI, XVII Beka C r1y0oYalIIuM MOYTEHUEM

XIX Bek C YBaOXXECHUEM

Coerckuit nepuoa C KOMMYHHUCTUYECKHAM ITPUBETOM
CoBpeMEHHOCTh [ape rocynapb, CMUITyCS, TOKATYH

Tembl 1151 pedeparTos:

1. JIOKyMEHT M €r0 MECTO B CUCTEME YIIpaBJICHUSI.

2. 3akoHOMATENbHBIE TIPABOBBIC AKTHI, PETIAMEHTHUPYIOIINE CO3TaHNe U 0(hDOPMIICHHE TOKYMEHTOB.
3. HopmaTuBHO-METOIUYECKHE aKThl, OMPENEIAIONINE MOPSIOK CO3AaHus U 0POpMIICHUS
JOKYMCHTOB.

4. JloKyMEHTOBEJEHHUE KaK Hay4yHas AUCLUIUIMHA U €€ CBA3b C APYTMMHU HAyYHBIMH JUCLUILUIMHAMM.
5. Tlonstue «uHGOPMALIHS» U €T0 Pa3BUTHE.

6. IloHsATHE «IOKYMEHT» U €ro pa3BUTHE.

7. CBs3b HHPOPMALMK U JOKYMEHTA.

8. OO0ume u yacTHbIC (PYHKIUHN TOKYMEHTA.

9. CnocoObl JOKYMEHTHUPOBAHUS U UX pPa3BUTHE.

10. TekcToBOE TOKYyMEHTUPOBAHME U ATAIBI €70 PA3BUTHS.

11. Iluxtorpammsl. [IpuMeneHne NUKTOrpaUuecKoro NUcbMa CEeroJHsl.
12. Jlororpammel. Micriosip30BaHue JIOrOrpaMM CETOAHS.

13. Texaudeckoe TOKYMEHTUPOBAaHUE. BUIbI KOMIUIEKCOB TEXHUYECKOM JTOKYMEHTAIIUH.
14. ®oronoxymentupoBanue. [losiBnenue, pasBuTue, IpUMEHEHHUE.

15. KunonokymentupoBanue. [lossnenue, pazsutue. Buaeosanucs.

16. ®ononoxymentuposanue. [losiBnenne, pasBuTue, IpUMEHEHHUE.

17. Matepuai 1uist fokyMeHTHpoBaHus. Ero pa3zsurue.

18. Ilopnuuauku U konuu. Buael konuii. [lopsaok ynoctoBepeHuit KONui.
19. ®opmynsp nokymenta. TunoBoit popmyssip, popmyisap-oOpaszerr.

20. Pa3Butue ¢popmymspa nokymenta B X VI-XVII BB.

21. ®opmynsap nokymenrta X VIII B.

22. ®opmysp TekcToBoro gfokyMmenta XI1X- nagamna XX BB.

OO0pa3ubl TeCcTOB 1O Teme 7

Bormpoc 1

Buza ounnanbHOro 1OKyMEHTa 3TO:

A) PEeKBHU3UT JOKYMEHTA, BBIPAKAIOIIUN COTIIACUE WIIH HECOTJIACHS TODKHOCTHOTO JIUIIA C
coJiep>KaHuEeM JTOKyMEHTa

E) HaAAIINCh HA I[OKyMeHTe, CcAcJIaHHaA JOJIKHOCTHBIM JIMIIOM N coz[epncamaﬂ HpI/IHSITOC 1501
perieHue

B) noanucanue qo0KyMeHTa €ro COCTaBUTEIEM

Bompoc 2

Busbl npocrasnstores:

A) paOOTHHUKOM, MT€YATABIINM JOKYMEHT
b) paboTHHKamMu CBOEH OpraHU3alUH

B) paGoTHuKkamu 1pyrux opraHu3anuil

Bompoc 3
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B kakue PCKBU3UTBI JOKYMCHTA JJaTa BXOAUT KaK COCTaBHAasA 4acTh?

a) rpu@ yTBEpKICHHS B) MIOJIMHKCH
0) BM3a COTTIaCOBAHUS T') pE30JIOLIHS
Bomnpoc 4

OO0muit 6;1aHK TOKYMEHTa BKJIFOYAET B CEOsI CICTYIONTNE PEKBU3UTHI:

A) m3o0pakeHue repda, SMOIEMbI, MECTO IS pa3MEIeHHs Ha3BaHUS BUIa JOKYMEHTa, MECTO
JUTSI TATBI 1 HOMEepa IOKyMEHTa, MECTO COCTaBIICHHS

b) uzo6paxenue repba, 5MOIeMbl, HAUMEHOBaHUE OPraHU3allK aBTOPa, MECTO IS
pa3MenicHus Ha3BaHUS BUIA JOKYMEHTA, MECTO JIJIS IaThl K HOMEpa JIOKYMEHTa, MECTO COCTABIICHUS

B) uzobpaxenue repba, s3M01eMbl, HAUMEHOBAHUE OPTaHU3AIUN aBTOPA, MECTO JIJIst
pa3MenicHHs Ha3BaHUS BUIA JOKYMEHTA, CIIPABOYHBIC JaHHBIC 00 OpraHU3aI[iK, MECTO JUIS aThl U
HOMEpa JTOKYMEHTa, MECTO COCTABIICHUS

Bompoc 5

Kaxkue u3 nepeyucieHHbIx JOKYMEHTOB TPEOYIOT YTBEPKIACHUS?
A) ycraB b) mtatHoe pacnucanue B) mpukasbl

I') noxnamnpie 3anucku Jl) TOMKHOCTHBIE HHCTPYKITUN

Bompoc 6

TunoBoii popMyJIsip IpUKa3a COACPKHUT CIEAYIOLUINE PEKBU3UTHI:

A) rep6 (3m0neMy), HAUMEHOBAaHUE OPTraHU3alUNU-aBTOPA, CIIPAaBOYHbIE JaHHBIE 00
OpraHu3aluy, HAMMEHOBaHKE BUAa JOKYMEHTA — IIPUKa3, AaTy, HOMEpP, MECTO COCTABIICHHUS,
3aroJI0BOK K TEKCTY, TEKCT, IOJIICh, BU3bI COTIIACOBAHUS

b) rep6 (sm0nemy), HaMMEHOBaHHME OPTaHU3AMM-aBTOpPa, HAMMEHOBAHUE BHJIA JIOKYMEHTA —
NpUKa3, 1aTy, HOMEpP, MECTO COCTABIICHHS, 3aTOJIOBOK K TEKCTY, TEKCT, TIOJIIIICh, BU3bI COTJIACOBAHUS

B) rep0 (am051emy), HaMMEHOBaHHE OPraHU3alMU-aBTOpa, HAaMMEHOBAHME BU/IA JOKYMEHTA —
NpUKa3, 1aTy, HOMEpP, MECTO COCTABIICHHS, 3aTOJIOBOK K TEKCTY, TEKCT, TIOJITHCh, TIeYaTh, BU3BI
COIJIACOBAaHUS

Bompoc 7

B ynpaBieH4eckoi mpakTHKe MPUMEHSIOT CIIEAYIONINE BUABI OJaHKOB:
A) 6naHK UchMa

b) 6aHK KOHKpETHOTrO BHUJIa TOKYMEHTa

B) o6mmii 6:1aHK

J1) GiraHK PU3NIECKOTO I

Bompoc 8

JloKyMeHTHpOBaHUE 3TO:

A) mporiecc IBUKEHUS JOKyMEHTOB B OpraHU3aliu

b) 3anuce nHbopManuu Ha pa3IMUHbIX HOCUTENSIX MO YCTAaHOBICHHBIM MIPaBUIIaM
B) co3nanne nokyMeHTOB

') pabota ¢ fokyMeHTamMu

Bomnpoc 9

K opranuzaninoHHBIM JOKYMEHTaM OTHOCSITCS:

A) ycraBbl 0) mpaBuJa B) aKThl T) MPUKa3bl 1) UHCTPYKIUU
Bomnpoc 10

I'epOoBoii nevarpio (IEYaThIO OPraHU3AIMH ) 3aBEPSIOT:
A) rapaHTHifHBIC TTHChMa 0) TIPOTOKOJIBI 3aCETaHUI  B) TIPUKA3BI
I') noroBops! 1) Tpy10BbIE KHUKKH
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Bormpoc 11

@opMyJIsIp T0KyMEHTA 3TO:

A) HabGop pexBHU3UTOB OQHUIIMATEHOTO MUCbMEHHOTO IOKYMEHTA, PACTIONOKEHHBIX B
OIIpEEIEHHON MTOCIE0BATEIbHOCTH

b) nopsaok 06paboTKku JOKYMEHTOB

B) MuHMMAaNbHBIHM 1eMEHT 0OPMIIEHHSI JOKYMEHTa

Bompoc 12

NupopmaninoHHO-CIpaBOYHBIN JOKYMEHT 3TO:

a) a) JlokyMeHT, coiepkanii THPOpMaLHUIO O (PaKTUIECKOM IOJIOKEHUH JIeJT, KOTOPBIN
CIIy>KMT OCHOBAHUEM JJIsl IPUHATHUS PEILICHUMN

b) 6) ZlokyMeHT, OpraHu3yIOLIHMi paboTy yUpeKaeHUs

¢) B) JlokyMeHT, B KOTOpOM 3a(hUKCUPOBaHbI PACTIOPSKEHUSI PYKOBO/ICTBA

d) r) JlokymeHT, (pUKCUPYIOIIMIA AEATEIbHOCTh KOJJIETHAILHOTO OpraHa

Bompoc 13

bnank ¢ m3o0paxenuneM rocyaapcTBeHHOTO repba Poccuiickoit denepannu MOTYT UMETh:

a) JIrobast opranu3zanysi, 3aperucTpupoBaHHas Ha Tepputopun Poccuiickoit deneparuu

0) Kommepueckas ¢upma, 3aperucTpupoBanHas Ha Tepputopun Poccuiickoit @enepanun

B) YupexJaeHus U OpraHu3auuy, yka3aHHble B KoHcTUTynMOHHOM 3akoHe «O repbe
Poccuiickoit ®eneparum»

r) YupexaeHus U oprauus3anuu, ykazanusle B Konctutynuu PO

Bormpoc 14

K pekBu3uTaM, NpUIAIOIIUM JOKYMEHTY IOPUANYECKYHO 3HAUMMOCTb OTHOCSITCS :

a) repd PO

b) oTmeTka 0 mocTymieHuH JOKyMeHTa

B) TIOJINTHCH

I') aBTOp JIOKYMEHTa

ITepeyennb BOPOCOB K KOHTPOJIBbHOM padoTe 1o Tteme 9

1. Yto Takoe yHUUKAIHS TOKYMEHTOB?

2. JlaiiTe onpeneseHne CUCTEME JOKYMEHTaluu

3. Yrto Takoe yHU(PHUIMPOBAHHBIE CHCTEMBI JOKYMEHTAIMH, HA30BUTE HX.

4. Kakue BU/Ibl JOKYMEHTOB BXOJAT B COCTaB YHU(PHULIUPOBAHHON CUCTEMBI OPraHU3aI[HIOHHO-
pPacHopsIIUTEIbHON JOKYMEHTALNH.

Ilepeyenb BOPOCOB K UTOTOBOIi KOHTPOJILHOI padoTe Ne 2

1 TloHsATHS «yHUUKALM) U «CTaHAAPTH3ALMD» TOKYMEHTOB.

2 Pa3BuTHe yHU(UKALKU U CTaHAapTU3alMU JOKYMeHTOB Bo Il monoBune XX B.

3 TOCT P 7.0.97-2016. Ero conepxaHue, 3Ha4YCHUE.

4 TpeOoBaHus K KOHCTPYHUpPOBaHUIO OJ1aHKOB. Bupl OsiankoB. brnanku npeanpustuii
pa3IUYHBIX (HOPM COOCTBEHHOCTH.

5 PexBU3NT «HAaNMEHOBAHWE OpPTraHU3AIMHU-aBTOPA JOKYMEHTay, TPEOOBAaHUS K HEMY.

6 PexBU3UT «CIpaBOYHBIE JaHHBIE 00 OpraHU3aLUU-aBTOPE JOKYMEHTAy, €r0 COCTaB.

7 PexBU3UT «ajpecary, ero 3Haue€HHe U COBPEeMEHHBIE TPEOOBAHHS K O(POPMIICHHIO.

8 Matbl. TpeboBaHus K UX 0(hOPMIICHUIO; aTa KaK COCTaBHAs 4aCTh IPYIMX PEKBU3UTOB.

9 PekBU3UT «perucTpallMOHHbI HOMEP JOKYMEHTa, €ro 3HaUeHHUE.

10 PekBU3UT «CChUIKA HA PETUCTPALIMOHHBIN HOMED U JaTy AJOKYMEHTa», KOTrJa U i OH
IIPOCTABJISIETCS.

11 ITopsinok cormacoBaHUs JOKYMEHTOB M 0(OPMIIEHUS] BHYTPEHHETO U BHEILTHETO
COTJIACOBaHUs
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12 ITopsaioK yTBEpKI€HUS JOKYMEHTOB, BU/Ibl YTBEPKACHHUS.

13 Iopsinok moAanucanusi JOKYMEHTOB.

14 IleuaTh KaK peKBU3UT JTOKyMeHTa. Ha Kakux JOKyMeHTaxX MpoCTaBisieTcs repOoBas nevarsb.

15 CocraB ynoctoBepeHus JoKyMeHTOB. [IpaBuia odopmiieHs] peKBU3UTOB,
YAOCTOBEPAIOIINX TOKYMEHT.

16 OT™MeTKH HA JOKYMEHTE, UX 3HaueHne U 0popMIIeHHE.

17 Pe3omonus. E€ 3nauenue. TpeOoBaHus, mpeabsBsieMble K PE30ITIOIUH.

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

19 PekBU3UTBI, IPUIAIOLIUE TOKYMEHTY IOPUINYECKYIO 3HAUMMOCTD.

20 Yaudukamnus TeKcTa JOKyMeHTa.

21 TpadapetHsle TekcThl. MeTonuka pa3paboTKH.

22 CnocoObl npecTaBaeHUs] YHU(DULIMPOBAHHBIX TEKCTOB (aHKETHI, TAOIUILIbI, TpadapeTHbIe
TEKCTHI).

23 O6mue TpeboBaHMs K TEKCTY JOKYMEHTA.

24 AAropuT™ NOArOTOBKU JOKYMEHTA.

25 DneMeHTHI TEKCTA: 3ar0J0BOK, PUIIOKEHUS, TPEOOBAHUS K HUM.

26 JIuHrBUCTHYECKHE OCOOEHHOCTH TEKCTOB CITYKEOHBIX JOKYMEHTOB.

27 IloHATHE «CUCTEMBI JOKYMEHTALIMN, PA3BUTHE CUCTEM.

28 IlonsTHE «YHU(DUIMPOBAHHBIE CUCTEMBI JOKYMEHTALII.

29 Haznauenwue, onpezaenenne u coctaB Y COP/I.

30 TpeGoBaHUs K COCTABICHUIO U O(OPMIICHHIO OPraHU3allMOHHBIX JOKYMEHTOB.

31 TpeboBaHust K COCTaBICHUIO U OPOPMIIEHUIO PACHOPAIUTENbHBIX JOKYMEHTOB.

32 TpeGoBaHUs K COCTaBJICHUIO U OOPMIICHHIO IPUKA30B.

33 TpeboBaHus K COCTaBICHUIO U 0OPMIICHUIO OOBSICHUTEIBHBIX U JOKJIAIHBIX 3aMTHCOK
(BHEUIHMX U BHYTPEHHHUX).

34 TpeboBaHMsI K COCTaBICHUIO U OOPMIIEHHIO CIIPABOK (BU/bI CIIPABOK, CIIPABKH BHEIIHUE U
BHYTPEHHUE).

35 TpeboBanHus K COCTaBICHUIO U 0OPMIICHUIO aKTa.

36 TpeOoBaHMs K COCTABIECHUIO U 0(OPMIICHHIO CIIY)eOHOro MUchbMa. Pa3HOBUIHOCTH MUCEM.

37 TpeboBaHUs K COCTaBICHUIO U OOPMIICHHUIO TEJIETPAMM.

38 Ocobennoctu Gopmysisapa TenedoHOrpaMmBbl.

39 AnropuT™m NOArOTOBKH M MPOBEACHUA CoBellanus. JJOKyMeHTBI, CO3/1aBaeMble B Mpoliecce
MIOATOTOBKH COBEILAHUS.

40 TpeboBaHUs K COCTABICHUIO U O(DOPMIICHUIO TIPOTOKOJIA.

41 IlonsATHE KOMIUIEKCOB JOKYMEHTOB. [lepBHYHbBIE KOMIUIEKCHI TEKCTOBBIX JJOKYMEHTOB.

42 IoHATHS «TOKYMEHTAIBHBIH (GOHI» U «apXUBHBIN QoHm». VX paznuune.

43 CnoxxHble KOMIUIEKCHI. BeTOMCTBEHHBIE apXHUBBHI.

44 Cnoxuble koMmiekehbl. ['ocyaapcTBeHHbIe apXuBbl. CeTh roCyAapCTBEHHBIX apXHBOB.

45 TloHATHS «LEHHOCTH JOKYMEHTa», «3KCIEPTU3a IEHHOCTN». BO3HUKHOBEHME, PA3BUTHE
AKCIEPTU3BI.

46 IIpuHUUIIBI, KPUTEPUU IKCIIEPTU3HI LICHHOCTH TOKYMEHTOB.

[TepeuyeHb BONPOCOB K YCTHOMY 3K3aMEHY IO BCEMY KypCy

o Ilepeuens 6onpocos 011 n0020MoOBKU K IK3AMeHY no oucyuniute ‘Jlokymenmosedenue”

1. JIOKyMEHT M €ro MECTO B CUCTEME YIIPaBJICHUS.

2. 3aKkoHbI U UHBIC HOPMATHBHbIEC IPABOBbIE AKThI, PEIVIAMEHTHPYIOLIME CO3/1aHue U 0hopMiIeHHE
JIOKYMEHTOB.

3. HopmaTtuBHO-MeTOIMUECKUE TOKYMEHTBI, ONPEACIAIoINe HOPSIOK CO3JaHus U 0(OpMIICHUS
JIOKyMEHTOB.

4. JloKkyMEHTOBEJCHHE KaK Hay4yHasl JUCIUIUIMHA U €€ CBSI3b C JPYTUMU HAyUYHBIMU
JOUCHUIIMHAMU.



AW

25.

26.

27.

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

35.
36.
37.

38

40.
41.
42.
43.
44.

45.
46.
47.
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[TonsATHE «MHPOPMALIUA» U €T0 Pa3BUTHE.
[ToHsiTHE «IOKYMEHT» U €T0 pa3BUTHE.

CBs3b HH(pOpPMAIMU U TOKYMEHTA.

OO61ue u yacTHble QYHKIIUHN TOKYMEHTA.
CrniocoObl TOKYMEHTUPOBAHUS U UX Pa3BUTHE.

. TexcToBO€ TOKYMEHTHUPOBAHUE U 3TAIlbl €r0 Pa3BUTHS.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

[TukTorpammsl. [IpumeHeHne NMUKTOrpaguuecKoro NUcbMa Cero HsI.

Jlororpammsl. Mcrionb30BaHne J10rorpaMM CEroIHS.

TexHnueckoe TOKyMEHTUpOBaHUE. BUIbI KOMIUIEKCOB TEXHUYECKOM TOKYMEHTALIUH.
doronokymenTuposanue. [losBieHne, pa3BuTHe, IpUMEHEHHE.
KunonokymentupoBanue. [losiBnenue, pa3Butue, NpUMEHEHHE.
®ononokymenTupoBanue. [losBnenue, pa3Butue, NpUMEHEHHE.

Marepuan s 10KyMeHTHpoBaHus. Ero passurue.

[Tommuananky n konuu. Bunel konuit. [lopsaaok ynocToBepeHUN KONUI.

dopmynsp nokymenrta. TumoBoit popmysip, popmysip-oOpaserr.

Pazsutue popmynsapa nokymenta B XVI-XVII Ba.

®opmyisp nokymenrta X VIII B.

Dopmyiisip TEKCTOBOro nokymeHTa XIX- nagana XX BB.

[TousTHst «yHUPUKAIUI) U «CTAaHIAPTUZALUDY JOKYMEHTOB.

I'OCT P 7.0.97-2016. Ero conepkanue, 3Ha4YCHUE U BO3MOKHOCTH UCTIOTIH30BAHUSI B
COBPEMEHHBIX OpraHU3ALMAX.

[IpaBuina neronpon3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OPraHax MECTHOTO
caMmoyIipaBiieHHs (CoJepkKaHue, 3HAaYeHHE U BO3MOXKHOCTH UCIIOJIb30BaHUS).
MeTtoauueckre peKkoMeH1aluu 1o pa3paboTKe HHCTPYKIMI 110 I€TI0NPOU3BOJICTBY B B
roCyJJapCTBEHHBIX OpraHax, OpraHax MECTHOT'O CaMOyTpaBiIeHus (ConepkaHue, 3HaueHue U
BO3MO>KHOCTH MCTIOJIb30BAHMS).

IIpumepHas HHCTPYKLMS 1O JEJIONPOU3BOACTBY B FOCYIapCTBEHHBIX opranuzanusax 2018 r.
(conepxaHue, 3HaY€HUE U BO3MOXKHOCTH MCIIOIb30BAHUS).

CocraB pekBu3UTOB O1aHKOB. Kitaccudukanms 6J1aHKOB.

PekBU3UT «HauMeHOBaHNE OpraHU3alluu-aBTOpa JIOKyMEHTa», TPEOOBaHUS K HEMY.
PexBU3UT «cIIpaBoYHbIE JaHHBIE 00 OPraHU3alMU-aBTOPE JOKYMEHTa», €ro COCTaB.
PexBu3uT «agpecary, €ro 3Ha4yeHUE U COBPEMEHHbIE TPeOOBaHUS K OPOPMIICHHUIO.
Hatsl. TpeboBanus k ux oGopMIIEHHUIO; JaTa KaK COCTaBHAs YacTh APYTUX PEKBU3UTOB.
PexBU3UT «perucTpaiMOHHBIA HOMEP JOKYMEHTA», €r0 3HaYCHUE.

PexBU3UT «cChUIKa HA PErUCTPAMOHHBIM HOMED M 1aTy JOKYMEHTa», KOI/1a U II€ OH
IIPOCTABJISIETCSL.

[Topsimok coryiacoBaHUs TOKYMEHTOB U 0pOpPMIICHHSI BHYTPEHHETO M BHEIIIHETO COTIaCOBaHUS
[Topsinok yTBEepKACHUS JOKYMEHTOB, BU/Ibl YTBEPKICHUS.

[Topsmox moanucaHusi JOKyMEHTOB. DNEeKTpOHHAas moAnuch. OTMeTKa 00 AIEKTPOHHOMN
ITOATIHCH.

. IleuaTs Kak PEKBU3UT JOKYMCHTA. Ha kakux JAOKYMCHTAaX IMMPOCTABJIACTCA OTTHUCK IICUATH.
39.

CocraB ynocroBepeHus JOKyMeHTOB. [IpaBuia oopmIiieHUS] pEKBU3UTOB, yI0OCTOBEPSIOIIHIA
JIOKYMEHT.

OTMeTKH Ha JOKYMEHTE, UX 3HaueHue U ohopMieHue.

Pezomrorus. E€ 3nauenue. TpeboBaHus, IPeAbIBISIEMbIC K PE30JIIOIHH.

PexBH3HT «OTMETKA 00 MCIIOIHUTENEY, €TO 3HAYCHHUE.

PekBU3UTHI, MpUIAIOLIUE TOKYMEHTY IOPUINYECKYIO 3HAUYMMOCTb.

Yaudukanus Tekcta JokyMeHTa. CriocoOsl IpeCcTaBIeHNs YHU(DUITMPOBAHHBIX TEKCTOB
(aHKeTbI, TAOIUIIBI, TPahapETHBIC TEKCTHI).

OOmrre TpeOoBaHUS K TEKCTAM YIPABICHUYECKUX JOKYMEHTOB.

ANTOPUTM MOATOTOBKU JJOKYMEHTA PaCIOPAIUTEILHOTO TOKYMEHTA.

DJIeMEHTHI TEKCTa: 3ar0J0BOK, MPHIOKEHHS, TPEOOBAHUS K HUM.
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48. TloHsITHE «CUCTEMBI TOKYMEHTALIMW», Pa3BUTHE CUCTEM JOoKyMeHTauuu. [lonsarue
«yHU(UIIUPOBAHHBIE CUCTEMBI JOKYMeHTalum». Haznauenue, onpeaeneHue U COCTaB
YHUPUIIPOBAHHON CUCTEMBI OPraHU3AIMOHHO-PACTIOPSIUTEIEHON JOKYMEHTALHUH.

49. TpeboBaHMs K COCTABICHHUIO U OPOPMIICHUIO OPTAaHU3AIMOHHBIX JOKYMEHTOB (ITOJI0KEHHUE,
yCTaB, MHCTPYKLUS, PETJIaMEHT, ITAaTHOE PACIUCAHUE).

50. TpeboBaHus K COCTaBIECHUIO U O(POPMIIEHUIO PACTIOPSIAUTENBHBIX TOKYMEHTOB (TpUKa3,
pacropsbkeHue, pelieHne, IOCTaHOBJIEHUE, TPOTOKON).

51. TpeGoBaHUs K COCTABJICHHUIO U OPOPMIICHUIO OOBSICHUTENBHBIX, TOKJIATHBIX U CITY>KEOHBIX
3aIHCOK.

52. TpeboBaHus K COCTaBIECHUIO U O(POPMIIEHHUIO CIIPABOK (BUJBI CITPABOK).

53. TpebGoBaHUs K COCTaBICHUIO U O(POPMIICHHIO AaKTOB.

54. TpeGoBaHUs K COCTAaBJICHHUIO U 0opopMIIeHUIO cykeOHoTO TTchMa. Kimaccudukanmst
CITy>KEOHBIX ITUCEM.

55. AJropuT™ NOATOTOBKY Y MPOBEICHUS COBEIIAHUS. JIOKyMEHTBI, CO3/1aBa€MbI€ B MPOLIECCE
MIOATOTOBKH COBEILAHUS.

56. TpeGoBaHUs K COCTABJICHHIO U OPOPMIICHHUIO MMPOTOKOJIA.

57. IloHsATHE KOMILIEKCOB JOKYMEHTOB. [lepBUYHbBIE KOMIIEKCHI TEKCTOBBIX JOKYMEHTOB.

58. CnoxHble KOMIUIEKCHI TOKYMEHTOB. [TOHATHS «10KyMEHTaJIbHBIN POHI» U «apXUBHBIN (HOHI.
Nx pasnuuue.

59. Homenkiarypa nen.

60. IIpu3Haku 3aBecHUS €.

6. YueOHo-MeTOoAuYecKkoe U MHPOPMAIMOHHOE o0ecriedeHne TN CIUTIUHbI

6.1 Cnucoxk HCTOYHHUKOB M JINTEPATYPbI
Oo0s13aTe1bHbIC HCTOYHUKH

@®enepalbHbIl  KOHCTUTYLMOHHBIH 3akoH oT 25 gnekabps 2000 r. Ne 2-®K3 «O
I'ocynapctBennoMm repoe Poccuiickoit @eneparuny // [DnekTpoHHsIid pecypc]. — M., 2019. — Pexxum
nmoctyma: http:// www.consultant.ru/document/cons_doc LAW_29674/.

®enepanbHbliil 3akoH PO ot 27.07.2006 1. Ne149-03 «O06 undopmaruu, HHPOPMALTMOHHBIX
TEXHOJIOTHSX M O 3amuTe uHpopManum» // [DnekTpoHHsd pecypc]. — M., 2019. — Pexxum mocrymna:
http://www.consultant.ru/document/cons_doc LAW_61798/.

®enepanpublii 3akoH 0T 06.04.2011 Ne 63-D3 “O0 snexTpoHHOM moamuck” // [DneKTpoHHBIH
pecypc]. — M., 2019. — Pexxum JOCTYyIIA:
http://www.consultant.ru/document/cons_doc LAW_112701/.

®enepanbhbiii 3ak0H 0T 01.06.2005 Ne53-@3 «O rocymapcTBeHHOM si3blke Poccuiickoi
Oenepatum»y  // [OnekTpoHHBIH  pecypc]. — M.,  2019. -  Pexum  pmoctyma:
http://www.consultant.ru/document/cons_doc LAW_53749/.

[IpaBuna  gemonmpou3BOACTBA B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MECTHOIO
camoympasienus, yTB. [Ipukazom PocapxuBa ot 22.05.2019 Ne 71 // [OnextpoHHbIi pecypc]. — M.,
2021. — Pexxum noctyna: http:// https://base.garant.ru/72291836/.

Metonuyeckue peKOMEHAAlUd 10 pa3paboTKe MHCTPYKIHMM MO JIeJIONPOU3BOJCTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympasieHusi, yTB. llpumkazom PocapxuBa ot
24.12.2020 Ne 199 // [DnextpoHHslii pecypc]. — M., 2021. — Pexwum pocryma: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHasi MHCTPYKIMS TO JEIONPOU3BOJACTBY B TOCYAAPCTBEHHBIX OPraHU3alUAX, YTB.
[Tpuka3zom Pocapxusa ot 11.04.2018 Ne 44) // [DnexTponnsiii pecypc]. — M., 2019. Pexxum nocryma:
http://www.consultant.ru/document/cons_doc LAW_305137/.

IoCTt P 7.0.97-2016. Hauuonaneneiii cranpapt Poccuilickoit ®enepanuu. Cucrema
CTaHJapTOB 1O HHpOpMAIMK, OUOTMOTEYHOMY U H3AaTelabcKoMy Jeny. OpraHus3anroHHO-



http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_53749/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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pacriopsiiuTenbHas JIOKyMeHTauus. TpeOoBaHUs K OGOPMIICHUIO JOKYMEHTOB // [DIEKTPOHHBIN
pecypc]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons doc LAW_216461/.

I'OCT P MCO 15489-1-2019 HaumonaneHslii crannapt Poccuiickoit ®@enepanuu. Cucrema
CTaHAapToB 1Mo HH(OpManuu, OHOIMOTEYHOMY M u3JaTenbckoMmy aeny. HWubopmardus u
JOKyMeHTauusi. YnpaieHue nokyMeHTamu. Yacte 1. IloHaTus u npuHOMIBL. // [DIEKTPOHHBIN
pecypcl]. — M., 2021. Pexxum JIOCTYyTIA: http://
http://www.consultant.ru/document/cons_doc LAW_329486/ .

I'OCT P 7.0.8-2013 Jlenompou3BOACTBO W apXHMBHOE [ei0. TepMHUHBI U ONpeIesIeHUs.-
[DJ1eKTpOHHBIN pecypcl]. - M., 2019. Pexum JIOCTyIa:
http://www.consultant.ru/document/cons_doc LAW_163800/.

Jlureparypa
6.1.1.1.1 OcHoBHas
beikoBa T.A. JlokyMeHTamrOoHHOE oOOecleueHrne ympaBlIeHUs  (JIEITOMPOU3BOJCTBO)
[OnexTponHsIii pecypc]; yueoHoe nmocodue/ T.A. brikoBa, T.B. Ky3nenona. -2-e uza. nepepad. u gom.
— Mocksa: Undpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

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

2019. — Pexxum nocryna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=70.
Kykapuna FO.M. CoBpeMeHHbIE OpraHN3allMOHHBIC M PETIAMEHTHBIE TOKYMEHTHI: (PYHKIIUH U
pasznoBuaHocTH // BectHuk PITY. 2016. No2. [DnekTpoHHsIit pecypc]. — M., 2019. — Pexxum noctyna:
https://www.rsuh.ru/upload/iintb/files iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.
Kykapuna IO.M. CocraB yn0CTOBEpEeHMS JOKYMEHTAa: OT NPOLLIOr0 K HACTOAIEMY U
oynymemy// Bectauk PITY. 2014. No2. [Onexrponssiii pecypc]. — M., 2019. — Pexxum noctymna:

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

JdonmonHureabHas
Jleoenocosa I'A. CenextuBHbBIN _0T00p moHATHS «aokymeHT» // Bectauk PITY. 2016. Ne2.
[DN1eKTpOHHBII pecypcl]. - M., 2019. - Pexum JIOCTyIa:

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

6.2 Ilepeyennb pecypcoB HHPOPMANMOHHO-TEICKOMMYHUKANMOHHOM ceTH « UHTEpHET.

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

ELibrary.ru Hay4nas snextponHas 6unbinoreka www.elibrary.ru

OnexrponHas Oubnuoreka Grebennikon.ru www.grebennikon.ru

Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

Poccmiickass rocynmapcTBeHHas OuOmmoTeka. [DnekTpoHHble pecypc] — Pexum  gocrtyma:
https://www.rsl.ru/

6.3 IIpodeccuonanbubie 6a3bl JAHHBIX 1 HHPOPMAMOHHO-CIIPABOYHbIE CHCTEMBI

Joctyn k npodeccroHanbHbIM 06a3aM naHHBIX: https:/liber.rsuh.ru/ru/bases

WHpopmanoHHbIe CIIPABOYHbIE CUCTEMBI:
1. Koncynsrant Ilnroc


http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsl.ru/
https://liber.rsuh.ru/ru/bases
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2. Tapanr

7. MaTepuaJIbHO-TeXHHYECKOe o0ecnevyeHne TUCHUIINHBI

s o0ecrnieueHus JUCHUILINHBI HCIIOJIB3YETCS MaTEepUAIbHO-TEXHUYECKAsT 6aza
00pa30BaTENBHOTO YUPEKICHUS: yueOHbIE ayJAUTOPUU, OCHAIIEHHBIE KOMITBIOTEPOM U IMPOEKTOPOM
JJI1 AEMOHCTpalun y‘-Ie6HBIX MaTCpHraloB.

CocTaB MmporpaMMHOTO 00€CTICUCHHS:
l. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8. Ob0ecneuenune 00pa3oBaTeIbLHOI0 MPOLECCa IS JHI ¢ OTPAHNYEHHBIMH BO3MOKHOCTSAMU
30POBbSI  HHBAJIUI0B

B xome peamuzanyy JUCHUTUTMHBI HWCHOJB3YIOTCS CIEAYIONINE OMOJHUTEIHHBIE METOJIBI
o0yuyeHHsI, TEKYyLIero KOHTPOJS YCHEBAaE€MOCTH M INPOMEXKYTOYHOM aTTecTalud OO0ydaroluxcs B
3aBHCHUMOCTH OT UX UHAUBHUAYaIbHBIX OCOOEHHOCTEH:

® sl CIeNbIX M CHAa0OBUAALIMX: JEKIMU O(GOPMIAIOTCS B BHUJE SJCKTPOHHOTO JOKYMEHTa,
JOCTYITHOTO C TIOMOIIBIO KOMITBIOTEPA CO CHEHUAIM3HPOBAHHBIM MPOTPAMMHBIM O0OECTICUCHHEM;
IUCbMEHHBIE 3a/laHUsl BBIMOJHAIOTCS Ha KOMIIBIOTEpE CO CHELMATM3UPOBAHHBIM MPOTrPAMMHBIM
o0ecrieueHHEeM WM MOTYT OBITh 3aMEHEHBl YCTHBIM OTBETOM; OOECIIeUMBACTCS WHIMBHIYaTbHOE
paBHOMepHOe ocBelieHue He meHee 300 JtOKC; A7 BBINOJIHEHMS 3aJaHUsl MPU HEOOXOJUMOCTH
MPEOCTABIISIETCS YBEIMUMBAIONIEE YCTPOWCTBO; BO3MOXKHO TAaK)K€ HCIOJIB30BaHWE COOCTBEHHBIX
YBEJIUYMBAIOLINX YCTPONCTB; MUCbMEHHBIE 3aJJaHUs 0(OPMIIIOTCS YBEIMUEHHBIM HIPU(PTOM; SK3aMEH
¥ 3a4€T MPOBOASTCS B YCTHON ()OpPME MIIM BBITTOJTHSIOTCS B MMCBbMEHHOM (DOpME Ha KOMITBIOTEPE.

® ISl TIYXUX U caa0oCHbIIIAIMX: JEKIUH O(QOPMIISIIOTCS B BUJAE 3JEKTPOHHOIO JOKYMEHTa,
00  TPENOCTaBISIETCS  3BYKOYCWIMBAIONIAS — ammapaTypa HWHIWBUAYAIBHOTO  TOJB30BAHUS;
NUCbMEHHBIE 33JaHUsl BBIMOJHAIOTCS HAa KOMIIBIOTEpE B NHCBMEHHOH (opme; 3K3aMeH U 3a4ér
MIPOBOJISATCS B MUCHMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO TIPOBeIeHUE B (DOpME TECTHPOBAHHSI.

® ISl JIMI] C HApPYUIEHUSMHU OINOPHO-ABUTaTeNBbHOIO ammapata: JEKIUH O(OpMIISIOTCS B BUJE
DIIEKTPOHHOTO JIOKYMEHTA, JOCTYITHOTO C TIOMOMIBIO KOMIIBIOTEpA CO CIIEIHUAIN3UPOBAHHBIM
IpOrpaMMHBIM ~ OOecrieueHHeM; THChbMEHHbIE 3a/laHUsl  BBINOJHSIOTCS Ha KOMIBIOTEpE CO
CTIEIMAM3UPOBAHHBIM TPOTPaMMHBIM 00eCIieueHUeM; IK3aMeH U 3a4€T MPOBOJATCS B YCTHOH (hopme
WIIN BBITIOJIHSIOTCS B MUCBbMEHHOM (hopMe Ha KOMIIbIOTEpE.

[Tpr HEOOXOIMMOCTH TIPETyCMaTPUBACTCS YBEIMICHNE BPEMEHH IS TTOJITOTOBKH OTBETA.

[Tponieypa npoBeaeHHs MPOMEKYTOUHOM aTTecTaluu JUis 00y4yaroIlMXCsl yCTaHABIMBAETCS C
y4ETOM MX MHIMBHIYaJTbHBIX NCHX0(u3mueckux ocoOeHHOCTeH. [IpoMexyTouHast aTTecTanuss MOXKeET
IPOBOJUTHCS B HECKOJIBKO ITAIOB.

[Ipy mpoBeneHWHM TPOIEIYypPHl OLEHUBAHHUA pPE3YJIbTaTOB OOyUYEHHs MpPEeIyCMaTpUBACTCS
UCTOJIb30BaHUE TEXHUYECKHX CPEICTB, HEOOXOIUMBIX B CBSI3U C MHAMBHIYaJbHBIMH OCOOCHHOCTSMU
oOyyarommxcs. OTH CpeICTBAa MOTYT OBITh TIPEJIOCTABICHBI YHUBEPCHTETOM, WJIA MOTYT
HCIOJIb30BaThCSl COOCTBEHHBIE TEXHUUYECKUE CPEJICTBA.

[TpoBenenune mpoueaypsl OLIEHUBAHHUS PE3yJIbTATOB OOYUYCHHS JOITyCKAETCS C MCIIOJIb30BaHUEM
JUCTAaHIIMOHHBIX 00pa30BaTENbHBIX TEXHOIOIHH.

ObecneunBaeTcs AOCTYN K HHGOPMAIMOHHBIM U OuOmmorpaduyeckuM pecypcam B CETH
WuTepHeT 1 Kaxkoro odydaromierocs B popMax, alalTUPOBAHHBIX K OTPAaHUYEHUSAM UX 370POBbS U
BOCTIPHUSTHS HHPOPMALIUH:

® s clenblX M caaboBUAALIMX: B Ie4aTHOW (opMe yBEIUYEHHBIM HIpUPTOM, B (dopme
JIEKTPOHHOTO JOKYMEHTa, B popme ayamnodaiina.

® JUIs TIIyXUX U caa0ocblIalux: B neyaTHol Gpopme, B popMe 3JIeKTPOHHOIO TIOKYMEHTA.
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® Ui 00y4alOMIMXCs ¢ HAPYIIEHUSIMH OTIOPHO-BUTATEILHOTO almnapaTa: B 1e4aTtHoi ¢opme, B
dhopme MEeKTPOHHOTO TOKYMEHTa, B (popme aynnodaiina.

VY4eOHble ayIUTOpUU Al BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITENIBHOM paboOThl, HaydyHas
OubsimoTeka M WHBIE TOMENIEHHUsS il OOY4YEeHHs OCHAIEHBl CIEHUaTbHBIM O0OpYAOBAaHHEM U
y4eOHBIMU MECTaMH C TEXHUYECKUMHU CPEJICTBAMU O0yUEHUSI:

® IS CHENbIX U CIa0OBUIAIINX: YCTPOWCTBOM JUIl CKAaHUPOBAHMS U YTEHUs ¢ Kamepoil SARA
CE; nucnineem bpaiing PAC Mate 20; npuntepom bpaitng EmBraille ViewPlus;

® sl TIIyXUX M ClHa0OCTBIIIANINX: aBTOMATH3HMPOBAHHBIM pPabOYUM MECTOM Ul JIIOJEH C
HapyLIEHUEM CIyXa U c1a0O0CIbIIalX; aKyCTHUECKHN YCUIIUTENb U KOJIOHKH;

® sl OOyYaroUMXCs C HApYLICHUSMH OINOPHO-JABUraTeIbHOIO ammapara: IepeaBHKHBIMHU,
perynupyeMbpiMu 3proHoMuueckumu maptamMmu CHU-1; KOMIOBIOTEpHON TEXHUKOH CO CIEIHATIbHBIM
IPOTrPaMMHBIM 00€CTIeUeHHEM.

9. MeToan4yecKkne MaTepHaJIbl

9.1 Il1aHbI cCeMUHAPCKHUX 3aAHATHI

MeToanyeckue yKasaHHus 110 OPraHU3alMU U IIPOBEACHHIO JIa00PATOPHBIX 3aHATH.

Br16op Tem nabopaTOpHbIX 3aHATHH 00YyCIOBJIEH OOIIMM COJAEpXKAaHHWEM Kypca U HalleJeH Ha
yriyOJIeHHOE U3yUeHHUE ero OTACIbHBIX Pa3/IeoB.

Lenp 3aHATHI — 3aKpeIuieHUe CTyJEHTaMU 3HAHUH TEOPETHYECKOro Kypca U NMpHOOpeTeHne
VMU [TPAKTUYECKUX HABBIKOB JIOKYMEHTHPOBAHUS JEATEIbHOCTH OPTaHU3aLNN U IPEATIPUATHIA.

B cBsI3u ¢ mocTaBieHHOH 11ebI0 Ta00paTOPHbIE 3aHATHS Pa30UTHI HA TPU pa3Jiena:

1. Pa3ButHe mOKyMeHTa U CKJIaJbIBaHUE €ro (hopMyJisipa.

2. CocraBieHue 1 0pOopMIICHHE OPraHN3aUOHHO-PACTIOPSAUTENBHBIX T0KYMEHTOB.

3. CnoxHble KOMIUIEKCHI JOKYMEHTOB.

B pesynbrare BBINOJHEHHS NPAKTUYECKUX 3aHATUN CTYACHTBI JOJDKHBI 3HATh IIOSBIICHHE U
pa3BUTHE TEPMHUHA <«JIOKYMEHT», B3aUMOCBSI3b MOHATHH <«IOKYMEHT» M «HMH(popMauus»; GopMbl U
crocoOb! (pUKCUpOBaHMs MH(OPMAIMM HA MaTepUaIbHOM HOCHUTENE; COCTaB U Ha3HaueHUe (QyHKUUI
JIOKYMEHTA; 3BOJIIOLMIO (OopMyJisipa TEKCTOBOIO JOKYMEHTa B Pa3IMYHbIE HCTOPUYECKUE MEPUOJIBI,
COBpEMEHHbIE TpeOOBaHUS, NPEIbABISEMbIE K COCTaBICHHIO M O(OPMICHHIO  CIyX’eOHBIX
JIOKYMEHTOB; YMETb COCTaBIATh U 0QOPMIISITH OCHOBHBIE BUbl OPTaHU3ALIMOHHO-PACTIOPSIAUTEIbHBIX
JIOKyMEHTOB.

3aHATHS TPOBOAATCA C Yy4EeTOM TpeOOBaHMWI, HU3JIOKEHHBIX B 3aJaHUSIX M Ha OCHOBE
MIpeAJIaraeMbIX YIPaBICHUECKUX CUTYalUM.

3aHATUS MOTYT OBITH MPOBEACHBI KaK TPAJWIIMOHHBIM CIIOCOOOM, TaK M Ha MEPCOHAIHHOM
KOMIIBIOTEPE C MCIOJIb30BAHUEM COBPEMEHHBIX TEKCTOBBIX PEIAKTOPOB M MO CHEHHUATBHO
pa3pabOTaHHBIM METOJMYECKUM YKa3aHUSIM.

[TonroroBka K 1a0OpaTOPHBIM 3aHATUSAM IMPEIyCMATPUBAET CAMOCTOATEIBHYIO paboTy
CTYJIEHTOB II0 H3YYEHHUIO JICKIMOHHOTO Kypca, MCTOYHUKOB M JIUTEPATypbl, PEKOMEHIOBAHHBIX K
KaXJIOMY 3aHATHUIO.

Ha ka)xnom 3aHATHM IPOBOAUTCS OMPOC M KOJIJIEKTUBHAS Oecena 1o TeMe, pa3bsACHAIOTCA LEIU
U 3agaud e€ wuszyuyeHus. Pe3ynbTarbl CaMOCTOSTENBHO BBINOJHEHHBIX 33JlaHUl MpPEenojaBaTeib
NpOBEpsIeT B KOHIE 3aHATHH. [IpomyiieHHbie 3aHATHS CTYJCHTHI OTPabaThIBAIOT CAMOCTOSITENFHO B
nabopatopuu JOKYMEHTOBEACHHUS, B KOTOPO BEETCS YUeT OTpabOTOK.

[Tnaner 1TaOOPAaTOPHBIX 3aHATUN

Tema 1: JlokyMeHT U ero (yHKIHH , TOHATHUS TOKYMEHT U HHPOpMAaLUs — 8 4acoB.

Llenp 3aHATHS — aHAIM3 Pa3BUTHUS MOHATUH «HMHGOPMALMSI» U «IOKYMEHT», OIpelesIeHUe
(byHKIMN TOKyMEHTOB.

B pesyiibraTe BINOJIHEHUS 3aJaHU CTYACHT JOJDKEH:
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— umemp npeocmaegienue O B3aUMOCBS3U TOHATUH «uHpOPMALUA» M  «IOKYMEHT»,
pPa3BUTHUU TIOHATUS «JIOKYMEHT», pa3BUTUU CHOCOOOB JOKYMEHTHPOBAaHUS M HUX CBSI3U C
MaTepHaTIbHBIMU HOCUTEISIMA HH(POPMALINY;

—  YMeTb OIpeAeNsaTh GYHKIIMH KOHKPETHOTO TOKYMEHTA.
3anaHus 1J151 CAMOCTOAATEJIbHOM padoThI.

1. IIpoananu3upoBaTh ynoTpeOieHHE MOHSATHS JOKYMEHT M €ro CMHOHUMOB M0 «l'eHepanbHOMY
pernmamenty» 1720 r., «O0memMy ryGepHckomy yupexaeHuto» 1775 r., «O0memMy ydpexIeHUI0
MuHHCTEpCTB» 1811 T.

2. IIpoaHanu3upoBaTh pa3BUTHE MOHATHS «JOKYMEHT» I10 CJIOBapsM U CHELUAIBHOMN JIMTEPATypE.

3. Ilpoananu3upoBaTh pa3BUTHE TepMUHA «uH(pOpMaLus» Mo ciaoBapsM U DenepaibHOMY 3aKOHY
«O06 unpopmanyu, THPOPMALMOHHBIX TEXHOJIOTUAX U O 3aLIUTE UHPOPMALIUN

4. Ilpoananu3upoBaTh pa3BUTHE TEPMHUHA «IOKYMEHT» [0 FOCYAapCTBEHHBIM CTaHAAPTaM.

5. OmpenenuTs GYHKUUH CIEIYIOIUX JOKYMEHTOB:

- kyrmuas kabana Hukuter Ko3noBa Ha xonomna MBana [Tasnosa 23 mas 1494 rona;

- paniopt renepain-npokypopa Cenara W1.10. Tpybeukoro nmneparpuue Ennuzasere Ilerposue o
npuesze B [lerepOypr u3 SApocnasns teatpansHoit Tpynmnel @.I°. Bonkosa 3 ¢gespans 1752 roaa;

- Jlexkper CHK «O mnpaBuiax noanucaHusi ACHEXKHBIX Oymar, JOKYMEHTOB, OpJICpOB,
OTHOLICHUH, CIIPAaBOK U T.IL» OT 12 nekalps 1921 r.;

- IlocranoBnenne BIIMK u CHK PC®CP «O mnopsnke noab30BaHUS MEUYaTIMU C
rocynapctBeHHbIM repooM PCDCP» ot 15 nexabpst 1936 r.;

- nocradoBienuss LK KIICC u Cosera wmunucrepcteB CCCP «O wMepax 1o
COBEpIICHCTBOBAHUIO U yJICHIEBICHHUIO allnapara ynpasiaeHus» ot 13 okTsaopsa 1969 r.;

- @3 “O0 undopmanuu, HHHOPMAIMOHHBIX TEXHOJIOTHSX U O 3aluTe nHpopManun”.

6. IlpuBectu nmpuMepsl JOKYMEHTOB, BBITOJHSAIOMINX CIEAYOLUE QYHKIUH:

- yIpaBJieHYECKas;

- IpaBoOBas;

- COLIMAJIbHAS;

- KyJIbTypHas;

- ICTOPUYECKOTO UCTOYHUKA;

- nH(OopMaLMOHHaS;

- yuera.

Yka3aHus 10 BbINOJHEHHIO 32/ IaHUH.

1. 3yunTh 3aKOHOJATENbHBIE AKThl M BBINHMCATh BCTPEYAIOIINECS B HUX CUHOHMMBI IIOHATHS
«IOKYMEHT». BBIABHTH 3Ha4YeHHE TMOHATUH «Jeno», «Oymara», «akT», «zenoBas Oymaray,
«CHyKeOHBI JOKyMEHT», JaTb MX OIpeleIeHHe, €ClIM OHO MpPHUBEJEHO B HCTOYHMKAX.
[Ipoananu3upoBaTh, B KAKUX Clydasx YIoTpeOseTcs KaKa0e NOHITHE.

2. Ilo BBIUCKaM M3 ciIOBaped M CHelMalIbHOM JIMTepaTyphl ONpPENeIuTh, KaKue acHeKThl -
MH(POPMALMOHHBIH, TPABOBOH, YIPaBICHUYECKUH, UCTOPUYECKHNA - JIETTM B OCHOBY OIPEICICHUS
MOHATHUS «IOKYMEHT.

3-4. U3 rocynapctBeHHbix ctanmaptoB: [[OCT 16487-70 «/lemonmpon3BOACTBO W apXHWBHOE
neno. Tepmunbl u onpeaenenus»; 'OCT 16487-83 u I'OCT P 51141-98 «Jlenonpous3BoacTBO U
apxuBHoe neno. Tepmunsl u onpeneneHus»; 'OCT P 7.0.8-2013 «Jlenonpon3BoaCTBO U apXUBHOE
neno. Tepmunsl u onpenenenus»; [OCT P UCO 15489-1-2007 Ynpasnenue aokymentamu. OOriue
TpeboBanus; denepanbHoro 3akoHa «O0 uHPOpMannU, HHHOPMAITMOHHBIX TEXHOJOTHIX M O 3aIUTe
unpopmanum» ot 27 urong 2006 Nel49-D3 Beimucarh omnpeaeneHUs TEPMHUHOB «HUHDOpMALUSD) U
«IOKYMEHT» M YCTaHOBUTH, KaKH€ acIeKThl (HOCHUTEIN WH(POPMALUHU, CIIOCOOBI ee (PUKCHPOBAHUS,
IOpUIMYECcKas CHJIa IOKYMEHTa U Ap.) U QYHKLUHU JOKYMEHTA 3aJI0’KEHbI B 3THX OIpEIeIICHUIX.

5. OnpenenuTh (YHKIUK JOKYMEHTa, T.€. €rO IEJeBO€ Ha3HA4YeHHUE. BBIABUTH IMOJITMHHYIO
LIeJIb CO3JaHMs JOKYMEHTa M 3alledaTiIeHUs 3aK/IIOUEeHHOM B HeM HMH(pOpMaluM, MPOaHAIU3UPOBATH
pOJb  JOKyMEHTa B JAaHHOW CHUTyallud JIOKyMEHTOoOoOpa3oBaHus. Tak Kak  JOKyMEHT
NOJU(YHKIMOHAJEH, IEpBON YKa3bIlBaeTCcs (YHKIMS, 3aJaHHas TOKYMEHTY aBTOpoM. OHOBpPEMEHHO
OTMETHTb, KaKWe M3 Ha3BaHHBIX (PYHKUIUH TOKYMEHTa HOCAT OOIINH, a KaKue - YaCTHBIN XapaKTep.
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6. IlpuBecTn mnpuMepsl JOKYMEHTOB, OOJaJalOIIMX HA3BaHHBIMU (QYHKLUHUSAMH, YyKa3aTh
Ha3BaHME BUJA, 3aroJIOBOK U AATy JNOKyMeHTa. J[ns (QyHKIMH ydera M MpaBOBOH MOYKHO MPHUBECTH
IPUMEpPHI COBPEMEHHBIX JOKYMEHTOB, JJISl MOCTOSHHO JEHCTBYIOMMX (QyHKUIUH (MHPOPMALMOHHOM,
COLIMAJIbHON, KyJIbTYPHOH, UCTOPUUECKOIO0 MCTOUYHHKA) MPUBECTH MPUMEPhl JTOKYMEHTOB Pa3IMYHBIX
HUCTOPUYECKUX DIIOX.

KoHnTpo/ibHBIE BONIPOCHI:

1. Kak pa3BuBaIuCh MOHATUSA «MHOOPMAIHSD U «TOKYMEHT»?

2. Kakmne acmnexkTbl 4eloBeYeCKOW NeATENbHOCTH OTPaKEHbl B ONpEIENICHUSX TEepMHUHA
«JIOKYMEHT» ?

3. [lepeuncnure GyHKIMU TOKyMEHTA.

Pa3naTouHblii MaTepHuaJ K 3aHATHAM:

I'enepanbublil persiament 1720 .

O6miee rybepHckoe yupexaenue 1775r.

O6mee yupexxaenue Muauctepets 1811r.

COopHUK 3aKOHOAATEIBHBIX AKTOB M0 JIeJ0Mpou3BoacTBY (1917-1970):

5. Bblnucku ¢ OmpeeNeHUs MM TOHATHS <« JIOKYMEHT», «uH(pOpMauus» U3 cloBapei,
SHUMKIIONEAUN U CIEUAIbHON JIUTEPATYPHI.

6. T'OCT 16487-70, T'OCT 164867-83, I'OCT P 51141-98, I'OCT P 7.0.8-2013
Jlenonpou3BoOACTBO U apXUBHOE J1€510. TepMUHBI U OIIpeIeIeHMUS,;

7. TOCT 6.10.1.88 YuupunupoBaHHble CUCTEMbI JOKYMeHTauU. OCHOBHBIE MOJIOKEHHUS;

9. Meroauueckue peKOMEHJAIMKU IO pa3paboTKe MHCTPYKUUI IO JEJIONPOU3BOJCTBY B
roCy/IlapCTBEHHBIX OpraHax, OpraHax MECTHOrO caMmoymnpasieHus, yTB. IIpukazom Pocapxmsa ot
24.12.2020 Ne 199 // [OnextpoHHblii pecypc]. — M., 2021. — Pexum pocryna: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.

I'OCT P UCO 15489-1-2019 Hammonanpusiii cranmapt Poccuiickoit ®@enepanmn. Cucrema
CTaHIapTOB 1O HH(oOpManuy, OUOIMOTEYHOMY U H3JaTenbckoMmy neny. Hudopmandus u
JOKyMeHTalus. YmpasieHue aokyMeHTamu. Yacte 1. IloHsatus u npuHuunsl. // [DIeKTpOHHBII
pecypcl]. — M., 2021. Pexum JIOCTYyTIa: http://
http://www.consultant.ru/document/cons_doc LAW_329486/ .

10.denepanbublii 3akoH «O0 uHbopManyy, WHGOPMAIMOHHBIX TEXHOJOTHUAX M O 3alluTe
uHpopmanun» ot 27 urosst 2006 Ne149-03

AW =

Tema 2. Cioco0bl JOKYMEHTHPOBAHMS U MaTepHaJIbHbIe HOCUTEeIH MHpopManun

Llenb 3aHATHS — U3yUYEHUE PA3IMYHBIX CIIOCOOOB 3ameyaTiieHus HH(POPMAIIHH.

B pesynbrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJKEH:

— 3Hamb (QYHKIUHM JIOKYMEHTa, CHOCOOBI 3amedyarieHuss MHQPOpPMAaluu, 3Tamnbl pPa3BUTHSA
TEKCTOBOT'O IOKYMEHTHUPOBAHUS
3anaHus AJ151 CAaMOCTOATEIbHOI padoThI.

- W3yunTh 3TAIBI TEKCTOBOTO TOKYMEHTHPOBAHUS, O3HAKOMHUTHCS C 00pa3aMu MUKTOrPaMM H
JIOTOTpaMM, JaTh UX KPaTKyI0 XapaKTEPUCTUKY .

- O3HakOMHTBCS C o0Opa3lamMu TEXHHYECKHX JIOKYMEHTOB M 3alHcaTh WX COJEp)KaHUe
TEKCTOBBIM CIIOCOOOM.

Yka3aHusi 10 BBIIOJHEHHIO 32/ 1aHU .

1. I3yunTh NUKTOrpaMMBbl U JIOTOTPaMMBl, IIPEICTABICHHBIE B KOJUIEKIUU. J[aTh onucanue 1-2
nukrorpamm. IIpoBecTtu aHanu3 3HAKOB JIOTOIPAMM, YUMTBHIBAs IPU ATOM, YTO 3HAKY COOTBETCTBYET
CJI0BO. 3apucoBath 2-3 oOpasla 1 ONpeeIUuTh NPEUMYIIECTBA U HEOCTATKU JIOTOTPAMM.

2. U3yuuts 1-2 yepTerxa U TEKCTOBBIM CIIOCOOOM 3aIucaTh UX COJIEp/KaHUE.

KoHTposbHbIE BOPOCHI :

1. KaxoBbl 3Tamnsl pa3BUTHsI TEKCTOBOTO IOKYMEHTHUPOBAHUS ?

2.KakoBbl crtocoObI 3arevyaTieHuss HHhopManuu ?

3.Kakue crnocoObl JOKyMEHTHPOBAaHUS MTOSIBUIKCH B 19 Beke?


http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
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9.1.1.1 JIuteparypa:

beikoBa T.A. JlokymMeHTampoHHOE oOecreueHrne ympaBleHUs  (JIEITOMPOU3BOJCTBO)
[OnexTponHsIii pecypc]; yueoHoe mocodue/ T.A. brikoBa, T.B. Ky3nenona. -2-e uza. nepepad. u gom.
— Mocksa: Undpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/
Pa3aaTouyHbiii MaTepuas K 3aHATHIM:

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

Ha6op mutakaros.

Crnaiiipl 10 UCTOPUU PA3BUTHSI CIIOCOOOB IOKYMEHTUPOBAHMSL.

Tema 3. @opmyasip JOKyMEHTA U ero cocraBHble yactu. Mcropusi pazsurusi popmyiisipa
aokyMmeHTa — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek.

®opmymsap nokymenra XVI - XVII BB. —

Lenp 3aHATHA — BBIABICHHE 3aKOHOMEPHOCTEH CKJIAZBIBAHUS U pa3sBUTHA (opMmyIsipa
TEKCTOBOro ciykedHoro nokymenta X VI-XVII Bs.

B pesynbrare BeINONHEHN 3aJaHUI CTYAECHT JOJDKEH:

— umemb npedcmagienue O CKIAJAbIBAaHUU U pa3BUTUU (HOpMYIIsipa TEKCTOBOTO JTOKyMEHTa B
IIPUKA3HOM JIE€JIOIPOU3BOJCTBE;

— 3namp Bunbl nokymeHToB XVI-XVII BB., coctaB ¢opMmyinsipa; Ha3BaHUS PEKBU3UTOB U
HOPSI0K UX OpOpMIICHHUS;

— yMeTb ONHChIBaTh KOHKpEeTHBIE MOKyMeHThI X VI-XVII BB., cocTaBisas ux Gopmysipsl.
3agaHus 17151 CAMOCTOSITEILHON PadoThI.

1. U3y4nTh BUIBI U pa3HOBUIHOCTH JTOKYMEHTOB :

1.1 Ilo kpaTkoMy cJIOBapi0 BUIOB M Ppa3HOBUIHOCTEH JOKYMEHTOB BBIIHCATh BHJBI
JIOKYMEHTOB;

1.2 [1o KONIEKIUH BBIIBUTH BU/IbI JOKYMEHTOB, OOBSICHUB METOJ ONPEACTICHNs KaX/10r0 BU/A.

2. BbIsiBUTH U onucaTh 0OCOOEHHOCTH 0003HAYEHUS aBTOpa JIOKyMEHTa, YKa3as :

- CITy>K€OHBIN MJIM JIMYHBIN JTOKYMEHT;

- KOJUIEKTUBHBIN WJIM UHAUBHUYyaJIbHBII aBTOD;

- (hopMy 0003HaUEHHS AaBTOPCTBA, MECTO €TI0 PACIIONOKEHHS B (hOpMyJIIsipe JOKYMEHTa;

- 0COOEHHOCTH OTIpe/IeNICHUs aBTOpa.

3. Ilpoananu3upoBaTh COCTaB U COCOOBI 0003HAUEHHSI PEKBU3UTA «ajipecaTy :

- BBIIUCATh MPUMEPHI aJIPECOBAHNUS JOKYMEHTOB;

- U3Y4UTh COCTaB, CIIOCOO HAMMCAHUS aIPECcaToOB TOKYMEHTOB, OCHIAEMbIX U3 HUKECTOSIIETO
YUpeXJIEHUS B BBILIECTOSAIIEE, JOKYMEHTOB, KOTOPHIMA OOMEHUBAIIUCH PABHOCTOSIILINE YUPEXKICHUS, 1
JIOKYMEHTOB, HAaIIPaBJISIEMBIX U3 BBIILECTOAIIUX YUPEXKIECHUN B HIKECTOSIILINE.

4. N3yuuTh criocoObl JaTUPOBKU JOKYMEHTA :

a) ONpPE/EINTh AaThl U3yYaeMbIX JOKYMEHTOB;

0) yCTaHOBUTH NPU3HAKHU JATUPYIOLETO XapaKkTepa;

B) IIEPEBECTH YCTAHOBJIEHHBIE JAThl C 3Pbl «OT COTBOPEHMSI MHMpa» Ha 3py «OT POXKAECTBA
XpHCTOBay, C FOJIMAHCKOTO KAJICHApsl HA TPUTOPUAHCKUH.

5. H3yunth cocTaB ynOCTOBEPEHHUS [OKyMEHTA : ONPEACIUTh HAJIWYHE, COCTaB, MECTO
PaCIIOJIOKEHUS TOANKMCH U CKPETIBI.

6. Onucarp XxapakTep OTMETOK Ha JOKyMeHTax. ONpenenuTs UX Ha3HAYCHHUE.

7. Onpenenuth TPaJAULIMOHHO-CIOXKUBIIYIOCS CTPYKTYPY TEKCTa U OCOOEHHOCTH H3JI0KEHUS
COJIepXKaHUs OTJENbHBIX BUJIOB JJOKYMEHTOB (4eI00UTHAsA, TPaMOTa, OTIUCKA).

Yka3aHus 110 BbINOJHEHHUIO 32 IaHUM:
3aganus Ne 1-6 MOXKHO BBIIOJIHATE C IIOMOIIBIO TAOJIMIIBI CIICIYIOMICH (hOPMBI:

Bun ABTOD Anpecar Hara Cocras OtmeTka Ha
JIOKYMEHTa YAOCTOBEPEHUS JOKYMEHTE



http://znanium.com/go.php?id=942800/
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1. BreimucaTh Ha3BaHHs BHJIOB JIOKYMEHTOB, OOpaTWB BHHMaHHE Ha KOJMYECTBO BHUJIOB M
pasnHoBuaHocTel B X VI-XVII BB.

Bunbl NOKYMEHTOB cleAyeT BBIIUCBIBATH IO CIEAYIOIIMM TIPYIIaM: paclopsIUTENIbHbIE
JIOKYMEHTBI (HalpuMep, yKasbl, IpaMOThl, HaKa3Hble, NaMATH), Mepenucka (MaMsTH, OTIHCKH,
4eJIO0UTHBIE U T.I1.).

Bunbl TOKyMEHTOB U3Y4YUTh TaKXKe M0 KOJUIEKIIMHM KOMHUI JOKYMEHTOB. Tak Kak OOJbIINHCTBO
JTOKYMEHTOB HE MMEET BBIJICJIEHHOT0 0003HaUEHHsI BHJIa WM Pa3HOBUAHOCTH, TO HAJ0 UX ONPEAETUTh
CaMOCTOSITEJIbHO W ONUCaThb METOJbl OmpefeNeHuss (aHalu3 TeKcTa, chneunduka HU3I0KEeHUs
COJIep KaHUS MU CIIOKUBILASCS HepapXus JOKYMEHTOB).

2. ITo xomrekuu XVI - XVI BB. BHUMATENBHO POYUTATh COACPIKAHNE KAXKIA0r0 JOKYMEHTA U
yKa3aThb aBTOpa - cO3AaTelis JOKyMeHTa (y4dpexkIeHHe) M IMOAPOOHO OOBICHHUTh, KaKUM 00pa3zoM
YCTaHOBJIEH JIaHHBIN aBTOP.

3. BuuMaTenbHO NpOYUTaTh JOKYMEHTHI MPEATOKEHHON KOJJIEKIIMM M CTOJI0LA U ONpPEeTuTh
MECTO PacIoIOXKEHHs aJipecara, ero cocTaB U (opMy, BBIIMHCATH HECKOJIBKO IPUMEPOB.

Jlnist aHanmm3a JOKYMEHTOB, KOTOPHIMU OOMEHHUBAIIUCH YUPEKICHUS, CIeTyeT B3sTh TAKUE BUIIbI
KaK yKa3, rpamoTa, ueioOuTHasi, oTnucka. [Ipocieautrs u BbImMcaTh NpuMepbl 0GopMIIeHUS B HUX
azgpecaTa W IO COACPKAHMIO OIPENEIIUTh KOHKPETHBIE YUPEKIEHHUS, KOTOPBIM aJpEecOBaHbI
JIOKYMEHTBI.

4. YcraHOBUTH JaTy CO3JaHUs JOKyMEHTa - TOYHYIO, NPUOJIMKEHHYIO, BEpPOSTHYIO C
NOJPOOHBIM OOBSCHEHHEM JATHPYIOIIET0 IpH3HaKa (coiepiaHHe IOKYMEHTa, BpeMsi JeWCTBUS
UCTOPUYECKHX JIUI] U T.1.). YCTAaHOBJICHHYIO 10 3P€ «OT COTBOPEHUs Mupa» (Hampumep, 7168, koraa
nepBas nudpa omyckaiack - 168) maty mepeBecTH Ha 3py «OT POXKIAECTBA XPUCTOBay. s 3TOro OT
udpel 7168 Boruects udpy 5508 nau 5507 (ans coObiTuil MapToBcKOro ctuist) u 5508 miu 5509
(st coObITHl ceHTsIOpbckoro ctuist). K nHio mecsina cienyer nmpuOaBUTh LHUQPY JECSATh, YTOOBI
IIOJIyYUTh AATy 110 HOBOMY CTHIJIIO.

5. CoctaB yaocTOBepeHuUsl JOKyMEHTa HayaTh U3y4yaTh CO CTOJIONA, 10 KOTOPOMY ONPEIEIUTh
MECTO MOJIHUCH (KIIPUMHUCH») U XapakTep ee HanucaHus. [1o KOJIJIeKIMH BBIAICHUTD COCTAB CITY>KHIIBIX
JIOJIEH, MOANKCHIBAIOIINX U CKPETUISIONUX JOKYMEHTHI.

6. BeimucaTth BCE OTMETKM Ha JJOKyMEHTax, OTMETUB MECTO MX HAIMCAHMs, UX Ha3HAYCHHE U
MCIIOJIb30BaHUE JIs1 YTOUHEHHUS XapaKTEPUCTUKHU TOKYMEHTA.

7. IlpoaHanu3upoBaTh HECKOJIBKO BUJIOB JOKYMEHTOB, YCTAHOBHUTH, UMEETCS JIM XapaKTEpHas
JUISL K&KIOro BUJA CTPYKTypa TEKCTa, KAKUMH YCTOWYMBBIMU CIIOBOCOYETAHUSIMU OTIMYAETCS OJUH
BHJ OT APYTOTO.

Jnist aHanmM3a MOXKHO B3SITh TaKWE BUIBI JOKYMEHTOB KaK YKas3, MaMsTh, YeJIOOUTHAs, OTITHCKA.
Marepuaiibl aHaJIU3a JIydlle IpeJCcTaBUTh B TAOJUYHOM (opme :
Bun nokymenrta Brenenne OcHoBHas 4acTh BakmroueHue

KouTtpoJjibHbIe BONPOCHI:

1. Yem omnpenensiyiach CTPYKTypa TEKCTa 1 HAMMEHOBaHUE BUJA JOKYMEHTa ?

2. KakoBbl 0COOEHHOCTH BHEITHETO OOPMIICHUS TOKyMEHTa ?

3. Kakue nmpu3Haku NOMOraroT OnpeieuTh aBTOPCTBO TOKYMEHTa 7

4. Kak ompenenuth BpeMsi COCTaBJICHHS AOKyMeHTa ? OcCOOEHHOCTH OOO3HAYEHHUS [AThI
nokymenta X VI - XVII Bs. ?

5. Kak ynocroBepsiiich 1OKYMEHTHI ?
Pa3narounblii MaTepHaJ K 3aHATHAM:

1. CronGen XVII B.

2. Komnexuun konuit nokymentoB XVI-XVII BB.

3. KpaTkuii ciioBapb BUJIOB U pa3HOBUAHOCTEHN TOKyMEHTOB.

®Dopmymsap nokymenra XVIII B. —

Lenp 3aHATUS — U3YYEHUE PA3BUTHUS U OCOOECHHOCTEH (POPMYIISPOB CIIyKEOHBIX JTOKYMEHTOB
XVIII B.
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B pesyibrare BBINIOJIHEHMS 3aJaHUM CTYIEHT JOJIKEH:

—  umemsp npeocmagnenue 0 3aKOHO/IaTE€JIbHOM peryJimpoBaHuU mporecca
JOKYMEHTHPOBaHUS U pa3BUTHU GopMmyJsipa fokymenTa X VIII B;

— 3Hamp 3aKOHOJATEIIBHBIE AKTHI, PETJIaMEHTUPYIOIIME MOCTAaHOBKY JEJIONPOU3BOJICTBA B
XVIII B, BUIBI JOKYMEHTOB, COCTaB (GOpMyJIsipa TOKYMEHTa, paBuiIa opopMICHHUS PEKBU3UTOB;

— yMeTb ONHCHIBaTh KOHKpEeTHBIE TOKyMeHThI X VIII B., cocTaBisis ux GpopMyIisiphl.
3anaHus AJ151 CAaMOCTOSITEJIbHOM padoThI:

1. U3yunTh BUBI U pa3HOBUIHOCTH JTOKYMEHTOB:

- BBIIUCATh BUJIbI IOKYMEHTOB, YCTAaHOBJIEHHBIE [ €HEpaIbHBIM PETIIAMEHTOM

- u3 «Kpartkoro cioBapsi BU0B U pa3HOBUIHOCTEN JOKYMEHTOBY BBIIHMCATh BUJbI IOKYMEHTOB
XVIII B.

- U3 JIeJl MECTHBIX YUYPEXIACHUN BBINMHMCATh BCE BHJbI JOKYMEHTOB U OTMETUTh U3MEHEHHS B
TEXHUKE IOKyMEHTHUPOBAHMSL.

2. Ha npumMepe 10KyMEHTOB MECTHBIX YUPEKICHHUM MPOAHaTN3UPOBATh CIOXKUBIIMECS MpaBuiIa
HaIMCaHMs aBTOPA, BBISIBUB:

a) 0co0eHHOCTH O(OPMIIEHHUS aBTOPA CIIYKEOHBIX U JINYHBIX IOKYMEHTOB

0) 3aBUCUMOCTH 0003HAUEHUS PEKBU3UTA «aBTOP» OT 0003HAYEHUS ajipecara J0KyMEHTa.

3. IIpoananu3upoBaTh 0003HAUEHUS PEKBU3UTA «apecaTy:

a) BbIMUCaTh W3 ['€HEpaIbHOro perjaMeHTa ONHCAHUE CHUCTEMbl NHUCBMEHHBIX CHOIICHUH
3BEHBEB aIApaTa yIpaBICHU

0) MO JOKYMEHTaM MECTHBIX YUYPEXACHUH omnMucaTh MOPAAOK O(OPMIICHUS PEKBU3UTA
«agpecar», OTMETUTb OTJIMYUTEIbHbIE OCOOCHHOCTH NOpSAAKa aJpecoBaHUS JOKYMEHTOB IIO
cpaBHeHuro ¢ XVI-XVII BB.

4. Onucatb NOPSAJOK JATUPOBAHUS TOKYMEHTOB. [laTh puMephl BceX BUJOB JaT C MEPEBOJIOM
UX Ha TPUTOPUAHCKUI KaJeH1aphb.

5. M3yunTh cocTaB y10CTOBEPEHUS JOKYMEHTOB:

- BBIIUCATh U3 [ eHepanbHOro peraaMenTa paBuiia y10CTOBEPEHUS IOKyMEHTOB

- OmMcaTh COCTAB MOAMKUCH IO JOKYMEHTaM MECTHBIX YUPEKACHUM.

6. Onucatb BUJIbI OTMETOK Ha JOKYMEHTaX.

7. 3y4uTh NPUHIIMIIBI OPTaHU3AIINN TEKCTA HECKOJIBKHUX BUIOB JOKYMEHTOB.

8. CocTaBUTh (HOPMYJIISPHI IBYX JTOKYMEHTOB.
Yka3aHus 110 BbINOJHEHHIO 32JaHUH

1. BbIIBUTH BUJBI JOKYMEHTOB, YCTaHaBIMBAacMble | €HEpaIbHBIM PEryIaMEHTOM, AOMOJIHUTD UX
BugamMu aokymeHToB XVIII B., nmpuBenéunsiMu B «KpaTkom cioBape BHIOB M Pa3HOBHIHOCTEH
JIOKYMEHTOB» U BBINKCATh UX onpeneneHus n3 Ciosapsi.

W3yunth NOKyMEHTBI €l MECTHBIX YUYPEKICHHH, BBIIUCHIBasT HAMMEHOBAaHUS BUIOB U
oOpalasi BHUMaHHE Ha TEXHUKY JTOKYMEHTHUPOBAaHUS, BOJSHbIC 3HAKH, FepOOBYyIO Oymary.

2. 3amanus Ne 2-6 MOKHO BBITIOJIHATB C TIOMOIIBIO TAOJIHIIBI CIISAYIONMEH (OPMBI:
Bun Amtop: |Anpecar: |[lara: |Texkcr: Cocras OTMmeTka Ha
JIOKYMEHTA! (xp. comep.) YIAOCTOBEPEHHUS  [TOKYMEHTE

OOpatuTe BHMMaHHE HAa MECTO PACIOJIOKEHUS PEKBU3UTA «aBTOP»U OMHMCATh IpPaBHJIA €ro
o(opMIIeHHS B 3aBUCUMOCTH OT PEKBU3UTA «aJpecaTy.

3. UByuuts no I'eHepanbHOMY perjiamMeHTy W JOKYMEHTaM MECTHBIX YUpEXKJIEHUH IpaBHiia
odopmIIeHHs PEeKBU3UTA «aJipecaT». Brimucarh mpaBuia U NpuMepsl apecoBaHusl.

4. Ilpoananu3upoBaTh BCE MMEIOIIMECS AATHl B JOKYMEHTE M ONPEEIUTh UX HAa3HAuYCHUE,
BBIIIMCATh IPUMEPHI U OIIMCATH MECTO PACIIOIOKEHUS KaX 101 1aThl.

5. W3yunTh mnpaBuia yAOCTOBEPEHHUS JIOKYMEHTOB IO ['€éHepallbHOMY peErjiaMeHTty. 3aTreMm
pOaHaIU3UPOBaTh 0POPMIICHUE OJNHUCH B IOKyMEHTaX, BUJIbl IIeUaTeH.

6. Beimucatb Bce OTMETKHM Ha JJOKYMEHTaX, yKa3aB, Kakue U3 Hux nossuinck B X VIII B.
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7. 1o I'enepanpHOMY pErjaMEHTy Ha IPUMEpE MPAaBWII COCTABJICHMS MPOTOKOJA OIPEACINUTh
TpeOoBaHus, npeabsasiasieMble K TekcTy (ri. VI, XXX). BHumaTenbHO yuTas TEKCTHI HECKOJIBKUX
JIOKYMEHTOB, OIHUCAaTh UX CTPYKTYpY, MPOCIEKHUBAsI €€ U3MEHEHHE B PA3IMUHBIX BUIAX; NPUBECTH
IpUMepHI BUJIOB TpadapeTHBIX JOKYMEHTOB, OTMEYasi KAaKUM IyTeM IPOBOAUIIACh TpadapeTusarms.

8. Onucarh JOKYMEHTHI 110 CIEAYIOLIEH CXEME:

- BUJI (pa3HOBUHOCTB)

- aBTODp

- agpecar

- TEKCT

- 1ara

- COCTaB yJ0CTOBEPEHUs

- IOJTUHHOCTD (KOMUIHOCTB)

KonTpoJsbHbIe BOPOCHI

1. HazoBute ocobennoctu Gpopmbl nokymenta XVIII B. ?

2. Kakume TpeOOBaHUS TPEeNbABIAIOTCA K OQOPMIIEHHIO MPOTOKONa 1o ['eHepaibHOMY
periaMenty?

3. B uem nposiBUiIach TEHAEHIMS K YHU(PUKALUU TOKYMEHTOB ?

4. Onumure CcUCTeMY NHMCbMEHHBIX CHOIIEHUN 3BEHbEB ammnapara YIpaBieHUS II0
I'enepanbHOMY pernameHTy ?

Pa3naTouHblii MaTepuaJl K 3aHATHAM

1. I'enepainbHblil pernament 1720.

2. JIOKyMEHTHI (1e71a) MECTHBIX yupeKIeHHi 18B.

3. KpaTkuii ciioBapb BUJI0OB U Pa3HOBUAHOCTEHN TOKYMEHTOB.

®opmysap nokymenrta XIX Beka —

Llenp 3aHATUS — U3yUYCHHE Pa3BUTHS M OCOOEHHOCTEH (POPMYIIIPOB CIyk EOHBIX JOKYMEHTOB
XIX B.

B pesynbrare BeINONHEHN 3aJaHUI CTYACHT JOJDKEH:

— umemb npeocmaeieHue O  PpErIAMEHTalMU  IIpoliecca  JIOKYMEHTHPOBAaHHS B
3aKoHOJaTenbHbIX akTax XIX B., pa3BuTuu (opMmysspa TOKYMEHTa, TEHACHIUAX TpadapeTusanun
JIOKYMEHTOB;

— 3Hamb BUIbl 10KyMeHTOB XIX - B., 0COOEHHOCTH UX O(QoOpMIIeHHs, cocTaB (popmyisipa,
MOSIBJIEHHE OJIAaHKOB U UX BHJIbI, MTOSIBJIEHUE OTMETOK Ha JOKYMEHTaX, OTPaKAIOIIMX MX JABM)KEHUE B
YUPEKIACHUU U paboTy C HUMH.

— yMeTb aHAJM3UPOBATh KOHKPETHBIC JOKYMEHTHI XIX B.; COCTaBIIsAsA MX (HOPMYJISPHL.
3agaHus 17151 CAMOCTOAITEJIbLHOM PadoThI

1. 3yuuTh BUJBI U PA3HOBUIHOCTU JJOKYMEHTOB.

2. BbIsBUTH OCOOEHHOCTH O(QOPMIICHHMS PEKBU3UTA «aBTOP», OMHUCATh COCTaB OJIaHKAa U €ro
BU/IBL.

3. I3y4nTh TEKCT JOKYMEHTA.

4. Onucatp NOPSAAOK aIpeCcOBaHUs JOKYMEHTA.

5. Bommcath AaTel cocTaBieHHs, OOpaOOTKH, MOANUCAHUS M Jp., yKa3aTb MECTO HX
PaCIIOJIOKEHUS.

6. IIpoanannu3upoBaTh XapakTep yAOCTOBEPEHUS TOKYMEHTA.

7. Onucatb BUJIbI OTMETOK.

8. CoctaBUTH (POPMYIISAPHI 2-X TOKYMEHTOB.

Yka3aHusi 10 BBINOJHEHHIO 3a/1aHU I

1. Hauunate paboTy cleayeT ¢ pacCMOTpEHHs el Y4YpeKICHHs. BBIABUTH M BBINUCAThH
Ha3BaHMS BUJIOB IOKYMEHTOB:

- M3/1aBaE€MbI€ BBILIECTOSALIMMH OpPraHaMu;

- IOCBLIIAEMbIE PABHBIM YUPEKACHUSM;

- IPE/ICTABIISIEMBIE B BBIIIECTOSIIINE YUPEIKICHUS;

- 0OpMIISIIOLINE BHYTPEHHIOKO 1E€ATEIbHOCTb.
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N3 «KpaTtkoro cnoBaps BHUAOB U Pa3sHOBUJHOCTEH JOKYMEHTOB» BBIIHCATh OIPEAEICHUS
BBISIBJIEHHBIX BUJIOB TOKYMEHTOB XIX B.

2. Onucare NOpSAAOK OQOPMIICHHSI PEKBU3UTA «aBTOP» B PA3IMUYHBIX BHJAX JTOKYMEHTOB,
BBINIMCATh HECKOJIbKO THUIOB OJIAHKOBBIX HAJANUCEH M OmpeAenuTh uUx cocTtaB. [lo komruiekcy
JIOKYMEHTOB TNPOCJEIUTh, KaKue BHJIbI JOKYMEHTOB NMUIIyTCS Ha OJlaHKax, Kakue 0e3 0003HaYeHHA
OJIaHKOBBIX HAAMHCEH.

3. Ilpoanann3upoBaTh HECKOJIBKO BHMJIOB JIOKYMEHTOB, YKa3aB CTPYKTYpy TEKCTa, BBIIIHCAB
IpUMEphl NPUMEHEHUS  «KaHUEIIpU3MoB». OTMETUTb, HACKOJIbKO YCWIMIACh TEHACHLHUA
Tpadapernzanuu (BbIMKUCATh NPUMEPHI TpadapeTHBIX U TUIIOBBIX TEKCTOB).

4. Tlpu omMcaHuu MOpsAJKa aJAPECOBAHUS YCTAaHOBUTH 3aBUCUMOCTb O(OPMIICHHS PEKBU3UTA
«amgpecar» OT Uepapxuu yupexacHui. [IpuBectu npumepsl apecoBaHus B BBIILIECTOSIINE, PABHBIE U
HIDKECTOSIIEE YUPEIKICHUS.

5. Beinucars npuMepsl JaTUPOBKHA U IEPEBECTU AaThl HAa HOBBIM ctwib. B XIX B. pasHuna
MEXKy CTWIIAMH paBHs1ach 12, B XX B. — 13 qHAM.

6. Bremmcars npumepbl NOANMCAHUA JOKYMEHTAa B MHCTAHLMAX Pa3HOM INOJYMHEHHOCTH H
OIMUCaTh COCTAB MOJIHCH.

7. BeinucaTtbh OTMETKH Ha JOKYMEHTAaX U yKa3aTh UX Ha3HAYEHUE, MECTO IIPOCTABIICHUS.

8. @opMyJISIpBI JOKYMEHTOB COCTABUTH 10 CXEME, MPEJIOKEHHON B TPETHEM 3aHATHH.
KoHTpoJibHBIE BONIPOCHI:

1. B yem nposiBuiiach TeHAECHINS K YHUPUKAaUUU GOPMBI U TEKCTa JOKyMeHTa ?

2. Yto Takoe TpadapeTHbIi U TUIIOBOM TEKCTHI ?

3. HazoBuTe coctap OmaHka TOKyMeHTa ?

4. Yem onpenensiics XapakTep aIpecoBaHus JOKyMeHTa ?

Pa3znaTouHblii MaTepuaJl K 3aHATHAM
1. dena yupexxnenuii 19 B.
2. Kparkuii cinoBapb BUJI0B U Pa3HOBHJIHOCTEHN JJOKYMEHTOB.

Tabauma
Ananu3 oopMIICHHS PEKBU3HTOB JOKYMEHTOB B X VI- XIX BB.

HanmMeHnoBaHue T0KyMEHTOB OcobenHoct 0hOpPMIICHHS PEKBU3UTA
B XVI-XVII BB. B XVIII B XIX

Bun noxymenra
ABTOD
Anpecar
Tekcr:
BBEJ/ICHHE
OCHOBHasl 4acTb
3aKJIIOYEHUE
5. Jlatel
COCTaBJICHUS
MOy YEHUS
perucTpanuu
6. CocTaB yJOCTOBEPEHHUS
7. OTMETKU HA JOKYMEHTE

AW N —

Dopmyap nokyMeHTa XX BeKa. —
Llenb 3aHATUS — U3yUYCHHUE Pa3BUTHS M OCOOECHHOCTEH (OPMYIIIPOB CIyX eOHBIX JOKYMEHTOB
XX B.

B PE3yJIbTAaTC BBITIOJIHCHUSA 3aJaHui CTYACHT HOJIPKCH:
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— umemb npedcmaenenue O  PETJAMEHTAlMM  IIpoLecca  JIOKYMEHTHPOBaHUS B
3aKOHOJATEIbHBIX akTaX XX B., Pa3BUTUU (GOpMyIsipa TOKYMEHTa, TCHICHIMAX TpadapeTH3anun
JIOKYMEHTOB;

— 3Hamp BUABI JOKyMeHTOB XX - B., 0COOEHHOCTH HX OGOpMIEHHs, cocTaB (opmyIisipa,
NOSBIICHHE OJIAHKOB U UX BUJIbI, MOSBICHUE OTMETOK HA JJOKYMEHTaX, OTPAKAIOIIUX UX JIBUKEHUE B
YUPESKIACHUN U paboTy C HUMH.

— yMeTb aHAJIM3UPOBATh KOHKPETHBIE JOKYMEHTHI XX B.; COCTABIISIS UX (POPMYIISPHI.
3ananus AJi1 CaMOCTOSITENIbHOM paboThI

1. 3yuuTh BUIBI M PA3HOBUJHOCTH JJOKYMEHTOB.

2. BpiaButh 0coOeHHOCTH O(OPMIICHUS PEKBU3UTA «aBTOp», OMHCATh COCTaB OJIaHKa M €ro
BUJIBI.

3. 3y4nTh TEKCT TOKyMEHTA.

4. Onmcath NOPSIIOK aIpecOBaHUs JOKYMEHTA.

5. Beimucate naThl cocTaBieHMs, OOpaOOTKH, MNONANMUCAHUS U Jp., YyKa3aTb MECTO HX
PacIoIoKeHUs.

6. [IpoaHann3npoBaTh XapakTep yIOCTOBEPEHUS JOKYMEHTA.

7. OnucaTb BUJbI OTMETOK.

8. CoctaBUTh (POPMYJISPHI 2-X TOKYMEHTOB.

Pa3zpaTouynbiii MaTepuaJ K 3aHATHAM

1. dena yupexnaenuii 20 B.

2. Kpatkuii ciioBapb BUI0B M Pa3HOBUIHOCTEN JOKYMEHTOB.

3. COOpHUK 3aKOHOJATENbHBIX aKTOB IO Aesonpou3BoAcTBY (1917-1970rr.) — Yueb. nocodue
nox pex. A.3. Jlupmmna. — M. MIT'MAU, 1973. — 157 C.

Tema 4. @opmy.isip COBPEMEHHOI0 YIIPABJIECHYECKOI0 JOKYMEHTA: NPaBHJIa 0()OpMIICHHSA
PEeKBH3HTOB

Llenp 3aHATHA — H3Y4YEHUE COBPEMEHHBIX TpPeOOBaHMH TrOCYJAapCTBEHHBIX CTAHIAPTOB U
HOPMATHBHO-METOJMYECKUX aKTOB K OOPMIICHHIO CITYKEOHBIX TOKYMEHTOB.

B pesynbrare BhINOTHEHUS 3aJaHUN CTY/AEHT JIOJKEH:

— umemv npedcmaeiienue O TCHACHIUSIX PAa3BUTHA AOKYMEHTA M MPHHIMIAX TOCTPOCHUS
bopmysipa-o6pasiia OpraHu3alMOHHO-PACTIOPIUTEIbHBIX JOKYMEHTOB;

— 3Hamb COCTaB PEKBH3UTOB M TPeOOBAaHWS TOCYIAPCTBEHHOTO CTaHmapra K odopMieHHIo
JIOKYMEHTA.

— 3HATh COCTaB PEKBM3MTOB M TpeOoBaHms [IpaBmn nemomnponsBoAcTBa B (pemepaibHBIX
OpraHax MCHOJHUTENIBbHOM BIacTu 1 MeTOAMYECKUX PEKOMEHIAINM K COCTABICHUIO JOKYMEHTOB.

— yMeTb TPOEKTUPOBATh OJAHKH [TOKYMEHTOB YUPEKICHUH W WMETh HAaBBIKM DPaOOTHI C
rOCyJapCTBEHHBIMM CTaHJIapTaMHU U METOAMYECKUMH YKa3aHUSIMU MO UX BHEAPEHUIO U IPUMEHEHHUIO.
3aganus 1J15 CaMOCTOATETbHOI PadoThI

N3yunTh KOMIUJIEKT HOPMAaTHUBHO-METOAWYECKHX JOKYMEHTOB 10 JOKYMEHTHUPOBAHMIO
YIPaABICHYECKON AEATENBHOCTH : MeTOJMUecKue PEeKOMEHIAIMH IO pPa3paboTKe HHCTPYKLIUH MO
JIENIONPOU3BOJCTBY B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIMpaBJICHUS, YTB.
ITpuxazom Pocapxusa ot 24.12.2020 Ne 199.

[TpumepHass MHCTPYKLUS IO JAEIONPOM3BOJCTBY B TOCYAAPCTBEHHBIX OpraHU3alMsiX, YTB.
[Tpukazom Pocapxua ot 11.04.2018 Ne 44) // [DnexTponnsiii pecypc]. — M., 2019. Pexxum nocryma:
http://www.consultant.ru/document/cons_doc LAW_305137/.

IoCT P 7.0.97-2016. Hauumonanenelii cranpapt Poccuilickoit ®enepanuu. Cucrema
CTaHIApTOB 1O HHpOpMauuu, OHOIMOTEYHOMY W H3AaTenbckoMy jeny. OpraHu3aloHHO-
pacnopsanTenbHas JOKyMeHTanus. TpeOoBaHUS K O(QOPMIICHHIO JOKYMEHTOB // [DIEKTPOHHBIH
pecypc]. — M., 2019. Pexxum nocryna: http://www.consultant.ru/document/cons doc LAW_216461/.

1. U3yuutrs [OCT P 7.0.97-2016 ¢ TpeboBaHUSMH K OGOPMIICHHIO TOKYMEHTOB, OMPEICITUTh
€ro CTPYKTYypY, COCTaB pa3zesioB.

2. U3yuuts TpeboBanus 'OCTa k O1aHKy JOKYMEHTA.
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3. Ilpoananu3upoBaTh MPENTIOKEHHYIO KOJUIEKLHIO JIOKYMEHTOB, OINPEIEIUTh PEKBU3UTHI,
yKa3aTh HEJOCTATKU B UX PACIIOJIOKEHUHU U 0QOPMIICHHUH.

4. CocTaBUTh Ha OCHOBAaHUM pa3JaTOYHOro0 MaTepuana OjaHKu (OOUMi M JUIi MUChMA)
OpraHu3aluil U OPeanpHUsITH pa3iuYHBIX (OpPM COOCTBEHHOCTHM C BapUaHTaMH IPOJOJBHOTO H
YIJIOBOTO PACIOI0XKEHUS PEKBU3UTOB.

Yka3aHusi 10 BbINOJHEHHIO 3a/1aHNS.
1.U3yunts TpeOoBaHMA K cOCTaBy U O(OPMICHHIO DPEKBU3UTOB JOKYMEHTOB U OJAHKOB,
u3noxxeHHele B “IlpaBuiax Ienonpou3BOACTBa B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoyTpaBlIeHUs’, YTBEP)KIACHHBIX Mpuka3zoM PocapxuBa ot 22.05.2019 N 71. (cm. paszmen 2
“JIoOKyMEHTUPOBAHHE YIIPABIECHYECKON ACATEIHHOCTH )
2. U3yunth TpebGoBaHMs K O()OpMICHHIO OJIAHKOB M PEKBU3UTOB JIOKYMEHTOB o HarmonanbHOMY
craugapry ['OCT P 7.0.97-2016 “Cuctema crangapTtoB mno HHQOpManuu, OUOIMOTEYHOMY U
u3garenabckoMy  zeny.  OpraHu3alMOHHO-pAacHOpsiAUTENbHAS — JOKyMEHTalus. TpeboBaHUs K
0(hOPMIICHHUIO TOKYMEHTOB .
3. U3yuutp TpeOoBaHus “MeTONMYECKUX PpEKOMEHJAlMA MO pa3paboTKe HHCTPYKLUUH IO
JIENIONPOU3BOJICTBY B TOCYIJapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMoyIpaBiieHus",
yTBEpKJIEeHHbIX MpuKazoM Pocapxusa ot 24.12.2020 N 199 k 61aHkaM ¥ peKBHU3UTaM JIOKYMEHTOB
(mpunoxenus 2, 3).
4. N3yuuTh NpeUIOKEHHYI0 KOJJIEKIHIO (3-5 JOKYMEHTOB) W aHAJIM3UPYsl JOKYMEHTHI, BBISIBUTH
HeJOoCTaTKu B odopmieHUH OiaHKa (OTCYTCTBHE HEOOXOJUMBIX PEKBU3UTOB W MPaBUILHOCTH
o(opMIICHHS UMEIOIIMXCS); ONPEAETUTH MPABUILHOCTh PACHOI0KEHUS U 0(POPMIICHUSI PEKBU3UTOB
JIOKYMEHTa (3arojioBKa, JaThl M HHJEKCa, MOJMUCH, OTMETOK O IOCTYIJICHUM WM HAalpaBICHUU
JIOKYMEHTa B IeTIO U Ap.).

5. Ha ocHoBe pa3naTouyHOro Marepuasia CpoeKTHPOBaTh OJaHKU JJOKYMEHTOB KOHKPETHBIX
OpraHu3alMii U rocy1apcTBEHHBIX OpraHoB B cooTBeTcTBUU ¢ TpeboBanusmu ['OCT P 7.0.97-2016.
KoHTposbHBIE BOITPOCHI

1. Ilepeuncnure BuabI HOPMATHUBHBIX AaKTOB, PErVIAMEHTHPYIOIIME JOKYMEHTHPOBAHHUE
yIPaBIEHYECKOHN 1eATEIbHOCTH.

2. Yem pasnuyarorcs obmmil 6;1aHK ¥ GaHK MUChbMa, OJIAHK KOHKPETHOTO B JOKYMEHTA.
Pa3naTouynbiii MaTepuas K 3aHATHIAM:

- T'OCT P 7.0.97-2016. Hammonanwsubrii cranmapt Poccuiickoit ®denepanuu. Cucrema
CTaHIApTOB MO HUHpOpMaLuu, OHOIMOTEYHOMY U H3AaTenbckoMy aeny. OpraHu3anmoHHO-
pacnopsauTenbHas 1oKymMeHTauus. TpeboBanus K 0hOpMIIEHUIO JOKYMEHTOB.

- IlpaBuna nenompom3BoACTBA B TOCYJApPCTBEHHBIX OpraHax, oOpraHax MECTHOIO
camoymnpanienus, yTB. [Ipukazom PocapxuBa ot 22.05.2019 Ne 71 // [DnexTponnsiii pecypc]. — M.,
2021. — Pexxum moctyma: http:// https://base.garant.ru/72291836/.

Meronuyeckue pekoMEeHAAalMd 1o pa3paboTKe MHCTPYKIHUM IO J1eJIONpPOU3BOJICTBY B
roCy/lapCTBEHHBIX OpraHax, OpraHax MECTHOrO caMmoymnpasieHus, yTB. IIpukxazom PocapxmBa ot
24.12.2020 Ne 199 // [OnextponHslii pecypc]. — M., 2021. — Pexum pocryma: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHass MHCTPYKLUS O JEIONPOU3BOJICTBY B TOCYAAPCTBEHHBIX OpraHU3alUAX, YTB.
ITpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Dnextponnslii pecypc]. — M., 2019. Pexxum nocryna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

Komnekuust 1OKyMEHTOB.
Tema 5. OpranuzanuoHHble, PpacHopsiiuTe]bHble W HWH(OPMALMOHHO-CIIPABOYHbIE

JOKYMEHTBI
JlokyMeHTUpOBaHHE PACHOPAIUTEIHHON AEATETbHOCTH —
Ilenp 3aHATHS — U3y4YeHHE TpeOOBaHUI TOCYJapCTBEHHBIX CTaHAAPTOB M HOPMATHUBHO-

METOJIMYECKUX aKTOB K COCTABJICHUIO U OQOPMIICHHIO PACHOPSAUTEIbHBIX JTOKYMEHTOB, MOJIyYEHHUE
HaBBIKOB UX COCTaBJICHUS U OPOPMIICHHS MO 3aJaHHBIM CUTYaIUSM.
B pe3ynbrare BBIIOJIHEHMS 3aJaHUM CTYIEHT JOJIKEH:


http://www.consultant.ru/document/cons_doc_LAW_305137/

36

— umemv npeocmaeneHue O CHUTyallUiX, TPEOYIOUIMX W3aHUS PaCIOPSAAUTEIbHBIX
JTIOKYMEHTOB;

— 3Hamb BUIBl PACIOPSAMTENBHBIX JOKYMEHTOB, COCTaB pPEKBU3UTOB (hopMyJsipa
pacnopsAUTENLHOTO TOKYMEHTA U TPEOOBAHUS K UX COCTaBJICHUIO U 0(OPMIICHHIO.

— yMeTb COCTaBIJIATh U 0OPMIIATH PACHIOPSAUTENbHBIE JOKYMEHTHI 110 3a/IaHHBIM CUTYallUsIM
U UMETh HaBBIKU UX 0(OPMIICHHS Ha KOMIIBIOTEPE.
3agaHus 1715 CAaMOCTOSITEIbHON PadoThI

1. U3yunuth TpebOBaHuUs, IPEIbABISEMbIE K COCTABICHUIO U OOPMIIEHHUIO PACTIOPSIUTENbHBIX
JIOKYMEHTOB.

2. CoctaBuTh U OPOPMHUTH MPHUKA3 TTIO OCHOBHOM ACATEITHHOCTH.

3. CocraBuTh 1 0pOPMUTH pacTIOpsLKEHHE.

Yka3aHusi 10 BHINOJIHEHHUIO 3a1aHUS

1. YTOUHUTH COCTAaB PEKBU3UTOB, BXOIALIMX B POPMYJIAp MPHUKa3a, PaCIIOPIKEHHUS.

M3yunts TpeOoBaHus MeToAMYEeCKHe PEKOMEHAAMN 10 pa3paboTKe WHCTPYKIUNA TI0
JIEIIONPOU3BOJCTBY B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYNpAaBIEHUS, YTB.
IIpukaszom PocapxmBa ot 24.12.2020 Ne 199, IIpmMepHON MHCTPYKLMU IO JAEJIONPOU3BOACTBY B
rOCyJapCTBEHHbIX opranu3amusax, yTB. IIpukazom PocapxuBa ot 11.04.2018 Ne 44) x coctaBy
PEKBU3UTOB U CTPYKTYpe TEKCTa MPUKa3a 10 OCHOBHON JESITEIbHOCTH.

YTOUHUTH pa3inyus B COCTaBICHUM IIPUKa3a 110 OCHOBHOW JEATEIBHOCTH U IO JINYHOMY
COCTaBy, OOpalasi BHUMaHUE Ha MOPSIOK OPOPMIIEHUS CChUIKH (YIIOMUHAHUS) Ha IPYrol JOKYMEHT U
YHU(DUKALUIO TEKCTOB MPUKA30B 110 INYHOMY COCTAaBY.

2. CocTaBuTh JOKYMEHTHI Ha OCHOBE MPEJIOKEHHBIX IPENoAaBaTesieM CUTyalui.
KonTpoJbHBIE BOIPOCHI

1. Ilepeuncnure peKBU3UTHI, BXOAAILIUE B GOPMYJISp MpUKa3a.

2. HazoBute CTpyKTypy NpHKa3a 10 OCHOBHOM AESITEIBbHOCTH.

3. Uem otauuaercs CTpyKTypa TEKCTa IpHUKa3za IO JHMYHOMY COCTaBy U OCHOBHOM
JIESATEIIBHOCTH.

4. Ha3oBute CpoKH XpaHEHUs MPUKA30B.

5. Ha3zoBuTe peKBU3UTHI, BXOAALINE B (OPMYJIISIP PACOPSHKEHUS.

6. UeMm oTnmyaercs CTPyKTypa TEKCTa pacHOpsKEHUs OT MpUKa3a 10 OCHOBHOM €S TEIIbHOCTH.
Pa3zaaTouynbiii MaTepuas K 3aHATHAM:

Metoauyeckie pEeKOMEHAAIMK MO0 Pa3paboTKe WHCTPYKIHMA TIO JIEIONPOM3BOJICTBY B
roCy/lapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMmoynpasieHus, yTB. IIpukazom PocapxmBa ot
24.12.2020 Ne 199 // [DOnekrponnsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHass MHCTPYKLHSA IO JEJIONPOU3BOJCTBY B TOCYJApPCTBEHHBIX OpraHU3alUsAX, YTB.
ITpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Onextponnslii pecypc]. — M., 2019. Pexum 'OCT P
7.0.97-2016. HanumonaneHelii cranmapt Poccuiickoit ®enepaunu. Cucrema craHgapToB IO
uHpopMmauuy, OHOIMOTEUHOMY H U3AaTenbckoMy aAeny. OpraHu3aloOHHO-PAaCHOPSAUTENIbHAS
nokymeHrtanusi. TpeGoBaHus K 0hOPMIICHHIO JOKYMEHTOB.

AnpOoM yHU(PUUIHPOBAHHBIX (POPM MEPBUYHON YUETHOMN TOKYMEHTAIUU MO YUETY TPyAa U €ro
OILIaThl, yTBEPKACHHBIN noctaHoBiaeHueM ['ockomcrata PO ot 05.01.2004 Ne 1.

Marepuansl ¢ UHIMBUAYAIBHBIMU 33JJaHUSMU JJIS1 CAMOCTOSITENIBHOI'O COCTaBJIEHUS! TIPUKA30B
U PACIIOPSIKEHUN.

JIOKyMEeHTHPOBaHHeE JeSITeIbHOCTH KOJJIETHAJIbHBIX OPraHOB

Llenb 3aHsTHSA — U3y4YeHUE TPEOOBAHUI K JJOKYMEHTaM, CO31aBa€MbIM B MPOIECCE OATOTOBKH
1 O0CITY)KMBaHUS COBCIIIAHHIA.

B pe3ynbTare BBIMOJHCHUS 3aIaHUN CTYICHT JOJIKEH:

— umemdb npeocmasieHue O BUIAX KOJUICTHAIBHOW JCATCIBHOCTH U TOpsAKe o€
JOKYMEHTHPOBAHHS;
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— 3Hamp COCTaB JIOKYMEHTOB, CO3/[aBa€MbIX INPH IOJATOTOBKE COBELIaHWN, TpeOOBaHUS K
bopMyIIsIpy MTPOTOKOIIA, TIOPSIIKY €T0 COCTABJICHUS M O(OPMIICHHS,

— yMeTb COCTaBISATh UM OQOPMIIATH MPOTOKOJN M JOKYMEHTHI, CO3JaBaeMble B Ipolecce
MOJITOTOBKH COBEIIAHMSI.

— yMeTb COCTaBJIATh U OPOPMIISATH BBITUCKY U3 POTOKOJIA.

— YMeTb COCTABIISATh U OPOPMIISTH PEIICHHE.
3agaHus 1715 CAaMOCTOSITEIbHON PadoThI

1. U3yuuth TpeOOBaHWS, TPEABSIBISIEMbIE K COCTaBICHHIO W O(GOPMIICHHIO TPOTOKOJNA U
pereHus.

2. CocTaBuTh NMpUIITANICHAE HA 3aCEAaHNUE.

3. CocTaBUTh IPOTOKOJ COBEILIAHHUS.

4. OdopMUTDH BBIITUCKY U3 MPOTOKOJA.

5. OdopMuTh perieHue.

Yka3zaHusi 10 BHITIOJTHEHUIO 3a1aHU.

1. YTOUHUTH 3Tambl MOJTOTOBKH COBEIAHUM M BBl JOKYMEHTOB, CO3/IaBa€MbIX Ha KaXJI0M
sTarne (MoBecTKa JIHSA, CHMCKU YYaCTHUKOB U T.J.).

2. YTO4YHUTH OCOOEHHOCTH (pOpMyJIsipa MPOTOKOIA, TPEOOBAHUS K PEKBU3UTAM, U3JIOKECHHBIE B
TOCYJapCTBEHHOM CTaHAApTe W METOAMYECKUX PEKOMEHJAIusaX, oOpalias BHHUMaHHE Ha COCTaB
MHPOPMALIMU B TEKCTE MPOTOKOJIA, 0COOEHHOCTH €r0 MOAIMCAHUS, CPOKU O(POPMIICHHUS.

3. Onpenenuts pa3nuuus TpeOOBaHUM K IPOTOKOIY MOJTHOMY U KPaTKOMY.

4. CocTaBUTh CaMOCTOATEIBHO Ha OCHOBAHUHU PA3/aTOYHOIO MaTepualia MPOTOKOJ, BBIIHCKY
U3 TIPOTOKOJIA, PEIICHHE.

KoHnTpoJibHBIE BONIPOCHI:

1. Tepeuncnure pexBu3UTHI, BXOAAMHME B GOPMYJISP IPOTOKOJIA.

2. Ha3oBuTe CTPYKTYypy TEKCTA IPOTOKOJIA.

3. B uéM oTIMuKe NPOTOKOJIA MOJHOTO M KPaTKOTO.

4. Vkaxure TOPSIOK IMOArOTOBKM COBENIAHHMSA M KAaKUE JOKYMEHTBI CO3IAIOTCS B XOJE
MOJITOTOBKHU.

5. TlepeuucnuTe peKBU3KUTEHI, BXOJSIINE B GOPMYJISp PELICHHUS.

6. B ueM Ha3HAYEHME BBHITUCKU U3 IPOTOKOJIA.

Pa3znaTounblii MaTepuaJ K 3aHATHAM

Metoauyeckie pEeKOMEHAAMK MO0 pPa3paboTKe WHCTPYKIHMA 1O JIEJIONPOHM3BOJICTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOro caMmoymnpanieHus, yTB. I[Ipukazom PocapxuBa ot
24.12.2020 Ne 199 // [Onekrponnsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[TpumepHass HHCTPYKIHS 1O JEJIONPOU3BOACTBY B IOCYNAapPCTBEHHBIX OpraHu3anusix, yTB. [Ipukasom
PocapxuBa ot 11.04.2018 No 44) // [DOnexkrponnsii pecypc]. — M., 2019. Pexum pocryna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

Matepuansl ¢ HMHIMBUAYaJbHBIMH 3aJlaHUSIMU  JJII  CAMOCTOSITENIbHOTO  COCTaBJICHMS

JIOKYMEHTOB.
CocraBnenue nHGOPMaLMOHHO-CIPABOYHBIX TOKYMEHTOB —
Lenp 3aHaTHA — W3yYeHUE HA3HA4YCHHUS WH(POPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB U

0c0o0eHHOCTEH 0(OPMIIEHHSI Ka’KA0T0 BHJIA 3TOH I'pyMIbl JOKYMEHTOB.

B pesyinbrare BBIIIOJIHEHMS 3aJaHUM CTYIEHT JOJIKEH:

— uMmemv npeocmaegienue O TUIOBBIX CHUTyalMsX, O(OPMIIAEMBIX YHUGHUIMPOBAHHBIMU
dbopmamMu HHPOPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB;

— 3Hamb BUIBl MH(MOPMALMOHHO-CIPABOYHBIX JIOKYMEHTOB; TpeOoBaHUS K (opmyisipy
KaXX/10TO BHJIA;

— yYMeTb COCTaBIISATh BCE BUIbI MH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB U UMETh HABBIKU
ux opOpMIICHHUS Ha KOMIIbIOTEpE.

3agaHus 17151 CAaMOCTOSITEIbHON PadoThI
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1. 3yunTh npaBuia cocTaBieHus U 0(hOpMIICHUS HHPOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB,
o0paTHB BHUMaHHE Ha 0OCOOCHHOCTH TPeOOBaHUMN K KaXKIOMY BUY.

2. CocraButb U odopMuth B coorBercTBUM C TpeboBanusmu ['OCT P 7.0.97-2016 u
MeTtonnueckux peKOMEeHAAIU:

® JIOKJAJHYIO 3allUCKy (BHYTPEHHIOK U BHEILHIOHN));
00BSACHUTENIbHYIO 3alUCKY (BHYTPEHHIOIO U BHEIIHIOHN));

CIPaBKY;

aKT;

nuchbMa (rapaHTHiHOe, HallOMUHAHKE, IPUIJIALIeHNE, YBEAOMIIEHUE, PeKJIaMallIo U T.11.).
Yka3aHusi 10 BHINOJIHEHHIO 3a1aHUS

1. YTounuts Buabl MHPOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB M NPH KAKUX YIIPABJIEHYECKHX
CUTYyallUsX OHHU CO3AI0TCA.

2. BbIsBUTL OCOGEHHOCTH KaKI0T0 BUIa HH(POPMALMOHHO-CIIPABOYHOTO JTOKYMEHTA.

3. U3yuuts TpeGOBaHUS TOCYAAPCTBEHHOTO CTAHAAPTA K OOPMIIEHHIO PEKBU3UTOB, BXOIAIINX
B TUIIOBOW (hOpMYJIsIp KaXk10ro BUJa HH(OPMAILIMOHHO-CIIPABOYHOI'O IOKYMEHTA.

4. CoctaBuTh U 0GOPMHUTH JJOKYMEHTBI B COOTBETCTBUH C MOJYUEHHBIMH 38 aHUSIMH.
KonTpoJbHbIe Bopockl

1. [aiiTe onpeneneHue U YKaKUTE TUIIOBOK (HOPMYJISp:

JOKJIaJHOM 3aIIUCKH;

O0BACHUTENLHON 3aMMCKH;

CIIPaBKH;

aKTa;

CIIy’eOHOT0 nHchbMa (Ha30BUTE €r0 Pa3HOBUIHOCTH);
Ykaxkure 0coO0eHHOCTH 0(OPMIICHHUS TTHCEM.

B uém ocobeHHOCTh 0(hOpMIIEHUS TUChMA-OTBETA.
Kakue TpeOGoBaHMsI MPEIBSIBIAIOTCS K TEKCTY ITUCEM.
Pa3paTounbiii MaTepuaJ K 3aHATHAM

I'oCT P 7.0.97-2016. Haumonanbuslii ctranaapt Poccuiickoit ®enepaunu. Cucrema
CTaHIApTOB 1O HHpOpMaLuu, OHOIMOTEYHOMY U H3AaTeNbckoMy aeny. OpraHu3anoHHO-
pacniopsiuTenbHas JoKyMeHTalus. TpeboBaHus K 0(OPMIIEHUIO TOKYMEHTOB.

Metoauueckie pPEeKOMEHJAMK MO0 pPa3paboTKe WHCTPYKIHMHA 1O JEJIONPOM3BOJICTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOro camoympasieHus, yTB. Ilpukasom PocapxuBa ot
24.12.2020 Ne 199 // [Onektponnsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

Tema 6. Kommiexkcbl noxkymenTtoB. HayuHo-mcropuyeckas M NpaKTH4YecKass LEHHOCTh
JAOKYMEHTa
[IpoBoasTCS 1BE 03HAKOMUTEINIBHBIE SKCKYPCUU B TOCYJaPCTBEHHBIE APXUBBI.

AWM O 0 0 0 o

9.2 MeToan4yeckne peKOMEHIAMH 10 NOAT0TOBKE MUCbMEHHBIX padoT

[Mucemennbie paboThl (pedepaTsl, peleH3Un) MPOSABISIOT KaK TEOPETUYECKHE 3HAHMS, TaK U
MIPAKTUYECKH HaBBIKM CTYJEHTOB. Teopus moapasymMeBaeT 3HAKOMCTBO C MOHSTHUSAMU «JOKYMEHT»,
«UCTOPUYECKUI HMCTOUHUK», «IOKyMEHTalbHas MyOnuKauus» W JAp. M HUX KIACCHPHUKAIUIMU.
[IpakTueckre HaBBIKM 3aKJIIOYAIOTCS TAaKK€ B YMEHUHU IMOATOTOBUTH Ha MPAKTUKE, B KaueCTBE
OPUIOKEHUs K paboTe, JOKYMEHTAJIbHYIO MyOJUKAIMIO, OIICHUTh M MPOAHAJIU3UPOBATH YKe
MMEIOLINECs U3/IaHus, a TAK)Ke TPAMOTHO U3JIOKUTh Pe3ysbTaThl CBOMX HAOIIOEHUH B COOTBETCTBUU
C MpaBujIaMH 0pOPMIICHHS KBATU(UKAIIMOHHBIX paloT.

[Ipu BBIOOpE TEMBI HCCIEAOBAaHHSA, a TakXkKe IMpeiMeTa U O00beKTa M3Y4YeHHUsS CleIyeT
OpPUEHTHPOBATHCSI Ha YK€ MMEIOIIUICS B 3TOM Jeie omnbIT. PaboTel mo apxeorpaguu MOryt ObITh
MOCBSIIEHbl BONPOCAaM TEOPUH, MCTOPUM WM METOAMKH apxeorpaduu. TeopeTHuecKkue acreKThl
CBSI3aHbl, KaK IpPaBWJIO, C T'paHUIAMU apxeorpaduu Kak HayuyHOW TUCHMIUIMHBI, €€ 3aJadyaMu |
COOTHOLIEHUEM C APYTUMHU JUCHMILIMHAMY U HAIlPaBICHUSMU.
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Hctopus apxeorpaguu BKIIOYACT aHAJIM3 W3JAaHUNA HCTOYHHMKOB OMNpPEJCNICHHBIX BHJIOB WIH
AMOX, WIM HUCTOYHUKOB, OOBEIMHEHHBIX TeMaTHYeCKU. BO3MOXXHO Takke pacCMOTpEeHHE BKJaJa B
apxeorpaguio OTeIbHO B3STOTO JIMIA UIIH YUPEKICHHUS.

MeTtonnyeckue acreKThl MOJpa3syMEBaIOT H3Y4YEeHHsI OTAEIbHBIX 3TaloB apxeorpaduueckoit
paloThl, TaKuX, HalpuUMep, Kak Iepeaada TeKCTa MCTOYHMKOB MJIM BBIOOp TecTa I IMyOJIMKaIluH.
[IpoGnembl, CBsI3aHHBIE C COAEPKAHMEM pPACCMATPUBAEMBIX H3AAHUNA (TO €CTh OMyOJIMKOBAHHBIX
HCTOYHHKOB), TaKXK€ MOTY COCTaBJATh MpeaMeT i u3yueHus. B onHOW BbIMycKHOW paboTe Ha
MIPAKTHKE BO3MOKHO COYETaHHE CPa3y HECKOJIBKUX MOJIXO0I0B.

XPpOHOJOTHYECKHE M TeMaTH4YeCKHe TPaHMIbl IpU BBIOOpPE TeMbl paboThl MO apxeorpaduun
JIOCTaTOYHO IIHUPOKH, YTO TMO3BOJSET JOCTATOYHO JIETKO MPUOIU3UTh HMX K HAyYHBIM HHTEpecam
CTYJEHTA.

[Ipn wHanucanuu paOOTHl BHauaje, KaK [paBWJIO, CTYJIEHT Ha OCHOBaHHUH CBOETO
NEPBOHAYAIIBHOTO 3HAKOMCTBAa C HMCTOYHMKAMU M JIMTEPATypOd M IMpH KOHCYJIbTAIMM C HAyYHBIM
PYKOBOAMTEIIEM OMpEaeseT OOIIyI0 HCCICAOBATEIbCKYI0 MPOOJIeMy, PEIICHUI0 KOTOpoil Oymer
MOCBAIIEHA €ro pabora. B TekcTe 3aKOHYEHHOTO UCCIIEIOBAHUS 3Ta MpobaemMa JoDKHA ObITh BUIHA U3
Ha3BaHUs paboOTHI, e¢ O0BEKTa W TpeaMerta. (s yTOUYHEHHs HalpaBiCHUS NaJbHEHITUX JCHUCTBUMN
CTYAEHTY CJIEyEeT, C yUeTOM BBIOPAaHHOI'O T'€HEPATILHOI0 MyTH, 00Jiee OCHOBATEIbHO O3HAKOMUTHCS C
UCTOYHUKAMU M JUTEPaTypol MO MHTEPECYIOIIMM ero mnpobiemam. Pe3yiabTaTom 3TOro 3HaKOMCTBA
ABIISICTCS COCTABJICHHE CTYAEHTOM IIJaHa paboThl W IPEIBAapUTENBHOTO BapuUaHTa CIIHMCKa
MCIOJIb30BaHHBIX WCTOYHUKOB U JUTEpaTypbl. M miaH, M CHOMCOK COIVIACOBBIBAIOTCS C HAy4YHBIM
pykoBoguteneM. JlanbHelnue NEHCTBUS CTyAEHTA 3aKIOYAlOTCS B PELIEHUU IIOCTABJICHHBIX MM
3amad. [Ipu 5TOM HEOOXOAMMO YUYUTHIBATH CIEAYIOIINE MOMEHTHI.

JIrobasi mucbMeHHast paboTa MMeEeT OINpEeNeeHHBIH COCTaB: TUTYJbHBIN JIUCT, OIJIaBJICHHUE,

BBEJICHUE, IJIaBbl, 3aKIIOYEHHUE, CIMCOK HCIOJIb30BAaHHBIX MCTOYHHUKOB U JINTEPATYPHI, MPUIOKEHUS
(BO3MOKHBI).
Kaxnas cocraBHas 4acTh pabOThl UMEET CBOIO CTPYKTYPY M CTPOMTCS B COOTBETCTBMU C HAy4YHOM
JOTUKOH M (QopManbHBIMU TpeOoBaHUAMHU K odopmieHuto pador. Haubomnee crporo cobmomarorcs
TpaJMLIMY HAIlMCaHUS BBEJIEHUS, KOTOPOE TPAAUIIMOHHO MMEET CIEAYIOIIUE pa3felibl: aKTyaJlbHOCTb
TEMbl HCCIIEZIOBAaHMs, HMCTOYHHMKHM HCCeloBaHUs, HUcTopuorpadusa. Paccmorpenue storo 0Oioka
BBEJICHUS ompezenseT o0beKT, MpeaMeT, e U 3ajaun paboThl, a TakkKe METOAbl MCCIEIOBaHMUs,
HAY4YHYIO HOBU3HY M CTPYKTYpy paboThl. [lopsaok pazesnoB B HEKOTOPBIX CIydyasX MOXKET MEHSAThCS,
HO WX Hanmu4yue oO0s3aTeNbHO BO BBEACHWM K pabote. Ilpm M3IM0KEHWH pe3yIbTaTOB CBOETO
UCCIIEIOBAaHMSI CTY/ICHT JOJDKEH BJIaJeTh HEOOXOJUMOM KyJIbTYpOl LIUTUPOBAHUS, KOTOPast TO3BOJISIET
CTPOTO OTHENATH BBIBOJBI aBTOpa OT HAOMIOACHWN W (DaKTOB, 3aUKCHPOBAHHBIX B HUCTOYHHKAX M
nutepatype. TOIbKO TaKOW MOAXOJ MO3BOJISIET BIOJHE OICHUTHh CTETEHb HOBHU3HBI U 3HAUMMOCTH
pabotbl. B 3akmouennu k paboTte B 1eoM (a Takke B 3aBEpIIAIONINX a03arax B KOHIIE IJ1aB) JOJKHBI
OBITh IPUBENICHBI BHIBOJIBI, K KOTOPHIM CTYACHT IMPHILET B pe3yIbTaTe MPOBeIeHHON paboThl. BEIBOABI
JIOJIKHBI OBITH ApTYMEHTHUPOBAHBI.



