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I. llosicHUTEAILHAA 3ANIHNCKA

1.1. Heap u 3212494 M CHUTLIHHBI (MOXYJIS)

HGJIB AUCHUIUINHBI — U3YUYCHUC 3aKOHOMepHOCTeﬁ I[OKYMCHTOO6pa30BaHI/IH, CKJIaAbIBaHUA
U pa3BUTUA CHCTCM OOKYMCHTAIlMHU, TCOPCTUUCCKHUX HU MPAKTHYCCKUX HpO6JIeM CO31aHusA
AOKYMCHTOB OpraHaMu FOC}’ﬂapCTBeHHOﬁ BJIaCTHU, MECTHOT'O CAMOYIIPABJICHUA U OPraHUu3allusIMn
10001 OpraHU3alMOHHO-TIPABOBOH (HOPMBI.

3amauu JUCHUILINHEL:

[I0Ka3aTh B3aUMOCBSI3b MH()OPMAIMH U IOKYMEHTA,

IPOCJIEAUTh HBOJIOLUI0 JOKYMEHTa, KaK HOCHUTENs HMH(OpMaluM, pa3BUTHE CIIOCOOOB
JIOKYMEHTUPOBAHHUA U MaTepuaioB uid puxkcanuu nHHOpMaLuu;

pOaHaIN3UPOBATh MPOLIECC CKIAAbIBAHUS U Pa3BUTHA (HOpMYJIsipa JOKYMEHTa;

MMPpOaHATIU3UPOBATH MPOLECCC CKIAABIBAHUA U PA3BUTUA CUCTEM JOKYMCHTAILINH,

BBISIBUTh M TIOKa3aTh TEHACHIIMM YHU(UKAIMH, CTAHJAAPTU3AMNN U KIacCU(PHUKAIUA Kak
OTJIENBbHBIX (POPM JOKYMEHTOB, TaK M CUCTEM JIOKYMEHTAIIMH B IICJIOM;

MI0Ka3aTh COBPEMEHHBIE TPEOOBAHUS K COCTABICHUIO U O()OPMIICHHUIO JOKYMEHTOB;

IMPUBUTH HABBIKW aHAJIM3a IOKYMCHTA,

IIPUBUTb HABBIKK COCTABJICHUS JIFOOBIX BUJOB JOKYMCHTOB W IPOCKTUPOBAHUSA

yHU(UIIUPOBaHHBIX (HOPM  JOKYMEHTOB,

HOKYMeHTaHHOHHOﬁ CHUCTCMBI YUPCIKJICHUS B LICIIOM.

CUCTCM  JOKyMCHTAUUU U I/IH(I)OpMaI_II/IOHHO—

1.2. IlepeyeHpb NJIaHMPYEMBbIX pPe3yabTATOB 00y4eHHS M0 JMCHMILIMHE (MOAYJIIO),
COOTHECEHHBIX ¢ HHAMKATOPAMM JT0CTHKEHUS KOMIeTeH i

Kommereniusa

(xom u
HaNMEHOBAHHE)

Nuaukatopel KOMIETEHIUMA

(KoJ 1 HAUMEHOBAHMUE)

Pe3ynbTarsl 00yueHus

OIIK-2. Cmnocoben
HaXOJIUTh
OpraHU3aIMOHHO-
yIpaBICHYCCKHE
pelieHusT TPH PEHICHUU
3amad B cdepe cBoel
npodeccuoHanbHOMI
JeSITEIIbHOCTH

OIIK -2.3. Pemraer
yIpaBJICHUYECKUE 3a7a4u B cdepe
JIOKyMEHTAITMOHHOTO
obecricueHHsl  yOpaBJiCHUS |
apXHUBHOTO JIeJIa

3HaTh: byHKIIH
oApa3iesIeHu B chepe
JOKYMEHTAIIMOHHOTO  00ecTieueHHUsI
yIpaBJICHUS K apXUBHOTO Jeiia

YMeTb: BBHINOJIHATH paboTy 1Mo
JIOKYMEHTAIlMOHHOMY OO€CIIeYEHUIO
praBHCHI/ISI n apXI/IBHOMy
XPaHEHUIO

Brnaners: HaBblkamu BbIOOpa
Haubosee ONTHUMAIBLHOTO PEIICHUs
yOpaBleHYEeCKUX 3amad B cdepe




JOKYMEHTALMOHHOTO 00ecreueHHs
YIIPaBJICHUS U apXUBHOIO Jieja

OIIK-3. Cnocoben OIIK -3.3. MHcnoas3yer 3HaTh: CMEKHbIE c
MIPUMEHSATD B3aUMOCBSI3M JIOKYMCHTOBEJICHHUS | JOKYMEHTOBEICHUEM u
TEOPETHUCCKHUE 3HAHWS | 1 apXUBOBEICHUS CO CMEKHBIMU | apXUBOBEJICHUEM Hay4HbIC
IUIA pEIICHUS | HAyKaMH u HayYHBIMU | TUCIUILTAHBI
[IOCTaBJIECHHBIX 3aJad B | JUCLHUIUIAHAMUA

VYMeTs: BBISABIATH
o0Jactu
B3aMOCBSI3HU MEXTy
JIOKYMEHTOBEACHHUS 5
JIOKYMEHTOBEICHHEM,
ApPXUBOBEACHUS
ApPXUBOBEICHHEM 5 JIPYTHAMH

HAayYHbIMU AUCHUIIIIMHAMUA

Brnagnets: HaBbIKAMU
WHTEpIIpeTalluid 3HaHUW B oO01acTu
CMEKHBIX HAYYHBIX JTUCHUIUIMH MpU

peleHnu 3aja4 B chepe
JIOKYMEHTOBEICHMUS U
apXUBOBEACHHUS

1.3. MecTo aucuMIIuHbI (MOAYJI) B CTPYKTYpe OCHOBHOM 00pa3oBaTe/IbHOMI
NporpaMmbl

JucumruimHa (Moayib) «JlOKyMEHTOBEIEHHE» OTHOCHUTCS K 00S3aTeNIbHOW YacTh OJoKa
JUCIUIUIMH Y4eOHOTr o IUIaHa.

JIns OCBOGHMS JUCHUILIMHBI HEOOXOIUMBI KOMIIETCHIIMH, CPOPMHUPOBAHHBIE B XOJC
u3ydyeHus caenyromux gucumruinH: Mceropus Poccum no Hawana XX Beka, YnpaslieHHE
JOKYMEHTaMU Kak 001acTh Npo(ecCHOHANbHOM JeATelbHOCTH, McTopuss W opraHu3anus
TOCYy/IapCTBEHHBIX YUpek)ACHUN nopeBontonnoHHoN Poccun, UnHdopmannonHoe oOuiecTBo u
1 poBasi SKOHOMHKA.

B pesynbpTare 0CBOCHHMS TUCHUIUTMHBI (DOPMHUPYIOTCS KOMITETCHIINH, HEOOXOIMMBIC IS
U3YyYEHHUS CIeNYIOUINX AUCIUIUINH U MPOXOKAeHUs npakTuk: Opranusanus u textosnorus 0OV,
KanpoBoe nenomnpousBonctBo, O3HakoMUTENbHAsI IMpaKTUKa, Jleaompous3BOJICTBO B oOpraHax

roCyJapCTBEHHOMN BJIACTH a MECTHOI'O CaMOYIIpPaBJICHUS, KondunenuuansHoe
JIETIOTIPON3BOJICTBO,  JlOKyMeHTanmMoHHOE  o0ecreueHne  JACSATEIHbHOCTH  KOMMEPUYECKHX
OpraHu3aIu.

2. CTpyKTYypa JTUCUMILJIMHBI (MOXYJIs1)

OO0mas TpyI0eMKOCTh AUCITUIUINHBI COCTaBIseT § 3.e., 288 u.

CTpyKTypa IMCUMILIMHBI AJ 04HOH GopMbI 00yUeHust



O0beM JUCHMIUTUHBI B (OPME KOHTAKTHOW pPA0OThl OOYYAMOIIUXCS C IEJaroru4ecKUMU
paboTHUKaMK U (WITH) JMIIAMU, TIPUBJICKACMBIMH K pealln3allii 00pa30oBaTeIbHOW MPOrpaMMBbl Ha WHBIX
YCIIOBUSIX, TIPY TIPOBEICHUH YICOHBIX 3aHATHIA:

Cemectp | Tun yueOHBIX 3aHATHI KommgectBo
4acoB
2 Jlexun 64
2 JlaGoparopHbie paboThI 96
Bcero: 160

O0BeM AUCIUIUIHHBI B (hopMe caMOCTOSITEIbHON paboThl 00yJYarmmxcs cocTasiser 128
aKaJeMHUYECKUX YaCOB.

CTpyKTypa IMCUMILIMHBI AJISl 04HO-3204HON (popMbl 00yUeHust

O0beM IUCIUTUIMHBI B (OpMe KOHTAKTHOW pPabOThl OOyYaOMMXCS C TEeIaroTHICCKUMU
paboTHUKaMH U (WJTH) JHUIIAMH, TTPUBJIEKAEMBIMHU K pean3alii 00pa30BaTEbHON MPOrpaMMBbl Ha MHBIX
YCIIOBUSIX, TIPH MPOBEACHUH YUCOHBIX 3aHSTHIA:

Cemectp | Tum yuyeOHBIX 3aHATHI KonugectBo
4acoB
2 Jlexmu 38
2 JlaboparopHsie paboTHI 58
Bcero: 96

O6beM TuCIMILIHHE B hopMe caMOCTOATEIbHON paboThl 00yJaromuxces coctaBusier 192
aKaJeMUYECKUX YaCOB.

CTpyKTYypa JMCUMILIMHBI 1S 3209HO0i (opmMbl 00yUeHHs

O0veM auctMIUIMHEL B (OpME KOHTAKTHOM PAGOTHI OOYyYaromMXCsl € MeAarorn4ecKuMH
paboTHUKaMH U (WJIN) JMLAMH, TPUBJIEKAEMBIMH K PEeIN3ali 00pa30BaTelbHON NPOrpaMMbl Ha MHBIX
YCIIOBUSIX, TIPY MIPOBEACHUH yUEOHBIX 3aHATHH:

Cemectp | Tun yueOHBIX 3aHATHIH KonuuectBo
JacoB
2 Jlexun 24

2 JlaGopatopHbie pabOTHI 40




Bcero:

64

O0BeM TUCIUIUTMHBI B (DOpME CaMOCTOATEIbHON Pab0OThI 00YYAIOIIUXCS COCTABISAET 224

AKaICMHUYCCKUX 4aCOB.

3. Copepxxkanue TUCHUILIAHBI (MOTYJIS)

HaumenoBanue paznena Conepxanue
JUCLUILTAHBI
Paznen I Hasnauenue 1.1. [Ipenmer, coJiepKaHue, 3aa4u
JUCLMILINHBI, VCTOYHUKU U | AUCUMILIMHBI U METO/BI €€ U3yUEHUSI.
JuTepaTrypa .
patyp JloxymeHT - OCHOBHOM 00BEeKT
JIOKYMEHTOBETUYECKUX HCCIEIOBaHMH. Poms

JOKYMEHTa B JKMU3HM 4elloBeKa U 0oOIIecTBa.
JloxymeHTHI B chepe TipaBa U yrnpaBiieHus. Biausaue
Hay4YHO-TEXHUYECKOM pEBOJIIOIMM Ha pPa3BUTHE
nokymeHrta. PasButue dopmynsipa JOKyMEHTa.
HayuHo-ucropuueckass ¥ INpakTHUecKass LEHHOCTh
JIOKYMEHTA. Meroasl nccaea0BaHus
JTOKyMEHTOBeAueckux mpobnem. OOlieHay4dHble U
crienuanbHble MeTo[bl. CTaHOBJIEHHE WU Pa3BUTHE
JOKYMEHTOBEJEHUSI KaK HAayYHOM JUCIUIUIMHBIL.
CBsi3b JOKYMEHTOBEJICHUS C Teopuel MHpopMaIuH,
apXHUBOBEICHUEM u HMCTOYHUKOBEICHUEM.
Hcnonb3oBaHue NOKYMEHTOBEACHUEM JOCTUKEHHI
UHPOPMATUKHA, HCTOPUYECKOW  HAyKH, TIpaBa,
JUHTBUCTUKHM, TEOPUHM YIpaBICHUS U JPYTHUX
Hay4HBIX JUCHUIUIMH. POJIb TOKYMEHTOBEIECHUS B
COBEPIICHCTBOBAHUH MPOLIECCOB YIIPABICHUSI.

1.2. UcTtouHuKkuM 1 nuTepaTypa

3aKkOHOAATENbHBIE  aKThl,  HOpPMaTHBHbBIE
Marepuansl XVI — Hau. XX B. IIuceMoBHHKW.
Metoauueckue pa3paboTku. PykoBojacTBa 1O
JEJIONPOU3BOICTBY.

3aKOHOI[aTeJ'II>HBIe, IIPaBOBBIC aKThbI n

HOPMAaTHUBHO-METOINYECKHE JIOKYMEHTBI
Poccuiickou denepanuu. Konctutynus
Poccuiickoi denepanuu. Konekcor PO,

KOHCTUTYLIMOHHBIC U (bez[epaanLIe 3aKOHBI, yKaSBI,
ITocTanoBneHus HpaBI/ITeHBCTBa n HWHBIC
HOPMAaTHUBHBLIC JAOKYMCHTHI. FOCY,Z[apCTBCHHLIC
CTaHAapThI, HOPMAaTUBHO-METOAUYCCKHUC
JOKYMCHTBI — PCTJIAMCHTHI, IIpaBUJia, MHCTPYKIIUU U




np. Ilepmommueckne  um3ganus.  CrpaBO4YHBIC
n3nanus. Jlureparypa.

Pazgen 2 JlokymeHT, ero
byHKIIN u CIIOCOObI
JOKYMEHTUPOBaHUS

2.1. [lonsatus «uHGOPMALUI» U «TOKYMEHT»

[Tonstust «uHQOpMaALUA» U «IOKYMEHT».
Ces3p  wHbOpManuu W JOKyMeHTa.  Pomb
uHbOpMallMl B COLHUAIBHBIX WU HIKOHOMHUYECKUX
npoueccax. Mudopmanus Kak OCHOBAa MPHUHSITUS
YOPaBIEHYECKOTO PEIICHUS.

Bo3HHKHOBEHHE TOKYMEHTA, €r0 Ha3HAYECHHUE.
[TonsiTHe  «IOKYMEHT», €ro TpaHChopMaIus.
JIOKyMEHT - OOBEKT HCCICIOBAHUS TCOPETHUECKUX
" TIPUKJIIATHBIX JUCIUILINH. [IpaBoBoi,
YIPAaBICHYECKUNM  MCTOPUYECKUM  aCIEeKThl B
OnpeAeseHun JOKyMeHTa. PacimmpeHne MNOHATUA
«IOKYMEHT» C pa3BUTHEM HAyKd W TEXHUKH.
[TonsiTHe «INMEKTPOHHBIN JOKyMeHT». OnpenencHue
JIOKYMEHTa B TOCYIJAapCTBEHHBIX  CTaHIapTax.
ITonsiTHE «IOKYMEHT» B JOKYMEHTOBEACHUHU.

3aKkoHOJATeIbHbIE aKThl 00 00s3aTEIbHOCTH
JOKyMeHTHpoBaHus  uH(popMmanuu. Ha3Hauenue
JOKYMEHTHOM uHpopMaru. PakTopbl, BIUSIOLINE
Ha UHQOPMALMOHHYIO IEHHOCTh JIOKYMEHTOB.
3aBUCUMOCTh LIEHHOCTH MH(OPMAIIUK OT IMOJHOTHI,
O00BEKTUBHOCTH, JIOCTOBEPHOCTH, CBOEBPEMEHHOCTH
nepeAayd M TONYYEHHUs, TEPUOAUYHOCTH WU
4gacToThl mepenaun. OnepaTHBHAs W UCTOpUYECKAS
(peTpocnieKTUBHAs) JOKYMEHTHAsi MH(OpMAIUs Kak
ennHas HH(poOpMaIMOHHAas CUCTEMA.

2.2. ®yHKIUU JTOKYMEHTOB

[TonsiTue «pyHKIIUSA JOKYMEHTa.
3aBUCUMOCTh  TOHATHUSA  «JOKYMEHT» OT  €ro
byHKIMN. 3HaueHue U3Yy4EHUS ¢byHKIMN
JIOKYMEHTA. Wudopmannonnas byHKUIMSA

JOKYMEHTa Kak CpEACTBO  3alle4yaTiCHUs W
coxpanenus uHpopmarmmu. CoruanbHas (QyHKIHS
nokymenta. KyneTypHas (QyHKIUS JTOKyMEHTA.
KommyHukaTuBHass ~ (QyHKOUST  KaK  CPEICTBO
nepenayy nHGOpMaluu.

VYnpaBneHndeckass (yHKIMS M €€ 3HAUEHUE B
opranusanuu ynpasieHus. IlpaBoBas (yHKIMSL.
Oynkuua  ydera. DyHKIMA JAOKYMEHTa  Kak
HUCTOPUYECKOr0 HUCTOYHHMKA. DYHKUHUH IOCTOSHHO
JeiictByromue U QYHKIMU onepaTuBHble BrusHue




GyHKIMH ~ TOKYMEHTa Ha  €ro  CTPYKTYpY.
[MonmupyHKINOHATBHOCTH TOKYMEHTA.

2.3. CriocoOb! JOKYyMEHTHUPOBAHHMS

3ByKOBasi peyb, €€ BO3MOXKHOCTU U
HEJOCTaTKM B 3aKpeIUICHMM M Iepejade
uHpopmanuu. IlpeamMeTHsIi U 3HAKOBBIM CIIOCOOBI
nepegaun  coodumenuii.  Ilonstue  «cmocoo»
JOKyMeHTupoBaHus.  Mcropuueckuil — Xxapakrtep
JOKYMEHTOB W JOKYMEHTUPOBAaHHA.  OTalbl
pa3BUTHS CITIOCOOOB TOKYMEHTHPOBAHHSI.

HaueprarenbHplii  cmoco0 3akperuieHus |
nepeaadn nHbopmaIuu. TekcToBOE
nokymMeHTHpoBaHue. [Iukrorpaduueckoe MUCbMoO U
ero ocobenHoctu. Jlororpaduyeckoe MHUCHEMO
(umeorpaduueckoe MHUCHMO), €r0 TOCTOMHCTBA U
HepocTaTku. [IpuMeHeHne NHKTOrpauueckoro u
jororpauyueckoro MHChbMa B HACTOsAIIEe BpeEMs.
CrnoroBoe nrcbMo. Bo3HUKHOBEHHE POHETUIECKOTO
(OyKBEHHOT0) MUCHMA.

PasButne  rpaguku  pycckoro - mHMchbMa.
Crenorpadusi. [Ipumenenne TEKCTOBOTO
JIOKYMEHTHPOBAHHUS.

Texuugeckoe HAOKYMCHTHUPOBAHUC. OcHoBHbBIE
TpyHnIibL TEXHUYSCKOM AOKYMCHTAIUU. Buasr
TCXHUYCCKHUX JOKYMCHTOB. OGnactu NPUMCHCHUA
TCXHUYCCKOTO JOKYMCHTUPOBAHUS.

DOTOIOKYMEHTUPOBAHHUE. 3HavyeHne
¢dororpadun kak cnocoda uxcanuu UHGOpPMALIHH.
[Tpumenenue GOTOJOKYMEHTOB.

KunonokyMeHnTrpoBaHue. [lonsarne
«KHUHOJIOKYMEHTY. Bunbr KUHOJOKYMEHTOB.
Buneosanuce.

dononokymMeHTUpoBaHue. Ero ocoOeHHOCTH,
00JyacTy MPUMEHEHHUS.

I[OKYMGHTI/IpOBaHI/Ie C IMPUMCHCHUEM
HH(bOpMaLII/IOHHO—JIOFH‘ICCKI/IX MalllhH.

CoBpeMeHHbIE CTIOCOOBI TOKYMEHTHPOBAHUS C
UCTIOJIb30BaHUEM HOBBIX TEXHOJIOTHA.

2.4 MatepuaibHbIe HOCUTEH HHPOPMALTUH

Hocurenu uHpOpMaLUH. HpesHennme
MaTepuaisl Uil IMcbMa Marepuaisl A1 MUCbMa B
Ilepenneldt  Asum  (KIUHOMHUCHBIE  TAOJIMYKH).




WsrotoBnenne ¥ OpUMEHEHHE  Mamupyca.
Wcnonb3oBanue A nuchbma NepraMmeHta, 0epecTbl
U Jpyrux marepuaioB. M3o0perenune Oymarm, ee
JOCTOMHCTBA,  OOYCIIOBHBILIHME  IIOBCEMECTHOCTH
pacnpocTpaHeHus. BopasHble 3Haku (¢uiaurpanm).
CpeactBa u opyaust NmuUCbMa U HMX BIMSHHUE Ha
pa3BuTHE rpadUKH MUChMA.

Marepuansl JUis TEXHUYECKOTO
JIOKYMEHTHPOBAHHUS. Marepuanbl Uit
(OTOKMHOAOKYMEHTUPOBAHHUSL. Buneorpammsl.
Martepuainsl JUIst (OHOTOKYMEHTHUPOBAHHUS.

Komnbrotepusie HocuTenu uHpopmanuu. BrusHue
HocuTenss MHGOpMAnMM Ha JOJTOBEYHOCTh U
CTOMMOCTb JIOKYMEHTA.

Paznen
JOKyYMEHTa

3

IIpusnaku

3.1. OpuruHanIbHOCTH JOKYMEHTA

[TonsiTue opurumHama, NPU3HAKU OPHUTHMHAIA.
YMHOKEHHbIE OpUTrHHaIbl. YepHOBUKHU U OEJIOBUKHU
TEKCTOBBIX JOKyMEHTOB. ABTOrpadsnl. Pemaxiuu.
OpuruHansl KHHO M (OTOJLOKYMEHTOB. OpUrHHAIIBI
(OHOIOKYMEHTOB. OpuruHansl  TEXHHUYECKHX
JIOKYMEHTOB, OPUTHMHAJI JJIEKTPOHHOI'O JJOKYMEHTA.

Ilonstue  «mommuHHUK». llomnuHHBIE UM
MOJUIOKHBIE JTOKYMEHTHI. Bunel Qanscuduxanun
JIOKYMEHTOB. danscuduxanus COJIEp>KaHU.
HNutepniomnsnus Qanscuduranus cocTaBa
YAOCTOBEpEHUsI, OJIaHKa.

3.2. KonuitHOCTh OKYMEHTa

IlonsTusa «xomnus». KMcropuueckoe pasButue
Konuid. Buapl xomuii, onpenensembie crnocoboM ux
BocTnipousBeaeHus. Komnuu, pazauyumsle Mo crnocody
ux ypocroBepeHus. Ilopsnok odopMiIeHUs KOMHIA.
KOpunnueckas cuna konuid. /lyonukar.

Paznen
JIOKYMEHTa

4

Crpykrypa

4.1. ®opmynsip JOKYMEHTa U €r0 COCTABHbBIC
4acTH

[Tonsitne  «pexBu3ut».  IlocTosiHHBIE U
nepeMeHHble pekBH3UTHL. [loHsATHE «hOpMyTsipa
JIOKYMEHTa. OcobenHoctu dbopmysipa
JIOKYMEHTOB, MOJIyY€HHBIX Pa3IUYHBIMU CIIOCOOaAMU
JTOKYMEHTUPOBAaHUSA (TEKCTOBBIMU, MAIIMHHBIMH,
KHHO-, doto-, ¢doHoO-, TEXHUYCCKUMH ).
NunuBuyanbHbIN u TUMOBOM hopmysap




noxkymenTta. @opmyssip — oOpasen, ero 3ajgadu B
yHH(UKaIUU TpeOOBAaHUH K PEKBU3UTAM JOKYMEHTa
U UX PACHOJI0XKEHHIO.

4.2. Co3gaHue W pa3BUTHE TPATUIIUMOHHOU
(bopMBI TOKyMEHTA

@opmyJilp TEKCTOBOro Jokymenra XVI -
XVII BB. BiMsHue Tpamuiuid # 3aKOHa Ha
cKianapiBanue (opmynsipa nokymeHta. Crneunduka
0003Ha4YeHMsI HAUMEHOBAHMUSA BHUAA JOKYMEHTAa,
yKa3aHuUE aBTOpa M COCTAaBUTENS JIOKYMEHTA.
Ob6o3nauenue anpecara. OcOOEHHOCTH AATUPOBKU
JOKyMeHTa. MecTto ®  Xapakrtep  MOJIUCEHN
JOKYMEHTA, «CIPaBbl» M «IPUIIKACH», aBTOpPCKas
noanuchk. Buapl nevareir. OTMETKH HaA IOKYMEHTaXx.
TpaIuIIMOHHO CIIOKMBIIASCSA CTPYKTypa TEKCTa M
OCOOCHHOCTH H3JIOKEHHSI COAEpPMKaHUS PazIUUHbBIX
BHJIOB JJOKYMEHTOB.

®opmyisip TekctoBoro nokymenra XVIII B.

3aKoHOJATEebHBIE M HOPMATHUBHBIE AaKTHI O
COCTaBJICHUH ¥ 0()OPMIICHUH TOKYMEHTOB. Brmsiane
HepapXuM «BJIACTEH W MECT» Ha Pa3BUTHE BUAOB U
pazHoBuaHOCTeH. OO03HaYeHNE aBTOpa U €r0 MECTO
B (hopMyIIsipe JOKYMEHTA.

Texcr nokymeHra. Ponp 3akOHOZATENIBHBIX
aktoB XVII B. B  yHUUKanuuM  TeKcTa
OIPENIEICHHBIX BUJIOB JTOKYMEHTOB. IIncbMOBHUKY,
COOpPHUKH OOpa3LOBBIX TEKCTOB. 3arojloBOK K
TEKCTy, ero Ha3HaueHue u mecro. Ckpena. [leuatu u
IpaBwia NOJb30BaHUs UMHU. OTMETKHM, UX BHIBI,
Ha3zHaueHHe U MecTo B (hopMmyJsipe.

@opmyJisip TEKCTOBOro JokymeHta XIX -
Hayana XX BB.

PernameHranust 3aKkOHOJATENIHBIMU aKTaMH
HOpPSIZIKA COCTaBJICHUS M O(pOPMIICHHS] JOKYMEHTOB
O6o3HaueHue BUAA, aBTOPA JOKYMEHTOB, X MECTO
B popmyssipe. [losiBnenue Onanka.

OcoOeHHOCTH aJIpecoBaHUs JTOKYMEHTOB U
obopmiienne nmatel.  M3MeHeHWe B TOpSJIKE
opopMmiIeHHS ~ TOANUCH  Pa3jIMYHbIX  BHUJOB
nokymeHTOB. IIpocraBieHue mnedareil. XapakTep
OTMETOK Ha JIOKyMEHTaXx.

CrpyKTypa TeKcTa JOKYMEHTA.

O61erocynapcTBeHHast yHUpUKAUS




JIOKYMEHTOB U CTPYKTYPBI TEKCTOB.

4.3. ®opMysip yNpaBIE€HYECKOTO JOKYMEHTA
XX-XXI BB.

Bormnpocsl JOKyMEHTUPOBAHMSI, COCTABIECHUS U
opOopMIICHHS [TOKyMEHTOB B 3aKOHOJATENIBHBIX H
HOPMATUBHBIX aKTax. YHH(HUKAIUS IOKYMEHTOB.
Bnytpusunosas yHu(UKanus. Passurue
VHUPUKAMK ©  CTaHAApPTH3AIMH  JOKYMEHTOB.
l'ocynapctBeHHble  cTaHmapThl Ha  JOKYMEHTHI.
Oco0eHHOCTH OpPraHU3alMOHHO-PACTIOPSIUTEIBHBIX
JIOKYMEHTOB. T'OCT P 7.0.97-2016
«OpraHu3anuMOHHO-pPACTOPSIAUTEIbHAS
JTOKyMeHTalusi. TpeOoBaHUS K  OQOPMIICHHIO
JIOKYMEHTOB. PexBu3uTHI JIOKYMEHTOB,
nepeuuncisiemsie B «lIpaBuinax 1emonpon3BoiCTBa B
dbenepaibHBIX OpraHax WCIOTHUTEIBHONW BIACTH» U
“MeToMUecKuX pEeKOMEHJAIuMs 10 pa3padoTke
MHCTPYKUUH 1O JIeTOMPOU3BOJCTBY B (eiepanbHbIX
OpraHax UCHOJIHUTEIbHON BIACTH .

bnank nmoxymenta. Buapl OmankoB. CoctaB
OnaHka, TMOPSJIOK pAcIOJOXKEHUS PEKBH3HTOB B
Onmanke. brmaHKkM C yrIOBBIM ©  HPOJOJIBHBIM
PacCIIOI0KECHUEM PEKBU3UTOB. IIpaBuia
KOHCTPYHUPOBaHHUS OnaHka. bnanku C
M300paXeHUEM TOCYIapCTBEHHOTO repba m repbda
cyOBekTa deaeparuu.

ABTOop nokymeHTa. I[lopsimok 0003HauUEHUS
HAaUMEHOBAaHUS OpTraHMU3AIMH-aBTOpa JOKyMEHTA.
CnpaBouHble JaHHbIE 00 aBTOpe, HX COCTaB,
pa3MenieHne Ha  OinaHke. ABTOpPBI  JIMYHBIX
nokymeHtoB. [loamuch, meuyaTh Kak MpPU3HAKU
aBTOpA.

Bung noxkymenTta, ero pasBurhe. Buasl
JIOKYMEHTOB, ONpPEACISIEMbIE 3aKOHOAATEIbHBIMA H
HOPMATHBHBIMHU akTamMu. CBS3b BUIOB JOKYMEHTOB
u  GyHKUMH  yhnpaBieHHs.  YKa3zaHUE — BUJAA
JIOKyMEHTa, €r0 MECTO W Ha3HaveHHe B (hopmyisape
JIOKyMEHTa. 3aBUCUMOCTH (DOPMBI TOKYMEHTA OT €T0
BHJIA.

O6o3nauenue anpecara. [IpaBuna HanucaHus
aZjpecaTa U MECTO yKazaHHs aapecara B Gpopmymsipe
JOKYMEHTA. Otpaxxenue cepsl JEUCTBUSA
JIOKyMeHTa B ero aapecate. [lopsmok odopmueHus
JOKYMEHTa C HECKOJIbKHMH ajpecaTamu. [lopsaok
0o OpMIICHHUS TTOYTOBOTO apeca.




Jlata noxkymeHTa. 3HadeHHE JAaTHPOBAHUSA
JOKYMEHTa. ABTOpCKME  JaThl  (COCTaBJICHUE,
MOJIMCAHUE), AAThI, OTHOCSALIMECS K COAEPIKAHMUIO.
Jatbl, xapakTepusylomme 3JeMeHTa (opmysipa.
Jatel 00paboTku JIOKyMEHTOB. [Topsnox
odopmIIeHHUS J1aT.

Cocras YIOCTOBEPEHUS JIOKYMEHTOB.
Ha3nauenne mnoanucanus AokymMeHTOB. IIpaBuia
HOJMNMCH  JIOKYMEHTOB  PA3JIMYHBIX  KaTETOPH.
Mecro moxmucu B GopMyssipe  TOKYMEHTA.
OnexkTpoHHas noanuch. OTMeTKa 00 3IEKTPOHHOU
HOJIITUCH.

Ilewatm w wx Ha3HaueHwWe. Buanl medarte.
Tl'ocynapctBenHast repOoBas reyarhb.
3aK0HOJATEIHLCTBO 00 M3TOTOBJICHUU Hu
MoJIb30BaHWU TiedaTsiMu. [lopsamok mpocTaBieHHs
OTTHCKA TIeYaTH Ha JIOKYMEHTaXx.

YTBepxaeHue JOKYMEHTOB. Crioco6b1
yrBepxkaeHus. CoctaB  rpuda  yTBepKIeHHUS,
HopsiIoK ero odopmieHus, mMecto B (opmysipe
JIOKYMEHTA.

CornacoBanue JokymeHTta. [lopsnok u Buibl
coriacoBaHus. Busbl u rpud cormacoBaHus, HUX
odopmiieHre, MecTo B GOpMYJIIsipe TOKYMEHTA.

OTtmeTkn Ha JOKymMeHTax. WX pomnbp B
MPOXOXJACHUH U HCIIOJHEHUU JOKYMEHTa, MECTO B
dopmynsape  gokymeHnta. (Ocoboe Ha3HaueHUE
PE30IIOIHH (ykazaHus o WCTIOJTHEHUIO
nokyMmeHTa). TpeboBaHMe K COACPKAHUIO U
opopmiieHno. OTMETKH O B3SATHU JOKYMEHTa Ha
KOHTPOJIb, UCTIOTHEHUH IOKYMEHTA U JIp.

4.4. Tekct OKyMeHTa

[ToHsATHE «TEKCT HOKYMEHTa» MpHU pa3IUYHbIX
crocob6ax JIOKYMEHTHUPOBAHHUS. Cuenapuit
NOJArOTOBKU JoKyMeHTa. CopaepikaHHe NPOCTHIX U
CJIOXHBIX IOKyMEHTOB.

[Topsimok  W370KEHUS TEKCTa JIOKYMEHTA.
TpeboBanusi  YETKOCTH HW  SICHOCTH  TEKCTa
nokymeHrta. Jloruueckas — CTpyKTypa  TeKCTa.
B3aumocssizp conmepkanuss U (HOpMBI JOKyMEHTA.
dopmanuzainus TeKCTa JOKYMEHTA.

OneMeHTbl TekcTa. [loHsTHE «3aronoBOK»
(HauMeHOBaHUE JIOKYMEHTA). Ha3znauenne
3arojioBKa, €ro Mecto B (opmymspe JOKyMeHTa




[IpunoxeHus K TEKCTY U MOPSAIOK UX OPOPMIICHHS.
4.5. Yaudukanus TeKcTa JTOKyMeHTa

VHudukanus JOKyMEHTa Kak OJHO U3
HarpaBJIeHUH €ro COBEPLICHCTBOBAHHUS.
[Ipennoceuiku ynudukanuu. Meron yHu(UKaLUM.

VYHugukauus CTpyKTYpbl TEKCTa. DJIEMEHTHI
dopmanuzanuu.  DopManM30BaHHBIA  XapakTep
TEKCTOB YYETHOM JOKyMEHTaluu. YHUUKAIISL
A3BIKOBBIX cpeAcTB. @opMbl YHU(DUKAIMK: THUIIOBOH,
TpadapeTHBI TEKCTHI, TaOIMIA, aHKeTa, Tpaduku,
JUarpaMMmBl.

Paznen
JOKYMEHTALUH
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CucreMnl

5.1. CxiapiBaHuE CUCTEM JOKYMEHTAIUU

ITonsTHe «cucTemMa JTOKYMEHTALUW.
[Ipusznaku cuctembl goKymMeHTaruu. (OCHOBaHHS
KJIacCU(PUKAIUKA CUCTEM JIOKYMEHTAITUH.

Hcropuueckas 00yCIIOBIEHHOCTh
dbopMupOBaHUsA CUCTEM JOKyMeHTaluuu. CHUCTeMbI
JOKYMEHTAllMA  YUYPEXKACHUM JOPEBOJIIOLMOHHON
Poccun.

Pa3zButne CUCTEM AOKYMCHTAllUU Ha
COBPCMCHHOM OTallc. KauecTtBenHbIE H3MEHCHUS
COCTaBa U COACPKaHNA CUCTEM JOKYMCHTAIINU.

FOCy,HapCTBeHHaH CUCTCMa JOKYMCHTAIIUU.
CDYHKI_II/IOHaJ'IBHLIe CHUCTCMBI AOKYMCHTAIUH,
BCAOMCTBCHHBIC CUCTCMBbI HJIN OTPACIICBBIC CUCTEMbI
AOKYMCHTAllUU U UX B3aHUMOCBS3b.

5.2. YHuduupoBaHHbIe CHUCTEMBI
JIOKyMEHTAITUN

[Tonatne  «yHuUIMpPOBaHHAs  cHCTEMa
JOKyMeHTanun». Pa3paboTka yHU(PUIHMPOBAHHBIX
CHCTEM JIOKyMEHTAIIUX - HOBBIM 3Tall B YHU(PHUKALIUN
U CTaHJapTHU3aLUU JOKYMEHTOB. XapaKTepHUCTHKa

YHU(PULIMPOBAHHBIX CUCTEM JOKYMEHTALUU.
I'ocynapcrBeHHbIE CTaHJapThI Ha
yHU(ULIIPOBaHHbIE CUCTEMBI. OnpiT

MG)KI[YHapOI[HOf/'I CTaHJapTu3aluu JOKYMCHTOB.

[IpoexTupoBanue yHUPHUIIMPOBAHHBIX (hopMm
JIOKYMEHTOB. Meton coepKaTeIbHON u
dbopmasibHON yHUDUKAITIH.

Peructpanuss ~ yHUUIMPOBAHHBIX  (QOpM
IOKyMeHTOB. llopsgoxk BBeneHuss B JIEMCTBHE
yHU(DUIUPOBAHHBIX (OPM TOKYMEHTOB. AJILOOMBI




bopM yHHPHIHPOBAHHBIX TOKYMEHTOB.

PermamenTanms cocTaBa BUJIOB Hu
Pa3HOBUIHOCTEH  JOKYMEHTOB  OIPEIEICHHOIO
KOMITJIEKCa 10 3ajadaM yrpasiaeHus. Tadenb hopm
JTIOKYMEHTOB.

Pasnen 6 OpranuzannoHHO-
pacnopsiAuTEIbHbIE "
MHPOPMAIMOHHO-CIIPABOYHBIE
JIOKYMEHTBI

YHupuuupoBanHas cuctema
OpPraHU3alUOHHO-PACHOPSAAUTECIbHOH
nokyMmeHTauu. OcOOEHHOCTH CUCTEMBI, €€ COCTaB.

OpranuzandoHHble JOKYMEHTHI. [lonmoxxeHus,
YCTaBbl, PETJIAMEHTHI, HHCTPYKLIUU, TpaBUia U JIp.
TpeboBaHMs K UX COCTABICHUIO ¥ O()OPMIICHHIO.

P ACIIOPAAUTCIIbHBIC JOKYMCHTHI.
ITocranoBaeHus, pelieHus, TIPUKA3EIL,
pacniopsokeHus, ykazaHus u ap. Ilopspoxk  ux
COCTaBJICHUS 1 OOPMIICHHS.

HNupopMalilnoOHHO-CIIPaBOYHbIE  JTOKYMEHTBI:
aKTbl, CIpPaBKH, JOKJIaJHble U OOBSICHUTEIbHBIC
3allMCKH, MHUChbMA, TeJIerpaMMbl, TeaehOHOrPaMMBI.
Ux coctaBnenue u ohpopmiieHue.

OcobOenHoct  oOpMIICHUST  AESATETHLHOCTH
KOJUICTUAJIbHBIX OPTaHOB.

Paznen 7
CoBepIieHCTBOBaHUE
JOKYMEHTAI[MOHHBIX MTPOLIECCOB

7.1. Perimamenranus MIPOIIECCOB
JIOKyMEHTOOOPa30BaHUS

Heo0xonuMocTh  peryimpoBaHusi —Ipolecca
JIOKYMEHTOOOpa3oBaHus. BelsicHeHue U ycTpaHeHue
IPUYMH HEOIPaBAAHHOIO BO3PACTaHUS BUIOBOIO
pasHoOOpa3usi W KOJMYECTBA  JOKYMEHTOB.
YcTaHoBieHHEe 000CHOBAHHBIX KPUTEPHEB CO3AHHS
JIOKYMEHTOB. ®daxTophl, OIpeeNAoIne
HEOOXOAMMBIM KOMILJIEKC JAOKYMEHTOB. Tumnuzamms
dopm  noxkymeHTOB.  Pa3paboTka  HayuyHBIX
KOHIENIMM MexoTpacieBod yHUPUKauuu (Hopm
yIOpaBieHYeCKX JOKyMeHToB. Co3naHue OaHKOB
JTAHHBIX.

IIpaBoBoe peryIMpoBaHue nporecca
JIOKYMEHTOOOpa30BaHMUs. Dopmbl IIPaBOBOIO
PETYJIUPOBaHMUS.

7.2. Hcnoap30oBaHWE HOBBIX TEXHOJIOTHHA B
JIOKyMEHTHPOBAaHUHU

Bnusuaue BHEPEHMUS BBIUUCIIUTEILHON
TEeXHUKU Ha 00pa3oBaHuE JOKYMEHTOB. JJOKyMEHT B
anekTpoHHOH  Qopme.  [IpoGiema  mpaBoBOroO




peKHMa JTOKyMEHTa, CO3JaHHOTO B DIIEKTPOHHOM
dopme. OCOOCHHOCTH COTJIACOBAHUS M MOAMUCAHUS
SJICKTPOHHBIX JOKYMCHTOB.

OcobenHoctn co3manus W oopmieHUs
JOKYMEHTOB Ha KOMITBIOTEpE: HCIOJIbh30BaHUE 0a3

JIAHHBIX, CO3/IaHHE 1a0JI0HOB, TEKCTOBBIE
PEIaKTOPBI, CJIOBAapH, IPOBEPKA T'PAMOTHOCTH U
opdorpadumu. CoBpeMeHHOE IPOrpaMMHOE
obecneyeHue.

Pa3zButue cucrembl mnepenaun HHGOpMAIUH
Bo3moxHOCTH ~ 0€3I0OKyMEHTHOTO oOMeHa
uHpOpManuei B yIpaBiIeHUN.

Paznen 8.
HUCTOpHYECKAsT |
[IEHHOCTh JJOKYMEHTa

Hayuno-
MpaKTHYecKast

[TousTus: «LIEHHOCTh JOKYMEHTa»,
«3KCIIepTU3a LEHHOCTW. Bo3nukHoBeHHE
9KCHepTu3bl. BbpaboTKa NPUHIMIIOB U KPUTEPHUEB
OLICHKH LIEHHOCTH JOKYMEHTOB.

Buemnss u BHYTPEHHSA KpUTHKA
JIOKYMEHTOB. AHanu3 aBTOPCTBA, BPEMEHU, MeCTa
BO3HUKHOBEHUHU JIOKyMEHTa. AHaJINU3 COAEpPKAHUSA

JOKYMEHTA. JlocToBEpHOCTD u LIEHHOCTh
JTIOKYMEHTA.

JloKkyMeHTBI c MOBTOPSAIOLIEHCS
uHpopManuen. Buner HOBTOPSIEMOCTH:
NyOJIETHOCTb,  MOTJIOUIEHHOCTh, CyMMHpPOBAaHHE,
BapUaHTHOCTb, pedepupoBaHue. O06uue

3aKOHOMEPHOCTH, OIPEACISAIOIINE BO3HUKHOBEHUE
JOKYMEHTOB C MTOBTOPSIOLIEHCS nHpOpMaLHen.

3HAUYUMOCTb SIBJIEHUHM, COOBITHH, (DakTOB B
MEPBUYHBIX U BTOPUYHBIX JOKYMEHTaX,
COOTBETCTBUE COJIepKallleiicsi B HUX HMH(pOpMalUu
OCHOBHBIM WJIM  BCIIOMOTaT€lbHbIM  (YHKIHAM
YUPEKIACHUS. IOpunuueckas cuia THUX
JIOKYMEHTOB. Xapakrep HOBTOPSIEMOCTH,
HNEePUOUYHOCTb 00Pa30BaHMs JOKYMEHTOB.

Bri0opouHast orieHKa JOKYMEHTOB.

CreuvasnbHble KpUTEPUM OLEHKH HAy4dHO-
texuudyeckon mokymentanuu (HT/). W3yuenue
BHYTPCHHETO COCTaBa JOKyMEHTa MO TpoliemMam
(temam) u MopensM (KOHCTPYKIHSM) 3HA4YCHHE
HAYYHO-TEXHHYECKOW WJeH. 3HAYUMOCTh OOBEKTa
JUISE DKOHOMHKH. YHHKAIBHOCTh COOPYXKEHHS WIIH
KOHCTPYKIIUH.

Kpurepuu LIEHHOCTH
KHHO(POTO(HOHOTOKYMEHTOB. OCOOCHHOCTH OLICHKH




MAalIMHOYUTACMBIX JOKYMCHTOB.

Paznen 9.
JIOKYMEHTOB

Komriuiekcel

Iloustue «KOMIIJICKCa JAOKYMCHTOB).
HepBI/I‘-IHLIC KOMIIJICKCBI TCKCTOBBIX HOKYMCHTOB U

UX  BHUJBL KoMruiekchl  TEXHUYECKUX U
KUHO(OTOJOKYMEHTOB.

CroxHbIe KOMILJICKCHI. [TousTus
«TOKYMEHTAJIbHBIN» W  «apXWUBHBIN»  (OHJIBIL.
Kommuiekcenl JIOKYMEHTOB YUPEXKACHUH,
OpraHu3alii W CTPYKTYPHBIX TMOApPa3ICICHUM.
JInyHeie boHBL. TToustue «KOJUIEKIIUS

JAOKYMCHTOB. IlonsTue «APXUB».

5.1. CucreMa OlleHUBAHUSA

4. O0pa3zoBaTeibHbIE TEXHOJIOTUH

Jns mpoBeneHust y4eOHBIX 3aHATHH IO AWCLMILIMHE MCIOJB3YIOTCA pas3iIMyHble 00pa3oBaTebHbIE
TeXHOJIOTHH. [ opraHu3anuy yaeOHOro mporecca MOKeT ObITh HCHOJIB30BAHO JIEKTPOHHOE 00ydeHHe
U (WIN) JUCTaHIMOHHBIE 00pa30BaTENIbHBIEC TEXHOJIOTHH.

5. OneHka MUIaHUPYEMBIX pPe3yJabTaTOB 00y4eHus!

®dopma KOHTpOIIS Makc. Konu4ecTBO OaioB
3a onHy padoTy Bcero

TexyImuii KOHTPOJIb:
- ompoc 5 6amnoB 15 Gannos
-OJIHII -KOHTpPOJIbHAS paboTa (TeMbr 2) 15 6annos

45 6amios
- KOHTpoOJIbHas paboTta (Tembl 4) 15 6annos
- Onu-KoHTpoNbHAs paboTa (Tema 6)
- ITOTOBAsA KOHTPOJIbHAS paboTa (TeMbl 1-6) 15 6anmos
[IpomexyTouHas aTTecTauus 40 GamtoB
(3auer) (Temsr 1-6)
HUroro 3a cemectp 100 GamtoB
- ompoc 5 bamioB 10 6anmos
- TectupoBanue (Tema 7) 20 6ayutoB




- KOHTpoJIbHas padora (Tema 9)

10 6amnos

-MTOrOBasi KOHTpOJIbHAs padoTa (Tembl 7-12) 20 GaytoB 50 6amnoB
ITpomexxyTouHas artecTanus (3x3ameH) (TeMsl 1- 40 6ammoB 40 6amoB
12

) 100 GamoB

Hroro 3a ceMecTp (TUCIUIUIAHY)

[TonmyuyeHHbI COBOKYITHBIN pe3yibTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKATy OLIEHOK U
B LIKaJIy OLeHOK EBpormeiickoii cuctembl nepeHoca U HakoruieHus: kpenutos (European Credit
Transfer System; nanee — ECTS) B coorBeTcTBHM ¢ TaOnueit:

100-6annpHas
TpaauuuoHHas mKana [Hkana ECTS
HIKaaa
95-100 A
OTJIMYHO
83-94 B
68 — 82 XOpOLIO 3aUTEHO C
56 - 67 D
Y/I0BJIETBOPUTEIHHO
50-55 E
20-49 FX
HEYJIOBJICTBOPUTEIILHO HE 3a4TEHO
0-19 F
5.2.Kputepuu BbICTABJI€HUS OLEHKHU MO IUCUHUILIIUHE
bamnbl/ Ounenka 1o Kpurepun oneHku pe3yiabTatoB OOydeHHS IO
IMxana ECTS | qucuuiutinge NUCHUILIINHE
100-83/ COTIIUIHOY/ BrictaBnsercs oOy4aromemycs, €Cli OH TIyOOKO U
IIPOYHO CBOWJI TEOPETHMYECKMH U  NPAKTUYECKUU
AB «3a4TEHO P Y P P
MaTepuall, MOKET MPOJAEMOHCTPUPOBATH 3TO HA 3aHATHIX
(oTiyHO)»/ .
U B XOJI€ TIPOMEKYTOYHOHN aTTECTAIINH.
«3aUTCHO»

OOyuaromuiics  MCUEpIBIBAONIE U JIOTHYECKH
CTpOMHO H3NaraeT y4yeOHbI Marepuai, yMeeT YBS3bIBaTb
TEOPHUIO C IPAKTUKOM, CIPAaBIAETCS C pEUICHUEM 3ajad
npoeCCUOHATBFHON HAIMPABICHHOCTH BBICOKOTO YPOBHS

CJIOZKHOCTHU, IMMpaBUJIbHO O60CHOBLIB8.€T IIPUHATLIC
pemenus.
CBoOogHO  OpuUeHTHpYyeTCs B y4eOHOH |




Bannel/

Onenka 1o

Kpurepun oueHku pe3ynbTaToB OOy4YeHHS IO

[xana ECTS | nucuuruinne JUCLUIUIMHE
npodecCUOHATBHOMN JITepaType.
Ouenka o JUCLUTIIINHE BBICTaBIISFOTCS
oOydaromieMycst ¢ Y4€TOM pe3yJbTaToB TEKylIeH W
MIPOMEXYTOUHON aTTECTAIlUU.
Komniereniuu, 3akpeméHHble 33 JIUCLMIUIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «BBICOKHID.
82-68/ «XOpOoIIo»/ BreictaBnsercst oOyuwaromeMmycs, €ClIm OH 3HaeT
TEOPETHUUECKUI U MPAKTUYECKUNA MaTepuai, TpaMOTHO U 10
C «3a4TE€HO
CyIIECTBY H3JIaraeT €ro Ha 3aHATUAX M B  XOJ€
(xoporo)»/ N
IIPOMEXYTOYHOH aTTECTALlMH, HE IOIyCKas CYIIECTBEHHBIX
«3aYTCHOY HETOYHOCTEH.
OObyuaromuiics MIpaBUJIBHO MIPUMEHSIET
TEOPETUYECKHUE TOJOXKEHUS MPHU PEUICHUHM MPAKTUYECKUX
3aja4  MpoecCHOHAIbHON  HANpaBICHHOCTH  Pa3HOTO
YPOBHS CJIOKHOCTH, BJIaJICET HEOOXOIHWMBIMH JUIsI 3TOTO
HaBbIKaMU U MpUEMaMHU.
JloCTaTo4yHO XOpOILIO OpPUEHTHUpPYETCs B y4eOHOH U
npo¢ecCUOHAIBHOMN JITepaType.
Onenka 1o JUCLUIUINHE BBICTABJIAIOTCS
oOydaronemMycst ¢ Y4Y€TOM pe3yJbTaToB TeKylled H
MIPOMEXYTOYHOM aTTeCTalUH.
KoMnerenuuu, 3akpemi€HHble 3a JHUCLUILIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIHII».
67-50/ «yIOBIIETBOD BrictaBnsercs oOydaromiemycsi, €cii OH 3HaeT Ha
D.E U-TEITBHOY/ 0a30BOM YpPOBHE TEOPETHUECKMH M  MPaKTUUYECKHUM
>

«3aUTCHO
(ynosnerBopu-
TEJILHO)»/

«3a4YTCHO»

Marepuai, JIOMyCKaeT OTAC/IbHbIC OIIUOKH TIPU €ro
W3JI0’)KEHUM Ha 3aHATHSAX W B XOJ€ MPOMEKYTOYHOM
aTTeCTalluu.

OO6yuatronmiics UCIIBITBIBACT olpeacIEHHbIE
3aTpyJHEHUS B IPUMEHEHUM TEOPETUYECKUX IIOJIOKCHUI
IPU PELICHUH MPAKTHUYECKUX 3a/ad MpodecCHOHATBLHON
HAIIpaBJIEHHOCTH  CTAHJApPTHOIO YPOBHsS  CJIOYKHOCTH,
BJIaJIe€T HEOOXOIUMBIMHU Ul 3TOT0 0A30BBIMH HAaBBIKAMHU
U IpUEMaMU.

JleMOHCTpUpYEeT JOCTAaTOYHBIA YpPOBEHb 3HAHUSA
y4eOHOW JIUTepaTypbl O JUCIUILIUHE.

OI_IeHKa Io JAUCLHUITIIINHC BBICTAaBJIAKOTCA




Bannelr/ Ounenka 1o Kpurepun oueHku pe3ynbTaToB OOy4YeHHS IO
Mkana ECTS | nucuuniuuze JUCLUIIIINHE
oOyyaromieMycss ¢ Y4€TOM pe3yJbTaTOB TeKylled W
IIPOMEKYTOYHOU aTTECTALUU.
Komniereniuu, 3akperviéHHble 332 JUCHMIUIMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBI.
49-0/ «HEYIOBJIETB BricTaBnsercs oOydaronemMycs, €Clid OH He 3HaeT Ha
FFX OpHUTEIBHOY/ 0a30BOM YpPOBHE TEOPETHYECKMH U  MPaKTHYECKHI
’ MaTepuasl, JOIyckaeT rpyOble OmHOKM TpH  ero
HE 3a4TEHO

HU3JI0KCHHHW Ha 3aHATUIAX WM B XOIC HpOMe)KyTO‘-IHOI\/'I
aTTeCTanuu.

OO0yuarommiicst UCHBITEIBAET CepbE3HbIE
3aTPYIHEHUSI B MPUMEHEHUU TEOPETHYECKUX MOJIOKECHHI
MPU PEIICHUH TPAKTUYECKHX 3a1ad MpodecCHOHATBLHOM
HaNpaBJIECHHOCTH CTaHJAPTHOTO YPOBHS CIIOXKHOCTH, HE
BlIaZieeT HEOOXOOUMBIMH IS OTOr0 HAaBBIKAMH U
MpUEMAMHU.

JleMoHCTpHpyeT (parMeHTapHble 3HaHUS Yy4eOHOU
JUTEPATYPHI IO JUCLIUTUIAHE.

Onenka 1o JTUCIUIINHE BBICTABJIAIOTCS
oOydaromieMmycst ¢ Y4€TOM pe3yJbTaToB TeKylled W
MIPOMEXYTOYHOM aTTeCTallUH.

Komnerennun  Ha  ypoBHE  «JOCTaTOYHBIN»,
3aKpeIUIEHHBIE 32 TUCIUIUIMHOM, HE chOpMUPOBAHBHI.

5.3. OuenouHnsble cpeacTBa (MaTepHabl) IS TEKYLIEro KOHTPOJIS YCIIeBaeMOCTH,
MPOMEKYTOYHOM aTTeCTAIUU 00YYAKIUXCSH M0 JUCHUILIMHE (MOLYJII0)

Ilepeuens 6onpocoe kK KOonmpoavHoul padome no meme 2.

YeMm 3aHUMAETCS HaydHas JUCHUIIIINHA I[OKYMCHTOBGILCHI/IG?

C KakMMH HAYYHBIMH JUCIMIUIMHAMH CBSI3aHO JOKYMEHTOBEICHHE?

HazoBute 3akoHOgaTEIBLHBIC AKThI, pCTYJIMPYIOIIHUEC BOIIPOCHI NOKYMCHTUPOBAHUA.

[Iepeuncnure

JOKYMCHTHUPOBAHUAA.

HOPMAaTUBHBIC

IIPaBOBBIE aKTBhI, peryaupymoIme BOITPOCHI

I[aﬁTe XapaKTCPUCTUKY HOPMATUBHO-METOAUYICCKHUM JOKYMCHTAM I10 ACJIOIIPOU3BOJACTBY.

Hazopute YUYCHBIX, UCCIICAYIOIINX BOIIPOCHI JOKYMCHTOBCACHHU.




Ilepeuenv 6onpocoé Kk KOoHmponbHoU pabome no meme 4.
Kaxkue BbI 3HaeTe criocoObl JOKYMEHTHPOBAHUS ?

[lepeuncnure 3Tambl pa3BUTUS TEKCTOBOI'O JOKYMECHTHUPOBAHHS, CPAaBHUTE UX MEXIY
COOOH.

Pacckaxure 06 0COOCHHOCTAX TEXHUYECKOTO TOKYMEHTUPOBAHHUS.
B uem 3axmmouarorcst 0coO€HHOCTH KHMHO, (DOTO ¥ POHOIOKYMEHTHPOBAHUS ?

CpaBHI/ITC MU3BECTHBIE BaM CIIOCOOBI JOKYMCHTHPOBAHUS MCIKIY CO6OI>1, Ha30BUTC HX
npeumMynieCTBa 1 HCJOCTATKH.

JlaiiTe XxapakTepUCTUKY MaTepHabHbIM HOCHUTEISIM MH(GOpMallMd U CPABHUTE UX MEXKIY
CcO0O01.

Ilpumeput 61uy-KOHMPONLHBIX pabom no meme 6
Kaxkue obparenust ObUTH TPUHATH B KOHKPETHBIN HCTOPUIECKUN TTeproa?

(TIPOBECTH CTPEIKH)

XIX Bek TOBApHUILY

Coserckuii nepuon NBany MBanoBuuy

90-e rogpr XX Beka MusiocTuBOMY rocyaapro
CoBpeMEHHOCTh rOCHOJIUHY

Kakumu uTOrOBRIMH (ppa3aMu 3aKaHUYMBAJIOCH CIYKEOHOE MUCHMO B KOHKPETHBIN
UCTOPUYECKUM Iepros?

(poBeCTH CTPEIIKH)

XVI, XVII Beka ¢ T1y0oyYaliMM NMOYTEHUEM

XIX Bek C YBAXXEHUEM

CoBeTckuit nepuon C KOMMYHUCTHYCCKUM IIPUBETOM



CoBpeMEHHOCTh [{ape rocyaapb, CMUITyMCS, TOKATYH

Ilepeuens 6onpocoe Kk umozo6oit KOHmpoALHoU padome Ne 1
JIOKYMEHT U ero MecTO B CUCTEME YIpPaBJICHHUS.

3aKOHOI[aTCJ'IBHI>Ie MPaBOBLIC AKTbI, PCTIAMCHTHPYIOMIUC CO3JaHUC U O(I)OpMJ'ICHI/Ie
JAOKYMCHTOB.

HopmaTtuBHO-MeTOIMYECKHE aKThI, OIMPENEINSIONINE TMOPSIOK CO3JaHUA U OPOPMIICHHS
JIOKyMEHTOB.

JlokyMeHTOBeIeHHe KaK HayyHas JUCHMILNIMHA M €€ CBSI3b C JIPYTUMH Hay4YHBIMU
MUCLHUILIMHAMH.

[TonsTHe «uHGOPMAIUSD U €T0 Pa3BUTHE.

[ToHsiTHE «TOKYMEHT» U €r0 Pa3BUTHE.

Cas13b nHGOpPMAIIUU U TOKYMEHTA.

OO6mue u yacTHbIe GYHKIIUU JOKYMEHTA.

CnocoObl TOKYMEHTHPOBAHUS U UX Pa3BUTHE.

TekcToBOE JOKYMEHTUPOBAHUE U ATaIlbl €r0 PA3BUTHSL.

[TukTorpammel. [IpuMenenre MUKTOTpadhUIECKOro MIUChMa CETOTHS.
Jlororpammsl. Mcnionb3oBaHue 10rorpaMM CEroiHs.

TexHnueckoe JOKyMEHTHUPOBAHUE. BUIbI KOMIIJIEKCOB TEXHUYECKOM IOKYMEHTALIUH.
®oronokymentupoBanue. [losBnenue, pa3BuTue, NpUMEHEHHE.
KunonoxymentupoBaunue. [losiBnenue, pazsurue. Buneozanucs.
®oHoaokyMeHTHpOoBaHuE. [losBieHue, pa3BuTHE, IPUMEHEHHUE.
Marepuan 115 1oKyMeHTHpoBaHus. Ero pazsutue.

[Homnuunuky u konuu. Buael konuid. [TopsAIok y10CTOBEpEHHN KOIHIA.
®dopmysip nokyMenTta. Tunosoit popmyssip, hopmyisap-oOpaszeir.
Passurtue gpopmynsapa nokymenra B XVI-XVII BB.

®opmyap nokymenra X VIII B.

dopmyssip TekcToBoro gokymenta XIX- nagana XX BB.

Ooépa3zubvt mecmos no meme 7
Bomnpoc 1

Buza opunmanbHOTO TOKyMEHTa 3TO:



A) PEKBU3UT JOKYMEHTA, BbIPAXKAIOIIMNA COIJIACHUE UM HECOTIACHS JIOJKHOCTHOTO JIMLa C
COZIepKaHUEM JOKYMEHTA

B) HaAMmuChb HA JOKYMCHTEC, CACTIaHHAad AOJIKHOCTHBIM JIMIOM M COACpIKallas MpUHATOC UM
penreHue

B) MOATIMCAHUC NJOKYMCEHTA €T0 COCTAaBUTCIICM

Bomnpoc 2

Busbl npocrasnsiores:

A) pabOTHUKOM, MEeYaTaBUIMM JOKYMEHT
b) paboTHHKamMu CBOEH OpraHU3alUK

B) pabGoTHuKamu qpyrux opraHu3anuit

Bompoc 3

B xakue PCKBU3UTLI AOKYMCHTA JaTa BXOJUT KaK COCTaBHaA YacTh?

a) rpu@ yTBEpIKICHHS B) MOJMHKCH
0) BU3a COTJIaCOBaHUS T') pE30JIOLHS
Bomnpoc 4

OO0mwmii 6;1aHK JOKYMEHTA BKJIIOYAET B CeOs CIEAYIOUINE PEKBU3UTHI:

A) uzobpaxkenune repba, sMOJIEMBbI, MECTO JIJIsl pa3MEIICHUs] Ha3BaHUS BUJA JOKYMEHTA,
MECTO JUTSI JAThl 1 HOMEpa JOKYMEHTa, MECTO COCTABJICHUS

B) I/I306pa)KCHI/IC rep6a, 3M6HGMLI, HAaMMCHOBAHUC OpraHu3alvu aBTOpa, MCECTO JIA
pasMCIICHUA Ha3BaHUA BHAA JOKYMCHTA, MCECTO IJId HAaTbl W HOMCpA MOOKYMCHTA, MCCTO
COCTaBJICHUA

B) wuzo6paxkenue repba, sMOsieMbl, HAUMEHOBAaHUE OpraHMU3AIMM aBTOpa, MECTO s
PasMEIICHUA Ha3BaHUA BUJla TOKYMCHTA, CIIPABOYHBIC JJAHHBIC 00 opraHu3anvi, MECTO IJIs1 JaThl
¥ HOMepa JIOKYMEHTa, MECTO COCTaBIICHHS

Bomnpoc 5
Kakue u3 nepeunciieHHbIX JOKYMEHTOB TPEOYIOT yTBEPKIACHU?
A) ycraB b) mtatHoe pacniucanue B) npukasbl

I') noknaausle 3anucku /) JOKHOCTHBIE HHCTPYKIUH

Bompoc 6



TunoBoii popMyJIsip IpUKa3a COACPKHUT CIEAYIOUINE PEKBU3UTHI:

A) rep6 (aMmOneMy), HaUMEHOBAHHWE OpraHU3alUHU-aBTOPa, CIPABOYHBIC JIaHHBIE 00
OpraHM3alliy, HAMMCHOBAaHUE BHJIa JOKYMEHTa — IPHKa3, ATy, HOMEP, MECTO COCTaBIICHUS,
3aroJIOBOK K TEKCTY, TEKCT, IIOAIKICH, BU3bI COTJIACOBAHUS

b) rep6 (smOnemy), HauMEHOBaHHE OpraHM3alMU-ABTOPA, HAaUMEHOBAaHME BUZAA
JIOKyMEHTa — IIpHKa3, 1aTy, HOMEpP, MECTO COCTABJICHUs, 3ar0JIOBOK K TEKCTY, TEKCT, MOJIHCH,
BU3bI COTJIACOBaHMS

B) rep6 (s>mMOnemy), HauMEHOBaHHE OpTraHU3AIMU-ABTOPA, HAaMMEHOBAaHHE BHJIA
JIOKYMEHTa — MPUKa3, J1aTy, HOMEpP, MECTO COCTABJICHHUS, 3ar0JIOBOK K TEKCTY, TEKCT, ITOAIHCH,
1Ie4aTh, BU3BI COTJIACOBAHUS

Bomnpoc 7

B ynpapneHueckoi mpakTHKE MIPUMEHSIOT CIIEIyIOIINEe BUIbI OJIaHKOB:
A) 6naHK TUChMa

b) 6;aHK KOHKpETHOrO BUJIA TIOKYMEHTa

B) o0mmii 6:1ank

J1) GaHk Gu3u9IecKoro JuIa

Bompoc 8

JIoKkymMeHTUpOBaHUE 3TO:

A) npouecc JBMKEHUS IOKyMEHTOB B OpraHU3alUuH

b) 3anuch nHpopmManuy Ha pa3IUYHBIX HOCUTENSAX M0 YCTaHOBICHHBIM IpaBHIaM
B) co3nanne n1okyMeHTOB

I') pabora ¢ noOKyMEeHTaMHu

Bomnpoc 9
K oprannzaninoHHBIM 1OKYMEHTaM OTHOCSITCSI:

A) ycraBbl 0) mpaBWwJia  B) aKThl T) IPUKa3bl ) UHCTPYKLUU

Bompoc 10
['ep6oBoii meuaTho (MeUaThI0 OpraHU3aI1H) 3aBEPSIOT:
A) rapaHTHifHBIC TTHCbMA 0) MPOTOKOJIBI 3aCE€IaHUK  B) TIPHUKA3bI

I') noroBopsl 1) TpyIOBbIE KHUKKHU



Bompoc 11
DopMyIsp TOKYMEHTa 3TO:

A) HabGop pexkBU3UTOB O(PUIMAIBHOTO MUCHMEHHOIO [OKYMEHTa, PACIOJOXKEHHBIX B
OTpeIeIEHHOM MOCIIeI0BATETbHOCTH

B) nopsiiox 06paboTKH TOKYMEHTOB

B) MuHMMaNBbHBIN IeMEHT 0()OpPMIICHHS JOKYMEHTA

Bompoc 12
WNHpopmMannoHHO-CIIPaBOYHbIN JOKYMEHT 3TO:

a) JlokymeHt, comepkamuii mHGOpMauO O (HAKTHUYECKOM TOJOKEHUHU JeJ, KOTOPBII
CIIy>KMT OCHOBAHHUEM JJIsI IPUHATHS PELLICHUI

0) loxymeHT, opraHu3yromui padboTy yupeKIeHUs
B) JlokyMeHT, B KOTOpOM 3a(UKCUPOBAHBI PACTIOPSKEHHS PyKOBOJICTBA

r) JloKyMeHT, PUKCHPYIOLINIA NesITeTbHOCTh KOJUIETHAIBHOTO OpraHa

Bompoc 13

bnank ¢ nzo0paxkenuneMm rocynapcrseHHoro repoa Poccuiickoit denepannu MOTyT UMETh!
a) JIroOast opranu3anus, 3aperucTpupoBaHHas Ha TeppuTopun Poccuiickoit deneparuun
0) Kommepueckas pupma, 3apeructpupoBanHas Ha Teppuropun Poccuiickoit deneparuu

B) YupexaeHUss M OpraHu3aiuu, ykaszaHHble B KonctutynmmonHom 3akone «O repbe
Poccuiickoit deneparum»

r) YupexaeHus U opranusainu, ykazanuele B Konctutyuuu PO

Bomnpoc 14

K pexBu3uTam, mpuIaIOIUM JOKYMEHTY IOPUANYECKYIO 3HAYMMOCTh OTHOCSITCS :
a) rep0 P®

b) orMeTka 0 moCTymiIeHUH TOKyMEHTa

B) TIOJINTHCH

') aBTOp JOKyMEHTa

[TepedyeHsr BOPOCOB K KOHTPOJIBHOU padoTe 1o Teme 9

Uro Takoe yHUUKALUS JOKYMEHTOB?

[aiite onpeneneHue cucTeMe JOKYMEHTALMU

Yto Takoe YHI/I(I)I/II_II/IpOBaHHBIe CUCTCMbI JOKYMCHTAIIUN, HA30BUTC UX.



Kakwue Bupl JOKyMEHTOB BXOJAT B COCTaB YHU(PUIMPOBAHHOMN CUCTEMBbI OpraHU3aIllMOHHO-
pacopsIAUTEIbHON JOKYMEHTALUH.

Ilepeuens 6onpocos Kk umozo80it KORmMpPoObHoU padome Ne 2

[TonsTHS «yHHUPHUKAIUS) U «CTAHIAPTUZAMUS JTOKYMEHTOB.

Pa3BuTre yHUUKAIIMN ¥ CTaHAapTU3AINH TOKYMeHTOB Bo Il monouHe XX B.
I'OCT P 7.0.97-2016. Ero conep:xanue, 3HaYCHUE.

TpeOoBanusi K KOHCTPYHUpOBaHWIO OnaHKOB. Buapl OyiankoB. brmankum mnpeanpusituit
pa3nmuyHBIX (HOpPM COOCTBEHHOCTH.

PexBU3UT «HaMMEHOBaHHE OPraHU3ALUN-aBTOPa JOKYMEHTa», TPEOOBAaHUS K HEMY.
PexBH3HT «cripaBOYHbIE JaHHBIE 00 OPraHU3AIMH-aBTOPE TOKYMEHTa», €r0 COCTAB.
PexBu3ut «agpecar», €ero 3HaueHUE U COBPEMEHHBIE TPeOOBaHUS K 0()OPMIICHUIO.
Hatel. TpeboBaHus K UX 0(OPMIICHHIO; 1aTa KaK COCTaBHAsl YaCTh JIPYT'UX PEKBU3UTOB.
PexBHU3UT «perucTpaniMOHHBI HOMEP JOKYMEHTA», €ro 3Ha4CHHUE.

PexkBu3uT «cchuika Ha peFI/ICTpaHI/IOHHHﬁ HOMEp MU JaTy AOKYMCEHTa», Korjga M rac OH
IMPOCTABJIACTCA.

[lopsimok corimacoBaHHs OKYMEHTOB M O(GOpPMIIEHHS BHYTPEHHETO U BHEIIHETO
COTIJIaCOBaHUs

[Topsimok yTBepK/IeHUSI JOKYMEHTOB, BUJIbI YTBEPKICHHUSL.
[Topsaok noanucanust TOKYMEHTOB.

[Teuats kak pexkBU3UT MNOKyMeHTa. Ha Kakux [OKyMEHTax IMpOCTaBISIETCS repooBas
1eYarth.

CoctaB  ymoctoBepeHUs  JOKyMeHTOB.  IlpaBuima  odopmieHHs  PEKBU3UTOB,
YAOCTOBEPSIONIUX JOKYMEHT.

OTMeTKH Ha TOKYMEHTE, UX 3HaueHue u ohopMieHue.

Pe3omronus. E€ 3nauenue. TpeGoBaHus, NpeabABIsIEMbIE K PE30TIOLUH.
PexkBU3UT «OTMETKa 00 UCTIOIIHUTENEY, €r0 3HAYCHHUE.

PexBu3uThl, MpHuaaroLue J0KyMEHTY I0PUINYECKYI0 3HAUUMOCTb.
VHupuUKanus TeKCTa JOKyMEHTa.

Tpacdapernsie TekcTbl. MeToanka pa3paboTKu.

CrniocoObl npeacTaBieHus YHU(DULIMPOBAHHBIX TEKCTOB (aHKETHI, TaOJIUIbI, TpadapeTHbIe
TEKCTHI).

OO0u1re TpeOOBaHUS K TEKCTY TOKYMEHTA.

AJII‘OpI/ITM MOATrOTOBKH JOKYMCHTA.



DJIeMEHTHI TEKCTa: 3ar0JI0BOK, IPUIIOKEHHS, TPEOOBAHUS K HUM.
JIMHrBHUCTHYECKHE OCOOEHHOCTH TEKCTOB CJ'IY)K€6HBIX AOKYMCHTOB.

[ToHsiTHE «CHCTEMBI JOKYMEHTALIMUY», PA3BUTHE CUCTEM.

ITonsarue ((YHI/I(bI/II_[I/II)OBaHHBIe CUCTCMbI JOKYMCHTALIUWY.

Hasnauenue, onpenenenue u cocraB Y COP/I.

TpeboBaHus K COCTaBICHUIO U O()OPMIICHUIO OPTaHU3ALMOHHBIX JOKYMEHTOB.
TpeboBaHMs K COCTaBICHUIO U O(DOPMIICHUIO PACTIOPSAUTEIBHBIX TOKYMEHTOB.
TpeboBaHMsI K COCTABIECHUIO U O()OPMIIEHUIO IIPUKA30B.

TpeboBaHUs K COCTaBICHHIO U O(GOPMIICHHIO OOBSCHUTENBHBIX M JOKIAJHBIX 3aIHCOK
(BHEIIHUX U BHYTPEHHHUX).

TpebGoBaHus K COCTaBIEHUIO U OOPMIIEHHIO CIIPaBOK (BUbI CIIPABOK, CIPABKH BHEIIHUE
Y BHYTPCHHHE).

Tpe60BaHI/I$I K COCTaBJICHUIO U O(I)OpMJ'ICHI/IIO aKTa.

TpeboBaHUsT K COCTaBICHUIO M O(OPMIICHHIO CIIy>)KEOHOTO MHUChbMA. Pa3HOBHIHOCTH
MIHCEM.

TpeGoBanus K COCTaBICHHIO H O(QOPMIICHHIO TEIEIPaMM.
Ocobennoctu Gpopmyssipa TeaepoHOrpaMMBl.

AJNTOPUTM MOATOTOBKH W MPOBEJAEHUS COBemanus. JJOKyMEeHTBI, CO3/laBaeMbIe B MPOIIECCE
ITOJrOTOBKH COBEIAHUA.

TpeGoBaHMsI K COCTaBICHUIO U O(OPMIICHHUIO TPOTOKOIA.

[TonsATHE KOMILIEKCOB TOKYMEHTOB. [IepBUYHBIE KOMIUIEKCHI TEKCTOBBIX JOKYMEHTOB.
[TonsATHSA «TOKYMEHTAIBHBIN (DOHI» U «apXUBHBIA hoHIY. VX pazaudme.

CrnoxxHble KOMIUIEKChI. Be1oMCTBEHHbBIE apXUBBHI.

Cnoxnbie KOMIUIEKChI. ['ocynapcTBeHHbIE apXuBbl. CeTh TOCY1apCTBEHHBIX apXHUBOB.

IloHsATHS «IIEHHOCTH AOKYMCHTa», «IKCICPTHU3a HCHHOCTWY. B03HI/IKHOBGHI/IC, Pa3BUTHEC
OKCIICPTHU3BI.

[IpuHIHAIIBI, KPUTEPHUH DKCIIEPTU3BI LIEHHOCTU JOKYMEHTOB.

Ilepeuens 60npocos K ycmuomy IK3ameHy RO 6Cemy Kypcy

[lepeuenb BOPOCOB AJIsl HOATOTOBKH K 9K3aMEHYy MO AUCHUIUIMHE “‘J[OKyMeHTOBeneHue”
JIOKyMEHT M €ro MeCTO B CUCTEME YNPABIICHUS.

3aKOHEI U WHBIE HOPMATUBHBIC IIPABOBBIC AKThI, PCriIaMCHTHUPYIONIME CO3JaHHUEC U
odopMIIeHHE TOKYMEHTOB.



HopmatuBHO-MeTOAMYECKHE  JOKYMEHTBHI, OIpEACNSAIoONINe TOPSAOK  CO3JaHusl |
o opMIICHHS TOKYMEHTOB.

I[OKYMGHTOBGJIGHI/IC KaKk Hay4dHasd JUCHUIIIMHA MW €€ CBA3b C JPpYIMMH Hay4YHbBIMU
JUCHUITJIMHAMU.

[TonsiTHEe «MHPOPMALIUA» U €T0 pa3BUTHE.

[IoHsATHE «AOKYMEHT» U €r0 pa3BUTHE.

Cas13b uHGOpMAIIUKU U IOKyMEHTA.

OO01u1me u yacTHbIE (PYHKIIUN JOKYMEHTA.

CrniocoObl TOKYMEHTHPOBAHUS U UX Pa3BUTHE.

TekcToBOE JOKYMEHTUPOBAHKE U ATAIIbl €70 PA3BUTHS.

[Mukrorpammel. [IpumMeHeHne MUKTOTpaguUECKOro MUCbMa CETO THSI.
Jlororpammsl. ciosib30BaHME JIOTOIpaMM CErOIHS.

TexHnueckoe T0KyMEHTUpOBaHUEe. BUIbI KOMIUIEKCOB TEXHUYECKOU TOKYMEHTALUH.
doronokymentupoBanue. [losBnenue, pa3BuTue, IpUMEHEHHE.
KunonokymentupoBanue. [losiBinenue, pa3Butue, npuMeHEHHE.
®dononokymeHTupoBanue. [lossnenue, pa3Butue, IpUMEHEHHE.
Marepuan s JOKyMeHTUpOBaHUs. Ero pa3sutue.

ITopnuuuuky 1 Konuu. Buasl konui. [lopsaaok yaocToBepeHnid KONUM.
Dopmynsip nokymenTta. TumoBoit popmyisip, hopmysip-odpaserr.
PazButne hopmynsapa nokymenta B XVI-XVII Ba.

®opmysap nokymenra X VIII B.

Dopmyisip TeKCTOBOro AokymeHnta XIX- Hayana XX BB.

[TonsiTust «yHUPUKAIUI) U «CTAaHIAPTU3ALUD» TOKYMEHTOB.

I'OCT P 7.0.97-2016. Ero conepkanue, 3Ha4Y€HHE U BO3MOXKHOCTH HCIIOJIb30BAaHUS B
COBPCMCHHBIX OpraHu3anuiax.

[IpaBuiia  [1€710MPOM3BOJCTBA B TOCYJIApPCTBEHHBIX OpraHax, OpraHax MECTHOTrO
camoynpaBlieHus (cofepaHue, 3HaU€HUE U BO3MOXKHOCTH MCIIOIb30BaHUS).

MeTtonuyeckue peKOMEHIAIMU M0 pa3paboTKe MHCTPYKIMKA MO AEJIONPOU3BOJICTBY B B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBlieHUs (COAEp:KaHHE, 3HAYEHUE U
BO3MOYKHOCTH MCIOJIb30BaHUs).

[IpumepHass MHCTPYKLMSA 10 JEJIONPOU3BOACTBY B NOCYJAapCTBEHHBIX opranusanusax 2018
r. (comep:kaHue, 3Ha4eHNE ¥ BO3MOKHOCTH HCIIOJIb30BAHMUSA).

CocraB pexBu3uTOB O1aHkoB. Kinaccugukarus 61aHKoB.

PexBu3uT «HanmMeHOBaHHUE opraHu3anrr-aBTOpa JOKYMCHTA», TpC6OBaHI/I$I K HCMY.



PexBH3HT «cripaBOYHbIE JaHHbIE 00 OPraHU3aAIMH-aBTOPE JOKYMEHTa», €r0 COCTAB.
PexBu3uT «agpecaty», €ro 3HaYCHUE U COBPEMEHHBIE TPeOOBaHUS K 0()OPMIICHHIO.
Hatel. TpeOGoBaHus K UX 0()OPMIICHUIO; JIaTa KAK COCTABHAsI YaCTh JIPYTHX PEKBU3HUTOB.
PekBH3HT «perucTpamoHHbI HOMEP JOKYMEHTa», €r0 3HAYCHHE.

PekBU3UT «cChbUIKa HAa PErMCTPALIMOHHBIA HOMEP M JAaTy JAOKYMEHTa», KOrja W Tlie OH
MPOCTABJISIETCS.

HOp}II[OK CorjiacoBaHrd JOKYMCHTOB U O(I)OpMJ'ICHI/IH BHYTPEHHCI'O W BHCIIHCTO
coriaaCoBaHUs

[Topsinok yTBEpKACHUS JOKYMEHTOB, BUJIBI YTBEPKACHUS.

HOpH,I[OK noANnUuCaHus JOKYMCHTOB. 9HeKTp0HHa$I ITOAIINCE. OtMmeTKa 00 SHeKTPOHHOﬁ
IIOAIINCH.

IIeuaTs Kak PCKBU3UT JOKYMCHTA. Ha kaknx AOKYMCHTAX IMMPOCTABJIACTCA OTTHUCK IICUATH.

CoctaB  ymoctoBepeHUs  JOKyMeHTOB.  IlpaBunma  odopmieHHsT  PEKBU3UTOB,
YIOCTOBEPSIOLIUI TOKYMEHT.

OTMeTKH Ha TOKYMEHTe, UX 3HaueHue u ohopMieHue.

Peszomtonus. E€ 3nauenue. TpeOoBaHus, NpeabaBIIsSeMbIe K PE30TIOLUH.
PexBU3UT «OTMETKA 00 MCIIOJHUTENE), €r0 3HAUCHUE.

PeKBI/I3I/ITBI, npuaarommue J0KyMEHTY IOPUIUYCCKYIO 3HAYNMOCTD.

YHudukanus Tekcra gokymeHTta. CriocoObl MpeacTaBieHuss YHU(DUITUPOBAHHBIX TEKCTOB
(ankeTbl, TAOIUIIBI, TPpadapEeTHBIC TEKCTHI).

O6H_II/Ie Tpe6OBaHI/I}I K TCKCTaM YIIPABJIICHYCCKUX NOKYMCHTOB.
AJIFOpI/ITM MOATOTOBKH JOKYMCHTA paClopAJUTCIIbHOTO JOKYMCHTA.
DJIeMEHTHI TeKCTa: 3aroJIOBOK, ITPHUIIOKCHHA, TpC6OBaHI/IH K HUM.

IlonATHEe «CHCTEMBI JOKYMEHTAlUW», pa3BUTHE CHUCTEM JAOKyMeHTauuu. llonsTtue
«yHU(HUIMPOBAaHHBIE CHUCTEMBI JIOKyMEHTanmum». Ha3HadeHue, ompeneneHue W COCTaB
YHUPHUIUPOBAHHON CHCTEMBI OPTaHU3AIMOHHO-PACTIOPSIINTEILHON TOKYMEHTAIIHH.

TpebGoBanusi K cocTaBiIeHHI0O M OG(OPMIIEHUIO OpPraHU3AIMOHHBIX JOKYMEHTOB
(mosoxeHue, ycTaB, UHCTPYKIIHS, PETIIaMEHT, IITaATHOE PacliCaHue).

TpeboBaHMs K COCTaBICHHUIO U O(DOPMIICHHUIO PACIIOPAIUTENbHBIX JOKYMEHTOB (IIPUKa3,
pacnopsKeHHe, pellieHUE, IOCTaHOBIEHUE, TIPOTOKOJI).

TpeGoBanus K COCTaBICHUIO U O(DOPMIICHHIO OOBSICHUTEIBHBIX, JOKIAIHBIX U CITY>KEOHBIX
3aIMHCOK.

TpeboBaHUs K COCTABICHUIO B OPOPMIICHHUIO CIIPABOK (BHIBI CIIPABOK).
TpeOGoBaHWMsI K COCTaBICHHUIO i O()OPMIICHHIO aKTOB.

TpeGoBanusi kK COCTaBICHHIO W OQOPMIIEHUIO CiIy)KeOHOTro mnuchMma. Kiaccudukanuys
CITY)KE€OHBIX MTHCEM.



AJIFOpI/ITM MNOATOTOBKH U IMMPOBCACHHA COBCIIAHUA. I[OKYMeHTBI, CO31aBaCMbIC B IMMPOLECCCE
IIOATOTOBKHM COBCIIAHUA.

TpebGoBaHMsI K COCTaBICHUIO U OPOPMIIEHUIO TPOTOKOJIA.
[ToHsITHE KOMIUIEKCOB IOKyMEHTOB. [lepBHUUHBIE KOMITIEKCHI TEKCTOBBIX JOKYMEHTOB.

CHoXHBIE KOMIUIEKCHI TOKYMEHTOB. [IOHATHS «IOKyMEHTAJIbHBIA (POHA» U «apXHUBHBIHA
¢bouy. X paznuuue.

Howmenknatypa aein.

HpI/ISHaKI/I 3aBCACHUA OCII.

6. YueOHO-MeTOIMYeCKOe M HH(OPMATIMOHHOE 00ecneyeHne
AUCHUTITHHBI

6.1. CincoK MCTOYHMKOB M JIUTEPATYPbI

OO0s3aTebHbIE HCTOUHHKH

@denepalibHbIl KOHCTUTYLMOHHBIM 3akoH oT 25 gexabps 2000 r. Ne 2-OK3 «O
['ocynapcTBeHHOM repoe Poccuiickoii denepanum». URL:
http://www.consultant.ru/document/cons doc LAW 29674/ (nata obpamenus —20.03.2024).

@enepanbubiii  3akoH PO ot 27.07.2006 1. Nel49-®3 «OO6 wuHbpopmanuwy,
UH(POPMALIMOHHBIX TEXHOJIOTHSIX 51 0 3aIuTe uH(popMaLIUN» URL:
http://www.consultant.ru/document/cons_doc LAW 61798/ (nara ob6pamenus — 20.03.2024)..

®enepanpubiii 3akoH 0T 06.04.2011 Ne 63-®3 “O6 snexkrponHoit mommucu” URL:
http://www.consultant.ru/document/cons_doc LAW 112701/ (nmata obpamenus — 20.03.2024).

®epnepanbubiii 3ak0H 0T 01.06.2005 No53-D3 «O rocymapcTBeHHOM si3bike Poccuiickoit
Oenepanmn»  URL:  http://www.consultant.ru/document/cons doc LAW 53749/  (mara
obpamenus — 20.03.2024)...

[IpaBuna [enONpoM3BOJACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoympasieHus, yTB. IIpukazom PocapxuBa ot 22.05.2019 Ne 71 URL: http://
https://base.garant.ru/72291836/ (nata obpamenus — 20.03.2024)...

Metoanyeckie PeKOMEHJAUU 10 pa3pabOoTKe HMHCTPYKIMHA IO JIEJOMPOU3BOJCTBY B
rOCyJJapCTBEHHBIX OpraHax, OpraHax MECTHOT'O caMoyImpasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 URL: http:// http://www.consultant.ru/document/cons_doc LAW 373895/
(mara oopamenus — 20.03.2024).


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:// https://base.garant.ru/72291836/
http:// https://base.garant.ru/72291836/
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/ (дата обращения – 20.03.2024).
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/ (дата обращения – 20.03.2024).

[IpumepHass HHCTPYKIHMS TIO JEIOMPOU3BOJCTBY B TOCYIaPCTBEHHBIX OPTaHU3AINSX, YTB.
[Ipukazom Pocapxusa oT 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW 305137/ (nara oopamenus — 20.03.2024)...

I'oCT P 7.0.97-2016. Hammonansubiii ctannapt Poccuiickoii ®enepaunn. Cucrema
CTaHIapTOB MO WHGpOpMaLUK, OHOIMOTEYHOMY M H3AATeNbCKOMY Jneny. OpraHu3zaluoHHO-
pacnopsauTeNnbHas  JOKyMEHTalus. TpeboBanusi kK odopmieHuo gokymeHtoB URL:
http://www.consultant.ru/document/cons_doc LAW 216461/ (mara obpamenus — 20.03.2024)..

I'oCT P HMCO 15489-1-2019 HanumonansHbiii ctranmapt Poccuiickoit ®deneparum.
Cucrema ctanaapToB 1o uHGOpMaIHK, ONOINOTEUHOMY U H3AaTenbckomy neny. Mudopman3us
U JOKyMeHTanus. YnpasieHue ngokymeHtamu. Yacts 1. Ilonstus m npunounsl. URL:  http://
http://www.consultant.ru/document/cons_doc LAW 329486/ (nara oopamenus — 20.03.2024)...

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J€710. T€pMHUHBI U ONPEICICHHUS.-
URL: http://www.consultant.ru/document/cons doc LAW 163800/ (nmata oOpameHus —
20.03.2024)...

Jluteparypa
OcHoBHas

brikoBa, T. A. JIokyMEeHTaIlMOHHOE OOECIIEUCHHE YIIPAaBJICHUS (JIEIOMPOU3BOJICTBO) : yueOHOE
noco6ue / T. A. beikoBa, T. B. Ky3nernona, JI. B. Cankuna ; nox oom. pen. T. B. Ky3nernooii.
— 2-e¢ usn., mepepab. u gom. — Mocka : UHOPA-M, 2020. — 304 c¢. — (Bricmiee
obOpasoBanue: bakanaspuar). - ISBN 978-5-16-004805-5. - Tekcr : snexkrponHsii. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JOCTYTIA: TI0 TIOJIITUCKE.

I'motoBa C.A. BO3HUKHOBEHHME ® TEHACHIMH pPa3BUTUS  PACHOPSIUTEIBHON
nokymeHTanuu B Poccun B nopesomronoHHblil nepuona / Bectaux PITY. 2014. Ne2. URL:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=70. (mata oOpamenus —
20.03.2024)..

Kykapuna IO.M. CoBpeMeHHBIE OpraHW3allMOHHBIE W PETJIAMEHTHBIE JIOKYMEHTHI:
¢byHKIMK u Pa3HOBUAHOCTH // BectHuk PITYV. 2016. Ne2. URL:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf. (nara
obparmenus — 20.03.2024)..

Kyxapuna FO.M. CocrtaB ymocToBepeHHsI JOKYMEHTA: OT IPOLUIOrO K HACTOALIEMY U
Ooynymemy// BectHuk PITY. 2014. Ne2. URL:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=128 (nara oOpamenus —
20.03.2024)...

JomnonauTenpHas


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
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

JBoeHocoBa I'.A. CenekTuBHbI 0TOOp MOHATUS «IOKyMeHT» // BectHuk PITY. 2016.
Ne2. URL: https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-
16.pdf#page=71 (mara obpamenus — 20.03.2024)...

6.2. Ilepeyens pecypcoB HH(POPMALNOHHO-TEJIEKOMMYHUKAIIMOHHOM CeTH
«HHTepHEeT»

INapanT [OnexTpoHHBIN pecypc]. — OnekTpoH. naH. — M., cop. 2024. — PexxuMm noctyna:
http://www.garant.ru.

KoncynbranT [Tntoc [DnekTpoHHBIN pecypc]. — DnekTpoH. aaH. — M., cop. 2024. — Pexxum
nocrtyta: http://www.consultant.ru.

6.3. IIpo¢eccuonanbHbIe 0a3bl JaHHBIX U HHPOPMALMOHHO-CIIPABOYHbIE CHCTEMBbI

Joctyn k mpodeccruoHanbHbIM 0a3aM JaHHBIX: https://liber.rsuh.ru/ru/bases

WNudopmanroHHbIe CIIPaBOYHbBIE CUCTEMBI:
1. KoncynbranT Ilnroc
2. Tapanr

7. MarepuajibHO-TeXHUYECKOE o0ecredyeHre TUCIUTITHHBI
(MoayJist)

Ayautopun JUIsl TPOBEACHMSI JIEKIMM M CEMMHApCKUX 3aHATUH C TEXHUYECKUMU
cpeacTBaMu 00yueHHUs (MYJbTUMEIUA-TIPOCKTOP (BUACOIPOCKTOP), IKpaH (MEPEHOCHON WU
CTallMOHAPHBIN)), KOMIIBIOTEPHBIN KJacc /Ui IPOBEIEHUS J1a0OpaTOPHBIX 3aHATHUI.

[Iepeuens 11O
Haumenoanue 110 [IpousBoauren Crnoco6
/1 b pacmpocTpaHeHus

(JTUIIEH3MOHHOE WA
CBOOOIHO
pacnpoCcTpaHsIeMoe)

Adobe Master Collection Adobe JIMLIEH3UOHHOE

CS4
Microsoft Office 2010 Microsoft JINLIEH3UOHHOE
Windows 7 Pro Microsoft JIMLIEH3UOHHOE



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.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
http://www.consultant.ru

Microsoft Office 2013 Microsoft JIALIEH3UOHHOE

Windows 10 Pro Microsoft JIMLIEH3UOHHOE

Kaspersky Endpoint Security Kaspersky JULEH3UOHHOE

Microsoft Office 2016 Microsoft JInnen3snoHHoOE

Zoom Zoom JIUIEH3UOHHOE
ITepeuens b/ u UCC

HaunmenoBauue

/o

MexnyHapoansie pedepatuBHbie HaykomeTpudeckue bJl, 1ocTymHble B pamMKax
HalMOHAJILHOM noamucku B 2020 T.

Web of Science

Scopus

[Tpodeccrnonanbubie TOTHOTEKCTOBBIE B/l, MOCTYyMHBIE B paMKaX HAIIMOHAIBHOMN
noamucku B 2020 T.

Kypnansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnanst Taylor and Francis

[TpodeccrnonanbHbie MOHOTEKCTOBBIE b]]
JSTOR
W3 nanus no oOIIeCTBEHHBIM M T'YMaHUTAPHBIM HayKam

OnexrpoHHas 6ubroreka Grebennikon.ru

KommnbroTepHble ClipaBOYHbIE TPABOBBIE CHCTEMBI
Koncynsrant Imroc,

l'apanT




8. O0ecneuyenne 00pa3zoBaTeJbLHOIO MPOLECCA AJIS JIMI C
OrPpAHNYEHHBIMHM BO3MOKHOCTSIMH 310POBbS U HHBAJIMI0B

B X04¢€ peain3aluy JUCHUITIIIMHBI UCITIOJB3YIOTCA CIACAYIOIHUE JOIMOJTHUTCIIbHBIC

MCTOBI O6y‘{CHI/I$I, TCKYHICTO KOHTPOJIAA YCIICBACMOCTU H HpOMe)KYTOHHOﬁ aTTeCTaln
06yqa}omnxcx B 3aBUCHUMOCTHU OT UX HHAUBUAYAJIbHBIX 0COOEHHOCTEH:

JUTSL CIIETBIX U CIIA0O0BUISIINX

- JICKIIMH O(I)OpMJ'IHI-OTCH B BHUAC BJICKTPOHHOT'O AOKYMCHTA, AOCTYIIHOTO C ITOMOIIBIO
KOMITBIOTEPA CO CIICHUATIM3UPOBAHHBIM IPOI'PAMMHBIM 06ecnequI/IeM;

- THMCbBMCHHLIC 3aJJaHUs BBIIIOJIHAIOTCA Ha KOMIIBIOTCPE CO CICHUaIn3upOBAHHBIM
nporpaMMHbBIM 06€CHC‘~I€HI/IGM, HJIK MOT'YT OBITh 3aMEHEHEI YCTHBIM OTBCTOM;

- obecneynBaeTcs HHIUBHUAYAJIBbHOC PABHOMCPHOC OCBCIHICHHUC HC MCHEC 300 JIFOKC,

- JUIs BBINOJIHEHHS 3aJaHus IPU HEOOXOIMMOCTH IIPENOCTABIIAETCS YBEIMUYUBAIOLIEE
YCTPOHCTBO; BO3MOXHO TAK)KE€ MCIIOJIb30BaHHE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MUCbMEHHBIE 3a/1aHUs OPOPMIISIFOTCS] YBETTUUEHHBIM IIPUPTOM;

- DK3aM€H U 3a4ET MMPOBOJATCA B YCTHOI>'I (bopMe WM BBHIIIOJHSIOTCS B MUCHhbMEHHOM (bopMe
Ha KOMIIBKOTEPC.

JUTSL TITYXUX U CIa0O0CTBIIIAITNX

- JICKIIMH O(I)OpMJ'IHIOTCH B BHIAC JJICKTPOHHOI'O JOKYMCHTA, §19%(e10) npeaOoCTaBIIsICTCA
3BYKOYCHWJIMBAIOIIAA anraparypa UHAUBUAYAJIbHOI'O ITOJIb30BAHN,

- IMCbMCHHBIC 3a/IaHUs BBIMTOJIHAIOTCSA HA KOMIIBIOTCPEC B IMMCHbMEHHOM (1)opMe;

- DK3aMEH W 3a4éT NpPOBOAATCA B MHCbMEHHON (opMe Ha KOMIIBIOTEPE; BO3MOKHO
npoBeJieHHe B (popMe TeCTUPOBAHUS.

AJIg JIMI ¢ HAPYIICHUAMHA OITIOPHO-ABUTATCIIBHOI'O allriapara:

- JICKIIMH Oq)OpMJ'ISII-OTCSI B BHUAC DBJICKTPOHHOT'O AOKYMCHTA, AJOCTYIIHOTO C ITOMOIIBIO
KOMIIBIOTEPA CO CIICHUATM3NPOBAHHBIM IPOI'PaAMMHBIM O6CCH€‘I€HI/IGM;

- IIMCbMCHHBIC 3a/laHWA BBIIOJHAKOTCA Ha KOMIIBIOTEPC CO CICHHUATIU3UPOBAHHBIM
IMporpaMMHBIM O6CCHC‘16HI/ICM;

- DK3aMEH M 3a4€T MPOBOJISATCS B YCTHOM (pOpPME HITH BBIMOJIHSAIOTCS B MMCBMEHHOM (opme
Ha KOMIIBIOTEPE.

HpI/I HCO6XOI[I/IMOCTI/I npeayCcMaTpuBacTCs YBEIIMYCHUC BPEMEHHU JJIA ITIOATOTOBKH OTBETA.

[Iponenypa  mpoBeneHHs ~ MPOMEXYTOUHOM  arTectau Ui OOy4aromuxcs
YCTQHABIMBACTCS C Y4YETOM HX HMHIUBUAYAIBHBIX TCUXO(U3UYECKHX OCOOEHHOCTEH.
[IpomexyTodHas aTTecTanus MOXKET IPOBOJAUTHCS B HECKOJIBKO ATAIOB.



[Ipu mpoBeneHMM NpoOLEAYpPHI OLIEHUBAHHS PE3yJbTATOB OOYYEHHUsS IMpeLyCcMaTpUBaCTCS
WCIOJb30BAHNE TEXHUYECKHX CpEACTB, HEOOXOJUMBIX B CBSI3U C HHAMBHUIYaJIbHBIMH
0COOEHHOCTSAMH 00y4YaroIuxcs. DTH CPeJICTBA MOTYT OBITh HMPEJOCTaBIEHBl YHHUBEPCHUTETOM,
WM MOTYT MCIIOJIb30BaThCs COOCTBEHHBIE TEXHUUECKUE CPE/ICTRA.

[IpoBenenne mpoueaypbl OLEHMBAHHMS  pPE3yJbTaTOB  OOYy4YeHHs] JOMYCKaeTcsl C
MCIIOJIb30BaHUEM JIUCTAHIIMOHHBIX 00Pa30BATEIbHBIX TEXHOIOTHA.

ObecneunBaeTcst AOCTYN K MH(POPMALMOHHBIM M OuOIMorpaduyeckuM pecypcam B CETH
WuTepHer mis kaxaoro oOydvaromierocss B (opmax, aJanTUPOBAHHBIX K OTPAHUYEHUSAM HUX
3JI0POBbSI U BOCIIPUATHUS HHPOPMALIUH:

JUTS CJICTIBIX M CJTA0OBUISTIINX

- B Ie4aTHOU (hopMe YBEIMUCHHBIM HIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B hopme ayauodaiina.

JUIS TIIYXHX M CTa0O0CIIBIIIAIINX

- B meyaTHOU opMme;

- B (hopMe 3IEKTPOHHOTO TOKYMEHTA.

JUIsE 00yYaroIUXCcs ¢ HAPYUICHUSIMHU OMOPHO-/IBUTaTeIbHOTO arapara:
- B IeyaTHou popme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B hopme ayanodaiina.

VY4eOHble ayAUTOPHUH JIJIsl BCEX BUIOB KOHTAKTHOM M CaMOCTOSITENIbHOM pabOThl, HaAy4YHas
O0ubIMOTEeKa W MHBbIE NMOMELIEHHUS 17 O0y4YeHUs] OCHAIICHbI CHEIHAIbHBIM 000PYJOBaHHEM U
y4eOHBIMU MECTaMH C TEXHUYECKUMHU CPEICTBAMU O0yUEHUS:

JUISL CJICTIBIX U CITA0OBUIAIINX
- yCTpoOIcTBOM Ui ckaHupoBaHus U uTeHus ¢ kamepoilr SARA CE;
- nucrneeM bpaiins PAC Mate 20;
- mpunTepoMm bpaitns EmBraille ViewPlus;

JUI TIIYXMX M CIa00CbIIIAIINX:

- aBTOMATH3UPOBAaHHBIM pPabOYMM MECTOM /sl JIIOJIed C HapylleHHeM CciyXxa |
¢1a00CIIBIIIAINNX;

- AKyCTMYECKUH YCUINTEIb U KOJIOHKH;
JUIs 00yYaroIuXcs ¢ HApYLUIEHUsIMHU OIIOPHO-/IBUraTeIbHOIO armapara:
- IEPEIBUKHBIMU, PETYJINPYEMBIMH 3proHoMuueckumu napramu CHU-1;

- KOMITbIOTEPHOM TEXHUKOW CO ClielnaibHbIM IPOrPaMMHBIM 00€CTIEYCHUEM.



9. MeToan4ecKkue MaTepHAaJIbI

9.1. Il.1anbl J1a0OPATOPHBIX 3aHATHI

MeTtoanueckue YKa3aHus [0 OpraHu3anuu 1 InpoBEACHHUIO J'Ia60paTOpHLIX 3aHSATHIA.

Br160op Tem mabopaTopHBIX 3aHATHI O0YCIIOBIIEH OOIIUM COJEPKaHHEM Kypca U HaleleH
Ha yIJ1yOJIEHHOE N3YYEHUE €r0 OTJENIbHBIX Pa3/elioB.

[lenp 3aHATHH — 3aKpeIUIeHWE CTYyJIEHTAaMH 3HAaHUH TEOPETHYECKOro Kypca U
npuoOpeTeHue MU MPAKTHUECKUX HABBIKOB JOKYMEHTUPOBAHUS ACSITEIbHOCTH OpraHU3ali u
NPEANPUATHIM.

B c¢Bsi3u ¢ mOCTaBICHHO 1ebI0 Ta00paTOPHBIE 3aHATHS pa30OUThI HA TPU pasjena:
PazButne moxymeHTa u CKiagsiBaHUE ero GopMyJsipa.

Cocrasnenue u opopmiieHHEe OPTaHU3AIMOHHO-PACTIOPSIAUTEIHHBIX IOKYMEHTOB.
CioxHbIE KOMIUIEKCHI JOKYyMEHTOB.

B PE3YIBTATC BBINIOJTHCHUA MMPAKTUUCCKHUX 3aHATUH CTYACHTHI JOJIKHBI 3HATh IMOSABJICHUEC U
Pa3BUTHUC TCPMUHA «TOKYMCHT», B3AUMOCBA3b MMOHATHH CIAOKYMCHT» U ((HH(bOpM&HPIH»; (bOpMBI
U CIIOCOOBI (bI/IKCI/IPOBaHI/IH I/IH(bOpMaI_[I/II/I Ha MAaTCpHaJIbHOM HOCHUTCIIC, COCTAB M HA3HAYCHUC
(1)YHKHI/II>’I AOKYMCHTA; 3BOJIIOLUIO (l)opMynﬂpa TEKCTOBOI'O NOKYMCHTA B Pa3JIMYHBIC
HCTOPHUYCCKUEC TICPpHUObl, COBPCMCHHBIC Tpe6OBaHI/I${, NpEaABABIACMBIC K COCTABJICHUIO U
O(l)OpMJ'ICHI/IIO CJ'Iy>K€6HBIX JAOKYMCHTOB; YMCTb COCTABJIATH U O(i)OpMJ'I}ITB OCHOBHBIC BHbI
OpTraHHU3alUOHHO-PACTIOPAANUTCIIBHBIX JOKYMCHTOB.

3aHATUS TPOBOAATCA C y4e€TOM TpeOOBaHMUIl, W3JOKEHHBIX B 3aJaHUSX U Ha OCHOBE
IIPEIaraéMbIX yIpaBICHUYECKUX CUTYaLUN.

3aHATHuA MOT'YT OBITE MMPOBCACHBI KaK TPpaJUIIUMOHHBIM CHOCO6OM, TaK M Ha IICPCOHAJIbBHOM
KOMIIBIOTEPEC C HMCIOJB30BAHUCM COBPCMCHHBIX TCKCTOBLIX PCAAKTOPOB M II0 CIICHHAJIBHO
pa3pa6OTaHHHM MCTOANUYCCKUM YKa3aHUAM.

[ToaroroBka K I1a0OpaTOPHBIM 3aHATHSAM IPEIyCMATPUBAET CAMOCTOSTEIBHYIO padoTy
CTYJICHTOB 10 U3yUYEHHUIO JIEKIIMOHHOTO Kypca, UCTOUHUKOB U JIUTEPATYPhI, PEKOMEHIOBAHHBIX K
KKJIOMY 3aHSTHIO.

Ha KaXXIOM 3aHATHU IIPOBOAUTCA OIMPOC U KOJIJICKTUBHAs 6606,[[& 10 TEMC, PA3bACHAIOTCA
eI W 3agadd e€ HU3y4YCHUS. Pe3ynBTaTH CaMOCTOATCIBHO BBIITOJIHCHHBIX SaﬂaHI/Iﬁ
npernoaaBaTeib IMPOBEPACT B KOHIC 3aHSATHUH. HpOHYIJ_IeHHHe 3aHATUA CTYACHTBI OTpa6aTBIBaIOT
CaMOCTOATCIBHO B Ha60paTOpI/II/I AOKYMCHTOBCACHUA, B KOTOpOI>’I BCACTCA YUCT OTpa6OTOK.

[Tnaner 1TaOOPATOPHBIX 3aHATUN
Tema 1: JlokyMeHT 1 ero GyHKIUY , MOHATHUS TOKYMEHT U HH(pOpMaIus — 8 4acos.

Lenpb 3aHsATHS — aHANN3 Pa3BUTHS MOHATHH «HH(DOPMAIUI» U «IOKYMEHT), ONpeaesieHIe
(GyHKIUH T0KyMEHTOB.

B PE3YyJIbTATC BBIITOJIHCHUA BaﬂaHI/Iﬁ CTYACHT HOJIPKCH:



UMETb MPEACTABICHUE O B3aMMOCBS3U MOHATUN «MHPOPMALUI» U «TOKYMEHT», Pa3BUTHH
MOHATHUS «JIOKYMEHT», Pa3BUTUU CIOCOOOB TOKYMEHTHPOBAHHUS U UX CBSI3M C MaTE€pUATbHBIMH
HOCHUTENSIMU UH(OpMAIHH;

YMETb ONPENeNsITh PYHKINHU KOHKPETHOTO JOKYMEHTA.
3agaHus U1 CaMOCTOSITEIbHOU PabOTHI.

[Ipoananu3upoBarth yHnoTrpeOJieHWE TOHATHS JIOKYMEHT M €ro CHHOHHMOB II0
«I"enepanpHoMy permamenty» 1720 1., «OOmemy TryOepHCKOMY yupexaeHuio» 1775 1.,
«ObmemMy yupexaeHuo MuHucTepcTB» 1811 T.

[Tpoananu3upoBaTh pa3BUTHE TMOHITHUS <JIOKYMEHT» IO CJIOBapsM M CHEIHaIbHON
JauTepaType.

[Ipoananu3upoBaTh pa3BUTHUE TEPMHUHA «HHPOpPMaLUs» MO cioBapsaMm u DexeparbHOMY
3akoHy «O0 nHpopMaIK, THPOPMALMOHHBIX TEXHOJIOTHUAX U O 3aLIUTE HHPOPMALIUN»

[Ipoananmu3upoBaTh pa3BUTHE TEPMUHA «JOKYMEHT» II0 TOCYJApPCTBEHHBIM CTaHIAAPTaM.
Onpenenuts GyHKIUH CIETYIOUNX JOKYMEHTOB:
- kymuas kabana Hukuter Kosnoa Ha xosnona MBana [lasmosa 23 mast 1494 rona;

- pamopt reHepan-npokypopa Cenara W.FO. TpyOemnkoro wummneparpune EnuzaBere
[TerpoBHe o mpuesae B IlerepOypr m3 fApocnaBns tearpanpHoil Tpynmbel @.I°. Bonkora 3
tdespans 1752 rona;

- Jlekper CHK «O mnpaBuiax MOANMUCAHMS JEHEKHBIX Oymar, JTOKYMEHTOB, OpIEPOB,
OTHOIICHHH, CTIPABOK U T.IL.» oT 12 nexadps 1921 r.;

- IlocranoBnenne BIIMK u CHK PCOCP «O mnopsake MNOJIb30BaHUS MEYaTsIMU C
rocynapctBeHHbIM TepooM PCDCP» ot 15 nexabps 1936 r.;

- mnocranoBnenus LK KIICC wu Cosera wmunucrepctB CCCP «O wMepax 1o
COBEPILIEHCTBOBAHUIO U yICIIEBIICHUIO anmnapaTa yrnpasieHus» ot 13 okrabps 1969 r.;

- @3 “O0 unpopmanuu, HHPOPMAIIMOHHBIX TEXHOJIOTUAX U O 3alIUTe HHOopMauu”.
[TpuBecTH mpuMepsl TOKYMEHTOB, BBIITOJIHSIOMINX CIeyIoue pyHKIUH:

- YIIpaBJIEHYECKAas;

- IpaBoOBas;

- colMaJIbHAas;

- KyJbTYypHas;

- HICTOPUYECKOTO UCTOYHUKA;

- nH(pOpPMAIMOHHAS;

- ydera.

VYka3aHus 110 BBIIOJIHEHUIO 3a/1aHUN.

1. I/I?;y‘II/ITI) 3aKOHOAATCJIbHBIC AKTbl W BBIIIHMCATh BCTPCYANOMIMECCA B HUX CHUHOHHUMBI
IMOHATHA «AOKYMCHT». BriaBuTh 3HaYeHWE IIOHATHI «aCI0», «6yMara», «aKT», «IA€JIoBas



Oymaray, «Ci1y>KeOHbII JOKYMEHT», 1aTh UX OIpeesIeHUe, €CIIM OHO MPUBEJCHO B HCTOUHUKAX.
[Ipoananu3upoBaTh, B KAKUX CIy4asx YHOTPeOIsIeTCsl KaX10€ MOHATHE.

2. 1o BBIHCKAM M3 CIIOBApPEN M CIIEHHAIBHON JIUTEPATYPhl ONPEIEIUTh, KAKHE aCIEKTHI -
MH(OPMAaLIMOHHBIN, TPABOBOM, yIPaBICHUECKUA, HCTOPUYECKUH - JIETJIM B OCHOBY OINpeEeNIeHuUs
HOHATHA «JTOKYMEHTY.

3-4. 13 rocynapctBenHbIx cTanaaptoB: 'OCT 16487-70 «/lenonpon3BoacTBO U apXUBHOE
neno. Tepmunsl u onpenenenusi»; [OCT 16487-83 u 'OCT P 51141-98 «/lenonpon3Boactso u
apxuBHoe aeno. Tepmussl u omnpenenenus»; 'OCT P 7.0.8-2013 «Jlemonpon3BoAcTBO U
apxuBHoe neno. Tepmusbl u omnpenenenus»; ['OCT P MCO 15489-1-2007 VYmpasnenue
nokymentamu.  OOmme  TpeboBanus;  DegepanpHoro  3akoHa  «O06  umHbopmarmw,
UH(QOPMALMOHHBIX TEXHOJOTUSAX M O 3amuTte uHpopmauuu» ot 27 wuwons 2006 Nel49-03
BBINKCATh ONPEACTICHUS TEPMUHOB «HMH(GOPMAIMS» M «JIOKyMEHT» U YCTaHOBUTH, KaKue
acTeKThl (HocuTeNu MH(pOpMaIum, cnocoObl ee (PUKCHPOBAHMUS, IOPUIMUYECKAs CUila JOKYMEHTa
U JIp.) 1 QYHKIMH JOKYMEHTA 3QJI05KEHBI B 3TUX ONPEICICHHUSX.

5. Onpenenutb pyHKIUHN TOKYMEHTa, T.€. €ro LieJeBoe Ha3HaueHHe. BBIIBUTH MOATUHHYIO
Lelb CO3JaHMs JOKyMEHTa W 3aleyaTieHus 3aKJIl4eHHOW B HeM HH(poOpMaluH,
IpOaHaJIU3UPOBaTh POJIb JOKYMEHTa B JAHHOW CUTyallMM JOKyMEHTOOOpazoBaHMs. Tak Kak
JOKYMEHT MOIU(YHKIIMOHAJIEH, IEPBOI yKa3bIBaeTCsl (PyHKIUS, 3aJJaHHAsl IOKYMEHTY aBTOPOM.
OHOBpPEMEHHO OTMETUTh, KaKHe U3 Ha3BaHHBIX (DYHKIMI JOKyMEHTa HOCSAT OOLIMii, a Kakue -
YaCTHBIN XapakTep.

6. IlpuBecTn mpHUMeEpHl JTOKYMEHTOB, OOJAJAarOIIMX HA3BaHHBIMU (YHKIHSMH, YKa3aTh
Ha3BaHWE BHUJA, 3arojIOBOK M Aary AoKyMmeHTa. Jns (QyHKOuil ydeTa W MPaBOBOM MOXKHO
IPUBECTH NPUMEPHl COBPEMEHHBIX JOKYMEHTOB, JUIsl IMOCTOSHHO J€HCTBYIOIUX (QyHKUUN
(MHpOpPMAIIMOHHOM, cOlMaNbHON, KYJIbTYPHON, UCTOPUYECKOTO UCTOYHUKA) IPUBECTU MPUMEPHI
JOKYMEHTOB PA3JIMYHBIX HCTOPUYECKUX DIIOX.

KoHTposbHbIE BOIIPOCHI:
Kak pa3BuBanuce NoHATHS «HHDOPMAIUI» U «TOKYMEHT»?

Kakue acmexkThl YeIoBEYEeCKON MACATENHHOCTH OTPAXCHBI B OINPEICICHHUSIX TEPMHHA
«IOKYMEHT» ?

[lepeuncnure GpyHKIUU JOKYMEHTA.
Hctounuku u nureparypa
UcTtounuku:

Qenepanbubiii  3akoH PO or  27.07.2006 1. Nel49-®3 «O6 wunpopmanum,
UH(POPMALMOHHBIX TEXHOJIOTUAX u 0 3amure uHpOpPMALIIN URL:
http://www.consultant.ru/document/cons_doc LAW_61798/ (nara obpamenus — 20.03.2024).

Oenepanbubiii 3ak0oH 0T 06.04.2011 Ne 63-®3 “O6 »snexrponHoi nommucu” URL::
http://www.consultant.ru/document/cons_doc LAW_ 112701/ (nara obpamenus — 20.03.2024).

MeToauyecKiue PEKOMEHAAMU 10 pa3paboTKe WHCTPYKIMA IO JCIONPOU3BOACTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOIO camoyIlpaBieHus, yTB. IIpukazom Pocapxusa ot
24.12.2020 Ne 199. URL: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.(nata obpamenus — 20.03.2024)



http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.

I'OCT P HCO 15489-1-2019 Hanuonansuslii crtanzapt Poccuiickoit ®denepanun.
Cucrema craniapToB 1o uHpopMaIyu, OMOIMOTEUHOMY M M3AaTeNbekoMy neny. Mudopman3us
U JOKyMeHTanus. Ynpasienue nokymeHtamu. Yacts 1. Ilonstus m mpunuunsl. URL: http://
http://www.consultant.ru/document/cons_doc LAW_ 329486/ . (nara obpamenus — 20.03.2024)

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXUBHOE N1€JI0. T€pMHUHBI U ONPEIACICHUS. -
URL:  http://www.consultant.ru/document/cons_doc LAW_163800/.(mata  oOpamenust —
20.03.2024)

Jlureparypa:

brikoBa, T. A. JlokyMeHTalIMOHHOE OOECIICYCHUE YIPABICHUS (IEIOMPOU3BOJCTBO) : YueOHOE
noco6ue / T. A. beikoBa, T. B. Ky3nenosna, JI. B. Cankuna ; nox o6m. pea. T. B. Ky3nenosoii.
— 2-e usn., mepepab. m momn. — MockBa : MHOPA-M, 2020. — 304 c. — (Beicmiee
obpasoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekcr : snexkrponHsii. - URL:
https://znanium.com/catalog/product/1078152 (mata oOpamenus: 26.03.2024). — Pexum
JOCTYTIA: TIO TIOATIHCKE.

Pa3gaTouHbIil MaTepHall K 3aHATUSAM:

I'enepanbublii pernament 1720 r.

Oo61mmee ryoepHCcKoe yupexaenue 1775r.

O6miee yupexxaenne Muauctepcts 1811r.

COopHUK 3aKOHOAATETBHBIX aKTOB IO JAeTonpou3BoaAcTBy (1917-1970):

Bemuckn ¢ ompenenieHUusIMH TIOHATHS «IJOKYMEHT», «HH(pOpManus» U3 CIOBapeH,
SHUUKJIONEIUN U CIELUAIbHON JIUTEPATYPBL.

I'OCT 16487-70, T'OCT 164867-83, I'OCT P 51141-98, T'OCT P 7.0.8-2013
Jlenonpon3BoACTBO U apXUBHOE 1€J10. TepMUHBI U OIIPEIEICHHUS;

I'OCT 6.10.1.88 YHUuGUIIMpOBaHHBIE CUCTEMBI JOKYMEHTAIIUU. OCHOBHBIC MTOJIOKCHHUS,

9. Meronuyeckue peKOMEHIAlMU 10 pa3paboTKe MHCTPYKIMM MO AETONpPOU3BOJICTBY B
roCyJJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O caMoyIlpaBieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 URL: http://

http://www.consultant.ru/document/cons_doc LAW_373895/.(nara oo6pamenus — 20.03.2024)

I'OCT P HCO 15489-1-2019 Hanuonansuslii crtanzapt Poccuiickoit ®enepauun.
Cucrema craniapToB 1o uHpopMaIyu, OMOIMOTEUHOMY M M3AaTeNbcKoMy neny. Mudopmar3us
U JOKyMeHTanus. Ynpasienue qokymeHtamu. Yacts 1. Ilonstus u mpunuunsl. URL: http://
http://www.consultant.ru/document/cons_doc LAW_ 329486/ . (nara obpamenus — 20.03.2024)

10.®enepanbubiii 3akoH «O0 nHPOpManuu, THPOPMAIMOHHBIX TEXHOJIOTHSAX M O 3aIIHUTE
uHdopmarum» ot 27 urons 2006 Ne149-Dd3

Tema 2. CriocoObl JOKYMEHTHPOBAHUS U MaTepHaJIbHbIE HOCUTENN HHPOPMAIIUU — 8 4YacoB

L[eJ'IB 3aHATUSA — U3YUCHUC PA3JIMIHBIX cImocoOOoB 3ameyaTiieHus I/IH(I)OpMaI_II/II/I.


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:// http://www.consultant.ru/document/cons_doc_LAW_373895/.
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/

B pesyinbrare BBINIOJIHEHMS 3aJaHUM CTYIEHT JOJIKEH:

3HaTh q)YHKHI/II/I AOKYMCHTA, CIIOCOOBI  3aIleuaTiICHUs I/IH(i)OpMaIII/II/I, OTallbl Pa3BUTHUA
TEKCTOBOT'O JOKYMCHTUPOBAHM,

3amaHus 111 CaMOCTOSITEIIBHOM PaOOTHI.

- MByunutp »STambl TEKCTOBOTO JOKYMEHTHPOBAHHS, O3HAKOMHUTHCS C oOpasnamu
MUKTOTPaMM M JIOTOTPaMM, J1aTh UX KPaTKyl0 XapaKTEPUCTHUKY .

- O3HaKOMUTBCS C 06p33HaMI/I TEXHUYCCKUX IOOKYMCHTOB H 3aIlMCaTh HUX COACPKAHUEC
TEKCTOBBIM CIIOCOOOM.

VYka3aHus 110 BBIITOJIHEHUIO 3aJaHUH.

1. U3yunTh NUKTOrpaMMBbl U JIOTOIPaMMBI, IIPE/ICTaBICHHbIE B KOJUIEKIMH. [laTh onucanue
1-2 mukrorpamm. IIpoBecTn aHamu3 3HAKOB JIOrOIPAMM, YYMTBIBas IPU 3TOM, YTO 3HAKY
COOTBETCTBYET CJIOBO. 3apucoBaTh 2-3 obOpasia M OmNpeNeiuTh MPEUMYIIECTBA U HEIOCTATKH
JIOTOTPAMM.

2. U3yuuth 1-2 yeprexa U TEKCTOBBIM CIIOCOOOM 3alKCaTh UX COAEPIKaHUE.
KoHTposbHBIE BOIIPOCHI :

KakoBblI 3Tansl pa3BUTHs TEKCTOBOIO TOKYMEHTHUPOBAHUS 7

KaxoBsl crioco0b! 3anevarneHus uapopmanuu ?

Kakwue crioco0sl JOKYMEHTHPOBaHHUS MOSIBUINCH B 19 Beke?

Jlureparypa:

brikoBa, T. A. JIokyMeHTaIlMOHHOE OOECIIEUCHHE YIIPaBICHUS (JIEIOMPOU3BOJICTBO) : yueOHOE
noco6ue / T. A. beikoBa, T. B. Ky3nenona, JI. B. Cankuna ; mox oom. pea. T. B. Ky3nenopoi.
— 2-e usn., nepepab. u gmon. — MockBa : MH®PA-M, 2020. — 304 c. — (Beicmiee
obpasoBanue: bakamaspuar). - ISBN 978-5-16-004805-5. - Tekcr : snexkrponHsii. - URL:
https://znanium.com/catalog/product/1078152 (mata oOpamenusi: 26.03.2024). — Pexum
JOCTYTIA: TT0 TIOJIITUCKE.

Pa3gaTouHbIil MaTepHall K 3aHATUSAM:
Konneknusa nukrorpamm, jororpamm U 10kyMeHTOB XI-XX BB.
Ha6op mutakaros.

Crnaiiipl IO UCTOPUH PA3BUTHS CIIOCOOOB IOKYMEHTUPOBAHMSL.

Tema 3. @opmMysip JOKyMEHTa U €ro cocTaBHbIe yacTu. VcTopus pazButust hopmymsipa
nokymeHnTa — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 32 yaca

®opmyssip nokymenta XVI - XVII BB. —

Lenb 3aHATUS — BBIABIEHUE 3aKOHOMEPHOCTEH CKIIQABIBAHUS M pa3BUTHS (Gopmylsapa
TEKCTOBOTO ciayxke0Horo fokymenTa XVI-XVII Ba.



B pesyinbrare BBINIOJIHEHMS 3aJaHUM CTYIEHT JOJIKEH:

HUMETH MPEACTABIICHHUC O CKIAAbIBAHWUH U PAa3BUTHU @)opMynzpa TEKCTOBOT'O JOKYMCHTA B
IMPUKa3HOM JCJIOIIPOU3BOJACTBC,

3HaTh BUIbl JokyMeHTOB XVI-XVII BB., coctaB (opmynspa; Ha3BaHHsS PEKBU3UTOB U
HOPSATOK UX OpOpMIIeHUS;

YMETh OMUCHIBATh KOHKpETHBIC JOKyMeHThI X VI-XVII BB., cocTaBisis ux (OPMYJISIPHI.
3amanus 111 CaMOCTOSITEIBHOU PaOOTHI.
1. U3yunTh BUBI U pa3HOBUIHOCTH TOKYMEHTOB :

1.1 Ilo xpaTkoMy CJIOBapI0 BUIOB U DPA3HOBUIHOCTEH JOKYMEHTOB BBINHCATH BHUJIBI
JIOKYMEHTOB;

1.2 Tlo KOJIEKIMH BBIIBUTH BHUJBI JOKYMEHTOB, OOBSCHUB METOJ OMPEIEICHUS KaKI0TOo
BHJA.

2. BoIsiBUTH U onMcaTh OCOOEHHOCTH 0003HAYEHUS aBTOPA IOKYMEHTA, YKa3aB :

- CITy’K€OHBIN WJIU JIMYHBIN TOKYMEHT;

- KOJUIEKTUBHBIN WJIM UHIUBUIyaIbHBIA aBTOP;

- popmy 0003HaUEHHS AaBTOPCTBA, MECTO €r0 PACIIONOKEHHS B POPMYJISipe TOKYMEHTA;
- 0COOGHHOCTH OTpeieNIeHUs aBTOpa.

3. Ilpoananu3upoBaTh COCTaB U COCOOBI 0003HAUCHHSI PEKBU3UTA «apecaTy :

- BBIIIUCATh MPUMEPHI a/IPECOBAHUS JOKYMEHTOB;

- H3YUYUTb COCTaB, CII0CO0 HaAIMCaHMS aapecaToB HNOKYMCHTOB, IIOCbUIACMBIX U3
HUKCCTOALICTO YUPCIKACHUA B BBIICCTOANICC, MAOKYMCHTOB, KOTOPBIMU 0OMEHHMBAIUCH
PABHOCTOAIIUC YUPCIKACHHUA, U JOKYMCHTOB, HAIIPABJISICMBIX M3 BBIIICCTOAMIUX yqpemneHI/Iﬁ B
HMKECCTOAIIUC.

4. U3yuuTth criocoObl JaTUPOBKU JOKYMEHTA :
a) ONpPE/IEINTh AaThl U3yYaeMbIX JOKYMEHTOB;
0) yCTaHOBUTH NPU3HAKY JATUPYIOLLETO XapaKTepa;

B) MEPEBECTH YCTAHOBJIEHHBIE JIaThl C 3Bl «OT COTBOPEHUSI MHUPa» Ha 3Py «OT POXKIECTBA
XpHUCTOBa», C FOJIMAHCKOTO KaJeHIapsl Ha TPUTOPUAHCKHI.

5. HBy‘-II/ITB COCTaB YIAOCTOBCPCHUSA HNOKYMCHTA : OHNPCACINUTbL HAJINYUC, COCTAaB, MCCTO
PACIOJJIOKCHUS MMOAIUCHU U CKPCIIBI.

6. Onucarp XxapakTep OTMETOK Ha JOKyMeHTax. OnpeaenuTh UX Ha3HaueHUE.

7. OHpe,Z[eJ'II/ITB TPAAULIUOHHO-CIIOKUBUIYOCA  CTPYKTYPY TCKCTa U 0COOEHHOCTH
N3JIOKCHUA COACPKAaHUA OTACIIbHBIX BUAOB JOKYMCHTOB (‘ICJ’IO6I/ITH3.$[, rpamMoTa, OTHI/ICKa).

Yka3aHus 110 BBIITOJIHEHHUIO 3aJaHWIl:

3amaans Ne 1-6 MOXKHO BBITTOJTHATE C TTIOMOIIBIO TaOTUIIBI CIICTYIOIIEH (OPMBI:



Bun ABT Anpeca Jata Cocras OtmeTtk
JIOKYMEHTa op T yJIOCTOBEPEHUS a Ha
JOKYMEHTE

1. Beinucats Ha3BaHMS BUAOB JIOKYMEHTOB, OOpaTUB BHUMaHHE Ha KOJMYECTBO BUIOB U
pasHoBuaHocret B XVI-XVII BB.

Buapl 1OKyMEHTOB ClleyeT BBIMHUCHIBATH IO CIECIYIONIMM TPYIIaM: PactopsIUTEIbHbIC
JIOKyMEHTHI (HampuMep, yKasbl, TpaMOThl, HaKa3HbIC, MaMsTH), Mepenucka (maMsTH, OTIHCKH,
4eIOOUTHBIC | T.I1.).

Bugsr AOKYMCHTOB M3YYUTHh TAKXE II0 KOJUICKIHUU KO AOKYMCHTOB. Tak kak
OOJIBIIIMHCTBO AOKYMCHTOB HC MMCCT BBIACJICHHOI'O 0003HaYCHHS BUJa WJIX PASHOBUAHOCTHU, TO
Hago HUX OHnpcACIUTb CAMOCTOATCIIBHO W OIIMCAaThb MCTOAbI OIPCACIICHUS (aHanm TCKCTA,
cneun(bmca H3JIOKCHUA COACPIKAHUA UIIN CIIOKUBIIASACS UCPAPXUAL I[OKYMCHTOB).

2. Tlo xomnexuuum XVI - XVI BB. BHHMaTeNbHO MNPOYUTATh COJIEPIKAHUE KaKJOTO
JOKYMEHTa M yKa3aTh aBTOpa - cO3JaTelsl TOKyMeHTa (Y4pexaeHHe) U MOAPOOHO OOBSICHUTS,
KakuM 00pa30M yCTaHOBJIEH JJaHHBINA aBTOP.

3. BHumarenpbHO NpPOYMUTATH JOKYMEHTBI MPEUIOKEHHONW KOJJIEKIMM M CcToiadua u
OTIpPENICIUTh MECTO pAacIOJIOKEHUs ajpecaTa, €ro coctaB M (opMy, BBINHCATh HECKOJIBKO
IPUMEPOB.

Jlnst aHanmm3a JOKYMEHTOB, KOTOPBIMH OOMEHHMBAJIHNCH YUPEKICHHUS, CICAYET B3ATh TaKHeE
BUIBl Kak YyKa3, TIpaMoTa, uenoOuTHas, ornucka. [lpocmeauTs ¥ BbIIMCATh MPUMEPHI
opopMmIIeHHs B HHUX ajpecara M IO COACPKAHHUIO ONPEAEIUTh KOHKPETHbIE YUpEeXKICHUs,
KOTOPBIM aJIpeCOBaHbI JOKYMEHTHI.

4. YCTaHOBUTH JaTy CO3JaHUS JOKYMEHTa - TOYHYIO, NPUOMIKEHHYI0, BEPOSTHYIO C
HoJpOOHBIM OOBSICHEHHEM JAaTHPYIOLIETo MpHU3HaKa (CoAepkKaHue JOKYMEHTa, BpeMsl JeicTBus
UCTOPUYECKHX JIMI U T.J.). YCTAaHOBJCHHYIO 110 3p€ «OT COTBOPEHHUs MHpay (Hampumep, 7168,
KOTrJa nepas uugpa omyckanacs - 168) gaty nepeBecTd Ha 3py «OT pokaecTBa Xpucrosay. s
atoro ot mudpsl 7168 Beruects nudpy 5508 wnu 5507 (ans coOBITHIT MapTOBCKOTO CTHIIS) U
5508 nnm 5509 (s coOwITHil cenTsOphcKOTro cTHiI). K nqHIO Mecsta cnenyet npubaBuTh Hudppy
JIeCATh, YTOOBI OJTYYHUTH ATy IO HOBOMY CTHIIIO.

5. CoctaB yJIOCTOBEpeHMsI JIOKyMEHTa HadaTb M3y4yaThb CO CTOJIOLA, MO KOTOPOMY
OTpeeNIUTh MECTO MOANUCH (KIIPUIIUCK») U XapaKTep ee HamucaHus. 110 KoIIeKunun BhIACHUTH
COCTaB CIIYXKUJIBIX JIIOZIeH, MOAMUCHIBAIOIINX U CKPETISIOUINX JOKYMEHTHI.

6. BrimucaTth Bce OTMETKHM Ha JAOKYMCHTAax, OTMCTHB MCCTO UX HAllMCaHHA, UX HA3HAUCHUC
1 UCIIOJIB30BAHUC U YTOUYHCHUSA XapAKTCPUCTUKH JOKYMCHTA.

7. HpOaHaJ'II/I3I/IpOBaTB HCECKOJIBKO BHAOB OOKYMCHTOB, YCTAHOBHTb, HMECTCA JIU
XapakTCpHad I KaXI0ro BuJa CTPYKTypa TCKCTA, KAKUMH yCTOfI‘IHBBIMPI CJIOBOCOYCTAaHUAMU
OTINYACTCA OAWH BUJ OT APYTOro.



I[JI}I aHaJin3a MOXHO B3ATb TAKUC BHJbI JOKYMCHTOB KaK YKa3, IaMAThb, I-IG.HO6I/ITH8.$I,
OTIIMCKAa.

Martepuansl aHanu3a Jydlie NpeAcTaBUTh B TAOIUYHON (opMme :

Bug BBenenu OcHOBHAas 4acThb 3aKkiroueH
JIOKyMEHTa € ne

KoHTpoJIbHBIE BOITPOCHL:

1. Yem omnpegensiach CTPYKTypa TEKCTa U HAMMEHOBaHUE BUJA JOKYMEHTa ?
2. KakoBbl 0COOEHHOCTH BHEITHETO OOPMIICHUS TOKyMEHTa ?

3. Kakne nmpu3Haku IOMOraroT OIpeieuTh aBTOPCTBO TOKYMEHTa ?

4. Kak ompenenuth BpeMsi cocTaBieHHs JOokyMeHTa ? OcobeHHOCTH 0003HAYCHHS JTAThl
nokymenTta XVI - XVII BB. ?

5. Kak ynocroBepsinuch TOKYMEHTHI ?

Hcrounuku u nureparypa

Hcrounuku:

Kpatkuii ciioBapb BUJIOB U pa3HOBUIHOCTEN TOKYMEHTOB.-M.,1974.
JIureparypa:

brikoBa, T. A. JlokyMeHTallMOHHOE OOECTIEYeHUE YIpPaBICHUS (IEIOMPOU3BOJCTBO) : YueOHOE
nocobue / T. A. beixoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nog o6m. pexn. T. B. Ky3nenoBoii.
— 2-e usn., mepepab. m mon. — MockBa : MHOPA-M, 2020. — 304 c. — (Beicmiee
obpasoBanme: bakamaspumar). - ISBN 978-5-16-004805-5. - Tekcr : snexkrponHsni. - URL:
https://znanium.com/catalog/product/1078152 (mata oOpamenusi: 26.03.2024). — Pexum
JOCTYTIA: TIO TIOATIHCKE.

Pa3gaTouHbIil MaTepHal K 3aHATUSAM:

1. Cronbern; XVII B.

2. Konnexkunu konuit nokymentoB X VI-XVII BB.

3. Kpatkuii cioBapp BUJI0B U Pa3HOBUIHOCTEMN JTOKYMEHTOB.
®opmymsap nokyMmenra XVIII B. —

Lens 3aHATHS — W3yYeHUE PA3BUTUS U OCOOCHHOCTEH (POPMYIISIPOB CIIyKEOHBIX
noxkymeHnToB X VIII B.

B PE3YJIbTAaTC BBIIIOJIHCHUA Ba,Z[aHI/Iﬁ CTYACHT OOJI’KCH:

UMETH IPEJICTABICHUE O 3aKOHOATEIIbHOM PETYJIMPOBAHUU IIPOLECCA JOKYMEHTHUPOBAHUS
u pa3Butun popmyisipa qokymenta XVIII B;



3HaThb 3aKOHOJATEIIBHBIC AaKThl, PEIVIAMEHTUPYIOLIHME IOCTAHOBKY JCIIONPOU3BOACTBA B
XVIII B, BUBI TOKYMEHTOB, COCTaB (pOpMyJIsipa JOKYMEHTa, paBuiia 0hOpMIICHUsI PEKBU3HUTOB,;

yMETh OMHUCHIBaTh KOHKpeTHbIE ToKyMeHTHI X VIII B., cocTaBmsis ux ¢GopMyIsipsl.
3amaHus A CaMOCTOSITENIbHOM paboThI:

1. U3yunThb BUABI U pa3HOBUIHOCTH TOKYMEHTOB:

- BBIIKCATh BUJbI JOKYMEHTOB, YCTAHOBJICHHBIE | '€HEepaibHBIM PErIAMEHTOM

- n3 «Kparkoro cioBapss BUIOB M Pa3HOBUIHOCTEH JOKYMEHTOB» BBIIUCATh BUbI
nokymeHToB X VIII B.

- U3 J1€JI MECTHBIX yqpemz[eHHﬁ BbIIIMCATb BCC BUJbI JOKYMCHTOB U OTMCTUTh U3MCHCHHS B
TEXHUKC TOKYMCHTUPOBAHUS.

2. Ha IMpuMeEpe NOKYMCHTOB MECCTHBIX yLIpC)KI[eHI/Iﬁ IMPOAHATIU3UPOBATL CIOKHUBIIHNCCA
IIpaBUJia HalTMCaHUA aBTOpPA, BBISIBUB!

a) 0cOOeHHOCTH O(OPMIICHUS aBTOPA CITY>KEOHBIX M IMYHBIX JIOKYMEHTOB
0) 3aBUCUMOCTb 0003HAYCHHS PEKBU3HUTA «aBTOP» OT 0003HAUEHUS aapecaTa TIOKYMEHTA.
3. Ilpoananu3upoBath 0003HAYEHUS PEKBU3UTA «aapecaTy:

a) BbINKcaTh U3 ['eHepanbHOro periiaMeHTa OMMCAHWE CUCTEMbl MUCHbMEHHBIX CHOILLIEHUI
3BEHBEB arnrmapaTa yrnpaBJIeHUs

0) MO JOKYMEHTaM MECTHBIX YUPEKIEHHUI omucaTh MOPAIOK OPOpPMICHHS PEKBHU3UTA
«ampecar», OTMETUTh OTJIMYUTENbHbIE OCOOCHHOCTH TOpPSIKA aapecOBaHUS TOKYMEHTOB IO
cpaBHeHuIO ¢ XVI-XVII BB.

4. Omnucate NOPSAAOK JaTUPOBaHUS JOKYMEHTOB. [laThb mpumepbl BceX BHMJIOB JaT C
IIEPEBOIOM HX Ha TPUTOPUAHCKUM KaJeHAAph.

5. M3yuuts cocTaB yAOCTOBEPEHUS JOKYMEHTOB:

- BBIIINCATh U3 reHepaJIBHOFO periiaMCeHTa MpaBujia yIOCTOBECPCHUA JOKYMCHTOB
- OIIMCaTh COCTAaB MOAIHNCH 11O JOKYMCHTaM MCCTHBIX yqpem;[eHHﬁ.

6. Onucatb BBl OTMETOK Ha IOKYMEHTaX.

7. I/I3y‘-II/ITB IMPUHIHUIIBI OpraHru3allu TEKCTa HCCKOJIBKUX BUAOB JOKYMCHTOB.

8. CoctaBUTh POPMYIISIPHI ABYX JOKYMEHTOB.

YkazaHus 110 BBITIOJIHEHHIO 33JJaHUI

1. BbiiBUTH BHUABI JOKYMEHTOB, YyCTaHaBlIMBaeMble [eHepaiabHBIM pPETIIAMEHTOM,
JONOJIHUTE uX Buaamu 1okyMeHTOB XVIII B., npuBenénneimu B «KpaTtkom cioBape BHAOB U
Pa3HOBUAHOCTEHN TOKYMEHTOBY» U BBIIIUCATh UX omnpeaeneHus u3 Ciopapsi.

I/I3y‘lI/ITL JOKYMCHTBI AC€J1I MCECTHBIX y‘lpe)KI[eHHfI, BBIIIKMCbIBAsA HAMMCHOBAHHMA BHIOB U
06pau1a;1 BHUMAHHC HA TCXHUKY NOKYMCHTUPOBAHUA, BOASIHBIC 3HAKH, rep60By}o 6yMary.

2. 3aganus Ne 2-6 MOXXHO BBITIOHATH C TOMOIIBIO TAOJIUIIBI CIIEAYIOmIEH (GOPMBI:



Bun AB Anp i Texkcer: Cocras OtmeTk
JOKyMEHTa: [TOp: ecar: ara: (xp. comep.) yIIOCTOBEpEHUs  |a Ha
JOKYMEHTE

O6paTI/ITe BHUMAHHEC Ha MCECTO PACIIOJOKCHUA PEKBHU3UTA «aBTOP»HU OIIMCATh IIpaBHJIa €TI0
OQ)OPMHGHI/IH B 3aBUCHUMOCTH OT pCKBHU3UTA «aapecaT».

3. U3yuuts no I'eHepaibHOMY periaMeHTy U JOKYMEHTaM MECTHBIX YUPEKICHUM MpaBuia
oopmIeHHsT PEeKBU3UTA «aapecaT». Brimucarh npaBuia U MpUMeEphI aIpECOBAHMS.

4, HpoaHaHI/I3I/IpOBaTB BCC UMCIOIIUECA JaThl B JOKYMCHTEC U OIPCACIINTL UX HA3HAYCHHUC,
BBITIMCATh IIPUMEPEI U OIMUCATHh MECTO pacCIlOJIOXKCHUA K&)K,I[Oﬁ JAaThl.

5. 3yuuts npaBuia yJIOCTOBEPEHMsI TIOKYMEHTOB 110 ['€HepallbHOMY perjaMeHTy. 3aTeM
NpOaHaIU3UPOBaTh OPOPMIICHHE TOJNHUCH B TOKYMEHTaX, BUJIbI [I€4aTeH.

6. Beimucats Bce OTMETKHM Ha IOKYMEHTAaX, YKa3aB, Kakue U3 HUX nosswinch B X VIII B.

7. Ilo I'eHepallbHOMY periJaMeHTy Ha IIpUMEpPE IpaBWJI COCTaBJICHMs MPOTOKOJIA
OTIpeNIeNIUTh TPeOOBaHUs, MpeabsBiIsieMble K TeKCTy (T1. VI, XXX). BHuMaTenbHO yuTas TEKCThI
HECKOJIBKMX JOKYMEHTOB, OIMCATh UX CTPYKTYpY, IPOCICKHUBAsA €€ U3MEHEHUE B Pa3IMYHBIX
BUJAX; TPUBECTH MpPHUMEPHl BHUIOB TpadapeTHbIX JOKYMEHTOB, OTMeuass KaKUM IyTeM
MIPOBOJIMIIACH TpadapeTH3alys.

8. Omnucarh JOKyMEHTHI 110 CIIEAYIONIEH CXeMeE:

- BUJ (Pa3HOBHUIHOCTB)

- aBTOp

- anpecar

- TEKCT

- 1ara

- COCTaB yJOCTOBEPEHUS

- HOJTMHHOCTH (KOTIMITHOCTB)

KoHTposIbHBIE BOIIPOCHI

1. HazoBute ocobennoctu popmbl nokymenta XVIII B. ?

2. Kakue TpeGoBaHUS MPEABABISIOTCS K OPOPMIICHHIO TPOTOKOda To [eHepambHOMY
periiamenty?

3. B ueMm nposiBunace TeHACHIUS K YHU(DUKAIIUN JOKYMEHTOB ?

4. Onumurte CcUCTEMY MHCHMEHHBIX CHOIIEHHMH 3BEHBEB ammnapara YIpaBJICHUS I10
I'enepanbHOMYy pernameHTy ?

Hctounuku u nureparypa




brikoBa, T. A. JlokyMeHTallMOHHOE OOECIeYeHHE YIPaBICHUS (JIEIOMPOU3BOJCTBO) : yueOHOE
nocodue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nox o6ur. pen. T. B. Ky3nernosoii.
— 2-e¢ usn., mepepab. u gom. — Mocka : UHOPA-M, 2020. — 304 c. — (Bricmiee
oOpa3oBanue: bakanmaBpuar). - ISBN 978-5-16-004805-5. - Tekcrt : snextponHbii. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JIOCTYTIA: TIO TIOATIHCKE.

Pa3narounslil Matepual K 3aHITHAM

1. 'enepainbHblil pernament 1720.

2. IOKyMeHTHI (ie71a) MECTHBIX yupekIeHHi 18B.

3. KpaTkuii ciioBapb BUJIOB ¥ pa3HOBUAHOCTEHN TOKYMEHTOB.
®opmyisip nokymenTa XIX Beka —

Lenp 3aHaTHA — Wu3yYeHUE PAa3BUTUS U OCOOCHHOCTEH (OPMYISIPOB CIIyKEOHBIX
nokymeHToB XIX B.

B pesynbrare BBINIOJIHEHHS 3aJaHUM CTYIEHT JOJIKEH:

UMETh  TPEACTaBICHHE O  perjiaMeHTaly  Mpolecca  JOKYMEHTUPOBAHHUS B
3aKkoHOAaTenbHBIX akTax XIX B.,, pa3Butuum Qopmynspa JTOKyMEHTa, TEHICHIIMSIX
TpadapeTusannu J0KyMEHTOB;

3HATh BHUIBI JTOKyMeHTOB XIX - B., ocoOeHHOCTH WX odopmiieHUs, coctaB (hopmyIsipa,
[OSIBJIEHHE OJIAHKOB U UX BUJbI, TMOABJICHHUEC OTMETOK Ha AJOKYMCHTAX, OTpaAXAMUX HUX
JBUKEHHE B YUPEXKJIEHUU U pabOTy C HUMU.

YMETb aHAJIM3UPOBATh KOHKPETHBIE JOKyMEHThI XIX B.; cOCTaBisAsA MX GOPMYIISIPHL.
3anaHus U1 CaMOCTOSITENIbHON paboThI
1. U3y4nTh BUBI U pa3HOBUIHOCTH JTOKYMEHTOB.

2. BBIsIBUTBh 0COOCHHOCTH OPOPMIICHUST PEKBU3HUTA «aBTOP», ONKCATh COCTaB OJIaHKa U €ro
BHU/IBL.

3. 3y4uTh TEKCT JOKYMEHTA.
4. Onucath NOPSAJOK aIPECOBAHUS JOKYMEHTA.

5. Beimucarb JaThl COCTaBJICHUA, 06pa60TKI/I, noAnmucanusgs U Ap., yKazaTb MCCTO HX
PACIIOJIOKCHU.

6. [Ipoanan3upoBaTh XapakTep yIO0CTOBEPEHHS JTOKYMEHTA.
7. OnucaTh BHALI OTMETOK.

8. CocTaBUTh (HOPMYIISPHI 2-X TOKYMEHTOB.

VYKa3zaHUs 110 BBITOJIHEHUIO 3aJaHuA

1. Haunnath pa60Ty CJICAYCT C paCCMOTPCHUA ACH YUYPCKIACHUS. BrIsIBUTE U BBIIIMCATH
Ha3BaHUA BUAOB JOKYMCHTOB!



- U3J1aBa€Mbl€ BBIIECTOALMMH OPraHaMU;

- IOCBUIAEMBIE PABHBIM YUPEKIACHUIM;

- IPEACTABIIIEMBIE B BBILLECTOALLINE YUPEKICHNUS,
- 0(OpMIISIOLIE BHYTPEHHIOKO JESITEIHLHOCTD.

N3 «KpaTkoro cioBapsi BUJIOB M Pa3HOBUIHOCTEH JOKYMEHTOBY BBIIUCATH ONPEICIICHUS
BBISBJICHHBIX BUJI0B TOKYMEHTOB XIX B.

2. Onwucats HOPsIOK 0(hOPMIICHHUSI PEKBH3HUTA «aBTOP» B Pa3IMYHBIX BHUIAX JOKYMEHTOB,
BBINKCATh HECKOJILKO THUIIOB OJIAHKOBBIX HAJMHMCEH M OMPEACTUTh WX cocTaB. [10 KOMILIEKCY
JOKYMEHTOB TpOCJIEIUTh, KaKue BHUAbl JTOKYMEHTOB TNHMIIYTCS Ha OlaHKaxX, Kakue 0e3
0003HaYeHNsT OJIaHKOBBIX HAAIIHCEH.

3. IIpoaHanu3npoBaTh HECKOJIBKO BUJIOB JOKYMEHTOB, YKa3aB CTPYKTypY TE€KCTa, BBIIIUCAB
PUMEpPBl TIPUMEHEHHS «KaHIEIIpU3MOBY». OTMETUTh, HACKOJIBKO YCHIWIACH TEHICHIIUS
TpadapeTusanuu (BHIKUCATh TPUMEPHI TpahapeTHBIX U TUIIOBBIX TEKCTOB).

4, HpI/I ONMMCaHUU TIOpsAAKa aApCeCOBaHHA YCTAHOBUTHL 3aBUCUMOCTD O(l)OpMJIeHI/IH
PCKBU3UTA «aapecar» OT HUCPAPXUU yqpemneHHﬁ. HpI/IBeCTI/I IMpUMCPLI aApCCOBAHUA B
BBINICCTOAIIHNC, PABHBIC U HUKCCTOALICC YUPCIKICHUS.

5. BeimmucaTs nmpuMepsl JaTHPOBKU U NIEPEBECTH aThl Ha HOBBIM cTWib. B XIX B. pasHuna
MEXIy CTWIAMU paBHsutachk 12, B XX B. — 13 nHsMm.

6. Brimucats MMPpUMEPHI MOATIMCAaHUA JOKYMCHTA B MHCTAHIUAX pa3H0171 INOAYMHCHHOCTH H
OoIucaThb COCTaB IMOAIIMCH.

7. BoimucaTbh OTMETKHU Ha IOKyMEHTAaxX M yKa3aTb UX Ha3HAUYE€HUE, MECTO IPOCTABJICHUS.
8. @opMyJISIpbl JOKYMEHTOB COCTABUTH 10 CXEME, MPEJI0KEHHON B TPETHEM 3aHATHH.
KoHTpobHbIE BONPOCHL:

1. B yem nposiBunach TeHACHLINA K YHUPUKAaUUU GOPMBI U TEKCTa JOKyMeHTa ?

2. YUto Takoe TpadapeTHBIA U TUITOBON TEKCTHI ?

3. HazoBuTe cocTaB O61aHKa JOKyMeHTa ?

4. Yem omnpenesnsics XapakTep aapecoBaHUs JOKyMEHTa ?

Ucrounuku u nuteparypa

Hcrounuku:

breikoBa, T. A. JlokyMeHTallMOHHOE OOecrieueHre yIpaBiaeHUs (JeIONPOU3BOACTBO) @ yueOHOe
nocobue / T. A. beikora, T. B. Ky3nenosa, JI. B. Cankuna ; nmog o6m. pexn. T. B. Ky3nenoBoii.
— 2-e usn., nepepab. u mon. — MockBa : MHOPA-M, 2020. — 304 c¢. — (Beicmiee
oOpa3zoBanue: bakanaBpuar). - ISBN 978-5-16-004805-5. - Tekct : snexkrponHslid. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JOCTyTa: 10 MOJIUCKE.

PaBI[aTO‘{HHﬁ MaTCpHral K 3aHATUAM



1. dena yupexxnenuii 19 B.

2. Kpatkuii cioBapb BU/I0B ¥ pa3HOBUHOCTEN JOKYMEHTOB.

Tabnuua

Ananu3 opopmiieHus: peKBU3UTOB T0KyMeHTOB B X VI- XIX BB.

HanmeHnoBaHue 10OKyMEHTOB OcobenHoctu 0(hOpMIIEHHUS PEKBU3HTA

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

Bun noxkymenra

ABTOD

Anpecat

Teker:
BBEJ/ICHHE
OCHOBHAsl 4acCTh
3aKJIIOUEHUE

JlaTel
COCTaBJICHUS
MOy YEHUS
perucTpauuu

CocTtaB y0ocTOBEpEHUS

OTMeETKHU Ha JOKYMCHTC

®opmyisip 1okymeHTa XX Beka. —

Henp 3aHATHS — U3y4YeHHE pa3BUTHS M OCOOCHHOCTEH (OPMYISpOB CIyKEOHBIX
JOKYyMEeHTOB XX B.

B pe3ynbTare BhINOJHEHUS 3a1aHUN CTYAEHT JOJKEH:

UMETh  NpEeACTaBICHHE O  perJlaMeHTaluu  Ipolecca  JOKYMEHTUPOBaHHMS B
3aKOHOJATENbHBIX akTax XX B., pa3BUTHH GopMyssipa JOKYMEHTa, TEHICHLUAX
TpadapeTnszanuu 10KyMEHTOB;

3HATh BUJABI JOKYMEHTOB XX - B., OCOOCHHOCTH WX O(OpPMIICHHUs, cocTaB (hopmyisipa,
HosABJIEHHE OJIAHKOB M HX BUJbI, TOABJICHHEC OTMETOK Ha AJOKYMCHTAX, OTpaXaruUX HX
JBUKEHHE B YUPEXKJICHUU U pabOTy ¢ HUMHU.

YMETb aHATIU3UPOBATH KOHKPETHBIC JOKYMCHTbBI XX B., COCTaBJIsIA UX (1)OpMy.]'I$IpLI.

3amaHus U1 CAaMOCTOSITENTbHON pabOThI



1. I3y4uuTh BUJBI U PA3HOBUIHOCTH JJOKYMEHTOB.

2. BoiaBUTbh 0cOOEHHOCTH O(OPMIICHHUS] PEKBU3UTA «aBTOP», ONKMCATh COCTaB OJIaHKa U €ro
BUJIBI.

3. U3y4uTh TEKCT JOKYMEHTA.
4. OnucaTh NOPAJIOK aIpecoBaHus JOKYMEHTA.

5. Beimucate matel cocTaBlieHHs, OOpaOOTKH, MOAMHCAHUS M Jp., YKa3aTh MECTO HX
PaCIIOIOKEHUS.

6. [Ipoanann3upoBaTh XapakTep yJI0CTOBEPEHHS JOKYMEHTA.
7. Onucatb BUABI OTMETOK.

8. CoctaBUTh (POPMYIISPHI 2-X TOKYMEHTOB.

Hcrounuku u nmureparypa

beikoBa, T. A. JlokymeHTanmoHHOE OOecTieueHne ympaBlieHUs (JAEIONMPOU3BOJICTBO) : yueOHOE
nocobue / T. A. beixora, T. B. Ky3nenosa, JI. B. Cankuna ; nog o6m. pexn. T. B. Ky3nenoBoii.
— 2-e usn., mepepab. m gmon. — MockBa : MH®PA-M, 2020. — 304 c. — (Beicmiee
obpasoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekcr : snekrponHsii. - URL:
https://znanium.com/catalog/product/1078152 (mata oOpamenus: 26.03.2024). — Pexum
JOCTyTA: 1O MOJITUCKE.

Pa3gaTouHbIil MaTepHall K 3aHATUAM
1. Hena yupexnenuit 20 B.
2. Kparkuii cioBapb BUIOB U Pa3HOBUJIHOCTEMN JTOKYMEHTOB.

3. COOpHHMK 3aKOHOJATEIBHBIX aKTOB MO Jenonpou3BoAcTBy (1917-1970rr.) — Vwueo.
noco6ue nox pex. A.3. Jlusmmua. — M. MTTHAU, 1973. - 157 C.

Tema 4. @opMynsap COBPEMEHHOTO YNPaBIEHYECKOTO JOKYMEHTA: MpaBHia OPOPMICHHS
pexkBU3UTOB— 12 yacoB

[lenb 3aHATHS — M3yYEHUE COBPEMEHHBIX TPeOOBaHHI roCyJapCTBEHHBIX CTaHAAPTOB U
HOPMATUBHO-METOAMUYECKUX aKTOB K OPOPMIICHHIO CITyKEOHBIX JOKYMEHTOB.

B PE3yJIbTAaTC BBITIOJIHCHUSA 3aJaHui CTYACHT HOJIKCH:

HMETH MPCACTABJICHUC O TCHACHHIHWAX Pa3BUTUA AOKYMCHTA W IPHUHIOHUIIAX ITOCTPOCHUSA
hopmyrsipa-o0pasiia OpraHu3aIMOHHO-PACTIOPSAIUTEIBHBIX JOKYMEHTOB;

3HAaTb COCTaB PCKBU3UTOB U Tpe60BaHI/I${ TOCYyAapCTBEHHOI'0O CTaHIapTa K O(bOpMJ'IeHI/IIO
AOKYMCHTA.

3HAaTh COCTaB PEKBH3UTOB W TpeOoBanus [IpaBun nemonpousBoicTBa B (pemepaibHbIX
OpraHax WCIIOJHUTEIIBHOW BJIACTU HU  METOOUYECKUX PEKOMEHJAUHUM K COCTaBJICHUIO
JIOKYMEHTOB.



YMETh MPOEKTHUPOBATh OJIAHKU JOKYMEHTOB YUYPEXJACHUH M HMMETh HaBBIKM palbOThHI C
rOCYJapCTBEHHbIMU CTAHAAPTaMU W METOJWYECKMMH YKa3aHHUAMHM II0 HUX BHEAPEHUIO H
IIPUMEHEHUIO.

3amanus 111 CaMOCTOSITEIBHON PabOThI

N3yunTh KOMILJIEKT HOPMATHBHO-METOAMYECKUX JOKYMEHTOB IO JIOKYMEHTHPOBAHHUIO
yIpaBJIEHYECKOH 1eATEIbHOCTH | MeToIuuecKrue peKOMEeH IAlMK 10 pa3paboTKe HHCTPYKIMN MO
JIeNIOTIPOU3BO/ICTBY B T'OCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBJICHUS, YTB.
[Ipukazom Pocapxusa ot 24.12.2020 Ne 199.

[TpumepHass  WHCTPYKIMS MO  JCIONPOU3BOACTBY B  TOCYJIapPCTBCHHBIX
opranm3anusx, yTB. Ilpumkazom  PocapxuBa ot 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata o6pamenus — 20.03.2024)

I'OCT P 7.0.97-2016. Hauumonanbusiii ctanaapt Poccuiickoii ®enepauun. Cucrema
CTaHAapToOB 1Mo HWH(pOpMalnK, OHOIMOTEYHOMY M H3AAaTeNbCKOMY neny. OpraHu3zaluoHHO-
pacnopsauTensHas JOKyMeHTalus. TpeboBanuss k odopmieHutro gokymeHtoB URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata oopamenus — 20.03.2024)

Nzyuuts 'OCT P 7.0.97-2016 ¢ TpeOGoBaHUsAIMU K O(DOPMIIEHUIO JOKYMEHTOB, ONPEAEIUTh
€ro CTPYKTypy, COCTaB pa3/ieJoB.

N3yuuts TpeboBanus 'OCTa k O1aHKy TOKyMEHTAa.

[Ipoananu3upoBaTh NPEATIOKEHHYIO KOJUICKIIUIO JTIOKYMEHTOB, ONPEIETUTh PEKBU3UTHI,
yKa3aTh HEJOCTATKU B UX PACTIOIOKEHUHN U OPOPMIICHHH.

CocTaBUTh Ha OCHOBAaHHMH pPa3JaTOYHOTO MaTepuana OjaHku (oOmuid W ISl THCHhMA)
OpraHu3alil U MPEANPHUITAN Pa3IHIHBIX (POPM COOCTBEHHOCTH C BapHaHTaMH MPOAOJIBHOTO U
YIIIOBOTO PACIIOJIOKEHUS PEKBU3HUTOB.

Ykazanus 1o BEITTOJTHEHHUIO 3aJaHus.

1.U3yunts TpeOoBaHUS K cOCTaBy M OGOPMIICHHIO PEKBU3UTOB JOKYMEHTOB U OJaHKOB,
u3noxkeHHble B “IIpaBuiiax 1enonpon3BoACTBa B rOCYAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMOYTpaBJICHUs’, YTBEPKIEHHBIX Mpuka3zoMm PocapxuBa ot 22.05.2019 N 71. (cMm. pazgen 2
“JIOKyMEHTHUPOBAHHE YIIPABICHYCCKOHN JACSITSIBHOCTH )

2. Uzyuuth TpeboBaHUSA K OQOpPMIICHHIO OJaHKOB U PEKBU3UTOB JOKYMEHTOB IO
Hammonansnomy crangapty 'OCT P 7.0.97-2016 “Cucrema cranaapToB mo HH(OpMaIum,
OUOIMOTEeYHOMY M M3JaTeNbCKOMY Aeny. OpraHu3alMOHHO-PACTIOPSIUTENbHAs TOKYMEHTAIIHS.
TpeboBanust K 0(pOPMIICHHIO TOKYMEHTOB .

3. U3yuntp TpeboBanus ‘“MeroanyecKkux peKoOMeHIalui no pazpaboTke MHCTPYKUHUHN IO
JIEJIONPOU3BOJCTBY B TOCYJAapCTBEHHBIX OpraHax, oOpraHaXx MECTHOTO caMmoyIpaBieHus",
YTBEPKICHHBIX TpuKka3oMm PocapxuBa ot 24.12.2020 N 199 k OnaHkam W pPEKBU3UTaAM
JIOKYMEHTOB (TIpHUIIOKEeHHS 2, 3).

4. V3yunuTh MpeAsiOKEHHYIO KOJUICKIHIO (3-5 HOKYMEHTOB) M aHAIU3HUPYS JOKYMEHTHI,
BBISIBUTh HEAOCTAaTKM B odopmieHUM OlaHkKa (OTCYTCTBHE HEOOXOJUMBIX PEKBHU3UTOB U
NPaBIILHOCTh O(OPMIIEHUST HMEIONIUXCS); OMPENEINTh TMPABUIBLHOCTh PACIOJIOXKEHUS U
oopMIICHHST PEKBH3UTOB JIOKyMEHTa (3arojioBKa, AAaThl W WHJAEKCA, IMOAMNHCH, OTMETOK O
MOCTYIJICHUU W HAIlpaBJICHUU JOKYMEHTA B JIEJIO U JIp.).


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/

Ha ocHoBe paznaToyHOro marepuaia CIpOEKTHPOBATh OJAHKU JOKYMEHTOB KOHKPETHBIX
OpraHu3alii ¥ rOCYAapCTBEHHBIX OPraHOB B cOoOTBeTCcTBUU ¢ TpeboBanusimu ['OCT P 7.0.97-
2016. KoHTpoJibHBIE BOIIPOCHI

[lepeunciure BUIBI HOPMATHBHBIX AaKTOB, PETVIAMEHTHPYIOIIUE JOKYMEHTHPOBAHHE
yIpaBJIe€HYECKON AESITETbHOCTH.

Yem paznuuarorcs oOumii 01aHK ¥ OJaHK MHChbMa, OJIaHK KOHKPETHOTO BHJIa JOKYMEHTA.
Hcrounuku u nureparypa
Uctounuku:

@denepanbHblii KOHCTUTYLUMOHHBIA 3akoH oT 25 gekabps 2000 r. Ne 2-©K3 «O
l'ocynapcrBeHHOM repOe Poccuiickoit denepauum» URL:
http://www.consultant.ru/document/cons_doc LAW_29674/.(nara o6pamenus — 20.03.2024)

[lpaBuna nenonpowW3BOACTBA B TOCYIAApCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoymnpaBiienus, yTB. IIpukazom PocapxuBa ot 22.05.2019 Ne 71 URL:: http://
https://base.garant.ru/72291836/.(nata obpamenus — 20.03.2024)

MeToauyecKiue PEKOMEHJAUU 10 pa3paboTKe WHCTPYKIMHA MO JCIONPOU3BOJACTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MeCTHOIO camoyIlpaBieHus, yTB. IIpukazom Pocapxusa ot
24.12.2020 Ne 199 URL: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.(nata obpamenus — 20.03.2024)

[IpumepHass  WMHCTPYKLMS 1O  JEJIONPOU3BOACTBY B  T'OCYJAapCTBEHHBIX
opranuzanusax, yTB. Ilpmkazom  PocapxuBa ot  11.04.2018 Ne 44) URL:

http://www.consultant.ru/document/cons_doc LAW_305137/.(nata oopamenus — 20.03.2024)

I'oCT P 7.0.97-2016. Haummonansubsiii crangapT Poccuiickoit ®enepanuun. Cucrema
CTaHJapToB Mo HH(popManuu, OHMOIMOTEYHOMY M H3JATEIbCKOMY neny. OpraHu3anuoHHO-
pacropsauTenbHas JOKyMeHTauus. TpeOoBanust K odopmieHuto jgokymentoB URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata oopamenus — 20.03.2024)

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXUBHOE N1€JI0. T€pMHUHBI U ONPEIACICHUS. -

URL:  http://www.consultant.ru/document/cons_doc LAW_163800/.(mata  oOpamenust —
20.03.2024)

Jlureparypa:

brikoBa, T. A. JIokyMeHTallMOHHOE OOECTIEYCHUE YIPaBICHUS (IEIOMPOU3BOJCTBO) : YueOHOE
nocobue / T. A. beixora, T. B. Ky3nenosa, JI. B. Cankuna ; nog o6m. pexn. T. B. Ky3nenoBoii.
— 2-e usn., mepepab. m momn. — MockBa : MH®PA-M, 2020. — 304 c. — (Beicmiee
obpazoBanue: bakamaspuar). - ISBN 978-5-16-004805-5. - Tekcr : snekrponHsii. - URL:
https://znanium.com/catalog/product/1078152 (mata oOpamenusi: 26.03.2024). — Pexum
JOCTYTIA: TIO TIOATIHCKE.

Pa3gaTouHbIil MaTepHall K 3aHATUSAM:

- T'OCT P 7.0.97-2016. HaunonanbHblii cTtannapt Poccuiickoit ®@enepanuu. Cucrema
CTaHAapToOB 1Mo uHpOpMaluK, OHOIMOTEYHOMY M H3AATeNbCKOMY Jneny. OpraHuszalnuoHHO-
pacnopsiauTeabHas ToKyMeHTanus. TpeboBanus Kk 0(hOpMICHUIO TOKYMEHTOB.


http://www.consultant.ru/document/cons_doc_LAW_29674/
http:// https://base.garant.ru/72291836/
http:// https://base.garant.ru/72291836/
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_163800/

- IlpaBuna nenompou3BOJACTBa B TIOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoymnpasieHus, yTB. IIpukazom PocapxuBa ot 22.05.2019 Ne 71 URL: http:/
https://base.garant.ru/72291836/.(nata obpamenus — 20.03.2024)

MeTtonuyeckue pekOMEHAAlMM M0 pa3padOTKe HMHCTPYKLUMH IO JEJONPOU3BOJICTBY B
rOCyJJapCTBEHHBIX OpraHax, opraHax MECTHOTO camoyIlpaBieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 URL: http://

http://www.consultant.ru/document/cons_doc LAW_373895/.(nata oopamenus — 20.03.2024)
[IpumepHass  MHCTPYKIMsSI 1O  JIEJOMPOU3BOJACTBY B  TOCYAapCTBEHHBIX

opranmsanusax, ytB. llpuxkazom  PocapxuBa or 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata oopamenus — 20.03.2024)

Konnekusa 10kyMeHTOB.

Tema 5. OpraHuzanuoHHBIC, PACTIOPSAUTENbHBIE U WHGOPMAIMOHHO-CIPABOYHBIE
JIOKyMEHTBhI — 28 yacoB

JIoKyMEHTUpPOBaHHUE PACTIOPAIUTEIBHON AEATEIbHOCTH —

HeJ'II) 3aHATUA — H3YUCHUC Tpe6OBaHHI>'I rocyaapCTBEHHBIX CTaHAAPTOB W HOPMATHUBHO-
MCTOIHNMYCCKHNX AKTOB K COCTAaBJICHHIO H OQ)OpMHCHI/IIO pacnnopAaAUuTCIbHbIX JOKYMCHTOB,
IMOJIYYCHUC HABBIKOB UX COCTABJICHHUA U O(bOpMJ'IeHI/ISI 110 3aIaHHBIM CUTYyallUAM.

B pesyinbrare BBINIOJIHEHMS 3aJaHUM CTYIEHT JOJIKEH:

UMETh MPEACTABICHUE O CUTyalMsX, TpeOYIOIUX W3AaHUA PacHOPSAUTEIbHBIX
JIOKYMEHTOB;

3HATb BUABI PACHOPAAUTCIIBHBIX  JOKYMCHTOB; COCTaB PCKBU3UTOB (I)OpMleﬂpa
pacuopAaAUTCIbHOTIO JOKYMCHTA U Tpe60BaHI/I$I K UX COCTAaBJICHHUIO U O(i)OpMJ'ICHI/IIO.

YMETH COCTABJIATH U O(i)OpMJ'ISITI) pacrnopAauTCIbHBIC JOKYMCHTHI 110 3aIaHHBIM CUTYyalusIM
U UMETHh HaBbIKH UX O(i)OpMJ'IeHI/ISI Ha KOMIIBIOTEPC.

3amaHus 11 CaMOCTOSITEIIBHON PaObOThI

W3yunte  TpeOoBaHMS,  NpenbsBISEMbIE K  COCTaBICHHIO U O(QOPMIICHHIO
pacnopsAUTENbHBIX JOKYMEHTOB.

CocrtaBuTth ¥ 0)QOPMUTH TIPHUKA3 IO OCHOBHOM JIEATETLHOCTH.

CocTaBuTh 11 0OPMUTH PACTIOPSKEHUE.

Yka3aHus 1o BEITIOTHEHUTO 3aJaHus

YTOYHUTH COCTaB PEKBU3UTOB, BXOASIINUX B POPMYJIISIp MPUKA3a, PACTIOPSIKEHUS.

M3yunts TpeGoBanusi MeToamueckue pPEKOMEHJAIMH IO pa3paboTke WHCTPYKIUN 110
JIEJIONPOU3BOJCTBY B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpPaBJIEHUS, YTB.
[Tpukazom PocapxuBa ot 24.12.2020 Ne 199, IIpumepHOil HHCTPYKIKUU IO ACIONPOU3BOACTBY B
roCy/apCTBEHHBIX opraHuzanusax, yTB. [Ipukazom PocapxuBa ot 11.04.2018 Ne 44) k cocraBy
PEKBHU3UTOB U CTPYKTYpE TEKCTa MpUKa3a 10 OCHOBHOM JEATEIbHOCTH.

YTOYHUTH pa3Nuyusi B COCTaBICHUH MPHUKA3a [0 OCHOBHOW JEATENBHOCTH U IO JIMYHOMY
coctaBy, oOpalias BHUMaHHE Ha MOPAIOK OGOpPMIIEHMS CChUIKM (YIMOMHHAHUS) HA JIPYyrou
JOKYMEHT ¥ YHU(UKAIIMIO TEKCTOB MIPUKA30B M0 JUYHOMY COCTaBY.


http:// https://base.garant.ru/72291836/
http:// https://base.garant.ru/72291836/
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.
http://www.consultant.ru/document/cons_doc_LAW_305137/

CocTaBuTh 1IOKyMEHTHI HA OCHOBE IIPEIJIOKEHHBIX IPENOIaBATEIEM CUTYaLU.
KOHTpoJIBHBIE BOIIPOCHI

[lepeuncnure peKBU3UTHI, BXOAAIIUE B GOPMYIISp MPUKaA3a.

Ha3zoBute cTpykTypy NnprKasza no OCHOBHOM JA€STEIbHOCTH.

YeMm oTiMyaeTcss CTPYyKTypa TeKCTa IMpHKaza M0 JHMYHOMY COCTaBy M OCHOBHOM
JESITEIIbHOCTH.

HasoBute cpoku XxpaHeHUs IPUKA30B.
HazoBuTte peKBU3UTHI, BXOIAIINE B GOPMYIISP PACTIOPSKEHHUS.

YUem oTangaercs CTPYKTypa TCEKCTa paCloOpsOKCHUA OT IIpUKasa II0 OCHOBHOM
ACATCIIbHOCTH.

Hcrounuku u nmureparypa
Hcrounuku:

Meromuueckie pPEeKOMEHAAMH 10 pa3padOTKe WHCTPYKIHMH IO JIEJIONPOU3BOJCTBY B
rOCYAapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyrpasieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne URL: http:/ http://www.consultant.ru/document/cons_doc_LAW_373895/.(nata
obpammenus — 20.03.2024)

[IpumepHass  MHCTpYKIMsS IO  JEJIONPOM3BOJACTBY B  TIOCYJAapPCTBEHHBIX
opranuzanusax, yTB. [Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHbI# pecypc]. —
M., 2019. Pexwum IlocranoBnenue [IpaBurensctBa PO ot 15.06.2009 Ne 477 «O6 yTBepKIeHUH
[IpaBun npemonmpousBojACTBa B (enepalbHBIX oOpraHax HCHOJHUTENbHOW Biactwy// URL:

http://www.consultant.ru/document/cons_doc LAW_88695/.(nata obpamenus — 20.03.2024)

I'oCT P 7.0.97-2016. Haummonansubsiii crangapT Poccuiickoit ®enepanun. Cucrema
CTaHJapTOB Mo HH(popManuu, OMOIMOTEYHOMY M H3JATEIbCKOMY neny. OpraHu3anuoHHO-
pacropsauTenbHas JOKyMeHTauus. TpeOoBanust K odopmieHuto jgokymentoB URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata oopamenus — 20.03.2024)

Jlureparypa:

brikoBa, T. A. JlokyMeHTallMOHHOE oOecrieueHre yInpaBieHUs (JIeIONPOU3BOACTBO) @ yueOHOe
nocobue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nox oour. pen. T. B. Ky3nenosoii.
— 2-e u3n., nepepab. u gon. — MockBa : UHOPA-M, 2020. — 304 c. — (Beicuiee
oOpa3oBanue: bakanmaBpuar). - ISBN 978-5-16-004805-5. - Tekcrt : snextponHsbii. - URL:
https://znanium.com/catalog/product/1078152 (mara obpamenus: 26.03.2024). — Pexum
JIOCTYTIA: TI0 TIOATIHCKE.

PazpaTounsblit MaTCpHraJl K 3aHATUAM:

MeTtoanyeckiue PEeKOMEHAAUWU IO pa3paboTKe WHCTPYKIHMHA MO JeJONPOU3BOACTBY B
roCyJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoyIlpaBieHus, yTB. IIpukazom Pocapxusa ot
24.12.2020 Ne 199 URL: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.(nata oo6pamenus — 20.03.2024)



http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.
http://www.consultant.ru/document/cons_doc_LAW_88695/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHast MHCTPYKIKS 1O JEJIONPOM3BOACTBY B FOCYJapCTBEHHBIX OpPraHU3aLUsX, YTB.
[Ipukazom Pocapxusa ot 11.04.2018 Ne 44)/

I'OCT P 7.0.97-2016. Hamumonanbusiii ctanmapt Poccuiickoii ®denepanuun. Cucrtema
CTaHIapTOB TO WHPOpMANHK, OHOIMOTEUHOMY W H3AATENbCKOMY jaeny. OpraHu3armoHHO-
pacnopsauTenbHas JokyMeHTauus. TpeboBaHus K 0pOPMIIEHUIO JOKYMEHTOB.

Anp0oM yHH(DUIMPOBAHHBIX (OPM MEPBUUHON YUETHON TOKYMEHTALUU 0 YUYETY TpyJa U
€ro OIJIaThl, yTBEPKIeHHBIN nTocTaHoBieHUeM ['ockomctata P® ot 05.01.2004 Ne 1.

Marepuansl ¢ MHAMBUAYAIBHBIMU 3aJaHUAMM JUISl CAMOCTOSITEIIBHOTO COCTABIICHMS
IIPUKA30B U PACIOPSHKCHUM.

I[OKyMeHTI/IpOBaHI/Ie ACATCIIbBHOCTU KOJUICTHAJIbHBIX OPraHOB —

Llenp 3aHsTHS — uH3ydeHHE TpeOOBaHMM K JOKYMEHTaM, CO3JaBa€MbIM B IIpOLECCE
MOJIFOTOBKU U OOCITYKHBaHUs COBELIAHHM.

B PE3YJIbTATC BBIIIOJITHCHUA 3aJaHui CTYACHT NOJIKCH:

HMCTb TMPCACTABJICHHUEC O BHIAAX KOJIJIeTHATIbHOU ACATCIIBHOCTH W IOPAIAKE ee
JOKYMCHTHUPOBAHUAA,

3HAaTh COCTaB JIOKYMEHTOB, CO3aBacMbIX MpPU MOATOTOBKE COBEIIAHMI, TpPeOOBaHHS K
(hopMyIsipy POTOKOIIA, TOPSAAKY €r0 COCTABICHUS U OhOpPMIICHUS;

YMETh COCTaBIATh M O(GOPMIIATH MPOTOKON W JOKYMEHTHI, CO3/IaBacéMble B IpOLECCEe
HOJIFOTOBKH COBEILIAHUS.

YMETb COCTABJISTh U OPOPMIISTH BBHIITUCKY U3 MPOTOKOJIA.
YMETb COCTABJIATh U O(OPMIISATH pEIICHUE.
3aaHus A1 CaMOCTOSITENIbHOM paboThI

I/I3y‘lI/ITL Tpe6OBaHI/ISI, ONpeaAbABIIACMBIC K COCTABJIICHUIO H O(I)OPMHGHI/IIO IMpOTOKOJIa U
PEIICHUS.

CocraBuTh NpuUriIalieHUe Ha 3acCeAaHueE.
CocTaBuTh NPOTOKOJ COBEIIAHMS.
OdopMUTB BBINUCKY U3 TPOTOKOJIA.
Odopmuts perieHue.

VYka3aHus 10 BBINOJIHEHHUIO 3a/1aHUS.

YTOUHUTH 3Tanbl NOATOTOBKU COBEIIAHUNA M BUJbI TOKYMEHTOB, CO3/1aBa€MbIX Ha KaXJ10M
JTarne (IOBECTKA JIHA, CIMCKU YYAaCTHUKOB M T.1.).

YTOoUHUTE 0COOCHHOCTH (hOpMYJIsipa MPOTOKOJIA, TPEOOBAHUS K PEKBU3UTAM, U3JI0KCHHBIC
B TOCYIapCTBEHHOM CTaHAapTe W METOIMYECKHX PEKOMEHJAIMsAX, oOpamias BHHUMaHUE Ha
cocTaB HH(MOPMAIUU B TEKCTE MPOTOKOJIA, 0COOEHHOCTH €T0 TOIMUCAHUS, CPOKU ODOPMIICHHUS.

Onpenenutsd pa3nnuus TpeOOBaHUH K MPOTOKOIY MOJTHOMY U KPaTKOMY.



CocTaBUTh CaMOCTOSTEILHO Ha OCHOBAaHHH pasgaToOvYHOro MaTrcpualjia MpOTOKOJI, BBIITHUCKY
U3 MPOTOKOJIA, pCHICHUC.

KoHTpoJIBHBIE BOIIPOCHI:

[Tepeuncanre peKBU3UTHI, BXOASLIUE B (HOPMYJIISp MPOTOKOIA.
HasoBure cTpyKTypy TE€KCTa IPOTOKOJIA.

B 4ém oTiMume npoToKoIa MOJHOTO U KPATKOro.

Vkaxure NMOopsAAOK MOATOTOBKU COBCHIAHUA MU KAKHC JOKYMCHTBI CO3Jar0TCd B XOIC
IMOJATOTOBKHM.

[lepeunciure peKBU3UTHI, BXOIAITUE B (DOPMYJISP PEIICHHUS.
B ueM Ha3HaueHME BBIMUCKYU U3 IPOTOKOJIA.

Hcrounuku u nmureparypa

Hcrounuku:

MeToauyecKkiue PEKOMEHJANUU 10 pa3pabOoTKe MHCTPYKIMHA IO JCJIONPOU3BOJACTBY B
rOCyJIapCTBEHHBIX OpraHax, OpraHaXx MECTHOT'O caMoyImpasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 URL: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.(nata obpamenus — 20.03.2024)

[IpumepHass  WMHCTPYKIMST 1O  JICJIONPOU3BOACTBY B T'OCYJIApCTBEHHBIX
opranm3anusx, yTB. Ilpmkazom  PocapxuBa ot  11.04.2018 Ne 44) URL:

http://www.consultant.ru/document/cons_doc LAW_305137/.(nata o6pamenus — 20.03.2024)

IoCT P 7.0.97-2016. Haumonansusiii crangapT Poccuiickoit ®enepanuun. Cucrema
CTaHJapTOB Mo HHpopManuu, OHMOIMOTEYHOMY M H3JATEIbCKOMY neny. OpraHu3aluoHHO-
pacnopsauTenbHas JokyMeHTauus. TpeGoBanust k odopmieHuto pokymeHtoB // URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata oopamenus — 20.03.2024)

['OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXHWBHOE JAen0. TepMHUHBI U OMNpEesICHuUs.-
URL:  http://www.consultant.ru/document/cons_doc LAW_163800/.(mata  oOpamenust —
20.03.2024)

Jlureparypa:

beikoBa, T. A. JIokyMeHTaIlMOHHOE OOECIICUCHHE YIIPABJICHUS (JIEIOMPOU3BOJICTBO) : yueOHOE
noco6ue / T. A. beikoBa, T. B. Ky3nernona, JI. B. Cankuna ; mox oomr. pea. T. B. Ky3uenosoii.
— 2-e usn., nepepab. u pon. — MockBa : MH®PA-M, 2020. — 304 c. — (Beicmiee
obpasoBanue: bakamaspmar). - ISBN 978-5-16-004805-5. - Tekcr : snexkrponHsii. - URL:
https://znanium.com/catalog/product/1078152 (mata oOpamenusi: 26.03.2024). — Pexum
JOCTYTIA: TI0 TIOJIITUCKE.

Pa3pgaTouHbIil MaTepHUall K 3aHATUAM

Meroauyeckne peKOMEHIAIMK IO pa3paboTKe HHCTPYKIHMH IO JIEJIONPOU3BOJCTBY B
TOCYAapCTBEHHBIX OpPTraHax, OpraHax MECTHOTO caMoympasieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 URL: http://
http://www.consultant.ru/document/cons_doc_ LAW_373895/.(nata oOpamenus — 20.03.2024)
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[TpumepHast MHCTPYKIKS 1O JEJIONPOM3BOACTBY B FOCYJapCTBEHHBIX OpPraHU3aLUsX, YTB.
IIpukazom Pocapxusa oT 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata oopamenus — 20.03.2024)

MaTepI/IaJ'IBI C HHIAUBHUAYAJBbHBIMH 3aJaHUAMHU [JId CaMOCTOATCIIBHOI'O COCTAaBJICHHUA
JOKYMCHTOB.

CocraBieHue I/IH(I)OpMaI_II/IOHHO-CHpaBOLIHLIX HAOKYMCHTOB —

Lenp 3aHsATHA — HM3y4YeHHWE HA3HAYCHUS WH(GOPMAIMOHHO-CIIPABOYHBIX TOKYMEHTOB H
0coOeHHOCTEH 0POPMITEHHSI K&KIOTO BHIA 3TO IPYIIITEI JOKYMEHTOB.

B PE3YJIbTAaTC BbIIIOJIHCHUA BaﬂaHI/Iﬁ CTYACHT OOJI’KCH:

UMETh TPEJCTABICHHE O THUIIOBBIX CHUTYalUAX, O(POPMISIEMBIX YHU(DUIIMPOBAHHBIMU
(dhopmamMu HHGOPMAITMOHHO-CIIPABOYHBIX JJOKYMEHTOB;

3HaTh BHJbl MH(GOPMAIMOHHO-CIPABOYHBIX JIOKYMEHTOB; TpeOoBaHud K (opmyssipy
Ka)KJ0T0 BUJIA;

YMETb COCTAaBJIATHL BCC BUIBI I/IH(l)OpMaI_II/IOHHO-CHpaBO‘-IHBIX JOKYMCHTOB U UMCTh HABBIKU
nx O(I)OpMJ'ICHI/IH Ha KOMIIBIOTEPC.

3agaHus U1 CAMOCTOSITENIbHON paOOThI

1. W3yuuth mpaBmia cocTaBieHUs H odopmieHuss HUHOOPMAIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB, 0OpaTUB BHUMaHUE Ha OCOOEHHOCTU TPEOOBAHHM K KaXKIOMY BUTY.

2. CocraButh U oopMuTh B cooTBercTBUU ¢ TpeboBanmsimu 'OCT P 7.0.97-2016 u
Meroandeckux peKOMEHIALMN:

JOKJIAHYIO 3aMMCKy (BHYTPEHHIO M BHEITHIOK));
O0O0BSICHUTENBHYIO 3aMMCKY (BHYTPEHHIOIO U BHEIIIHION));
CIIPaBKY;

aKT;

nucbMa (rapaHTUitHOE, HAalIOMUHAHKE, TPUTJIANICHUE, YBEIOMJICHUE, PEKJIaMaIlUIo U T.J1.).

VkazaHus IO BBIIOJIHEHUIO 3aJaHUs

YTo4HUT,  BHAB  HWH(GOPMAIMOHHO-CIIPABOYHBIX  JOKYMEHTOB W  TPH  KaKuX
YIPABJICHYECKUX CUTYaLUsAX OHU CO3/IAOTC.

BrI11BUTE 0COOEHHOCTH KaXXa0ro Bpaa I/IH(bOpMaHI/IOHHO-CHpaBO‘IHOFO JOKYMCHTA.

W3yunte TpeOoBaHMS TOCYNAapCTBEHHOTO CTaHIapTa K O(OPMIICHUIO pPEKBH3HUTOB,
BXOSIIIUX B THIIOBOW (hOPMYJISIp KaXKI0T0 BUA HH(OPMAIIMOHHO-CIIPABOYHOTO IOKYMEHTA.

CocTaBuTh 1 0GOPMUTH JOKYMEHTHI B COOTBETCTBUH C MOJIyYEHHBIMH 33/1aHUSMHU.
KoHTposnbHbIE BOIIPOCH
JaiiTe onpenenenne U yKaKuTe TUIIOBOM GopMyJsp:

JOKJIaHOM 3aIMCKH;


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

OOBSICHUTEIILHOM 3aIMCKH;

CITPaBKH;

aKTa;

CITy)eOHOTO MHCchMa (HA30BUTE €T0 PA3HOBUIHOCTH),
Ykaxute 0coOeHHOCTH 0()OPMIICHHSI TICEM.

B uém ocobeHHOCTh 0(hopMIIeHUS THChMA-OTBETA.
Kakue TpeboBaHus MPEIbIBISAIOTCS K TEKCTY MHUCEM.
HcTounuku u nureparypa

Hcrounuku:

Mertoandeckue peKOMEHIAIMK MO pa3paboTKe HHCTPYKIMM 1O ETONpPOU3BOJICTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoyIlpaBieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 URL:: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.(nata obpamenus —20.03.2024)

[IpumepHass HHCTPYKIMSA O JEIONPOU3BOJCTBY B FOCYNApPCTBEHHBIX OpraHU3alUsAX, YTB.
[Ipukazom Pocapxusa oT 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata obpamenus — 20.03.2024)

I'OCT P 7.0.97-2016. Hamumonanpusiii ctangapt Poccuiickoiri ®enepanun. Cucrema
CTaHIapTOB TO HWHPOpMANHNK, OHOTMOTEUHOMY W HM3AATEIbCKOMY aeny. OpraHu3aimoHHO-
pacropsiAMTeNbHAasT  OKyMeHTanusa. TpeboBanus Kk odopwieHnro aokymeHntoB URL:

http://www.consultant.ru/document/cons_doc LAW_216461/.(nata oo6pamenus — 20.03.2024)

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO M apXMBHOE J€J0. TEpMUHBI U ONpPEIEICHHUS.-
URL:  http://www.consultant.ru/document/cons_doc LAW_163800/.(nata  oOpamieHuss —
20.03.2024)

Jluteparypa:

brikoBa, T. A. JlokyMeHTalluOHHOE OOecleYeHHe YIpaBiIeHUs (JIEIOMPOU3BOJCTBO) @ yueOHOe
noco6ue / T. A. beikoBa, T. B. Ky3unenona, JI. B. Cankuna ; nox o6m. pea. T. B. Ky3uenosoii.
— 2-e usn., mepepab. u gom. — Mocka : UHOPA-M, 2020. — 304 c. — (Bsicmiee
oOpa3zoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekct : snexkrponHsid. - URL:
https://znanium.com/catalog/product/1078152 (mara obpamenus: 26.03.2024). — Pexum
JIOCTYTIA: 110 MOJATMKCKE.

PaznaTounsrit MaTCpHral K 3aHATUAM

I'oCT P 7.0.97-2016. Hammonansubsiii crangapT Poccuiickoit ®enepanuun. Cucrema
CTaHIapTOB MO WHGOpMAIMK, OHOIMOTEYHOMY U H3JAaTeNbCKOMY neiny. OpraHu3anuoHHO-
pacnopsauTenbHas JoKyMeHTaus. TpedoBaHus K 0(hOPMIICHHUIO TOKYMEHTOB.

Meroauueckue peKOMEHIAIMK IO pa3paboTKe HHCTPYKIHMH IO JIEJIONPOU3BOJCTBY B
TOCYAapCTBEHHBIX OpPraHax, OpraHax MECTHOTO caMoympasieHus, yTB. [Ipukazom Pocapxusa oT
24.12.2020 Ne 199 URL: http:// http://www.consultant.ru/document/cons_doc LAW 373895/
(mara oOpamenus — 20.032024).
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Marepuansl ¢ HWHAMBUAYAJIbHBIMU 3aJaHUAMHU JUISI CaAaMOCTOSITEJIBHOIO COCTaBJICHHUS
JIOKYMEHTOB.

Tema 6. Kommiekcel nokymeHToB. HaydHo-mcTOpuYeckas M IPaKkTUYECKas LIEHHOCTH
JIOKYMEHTa— 8 4acoB

HpOBOI[HTCH ABC O3HAKOMMUTCIIBHBIC 3KCKYPCHHU B IrOCYAApCTBCHHBIC apXUBLI.

9.2. MeToan4eckne peKOMEHAAIUN 10 MOAT0TOBKE MMCbMEHHBIX PadoT

B mponecce 06yuenus cryaents PITY BBINONHAIOT pa3Hble BUABI THCEMEHHBIX paloT.
OCHOBHBIMH LEJISIMU TMCbMEHHBIX PA0OT B BY3€ SBISIOTCS:

* 3aKpETUIEHUE MOJIYUYEHHBIX 3HaHUM MO CIEeUalbHOCTH, IPUMEHEHHUE 3TUX 3HAHUMN MTPU
pelIeHnr TpoPEeCCUOHABLHBIX 3a/1a4;

* pa3BUTHE HABBIKOB BEACHHS CAMOCTOSTEIIBHON PaOOTHI, OBJIa/IEHHE METOIUKAMH H
MPUHITUIIAME CAMOCTOSTEIFHON UCCIIEIOBATENHCKOM IEATeIFHOCTH;

* (hopmupoBaHue yMEHUS IPaMOTHO U JIOTMYHO M3JIaraTh COOpaHHbIC HAYyUHbIC JaHHbIE U
MarepHaibl COOCTBEHHOW MCCIIE0BATENLCKON ICATEILHOCTH.

Hawnbomee pocTast, HO 09eHb BaskHas (popMa MIUCHMEHHOM pabOThI B By3€ — 3TO KOHTPOJIbHAS
pabota. OHa siBIsieTcst 00sI13aTENBHBIM DJIEMEHTOM CAMOCTOSATEILHON pabOTHI CTYJICHTA H, TIPEKIE BCETO,
JEMOHCTPUpPYET YMEHHE BOCIIPUHUMATH U TiepeaaBaTh HH(GOPMAIIHIO.

DTOT BUJ MUCHbMEHHOU PabOTHI MPEAYCMOTPEH YICOHBIMH TUTAHAMH TTOATOTOBKY OaKaIaBpOB U
Ha Kadeape apXuBOBEACHNA MIpeIaraeTcsa B paMKax u3ydeHus oomux kypcos u KIIB.

Taxxe B mporecce oOydeHUs] CTYACHTY MHPEACTOUT BBHITONHEHHE KYPCOBBIX pabOT, KOTOpHIE
(hopMHUPYIOT UCCIIEAOBATENBCKIE HABBIKH, PA3BUBAIOT CIIOCOOHOCTH CHCTEMATHU3aINN U OCMBICTICHHS YKe
CYIIECTBYIOIIETO 3HAHMS M HAINPaBJIEHBI HA CAMOCTOSITEIbHOE PEIIeHNE HEKOTOPBIX TEOPETHUECKUX WITH
NpakTHUeCKUX 3anad. KypcoBas pabota AeMOHCTpUpyeT YyMeHHE paboTaTh ¢ HMCTOYHHKaMHU,
UCIIOJIb30BATh  JOCTHKCHUS COBPEMEHHOM  Hayku  (Hampumep, HCIOJb30BaTh  JTOCTHXKEHHS
apXMBOBEIEHHS, a TAKXKE CMEXKHBIX HAayK M HAayYHBIX AUCLMIUIMH), YCIEUIHO PELIaTh MOCTaBJICHHbBIE
3agauu, oOpadaTeiBaTh 1 0000maTh MaTepuan. Hamucanue KOHTpOJIIBHON pabOThI, MOArOTOBKA U 3aIlIMTa
KypCOBOWM WMMeEET psifi OPraHU3aIMOHHBIX M METOIWYEeCKHX ocobeHHocTed. O3HaKOMIICHHWE C JaHHBIMH
METOJIMYECKHUMH PEKOMEHAAIMSIMHU TTOMOXET CTYJeHTaM NPaBUIBHO OPraHMU30BAaTh CBOKO YYEOHYIO U
Hay4JHO-HCCIIEJIOBATENBCKYIO padoTy.

OO0mue TpeGOBaAHMSA K CTPYKTYPE U COJEPKAHUIO MUCbMEHHBIX PadoT

Baxnoil ¢opmoii caMOCTOSTEIbHOM PabOTHl CTyJOeHTa SABJSETCS KOHTpoJbHas pabora. OHa
NpeAyCMOTPEHA Uil OONBLIIMHCTBA JUCUUIUIMH Y4eOHOTO IUIaHa, YUTaeMbIX Ha Kadeape apXHUBOBEACHUS.
Ee HanmcaHue npecieayer 1eiab yriayOJeHHOH NPpOpaOboTKH AUCLUILINHBIL.

KonrtponbHas paboTa BBINOJIHAETCS CTYAEHTaMH B COOTBETCTBHHM C TEMAaTHUKOH, €XETOJHO
yrBepxkaaemort kadeapoi. KonTponbHas paboTa sBISETCS 3JIEMEHTOM CaMOCTOSITETIbHOM paboThI
CTYZAEHTOB, I03TOMY BbIOOp TEMBI IIPEAOCTABIAETCS CTYICHTY.

Jo HamucaHusi KOHTPOJIBHOM PabOTHl CTYAEHT JOJDKEH B LIEJIOM O3HAKOMMTHCS C paszieiaMu
Kypca, IpeAyCMOTPEHHBIMU Y4€OHOI TpOrpaMMoi.

PaboTta mo HamMcaHWIO KOHTPOJBHOM HAYMHAETCS C BBISABICHHUS W H3YyYEHHsS HCTOYHHKOB U
autepatypsl 1o Teme. [lo okoHyaHum cOopa U U3ydeHHs! TUTePaTyphl U UCTOUHUKOB CIEeIyeT IpOIyMaTh
IUTaH KOHTPOJIBHOH pa®oThl. CocTaBiieHHE IUIaHa — BasKHAsI 4acTh pabOTEHI



Hax Temou. [lmaH mpezncraBnsieT co0Oi TEPEUYCHb BOMPOCOB, OTPAKAIOIIUX COJICPKAHUC
uccienopanus. OT TOro, HACKOJIBKO YETKO OH MPOAYMaH W MOCTPOCH, BO MHOTOM 3aBHCHUT KayeCTBO
KOHTPOJNILHOW paboTel. B mnaH menecooOpa3HO BKIIOUNTH HaMOOJNee BaKHbIE TEOPETHUCCKUE U
MPAKTUYECKUE BOMPOCHI TEMBI, KOTOPBIE MPH HEOOXOJMMOCTH MOTYT ObITh JeTanu3upoBaHbl. Kak
TpaBuyI0, pabovMii BApHaHT IIaHa TOJDKEH OBITh Pa3BEPHYTHIM, UTO O0erdacT padoTy HaJI TEMO.

B okoHuaTensHOM BapuaHTE IIaH MOXKET OBITh JaH B COKPANICHHOM BHUE, HO 00s3aTeIHHBIM
YCIIOBHEM IIPH 3TOM SIBIISIETCS] OTPaKEHHE B HEM OCHOBHBIX BOIPOCOB, PACCMATPHUBAEMBIX B KOHTPOIBHOMN
pa 6ote. CocTaBieHHBIH IJIaH JODKEH HANTH OTPaskeHUE B OTJIABICHUN

K KOHTpOJ'ILHOﬁ pa60Te. Pabora JOJIDKHA BKJIIOYAaTb THTyJ’ILHBIfI JINCT, OI'JIaBJICHHUC, BBCACHUC,

OCHOBHYIO YaCTh, COCTOSIIYI0 M3 HECKOIBKHUX Pa3JICIOB WK Maparpagos, 3aKIFOUCHUE, CITUCOK
WCTOYHHKOB M JIUTEpaTyphl. Bo BBeIEHWH HEOOXOAMMO KPATKO PACKPHITH 3HAYCHHE W aKTYaIbHOCTH
M3y4aeMoro Bompoca (TeMbl), Ha3BaTh OCHOBHBIE 3ajadd paboThI, €€ XPOHOJIOTHYECKHE paMKH,
000CHOBATh CTPYKTYPY, JaTh KpaT-

KUK 0030p MCTOYHHUKOB U JIUTEPATYpHl 10 TeMe. O030p UCTOUYHUKOB M JINTEPATyphl HE TOJDKEH
CBOJUTHCS K MEPEUHCICHUIO HCIIOJIb30BAHHOTO aBTOPOM HOPMAaTHBHOTO MaTepHaia

1 onyOJIMKOBaHHBIX cTareldl. B Hem creayeT naTh aHanM3 WCTOYHUKOB W JHTEparypel. B
3aBHCHMOCTH OT 00beMa M LIEJIeBOr0 Ha3HAUYEHUS padOThI, 0030p NCTOYHUKOB U JIUTEPATYPHI MOXKET OBITh
MIPEICTaBJIeH OTIENbHBIM MaparpadoM WM pa3JelioM B OCHOBHOM 4acTH paOOTHI.

OcHOBHas 4acTb KOHTPOJIGHOW paboThl JOIKHA OBITh M3JI0KEHA B COOTBETCTBHU C TUIAHOM,
OCBEIaTh COCTOSIHUE M CO/IEPIKaTh aHAIIN3 PACCMATPHBAEMBIX BOIIPOCOB C YUYETOM COBPEMEHHOTO YPOBHS
Pa3BUTHS TEOPETHUYCCKUX 3HAHUN M OIBITAa NMPAKTHYECKOH pabOTHl apXWBHBIX YUPESKICHUH B ITOM
o0macTu.

Ilpy packpblTU¥ TOW WIM WHOW TEMBI CTYAEHT IOJDKEH CTPEMUTHCS MOAPOOHO M IIyOOKO
H3JI0KUTh KPYT BOIIPOCOB, BXOASAIIMX B Hee. [1o Mepe paccMOTpeHHs MaTepuaia OTAeIbHbIC TOT0KEHHS
KOHTPOJIEHOW pabOTHI CIIeAyeT WILTIOCTPUPOBATH MPUMEPAMH U3 JIUTEPATYPHI U, TIO

BO3MOKHOCTH, W3 TIPAKTHUKH PaOOTHl KOHKPETHBIX apXMBOB C OO0SM3aTENbHBIMH CCHUTKAMH Ha
JTUTEpaTypy U HCTOYHUKH. B 3aKiIF09eHNN KOHTPOIBHON pabOTHI HEOOXOANMO TTOABECTH UTOTH

TEOPETUYCCKOW U MPAaKTHYECKOM pa3paboTku BompocoB. CHUCOK MCTOYHHKOB M JTUTEPATYPhI
MpeCTaBIsIeT co00il MepeYeHb UCMOJIb30BAHHBIX paboT MO TeMe, B KOTOPOM YKa3bIBalOTCS (AMUINU U
WHUIIAAJIBI aBTOpa (aBTOPOB), Ha3BaHKE paOOTHI, MECTO, BPEMsI €€

OHY6J'II/IKOB8.HI/I$I " CTpAaHUIIBI.



Ipuioxenue 1

AHHOTALUS JUCHMUIIIAHBI

I[I/ICI_II/IHJ'II/IHa peainu3yeTCa Ha (I)aKy.]'ILTCTC APXUBOBCACHUA W HOKYMCHTOBCACHUSA
Kacbe):[poﬁ AOKYMCHTOBCACHUS, ayIUNOBU3YAJIbHBIX U HAYYHO-TCXHUYCCKUX apXHUBOB.

HGJIB AUCHUIUINHBI — U3YUYCHUC 3aKOHOMepHOCTeI7I I[OKYMCHTOO6pa30BaHI/ISI, CKJIaAbIBaHU
U pa3BUTHUA CHCTEM OOKYMCHTAIIMHU, TCOPCTHUYCCKUX U MMPAKTHUYCCKUX HpO6JIeM CcO31aHusA
JOKYMCHTOB OpraHaMu FOCYﬂapCTBeHHOﬁ BJIaCTHU, MECTHOI'O CAaMOYIIPABJICHHA U OPraHu3alusIMn
110001 OpraHU3alMOHHO-TIPaBOBON (hOPMBI.

3amauu JUCHUILINHEL:
MOKa3aTh B3aMMOCBSI3b HHPOPMAIINH U JOKYMEHTA;

MPOCTIEUTh DBOJIONMIO JTOKYMEHTA, KaK HOCHTENs WH(GOpMAIMH, pa3BUTHE CIIOCOOOB
JIOKYMEHTHUPOBAHUS U MAaTEPHAIIOB TSl PUKCAIIMH MHPOPMAIINH,

MMPOAHAIIU3UPOBATDH ITPOLICCC CKIAAbIBAHUA U PA3BUTHUA (popMynsta AOKYMCHTA,
IMPOAaHATIMU3UPOBATD MMPOLECCC CKIAABIBAHUA U PA3BUTHUA CUCTEM JOKYMCHTALINH,

BBIIBUTH U IIOKa3aTh TCHACHIINH YHI/I(bI/IKaI_II/II/I, CTaHdapTU3aluu H KJ'IaCCI/I(bI/IKaHI/II/I Kak
OTACIBHBIX (1)OpM JOKYMCHTOB, TaK U CUCTCM JOKYMCHTAIIUU B IICJIOM;

NI0Ka3aTh COBPEMEHHBIE TPEOOBAHUS K COCTABICHUIO U O()OPMIICHUIO JOKYMEHTOB;
INPUBUTH HaBBIKU aHAJIN3a IOKyMEHTA;

NOPUBUTh HABBIKM COCTABJIEHUsS JIIOOBIX BHJOB JOKYMEHTOB M IPOEKTUPOBAHMS
yHU(UIUPOBAaHHBIX (OPM  JOKYMEHTOB, CHCTEM JIOKyMEHTallMd W HH(POPMALUOHHO-
JIOKYMEHTAILMOHHON CUCTEMBI YUPEXKACHHUS B LIETIOM.

Jucnunnuza (MOAyJb) HalpaBiieHa Ha (OPMUPOBAHUE CIEAYIOMUX KOMITETEHIIH:

OIIK -2.3. Pemraer ympaBiieHUecKHe 3a1add B cpepe NOKYMEHTAIIMOHHOTO 00eCreueHus
yIpaBICHUS ¥ apXUBHOTO JIelia

OIIK -3.3. I/ICHOJ'HJ?»yeT B3aUMOCBA3U JOKYMCHTOBCACHUA U apXUBOBCACHUA CO CMCKHBIMU
HayKaMW U HAYYHbBIMU JUCHUTIJIIMHAMU

B pe3ynbraTe 0CBOCHUS NUCHUIUIMHBI (MOAYJIs) 00yYarOMIUNiCs JOKEH:

3HaTh:



dyHKIMU Tozpa3iereHui B cdepe ITOKYMEHTAIIMOHHOTO OOecreueHHsl yNpaBlIeHUS U
apXHUBHOTO JIeNa;

CMEXHBIE C IOKYMEHTOBEJICHUEM U apXUBOBEACHUEM HAyYHBIC TUCIUTUINHBI.
YMeTs:

BBINOJIHATH paboTy MO JTOKYMEHTAlMOHHOMY OOECIIEYCHHIO YIIPABICHUS U apXUBHOMY
XpaHEHUIO;

BBISABJIATE B3aMMOCBA3M MEXKAY JOKYMCHTOBCACHHEM, AaApXHBOBCACHHUEM W IOPYIrUMHU
HAaYYHbIMU JUCHHUIIJIMHAMHA

Biaaners:

HaBbIKaMU BbIOOpa HanOoJjiee ONTHMAJBHOIO PEIICHUs YIpPaBIEHYECKHX 3aaad B chepe
JIOKYMEHTAIlMOHHOTO 00eCIIeUeHHs yIPaBICHHs U apXUBHOTI'O JIeNa;

HaBbIKaMU MWHTEPIIPpETAIUN 3HaHUH B 00JIACTH CMEXKHBIX HAYYHBIX IOUCHUIUIMH TIIpH
pCUiCHUC 3a/1a4 B C(bepe JAOKYMCHTOBCACHU U apXHUBOBCIACHUS.

[To mucuumivHe (MOAYJIO) MPEAyCMOTpPEHa MPOMEKYTOUYHAs aTTecTalus B popme 3auera
U DK3aMeHa.

OO6mast TpyJ0OEMKOCTh OCBOEHUSI JUCLUIUIMHBI COCTaBIIAECT 8 3a4€THBIX €AMHMI], 288
4acoB.



