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I. llogscHuTEILHAA 3aIIMCKA

1.1. Heab 1 3aqa4u AUCUUNJIMHBI (MOYJIA)

LICJ'II) AUCHUIIMHBI — U3YYCHUC 3aKOHOM€pHOCT€ﬁ I[OKYMGHTOO6pa3OBaHI/I$I, CKJIaAbIBaHUS
U Pa3BUTHA CHUCTEM JAOKYMEHTAllMM, TEOPETHYECKMX U IPAKTHUYECKUX Ipo0JIeM CO3/1aHus
AOKYMCHTOB OpraHaMu FOCyIIElpCTBGHHOfI BJIaCTHU, MECTHOT'O CaMOYIIPAaBJICHHUA U OpraHU3allusIMU
0001 OpraHU3aIMOHHO-TIPABOBOM (POPMBL.

3agaun QUCITUATIINHEL:
MOKAa3aTh B3aMMOCBS3b HHPOPMAIINH U JOKYMEHTA;

IPOCIIEANTh HBOJIOIUIO JOKYMEHTa, KaK HOCHTENS HMH(OpMAIMH, pa3BUTHE CIIOCOOOB
JOKYMEHTHPOBAHUS U MaTePHAJIOB Jisl PUKCAIIMH HHPOPMALINH;

MIPOAHATM3UPOBATH MPOIIECC CKIAIBIBAHUS U Pa3BUTHS (HOpMyYJIIsipa JOKYMEHTA;
[IPOAHAIU3UPOBATH IIPOLECC CKIAAbIBAHUA U PA3BUTUS CUCTEM JOKYMEHTALUU;

BbISIBUTH M IIOKa3aTh TCHACHIIMH yHI/I(I)I/IKaI_[I/II/I, CTaHJapTU3aluu U KHaCCI/I(I)I/IKaL[I/II/I Kak
OTACIBbHBIX q)OpM AOKYMCHTOB, TaK U CUCTCM JOKYMCHTAIIUH B LCIIOM;

M0Ka3aTh COBPEMEHHBIE TPEOOBAHUS K COCTABICHHUIO U O()OPMIICHHUIO TOKYMEHTOB;
IIPUBUTH HABBIKU aHAJIM3a JJOKYMEHTA;

NPUBUTh HABBIKM COCTABJIEHMs JIOOBIX BHUAOB JIOKYMEHTOB U IPOEKTHPOBAHUS
YHU(UIIUPOBAHHBIX (HOpPM  JOKYMEHTOB, CHUCTEM JOKYMEHTAUMUH M HH()OpMAIMOHHO-
JOKYMEHTAI[MOHHON CHUCTEMBI YUPEXKICHHS B LIEJIOM.

1.2. IlepevyeHb IUIAHMPYEMBIX Pe3yJIbTATOB 00y4eHHUS M0 JUCHHUILIIMHE (MOIYJII0),
COOTHECEHHBIX ¢ HHAUKATOPAMHU JOCTHKEHUSI KOMIeTeHIIUii

Komnerenmus WHaukaTopsl KOMIETSHIMN PesynbraThl 00y4yeHus
(kK01 ¥ HAMEHOBAHUE) (kK01 ¥ HAMEHOBaHUE)
OIIK-2. Cnocoben | OIIK -2.3. Pemraer | 3naTh: QyHKIMHM MOIpa3ieneHuit
HaXOJUTh yhOpaBleHYeCKHe 3aJaud B | B cpepe JOKYMEHTAlMOHHOTO
OpraHHU3alIOHHO- chepe yIOpaBiIeHUs | OOECIIeYeHUs  yNpaBJIeHUs U
yIpaBJIeHYEeCKHE JOKYMEHTaMH W apXUBHOTO | apXUBHOTI'O Jeja
pelieHusT TpU PEUIeHUH | Aera YMeTb: BBINONHATH PpaboTy IO
3ajady B cepe cBoel JOKYMEHTAIUOHHOMY
npodeccuOHATBLHON 00ECIIeYeHUI0  YIpaBJIeHUS U
JeSTEIbHOCTH apXMBHOMY XPaHEHUIO
Bnaners: HaBblkamMu BbIOOpa
Haubosee ONTUMAJILHOTO
pelIeHus ynpaBIeHYeCKUX 3a/adu
B cdepe ITOKyMEHTAI[MOHHOTO
oOecrieyeHUs  ympaBlIeHUs U
apXMBHOTO JieNa




OIIK-3. Cnoco6en | OITK -3.2. [Ipumensier | 3HaTh: CMEKHbBIE c
MIPUMEHSATD TEOPETHUUECKUE 3HAHUSA B | IOKYMEHTOBEJECHUEM u
TEOpeTUYeCKre  3HaHuA | chepe TOKYMEHTOBEACHUS U | apXUBOBEACHHUEM Hay4HbIe
JUTSt pelIeHust | apXUBOBEACHUS B | IUCUMILIUHBI
MOCTaBJIEHHBIX 33Jad B | MpodeccCHoHaIbHOM YMeTh: BBISBIATH B3aUMOCBSI3U
obsacTu JIeATETbHOCTH MEXKITY JIOKyMEHTOBECHHUEM,
JIOKYMEHTOBEICHUS u apXUBOBEACHUEM U  JIPYTUMHU
apXUBOBEICHUS Hay4YHBIMH JIUCUUILTAHAMHU
Bnaners: HaBBIKaMHU
HUHTEpIIpeTaluu 3HAHUM B
o0JacT  CMEXHBIX  HAyYHBIX
JUCHUIUINH TIPU PEIICHUH 3a7a4 B
chepe  NTOKYMEHTOBEIEHUS H
apXUBOBEICHHUSI

1.3. MecTo qrucuMIuIinHbI (MOAYJIs) B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM
NPOrpaMmbl

Huctumnuaa (Moayns) «JloKkyMeHTOBEIeHHE» OTHOCHUTCS K 00s3aTeNbHOM 4YacTh Oloka
JTUCIUTUINH Y4eOHOTO0 TUIaHa.

Jist OCBOGHHWS JHCUUILIMHBI HEOOXOJMMBI KOMITETEHIIMH, C(HOPMHUPOBAHHBIE B XOJE
W3y4YCHUS cnegyromux aucuuiuinH:  Mctopusi Poccum no nHawama XX Beka, Teopus
uHpopmanuu, Hcropus rocynapcrBeHHbXx yupexaeHuit CCCP u P®, JlokymeHTHpOBaHUE
nH(pOpMaIMK COIMATBHO-TIPABOBOTO Xapakrtepa, MudbopmanumonHoe obmiectBo u mudpoBas
SKOHOMHUKA.

B pesynprare OCBOSHHMS AMCHUILIMHBI (POPMUPYIOTCS KOMITETCHIIMH, HEOOXOAUMBIC IS
M3YYEHHUs CIAEAYIOUINX JUCHUILIUH U MPOXOKAeHUS npakTuk: Opranusanus u texsonorus JOVY,
KagpoBoe  nmenmompomsBoxctBo,  O3HakoMuTenbHass — mpakTtuka,  KoHduaeHnmmambHOE
JeTOTIPOM3BO/ICTBO, YTIpaBJIeHHE JOKYMEHTAaMH Kak cdepa AeATENbHOCTH M (QyHKIUSA
yTpaBIICHNUS.

2. CTpyKTYypa IMCUHILIMHBI (MOXYJIs)
OO6mr1ast TPy I0EMKOCTh TUCIUIUTAHEI COCTaBIIACT 8 3.e., 288 .
O0beM auCIUIUIMHBL B (opMe KOHTAKTHOW paboThl OOYYArOmHXCS C IeJarorn4ecKuMH

paboTHUKaMH M (MJIM) TMLAMH, IPUBJICKAEMbIMU K peau3alry o0pa3oBaTeNbHOM MPOrpaMMbl Ha WHBIX
YCIIOBUSIX, TIPH MTPOBEICHUN YICOHBIX 3aHATHH:

Cemectp | Tum yuyeOHBIX 3aHSATHIA KonuuectBo
9acoB
2 Jlekun 32
2 CemMuHapbl/mabopaTopHbie paboTh 48
3 Jlexnun 32
3 CemMuHapbl/mabopaTopHbie paboTsl 48
Bcero: 160

O6beM AuCUUILTHHBL B (hOpME CaMOCTOSATENbHON paboThl 00yJarommxcs coctapiuseT 110
aKaJIEeMUYECKHX YaCOB, KOHTPOJIb — 18 akaJieMHUYECKUX 4acoB.



3. Conep:kaHue TUCUMIJIMHBI (MOLYJIs1)

Hanmenosanune paszzena
JUCHUIIINHEBI

Coneprxanue

Pazgen I Haznpauenue qUCIIAIIINHEI,
HCTOYHUKU U JINTEpATypa

1.1. I[IpenmeT, coneprkanue, 3a1a4yv TUCLUIUIMHBI U
METO/IbI €€ U3YUCHHUS.

JlokymeHT - OCHOBHOM 00BEKT
JOKYMEHTOBEIUECKUX HCCIICIOBAHUM. Posb
JOKYMEHTa B JKU3HHM 4eJoBeKa U oOuiecTsa.
JlokyMeHTHI B cepe mpaBa u yrpasieHus. Biausaue
HAay4YHO-TEXHUYECKOM PpEBOJIIOLIMM Ha pa3BUTHE
nokyMmeHTa. PasButue ¢dopmynsipa JAOKyMEHTA.
HayuHo-ucropuueckass ¥ INpakTHYECKass LEHHOCTh
JIOKyMEHTA. Mertonst UCCIIe0BaHUS
JTIOKyMEHTOBEAUYECKUX MmpodsieM. OOIeHaydyHbIe |
crienuanbHble MeToAbl. CTaHOBIIEHHE W Pa3BUTHE
JOKYMEHTOBEJECHUSI KaK Hay4YHOW JHUCLMIUIAHBI.
CBs3b JOKYMEHTOBE/IEHUS ¢ Teopueil nHpopmanuy,
apXHUBOBEICHUEM u HMCTOYHHKOBECHUEM.
Hcnonp3oBaHne JOKYMEHTOBEACHUEM JIOCTHKEHHUI
uHGOPMATUKH, HCTOPUYECKOM  HAyKH, IIpaBa,
JUHTBUCTUKH, TEOPUM VYIOpPABICHUS U JIPYTUX
Hay4YHbIX JWCHUIUIMH. POib TOKyMEHTOBEIEHUS B
COBEPILIEHCTBOBAHUU MIPOLIECCOB YIIPABJICHHUS.

1.2. UcTouHuku U nuTeparypa

3aKOHOATENbHBIE aKThl, HOPMATUBHbBIE MaTEPUAIIbI
XVI — gau. XX B. IluceMoBHUKH. MeToauueckue
pa3paboTku. PykoBoICTBa 11O I€IOMPOU3BOICTRY.
3aKOHOIAaTEIbHbIE, IPABOBBIE aKThl 1 HOPMATUBHO-
METOIUYECKUE JIOKYMEHTBI Poccuiickoit
denepanuu. Konctutynus Poccuiickou
@®enepanuu. Kopekcsl P®D, KOHCTUTYLMOHHBIE U
dbenepanbHble 3aKOHBI, YKasbl, l[locTaHoBieHUs
[IpaBuTenbcTBa M MHBIE HOPMATUBHBIE TOKYMEHTHI.
['ocynapcTBeHHBIE CTaHAapTHI, HOPMaTUBHO-
METOMYECKHE JOKYMEHThI — PErJIaMeHThI, ITpaBuJa,
UHCTpYKUMU U ap. Ilepumonnueckue wu3gaHus.
CnpaBounsble u3ganus. Jlureparypa.

Paznen 2 JlokymeHT, ero ¢pyHKIUU
U CII0COOBI JTOKYMEHTUPOBAHUS

2.1. [lousaTus «uHGOPMALIUD» U «TOKYMEHT»
[Tonsitus «uHPOpMaLUSI» H «JIOKyMEHT». CBS3b
uHpoOpMaIuu M JNOKyMeHTa. Poibp mHbopManuu B
COIIMANBHBIX M  JKOHOMHUYECKHX  TIpOIeccax.
HNudopmanus KakK OCHOBA MIPUHSATHUS
YIPABJICHYECKOTO PEIICHHUS.

Bo3HukHOBEHHE JIOKYMEHTa, €ro Ha3HauYCHUE.
[TonsiTHE  «IOKYMEHT», €ro  TpaHchopMarus.
JIOKyMEHT - OOBEKT UCCIEIOBAHUS TEOPETUUECKUX
u TIPUKJIATHBIX JIMCIIATUIMH. ITpaBoBOIii,




YOpPaBIECHYECKU  HMCTOPUYECKUII  acleKThl B
onpeje/ieHu! JOKyMeHTa. PacliupeHue NOHATUSA
«JIOKyMEHT» C pPa3BUTUEM HAyKH M TEXHUKU.
[lonsiTHE «3NEKTPOHHBIN AOKYMEHT». OmpeneneHue
JOKYMEHTa B TOCYAapCTBEHHBIX  CTaHJapTax.
[lonsiTHE «AO0KYMEHT» B JOKYMEHTOBEIECHUU.
3akoHOAaTeNbHbIE  aKThl 00  00s3aTeIbHOCTH
JOKyMeHTHpoBaHUs  uHpopmanmu. Hasnauenue
JTOKYMEHTHOW uH(popmaiuu. dakTopsl, BIUSIONINE
Ha WHQOPMALMOHHYIO IICHHOCTb JIOKYMEHTOB.
3aBUCUMOCTh LIEHHOCTH MH(OPMAIUK OT MOJTHOTHI,
O00BEKTUBHOCTH, TOCTOBEPHOCTH, CBOEBPEMEHHOCTU
nepefaud W MOJy4YeHHUs, MEePUOJUYHOCTH WU
yacToThl nepenayu. OnepaTUBHAs U UCTOPUYECKAs
(peTpocnieKTUBHAsI) TOKYMEHTHasI HH(MOpMAIus Kak
eanHasi HH(popMaIMoOHHas CUCTEMA.

2.2. OyHKIUU JOKYMEHTOB

[lonarne «dyHKIMS TOKYMEHTa». 3aBHCHUMOCTb
MOHATUSA «JOKYMEHT» OT ero (pyHKuuu. 3HaueHUE
u3yueHust QyHKIMU JOoKyMeHTa. MH)opManmonHas
GyHKIMS TOKyMEHTa KaK CpPeJICTBO 3areyaTieHus U
coxpanenus wuHpopmanuu. CoruanbHas (yHKIUS
nokymenta. KynbTypHas QyHKIMS JOKyMEHTA.
KommynukatuBHas ~ QyHKIMS ~ KaKk  CPEICTBO
nepenayy nHGOpMaluu.

VYnpasiendeckass (yHKIMS W €€ 3HAYCHHE B
opranuzanuu ympasieHus. I[IpaBoBas QyHKuMs.
Oynkuua  yuyera. @DyHKIHMA JOKYMEHTa  Kak
UCTOPUYECKOT0 HCTOYHUKA. DYHKIUU MNOCTOSHHO
neicTByomue u QyHKIUK OmNepaTUBHbIC BrwsiHue
byHKIMIT ~ TOKyMEHTa Ha  €ro  CTPYKTYpY.
[onudyHKINOHATBHOCTH JOKYMEHTA.

2.3. CriocoObl JOKYMEHTHPOBAHHMSI

3BYKOBasl peub, €€ BO3MOXHOCTU U HEJIOCTATKH B

3aKpETUICHUH u nepeaaye uHpopmanuu.
[IpenqmeTHbIi W 3HAKOBBIM CIOCOOBI TMepenayn
COOOILIEHUH. [MousTHe «CII0CO0»

JOKyMeHTUpoBaHus.  Mcropuueckuii — xapakrep
JOKyMEHTOB W JIOKYMEHTHPOBaHUs.  OTaIlbl
pa3BUTHS CIIOCOOOB TOKYMEHTHPOBAHUSI.
HaueprarenpHblil crioco0 3aKperuieHus U mepegadn
uHpopmanuu.  TekcroBoe  JTOKyMEHTHUpPOBAHHE.
[Mukrorpadmueckoe MHUCBMO M €ro OCOOEHHOCTH.
Jlororpaguueckoe  mucbMo  (HWaeorpaduuecKoe
IHCBMO), €ro JOCTOMHCTBA MW  HEIOCTATKH.
[Ipumenenue MUKTOrpahuIecKoro U
Jororpa)Mueckoro MUCbMa B HACTOSIIEE BPEMS.
CrnoroBoe mucbMo. Bo3HukHOBeHHE (POHETHIECKOTO
(OykBEHHOT0) MHUCHMA.

PasBurtue rpaduKu PYCCKOTO ICHhMA.




Crenorpadusi. [Ipumenenue TEKCTOBOI'O
JIOKyMEHTHUPOBAHHUSI.

Texuuueckoe  JoKyMeHTHUpoBaHue.  OCHOBHBIC
rpynmnbl  TEXHUYECKOW  JOKyMEHTAaluu. Bumsl
TEXHUYECKUX JOKYMEHTOB. O01acTH NpPUMEHECHHS
TEXHUYECKOTO JOKYMEHTUPOBAHMUSL.
doTogoKyMeHTHpOBaHUE. 3HaueHue Qororpaduun
Kak criocoba ukcanmu nHpopmaruu. [Ipumenenue
(hOTOIOKYMEHTOB.

KunonoxyMeHTupoBaHue. ITonsitue
«KUHOJIOKYMEHT. Buner KHHOJOKYMEHTOB.
Buneosanuce.

®oHonokymenTupoBanue.  Ero  ocolGeHHOCTH,
00J1aCTH TPUMEHEHUSI.

JlokyMeHTHUpOBaHue C IIPUMEHEHNEM

UH(POPMAITMOHHO-JIOTHYECKUX MAIITUH.
CoBpemMeHHbIE CHOCOOBI  JOKYMEHTHUPOBaHUS C
MCII0JIb30BAHUEM HOBBIX TEXHOJIOTHH.

2.4 MatepuabHble HOCUTEIH HHPOPMAIIUH
Hocurenu undopmanuu. [[peBHeilnine MaTepuasl
011 mucbkMa Matepuansl aisi nucbma B Ilepenneit
Azun (KIMHONMCHBIE TaOnuuku). M3rotoBnenue u
npuMeHeHue manupyca. Mcnonb3oBanue — Aiis
NUchbMa  Tepramenta, OepecTel M JIpPYrux
MaTepHaIOB. N3o0peTenune Oymaru, ee
JIOCTOMHCTBa,  OOYCIIOBUBIIME  IOBCEMECTHOCTH
pactpocTpaHeHus. BoxsHble 3Haku (GuiaurpaHu).
Cpenctea u opylaus NUCbMa M UX BIMSHUE Ha
pa3ButTHe rpaduKu MUChMa.

Marepuansl 111 TEXHUYECKOTO JOKYMEHTHPOBAHUSI.
Matepuansl 11 QPOTOKMHOJIOKYMEHTUPOBAHHUSL.
Buneorpammel. Marepuaisl st
(OHOIOKYMEHTUPOBAHUSI. KommbrotrepHsie
HOocUTeNW  WHpOpMaNMu. BiusHue  HOCHUTENs
uHbopMalMu Ha JOJTOBEYHOCTh U CTOUMOCTH
JIOKyMEHTA.

Paznen 3 Ilpusnaku nokymeHTa

3.1. OpUrvHaNIbHOCTH JOKYMEHTA

[lonsTe  opurmHama, TpU3HAKA  OpPUTHMHAJIA.
YMHOXKEHHBIE OpUTHHAIBI. YepHOBUKH U OEITOBUKH
TEKCTOBBIX JOKYMEHTOB. ABTOrpadsl. Penakiumu.
OpuruHansl KUHO U (OTONOKYMEHTOB. OpUTHHAIBI
(OHOIOKYMEHTOB. OpuruHansl  TEXHUYECKHX
JIOKYMEHTOB, OPUTMHAJI AJIEKTPOHHOI'O JOKYMEHTA.
[Tonstue «nommHHNK». [loATMHEBIE U TOATIOKHBIE
JOKyMEHTHI. Buapl Qanbcuduranuy ITOKyMEHTOB.
Qanscuduranus  comepxkanusa.  MHTepnomsuus
Qanbcudukanys coctaBa yI0oCTOBEPEHHUS, OJIaHKA.
3.2. KonuitHOCTh 1I0KyMEHTa

[TonsaTnsa «xonusy. Mcropuueckoe pa3sBUTHE KOIUM.




Bungelr  xomwmii, ompenensieMble  CIIOCOOOM — HMX
BocrpousBeieHus. Konuu, pazauarmsie 1o crnocody
ux ynocroBepeHus. [lopsanok opopmieHHs KOMHMA.
IOpunnaeckas cuna koruid. Jlyonukar.

Paznen 4 CtpykTypa 1oKymMeHTa

4.1. ®opmysip TOKYMEHTA U €r0 COCTaBHBIC YaCTH
[Tonsitue «pexBu3uT». IlocTOsSTHHBIE U TIEpeMEHHbBIE
pexBm3uTHL. lloHATHE «popMyIsapa TOKyMECHTa».

OcoOenHoctu bopmynspa JTOKYMEHTOB,
MOJTYYEHHBIX pa3IUYHBIMHU crocobamu
JTOKYMEHTUPOBaHUSA (TEKCTOBBIMH, MAIIMHHBIMH,
KUHO-, doTo-, ¢doHO-, TEXHUYECKUMH ).

WNHauBuyanbHbIN u THUTIOBOM bopmysap
nokymenta. @opmynsip — oOpaser, ero 3ajgadu B
yHU(PUKAIUU TpeOOBaHUI K PEKBU3UTAM JTOKYMEHTa
U UX PACIIOJIOKEHHUIO.

4.2. Co3gaHue W pa3BUTHE TPAAUIIMOHHOW (OPMBI
JIOKYMEHTa

®opmyisip TekctoBoro gokymenta XVI - XVII Bs.
BiustHue TpaaMuuii M 3aKOHa Ha CKJIaJbIBaHUE
dbopmynsipa nokymenrta. Crnernuduka o003HAYEHUS
HaUMEHOBAHUA BHJIa JOKYMEHTA, YKa3aHHE aBTOpa U
coctaBuTeNs JAokymMeHTa. OOo3HaueHue ajapecata.
OcoOeHHOCTH JaTUPOBKU JOKyMeHTa. Mecto u
XapakTep MOANMCEH JTOKYMEHTa, «CIpaBb» U
IPUIIMCH», aBTOPCKas IOANKMCH. Buasl meyarei.
Ot™meTkHn Ha JIOKyMEHTaX. TpanuuroHHO
CIIOXKMBIIAsACS CTPYKTypa TEKCTa U OCOOEHHOCTHU
U3JIOKEHUSI ~ COJEpKaHUs  Pa3jIU4HbIX  BUIOB
JIOKYMEHTOB.

®opmysip TekcToBoro gokymenra X VIII B.
3aKkoHOAATENbHbIE W  HOPMATUBHBIE aKThl O
COCTaBIIEHUH M 0(pOpMIIEHUHU JOKYMEHTOB. Biusnue
UEepapXUH «BJIACTEH M MECT» Ha pa3BUTHE BHUJIOB U
pasHoBHAHOCTeH. O003HAUEHHE aBTOPA U €r0 MECTO
B opMyJIsipe TOKyMEHTA.

Texcr gokymeHTa. Ponb 3aKOHOAATENBHBIX AKTOB
XVIII B. B yHU(pUKANIHH TEKCTa OIMPEICICHHBIX
BUJIOB JIOKyMeHTOB. [IMCEMOBHUKH, COOpPHUKHU
00pa3LOBBIX TEKCTOB. 3arojioBOK K TEKCTYy, €ro
HazHaueHne u Mmecto. Ckpemna. Ileyatn u npasuna
noJib30BaHus UMU. OTMETKH, UX BUJbl, HA3HAYECHUE
U MecTo B hopMyJIspe.

DopMyssip TEKCTOBOro Jokymenrta XIX - Hawama
XX BB.

Pernamenranus 3aKOHOAATEIbHBIMU aKTaMu
MopsiJIKa COCTaBlIeHUS M O(OpMIICHUS TOKYyMEHTOB
O6o3HaueHue BUa, aBTOpa JOKYMEHTOB, UX MECTO
B hopmyispe. [TosBnenue OiraHka.

OcoOeHHOCTH  a/IpecoBaHMsl  JOKYMEHTOB U
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opopmiienue gatbl. 3MeHenme B mopsake
opopmIIeHHsT ~ TIOANUCH  Pa3IMYHBIX  BHUJOB
nokymeHToB. IIpocrtaBienue mneuareil. Xapaktep
OTMETOK Ha JIOKYMEHTax.

CTpyKTypa TeKcTa JOKYMEHTa.
OobmerocynapcTBeHHasi yHU(DUKALUS JOKYMEHTOB U
CTPYKTYpbI TEKCTOB.

4.3. ®opmysisip yOpaBiIeHUECKOTO JOKyMeHTa XX-
XXI BB.

Bompocsl  JOKyMEHTHUpOBaHMs, COCTaBJICHUS U
oQopMIIeHHST JIOKYMEHTOB B 3aKOHOJATENbHBIX U
HOPMATUBHBIX aKTaxX. YHUQUKAIHS JTOKYMEHTOB.
BuytpusugoBas yHUDUKAIHS. PazButue
VHU(PUKAMK ©  CTaHAApPTH3aIMH  JOKYMEHTOB.
['ocynapcTBeHHblE  CTaHAAPTHI HAa  JOKYMEHTHIL
Oco0eHHOCTH OpraHU3alMOHHO-PACIIOPSTUTEIBHBIX
JIOKYMEHTOB. T'OCT P 7.0.97-2016
«OpraHu3alimoHHO-pacnopsuTeIbHas
JTOKyMeHTalus. TpeboBaHus K  O(QOPMIICHHIO
JIOKYMEHTOB). PexBu3uTHI JIOKYMEHTOB,
nepeuucisemble B «[IpaBunax nemonpousBojcTBa B
denepanbHBIX OpraHaxX MCHOJHUTEIBHON BIACTUY U
“MeToIMYecKuX pEeKOMEHJAIMs TI0 pa3padoTke
UHCTPYKIIMH 1O JETONPOU3BOACTBY B (pemeparbHbIX
OpraHax UCHOJIHUTEIbHON BIaCTH .

bnank noxymenta. Buapl 01ankoB. CoctaB OnaHka,
MOPSZIOK PAacCIoONIOKEHUs PEKBU3UTOB B OJIaHKe.
biianku ¢ yriioBbIM U NMPOJOIBHBIM PACIIOI0KEHUEM
pexBu3UTOB. [IpaBuia KOHCTpyuUpoBaHUsS OJaHKa.
brnanku ¢ n300pakeHNEM ToCyAapCTBEHHOTO Trepda
U repba cyObekTa deaepanuu.

ABTOp  nokymeHTta. Ilopsimok  o0o3HaYCHHS
HAaUMEHOBAHUS OpraHMU3alMH-aBTOpa JIOKYMEHTA.
CrpaBouHble JaHHBIE 00 aBTOpE, HUX COCTaB,
pasMenieHue Ha  OmaHke. ABTOpBI  JIMYHBIX
nokymeHToB. Iloamuch, mnedarb Kak MIPU3HAKH
aBTOpa.

Bun noxymenra, ero passurue. Buabl JOKyMEHTOB,
ornpezenseMble 3aKOHOAATEIbHBIMU u
HOPMATUBHBIMHU akTamu. CBsi3b BHJIOB JOKYMEHTOB
u  (QyHKui  ynopaBineHus.  YKa3zaHuWe ~— BHAA
JOKYMEHTa, €r0 MECTO M Ha3HaueHue B (Gopmyisipe
JOKYMEHTa. 3aBUCUMOCTb (POPMBI JOKYMEHTA OT €ro
BU/JIA.

O6o3nauenue anapecara. llpaBuwna HamucaHus
aZpecaTa U MeCTO yKa3aHwus ajpecarta B opmyisipe
JIOKYMEHTA. Otpaxxenue cheppl  nelcTBUA
TOKyMeHTa B ero anapecare. [lopsgok odopmiieHus
JOKYMEHTa C HECKOJIbKMMH ajapecaTamu. llopsaok
o opMIICHHUS TTIOYTOBOTO ajpeca.

Jara JIOKYMEHTA. 3HaueHue JIaTUPOBAHUS
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MOKyMeHTa. ABTOpckHe JaThl  (COCTaBJEHHE,
NOJIIMCAHUE), AAThI, OTHOCSIIMECS K COJIEPIKAHUIO.
Jatbl, XapakTepu3yromue »3JeMeHTa ¢opMmyJsipa.
Jatsl 00paboTKH JIOKyMEHTOB. [opsnox
odopmIIeHHUS JIaT.

CocraB ynoctoBepeHus: NOKyMeHTOB. Ha3HaueHue
noanucanus  AoKyMmeHToB. [lpaBuia moamucu
JOKYMEHTOB  pa3lM4yHBIX  Kareropud. Mecro
noJanucu B (opMmyssipe TOKyMEHTa. DIEKTPOHHAas
noanuck. OT™MeTKa 00 3JIEKTPOHHOM MOIITHUCH.
ITewatTm w ux Ha3HaueHwe. Buapl mnedaren.
l'ocynapcrBennast repboBas 1IeYaTh.
3aKOHOIATENBCTBO 00 W3rOTOBIICHUH u
nojap3oBaHun mneuvatsamu. [lopsok npocTaBiieHus
OTTHCKA II€YaTH Ha IOKYMEHTax.

YTBepxaeHue JIOKYMEHTOB. Crioco6b1
yrBepxkaeHus. CoctaB  rpuda  yTBEp>KICHHUS,
HnopsiIok ero ogopmieHus, Mecto B Gopmysipe
JIOKyMEHTA.

CornacoBanue pgokyMmeHTa. Ilopsnoxk u  Buabl
cornacoBanusi. Busel u rpud corjacoBaHus, HX
odopmienue, mecto B GopMyJIsipe TOKyMEHTA.
OTMmeTKH Ha JOKyMeHTaX. X pojib B MPOXOXKIAECHUU
U HCIOJIHEHUHM JOKyMEHTa, MeCTO B (opMyIsipe
nokymeHnta. Oco0oe  Ha3HAu€HHE  PE3OJIIOLHH
(ykazaHus 1o VCIIOJTHEHUIO JIOKYMEHTA).
TpeboBanne K couepkaHuil0 ©W  OGOPMIICHHUIO.
OTmMeTKH O B3ATHM JOKYMEHTa Ha KOHTPOJIb,
WCITOJIHEHUH TOKYMEHTA U Jp.

4.4. TekcT TOKyMEHTa

[loHsiTHE «TEKCT MAOKYMEHTa» NPH PAITUYHBIX
crioco0ax JOKYMEHTHPOBAHHUSL. Cuenapwuii
MOATOTOBKU JTIOKyMeHTa. CoJepkaHue NpPOCThIX H
CJIOXHBIX IOKyMEHTOB.

[Topsimok M3JI0KEHUS TEKCTa JIOKyMEHTA.
TpeGoBanust  4Y€TKOCTH M SCHOCTH  TEKCTa
nokymeHTa. Jlornueckas — CTpykTypa  TEKcCTa.
B3anmocBs3p conepkaHus M (QOpPMBI TOKYMEHTA.
dopmanusanus TEKCTa JOKyMEHTA.

OnemeHTsl  TekcTa.  [loHsATHME  «3arojoBOK»
(HamMeHOBaHUE JIOKYMEHTA). Ha3nauenwue
3arojioBKa, €ro Mecto B (GopMyJsipe JOKyMEHTa
[TpunosxkeHus: K TEKCTY U MOPAJOK UX OPOPMIICHHUS.
4.5. YHu}UKaMsa TeKCTa JOKYMEHTa

YHudukanus 10KyMeHTa KaK OJIHO U3 HaIpaBICHUI
ero COBEPLIECHCTBOBAHUS. [Ipennocelnku
yHupukanuu. Meton yHUDUKAITIH.

VHudukanus  CTPYKTypbl  TeKCTa.  DJEMEHTHI
dbopmanuzaruu.  DopMaTM30BaHHBIH  XapakTep
TEKCTOB YYETHOM JOKyMEHTAlMu. YHHUpUKanus
A3BIKOBBIX cpeicTB. PopMbl YHUDUKAIMK: TUIIOBOIA,
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TpadapeTHBIM TEKCTHI, TaONHIA, aHKeTa, TpaduKw,
JUuarpaMMmal.

Paznen 5 Cucrembl 1OKyMEHTaIIMU

5.1. CxnagpIlBaHWE CUCTEM JIOKYMEHTAIIMKU

Ilonatne «cucrema pokymeHTauum». lIpusHaku
CHCTEMBI JIOKYMEHTAIWH. OcHoBaHUs
KJIaCCU(UKAIIUU CUCTEM JOKYMEHTAIUH.
Hcropuueckass 00yCIOBICHHOCTh (HOPMUPOBAHUS
cucteM JoKyMeHTanuu. CHCTeMbl JOKYMEHTAIMu
YUpEeXKICHUN JOpeBOIIOIMOHHON Poccum.

Pa3Butue cucrem JOKyMEHTAllMd HA COBPEMEHHOM
srarte. KadecTBeHHBIE HM3MEHEHHMSA COCTaBa WU
COJIEpXaHUsSI CUCTEM JJOKYMEHTAIUH.
I'ocynapcTBeHHas cHCTeMa JIOKYMEHTAIUH.
OyHKIHOHATbHBIC CHCTEMBI JIOKyMEHTAIUH,
BEJIOMCTBEHHbBIE CICTEMBI UJIU OTPACJIEBBIE CUCTEMBI
JIOKYMEHTAIIMU U UX B3aHUMOCBSI3b.

5.2. YHUUIUPOBAaHHBIC CUCTEMbI JOKYMEHTAIIUN
Ilonsarue «yHUUIIUPOBAHHAS cHcTeMa
JOKyMEHTaIum». Pa3paboTka yHUDHUITUPOBAHHBIX
CUCTEM JJOKYMEHTAIIMH - HOBBII dTal B YHUPUKALIUN
Y CTaHJAPTHU3ALHUM JTOKYMEHTOB. XapaKTEPUCTHUKA

YHU(PUIUPOBAHHBIX cHCTEM JOKYMEHTAIUH.
['ocynapcTBeHHBbIE CTaHJapThl Ha
yHU(UITIPOBaHHbIE CHCTEMBI. OmnbIT
MEXYHapOJIHOM CTaHIapTU3aLUK JOKYMEHTOB.
[IpoexTupoBanue YHH(PUIUPOBAHHBIX bopm
JIOKYMEHTOB. Meton coaep>KaTeIbHON u
dopmanbHON YHUDUKAIIIH.

Peructpanus YHU(DULIIPOBAHHBIX bopm

JOKyMeHTOB. llopsgoxk BBeneHus B JIEMCTBHE
YHU(DUIUPOBAHHBIX (OPM JOKYMEHTOB. AJBOOMBI
dbopM yHHPHUIMPOBAHHBIX JOKYMEHTOB.
PernamenTanus cocraBa BUJIOB M Pa3HOBUIHOCTEH
JOKYMEHTOB ~ ONpEICNICHHOI0  KOMIUIEKCa IO
3ajauaM ynpasieHus. Tabenb GopM JOKYMEHTOB.

Paznen 6 Opranu3zanuoHHO-
pacropsiIuTeIbHbIC "
MH(POPMALIMOHHO-CITPABOYHBIC
JOKYMCHTBI

YHudunupoBaHHas CHUCTeMa  OpPTaHHU3AI[MOHHO-
pactopsiiuTebHON JoKkyMeHTanuu. OCOOEHHOCTH
CHCTEMEI, €€ COCTaB.

OpraHuzaioHHbIe JIOKYMEHTBHI. ITonoxenus,
YCTaBbl, pPErIaMeHThl, HUHCTPYKIIMHU, TIpaBuiIa U Jp.
TpeGoBaHMs K X COCTABICHUIO B O(DOPMIICHHIO.
Pacnopsaurensubie  nokymeHTHl. [locTaHoBneHus,
pelieHusi, pUKasbl, paCIOPsHKEHUS, YKa3aHUs U Jp.
[Topsitok ux coctaBieHUst U 0HOPMIICHUS.
NupopmanimoHHO-CIIpaBOYHBIE JTOKYMEHTHI: aKTHI,
CIIpaBKH, JTOKJIAJHBIE U OOBSCHUTEIbHBIC 3aIKCKH,
MUCHbMa, TeJerpaMMbl, TeledoHorpaMMbl.  Ux
cocTaBiieHUE U 0popMIICHHE.

Oco0eHHOCTH o opMIIeHUS JIeITETLHOCTH
KOJUJIETHAJIbHBIX OPTraHOB.
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Paznen 7 CoBepiieHCTBOBaHUE
I[OKYMGHTaLII/IOHHLIX npouecc0B

7.1. PernamenTanus MPOIECCOB
JIOKYMEHTOOOpa30BaHHS
Heob6xoaumocTh pEryIUpPOBaHUS nmporecca

JIOKYMEHTOOOpa3oBaHMs. BrIsiCHEHNE U yCTpaHEHHE
NPUYUH HEOIpPaBJAAHHOTO BO3pAacTaHUs BUIOBOIO
pazHoOOpa3usi ¥ KOJMYECTBA  JOKYMEHTOB.
YcraHoBneHue 000CHOBAaHHBIX KPUTEPUEB CO3TAHUS
JIOKYMEHTOB. DaKTopHI, OTIPEACTISIONINE
HEOOXOJAMMBIA KOMILJIEKC AOKYMEHTOB. Tumumsarmms
dbopM  TOKyMEHTOB. PaspaboTrka  Hay4yHBIX
KOHIICTIIIMA MEXOTpaciaeBol yHupHUKauu GHopm
yIpaBJIeHYeCKUX JoKyMeHTOB. Co3lnaHue OaHKOB
JTAHHBIX.

[IpaBoBoe peryiaupoBaHue npoiiecca
JIOKyMEHTOOOPa30BaHuUs. dopmbl MPaBOBOTO
peryIupoBaHusL.

7.2. HWcnonn3oBaHHE HOBBIX TEXHOJOTHMM B
JOKYMEHTHPOBAHUHU

BrnusiHue BHeIpeHUs BBIUMCIUTEIHHOM TEXHUKH HA
o0Opa3oBaHme JIOKYMEHTOB. JlokyMeHT B

anexkTpoHHoi  Qopme. IIpobGrema  mpaBOBOTO
peXrMa JTOKYMEHTa, CO3JaHHOTO B JIIEKTPOHHOMN
dbopme. OcCOOEHHOCTH COTJIACOBAHMS M TTOITUCAHUS
SJICKTPOHHBIX TOKYMCHTOB.

OcobGeHHoCTH co37aHus u odopmIIeHUS
JOKYMEHTOB Ha KOMIIBIOTEpE: WCIOIh30BaHHE 0a3
JAHHBIX,  CO3AaHWE  MAaOJOHOB,  TEKCTOBBIC
pPEaKTOPBI, CIOBAapH, MPOBEpKa TPAMOTHOCTH U
opdorpadumn. CoBpeMeHHOE MIpOrpaMMHOE
obecrnievyeHue.

PazButHe  cumcrembl  mepenadyd  MHPOpPMALUHU
Bo3moxHOCTH ~ G€3J0KYMEHTHOTO oOMeHa

uHbopMaluel B YIIpaBJICHUH.

Pa3znen 8. HayuHo-uctopuueckas u
IIpaKTUYeCcKast LIEHHOCTb
JOKYMEHTa

[loHATHA: «UEHHOCTH JOKYMEHTa», «IKCIEPTH3A
LEHHOCTHY. Bo3HukHOBEHHE SKCIEPTU3BI.
BblpaOoTka NpPHUHLMIIOB UM KPUTEPUEB OLIEHKH
LIEHHOCTH JOKYMEHTOB.

BHemHsAs M BHYTpPEHHS KPUTHKAa JOKYMEHTOB.

AHanus aBTOPCTBA, BpEMEHH, MecTa
BO3HUKHOBEHUU JIOKyMEHTa. AHAIU3 COJEp>KaHUs
JIOKYMEHTA. JlocToBEpHOCTH u LIEHHOCTh
JIOKYMEHTA.

JIOKyMEHTBI C TIOBTOpSOIICHCS HHMOpMaIuei.
Bunsr MOBTOPSIEMOCTH: yOJIETHOCTD,
MOTJIOUIEHHOCTh, CYMMHPOBaHHE, BapHAHTHOCTD,
pedepupoBaHue. OO6mume 3aKOHOMEPHOCTH,

OTIPEIICTISAIONINEG BO3HUKHOBEHHE JIOKYMEHTOB C
MOBTOPSIOIICHCcS nHDOpMALTHEH.

3HAYMMOCTh  SIBIGHUM, COOBITHH, (AKTOB B
HEPBUYHBIX u BTOPHYHBIX JIOKYMEHTaX,
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COOTBETCTBHUE COJEpKalleicss B HUX HH(OpMaLuu
OCHOBHBIM WJIM  BCIIOMOTAaTENbHBIM  (DYHKIUSIM
YUPEXKICHUSI. KOpuanueckas cuia 3TUX
JIOKYMEHTOB. XapakTtep MOBTOPSIEMOCTH,
NEPUOANYHOCTh 00pa30BaHUs JOKYMEHTOB.
Bri6opouHas orieHKa JOKYMEHTOB.

CneuuvanbHbple  KPUTEpUU  OLEHKH  HAy4yHO-
texHuyeckoi gokymentanuu (HT). W3ydenue
BHYTPEHHEIr0 COCTaBa JOKyMEHTa MO mpobiieMam
(temam) u MomensM (KOHCTPYKIHUSM) 3HaA4YCHUE
HAyYHO-TEXHUYECKOW HJIEeH. 3HAYMMOCTh OOBEKTa
JUISL SKOHOMHUKHU. YHUKAJIBHOCTh COOPYKEHUS WIIU

KOHCTPYKIIUH.

Kputepun neHHocTH KUHOPOTOGOHOJOKYMEHTOB.
OcobenHocTH OILICHKH MaITHHOYUTAEMBIX
JIOKYMEHTOB.

Pa3nen 9. Kommiekchbl 10KyMEHTOB

[lonsATHe «KOMIUIEKCA ITOKYMEHTOB». IlepBHuHBIE
KOMIUIEKCBI TEKCTOBBIX JTOKYMEHTOB M MX BUJBL
Kommiiekcrl TeXHUYECKUX U KHHO()OTOZOKYMEHTOB.
CnoxHble KOMILJIEKCBI. [TonsTnsa
«JIOKYMEHTAJbHBIN» U  «apXWUBHBIM»  (OHIBI
Kommuiekcent JIOKYMEHTOB YUPEXKIACHUH,
OpraHM3allMii Y CTPYKTYPHBIX IOJAPa3JAECICHUM.
JInunbie (bOHTBI. ITonsitue «KOJUICKLIUS»
JIOKYMEHTOB. [loHsITHE «apXuBy.

4. O0pa3oBare/ibHbIE TEXHOJOTMH

OObpazoBaTenbHbIE TEXHOJIOTUN

Ne/Ne | HaumeHoBaHue pa3zaena Bunet  yueOHbIX | OOpa3oBarenbHbIE TEXHOJIOTUN
3aHATUI
1 [Ipenmer, coxepxanue, | Jlexums 1-2. BBoaHas nekuus
3a/1auu Kypca
CamocrostensHas | [logroroBka K JeKIUH
pabora
2 Wctounuku u nuteparypa | Jlexnus 3-4 Jlexums-Bu3yanuzanus c
10 KypcCy IIPUMEHEHUEM CIIaliI-IIPOEKTOpa
CamocrosarenbHas | [loaroroBka k jgeKuu:
pabora — MOHUTOPUHI 3aKOHOJATEIbHBIX U
HOPMaTHUBHO-METOINYECKUX
VCTOYHHUKOB I10 JOKYMEHTOBEIEHUIO
C WCIIOJIb30BAaHUEM TPABOBBIX 0a3
JTAHHBIX;
U3y4eHUe JIOKYMEHTOBEIUECKOMN
y4eOHOM U HAYYHOU JIUTEpaTyPhI
3 JlokymenT, ero ¢ysknuu, | Jlekmus 5-6 Jleknus-Bu3yanuzanus c
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MOHATHS ~ JOKYMEHT U MPUMEHEHUEM CIIaliI-TIPOeKTOpa
uHpopManus JlaGopaTopHoe
3aHsiTHE 1 Huckyccus
CamocrositensHas | [lonroroBka Kk J1abopaTOpHOMY
pabora 3aHATHUIO
4 Cnoco0Os1 Jlexkuug 7-8 [TpoOneMHas nexmst
JOKYMEHTUPOBaHUs U
MaTtepuaiabHble Hocutenu | JlaboparopHoe Huckyccus
uHpopMauu 3aHsTHE - 2
CamocrosarensHas | [lonrotroBka k  abopaTtopHOMy
pabora 3aHSTHUIO
5 [Ipuznaku nokymenta: | Jlexrus 9 AHanuThyecKas JeKIHs
OpPUTMHAIIBHOCTb, CamocrosarenbHas | [loaroroBka k gexuuu
MOAJTMHHOCTh, KOMUUHOCTH | padoTa -
6 ®opmymnsp nokymenta u | Jlexkmus 10-14 Jlexumst ¢ pazdOpoM KOHKPETHBIX
€ro  COCTaBHbIE YaCTH. CUTyauui
Ucropus passurus | JJaboparopuoe
(dhopMynsgpa TOKyMeHTa: 3aHsATHE — 3-6 Monutopunr nokymeHtoB 17-20
16-17 Beka, CamocTosITeNnbHAs | BEKOB
18 Bek, pabota [loarotoBka k  mabopatopHOMY
19 Bek, 3aHSATHIO
20 BeK [TogroroBka k 3auety
7 @opmyssip coBpeMeHHoro | Jlekuus 15 Jlexuus-Busyanusanus c
YIPaBJIEHYECKOTO PUMEHEHUEM CIIalI-IIPOEKTOpa
JIOKYMEHTA! MpaBuUIIa
odopmiieHus pekBuzutoB | JlabopaTopHoe MOHMTOPUHT 3aKOHOJATENbHBIX W
3aHATHE — 7-8 HOPMAaTHUBHO-METOJINYECKUX  AKTOB
o JIOKYMEHTOBE/IEHUIO c
UCIIOJIb30BaHUEM  TIPaBOBBIX  0a3
JTAHHBIX;
OTtpaboTKa MPaKTUUECKUX HABBIKOB
CamocTtodarenbHas | opopMIIEHUSI PEKBU3UTOB
pabora -
[loaroroBka k  ;maboparopHOMY
3aHSITHIO
8 TpeboBanust k  Tekcry | Jlexmus 16 -17 Jlekuus-Bu3yanuzanus c
JIOKYMEHTA; IPUMEHEHUEM CIIaliI-TIPOEKTOpa
Yuudukanus Tekcta | CamocrosiTenbHas
JOKYMEHTa pabora - [loaroroBka k nexkuun
9 Cucrembl poxkymentanuy; | Jlekmus 18-19 Jlexuus-Bu3yanusanus c
CKJIa/IbIBAHUE CHUCTEM, NPUMEHEHUEM CIIalI-TIPOeKTOpa
yHU(DUITUPOBaHHbIE
CUCTEMBI JOKyMEHTAIH CamocTtosarenbHas | [loaroroBka k geKuuu
pabora
10 OpranuzanyoHHbIE, Jlekmmsa 20-23 Jleknus-Bu3yanuzanus C
pacnopsaAuTEIbHbIE u IPUMEHEHUEM CIIalI-IPOEKTOpa

nH(pOpMaAITMOHHO-

JlaGopaTopHoe
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CIIPABOYHBIE JJOKYMEHTBI 3agaTue 9 - 15 Hcnonp3oBanue kelic-MeTona

CamocrositensHas | [lonroroBka k= J1abopaTOpHOMY

pabora 3aHSITHIO
11 CoBeplIeHCTBOBAHUE Jlexuus 24
JIOKYMEHTAITMOHHBIX [TpoOneMHas nexmst
MPOIIECCOB,
HCIIOJIb30BaHUE HOBBIX
MH(OPMAITMOHHBIX Camocrosrensaas | [ToaroroBka K JIEKIIUH
TEXHOJIOTHI B | paboTta
JOKYMEHTHUPOBaHUHU
12 Kommiekcsl  okymenToB; | Jlekmus 25 [IpobGnemHuas nexiust

HayuHo-ucropuueckas u
npakTHyeckas — IeHHOCTh | Jlabopartopuoe e | [locemienne — apxuBa,  HM3ydcHHE
JOKYMEHTa 3aHsTHE 16 CJIO’)KHBIX KOMIUIEKCOB Ha MPAKTHUKE

CamocrositenbHas | [TonrotoBka Kk J1abopatopHOMY
paborta 3aHSTHUIO
[ToaroToBka K sK3aMeHY

B nieprio1 BpeMEHHOT0 MPUOCTAHOBJICHHS ITOCCIICHHUS 00YJYarOIMMHCS IOMEIICHHIH U TEPPUTOPUU
PITY opans opranumsanuu  ydeOHOrO Tpoliecca C TMPUMEHEHHWEM OJCKTPOHHOTO OOyueHHs U
JUCTAaHIIMOHHBIX O6pa3OBaTCHI)HBIX TEXHOJIOT'UH MOTYyT 6I)ITI) HCITOJIb30BAaHbI CJICayromue
00pa3oBaTeIbHbIC TEXHOJIOTHH:

— BUACO-JICKIIUU §

— OHHaﬁH-HeKHHH B PCKUMCE pPCAJIBbHOI'O BPEMCHH;

— JJICKTPOHHBIC y‘-Ie6HI/IKI/I, y‘-IC6HbIe HOC06I/I$I, HAaYYHBIC U3OaHUA B 3JICKTPOHHOM BUIC U
AOCTYII K MHBIM 3JICKTPOHHBIM O6pa3OBaTeHBHHM pecypcam;

— CUCTCMBI JJIs1 3JICKTPOHHOTI'O TCCTUPOBAHUS,;

— KOHCYJIbTallUH C UCII0JIb30BAHHUEM TCICKOMMYHUKAIMOHHBIX CPEIACTB.

5. OueHka JIaHMPYEeMBIX Pe3yJIbTATOB 00y4eHus!

5.1. Cucrema oueHmBaHuA

®opMa KOHTPOJIA Makc. KoIu4ecTBO 0aIJIOB
3a onHy |Bcero
paboty

Tekymunii KOHTPOJIb:
- ompoc 5 6anoB 15 Gamnos

-Omu1l -KOHTpOJIbHASE padboTa (Tembl 2) |15 OamioB
45 GamnoB
- KOHTpOJbHas pabora (TeMbl 4) 15 6amnoB
- OJIMI-KOHTpOJIbHAS paboTa (Tema 6)
- UTOTOBasi KOHTPOJIbHAs padoTta (Temsl|15 Gamios
1-6)
IIpoMexyTouyHas arTecTalnus 40 GamtoB
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(3aueT) (TeMbl 1-6)

Hroro 3a cemectp 100 GamoB
- OTIpoC 5 6amioB 10 6ammoB
- TectupoBanue (Tema 7) 20 6annos

- KOHTpOJIbHas padoTa (Tema 9) 10 6aymoB

-MTOTOBasi KOHTpOJIbHas paboTa (Tembl|20 OGamioB 50 6amioB
7-12)

[Ipomexytounas arrectanus (dk3ameH)|40 6amios 40 6amioB
(Temsr 1-12) 100 GamnnoB
Hroro 3a cemecTp (TUCIHUILTHHY)

ITomy4yeHHBI COBOKYIHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAULIMOHHYO IIKAJIy OLEHOK U
B LIKaJIy OlleHOK EBpormeiickoill cucteMsl nepeHoca u HakomieHust kpeautoB (European Credit
Transfer System; nanee — ECTS) B coorBeTcTBHH ¢ TaOnuIeit:

lxan

100-6amipHas

a TpaauuuoHHas mKana a
K ECTS
95 -100 S A
83 — 94 T B
68 — 82 XOPOIIIO 3a4TEHO C
56— 67 OBJIETBOPHUTEIILHO D
50— 55 A p E
20 —-49 FX
0_19 HEYJIOBIETBOPUTEILHO HE 3a4TEHO F

5.2.KpuTepuu BbICTABJICHUSA OLEHKHU MO IMCIUILINHE

Bannel/ Onenka no | Kpurepuu onieHku pe3ynbTaToB 00yUeHHS MO JUCIUTUINHE

Ixama ECTS | nucuuniube

100-83/ «OTIUIHOY/ BricTraBisiercst  oOydaromemycsi, €clii OH TIIyOOKO H

AB «3a4TE€HO IIPOYHO  YCBOMJI  TEOPETUYECKUH U  IPAKTUYECKUU
(oTruHO)»/ MaTepuai, MOXKET MPOJEMOHCTPUPOBATH 3TO HA 3aHITHSIX
«3aUTCHO» U B XOJI€ IPOMEKYTOYHOH aTTeCTaIlUH.

OOyJarmMiicsl UCYEPIIBIBAIOIIE M JIOTHYECKH CTPOMHO
u3naraeT yuyeOHbBI MaTepuall, yMeeT YBSI3bIBaTh TEOPUIO C

NPaKTUKOH,  CIPaBISETCS C  PEUICHUEM 3a1a4
po(heCCHOHATILHONM HANPaBIEHHOCTH BBICOKOTO YPOBHS
CIIO)KHOCTH,  TPAaBHJIBHO  OOOCHOBBIBACT  NPHUHSTHIC
pelICHHUS.

CBoOoaHO OPUCHTUPYETCS B y4eOHOU u

npodeccroHaIbHOM JIUTEeparType.

OreHka Mo JUCHUIUIMHE BBICTABISIOTCS 00YYaIOMEMYCs C
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Bamisr/
lkama ECTS

OneHka o
JUCLUATIIINHE

Kputepuu olieHKH pe3ysbTaToB 00YUYEHHS 110 AUCLHUTIIIMHE

y4€TOM  PE3yJbTATOB TEKYyIIEH M  IMPOMEKXYTOYHOU
aTTeCTalUU.

Komrnierenuu, 3aKpEIUIEHHBIE 34  JHUCLUIUIMHOM,
c(hOpMHUPOBAHbI HA YPOBHE — «BBICOKUIIY.

82-68/

«XOpOomIo»/
«3a4TCHO
(xopor1o)»/
«3a4TCHO»

BricTaBmsiercss  oOydwaromemycsi, €Clidi  OH  3HAeT
TEOPETHUUECKUI U MPAKTUUECKUN MaTepua, FpaMOTHO U 110
CYUIECTBY H3JIaraeT €ro Ha 3aHATHSIX HU B  XOJe
IIPOMEKYTOUYHOM aTTeCTallii, HE TOMYCKasl CyIIECTBEHHBIX
HETOYHOCTEH.

OOyyaromuiics MPaBUIBHO MPUMEHSIET TEOPETHUECKHE
MOJIOKEHUSI  NpPU  PEIEHUM  MPAKTUYECKUX  3aJad
npoheCCHOHATBPHOM HAMPaBICHHOCTH PAa3HOTO YPOBHS
CJIO)KHOCTH, BJIaJIeE€T HEOOXOAMMBIMU JJISI STOTO HABBIKAMH
Y pUEMAMU.

JlocTaTOYHO XOpOIIO OPHUEHTUPYETCS B Y4YCOHOU w
npodeccuoHaNbHOM JTUTEepaType.

OreHKa MO JUCIHUIUIMHE BBICTABISIOTCS 00y4aromeMycs ¢
y4€TOM  PE3yNbTaTOB TEKYyLIEH M  IMPOMEKYTOYHOU
aTTeCTalUU.

KoMnerenuuu,  3akpemi€HHble  3a  JUCHUIUIMHOM,
c(hOpPMHUPOBAHBI HA YPOBHE — «XOPOIIHII».

67-50/
D.E

«YIOBJIETBOPU-
TEBHO»/
«3aYTCHO
(ynosnerBopu-
TEJIBHO)»/
«3aUTCHO

BricTaBisiercs oOyuaroremMycs, €ciiv OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUMH W NPAKTUUYECKHM MaTepuad,
JOTYCKaeT OTIENbHbIE OUIMOKH TPU €ro M3JI0KEHUU Ha
3aHATHUAX U B X0JI€ MPOMEKYTOYHOM aTTECTALINH.
OOyyaromuiicss UCTIBITHIBAET OMpENeIEHHbIE 3aTPYAHECHUS
B IPUMEHEHUU TEOPETUYECKUX IMOJOKEHUN MPHU PEUICHUN
MPaKTHYECKUX 3a]a4 MpoeCcCHOHATBHON HAMIPABICHHOCTH
CTaHJIapTHOTO YPOBHS CJIO)KHOCTH, BJIAZIEET
HEOOXOAUMBIMU [ 3TOr0 0a30BBIMH HaBBIKAMH U
pUEMaMu.

JleMOHCTpHpYeT AOCTAaTOYHBIA YpPOBEHb 3HAHUS Y4eOHOM
JUTEPATyPhI 1O JUCLUIUINHE.

OneHka o JUCIUILTHHE BBICTABISIOTCS 00ydarolemMycs ¢
y4€TOM  PE3yJbTATOB TEKYIIEH M  IMPOMEKYTOYHOU
aTTeCTalUu.

Kommnerenmmmn, 3aKPEIJIEHHBIE 3a JTIMCITATIITIHOM,
c(hOpMHUPOBAHbI HA YPOBHE — «JIOCTATOYHBIN.

49-0/
F,FX

«HEYIOBJIETBOPHUTE
JIBHOY/
HE 3a4TEHO

BeicraBnsiercs oOywaromemycsi, €CliM OH HE 3HAeT Ha
0a30BOM YpPOBHE TEOPETUYECKMH U  MPAKTUYECKH
MaTepuan, JOIMyCKaeT rpyOble OHmMOKM MpH  €ro
U3JI0)KEHUU Ha 3aHATUAX M B XOJE IPOMEKYTOUHOM
aTTeCTallHH.

OOyuaronuiics HCHBITHIBAET CEPbE3HBIC 3aTPYIHEHHUS B
NPUMEHEHUN TEOPETUYECKUX IOJIOKEHUH IpU pEelIeHUU
NpaKTUYECKUX 337124 NpoQecCuOoHaNbHOM HAIPaBIEHHOCTH
CTAaHJAPTHOTO  YPOBHSA  CIIO)KHOCTH,  HE  BIAJEeT
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banmer/ Ouenka no | Kpurepuu omieHKH pe3ysibTaToB 00yUYeHUs 10 TUCIUTUINHE
[lxana ECTS | nucuurivne

HEOOXOIMMBIMH IS STOTO HABBIKAMH U IPUEMAMH.
JlemoHCcTpupyeT  (parmMeHTapHble  3HaHUS  y4eOHOI
JIUTEPATYPBI 110 AUCLUIUIMHE.

OneHka 1o JUCLHUIUIMHE BBICTABIISAIOTCS 00YyYaroLEMycCsl C
y4€TOM  PE3yJIbTATOB TEKYyIIEH M  IMPOMEKYTOYHOU
aTTECTALUN.

KommnereHnuu Ha ypoBHE «JIOCTaTOYHBIIN», 3aKpEIIEHHBIC
3a AMCLUUILUIMHON, HE CHOPMHUPOBAHBI.

5.3. OnenoyHble cpeacTBa (MaTepHabl) AJIs1 TEKYIEro KOHTPOJIsl yCIIeBaeMOCTH,
NMPOMEKYTOYHOM aTTeCTAMH 00Yy4YAIOIINXCHA 0 JUCHUILIHHE (MOLYJII0)

Ilepeuens 6onpocoé Kk KOHmpoONbLHOU pabome no meme 2.

Uem 3aHMMaeTCs Hay4yHas AUCLUIUIMHA JOKYMEHTOBEACHHE?

C KakMMM Hay4YHbBIMH JUCLHUIUIMHAMHU CBSA3aHO JOKYMEHTOBEIEHUE?

Ha3oBute 3ak0HOAATENBHBIE AKTHI, PETYJIUPYIOLIUE BOIPOCH! JOKYMEHTUPOBAHHUS.
[Iepeuncnute HOPMATUBHBIE IIPABOBBIE AKTHI, PETYIMPYIOLIKE BOIIPOCH! JOKYMEHTUPOBAHMUS.
JlaiiTe XapakTepUCTUKY HOPMAaTUBHO-METOINYECKUM JIOKYMEHTaM I10 JeJIONPONU3BOJICTBY.
Ha3oBute yyeHbIX, UCCIENAYIOIUX BOIIPOCH] JOKYMEHTOBEICHHU.

Ilepeuens 6onpocoé Kk KOonmpobHoil pabome no meme 4.

Kaxkue BbI 3HaeTe cr1ocoObl JOKYMEHTHPOBAHHUS ?

[lepeuncaure 3Tambl pa3BUTUS TEKCTOBOTO JOKYMEHTUPOBAHUS, CPABHUTE UX MEXY COOOil.
Pacckaxxute 06 0COOEHHOCTSIX TEXHUYECKOTO JOKYMEHTHPOBAHHUS.

B yem 3akiouarotcs 0coOEHHOCTH KMHO, (HOTO ¥ (POHOAOKYMEHTUPOBAHUS?

CpaBHUTE W3BECTHBIE BaM CIOCOOBI JIOKYMEHTHpPOBAHHS MEXIy co00#, Ha30BUTE UX
IIPEUMYIIIECTBA U HEJOCTATKHU.

JlaiiTe XxapakTepUCTUKY MaTepUaIbHBIM HOCUTENSAM HMHPOPMAIIUU U CPAaBHUTE UX MEXKTY COOOMH.

Ilpumepot 61uy-KOHMPONLHBIX padOm no meme 6
Kakue oOparienust ObUTH TPUHATH B KOHKPETHBIM UCTOPUIECKHM epro?
(mpoBecTH CTPENKU)

XIX Bek TOBapHILLY

Coserckuii nepuoa HBany lBanoBuuy

90-e roner XX Beka MunoctuBoMy rocyaapro
CoBpeMEHHOCTh rOCHOIUHY

Kakumu utoroBsiMu ¢pazaMu 3aKaH4MBAJIOCH CIIY>KEOHOE MUCHMO B KOHKPETHBIN HCTOPUUECKUI
nepuoa’?
(mpoBeECTH CTPEIIKH)

XVI, XVII Beka ¢ n1yOoYaiIlIuM NOYTEHUEM
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XIX Bek C YBaXXECHHUEM
Coserckuii nepuoa C KOMMYHUCTUYECKUM IIPUBETOM
CoBpeMEHHOCTh IMape rocyaapb, CMUILyHCs, OXKAITYH

Ilepeuenv 6onpocoe Kk umozoeoit KOHmpoavHou pavbome Ne 1

JIOKyMEHT M €r0 MECTO B CHCTEME YIIPABIICHUSI.

3aKoHOIaTeNIbHBIE MPABOBBIE AKThI, PETJIAMEHTHUPYIOLINE CO3/1aHue U 0(pOpMIICHHE TOKYMEHTOB.
HopMaTuBHO-MeTOAMYECKHE AaKThl, ONpPENENSIONINEe TOPSAAOK CcOo3AaHus U O(OpMIICHUS
JOKYMEHTOB.

JIOKyMEHTOBEICHME KaK Hay4dHas JUCHUIUIMHA W €€ CBiI3b C JPYTMMH Hay4YHBIMHU
JUCLMILINHAMM.

[TonsiTue «uHpOpMaALUI» U €r0 pa3BUTHE.

[lonsTHE «IOKYMEHT» U €TO PA3BUTHE.

CBsi3p HHPOPMAIIUHU U JTOKYMEHTA.

OOu1re u yacTHble QYyHKIMH JOKYMEHTA.

CriocoObl TOKYMEHTUPOBAHHUS U UX Pa3BUTHE.

TekcToBOe JOKYMEHTUPOBAHUE U JTAIIbl €70 Pa3BUTHUSA.

[Tukrorpammel. [IpuMeHeHne TUKTOrpaguueckoro NuchmMa Cero iHs.

Jlororpammsl. Mcrionb3oBaHue J10rorpaMM CEroIHs.

TexHuueckoe TOKyMEHTHpOBaHUE. BHUIbI KOMIUIEKCOB TEXHUYECKOM TOKYMEHTAILINH.
®oronokymentuposanue. [losBienue, pa3BuTue, IPUMEHEHHE.

KunonoxymentupoBanue. [losBienue, passutue. Buneosanuce.

®ononokymentuposanue. [lossnenue, pa3Butue, IpUMEHEHHE.

Marepuan s JOKyMeHTHpoBaHus. Ero pazsutue.

[Hopnmunavky u xonuu. Bunasl konui. [lopsaaok ynocToBepeHUN KOIU.

dopmysip nokymenTa. TumnoBoit popmysisp, hopmymsip-oopaserr.

Pazsurtue popmyisipa nokymenrta B XVI-XVII BB.

®opmysip nokymenTta X VIII B.

@opMyisip TekcToBOro nokyMeHnra XIX- nagana XX BB.

Oopa3zyvt mecmoe no meme 7

Bormpoc 1

Buza odunmanbHOro JOKYMEHTA 3TO:

A) peKBH3HT JOKYMEHTa, BBIPKAIOUIMIA COTJIACHE WJIM HECOTJIACHs JOJDKHOCTHOTO JIMIA C
coJiep>)KaHUuEeM JTOKyMEHTa

B) HaaAIMuCb Ha AOKYMCHTE, CACIIaHHad MOJDKHOCTHBIM JIMOOM W COJACpXKallass MPUHATOC UM
pelieHue

B) moanmcanme qoKyMeHTa ero COCTaBUTEIIEM

Bompoc 2

Bu3ssl npocTaBisiroTCs:

A) pabOTHUKOM, MEeYaTaBUIMM JOKYMEHT
b) pabGoTHHKamMu CBOEW OpraHu3aIluu

B) paGoTHuKkamu Ipyrux opraHu3anui

Bomnpoc 3
B kakue pekBU3HUTHI JOKYMEHTA J1aTa BXOJUT KaK COCTaBHAs YacTh?
a) Tpu¢ yTBEPKICHUS B) MOATHCH
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0) BH3a COTJIaCOBAHUSA T') Pe30JIIOLIHS

Bomnpoc 4

OOmmii 6;1aHK TOKyMEHTa BKJIIOYAeT B ce0sl CIIEAYIONINE PEKBU3HUTHI:

A) uzobpaxenue rep0Oa, aMOJIEMBbI, MECTO JIJIsl pa3MEIleHUsI Ha3BaHUs BUAA JTOKYMEHTa, MECTO
JUIS TaThl 1 HOMEpa TOKYMEHTa, MECTO COCTaBIICHUS

b) uzobpaxenue repba, 5MOI€MbI, HANMEHOBAHUE OPTaHU3AIMHI aBTOPA, MECTO JIJIsI PA3MEIIICHUS
HA3BaHMS BHJIA JOKYMEHTa, MECTO ISl IaThl U HOMEepa IOKyMEHTa, MECTO COCTABIICHUS

B) uzobpaxenue repba, sMOIeMbl, HAUMEHOBAaHUE OPTaHU3AIMHA aBTOPA, MECTO JIJISl pa3MeEIeHUs
HA3BaHMS BUJA IOKYMEHTa, CIIPaBOYHbBIC JaHHBIE 00 OpraHU3alliu, MECTO I JaThl U HOMEpa
JOKYMEHTa, MECTO COCTAaBJICHUS

Bomnpoc 5

Kakue u3 nepeuncieHHbIX JOKYMEHTOB TPEOYIOT yTBEPKICHU?
A) ycraB b) mtatHoe pacniucanue B) mpuxazbl

I') noxnaguble 3anucku J) TOMKHOCTHBIE MHCTPYKIIUU

Bompoc 6

TurmoBoii hopMymsip IprUKa3a COAEPIKUT CIETYIONINE PEKBUZUTHI:

A) repb6 (sMOnemy), HaMMEHOBAHWE OpraHM3allMU-aBTOPA, CIPABOYHbIC JaHHbIE 00
OpraHu3aIlii, HAaUMCHOBaHWME BHJA JOKyMEHTa — TPHUKa3, JaTy, HOMEp, MECTO COCTAaBIICHUS,
3aroJOBOK K TEKCTY, TeKCT, OJIHICh, BU3bI COTJIACOBAHUS

b) rep6 (3mbnemy), HAaMMEHOBaHUE OPraHU3AllMM-aBTOpA, HAMMEHOBAHHE BHJA JOKyMEHTa —
NpUKa3, JaTy, HOMEp, MECTO COCTaBJICHMs, 3aroJIOBOK K TEKCTy, TEKCT, IMOAINUCH, BU3bI
COTJIaCOBAHUS

B) rep6 (3m0neMy), HaMMEHOBaHHE OpPTraHU3AMHM-aBTOpPa, HAUMEHOBaHHE BHJA JIOKYMEHTa —
MpUKa3, J1aTy, HOMEp, MECTO COCTABIICHHS, 3ar0JOBOK K TEKCTY, TEKCT, MOJITUCH, TI€YaTh, BU3HI
COTJIACOBaHUS

Bomnpoc 7

B ynpaBnenueckoi mpakTHKE MIPUMEHSIOT CIIEIYIOIINE BUbI OJIaHKOB:
A) 6naHk TUChMa

b) 6mank KOHKpETHOro BHUJIa JOKYMEHTa

B) o6mmii 6ank

J1) 6nank pusnyeckoro auma

Bomnpoc 8

JIOKyMEHTUPOBaHUE 3TO:

A) mporiecc IBUKEHHS TOKYMEHTOB B OpraHU3allN

b) 3anucek nadopMaIuu Ha pa3IMUHBIX HOCUTENSIX MO YCTAHOBICHHBIM MIPaBUIIaM
B) coznmanue noxymeHTOB

I') paboTa ¢ mokymMeHTaMu

Bompoc 9

K oprannzaiimoHHBIM JOKyMEHTaM OTHOCSITCSL:

A) ycTaBbl 0) mpaBmJIa  B) aKThl T) MPHUKa3bl J1) HHCTPYKIIUH
Bompoc 10

I'ep6oBoii meuaThio (TIeYaThi0 OpraHU3aIui) 3aBEPSIOT:
A) rapanTHifHble MTUCbMa 0) IPOTOKOJIBI 3aCEAAHNUN  B) MPUKA3bI
I') noroBopsl 1) TPy1OBbIE KHIKKH
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Bompoc 11

DopMyIIsIp TOKYMEHTA 3TO:

A) Habop pexkBU3UTOB O(UIMAIBHOTO NHCBMEHHOIO JIOKYMEHTa, pAaCIOJOXKEHHbIX B
OIIpEJIeIEHHON TI0CIIE0BATEIBHOCTU

b) nopsiok 06paboTKH JOKYMEHTOB

B) MunumanbHbIil 351eMeHT 0OopMIIEHHS TOKYMEHTa

Bompoc 12

WupopmanimoHHO-CTIpaBOYHBIN TOKYMEHT 3TO:

a) JlokymeHT, comepxammuii nHGopMaIuoo o GaKTHISCKOM TMOJIOKEHUHU 1€, KOTOPBIN CITY>KUT
OCHOBAHUEM JIJIsl IPUHATHUS PELICHUM

0) JlokyMeHT, OpraHu3youuil paboTy yupexIeHus

B) JIoKyMeHT, B KOTOpOM 3a(pMKCHUPOBAHBI PACTIOPSKEHUSI PYKOBOJICTBA

r) JIOKyMeHT, QUKCUPYIOLIUI 1eATeIbHOCTh KOJIJIETHajIbHOIO OpraHa

Bompoc 13

bnank ¢ nzo0pakeHreM rocyjapcTBeHHOro repba Poccuiickoit @enepannu MOTyT UMETh:

a) JIrobast opranmsanus, 3aperucTpupoBaHHast Ha TeppuTopuu Poccuiickont denepamnnn

6) Kommepueckas ¢pupma, 3apeructpupoBaHHas Ha Teppuropun Poccuiickoit deneparn

B) YupeXJieHusl U opranusanuy, ykazanuele B Konctutynnonnom 3akone «O repbe Poccuiickoii
denepauum»

r) YupexxaeHus ¥ opranusaiuu, ykazanasie B Koncruryuu PO

Bomnpoc 14

K pekBusuram, npuaarommM JOKyMEHTY FOPHINYECKYO 3HAYMMOCTh OTHOCSITCS :

a) rep6 PO

b) ormeTka 0 mocTymiaeHNN TOKyMEHTa

B) MOANUCH

I') aBTOp JOKYMEHTA

[lepedyeHp BOIPOCOB K KOHTPOJILHOW paboTe 1o Teme 9

Uro Takoe yHUPHUKAIUSA JOKYMEHTOB?

JlaiiTe onpeneneHre CUCTEME TOKYMEHTalluN

Uro Takoe yHU(PHUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIH, HA30BUTE HX.

Kakue BuIBI JOKYMEHTOB BXOJAAT B COCTaB YHU(UIIMPOBAHHON CHCTEMBI OpPraHU3aIMOHHO-
pPactopsIAUTENbHON JOKYMEHTALIMH.

Ilepeuens 6onpocos k umoz060i KOHMpPoOLHOU padome Ne 2

[TousaTus «yHU(UKALUI) U «CTAHIAPTUALMSD TOKYMEHTOB.

Pa3Butne ynudukanuu u crangaptuzanuu JokyMeHToB Bo Il monoBune XX B.

I'OCT P 7.0.97-2016. Ero conep:xanue, 3Ha4YCHUE.

TpeboBanusi kK KOHCTPYHUPOBAHHIO OJTaHKOB. Bunbl O651aHKOB. biaHku mpeanpusTHil pa3TuaHbIX
(hopM COOCTBEHHOCTH.

PekBu3UT «HauMeHOBaHKE OpraHU3aluU-aBTOPa TIOKyMEHTa», TpeOOBaHUS K HEMY.

PexBU3UT «cIIpaBOYHBIE JaHHBIE 00 OpraHU3aIMHU-aBTOPE JOKYMEHTa», €r0 COCTaB.

PexBu3ut «agpecar», ero 3HaueHNE U COBPEMEHHbIE TPeOOBaHUS K O(POPMIICHHUIO.

Hatel. TpebGoBaHus K UX 0POPMIICHHIO; JaTa KaK COCTABHAs YacTh JPYTUX PEKBU3UTOB.
PexBH3UT «perucTpaniMOHHBI HOMEP JOKYMEHTA», €r0 3HaYCHHUE.

PekBU3UT «CChUIKA Ha PETUCTPALIMOHHBIM HOMEpP M JaTy JOKYMEHTa», KOrJa U TAe€ OH
MIPOCTABJISIETCS.

[Topsimok coryiacoBaHus IOKyMEHTOB U 0()OPMIICHUS! BHYTPEHHETO U BHEIIHETO COTIacOBaHMS
[Topsiiok yTBEepK/IeHUSI JOKYMEHTOB, BUJIbI YTBEPKICHHUSL.
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[Topsnox moanucaHus TOKyMEHTOB.

[TedaTh KaK peKBU3UT JOKyMeHTa. Ha Kakux JOKyMeHTax MpOCTaBIseTCs repOooBasi mevyars.
CoctaB ynoctoBepeHHsl TOKyMeHTOB. [IpaBuiia opopmieHHs PEKBU3UTOB, YAOCTOBEPSIOLINX
JOKYMEHT.

OTMeTKH Ha TOKYMEHTE, UX 3HaueHHe U 0(pOpMIICHHUE.

Pezomonusi. E€ 3nauenue. TpeboBanus, MpeabsBisieMble K Pe30JIIOLINH.

PekBU3UT «0TMETKa 00 HCTIOIHUTENIE), €r0 3HAUCHHUE.

PexBu3UTHI, NpUIAOLIUE TOKYMEHTY IOPUINYECKYIO 3HAUHUMOCTD.

YHudukanus TeKcra 10KyMeHTa.

TpadapetHsie TekcTel. MeToMKa pa3paboTKH.

CriocoObl  mpencTaBieHUs] YHU(PHUIMPOBAHHBIX TEKCTOB (QHKETHI, TaONMIbI, TpadapeTHble
TEKCTHI).

O6mue TpeboBaHUs K TEKCTY JOKYMEHTA.

ANTOpUTM MOATOTOBKH JOKYMEHTA.

DJeMeHTHI TEKCTa: 3ar0JIOBOK, MPUJIOKEHUS, TPEOOBAaHUS K HUM.

JIuHrBUCTHYECKHE OCOOCHHOCTH TEKCTOB CIYKEOHBIX JOKYMEHTOB.

[TonsiTHEe «CUCTEMBI TOKyMEHTALIUN», PA3BUTHE CUCTEM.

[TonsATHE «YHU(UIMPOBAHHBIE CUCTEMBI JOKYMEHTAIII.

Hasznauenue, onpenenenne u cocraB Y COP/I.

TpeboBaHus K COCTABICHUIO U O(OPMIICHUIO OPraHU3aIIMOHHBIX JOKYMEHTOB.

TpebGoBaHMs K COCTaBICHHUIO U OQOPMIICHHUIO PACIOPAIUTENbHBIX JOKYMEHTOB.

TpeboBaHus K COCTABICHUIO U O(OPMIICHUIO IPUKA30B.

TpeboBanmsi K COCTaBICHUI0O W OMOPMIICHHIO OOBSICHUTEIBHBIX M JIOKJIAJHBIX 3aIMHCOK
(BHEIIHUX U BHYTPEHHUX).

TpeOGoBaHMs K COCTaBJICHHUIO M O(QOPMIICHHUIO CIPaBOK (BUABI CIIPaBOK, CHPAaBKH BHEIIHHE U
BHYTpPEHHHUE).

TpeGoBaHus K COCTaBICHHUIO U OOPMIICHHIO aKTa.

TpeboBaHust K COCTABICHUIO U O(OPMIICHHUIO CITY>KEOHOT0 MUCchMa. Pa3HOBHIHOCTH MHCEM.
TpeboBanus K COCTaBICHUIO U OPOPMIICHUIO TEIIETPAMM.

Ocobennoctu Gopmyisipa TeaepoHOrpaMMBl.

ANropUTM MOATOTOBKM U TPOBEACHMS COBeIlaHus. J[OKyMEHTbI, co3JaBaeMble B Ipoliecce
MOJATOTOBKH COBEILAHUS.

TpebGoBaHMs K COCTaBICHHUIO U 0QOPMIICHHUIO POTOKOJIA.

IToHsATHE KOMIIIIEKCOB TOKYyMEHTOB. IIepBHUUHBIE KOMIUIEKCHI TEKCTOBBIX JOKYMEHTOB.

[TonsTHS «AOKYMEHTaIbHBIN QOHI» U «apXuBHbIN GoH». VX paznuuue.

CrnoxHble KOMIUIEKCH. BETOMCTBEHHBIE apXUBBI.

Cnoxuble KOMIUIEKChI. ['ocyiapcTBeHHbIe apXuBbl. CeTh TOCY1apCTBEHHBIX apXHUBOB.

[IoHATHS «IEHHOCTh [OKYMEHTa», «IKCIEPTHU3a LEHHOCTW». BO3HMKHOBEHME, pa3BUTHE
AKCIIEPTU3BIL.

[IpyHIMIIBI, KPUTEPUH SKCTIEPTU3bI IEHHOCTH JJOKYMEHTOB.

Ilepeuensv 60npocos K ycmuomy IK3ameHy no 6cemy Kypcy

IlepeueHp BOpOCOB Ui MOATOTOBKH K 9K3aMEHY 10 TUCLUIUIMHE “J[0OKyMEHTOBEIeHUE”
JIOKyMEHT M €r0 MECTO B CHCTEME YIIPABIICHUSI.

3aKOHBI U MHbIE HOPMAaTHBHBIE MTPABOBBIE AKThI, PErJIaMEHTUPYIOIINE CO3/laHie U o(opMiIeHHE
JOKYMEHTOB.

HopmatuBHO-METOJMUECKUE JOKYMEHTBI, OIMpPECIAIoNIe MOPSIOK CO3AaHUsl U O(OpPMIICHUS
JOKYMEHTOB.

JIOKyMEHTOBEICHME KaK Hay4dHas JAUCLHUIUIMHA M €€ CBiI3b C JPYTMMHM Hay4YHBIMU
JUCHUIUTMHAMM.
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[TonsiTue «MHpOpMALUI» U €r0 pa3BUTHE.

[lonsTHE «IOKYMEHT» U €TO PA3BUTHE.

Csi3p HHPOPMAIIMHU U TOKYMEHTA.

OOu1re u yacTHble QyHKIMH JOKYMEHTA.

CriocoObl TOKYMEHTUPOBAHHUS U UX Pa3BUTHE.

TekcToBOe JOKYMEHTUPOBAHUE U JTAIIbl €TI0 PA3BUTHUA.

[Tukrorpammel. [IpuMeHeHne TUKTOrpaguueckoro NuchmMa Cero iHs.

Jlororpammsl. Mcrionb3oBaHue J10rorpaMM CEroIHs.

TexHuueckoe TOKyMEHTHpOBaHUE. BHUIbI KOMIUIEKCOB TEXHUYECKOM TOKYMEHTAIIUH.
®oronokymentuposanue. [losBienue, pa3BuTHe, IPUMEHEHUE.

KunonoxymentupoBanue. [losiBiaenue, pa3sutue, npuMeHEHHE.

®ononokymentuposanue. [lossnenue, pasButue, IpUMEHEHHE.

Marepuan s JOKyMeHTHpoBaHus. Ero pazsutue.

IHopnmunavky u xonuu. Bunael konui. [lopsaaok ynocToBepeHUN KONUN.

dopmysip nokymenTa. Tumnosoit popmysisp, hopmymsip-oopaserr.

Pazsutue popmyisipa nokymenrta B XVI-XVII BB.

®opmysip nokymenTta X VIII B.

Dopmyisp TeKCTOBOro nokymenrta XIX- Hauana XX BB.

[TonsTHs «yHUPUKAUI) U «CTAaHIAPTU3ALUDY TOKYMEHTOB.

IoCT P 7.0.97-2016. Ero copepxaHue, 3HAUY€HHE M BO3MOXKXHOCTU HCIIOJNB30BAaHUS B
COBPEMEHHBIX OPTraHU3ALMSIX.

IIpaBuiia 1e10Mpon3BOJACTBA B TOCYJaPCTBEHHBIX OpPraHax, OpraHax MECTHOI'O CaAMOYIPaBICHUS
(conepxaHue, 3HaY€HUE U BO3MOKHOCTHU HCIIOIb30BAHMUS).

Mertoandeckie peKOMEHJIAIMU MO pa3paboTKe HMHCTPYKUMH IO JEJIONpOU3BOJACTBY B B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBJIeHUs (COlep)KaHue, 3HAYeHHE U
BO3MO>KHOCTH MCIIOJIb30BAHMS).

[IpuMepHass MHCTPYKIMS IO JEIONPOU3BOJACTBY B IOCYNAapCTBEHHBIX opranuzanusx 2018 r.
(comeprkaHue, 3HaUEHUE U BO3MOXKHOCTH UCIIOJIB30BAHNUA).

CocraB pexkBu3uToB OankoB. Knaccudukanus 651aHKOB.

PexkBU3UT «HaUMEHOBaHHE OPraHU3alUN-aBTOpa IOKYMEHTa», TPEOOBAHUS K HEMY.

PexBu3uT «cripaBouHble JaHHBIE 00 OPraHU3AIMH-aBTOPE JOKYMEHTA», €ro COCTaB.

PexBU3UT «ajpecar», ero 3Ha4eHUE U COBPEMEHHbIE TPeOOBaHUS K 0()OPMIICHUIO.

Hatbl. TpeboBanus kK ux oOpMICHHIO; 1aTa KaK COCTaBHAs YaCTh IPYTUX PEKBU3HUTOB.
PekBU3UT «perucTpallMoOHHbI HOMEP JOKYMEHTA, €T0 3HAUECHHUE.

PexBH3UT «cchbUIKa Ha PErMCTPALMOHHBIM HOMEP M JaTy JOKYMEHTa», KOrjaa W TI/e OH
IIPOCTABJISICTCSL.

[Topsiok cornacoBaHus JOKYMEHTOB U OOPMIIEHHUSI BHYTPEHHETO M BHEILIHETO COTJIACOBAHUS
Ilopsiok yTBEpKI€HUSI JOKYMEHTOB, BUJIbl YTBEPKICHMSL.

[lopsnox mnonamucaHusi JOKYMEHTOB. OJIEKTpOHHAs mnoAmuch. OTMeTka 00 53JIeKTPOHHOM
MIOAIINCH.

[leuaTp KaKk peKBU3UT NOKyMeHTa. Ha Kaknx JOKyMEHTaxX IMPOCTABIISETCS OTTUCK MEYATH.
CocraB ynocroBepeHHs JOKyMeHTOB. [IpaBuiia oopMiIeHHS PEKBHU3HMTOB, YAOCTOBEPSIOLIHI
JIOKYMEHT.

OTMeTKH Ha JOKYMEHTe, UX 3HaueHHe U ohpopMieHue.

Peszomrorus. E€ 3nauenue. TpeboBanus, mpeabaBIsIeMbIC K PE30JTIOIIHIH.

PexBU3UT «OTMETKA 00 HCIIOIHUTENE), €T0 3HAUCHUE.

PexBu3uTHI, Mpuaaronne T0KyMEHTY I0PUINYECKYIO 3HAYNMOCTb.

Vaudukanus Tekcra gokymMeHTa. CrnocoObl TpeCTaBiIeHHs YHU(DUIMPOBAHHBIX TEKCTOB
(aHKeTBI, TAONMIIBI, TpadapeTHbIE TEKCTHI).

OOm1re TpeOoBaHUS K TEKCTAM YIPABICHUYECKUX JOKYMEHTOB.

ANTOpUTM NOATOTOBKHM JOKYMEHTA PACIOPSAUTEIBHOIO JOKYMEHTA.
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DJeMeHTHI TEKCTa: 3ar0JIOBOK, MPUIIOKEHHS, TPEOOBAaHUS K HUM.

IlonsiTe  «cUCTEMBI  JTOKyMEHTALlUW», PpPa3BUTHE CHUCTEM JOKyMeHTauuu. [lonsTHe
«yHUGUIUPOBAHHBIE CHUCTEMbl JOKyMEHTauuu». Ha3HaueHue, omnpelneineHue M COCTaB
YHUPUIHPOBAHHON CHUCTEMBI OPraHU3aIMOHHO-PACTIOPSIUTEILHON TOKYMEHTAIUH.
TpeboBanusi K cocTaBiIeHHIO U OGOPMIICHHIO OPraHU3alMOHHBIX JOKYMEHTOB (TOJOXKEHHE,
yCTaB, HHCTPYKLIUS, PETJIAMEHT, IITaTHOE PACIIUCAHUE).

TpeboBanust k cocTaBieHUI0O U OGOPMIICHHIO PACHOPAAUTENBHBIX JIOKYMEHTOB (TpHUKa3,
pacropsbkeHue, pelieHue, oCTaHOBICHHE, IIPOTOKOM).

TpeGoBaHusT K COCTaBICHUI0O M OMOPMIICHHIO OOBSCHUTEIBHBIX, MOKIATHBIX M CIY>KEOHBIX
3aIHACOK.

TpeboBaHust K COCTaBIECHUIO U OPOPMIICHHUIO CITPABOK (BHJIbI CIIPABOK).

TpeboBaHus K COCTABICHUIO U O(OPMIICHUIO AKTOB.

TpebGoBaHus K cOCTaBICHUIO U 0OPMIICHHIO CITy»)keOHOoTo ruchMa. Kiaccudukanus cirykeOHbIX
IIUCEM.

ANropuTM MOATOTOBKM W TPOBEACHUS coBellaHus. [|OKyMEHTBI, cO3/1aBaeMble B IIpoOIecce
MIOATOTOBKH COBEILAHUS.

TpeboBaHus K cOCTaBICHUIO U OPOPMIICHHUIO ITPOTOKOJIA.

IloHsTHE KOMILIEKCOB TOKYyMEHTOB. llepBUUHBIE KOMIUIEKCHI TEKCTOBBIX JTIOKYMEHTOB.

CnoHble KOMIUIEKCHI TOKYMEHTOB. [IOHATHS «JIOKyMEHTaIbHBIA (GOHI» U «apXUBHBIN (OHI.
Nx pasnuuue.

Howmenxknarypa gen.

IIpu3naku 3aBeieHUs A€.

6. YueOHO-MeTOMUYEeCKOEe M1 MHPOPMALIMOHHOE O0ecneueHmne
JTUCIHUTILTAHBI

6.1. CnMcoOK MCTOYHUKOB M JINTEPATYPbI

O0s3aTenbHbIE UCTOYHUKHA

@denepalibHbIl KOHCTUTYLHMOHHBIM 3akoH OT 25 pnekabps 2000 r. Ne 2-®K3 «O
I'ocynapctBennom repoe Poccuiickoit denepanun» // [DnektpoHHbiit pecypc]. — M., 2019. —
Pexxum nocryna: http://www.consultant.ru/document/cons doc LAW_29674/.

Odenepanpubiii 3akoH  PD ot 27.07.2006 1. Nel49-d3 «O6 wuHbOpmaIuwy,
MH(GOPMALIMOHHBIX TEXHOJOTHSIX M O 3amuTe uHpopmauumn» // [DaeKkTpoHHBIH pecype]. — M.,
2019. — Pexxum noctyna: http://www.consultant.ru/document/cons doc LAW_61798/.

®enepanpubiii 3akoH oT 06.04.2011 Ne 63-®3 “O06 »nexkrpoHHOW moamucu” //
[D5eKTpOHHBIM pecypc]. — M., 2019. - Pexxum JOCTYyIIa:
http://www.consultant.ru/document/cons_doc LAW_112701/.

®enepanpublii 3akoH 0T 01.06.2005 NoS53-D3 «O rocynapcTBeHHOM si3bike Poccuiickoit
Oeneparun»  // [OnektponHeld  pecypc]. — M., 2019. — Pexum pgocryna:
http://www.consultant.ru/document/cons_doc LAW_53749/.

IIpaBuna nenompou3BOACTBA B TOCYAApCTBEHHBIX OpraHax, oOpraHax MeECTHOIO
camoyrmpasneHus, yTB. [Ipuka3zom PocapxuBa ot 22.05.2019 Ne 71 // [DnexkTpoHHBIH pecypc]. —
M., 2021. — Pexxum goctyma: http:// https://base.garant.ru/72291836/.
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MeToaudeckie peKOMEHJAMKA 0 pa3pabdO0TKe WHCTPYKIHUH IO JISIONMPOU3BOJICTBY B
TOCYJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoyrpasieHus, yTB. [Ipuka3om PocapxuBa ot
24.12.2020 Ne 199 // [Onextponnbii pecypc]. — M., 2021. — Pexum npocrtyma: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.

[TpuMepHas MHCTPYKLHMSA IO JIEJIONPOU3BOJACTBY B IOCYJapCTBEHHBIX OPraHMU3ALUAX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 Ne 44) // [OnekrponHsiii pecypc]. — M., 2019. Pexum
nocrymna: http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. Haumonanbnbiii ctanmapt Poccuiickoit ®enepauun. Cucrema
CTaHAapTOB Mo WH(opManuu, OMONMMOTEYHOMY W H3JAaTeIbCKOMY aeny. OpraHu3alMOHHO-
pacriopsiauTenabHas JoKyMeHTanus. TpeGoBaHus K 0(OPMIICHHIO JTOKYMEHTOB // [DIeKTpOHHBIN
pecypc]. - M., 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P HMCO 15489-1-2019 Haumonanbsnbiii crangapt Poccuiickoii ®Penepanui.
Cucrema ctannapToB 1o nHpoOpMaIMK, OMOIMOTEYHOMY M M3/aTeNbckoMy Aeny. Mupopman3us
U JOKyMeHTauus. YmpaBienue gokymeHtamu. Yacte 1. [loHstus u npuHuMIbL. //
[D51eKTpOHHBII pecypc]. — M., 2021. Pexum JOCTYTIA: http://
http://www.consultant.ru/document/cons_doc LAW_329486/ .

I'OCT P 7.0.8-2013 Jlesonpou3BOACTBO M apXWUBHOE Jie710. TepMUHBI U OMpPEACIICHUS. -
[DneKTpOHHBIH pecypc]. — M., 2019. Pexxum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

JIureparypa

OcHoBHas

I'moroBa C.A., [BoenocoBa I'.A., KonpkoBa A.lIO., Kykapuna IO.M., Kionr ILA.,
Jlanckoi I'.H., [Tapuesa JI.P., Yaesauena C.O. Jlokymentosenenue. M.: PITY, 2024. 580 c.

brikoBa T.A. JlokyMeHTallMOHHOE oOOecleueHne YMpaBlieHUus (JeIOMPOU3BOACTBO)
[DnexTponHblii pecypc]; yueOHoe nocodue/ T.A. beikosa, T.B. Ky3nerosa. -2-e uza. nepepad. u
non. — Mocksa: Uugpa-M, 2018. -304 c. — Pexxum poctyna: http://znanium.com/go.php?
1d=942800/

I'motoBa C.A. BO3HUKHOBEHWE U TCH/ICHIIMH PA3BUTHS PACTIOPSIAUTEIBHON TOKYMEHTAIINN
B Poccun B nopeBontonimonnsiit nepuon // Bectauk PITY. 2014. No2. [DnexkTpoHHBIHA pecypc]. —

M., 2019. - Pexumm pocryna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-
2_14.pdf#page=70.

Kykapuna IO.M. CoBpeMeHHBbIE OpraHU3allMOHHBIE M PETJaMEHTHBbIE JTOKYMEHTHI:
byskun u pazHoBugHOCTH // BectHuk PITY. 2016. No2. [DnexTpoHnHsIii pecypc]. — M., 2019. —
Pexxum  nmoctyma:  https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi
%202(4)-16.pdf.

Kykapuna FO.M. CocraB ynoCTOBEpEeHHs JOKYMEHTA: OT MPOUUIOrO K HACTOAIIEMY WU
oyaymemy// Bectauk PITY. 2014. Ne2. [DnekTponnsiii pecypc]. — M., 2019. — Pexxum goctyna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=128.
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https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
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http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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JlononautensHas

JlBoenocoBa [.A. CenekTHBHBIN OTOOp MOHATUS «JaoKyMeHT» // Bectnmk PITY. 2016.
No2. [DneKTpOHHBIN pecypc]. - M., 2019. - Pexum JIOCTyTa:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-16.pdf#page=71.

6.2. Ilepeyennb pecypcoB HH(POPMALMOHHO-TEJEKOMMYHUKALIMOHHOM CeTH
«HHTepHeT»

I"apanT [OnexTpoHHBINH pecypc]. — DnekTpoH. AaH. — M., cop. 2013. — Pexxum noctyna:
http://www.garant.ru.

KoncynbranT [1moc [DnekTpoHHbIi pecypc]. — DnekTpoH. nad. — M., cop. 2013. — Pexum
nocryma: http://www.consultant.ru.

6.3. IIpodeccuonasibHbIe 0a3bl JAHHBIX M1 HHGOPMAIMOHHO-CIIPABOYHBbIE CHCTEMBI

Jloctyn k npodeccroHanbHbIM 0azaMm naHHbIX: https://liber.rsuh.ru/ru/bases

HHbopManroHHbIE CIIPABOYHbIE CUCTEMBI:
1. Koncynsrant Ilntoc
2. Tapant

7. MarepuajibHO-TeXHHYECKOe o0ecreyeHne 1 CIUITHHBI (MOTYJIA)

Hdns obecrieueHuss AMCIUIUIMHBI  HMCIOJIB3YETCS  MaTepualibHO-TEXHHMUYecKas 0aza
00pa30oBaTeNbHOTO YUYPEXKACHUS: Yy4eOHBIE ayJWTOPUH, OCHAIIEHHBIE JIOCKOW, a TaKxke
KOMIIBIOTEPOM U IPOEKTOPOM ISl IEMOHCTPAIMH YI€OHBIX MaTEPUATIOB.

CocTtaB nporpaMmMHOTo 00€CIIeYeHHS:
1. Windows
2. Microsoft Office

8. OGecneuenue 06pa3oBaTeJLHOIO NPOLECCA AJIs JHI ¢ OTPAHHYEHHLIMU
BO3MOKHOCTSIMH 310POBbSI 1 HHBAJIH/I0B

B xoze peanuzanuu JUCHUIIITMHBI HCTIOIB3YIOTCS CIIEIYIOUIUE AOTOTHUTEIbHbIC
METOJIbl O0Y4YEeHMs, TEKYLIEro KOHTPOJII YCHEeBAEMOCTH W MPOMEXKYTOUHOH arrecTtanuu
oOydaronuxcs B 3aBUCUMOCTH OT UX WHIANBUAYATbHBIX OCOOEHHOCTEH:

JUTSL CIIETBIX U CIIA00BUISIIINX
- JeKnud Oo(OPMIISIIOTCS B BHJE DSJEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C TIOMOIIBIO
KOMITBIOTEPA CO CIEeIMATN3UPOBAHHBIM MPOTPAMMHBIM 00ECTICUeHUEM;


http://www.consultant.ru/
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
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- MMCHMEHHBIC 33JJaHUS BHITIOIHSIIOTCS HA KOMITBIOTEPE CO CIIEIHATN3UPOBAHHBIM ITPOTPAMMHBIM
obecrieyeHneM, Ui MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecnieunBaeTCs MHAWBUIyaIbHOE paBHOMEpHOE ocBemieHrne He menee 300 Jrokc;

- 7 BBIIOJHEHUS 3aJaHusl TpU  HEOOXOAMMOCTH TPENOCTaBISAETCS YBEIMYHMBAIOIEE
YCTPOICTBO; BOZMOKHO TaKe UCIIOJIb30BAHUE COOCTBEHHBIX YBEINUUBAIOIINX YCTPOUCTB;

- MUCBbMEHHBIE 3aJJaHNsl OPOPMIISIOTCS YBEIIMYEHHBIM HIPUPTOM;

- DK3aME€H U 3a4€T MPOBOJATCS B YCTHOM (hOpMe WJIM BBINOJHSIOTCSA B MHCbMEHHOHN (hopMe Ha
KOMIIBIOTEPE.

JUTSI TIIYXUX M CJIA00CITBITIATIHX

- Jekuuu Oo(OpMISIIOTCS B BHJE 3JEKTPOHHOTO JOKyMEHTa, JHOO MpeaocTaBiseTcs
3BYKOYCHJIMBAIOIIAs annapaTypa HHAUBHUIyaIbHOTO MOJIb30BaHUS;

- MUCHbMEHHBIE 33JIaHUs BBITTOJIHAIOTCS HA KOMITbIOTEPE B MUCbMEHHOU opMme;

- 9K3aMeH U 3a4€T NPOBOJAATCS B MHUCbMEHHOH (hopMe Ha KOMIBIOTEPE; BO3MOKHO MPOBEACHHE B
dbopMe TecTHpOBaHHUSL.

JUIS JIUILL C HApyIIEHUSIMA OMIOPHO-ABUTAaTEIbHOIO annapara:

- JeKuuH OQOPMIIOTCS B BHUJAE OJIIEKTPOHHOIO JIOKYMEHTAa, JOCTYITHOTO C MOMOIIBIO
KOMIIBIOTEpA CO CMEUAIN3UPOBAHHBIM IPOTPAaMMHBIM 00€CIICUEHUEM;

- MUCbMEHHBIE 33JJaHUS BBIIOJIHSAIOTCS Ha KOMIIBIOTEPE CO CIIELHATU3UPOBAHHBIM NIPOIPAMMHBIM
00eCIIeUeHHEM;

- 9K3aMEH U 3a4€T MPOBOAATCSA B YCTHOM (OopMe WM BBINOJIHIIOTCS B MUCbMEHHON (opme Ha
KOMIIBIOTEPE.

ITpu HEOOXOIMMOCTH MPeyCMaTPUBACTCS YBEIWUCHNUE BPEMEHH I TOATOTOBKU OTBETA.
[Ipouenypa npoBeaeHUs MPOMEXKYTOUHON aTTecTaluy JUIsl 00y4aroUIMXCs yCTaHABIMBAETCS C
yu€TOM HMX MHIUBHIYaJbHBIX NCUXO(H3HUECKUX ocobeHHOocTel. IIpomexxyTouHas arrecTaius
MO>KET IPOBOIUTHCS B HECKOJIBKO 3TAIOB.

[Ipu mnpoBeneHHM NPOLEAYPHl OLEHUBAHUS PpE3yJIbTATOB OOYYEHHUS IperycMaTpUBAETCs
UCTIOJNb30BaHUE TEXHWYECKHX CPEICTB, HEOOXOAMMBIX B CBS3M C HHIUBUIYAJIbHBIMU
0COOEHHOCTSIMH 00YyYaromuxcs. ITU CPEJCTBA MOTYT OBbITh NPEIOCTABICHBI YHUBEPCUTETOM,
WJIM MOTYT HCTIOJIb30BAaThCsl COOCTBEHHbIE TEXHUUECKHE CPE/ICTBA.

[TpoBeneHue mpoueaypbl OLEHUBAHUS PE3yIbTaTOB OOYUYEHHUs JOMYCKAETCsl C UCIOJIb30BAHUEM
JUCTAaHLIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOT .

OOecneunBaeTcs AOCTYN K HWHGOPMAIMOHHBIM U OuOIMOrpauyeckuM pecypcaMm B CETH
WuTepHer mist kaxzaoro oOywaromierocss B gopmax, aJanTHPOBAaHHBIX K OIPAaHUYCHHSIM HUX
3JI0POBbS U BOCIIPUATHUS MH(OPMAIIH:

IUTSL CIIEHBIX U CIIA00BUISIINX

- B Ie4aTHON (popMe yBETUUYEHHBIM HIPUPTOM;

- B (popme 3IeKTPOHHOTO TOKYMEHTA;

- B (hopme ayanodaiina.

JUTSL TIIYXUX B CIIa0O0CIIBIIAIINX:

- B IeYaTHOH (opme;

- B (hopme 371eKTPOHHOTO IOKYMEHTA.

111 00yYaroIuXcs ¢ HapyLUICHUsIMU OMOPHO-/IBUraTeIbHOTO arapara:

- B Ie4aTHOH (opme;

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;

- B popme ayauodaiina.

VY4eOHble ayJUTOPUH JJIs1 BCEX BUAOB KOHTAKTHOM M CaMOCTOSTENbHOM paboThl, HAy4Has
O6uOIMOTEeKa W MHbIE MOMENIEHHs JUIsl 00y4YeHHsI OCHAILlEHBI CIIEUAIbHBIM 000pYy/IOBaHUEM U
y4eOHBIMHU MECTaMU C TEXHUYECKUMHU CPEICTBAMU 00yUEHUS:

IUTSL CIIEHBIX U CIIA00BUISIINX
- YCTpOMCTBOM Uil CKaHMpoBaHUs U uTeHus ¢ kamepoil SARA CE;
- nuciuteeM bpaiinsg PAC Mate 20;
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- npuHTepoM bpaiing EmBraille ViewPlus;
JUIsL TIIYXUX U CJIa0OCIIbIIIAIINX:

- aBTOMAaTH3UPOBAHHBIM pabOYMM MECTOM JJsi JIIoJed ¢ HapylIeHHeM clyXa |
c71a00CIIBIIIAIINX;

- AaKyCTUYECKUH YCWINTEIb U KOJIOHKH;
111 00yYaroIuXcs ¢ HapyLUICHUsIMU OMOPHO-/IBUraTeIbHOTO armapara:

- IEPEIBUKHBIMU, PETYJIHPYEMBIMHU 3proHOMHAYecKkuMH napramu CH-1;

- KOMIIBIOTEPHON TEXHUKON CO CIEUAIbHBIM IIPOTPAMMHBIM 00€CIIeUeHHEM.

9. MeTtonn4yecKue MaTepuaJibl

9.1. [Li1anbl J1aOOPATOPHBIX 3AHATHI

MeToauvecKkue yKa3aHusl 10 OPTaHU3AIUN U TIPOBEACHHIO JIA0OPATOPHBIX 3aHITHIA.

Breibop Tem maGopaTOpHBIX — 3aHATHI OOYCJOBIEH OOIIUM CoOJep)KaHHeM Kypca u
HaIleJIeH Ha YTITyOJIeHHOE U3yUeHHE €ro OTACIBHBIX Pa3JIeNoB.

[lenp 3aHATUH — 3aKpeIUIeHHE CTYACHTaMH 3HAHUM TEOpPEeTHUEeCKOro Kypca U
MPUOOPETEHUE UMHU TIPAKTHYECKUX HABBIKOB JIOKYMEHTHPOBAHUS JIEATEIBHOCTH OpraHU3aIlui
NPEINPUATHIA.

B cBsi3u ¢ mocTaBneHHOI 11e1bI0 Ta00paTOPHBIE 3aHATHS pa30UTHI HA TPU pasjela:

Pa3Butne qokyMeHTa U cKJIaJpIBaHKuE ero (opMyispa.

Cocrasnenue u ohopmIIeHHUE OPTaHU3ANUOHHO-PACTIOPSIIUTEBHBIX TOKYMEHTOB.

CrnosxHble KOMIUIEKCHI TOKYMEHTOB.

B pesynbTare BBINMONHEHUS MPAKTUYCCKUX 3aHSATHI CTYJIEHTHI JOJKHBI 3HATH TIOSBIICHUE
U pPa3BUTHE TEPMHUHA «IOKYMEHT», B3aHMOCBSI3b IOHATUN «JIOKyMEHT» U «UH(MOpMALIU»;
dbopMbl U CcrocoOBl (UKCHPOBAaHUS HHPOPMAIMM HAa MaTEPHUATBLHOM HOCUTENE;, COCTaB H
HazHayeHHe QYHKIUI JOKYMEHTA; SBOJIIOLNI0 (hOpMYJisipa TEKCTOBOTO JOKYMEHTa B pa3inyHbIe
HUCTOPUYECKHE TEPHOIbl, COBPEMCHHBIE TPEOOBaHUS, MPEABABISAEMbIE K COCTABICHUIO W
0o(OpMIIEHHIO CITyKEOHBIX JOKYMEHTOB; YMETh COCTaBJISITh U O(GOPMIIATH OCHOBHBIE BH/IBI
OpraHU3AIMOHHO-PACTIOPSAUTEIHHBIX TOKYyMEHTOB.

3aHATHA TPOBOIATCS C y4yeToM TpeOOBaHUM, M3JI0KEHHBIX B 3aJlaHUSX U HA OCHOBE
mpeiaraeMbIX yIpaBICHUSCKUX CUTYaIUH.

3aHATHA MOTYT OBITH MPOBEIEHbl KaK TPaJWLIUOHHBIM CIIOCOOOM, TaK M Ha
MEPCOHABHOM KOMITBIOTEPE C HMCIOJIh30BAHUEM COBPEMEHHBIX TEKCTOBBIX PEIAKTOPOB M IO
CHeIHaIbHO pa3paboTaHHBIM METOUUYECKUM YKa3aHUSIM.

[MoaroroBka Kk maOOPATOPHBIM 3aHATHAM TMPEAYCMATPHBACT CAMOCTOSTEIBHYIO PadoTy
CTYJICHTOB I10 U3YYEHHUIO JIEKIIMOHHOTO Kypca, HICTOYHUKOB U JIUTEPATyphl, PEKOMEH/I0BAaHHBIX K
KOKIOMY 3aHSTHIO.

Ha xax1oM 3aHATHH IPOBOAMTCS ONMPOC U KOJIJICKTUBHAs Oecenia 1o TeMe, Pa3bsCHIIOTCS
nenu W 3agadd  e€ u3ydeHHs. Pe3ynbTaThl  caMOCTOSTENBHO BBIMOJHCHHBIX 33 aHHA
IpernojaBaTelib MPOBEPSeT B KOHIE 3aHATHI. [IpomyieHHbIe 3aHATHS CTYIEHTB OTPa0aThIBAIOT
CaMOCTOSITENIFHO B JIA0OPATOPUH IOKYMEHTOBEICHNUSI, B KOTOPOU BEAETCS YUET OTPabOTOK.

[1nans! 1abOpaTOpPHBIX 3aHATHM

Tewma 1: JlokyMeHT 1 ero (pyHKIMH , IOHATHS TOKYMEHT U HH(GOpMaIus — 8§ 4acoB.

Lens 3aHsATUS — aHATTN3 PA3BUTHUS TIOHIATUN «MHPOPMAIUS» U «IOKYMEHTY, OTPECIICHUE
GyHKIUI TOKyMEHTOB.

B pe3ynbTrare BhINOJHEHUS 3aJaHUN CTYAEHT JOJIKEH:



30

HUMETb MNPCACTABICHUC O B3aMMOCBA3U MOHS TN «I/IH(l)OpMaIII/ISI)) H «JOKYMCHT»,
Pa3BUTHU TOHATUA «AOKYMCHT», Pa3BUTHU CII0CO00B JOKYMCHTHUPOBAHUA U HUX CBIA3U C
MaTCpHaJIbHBIMH HOCUTCIIAMUA I/IH(i)OpMaLII/II/I;

YMCTb ONIPCACIIATH (I)YHKI_[I/II/I KOHKPETHOTO JOKYMCHTA.

3agaHus U1 CaMOCTOSITENTbHON pabOTHI.

[Ipoananu3upoBaTh yHoTpeOJeHHE TOHATUS JIOKYMEHT M €ro CHHOHHMMOB IO
«'enepanpHOMy perimamenty» 1720 r., «OOmemy ryGepHCKoMy YyupexnaeHuto» 1775 r.,
«O0bmeMy yupexaeHu0 MUHUCTEpcTB» 1811 T.

[Ipoananu3upoBaTh pa3BUTHE MOHATHS «IOKYMEHT» IO CJOBapsM M CIELUaIbHON
JUTEepaType.

[Ipoananu3upoBaTh pa3BUTHE TepMHUHA «HHPOpMaLUs» Mo cioBapsM 1 DegepaibHOMY
3akoHy «O0 mHbOopMaIu, HTHPOPMAITMOHHBIX TEXHOJIOTHIX U O 3alUTe HHHOPMAITTNY

[Ipoananu3upoBaTh pa3BUTHE TEPMHUHA «IOKYMEHT» 10 TOCYJAPCTBEHHBIM CTaHAApTaM.

Onpenenuts PyHKINN CIETYIOMUX JOKYMEHTOB:

- kyrmuas kabana Hukuter Ko3noBa Ha xonomna MBana [1aBnoBa 23 mas 1494 roxa;

- pamopt reHepan-npokypopa Cenara M.FO. TpyOemnkoro ummnepatpuie EnmzaBere
[letpoBae o mpuesne B IlerepOypr u3 Spocnasns TearpampHoi Tpynnsl D.I. BonkoBa 3
depans 1752 rona;

- Hexkper CHK «O mpaBunax moAnucaHus JAEHEKHBIX Oymar, JIOKYMEHTOB, OpJEpOB,
OTHOILIEHUH, CIPAaBOK U T.IL.» OT 12 nekaOps 1921 r.;

- Ilocranosnenne BIIMK m CHK PCOCP «O mnopszake Monb3oBaHMs IEYATSIMH C
rocynapctBeHHbIM repooM PCDCPy ot 15 nexabpst 1936 r.;

- mnocra"oBienuss [[K KIICC wu Coera wmunucrepctB CCCP «O wmepax mno
COBEPIIICHCTBOBAHUIO U yJICIICBICHUIO armapara ynpasiaeHus» oT 13 oktaops 1969 r.;

- ©3 “O06 nndpopmanuu, UHHOPMAITMOHHBIX TEXHOJOTHIX U O 3aIuTe nHpopMauu”.

[TpuBecTu mpuMepsl JOKYMEHTOB, BBIITOJIHAIOMINX CIEAYIOIUE QYHKIINH:

- YIIpaBJIEHYECKAs;

- IpaBOBas;

- colMaJIbHAs;

- KyJIbTypHasi;

- HICTOPUYECKOT0 UCTOYHHKA;

- uH(popMalMOHHas;

- ydera.

Yka3aHwus 1o BRITTOTHEHHIO 3aJaHUH.

1. M3yunTh 3aKOHOZATENbHBIE AKTHl M BBIINCATh BCTPEYAIOIIMECS B HUX CHHOHUMBI
MOHSTHUS <«JIOKyMEHT». BBIIBUTH 3HaueHUe MOHATHH «Jieno», «Oymaray, «akT», <«JIeJoBas
Oymaray, «CIry>KeOHBIH JTOKyMEHT», aTh UX ONpeAeTIeHHUE, €ClIi OHO NMPHUBEICHO B UCTOUHUKAX.
[Ipoananu3upoBaTh, B KAKUX CIydasx ynoTpeOseTcs Kaxa0e MOHATHE.

2. Ilo BeIIMCKaM U3 cI0Bapel U CIIELUAIbHON JIUTEPATYPhl ONPEIEIINTD, KAKUE ACIIEKTHI -
nH($OPMallMOHHBIN, IPABOBOH, YIIpaBICHUECKUN, HCTOPUUECKHII - JIETJIM B OCHOBY OIpEAEICHUS
MOHSTHS «IOKYMEHT).

3-4. U3 rocynmapctBenHbix cranmaptoB: ['OCT 16487-70 «/lenonmpousBoactso u
apxuBHoe neno. Tepmuubl u omnpeneneHus»;, ['OCT 16487-83 u T'OCT P 51141-98
«Jlenmonpous3BoACTBO M apxuBHOE neno. Tepmunbl u onpenenenusi»; ['OCT P 7.0.8-2013
«/lenonpounsBoacTeo u apxuBHoe neno. Tepmunsl u onpeneneHus»; 'OCT P UCO 15489-1-
2007 VYmnpaenenue gokymeHtamu. OOmmue TpeOoBanus; DenepanrbHoro 3akoHa «O06
uHpopManny, WHPOPMAIIMOHHBIX TEXHOJOTHAX M O 3ammre uHpopMmarmm» ot 27 utong 2006
Nel49-®3 Bemmcarh omnpezeneHus: TEPMUHOB «HMHPOpPMAIUI» U «IOKYMEHT» M YCTaHOBUTH,
KakMe aclekThl (HOCHTENH WHGOpMaluu, crnocoObl ee (UKCHpOBaHUS, IOpHUIMYECKas CHIIa
JOKYMEHTA U JIp.) ¥ QYHKIMH JOKYMEHTA 3aJI0’KEHBI B ATUX ONpeeNICHUsX.
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5. OmnpenenuTs (QYHKIMH JOKyMEHTa, T.€. €ro ILeJeBoe Ha3HaueHHUe. BpIABUTH
MO/UIMHHYIO 11€7b CO3JaHMs JIOKYMEHTa M 3areyaTiieHHs 3aKIIOUeHHOM B HeM HH(OpMalu,
MIPOaHAIM3UPOBATh POJIb JIOKYMEHTAa B JIaHHOW CHUTyalluM JOKYMEHTOOOpa3oBaHMs. Tak Kak
JTOKYMEHT NMoin(yHKIIMOHANICH, TIEpBOM yKa3bIBaeTCs (YHKIMS, 3a/laHHast JOKYMEHTY aBTOPOM.
OnHOBpEMEHHO OTMETUTh, KaKue M3 Ha3BaHHBIX (QYHKIUI TOKyMEHTa HOCST OO, a KaKue -
YaCTHBIN XapakTep.

6. IlpuBecTn mpumepsl JOKYMEHTOB, 00JaarolIMX Ha3BaHHBIMH (YHKIMSIMH, yKa3aTb
Ha3BaHUE BHUJA, 3arojIOBOK M JAaTy AoKymeHTa. Jlns ¢yHKIM ydera M NpaBOBOM MOKHO
MIPUBECTH NPUMEPHl COBPEMEHHBIX JOKYMEHTOB, [UIsI MOCTOSHHO ACUCTBYIOUMX (GYHKIUI
(uH(pOPMAIIMOHHOH, COLMAIEHON, KyJIbTYpPHOU, HCTOPUYECKOT'O UCTOYHHMKA) TPUBECTH MTPUMEPHI
JIOKYMEHTOB Pa3IUYHbIX HCTOPUYECKUX AIOX.

KoHTponbHbIE BOIPOCHI:

Kak pa3BuBanuch moHATHS «AHDOPMAITUS» U «TOKYMEHT»?

Kakue acmekTsl 4eoBe4eCKOW JIESATENBHOCTH OTPAaXXEHbl B ONPEIECICHHUAX TEPMHUHA
«JTOKYMEHT» ?

[lepeuncnure GyHKINN TOKYMEHTA.

Tema 2. CriocoObl TOKyMEHTHPOBaHMSI U MaTepHaJbHbIE HOCUTENIH HHPOpMAIUK — 8
4acoB

Lenb 3aHATHS — U3yUEHHUE PAa3IMYHBIX CIIOCOOOB 3anedaTieHnust HH)OPMAaLIHH.

B pesynbrare BeINONHEHNS 3aJaHUI CTYACHT JOJDKEH:

3HAaTh (YHKIUH JOKYMEHTa, CHOCOObI 3ameyaTyieHus HH(QOpMalMM, 3Tanbl pa3BUTHS
TEKCTOBOT'O IOKYMEHTHPOBAHMSI;

3amanus A1 CaMOCTOSITEIBHON PabOTHI.

- M3yuutp sTambl TEKCTOBOTO JIOKYMEHTHPOBAHHUS, O3HAKOMHUTBbCS € o0Opasnamu
MUKTOTPaMM U JIOTOTpaMM, JaTh UX KPaTKyI0 XapaKTepUCTUKY.

- O3HaKOMHUTBCA € O0pa3llaMU TEXHUUYECKUX IOKYMEHTOB M 3alucaTh UX COJAEp)KaHUe
TEKCTOBBIM CITOCOOOM.

Yka3aHus 110 BBIIOJIHEHUIO 3a/1aHUM.

1. U3yuuTh NHMKTOrpaMMbl M JIOTOTpaMMBI, IpeJICTaBiICHHbIE B KoJuleKuuu. Jlathb
ornucanue 1-2 nukrorpamm. [IpoBecTH aHanu3 3HAKOB JIOrOrpamMM, YUYHUTHIBAs MPHU 3TOM, UTO
3HaKy COOTBETCTBYET CJIOBO. 3apucoBaTh 2-3 oOpaslia W ONpeaeiauTh IPEUMyIIecTBa M
HEZ0CTaTKHU JIOTOIPaMM.

2. U3yuuts 1-2 yepTerka u TEKCTOBBIM CIIOCOOOM 3amucaTh UX COJEp>KaHUE.

KoHTponbHbIE BOIPOCHI:

KakoBbl 3Tanbl pa3BUTHS TEKCTOBOTO IOKYMEHTUPOBAHHUS?

KakoBsl criocoObI 3anevatienus HHpopmauun?

Kakue crioco0bl JOKYMEHTHPOBaHHUS MOSIBUINCH B 19 Beke?

Pa3naTtounslil MaTepran K 3aHATUSAM:

Komtekuus nukrorpamm, jjororpamm 1 JokymMeHToB XI-XX BB.
Ha6op nnakaros.

Craiipl IO UICTOPUU PA3BUTHS CIIOCOOOB TOKYMEHTHPOBAHUS.

Tema 3. @opmynsp AJOKyMEHTa U €ro cocTaBHbIe yacTH. VMcropusi pa3Butus Gopmyisipa
nokyMeHTa — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 32 yaca

®opmysp nokyMenra XVI - XVII BB. —

Ilenb 3aHATUS — BBISBICHHE 3aKOHOMEPHOCTEH CKIIAAbIBAaHUSA M pa3BUTHs (GopMylispa
TEKCTOBOTO ciyxeOHoro fokymenta XVI-XVII Ba.

B pe3ynbTaTe BBINOTHEHUS 3aIaHUI CTYACHT JOJIKEH:

UMETh MPEJICTABICHUE O CKJIabIBAHUM M Pa3BUTHH (OPMYJIIpa TEKCTOBOT'O JJOKYMEHTA B
MIPUKA3HOM JIEJIONPOU3BOJICTBE;
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3HaTh BHUIBI HoKyMeHTOB XVI-XVII BB., cocraB ¢opmynsipa; Ha3BaHUS PEKBU3UTOB U
MOPSI0K UX 0pOpMIICHHUS;

yMETh OTMMCHIBaTh KOHKpeTHBIE ToKyMeHThl X VI-XVII BB., cocTaBisas ux GopMyisipsl.

3amaHus U1 CaMOCTOSITENTbHON pabOThI.

1. U3yunTh BUIBI M pa3HOBUIHOCTH TOKYMEHTOB :

1.1 Ilo xpaTkoMy cJOBapi0 BHJOB M Pa3sHOBUIHOCTEH JOKYMEHTOB BBINHMCATH BHJbI
JIOKYMEHTOB;

1.2 Tlo KONJIEKIMH BBIABUTH BUABI JOKYMEHTOB, OOBSICHUB METOJ ONPEICICHUS KaX/10T0
BHJIA.

2. BBIABUTB U ONMCaTh 0COOEHHOCTH 0003HAUEHHsI aBTOpa JIOKYMEHTa, yKa3aB :

- CIIy>KE€OHBIN WIIN JTUYHBIA JOKYMEHT;

- KOJUIEKTUBHBIN WJIM NHIAUBUAYAJIbHBIN aBTOP;

- popmy 0003HaUEHHS AaBTOPCTBA, MECTO €r0 PACTIONOKEHHS B POPMYJIsipe TOKYMEHTa;

- 0COOCHHOCTH OIpe/IeNICHHsI aBTOpa.

3. IIpoananu3upoBaTh COCTaB U CIIOCOOBI 0003HAYEHUS PEKBU3UTA «aJpecaTy :

- BBIIIUCATh IPUMEPHI aIPECOBAHUS JOKYMEHTOB;

- H3Y4YUTh COCTaB, CHOCOO HamUCaHUS aJIpecaToB JIOKYMEHTOB, IMOCBUIAEMBIX W3
HIDKECTOSIIETO YYPEXKJICHHUS B BBIIIECTOSAIIEE, JOKYMEHTOB, KOTOPBIMH OOMEHUBAINCH
PABHOCTOSIIIIME YUPEXKACHUS, U JOKYMEHTOB, HAIIPaBISEMbIX M3 BBIIIECCTOSIINX YUPEXKICHUNA B
HIDKECTOSIINE.

4. U3yuuTh criocoObl JaTUPOBKU JOKYMEHTA :

a) OIPEJIENNTD JaThl U3y4aeMbIX JOKYMEHTOB;

0) yCTaHOBUTH MPU3HAKH IaTUPYIOLLIETO XapaKkTepa;

B) MEPEBECTH YCTAHOBJICHHBIE JAThI C 3PbI «OT COTBOPEHUS MUPa» Ha 3Py «OT POXKIECTBA
XpucToBay, € FOJIMAHCKOr0 KaJeHaapsi HA TPUTOPUAHCKHM.

5. M3yuuth cocTaB yIOCTOBEPEHHUS AOKYMEHTA : ONPEACIUTH HAJIWYHUE, COCTaB, MECTO
PAaCIIOJIOKEHUS TOANMCH U CKPETIBI.

6. Onucarp XxapakTep OTMETOK Ha JOKyMeHTax. ONpenenuTb UX Ha3HAYECHHUE.

7. Onpenenutb TPaJIULIUOHHO-CIOXKUBIIYIOCS CTPYKTYpy TEKCTa U OCOOEHHOCTH
U3JI0KEHHUS COJIePKAHUS OTACIbHBIX BUJOB JOKYMEHTOB (4eJI00UTHAs!, TPaMOTa, OTIHCKA).

VYKa3zaHUA 110 BBLITOJIHEHUIO 3aJaHUN:

3amgaaus Ne 1-6 MOXKHO BBIITOJTHATH C TOMOIIBIO TAOIUITLI CIASAYIOIICH (OPMBI:

Bun ABTOD Anpecar [ara CoctaB OTrMeTKa Ha
JIOKYMEHTa YAOCTOBEPECHUSL JOKYMEHTE

1. Beimucate Ha3BaHUS BUIOB JOKYMEHTOB, 0OpaTUB BHUMaHUE HA KOJUYECTBO BHUJIOB U
pasnoBuHocter B XVI-XVII BB.

Buapl 10KyMEHTOB clielyeT BBIUCHIBAThH IO CIEAYIOUIMM IpyNIaM: pacropsIuTeIIbHbIE
JOKYMEHTHI (HampuMep, yKasbl, TPaMOThl, HaKa3HbIE, MMaMsTH), Mepenucka (MaMsATH, OTHHCKH,
YeIIOOUTHBIC U T.11.).

Buzabsl JOKyMEHTOB HW3y4YUTh TaKK€ IO KOJUIEKIMM KOMHUM JTOKYMEHTOB. Tak Kak
OOJIBIIIMHCTBO JOKYMEHTOB HE UMEET BBIICICHHOr0 0003HAYCHHS BHUJA WU PA3HOBUIHOCTH, TO
HAJ0 WX OINpPEAETUTh CaMOCTOSITENIbHO M OINUCaTh METOJIbI OIpeleieHHs (aHadu3 TEeKCTa,
cnienuduKa U30KEHHS COJEP KAHUS WIIH CIIOKUBIIASICS UEPAPXUS JOKYMEHTOB).

2. Ilo xomnekmuu XVI - XVI BB. BHUMaTENIbHO MPOUYUTATH COAEPKAHUE KaXKJIOTO
JOKYMEHTa U yKa3aThb aBTOpa - CO3/aTeis JOKYMEHTa (y4peKJeHue) U MoApOoOHO OOBSCHUTH,
KaKuM 00pa30M yCTaHOBJIEH JaHHBIN aBTOP.
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3. BHHUMaTenbHO NPOYUTATh TOKYMEHTHI MPEIIOKEHHON KOJUICKIIMM W CTOJOma u
OTIPEICTUTh MECTO DACIONIOKEHHS ajJpecara, €ro cocrtaB U (opMy, BBIMHUCATH HECKOJIBKO
MIPUMEPOB.

Jlis aHanu3a TOKyMEHTOB, KOTOPIMH OOMEHUBAIHUCH YUPEKACHUS, CIEAYET B3STh TAaKUE
BUJIBI KaK YyKa3, TpaMoTa, dYenoOuTHas, ortnucka. IlpocienuTs W BBIHACATH TPUMEPHI
opopmileHHsT B HHX ajpecarta W IO COJEPKAaHUIO OMPEIeIUTh KOHKPETHBIE YUPEKICHUSI,
KOTOPBIM aJIpECOBAHBI JOKYMEHTHI.

4. YCTaHOBUTH JaTy CO3JaHHS JOKYMEHTAa - TOYHYIO, MPUOIMKECHHYIO, BEPOSTHYIO C
MOAPOOHBIM OOBSICHEHHEM JAaTUPYIOIIETO MpU3HaAKa (CoAepKaHue JOKYMEHTa, BPeMs JICHUCTBUS
HUCTOPUYECKHX JIHI] U T.J1.). YCTAaHOBJICHHYIO IO 3p€ «OT COTBOPEHHs MHpay (Hampumep, 7168,
Korja nepsas 1udpa omyckaiach - 168) maty mepeBecTr Ha 3Py «OT poKaecTBa XpucTtoBay. Jms
storo ot mudpel 7168 Beruectsh 1UpPy 5508 mmm 5507 (mist cOOBITUI MapTOBCKOTO CTHIIS) H
5508 nwnu 5509 (ans coObiThii ceHTsIOphekoro ctuiis). K aHio Mecsia ciaenyeT npudaBuTh nudpy
JeCSITh, YTOOBI MOMYYUTh AATy IO HOBOMY CTHITIO.

5. CocraB ymocToBepeHHUS IOKYMEHTa HadaTh M3y4yaThb CO CTOJIONA, 1O KOTOPOMY
ONPEJEIUTh MECTO MOJIUCH (IIPUMTUCK») U XapaKTep ee HanucaHus. [1o KoJeKnu BhIICHUTD
COCTaB CIIYKHUJIBIX JIFOJICH, MTOAMUCHIBAIONINX M CKPETUISIONINX JOKYMEHTHI.

6. BpimucaTe Bce OTMETKM Ha JOKYMEHTAaX, OTMETMB MECTO HUX HaNUCaHUs, HX
Ha3HAYCHHE W UCTIOJIB30BAHKE JIJIST YTOUYHEHUS XapaKTEPUCTHKN JOKYMEHTA.

7. llpoaHanu3upoBaTh HECKOJBKO BHJIOB JOKYMEHTOB, YCTaHOBUTb, HMEETCS JIU
XapakTepHas JJII KaXJA0ro BUAA CTPYKTypa TEKCTa, KAKUMU YCTOWYHMBBIMH CIIOBOCOYCTAHUSIMH
OTJIMYAETCSl OJIUH BUJI OT APYTOrO.

Jns aHanmm3a MOJXKHO B3SITh TaKWE BHJBI JOKYMEHTOB KakK yKa3, MaMsATh, 4el0OUTHas,
OTIIHCKA.

Martepuasbl aHasIM3a Jy4dllle IPeICTaBUTh B TAOIMUHOM popme :

Bun BBenen OcHoBHAas 3akiroue

JIOKyMEHTA ne 4acTh HUE

KoHTposIbHBIE BOITPOCHI:

1. YeM onpexensnach CTpyKTypa TeKCTa U HAMMEHOBAaHUE BUA TOKyMEHTa ?

2. KakoBbl 0COOEHHOCTH BHEIIHEr0 0popMIIeHUsI JOKyMEeHTa ?

3. Kakue npu3Haky MOMOTaroT OIIPEIEINTh aBTOPCTBO JOKyMEHTaA ?

4. Kak ompenenuts BpeMsi COCTaBlIieHHs ToKyMeHTa ? OcoOeHHOCTH 0003HAYCHUS AaThl
nokyMmenTa XVI - XVII BB. ?

5. Kak yz1ocToBepsuuCh JOKYMEHTHI ?

Pa3narounsblii MaTepual K 3aHATHSAM:

1. CronGen XVII B.

2. Konnexkunn konuit nokymenToB X VI-XVII BB.

3. KpaTkuii ciioBapb BUJIOB M pa3HOBHIHOCTEH TOKYMEHTOB.

®opmymap nokymenta X VIII B. —

Lenp 3aHATHA — HW3yYEHHE PA3BUTUS U OCOOCHHOCTEH (OPMYIISIPOB CIyKeOHBIX
nokymeHToB X VIII B.

B pesynbrare BBINIOJIHEHUS 3aaHUI CTYIEHT JOJIKEH:

UMETh MIpeCTaBICHUE 0 3aKOHO/IATEIIbHOM peryJmpoBaHuU mporecca
JOKYMEHTUPOBAHU U pa3BUTUHU Gopmyispa nokymenta X VIII B;

3HaTh 3aKOHOJATEIbHBIE AKThI, PETJIAMEHTUPYIOIIHNE MOCTAHOBKY JEJIONPOU3BOJICTBA B
XVIII B, BUIBI JOKYMEHTOB, COCTaB (pOpMyJIsgpa JOKYMEHTa, paBuiia 0hopMIIeHNs] PEKBU3HUTOB,;

yMETh OMUCHIBaTh KOHKpeTHBIE ToKyMeHTHI X VIII B., cocTaBisist ux GopMyIisipbl.
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3amanus 1711 CaMOCTOSITEIBHON PabOTHI:

1. I3y4nTh BUJBI U PA3HOBUIHOCTH JJOKYMEHTOB:

- BBIIIUCATh BU/IbI IOKYMEHTOB, YCTaHOBJICHHbIE [ eHepaIbHBIM PETIaMEHTOM

- n3 «KpaTtkoro cioBaps BHJIOB M Pa3HOBUAHOCTEN TOKYMEHTOB» BBIIIUCATh BHJIbI
nokymeHToB X VIII B.

- U3 1671 MECTHBIX YUPEXACHUN BBIIUCATh BCE BUABI JOKYMEHTOB U OTMETUTHh U3MEHEHMUSI
B TEXHUKE JIOKYMEHTUPOBAHHUSL.

2. Ha mpumepe AOKYMEHTOB MECTHBIX YUPEXKIECHUN MpPOaHAIN3UPOBATH CIOKUBIIUECS
MpaBuJia HAlIMCAHUS aBTOPA, BHISIBUB:

a) 0coOeHHOCTH 0(OPMIIEHUS aBTOPA CITY>KEOHBIX M JIMUHBIX TOKYMEHTOB

0) 3aBUCUMOCTh 0003HAUYCHHSI PEKBU3HUTA «aBTOP» OT 0003HAYEHUS aJpecara TOKYMEHTa.

3. Ilpoananu3upoBaTh 0003HAYCHUSI PEKBU3HUTA «aJpecaTy:

a) BbIIMCaTh U3 ['eHepanbHOro periaMeHTa OlrMcaHue CUCTEMbl TUChbMEHHBIX CHOILIEHUN
3BEHbEB alIapara yIupaBJIeHUs

0) Mo JOKyMEHTaM MECTHBIX YUpEeXJECHUN omucaTrh MOPSAOK O(QOpMIIEHUS PEKBU3UTA
«ajpecar», OTMETUTh OTIMYUTENIbHbIE OCOOCHHOCTH MOpPSAKA aJpecOBaHUS JTOKYMEHTOB IIO
cpaBHeHuto ¢ XVI-XVII BB.

4. Onucarb MOPSIOK JAaTUPOBAaHUS JNOKYMEHTOB. J[aTh NpuMeEpbl BceX BUAOB JaT C
MEePEeBOJIOM X HA TPUTOPUAHCKUHN KaJeHIaph.

5. 3y4nth cocTaB ya0CTOBEPEHUS JOKYMEHTOB:

- BBINIUCATh U3 [ 'eHepanpHOro periaMeHTa rnpaBuia yA0CTOBEPEHUS JOKYMEHTOB

- OIIMCATh COCTAB MOJIMCH 110 TOKYMEHTAM MECTHBIX YUPEKICHHM.

6. Onncatb BUABI OTMETOK HA IOKYMEHTaX.

7. I3y4nTh NPUHLIMIIBI OPTaHU3ALUN TEKCTA HECKOJIBKUX BUA0B JJOKYMEHTOB.

8. CoctaBUTh (hOPMYIISIPBI IBYX TOKYMEHTOB.

VYka3aHus 10 BBINOJIHEHUIO 3a1aHUN

1. BbIgBUTH BHUABI JIOKYMEHTOB, YCTaHaBIMBaeMmble [ eHEpalbHBIM pErjJaMeHTOM,
JONOJIHNATE uX Buaamu AokyMeHToB XVIII B., npuBenéuusiMu B «KpaTkom cioBape BHIOB U
Pa3HOBUAHOCTEH IOKYMEHTOB» U BBITUCATh UX ompenenaeHus u3 CnoBaps.

N3yunth TOKYMEHTBI 1€ MECTHBIX YUPEXICHUM, BBINHMCHIBAS HAUMEHOBAaHUS BUAOB U
oOpaiiiasi BHUMaHUE Ha TEXHUKY JJOKYMEHTHUPOBaHUs, BOJISIHbIE 3HaKHU, repOoByto Oymary.

2. 3ananus Ne 2-6 MOKHO BBITIOJHSTE C TOMOIIBIO TAOJIUIIBI CIEAYIOMEH (OPMBI:

Bun ABtop: |Appecat: |[arta: |Texct: Cocras OrmeTka Ha
JIOKYMEHTa: (xp. conep.) YJIOCTOBEPEHHs  |TOKYMEHTE

OOpatuTe BHHMaHHE Ha MECTO PACIOJIOKEHHUS PEKBU3UTA «aBTOP»HU OMUCATh MpaBUia
ero oOpMJICHHUS B 3aBUCUMOCTH OT PEKBU3HTA «aIpecary.

3. Uzyuuts mno ['eHepaibHOMYy periiaMeHTy M JOKYMEHTaM MECTHBIX YUpexKIACHUI
npaBuia opopMIICHUST PEKBU3UTA «aapecaTy. Brimucarh mpaBuiia 1 IpUMEPHI apEeCOBAHMS.

4. Ilpoananu3upoBaThb BCE€ HUMEIOIIMECS JaThl B JOKYMEHTE U OINPEACNIUTh UX
Ha3HAYCHHE, BBHINIACATH PUMEPHI U OITUCATh MECTO PACIIONIOKEHHUS KaXKI0H JTaThl.

5. M3yunth mpaBuia ya0CTOBEPEHUS TOKYMEHTOB 10 ['eHepalbHOMY periiaMeHry. 3aTemM
MIPOAHAIU3UPOBATH O(DOPMIICHHE TTOITUCH B JOKYMEHTAX, BHJIBI TICYATCH.

6. Brinucars Bce OTMETKH Ha JIOKYMEHTax, yKa3aB, Kakue U3 Hux nosisuiauch B X VIII B.

7. Ilo T'eHepasibHOMY perjJlaMEHTy Ha NpUMEpPEe NpaBUIl COCTABICHHS MPOTOKOJIA
OTIpeICTUTH TpeOOBaHUS, TIpeaAbsBIsieMble K TEKCTY (T1. VI, XXX). BHUMaTenbHO UnTasi TEKCTHI
HECKOJIbKMX JOKYMEHTOB, OIHCATh MX CTPYKTYPYy, MPOCICKHUBAs €€ U3MCHEHHE B PAa3TUIHBIX
BUJAX; TPUBECTH TMpPHUMEPHl BUAOB TpadapeTHbIX [OKyMEHTOB, OTMeuas KakuM MyTeM
MIPOBOIUIIACEH TpadapeTH3aIus.
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8. OnucaTh JOKYMEHTHI 10 CIEIYIONIEH CXEeMeE:

- BUJ (pa3HOBHIHOCTB)

- aBTOp

- ajgpecar

- TEKCT

- laTta

- COCTaB YJOCTOBEPEHHUS

- MOJTMHHOCTH (KOMUIHOCTD)

KoHTposbHBIE BONIPOCHI

1. HazoBure ocobernnoctu ¢popmsl fokymenta XVIII B. ?

2. Kakue TpeboBaHUs MpeAbABIAIOTCS K O(OpMIIEHHIO MPOTOKosa 1o ['eHepanbHOMY
pernameHTy?

3. B yem nposiBiIIach TeHAECHUUS K YHU(PUKAUU TOKYMEHTOB ?

4. Onumure cHUCTEMY NMCbMEHHBIX CHOLIEHWM 3BEHBEB amnmnapara yIpaBJICHUS I10
I'enepanbHOMY pernamenty ?
Pa3naTounsblii MaTepuai K 3aHATUAM
1. I'enepanbubiil pernament 1720.
2. JIOKyMEeHTHI (J1e1a) MECTHBIX yupekaeHui 18B.
3. Kparkuii cinoBappb BUJIOB U Pa3HOBHIHOCTEMN JTOKYMEHTOB.

®opmysip nokymenTa XIX Beka —

Lenp 3aHsSTHS — U3yYEHHE pPa3BUTHS U OCOOEHHOCTEH (QOPMYISPOB CIIyKeOHBIX
nokyMmeHToB XIX B.

B pesynbrare BbINOIHEHHS 3aJaHUIN CTYJIEHT JOJIKEH:

UMETh  TPEJCTaBJICHHWE O  perjaMeHTalldd TMporecca JOKYMEHTHPOBAHHS B
3aKOHOAATeNbHBIX akTax XIX B., pa3BuTuu ¢GopMyispa JOKYMEHTa, TEHACHIIUAX
TpadapeTu3aiuy T0KyMEHTOB;

3HATh BUJABI JOKYMEHTOB XIX - B., ocoOeHHOCTH HX OGOpPMIICHHs, cOCTaB QopMymsipa,
MosiBJiecHWe OJAaHKOB M WX BHUJIbI, TOSBJICHHE OTMETOK Ha JIOKYMEHTaX, OTPAKAMOIIHNX WX
JBUKCHHE B YUPEXKICHUU U pabOTy ¢ HUMHU.

YMETh aHAJTN3UPOBATh KOHKPETHBIE JOKYMEHTHI XIX B.; cOCTaBysist UX GOPMYIISPHI.

3amanus A CaMOCTOSITENTEHOM PaboThI

1. U3yunTh BUIBI M pa3HOBUAHOCTH TOKYMEHTOB.

2. BbISIBUTH 0COOCHHOCTH OGOpPMIICHHSI PEKBU3HUTA «aBTOP», OMUCATh COCTaB OJIaHKa U
€ro BHJIBI.

3. N3yuuTh TEKCT TOKyMEHTA.

4. Onucatb NOPSIAOK aIPECOBAHUS JOKYMEHTA.

5. Beimucare AaThl COCTaBICHUS, OOpaOOTKH, MOAMMCAHUS U JIp., yKa3aTh MECTO HX
PacIoNOKEHUS.

6. [Ipoananu3upoBaTh XapakTep y10CTOBEPEHUS JOKYMEHTA.

7. Onucatb BUIbI OTMETOK.

8. CocTaBUTh (HOPMYJIISPHI 2-X TOKYMEHTOB.

Yka3aHus 1o BEITIOTHEHHUIO 3aJaHIH

1. Haunnath paboTy ciemyeT ¢ pacCMOTpPEHUs JeNl YUpexkIeHUs. BBISBUTH U BHIMHCATH
Ha3BaHUS BHJIOB JJOKYMEHTOB:

- U3/]JaBa€Mbl€ BBIIIECTOAIIMMU OpPraHaMu;

- TIOCBUTAEMbIC PABHBIM YUPEKICHHSIM;

- IPEJICTABIIIEMbIE B BBIIIECTOSIINE YUPEKICHUS;

- ohopmIIsTIOIITIE BHYTPEHHIOIO JIEATETEHOCTD.

N3 «Kpatkoro cinoBaps BUJOB U pa3HOBUIHOCTEH JOKYMEHTOB) BBIIMHUCATh OMpPEACIICHUS
BBISIBJIEHHBIX BUJIOB TOKYMEHTOB XIX B.
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2. Onucatp NopsaI0K 0pOpMIICHHS PEKBU3UTA «aBTOP» B Pa3IMYHBIX BUAAX JOKYMEHTOB,
BBINKCATh HECKOJIbKO THUIIOB OJIAHKOBBIX HAJMMUCEH M OmpeaeiuTh X coctaB. [lo kommuiekcy
JOKYMEHTOB TpOCIEIUTh, KaKue BHUAbI JOKYMEHTOB IMHIIYyTCS Ha OlaHKax, Kakue 0e3
0003HaYeHHs OJIAHKOBBIX HAAMHUCEH.

3. IlpoaHanu3upoBaTh HECKOJBKO BHJOB JOKYMEHTOB, yKa3aB CTPYKTYpy TEKCTa,
BBIIIMCAB IPUMEPHI MPUMEHEHUS «KAHLEIAPU3MOBY». OTMETUTh, HACKOJIBKO YCWIHJIACh
TeHJCHIMS TpadapeTusanni (BeIMUCATh IpUMEPHI TpadapeTHBIX U TUIIOBBIX TEKCTOB).

4. llpu onucaHuM TOpsSAKA aJAPECOBAHUS YCTAHOBUTH 3aBHCUMOCTH O(OpPMIICHUS
PEKBM3UTA «aapecaT» OT HepapXxuu yupexaeHuil. I[lpuBecTu npuMepsl agpecoBaHUS B
BBIIIECTOSIIIINE, PABHBIE U HUKECTOSIIEE YUPEKICHUS.

5. Bemwmcare nmpumepsl JaTUPOBKM M IEPEBECTH JaThl Ha HOBBIM cTuib. B XIX B.
pasHuIA MEXYy CTUWISIMH paBHsnach 12, B XX B. — 13 gusm.

6. Beimmucars npuMepsl NOANMCAHNS JOKYMEHTA B MHCTAHIIUAX Pa3HON NOJYMHEHHOCTH U
OIIHCATh COCTAB MOJIUCH.

7. Bpimucath OTMETKHM Ha JOKYMEHTaX U yKa3aTh UX Ha3HaYCHHE, MECTO MTPOCTaBJICHHUS.

8. @opMyIIsIpbl JOKYMEHTOB COCTABUTH 110 CXEME, NPEJIOKEHHON B TPETHEM 3aHATHH.

KoHTpoIbHBIE BOITPOCHI:

1. B uem nposiBunach TeHAEHIMS K YHU(PUKAUU GOPMBI U TEKCTa JOKYMEHTa ?

2. Yro Takoe TpadapeTHbIN U TUTIOBOM TEKCTHI ?

3. HazoBuTte coctaB O6iaHKa TIOKyMeHTa ?

4. Yem omnpenesnsics XapakTep aapecoBaHUs TOKyMeHTa ?

Pa3ngaTounslil MaTepran K 3aHATUAM
1. Mena yupexxnenuii 19 B.
2. Kparkuii cioBapb BUI0OB U Pa3HOBHJIHOCTEN JTOKYMEHTOB.

Tabnuna
AHanu3 oopmiieHUs] peKBU3UTOB JOKyMeHTOB B X VI- XIX BB.

HaumenoBanue 1OKyMEHTOB OcoOenHocTu 0pOopMIICHHS PEKBU3UTA

B XVI-XVII BB. B X VIII B. B XIX B.

Bun noxkymenra
ABTOp
Anpecar
Texcr:
BBCJICHUC
OCHOBHAs 4acTh
3aKJIIOUCHUC
Jatel
COCTaBIICHUS
MOJTyYCHUS
perucTpanuu
CocraB yaocToBepeHUs
OTMETKH Ha IOKYMEHTE

Dopmyssip nokyMeHTa XX BeKa. —

Ilens 3aHATHS — W3YyYCHHE PA3BUTHSI M OCOOCHHOCTEH (OPMYISIPOB CIYKEOHBIX
JOKYMEHTOB XX B.

B pe3ynbraTe BBINOIHEHUS 3aJaHUI CTYACHT JOJKEH:
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UMETh  MpEACTAaBIEHWE O  perjaMeHTallud I[polecca JOKyYMEHTHpPOBaHHUS B
3aKOHOJATeIbHbIX akTax XX B., pa3BUTUH (opMynspa JOKyMEHTa, TEHICHLHUAX
TpadapeTu3aiuy T0KyMEHTOB;

3HaTh BHJBI JOKYMEHTOB XX - B., 0COOGHHOCTH UX O(QOpMIICHHS, COCTaB (HopMyJIspa,
MOsIBJICHHE OJIaHKOB M WX BHJIbI, TOSBICHHE OTMETOK Ha JOKYMEHTAaX, OTpPa)KalolIuX HX
JBMDKEHHE B YUPEXKICHUHU U pPabOTy ¢ HUMHU.

YMETb aHaJIU3UPOBATh KOHKPETHBIE JOKYMEHTHI XX B.; COCTaBIISISI UX GOPMYJISPHI.

3anaHus U1 CaMOCTOSITENIbHON pabOThI

1. U3yunTh BUIBI M pa3HOBUAHOCTH TOKYMEHTOB.

2. BoisiBUTH 0cOOEHHOCTH O(OPMIICHHS PEKBU3UTA «aBTOpP», OMHUCATh COCTAaB OJaHKA U
€ro BUJIbI.

3. I3y4nTh TEKCT TOKYMEHTA.

4. Onucatb NOPSIAOK aIPECOBAHUS JOKYMEHTA.

5. Beimucate AaThl COCTaBlICHHs, 0OpaOOTKH, MOAMHUCAHUS M Jp., yKa3zaThb MECTO HX
PaCIIOJIOKEHUSI.

6. IIpoanann3upoBaTh XapakTep yIOCTOBEPEHUS JOKYMEHTA.

7. Onucatb BUABI OTMETOK.

8. CocTaBUTh (HOPMYJIISPHI 2-X TOKYMEHTOB.

PaznaTouHblif MaTepuall K 3aHATHIM

1. dena yupexnennii 20 B.

2. Kpatkuii ciioBapb BUI0B M Pa3HOBUIHOCTEH JOKYMEHTOB.

3. COOpHHMK 3aKOHOJATEIBHBIX aKTOB MO nenomnpou3BoiactBy (1917-1970rr.) — VueO.
nocobue nox pexn. A.3. Jlupmuna. — M. MIT'MAU, 1973. — 157 C.

Tema 4. @opmymsp COBPEMEHHOTO yMPaBICHUYECKOTO TIOKyMEHTA: TIpaBuiia 0(hOpMICHUS
PEKBU3UTOB— 12 yacoB

Lenp 3aHATHS — W3YYCHHE COBPEMEHHBIX TPEeOOBAHMIN TOCYIApCTBEHHBIX CTAHAAPTOB U
HOPMAaTHUBHO-METONYECKUX aKTOB K O(DOPMIICHHUIO CITY>KEOHBIX JJOKYMEHTOB.

B pesynbrare BBIMONHEHUS 3aJaHUH CTYACHT JOKEH:

MMETh TPEACTaBICHUE O TCHICHIMSIX Pa3BUTHS JOKYMEHTA W MPUHIIMIAX MOCTPOCHUS
bopMyIsapa-o0pasia OpraHu3aMOHHO-PACTIOPSTUTELHBIX JOKYMEHTOB;

3HaTh COCTaB PEKBU3UTOB M TPEOOBAHUS TOCYJIAPCTBEHHOTO CTaHAApTa K O(OPMIICHUIO
JIOKyMEHTA.

3HaTh COCTaB PEKBM3UTOB M TpeOoBanus [IpaBun nmemompousBojicTBa B (eaepabHBIX
OpraHax WCHOTHUTENbHOM BIacTH W METOIUYECKUX PEKOMEHIAlMid K COCTaBJICHHIO
JIOKyMEHTOB.

yMETh MPOEKTUPOBATh ONAHKU JTOKYMEHTOB YUYPEKIACHH M WMETh HaBBIKU PabOTHI C
rOCy/JIapCTBCHHBIMU CTAaHIAPTaMU M METOJUYCCKUMH YKa3aHUSIMH TI0 WX BHEAPCHUIO U
MIPUMEHEHUIO.

3amanus 1711 CaMOCTOSITEIIBHON PabOThI

N3yynTh KOMIUIEKT HOPMATHBHO-METOJAMYECKUX JTOKYMEHTOB IO JOKYMEHTHPOBAHHIO
YIIPaBJICHYECKOM JCSITEIBHOCTH : MeToAndecKrue PeKOMEHIAINH TT0 pa3pab0oTKe HHCTPYKIIUN 110
JIENIONPON3BOCTBY B TOCYAApCTBEHHBIX OpPraHax, OpraHaX MECTHOTO CaMOyMpaBleHUS, YTB.
[Ipukazom Pocapxusa ot 24.12.2020 Ne 199.

[IpumepHass MHCTPYKIMSI TIO JIEJIOMPOU3BOJICTBY B TOCYIapCTBEHHBIX
opranuzanusx, yTB. [Ipukasom PocapxuBa ot 11.04.2018 Ne 44) // [DnexkTpoHHBIA pecypc]. —
M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons doc LAW_305137/.

I'OCT P 7.0.97-2016. Haumonanbhbiii crangapt Poccuiickoit ®eneparuu. Cucrema
CTaHIIAPTOB MO HWHGPOpMAIUHU, OUONMMOTEUHOMY M H3AaTeNbcKoMy Jeny. OpraHu3alioHHO-
pacropsiiuTenbHas JoKyMeHTalus. TpeboBanus K 0OPMICHUIO TOKYMEHTOB // [ DIeKTpOHHBIN
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pecypcl]. — M., 2019. Pexxum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_216461/.

N3yaute T'OCT P 7.0.97-2016 ¢ TpeGoBanmsiMu K O(GOPMICHHIO JOKYMEHTOB,
OIIPEAEIIUTh €TO CTPYKTYPY, COCTAB Pa3AciIoB.

Nzyuuts TpeboBanus 'OCTa k GiaHKy JOKyMEHTa.

[Ipoananu3upoBaTh NPEUIOKEHHYIO KOJIJIEKLIHUIO JOKYMEHTOB, ONPEACINTh PEKBU3UTHI,
yKa3aTb HEJOCTATKU B UX PACIOJIOKEHUU U 0QOPMIICHHUH.

CocTaBUTh Ha OCHOBAaHMM PAa3JaTOYHOTO MaTepuaya OnaHku (OOUMHA M IJIs MHChMA)
OpraHM3aluil U IpeanpUsITUNA Pa3IUYHBIX (GOPM COOCTBEHHOCTH C BapHaHTaMH MPOJOJIBLHOTO U
YTJI0BOTO PACIIOIOKEHHS PEKBU3UTOB.

Yka3aHus 110 BBIIOJHEHUIO 3a/1aHUS.

1.M3yunTh TpeOOBaHUS K COCTaBY M O(QOPMIICHHIO PEKBU3UTOB JOKYMEHTOB U OJIAHKOB,
u3noxkeHHsle B “IIpaBuiax nenonpon3BoACTBa B rOCYAapCTBEHHBIX OpraHax, opraHaX MECTHOTO
caMOyIIpaBleHHs’, YTBepKIEHHBIX NnpukazoMm Pocapxusa ot 22.05.2019 N 71. (cm. pazzen 2
“JIOKyMEHTHPOBAaHUE YIIPABICHUYECKOM IeITEITHHOCTH )

2. MByuuts TpeOoBaHMsA K O(GOPMIICHHIO OJAHKOB M PEKBH3HTOB JOKYMEHTOB IIO
Hammonansnomy cranmapty 'OCT P 7.0.97-2016 “Cuctema cranmapTtoB mno uHpoOpMaluu,
OUOJIMOTEYHOMY U H3JATEIbCKOMY Jely. OpraHu3almOHHO-pACcTIOpAAUTENbHAS JOKYMEHTALHUS.
TpeGoBanus k 0HOPMIIEHUIO JOKYMEHTOB .

3. U3yunth TpeboBaHus “MeToIuUecKuX peKOMEeHJalMi 10 pa3paboTke HHCTPYKLUH 1O
JIeJIONPON3BOACTBY B TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOrO caMOYyIpaBieHus",
YTBEPXKACHHBIX TMpukazoM PocapxuBa ot 24.12.2020 N 199 x OmaHkam W pEKBU3UTAM
JIOKYMEHTOB (TIPUJIOKEHHUS 2, 3).

4. VI3yunTh NPEATIOKEHHYIO KOJJICKIHIO (3-5 TOKYMEHTOB) M aHAIM3UPYS JTOKYMEHTHI,
BBISIBUTH HEAOCTaTKM B odopmieHHH OnaHka (OTCYyTCTBHE HEOOXOAMMBIX PEKBU3UTOB H
NPaBUWIBHOCTh O(GOPMIICHHUS] HMMEIOUINXCS); ONPEACTUTh IPAaBUIBHOCTh PACIONIOXKEHUS U
oopmIleHHsT PEKBU3UTOB JOKYMEHTa (3arojloBKa, JaThl M HMHJEKCA, MOANUCH, OTMETOK O
MIOCTYIUIEHUHU U HANPaBJICHUM JOKYMEHTA B J€JIO0 U Ap.).

Ha ocHoBe pa3znaTouHoro matepuasia CIpOeKTUPOBATh OJaHKU JOKYMEHTOB KOHKPETHBIX
OpraHu3alMii ¥ rocy/1apcTBEHHBIX OpPraHoB B cooTBeTCTBHM ¢ TpeboBanusmu ['OCT P 7.0.97-
2016. KoHTposbHBIE BOITPOCHI

[lepeuncnure BHUIBI HOPMATHUBHBIX AaKTOB, PETJIAMEHTHUPYIOIIHE JOKYMEHTHUPOBAaHUE
YIpaBJIE€HYECKON s TebHOCTH.

UYeMm paznuyarorcst o0muii OaHk 1 OJaHK MUChbMa, OJJAHK KOHKPETHOTO BUJIA JIOKYMEHTA.

Pa3garounblil MaTepual K 3aHATHSIM:

- T'OCT P 7.0.97-2016. HammonansHeii crangapt Poccuiickoir @enepanuu. Cucrema
CTaHIApTOB MO HH(pOpMAIMM, OUOIMOTEYHOMY W H3AaTeNbCKOMY Jeny. OpraHu3aluOHHO-
pacriopsiiuTeabHas JOKyMeHTalws. TpeOoBaHus K 0(OPMIICHHUIO IOKYMEHTOB.

- IlpaBuma penompou3BOICTBa B TOCYNApCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoynpasneHnus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [DnexTpoHHbIit pecypc]. —
M., 2021. — Pexxum goctyma: http:// https://base.garant.ru/72291836/.

Mertonndeckne peKOMEHIAIMH IO pa3padOTKe WHCTPYKIMK TIO JEIONPOU3BOJICTBY B
TOCY/IapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO caMoyrpaBieHus, yTB. [Ipuka3om PocapxuBa ot
24.12.2020 Ne 199 // [OnexktponHblii pecypc]. — M., 2021. — Pexum poctymna: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[TpumepHass WHCTPYKIHS IO AEIONPOU3BOJICTBY B TOCYIapCTBEHHBIX
opranuzanusx, yTB. [Ipuka3zom PocapxuBa ot 11.04.2018 Ne 44) // [OnexTpoHHBbIi pecypc]. —
M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc LAW_305137/.

Konnexmust JOKyMeHTOB.



http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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Tema 5. OpraHuzallMOHHBIE, PpAaCIOPAIUTENbHbIE WU WH(GOPMAIMOHHO-CIPABOYHbIE
JIOKYMEHTBI — 28 4acoB

JlokymMeHTUpOBaHUE pacoOPsIAUTEIBHON JEATENbHOCTH —

Henpb 3aHsATHA — M3y4yeHHE TpeOOBaHMN TOCYAAPCTBEHHBIX CTAaHIAPTOB U HOPMATHBHO-
METOJIMYECKUX AaKTOB K COCTABJIIEHHIO U O(GOPMIICHHIO paCHOPSAUTEIbHBIX JOKYMEHTOB,
MOJTyYeHHE HaBBIKOB X COCTABICHHS U O()OPMIICHHUS 1O 33aHHBIM CUTYaIHsIM.

B pe3ynbTaTe BBINOIHEHUS 3aJaHUM CTYJEHT J0JDKEH:

UMETh TPEACTaBICHUE O CUTyalsX, TpeOyomUX H3AaHUs paclopsIUTeIbHbIX
JIOKYMEHTOB;

3HaTh BUJABl PACHOPSAUTEIBHBIX JOKYMEHTOB, COCTaB PEKBHU3UTOB (opMyJsipa
pacnopsAUTEILHOTO JOKYMEHTA U TPEOOBAaHUS K X COCTaBICHUIO U O(OPMIICHHUIO.

YMETh COCTaBIATh M O(OPMIIATH pacloOpSIUTEIbHbIE JOKYMEHTHl 10 3aJaHHbIM
CUTYallUsIM U UMETh HAaBbIKU UX O(OPMIIEHHS Ha KOMIIBIOTEPE.

3anaHus U1 CaMOCTOSITENIbHON paboThI

W3yunts  TpeboBaHUS, TpenbsABIsSEMble K  COCTaBIEHUI0O U  O(OPMIICHHUIO
paciopsAUTENbHBIX T0KYMEHTOB.

CocrtaBuTth 11 0HOPMUTH TIPHKA3 IO OCHOBHOM JIEATEITLHOCTH.

CocTaBUTh 1 OPOPMUTE PACTIOPSIKEHHE.

VYka3aHus 10 BBINOJIHEHUIO 33/1aHUS

YTOYHUTB COCTAB PEKBU3UTOB, BXOASIIUX B (OPMYJISIp MPUKa3a, pACIOPSKEHHUS.

N3yuuts TpeOoBaHus MeToaumdeckne pPeKOMEHIAIMU 10 pa3padOTKe WHCTPYKIMH IO
JIEJIONPON3BOJACTBY B TIOCYAAPCTBEHHBIX OpPraHax, OpraHax MECTHOTO CaMOYyIpaBIEHUS, YTB.
[Ipukazom PocapxuBa ot 24.12.2020 Ne 199, [TpumepHON MHCTPYKIMH 10 JEIONPOU3BOJICTBY B
roCy/1apCTBEHHBIX opranmsanusx, yTB. IIpuxazom Pocapxusa ot 11.04.2018 Ne 44) x coctaBy
PEKBU3HUTOB U CTPYKTYpe TEKCTa MPUKa3a 10 OCHOBHON JAESITEbHOCTH.

YTOUHUTH pa3nuuus B COCTaBICHUU NPUKa3a M0 OCHOBHOMN JEATEIBHOCTH U IO JIUYHOMY
cocraBy, oOpaiias BHUMaHHME Ha MOPSAOK O(OpMIIEHUS CChUIKM (YIMOMHHAHMS) Ha JIPYrou
JOKYMEHT ¥ YHU(PHKAIINIO TEKCTOB MPUKA30B IO JINYHOMY COCTaBY.

CocTaBUTh TOKyMEHTHI Ha OCHOBE MPEAJIOKEHHBIX MPEIo1aBaTeIeM CUTYyaIlHil.

KoHTponbHbIE BOIPOCH!

[lepeuncnure peKBU3UTHI, BXOAAIIUE B GOPMYJISp MIPUKa3a.

HazoBure cTpykTypy Nnpukasa 1o OCHOBHOU AESITEIbHOCTH.

Yem omimyaercs CTPyKTypa TEKCTa IpUKa3a MO JIMYHOMY COCTaBy M OCHOBHOMU
NESTENIBHOCTH.

HazoBute cpoku XpaHeHHsI IPUKA30B.

HazoBute peKBU3UTHI, BXOJAIINE B POPMYIISP PaCTIOPSIKEHHUS.

Yem ominyaeTcs CTPyKTypa TEKCTa paclopsDKeHUs OT IpUKasa [0 OCHOBHOM
NESTEIBHOCTH.

PaznaTouHblif MaTepual K 3aHATHIM:

Mertonndeckne peKOMEHIAINH IO pa3padOTKe WHCTPYKIHMK TO JEIONPOU3BOJICTBY B
rOCYJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoymnpasieHus, yTB. [Ipukasom Pocapxua ot
24.12.2020 Ne 199 // [OnexktponHblii pecypc]. — M., 2021. — Pexum poctyma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[TpuMepHas HHCTPYKIHUS IO JIEIOTPOU3BOJICTBY B TOCYIAPCTBEHHBIX OPTaHU3AIUAX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 Ne 44) // [OnekrponHsiii pecypc]. — M., 2019. Pexum
I'OCT P 7.0.97-2016. HamonansHsiid ctanaapt Poccniickoit @enepannn. CucreMa CTaHIapTOB
no  uHpopmauuu, OMOAMOTEYHOMY W H3Aarenbckomy  geny.  OpraHu3anmoHHO-
pacriopsiiuTeIbHas JOKyMeHTalws. TpeOoBaHus K 0(OPMIICHHUIO IOKYMEHTOB.

Anb0oM yHHU(PHUIHMPOBAHHBIX (GOPM MEPBUUHON YUETHON JOKYMEHTAIMH 110 YUYETY TpyJa
U €ro OIUIATHI, YTBEPKAEHHBIN nocraHoBiaeHneM ['ockomcrara PO ot 05.01.2004 Ne 1.
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MaTepI/IaJ'II)I C HHIWBUAYAJIBHBIMH 3aJaHUAMU I CAMOCTOATCIBHOTO COCTAaBJICHUA
IMPUKAa30B U paCHOpH)KGHHﬁ.

JIOKyMEHTHpPOBaHUE AEATEIbHOCTH KOJIJIETHAIbHBIX OPraHOB —

Llenp 3aHsATHS — W3ydeHUE TpeOOBaHMM K JIOKyMEHTaM, CO3/1aBacMbIM B IIpoOIecCe
MOJTOTOBKH U 00CITy>KUBaHHSI COBEILIaHHH.

B pe3ynbTaTe BBINOIHEHHS 3aIaHUI CTYACHT JOJIKEH:

UMEThb IIPEICTAaBICHHE O BUJAX KOJUICTHUAIBHON [JEATEIbHOCTH U IOpsAIKe €€
JOKYMEHTUPOBAHUS;

3HaTh COCTaB JIOKyMEHTOB, CO3/1aBa€MbIX NpPH MOATOTOBKE COBEILIAHWH, TpeOOBaHMS K
bopMyIapy MPOTOKOJIA, TOPSAKY €0 COCTaBIEHUS U 0(hOpMIICHHUS;

YMETh COCTaBIATh U O(GOPMIIATH MPOTOKOJ M JOKYMEHTHI, CO3JlaBacMble B Ipoliecce
MTOATOTOBKH COBEILIAHU.

YMETb COCTABIISATh U OPOPMIISTH BBIIMCKY U3 MPOTOKOJIA.

YMETb COCTABJIATh U OPOPMIIATD pEIICHUE.

3anaHus U1 CaMOCTOSITENIbHON pabOThI

W3yunth TpeOOBaHUA, MPEABABISEMbIE K COCTABICHHUIO M OQOPMIICHHIO MPOTOKOIA U
pelieHus.

CocTaBuTh NpUTJIALICHUE HA 3aceaHue.

CocTaBUTh POTOKOJ COBELIAHMUS.

OdopMUTh BBIMKUCKY U3 IPOTOKOJIA.

Odopmuts perieHue.

YKa3aHus 110 BBIIOJIHEHHIO 33IaHUS.

YTOUHUTH 3Tanbl MOArOTOBKM COBELIAHWM W BHJbI JOKYMEHTOB, CO3JaBacMbIX Ha
Ka)KJIOM JTare (oBecTKa JIHS, CHMCKU YYaCTHUKOB U T.J.).

YTo4HUTE OCOOEHHOCTH (hopMyJsipa TPOTOKOJA, TpeOOBaHUS K PEKBHU3HUTaAM,
U3JIO)KEHHBIE B TOCYIAapCTBEHHOM CTaHJApTe W METOAMYECKUX pEeKOMEeHAAlMsIX, oOparias
BHUMaHME Ha COCTaB MH(POPMALMU B TEKCTE MPOTOKOJIA, OCOOCHHOCTH €ro MOAMUCAHUS, CPOKU
oopMIICHUSI.

OnpenenuTts pa3nuuus TpeOOBaHUH K MPOTOKOIY MOJTHOMY M KPaTKOMY.

CocTaBUTh CaMOCTOSITEIBHO HAa OCHOBAaHUM pa3fgaTOYHOIO MaTepHalla IPOTOKOJ,
BBIIIUCKY U3 IIPOTOKOJIA, PEILICHUE.

KoHTposIbHBIE BOITPOCHI:

[lepeuncnure peKBU3UTHI, BXOAIIUE B (OPMYJIISp MPOTOKOIIA.

Ha3oBute cTpyKkTypy TE€KCTa MPOTOKOJIA.

B 4ém oTiiune npoToKoIa MOJHOIO U KPaTKOro.

VYKaxuTe MNOpsSI0K IMOATOTOBKHM COBEIIAHMS M KAaKUE JOKYMEHTBI CO3/IAI0TCS B XOJ€
MIOATOTOBKH.

[lepeuncnure peKBU3UTHI, BXOAALINE B POPMYJISIP PEIICHHUS.

B uem Ha3zHaueHME BBINKMCKHU U3 MPOTOKOJIA.

Pa3garounblii MaTepual K 3aHATUSIM

Mertonndeckne peKOMEHIAIMH IO pa3padOTKe WHCTPYKIMK TIO JEIONPOU3BOJICTBY B
TOCY/IapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO caMoyrpaBieHus, yTB. [Ipuka3om PocapxuBa ot
24.12.2020 Ne 199 // [OnexktponHblii pecypc]. — M., 2021. — Pexum poctymna: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[TpuMepHas HHCTPYKIHUS IO JIEITOTPOU3BOJICTBY B TOCYTAPCTBEHHBIX OPTaHU3AIUX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 Ne 44) // [OnekrponHsiii pecypc]. — M., 2019. Pexum
nocrtyma: http://www.consultant.ru/document/cons_doc_ LAW_305137/.

Marepuaniel ¢ WHAMBUIYaJIbHBIMU 33JaHUSIMUA JUISI CaMOCTOSITEILHOTO COCTABJICHUS
JTOKYMEHTOB.
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CocraBnenre nHGOPMaIIMOHHO-CIPABOYHBIX JJOKYMEHTOB —

Lenp 3aHATHA — M3y4YEHHUE HA3HAUYEHUS HWH(POPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB M
0COOEHHOCTEHN 0(OpMIICHHS KaXKJI0T0O BH1a STON IPyMIbl JOKYMEHTOB.

B pesynbrare BeINONHEHNS 3aJaHUI CTYACHT JOJDKEH:

UMETh NPEJCTaBICHUE O THUIOBBIX CHUTyalUsX, OGOpMISIEMbIX YHU(DPUIMPOBAHHBIMU
dbopmamMu HHPOPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB;

3HAaTh BHUJbI MH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB; TpeOoBaHUS K (QOpMYyIspy
KaX/10TO BH/JIA;

YMETb COCTaBJISITh BCE BHJbl HHMOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB M HMETh
HaBBIKM UX 0POPMIICHHS Ha KOMITBIOTEpE.

3amanus 1711 CaMOCTOSITEIIBHON PabOThI

1. HN3yuuTh mnpaBuia COCTaBIEHUS M OQOpMIEHHS HH(POPMAIIMOHHO-CIIPABOYHBIX
JOKYMEHTOB, 00OpaTHB BHUMaHUE Ha 0COOEHHOCTH TPEOOBAHUIN K KaKJOMY BUY.

2. CocraButh u oopMuth B coorBercTBUM ¢ TpeboBanusimMu 'OCT P 7.0.97-2016 u
MeTtonnueckux peKOMEHAAIUM:

JIOKJIA/IHYIO 3alUCKY (BHYTPEHHIOIO U BHEIIIHIOK);

O0O0BSICHUTENIbHYIO 3aMUCKY (BHYTPEHHIOK M BHEIIHIOH));

CIPaBKY;

aKT;

nucebMa (rapaHTUHHOE, HAllOMHUHAHUE, IPUITIAIICHHWE, YBEIOMIICHUE, peKIaMalui |
T.J.).

Yka3aHus 10 BBINOJIHEHUIO 33/1aHUS

YTouHuTh BHUIB WHGOPMAIMOHHO-CIPABOYHBIX  JOKYMEHTOB UM TMpPH  KaKUX
YIPaBJIEHYECKUX CUTYALIUAX OHU CO3/1AI0TCS.

BbIsIBUTH 0COOCHHOCTH KaXXI0T0 BUAAa HHPOPMALIMOHHO-CIIPABOYHOTO TOKYMEHTA.

N3yunts TpeOoBaHUS TOCYJApPCTBEHHOIO CTaHIapTa K OG(OPMIIEHUIO PEKBU3HTOB,
BXOJISIIIUX B TUIIOBOM (hOPMYJISIp KaX10T0 BUa HH(OPMAIIMOHHO-CIIPABOYHOTO IOKYMEHTA.

CoctaBuTh 1 OPOPMHTH TOKYMEHTHI B COOTBETCTBHH C TIOJTYICHHBIMU 3/ TaHUSIMH.

KonTtposnbsHbIe BOITPOCH!

Jaiite onpenenenne U yKaKuTe TUIIOBOUN popmyIsip:

JIOKJIa/THOM 3aITUCKHU;

OOBACHUTENIHLHOM 3aITHCKU;

CIIPaBKH;

aKTa;

CIIy’K€OHOT0 MHChMa (HA30BUTE €r0 Pa3HOBUIHOCTH);

VYkaxute 0co0eHHOCTH 0(OPMIICHHUSI TIHCEM.

B 4ém ocobenHoCTh 0(hopMIIEHUS THChMa-0TBETA.

Kakue TpebGoBaHus IpeIbsABISIOTCS K TEKCTY MUCEM.

Paznarounsiii MaTepual K 3aHITHIM

I'oOCT P 7.0.97-2016. Hauuonansssiii crangapt Poccuiickoit ®@enepanun. Cucrema
CTaHAAPTOB MO HHpOpManuu, OUOIMOTEUHOMY M H3JIaTEIbCKOMY Jeny. OpraHu3alMOHHO-
pacriopsuTenabHas JoKyMeHTalus. TpeboBaHus K 0(OPMIICHHUIO IOKYMEHTOB.

MeTtoauueckre peKOMEHJalUU MO pa3pabOTKe HMHCTPYKLUUN IO JEJIONPOU3BOJICTBY B
rOCYJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoymnpasieHus, yTB. [Ipukasom PocapxuBa ot
24.12.2020 Ne 199 // [OnexktponHblii pecypc]. — M., 2021. — Pexum poctymna: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

Martepuansl ¢ HHIMBUAYaJbHBIMHM 3aJaHUSIMH I CaMOCTOSITEILHOTO COCTaBJICHUS
JOKYMEHTOB.
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Tema 6. Kommiekcsl noxkymeHToB. HaydHo-mcTOpudeckas M IpakTHYECKas LIEHHOCTH
JOKYMEHTa— § 4acoB

[IpoBonATCs 1BE 03HAKOMUTENBHBIE SKCKYPCHH B TOCY1apCTBEHHBIE APXUBBHI.

9.2. MeToan4eckne peKOMEHIALUH 110 MOATr0TOBKE MUCbMEHHBIX padoT

B npornecce o6yuenus ctyaentsl PITY BBINONHAIOT pa3Hble BUBI MTUCbMEHHBIX PadoT.

OCHOBHBIMH 1IEJIIMU TUCBMEHHBIX pa0bOT B By3€ SABISIOTCS:

* 3aKpEIUICHUE MOJIyYEHHBIX 3HaHUM M0 CHENUAIBbHOCTH, IPUMEHEHUE dTUX 3HAHUW IIPU
pelieHrny npodecCUOHATBHBIX 3a7a4;

* pa3BUTHE HABBIKOB BEICHHUS CAMOCTOSITENLHOW pPa0OThI, OBIA/JEHUE METOJUKAMH U
MIPUHIIMIIAMU CaMOCTOSITENIbHOM HCCIIe10BaTENbCKON JesITeIbHOCTH;

* opMHUpOBaHUE YMEHUS TPAMOTHO U JIOTUYHO M3JaraTh COOpaHHbIe HaAyYHbIC JaHHbIC U
MaTepuaitbl COOCTBEHHOW MCCIIEIOBATEIHCKOMN IS TEIBHOCTH.

Haubonee mpocras, HO O4eHb BakHass (opMa MUCBMEHHOH paboOThl B By3e — 3TO
KOHTpOJIbHasE paborta. OHa sBIseTCS 0053aTENbHBIM JJIEMEHTOM CaMOCTOSITENIbHON padoThI
CTYyJEHTa M, TMpEeXJIe BCEro, JIEMOHCTPUPYET YMEHHE BOCIPHUHMMATh M IEpeAaBaTh
nH(pOpMaIHIO.

OTOT BHJ NHUCBMEHHOH pabOThl MNPEAYyCMOTPEH YYEOHBIMH IUIAHAMHU IOJTOTOBKH
OakanaBpoB U Ha Kadeape apXUBOBEACHUS IMpeaaraeTcss B paMKax M3yueHus: oOIIMX KypCcoB U
KIIB.

Taxxe B mporecce 0O0y4deHHs] CTYACHTY HPEICTOUT BBIMOJIHEHHE KYPCOBBIX paboT,
KOTOpbIE (POPMHUPYIOT HCCIIeI0BATEIbCKIE HABBIKH, PA3BUBAIOT CIIOCOOHOCTH CHCTEMaTH3alluu U
OCMBICJIEHUSI YK€ CYIIECTBYIOIIETO 3HAHMSI M HaIpaBJIEHbl HAa CaMOCTOSTENbHOE pEelIeHHE
HEKOTOPBIX TEOPETHUECKUX WIM NpakTHYeckux 3anad. KypcoBas paboTa aeMOHCTpHUPYET
yMeHHe paboTaTh ¢ ICTOYHUKAMU, UCTIOIb30BaTh JOCTUKEHHSI COBPEMEHHOM HayKH (Harpumep,
HCIIOJIb30BaTh JOCTUKEHHSI apXUBOBEACHHUS, a TAaKKE CMEXKHBIX HAyK U HAy4HBIX TUCLUIUINH),
YCHEIIHO pellaTh MOCTaBJIEHHBIE 3a7aud, oOpabarbiBaTh W 0000mate marepuan. Hamucanue
KOHTPOJIBHOM paboOThl, MOArOTOBKAa W 3allUTa KypCOBOW HMEET psiji OpPraHW3alMOHHBIX U
MeToIM4YecKux ocobeHHocTel. O3HAKOMIIEHHE C JIaHHBIMH METOJAMYECKUMHU PEKOMEHIAIUSIMU
MIOMOJKET CTYZECHTaM IpPaBUIbHO OPraHU30BATh CBOIO YUEOHYIO M HAYYHO-HCCIIEOBATEIbCKYIO
pabory.

O0mmue TpedOBaAHMA K CTPYKTYpE H COJCP/KAHMIO MMCbMEHHBIX pador

Baxxnoii opmoii caMmocTosTeNbHON pabOThl CTYJEHTA SIBJISETCS KOHTpOJbHas padorta.
Ona mpenycMoTpeHa ajsi OOJBIIMHCTBA AUCHUUIUIMH Y4eOHOIO IUIaHa, YMTAaeMbIX Ha Kadenpe
apxuBoBeneHus. Ee Hamucanue npecieayer 1einb yriryOaeHHOM MpopadoTKU JUCITUTIITUHBL.

KontponbHast paboTa BBINOJHSAETCS CTYACHTAaMH B COOTBETCTBUHM C TEMaTHKOH,
exerogHo  yrBepxkaaemor  kadempoit. KoHtpompHas  paGota  SBISETCA  DJIEMEHTOM
CaMOCTOSITENIbHON pabOThI CTYACHTOB, TOSTOMY BBIOOP TEMBI IPEIOCTABIISIETCS CTYACHTY.

Jlo HamMcaHus KOHTPOJBLHOM pabOThl CTYIEHT JOJKEH B LIEJIOM O3HAKOMHTHCSA C
paszenamu Kypca, pelyCMOTPEHHBIMH Y4eOHOM MporpaMMoi.

Pabora no HanmucaHWIO KOHTPOJIbHONW HAYMHAETCS C BBISBJICHUS U M3YYEHHS] HCTOUYHUKOB
u auTeparypsl o Teme. [1o okoHyaHuu c6opa U U3y4eHUs JTUTEepaTypbl U UCTOUYHUKOB CIIEAYET
MpOAyMaTh IJIaH KOHTPOJbHOW paboThl. CocTaBiieHHe IjaHa — Ba)kKHasg 4acTh pabOThl Haj
temoi. Ilman mpencraBnser coOOM NepedeHb BONPOCOB, OTPAKAIOIIMX  COJEpXKaHUE
uccinenoBanus. OT TOro, HaCKOJbKO YETKO OH MPOJyMaH W TOCTPOEH, BO MHOTOM 3aBHCHUT
KayecTBO KOHTPOJbHON paboThl. B mmaH nenecooOpa3HO BKIIOUMTH Haubosiee BaXKHBIE
TEOPETUYECKHE M MPAKTHUECKHE BOIPOCHI TEMbl, KOTOPBIE NMPU HEOOXOJUMOCTH MOTYT OBITH
neranu3upoBanbl. Kak mpaBuino, paGouuii BapHaHT IUlaHa JOJDKEH OBITH Pa3BEPHYTHIM, YTO
oOzeryaet paboTy HaJ TEMOM.

B okxoHuaTenbHOM BapuaHTE IUIAH MOXET OBITh JaH B COKpAIIEHHOM BHJE, HO
00s13aTeNIbHBIM YCJIOBHEM TMpPU O3TOM SBJSETCS OTPaXEHHE B HEM OCHOBHBIX BOIPOCOB,
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paccMaTpuBaeMbIX B KOHTPOJbHON padore. CoCTaBIEHHBIN IJIaH JTOJDKEH HAWTH OTPAKCHHE B
OIJIaBJICHWU K KOHTPOJIbHOM pabote. PaboTa momKHA BKIIOYATh TUTYJBHBIM JIMCT, OTrJIaBJIEHUE,
BBEJICHUE, OCHOBHYIO 4YacTb, COCTOSIIIYIO U3 HECKOJbKMX pa3lesioB WM mnaparpados,
3aKJII0YCHUE, CITUCOK UCTOYHUKOB U JIUTEpaTyphl. Bo BBeieHUN HEOOXOAUMO KPATKO PACKPHITh
3HaYeHHUE U aKTyaJlbHOCTh M3y4aeMOro Borpoca (TeMbl), Ha3BaThb OCHOBHBIE 3a/1a4u pabOThI, €€
XPOHOJIOTUYECKHE paMKH, OOOCHOBAaTh CTPYKTYpY, JaTb KpaTKUid 0030p HCTOYHMKOB U
autepaTypel Mo Teme. OO030p HMCTOYHMKOB W JIMTEPATypbl HE JIOJDKEH CBOJUTHCS K
NEPEUYMCICHUIO HCIOJIb30BAHHOTO aBTOPOM HOPMATHUBHOIO MaTepualia W OIyOJIMKOBAHHBIX
cTareid. B HeMm crefyer AaTh aHaNM3 UCTOYHMKOB U JIUTEpATyphl. B 3aBHCHUMOCTH OT 00beMa u
LIEJIEBOTO0 Ha3Ha4YeHUs paboThl, 0030p MCTOYHMKOB U JHUTEPATYphl MOXKET OBbITH Ipe/CTaBlICH
OTJIETTLHBIM MaparpadoM WIH pa3ieJIoM B OCHOBHOW YacTH pabOTHI.

OcHOBHast 4acTh KOHTPOJBHOW pabOTHl JOJKHA OBITh H3J0KEHA B COOTBETCTBUH C
IJJAHOM, OCBEIIATh COCTOSHHME M COJAEPXKaTh aHAIM3 PACCMATPUBAEMBIX BOIIPOCOB C yYETOM
COBPEMEHHOT'O YpPOBHS pa3BUTHUS TEOPETHUECKUX 3HAHUN M ONbITAa NPAKTHYECKOW pabOTHI
ApXUBHBIX YUPEKICHHUH B 3TOI 00JIaCTH.

[Ipu packpbITUU TOW WM UHOW TEMBI CTYJCHT JOJKEH CTPEMHUTHCS OJPOOHO U ITyOOKO
M3JI0KUTh KPyT BOIIPOCOB, BXOIAIIMX B Hee. [lo Mepe paccmoTpeHus marepuana OTAEIbHBIE
MIOJIOKEHUS KOHTPOJIBbHOI padoThI ciieyeT MILUIIOCTPUPOBATh MPUMEPaAMH U3 JIMTEpaTyphl U, 10
BO3MOXXHOCTH, U3 NPAKTHKU pabOThl KOHKPETHBIX apXWMBOB C 00S3aTENbHBIMHM CCBIIKAaMU Ha
JIUTEpaTypy W UCTOUHUKHU. B 3aKitoueHnH KOHTPOJIbHON paboThl HEOOXOAMMO MOABECTH UTOTH
TEOPETUUECKOW M MpaKTHUecKOol pa3paboTku BompocoB. CIHCOK MCTOYHUKOB M JIMTEPATYpPbI
npecTaBisieT co0Oi MepedeHb HCMOIb30BaHHBIX paboT MO TeMe, B KOTOPOM YKa3bIBAIOTCS
(dbamMuIMM U UHULKANBI aBTOpa (aBTOPOB), Ha3BaHKUE PabOThI, MECTO, BpEMSI €€ ONyOJIMKOBaHUS U
CTPaHMIIBIL.
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