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1. llosicHuTeABbHAA 3aAIIUCKA

1.1. Heub 1 32724 AUCUMILIMHBI (MOXYJIs)

Lenb AUCHUIITUHBI — U3yYSHHE 3aKOHOMEPHOCTEH JOKYMEHTOOOpa30BaHUs, CKIIaIbIBAaHUS
U pa3BUTHS CHCTEM JOKYMEHTAI[MH, TEOPETHYECKUX M TPAKTHUYECKUX IMPOOIeM CO3TaHUS
JOKYMEHTOB OpraHaMH roCyJapCTBEHHOM BJIACTH, MECTHOTO CAMOYIIPABJICHHUS U OPTaHU3AUSAMHU
M000# OpraHu3alMOHHO-TIPABOBOM (POPMBI.

3anauy JUCIMILINHBL
MOKa3aTh B3aMMOCBSI3b HH(QOPMAIIMK U JOKYMEHTA,

MPOCIEUTh SBOJIIOLUIO JOKYMEHTa, KaK HOCUTENs WH(POpPMAalUH, pa3BUTHE CHOCOOOB

JOKYMEHTUPOBAHUS U MaTepUaIIOB JUId (pUKcauy HHPOpMALINH;

MPOaHAM3UPOBATH MPOIECC CKIIAIBIBAHUS U Pa3BUTHS POpPMYIsipa JOKYMEHTA;

MMpOoaHAJIM3UPOBATH MPOLECCC CKIAAbIBAHUSA U PA3BUTHUA CUCTCM NOKYMCHTAILIUU,

BBISIBUTh W TOKAa3aTh TEHACHIIMHM YHU(DHUKAIMKM, CTAHIAPTU3AIUHA U KIACCU(PUKALUU KaK
OTIIENBHBIX (POPM JTOKYMEHTOB, TAaK M CHCTEM JOKYMEHTAIIMH B LIEJIOM;

MOKa3aTh COBPEMEHHbIE TPEOOBAHUS K COCTABICHUIO U 0(OPMIICHHUIO TIOKYMEHTOB;

IPUBUTH HABBIKU aHAJIN3a JOKYMCHTA,

NPUBUTH HAaBBIKU
YHU(DUITUPOBAHHBIX

bopM  TOKyMEHTOB,

JOKYMEHTALMOHHOM CUCTEMBI YUPEXKIACHUS B LIETIOM.

COCTABJICHUSI JIOOBIX BHJOB JIOKYMEHTOB M IPOEKTUPOBAHMS
CHCTEM JOKYMEHTalluM U HH(GOPMAIMOHHO-

1.2. IlepeyeHb MIaHUPYEMBIX Pe3y/IbTATOB 00y4YeHHS 10 AMCUMILINHE (MOAYJIIO),
COOTHECEHHBIX ¢ HHAMKATOPAMH JOCTHKEHHUs KOMIIeTeH Mt

Komnerenuus WNHuKaTopbl KOMIIETEHLIIUN Pe3ynbprarsl 00yueHus
(xont u (ko1 1 HAUMEHOBaHUE)
HaUMEHOBAHUE)

OIIK-2. Cnocoben OIIK -2.3. Permaer 3HaTh: byHKIIN
HaXOJUTh yIIpaBJIeHUYECKUE 3a/laui B cepe | mojapasneseHui B chepe
OpraHU3alMOHHO- JOKYMEHTALMOHHOTO JOKYMEHTAI[MOHHOTO 00OecreueHHs
yIIpaBJIEHYECKHE oOecrieueHHsT ~ YOpPaBICHUS W | YIPABJICHUS M apXUBHOTO Jeja

pelIeHUs TpU  PELICHUU

ApXHUBHOTI'O ACJia

YMeTb: BBINOJHATH paboTy IO

3amau B cepe cBoei
o JTOKYMEHTAIMOHHOMY 00eCIIeYeHHIO
poheCcCHOHATBLHOM
YIPaBJICHUS u apXUBHOMY
ACATCIIbHOCTHU
XpaHEHUIO

Brnaners: HaBbIKaMHU BBIOOpA
HanboIee ONTHUMAIILHOIO peHICHUSA
yIpaBJIEHYECKUX 3a7a4 B cdepe




JOKYMEHTALMOHHOTO  00OecriedeHust
YIPABJICHUS U aQpXUBHOTIO JI€1a

OIIK-3. Cmocoben OIIK -3.3. Hcnonb3yer 3HaTh: CMEXHbIE c
MIPUMEHSITh B3aMMOCBS3U JIOKYMEHTOBEJCHUS | TOKyMEHTOBEICHHEM u
TEOPETHUECKUE  3HAHUS | U apXUBOBENECHUS CO CMEXKHBIMH | apXUBOBEICHUEM HayJHbBIC
TSt peleHus | HayKaMu u HAyYHBIMU | TUCIUTUIAHBI
MOCTaBJICHHBIX 3a/a4 B | AUCHUTUIMHAMU

YMeTs: BBISIBIISITh
obmact
B3aMMOCBSI3U MEXTY
JOKYMEHTOBEICHUS u
JTOKYMEHTOBE/ICHUEM,
apXUBOBEICHUS
apXUBOBEJICHUEM u JIPYyTUMHU

HayY4YHbIMU OUCHUILIMHAMHA

Bnaners: HaBBIKAMU
WHTEpIIPETAlNA 3HAHUA B 00JacTH

CMCKHBIX HAYUHBIX JUCHUILIJINH ITPU

peleHnn 3a1au B cdepe
AOKYMCHTOBCACHUA )41
APXHUBOBCACHU A

1.3. MecTo aucuunianHbl (MOAYJIf1) B CTPYKTYpe OCHOBHOI 00pa3oBaTe/ibHOM
NPOrpaMmbl

JucuummmHa (Moaynb) «JlOKyMEHTOBEACHHE» OTHOCUTCS K 00s3aTeNbHOW 4YacTu OJloKa
JTUCIHIUIAH y4eOHOTO TUTaHa.

JInsi OCBOGHHSI TUCHMIUITMHBI HEOOXOIUMBI KOMIETEHLUH, C(HOPMHPOBAHHBIE B XOJ€
n3yuyenus cruenyromux gucuuiuimH: Mcropus Poccum no nHawama XX Beka, YIpaBlleHHE
JOKYMEHTaMH Kak o005acTb NpodecCHOHAIBHONW JesTenbHOCTH, MCTopHust M opraHu3amus
TOCYIapCTBEHHBIX YUpexkAeHUN nopeBosonuoHHo Poccuu, MHpopmanmonHoe 00IIecTBO U
U poBasi 3IKOHOMHUKA.

B pesynbrare ocBOEHHS TUCHMIUIMHBI (POPMUPYIOTCS KOMIIETECHLIUH, HEOOXOIUMBIE JUIS
U3YYEHHUS CIAEAYIOINX AUCUUIINH U MPOX0XkAeHus npakTuk: Opranuzanus u texHosorus [0V,
KagpoBoe penonpousBoacTtBo, O3HaKOMHTENbHAs IPaKTHKA, Jle10mpon3BOJACTBO B oOpraHax

rOCYAAapCTBEHHOMN BJIACTU U MECTHOTO CaMOYIIpaBJICHHUS, Kondunenunanpaoe
JeTONPOU3BOACTBO,  JIOKyMEHTalMOHHOE  OOecreyeHne  JEeATEIbHOCTH  KOMMEPYECKUX
OpraHu3anui.

2. CTpyKTypa JTUCHUILIUHBI (MOLYJIs1)

OO01mast Tpy10eMKOCTh TUCIUTUTMHEI COCTABIISACT 8 3.€., 288 u.

CTpyKTypa AMCUMILIMHBI 1JIs1 04HOH (pOpMBbI 00yUeHUsI



O0bem JUCHUIIJIMHBI B (bOpMC KOHTaKTHOM Da60TI>I 06yt1a10umxca C In¢aarorn4y€CKuMun
pa60THI/IKaMI/I n (I/IJ'II/I) JIMIIaMy, IPUBJICKAaCMbIMU K pcain3aliun 06p330BaT6HLHOfI MporpaMmMbl Ha MHBIX

YCIIOBUSIX, TIPU MIPOBEICHUN YUEOHBIX 3aHSTHIA:

Cemectp | Tum y4eOHBIX 3aHATHIA

KonmuecTBo yacos

2 Jlexuu 64
2 JlabopatopHble pabOThI 96
Bcero: 160

O0beM AUCIUTLITUHBL B JOpPME caMOCTOSATENbHON paboThI 0OyUaromxces cocraBiser 128

AKaACMHUYCCKHUX YaCOB.

CTpyKTypa AUCHUILIMHBI VIS 04YHO-32049HOH (opMBbI 00yueHHu st

Ob6beM mucuMIUIMHBEI B (OpME KOHTAKTHOW pPabOTHI

06yt1a10umxca C NIICHJaroru4ycCKuMHn

pa60THI/IKaMI/I n (I/IJ'II/I) JIMIIaMy, IPUBJICKAaCMbIMHU K pcain3aliun O6pa3OBaT6J'H>HOI71 IMporpaMmMbl Ha MHBIX

YCIIOBUSIX, TIPU MIPOBEICHUN YUEOHBIX 3aHSTHIA:

Cemectp | Tum ydeOHBIX 3aHATHIA

KonmuecTBo yaco

2 Jlekumn 38
2 JlabopatopHble pabOThI 58
Bcero: 96

O0beM AUCIUTITUHBI B POpPME CaMOCTOSATENbHON paboThl 00yUYAIOMIMXCS cOcTaBsieT 192
aKaJeMHYECKUX YacoB.

CTpyKTypa AUCHUILIMHBI VIS 3204HOii (OpMBI 00yueHUs

Ob6bveM mucHMIUIMHBEI B (OpME KOHTAKTHOW paboThl 00yyaromuxcsi ¢ MeAarorndecKuMu
paboTHUKaMH W (WIK) JULAMH, TPUBJICKAEMbIMH K pPealu3aliy 00pa30oBaTeIbHONH MPOrpaMMBbl Ha MHBIX
YCIIOBUSIX, TIPU MPOBEICHUH YUEOHBIX 3aHSTHIA:

Cemectp | Tun y4eOHBIX 3aHSATHIA KonuuaecTBo yacos
2 Jlekuum 24
2 JlabopatopHble pabOThI 40
Bcero: 64




O0beM AUCIHUTITUHBI B POpPME CaMOCTOSATENbHON pabOThl 00YUYAIOIIMXCS COCTaBIsAET 224

AKaACMHUYCCKHUX YaCOB.

3. Coaepxxkanue M CHMIJIMHBI (MOLYJIs1)

HaumenoBanue paznena Conepxanue
JVCLIUTUIAHBI
Paznen I Ha3nauenue 1.1 IIpeamer, COJIEpIKaHUE, 3a1aun
JVCLUIIIMHBI, HCTOYHUKH U | JUCUMIUIMHBI U METOJIbI €€ U3YyUEHHUSI.
JIuTepaTypa .
patyp JIoKyMEHT - OCHOBHOM 00BEKT
JOKYMEHTOBEIUECKUX HCCIIEN0BaHUN. Poub

JOKYMEHTa B JKM3HM 4YeJOBEKa U OOILIEeCTBa.
JlokyMeHTHI B cepe npaBa U ynpasieHus. BnusHue
HAayYHO-TEXHMUYECKOM PEBOJIIOLMHM Ha pa3BUTHE
nokyMmeHTa. PasButHe (¢opmynsgpa JTOKyMEHTA.
HayuHo-ucropruueckas M IpakTU4ecKas LIEHHOCTb
JOKYMEHTA. MeTo bl UCCIIEJOBAaHUS
JTOKyMEHTOBeaUecknx mnpobieM. OOmieHaydHble H
crenuanbHble MeToabl. CTaHOBJIEHHE U Pa3BUTHE
JOKYMEHTOBEACHHUSI KaK HayyHOW JMCLUIUIMHBIL.
CBs3b TOKYMEHTOBEACHUS ¢ Teopueil nHdopmarmu,
apX1BOBEICHUEM u HCTOYHUKOBEIECHUEM.
Hcnonp3oBanne TOKYMEHTOBEACHUEM JOCTHKEHUN
MHPOpPMATUKH, HCTOPUYECKOW  HayKW, IIpaBa,
JUHTBUCTUKH, TEOPUM YIPABICHUS M JPYTUX
Hay4yHBIX AUCUMIUIMH. PoJIb NTOKyMEHTOBEIECHMS B
COBEPLICHCTBOBAHNUHU IIPOLIECCOB YIPABICHUS.

1.2. lcrouHMKM U TUTEpaTypa

3aKkOHOJATENbHbIE  aKThl, = HOPMAaTUBHBIE
Marepuansl XVI — nHau. XX B. IIncbMOBHUKH.
Meroanyeckne pazpaboTku. PykoBojacTBa 1O
JEIIONIPOU3BO/ICTBY.

BaKOHO,Z[aTCJIBHBIC, IIpaBOBLIC AKThI u

HOPMATUBHO-METOJUUYECKUE JIOKYMEHTBI
Poccuiickoit denepanun. Koncrurynus
Poccutickoit denepanuu. Konekcst PO,
KOHCTUTYIIMOHHBIE U (eiepalibHbIE 3aKOHBI, YKa3Hhl,
IloctaHnoBaeHUs [IpaBuTenscTBa Hu HWHBIC
HOpPMaTUBHbIE  JOKyMEHTHL.  ['ocynapcTBEeHHbIE
CTaHAaPTHI, HOPMATUBHO-METOJUUYECKUE

JOKYMEHTBI — PErJIaMEHTBI, ITpaBujla, UHCTPYKLUHA U




np. Ilepumommueckue  u3ganus.  CrpaBoOYHbBIE
n3nanus. Jlureparypa.

Pasnen 2 JlokymeHT, ero
GbyHKIUU " CHOCOOBI
JTOKYMEHTHPOBAHHS

2.1. lousTus «MHPOPMALIUD» U «ITOKYMEHT»

[Moustuss  «uHPOpMAHSY) H  «IOKYMEHTY.
CBsa3p  uHpOpMammMu W JOKyMeHTa.  Pomb
uHpOpMAIlMM B COLMATIBHBIX M HSKOHOMHYECKUX
nporeccax. MHopmanus Kak OCHOBA HPUHATHA
YIPABJIEHYECKOTO PELICHHUS.

BO3HUKHOBEHHE JOKYMEHTA, €r0 Ha3HA4YCHHUE.
[TonsiTne  «IOKYMEHT», €ro TpaHchopMars.
JIOKyMEHT - OOBEKT MCCIIEOBAHUS TEOPETHUECKUX
Hu MIPUKIIATHBIX JUCIUILIINH. [IpaBoBoii,
YIPABJIICHUYECKU  UCTOPUYECKHM  aCIEeKThl B
OIIpPElENICHUN JIOKyMeHTa. PacimmpeHue mnoHATUA
«IOKYMEHT» C pa3BUTUEM HAyKM U TEXHUKHU.
ITonsiTHE «QIEKTPOHHBIN JOKYMEHT». OmpeneneHue
JOKyMEHTa B  TOCYAApCTBEHHBIX  CTaHAApTax.
IloHATHE «IOKYMEHT» B JOKYMEHTOBEICHUHU.

3akoHOIaTeNbHBIE aKThl 00 0053aTENBPHOCTH
JIOKyMeHTUpoBaHUs  uH(popmarmu. Ha3HaueHue
JTOKYMEHTHOHM uHpopMaruu. PakTopsl, BIHUAIOLIIE
Ha UHQPOPMAIMOHHYIO IICHHOCTh JOKYMEHTOB.
3aBHCHMOCTH LIEHHOCTH MH(POPMALUU OT TOJHOTHI,
00BEKTUBHOCTH, JJOCTOBEPHOCTH, CBOCBPEMEHHOCTHU
nepefaud M IOJYYEHUs, MEPUOJUYHOCTH WIIHU
4acToThl nepepaud. OnepaTuBHAs U UCTOpUYECKAs
(peTpocniekTHBHAs) TOKYMEHTHasi HH(GOpMAIUs Kak
enuHasi “H(popMaIMOHHAs CUCTEMA.

2.2. yHKIMU TOKYMEHTOB

[onsiTe «hyHKIUSA JTOKYMEHTA.
3aBHCUMOCTh  TOHSTHS  «JIOKYMEHT» OT  €ro
byHKIMH. 3HaueHue U3Yy4eHUs byHKIAN
JOKYMEHTA. WNudopmannonHas byHKIHS

JOKYMEHTa Kak CpeJICTBO  3ale4yaTieHUus H
coxpaHenus wuHpopmarmu. CouwmanbHas QYHKIUSA
nokymenta. KynbTypHas (QyHKIHS JTOKyMEHTA.
KommyHukatuBHas  (QyHKIUS  Kak  CPEICTBO
nepeaayr UHGOpPMaIIH.

VYrpasienyeckas (yHKIUS M €€ 3HAYCHUE B
opranuzanuu ympasieHus. IIpaBoBas (yHKuuS.
OyHuknusa  ydera. @DyHKOUA  JTOKYMEHTa  Kak
HUCTOPUYECKOr0 HCTOYHMKA. DYHKIUU IIOCTOSHHO
AeWcTByoNMe U (PyHKIMK omepaTuBHble BnusiHue




GyHKIMIT ~ TOKyMEHTa Ha  €ro  CTPYKTYpY.
[TonmupyHKIIMOHATBHOCTH TIOKYMEHTA.

2.3. Crioco0bl IOKYMEHTUPOBAHUS

3ByKkoBasi  pedyb, €€  BO3MOXXHOCTH |
HEJIOCTaTKM B 3aKpeIUICHWHM W Iepenade
uHpopmanuu. [IpenMeTHbIii ¥ 3HAKOBBIH CHOCOOBI
nepegaun  coobuienuit.  IlomstHe  «cmoco6»
NOKyMeHTUpoBaHusA.  Mcropuyeckuid  Xapakrep
JOKYMEHTOB ¥  JIOKYMEHTUPOBaHHUS.  OTambl
Pa3BUTHS CIIOCOOOB TOKYMEHTHPOBAHUS.

HauepratenbHplii  crmoco® 3akperuieHus |
nepegaun MH(POPMAIHH. TekcroBoe
IoKyMeHTupoBaHue. [lukrorpagpuueckoe mUCbMO H
ero ocobenHoctu. Jlororpaduyeckoe MUCBMO
(nmeorpaduyeckoe MUCHMO), €ro JOCTOMHCTBA H
HezmocTatku. [IpuMeHeHHe NHKTOTrpaguyeckoro u
jororpa)u4eckoro MUChbMa B HACTOSIEE BpEMs.
CnoroBoe nucbMo. Bo3HukHOBeHHE (POHETUYECKOTO
(OyKBEHHOTO) MHCHMA.

PazButue rpadukum  pyccKoro - muchMa.
Crenorpadusi. IIpumenenue TEKCTOBOI'O
JOKYMEHTHPOBaHUSI.

Texnuueckoe qokymMeHTHUpoBaHHE. OCHOBHbBIE
CPYIIBI  TEXHUYECKOW  JOKyMEHTAaluu. Bumel
TEXHUUYECKUX JTOKYMEHTOB. OOIacTH NpUMEHEHHS
TEXHUYECKOTO JTOKYMEHTUPOBAHUS.

DOTOIOKYMEHTHPOBAHHE. 3HavyeHue
¢dororpaduu kak crnocoda pukcaruu UHOOPMAIIHH.
[Tpumenenne HoTOTOKyMEHTOB.

KunonokymentupoBanue. Iloustue
«KUHOJOKYMEHT. Bunpr KUHOJIOKYMEHTOB.
Buneo3anuce.

doHooKyMeHTHpOBaHUE. Ero ocobeHHOCTH,
00J1acTH IPUMEHEHUSL.

JlokyMeHTHUpOBaHKE c MIPUMEHEHUEM
UH(OPMAIIMOHHO-TOTUIECKUX MAIIIHH.

CoBpeMeHHbIE CIIOCOObI TIOKYMEHTUPOBAHUS C
MCTOJIb30BAHUEM HOBBIX TEXHOJIOTHH.

2.4.MatepuanbpHble HOCUTENIU HH(POpMAITUH

Hocuremu MH(POPMAIHH. HpeBHeiimue
MaTepuaisl JUIsl MMcbMa Martepuansl Uisl IMCbMa B
[lepemneit  Asum  (KIMHOMHCHBIE — TaOJIUYKH).




W3rotoBnenne ¥ NpUMEHEHUE  Iamupyca.
Hcnonp3oBaHue Uil MUChbMa IepraMeHTa, 0epecTsl
U Jpyrux marepuanoB. M3o0perenue Oymaru, ee
JOCTOMHCTBA,  OOYCJIOBHBIIME IOBCEMECTHOCTb
pacripoctpaneHus. BopsHble 3Haku (Quiaurpanu).
CpenctBa M opyausi MUCbMa M HMX BIUSHHME Ha
pa3BuTHE IrpaduKu MHCHMA.

Marepuansl UL TEXHUYECKOI0
JOKYMEHTHUPOBAHHUSL. Marepuansl U1t
(OTOKMHOJOKYMEHTUPOBAHHS. Buneorpammsl.
Marepuaist JUTSL (OHOTOKYMEHTUPOBAHUSI.

KomnbloTepusie HocuTenu uHpOpManuu. BriusHue
HOCcHUTENS MH(POPMALUMU HA JIONTOBEYHOCTH H
CTOMMOCTb JIOKYMEHTA.

Paznen
JIOKYMEHTA

3

IIpusnaku

3.1. OpurnHaJIbHOCTb JOKYMEHTA

IlonsiTe OpurMHana, NPU3HAKU OpHUTHMHAIA.
YMHOXKEHHbIe OpUTHHAIbl. UepHOBUKH U OEIOBUKU
TEKCTOBBIX JOKYMEHTOB. ABTOTpadsl. Penakium.
OpurnHansl KUHO ¥ (OTOIOKYMEHTOB. OpHUrHHAIBI
(OHOTOKYMEHTOB. OpuruHanbl ~ TEXHUYECKUX
JOKYMEHTOB, OPUTMHAJI AIEKTPOHHOIO JOKYMEHTA.

Iloasatue  «mommuHHUK». llommmHHBIE W©
MOJUIOKHBIE JTOKyMEHTHI. Buabl ¢anbcudukanm
JOKYMEHTOB. danbcuduxanms COJIep>KaHHsI.
NuTepnonsus danbcuduxanms cocTaBa
yIOCTOBEpEHUs, OJIaHKa.

3.2. KonuitHOCTb JOKYMEHTA

Ilonatua «xonus». Mcropuueckoe pasBUTHE
Konuil. Buapl xonui, onpenenseMbie criocoooM ux
BocnpousBeneHus. Konuu, pasnuuaumseie o crocody
ux ynocroBepeHus. Ilopspok opopmiieHUs KOTHA.
HOpunuueckas cuna konuid. Jlyonukar.

Paznen
JIOKYMEHTA

4

CrpykTypa

4.1. ®opmynsip TOKYMEHTa U €ro COCTaBHbIE
4acTu

Ilonatue  «pexBusur». IlocrosHHbIE U
nepeMeHHble pekBU3HUTHL. [loHsTHe «hopmymsipa
JOKYMEHTA». OcobenHocTH bopmynsipa
JOKYMEHTOB, IOJYUYEHHBIX PA3JIMYHBIMHU CIOCOOaMHU
JOKYMEHTUPOBAaHUS (TEKCTOBBIMM, MAIIMHHBIMH,
KHHO-, ¢doro-, ¢doHo-, TEXHUYECKUMH ).
WNHuBunyanbHbINA u THUIIOBOM bopmymsp
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nokymenta. @opmynsip — obpasel, ero 3agaud B
yHU(UKAIUN TPeOOBAaHUI K PEKBU3UTAM JIOKYMEHTa
U MX PaCIOJI0KECHHUIO.

4.2. Co3maHue M pa3BUTUE TPaJAULIUOHHOMN
(GhOpMBI TOKyMEHTa

QopmyJIsIp TEKCTOBOrO JO0KyMeHTa XVI -
XVII BB. BuusgHue Tpaguiuid M 3aKOHAa Ha
ckinazpiBanue (opmyssipa nokymenta. Crneunduka
0o0O3HaueHWsI HAUMEHOBAaHUS BHUIA JIOKyMEHTA,
yKa3aHUE aBTOpa M COCTaBUTENS JOKYMEHTA.
O6o3nauenue anpecata. OCoOOEHHOCTH IATUPOBKU
JNOKyMeHTa. Mecro M Xapakrep  IOAIUCEH
JOKYMEHTA, «CIpPaBbl» M «IPUIIUCH», aBTOPCKas
noanuck. Buael neyareit. OTMETKM Ha JOKYMEHTAX.
TpaguIMOHHO COXUBLIASCS CTPYKTypa TEKCTa M
0COOEHHOCTH M3JIOKEHHS COJICPKAHUS Pa3InIHbIX
BHUJIOB IOKYMEHTOB.

®opmyisap TekcToBoro nfokymenrta X VIII B.

3akoHOaTeNbHbIE W HOPMAaTHUBHBIE AaKTHI O
COCTaBJICHUH ¥ 0()OPMIIEHUH TOKYMEHTOB. BriusiHue
HEepapXuM «BJIAcTEH W MECT» Ha Pa3BUTHE BUIOB U
pasHoBHIHOCTEH. OG03HAaYEHNHE aBTOPA U €r0 MECTO
B (hopMyJsipe TOKyMEHTa.

Texct noxymenTa. Poib 3aKkoHOIATENBHBIX
aktoB  XVIII  B. B  yHuduKauum  TeKcra
OTIpENICICHHBIX BUJOB JIOKYMEHTOB. [IMCEMOBHHUKH,
COOpPHUKH O0Opa3LOBBIX TEKCTOB. 3arojioBOK K
TEKCTY, ero Ha3HayeHue u mecro. Ckpena. [ledatn u
npaBuUja MOJIb30BaHUS WUMH. OTMETKH, UX BUJBI,
Ha3HAYEHUE U MECTO B POpMYIIsipe.

QopmyJIsIp TEKCTOBOTO JOKymeHTa XIX -
Hayana XX BB.

Pernamenranusi 3akOHOJATENbHBIMU aKTaMHU
NopsZIKa COCTAaBICHUA U O(OPMIICHUSI JOKYMEHTOB
O06o03HaueHue BUAA, aBTOpa JOKYMEHTOB, UX MECTO
B (hopmyisipe. [losiBinenue OnaHka.

OcoOeHHOCTH a/IpecoBaHMsl JOKYMEHTOB H
opopmienne gatel. M3MeHeHHe B MOpSIIKE
opopMiIeHHS ~ TOANMUCH  DPA3TUYHBIX  BUJOB
NoKymMeHTOB. IIpocraBnenne mnedaren. Xapakrep
OTMETOK Ha JOKYMEHTaXx.

Crpykrypa TEKCTa JIOKyMEHTA.

OOmerocynapcTBeHHAs yHUDUKAIHS
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JOKYMEHTOB U CTPYKTYpbI TEKCTOB.

4.3. @opmynsp yrnpaBiIeHYECKOro JOKYMEHTa
XX-XXI BB.

Bomnpochkl TOKyMEHTHPOBaHMsI, COCTABJICHUS U
oopMIIeHHST JTIOKYMEHTOB B 3aKOHOJATEIbHBIX H
HOPMAaTHUBHBIX aKTaX. YHU(QUKAIUSA JOKYMEHTOB.
Buyrpusunosas YHUUKAIHSA. PasButne
YHU(QUKAMKM W CTaHAAPTU3ALUH  JOKYMEHTOB.
I'ocynapcTBeHHblE  CTaHOApThl HA  JIOKYMEHTHI.
OCoOeHHOCTH OpraHU3alMOHHO-PACTIOPIIUTEIbHBIX
JIOKYMEHTOB. I'OCT P 7.0.97-2016
«OpraHu3anMoOHHO-pacnopsAIUTEIbHAS
HoKyMeHTans. TpeGoBaHust K  OQOPMIICHHIO
JOKYMEHTOB. PexBu3nTHI JOKYMEHTOB,
nepeuncisemsle B «lIpaBunax nenonpou3BOJACTBA B
(benepanbHBIX OpraHax MCIOJHUTEIBHON BIACTH» U
“MeToanuecKkux peKOMEHAAlus To pa3paboTke
MHCTPYKLHUH 10 JETONPOU3BOJCTBY B (peliepatbHbIX
OpraHax MCIOJHUTEIbHOM BJIaCTH .

bnank noxymenta. Bunsl GnankoB. CocraB
OnmaHka, TOPSAIOK pACIOJIOKEHHUSI PEKBU3UTOB B
Onmanke. brmaHKM C yrJIOBBIM M TPOJOJIBHBIM
pacrooXKeHueM PEKBHU3HTOB. [TpaBuna
KOHCTPYHUPOBaHUS OnaHKa. bnanku C
n300pakeHNeM TrocyaapcTBeHHOro repba u repba
cyObeKTa Qeneparmm.

ABTOop mokymenrta. Ilopsimok o00603HaYCHHS
HANMEHOBAaHUsA OpraHu3alMu-aBTOpa JOKYMEHTA.
CrpaBouHble JaHHBIE 00 aBTOpe, HX COCTaB,
pasMenieHne Ha  OnaHke. ABTOPBI  JIMYHBIX
JOKYMEHTOB. Iloamuch, medars Kak IPU3HAKU
aBTOpA.

Bun noxkymenra, ero pasButue. Bunsl
JOKYMEHTOB, ONPEACIISIEMbIE 3aKOHOJATEIbHBIMA U
HOpPMaTUBHbIMU akTaMu. CBsI3b BUJOB JIOKYMEHTOB
u  QyHKIMH  ympaBieHus.  YKa3aHMe — BUAA
JOKYMEHTa, €r0 MECTO W Ha3Ha4YeHHe B opMyisipe
JOKYMEHTA. 3aBUCHMOCTh ()OPMBI IOKYMEHTa OT €T0
BHJIA.

Ob6o3nauenue anpecara. IIpaBuna HanucaHus
ajJipecata ¥ MECTO yKazaHus aapecaTta B Gopmyspe
nokymenta.  Otpaxenue  cdepbl  JICUCTBUS
JIoKyMeHTa B ero aapecate. [lopsmok odopmieHus
JOKYMEHTa C HECKOJILKMMH ajapecatamu. [lopsaok
oopMIICHHS TTIOYTOBOTO ajpeca.
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Jlata JOKyMmMeHTa. 3Ha4YeHHE JaTUPOBAHUS
JOKyMEHTa. ABTOpCKHE  JaThl  (COCTaBJICHHE,
MOJMTUCAHNE), AAThl, OTHOCAIIMUECS K COJAEPKAHUIO.
JlaTel, XapakTepu3yloIlue »3JIeMeHTa (GOopMyIsipa.
Hatsl 00paboTku JIOKyMEHTOB. [Topsimok
odopmieHHs nar.

Cocras yI0CTOBEPEHUS JIOKyMEHTOB.
Hasnauenne noanucanus nokyMmeHToB. IIpaBuna
MOANMUCH JOKYMEHTOB  Ppa3jIM4YHbIX KaTeropuil.
Mecro moamucu B (opMmyiIspe  JTIOKyMEHTA.
OnexkrpoHHas noanuck. OTMeTka 00 3IEKTPOHHOM
MIO/IITUCH.

ITewatTn m ux Ha3HadYeHHWe. Bunnl nedartew.
l'ocynapcTBenHas repOoBas eyarh.
3aKOHOATENLCTBO 00 HM3TOTOBJIICHUH u
MoJib30BaHuu mnevatsaMu. llopsnok mpocraBieHUs
OTTUCKA II€YaTH HA TOKYMEHTAaXx.

VYTBepxkeHHe JOKYMEHTOB. CriocoOsr
yrBepxknaeHus. CocraB  rpuda  yTBEpIKACHHS,
NOpSAZIOK ero ogopmiieHus, MecTo B (opmysipe
JOKyMEHTA.

CornacoBanue nokyMmeHTa. [lopsanok u BuIbI
cormacoBanusi. Buszbl u rpud cormacoBaHus, HX
odopmierne, MecTo B GopMyIspe TOKyMEHTA.

Otmerkn Ha JokyMeHTax. Mx poiap B
MNPOXOKACHUU W UCIIOJIHCHHUU JOKYMCHTA, MCCTO B
dopmynsipe  nokymenta. Ocoboe  HazHa4YCHHE
pe30IIoIHA (ykazaHus 110 HCITOJIHEHUIO
nokymeHTta). TpeOoBaHMe K COACPKAHHUIO U
opopmiennro. OTMETKH O B3ATUU JIOKyMEHTa Ha
KOHTPOJIb, UCIIOJIHEHUHU JOKYMEHTA U JIp.

4.4. Texct noKyMeHTa

[ToHsATHE «TEKCT MOKYMEHTa» MpPU Pa3TMYHBIX
croco0ax JTOKYMEHTHPOBAHUSI. Cuenapuii
NOAroToBKM JOKyMeHTa. ColepikaHue MpOCTBIX U
CJIOKHBIX TOKYMCHTOB.

[Topsanok W3JI0kKEHHS TEKCTa JOKYMEHTA.
TpeboBanmst 4E€TKOCTH U SICHOCTH  TEKCTa
nokyMeHTa. Jlornueckas  CTpyKTypa  TEKCTa.
B3aumocBa3b copepxkanus U QOpMBl JOKYMEHTA.
dopmanusanus TEKCTa JOKYMEHTa.

OneMeHThl TekcTa. [loHsATHE «3aroJI0BOK»
(HauMeHOBaHUE JOKYMEHTA). Haznauenne
3arojioBKa, €ro Mecto B (GopMymspe JTOKyMEHTa
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[TpunoxeHus K TeKCTY U HOPSIIOK UX 0(OPMIICHUSL.
4.5. Yandukanus TeKcTa JOKyMEeHTa

Yaudukaimss JIOKyMEHTa Kak OIHO U3
HarpaBJICHUN ero COBEPIICHCTBOBAHMSI.
[Tpennoceuiku yaudukanuu. Meroa yHupUKAIIH.

YHu}uUKanus CTPYKTYpHl TEKCTa. DIEMEHTBI
bopmanmzanmu.  DopManu30BaHHBIA  XapakTep
TEKCTOB YYETHOW JOKYMEHTAIlMH. YHU(pHUKAIHSI
S3BIKOBBIX CpeicTB. POpMBI YHU(PHUKALIMN: TUTIOBOA,
TpadapeTHblii TEKCThbI, TabnuIa, aHKeTa, rpaduK,
JarpaMMBbl.

Paznen
JOKYMEHTALUA

5

Cucremsl

5.1. CkiaipiBaHH€ CUCTEM JOKYMEHTALUU

ITonsatue «cucrema JOKYMEHTALUN».
IIpusznaku cucreMbl JnoKyMeHTauuu. OCHOBaHMS
KJIacCcU(UKAIUHN CUCTEM JOKYMEHTAIUH.

Ucropuueckas 00yCIOBIICHHOCTh
dbopMupoBaHHs CUCTEM JOKyMeHTaluu. CHCTEMBI
JOKYMEHTAUMHU  YUYPEKACHUU JTOPEBOJIOLMOHHOMN
Poccun.

Pa3zBurue CHUCTEM AOKYMCHTAIlUU Ha
COBPCMCHHOM JTallC. KauecTBeHHEICE H3MEHCHUS
COCTaBa U COACPKaHUA CUCTEM JOKYMCHTAIIUU.

l'ocynapcTBeHHast cucTeMa JIOKYMEHTALIUH.
OyHKIMOHATBHBIC CUCTEMBI JOKYMEHTAI1H,
BEJIOMCTBEHHbBIE CUCTEMBI WJIM OTPACJIEBbIE CUCTEMBI
JOKYMEHTAI[UU U UX B3aUMOCBSI3b.

5.2. YHu}uUIpoBaHHbIE CUCTEMBI
JTOKyMEHTaLu!

[lonsitne  «yHUUIMpPOBAHHAs  CHCTEMa
JOKyMeHTanun». Pa3paboTka yHH(UIIUPOBAHHBIX
CHCTEM JIOKyMEHTAIIUU - HOBBIN 3Tal B YHU(pUKAIUK
U CTaHAApPTH3alMU JIOKYMEHTOB. XapaKTepUCTHKA

YHU(DUITUPOBAHHBIX CUCTEM JOKYMEHTALIUH.
I'ocynapcTBeHHbIE CTaHAAPTHI Ha
YHUHUIMPOBAHHBIE CUCTEMBI. OnbIT

MEXAYHApOJHOW CTaHAAPTU3ALUHU TOKYMEHTOB.

[TpoexTupoBanue yHU(PUIUPOBAHHBIX (HOPM
JOKYMEHTOB. Meron COJICpKATEIIBHOU u
(bopmabHON yHUDUKAIIH.

Perucrpauus  yHuGUIHMPOBaHHBIX  (OpM
NoKymMeHTOB. [lopsnox BBeneHus B JACHCTBUE
YHU(UIIUPOBAHHBIX (OPM JOKYMEHTOB. AJBOOMBI
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dbopM yHUDUITUPOBAHHBIX JOKYMEHTOB.

Pernamenrarus cocTaBa BUJIOB u
Pa3sHOBUIHOCTEH  JOKYMEHTOB  ONPEICICHHOTO
KOMIUIEKCa IO 33/a4aM yrpasieHus. Tabenb dopm
JIOKYMEHTOB.

Paspnen 6 OpranuzannoHHO-
pacnopsIuTenbHbIe u
MHPOPMAIIUOHHO- CIIPAaBOYHBIEC
JOKYMEHTbI

YHaudumpoaHHas cucrema
OpPraHU3alMOHHO-PACHOPSIAUTENbHOH
nokyMeHTanu. OCOOEHHOCTH CHCTEMBI, €€ COCTaB.

OpranuzanoHHble TOKyMEHTHI. [lonokenus,
yCTaBbl, PErJIAMEHTHI, MHCTPYKIIMU, TIPaBWIIa U Jp.
TpebGoBaHwMsI K KX COCTABIECHUIO M 0(OPMIICHHIO.

PacniopsiiurensHbie JOKYMEHTBI.
[TocranoBnenus, pelieHus, MIPUKA3BI,
pacriopsbkeHus, ykasaHus u ap. llopsgox wux
COCTaBJICHUS 1 OPOPMIICHHS.

WNHpopMallMOHHO-CIIPAaBOYHbIE  TOKYMEHTBI:
aKThl, CIIPaBKH, JIOKJaIHble M OOBSICHUTEIIbHBIC
3alUCKHU, THMChMA, TEJIEeTrPaMMBbl, TeIe()OHOTPAMMBI.
Hx cocraBieHue u oopmIIeHHE.

OcoGenHoctr  OQOpPMIICHHUS  JIEATEILHOCTH
KOJIJICTHAJIBHBIX OPraHOB.

Paznen 7
CoBepllieHCTBOBaHUE
JTOKYMEHTAI[MOHHBIX MPOIIECCOB

7.1. Pernamenranus IIPOLIECCOB
JTOKyMEHTOOOPa30BaHUS

HeobOxomuMoCTh  perynupoBaHusi Tpolecca
JOKYMEHTOOOpa3oBaHus. BEIsSICHEHUE U yCTpaHCHHE
MPUYUH HEOMPABJAAHHOTO BO3PACTAHUS BUJIOBOTO
pazHooOpa3usi ¥ KOJIMYECTBA  JOKyMEHTOB.
YcranoBiieHHe 000CHOBAHHBIX KPUTEPUEB CO3TAHUS
JTIOKYMEHTOB. @DaKTopsl, ONpPEACIIOIINE
HEOOXOIMMBIN KOMIUIEKC IOKYMEHTOB. Tumm3arms
bopm JIOKYMEHTOB. Pa3paboTka Hay4YHbIX
KOHIIETIIUH MeXoTpacineBoi yHUPHKaMu (Gopm
yIpaBJIeHUYEeCKUX A0KyMeHTOB. Co3mgaHue OaHKOB
JTaHHBIX.

IIpaBoBoe peryaupoBaHue mnporecca
JOKYMEHTOOOpa30BaHUsL. Dopmbl IIPaBOBOIO
peryaupoBaHusl.

7.2. Vcnonb30BaHUE HOBBIX TEXHOJIOTHUI B
JOKYMEHTHUPOBAHUU

Bnuguue BHEJIPEHUS BBIYUCIUTEILHON
TEXHHUKH Ha 00pa3oBaHUE JOKyMEHTOB. JIOKyMeHT B
anekTpoHHOUW  ¢opme. [IpobGmema  mpaBoBOro
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peKHMMa JIOKYMEHTa, CO3JaHHOTO B 3JICKTPOHHOMN
dopme. OcCOOEHHOCTH COTIIACOBAHUS U TIOITUCAHUS
DIEKTPOHHBIX JOKYMEHTOB.

OcoGenHoctn  co3maHuss U OGOPMIICHUS
JTOKYMEHTOB Ha KOMIIBIOTEpE: HCIIOJIb30BaHUE 0a3

IaHHBIX,  CO3JaHMe  [MAaOJIOHOB,  TEKCTOBBIC
pEIaKTOphI, CJIOBapH, MPOBEpKa T'PAMOTHOCTH H
opdorpadun. CoBpemeHHOE IPOrpaMMHOE
o0ecreyeHue.

Pa3BuTtHe cuctembl mepenaun WHQpOpPMAIMU
Bo3moxHOCTH ~ 0€3A0KYMEHTHOTO oOMmeHa
uHpopMalrei B yIIpaBICHUH.

Pazgen 8.
UCTOpUYECKAsT W
[IEHHOCTh JOKYMEHTa

Hayuno-
IIpaKTHYECKast

IonsTus: «ILIEHHOCTb JOKYMEHTa»,
«QKCIIEPTHU3a LIEHHOCTU. Bo3nukHOBeHHE
SKCTEepTH3bl. BbIpaboTKa MPUHIUIIOB U KPUTEPHEB
OLICHKH LICHHOCTU JOKYMEHTOB.

Buemnss u BHYTpPEHHSA KpUTHUKA
JOKYMEHTOB. AHallu3 aBTOPCTBA, BPEMEHHU, MeECTa
BO3HMKHOBEHHH JOKYMEHTA. AHaIN3 COACpKaHUI

JOKYMEHTA. JI0CTOBEPHOCTH u LIEHHOCTh
JOKYMEHTA.

JIOKyMEHTBI c MOBTOPSIOLEHCS
uHpOpMaIHen. Bupt [IOBTOPSIEMOCTH:
OyONeTHOCTb, IOTJIOUIEHHOCTh, CYMMHUpPOBaHHE,
BApPUAHTHOCTD, pedepupoBaHue. Oomme

3aKOHOMEPHOCTH, OIPEACIAIOINE BO3HUKHOBEHHUE
JOKYMEHTOB C IOBTOPSIONIEHCS HH(pOpMaIHEH.

3HAUUMOCTh SIBJICHUH, COOBITHH, (AKTOB B
MEePBUYHBIX u BTOPUYHBIX JTOKYMEHTaX,
COOTBETCTBUE COJCpXKaIIeics B HUX HH(POpMAIMH
OCHOBHBIM HWJIM  BCIIOMOTATENBbHBIM  (PYHKIHAM
YUPEKICHUS. KOpuanueckas cuia 3THX
JOKYMEHTOB. Xapaxrep MOBTOPSIEMOCTH,
MEPHOTUIHOCTH 00pa30BaHUS JOKYMEHTOB.

Bribopounas OILICHKa JOKYMEHTOB.

CrneunajibHble KPUTEPUU OIICHKA HAYyYHO-
texHuyeckor gokymeHtanuu (HT/). W3yuenue
BHYTPEHHETO COCTaBa JIOKyMEHTa MO mpobiemMam
(temaM) u MojensiM (KOHCTPYKUHUSAM) 3HAaYCHHUE
HAyYHO-TEXHUYECKOH HJIeH. 3HAYMMOCTh OOBEKTa
JUISl SKOHOMUKH. YHUKAIBHOCTh COOPYKCHUS WIU
KOHCTPYKIIHH.

Kputepun LIEHHOCTH
KnHO()oTO(POHOT0KYyMEHTOB. OCOOEHHOCTH OLIEHKH
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MalllMHOYUTACMBIX JTJOKYMCHTOB.

Pasnen 9. KoMmrutekcol
JOKYMEHTOB

ITonsatue «KOMILJIEKCA JOKYMEHTOBY.
IlepBUUYHBIE KOMIIIEKCHI TEKCTOBBIX JTOKYMEHTOB U
UX  BUJBL Kommuiekcel ~ TEXHHMYECKMX U
KUHO(OTOTOKYMEHTOB.

CrnoxHble KOMILJIEKCBI. [lonsTus
«IOKYMEHTAJbHBIN» U  «apXWUBHBIMN»  (DOHJBI.
Komnuiekcsl JOKYMEHTOB YUPEKICHUH,
OpraHu3aluii ¥ CTPYKTYPHBIX IOJApa3JEICHUM.
JIngHble (hOHIIBI. Ilonsarue «KOJIJICKIHSY

AOKYMCHTOB. IlonsTue «aAPpXHUB».

4. O0pa3oBaTe/ibHbIE TEXHOJIOTHHU

HJ’IH MMPOBCACHUA y‘Ie6HLIX 3aHATUH 110 JUCHUIIIIMHE MCIIOJIB3YIOTCA Pa3IMYHbIC O6pa3OBaTCJ'H>HI>IC
TCXHOJOI'Nu. I[J'IH OopraHusanuvun yqe6H0r0 mnmponecca MOXKCT OBITh MCIIOJIBE30BAHO QJICKTPOHHOC 06yquI/Ie
n (I/IJ'H/I) JUCTAaHIITMOHHBIC 06paBOBaTCJ'H>HLI€ TCXHOJIOT'HUH.

5. OueHka MIaHNPYyeMbIX Pe3y/JIbTaTOB 00y4YeHH st

5.1. CucreMa onleHUBaHUSA

dopma KOHTpOIIS Makc. Konn4ecTBo 6ayuioB
3a omHy paboTy Bcero

Texkymuii KOHTPOIIb:
- onpoc 5 baytos 15 6amios
-1y -KOHTpOIIbHAs paboTa (TeMBI 2) 15 GamnnoB

45 GannoB
- KOHTpOJIbHAS paboTa (TeMbl 4) 15 ayutoB
- OnMn-KoHTpoNbHas pabora (Tema 6)
- UTOrOBasi KOHTPOJIbHAs paboTa (TeMsbl 1-6) 15 GamnnoB
IIpomexxyTouHas aTTecTanus 40 6aytoB
(3auer) (Temsl 1-6)
Hroro 3a cemectp 100 6anmoB
- oTIpoC 5 Gamtos 10 6aoB
- TectupoBanue (Tema 7) 20 6ayutoB
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- KOHTpOJbHAas pabora (Tema 9) 10 Gaso
-MTOrOBast KOHTPOJIbHAs paboTa (TeMsl 7-12) 20 6ayutoB 50 GastoB
[Mpomexyrounas arrecranus (3x3ameH) (TeMsl 1- 40 6amtoB 40 6aymtoB
12

) 100 6amnos
Wroro 3a cemectp (AMCHUIUTHHY)

ITomy4eHHBIN COBOKYIIHBIN pe3ylbTaT KOHBEPTUPYETCS B TPAJULIMOHHYIO IIKAIY OLIEHOK U
B IIKalTy OLIEHOK EBpormeiickoil cuctemsl nepeHoca u HakoruieHus: kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUM ¢ TabnuIIEi:

100-0arnpnas TpanuuuroHHas mKana [lkana ECTS
IIKana
95 -100 A
OTJIIMYHO
83 - 94 B
68 — 82 XOpOILIO 3a4TEHO C
56 — 67 D
YIOBIIETBOPUTEIHHO
50-355 E
20—-49 FX
HEYOBJIETBOPUTEIILHO HE 3a4TEHO
0-19 F

5.2. KpnTepml BBICTABJICHHUSA OLICHKH IO JUCHUIITIMHE

Bamsl/ Ouenka 10
Ilkama ECTS | gucuuruimnge

Kpurepun oueHkd pe3yabTaToB OOy4eHHUsS TIO
JUCLIUIUINHE

100-83/ «OTIUYHOY/
AB «3a4TEHO
(oTIIYHO)»/
«3a4YTCHOY

BrictaBnsercs oOydaromemycsi, €Clii OH TIyOOKO H
[IPOYHO  YCBOWJI TEOPETUYECKMM U  IPAKTHYECKHUI
Marepuai, MOXeT IPOAEMOHCTPUPOBATh 3TO HA 3AHATHUAX
U B XOJI€ IPOMEKYTOYHOU aTTECTALUH.

OOyuaromuiicss  MCUYEpPIBIBAIONIE W JIOTHUYECKH
CTPOMHO M3NIaraeT yuyeOHbIH Marepuain, yMeeT YBS3bIBaTh
TEOPUIO C IPAKTUKOM, CIPABIISETCS C PEIICHUEM 3a]a4
npodecCHOHANBFHONW HAIMPaBIEHHOCTH BBICOKOTO YPOBHS
CIIO)KHOCTH,  TPaBHJIBHO  OOOCHOBBIBAaeT  IPHUHSATHIE
peleHus.

CBoOogHO  OpHWeHTHUpyeTcs B y4eOHOM U
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bannsl/ Onenka 1o Kpurepun oueHkd pe3yabTaToB OOy4eHHUsS TIO
[lkana ECTS | nucuuniuune JUCLIUIUINHE
npoeccuoHaTbHON IUTEpaType.
Onenka 1o TUCLUILINHE BBICTaBJISIFOTCS
oOyyaromemycsi ¢ y4éTOM pe3ylbTaTOB TEKylled H
IIPOMEKYTOYHOU aTTECTALIUH.
KoMmnerennuy, 3akperui€éHHble 3a IUCLUIUIMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «BBICOKHII».
82-68/ «XOpoIo»/ BrictaBnsercs oOydaromiemycs, €cid OH 3HaeT
TEOPETUYECKUI U IPAKTUYECKUN MaTepUall, TpaMOTHO U I10
C «3aUTEHO
CyLIECTBY M3JaraeT €ro Ha 3aHATHSIX M B  XOJE
(xoporo)»/ .
IIPOMEXYTOUYHOM aTTECTALlUU, HE AOIYCKasl CYIIECTBEHHBIX
«3aUTEHO» HETOYHOCTEH.
OOyuaromuiics IIPaBUIILHO IIPUMEHSET
TEOPETUYECKUE IIOJIOKEHUS TPU PELICHUU MPAKTHUYECKUX
3ajad  Mpo(ecCHOHANBHOM  HANpaBIEHHOCTH  Pa3HOTO
YPOBHSI CJIIOKHOCTH, BJIAJIC€T HEOOXOIUMBIMHU JUI ATOTO
HaBBIKAMU U IPUEMaMHU.
JIOCTaTO4HO XOPOILO OPUEHTHUPYETCS B Y4EeOHOU H
npoheccHoOHaANBLHON TUTEpaType.
Onenka 1o TUCLUILINHE BBICTaBJISIFOTCS
oOyyaromemMycsi ¢ y4éTOM pe3ylbTaTOB TEKylled H
IIPOMEKYTOYHOU aTTECTALIUH.
KoMmnerennuy, 3akperui€éHHble 3a IUCLUIUIMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «XOPOIIHIi».
67-50/ «YIIOBJIETBOP BrictaBnsercs oOyuaromemycs, €cliM OH 3HaeT Ha
DE U-TEJIBHOY/ 0a30BOM  YpOBHE TEOPETUYECKMA W  MPaKTHYECKHM
b

«3aYTEHO
(ymoBnerBopu-
TEJILHO)»/

«3a4YTCHO»

Marcepuaji, MOOITYCKAaCT OTACIbHBIC OIIIMOKHU npu c€ro
HU3JI0KCHHUHM Ha 3aHATHUAX M B XOAC HpOMC)KyTO‘IHOﬁ
aTTCCTalluu.

OOyuarommuiics HCIIBITBIBAET OIIpelEIEHHBIC
3aTPY[AHCHHS B IIPUMEHEHHHM TEOPETHUYECKHUX IIOJIOKECHUM
IpU PELICHUH TPAKTHUECKUX 3a/1ad NpodecCHOHATbHON
HAIIpaBJICHHOCTU  CTAHJAPTHOIO YPOBHS  CJIOKHOCTH,
BJIaJIe€T HEOOXOJAUMBIMHU JUISL ATOTO 0a30BBHIMH HaBBIKAMU
U IpUEMAMH.

JIeMOHCTpUpPYET [OCTATOYHBIA ypPOBEHb 3HAHUSA
y4eOHO# JuTepaTypsl MO JUCHUTUIMHE.
Onenka 1o JUCLIUILINHE BBICTaBJISIFOTCS
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bannsl/ Onenka 1o Kpurepun oueHkd pe3yabTaToB OOy4eHHUsS TIO
[lkana ECTS | nucuuniuune JUCLIUIUINHE
oOyvaromiemycss ¢ Y4€TOM pE3yJIbTaTOB TEKylled W
MIPOMEKYTOYHOM aTTECTALINH.
Kommnerenuumn, 3akpemi€éHHble 3a AMCLMILIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «JJOCTATOUHBII».
49-0/ «HEYIOBJICTB BrictraBnsercs oOydaroniemMmycsi, €Ciii OH He 3HAeT Ha
EEX OPUTEIIEHOY/ 0a30BOM  YpOBHE TEOPETUYECKMA H  MPaKTHUYECKHM
’ MaTepuas, JOMyckaeT rpyOble OHmMOKM TpH  €ro
HE 3a4TEHO

HU3JI0KCHHUHM Ha 3aHATHUAX M B XOAC HpOMC)KyTO‘IHOfI
aTTCCTalluu.

OOyuaromuiics HCIIBITBIBAET CEPbE3HBIC
3aTPY[AHCHHS B IIPUMEHEHUM TEOPETHUYECKHUX II0JIOKECHUM
IpU PELICHUH TPAKTHUECKUX 3a/ady MpoecCHOHATHLHON
HaIIpaBJICHHOCTH CTaHJApPTHOIO YPOBHS CIIOKHOCTH, HE
BJaJie€T HEOOXOJMMBIMU JUIS 3TOTO HaBBIKAMH U
IpUEMaMHu.

JleMoHCTpHpyeT (parMeHTapHble 3HAHUS Y4eOHOM
JUTEPATypHI MO TUCHUTUINHE.

Onenka 1o JUCLUIIIINHE BBICTaBIIAOTCS
oOyyaromemMycsi ¢ y4€TOM pe3ylbTaTOB TEKylled H
IIPOMEKYTOYHOU aTTECTALIUH.

KoMnerennum  Ha  ypoBHE  «IOCTAaTOYHBIN»,
3aKperUIEHHBIE 3 TUCIMITIIMHOM, HE chOPMUPOBAHEI.

5.3. OueHouHble cpeacTBA (MATEPHAJIbI) I TEKYIIEr0 KOHTPOJISl yCIIeBaeMOCTH,
MPOMEKYTOYHOM aTTeCTAUN 00Yy4YAKIIMXCH M0 JMCHUIIHHE (MOTYJIIO)

Ilepeuensv 6onpocos k KOHMPOILHOU padome no meme 2.

Yem 3aHMMaeTC Hay4YHas JUCHUILIAHA ,Z[OKYMCHTOBC,Z[CHI/IC?

C xakuMu HayY4YHbBIMU JUCHUIIMHAMU CBA3aHO ,Z[OKYMCHTOBC,Z[CHI/IC?

Ha3oBute 3ak0HOAATENBHBIE AKTHI, PETYJIUPYIOLIUE BOIIPOCH! TOKYMEHTUPOBAHMSL.

Ilepeuncnure HOPMAaTHBHbIE
JOKYMEHTHUPOBAHHUSL.

IIPaBOBBIC aKThI, peryJmpyromue BOITPOCHI

JlaiiTe XapakTepUCTUKY HOPMATUBHO-METOIMYECKUM JOKYMEHTaM I10 JEJI0IPOU3BOJICTBY.

Hazosute YYCHBIX, HCCIICAYIOIUX BOIIPOCHI JOKYMCHTOBCICHUA.
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Ilepeuens 6onpocoe Kk KOHMPOLHOU padome no meme 4.
Kakue BbI 3HaeTe criocoObl JOKYyMEHTHPOBAHHUS?

Ilepeuncinre sTanel pa3BUTUS TEKCTOBOIO JOKYMEHTUPOBAHMS, CPABHUTE UX MEXAY
cOOOI.

Pacckaxxurte 06 0cOOEHHOCTSIX TEXHUUYECKOTO JOKYMEHTUPOBAHUSI.
B gem 3akitouarorcss 0coOEHHOCTH KMHO, (hOTO U (POHOJOKYMEHTHPOBAHUS?

CpaBHMTE M3BECTHBIE BaM CIOCOOBI JJOKYMEHTHPOBAHHUS MEXKIy COOOMW, Ha30BUTE UX
[IPEUMYILECTBA U HEAOCTATKHU.

JlaliTe XapaKTepUCTUKY MaTepUaTbHBIM HOCUTENSAM MH(POPMALMU M CPABHUTE UX MEXKIY
cOOOI.

Ilpumeput 61uY-KOHRMPOTBLHBIX padom no meme 6
Kakue oOpariienus OblTH MPUHATHI B KOHKPETHBIA HCTOPUYECKUN TTIEPHO?

(IpOBECTH CTPEIIKH)

XIX Bek TOBApUILY

CoBerckuii mepuoj NBany VIBanoBuuy

90-e ronpr XX Beka MunocTuBomy rocynapro
CoBpeMeHHOCTh TOCHOJUHY

KakuMu uTOroBHIMH (ppazaMu 3aKaHUMBAJIOCH CIY)KEOHOE IMHUCHMO B KOHKPETHBIH
UCTOpUYECKUH nepuon?

(IpOBECTH CTPENKH)

XVI, XVII Beka ¢ r1yOOYalIIuM MTOYTECHUEM

XIX Bek C yBaXK€HUEM

CoBerckuii nepuoj C KOMMYHHCTUUYECKUM IIPUBETOM
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CoBpeMeHHOCTh IMape rocynape, cMUIyncs, Noxaryu

Ilepeuens 6onpocoe Kk umo2o60ii KOHmMpoAbHOU padbome Ne 1
JIOKyMEHT M €ro MeCTO B CUCTEME YIIPABJICHUS.

3aKoHOIaTeNbHBIE IPABOBBIE aKTHI, PETIAMEHTHPYIOIIME CO3JaHHe H odopmieHue
JOKYMEHTOB.

HopMmaTHBHO-METOIMUECKUE AKThI, ONPENENAIONINe MOPAIOK CO3IaHMs U 0(OpMIICHUS
JOKYMEHTOB.

I[OKYMCHTOBC,Z[CHI/IC KaK HaydHasd OJUCHUIIIMHA U €€ CBA3b C APYIrMMH HAayYHBIMU
JUCLHUITIIMHAMU.

[TonsiTne «uHMGOpPMAIHS» U €TO pa3BUTHE.

IloHATHE «IOKYMEHT» U €r0 pa3BUTHE.

CBs3b HH(pOPMAIMH U TOKYMEHTA.

OOmiue u yacTHbIEe QYHKIIMU TOKYMEHTA.

CrnocoObl TOKYMEHTUPOBAHUS U UX PA3BUTHE.

TexcToBO€ NOKYMEHTUPOBAHUE U ITAIIBI €0 PA3BUTHUS.

[Tuktorpammel. [IpuMeHeHNe TUKTOTpapUUECKOTO MICbMa CETrOIHS.
Jlororpammsl. Mcrions30BaHKe JOrOrpaMM CETOIHS.

TexHuyeckoe TOKYMEHTUPOBAHKE. BUIbI KOMIUIEKCOB TEXHUUYECKOM TOKYMEHTALIUH.
®oronokymeHnTupoBanue. llosBienue, pa3BuTue, IpUMEHEHHE.
KunonoxymentupoBanue. [losBienue, pazsurue. Buaeoszanucse.
®ononoxkymentuposanue. llossnenue, pa3Butue, IpUMEHEHUE.
Marepuain U1 JOKyMEHTUpOBaHus. Ero passurue.

[Tognuunanky 1 kornuu. Buael konuid. [Iopsaok y1oCTOBEpEHUIN KOTIUIA.
Dopmynsp nokymenTa. TumoBoit popmyssp, hopmynsp-oOpaserr.
Pazsurtue popmymsipa noxkymenra B XVI-XVII BB.

®opmyisip noxkymenta X VIII B.

@opmyisp TekcToBoro nokymenrta XIX- nagana XX BB.

Oopa3zubvt mecmos no meme 7
Bompoc 1

Bu3za oduumanbHOro JOKyMeHTa 3TO:
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A) pEKBU3UT JOKYMEHTA, BHIPAYKAIOLINI cOrjacue WM HECOTJacHusl JOJLKHOCTHOTO JIMLA C
COZIepKaHUEM JOKYMEHTA

B) HaANMHUCb Ha JOKYMCHTC, CACJIaHHasA JOJIKHOCTHBIM JIMIIOM U COJCpIKalllasi NPpUHATOC UM
peleHue

B) noanucanue 10KyMeHTa €ro COCTaBUTENEM

Bompoc 2

Busbl npocrasisAroTes:

A) pabOTHUKOM, TI€YATABIINM JOKYMEHT
b) paGoTHMKamMK CBOEH OpraHu3aliuu

B) paboTHHKaMH ApYrux OpraHu3aLui

Bompoc 3

B xakwue PCKBU3UTHI JOKYMCHTA AaTa BXOJAUT KaK COCTABHAA JacTh?

a) rpud yTBEpKACHUS B) MOJIHUCH
0) BH3a COTJIaCOBAHUS T') pE30JIIOHS
Bomnpoc 4

OOmmii 6;1aHK TOKYMEHTa BKJIIOUAET B Ce0s CIIEAYIOUINE PEKBU3UTHI:

A) m3obpaxenue repda, IMOIEMBbI, MECTO I pa3MEIlCHUs Ha3BaHUS BUIA JTIOKyMEHTa,
MECTO JUISI TaThl U HOMEepa IOKyMEHTa, MECTO COCTaBIICHHS

b) umzobpaxxenue repba, sMOIeMbl, HAaMMEHOBAHUE OPraHU3AIMM aBTOPA, MECTO JUIA
pa3MelleHusl Ha3BaHUS BHUAA JOKyMEHTa, MECTO IS JaThl M HOMepa JOKYMEHTa, MECTO
COCTaBJICHUS

B) uzoOpaxenue repba, »mMOneMbl, HAUMEHOBAaHHME OPraHU3ALMU aBTOPA, MECTO JUIA
pasMelleHus Ha3BaHus BU1a JOKYMEHTa, CIIPaBOYHbIE JaHHbIE 00 OpraHU3aIiK, MECTO JUIS JaThl
¥ HOMepa JOKyMEHTa, MECTO COCTaBIICHUS

Bomnpoc 5
Kakue 13 nepeynciaeHHbIX JOKYMEHTOB TPEOYIOT YTBEPKIACHUS?
A) ycraB b) mratHoe pacnucanue B) npuxassl

I') noxnaausie 3anucku /) JOHKHOCTHBIE MHCTPYKIIUU

Bomnpoc 6
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TunoBoii popmysip mpHUKasza COAEPKUT CIETYIOUINE PEKBU3UTHI:

A) rep0 (oMOiemy), HaMMEHOBAHWE OpraHU3AIMHM-aBTOpA, CIPABOYHBIC JAHHBIE 00
OpraHu3aliui, HaMMEHOBaHUE BUAA JOKYMEHTa — IpPHKa3, JaTy, HOMEp, MECTO COCTaBIICHHS,
3aroJIOBOK K TEKCTY, TEKCT, IMOAMUCH, BU3bI COTIIACOBAHUS

b) rep6 (smMOnemy), HaMMEHOBAHHE OpraHU3alMHM-aBTOpPa, HAUMEHOBAaHHWE BHJIA
JOKYMEHTa — MpHUKa3, AaTy, HOMEP, MECTO COCTABJIEHHUS, 3ar0JIOBOK K TEKCTY, TEKCT, IOAIMMKCH,
BU3BI COTJIaCOBAHUS

B) rep6 (oMOnemy), HaMMEHOBaHME OpPraHM3aLMU-aBTOPA, HAMMEHOBAHHWE BHJA
JOKYMEHTa — MpHUKa3, AaTy, HOMEP, MECTO COCTABJIEHHUS, 3ar0JIOBOK K TEKCTY, TEKCT, IOAIMMKCH,
11e4aThb, BU3bl COTJIACOBAHUS

Bomnpoc 7

B ynpaBneHueckoif mpakTuke MPUMEHSIOT CIeIyIOIUe BUbI OITaHKOB!
A) 6naHK TUCHMA

b) GmaHk KOHKPETHOTO BHUJa JOKYMEHTa

B) oOmruit 61ank

J1) 6rank usuveckoro auma

Bomnpoc 8

JIOKyMEHTUPOBAaHUE ITO:

A) npornecc JBUKEHHUS JOKYMEHTOB B OpraHu3aluu

b) 3anmch nHpOpMaIuy Ha pa3IUuYHBIX HOCUTENSAX 110 YCTAaHOBJICHHBIM IpaBHIaM
B) coznanne nokymeHTOB

I') paboTa ¢ foKymMmeHTaMu

Bomnpoc 9
K Opra’Hru3alluOHHBIM JOKYMCHTAM OTHOCATCH:

A) ycTaBsl 0) mpaBuia  B) aKThl T) MPHUKa3bl 1) HHCTPYKIIUU

Bompoc 10
I'epOoBoii meuaThio (MeYaThi0 OPTaHU3AINN) 3aBEPSIOT:
A) rapanTuiiHbie MUCbMa 0) MPOTOKOJBI 3aCEAaHUN B) MIPUKA3HI

I') noroBopsl 1) TPyAOBBIE KHUKKHU
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Bompoc 11
@opMyIIsIp JOKYMEHTA JTO:

A) HabGop pexkBH3UTOB OQUIMAIBHOTO MUCHMEHHOTO JOKYMEHTa, PACHOJIOXKEHHBIX B
OIIPENIETIEHHOM MOCIEN0BATEIBHOCTH

b) nopsiiok 06paboTKH JOKyMEHTOB

B) MuUHUMAaNbHBINA 37IeMEHT 0(hOPMIICHHUS TIOKYMEHTa

Bompoc 12
WHudopmalioHHO-CTIPaBOYHBIN JOKYMEHT 3TO:

a) JlokymeHT, conepxamuid nHGOpMAaIUIO 0 (HAaKTUYECKOM IOJOKECHUH e, KOTOPBIH
CIY’)KUT OCHOBAHHUEM JJIsI IPUHATHS PELLICHU I

0) JlokymMeHT, opranu3yonuii paboTy yupexaeHus
B) JIoKyMeHT, B KOTOpPOM 3apUKCUPOBAHBI PACHIOPSIKEHUS PYKOBOJICTBA

r) JlokyMeHT, pUKCUPYIOIIHIA eI TeTbHOCTh KOJIETHAIIBHOTO OpraHa

Bompoc 13

bnank ¢ u3o0paxenuem rocynapcrTseHHoro repda Poccuiickoit @enepannu MOTYT UMETh:
a) JIrobast opranu3zansi, 3aperucTpupoBaHHas Ha Tepputopun Poccuiickoit deneparn
6) Kommepueckas ¢upma, 3apeructpupoBaHHasi Ha Tepputopun Poccuiickoit @eneparuun

B) YupexJeHHs W OpraHu3aluu, ykazaHuble B KoHcTuTynmonHom 3akoHe «O repbe
Poccniickoit denepanun»

r) YupexxeHus 1 opranu3anuu, ykazanssle B Koncruryuuu PO

Bompoc 14

K pexBusuram, npuaaromiuM JOKYMEHTY IOPUINYECKYIO 3HAUUMOCTh OTHOCATCA :
a) repo PO

b) oTMeTKa 0 OCTyIUIEHNH TOKYMEHTA

B) MOJIKCH

I') aBTOp JOKYMEHTa

[lepeueHp BOPOCOB K KOHTPOJIBHOM padoTe 1o Teme 9

UYro Takoe yHH(UKALUSA JOKYMEHTOB?

JlaliTe onpenenenue cucreme JOKyMEHTaluu

Yro Takoe yHU(PHUIIMPOBAHHBIE CHCTEMBI IOKyMEHTALIUU, HA30BUTE UX.
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Kakue Buibl JOKYMEHTOB BXOJISIT B COCTAB YHHU(PUIIMPOBAHHOM CHCTEMBI OpraHU3aIllHOHHO-
pacropsAUTEIILHON JOKYMEHTALMH.

Ilepeuens 6onpocoe Kk umo2060ii KOHmMpoOIbHOU padome Ne 2

[TousTHS «yHUDUKALMSD U «CTAaHIAPTU3ALUD) TOKYMEHTOB.

Pa3Burtue yHuukanum u crangapTu3anuu J0KyMmeHToB Bo Il monoBune XX B.
I'OCT P 7.0.97-2016. Ero conep:xanue, 3Ha4eHUE.

TpeGoBanusi kK KOHCTpyMpPOBaHMIO OJaHKOB. Bunel OmankoB. bmanku mnpennmpustuit
pa3nu4HbIX (POPM COOCTBEHHOCTH.

PexBM3HUT «HaUMEHOBaHUE OPraHU3alMU-aBTOPA JOKyMEHTa», TpeOOBaHMS K HEMY.
PexBU3HT «cIIpaBOYHbIE JaHHbBIE 00 OPraHU3alMH-aBTOPE TOKYMEHTa», €r0 COCTAaB.
PexBU3HT «aapecar», €ro 3Ha4eHUE U COBPEMEHHBIE TPEOOBaHUS K 0(OPMIICHUIO.
Hatel. TpeboBanus k uX 0(hOPMIICHHUIO; 1aTa KaK COCTABHAS YacTh APYIHX PEKBU3UTOB.
PekBU3UT «perucTpallMOHHbIN HOMEP JOKYMEHTA), €r0 3HaUCHHUE.

PexBU3UT «CCBUIKA HA PErUCTPALMOHHBIM HOMEDP U AAaTy JAOKYMEHTa», KOrJa U IAEC OH
IIPOCTAaBIISAETCSL.

[lopsimox  cormacoBaHus JOKYMEHTOB H OGOPMIICHHS BHYTPEHHETO M BHEIIHETO
COIJIaCOBAHHUSA

ITopsnok yTBEpKI€HUs JOKYMEHTOB, BUJIbI YTBEPKICHHUS.
ITopsnok noanucanus JOKyMEHTOB.

[leyaTh Kak pEeKBU3UT JOKyMeHTa. Ha Kakux JOKyMeHTax NpoCTaBisieTcs repOoBas
reyars.

CocraB  ynmoctoBepeHHs  JOKyMeHTOB.  llpaBuma  odopmiIeHHs  PEKBU3HTOB,
YIOCTOBEPSIOMIUX JOKYMEHT.

OTMeTKH Ha TOKYMEHTE, UX 3HaYeHHUE U 0(POpMIICHHE.

Pezomonus. E€ 3nauenne. TpeGoBanus, MpeabsBIsieMble K PE30IIOIHH.
PexBU3HT «0TMETKa 00 UCTIOHUTENE, €T0 3HAYCHHUE.

PexBU3UTHI, MPUAAIOIIHE JOKYMEHTY IOPUINYECKYIO 3HAUUMOCTb.
YHu}uKanus TeKCTa JOKyMEHTa.

TpadapeTHsie TekcThl. MeToIMKa pa3padOTKH.

CrniocoObl mpesacTaBieHus] YHU(PHUIIMPOBAHHBIX TEKCTOB (aHKETHI, TaOIHIbI, TpadapeTHble
TEKCTHI).

OOm1re TpeboBaHMS K TEKCTY TOKYMEHTA.

AJIFOpI/ITM MOATOTOBKH JOKYMCHTA.
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DJeMEeHTHI TeKCTa: 3aroJ0BOK, PHIOKEHHS, TPEOOBAaHUS K HUM.
JluHTrBHCTHYECKHE 0COOEHHOCTH TEKCTOB CITY)KEOHBIX JOKYMEHTOB.

[ToHsiTHE «CHCTEMBI JOKYMEHTAIUI», PA3BUTHE CUCTEM.

[TonsiTne «yHU(PUITUPOBAHHBIE CUCTEMBI IOKYMEHTALIUN.

Hasnauenue, onpenenenne u coctaB Y COP/I.

TpeboBanus K cOCTaBICHUIO U 0(OPMIICHUIO OPraHU3AIMOHHBIX JOKYMEHTOB.
TpeboBanus K COCTaBICHHUIO U 0(OPMIICHHIO PACTIOPSIUTEIBHBIX IOKYMEHTOB.
TpeboBanust K COCTaBICHUIO U 0(OPMIICHUIO TIPUKA30B.

TpebGoBaHust K COCTaBJIICHUIO U O(GOPMIICHUIO OOBSICHUTENBHBIX M JOKJIATHBIX 3aITHUCOK
(BHEIIHUX U BHYTPEHHUX).

TpeboBanus kK cOCTaBICHUIO U 0(YOPMIICHHUIO CIPABOK (BUIbI CIIPABOK, CIIPABKH BHEIIHUE
U BHYTPEHHHUE).

TpeboBanus K COCTABICHUIO U OPOPMIICHHIO aKTa.

TpeGoBanust K COCTaBIECHHIO UM O(GOPMIICHHIO CIIY)KEOHOTO mNuchMa. Pa3HOBHIHOCTH
MTUCEM.

TpeboBanust K COCTaBICHHUIO U O(POPMIICHUIO TEJIETPAMM.
Ocob6ennoctu opmynspa TeneoHOrpaMMBl.

A.]IFOpI/ITM NMOATOTOBKH U MPOBCACHHA COBCIIAHUA. I[OKYMCHTBI, CO3aaBacMbIC B IIPOLCCCC
IIOATrOTOBKH COBCUIAHMA.

TpeboBanus K COCTaBICHUIO U O(POPMIICHUIO IIPOTOKOJIA.

IToHsATHE KOMIUIEKCOB JOKYMEHTOB. IIepBHUUHBIE KOMILIEKCHI TEKCTOBBIX JOKYMEHTOB.
[ToHsTHS «IOKYMEHTANbHBIN GOHI» U «apXUBHBIN (hoHI. VX paznuuue.

CrnosxHble KOMIUIEKCBI. BEJOMCTBEHHBIE apXUBBI.

CrnosxHble KoMIUIEKCHI. ['ocynapcTBeHHbIE apXUBbl. CeTh TOCYIapCTBEHHBIX apXUBOB.

IToHATHS «IIEHHOCTh JHOKYMEHTa», «IKCIEPTHU3a LIEHHOCTH». BO3HUKHOBEHME, pa3BUTHE
9KCIEPTU3BI.

[IpuHLHAIIBL, KPUTEPUH DKCIIEPTU3BI IEHHOCTH JJOKYMEHTOB.

Ilepeuens 60npocos K ycmHomy IK3ameny no ecemy Kypcy

Ilepeuenr BOnpoCoOB AJIs MOATOTOBKY K 3K3aMEHY 10 AUCLHUILIMHE “J[0OKyMEHTOBeIeHUE”
JIOKYMEHT M €r0 MECTO B CUCTEME YIIPABJICHHUS.

3aKOHBI U HUHBIE HOPMATUBHLBIC IMPABOBLIC AKTbhl, PCTJIAMCHTHPYIOIIUC CO3JaHUC U
odopMIIeHHE TOKYMEHTOB.
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HopmaTtuBHO-MeTOMMYECKHE  JOKYMEHTHI, ONPEICNSAIONINE  TMOPSIOK  CO3JaHUsS U
odopMIICHHS TOKYMEHTOB.

I[OKYMGHTOBG,Z[GHI/IG KaK HaydHasd OJUCHUIIIMHA U €€ CBA3b C APYTMMH HAayYHBIMU
JUCLHUITIIMHAMU.

[TonsiTue «uHMGOpPMAIHS» U €TO pa3BUTHE.

IIoHATHE «IOKYMEHT» U €r0 pa3BUTHE.

CBs3b HH(MOPMAIMH U TOKYMEHTA.

OOmiue u yacTHbIEe QYHKIIMU TOKYMEHTA.

CrniocoObl TOKYMEHTUPOBAHUS U UX PA3BUTHE.

TexcToBOe NOKYMEHTUPOBAHUE U ITAIIBI €0 PA3BUTHUS.

[Tukrorpammel. [IppMeHeHNEe TUKTOTpapUUECKOTO MUCbMa CETOIHS.
Jlororpammsl. Mcrions30BaHKe JOTOrpaMM CETOIHS.

TexHuyeckoe TOKYMEHTUPOBAHKE. BUIbI KOMIUIEKCOB TEXHUUYECKOM TOKYMEHTALIUH.
®oronokymeHnTupoBanue. llosBnenue, pa3BuTue, IpUMEHEHHE.
Kunonoxymentuposanue. IlosiBienue, pa3Butue, IpuMEHEHHE.
®onooxkymenTuposanue. Ilossienue, passurue, IpUMEHEHUE.
Marepuain U1 JOKyMEHTUpOBaHus. Ero passurue.

[Tognuunarky 1 kornuu. Buael konuid. [Iopsaok y10CTOBEpEHUIN KOIUA.
@opmynsip nokymenta. Tunosoit popmysp, popmyinsp-odpaserr.
Pazsurtue popmymspa noxkymenra B XVI-XVII BB.

®opmyisp noxkymenta X VIII B.

@opmyisip TekcToBOro gokymeHnra XIX- Havana XX BB.

[ToHsATHS «YHUPHUKAIMA» U «CTAaHAAPTU3ALUL» JOKYMEHTOB.

I'OCT P 7.0.97-2016. Ero conep>kanue, 3Ha4€HHE U BO3MOXHOCTH MCIOJB30BAHUS B
COBPEMEHHBIX OpraHHU3aIUsIX.

IIpaBuna 1en0ONpoM3BOACTBA B TOCYAAPCTBEHHBIX  OpraHax, OpraHax MECTHOIO
camoyInpaBiieHUus (COJEpKaHUE, 3HAUEHUE U BO3MOXHOCTHU UCIOJIb30BaHUA).

MeTtomuyeckie peKOMEHAAIMU M0 pa3paboTKe MHCTPYKIUN TO AENOMPOW3BOJCTBY B B
roCyJapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO CaMOYIpaBlieHUs (colep:KaHue, 3HAuYeHUE M
BO3MOKHOCTH UCIIOJIb30BAHUS).

IIpumepHas HHCTPYKLUS IO AEJIONPOU3BOJICTBY B TOCYJapCTBEHHbIX opraHm3anusax 2018
I. (cozepkaHue, 3Ha4YeHUE U BO3MOYKHOCTH UCIIOJIb30BAaHNUA).

CocraB pekBu3uTOB O1ankoB. Knaccudukanus 61aHKOB.

PexBU3UT «<HaMEHOBaHNE opraHu3alru-aBTOpa J0KYMCHTA», TpGGOBaHI/IH K HCMY.
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PexBM3HT «cIIpaBOYHbIE JaHHBIE 00 OPraHU3alMH-aBTOPE TOKYMEHTay», €r0 COCTAaB.
PexBU3HT «aapecar», ero 3Ha4eHUE U COBPEMEHHBIE TPEOOBaHUS K 0(OPMIICHHUIO.
Hatel. TpeboBanus K uX 0(hOPMIICHHUIO; 1aTa KaK COCTABHAs YacTh APYIHX PEKBU3UTOB.
PexkBU3NT «perucTpalMiOHHbIN HOMEP JOKYMEHTA), €r0 3HaYCHHUE.

PexBU3UT «CChUIKA HA PErMCTPALMOHHBIM HOMEDP U AAaTy JAOKYMEHTa», KOrJa U IAEC OH
IIPOCTAaBIISAETCSL.

[lopsimox cormacoBaHus JIOKYMEHTOB U OGOPMIICHHS BHYTPEHHETO M BHEIIHETO
COIJIaCOBAHHUSA

ITopsnok yTBepKI€HUS JOKYMEHTOB, BUJbI YTBEPKICHMUSL.

[Topsinok moamucaHusi TOKYMEHTOB. DIEKTpPOHHAs moanuch. OTMeTKa 00 3IEKTPOHHOM
IO ATIHCH.

[TeuaTh KaK peKBU3HUT JOKyMeHTa. Ha Kakux JOKyMEHTax MpPOCTaBIsETCs OTTUCK MeYaTH.

CocraB  ynmoctoBepeHHs  JOKyMeHTOB.  llpaBuma  odopMiIeHHST  PEKBU3HTOB,
YAOCTOBEPSIOLINN JOKYMEHT.

OTMeTKH Ha TOKYMEHTE, UX 3HaYeHHUE U O(POpMIICHHE.

Pezomonusa. E€ 3nauenne. TpeGoBanus, MpeabsBIsieMble K PE30IIOIHH.
PexBM3HT «0TMETKa 00 UCTIOHUTENE, €T0 3HAYCHHUE.

PexBU3UTHI, IPUAAIOIINE JOKYMEHTY IOPUIUYECKYIO 3HAUUMOCTb.

Yuaudukanus tekcra JokymeHnrta. CrocoObl mpeacTaBieHnus YHU(PUIUPOBAHHBIX TEKCTOB
(aHKeTHI, TAOMMILIBI, TpaapeTHBIE TEKCTHI).

OOmre TpeboBaHuUs K TEKCTAM YIPABICHYECKUX JIOKYMEHTOB.
ANTOPUTM NOATOTOBKU IOKYMEHTA PACIOPSAUTEIILHOTO TOKYMEHTA.
DJeMEeHTHI TeKCTa: 3aroJj0BOK, MPHIOKEHHS, TPEOOBAaHUS K HUM.

IlonsiTHEe «CUCTEMBI JOKYMEHTALMW», pa3BUTHE CcuUCTeM JaoKymeHTauuu. [loHsatue
«yHU(UIMPOBAaHHbIE CHCTEMbl JIOKyMEHTalMmW». HasHaueHuwe, ompeneneHHe M COCTaB
YHUPUUIHPOBAHHON CHCTEMBI OPraHU3AI[MOHHO-PACTIOPSANTENIEHON JOKYMEHTAIIUH.

TpeOoBanust K cOCTaBIeHHIO M O(GOPMIICHHIO  OpPraHU3ALMOHHBIX  JJOKYMEHTOB
(monokeHue, ycraB, UHCTPYKLUS, PETJIAMEHT, IIITATHOE PAaCIUCAHUE).

TpeboBanust K COCTaBICHUIO U O(QOPMIICHUIO PACTIOPSAUTEIBHBIX JOKYMEHTOB (IIPUKa3,
pacrnopsiKeHHe, pelleHue, IOCTaHOBIEHUE, TIPOTOKOJI).

TpeboBanus K COCTaBICHUIO U O(YOPMIICHUIO OOBSICHUTENBHBIX, TOKIAJHBIX U CITY)KEOHBIX
3aIUCOK.

TpeboBanus K COCTaBICHUIO U 0(OPMIICHHUIO CIIPABOK (BHIBI CIIPABOK).
TpeboBanus K COCTaBICHUIO U O(YOPMIICHUIO aKTOB.

TpeGoBanust K cocTaBleHHIO UM OQOPMIICHHIO CiIy)keOHOTro mnuchMa. Kiaccudukanms
CITY’K€OHBIX TTHCEM.
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A.]IFOpI/ITM NMOATOTOBKH U MPOBCACHHA COBCIIAHUA. I[OKYMCHTBI, CO3aaBacMbIC B IIPOLCCCC
IIOATOTOBKH COBCUIAHMA.

TpeboBanus K COCTaBIECHUIO U O(POPMIICHUIO TIPOTOKOJIA.
[ToHsITHE KOMIUIEKCOB TOKYMEHTOB. [lepBHUHBIE KOMIUIEKCHI TEKCTOBBIX IOKYMEHTOB.

CrnoxHbIe KOMIUIEKCHI JOKYMEHTOB. [IOHATHS «IOKyMEHTaNbHBIA (DOHI» M «ApXUBHBIH
bonmy. Ux paznuuue.

Howmenknarypa Jell.

[Ipu3Haku 3aBeneHUs el

6. YueOHO-MeTOANYeCKOE U HH(POPMALITHOHHOE O0ecIieueHune
TUCHUILTAHBI

6.1. CnuCcOK HCTOYHMKOB M JIUTEPaTyPhI

O0s3aTeNbHBIE UCTOYHUKU

@enepanbHblii KOHCTHUTYLMOHHBIM 3akoH oT 25 pekabps 2000 r. Ne 2-®K3 «O
I'ocynapctBeHHOM repOe Poccuiickoit Depnepanuny». URL:
http://www.consultant.ru/document/cons_doc LAW 29674/ (nata obpamenus — 20.03.2024).

@Oenepanbubiii  3akoH PO ot 27.07.2006 1. Nel49-®3 «O6 wuHpopmanmm,
UH(POPMAIIMOHHBIX TEXHOJIOTUSX u 0 3aIIuTe UHPOPMAITHI» URL:
http://www.consultant.ru/document/cons_doc LAW 61798/ (mata oOpamenus — 20.03.2024)..

@enepanbubiii 3akoH oT 06.04.2011 Ne 63-®3 “O0 »snextponHoi moamucu” URL:
http://www.consultant.ru/document/cons_doc LAW 112701/ (nara obpamenus — 20.03.2024).

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

[lpaBuiia /eNOMPOU3BOJICTBA B TOCYIAPCTBEHHBIX OpraHaxX, OpraHax MECTHOTO
camoympasnenus, yrB. IIpukazom PocapxuBa ot 22.05.2019 Ne 71 URL: http://
https://base.garant.ru/72291836/ (nata obpamenus — 20.03.2024)...

Mertoanyeckue peKOMEHAALUUU 1O Pa3pabOTKe HWHCTPYKIMUA IO JIEIOTPOU3BOJCTBY B
rOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyrpaBieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 URL: http:// http://www.consultant.ru/document/cons_doc LAW_ 373895/
(mata obpamenus — 20.03.2024).


http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_53749/
http://www.consultant.ru/document/cons_doc_LAW_373895/
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[TpumepHast MHCTPYKIUS TI0 ICIOTIPOU3BOJICTBY B TOCYIAPCTBEHHBIX OPraHU3AIMSAX, YTB.
ITpukazom PocapxuBa oT 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW 305137/ (nata o6pamenus — 20.03.2024)...

I'OCT P 7.0.97-2016. HaunonanbsHsiii crangapt Poccuiickoit @enepanuu. Cuctema
CTaHJApTOB N0 HH(opManyu, OMOTUOTEUHOMY M H3JAaTeNbCcKoMy Jneny. OpraHu3annoHHO-
pacriopsiauTenbHas  JOKyMeHTanus. TpeboBanust k  odopmienuto jgokymeHtoB URL:
http://www.consultant.ru/document/cons_doc LAW 216461/ (nara obpamenus — 20.03.2024)..

I'OCT P UCO 15489-1-2019 HauwmonanbHblii ctanzapt Poccuiickoit denepauuu.
Cucrema cTaHIapTOB 10 WH(pOpMaIHK, ONOTUOTEUHOMY M U31aTenbcKkoMy neny. Mudopmar3us
U JOKyMeHTanus. Ympasienue nokymentamu. Yacte 1. [onstus m npunuunsl. URL: http:/
http://www.consultant.ru/document/cons_doc LAW 329486/ (nata o6pamenus — 20.03.2024)...

I'OCT P 7.0.8-2013 [enonpou3BOACTBO M apXUBHOE J1€J0. TE€PMUHBI U OMpPEEICHUS.-
URL: http://www.consultant.ru/document/cons_doc LAW 163800/ (mata oOpameHuss —
20.03.2024)...

JIureparypa
OcHoBHas

brikoBa, T. A. JIokyMeHTaIlMOHHOE OOECIICUCHHE YIPaBJICHUS (JIEIOMPOU3BOJICTBO) : ydeOHOE
nocob6ue / T. A. brikoBa, T. B. Ky3uenona, JI. B. Cankuna ; mox o6ur. pen. T. B. Ky3uenonoii.
— 2-e m3a., mepepad. u mon. — MockBa : UHOPA-M, 2020. — 304 c. — (Bsicmee
obpazoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekcr : snextponHbii. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JOCTYTA: 10 TOJITHCKE.

I'motoBa C.A. BO3HUMKHOBEHHME ¥ TEHIEHIMH Ppa3BUTHUS  PACHOPSAIUTEIBLHOU
nokymeHTanuu B Poccum B nmopeBosronoHHbIN nepuon // Bectaux PITY. 2014. Ne2. URL:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdfitpage=70. (mata oOpamenus —
20.03.2024)..

Kykapuna IO.M. CoBpeMeHHblE OpPraHM3allMOHHBIE M PETJIAMEHTHBIE JOKYMEHTBI:
byHKIIT u Pa3HOBUHOCTH. 2016. Ne2. URL:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf. (gara
obpamenus — 20.03.2024)..

Kykapuna HO.M. CoctaB ynocroBepeHHUsl JOKYMEHTa: OT MPOLJIOrO K HACTOALIEMY U
oymymemy//.2014. Ne2 URL: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-
2 14.pdf#page=128 (nara oOpamenus — 20.03.2024)...

JlonoHUTENbHAS


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page%3D70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page%3D70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page%3D70
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page%3D128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page%3D128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page%3D128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page%3D128
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JlBoenocoBa I'.A. CenekTHUBHBIN OTOOp MOHATHS «ITOKyMeHT» //. 2016.
No2. URL: https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-
16.pdf#tpage=71 (nara obpamenus — 20.03.2024)...

6.2. Ilepeyenb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM CeTH
«HuTepuer»

I"apanT [DOnexTpoHHBIN pecypc]. — DnekTpoH. naH. — M., cop. 2024. — PexxuMm nocrtymna:
http://www.garant.ru.

Koncynbrant [lntoc [DnexTpoHHslit pecypc]. — DnekTpoH. Aad. — M., cop. 2024. — Pexxum
nocrymna: http://www.consultant.ru.

6.3. HpO(l)eCCI/IOHaJILHLIe 0a3bl JAHHBIX U I/IH(I)OpMaHI/IOHHO-CﬂpaBO‘lHLIe CHUCTEMBbI

JlocTyn Kk mpodeccnoHanbHbIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases

WupopmalioHHbIE CITPABOYHbBIE CUCTEMBI:
1. Koncynsrant ITmoc
2. Tapanr

7. MaTepuajibHO-TeXHUYECKOE 00ecreYeHue T CUUIIIUHbI
(MoayJist)

Aynurtopun Ans8 HPOBENEHMS JIEKIUM M CEMMHAPCKUX 3aHATUH C TEXHUUYECKUMU
cpeactBaMu OOydeHHS (MYJIbTHMEIUA-TIPOEKTOp (BUACOMPOEKTOP), AKpaH (MEPEeHOCHOW WM
CTAaLlMOHAPHBIN)), KOMITBIOTEPHBIN KJIacc AJIsl POBEJCHHUS 1a00PATOPHBIX 3aHATHH.

Ilepeuens 110
Haumenosanue 110 [IpousBoauren Croco6
n/n b pacrpocTpaHeHHs

(JIMIIEH3UOHHOE I
CBOOOTHO
pacrpocTpaHseMoe)

Adobe Master Collection Adobe TUIICH3HOHHOE

Cs4
Microsoft Office 2010 Microsoft TUIICH3HOHHOE
Windows 7 Pro Microsoft TUIICH3HOHHOE



https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page%3D71
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page%3D71
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page%3D71
http://www.garant.ru/
http://www.consultant.ru/
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Microsoft Office 2013 Microsoft JINI[EH3UOHHOE

Windows 10 Pro Microsoft JINI[EH3UOHHOE

Kaspersky Endpoint Security Kaspersky JIMLIEH3MOHHOE

Microsoft Office 2016 Microsoft JIueHsnonHoe

Zoom Zoom JINIEH3UOHHOE
Ilepeuens /1 u UCC

HanmenoBanue

Mexnynapoansie pedepaTuBHbIe HaykoMeTprueckue bJI, mocTynHbie B pamKkax
HanuoHaILHOH moanucku B 2020 r.

Web of Science

Scopus

[Tpodeccuonansubie MoMHOTEKCTOBBIE b/, JOCTYNHBIE B paMKaX HAIMOHAILHON
noanucku B 2020 T.

Kypnaner Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnanst Taylor and Francis

[TpodeccronanbHbIE TOTHOTEKCTOBBIE b/l
JSTOR
N3 nanus o oOIeCTBEHHBIM B TYMaHUTAPHBIM HayKam

OnexkrponHas Oubanoreka Grebennikon.ru

KoMnproTepHbI€ clipaBOYHBIE IPABOBBIE CUCTEMBI
Koncynsrant [lroc,

lapant
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8. Obecneuenue 00pa3oBaTeILHOIO MPOLIECCA IJIA JIMIL €
OrpaAaHUYE€HHBIMHU BO3MOKHOCTSIMH 3I0POBbSI U HHBAJIU/I0OB

B X0AC pcain3allu AUCIHUIITIMHBI UCIIOJIB3YIOTCA CICAYIOMUC NOTTOJIHUTCIBHBIC

METObl OOy4YEeHHUs, TEKYIIEr0 KOHTPOJIS YCIIEBAEMOCTH M NMPOMEXKYTOYHON aTTecTaluu
o0yJaromuxcs B 3aBUCUMOCTH OT UX WHAMBHIyaTbHBIX 0COOCHHOCTEH:

JJIA CICIIBIX U CHaGOBI/I,Z[}IH_II/IXZ

- JICKIIMH O(bOpMJIHIOTCH B BHUAC DBJICKTPOHHOI'O IAOKYMCHTA, AJOCTYIMHOIO C IMOMOIIBIO
KOMIIBIOTEPA CO CIICHUAIIM3UPOBAHHBIM IIPOTrPaMMHBIM OGCCHC‘ICHI/ICM;

- TNHCbMCHHBIC 3a/laHWsd BBIIIOJHAIOTCA HaAa KOMIIBIOTCPE CO CHCHUAIIM3UPOBAHHBIM
nporpaMMHbIM OGCCHC‘ICHI/ICM, HJIX MOT'YT OBITH 3aMEHEHEI YCTHBIM OTBCTOM;,

- o0ecrieunBaeTCs MHIUBUyaAIbHOE paBHOMEpHOE ocBerieHune He menee 300 JTrokc;

- JUIA BBIMOJIHEHUS 3aJaHUS NPH HEOOXOAMMOCTH MPEAOCTABIIAETCS YBEITUYMBAIOLICE
YCTPOKCTBO; BO3MOYKHO TaK)K€ MCIOJIb30BAHNE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MUCBbMEHHBIE 33aJ]aHUs 0(DOPMIIIOTCS YBEIIMYCHHBIM HIPHU(PTOM;

- 9K3aMEH M 3a4€T MPOBOJATCS B YCTHOM (pOpPME MIIH BBIMOJIHSAIOTCS B MUCBMEHHOM (opme
Ha KOMIIBIOTEPE.

I TIIYyXUX U CJIaGOCJIBIH_IaH_II/IXZ

- Jekuuu oQOopMIAIOTCA B BHJE DIEKTPOHHOTO IOKYMEHTa, JHOO MpPeaoCTaBIISAETCS
3BYKOYCHJIMBAIOIIAs anmaparypa MHAUBULYaJIbHOIO II0JIb30BaHHUS;

- IMCbMCHHBIC 3aIaHW1 BBITIOJIHAOTCA HAa KOMITBIOTCPC B MMMCbMEHHOM (bopMe;

- 9K3aMEH M 3a4éT NpPOBOJATCS B NUCHBMEHHOH (opMe Ha KOMIIBIOTEPE; BO3MOXKHO
npoBeaeHue B popMe TECTUPOBAHMSL.

JJIS AT C HAPYHICHUAMHA OIIOPHO-ABUTATCIIBHOTO allapara:

- JICKIIMH O(bOpMJIHIOTCH B BHUAC DBJICKTPOHHOI'O AOKYMCHTA, AJOCTYIMHOIO C IMOMOIIbBIO
KOMIIBIOTECPA CO CIICHUAIIM3UPOBAHHBIM IIPOTPaMMHBIM OGCCHC‘ICHI/ICM;

- TMHCHMCHHBIE 3aJaHUS BBIMOJHIIOTCS Ha KOMIBIOTEPE CO CHEIHATU3UPOBAHHBIM
MIPOrPaMMHEIM 00eCTIeUeHUEM;

- 9K3aMEH M 3a4€T MPOBOJIATCS B YCTHOM (pOpPME MIIH BBIMOJIHSAIOTCS B MUCBMEHHOM (opme
Ha KOMIIBIOTEPE.

[Tpu HEOOXOIMMOCTH MTPETYCMATPUBAETCS YBEIMUCHHE BPEMEHH IS IIOATOTOBKU OTBETA.

[Iponienypa  mpoBeneHHs ~ NPOMEXKYTOUHOM  arTecTaiud Ui OOydaroImuxcs
yCTaHABIMBACTCI C Y4E€TOM HMX HHIMBUAYAIBHBIX TCUXO(U3MUYECKHX OCOOEHHOCTEH.
IIpomexyrouHas aTTecTalus MOKET IIPOBOAUTHCS B HECKOJIBKO JTAIlOB.
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[Ipu mpoBeneHMM NPOLEAYPHl OLIEHWBAHHS PE3YJIHTATOB OOYUEHHS IMpeaycCMaTpUBACTCS
UCTOJb30BAHUE TEXHUYECKUX CPEICTB, HEOOXOIMMBIX B CBSI3U C HHAMBUIYAIbHBIMH
0COOEHHOCTSIMHU O0YyYaroIUXCs. JTU CPEICTBA MOTYT OBITh NMPEIOCTABICHBI YHUBEPCUTETOM,
WJIA MOTYT MCIIOJIb30BaThCsl COOCTBEHHbIE TEXHUYECKUE CPE/ICTRA.

[IpoBeneHne mpoueaypbl OLEHUBAHHWS pe3yJIbTaTOB OOY4EHHUS JOMYCKaeTcs ¢
UCIOJIb30BAHNEM TMCTAHIMOHHBIX 00pa30BaTEIbHbBIX TEXHOJIOT HA.

ObecnieunBaercs 10CTyNn K MH(QOPMAIMOHHBIM M OuOIMorpadguyeckuM pecypcaM B CETH
WuTepHer mis Kaxjaoro oOydaromierocss B (opmax, aZalnTHPOBAHHBIX K OTPAHUYEHUSAM HUX
3JI0POBBSI U BOCTIPHUSTHUS HH(POPMAIUH:

IUISL CIIETIBIX U CITAO0BHISIIUX:

- B IeYaTHON (opMe yBEITMUYCHHBIM HIPUPTOM;
- B (hopMe 37eKTPOHHOTO JOKYMEHTA;

- B hopme ayamnodaiina.

IUISL TITYXUX U CIIA00CIBIIIAIINX:

- B me4aTHo# Gopme;

- B (hopMe 37eKTPOHHOTO JOKyMEHTA.

111 00Y4JaIOIIMXCS ¢ HAPYIICHUSMHU ONIOPHO-/IBUTATEIbHOTO anmapara:
- B me4aTHo# Gopme;

- B (hopMe 37eKTPOHHOTO JOKYMEHTA;

- B hopme ayamodaiina.

Y4eOHbIC ayAUTOPHUH ISl BCEX BUIOB KOHTAKTHON U CAMOCTOSITEIILHON paOOThI, HAyIHAS
OubnroTeKka W WHBIC TOMEIIECHUS IJIs OOy4YeHHs] OCHAICHBI CHEIHAILHBIM 000PYAOBaHUEM U
y4eOHBIMH MECTaMU C TEXHHYECKUMHU CPEJICTBAMU OOyUEHUSI:

IUISL CIIETIBIX U CITAO0BHISIIUX:
- YCTPOMCTBOM 11 CKaHUpOoBaHus U uTeHus ¢ kamepoit SARA CE;
- mucruieeM bpaiins PAC Mate 20;
- npuntepom bpaitng EmBraille ViewPlus;

IUISL TIYXUX U CJIa0O0CIIbIIIAIIHX:

- aBTOMATH3UPOBAHHBIM pabOYUM MECTOM i JIIOed C HapyIICHHEeM CcIyxa H
¢1a00CIIBIIIAIINX;

- aKyCTUYECKHUM YCUJIMTEIb U KOJIOHKH;
111 00Y4JaIOIIMXCS ¢ HAPYIICHUSMHU ONIOPHO-/IBUTATEIbHOTO amnmapara:
- IEpEIBUKHBIMU, PETYIUPYEMBIMU 3proHoMuueckuMu napramu CH-1;

- KOMIIBIOTEPHOHN TEXHUKOH CO CHeMaIbHBIM IPOTPAMMHBIM 00€CIICUCHHUEM.
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9. MeToauveckue MaTepuaJbl

9.1. Ili1anbI 1200PATOPHBIX 3AHATHI

Mertoanyeckue yka3aHus M0 OpraHu3aliy 1 IPOBEICHUIO Ta00paTOPHBIX 3aHITHH.

Br160op TeM n1abopaTopHBIX 3aHATHN 00YCIIOBJIEH OOIIMM COJIEpKAaHUEM Kypca M HalleJeH
Ha YriayOJieHHOE U3y4EeHHE ero OTACIbHBIX Pa3JIesIoB.

[enp 3aHATHI — 3aKpelUIEHHE CTYACHTAMHU 3HAHUM TEOPETUYECKOro Kypca H
MpUOOpEeTEHNE UMH MPAKTUICCKUX HABBIKOB JOKYMEHTUPOBAHUS JESATEILHOCTH OpraHU3aIUui U
MPEANPUATUI.

B cBsi3u ¢ mocTaBiieHHO# 11eTbI0 TaO0paTOPHBIE 3aHATHS Pa3OUTHI Ha TPU pasJierna:
Pa3BuTue 10KyMeHTa U CKJIaZbIBaHUE €ro GopMyIispa.

CocraBnenue 1 0(opMIIeHHE OPraHU3alMOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB.
Crno5kHble KOMIIJIEKCHI TOKYMEHTOB.

B pe3ynbTare BHINONIHEHHS PAKTHUECKUX 3aHATHI CTYIEHTHI JOJKHBI 3HATH TOSBICHUE U
pa3BUTHE TEPMHUHA «JOKYMEHT», B3aUMOCBSI3b MOHATUH «TOKYMEHT» U «HH(POpMALUL»; HOPMBI
U crocoObl (GuUKCHpOBaHUS MH(POPMAIMU HA MaTepHUAIbHOM HOCHTENE; COCTaB M Ha3zHAueHHE
(GyHKIMH JOKYMEHTa; »SBOJIOLUI0 (QopMynsipa TEKCTOBOIO JIOKYMEHTa B  pPa3JIM4HbIC
UCTOPHUYECKHE TEPUOJIBI, COBPEMEHHBIE TPEeOOBaHUS, NPEIbABISEMbIE K COCTaBJICHUIO H
0(QOPMIICHHIO CITY’KE€OHBIX JOKYMEHTOB; YMETh COCTaBISATH U O(OPMISATH OCHOBHBIC BHJIBI
OpraHu3aIMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB.

3aHATUS TPOBOJATCS C Y4eTOM TpeOOBaHMM, W3JOKEHHBIX B 33JaHUSAX M Ha OCHOBE
[IpEeAJIaraeMbIX YIIPABICHUYECKUX CUTYaLUH.

3aHATUS MOTYT OBITH MPOBEIEHBI KaK TPAJUIIMOHHBIM CIIOCOOOM, TaK M Ha MEPCOHATBHOM
KOMIIBIOTEPE C HCIIOJIb30BAHMEM COBPEMEHHBIX TEKCTOBBIX PENAKTOPOB M IO CIELUATIBHO
pa3paboTaHHBIM METOIUYECKUM YKa3aHUSIM.

[TonroroBka K 1a00OpaTOPHBIM 3aHATHAM INPEAYCMATPUBAET CAMOCTOSITEIBHYIO DPabOTy
CTYJEHTOB 10 U3yYEHUIO JIEKIIUOHHOI'O Kypca, HCTOYHUKOB U JINTEPATYPBI, PEKOMEHIOBAHHBIX K
KQKJIOMY 3aHATHIO.

Ha xax70M 3aHSATHH MPOBOIMTCS ONMPOC M KOJUIEKTHUBHAs Oecena Mo TeMe, pa3bsACHIIOTCS
Henu M 3ajadnd €€ u3ydeHMs. Pe3ynbTaTbl  CaMOCTOSITENIBHO BBINOJHEHHBIX —3aJaHui
MIPEero/1aBaTellb MPOBEPSIeT B KOHIIE 3aHATHNA. [IponyIieHHble 3aHATHS CTYIEHTBI OTPadaThIBAIOT
CaMOCTOSITEIILHO B J1a00OpaTOpUU JOKYMEHTOBECHHUS, B KOTOPOH BeeTCsl y4eT oTpaboToK.

[Tnanel 71a00paTOPHBIX 3aHATUN
Tema 1: JIokyMeHT H ero QyHKIMH , TOHATHS JOKYMEHT 1 HH(pOpMAIHs — § 4acoB.

Lenpb 3aHATHS — aHAIN3 Pa3BUTHS NOHATUH «MHDOPMALUI» U «TOKYMEHT», OINpeaesicHHe
(byHKIUI TOKYMEHTOB.

B pesynbrare BBINOIHEHUS 3aJaHUN CTYICHT JOJDKEH:
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UMETh MPEJCTABICHUE O B3aUMOCBS3U MOHATHN «MHPOPMALIUD» U «IOKYMEHT», pa3BUTUU
MOHATHUS «JTOKYMEHT», Pa3BUTHUU CIOCOOOB JIOKYMEHTHPOBAHUS U UX CBA3H C MaTepUaTbHBIMU
HOCHUTEJISIMU HH(OpPMAIUY;

YMETh OIpeesaTh (PYHKIUHA KOHKPETHOTO JOKYMEHTA.
3amaHus Ui CaMOCTOSATEIBHONW PaOOTHI.

[Ipoananu3upoBath  yrnoTpeOJeHUE TOHATUS JOKYMEHT W €ro CHHOHHMOB TIO
«['enepanpHoMy permamenty» 1720 r., «OOmemy ryOepHcKoMy yupexnaenuto» 1775 r.,
«O06memy yupexaeHnio MuaucTepcTBy 1811 1.

[Ipoananu3upoBaTh pPA3BUTHE IOHATUA «IOKYMEHT» II0 CIIOBapsM U CIHELUAIbHOU
JuTeparType.

[Tpoananu3upoBaTh pa3BUTHE TEPMHHA «MH(POpPMALUsD» N0 cioBapsaM u DenepaabHOMY
3akony «O0 nHpopmarum, THHOPMALMOHHBIX TEXHOJIOTHUAX U O 3aLUTE UHPOPMALIUN

[Ipoananu3upoBaTh pa3BUTHE TEPMUHA «JTIOKYMEHT» M0 TOCYIapCTBEHHBIM CTaHIapTaM.
Omnpenenuth QYHKIIUU CICTYIOMUX TOKYMEHTOB:
- kymyast kabana Hukutel Ko3nosa Ha xonona VMBana [1aBnoBa 23 mast 1494 rona;

- pamopt reHepan-pokypopa Cenata W.FO. TpyOenkoro ummeparpuiie EnmzaBere
[lerpoBue o mpuesne B IlerepOypr u3 Spocnasns tearpanbHOil Tpynmbel @.I. Bonkosa 3
dbespans 1752 rona;

- Jlexper CHK «O mpaBmiiax MOJNMCAHUS JEHEKHBIX Oymar, JOKYMEHTOB, OpAEPOB,
OTHOIIEHH, CTIPaBOK U T.1.» oT 12 nexabps 1921 r.;

- IlocranoBnenne BIIMK n CHK PCOCP «O mnopsake Moib30BaHMs IEYATIMU C
rocynapctBeHHbIM repooM PCOCP» ot 15 nexabps 1936 r.;

- mnocraHoBienus [[K KIICC u Cosera wunucrepctB CCCP  «O wMepax 10
COBEpILIEHCTBOBAHUIO U yJICIIEBICHUIO anmnapaTa yrnpasieHus» ot 13 okrsaops 1969 r.;

- @3 “O0 unpopmauy, THPOPMALMOHHBIX TEXHOJIOTUAX U O 3aIUTe HHPOPMALUHN .
[TpuBecTH mpuMepsl JOKYMEHTOB, BHITMOJHSAIOLUINX CISAYIOINE (QYHKITUH:

- yIpaBJIeHUECKas;

- IpaBOBasi;

- coLlMaJIbHAs;

- KyJIbTypHas;

- HICTOPUYECKOTO UCTOYHHKA;

- nH(pOPMAIOHHAS;

- yJera.

VYKa3aHus 10 BBIIOJIHEHUIO 3a/1aHU.

1. HBY‘II/ITB 3aKOHOAATCJIIbHBIC AKThl W BBIINMCATH BCTPCHAIOIIHUECA B HUX CUHOHUMBI
MOHATUA «AOKYMCHT». BreisBUTH 3HaUeHUE MOHITHI «ICII0», «6yMara», «aKT», «acjaoBad
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Oymaray, «CIIy>KeOHBIN TOKYMEHT», 1aTh HX OIpeIeSICHHEe, €CIIU OHO MPUBEJCHO B UCTOYHHKAX.
[Tpoananu3upoBaTh, B KAKUX CIIydasx yIOTPeOJIIETCs KaK0€ TOHTHE.

2. Ilo BbIMCKAM M3 CJIOBAapel U CIIELHUAIBHON JIUTEPATYPBI ONPENEINTh, KAKUE aCIEKTHI -
MH(OPMAIMOHHBIH, TPaBOBOH, YIpPaBICHYECKUNA, HCTOPHUUECKUH - JIETTTH B OCHOBY ONPEICICHUS
MIOHATHUS «IOKYMEHT.

3-4. U3 rocynapcrBennbix cranaaptoB: ['OCT 16487-70 «lenonpou3BoACTBO U apXHUBHOE
neno. Tepmunsl u onpenenenus»; FOCT 16487-83 u 'OCT P 51141-98 «/lenonpon3BoAcTBO U
apxuBHoe peno. Tepmunsl u omnpenenenus»; 'OCT P 7.0.8-2013 «Jlenonpou3BoAcTBO U
apxuBHoe Jneno. Tepmunsl u omnpeneneHus»; ['OCT P MCO 15489-1-2007 VYmnpasnenue
nokymentamu.  OOmme  TpeboBanusi; DenepanpHoro  3akoHa «O06  uHpOpMaLUH,
MH(POPMAIIMOHHBIX TEXHOJIOTUAX U O 3amure uHpopMmammm» ot 27 wutong 2006 Nel49-d3
BBINHMCATh OMNpPEICNCHUs] TEPMUHOB «HMH(OpPMALUI» U «IOKYMEHT» U YCTAaHOBHUTH, KaKHe
acrekThl (HocuTenu MH(POpMaIuy, cnocoObl ee (PUKCHUPOBAHMUS, IOpUIHUECKas CUjla TIOKYMEHTa
U J1p.) ¥ QYHKIIMH JJOKYMEHTA 3aJI0KEHBI B 3THX ONPEICTCHUSIX.

5. OnpenenuTh GYyHKUUU JOKYMEHTA, T.€. €ro IeJIeBOe Ha3HaYeHHUE. BBIsBUTD MMOAIHHHYIO
IeNb  CO3JaHMs JOKyMEHTa W 3aleydaTyieHHs 3aKiIo4eHHOM B HeM  HMH(OpMaLuH,
IPOAHATM3UPOBATh POJIb JIOKYMEHTa B JaHHOM CUTyallMM JOKyMEHTOoOpa3oBaHus. Tak Kak
JOKYMEHT TOJH(YHKIIMOHAJIEH, MTEPBOI yKa3bIBaeTCs (PYHKIIHS, 3aaHHAs TIOKYMEHTY aBTOPOM.
OnHOBpPEMEHHO OTMETHTh, KaKUe M3 HAa3BAHHBIX (DYHKIMH JOKYMEHTa HOCAT OOIIWH, a Kakue -
YaCTHBIN Xapakrep.

6. IlpuBectn mpuMepsl JOKYMEHTOB, O0JalalOMIMX Ha3BAaHHBIMH (YHKIHMSIMH, yKa3aTb
Ha3BaHUE BHJA, 3aroJIOBOK M JaTy AOKyMeHTa. [[ng ¢yHKuuii ydera W NpaBOBOH MOKHO
NPUBECTH TPUMEPHl COBPEMEHHBIX JIOKYMEHTOB, Ul TOCTOSHHO JEHCTBYIOIIMX (YHKIUN
(uH(pOPMAITMOHHOHN, COLMANBHOM, KYJIbTYPHOU, HCTOPUYECKOTO UCTOUHUKA) MPUBECTH MPUMEPHI
JOKYMEHTOB Pa3JIU4YHbIX HCTOPUYECKUX BIIOX.

KoHTposbHBIE BOIIPOCHI:
Kak pa3BuBasuCh NOHATUS «MHPOPMALIU» U «ITOKYMEHT»?

Kakue acnekTbl 4YenoBeUeCKOM [eATENbHOCTH OTPAXEHbl B OINPEICIICHUSIX TEpMHHA
«TOKYMEHT» ?

[lepeuncaure pyHKIMH TOKYMEHTA.
Hcroynuku u nureparypa
Hcrounuku:

@Oenepanbublii  3akoH PO ot  27.07.2006 1. Nel49-®3 «O6 wuHpopManuy,
UH(POPMAIIMOHHBIX TEXHOJIOTHUSX u 0 3alIUTe UHGPOPMALIHN URL:
http://www.consultant.ru/document/cons_doc LAW_61798/ (nata obpamenus — 20.03.2024).

@enepanbubiii 3akoH 0T 06.04.2011 Ne 63-D3 “O6 snexkrponHoit moamucu” URL::
http://www.consultant.ru/document/cons_doc LAW_ 112701/ (mata o6pamienus — 20.03.2024).

Mertoanyeckre PEKOMEHIAUU 10 pa3pabOTKe HHCTPYKIMU MO JCIOTMPOU3BOJCTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyrpaBieHus, yB. [Ipukasom PocapxuBa ot
24.12.2020 Ne 199. URL: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.(nara oopamenus — 20.03.2024)



http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_373895/.(%D0%B4%D0%B0%D1%82%D0%B0
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I'OCT P HCO 15489-1-2019 Hanumonanensiii crtanzapt Poccuiickont ®denepanun.
Cucrema craniapToB 1o uHpopMaimu, OMOIMOTEYHOMY M U3JaTenbekomy neny. Mudopman3us
U JOKyMeHTauus. YmpasineHnue nokymeHtamu. Yacte 1. Ilonstus m npunmunsl. URL: http:/
http://www.consultant.ru/document/cons_doc LAW_329486/ . (nara obpamenus — 20.03.2024)

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO U apXWBHOE J€JI0. TEpMUHBI U OIPENEIECHHUS.-
URL:  http://www.consultant.ru/document/cons_doc_ LAW_163800/.(nratra  oOpamienus —
20.03.2024)

JIureparypa:

beikoBa, T. A. JIokyMeHTaIlMOHHOE OOECIIEUCHHE YIPaBJICHUS (JIEIOMPOU3BOJICTBO) : ydeOHOE
nocob6ue / T. A. brikoBa, T. B. Ky3nenona, JI. B. Cankuna ; nox o6ur. pen. T. B. Ky3uenonoii.
— 2-e m3xa., mepepab. u mon. — MockBa : UH®OPA-M, 2020. — 304 c. — (Bsicmee
obpazoBanue: bakanmaBpuar). - ISBN 978-5-16-004805-5. - Tekct : snextponHbii. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JOCTYyTA: 10 TOJIHCKE.

PaznmaTouHblil MaTepuall K 3aHATHSAM

I'enepanbhblil periament 1720 .

Oomee ryoepHckoe yapexaenue 1775r.

Oomee yupexaenne MuHUCTepcTB 1811T.

COopHUK 3aKOHOAATEIBHBIX AKTOB IO J1eT0NPon3BoACTBY (1917-1970):

Beimucku ¢ omnpenenieHUSIMH  TIOHATUSL <«JOKYMEHT», «HH(pOpMauus» U3 CIOBapeH,
SHIUKIIONEIUN U CIIEUATIbHOM JINTEPATYPBHI.

I'OCT 16487-70, T'OCT 164867-83, I'OCT P 51141-98, TOCT P 7.0.8-2013
J1e0npou3BOACTBO U apXUBHOE J1€710. TepMUHBI U ONIPEACIICHUS;

I'OCT 6.10.1.88 YaudunupoBaHHbie CHCTEMbI JoKyMeHTauu. OCHOBHBIE TIOJIOKECHHS,

9. Meroanyeckue pPEKOMEHIAIMH 10 pa3pabOTKe MHCTPYKIMKA TO JEIOMPOU3BOJICTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyrpaBieHus, yB. [Ipukasom PocapxuBa ot
24.12.2020 Ne 199 URL: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.(nara oopamenus — 20.03.2024)

I'OCT P HCO 15489-1-2019 Hamumonaneuslii crtanzapt Poccuiickont ®denepanun.
Cuctema craniapToB 1o uHpopMaimu, OMOIMOTEYHOMY M U3JaTenbekomy neny. Mudopman3us
U JOKyMeHTauus. YmpasineHue nokymeHtamu. Yacte 1. Ilonstus n npunmunsel. URL: http:/
http://www.consultant.ru/document/cons_doc LAW_329486/ . (nara obpamenus — 20.03.2024)

10. ®enepanbhblii 3akoH «O06 nHbpOopMaIuy, HHPOPMALMOHHBIX TEXHOJOTHIX U O 3aIlUTE
uHpopmanum» ot 27 utoss 2006 Ne149-03

Tema 2. CiocoObl JOKyMEHTHPOBAHHS U MaTepUAIbHbIE HOCUTEIH HH(POPMAIIUU — 8 4acOB

I_ICJII: 3aHATUSA — U3YUCHUC PA3JINIHBIX CII0cO0O0B 3areyaTiIcHus HH(bOpMaHHH.


http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_373895/.(%D0%B4%D0%B0%D1%82%D0%B0
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
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B pesynbrare BBINIOIHEHUS 3aJaHUN CTYIEHT JOJDKEH:

3HaTh (DYHKIMM JOKyMEHTa, CIOCOOBI 3ameyarieHus HH(POpPMAaIUH, 3Talbl pa3BUTHS
TEKCTOBOTO JIOKyMEHTHPOBAHUS;

3aaHus A5 CaMOCTOSITENIbHOU PaOOTHI

- MByuuTs 3Tambl TEKCTOBOTO TOKYMEHTHPOBAHUS, O3HAKOMHUTHCS C OOpa3maMu
IIUKTOTPaMM U JIOTOTpaMM, JaTh UX KPATKYIO XapaKTEPUCTHUKY.

- OBHaKOMI/ITBCH C 06pa3uaMH TCXHNYCCKHUX ,Z[OKyMeHTOB H 3alImucaTtb HUX co;[epxcaHI/Ie
TEKCTOBBIM CIIOCOOOM.

VYKkazaHus 0 BEINOJHEHUIO 3aJIaHUI.

1. U3yunTh NMKTOrpamMMBbl U JIOTOI'PaMMBbI, IPEACTAaBIECHHBIE B KOJIIEKIMU. J[aTh onncaHne
1-2 nukxrorpamm. IlpoBecTH aHanM3 3HAKOB JIOTOIPaMM, Y4YMTHIBas IIPU 3TOM, UYTO 3HAKY
COOTBETCTBYET CIIOBO. 3apHcoBaTh 2-3 oOpas3la U ONpeAeiuTb MPEUMYIIECTBA U HEAOCTATKH
JIOrorpamm.

2. N3yuntsb 1-2 yepTerka U TEKCTOBBIM CIIOCOOOM 3alHMCaTh X COAEpKaHHE.
KoHTposabpHBIE BOIIPOCH! :

KakoBsl 3Ta1bl pa3BUTHS TEKCTOBOTO TIOKYMEHTUPOBAHUSA ?

KakoBbI crioco0Obl 3anedarieHus: iHpopMaIim ?

Kakue crioco0sl TOKyMEHTUPOBaHUS MOSIBUIIUCH B 19 Beke?

JIureparypa:

beikoBa, T. A. JIokyMeHTaIlMOHHOE OOECIIEUCHHE YIPaBJICHUS (JIEIOMPOU3BOJICTBO) : ydeOHOE
nocob6ue / T. A. brikoBa, T. B. Ky3uenona, JI. B. Cankuna ; nox o6ur. pen. T. B. Ky3ueuonoii.
— 2-e m3a., mepepab. u mon. — MockBa : UHOPA-M, 2020. — 304 c. — (Bsicmee
obpazoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekcr : snextponHbid. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JOCTYyTA: 10 TOJITHCKE.

PaznaTrouHblil MaTepuall K 3aHATHSAM
Komiekuus nukrorpamm, gororpaMm u 10kymeHToB XI-XX BB.
Ha6op makaros.

Crnaiiipl MO0 HCTOPUH Pa3BUTHS CLIOCOOOB JOKYMEHTUPOBAHMSI.

Tema 3. @opmynsap JOKyMEHTa U €ro cocraBHbIe yacTH. Mcropus passutus dopmysspa
nokymeHnta — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 32 yaca

@opmyisip nokymenrta XVI - XVII BB. —

Lenp 3aHATHS — BBISIBICHHE 3aKOHOMEPHOCTEH CKIIAJbIBaHUS U pa3BUTHs (opmyssipa
TEKCTOBOTO ciyx)e0Horo nokymenta X VI-XVII BB.
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B pesynbrare BBINIOIHEHUS 3aJaHUN CTYIEHT JOJDKEH:

UMETb MPECTABICHUE O CKIIAJIbIBAHUU U Pa3BUTHH (HOPMYJIsipa TEKCTOBOTO JOKYMEHTA B
IIPUKA3HOM JEJIONIPOU3BOJICTBE;

3HaTh BUABI JokyMeHTOB XVI-XVII BB., coctaB Gopmyisipa; Ha3BaHUS PEKBU3UTOB U
MOPAZOK UX 0POPMIICHHS;

YMETh ONUCHIBATh KOHKpeTHbIe JoKyMeHThl X VI-XVII BB., cocTaBmnsis ux GopMyIsipsl.
3amaHus Ui CaMOCTOSATEIBHONW PabOTHI
1. I3y4nTh BUIBI M pA3HOBUJHOCTH TOKYMEHTOB :

1.1 Ilo xpaTkoMy cIOBapi0 BHUJOB M PA3HOBHIHOCTEH JOKYMEHTOB BBINUCATH BU/IbI
JIOKYMEHTOB;

1.2 Tlo KOJIEKIINH BBISBUTH BHJIBI TJOKYMEHTOB, OOBSICHUB METOJ| ONPEICICHUS KaKIOTO
BHJA.

2. BeisBUTH U oniucaTh 0COOEHHOCTH 0003HAUCHHS aBTOpa TIOKYMEHTa, YKa3aB :

- CIyeOHBIN WM JIMYHBINA JOKYMEHT;

- KOJUIEKTUBHBIN WX UHAUBUIYAIbHBIN aBTOD;

- (opmy 0003HAUECHHS ABTOPCTBA, MECTO €TO PACTIOJIOKEHUS B (POPMYIIIpe TOKYMEHTa;
- 0COOCHHOCTH OTPEICTICHUS aBTOPA.

3. [Ipoananu3upoBaTh COCTaB M CIIOCOOBI 0003HAUCHUSI PEKBU3UTA «apECAT :

- BBIMIUCATh MPUMEPHI aJIPECOBAHUS JOKYMEHTOB;

- HU3Y4YUTb COCTaB, croco0 HamucaHus aapeCaTtoB HJOKYMCHTOB, MOCBUJIACMBIX U3
HWXXCCTOAIICTO YUPCIKACHHUA B BBIICCTOAIICC, JOKYMCHTOB, KOTOPBIMU 0OMEHUBAIUCH

PABHOCTOSIIUE YUPEXKACHUS, U TOKYMEHTOB, HAIPABIIAEMbIX U3 BBIIICCTOAIIUX YUYPEKICHUN B
HIDKECTOSIIHE.

4. 3yuuTh ciocoObl JATUPOBKU JOKYMEHTA :
a) OIPEJEIINTD AAThl U3y4aeMbIX JOKYMEHTOB;
0) YCTaHOBUTH MPU3HAKH JATUPYIOLIETO XapaKTepa;

B) IIEPEBECTH YCTAHOBJIEHHBIE JIaThI C APl «OT COTBOPEHUS MUPa» HA 3PY «OT POXKJIECTBA
XpHUCTOBaY», C FOJIMAHCKOTO KAJIEH1apsl Ha TPUTOPUAHCKUM.

5. U3yuuTh cocTaB yJOCTOBEpPEHHUS! AOKYMEHTA : OMNPEJCIUTh HAJIUYUE, COCTAB, MECTO
PAaCIOJIOKEHUS MOJIUCH U CKPETIBL.

6. OnucaTh XapakTep OTMETOK Ha JOKyMeHTax. ONpeaennTs UX Ha3HAUCHHE.

7. OmnpenenmuTb TPaAUIIMOHHO-CIOXKUBIIYIOCS  CTPYKTYpy TEKCTa M OCOOCHHOCTH
U3JI0KEHHSI COJICPKAHUS OT/ICJIbHBIX BUJIOB IOKYMEHTOB (4eI00UTHAsI, TPaMOTa, OTIIUCKA).

VYKkazaHus 110 BEINOJHEHUIO 3aJaHUI:

3ananust Ne 1-6 MOXKHO BBITIONHSTH C TIOMOIIBIO TAOIHIIBI CIIEAYIOIEH (pOopMBI:
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Bun ABT Anpeca Jarta CocTtaB OT1MeTK
JIOKyMEHTa op T YI0CTOBEPEHUS a Ha
JOKYMEHTE

1. Boimucarh Ha3BaHUS BUJOB JIOKYMEHTOB, OOpaTHB BHUMaHHME Ha KOJMYECTBO BUIOB U
pazHoBuaHocrer B XVI-XVII BB.

Buner TOKyMEHTOB ClieyeT BBIMHCHIBATH MO CIEAYIOUIUM TPYIIaM: PaCIOpPsSAUTEIbHBIC
JOKYMEHTHI (HAIpHUMEp, YKa3bl, TPaMOThI, HaKa3HbIE, MAMSTH), TIEpenucKa (MaMsTH, OTIHUCKH,
YeIOOUTHBIC | T.I1.).

Buapl 1OKYMEHTOB HM3Yy4HTh TaKKE IO KOJUIEKIMM KONMH JOKyMEHTOB. Tak Kak
OOJBIIMHCTBO JIOKYMEHTOB HE MMEET BBIJICJICHHOTO 0003HAUEHUs BUA WM PA3HOBUIHOCTH, TO
HaJ0 HUX ONPENEIUTh CaMOCTOSITEIBHO M OMHUCATh METOJbl OIpeAesieHUs (aHalIu3 TEKCTa,
crerrQuKa U3I0KEHUS COJEPIKAHUS WIIH CIOKUBILASCS UEPAPXUS TOKYMEHTOB).

2. Ilo xommekumu XVI - XVI BB. BHUMATEIbHO NPOYUTATh COJEP)KAHHE KaKJIOTO
JOKYMEHTa M yKa3aTh aBTOpa - CO3Jarelisi JOKyMeHTa (Y4pexkJAeHHEe) W MOJPOOHO OOBSCHUTH,
KaKiuM 00pa30M YCTaHOBJICH JTAHHBIN aBTOD.

3. BHuMaTenpHO MNPOYMTATH JOKYMEHTHI MPEUIOKEHHOW KOJUIEKIIMH M CTOJONa H
OTpENeNUTh MECTO PACIOJIOKEHHUsI ajapecaTa, €ro cocraB M (GopMy, BBIIHCATh HECKOJIBKO
IIPUMEPOB.

Jlnst aHanmm3a JOKYMEHTOB, KOTOPBIMH OOMEHMBAIHMCh YUPEXKACHUS, CIEAYEeT B3ATh TaKHe
BUJBl KaK YyKa3, rpaMoTa, 4enoOuTHas, oTmnucka. Ilpocieauts u BbIIHMCATh HPUMEPHI
opopMmieHHs B HHMX ajpecaTa M IO COJEPXKAHUIO ONPEIETUTh KOHKPETHBIE YUpEKICHUS,
KOTOPBIM aJIpECOBAHbI JOKYMEHTHI.

4. YcTaHOBUTH JaTy CO3JaHHUS JTOKYMEHTa - TOYHYIO, MPHOIMKEHHYIO, BEPOSITHYIO C
MOJIPOOHBIM OOBSCHEHHEM JAaTUPYIOUIETO MpHU3HaKa (CoAep)KaHue JOKyMEHTa, BpeMs JIeHCTBUA
UCTOPUYECKUX JIUI] U T.[.). Y CTAaHOBJIEHHYIO 110 3PE «OT COTBOPEHUsI Mupa» (Hampumep, 7168,
Kora rnepsas nugdpa omyckanach - 168) naty nepeBecTu Ha 3py «OT poxkaecTBa XpuctoBay. Jis
storo ot 1udpsl 7168 Beraects mudpy 5508 unu 5507 (ans coOBITHH MapTOBCKOTO CTHIIS) W
5508 wmm 5509 (mst cobbITHii ceHTAOpbekoro ctuis). K nHio Mecsna cnenyer npudbaButh nudpy
JECATh, YTOOBI MOJTYYUTH ATy IO HOBOMY CTHIIIO.

5. CocrtaB ynocToBepeHHs JOKYMEHTa HauyaThb H3ydaThb €O CTOJIOI@, HO KOTOPOMY
ONPEIEINUTh MECTO MOANNCH («IIPUIIUCH») U XapaKTep ee HanucaHus. [1o komiekunn BBISCHUTH
COCTaB CIIYXKWJIBIX JIIOAEH, OAMUCHIBAIOIINX U CKPEIIISIONINX JOKYMEHTHI.

6. BeimucaThs Bce OTMETKH Ha AOKYMCHTaX, OTMCTUB MCCTO UX HAIIUCAHUSA, UX HAZHAYCHHUC
1 UCIIOJIB30BAHUC JIA YTOUYHCHUS XaPAKTCPUCTHUKU NOKYMCHTA.

7. 1lIpoaHamu3upoBaTh HECKOJIBKO BHUAOB JOKYMEHTOB, YCTaHOBHUTb, HUMEETCA JIU
XapakTepHas A1 KaXJ0ro BHUJA CTPYKTypa TEKCTa, KAKUMH YCTOWUYUBBIMU CIOBOCOYETAHUSIMU
OTJIMYAETCS OAUWH BUJ OT APYroro.
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I[JISI aHaJIn3a MOKHO B3ATb TaKHC BHU/bI NTOKYMCHTOB KaK YKa3, IaMsThb, ‘ICHOGI/ITHaH,
OTITHMCKA.

Marepuassl aHajau3a Jydlle MPeICTaBUTh B TAOINYHOH opme :

Bun Beenenu OcHOBHAas 4acThb 3axiroueH
JIOKyMEHTa € Hne

KoHTposbHBIE BOIIPOCHI:

1. Yem onpepensiyiach CTPYKTYpa TEKCTa 1 HAMMEHOBaHHE BUJa JOKyMEHTa ?
2. KakoBbI 0cOO€HHOCTH BHEIIHETr0 0(OpMIICHHS JOKyMEHTa ?

3. Kakue nmpu3Haky IOMOTal0T ONPEEINTh aBTOPCTBO JOKYMEHTa ?

4. Kak ompenenuTts BpeMs COCTaBlIeHHUS JoKyMeHTa ? OcoOeHHOCTH 0003HAYCHHS JTAaThl
nokymenTta XVI - XVII Bs. ?

5. Kak ynoctoBepsuiuch JOKYMEHTHI ?

Hcroynuku u nureparypa

Hcrounuku:

Kpatkuii cnoBapb BUJOB U pa3HOBUAHOCTEN JOKYMEHTOB.-M.,1974.
JIuteparypa:

beikoBa, T. A. JIokyMeHTaIlMOHHOE OOECIICUCHHE YIPaBJICHUS (JIEIOMPOU3BOJICTBO) : ydeOHOE
nocob6ue / T. A. brikoBa, T. B. Ky3uenona, JI. B. Cankuna ; nox o6ur. pen. T. B. Ky3uenonoii.
— 2-e m3xa., mepepad. u mon. — MockBa : UHOPA-M, 2020. — 304 c. — (Bsicmee
obpazoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekct : snextponHbii. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JOCTYyTA: 10 TOJITHCKE.

PaznarouHblil MaTepuall K 3aHATUSAM

1. CronGen XVII B.

2. Konnexuuu xonuit noxkymentos X VI-XVII Bs.

3. KpaTkuii cnoBapb BUJOB U Pa3HOBUAHOCTEN JOKYMEHTOB.
®opmyistp noxkymenrta X VIII B. —

Llenp 3aHATHS — H3y4YEHHE Pa3BUTUS MU OCOOCHHOCTEH (HOPMYNIAPOB  CIIYyKEOHBIX
noxkyMeHToB X VIII B.

B pesynbrare BbINIOIHEHUS 3aJaHUN CTYIEHT JOJDKEH:

HMMETH NPEJCTABICHUE O 3aKOHOAATEIBHOM PETYJIMPOBAHUHU NIPOLIECCA JOKYMEHTUPOBAHUS
u pazButuu Gopmyisapa nokymenrta X VIII B;
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3HaTh 3aKOHOJATEIIbHBIC AKTHI, PEIJIaMEHTUPYIOLIHE ITOCTAaHOBKY JEJIONPOU3BOACTBA B
XVIII B, BUIBI JOKYMEHTOB, COCTaB (OpMyJIsipa TOKYMEHTa, paBuia 0pOpMIICHUS PEKBU3UTOB;
YMETh OMUCHIBATh KOHKpeTHBIE ToOKyMeHThl X VIII B., cocTaBisist uX GOpMYyIISpHI.
3amaHus Ui CaMOCTOATENBHOM paboThI:
1. I3y4nTh BUJIBI U pa3HOBUJHOCTHU TIOKYMEHTOB:
- BBIIIMCATh BU/bI JOKYMEHTOB, YCTAaHOBJICHHbIE | €HEpaIbHBIM PErJIAMEHTOM

- n3 «Kparkoro cioBaps BUJIOB M Pa3HOBHIHOCTEH JOKYMEHTOB)» BBIIUCATh BUbI
noxkyMeHToB X VIII B.

- U3 J€JI MCCTHBIX y‘IpG)K,Z[GHHI’I BBIITHUCAaTh BCC BUABI JOKYMCHTOB U OTMCTUTH U3MCHCHUS B
TCXHUKC NOKYMCHTUPOBAHUA.

2. Ha mpumepe NOKYMEHTOB MECTHBIX YUPEKICHUN NPOAHAIU3HPOBATh CIIOKHUBILINECS
IIpaBUJIA HAIIMCAHUS aBTOPA, BBISBUB:

a) 0cOOEHHOCTH 0(OPMIICHHSI aBTOPA CITY>KEOHBIX U TMYHBIX IOKYMEHTOB
0) 3aBUCHMMOCTb 0003HAUCHHSI PEKBH3UTA «aBTOP» OT 0003HAYEHUS a/ipecaTa JOKYMEHTA.
3. Ilpoananu3upoBaTh 0003HAYECHUSI PEKBU3HTA «AJPECAT:

a) BBINKCATh U3 |'€HEpaIbHOrO PErjiaMeHTa ONMMCAHUE CUCTEMBI MMMCbMEHHBIX CHOLIECHUMN
3BEHbEB alIapara ynpaBJIeHHs

0) Mo JOKYMEHTaM MECTHBIX YUPEKICHHH OMHUCaTh MOPSIOK O(QOPMIICHUS PEKBU3UTA
«ampecar», OTMETHTh OTIMYUTEIHHBIE OCOOCHHOCTH TMOPSJIKA aJAPECOBAHUS TOKYMEHTOB IO
cpaBHeHUIO ¢ XVI-XVII BB.

4. Onucate NOPSAAOK JAaTUPOBaHUS JOKYMEHTOB. JlaThb mpuMmepsl BceX BHJIOB JAaT C
[IEPEBOJIOM UX HA TPUTOPUAHCKUH KaJeHIAph.

5. 3yuuTh cOCTaB yIOCTOBEPEHUS TOKYMEHTOB:

- BBINIKUCATH U3 ['€HepanbHOIO periaMenTa npaBuia y10CTOBEPEHUS TIOKyMEHTOB
- OIIMCATh COCTAB MOANMCH IO JOKYMEHTAM MECTHBIX YUPEKICHUM.

6. OnucaTb BU/IbI OTMETOK Ha IOKyMEHTAaX.

7. I3y4uTh NPUHLIMAIIBI OPraHU3alMi TEKCTa HECKOJIBKUX BUI0B JOKYMEHTOB.

8. CocTaBuTh OPMYIAPHI IBYX JOKYMEHTOB.

YKa3aHUs 10 BBINIOJIHEHUIO 3aJaHUN

1. BpisgBUTH BUABI JIOKYMEHTOB, YyCTaHaBJIMBaeMble [€HEpaTbHBIM PETJIAMEHTOM,
nonoJHuTh ux Bugamu aokymeHToB XVIII B., mpuBenéuusiMu B «Kpatkom ciioBape BUIOB U
Pa3HOBUAHOCTEN JOKYMEHTOBY U BBINIUCATH UX ompeaesieHus u3 CroBapsi.

W3yuuTh NOKYMEHTHI Jell MECTHBIX YUPEXJCHUH, BHINHMCHIBas HAaUMEHOBAHUS BUJIOB U
oOpariasi BHUMaHHE Ha TEXHUKY IOKyMEHTHPOBAHUS, BOJSHBIE 3HAKH, TepOOBYIO Oymary.

2. 3ananus Ne 2-6 MOXHO BBITIONHSTH C TOMOIIBIO TAOIHIIBI CIIEAYIOIEeH (POpPMEI:



44

Bun AsB Anp Ji| Tekcr: CocTtaB O1MeTK
JOKyMEHTA: |TOp: ecar: ara: (xp. comep.) YIAOCTOBEPEHUs  |a Ha
JIOKYMEHTE

OOpatuTe BHUMAaHUE Ha MECTO PACIIOJIOKEHUS PEKBU3NUTA «aBTOP»HU OMUCATh IPaBUa €ro
o(opMIICHHS B 3aBUCUMOCTH OT PEKBU3UTA «aJpecaTy.

3. U3yuuts no ['eHepanbHOMY perjiaMeHTy U JOKYMEHTaM MECTHBIX YUPEKICHHUH MpaBuiia
odopMIIeHHS PEKBU3UTA «aJpecar». Brlmucarh mpaBuia v IpuMepsl apecoBaHusl.

4. HpoaHaJII/IBI/IpOBaTB BCC UMCIOIIUCCA NaTbl B JOKYMCHTC W ONPCACIINTL UX HA3HAYCHUC,
BBIIMUCATDb MPUMCPLBI U OIMMCATh MCCTO PACIIOJIOKCHHUA Ka)KHOﬁ JaThl.

5. 3yuuth npaBuiia yIOCTOBEPEHUS! JOKYMEHTOB IO ['€HEpanbHOMY pErJIaMEHTy. 3aTeM
poaHATU3UPOBATh 0(OPMIICHHE MOIIUCH B JOKYMEHTaX, BU/IbI [T€YaTEH.

6. Beimucatb Bce OTMETKHM Ha JJOKYMEHTAaX, yKa3aB, Kakue u3 Hux nossuinucs B X VIII B.

7. llo I'eHepanbHOMY pETJaMEHTy Ha IpUMEpe IIPaBHII COCTaBIEHUsS IIPOTOKOJIA
OTIpeNIeNIUTh TpeOOBaHMs, MpeabsBiseMble K TeKCTy (T11. VI, XXX). BHuMarensHO unuTast TeKCTHI
HECKOJIBKUX JTOKYMEHTOB, OIIMCaTb UX CTPYKTYPY, IPOCIEKUBAS €€ U3MECHEHHE B PA3IMYHBIX
BUJAX; NPUBECTH TPUMEpPHl BHJIOB TpadapeTHbIX JOKYMEHTOB, OTMEYas KaKUM ITIyTeM
MIPOBOIMIIACH TpadapeTH3alHsL.

8. Onucarb JOKYMEHTHI IO CIEAYIOIIEeH cxeme:

- BUJ (pa3HOBUAHOCTH)

- aBTOp

- agpecar

- TEKCT

- mara

- COCTaB YI0CTOBEPEHHUS

- IOJTUHHOCTb (KOIMTUHHOCTB )

KoHTposbpHBIE BOIIPOCHI

1. HazoBure oco6ernnoctu ¢popmsl fokymenta X VIII B. ?

2. Kakue tpeOoBaHMs NPEABABIAIOTCS K O(GOPMIEHHIO MPOTOKOJAa Mo [ eHepaibHOMY
perinameHTy?

3. B uem nposiBUiach TeHAEHIMA K YHU(PHUKAIUYA JOKYMEHTOB ?

4. Onumure cucreMy INHCbMEHHBIX CHOIIEHMM 3BEHBEB ammapara YIOpPaBJICHUS 110
I'enepanbHOMY perinameHTy ?

Hcroynuku u mureparypa
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beikoBa, T. A. JIokyMeHTaIlMOHHOE OOECIIEUCHHE YIPaBJICHUS (JIEIOMPOU3BOJICTBO) : ydeOHOe
noco6ue / T. A. brikoBa, T. B. Ky3nenona, JI. B. Cankuna ; nox o6ur. pen. T. B. Ky3uenonoii.
— 2-e m3xa., mepepab. u mon. — MockBa : UHOPA-M, 2020. — 304 c. — (Bsicmee
obpazoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekct : snextponHbii. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JOCTYyTA: 10 TOJIHCKE.

PaznarouHblil MaTepualt K 3aHATUSAM

1. I'enepanbublil pernament 1720.

2. lokyMeHTHI (ena) MECTHBIX YUpexIeHui 18B.

3. KpaTkuii cnoBapb BUJOB U Pa3HOBUAHOCTEN JOKYMEHTOB.
@opmyisp noxkymenra XIX Beka —

Llenp 3aHATHS — U3y4YCHHE Pa3BUTUA MU OCOOCHHOCTEH (HOPMYNIAPOB  CIIyKEOHBIX
nokyMeHToB XIX B.

B pesynbrare BBINIOIHEHUS 3aJaHUN CTYIEHT JOJDKEH:

MMETh  IPEACTABICHME O  pEriJaMeHTalud  Ipouecca  JOKYMEHTUPOBAaHUS B
3aKoHOJATeNbHBIX akTax XIX B., pasButuum ¢opmynspa JTOKyMEHTa, TEHICHIUAX
Tpadapernszanuu 10KyMEHTOB;

3HaTh BUABI TOKYMEHTOB XIX - B., 0COOEHHOCTH UX O(QOpPMIICHHS, COCTaB (OpPMYIspa,
nosiBiiecHue OJaHKOB M WX BH[bI, NOSBICHHE OTMETOK HA JOKYMEHTaX, OTPaKAIOUINX HX
JBMKEHUE B YUPEXKICHUH U padOTy ¢ HUMH.

YMETh aHAJIU3UPOBATh KOHKPETHbIE NOKyMEHThI XIX B.; cocTaBisis ux GOpMyIsphl.
3amaHus Ui CaMOCTOATENBHOM paboThI
1. U3yunTh BUJIBI ¥ pa3HOBUHOCTU JOKYMEHTOB.

2. BoisiBUTH 0COOCHHOCTH O(OPMIICHHS PEKBU3UTA «aBTOPY», OIUCATh COCTAB OJIaHKA U €ro
BU/JIBL.

3. 3y4nuTh TEKCT TOKYMEHTA.
4. OnucaTp NOPSAAOK aAPECOBAHUSI JOKYMEHTA.

5. Beimucarh gaThel cocTaBiieHUs,, 00pabOTKH, MOAMUCAHUSA U Jp., YKa3aTb MECTO HX
PaCIOJIOKEHHUS.

6. [Ipoananu3upoBaTh XapakTep yAO0CTOBEPEHUS JOKYMEHTA.
7. Ommcath BUABI OTMETOK.

8. CoctaBuTh OPMYIAPHI 2-X JOKYMEHTOB.

YKa3aHUs 10 BBINIOJIHEHUIO 3aJaHUN

1. Haumnatp paboTy cienyer C pacCMOTPEHHsS JAed y4YpeXJeHHs. BBISIBUTH U BbIMHCATH
Ha3BaHUs BUIOB JOKYMEHTOB:
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- U3J]aBa€Mbl€ BBILIECTOSAMMU OPraHAMU;

- IOCBUIAEMBIE PABHBIM YUPEKACHUAM;

- IPEJCTABIISIEMBIE B BBILIECCTOSIIUE YUPEKICHUS;
- oopMIISIOLIIE BHYTPEHHIOIO JIEITEIbHOCTb.

N3 «Kpartkoro cioBapsi BUIOB U pa3HOBUJHOCTEN TOKYMEHTOB) BBIIIUCATh ONPEACTICHUS
BBISIBJICHHBIX BUJOB TOKyMeHTOB XIX B.

2. Onucath MOPAIOK 0(popMIIEHUST PEKBU3HUTA «aBTOP» B PA3IMYHBIX BHJIAX JOKYMEHTOB,
BBITIUCATh HECKOJBKO THIIOB OJIAHKOBBIX HAJMHCEH W OMPENENUTh WX cocTaB. [lo KoMIUIeKcy
JOKYMEHTOB TIPOCICUTh, Kakhe BHUIbl JOKYMEHTOB THINYTCS Ha OllaHKaX, Kakue O0e3
0003HaUYeHHs OJIAHKOBBIX HAJIIIUCEH.

3. Ilpoananu3upoBaTh HECKOJIBKO BUJIOB JOKYMEHTOB, YKa3aB CTPYKTYpPY TEKCTa, BHIIUCAB
IIPUMEPHl TPUMEHEHUS «KAHLEIAPU3MOBY». OTMETHTb, HACKOJIBKO YCHJINJIACh TEHICHIUS
Tpadapernzanuu (BpIIMCATh TPUMEPHI TpahapeTHBIX U TUIOBBIX TEKCTOB).

4. llpm onmcaHuU TOpsAAKA aJPECOBAHUS YCTAHOBUTH 3aBHCUMOCTH O(OPMIICHUS
pEKBHU3UTA «aapecaT» OT HepapXxuu yupexiaeHui. IlpuBectn mnpuMepsl aapecoBaHUs B
BBIIIECTOSIINE, PABHBIE U HIKECTOSIIEE YUPEKICHHUS.

5. BeinucaTte npuMepsl JaTUPOBKYU U IIEPEBECTH AAThl HAa HOBBIM cTwiIb. B XIX B. pazHuna
MeXAY CTUIAMHU paBHsutach 12, B XX B. — 13 nHaAM.

6. Brimmucats MNpUMCEPBI TOATINCAaHNA JOKYMCHTA B MHCTAHIIUAX pa3H0171 INOJYMHCHHOCTHU U
OImrucaThb COCTaB IOAIIMCH.

7. BeinucaTtb OTMETKHM Ha JOKYMEHTAX M yYKa3aTh UX Ha3HAUYE€HUE, MECTO ITPOCTABIICHUSL.
8. ®opMyIsIpbl TOKYMEHTOB COCTaBUTD I10 CXEME, NPEATIOKEHHOM B TPETHEM 3aHATHH.
KoHTposbpHBIE BOIPOCHI:

1. B uem nposiBUiIach TEHAEHIMS K YHU(PHUKAIMHA (POPMBI U TEKCTa TOKYMEHTa ?

2. Yto Takoe TpadapeTHbIH U TUIIOBOU TEKCTHI ?

3. HazoBure coctaB 6iaHKa JOKyMeHTa ?

4. Yem onpenensics xapakTep agpecoBaHus JOKyMEHTa ?

Hcroynuku u nureparypa

Hcrounuku:

beikoBa, T. A. JIokyMeHTaIlMOHHOE OOECIIEUCHHE YIPaBJICHUS (JIEIOMPOU3BOJICTBO) : ydeOHOE
noco6ue / T. A. brikoBa, T. B. Ky3nenona, JI. B. Cankuna ; nmox o6ur. pen. T. B. Ky3uenonoii.
— 2-e m3xa., mepepab. u mon. — MockBa : UHOPA-M, 2020. — 304 c. — (Bsicmee
obpazoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekcr : snextponHbii. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JOCTYyTA: 10 TOJITHCKE.

PaznarouHblil MaTepualt K 3aHATUSAM
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1. dena yupexnaenuii 19 B.

2. Kpatkuii cioBapb BUJI0B U Pa3HOBUIAHOCTEN JOKYMEHTOB.

Tabnuia

Amnanuz opopmiieHUsS PEeKBU3UTOB 10KyMeHTOB B X VI- XIX BB.

HaumeHoBaHue JOKyMEHTOB Oco6enHocTr 0(opMIIEHUS PEKBU3UTA

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

Bun nokymeHnra

ABTOp

Anpecar

Texker:
BBEJICHUE
OCHOBHAs 4acTb
3aKJIIOYEHHE

JlaTel
COCTaBJICHUS
MOJTY4eHUS
peruCTpaLuu

CocraB ynocToBepeHUs

OTMmeTKHN Ha TOKYMEHTE

@opmyisp fokymeHTa XX Beka. —

Llenp 3aHATHS — H3y4YCHHE PAa3BUTHS M OCOOCHHOCTEH (OPMYISIPOB CIIyKEOHBIX
TOKYMEeHTOB XX B.

B pesynbrare BBINIOIHEHUS 3aJaHUN CTYIEHT JOJDKEH:

UMETh  IPEACTABICHHE O  pErijaMeHTalud  Ipouecca  JOKYMEHTUPOBAaHUS B
3aKOHOJATENbHBIX  akTax XX B., pa3BUTHUM GOpMyIsipa JOKYMEHTa, TEHICHLUAX
TpadapeTnzanuu 10KyMEHTOB;

3HaTh BHUJIBl JOKYMEHTOB XX - B., 0COOGHHOCTH HMX O(QOPMIIEHHS, COCTaB (OpMYIspa,
nosiBiicHUe OJaHKOB M WX BH[bI, NOSBICHHE OTMETOK Ha JOKYMEHTaX, OTPKAIOUIMX HUX
JBMKEHUE B YUPEKICHUH U padOTy ¢ HUMH.

YMETh aHAJIM3UPOBATh KOHKPETHBIE JOKYMEHTHI XX B.; COCTABIISIS UX (DOPMYJISPHI.

3agaHus Ui CaMOCTOATENBbHOM paboThI
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1. I3y4unTh BUJIBI ¥ pa3HOBUIHOCTU JOKYMEHTOB.

2. BoisBUTH 0COOCHHOCTH O(OPMIICHHS PEKBU3UTA «aBTOP», OIUCATh COCTAB OJIaHKA U €ro
BU/JIBL

3. 3y4uTh TEKCT TOKYMEHTA.
4. OnucaTp NOPSA0OK aAPECOBAHUSI JOKYMEHTA.

5. Beimucarb gaThel cocTaBiieHUs, 00pabOTKU, MOAMUCAHUSA U Jp., YKa3aTb MECTO HMX
PaCIOJIOKEHHUS.

6. I[IpoaHanu3upoBaTh XapakTep yAOCTOBEPEHUS JOKYMEHTA.
7. OnucaTb BUbI OTMETOK.

8. CoctaBuTh (POPMYIISAPHI 2-X JOKYMEHTOB.

Hcroynuku u nureparypa

beikoBa, T. A. JIokyMeHTaIlMOHHOE OOECIIEUCHHE YIPaBJICHUS (JIEIOMPOU3BOJICTBO) : ydeOHOE
noco6ue / T. A. brikoBa, T. B. Ky3nenona, JI. B. Cankuna ; nmox o6ur. pen. T. B. Ky3uenonoii.
— 2-e m3xa., mepepab. u mon. — MockBa : UHOPA-M, 2020. — 304 c. — (Bsicmee
obpazoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekcr : snextponHbii. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JOCTYTA: 10 TOJITHCKE.

PaznaTrouHblil MaTepral K 3aHATUSAM
1. dena yupexnaennii 20 B.
2. Kpatkuii cioBapb BUI0B U Pa3HOBUIAHOCTEN JOKYMEHTOB.

3. COOpHUK 3aKOHOJATENBHBIX aKTOB MO Jenonpou3BoActBy (1917-1970rr.) — Yueo.
noco6ue nop pen. A.3. Jlusmmna. — M. MITMAU, 1973. — 157 C.

Tema 4. @opMyIsip COBPEMEHHOTO YIPABICHUYECKOTO JOKYMEHTA: MpaBuia 0(pOpMIICHHS
pEKBU3UTOB— 12 "acoB

Lenp 3aHATUS — W3YYEHHE COBPEMEHHBIX TPeOOBaHMU TOCYIAPCTBEHHBIX CTAHIAPTOB M
HOPMaTUBHO-METOIMYECKUX aKTOB K O()OPMIICHHUIO CITYKEOHBIX TOKYMEHTOB.

B pesynbrare BBINIOIHEHUS 3aJaHUN CTYICHT JOJDKEH:

MMETh MPEACTaBICHUE O TEHJCHUHUAX PA3BUTHUS JIOKYMEHTAa M MPUHIUIAX MOCTPOCHUS
dhopmyIsipa-o0pasia opraHu3aluOHHO-PACTIOPSIUTENBHBIX TOKYMEHTOB;

3HaTh COCTaB PEKBH3UTOB M TPEOOBaHMS IOCYJapCTBEHHOTO CTaHIapTa K O(QOPMIICHHIO
JOKYMEHTA.

3HAaTh COCTaB PEKBH3UTOB M TpeOoBanws [IpaBun nemompou3BoicTBa B (elnepambHBIX
OpraHax MCIIOJHUTEIIBHOW BJIIACTH U METOOUYECKUX PEKOMEHJALUUN K COCTABJIEHUIO
JIOKYMEHTOB.
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YMETh MPOEKTUPOBATh OJAHKU JTOKYMEHTOB YUPEXJCHHUH U UMETh HaBBIKM PabOTHI C
rOCYJApCTBEHHBIMU CTaHAAPTAMH U METOJAMYECKMMH YKA3aHUAMM [0 HX BHEAPECHHUIO U
IIPUMEHEHHUIO.

3amaHus A5 CaMOCTOSITeNIbHOM paboThI

N3yunTh KOMIUIEKT HOPMATHUBHO-METOJMYECKUX JOKYMEHTOB II0 JOKYMEHTHPOBAHUIO
YIpaBIEHYECKON IEATEIBHOCTH | MeTOoArnuecKne PeKOMEH AU TI0 pa3paboTKe WHCTPYKIUH 1O
JETONPOU3BOJICTBY B TOCYJAPCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIPAaBJICHUSA, YTB.
ITpukazom Pocapxusa ot 24.12.2020 Ne 199.

[IpumepHass  WMHCTPYKUMS 1O  JICJIONPOM3BOJACTBY B  TOCYAApCTBEHHBIX
opranmzaiusx, yrB. Ilpuxasom  PocapxuBa ot 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata obpamienus — 20.03.2024)

I'OCT P 7.0.97-2016. Haunumonansuslii crangapT Poccuiickoit ®enepanuu. Cucrema
CTaH/JapTOB IO WH(pOpPMaNKH, OUOIHMOTEYHOMY M H3JATENIbCKOMY zeiny. OpraHu3alMoOHHO-
pacnopsauTenbHas  JAOKyMeHTanus. TpeOoBanust K odopmieHuto aokymeHntoB URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata obpamienus — 20.03.2024)

Nzyuuts [OCT P 7.0.97-2016 ¢ TpeboBaHusIMH K O(DOPMIICHUIO JOKYMEHTOB, ONIPEICITUTD
€ro CTPYKTYypY, COCTaB pa3/IeioB.

N3yuuts TpeboBanus ['OCTa k 651aHKy JOKyMEHTa.

HpoaHaJII/IBI/IpOBaTB NPpCATIOKCHHYIO KOJUICKIIUIO AOKYMCHTOB, ONPCACIINTL PCKBU3UTHI,
YKa3aTb HEAOCTATKU B UX PACIIOJIOKCHUHA U O(bOpMJ'IeHI/II/I.

CocTaBuTh Ha OCHOBAaHHWH pPa3IaTOYHOTO MaTepuana OnaHku (OOmMiA W AN MHUChMa)
OpraHMu3aIUil U MPEANPUATHA Pa3TUIHBIX (OPM COOCTBEHHOCTH C BapHAHTAMU MPOJOIHHOTO U
YIJIOBOTO PACIHOJIOKEHUSI PEKBU3UTOB.

Yka3zaHus 1Mo BBITOJIHCHUIO 3adaHus.

1.3yuuth TpeOOBaHUSA K COCTaBY U O(GOPMIIEHUIO PEKBU3UTOB JOKYMEHTOB M OJIAHKOB,
u3noxeHHble B “IIpaBuiax Ae1onpou3BoACTBa B TOCYIaPCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMOyNpaBJieHUs ', YTBEPKIACHHBIX NpuKazoM Pocapxusa ot 22.05.2019 N 71. (cm. paszmen 2
“JIoKyMEHTHUPOBAHHUE YIIPABJIECHYECKON 1EATENBHOCTH )

2. M3yunte TpeOoOBaHHS K OGOpPMIIEHHIO ONAHKOB M PEKBU3UTOB JIOKYMEHTOB IIO
Hammonansnomy cranmapry 'OCT P 7.0.97-2016 “Cucrema crangapToB 1o WHGOpMaIuu,
OuOIMOTEeYHOMY M M3JaTeNbCKOMY Jeny. OpraHu3alMoOHHO-PACHOPSAUTENbHAs JOKyMEHTALIUS.
TpeboBanus kK 0(hOPMIICHUIO TOKYMEHTOB .

3. U3yuuth TpeboBaHus “MeToaruecKuX peKOMEHAAUH Mo pa3paboTKe MHCTPYKUUH MO
JEIONPOU3BOJCTBY B TOCYJAapCTBEHHBIX OpraHax, oOpraHax MECTHOTO CaMOYIpAaBICHUS'",
YTBEpXKICHHBIX Tpukazom PocapxuBa or 24.12.2020 N 199 x OmaHkaM ©u pPEKBHU3UTaM
JOKYMEHTOB (TPHIIOKEHUS 2, 3).

4. V3y4uTh NPEUIOKEHHYIO KOJUIEKIHUIO (3-5 JOKYMEHTOB) U AHAIM3HUPYS JOKYMEHTHI,
BBISIBUTH HEIOCTAaTKU B OQOpMIICHHH OJlaHKa (OTCYTCTBHE HEOOXOTUMBIX PEKBU3UTOB H
MPABIWIBHOCT OQOPMIICHUS HMMEIOIINUXCS); OIMPEISIUTh TMPAaBUIBHOCTh PACHOJOXKEHUS |
opopMIICHHST PEKBH3UTOB JIOKYMEHTa (3aroJioBKa, JaThl W HWHIACKCA, MOJIMHCH, OTMETOK O
MOCTYIJICHUU U HANPaBJIEHUU JOKYMEHTAa B J€JIO U JIp.).


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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Ha ocHoBe pa3maToyHOro mMaTepuaia CHpOCKTHPOBATh OJIAHKU JOKYMEHTOB KOHKPETHBIX
OpraHu3allii ¥ TOCYAapCTBEHHBIX OPraHoB B cooTBeTcTBUU ¢ TpeboBanusmu 'OCT P 7.0.97-
2016. KoHTpoJIbHBIE BOIIPOCHI

Ilepeuncnure BUABI HOPMATUBHBIX aKTOB, PErVIAMEHTUPYIOLIUE JTOKYMEHTHUPOBAaHUE
YIPABJICHYECKOU NEATEIBHOCTH.

YeMm paznuyaroTcs 0O 6aHK 1 OJ1aHK MHUChMa, OJJaHK KOHKPETHOTO BHJIa TOKYMEHTA.
Hcroynuku u nureparypa
Hcrounuku:

@enepanbHblii KOHCTUTYIHMOHHBIA 3akoH oT 25 pgekabps 2000 r. Ne 2-©K3 «O
I'ocynapctBeHHOM repOe Poccuiickoit Oenepanun» URL:
http://www.consultant.ru/document/cons_doc LAW_29674/.(nara obpamenus — 20.03.2024)

[lpaBuwiia /ENONPOM3BOJACTBA B  TOCYIAPCTBCHHBIX OpraHax, OpraHax MECTHOTO
camoympasnenus, yrB. Ilpukaszom PocapxuBa ot 22.05.2019 Ne 71 URL:: http://
https://base.garant.ru/72291836/.(nata obpamienus — 20.03.2024)

Mertoanyeckre PEKOMEHIAUU 0 pa3pabOTKe HHCTPYKIMU MO JCIOTMPOU3BOJCTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyrpaBieHus, yB. [Ipukasom PocapxuBa ot
24.12.2020 Ne 199 URL: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.(nara oopamenus — 20.03.2024)

[IpumepHass  WMHCTPYKUMS 1O  JICJIONPOM3BOJACTBY B  TOCYAApPCTBEHHBIX
opranmzaiusax, yrB. Ilpuxazom  PocapxuBa ot 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata obpamienus — 20.03.2024)

I'OCT P 7.0.97-2016. Haunumonansuslii crangapT Poccuiickoit ®enepanuu. Cucrema
CTaH/JapTOB IO WHpOpPMaNKH, OUOIHMOTEYHOMY M H3JaTENIbCKOMY zeiny. OpraHu3aluoHHO-
pacnopsauTenbHas  JAOKyMeHTauus. TpeOoBanust kK odopmieHuto gokymentoB URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata obpamienus — 20.03.2024)

I'OCT P 7.0.8-2013 [lenonmpou3BOJACTBO U apXHWBHOE J€JI0. TEpMUHBI U OIPENEIECHHUS.-
URL:  http://www.consultant.ru/document/cons_doc_ LAW_163800/.(natra  oOpamenus —
20.03.2024)

JIuteparypa:

brikoBa, T. A. JIokyMeHTaIIMOHHOE OOECIIEUCHHE YIPaBJICHUS (JIEIOMPOU3BOJICTBO) : ydeOHOE
nocob6ue / T. A. brikoBa, T. B. Ky3nenona, JI. B. Cankuna ; nox o6ur. pen. T. B. Ky3uenonoii.
— 2-e m3xa., mepepad. u mon. — MockBa : UHOPA-M, 2020. — 304 c. — (Bsicmee
obpazoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekct : snextponHbid. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JOCTYyIA: 10 TOJITHCKE.

PaznaTouHblil MaTepuall K 3aHATHSAM

- T'OCT P 7.0.97-2016. Hanmonanenelii crangapt Poccuiickoit ®enepaunn. Cucrema
CTaHJApTOB MO HH(OpMauy, OUOIMOTEUHOMY M H3AaTeNbCKOMY aerny. OpraHu3aluoHHO-
pacropsauTenbHas JOKyMeHTalus. TpeGoBanus K 0QOPMIICHHIO JOKYMEHTOB.


http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_373895/.(%D0%B4%D0%B0%D1%82%D0%B0
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_163800/
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- IlpaBuna pgenompou3BoJACTBa B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoymnpasnenus, yrB. IIpukazom PocapxuBa ot 22.05.2019 Ne 71 URL: http:/
https://base.garant.ru/72291836/.(nata obpamenus — 20.03.2024)

Mertoauyeckre PEKOMEHIAUU 10 pa3pabOTKe HHCTPYKIMU MO JCIOTMPOU3BOJCTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyrpaBieHus, yB. [Ipukasom PocapxuBa ot
24.12.2020 Ne 199 URL: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.(nara oopamenus — 20.03.2024)

[IpumepHass  WMHCTPYKUMS 1O  JICJIONPOM3BOJACTBY B  TOCYAApCTBEHHBIX
opranmzaiusax, yrB. Ilpukazom  PocapxuBa ot 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata obpamierus — 20.03.2024)

Komnnekuust TokyMeHTOB.

Tema 5. OpraHuzanuoHHbIC, pacIOPSAUTEIbHbIE W WH(POPMALMOHHO-CIIPABOYHBIC
JTOKYMEHTBI — 28 4acoB

JIOKyMEHTUPOBaHUE PACHIOPSAUTEIBHOMN AEATEIbHOCTH —

Lenp 3aHATHA — HM3ydeHHE TpeOOBaHUI TOCYZAPCTBEHHBIX CTAaHAAPTOB U HOPMATHBHO-
METOJMYECKUX AaKTOB K COCTaBJICHUIO M O(OPMIICHHIO pACHOPSAUTENBHBIX JOKYMEHTOB,
MOJIy4eHHE HAaBBIKOB X COCTABJICHUS U O(POPMIICHHUS IO 33JJaHHBIM CUTYaLIHsIM.

B pesynbrare BBINOIHEHUS 3aJaHUN CTYIEHT JOJDKEH:

UMETh TPEICTABICHHE O CHTyalUsX, TPEOYIOIUX W3JaHUS PaCHOPSIUTEIBHBIX
JIOKYMEHTOB;

3HaTh BUJBl PACHOPSAAUTENBHBIX JOKYMEHTOB; COCTaB PEKBU3UTOB  (QopMymsipa
pacropsaIUTEeIbHOTO JOKyMEHTa U TPeOOBaHUS K UX COCTABICHUIO U 0(hOPMIICHHUIO.

YMCTb COCTABJIAThH U O(bOpMJISITI: pacnnopsAguTCIbHBIC JOKYMCHTLI 110 3aJdHHBIM CUTYyallusIM
1 UMCTh HAaBBIKH UX O(bOpMJIeHI/ISI Ha KOMIIBIOTCPC.

3amaHus A1 CaMOCTOSITeNIbHON paboThI

W3yunts  TpeOOBaHUS,  TNpeabsABIsIEMble K  COCTaBICHHIO W O(QOPMIICHHUIO
pPacropsIAUTENBHBIX TOKYMEHTOB.

CoctaButh 1 0GOPMUTH IPUKA3 IO OCHOBHOM JESITEIBHOCTH.

CoctaBUTh ¥ OPOPMHUTD PACHOPSHKEHUE.

YKa3aHus 110 BBINOJHEHHUIO 3a1aHUS

YTOYHHUTBH COCTaB PEKBU3UTOB, BXOAINX B (GOpMYJIsp MPUKa3a, pacOpsHKEHUS.

N3yunts TpeOoBaHuss MeToauueckue pPEKOMEHJAIMH IO pa3pabdoTKe WHCTPYKIUHM 110
JEIONPOU3BOJCTBY B TI'OCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIpPAaBJICHMS, YTB.
ITpuxazom Pocapxusa ot 24.12.2020 Ne 199, IlpumepHOi HHCTPYKLIUHU TIO I€IONPOU3BOJICTBY B
roCylapCTBEHHbIX opraHu3anusx, yrB. [Ipukazom Pocapxusa ot 11.04.2018 Ne 44) x cocraBy
PEKBU3UTOB U CTPYKTYpE TEKCTA IPUKa3a 10 OCHOBHOM JIEATEIBHOCTH.

YTOYHUTH pa3inv4Msi B COCTABJICHUM IPUKA3a I10 OCHOBHOM AEATEILHOCTU U IO JIMYHOMY
cocTaBy, oOpaimias BHUMaHHME Ha MOPAIOK O(OPMIICHHUS CCHUIKM (YIIOMHHAaHHWS) Ha ApPYrou
JTOKYMEHT U YHH(PHKALIHUIO TEKCTOB MPUKA30B MO JUYHOMY COCTaBY.


http://www.consultant.ru/document/cons_doc_LAW_373895/.(%D0%B4%D0%B0%D1%82%D0%B0
http://www.consultant.ru/document/cons_doc_LAW_305137/
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CocTaBuTh TOKYMEHTBI HA OCHOBE ITPEIJI0KEHHBIX [TPETIOJaBATEIIEM CUTYALUH.
KoHTposabpHBIE BOIIPOCHI

[lepeuncante peKBU3UTHI, BXOAALINE B (POpMYJIsp pUKa3a.

Ha3osute cTpykTypy npHKasa 1o OCHOBHOM JESATEIBHOCTH.

Yem orTnmuaeTcsl CTpyKTypa TEKCTa IIpUKa3a IO JIMYHOMY COCTaBy M OCHOBHOM
JESITEbHOCTH.

Ha3oBute cpoku XpaHeHUs IPUKA30B.
Ha3zoBuTe peKBU3HUTHI, BXOAALINE B (POPMYIISIP PACTIOPSIKEHUSL.

Uem oTiIMyaeTcss CTPYKTypa TEKCTa pacHopshKEHUs OT IIpUKa3a II0 OCHOBHOM
JESITEbHOCTH.

Hcroynuku u nmureparypa
Hcrounuku:

Meronuueckne pPEKOMEHAAMH 10 pa3pabdOTKe WHCTPYKIHMH IO JIEJIONPOU3BOJCTBY B
rOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyrpaBieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne URL: http:// http://www.consultant.ru/document/cons_doc LAW_373895/.(nara
obpamenus — 20.03.2024)

[IpumepHass ~ WMHCTPYKUMS 1O  JICJNIONPOU3BOJACTBY B  TOCYIapCTBEHHBIX
opranuzanusix, yrB. IIpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexktpoHHBIH pecypc]. —
M., 2019. Pexxum Ilocranosnenue IIpaBurensctBa PO ot 15.06.2009 Ne 477 «O0 yrBepkIeHHH
[IpaBun nemompous3BOACTBa B (elepalbHbIX OpraHax HCIOJIHUTENbHOW Biacth»// URL:
http://www.consultant.ru/document/cons_doc LAW_88695/.(nara obpamenus — 20.03.2024)

I'OCT P 7.0.97-2016. Hanumonansuslii crangapT Poccuiickoit ®enepanuu. Cucrema
CTaH/JapTOB IO WH(pOpPMaNKH, OUOIHMOTEYHOMY M H3JATENIbCKOMY zeiny. OpraHu3aluoHHO-
pacnopsauTenbHas  JAOKyMeHTauus. TpeOoBanust K odopmieHuto gokymentoB URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata obpamierus — 20.03.2024)

JIuteparypa:

brikoBa, T. A. JIokyMeHTaIlMOHHOE OOECIIEUCHHE YIPaBJICHUS (JIEIOMPOU3BOJICTBO) : ydeOHOE
nocob6ue / T. A. brikoBa, T. B. Ky3nenona, JI. B. Cankuna ; nox o6ur. pen. T. B. Ky3uenonoii.
— 2-e m3xa., mepepab. u mon. — MockBa : UH®OPA-M, 2020. — 304 c. — (Bsicmee
obpazoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekct : snextponHbid. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JOCTYyTA: 10 TOJITHCKE.

PaznmaTouHblil MaTepuall K 3aHATHSAM

Metoauyeckre PEKOMEHIAUU 10 pa3pabOTKe HHCTPYKIMU MO JCJIOTMPOU3BOJCTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyrpaBieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 URL: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.(nara o6pamenus — 20.03.2024)



http://http/www.consultant.ru/document/cons_doc_LAW_373895/.(%D0%B4%D0%B0%D1%82%D0%B0
http://www.consultant.ru/document/cons_doc_LAW_88695/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_373895/.(%D0%B4%D0%B0%D1%82%D0%B0
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[IpumepHass MHCTPYKLUS 110 JIEJIOTIPOU3BOJICTBY B TOCYIApCTBEHHBIX OPraHU3AIUAX, YTB.
[Tpukazom Pocapxua ot 11.04.2018 Ne 44)/

I'OCT P 7.0.97-2016. Haumonanbnbiii cranzapt Poccuiickoit ®enepaunn. Cucrema
CTaHJApTOB MO HH(OpMauy, OUOIMOTEUHOMY M H3JAaTeNbCcKOMYy aeny. OpraHu3aluoHHO-
pacropsauTenbHas JOKyMeHTalus. TpeGoBanus K 0OPMIICHUIO JOKYMEHTOB.

Anb0oM yHH(DUIIEPOBAHHBIX (HOPM MEPBUYHON YUETHOM TOKYMEHTAIIUH 110 YUETY TpyAa U
€ro OILIaThl, yTBEPKIEHHBIN nocTaHoBiIeHUEM ['ockoMcraTa PO ot 05.01.2004 Ne 1.

Marepuasnbl ¢ UHAMBUAYAJIBHBIMU 33JaHUSMM Ul CAMOCTOSITEIIBHOTO COCTaBJICHUS
IIPUKA30B U PACIIOPSIKEHUN.

I[OKYMGHTI/IPOBEIHI/IC ACATCIIBHOCTU KOJIJICTUAJIBHBIX OPTraHOB —

Lenp 3aHsATHS — U3ydeHHE TpeOOBaHMN K JIOKYMEHTaM, CO3[aBacéMbIM B IIpoliecce
MOJATOTOBKH M OOCITYKHBaHUS COBEIIAHHIH.

B pesynbrare BBINIOIHEHUS 3aJaHUN CTYIEHT JOJDKEH:

HUMCTh TPCACTABJICHUC O BHAAX KOJUICTHaILHOM ACATCIIBHOCTH U  IOPAAKS eé
AOKYMCHTHPOBAHUA,

3HaTh COCTaB JIOKYMEHTOB, CO3/IaBaeéMbIX HpPU TOJATOTOBKE COBELIaHWH, TPEOOBAHMS K
bopMmynspy IpOTOKOJA, TOPSIIKY €0 COCTABJICHUS H 0(OPMIICHHS;

YMETh COCTaBJIATH U O(POPMIIATH MPOTOKOJI M JOKYMEHTHI, CO3/IaBacéMbIe B IpOIEcce
IIOJATOTOBKH COBEILAHMUS.

YMETb COCTABIISATh U O()OPMIIATH BBIITUCKY U3 MTPOTOKOJIA.
YMETh COCTaBJIATH U 0(OPMIIATH PEIICHUE.
3amaHus A5 CaMOCTOSITeNIbHON paboThI

W3yuuth TpeOOBaHUS, MPEIbIBIIEMbIE K COCTABICHHIO U O(OPMIIEHUIO MPOTOKOJIA U
peLIeHuUs.

CocTaBUTh IPUTJIAIICHUE HA 3aCe/IaHue.
CocTaBUTH MPOTOKOJI COBEILIAHUS.
OdopMHUTH BBITUCKY U3 IPOTOKOJIA.
Odopmuts peuieHue.

YKka3aHUsl 110 BHIMOJIHEHUIO 3a/IaHMSI.

YTOYHUTH 3TAlbl OATOTOBKU COBELIAHUMN U BUJIbI JOKYMEHTOB, CO3/JaBAEMbIX Ha KaXKJI0M
sTane (MOBECTKa JHs, CHUCKH YYaCTHUKOB U T.1.).

YTOYHUTH 0COOEHHOCTH (hOpMYJIsipa MPOTOKOIA, TPEOOBAHUS K PEKBU3UTAM, U3JIOKEHHBIE
B TOCYJapCTBEHHOM CTaHAApPT€ U METOAMYECKHX PEKOMEHJAlMAX, oOpalmias BHUMaHUE Ha
cocTaB MH(OPMAIUK B TEKCTE MPOTOKOJIA, OCOOCHHOCTH €ro MOANUCAHUS, CPOKU O0(OopMIICHUS.

Onpenenutsb pa3nuuus TpeOOBAHUN K MIPOTOKOIY IMTOJHOMY U KPaTKOMY.
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CocTaBuTh CaMOCTOSITEILHO HA OCHOBAaHUU Pa3/laTOYHOIO MaTepHalia IMPOTOKOJI, BEITUCKY
U3 IIPOTOKOJIA, PEILICHHUE.
KoHTpospHBIE BOIIPOCHI:
[lepeuncnnre peKBU3UTHI, BXOAALINE B (GOPMYIISIp MPOTOKOJIA.
Ha3osute cTpyKTypy TE€KCTa IIPOTOKOJIA.
B 4éM oTiiMune MpoTOKOIIa MOJHOTO U KPATKOTO.

Vkaxurte MNOopAAOK MNOATOTOBKMU COBCIIAHHA W KAKHUC HOOKYMCHTBI CO3OAKOTCA B XOJC
IIOArOTOBKHU.

[lepeuncnute peKBU3UTHL, BXOAAIINE B (GOPMYIISIp peIIeHUsI.
B ueM Ha3zHayeHUE BBIMCKU U3 IPOTOKOJIA.

Hcroynuku v iureparypa

Hcrounuku:

Mertoanyeckre PEKOMEHIAUU 10 pa3pabOTKe HHCTPYKIMU MO JCIOTMPOU3BOJCTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyrpaBieHus, yB. [Ipukasom PocapxuBa ot
24.12.2020 Ne 199 URL: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.(nara o6pamenus — 20.03.2024)

[IpumepHass ~ MHCTPYKUMST 1O  JICJIONPOM3BOJCTBY B  TOCYAApPCTBEHHBIX
opranmzaiusax, yrB. Ilpuxazom  PocapxuBa ot 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata obpamienus — 20.03.2024)

I'OCT P 7.0.97-2016. Hamumonansuslii ctangapT Poccuiickoit ®enepanuu. Cucrema
CTaH/JapTOB IO WH(pOpPMaNKH, OUOIHMOTEYHOMY M H3JaTENbCKOMY zeiny. OpraHu3aluoHHO-
pacropsauTenbHas JOKyMeHTauus. TpeOoBanus K odopmieHuio pokymeHtoB // URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata obpamienus — 20.03.2024)

I'OCT P 7.0.8-2013 [lenonmpou3BOACTBO U apXHWBHOE J€JI0. TEpMUHBI U OIPENEIECHHUS.-
URL:  http://www.consultant.ru/document/cons_doc_ LAW_163800/.(nratra  oOpamenus —
20.03.2024)

JIureparypa:

beikoBa, T. A. JIokyMeHTaIlMOHHOE OOECIIEUCHHE YIPaBJICHUS (JIEIOMPOU3BOJICTBO) : ydeOHOE
nocob6ue / T. A. brikoBa, T. B. Ky3uenona, JI. B. Cankuna ; nmox o6ur. pen. T. B. Ky3uenonoii.
— 2-e m3xa., mepepab. u mon. — MockBa : UHOPA-M, 2020. — 304 c. — (Bsicmee
obpazoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekcr : snextponHbid. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JOCTYyTA: 110 TOJIHCKE.

PaznaTtouHblil MaTepualt K 3aHATUSAM

Metoanyeckre PEKOMEHIAUU 10 pa3pabOTKe HHCTPYKIMU MO JCJIOTMPOU3BOJCTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyrpaBieHus, yTB. [Ipukasom PocapxuBa ot
24.12.2020 Ne 199 URL: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.(nara oopamenus — 20.03.2024)
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[TpumepHast MHCTPYKIHS IO JIEIONPOU3BOJCTBY B TOCYAapPCTBEHHBIX OpPraHU3alUsIX, YTB.
ITpukazom PocapxuBa oT 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata obpamienus — 20.03.2024)

Martepuansl ¢ WHAUBUAYAJIbHBIMH 33JaHUSMH JJI CAaMOCTOSITENIBHOTO COCTaBIICHUS
JIOKYMEHTOB.

CocraBnenue nH(HOPMAIIHOHHO-CIIPABOYHBIX IOKYMEHTOB —

Lenp 3aHATHA — M3YYE€HUE HA3HAYEHUS HH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB H
ocobeHHOCTeH 0(OpPMIIEHHSI KaXKI0TO BUIA 3TOM IPYIIIBI JOKYMEHTOB.

B pesynbrare BBINOIHEHUS 3aJaHUN CTYIEHT JOJDKEH:

UMETh TPEJACTABICHUE O THUIOBBIX CHUTYyalMAX, O(OPMISIEMBbIX YHUMHUIMPOBAHHBIMH
¢dbopmamu HGOPMAIIMOHHO-CITPABOYHBIX JOKYMEHTOB;

3HaTh BHUJIBl HH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB; TpeOoBaHHS K (GOPMYISpY
Ka)/I0TO BHJIA;

YMETh COCTABJIATH BCE BUJBI MH(DOPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB M UMETh HAaBBIKH
ux 0(pOpMIICHHSI HAa KOMITBIOTEPE.

3amaHus A cCaMOCTOSTeNbHON paboThI

1. W3yuntp mnpaBuia cocTaBieHHS W OGOPMICHUS HH(MOPMAMOHHO-CIIPABOYHBIX
JOKYMEHTOB, 00paTHB BHUMaHHE HAa 0COOCHHOCTH TPEOOBAHUH K KXKIOMY BUY.

2. CocraButh u oopMuth B cooTBercTBUM ¢ TpeboBanusmu ['OCT P 7.0.97-2016 u
MeroauuecKkux peKOMEH Il

JOKJIAJHYIO 3alMCKY (BHYTPEHHIOIO U BHELIHIOK);
OOBSICHUTENBHYIO 3aIIMCKY (BHYTPEHHIOIO M BHEIIIHIOKO);
CIIPaBKY;

aKT;

nuceMa (rapaHTUHHOE, HAIIOMUHAHUE, IPUTIIAILIEHUE, YBEIOMIIEHHUE, PEKIIaMalUIo U T.11.).

VYka3zaHus 1Mo BBITOJIHCHUIO 3aJaHus

YTouHUTh  BUABI  WH(GOPMAIMOHHO-CIPABOYHBIX ~ JOKYMEHTOB W IPU  KaKHX
YIIPABJICHYECKUX CUTYalUsIX OHU CO3AKOTCH.

BuIaBUTE OCOOEHHOCTH KaXXa0ro sBpuaa HH(bOpMaI_[I/IOHHO-CHpaBO‘IHOFO AOKYMCHTA.

W3yunth TpeOOBaHMS TOCYAApCTBEHHOTO CTaHAapra K O(OPMIICHUIO PEKBU3HUTOB,
BXO/ISIIIUX B TUIIOBON (POPMYJISIp KaXI0TO BHJIa UH(POPMAIIMOHHO-CIIPABOYHOTO JIOKYMEHTA.

CoctaBuTh 1 0HOPMUTH JOKYMEHTHI B COOTBETCTBHH C IOJTyYCHHBIMH 33JaHUSIMHU.
KoHTposabpHBIE BOIIPOCHI
Jlaiite ompeaeneHue U yKaXuTe THIOBOU hopMyIsip:

JIOKJIaJHOM 3aIliCKH;
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0OBSICHUTEIIHLHOM 3aIIUCKH;

CIpaBKH;

aKTa;

CIIy’)keOHOTO MMCchMa (Ha30BUTE €T0 Pa3HOBUTHOCTH);
VYkaxxure 0cOOCHHOCTH O(QOPMIICHHSI ITUCEM.

B 4ém ocobenHOCTh 0(hOpMIICHHUS THCbMA-OTBETA.
Kakue TpeGoBaHMS PEABABISAIOTCS K TEKCTY ITHCEM.
Hcroynuku u nureparypa

Hcrounuku:

Metoanyeckre PEKOMEHIAUU 10 pa3pabOTKe HHCTPYKIMU MO JCIOTMPOU3BOJCTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyrpaBieHus, yB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 URL:: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.(nara oopamenus — 20.03.2024)

[TpumepHast HHCTPYKIHS MO JIEIONPOU3BOJCTBY B TOCYAapPCTBEHHBIX OpPraHU3alUsIX, YTB.
ITpukazom PocapxuBa oT 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata obpamienus — 20.03.2024)

I'OCT P 7.0.97-2016. Haunumonansuslii crangapT Poccuiickoit ®enepanuu. Cucrema
CTaH/JapTOB IO WH(pOpPMaNKH, OUOIHMOTEYHOMY M H3JaTENbCKOMY zeiny. OpraHu3aloHHO-
pacnopsauTenbHas  JAOKyMeHTauus. TpeOoBanust K odopmieHuto gokymeHntoB URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata obpamierus — 20.03.2024)

I'OCT P 7.0.8-2013 [lenonmpou3BOJACTBO U apXWBHOE J€JI0. TEpMUHBI U OIPENEICHHUS.-
URL:  http://www.consultant.ru/document/cons_doc_ LAW_163800/.(natra  oOpamenus —
20.03.2024)

JIuteparypa:

brikoBa, T. A. JIokyMeHTAIIlMOHHOE OOECIICUCHHE YIPaBJICHUS (JICIOMPOU3BOJICTBO) : ydeOHOE
noco6ue / T. A. brikoBa, T. B. Ky3nenona, JI. B. Cankuna ; nox o6ur. pen. T. B. Ky3uenonoii.
— 2-e m3xa., mepepab. u mon. — MockBa : UHOPA-M, 2020. — 304 c. — (Bsicmee
obpazoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekct : snektponHbii. - URL:
https://znanium.com/catalog/product/1078152 (mara oOpamenus: 26.03.2024). — Pexum
JOCTYyIA: 10 TOJIHCKE.

PaznarouHbiil MaTepralt K 3aHATUSAM

I'OCT P 7.0.97-2016. Haunumonansuslii crangapT Poccuiickoit ®enepanuu. Cucrema
CTaHJAapTOB MO HH(pOpMauy, OUOIMOTEUHOMY M H3AaTeNbCKOMYy aery. OpraHuzaluoHHO-
pacropsauTenbHas JOKyMeHTalus. TpeGoBanus K 0OpMIICHUIO JOKYyMEHTOB.

Metoanyeckre PEKOMEHIAUU 10 pa3pabOTKe WHCTPYKIUU MO JCIONPOU3BOJICTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyIpaBieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 URL: http:// http://www.consultant.ru/document/cons_doc LAW_ 373895/
(mata oOpamenus — 20.032024).
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Martepuansl ¢ WHIUBUAYAIbHBIMU 3aJaHUSMH JJIS CAMOCTOSTENILHOTO COCTABIICHUS
JIOKYMEHTOB.

Tema 6. Kommiekcsl qokymMeHTOB. HaydyHo-ncTopuueckass M MpakTHUYeCKash EHHOCTh
JOKyMEHTa— 8 4acoB

HpOBO,Z[HTCH ABC O3HAKOMUTCIIbHBIC OKCKYPCUU B IT'OCYAAPCTBCHHBIC aPXUBBI.

9.2. MeTozmqecmle PEKOMEHAAIIUA IO NOATOTOBKE MNCbMEHHBIX paﬁoT

B npouecce 06yuenus cryaentsl PI'TY BBINONHSAIOT pa3Hble BUBI MUCBMEHHBIX padoT.
OCHOBHBIMU IIEJISIMHU ITUCBMEHHBIX Pa0OT B By3€ SIBIISIOTCS:

* 3AKPEIUICHUE MOJYYEHHBIX 3HAHUN II0 CIELUAJbHOCTH, IPUMEHEHHE 3THUX
3HaHUH MPH peLIeHUH TPOPeCCHOHATBHBIX 33/1ay;

* Pa3BUTUC HABBIKOB BCIACHUA CaMOCTOSITEIbHOM paGOTBI, OBJIAACHUC
MCTOAWKaMHU U NTPpUHIHUIIAMU CaMOCTOSITECIBHOM HCCHCHOB&TCHBCKOﬁ ACATCIBHOCTH,

* hOpMHUPOBAHKHE YMEHHSI TPAMOTHO U JIOTMYHO M3JIarath cOOpaHHBbIC HAyYHbBIC
JAHHBIE ¥ MaTepHallbl COOCTBEHHOU HCCIIET0BATEIbCKOU JIESATEIILHOCTH.

Haubosiee mpocrtas, HO O4YeHb BaxkHast (opMma NMUCBMEHHOH paboThl B By3e — 3TO
KOHTpoJbHas pabota. OHa sBIsEeTCS OOS3aTENBLHBIM 3JIEMEHTOM CaMOCTOSTEIBHON PabOTHI
CTyIEHTa U, NpPEeKIE BCEro, JAEMOHCTPHpPYET YMEHHE BOCHPUHUMATh M TIepelaBaTh
nH(pOpMaIIHUIO.

OTOT BUJ NHUCHBMEHHON paboOTHl MpPEAyCMOTpEH Y4YeOHBIMU IUTAHAMH TIOATOTOBKH

0akanaBpoB U Ha Kadeape apXUBOBEICHUS MPEATaracTcs B paMKax U3y4eHUs OOIIUX KypcOB H
KIIB.

Taxke B mporecce oOydeHHs! CTYIEHTY MpPEICTOUT BBINOJHEHHE KYypCOBBIX paboT,
KOTOpBIE (POPMHUPYIOT UCCIIEAOBATENILCKUE HABBIKU, Pa3BUBAIOT CIIOCOOHOCTH CHCTEMATU3ALUH U
OCMBICTICHHS yX€ CYIIECTBYIOLIETO 3HAHWA W HAaIpaBlieHbl Ha CaMOCTOSITEIBHOE pEIleHHE
HEKOTOPBIX TEOPETUYECKUX WM TMpakTHYeckux 3amad. KypcoBas paboTa IeMOHCTpUpPYET
yMEHHe paboTaTh C HCTOUHUKAMH, HCIOJIBb30BATh JOCTHKEHHUSI COBPEMEHHOW HayKu (Hampumep,
MCIOJb30BaTh AOCTIKEHHSI apXUBOBEJCHHS, @ TAKXKE CMEKHBIX HayK U HAYYHBIX TUCLHUIUIMH),
YCIIEIIHO peliaTh MOCTaBJIEHHBbIE 3aj1auu, oOpalaTbiBaTh M 0000maTe Marepuan. Hamucanue
KOHTPOJIbHOH paloThl, MOJrOTOBKAa M 3allUTa KypCOBOM HMMEET psAJ OpPraHU3alMOHHBIX H
METOMYECKUX 0coOeHHOcTeH. O3HaKOMIIEHHE C JaHHBIMH METOAMYECKHMMH PEKOMEHAAIUSIMHU
MIOMOKET CTYJECHTaM IpPaBHIBHO OPraHW30BaTh CBOIO YUEOHYIO M HAyYHO-HCCIIEI0BATEIBCKYIO
pabory.

OO0mme TpeOGOBaHUS K CTPYKTYPE H COACPKAHMI0O MUCbMEHHBIX padoT

Baxnoli (hopmoii caMocTOATENbHOM pabOThI CTyIEHTa SIBISIETCS KOHTPOJIbHAs padora.
Ona mpexycMoTpeHa st OOJBIIMHCTBA JUCIHMIUIMH y4eOHOTO IJIaHa, YMTaeMbIX Ha Kadeape
apxuBoBeJieHUs. Ee HammcaHue nmpecienyeT el yriayOoieHHOW MpopadoTKU AUCIUILTHHEI.

KonTponpHast paboTa BBINOJHAETCS CTYJCHTAaMH B COOTBETCTBUH C TEMAaTHKOH,
©XKEroJHO  yrBepknaemod  kadenpoil. KoHrponbHas  pabota  sBISETCS  3JIEMEHTOM
CaMOCTOSTEIILHON PabOThI CTYACHTOB, MO3TOMY BBIOOD TEMBI IIPEAOCTABISAETCS CTYACHTY.

Jlo HamucaHus KOHTPOJBHOM pabOThl CTYHEHT MOJDKEH B IIEJIOM O3HAKOMHUTHCS C
paszzienaMu Kypca, pelyCMOTPEHHBIMU YUeOHOM MPOrpaMMOi.
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Pabota 1m0 HamMCaHWIO KOHTPOJBHOM HAUYMHAETCA C BBIABICHUS M HW3YYCHHS
UCTOYHUKOB M JHTeparypsl 1o Teme. [lo okoHuaHum cOopa M H3y4YEHHUs JHUTEpPaTyphl H
MCTOYHMKOB CJIEyeT MpOayMaTh IUIaH KOHTPOJbHON paboThl. CocTaBieHUE TUIaHA — Ba)KHAs
yacTh paboThl Hajg TeMoil. Ilman mpencraBnser coOoi TepedeHb BOIMPOCOB, OTPAKAIOIIUX
conepxkanue uccienoBaus. OT TOro, HaCKOJBKO YETKO OH MPOJYMaH U MOCTPOEH, BO MHOTOM
3aBHCUT KaueCTBO KOHTPOJIbHOM paboThl. B miaH 1enecoobpa3Ho BKIIOUUTH Hanbosee BaKHbIC
TEOPETHUYECKUE M TPAKTHUYECKUE BOMPOCHI TEMBI, KOTOPHIE MPU HEOOXOIUMOCTH MOTYT OBITH
neranu3upoBanbl. Kak mpaBuio, pabouuii BapuaHT IUIaHA JOJDKEH OBITH Pa3BepHYTHIM, UTO
oOnerdaer paboTy Haj TEMOIA.

B oOkxoHuaTenbHOM BapuaHTE IUIAH MOXET OBbITh JaH B COKPALICHHOM BHUZE, HO
00s3aTENIbHBIM  YCIIOBUEM TIPU 3TOM SIBJISIETCS OTPAaKEHHWE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuBaeMBbIX B KOHTPOJIbHOU pa 60Te. CocTaBleHHBIN IJIaH JIOJKEH HAWTH OTpakeHHUE B
OTJIABJICHUH

K KOHTpOJIbHOM pabote. Pabora momkHa BKIIOYATh THUTYJIBHBINA JIMCT, OTJIaBIICHHUE,
BBEJICHHE, OCHOBHYIO 4acTbh, COCTOSLIYI0 M3 HECKOJBKUX pa3/eioB WM maparpados,

3aKJIIOYCHHUE, CITMCOK

UCTOYHUKOB M JUTEpaTypbl. Bo BBeneHHMM HEOOXOIUMO KpaTKO pacKphITh 3HAUYEHHE U
AKTyaJIbHOCTh

U3y4aeMoro BoIpoca (TeMbl), Ha3BaTh OCHOBHBIC 3aa4ll pabOThI, €€ XPOHOJIOTUYECKUE PAMKH,
000CHOBATh CTPYKTYpPY, AaTh Kpat-

KAl 0030p UCTOYHUKOB M JHUTEPATyphl MO Teme. O030p UCTOUHUKOB M JUTEPATYPHI HE
JOJKEH CBOJUTHCS K IIEPEYUCIIEHUIO UCIIOIB30BAHHOIO aBTOPOM HOPMAaTUBHOIO Marepuania

U OMyOJIMKOBAaHHBIX CTaTell. B HeM cienyeT naTh aHaInu3 HCTOYHUKOB M JIUTEpaTyphl. B
3aBHCUMOCTH OT O0beMa M IIeJIEBOT0 Ha3HA4eHUsl paboThl, 0030p MCTOYHHMKOB U JIUTEPATyphI
MOJKET OBITh MPEICTABIIECH OTACIBHBIM Maparpadom Uik pa3aeaoM B OCHOBHOM YacTu pabOTHI.

OcHOBHasi yacTb KOHTPOJBHOH pabOThl NOJHKHA OBITH M3JI0KEHAa B COOTBETCTBUHU C
IIJIAHOM, OCBEILATh COCTOSIHUE W COJEPKATh aHAJIU3 PacCMaTPUBAEMBIX BOIIPOCOB C Y4E€TOM
COBPEMEHHOTO YPOBHSI DPa3BUTHSI TEOPETUUYECKUX 3HAHUNH M OIBITa MPAKTHUYECKOH pPabOTHI
apXMBHBIX YUPEXKIECHUH B 3TOW 00sacTu.

[Ipu packpbITUM TOW WM MHONW TEMBI CTYIEHT JOJDKEH CTPEMHUTHCS MOJAPOOHO M
rJIyOOKO M3JIOKUTH KPYT BONPOCOB, BXOIsmux B Hee. [lo mepe paccMoTpeHus marepuaia
OTJENbHBIC TMOJIOKEHUSI KOHTPOJBHOM pPabOThl cileayeT WUIIOCTPUPOBATh NpPUMEpaMu U3
JIUTEPaTypsl U, 10

BO3MOJKHOCTH, W3 TIPAaKTUKH pabOThl KOHKPETHBIX apXHBOB C 00S3aTENbHBIMU
CCBUIKAMH Ha JIUTEpaTypy M HCTOYHUKU. B 3aKiiO4eHHH KOHTPOJBHOW paboThl HEOOXOIMMO
IIOJIBECTU UTOTH

TEOPETHYECKOW M TPaKTHYECKOW pa3paboTku BompocoB. CIUCOK HMCTOUYHUKOB U
JUTEpaTyphl TPEACTaBIsieT COOOW IMepeueHb HCMOJIb30BAHHBIX PabOT MO TeMe, B KOTOPOM
yKa3bpIBalOTCS (haMIIIMKM U MHHUIMANBI aBTOpa (aBTOPOB), Ha3BaHUE PabOTHI, MECTO, BpeMs ee
OITyOJIMKOBAHUS U CTPAHUILIBI.
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Hpunoxenne 1
AHHOTAIUSA TIMCOUTLIMHBI

JlucuuruinHa peanu3yeTcs Ha (akylabTeTe apXUBOBEIEHHS U JIOKYMEHTOBEICHMS
Kaeapoil TOKYMEHTOBEICHUS, ayITMOBU3YaJIbHBIX U HAYYHO-TEXHUYECKUX apXUBOB.

Lenb AUCIUIITUHBI — U3yYSHHE 3aKOHOMEPHOCTEH JOKYMEHTOOOpa30BaHUs, CKIIaIbIBAaHUS
U pa3BUTHS CHCTEM JOKYMEHTAIMH, TEOPETHYECKHUX M TPAKTHUYECKUX IMPOOIeM CO3TaHUS
JOKYMEHTOB OpraHaMH roCyJapCTBEHHOH BJIACTH, MECTHOTO CAMOYIIPABJICHHUS U OPTaHU3AUSAMHU
M000# OpraHu3alMOHHO-TIPABOBOM (POPMBI.

3anauy JUCIMILINHBL
MOKa3aTh B3aMMOCBSI3b HH(QOPMAIMK U JOKYMEHTA;

MPOCIEUTh 3BOJIIOLUIO JOKYMEHTa, KaK HOCUTENs WH(pOpPMAalWH, pa3BUTHUE CHOCOOOB
JOKYMEHTUPOBAHUS U MaTepUaIOB JUId (hpUKcauy HHPOpMALINH;

MPOAHAM3UPOBATH MPOIECC CKIIAIbIBAHUS U Pa3BUTHUS POPMYIsipa JOKYMEHTA;
[IPOAHAIM3UPOBATH IIPOLECC CKIAABIBAHUSA U PA3BUTUSA CUCTEM JOKYMEHTALINH;

BBISIBUTh W TOKa3aTh TEHACHIIMHM YHU(DHUKAIMKM, CTAHIAPTU3ANUHA U KIACCU(PUKALUU KaK
OTIIENBHBIX POPM JTOKYMEHTOB, TaK M CHCTEM JOKYMEHTAIINH B LIEJIOM;

MOKa3aTh COBpEMEHHbIE TPEOOBAHUS K COCTABICHUIO U 0(OPMIICHHUIO IOKYMEHTOB;
IIPUBHUTH HABBIKU aHAJIN3a IOKYMEHTA;

NPUBUTH HAaBBIKA COCTABJICHUS JIIOOBIX BHJOB JIOKYMEHTOB U IPOECKTUPOBAHUS
yHU(DUIUPOBAHHBIX  (QOPM  JOKYMEHTOB, CHCTEM JOKYMEHTallMM W HWH(OPMAIMOHHO-
JOKYMEHTAI[MOHHOW CUCTEMBI YUPEXKICHHS B LIETIOM.

JlucuumuinHa (MO/yIb) HarpaBiieHa Ha (JOPMHUPOBAHHE CIEAYIOMINX KOMIIETEHIIUI:

OIIK -2.3. Pemaer ymnpaBieH4YecKHEe 33/1a4i B cepe TOKyMEHTAMOHHOTO 00eCTeueHHs
YIpaBIEHUS U apXUBHOTO JIENIa

OIIK -3.3. Mcnonb3yeT B3aMMOCBSI3U JOKYMEHTOBEIEHUS U apXUBOBEACHUS CO CMEKHBIMU
HayKaMU ¥ HayYHBIMU JUCHUILITHHAMH

B pe3ynbprare ocBOSHMS AUCHUILIMHBI (MOTyIsT) 0OYJarOIIUICS TOTKEH:

3HaTh:
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GbyHKIMM Topa3ieneHnii B cepe JOKYMEHTAIMOHHOTO OOeCreueHus yIpaBJICHUS U
apXWBHOTO JIeNa;
CMEXXHBIE C IOKYMCHTOBEICHUEM U apXHUBOBEJICHUEM HaYYHBIE TUCIIUTUTHHEI.
YMers:

BBITMIOJIHATE PaboTy MO JTOKYMEHTAMOHHOMY OOECIEUEHHUIO YIPABJICHUS M apXHUBHOMY
XPaHEHHUIO;

BBIABJIATL B3aUMOCBA3U MCKAY IAOKYMCHTOBCICHUCM, APXHMBOBCACHUCM W IOPYIrUMU
HAayY4YHbIMU OUCHUILIMHAMHA

Bnaners:

HaBBIKAMH BBIOOpa Hamboyiee ONTUMAIBHOTO PEUICHHs YNpPaBICHUECKUX 3ahay B cdepe
JOKYMEHTAI[MOHHOTO O0ECTIeYeHUs YIIPABICHHS U apXUBHOTO JIeNa;

HAaBBIKAMU HMHTEPHPETAIMU 3HAHW B OOJIACTH CMEKHBIX HAYYHBIX JAUCHUIUIMH TIPU
penieHue 3a1a4 B chepe TOKYMEHTOBEICHUS i apXUBOBEICHUSI.

[To mucuuruMHE (MOAYIIIO) MPEelyCMOTpEHa MPOMEXYTOUYHAs aTTecTalys B (hopMe 3aueTa
U DK3aMeHa.

OO0mast Tpy10EMKOCTh OCBOEHUS TUCIUIUIMHBI COCTABIISICT 8 3aYETHBIX CMHMII, 288
JacoB.
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