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1. HEJIN U 3AJAYN OCBOEHUA JUCHUIIJINHBI

Lenu:

U3Y4YEeHHE 3aKOHOMEPHOCTEH JOKYMEHTOOOpa3oBaHUs, CKJIAAbIBAaHUS W PA3BUTUSA CHUCTEM
JOKYMEHTAI[UU, TEOPETUYECKUX W TPAKTHUECKUX MPOOJIeM CO3JaHHS TOKYMEHTOB OpTraHaMu
rOCyIapCTBEHHOW  BIACTH, MECTHOTO CAMOYMpaBICHUS M  OpraHu3alMsIMH  JIt000i
OpTaHU3AI[MOHHO-TIPABOBOM (DOPMBEI.

3aoauu:

- TIOKa3aTh B3aUMOCBS3b MH()OPMAILIMK U JOKYMECHTA,

- MPOCIEIUTh 3BOJIIOLMIO JTOKYMEHTa, KaK HOCUTeNs WH(pOpMalMH, pa3BUTHE CIIOCOOOB
JIOKYMEHTHPOBAHUS U MaTEPUAJIOB JUTsl (prKcaruu HHpOpMaIvH;

- MPOAHAIU3UPOBATH MPOLECC CKIAIbIBAHUS U PA3BUTHUS POPMYIIsipa JOKYMEHTA;

- TpOaHAM3HPOBATH MPOIECC CKIAJBIBAHUS U PA3BUTHS CHCTEM JOKYMEHTAIIHH,

- BBISABHUTH M TOKa3aTh TCHACHIUU YHH(PHUKAIUU, CTAHIAPTU3ANNHA U KIacCU(DUKAIMHA KaK
OTJICITBHBIX (POPM TIOKYMEHTOB, TaK ¥ CHCTEM JOKYMEHTAIIMH B IIEJIOM;

- TOKa3aTh COBPEMEHHBIE TPeOOBaHUS K COCTABJICHUIO U O(DOPMIICHUIO JTOKYMEHTOB; —
MPUBUTH HABBIKH aHAIHM3a JIOKYMCHTA,

- HpI/IBI/ITB HABBIKH COCTaBJICHUA JIIO6I>IX BHUI0OB I[OKYMGHTOB nu HpOCKTHpOBaHI/IH
YHH(PHUITUPOBAHHBIX (OPM JTOKYMEHTOB, CHCTEM JOKYMCHTAIMH M WH(POPMAIMOHHO
JOKYMEHTAllMOHHOM CUCTEMBI YUPEXKACHUS B LIETIOM.

2. MECTO JMCHUIIVIMHBI B CTPYKTYPE OIIOII BO

Hucuunnuna «/lokymeHnToBeneHue» BxoauT B coctaB broka 1  «JluciumnianHbl
(MOynH)» U OTHOCHUTCSA, opmupyemou yuacmuukamu oopazosamenvruvlx omuoweruti OITOIT
1o HampasieHHI0 1moaArotoBku 46.03.02. JlokyMeHTOBEJCHHE U apXHBOBEACHUE, MPOPHUIb -
Hcroprueckoe apXxMBOBECHUE.
Huctummaa «JlokymeHToBeneHue» uiydaercs B 1 cemectpe Ha ouHOM (opme. BxomHbie
3HAHUS, YMEHUS U KOMIIETEHLIUH, HEOOXOANUMbIE [T U3y4EHHS JAHHOTO Kypca, GOpMUPYIOTCS B
mpolecce M3y4eHUs TaKkuX NUCIUIUIMH, Kak:, BBemenue B mpodeccuto, Hcrtopusi Poccun,
HcTopust MUpOBBIX HUBWIN3aLUNA. B pe3yiabTare 0CBOCHUS AUCUUILTUHBI POPMUPYIOTCS 3HAHUA,
YMEHHSI M HaBBIKH, HEOOXOAMMBIE I M3YyYCHUS CICAYIOIIUX IUCIHUILUIUH U TPOXOXKICHUS
NpakTUK: ApXuBOBeJeHUE, ['0CynapCTBEHHbIE, MyHULIUIIAJBHBIE U BEJOMCTBEHHBIE apXMBHI,
Cranpgaptusanusi yrnpaBieHHs JOKyMEHTAaMU H Jp., YueOHas (O3HaKOMHUTEIbHas MPaKTHKA.
B3aumocBsa3e kypca ¢ gpyrumu  guctidmimHamMua  OITOIT  cmmocoOCTByeT miiaHoMepHOMY
(GOpMHPOBAHHIO HEOOXOJUMBIX KOMIIETEHIMHA M YIIyOJIeHHOW TOATOTOBKE CTYIEHTOB K
PELICHUIO CTIeHaIbHBIX MPAKTUYECKUX MPO(ecCHOHANBHBIX 3a/1a4.

3. KOMIIETEHIHUHU OBYYAIOILIEI'OCs, ®OPMUPYEMBIE B PE3VYJIbTATE
OCBOEHMUA JUCHHUIIJIMHBbI

[Tpouiecc ocBOEHMS AMCUMILIMHBI HampaBieH Ha (opMHpOBaHHE KOMIIETEHIHH (271emenmos
cnedyrowux komnemenyuii...) B coorBerctBuu ¢ ®I'OC BO u OIIOII BO no panHomy
HaIpaBJjeHUI0 MOATOTOBKM (cneruanbHocTH) 46.03.02. JIOKyMEHTOBEICHHE U apXHUBOBEJICHHE,
npoduns -Mcropudeckoe apXuBOBeICHUE:

Ilepeuens naanupyemulx pe3yibmamos o0yueHus no oucyuniune (Mooyi).

I[lnanupyemMble pe3yabTaThl
dopmupyemMoie . o0yueHHs N0 JUCHUILINHE
pMHpY NuaukaTopbl KOMIETEeHIHIA y A i
KOMIIeTeHIIHH XapakTepu3ywuye dTanbl
¢GopmMupoBanusi KoMneTeHUM




OIIK-2. Criocoben
HaXOJHTh
OpraHHU3aI[IOHHO-
yIpaBICHYECKUE
peLICHUsI [IPU PELICHUN
3a/1a4 B cdepe cBoeit
npodeccnoHaTEHOM
JICSITETBHOCTH

OIIK -2.1. 3HaeT OCHOBHBIE COBPEMEHHBIE
MPOOJIEMBI TOCTPOCHUSI CHCTEMBI
JIOKYMEHTAIHOHHOTO 00ECIICUeHHUS
YIpaBICHUS ¥ apXUBHOTO JeTa

3HATB: COBpEMEHHbIE POOIIEMBI
JOKYMEHTAIJHOHHOT'O 00eCIIeUeHUs
YIPAaBJICHUS U apXUBHOTO Jeja
YMeTn: pemath npodeccruoHanbHbIe
3ama4u B chepe JOKYMEHTAIHOHHOTO
o0ecIIe4eHH s YIIPABICHNS U apPXUBHOTO
Jena

Bianerb: HaBbIKAMU OLIEHKH
COBPEMEHHOT'O COCTOSIHMS CHCTEMBI
JOKYMEHTaI[IOHHOTO 00eCIeYeHNU s
YIPAaBJICHUS U apXUBHOTO Jeja

OIIK-2.2. Opranu3oBsiBaeT paboTy
ToIpa3ieNIeHnui B cdepe
JIOKYMEHTALHOHHOTO 00ecIieueHUs
YIpaBICHUS K apXUBHOTO JieJia

3HaTh: OPSATOK PaOOTHI CITYKO
JIOKYMEHTAI[HOHHOTO 00eCHeYeHu s
YIPaBJICHUS U APXUBOB

YMeTh: periiaMeHTUPOBaTh padoTy ciayx0
JOKYMEHTAI[HOHHOTO 00eCHeYeHu s
YIPaBJICHUS U APXUBOB

Bnanersb: HaBbIKaMU OpraHU3alUU PaOOTHI
noJipa3fieieHni B cepe
JIOKYMEHTAI[HOHHOTO 00eCeYeHuU s
YIpaBJICHUS W APXUBHOTO JIe)a B
COOTBETCTBUH C HOPMATHBHBIMU
TpeOOBaHUAMU

OIIK -2.3. Pemaer ynpaBieHUeCKUe 3a1a4uu
B cpepe JOKYMEHTAMOHHOTO o0ecTieueH s
yIpaBJIEHUs U apXUBHOTO JieNa

3HaTh: QyHKIMM NOApa3NeNIeHNnH B cdepe
JOKYMEHTaI[IOHHOTO 00eCIeYeHNU s
YIPABJICHUSI U APXUBHOTO JIeja

YMeTh: BEIOJIHATH paboTy 1Mo
JIOKyMEHTAI[HIOHHOMY 00€CIIeYeHHIO
YIPaBJICHUS U apXUBHOMY XpaHEHUIO
Baanern: HaBbIKaMU BBIOOpa HanboJiee
ONTHMAJILHOTO PELICHUS YIIPaBICHYECKUX
3aja4 B cepe JOKyMEHTAIIHOHHOTO
obecrieueHus! yIpaBICHUsI H apXUBHOTO
Jena

OIIK-3. Cnocoben
OPUMEHSTh
TEOPETHYECKUE 3HAHUSI
JUTSL pETLICHUS
[IOCTaBJEHHLIX 3a7a4 B
obmactu
JIOKYMCHTOBEICHUS U
APXMBOBEACHUS

OIIK -3.1. Ucnons3yeT Hay4HO-
METOIUYECKHE TTOIXO0/IbI K TIOATOTOBKE
JIOKYMEHTOB, B paboTe ¢ JOKyMEHTaMH, B
OpraHM3alK XpaHEHNUs!, KOMIIJIEKTOBaHHS,
ydeTra U HCIIOJIb30BaHMs JOKYMEHTOB

3HATh: TEXHOJIOTHIO JOKYMEHTALMOHHOTO
o0eCrieYeHHs YIIPABICHHUS U apXUBHOTO
XpaHeHHS JOKYMEHTOB

YMeTh: NpUMEHATh TEOPETUYECKHUE 3HAHUS
M0 TOKYMEHTOBEACHHIO U apXUBOBEICHUIO
IIPY TIOATOTOBKE TOKYMEHTOB, paboTe ¢
JOKYMEHTaMH, OpPTaHU3alluN X XpaHCHHS,
KOMIUIEKTOBAHHUS, yUeTa U UCIIOJIb30BAHUS
Baanersb: HayIHO-METOIMYECKIMHA
MOX0IaMH TOKYMEHTHPOBAHHS U pabOTHI C
JOKYMEHTaMH B JIEJIOTIPON3BOICTBE U IIPU
OpTaHU3aINH UX XPaHESHUS

OIIK -3.2. TIpuMeHseT TeopeTHIECKre
3HaHMs B cepe TOKYMEHTOBEICHHUS 1
apXHBOBEJCHUS B MPO(eCCHOHANBHOMN
JIESITeIIbHOCTH

3HATh: TEOPETHUECKHIE OCHOBBI
MOCTPOCHHUS CUCTEMBI JOKYMEHTAIHOHHOTO
o0eCreueHUs YIIPABICHHUS U apXUBHOTO
nena

YMeTh: IPUMEHATh TEOPETHUECKHUE 3HAHUS
M0 TOKYMEHTOBEACHHIO U apXUBOBEICHUIO
B MIPAKTHUIECKON JACSITETLHOCTH

Biaaerb: HaBBIKAMU aHAIKM3a TOCTAHOBKH
JIOKyMEHTaIIMOHHOTO 00eCTIeUeHHS
YIPaBJICHUS W APXUBHOTO JIe)Ia HA OCHOBE
TEOPETUUECKUX 3HAHUN




OIIK -3.3. Mcnoas3yeT B3aUMOCBA3U
JOKYMEHTOBEICHHS 1 apXUBOBEICHHS CO
CMEXHBIMH HayKaMU M HAyYHBIMH
JIHUCLMILUTMHAMUA

3HATh: CMEXHbIE C JOKYMEHTOBEACHUEM U
apXMBOBEICHNEM HAayYHBIC TUCIUTIIIHEI
YMeTh: BHIBISTh B3aUMOCBSI3U MEXKIY
JIOKyMEHTOBEACHUEM, ApPXUBOBEJCHUEM U
JIPYTAMH HAyYHBIMHU TUCIHIUTHHAMHI
Baaners: HaBBIKAMH HHTEPIPETANN
3HaHUH B 007aCTH CMEXHBIX HAYIHBIX
JCHUIUIAH TPU PEIICHUH 33724 B cepe
JIOKYMEHTOBEACHHUSI U apXUBOBEICHHUS

4. CTPYKTYPA U COAEPKAHUE JUCIHUIIJIMHDBI (mooynsa)

4.1 Oovem oucyunaunst (M0ooyns)
O0beM (o0miast TPYA0EMKOCTh) TUCHHUIUINHBI «/{oKymMeHTOBeeHre» cocTaBiseT 5 3.€, 180 akan.
4acoB, U3 HUX Ha OYHOH opMe 00yUeHNS:
KOHTakTHBIX 68 akan.u., CPC 67 akaja.4., KOHTpOJb 45 akaa.d., GOpPMBI KOHTPOIIS - IK3aMeH
- 7151 O9HOU (DOPMBI 00yUEHUS

Bunsr yaeOHOI nesTeNbHOCTH CemecTpbl

Bcero 1
KonrakTHan padora 68 68
00y4aIoIIuXCsl
B TOM YHCJIE:
3aHATHSA JTEKIIMOHHOI0 THUIIA 34 34
3aHATHS TPAKTUYECKOrO TUTIA 34 34
NHnuBuayanbHbIe U IPYTHE BUJIBI
3aHSITUN
['pynnoBbie KOHCYJIbTALUU
CamocrosiTesibHas padoTa 67 67
®opMa NPOMEKYTOUYHOM 45 45
aTrrecTanuu (3K3aMeH) oK3aAMEH
OO6mast Tpy10eMKOCTh 180 180
qac

5 5

3.€.

4.2. Cmpykmypa oucyuniaunsl 011 04HOU Popmbl 00yUeHuUsA.

Bunbr yaeOHo# paboThI, BKITIOYas

5 Dopmbl TEKYILEro
CaMOCTOATEIBHYIO PABOTY | womrpons  yemeBaemocTH
CTYACHTOB (no nedensm cemecmpa)
U TpylOeMKocTh (B dacax)/ ¢ DopMa  TIPOMEKYTOUHOI
yKa3aHuem 3aATHH, | oo crarm (no
NPOBOIUMBIX B HHTCPAKTHBHBIX
Ne Tema/Paznen q)opMax cemecmp aM)
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VcTOYHUKHY | TUTEpaTypa
2 JIOKyMEHT, €ro mpHu3Haku, | | 4 4 10 Onpoc/ ooxnad/
CBOICTBA U (QDYHKITHH npezeHmayusi
3 Crioco0bI 4 Onpoc/ ooknaod/
JIOKYMEHTHPOBAHUSI u npe3eHmayust
MaTepUaIbHbIC HOCUTEITH
4 Crpykrypa JIOKyMeHTa | | 4 16 10 Onpoc/ ooknao/
®opMynAp IOKyMEeHTa W npezenmayusi
€ro COCTaBHBIE YaCTH Koumponvhas paboma
1
5 ®opmynsip  coBpeMeHHOTO | | 4 4 10 Onpoc/ ooknao/
YIpaBJICHYECKOT'O npeseHmayusl
AOKYyMCHTa Ilpakxmuueckasn
paboma 1
6 Tekcr nokyMeHTa 1 4 8 Onpoc/ ooknao/
npe3eHmayusl
7 Cucrembsl  JOoKyMeHTanmu. | | 4 10 Konmponvnas paboma
CxuiaipIBaHne cucTeM 2
JIOKYyMEHTAIUH.
VHuDHUIUPOBAHHbIE
CHCTEMBI JIOKYMECHTAIHH
8 OpraHu3ainoHHO- 1 8 6 11 Onpoc/ ooknaod/
pacrnopaauTCIbHBIC u npesenmayus
MH(OPMALHOHHO- IIpakmuueckasn
CIIPABOYHBIC JIOKYMEHTBI paboma 2
9 Hcnonb3oBanue HOBBIX | | 4 10 Tecmuposanue
TEXHOJIOT Uit B
JIOKYMCHTHPOBAHHH.
1 9K3AMeH No buiremam
uToro:5 3.e., 180 u. 34 34 67 45 4. KOHTPOJIb

4.3. Cooepircanue pazoenoe oucyuniaunsl (Mooyis)

Ne | HammenoBanue Coaepixanue
pasaeJia
(mompasnesia, TeMbl)
AMCUMILINHBI

1 Tema 1. Ilpeamer, JIOKyMEHT - OCHOBHOW OOBEKT JOKYMEHTOBEIUECKUX
COACpXKaHue, 3a1aud | uccaenoBanuii. Poiib JOKyMeHTa B JKM3HHM 4YEJIOBEKa W
AUCHHILINHBI. obmectBa. JlokymMeHTBI B cdepe mpaBa M YIpPaBICHHUS.
VcTounnku 1| BiusiHue HayYHO-TEXHHUYECKOW PEBOIIONUU HA Pa3BUTHE
JaUTEpaTypa.

nokymenrta. PaszButue ¢dopmynspa noxkymenta. Haydno-
UCTOpUYECKass W MPAKTHUYECKas LEHHOCTh JOKYMEHTA.
Metoabl UCCIeOBaHUS JOKYMEHTOBEIYECKHX IPOOJIEM.
OOuieHayunble M creuuanbHble MeTonabl. CTaHOBJIEHHE U
pa3BUTHE JIOKYMEHTOBEJIEHUS KaK Hay4HOW IMCLUIUIMHBIL.
CBs3b JOKYMEHTOBEIEHHUS C Teopueill uHpopmauuu, ap-
XUBOBEIEHUEM M HCTOYHMKOBEAECHHUEM. lcronb3oBaHUe

JOKYMEHTOBEACHUEM JOCTUKEHUM UHPOPMATUKH,
UCTOPUYECKOW HAayKW, IIpaBa, JIMHIBUCTHKH, TEOPHHU
YIOPAaBIEHUS M JPYTUX HAy4dHBIX JIUCUUIUIMH. Poib




JIOKYMEHTOBEJICHHSI B  COBEPUICHCTBOBAHUU  IPOIIECCOB
yIpaBiIeHUS.

Tema 2.  JloKyMeHT, [Tonsitne «pyHKIUS JTOKYMEHTa». 3aBUCHUMOCTH

ero MPU3HAKHU, | TOHATHS «TOKYMEHT» OT ero (pyHKuuu. 3HaYCHHE U3YUECHHUS

CBOMCTBA U (PyHKITUH

byakuumn  gokymeHTta.  MHdopmanuonHas — QyHKIuUA
JTOKYMEHTa KaK CpeICTBO 3aricyaTiieHHss W COXPaHCHHsI
nHpopMaIuu. ConuanpHas byHKIIUS JIOKyMEHTA.
KynerypHast pyakmust nokymenta. KommyHnukartusHas (yH-
KW KaK CPEZCTBO Mepenayd HHPOpMaInu.

VYmopaBinendeckass (QyHKIUS ¥ €€ 3HAYCHUE B
opranuzanuu ynpasieHus. IIpaBoBas ¢yHkums. DOyHKUUsA
yuera. OyHKIUS JOKYMEHTa KaK HCTOPUYECKOTO MCTOYHHKA.
OYHKIIMA ~ TOCTOSHHO  JCHCTByIOmMEe W (QYHKIUH
omepaTtuBHbIe. BnusHue QyHKIUMNA JTOKyMEHTa Ha €ro
cTpykTypy. [lonmudyHKIIMOHAIBHOCTH TOKYMEHTA.

Tema 3. Cnocobbl
JOKYMEHTHPOBAHHS H
MaTepualibHbIC
HOCHUTEIH
uHpopManun

[TonsiTue «cmoco0 AOKYMEHTHPOBAHUSA», «CPEICTBO

,Z[OKYMGHTI/IpOBaHI/I}I », «Ccucrema ,Z[OKYMGHTI/IpOBaHI/IH».
OTaIsl pa3BUTHUSA croco0oB JIOKYMEHTUPOBAHUS.
TpanuuuoHHBIE CIIOCOOBI JOKYMEHTHPOBAHUS.
Mexanndeckast 3aITiCh. DuTOXUMHYSCKHUI CIroco0
,Z[OKYMGHTI/IpOBaHI/I}I. KI/IHOI[OKyMeHTI/IpOBaHI/Ie.

CoBpeMeHHBIE CIOCOOBI JTOKYMEHTUpPOBaHUS. MarHuTHasl,
AJIEKTPOMAarHWTHasi, ONTHYECKas W MarHUTOONTHYECKas
3amuck. ['omorpadus.

3HaKoBBIe cHUCTeMbl UX Kiaccupukanus. CHucTeMbl
3anucu. Crenorpadus. [lludposanue.

Hocurtenn wndopmauuu. J[peBHeiimme maTepHaibl
st muckMa. Mzo6perenne Oymaru. CpeactBa W opyaus
MMChbMa M WX BJIMSHUE Ha pPa3BUTHE TpapuKd MHUCHMA.
Pyunble mnwumymme cpencrBa.  TexHuUueckue cpeacTBa
IIMCBMEHHOTO JIOKYMEHTUPOBAHUS. KomnerotepHsbie
HocuTenu HHpopmanuu. BrnusHue HocutTens uHopMmanuu
HAa JI0JITOBEYHOCTh U CTOMMOCTB JOKYMEHTA.

Tema 4. Crpyktypa
JIOKYMEHTA.
Dopmysisap
JIOKYMEHTa U €ro

ITousTue KPEKBU3UTH. ITocTossHHBIE U IEPEMCHHEBIC

PEKBU3HUTHI. [TonsTHe «hopmymsip JIOKYMEHTa.
Ocobennoctu  dopmyssipa  JOKYMEHTOB,  IOJTYYEHHBIX
Pa3IMYHBIMH CIIOCO0aMH TOKYMEHTHPOBaHUS (TEKCTOBBIMH,
MalllMHHBIMH, KUHO-, (0TO-, (HOHO-, TEXHHUYECCKUMHU).

WHnuBuayanbHBIi M TUIIOBOM  (QOpMYyNsip JOKyMEHTA.
dopMmysip-o0paserr, ero 3aga4i B yHUPpUKAIUA TpeOOBaHUIMA
K PEKBU3HUTAaM JIOKYMEHTA U UX PACIIOIO0KEHHUIO.

Dopmymsip TekcroBoro gokymenra XVI - XVII Bs.
Brnusinue Tpaaunumii ¥ 3aKOoHa Ha CKIaabiBaHuE (Qopmymspa
nokyMmenTa. Crnenuduka 0003HauUCHUST HAMMEHOBAHUS BUAA
JOKYMEHTa, YKa3aHHWE aBTOpa U COCTaBUTENS JAOKYMEHTA.
O6o3nauenue  azapecara.  OCOOCHHOCTH  JAaTUPOBKU
JNOKyMeHTa. MecTto W Xapakrep NOANMCEN HOKYMEHTa,




«CTpaBb» U «IPUIUCH», aBTOPCKas MOJNUCH. Busl
negared. OTMETKM Ha  JOKyMEHTax. TpaaulMOHHO
CIIOKHBIIASACSA CTPYKTYpa TEKCTa U OCOOCHHOCTH M3IIOKEHUS
coJiepKaHus Pa3IUYHbIX BUJOB JOKYMEHTOB.

®opmyisip TekctoBoro gokymenra XVIII B.

3aKkoHONATENbHBIE W  HOPMATHUBHBIE  aKThl O
cocTaBiIeHHMM U O(OpPMIECHUH JOKyMEHTOB. BrusHue
uepapxuu "BiacTed M MeCT' Ha pa3BUTUE BUAOB U pa3HO-
BupHOcTel. OO03HaUECHHUE aBTOpA M €r0 MECTO B (OpMYyIIsipe
JNOKYMEHTA.

Tekct nokyMeHTa. Poib 3aKOHOJATEIBHBIX AKTOB
XVIII B. B yHHUKAIMU TEKCTa OMNPEICIECHHBIX BHUIOB
JOKYMEHTOB. 3aroj0BOK K TEKCTY, €0 Ha3HaY€HUE U MECTO.
Ckpena. [leyatn u nmpaBuiia nojib30BaHusI UMU. OTMETKH, UX
BU/IbI, HA3HAYCHHE U MECTO B (hopMyIispe.

Dopmyiisip TeKCTOBOTO nokymeHTa XIX - Hagama XX

PernameHTanus 3akOHOAATEIBHBIMU aKTaMH MOPSIIKa
cocraBieHus U OQopMieHHS JTOKyMeHTOB. (OO0o3HaueHUe
BUJa, aBTOpa JOKYMEHTOB, HX MecTO B QopMmyIspe.
[TosiBnenue O6maHkKa.

OcoOeHHOCTH ~ apecoBaHUsl  JTOKYMEHTOB U
opopmrnenus narel. M3meHeHue B mopsaake odopmieHus
MOJIMCH Pa3IMYHBIX BUAOB JTOKyMEeHTOB. IIpocraBnenue
neyatel. XapakTep OTMETOK Ha JOKYMEHTAaX.

CtpyKTypa TeKCTa TOKYMEHTA.

OObmerocynapcTBeHHasi YHU(PHUKAIHS TOKYMEHTOB U
CTPYKTYPbI TEKCTOB.

[Ipaktuueckas padora. @opmyssip nokymenta XVI-
Hayasa XXBB.

Tema 5. @opmyisip
COBPEMEHHOTO
yIPaBICHYECKOTO
JIOKYMEHTa

Bonpocel  TOKyMEHTUpPOBaHMS, COCTAaBJICHUA U
opopmileHHs ~ JAOKYMEHTOB B  3aKOHOJATENbHBIX U
HOPMAaTUBHBIX aKkTax. YHU]UKAIMI TOKYMEHTOB. BHyTpuBH-
JoBast yHUDUKAIHUS. PazButne yHU(DUKAITIN u
CTaHapTU3ALIHI JIOKYMEHTOB. CoBpemeHHbIE
roCy/lapCTBEeHHbIE CTaHJAPTHI Ha JOKYMEHThl. OCOOEHHOCTH
OpraHM3alMOHHO-pacHoOpSAUTENbHBIX JoKyMeHTOB. ['OCT P
7.0.97-2016 "TpebGoBanusi k 0OPMICHUIO JOKYMEHTOB" U
U3MEHEHHsT K HeMy. PeKBHM3WTBHI, periaMeHTHpyeMbIe
rOCYJapCTBEHHBIM CTaHIapPTOM.

bnank mokymenrta. Buasl OmankoB. CoctaB OnaHka,
MOPSIOK PACHOJIOKEHUsI PEKBU3UTOB B OnaHke. brmanku c
VIJIOBBIM M ILIEHTPOBAHHBIM PACIOJIOKEHUEM PEKBU3UTOB.

IIpaBuna  KOHCTpPYHUpOBaHUS OnaHKa. bianku c
M300pakeHUEM TOCYJapCTBEHHOTO repba u repba cyonekTa
dbeneparuu.

ABtrop  nmokymenta.  llopsmok — oOo3HaYeHHUs
HAaUMCHOBaHMS  OpraHM3allid  -aBTOpa  JIOKyMEHTA.

CrpaBouHbIe JaHHBIE 00 aBTOPE, X COCTaB, pa3MeIleHHe Ha




Onmanke. ABTOpBI JUYHBIX JOKyMeHTOB. [loamuce, medarb
Kak MPU3HAKU aBTOPA.

Bun noxymenra, ero pasButrve. Buabl TOKYMEHTOB,
ompenensieMble  3aKOHOJATEIbHBIMU U HOPMAaTHUBHBIMU
aktamu. CBsI3b BUJIOB IOKYMEHTOB M (DYHKIIUN YIIPABJICHUS.
VYka3zaHue BHAA JIOKYMEHTa, €ro MECTO U Ha3HAuY€HHUE B
dbopMyIspe fOKyMeHTa. 3aBUCUMOCTh ()OPMBI IOKYMEHTA OT
€ro BUJA.

O6o3nauenue anpecara. IlpaBuna  HammcaHus
ajgpecata M MECTO YKa3aHHs ajapecara B (opmyssipe
nokymeHTa. OtpaxkeHue chepbl ACHUCTBUSA TOKYMEHTa B €ro
anpecare. [lopsanok opopmiieHns JOKyMEHTa ¢ HECKOJIbKUMU
anpecaramu. [lopsanox odopmiieHus mouTOBOrO ajpeca.

Jara JIOKYMEHTA. 3HaueHue JATUPOBAHUS
JTOKyMEHTa. ABTOpPCKHE AaThl (COCTaBJIEHHUE, TMOINUCAHNE),
JaThl, OTHOCSIIMECS K cojaepkaHuio. JlaTel, XapakTte-
pusytomue dneMeHThl  opmynsapa. Jlater  oOpaboTku
nokymMmeHToB. [lopsiiok opopmiieHus aar.

CocraB ynocrtoBepeHUsi JOKYMeHTOB. HasHauenue
noAnucaHusi JokymMeHToB. [IpaBuiia MOANMUCH JOKYMEHTOB
pa3nMYHBIX Karteropuil. Mecrto momamucu B Qopmylsipe
JIOKYMEHTA. DJIEKTPOHHAS TOJIIUCH.

Ilevatru w wux HazHaueHue. Buael nedaren.
I'ocynapcTBeHHas repOoBasi mevarb. 3aKOHOIATEIBCTBO 00
W3TOTOBJICHUU W  TOJIb30BaHUMU  TmevyaTsiMu. [lopsimok
MPOCTABJICHUS TIEYaTH HA TOKYMEHTaX.

YTBepxkaeHue NoKkyMeHTOB. CIocoObl YTBEPKICHUSI.
CocrtaB rpuda yTBEepXKACHHUS, MOPAIOK €ro O(POpMIICHHS,
MecTO B (popMyIisipe JOKYMEHTA.

CornacoBanne gokymeHta. Ilopamok W BUIBI
cormacoBanus. Bus3el u rpud cornacoBaHus, HX
odopmiieHrEe, MECTO B GOPMYIISIpE TOKYMEHTA.

OtMmeTKkH Ha JOKyMEHTax. VX poJib B TPOXOXKIECHUH U
UCIIOJIHEHUU JOKYMEHTa, MECTO B (popMyssipe JAOKyMEHTa.
Ocoboe Ha3HayeHHE pE3ONIONUU. TpeboBaHWE K €€
comepkanuto U odopmieHutro. OTMETKH O  B3ATHH
JOKYMEHTa Ha KOHTPOJIb, UCTIOJIHEHUU JOKYMEHTA U JIp.

Tema 6.
Teker noxkymeHnTa

[lonsiTHE «TEKCT MAOKYMEHTa» INPU Pa3INYHBIX
cocobax JgokymeHTHpoBaHusl. CleHapuil TOATOTOBKU
nokyMeHTa. CoJiepskaHue IPOCTBIX U CIOKHBIX JTOKYMEHTOB.

ITopsimox U3JI0KEHUS TEKCTa JIOKYMEHTA.
TpeGoBaHMsT YETKOCTM H SICHOCTH TEKCTa JOKYMEHTA.
Jlornueckas cTpykTypa Tekcra. B3auMocBs3b conepxkaHus U
¢dopmbl fokymeHTa. Popmanu3aiys TeKCTa JOKyMEHTa.

DIEeMEHTBI TEKCTA. ITonsiTue «3aroJIOBOK
NOKymeHTa». Ha3HadeHue 3arosioBka, €ro MecTo B
bopmymsipe n1okymeHTa. IIpunoxkeHus K TEKCTy M MOPSAAOK
ux opopMIICHHS.

YHubUKams 10KyMeHTa Kak OJHO W3 HaIlpaBlICHHUM




€ro COBEpIICHCTBOBaHUA. [IpeanochUIKM — YHU(DHUKAIHH.
Mertox yHudukanuu.

YHuUKAMs ~ CTPYKTYpbl  TEKCTa.  DJIEMEHTHI
dopmanuzanun. DOpMaIM30BaHHBIA  XapakTep TEKCTOB
YUETHOM JOKyMEHTAallMU. YHU(UKALUSA S3BIKOBBIX CPE/ICTB.
@®opmbl  yHU(UKAIUU: THUIIOBOW, TpadapeTHbIi TEKCTHI,

Tabyuia, aHkeTa, rpaduKu, TuarpaMMBbl.

Tema 7.

Cucremsbl
JIOKYMEHTAITUH.
CkJiagpIBaHUE CUCTEM
JIOKYMEHTAITUH.
YHuduimpoBaHHbIe
CHCTEMBI
JIOKYMEHTAITUN

[lonsatne «cucreMa moOKymMeHTanuuy». IIpuzHaku
cucteMbl JoKyMeHTauuu. OcHOBaHUS KiacCUpUKALNU
CUCTEM JJOKYMEHTaIUH.

Hctopuueckasi 00yCIOBIEHHOCTb
CUCTEM  JIOKyMEHTAalUH. Cucremsl
YUpEXKACHUN TOPEBOITIONMOHHON Poccun.

Pa3BuTHe cucrteM AOKYMEHTAallMd Ha COBPEMEHHOM
stane. KauecTBeHHble M3MEHEHHsS] COCTaBa U COJEPKAHUSA
CUCTEM JJOKYMEHTAIUH.

l'ocynapcTBennas cucrema JIOKYMEHTAIIUH.
OyHKIMOHATBHBIE CUCTEMBI TOKyMeHTamuu. OTpaciieBbie U
BEJIOMCTBEHHBIE CHCTEMBI M UX B3aUMOCBSI3b.

[MonsTue «yHUPUITUPOBAHHAS cucrema
JTOKyMeHTarun». Pa3paboTka YHU(HUIMPOBAHHBIX CHUCTEM
JOKYMEHTAIIU! - HOBBIA 3Tan B YHU(DUKAIIMK U CTaHAAPTH-
3alMd JOKYMEHTOB. XapaKTepUCTUKA YHUDUIIMPOBAHHBIX
CUCTeM JOKyMEHTaluu. [ ocygapCTBEHHBIE CTaHAApPTHI Ha
yHU(ULIUPOBAaHHBIE CUCTEMBI. TpeOOBaHUS K MOCTPOCHHIO
dbopmymsipa obpasma. OmneIT MEXTyHapOHOU
CTaHJIapTU3ALIH TOKYMEHTOB.

[IpoexTupoBanue YHUDUITMPOBAHHBIX dhopm
JOKYMeHTOB. TumoBble cHenuaiu3upoBaHHbIE  (QOPMBI
JOKYMEHTOB. MeToa coaepx aTebHOW U (PopMaIbHON YHH-
(dbuxanuu.

OO6mepoccuiickie u oTpaciieBble YHU(DUIIMPOBAHHBIE
dhopmbl JIOKYMEHTOB; YHUDUITMPOBAHHBIC dhopmbl
JIOKYMEHTOB MIPEeANPUATHS. Perucrpanus
YHUGPUIUPOBAHHBIX (PopM aAokymMeHTOB. [lopsiiok BBeaeHUS
B JciCTBUE YHH(PUIMPOBAHHBIX (OPM  JOKYMEHTOB.
Anp00MbI pOopM YHUDUIUPOBAHHBIX JOKYMEHTOB.

PernamenTanusi coctaBa BUIOB M Pa3HOBHUIHOCTEH
JOKYMEHTOB  OIpPEACICHHOT0 KOMIUIEKCa 10  3aJavam
ynpasieHus. Tabenb GopmM TOKYMEHTOB.

dbopMHupoOBaHUS
JOKYMEHTAIIUU

Tema 8.
OpraHu3aloOHHO-
pacropsiANTENIbHBIC U
nH(pOpMaIMOHHO-
CIIpaBOYHbBIC
JIOKYMEHTBI

YHudumupoBaHHas ~ CHCTeMa  OpraHHU3aIMOHHO-
pacnopsiIUTeNIbHON JOoKyMeHTauu. OCOOEHHOCTH CUCTEMBI,
€e COCTaB.

OpraHu3aluoOHHbIE JIOKYMEHTBI. ITonoxxenus,
yCTaBbl, MHCTPYKIIMHU, TpaBwia W Ap. TpeOoBaHUS K HUX
COCTaBJICHHIO U O(OPMIICHHIO.

PacniopsiqurensHple  TOKYMEHTHI.
pelieHusi, TMpUKas3bl, PpaclopsHKEHUS,

IlocTraHnoBaeHU,
yKazaHusi H JIp.




[Topsiiok UX cocTaBieHUs U OPOPMIICHHS.
WHupopmanimoHHO-CTIpaBOYHBIE  JTOKYMEHTHI:
CIIpaBKH, JOKJIAJHbIEe U OOBSCHUTENbHbIE 3aIMCKU, MTUChMA,

Tenerpammbl, TeneoHorpamMmbl. WX cocraBieHue U
odopmiieHue.
OcobenHoctu odopmiteHus JeSTeTbHOCTH

KOJUICTUAJIBHBIX OPraHOB.

aKTBhI,

Tema 9. BiusiHue BHeApEeHUs BBIYMUCIUTEIBHON TEXHUKH Ha
Hcnonp3oBanue oOpazoBaHWe JOKYMEHTOB. JIOKYMEHT B 3JIEKTPOHHOU
nH(}OpPMAITMOHHBIX dopme. IlpobGrema mpaBoBOrO peXMMa JOKYMEHTA,
TEXHOJIOTHI B | CO3MaHHOTO B  3JeKTpoHHOW  ¢dopme. OcobeHHOCTH
JOKYMEHTUPOBAHUU. | COTJIACOBAHUS U MOJMUCAHUS SJIEKTPOHHBIX TOKYMEHTOB.
OcobenHoctu co3fgaHuss U O(GOPMIICHUS JTOKYMEHTOB Ha
KOMITBIOTEpE: HCIONb30BaHHe 0a3 JaHHBIX, CO3JaHHE
mabJIOHOB, TEKCTOBBIE PEIAKTOPBI, CJIOBAapH, MPOBEpPKa

rpamoTHOCTH U opdorpaduu. CoBpeMEHHOE MPOrpaMMHOE
obecrniedeHue.

5. OBPA3OBATEJIBHBIE TEXHOJIOT T

Ne Bunbi yueOHbIX|O0pa3oBaTenbHbIC
HaumenoBanme pa3jaena .
n/n 3aHSATHH TEXHOJIOTHH
1 2 3 4
1. |Tema 1. Ilpeomem, coodepoicanue,|/Iexyus 1. Bsoonas JeKyus c
3a0ayu Oucyuniunvl. HMcmounuxu UCNONb308AHUEM
u 1umepamypa. 8UOCOMAMEPUATIOB
CamocmosmenvHast
paboma Koncynomuposanue u nposepra
0OMAUIHUX 3a0aHull
nocpeocmeom 9NeKMPOHHOU
noumvl/SUOC
2 |Tema 2. Jlokymenm, ezco|Jlexyus 2. Jlekyus ¢ ucnonvzosanuem
NPU3HAKU, CBOUCMBA U PYHKYUU 8UOeOMamepuanos
Cemunap 2. Onpoc, passepnymas beceda c
o0bcydicoeHuem
Odoxnaoa/npezenmayuu.
CamocmosmenvHrast
paboma Koucynomuposanue u nposepka
0OMAUHUX 3a0anull
nocpeocmseom NEeKMPOHHOU
noumut/SUOC
3 |Tema 3. Cnocobuwi|Jlekyus 3. Jlekyus ¢ ucnonvzosanuem
OOKYMEeHmMUpo8aHus u 8UOeoMamepuanos
mamepuanbHvie Hocumenu
ungopmayuu Cemunap 3. Onpoc, passepnymas beceda c
obcydicoeHuem
Odoxnaoa/npezenmayuu.
CamocmosmenvHras
aboma Koucynomuposanue u nposepka




0OMAWHUX 3a0aHull
nocpeocmseom 91eKMPOHHOU
noumut/SUOC
Tema 4. Cmpykmypa Oooxkymenma.|J/lexyus 4. Jlekyusi ¢ ucnoavsosanuem
Dopmynsap 0okymenma u e2o sudeomamepuanos
Cemunap 4. Onpoc, paszseprymas beceoa c
obcydcoeHuem
doxnaoa/npezeHmayuu.
Camocmosmenvras
paboma Kouncynomupoeanue u nposepka
0OMAUHUX 3a0aHul
nocpeocmseom 9/1eKMPOHHOU
noumvl/SUOC
Tema 5. Dopmynap |Jlexyus 5. Jlekyusi ¢ ucnonvsosanuem
COBPEMEHHO20  YNPABIeHYecK020 sUOeoMamepuanos
00KyMeHma
Cemunap 5. Onpoc, passepnymas beceoa c
Ilpakmuueckas obcydicoeHuem
paboma 1 Odoxnaoa/npezenmayuu.
Kouncynomupoeanue u nposepka
Camocmosmenvhas |0OMAUHUX 3a0anull
paboma nocpeocmeom NEeKMPOHHOU
noumut/SUOC
Tema 6. Texcm Ooxymenma Jlexyus 6. Jlekyusi ¢ ucnoavzosanuem
sudeomMamepuanos
Onpoc, paszseprymas beceoa c
obcydcoeHuem
Cemunap 5. doxnaoa/npezeHmayuu.
Kouncynomuposanue u nposepka
0OMAUIHUX 3a0aHul
nocpeocmseom 91eKMPOHHOU
Camocmosmenvrasn |noumvl/U0OC
paboma
Tema 7. Cucmembvt |Jlexyus 7. Jlekyus ¢ ucnonvzosanuem
0OKyMeHmayuu. Cknaovieanue sUdeoMamepuanos
cucmem OOKYMEeHmayuu.
Yuuguyuposannuvie cucmemut | Cemunap 5.
O0oKyMenmayuu Koumponvnas Kouncynomupoeanue u nposepka
pabome Ne 2 0OMAUHUX 3a0anul
nocpeocmseom 9/1eKMPOHHOU
noumvl/SUOC
Camocmosmenvras
paboma
Tema 8. Opeanuszayuonno-|Jlekyus 8. Jlekyus ¢ ucnonvzosamuem
pacnopsaoumenvhvle u suUdeoMamepuanos

UHGOPMAYUOHHO-CNPABOYHbLE




O0OKYMeHmbl Cemunap 8. Onpoc, paszseprymas beceoa c
IIpakmuyeckas 06cydcoeHuem
paboma? doxnaoa/npezeHmayuu.

Kouncynomuposanue u nposepka

CamocmosmenvHas |0omawHux 3a0anuil
paboma nocpeocmeom 9NEeKMPOHHOU
noumvl/SUOC
9 |Tema 9. Hcnonvzosanue Jlexyus 9. Jlekyus ¢ ucnonvzosanuem
UHGOPMAYUOHHBIX MEXHONO2UU 8 sUdeoMamepuanos
OOKYMEeHMUpOB8aHUU.
Cemunap 8. Onpoc, passepnymas beceda c
obcydicoeHuem peghepama
/npesenmayuu.
Tecmuposanue

Camocmosmenvras |Kouncynomupoeanue u nposepka

paboma 0OMAUIHUX 3a0aHull
nocpeocmeom 9/IeKMPOHHOU
noumul/IUOC

OcnosHas yenb 00pazo8amenbHblX MEXHOI02Ul - POPMUPOBAHUE KOMNEMeHYUll 00yUaruuxcs
C NOMOWBIO MPAOUYUOHHBIX U UHHOBAYUOHHBIX NOOX0008 K Npoyeccy oOyueHus (0enosvie uepbi,
Kpyaivle CIoJibl, KOMAbIOMEPHOe MeCmuposanie, KOMNbIOmMepHoe MOOeIUposanue u op.)

6. OHEHOYHBIE CPEJACTBA JJIs1 TEKYHIEI'O KOHTPOJIA YCIIEBAEMOCTMU,
MMPOMEKYTOYHOM ATTECTAIIUH IO UTOI'AM OCBOEHMS JJUCIIUTIJIUHBI

Texymas 1 TpOMEKyTOUHAs ATTECTALNS MO JUCHUIIIIMHE OCYIIECTBISETCS B COOTBETCTBUU
CO CTPYKTYPHUPOBAaHHBIM TEMAaTHYECKUM IUTAHOM, a TaKXke (OHIOM OILEHOYHBIX CPE/ICTB
JTUCIUIIIMHBIL, SBISIOIIUMCS HEOTHEMIIEMOM YacCThI0 YUeOHO-METOJUUECKOT0 KOMILJIEKCa.

[Ipu nmpoBeaeHHM aTTeCTalMi MO AMCUUIUIMHE NpPUMEHSETCS NATHOAUIbHAs cHucTeMa
OLICHKH 3HAHUM CTYJEHTOB IIPEAYCMaTPUBAET IPOBEIACHUE:!

- TEKYILETO0 KOHTPOJIS yCIIEBAEMOCTH CTYJICHTOB;

- IPOMEXYTOYHOM aTTeCTALMM YCIIEBAEMOCTH CTYAECHTOB.

Texymuii KOHTPOJIb — 3TO HEMPEPHIBHO OCYIIECTBIsEMOE HAOIIOACHHE 32 YpPOBHEM
YCBOEHHUS 3HaHUN U (OPMUPOBAHUS YMEHHUM U HAaBBIKOB B TEUECHHE CEMECTpA.

[IpomexyTouHast aTTecTanus — 3TO BUJI KOHTPOJIS, IPEIYCMOTPEHHBIN paboYnM yueOHBIM
MJIaHOM HAMpaBJIEHUsI OJTOTOBKH, OCYILIECTBIISIETCS B XO/I€ IK3aMEHa.

Onucanue mokazarejaeil U KpUTEPUEB OIICHUBAHUS KOMIETEHIMN Ha pa3HbIX 3Tamax UX
(dbopMUpOBaHUS, OMMMCAHNE TIKAJI OIICHUBAHUSI PUBOAUTCS B DOH/IE OLIEHOYHBIX CPEJCTB.

6.1. Cucmema oyenueanus

dopma Kovmerenum | Onenka

KOHTPOJIA |

Texymuii OIIK-2 3aUTEHO / He 3aUTeHO

KOHTPOJIb: OIIK-3

Ompoc /

KOJJIOKBUYM

[TpakTnueckas OIIK-2 OTJIIMYHO/XOPOIIO/yIOBIETBOPUTEIHHO/HEYAOBICTBOPUTEIIbH




pabora OIIK-3 0

[Ipe3zenTanus OIIK-2 OTJIMYHO/XOPOLIO/ yIOBJIETBOPUTEIHLHO/HEYIOBIIETBOPUTENHHO
pedepar OIIK-3

[IpakTnueckas

paborta

KoHTtponbHas OIIK-2 OTJIMYHO/XOPOLIO/ yIOBIETBOPUTETLHO/HEYIOBIETBOPUTENHHO
pabota /Tect OIIK-3

[Mpomexyrouna | OIIK-2 OTJIYHO/XOPOIIIO/ yIOBIETBOPHTETEHO/HEYIOBIETBOPUTENHHO
s aTTeCTallusL: OIIK-3

9K3aMeH

6.2. QOuenounvie cpeocmea (mamepuaivl) 0N MEKYULe20 KOHMPOIA YCHeBAEMOCHIU,
nPpoOMENCYMOUHOU ammecmayuy 00y4arumuxca no OUCYUnIuHe

Texkymas arrecranus

KonTpoabsHnas padora Ne 1
1. JIOKYMEHT U €ro MECTO B CUCTEME YIIPABJICHUS.
2. 3akoHOnaTelbHbIC TMPABOBBIE AaKThl, pErJaMEHTHPYIONIME CO3/JaHHe U OQOpMIICHHE
JIOKYMEHTOB.
3. HopmaTuUBHO-METOIWYECKHE AaKThl, ONpEAeNAIoNne MOPSAIOK co3laHuss U odopmieHus
JIOKYMEHTOB.
4. JlokyMEHTOBEIEHNE KaK Hay4Has IUCLUILUIMHA U €€ CBA3b C APYTMMHU HAyYHBIMU
JTUCHHUTIITMHAMU.
5. IlonsiTne «rHGOPMAIIUI» U €TO pa3BUTHE.
6. IloHsITHE (JIOKYMEHT» U €70 Pa3BUTHE.
7. CBsi3b uHGOPMAIUHU U TOKYMEHTA.
8. O6mue 1 yacTHble GYHKINUU JOKYMEHTA.
9. CriocoObl TOKYMEHTUPOBAHUS U UX Pa3BUTHE.
10.TekcTOBOE TOKYMEHTHUPOBAHUE U ITAIBI €I0 PA3BUTHS.
11.ITuxTorpammel. [IpuMeHeHre MUKTOTPAhUIECKOTO MUChMa CETOTHS.
12.JIororpammel. Mcriosib30BaHK€ J10rOrpaMM CErOIHS.
13.Texunueckoe JOKyMEHTUpOBaHUE. BUIbI KOMIUIEKCOB TEXHUYECKON JOKYMEHTALIUH.
14.®oronoxkymentupoBanue. [losBienue, pa3BuTue, NpUMEHEHHE.
15.KunonokymentupoBanue. [losiBnenue, pazsutue. Bugeozanuce.
16.®ononoxkymenTupoBanue. [losBieHue, pa3BuTUe, IPUMEHEHHE.
17.Marepuan nna nokymeHTupoBanus. Ero passutue.
18.ITognuuaNukM 1 Konuu. Buasl konmil. [lopsok ynocTtoBepeHHd KOIUIA.
19.®opmymsip nokymenTa. Tunosoit popmyssip, hopmyssap-oOpaszer.
20.PazButne ¢popmymsipa nokymenta B X VI-XVII BB.
21.@opmynsip nokymenta XVIII B.
22.®opmysip TekcToBoro Aokymenta XIX- nauana XX BB.

Ilepeuens 6onpocos Kk umoz20680it KOHMPOJIbHOU padome
1 IToHATHS «yHU(UKALUA» U «CTAaHIAPTU3ALUSL» JOKYMEHTOB.
2 Pa3zBuTue yHU(HUKAIMK U CTaHAAPTH3aLMU J0KyMeHTOB Bo I monoBune XX B.
3TOCT P 7.0.97-2016. Ero conep:xanue, 3HaYEHHUE.
4 TpeOGoBaHHUsI K KOHCTPYHPOBaHUIO OJaHKOB. Bupl 61ankoB. biaanku npennpusatuil pa3anyHbIX
(dhopM COOCTBEHHOCTH.
5 PexBU3UT «HAaUMEHOBaHHE OPraHU3allMH-aBTOpa TOKYMEHTa, TPeOOBAHUS K HEMY.




6 PekBu3UT «cripaBoYHBIC JaHHBIC 00 OPraHU3AIMU-ABTOPE TOKYMEHTA», €ro COCTaB.

7 PekBU3UT «aapecary, ero 3HaueHUE U COBPEMEHHbIE TpeOOBaHUs K 0(OPMIICHHUIO.

8 Jlatel. TpeboBaHus K X 0OPMIICHHIO; 1aTa KaK COCTaBHAS YACTh IPYTUX PEKBU3HUTOB.

9 PeKBU3UT «PETUCTPALMOHHBIA HOMEP TOKYMEHTay, €ro 3HaUCHUE.

10 PexBH3UT «CChUIKa HA PETHCTPALMOHHBIA HOMEP M JAaTy JOKYMEHTa», KOrja M Tle OH
MPOCTABJISIETCS.

11 Tlopsimok coriacoBaHus JOKYMEHTOB U OQOpPMIICHHS BHYTPEHHETO W BHEIIHETO
COTJIaCOBaHUSs

12 ITopsaoK yTBEpKAEHUS TOKYMEHTOB, BUIbl YTBEPKICHNUS.

13 Tlopsanok noanMcaHusi JOKYMEHTOB.

14 TleuaTh Kak pEKBH3UT NOKyMEeHTA. Ha KakuX JOKyMEHTax MPOCTABISIETCS repOoBasi meyaTh.

15 CocraB ynocTtoBepeHus: JOKyMeHTOB. [IpaBuna oopmieHus peKBU3UTOB, YAOCTOBEPSIOIINX
JIOKYMEHT.

16 OT™MeTKH Ha TOKYMEHTE, X 3HaueHUEe U opopMIICHHE.

17 Pe3omronus. E€ 3naduenne. TpeGoBaHusl, PEAbIBIsSEMbIC K PE3OIIOIIHH.

18 PekBU3HUT «0TMETKA 00 MCITOJHHUTEIC), €r0 3HAUCHHE.

19 PekBU3UTHI, IPUAAIOIINE TOKYMEHTY IOPUINYECKYIO 3HAUUMOCTb.

20 YHudukamus TeKcTa J0KyMEHTA.

21 Tpadapetnblie TeKCTbl. MeTouKa pa3paboTKH.

22 CnocoObl mpencTaBieHUuss YHU(DHUITMPOBAHHBIX TEKCTOB (AHKETHI, TAONHIIBI, TpadapeTHBIC
TEKCTHI).

23 OGmue TpeOoBaHUS K TEKCTY IOKYMEHTA.

24 AnropuTM NOArOTOBKU JOKYMEHTA.

25 DJIeMEHTBI TEKCTA: 3ar0JI0BOK, IPHIIOKEHUS, TPeOOBAaHUS K HUM.

26 JIMHrBUCTUYECKHE OCOOEHHOCTH TEKCTOB CITY>KEOHBIX JTOKYMEHTOB.

27 TloHsiTHE «CUCTEMBI TOKYMEHTALIMN», Pa3BUTHE CUCTEM.

28 IonsiTre «yHU(DUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIUN.

29 Haznauenwue, onpenaenenue u cocta Y COPJI.

30 TpeboBaHuUs K COCTABICHUIO U OPOPMIICHHUIO OPTaHU3AMOHHBIX IOKYMEHTOB.

31 TpebGoBaHUsI K COCTABJICHHUIO U OPOPMIICHUIO PACTIOPSIIUTEIBHBIX TOKYMEHTOB.

32 TpeGoBaHuUs K COCTABICHUIO U OPOPMIICHHIO TPUKA30B.

33 TpebGoBaHuS K COCTaBICHHIO U OQOPMIICHHIO OOBSCHUTENbHBIX W JIOKJIAJHBIX 3allMCOK
(BHEIIHUX W BHYTPEHHUX).

34 TpeOoBaHUsI K COCTABJIICHHIO M O(POPMIICHHUIO CIIPABOK (BHUIIBI CIIPABOK, CIIPABKH BHEITHUE U
BHYTPEHHHUE).

35 TpebGoBaHUs K COCTABJICHHUIO U OPOPMIICHHUIO aKTa.

36 TpeboBaHUs K COCTABICHUIO U OPOPMIICHHIO CITYKEOHOTO MUChMa. Pa3HOBUIHOCTH MHCEM.
37 TpeGoBaHUsI K COCTABJICHHUIO U OPOPMIICHUIO TEJIETPAMM.

38 OcoGennoctu popmyisipa TenehOHOTpaMMBI.

39 AnropuT™M MOATOTOBKM W MPOBEAECHUS cOoBellaHudA. [JOKyMEHTBI, cO3/1aBa€Mble B MPOIECCE
MOATOTOBKU COBELIAHUS.

40 TpeboBaHMs K COCTaBICHUIO B O()OPMIICHHIO TIPOTOKOIA.

41 TloHATHE KOMIUIEKCOB JOKYMEHTOB. [lepBUYHBIE KOMIIIEKCHI TEKCTOBBIX JOKYMEHTOB.

42 TloHATHS «TOKYMEHTAIBHBIN (QOHI» U «apXUBHBIN GoHI». VX paznuuue.

43 CnoxHble KOMIIEKCHI. BeTOMCTBEHHBIE apXUBBI.

44 Cnoxuble KOMIUIEKCHI. ['ocynapcTBeHHbIe apXUBbI. CeTh TOCYapCTBEHHBIX APXHUBOB.

45 TloHATHS «UIEHHOCTh AOKYMEHTa», <«OKCIEpPTH3a LIEHHOCTH». BO3HHMKHOBEHHE, pa3BUTHE
JKCIIEPTU3BI.

46 TIpuHIMIIBI, KPUTEPUHU IKCIIEPTU3BI IEHHOCTH JIOKYMEHTOB.



IIpumepHas TemaTHKa pedepaTos.

[TonsiTHE «TOKYMEHT», €TO PA3BUTHE.

Bo3HMKHOBEHME MMCEMEHHOCTH, TIOSBIICHUE TOKYMEHTA.

3HAKOBBIE CUCTEMBI M UX MCIIOIb30BAHMUE.

Crioco0Obl TOKYMEHTUPOBAHUSI.

MartepuanbHbIii HOCUTETh HHPOPMAIIHIH.

TekcToBOE JOKYMEHTUPOBAHHE, Pa3BUTHE, HA3HAYEHUE U 001aCTh IPUMEHEHUSI.

Hcropus yHupukanum TeKCTOB JOKYMEHTA.

Pa3BuTHE 1€710BOTO CTUIISL PYCCKOTO JINTEPATYPHOTO S3bIKA.

3aKoHOAATEIbHAs U HOPMATUBHAs PErVIaMEHTalUsl JOKYMEHTUPOBAHUS B JOPEBOIIOLIMOHHON
Poccun.

. 3aKOHOJATeNIbHAs U HOPMATHBHAsS PErVIAMEHTAlUs NOKYMEHTHPOBAHMS PAa3JINYHBIX BUJOB
JEeATEeIIbHOCTU (Opranu3anoOHHO-PACTIOPSAUTENBHOM, KOMMEPYECKOH, KaJpOoBOii,
JUTIEH3UOHHOM U Jp.).

11. Meroab! COBEpIIEHCTBOBAHUS JOKYMEHTUPOBAHUS YIIPaBICHUECKOHN N€ATEIbHOCTH.

e A A

—_
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HpOMe)KyTO‘lHaﬂ aTTecranus
buiernl k IK3aMCHY 10 JTUCHUIIJIHHE «I[OKyMeHTOBeIIeHI/Ie»

buaer 1

1) [HdokymeHroBeneHue: OOBEKT, MPEAMET, OCOOCHHOCTH, B3aMMOCBSI3b C JPYTUMHU
HayKaMH.

2) Ilpaktuueckoe 3ananue: @opMmyisip YcraBa opraHu3aluy.

Buaer 2

1) JIoKyMeHT: MpU3HAKHU, CBOMCTBA, (PYHKIIMU, BUIBI B 3aBHCUMOCTH OT CIIOCOOOB
¢duKcanmy, MaTepuaIbHOTO HOCUTEINS, OT COJCPKAHUS U CII0C00a BhIpaskeHUSI MH(OPMAIIH.

2) IIpakruueckoe 3amanue: O0mmit OJaHK OpraHu3aiuu (MPoJoJIbHOE PACTIONOKEHHE).

buier 3

1) HokymentupoBanue. CrocoObl IOKyMEHTHpOBaHHUs (KiIaccu(UKaus W KpaTKas
XapaKTEePUCTHUKA).

2) Ilpaktuueckoe 3aganue: @opMmyisip YKa3zaHusl OpraHU3alUU.

Buuer 4
1) TekcroBoe NOKyMEHTHUPOBAHKE (TUIBI TUChMa (TUCHMEHHOCTH)).
2) llpaxktuueckoe 3aganue: @opMyisip Pemenns opranuzanuu.

buaer 5

1) Crpykrypa TekcTa nokymeHta. @opmymsip-oOpaszer JOKyMeHTa.

2) Ilpaktuueckoe 3agaHue: braHk mucbMa CTPYKTYPHOTO MOAPA3ICICHHS] OPTaHU3auH
(MpoA0TILHOE PACTIOTIOKEHHUE).

buaer 6

1) ®opmynsip TekcToBOro AokyMeHTa 16-17 BB. (BuABI, COCTaB PEKBU3UTOB U HX
odopmIIeHHE, CTPYKTYpa TEKCTA).

2) IlpakTtuueckoe 3ananue: biaHk pukasza opraHu3anuy.

buiaer 7



1) ®opmynsap TekcToBoro mokymeHTa 18 B. (BUABI, COCTaB pPEKBU3UTOB M HX
odopmIIeHHE, CTPYKTYpa TEKCTA).
2) Ilpaktuueckoe 3anganue: biank pacnopspkeHHs JOKHOCTHOTO JIMIA OPraHU3alnu.

Buuer 8

1) ®opmymnsap TekcToBOTO AoKymMeHTa 19- Havama 20 BB. (BHIbI, COCTaB PEKBU3UTOB U
uX oOpMIICHHE, CTPYKTYpa TEKCTA).

2) [Ilpaktuueckoe 3amaHue: braHK pacrmopspkKeHHsT CTPYKTYPHOTO TOJpa3eieHus
OpraHu3aluu.

Buuer 9

1) Pa3Butne yHmbukanmuum u crapgaptu3anud B 20 B. Dopmynsap COBpeMEHHOTO
YIPABJICHUYECKOTO TOKYMEHTA.

2) IIpaktuueckoe 3amanue: baank ciykeOHOHN 3aMMCKU CTPYKTYPHOTO TIOAPaA3ICTICHUS.

buier 10
1) Cucremsbl foKyMeHTalMH (IPU3HAKHU, KIACCH(PHUKAIINSA).
2) IIpaktuueckoe 3amanue: QopMyIIsIp MOJOKEHUS O CTPYKTYPHOM IOIPA3CICHUH.

buier 11

1) VYuudunupoBanusle cucteMsl nokymeHTanuu (tpedoBanus k YCJI). CoBpemeHHbIE
rOCyapCTBEHHBIE CTAHIAPTHI, PErVIAMEHTUPYIOLIUE NTPaBUjIa TOKYMEHTHUPOBAHMS.

2) Ilpaktuueckoe 3ananue: PopMyIsip 10JKHOCTHON MHCTPYKIIMM OpPraHU3aLUH.

buier 12
1) bnank. Bugsr 61ankoB. CocTtaB peKBU3HTOB 00IIETO OJIaHKA.
2) llpaktuueckoe 3ananue: PopMysisip BBIIUCKH U3 IIPUKA3a.

buser 13
1) PexBU3UTHI, MpUAAIOUIUE IOPUANIECKYIO CHITY.
2) IIpaktuueckoe 3aganue: @opMyIIsip MTPOTOKOJIA OpraHU3AIIH.

buner 14

1) OtMerku Ha TOKYMEHTE.

2) [Ilpaktuueckoe 3amanue: brmaHk mnHUchbMa JODKHOCTHOTO JHIa (MPOJOIBHOE U
YIJI0BOE PACIIOJIOKEHHUE).

Bbuaer 15
1) PexBU3UTHI, yIOCTOBEPSIOMINE JOKYMEHT.
2) Ilpaktuueckoe 3aganue: PopMysip NpuKa3a OpraHu3alnu.

buuer 16
1) PexBusuThI, 0OTOOpaXKaronye oOpaboTKy U ABUKEHHUE.
2) Ilpaktuueckoe 3aaanue: brank nmpukasa, pacropssKeHUsT OpraHU3aIlHH.

buaer 17
1) PexBu3uT, yka3pIBaromuii Ha MpUHAIC)KHOCTh K Y C/JI.
2) Ilpaktuueckoe 3ananue: PopMyIsip aKTa OpraHU3aALNH.

buaer 18
1) PexBu3uTHI 0OPMIICHHS COTIIACOBAHMS.



2) IIpaxTtuueckoe 3amanue: birank ciay:xeOHOH 3aIIMCKH OpraHU3alHH.

Bbunaer 19

1) TI'puds
2) llpakTtuueckoe 3aganue: PopMyIsip 10KIaAHON (BHYTPEHHEN) 3alIUCKH.

Buaer 20

1) Texkcr (TpeboBanust K OPOPMIICHHIO).

2) Ilpaxktnueckoe 3amanue: QDopMmynsap OOBSCHUTEIBHOH 3alUCKU CTPYKTYPHOTO
NOJpa3CIICHUs] OPraHU3aLuH.

buier 21

1) OpraHu3aiioHHO-PaCHOPSIUTENbHbBIE TOKYMEHTHI. THIbl (XapakrepucTuka). Buabl
(ocoberHOCTH O(hOPMIICHHS).

2) Ilpaktuueckoe 3aganue: PopMyssip CIpaBKU OpraHU3aLUu.

buaer 22

1) OPJl. Opra#uzanuoHHble (OpraHU3AIMOHHO-TIPABOBBIC)  JTOKYMEHTHI.  Bubl
(cTpyKTypa, COCTaB PEKBU3UTOB, OCOOCHHOCTHU MX O(hOpMIICHU).

2) Ilpaktuueckoe 3amanue: O0mumii OJaHK opraHu3auu (yriioBoe pacriooKeHHE).

buaer 23

1) OPJ. PacnopsimutenbHble TOKYMEHTHL. BuIbl (CTpyKTypa, COCTaB pPEKBU3UTOB,
0COOEHHOCTH MX 0(hOPMIICHHS).

3) Ilpaktuueckoe 3ananue: bnank nuceMa opraHuszanuy (IPOAOIbHOE PACIIOIOKEHHE).

buuaer 24

1) OPJ. WadpopMmanroOHHO-CIIPABOYHBIE JOKYMEHTHI (KpoMe TMmHchbMa). Buubl
(cTpyKTypa, COCTaB PEKBU3UTOB, OCOOCHHOCTHU MX O(hOpMIICHU).

2) Ilpaktuueckoe 3amanue: biaaHnk nmucbma opranu3anuu (yrioBoe pacioyioKeHue).

Bbuier 25

1) OPA. UCA. Ilucemo. Buapl (CTpyKTypa, COCTaB PEKBH3UTOB, OCOOCHHOCTH HX
odopmIIeHNS).

2) Ilpaktmueckoe 3amaHue: braHK OOBSCHUTENBHON 3alHCKU  CTPYKTYPHOTO
MO/APAa3/eJICHNs] OPTraHU3aLUN.
buaer 26

1) HoBble TEXHOJIOTHU B TOKYMEHTUPOBAHHH.

2) IlpakTtuueckoe 3aganue: PopMyJisip 10KIaAHOMN (BHEIIHEHN) 3aIIUCKU.

Tecr
Bormpoc 1: B paznen obmiye moyioxeHus JOKyMeHTa BXOISAT
BapuanTtel oTBera: a) menu W 3amadn 0) (GOpMBI M METOJbl YIPABICHHUS B) KOHKPETHBIC
00513aHHOCTH

Bonpoc 2: Ha kakoM [OKyMEHTE€ HE CTaBUTCA PEKBU3UT HAUMEHOBAHME BHUIIA JOKYMEHTa
BapuanTst otBera: a) YcraBe 0) TOKHOCTHON HHCTPYKIIMH B) TUCHME

Bomnpoc 3: I'pu¢ yrBepkaeHus ctaBurcs
BapuaHTbl oTBeTa: a) B BEpXHEM MPaBOM yriay 0) B HW)KHEM IPAaBOM YTy B) B HIDKHEM JIEBOM

yriy



Bonpoc 4: K OCHOBHBIM periiaMeHTUPYIOIIUM paboTy ciyx0bl JJOY noxkymMeHTaM OTHOCST
BapuaHTbl oTBeTa: a) HHCTPYKIHS 110 JEIONPOU3BOACTBY 0) KBAIM(PUKAIIMOHHBIN CIIPABOYHUK
JOJDKHOCTEH B) Tabenb yHU(PUIMPOBAHHBIX (HOPM TOKYMEHTOB

Bompoc 5: Kakoii BUA pacnopsauTENbHOTO JOKYMEHTA U3JAETCsl €AMHOIMYHO PYKOBOJIUTEIEM
BapuaHTbl oTBeTa: a) MOCTaHOBJICHHUE 0) PEIICHHE B) PACIIOPSHKCHHUE

Bonpoc 6: KonmnuectBo pexkBu3znToB HOBoro 'OCTa 1o cpaBHEHUIO € MPEAbIIYIIUM
BapuanTs! oTBera: a) Oosbliie Ha 1Ba PeKBU3HUTA 0) OOJBIIIE HA OJTMH PEKBU3UT B) MECHBIIIE HA JIBA
pEKBH3UTA

Bormpoc 7: B 06paboTKy BXOASIIET0 TOKYMEHTA 3TOT Tall HE BXOIUT
BapuanTsl oTBeTa: a) paccMoTpeHue 0) BCKphITHE KOHBEPTOB B) COTJIACOBAHHE

Bomnpoc 8: [Tocnennuii 3tan paboTsl C JOKYMEHTaMHU Ha3bIBACTCS
Bapuanter oTBera: a) cmaueit B my3edd 0) cmadeil B apxuB B) OMyOJMKOBaHHE BO BCEX
POCCHICKHX ra3eTrax

Bomnpoc 9: Buyrpennee coriiacoBaHrie Ha3bIBaeTCst
BapuaHnTsl oTBeTa: a) Bu3a 0) OTMETKa O 3aBEPCHUU B) YTBEPIKICHUE

Bompoc 10: Kakast oopma paGoTsl ¢ JOKyMEHTAaMHU MOAXOAUT JJIsi OpraHu3aIfi, 1eITeIbHOCTh
KOTOPBIX TpeOyeT 0COOCHHO TIIATEIBHON 3aIUTH HHPOPMAIIH
BapuaHTbl oTBeTa: a) IEHTpaIu30BaHHas 0) CMelIaHHas B) ACIICHTPATIN30BaHHAS

Bompoc 11: Bua oprann3aliuOHHOTO JTOKYMEHTa, KOTOPBIH OMpenessieT MopsI0K o0pa3oBaHusl,
CTPYKTYPY M OPTaHU3aLUI0 PAOOTHI IPEAIPUATHS
BapuanTe! oTBeTa: a) ycTaB 0) HHCTPYKIIHS B) TTOJIOKEHHE

Bompoc 12: K oCHOBHBIM periamMeHTHUPYIOIMHM padoTy ciayx0bl IOY mokymeHTaM OTHOCAT
BapuanTel oTBeTa: a) MHCTPYKIUIO IO JEIONPOM3BOJCTBY O) OCHOBHBIE MHpaBUia pPaOOTHI
apxuBoB opranuzanuii B) [OCT P 51141-98 Jlenonpon3BOACTBO U apXUBHOE JIEJI0

Bompoc 13: K BHyTpeHHEMY TOKYMEHTOOOOPOTY OTHOCST
BapuanTel oTBera: a) oduIMaNbHBIE MHUCbMa 0) BHENIHHWE IOKJIATHBIC 3allMCKH, CIPABKH B)
MIPUKAa3bl, PACIIOPSDKEHUS OPTaHU3aluN

Bompoc 14: Cnyx6a IOY MokeT ObITh IpeicTaBiIeHa
BapuanTs! otBera: a) sxkcneaunuei 6) oOUUM OTIAEIOM B) MAITMHOMIUCHBIM OI0PO

Bompoc 15: C kakoro MoMeHTa pacopsiAMTEIbHBIA JOKYMEHT BCTYIIAET B CHILY
BapuaHnTel oTBeTa: a) ¢ MOMEHTa co3JaHus ©O) ¢ MOMEHTa MOJANMHCAHWS B) C MOMEHTa
YTBEPKICHUS

Bompoc 16: PexBusut — 310
BapuanTsl oTBeTa: a) crmocod co3anus TOKyMeHTa 0) MaTepuaabHbIi 00BEKT ¢ HH(pOpMaIe B)

00s13aTeNIbHBIN AJIEMEHT 0(pOpPMIICHUS OPHUIIUATBHOTO JOKYMEHTA

Bompoc 17: Kakoli peKBU3UT pacronaraercs B IEBOM HUKHEM YTy
Bapuants! oTBeTa: a) rpud yrBepKaeHUs 0) BU3a B) rpud orpaHUYCHUS

Bomnpoc 18: K rpynne BXoasmux JOKyMEHTOB MOKHO OTHECTH



Bapuantel oTBera: a) aenoBble NHCbMa 0) OpPraHM3ALMOHHBIE JOKYMEHTBHI B) IPHKA3bI
OpraHu3anuu

Bomnpoc 19: Uto npeacraBisieT UPKYISIPHOE TUCHbMO

Bapuantel oTBera: a) uH(pOpMamMs OJHOTO COJEPXKAHWS IpeaHa3HaueHa JUIsi OOJIBIIOTO
KOJIMYEeCTBa aapecaroB 0) wHGOpMAIUs OIHOTO COJAEpXKaHWSA TpeIHa3HA4YeHa MJIS OJIHOTO
aapecata B) MH(OpMaIMs Pa3HOTO COJICpXKaHUS TpeAHa3HAYeHA IS OOJNBIIOr0 KOJMYeCTBa
aZpecaToB

Bompoc 20: Ha kakoMm okyMeHTe HET Tpuda yTBepKIaCHUS
BapuanTs! oTBeta: a) mpukase 0) IOJI0KEHUU B) YCTaBE

Bompoc 21: Ckonbko azpecaToB MOKET COAEPKATh OJUH TOKYMEHT
BapuaHTbl oTBeTa: a) yeThIpe 0) mecTh B) 1Ba

Bonpoc 22: KoMmmieke T0KyMEHTOB, PETYJIUPYIOIIUX AEATEIbHOCTh OpraHU3aluil
BapuanTel oTBeTa: a) pacnopsAMTENbHBIE JOKYMEHTHI 0) OpraHuM3allMOHHBIE JOKYMEHTHI B)
MH(}OPMaLMOHHO-CIPABOYHbIE IOKYMEHTHI

Bompoc 23: K kareropusim TeXHHUECKUX HCToTHUTENEH ciyx0b1 JIOY oTHOCST
BapuanTsl oTBeTa: a) pegakTopa 0) JOKYMEHTOBE/IA B) J€TONPOU3BOAUTEIS

Bonpoc 24: HopmaTuBHBINM JOKYMEHT, ONpenessonii pona 3apaboTHOM MIaThl COTPYIHUKOB
OpraHu3aluu
BapuanTsl oTBeTa: a) NOJKHOCTHAS MHCTPYKIUA 0) IMITaTHOE pacriucaHue B) Y CTaB

Bomnpoc 25: JlokyMeHT He ObIBaeT 6e3

BapuaHTbl oTBeTa: a) MacMOPTHBIX JAHHBIX COCTABHUTENS 0) rOCYJapCTBEHHBIX PEKBU3HTOB B)
BUICOCOIIPOBOXKACHUS

Bonpoc 26: KoHTposb 3a cpoKaMy UCHIOJIHEHUS JOKYMEHTOB OCYIIECTBIISIET

BapuanTsl oTBera: a) paboTHUK oTnena kKaapoB 0) paboTHuk ciyxO0sl JIOY B) pyKOBOIUTEND
OpraHu3aluu

Bonpoc 27: Kakue 10KyMEHTbl MUHYIOT CTaJNIO MPOEKTa
BapuanTsl oTBeTa: a) JOKJIaIHBIEC 3aIUCKH 0) MPHUKAa3bl B) CIIPABKU

Bompoc 28: Tekyiuii KOHTPOJIb OCYIIECTBIAETCS
BapuanThl oTBeTa: a) B Hayaje UCHOJHEHUS JOKYMEHTOB 0) B KOHIIE UCIIOJIHEHUS TOKYMEHTOB
B) B TEUEHUE BCETO MEPUO0/1a UCTIOJHEHUS JOKYMEHTOB

Bompoc 29: Ha kakoMm JOKyMEHTE HE CTAaBUTCS PEKBU3UT HANMEHOBAaHUE BHUA JOKYMEHTA
BapuanTs! oTBeTa: a) nmucbme 0) JOHKHOCTHOW MHCTPYKIIMU B) Y CTaBe

Bompoc 30: Kakoii mOKyMEHT COCTaBIISI€TCSl NMPU HAPYIICHUH TPYAOBOW WM OOIIECTBECHHOMU
JUCHUITIITNHBI

BapuaHTbl oTBeTa: a) 00BsICHUTEIBHAS 3aMMKMCKa 0) JOKJIaHAs 3alliCKa B) CIIy)KeOHas 3armcka

Bormpoc 31: CoBOKyITHOCTh JOKYMEHTOB, CBSI3aHHBIX MEX]Ty COOO0#, Ha3bIBAETCS
BapuanTsl oTBeTa: a) JOKYMEHTO0O0POT 0) Z1e710 B) TOKYMEHTHPOBAHUE

Bompoc 32: Kakue Bonpockl paccMaTpuBarOTCs B paclOpsKEHUH



BapuanTtel oTBeTa: a) Haubojee BaKHBIE BOIPOCHI JESATEIBLHOCTH OpPraHU3alu 0) BOMPOCHI,
CBSI3aHHBIE C BHINIOJIHEHUEM IIPUKA30B B) ONEPATUBHBIE BOIIPOCHI AEATEIBHOCTU

Bompoc 33: K kareropusm cneruanuctoB ciryx0s1 IOY oTHOCAT
BapuanTsl oTBeTa: a) AE€TONPOU3BOAUTEINS O) KOPPEKTOPA B) CTEHOTPAPUCTKY

Bomnpoc 34: IIpensaputenbHOe pacCMOTPEHHE JOKYMEHTOB BKJIIOYAET

Bapuantel oTBeTa: a) pacmpesieneHHe IOKYMEHTOB Ha PAaCCMOTPEHHE PYKOBOIHWTENIO U B
CTPYKTYpHBIE TOJpa3fesieHusi 0) NpOBEpKY MPaBUIBLHOCTH aJPECOBAHUS B) COIJIACOBaHHE
JOKyMEHTa

Bonpoc 35: OnuH U3 rocy1apCTBEHHBIX PEKBU3UTOB
BapuanTsl oTBeTa: a) pezomonus 0) pekiamanus B) pe3opouus

Bompoc 36: Kakyto nundopmanmro cogepxut pazaen YcraBa «O0IIue moI0KESHUS
BapuaHTbl oTBeTa: a) CTpYKTypa opraHu3aiuu 0) rmpaBa u 00s13aHHOCTH JTOKHOCTHBIX JIUIT
B) IIEJIM U 337241 OpTaHHU3AINH

Bomnpoc 37: Kakum opranom uznaercs perieHue
BapuaHTbI 0TBeTa: a) KOJJIETHAIBHBIM 0) 3aBUCHUT OT OPraHU3alMOHHO-TIPABOBON (DOPMBI
B) €IMHOJIMYHO PYKOBOIAUTEIIEM

Bompoc 38: Beibop hopmbl opranuszaiuu paboTsl ¢ JOKYMEHTaMH 3aBUCUT OT
BapuaHTbI 0TBeTa: a) CTPYKTYphI opraHu3amnuu 0) o0beMa TOKyMeHT0000poTa
B) OpPTaHU3AIMOHHO-TIPABOBON (hOPMBI

Bompoc 39: Kakue u3 nepeuncieHHbIX JOKYMEHTOB OTHOCATCS] K OpraHU3al[MOHHBIM

BapuaHTbl oTBeTa: a) MUCHMO, TTOJIOKEHUE 0) YCTaB, MHCTPYKIIUS B) YCTaB, yKa3

Bompoc 40: JlokyMeHT, pErIaMEHTUPYIOLIUN JEATEIbHOCTh COTPYJHUKOB OpraHU3alUU
BapuaHnTb! oTBeTa: a) ycTaB 0) TOJDKHOCTHAS MHCTPYKITUSA B) TIPUKA3

6.3. Kpumepuu oyenku pe3yibmanoe no OuCyuniuHe

Ouenka no Kpurepun oueHKH pe3yJibTaTOB 00y4eHH sl M0 IUCHUIINHE
AUCHUTLINHE
COTIUIHOY BricraBnsercs obOyyJaromemycs, ecim KOMITETCHITHS (11,

3aKperuvieHHasl 3a JAUCHUIUIMHON, copMmupoBaHa (10 HHAUKAaTOpam/
pesyibpTaTaM 00y4deHus B (Gopmare 3HATb-yMETh-BIAJCTh) B IMOJHOM
o0beMe Ha YpOBHE «BBICOKHIY, U 00yUaIOUIHiiCsA JeMOHCTPUPYET Kak
pe3ynbraT oOydeHHus CIeAylolle 3HaHUs, YMEHHS U HaBBIKU:
oOyJaromuiicss TIyOOKO M TMPOYHO YCBOMJ TEOPETHUECKUI H
MPAKTUYECKUM MaTepuas, MpoJEeMOHCTPUPOBAT 3TO Ha 3aHATUSAX U B
X0JI€ MPOMEKYTOYHOM aTTECTALUU.

OOyuaromuiicsi MCYEPIBIBAIONIE M JIOTHYECKH CTPOWHO H3JIaraet
y4eOHBII MaTepuaj, yMeeT COodYeTaTh TEOPHI0 C MPaKTUKOM,
CIPABIISIETCS C pelIeHHeM 3a1a4 IpodhecCHOHATBFHON HapaBIE€HHOCTH
BBICOKOTO YPOBHS CIIO)KHOCTH, IPAaBUIBHO OOOCHOBBIBACT NPHHSTHIC
pelIeHus.

CBoOonHO opHeHTUpyeTcs B y4eOHOW H  mpodeccHOHANbHOM
JTUTEepaType.

OrneHka MO JMUCHUIUIMHE BBICTABIIIOTCS OOydJaromeMycsi ¢ y4éTrom




Ouenka no Kpurepun oueHKH pe3yJibTaTOB 00y4eHH sl M0 U CHUIINHE
AUCHMILINHE

pe3yJbTaTOB TEKYILEH U MPOMEKYTOUYHOM aTTECTAIUU.

«XOpOUIO» BrictaBnsiercs oOydaromieMycsi, €CliM OH 3HaeT TEOPETUYECKUH W
MPaKTUYECKUI MaTepual, rpaMOTHO U, 10 CYILECTBY, MU3JaraeT ero Ha
3aHATUSAX M B XOJ€ MPOMEXKYTOYHOM aTrTecTaluy, HE JOmycKas
CYILIECTBEHHBIX HETOUHOCTEH.

OOyuaromuiics NpPaBUIBLHO MPUMEHSAET TEOPETUUYECKHE TOJOKEHUS
Ipu  pEHICHUH MpaKTUYECKUX  3ajad npodeccroHanbHOM
HaIlpaBJIEHHOCTH pasHoro YPOBHS CJI0’)KHOCTH, BIIAZICET
HEOOXOIMMBIMH ISl 5TOTO HaBBIKAMU U TIPUEMAMHU.

JlocTaTogHO XOPOIIO OPUEHTUPYETCS B YICOHOU U PO eCCHOHATHHON
nuTeparype.

OneHka MO OUCHUIUIMHE BBICTABISIIOTCS OOydaromeMmycsi ¢ Y4€Tom
pe3yJIbTaTOB TEKYILEHW U IPOMEKYTOUYHON aTTECTALUH.

Komnerenmuu, 3akpervi€HHbIE 3a JUCHUILUIMHON, COpMUPOBAaHBI Ha
YPOBHE «XOPOLIUIY.

«ynoBieTBopuTeNnb | BricTaBisiercst oOydaromieMycsi, €ciii OH 3HaeT Ha 0a30BOM YpOBHE

HO» TEOPETUYECKUII M NPAKTUUYECKUM MaTepuas, OIYCKAeT OTACIIbHBIE
OLIMOKU TPU €ro M3JIOKEHUU Ha 3aHATUSAX U B XOJI€ MPOMEXYTOUHON
aTTeCTallUu.

OOyuaromuiics  HUCHBITBIBAET  ONpENENEHHBbIE  3aTPyAHEHUS B
NPUMEHEHUH  TEOPETHMYECKMX  TIOJOKEHUH  IpU  pELICHUH
IIPAKTUYECKUX 3a1a4 npogeccuoHaTbHON HaIPaBJICHHOCTH
CTaHJAPTHOTO YPOBHS CIOXHOCTH, BJaJieeT HEOOXOIUMBIMH ISl 3TOTO
0a30BbIMU HaBBIKAMU U IIPUEMaAMH.

JIeMOHCTpHpPYET JOCTaTOYHBIA YPOBEHb 3HAHMS YU4eOHOI JTUTEepaTyphbl
10 TUCLUIUIAHE.

OneHka MO JUCHMIUIMHE BBICTABISIIOTCS OOydYaromeMmycs ¢ y4€ToMm
pe3yJbTaTOB TEKYILEH U MPOMEKYTOUHOM aTTECTAIUH.

Komnerenuu, 3akpersi€HHble 3a TUCHMIUITMHOM, cCOpMHUpPOBaHBI Ha
YPOBHE «JJOCTaTOYHBIIN.

«HeynoBIeTBOpUTe | BricTaBnsercs oOyuatomemMycs, ecil OH He 3HaeT Ha 0a30BOM YpOBHE

JIBHOY TEOPEeTUYECKUIl M TMpaKTUYECKUH MaTepuan, JOMycKaeT TpyObie
OIIMOKHY TIPHU €r0 M3JI0KEHUU Ha 3aHATUSAX M B XOJ€ MPOMEKYTOUHON
aTTecTaluu.

OOyJaromuiicss UCIBITHIBACT CEPbE3HBIC 3aTPYAHCHHSI B IPUMEHEHUU
TEOPETUYECKUX IMOJIOKEHUN MPHU PEIIEHUH NPAKTUYECKHUX 3ajad
npodeccCHOHATLHOM ~ HAMpPaBICHHOCTH  CTAaHAAPTHOTO  YPOBHS
CIIO)KHOCTH, HE BJaJeeT HEOOXOJMMBIMHM JJIsi STOTO HaBBIKAMH U
IPUEMAMH.

JlemoHCcTpupyeT ¢parMeHTapHble 3HaHHUS y4eOHOUM JUTepaTypbl MO
JUCLIUIUIMHE.

OneHka MO OUCHUIUIMHE BBICTABISIIOTCS OOydaromeMmycsi ¢ y4€Tom
pe3yJIbTaTOB TEKYILEH U IPOMEKYTOUYHON aTTECTALMH.

KoMmnereHnum Ha ypOBHE «JIOCTaTOYHBIN), 3aKpeIsIEHHbIE 3a
JTUCITUIUIMHOM, HE COPMUPOBAHEI.

7. YUEBHO-METOAUYECKOE W HWH®OPMAIIMOHHOE OBECIIEHEHHUE
JUCHUTIJIMHBI
7.1.  Cnucok numepamypul u UCHIOYHUKOG
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3akonbl Poccuiickoit @enepanuu
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08.12. 1 30.12.2020 1.).
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2018 1.).
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«Kogexc.py». URL: http://docs.cntd.ru/document/1200096286/ (nara obpamenus: 11.04.2020).
I'OCT P MCO 13008-2015. Madopmanus u nokymeHTanus. [Iporeccsl KOHBEPCUU U MUTPALTUN
3IIEKTPOHHBIX JOKYMEHTOB [DnekTpoHHbIl pecypc] // [IpodeccruonanpHas cpaBouHasi CUCTEMa
«Kopexkc.py». URL: http://docs.cntd.ru/document/1200123738 (mara obpamenus: 11.04.2020).
I'OCT P 56356-2015 «Crennaxu MeTaNIMYECKUE [UIsl apXHUBOB. TEXHUYECKHE YCIOBHS»
[DnexTponnbiit pecypc| // IlpodeccmonanpHas cmpaBounas cuctema «Komekc.py». URL:
http://docs.cntd.ru/ document/1200118884 (mara obpamenus: 07.05.2018).

rocr P 7.0.97-2016. CHBUJ. Opranu3zaimoHHO-pACHIOPSAUTENbHAS JTOKYMEHTAIIUS.
TpeboBanust k o¢pOpMIICHHIO JOKYMEHTOB [JnekTpoHHbId pecypc] // Ilpodeccuonanbhas
crpaBounas cuctema «Kogekc.py». URL: http://docs.cntd.ru/document/1200142871 (mara
obpamenus: 09.04.2020).

MexyHapOIHbBIE CTaHAPThI
ISO 216: 2007 Ilucuas Gymara W BHIBI MEYATHBIX MAaTEPUATIOB, MOTPEOUTEIBCKUX (POPMATOB
cepuit A u B.
ISO 860:1968. MexayHapoaHas yHUGUKAIUS TOHATUN U TEP "MHUHOB.
ISO 3535: 1977. CtpykTypa 6JaHKOB U CXe€Ma PACIIOIOKECHHUS.
ISO 5127-1: 1983-1987. lokymentanus u uHpopManus: Crno—Bapb. Yacts 1-12: OcHOBHBIE
MOHSITHSL.
ISO 8601:1988. ®dopmatel oOMeHa diaeMeHTaMH JaHHbIX. OOMeH uH(pOpMaIHCH.
[IpencraBnenue qaT U BpeMeHHU.
ISO 19005-1 «Ynpasnenune noxkymentaiueid. ®opmat (ailioB IEKTPOHHBIX TOKYMEHTOB ISt
nonrocpoynoro xpanenus. Yacte 1. IIpumenenne PDF 1.4 (PDF/A-1)» (ISO 19005-1:2005
«Document management — Electronic document file format for long-term preservation — Part



l1: Use of PDF 1.4  (PDF/A-1)»). [Onextponnblii  pecypc] //  URL:
https://www.iso.org/obp/ui/#iso:std:is0:19005:-1:ed1:v2:en (mata obpamenus: 06.05.2020).

Kinaccudukaropsl TEXHUKO-DKOHOMHUYECKON M COIUATbHON HHGOpMAITUH
Ob6mepoccuiickuii  kinaccupukarop UHOOPMANKUKA TO COIUAIBHON 3alllUTe HaCEJICHUs
(OKHC3H)

Obmepoccuiickuii knaccudukarop npoaykiuu (OKIT)

O6mepoccutickuii knaccudukaTop ymnpapieHueckon qokymenTauu (OKY 1)

Obmepoccuiickuii KinaccCupUKaTop U3AeNuil 1 KOHCTPYKTOpcKuX nokymeHToB (ECKJ)
O6mepoccutickuit knaccudurkaTop ocHOBHBIX (hoHI0B (OKOD)

Obmepoccuiickuii knaccudukarop eaunun usmeperus (OKEN)

O6mepoccutickuit knaccuduxarop napopmaruu o Hacenennn (OKHH)

Obmepoccuiickuii  knaccudukarop wuHpopmaruu 00 0oOImEepOCCHIiCKUX —Kiaccupukaropax
(OKOK)

Oobmepoccuiickuil KitaccupUKaTop OpraHoB rocyapcTBeHHoN Biactu U ynpasnenus (OKOI'Y)
OO6mepoccuiickmit Kkiaccudukarop 00BEKTOB aIMUHUCTPATUBHO-TEPPUTOPHUATIEHOTO
nenenus (OKATO)

O6mepoccutickuit knaccuduxatop npeanpustaii u opranmzaiuii (OKIIO)

Oo6mmepoccuiickuii knaccudukarop hopm cooctBennoct (OKDC)

OO6mepoccuiickuii kaaccuukaTop opraHu3armoHHO-TIPaBoBhIX (hopm (OKOIID)
Obmepoccuiickuil kiaaccu(ukaTop BUAOB SKOHOMHUYECKOHN NEATENbHOCTH, MPOIYKIIMH U YCIIyT
(OK/II)

Oo6mmepoccuiickuii kaccupukaTop BUIOB dKoHOMUUecKo# aestenbHocTr (OKBD/I)
OO6mepoccuiickuii - KiacCu(UKATOp TPOAYKIHMH 10 BHJAM SKOHOMHUYECKOW ACSATEIHHOCTH
(OKIIA)

O6mepoccuiickuii kmaccudukaTop crenuanbHocTel 1o  oopazoanuto (OKCO)
OObmepoccuiickuil kaccupukaTop CrenualbHOCTEH  BBICIIEH — HAYYHOH  KBaTU(HUKAILHMH
(OKCBHK)

Obmepoccuiickuil kinaccupukaTop npodeccuit pabounx, TOMKHOCTEH CITyKallUX U TapUpHBIX
paspsnos (OKIIJITP)

OO0mepoccuiickuil  KIacCU(PpUKATOp TEPPUTOpUN  MyHUIUNAIbHBIX oOpasoBanuii (OKTMO)

Meroanueckue peKOMEHAALNT
Metoauueckie peKOMEHJalUd 10 pa3palOoTKe MHCTPYKIMM MO JEIONPOU3BOJCTBY B
TOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoymnpaBlieHUs (YTBEpKIEHBI MPUKA30M
PocapxuBa ot 24 nexabps 2020 r. Ne 199)
Meroanueckue pekomenanuu mno npumenenuto 'OCT P 7.0.97-2016 «Cucrema cTan1apToB 1O
uH(popMaluy, OMOIMOTEYHOMY M HU3JaTeNbckoMy neny. OpraHu3aliOHHO-pacCHOpSAUTENbHAS
JnokyMeHTarus. TpeboBaHus K 0hOPMIICHUIO JOKYMEHTOB)
PexoMenpanuu nmo moarotoBke (enepaibHbIMU OpraHaMU HCIOJHUTENBHOM BIIACTH IMepeuHei
JIOKYMEHTOB, CO3/IaHUE, XpAaHCHHE M HCIOJb30BAHMWE KOTOPBIX TOJDKHO OCYIIECTBIISATHCS B
dbopMe DIEKTPOHHBIX JOKYMEHTOB TIpUM OpraHM3allud BHYTpEHHEH nedreiabHocTH (YTB.
[Mpukazom PocapxuBa ot 29.04.2011 Ne 32) [OnextponHsiii pecypc] // Caiit deneparbHOTO
apxuBHoro arentrcrBa. URL: http://archives.ru/documents/rekomend edocument.shtml (mara
obpamenus: 14.04.2020).
Metoauueckie peKOMEHAAlMKd MO MOATOTOBKE IepeuHed JOKYMEHTOB, 00pasylomuxcs B
NeSITeIbHOCTH  (eiepalibHBIX OpPraHOB HCIOJIHUTENBHOM BJIACTH, a TakXe B Ipolecce
NESATENIbHOCTH TOJABEJOMCTBEHHBIX WM OpraHu3aluid, C yKa3aHUEM CpPOKOB XpaHEHHS.
(cormacoBano IIOIIK mpum Pocapxuse 17.05.2011) [Dnektponnsni pecypc] // Cair
denepanbHOTO ApXUBHOTO arcHTCTBA. URL: http://archives.ru/documents/
rekomend perechen_foiv.shtml (zara obpamenus: 14.04.2020).



Metoanueckie pPeKOMEHJAIMK MO HCIIOJHEHHUIO 3allpoCOB COLUAIBHO-IIPABOBOTO XapakTepa.
Pocapxus/BHUNIAJL, 2011 [Dnexrponssiii pecypc] // Cait denepaabHOTO apXUBHOTO
arearctBa. ~ URL:  http://archives.ru/documents/methodics/recommendationssocially-legal-
inquiries.shtml/ (nara obpamenus: 14.04.2020).

PexoMeHaImm mo KOMIUIEKTOBAHUIO, YUETY U OpraHU3alliy XPaHEHUs dJICKTPOHHBIX apXUBHBIX
JTIOKYMEHTOB B apxuBax opranuzanuii Pocapxus/BHUNAJ, 2013 [DnektponHsIii pecypc] //
Caiit denepanbHOTO apXMBHOTO areHTCTBA. URL: http://archives.ru/sites/
default/files/rekomendation-vniidad-edoc-org-2013.pdf (nara obpamenus: 16.04.2020).
PekomeHIau 1Mo COBEPUICHCTBOBAHUIO TMOpAAKa (OPMHUPOBAHMUA W BEACHUS CHUCKOB (0a3
JTAHHBIX) UCTOYHUKOB KomruiekToBaHuss HTJ] rocynmapcTBEHHBIX M MYHHIIMIIATBHBIX apXUBOB
Poccwuiickoit ®enepanuu / Pocapxus, BHUMJIA. M., 2013.

Meroandeckue peKoMeHAANu «IKCIEepTHU3a IMEHHOCTH U OTOOp B cocTaB ApXHMBHOTO (GoHIA
Poccuiickoit ®Denepauuu IOKYMEHTOB IO JMYHOMY cocTaBy» (cormacoBaHo LIDIIK mnpu
Pocapxuse 23.12.2014) [Dnektponnslii pecypc]| // Caitt denepaabHOTO apXUBHOTO areHTCTBA.
URL: http://archives.ru/documents/metod-rekomend  expertise-lichny-sostav-2014.shtml (nata
obpamenus: 14.04.2020).

Metoanyeckie peKOMEHAALUU 10 YHOPSAOUYEHUIO U MOATOTOBKE K Teperadye Ha XpaHEHHUE B
TOCYJapCTBEHHbIC (MYHHIIMIIATBHBIC) apXUBBl JOKYMEHTOB JIMKBHIMPOBAHHBIX KPEIUTHBIX
opranu3anuil (A7 KOHKYPCHBIX yHpapistomux (JaukBuparopos)) / Pocapxus, BHUNJIA. M.,
2014 [Dnextponnsnii pecypc] // Caitr ®enepanpHoro apxmBHoro areHtcTBa. URL:
http://archives.ru/sites/default/files/2014-metodrekomendacii-konkursny-upravl.pdf (mata
obpamenus: 16.04.2018).

OTueT O Hay4YHO-UCCIIEIOBATENBCKOM pabore «lccnenqoBaHne COBPEMEHHBIX IPOLIECCOB
JOKYMEHTAITMOHHOTO 00eCTIeUeH s YIPaBICHHUS U Pa3BUTHSI SJICKTPOHHOTO TOKYMEHTOO00pOTa
o teme: «CpaBHUTENBHBIN aHaMu3 GopmMaToB ¢GailioB MEKTPOHHBIX TOKYMEHTOB TOCTOSTHHOTO
(10ATOBPEMEHHOTO) XPaHEHUS» [DnexTpoHHBIT pecypc] /! URL.:
http://archives.ru/sites/default/files/rekomendationrggu-format-2013.pdf  (mata  oOpameHus:
20.07.2018).

Metoanueckie peKOMEHIalUHU 110 OTHECEHUIO apXMBHBIX JOKYMEHTOB K OOBEKTaM aBTOPCKOTO
U CMEXHBIX TpaB, JOCTYIy W TOPSAKY HCIOJIB30BaHHMS TaKWX IOKyMeHTOB / Pocapxwus,
BHUNAA. M., 2017 [Onekrponnsiii pecypc| // Caiit degepalbHOr0 apXHMBHOTO areHTCTBA.
URL: http://archives.ru/methodics/instr-office-work.shtml (mara o6pamenus: 04.06.2019).
Meronuyeckue peKOMEHJAWM 10 TnpuMeHeHuto [IpaBun  opraHuzanuu — XpaHEHUS,
KOMILUICGKTOBaHHS, y4eTa W MCIOJIB30BAaHUA JOKYMEHTOB ApxuBHOro ¢oHaa Poccuiickoii
Odenepanyivl U APYTrUX apXUBHBIX JOKYMEHTOB B FOCYJAapCTBEHHBIX OpPTraHax, OpraHax MECTHOTO
camoympanenus u opranuzamusx / Pocapxus, BHUNIA/. M., 2016 [DnexTpoHHbIit pecypce] //
Caiit ®denepanbHOro apXUBHOI'O areHTCTBaA. URL:
http://archives.ru/sites/default/files/metodrecommendation-2018.pdf (mara oOparieHus:
20.07.2019).

TunoBbie GyHKIHMOHATBHBIE TPEeOOBAaHUS K CHCTEMaM OJJICKTPOHHOTO JIOKYMEHTOOOOpOoTa M
CUCTEMaM XpAaHECHHS DJCKTPOHHBIX JOKYMEHTOB B apXUBaX TIOCYIApCTBEHHBIX OPTaHOB.
Vr1Bepxkaensl npukazom ®DenepanbHOro apxwBHoro areHtctsa ot 15.06.2020 N 69.
[Onextponnbiii pecype]: URL: http://www.consultant.ru/document/cons_doc LAW 365612/
(mata obpamenus - 15.04.2021).

7.2. IllepeyeHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAMOHHOM ceTH « UHTEepHET».
DIEeKTPOHHO-OMOIMOTEYHbIE CUCTEMBI, HHTEPHET-PECYPChI, COBPEMEHHBIE NMPO(ecCHOHAIbHBIE
0a3bl JaHHBIX U UHPOPMALMOHHBIE CIIPABOYHBIE CHCTEMBI:

Kynbrypa P®: https://www.culture.ru/ [ DnekTpoHHBIH pecypc].

Hoctyn B ObC:

000 «2neKTPOHHOE U3/IaTEeIbCTBO FOPAMT».

000 «M3narensctBo JIaHb).




00O «llenTpanbubiii kosektop 6udauorexk «bUBKOM».

8. METOANMYECKHUE VYKA3AHHUA IO OCBOEHHUIO JUCHUIIJIMHBI
MOAYJIA)
8.1. Ilhanv cemunapckux/ npaKmuyecKux 3aHamuil

Tema 2(4 u.) llonamue «0okymenm». Cocmagnarouiue 00OKymeHma.
I_ICJ'II) 3aHATUA: U3YYCHUC COCTABJIAIONINX JOKYMCHTA.

Bonpocwt onsa 0b6cyscoenus:

1.JIoKyMeHT — 3ToO...

2.ITpaBoBasi OCHOBA JOKYMEHTHPOBAHMUS: KCTOPHUS BOMPOCA.

4.Hocurenu unpopmauuu.

6.CocTaBiistonue T0KyMEHTA.

3aoanus ona camocmosamenvHou pabomol.
1. [Tpoananu3upoBaTh yrnoTpediieHne NOHATHUS JOKYMEHT U €r0 CHHOHHMOB 10
«['enepanmpHoMy perimamenty» 1720 r., «OOmemy ryOepHCKOMY yupexaeHuto» 1775 r.,
«OobmemMy yupexaeHuo MuaucTepcTy 1811 T.
2. llpoananu3upoBaTh pa3BUTHE TOHATHS «JOKYMEHT» IO CIIOBapsSM U CIEHHAIbHOU
JauTeparype.
3. Ilpoananu3upoBaTh pa3BUTHE TepMHUHA «UHGOpMaIUsa» 1Mo cioBapsiM u DeneparbHOMY
3akoHy «O0 uHpopMaru, HHGOPMAITMOHHBIX TEXHOJIOTHSAX U O 3aIUTe HHpOpMaITUm
4. Ilpoananu3upoBaTh pa3BUTHE TEPMUHA «IOKYMEHT) MO TOCYIapCTBEHHBIM CTaHJIAPTaM.
5. Onpenenuth GyHKIIUU CISAYIOMNX JOKYMEHTOB:
- kymyas kabana Hukutel Kosznosa Ha xonona MBana [1aBnosa 23 mas 1494 rona;
- pamopt renepan-npokypopa Cenara U.1O. Tpybenkoro nmmneparpuie Enuzasere [leTpoBHe 0
npuesze B [lerepOypr u3 SApocnasns tearpansHoii Tpynmsl O.I°. Boakosa 3 ¢espans 1752 rona;
- Hexper CHK «O mpaBunax mOANMHCAHHWS JACHEKHBIX Oymar, JTOKYMEHTOB, OpPACpOB,
OTHOILICHHH, CTIPaBOK U T.1.» OoT 12 nexabps 1921 r.;
- IlocranoBiaenue BIIMK u CHK PCOCP «O mnopsake TMOJIb30BaHUS TME€YaATSIMU  C
rocynapcTBeHHbIM repooM PCOCP» ot 15 nexabpst 1936 1.;
- nocta”oBieHus [{K KIICC u Cosera munuctrepcts CCCP «O mepax 1o COBEpIIeHCTBOBAaHUIO
U Y/ICUICBIICHUIO anmapara ynpasieHus» oT 13 okTsa6ps 1969 r.;
- @3 “O06 undopmaruu, HHGOPMAITMOHHBIX TEXHOJIOTHSAX M O 3amuTe HHpopmarun”.
6. [IpuBecTu mpuMephl TOKYMEHTOB, BBIITOHSIONIUX CJICAYIONMNE ¢ YHKITUH:

- yOpaBlieHYecKasi;

- IpaBOBas;

- COIMaJIbHAS;

- KyJIbTypHasi;

- ICTOPUYECKOTO UCTOYHUKA;

- “H(POPMAIMOHHAS;

- ydera.

Yxaszanus no evinonnenuro 3aoanuil.
1. M3yunTh 3aKOoHOAATENIbHBIE AKThl M BBIIUCATh BCTPEYAIOIIMECS B HUX CHHOHHMMBI TMOHATHUS
«IOKyMEHT». BBISBUTh 3HAUCHUE TOHATUU «IEI0», «OyMaray, «akT», «aeloBas Oymaray,
«CIYy)KEOHBIH JTOKYMEHT», JaThb HUX OIpeAeNieHHue, €ClId OHO NPHUBEIEHO B MCTOYHHKAX.
[Ipoananu3upoBaTh, B KAKUX CIIy4asx YIMOTPeOIIeTCs KaKI0e OHSTHE.
2. Ilo BeIKMCKaM M3 CIOBApEe M CHEUHAIBHON JUTEpPATypbl ONPEAEIUTh, KAKUE aCMEKThl -
UH(OPMALIMOHHBIH, TPABOBOM, YIIPaBIEHYECKHA, HCTOPUUYECKHH - JIETJIM B OCHOBY OTIpE/ICICHHUS
MOHSTUS «TOKYMEHT.
3-4. U3 rocynapctBennbix ctanaaptoB: ['OCT 16487-70 «/lenonpon3BoACTBO U apXUBHOE JEIO.
Tepmunbl u onpenenenus»; 'OCT 16487-83 u 'OCT P 51141-98 «/lenonpous3BoacTBO U
apxuBHoeneno. Tepmuubl u omnpeaenenusi», ['OCT P 7.0.8-2013 «Jlemonpon3BoacTBo u



apxuBHoe gneno. Tepmunsl u omnpeneneHus»;, 'OCT P HMCO 15489-1-2007 Vmpasnenue
nokymentamu.  OO6mue  TpeOoBanus;  DenepambHoro  3akoHa «O0  mHpOpManuw,
UH(POPMALIMOHHBIX TEXHOJIOTUSAX M O 3amuTte uHpopmamum» or 27 wurons 2006 Nel49-03
BBINKCATh ONPEACICHUS TEPMUHOB «MH(MOpMALUsI» M «IOKYMEHT» U YCTaHOBUTb, KaKHe
acTeKThl (HOCUTEeN MH(POPMAIUH, CIOCOObI ee (PUKCHUPOBAHUSA, IOPUIHUECKas CHUila JOKYMEHTa
U JIp.) ¥ QYHKIMM JOKYMEHTA 3aJI0)KEHBI B 3TUX ONPEACICHUSAX.
5. OnpenenuTh GYyHKIHUU JOKYMEHTA, T.€. €r0 LIeJeBOe Ha3HAaueHUe. BBIABUTH MOIMHHYIO 1IETTh
CO3/IaHMUsl JOKYMEHTa M 3aledyarieHus 3aKJI4YEeHHOW B HeM HMH(OpMalUM, IpOaHaIU3UpOBaTh
poib JIOKyMEHTa B JAHHOM CHUTyallud JOKyMeHTOOoOpa3oBaHus. Tak Kak JIOKyMEHT
NOMM(YHKLIMOHAIEH, TIepBOM yKa3blBaeTcs (DyHKIUS, 3aJaHHas JOKYMEHTY aBTOPOM.
OIHOBPEMEHHO OTMETHUTh, KAaKUE U3 HA3BaHHBIX (DYHKIMI JOKYMEHTa HOCAT OOIIUii, a Kakue -
YaCTHBIN XapakTep.
6. [IpuBecTn npuMepbl TOKYMEHTOB, 00JIa/1al0IUX Ha3BaHHBIMU (YHKIMAMH, yKa3aTh Ha3BaHUE
BUJA, 3arojIOBOK M JAaTy AoKyMmeHTa. [l (yHKOUM ydera M NpaBOBOM MOKHO IPUBECTH
OpUMEpPbl  COBPEMEHHBIX  JOKYMEHTOB, Ui  IOCTOSIHHO  JCHCTBYIOIIMX  (DyHKIHIA
(MH(pOPMAIIMOHHOM, COLMAIBHON, KYJIbTYPHON, HCTOPUYECKOTO UCTOYHHKA) IPUBECTU NTPUMEPHI
JIOKYMEHTOB Pa3IMYHbIX UCTOPUYECKUX DIIOX.

Konmponvnwvie 6onpochwi:

1. Kak pa3BUBaIUCH MOHATUS «UHPOPMALHS» U «TOKYMEHT»?

2. Kakne acnekThl 4el0BEUYECKOW AEATEIbHOCTH OTPAXKEHBI B OINPENEICHUSX TEPMUHA
«TOKYMEHT»?

3. [lepeunciure GpyHKIIUN JOKYMEHTA.

Hemounuku:

Oenepanbubiii 3akoH PO ot 27.07.2006 r. Nel49-03 «O06 unbopmaiuu, nHHOPMAIIHOHHBIX
TEXHOJIOTHSAX W O 3ammre uHbopmamuuy // [DnexktpoHHBIA pecypce]. — M., 2019. — Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW_61798/.

®enepanpubiit 3akoH 0T 06.04.2011 Ne 63-D3 «O06 »neKTpOoHHON MOANMUCKY // [DIEKTPOHHBINA
pecypcl. — M., 2019. — Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW 112701/.

[Tocranosnenue IlpaButensctBa P ot 15.06.2009 Ne 477 «OO6 yrBepxkaenun IlpaBun
JIETIOTIPOM3BOJICTBA B  (heepaIbHBIX OpraHax MCIOJHHUTEIBHON BIAcTH»// [DIEeKTpOHHBIN
pecypcl]. — M., 2019. — Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_88695/.

I'OCT P HCO 15489-1-2007 Cucrtema cTaHmapToB 1O HHGpOpMAMH, OHOIMOTEUHOMY H
W3/1aTeNIbCKOMY JieNy. YmpaBiieHue aokymeHtamu. OOmme TtpeboBaHus. // [DIEKTPOHHBIN
pecypcl. — M., 2019. Pexum JOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW 135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXMBHOE Jei0. TepMUHBI U OINpEACICHUS. -

[DneKTpOHHBIN pecypc]. — M., 2019. Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc LAW_163800/.
Cnucok 1umepamypbi:

JIIBoenocoBa, I'.A. Teopust HOKyMeHTa B MapaaurMe MEXIUCHHUILUTHHApPHOTO 3HaHus / . A.
JIBoenocoBa; [Poccuiicknii rocyjapCTBEHHbIM TyMaHUTapHbI yHuBepcurer|. - Mocksa: PITY,
2019. - 449, [1] c.: Tabmn.; 22 cm.; ISBN 978-5-7281-2528-0
beikoBa T.A. JlIokyMeHTaIIMOHHOE OOECTICUCHHE YITpaBIeHUS (AEIOMPOU3BOACTRO)
[DnexTpoHHBIi pecypc]; yuedHoe mocobue/ T.A. beixosa, T.B. Ky3nenosa. -2-e uzz. nepepad. 1
nomn. — Mocksa: Madpa-M, 2018. -304 c¢. — Pexxum nocryma:
http://znanium.com/go.php?1d=942800/

Mamepuanbro-mexuuyeckoe obecneyerue 3aHamus.
I'enepanbubiil periament 1720 .
O6mee rydbepHckoe yupexaenue 1775r.



Ob6mmee yupexaenne muauctepcts 1811r.

COOpHHK 3aKOHOIaTEIBHBIX aKTOB IO JAeI0Npou3BoACTBY (1917-1970):

Beimucku ¢ ompeneneHWSIMH  TOHSATHS  «IOKYMEHT», «uH(pOpMarus» U3  CIOBapei,
SHIMKJIONEINNA U CIEUATILHON JIUTEPATYPHI.

I'OCT 16487-70, TOCT 164867-83, TOCT P 51141-98, TOCT P 7.0.8-2013

Jlenonpon3BOACTBO U apXUBHOE J1EJI0. TEpMUHBI ¥ ONIPEICIICHHS,

I'OCT 6.10.1.88 YHudumupoBaHHble CUCTEMBI JOKYMeHTAIIMi. OCHOBHBIC MTOJIOKCHHUS,

I'OCT P UCO 15489-1-2007 Ympasnenue nokymeHntamu. O0mme TpeboBaHms.

OenepanbHblii 3akoH «O0 wuHpopManMK, WHPOPMALMOHHBIX TEXHOJOTHAX M O 3alluTe
uHpopmarum» ot 27 urosst 2006 Nel49-D3

Tema 3. (4 u) Cnocodbl 00Kymenmuposanus u mamepuaibHvle HOCUmMenu uHpopmayuu
Lenb 3aHATHSA — U3yUEHUE PA3TUYHBIX CIIOCOOOB 3ameydaTiieHus] HH(pOpMaIiu.
B pesynbraTe BBINOJHEHUS 3aJaHUI CTYIEHT JOJKEH:
— 3HaTh (DYHKIMU JOKYMEHTA, CIIOCOOBI 3arnevyarieHnus HHPOPMAaLUH, STarbl pa3BUTHS
TEKCTOBOT'O IOKYMEHTUPOBAHMS;
3adanus ona camocmosmenvHou pabomoi.
- V3yuuTh 3Tansl TEKCTOBOTO JTOKYMEHTHPOBAHUS, O3HAKOMHUTHCS ¢ 00pas3llaMy MUKTOIPaMM U
JIOTOTPaMM, JaTh UX KPATKYIO XapaKTEPUCTHUKY.
- O3HakoMHTbCSI € oOOpa3laMM TEXHHUYECKUX JIOKYMEHTOB M 3alucaTh HUX COJEp)KaHUe
TEKCTOBBIM CIIOCOOOM.
VYKka3zaHus 10 BEIIOJHEHUIO 3aJaHUH.
1. M3y4nTh MUKTOTPaMMBI U JIOTOTPAMMEI, MPEACTABIEHHBIC B KoJuleKuu. Jlath onucanue 1-2
nukrorpamm. IlpoBecTH aHanmM3 3HAKOB JIOTOTpamMM, YYUTBIBasg MPU 3TOM, UYTO 3HAKY
COOTBETCTBYET CJIOBO. 3apHcOBaTh 2-3 oOpas3la M ONpeAeiuTb MPEUMYIIECTBA U HEAOCTATKH
JIOTOTPAMM.
2. N3yunts 1-2 yepTerka U TEKCTOBBIM CIIOCOOOM 3aMKCaTh UX COAEpIKaHUE.
KoHTposibHBIE BOIPOCHI:
1.KakoBbl 3Tansl pa3BUTHSI TEKCTOBOT'O JOKYMEHTUPOBAHUS?
2.KakoBbI crtocoObI 3aneyaTiieHuss nHhopMaruu?
3.Kakue cioco0bl JOKYMEHTUPOBaHHS MOSIBUIIUCH B 19 Beke?
Jlureparypa:
brikoBa T.A. JlIokyMeHTaIlMOHHOE O0eCTIeueHUE YIIpaBICHUS (JIeTOMPON3BOICTBO)
[DnexTponHEbIi pecypc]; yaueoHoe nmocodue/ T.A. brikora, T.B. Ky3nenosa. -2-¢ u3zz. nepepab. 1
norm. — Mocksa: Uadpa-M, 2018. -304 c. — Pexum goctyna:
http://znanium.com/go.php?1d=942800/

MamepuanbHo-mexnuueckoe obecneyenue 3aHAmMuUsL:
Konneknus nukrorpamm, jororpamm U 10kymeHToB XI-XX BB.
Habop nakaros.
Crnaiiipl IO UCTOPUU PA3BUTHSI CIIOCOOOB IOKYMEHTHUPOBAHHSL.

Tema 4. (16u) CTpyKkTypa 10KyMeHTa. @OpMYJIsAp JOKYMEHTA U ero

Dopmynap ooxymenma XVI - XVII ¢6. — 4 uaca

Lenr 3aHATHS — BBISBICHHWE 3aKOHOMEPHOCTEH CKIAAbIBAaHUS U Pa3BUTHSA (Qopmyrspa
TEeKCTOBOTO ciy>keOHoro mokymenta X VI-XVII Ba.

B pesynbrare BBIIIOJIHEHMS 3aJaHUN CTYICHT JOJIKEH:

— MMEThb NpPEJICTaBICHHE O CKJIAJbIBAHUM U PA3BUTHH (DOpMyisipa TEKCTOBOIO JOKYMEHTa B
IIPUKA3HOM JI€JI0NPOU3BOJICTBE;

— 3HaTh BUBI JokyMeHTOB X VI-XVII BB., coctaB hopmyiisapa; Ha3BaHUs PEKBU3UTOB U MOPSIOK
ux 0popMIICHHS;

— YMETh ONMKCHIBaTh KOHKpEeTHBIE MOKyMeHTHl X VI-XVII BB., cocTaBmsis ux GopMysiphl.



3aoanus ona camocmosmenvHou pabomol.
1. I3y4uuTh BUABI U pa3HOBUIHOCTH TOKYMEHTOB:
1.1 ITo xpaTKOMYy CJIOBapIO BUOB U PA3HOBUIHOCTEH JOKYMEHTOB BBIMUCATH BUBI JOKYMEHTOB;
1.2 Tlo xomeKuy BbISIBUTH BUABI JOKYMEHTOB, O0BSCHUB METO/I OTIpEACTICHUS KaX/10r0 BUA.
2. BeIsBUTH U onrcaTh 0COOCHHOCTH 0003HAUEHUS aBTOpa IOKYMEHTA, yKa3aB:

- CITY>KEOHBIN WJIM JIMYHBIN TOKYMEHT;

- KOJUIEKTUBHBIN WJIM UHAWBUAYAJIbHBIN aBTOD;

- popMy 0003HaUEHHUS aBTOPCTBA, MECTO €T0 PACIIOIOKEHHS B (hOPMYJISipe TOKYMEHTA;

- 0COOCHHOCTH OIpEe/ICIICHUS aBTOPA.
3. IIpoananu3upoBaTh COCTaB U CIOCOOBI 0003HAYEHUS PEKBU3UTA «aJpecaTy:

- BBIITUCATh MPUMEPHI IPECOBAHUS JOKYMEHTOB;

- H3Y4YUTh COCTaB, CIOCOO HalMCaHUS aJpecaToB JOKYMEHTOB, IIOCHUIAEMBIX U3
HUKECTOSIIIETO

YUpEXKJIEHUS B BBILIECTOALIEE, TOKYMEHTOB, KOTOPHIMH OOMEHUBAINCH PAaBHOCTOSIIIHE
yUpexaeHus, 1

JOKYMEHTOB, HaIlPaBJISIEMbIX U3 BBIIIECTOSALINX YUPEKICHUI B HUXKECTOSIIUE.
4. 3yunTh ciocoObI TaTUPOBKH IOKYMEHTA!

a) ONPEJEIUTD JaThl U3y4aeMbIX JOKYMEHTOB;

0) yCTaHOBUTH NPU3HAKHU TATUPYIOILIETO XapaKTepa;

B) NIEPEBECTU YCTAHOBJIECHHBIE JAThI C APbI «OT COTBOPEHHUS MUPA» Ha IPY «OT POXKIECTBA
XpHUCTOBay, C FOJIMAHCKOT'O KAJIEHapsl Ha TPUTOPUAHCKUM.
5. W3yuuTh coOCTaB YIOCTOBEPEHHS JOKYMEHTAa: ONpPENeNUTh HaJIW4Yhe, COCTaB, MECTO
PACTIONIOKEHUS TIOJIITUCH W CKPEITBI.
6. Onucarb XapakTep OTMETOK Ha TOKyMeHTax. OnpenenuTh X Ha3HAYCHHE.
7. Onpenenuth TPAAULIMOHHO-CIOXHUBIIYIOCS CTPYKTYPY TEKCTa M OCOOCHHOCTU HW3JTIOKEHUS
COJIEpKaHUs OTACIbHBIX BUIOB JIOKYMEHTOB (4€JI00MTHAs, TPaMOTa, OTITHCKA).

Yxazanus no evinonnenuro 3aoanuii:
3amannst Ne 1-6 MOKHO BBITTOJTHSTH C TOMOIIBIO TAOIHUIIEI CICTYIOMICH (POPMBI:

Bua noxymenta | ABTOp Anpecar JlaTa Cocras
YAOCTOBEPEHUS

OtMmeTKa Ha TOKyMEHTE

1. Bemucarh Ha3BaHHMS BHAOB JOKYMEHTOB, OOpaTMB BHHUMAaHUE Ha KOJIMYECTBO BHJIOB U
pasHoBuaHocreil B XVI-XVII BB.

Buael 10OKyMEHTOB clelyeT BBIMHCHIBATh IO CIEAYIOUIMM TpyIIaM: paclopsAuTeIbHbIE
JOKYMEHTHI (HampHuMep, YKas3bl, TpaMOThl, HaKa3Hble, MaMsITH), Tepenncka (mamsTH, OTIHCKH,
YeJIOOUTHBIC | T.I1.).

Buapl 10KyMEHTOB M3y4YUTh Takke MO KOJUIEKIIUM KOMHI JOKYyMEHTOB. Tak Kak OOJIbLIIMHCTBO
JOKYMEHTOB HE WMEET BBIJICJICHHOTO 00O03HAuUeHUs BHJA WIM PAa3HOBUIHOCTH, TO HAIO HX
OTpeeNIUTh CaMOCTOSITENIbHO M OMHCATh METONbl ONpeNeNeHUs (aHau3 TEKCTa, cHeluduka
W3JI0KEHUS COJIEPKAHUS UITU CIIOKUBILASCA UEPAPXUSI IOKYMEHTOB).

2. ITo xomnekuun XVI - XVI BB. BHUMATENbHO MPOYUTATH COJIEPHKAHUE KAXKIOTO JOKYMEHTA U
yKa3aTh aBTOpa - CO37aTeNsl JOKyMeHTa (YUpEeKICHHE) U MOIPOOHO O0BSICHUTH, KAKUM 00pa3zoM
YCTaHOBJIEH JIaHHBIN aBTOP.

3. BHUMaTensHO MPOYHUTATh JOKYMEHTHI MPEIIOKEHHONW KOJUICKIIUM U CTOJOIA M OMpEeAeTUTh
MECTO PACIIONIOKEHHS aJipecara, ero cocTaB U (OpMy, BBIMKHCATH HECKOJIBKO TPUMEPOB.

s aHanu3a JOKYMEHTOB, KOTOPHIMH OOMEHHMBAIIUCH YUPEKICHHUS, CIEAYET B3ATh TAaKUE BUIIBI
KaK yKa3, rpamoTa, 4eJoOuTHasl, oTnucka. [IpocneauTs M BhIMUCATh MPUMEPbl OPOPMIICHUS B
HUX aJipecaTa U MO COJAEPKAHUIO OMPEEIUTh KOHKPETHBIE YUPEXKICHUS, KOTOPHIM aJpPECOBAHbI
JIOKYMEHTHI.

4. YCTaHOBUTH JIaTy CO3JAHMSI IOKYMEHTA - TOYHYIO, IPUOIMKEHHYIO, BEPOSITHYIO C TIOJIPOOHBIM
OOBsICHEHHEM  JaTUPYIOUIEro TMpu3Haka (coiepaHHe JOKYMEHTa, BpeMms JeHCTBUs



UCTOPUYECKHUX JIUI[ U T.A.). YCTAaHOBJICHHYIO IO 3pE€ «OT COTBOpPEHUs Mupa» (Hampumep, 7168,
Korja nepsas 1udpa omyckanach - 168) maty mepeBecTy Ha 3py «OT poxkaecTBa XpuctoBay. Jms
sToro ot mudpsl 7168 Beruecth 1Uppy 5508 nmm 5507 (mns coOBITHIT MApTOBCKOTO CTUIISI) U
5508 unmu 5509 (st coObITH ceHTAOphcKOTO cThiIs). K mHIO Mecsia cineayet npubaBuTh mudpy
JeCATh, YTOOBI OJTYYHUTh AATy IO HOBOMY CTHIIIO.
5. CocrtaB yJI0CTOBEpEHHUs JOKYMEHTa HadyaTh M3ydaTh CO CTOJOIA, MO KOTOPOMY OINpPEAEIUTh
MECTO TOANMUCU («IIPHUIHCH») U XapakTep ee HamucaHus. [lo KOJUIeKIMH BBISICHUTH COCTaB
CITY>KHJIBIX JTFOICH, OMUCHIBAIOIINX M CKPEIUISIONINX JOKYMEHTHI.
6. Beimucats BCE OTMETKM Ha JOKYMEHTaX, OTMETUB MECTO MX HANHUCAHWs, UX HAa3HAYCHHE U
UCIIOJIb30BAaHUE /JIsl YTOUHEHHUS XapaKTePUCTHKHU TOKYMEHTA.
7. IlpoaHanu3upoBaTh HECKOJBKO BHJIOB JOKYMEHTOB, YCTAHOBHUTH, UMEETCS ]I XapaKTepHas
JUISL K&KJOTO BHUJIA CTPYKTypa TEKCTa, KAKUMHM YCTOMYMBBIMU CIIOBOCOYETAHUSIMH OTIMYAETCS
OJIUH BHJI OT JIPYTOTO.
Jliis aHanu3a MOXHO B35ITh TAKHE BUJIBI IOKYMEHTOB KaK YKa3, IaMsATh, 4eJO0OUTHAs, OTIHICKA.
Marepuaibl aHaJIM3a JIy4lle IpeACTaBUTh B TAOIUYHOM (opme:

| Bun 1okymeHTa | Beenenne | OcHOBHas yacTh | 3axsmouenHue

Koumponvhvie onpochwi:

1. YeMm omnpenensinack CTPyKTypa TEKCTa 1 HAMMEHOBAHUE BHUIa TIOKyMeHTa?

2. KakoBbI 0COOCHHOCTH BHEIIHETO OOPMIICHUS TOKyMEHTa?

3. Kakue npu3Haky MOMOTa0T OMPEAETUTh aBTOPCTBO TIOKyMEHTa?

4. Kak ompenenuTs BpeMs cocTaBlieHus: JokyMmeHTa? OCOOCHHOCTH 0003HAUCHUS AaThI
nokymenta XVI - XVII BB.?

5. Kak yaocToBepsianuch 10KyMEHTHI?

Hcmounuxu u numepamypa

Hemounuku:

Kpatkuii cioBapb BUJIOB U pa3HOBUIHOCTEHN TOKyMEHTOB.-M.,1974.

Jlumepamypa:

beikoBa T.A. JlokyMeHTammoOHHOE OOecTeueHue YIpaBiIeHHs (JIEIOMPOU3BOICTBO)
[DnexTpoHHEbI pecypc]; yaueoHoe nmocodue/ T.A. brikora, T.B. Ky3nenosa. -2-e¢ uzz. nepepad. 1
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. - Pexxum JOCTyIa:
http://znanium.com/go.php?1d=942800/
Mamepuanbro-mexnuueckoe obecneuenue:

1. Cron0Oerr XVII B.

2. Konnekuuu konuii fokymeHToB XVI-XVII BB.

3. KpaTkuii ciioBapb BUI0B M pa3HOBUJHOCTEN JOKYMEHTOB.

Dopmynap ookymenma XVIII 6. — 4 u.
[lenb 3aHATUS — U3Y4YEHHUE PA3BUTHS M OCOOCHHOCTEH (POPMYISPOB CIYKEOHBIX JTOKYMEHTOB
XVIII B.
B pe3ynbpTaTe BBINOJHEHHUS 3aaHUI CTYJEHT JOJIKEH:
— MMETh INPEJCTaBICHUE O 3aKOHOAATEILHOM PEryJMpPOBaHUU MPOLECCA TOKYMEHTUPOBAHUS U
pasButuu hopmynsipa nokymenta XVIII B;
— 3HaTh 3aKOHOJATEJIbHBIC AKTHI, PErVIAMEHTUPYIOLME ITOCTAaHOBKY Aesionpous3BoacTsa B XVIII
B, BUJbl JOKYMEHTOB, COCTaB (pOopMyJsipa JOKyMEHTa, MpaBuiia 0ohopMIIeHUS! pEeKBU3UTOB;
— YMeTh OMHCHIBATh KOHKpeTHBIE NTOKyMeHTHI X VIII B., cocTaBiiss ux popMymsipsl.
3aoanus ona camocmosamenvhol pabomoi.:
1. I3y4nuTh BUJIBI U PA3HOBUIHOCTH IOKYMEHTOB:
- BBIKCATh BUJbI TOKYMEHTOB, YCTAHOBJICHHBIE | €HepaIbHbIM PErIAMEHTOM

- u3 «KpaTtkoro cioBapsi BU0B U pa3HOBUJIHOCTEN JOKYMEHTOB) BBIIUCATh BHUJbI IOKYMEHTOB
XVIII B.



- M3 JIe]l MECTHBIX YYPEKIEHUH BBINHCATh BCE BUABI JOKYMEHTOB M OTMETUTh MU3MEHEHUS B
TEXHHUKE TOKYMEHTHUPOBAHUSI.
2. Ha npuMepe JOKYMEHTOB MECTHBIX YUPEKIECHHUI NPOAHAIN3UPOBATH CIOXKUBIIMECS IIPaBUIIa
HaAIMCaHUs aBTOPA, BBISIBUB:
a) 0cobeHHOCTH 0(hOPMIICHUS aBTOPA CIIY>KEOHBIX U JIMYHBIX JTOKYMEHTOB
0) 3aBUCUMOCTb 0003HAYCHHS PEKBU3HUTA «aBTOP» OT 0003HAUCHHUS aJipecaTa TOKYMEHTA.
3. Ilpoananu3upoBath 0003HAYCHUS PEKBU3UTA «aapecaTy:
a) BbIUCATh U3 [ 'eHepabHOTO perjiaMeHTa ONMcaHNue CUCTEMbI MUCbMEHHBIX CHOLLIEHUI 3BEHHEB
anmapara yrpaBJICHHUS
0) 10 TOKyMEHTaM MECTHBIX YUPEKIACHHUI onmucaTh Mopsiiok OpOopMIICHHUS PEKBU3HUTA «alipecary,
OTMETHUTh OTIMYUTEIbHBIE OCOOCHHOCTU MOPSJIKA aJIpecOBaHMs JOKYMEHTOB II0 CPaBHEHUIO C
XVI-XVII BB.
4. Onucatp NOPSIOK JaTUPOBaHUS AOKYMEHTOB. [laTh mpuMepsl BceX BUIOB J1aT C IEPEBOAOM
UX Ha TPUTOPUAHCKUI KaleHIaph.
5. M3yuuTs cocTaB y1OCTOBEPEHUS JOKYMEHTOB:
- BBINIUCATh U3 ['eHepaibHOr0 perjiaMeHTa rnpaBuia yA0CTOBEPEHUs JOKYMEHTOB
- OIIMCATh COCTaB MOJIMUCH 110 JOKYMEHTAM MECTHBIX YUPEKICHUM.
6. Onucatb BUJbI OTMETOK HA TJOKYMEHTAaX.
7. I3y4nTh NPUHLMIIBI OPTaHU3AUN TEKCTA HECKOJIBKUX BUIOB TOKYMEHTOB.
8. CocTaBuTh (OPMYIISIPHI ABYX JOKYMEHTOB.

Yxazanusa no evinonnenuro saoanui
1. BeIsBUTH BUABI TOKYMEHTOB, yCTaHaBIMBacMble | 'eHepallbHbIM perjiaMeHTOM, JOMOJIHUTh UX
Bugamu 1okymeHToB XVIII B., mpuBenéuubiMu B «KpaTkoM ciaoBape BUAOB U pPa3HOBUIHOCTEN
JIOKYMEHTOB» U BBIMKCATh UX onpenenenus uz Crosaps.
N3yunTh JOKYMEHTHI Ie7T MECTHBIX YUPEXKIEHUH, BEIMUCHIBas HAMMEHOBAHUS BUAOB M o0Oparnas
BHHUMaHUE Ha TEXHUKY JJOKYMEHTHPOBAHUS, BOASIHbIE 3HAKH, TepOOBYIO OyMary.
2. 3ananus Ne 2-6 MOKHO BBITIOJIHATH C TIOMOIIBIO TAOIHIIBI ClIeaytomel (hOpMBI:

Bun ABTOD Anpecar Jara CocraB OtMme
JIOKyMEHTa YAOCTO | TKa Ha
BEpEHUS TIOKYM
EHTE

OOpatuTe BHMMaHHME Ha MECTO PACIOJOXKEHHUS PEKBH3UTA «aBTOP «U OIHKCATh MpaBUja €ro
0 OpMIICHHUS B 3aBUCUIMOCTH OT PEKBU3HTA «aapecar.
3. Uzyuute no ['eHepaibHOMY periamMeHTy M JOKYMEHTaM MECTHBIX YUYPEXKICHUN TpaBuUiia
o OopMIICHUS PEKBU3HTA «aJipecary. BrimucaTs mpaBwiia U MPUMEPHI aIPECOBAHMUS.
4. IlpoaHanu3upoBaTh BCE HMEIOIIMECS AaThl B JOKYMEHTE M ONPENEIUTh HMX Ha3HAuCHHUE,
BBINIMCATh IPUMEPBI U OIUCATh MECTO PACIIOJIOKEHHUS KaXKI0M AaThl.
5. N3yunth mnpaBuiia yAOCTOBEpPEHUS ITOKYMEHTOB MO ['eHepanbHOMY perjiameHTy. 3arem
MPOaHATU3UPOBATH OhOPMIIEHUE TTOMICH B TOKYMEHTAX, BHJIbI IIEYATCH.
6. Beimucarh Bce OTMETKHM Ha IOKYMEHTaX, yKazaB, Kakue u3 Hux nosasuiauck B X VIII B.
7. Ilo I'enepalbHOMY pErjlaMEeHTY Ha IpUMepe IPaBUIl COCTABJICHUS INPOTOKOJIA OIPENEIINUTH
TpeboBaHus, mpeabsBisieMble K TekeTy (T1. VI, XXX). BHUMaTenbHO ynTas TeKCThl HECKOJIBKUX
JIOKYMEHTOB, OIUCaTh HUX CTPYKTYpPY, MPOCIEXKHBas €€ HM3MEHEHHE B PA3IUMYHBIX BHUIAX;
INPUBECTH MPUMEPHl BUIOB TpadapeTHBIX JTOKYMEHTOB, OTMEYas KAaKUM IIyTeM IPOBOINIACH
Tpadaperuzamnus.
8. OnucaTh TOKYMEHTHI MO CIEAYIONIEH CXeMe:

- BUJI (Pa3HOBUTHOCT)

- aBTOp

- azipecat




- TEKCT
- l1aTa
- COCTaB yJOCTOBEPEHUS
- MIOJYTMHHOCTH (KOTTHMITHOCTB )
Koumponvhvie éonpocwi
1. HazoBute ocobennoctu ¢popmbl fokymenta XVIII B.?
2. Kakme TpeOoBaHMsS TPEIBSABISAIOTCS K OQOPMIICHHIO MPOTOKONA 1O [ eHepaabHOMY
perinamMenty?
3. B yem nposiBIIIach TEHACHINS K YHU(PUKALUN JOKYMEHTOB?
4. Onumure CUCTEeMY NHCHbMEHHBIX CHOIICHHWI 3BEHBEB ammapara yOpaBJICHHS IO
I'enepanbHOMY pernameHTy?
Hcmounuxu u numepamypa
brikoBa T.A. JlIokyMeHTaIlMOHHOE O0eCTIeueHUE YIIpaBIeHUs (IeTOMPON3BOICTBO)
[DnexTponHEbIi pecypc]; yaueoHoe nmocodue/ T.A. brikora, T.B. Ky3nemnosa. -2-e¢ u3zz. nepepad. 1
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. — Pexxum JOCTYyIa:
http://znanium.com/go.php?1d=942800/
Mamepuanbro-mexnuueckoe obecneueHue:
1. T'enepanbubliii pernament 1720.
2. JIOKyMeHTHI (J1€71a) MECTHBIX yupekaeHuil 18B.
3. KpaTkuii ciioBapb BUJIOB M pa3HOBHIHOCTEN JOKYMEHTOB.

Dopmynap ookymenma XIX eexa -4u

Lenp 3aHATHA — W3YYEHUE PA3BUTHSA M OCOOCHHOCTEH (OPMYISAPOB CIIYKEOHBIX
TokyMeHTOB XIX B.

B pezynemame @vinonnenus 3a0anuil 00y4arouWuiics NOILYYum:

— MPEACTABICHUE O PErNIAMEHTALMH Ipolecca JOKYMEHTUPOBAHMS B 3aKOHOJATEIbHBIX
aktax XIX B., pazButun HhopmyIsipa JOKYMEHTa, TCHICHIMIX TpadapeTusanuu JOKyMEHTOB;

— 3HaHUSA O BUJaxX JAOKyMeHTOB XIX - B., ocoOeHHOCTH uX O(OpMIICHHUS, COCTaB
dbopMmyIsipa, MOSBICHUE OTAHKOB M UX BUJIBI, MOSBICHUE OTMETOK Ha JJOKYMEHTAaX, OTPaXKArOIIHX
UX BUKEHHUE B YUPEXKJICHUU U padOTy C HUMHU.

— YMEHHMS aHAJIM3UPOBATh KOHKPETHbIE OKYMeHThI XIX B.; cocTaBnss ux GopMysipbl.

3aoanus ona camocmosamenvHou pabomoi
1. U3yunTh BUABI U PA3HOBUIHOCTH IOKYMEHTOB.

2. BbIsBUTH 0COOCHHOCTH OGOpPMIICHHUS PEKBH3UTA «aBTOp», OMHCATh COCTAaB OJlaHKa U €ro
BU/IBIL.

3. U3y4nTh TEKCT JOKYMEHTA.

4. Onucate NOPSAJOK aIpeECOBaHNUs JOKYMEHTA.

5. Beinucatpb qaThl cocTaBiaeHus, 00pabOTKH, MOANUCAHUS U JIP., YKa3aTh MECTO UX
PacCIONOXKEHHUS.

6. [Ipoanann3upoBaTh XapaKkTep yIOCTOBEPEHUS TOKYMEHTA.

7. Onucarb BUABI OTMETOK.

8. CoctaBUTh GOPMYIISIPHI 2-X JOKYMEHTOB.

Yxaszanus no evinonnenuro saoanuii
1. Haunnatp paboTy cienyer ¢ pacCMOTPEHHUS [T yUpeKIeHUS. BBISIBUTH U BbITUCATh HA3BAHUS
BUJIOB JJOKYMEHTOB:

- U3J]aBa€MbI€ BBIIIECTOAIMMH OPraHaMy;

- IOCBUTAEMbIE PABHBIM YUPEXKICHUIM;

- IPEJCTABISIEMbIE B BBILIECTOSIINE YUPEKICHUS;

- 0(OpMIISTIOIIME BHYTPEHHIOIO ESITEIHHOCTD.

N3 «KpaTkoro cioBapss BHJAOB U PA3HOBUIHOCTEM JOKYMEHTOB» BBIIIHCATH ONpPENEICHUS
BBIIBJIEHHBIX BUJIOB TOKYMEHTOB XIX B.



2. Omnucath TOPSAAOK O(OPMIIEHUST PEKBU3HTA «aBTOP» B Pa3IUYHBIX BHUAAX JOKYMEHTOB,
BBIMKICATh HECKOJBKO THUIIOB OJIAaHKOBBIX HaJMHCENW W OmpenenuTh ux coctaB. [lo xomruiekcy
JOKYMEHTOB TIPOCIICIUTh, KaKWe BUIbl JOKYMEHTOB THINYTCS Ha OJaHKaxX, Kakue 0e3
0003HaueHus OJIAHKOBBIX HAJIIIUCEH.
3. IIpoaHanu3upoBaTh HECKOJIbKO BHUJIOB JOKYMEHTOB, YKa3aB CTPYKTYpY TEKCTa, BBIIHCAB
OpUMEphl TMPUMEHEHHS «KaHLEIIpU3MOBY». OTMETHTb, HACKOJIbKO YCHJIMJIACh TEHJICHIUS
TpadapeTusanuu (BeIMUCATH TPUMEPHI TPaPapeTHBIX ¥ TUIIOBBIX TEKCTOB).
4. Tlpu omucaHuM MOpsiAKa aapecoBaHUs YCTaHOBUTH 3aBUCUMOCTH OGOpPMIICHHSI PEKBH3UTA
«anpecat» OT uepapxuu yupexjaeHuil. [IpuBectu mpumepbl aapecoBaHUsi B BBILIIECTOSIINE,
pPaBHBIE U HUKECTOSIIIEE YUPEHKICHUSI.
5. BeimucaTte npuMepsl JATUPOBKU U IEpEBECTH AaThl Ha HOBbIM ctwib. B XIX B. pasnuna
MEX]ly CTUIISIMM paBHs1ach 12, B XX B. — 13 gusAM.
6. Boimucare mpumepbl NOANMMCAHMS JIOKYMEHTAa B MHCTAHIUAX Pa3HOM MOJYMHEHHOCTH U
OIKCATh COCTAB MOATMMUCH.
7. Bolnucatb OTMETKH Ha IOKYMEHTaX M yKa3aTh X Ha3HAYEHUE, MECTO MPOCTABICHUSI.
8. @opMyJISIpbl JOKYMEHTOB COCTABUTH IO CXEME, NMPEJI0KEHHON B TPETHEM 3aHATHH.
Koumponvhvie onpochwi:
1. B uem nposiBunacek TeHAEHIMSA K YHU(DHUKAUU GOPMBI U TEKCTa TOKYMEHTa?
2. Yto Takoe TpadapeTHbI U TUTIOBOI TEKCTHI?
3. HazoBuTe cocraB O1aHka 1oKkymMeHTa?
4. Yem onpenensics XxapakTep agpecoBaHus JOKyMeHTa?
Hcmounuxu u numepamypa
Hemounuku:
beikoBa T.A. JlIokyMeHTaIlMOHHOE 0OECTICUCHHE YIIpaBIeHUS (ASIOPOU3BOACTRO)
[DnexTpoHHBIi pecypc]; yuedHoe mocobue/ T.A. beixosa, T.B. Ky3nenosa. -2-e uzz. nepepad. 1
nom. — Mocksa: Madpa-M, 2018. -304 c. — Pexxum nocryma:
http://znanium.com/go.php?1d=942800/
Pazoamounsiit mamepuan x 3anamusam
1. ena yupexxaenuii 19 B.
2. Kpatkuii cnoBapb BUAOB U Pa3HOBUIHOCTEN JTOKYMEHTOB.
Tabnuya Ananusz oghopmaenus pexeusumos 0okymenmos 8 XVI- XIX as.

HaumenoBanue OcobenHoctr 0hOpMIICHUS! PEKBU3HTA
JIOKYMEHTa B XVI-XVII BB. B XVIII B XIX B.
B.

1. Bung nokymenra

2. ABTOp

3. Anpecar

4. Texkcr:

BBEJICHUE

OCHOBHAs 4acTh
3aKJIIOUCHHE

5. JIaThl COCTaBIICHUS
MOJTYdCHUS
perucTpanuu

6. Cocras
YI0CTOBEPEHUS

7. OTMeTKH Ha
JIOKYMEHTE




Dopmynap ookymenma XX eexa. — 4 uaca
Llenn 3aHATHS — H3YUEHHUE PA3BUTHUS U OCOOCHHOCTEH (HOPMYJIIIPOB CITYKEOHBIX TOKYMEHTOB XX
B.
B pe3ynbraTe BBIOIHEHUS 3aJaHUI CTY/IEHT JOJKEH:
— UMETh MPEACTABICHUE O PEriaMeHTaluy Ipolecca JOKYMEHTUPOBAHHS B 3aKOHOJATEIbHBIX
aktax XX B., pa3BUTHH QOpMyJsipa JOKYMEHTa, TeHISHIUAX TpaapeTusalunu JOKYMEHTOB;
— 3HaTh BUABI JOKYMEHTOB XX - B., OCOOCHHOCTH HX O(opMieHus, coctaB (GopmyIispa,
nosiBJieHHE OJaHKOB M WX BHJBI, MOSBIEHHE OTMETOK Ha JOKYMEHTaxX, OTPaKalolUX HX
JBIDKEHUE B YUPEKACHUU U pabOTy ¢ HUMH.
— YMETb aHAJIU3UPOBATH KOHKPETHbIE TOKYMEHTHI XX B.; COCTaBIISAA UX (POPMYJISAPHI.
3aoanusn 013 camocmoamenvHou padomaol
1. U3yuuTh BUABI U pA3HOBUIHOCTH JOKYMEHTOB.
2. BbIABUTH OCOOEHHOCTH O(GOPMIICHHMS PEKBH3UTA «aBTOpP», OMHUCATh COCTaB OJIaHKAa M €ro
BU/IBL.
3. 3y4nTh TEKCT JOKYMEHTA.
4. Onucath NOPSOK aIPECOBAHUS JOKYMEHTA.
5. Beimucatp gatbl cOcTaBiIeHUs, 00paOOTKH, MOAMCAHUS U JIP., YKa3aTh MECTO UX
PacroJIOKEHUSI.
6. IIpoananu3upoBaTh XapakTep YAOCTOBEPEHUS JOKYMEHTA.
7. OnucaTth BUIBI OTMETOK.
8. CocTaBUTh (HOPMYJIISAPHI 2-X TOKYMEHTOB.

Hcmounuxu u numepamypa
brikoBa T.A. JlokyMeHTaIlMOHHOE O0ecTieueHUE YIIpaBIeHUs (IeTOMPON3BOICTBO)
[DnexTponHEbIi pecypc]; yaueoHoe nmocodue/ T.A. brikora, T.B. Ky3nenosa. -2-e¢ u3z. nepepad. 1
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. — Pexxum JOCTYyIIa:
http://znanium.com/go.php?1d=942800/
Mamepuanbro-mexnuueckoe obecneueHue:
1. Jena yupexknennit 20 B.
2. KpaTkuii cioBapb BUI0B U pa3HOBUIHOCTEN JOKYMEHTOB.
3. COOpHHUK 3aKOHOJATEIBHBIX aKTOB IO Jeionpou3BoacTBY (1917-1970rr.) — Yueb. ITocobue
nox pen. A.3. Jlusmmna. — M. MIT'MAU, 1973. - 157 C.

Tema 6. (4 u.) Dopmynap coeépemMeHHO20 YHPAGIEHYECKO20 OOKYMEHmA: Npasula
opopmnenus peKBU3UTOB
Llenp 3aHATHA — H3y4YEHHE COBPEMEHHBIX TpPeOOBAaHUN TOCYAAPCTBEHHBIX CTAaHAAPTOB U
HOPMAaTUBHO-METOIUYECKUX aKTOB K O(OPMIICHHIO CITY>KEOHBIX JIOKYMEHTOB.
B pe3ynbpTaTe BBINOJHEHHUS 3aaHUI CTYJEHT JOJIKEH:
— HUMETh MPEJCTAaBICHUE O TEHACHIUSAX pPa3BUTHS JIOKYMEHTAa M MPUHLHUIIAX T[OCTPOCHUS
bopmynsipa-obpasiia opraHM3aMOHHO-PACTIOPAIUTENbHBIX JOKYMEHTOB;
— 3HaTh COCTaB PEKBU3UTOB U TPEOOBAHMS TOCYAAPCTBEHHOTO CTaHAApTa K OQPOPMIICHUIO
JIOKYMEHTA.
— 3HaTh COCTaB PEKBU3UTOB U TpeboBaHus [IpaBui Aemonpon3BoACTBa B (eiepallbHbIX OpraHax
VCITOJIHUTENIBHON BJIACTH U MEeTOIMYECKNX PEKOMEHJAMI K COCTABICHUIO JOKYMEHTOB.
— YMETh TPOCKTUPOBATH ONAHKU JOKYMEHTOB YUPESKIECHHUH M HUMETh HAaBBIKH pPabOTHI C
FOCYJAapCTBEHHBIMU CTaHAAPTaMH W METOAMYECKMMH YKa3aHUSAMU I1I0 HUX BHEAPEHHUIO U
MPUMEHEHHUIO.

3aoanus ona camocmosamenvHol pabomoi
1. U3y4nTh KOMIUIEKT HOPMATUBHO-METOJUYECKUX JOKYMEHTOB II0 JOKYMEHTHPOBAHHIO
ynpasineHueckor nestenbHocTH (IIpaBuna nemompousBoacTBa Aisi (eaepajabHBIX OpPraHOB
UCTIOJTHUTENILHON BJIacTH, MeTOAWYECKHEe PEeKOMEHIANK 10 pa3pabdoTKe WHCTPYKIUN IO
JEJIONPOU3BOJICTBY B (heJiepaIbHBIX OpraHax HUCIOJIHUTEILHON BIACTH).



2. zyunts 'OCT P 7.0.97-2016 ¢ TpeGoBaHusAMEU K 0POPMIICHUIO TOKYMEHTOB, ONIPEIEIUTH €r0
CTPYKTYpPY, COCTaB pa3/eyoB.

3. U3yunts TpeboBanust 'OCTa k GaHKy TOKyMEHTAa.

4. Tlpoananu3upoBaTh MNPEAJIOKEHHYIO KOJUIEKIIMIO JIOKYMEHTOB, OINPEACIUTh PEKBU3HTHI,
yKa3aTh HEJOCTATKU B UX PACTIOJIOKEHUHU U O(OPMIICHHH.

5. CocraBuUTh Ha OCHOBAaHWHW pa3AaTOYHOTO MaTepuaia OjaHKW (OOmMA W IS THCHhMA)
OpTraHU3aUil U MPEANPHUITHI Pa3IUIHbIX (OpM COOCTBEHHOCTH C BapHaHTaMHU MPOAOIHHOTO U
YIJI0BOTO PACITIONOKEHHS PEKBU3UTOB.

Yxaszanusa no evinonnenuro saoanus.

1. U3yuuts [lpaBwmiia nemonpounsBoacTBa ajs (henepanbHbIX OPraHOB UCIIOTHUTEIHHOM BJIACTH,
Metoauueckiue pEeKOMEHJAIMM MO0 Pa3paboTKe WHCTPYKIMHA TIO JICIOMPOM3BOJCTBY B
dbenepanbHBIX opra"ax ucnonHuTenbHoU Bractu (Ilpunoxenue 11).

2. U3yuuts 'OCT P 7.0.97-2016 ¢ TpeboBaHusAMH K 0()OPMIICHUIO JOKYMEHTOB, 3allUCaTh €T0
pazzienbl U ONPeNeIuTh CTPYKTYpY.

3. M3yuuth TpeOOBaHUs TOCYAApCTBEHHOTO CTaHAApTa K OJIaHKaM JOKYMEHTOB, OINPEACTUTH
paznuuusi obmiero OnaHka W OJlaHKa JJIs MUChbMa, BapUaHThl PACIOJIOKEHUS PEKBU3UTOB B
Omanke (yrJioBoe, IIEHTPOBAaHHOE). BBISCHUTH, B COOTBETCTBHH C TPEOOBAaHUSAMU KaKHX
HOPMATUBHBIX JOKYMEHTOB MPOEKTUPYIOTCA OJaHKM TOCYJAapCTBEHHBIX OpraHu3aluuil u
KOMMEPYECKUX OpraHu3alui.

4. 3yuuTh NpejIoKEHHYIO KOJUICKITHIO (3-5 TOKYMEHTOB) M aHAJTU3HUPYS TOKYMEHTHI, BBIIBUTH

HelocTaTku B oopmieHnn OnaHka (OTCYTCTBHE HEOOXOIUMBIX PEKBU3UTOB M MPABUIBHOCTD
ohOpMIICHHUSI HWMEIOIIMNXCS); OMNPEASIUTh MPAaBUIBHOCTh PACHOJIOKEHUS € O0GOPMIICHUS
PEKBH3UTOB JOKYMEHTa (3arojioBKa, MaThl M WHJIEKCA, MOAMKHCH, OTMETOK O IMOCTYIUICHUHU U
HAIpPaBJIEHUU JOKYMEHTa B JIENO0 U JIp.).

5. Ha ocHOBe pa3gaToyHOro Marepualia CHPOSKTUPOBATH OJAHKH JOKYMEHTOB KOHKPETHBIX
opranuzanuii B coorBeTcTBuu ¢ TpedoBanusmu ['OCT, Ha popmare 6ymarn A4: oOmmit U s
MUChMA C MPOJIOJILHBIM H YTIIOBBIM PACIIOIOKEHUEM PEKBU3HUTOB.

Koumponwvnvie 6onpocwi

1. Ilepeuucnure BUIABI HOPMATUBHBIX AaKTOB, PETJIAMEHTHPYIOIIHE JIOKYMEHTHPOBAHUE
yIpaBICHUYECKON ACSITETLHOCTH.

2. Yem paznuyaroTcs oOumii 6J1aHK ¥ OJIaHK MUCbMa, OJaHK KOHKPETHOTO BUa TOKYMEHTA.

Hcmounuxu u numepamypa
Hcemounuku:

®denepanbHbIi  KOHCTUTYIMOHHBIM 3akoH oT 25 gekabps 2000 1. Ne 2-OK3 «O
I'ocynapctBennom repbe Poccuiickoit @enepauuun» // [DnextpoHHslil pecypc]. — M., 2019. —
Pexxum noctyma: http://www.consultant.ru/document/cons doc LAW 29674/.

[locranosnenue IlpaButensctBa P ot 15.06.2009 Ne 477 «OG6 yrBepxkaenun IlpaBun
JIETIOTIPOU3BOJICTBA B (heepaIbHBIX OpraHax MCIOJHHUTEIbHON BIAacTH»/ [DIEeKTpOHHBIN
pecypc]. — M., 2019. — Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_88695/.

Metoauueckiue pEeKOMEHJAMK MO0 Pa3paboTKe WHCTPYKIMHA TIO JICNOMPOU3BOJCTBY B

dbeneparbHBIX OpraHax HCIOJTHUTEIBHOW BIIACTH, YTBEP)KIAEHHBIC mMpukazoM PocapxuBa or 23
nexadbps 2009 Ne 76 // [DOnekrtponsslii pecypc]. — M., 2019. — Pexum pocryma:
http://www.consultant.ru/document/cons_doc LAW 96081/

[TpumepHas HHCTPYKIUS IO JEIONPOU3BOCTBY B TOCYIaPCTBEHHBIX OPraHU3AIIUAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Onextponssiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW _305137/.

I'OCT P 7.0.97-2016. Hanmonaneuslii ctangapT Poccutickont @enepanun. Cucrema
CTaHAapTOB MO uH(MOpManuu, OMOTUOTEYHOMY U U3JATENbCKOMY jaeny. OpraHu3airoHHO-
pacropsiauTeNbHas ToKyMeHTalus. TpeboBanust K 0ohOpMIICHUIO JOKYMEHTOB // [ DIIEKTPOHHBII
pecypcl. — M., 2019. Pexum JOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW 216461/.



I'OCT P HUCO 15489-1-2007 Cucrema craHmapToB 1o HHGOpMAIMH, OUOIMOTECUHOMY H
W3/IaTeIbCKOMY JieNy. YTpaBiieHue aokymeHTtamu. OOmme TtpeboBaHus. // [DIEKTPOHHBIN
pecypcl. — M., 2019. Pexum JOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW 135548/.

I'OCT P 7.0.8-2013 Jlenmonpou3BOACTBO M apXUBHOE Jei0. TepMUHBI U OIpEACICHUS. -

[DneKTpOHHBIN pecypc]. — M., 2019. Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc LAW_163800/.
Jlumepamypa:

brikoBa T.A. JlokyMeHTaIlMOHHOE O0ecTieueHue YIpaBiIeHUs (AeTOMPON3BOICTBO)

[DnexTpoHHEbI pecypc]; yaueoHoe nmocodue/ T.A. brikora, T.B. Ky3nemnosa. -2-e¢ u3zz. nepepab. 1
nor. — Mocksa: Uadpa-M, 2018. -304 c. — Pexum goctyna:
http://znanium.com/go.php?1d=942800/

MamepuanvHo-mexnuyeckoe obecneyenue:

I'OCT P 7.0.97-2016. HaunonanbHsiil ctanaapt Poccuiickoit @eneparuu. Cucrtema craHaapToB
no uHpopmauuu, OUOIMOTEYHOMY W HU3JareiabckoMy  aeny.  OpraHu3anuoHHO-
pacnopsauTenbHas JoKyMeHTalus. TpeOoBaHUsS K OPOPMIIEHUIO TOKYMEHTOB.

[Tocranosnenne IlpaBurensctBa P® «OO0 yTBEp)KOECHMM MpPaBUI JIEIONPOU3BOJCTBA B

benepabHBIX OpraHax UCIOTHUTENbHOU BacTu» oT 15.06.2009 1. Ne 477;

Metoauueckie pEeKOMEHAAMN MO0 Pa3paboTKe WHCTPYKIMHA TIO JICIOMPOU3BOJCTBY B

dbenepalbHBIX OpraHax HCIIOJTHUTEIBHOW BIIACTH, YTBEP)KIAEHHBIC mMpukazoM PocapxmBa or 23
nexadps 2009 Ne 76.

Konneknus 10KyMEeHTOB.

CrpaBouHbIe JaHHBIC AJI TPOSKTUPOBAHUSI OJTAHKOB.

Tema 8 (6 u) Opzanuzayuonnvie, pacnopaoumenvHvle U UHPOPMAUUOHHO-

Ccnpagounvie: OOKyMeHmol U 0OKYMEHMUPOBAHUE PACNOPAOUMENbHOU 0esAMeNbHOCHU
Llenp 3aHsATHS — wH3y4yeHUE TpPeOOBAHUN TOCYJAPCTBEHHBIX CTaHAAPTOB U HOPMATHUBHO-
METOJUYECKMX aKTOB K COCTABICHHI0O U OGOPMIICHHIO PaCHOPSIUTEIBHBIX JTOKYMEHTOB,
MOJTy4YE€HUE HAaBBIKOB UX COCTABJICHUS U OPOPMIICHHUS IO 3a/1aHHBIM CUTYaIIHsIM.

B pesynbrare BBIIIOJIHEHMS 3aJaHUN CTYICHT JOJKEH:

— UMETb MPEACTABICHUE O CUTYAUsAX, TPEOYIOIIMX U3JaHUS PACIOPATUTENbHBIX JOKYMEHTOB;

— 3HaTh BHJABl PACHOPSAWTENBHBIX JIOKYMEHTOB; COCTaB pPEKBU3HTOB QopMylsipa
paciopsSAUTENHLHOTO IOKYMEHTA U TPeOOBAaHUS K UX COCTaBJICHHUIO U 0()OPMIICHHIO.

— YMETh COCTaBJIATh U OQOPMIISATH PACHOPSIUTEIBHBIC TOKYMEHTHI 110 33aHHBIM CHTYAIIHSIM H

UMETh HaBBIKH UX O(DOpPMIIEHUSI HA KOMITbIOTEpE.

3aoanus ona camocmosamenvHou pabomol

1. U3yunts TpebGoBaHUsl, PEAbSBIIEMbIEe K COCTABICHUIO U O()OPMIICHUIO PaCTIOPSAUTEIbHBIX
JIOKYMEHTOB.

2. CoctaBuTh U OPOPMHUTH MPUKA3 TIO OCHOBHOM JESTEILHOCTH.

3. CoctaBuTh U OPOPMHUTH PACTIOPSDKEHHE.

Vkazanus no evinonnenuro saoanus

1. YTOYHUTH COCTaB PEKBU3UTOB, BXOASIINX B (POPMYIIsp IPHUKa3a, paCOPsIKEHUSI.

2. M3yuuts TpeboBanust [OCTa k ohopMIIeHHIO PEKBU3UTOB, BXOIAIIUX B (OPMYIISIp MpUKa3a.
3. YTOUHUTH pa3iuuusi B COCTaBJICHUHU IpHUKa3a MO OCHOBHON NEATEIBHOCTH U IO JTUYHOMY
cocTtaBy, oOparmias BHUMaHHWE Ha TMOPSAOK OGOPMIICHHS CChUIKH (YIIOMHHAHUsS) Ha APYrou
JOKYMEHT ¥ YHU(UKAIMIO TEKCTOB MPUKA30B 10 THYHOMY COCTaBY.

4. CocTaBUTh TOKYMEHTHI HA OCHOBE MPEJI0KEHHBIX MPENoaaBaTeIeM CUTYaIUH.

Koumponvnvie éonpocwi

1. [lepeuncnure peKBU3UTHI, BXOAAIIUE B GOPMYJISp MPUKa3a.

2. HazoBuTe CTpyKTypy NpUKa3a 10 OCHOBHOW JEATEIBHOCTH.

3. UeM oTamnyaeTcs CTPYKTypa TEKCTa MpUKasa 1o JINYHOMY COCTaBY U OCHOBHOI J1€ATEIbHOCTH.
4. HazoBuTEe CPOKHU XpaHEHUS PUKA30B.

5. Ha3zoBuTe pekBU3UTHI, BXOJAIINE B (POPMYIISIp pacTIOPSIKEHUS.



6. UeM oTIM4aeTCs CTPYKTYypa TEKCTa PaclopsHKEHUs OT MPUKa3a 10 OCHOBHOW J€SITEIbHOCTH.
Hcmounuxu u aumepamypa
Hcemounuku:
[ToctanoBnenune IlpaButensctBa PD ot 15.06.2009 Neo 477 «O6 yrBepxkaenun IIpaBun
JIeNIOTIPOU3BOICTBa B (peiepalbHBIX OpraHax HWCHOJHHUTENbHON BiacTu»// [DIEKTPOHHBIH
pecypc]. - M., 2019. - Pexxum JOCTyma:
http://www.consultant.ru/document/cons_doc LAW_88695/.
Meroandeckne peKOMEHIAIMH TI0 pa3paboTKe WHCTPYKIUH 10 JeJIONPOU3BOACTBY B
(denepanbHBIX OpraHax HCIOJHUTEIBHOW BJIACTH, YTBEP)KICHHbIE IpuKa3oM PocapxuBa ot 23
nexkabpst 2009 Ne 76 // [OnekrponHbii pecypc]. — M., 2019. — Pexum noctyma:
http://www.consultant.ru/document/cons_doc LAW_ 96081/
[lpuMepHass WHCTPYKIUSI TIO JEIONPOM3BOJICTBY B TOCYAAPCTBCHHBIX OpraHU3aIlMsIX, YTB.
[Tpuxazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponusiii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons doc LAW 305137/.
I'OCT P 7.0.97-2016. HatmonansHsbiii ctanaapt Poccuiickoit denepanuu. Cuctema
CTaHJApTOB MO HWH(OpMaIUK, OUOIMOTEUHOMY M H3JAaTeNbcKoMy aeny. OpraHu3anuoHHO-
pacniopsauTenbHas JoKyMeHTalus. TpeboBanust K opOpMICHHUIO JOKYMEHTOB // [DIIeKTpOHHBII

pecypc]. — M., 2019. Pexum JlocTyna:
http://www.consultant.ru/document/cons_doc LAW_216461/.
Jlumepamypa:

BbrikoBa T.A. JlokyMeHTaIlMOHHOE O0ecTieueHUE YIIpaBIeHUs (IeTOMPON3BOICTBO)
[DnexTponHbI pecypc]; yaueObnoe nmocodbue/ T.A. brikora, T.B. Ky3uenosa. -2-e¢ u3a. nepepao..
U non. — Mocksa: Un¢pa-M, 2018. -304 c. — Pexxum nocryma:
http://znanium.com/go.php?1d=942800/

Pazoamounsiti mamepuan xk 3auamusim:
I'OCT P 7.0.97-2016. Hanmonaneusiii crangapT Poccuiickoit @enepanun. Cucrema
CTaHAapTOB MO uH(MOpMaNuU, OMOTUOTEYHOMY U U3JATENbCKOMY jaeny. OpraHu3arroHHO-
pacnopsauTenbHas JoKyMeHTalus. TpeOoBaHUS K OPOPMIIEHUIO TOKYMEHTOB.
Metoauueckiue peKOMEHAAMK MO0 Pa3paboTKe WHCTPYKIMHA TIO JICIOMPOU3BOJCTBY B
benepalbHBIX OpraHax WCIOJTHUTEIBHOW BIIACTH, YTBEpP)KIAEHHBIC mMpuka3oM PocapxuBa or 23
nexadps 2009 Ne 76.
Anp60M yHUPHUIHPOBAHHBIX (GOPM MEPBUYHON YYETHOW JOKYMEHTAIMU MO Y4ETY Tpylda U €ro
OILIAThl, yTBEPKAEHHBIN 1ocTaHoBiaeHUeM ['ockomcrata PO ot 05.01.2004 Ne 1.
Martepuansl ¢ UHANBUAYAIbHBIMU 33JJaHUSIMU JJI CAMOCTOSTEIILHOTO COCTABIICHUS TIPUKA30B U
pacropsKEHUM.

Hokymenmuposanue 0eamenbHOCMU KOMLE2UATbHBIX OP2AHO8
Llens 3aHATHS — H3y4YEeHUE TPEOOBAHMH K JOKYMEHTaM, CO3/JaBaMbIM B TIPOIIECCE TIOJATOTOBKH U
00CITyKUBaHUS COBEIIaHUH.
B pe3ynbrate BBINIOTHEHUS 33JaHUH CTYICHT TOJDKEH:
— WMETh MPEIACTAaBICHHE O BHUJAAX KOJUICTHAIBHOM JEATCIBHOCTH M TMOpSaKe e
JOKYMEHTHPOBaHUS;
— 3HaTh COCTaB JIOKYMEHTOB, CO3[aBacMbIX IPH IMOJTOTOBKE COBEHIAHUN, TPEOOBaHUS K
bopMyIsSIpy TPOTOKOJIA, TIOPSIIKY €r0 COCTABICHUS H OQOPMIICHHS,
— yYMETh COCTaBJIsITh W OGOPMIIATH TPOTOKOJ M JOKYMEHTBI, CO3/1aBacMbie B IPOIIECCE
MOJITOTOBKH COBEIIIAHHUS.
— YMETh COCTaBJISITh U O(OPMIISITH BHIMUCKY U3 MMPOTOKOJIA.
— YMETh COCTaBJISITh U OQOPMIISTH PEUICHHUE.

3aoanus ona camocmosamenvHou pabomol
1. U3yunts TpeOOBaHUWs, TPEIBSBISEMbIE K COCTABICHHIO W OQOPMICHHIO TPOTOKOJA W
peIICHHUS.
2. CocTaBuTh NpUIIalleHue Ha 3aCelaHHueE.



3. CocTaBUTH MPOTOKOJ COBEILIAHHUS.
4. OdopMHTH BBIMTUCKY U3 MTPOTOKOJIA.
5. OdopMuUTh perieHue.

Vkazanus no evinonnenuro 3a0anus.
1. YTOYHUTH 3Tambl MOATOTOBKH COBEUIAHWI M BUIBI JOKYMEHTOB, CO3/IaBAEMbIX Ha KayJIOM
sTane (MOBECTKa JHs, CIUCKH YYaCTHUKOB U T.1.).
2. YTOYHUTH 0COOEHHOCTH (QOpMyIIsipa MPOTOKOJA, TPeOOBAHUS K PEKBU3UTAM, U3JI0KECHHBIC B
roCy/IapCTBEHHOM CTaHAApTE M METOJUYECKUX PEKOMEHIalUsAX, oOpaliasi BHUMaHHE Ha COCTaB
UH(pOpPMAaLIUU B TEKCTE MPOTOKOJIA, 0COOEHHOCTH €r0 MOIINUCAHUS, CPOKH OPOPMIICHHUS.
3. Onpenenuth pa3uuus TPEOOBAHHUM K TPOTOKOIY MTOJTHOMY M KPaTKOMY.
4. CocTaBUTh CaMOCTOSITEIHHO HA OCHOBAaHUM PAa3JaTOYHOr0 MaTepuasia MPOTOKOJ, BEIMHICKY U3
IIPOTOKOJIA, pEIICHHUE.

Koumponvhvie onpochwi:
1. [lepeuncnure peKBU3UTHI, BXOASIINE B GOPMYIISp MPOTOKOA.
2. HazoBuTe CTpyKTypy T€KCTa MPOTOKOIIA.
3. B uém oTiiumie mpoTOKOJIAa MOJHOTO U KPAaTKOTO.
4. YKaxuTe TOpSAIOK TIOATOTOBKM COBCHIAHWS M KAaKWe JOKYMEHTBI CO3Jal0TCS B XOJE
MOJTOTOBKHU.
5. Ilepeuncnure peKBU3UTHI, BXOJAIINE B POPMYIISP PEIICHUS.
6. B ueM Ha3HaueHME BBINMMCKHU U3 POTOKOJIA.

Hcmounuxu u aumepamypa

Hcmounuku:
[Tocranosnenue IlpaButensctBa P ot 15.06.2009 Ne 477 «OO6 yrBepxkaenun IlpaBun
JIETIOTIPOM3BOJICTBA B (heepaIbHBIX OpraHax MCIOJHHUTEIbHON BIACTH»/ [DIEeKTpOHHBIN
pecypcl. — M., 2019. — Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW _88695/.
Meronudyeckue peKOMEHAAMA 10 pa3paboTKe MHCTPYKIHMA 10 JEIOMPOU3BOJCTBY B
dbeneparbHBIX OpraHax HCIOJTHUTEIBHOUW BIIACTH, YTBEP)KIAEHHBIC mMpukazoM PocapxuBa or 23
nexadbps 2009 Ne 76 // [DOnekrtponsslii pecypc]. — M., 2019. — Pexum pocryma:
http://www.consultant.ru/document/cons_doc LAW 96081/
[IpumepHass WHCTPYKLHUS MO JEIOMPOU3BOJICTBY B TOCYHAPCTBEHHBIX OpTaHHU3AIUSIX, VTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponssiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW_305137/.
I'OCT P 7.0.97-2016. Hanmonaneusiii crangapT Poccuiickoit @enepanun. Cucrema
CTaHAapTOB MO uHMOpMaNuU, OMOTUOTEYHOMY U U3JATENbCKOMY jaeny. OpraHu3airoHHO-
pacrnopsiiuTeNbHas ToKyMeHTalus. TpeboBanust K 0ohOpMIICHUIO JOKYMEHTOB // [ DIIEKTpOHHBII
pecypcl. — M., 2019. Pexum JOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW 216461/.
I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXUBHOE Jei0. TepMUHBI U OINpEACICHUS. -

[DneKTpOHHBIN pecypc]. — M., 2019. Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc LAW_163800/.
Jlumepamypa:

brikoBa T.A. JlokyMeHTaIlMOHHOE O0ecTieueHue YIpaBIeHUs (AeTOMPON3BOICTBO)
[DnexTpoHHEbIi pecypc]; yueoHoe nmocodue/ T.A. brikora, T.B. Ky3nenosa. -2-e¢ u3z. nepepad. 1
norm. — Mocksa: Uadpa-M, 2018. -304 c. — Pexxum goctyna:
http://znanium.com/go.php?1d=942800/

Pasoamounwii mamepuan x 3anamusam
I'OCT P 7.0.97-2016. Hanmonaneuslii crangapT Poccutickoit @enepanun. Cucrema
CTaHAapTOB MO uH(MOpMaNUU, OMOTUOTEYHOMY U U3JATENbCKOMY jaeny. OpraHu3airoHHO-
pacnopsauTenbHas AoKyMeHTalus. TpeOoBaHUS K OPOPMIIEHHIO TOKYMEHTOB.



Meronudyeckue peKOMEHAAUd 10 pa3paboTKe WHCTPYKIHMA 10 JIEIOMPOU3BOJICTBY B
dbenepalbHBIX OpraHax HCIOJTHUTEIBHONW BIIACTH, YTBEPXKIAEHHBIC mMpukazoM PocapxmBa or 23

nexadps 2009 Ne 76.
Martepuansl ¢ HWHIWBHIYAJIbHBIMH  3QJaHUSIMH JUIS  CaMOCTOSTEIIBHOTO  COCTABIICHUS
JIOKYMEHTOB.
Cocmasnenue uHpopmMayuoHHO-CNPABOUHbIX OOKYMEHMO8
Lenp 3aHaATHS — wW3y4YeHHWE HA3HAYCHHUS WHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB U

0coOeHHOCTEN 0hopMIIEHUS KaXI0Tr0 BUa 3TOU IPpyMIbl JOKYMEHTOB.

B pe3ynbrare BBINOJHEHUS 3aJaHUIN CTYIEHT JOJIKEH:
— MMETh MPECTABIEHUE O TUMOBBIX CUTYaUAX, OPOPMIISIEMbIX YHU(DHUIIMPOBAHHBIMU (popMamMu
UH(POPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB;
— 3HaTh BUJbI HH(OPMAIIMOHHO-CIPABOYHBIX JOKYMEHTOB; TPeOOBaHUS K (POPMYISPY KaXKIOro
BU/IA;
— YMETh COCTaBJISITh BCE BUJBI MH(OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB U UMETh HABBIKH UX
oopmIIeHHs Ha KOMITBIOTEpE.

3aoanus ona camocmosamenvHol pabomoi
1. M3yunTh mpaBuiIa cocTaBieHus U OQOpMIICHHS MH(OPMAIIMOHHO-CIPABOYHBIX JIOKYMEHTOB,
00paTB BHUMaHHE HA OCOOEHHOCTH TPeOOBAaHUHN K KaXKIOMY BHU/TY.
2. CocraBute u odopmMuth B coorBercTBUM ¢ TpeboBanusmu ['OCT P 7.0.97-2016 u
MeTtoauueckux peKOMEHIAIUMI:

* TOKJIQJIHYIO 3aIIUCKY (BHYTPEHHIOIO U BHEIIHIOK);

* 00BSCHUTEIBHYIO 3aMMMCKY (BHYTPEHHIOI U BHEITHION);

* CIIPaBKY;

* aKT;

* muchbMa (TapaHTHIfHOE, HATIOMHUHAHUWE, MPUTJIAICHUE, YBEIOMIICHHUE, PEKIaMAlHI0 U
T.10.).

Yxaszanusa no evinonnenuro 3aoanus
1. YTouHuth BUABI UH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB U MPHU KaKUX YIPaBICHUECKUX
CUTYaIMsSIX OHU CO3JAI0TCA.
2. BoIsiBUTH 0COOEHHOCTH Ka)10T0 BUAa HH()OPMALIMOHHO-CIIPABOYHOIO JOKYMEHTA.
3. U3yunth TpeOOBaHUS TOCYAAPCTBEHHOTO CTaHIapTa K 0(POPMIICHHUIO PEKBU3UTOB, BXOASAIINX B
TUTNIOBOW (hOPMYIISp KaXA0ro BUa HHPOPMAIIMOHHO-CIIPABOYHOTO TOKYMEHTA.
4. CoctaBUTh ¥ 0OPMHUTH JOKYMEHTHI B COOTBETCTBUH C OJYYCHHBIMHU 33aHUSMHU.

Koumponwvnuvie 6onpocwi
1. aiiTe ompeenieHue U YKaKUTE TUIIOBON POpMyIIsp:

* TOKJIaJHOM 3aITHCKH;

* 00BSICHUTEILHOM 3aIIUCKU,

* CIIPaBKU;

* aKTa,

* CITy’keOHOTO MHUChMa (Ha30BUTE €T0 PA3HOBUIHOCTH);
2. Ykaxute 0cO0EHHOCTH OPOPMIICHHUS ITHCEM.
3. B uém ocobeHHOCTh 0OpMIICHUS MTUChMa-OTBETA.
4. Kakue TpeOOoBaHUS MPEIbABIAIOTCSA K TEKCTY ITHCEM.

Hcmounuxu u numepamypa

Hemounuku:
[ToctanoBnenune IlpaButensctBa PD ot 15.06.2009 Neo 477 «O6 yrBepxkaenun IIpaBun
JIeNIOTIPOU3BOICTBA B (peiepajbHBIX OpraHax HWCHOJHHUTENbHOM BiacTu»// [DJIEKTPOHHBIH
pecypc]. - M., 2019. - Pexum JIOCTyna:
http://www.consultant.ru/document/cons_doc LAW_88695/.
Metoauueckie peKOMEHJalUd 10 pa3palOoTKe MHCTPYKUMH MO JEJIONPOU3BOJCTBY B
(denepanbHBIX OpraHax HCIIOJHUTEIBHOW BJIACTH, YTBEP)KICHHBbIE IpuKa3oM PocapxuBa ot 23



nexadbps 2009 Ne 76 // [DnextponHwlii pecypc]. — M., 2019. — Pexwum pgocryma:
http://www.consultant.ru/document/cons_doc LAW 96081/

[IpumepHass WHCTPYKIMS MO JEIONPOU3BOJCTBY B TOCYAAPCTBEHHBIX OPraHU3AlUAX, VYTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Onextponssiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW _305137/.

I'OCT P 7.0.97-2016. Hannonaneuslii ctangapT Poccuiickoit @enepanun. Cucrema

CTaHAapTOB MO uH(MOpMaNuU, OMOTUOTEYHOMY U U3JATENbCKOMY jeny. OpraHu3airoHHO-
pacropsiauTeNbHas ToKyMeHTalus. TpeboBanust K 0QOPMIICHUIO JOKYMEHTOB // [ DIIEKTPOHHBII
pecypcl. — M., 2019. Pexum JOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P 7.0.8-2013 Jlenmonpou3BOACTBO M apXUBHOE Jei0. TepMUHBI U OINpEACICHHS. -

[DneKTpOHHBIN pecypc]. — M., 2019. Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc LAW_163800/.
Jlumepamypa:

brikoBa T.A. JlokyMeHTaIlMOHHOE O0ecTieueHue YIpaBiIeHUs (IeTOMPON3BOICTBO)
[DnexTpoHHEbI pecypc]; yaueoHoe nmocodue/ T.A. brikora, T.B. Ky3nemnosa. -2-e¢ u3z. nepepad. 1
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. - Pexxum JOCTyIa:
http://znanium.com/go.php?1d=942800/

MamepuanvHo-mexnuueckoe obecneueHue

I'OCT P 7.0.97-2016. Hannonaneuslii crangapT Poccuiickoit @enepanun. Cucrema

CTaHAapTOB MO uH(MOpMaNuU, OMOTUOTEYHOMY U U3JATENbCKOMY jeny. OpraHu3airoHHO-
pacnopsauTensHas JoKyMeHTalus. TpeOoBaHUS K OPOPMIIEHUIO TOKYMEHTOB.

Meronudyeckue peKOMEHAAMA 10 pa3paboTKe WHCTPYKIHMA 10 JEIOMPOU3BOJCTBY B
dbenepalbHBIX OpraHax HCIOJTHUTEIBHOW BIIACTH, YTBEP)KIAEHHBIC mMpukazoM PocapxuBa or 23
nexadps 2009 Ne 76.

Martepuansl ¢ HWHAMBUIYANbHBIMH  33JaHUSMU JUISI  CaMOCTOSITENIBHOIO  COCTaBIICHUS
JIOKYMEHTOB.

8.2. Memoouueckue pekomenoayuu K camocmoamenvHol padome cmyoeHmoes

dopma
Ne | camocTofTeILHOI MeToauveckne peKOMeH AN U
padoThI
CaMmocTosTenspHast CaMocTosTensHast pa60Ta IMPOBOAUTCHA C OCIbIO:
pabora CUCTeMAaTH3allMi U 3aKpeIUICHUsl MOJYYEHHBIX TEOPETHUYECKHUX
3HAHUW U MPAKTUYECKUX YMEHHUI 0oOydaroluxcs; yriiyoaeHus u
paciupeHus TEOPETUUECKHIX 3HaHU’ oOyuaronmxcs;
dbopMupOBaHHUS ~ yYMEHUH  HCIOJIb30BaTh  HOPMATHBHYIO,
MPaBOBYIO, CIIPAaBOYHYIO JOKYMEHTAIUIO, y4eOHYIO u

CIELMANbHYIO  JINTEpaTypy;  pa3BUTHUS  IO3HABATEJIbHBIX
CIIOCOOHOCTEH MW aKTUBHOCTH OOYYarOIIUXCS: TBOPUYECKOM
WHUILMATUBBI, CaMOCTOSITENILHOCTH, OTBETCTBEHHOCTH,
OpPraHU30BaHHOCTH; (dopmupoBaHue CaMOCTOSITEIbHOCTH
MBILUIEHUS, CIOCOOHOCTEM K CaMOpPa3BUTHIO,
COBEPIICHCTBOBAHUIO M CaMOOpraHu3aluy; (OpMHUPOBAHUS
npo¢eCCHOHATIBHBIX KOMIIETEHIINH; Pa3BUTHUIO
UCCIIEIOBATENIbCKUX YMEHUH oOydaronuxcs. DopMbel U BUABI
CaMOCTOSITENIbHOU paboThl 00yYaIOMIMXCs: YTEHHE OCHOBHOM U
JIOTIOJIHUTENBHON JIUTEPaTypbl — CaMOCTOSITENbHOE H3Y4YEHHUE
MaTepuaiga IO PEKOMEHAYEMBIM JINTEPATYPHBIM HCTOYHUKAM;




dopma
CaMOCTOSITEIbHOM
padoThI

MeToauyeckue peKOMeHAaNu

paboTta ¢ OMOJIMOTEYHBIM KaTaJIOTOM, CAMOCTOSTEIbHBIN T0100p
HEO0OXO0IUMO JIUTEPATYPHI; paborta co CJIOBapeM,
CIIPAaBOYHHUKOM; TIOMCK HEOOXomuMon HWHPOPMAMK B CETH
WHTepHeT; KOHCNEKTHPOBAaHHWE HCTOYHUKOB; pedepupoBaHue
HUCTOYHUKOB; COCTaBJICHME AaHHOTAIMl K MPOYUTAHHBIM
JUTEPaTypHbIM HCTOYHHUKAM; COCTaBJICHHE PELEH3UN U OT3hIBOB
Ha MPOYMTAHHBIA MaTepHall; COCTaBlieHHE 0030pa MmyOauKaruit
0 TEMe; COCTaBJeHHE U pa3paboTKa TEPMHHOJIOTHYECKOIO
CJIOBapsl; COCTABJICHUE XPOHOJIOTHYECKOM TaOJIUIIbl; COCTaBICHUE
oubnuorpaduu (6udnuorpaduyeckoit KapTOTEKN); MOATOTOBKA K
pa3nu4HBIM (popmMaM TeKyIel U IPOMEXYTOUHOU aTTecTaluu (K
TECTHUPOBAHUIO, KOHTPOJBHON paboTe, 3adery, SK3aMeHy);
BBINOJIHEHUE JIOMAIIHUX KOHTPOJBHBIX Pa0dOT; CAMOCTOSITEIHLHOE
BBIITOJIHEHUE TMPAKTUYECKUX 3aJaHUN PENpPOJYKTUBHOTO THIIA
(OTBETHI Ha BONPOCHI, 33[a4l, TECThI; BHIMOJIHEHUE TBOPUYECKUX
3aaHuii). TeXHOIOTHs OpraHMU3alUU CAMOCTOSITEIBHON pabOTHI
o0yJaromuxcst BKIIOYAET HCIOJIb30BaHUE HH(OPMAIIMOHHBIX U
MaTepHaIbHO-TEXHUYECKUX pecypcoB 00pa3oBaTEeNbLHOTO
YUPEXKIEHUS: O6ubnuoTeKy C YUTAIBHBIM 3aJI0M,
YKOMIUIEKTOBaHHYI0O B  COOTBETCTBUU C  CYIIECTBYIOIIMMHU
HOpMaMH; Y4eOHO-METOIUYECKYI0 0a3y Y4YeOHBIX KaOWHETOB,
nabopaTopuii ¥ 3ayia KOAU(HUKAIMK; KOMITBIOTEPHBIE KJIACCHI C
BO3MOKHOCTBIO paboThl B ceTu MHTEpHET; ayauTopun (KJIacchl)
JUIS KOHCYJIbTAIlMOHHOM JesTeNbHOCTH; y4eOHYI0 U YyueOHO-
METOJIMYECKYI0  JIUTEepaTypy, pa3padOTaHHYI0O C  Y4eTOM
YBEJIMUYEHUS JI0JIU CAMOCTOSITENIbHOM PabOThI CTYIEHTOB, U UHBIE
METOJINYECKUE MaTepuabl. [lepen BBITIOJTHEHHEM
0o0yJaronMMHUCd BHEAYAUTOPHOM CaMOCTOSITEIIBHOM PaOOTHI
npenojaBaTesib MPOBOJUT KOHCYJIbTHUPOBAHHE MO BBIOJHEHUIO
3aJjaHKs, KOTOPBIA BKIIIOYAET IIeNb 3a/laHMsl, €ro COJepIKaHus,
CPOKM  BBINOJIHEHUS,, OPHEHTHUPOBOYHBI 00BEM  paboTHI,
OCHOBHBIE TpeOOBaHMS K pe3yibTaraM paboThl, KPUTEPUU

OLICHKU. Bo BpeMs BBIITOJIHCHUS 00yJaromuMucs
BHEAYJUTOPHOU CaMOCTOSTEIILHOU paboTbI u npu
HE00X0AUMOCTH [IPENO1aBaTellb MOXET IIPOBOJIUTH
VHMBUlyaJIbHBIC 51 IPYIIIOBBIE KOHCYJIbTALIVH.
CamocTosiTenbHas pabora MOXET OCYILECTBIATHCS

MHIMBUYAIIbHO WJIM TpyNnnaMu OOy4yaromMXCsi B 3aBUCUMOCTH
oT menu, oObeMa, KOHKPETHOW TEMaTHUKU CaMOCTOSTEIbHOU
palboThl, YpOBHS CIIOKHOCTH, YPOBHA YMEHHH OOy4aroImmxcs.
Kontponb CaMOCTOSTEIIbHON paboThI 00ydJaronmxcst
npelycMaTpuBaeT:

— COOTHECEHHUE COEp KaHUsI KOHTPOJIS C LEeIIMUA O0yUYCHHS;

00BEKTHUBHOCTb KOHTPOJIS;
— BQJIMJHOCTh KOHTPOJS (COOTBETCTBUE NPEIbIBISIEMbBIX




dopma
CaMOCTOSITEIbHOM
padoThI

MeToauyeckue peKOMeHAaNu

3aJJaHUN TOMY, 4TO MPEAINOIaracTcs NpOBEPUTh);

— muddepeHnnanuo KOHTPOJIBHO-U3MEPUTEITBHBIX
MaTepuasoB.

—  ®opMBI KOHTPOJIS CAMOCTOSITETILHON paObOTHI:

— TMPOCMOTP U TPOBEPKA BBINOJHEHHUS CaMOCTOATEIbHOM
paboThI MpernoaaBaTeieM;

— OpraHu3alus caMOIpPOBEPKH,

— B3aUMONPOBEPKM BBHINOJHEHHOTO 3aJaHusl B TPYIIIE;
00CyXJIEHHE pEe3YyJIbTAaTOB BBIIOJHEHHOM pabOThl Ha
3aHSATHU;

— IPOBEJCHUE MHUCbMEHHOTO OIPOCa;

— TPOBEICHHME YCTHOI'O ONPOCa;

— oOpraHM3anus ¥ TPOBENCHHE  WHAWBUIYAIBHOTO
cobecen0BaHus; OpraHu3aIus u IpoBeIeHHE
cobOece0BaHuUs C TPYIIION;

3aIuTa OTYETOB O MPOJIETaHHON paboTe.

AHnanmu3 u
KOHCIICKTUPOBAHHUE
OCHOBHOU U
JOIIOJTHUTEILHOU
JUTEPaTyPHI.

[Ipu paGote ¢ yueOHOW nuTEpaTypoil HEOOXOAUMO MOA0OpaTh
JUTEPaTypy, HAYUYUTHCS IPABUIBHO €€ YUTATh, BECTH 3aIUCH.
Jns  moxbopa nuTepaTypsl B OMOIMOTEKE MCIIONB3YIOTCS
an(haBUTHBIN M CUCTEMAaTHYECKUI KaTaJOTH.

[IpaBwibHBI mOAOOP y4eOHOW JHUTEpaTyphl PEKOMEHIYeTCs
mpernojaBaTesieM, YUTAIOIIUM JIEKIIMOHHBIN Kypc. Heobxonumas
JUTEeparTypa yKa3aHa B METOJMUYECKUX pa3padoTKax 0 JTaHHOMY
Kypcy.

W3yuass wmarepuan 1o BBIOpAaHHOW JIMTEpaType, CledyeT
MIEPEXOUTh K  CIEOYIOIIEMY  BONPOCY TOJBKO  IOCIHE
NPaBUIILHOTO YSACHEHHSI MPEAbIIYILETo, OMUCHIBask Ha Oymare Bce
BBIKJIAJIKU U BBIYMCIICHUS (B TOM YHCIE T€, KOTOPHIE B YUEOHUKE
OMYIIEHBI UJIK Ha JIEKLIUU JAHBI I CAMOCTOSATEILHOT'O BHIBOJIA).
Oco0oe BHUMaHUE ClIeyeT 00paTUTh Ha ONpPEEIeHNE OCHOBHBIX
MOHSTUH Kypca.

CtyaeHT [OJDKeH TOApOOHO pa3douparh MPUMEPHI, KOTOPHIC
MOSICHSIIOT TaKHe ONpeieNieHusl, U YMeTh CTPOUTh aHAJIOTUYHBIE
npuMepsl  camocTosiTenbHo. HykHO 100MBaThCs TOYHOTO
MIPE/ICTAaBJICHHS O TOM, YTO H3y4aelllb.

[Tone3Ho cocTaBIsATh ONMOPHBIE KOHCIIEKTHI.

[Tpu m3ydyeHnn maTepuayia 1o y4eOHUKY IOJIE3HO B TeTpaau (Ha
CHEIHabHO OTBEIECHHBIX MOJSAX) IOMOJHATH KOHCHEKT JIEKIIHH.
Tam ke crnenyer orMedarbh BOMPOCHI, BBIACIEHHBIE CTYACHTOM
JUTSL KOHCYJIBTAI[UU C MPENOJaBaTEIIEM.

BbIBO/IbI, TIOJTyUEHHBIE B PE3YJIbTATE U3YUEHMSI, PEKOMEHIYETCs
B KOHCIEKTE BBIICIATh, YTOOBI OHU TMPH TEPEUYNUTHIBAHUU
3aIuCeN JIydlle 3allOMUHAIIACH.

OnelT MoOKa3blBa€T, YTO MHOTMM CTYA€HTaM IIOMOTaeT
COCTaBJIEHHE JIUCTAa  ONOPHBIX  CUTHAJOB,  COJAEPIKALLETO




dopma
CaMOCTOSITEIbHOM
padoThI

MeToauyeckue peKOMeHAaNu

BaKHEWIIIME U Hanbosiee YacTo ynoTpedsieMmblie MOHATHA. Takoi
JUCT TIOMOTAaeT 3allOMHUTh OCHOBHBIE ITOJIOKEHHS JICKIIUU, a
TAaKXKE MOXET CIY)KUTh TIOCTOSHHBIM CIPAaBOYHUKOM IS
CTYJ/ICHTA.

PaznuuaroT 1Ba BUIa YTEHUS: IEPBUYHOE U BTOPUIHOE.
[lepBuyHOE - ATH BHUMATEIbHOE, HETOPOIUIMBOE UYTCHHE, TPHU
KOTOPOM MOKHO OCTaHOBHTBCS Ha TPYAHBIX MecTax. [locie Hero
HE JIOJDKHO OCTaTbCs HH OJHOTO HEMOHSATHOTO  OJIOBA.
Coz[epxcaHHe HE BCCraa MOXET GBITB TMMOHATHO ITOCJIC IICPBUYHOTO
YTCHUAA.

321,[[3.‘-13. BTOPUYHOI'O YTCHHA IIOJIHOC YCBOCHHC CMBIC/TIA LECJIOIr0
(HO CUCTY 3TO YTCHUC MOXKCT GBITB " HC BTOPBIM, a4 TPCTbUM HJIA

YETBEPTHIM).
OcHOBHBIE BU/Ibl CUCTEMATU3UPOBAHHOMN 3aIIMCU IPOYUTAHHOTO:
1. AHHOTHpOBaHME — IIPENEIbHO KpPAaTKOE CBSA3HOE

OIMHMCaHNEe MTPOCMOTPEHHOM WM TPOYUTAHHON KHUTH (CTAaThH), €€
coJiepKaHusl, ICTOUHUKOB, XapaKkTepa U Ha3HAYCHUS,

2. IlnanupoBaHue — KpaTkKas JIOTHYECKash OpraHu3aius
TEKCTa, PACKPBIBAIOLIAsl COAEPKAHUE U CTPYKTYPY U3Y4aeMOTO
Marepuana;

3. Te3upoBanue — JAKOHMYHOE BOCIPOHU3BEICHUE
OCHOBHBIX  YTBEPKICHUU aBTopa  0e3  NpUBJICYCHHUS
(haKTUYECKOTO MaTepHaa;

4. [luTupoBaHuEe — JOCIOBHOE BBIIMCHIBAHUE M3 TEKCTA
BBIIEPKEK, M3BJICUEHUHN, Hanboyiee CYIIECTBEHHO OTpPa)KaroIINX
Ty WIHA UHYIO MBICJIb aBTOPA;

5. KoHcnekThupoBaHue — KpaTKoe MU TMOCJIEIOBAaTEIbHOE

M3JI0KEHUE COJIEPKaHUS TPOUYUTAHHOTO.
KoHcnekT — cinoHblii crnoco0 H3I0KEHHsI COJep>KaHUsl KHUTU
WU CTaThbM B JIOTUYECKOW TmocienoBaTenbHOCTH. KoHcmekT
aKKyMyIIMpyeT B ceOe Mpenblayliue BUIbI 3alHCH, MO3BOJISET
BCECTOPOHHE OXBAaTUTh COJAEp)KAHWE KHUTH, cTaTbu. [loaTomy
YMEHHUE COCTaBIIATH IIJIaH, TE€3UCHI, JIeJIaTh BBIMUCKA U JIPYrue
3aMiCH ONPEICISIET U TEXHOJIOTHIO COCTABICHUSI KOHCIICKTA.

Meronuyeckue  peKOMEHJALMM IO  COCTaBJICHHIO
KOHCIIEKTa!

1. BnaumarenbHO npOYMTANWTE TEKCT. YTOUHUTE B
CIIPAaBOYHOM JIUTEpaType HENOHATHbIE cioBa. Ilpu 3anucu He
3a0y/1bTe BEIHECTU CIIPABOYHBIC JAHHBIE HA MOJIST KOHCIIEKTA;

2. BeienuTe raaBHOE, COCTaBbTE TUIAH;

3. Kparko chopmynupyiiTe OCHOBHBIE TIOJIOKECHUS
TEKCTa, OTMETHTE apTyMEHTALIMIO aBTOPA;

4. 3aKOHCIEKTUPYUTE MaTepHuai, YETKO CIEAysl MyHKTaMm
mnaHa. [Ipy KOHCHEKTHPOBAaHUM CTAPANWTECh BBIPA3UTh MBICITb
CBOMMHU CJIOBaMH. 3aIlACH CIEAYET BECTH YETKO, SICHO.
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5. TI'pamotHO  3anuchiBaiiTe  mutatel.  [utupys,
YYHUTBIBANTE TJAKOHUYHOCTh, 3HAYUMOCTh MBICIIH.
B Tekcre KOHCHEKTa JKemaTelabHO NPUBOAMTH HE TOJIBKO
TE3UCHbIE TIOJIOKEHUS, HO W HX JoKa3arenbcTBa. [lpum
oQOpMIIEHHH KOHCIIEKTa HEOOXOAMMO CTPEMHUTHCS K E€MKOCTU
Ka)XJI0TO MPeUI0kKEHNs. MBICIN aBTOpa KHUTH CIIEyeT U3JlaraTh
KpaTKo, 3a00TACh O CTWJI€ U BbIPA3UTEIbHOCTH HAMMCAHHOTO.
Yucno JOMOIHUTETBHBIX 3JIEMEHTOB KOHCIEKTa JOJKHO OBITh
JIOTUYECKH OOOCHOBAaHHBIM, 3aIMMCHU JIOJDKHBI PACTIPEeNiaThCs B
ONPEACICHHON IOCIE0BATEIbHOCTH, OTBEYAOUIEN JIOTUYECKOU
CTPYKType npousBefeHus. Ui YTOYHEHHS W JONOJHEHUSA
HEO0OXOIUMO OCTABJISATH MOJIS.
OBnaneHne HaBBIKAMH KOHCIIEKTHPOBAHUS TpeOyeT OT CTyIeHTa
[EIeYCTPEMIICHHOCTH, IIOBCEAHEBHON CaMOCTOSITEIbHON paOOTHI.

IloaroroBka K
CEMUHAPCKUM
3AHATHUAM

Cemunap - BHJA Y4eOHOrO 3aHSATHS, NPU KOTOPOM B
pe3ynbTaTte TpeaBApPUTENBHON pabdoThl HAJ TPOrPaMMHBIM
MaTepHajioM MpernojaBaTeNii M CTYAEHTOB, B OOCTaHOBKE HX
HEMOCPEACTBEHHOTO M aKTUBHOI'O OOMICHMS pPELIAloTCs 3ajauu
MO3HABATEIBHOTO U BOCIUTATENBHOIO XapakTepa, (hopMupyercs
MHPOBO33pEHHUE, MIPUBUBAIOTCS METO/I0JIOTUYECKHE "
MpaKTUYECKHEe HaBBIKK B  00JAacTU  JOKYMEHTOBEACHMS,
HEeoOXOoIuMBbIE ANl  CTAHOBJIGHHUS  KBaJTU(UIIMPOBAHHBIX
CHEIUATUCTOB B cOOTBETCTBUHU ¢ TpeboBanusmu PI'OC BO mo
HAaIpaBJICHUIO TOJATOTOBKH «/{OKYMEHTOBEICHNE U apXUBOBEICHUEY,
OakanaBpHar.

eab ceMMHAPOB: 3aKPEIVICHUE TEOPETHUYECKUX 3HAHUM,
aKTUBU3aLMs pabOThl CTYIEHTOB B XOJ€ W3YYCHUS AUCLMILTUHBL,
pPa3BUTHE HABBIKOB  CAMOCTOSITEIBHOW  MCCIEA0BATEIBCKOMN
NeSITeNbHOCTH, YMEHHUS paboTaThb C HAaydyHOM M yd4eOHOH
JUTEPaTypOd, apryMEHTHUPOBAHO OOOCHOBBIBATH CBOU PEIICHUSI.

Poabs  ceMMHApoOB:  CTUMYJHMPYIOT  BHHUMATEIBHOE
OTHOLLIEHUE CTYIEHTOB K JICKIMOHHOMY KYpCY U PEryisipHOE
W3y4yeHUE UMHU JIUTepaTyphl Mo aucuumuinae «OpraHuzanus
rOCYJapCTBEHHBIX YUYpexkaeHu Poccun» 3akperuisroT 3HaHus,
IIOJIyYEHHbIE  CTYACHTaMH Ha JEKIUsAX M B XOJe
CaMOCTOSITENIbHONW Pa0OThl HAJ JIMTEPATYpPOH; pacIIUpSIOT Kpyr
3HaHUH 110 KOHKPETHOM TEME; IO3BOJISIOT CTYAEHTaM IIPOBEPUTH
MPaBUJILHOCTh PaHee MOJYUYECHHBIX 3HAHWM, BBIWICHUTh B HUX
HauboIee, CYILIECTBEHHOE; IIPUBUBAIOT HaBBIKH
CaMOCTOATENIBHOTO  MBIIIJIEHUS, YCTHOTO BBICTYIUIEHUS TIO
TEOPETUYECKUM BOIIPOCaM, OTTAUYMBAIOT MbICIb, MPUYYAOT
CTYJICHTOB cBOOOIHO ONEepUpPOBATH TEPMUHOJIOTUEN;
MPEAOCTABIIAIOT BO3MOKHOCTh INPENOAABATEN0 CUCTEMATUYECKH
KOHTPOJIMPOBATh YPOBEHb CaMOCTOSITEIbHONU pabOThl CTYJEHTOB
HaJ y4yeOHBIM MaTepuajoM, CTENEeHb UX BHHUMATEIbHOCTH Ha
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JEKUHUSX.
OcHoBHbIe (opMBbI CeMHUHAPOB: pa3BepHyTas Oecena,
o0CyXXJIeHHE BOIIPOCOB, CEMHUHap-AUCIYT, KOMMEHTHPOBaHHOE
YTeHHE, YIPaKHEHHUS Ha CAMOCTOSTEIbHOCTb MBIIUICHHUS,
MUCbMEHHAas (KOHTPOJIbHAS) paboTa, CEMHUHAP-KOJIJIOKBUYM.

IloaroroBka K
MPaKTUYECKOMY
3aHSTHIO

ITpopaboTtka paboueil mporpammsl, yaenss oco0oe BHHUMAaHUE
LeasiM M 3aJadaM, CTPYKTYpE U COIEPKAHUIO JUCLUIUIMHBL
KoHcnektupoBanue NCTOYHUKOB. PaboTa ¢ KOHCIIEKTOM JICKITHIA,
IIOATOTOBKA OTBETOB K KOHTPOJIBHBIM BOIIPOCAM, IIPOCMOTP
PEKOMEHIyeMO JIUTEpaTypHl, pabota c TEKCTOM.
IIpociymmuBanue ayauo- M BHUACO3AIUCEN IO 3aJaHHOU TeEMe,
pelIeHHe pacuyeTHO-TpapUUecCKuX 3aJaHui, pelIeHHe 3a/1ad I10
QITOPUTMY U IP.

TectupoBanue

TecTel — 3TO BOMPOCHI WM 3aJaHUsA, MPEAYCMATPUBAOLINE
KOHKPETHBIW, KPaTKHUM, YETKU OTBET HA HMMEIOLIHUECS ITAJIOHBI
OTBETOB.

IIpy  caMOCTOATENIBHOM  MOArOTOBKE K  TECTUPOBAHUIO
CTYJIEHTY HEOOXOIUMO:

a) rOTOBSCH K TECTUPOBAHUIO, npopaboTaiite
MH(OPMALIMOHHBIN Marepuan o JUCLUTIIINHE.
[TpokoHCYNIBTUPYHTECH C TpenojaBaTeseM Mo BONpoCy BbiOOpa
y4eOHOU JTUTEPATYPHI;

0) 4ETKO BBISICHUTE BCE YCIIOBHUSI TECTUPOBaHUS 3apaHee. B
JOJDKHBI 3HaTh, CKOJIbKO TecToB Bam Oyaer mnpeanoxeHo,
CKOJIbKO BPEMEHU OTBOJUTCS HAa TECTUPOBAHHUE, KAKOBA CHUCTEMA
OLICHKH PE3yJIbTATOB U T.1.

B) MpHUCTymas K paboTe ¢ TecTaMu, BHUMATEILHO U JIO KOHIIA
MPOYTUTE BOMNPOC M INpeajlaraéMble BapUaHTbl  OTBETOB.
BeiGepure mnpaBuibHble (MX MOXET OBITh HecKonbko). Ha
OTJICIbHOM JIMCTKE OTBETOB BBIMUIINTE LIU(PY BOMpoca U OYKBHI,
COOTBETCTBYIOIIME NMPABUIIBHBIM OTBETAM;

I') B IPOLECCE PEIICHUs KEeNATeNIbHO NMPUMEHSATh HECKOJIbKO
MOAXOJO0B B PELICHUM 3aJaHHs. IDTO TMO3BOJISIET MAKCUMAJIbHO
ruOKo OINepupoBaTh METOJAaMHU PEHICHMs, HaXoAs KaxAbld pa3
ONTUMAJIbHBIN BAPUAHT.

n) ecnu Bbl BCTpeTwSIM 4Ype3BhIUAWHO TPYAHBIM s Bac
BOIIPOC, HE TpaThbT€ MHOro BpeMeHH Ha Hero. [lepexonurte k
JIpYrUM TecTaM. BepHUTECH K TpyTHOMY BOIPOCY B KOHIIE.
€) 00s13aTeIbHO OCTaBbTE BPEMS IS IPOBEPKH OTBETOB, YTOOBI
n30exaTh MEXaHMYECKHX OLTHOOK.

NunuBuyanbHbIe
3aaHus

3HAKOMCTBO C OCHOBHOW M JIONOJHUTEIBHOW JIUTEPATYpPOil,
BKJIFOYAs CIPABOYHBIC W3/IaHUS, 3apyOeKHbIE HWCTOYHHKH,
KOHCIIEKT OCHOBHBIX IIOJIO)KEHUM, TEPMHHOB, CBEICHHIA,
TpeOyrommxcs JUISE 3aIIOMUHAHUS u SIBIISTIOIIMXCS
OCHOBOIIOJIAraloIuMU B 3TOH TeMe. CoCTaBlIEHHE aHHOTAIUN K
MPOYUTAHHBIM JIMTEPATYPHBIM UCTOYHUKAM U JIP.
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Onpoc

Onpoc - 3TO CpPeACTBO KOHTPOJsS, OPraHM30BaHHOE Kak
crienuanpHas O6ecena mpernogaBaress ¢ 00yJaroIIMMCsl Ha TEMBI,
CBSI3aHHBIE C HM3y4aeMOW AUCUUIUIMHOW, W PACCUYUTAHHOE Ha
BBISIBIICHHE 00bE€Ma 3HAHHMI 00YyYaromerocs Mo OnpeaesieHHOMY
pasneny, Teme, npodiseme u T.1m. [IpoOiiemarnka, BBIHOCHMAas Ha
OIpoC ompejeNieHa B 3aJaHUSX IS CaMOCTOSITENIbHON paboTh
oOyuarolerocs, a Tak’ke MOXKET OINpPEAEIATHCS MpernoaBaTeliem,
BEIYLIUM CEMHHApCKUE 3aHATHA. Bo BpeMs mpoBeaeHus orpoca
O0yYaroIuics OJKEH yMeTh OOCYOUTh C MperojaBaTeseM
COOTBETCTBYIOLIYIO MPOOIEMATUKY Ha YPOBHE AUAJIOTA.

Tekymmit
KOHTPOJIb
(KOHTPOIBHBIN

cpes)

Opranusyercs Kak »JJIEMEHT Y4eOHOro 3aHATUS B BHJE
BBITIOJIHEHUST OOydJaromumucs OJioKa 3aJaHuil B MHCbMEHHON
¢bopme 110 3aJaHHBIM TeMaM TUCIHUITITHHBI

IToaroroBka k
AK3aMEHY

[Tpu moAroToBKE K SK3aMEHY HEOOXOIUMO OPUEHTHUPOBATHCS
HAa  KOHCIIEKTHI  JIGKIUH, pabouyio  mporpammy ydeOHOU
JTUCIUIUIMHBI, HOPMATUBHYIO, Y4YEOHYI0 U PEKOMEHIYEeMYIO
mutepatypy. OCHOBHOE B TIOJITOTOBKE K cllade dK3aMeHa — 3TO
MOBTOPEHHE BCEro Marepuayia y4eOHON TUCIHUIUIMHBI, TIO
KOTOpOMY HEOOXOIMMO cHIaBaTh dSk3aMeH. lIpu MmoAroToBke K
chade 9K3aMeHa OOydYalomUics BeCh 00BEM pPabOTHI JIOJDKEH
pacrpeneniaTh paBHOMEPHO TIO JTHSIM, OTBEICHHBIM  JUIS
MOJTOTOBKH K 93K3aMEHY, KOHTPOJHUPOBATH KaXKIbId JI€Hb
BBHIIOJIHEHUE HaMEUYeHHOW paboThl. B mepmoj MmoAroToBKku K
9K3aMeHy OOy4JaroIIHMiicsi BHOBb 00paIiaeTcs K y)Ke U3ydeHHOMY
(mporineHHOMY) yaeOHOMY MaTepHany.

8.3. Memoouueckue pexomenoayuu no no020Mo6Ke RUCbMEHHBIX padom
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Hanmcanne
KOHCIIEKTA JICKIINH

Hanucanne  KOHCmekTa  JIEKUMI:  KpAaTKO, CXEMAaTHUYHO,
MOCNIEI0BAaTENbHO  (PUKCUPOBATH  OCHOBHBIE  IOJIOKEHUS,
BBIBOZBI, (HOPMYIHPOBKH, OOOOIICHHUS; TOMeuYaTh Ba)KHbIC
MBICJIM, BBIJEISATh KJIIOYEBBIE CIJIOBA, TepMHUHBL. [IpoBepka
TEPMHHOB, TOHATHM C MOMOIIBIO SHIMKIONEIUN, CIOBapEu,
CIIPaBOYHHMKOB C BBIIUCHIBAHUEM TOJKOBAHWI B TETPAlb.
O003HaUUTh BOMPOCHI, TEPMHHBI, MaTepuai, KOTOPHIH
BBI3BIBAET TPYIHOCTH, IOMETUTH U MONBITATHCSI HAUTU OTBET B
pekomMeHyeMon suTeparype. Ecam  caMOCTOATENbHO HE
yaaeTcst pazo0parhcest B MaTtepuae, HE0OXOaMMO
chopMynupoBaTh BOMPOC U 33/JaTh MPENOJABATENIO Ha
KOHCYJIBTAIIMH, HA IPAKTUYECKOM 3aHSATHH.

KontponbHas padota

KonTtponbHast paboTa — OpUrHHAIBLHOE COYMHEHUE HEOOIIBIIOro
pa3sMepa, B KOTOPOM M3JIaraloTCsi KOHKPETHBIE Ppe3yIbTaThl
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U3y4CHUS 00y4yaeMbIM TV CLUATUTMHBI (pe3ynbTatsl
COOCTBEHHOTO HCCJICIOBaHMs 1O KOHKpETHOW Teme). B xonme
HalMCaHUs KOHTPOJILHOW paboThl o0y4aeMblii mpuoOperaeT
HaBBIKM CaMOCTOSITEIbHOM pabOThl ¢ HAy4YHOW, Y4eOHOU U
CHeLMaTbHOM JTUTEPaTypOl, YUUTCS aHATU3UPOBATh HCTOUHUKHI
U TPaMOTHO U3JIaraTh CBOU MBICIH. BbIMOTHEHNE KOHTPOIbHON
paboTHI BKIIIOYAET PsiJl ATAIIOB:

— BBIOOp TEMBI M OJJOOP HAYYHBIX HCTOYHUKOB;

— W3y4YeHHE HAyYHOH JINTEepaTyphl, aHAIU3 U 000OIICHHE

MaTepuasoB Mo npobdaemMe Uuccae10BaHus;

— (opmynupoBaHUE OCHOBHBIX IOJIOKEHUI U BBIBOJIOB;

— o¢opMmIIeHHE KOHTPOIBHOM padOTHI.
OdopmiieHne sBISETCS 3aBEPLIAIOIIMM 3TAallOM KOHTPOJIBHOM
pabotel. BpiGop TeMbl M TOAOOP HMCTOYHUKOB JIOJDKEH OBITh
COIJIACOBAH C HAYYHBIM PYKOBOJIUTENEM, BEAYIIUM IIPEAMET.
Ha ocHoBe coOpaHHOro Marepuana YTOYHSIETCS CTPYKTypa,
coJepKaHue U 00beM KOHTpPOJIbHOW paboThl. TexHuueckue
TpeboBaHus K padote: o0beM 10-12 cTpaHuI] MAITMHOIMCHOTO
TEKCTa, OTHe4yaraHHoro uepe3 1,5 mHTepBasna. KoHTposbHas
paboTta JOMKHA WMETh: THUTYJIBHBIA JIHCT, COJEPIKAIIHMA:
Ha3BaHue paboTsl, @.M.0. aBTOpa U HAYYHOTO PYKOBOIMUTEI,
Ha3BaHMe (hakynbTeTa, Kypca, IO M MECTO HallMCaHus,
coJiepKaHHWEe Ha OTHAENbHON CTpaHMIle, HyMEpalHio CTPaHHULI.
Cmpykmypa KOHMpOIbHOU pabomvl 6KI0Uaem: 3arojoBOK,
BBEJICHHWE, OCHOBHYIO YacTh (M3JIO)KEHHE JBYX BOIIPOCOB),
3aKJIIOYEHUE, CIUCOK  HCMOJb30BAaHHBIX HCTOYHUKOB U
JUTEPATYPHL.
3arojoBoK (Ha3BaHME) OTpa)kaeT TeMY JAHHOTO COYMHEHHUS U
COOTBETCTBYET coJepkaHUIO. BBeaenue (BBOJHAs 4YacTh)
JOJDKHO OBITh KpPaTKMUM M TOYHBIM. B HemM 000CHOBBIBaeTCs
BBIOOp TeMBbI, (GopMmynupyeTcs 1enb padoTel. OCHOBHas 4acTh
JIENITCS Ha TJIaBbl B COOTBETCTBUU C 3ajadyaMu paboThl. Jlaercs
oTpesiefiecHUE TMOHATUSAM HCCIIEyEeMbIX SBICHUN M TMPOIIECCOB,
PACKpBIBAIOTCSI MX CYIIHOCTh M OCOOCHHOCTH. B HeOombImon
paboTe YacTh MOTYT HE BBIIENATH, HO Kaxaas HOBas MBbICIIb
opopmiisieTcss B HOBBIM aO3aim. 3akitoueHue umeer (opmy
BBIBOJIOB, COOTBETCTBYIOIIMX 3TaraM HCCIEA0BaHUS, WIH PopMy
pe3rome.

Joxknan

Jloknmang — BHJA CaMOCTOATEIBHOW paboOThI, CIOCOOCTBYET
(GOpPMHUPOBAHMIO  HABBIKOB  HCCIEIOBATEIBCKONM  padoTHI,
paciupsieT MO3HABATEIbHBIE WHTEPECHI, MPUYYaeT KPUTHUCCKH
MBICITUTb.

[loarotoBka mOKIana MpeaycCMaTPUBAET CHUCTEMATHYECKYIO
padboTy 00yJaronuxcs, yMEHUE MOJIb30BATHCS PEKOMEHI0BAaHHON
mutepatypoir. OHa BKITIOYAET B ce0sl CIEAYIONIUE ITAIbI:

- cocTaBJIsieTcs IJIaH JAOKJIaAa MyTeM 0000IIeHHs U JOrHYeCKOro
MIOCTPOCHHUSI MaTepHaa JOKIaaa;

- MOJOMPAIOTCSI OCHOBHBIC HCTOYHHUKHU WH(OpMAInu;
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- CHCTEMaTU3HPYIOTCS IOIYYCHHBIE CBEACHMS ITyTEM H3Yy4YCHUs
HauOoJiee BaXKHBIX HAY4YHBIX PabOT MO JaHHOH TeMme, IepedyeHb
KOTOPBIX, BO3MOYKHO, Ja€T CaM IIPEIIOAABATEb;

- JleNaloTcs BBIBOABI M 00OOIIEHUS B pe3yjibTaTe aHajau3a
M3Y4EHHOI'0 MaTepHaia, BbIACICHHS HauOosiee 3HAYMMBIX IS
pacKpeITUs ~ TeMbl  JOKJIaga  (akToB, MHEHHH  Pa3HbBIX
HCCIIeI0BaTEIEH.

[loctpoenune noknana, Kak W J00OW Jpyroil HayqHOH
paboThl, TPaJAMIMOHHO BKJIIOYAET TPH YACTH: BCTYIUICHHE,
OCHOBHYIO 4YacThb U 3aKiioueHue. Bo BeTymiennn o6o3HadaeTcs
aKTyaJIbHOCTb MCCIIEAYEMOM B JOKJIAJE TEMBI, YCTAHABIUBACTCS
JoTHYecKasl CBA3b €€ C JpyrMMH TemMamu. B 3axmroueHun
(GOpMynHUpYIOTCS  BBIBOJBI, JENAIOTCS  NPEAJIOKEHHUS U
NOYEPKUBACTCS 3HAYEHUE PACCMOTPEHHOMN MPOOIIEMBI.

Pedepar - 3T0 camocTosaTenbHas ydeOHO-UCCIeA0BaTEIbCKAs
pabora oOyuaromierocs, TJA€ aBTOp pPacKphIBaeT CYTh
UCCIIeyeMOl MpoOIeMbl, IPUBOIUT pPa3iHyuHble TOYKU 3PEHMUS,
a Taxke coOCTBeHHBIEe B3MIsIIbI HA Hee. CopepikaHne MaTtepuaa
JOJKHO OBITh JIOTUYHBIM, H3JI0KEHUE MaTepuana JOJIKHO
HOCHUTB MTPOOJIEMHO-TIOMCKOBBINA XapakTep.

Br1i6op TeMbl pedepaTta OCYIIECTBISETCS OOYy4YaIOMUMCS HE
MEHEe YeM 3a J[BE HEJENH JI0 IIAaHUPYEeMOT0 OKOHYAHHS PaOOTEHI.
Tematuka pedepaToB JOBOIUTCA IO CBEICHUS OOYyYaIOIIUXCS
BEIYIINM IPEIOIaBATEIIEM.

[TpumepHBbIC ATaIbl paboTsl HaJ pedepaTom:
dopmynupoBaHue TeMbl (TeMa JODKHA OBITh aKTyalbHOMH,
OPUTMHAJILHON W HHTEPECHOW M0 COJEpKaHUI0); TMoaAdOop U
W3YYCHHE OCHOBHBIX HCTOYHUKOB MO TeMe (KaK MpPaBHIIO, HE
Pedepar MeHee 7); cocraBieHue OuOnumorpaduu; oOpaboTka u
cucreMaTu3anus WH(pOpMalMK; pa3padOTKa IUIaHA; HalHCaHUE
pedepara; BO3MOKHO MyOJIMYHOE BBICTYIUIEHHE C PE3yIbTaTaMH
UCCIICIOBaHMs (Ha CEMUHAape, Ha MPaKTUYECKOM 3aHSITHH, Ha
CTYJICHUYECKOW  HAay4YHO-TIPAKTHYECKOM  KOH(EPEHIIMH, Ha
KOHCYJIbTALINH).

Pedepar ngomxken  oTpaxaTb: 3HaHHE COBPEMEHHOTO
COCTOSTHUSI TIPOOJIeMbI; OOOCHOBaHWE BBIOPAHHON  TEMBI;
UCIIOJIb30BaHNE H3BECTHBIX PE3YNbTaTOB U (PAKTOB; IMOJHOTY
[MUTUPYEMOW JINTEPATYphl, CCHUIKK Ha padOThl YYEHBIX,
3aHUMAaIOIIMNX CSI NAHHOU poOIEeMOii; aKTyaJIbHOCTh
MOCTABIICHHOW  MPOOIEMBI; MaTepuall, MOATBEPKIAOIINI
Hay4yHOeE, JIM0O0 MPAKTUYECKOE 3HAUECHUE B HACTOSIIIEE BPEMSI.
PexomMenyemblii o0beM  pedepara 10-15 CTpaHULL
KOMITHIOTEPHOTO (MAIIMHOMMCHOTO) TEKCTA.

9. MIEPEUEHb MH®OPMAIIMOHHBIX TEXHOJIOT M.

[Ipu u3yyeHHH IUCHMIUIMHBI OOYYAIOMIMMUCS HCHOJB3YIOTCS Cilenylolue WH(POpMAIMOHHbIE
TEXHOJIOTUHU:

-ayIMOBU3YyaJbHOE TPEACTaBICHUE OOYyYalOUIMMCS C TOMOLIbI0 KOMITBIOTEPA COJCpKAHUSA
OTJIENbHBIX TEM JUCLMILIMHBI HA JICKIIMOHHBIX 3aHATUSAX;



-IpeJIoCTaBIeHNEe OOydJarommMcsl JIoOCTynma K ydeOHOMy TIulaHy, paboueil mporpamme
JUCIUIUIMHBL B AJIGKTPOHHOU (opme, K 3IIEKTPOHHO-OMOIMOTEYHOM CHUCTEME HWHCTHUTYTA,
coJepxkaiiel yueOHO-METOIUYECKUEe MaTepuanbl MO JUCHUIUIMHE B AJIEKTPOHHOU Qopme,
K HH(QOPMALIMOHHBIM CIPABOYHBIM CHUCTEMaM, KOTOpbIE HCIIOJNB3YeTCs MpPHU OCYLIECTBICHUU
00pa30oBaTeNLHOTO MpoIlecca MO TUCIHILIMHE, TOCPEACTBOM 3JIEKTPOHHOW HH(POPMALMOHHO-
00pa3oBaTeNnbHONW Cpeabl WHCTUTYTa W3 JIFOOOW TOYKH, B KOTOPOM HMEETCs JOCTyHn K
UH(POPMALIMOHHO-TEIEKOMMYHUKAITMOHHON ceTn «HTepHeT»;
-pukcanus xoja 00pa3oBaTENBHOrO Mpolecca MO AUCHUIUIMHE MOCPEACTBOM AIIEKTPOHHON
UH(POPMALIMOHHO-00pa30BaTENbHOM CpeIbl HHCTUTYTA,;
-bopMHpOBaHHUE SJIEKTPOHHOTO TOPTHOIMO OO0YJaAIOMEerocss MO TUCHUILIMHE IOCPEICTBOM
3IIEKTPOHHON MH(POPMAITMOHHO-00pa30BaTEIbHON CPEbl HHCTUTYTA.

IIpu ocymecTBieHNH 00pa30BATENBHOTO IMpolecca MO JAUCHUIUIMHE HCHOIb3YIOTCS
clieAyrome HHPOpMaLMOHHbIE 00pa30BaTEIbHBIE TEXHOIOTHH:
-ayJIMOBU3yaJbHOE TMPEACTaBICHUE OOYy4YalOUIMMCS C TOMOIIBI0O KOMIIbIOTEpa COJIEep’KaHus
OTJIENbHBIX TEM AUCLUUILINHBI HA 3aHATHUSX;
-IpeloCTaBjeHuEe OO0ydJalIMMCs JIOCTynma K ydeOHOMYy IUlaHy, pabodeil mporpamme
JTUCIUIUIMHBL B AJIGKTPOHHOUW (opme, K 3JIEKTPOHHO-OMOIMOTEYHOM CHUCTEME HWHCTHUTYTA,
colepkamieil yueOHO-METOIMYECKUEe MaTepuanbl MO0 AUCLHUIIMHE B 3JIEKTPOHHOU (opme,
K HH(QOPMALIMOHHBIM CIPABOYHBIM CHUCTEMaM, KOTOpbIE HCIIOJIB3YeTCs MpPH OCYLIECTBICHUU
00pa3oBaTeNbHOTO Mpoliecca MO IUCHUIUIMHE, MOCPEICTBOM 3JIEKTPOHHON HMH(OpPMAIMOHHO-
0o0pa3zoBaTeNbHONW Cpelbl WHCTUTYTa W3 JIOOOH TOYKH, B KOTOPOH HMMEETCS JOCTYyNl K
MH(}OpPMaLMOHHO-TEIEKOMM YHUKAIIMOHHOM ceTn «IHTepHeT»;
-pukcanus xofa 0o0pa3oBaTENBHOrO Mpolecca MO AUCHUIUIMHE MOCPEACTBOM AIIEKTPOHHOMN
UH(POPMALIMOHHO-00pa30BaTENbHOM CpeIbl HHCTUTYTA,;
-popMUpOBaHUE JIIEKTPOHHOTO TOPTHOIUO OOYdYaIOMIErocs MO TUCIUIUIMHE TOCPEICTBOM
3NIEKTPOHHON MH(POPMAITMOHHO-00pa30BaTEIbHON CPEbl HHCTUTYTA.
Kynbrypa P®: https://www.culture.ru/ [ DneKTpoHHBIH pecypc].
Hoctyn B ObC:
000 «dnekTpoHHOe H31aTenbecTBO FOPAMTY.
00O «M3narenbctBO JIaHbY.
00O «llenTpanbublit KomutekTop 6ubmmorek «bBUBKOM».

10. ONMCAHUE MATEPHUAJIBHO-TEXHUYECKOM BA3bl, HEOBXOIUMOM 14
OCYHECTBJIEHHUA OBPA30OBATEJIBHOI'O ITPOLHECCA ITIO JUCIUIIJIMHE

HanmenoBanme 000pya0BaHHBIX yueOHBIX KAOMHETOB, 00OBEKTOB

By yueOHbIX 3aHATHIA TTO o
JUTSl IPOBEJICHUS MPAKTHUECKUX 3aHATUN C IEPEUHEM OCHOBHOT'O

JHMCHHTLIIHE 000pyI0BaHUS 1 TPOTPAMMHOTO 00eCTIeueHHUs
3aHATHUS JIEKIMOHHOTO AymuTopuH, OCHAIIEHHBIE MPOEKIMOHHBIM O0OPYJOBaHUEM U
TPYMIIIOBOTO TUTA KOMITBIOTEPOM.
CamocrodrenbHas pabota | Y4eOHBIH KOMIIBIOTEPHBINA IEHTP
CTYIACHTOB YyeOHast U HaydHAst OUOINOTEKU

Aymutopun, OCHAIIEHHBIE MJII CaMOCTOSTENbHOW pPaboTHI
o0yJaromuxcsi, OCHAIEHHBIC BEIXOJOM B HHTEPHET.




11.OBECIIEYEHHUE OBPA3OBATEJIBHOI'O ITPOLHECCA JdA JiMLI C
OI'PAHUYEHHBIMHA BO3MOKHOCTSAMMU 31O0POBbA 1 UHBAJINJIOB

B xopxe peanuzanuu AMCUUIUIMHBI UCTIOIB3YIOTCS CIEAYIONIUE TOMOTHUTEIbHBIE METOIbI
00y4deHHsI, TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH U MPOMEKYTOYHOU aTTeCTalluy O0y4YaronInuxcs B
3aBUCUMOCTH OT WX UHAUBUIYaTbHBIX OCOOCHHOCTEH:

o JUTSL CTIETIBIX M CTTa00BUISIINX
- Jexuuu Oo(OPMISIIOTCS B BHUJE OJEKTPOHHOTO JIOKYMEHTA, MJOCTYITHOTO C MOMOIIBIO
KOMIIBIOTEpA CO CTIELUAIN3UPOBAHHBIM MPOTPAMMHBIM 00ECIICUEHHEM;
- IMCbMEHHBIE 3aJJaHHsI BBHITIOIHIIOTCS HAa KOMITBIOTEPE CO CIIELUATU3UPOBAHHBIM TPOTPAMMHBIM
o0ecrie4eHneM, WK MOTYT ObITh 3aMEHEHbBI YCTHBIM OTBETOM;
- o0ecrieunBaeTCs MHAUBHUIyalIbHOE paBHOMEpHOE ocBerieHne He meree 300 Jrokc;
- JUIsl  BBINOJHEHHUS 3aJaHus TpU HEOOXOOUMOCTH TMPEJOCTaBISETCS YBEIMYMBAIOIIEe
YCTPOHCTBO; BO3MOXHO TAK)K€ MCIIOJIb30BaHUE COOCTBEHHBIX YBEIMYUBAIOIINX YCTPOUCTB;
- MUCbMEHHBIE 331aHUsI OPOPMIISIIOTCS] YBETTUUEHHBIM IIPUPTOM;
- 9K3aMeH M 3a4éT MPOBOJATCA B YCTHOM (hOpMe WM BBIMOJHAIOTCS B MUCBMEHHOH (opme Ha
KOMIIBIOTEPE.

o JUISL TITYXHUX ¥ cIa00CTBIIIAITHX:
- Jekuuu O(GOPMISAIOTCS B BHJAE DSJCKTPOHHOTO JTOKYMEHTa, JMOO MpenocTaBiseTcs
3BYKOYCHUJIMBAIOIAs alapaTypa HHAUBUAYAIbHOTO MOJIb30BaHUS;
- IMCbMEHHBIE 3aJJaHMsI BBIMOIHAIOTCS Ha KOMIIBIOTEpPE B MUCBbMEHHOM (popme;
- DK3aMEH U 3a4€T MPOBOAATCS B MUCbMEHHOU (pOopMe Ha KOMIBIOTEPE; BO3MOXKHO MPOBEICHUE B
dbopMe TecTUpOBaHHSI.

o JUTSL JTUL] C HapyIIEHUSIMH ONOPHO-BUTATENILHOTO arapara:
- JeKIuu oQOopMIAIOTCS B BHUAE DJIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMITBIOTEpA CO CHEIMATN3UPOBAHHBIM IIPOrPAMMHBIM 00€CIICUeHUEM;
- MICbMEHHBIE 33/1aHUS BBITIOJIHAIOTCA Ha KOMIIBIOTEPE CO CTIEHUATN3UPOBAHHBIM MPOTPAMMHBIM
o0ecreueHuEM;
- DK3aMEH M 3a4€T MPOBOJATCS B YCTHOW (popMe WM BBINOIHSIOTCS B MUCbMEHHOH (opMe Ha
KOMITBIOTEPE.
[Tpu HeoOXOIMMOCTH MpelyCMaTPUBAETCS yBEIMUCHHE BPEMEHH JIJIsl TIOJTOTOBKH OTBETA.
[Iponienypa npoBeaeHHsI MPOMEXYTOUHOM aTTeCTallMy Ui OOy4YaroIIUXCs YCTaHABIMBACTCS C
y4€TOM HMX UHAMBHAYaAJbHBIX Ncuxopuznueckux ocoOeHHocTed. [IpomexyTounas arrecranus
MOYET MPOBOJIUTHCS B HECKOJIBKO ITAIOB.
[Ipu mnpoBeneHWH NPOLEAYPHl OLEHUBAHUS pPE3YJIbTATOB OOYYEHHs IpeaycMaTpuBaeTcs
UCTIOJIb30BAaHUE TEXHUYECKHX CPEACTB, HEOOXOIMMBIX B CBSI3M C HWHAWBUIYAIbHBIMU
OCOOCHHOCTSIMU 00YYaromMXCs. DTU CPeACTBAa MOTYT OBbITh IMPEIOCTABICHBI YHHUBEPCUTETOM,
WA MOTYT MCIIOJIb30BaThCs COOCTBEHHBIE TEXHUYECKHE CPEICTBA.
[TpoBenenune mporueaypbl OLIEHUBAHUS PE3YJIbTaTOB OOYyUEHHUs JOIYCKAeTCsl C MCIOJIb30BaHUEM
JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHH.
OGecneunBaeTcss 10CTyNn K HWHGOPMAIMOHHBIM W OuOIMorpadguieckumM pecypcam B CETH
WnuTepHer nmns kaxzaoro oOydvaromerocs B (opMax, aganTUPOBAHHBIX K OTPAHUYCHUSAM HX
3JI0POBBS U BOCTIPUATHUS HHPOPMAIUH:

o JUISL CJICTIBIX U CITa0OBUIAIINX:
- B Ie4aTHOU (popMe YBEIIMYEHHBIM HIPUPTOM;
- B popMe 3JIEKTPOHHOTO TIOKYMEHTA;
- B (hopme ayanodaiina.

o JUISI TITYyXHUX U cJIab0CbIIIaInX
- B Ie4aTHou popme;
- B (hopMe 3JEKTPOHHOTO TJOKYMEHTA.

o JUTsE 00YYaroIIUXCSl C HAPYLIEHUSIMU OIOPHO-/IBUTaTeNIbHOTO afrmapara:



- B Ile4aTHo# (popme;
- B popMe 3JIEKTPOHHOTO IOKYMEHTA;
- B (hopme ayanodaiina.

VY4eOHble ayAUTOPHUH JIJIs1 BCEX BUIOB KOHTAKTHOM M CAaMOCTOSITENIbHOM paboThl, HAy4YHAs
OnbnMoTeKka W WHBIC MOMEIICHUS IJisi OOyYeHUs OCHAIICHBI CHEIHATbHBIM OO0OPYIOBAaHHEM U
y4eOHBIMU MECTaMH C TEXHUUYECKUMHU CPEJICTBAMU O0yUEHUS:

o JUTSI CTICTIBIX ¥ CTTAa00BUISIIINX

- YCTPOMCTBOM ISl CKaHUpOBaHUs U uTeHusa ¢ kamepoit SARA CE;
- nuctieeM bpaitns PAC Mate 20;
- npuaTepoM bpaiinsg EmBraille ViewPlus;
. JUTSI TITYXHUX U CIIA00CITBIIIANINX
- ABTOMATH3UPOBAaHHBIM pa0OYUM MECTOM I JIIOJeH ¢ HapylmIeHHEM CiyXxa |
CJIa0O0CIBIIIAIINX;
- aKyCTUYECKUH YCHUIIUTENh U KOJIOHKHU;
o JUTsl 00YYarOIIMXCS C HAPYLIEHUSIMU OIOPHO-/IBUTaTeNIbHOTO afrmapara:
- IEPEABUKHBIMU, PETYIIUPYEMBIMU dproHoMudeckumu napramu CHU-1;
- KOMITBIOTEPHOU TEXHUKOU CO CIIeUaTIbHBIM MTPOrPAMMHBIM 00€CTICYCHUEM.

Pazpaborano B coorBerctBUM Cc  TpeboBamusmu PI'OC  BO  Hampasienmue
nmoaAroroBkun:46.03.02. /lokymeHTOoBe/IeHHe U apXHBOBeeHHE

CocraBuTtenb(un):

IIpenooasamens, CxopHsaxosa A.B.



JIOKYMEHTOBe/IeH e
46.03.02. lokyMeHTOBeIeHHE U APXHBOBEICHHE
HcTopuyeckoe apXuBOBeICHHUE

Llenp AUCIUILINMHEI:

H3ydeHUE 3aKOHOMEPHOCTEH JIOKYMEHTOOOpAa3OBaHMS, CKIAJIbIBAHWUS U PA3BUTHSI CHCTEM
JOKYMEHTAI[UU, TEOPETUYECKNX W TPAKTHUECKUX MPOOJIeM CO3JaHHsS TOKYMEHTOB OpTraHaMu
rOCYJapCTBEHHOM  BIIACTH, MECTHOTO  CAMOYIpPaBJCHUS W  OpraHU3alMsIMH  JI000M
OpTaHU3AI[MOHHO-TIPABOBOM (DOPMBEI.

3agaun:

- TOKa3aTh B3aUMOCBS3b HH(OPMALIUU U JOKYMEHTA,

- TPOCIEIUTH 3BOJIIOLHMIO JTOKYMEHTa, KaKk HOCUTeNs WH(pOpMalMH, pa3BUTHE CIIOCOOOB
JOKYMEHTHUPOBAHUS U MaTepUasoB il pukcaruy uHGpopMaIuy;

- TPOaHAIM3UPOBATH MPOIIECC CKIAABIBAHUS U pa3BUTHS (POpPMYIsipa JOKYMEHTA;

- IPOAHAIM3UPOBATH MPOLECC CKIAABIBAHUS U PA3BUTHSI CUCTEM JIOKYMEHTALINH;

- BBISBUTH M TOKa3aTh TCHACHIWU YHHU(PHUKAIIUU, CTAHIAPTU3ANNHA U KIacCU(DUKAINHA KaK
OTIIENbHBIX (POPM TOKYMEHTOB, TaK U CUCTEM JOKYMEHTAIINH B LIEJIOM;

- TIOKa3aTh COBPEMEHHbIE TPeOOBaHHS K COCTABICHHIO U O(OPMIIEHUIO JOKYMEHTOB; —
IIPUBUTH HABBIKU aHAJIN3a TOKYMEHTA;

- TPUBHUTHh HABBIKA COCTABIICHUS JIOOBIX BHUJOB JOKYMEHTOB U MPOEKTUPOBAHUS
YHUPUIIIPOBAHHBIX bopm JIOKYMEHTOB, CUCTEM JNOKYMEHTAlUU u
UH(OPMAIIMOHHOJOKYMEHTAIIMOHHON CHCTEMBI YUPEKICHUS B LIEJIOM.

Jucuunimza (Modyns) HanpaBieHa Ha (GOPMUPOBAHHE CICAYIONIMX KOMITETCHIIHN:

[Inanupyemble pe3ybTaThl

®opmupyembie . 00y4eHHs MO TUCHUILINHE,
I/IH}.]I/IKaTOPLI KOMIIeTEHIIUN
KOMIIETCHIIUH XapaKkTepu3yriue 3Tanbl
(GopMupoBaHus KOMIIETEHUMH

OIIK-2. Cnocoben OIIK -2.1. 3HaeT OCHOBHBIE COBpPEMEHHbIE |3HATH: COBPEMEHHBIE IIPOOIIEMEI
HaxOIHTh poOIEeMBbI IOCTPOECHUS. CUCTEMBL JOKYMEHTALMOHHOTO 00€eCeYeHns
OpraHM3aI[IOHHO- JOKYMEHTAI[MOHHOTO 00ecIeueHus YIIPABJICHHS M apXHBHOTO 1e71a
yIpaBJIeHYEeCKHUE yIIpaBJIEHUs U apXUBHOTO Jeia YMeThb: pemars npodeccHOHAIbHBIE

peUICHUs IPH PELHICHUU
3a1a4 B cepe cBoeit
npodeccnoHaTbEHOM
JeATeIbHOCTH

3amaud B cpepe JOKYMEHTAIHOHHOTO
obecrieueHns yIpaBIeHUs U ApXUBHOTO
nena

Baaaernb: HaBbIKAMH OLIEHKH
COBPEMEHHOT'O COCTOSIHUSI CUCTEMBI
JIOKyMEHTaIIMOHHOTO 00eCTIeUeHHS
YIPaBJICHUS W APXUBHOTO JICNa

OIIK-2.2. OpranuzoBbiBacT padboty 3HaATB: OPSIOK PabOTHI CITyKO
oipa3iesieHuit B cepe JIOKyMEHTaIIMOHHOTO 00eCTIeUeHHS
JAOKYMCHTALIUOHHOT'O obecrieueHust YIpaBJICHUSA U apXHUBOB

YHOpaBJICHUS U apXUBHOTO Jiejia YMeTh: periiaMeHTUpoBath paboty ciryxo

JIOKYMEHTAI[HOHHOTO 00eCreueHust
YIPABJICHUSI U aPXUBOB

BiiajieTh: HaBBIKAMU OpraHU3alUH PA0OTHI
MoJpa3icICH B cdepe
JIOKYMEHTAI[HIOHHOTO 00eCHeYeHuU s
YIPaBJICHUS U ApXUBHOTO Jeia B
COOTBETCTBUH C HOPMATHBHBIMU
TpeOOBaHUSIMHU




OIIK -2.3. Pemaer ympapieHYecKue 3a1a4u
B chepe TOKYyMEHTAIIMOHHOTO 00eCTIeUeHMS
YIpaBICHUS U apXUBHOTO JeTa

3HaTb: GYHKIMH ITOApa3aeieHuil B cdhepe
JIOKYMCHTAIHOHHOTO 00CCIICYCHIUS
YIpaBJICHUS W apXUBHOTO JIeia

YMeTh: BHINONHATE pabOTy MO
JOKYMCHTAIIHOHHOMY 00ECIICUCHHIO
YIPaBJICHUS ¥ ADXUBHOMY XPaHEHUIO
Bananers: HaBbIKaMu BEIOOpa HanbojIee
ONTUMAIILHOTO PEIICHHUS YIPABICHUSCKUX
3ama4d B cepe TOKYMEHTAIIHOHHOTO
00eCreYeHHs YIIPABICHHUS U apXUBHOTO
Jena

OIIK-3. Criocoben
PUMEHSTD
TEOPETUICCKHE 3HAHHS
JUTSL PETLICHHUS
[IOCTaBJIEHHLIX 3a7a4 B
obactu
JIOKYMEHTOBEICHUS U
ApXUBOBEJICHUS

OIIK -3.1. Mcnonp3yeT HaydHO-
METOIUYECKHE TTOIXO0/IbI K TIOATOTOBKE
JIOKYMEHTOB, B paboTe ¢ JOKYMEHTaMH, B
OpraHU3aly XPaHEeHHUs, KOMITJICKTOBaHHS,
yueTa ¥ UCIOJIb30BaHHs JOKYMEHTOB

3HATh: TEXHOJIOTHIO JOKYMECHTAI[IOHHOTO
obecrieueHns yIIpaBICHUA U apXUBHOTO
XpaHEHUs! JOKYMEHTOB

YMeTh: NpUMEHATh TEOPETUYECKHUE 3HAHUS
M0 JOKYMEHTOBEJCHHUIO N apXHBOBEICHHUIO
MPU TOATOTOBKE TOKYMEHTOB, paboTe ¢
JIOKYMCHTaMU, OPTraHU3aIlluN X XPaHCHHUS,
KOMIUICKTOBAaHUS, YUeTa U MCIIOJIb30BAHUS
Baapersb: Hay9HO-METOIMYECKUMHA
MOJIX0IaMU IOKYMCHTUPOBAHUSI U paOOTHI C
JIOKyMEHTaMH B JICJIONPOU3BOACTBE U IIPU
OpraHU3aIMK UX XPAHCHUS

OIIK -3.2. IIpuMeHsieT TeopeTHYECKHE
3HaHMS B cepe JOKYMEHTOBEICHHUS U
apXHMBOBEJCHUS B NPO(eCCHOHAIBLHOMN
JIeSITeTbHOCTH

3HATh: TEOPETHUUECKHUE OCHOBBI
MOCTPOCHHUS CUCTEMBI JOKYMEHTAIHOHHOTO
obecrieueHns yIIpaBIeHUA U ApXUBHOTO
Jena

YMeTh: NpUMEHATh TEOPETUYECKHUE 3HAHUS
M0 JOKYMEHTOBEJCHHUIO N apXHBOBEICHUIO
B IIPAKTHYECKOH IEATETbHOCTH

Baagers: HaBbIKAMU aHaJIU3a IOCTAHOBKU
JIOKYMECHTAI[HOHHOTO 00CCIICUCHUS
YIOpaBJIEHUS! U ApXUBHOIO JIeJIa HA OCHOBE
TEOPETUYECKUX 3HAHUM

OIIK -3.3. Mcnoap3yeT B3auMOCBSI3H
JIOKYMEHTOBE/ICHHSI 1 apXUBOBEJICHUSI CO
CMEKHBIMU HayKaMH U Hay4HBIMU
JUCHUITMHAMA

3HATh: CMEXHBIE C JOKYMEHTOBEICHUEM U
apXMBOBEICHNEM HAyYHBIC TUCIUIIIIHEI
YMeTh: BLIBISTH B3aUMOCBSI3U MEXKIY
JIOKyMEHTOBEJCHUEM, ApPXUBOBEJICHUEM U
JIPYTAMH HAyYHBIMHU TUCIHIUTHHAMHI
Baaners: HaBBIKAMH HHTEPIPETAINN
3HAHUI B 00J1aCTH CMEXHBIX HAyYHBIX
JICHUIUIAH TPU PEIICHUH 3a7a4 B cepe
JIOKYMEHTOBEACHHUSI U apXUBOBEICHHS

[To nqucuuIuIMHE MpeayCcMOTpeHa MPOMEXYTOUHAs aTTecTalus B (hopme

®opma o0yueHHs

ceMecTp

DopMa KOHTPOJIA

Ounas popma 0OydeHHS 1

OK3aMCH

OO0mmast TpyA0€MKOCTh OCBOCHHSI TUCIMIUIUHBI (MOOY/is1) COCTABIISIET S 3a4E€THHIX CIMHHII.




