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1. HEJIN U 3AJAYU OCBOEHUA TUCHUITJINHBI

1.1. [Heap ocBoeHMS IMCHUILIMHBI — U3YYEHHE 3aKOHOMEPHOCTEH 1OKyMEHTOOOpa3oBaHMs,
CKJIaJbIBAHUS M Pa3BUTHs CUCTEM JOKYMEHTAIlUHM, TEOPETUYECKUX M MPAKTHUYECKHX NpoOjIeM CO31aHUs
JIOKYMEHTHUPOBAaHHOM MH(OpMAaIK OpraHUu3alusIMu JIF000H OpraHn3allMOHHO-TPaBOBON (DOPMBI.

1.2. 3apauyu ocBOCHHS AMCUMILIMHBI:

— TMIOKa3aTh B3aUMOCBS3b HH(OPMALIUY U TOKYMEHTA;

— TPOCIEIUTh DHBOJIOLMIO JOKYMEHTa, KaK HOCUTENss HMH(POpPMalUM, pPa3BUTHE CIIOCOOOB
JIOKYMEHTUPOBAHHUS U MaTepuaioB Juis pukcanuu nHdopMaiuu;

— MPOAHAIN3UPOBATH MPOLIECC CKIIAABIBAHUS U Pa3BUTHUS GOPMYIIsIpa TOKYMEHTAa;

— IIPOAHAIIM3UPOBATH MPOLECC CKIAJABIBAHNS U PA3BUTHUS CUCTEM JOKYMEHTAIUH;

— BBUSIBUTh M TI0Ka3aThb TEHACHIMHM YHU(DUKALUUHM, CTaHJAPTU3ALUM W KJIACCU(PHUKAINU, KaK
OTJIENbHBIX (POPM IOKYMEHTOB, TaK M CUCTEM JOKYMEHTALIUU B LIEJIOM;

— MOKa3aTh COBPEMEHHbIE TPEOOBaHUS K COCTABJICHUIO U 0(OPMIICHUIO IOKYMEHTOB;

— TPUBUTH HaBBIKU aHAJU3a JOKYMEHTA;

— TPUBUTH HABBIKM  COCTAaBJIEHUS  JIOOBIX  BHJIOB  JOKYMEHTOB U  NPOEKTUPOBAHMS
YHUQPUIIMPOBAHHBIX (OPM JOKYMEHTOB, CUCTEM TOKYMEHTAllMd M MH()OPMAIMOHHO-JOKYMEHTAI[HOHHOMN
CUCTEMBI YUPEKICHHUS B LIEJIOM.

2. MECTO JUCHUIIJINHBI « IOKYMEHTOBEJIEHHUE» B CTPYKTYPE OIIOII

2.1. VYueOHas aHCHMILIMHA «JloKkyMEHTOBeIeHME» TMpEeIHAa3HAauYeHa Il  CTYJICHTOB,
oOydJalmuxcsit M0 HampaBleHUIO0  «JIOKyMEHTOBelIeHHWE W  apXWBOBEIACHHE» M  BXOIUT B IIHKII
poeCCHOHATTBHBIX JUCITUIUTHH 0a30BOM yacTu. JlucuuriuHa yutaercs BO 2,3 U 4 ceMecTpax U CBsi3aHa
¢ Kkypcamu: «Opranuzalud TOCYAApCTBEHHBIX yupexaeHuil Poccum», « ApxuBoBeaeHue». JucuumirHa
peanu3yeTcs Ha IopuAnIeckoM dakyiabTeTe Kadenpoit « Teopun u UCTOPUH TOCYIapCTBA U TIPaBay.

CopepxaHue TUCHUIUIMHBI OXBATHIBA€T KPYT BOIMPOCOB, CBSI3aHHBIX C (OPMUPOBAHHEM U
Pa3BUTHEM CHCTEM JTOKYMEHTAIlMH, M3yUYCHHEM TEOPETUUYECKHX W MPAKTHUECKUX MPOOJIeM CO3MaHus U
MCTIONB30BaHUS JOKYMEHTHPOBAHHOW MH(OPMAILIUY B OPTaHU3AIMAX U YUPEIKICHUSIX.

2.2. Jlas u3y4deHHWs] JAHHOW Yy4eOHOW IMCHUIUIMHBI (MOAYJsl)) HeOOXOAMMBI CieAyllue

3HAHUSI, YMeHHUS] M HABBIKH, (popMHpYyeMble NpeALIeCTBYIOIIMMHI AucuuNIMHaMu: «Opranuzanuu
rOCYIapCTBEHHBIX yUpexkJIeHuil Poccum» u ap.

B pesynbpTare OCBOEHHMS TUCIHUIUIMHBI OOYYaIOIIMICS MOJKEH IEMOHCTPHUPOBATH CIEAYIOLIHIE
pe3yabTaThl 00pa30BaHUA:
3uanun:
— 3HaTh JOKYMEHTOBEAYECKYIO TEPMUHOJIOTHIO;
— 3HaThb 3aKOHOJATEJIbHbIE M HOPMATUBHO-METOJMYECKHE MaTepHallbl MO JOKYMEHTUPOBAHUIO
YIIPABICHUYECKON AEATEIIBHOCTH;
— CMOCOOBI U CPENICTBA JOKYMEHTHPOBAHMUS;
3aKOHOMEPHOCTH Pa3BUTHUS JOKYMEHTA;
— CTPYKTYpPY JOKYMEHTa;
— KJaccuUKaIUIo TOKYMEHTHON HH(OpMAaIINH;
XapaKTePUCTHUKY U COCTAaB YHU(PHUIIMPOBAHHBIX CHCTEM JOKYMEHTAIIH;
TUTIOBOM COCTaB CHUCTEM JOKYMEHTAIlMU YUPEXKIACHUN 000 OpraHu3almOHHO-IIPABOBON

dbopmbr;

MpaBujIa COCTaBIICHUS U O(DOPMIICHHS TOKYMEHTOB;

— KpUTEpUM W TPUHUUIBI OMNPEIEICHUS HAYYHO-UCTOPUYECKUH U MPAKTHUYECKOW LIEHHOCTH
JIOKYMEHTOB.

Ymenusn:

— YMETh YHU(DHUIIMPOBATDH, TPOCKTUPOBATH (POPMBI JOKYMEHTOB;



— YMETb COCTaBJIATh JOKYMEHTHI C MCIIOJIIb30BAHMEM SA3BIKOBBIX BAPUAHTOB B 3aBHUCHUMOCTH OT
Ha3HA4YEeHMsI COAEpKaHUs U BUJIAa JOKYMEHTA,

— yHU(ULIUPOBATH TEKCTHI JOKYMEHTOB;

— KOJIMPOBAaTh MH(OPMALIUIO;

—  TI0JIb30BaThCcs  OOIIEPOCCHUICKUMU
uHbOpMallMU B IOKyMEHTaX;

— 0pOpMIIATH JOKYMEHTBI B COOTBETCTBMM C TpeOOBAaHUSMHM TOCYJApCTBEHHBIX CTaHAAPTOB;

— BHeAPATh YHU(UIUPOBAHHBIE (POPMBI JOKYMEHTOB;

Haeviku:

- BJIa/IETh HaBBIKAaMHU pa3pabOTKH YHU(DUIHMPOBAHHBIX (OPM JOKYMEHTOB M Tabens ¢opm
JIOKYMEHTOB;

- BJIa/IETh METOJIaMU aHaJIM3a U MPOEKTUPOBAHHUS CUCTEM JIOKYMEHTALIUU.

2.3. IlepeyeHb mocjaeAyOMIUX Y4eOHBIX TUCHHMILIMH (MOAYJIei), AJs1 KOTOPbIX HE00X0AMMbI
3HaHMS, YMEHHUS U HABBIKH, opMupyeMble JaHHON Y4eOHOM AUCHUILIMHON (Moay1eM).

JucuuiuinHa sBISIETCS OCHOBOHM Ui M3YYEHHs KypcoB 0a30BOro MpOQecCHOHANTBHOTO —IIMKJIA!
«OpraHuzanmsi U  TEXHOJOTUS  JIOKyMEHTAallMOHHOTO  o0ecrmeueHusi  ympasieHus», «Kaaposoe
JIeNTOTIPOU3BOICTBO», «APXHBBI JIOKYMEHTOB 1O JIMYHOMY COCTaBy», «MH(}OpMaIOHHbIE TEXHOIOTUU
B JIOV u apxuBHOM Jene», a Takke UCHMIUINH, BXOJSIIMX B BapUaTUBHYI0 YacTb, TaKMX Kak:
«Meroguka  paumoHammzauuu  JIOY»,  «J/lokymeHTannoHHOe  oOecrneyeHHe  YIpaBiIeHHUS B
HEroCyJIapCTBEHHbIX OpraHu3anusax», «OpraHu3alioHHO-UH()OPMAIIMOHHOE OOecreyeHne NeATeNbHOCTH
PYKOBOIUTEISN.

knaccupukaropamu  TOCU  ang koaupoBaHus

3. KOMIIETEHIUH OBYYAIOIIETOCSl, ®POPMUPYEMBIE B PE3YJIbTATE
OCBOEHUSA INCIIMIIJIMHBI « IOKYMEHTOBEJIEHUE»
[Tponiecc w3yuyeHHs] IUCHMIUIMHBI HAalpaBieH Ha (OPMUPOBAHHME HIIEMEHTOB CIIEAYIOLIMX
komnereHuuid B coorBercTBUM PI'OC BO u OIIOII BO mno paHHOMY HampaBi€HHMIO MOATOTOBKU

(cTIeMaIbHOCTH):

oomenpodeccuonanbubie komnerenusamu (OI1K): OIIK-2; OIIK-3

Kon u mHammeHnoBanue [Tnanupyembie pe3ybTaThl OCBOCHUS AUCITUTLUIMHBI
KOMIIETEHIIUU 3HaTh YMeTh Bnaners
HOITIK-2.1. 3naer | MOIIK-2.2. VYwmeer | MOIIK-2.3.

OIIK-2 Cnocoben MeXaHU3MBI JOCTIDKEHHSI | HAXOUTh Bnaneer

HaxoIuThb OpTraHHU3alIMOHHO- OpraHu3allMOHHO- HaBbIKaMH

OpPraH13alMoOHHO- YIIPABJICHUYECKUX PELICHUIN yHIpaBJICHUYCCKHUEC HaXO0XJICHU

YHPaBJICHYCCKUE PEIICHUA peLIeHus OpraHu3alOHHO-

P PEIIEHUH 3a/1a4 B YIPABJICHUECKUX

cdepe cBoeit perIeHni

podeCcCuOHATbEHON

JIeATEITbHOCTH

OIIK-3 Cnocoben NOIIK-3.1. 3naet | UOIIK-3.2. Ymeer | MOIIK-3.3.

MIPUMEHSTH TEOPETUYECKHE aCIEKThl B | IPUMEHATH Bnaneer

TEOPETHUYECKUE 3HAHUS o0jacTl JOKYMEHTOBEJIEHUS | TEOPETUYECKHE 3HAHUS | HaBbIKaMU

JUTSL peleHust Y apXHUBOBEICHUS JUIsL pellieHus 3a7ad B | pEHICHHWM 3a7a4 B

IIOCTaBJIEHHBIX 337144 B oOJactu oOJactu

obnactu JIOKYMEHTOBEIEHUS U | IOKYMEHTOBEJEH

JIOKYMEHTOBEIECHUS U apXHWBOBEICHUS us u

apXHUBOBEICHHUSI apXUBOBEICHHUS




4. CTPYKTYPA U COAEP KAHUE JUCHUIIJIMHBI (MOAYJIS)
«1OKYMEHTOBEJEHUE
O0beM TUCIUILTUHBI (MOAYJISI) COCTAaBIIACT 9 3a4eTHBIX(bIC) eAUHUII(BI), B TOM uncie 14 yacos(a),
BbIJIEJICHHBIX Ha KOHTAaKTHYIO paboTy oOyuaroluxcs ¢ npernojaBaTeneM (M3 HuUX 6 dacoB(a) — JeKuuu, 8
qyacoB(a) — mpakTHYeCKue, ceMUHapckue 3ansaTus, 0 gacoB(a) — nabopaTopHble padoThl), 1 292 yacoB(a) —
Ha CaMOCTOSTEIbHYIO paboTy 00yJaromuxcsl.

No  [Paznmen KonTtaktHas paboTa Camocrodarens | OOpMbI TEKYIIETO
/0 |TACIHIUTHHBL (B yacax) Has paboTa KOHTPOJIS
ycnneBaeMoCTu
§ (no nedenam
§ JK | 1I3 | JIP | KP | CP cemecmpa)
o 0 ®opma 3
5| 8 IIPOMEXYTOUYHOMN
R aTTecTaluH (10
3 ,_% cemecmpam)

1. | Tema 1. BBenenune. Hazuauenue | 2 6
Kypca. MicTounuku u nurepaTtypa

2. | Tema 2. llpenmer, conepxanue, | 2 10
3aJayd  Kypca W METOABl €ro
W3y4YeHUs

3. | Tema 3. JlokyMeHT, ero pyHKIMHU. | 2 2 20 acce,
[Monstust  «uHpOpMaAIUSI» U MpEe3eHTaLUs
«JTOKYMEHT»

4. | Tema 4. Croco0sr | 2 20 pedepar,
JOKYMEHTUPOBAHMSL. MIPE3ECHTaLNs
MarepuanbHbie HOCUTEHU
nHpopmaruu

5. | Tema 5. Ilpu3Haku JOKyMEHTA:! 2 10 pedepat
OpUTMHAIBHOCTh, MOJJIMHHOCTb,

KOMMUHUHOCTh

6. | Tema 6. ®opmynsgp TOKyMEHTa U | 2 20 pedepar,
ero cocrtaBHble yacTH. Mcrtopus Mpe3eHTaLUS
pasButus Gpopmyispa JOKyMEHTa:

16-17 Beka, 18 Bek, 19 Bek, 20
BEK

7. | Tema 7. ®opmysip | 2 20 pedepar,
COBPEMEHHOI0 yNPaBIEHYECKOTO Mpe3eHTals,
JIOKyMEHTA! npaBuia MpaKkTUYeCcKast
oopMIIeHUS pabora
Ilpomesccymounas ammecmayus | 2 2 2 106 IK3amen
108 u.

8. | Tema 8. OOmme TpeboBanus K | 3 2 2 20 pedepar,
Texkcty moxymenra; YHudbuxamus MpEe3eHTaLUs
TEKCTa JIOKYMEHTa

9. | Tema 9. Cucremsl fOKyMEHTaUuy; | 3 22 pedepar,
CKJIaJ[bIBaHUE CUCTEM, MIPE3EeHTaLNs
YHUPUITPOBAHHBIC CHUCTEMBI
JIOKYMEHTALUU

10. [ Tema 10. OpranuzanroHHo- | 3 2 2 22 pedepar,




pacnopsiAuTeNbHbIE u Mpe3eHTallNs,
HH(}OPMaLIMOHHO-CIPABOYHbIE MpaKTHYecKas
JTIOKYMEHTBI pabota
Ilpomesicymounaa ammecmauus 4 4 64 3auem
72 u,

I1. | Tema 11. CoBepmencrBoBanue | 4 2 2 60 pedepar,
JIOKYMEHTAIMOHHBIX Mpe3eHTalU
MIPOLIECCOB, UCIIOJIb30BaHUE
HOBBIX WH(POPMAITMOHHBIX
TEXHOJIOTUI B
JTIOKYMEHTHUPOBAHHUH

12. | Tema 12. Kommnekcs! | 4 62 pedepar, otyer
JOKYMEHTOB; Hayuno- 00 3KCKypcHH
HUCTOpUYECKas W TMpaKTU4ecKas
LIEHHOCTh JJOKYMEHTA
Hmozo 144u. 2 2 18 | 122
Hmozoean ammecmayusn 324 u. 6 8 292 IK3amen

JI — 3ansaTusa nexkuuonHoro tuma; [13 — mpakTudyeckue 3aHsTHs, ceMuHaphl, JIP — mabopatopHbie
pabotsr; KP — xypcoBas pabora; CP — camocrositensHast paboTa 1o OTAEIbHBIM TEMaM

Martpuna cooTHeceHHsI pa3/aeioB, TeM Y4eOHOH TUCHMILINHBI (MO1YJIs)
U (hopMupyeMbIX B HUX KOMIIETEeHIH

Tewor, Ko Komnemenyuu (vkazvleaiomes | X obwee
KOMnemeHyuu nepeyucieHusvie 6 | KOIuuecmao

paszoensvl 60 .

OUCYUNIUHDBL yacos n.3) Komnemenyiu
Y OIIK-2 OIIK-3

Tema 1. Bsenmenue. Hasznauenwe xKypca, 6 + +

WCTOYHUKU U JIUTEPATypa 2

Tema 2. Ilpenmer, conmepxkaHue, 3amaudu 10 + +

Kypca U METO/Ibl €r0 U3YUECHHUSI 2

Tema 3. JlokymeHT, ero ¢pyHkuuu. [lonarus 2

«uHQOpMAITHS U «TOKYMEHT)» + + 2

Tema 4. CnocoObl JTOKYMEHTHPOBAHHUSI. 20 +

MartepuaabHble HOCUTENH HH(DOpMALIUU + 2

Tema 5. [Ipu3Haku JOKyMEHTA:

OPUTHHAJIBHOCTD, IOJJIMHHOCTG, | 10 + + 2

KOIUKWHOCTh

Tema 6. ®opmynap npokymeHta u ero | 20

cocTaBHble 4YacTh. Vcropus pa3BUTHS + + 2

dopmymsipa nokymenra: 16-17 Beka, 18 Bek,

19 Bek, 20 Bex

Tema 7. @opMymsip  COBPEMEHHOIO

YIOPaBJICHUYECKOr0  JTOKyMeHTa: mpasuia | 20 + + 2

obopmIIeHUS

Tema 8. OOmme TpeboBanust k Tekcty | 24




JOKYMCHTA, Yauduxanus TEKCTa + + 2
JIOKyMEHTa

Tema 9. CucreMbl  JOKyMEHTalUH;

CKJIQJIbIBAHUE CHUCTEM, YHH(PUIIMPOBaHHBIC | 22 + + 2
CUCTEMBI JOKYMEHTAIUU

Tema 10. OpranuzanuoHHO-

pacropsauTenabHple W WHPOPMAIUOHHO- | 26 + + 2
CIIPaBOYHbIE JOKYMEHTBI

Tema I1. CoBepIiieHCTBOBaHUE

JOKYMEHTALIMOHHBIX + + 2
MPOLIECCOB, HUCIIOJIL30BaHUE HOBBIX | 64

MHGOPMAITMOHHBIX TEXHOJIOTUI B

JIOKYMEHTUPOBaHUU

Tema 12. KoMIuekcel  JOKyMEHTOB;

Hayuno-ucropuueckass u  mpaxTuueckas | 62 + + 2
LIEHHOCTb JOKYMEHTa

Kypcogas pabora 18 + + 2
Hroro 324

COJAEPKAHUE JUCHUIIJIMHBI

Tema 1. BBenenne. HazHaueHue Kypca, MCTOYHHMKA U JJUTepaTypa

JIOKyMEHT — OCHOBHOU OOBEKT JOKYMEHTOBETUECKUX HCCIeNoBaHUi. Poib TOKyMEeHTa B KH3HU
yenoBeka W oOmiectBa. JlokymeHThl B cepe mpaBa u ynpaBieHus. BiusHue Hay4HO-TEXHUYECKOU
pPEBOIIIOIIMM HA pa3BUTHE JOKyMeHTa. Pa3Butue ¢dopmymsipa mokymeHTa. HaydHo-uctopuueckas wu
MIPaKTUYECKAs LIECHHOCTh JIOKYMEHTA.

Hcrounuku u nureparypa.

3aKkoHOJaTeNbHbIE AaKThl, HOpMaTHUBHbIE Marepuainbl XVI-Hawana XX B. I[IMCbMOBHHKH.
Meroanueckue paspabotku. PykoBojicTsa no aenonpousBoactBy. Koncturyuust Poccuiickoii denepanuu.
I'paxxnanckuii kojgekc P®. 3akoHOIaTeNbHbIE aKThl W HOPMATUBHBIE JOKYMEHTHI. ['OCymapcTBEHHBbIE
CTaHIapThl W  YHU(DUIKUPOBAHHBIE  CHCTEMBbI  JIOKyMEHTAalMW. | OCyJapCcTBEHHas  CHUCTeMa
JIOKYMEHTAIlMOHHOTO obecriedenus ympasienus. [lepuonuueckue uznanus. Jluteparypa. CrnpaBouHble
U3JIaHuUs.

Tema 2. Ilpeamer, cogep:xkanme, 3a1a4M Kypca U MeTO/JbI €ro U3y4eHusl

MeTtobl BcceoBaHusl JOKYMEHTOBETUECKUX TpobsieM. OOIeHayYyHbIe U CIICIUAIBHBIE METO/IBI.
CraHOBJIEHHE U pa3BUTHE JOKYMEHTOBEICHMS KaK HAy4YHOH AUCHUIUIMHBIL. CBs3b JOKYMEHTOBEIEHHUS C
Teopuedl WH(pOpPMAILMU, APXUBOBEACHHEM M HCTOYHHUKOBEIEHUEM. Mcmonap30BaHUE JHOKYMEHTOBEICHUEM
JOCTHXKEHUM MH(GOPMATUKH, UCTOPUYECKON HAyKH, MpaBa, JMHIBUCTHUKU, TEOPUU YIIPABICHUS U APYTUX
HAyYHBIX JUCUMIUIMH. POb TOKYMEHTOBEIEHUS B COBEPIICHCTBOBAHUHU MPOIIECCOB YIPABICHUS.

Tema 3. JlokyMeHT, ero pynkuuu. [llousitus «uHpopManus» U «10KyMeHT»

[MonsTust «uHpOpMaIUD» U «TOKyMeHT». CBs3b uH(pOpManmu U gokymMeHTa. Posb nadopmanuu B
COLIMAJIbHBIX W SKOHOMHYECKHUX Ipoueccax. MHdpopmanus kKak OCHOBa NPUHATHUS YIPABIEHYECKOTO
pemrenus. Pois nHGOpMAIuu B aBTOMAaTU3UPOBAHHBIX CUCTEMAX.

Bo3HukHOBeHHE [IOKyMEHTa, ero Ha3HaueHue. [loHsTHEe <«JIOKyMeHT», ero TpaHchopMaius.
JIokyMeHT — OOBEKT WCCIEAOBAHUS TEOPETHUECKUX W MPHUKIAJHBIX JUcHUIUHH. [IpaBoBOW,
YIPaBJICHUYECKUI, NCTOPUYECKHI aCIIEKThI B ONPEACIICHUH TOKyYMEHTa. Paciiupenue noHsaTus « 10KyMEHT)




C pa3BUTUEM HAyKM U TEXHUKH. [IOHATHE <«DIEKTPOHHBIM IOKyMEHT». OnpenerneHne TOKyMEHTa B
rocy/apCTBEHHBIX cTaHaaprax. [loHATHE «JOKYMEHT» B TOKYMEHTOBEICHHUU.

3akoHOJaTeIbHbIE aKThl 00 0053aTeNIbHOCTH JOKyMEHTHpoBaHMsA uH(popMmanmu. Haznauenue
TOKyMeHTHOM uHpopmanuu. @DaxkTophl, BIMSIOMIME HAa HHPOPMAIMOHHYIO IIEHHOCTh JIOKyMEHTOB.
3aBUCUMOCTh 1IEHHOCTH MH(OpPMAIMKU OT MOJHOTHI, OOBEKTUBHOCTH, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH
nepefaud M IOJIy4eHHs, NEPUOAMYHOCTH WM YacToThl mepeaauu. OmnepaTuBHass W HUCTOpHYECKas
(peTpocrnieKTUBHAs) JOKyMEHTHast MH(OpMaIHs Kak eJuHas HHPOPMALIMOHHAS CHCTEMA.

[TonsiTue «QyHKIMS TOKYMEHTa». 3aBUCUMOCTh MOHATHS «JOKYMEHT» OT ero (GyHKIUH. 3HauUeHue
u3yueHust GyHKIMU JokyMeHTa. MHpopMaronHas (yHKIMs JTOKYMEHTa Kak CpPE/ICTBO 3ameyaTiieHUs U
coxpaneHus wuHpopmauuu. CormanbHas GyHKUUS AokyMeHTa. KynbTypHas GyHKOUS JOKyMEHTA.
KommyHuKaTHBHas GyHKIMS KaK CPEJCTBO Meperaun nHpopMaluu.

VYrpasinendyeckas (QyHKIMS W €€ 3HaYeHHE B oOpraHuzauuu ynpasieHus. [IpaBoBas ¢yHKIus.
@yuknus  ydera. DyHKIMA JOKyMEHTa KaK HMCTOPMUYECKOTO MCTOYHMKA. DYHKIUM IOCTOSHHO
neiicTByomue U QYHKIUM onepaTuBHble. BiusHue QyHKUMA JOKyMEHTa Ha €ro CTPYKTypY.
[TonndyHKIMOHATBHOCTD JOKYMEHTA.

Tema 4. Cnioco0b1 noOKyMeHTHPOBaHMs. MaTepuajbHbIe HOCUTEIH HH(POPMALMU
3ByKoBasi pedb, €€ BO3MOXKHOCTH M HEJOCTaTKM B 3aKpeIyIeHMH M TIepefaue WHPOpMaluu.
[IpenMeTHbI U 3HAKOBBIA CHOCOOBI mepemauu cooOuieHuil. I[loHsTHE AOKYMEHTHpPOBAHHUS «CHOCOOY.
Hcropuyeckuii  xapakTep JOKYMEHTOB UM  JOKYMEHTHUPOBaHMA. DTambl pa3BUTHA  CIIOCOOOB
JIOKYMEHTUPOBAHUS.

HaueprarenbHblii ciocod 3akperieHus U nepegadu uHpopmarmu. TeKCTOBOEe JOKYMEHTHPOBAHHE.
[TuxTorpaduyeckoe mIUchLMO U ero ocodeHHoctH. Jlororpaduueckoe mucbkMo (Uaeorpaduueckoe MIcbMoO),
€ro JIOCTOMHCTBa M HenocTaTku. [IpuMeHeHHe NUKTOrpaduueckoro M Jororpaguyeckoro mnucbMa B
HacTosmee BpeMs. Cinorosoe nucbMo. Bo3HukHOBeHnEe poHeTHYeCKOro (0yKBEHHOT0) MUChMa.

Pazputue  rpaduku  pycckoro  mmcbMa.  CreHorpadus.  [IpuMeHeHMe  TEKCTOBOTO
JIOKYMEHTUPOBAHUS.

TexHnyeckoe MTOKyMeHTHpoBaHHME. (OCHOBHBIE TIpyINIbl TEXHMUUYECKON JOKyMEHTalMHu. Bumabl
TEXHUYECKUX JTOKyMEHTOB. O0IacTH MPUMEHEHHS] TEXHUYECKOTO JJOKYMEHTUPOBAHUSI.

doTtonoKkyMeHTHpOBaHHe. 3HaueHue (¢ororpaguu Kak crnocodba ¢ukcanuu HUHGOPMAIHH.
[Tpumenenue GOTOJOKYMEHTOB.

KunonoxymentupoBanue. [lonsiTie «knHOKOKyMEHT». Buapl knHOAOKYMeHTOB. Buneo3anucs.

®oHonokymeHTHpoBaHUE. Ero 0co60eHHOCTH, 00J1aCTH PUMEHEHHUS.

JlokyMeHTHupOBaHHEe ¢ MPUMEHEHUEM HH(OPMAIIMOHHO-IOTUYECKUX MAIIKH.

CoBpemeHHbIe cr1ocoObl JOKYMEHTUPOBAHUS C UCIIOJIB30BAHUEM HOBBIX TEXHOJIOTHI.

Hocurtenu wndopmanuu. JlpeBHelme MaTepuanbl JUIsl NHUcbMa. Matepuaibsl JUlsl NMHChMa B
[lepenneit Azuu (knmuHONUCHBIE Ta0IMuKK). M3rotoBienue u npumeHeHue nanupyca. VMcnonb3oBanue st
nUchbMa IepramMeHra, OepecTbl W Jpyrux MarepuaioB. M3o0perenue Oymaru, ee JIOCTOMHCTBA,
00yCIIOBUBIINE TOBCEMECTHOCTh €€ pacrpocTpaneHus. Boasueie 3naku (punurpanu). CpeacTsa u opyaus
NUChbMa U UX BIIMSHHUE HA pa3BUTHE rpauKu MHCHMA.

Martepuainbl IE TEXHUYECKOTO JOKYMEHTHPOBAHUSI. Matepuansl JUISt
(OTOKMHOTOKYMEHTHUPOBAHMS. Buneorpammsl. Marepuansl TUISL (OHOTOKYMEHTHPOBAHUSI.
Komnreiorepubie HocutTenu uHbopMauuu. BnusHue Hocutens uHQOpMAMM Ha JOJITOBEYHOCTh H
CTOMMOCTb JIOKyMEHTA.

Tema 5. IIpu3HaKu JOKYMEHTa: OPUTHHAJIBHOCTD, NOAJIMHHOCTb, KONMHHOCTH

[TonsiTHEe opurHHaNa, MPU3HAKW OpPUTMHANA. YMHOXXEHHbIE OpUTHHANIbI. YEpPHOBUKU M OENOBHUKH
TEKCTOBBIX JOKYMeHTOB. ABTorpadsl. Pemakium. OpuruHanbl KuHO U (OTOAOKYMEHTOB. OpUTHHAIBI
¢doHo10KyMeHTOB. OpUTHHAIIBI TEXHUYECKHUX JIOKYMEHTOB.

[Tonsitue «momMHHUK». [lo/UIMHHBIE W TOMIOXKHBIE JOKYMEHTHl. Buabl danbcuduxanuu
nokyMeHToB. Panbcudukanus conepxxanust. Matepnomnsuus @anbcudukanus coctaBa ya0CTOBEPEHUS,



OnaHka.

[Tonsitue «xomus». Mcropuueckoe pa3zButue konuil. Bumael komuii, onpenenseMble criocoOoM HX
BocnpousBeneHus. Konuu, pasnuuaemsie 1o croco0y ux yaocToBepeHus. [lopsaok odopmieHus: Komnui.
IOpuanyeckas cuna Komwii.

Tema 6. @opmyasip J0OKYMEHTa M ero coctaBHbie yacTu. McTopus pazsutus ¢popmyJisipa
nokymenTa: 16-17 Beka, 18 Bek, 19 Bek, 20 Bek

[Tonsitne «pekBu3UTY». [ToCTOSTHHBIE U TIepeMeHHbIe PeKBU3UTHI. [IoHsATHE «POPMYIISAp TOKYMEHTa».
OcoOenHocTu QopMmyJisipa JAOKYMEHTOB, MOJYYEHHBIX pPAa3IMYHBIMU CIIOCO0AMHU JTOKYMEHTHPOBAHUS
(TeKCTOBBIMM, MAIIMHHBIMU, KHHO-, (OTO- (OHO-, TexHMYecKMMHM). MHIMBUAyalbHBIA M TUIOBOM
dbopmymnsip nokymenta. dopmynsap-oOpasen, ero 3amadud B yHU(DUKAIMKW TPeOOBaHWN K PEKBU3HTAM
JIOKYMEHTA U MX PACIIOJIOKEHHUIO.

Dopmyisip TekcToBoro AokymeHTa XVI — XVII BB. BiustHue Tpaauiuii 1 3ak0Ha Ha CKJIJbIBAHUE
dopmymsipa nokymenrta. Crnenuduka 0003HauUeHUs] HAUMEHOBAHMS BHJA JJOKYMEHTA, yKa3aHHE aBTOpa U
coctaButens AokyMeHTa. OOo3HaueHue ajapecata. OcoOEHHOCTHM JaTHUPOBKM JOKyMeHTa. Mecto u
XapakTep MOANMCEH NJOKYMEHTA, «CIIPaBbl» U «IIPUIMCKH», aBTOPCKas NoAnuch. Buabl neuareil. OTMeTKH
Ha JIOKyMeHTax. TpaJuIIMOHHO CJIOKUBILIASCS CTPYKTypa TEKCTa U OCOOEHHOCTU M3JI0KEHUS COACpPKAHUS
pa3IMYHBIX BUIOB JTOKYMEHTOB.

®opmyisip TekctoBoro nokymenta XVIII B.

3akoHOJaTeIbHbIE U HOPMATUBHBIE aKThl O COCTAaBJIEHMM U O()OPMIIEHUH JTIOKYMEHTOB. BiusHue
MEepapXUU «BJIACTEH U MECT» Ha pa3BUTHE BUIOB U pazHOBUAHOCTeH. OO03HaUeHNE aBTOpa U €ro MECTO B
bopmyIsipe TOKyMEHTa.

Tekct nokymenra. Ponb 3akoHonarenbHbix akToB X VIII B. B yHHUKAIIUM TEKCTa ONpeeIeHHBIX
BHJIOB JIOKYMEHTOB. 3arojoBOK K TEKCTY, €ro Ha3HaueHue u Mecto. Ckpena. Ileyatn u npasuna
noJjib30BaHus UMU. OTMETKH, UX BHJIbI, HA3HAYEHHE U MECTO B (hopmyIIsipe.

Dopmyisip TekcToBoro gokymenrta XIX — Havana XX B.

PernamenTanusi 3akOHOJATENIbHBIMU aKTaMH TMOpPsIKa COCTAaBJICHUS U OPOPMIICHHUS JOKYMEHTOB.
O6o03HaueHue BHUJIa, aBTOpa JOKYMEHTOB, UX MecTo B (hopmyJsipe. [losBienue OnaHka.

OcoOeHHOCTH aZpecoBaHMs TOKYMEHTOB U opopMIIeHUs JaThl. MI3MeHeHue B nopsiike ohopMIIeHHs
MOJIIMCH Pa3JINYHbIX BUIOB JOKyMEHTOB. [IpocTaBienue neyareid. Xapakrep OTMETOK Ha JOKYMEHTaX.

CrpykTypa TeKCTa TOKYMEHTA.

ObmerocynapcTBeHHasi yHU(PHUKAIMS JOKYMEHTOB U CTPYKTYPbI TEKCTOB.

Tema 7. ®opMyJisip COBPEMEHHOI'0 YIIPABJEHYECKOI0 JOKYMEHTA: MPaBuja 0(popMiIeHUs

Bonpockl 10KyMEHTHpOBaHHUSA, COCTaBIEHUS U O(QOPMIICHUS JOKYMEHTOB B 3aKOHOJATENBHBIX U
HOPMATHUBHBIX aKTax. YHuU(UKaLWsg J0KyMeHTOB. BHyTpuBuaoBas yuuduxanus. Pazsurue ynupukauuu u
CTaHJapTU3alUU JOKyMEHTOB. COBpEMEHHBIE IOCYAApCTBEHHbIE CTaHAAPTHl HAa JTOKyMeHTHI. IIpaBuia mo
JIETIOTIPON3BOJICTBY B (hellepaibHBIX OpraHax HCMOTHUTENbHOU BiacTH Ne 477 ot 15 wurons 2009 r.
Oco0eHHOCTH OpTaHU3aIIMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB. I'OCT P 7.0.97-2016 «Cucrema
CTaHZapToB 1o uH(popmauuu, OWUOIMOTEYHOMY U  H3JaTelbckoMy jaeny. OpraHu3aluoHHO-
pacriopsiAuTeNbHas JOKyMeHTalus. TpeboBaHus K 0(hOpMIIEHUIO JOKYMEHTOBY (TpHKa3 oT 8 gexadps 2016
r. Ne 2004-ct). «TpebGoBanuss Kk 0GOPMICHHIO JOKYMEHTOB» M H3MEHEHHMsS K HEMY. PeKBHU3HWTHI,
pErIaMeHTHPYEMBbIE TOCYJaPCTBEHHBIM CTaHIAPTOM.

I'OCT P HUCO 15489-1-2019 Cucrema crangaptoB 1o uHbopManuu, OUOIMOTEUHOMY U
u3zarenbekomy aeny. MHpopmanus u 1okyMmeHTanus. Ynpasienue aokymentamu. Yacte 1. Ilonsatus u
MIPUHLIUIIBI.

bnank noxymenTa. Buasl 6ankoB. CocTtaB O1aHKa, HOPSIOK PACHOJIOKEHUSI PEKBU3UTOB B OJIaHKE.
bnanku ¢ yrioBbIM U IIEHTPOBaHHBIM PACIIONIOKEHHEM peKBU3UTOB. [IpaBuia KoHCTpyupoBaHus OaHKa.
bnanku ¢ n3o0paxkeHneM rocyAapcTBEHHOro repba u repba cyobekTa deneparum.

ABTOp nokymeHTa. llopsgok o0o3HaueHUss HAaUMEHOBAHHSA OpraHU3alMU—aBTOpa JIOKYMEHTA.
CripaBouHbIe JaHHbIE 00 aBTOpE, UX COCTaB, pa3MelleHHe Ha O1aHKe. ABTOPHI IMYHBIX JTOKYMEHTOB.



[Tonnuce, neyaTs Kak NpU3HAKK aBTOPA.

Bun nokymenrta, ero pas3BuTHE. Buibl JTOKyMEHTOB, ONpeIeNseMble 3aKOHOAATEIbHBIMU U
HOPMATUBHBIMU akTaMu. CBSI3b BUJIOB JOKYMEHTOB M (DYHKIMH yIpaBiieHHs. YKa3aHHe BUAA JOKYMEHTa,
€ro MEeCTO U Ha3HaueHue B (opMyJIsipe J0KyMeHTa. 3aBUCUMOCTh (POPMBI IOKyMEHTa OT €ro BUJA.

O6o3nauenue ajapecara. [IpaBuiia HamucaHus ajpecara U MECTO yKa3zaHHs ajpecara B GpopMmyIspe
nokyMmeHTa. OTpaxeHnue cepbl 1eHCTBUS JOKYMEHTa B ero aapecare. [lopsaok odhopmiieHus JOKyMeHTa C
HECKOJBKUMH ajipecataMu. [Topsaok opopmiieHHs TOYTOBOTO ajpeca.

Jata nokymeHTa. 3HaueHUE JAaTUPOBAHMSI JOKyMEHTAa. ABTOpPCKHE JaThl (COCTaBIJICHUE,
NOJMNKMCAaHUEe), AaThl, OTHOCSIIUECS K cojepkaHuio. J[aThl, XapakTepH3yIOLIUe 3JIEeMEHTHl (popMyisipa.
JHatbl 06paboTku nokymeHTOB. [Topsiaok odopmieHus nar.

CocraB ynoctoBepeHHs 10KyMeHTOB. HazHaueHue nmoammcanus JOKyMeHTOB. IIpaBuna moanucu
JIOKYMEHTOB pa3IMYHbIX KaTeropuil. Mecto noamnucu B popmyssipe JOKyMeHTa. DJIEKTPOHHAS MTOAIHUCH.

[Teuatn u ux Ha3HaueHue. Bunel neuyareit. ['ocynapcTBenHas repOoBas nedyarb. 3aKOHOAATEIBCTBO
00 M3roTOBJIEHUH U MOJIb30BaHUU NedaTsaMu. [lopsaok npocTaBiaeHus meyaTH Ha JOKYMEHTaX.

VYTBepxnenue nokyMeHTOB. CriocoObl yTBepxkaeHus. CoctaB rpuda yTBEp>KACHUS, MOPAIOK €ro
odopmIteHHs, MECTO B (HOPMYJIpE JOKYMEHTA.

CornacoBanue aokymeHrta. [lopsok W Buabl coriacoBaHus. Busbl U rpud corimacoBaHus, UX
odopmiieHre, MecTo B GOpMyJIsipe TOKYMEHTA.

OrmeTkn Ha JOKyMeHTax. WX ponp B IPOXOXACHMM M MCIOJHEHUU JIOKyMEHTa, MECTO B
bopmynape nokymenTa. Ocoboe Ha3HaueHHe pe3oitoluu. TpeboBaHue K ee coAepKaHUI0 U 0POPMIICHHUIO.
OTMETKH O B3SITHM JOKyMEHTa Ha KOHTPOJIb, UCIIOJIHEHUU JOKYMEHTA U JIp.

Tema 8. O0mue TpedoBanus Kk TekcTy 10KyMeHTA;
YHudpukanusa TeKcra J0KyMeHTa

[TonsiTue «TEKCT JMAOKYMEHTa» MpPH pa3IUYHBIX crocobdax JoKyMeHTHpoBaHusa. CreHapuil
MOJArOTOBKU JOKyMeHTa. CoJiepsKaHue IPOCTBIX U CIOXKHBIX JIOKYyMEHTOB.

[Topsinok W3MOXKEHUsl TeKCTa JOKyMeHTa. TpeOoBaHHS YETKOCTH U SICHOCTH TEKCTa JOKYMEHTa.
Jlornyeckast CTpyKTypa TekcTa. B3anMocBs3p conepxkanus U Gpopmel 1okymeHTa. Dopmanuzanus Tekcra
JIOKYMEHTA.

OnemeHTbl TekcTa. lIoHATHME «3arosoBoK AOKyMeHTa». Ha3HaueHue 3aroioBka, €ro MecTo B
bopmynape nokymenra. [IpunokeHus: K TEKCTy U MOPAIOK UX OPOPMIICHUS.

VYHudukanus TOKyMEHTa Kak OJHO W3 HAaIpaBICHWH €ro coBeplIeHCTBOBaHUS. lIpeamochuiku
yHUpUKauu. Meroa yHupUKaluu.

YHuukanus CTPYKTypbl TekcTa. OneMeHThl (opManuzanuu. DopMaTu30BaHHBIM XapakTep
TEKCTOB YYETHOM JOKyMEHTAlMH. YHHU(PHUKAIUSA S3BIKOBBIX CcpeacTB. PopMbl yHHU(DUKAIMK: TUIIOBOH,
TpadapeTHbIi TEKCThI, TAOIHUIIA, aHKETa, TPaQUKH, AUArPaMMBI.

Tema 9. Cucremsbl fokymenTanun; CriaablBaHHe CHCTEM, YHU(PHULUPOBAHHBIE CHCTEMBI
AOKYMEHTAIlUH

[Tonsitue «cucrema JoKymeHTauum». IlpusHaku cucTeMbl JoKyMeHTauuu. (OCHOBaHHS
KJIacCU(UKAIIUN CUCTEM JJOKYMEHTAIUH.

HcTtopuueckast 00yciaoBI€HHOCTh (OPMUPOBAHUSI CUCTEM JOKyMeHTaluu. CUCTEMBI JOKYMEHTAIUU
YUPEKIACHUHN JOPEBOMIOLIMOHHON Poccun.

Pa3Butue cuctem JOKyMEHTallMd Ha COBPEMEHHOM JTare. KauecTBeHHbIE M3MEHEHHUsS COCTaBa U
COJIEp’KaHUsl CUCTEM JIOKyMEHTALINN.

['ocynapctBeHHass cuctemMa JOKyMeHTauud. @OYHKIHMOHAJIbHbIE CHCTEMBl JIOKYMEHTAlUU.
OtpacneBble ¥ BEJOMCTBEHHBIE CUCTEMBI U UX B3aUMOCBSI3b.

[Tonsitue «yHubUIUpPOBaHHAS cHCTEMa JOKyMeHTauun». Pa3paboTka yHHUPHUIMPOBAHHBIX CHCTEM
JOKYMEHTAllMM — HOBBIA dTanm B YHU(UKAIUM W CTaHIApTH3AIMMU JIOKYMEHTOB. XapaKTepUCTHKA
YHUQPUIIMPOBAHHBIX CHUCTEM JOKYMEHTaluHu. ['ocylapcTBEHHbIE CTaHAApThl Ha YHU(DUIKMPOBAHHBIE



cucteMbl. TpeOoBaHUs K TOCTpoeHHIO (hopmyisipa obOpasna. ONBIT MEXIYHApPOAHOM CTaHAApPTU3ALUU
JIOKYMEHTOB.

[TpoexTupoBanue yHU(PUIUPOBAHHBIX (POPM JOKYMEHTOB. THIOBBIE CHIEMATU3UPOBAHHBIE (POPMBI
JIOKYMEHTOB. MeTo conepkareiabHOl U GopMaibHON YHU(DHUKAIIH.

OObmepoccuiickue M OTpacieBble YHU(PHUIMPOBAaHHBIE (HOPMBI JTOKYMEHTOB; YHU(DUIIUPOBAHHbIE
dbopMbl TOKyMEHTOB npennpustus. Peructpamnus yHuduuupoBaHHbIX (opMm JokymeHToB. Ilopsimok
BBEJICHUS B JielicTBUE YHHU(DUIMPOBAHHBIX (OPM JOKYMEHTOB. AIBOOMBI (HOpM YHUDHUIIMPOBAHHBIX
JTOKYMEHTOB.

PernmamenTanus cocraBa BHJIOB U Pa3HOBUIHOCTEN JOKYMEHTOB OIPEIEICHHOIO KOMILIEKCA IO
3agadyaM ynpasieHus. Tabenb GopM TOKYMEHTOB.

Tema 10. OprannzanMoHHO-pacnopsiAuTeIbHbIe © HHPOPMALMOHHO-CIIPABOYHbBIE
AOKYMEHTbI

YHUpUIMpOBaHHAs CUCTEMa OpPraHW3alMOHHO-PACTIOPAIUTENbHON NoKyMeHTanuu. OcoOeHHOCTH
CUCTEMBI, €€ COCTaB.

OpranuzannoHHble JOKyMeHThI. [lomoxeHus, ycTaBbl, MHCTPYKIMH, paBuiIa U J1p. TpeboBaHUs K
UX COCTaBIICHUIO ¥ O(hOPMIICHHIO.

Pacniopsnurensubie fokyMeHThI. [locTaHOBIEHMSI, peLIEHNs], TPUKA3bl, paCIOPSLKEHU, YKa3aHUs U
np. [opsnok ux cocraBineHust U 0HOPMIICHHUS.

NHpOopMaLlMOHHO-CIIPABOYHBIE JTOKYMEHTBI: aKThl, CIIPaBKH, JOKIAJHBIE U OOBSCHHUTEIbHbIC
3aIlMCKH, MUChbMa, TeJerpamMmmsbl, TenedoHorpaMMel. VX coctaBienue u opopmiieHue.

OcobenHoctu ohopMIIeHUs AEATEIBHOCTH KOJUIETHAIBHBIX OPTaHOB.

Odopmnenre yHUGUIUPOBAHHOW JOKYMEHTAIIUU 110 JTUYHOMY COCTaBY.

Tema 11. CoBepuieHCTBOBAHHE JOKYMEHTALMOHHBIX NMPOLECCOB, HCNIO0JIb30BAHUE HOBBIX
HHPOPMANMOHHBIX TEXHOJIOTHI B JOKYMEHTHPOBAHUH

Heo0xoauMocTs perynupoBaHus Ipolecca JOKyMEHT0oOpa3oBaHUs. BbIiCHEHME M yCTpaHEHHE
NPUYUH HEONpPaBJAaHHOIO BO3PACTAaHUS BHUJAOBOTO pa3HOOOpazWs U  KOJIMYECTBA JOKYMEHTOB.
VYcraHoBiieHHe OOOCHOBAaHHBIX  KPUTEPHEB CO3JaHUs  JOKyMEHTOB. (DakTopbl, ONpeeNnsionme
HEOOXOUMBIA KOMIUIEKC TOKyMEeHTOB. Tunuzamus ¢popMm A0KyMeHTOB. Pa3paboTka HayuHBIX KOHIEMIIHMA
MEXOTpaciieBoi yHU(UKaUK GopM yrpaBiieHUeCKUX JOKyMeHTOB. Co3/laHie OaHKOB JaHHBIX.

[TpaBoBoe perynupoBaHue mpolecca JOKyMeHToo0pa3oBaHus. @OpMBbI IPaBOBOTO PETYIUPOBAHHUS.

BnusiHue BHeOpeHUs BBIUMCIUTENHHOW TEXHUKHM Ha o0Opa3oBaHHE JOKYMEHTOB. JIOKyMEHT B
anekTpoHHor ¢opme. [Ipobrema mpaBOBOTO peKMMa JOKYMEHTa, CO3/IaHHOTO B AJICKTPOHHOH (opme.
Oco0GeHHOCTH COTJIACOBAHUS U MOJMUCAHUS HIIEKTPOHHBIX JOKYMEHTOB.

OcoOenHocTy co3aanus 1 0(OpMIIEHHS JOKYMEHTOB Ha KOMITbIOTEpE: UCIOIb30BaHUe 0a3 TaHHBIX,
co3/laHMe I11a0JIOHOB, TEKCTOBBIE PpENAKTOPBI, CIOBApPH, IPOBEPKAa I'PaMOTHOCTH U opdorpaduu.
CoBpemMeHHOe porpaMMHOe o0ecrieueHue.

PasButue cucrembl nepenaud  uHpopMmanuu. Bo3MoxkHOCTH  0€310KYMEHTHOrO OOMeHa
uHbopMalueil B yrpaBJIeHUH.

Tema 12. Kommiekcsl 1okymMeHToB; HayuHo-cTOpHYecKasi M NPAKTHYECKAs HEHHOCTH
AOKyMeHTa

ITonsiTHE «KOMIUIEKC TOKYMEHTOBY». llepBUUHBIE KOMIIJIEKCHI TEKCTOBBIX JOKYMEHTOB M UX BHJBIL.
Komrmuiekcsl TeXHUYeCKUX U KHHO(GOTOAOKYMEHTOB.

CrnoxHble KOMIUIEKCH. TIOHATHS <«JIOKYMEHTaNbHBIA (QOHA» M «apXUBHBIH (Qouma». Komiuiekcs
JIOKYMEHTOB YUpEXJE€HUI, OpraHu3alluii M CTPYKTYpPHBIX monapaszzieneHuil. Jluunesie Qonasl. [lonsTHE
«KOJUIEKIMSI JTOKyMEHTOB». IloHsTne «apxuB». BemoMmcTBeHHBIE apxXuBbl. 1'OCyIapCTBEHHBIE apXUBBHI.
['ocynapcTBeHHbIN apXUBHBIA (DOH/ KaK KOMIUIEKC JOKYMEHTOB, IPUHAIEKAIIUX TOCYAAPCTRY.

[ToHATHA: «IEHHOCTh JOKYMEHTa», «IKCHEPTU3a IIEHHOCTH». BO3HMKHOBEHHME HKCIEPTHU3HI.
BripaOoTka NpUHIMIIOB U KPUTEPUEB OIIEHKHU [IEHHOCTH JIOKyMEHTOB.

BHewHsasA 1 BHYTpEHHSISI KPUTHKA IOKYMEHTOB. AHalIU3 aBTOPCTBA, BPEMEHU, MECTA



BO3HUKHOBEHUU JTOKYMEHTA. AHAIN3 COAEPKAHUA JOKyMEHTA. JlOCTOBEPHOCTh U LIEHHOCTh JJOKYMEHTA.

JlokyMeHTBl ¢ moBTOpsOIelcs uHpopMmanueil. Bunel mnoBTOpsiemMocTu:  AyOJIETHOCTD,
HOTJIOIEHHOCTh, ~ CYMMHpOBAaHHE, BapUaHTHOCTb, pedepupoBanue. OOmMe  3aKOHOMEPHOCTH,
OTpeeNsAoNe BOSHUKHOBEHHE JJOKYMEHTOB C MOBTOpsitonieiics nHpopmanueil. @akTopbl, BHI3BIBAIOLINE
BO3HHKHOBEHHUE JIOKYMEHTOB C MOBTOPSIIOIIEICS HH(pOopMaIMel B Ipeeaax OTPacH.

3HAYUMOCTD SIBJICHUN, COOBITHH, (AaKTOB B MEPBUYHBIX M BTOPUYHBIX JOKYMEHTaX, COOTBETCTBUE
cojepxalieiics B HHMX MH(GOPMAIMM OCHOBHBIM WJIM BCHOMOTATEIbHBIM (DYHKIHUAM YUPEKICHUS.
Opuanueckas cuna 3THX JOKYMEHTOB. XapakTep MOBTOPSEMOCTH, MEPUOAUYHOCTh OOpa30BaHUSA
JIOKyMEHTOB.

Bri6opoynast onieHka JOKYMEHTOB.

CrneunanbHble KpUTEPUM OLEHKM HaydHO-TeXHU4deckod poxkymeHtauuu (HT). HM3yuenue
BHYTPEHHETO COCTaBa JJOKyMEHTA I0 TpobiemMam (TeMam) u MoJemsiM (KOHCTPYKITUSAM). 3HAaYCHHE HAy4HO-
TEXHUYECKOH HJieH. 3HAaUUMOCTh OOBEKTa Il HapOJHOTO XO3SMCTBA. YHHUKAIbHOCTh COOPYKEHUS WU
KOHCTPYKIUU.

Kpurepun nenHoctd KuHO()OTOHOHOZOKYMEHTOB. (OCOOEHHOCTH OLIEHKHM MAIlIMHOYUTAEMBIX
JIOKyMEHTOB.

5. IEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHUSA
JJIA CAMOCTOSATEJBbHOM PABOTBI OBYUAIOIIUXCS

5.1. Yka3aHus 10 OPraHu3auuy M NMPOBeJIeHUI0 JEeKIMOHHbIX, MPAKTHYECKNX (CEMHMHAPCKUX)
1 JIA00PATOPHBIX 3aHATHI € MepeYHeM y4eOHO-MeTOAUYeCKOro odecnevyeHust

Ba)kHpIM OpraHu3ylOlUM HayalloM 3aHSITUHA MO JUCHUIUIMHE «J{OKyMEHTOBeAEeHHE» SIBIISIOTCS
JIEKIIMU - OHM PAcKpPBIBAIOT OCHOBHBIE MPOOJIEMBI IO KaXI0 TeMe.

CeMuHapckue 3aHSATHS TPOBOAATCA IO TeMaM JUCHMIUIMHBIL, TpeOYyIoIUM NpHOOpeTeHU
IIPAKTUYECKUX HABBIKOB aHAJIW3a M COCTABIEHUS [JOKYMEHTOB, 3aKPEIJICHUS TEOPETHYECKUX 3HAHU,
MOJTyYEHHBIX Ha JIEKLHAX U B pe3yJIbTaTe CAaMOCTOATEIbHONU paboThl Ha/l y4eOHBIM MAaTEPUATIOM.

[lpu peanuzanu NporpaMMbl JTUCHMIUIMHBI  HCIIOJIB3YIOTCS  pa3iUuHble 00pa3oBaTelbHbIC
TEXHOJIOTHH — JIEKIIMH, CEMUHAPBI U MTPAKTHYECKHE 3aHATUS ¢ ucnoib3oBanuem [1K.

W3ydyeHne TEOpETHMUECKOT0 MaTepuala Ha JIeKYUAX C UCIHOJIb30BAHUEM KOMIIBIOTEPHBIX
TEXHOJIOTHH.

B npouecce cemunapos ucnonb3yrorcs Takue (HOpMbl Kak 0OCYXKIEHHE JIOKJIAZOB, pedepaTos,
JUCKYCCUM TI0 HauOoJiee CIOKHBIM BOMPOCAM, JI€JIOBBIE WIPbI, TPEHUHTH, pedIeKCusi Mo aKTyaJIbHbIM
npobiaemMaM, Mpe3eHTaLNH.

s camocTosITenbHOW paboThl CTyJEHTaM HEOOXOJUMO OOpaTUTHCS K CIUCKY JIUTEpaTyphl,
KOHCIIEKTaM JIEKIIUH ITpenofaBaTesis. 3aTeM CIIeyeT IPOBECTU aHAIIN3, UCXOAs U3 COAEpkKaHHsI BOIIPOCOB.

CeMuHapckue 3aHSTUS TPOBOAATCS B ayJWTOPUU W/WIM B KOMIIbIOTEpHOM Kiacce AlY.
Hcnonb3yroTcst mpaBoBble MH(YOPMAIIMOHHBIE CUCTEMBI «I"apaHT» U Ap., a TakKe pa3JaTOuHbIi MaTepHuall.

Pa3znaTounslii MaTtepuan COAEPKUT BBIACPKKU W3 3aKOHOJATENIbHBIX U HOPMAaTHUBHBIX MPaBOBBIX
aKTOB, HOPMATHBHO-METOJMUYECKUX JJOKYMEHTOB, COOTBETCTBYIOIIMX T€ME KaXKJIOTO 3aHATHUS; COOPHUKHU
YOpaBlIE€HYECKUX CUTyallud W JOKYMEHTOB; MaTepuaibl, COJEpKallhe OINUCaHHe OpraHu3alud U
TEXHOJIOTUH JIEJIONPOU3BOJICTBA B YCJIOBHOM OpraHu3aluM; Jena, cPOpMHUpPOBaHHBIE M3 JIOKYMEHTOB
Pa3IMYHBIX UCTOPHUUECKHUX NEPUOIOB.

Br160op Tem ceMHHapCKUX 3aHATHH 00yCI0BIIEH OOIIMM COJIepKaHUEM Kypca U
HaIleJIEH Ha YIIIyOJIeHHOE N3YYEeHHE €ro OTJENbHBIX Pa3zelioB.

[enb 3aHATHI — 3aKpETUIEHUE CTYAEHTaMU 3HaHUN TEOPETHUUECKOTO Kypca U
npuoOpeTeHne UMH MNPAKTHYECKUX HABBIKOB JOKYMEHTHPOBAaHUS JEATENIbHOCTH OpraHu3aluid H
MPEANPUATHIN.

B cBs31 ¢ OCTaBIIEHHOM 1I€TBI0 CEMUHAPCKUE 3aHIATUS Pa30UThl Ha TPH pasjiena:

1. Pa3zBuTHE JOKyMEHTA U CKJIa/IbIBaHKE ero (hopMysipa.



2. CocraBieHue 1 opopMIIEHHE OPraHN3aMOHHO-PACTIOPSAUTENBHBIX T0KYMEHTOB.

3. Ci10HbIE KOMIUIEKCHI JOKyMEHTOB.

B pesynbprare BBINONHEHUS NPAKTUYECKUX 33JaHUM CTYACHTHI JOJDKHBI 3HATh IIOSBIEHUE U
pa3BUTHE JOKYMEHTAa, B3aMMOCBS3b IOHATUH «IOKYMEHT» M «uH(popManus»; (HOpMbl U CHOCOOBI
¢ukcupoBaHuss MHPOPMALMU HA MAaTEPUATBHOM HOCHUTENE; COCTaB U Ha3HaueHHe (YHKIMN JTOKYMEHTa;
HBOJIIOLINIO (OpMyJiipa TEKCTOBOIO JOKYMEHTa B Pa3IMYHble HCTOPUYECKHE MEPHUOAbI, COBPEMEHHBIE
TpeOOBaHUS, NPEIbABISEMbIE K COCTaBICHHIO M O(OPMIICHHIO CIYKEOHBIX JIOKYMEHTOB; YMETh
COCTaBIIATh U ODOPMIISITH OCHOBHBIE BU/IbI OPTaHU3AMOHHO-PACTOPAIUTENbHBIX JOKYMEHTOB.

3aHATHS TPOBOJATCS C YYETOM TpeOOBaHUIM, M3/I0’KEHHBIX B 33JJaHUSAX U HA OCHOBE MpeAaracMbIxX
YOpaBIE€HYECKUX CUTYaIUH.

3aHATHS MOTYT OBITh POBEJCHBI KaK TPAJAUIIMOHHBIM CIIOCOOOM, TaK U Ha
MEPCOHAIILHOM KOMIIBIOTEPE C UCIOJIb30BAHUEM COBPEMEHHBIX TEKCTOBBIX PEAAKTOPOB U IO CHELHAIbHO
pa3pabOTaHHBIM METOUUECKUM YKa3aHUSM.

[TonroroBka K MPakTHUYECKUM 3aHATUSAM MPEIyCMaTpPUBAET CaMOCTOSITENIbHYIO paboTy CTYAEHTOB
10 U3YUYEHHIO JIEKIIMOHHOTO Kypca, UICTOUHUKOB U JINTEPATYPbI, PEKOMEHI0BAHHBIX K KaKIOMY 3aHATHIO.

Ha xaxaoM 3aHATUU MPOBOAMTCSA OMPOC M KOJUIEKTHBHAs Oecela Mo TeMe, pa3bICHAIOTCS LeNu U
3a1a4u €€ u3ydeHus. Pe3yapTaTbl caMOCTOSTENBHO BBINOJIHEHHBIX 33JaHUN MPENoJaBaTellb INPOBEPSIET B
KOHIIe 3aHATHH. [IpornyiieHHble 3aHsATHS CTyI€HThI OTPabaThIBAIOT CAMOCTOSTENIBHO.

5.2. Yka3aHus 111 00y4al0muxcs 1Mo 0CBOEHUI0 JUCHUIIHHBI (MOAYJII0)

Tadiauua 4.
Coaep:xaHue cCaMOCTOATENbHON PadoThl 00YUAKOIIUXCS

Homep Kon- Dopmul pabomwl

padena Temvl/60npoChl, BbIHOCUMbLE HA CAMOCMOAMENbHOE co

(memwi) uzyrenue Yacos

Tema 1. | BBenenue. Haznauenue Kypca, HCTOUHHMKHU U JIUTEparypa. | 6
HcTounuku u nureparypa

Tema 2. | Ilpeamer, coxepkaHue, 3agaud Kypca M Meroabl ero | 10
W3YyYEeHHUS

Tema3. | Tema 3. JlokymeHnt, ero ¢yaknuu. [lonstus | 20 acce, mpe3eHTaIus
«uH(pOpMALHSD U «TOKYMEHT»

Tema 4. | Tema 4. CnocobObl aokyMeHTHpoBaHus. Marepuaibhbie | 20 pedepar, npe3eHTanus
HOCUTENIU MH(OPMAIIHH.

Tema 5. | Tema 5. IlpusHaku TOKyMeEHTA: 10 pedepat, KOHTpOJIbHAs
OPUTMHAJIBHOCTb, MOJUTMHHOCTh, KOMUHHOCTb pabota

Tema 6. | Tema 6. @opmyJisip TOKYMEHTAa M €ro COCTaBHbIe 4yacTh. | 20 pedepar, npe3eHTanus
Uctopus pa3sutus popmyispa fokymenra: 16-17 Beka, 18
BeK, 19 Bek, 20 Bex
Peghepam, Ilpezenmayus, pabouas mempaow

Tema7. | Tema 7. ®dopMynsip COBPEMEHHOro ympaBieHyeckoro | 20 pedepart, npe3eHTaIus,
JOKyMEHTa: TpaBuiia opopmieHus IpaKkTH4ecKas padora,

Tema 8. | Tema 8. OOmme tpeboBanuss k Tekcty nokymenra; | 20 pedepat, npe3eHTanus
YHuudbukanus Tekcra JOKyMeHTa

Tema9. | Tema 9. Cuctembl NOKyMEHTALIUU; CKJIAJbIBAHUE CUCTEM, | 22 pedepat, mpe3eHTanus
YHU(PHUIHUPOBAHHBIE CUCTEMbI TIOKYMEHTALIUU

Tema 10. | Tema  10. OpraHu3allMOHHO-PACHOPSAIUTEIbHBIE U | 22 Brimonnenune




MH(POPMALIMOHHO-CIIPABOYHBIE JJOKYMEHTBI MPAKTUYECKHUX 3aaHHI
CaMOCTOSTEIbHON
paboThI 1O TeMaM
CoBpeMeHHbIE
TpeOOBaHUS K
(opmysipy
nokyMeHToB. Pedepar,
Mpe3eHTaLHs

Tema 11. | Tema 11. CoBepiieHCTBOBaHHE JOKYMEHTALIMOHHBIX 60 Pedepar, I[Ipesenrarus

MIPOLIECCOB, HCIOJB30BaHUE HOBBIX HH(GOPMALMOHHBIX

TEXHOJIOTMHA B JOKYMEHTUPOBAaHUU

Tema 12. | Tema 12. Komnnexkcsl  gokymentoB;  HayuHo- | 62 Pedepar, [Ipezenranus,
HCTOpUYECKAs M MPAKTUYECKasi IEHHOCTh JIOKYMEHTa 0T4eT 00 IKCKYPCHHU
Hmozo 292

5.3. Buovt u ¢hopmer nucomennvix pabom, npeoycMOmpeHHbIX HPU OCEOCHUU OUCUUNIUHDL
(Mo0yns), évtnonnaemole 00YUAIOWUMUCA CAMOCHOAMETbHO

Camocmoamenvnaa paboma cmyoeHmog TIOPa3yMEBAaeT HAIUCAHUE KypCOBBIX padoOT Mox
PYKOBOJICTBOM IIperojiaBaTelisi, BeJeHHe paldoueil TeTpaau, BBINOJHEHHWE IPAKTHUYECKHX  3aJlaHHi,
TEOPETUYECKYI0 MOJrOTOBKY [0 TEMaTHUKE JUCUUIUIMHBI; HHIUBUAyalbHas paboTa CTYJIEHTOB
HperonaraeT Takke padboTy B KOMIBIOTEPHOM Kilacce U OMOIMOTEKEe YHUBEPCUTETA.

s camocTosiTenbHOW paboThl CTyJEHTaM HEOOXOJUMO OOpaTUTBCS K CIUCKY JIMTEpaTyphl,
KOHCIIEKTaM JIEKIIMH ITpenofaBaTesis. 3aTeM CIIeLyeT IIPOBECTU aHalIU3, UCXOs U3 COIEpkKaHHsI BOIIPOCOB.

Hanucanue scce

Hanucanue scce BO3MOXKHO Kak Ha 3aHSATUU (UTO MO3BOJUT CTYAEHTaM COCPEIOTOUYUTHCS HAa TEME
32  KOPOTKOE BpeMs, a [PEenoJaBaTeNIl0 OTCEYb BO3MOXKHOCTb HCIOJIB30BAHUS  CTYJEHTaMU
JIOTIOTHUTENbHBIX MCTOYHUKOB MH(pOpMalLKU), TaK U B GOopMe JOMAIIHEro 3aJaHus (B JaHHOM cllydyae y
cTyAeHTa OyneT OoJiblie BpeMEeHU Ha paboTy, HO BO3MOXHOCTb 3aMMCTBOBAHUS MBICIIEH BO3PACTAET).

CyTb 3amaHus: B GopMe 3cce U3JIO0KUTh CBOE MHEHHE OTHOCHTEIbHO BIIMSHUS JIOKYMEHTOB Ha
KHU3Hb YelloBeKa. Ba)kHO OoriacuTh JUif CTY/€HTOB OCHOBHbBIE TPEOOBAaHUS K HAIMCAHUIO BY30BCKOT'O 3CCE
(caMOCTOATENBHOCTh MBICIIH, HAJIMUKE CTPYKTYphl TEKCTa, HECTAaHJAPTU3UPOBAHHOCTh 00BbEMA U T. 1.).

Pexomenoayuu no nanucanuro peghepamos

®DopMmoii camMOCTOSITeTbHOM PAa0OTHI sABIsAETCS HamucaHue pedeparoB. [IpumepHbIl mnepeyeHb
pedepatoB NpUBOAUTCS JaJIEe.

PexoMenpanuu mo HamucaHwio pedepaToB: HA OCHOBE O3HAKOMIICHHUS C MPOrpaMMoOil Kypca, B
COOTBETCTBHUHU C KEJIaHHEM MyOJWYHOrO BBICTYIUICHHS HAa CEMHHApe WM 3alllUThl MaTepuaia Ha
KOHCYJIBTAIIH OCYIIECTBIISIETCS BEIOOP TeMbl. JKenaTenbHblid MOpAI0K pabOThI HAJl HEil:

- n3ydeHue yueOHUKa 1Mo TeMe, B IIpeiesiax KOTOpO# BhINONHsAETCS pedepar,

- MIPOCIYILIUBAHUE COOTBETCTBYIOLLEH JIEKLINH,

- moa00p JIUTEpaTyphl, YKa3aHHON B JAaHHOM MPOTpaMMe,

- [IPUBJICYCHUE JONOJHUTEIIBHON JIMTEPATYPBI MU UCTOYHUKOB.

Crpykrypa pedepara:
1. TUTYJIBHBIN JHCT (B COOTBETCTBUU ¢ TpeboBanusmu kadenpsr TUITI)
2. OIJIaBJIEHHE

3. OCHOBHas 4acTh (2-3 maparpada)



4, 3aKTIOYCHUE

3. CIHMCOK UCTOUYHUKOB U JIUTEPATYPHI

O6mwem pedepara B mpenenax 15 — 18 nucroB gopmara A4 (1,5 unrepBana, mpudt Times Neew
Romale. Pasmep mpudra 14, mapameTpbl CTpaHUIIBL: TIPaBOe, BepxHee, HIbKHee 1ot — 20 MM, JIEBOE TI0JIe
— 30 MM, oTcTymibl B Havase ab3ana 1,27 cM; Tabauibl Wi PUCYHKU — BHYTPH TEKCTa, CCHUIKH (CHOCKHM) Ha
3aMMCTBOBAHU IOCTPAaHUYHbIE (KHU3Y Ka)KJON CTPaHULIbI).

Bo BBegeHuum  00s3aTENBHO JOJDKEH OBITH NpHUBENEH 0030p MpPUBICKAEMBIX MyOIHKanmuid u
MCTOYHUKOB; B OCHOBHOW YacTH U 3aKJIFOUCHUU — YETKas CUCTEMa pa3BUBAIOLIMXCS BBIBOJOB 110 pasjeliaM
U TEME B LIEJTIOM.

Pedepar 3acumThiBaeTCsl Mocie €ro amnpodanuMyd aBTOPOM Ha CEMUHAape WIM 3alluTe Ha
KOHCYJIbTaIIH,

Kpumepuu oyenxu peghepama

Onenka pedepara BO3MOXKHA TOIBKO B IBYX (POPMAX: «3a4TEHO» HIIU «HE 3aUTCHOM.

s Toro, 4toObl pedepaT ObLI 3auTeH, CTYAEHT JOJDKEH BBIOJHHUTH BCE BBILICNIEPEUHCICHHbIE
YCIIOBUSI.

Pexomenoayuu no pazpadbomke npezeHmayuil no Kypcy

CocraBienue (pa3paboTka) TpE3ECHTAMH IO KypCy paccMaTpuBaeTcsi Kak ojaHa U3 (Gopm
TBOPUYECKOH caMocToATeIbHON paboThl. OHa MOKET 3aMEHUTH Pa3padOTKy M HamMKMCcaHue pedepara.

Tema mpe3eHTalMU BBHIOMPACTCS CAMOCTOSITETIBHO, MCXOJAS W3 TEMAaTHKH Kypca, IJIaHa JISKIUH,
JIUYHBIX IPUCTPACTUN aBTOPA.

OO0s3aTenbHO OHAa JOJDKHA OBITH yTBepkAeHa mpenojaBareieM. C HUM TpeOyeTcs 00CyIUThH
CIIeHapHii, TOA00p UCTOUHUKOB U UCCIICTOBAaHUM.

B npe3eHTanmy He0OX0IMMO BBIIIEPIKATh TPU OJIOKA:

BBOJHBIN (TUTYJIBHBIN CIaii/l ¢ yKa3aHUEM TEMBI, Kypca),

OCHOBHOWU (Ka)KIbIi Claii[l JeMOHCTPHUPYET | LENBHBINA CIOKET, HE MEPETPY’KEH TEKCTOM, aKIIEHT Ha
CMBICIIOBYIO CXEMAaTH3aIHI0, MPOCThIE HEOOBEMHbIE TAOIUIIBI, XYJ0KECTBEHHbIC WILTIOCTPALUU, MSITKUN
CBETJIBIM (hOH), 3aKIIOUYUTEIbHBIN (YKa3aHHEM TIOJHBIX BBIXOJHBIX OMOIMOTrpadUUecKuX MTaHHBIX II0
ciaiaM OCHOBHOM YacTH, UCIIOJTHUTENCH).

[IpesenTanus neMOHCTpHpYeTcss (C MOCTenyromei 3amuTold) Tud0 Ha CceMHuHape, JMOO Ha
KOHCYJIbTAIIHH.

Kpumepuu oyenxu npezenmayuu

B cnyuae coGuroieHus 3THX TpeOOBaHMIA TPE3CHTAIHS 3aCUUTHIBACTCS.

B mnHauane y4eOHOTrO Troja CTYICHTHI 3aYUCISIOTCS HA CAWT JUCTAHIIMOHHOTO OOYy4YeHUsS C
MOJIyYCHUEM JIOTHHA W TMapoJisi Ha Kypc «JlokymeHToBenaeHue» 1o aapecy: http://ido.aspu.ru/. Ha caiite
JTUCTAHIIMOHHOTO O0YUYEHUS pa3MEIIeHBI 3aIaHUs ISl PAKTUYECKUX 3aJaHUd U CAMOCTOSATEIIbHON PaboThI
CTY/ICHTOB, TECTHI.

6. OBPABOBATEJIBHBIE U THO®OPMAILIMOHHBIE TEXHOJIOI' MU

6.1. O0pa3oBare/ibHbIE TEXHOJIOTHH
[Ipu peanu3anuy pa3IHMYHBIX BUJOB yU4eOHOW pabOThI MO AMCIUILUIMHE MOTYT HCIIOJIB30BATHCS
ANIEKTPOHHOE OOyuYeHWe W AWCTAHIMOHHBIE OOpa3oBaTelbHBIC TEXHONOTMH. JIJs JOCTHKEHUS Iienei
U3yUYCHHS JUCIUIUIMHBI WCIIOJIB3YIOTCS aKTHBHBIC (JICKIMHM, CEMUHAphl) W WHTCPAKTHBHBIC (IHCITYTHI,
TUCKyccun) (GOpMbl NPOBEACHHS 3aHATHHA. YUYeOHbIe 3aHATHS MO JUCIHUIUIMHE MOTYT MPOBOIHUTHCS C
NpUMEHEHHEM HH(OPMAIMOHHO-TEIICKOMMYHUKAITMOHHBIX CETeH MPHU OMOCPEIOBAHHOM (Ha PACCTOSHHH)



MHTEPAKTHUBHOM B3aUMOJEHUCTBUM OOYyYaIOLIMXCS M MpernojaBaTelis B pexuMax on-line u/unu off-line B
dbopmax: BUICOJICKITUH, JICKITUH-TIPE3EHTAIINIA, BHICOKOH(PEPESHITHH.

6.2. UndopmanmoHHbie TEXHOJIOTHH

[Tpu peanuzanuu pa3ivyHBIX BUIOB Y4eOHOW M BHEYUeOHON pabOThl HCHOIB3YIOTCS CIEIYIOLIIE
nH(OpPMAITMOHHBIC TEXHOJIOTUHU: BUPTyajbHas oOydaromas cpena (WM CUCTeMa yMNpaBlICeHHUS OO0y4YCHHEM
LMS Moodle) nnu unbie ”HGOPMAITMOHHBIE CUCTEMBI, CEPBUCHI U MECCEH/IIKEPHI.

--HCTI0JIb30BaHUE CPEJCTB MpECTaBIeHUsT yueOHOW MHpopManuu (IPOBEICHUE OYHBIX (TPaJUIIMOHHBIX)
JIEKIIUN ¥ CEMUHAPOB C UCTIOIB30BAHUEM TPE3CHTAIUH U T.11.);

--HCIOJIb30BaHNE UHTEPAKTUBHBIX CPEJICTB B3aUMOJACHCTBUS YYaCTHUKOB 00pa30BaTEILHOrO IMpoliecca Ha
ocHOBe oOpa3oBaTenbHOro HHTEpHET nmoprana AI'Y// http:// asu.edu.ru/

- UCIIOJIb30BAHUE JICKTPOHHBIX YUEOHUKOB U PA3IMUHBIX CAaWTOB (3JECKTPOHHBIC OMOINOTEKH, KypPHAIBI U
T.J1.) KaK HCTOYHUKA UH()OPMALINY;

- MCTOJIb30BaHNE BO3MOKHOCTEH 3JI€KTPOHHON MOYTHI MpernojaBaTes.

6.3. [lepeyeHb MPOrpaMMHOro odecrnedeHuss 1 MH(POPMAIMOHHBIX CIIPABOYHBIX CHCTEM
IlepeyeHb JMLIEH3MOHHOTO POTPAMMHOI0 00ecneyeHust

2021-2022 yu.r.

Microsoft Office Project 2013,
Microsoft Office Visio 2013

HaumMenoBanue nporpaMMHOro obecreyeHus Haznauenue
Adobe Reader IIporpamma  ms MPOCMOTPa  DJIEKTPOHHBIX
JIOKYMEHTOB
[Inarpopma auctanumoHHoro oOydeHus LMS BupryasHas o6yuaiomas cpena
Moodle
Mozilla FireFox Bbpayszep
Microsoft Office 2013, OducHas mporpamma

7-zip

ApxuBatop

Microsoft Windows 7 Professional

OrneparyioHHasE CHCTEMA

Kaspersky Endpoint Security

CpencTBo aHTUBUPYCHOM 3aIIUTHI

Hepeqeﬂb COBPECMCHHBIX HpO(l)ECCI/IOHaJILHLIX 0a3 JAHHBbIX, I/IH(l)OpMaIII/IOHHI)IX CIIPaABOYHBIX CHCTEM

Yuebnwviii 200

Haumenosanue COBPEMEHHbIX npOd)€CCUOHa]ZbelX bas aaHHle,
uH¢OpMauu0HHblx CNnpaso4HbIX cucmem

2021-2022
«udopm-cuctem».

https://library.asu.edu.ru

OnexrponHbli kKatanor Hayunoit 6ubnnorexu AI'Y na 6aze MARK SQL HITIO

Uwmsa nonvzosamena: AstrGU
Ilaponv: AstrGU

OnekrponHsbli karanor «Hayunele sxypHanst AI'Y»: hitp://journal.asu.edu.ru/
YHuBepcanbHas ClipaBOYHO-UHPOPMAITHOHHAS MTOJTHOTEKCTOBast 0a3a JJaHHBIX

nepuoanyeckux uznanuii OO0 "UBUC". http://dlib.eastview.com

DIeKTPOHHO-0MbImoTeyHas cucrema elibrary. http:/elibrary.ru

KopriopaTuBHbIil IpoekT Accolaluy pernoHaIbHbIX OMOIMOTEYHBIX
koHcopuuymoB (APBMKOH) «MexpernonaibHas aHalIUTUYECKasi POCIUCH
crareit» (MAPC) - cBoHas 6aza JaHHBIX, COoJEprKallas MOJIHYIO
aHaJIMTUYECKy1o pocnuch 1800 Ha3BaHMIA )KYpHAJIOB [0 Pa3HBIM OTPACISAM
3HAHUU. YUaCTHUKHU IPOEKTA NPEJOCTABISIOT APYT APYTY 3JIEKTPOHHBIE KOIIUU




dhongax ux OMOIUOTEK.
http://mars.arbicon.ru

OTCKaHUPOBAHHBIX CTAaTEil U3 KHUT, COOPHUKOB, )KypHAJIOB, COJIEPKAIUXCS B

http://www.consultant.ru

CnpaBoynas npaBoBas cuctema Koncynprantlntoc.

ConepxuTcs OrpOMHBIN MacCUB CIIPAaBOYHOM MPaBOBOM HH(OPMAIHH,
POCCHUICKOE U pEerMOHaIbHOE 3aKOHOIATENIbCTBO, CYJCOHYIO IPAKTHUKY,
(uHAHCOBBIE M KaIPOBbIC KOHCYJIbTAIIMH, KOHCYJIBTAIIUU JJIs1 OF0IKETHBIX
OpraHu3aluii, KOMMEHTapUU 3aKOHOIAaTENbCTBA, (POPMBI JOKYMEHTOB, ITPOEKTHI
HOPMAaTUBHBIX IIPABOBBIX aKTOB, MEKTyHAPO/IHbIE IIPAaBOBBIC aKThl, IPABOBHIE
aKTbl, TEXHUYECKHE HOPMBI U IPaBUIIA.

MCCTHBIX ODMUTCHTOB.

http://garant-astrakhan.ru

HNudopmanmonno-npaBoBoe obecnieueHue «Cucrema TAPAHT».

B cucreme 'APAHT npezncraiens! enepanbHble U periOHAIbHBIE IPAaBOBbIE
aKThl, cyieOHasl MPAKTUKA, KHUTH, SHIUKIONEINU, UHTEPAKTUBHBIE CXEMBI,
KOMMEHTApUU BEAYLINX CHEIMAIMCTOB U MaTepHajbl M3BECTHBIX
npogeccuoHanbHbIX U3AaHNH, OJTaHKW OTYETHOCTH M 00pasIibl 10rOBOPOB,
MEXlyHapO/IHbIE COTJIAIIEHHUS, TPOEKThI 3aKOHOB.

IIpenocraBnser noctyn K heepaibHOMY M PETHOHAIBHOMY 3aKOHO/IATENIbCTBY,
KOMMEHTApUSAM U pa3bICHEHUSM U3 Beaylux npodeccrnonanbueix CMU,
KHUTaM ¥ OOHOBJIIEMBIM SHIUKIIONEAUAM, TUIIOBBIM (POPMaM JOKYMEHTOB,
CyneOHOM MpaKTUKe, MEKIYHAPOIHBIM JOTOBOpaM U APYToid HOPMATUBHOU
uHpopmanuu. Beero B Hee BKIIIOYeHO Oojiee 2,5 MITH IOKyMeHTOB. B nporpamme
npezacTaBieHbl JokyMeHThI Oornee 13 000 dhenepanbHbIX, peTHOHANBHBIX U

7. ®OHJI OHEHOYHBLIX CPEJACTB AJIAA TEKYIIET'O KOHTPOJISA U
IMPOMEXYTOYHOM ATTECTAIIUA

7.1. llacnopT ¢oHIa OLIEHOYHBIX CPEICTB
[Ipu mpoBeneHUU TEKYILIETO KOHTPOJS U MPOMEXYTOYHON aTTECTAlMU MO AUCHUILIMHE (MOIYIIO)
«JlokyMeHTOBeICHHE» TMPOBEPSETCS CPOPMUPOBAHHOCTh y OOYUYAIONMUXCS KOMIICTCHIIMM, yYKa3aHHBIX B
pa3zene 3 HaCTOAIIEH MPOrpaMMBL. JTamHOCTh (OPMUPOBAHHUS JAHHBIX KOMIIETEHIIMH B Ipoliecce
OCBOEHHUSI 00pa30BaTEIbHON NpPOrpaMMBbl OIpENEsieTcs IMOCIEeI0BAaTEIbHBIM OCBOEHUEM JMCLHUIUIMH
(Momymneil) W TPOXOXKIECHUEM MPAKTHK,
MOCJIEAOBATENbHBIM JIOCTHKEHUEM PE3YJIbTaTOB OCBOEHMS COJEP)KATENIbHO CBSI3aHHBIX MEXIy coOoM
pasenoB, TEM.

a B Iponecce

OCBOGHHUSI TUCIHUIUIMHBI (MOZYJs) —

Taoauna 5

CooTBeTcTBHE Pa3/1e/i0B, TEM AUCHUILIHHBI (MOAYJIA),
pe3yabTaToB 00y4eHHs MO JUCHUILIHHE (MOAYJII0) U OLIEHOYHBIX CPEACTB

No Kontponupyemsbie pazaesnst Kon HaumeHnoBaHue OLIEHOYHBIX CPENICTB
n/m JUCUUILIUHBL (MOYJIs1) KOHTPOJIUPYEMO

M KOMITEeTSHIINH

(KoMIIeTeHIHiN)
1. | Tema 1. Beenenune. Haznauenune kypca, | OIIK-2; OIIK-3

HCTOYHHMKH U JUTCpATYpPa




2. | Tema 2. Ilpeamer, coaepkanue, 3anaun | OIIK-2; OIIK-3 | 6auy konmpoavnas paboma
Kypca U METOJIbl €ro U3y4eHus

3. | Tema 3. Hokyment, ero ¢ynkuuu. | OIIK-2; OIIK-3 | Occe, Peghepam, Ilpezenmayus
[Tousitus «uHbOpMAIUI» U «TOKYMEHT»

4. | Tema 4. Cnocobsl noxymentuposanud. | OIIK-2; OIIK-3
MatepuanbHble HOCUTENH WH(OpMAaLIUU

5. | Tema 5. Ilpu3Haku TOKyMEHTA: OIIK-2; OIIK-3 | Pepepam, [Ipezenmayus
OpPUTHHAIILHOCTb, MOATTUHHOCT,

KOIUIHOCTh
Hmoeosas ammecmayus 9K3aMeH

6. | Tema 6. ®opmymnsip nokymenta u ero | OIIK-2; OIIK-3 | Pegpepam, Ilpesenmayus
coctaBHble YacTtu. Mctopust pa3BuTus
dbopmynsapa gokymenTa: 16-17 Beka, 18
BeK, 19 Bek, 20 Bek

7. | Tema 7. ®opmymnsip coBpemenHoro | OIIK-2; OIIK-3 | Buinonnenue npaxmuyeckux 3a0anuii
YIPaBJIEHYECKOTO JOKYMEHTA: MpaBHiIa camocmosamenvHol pabomuol no
odopmieHus memam CoepemeHnble mpebo8aHus K

Gopmynapy doxymenmos. Pegpepam,
npezenmayusi, /lenosas ucpa

8. | Tema 8. O6mue tpeboanust k Texcry | OIIK-2; OIIK-3 | Pegepam, Ilpezenmayus
JIOKYMEHTA; VYuubukanus  TeKcTa
JIOKYMEHTa
Hmoeosas ammecmayus 3auem

9. |Tema 9. Cucrembr poxkymenrtamuy; | OIIK-2; OIIK-3 | Pegpepam, [Ipezenmayus
CKJIa/IbIBAaHUE CHCTEM,

YHUPUITIPOBAHHBIC CUCTEMBI
JIOKYMEHTAIMH!

10. | Tema 10. OpraamzanmonHo- | OIIK-2; OIIK-3 | Beinoanenue npaxmudeckux 3a0anuil
pacrnopsiiuTenbHble U HHPOPMAIIMOHHO- CAmMoCmosamenvbHou pabomuvl no
CIIPABOYHBIC JOKYMEHTHI memam CoepemeHnbie mpebo8anus K

Gopmynapy doxymenmos. Pegpepam,
npezenmayus, /lenosas ucpa

11. | Tema 1. CosepmienctBoBanne | OIIK-2; OIIK-3 | Peghepam, Ilpezenmayus
JIOKYMEHTAITHOHHBIX
IPOIIECCOB,  HCIOJIb30BAaHHE  HOBBIX
WHPOPMAITMOHHBIX ~ TEXHOJOTHMH B
JIOKYMEHTHUPOBAaHUHU

12. | Tema 12. Kommiaekcsl pgokymentoB; | OIIK-2; OIIK-3 | Pegpepam, [Ipezenmayus, omuem 0o
HayuHo-uctopudeckass ¥ mpakTHdecKas IKCKYpCUU
LIEHHOCTh JOKYMEHTa
Hmozosas ammecmayus Oxzamen

Pexomenoyemole munvi KORmMpoa 0 OUEHUBAHUA PE3YIbMAMOo8 00yUeHU .
Jns olieHWBaHUS pe3ylbTaTOB OOy4YeHHs B BUAC 3HAHMNA WCHOJB3YIOTCS CIEAYIOUINE THUIIBI

KOHTPOJIS:

- TECTUPOBAHHE;
- UHAUBUAYalIbHOE coOece10BaHue,
- NIICbMEHHBIE OTBETHI Ha BOTIPOCHI.



TecroBble 3agaHus JOJDKHBI OXBAaTbIBATh COJEPYKAHME BCErO IMPOWIECHHOIO MaTepuaa.
NunuBunyanpHOE coOecenoBaHme, MUChbMEHHAsT paboTa MPOBOISATCSA MO pa3pabOTaHHBIM BOMpPOCaM IO
OTJIETbHOMY Y4€OHOMY DJIEMEHTY MPOTPaMMBbI (TUCITUILTHHE).

st onleHMBaHUS PE3yNIHTATOB OOYyUYEHUS B BUJE YMEHUN W BIAJICHUN WCIIONB3YIOTCS CIEAYIOIIHE
TUIIBI KOHTPOJISA:

- TIpaKTUYECKHe KOHTpOJIbHBIC 3aanus (manee — [1K3), BkiIrogarommx oJHy WJIM HECKOJIBKO 3a7ad
(BompocoB) B BHUAE KpaTKoi (OPMYyIHUPOBKH MACUCTBUN (KOMIUIEKCAa IEHCTBHIA), KOTOpBIE CIEIyeT
BBITIOJIHUTD, WJIA ONUCAHUE PE3YJIbTATA, KOTOPBIA HYKHO MOJIYYHUTh.

ITo cnoxuoctu 11K3 pazaenstorcss Ha MPOCThIE U KOMIUIEKCHBIE 3aJaHUsI.

IIpocteie IIK3 mpenmosararor pemeHue B OJHO WIM JBa JAE€WCTBUSA. K HMM MOYKHO OTHECTH:
MPOCTBIE CUTYAIMOHHBIE 3a/1a4yl ¢ KOPOTKUM OTBETOM WJIM HPOCTHIM JAEHCTBUEM; HECIIOKHBIE 3aIaHUS 10
BBIMIOJJHEHUIO KOHKPETHBIX JelcTBUU. [IpocThie 3agaHus MNPUMEHSIOTCA IS OLIEHKH YMEHUH.
KommuiekcHble 3amanus TpeOyIOT MHOTOXOJOBBIX pPEHICHHH KaK B THUIIHYHOW, TaK M B HECTAHAAPTHOM
CUTYaIMsIX. DTO 3aIaHHs B OTKPBITOH (hopme, TpeOyIoIre MO3TATHOTO PEIIeHUs U Pa3BEPHYTOr0 OTBETA, B
T.4. 33JaHUs HAa WHAMBUIAYAJIbHOE WIM KOJUICKTUBHOE BBINOJHEHUE MPOEKTOB, HA BBINOJIHEHUE
MPaKTUYECKUX JTEUCTBUI UM JTaOopaTOpHBIX paboT. KoMIuieKCHbIE TPaKTHYECKUE 3aJaHUsT TTPUMEHSIOTCS
JIJIS OLICHKH BJIaJICHUIA.

7.2. Onucanue nokasareJieil U KpUTeprueB OLICHUBAHUSI KOMIIETEHIIHI, ONMMCAHUE IIKAJ OLleHUBAHUS
Taoauma 6
Iloka3aTesin OLeHUBAHUS Pe3yJIbTATOB 00y4eHHs] B BUJAe 3HAHUI

[IIxasa oueHUBaHUS Kpurepuu onieHnBanus
JEMOHCTPHUPYET TIyOOKOe 3HAHHE TEOPETHMUECKOro Marepuasa, yMEHHe

5 00OCHOBAaHHO U3JIaraTh CBOM MBICIH 10 OOCYXJaeMBIM BOIIPOCAM,

COTJIIMYHO» CIIOCOOHOCTh TOJHO, MPaBWIBHO M apryMEHTHPOBAHHO OTBEYaTh Ha
BOIIPOCHI, IPUBOJAUTH MPUMEPHI
JIEMOHCTPHUPYET 3HaHUe TEOPETHYECKOTO MaTepuana, ero
4 MOCJIEIOBATENIbHOE W3JI0KEHHE, CHOCOOHOCTh TPHBOJUTH TPUMEPHI,
«XOpOIILIO» JOTyCKaeT eIWHUYHbIE OMIMOKH, WCHpaBIseMble TOCIE 3aMeuyaHus
npenogaBaTess
JEMOHCTPHUPYET HETMOJIHOE, (parMeHTapHOE 3HAHHE TEOPETHYECKOTrO
3 MaTepuaia, TpeOyloliee HaBOAANIMX  BONPOCOB  IPETOIaBaTEls,

«yJIOBJIETBOPUTEIBHO» | JIOMYCKAeT CYIIECTBEHHbIE OIIMOKM B €ro M3JI0KEHUH, 3aTPyAHSETCS B
NPUBEICHUN IPUMEPOB U (HOPMYJIIMPOBKE BBHIBOJIOB

JEMOHCTPUPYET CYLIECTBEHHbIE NpOOENbl B 3HAHUM TEOPETHUYECKOIO
MaTepuaia, He CHOCOOEH €ro H3JI0)KUTh W OTBETUTh HA HaBOJALIUE

BOIIPOCHI IMPENIOAaBaTCIIsA, HC MOXKCT IIPUBCCTU ITPHUMCPLI

2
«HEYIOBJIETBOPUTEILHO

Taoauua 7
IToxa3aTen oleHUBaHMS Pe3yJIbTATOB 00y4eHUs] B BU/le YMEHUI U BJIaJeHU I

[IIxana oneHuBaHuA

Kputepuu oneHnBanust

JEMOHCTPUPYET CHOCOOHOCTh IPUMEHSTh 3HAHUE TEOPETUUYECKOIO

5 MaTepuaia MpU BHIOJHEHUH 3aJaHHii, MOCIIEOBATEIbHO U MPaBUIHHO

COTIIUYHO» BBITIONTHSET 33/IaHUs, yMEET 0OOCHOBAHHO M3J1araTh CBOM MBICIIH U JCNIaTh
HE00XO0IMMbIE BBIBOJIbI

4 JIEMOHCTPUPYET CIIOCOOHOCTh MPHUMEHSTh 3HAHHE TEOPETUYECKOTO




MaTcpurajia Ipu BBIITOJHCHUU 3anaHHﬁ; MOCJICAOBATCIIbHO U MPABUIIBHO
BBITIIOJIHACT 3aJaHUs, YMECT 000CHOBAHHO M3JIaraTh CBOM MBICIIH U JACJ1aTh

«xoporio» HEOOXOUMBIC BBIBOJBI, JIOMYCKACT CIUHUYHBIC OIIUOKH, UCTIPABISEMbIC
MOCJIE 3aMEYaHNS MPENOAABATENS

JIEMOHCTPUPYET OTHECJbHBIC, HECUCTEMATU3UPOBAHHBIC HAaBBIKM, HE

3 CrocoOeH TMPUMEHHUTh 3HAHME TEOPETUYECKOTO MaTepuaja Ipu

BBITIOJTHCHUH 3aJJaHWi, UCTIBITHIBACT 3aTPYAHCHHUS U JOMYyCKAET OIIMOKU
IpU BBINOJHEHUM 3aJaHUM, BBIMOJHIET 3aJaHHe MpPU IOJCKa3Ke
IpernoaaBartels, 3aTpyAHsieTcss B QOpMyIUpOBKE BRIBOJIOB

2 He croco0eH MPaBUIBLHO BBITTOIHUTH 3aJaHNe
«HEYJIOBJIETBOPUTEITHLHOY

«YAOBJICTBOPUTCIIBHO»

7.3. KoHTpoOJbHBIE 3a]aHNs] WIN UHbIe MATEPUAJIbI, HEO0OX0AUMBbIe [IJIsl OIleHKH 3HAHWH, YMEHHUI,
HABBIKOB M (WJIN) ONBITA 1eATEIbHOCTH

Tema 1. lokymeHT 1 ero ¢pynkunu. Crioco0bl JOKyMEHTHPOBAHUSA

Konmponwvnwie éonpocwi:

1. Kak pa3BuBamuch MOHATUS «UHPOPMALU» U «TOKYMEHT»?

2. Kakue acreKThl 4eI0BeUeCKOM IeATeTbHOCTH OTPAXKEHBI B ONPEICICHUSIX TEPMUHA «JIOKYMEHT»?
3. Ilepeuncnute pyHKIUH TOKYMEHTA.

Tema 2. Cioco0bl JOKYMEHTHPOBAHMSA M MaTePHAJIbHbIC HOCUTEIN HH(pOpManuu
Konmpononwie éonpocwi:

1. KakoBsI 3Tamsl pa3BUTHsL TEKCTOBOTO JJOKYMEHTUPOBAHUS?

2. KakoBblI criocoObI 3anievaticHust HHpopMarmm?

3. Kakue crocoObl JOKYMEHTHPOBaHUS OSIBIIIKCH B 19 Beke?

Tema 3. UcTopusi pazeutus gopmy.sipa 1okymenrta. ®opmyasap noxkymenrta XVI - XVII Bs.

Konmponwvnwie eéonpocwi:

1. YeMm ompepensinach CTpYKTypa TeKCTa U HAMMEHOBAaHUE BUAA TOKYMEHTa?

2. KakoBbl 0COOCHHOCTH BHEIITHETO OPOPMIICHHUS JOKYMEHTA?

3. Kakuie nmpu3Haky MOMOTarOT OMPEIEIUTh aBTOPCTBO TOKyMeHTa?

4. Kak onpenenutb BpeMs cocTaBieHHs TokyMeHTa? OcoOeHHOCTH 0003HAYEHUS AaThl IOKYMEHTA
XVI - XVII BB.?

5. Kak ynocToBepsuiich TOKyMEHTHI?

Tembl 119 HANMMCAHUSA JCCe

1. BrusiHre ToKyMEHTOB (Kak TIO3UTUBHOE, TAK U HETAaTHBHOE) HA KU3HB YEJIOBEKA.
2. JIOKYMEHT B TIPOU3BEICHUSIX JTUTCPATYPhI U UCKYCCTBA.

3. [TacnopT, monuc u /1 6unetr — be3 HuX MeHs Kak OyATO ObI U HeT.

4. MecTo TOKyMEHTa B MOEH KM3HU U B )KU3HU MOEH CEMbH.

Hoarorosurs Ilpe3eHTranmio Ha Temy:

1. Pa3zButue noxymenTa u ero ¢popmyJsipa.

2. NokyMmeHT u ero pyHkuuu. CriocoObl JOKYMEHTHPOBAHUS.
3. ®opmynsap noxkymenra X VI - XVII BB.

Tema 4. ®opmyasip nokymenta XVIII B.
Konmponwvuwvie sonpocwi
1. HazoBute ocobernnoctu ¢popmsl fokymenta XVIII B.?



2. Kakue TpeboBaHMs MPEIbIBIAIOTCS K 0()OPMIIEHUIO IPOTOKOJIA 110 ['eHepabHOMY periaMeHTy?

3. B yem nposiBiiIach TeHAECHIUS K YHU(PUKAIIUN T0KyMEHTOB?

4. OnumuTe CUCTEMY NHUCBMEHHBIX CHOILIEHUI 3BEHBEB almapara ynpasleHUs Mo ['eHepaabHOMY
pernameHty?

IHoaroroBuTs pedepar Ha TEMy:
1. @opmynsp TOKyMEHTa B KOJUIETMAILHOM JIENONPOU3BOJCTBE
2. 3akoHOAATEIbHOE U HOPMATUBHOE peryaupoBanue aenonponssoactsa B X VIII B.

IHoarorosuts IIpe3eHTanuio Ha Temy:
®Dopmymsap nokymenrta X VIII B.

Tema S. ®opmyJsip 1okymenra XIX Beka

Konmponwsuwie sonpocoi:

1. B ueMm nposiBunach TeHAEHIMS K yHU(PHUKaUU GOPMBI H TEKCTa TOKyMeHTa?
2. Yro takoe TpadapeTHbIN U TUIIOBOM TEKCTHI?

3. Ha3zoBuTte coctaB Oy1aHKa TOKyMeHTa?

4. Yem omnpenensiics XapakTep aapecoBaHus T0KyMeHTa?

IHoaroroBuTs pedepar Ha TEMy:
B3anMocCBs3b 1 B3aUMOECHCTBHUE YIIPABICHUs, JEIONPOU3BOICTBA U apXUBA.

KonTpoabnass pabdora Ha Ttemy: @Popmynsap nokymeHra XVI-XIX BB., oTaMunTeNbHBIE
0COOEHHOCTH.

Tema 6. ®opmy.isip 10KymMeHTa XX Beka

Konmponwvnwie é6onpocwi:

. I/I3y‘~II/ITI) BHUJbI U Pa3HOBUIHOCTHU NTOKYMCEHTOB.

. BBIsIBUTB 0cOO€HHOCTH 0(OpMIIEHUS] pEKBU3UTA «aBTOP», OMUCATh COCTAaB OJIaHKA U €T0 BUJIBI.

. I/I3y‘~II/ITI) TEKCT JOKYMCHTA.

. OnucaTh NOPSIOK aApECOBaHMsI TOKyMEHTA.

. Beimucatp natel cocraBieHus, 00pad0OTKH, TOAMUCAHUS U JIP., YKa3aTh MECTO X PACIOIOKCHHUS.
. IIpoananu3upoBaTh XapakTep yAOCTOBEPEHUS JOKYMEHTA.

. Ommcars BUIbI OTMETOK.

. CoctaBUTh GOPMYIAPHI 2-X JOKYMEHTOB.

01N DN W —

IHoaroroBuTs pedepar Ha TEMY:

1. @DakTOopHl, BIUSIOUINE Ha COCTAB YIPABIEHYECKUX JOKYMEHTOB.

2. 3aKOHOAATENBPHOE U HOPMATHBHO-METOAMUYECKOE PETYIMPOBAHUE JOKYMEHTHPOBAHUS
JEeSTeIbHOCTH OpraHu3aluil pa3IndHbIX GOpM COOCTBEHHOCTH. (IO BHIOOPY).

3. CocraBnenue 1 opopMIIeHHE OPraHU3aMOHHO-TIPABOBBIX IOKYMEHTOB (110 BEIOODY).

Hoarorosurs Ilpe3enranuio Ha Temy:
®opmymnap nokyMenTta XIX - Hagana XX BB.

Tema 7. CoBpeMeHHbIe TPeOOBaHMA K (DOPMYJISIPY TOKYMEHTOB

Konmponwvnwie 6onpocwi:

1. Ilepeuucnure BHUIBI HOPMATUBHBIX aKTOB, PEMVIAMEHTUPYIOUIUE JIOKYMEHTHPOBAHHE
YIPaBIEHYECKON JESATEIBHOCTH.



2. Naiite onpenenenue u ykaxure coctas Y COP/I.
3. Yem paznuuarotcs oOmuii OJaHK v OaHK JUTsl MIChMa.

IHoaroroBuTs pedepar Ha TEMY:

1. 3HaueHue u poib AEIONPOU3BOJCTBA B CUCTEME ynpasieHus Poccuiickon denepanuy.

2. 3aKOHOAATEIbHOE M HOPMAaTHBHO-METOAMYECKOE PETYJIMPOBAHHE JIEJIONPOU3BOJICTBA B
Poccniickoin denepanumn.

Hoarorosurs Ilpe3enranuio Ha Temy:
CoBpemeHHble TpeOOBaHUA K POPMYIISIPY JOKYMEHTOB.

IIpakTuueckas padora — Odopmuts Ha Gopmare A4 OlaHK MHUCHhMa, OJIAHK KOHKPETHOTO BHJIA
JIOKYMEHTOB, JOJDKHOCTHOM OyiaHK, OJaHK i paOoOThI ¢ 3apyOeKHBIMH MapTHEPAMU MO TPeOOBaHUSIM
nevctBytomero 'OCTa

Tema 8. JlokyMeHTHpPOBaHHE PACHIOPAAUTEILHOM 1eATEJIbHOCTH

Konmponwvnwie é6onpocwi:

1. [lepeuncnure peKBU3UTHI, BXOAAIINE B POPMYJISp NMPHKa3a.

2. HazoBute CTpyKTYypy NpHKa3a 10 OCHOBHOM AEATEIbHOCTH.

3. Uem oTimuaeTcs CTPYyKTypa TEKCTa MpHKa3a 110 JJUYHOMY COCTaBY M OCHOBHOM JEATEIbHOCTH.
4. Ha3oBuTe CPOKH XpaHEHUS IPUKA30B.

5. HazoBuTe pekBU3UTHI, BXOAIINE B (POPMYIISIp PACIIOPSIKEHUSI.

6. UeM oTanuaeTcs CTpyKTypa TEKCTAa pacCHOpsDKEHUsS OT NMPUKa3a 110 OCHOBHOW JESITEIbHOCTH.

IHoaroroBuTh pedepar Ha TEMY:

1. CoBpemeHHbIN 0pHUIIHaTbHBIA JOKYMEHT KaK HCTOPUYECKUI HCTOUHUK.

2. Bnusinue HOoBeMIIMX MH(GOPMAIIMOHHBIX TEXHOJIOTUH Ha JEJONPOU3BOICTBO COBPEMEHHBIX
OpraHU3ALMM, YUPEKIACHUN, TPEANPUATHN.

3. Oco0eHHOCTH coCTaBJIeHUsI U OPOPMIICHUS JJOKYMEHTOB B OpraHU3alllu.

Hoarorosurs Ilpe3enranuio Ha Temy:
1. CocraBnenue u 0OpMIICHHE OPTaHU3AITHOHHO-PACTIOPSAIUTEIBHBIX TOKYMEHTOB.
2. JIoKyMEHTUPOBAaHUE PACTIOPAAUTENBHON AEATEIBHOCTH.

Tema 9. [lokyMeHTHPOBaHHUE 1ESATEIbHOCTH KOJIETHAIbHBIX OPraHOB

Konmponwsuwie sonpocoi:

1. Ilepeuncnurte peKBU3UTHI, BXOAALIME B (POPMYJIISIP IPOTOKOJIA.

2. HazoBuTte CTpyKTypy TE€KCTa MPOTOKOJIA.

3. B 4ém oTiinuMe MPOTOKOJIA MTOJIHOTO U KPaTKOTO.

4. YkaxuTe nopsAI0K ITOATOTOBKH COBELIAHUS U KAKUE JOKYMEHTBI CO3JJAl0TCS B XO€E MOTOTOBKH.
5. IlepeunciuTe peKBU3NTHI, BXOAALIME B (OPMYJISIP PEIICHUS.

6. B yeM Ha3HaYeHWE BBIMUCKHU U3 MMPOTOKOJIA.

IHoaroroBuTs pedepar Ha TEMY:
Komnerorepusanust 1€101pOnU3BOICTBA.

Hoarorosurs Ilpe3enranuio Ha Temy:
HOKYMGHTI/IPOBaHI/Ie ACATCIIBbHOCTH KOJIJICTUAJIBHBIX OpI‘aHOB.



Tema 10. CocTaBiieHne HH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB
Konmponwsuwie eonpocwi:

1. aiiTe ompeaeneHue U yKaXuTe TUIIOBOU (popmysp:
- IOKJIQJHOM 3aINCKHU;

- OOBSICHUTENILHON 3aITUCKH;

- CIIpaBKU;

- aKTa;

- CIy»K€OHOro nuchbma (Ha30BUTE €ro pa3HOBUIHOCTH);
2. YkaxuTe 0cOOEHHOCTU O(POPMIICHHUS MTHUCEM.

3. B 4ém ocoGeHHOCTh 0OopMIIEHHS TUChMa-OTBETA.

4. Kakue TpeboBaHMs MIPEIBIBIISIOTCS K TEKCTY IHUCEM.

BoinosiHeHHe NPAKTHYECKMX 3aJaHHMl - 10 MPEIJIOKEHHOMY pa3fAaTOYHOMY MaTepuaily
(COBOKYMHOCTh XaOTUYHO MPEJIOKEHHBIX PEKBU3UTOB) OGOpMUTH GOpMYIIApel UHGOPMAIIMOHHO-
CIIPaBOYHBIX IOKYMEHTOB.

CamocrtositenbHOI padoThl 1o Temam CoBpeMeHHbIe TPeOOBaHUA K (DOPMYJISIDY JOKYMEHTOB
— 10 MpeJIoKEHHBIM 00pa3aM J0KyMEHTOB ONPEEIUTh HECOOTBETCTBHS U OMIMOKU B 0OPMIIEHUN

I/IH(bOpMaLII/IOHHO-CHpaBO‘-IHBIX JAOKYMCHTOB.

IHoaroroBuTh pedepar Ha TEMY:

1. CoBpemeHHbIN 0pHUIIHaTbHBIA JOKYMEHT KaK HCTOPUYECKUI HCTOUHUK.

2. BnusiHue HOBeMIIMX MH(GOPMAIIMOHHBIX TEXHOJIOTUH Ha JEJIONPOU3BOJICTBO COBPEMEHHBIX
OpraHU3ALMMI, YUPEKIACHUN, TPEANPUATHH.

3. Oco0eHHOCTH coCTaBJIeHUsI U 0POPMIICHHS JJOKYMEHTOB B OpraHU3alllu.

Hoarorosurs Ilpe3enranuio Ha Temy:
CocraBnenue nH(OPMaLMOHHO-CIPABOYHBIX TJOKYMEHTOB.

Tema 11. Ci10:kHBbIe KOMILIEKCHI JOKYMeHTOB. ['ocyiapcTBeHHbIE apXUBBI
ITpoBoasTCS 1BE 03HAKOMUTEIBHBIE SKCKYPCUH B TOCYAAPCTBEHHBIE aPXUBBHI.

IHoaroroBuTh pedepar Ha TEMY:
1. 3akoHOIAaTENBHOE M HOPMATHUBHOE PETYIUPOBAHKE IEATEIBHOCTH TOCYAAPCTBEHHBIX apXUBOB.
2. KoMmnerorepuszanus Aea0npoU3BOICTBA.
HoaroroBurs Ilpe3enTannio Ha Temy:
1. CroxHbIe KOMITJIEKCHI JOKYMEHTOB.
2. I'ocynapcTBeHHBIE apXUBHI.

IoaroToBUTHL 0TYET 00 IKCKYPCHHU

7.4. Meroanueckue MaTepuajibl, ONpeaessionue npoueiypbl ONEeHUBAHUS 3HAHMM, YMEHHUI,
HABBIKOB M (MJIM) ONBITA AeSITeIbHOCTH

TemaTnka KypcoBbIX padoT
HopmaTtuBHoe perynupoBaHue JOKYMEHTOB U JI€IOMPOU3BO/ICTBA.
VYnpasieHyeckast JOKyMEHTalUs KaK COCTaBHAs 4YacTh MHPOPMALMOHHBIX PECYPCOB.
JlokyMeHTOBEICHUE B CUCTEME HAYK, U3YJAIOITNX TOKYMEHT U WH(OPMAITHIO.
Hctopus hopmMupoBaHus U pa3BUTHs GpopmMylisipa JOKyMEHTa.

AW N —



3. Hcropust pa3BUTHS JEI0OBOIO CTUIISA PYCCKOIO JIMTEPATYpPHOTO SA3BIKA.

6. Ucropust pa3BuTHs O1aHKa JOKYMEHTA.

7. Buael 1OKyMEHTOB, UX pa3BUTHE B COBPEMEHHBIX YCIOBUSX.

8. Pa3Butne cucreM TOKyMEHTalMU B COBPEMEHHBIX YCIOBHSX.

9. CucreMpl JOKyMEHTalUM M KOMIUIEKCHI JOKYMEHTOB, CO3/1aBa€MbIX B JAEATEIbHOCTHU
OpraHU3aLNH.

10.  JlokyMEHTHpOBaHUE YIIPABIECHUECKOM NEeSTEIBHOCTH (CPEACTBA, CIIOCOOBI, TPOLETYPHI).

11.  JlokymMeHTHpOBaHHME OPraHUW3alMOHHO-IIPABOBOM AESITEIHLHOCTU (COCTAaB OpPraHU3allMOHHO-
IIPABOBBIX JTOKYMEHTOB, MPOLIEypa UX MOATOTOBKH).

12. Oprasn3anoHHO-IPAaBOBbIE JIOKYMEHTBHI, periaMeHTUPYIOIIUe JIEeATENIbHOCTD
NOJpa3esIeHUi 1 paOOTHUKOB (IOJ0KEHUE O OJPa3IeICHIH, JOJDKHOCTHAS HHCTPYKIINSA).

13. JIoKyMeHTUPOBaHUE PACTIOPSAIUTEIHHON EATETLHOCTH B YCIOBHIX €IWHOHAYAINS (COCTaB
JIOKYMEHTOB M IpOIielypa X MOATOTOBKH).

14.  JIokyMEHTHUpOBAaHME 3aCEJaHUIN KOJUIETHAIBHBIX OPTraHOB.

15.  JlokymMeHTHpOBaHHE PaCIOPSIAUTENBHON AESITEILHOCTH MO YIPABIECHUIO IEPCOHAIIOM.

16.  JlokymeHtsl, oOecreuuBaromiie HHPOPMAIMOHHBIM OOMEH MEXIy NpeINpUiTUiIMU U
OpraHMU3alsIMH.

17. JlokymMeHThI, oOecrneunBaromye HWHPOPMAIMOHHBI OOMEH MEXIy MOoApa3IeiICHUsIMU,
PYKOBOJICTBOM M pabOTHHUKaMHU.

18. [Tepenucka: coctaB TOKYMEHTOB, TPeOOBAaHUS K UX COCTABICHUIO U 0()OPMIICHHIO.

19.  Ilepenucka c 3apyOeKHBIMHU MAPTHEPAMHU.

20. Crangaprtuzanys JOKYMEHTOB M TpeOOBaHUS K HUM Ha MEXIYHapOIHOM ypOBHE.

21.  Hcropus oTe4ecTBEHHON YHU(DHUKAIMU U CTaHAAPTU3ALNHU TOKYMEHTOB.

22.  YauduuupoBaHHbIE CUCTEMBI JOKYMEHTAIIUN, UX Ha3HaYEHHE, COCTaB, chepa mpuMeHEHUsI.

23.  VYauduKanus TeKCTOB YIPABICHUECKUX JOKYMEHTOB.

24. [ToHsATHSA: TOKYMEHT, YIIPABIECHYECKUNA TOKYMEHT.

25.  T'ocynapcTBeHHas cucTeMa JOKYMEHTAllMOHHOTO 00ecreueH sl yIpaBiIeHusI.

26.  Knaccuduxanus ynpaBieHYECKUX TOKYMEHTOB.

27.  Jlekcuka J1€J0BOM peUYH U €€ UCTOPUUECKOE 3HAUCHHUE.

28.  OdunmanbHO-/1€710BOM CTUIIb KaK (PYHKIIMOHAJIBHBIN CTHUIIb PYCCKOTO SI3bIKa B COBPEMEHHBIX
YCIIOBUSIX.

29.  YactHsle, TMYHBIE JOKYMEHTHI B COBPEMEHHOM JEHCTBUTEIBHOCTH.

30. TocymapcTBeHHas CUMBOJIMKA B COBPEMEHHOM JIEIOIPOU3BO/ICTBE.

31. MexnyHapoaHble CTaHIApTHl U UX IPUMEHEeHHe B Poccun.

32.  Tlpodeccus nokymentoBeaa. Vicropusi u COBpEMEHHOCTb.

IlepeyeHb BOPOCOB K 3a4eTy (3IK3aMeHY)

1. JIOKYMEHT 1 €ro MecTO B CUCTEME YIIPABJICHUS.

2. OcHoBHbIE (paKTOPHI, ONPEAEISAIONINE CErOJHS PAllMOHATIBHYI0 OpraHU3aluio0 HHOPMAIMOHHO-
JIOKYMEHTAIMOHHOTO 00CITy>)KHBaHUS YIIPAaBICHYECKON JAEATEIbHOCTH.

3. HopMaTHUBHO-METOIMYECKUE aKThl, PETJIAMEHTUPYIOLIUE CO3/IaHuE U 0(hOpMIICHHE TOKYMEHTOB.

4. JIoKyMEHTOBEICHHE KaK HayyHass JUCLHUIUIMHA W €€ CBA3b C JPYIMMH Hay4YHBIMHU
JUCIUILTHHAMHU.

5. TlonsTue «uH(pOPMAIHSI» U €r0 pa3BUTHE.

6. [loHsiTHE «IOKYMEHT» U €r0 pa3BUTHE.

7. CBs3b nHGOpPMALIUU U JOKYMEHTA.

8. OOwue 1 yacTHbIE PYHKIIMH JOKYMEHTA.

9. CnocoObl JOKYMEHTUPOBAHHS U UX PA3BUTHE.

10. TexcToBOe JOKYMEHTHUPOBAHUE U ITAIbl €70 Pa3BUTHS.

11 [Tuktorpammsl. [Ipumenenue nukrorpaduyeckoro NMCbMa CeroHsl.



12. HOFOTpaMMLI. Hcnons3oBaHue JIororpaMm CEeroaH:.

13. TexHnyeckoe TOKyMEHTUPOBAHUE. BHUIbI KOMIUIEKCOB TEXHUYECKOW IOKYMEHTAIIUH.
14. doronokymentuposanue. [lossienue, pa3BuTue, IPUMEHEHHE.

15. KunonoxymentupoBanue. [losBnenue, passutue. Buneosanuce.

16. ®ononokymentuposanue. [lossnenue, pa3BuTue, IpUMEHEHUE.

17. Marepuan 1 JOKYyMEHTHpOBaHHUs. Ero pa3Butue.

18. [Hommunavky 1 xonuu. Bunasl konui. [1opsa1ok ynocToBepeHUN KOIUH.

19. dopmymsap nokymenTa. Tumnosoit popmysisip, hopmyssip-oOpaserr.
20. PazButue Gopmyisipa nokymenrta B XVI-XVII BB.
21. ®opmymsap nokymenta X VIII B.

22. Dopmyisip TEKCTOBOro AokymeHnTa XIX- Hagama XX B.

23. [TonsTHs «yHUPUKALMI) U «CTaHAAPTU3ALN» JOKYMEHTOB.

24. Pa3zButue yHupUKaIMU ¥ CTaHIAPTU3ALUHU JOKYMEHTOB BO BTOpPOii mojioBuHE XX B.

25. [IpaBwia mo Aenonpou3BOACTBY B (pelepalbHBIX OpraHax HCIOJHUTENbHON Biactu 15

ntoHs 2009 r. Ne 477.
26. I'OCT P 6.30-2003. Ero conepxaHue, 3HaYEHHUE.
27. I'OCT P 7.0.97-2016. TpeboBanust kK 0(pOpMIIEHUIO TOKYMEHTOB.

28. TpeboBaHus K KOHCTPYHMpPOBaHMIO OJIaHKOB. Bumbl OnmankoB. bnanku mnpeanpusiTuit
pa3nu4HbIX (OPM COOCTBEHHOCTH.

29. PexBu3uT «HaMeHOBaHNE OpraHU3allMu—aBTOPa TIOKyMEHTa», TpeOOBaHUS K HEMY.

30. PexBHU3UT «cIipaBOYHbIE JaHHbIE 00 OpraHU3aMU—aBTOPE JOKYMEHTa, €ro COCTaB.

31. PexBusut «agpecar», ero 3Haue€HNE U COBPEMEHHbIE TPEOOBaHUS K OOPMIICHHUIO.

32. Hatel B nokymenrte. TpeboBaHus K MX O(GOPMIICHHIO; JaTa KaK COCTaBHAs 4acTh JPYTUX
PEKBU3HTOB.

33. PexkBU3UT «perucTpalioHHbI HOMEP JOKYMEHTA», €70 3HAUYEHUE.

34. PexBHM3UT «CChIIKa Ha PETHCTPAlMOHHBIM HOMEpP M AaTy JOKyMeHTa». Korma u rue oH
npocTasisiercs?

35. PexBusut «rpud orpaHnueHus AOCTyna K JOKYMEHTY». Ero 3HadueHue, B Kakux cllydasx OH
IIPOCTABIISIETCA HA JOKYMEHTE.

36. [Topsimox coryiacoBaHusl JOKYMEHTOB U O(QOPMIIEHHS BHYTPEHHErO0 U BHEIIHErO
COIJIACOBAHUS.

37. [Topsaok yTBepKAeHUS JOKYMEHTOB, BU/Ibl YTBEPKICHUS.

38. [Topsanox noanucanusi J0KyMEHTOB.

39. [Teyats kak pekBU3UT AOKyMeHTa. Ha Kakux JOKyMeHTax MmpocTraBiseTcsi repOoBas euath?

40. CoctaB  ynmocroBepeHHst  JOKyMeHTOB. IIpaBuna  odopmiileHHs  pEKBHU3MTOB,
YAOCTOBEPSIOIINX JOKYMEHT.

41. OTMeTKH Ha JOKYMEHTe, UX 3HaueHHe U opopMieHue.

42. Peszomrorus. Ee 3nauenue. TpeboBanust, mpeabsBIsIEMbIEC K PE30JTIOIIHH.

43. PexkBU3UT «OTMETKA 00 MCIIOIHUTENIE), €T0 3HAYCHUE.

44. PexBu3uTHI, Mpuaarone JOKYMEHTY FOPUINYECKYIO CHTTY.

45. VYHu}UKanus TeKCTa JOKyMEHTa.

46. Tpadapernsie TekcThl. MeToMKa pa3paboTKH.

47. CrniocoObl mpencTaBiaeHNs YHU(DUIIMPOBAHHBIX TEKCTOB (aHKEThbI, TaONMIbl, TpadapeTHbIe
TEKCTHI).

48. OO0m1re TpeOoBaHUs K TEKCTY JJOKYMEHTA.

49. Cuenapuii MOArOTOBKH JIOKYMEHTA.

50. DJeMEeHTHI TEKCTa: 3ar0JIOBOK, MIPUIIOKEHHUS, TPEOOBaHHS K HUM.

51. JIuHrBUCcTHYECKHE OCOOEHHOCTH TEKCTOB CITYKEOHBIX IOKYMEHTOB.

52. IToHsITHE «CHUCTEMBI AOKYMCHTAIIUN», Pa3BUTHC CUCTCM.



53. [TonaTne «yHU(UIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIUI.

54. Hasznauenwue, onpenenenne u cocras Y COP/I.

55. TpeboBaHus K COCTAaBICHUIO U O()OPMIIEHUIO OPTaHU3AIIMOHHBIX JOKYMEHTOB.

56. TpeboBanus K COCTaBIECHUIO U OPOPMIICHUIO PACTIOPSAUTEIbHBIX TOKYMEHTOB.

57.  TpebGoBaHMA K COCTABICHUIO U O(OPMIICHHUIO PUKA30B.

58. OcoOenHocTH cocTaBieHUs U 0(GOpMIICHHS PUKA30B 10 JINYHOMY COCTaBY.

59. TpeboBanus K COCTaBICHHIO U OGOPMIIEHUIO OOBSCHUTEIBHBIX M JOKJIAIHBIX 3alUCOK
(BHEIIHUX U BHYTPEHHUX).

60. TpeboBaHMs K COCTaBICHUIO U OOPMIICHHIO CIIPABOK (BUJIbI CIIPABOK, CIIPABKU BHEIIHUE U
BHYTpPEHHHUE).

61. TpeboBaHMs K COCTABICHUIO U O(OPMIICHUIO aKTa.

62. TpebGoBaHUs K COCTABJICHHUIO U OPOPMIICHHUIO CITy)K€OHOTO MChMa. Pa3HOBHUIHOCTH TTHCEM.

63. TpeboBaHMs K COCTABICHUIO U O(OPMIICHHUIO TEJIETPAMM.

64. Ocobennoctu popmyiisipa TeneGOHOTPAMMBL.

65. «CreHapui» TOATOTOBKM M NPOBEICHMs coBellaHWs. J(OKyMEHTBI, CO3/1aBacMble B
Ipolecce MOArOTOBKH COBELIaHMUS.

66. TpeboBaHMs K COCTABICHUIO U O()OPMIICHHUIO IIPOTOKOJIA.

67. [ToHsITHE KOMILIEKCOB TOKyMEHTOB. [lepBHUHbBIE KOMIUIEKCHI TEKCTOBBIX IOKYMEHTOB.

68. [TonATus «I0KyMeHTaNbHbIH GOHI» U «apXUBHBINA GoHI». VX pazmuuue.

69. CnoxxHbIE KOMIUTEKCHI. Be1oMCTBEHHBIE apXHUBBI. BHIbI BETOMCTBEHHBIX apXUBOB.

70. [TonsTHe «00BeAMHEHHBIN apXuBy». Ero BUIBI.

71. CrnoxxHbIe KOMILIEKCHI. ['ocynapcTBeHHbIEe apXHUBbl. CeTh rOCY1TapCTBEHHBIX APXUBOB.

72. [ToHATHA «IIEHHOCTh JOKYMEHTa», «JKCIIEPTH3a LIEHHOCTW». BO3HMKHOBEHME, pa3BUTHE
AKCIEPTU3BI.

73. [IpuHIMIIBI, KPUTEPUH DKCIIEPTU3BI LIEHHOCTH JOKYMEHTOB.

HpeHOI[aBaTCJ'IB, peanmy}omﬂﬁ JAUCHUIUINHY (MOIIYJ'IL), B 3aBUCUMOCTHU oT YPOBHA
OATOTOBJIICHHOCTH 06yqa10m1/1xcs[ MOKET HUCIIOJIb30BaTh MHBIC q)OpMBI, MCTOABI KOHTPOJIA U OLCHOYHBLIC
cpeacTBa, uCXoas U3 KOHKpCTHOfI CUTyalu.

8. YAEBHO-METOJUYECKOE U UTHOOPMALIMOHHOE OBECIIEYEHUE
JUCIUATITAHBI (MOYJIsT)

a) OCHOBHasl JIUTepaTypa:

1. JlokyMeHTOBeIeHUE : YYEOHUK U MPAKTUKYM JUIS CPeIHEro mpodeCcCHOoHaIbHOro 00pa3oBaHus /
JI. A. loponuna [u np.] ; mox penakument JI. A. Jloponnnoit. — 2-e uzn., nmepepad. u gomn. — Mockaa :
WznatensctBo FOpaiit, 2020. — 309 ¢. — (IIpodeccuonansuoe o6pazopanue). — ISBN 978-5-534-04330-
3. — Texkcrt: anextponnsiii // OBC HOpaiit [caiiT]. — URL: http://www.biblio-online.ru/bcode/450946

2. KazakeBuu, T. A. JlokymeHToBeneHHe. JJOKyMEHTAIMOHHBIN CEpBUC : YUYEOHUK M MPAKTUKYM
quist By3oB / T. A. KazakeBuu, A. . Tkanuu. — 2-e uzn., ucnp. u gon. — Mocksa : M3garensctBo FOpaiir,
2020. — 177 ¢. — (Bsicmiee oopazoBanue). — ISBN 978-5-534-06273-1. — Tekcr : anexTpouHslii / 9bC
FOpaiir [caiiT]. — URL: http://www.biblio-online.ru/bcode/452701

3. Kysneuno, M.H. JokymeHTanuoHHOe o0ecredeHrue ympapieHus. JIoOKyMeHTOOOOpOT W
JIETIOTIPOM3BOJICTBO : YUeOHUK U mpakTukyM s By30B / U. H. Ky3nenos. — 3-e uzj., nepepad. u gom. —
Mockga : U3narensctBo FOpaiit, 2020. — 461 c¢. — (Bsicinee obpazoBanue). — ISBN 978-5-534-04275-
7.—Texct: anextponnsiit // DBC IOpaiit [caiit]. — URL: http://www.biblio-online.ru/bcode/449769



4. Kysnenos, 1.H. JlokyMeHTaIlMOHHOe obOecreueHne YIpaBlIeHHUs MEePCOHAIOM: YYEOHUK U
NPaKTUKYM JJs npukiaj. OakanmaBpuara; pek. YMO Beicil. 00pa3oBaHHsS B KauecTBe ydyeOHUKaA IS
CTYZICHTOB BYy30B, 00y4. 10 sKoHOMHY. Hanpas. u crnerl. / M. H. Kysnenos. - M. : FOpaiit, 2015. - 520 c. -
(bakanaBp. [IpuknagHoii kypc). - ISBN 978-5-9916-4000-8: 529-43: 529-43. (6 5k3.)

5. Ky3nenos, 1.H. /lokymeHTanmonHoe o0ecreyeHne ynpaBieHus: 1 AeIONPOU3BOICTBO: yUCOHUK
Juist OakanaBpoB; qor. M-BoM oOpa3zoBanus 1 Hayku P® B kauecTBe yueOHUKA ISl CTYIE€HTOB BY30B, 00YY.
no ’xkoHomuy. cren. / M. H. Ky3nenos. - M.: IOpaiit, 2014. - 576 c. - (bakanasp. bazoBsiit kypc). - ISBN
978-5-9916-3606-3; 978-5-9692-1517-7: 560-01: 560-01. (10 3k3.)

0) OoonoanumenvHan a1umepamypa

1. Henonpoun3BoactBo [JloKyMEHTalIMOHHOE oOOecneYeHre yhpaBieHus| [DIeKTPOHHBIN
pecypc]: yueonuk / M.U. bacakos, O.U. 3amebirkosa. - U3a. 14-e, mepepad. - Poctos u//l: ®enuke, 2014. -
(Cpennee npodeccCuoHaIbHOE obpasoBaHmue). Pexxum JOCTYTIA:
http://www.studentlibrary.ru/book/ISBN9785222230633.html; (3bC «KoHcynbTaHT CTyeHTa»)

2. JlokyMeHTaliMoOHHOe oO0OecreueHne ympaBlieHusl [DJNEeKTpOHHBIN pecypc|: y4eOHUK Juist
CTYZICHTOB BY30B, O0YYalOIIUXCS M0 HANPABICHUSAM «IKOHOMHUKA» U «MEHEeIKMEHT», CIeHUaTIbHOCTIM
«Uupopmaruka»,  «JlokyMeHTOBeneHHME W  JOKyMEHTAIlMOHHOE  OOECIeYeHHE  YNpaBIICHUSY,
«ABtromatuzanuss U ynpasierue»/ A.C. I'punbepr [u 1p.].—DNeKTpoH. TEKCTOBBIE AaHHBIE.— M.:
IOHUTHU-OAHA, 2017.— 391 c. Pexum pgocryma: http://www.iprbookshop.ru/71213.html. (9bC
«IPRbooks»)

3. JloKkyMeHTOBe/IeHHE U apXUBOBEACHUE [DIEKTPOHHBIH pecypc]: CIOBapb-CIIPAaBOUHUK JUIS
CTyIeHTOB, oOydaromuxcs mo cnenuansHoct 032001 JlokymeHTOBeAeHHE U JOKYMEHTAI[MOHHOE
obecrieuenue ympasieHusi/ O.I'. YcanoBa [u Ap.].— DJIEKTpOH. TEKCTOBbIE JaHHBIE.— YeIsIOMHCK:

YensiOMHCKUI ~ TOCYJapCTBEHHBI  WMHCTUTYT  KynbTypbl, 2015.—116 c¢. Pexum  nocryma:
http://www.iprbookshop.ru/56404.html. (3BC «IPRbooks»)

4. Kynsies H.H. [lokymenroBenenue [DnexTpoHHslit pecypc]: yueonux/ Kynses H.H., Ypanos
J.H., ®abpuunoB A.I'.— DnekTpoH. TekcToBble nanHbie.— M.: Jloroc, 2015.— 352 c. Pexxum gocryna:
http://www.iprbookshop.ru/70692.html. (35C «IPRbooks»)

5. Opranmsanys U yOpaBJICHHE KOMMEPUYECKOW IeATEIbHOCThIO [DIEKTpOoHHBIA pecypc| /
JlamkoB JL IL - M.: JlamkoB u K, 2012. Pexum JOCTyna:
http://www.studentlibrary.ru/book/ISBN9785394011450.html; (ObC «KoHCYabTaHT CTyI€HTa»)

6. Opranu3zaiiis KOMMEPUECKOH JAeITeTbHOCTH MPOMBIIUICHHOTO MPEANpUITUS [ DISKTPOHHBIN

pecypc]: yueb. mocobue / 3.B. Munbko, A.D. Munbko; noa pen. A.B. CamoiinoBa. - M.: ®uHaAHCH U
cratuctuka, 2014." Pexxum nocryna: http://www.studentlibrary.ru/book/ISBN9785279034291.html; (9bC
«KoHCynbTaHT CTyeHTa»)

7. [TonnoBunknHa M.JI. DTHueckue acneKThl NMHUCBMEHHBIX KOMMYHHUKALMW [DJIEKTPOHHBIN
pecypc]: MeTonuMYecKue YKazaHHs I CTYAGHTOB Bcex (opMm 00ydeHHs 10 ClEeUUaTbHOCTH
«/loxymenroBenenue u apxuoseneHue»/ IlomoBunkuna M.JI., Bo3uiok O.M1.— DieKTpoH. TEKCTOBBIE
nanHble.— Jlunenk: Jluneukuii rocynapcTBeHHbId TexHuyecknii yuusepcuter, ObC ACB, 2017.—31 c.
Pexwum noctyna: http://www.iprbookshop.ru/73096.html. (3BC «IPRbooks»)

B) Ilepeuens pecypcoB HH(POPMALHOHHO-TEJIEKOMMYHHKANMOHHOI ceTH « AHTepHeT», He00X0AMMBIH
JJISL OCBOEHM S TUCUMILIMHBI (MOXYJIS)

Ilepeyennb 3/1eKTPOHHO-0UOIHOTEeYHBbIX cucTeM (IBC)

Vuebnwiii Haumenosarnue 565C
200

DJIeKTPOHHAasi 0U0JIMOTEeKA «ACTPAXaAHCKHII TOCY1aPCTBEHHbIIl YHHBEPCUTET)




2021/2022 | codcTBeHHOI reHepanun Ha matgopme IBC «JaekTponHbIii YuTANBHBIN 3201 —
BbuodauoTex». https:/biblio.asu.edu.ru

Yuemmnas 3anuce obpazosamenvrozo nopmana AI'Y

duekTpoHHO-0MOanoTeynass cucrema (AbC) OO0 «IlosmTexpecype» «KoHCyJIbTaHT
cryaneHTa». Jlng  ¢akynbrera WHOCTPAHHBIX SI3BIKOB Kadeapsl «BocTouHble S3BIKNMY.
MuoronpodmibHbI 00pa3oBaTesbHbI pecypc «KOHCYIbTAaHT CTYIEHTa» SIBISCTCS AJICKTPOHHOM
OnOIMOTEYHOM CUCTEMOIl, IPeTOCTABISIONICH TOCTYH Yepe3 ceTh VIHTepHeT K y4eOHoM muTepartype
U JOIOJHHUTCIBHBIM MaTepuaiaM, HpI/IO6peTeHHBIM Ha OCHOBaHHMU IIPAMBIX JOI'OBOPOB C
npaBooOnajaTensMu o  HampaBieHHI0  «Boctounsle  s3bikm».  www.studentlibrary.ru.
Pecucmpayus c komnvromepos AI'Y

duexkTpoHHO-0MOanoTeynass cucreMa (ABC) OO0 «Iloautexpecype» «KoHcyJabTaHT
CTy/leHTa». MHoronpoQuibHeli 006pasoBaTenbHblii pecypc «KOHCYIBTaHT CTyAEHTa» SBIAETCS
JNIEKTPOHHOM OMONMMOTEYHOW CHUCTEMOM, MpPENOCTaBISIONIed TOCTyn 4depe3 ceTh WHTepHeT K
yueOHOW JUTepaType W NOMOJHHUTEILHBIM MaTepHuajiaM, MPHOOPETEHHBIM Ha OCHOBAaHWH TPSMBIX
JIOTOBOPOB ¢ mpaBoobOmaaarensimu. Kartamor conepxut 6onee 15 000 HanMeHOBaHMIA U3JaHHIA.
www.studentlibrary.ru. Pecucmpayus ¢ komnviomepog AI'Y

JjleKTpoHHAas  OuMOIMOTeuHass cucTeMa  m3iaTenbcrBa  FOPAHUT,  pasnmen
«Jlereniapubie KHUrM». www.biblio-online.ru, https://urait.ru/

DyiekTpoHHasi oubanoTeuHas cucrema IPRbooks. www.iprbookshop.ru

JJIEKTPOHHO-00pa30BaTe/IbHbIH pecype Il HHOCTPAHHBIX CTYJICHTOB «PYCCKHH
A3bBIK KAK UHOCTPAHHBINY. www.ros-edu.ru
y1eKTPOHHO-0MOIuoTeuHasi cucteMa BOOK.ru

9. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYHEHUE JUCHUIIVIMHBI MOAYJIS)

JlekumoHHbIE 3aHATHA N0 JAUCHUIUIMHE «/lOKyMEHTOBenEeHHE» MPOBOASATCS B ayJUTOPHUH C
UCIIOJIb30BAaHUEM MYJIBTUMEIUMHOTO OCHAIICHHUS.

CemuHapcKue 3aHATUS TIPOBOIATCS B AayAWTOPUM W/WIM B KOMIBIOTEpHOM kiacce AL'Y.
Hcnonb3yroTcst mpaBoBble HH(YOPMAIIMOHHBIE CUCTEMBI «I"apaHT» U Ap., a TaKKe pa3JaTOuHbIi MaTepuall.

Pa3narounslii Matepuas COAEpKHUT BBIAEPKKU U3 3aKOHOJATENIbHBIX U HOPMATUBHBIX IMPaBOBBIX
aKTOB, HOPMAaTHBHO-METOJMUYECKUX JJOKYMEHTOB, COOTBETCTBYIOIIMX T€ME€ KaXKJIOTO 3aHATHUS; COOPHUKHU
YOpPaBIEHYECKUX CUTyallud W JOKYMEHTOB; MaTepuaibl, COJEpKallle ONUCAaHHE OpraHu3aluud u
TEXHOJIOTUM JIEJIONPOU3BOJCTBA B YCJIOBHOM OpraHu3aluu; Jena, cpOpMHUpPOBaHHBbIE M3 JIOKYMEHTOB
Pa3IMYHBIX UCTOPUYECKUX NEPUOIOB.

ITpu HeoOxoauMocTH paboyasi mporpamma JUCLUIIMHBL (MOAYJIS) MOXET ObITh aJanTHpPOBaHA IS
oOecrieueHHs 00pa30BATENbHOIO IPOLIECCa WHBAJIMAOB U JIMII C OrPAaHUYEHHBIMH BO3MOKHOCTSIMH
3JI0POBbs, B TOM 4HUCIIe i1 00yueHHs] C MPUMEHEHHEM JUCTAHLUOHHBIX 00pa30BaTENbHBIX TEXHOIOTHUH.
st aToro TpebyeTcs 3asBleHHE CTYACHTa (€ro 3aKOHHOTO MPEACTABUTENS) W 3aKIF0YEHHUE TMCHUXOJIOTO-
Meauko-nieaarorunaeckoit komuccuu (ITMIIK).
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