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1. leau u 321241 OCBOECHHMS TUCIHUIIJIMHBI

Lensp yuebHOTrO Kypca «/lokyMeHTOBeAeHHE» — U3YUeHHE 3aKOHOMEPHOCTEN
JOKyMEHTOOOpa30BaHUs, CKJIQJBIBAHUS W PAa3BUTHUS CHUCTEM JIOKYMCHTAIIHH,
TEOPETUYECKUX U TMPAKTUYECKUX MPOOJEM CO3[aHHsl JIOKYMEHTHPOBAHHOM
uH(pOpMaIUU OpraHu3alui 000 OpraHu3aIMOHHO-TIPABOBON (POPMBI.

[IpeameT u3ydeHUs: TUCUUILUIUHBL: TOHATHE “HOKYMEHT”, OpMHUpPOBAHUE U
pazButue Gopmysspa TOKYMEHTa, CUCTEMbI JOKYMEHTAIIMH B MX HCTOPHUYECKOM
pPa3BUTHH, COBpEMEHHBIE TPEOOBAHMS K COCTABICHUIO U O(DOPMIICHHUIO Pa3JIMYHBIX
BHJIOB IOKYMEHTOB.

3amaun Kypca CBsi3aHbl C (POPMUPOBAHUEM Yy CTYACHTOB IMPAKTHYECKUX
HAaBBIKOB JIOKYMEHTHUPOBAHHUS HA OCHOBE COBPEMEHHBIX TPEOOBAHUN K COCTABJICHUIO
U 0hOPMJICHHIO YIPABICHYECKUX JIOKyMEHTOB, OpHUEHTAllMel CTYyJIEHTOB B
npoOiemMax ympaBieHHUS JAOKYMEHTAIlE B COBPEMEHHBIX YIPaBICHUYECKHUX

CTPYKTYypax.
3amaun TUCIMIIIINHEL:

— TOKa3aTh B3aMMOCBA3b UH(OPMAIUHU U TOKYMEHTA;

— TPOCIEAHWTH 3BOJIOLMIO JOKYMEHTA, KaK HOCHUTENd HH(POPMALMH, Pa3BUTHE
CIIOCOOOB IOKYMEHTUPOBAHUS U MAaTEPHANIOB JUIsl (pUKcaluu UHPOpMAIIUK;

— TpOaHaJIM3UPOBATh MPOLIECC CKIIABIBAHUS U pa3BUTUA (POpMyIApa JOKYMEHTA,
— MPOAHAIM3UPOBATH MPOLIECC CKIAABIBAHUS U PA3BUTHS CUCTEM JOKYMEHTALINH;
— BBISIBUTh MW TMOKa3aTb TEHJCHIMU YHUPUKAUMU, CTaHIAPTU3AIUU U
KJ1accu(UKaIuy Kak OTAEIbHBIX (OPM JOKYMEHTOB, TaK U CUCTEM JOKYMEHTAIIUU
B LIEJIOM;

—  TIOKa3aTb COBPEMEHHBbIE TpeOOBaHUA K COCTABICHHI0 U OQOPMIIECHUIO
JIOKYMEHTOB;

— TPUBUTH HABBIKKU aHAJIN3a JJOKYMEHTA;

— MPUBUTH HABBIKM COCTABJICHUS JIIOOBIX BUJOB JOKYMEHTOB U MPOEKTUPOBAHUS
yHU(UIIUpOBaHHBIX  GOpPM  JOKYMEHTOB,  CHCTEM  JOKYMEHTAalluu U
MH(OPMAIMOHHO-JOKYMEHTAIIMOHHONW CUCTEMBI YUPEKICHUS B LIEJIOM.

2. IlepevyeHnb IJIAHMPYEMBbIX Pe3yJIbTATOB 00y4eHHS MO0 JUCHUILIAHE

B pe3ynbTaTe 0CBOCHUS TUCIUTIIUHBI 00YUYaIOIUNACS TOJDKEH:

3namo:
— TOKYMEHT, ero (PyHKIuH, HHGOpMaIus, CIOCOOBI ¥ CPEICTBA TOKYMEHTUPOBAHUS;
— 3aKOHOMEPHOCTH Y UCTOPHUIO Pa3BUTHUS JOKYMEHTA, €0 MPU3HAKU U CTPYKTYPY;
Ymemo:
— aHaJIM3MpOBaTh IICHHOCTH JIOKYMEHTOB C IICJIBI0 WX XPaHCHUS, WCIOJIb3YS
UCTOpUYECKYI0  WHpoOpMamuioo W ucTopuorpaduyeckde  3HaHUS 10
JIOKYMEHTOBE/ICHHIO;
— COCTaBJIATh JOKYMEHTHI C UCIIOJIb30BAaHUEM SI3BIKOBBIX BAPUAHTOB B 3aBUCUMOCTH
OT Ha3HAYCHHMS COJICPIKAHMS M BUIA IOKYMEHTA;



Bnaoemou:
— aJITOPUTMOM aHaJu3a IEHHOCTH JIOKYMEHTOB C II€JIbI0 UX XPaHEHUs, UCIIOIb3Ys
HCTOPUYECKYIO uHpopMaruio u ucropuorpaduIecKre 3HAHUS 10
JIOKYMEHTOBE/ICHUIO;
— METOJMKON COCTaBJICHUS JOKYMEHTOB C UCITOJIb30BAaHUEM SI3BIKOBBIX BAPUAHTOB B
3aBHCUMOCTH OT Ha3HAYEHUS COJEPKaHUS U BUJA JOKYMEHTa

JucuunnuHa GopMUpPYET OBIAJACHUE CTYICHTOM CIEAYIONINX KOMIETCHIIHIMA:
[1K-2. CrnocoOHOCTh MCIOJIB30BaTh B HCTOPUYECKHX HCCIENOBAHMUIX Oa30BbIE
3HaHUS B 00JIACTU UCTOYHUKOBEACHHUS, CICIUAIBHBIX UCTOPUUECKUX TUCIUIUINH,
UCTOpHOTpa(QHUH U METOIOB HCTOPUUYECKOTO UCCIICOBAHUS

3. Mecro pucuuninHel B crpykrype OII BO

HucnunnnHa «JlOKyMEHTOBEIEHHE» OTHOCUTCS K OJIOKY MMCIUIUIMH TI0
BBIOOPY BapMAaTUBHOM YaCTH y4e€OHOTO TJIaHA U U3yYaeTcsi B 7 ceMecTpe.

N3ydeHne [UCHMIUIMHBI JIOTUYECKM H METOAOJIOTMYECKH CBSI3aHO B
U3YYCHUEM CIICAYIOMINX JUCIUIUINH/TIPAKTUK: « APXUBOBEACHUE U apxeorpadusy,
«Pabora ¢ HMCTOpPUYECKUMM HUCTOYHHUKAMU B OOydeHUH ucropum», «Mcropus
Poccun», «HayuHo-uccrnenoBaTenbckas paboTa (apXuBHAas)» Ha NPEIbLIYIIEM
ypoBHEe oOpaszoBaHus. CIy)KUT OCHOBOM IJii W3YYEHHs] NUCIUIUIMH/ TPaKTHUK:
«IIpennumioMHast IpaKTUKa»

[IpeaycMaTpuBaroTCs ClEIyIOUME OCHOBHBIE (DOPMBI ITPOBEACHUS 3aHITHIA:
JIEKIIUHU, MPAKTUYECKUE 3aHATHS, CaMOCTosITeNbHas padora cryaeHToB. dopma
MPOMEXKYTOUHOM aTTecTanuu — 3adeT. OO0uias Tpya0eMKOCTh AUCHUILUIMHBL 108
9acoB, 3 3a4ETHBIC CAMHUIILI, B TOM YHCIIE - 36 4acOB ayAMTOPHBIX 3aHATHI (18 —
JICKIMH, IPAKTHYECKUX 3aHsATui — 18), 72 yaca caMOCTOATEIbHON pabOTHI.

[Iporpamma cOCTOUT U3 ONpENEIEHUS LIeJe U 3aa4, TEMaTHYECKOTO MIaHa
U COJIEpKAHUSI JUCHUILIUHBI, TEMATUKH MPAKTUYECKUX 3aHATUH, IEPEUHS BOIPOCOB
JUJIS1 CAMOTIOJITOTOBKH, MPUMEPHOTO CIMCKA BOITPOCOB K 3a4€TY, CIIMCKA UICTOYHUKOB
U JIUTEPATYpPHI.

3aBepuiaeTcs U3y4eHUe JaHHOW TUCIUIIIMHBI 3a4ETOM B CEIBMOM CEMECTPE.

4. O0beM QU CHUIITHHBI (MOIYJIS)
4.1. O0beM JUCHUIIMHBI B 324€THBIX €IMHULAX C YKA3aHHEM aKaJeMHUYeCKNX
(acTpoHOMHYECKHNX) YACOB U BU/bI yueOHOI padoThI

Bunbr yueOGHOM paboTHI, Ounas dpopma
OO6m1ast TPYI0EMKOCTh B 3aU€THBIX CAMHUIIAX 3

OO6m1ast TPyI0EMKOCTh B Yacax 108

AyIHUTOpHBIE 3aHSTHS B 4acax, B TOM YHUCIIE: 36

Jlexkmun 18

[IpakTrueckue 3aHATHS 18

JlabopaTtopHbie 3aHATHS




CamocrosiTenpHas paboTa B 4acax

72

dopMa NPOMEKYTOYHOU aTTECTALIUN

3adgeTr

4.2. O0bemM KOHTAKTHOM padoThl Ha 1 o0yyaromerocs

Bupl yueOHBIX 3aHATHN

Ounas dopma

Jlexuun

18

[IpakTrueckue 3aHsATHS

18

JlaboparopHbie 3aHATUI

KoHncynbranum 0,9 gaca (5 % ot obGmiero
YHCiIa JIEKIIMOHHBIX 4YaCOB Ha
rpyry)

3aueT/3a4eThl 0,25

DK3aMeH/dK3aMEHbI

KypcoBsie paboTbl

KypcoBbie poeKTsI

Bcero 37,15 gac.

5.Conepxkanue IMCHUILUIMHBI (MOAYJISA),

CTPYKTYPUPOBAHHOE 10 TeMam

(pa3nesnam), ¢ ykazaHueM KOJIUYECTBA YaCOB M BUA0B 3aHATHI
5.1 TemaTtuuyeckuii NJIaH y4eOHOM TUCUMIJINHbBI

Ne Hazpanue pasnena, TeMbI Bcero | AynutopHblie 3aHTHS Cam.
3.e/4a pao.
C Jlexmus [Ipaxkr. JIa0.

Paznen 1 HaznaueHue qUCHUIUIMHBL, ICTOYHUKHU U JUTEpaTrypa. Moayis 1

1 | Tema 1. IIpenmer, 4
cofiepkaHue, 3a1a9u
JUCLUIUIMHBL U METO/IbI €€
U3yUYCHHS.

1 3

2 Tema 2. IcTOYHUKHT 1 8 1
JTUTEepaTypa

2 5

Paszoen 2. Jlokymenm, e2o ¢hynxkyuu u cnocodwvt 0okymenmuposanusi. Mooyns 2

3 | Tema 1. JlokymeHT, 4 1 1 2
ero GyHKIUH, TOHSATHUS
JOKYMEHT ¥ MHpOpMaIus

4 Tema 2. OyHKIUH 4 1 3
JIOKyMEHTOB

5 | Tema3. CnocoObl 4 1 3

JOKYMEHTUPOBAHUS U
MaTepraibHble HOCUTEIH
uH(popMalun




6 | Tema 4. MaTtepuasibHbie 4 1
HOCUTENI MH(OpMaITUH

Paszoen 3.1lpuznaxu ookymenma Mooynv 3.

7 | Tema 1. OpuruHaabHOCTb 4 1 1
JIOKYMEHTa
8 | Tema 2.KonuitHocTh 4
JIOKYMEHTa
Paszoen 4. Cmpyxmypa doxymenma. Mooynv 4
9 | Tema 1. ®opmyssip 8 2 2

JIOKYMEHTA U
€ro COCTaBHBIC YACTH.

10 | Tema 2.Co3nanue u pa3BUTHE 8 2
TPaTUIIMOHHON (POPMBI
JIOKYMEHTA

11 | Tema 3.Dopmyisip 6 1
YIPABJICHUYECKOTO JOKYMEHTA
XX-XXIBB.

12 | Tema 4. TekcT fOKyMeHTa 4

13 | Tema 5. YHudukanus Tekcra 4 1 1
JIOKYMEHTA

Paszoen 5. Cucmemvr 0okymenmayuu Mooyne 5

14 | Tema 1.CxiansiBaHue CUCTEM 4 1
JIOKYMEHTaIuu

15 | Tema 2. YauduuupoBaHHbIC 4 1 1
CUCTEMBbI TOKYMEHTAINH

16 | Tema 3. ®opmyssip 8 2

COBPEMEHHOTO JOKYMEHTa
[Ipuem ynpaBiieHUECKOTO
JIOKYMEHTA: IIpaBuia
0(OpMIICHUS PEKBU3UTOB
MIPAKTUYECKUX 3aJaHUI

17 | Tema 4. O0mme 4 1 1
TpeOOBaHUS K TEKCTY
JOKyMEHTa; Y HU(pHUKAIUsI
TEKCTa JOKYMEHTa

Pasoen 6. Opeanuzayuonno-pacnopsoumenvHvle U UHGYOPMAYUOHHO-CHPABOUHbLIE OOKYMEHMbI.
Mooynw 6

18 | Tema 1. OpranuzaioHHO- 4 1 1
pactopsiANTeIbHBIC U
UH(POPMAaIMOHHO-
CIIPaBOYHBIE
JIOKYMEHTHI.

Pazoen 7. Cosepuencmeosanue 0okymeHmayuouHvix npoyeccos. Mooynw 1

19 | Tema 1.Permamenranus 4 1
MIPOIIECCOB
JTIOKYMEHTOOOpa30BaHHMsI

19 | Tema 2. cnionb3oBanue 4 2 1
HOBBIX TEXHOJIOTUH B
}IOKYMGHTI/IpOBaHI/II/I

20 | Tema 3. KoMruiekcol 6 1 2




IokyMeHToB; HayuyHo-
ucTropuyueckas u
MPaKTUYECKasl LIEHHOCTh

JIOKYMEHTa
[ToaroroBka k 3auery 4 4
Bcero 108 | 18 18 72

Conep:xanue

Pa3zpen I. HazHayeHue TUCHUILUIMHBI, HCTOYHUKH U JIUTEpaTypa

1.1.Ilpeomem, codepoicanue, 3a0a4u OUCYUNTUHBL U MEMOObL €€ U3YUEHUSI.

JIOKyMEHT - OCHOBHOW OOBEKT JIOKYMEHTOBETUECKUX HCCieloBaHUul. Poib
JIOKyMEHTa B KU3HM 4YeJOoBeka H oOmiectBa. JlokymMeHTHI B cdepe mpaBa u
yIpaBiicHUs. BausHue Hay4YHO-TEXHUYECKOW PEBOIOIMU HA Pa3BUTHE TOKYMEHTA.
PazButne dopmymsipa gokymeHTa. HaydHo-ucropmueckas ¥ TIpakTHYECKas
IIEHHOCTh JOKyMeHTa. MeToJbl HCCIeA0BaHUs JOKYMEHTOBEAUECKUX MPOOJIEeM.
OOmieHayuynble U chenuanbHble  MeTonbl.  CTaHOBJICEHHME U Pa3BUTHE
JOKYMEHTOBEJCHUSI KAK HAYYHOW HNUCUUIUIMHBI. CBSA3b JOKYMEHTOBEIECHHUS C
Teopuei  MHPOpPMALINH, apXUBOBEJACHUEM 151 MCTOYHUKOBEICHUEM.
Hcnonb3oBanue JOKYMEHTOBEICHHUEM JOCTHUXKEHUN MHPOPMATHKU, UCTOPUUECKON
HayKH, IIpaBa, JIMHIBUCTUKU, TEOPUU YIPABICHUSA U APYTUX HAYYHBIX JUCLHUIUIMH.
Posb TOKyMEHTOBEZEHHSI B COBEPIICHCTBOBAHUM IIPOLECCOB YIPABICHUS.

1.2.cmounuku u aumepamypa

3akoHOAaTENbHbIE aKThl, HOopMmaTuBHbBIE Matepuanbl XVI — H. XX B.
[TucemoBHMKK. MeTonuueckue pa3paboTku. PykoBoACTBa MO J€IOMPOU3BOICTRY.

3aKOHOATENbHbIC, MPABOBbIE AKThl W  HOPMATUBHO-METOJAUYECKHUE
nokymeHTbl Poccuiickonn ®enepaunu. Koncrturyumst Poccuiickonn dPenepanuu.
Konexkcet  P®, KOHCTUTYyLMOHHbIE M (enepanbHble  3aKOHBL,  YKasbl,
[TocranoBnenust IIpaBuTenbcTBa u VHBIE HOPMATUBHBIC JOKYMEHTHI.
['ocynapcTBeHHBIE  CTaHAAPTHI,  HOPMATUBHO-METOJWYECKHE JOKYMEHTBHI —
pErIaMeHThI, MpaBuia, MHCTPYKIUU U 1p. [lepunonnueckue nznanus. CipaBoYHbIE
n3nanud. Jimreparypa.

Pa3znen 2. [lokyMeHT, ero (pyHKIIUM ¥ cIOCOOBI JOKYMEHTHPOBAHUSA

2. 1.Ilousmus «ungpopmayusy u « 0OKyMeHm»

[lonsatust «uHPopManusi» ©  «JIOKymMeHT». CBs3p uHHPOpMaUUu U
NoKyMeHTa. Ponb mHpoOpManuu B COIMAIBHBIX M SKOHOMHUYECKHX Ipoleccax.
HNudopmanus kak OCHOBA MPUHATHS yIpPaBIeHUYECKOro penieHus. BosHUKHOBeHME
JIOKyMEHTa, €ro Ha3HaueHue. [loHsTHE <«JIOKYMEHT», €ro TpaHcpopMaius.
JIOKyMEHT - OOBEKT HCCIEOBAHUS TEOPETUUECKUX W MPUKIAJAHBIX JUCIUIUIMH.
IIpaBoBOM, YIIPABIECHYECKUN UCTOPUUYECKUMN ACIEKTHI B OIPEICICHUN JTOKYMEHTA.

Pacmupenue mOHATHSA «JIOKYMEHT» C pPa3sBUTHEM HAyKU U TEXHUKH.
ITonsTue (QIIEKTPOHHBIA  JTOKyMeHT». OrmpeneinieHHe  JOKyMEHTa B
roCy1apCTBEHHbIX cTaHaaprax. [[oHsaTHE «TOKYMEHT» B JOKYMEHTOBEICHUMU.

3akoHOAATENbHBIE  AKThl 00  00S3aTENIBHOCTH  JIOKYMEHTHPOBAHMS
uHdopMaIuu.




Hasnauenune pokymentHoit wuHopManuu. OakToppl, BIUAONIME Ha
MH(OPMAIMOHHYIO IEHHOCTh IOKYMEHTOB. 3aBUCUMOCTb LIEHHOCTH HMH(OpManuu
OT TIOJIHOTHI, OOBEKTUBHOCTHU, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH TMEpelaud Hu
MOJIYYeHUs, TEPUOJUYHOCTH WIJIM  4YacTOThl mnepenaur. OmnepatuBHas U
ucTopuyeckas (peTpOCHEeKTHBHAs) JOKYMEHTHas WHQpOpMalus Kak eauHas
uH(pOpMaIMOHHAs CHCTEMA.

2.2. DyHKyuu 00KyMeHmos

[TonsiTHEe «PYHKIMS JOKYMEHTa». 3aBUCUMOCTD MOHATHS «IOKYMEHT» OT €ro
bynkun. 3HaueHue u3ydeHUs (QyHKuMH AokymeHTa. HHbopmanmoHHAs
GYyHKIUS TOKyMEHTa Kak CPEACTBO 3alledyaTiieHUs] U COXpaHEHUs WH(GOpMaIUu.
Commanbhass  ¢yHKuus  gokyMmeHTta. KynbTypHas — QyHKOHMS ~— JOKyMEHTA.
KommyHnukatuBHass ~ QyHKOHMS ~ Kak  CpPEACTBO  Mepenaun HH(OpMaliuu.
VYnpasnenueckas (QyHKIUS M €€ 3HAYCHHE B OpraHu3alud  YIpPaBIICHUS.
[IpaBoBas pynkuus. OyHkius ydeta. OyHKIUSA JTOKYMEHTa KaK MCTOPUYECKOTO
ucToyHuKa. DOYHKIUU MOCTOSIHHO JEUCTBYIOIIME U (DYHKLUHMU OlepaTUBHbIE
Bnusnue ¢QyHkumii nokymeHTa Ha ero cTpykrypy. llommdyHKnuoHambHOCTH
JIOKyMEHTA.

2.3.Cnocobvl 00KyMeHmuposaHus

3ByKOBasi peuyb, €€ BO3MOXXHOCTM M HENOCTAaTKM B 3aKpEIUICHUU W
nepenaue uHpopmanuu. IlpeagmeTHbli M 3HAKOBBIM  cIOCOOBI  mepenayu
coobmennii. [lonstne «cnocod» AOKyMeHTHpoBaHusA. Mcropuueckuil xapakrtep
JIOKyMEHTOB U JOKYMEHTUPOBAHHSI. Ortanbl  pa3BUTHS  CIOCOOOB
JOKYMEHTUPOBAHHS.

HaueprarenbHplii  crnoco® 3akperieHus W nepenayu  uHGOpMaluH.
TekcroBoe nokymeHTupoBanue. Ilukrorpadpuueckoe muCbMO U €ro 0COOEHHOCTH.
Jlororpaduueckoe nucbMo (uaeorpaduueckoe MHUCHbMO), €ro JOCTOMHCTBA H
HepocTaTku. llpuMeHeHue nmukTorpauueckoro M Jororpauueckoro muchbma B
HacTosmee Bpems. CrnoroBoe  mucbMoO. Bo3HHMKHOBEHHE (DOHETHUECKOTrO
(OyxkBenHoro) muchma. PaszButne rpaduku pycckoro mnucbma. CteHorpadus.
[IpumMeHeHne TEKCTOBOTO JOKYMEHTHUPOBAHHSL.

TexHuueckoe NOKyMeHTHpoBaHWE. (OCHOBHBIE TPYIIIBI TEXHUYECKOM
JOKYMEHTaluu. Buapl TexHudeckux AokyMeHToB. OOnacth NpUMEHEHUs

TEXHUYECKOTO  JIOKYMEHTHpOBaHUsA.  DOTOJOKYMEHTHPOBAHHE.  3HAYEHUE
dbororpaduu  kak  cmocoba  Qukcaruu  uHpopmaruu.  [IpumeHeHue
(hOTOTOKYMEHTOB.

KunonokymentupoBanue. [lonarue «KAHOJOKYMEHT). Bunpr
KUHOJIOKYMEHTOB.

Buneozanucs.®onogokymentupoBanue. Ero  ocobeHHoctn, o0xacTu
MIPUMCHECHHUS.

JIoKyMEeHTHpOBaHUE C TTPUMEHEHNEM NH()OPMAITMOHHO-IOTUYECKUX MAIITHH.

CoBpeMeHHbIE CIOCOOBI JOKYMEHTHPOBAaHHUS C HCIOJIb30BAaHUEM HOBBIX
TEXHOJIOTUH.

2.4.Mamepuanvnvie Hocumenu uHgopmayuu

Hocutenn undopmaruu. JlpeBHeiime MaTepraiibl Juisi TicbMa MaTepuansl
st muckMa B [lepenneit Asum (KIMHONUCHBIE TaOmuuku). M3roroBineHue wu



npuMeHeHue nanupyca. Mcnonp3oBaHue A MUChMa TMeprameHTa, OepecTbl U
Ipyrux wmatepuanoB. M3o0pereHue Oymaru, €€ JOCTOMHCTBA, OOYCIOBUBILINE
MOBCEMECTHOCTh pacnpocTpaHeHus. Bopasueie 3Haku (punurpanu). Cpencrsa u
opyausl MHChbMa W UX BIMSHUE HAa pa3BUTHE Ipaduku nucbma.Matepuansl s
TEXHUYECKOTO JIOKYMEHTUPOBAHMUS. Matepuaibl TUTSI
(OTOKMHOIOKYMEHTHPOBAHMUSI. Buneorpammsi. Matepuaibl LTSt
dboHotokymeHTupoBanusi. KommblorepHble Hocutenu wuHbopManuu. BriusHue
HOCUTENS] HHPOPMAIIMH Ha JOJITOBEYHOCTh M CTOUMOCTD JOKYMEHTA.

Pa3nen 3. [Ipu3Haku 10KymMeHTa

3.1. OpucunanvHocms 0OKyMeHma.

[lonsiTne opurvHana, NMPU3HAKKW OpPUTHHANA. Y MHOKEHHBIE OPUTHUHAIIBL.
YepHoBukr © OETOBUKH TEKCTOBBIX JOKYMEHTOB. ABTorpadsl. Pemakmum.
OpurvHansl KUHO W (GOTOHOKyMeHTOB. OpuruHambl  (HOHOJOKYMEHTOB.
OpuruHanbl TEXHUYECKHX JIOKYMEHTOB, OPUTHMHANI 3JIEKTPOHHOTO JOKYMEHTA.
[Tonsatue «nomnmuHHUK». [lomyMHHBIE W TOAJIOXKHBIE JOKYMEHTHL. Buasl
danbcuduxamuu gokymeHtoB. dDanbcudukanus copepxkanug. HuTepnionsius
danbcudukanms cocTaBa yI0CTOBEpEHUs, OJlaHKa.

3.2.Konutinocms 0oKymenma

[Tonsatusa «xomus». HMcropuueckoe pasBuTue Konui. Buuasl komnuiu,
onpeeseMbie ClIocoOOM UX BocmpousBeaeHus. Komuu, paznuyumMeie Mo cnocoOy
ux yaocroBepenus. Ilopsgok odopmienus kommil. KOpuaudeckas cuia KOINHUU.
Jyonukar.

Paznen 4. CTpyKkTypa 10KYMEHTA

4.1.Dopmynap 0okymenma u e2o0 COCmMasHvle Yacmu.

[Tonstue «pexkBusuT». llocTosiHHBIE U NepeMeHHble peKBU3WUTHL. [loHsTHE
«popmynspa nokymeHTay. OcobeHHOCTH (GopMyIsipa JOKYMEHTOB, MOJYYEHHBIX
pPa3TUYHBIMU CIIOCOOAMU IOKYMEHTHUPOBAHUS (TEKCTOBBIMHU, MAITUHHBIMH, KHHO-
, (oro-, doHo-, TexHuueckumMu). UHAMBUIYyaTbHBIH W TUIIOBOM  (OPMYJISIp
nokymeHTta. dopmynsap — obpasen, ero 3amayu B yHHU(UKAIMK TpeOOBaHUH K
PEKBU3UTAM JOKYMEHTA U UX PACIIOJIOKEHHUIO.

4.2.Coz0anue u pazeumue mpaouyuoHHoU opmvl OOKyMeHma

®opmynsip TekctoBoro nokymenta XVI - XVII BB. Bausnue Tpaguuuii u
3aKOHa Ha ckJajsiBaHue Gopmyispa gokyMeHta. Cnenuduka o0003HAYEHUS
HAaUMEHOBAHUS BHJA JOKYMEHTA, YKa3aHUE aBTOpa M COCTABUTEIS JOKYMEHTA.
O6o03Hauenue aapecara. OCOOEHHOCTU JATUPOBKU JOKyMEHTa. MecTo u xapaktep
MOANUCed JOKYMEHTa, «CHpPaBb» U «IPUIMCH», aBTOPCKAsl TMOJNUCh. Buabl
neyateid. OTMETKM Ha JOKyMEHTaX. TpajauIlMOHHO CIIOXKHUBIIASICS CTPYKTypa
TEKCTa U 0COOCHHOCTH M3JIOKECHUSI COIEP>KAHUS PA3INYHBIX BUOB JTOKYMEHTOB.

@opmynissp TekcroBoro jgokymeHta XVIII B. 3akoHomarenbHbIE 151
HOPMATHBHBIE aKThl O COCTaBICHWM W OQPOPMIICHUU JOKYMEHTOB. BrusiHue
UepapXuu «BJIAaCT€d M MECT» Ha pa3BUTUE BUAOB U PA3HOBUIHOCTEM.
O6o3HaveHre aBTOpa U €ro MecTo B popmyisape moKymeHTa. TeKkCcT TOKyMEHTa.
Ponp 3akonomarenbubix aktoB XVIII B. B yHH]UKanuu TeKcTa OmpeneleHHbIX



BUJIOB JOKYMEHTOB. [IncbMOBHUKH, COOpHUKH 00pa3LOBBIX TEKCTOB. 3arojOBOK K
TEKCTy, ero Ha3HaueHue u Mecro. Ckpena. Ileyatn u npaBuiia noap30BaHUS UMHU.
OTMeTKH, UX BUbI, HA3HAUYCHHUE U MECTO B OpMYIIsIpeE.

®opmyisip TekcToBoro gokymenra XIX —nawana XX BB. Perimamenranus
3aKOHOJIATEIbHBIMM aKTaMU MOPSAKAa COCTaBIEHUS U O(OPMIICHHS JOKYMEHTOB
O6o3HaueHne BHA, aBTOpa JOKYMEHTOB, WX MecTo B (dopmyisipe. [losiBienue
Oomanka. OCOOCHHOCTHM  aJpEcOBaHMsI JIOKYMEHTOB U  OQopMIIeHHE JaThl.
N3meHenue B mopsake opOopMIIEHUS MOANUCH Pa3IUYHBIX BHJIOB JIOKYMEHTOB.
[IpocTaBnenne mnedaren. XapakTep OTMETOK HA JOKYMEHTAX.

CtpykTypa TekcTa mokyMeHTa. OOIerocyaapcTBeHHas yYHUDUKAINAS
JOKYMEHTOB U CTPYKTYPbI TEKCTOB.

4.3. Dopmynap ynpaenenueckoeo dokymenma XX-XXlIss.

Bompocel 1oKyMeHTHpOBaHHs, COCTaBICHHUSI U OQPOPMIICHHS TOKYMEHTOB
B 3aKOHOJATEIbHBIX M HOPMATUBHBIX aKTax. YHH(PUKALMS JTOKYMEHTOB.
BuyrpuBunoBass yuuduxanus. Pa3zButue yHupukanuu U CcTaHIApTU3AIUU
JNOKYMeHTOB. ['ocymapcTBeHHbIE CTaHAApThlI Ha JOKYMEHThl. (coOeHHOCTH
OpraHU3alMOHHO-PACTOPSIUTEIIBHBIX nokymenros. ['OCT P 6.30-2003
«TpeboBanuss K OPOPMIICHUIO JOKYMEHTOB» M H3MEHEHMsS K HeMy. PEKBU3UTHI
JOKYMEHTOB, nepeuncisieMble B «[IpaBunax aenonpou3BojacTsa B (enepabHbIX
opraHax MCIOJHUTEIbHON BracTu» M “MeTOAMYECKHMX pPEKOMEHJAuus I10
pa3pabOTKe  MHCTPYKIMUA IO JEJOMPOU3BOACTBY B (eaepalibHBIX OpraHax
UCIIOJIHUTENbHON BiacTh .biiank nokymeHTta. Bunbl OnankoB. CoctaB OnaHka,
NOPSJIOK PACHOJIOKEHHs] PEKBU3UTOB B  OylaHKe. biaHKM ¢ yrJioBBIM U
IPOJIOJIBHBIM PACIIOJIOKEHUEM pPEKBU3UTOB. IIpaBuia KOHCTpyupoBaHHUs OiaHKa.
brnanku ¢ wu300pakeHWEeM TOCyJapCTBEHHOro repba u repda cyObeKkTa
dbenepanuu. ABTop  AokymeHTa. llopsimok  o0o3HaueHHs]  HAUMEHOBAHUS
OpraHu3alMu-aBTopa JoKymMeHTa. CHpaBOYHbIE JaHHblE 00 aBTOpE, UX COCTaB,
pa3MenieHue Ha OjaHKe. ABTOpBI JUYHBIX JTOKyMEHTOB. [lonamuce, medarb Kak
npu3Haku aBTopa.Bua  nmoxkymeHTta, ero pasBuTHe. Buael J10KyMEHTOB,
OmpeNeNiieMble 3aKOHOJIATEIbHBIMM M HOPMAaTUBHBIMH akTamu. CBS3b BHUIOB
JOKYMEHTOB U (DYHKUUH ynpaBiieHUs. YKa3zaHuE BUAA JOKYMEHTa, €ro MeCTO U
Ha3HadyeHue B (opMyJisipe JOKYMEHTa. 3aBHCUMOCTbh (DOPMBI JOKYMEHTA OT €ro
BHJIA.

Oo6o3nauenue angpecara. [IpaBuna HamucaHusi ajpecaTa U MECTO YKa3aHHS
aapecata B Gpopmysisipe aokymeHTta. OtpaxeHue cdepbl IeUCTBUS JOKYMEHTa B
ero anpecare. I[lopsanok opopmieHuss TOKyMEHTa C HECKOJIBKUMH aJipecaTamu.
[lopsinok  ogopmieHuss mouyToBOoro aapeca. Jlara JgoKymeHTa. 3HAau€HHUE
JATUPOBAaHMS JOKYMEHTa. ABTOpCKHE JaThl (COCTaBIIEHUE, MOANMHMCAHKE), NATHI,
OTHOCAILIMECH K coaepkaHuio. JlaThl, xapakTepu3yroume sjeMeHTa GpopMmyispa.
JlaTel 00paboTku fokyMeHToB. [lopsimok odhopmieHus nar.

CocraB  ymocroBepeHUss  JOKYMEHTOB.  Ha3HaueHwe  moanvcaHus
NOKyMeHTOB. IIpaBwia moanmucu JOKYMEHTOB pa3javM4HBIX Kareropun. Mecto
noanmucu B GopMmyisipe JOKyMeHTa. JJeKTpoHHas moanuch. lledatm u  wux
HazHadeHue. Buasl  mewateil.  ['ocynmapctBeHHass ~— repOoBasi  Ie€Yarth.
3aKOoHOAATENHCTBO OO0 M3rOTOBJIEHMHM U TOJB30BaHMU meuyaTsaMu. [lopsimok



IIPOCTABJICHHUS] OTTUCKA I€YaTH Ha JIOKYMEHTax. YTBEPXKIECHHE JOKYMEHTOB.
CrnocoOb1 yTBepxkaeHus. CoctaB rpuda yTBEpKICHHUS, TOPSIOK €ro opopMIIeHUS,
MecTo B dopMmyisipe nokymenTa. CornacoBanue JokyMeHTa. llopsmok W BUAbBI
corjacoBaHusi. Bussl u rpud cornacoBanus, ux odpopmiieHrne, MECTO B popMylispe
nokyMeHTa. OTMETKH Ha TOKyMeHTaX. VX pojib B MPOXOXKIAEHUU U HUCIOJHECHHUU
JIOKyMEHTa, MecTO B popmyisipe nokyMeHta. Oco0oe Ha3zHAYeHHE PE30JIOLHUU
(ykazaHus 1O WCHOJHEHUIO NOKyMeHTa). TpeOoBaHME K COAEpXKAHUIO W
opopmiiennto. OTMETKM O B3ATUU JOKYMEHTa Ha KOHTPOIIb, MCIIOJHEHUHU
JOKYMEHTA U JIp.

4.4.Texcm 0okymenma

[ToHsATHE TEKCT JOKYMEHTa» MPHU PA3TUYHBIX CLIOCO0AX TOKYMEHTUPOBAHUS.
Cuenapuii 1oAroToBku JokymeHTa. CoaepaHue TMPOCTBIX M CIOXKHBIX
JIOKYMEHTOB.

[Topsimok u370KEHUS TEKCTa JOKyMeHTa. TpeboBaHMs UYETKOCTH W
ACHOCTH TEKCTa JOKyMmeHTa. Jlormueckass CTpyKTypa TeKcTa. B3auMocBs3b
coniepskanusi 1 Gopmbl JIokyMeHTa. DopManuzaius TeKCTa JOKyMeHTa. DJIeMEHThI
Tekcta. [loHsiTMe «3arojoBok» (HauMMEHOBaHWE JOKyMeHTa). HazHaueHue
3arojioBka, ero mecro B dopmyisipe JokyMeHTa [IpuiokeHuss K TEKCTy U
MOPSJIOK UX ODOPMIICHHS.

4.5. Vuuguxayus mexcma 0oKymeHma

YHudukaus  AOKyMEHTa  Kak OJTHO u3 HAINpaBJICHUN ero
coBepuieHCTBOBaHUA.  [Ipeanoceuiku  yHuukanuu. Meton  yHH(UKAIUU.
YHudukamusi CTpyKTypbl TeKcTa. DiieMeHThI (hopManuzanuu. DopMann3zoBaHHbIN
XapakTep TEKCTOB YUYETHOM JTOKyMEHTAalluu. YHU(UKAIUSA S3BIKOBBIX CPEICTB.
®opMbl yHU(DHKALMA: TUIIOBOM, TpadapeTHBIN TEKCTHI, TA0JIMIIA, aHKETA, TpaduKy,
JarpaMMel.

Paznen 5. CucreMbl JOKYMEHTALIMH

5.1.Cknaovieanue cucmem 0oKymMenmayuu

[Tonsitue «cucrema aokyMeHTanuw». [IpU3HAKU CUCTEMBI JOKYMEHTAIIHH.
OcHoBanusi  kimaccuukanum  cUCTeM  JoKyMmeHTaruu.  Mcropudeckas
0OyCJIOBIEHHOCTh (POPMUPOBAHUSI CUCTEM JIOKyMeHTanuu. CHuctembl
JOKYMEHTALMN YUYPEKICHUN JIOopeBOOUMOHHOM Poccun. PasButne  cucrem
JIOKyMEHTAIlMM Ha COBPEMEHHOM »JTare. KadecTBeHHbIE W3MEHEHHS COCTaBa U
CoZlep KaHMsl CHUCTEM JOKyMEHTanuu. [ ocymapCcTBeHHAs CHCTeMa JTOKYMEHTAIlWH.
@DYHKITMOHAIBHBIE CHUCTEMBl JOKYMCHTAIMH, BEJOMCTBEHHBIC CHCTEMBI M WX
B3aMMOCBSI3b.

5.2. Vuugpuyuposannwvie cucmemovl O0OKyMeHmayuu

[TonsiTne «yHU(UIMPOBAHHAS CUCTEMa JOKYMEHTamum». Pa3paboTka

YHU(DUIIUPOBAHHBIX CUCTEM JOKYMEHTAIUHU - HOBBIM ATal B yHU(DUKAITUU
¥ CTaHJapTU3AIMU JOKYMEHTOB. XapaKTepUCTUKA YHU(DUIUPOBAHHBIX CHCTEM
JOKyMEHTaIuu. [ ocy/napCcTBeHHbIE CTaHAAPThl HAa YHU(MUIIUPOBAHHBIE CHCTEMBI.
OnelT  MEXAYHApOJHOW  CTaHIApPTU3alUU JOKyMeHTOB. IIpoexkTtupoBanue
yHUGUIIUPOBAHHBIX (HOPM JTOKYMEHTOB. MeToja cojepkaTenbHOl u (hopManibHOU
yaudukanuu. Peructpanus yHUGUUIUPOBAHHBIX (GOpM JTOKYMEHTOB. I[lopsmok



BBEJICHUSI B JEHCTBUE YHU(PUIMPOBAHHBIX GOPM TOKYMEHTOB. AIbOOMBI (popM
YHU(DULIMPOBAHHBIX JIOKYMEHTOB. PerjameHTarus cocTaBa BUJIOB u
pPa3HOBUIHOCTEH  MOKYMEHTOB  OIPEAEJICHHOTO KOMIUIEKCa M0 3ajadam
ynpasieHus. Tabens GopM TOKYMEHTOB.

Pa3nen 6. OprannzanmoHHo-pacnopsanTelbHble U MHPOPMAIHOHHO-
CIIPaBOYHbIE JOKYMEHTbI

Vuuguyuposannas cucmema OP2aHU3AYUOHHO-PACHOPAOUMENbHOLL
O0OKYyMeHmayuu.

OcobeHHocT cucTeMBbl, €€ cocTaB. OpraHu3alMOHHBIE  JIOKYMEHTHI.
[TonmokeHus, ycTaBbl, PETIaMEHTbI, HHCTPYKIINH, TpaBmiia u ap. TpeboBaHus K ux
COCTaBJICHUIO U oopmiieHHI0. PacnopsiaurensHble JOKyMeHTHI. [locTaHoBIeHUS,
pelleHus, MpUKa3bl, pacHoOpsLKEHUs, ykazaHus u ap. [lopanok ux cocraBieHus u
odopMIICHHUS.

WNHpopmalinoHHO-CIIPaBOYHbIE JJOKYMEHTBI: aKThl, CIIPaBKU, JOKJIAJHBIE U
OOBSICHUTENbHBIE 3allCKH, MHCbMa, TEJIEerpaMMbl, TenedoHorpammbl. Mx
COCTaBJICHHE u ogopmiuenue. OcoOeHHOCTH OG(OPMIIEHUS JEATEIBHOCTH
KOJUIETMAJIbHBIX OPTaHOB.

Pa3nen 7. CoBepuieHCTBOBAHUE JOKYMEHTAIMOHHBIX MPOLECCOB
7.1.Pecnamenmayus npoyeccod 00KymMeHmooopa3oeanus

HeoOxogumocTh  peryiaupoBaHHs — mporiecca JTOKYMEHTOOOpa3OBaHMS.
BrlsicHeHHEe W ycTpaHEHWE TPUYMH HEOMPABIAHHOTO BO3PACTAaHUS BHIIOBOTO
pa3HOOOpasWsi W KOJIMYECTBA JOKYMEHTOB. YCTaHOBJIICHHE OOOCHOBAaHHBIX
KPUTEPUEB CO3MIaHUSA JTOKYMEHTOB. DaKTOPHI, OMPEACISIONe HEe0OXOMMBIN
KOMITJIEKC JOKYMEHTOB. Tumm3amus ¢opM AOKyMEHTOB. Pa3paboTka HaydHBIX
KOHIICTIIIUNA MEXOTpaciaeBoil yHHUKAUK (HOpM YNpaBIEHYECKUX JOKYMEHTOB.
Coznanve 6aHKOB JJaHHBIX.

[IpaBoBOEe perynupoBaHue TMpolecca JOKYMEHTOOOpa3oBaHUsl. DopMbI
MIPaBOBOTO PETYIUPOBAHUS.

7.2. Ucnonv3osanue HobIX MEXHOIO02UU 8 OOKYMEHMUPOBAHUU

Brnusaue BHenpeHUS BBIYMCIUTENBHOW TEXHUKHM Ha  0oOpa3oBaHUE
JIOKyMEHTOB.

JlokymeHT B 2yiekTpoHHOW (opme. IIpoGrema mpaBoBOro pexuma
JIOKyMEHTa, CO3MaHHOTO B 3JICKTPOHHOU (hopme. OCOOCHHOCTH COTJIAaCOBAHUS U
TIOIMMUCAHMS DJICKTPOHHBIX JOKyMEHTOB. OCOOCHHOCTH co3maHus M O(QopMIICHUS
JIOKyMEHTOB Ha KOMITBIOTEpPE: MCITOJIb30BaHUE 0a3 JaHHBIX, CO3/IaHHUE IMTabIOHOB,
TEKCTOBBIC PEIAKTOPHI, CJOBapH, MPOBEpPKAa TIpaMOTHOCTH U opdorpadum.
CoBpeMeHHOE TMporpaMMHOE oOecrieueHrue. PasBUTHE  CHCTEMBI  Tiepenayu
uHpopmaruu  Bo3MoxHOCTH — 0€3I0KyMEHTHOTO oOMeHa wuH(pOpMaluen B
YIPaBJICHHH.

Paznen 8. HayuyHo-ucropnueckasi M NpakTuiecKasi IeHHOCTh
JOKYMEHTA.
THonamus: «yeHHOCMb OOKYMEHMay, «IKCNepMmu3a YeHHOCMUY.



Bo3nukHOoBeHUE

AKCIEepTU3bl. BpipaboTka NPUHLUIOB M KPUTEPUEB OIEHKU I[I€HHOCTU
JIOKYMEHTOB.

BHemHsies W BHYTPEHHSII KpPUTHMKA JOKYMEHTOB. AHalIW3 aBTOPCTBA,
BPEMEHHM, MECTa BO3BHUKHOBEHUU JIOKYMEHTA. AHAIW3 COAEpKAHHUS TOKYMEHTA.
JIOCTOBEpHOCTP U  LIEHHOCTh JOKYMEHTAa. JIOKYMEHTBI C MOBTOPSIOLIEHCS
uHdopmarmeii.  Bunel  moBTOpseMOCTH:  TyOJETHOCTh, MOTJIOIMIEHHOCTbD,
CyMMHpPOBAaHHE, BapUaHTHOCTh, pedepupoBanne. OOMEE 3aKOHOMEPHOCTH,
OTIPEIEIISIIONTNE BOBHUKHOBEHHUE IOKYMEHTOB C TIOBTOPSIOIICHCS] HHPOPMAITHEH.

3HAYUMOCTh SIBJICHUM, COOBITHH, ()aKTOB B TIEPBUYHBIX W BTOPHYHBIX
JIOKyMEHTaX, COOTBETCTBUE COJCpIKaIIeics B HUX MH(POPMAIUA OCHOBHBIM WIIH
BCIIOMOTATEIbHBIM (QYHKIHSAM — yupexaeHus. IOpuawmdeckas cujiga  3THX
JIOKYMEHTOB. Xapakrep MOBTOPSIEMOCTH, TEPUOIUYHOCTh OOpa30BaHUs
TOKyMeHTOB. BriOopoyHas olieHka 1oKkyMeHTOB. CrieiuanbHble KPUTEPUU OICHKU
Hay4yHO-TexHH4eckoi pokymeHtauuu (HTJI). M3ydeHue BHYTpEHHETO COCTaBa
JIOKyMEHTa Mo TmpoOjemMaM (TemMaMm) W MOJENSIM (KOHCTPYKIUSM) 3HAuYCHUE

HAyYHO-TEXHUYECKOW  HJAEeH.  3HAYUMOCTh OOBEKTa Uil  DKOHOMUKHU.
YHHUKanbHOCTh COOPYKEHUSI WM KOHCTpyKuuu. Kpurepuu LIEHHOCTH
KHUHO(POTO(HOHOJOKYMEHTOB. Ocobennoctu OLIEHKH MAalIMHOYUTAEMBIX
JIOKYMEHTOB.

Paszgea 9. Kommiekcsl 10KyMEHTOB

llonusimue «komniekca OOKYMEeHmMO8».

[lepBuuHbBIE KOMILIEKCHI TEKCTOBBIX JOKYMEHTOB M MX BHUIbL. KoMmIuiekcsl
TEXHUYECKUX U KHHOPOTOJOKYMEHTOB.

CnoxHbple KOMIUIEKCHI. [IOHATHMA «IOKYMEHTAIBHBIN» W «aPXUBHBIN»
boHIbI.

KoMIutiekcbl JTOKYMEHTOB YUpEXKIEHUW, OpPraHu3aludid U CTPYKTYPHBIX
noapasnenenuit. Jlmuneie pounpl. [loHsTHe «KOUIEKIUsT» NOKYMEHTOB. [loHsiTHE
«apXuB». BenoMcTBeHHbIE apxuBbl  ['ocymapcTBeHHBIE apXMBBI.
['ocynapcTBeHHBIN apXUBHBIN donx KakK KOMILIEKC JIOKYMEHTOB,
IpUHAIeKAIMX TocyaapcTBy. OOpa3zoBaTesibHbIE TEXHOJIOTHH.

6. MeTonnueckue MaTepuaJIbl AJ1sl 00y4arOLIUXCH 110 OCBOCHHIO
JAUCUMILTHHBI
6.1. CamocrosiTesibHAst padoTa 00y4aroUuXcs M0 JUCHUILIMHE (MOTYJIIO)

Ne Paznen (Tema) 3aganne Yacebl Meroauyeckue Dopmbl
AMCIHILTHHBI pexoMeHIamn KOHTPOJIsA
Pexomennyemas
JITEpaTypa
Pasgen 1 Hasnauenue | 1. Koucnekr o 8 IIpencraBnenue ®poHTaNbHAS
JMCILTLTHHBIL, OTIpEICIICHUIO TepMHHA KOHCIICKTA. Oecena.
«uHMOpMATIHS o [MoxroroBka K
NCTOYHHUKHN u .
cioBapsm U DeneparbHOMY (dbpoHTanbpHOM Oecene
JIATepaTypa sakony «06 wuHpoOpMaIMu,




MHPOPMATU3AIMH U 3aIIUTE
nHGOPMALTAN»

2. IIpoananu3upoBath
pasBuTHe TEpPMHUHA
«IOKYMEHT» o
rOCYJapCTBEHHBIM
Cranpmapram.

Paznen 2. JloxymeHT,
ero byHKIMK |
CIIOCOOBI
JIOKYMEHTHUPOBAHUS

1. BeimosiHeHHEe 3agaHus 110
BBISIBJICHUIO  OIIMOOK |
HapyIIeHHH MpaBUI
odopmiieHHsT OKyMeHTa H
COCTaBJEHUS  TeKcTa B
NPE/ICTABICHHOM BXOJSILEM
MHCHME.

2. IpuBectn TIPUMEPEI
JIOKYMEHTOB, 00JIaJaroIInx
OTIPEICTICHHBIMHA
(hyHKIHAMH, yKa3aTh
Ha3BaHME BHAA, 3arojOBOK
U JaTy JOKyMEHTa.

3. IIpencrasienue
(mpe3eHTaIys) BCEX
H3BECTHBIX Croco0oB
JOKYMCHTUPOBaHUA

4. CoctaButh ¥ 0GOPMHTH
JIOKyMEHTBI B COOTBETCTBUH
C MOJTy4EHHBIMH 3aJITaHUSIMHL.

11

TToaroroBka
IIPE3ECHTALUM.
IIpencrasnenue
KOHKDPETHOIO 3aJaHusl.

YceTHBII onpoc
[IpakTrueckoe
3aHsTHE

Pazpnen  3.Ilpusnaku
JOKyMEHTa

1. Pemrenue
MPaKTHKOOPHEHTHPOBAHHBIX
3a1a4

Pabora c
PEKOMEHIOBaHHON
JIUTEPATypOr

IIpaxkTueckoe
3aHATHE

Paznen 4. Crpykrypa
JIOKYMEHTA.

1.BeIgBUTS 0COOEHHOCTH
odopmIeHHs pEeKBU3UTA
«aBTOp», OIHKCATh COCTaB
OJaHKa U €ro BHUJIbI -
HHIUBUAYAIBHBIN OIPOC

2. V3yyuTh MUKTOrPAMMBI U
JIOTOTPaMMBEI,
MPe/ICTaBICHHBIC B
koJutekiuu. JlaTe ommcaHue
1-2 mukrorpamm. Ilposectu
aHallM3 3HAKOB JIOTOTPaMM,
YYUTBIBas TIPH STOM, YTO
3HaKy COOTBETCTBYET CIIOBO
— IMUCHBMEHHAsI OTYETHOCTH
3anuce COJlepKaHUSA
TEKCTOBBIM crocooom
00pasioB TEXHUYECKHUX
JIOKYMEHTOB — MHChbMEHHAs
OTYETHOCTD

3. BnimogHeHue 3agaHus —
«3TAaIIbl pa3BUTHSA
TEKCTOBOTO
JIOKYMEHTHAPOBAHHUS

4, Brmonnenne
KOHKPETHOTO 3aJaHds Ha
MPAaKTUIECKOM 3aHATHU

21

TToaroroBka
TIPEe/ICTABIICHUC
MMICEMEHHOM paboTHI

CemuHap B
JIaJI0TOBOM
pexumMe

Pasnen 5. Cucremsl
JIOKyMEHTAIUU

1. Pemenne
MPaKTHKOOPHEHTHPOBAHHBIX
3a7a4

2. Brmonnenne
KOHKPETHOTO 3aJaHus Ha
MPAKTUIECKOM 3aHITHH

13

Pabora ¢
PEKOMEHIOBaHHOU
JIUTEPATYpOH

[IpakTHueckoe
3aHATHE




Pasgen 6.1 Brinonnenue 2 Pab6ora ¢ [TpakTdeckoe
OpraHU3aLHOHHO- KOHKPETHOTO 3aJaHhsl Ha PEeKOMEHIIOBaHHOM 3aHSATHE
HPAKTHIECKOM 3aHATUH JUTEpaTypoit
pacnopsAaguTCIbHBIC U
UH(POPMALMOHHO-
CIIpaBOYHEBIC
JIOKYMEHTBI.
Pa3nen 7. | 1. CocraButs u odopMursb 7 Iloaroroska u | [IpakTuyeckoe
CoBepILICHCTBOBaHHE | ACKYMEHTH B COOTBETCTBUM Tpe/ICTaBIeHHE 3AHATHE
C TONTYYCHHBIMHY 33 TaHUSMIL BBINOJTHEHHOTO
JOKYMECHTAIITHOHHBIX
KOHKPETHOTO 33/IaHHsI
IIPOHECCOB 2. BeimosnseHue
KOHKPETHOTO 3aJaHds Ha
HPAKTHIECKOM 3aHATUH.
IloaroroBka K 3a4eTy 4
Hroro:

6.2. Meroguueckne peKOMEHAAUMN CTYJEHTAM, H3Y4alolIuM
TUCHUTIAHY

6.2. TemaTuka u 3a1aHuA I NPAKTHYECKUX 3AHATHI

Beibop TeM mnpakThyecKux 3aHATHM OOyCIOBJIEH OOLIMM COJEp)KaHUEM
Kypca U HalleJIeH Ha yIiIyOJIeHHOE U3yUEHUE €ro OTAEIbHBIX pa3/ieioB.

Llenp 3aHATHI — 3aKpEIICHUE CTYJIECHTaMH 3HaHUN TEOPETUYECKOTO Kypca
U IPUOOPETEHUE UMHU MPAKTUUYECKUX HABBIKOB JTOKYMEHTHUPOBAHUS ACSITEIbHOCTH
OpraHW3alU{ U MPEATPUATHN.

B pesynprare y4acTuss B MNPAKTHUYECKUX 3aHATHSIX M CaMOCTOSATEIbHOU
MOJATOTOBKM CTYAEHTBI JOJDKHBI 3HATh TMOSIBIIEHWE M pa3BUTHE  TEpPMHUHA
«JIOKYMEHT», B3aUMOCBSI3b IMOHSATUH «IOKYMEHT» U «uH(popmanus»; Gopmbel U
criocoObl (pUKCUpOBaHUA MH(OOpPMalMK HAa MaTEpUATLHOM HOCHUTENE, COCTaB M
Ha3HayeHHe QYHKIUN JOKYMEHTAa; SBOJIIOLNIO (POpMYJisipa TEKCTOBOTO JOKYMEHTA
B pa3IMYHBIE HUCTOPUYECKHE NEPHUOJBI, COBPEMEHHBIE TpeOoBaHUs,
OpeIbsBIsEMblE K COCTaBICHHUIO U O(DOPMIIEHUIO CIYy)KEOHBIX JOKYMEHTOB;
YMETb  COCTaBIISAITh U O(QOPMIIATH  OCHOBHBIE  BUJABl OPTraHU3ALMOHHO-
pacnopsAIuTEIbHBIX JOKYMEHTOB.

3aHATHA TPOBOJATCS C Y4ETOM TpeOOBaHMM, W3JI0KEHHBIX B 3aJaHUSIX U
Ha OCHOBE IMpEUIaraéMbIX YIPAaBICHYECKUX CHUTyaluli, NMPH HCHOJIb30BAHUHU
0a3oBoil HCTOPHYECKOH uHopmauuu " 3HAHUH Pa3JIMYHBIX
ucropuorpapuyeckux mKoJI.

3aHATUS MOTYT OBITh TPOBENEHBI KaK TPAAUIMOHHBIM CIIOCOOOM, TaK M
Ha NIEPCOHAJIBLHOM KOMIIBIOTEPE C MCIOJIb30BAHMEM COBPEMEHHBIX TEKCTOBBIX
pedaKkTOpoB W MO CHEUUAIbHO pPa3padOTaHHBIM METOJAMYECKUM YKa3aHUSM.
[ToaroToBKa K MNPAKTHUYECKUM 3aHATUSAM IMPEIyCMATPUBAET CaMOCTOSTEIbHYIO
paboTy MO W3YYEHHMIO JIEKIMOHHOTO Kypca, MCTOYHUKOB M JIMTEPaTypBhl,
PEKOMEHJOBAaHHBIX K KaXJIOMYy 3aHATUIO, NPUMEHSS 0a30BYI0 HCTOPHUYECKYIO
MH(OPMALMIO M 3HAHUS PA3JTHYHBIX HCTOPUOrPaAPHUUECKUX LIKOJI.




Ha xaxngom 3aHATHM TIPOBOJUTCS YCTHBIM OMPOC, KOJUICKTUBHAS
(bponTanpHas) Oecena Mo TemMe, CEMUHAPHl B AUAJIOTOBOM pexuMe. Pe3ynbrarsl
CaMOCTOSITENIHO  BBITIOJIHEHHBIX ~ 3aJaHW TIPEIoaBaTeib MPOBEPSET B KOHIIC
3aHATUN. [IpomyIeHHBIe 3aHATHS CTYJAEHTHI OTPAOATHIBAIOT CAMOCTOSITEIHHO B
naboparopur JOKYMEHTOBEICHHUS, B KOTOPOU BEJCTCS YI€T OTPaOOTOK.

Pa3znen 1 u 2. HasHayeHue QUCHUIIMHBI, HCTOYHUKH U JINTEpaTypa.
Pa3zBurne nokymenra u ero popmyasipa.

Lenb 3aHATHS — aHATTU3 PA3BUTHUS MOHATUH «UHOOPMALIUA» U «TOKYMEHTY,
ornpenaeneHne PyHKIUNA JOKYMEHTOB.

B pe3ynbraTe BBINOJHEHUS 3aJaHUM  CTYJEHT JOJDKEH:— UMETh
IpPEJCTaBICHUE O B3aMMOCBS3U TMOHATHH «HMHQOpPMAIMS» M <«JIOKYMEHTY,
Pa3BUTHHU TOHATUSA <«JIOKYMEHT», Pa3BUTHH CIOCOOOB JOKYMEHTHPOBAHUSA U HUX
CBSI3HM C MaTepUATIbHBIMU HOCUTEISIMU UHPOPMAIIUU;— YMETh ONPEEISATh PYHKITUU
KOHKPETHOIro JoKyMeHTa. [Ipu moaroroBke HEOOXOAMMO NpUMEHEHHE 0a30BOM
HCTOPUYECKOH HHPOpPMALMU M 3HAHMH PAa3JIMYHBLIX HMCTOPHOrpapuYecKUX
LIKOJI IO MPodJaeMaM Ppa3BUTHSA JOKYMEHTA.
3aoanus ons camocmoamenvHou pabomel.

1. IIpoananu3upoBath ynoTrpedJeHUE MOHATHUSA JTOKYMEHT M €ro CHUHOHHMMOB I10
«I'enepanbHoMy periiameHTy» 1720 1., «OO1mEeMy ryOEpHCKOMY YUpEKICHUIO
1775 1., «O01meMy yupexaeHuo MuHuctepcTsy» 1811 r.

2. llpoaHanu3upoBaTh pa3BUTHE TMOHATUS «IOKYMEHT» IO CIOBapsiM U
CIICLIMAJILHOW JINTEPATYPE.

3. IlpoaHamu3upoBaTh pa3BUTHE TEPMHUHA «UMH(OpMaALUsA» MO CIOBAPAM U
®enepanbHoMy 3akoHy «OO0 wuHpopmanuu, UWHGOpPMATU3aAUUU U 3alIUTE
uHbOpMAIUN

4. IlpoaHanu3upoBaTh pa3BUTHUE TEPMHUHA «JIOKYMEHT» IO TOCYAapCTBEHHBIM
CTaHJapTaM.

Ykazanus no evinoinenuro 3a0anui.

1. M3yuuTh 3aKOHOJATENbHBIE aAKThl M BBINKCATh BCTPEYAIOLIMECS B HUX
CUHOHUMBI TIOHSTHS «JOKYMEHT». BBIABUTH 3HAU€HHE TMOHATHI  «IEJO»,
«Oymara», «akT», «JejoBasi Oymara», «CIyEOHBI JTOKyMEHT», JaTh UX
OINpEJEIeHHE, €CIM OHO NPHUBEACHO B UCTOYHMKaAX. [IpoaHanm3upoBaTh, B KAKUX
cllyqasiX ynoTpeOsieTcsl KaKI0€ MOHSATHE.

2. Ilo BpIMMCKaM W3 CIOBAped M CIIEIUAIBHON JUTEPATypbl ONPENCIINTh, KaKUE
acneKkThl - MH(OOPMALMOHHBIA, TPABOBOM, YIPAaBICHYECKUN, HCTOPUYECKUU -
JIETJIA B OCHOBY OIPEIEICHUS MOHITHUS «JOKYMEHT.

3-4. U3 rocynapctBeHHbix cranmaptoB: ['OCT 16487-70 «/lemonpon3BoacTBO
u apxuBHoe Jeno. Tepmunsl u ompegeneHus»; 'OCT 16487-83 u I'OCT P
51141-98  «/lenompou3BoacTBO M apXuBHOe  neno.  TepMuHbBl U
onpeneneansi»; ' OCT P UCO 15489-1-2007 YmpaBnenue mokymentamu. OOriue
TpeboBanusi; DenepanpbHoro 3akoHa «0O0 wmH(oOpMmauu, WHPOPMAITMOHHBIX
TEXHOJIOTUSX W O 3amute uHpopMammm» oT 27 utons 2006 Nel49-D3 primucath
OTIpEJICICHUS] TEPMUHOB «UH(GOpMAIUS» U «IOKYMEHT» W YCTaHOBUTH, KaKUE




acmekThl (HocuTenu MHPOpMaluHU, CNOCOOBl ee (PUKCUPOBaHUS, HOpUIUUECKAs
CUJIa IOKYMEHTA U JIp.) U (PYHKIIMU JOKYMEHTA 3aJI0KEHBI B 3TUX ONPEACICHUSIX.
5. Onpenenuth GyHKUMM JOKYMEHTa, T.€. €ro liejieBoe HazHaueHue. BhISBUTH
NOJJIMHHYIO 1I€Nb CO3/IaHus JOKYMEHTa W 3aleyaTyieHUusl 3aKJIIOUeHHOW B HEM
uH(poOpMaIuK, MPOAHATU3UPOBATH pOJb JOKyMEHTa B JaHHOM CHUTYyaluu
JIOKyMEHTOOOpa3oBaHusl. Tak Kak JOKYMEHT MNOJIU(PYHKIHUOHAIEH, MepBOU
yKa3biBaeTcsl  (YHKIHMSA, 3aJlaHHasg JOKYMEHTY aBTOpoM. OJHOBpPEMEHHO
OTMETHTh, KaKMe€ W3 Ha3BaHHBIX (DYHKIMH TOKyMEHTa HOCST OOIIWM, a KaKue -
YACTHBIN XapaKTep.

6. IlpuBecTn mnpuMepbl TOKYMEHTOB, OONAJAIONIMX HAa3BAaHHBIMU (PYHKIIHSIMH,
yKa3aTh Ha3BaHHME BHJIA, 3arOJOBOK M JaTy JOKyMeHTa. s QyHKuuii ydera u
MPaBOBOM  MOXKHO TPHUBECTH TIPUMEPHI COBPEMEHHBIX JIOKYMEHTOB, IS
MHOCTOSIHHO JIEVUCTBYIOIIUX byaknui  (MHGOPMAIIMOHHOM, COIlMaJIbHOM,
KyJIbTYpHOH, HCTOPUYECKOTO HCTOYHHMKA) TPUBECTH NPUMEPHI JOKYMEHTOB
Pa3IMYHBIX UCTOPUUYECKUX ITOX.

Ucmounuku u rumepamypa

Hcrounuku:

['enepanehbiil pernmament 1720 r. // TIC3 Poccuiickoit umnepun. CoOp. nepsoe. -
T.6. -Ne 3534.00mee ryoOepHckoe yupexaenue 1775r. // CBox 3aKkoHOB
Poccuiickoit umnepuu, 4.2. C.-I1., 1842.

Ob6miee yupexaenue wMunuctepctB 1811r. // ITIC3 Poccuiickoil ummnepuu.
CoOp.nepoe. -T.31. -No 24686.

Jane B.M. TonkoBsIii cI0Baph )KUBOT'O BEIMKOPYCCKOTO S3bIKA. -M.,

1956., -T.1.

bonpiias coBerckas sumukaonequs. -M., 1972.-T.8.

Kparkuii cmoBappe apxuBHOM TepMuHOIoruu. -M.: JI., 1968.

Maitasg coBeTckast SHIUKIIonequs. -M.,1959.

Maserit sHIMKIIONIeAUYecKuit ciaoBaps. -CI16., 1907.

OxeroB C.M. CnoBaps pycckoro sa3bika. -M.,1984.

CnoBapb HHOCTpPaHHBIX CJIOB. -M.,;1980.

CnoBapb CHHOHUMOB pyccKoro sizbika. -JI1.,1979. -TT.1,2.

CoBeTCcKHi SHIMKIONEINYECKUH cioBapsb. -M.,1990.

TonkoBbIN CIOBapb pycCKOro si3biKa. - (mox penakuuei [[.H. Ymakosa. -M.,1935. -
T.1.

I'OCT 16487-70. Jlenonponu3BOICTBO U apXUBHOE €J10. TE€pMUHBI U OMPEICICHHUS.
I'OCT 16487-83. Jlenonponu3BOICTBO U apXUBHOE €J10. TE€pMUHBI U ONIPEICICHHUS.
I'OCT P 51141-98 [Jenonpou3BOACTBO U ApXUBHOE J1€JI0. T€pMUHBI U ONTPEACTICHHUS.
['OCT 6.10.2-75 YHuduurpoBaHHbIE CUCTEMbI JOKyMEHTAIIUU. TepMUHBI U
OTpeeICHHUS.

I'OCT 6.10.1.88 VYHudumupoBanaple CHUCTEMbI JOKyMeHTanuu. (OCHOBHBIC
MIOJIOKEHUSI.

['OCT P UCO 15489-1-2007 Ympasnenue fokymeHTamu. O6mmerpeOoBaHusl.
®denepanbHoro 3akoHa «O0 wHboOpManyu, THHOPMAIMOHHBIX TEXHOJOTHSIX U O
3amute uadopmarum» ot 27 utons 2006 Ne149-D3,




COOpHUK 3aKOHOJATEIBHBIX AaKTOB MO aenonpousBoactBy (1917-1970): Vu.
rmocooue. -M.,1973.

Jlumepamypa:

['eneman-BunorpagoB K.b. O CIIOXKHOCTSIX TPaKTOBKH IOHSATHS «IOKYMEHT» H
criocobax ux mpeoaoieHus. // JlemonpousBojctso, 2005, Ne 2, C. 16-24.
WNmomenko M.II. K MOHATHIO «JTIOKYMEHT» / 3BOJIONHUS TEPMHUHA JOKYMEHT M
npeaMer qokymeHnToBeneHus // Coserckue apxussl. -1986. -Ne 1. -C.26-31.
Wmomenko M.I1. Mctopus aenonpounssoactsa B Poccun (0 1917 1.).-Yu. mocobue.
-M., 2007.

Ky3snenosa T.B., Cankuna JI.B., brikoBa T.A. JlokymeHTalMOHHOE
obOecrieuenue ympasieHus: YueOuuk. —M.: MIIDIP,2007. —c. 31-45.

Kysnenosa T.B. Ha3znauenue mokymenra (dhynkummu moxkymenta) // Cekperapckoe
neno, 2004, Ne 12, c. 14-16.

Pazoamounviii mamepuan k 3ausmusim:

1. I'enepanbhbiil pernament 1720 r.

2. O6mee rydoepHckoe yupexaenue 1775r.

3. OOmee yupexaenne Mmuauctepets 1811r.

4

5

. COOpHHUK 3aKOHOATEIBHBIX aKTOB I10 JIeionpou3BoacTy (1917-1970):

Breinuckun ¢ ompeneneHUSAMH TIOHSTHS «JIOKYMEHT», «uHGOpMaIus» u3

CJI0Bapew,

SHUUKJIONEANN U CIENNAIIBHON JIMTEPATYPBI.

6. I'OCT 16487-70,'OCT 164867-83, 'OCT P 51141-98 /Ilenonpon3BoACTBO U

apxXuBHOE J1eJ10. TepMUHBI U ONIpeICTICHHS;

7. TOCT 6.10.2-75. YanpuuupoBaHHbIE CUCTEMBI JOKYMEHTAIIMU. TepMUHBI U

OIIpEJIEIICHHS;

8. T'OCT 6.10.1.88 YauduurpoBaHHbie CUCTEMbI JoOKyMeHTaluu. OCHOBHBIE

MOJIOKECHUS;

9.TOCT P UCO 15489-1-2007 Yupasnenue nokymentamu. Oo1iue TpedoBaHmMs.

10.®enepanpubiii 3akoH«O0 MHGOpMaIK, UHPOPMAIIMOHHBIX TEXHOJIOTHSIX U O

3amute uHdopmarum» ot 27 utons 2006 Ne149-03

Pazoen 3 u 4. IlIpuznaxu ooxymenma. Cmpykmypa 00Kymenma

Tema. Cnioco0bl 3aneuyarjieHuss HHGopManuu

[lenp 3aHsATHUST — W3y4YCHUE PaA3JIMUYHBIX CIIOCOOOB  3amedyaTieHUs
uH(popManuu.

B pe3ynbrare BBINOJHEHUS 3aJaHUI CTYJAEHT JI0JIKEH:
— 3HaTh (PYHKUMM JOKYMEHTa, CIOCOOBI 3ameyatrieHus HUHQPOpMalluu, JTarbl
Pa3BUTHUSI TEKCTOBOTO JIOKYMEHTUPOBAHUS;
3adanus 0ns camocmosamenbHou pabomeol.
- M3yunTh STambl TEKCTOBOTO JOKYMEHTHPOBAHUSA, O3HAKOMUTBLCS C 0Opasiamu
MUKTOTPAMM M JIOTOTPaMM, JaTh UX KPATKYIO XapaKTePUCTHUKY.
- O3HaKOMUTBCSI ¢ OOpaslamMu TEXHUYECKUX JIOKYMEHTOB U 3alucarh UX
CoJIep KaHNe TEKCTOBBIM CTIOCOOOM.
Ykazanus no evinonnenuro 3a0anuii.




1. M3yunTh NUKTOTPAMMBI U JIOTOTPAMMBI, IPEACTaBICHHbIE B KOJUIEKIUU. J[aTh
ornucanue 1-2 nukrorpamm. [IpoBecTn aHaiu3 3HAKOB JIOTOTPAMM, YYUThIBas
IPU 3TOM, YTO 3HAKY COOTBETCTBYET CJIOBO. 3apHCcOBaTh 2-3 00pasia u onpeneanThb
MPEUMYIIECTBA U HEJJOCTATKH JIOTOTPAMM.

2. U3yuuts 1-2 yepTexka u TEKCTOBBIM CIIOCOOOM 3amucaTh UX COAEpKaHuUE.
Jlumepamypa:

Uctpun U.A. Bo3nukHoBeHUE U pa3BuTHe muchMa. -M.: Hayka, 1965, 599 c.
Ky3nenoBa T.B. CnocoObl co3maHus JOKYMEHTOB (JOKYMEHTHUPOBAHMS) U HX
passutne // Cekperapckoe neno, 2004, Ne 08-09, C. 31-36.

Kysunenosa T.B. Ha3znauenue mokymenra (dhyHkumn mqoxkymenta) // Cekperapckoe
neno, 2004, Ne 12, c. 14-16.

Opuapux Horancc Hcrtopuss mucema / mep. ¢ uHem. —AH CCCP, HUsu-T
BOCcTOKOBeAeHus, -M.: Hayka, 1979. 463 c.

Pazodamounviii mamepuan k 3auamusam:

Komneknus nukrorpamm, jororpamMm u qokymeHToB XI-XX BB.Habop miakaros.

Tema. UcTopus pa3Burust GpopmyJisipa J10KyMeHTA
Dopmyasap nokymenra XVI -XVII BB.

[lenp 3aHATHS — BBIABICHHUE 3aKOHOMEPHOCTEM CKJIAIABIBAHUS W Pa3BUTHS
dbopmyIsipa TEKCTOBOTO cityske0HOro qokymeHnTa XVI-XVIIBB.

B pesynbrare BBINOIHEHUS 3aJaHUIN CTYACHT JIOJIKEH:

— WMETh TPEACTaBICHUWE O CKJIaAbIBAHUKM U pa3BUTUU (opMyIsipa
TEKCTOBOTIO;

JOKYMEHTA B IMPHUKA3HOM JEIOMPOU3BOACTBE;— 3HATh BUJBI JOKYMEHTOB
XVI-XVIIBB., coctaB ¢opmynspa;  Ha3BaHUS PEKBU3UTOB M TOPAIOK HX
oopMieHuS;

— YMETh ONKUCHIBATh KOHKpeTHblE NOKYMeHTbl XVI-XVII BB., cocrasmuss

ux
bopMyIIsIpHIL.

3adanus onsa camocmosamensvHou padomel.

1. 3y4nTh BUIBI U PA3HOBUIHOCTH JOKYMEHTOB!

1.1 Tlo kpaTkOoMy CJIOBapio BUAOB U Pa3HOBUIHOCTEW JOKYMEHTOB BBIIHUCATH BUIbI

JIOKYMEHTOB;

1.2 Tlo KOJJIEKIMH BBISIBUTH BHUIBI IOKYMEHTOB, OOBSICHUB METOJ OTPEICICHUS

Ka)XI0TO BHA.

2. BeisiBUTH U onrcaTh 0COOEHHOCTH 0003HAYESHHSI aBTOpa JOKYMEHTA, YKa3aB :

-CJIy>K€OHBIN W JIMYHBIA TOKYMEHT;

-KOJUICKTUBHBIN WJIM WHANBUAYAIBHBIN aBTOD;

-popMy 0003HaueHUsi aBTOPCTBA, MECTO €ro pacHoyioKeHuss B (GopMmyJsipe

JTIOKYMEHTA;

-0COOCHHOCTH OTIPENICTICHUS aBTOPA.

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

-BBIIIMCATh PUMEPHI IPECOBAHMSI TOKYMEHTOB;

-U3y4YUTh COCTaB, CIIOCO0 HAMMCAHUS aJJPeCcaTOB TOKYMEHTOB, IOCHUIAEMBbIX U3




HIDKECTOSIIET0  YUYPEXKJACHUS B  BBIIIECTOAIECE, JOKYMEHTOB, KOTOPBIMU
OOMEHHMBAJINCH PABHOCTOSIIIME YUPEKIEHUS, U JOKYMEHTOB, HaIpaBJsiEeMbIX W3
BBIIIECTOAIINX YUPEKICHUN B HUKECTOSIIIHE.

4. I3yuuThb criocoObl JTATUPOBKH JIOKYMEHTA :

a) OIpEACNUTh JaThl U3yYaE€MbIX TJOKYMEHTOB;

0) yCTaHOBUTH MPU3HAKU JATUPYIOIIETO XapaKTepa;

B) MEPEBECTU YCTAHOBJIEHHBIE NATHI C APbl «OT COTBOPEHHUS MHUPa» Ha 3Py «OT
pOXiecTBa XPUCTOBAY», C I0JIMAHCKOTO KajeHAapsl Ha TPUTOPUAHCKUIA.

5. MByuuth cocTaB yJOCTOBEPEHHUSI TOKYMEHTA : ONPEJEIUTh HaJIU4yue, COCTaB,
MECTO PaCIOJIOKEHUS TOAMKUCH U CKPETIHI.

6. Onucatp XxapakTep OTMETOK Ha JOKYMeHTax. OnpenenuTh uX Ha3HAueHHE.

7. OnpenenuTh TPATUIIMOHHO-CIOKHUBIIYIOCS CTPYKTYPY TEKCTa U OCOOCHHOCTH
W3JIOKCHHS COJIEP KaHMS OTIEIBHBIX BHJIOB JOKYMEHTOB (4UeIOOWTHAs, TPaMoTa,
OTIIHCKA).

Ykasanus no evinoanenuio 3a0aHuil:

3amanust No 1-6 MOXKHO BBITIOJIHATH C MOMOIIBIO TAOJHUIIBI CIIEAYIOMIEH (GOPMBI:
Bup nokymenta. ABrop. Aapecar. [ara. CocrtaB ynocroBepenus. OTMeTKa Ha
JlokymeHTe.

1. Brimucarh Ha3BaHMs BUIOB JOKYMEHTOB, OOpaTWB BHHMAaHHE Ha KOJMYECTBO
BHUJI0B ¥ pasHoBuaHOCTel B X VI-XVIIBB.

Buasl  JOKYMEHTOB  CJEQyeT BBINUCHIBATH MO  CIEAYIOIIUM  TpYIam:
pacropsiIuTeIbHbIE TOKYMEHTHI (HapUMep, YKa3bl, FPaMOThl, HAKa3HbIEC, TAMSITH),
nepenucka (maMsTH, OTIHUCKU, YeJTOOUTHBIC U T.I1.).

Buapsl JOKYMEHTOB HM3Yy4YUTh TakKe MO KOJUIEKIIMM KOMUN JTOKYMEHTOB. Tak
Kak OOJIBIIMHCTBO JOKYMEHTOB HE MMEET BBIJICIEHHOIO0 O0O3HAUYCHMS BUJA WU
Pa3HOBUIHOCTH, TO HAJ0 HMX ONPEACIUTh CAMOCTOSITEILHO M OMUCATh METOJbI
ompeneneHuss  (aHaIW3  TEKCTa, cHelu(pUKa HU3I0KECHHS COACPKAHUA WIH
CJIOUBINASICSA UE€PAPXUS TOKYMEHTOB).

2. Ilo xomnekuuu XVI - XVI BB. BHHMATEIbHO MPOYUTATh COJIEPHKAHUE
KOKJOTO JOKYMEHTa M yKa3aTh aBTOpa -CO3JaTelisi JOKyMeHTa (YyupeKIeHue) u
noIpoOHO OOBACHUTDH, KAKUM 00pa30M YCTAaHOBJICH JAHHBIN aBTOP.

3. BHuMarensHO TPOYUTATh JOKYMEHTHI MPEIJI0KEHHON KOJUICKIIMM M CTOJIOIA
U OTIPEACIIUTh MECTO PACIIONIOKEHHUS ajipecaTa, €ro coctaB u (GopmMmy, BHITIUCATH
HECKOJIbKO TTPUMEPOB.

Jns aHanmuM3a JOKYMEHTOB, KOTOPHIMH OOMEHUBAIUCH YUPEKIEHUS, CIEIyeT
B3SITh TAaKME BHJIBI KaK yKa3, rpamMoTa, 4denoOuTHas, oTnucka. [Ipocnenuts u
BBINIUCATh NpuUMEPhl OQOpMIICHUST B HHUX ajpecara U IO COJACPKAHUIO
OMPENICIUTh KOHKPETHBIC YUPEKIEHUS, KOTOPHIM aJpeCOBaHbI JOKYMEHTHI.

4. VYcraHOBUTH JaTy CO3JaHUsl JOKYMEHTa - TOYHYIO, TNPUOJMIKEHHYIO,
BEPOSITHYIO C MOJPOOHBIM OOBSICHEHHEM [aTUPYIONIETO TpHU3HaKa (CojepKaHue
JIOKYMEHTa, BpEMSs JICUCTBHUSI UCTOPUYECKUX JIUI U T.1I.). YCTAHOBJIEHHYIO IO
Ipe «OT COTBOpeHMsI Mupay (Hampumep, 7168, korga meppas mudpa omyckKansach
- 168) paty mepeBecTH Ha 3py «OT poxkzaecTBa XpucrtoBay. st 3TOro or
udpel 7168 Beryects nudpy 5508 umu 5507 (st cOOBITHIE MAPTOBCKOTO CTHJIS)




u 5508 wmm 5509 (mns cobwiThii ceHTsiOphckoro cTwist). K aHio Mecsia ciemyer
npuOaBUTh UPPY AECATh, YTOOBI IOTYUUTH ATy 110 HOBOMY CTHIIIO.

5. CocTaB ya0CcTOBEpEeHUS JOKYMEHTA Ha4aTh U3ydaTh CO CTOJIONA, 0 KOTOPOMY
ONPENCTUTh MECTO TONNMUCH (IPUTUCH») W XapakTtep ee HamucaHus. [lo
KOJUICKIIUM  BBISICHUTH COCTaB  CIHYXKWJIBIX JIFOJECH, TOMIMUCBHIBAIOIINX U
CKPETUISIONINX TOKYMEHTHI.

6. Brimucate Bce OTMETKHM Ha JIOKYMEHTaxX, OTMETHB MECTO WX HAIHMCAHHS, UX
HA3HAYCHUE W UCIIOJIB30BAHUE ISl YTOUHCHUS XapaKTEPUCTUKU JOKYMEHTA.

7. Ilpoananu3upoBaTh HECKOJIBKO BHUIIOB JOKYMEHTOB, YCTAHOBHTH, HMEETCS JIH
XapakTepHas I KaXJO0ro BHJA CTPYKTypa TEKCTa, KAaKUMH yCTOWYHUBBIMU
CJIOBOCOYETAHUSIMH OTIMYAETCS OUH BUJ OT JPYTOTO.

Jlnst aHanmM3a MOXKHO B3STh TaKW€ BHJABI JOKYMEHTOB KakK yKa3, IaMsiTh,
yeJIOOMTHAs!, OTIIHCKA.

Martepuaibpl aHaIM3a JTyqIle MPeICTaBUTh B TAOIHMIHON Qopme :

Bun noxymenta Brenenue OcHoBHAas 4acTh 3akiroueHue

Hcemounuku u numepamypa

Hemounuku:

Kparkuii cioBaps BUIOB M pa3HOBUIHOCTEN JOKYMEHTOB.-M.,1974.

Jlureparypa:

Nmomenko M.IL., Ky3nenosa T.B. ®opmynsip nokymenTa: Yu. mocodue. -M.:
MI'MAN,1986, 86 c.

Nmomenko M.II. Ucropust nenompousBoactBa B Poccun (mo 1917 r.). —Vu.
rmocobue. —M., 2007, c. 27-49.

MurtseB K.I'. Uctopus u opranuzanus nenonpousBoacrtsa B CCCP.-M.,1958.-C.32-
38.

UYepennun JI.B. Pycckas maneorpadus. -M.: ['ocnionmutuzaar, 1956, 616 c.

[IImuar C.O. KusaspkoB C.E. JIokyMEHTHI AENONPOU3BOACTBA TPABUTEIBCTBEHHBIX
yupexaennit Poccun XVI-XVIIBB. -M.,MI'UAH, 1985, 102 c.

Pazodamounviii mamepuan k 3ausamusam:

1. Cron6en XVIIB.

2. Komnexkunn konuit nokymeHToB XVI-XVIIBB.

3. KpaTknii ciioBapb BUAOB U pa3HOBUIHOCTEW IOKYMEHTOB.

Tema. ®opmyasp gokymenra XVIII B.

Ilens 3aHATHS — W3yYEHHUE PA3BUTHUS W OCOOEHHOCTEH (OpMYISIpPOB
CITYKEOHBIX

nokymenToB XVIII B.

B pesynbrare BINONHEHUS 3a1aHUHN CTYIEHT JNOJKEH:

— UMETh IPEICTABICHUE O 3aKOHOJATEIBHOM DPETYJIMPOBAHUU IIpOLECCa

JOKYMEHTUPOBAHUS U Pa3BUTHH GpopMyiisipa fokymenTa X VIII B;




—  3HATh 3aKOHOJATENIbHBIE AaKThl, PEMIAMEHTUPYIOIIHE ITOCTAHOBKY
nenonpousBojcTBa B X VIIIB, Buabl 10KyMEeHTOB, cOCTaB GopmMmyJsipa TOKYMEHTa,
npaBuia 0pOpMIICHHS pEeKBU3UTOB;

— YMETh ONHUCHIBATh KOHKpETHbIC HOKYMEHThl XVIII B., cocTtaBusiga ux
bopMYIISIpHL.
3adanus ons camocmosmenvbHol pabomst.

1. U3yunTh BUIBI M PA3HOBUIHOCTH IOKYMEHTOB:

-BBIIIACATh BUbI JOKYMEHTOB, YCTAHOBJICHHBIE [ €eHEpAIbHBIM PErIaMEHTOM

- u3 «Kpartkoro cnoBaps BUIOB W pPa3HOBUIHOCTEN JIOKYMEHTOB)» BBIIIUCATH
BUABI TOKyMeHTOB X VIII B.

-U3 JIeJI MECTHBIX YUPEKAECHUN BBIITMCATH BCE BUMIBI IOKYMEHTOB U OTMETUTh
VM3MEHEHUS B TEXHUKE IOKYMEHTUPOBAHHSL.

2. Ha mpumepe IOKYMEHTOB MECTHBIX YUYPEKICHHW NPOAHAIU3UPOBATH
CJIOKMBIINECS MPABUIIA HATMCAHUS ABTOPA, BHISIBUB:

a) 0COOEHHOCTU 0(OPMIICHHUS aBTOPA CITY>KEOHBIX U TUYHBIX JJOKYMEHTOB

0) 3aBUCUMOCTh 0003HAYEHUSI PEKBU3UTA «aBTOP» OT 0003HAUCHHUSA ajpecaTa
JIOKYMEHTA.

3. [Ipoananu3upoBath 0003HAUCHUS PEKBU3UTA «aJpecaTy:

a) BBINMHUCATh W3 [ eHepallbHOTO perjiaMeHTa OMHCAHUE CHCTEMbl MUCHMEHHBIX
CHOIIICHUI 3BE€HBEB alllapaTa yupaBJICHUs

0) MmO [OKYMEHTaM MECTHBIX YUYpEXICHUN Onucath MOPSA0K O(OpMIICHHUS
pEKBU3HUTA «aapecar», OTMETUTh OTJIUYUTEIbHbIE OCOOCHHOCTH  MOpPSAKa
aZpecoBaHUA IOKYMEHTOB N0 cpaBHEHNIO ¢ XVI-XVII BB.

4. Onncarb NOPAIOK TaTUPOBAHUS JOKYMEHTOB. /[aTh MpuMephI BCEX BUIOB AT C
MEPEBOJOM UX HA TPUTOPUAHCKUN KaJICHIAPh.

5. N3yunts cocTaB yAOCTOBEPEHUS JOKYMEHTOB:

-BBINIACATh U3 ['€eHepaIbHOro perinaMenTa ImpaBuia ya10CTOBEPEHUS JOKYMEHTOB
-OMMUCAaTh COCTaB MOAMMUCH M0 JTOKYMEHTaM MECTHBIX YUPEKICHUN.

6. OnucaTh BUAbI OTMETOK Ha IOKYMEHTaX.

7. I3yunTh NPUHLMIIBI OPTaHU3ALMU TEKCTA HECKOJIBKUX BUJIOB JIOKYMEHTOB.

8. CoctaBUTh (POPMYIISPHI IBYX JOKYMEHTOB.

Vkazanus no evinonnenuro 3adanuti

1. BoIsiBUTH BUJIBI JOKYMEHTOB, YCTaHaBJIMBaeMble | €HEepaJbHBIM PErIaMEHTOM,
JIOTMIOJTHUTH X BUAaMU JOKyMeHTOB X VIIIB., npuBenéunpiMu B «KpaTkom ciioBape
BHUJIOB Y PA3HOBUIHOCTEN JJOKYMEHTOB» U BBINIMCATH UX onpeaeneHus usz Ciosaps.
N3yunTh JOKYMEHTBI €71 MECTHBIX YUYPEKICHHUM, BBINMCHIBAS HANMEHOBAHUSA
BUJIOB U OOpalliasi BHUMAaHUE HA TEXHUKY JOKYMEHTHPOBAHUS, BOJSIHbIC 3HAKH,

repOoByI0 Oymary.

2. 3ananust Ne 2-6 MOKHO BBINOJHATH C TOMOILBIO TAOIHIIBI ClIeaytoeld GopMbl:
Buag noxymenrta:ABTOp: Anpecar: Harta:Texct: (kp. coxep.)CocraB
YAOCTOBEPEHUS

OTmeTKa Ha JOKYMEHTE
OOpaTuTe BHUMaHME HAa MECTO pPACIOJIOKEHHUS PEKBU3UTA «aBTOP»HU OIMHUCAThH
npaBuiia ero ohpopmIIeHUs! B 3aBUCUMOCTH OT PEKBU3UTA «aJpecaTy.



3. WMyuutb 1o I'eHepallbHOMY peErjiaMeHTy U JOKYMEHTaM MECTHBIX
yupexaeHuil npaBuia oGhopMIIeHHs PEKBU3HUTA «aapecaTy». BeimucaTs npaBuia u
MPUMEPHI APECOBAHUS.

4. TlpoaHanu3upoBaTh BCE HUMEIONIMECS NAaThl B JIOKYMEHTE U OINPEACIUTbh UX
Ha3HAY€HUE, BHITUCATh IPUMEPHI U OMUCATh MECTO PACTIONOKEHUSI KX I0M JaThl.
5. W3yuuth mpaBwiia yIOCTOBEpPEHHS JOKYMEHTOB 10 ['eHepambHOMY
peryiaMeHry.

3areM mpoaHaIU3UPOBATh OPOpMIIEHHE TIOJIUCH B TOKYMEHTAX, BUJIbI eYaTei.

6. BrimucaTh Bce OTMETKH Ha JIOKYMEHTaX, yKa3aB, KakKhM€ U3 HUX MOSBUWINUCH B
XVIII B.

Hcemounuku u numepamypa

Hcmounuxu:

['enepanbubiii permamenT 1720 1. // TIC3 Poccwuiickoit ummnepuu. Cobp. nepsoe. -
T.6. -Ne 3534,

O6miee rydepHckoe yupexaenue 1775r. // Cpon 3akoHOB Poccuiickoit umiiepuu,
y.2. C.-I1., 1842.

JlokymeHTbl MecTHBIX yupexaenun XVIIIs.

Kparkuii cnoBapbs BUIOB M pa3HOBUIHOCTEN TOKYMEHTOB. -M., 1974.
Jlumepamypa:

Nmomenko M.II., Ky3nemnoa T.B. @opmynsap mokymeHta. Yd. mocobue. -M.:
MI'MAU, 1986, 86 c.

Nmomenko M.II. Ucropus nenonpousBoactBa B Poccum (mo 1917 r.). —Yu.
rmocobue. —M., 2007, c. 50-61.

Yepenuun JI.B. Pycckas nmaneorpagus. -M.: I'ocionutusaar, 1956, 616 c.
Pazoamounwiii mamepuan x sanamusam

1. I'enepanpubiil pernmament 1720.

2. lokyMeHTHI (71e51a) MEeCTHBIX yupexaeHuil 18B.

3. KpaTkuii ciioBapb BUAOB ¥ pa3HOBUIHOCTEN IOKYMEHTOB.

Tema S. @opmyasp noxkymenta XIX Beka

Llens 3aHATHS — W3yYEHHUE PaA3BUTHUS U OCOOEHHOCTEW (OopMyISIpOB
CIIyKeOHBIX TOKYMEeHTOB XIX B.

B pesynbprare BBINOIHEHUS 3a0aHUN CTYACHT JTOJKEH:

— MMETh NPEACTABIEHUE O PETJIAMEHTALMU MPOLEcca TOKYMEHTUPOBAHUS
B 3aKOHOAaTeNlbHbIX akrtax XIX B., pazsutun ¢dopmyinsipa JTOKYMEHTa,
TEHJEHUUAX TpadapeTuszauu 10KyMEHTOB;

— 3HaTh BUIbl JOKyMeHTOB XIX - B., ocobeHHOCTH uX OQopMIeHUS,
coctaB (hopmyJisipa, MOSBICHUE OJAHKOB M WX BUBI, MOSIBJICHUE OTMETOK Ha
JIOKyMEHTaX, OTPAXKAIOIIUX UX JBUKEHUE B YUPEKIACHUU U pabOTy C HUMH.

— yMETb aHAJIU3MPOBATH KOHKPETHBIE NOKYMeHTHl XIX B.; cocraBusas ux
bopMyIISPHL.
3adanus onsa camocmosamenvhol padomol
1. U3yuuTh BUIBI U PA3HOBUIHOCTH JOKYMEHTOB.

2. BobisiBUTH 0COOEHHOCTH OQOPMIIEHHS PEKBU3UTA «aBTOP», OMHUCATh COCTaB
OJIaHKA ¥ €r0 BUJIBI.




3. 3y4uTh TEKCT JOKYMEHTA.

4. OnucaTh NOPSAIOK aAPECOBAHUS JOKYMEHTA.

5. BeimucaTh aThl cOCTaBleHUs, 00paOOTKU, MOANUCAHUSA U JIp., yKa3aTb MECTO
WX PaCIIOIOKEHUS.

6. [Ipoananu3upoBaTh XapakTep yA0CTOBEPEHHUS JOKYMEHTA.

7. Onucatb BUJIbI OTMETOK.

8. CocTtaBUTh (POPMYJISPHI 2-X TOKYMEHTOB.

Ykasanus no svinoanenuro 3a0anuil

1. Hauunnate paboTy clieyeT ¢ pacCMOTpPEHHUs AN y4pexkJcHus. BbISIBUTH U
BBINIUCATh HA3BAHUS BUOB JOKYMEHTOB:

-U3/1aBa€MbI€ BBIIIECTOSIIIIUMU OpTraHaMU;

-MIOChLJIAEMbIE€ PABHBIM YUPEKICHUSIM;

-IIPE/ICTABJISIEMbIC B BBIIIECTOSIINE YUPEKICHUS;

-o(popmIIsIIOLIIE BHYTPEHHIOIO €A TEIBbHOCTD.

N3 «KpaTtkoro cimoBaps BHAOB U Pa3HOBUIHOCTEH JOKYMEHTOB)» BBINUCATH
OMpEICIICHNS] BBISIBIICHHBIX BUJIOB TOKYMEHTOB XIX B.

2. Onucarb mOpsiiok 0GOPMIICHUS PEKBU3UTA «aBTOP» B PA3IMYHBIX BHIAX
JIOKYMEHTOB, BBIITUCATh HECKOJILKO TUIIOB OJIAHKOBBIX HAJITUCEN U OMPEACIIUTh UX
coctaB. [lo KoMIUIEKCY MTOKYMEHTOB IPOCIEINUTh, KaKu€ BHUAbl JIOKYMEHTOB
MUITYTCS HA OlaHKax, Kakue 0e3 0003HaYeHUs OJIAaHKOBBIX HAAMHUCEH.

3. IIpoananu3npoBaTh HECKOJBKO BUJIOB JOKYMEHTOB, YKa3aB CTPYKTYpPy TEKCTa,
BBINIUCAB TMPUMEPHl TMPUMEHEHUS «KAHUEIAPU3MOB». OTMETUTh, HACKOJBKO
yCWIMJIaCh TEeHAEHIUs Tpadaperu3anuu (BbIIACATh NPUMEPHI TpadapeTHbIX H
TUTIOBBIX TEKCTOB).

4. Ilpu onucanuu MoOpsiJiKa aJpeCOBAHUS YCTAHOBUTH 3aBUCUMOCTHh O(OpPMIICHUS
pPEKBU3UTA «ajapecar» OT uepapxuu yupexaeHui. I[lpuBectn mnpumepsl
aZpeCcOBaHUs B BBILIECTOSIINE, PABHBIE U HIKECTOSIIIEE YUPEKICHUS.

5. BeincaTs nmpumepsl JaTUPOBKU U NEPEBECTH JaThl HA HOBBIN cTUIb. B XIX B.
pa3HUIa MEXKIy CTWISIMU paBHsuiachk 12, B XX B. —13 gHsAM.

6. Bemucare mnpumepsl MNOANKMCAHUSA JIOKYMEHTA B HMHCTAaHLUMSIX Pa3HOMN
MOAYMHEHHOCTH U OMHUCATh COCTAB MOIIUCH.

7. BpimucaTh OTMETKM Ha JOKYMEHTaX MW YyKa3aTh HMX Ha3Hay€HUE, MECTO
MPOCTABJICHUS.

Hcmounuku u numepamypa

HUcmounuxu:

Kparkuii cioBaps BUIOB M pa3HOBUIHOCTEN TOKYMEHTOB. -M., 1974.
Jlumepamypa:

Nmomenko M.IL., Ky3nenosa T.B. ®@opmynsp nokymeHTta: Yd. mocodue. -M.:
MI'MAU, 1986, 86 c.

Nmomenko M.II. Wctopusi nenompousBojactBa B Poccun (mo 1917 r.). —VYu.
rmocooue. —M., 2007, c. 70-80.

KonbkoBa A.1O. [TucemoBHHKM XIX B. KaKk pyKOBOJICTBO K COCTaBJIEHUIO JEIOBBIX
nuceM u Oymar. //Cekpetapckoe neno, 1997, Ne 3, c. 105-114.

Murtsie K.I'. HUcropust u opranuzanus aenonpousBojactsa B CCCP.-M.,1958. -
C.32-38.




CoxoBa A.H. O co3nanuu pycckoi TpaaulimoHHON (HOPMBI TOKYMEHTA B
JIeJIONPOU3BOACTBE rocyupexaeHuit 18 -nauama 20 BB. -Tpyasr BHUNJAL:
T.5,4.1. -M.: 'ocnosmmtusnat, 1974, c. 206-235.

Uepennun JI.B. Pycckas maneorpadus. -M.,1956, 616 c.

Pazoamounviti mamepuan k 3auamuam

1. Jdena yupexxaenuii 19 B.

2. Kpartkuii cioBapb BUJIOB U pa3HOBUAHOCTEN JJOKYMEHTOB.

Tabmuna

AHanu3 oopmiieHHs peKBU3UTOB JOKyMeHTOB B X VI- XIXBB.
HanmenoBanne mokymeHTOB OCOOEHHOCTH O(DOpPMIICHHS pEKBU3HUTA

B XVI-XVII BB. B XVIII B. B XIXB.

1. Bug nokymeHra

2. ABtop

3. Anpecar

4. Tekct: BBeAcHHE

OCHOBHas 4acCTh 3aKJII0UYCHUEC

5. JlaTel coCTaBlIeHHS TIOJYYEHHS] PErucTpaluu
6. CocTaB y10CTOBEpEHHUS
7. OTMETKH Ha IOKYMEHTE

Tema 6. PopmyJsip 1oKyMeHTa XXBeKa.

Lenp 3aHATHS — M3YyYEHHE PaA3BUTUS U OCOOEHHOCTEN (POopMyIsSIpoB
CIIy’K€OHBIX TOKYMEHTOB XX B.

B pesynbprare BBINOIHEHUS 3aJaHUIN CTYACHT JIOJIKEH:

— UMETh MPEJACTAaBICHUE O PErJIaMEeHTAaIluU Mpollecca JOKYMEHTHUPOBAHUS
B 3aKOHOJATEIbHBIX akTax XX B., pa3BuTuu Gopmylsipa JOKYMEHTa,
TEHJEHIUAX TpadapeTusanuu T0KyMEHTOB,;

— 3HATh BUJIBI JJOKyMEHTOB XX - B., OCOOCHHOCTH UX O(OPMIICHHUS], COCTAB
dbopmynsipa, TmosBIeHHE OJMAaHKOB W WX BHUJBI, TMOSBICHHE OTMETOK Ha
JTOKyMEHTaX, OTPAXKAIOIINUX X JBIKEHUE B YUPEKICHUHU U pabOTy C HUMHU.

— yMETh aHaJU3UPOBaTh KOHKPETHbIE JOKYMEHThI XX B.; COCTaBJISISl HX
bopMyISpHI.
3adanus onsa camocmoamenvHou pabomsl
1. U3yunTh BUIIBI U pA3HOBUIHOCTH TOKYMEHTOB.

2. BbIABUTH 0COOEHHOCTH O(MOPMIICHUS PEKBHU3UTA «aBTOP)», OIMUCATH COCTaB
OJIaHKa ¥ €r0 BUJEI.

3. I3y4nTh TEKCT TOKYMEHTA.

4. Onucath NOPSIAOK aIpeCOBaHUs TOKYMEHTA.

5. BeinucaTte matel cocTaBiieHUs, 00paOOTKH, MOANUCAHUS U Jp., YKa3aTh MECTO
UX PACTIOJIOKEHUS.

6. [Ipoananu3upoBaTh XapakTep yIOCTOBEPEHUS JOKYMEHTA.

7. OnucaTth BUBI OTMETOK.

8. CoctaBUTh POPMYIISPHI 2-X TOKYMEHTOB.

Hcemounuku u rumepamypa

Hcmounuxu:




Kpatkuii ciioBaps BUJIOB M Pa3HOBUIHOCTEN JOKYMEHTOB. -M., 1974.
Jlumepamypa:

Nmomenko M.IIL., Ky3nenosa T.B. @opmynsip gokymenta: Yu. mocobue. -M.:
MI'MAU, 1986, 86 c.

Nmomenko M.II. Ucropust nenompousBoactBa B Poccun (mo 1917 r.). —Vu.
rmocooue. —M., 2007, c. 92-98.

Mutsies K.I'. Uctopust u opranuzanus aenomnpousBoictsa B CCCP.-M.,1958. -
C.32-38.

CoxoBa A.H. O co3nanuu pycckoil TpaAulIMOHHON (hOPMBI TOKYMEHTa B
JIEJIONPOU3BOACTBE rocyupexaeHui 18 -madanma 20 BB. -Tpyast BHUMJA/I:
T.5,4.1. -M.: I'ocmomutu3gar, 1974, ¢. 206-235.

Yepennus JI.B. Pycckas maneorpadus. -M.,1956, 616 c.

Pazoamounwiii mamepuan xk sanamusam

1. Jdena yupexxaenuii 20 B.

2. KpaTkuii cnoBapb BUJOB U PA3HOBUIHOCTEN JOKYMEHTOB.

3. COOpHHUK 3aKOHOJATENIBHBIX AKTOB MO ACNONpou3BoaAcTBY (1917-1970rr.) —
VYueb. nocodue nox pex. A.3. Jlusmmna. -M. MITMAU, 1973. -157 C.

Paznen 5. CucreMbl JOKYMEHTALIMH

Llens 3aHsATHA — U3y4YEHHE COBPEMEHHBIX TpeOOBaHUN TOCY/IapCTBEHHBIX
CTAHJAPTOB ¥ HOPMAaTUBHO-METOJIUYECKUX aKTOB K O(GOPMIICHHUIO CIIYKEOHBIX
JIOKYMEHTOB.

B pesynbprare BBINOIHEHUS 3aJaHUIN CTYACHT JTOJKEH:

— HWMETh NPEACTABICHUE O TEHACHLUMSAX Pa3BUTUS JIOKyMEHTAa U

NPUHLUNAX  TOCTPOEHUS dbopmysipa-oOpasia OpraHu3aluOHHO-
pacropsiIuTEIbHBIX
JIOKYMEHTOB;

— 3HATh COCTAB PEKBU3UTOB U TPEOOBAHHS TOCYAAPCTBEHHOTO CTaHIapTa
K 0(hOpPMIICHUIO TOKYMEHTA.

— 3HATh COCTaB PEKBU3UTOB M TpeOoBanus [IpaBun nemompousBojcTBa B
dbenepanbHbIX OpraHaXx HMCIOJHHUTEIBHOM BIACTH U METOAMYECKUX PEKOMEH IaIuit
K COCTaBJICHUIO JOKyMEHTOB.

— YMETb MPOCKTUPOBATH OJJAHKH IOKYMEHTOB YUPEKICHUN U UMETh HaBBIKH
paboThI ¢ TOCYIAPCTBEHHBIMH CTAaHAAPTAMH U METOAMYCCKUMH YKa3aHUSMH TI0 HX
BHEJIPECHUIO Y TIPUMEHEHHUIO.
3adanus ons camocmosmenbHou pabomol
1. W3yunth  KOMIUIEKT  HOPMAaTHBHO-METOJAMYECKHX  JIOKYMEHTOB  IIO
JOKYMCHTUPOBAHHUIO  YIIPaBICHYCCKOM NEeATETBHOCTH (ITpaBwmita
JIETIONIPOM3BOACTBA IS (peAepalibHBIX OpPTraHOB HWCIOJIHUTEIBLHON  BJIACTH,
Meronnueckue PEKOMEH TalUH o pa3paboTKe HWHCTPYKIUWA  TI0
JIEIOTIPOU3BOICTBY B (hefiepalIbHBIX OpraHax UCTOJHUTEIHLHOU BIIACTH).

2. Wzyuuts 'OCT P 6.30-2003 c TpebGoBaHusIMU K OPOPMIICHUIO TOKYMEHTOB,
OTIPEJICNTUTH €T0 CTPYKTYPY, COCTAB Pa3/eiioB.
3. U3yunts TpeboBanus 'OCTa k 651aHKy TOKyMEHTA.




4. Tlpoananu3upoBaTh MNPEIIOKEHHYIO KOJUIEKLIUIO JOKYMEHTOB, OIPENEIUTH
PEKBU3UTHI, YKa3aTh HEJJOCTATKU B UX PACIOJIOKEHUHU U O(POPMIICHUH.

5. CocraBUTh Ha OCHOBaHMM pa3/laTOYHOrO0 Marepuana OnaHku (OOWMNA W 1Jst
MMChbMa) OpTaHM3alMi M MPEANPUATUN pa3nuuHbIX (OpM COOCTBEHHOCTH C
BAPUAHTAMU ITPOJIOJIBHOIO U YIJIOBOTO PACIIOIOKEHUS PEKBU3UTOB.

Ykasanus no svinonnenuo 3a0anus.

l. N3yunts  [lpaBuiia nenonpou3BOACTBa Il (elnepaibHbIX OpPraHOB
WCIIOJHUTENILHOM BJAcTU, MeToauyeckue peKOMEeHAAlMu 1o  pa3pabdoTke
UHCTPYKIMH 1O JAENONpPOU3BOACTBY B (efepalbHBIX OpraHax HUCIOJHUTEIbHON
Bractu (I[Ipunoxenue 11).

2. IlepeuncauTh BUIBI TOKYMEHTOB, Bxoaamux B cuctemy Y COP/I.

3. Wsyunts 'OCT P 6.30-2003 ¢ TpeOoBaHUSMU K O(POPMIICHHUIO TOKYMEHTOB,
3aMMcaTh €ro pasJeibl U ONPENEIUTh CTPYKTYPY.

4. W3yuuth TpeOOBaHUSA TOCYJapCTBEHHOTO CTaHAapTa K OJIaHKaM JOKYMEHTOB,
OTpPENICNIUTh pa3inyusi oOmjero OnaHka W OjaHka Ui THCbMa, BapUAHTHI
pacIoJIOKEHUSI PEKBU3UTOB B OylaHKe (YIJIOBOE, IIEHTPOBaHHOE). BBIACHUTH, B
COOTBETCTBUU c TpeOOBAHUSIMU KaKUX HOPMAaTUBHBIX  JOKYMEHTOB
MPOCKTUPYIOTCS  OJIAaHKKM TOCYJapCTBEHHBIX OpraHu3alliii W KOMMEPYECKUX
OpTraHU3AIUN.

5. Ha ocHoBe pa3maTodyHOro Marepuaia CIPOCKTUPOBATH OJAHKH JTOKYMEHTOB
KOHKPETHBIX Opranu3auuii B coorBerctBuM ¢ TpedoBanusimu ['OCT, Ha popmate
Oymaru A4: oOmwmii U s MUChMa C MPOAOJBHBIM M YIJIOBBIM PAaCHOJ0KEHHEM
PEKBU3UTOB.

Hemounuku u rumepamypa

Hemounuku:

denepaibHBI KOHCTUTYHMOHHBIM 3ak0oH OT 25 aekadps 2000 r. Ne 2-OK3 «O
['ocynapcrBennoMm repoe Poccuiickoit @eaepanumy // C3 PD 2000, Ne 52 (Hacts 1),
ct. 5021; (B pen. ot 30.06.2003).

®enepanbubiii 3akoH P® ot 27.07.2006 1. Nel49-®3 «OO6 wunbopmaruwy,
WH(OPMAITMOHHBIX TEXHOJIOTHUAX U 0 3amuTe uHdopmaruuy // C3 PO. 2006. Ne3 1.
Cr. 3448. (B pen. ot 27.07.2010 Ne 227-D3).

OenepanbHbii  3akoH  OoT 01.06.2005 No53 «O rocymapCTBEHHOM  SI3BIKE
Poccuiickoit @epepanuny // C3 PD. 2005. Ne23. Ct. 2199.

[Tocranosnenue [IpaButenncTBa Poccuiickoit @eaeparuu ot 27 aexadps 1995 r. No
1268 «OO0 ymopsIo4YeHUHW U3TOTOBJCHUS, UCIOJIL30BaHUSA, XPAHCHUS U
YHUUTOXEHUS NleyaTel 1 OJ1aHKOB C BOCIIPOM3BEICHUEM TOCYAapCTBEHHOro repoa
Poccuiickoit denepaunny // C3 PO. 1996. No2. Ct. 123; (B pexn. ot 14.12.2006).
[ToctanoBnenue IlpaBurensctBa P® ot 13 aBrycra 1997 r. Ne 1009 «O6
YTBEPKJAECHUU MPABUIJ MOJATOTOBKM HOPMATHBHBIX MPABOBBIX aKTOB (pefepaibHBIX
OpraHOB MCTIOJHUTEIHHON BJIACTU U UX TOCYIapCTBEHHOM peructparumny // C3 PO,
1997, Ne 33, ct. 3895; (B pex. ot 17.03.2009)

[ToctanoBnenne IlpaBurensctBa P® ot 15.06.2009 Ne 477 «OO6 yTBepKIeHUU
[IpaBun nemonpon3BoICTBA B peiepabHBIX OpraHax UCTIOTHUTEIHHOM BIACTIY.




Metoauueckue pPEKOMEHJalUU o pa3paboTke WHCTPYKIUH 1o
JEJONpPOU3BOACTBY B (ellepalibHBIX  OpraHax  HCIOJHHUTEIIbHOM  BIJIACTH,
yTBEpKJIeHHbIEe MpukazoM PocapxuBa ot 23 nmekabpsi 2009 Ne 76.

I'OCT P 6.30-2003  YuHudumupoBaHHas  CUCT€Ma  OpraHU3alMOHHO-
pacnopsiIuTeNTbHON JOKyMeHTaluu. TpeboBanus K OGOPMIICHUIO JTOKYMEHTOB.-
M.: UIIK W3parenscTBO cTanaaptos, 2003.
Opranu3almoOHHO-pacopsIuTeIbHAs JOKyMEHTAITHSI. TpebGoBanus K
oopMIIeHUIO TOKyMEHTOB: Meton. pexomeHparuu mo BHeapenuto ['OCT P
6.30-2003. / Pocapxus; BHUMJIA/L, -M., 2003, 90 c.

I'OCT P 51511-2001 «Ileuatu ¢ BOCHpPOU3BEICHUEM TOCYJAPCTBEHHOTO TepOa
Poccuiickoit @enepannn. @opma, pa3Mepbl U TEXHUUYECKUE TPEOOBAHUS» (C U3M.
Neol ot 25.12.2002 Ne505-cT). -M.: U3narensctBO cTranaaptos, 2001.
Oo6mepoccuiickuii kraccudpukarop yrpasieHueckoi mokymentammu OK 011-93.
M.: 'occrangapt Poccuu, 1995.

Jlumepamypa:

1 beikoBa T.A., Bsanora JI.M., Cankuna JI.B. [lenonpou3BoACTBO: YUCOHUK / IO
obmr. pex. nmpod. T.B.Ky3nenooii. —2-¢ uzj., nepepad. u gomn. —M.: MILIDIP, 2006,
c. 92-158.

1 KysnenoBa T.B. JlenompousBoactBo (JlokyMeHTaImoHHOE OOECIeUeHHE
ynpasienus). U3a. 5-e. -M.: OO0 «Kypnan «Ympasienue nepconaiom», 2007, c.
106-140.

Pazoamounwiti mamepuan x sanamusm:

[1 TOCT P 6.30-2003 «YHupuUMpOBaHHbIE CHUCTEMBI JOKYMEHTALIMH.
YHuduuupoBaHHas cCTeMa OpraHU3alMOHHO-PaCIOPSANTEHLHON IOKYMEHTAIUH.
TpeboBanus K 0POPMIICHUIO TOKYMEHTOB.)

-ITocranoBnenue [IpaButensctBa PO «O0 yTBEpKI€HUH MPABUIT BEACHUS
JIEIONIPOU3BOICTBA B (helepaibHBIX OpraHax HWCIOIHUTEIBHON BJIACTH» OT
15.06.2009 r. Ne 477;

-MeTtoaudeckre peKOMEeHIAIMNH TT0 pa3paboTKe MHCTPYKITUH 1O 1eTOMPOU3BOJICTBY
B

dbenepanbHBIX OpraHax MCHOJHUTEILHOM BIACTH, YTBEPXKICHHBIE MPUKA30M
Pocapxusa ot 23 gexa6ps 2009 Ne 76.

] Konnekuus T0KyMEHTOB.

1 CripaBOYHBIE JaHHBIC 1JI MPOSKTUPOBAHUS OJIaHKOB.

Pazgen 6. OpraHm3anMoHHO-pacnopsiiMTe/bHble ¥ HHGPOPMALMOHHO-
CIIPABOYHbIE JOKYMEHTBI.
Tema . JIOKYMEHTHPOBAHNE PACTIOPSINTEIHLHON AeATEILHOCTH

enb 3aHsATUS — U3ydeHUE TPEeOOBAHMI T'OCYJIApCTBEHHBIX CTaHIAPTOB U
HOPMATUBHO-METOJIMYECKUX  aKTOB K  COCTABICHHUIO H  O(GOPMICHHUIO
pPaCOpPSIANTENBHBIX  JIOKYMEHTOB, ITOJYyYEHUE HABBIKOB HMX COCTaBJIICHUS U
o opMIICHUS TIO 3aJaHHBIM CUTYAITUSIM.

B pesynbprare BBINOIHEHUS 3a0aHUN CTYAEHT JTOJKEH:

—  WMETh  TPEJCTaBICHHWE O  CHUTyalusX, TPeOyIOMMX  W3JIaHUS
pacnopsIANTENbHBIX JOKYMEHTOB;




— 3HATh BUABI PACHOPSAUTENBHBIX JOKYMEHTOB; COCTaB PEKBHU3UTOB
bopmysipa pacnopsIUTENBHOTO JOKYMEHTa U TPEOOBAHUS K UX COCTABJICHUIO U
0(OpMIICHHUIO.

— YMETb COCTaBIISAITb U OQOPMIISATH PACHOPSIUTEIbHBIE JOKYMEHTBI IO
3aJIaHHBIM CUTYallUsIM U UMETh HaBBIKK UX 0(hOPMIICHHS Ha KOMIIBIOTEPE.
3adanus onsa camocmoamenvou pabomsi
l. N3yuuts TpeOoBaHUsA, TpEeAbABISEMble K COCTaBICHUIO U OQPOPMIICHUIO
PacCIopsAUTEIBHBIX TOKYMEHTOB.

2. CocraButh 1 0OPMHUTH MPUKA3 IO OCHOBHOM €SI TEITHHOCTH.

3. CoctaButh U 0POPMHUTH PACHIOPSIKEHHE.

4. OdopMuTh TpHUKa3 MO JHUYHOMY COCTaBY: O 3aYUCIICHUHU, TEpPEBOJE Ha
JIpYTyl0 padoTy, YBOJbHEHUU U AP.

Ykasanus no svinoanenuo 3adanus

1. VYTOYHUTH COCTaB pEeKBU3UTOB, BXOASAIINX B (POpMYJIISAp mpHKa3a.

2. W3yuuts TpeboBanus I'OCTa k odopmieHHIO PEKBU3UTOB, BXOISALIMX B
bopMyIIsip npuKasa.

3. VYTOUYHUTH pa3nuuus B COCTaBJICHUU IpUKa3a IO OCHOBHOM JEATEIBbHOCTH
U [0 JUYHOMY COCTaBy, oOpaillas BHUMaHHE Ha MOPAIOK O(POPMIICHUS CCHUIKU
(ynoMMHaHHs) Ha JApPYroil JNOKyMEHT U YHU(UKALMIO TEKCTOB IPHUKA30B IO
JIMYHOMY COCTaBY.

4. CocTaBHUTH JOKYMEHTBI HA OCHOBE NPEIIOKEHHBIX MPETOJAaBATENIEM CUTYalUH.
KoHTpoIpHBIE BOITPOCHI

1. IlepeuncnuTe peKBU3UTHI, BXOAAIIKE B (DOPMYJIIAp IPHUKa3a.

2. HazoBure CTpyKTypy NpHuKa3a 10 OCHOBHOU JIESITEIbHOCTH.

3. Uewm oTian4aeTcs CTPyKTypa TEKCTa IPUKA3a 10 JINYHOMY COCTaBy M OCHOBHOM
NEATEIIBHOCTH.

4. Ha3oBuTe CPOKH XpaHEHMsI IPUKA30B.

5. HazoBute peKkBU3UTHI, BXOASAIINE B POPMYJISIP PACTIOPSIKEHUS.

6. Uewm oTiauyaeTcs CTpyKTypa TEKCTa PacHopsKEHUs OT IMPHUKa3a MO OCHOBHOM
NEATEIIBHOCTH.

Hcemounuku u niumepamypa

Hcemounuxu:
I'OCT P 6.30-2003 «YaudunupoBaHHbIE  CHUCTEMBl  JIOKYMEHTAIIUU.
YHuduuupoBanHas cucrema OpraHU3alMOHHO-PACTIOPSAIUTETLHON

nokymeHTauuu. TpeOoBaHus K OQOPMIIEHUIO JOKYMEHTOBY

[ToctanoBnenue IlpaBurensctBa P® ot 15.06.2009 No 477 «OO6 yTBepKIeHUU
[TpaBun genmonpon3BoACTBa B (peiepabHBIX OPTaHax MUCTIOHUTEIHHON BIACTH.
MeTtoauueckue pPEKOMEH a1 o pa3paboTke UHCTPYKITUH 1o
JENONPOU3BOACTBY B (helepalbHBIX  OpraHax  HWCIOJHUTENBHON  BJIACTH,
yTBEpKJIeHHbIE TpukazoM PocapxuBa ot 23 mexabps 2009 Ne 76.

Jlumepamypa:

beikoBa T.A., Bsnosa JI.M., Cankuna JI.B. Jlenompou3BoacTBo: y4eOHUK / 1O
o6ur. pea. mpod. T.B.Ky3nenoBoit. —2-¢ uzn., nepepad. u nomn. —M.: MIIDIP, 2006,
c. 167-173.




Ky3snenosa T.B. J[lemonpousBoactBo (/lokyMeHTalMOHHOE  oOecreyeHue
ynpasienust). Uzn. 5-e. -M.: OO0 «XKypnan «¥Ynpasinenue nepconaiom», 2007,
c.154-164.
Pazodamounviii mamepuan k 3auamusam:
I'oct P 6.30-2003 «YHUDUIIMPOBAHHBIE  CUCTEMBI  JOKYMEHTAIIUH.
YuudunmpoBanHas cucrema OpraHU3alMOHHO-PACTIOPAIUTETHHON
ToKyMeHTanuu. TpeboBaHus K O(QOPMICHHUIO JOKYMEHTOBY.
Meronnueckue PEKOMEH 1Al o pa3paboTke WHCTPYKLIHI o
JIETIONPOU3BOACTBY B (hellepalibHbIX  OpraHax  HCHOJHUTEIBHOW  BIIACTH,
yTBEpKJIEHHbIE MpuKa3oM PocapxuBa ot 23 mekaOps 2009 Ne 76.
Anp00M YyHUPHUIIMPOBAHHBIX (HOPMIIEPBUYHON YUETHON AOKYMEHTAIMH MO YUYETY
Tpya M €ro OIUIaThl, YTBEPKACHHBIM NOCTaHOBIeHHEM ['ockomcrata P® ot
05.01.2004 Ne 1.
Matepuaiibl ¢ UHIUBUTYJIbHBIMU 33JIAaHUSIMH JUISI CAMOCTOSITEIBHOTO COCTaBICHUS
MIPUKA30B.
Tema. JIoOKyMeHTHPOBAaHME IEATEIbHOCTH KOJLICTHATbHBIX OPraHOB

Llens 3aHsATHA — U3ydyeHHE TPEOOBAHMIM K JOKYMEHTaM, CO37aBacMbIM B
mpoliecce MOArOTOBKY U 00CTY>KUBaHUSI COBEIIAHUM.

B pe3synbrate BBINOJIHEHUS 3a1aHUI CTYIEHT JIOJKEH:

— UMETh TMPEJCTaBICHUE O BUIAX KOJUIETUAIBHOW JEATENbHOCTH U
IOpsiKE €€ TOKYMEHTUPOBAHUS;

— 13HATh COCTaB JOKYMEHTOB, CO3/1aBa€MbIX MPU MOJATOTOBKE COBEIAHUM,
TpeboBaHuUs K (HOPMYIISIPY MPOTOKOIIA, MOPSAJIKY €r0 COCTaBICHUSI U OPOPMIICHUS;

— YMETh COCTaBIIATh U ODOPMIISATH MPOTOKOJ U TOKYMEHTHI, CO3/]JaBaCMbIC B
npolecce MOArOTOBKY COBEIIAHUS.

— YMETh COCTAaBIIATh U OPOPMIIATH BBITUCKY K3 IPOTOKOJIA.

— YMETb COCTaBJISITh U OPOPMIISITH PEIICHHUE.
3adanus onsa camocmoamenvHou pabomsl
1. W3yuutpb TpeboOBaHUS, MPEABIBISIEMbIE K COCTaBICHUIO U OG(OPMIICHHUIO
MPOTOKOJIA U PELICHUS.
2. CocTraBuTh NpUTJIAlIEHUE HA 3aceaHUeE.
3. CocTaBuTbh NPOTOKOJI COBEIIAHMUS.
4. OdopMuUThH BBHITUCKY U3 TPOTOKOJIA.
5. Odopmuts perieHue.
Ykasanus no evinonnenuo 3a0aHus.
I. YTOUHHTH JTanbl TOATOTOBKH COBCIIAHWKW W BHUIBI  JIOKYMEHTOB,
CO3/IaBa€MbIX Ha KaXXJOM d3Tare (MOBECTKA JIHSI, CHUCKH YYACTHUKOB U T.1.).
2. YTouHuth 0cobeHHOCTH (OopMysipa IPOTOKOJA, TPeOOBAaHUSI K PEKBU3UTAM,
W3JIOKEHHBIE B TOCYJAPCTBEHHOM CTaHJIAPTE U METOJMYECKUX PEKOMEHAAIUSX,
oOpariiasi BHUMaHUE Ha COCTaB MH(GOPMAIMK B TEKCTE€ MPOTOKOJIA, OCOOEHHOCTH
€ro TOJIMUCAHUS, CPOKH OPOpMIICHUSI.
3. Omnpenenuts pa3iauuus TPEOOBAHUI K TPOTOKOIY MTOJTHOMY B KPATKOMY.
4. CocTaBUTbh CAaMOCTOSITEILHO HA OCHOBAHUU PA3IaTOYHOI0 MaTe€puasa MpoTOKOI,
BBINIUCKY U3 MMPOTOKOJIA, PELICHHUE.
Hcemounuku u numepamypa




Hcemounuxu:
I'OCT P 6.30-2003 «YHUDUIIMPOBAHHBIE  CUCTEMBbI  JOKYMEHTAIIUH.

YuudunmpoBanHas cucrema OpraHU3alMOHHO-PACTIOPAIUTETHLHON
noKymMeHTanuu. TpebGoBaHusi K OQOPMIICHUIO JTOKYMEHTOBY.
Metonuueckue pPEKOMEHIAIuU 1o pa3paboTke UHCTPYKIUI o

JIEJIONPOU3BOACTBY B (elepalibHbIX  OpraHax  HCIOJHHUTEIbHOW  BIJIACTH,
yTBEpKJIeHHbIEe MpukazoM PocapxuBa ot 23 nmekabpsi 2009 Ne 76.
Marepuainsl ¢ UHIUBUIYAIBHBIMU 33JJAHUSIMU JIJI1 CAMOCTOSATEIIBHOTO COCTABICHUS
IIPOTOKOJIOB.
Jlumepamypa:
beikoBa T.A., BsuoBa JI.M., Cankuna JI.B. JlemonponsBoactBo: YueOHUK/ 10
o6mr. pexa. mpod. T.B. Ky3nenosoii. —2-e u3., nmepepad. u gom. —M.: MIIDOOP, 2006.
—c.173-178.
Kysnenosa T.B., Cankuna JI.B., beikoa T.A. JlokyMeHTaIlmOHHOE OOecIeueHue
ynpasienus: Yueonuk. -M.: MIUOOP, 2007. — ¢.158-175.
Ky3nenoa T.B. [enonpousBoactBo  (/lokyMeHTalmoHHOE — oOecmeueHue
ynpasienus). M3a. 5-e. -M.: OO0 «XKypnan «YmnpasineHnue nepconanom», 2007.
c.346-369.
Pazoamounsiii mamepuan x sanamusm
I'OCT P 6.30-2003 «YauduuupoBaHHbIE  CHUCTEMbl  JIOKYMEHTAlIUU.
YHuduuupoBanHas cucrema OpraHu3alMOHHO-PACTIOPSAIUTEILHON
noKymeHTauuu. TpeOoBaHUs K OQOPMIIEHUIO JOKYMEHTOBY.
Mertonnueckue PEKOMEH 1Al o pa3paboTke WHCTPYKLIHI o
JIETIONPOU3BOACTBY B (hellepalibHbIX  OpraHaXx  HCHOJHUTEIbHOM  BJIACTH,
yTBEpKJIeHHbIE NpukazoM PocapxuBa ot 23 mekabOps 2009 Ne 76.
Marepuansl ¢  UHAUBUAYAIbHBIMH  3aJaHUSIMM  JUIS  CaAMOCTOSITEJILHOIO
COCTaBJICHHUSI IOKYMEHTOB.
Paznen 7. CoBepuieHCTBOBaHME JOKYMEHTALIMOHHBIX MPOLIECCOB

lens 3aHATHS — WU3y4YeHUE Ha3HAYCHUS WHOOPMAIMOHHO-CIIPABOYHBIX
JIOKyMEHTOB U OCOOEHHOCTEH O(OpMIICHUS KaXIOTO BHUAA OSTON TPYIIIBI
JIOKYMEHTOB.

B pesynprare BBINOIHEHUS 3a0aHUN CTYACHT JOJKEH:

— UWMETh TMpPEACTaBICHHE O THUIIOBBIX CHUTYyalUusX, OQOPMIISIEMbIX
YHU(ULIHUPOBAHHBIMHU (pOpMaMH HHPOPMALIMOHHO-CIPABOYHBIX JOKYMEHTOB;

— 3HaTh BUALI UHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB; TPEOOBAaHUS K
bopMyIsIpy KaKJI0T0 BUJA;

— YMETb COCTaBJISATh BCE BUJbI MHPOPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB
U UMETh HaBBIKK X 0()OPMIICHHUS Ha KOMITBIOTEPE.
3adanus 0ns camocmosmenbHo pabomol
1. V3yunth mpaBmiia coCTaBJICHUS U OPOopMIICHUST MHPOPMAIIMOHHO-CIPABOYHBIX
JIOKyMEHTOB, 0OpPaTHB BHUMAaHUE Ha 0COOEHHOCTH TPEOOBAaHUH K KKIOMY BHITY.
2. CocraButh u odopmuth B coorBeTcTBUU ¢ TpeboBanusmu ['OCT P 6.30-
2003 u MeToanyecKUX peKOMEHIAIIHil:
[] noknamHyro 3aMMCKy (BHYTPEHHIOK U BHELIHIOKN));
1 OOBSICHUTENBHYIO 3aITUCKY (BHYTPEHHIOIO M BHEIIHIOK));




[J crmpasky;

[] aKT;

[ nuchbMa (TapaHTHHOE, HAlOMUHAHUE, NpPUIVIALEHUE, YBEJIOMIICHUE,
peKIamaruo 1 T.1.);

[ TenedoHOrpamMmy.

Ykazanus no svinonanenuro 3adanusi

1. VYTouHuTh BHUIB MHPOPMALMOHHO-CIPABOYHBIX JOKYMEHTOB U NPU KaKHUX
YIIPABICHYECKUX CUTyalUAX OHU CO3HAIOTCS.

2. BbIsiBUTE  OCOOCHHOCTH KaXJIOTO0 BHJA HHPOPMAIIMOHHO-CIPABOYHOTO
JOKYMEHTA.
3. W3yunts TpebOBaHMS TOCYAapCTBEHHOTO CTaHAapTa K OQOPMICHHUIO

PEKBU3HUTOB, BXOJAIIMX B TUIOBOM (POPMYJSIp KakI0ro BUAA WH(DOPMAIIMOHHO-
CIIPaBOYHOTO JOKYMEHTA.

4, CoctaButh ¥ O(QOPMUTH JTOKYMEHTHI B COOTBETCTBUU C IOJTYYECHHBIMU
3aIaHUSIMH.

Hcemounuku u iumepamypa

Ucmounuxu:

I'OCT P 6.30-2003 «YHuduuupoBaHHbIE  CHUCTEMBl  JIOKYMEHTAlIUU.
YuudummpoBannas cucrema OpraHn3alMOHHO-PACIIOPSAAUTEILHON

JTOoKyMeHTanuu. TpeboBaHuss K O(QOPMIIECHHUIO JOKYMEHTOBY.
Mertonnueckue PEKOMEH 1Al o pa3paboTke WHCTPYKLIHI o
JIETIONPOU3BOACTBY B (hellepalibHbIX  OpraHax  HCIOJHUTEIbHOM  BJIACTH,
yTBEpKJIeHHbIE MpukazoM PocapxuBa ot 23 nekabOps 2009 Ne 76.
Marepuansl ¢  UHIUBUAYAJIBbHBIMM  33JJaHUSIMU ~ JIJI1  CAMOCTOSITEIILHOTO
COCTaBJICHUSI IOKYMEHTOB.
Jlumepamypa:
beikoBa T.A., Bsanosa JI.M., Cankuna JI.B. [lemonpon3BoactBo: Y4eOHHK/ MO
o6ur. pex. mpod. T.B. Ky3nenosoit. —2-e u3j., nepepad. u gom. —M.: MILIDOOP, 2006.
—¢.179-195.
Kysuenosa T.B., Cankuna JI.B., beikoBa T.A. JlokyMeHTallOHHOE OOecrieueHne
ynpasienus: Yueonuk. -M.: MIIOOP, 2007. — c. 175-181.
Ky3nenoBa T.B. [emonpousBoactBo  (/lokyMeHTalmoHHOE  oOecreueHue
ynpasienus). M3a. 5-e. -M.: OO0 «XKypuan «Ymnpasnenue nepconanom», 2007.
c.164-193.
Pazoamounwiti mamepuan k 3anamusam
I'OCT P 6.30-2003  «YHuduupoBaHHbIE  CUCTEMbl  JIOKYMEHTAIUU.
YHuduuupoBanHas cucrema OpraHU3alMOHHO-PACTIOPSAIUTETHLHON
noKyMeHTaluu. TpeboBaHusi K 0()OPMIIEHUIO JOKYMEHTOBY.
Mertoaudeckue pEeKOMEeH AN 1o pa3paboTke UHCTPYKIIUH o
JIETIONIPOU3BOAICTBY B (helepalbHBIX  OpraHax  HCIOJTHUTEIBHOW  BIJIACTH,
yTBEpKJIeHHbIE TpukazoM PocapxuBa oT 23 mexabps 2009 Ne 76.
Martepuanibl ¢  WHAMBUAYAJbHBIMH  3aJaHUSMU  JUISI  CAMOCTOSITEIIHLHOTO
COCTaBJICHHUSI IOKYMEHTOB.

Bonpocsl 4 npuMepsbl NPAKTHYECKHUX 32/JaHUN K 3a4eTy:




1. JIOKyMEHT 1 €rOo MECTO B CUCTEME YIIPABIICHHS.

2. 3aKOHOJATEIbHBIE MPABOBBIE AaKTHI, PEMIAMEHTUPYIOIIUME CO3JaHUE U
oopMIIEHHE TOKYMEHTOB.

3.  HopMaTMBHO-METOOWYECKHUE AKThI, ONPEACISIONINE MOPSAOK CO3JaHUsA U
oQopMIIEHUS JOKYMEHTOB.

4. JIoKyMEHTOBEICHHUE KaK Hay4Has TUCLUIUIMHA U €€ CBSI3b C APYTMMH HAYYHBIMU
JUCHUTUIMHAMU.

5. TonsTne «MHpOpMaLUD» U €ro pa3BUTHE.

[ToHsITHE «JIOKYMEHT» U €T0 pa3BUTHE.

CBs13p HHPOpPMAIHI U JOKYMEHTA.

OO1ue 1 yacTHbIE (PYHKIIMH TOKYMEHTA.

9. CriocoObl JOKYMEHTUPOBAHUS U X Pa3BUTHE.

10. TexkcTOBOE TOKYMEHTUPOBAHUE U ITAIIbI €r0 PA3BUTHA.

11. IIukrorpammsl. [IpumeHeHne nuKTOrpaduuecKoro NUCbMa CeroIHs.

12. Jlororpammsl. Micriosib30BaHUE JIOTOTPAMM CETOIHS.

13. TexHuueckoe JOKYMEHTUPOBAHMUE. Bunbl KOMILJIEKCOB
TEXHUYECKONTOKYMEHTALINH.

14. ®oronokymeHnTupoBanue. llosBienue, pa3BuTue, NPUMEHEHHE.

15. KunonokymentupoBanue. llosBinenue, passutue. Buaeosanuce.

16. ®oHonokyMeHTHpOBaHuE. I1osBIEHUE, pa3BUTHE, IPUMEHEHHE.

17. Marepuan niist nokymeHTupoBanus. Ero passurue.

18. IlognmuHHMKHN U Konuu. Buasl konui. 11opsaok y1ocTOBEpEeHN KONTU.

19. ®opmynsap nokymenta. TumnoBoit popmyssip, hopmyisp-oOpaszell.

20. PasButue popmynspa nokymenrta B XVI-XVIIBs.

21. ®opmyisap nokyMmenra XVIIIB.

22. ®opmyiap TEKCTOBOTO ToKymeHTa XIX-nauana XXBB.

23. Tlonsatus «yHUPUKAUD» U «CTAaHAAPTH3ALM JIOKYMEHTOB.

24. Pa3BuTHe YHU(PHUKAIIMU U CTAaHAAPTU3AIMN TOKYMEHTOB BO Ilmonosune XX B.
25. TOCT P 6.30-2003. Ero conepxaHue, 3HaYEHUE.

26. TpeGoBaHusi K KOHCTpyupoBaHHIO OyiankoB. Buabl OnankoB. bianku
MPEANPUATAN Pa3TUIHBIX (OPM COOCTBEHHOCTH.

27. PexBU3UT «HAaUMEHOBAHME OPraHU3aLMU-aBTOpPa JIOKYMEHTa», TPeOOBaHUS K
HEMY.

28. PekBU3HUT «CHpaBOYHBIC JTAHHBIC 00 OpraHU3alUU-aBTOPE JOKYMEHTa», €ro
COCTaB.

29.  PekBU3UT «ajpecaT», €ro 3HAYEHHUE M COBPEMEHHbIE TpeOOBaHUS K
0(OpPMIICHHUIO.

30. Jlatel. TpeOboBaHusi Kk ux oQOPMIICHHIO; JlaTa KaK COCTaBHAs 4acThb JIPYTUX
PEKBU3UTOB.

31. PexBU3UT «pEruCTpaLMOHHBII HOMEP JOKYMEHTA», €r0 3HAYEHUE.

32. PeKBH3UT «CCBUIKA Ha PETUCTPALMOHHBI HOMEP U JaTy JOKYMEHTa», KOrjaa u
I'ZI€ OH IPOCTABIISAETCA.

33. Ilopsaok corinacoBaHusi TOKYMEHTOB U 0()OpMIICHHSI BHYTPEHHET O U BHEUTHETO
COIJIaCOBaHUS

34. Tlopsaok yTBEpkKACHUS JOKYMEHTOB, BUAbl YTBEPKICHHUS.
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35. Ilopsnok nmoanucaHus JOKyMEHTOB.

36. IlewaTp Kak peKBU3UT AOKyMeHTa. Ha Kakux JOKyMEHTax MpOCTaBIISETCS
repOoBasi reyaTh.

37. CocraB ynoctoBepeHus TOKyMeHTOB. IIpaBuna odopmieHuss peKBU3UTOB,
YIOCTOBEPSIONINNA JOKYMEHT.

38. OTMeTKH Ha JOKYMEHTE, MX3HaueHue U 0PopMIICHHE.

39. Pezomronus. E€ 3Hauenue. TpeboBaHus, MpeabIBIIEMbIC K PE3OTIOLHH.

40. PexBU3HT «OTMETKA 00 UCITOJIHUTENEC), €T0 3HAUCHHUE.

41. PeKkBU3UTHI, NPUIAIOIINE JOKYMEHTY FOPHINYECKYIO CHITY.

42. Yuauduxamms TeKcTa JOKyMEHTA.

43. Tpadapernbie TeKCTH. MeTouKka pa3padoTKH.

44. Cnoco0Obl mpeacTaBieHNUs YHHU(PUUUMPOBAHHBIX TEKCTOB (AHKETHI, TAOJMIIBI,
TpadapeTHbie TEKCTHI).

45. O6mume TpeOoBaHUS K TEKCTY JOKYMEHTA.

46. ANropuT™M NOATrOTOBKHU JOKYMEHTA.

47. DneMeHThI TEKCTa: 3arojIOBOK, MPUIIOKEHUSI, TPEOOBAaHUS K HUM.

48. JIuHrBUCTHYECKHE OCOOCHHOCTH TEKCTOB CIIYKEOHBIXJOKYMEHTOB.

49. TloHsTHE «CUCTEMBI JOKYMEHTALIUMY, PA3BUTUE CUCTEM.

50. TlonsTue «yHUPUIIUPOBAHHBIE CUCTEMBI JJOKYMEHTAIIUI.

51. Ha3nauenwue, onpenenenne u coctaB Y COP/I.

52. TpeboBaHuUs K COCTaBICHUIO U OPOPMIICHUIO OPTaHU3AIIMOHHBIX JOKYMEHTOB.
53. TpeOoBaHHs K COCTABIEHUIO U OPOPMIIEHUIO pACTIOPSAUTENBHBIX TOKYMEHTOB.
54. TpeboBaHUs K COCTaBICHUIO U OPOPMIICHUIO MPUKA30B.

55. TpebGoBaHus K COCTaBICHUIO U O(DOPMIICHUIO OOBSICHUTEIIBHBIX U JIOKJIAIHBIX
3aMKMCOK (BHEIIHUX U BHYTPEHHHX).

56. TpeboBaHuUs K COCTABICHUIO U 0()OPMIICHHUIO CIIPABOK (BUABI CITPABOK, CITPABKU
BHEIIIHWE U BHYTPECHHHUE).

57. TpeboBaHus K COCTaBICHUIO U 0OPMIICHUIO aKTa.

58.  TpebGoBaHus K COCTaBICHUI0O M OGOPMIICHUIO CIY>KEOHOTO TMHChMA.
PazHoBuaHOCTH IIceM.

59. TpeboBaHus K COCTaBICHUIO U OYOPMIICHHUIO TEIIETPAMM.

60. Ocobennoctu GpopMysipa TeaehOHOTPAMMBI.

61. AJNropuT™m NOArOTOBKU U MPOBEACHUS COBEIIAHUA. JJOKYMEHTBI, CO3/1aBaeMble
B IIPOILIECCE MOATOTOBKH COBEILIAHUS.

62. TpeboBaHUs K COCTABICHUIO U OPOPMIICHHIO TPOTOKOJIA.

63. IloHsATHME KOMIUIEKCOB IOKYMEHTOB. I[lepBHYHBIE KOMIUIEKCHI TEKCTOBBIX
JIOKYMEHTOB.

64. IlonsTus «10KyMeHTaNbHbIA (GOHI» U «apXuBHBIN (HoHa». X paznuuue.

65. CioxHbIE KOMIUIEKCHl. BE1OMCTBEHHBIE APXUBBI.

66. CioxHble KOMIUIEKCHI. ['ocyaapcTBeHHble apxuBbl. CeTh TOCYJapCTBEHHBIX
apXHBOB.

67. TloHATHSI «IIEHHOCTh JOKYMEHTa», «IKCIEPTU3a EHHOCTW». BO3ZHUKHOBEHUE,
pa3BUTHE 3KCIEPTHU3BI.

68. IIpuHIMIBI, KPUTEPUH IKCIIEPTU3BI LIEHHOCTU JOKYMEHTOB.



6.3. TemaTuka u 3agaHus 1J1s1 1a00PATOPHBIX 3aHATHIA
He npedycmomperivl
6.4. MeTognueckne peKOMeHIALUM /ISl BBHIIOJIHEHUsI KyPCOBBIX padoT
He npedycmomperivl
7. TlepeyeHb OCHOBHOI U JOMOJHUTEJIbHOM JIUTEPATYPbI, HEOOXOAUMOI
JJISI OCBOCHUS TUCHMILIMHBI (MOIYJIs1)

1. Jlurepatypa

Oo0s3aTenbHANA:

1. JlokymeHnToBenenue: Yueonoe nmocobue / Ymrakora O.A. - M.:HUI] UTHDPA-M,
2017. - 64 c.. 60x90 1/16 ISBN 978-5-16-102985-5 (online)

http://znanium.com/catalog.php?bookinfo=809874

2. Kynses, H. H. JlokymenToBenenue [DnekTpoHHbIN pecypc] : yueOnuk / H. H.
Kynses, 1. H. Ypanos, A. I'. ®a6puunos; noxa pea. npod. H. H. Kynsesa. - M.:
Jloroc, 2012. - 352 c. - (HoBas ynuBepcuterckas OuoOnuoreka). - ISBN 978-5-
98704-329-8. http://znanium.com/catalog.php?bookinfo=469013

3. CrentokoB, M.B. JlokyMeHTOBEIEHHE U JEIOMPOU3BOJICTBO : KOHCTIEKT JICKIUH /
M. B. Crentokos. - Mockaa : [Ipuop, 2007. - 176 c. - OILI, C/. - ISBN 978-5-384-
00052-5.

JlonosiHMTEIBLHAS

4 KopueeB, Uropp KoHcTaHTHHOBHY. YTpaBiieHWE AOKYMEHTAMH : Y4YE€OHUK JUIs
By30B / KopneeB Uropp Koncrantunosuu, A. B. Ilmenko, B. A. Mamypues. -
Mockga : UHOPA-M, 2011. - 300 c.: puc. - (Beicui. o6pazoBanue). - YMO. - OI1/I.
- 00s13aT. - ISBN 978-5-16-003590-1.

5.bacakoB, Muxaun MBanoBuu. JlokyMeHTallmoHHOE OOECHEeUCHUE YIIPABIICHHS
(JdemompousBoacTBo) : ydeOHUK 1isi cpen. mpod. obOpas. / bacakoB Muxaun
NBanosuu. - PoctoB-Ha-Jlony : ®enukc, 2009. - 413 c. - (Cpexn. mpod. 06pa3os.). -
MO P®. - OIL/J. - o6s3at. - ISBN 978-5-222-14194-6

6.Annpeesa, B. W. JlenonpousBoctBo : Opranuzaiusi U BeAeHHUE : [y4eO.-MpakKT.
nmocobue I CTy[A. BBICIHI. y4ueO. 3aBeleHHil] : pekomeHaoBano YMO / B. U. 7.
AHppeena. - 2-¢ u3g., nepepad. u gom. - M. : KHOPYC, 2008. - 256 c. - ISBN 978-
5-390-00097-7.

Pexomenayemasi:

8. Anamenko, A.M. Apxeorpadus. ctopust 1 cOBpeMEeHHOE COCTOSIHUE : y4eOHOe
nocooue / A.M. Anamenko, A.H.EpmonaeB. - KemepoBo : KemepoBckuii
rocynapcTBeHHbIi yauBepcurtet, 2013. - 208 c. - ISBN 978-5-8353-1557-4 ; To xe
[DneKkTpOoHHBI! pecypcl. -
URL :http://biblioclub.ru/index.php?page=book&id=232202 (25.11.2015)

9.ApramonoBa, B.C. TIpo6GiieMbl BOCCTAaHOBJICHHS yracarolux H300paKEHUN |
TEKCTOB apXUBHBIX JOKyMeHTOB: KypcoBas padoTa mo aucrurumae «Opranu3anus
XpaHEeHMsI, KOHCEPBAIIMU M PeCTaBpaliu JOKyMEeHTOB apxuBoBy» / B.C. ApramoHoBa
; DenepanbHOE areHTCTBO MO oOpa3oBaHuio ['ocynapcTBeHHOE 00pa3oBaTeIbHOE
yUpexKIeHHE BhICIIEro mpodeccuoHansHoro obpasopanus, I.Y. TYJIbCKUU, u.u.
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- URL.: http://biblioclub.ru/index.php?page=book&id=362950 (25.11.2015).

10. Bepnosckuit, KO.H. OcHoBbI uaeHTUPUKAIUU TPOIYKUIUA U JOKYMEHTOB :
yueOHoe nocobue / FO.H. bepnockuii. - M. : FOnutu-Zana, 2015. - 350 c. : cxem.,
tabn., wi. - ISBN 978-5-238-01241-4 ; To »xe [DneKkTpoHHBIM pecypc]. -
URL.: nhttp://biblioclub.ru/index.php?page=book&id=116624(25.11.2015)

10. baocdenpar, I'.3. "3akonnas" cuna CBojia 3aKOHOB B CBETE apXUBHBIX JaHHBIX
/ T.2. bnochenpar. - M. ; Ilerporpan : Cenarckas tum., 1917. - 284 c. - ISBN
9785998963360 ; To xe [DneKTpOHHBIH pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=56876 (25.11.2015).

11. bacorckas E.H. PemaktupoBanue ciaykeOHBIX TOKYMEHTOB. //CexpeTapckoe
nenno, 1998, Ne 4, c. 84-90.

12. bacosckas E.H. fI3pikoBble TpyOHOCTH, CBSI3aHHBIE C COCTaBJICHHEM
nokymentoB \\Cekperapckoe aeno, 1997, Ne 1, ¢. 28-35, Ne 2, ¢. 69-76.

13. BapamunoB H.B. [lenonpoun3BoiactBo. PykoBOJCTBO K COCTaBIEHHIO BCEX
POJIOB JI€IOBBIX

OyMar ¥ aKToB 10 JaHHBIM opMaM U oOpasiam. 2-e usa. 4.1-4, CII6., 1873 r.

14. Benbnopext B.OO111€ 0CHOBBI JEIOMPOU3BOACTBA C MPUIIOKEHUEM OCHOBHBIX
dopwm. CII6, 1854.

15. TnapeimeBa, K.M. TpeboBanuss K 0GOPMIICHHIO OpraHU3alMOHHO-
pacniopsauTeabHbix gokymMeHTOB / K.W. I'nagsimeBa. - M. : JlabopaTopusi KHUTH,
2010. - 38 C. ; To xKe [DneKTpOHHBIN pecypc]. -
URL :http://biblioclub.ru/index.php?page=book&id=87845 (25.11.2015).

16. I'pubkos, J.H. DnexrpoHHoe HHPOPMAIIMOHHOE MPOCTPAHCTBO B KYJIBTYPHO-
oOpazoBatenbHOM cdepe : yuedHoe mocobue / J[.H. I'pubkoB ; MunHuCTEpCTBO
KyaeTypsl  Poccuiickon ~— ®enepaunn,  DenepalibHOE  rOCyAapCTBEHHOE
o0pa3oBaTenbHOE YYPEKICHUE BBICIIETO MPOPECCHOHAIBHOTO 00pa30BaHMS
«OpTOBCKU TOCYApCTBEHHBI WHCTUTYT HMCKYCCTB U KYJIbTYph». - Open :
OpJioBcKHil TOCYAapCTBEHHBIM HHCTUTYT UCKYCCTB U KYJbTYpbI, 2013. - 92 c. : Tabu.
; To Ke [ DneKTpOHHBIM pecypcl]. -
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17. Nmomenko M.II. K Bompocy o pyHkiusx 1okymeHTOB //COBETCKUE apXUBHI,
1973, Ne 5. C. 18-21.

18. HWmromenko M.IL., Kysumenosa T.B., JluBmmun f.3. [lokymeHTOBeACHHE.
JIOKyMEHT U cUCTEeMBI JOKyMeHTaluu. YuyebHoe nocooue.—M.: MTTMAU, 1977, 94
C.
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yuebHoe mocobue. —M.: PITVY, 2007. -133 c.
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B yueOGHOM mporecce s OCBOSHHS IHMCHMILINHBI «J{OKyMEHTOBEIECHUE)
HCIIOJIB3YETCsl CIIeIYIONIee MaTepralbHO-TEXHUYECKOe 00ecTieYeHuE:

- KOMNbIOMEpPHOe U MYIbMmumeoutinoe 0b6opyoosanue I IESMOHCTPAIUH
KOMITBIOTEPHBIX IIPE3CHTALIMN B IIPOIIECCEe YTCHHS JICKIUM W IIPOBCIACHUS
MIPAKTUICCKUX M CEMHUHAPCKUX 3aHSATHUI;
- nakem mecmosblX U UHBLIX 3a0aHuli IJISI CaMOCTOSTEIBbHON pabdOThI
CTYJCHTOB;
- BUACO- ayJHOBH3YyallbHBIC CPEACTBA OOYYCHHS [JI HCHOJL30BAaHUS B
IIpoIecce -oAO0OPKU apXUBHBIX JIOKYMEHTOB;
-KOMITBIOTEPHEIC KJIACChI;
-OMOIMOTCYHO-UH(POPMALIMOHHBIC Pa3JIeIIbL.

HaunmenoBanue crieqMaJbHBbIX OCHaIIIeHHOCTb CIIeNAJIBbHBIX l'[epequL

NoMeleHUil ¥ moMelleHuH IJIs1 NMoMelleHUi U MmoMelleHnH st JMIIEH3MOHHOT 0
CAMOCTOSITeIbHOI padoThI CaMOCTOSITEJILHOM padoThI MPOrpaMMHOIO
odecmeveHusl.
PexBU3UTBHI
NMOATBEP:KIAIOIIETO
AOKyMeHTa
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