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JICIIONIPOU3BOJICTBO, YTBEPXKACHHBIM MpHKa3oM MUHHUCTEpCTBA 00pa3oBaHUS W HAyKU
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3aBenyromnuii kageapoit

DKOHOMMKH U YIPABJIEHUS HAyK W 10.B.boponau

[lepeyTBepkaeHa: « _ » 20 1., npoTtokoa Ne

PexomeHzioBana  na  3aceamum  yueGHO-MeTOARYECKO komuccrn  CeBepooHELKOro
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CTH (¢pummana) ®I'BOY BO JIT'Y um. B. sy / 10.B. Bopoza




CTpyKTypa U cofep:KaHue TUCUUIIINHBI

1. leau 1 3a5a4M JMCUMILVIMHBIL, €e MeCTO B y4eOHOM mpouecce
Llenp n3ydeHUs OUCLHUIUIMHBI — PACCMOTPEHUE U aHAIU3 3aKOHOMEPHOCTEN
JIOKYMEHTOOOpPa30BaHUs, CKIAJIbIBAaHUSI U PAa3BUTUSA JIOKYMEHTOB M CHCTEM
JOKYMEHTAllUM, TEOPETUYECKUX M TMPAKTHUYECKUX NpoOJIeM CO3AaHUS U
(YHKIIMOHUPOBAHUA JOKYMEHTUPOBAHHON HH(OpMALIHH.
3a1ayu: OCMBICIUTD NOHATUIHBINA arrapaT TEOPUU
JOKYMEHTA; IO3HaTh OCOOEHHOCTHU PA3JINYHBIX BUI0B
JOKYMEHTOB;
O03HAKOMUTBCSI C MPOLIECCAMU CO3/IaHUsI, XPAHEHHU S, pACIPOCTPAHECHHUS
JIOKYMEHTOB; ITIOCTUYb CTPYKTYPY, COAEpKaHUE NTOKYMEHTOBEACHUS U €r0 POJIU B
cucreme
JOKYMEHTAIIbHO-KOMMYHUKAMOHHBIX HAYK; U3yYNUTh TEOPETUYECKUE OCHOBBI
(GYHKIMOHUPOBAHUS TOKYMEHTOB U
CUCTEM JOKYMEHTAILIMH, 00pa3yIOIIHUXCS B YIPABICHUYECKOU IEATEIbHOCTH;
IIPOCJIEIUTH HBOJIIOLIMIO PAa3BUTUS  CIY>KEOHOTO (YnpaBiieHYECKOT0)
JOKYMEHTA B pa3Hble HICTOPUUECKHUE IEPUOBI, TPOLIECCH (POPMUPOBAHUS
dbopmysipa TOKYMEHTa U CUCTEM JOKYMEHTAIIMH; OBJIAJETh KOMIUIEKCOM 3HAaHUU
10 TOKYMEHTUPOBAHUIO YIIPABICHYECKON
JESATEIbHOCTH YUPEXKICHUN, OpraHu3aliii U NpeAnpusTHil pasHooOpa3HbIX (HopM
COOCTBEHHOCTH Ha OCHOBE HOPMATUBHBIX TpPEOOBAHMUN; MOJYyYUTh HaBBIKU
COCTABJICHHMSI, aHAJIM3a U MPOEKTUPOBAHUS YHU(PUIUPOBAHHBIX (OPM JOKYMEHTOB
U CUCTEM JIOKyMEHTALlUH, a TaKKe MHPOPMAIIMOHHO-T0KYMEHTAIIUOHHON CUCTEMBI
YUPEKIECHUS B LIETIOM.

2. MecTto nucuuiuiaabl B ctpykrype OOII BO

Hucrumnaa  «/lokymeHTOBeIeHHE» BXOAUT B  00s3aTEIbHYIO YacTh
y4eOHOr0 TJIaHa MOATOTOBKH CTYICHTOB MO HANPAaBIECHUIO TOJATOTOBKHU
46.03.02 JlokymeHTOBeIeHUE U apXxuBoBeAcHUE. HeoOX0MMbIMU YCIOBUSAMU JIJIS
OCBOCHMUS OUCHMIUIMHBL  SIBJISIFOTCS:  3HAHWE  TEHACHUMM  pa3BUTHUA
UH()OPMAITMOHHOJOKYMEHTAITMOHHOTO ~ OOCECIEYeHHUs]  YIpaBJeHUs;  MecTa
JIOKYMEHTA B CUCTE€ME YIPABJICHUS U APXUBHOTO JI€JIa; YMEHUE CAMOCTOSTEIILHO
paboTaTh ¢ pa3IMYHBIMA WCTOYHMKAMU WH(OOpMAIuU; BIaJCHUE 3HAHUSIMH B
00JaCTH OTEYECTBEHHOM WCTOPUHU; CIOCOOHOCTHIO OCO3HABATHh COIHAIBHYIO
3HAYMMOCTh CBoeM Oyaymieit npodeccun. CoaepxaHue MUCHUIUIMHBI SBIISETCS
JIOTUYECKUM  MPOJOJLDKEHHEM  COJAEpKaHWs  JUCUHUIUIMH  «BBeageHue B
CHeUaIbHOCThY, «OO0Ias My3€oJIOTHs» M CIYXUT OCHOBOM MJii OCBOCHHUSA
auciuiuinH  «OpraHu3anuss ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO oOecredeHus



ynpasieHus», «Kaaposoe nenonpousBoacTBoy, «Opranusaius padboTsl B opuce»,
«DNEKTPOHHBIN TOKYMEHTOO00POTY.

3. TpeﬁoBaHnﬂ K pe3yjdabTaTaM O0CBOCHHA COACPKAHUA NUCIHTUIIJTUHBI

Kon n HaumeHoBaHue WNHukaTophl 1OCTUXKEHUN IIepedyens mumaHupyeMbIX
KOMIIETCHIINU KOMIIETEHIUH (110 pe3yabTaToB
peanu3zyemMoil TUCIUIUIMHE)




OIIK-3 Cniocob6eH npuMeHSITh
TEOPETUYCCKHUE 3HAHUS IS
pEILICHHS TOCTABICHHBIX 3a/1a4
B 00JIaCTU JOKYMEHTOBEACHUS
n

APXUBOBCACHUA

OIIK-3.1 PaccmarpuBaer
aKTyaJbHbIE HANPABIICHUS
W3y4YEeHUs1 JOKYMEHTOB C
MO3ULMKA aPXUBOBEAUYECKON U

JOKYMEHTOBEAYECKOU HAYKH

OIIK-3.2 Ananmuzupyer
COBpEMEHHBIC
MEXTHCIATITNHAPHBIC
MOIXOIBI B 00JIaCTH
JIOKYMEHTOBEICHUS U

APXUBOBCACHUA

3HaTb. OCHOBHBIE  DTambl
pa3BUTHS JOKYMEHTOBEICHHS,
3aKOHOMEPHOCTH  Pa3BUTHS
JOKYMEHTa KaKk  HOCHTEIS
uHdopmanuu;
byHKIIIHN U CBOICTBa
JIOKYMEHTOB;
pOoOIIeMBI
KJIacCU(UKALIUN

CUCTEM JIOKYMEHTAIINU;
YMeTh: pemats 0CHOBHBIE
POOIEMBI
JOKYMECHTOBEICHUS;
HI0JIb30BATHCS CIIEIHATBLHON
TEPMHUHOJIOTHEH "
OPUCHTUPOBATHCS B
JUTEpaType 10
JOKYMEHTOBETYECKOU
npoOJeMaTHKeE;

BBIICIATD 0C06€HHOCTI/I,
IMpeuMynieCTBa U HEAOCTATKU
TCX HUJIM MHBIX

paSHOBH,I[HOCTCﬁ HOKYMCHTOB,;
Bnaners:

HaBbIKaMH CO3JaHus
pa3InIHbIMU criocooamMu

JAOKYMCHTOB,

IMPAKTUYCCKUMU HABBIKAMH B
OCBOCHHNHU OCO6CHHOCTCI\/’I
Imponecca HCCICOOBAHUA
coCTaBa AOKYMCEHTalun
KOHKPETHOT'O YUYpCKACHUA,
OopraHu3alu UJiin
IPEIIPUSITHS;

3HAaTEh:

HUCTOPHUIO Pa3sBUTUA

JIOKYMEHTA U €ro CYLIHOCTb;
BHUIBI COLIMAIBLHOMN

nHpopmanuu;

OCHOBHBIE Pa3HOBUAHOCTH
MaTepuatbHbIX HOCHUTEJIEH
uHpopMaIHy; YMeTh:

aHAJIU3UPOBATH JIOKYMEHTHYIO
unpopmanuo; Bragers:







OIIK-3.3 OcymiecTBisieT
paboty B mpodecCuoHAITBHON
o0JacTu ¢ UCOIb30BaHUEM
TEOPETUUECKUX 3HAHUN
apXUBOBEIYECKON U
JIOKYMEHTOBEIYECKON HayKu

OTIBITOM paboTsl c
pPa3TUYHBIMH  BUIAMH u
hopmamu
JOKYMEHTOB/JIOKYMEHTHBIX
CHCTEM/IOKYMEHTHBIX

pecypcoB;

3HaTh:

CIOCOOBI JOKYMEHTHUPOBAHHS,
CTPYKTYPY JTOKYMEHTOB;
YMeTs:

CO3/1aBaTh pa3InYHBIMH
crnoco0amMu  JIOKyMEHTBl U
paboTaTh ¢ HUMH;
pacro3HaBaTh
(dhanscuduIpoBaHHBIC
nokymentsl; Biiagers:
HaBBIKAMU aHAJIHM3a
JIOKYMEHTOB, CUCTEM
JTOKYMEHTAIUH, TOKYMEHTHBIX
pecypcoB (MacCHMBOB) U
JIOKYMEHTHOH
KOMMYHUKAIlMOHHON
NeSITeTbHOCTH;




I1K-3 Crnoco0OeH k
OpTaHHU3AI[MOHHOMY 1
JIOKYMEHTAI[AOHHOMY
00€ecreyeHnIo AeITeIbHOCTH
YUPESKICHUH U OpraHu3alun
pa3InYHbIX HopM
COOCTBEHHOCTH

IIK-3.1 ¥Ymeer
JNOKYMEHTUPOBATh
JESATEIbHOCTD YUPEIKICHUN U
OpraHM3alMK Pa3IMYHbIX

(dhopm coOCTBEHHOCTH

IIK-3.2 YmeeT BecTn
JIOKYMEHTOO000pOT
OpraHU3aIfH, B TOM YHUCIIE C
HCIIOIB30BAHUEM CUCTEM
3JICKTPOHHOTO

I[OKYMGHTOO60p0Ta

3HaTh:
BU/IbI U TUIIBI CYLIECTBYIOIINX
HCTOYHUKOB JOKYMEHTHOM

uHpopmaruu; Y METh:

MIPOCKTUPOBATh OnmaHKu
o(HUIIMATBHBIX IOKYyMEHTOB;
Bnaners:

HaBBIKAMU COCTaBJICHUS
pa3IMYHbIX BUJIOB
JOKYMCHTAIIUU B
COOTBETCTBHUH C
TpeOOBaHUSIMU

rOCYJapCTBEHHBIX CTaHIAPTOB
Y APYTUX HOPMAaTUBHBIX

JAOKYMCHTOB,

3HaTh:

IpOIECChl  CO3/aHus,
XpaHEHUs, PaCIpOCTPAaHECHUS
JIOKYMEHTOB;
HOPMAaTUBHO-METOAUYCCKYIO
0a3y co3gaHus TOKYMEHTOB U
AOKYMCHTHUPOBAHUSA
YIPABJIEHYECKOU
NeSITeTbHOCTH;




I1K-3.3 Bnaneer
COBpeMeHHBIMI/I TCHACHIIUAMHU
pa3BUTUA

MH(}OPMaLMOHHOJOKYMEHTAlMOHHOT O

oOecrnieyeHus ynpaBiIeHUs

Ymers:

COCTaBJISITh u opopMIIATH

yIIpaBJICHYCCKHE JOKYMEHTBI B

COOTBETCTBUH C

TpeOOBAHUSMU rOCYIaPCTBEHHBIX

CTaH/apTOB,;

YHUDUIIUPOBATH TEKCTHI

JIOKYMEHTOB; PO(eCCHOHANBHO

UCCJICI0BATh TUIIOBOM COCTaB CUCTEM
JOKYMCHTAITUU B

yupexaenusx; Brnagers:

HaBBIKAMHU O()OPMIICHUS Pa3ITUUHBIX
BHJIOB JOKYMEHTAMU B COOTBETCTBUU C
TpeOOBAHUSAMH rOCYIAPCTBEHHBIX
CTaHJAPTOB U IPYIrUX HOPMATUBHBIX
JIOKYMEHTOB, B TOM YHUCJIE C
HCI0JIb30BAHUEM CUCTEM JJIEKTPOHHOIO

I[OKYMCHTOO60pOTa;

3HaTh:

COCTaB YHHq)HHHpOBaHHBIX CUCTCM
I[OKYMCHTaI_[I/II/I n OCO66HHOCTI/I

COCTaBJICHUSI KOMILIEKCOB JIOKYMEHTOB,
(GYHKIMOHUPYIOIIUX B JAEATEIHLHOCTH
YUpEXKICHUH, OpraHM3aLui,
OPEANPUATHIA  Pa3HOOOPa3HBIX  (GOpM
cOOCTBEHHOCTH; Y METh:
COCTaBIATH U aKTYyaJIU3UPOBATh
NepeyHH, Tabenu u anbooMbl popm
JOKYMEHTOB;
oTpesieNniTh HUCTOPHUECKYIO "
NPaKTHYECKYIO IEHHOCTh JOKYMEHTOB U
MOPSZIOK  OpPTaHW3allMd JIOKYMEHTOB B
KoMIUIeKchl; Bi1aeTs:
COBPEMEHHBIMHU TEH/ICHIIMSIMU Pa3BUTHUS
MH()OPMAIIMOHHOJOKYMEHTAIMOH
HOTO 00€CTIeYeHHUs YIIpaBICHHS
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4. CTpyKTypa M coJep:KaHue JUCHUNTHHbI

4.1. O0beM y4eOHO# TUCUMILUIMHBI U BHAbI Y4eOHOI padoThl

Oo0beM yacoB (3a4. ef1.)
Bt yueGHoii pagoTsI Ounasn Ouno3aoynasi| 3aouHas
¢opma dopma ¢opma
O6mas yueoHas Harpy3Kka (Bcero) 288 (8 288 (8
3a4. en) 3a4. en)
Oo6s13aTesibHAsE KOHTAKTHAsSE padoTa (Bcero) 153 72
B TOM 4HCJIE:
Jlexuuun 68 36
CeMUHapCKHE 3aHATHS 85 36
[IpakTHueckue 3aHATUSL -
JlaboparopHsie pabOTHI -
Kypcosas pabora (KypcoBoii IIpoeKT) 36 36
Hpyrue Gpopmbl 1 METOJIBI OpraHU3auH 00Pa30BaATEIHHOTO -
nporiecca (pacuemno-epaguueckue pabomol,
UHOUBUOYATIbHBIE 3A0AHUS U M.T.)
CamocTrosiTenbHasi padoTa cTyJAeHTa (BCero) 135 216
dopma arrecTanuu 9K3aMeH, JK3aMEH,
9K3aMeH, 9K3aMeH,
KypcoBast KypcoBast
paborta pabora

4.2. Conep:xkaHue pa3iesioB TUCITHINIIMHBI

Tema 1. [lokymeHTOBeIeHME KAK HAY4YHasA aucuuninaa. Ucropus
JTOKYMEHTOBE/IeHUsA

Omnpenenenre TOKYMEHTOBEIEHUS KaK HayKH, €ro 00BEKT u rpeameT. Ooiiee
U chemnuaibHOoe JoKyMeHToBeaeHue. CTpykTypa OOIIEro JOKYMEHTOBEIACHUS:
TEOpHUsl IOKYMEHTa (JOKYMEHTOJIOTHUSI); UCTOPUS TOKYMEHTa U JOKYMEHTAIbHOU
NEATEeIbHOCTH:  OOIIME BOMPOCHI  OpPraHU3allud, METOAUKU, TEXHOJOTUU
JOKYMEHTJIBHOW  AesATeNbHOCTU.  TeopeThueckue  mpooOsiemMbl  0OOIIEro
JIOKYMEHTOBE/ICHUSI.

OcHOBHBIE ATallbl PA3BUTHSI, COBPEMEHHOE COCTOSIHUE TOKYMEHTOBEICHUS U
€ro CBA3b C JPYyrUMH HayKaMu. OTanbl (OPMHUPOBAHUS OTEUECTBEHHOIO
NIOKYMEHTOBEJCHUA. Pa3BuTHE IOKYMEHTOBEOUECKOW MbIciM B Poccum u 3a
pyOexxom. Bemymue HampaBieHHss U METOABI HMCCIIENOBATEIbCKOW pPabOTHI B
00J1acTh JOKYMEHTOBEICHUSI, HayYHBIC 1IEHTPHI, U3BECTHBIC YueHble. B3aumMocBs3b
JIOKyMEHTOBE/ICHHUSI C KHUTOBEJCHHEM, OMOTMOTEKOBEICHUEM, apXUBOBEICHHUEM,
My3eeBeqieHneM, OubauorpadoneaeHreM, UHPOPMATUKOM.
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Tema 2. IlonsiTue «10KyMeHT». [[OKyMEHT: IPU3HAKH, CBOWICTBA U
Gynxkumn

BO3HMKHOBEHHE W PAa3BUTHE MOHATHS «JIOKyMeHT». lllupokue u y3kue ero
TPAaKTOBKM B  JOKYMEHTOBEACHHUH, OHOIMOTEKOBENEHUM, apXHUBOBEJCHUH,
oubnuorpadosenenny, uHpopmaruke. OmpenencHUe IMOHATHS «JIOKYMEHT» B
COBPEMEHHBIX TEPMHUHOJIOTUYECKHUX CTAaHAAPTAX U CIIPABOYHBIX U3/IaHUSAX.
OTnuunTenbHbIE NPHU3HAKH JOKYMEHTA: HAJIM4YME CMBICIOBOIO COJEPKAHUS;
cTaOuibHasl BEIIECTBEHHas (opma; NpeJHA3HAYEHHOCTh JI WCIIOJIb30BAHUS B
KOMMYHHMKAIIMOHHBIX ~KaHallaX; 3aBEpIICHHOCTh coobmeHus. CooTHOIIeHHE
«JIOKYMEHTa» C TOHATHSMHU «IPOU3BEICHHE», «IPOU3BEICHHUE IIEYaATH,
«U3/1aHUE», «KHHUray, «IyOnukKauus». «JJoKyMeHT» W NpOU3BOAHBIE OT HETO
TEPMUHBL:  <JIOKYMEHTHBIN»,  <JIOKyMEHTAIBHBIN»,  «JOKYMEHTALIMOHHBIN,
«JTOKYMEHTAPHBIN, «JOKYMEHTHUPOBAHHBIN, «TOKYMEHTOBBIN».

NudopmanmoHHbie 6apbepbl B CUCTEME JOKYMEHTAIbHBIX KOMMYHUKAIUH.
OCHOBHBIE TIOHATUS CUCTEMBl JOKYMEHTAJIbHBIX KOMMYHHUKaluii: MHGpopMaius,
JOKYMEHT, JOKYMEHTaJbHAasi KOMMYHHUKAIMs, MOTpeOUTens HHPOpMaALUU.
OnpeneneHue TMOHATHA «CHCTEMA JIOKYMEHTAJIBHBIX KOMMYHHMKauui». Tpu
OCHOBHBIE TPyNIbl HHPOPMAIIMOHHBIX 0aphepoB: 1. 00BEKTUBHBIE (HE 3aBUCAILNE
OT camMuX JOKYMEHTOB M MOTpeOuTeneil); 2. 3aBUCALIME OT NOTpeOuTeNneu
uHpopMaluy; 3. BOZHUKAIOIIME HU3-3a CO3/aTelei TOKyMEHTOB U MOCPEIHUKOB B
CUCTEME «JIOKYMEHT-IIOTPEOUTENb HHPOPMALTUN.

CpoiictBa W (QyHKuuM nokymeHTa. HawmOoisiee cyiecTBeHHbIE CBOWCTBA
JOKyMEHTa: aTpuOyTUBHOCTD, (YyHKUIHMOHAJIBHOCT, CTPYKTYPHOCTb.
NHupopmMalimoHHbIe CBONCTBA IOKYMEHTA: 3HAKOBOCTh, CEMAaHTUYHOCTh, OTPAKEHHE
MBICIIUTENILHOM ~ JIEATETbHOCTH  YEJOBEKAa, JIMCKPETHOCTh, HENMPEPBIBHOCTb,
COXpaHEHHUE COJEPKaHUS U MaTepUATIbHOU (POPMBI IOKYMEHTA, «KTO, O YEM, KOMY»
COOOIIaeT, ACSITENbHOCTHBIN XapakTep. [ 1aBHas PyHKIMS JOKYMEHTa — XpaHEHHE
U nepenaya MHPOPMALMK BO BPEMEHU W/Wiu mpocTpancTBe. OOmme (yHKUUU
JNoKyMeHTa (MH(pOpMallMOHHAsI, KOMMYHUKATUBHAs, KyMyJsiTUBHas ). CrelalibHble
GyHKUMM JTOKyMEHTa (MO3HaBaTelbHas, OOIIEKYJIbTYpHAas, MeMOpHaIbHAs,
paBoBas, yMpaBJICHYECKas, TreJoHWYeckas u 1p.). l[lonupyHKIMOHANIBHOCTH
JIOKYMEHTOB.

Tema 3. UndopManmoHHAS COCTABJIAOIIASA JOKYMEHTA

CoumanbHast nHGOpMaIIUS Kak CIIoco0 repeauu 3HaHUM, YMOIUN U BOJIEBBIX
BO3MIelicTBHM B o0mecTBe. OCHOBaHMSI KJIaCCU(PUKAIUK COIMMAILHON MH(POpMaIuu
(counanpHOE Ha3HAYEHUE, CHOoco0 OTpakeHHs HHPOPMALMK YEJTOBEYECKUM
CO3HaHUEM, (DU3MOJOTHUUECKHE OCOOCHHOCTH  BOCHPUATUS  MH(OpManuu
YEJIOBEKOM, CIOCO0 pacmpocTpaHeHus WH(OpMAIMU, CTENeHb MepepadboTKu
uHdopmaruu, chepsl MOTYISHHUS U UCTIOIb30BaHUs HH(GOPMAITIH).

12



Tema 4. MaTepuajibHasi COCTABJISIIONIAS JOKYMeHTa. @opMma
MAaTepHaJIbLHOr0 HOCUTEJA HHpopManuu

MarepuanbHasi OCHOBa JOKyMeHTa. ECTeCTBEHHbIE JOKYMEHTHI (IPUPOIHBIE
Matepuanbl). MckyccTBeHHBIE Matepuaibl (OyMaxkHble U moJuMepHbie). Dopma
HOCHUTEIIS HH(POpPMAITUU: TUCTOBOM, KOJEKC, KAPTOUHBIHN, JICHTOYHBIN, JUCKOBBIH.

DOBONIOIUS  JTOKyMEHTa KakK MaTepuaJbHOTO HOCHUTENS HH(OpMaILNH.
[Tonsitue «HOocuTenb uHGopMalumy. Mctopudeckas 00yClIOBIEHHOCTD MOSIBICHUS
U pacnpoCTpaHEHUs ONpeeICHHBIX BUIOB HOCUTeNed nHpopManuu. JJoKkyMeHThI
Ha NOOyMaXHOM OCHOBE (TJIMHSIHBIE TAOMUYKH, MAMUpPyC, MEPraMeHT W Apyrue
Matepuaisl). bymaxkusle HocuTenu nHpopmanuu. Buael Oymaru.
[lepdopanionHble  KapTOHHBIE HOCHTENW HHPopMauuu. Marepuansl s
KUHOBUE0-(OTO-(POHO-TOKYMEHTUPOBAHUS (KUHOIIJICHKH, MAarHUTHBIE JICHTHl U
JUCKH, ONTHYECKUE JUCKU, (OTOIUIEHKH, (OTOOyMaru, TpaMILIACTUHKH).
MaimnHounTaeMbple HOCUTENU HHPOpPMAIMH, HCIOJIb3YEMbIE B KOMIIBIOTEPHBIX
TEXHOJIOTUSX (TMOKHUE, )KECTKHE MAarHUTHBIE TUCKU; ONTUYECKUE TUCKH). BiausHue
O0COOEHHOCTEM, MPEUMYIIECTB HOCUTENSI Ha XapakTep U 00beM (PUKCUPYEeMOU
uH(pOpMaIUK, 10IrOBEYHOCTh, CTOUMOCTh IOKYMEHTA.

Tema S. KoaupoBanue ungopmauuu

KonupoBanne wunHpopmaruu. S3bIK. 3HAKOBBIM METOJ KOAUPOBAHUS
uH(popmanuu. JJOKyMEHT KaK 3HaKOBasi CUCTEMA.

Tema 6. Crioco0bI TOKYMEHTHPOBAHUSA

OnpeneneHue MOHATHS «JIOKYMEHTalIbHAsl KOMMYHHUKAIIMOHHAS CHCTEMay.
[Tporiecchl TOKyMEHTANBbHOM JEATEIBbHOCTU: JIOKYMEHTHpPOBaHHME, 00paboTKa,
pPacIpOCTPAHEHUE, XPAHEHUE U YTUIM3ALUSA TOKYMEHTOB. JIOKyMEHTHBIE IOTOKH,
MacCCHUBBI, peCypChl, (HOH/IBI.

OnpeneneHue TMOHATHH  <«JIOKYMEHTUPOBAHHUE», «METOI», «CIOCO0»,
«cpeacTBo» NokyMmeHTupoBaHus. KoaupoBanue uHdopmanuu (Ko, 3HaK, S3BIK).
[lucemenHoe gokymeHTHpoBaHue. Bunpl nucbma. CrnocoObl TOKYMEHTHPOBAHMUS:
PYYHOM, TICYaTHBIN, MEXaHUYECKUH, MAaTHUTHBIN, (hoTOrpaduIecKuii, ONTUICCKHM,
JIA3€pHBIN, AJIEKTPOHHBIN. CpenctBa JOKYMEHTUPOBAHMUS: pYy4HBIE,
MEXaHU3UPOBAHHbIE, ABTOMATU3UPOBaHHbIE. MHCTpyMEHThI, 000pyaOBaHUE IJIs
COCTaBJICHU, KOIIMPOBAHMUS, TUPaKUPOBAHUS JIOKYMEHTOB. Bunbl
NOJUrpapUUYecKoil TEXHUKU. Tamnbl JTOKYMEHTUPOBAHUS: TOArOTOBUTEIBHBIMN,
pENAKIMOHHBIN, MIPOU3BOJACTBEHHBIH, 3aKJIIOYUTEIIbHBIN. Cucrema
KOMMYHUKAIIMOHHBIX CITYKO0, CO3AI0IIUX TOKYMEHTHBIE PECYPCHI.

Tema 7. CTpyKTypa 10KyMeHTa

CtpykTypa TOKyMEHTa Kak Croco0 OopraHU3allMd BCEX €ro KOMIIOHEHTOB B
eaunoe neinoe. [Ipoctoi u coctaBHON TOKYyMEHT. MOHOJOKYMEHT U ITOJIUJOKYMEHT.
BHyTpeHHssT CTpyKTypa JOKYMEHTA: BBIXOAHBIE CBEACHUS, COJEpPIKAHUE
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(ormaBieHue), TPEAUCIOBUE, OCHOBHOM TEKCT, MOCIECIOBUE, BCIIOMOTATEIbHbBIE
yKazaTeld, TpUJoKeHUs. BHemHss  CTpyKTypa  JOKyMEHTa:  OOJIOXKKa,
CyInepo0JIoKKa, MeperieT, KHIKHBIA OJIOK, (op3all, TUTYJIbHBIA JIUCT, KOPEIIOK,
HIMYUTHTYJ, KOJOHTUTYJ, aBaHTUTYJ, KOHTPTUTYJ, KOJOHIHU(pa, QyTisp.
PexBu3nTHl NTIOKyMeHTa. PEKBU3UTBHI - OCHOBAaHHWS W PEKBU3UTHI — IMPU3HAKHU.
Oco00EHHOCTH PEKBU3UTOB PA3JIMYHBIX BUJIOB JOKYMEHTOB.

Tema 8. Kinaccupuxauus 10KyMeHTOB. JIOKyMeHTHAsi KOMMYHUKALMSA

[Tonsitue o kimaccudukanuu M TUNOJOTU3ALMKH JOoKymMeHTOB. Kiacc, Buf,
MOJIBUJI, Pa3HOBUJIHOCTU TOKYMEHTOB. COOTHOILIEHHE BUAOBOW M TUIIOJIOTHYECKOU
KIacCUpUKauuu  JOKyMEeHTOB. DaceTHO-0l0uHas cxeMa KiIaccupukaiuu
JOKYyMEHTOB. Buabl 1OKyMeHTOB 10: HWHGOPMAIIMOHHON  COCTaBISIOIIECH;
MaTepUaNIbHOW COCTaBIIAIONIICH; OOCTOATETHLCTBOM OBITOBAaHUS JTIOKYMEHTOB BO
BHEIHEN cpeze. Tunosornueckas KJ1acCU(pUKaLus JOKYMEHTOB.
TunooOpa3zytomnye npusHaku: (QyHKIMOHAJIBHOE Ha3HAY€HHE, MOTPEOUTEIbCKOE
Ha3Ha4YeHHe, XapakTep UHpopMaluu, MaTepruagbHasi KOHCTPYKIIMSL.

Bunbl v Tunel 1okyMeHTOB. OCHOBHBIE THUIIBI HEMEPUOANYECKUX TEKCTOBBIX
u3nanuil. OuuuanbHble, Hay4HblE, HAYYHO-NOMYJISIPHbIE, MPOU3BOACTBEHHBIE,
y4eOHbIE, JINTEPATYpHO-XYAOKECTBEHHbIE, CIPABOYHBIE, HHPOPMALIMOHHBIE
u3nanug. Ux ompeneneHue, (QyHKUIMOHAIBHOE M MOTPEOUTENHCKOE Ha3HAUYCHHUE,
xapakrep uHGoOpMaluu, MaTepuaigbHas KOHCTpYyKUUA. OCOOEHHOCTH THIIOB,
IOJTHIIOB U PA3HOBUHOCTEN TEKCTOBBIX U3/IaHUM.

[Tepuoanyeckue w mnpopopkarommecs wuzganus. OnpenerneHue TMOHITUN
«CepHalIbHOE», «IEPUOJUUECKOe», «IpojaospKatoleecs» uznanue. Croenuduka
NEPUOAMYECKUX M MPOJODKAIOMIMXCS W3AAHMUNA: Ta3eThl, JKypHajbl, COOPHHUKH,
OroereHu, kajneHaapu. Mx onpenenenue, nuddepeHunanus no nepuoguIHOCTH,
GyHKIMOHATFHOMY M TOTPEOUTENHCKOMY HA3HAUEHHUIO, XapakTepy uHpopmaiuu,
U3IAI0IIMM  OpPraHu3alusM, TEPPUTOPUATIBHOMY,  S3BIKOBOMY  IPHU3HAKY,
MaTepUalbHOW KOHCTPYKUMH. TE€HIEHIMH MHPOBOTO Pa3BUTHS MEPUOJUYECKHUX U
IPOJOJDKAIOIINXCSA HM3JaHUU. «OJEKTPOHHBIE» TIa3eThl, KypHaisl. WX pons B
COBPEMEHHOW CUCTEME COLMATBHBIX KOMMYHHUKAITUN.

Henepuonnueckue HerekcToBble u3AaHus. HoTHble, kapTorpaduueckue,
n3orpaduueckue u3ganus. x onpenenenue, GyHKIHOHATBEHOE U MOTPEOUTEITHCKOE
Ha3HAu€HUe, XapakTep uHpopMaIi, MaTepralibHass KOHCTPYKIUsA. OcoOeHHOCTH
THUIIOB, IOJTUIIOB, U Pa3HOTUITHOCTEN HETEKCTOBBIX M3AaHUM.

HeonyOnukoBaHHble, J€lOBbIe, MATEHTHbIE  JOKyMEHTHL.  [loHsTHs
«OMyOIMKOBaHHBIN, «HEOMYOIMKOBAHHBIN, «HEMyOJINKYEeMbI,
«YTIPABJICHUECKUI», «ICIOBOM», «CIY)KCOHBIN», «IMATCHTHBIN» JOKYMEHT.
OyHKIMOHAIBHOE M MOTPEOUTENbCKOE Ha3HAUYCHUE, XapakTep HWH(GOpMaluy,
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MaTepuaibHas  KOHCTPYKIIUS ~ HEOMyOJWKOBAHHBIX, JICTIOBBIX, MATEHTHBIX
TO0KyMeHTOB. OCOOCHHOCTH TUIIOB, MOATHUIIOB M PA3HOTUITHOCTEH 3TUX IOKYMEHTOB.

AynunoBuzyalibHble JTOKYMEHTbl. KuHO-(h0TO-(hOHO-TOKYMEHTHI Kak rpymnmna
IIEHHBIX MCTOYHUKOB 3PUTENBHON M 3ByKOBOM uHpopmanuu. Ux omnpeneneHue,
GyHKIIMOHATBPHOE M TOTPEOMTEIhCKOE Ha3HA4YCHHWE, XapakTep HWHpopmauy,
MaTepuanbHas KOHCTPYKIUsA. OCOOEHHOCTH TUIOB, MOATUIIOB U Pa3HOTUITHOCTEN
ayJIMOBU3YaJIbHBIX JJOKYMEHTOB.

MamuHounTaeMble  JTOKYMEHTHl.  Mukporpaguveckue,  MarHHUTHEIE,
ONTUYECKHE JOKyMEHThI. VX ompeneneHue, PyHKIIMOHATIBHOE U MOTPEOUTEIHCKOE
Ha3HAuY€HHUE, XapakTep uHbopMaIi, MaTepraibHas KOHCTpYKIusa. OcoOeHHOCTH
THUIIOB, MOJTUIIOB U PA3HOTUITHOCTEN MAIIMHOYUTAEMBIX JTOKYMEHTOB.

OnpeneneHue TOHATUS «JIOKYMEHTaJbHasi KOMMYHHKaus». Mojenb
JOKYMEHTAJIbHOW KOMMYHUKAIUU U €€ 3JIeMEHThI. COOTHOLIEHNE JOKYMEHTAIBHOM
U HEJIOKYMEHTaJIbHOM KOMMYyHHKaiuu. OOpaboTka JHOKYMEHTOB (U3AaTelibCKas,
TEXHUYECKasi, aHAJUTUKO-CUHTETHYEeCKas). PacmpocTpaHeHue  JOKYMEHTOB
(mocpeACTBOM KHUKHOW TOPTOBJIM, TOJAMUCKHU, MPEJOCTABICHUS] JOKYMEHTHBIX
pecypcoB MHGOPMAIMOHHBIX IIEHTPOB, OMOJIMOTEK, apXMBOB U T.M.). XpaHEHHE
JIOKyMEHTOB (00OecreueHune IITUTENbHONU (PU3NUECKONU COXPAHHOCTH U 3aIIUTHI UX OT
MPEXKJIEBPEMEHHOTO pa3pylieHus). Mcnonb3oBaHue HOKYMEHTOB (M3BIICUECHUE W3
HUX HeoOXxoauMol mHbopMaluu). Y TUIU3aIus JOKYMEHTOB (BBISBICHUE U OTOOD
JUTSI IepepabOTKU IOKYMEHTOB C HCTEKIITUMU CPOKAMU XPaHEHUs, YTPATUBIIINX CBOE
3HaueHue). CucreMa KOMMYHUKAIIMOHHBIX YUYPEXKICHUU, 0O0eCTeUrBAIOIINX
(GyHKIIMOHUPOBAHUE IOKYMEHTHBIX PECYPCOB.

Tema 9. PekBu3uThl 0pMINAIBLHBIX IOKYMEHTOB

[losiBneHne ©  pa3BUTHE PEKBU3UTOB  O(QUIMAIBHBIX JOKYMEHTOB
(ucropuveckuil acnekT). PekBU3UThI 0()ULIHATBHOTO JOKYMEHTa Ha COBPEMEHHOM
JTane.

Tema 10. @opmyJisip JIOKyMeHTA

®opmysip nokymenTa. [IpaBuia coctaBieHus: 1 opopMICHHUS TOKYMEHTOB.

Tema 11. lokymeHTOOOpa3yOIIMe MPU3HAKHA IOKYMEHTA.
danbcupuKanms 10KyMEHTOB

JlokymenTooOpa3syromue npusHaku. FOpuaudeckas cuiia JTOKyMEHTa
YepHOBUKH, MOJJTUHHUKHU, OpUTrHHAIBI. DaibcuUIIMPOBaHHBIE TOKYMEHTHI.
Cnioco0bl oIeNKu T0KyMEeHTOB. Komuu, ux HCTOPUYECKOE Pa3BUTHE U BUJIBI.

Tema 12. CucteMbl J0OKyMeHTallUU. /[0KYyMeHTHBIE PeCypPChl U MAaCCHBBI

OO6mue TpeOoOBaHUS K COCTaBY M Ha3HAYEHUIO OpPraHU3allMOHHO-TIPABOBBIX
nokymeHTOB. [lopsmok  moAroTOBKH, CTpyKTypa TekcTtoB. OdopmieHue
YUPEIUTENIbHBIX JOKYMEHTOB. OcCOOEHHOCTH O(OpMIIEHUSI pPa3IUYHBIX BHJOB
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nosoxxeHuit. [Topsimok opopmienus, conepxanre HHCTpYyKIuil. Hasnauenue, BUbI,
oopMIIEHUE pETIaMEHTA.

[loHsiTHE «JOKYMEHTHBIE pECypchbl» HX oOmas XxapakrepucTuka. DOOoH[bI
NPEANPUATUN, YUIPEKICHUHN, Oprann3annii. [lepconanbHbple JOKyMEHTHBIE PECYPCHI.
[TonsiTue «apXuB» U €ro KOMIUIEKCHI. JIOKyMeHTHBIE pecypchl OMOIMOTEK U My3€eB.
Pecypcbl HayyHO-TEXHMYECKOM M CTAaTUCTMYECKOHM HHQOpMAIMK BO BTOpOU
nosiouHe XX cronetus. PacnpeneneHHble 3J1€KTPOHHBIE PECYPCHI.

Tema 13. PernnameHTanus npoueccoB 10KyMEHTHPOBAHUSA

Vuudpukauus u crangaptuszauud. llenn, o00bekThl yHHU(UKAMK B
nenornpoun3BoAcTBe. TpeboBanus k hopmymsipy-oopasity. Komrmuiekc aeicTBuii mo
yaudukanuu. CoBpeMeHHbIe CTaHIaPTHl Ha TOKYMEHTAIMIO. Y HU(PHUKAIUSI TEKCTOB
CIIy’KE€OHBIX JJOKYMEHTOB.

4.3. Jlekuuu
Ne n/m Ha3Banmue TemMmbl O0bem yacoB
Ounas | OuyHo3a04Has1 | 3a04Hasi
dopma dopma ¢opma
3 cemecTp
1 JIoKyMeHTOBe/IeHHEe KaK HayyHas TUCIUILIMHA. 8 4
HcTopust nokymMeHTOBEICHUS
5 [TonsaTne «TOKYMEHT». JlOKYMEHT: 6 2
MpPU3HAKU, CBOWCTBA U QYHKIIUH
3 WNudopmanroHHas cocTaBIsoIas JOKyMEHTa 4 4
4 MarepuanbHasi ~ COCTaBISIOMIAs — JOKYMEHTA. 6 4
®opma
MaTepHaIbHOIO HOCUTENS HH(pOpMaIuK
5 Konuposanue nnpopmarmu 4 2
6 CriocoObl TOKyMEHTHPOBAHHUS 6 4
Hroro: 34 20
4 cemecTp
7 CrpykTypa 1OKyMEHTa 4 2
Knaccudukanms nokymeHnToB. JlokyMeHTHas 12 4
8 KOMMYHHKAIHST
9 PexBU3UTHI OUIHMATBHBIX JOKYMEHTOB 2 2
10 dopmyIsip TOKyMeHTa 2 2
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JlokyMeHTO0Opa3yonue Npru3HaKy JOKYMEHTA. 4 2
11 danbcuduKanus T0KyMEHTOB
Cuctemsl TokyMeHTaluuu. JIoOKyMeHTHbIE 6 2
12 PECYpPCHl M MaCCHBBI
13 PernameHTarus npoueccoB 10KyMEHTHPOBAHUS 4 2
Hroro: 34 16
HUTOro: 68 36
4.4. IlpakTnyeckue (CEeMUHAPCKHE) 3aAHATHS
Ne n/m Ha3Banmne temMbl O0bem yacoB
Ounasa | OuyHo3aouyHasi| 3a04Has
¢opma dopma ¢opma
3 cemecTp
1 JIOKyMEHTOBE/IEHHE KaK HayyHas JUCLUIUIMHA. 8 4
HcTopus 1OKyMEeHTOBEICHUS
5 [TonsTue «IOKyMEeHT». JlOKyMeHT: 6 2
IPU3HAKU, CBOMCTBA U QYHKLUU
3 WudopmanroHHas COCTaBIAOMAs TOKyMEHTa 4 4
MarepuanbHasi COCTaBIISIIOIIAs TOKYMEHTA. 6 4
4 dopma MaTepuaIbHOr0 HOCUTENS MH(OpMaIK
5 KomupoBanue nnpopmarmm 4 2
6 CriocoObl TOKYMEHTHPOBAHUS 6 4
Hroro: 34 20
4 cemecTtp
7 CtpykTypa TOKyMEHTa 6 2
Knaccudukanus nokymeHnToB. JlokyMeHTHast 16 4
8 KOMMYHHKAIHsI
9 PexkBu3nThl 0QUIIHATBHBIX JOKYMEHTOB 4 2
10 dopmyIsip TOKyMEHTa 4 2
JlokyMeHTo0Opa3yrolue Npu3Haki TOKyMEHTa. 6 2
11 danscupuKanus JOKyMEHTOB
Cuctemsl ToKyMeHTalUuu. JIoOKyMeHTHbIE 8 2
12 PECYPCHI U MaCCHUBBI
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13 PernmameHTarust mporeccoB JOKyMEHTHPOBAHUS 7 2
Hroro: 51 16
HUTOrO: 85 36

4.5. JIabopaTopHbIe padoThI N0 JUCHUILINHE «/[OKyMeHTOBeIeHUe» He
NpeanoaralnTcs yueOHbIM IJIAHOM.

4.6. CamocrosiTesibHasi padoTa CTyJIeHTOB

Ne Ha3zBanue TeMbl Bux CPC O0LeM yacosB
n/m Ounas | Ouno3aounasi| 3aoyHas
dopma ¢opma dopma
3 cemecTp
IToaroroska K 8
CEMUHAPCKUM
JlokyMeHTOBeIeHHE KaK
3aHATHSIM, K
Hay4Hasi JUCLIUILUINHA.
1 i TEKyIIEeMY u 24
Uctopus
MIPOMEKYTOUHOMY
JIOKYMEHTOBEICHHUS .
KOHTPOJIFO 3HAHUU U
yMEHUHI
ITonroroska K 8 24
CEMHUHAPCKUM
[ToHsITHE WIOKYMEHT». 3aHATHSIM, K
2 JIOKyMeHT: mpu3HaKH, TEKyIIEeMY u
CBOIiCTBa U PyHKIUU MIPOMEXKYTOUHOMY
KOHTPOJIO 3HAHUU U
YMEHHUI
ITonroroska K 6 22
CEMHUHAPCKUM
3aHATUSIM, K
WNnpopmanronHas
3 TEKYIEMY "
COCTaBJISIONIAs JIOKYMEHTA
MIPOMEXYTOUHOMY
KOHTPOJIFO 3HAaHUM U
yMEHUHN
4 MarepuanbHas ITonroroska K 6 22
COCTaBIISIONIAs TOKYMEHTA. | CEMHHAPCKUM

dopma MaTepralIbHOTO
HOCHUTEJISE UHPOPMALIUU

3aHATHUAM, K TEKYLLIEMY
U IPOMEXYTOYHOMY
KOHTPOJIIO 3HAaHUU U
yMEHUH
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Konuposanue nunpopmarmu

IToaroroBka K
CEMUHAPCKUM
3aHATHUSM, K TEKYILIEMY
U [POMEKYTOUHOMY
KOHTPOJII0O 3HAaHUM H
YMEHHI

22

Croco0Oxn1
Z[OKYMCHTI/IpOBaHI/ISI

IToaroroBka K
CEMUHAPCKUM
3aHATHSAM, K TEKYIIEMY
U TPOMEKYTOYHOMY
KOHTPOJIIO 3HAaHUU W
YMEHHI

23

7 DK3aMeH

36

Hroro:

76

140

4 cemecTp

CtpykTypa 1OKyMeHTa

IToaroroBka x
CEMUHAPCKUM
3aHATHUSM, K TEKYIIEMY
U IPOMEKYTOUYHOMY
KOHTPOJIIO 3HAaHUI U
yMEHUM

10

Knaccudukanms
JTOKYyMeHTOB. JlokyMeHTHas
KOMMYHHKAITUS

IloaroroBka k
CEMHHApPCKUM
3aHATUSAM, K TEKYILIEMY
U IIPOMEKYTOUHOMY
KOHTPOJIXO 3HAaHUMN U
yMEeHUH

13

PexBu3nThl opumanbHbIX
JOKYMEHTOB

10

IToaroroBka x
CEMHHApPCKUM
3aHATUSM, K TEKYILIEMY
U IIPOMEKYTOUHOMY
KOHTPOJIXO 3HAaHUMN U
yMEHUH

10

Dopmyssp JOKyMEHTa

11

IToaroroBka K
CEMUHAPCKUM
3aHATHUSAM, K TEKYLIEMY
Y IPOMEKYTOUHOMY

10

KOHTPOJIIO 3HAaHUU U
yMEHUH
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JlokyMeHTOO0Opa3yromue IToaroroBka k 4 10
IIPU3HAKYU JOKYMEHTA. CEMUHAPCKUM
danbcuduxanys 3aHATHUSM, K TEKYLIEMY
12 | IOKyMEHTOB U IPOMEKYTOUHOMY
KOHTPOJIIO 3HAHUU U
YMEHHI
CucremMpl JOKyMEHTAIUH. IToaroroBka k 4 10
JIOKyMEHTHBIE PECYPCHI U CEMHUHAPCKUM
MaCCHUBBI 3aHATUAM, K TCKYLLIEMY
13 U IIPOMEXKYTOUYHOMY
KOHTPOJIXO 3HAHUHN U
YMEHHI
PermamenTamus nporneccoB | [ToaroroBka 3 10
AOKYMCHTHUPOBAHUA CEMHUHAPCKUM
3aHATUAM, K TCKYLLIEMY
14 U IIPOMEKYTOYHOMY
KOHTPOJIIO 3HAHUH U
yMEHUM
15 | DOk3amen 36 3
Hroro: 59 76
HUTOIO: 135 216
4.7. Tembl KypcoBbIX padoT:
1. Pa3BuTHe NOHATUSA «IOKYMEHT»: ONpeAcieHue U (yHKIUH.
2. Bo3HMKHOBEHNE TMCbMEHHOCTH, TTOSIBIEHUE IOKYMEHTA.
3. TexkcToBOe JOKYMEHTHUPOBAHME, pa3BUTHE, Ha3HAuye€HUE W 00JaCTh
IIPUMEHCHMUS.
4, MartepuaibHble HOCUTENN HH()OPMAITUU U UX Pa3BUTHE.
S. CoBpeMeHHbIe MaTepUaibHbIE HOCUTETU HH(HOPMAIIHH.
6. Pa3Butue popmynsipa TekcToBbiX JoOKyMeHTOB B X VI-XVII BB.
7. PazBuTue BuaOB U popmylsgpa TOKyMEHTOB B yupexiaeHusix Poccuu
XVIII B.
8. Pa3zButue dpopmynspa nokymenrta B XIX — Hauane XX BB.
Q. PazButune dhopmymnspa 10KyMEeHTa COBETCKOM ATOXH.

10. Pycckue nucbmoBHUKH XIX Beka Kak cucTeMa 00pa3IoBbIX TEKCTOB U

bopMyIsIpOB.

11. I/ICTOpI/Iﬂ BO3HUMKHOBCHHUA U PA3BUTHUA OTACIBHBIX BUJI0B JOKYMCHTOB

(mo BBIOOPY — I'paMoTa, yKa3, MpuKa3, IPOTOKOI, MUCbMO U T.1.).

20




12.  Hcropus pa3BUTHA OTIEIBHBIX 3JIEMEHTOB (HOpMyIIsipa JOKyMeHTa (110
BBIOOPY — COCTAB YJIOCTOBEPEHHSI, MOPSIOK aIPECOBAHUS U T.1I.).

13. Hcropust yaudukamm TEKCTOB JOKYMEHTA.

14. 3akoHonaTenbHas U HOpMATUBHAs perjaMeHTalus TOKyMEHTUPOBAHMS
B JIOPEBOJIIOIIMOHHOW Poccun.

15. 3akoHonarenpHas M HOpPMaTHUBHAS PErJlaMEHTalrs JOKYMEHTUPOBAHUS
Pa3IMYHBIX BHUJIOB JESATEIBHOCTH (opraHu3alMOHHO-PACIOPATUTENBHOM,
KOMMEpYECKOH, KaJpOBOM, JOTOBOPHOM H JIp.).

16. 3akoHonaTenbHas U HOpMATUBHAs perjaMeHTalus JOKyMEHTUPOBAHMUS
OpPraHOB BJIACTH U YIIPABJICHMUSL.

17. Meroabl COBEpPUICHCTBOBAHUSA TOKYMEHTUPOBAHUS YIPABICHYECKOM
JIESITENBHOCTH.

18. BnwusiHME  COBpPEMEHHBIX UH(POPMaLIMOHHBIX TEXHOJIOT U

Ha IOKyMEHTHPOBAaHHUE.

19. Orpaxenne BOMPOCOB MOATOTOBKM U OGOPMIICHHUS TOKYMEHTOB B
NEPUOANYECKUX M3TAHMSIX.

20. OrtpaxeHue BOIPOCOB MOATOTOBKM U O(OPMIIEHUS TOKYMEHTOB B
JUTEPATYPE.

21. PernmameHTanmsi BOIIPOCOB JEIONMPOU3BOACTBA B aIMHUHUCTPATUBHBIX
pernamMeHTax MpeAOCTaBICHHUS TOCYAapCTBEHHBIX YCIYT W HCIOJHEHUSA
rOCy/lapCTBEHHbIX  (YHKUMH (HAQ TpUMEpe OJHOrO0  AJAMHHHCTPATUBHOIO
periaMeHTa).

5. Oopa3zoBaTe/ibHbIE TEXHOJIOTHH

[IpenogaBanue MUCIUIUIMHBI BENETCS C MPUMEHEHHEM CIEAYIOUINX BUIOB
00pa30BaTENbHBIX TEXHOJOTUH: OOBSICHUTEIBHO-WIUTIOCTPATUBHOTO 00y4YEHUs
(TEeXHOJIOTHS TIOAIECPKUBAIOIIETO OOYYEHHMsI, TEXHOJOTHUSI TPOBEACHUS y4eOHOM
JUCKYCCUM), WH(OPMAIIMOHHBIX TEXHOJOTUW (MPE3EHTALMOHHBIE MaTepHalbl),
pPa3BUBAIOIINX W WHHOBAIIMOHHBIX 00PAa30BAaTEIbHBIX TEXHOJIOTHH.

[TpakTHueckue 3aHATHS MPOBOAATCS C MCIHOJb30BAaHUEM Pa3BUBAIOLIUX,
MPOOJIEMHBIX, TPOCKTHBIX, WHOOPMAIIMOHHBIX (MCTOIB30BAHUE JIICKTPOHHBIX
o0pa3oBaTeIbHBIX PECYpPCOB  (DJEKTPOHHBIM  KOHCIEKT) 00pa30BaTeNIbHBIX
TEXHOJIOTHUM.

6. YueOHO-MeTOAMYeCcKOE U HUH(POPMAIIMOHHOE 00ecTeYyeHue
AUCUMILTUHBI:
a) OCHOBHAas JiUTeparypa:

1. HenonpousBoactBo [Tekct] : Yueonuk / [lox pen. beikosoit T. A. —
4 w3n. — M. : HUL] UTHOPA-M, 2021. -393 c.
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2. KysnenoB M. H. JlokymeHTalmoHHOE OOECreueHue YIpaBJICHUS.
JIOKyMEHTOOOOpOT M JIeJIONPOU3BOJACTBO [TeKCcT| @ y4eOHUK WM MPAKTHKYM IS
By30B / W. H. Ky3nenoB. — 3-e¢ u3z., nepepad. u gon. — Mocksa : M3narenbcTBo
FOpaiit, 2023. — 461 c.

0) 1oMOJIHMTEIbHASA JIUTEepaTypa:

1. loxymenToBenenue [ DnekTpoHHbIHN pecype]| : Yueonuk / H. H. Kynsies,
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2014. — 196 c. — URL :
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B%D0%B1%D0%B0%D0%BB%D0%BA%D0%B8%D0%BD%D0%B0%20%D
0%94%D0%BE%D0%BA%D1%83%D0%BC%20%20%D0%B8%20%D0%B4%
D0%B5%D0%BB%D0%BE%20%D0%9B%D0%B5%D0%BA%D1%86%D0%B
8%D0%B8.pdf?sequence=1&isAllowed=y&ysclid=lirblflucp191575712

B) HHTEPHET-pPecypchl.
MuHHCTEPCTBO HAayKH U BbIciIero odpazoBanus Poccutickoit deaeparun —
http://muHOOpHAYKH.pD/

denepanbHas cay)0a o Hag30py B chepe 0Opa3oBaHUsS U HAYKU —
http://obrnadzor.gov.ru/
[Topran ®enepanbHbIX TOCYAAPCTBEHHBIX 00pPa30BATEIIbHBIX CTaHIAPTOB
BBICIIIETO 0Opa3oBanus — http://fgosvo.ru

denepanbubiii mopran «Poccuiickoe obOpaszoBanue» — http://www.edu.ru/
Wudopmannonnas cucrtemMa «EamHoe OKHO mgocTyma K 00pa3oBaTeabHBIM
pecypcam» — http://window.edu.ru/

denepalbHbIN HEHTP HHPOPMAIIMOHHO-00pa30BaTEIBHBIX PECYPCOB —
http://fcior.edu.ru/

JIeKTPOHHBIE 0U0JIMOTEeYHbIE CHCTEMBbI U PeCypChl

DJIIEKTPOHHO-OMOIMOTEYHAs cucrema «StudMed.ru» —
https://www.studmed.ru

HNupopmanuoHHbIi pecypc OndIMoTeKH o0pa3oBaTeJIbHOM
OpraHu3auuu

Hayunas 6ubanorexa umenu A. H. Konsiea — http://biblio.dahluniver.ru/

/. MaTepuajibHO-TeXHHUYECKOEe U TPOTPaMMHOe o0ecreyeHue
TUCUMILTHHBI

OcBoenue TV CUUTLIAHBI «JloKyMeHTOBEICHHE MpeAnoaraet
UCIIOJIB30BaHUE AKAJEMUYECKUX ayJAUTOPUM, COOTBETCTBYIOIIUX JIEUCTBYIOLIUM
CaAaHWUTAPHBIM U MTPOTUBOIOKAPHBIM MPABUIAM U HOPMaM.

[Ipouee: pabouee MecTO MpemNojaBaTelisi, OCHAIICHHOEC KOMITBIOTEPOM C
noctyrioM B HTEpHET.

[IporpammHuoe obecriedeHue:

BbecniaTHoe
DyHKIHOHAIBHOE
nporpaMMHoe Ccebuikn
Ha3Ha4YeHHe
obecrneuenue
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http://window.edu.ru/
http://window.edu.ru/
http://window.edu.ru/
http://fcior.edu.ru/
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https://www.studmed.ru/
https://www.studmed.ru/
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OducHbrii maker

OnepanmoHHas
cucremMa

bpaysep

bpaysep

ITouyTOBBIN KJIUEHT

DaiisI-MeHe IKep

ApxuBaTtop

I'paduueckuii pegakTop

Libre Office 6.3.1

https://www.libreoffice.org/

https://ru.wikipedia.org/wiki/LibreOffice

UBUNTU 19.04

https://ubuntu.com/

https://ru.wikipedia.org/wiki/Ubuntu

Firefox Mozilla

http://www.mozilla.org/ru/firefox/fx

Opera

http://www.opera.com

Mozilla Thunderbird

http://www.mozilla.org/ru/thunderbird

Far Manager

http://www.farmanager.com/download.php

7Zip

http://www.7-zip.org/

http://www.qgimp.org/

GIMP (GNU Image
Manipulation Program)

http://gimp.ru/viewpage.php?page id=8
http://ru.wikipedia.org/wiki/GIMP

Penaxrop PDF

Aynuonneiiep

PDFCreator

VLC

http://www.pdfforge.orag/pdfcreator

http://www.videolan.org/vic/

8. OueHoOYHbIE CPEICTBA MO TUCHHUILINHE

IMacnopt

OLIEHOYHBIX CPEACTB M0 Yy4eOHOU TMCIUIIMHE
«JloKyMeHTOBEIEHNE
[lepeyerr KoMmMeTEHIHM (PJIIEMEHTOB KOMIIETEHIINI), (GOpMUPYEMBIX B
pe3yJibTaTe OCBOCHUS yUeOHOM MUCIMIUIMHBI (MOYJISI) WA MPAKTUKH
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Kon
KOHTPOJIUPYEM
on
KOMITETEHIINH

DopMyITUpPOBKa
KOHTPOJINpYEMOH
KOMIIETCHLIUU

Nunuxarop
BI
JIOCTHXKEHUM
KOMIIETCHIIU
u (o
peanmzyemMo
171
JIACUHUTLINHE

)

KonTponupyemsie Tembl
y4eOHOW AUCHUIIIHHEL

Oranbl
¢dbopmupoBaH
us (cemectp
W3ydeHU)

OIIK-3

Cnocoben
HpI/IMeHHTB
TEOPETUICCKHE
3HAHUSA IJIA
pelueHust
IIOCTABJICHHBIX
3a7a4 B o0J1acTu
IIOKYMGHTOBGIIGHI/ISI

N apXUBOBCIACHUSA

OIIK-3.1

OIIK-3.2

OIIK-3.3

Tema 1.
JlokyMeHTOBEICHHE
KakK Hay4Hast
nucturinHa. Mcropust
JIOKYMEHTOBEICHUS

Tema 2.
«ITOKYMEHT.
JIOKyMEHT: TIpU3HAKH,
CBOWCTBA U (YHKIIMU

ITousatue

Tema 3.
Nudopmannonnas
COCTaBJISIOIIAs
JOKYMEHTa

Tema 4.

MarepuanbHas
COCTaBJISAOLIAs
nokymenTa. ®opma
MaTepuaibHOro
HOCHUTENS UHPOpMAIUN

Tema 5. KonupoBanue
nHpopmanuu

Tema 6. CnocoObl
JOKYMEHTHUPOBAHHUSI

Tema 7. CtpykTypa
JOKYMEHTa

25

Tema 8.
Knaccudpukanus
JIOKYMEHTOB.
JlokymeHTHas
KOMMYHHKAITUS

Tema 9. PexBU3UTEI
oUIHATEHBIX
JIOKYMEHTOB




Tema 10. ®opmysip
JIOKyMEHTA

Tewma 11.
JlokymeHTOOOpa3yroIy
Ve TIPU3HAKU
JOKYMEHTA.
danscuduxanms
JOKYMEHTOB

Tema 12. CucteMsl
JIOKYMEHTAITUH.
JlokyMeHTHBIE
pecypchl U MacCUBBI

Tema 13.

Pernamenranusa
IIPOLIECCOB
JOKYMEHTUPOBaHUs
I1K-3 CriocobeH K [1K-3.1 Tema 1.
OpraHU3alMOHHOMY JlokyMeHTOBeIeH e
u [IK-3.2 KaK HayyHast
JIOKYMCHTALIMOHHO aucuuiuinHa. Mcropus
My 00€CIEUEHHUIO [K-3.3 JTOKYMEHTOBEICHHS
JeATENBbHOCTU Tema 2. Tloustue
YUYPEKICHUN U «IOKYMEHTY.
OpraHu3anuu JIOKyMEHT: IIpU3HAKW,
pasnn4HbIX HopM CBOMCTBA M (D)YHKITUH
COOCTBEHHOCTH Tema 3.
WNndopmannonnas
COCTaBJIAIOLIAs
JOKYMEHTa
Tema 4.
MarepuanbHas
COCTaBJIAIOLIAs
nokymenta. ®opma
MaTepUaIbHOIO

HOCUTeNs MHpOpMaIuu

Tema 5. Konuposanue
uH(pOopMaIu
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Tema 6. Crioco0Bbl
JIOKYMEHTUPOBAHHUS

Tema 7. CtpykTypa
JIOKyMEHTa




Tewma 8.
Knaccudukanus
JIOKYMEHTOB.
JlokymeHnTHas
KOMMYHUKAITUS

Tema 9. PexBu3uTHI
OpUITHATIEHBIX
JIOKYMEHTOB

Tema 10. ®opmynsap
JIOKyMEHTa

Tema 11.
JlokyMeHTO0Opa3yro1l
ue TPU3HAKU
JIOKYMEHTA.
danbcupukanms
JIOKyMEHTOB

Tema 12. Cucrembl
JIOKyMEHTaLUU.
JlokymeHTHbIE
peCypChl U MacCHUBBI

Tema 13.
Permamenranus
MPOIECCOB
JIOKYMEHTUPOBaHUS

Iloka3zarenu u KPpUTEPHUH OLICHUBAHUA KOMHGTEHHHﬁ, OIIMCAaHHEC IIKAJI

OLICHUBAHUSA
Ne | Kon WNnauxatopsillepeuenn nianupyeMblXKontponupyeMsl HanmenoBanu
n/ | KoHTpomUpyemo | AOCTIKEHUH| pesyipratos € TeMbl y4eOHOI | € OIIEHOYHOTO
m | i KoMmeTeHmE | fon o TeHH TUCITUTLIAHBI CpencTBa
u (110
peanuzyemo
u
MUCLUAIUINHE
)
1 | OIK-3 OIK-3.1 | 3Hars: Tema 1, Bonpocsl s
OCHOBHBIE  DJTallbl Tema 2, 00CyXIeHns
OIIK-3.2 | pa3BuTHA Tema 3, Ha
IOKYMEHTOBEICHU; Tewma 4, CCMHUHApPCKUX
OIIK-3.3 | 3aKOHOMEPHOCTH Tema 5, 3aHATHAX (B
pa3BUTUA JOKYMEHTA KaK | Tema 6, BUIC
HOCHTENS HHPOPMALUY; | Tema 7, COO0LIEeH i),
byHKIUH  © Tema 8, KOHTPOJIbHbBIE
CBOWCTBa
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JOKYMEHTOB; IPOOJIEMBI
KJIACCU(PUKAIINH CHCTEM

NOKyMeHTanuu; Y METh:

pemiarsb OCHOBHBIC
poOIeMbI
JTIOKYMEHTOBE/ICHUS,
M0JIb30BaThCS
CIelanbHON
TEPMHHOJIOTHEH u
OpPUEHTUPOBATHCS B
JUTEpaType o
JOKYMEHTOBETYECKOM
MpOOJIEMaTHKE; BBIICIATh
0COOEHHOCTH,
MPEUMYIIECTBA u

HEJOCTaTKU TeX WU
UHBIX  Pa3HOBMIHOCTEH
noKyMeHToB; Bliagers:
HaBBIKAMU CO3JIaHUS
Pa3IMYHBIMU  CIIOCOOAMHU
JOKYMEHTOB;
NPAKTUYECKMMU
HaBBIKAMM B OCBOCHUHU
0COOEHHOCTEH Ipolecca
UCCIIEeOBaHUSI  cOCTaBa
JTOKYMEHTALUH
KOHKPETHOT'O
YUPEKIECHHS,
OpraHM3alluy WK

NPEIIpUATHS;

3HaTh:

HCTOPUIO pa3BUTHUS
JOKYMEHTa u ero
CYITHOCTB;

BUABI COIMAIIEHOM
nH(}OpMAaIIUK; OCHOBHBIE
Pa3HOBUIHOCTH
MaTepHATBHBIX
HocHTenel nHpopmaIumy;
YMeTh:

aHAIIM3UPOBATH
JTIOKYMEHTHYIO
undopmaimio; Biagers:
ONBITOM paboThI c
Pa3TUYHBIMU BUIAMH U

Tema 9,

Tema 10,
Tema 11,
Tema 12,
Tema 13

paboTHI,
MPAaKTUYECCKHE
3aJlaHus,
TECTBI
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dhopmamu
JTOKYMEHTOB/IOKyMEHTH
BIX
CHCTEM/OKYMEHTHBIX

peCypcoB;

3HATh: crocoObI
JTOKYMEHTUPOBAHUSI,
CTPYKTYpPY IOKYMEHTOB;
YMeTh:

CO3/1aBaTh PA3TMYHBIMH
croco0amMu JOKYMEHTHI U
paboTarth C HUMU;
pacro3HaBaTh
(dhanscuduIpoBaHHBIC
nokymentsl; Bliagers:
HaBBIKAMU  aHaJIM3a
JOKYMEHTOB, CHUCTEM
JOKYMCHTAIUH,
JOKYMEHTHBIX PECYpCOB
(MaccuBOB) u
JIOKYMEHTHOH
KOMMYHHKaIIMOHHOU
NeSATCIILHOCTH,
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I1K-3 IIK-3.1 3HATh: Tema 1, Bomnpocsr st
BH/IBI u tumel | Tema 2, 00CYyKIeHUS
I1K-3.2 CYLIECTBYIOIUX Tema 3, Ha
HCTOYHHKOB Tema 4, CEMUHAPCKUX
[1K-3.3 JIOKYMEHTHOH Tema 5, 3aHATUAX (B
unpopmanun; Y METh: Tema 6, BUAC
IIPOEKTHPOBATH Tema 7, cooOrenwui),
GIIAHKH Tewa 8, KOHTPOJIbHBIE
o(pHIHANTBHbIX Tema 9, paborsl,
) . MPaKTUYECKHE
nokymeHToB; BIaners: | Tema 10, -
HaBBIKAMHM ~ COCTaBJICHUS | Tema 11, TeCThL ’
Pa3IMYHBIX BHIIOB | Tena 12,
OKYMEHTAIIUH B
goozBeTCTBiH Cc Tewa 13
TpeOOBAHUAMU
rOCyJapCTBEHHBIX
CTaH/IaPTOB U
Apyrux
HOPMAaTUBHBIX
JOKYMEHTOB;
3HaTh:
MPOLIECCHI CO3/IaHMS,
XpaHeHUs,
pacmpocTpaHeHus
JIOKYMEHTOB;

HOPMATHBHOMETOIUYECKYIO
0a3y co3gaHus
JOKYMEHTOB H
JTOKYMEHTHPOBAHHUSI
YIIPaBICHYECKOM
NeATeNbHOCTH; Y METh:

COCTaBJIATh U 0QOPMIIATh
yIpaBlIeHYECKHE

JAOKYMCHTEIL B

COOTBCTCTBHUH C

31




TpeOOBaHUSIMU
rOCyIapCTBEHHBIX
CTaH/IapTOB;
YHUDUIIUPOBATH TEKCTHI
JOKYMEHTOB;
po¢eCCUOHAIBHO
WCCIIEIOBaTh THIIOBOU
COCTaB CUCTEM
JTOKYMEHTAITUU B

yupexnenusx; BiaageTs:

HaBBIKaMU O(opMIIeHHUs
pa3IUYHBIX BUOB
JOKYMEHTAIMH B
COOTBETCTBHUH C
TpeOOBaHUSIMU
rOCyJapCTBEHHBIX
CTaHJAPTOB U JAPYTHX
HOPMATHBHBIX JIOKyMEHTOB,
B TOM YHCJIE C
WCTIOJIB30BAHUEM CUCTEM
3JIEKTPOHHOTO

JOKYMEHTO000pOTA;

3HaTk:

COCTaB YHU(HUIIMPOBAHHBIX
CHCTEM JIOKyMEHTAllUU U
0COOEHHOCTH COCTaBJICHHUS
KOMILJIEKCOB

JIOKYMEHTOB,
(GYHKIMOHMPYIOUIUX B
JEATEIIBHOCTH YUPEXKICHUM,
OpraHu3alnui, NpeanpuaATun
Ppa3zHoO00pa3HBIX bopm
COOCTBEHHOCTH,
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YMeTs:

COCTaBJIATh u
aKTyaJIH3UpOBaTh
nepeyHu, Tabemm U
aTbOOMBI dbopm
JIOKYMEHTOB;

OIpEeNeNsTh
HUCTOPUYECKYIO u

[IPaKTUYECKYIO LICHHOCTD
JIOKYMEHTOB U IIOPSAI0K
OpraHu3anuu
JIOKYMEHTOB B
KOMILJIEKCBI;

Bnanetn:
COBpCMeHHBIMI/I
TEHACHIIMSIMH  Pa3BUTHS
MH(OPMALIOHHO™
JIOKYMEHTAITHOHHOTO
obecreucHus
YIIPaBJICHHUS

@®oHabI OLIEHOYHBIX CpE€aACTB 110 JUCHMUILJINHE
«I[OKYMGHTOBCIICHHG»

Bonpocsl 1J151 00Cy:KIeHNsI HA IPAKTHYECKUX U CEMUHAPCKUX 3aHATUAX (B
BHJIe COOOIIEeHMIT)

1. OnpeneneHue MOHITHUS  «JOKYMEHT» B TEPMHHOJOTMYECKUX
CTaHJapTaxX, CIOBapsAX M B HAy4HBIX NMyOnukaiusx. COOTHOIIICHHUE U B3aUMOCBSI3b
«JIOKYMEHTa» C TOHSTHUEM  «IIPOU3BEJCHHUE». «IPOU3BEACHUE I€UaTH»,
«ITYOJUKAIUSY, «JIATEPATYPa», KKHUTA», «U3TAHUC.

2. «/lokymMeHT» W TPOW3BOIHBIC OT HETO TEPMHHBI («IOKYMEHTHBIN,
«IOKYMEHTAJIbHBINY, «IOKYMEHTAIIMOHHBIWN, «IOKYMEHTAPHBIN,
«TOKYMEHTHPOBAHHBIN», <«JIOKYMEHTOBBIM»). X 3HaueHWE W  TPUMEPHI
yHOTpeOIeHHUS.

3. Nudopmarmonnsie  Oapbepbl B CHUCTEME  JIOKYMEHTaJbHBIX
KOMMYHHKALUH.

4, CBoiicTBa, MpU3HAKYU, QYHKIIUN JOKYMEHTA.

5. NudopmarmonHas cocTaBisronias JOKyMEHTA.

6. MartepuanbHasi OCHOBA JOKyMEHTa ¥ (popMa HOCUTENS MHPOPMAIIUH.

7. BHyTpeHHSs 1 BHEITHSS CTPYKTYPhI IOKYMEHTA.

8. PekBU3HUTHI JOKYMEHTA.

9. OnpeneneHue MOHSATUM «IOKYMEHTUPOBAHUEY, «METOI», «CIIOCO0»,
«CPeNCTBO» TOKyMEeHTHpoBaHUsA. CrIoCOObI M CpeICTBA 3aucy HH(pOpMaIIIH.
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10. TlomsTus «pom», «BUI», <IMOABUM», «PA3HOBUIAHOCTB», «THID,
MOATUI»,  «Pa3HOBUJIHOCTBH»  JTOKYMEHTOB. COOTHOILIEHHE BHIOBOM U
TUTIOJIOTHYECKON KIacCU(UKAINK TOKYMEHTOB.

11. Knaccuduxamuss  TOKyMEHTOB MO  HUX  MH(POPMAIMOHHOM
COCTAaBJIAIOIIEH.

12. Knaccudukanus J0KyMEHTOB MO UX MaTepUaIbHON COCTaBIIAIONICH.

13. Krnaccudukaiuys JOKyMEHTOB IO OOCTOSITEILCTBAM MX OBITOBAHUS BO
BHENIHEU Cpee.

14. H3pmanme Kak BUI JOKyMEHTa (OCOOCHHOCTH M KJIacCU(pUKAIIHSA).

15. JlokymeHTaJlbHasi KOMMYHUKAIIMOHHAsl CUCTEMa U JIOKYMEHTaJbHas
JesTeabHOCTh. X CTpyKTYpa, MpOIIECCHI.

16. JloxymeHTOBeJAeHHE KaK HayyHas AUCHUIUIMHA (OOBEKT, MpeaMer,
CTPYKTypa, B3aUMOCBS3b C IPYTUMH HAYKaMH ).

17.  OdunmanbHoe U3JIaHUE (ompenenenue, TUIOJIOTUYECKUE
O0COOEHHOCTH, MOATHIIBI, PA3HOTUITHOCTH).

18. Hayunple u3ganus (OMpeaeieHne, THUITOJIOTHYECKHE OCOOCHHOCTH,
MIO/ITHITHI, Pa3HOTHITHOCTH).

19. IlpousBoAcTBeHHBbIE U3JaHUA  (ONpEACIICHUe, TUIIOJOTUYECKUE
O0COOCHHOCTH, TTOATHITHI, PA3HOTHITHOCTH).

20. VYueOnple u3naHus (ompeneicHUE, TUIIOJIOTHYCCKHE OCOOCHHOCTH,
MOJTHUIIBI, PA3HOTUITHOCTH).

21. HayuHo-miomymsipHble W3AaHUA  (OTMpEAENEHUE, THUIIOJIOTUYECKUE
O0COOCHHOCTH, TTOATHITHI, PA3HOTHITHOCTH).

22. JlocyroBoe wu3gaHue (OIpeaesieHue, TUIOJIOTHYECKHE OCOOEHHOCTH,
MOJTHIIBI, PA3HOTUITHOCTH).

23. Pexnamuoe m3manme (ompeercHUE, THUIIOJIOTHYCCKHE OCOOCHHOCTH,
MIO/ITHITHI, PA3HOTHITHOCTH).

24.  JlutepaTypHO-XYy/I0KECTBEHHOE U3/1aHUE (ompenenenue,
TUTIOJIOTHYECKHUE OCOOEHHOCTH, MOATHUIIBI, PA3HOTUITHOCTH).

25. CnpaBouyHoe u3naHue (OmpeneacHUe, TUIOJOTHYECKHEe 0COOCHHOCTH,
MOJTHIIBI, PA3HOTUITHOCTH).

26. HWudopmanmonnoe  wu3nanue  (OmMpeesieHHe,  TUIMOJOTUYECKHE
O0COOCHHOCTH, MTOATHIIBI, PA3HOTHUITHOCTH).

27. Tazera (ompenencHUE, THIIOJOTHUYCCKHEC OCOOSHHOCTH, TIOITHIIBI,
Pa3HOTUIHOCTH).

28. Kypnayi, mnepuoAMYECKUI WM MOPOAOJKAIOLIUNCS
COOpHHUK

(ompenenenue, TUMIOJIOTHYECKUE 0COOCHHOCTH, TTOATHIIBI, PA3HOTUITHOCTH).
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29. bromnerenp (onpeneneHue, TUOIOTHYECKUE 0COOEHHOCTH, TIOTHIIHI,
Pa3HOTUIHOCTH).

30. Kanennmaps (ompemeneHue, TUIIOJIOTHYSCKAE OCOOCHHOCTH, TOTHUIIBI,
Pa3HOTHITHOCTH).

31. HortHoe w3ganme (ompeneneHHe, THIOJIOTUYECKUE OCOOCHHOCTH,
MIOJITUTIBI, PA3HOTUITHOCTH).

32. Kaprorpadpuueckoe wu3gaHue  (ompeAesieHue,  THUIIOJIOTHYECKUE
0COOCHHOCTH, MTOATUIIBI, PA3HOTUITHOCTH).

33. Mzorpaduueckoe uzmanue  (ompenesieHHe,  TUIIOJIOTUYECKHE
0COOCHHOCTH, TTOJATUTIBI, PA3HOTUITHOCTH).

34. HeomyOnuMKOBaHHBIM JOKYMEHT (ONpeaeieHue, THUIIOJIOTHYECKUe
0COOCHHOCTH, MTOATHUIIBI, PA3HOTUITHOCTH).

35. JlenmoBoif AOKYMEHT (OIpeiesieHne, TUMOJOTUYECKHE OCOOEHHOCTH,
MOJTUIIBI, PA3HOTUITHOCTH).

36. IlareHTHBIN TOKYMEHT (OTpEICICHUE, TUTIOJOTHICCKIE OCOOSHHOCTH,
MIO/ITHITHI, Pa3HOTHITHOCTH).

37. KunomokymeHT (ompenereHue,  TUIOJIOTHYECKHE

0COOCHHOCTH, MTOATHUIIBI, PA3HOTHITHOCTH).

38. ®ortomokyMeHT (ompenereHue,  TUIOJIOTHMYECKHE

0COOEHHOCTH, MTOATHUIIBI, PA3HOTUITHOCTH).

39. ®oHO-moKyMeHT (ompenercHue,  THUIOJOTHYCCKHE

0COOCHHOCTH, MTOATHUIIBI, PA3HOTUITHOCTH).

40. Muxkporpaduyeckuii  JOKYMEHT (OIpeJesieHue,

TUTIOJIOTHYECKUE OCOOEHHOCTH, MOATHUIIBI, PA3HOTUITHOCTH).

41. MarHuTHbIi TOKYMEHT (OIpeAesieHne, TUIIOJIOTHYECKHEe OCOOCHHOCTH,
MIO/ITHITHI, PA3HOTHITHOCTH).

42. Ontudeckuit JOKYMEHT (ompenenenue, TUTIOJIOTUYECKHUE
O0COOEHHOCTH, MOATHUIIBI, PA3HOBUIHOCTH).

Kputepun u mkasna olieHUBaHHS 110 OLICHOYHOMY CPEACTBY «COOOIICHUE)

IIIxama OIllICHUBaHMS Kpurepuii ouennBanus
(uHTEpBaN OAIIOB)

5 CooO1ieHre mpecTaBiIeHO Ha BHICOKOM YpOBHE (CTYIEHT B MOJIHOM
o0beMe OCBETHJI pacCcMaTpUBaeMyl0 IpOOJIeMaTHKy, TPHUBEI
apryMEHTbl B TOJIb3y CBOUX CYKICHHUH, BiazeeT MNpOPHIbHBIM
MOHATHIHBIM (KaTerOpUaTbHBIM) arapaToM U T.I1.)

4 CooO1ieHre npeacTaBIeHO Ha CPEeJHEM YpPOBHE (CTYIEHT B IEJIOM
OCBETHJI PAacCMaTpUBAEMYIO MPOOIEMaTHKy, TPUBEN apryMeHTHl B
IIOJIB3Y CBOUX CY)I()IeHHfI, JO0IMYCTHUB HEKOTOPBIC HETOYHOCTH U T.H.)
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3 Coo01ieHre MpencTaBlIeHO HAa HU3KOM YPOBHE (CTYIEHT JIOIYCTHII
CYILIECTBEHHBIC HETOYHOCTH, W3JIOXKWI MaTepHaj C OLIMOKaMH, He
BJAJICET B JIOCTATOYHON CTENEHH NPOQUIBHBIM KaTeropualibHbIM
anmnaparoMm U T.II.)

2 CooOuieHue npeacTaBIeHO Ha HEYAOBIETBOPUTEIILHOM YPOBHE WIIH HE
MPEACTaBICHO (CTYIEHT HE TOTOB, HE BBITIOJIHUII 33JJaHUE U T.11.)

BOHpOCbI K KOHTPOJ/IbHBIM paﬁoTaM

1. JIOKyMEHTOBeIeHHE KaK Hay4YHas JUCIUILINHA.

2. JIOKYMEHT U ero (PyHKIIHH.

3. NudopmanmoHHbie CBOCTBa " KOMMYHHKATHBHBIC
BO3MOKHOCTH JJOKYMEHTA.

4, Croco0Obl JOKYMEHTHUPOBAHUS.

5 CpenctBa JOKYMEHTUPOBAHUS.

6. MatepuanbHble HOCUTENN JOKYMEHTUPOBAHHOM HH(OpMaLUU.

7 [Tpu3Haku JOKyMeHTOB. BapuaHThl U KONMH JOKYMEHTOB.

KpI/ITepI/II/I M IIKajla OOCHHWBAHMWA 110 OOCHOYHOMY CPCACTBY «KOHTPOJIbHAA

pabota»
[MIxana OLICHUBAHHUS Kputepuit onennBanus
(uHTEpBAI OAIITOB)
5 KoHnTposibHast paboTa BbIIOIHEHA HA BBICOKOM YPOBHE (IIPaBUJIbHBIE
otBeThI 1aHbl Ha 90-100% Bonpocos/3aiay)
4 KonTtponbHast paboTa BBIIIOJHEHA HA CpeIHEM YpOBHE (IIpaBUIIbHbIE
OTBETHI 1aHbl Ha 75-89% Bompocos/3aaay)
3 KoHnTposibHast paboTa BbIIIOJIHEHA HA HU3KOM YPOBHE (IIpaBUJIbHBIE
oTBeThI 1aHbl Ha 50-74% BonpocoB/3aay)
2 KonTposibHast paboTa BbIIIOJIHEHA HA HEY/I0BJIETBOPUTEIILHOM
ypOBHE (IIpaBUJIbHBIE OTBETHI JaHbI MeHee ueM Ha 50%)

IIpakTH4eckue 3a1aHUus

Tema: JlokyMeHT U ero ¢pynkuuu Leas

3aHATHSA:

a) MOJYYUTh MPEACTABICHHE 00 SBOJIOLMH U B3aUMOCBS3HM MOHIATHIA
«UH(POPMALIUS» U «TOKYMEHT;

0) 03HAKOMUTHCS C PA3IMYHBIMU QYHKIUAMH TOKYMEHTOB;

B) IpUOOPECTH HaBBIKU (DYHKIIMOHAILHOTO aHaJIN3a KOHKPETHBIX BUJIOB
JOKYMEHTOB.

Conep:xaHue ¥ MeTOAMKA BbINOJIHEHHUS Pa0OThI:

[IpakTrueckast paboTa COCTOUT U3 2-X YaCTEu:
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IlepBast 4YacTh BKIIOYAET 33/JaHUs, CBS3aHHBICE C AHAIU30M ITOHATUH
«MH(pOpPMALIUS» U «IOKYMEHT», BCTPEYAIOUIUXCSI B HOPMATUBHO-METOIUYECKON U
CIIPaBOYHOM JIUTEPATYPE.

3amanue 1. Ha ocHOBe MpejioKEHHBIX 3aKOHOJATEIBHBIX M CIPABOYHBIX
W3JIaHUN BBITTUIIUTE ONPEACICHUS] TIOHATUS «UHDOPMAITUS.

3aganue 2. Vcnonb3ys ¢enepanbubie 3akonbl, ['OCThl u crpaBoyHBIC
W3/1aHUS BBIUIINATE U3 HUX OMPEICTICHUS OHITUS «TOKYMEHT.

3ananme 3. [Ipoananusupyiite GOpMyIUPOBKHU ITUX MOHSATUN U YCTAaHOBUTE,
KaKue acleKkThl (HOCHUTeTh WH(OpPMAIMU, CIIOCOOBI €€ JOKYMEHTHPOBAHUSA,
IOpUMYEcKasl CHJIa JOKYMEHTA U Mp.) U (PYHKIUU TOKYMEHTa 3aJ0KEHBbI B ITHX
ONpENECIECHUSIX.

3ananue 4. YcTaHOBUTE, KaKHW€ U3 ITUX OMNpEICICHUN SBISIOTCS Hanbosee
MPUEMIIEMBIMHU JIJIs1 HCTIONIL30BaHUS B cepe yIpaBiIeHHUs U TIoYeMYy.

3amanuss 1 u 2 cinenyer odopMuUTh B BHUAE TaOJWIl C 3arojOBKamMu
«OmnpeneneHus: MOHATUA «uHGopManus» U «OnpeneneHus MOHITUS «IOKYMEHT)
COOTBETCTBEHHO.

No 3aKOHOOATEIBLHEBIE aKThI

I'OCTHr CropaBoyHbIC U3JIaHUS
/11

Bropasi yacTe 3aaHus mpeanojiaraeT OTpadOTKY HABBIKOB ONPEECIICHHUS
(GyHKUIMNA JOKYMEHTOB (MX LEIEBOr0 Ha3HAYEHU).

3aganue 1. Ha ocHOBE O0O3HaKOMJIEHUSI C TIEPEYMCICHHBIMA HHXE
JOKyMEHTaMU  YKOKHUTE€  pojib  JOKyMEHTa B  JAHHOW  CHUTYallHUH
JIOKyMEHTOOOpa30BaHus, a 3aTeM €ro (PyHKIIUH:

1. 3aknagnas kabana Hepena Cemenona, xutens Conu Kamckoro yesaa
1646 r.;

2. Vka3 [IpaButenbcTBytomniero Cenara o0 mpou3BOACTBE PEKPYTCKOTO
Habopa ot 6 ceHTs10ps 1780 r.;

3. Panopt ekarepuHOyprckoro noJuuMencTepa nepMcKkoMy ryoepHaropy
O IPEACTaBICHUH KONUN LUPKYJISPHBIX MPEAIUCAHUHN 1O y4eOHOMY OKpyTy oT 10
OKTs10pst 1914 1.;

4, Hexper CHK «O B0300HOBIEHUHN yTPAUEHHBIX JOKYMEHTOBY» OT 27
depans 1922 r.;
d. Vka3 Ilpesuanyma BC CCCP «O06 0TBETCTBEHHOCTH 3a pasriallicHHe

roCcyapCTBEHHOW TalHbI U 32 YTPaTy JIOKYMEHTOB, COAECPKAUIUX T'OCYIapCTBEHHYIO
TaiiHy» oT 9 nrons 1947 r.;

6. [TocranoBnenne Cosera MunuctpoB PCOCP «0O06 yBenuuenuu
BBIITYCKA CPEACTB MEXAHW3ALMU JEJONPOU3BOACTBA M YJIYUIIEHUU MOATOTOBKHU
KaJIpOB M0 JAEJIONPOU3BOACTBY» OT 8 Mas 1964 r.;
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7. ®enepanbublii 3aKk0H PO «O06 snexTpoHHOM HU(POBO MOANKUCH» OT
10 ssuBaps 2002 r.
Pe3ynbraThl aHanM3a CTyI€HT JOJDKEH 3aHECTH B TaOJIMILY:

Ne noxymenra Ponb noxymenta | OOuue GpyHKIINH CneunaibHbie
hyHKIIUN
3aganue 2. IlpuBenure nmpumepbl JOKYMEHTOB, 00JaJarolMX OOIIMMHU U
crenuaibHbIMH GyHKIHSIMU (uHpOpPMAIIMOHHOM, COLIMAJIBHOM,

KyJIbTYPOJIOTHYECKOM, YIpaBICHYECKON, MIPaBOBOM, Yyd4eTa, HUCTOPUUYECKOIO
UCTOYHMKA). YKAKHUTE€ BHUJ JIOKYMEHTa, €ro 3arojloBOK M JaTy. 3aJlaHue
BBITIOJIHAETCS] CAMOCTOSITEIIBHO.

Bun nokymenra 3aroJIoBOK JlaTta OyHKIUH

Kputepun orieHuBaHusI MpU BBHIMOJHEHUH MPAKTHUYECKUX 3aJaHUM (IIKasia
OIIEHKH B COOTBETCTBHUHU C 3TAJIOHOM)

[Ixana Kputepuit onenuBanust
OILICHUBAHHUS
(uHTEpBaN

0aJlIoB)
5 3a/iaHue BBIIOJIHEHO B COOTBETCTBUHU C ATAIOHOM
4 B 3aganuu gomymieHsl oAMH-ABa HEJ0YETa U (UITK) OJTHA OIH1OKa
3 B 3amanuu nonynieHo HECKOJIBKO HEJOUETOB U JIBE OLTHOKHU
2 B 3amanuu gomyiieHo HeCKOIbKO HEIOUYETOB M 0oJiee IBYX OIIMOOK

TecTnl
1. [TepBbie MUCEMEHHBIE TOKYMEHTHI Ha Pycu nosiBuimch
B XI Beke B XII Beke
X Beke
2. Ilpomecc co3manus JOKYMEHTOB - 3TO
Cucrema JOKyMEHTalIMHU
JIoKyMeHTUpOBaHUE
EI'CA
3. PexBu3ur - 310
DneMeHT 0pUITMaIBLHOTO TOKYMEHTa
CrannapTHbIid TUCT Oymaru ¢ uHpopMauen
COBOKYITHOCTh PACIOJIOKEHHBIX B OMNPENEICHHOM TMOPSAKE 3JIEMEHTOB
JIOKyMEHTa
4. 3adukcupoBaHHAs Ha MaTepUATBLHOM HOCUTENE HHPOPMALIHS -
JIoKymeHT
CucreMa TOKyMEHTALMU

PexBusur
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5. COBOKYITHOCTh PacHoJIOKEHHBIX B OINPEACIICHHOM IOPSAKE PEKBU3UTOB
JOKYMEHTa-3T0 biaHk

Dopmyisp

JIokyMeHT

6. Homep 'OCTA 1no opopMiIeHUIO PEKBU3UTOB:

6.37-1999

P 6.03-30

P 7.0.97-2016

/. KoMIuieke mpaBui N0 OpraHU3alvi U BEICHHUIO JTOKYMEHTOB

EI'CA

Cucrema OKyMeHTaluU

JIOKyMEHTHPOBAHUE

8. JloxymeHTHI mopa3iesstoTcs Ha 2 Kiacca:

Bnytpennue, Bxoasmue

Brytpennue, ucxonsmue

Bnytpennue, BHeLIHNE

9. Kakue U3 nepeunciaeHHbIX PEKBU3UTOB IOKYMEHTA HE MEHSIOTCA BOOOIIE
WIH JUTUTEIBHOE BpeMs?

3aroJyIoBOK K TEKCTY

Texkcr

Jlata nokymeHTa

HaunmenoBanue opranusanuu

OtmeTka 00 UCTIOJTHUTENE

10. HanmenoBanue opranuzanuu O0s3aTeIbHBIN PEKBU3UT

HeoOs13aTenbHbIi pEeKBU3UT

11. Ha3panue nokymenta O0s3aTenbHbIN pEKBUZHUT

HeoOs13aTenbHbIi pEKBU3UT

12. [laTa, perucTpaiOHHBIA HOMEP

OO0s3aTenbHbIN PEKBU3UT

HeoOs13aTenbHbIi pEeKBU3UT

13. 3aroj0BOK K TEKCTY

O0s13aTeNbHbIN PEKBU3UT

HeoOs3aTenbHbIi peKBU3UT

14. Ccpuika Ha peruCTPAIMOHHBIN HOMEP U AaTy, IMOJieMa MPEeAIpUsTHSL. ..

HeoOs3aTenbHble peKBU3UTHI

OO0s3aTenbHbIE PEeKBU3UTHI

15. T'ocymapcTBeHHBIH Tep0d pacmoaraercs
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[Tocepenune BepxHero mosist OJaHka psAaoM ¢ SMOIemoit Psgom
C AMOJIEMO¥ TPEMPUSATHS B IPABOM BEPXHEM YTITY
Han HanmeHoBaHMeM IPEANPUSTUS B JIEBOM BEPXHEM YTIy

KpI/ITepI/II/I N IIKaJIa OOCHUBAHUS 110 OOCHOYHOMY CPCACTBY «KTCCTBI»

[Ixana OILICHHBaHMSI Kpurepuii oueHnBanus
(uHTEpBaAN OAILTIOB)
5 TecTbl BBINIOIIHEHBI HA BEICOKOM YPOBHE (ITPaBUIIbHBIE OTBETHI JaHbI
Ha 90-100% TtecToB)
4 TecTbl BBIIIOJIHEHBI HA CpPEeIHEM YPOBHE (IIPABHIIbHBIE OTBETHI JaHbI
Ha 75-89% TecToB)
3 TecThbl BBIOJIHEHBI HA HU3KOM YPOBHE (IIPaBUJIHHBIC OTBETHI JIAHBI
Ha 50-74% TecToB)
2 TecThbl BBITOJIHEHBI HA HEYTOBICTBOPUTEILHOM YPOBHE
(mpaBUILHBIE OTBETHI 1aHbI MeHee ueM Ha 50% TecToB)

Kypcosas padora
KypcoBas paboTta nomkHa JEMOHCTPUPOBATh: 3HAHUA IO KOHKPETHOM
Hay4qHOU mpo0seMe, KOTOPYIo 00yYaromuiics
M3yyaj B TEUEHHUE CEMECTPA; YMEHHUE aBTOpa JIOTUYECKU TMOCIEA0BATEIBHO,
apryMEHTUPOBAHO Y TPaMOTHO MU3J1araTh B MUCbMEHHOM BHJIE CBOIO
TOYKY 3PEHHUS U JIeJIaTh B TEKCTE MPOMEKYTOUHBIE YMO3AKIFOUEHUS U BHIBO/IBI;
HaBBIKU CTPYKTYPHPOBAHUS TEKCTA B COOTBETCTBUU C LEJBIO U 33J]a4aMu
paboThl, CHhOPMYJIUPOBAHHBIMU BO BBEJICHUN; YMEHHUE MPABUILHO O(POPMIIATH
Hay4YHO-CIPABOYHBIN anmapaT padoThI.
CtpyKTypa KypcoBOU pabOTHI:
TUTYIBHBIN JIUCT
Conepxxanue
BBeaenue (nauano nymepayuu cmpanuy — cmp. 3)
aKTyaJIbHOCTh OOBEKT MPEIMET 11eJIh 3a]]a4H
XPOHOJIOTUUECKUE PaMKH Teorpaduueckue
TPaHUIbl METOJIbI UCCIIEIOBaHUS UCTOpUOrpadus
POOJIEMBI
0a3a UICTOYHUKOB OCHOBHAs YacCTh
(ot 2 1o 4 paznenoB) Pazgen 1.
HA3BAHUE
1.1. Ha3zanue
1.2. Ha3Banwue u T.1.
Paznen 2. HASBAHUE
2.1. Ha3Banue
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2.2. Ha3Banue u 1.11.
3aKiIroueHue
Crnucok UCIob30BAHHOM JTUTEPATYPhI
[Tpunoxenus
Cnucok cokpaleHui

Lenb MOATOTOBKH U HAITUCAHUSI KypCOBON pabOTHI — (GOPMUPOBAHHE YMEHHIA
Y HAaBBIKOB CAMOCTOSITEJIbHOM MHTEJIEKTYaJIbHON paOOThI:

CaMOCTOSATENIbHO HAXOAUTh U CHCTEMAaTU3UPOBATh JINTEPATYpy MO MpodIeme
VICCJIEIOBAHNS, XapaKTEpU30BaTh  U3YYEHHYK)  JIMTEPATYPY,  BBIABIIS

CYILIECTBYIOINE TOUKH

3peHusl 1Mo TMpoOsieMe; 3HaTh OCHOBHBIC BHJABI HCTOYHUKOB MO Mpobieme u
OILICHHBATb UX

MH(POPMATUBHBIE BO3MOXKHOCTH; CaMOCTOSITEIbHO M3BJIEKAaTh MH()OpPMALUIO U3
UCTOPUYECKUX UCTOYHHUKOB,
3HaTb OCHOBHBIE METOJbl HCTOPHUYECKOI'O MCCIEAOBAHUA U  YMETh

OPUMEHATh WX TPU aHaIN3€ HWCTOYHUKOB; CB3HO U C DIEMEHTaMHU
CaMOCTOSITEJIBHOTO aHAJIN3a U3JI0KHUTh B TEKCTE

U3YYEHHYIO poOsieMy.

Kputepun u 1ikasna olileHUBaHMS IO OLIEHOYHOMY CPEACTBY «KypcoBasi paboTay

[IIxana OLICHUBAHHUS Kpurepuii onennBanus
(uHTEpBaI OAIIIOB)

5 KypcoBas pabGota mpencraBieHa Ha BBICOKOM YypOBHE (CTYIEHT B
MOJTHOM 00BEME OCBETHII PacCMaTpUBAEMYIO MTPOOIEMATHKY, TIPUBEIT
apryMEHThl B TIOJNB3Y CBOHMX CYXXICHHH, BIIAJeeT MPOQPIILHBIM
MOHSATUUHBIM (KaTeropualbHBIM) anmapatoM U T.1.). OdopmiieHa B
COOTBETCTBUH C TPEOOBAHUSMHU MPEABSIBISIEMBIMA K JTAHHOMY BHIY
pabor.

4 KypcoBas paborta mpencrtaBieHa Ha cpelHEM ypoBHE (CTYICHT B
[[EJIOM  OCBETHJI pacCMaTpUBaeMyr0 MpoOJIeMaTHKy, TMpPUBET
apryMEeHTbl B TION3Y CBOUX CYKIEHHUH, JOMYCTHB HEKOTOpHIE
HETOYHOCTH U T.a1.). B odopmieHun AOmMymieHsl HEKOTOpPhIE
HETOYHOCTH B COOTBETCTBUU C TPEOOBAHMSIMH MPEAbSIBIIEMBIMH K
JAHHOMY BHIY paboT.

3 KypcoBast pabora mpenctaBieHa Ha HHM3KOM YpOBHE (CTYACHT
JONIYCTWJI CYIIECTBEHHbIE HETOYHOCTH, W3JIOKWJI MaTepuail ¢
omMnOKaMu, HE BJaJeeT B JOCTATOYHON CTeNeHH MNpPOQHIBHBIM
KaTeropuaibHbIM amnmapatoM MU T.1.). B odopmieHun nomymeHsl
OMMOKY B COOTBETCTBHM C TPeOOBAaHUSAMHU TMPEIBABIIEMBIMUA K
JAaHHOMY By paboT.

2 KypcoBast pabora mpeacTaBiicHa Ha HEYJIOBICTBOPUTEIHLHOM YPOBHE
WM HE MPEJCTaBlicHa (CTYJICHT HE TOTOB, HE BBIMOJIHWI 3aJlaHUC U
T.IL.).
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OueHovHbIE CPeACTBA VISl IPOMEKYTOYHOM aTTecTaluu (3K3aMeH)

3 cemecTp

1. JIoKkyMeHTOBEICHHE KaKk Hayka. Hcrounuku u
METO/Ibl IOKYMEHTOBE/ICHUSI.

2. MecTo 10KyMEHTOBEJICHUS B CUCTEME HayK.

3. Ncropust 1oOKyMEHTOBEICHUSI.

4, JlokyMeHTOBeieHHE B MH(POPMAIITMOHHOM OOIIIECTBE.

S. CyIIHOCTb MOHATHUS «JOKYMEHT.

6. [Ipoucxoxaenne nOKyMeHTa. Pa3BuThe NPEACTaBICHUA O
JTOKYMEHTE.

7. JIOKyMEHT KaK CUCTEMA.

8. CBoiicTBa IOKYMEHTA.

Q. [Ipu3Haku JOKyMEHTA.

10. @®yHKIUH JOKYMEHTA.

11.  OcoGeHHOCTU COLUATIBHOM UH(POPMAITUH.

12.  CaoiicTBa JOKYMEHTUPOBAHHOW MH(OPMAIIHH.

13.  Tpancnsmus nHGOpMAIIN U HHHOPMALIMOHHBIE OAphEPHI.

14. MarepuanpHasi OCHOBA IOKYMEHTA.

15. ®dopma maTepuabHOrO HOCUTEINSI HHPOPMAIIUH.

16. OOmas xapakTepUCTUKA CTPYKTYPhI JOKYMEHTA.

17. BHyTpeHHsIs CTPYKTypa TOKYMEHTA.

18. BuemmHsis CTpyKTypa JOKYMEHTA.

19. Koauposanue nnpopmaruu. S3bIK.

20.  3HaKoBBII METOM KOAUPOBAHUS HH(POPMAITUH.

21. JIOKyMEHT Kak 3HaKOBas CHUCTEMA.

22.  CrocoObl U METOJIbI 3aMcy HH(OpMAITUH.

4 cemecTp

23. OOmmpe TPUHIMUIIBI CHCTEMATH3allud M KiacCupuKaIuu
JOKYMEHTOB.

24.  OcHOBHBIE BUBI KJIacCU(PHUKAIIMN JOKYMEHTOB.

25. CoBpeMeHHbIE KIacCU(pUKAIINKN TOKYMEHTOB.

26. JlokymeHTtooOpasyromue mnpusHakd. IOpuanueckas cuia
JTOKYMEHTA.

27. YepHOBUKHU, MOJJIMHHUKHU, OPUTUHAIIBI.

28. @anbcuduinmpoBaHHbie  JTOKYMEHTHL. (CmocoObl  MOIEIKH
JOKYMEHTOB.

29. Komuu, uX HCTOPUYECKOE PA3BUTHUE U BUJIBI.
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30. IloHsiTHE NOKYMEHTHOM KOMMYHUKAIIMH.

31. JIoKyMEHTHbIE€ KOMMYHUKAIIMOHHBIE CUCTEMBI.

32. JlokyMeHTHas JeATeIbHOCTD.

33. Cucrembl TOKYMEHTAIUH.

34.  JIoKyMEHTHBIE PECYPCHI.

35. Jluckyccum 06  oOBekTe, TpeaMere U OCHOBHBIX
3a/1a4ax JJOKYMEHTOBEJEHUS HA COBPEMEHHOM 3Talle.

36. CtpyKTypa JOKYMEHTOBEICHUS.

37. OmpeneneHus TOHATUA  «JOKYMEHT»: MPOaHAIU3UPOBAThH
pa3MYHbIC MOAXOAbl U TOUKH 3PEHUS K ONPEICICHUIO TEPMUHA.

38. Pa3ButMe W B3aMMOCBA3b TOHATUH «UHPOpMAIUS» H
«TOKYMEHTY.

39. IIpoananu3upoBaTh B3aMMOCBSI3b MOHATUN «UHPOpPMALUL» U
«TIOKyMEeHT» 1o crienuanbHoit urepatype (O3, [OCTrr).

40. Pernamentarus MPOIIECCOB JTOKYMEHTHUPOBAHMUSI:
3aKOHOJIATEIbHBIE U HOPMAaTUBHO-METOANYECKAE TOKyMEHThI 1990-2000 rr.

41. Dramnbl pa3BUTUA TEKCTOBOTO JOKYMEHTHUPOBAHUSI.

42.  Crenorpadus u 006JIacTh €€ MTPUMEHEHHUS.

43. TexHu4eckoe JOKYMEHTHpOBaHHE. XapaKTepUCTUKA OCHOBHBIX
TPYII ¥ BUJOB TEXHUYECKON JOKYMEHTAIIUH.

44,  ®OTO-IOKYyMCHTHUPOBAHHE: TIIOHATHE, TOSBICHUE, pa3BUTHE,
IpUMEHEHHE.

45.  KuHO-IOKyMEHTHUPOBAHHUE U BHU]ICO3AINCH.

46. DoHO-TOKYMEHTHPOBaHUE U cepa ero MpuMeHEHHSI.

47. DIeKTpoHHOE JOKyMeHTHpoBaHHUE. [lOHATHE «IIEKTPOHHBIN
JOKYMEHT.

48.  OcHoBHbIE TpeOOBaHUS K TEKCTY JOKYMEHTA.

49. @opwmbl yHuU(UKAIMM: TUTOBOW U TpadapeTHbI TEKCTHI,
TabynIla, aHKeTa, rpaQuKu, JUarpaMMel.

50. OpraHu3aimOHHO-PACHIOPAIUTEIbHAS  JTOKYMEHTAIIUS:  BH/IBI
JIOKYMEHTOB, cepa mpuMeHeHuUsI, TpeOOBaHUs K OJIaHKaMm.

51. CnpaBouyHO-uH(DOpPMaIIMOHHAS JIOKYMEHTALIUS: BUJIBI
JIOKyMEHTOB, cpepa mpuMeHeHus1, TpeOOBaHUS K OJTaHKaM.

52. JlokyMeHTBI MO JMYHOMY COCTaBYy: BHUJBI JOKYMEHTOB, cdepa
IPUMEHEHUS, TpeOOBaHUS K OJTaHKaM.

53. Pa3BuTue cucTeM U MOHSATHE «OOIas M CrenuaibHas CHCTeMa
JIOKYMEHTAITHI.
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54. PermamenHTarus cocTaBa BUIOB U PA3HOBHUIHOCTEH JOKYMEHTOB
OTIpENENIEHHOTO0 KOMIUIEKCAa TIO 3agadaMm ympaBieHus. Tabemnb Qopm
JIOKyMEHTOB.

55. DnekTpoHHAas cucTeMa TOKYMEHTAIIUH.

56. YHuUIMPOBAHHBIC CUCTEMBI JOKYMEHTAIIUM.

57. Knaccudukaropsl J0KyMEHTUPOBAHHON WH(pOpMAITIH.

58. PekBu3WTHl JOKYMEHTAa: TMEpPEYEHb OCHOBHBIX PEKBHU3UTOB,
MECTOPACTIONOKEHNUE Ha JJOKYMEHTE, MOPSA0K 0hopMIICHHUS.

59. bnankum Jg0KyMeHTOB: oOume TpeboBaHus 0OQOpMICHHUS,
Pa3HOBUHOCTH OJIAHKOB.

60. CocraBnenue u opopMICHUE TEXHHUECKUX JOKYMEHTOB.

Kputepun u mikana OIIEHMBaHUS O OIEHOYHOMY CPEJCTBY IMPOMEKYTOUHBIN
KOHTPOJIb («9K3aMEH»)

[IIxana oueHuBaHusA Kpurepuii onenuBanus
(uHTEpBaN OAIIOB)

OoTIINYHO (5) CtyneHT riay0oKo M B MOJIHOM 00BEME BIAJEEeT MPOrPaMMHBIM
MaTepuasioM. [ paMOTHO, WCYEPNBIBAIOIIE M JIOTUYHO €ro
W3JIaracT B yCTHOW WK cbMeHHoU ¢opme. [Tpu aToM 3Haer

PEKOMEHIOBaHHYIO JINTEPATYPY, IPOSABISAET TBOPYECKHUM MTOAXOL
B OTBETAaX HAa BONPOCHI U NMPABUIBHO OOOCHOBBIBAET NPUHSATHIE
peuieHus, XOpOoLIO BJIAJEET YMEHUAMM M HAaBbIKAMHU IIPU
BBIITOJIHEHUM MPAKTUYECKUX 3a/a4.

xoporo (4) CryzneHT 3HaeT NporpaMMHbBIA MaTepuall, TPpaMOTHO WU IO CYTH
U3JaraeT €ro B YCTHOM MM IMUCBbMEHHOM (opme, nomyckas
HE3HAUUTENIbHbIE HETOYHOCTH B YTBEpPXKJIEHHUSIX, TPaKTOBKax,
ONPEACICHUAX U KAaTETOpUAX WM HE3HAUUTEIIBHOE KOJIMYECTBO
omnOok. Ilpm 3ToM Brazgeer HEOOXOIMMBIMH YMEHUSIMH U
HaBBIKAMU PU BBIOJHEHUH MPAKTUYECKUX 3a/1a4.

ynoBieTBopuTenbHO (3) | CTyAeHT 3HAaeT TOJBKO OCHOBHOW IPOrpaMMHBIM MaTrepual,
JIOTTYCKaeT HETOYHOCTH, HEJOCTAaTOYHO YETKHE (HOPMYJINPOBKH,
HEIOCJIEA0BATENbHOCTh B OTBETAX, M3JIaracMbIX B YCTHOW WIIU
nucbMeHHOM ¢opme. Ilpu STOM HEZOCTAaTOYHO BIAAEET
YMEHHUSMH U HaBbIKaMU IIPU BBIIOJHEHUH NMPAKTUYECKUX 33]1a4.

Homyckaet 10 30% ommnboK B U31araéMbIX OTBETAX.

HeynoBIeTBOPUTENBHO (2) | CTyaeHT He 3HaeT 3HAYUTEIBHOM YacTh MPOTPaMMHOTO
Matepuana. [Ipu 3ToM gomyckaeT MpUHIUNHAIBHBIE OLIMOKU B
JI0Ka3aTelIbCTBaX, B TPAKTOBKE MOHATUI M KaTErOpUi, IPOSBIISIET
HU3KYIO KYJIbTYpY 3HaHW, HE BJIaJIe€T OCHOBHBIMH YMEHUSIMU U
HaBbIKAMU IIPU BBINOJHEHUM NpakTHUeckux 3anad. CTyneHT
OTKa3bIBAETCS OT OTBETOB Ha JIOIIOJIHUTEIBHBIE BOIIPOCHI
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JIMCT M3MeHeHnH U JOIOJTHEHU U

o/

Bune! nonogHeHnii u
U3MEHEHUN

Jlata u HOMep pOTOKOJIa
3acenaHus Kadeapol
(xadenp), Ha KOTOPOM ObLTH
PacCMOTPEHBI U 0JI00PEHBI
NU3MCHCHUA U JOIIOJIHCHUA

[Toanucs (¢ pacmpoBKoif)
3aBeyromiero kadeapoit
(3aBenyromux kadeapamn)
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