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1 Heau ocBOeHMS TUCHUILIMHBI (MOIYJISA)

[ensimu ocBOCHUSI TUCHUIUIUHBI (MOAYIs) «OCHOBBI TOKYMEHTOBECHUS SBIISIOTCS:

- IO3HAKOMUTH CTYJIEHTOB C OCHOBHBIMH MOHATHSIMH JIOKYMEHTOBEJICHUS KaK HayKHu, €
HAyYHBIM HHCTPYMEHTapueM: 00bEKTOM, IPEAMETOM, METOIaMU UCCIIEIOBAHUS, KITIFOUEBBIMU
MOHSITHSIMH,

- PaCCMOTPETH CIEKTP OCHOBHBIX MPOOJIEM B 00JIACTH TOKYMEHTOBEICHHUS;

- 3JI0KUTh TEOPETUIECKUE OCHOBHI pa0OTHI ¢ Pa3HOOOPA3HBIMU JJOKYMEHTAMH B 001IIe-
CTBE.

2 MecTo TUCHMILIMHBI (MOAYJIs1) B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl
MOJAroTOBKH 0akaJjiaBpa (Marucrpa, creuuasamcra)

Hucnurnnuna «OCHOBBI IOKYMEHTOBEICHUS» BXOIUT B 0a30BYI0 YacTh Oyioka 1 oOpa3oBa-
tesibHOM nporpaMmel (b1.5.14) u nM3ydaeT KOMIETEHIMM COBMECTHO CO CJIEAYIOUIMMHU JUCIHU-
IUTMHAMU:

b1.b.15 OcHOBBI apXHUBOBECHUS

b1.b.21 KanpoBoe nenonpon3BOACTBO U apXUBbI JOKYMEHTOB 10 JIMYHOMY COCTaBY

b1.b.22 T'ocynapcTBeHHbIE, MyHULIUIIAIBHBIE U BEJOMCTBEHHBIE APXHUBbI

b1.b.23 JlokymeHTOBenEeHME

b1.b.24 ApxuBoBeaeHue

b1.B.O/1.3 JlokyMeHTaIMoHHOe O0ecreYeHrne apXUBHOTO Jena W MH()OpMaIMOHHON
cthepsl B PO

b1.B.O.17  CoBpemeHHbIe IpOOIEMBI JOKYMEHTOBEICHUS U apXUBOBEACHUS

b1.B.JIB.1.2  CrneuuanbHas cuctemMa y4eTHON JOKYMEHTALIMH

b1.B.JIB.9.2  HopmatuBHas 0a3a 1e10BOT0 NrchbMa

b2.V.1 VYwuyeOHas - mpakTHKa MO MOJYYEHHUIO IEPBUYHBIX MPO(PECCHOHANBHBIX YMEHUN U
HAaBBIKOB, B TOM YHCJI€ IEPBUYHBIX YMEHHUI U HaBBIKOB HAy4YHO-HCCIIEA0BATENbCKON A€ATEIbHO-
CTH

b2.I1.1 Tlpou3BoacTBEHHAas - MPAKTHKA IO TMOJYYEHHUIO MPOPECCHOHANBHBIX YMEHUN M
OTbITa NPO(ECCHOHATIBHOM 1eATEIbHOCTH

b2.11.2 TIpousBoacTBEHHas — NPEAIUIIOMHAs IPAKTHKA

b3 ['ocynapcTBeHHass HUTOroBasi aTTecTalus

3 Komnerenuuu o0yuaroierocsi, popmupyemblie B pe3yJjibTaTe 0CBOCHUS
AUCHHUILUIMHBI (MOLYJIs) M INIAHMPYeMbIe pe3yJIbTaThbl 00y4eHus!

B PE3YIbTATEC OCBOCHUA MOUCHHUILIMHBI «OCHOBBI JOKYMCHTOBCACHU S O6y‘lﬂfOH.[PII>iC§I
JOJIKCH O6J'I8.I[&TL CJICAYIOIIMMU KOMIICTCHIIUAMMU:

CrpyKTypHBII
JIEMEHT [Tnanupyemble pe3ynbTaTbl O0yUeHUs
KOMIIETEHIINH
OIIK-4 BJIaJICHHEM HABBIKAMH HCIOJIB30BAHMS KOMIIBIOTEPHON TeXHMKH

U MH(POPMALHOHHBIX TEXHOJIOTHIl B NMOMCKE HCTOYHMKOB M JIUTEPATYPHI, HCIOJIb30Ba-
HHMH NIPABOBBIX 023 IaHHBIX, COCTABJCHNH 0UOIHOrpaduIecKNX H APXHUBHBIX 0030POB;

3HaTh Ha3BaHMs WH(OPMALIMOHHO-TIPABOBBIX MOPTAJIOB pa3MEUICHUs aK-
TyaJIbHBIX M YCTapEBUIMX HMCTOYHUKOB, 3aKOHOJATEIBHO PErJIaMEHTHUPY-
I0IUX paboTy ¢ JOKYMEHTaMH, a TaK)Ke Ha3BaHUSI HAyYHO-NPAKTUYECKUX
YKYPHAJIOB IO J€JIONPOU3BOACTBY U ApXUBHOMY JIETTY;

4




CTpyKTypHBIi
JJIEMEHT
KOMIIETEHIINH

[Tnarupyemble pe3ynbTaThl O0yUCHHS

YCIIOBHS TI0JIb30BaHUs 0OpazoBareibHbIM moptaioM MITVY, Ga-
30M AeKTpoHHOU OnbmoTeku MI'TY
Ha3BaHU JICHCTBYIOMUX MPO(ECCHOHAIBHBIX

hopyMOB.

YMmers:

COCTaBIISITh TEMATHUECKUN 0030p HAYUHBIX cTaTeii; 0030p aBTOPOB
Ha OCHOBE I'0OJIOBOM MOJIKCKHU KypHaa;

OIICHUBATH U BBISBISATH O0BEM M Ka4eCTBO MH(OpPMAIIUU, TIpesia-
raemMoil MHTepHET-UCTOUHMKAMU MO JEJIOMPOU3BOJCTBY M apXUBHOMY
Jeny

Bnaners:

HaBbIKaMH IIPUMCHCHUS OIICpallii ITOMCKa I/IH(l)OpMaI_II/II/I B IIOUC-
KOBBIX CHUCTCMAX, B TCKCTC KOHKPETHOI'O AOKYMCHTA Pa3JIMYHbIX (bOpMa-
TOB.

K-3 BJIaICHUEM 3HAHUAMHU OCHOBHBIX npoﬁ.neM B 00J1acTH AOKYMEHTOBCACHUA U

APXHUBOBCACHHUSA ]
3HaTh OCHOBHBIC HpO6HeMI>I B 00yacTu JOKYMCHTOBCACHUA, IMPUYIUHBI
BO3HHKHOBCHUS 3THUX HpO6JI€M, a TaKXXC YyCJIOBUA, HGO6XOI[I/IMBIG JJIA UX
YCTPAHCHUSI.
VMmeTs: 00BACHATH pasHuy B CYHICCTBYIONIMX TOJKOBAHHWU KIIFOYCBBIX

MOHATUHN OKYMEHTOBeAEeHUs (OOBEKT, MPEeIMET, METO/bl JJOKYMEHTOBE-
JeHUs], JOKYMEHT, nH(popMalusi, TOKyMEHTHPOBaHHAs UHpopMaius); 1e-
JaTh BBIBO/IBI HA OCHOBaHMM aHalIM3a yNnoTpeOJIeHU TePMUHOB B HOpMa-
TUBHBIX UCTOYHHUKAX U CHEIMAJIbHON JIUTepaType

IIK-8 cnoco0HOCTBI0 aHATU3MPOBATH LEHHOCTh JOKYMEHTOB C LeJIbI0 MX XpaHe-

HHUA,

3HaTh

KpPUTEPUU OLEHKH LEHHOCTH JOKYMEHTOB, IMOCPEICTBOM OINpPEAEIEHUS
(yHKIMH JOKYMEHTOB, CIIOCOOBI M CPEJICTBA JIOKYMEHTHUPOBAHUS;, TIPUH-
UMbl KIacCUpUKAUK (PYHKIHA JOKYMEHTOB B JOKYMEHTOBEICHUU;
MIPEUMYIIECTBA U HEIOCTATKH KaXI0W KJIacCU(PUKAIMOHHON CUCTEMBI;

0 3aBHCHUMOCTH CPOKOB XPAaHEHHUS JOKYMEHTOB OT UX (YHKIIHH U
COCTOSIHHSI MAaTEPHAIBHOTO HOCUTETIS, & TAKXKE OT CIoco0a TOKYyMEHTHPO-
BaHUS

YMmers:

OIpECaACIIATD Cb}IHKHI/II/I JOKYMCHTOB IIO0O PEKBU3HUTaAM U COJOCpKa-
HHUIO; YMCTb 000CHOBBIBATH CBOIO TOYKY 3pCHHA,

MK-19

CIIOCOOHOCTHIO HCIOJIL30BATh npaBuJja MOArOTOBKHU YIIPaABJICHYECCKHUX

JOKYMCEHTOB U BCICHUSA JeJIOBOM NnmepenmucKu

3HaTh OCHOBHbIE (DYHKIIMHU YIPaBICHYECKUX JIOKYMEHTOB; UCTOPHUIO MOSIBICHUS
OCHOBHBIX YIIPABJICHUYECKUX JTOKYMEHTOB B OTE€UECTBEHHOM JEJIONPOU3-
BOJICTBE; UCTOYHHKH, COAEPIKALIUE MPABUIIA MOJATOTOBKU JOKYMEHTOB U
BEJICHUsl [1€JI0BOU NEPEIUCKY;

YmeTn OnpenensaTs QyHKIMIO YIPAaBICHYECKOIO JOKYMEHTa

Bianers METOAaMHU UACHTU(PHUKAIMKA (QYHKIUH YIpaBIEHYECKUX TOKYMEHTOB




CTpyKTypHBIi

JJIEMEHT [Tnanupyemble pe3yabTaTbl 00ydeHUs
KOMIIETCHLIUU
IK-25 BJIa/ICHHEM HABbIKAMHU IOATOTOBKH YIPaBJIEHYECKHX JOKYMEHTOB H

BeJCHUA J1eJI0BOM

3Hare

CIOCOOBl TOKYMEHTHPOBAHUS, HCIIOJIb3YeMbIE B YIPABICHYECKOH mes-
TEJIbHOCTU; MCTOPHIO CTaHOBJIEHUS CIIOCOO JAOKYMEHTHUpPOBAHMsS YIIpaB-
JIEHYECKOM AEATENbHOCTH; MPEUMYILIECTBA U HENOCTaTKU CIOCOOOB J10-
KYMEHTHUPOBAHUs, IPUMEHSIEMBIE B IEJIOBOM JEATEIBHOCTH

YMmern

BBIOMpATh CIIOCOO TOKYMEHTUPOBAHMSI B Pa3HBIX CUTYallUsX JIEI0BOH Je-
ATEIIBHOCTU

Bnanets

TpaAUIUOHHBIM W TCXHOTPOHHBIM criocodbamu AOKYMCHTHUPOBAHUSA
ynpaBnqueCKoﬁ ACATCIIbHOCTH




4 CTpyKTYypa M coJiepKaHue TUCUUIIMHBI (MOXYJIsl) (017 04HOU hopmbl 00yuenus)

OO01mast Tpy1I0€MKOCTh TUCHUTUTHHBI COCTaBsieT 3 3adeTHbIX eaunamil 108  akan. 4acoB, B TOM YHCIIE:
— KOHTakKTHas paborta — 57,2 aKaj. 4acoB:

— ayaurtopHas —_54 aKaJl. 4yacos;
— BHeayauTOpHas — _3,2  aKaJ. 4acoB
— camocrosATenbHas padora — __ 15.1 aKaJl. 4acoB;

— TMOATOTOBKA K 3K3aMeHy — 35.7 akaj. yaca
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= =
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Pasnen/ tema 2 ( ) 2 BuJ caMOCTOSITEILHOM p ym p g% T
o~ S g YCIIEBAEMOCTH 588
JMCIUIIIMHBI & . . g o paboThI " 238
= 55| £ Z 3 2 MIPOMEXKYTOYHOH aTTeCTaluN 5 = E
5 | 85| ERE| &< = ® 3
D 85| Ez| 2% -
= S 3| & = 5 e
5o B9 RS 2
PA3JIEJI 1. JOKYMEHTOBE-
JTEHUE KAK HAYKA
1.1. Posb mokyMeHTa B sku3HU ve-| 1 | 2 - 4 1  |Hosrop nekuuonHoro teoperd-[IpakTUyeckoe  3ajaHue
JIOBEKA 1 OOIIECTBA YECKOro MaTepHuaia, MOATOTOBKA| No]
K TEeKymeMy — TECTHPOBAHHMIO, T 1o pazneny |
HaIucaHue COUMHEHMS-
paccyXJICHUS HA TEMY
«JIOKYMEHT B JKHM3HH 00IIE-
CTBa U YEJIOBEKa»
1.2 HWcroyHuku mokymeHroBen-| 1 |4/1M| - 6 2 [loBTop JIeKUMOHHOTO TeOpeTH-[IpaKTHUECKOE  3aJaHKE
YECKMX MCCIIeIOBAHMIA YeCKOro MaTephaia, TOATOTOBKA| No|

K  TEeKylemy
HanucaHue

TCCTUPOBAHUIO,
COYMHCHU -

Tect k pazneny 1



http://newlms.magtu.ru/mod/page/view.php?id=342950
http://newlms.magtu.ru/mod/page/view.php?id=342950
http://newlms.magtu.ru/mod/assign/view.php?id=342965
http://newlms.magtu.ru/mod/assign/view.php?id=342965
http://newlms.magtu.ru/mod/quiz/view.php?id=342966
http://newlms.magtu.ru/mod/page/view.php?id=342956
http://newlms.magtu.ru/mod/page/view.php?id=342956
http://newlms.magtu.ru/mod/assign/view.php?id=342965
http://newlms.magtu.ru/mod/assign/view.php?id=342965
http://newlms.magtu.ru/mod/quiz/view.php?id=342966
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paccyXIeHUs Ha TEMY
«Jl0OKyMEHT B KM3HU 00I1IeCTBA U
YeJIOBEKa»
PA3JAEJI 2. TIOHATHUA "UH-
OOPMAIIUA" N "JOKYMEHT"
2.1. Tlonstue «unpopmanus» u ee| 1 | 4 6 2 |[loBTOp NEKIMOHHOTO TEOPETH- [pakTHueckoe 3aja-

POJIb B COLIMATIBHBIX U SKOHOMHUYECKHUX
npoueccax. Crneuuduyeckue 4YepTbl
JOKYMEHTUPOBAHHOM MH(MOpMAIUU

YeCKOro MaTepHasa, MOJArOTOBKa
K TEKYIIEMY TECTUPOBAHUIO,
YTEHUE M aHAINW3 JTOKYMEHTAaJb-
HBIX HCTOPUUCCKUX UCTOYHUKOB,
COCTaBJICHHE KOHCIEKTa C WHC-
MOJIb30BAaHUEM TIPUEMOB CXKATHUS
UCXO/IHOM MH(pOpMaLuy;
pedepupoBaHrie U aHHOTHPOBA-
HUE HayYHOH JINTepaTyphl;
OLCHUBATh U BBISBIIATH 00BEM U
Ka4yecTBO MH(poOpMaIMu, Npeasa-
raeMom HHTCPHET-UCTOYHUKAMU
10 JIeJIOTIPOU3BOJCTBY U apXHB-
HOMY JIEITY;

COCTaBJIEHUE TEeMaTHYEeCKOro 00-
30pa Hay4YHBIX cTaTel U 0030p
aBTOPOB Ha OCHOBE I'0JIOBOM

Hue Ne2
Tect k pazneny 2
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MIOJITMCKH JKypHAaJa
2 2. Iousarue "mokyment". Ilpuznaku| 1 |4/14 4/11 2,1 |TloBTOp JEKLMOHHOTO TEOPETH- [TpakTHdeckoe 3ama-
¥ CBOICTBA JOKYMEHTA YECKOTO MaTepuana, IMOArOTOBKA| e No2
K TEKYIIEMY TeCTHPOBAHHUIO, TecT K pasneny 2
YTCHHE W aHaIW3 JOKYMEHTAIIb- p y
HBIX UCTOPHUYECKHUX UCTOYHHKOB;
aHaIIN3 yImoTpeOICHNS TEPMUHOB
(moxymeHt, Oymara, Jeno, aKT,
JIOKyMEHTHPOBaHHAs HH(OpMA-
11s).
2. 3. OcHOBHBIC CBOMCTBA IOKyMEHTOB | 1 4 4/11 2 [ToBTOp JICKIMOHHOTO TEOPETH- [IpakTuyeckoe 3ana-
YECKOro Marepuala, MOArOTOBKA| e No2
K TeKYIIEeMY TECTUPOBAHHUIO. Tecr k pazneny 2
PA3JEJI 3. ®YHKIIMU J1O-
KYMEHTOB M CIIOCOBBI [JO-
KYMEHTHUPOBAHUA COLMAJIb-
HO 3HAYNMOHU NHO®OPMAILINN
3.1. ®yHKIHUN JTOKYMEHTOB 1 - 6/11 3 [ToBTOp NEKIMOHHOTO TeopeTH-|Tecm k pazdeny 3

YECKOro MaTepuasna, IOArOTOBKa
K TEKYyILLEMY TECTUPOBAHUIO,
aHayn3 QYHKIMNA JOKYMEHTOB.
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3.2. CnocoObl M CpeacTBa JOKY- 1 - 6/11 3 CocraBnenue koHcnekta ¢ wuc-|Tect k pazneny 3
MEHTHPOBAHHUS MOJIb30BAaHUEM TMPUEMOB CHKATH
UCXOJHOU nHbOpMaIuy;
pedepupoBaHre U aHHOTHPOBA-
HUE HAYYHOU JIUTEPaTyphl
Hroro no xypcey 1 (1821 36/121| 15.1 IIpomexyTouynas arrecra-
nus (3K3aMeH)
HToro mo nucuuninHe 1 (1821 36/121| 15.1 IIpomexyTouynas aTrecra-

uus (3K3aMeH)
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5 Oopa3oBaresibHbIC U HH(POPMALIMOHHBIE TEXHOJIOTHH

[Tpu m3ydenun paszgena Ne 1 NPUMEHSIOTCS KOMILIEKC OOpa30BaTEIbHBIX M HH(pOpMa-
IIMOHHBIC TCXHOHOFHﬁ, HaHpaBJICHHBIf/i Ha OBJIAACHUC 3aABJICHHBIMHU KOMIICTCHIIUSIMMH.

3HAKOMCTBO C JUCHMIUIMHOM HAYMHAETCS C IeJeroaaranus, 0003Havyaromero OCHOB-HEIE
3HAHUS, YMECHHUS Y HaBBIKH, KOTOPBIE TOJKHBI C(HOPMUPOBATHCS Yy CTYJCHTOB B XO0JI€ U3yUCHUS
KQKJ0r0 paszelia JUCIUILIMHBI «/lOKyMEHTOBEICHUEY.

Hayka «/lokymeHTOBeIcHIE» TIPEICTABICHA B CIICKTPE MPOOJIEMHBIX BOIIPOCOB O €€ MECTE
CpeI APYyruX ryMaHUTAPHBIX HAYK.

TexHoNOrHel MOHUTOPUHTA PE3YIHTATOB 00Pa30BATEIHHON JIEATEIHHOCTH SIBIISIETCS IK3a-
MEH, BBICTABJIIEMbIH Ha OCHOBE MOJTOTOBJICHHOTO IMOPT(OIIHO, MTO3BOJISIOIIEIO YYUTHI-BaTh Pe-
3y.HBTaTBI, I[OCTI/II‘HYTBIQ CTy,Z[eHTOM B pa3H006pa3HHx BHUIax AOCATCIIBHOCTU — yqe6-H0-
MO03HABATEIIBHOMN, YaCTHYHO-IIOMCKOBOM, PEIPOTyKTHBHOM:

Jnist onleHKH MOPTGHOINO NPUMEHSETCS PEUTHHIOBasi TEXHOJIOTHS OICHKH 3HAHWH, CIIO-
COOCTBYIOIIAs ICMOHCTPAIIMKA 00BEKTHBHOCTH TIPENOIaBATEIbCKON OLICHKH.

151 KOHTPOJIA pEeNpOYKTUBHON JEATEIBHOCTH CTYJIEHTOB HCIIOIb3YETCS YCTHBIM OII-pOC
Ha TIPAKTUYECKUX 3aHATHAX, TecTUpoBaHue. [IpodeccnonanbHpie yMEHHs 110 paboTe ¢ UCTOYHH-
KaMH pa3HBIX THUIIOB OTPabaThIBAIOTCS HA MPAKTHYECKHUX 3aHATHAX. Paborta mo ¢gopmupoBanuio
Ha3BaHHBIX BBIIIC MPO(ECCHOHATBHBIX KOMIIETCHIIMH OCYIIECTBISCTCS B MHTEPAKTHBHON Qopme
Ha JICKIITMOHHBIX U HpaKTI/I‘-IeCKI/IX 3AHATUAX.

CojepikaHue YacTH CaMOCTOSITEIbHOM pabOThl (KOHCIIEKTHI, MpakTHueckas pabdora Ne 2)
paccunTansl Ha (OpMUPOBAHHE YMEHHI peepupoBaTh, COCTABIATH HAy4HBIE 0030pHI 11O MaTe-
puaiaM MEepHOAMYSCKUX W3JaHWH, BKIOYas VHTepHEeT-u31aHus NMpoQecCHOHANTBHBIX HAYYHO-
HpaKTI/I‘IeCKI/IX )KypHaJIOB.

TpaauunonHbie 06pa3oBaTe/ibHbIE TEXHOJOTHN TPU U3ydeHHH Kypca «OCHOBBI JOKY-
MEHTOBEJICHUS» COYETAIOTCS C MHTEPAKTHBHBIMH TexXHojorusamu . Qpranusamus oOpa3oBa-
TEJBHOTO Mpollecca MPeAnoiaraeT akTHBHOE U HEMTMHEITHOe B3aMO/ICICTBIE BCEX YUaCTHHUKOB,
JOCTIIKEHUE Ha 3TOH OCHOBE JIMYHOCTHO 3HAYMMOTO JJII HUX 0Opa30BaTEIIbHOTO pe3yibTaTa.
Hapsiny co cnenuanu3upoBaHHBIMU TEXHOJIOTUSMHU TAaKOTO poOJa MPHUHIMI WHTEPAKTUBHOCTU
IIPOCJIEKMUBAETCS B OOJBIIMHCTBE COBPEMEHHBIX 00pa30BaTEIbHBIX TEXHOJOTUH. MHTEepakTuB-
HOCTb MOJJpa3yMeBaeT CyObeKT-CyObEeKTHBIE OTHOIICHUS B X0/Ie 00pa30BaTeNbHOTO Mpoliecca U,
KaK clie/IcTBHE, ((OPMHUPOBAHKE CaMOPA3BUBAIOIICHCS HHPOPMAITHOHHO-PECYPCHON CPEIBI.

KonTaktHas paborta mpenmnonaraetr MHGpOPMALHOHHO-KOMMYHHKAIIMOHHbIE 00pa3oBa-
TeJbHbI€ TEXHOJOTMU — OpPraHu3anus 00pa3oBaTEILHOTO MPOIecca, OCHOBAHHAS HA TPHUMEHE-
HUU CIIEUATU3UPOBAHHBIX MPOTPAMMHBIX CpE U TEXHUUECKUX CPEJICTB paboThl ¢ MH(MOpMAIIH-
eil.

Jlexuus-Bu3yanu3anus — U3J0KEHHUE COJEP)KaHUS COMPOBOXKIAETCS Mpe3eHTanuen (me-
MOHCTpaI_[I/IeI\/'I yqe6HBIX MaTepI/IaJ'IOB, HpeHCTaBHeHHBIX B paBHHqHBIX 3HAaKOBBIX CHUCTEMaxX, B T.4.
WLUTIOCTPATUBHBIX, TpapUUECKUX, ayIN0- U BUJIEOMATEPHAIIOB).

[TpakTrueckoe 3aHsATHE B (POpME MPE3EHTALUN — MPEJICTABICHUE PE3yJIbTAaTOB MIPOEKTHON
WIH HCCIIEIOBATENbCKON JESTEIBHOCTH C HCIONb30BAHHEM CIIEHUATN3UPOBAHHBIX MPOrPaMM-
HBIX Cpel.



6 YueOHO-MeTOIMYeCKOEe 00ecleyeHne CaMOCTOSITeIbHOM PadoThl 00y4YarOLUXCsl

PA3AEJ 1. JOKYMEHTOBEJIEHUE KAK HAVKA

Ilpakmuueckoe 3ad0anue Nel

1) mNO3HAKOMUTbCA  C aKTyaJdbHbIMH  HMCTOYHMKAMH, COJEp)KaLIUE  CTUXHUMHO-
CJIO’KMBLIMECS HOPMBI U IIpaBUiIa paboThI ¢ JOKYMEHTaMH;

2) HAY4YHUTBCS COCTABIATH 0030pHI MyOJUKAIMI Ha OCHOBE HAYYHO-TIPAKTHYECKUX JKYyp-
HaJIOB IO JEJIONPOU3BOJACTBY U aDXUBHOMY JEIY;

3) nozHakoMuthes ¢ «I'eHepanbHbIM pernamenToM» 1720 roga u «KpaTkuMm cioBapem
BHUJIOB ¥ PA3HOBUAHOCTEH JOKYMEHTOB» 1974 r.;

4) peKOHCTPYUpPOBaTh COCTAB CUCTEM YIIpaBJIEHYECKOHN AokyMeHTaluu lleTpoBckoil amo-
XH.

1. [Ipoananu3upoBaTh KOMIUIEKT TOJOBOM MOJMUCKH (II€YATHBIN WM AJIEKTPOHHBIN pe-
cypc B cetu VIHTepHET) OIHOT0 U3 KypHAJIOB, YKAa3aHHBIX B CIMCKE, 3a JII000M IoJ] U3 MmsTH 1o-
CIIETHUX.

1. JlaTh XapaKTepHUCTUKY TEMAaTUKH CTAaTE U MaTepUasoB KypHana. OpueHTupo-
BaThCs 10 KJIIOUEBBIM CJIOBaM, 3aroJIOBKaM CTaTei.

2. Y CcTaHOBUTH, UMEET JIU JKypHaJl CBOM CaliT B ceTu MHTepHeT (yKka3aTbh) U npejia-
raeT J1 OH JIEKTPOHHYIO BEPCUIO (apXUB) CBOMX BBIITYCKOB.

3. [Tonp3ysch cipaBOYHBIMU JIAHHBIMU JKypHaJIa, 1aTh OOLIYI0 XapaKTEepUCTUKY aB-

Topam crarei (ykazate @O, mecto paboThl U T0KHOCTH). CaenaTh BEIBOJ 00 aBTOpax xKyp-
HaJIbHBIX MTyOJIMKaLUH.

4. CocTaBuTh KOHCIIEKT OHOM U3 cTaTre (Ha BbIOOp). OObEMOM CTaTbU JJOJIKEH
ObITh HE MEHEE 3-X KYPHAIbHbBIX CTPAHMUIL.

Memoouueckue pexomenoayuu

AHallu3 KOMIUIEKTa TOJOBOI MOJAMUCKM BBIOPAHHOTO JKypHajla clelyeT NpPEeICTaBUTh &
6uode CceA3H020 meKcma, B KOTOpOM OyIyT OTpa)K€Hbl OTBETHI HAa BCE MOCTABJIEHHbBIE BBILIE BO-
MIPOCHI, JIUDO 6 6ude MadAULbL.

MHorve u3 NEepeyuCIIEHHbIX HUXXE >KypHAJIOB IPEJCTaBICHbI B apXHMBaX Ha COOTBET-
CTBYIOLIMX >KYpHAJIbHBIX CalTax.

B ouenke naHHOro 3ajaHusi OCHOBHOE BHUMAaHHE YAENSETCS CIIOCOOHOCTH CTYJIEHTOB
YBHUJIETh, C OJJHOW CTOPOHBI, TUITUYHOE U XapaKTepHOE JJIS IaHHOT'O UCTOYHUKA, C JPYroi, ero
O0COOEHHOCTH U ITPEUMYIIECTBA.

ITpu coctaBneHMM KOHCIEKTa YPHaJIbHON CTaTbU OLIEHMBAETCS YMEHHE CXKUMAThb MH-
dbopMaruio, OCTaBIIsAsl KIOYEBbIE MOMEHTBI TEKCTA; COCTABJISTh KOHCHEKT OT 3-ro JIMLa WU B
6e3m4Hol popme, ecin aBTOPOM CTaThu ObLT BBIOpaHa opMa AUaIora ¢ YnTaTeseM.

UtoroBeiii  BBIBOA  0030pa  MOXET  COJAEpKaTh  PEKOMEHJAIUI0  HayMHAlo-
MM JOKYMEHTOBEaM 110 BO3MO>KHOCTSIM HCIIOJIb30BaHUS MH(OPMAIMK U3 JAHHOTO UCTOYHHKA.

Cnmcok ;KypHaJI0B
«Jlenonpou3BoCTBOY,
«Jlenonpon3BoICTBO U JOKYMEHTOOOOPOT Ha PEATPUSITUN,
«OTe4ecTBEHHbIE APXUBBIY,
«BecTHHUK apXUBUCTaY;
«CekpeTapckoe Aeo»,
«XOpOoIINM CEKPETAPHY,
«Cexpetapb-pedepeHT»,
«CrpaBOYHHK CeKpeTaps U ouc-MeHeIKepay,
«CoBpeMeHHBI! o(uc-MeHemKep»,
0.  «YmpaBneHue NEpPCOHATIOM»,
11. «KanpoBoe genoy,
12. «Kanposas ciryx6a»,
13. «KamgpoBuk»,
14. «CripaBOYHHMK KaJIPOBUKAY,

HBoo~NooOR~WNE
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http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60559&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
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http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary

15. «Kanps! mpeanpusaTus»;

16. «MEHEIKMEHT U KaJIpbl»,
17. «HayuHo-Texnuueckas uHopmarus»,
18. «bubanoTeKOBEIEHUEY.

2. Ilpouurtars «l'eHepanbublii persameHT» 1720 r.(cm.

Xpecromatusi K paszneny 1).

Omnpenenutsb, Kakue cepbl TOCYTapCTBEHHON NIEeATENbHOCTH, 0 MHeHHIo [lerpa I, HeoOxomumo
OBLIO YIOPSIIOYMBATH C MOMOIIBIO JOKYMEHTOB? Brimucats chepbl TOCYyIapCTBEHHON ACSITEINb-
HOCTH B Tabnuiy (cMm. @opma tabmutiel, cronbderr 1).

Ornpenenutb BUAOBOW COCTAaB AOKYMEHTOB JIaHHOW 3MOXU. BpinucaTte Ha3BaHUS BU-
JIOB IOKYMEHTOB I10 TJIaBaM (CTOJIOIBI 2 U 4), a 3aTeM, oJb3ysIch «KpaTkum cioBapeM BHIIOB U
pa3HOBUAHOCTEHN JOKyMEHTOB» 1974 1. (cMm. Xpecromarus k pazzaeny 1) u «l'eHepaabHbIM pe-
rJIAaMEHTOM», PacHpelleuTh YKa3aHHbIE BUAbI U Pa3HOBUIHOCTU JIOKYMEHTOB IO cepam rocy-
JAPCTBEHHOM JCSITEIIbHOCTU. 3aHECTH JIaHHbIC B TAOJIHILY.

JlaTp TONKOBaHME BBINMCAHHBIM BUJAM U Pa3HOBUAHOCTAM JOKYMEHTOB, IOJb3YSCh

«Kparkum cioBapem ..

»(cromberr 3).

Haunmeno- Bua u pazHoBua- CJioBapHoe onpeesieHne BU- CceblLi-
BaHue cepnbl HOCTBb JIOKYMEHTAa Ja ¥ Pa3HOBWIHOCTH I0KYMEHTA MO0 | KA Ha IJIaBy B
rocyaapcTBeHHOM «Kparkomy ciioBapio Bui0B U pa3- («['eHepajibHOM
NesiTeJIbHOCTH HOBHJIHOCTE 1I0KYMeHTOB»(1974) | periiamenTe»
1720 r.
1 2 3 4

Tect k pazneny 1
1. Yka:xkute BepHoe npojaosxenne ¢paspl: 3aKoH 0OKYMEHMAUUOHHO20 OPopMmaeHUs

COUUANLHO 3HAYUMBLI COOBIMUTL Oelicmeyent ...

1. Tonbko I OPUIMATIBHBIX TOCYIaPCTBEHHBIX COOBITHS;

2. TOJBKO JyIs OOIIECTBEHHO-TIOJIUTUYECKUX COOBITUH;

3. cyry0o IS TUYHBIX, CEMEHHBIX COOBITHIA;

4. nns 1r00bIX COOBITHH, 3HAUUMBIX JUIsl OT/I€IBHOTO YesIOBEeKa UM IPYIIIbI JTHOACH.
2. JlelicTBus 4yesioBeKa (C MOMOIIBIO TEXHUKH HJIM JPYTHUX CPeICTB) MO 3aHECEHHIO

3HAYMMOH MH(POPMAIMM HA MATEPHAJIBLHBIH HOCHTEIb HA3BIBACTCS

1. undopmaruzanmei;

2. JOKYMEHTHUPOBaHHEM;

3. JOKYMEHTaIlMOHHBIM 00ECTICUeHHEM YITpaBIICHHS,

4. nenomnpou3BOJCTBOM.
3. JIoc/10BHO € JIATHIHU CJI0BO «TI0KyMeHT» (documentum) obo3Hauaer:

Oymara;

rwpe

3allrcChb, IINCATh,

JIOTOBOP, 00513aTENBCTBO;
MHCbMEHHOE CBH/ICTEIBbCTBO, 00pa3ell.

4 IlonsiTHE «T10KYMEHT» SIBJISIETCS. ..
1. 00BEKTOM JOKYMEHTOBEICHHS;

2. TpeAMETOM JTOKYMEHTOBEICHHUS;
3. Lenpro JOKYMEHTOBEICHUS;
4. WCTOYHHMKOM JOKYMEHTOBEICHHUSI.

5. BpeMeHeM BO3HHKHOBEHUSI MEPBBIX TOKYMEHTOB MOKHO CUMTATH JMOXY:
1. 5500-3300 r. no Hariei 3psI;
2. 20 TBIC. JIET Ha3am;

3. 988 . (kpemenue Pycu v mosiBIIeHNE CIIaBIHCKOW MUChMEHHOCTH);
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4. CcpenHEBEKOBBE.
6. Iloas OTJie — 3T0:
aBTOP MEPBOro y4eOHUKA 110 TOKYMEHTOBEICHHUIO;
OJIMH U3 OCHOBAaTeNel HayK JIOKYMEHTOBeIeHHE U NH(DOPMATHKA;
YUYEHBI, KOTOPBI BBEII B 00UXO]] TEPMUH «JJIOKYMEHTOBEICHUEY;
YUEHBIH, KOTOPHIH BBEJl B 00UXO] TEPMUH «IJOKYMEHT.
7. TenaneHumMsi ynorpeoJAiTh TEPMUHBI «1eJI0Bas OyMara», «aKkT», «1ej10» B PyCCKOM
si3bIKEe BMECTO CJIOBA «IOKYMEHT)» COXPAHSJIACDH:
1. 101720
2. 1o XIX Bexka;
3. 1020-xrr. XX B.;
4. 10 30-x rr. XX B.
8. TunnyHble PYHKIUN MEHEIKMEHTA OTPAKeHbI B MOHATHH:
1. ympaBneHueckas cucTeMa JOKyMEHTAIIHS;
2. OpraHM3alMOHHO-TIPABOBAS TOKYMEHTALINS;
3. (duHAHCOBas TOKYMEHTAIIHS;
4. yHu(puUUpPOBAaHHASA JOKYMEHTAIUS.
9. CoBpemeHHasi YHU(PUUMPOBAHHASI CHCTEMA JOKYMEHTAUMH YYTeHAa U CHCTeMAaTH-
3MpPOBaHA B...
1. OKV/[;
2. crangaprax 1SO;
3. mocradosneHusx LUK u CHK;
4. «['enepanbHoM persnamente» 1720 r.
10. KT0 M1 YTO 3aCTAaBHJI €O BpeMeHEeM 0TKAa3aThCsl OT TEPMHHA «/1eJ10Basi Oymaray,
OPHEHTHPOBAHHOI0 HA MATEPHAJIbHBII HOCUTE/Ib, U MIEPEHTH K TEPMHUHY «TOKYMEHT»?
1. Oxtsa6pnckas peBomtorust 1917 r.;
2. TexHudeckwii mporpecc;
3. IMoas Otine;
4. llocranosiaenue IIMK u CHK.
11. HaiinuTe npaBujibHOe npogoskeHue ¢ppassl «B npoyecce céoezo ¢hynkyuonuposa-
HUsa 6 o0uiecmee OOKyMeHm MOdMCem NPOX0O0ums HECKOIbKO Cped — ONepamueHyro, pempo-
CHEKMUGHYIO U...
1. npodunakTuyeckyio;
2. TPOrHOCTUYECKYIO,
3. COrJIacoBaHUs U YTBEPKICHHUS;
4. apXUBHOTO XpaHEHUS.
12. C TakumMu HayKaMH, KaK apXuBOBeJeHHE, KHUTOBeleHue, OM0IH0TeKOBe/AeHHe,
oubauorpadosenenue, Teopusi HMHPoOpMANMU, JOKYMEHTAJIUCTHKA, JTOKYMEHTOBeIeHUE
uMeeT o0IMii/-yr/-une:

NS

1. mens

2. 00BEKT;
3. Tmpenmer;
4. 3apgauu.

13. CoBOKYNMHOCTH NMPUEMOB M ONepPalUii MO3HAHUSA U MPAKTHYECKOIH AeATeTbHOCTH
WIHN CIO0C00 JOCTHKEHHsI ONpeeJIeHHbIX Pe3y/IbTATOB B IO3HAHUM M NPAKTHKE HA3bIBACT-
cs...
CPEICTBOM,;
CIocoooM
METOJIOM;
. OOBEKTOM.

14. Yxaxurte meron, koropeiii HE OTHOCHUTCS k MeTogam aHa/IM3a TEKCTA NOKY-
MEHTA.

1. KOHTCHT-aHAIM3,;

el el
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2. METOJ KCIEPTHBIX OIEHOK;

3. Merona GopMyJISIpHOTO aHATU3a;

4. JIVHTBUCTUYECKAs SKCIEPTH3A.

15. K uncay oomenayunbix MerogoB HE OTHOCHUTCSI:

1. cucTeMHEII;

2. MOJEIUPOBAHUS;

3. HaOmoaeHus;

4, KXOHTEHT-aHaJIN3.

16. Baxkneiiium 001eHAYYHBIM METOI0M /ISl JOKYMEHTOBEAEeHUS SIBJISIETCS. ..

1. xnaccuduxanus;

2. METOJ UCTOYHHKOBEIYECKOTO UCCICIOBAHUS

3. aHanu3a rpaUYecCKuX JTaHHBIX JTOKYMEHTA,

4. KOHTCHT-aHaJIN3.

17. IlocnenHue nAecATHIETHS JTOKYMEHTOBeleHHE CTPEMHUTCS K TOMY, YTOObI CTATh
MEKTUCHUTITHHAPHO, cOOUPaTEeTbHONl HAYKOW H €O31aTh TEOPHIO O JOKYMEHTE U JO0KY-
MEHTHOIl KOMMYHHMKAIUM /IJIsl pellieHHs] MPAKTHYeCKUX 32/1a4 B KOHKPeTHOH cdepe 10KY-
MEHTHOIi 1esiTeIbHOCTH. Kakoe Ha3BaHHe Mpeasiaraercsi y4yeHbIMU J1JIsl 3TOi 00001aromei
Hayku?

1. nokymeHrosorus;

2. (GOoHIOBEICHMUE;

3. HCTOYHHMKOBEIECHHUE;

4. mnaneorpadus.

18. JoxymentoBenenue, no muenuio H.C. JlapbkoBa, 10/KHO U3y4aTh ...

1. BCIO COBOKYMHOCTH JOKYMEHTOB, BOZHUKAIOIIUX B JIEATEIHHOCTH Pa3BUTOrO OOIIECTBA;

2. TOJNBKO YIPABICHYCCKYIO U MTPABOBYIO JOKYMEHTAITUIO;

3. TONBKO TEXHHUYECKYIO JOKYMEHTAIIHIO;

4. BCIO JOKYMEHTAIIMIO, BOSHUKAIOIIYIO B OpraHU3aIUsX.

19. OTHOcCHATCS JIM HOPMATHBHO-METOUYECKHE AKTHI K MCTOYHMKAM, H3y4aeMbIM B

AOKyMeHTOBeAeHun ?
1. Ja.
2. Her.

3. [la, HO TOJIBKO MOCTE MPEKpaIIeHUs UX ASHCTBUSL.
4. Jla, HO TOJBKO AEUCTBYIOLINE B HACTOSIIIUNA MOMEHT.

20. PacnosioskuTe B XpOHOJIOTHYECKOM NMOPSIAKE CJeAyIOIe HOPMATHBHO-TIPABOBbIE
aKThI:

1. T'eHepanbHBI periaMeHT;

2. TocymapcTBeHHas crcTeMa TOKYMEHTAIIMOHHOTO 00eCTieueH sl YIPaBICHUS;
3. exper CoBHapkoma «O HOpsIKE YTBEPKICHUS U ONyOJIMKOBAHHS 3aKOHOBY;
4. OOwiee yupexaeHne MUHUCTEPCTB.

21. Ilo Ha3BaHHUIO ONpefeuTe, K KAKOMY YPOBHI0O HOPMAaTHBHO MeTOAUYEeCKOM 0a3bl
JOY mo:xHo 0b1710 0b1 0THecTH IIpukaz Munucmepcmea Kyiabmypsl u Macco8blx KOMMYHU-
kayuit Poccuiickoit @edepayuu om 8 noaopa 2005 2. Ne 536 (2. Mockea) «O munoeoii un-
CIPYKYUU nO 0eJ10nPoU3600Cmay 6 (hedepanbHblX OP2aHax UCHOJIHUMENAbHOI 6/1ACHIIL)

1. TlpaBoBble aKkTbl, U3/1aBaEMbI€ BHICIIUMHU (pe/iepaIbHBIMU OpraHaMH 3aKOHO/IaTeIbHON
BJIACTH U yIIPABJICHHUS.

2. TlpaBoBble aKThl, M3/1aBaeMbl€ BHICIIUMU (eiepaaIbHBIMU OpraHaMy UCTIOIHUTETbHON
BJIACTH.

3. TlpaBoBbIe aKThI, H3aBacMble OPTaHAMHU 3aKOHOIATEIHbHON U UCIIOTHUTEIHLHON BIACTH
cyobekToB PD 1 TeppuTOpHaIbHbIX 00pa30BaHUIA.

4. IlpaBoBbl€ aKThl HOpPMAaTUBHOTO U UHCTPYKTUBHOTrO Xapakrepa no 10V, usnasaemsle py-
KOBOJICTBOM KOHKPETHBIX IMPEANPUATHN U OpraHU3aIui.

22. Ilponoskute ppasy: «I' CAOY nawna céoe npodonsicenue...»
1. B poccuiickux 'OCTax;
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2.
3. B (enepanpHbIX 3aK0oHaX PD;
4.

B cTta"aaptax ISO;

B THITOBBIX HHCTPYKIUAX IO ACTIOIIPOU3BOACTBY.

23. Ilponosxkure ¢pazy «llo ceoemy cmamycy UCTOYHMKHU, COJAEpKALIME HOPMbI U

nmpasuJjia paﬁoTLI C JOKYMCHTaAMMU, J€JIAATCA HA IB€ I'PYIIILI...»
1.

2.

w

&

2

UCTOYHUKH, 3aKOHOAATEJILHO PETIAMEHTHPOBABIINE KOI'1a-TO WU perjJaMeHTUPYIOIUe
10 HACTOsIIee BpeMs paboTy C TOKyMEHTaMU;

aKTyaJbHbIE HCTOYHHUKH, OTPA’KAIOIINE COBPEMEHHBIN OIBIT, TPAJAULIUH JIEJIONPOU3BOI-
CTBA U HETOCPEACTBEHHO BIMSAIONINE HA TIPAKTUKY PabOThI ¢ JOKYMEHTaMH;

ycTapeBIINe HCTOYHUKH, UMEIOIUE TOJIBKO HAyUYHYI0, HCTOPUKO-KYJIbTYPHYIO LIEGHHOCTb;
MCTOYHUKU, COJAEPIKAIINE CTUXUMHO CII0KUBILNECS HOPMBI U IIPABUJIA, OTPAKAOLIUE
TPAaJULMU U IPAKTUUECKUI ONBIT 1€JI0NPOU3BO/ICTBA.

4. Ilponosxkute ¢pasy «llo cmenenu énuanus HA COBPEMEHHYI0 NPAKTHUKY HCTOY-

HHUKH, COJep:Kallie HOPMbI U MPaBHJIa PadoThI ¢ JOKYMEHTAMH, JeJISTCA HA JBe Ipyl-

nbI..

Ku?

94

2

1.

2.

3.
4.

2

rwNe

2

Awnpe

2

1. uWCTOYHUKHM, 3aKOHOAATEIHHO PETIIaMEHTUPOBABIIKE KOT1a-TO WIH PErJaMeHTHPYIO-
IIM€ 10 HACTOSIIEE BpeMs padoTy ¢ JOKYMEHTaMU;

2. aKTyalbHbIE HICTOYHHUKH, OTPAXKAIOUINE COBPEMEHHBIHN OIBIT, TPAIUIIUH IEIOPOU3-
BOJICTBA;

3. ycTapeBIlIre UCTOYHHKH, UMEIOIINE TOJBKO HAYYHYIO, ICTOPUKO-KYJIBTYPHYIO IICH-
HOCTB;

4. WCTOYHMKH, COAEPKAIINE CTUXUHHO CIIOKUBIIHECS HOPMBI U MPaBUia, OTPaXKaroIIne
Tpaauluunu U HpaKTI/I‘-ICCKI/H\/JI OIIBIT ACJIOIIPONU3BOACTBA.

5. K Kakoil KaTeropuu/iM HCTOYHMKOB OTHOCATCH NMMCbMOBHUKH U (POPMYJISIPHH-

HCTOYHMKH, 3aKOHOJATENIBHO PETJIAMEHTUPOBABIINE KOIAA-TO WU PETrTIaMEHTUPYIOIIHE
10 HacTosIee BpeMs paboTy ¢ JOKyMEHTaMH;

aKTyaJbHbIE HICTOYHUKH, OTPAYKAIOILHNE COBPEMEHHBIN OIIBIT, TPAAULUNA JEIOIPOU3BOI-
CTBA;

yCTapeBIIXE UCTOYHUKH, UMEIOIINE TOJIBKO HAYUYHYIO, UCTOPUKO-KYJIBTYPHYIO LIEHHOCTB;
VCTOYHMKH, COJIEPKAIINE CTUXUINHO CIIOKUBIINECS HOPMBI U ITPaBUJIA, OTPAKAOLIUE
TpaJuLUU U MPAKTUYECKUI OIBIT JEJIONPON3BOICTBA.

6. ®opmyasipHbIe U3BO/ABI MO3BOJIMIN CO3AATh...

rOCyIapCTBEHHBIE CTAH1aPTHI,

TUIIOBBIE UHCTPYKIUH,

MMCbMOBHHKH,

bOpMYISIPHUKH.

7. 'ocypapcTBeHHBIEe CTAHAAPTHI O padoTe ¢ JOKYMEHTAMH NMOSABUJINCE...

B XV Beke,

B XVII Beke,

B XIX Beke,

B XX Beke.

8. K kakoii kaTeropumu/saM UCTOYHUKOB OTHOCUTCS KypHaJ «CnpaBoOYHHUK ceKpeTa-

psi 1 opuc-MeHemKepa»?
1.

2.

3.
4.

2

MCTOYHUKH, 3aKOHOJIATEJIbHO PEryiaMEHTUPOBABIINE KOTAAa-TO WK PETIIAMEHTUPYIOLINE
0 HacTosIee BpeMs paboTy C JOKYMEHTaMU;

aKTyaJIbHbl€ HCTOUYHUKH, OTPAKAIOIINe COBPEMEHHBIN ONBIT, TPAAUIIMU JEIOIPOU3BO/I-
CTBa;

ycTapeBIIle HCTOYHUKH, UMEIOLINE TOJIBKO Hay4YHYI0, HCTOPUKO-KYJIbTYPHYIO LIEHHOCTb;
VCTOYHUKHU, COJAEPIKAIINE CTUXUMHO CIIOKUBILIMECS HOPMBI U IIPaBUJIa, OTPAXKAIOLIIE
TpPaJWLUU U MPAKTUYECKUH OIBIT JEIONPOU3BOJICTRA.

9. Eciu HOpMATUBHBIN JTOKYMEHT HA3bIBA€TCS «THMOBAS MHCTPYKIUS», KTHIOBO

perjaMeHT» WJIH «TUIOBasi HOMEHKJIATypa Jel», K KaKoOMy YPOBHI0O HOPMATHBHO-
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MeTOAMYeCcKOii 6a3bl ciieyeT ero OTHeCTH?

1. mpaBOBbIE aKThl, U3/IJaBAEMbIE BBICIIMMHU IOCYIapCTBEHHBIMU OpraHaMu (heepanbHOMl
3aKOHOJATEIbHON BJIACTH U BBICIIMMHU OpraHAMM yIIPABJICHMUS;

2. TpaBOBBIC aKThI, U3/1aBaeMble (eiepaibHBIMI OpraHaMu UCIIOJIHUTEIbHOM BIACTH;

3. TpaBOBBIC aKThI, M3aBaEMbIe OPTaHAMH 3aKOHOJIATEIbHON M UCIIOJHUTEIBHON BIACTH
cyObekToB PD 1 BX TeppUTOpHATBHBIX OOpa30BaHUI;

4. TpaBOBbIE aKThl, U3ABAEMbIE PYKOBOJICTBOM MPEANPUATUN U OPraHU3ALNMI.

30. YkaxuTe ypOBeHb/M HOPMATHBHO-METOAUYECKOI 0a3bl, KOTOPbI/ble MOKHO Pa3-
AeJUTHh HA iBe MOATPYNIbI — «001IHMe MPABOBbIEe U HOPMATHBHbIE AKTHI» U «CHeNHAIbHbIE
(Y3K0B€IOMCTBEHHbIE) IPABOBbIE AKTHD).

1. mpaBOBBIE aKTHI, U3/1aBAEMbIE BHICIIMMH rOCY1apCTBEHHBIMU OpraHami (eaepanbHON
3aKOHOJIaTEIbHOM BIACTH U BBICLIMMU OpPraHaMH yIPaBIICHHUS;

2. TIpaBOBBIC aKThI, U3/1aBaeMble (eiepaTbHBIMI OpraHaMy UCTIOJIHUTELHON BIIACTH;

3. TpaBOBbIC aKThI, U31aBAaEMbI€ OPTaHAMHU 3aKOHO/IATEIbHON U UCTIOIHUTEIBHOM BIACTH
cy0bekToB PD u ux TeppuTopHaTbHBIX 00pa30BaHUM;

4. TpaBOBbIEC aKThI, U31ABAEMbIE PYKOBOJICTBOM MPEANPUATUN U OPraHU3aLIUN.

31. YkaxuTe, KaKue HOPMATHUBBI ABJISIOTCA 00513aTeJIbHBIMH [JIs1 HCIIOJIHEHHUS pPa-
0OOTHUKAMHU OPraHU3AIUM.

1. IlpumepHas UHCTPYKLUS O JEIONPOU3BOJCTBY.

2. HHcTpyKkuus 1o AeI0NpOoU3BOICTBY OpPraHU3alINU.

3. TocymapcTBEeHHBIN cTaHIAPT.

4, ®depnepanbHBIN 3aKOH.

32. YKaxkuTe, B KaKOi M3 NMpeACTaABJEHHBIX IPYNI HOPMATHBHO-NPABOBBIX JOKYMEH-
TOB, HA3BaHbI AKTHI O/IHOT0 YPOBHHI.

1. mocraHoBIEeHMS MPABUTEILCTBA CyOBEKTOB P®D, THIOBOE MOI0KEHNE, HHCTPYKIUH (TIpa-
BUJIA) IO AEJIONPOU3BOICTBY OpPraHU3aIMK, Ta0eau YHU(DUIUPOBAHHBIX (OpM, aabO00MbI
0JIaHKOB, TIOJIO’KEHUS O JIEJIONPOU3BOCTBE, O pabOTE C MEPCOHATBHBIMU JAHHBIMU;

2. KOjeKchl, (herepalibHble KOHCTUTYIIMOHHBIE 3aKOHBI, (hefiepajibHble 3aKOHBI, OCTAaHOB-
JIEHUs NIPAaBUTENLCTBA, yKa3sl [Ipesunenra POD;

3. KOJeKchl, (peepanbHble KOHCTUTYLIMOHHBIE 3aKOHBI, (pe/iepanbHble 3aKOHBI, TOCTAHOB-
JICHUs! TIpaBUTENbCTBA, yKa3bl [Ipesunenta PD, nocraHoBiEeHNs TPaBUTENbCTBA CYObEK-
TOB P®, nocTaHOBIIEHU TJ1aB aIMUHUCTPALINN;

4. TOCTaHOBJIEHUS MPaBUTENLCTBA CYOBEKTOB PD, Komekchl, (peaepanbHble KOHCTUTYLIHOH-
HBIE 3aKOHBI, (DefiepaabHbIe 3aKOHBI, TOCTAHOBJICHUS MPABUTENLCTBA, YKa3bl [Ipesunenta
P®, unHCTpyKIMS 1O JEIONPOU3BOJACTBY OpraHU3alUuH, Tadelb YHUPHUIMPOBAHHBIX
dbopM, anbOoM OJTaHKOB.

33. I'OCTpwl, pernamentupyromme 10V, Hocsart B PD...

1. 00s13aTeNIbHBIN XapakTep;

2 PEKOMEH/IaTeNILHBINA XapaKkTep

3. o0ecreunBaroIuil XapakTep;

4 MH(OPMaLMOHHO-CIIPABOYHBIN XapakTep.

PA3JIEJI 2. IIOHATUA "MUHOOPMALIUA" U "TOKYMEHT"

Tema 1. IlonsiTue «uHOpPMALIKA» U €€ POIb B COLUANBHBIX U SKOHOMUYECKUX
nporeccax. Crnenupudeckue 4epTsl JOKYMEHTUPOBAHHON HH(POpMaIIUU

Tewma 2. [lonsitue "noxkyment". Ilpu3Haku u CBOMCTBA JOKYMEHTA

Tema 3. OCHOBHBIE CBOICTBA JOKYMEHTOB
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Tect k pazgeny 2
[IpakTruueckoe 3ananue Ne2

IIpakTHyeckoe 3aganue 2
1.Onpenenute cienuaiabHble GYHKIIMA CAEAYIOMNUX JOKYMEHTOB:

— kynuas kabana Huxutel KosnoBa na xosnoma WBana IlaBnoBa 23 mas
1494 r.;

— panopt renepan-pokypopa Cenata M.}O. TpyOernkoro ummeparpuiie
Emuzasere IlerpoBue o mpuesze B [lerepOypr u3 SApocnasis TeaTpalbHON TPYIIIHI
¢.r. Bonkosa 3 depans 1752 r.;

— nexkper CHK "O mpaBunax noanucanus JACHEKHBIX Oymar, TOKYMEHTOB,
OpAEPOB, OTHOLLIEHUH, CIIPABOK U T. I." oT 12 nexadbps 1921 r.;

- noctanoBieHne BIMK n CHK PCOCP "O nopsake noiap30BaHus NevarTsi-
MU ¢ TocyaapctBeHHbIM repoom PCDOCP" ot 15 nexabps 1936 r.;

— noctanoByieHusa [IK KIICC u Coera munuctepcts CCCP "O mepax mo
COBEPILIECHCTBOBAHUIO U YCIICBJICHUIO ammapaTta ynpasieHus" oT 13 okTa0ps
1969 r.;

— Vka3 IIpesunenta PO "O BHeceHun n3MeHeHU u nornonHeHud B Ilomo-
YKEHHUE O TIOPSJKE PACCMOTPEHHMs BOMPOCOB TpaxkaaHcTBa PD" ot 27 nexabps 1993
r.;

— VYka3 Ilpesugenta PO "O crpykrype (enepaabHbIX OpPraHOB HCIOIHU-
TenbHOM Biactu" oT 11 sauBaps 1994 r.;

— denepanbHbiii 3aK0H "O06 uHbOpMaIK, HHOOPMAITMOHHBIX TEXHOJIOTHSIX
u 3amute uHpopmaruu" 2006 1. Ne 149 —D3;

— FOmopucTuuecknii ;xypHan «Kpoxoaun»;

— DK3aMEHalMOHHAas BEIOMOCTb.

Memoouueckue pexomernoayuu

[Ipu onpenenenun Qynkuuii nonb3oBatbess Tabnuneit Ne 5 (CneuunanbHbie
(GYHKUIHN) B TEOPETUYECKOM paszfene 3.

[Ipu ykazanuu (yHKUMA NPUACPKUBATHCS CIEAYIOIIEH MOCIeI0BaTEIbHO-
CTH:

a) BBISIBUTHh MCXOJHYIO (YHKIHUIO JOKYMEHTa, TO €CTh OINpPEACIUTh LEb
bukcupoBanus UHPOPMAIIUKA HAa MOMEHT €T0 COCTABJICHUS,

0) OTMEeTuTh, Kakue GYHKIIMH JOKYMEHT MOKET BBIIOJHATh CETOJIHS.

2. IlpuBectu 10 2 mpuMepa peaabHO U3AAHHBIX JTOKYMEHTOB, 00JIadar0IX
CJIEIYIOUUMU CIIEUUATbHBIMU (PYHKIIUSMHU:

- YIIPaBJIEHYECKOM,

- IPaBOBOM,

- IO3HABATEILHOM,

- OOIIEKYIBTYPHOM,
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- yuera,
- pa3BIeKaTeIbHOM.
Memoouueckue pexomernoayuu 2
[Tpumepsl TOKYMEHTOB, BBITTOJIHSIOMINX YKa3aHHBIE BBIINIE (YHKIMH, JOTXK-
HBI COMPOBOXKIATHCSA YyKa3aHWEM BHJIa JOKYMEHTA, 3aroJIOBKa M JaThl €ro h3ja-
HUSl. MOXHO TIPUBECTH IPUMEPHI TOKYMEHTOB PA3INIHBIX HCTOPUUECKUX IITOX.

3. Caenath TEKCTOBOE OMHMCAHHUE OJHOTO JIIOOOTO uepTexka (cxemsl / Tpadu-
Ka / auarpaMMbl (TEXHMUYECKOTO JOKyMeHTa). CpaBHUTH CKOPOCTh BOCIIPHUSTHUS
uH(GOpPMAaIIUU B TEKCTOBBIX U TEXHUYECKUX IOKYMEHTAX.

Memoouueckue pexomenoayuu 3

[TogoOpaTh ¥ MPUIIOKUTH B KAaueCTBE WILIIOCTpauuu oOpaszel J0oro He-
OO0JBILIOTO TEXHUYECKOIO JOKYMEHTA, MPEACTABISAIOIEr0 COOOM YepTex UIU CXe-
MY PACIIONOKEHHS YacTei, 0OOBEKTOB U T.II., FpauK, JuarpamMmy M Mpod., Hanpu-
Mep, YepTeX HEOONBIIOTO U HECIIOKHOTO YCTPOUCTBA, CXEMY ITPOe3/1a UK MOXKap-
HOW 3BaKyalluu.

[TonpoOyiiTe cOCTaBUTh TEKCT, MEpenaroluil HHPOPMALUI0 TEXHUYECKOTO
JIOKYMEHTa TEKCTOBBIM CIIOCOOOM.

CpaBHuTe BpeMs, 3aTpay€HHOE Ha BOCIIPOU3BEACHHE MHPOPMAIUU B KaxK-
JIOM ClIy4ae.

[TonpoOyiiTe OOBACHUTH MPEUMYILIECTBA TEXHUYECKOW JOKYMEHTAIMU IO
CPABHEHUIO C TEKCTOBBIM OMHCAHUEM.

4. TlpuBenute nmpumep nukTorpammel. K kakomy cnoco0y TOKyMEHTUPOBa-
HUS OTHOCUTCS MUKTOTpadus?
Memoouueckue pexomenoayuu 4
Cnoco6 JTOKYMEHTHPOBAHUS ONpEeNeIIATh o KJaccuduxanuu
H.C. JlapbkoBa (cM. XpecToMatus K pazaeiny 3.)

Tecr k pazneny?2
IIpomexkyTouHnblii TeCT 2. OCHOBBI JOKYMEHTOBEICHUSA
Buumanue! IpasunvHvix omeemos modicem Obimb HECKONLKO.

1.CioBo «undopmanus» (informatio) 6ykBaabHo ¢ JJATHIHU MEPEBOIUTCS
Kak:

1) ‘3HaHue, MOHUMAaHUE ;

2) ‘pazbsiCHEHUE, U3JI0KEHHE, OCBEIOMIIEHHOCTh ;

3) ‘nmaHHBIE, CBEJICHHS, COOOIICHUS ;

4) ‘IOKYMEHT, 3allHCh, I0KA3aTEIIbCTBO .

2. B oTeyecTBEHHOM 3aKOHOJATEJILCTBE CEro/iHs NMPHUHATO cCJieayloliee
onpejesieHue MOHATUS «HHPOPMALHS»:

1) 3HaHuUs 0 IPUPOE U OOIIECTBE;

2) HenpephIBHOE U3MEHEHHE (IBHKEHUE) U B3aMMOJECHCTBUE MaTepUaIbHBIX
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00BEKTOB;

3) ob6o3HaUeHHE COJEPKAHMS, TTOTYYEHHOE HAaMU U3 BHEIIHErO0 MHUpa B MPO-
1ecce MpUcnocadIMBaHusI K HEMY HAC U HaIllMX YYBCTB;

4) cBeneHus (COOOIICHUS, TaHHBIC) HE3aBUCUMO OT (hOpPMBI UX TpEACTaBIIEC-
HUSL.

3. Kakum cnnoco0oM 4es10BeK nmoJsyyaer uHGopManuio usBHe?

1) BocrpuHUMaeT OpraHaMH 4YyBCTB (C MOMOIIbIO MEPBON CUTHAIBHOU CH-
CTEMBI);

2) BOCHPUHUMAET PEUYEBBIC CUTHAJIBI (C MOMOINBIO BTOPON CUTHAJIBLHOM CH-
CTEMBI);

3) undopmaIus XpaHUTCS B MO3TE UEJIOBEKa, U OH €€ MPOCTO BCIIOMUHAET;

4) c NOMOIIBIO YYUTENEH U POAUTEIIEH.

4. Ykaxute BepHOe npoaoxeHue ppasoi: «HMupopmayus — smo ...»

1) marepus;

2) sHeprus;

3) Matepusi U PHEPrUsi OTHOBPEMEHHO;

4) He MaTepusl U He PHEprus, a 3aUKCUPOBAHHbBIC OJarogapsi MaTEPUHN U3Me-
HEHHUSI COCTOSIHUSI MATEPUH U SHEPTUU.

5. MarepuajbHOCTh, HHPOPMALIUM NPOSABJISAETCH B TOM, YTO...

1) undopmarnus u ecTb MaTepus;

2) uH(opManus — 3TO FHEPTUs, a FHEPTUs MaTEpUAIIbHA.

3) unpopmanua (uUKCHUpPyEeTCs OpraHaMy YyBCTB WJIM JPYTMMH CHIOCOOaMu
perucTpanuy MaTepuu, a cieoBaTelIbHO, CBsA3aHa C HEl;

4) unpopmanus — 3T0 3aUKCUPOBAHHBIE U3MEHEHHSI COCTOSIHUSA MaTepuu U
HHEPrUH, a OHU MATEPUATTbHBI.

6. Kak Ha3pIiBaeTcsl cBOiicTBO HH(OPMALIUM, NPOSIBISIONIIEECS B TOM, YTO
oHa (uHdopManusa) nmepenaercsi U 00padaTbIBaeTCHA Y€JOBEKOM MOPIUOHHO,
OT/AeIbHBIMHU COO0IICHUAMM ?

1) MHBapUAHTHOCTB;

2) IUCKPETHOCTH;

3) CTpYKTYpUPOBAHHOCTb;

4) 4aCTUYHOCTb.

7. CemanTH4eckmii (CMBbICJI0BOI1) XapakTep HHGOPMALINH NPOABJISIETCS B
TOM, 4TO...

1) undopmanus nepenaercs B BUAE OTACIbHBIX COOOIICHMIA;

2) mocnenoBaTeabHO KOJAUPYETCS;

3) Bcerga UMeeT Kakoe-TO Ha3HAueHHe, 11elb, 3a]1a4y;

4) UCTIOIB3YETCS OT/IETBHBIM YEJIOBEKOM HJIM COLIUYMOM.

8. Mo:kert jiu 1okyMeHT coaepxkatb HEconunanbnywo nadpopmanuio?

1) na, Tak ObIBaeT BCET/Ia;

2) 1a, B HEKOTOPBIX CllydasX, HapUMep, Koraa JOKYMEHT NepeHa3HauyeH s
IIPOYTEHUS HE YEJIOBEKOM, & MallIMHOW;

3) HeT, TONBKO B Cllydasx, Korjaa nHpopMalus He NpegHa3HaueHa JjIs IIHpo-
KOT'0 UCIOJIb30BAHUS U TUPAKUPOBAHUS,

4) HeT, Toraa 3TO HE IOKYMEHT.
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9. SIBasieTcst 1M KJIETKA KMBOI0 OPraHuM3Ma JOKYMEHTHPOBAHHON WH-
popmanueii?

1) na, Tak kak oHa conepxut uHbopmanuio (JIHK) 3anecennyro Ha marepu-
aJbHBII HOCUTEIND;

2) na, BC€ B MUPE COJAEPKUT HUH(POpMAIIHIO;

3) HeT, Tak Kak 3Ta UHQOpMaIKs HE COIIMANIbHA,

4) HeT, Tak KaK KJIeTKa HE MaTepusl.

10. Ykaxure BepHOe NepevucJieHHe CBOMCTB JOKYMEHTHPOBAHHON WH-
(popmanun.

1) umeeT ceMaHTUYECKUI XapaKTep, KOAUPYETCS] CHCTEMOW CUMBOJIOB U 3Ha-
KOB, CTPYKTYpPHpPOBaHa M MEPEAAeTCsl JUCKPETHO, CBA3aHa C MAaTEPHAIBHBIM HOCH-
TE€JIEM, HOCUT COIIMAJIbHBIN XapaKTep;

2) XpaHUTCS B MO3I€ YeJIOBEKa, KOAUPYETCS CUCTEMOM CHMBOJIOB U 3HAKOB,
€l MPUCYIIN HHBAPUAHTHOCTh, YaCTUHYHOCTb;

3) CTpYKTypUpOBaHa W TEpeAaeTcs AUCKPETHO, MPEJICTABISET COOON mare-
PHIO WM DHEPTUIO, UMEET CEMAHTHYECKHUI XapaKTep;

4) uMeeT CcolMaIbHBIM U CEMaHTUYECKHUM XapakTep, 00yialaeT MHBAPUAHTHO-
CTBIO, KOJUPYETCS CUCTEMOM CUMBOJIOB U 3HAKOB.

11. Ipomonxure ¢pasdy: «TepmuHbl «doKymenmupoeannas wuHdopma-
HUS» U KOOKYMEHMHAasA NHPOPMALHD ...»

1) HUYeM ApyT OT Apyra He OTINYAIOTCS U SBIIAIOTCS NOJHBIMU CUHOHHMMAaMHU.

2) coaeprKaT IPOTUBOIOJIOKHBIEC TIOHATHUS;

3) pa3iuyHbl O NOHATUIHOMY O0BEMY, TaK KaK HE BCAKas «JOKYMEHTHPO-
BaHHAsI HHPOpPMaLIUsD) ABISAETCI «IOKYMEHTHOW.

4) noHATHE «IOKYMEHTUPOBaHHAsA HHPOPMALIKsD) IUPE MOHATUS «IOKYMEHT-
Hasg MH(oOpManusa», TaK KaK yKa3bIBaeT HE TOJbHKO HAa HAJIUYME HUJEaTbHOU (MH-
(GbopMaIMOHHOMN) COCTABIIAIOIIEH, HO U Ha HaJIMYKie MaTeprUaIbHOrO HOCUTEIIS.

12. Ykaxure CBOWCTBO JOKYMEHTHPOBAHHOI HHpOpMAIMH, KOTOpPOE
HE ABJIAETCS o0s3aTenbHBIM.

1) onepaTUBHOCT®;

2) OTHO3HAYHOCTH TOJIKOBAHUSI;

3) 10CTOBEPHOCTD;

4) ohUIHMaTBEHOCTD.

13. M0KHO JIM CYMTATH JOKYMEHTOM YeJIOBEKA, CAeJABIIEr0 TATYHPOBKY
Ha Tege?

1) HeT, Tak KaK OH HE SBJIAECTCS MaTepUaIbHBIM HOCUTEIIEM;

2) HeT, TaK KaK OH HE COACPKUT UH(POpMaIIIH;

3) HeT, TaKk Kak 4eJOBEeK He MpeJHa3HAueH ISl XpaHEeHHs, 0OIIeCTBEHHOrO
WCIIOJIb30BAHUS U NIEpeiadyu BO BPEMEHU U MPOCTPAHCTBE;

4) na, Tak KaK 3TO MaTepuaIbHBIN 00BEKT, C 3aHECEHHOI Ha Hero (crmocobom
IPUTYMaHHBIM Y€JIOBEKOM) COITMAIbHON MH(OpMaIuei.

14. HazoBure nuddepeHuuajbHble NPU3HAKA JOKYMeHTa?

1) Hanmuure MHPOPMAIMOHHON U MAaTePHAITLHON COCTABIISIONIHX;

2) CTPYKTYPHOCTb IOKYMEHTA;

3) NONIMHHOCTB;
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4) pyHKIMOHAIBHOCTD TOKYMEHTA.

15. Haiinure BepHOe npoaoskenne ppaspl: «OpUrnHaJIbLHOCTb JTOKYMEH-
Ta ABJIAETCH ...»

1) cymectBeHHbIM (quddepeHInanbHbpIM) MPU3HAKOM, TaK KaK XapakTepHa
JUTSI BCEX BUJIOB U TUIIOB JOKYMEHTOB;

2) cymiecTBeHHBIM (nuddepeHiaibHbpIM) CBOMCTBOM, TaK Kak HEo0Xoauma
YeJIOBEKY B €0 MPAKTUYECKOM JKU3HMU;

3) HecyIeCTBEHHBIM MPU3HAKOM JOKYMEHTa, TaK KaK YeJIOBEK B JICHCTBU-
TEJIbHOCTH UMEET JIEJI0 HE TOJBKO C OPUTMHAIAMH JOKYMEHTOB, HO M C UX KONUSI-
MU;

4) HeCylIECTBEHHBIM, TaK KaK BCTPEYaeTCA HE y BCEX IOKYMEHTOB.

16. Kak Ha3pIBaeTcsi JOKYMEHT, BIiepBble CO3JaHHbII OJHMM 4YeJ10BEKOM
WM HeCKOJIbKUMHM Junamu?

1) opuruna;

2) NOJITMHHHUK;

3) nyOnukar;

4) xomusl.

17. CnocoOHOCTh JOKYMEHTOB K THPAKMPOBAHHWIO, BOCIHPOU3BEICHUIO
CO/JIep:KaHUSI U MATEPUATIBLHOI0 HOCUTEJISI HA3bIBaeTCHl ...

1) ayTeHTUYHOCTH;

2) TOXKJAECTBEHHOCTb;

3) KOIUIMHOCTB;

4) panbcudukanms.

18. Cpean nepe4yucaIeHHbIX THUIIOB JOKYMEHTOB Ha30BUTE Te, KOTOpPbIE He
CYUTAIOTCS KOMMUSIMM.

1) nyOnukarsl;

2) YMHOKE€HHbIE OPUTHHAJIBL;

3) oTnycku;

4) BBIIUCKHU.

19. K10, MMeeT npaBo NpPUAABATH OPUAUYECKYI0 CHJIIY KOMUAM?

1) HoTapuyc;

2) opraHu3zaiusi, BbIaBIlas T0KYMEHT;

3) HaYaIBHUK OTJIEeTIa KaapoB JII000H OpraHu3alluu;

4) 3aBeAyIONINI KaHIEIsIpUEH 10000 TOCYJapCTBEHHOTO OpraHa.

20. Kak Ha3pIBaeTcsi OpUIrMHAaJ, PACCMAaTPUBAECMbIN C TOYKHU 3PEHUA OT-
CYTCTBHSI B HEM HECAHKIIMOHUPOBAHHBIX H3MEHEHMi?

1) konus;

2) nyOnukar;

3) banbcudupoBaHHBIN JOKYMEHT;

4) NOIMHHUK.

21. K xakomy Buay ¢pajbcupukanum JOKYMEHTOB Oy/leT OTHeCeHa HMH-
TePHoJIsius?

1) mudposas dampcudukanus;

2) ananoroBas (ajabCUPUKALUS;

3) NoAYUCTKA;
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4) BCcTaBKa.

22. Kakoii JOKyMeHT cunuTaercss 0opuumuajibHbIM?

1) TOKyMEHT, U3TOTOBJICHHBIA C COOJIOJIEHUEM YCTAaHOBJICHHOU (OPMBI WU
YaCTUYHO U3MEHEHHBIN;

2) JOKYMEHT, W3TOTOBJICHHBIA CAaHKIIMOHUPOBAHHBIM CIOCOOOM B COOTBET-
CTBUU C 3aKOHOJATENIbHO ONpPENEIEHHON TEXHOJOTHUEH €ro U3rOTOBJICHUS U UMe-
IOIIMN TPU3HAKY MOJUIMHHOCTH;

3) JOKYMEHT, CO3/IaHHBIN IOPUANYECCKUM W (PU3NIECKUM JTUIOM, O0(hopM-
JICHHBIN U yI0CTOBEPEHHBIN B YCTAHOBICHHOM MOPSIIKE;

4) NOKYMEHT, COJIEpKAaHHE KOTOPOr0 MOXXHO CUYUTATh IMOJHBIM U TOYHBIM
MIPEICTABIICHUEM TIOJITBEPKIACMBIX OTIEPAIIHiA, IEATCTLHOCTH WK (PaKTOB B KOTO-
pOMY MOHO JOBEPSITh B MOCIEAYIOIIUX OINEpalusX WIA B MOCIEAYIOIIEH nes-
TEJILHOCTH.

23. AyTeHTUYHBIA JOKYMEHT — 3TO ...

1) TOKyMEHT, U3TOTOBJICHHBIA C COOJIOJICHUEM YCTAaHOBJICHHOW (hOPMBI WU
YaCTUYHO U3MEHEHHBIH;

2) NOKYMEHT, KOTOPbI MOXHO JIOKAJIM30BaTh, HANTH, BOCTIPOU3BECTH U WH-
TEePIPETUPOBATH;

3) Takoii TOKyMEHT, Y KOTOPOTO MOKHO JIOKa3aTh, YTO OH: SIBJISICTCSA TE€M, YEM
npeTeHayeT ObITh, ObUT CO3/1aH UM OTIPABIICH JUIIOM, JIEUCTBUTEIILHO CO3/1aB-
IIUM WK OTIPABUBIIKM €T0; a TakyKe ObLII CO3/IaH WJIK OTIIPABJICH B TO BpeMsi, KO-
TOpoe 0003HAYEHO.

4) NOKYMEHT, COJIEp)KaHHE KOTOPOr0 MOXXHO CYUTATh MOJHBIM M TOYHBIM
MPEACTaBICHUEM MTOATBEPKIAEMBIX OMepaluii, AesITeIbHOCTU WIh (aKTOB U KOTO-
pPOMY MOHO JIOBEPSITh B MOCIEAYIOIIUX OMNepalusX WIA B MOCIEAYIOIIEH nes-
TEJILHOCTH.

PA3JAEJI 3. ®YHKIIUN JOKYMEHTOB M CITOCOBblI JOKYMEHTU-
POBAHMS COILIMAJIBHO 3HAUYNMOI MTHOOPMAITUN

Tema 1. @yHKINH TOKYMEHTOB

Tewma 2. CiocoObl 1 cpencTBa TOKYMEHTUPOBAHUS

Tect k pazaeny 3

Tect Kk pasaeny 3. OCHOBBI JOKYMEHTOBEICHUS.
Tembl « DyHKUMH J0KYMEHTOB» U «C1oco0bl JOKYMEHTHPOBAHUSD)

1. HazHayeHMe [JOKYMeHTa, ero OOILIeCTBEHHAsl POJib, LieJb, 3a]a4a
Ha3bIBAETCH. ..

1) bynkuumei;

2) CBOICTBOM;

3) BUIOM;

4) Tunom.

2. oMU yHKIMOHATBHBIM IOKYMEHT SIBJISIETCSI IOTOMY, YTO...

1) OTHOBPEMEHHO BBIMOJIHAET HECKOJIBKO PA3HBIX (PYHKIIHIA;

2) Bpems OT BpEMEHU MEHSET (PYHKIIHH;
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3) pa3Hble JOKYMEHTHI BBIMOJIHSIIOT pa3Hble (PYHKIINH;

4) y 1IOKYMEHTa eCTb IJIaBHasl, OOLIUE U CrielHalIbHbIE (DYHKIIHH.

3. CaoBo «pynkuus» (functio) ¢ JaThIHA NEPEBOANTCS KAK ....

1) Tum;

2) 11eIb;

3) UCTIOJTHEHHE;

4) 3amaya.

4. /lesienne (pyHKUM JOKYMEHTOB HA IJIaBHbIe, 001IHe W ClleNHAJIbHbIC
ObLIIO MPeEIJI0KEHO. ..

1) H.H. Kymnapenko.

2) H.C. JlapbKOBBIM,

3) I1.M. UmroreHko.

4) 9.A. bapnaessiM u B.b. KpaBuenko.

5. 2.A. bapnaeB n B.b. KpaBuenko, xapakrepu3ysi oaHy u3 GpyHKOHH,
MHUIIYT, YTO JOKYMEHThI ¢ 3TOH (yHKUMeH NMPU3BAHbI: BHIPAXKATH HHTEPECHI
ONpPEAEJEHHOI0 COLHAJIBHOIO CJI051, TPYIINbl, HHIMBHAYYMA; 3ale4aTiieBaTh,
COXPAHATH M NEPeAaBaTh CONMAIBHYI0O HH(POPMALMIO, OTPAKAIOUIYI0 YCTPOM-
CTBO U (YHKUHMOHHUPOBAHHE OOLIECTBA; OTPAXKATH NAEATEIbHOCTH, MECTO H
POJIb KOHKPETHOI'0 4Ye€J0BEKAa, TeX WM MHBIX COUMAJIBbHBIX IPYNI JAHHOIO
0o011ecTBA HA ONpPeIeJICHHOM CTyneHH ero pa3putus. O kakoil pyHKIUN HaeT
peunb?

1) ynpaBiieHUECKOM;

2) uH(pOpPMaLMOHHOI;

3) conmaabHOM;

4) KyJIbTYpHOMU.

6. Ilouemy B Hayke 10 CHX IOP He CJOKUJIOCH €IUHOH KJIacCUuPUKALMHU
(pyHKUMA TOKYMEHTOB?

1) GyHKIIUM TOKYMEHTOB UMEIOT Pa3HyIO MPHUPOAY U 3aBUCAT OT KadecTBa U
TUIa HH)OpMAIUY;

2) cmekTp 3TUX (YHKUUH MIMPOK, TaK Kak MHQOpMAIMs MPOHU3BIBAET BCE
cepbl YeI0BEYECKOro OOIIECTBAa U YJOBJIETBOPSIET camble pa3sHOOOpa3HbIE IO-
TpeOHOCTH;

3) TOKyMEHTBI CIIOCOOHBI BBIMOIHSITH CPa3y HECKOJBKO (PYHKIIMM, UX MHOT/AA
TPYJHO pa3AenuTh MEXAY COOOM;

4) Bce Ha3BaHHbIE BBIIIE MPUYUHBI.

7. TN (PYHKUMM eCTh BCerja y BceX JHOKYMEHTOB. OHU CTAOWIbHBI H
HEeM3MEeHHbI.

1) ob6mue;

2) crienuanbHEbIE;

3) ynpaBiieHUECKUE;

4) reIOHUYECKHE.

8. O1Tn pyHKuUM 005132TEJILHO €CTh Y BCeX IOKYMEHTOB, HO B Pa3HOM CO-
CTaBe KaK aKTyaJbHOe J0NOoJHeHHue APYrux GpyHkuuili. OHH BOZHMKAKOT Y J10-
KYMEHTa M MOT'YT MEHSITbCS B 32aBUCMMOCTH OT yYCJI0BUH (PyHKIIMOHMPOBAHUA
JOKYMEHTA, 0TPAKal0T Pa3Ho00pa3Hble KOHKPETHbIEe MOTPeOHOCTH 001IecTBA
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WJIN OTAEJIBHOIO ero 4ieHa.

1) o6mue;

2) crienuanbHBbIE;

3) ynpaBlieHYECKHE;

4) reIoHUYECKHE.

9. Ot noapyHKuMHU (OPraHU3ANNOHHAS, IVIAHMPOBAHUS, IPOCKTHPOBA-
HHUS/KOHCTPYMPOBAHMS,  PACHOPSAUTE]bHASl, KOHTPOJs,  CIPABOYHO-
aHAJIUTHYECKAS, IPABOBasi (PYHKLMS) OTHOCATCH K ...

1) ynpaBieHuecKoi (yHKIINH;

2) uabOopMalMOHHOHN (PYHKIIHH;

3) oOmeKyabTypHOU (QYHKIINY;

4) conanbHON QYHKIIUY.

10. Kakoii Tun (pyHKuUMH BJIMSIET HA MPAKTUKY PadOThI ¢ JOKYMEHTAMH,
(popmupyer pyHKIHOHAJIBbHBIE CHCTEMBbI JOKYMEHTALIMH ?

1) o6mue;

2) cnenuabHBbIE;

3) riiaBHbIE;

4) Bce HE3aBUCUMO OT THIIA.

11. Kak Ha3pIBaeTcsi (PYHKIUA TOKYMEHTOB, B KOTOPbIX OTPAKEHBI: CO-
31aHMEe OPraHU3aLMHU, YCTAHOBJICHUE €e CTPYKTYPbI, IITATHONH YMCJICHHOCTH;
peryiaMeHTauMs AesiTeJbHOCTH M KOJUYECTBO CTPYKTYPHBIX MOApAa3ae/ieHuil
U pa0dOTHMKOB; PE:KUM Pa0dOTHI U T.IL.?

1) mpaBoBas;

2) pacnopsauTeIbHAas;

3) KOHTpOJIS;

4) opraHu3aluoHHasl.

12. Kak Ha3biBaeTcsi (DYHKLIHMSI JOKYMEHTOB, B KOTOPBIX COJEP/KATCHA
yHpaBJICHYECKHUE PelIeHUs M0 PeryJIupPOBAHMIO AeATEIbHOCTH OPraHU3alMU WIH
rocy1apCcTBeHHOro oprana?

1) mpaBoBas;

2) pacnopsiauTenbHas;

3) KOHTpOJS;

4) opraHu3anMoOHHas.

13. Eciin JOKYMEHTBI Ha3bIBAKTCS «IPUKA3», «PelIeHUue», «MOCTAHOBJIe-
HHE», «YKa3aHUe», «PACNOPSKeHHe», TO OHN BBINOJHAIT (MU BbINOJJIHIIN
paHee) QyHKIMIO ...

1) mpaBoBy10;

2) pacnopsaIUTEIbHYIO;

3) KOHTpOJIS;

4) opraHu3alMOHHYIO.

14. OT1a QyHKUOMSA CBOICTBEHHA JOKYMEHTaM, B KOTOPBIX MJISl 3alUCH
MH(OPMALMH MCIOJb3YIOTCH Pa3jIMYHble NMPUEMbl U CHCTEMbl TAWHOIMCH,
kpunrorpaguu. Tak:ke 0COOCHHOCTHIO TAKHUX JOKYMEHTOB SIBJISIETCS OTPaHU-
YeHue B A0CTyle K MHGpOpMaun.

1) cratuctuyeckasi;
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2) NoaUTHUYECKas;

3) 3amuThl HHGOPMAIIUH;

4) KOTHUTHBHASI.

15. Oopa3oBaresibHy0 (Y4eOHYI0, 00y4arOmy0) 1 GyHKUHIO HCTOpHUYe-
CKOI'0 MCTOYHHMKA MOKHO CYUTATH NOAPYHKIUAMH CNIEHUATBHOM ...

1) ynpaBineHueckoil GyHKIINH;

2) Mo3HaBaTeIbHON (YHKIIHH;

3) counanbHOU (HYHKIUY;

4) nndopmanioHHON (HYHKITUH.

17. budiuss 1 Kopan — mnoJM(pyHKIHNOHAIBHbIE JTOKYMEHTBI, HO OJIHA
(yHK1Us 10 cell JeHb ABJIACTCH IS HUX CAMOM IVIABHOIA.

1) Xy10’)KeCTBEHHO-ICTETUYECKAS;

2) npaBoBasi;

3) pa3BiekarteibHas;

4) npeonoruyeckast.

18. ITouemy o0OmIecTBO (KpOMe MOJMTHYECKHX M HACOJOTMYECKHX CO000-
pakeHuiil) npuleraer K HeH3ype WM 3anpeTaM HA W3JIaHUA M NMyOJMKAIMU
HEKOTOPBIX JOKYMEHTOB?

1) eciiv AOKYMEHTBI IEPEIAl0T CEKPETHYIO HH(OPMALIUIO;

2) c NOMOUIbIO TOKYMEHTOB MOXET OBITh MepejaH KaK MOJIOKUTEIbHBIN (I10-
3UTHBHBII) OMBIT YEJIOBEYECKOTO MMOBEEHUS, TAK U OTPULIATEIbHBIH;

3) undopmanus B JOKyMEHTaX MOXKET HACTPOUTh T'PaXJAaH MPOTUB BIACTH;

4) uadopmanus B JOKyMEHTaX HE HOCUT Pa3BJIEKATEILHOIO XapaKTepa.

19. YuurtbiBaeTcs M XyA0KECTBEHHO-ICTeTHYECKAsA QyHKIUA TOKYMEH-
TOB NPH ONpe/ieJIeHUN CPOKOB UX XpaHeHus1?

1) na Bcerna;

2) na, HO TOJIBKO €CJIM MBI UMEEM JIEJIO C JIOKYMEHTaMH, BBI3BIBAIOIINMHU 3C-
TETUYECKHE NEePexKUBaHUs, (POPMHUPYIOIIUMHU XYA0KECTBEHHO-ICTETUUECKUE H/Ie-
aJbl U BKYCHI;

3) na, HO TOJILKO Yy IOKYMEHTOB C TOPTOBOM (DYHKITHEH.

4) HEeT HUKOT/A.

20. "upopManMOHHYI0, KOMMYHMKATHBHYI0 (yHKUUIO M (yHKUHUH 3a-
KpenJieHus1, OXpaHeHUsl HH(POPMALMHU CJIeyeT OTHECTH K...

1) cieunanbHbIM QYHKUIUAM;

2) o0mUM QYHKIUSAM;

3) ynpaBiieHueCKUM (DYHKITUSIM;

4) npaBOBbIM (QYHKLIHSM.

21. JlelicTBMe WM COBOKYIHOCTH JIeiCTBHMii, IPUMEHsIEMBIX B Mpolecce
3anucH HHGOpMaLMU, HA3BIBAETCH. ..

1) cpencTBOM TOKYMEHTUPOBAHUS;

2) cnocoboM JOKYMEHTHPOBAHUS;

3) cucTeMoi TOKYMEHTALNH;

4) MEeTOI0M IOKYMEHTUPOBaHUS

22. YKa:xknTe, YTO BKJIIOYAET B ce0sl CHCTeMAa JOKYMEHTHPOBAHUS.

1) MeToa TOKyMEHTUPOBAHMS;
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2) BUbI IOKYMEHTOB;

3) cpencTBa TOKYMEHTHUPOBAHUS;

4) MmaTepuagbHbIN HOCUTEIh HHPOPMALIUH.

23.Cnoco0 HaHeceHUs A3BIKOBBIX 3HAKOB M 3HAKOB-H300PaKeHNH HA I0-
BEPXHOCTh MATEPHAJIBHOIO HOCHUTEJSI NPU MOMOIIU OPITEXHUKH Ha3bIBaET-
csl...

(OTBET 3amucaTh CJIOBAMHU) HAUepmameibHblll

24. IlpapoaurtejieM MATPUYHBIX MaTePHAJbHBLIX HOCHTeJeil sABJsieTCS
CJIeAYOIIHMA CIIOCO0 JOKYMEHTUPOBAHUAL. ..

1) HauepTaTenbHbIN;

2) 2IEKTPOCTATUUECKU;

3) nepdopupoBanue;

4) na3epHbIil.

25. O KaKuX MaTepHAJbHBIX HOCHTEJISAX HAET pedb B CJeIYIOIIeM onpe-
nejnenum: «Mugopmayua c amozo mamepuanpHo20 HOCUumena CHUmMbvléanach ¢
HOMOWBbIO CREUUATbHBIX MEMANIUYecKUX uiemouex (INeKmpudecKux KoH-
mMaKmoa), 3amMblKaGuiUX INeKMPUUECKYI0 Cemb npu NONA0AHUU 6 omeepcmue»?

(omeem zanucamv crosamu). nepdokapra\sl, nepdosieHTa\bl

26. B u300peTeHNH KAaKOro cmocoda NOKYMEHTHPOBAHHSI MCIIOJIb30Ba-
JIOCh OTKpbITHE (PU3HO0JIOTOB, HA3BAHHOE BIIOCJIEICTBUM «MHEpIHeil 3peHus,
WIN NAMSTBIO 3peHUsD)?

(omeem 3anucams c106amMu) KAHOJTOKYMEHTUPOBAHUE (KUHO)

27. KakoMy cnoco0y 10KYyMEHTHPOBAHHMSI COOTBETCTBYET /JaHHOE OIpe-
nesqenue: «Cnocod yugposoii 3anucu, npu KOMoOpPoOM 6xo00Hbvle CUZHAIbL NOO6eP-
2a10mca K6AHMOBAHUIO U 3amem nPeoopasyromca 6 060UUHblE YUCA 0N 3anu-
cU Ha Hocumens 6 eude Kooa. B kanane eocnpouszeedenusn npoucxooum oopam-
Hoe npeobpazoeanue (0exoouposanue). Imom 6uod 3anNUCU UCNOIb3YEMCa 21A6-
HbIM 00pazom 6 3anomunarouiem ycmpoiicmee IBM»?

1) ananoroBas 3amuce;

2) nephopupoBaHue;

3) HauepTaTeNbHbIN;

4) 3JIeKTPOHHBIMN.

28. Kakoil cmoco0 AOKYMEHTHPOBAHHS XAPAKTEPU3YHT CjeaylIlue
CpeACTBA JOKYMEHTHMPOBAHUSI M MaTepHAJIbHble HOCHTEJIHN: 21UHA, 60CK,
Kocmb, Kopa Oepesves, uepHuaa, pagum, Kpacku, nepvesvle pyuKku, u Kanu-
JIApHBLE, PYYKU-DOJITIEPbl, MapKepbl, panudozpaguol, hromacmepor?

1) aHasioroBas 3amuch;

2) nephoprpoBaHUE;

3) HauepTaTeNbHbIN;

4) 3JIeKTPOHHBIMN.

29. IIpoposxkute ¢pasy: «Tpaduyuonnvie cnocodvl 0OKymMeHmuposanus
npeocmaenenvl...»

1) HauepTaTENBHBIM CIIOCOOOM;

2) BBICEKaHHEM;

3) JOKyMEHTHUPOBAHHUEM Ha MUIIYIIEH MAIIUHE;
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4) MexaHUYECKOW 3aIUChIO.

30. IMponomxure Pppasy. «Tpaduyuonnuvie cnocoodvt OOKYMEHMUPOCAHUA
OMIUYAIOMCA OM MEXHOMPOHHBIX MeM, UMO. . .»

1) undopmarnivs 3aHOCUTCS Ha MaTepUATIbLHBIM HOCUTEb U CUUTHIBAETCS C He-
ro 6e3 UCIOJIb30BaAHUS TEXHUKH;

2) TpaguIMOHHBIE CIIOCOOBI MPUBBIYHBI M JOCTYIHBI, @ TEXHOTPOHHBIE IO-
SBWJINCH B IOCJIEHEEC BPEMs M UCIOJIB3YIOTCS B Y3KHUX OO0JACTSIX YEJIOBEUECKOU
JEATEIIbHOCTH.

3) TpaauIIMOHHBIE CIIOCOOBI OOJiee TPYAOEMKH U TMO3BOJSIOT 00padaThIBaTh,
(bUKCUPOBATH, COXPAHATh 3HAUUTEIHLHO MEHBIIIEE KOJIMYECTBO HHPOPMAIIHH;

4) TeXHOTPOHHBIC CTIOCOOBI — aBTOMATHU3MPOBAaHHAS 3aMKCh WH(OpMAaIuu, a
TPaUIIMOHHBIE — PyYHasl.

31. Ilpomosxure ¢pasy: «Credyrowyue 6udvl 00KyMeHmMO8: (PomoooKy-
MeHmbl, KUHOOOKYMEHMbl, 6UOE000OKYMEHMbl, 8UOCOPOHOZPAMMBL, POHOOOKY-
MEHmbl, MAKIHCe OOKYMEHMbL HA MUKPOPOPMAX — cO30a10mCA... »

1) TpaAUIIMOHHBIMU CIIOCOOAMU JOKYMEHTUPOBAHUS;

2) TEXHOTPOHHBIMH CIIOCOOAMH JIOKYMEHTHUPOBAHMUS;

3) KaKk TpaJUIIMOHHBIMH, TaK U TEXHOTPOHHBIMH CIIOCOOaMU;

4) cnenupuyecKUMH ClI0OcO0aMu, HE OTHOCAIIIUMHUCS HU K TEXHOTPOHHBIM, HO
K TPAAUIIMOHHBIM CITOCO0aM.

32. Kakoii ujin Kakue crnoco0bl, 0CHOBAHbI HA U3MEHEHUH (PU3NIECKOr0
COCTOSIHUSI TMOBEPXHOCTH WJIH CTPYKTYPbI MATEPUAJBLHOr0 HocUTe s UHGOPp-
Maluy, NPUYeM 3TO U3MEHEHHEe «CUMTBLIBAETCS» MAIIMHOM W SIBJSIeTCS JJIsl
Hee 3HAKOM.

1) nepdopupoBanue;

2) BBICEKAHUE;

3) BBDKUTAHUE;

4) pororpadus.

33. «Hnghopmayun 3anocumcea Ha npamoy2oavHble KAPMOUKU U3 KAPMOHA,
Ha KOMOopwvIX 68 ONPedeéHHOM nopAadKe npoouesaromcea omeepcmus. B npouecce
paodomvl MawiuHbl Kapma OUW{Ynvléaemcs CHEUUAIbHLIMU WMbIPAMU, CUUMbL-
AIOWUMU MAKUM 00PA30M UHpOpMayu, Komopas 3amem nepeoaemcsa O6u-
acyuwemyca uennoky». O KakoM crnocode 10KyMEeHTUPOBAHUSA WAET peyb?

1) nepdopupoBanue;

2) BbICEKAHHUE;

3) BBIKUTAHHUE;

4) pororpadus.

34. K10 1 Korga BnepBble OCyIIECTBHJ HE TOJBKO 3alMCh, HO U BOCIIPO-
U3BeJeHUe 3BYKAa C MATEPUAJIbHOI0 HOCUTEs1?

1) B 1804 r XK. XKakkap;

2)B 1807 r. T. FOHT;

3) B 1857 r. CxortT;

4)B 1877 r. T. DaucoH.

35. «Dma cucmema 3anucu, c ROMOWBLIO KOMOPOIL HA OBUNCYULEMCA MaAM e-
PUAIBHOM HOCUmeETe 6blPe3aemcs Ul 6blOA6IUEACMCA KAHABKA 6 COOMGem -
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CMEUU C 3ANUCHIBACMBIMU 368YKO8bIMU KoJlebanuamu. Bocnpouseedenue ocy-
W(eCMBIACMCA C NOMOUWIBIO U2TIbl, ONUPAIOWEIICA HA CMEHKU KAHABGKU OBUICY-
wiecocsa MamepuanbHo20 Hocumens, NOGMopAIouieil maKkum oopazom mexanu-
yeckue Konebanus, cOOmeemcmeyloujue 3anucanHblM 36YK0GbIM KOJ1eO0aHUAM.
Ima cucmema 3anucu nazvieaemces...». llpogonxure npenioxxenune.

1) BeIpe3anueM;

2) HauepTaTeNbHOM;

3) MarHuTO(OHHOM 3aAMKCHIO;

4) aHAJIOrOBOM MEXaHUYECKOW 3BYKO3aIHCHIO.

36. Kakoii ciocod BrepBble MO3BOJIMJ 3aMe4aT/ieTb 00beKTHBHYI0 BU3Y-
AJIbHYI0 MHGOPMALIMIO HA MATEPHAJIBLHOM HOCHTeJIe?

1) pucoBanue;

2) )KUBOTIUCH;

3) BBIKUTAHMUE;

4) hOTOXUMHUYECCKHM.

37. Kakoi cnioco0 npejacra/isieT 000 COBOKYITHOCTbH MPOLECCOB U CIO-
co00B mosty4eHns: H300paKeHUl HA CBeTOYYBCTBUTEJIbHBIX MaTepHaIax Aei-
CTBHEM Ha HUX CBeTa U MOCJAeAYIIIel XUuMUYecKoil 00padoTku?

1) nazepoonTuyeckui;

2) MEXaHUYECKUIA;

3) poTroxumMuueckuit

4) KHUHOJJOKYMEHTHUPOBAHUE.

38. Ilo ciaexyromuM NpU3HAKAM YCTAHOBHTE BHU/ JOKYMEHTa: «JTH 10-
KYMEHTBI MO3BOJISIIOT 3amedar/jieTb MUP B JUHaMuKe. OHM HUMEIOT CJI0KHYIO
CTPYKTYPY U COCTOSIT U3 KaJAPOB, INIAHOB (I10CJ1eA0BATEIbHO PACIIOJIOKEHHBIX
Ka/JIPOB, CHATBIX C OJIHOM TOYKH), a2 TAK:KE 3BYKOBOM COCTABJIAIOLIEH, T. €. OpP-
TAaHUYECKH COYeTAIT B cede H300pa3uTesbHbIe, TEKCTOBbIE, My3bIKAJbHbIC H
IIYMOBbI€ KOMIIOHEHTBD».

1) boTOMOKYMEHTHI;

2) ayauOA0KYMEHTHI;

3) BUIEOTOKYMEHTHI;

4) KHHOJTOKYMEHTHI.

39. K kakomy cnoco0y 3anucu OTHOCATCS BCe Mepeync/JieHHbIe BUAbI /10-
KYMEHTOB — (DOHOAOKYMEHTHI, BH/1€03allUCh, BUAeO(OHOrpamMmMa, IEKTPOH-
HbI€ JOKYMEHTbI?

1) nepdopupoBanue;

2) 31eKTPOMArHUTHBIN c0Cco0;

3) na3epoonTUYECKU;

4) aHanoroBas 3aIuCh.

40. Kakoii B JOKYMEHTa CO312€TCs1 M BOCHPOU3BOIATCS CJIEAYIOLIUM
o0pa3oM: 3BYKOBbI€ KOJIeOaHUSI BO3AyXa NMPeodpasylTcsi B 3JIEKTPHUYECKHUIM
TOK, M JJIEKTPUYECKHEe CUTHAJIbI OT MUKPO(OHA 3aNNCHIBAOTCA HA MarHMT-
HYIO JICHTY, 4 IPH BOCIPOU3BeIeHUU NPOUCXOIUT 00pPaTHOE SIBJICHHE — JJIeK-
TPUYeCKHe CHTHAJBI NMPeo0pa3ylTcss B MeXaHH4YeCKHe KOJIeOaHHMsl C MOMO-
b0 TPOMKOTOBOPHUTEJIA?
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1) GbOHOOOKYMEHTHI;

2) BugeodoHOTpaMMa;

3) BUICO3aIUCH;

4) BNEeKTPOHHBIC TOKYMEHTHI.

41. Kakoil cnoco0 3anmucu XapakTepu3yercsl CJAeAYIOIUMH MOKA3aTe sI-

mMu?

¢ Ero ncnosan3oBanue B 1,4 paza no3BoJinjio yBeJUYUTh MJIOTHOCTH 3aIH-
CH 10 CPABHEHHMIO C AHAJIOTOBOM M HA HECKOJILKO MOPAJKOB NPEeB30HTH
npezaeJi, ooecre4nBaeMblii MATHUTHBIM CIIOCO00M, a 10 CPABHEHHIO Ke C
00BbIYHOM IPAMINIACTUHKOM IVIOTHOCTH 3anucH Ooubiue B 100 pas.

e B oriimume oT MeXaHMYECKOI 3BYKO3aNIMCH U MATHUTHBIX CIIOCO0OB /10-
KYMEHTHPOBAHMS, 3TOT CNOCO0 SABJACTCH 0€CKOHTAKTHBIM (00BEKTHB
OTCTOMT OT HOCHUTEJISI HA PACCTOSSHMHU 10 1 MM), YTO NMPAKTHYECKHU HC-
KJII0YaeT BO3MOKHOCTh MEXaHHYECKOr0 NMOBpPEKAECHHMS AUCKa, odecme-
YyHMBas ropasao 0oJiee BHICOKYIO J0JIIOBEYHOCTH M HANAEKHOCTH XpaHe-
HHUSA UHGOpPMaLHH.

e [Ilo3Bossier mpeogoJieBaTh NMOMEXH, NMPHUCYIIHE MEXaAHUYECKOW WM Mar-
HMTHOI 3anucH, o0ecreYnBasi TeM CaMbIM ropas3io 0ojee BbICOKOE Ka-
YeCcTBO 3BYYaHMS;

e JTy 3anmMchb MOKHO MOJABEPraTb KOMIbIOTEPHOIl 00padoTKe, YTO HA€T
BO3MO’KHOCTb, B YaCTHOCTH, BOCCTAHABJIUBATH NEPBOHAYAJIbHOE 3BY-
YaHHe CTApbIX MOHO(OHMUYECKHX 3aluceil, 0CBO00XKIATh UX OT LIYyMOB
U MCKA’KeHMI M [1a:Ke NMPeo0pa3oBbIBATh B CTepeo(hOHUIECKHE.

1) nazepoonTuyeckoe TOKYMEHTUPOBAHUE;

2) 3JEKTPOMArHUTHOE JOKYMEHTHPOBAHUE;

3) rosiorpaduyeckoe TOKyMEHTUPOBAHUE;

4) aHayoroBasl 3aImcCh.

42. «I'osoraguyeckuii crnocod 3anucu HHPOPMALUN XaPaAKTEePU3yeTCs
CIeAyIMMHU TOKa3aTeasiMu...». Haiiiure BO3MOXKHBIE TPOAOJIKEHUS
JTAHHOTO YTBEP:KICHUSI.

1) xaxapiii pparmeHT 3anucu (JIF000M €€ y4acToK) JaET BO3MOKHOCThH TO-
JAy4uTh UHPOpMaIo 000 BCEM 00BEKTE, MOCKOJBKY CBET OT JII0OOH TOYKH
bukcupyeMoro mpeaMeTa pachpeneisercs 1Mo BceMy H300pakeHHI0, U MpH
yTepe ¢pparMeHTa 3amnrcH ee JIerkO BOCCTAHOBUTH C JIF0OO0T0 €€ yJacTKa;

2) ¢ momouIblo Jazepa (PUKCUpPYyeTCs, a 3aTeM BOCIPOU3BOAUTCS UH(DOP-
MaIus 0 Kakux-Imbo 00beKTax ¢ OUeHb TOYHOU Mepeaayueii MpOoCTPaHCTBEHHBIX
COOTHOIIIEHUM, YTJIOBBIX U JIMHEHHBIX Pa3MEpOB, B3aMMHBIM PaCIOIOXKEHUEM
MPEIMETOB B MPOCTPAHCTBE, CO MHOKECTBOM PaKypCOB, KOTOPbIE U3MEHSIOTCA
C U3MEHEHHEM TOYKU HAOIIOACHHUS;

3) ato pororpaduueckas 3anuch, OCHOBaHHAs HA JABYX (PU3NYECKUX SIBIIE-
HUSIX, CBA3aHHBIX C BOJHOBOM MPUPOION CBETA, — SIBICHUAX TU(PAKIIMU U UH-
TepdepeHImy;

4) 3amuch MHGOPMAINK, TPEOOPa30BaHHOW B IHU(PPOBON KO, MPOU3BO-
JUTCS HA MUKPOYMN (BCTPOCHHYIO MHTETPAIBHYIO CXEMY MNaMSATH) WM MHHU-
KapThl. 3alIMCaHHYI0 TaKuM 00pa3oM Ha MUHH-KAPTy MHGOPMAIUIO MOXKHO C
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IIOMOLIBIO CIIELUATBHOTO YCTPOWCTBA BBOJAWUTH B KOMIIBIOTED, NMPOCITYIINBAThH
WJIY NIEPEChUIATH 110 DJIEKTPOHHOMU I10YTe

Kontpouabhas padora no kypcy «OCHOBBI IOKYMEHTOBeIE€HUI»
1. ITpoananu3upoBath yrnoTpeOICHUE MOHATHUS «IOKYMEHT» U €r0 CUHOHHU-

MOB «JIeTIO», «Oymara», «axkT», «JiejioBas Oymara», «ClIy>K€OHBIN TOKYMEHT» IO
TPEM UCTOYHHUKAM (CM. XPECTOMATHIO K pa3aeny 2):

- 'enepansHOMy permamenty 1720 r.,

- O6memy rydbepHcKkoMy yupexaeHuto 1775 r.,

- O0memy yupexaeHuto MuHuctepcts 1811 r.

[Ipoananu3upoBaTh, B KAaKUX Clydasx YHoOTpeOIseTcs KaKa0e NOHATHE.

Memoouueckue pexomenoayuu 1

a) [IpounTarh BCce TpH UCTOYHHUKA U BBIMHUCATH MPEAJIOKEHUS, TAC yIOTPeO-
JSIETCS CIIOBO <«JIOKYMEHT», OTIEIBHO MO Ka)KJOMY HCTOYHHUKY, yKa3bIBas HOMEP
TJIaBbl / yHKTA;

0) cinenaTh Ha OCHOBE BBIITMCOK BBIBOJ O 3HAUECHUHW TEPMHUHA «JIOKYMEHT)» B
Ka)KJIOM U3 UCTOYHUKOB OTJEJIBHO;

B) TO )K€ MOBTOPHUTH JUISI CHHOHHUMOB «JIETIO», «OyMara», «akT», «IeoBas

OyMmaray, «CIIyKeOHBI TOKYMEHT.

2. 1o BeIMKMCKAaM U3 CIOBApEN U CIEUUAIBHOMN JINTEPATYPHI ONPEIEIUTD, Ka-
KM€ acMeKThl — MH(GOPMAIIMOHHBIHN, MPAaBOBOM, YIPABIEHYECKUNA, UCTOPUUECKUA —
JIETJIM B OCHOBY OINPEAEIEHUS MOHATHUS «IOKYMEHT» B KAXKJIOM CITydae.

Memoouueckue pekomenoayuu 2

Brinucath U3 TOTKOBBIX M CIICIIMAIBHBIX CIIOBApEH, a TakKe U3 y4eOHUKOB
M0 JOKYMEHTOBEICHHIO (JTIOOBIX), METOIUUECKON JIUTEpATyphl MO JEIONPOU3BO-
CTBY, apXUBHOMY U OUOIMOTEUHOMY JIENTy U JIp. ONPEICIICHUS CIIOBA «TOKYMEHT.

OO0s3aTenbHO yKa3aTh BBIXOJHBIE JaHHBIE MCTOYHHMKA (aBTOpa, HAa3BaHHUE,
MECTO U TOJ U3JaHUs, U3AATEeNIbCTBO, CTPAHUILY / PEXKUM JIOCTyMNa (I IEKTPOH-
HBIX pecypcoB). Hanpumep:

bapuxun A.b. Jlenonpouzsoocmeo u doxymenmoobopom. - M.: KnudwcHwiii

mup, 2008, C.17.
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Dedepanvhuiil 3akon «O 20cyoapcmeenHou pecucmpayuy IOpUOULecKux auy
U UHOUBUOYANbHBIX npednpunumameneiy om 8 ascycma 2001 2. Ne [29-D3
(peo.19.05.2010) [Onexkmpounviii  pecypc]. - Peorcum oocmyna:
http://base.consultant.ru/cons/cgi/online.cgi?reqg=doc;base=LAW;n=100595

[Tocne ka0l BBIMUCKH CIENATh BBIBOJ O TOM, KAaKOW acnekT — uHQopma-
IIUOHHBIH, MPABOBOM, YyIPaBIEHYECKUI, HCTOPUUYECKUN — JIET/JI B OCHOBY OIIpeJie-

JICHUS IIOHATHUA «TJOKYMCHT) B KaKIOM CJIydac.

3. CpaBHUTH TOJKOBAaHUS TEPMUHOB «HH(POPMAIIHS», «TOKyMEHTHPOBAHHAS
uHpOpMaLU», «TOKYMEHT», «3JIEKTPOHHBIN JTOKYMEHT» B HOPMAaTHUBHBIX U Ipa-
BOBBIX aKTaXx.

3.1.Bemmcare M3 TrOCYJapCTBEHHBIX CTAHAAPTOB ONPEIEICHUS TEPMHHA
«JTOKYMEHT»:

I'OCT 16487-70. [denonpon3BOACTBO U apXUBHOE J1€JI0. TepMUHBI U OIpe-
JEICHUS;

I'OCT 16487-83. [1enonpou3BOACTBO U apXUBHOE J1€JI0. TepMUHBI U OIpe-
JEICHUS;

I'OCT P 51141-98. lenonpou3BOACTBO U apXWUBHOE J€70. TepMuHBI U
OIpEEIICHHUS;

I'OCT P 7.0.8-2013 [lemonpou3BOJACTBO M apXUBHOE Je70. TepMuHbl U

OTpeICIICHUSI.

3.2. Beimucats u3 ®eaepanbubix 3akoHOB Ne 149 «O06 undpopmanuu, MH-
(dbopMalMOHHBIX TeXHOJIOTHsAX U 3amuTe uHpopmanum» 2006 r. u Ne 15 «O6 uH-
dbopmanum, nHGOpMaTH3aUK U 3anuTe uHGopManum» ot 25 sHpaps 1995 roxa
OTpEJENIeHUs] TEPMUHOB «HMH(POpPMaLIUsD», «IOKYMEHTUPOBAHHASI HH(OpMaLU»,
«JIOKYMEHT» U «3JIEKTPOHHBIN TOKYMEHT» YCTAHOBHTH, KAKHE ACIEKThI (HOCUTEIH
uHpopMaluy, crnocoObl ee (GUKCUPOBAHUs, FOpUANYECKAs CUJla JOKYMEHTa U Jp.)

n (I)YHKI_[I/II/I AOKYMCHTA 3aJI0KCHBI B OTHX OIIPCACICHUAX.
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Memoouueckue pexomenoayuu 3
A. Bemucku u3 I'OCToB 3aBepiuTh 0OIIMM BBIBOJIOM O TOM, MEHSJIOCH JIH
CO BpEMEHEM TOJIKOBAHUE MOHATUS «JIOKYMEHT» U KaKu€ U3MEHEHUsI HaOJII01at0T-
csl.
b. Beimmucku u3 ®3 Ne 149 3aBepiinTh BHIBOJOM O HAJIMYUU IMOHATUNA B KaX-
oM @3 U COOTHOUIEHUU MOHATUN «MH(DOpMaIUs», «TOKYMEHTHPOBaHHAs UHDOP-

Malus», «TIOKYMEHT» U «QJIEKTPOHHBIN TOKYMEHT).

4. N3yunth TeMy «CrocoObl U CpeacTBa TOKYMEHTUPOBAHUS) IO yHEOHOMY
nocobuto H.C. JlapskoBa. «JlokymenToBenenue» (He panee 2006 r. uznanus). Co-
CTaBUTh KOHCIEKT 4-i1 «CrnocoObl U cpeacTBa JOKYMEHTUPOBaHUs» (cM. XpecTo-

MaTHIo K pazaeny 3).

Memoouueckue pexomenoayuu 3
Koncnekr cnemyer cocraButh B TabiuuHou dopme. Creayer coOmroaaTh
MOCJIEIOBATEILHOCTh OMMCAHMS CIOCOOOB JOKYMEHTHUPOBAHMS, 33JaHHYIO y4eO-
HUKOM.

[Ipun omumcaHuu Kaxzaoro croco0a clelyeT yKa3blBaThb €ro HEJOCTaTKU U

MIPENMYIIECTBA
Cnocod no- Onucanne Cpen- Marepu- Buasr no-
KYMEHTH-POBaHUS | coco0a. CTBa /IOKY- | albHbIe HOCH- | KYMEHTOB, KO-
Ipenmyune- | MmeHTH- TeJIH TOpble  MOTYT
CTBA WU HENOCTAT- | POBaHUS €031aBaThCA
KH. AAHHBIM  CHO-
cobom
Hauepma- Hanecenue Yep- Kocme, Texcmo-
MenbHblll  CHOCOO | A3bIKOGLIX 3HAKOS U | HUNA, CIMUTO, | Kopa — Oepesves, | ble, MmexHuue-
OOKYMEHMUPOBAHUsL | 3HAKOG- Kanam... nep2amenm... cKue, U3000Ky-
usobpadicenuli  Ha MeHmbl ...

NOBepPXHOCMb  Mda-
MepuanbHo20  Ho-
cumeis 00b14HO
npu nomowju Kpa-
caue2o eewecmaad.

Ipeumywe-
cmea  -...
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Heoocmam-
KU -...

Hrorosslii TecT 110 Kypcy "OCHOBBI JOKYMEHTOBEACHUA"
HUTorosbliii Tect

o JTUCHUIIJINHE «OCcHOBBI AOKYMCHTOBECACHU N

1. Ykaxurte BepHOe npoaokenue Gppasbl: 3aKOH 0OKYMEHMAUUOHHO20 O OpMIEHUA
COUUAILHO 3HAYUMDBLIL COObIMUIL Oelicmayem ...
1) TonbKO AJIsE OPUIMATEHBIX TOCYIAPCTBEHHBIX COOBITHS;
2) TONBKO AJI OOIIECTBEHHO-TIOJTUTHYECKUX COOBITHIA;

3) cyry0o J1sl IMYHBIX, CEMEUHBIX COOBITHIA;
4) nist MOOBIX COOBITUM, 3HAYMMBIX IS OTACIBHOTO YETOBEKa HIIU TPYIIIIBI JIFOICH.

2. JlelicTBuA 4esioBeKa (C MOMOIIbIO TEXHUKHM MJIM JPYTHUX CPeICTB) MO 3aHECEHHIO
3HAYMMOI MH(pOPpMANHMKM HA MATePHAIbHbII HOCHTE/Ib HA3BIBAETCS
1) uadopmaruzamnueii;
2) NOKYyMEHTUPOBaHHUEM;
3) AOKYMEHTAIlMOHHBIM 00€CTIEYEHUEM YIIPABICHUS;
4) nenonpou3BOICTBOM.
3. JI0cJI0BHO € JIaTBIHHU CJI0BO «I0KyMeHT» (documentum) o6o3navaer:
1) 3anuch, nMcaTh;
2) Oymara;
3) moroBop, 0053aTEIBCTBO;
4) mucpMEHHOE CBUJIETENILCTBO, 00pasell.
4. HaiinuTe npaBuibHOe npoaoskenue ¢ppasol «B npoyecce ceoezo pynkyuonuposa-
HUA 6 o0wiecmee OOKyMeHm MOMHCEM NPOXOOUMb HECKOIbKO Cped — OnepamueHyto, pempo-

CHEKMUBHYIO U...
1) npodunakTuueckyto;
2) MPOTHOCTUYECKYIO,
3) cornmacoBaHUs U YTBEPKICHHUS;

4) apXUBHOTO XpaHEHHS.
5. Ykaxure meroa, koropelii HE OTHOCHUTCSH k MeTonaM aHa/Iu3a TEKCTa JAOKY-

MEHTA.
1) KOHTEHT-aHaH3;

2) METOJT IKCIIEPTHHIX OIICHOK;
3) Mmeron GOpMYIISIPHOTO aHAIIN3A;
4) AMHTBUCTHUYECKAs KCIEPTU3A.
6. Baxxneilinum 001eHAYYHBIM METOAOM JIsI JOKYMEHTOBECHHS SABJISACTCS. ..
1) knaccudukanus;
2) MEeTO/1 UCTOYHUKOBEIYECKOTO UCCIIETOBAHMS
3) aHanu3a rpaUYECKUX JaHHBIX JOKYMEHTA,
4) KOHTEHT-aHaJu3.
7. llpoponxure ppasy: «I'CAOY nawna ceoe npooonsicenue...»
1) B poccuiickux ['OCTax;
2) B cranaaptax [SO;
3) B penepanbHbIX 3akoHaX PD;
4) B TUMOBBIX MHCTPYKIHSX 10 ACIIOMPOU3BOICTBY.
8. Ilponomxute ppasy «I/lo cmenenu 6nuanua Ha COBPEMEHHYIO NIPAKTUKY UCTOYHHU-
KH, cO/iep:Kallie HOPMbI M IPaBHJIa PadoThl ¢ JOKYMEHTAMHU, Ae/IATCS HA Be TPYNIbI...)»
1) UCTOYHMKH, 3aKOHOJATEIBHO PErJIaMEHTUPOBABLINE KOI/IA-TO WU PETJIAMEHTH-

pyIoLI#e 1o
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HACTOsIIEe BpeMs paboTy C TOKYMEHTaMH;

2) aKkTyalbHbIE MCTOYHUKU, OTPAXAIOIIME COBPEMEHHBIN OIbBIT, TPAAUIMU JIET0-
MIPOU3BO/ICTBA;

3) ycrapeBlIM€ HCTOYHUKH, HUMEIOLIUE TOJbKO HAYYHYIO, UCTOPUKO-KYJIBTYPHYIO
LIEHHOCTH,

4) UCTOYHUKH, COepKAIllMe CTUXUINHO CIIOKMBILIKECS HOPMBI U MpaBuia, OTpaxKa-
omue Tpaguuun 1 HpaKTI/I‘-IeCKI/If/'I OIIBIT ACJIOIIPOU3BOACTBA.

9. YkaxuTe, KaKue HOPMATHBBI ABJIAITCHA 00513aTeJILHBIMH JIJIs1 HCIIOJIHEHUsI padoT-
HUKAMH OPraHu3aIum.

D)ITpumMepHas HHCTPYKLUS 1O A€IOIPOU3BOJICTBY.

2) MHcTpyKuus 10 1€10IPOU3BOJCTBY OpraHU3aIiy.

3) l'ocynapcTBeHHBIN CTaHAPT.

4) ®enepalbHbIN 3aKOH.

10. I'OCThsl, peraamentupyromme 10Y, Hocar B PD...

1)o0s13aTenbHbIN XapakTep;

2) peKOMeH1aTeNIbHbII XapakTep

3)o0ecneunBaroIvii XapakTep;

4) nHPOPMALIMOHHO-CIIPABOYHBIN XapaKTep.

11.CnoBo «undopmanus» (informatio) 6ykBajbHO ¢ JIATHIHH NEPEBOAUTCH KAK:

1) ‘3HaHMe, MOHUMaHUE;

2) ‘pa3bsACHEHHE, U3JI0KEHUE, OCBEIOMIIEHHOCTh ;

3) ‘naHHBIC, CBENICHUS, COOOIIECHUS ;

4) ‘TOKYMEHT, 3aI1Ch, JOKA3aTEeIbCTBO .

12. MaTepuaabHOCTh HH(POPMALIMH NPOSABJISAETCH B TOM, 4TO...

1) undopmarus u ecTb MaTepus;

2) uHopManus — 3TO SHEPTHs, a SHEPTUs MaTepUajIbHA.

3) unpopmanus QUKCUpYETCsl OpraHaMH 4yBCTB WJIM JPYTMMHU CHOCOOaMU PEru-
CTpalliu MaTEpUH, a CIEI0BATENIBHO, CBSI3aHa C HEl;

4) uapopmanus — 3T0 3aPUKCUPOBAHHBIE U3MEHEHUS! COCTOSIHUSA MaTepUU U SHEP-
T'MH, & OHU MaTEPUAJIbHBIL.

13. YkaxkuTe BepHOe nepeynciaeHHe CBOHCTB JOKYMEHTHPOBAHHOH HH(OpManuu.

1) uMeeT ceMaHTHUYECKUI XapakTep, KOJUPYETCs CHCTEMON CHMBOJIOB M 3HAKOB,
CTPYKTYpUpPOBaHa U MEpPEAAeTCss TUCKPETHO, CBA3aHa C MaTepUaJbHBIM HOCUTENEM, HO-
CHUT COLIMAJIbHBIN XapakTep;

2) XpaHUTCS B MO3T€ YEJIOBEKa, KOJUPYETCS] CUCTEMOW CHMBOJIOB U 3HAKOB, €il
MIPUCYIIM HHBAPUAHTHOCTh, YACTUYHOCTb;

3) cTpyKTypHpOBaHa U NeperaeTcsl JUCKPETHO, MIPEJICTaBIsIeT OO0 MaTepuIo MU
SHEPTUI0, UMEET CEMAaHTUUECKUN XapaKTep;

4) uMeeT COIMANIbHBIN U CEeMaHTHUYECKUN XapakTep, 00Jaj1aeT WHBAPUAHTHOCTHIO,
KOJUPYETCA CUCTEMOW CHUMBOJIOB U 3HAKOB.

14. HazoBuTe nuddepeHunaibHbIie IPU3HAKU JOKYMeHTa?

1) Hanmuune HPOPMAITMOHHON ¥ MaTePUAIBHONW COCTAaBIIAIONINX;

2) CTPYKTYPHOCTb IOKYMEHTA;

3) MOVIMHHOCTB;

4) hyHKIMOHAIBHOCTD TOKYMEHTA.

15. Haiigute BepHoe npoaoJkeHne ¢gpasbl: «OpUriHAJIBHOCTD JOKYMEHTA SIBJISACTCS
ce»

1) cymectBeHHbIM (Iu(depeHnaTbHbIM) TPU3HAKOM, TaK KakK XapakTepHa JUis
BCEX BUJIOB U TUIIOB JOKYMEHTOB;

2) cymiecTBeHHBIM (quQdepeHInaIbHbIM) CBOHCTBOM, TaK Kak HE00X0AUMa 4elo-
BEKY B €r0 IIPAaKTUYECKOH KU3HU;

3) HeCyleCTBEHHBIM NPU3HAKOM JOKYMEHTA, TaK KaK YEJOBEK B JIEHCTBUTEIBHO-
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CTH UMEET JEJI0 HE TOJIBKO C OPUTMHAIAMHU JOKYMEHTOB, HO U C UX KOIUSAMU;

4) HecyIeCTBEHHBIM, TaK KaK BCTPEUAETCs HE Y BCEX TOKYMEHTOB.

16. Kak Ha3piBaeTcsi JOKYMEHT, BIIepBble CO3JaHHBII OJHHM 4YeJOBEKOM WJIM He-
CKOJILKMMH JUIIAMHU?

1) opurunai;

2) MOUTMHHUK;

3) ny6nukar;

4) xomus.

17. KT0, nMeeT npaBo NpuAaBaTh IPUANYECKYIO CHJIY KONUsIM?

1) HOTapuyc;

2) opranusanus, BblJaBIiias JOKyMEHT;

3) HavaIbHUK OT/IENa KaIpOB JIF000H OpraHU3aIlnH;

4) 3aBeAyIOMMIA KaHIENsApHUeH J1I000ro TOCYIapCTBEHHOTO OpraHa.

18. Kak na3biBaeTcsi cBOiicTBO HHGOpPMAaNK, NPOABJAIOIIEEC B TOM, YTO OHA (MH-
(popmanus) nepegaercs U 00padaTbiBaeTCs 4YeJ10BEKOM MOPLUOHHO, OTAEIbHBIMH €CO00IIIe-
HUAMHU?

1) nHBapHAHTHOCTb;

2) TUCKPETHOCTb;

3) CTPYKTYypUPOBaHHOCTb;

4) 4aCTUYHOCTb.

19. Mlponomxute ¢pasy: «TepMUHBI «0oKymenmuposannas MHGOPMALHUI» U KOOKY-
Menmuaa iHGopMaAnHD) ...»

1) Hu4YeM apyr OT Jpyra HE OTJIMYAIOTCS U SBJISAIOTCS [MOJIHBIMM CHHOHUMAaMH.

2) conepkat MPOTUBOMOIOKHBIEC TOHSATHS;

3) pa3nuyHBI 110 TOHATUHHOMY O0BEMY, TaK KaK HE BCSKas «IOKyMEHTHpOBaHHast
uHbOpMaLUA» ABISETCS «TOKYMEHTHOM.

4) noHATHE «JOKYMEHTHUPOBaHHAs MHQOpMAIUL) IIHUPE MOHATHUS «TOKYMEHTHas UHQPOP-
MalMs», TaKk KaK YKa3bIBaeT HE TOJBKO HA HaJTU4ue HIealbHOM (MH(pOpMAMOHHOM) COCTaBIIs-
IOIEH, HO ¥ Ha HAJIMYUE MAaTepHaIbHOTO HOCUTEIS.

20. VYkaxutre  CBOHMCTBO  JOKYMEHTHPOBaHHOW  uHpopMamum,  KOTOpoe
HE ABJISIETCS o6s13aTe/IbHBIM.

1) onepaTuBHOCTH;

2) 0THO3HAYHOCTH TOJIKOBAHUS,

3) AOCTOBEpPHOCTS;

4) opuuanbHOCTB.

21. CniocoOHOCTDH JOKYMEHTOB K THPA:KHPOBAHUI0, BOCIIPOM3BEACHUIO COJCPKAHUA H
MATepHaJIbHOI0 HOCUTEJISA Ha3bIBACTCH ...

1) ayTeHTUYHOCTb;

2) TOKJECTBEHHOCTb;

3) KONMHHOCTB;

4) dbanpcudpukanus.

22. Kakoii 710KyMeHT cuuTaercsi 0pUuIHAIbHBIM?

1) MOKyYMEHT, M3TOTOBJEHHBIN C COOJIOJICHUEM YCTAHOBJIEHHOW (POpPMBI WM dYa-
CTUYHO U3MEHEHHBIN;

2) TOKYMEHT, M3TOTOBJICHHBI CAHKIIMOHUPOBAHHBIM CITIOCOOOM B COOTBETCTBUH C
3aKOHOAATEIBHO ONPEACIEHHON TEXHOIOTUEN €r0 U3TOTOBJIEHUS U UMEIOUIUI TPU3HAKU
MOITTUHHOCTH;

3) NOKYMEHT, CO3AaHHBIA IOPUINYECKUM MM (PU3UUYECKUM JIUIIOM, O(hOPMIICHHBIH
U YIOCTOBEPEHHBIN B YCTAaHOBIEHHOM IOPSIJIKE;

4) TOKYyMEHT, COJep)KaHHE KOTOPOrO MOYHO CUMTATh IOJHBIM M TOYHBIM IIpEA-
CTaBJICHUEM MOJTBEPKIAEMbIX ONepalui, 1eSTEIbHOCTH WIH (PAKTOB U KOTOPOMY MOXK-
HO JIOBEPATH B MOCJIEAYIOIMX ONEPALUAX WU B TIOCIEAYIOIIEH NEATEIBHOCTH.

23. AyTEeHTUYHBII TOKYMEHT — 3TO ...
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1) JOKyMEHT, M3rOTOBJICHHBIH € COOMIOIEHUEM YCTAaHOBIECHHON (OpMBI WM Ya-
CTUYHO U3MCHECHHBIN;

2) NOKYMEHT, KOTOPBI MO>KHO JIOKQJIM30BaTh, HAWTH, BOCIIPOM3BECTU U UHTEPIIpE-
THPOBATH;

3) Takoil TOKYMEHT, y KOTOPOI'0 MOXHO JI0Ka3aTh, YTO OH: ABJIETCS TEM, YEM IIpe-
TEH/YyeT ObITh; ObUI CO3JaH WJIM OTIPABJIEH JIUIOM, JE€HCTBUTENBHO CO3/IaBIINM MM OT-
MIPABUBIINM €T0; a TaKXKe ObLI CO37aH WM OTIPABJIECH B TO BPeMsi, KOTOpoe 0003HAUEHO.

4) NOKyMEHT, coep)KaHue KOTOPOr0 MO>KHO CUMTATh IOJHBIM M TOYHBIM Ipe.-
CTaBJICHHEM IOATBEP)KJAEMbIX OIEpaInil, AEATEIbHOCTA WIH (DAaKTOB U KOTOPOMY MOXK-
HO JIOBEPATH B MOCIEAYIOIUX ONEPALNAX WIN B IIOCIEAYIOUICH NeATENbHOCTH.

24. Ilonu(pyHKIMOHAIBLHBIM JOKYMEHT SIBJISIeTCH IOTOMY, YTO...
1) OTHOBPEMEHHO BBIMOIHAET HECKOJIBKO Pa3HbIX (YHKLUH;
2) BpeMs OT BpeMEHHU MEHSAET (PYHKIUY;
3) pa3Hble JOKYMEHTBI BBINOIHAIOT Pa3Hble (QYHKINHY;
4) y TOKyMEHTa eCTh IJIaBHas, OOIIMe U CrIeHaIbHbIC ()YHKITHH.

25. Ilouemy B HaykKe [0 CHX NOP He CJI0KHJIOCH eAUHON Kaaccupukanuu GyHKUMi
AOKYMEHTOB?

1) GyHKIMU TOKYMEHTOB UMEIOT PAa3HYIO MPUPOAY M 3aBUCAT OT KauecTBa M THIIA
nHpopManuu;

2) cnexTp ATHX (YHKIUN MHPOK, TaK Kak WHPOpMALUs MPOHU3BIBAET Bce chepbl
YeJI0BEYECKOI0 O0IEeCTBa U YJJOBJIETBOPSIET CaMble pa3HOOOpa3Hble MOTPEOHOCTH;

3) AOKYMEHTHI CITIOCOOHBI BHIIOJHSTH Cpa3y HECKOJIBKO (PYHKIMH, HX UHOTIA TPY -
HO Pa3/ieNnTh MEXIY COOOM;

4) Bce Ha3BaHHBIE BBIIIE PUUYHUHBI.

26. Ot pyHKnMHU 00513aTEILHO €CTh y BCEX JOKYMEHTOB, HO B Pa3HOM COCTaBe KaK
aKTyaJibHOe JomnoJiHeHHe APYrux GyHkuuil. OHM BO3ZHHUKAIOT y JOKYMEHTAa M MOIYT Me-
HATHCH B 3aBHCHMOCTH OT YCJOBHH (PyHKIMOHHMPOBAHUS JOKYMEHTA, OTPaKA0T Pa3HO00-
pa3Hble KOHKPeTHbIe MOTPeOHOCTH 001ecTBA WM OTAEJbHOI0 ero 4jeHa.

1) oOmue;

2) cnenuanbHbIE;

3) ynpaBieHUYECKHE;
4) reloHYECKHE.

27.Kak Ha3piBaeTcsi yHKIUSI JOKYMEHTOB, B KOTOPbIX OTPa:KeHbI: CO3JaHHE Opra-
HHM3allUM, YCTAHOBJICHHE ee CTPYKTYPbl, IITATHOW YHCJEHHOCTH; perjaMeHTalusi aesi-
TeJIbHOCTH U KOJIHYECTBO CTPYKTYPHBIX NMOApPa3AejIeHH U PAa0OTHUKOB; PeKUM PadoThI
T..?

1) npaBoBas;

2) pacriopsiAuTeabHas;
3) KOHTpOJIS;

4) opraHu3anoHHasl.

28. Eciin 1OKYMEHTBI Ha3bIBAIOTCH «IPHKa3», «PelIeHHe», KIMOCTAHOBJICHHE», KyKa-
3aHHe», «PACIOPSIZKeHNe», TO OHU BbINOJIHAIOT (WM BBINOJIHSAIN paHee) (PYHKIHUIO ...

1) npaBoBy10;

2) pacnopsiAUTENbHYIO;
3) KOHTpOJIS;

4) opraHU3aIMOHHYIO.

28. JTa pyHKUIMA CBOMCTBEHHA JOKYMEHTAM, B KOTOPBIX JJIf 3alMCH MH(OpManuu
HCMOJIL3YIOTCH pa3jiMiHble NMPUEMbl U CHCTeMbl TallHONMUCH, KpunTorpagpuu. Takxke oco-
0CHHOCTBIO TAKHX JOKYMEHTOB SIBJIIETCS OTPAHMYEHHE B 10CTyNe K HHPOPMALMH.

1) cratucTuueckas;

2) MOJIUTHUYECKAs;

3) 3amuTe HHGOPMAIIIH;
4) KOTHUTHUBHASL.
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29. JleificTBHe WJIN COBOKYIIHOCTH JAeiiCTBHH, IPUMEHsSIEMBIX B Ipolecce 3alUCH HH-

¢popmanuu, Ha3pIBaeTCA. ..
1) cpencTBOM TOKYMEHTHUPOBAHMUS;
2) crmocoboM JOKYMEHTHPOBAHUS;
3) cuctemMoi JOKyMEHTAalHH;
4) METOJIOM IOKYMEHTHPOBAHHUSI.

30. Ykaxure, 4TO BKJIHOYaeT B ceds1 cucTeMa J0OKYMeHTHPOBaHUS.

1) MeToJ1 JOKYMEHTHUPOBAHUS;
2) BUBI JOKYMEHTOB;
3) cpencTBa JOKYMEHTHPOBAHUS;
4) marepuaabHBI HOCUTEIH UH()OPMAIIHH.

31. Cnoco® HaHeCceHUN SI3BIKOBBIX 3HAKOB M 3HAKOB-H300pa’keHU HA MOBEPXHOCTH
MaTepHuaJIbHOI0 HOCHTEJIS IPU MOMOIIM OPITEXHUKH HA3BIBACTCS...(0Omeem 3anucamsy cio-
eamu)

Hauepmamenvnuiii
32 IlpapoauTtejieM MAaTPHMYHBIX MATEPHAJTbHBIX HOCHTeJEH SIBJISCTCH CJeAYOIMA
€1ocod J0KYyMEeHTHPOBAHMUA. ..
1) HauepTaTeIbHBINH;
2) SNEKTPOCTATUYECKU;
3) nepdopupoBaHue;
4) nazepHbIi.
33. llpoposxure ¢pasy: «Tpaduyuonnvie cnocoovl 0OKymeHmupoeanus npeocmae’ie-
Hbl...»
1) HauepTaTeIbHBIM CITIOCOOOM;
2) BbICEKaHUEM;
3) AOKYMEHTHUpPOBAaHUEM Ha MUIITYIIEH MaITUHE;
4) MexaHMUYEeCKOH 3aIUChIO.

34. KT0 n Korga BnepBble OCYLIECTBHJ HE TOJbKO 3allHCh, HO M BOCIPOU3BeICHHE

3BYKa ¢ MATepHAJIbHOI0 HOCUTEIsA?
1) B 1804 r XK. XKaxkkap;
2)B 1807 r. T. OHT;
3) B 1857 r. CkorT;
4)B 1877 r. T. DnucoH.

35. Kakoii ciocod BrnepBbie MO3BOJINJ 3aMe4aT/ieTh 00beKTHBHYI0 BU3YaIbHYI0 MH-
(popManuio Ha MaTepuaJIbHOM HOCUTee?

1) pucoBanue;

2) KUBOIIHCH;

3) BBDKUTAHHE;

4) poTOXUMUIECKHUH.

Bonpocsl k 3k3ameny

1.Ponb noxkymeHTa B ’KM3HU YeJI0BeKa U 00IeCTBa.

2.JloxymeHTHI B chepe mpaBa u ynpasineHus. Hayuno-uctopuueckast 1 npakTudeckas 1eH-
HOCTb JJOKYMEHTA.

3.BnusiHue Hay4HO-TEXHUYECKOW PEBOJIIOLIMY HA PAa3BUTHE JOKYMEHTA.

4.00beKT U NpeaMeT TOKyMEHTOBEACHHSI KaK HayKH.

5.Metoapl Hccae10BaHUs JOKYMEHTOBETUeCKUX pobieM. OOIieHayYHble U ClielhaibHble
METOJIBI.

6.CTaHOBJIEHHE U PA3BUTHE TOKYMEHTOBEACHMS KaK HAYYHOU JUCIIUIUINHBL.

7.ICTOYHMKHN JOKYMEHTOBEIUYECKHUX UCCIIECTOBAHUM.

8. Tunsl JOKYMEHTOB, SIBISIONIMECS HNCTOYHMKAMH Ul JOKYMEHTOBEAUYECKHX MHCCIEI0Ba-
HUMN.
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9.J10OKyMeHTBI, COJepKallie CTUXHAHO CIIOKUBIIUECS HOPMBI | MpaBUiia padOTHI
C JOKyMEHTaMH.

10.loKyMeHTBI, 3aKOHOJATEIbHO PEriJaMeHTUPYIOIINE paboTy C TOKyMEHTaMH.

11.YcrapeBmiie  HWCTOYHUKH,  3aKOHOJATENBHO  pErjaMeHTHpOBaBIIME  paboTy
C IOKYMEHTaMH.

12.AxTyanbpHble HMCTOYHHMKH, PErJIaMEHTHUPYIOIIME COBPEMEHHbIE IpolecChl paboTh
C IOKYMEHTaMH.

13.I1paBoBbIC aKThI, W3/1aBacMble BBICIIMMH OpraHaMu ¢eaepaibHONH 3aKOHOIATEIHHOU
rOCyJapCTBEHHOM BJIIACTU U YIIPABJICHUS.

14.I1paBoBbIE aKThl, U3aBa€MbIE OpraHaMu 3aKOHOJATEIbHOW U HMCIIOIHUTEIBHOM BIIACTH
cyobekToB PD u ux TeppuTopHanbHbIX 00pa3oBaHuil.

15.1IpaBoBbIE aKThl, U3JJaBAEMbIE PYKOBOACTBOM MPEANPUITUN U OpraHU3AIUN.

16.IlonaTre «HPOPMAIUI» U €€ POJIb B COLUATBHBIX U SKOHOMUYECKuX mporeccax. Crie-
upuYecKue YepThl JOKYMEHTHPOBAHHOM HH(OpMALIUU.

17.Ilonsitue "nmokymeHt".

18.Ilpu3Haku JOKyMeHTa.

19.0cHoBHbIE cBOMCTBA JOKYMEHTOB. OpuruHainbHocTh. KonuitHoCTh. [loaIMHHOCTD.

20. OyYHKIMU JOKYMEHTOB. [TpoGiembr onpeeIeHus KJIaCCHU(PUKAIMOHHBIX
XapaKTEPUCTUK TOKYMEHTOB MO (PYHKITUSM.

21. Ilonatre o MOKyMEHTUPOBAHUHU, CIIOCO0AX U CPE/ICTBAX TOKYMEHTHPOBAHHUS.

22. TpaauLIMOHHBIE METO/IbI JOKYMEHTHPOBAHMUSI.

23. TeXHOTPOHHBIE METOAbI JOKYMEHTHUPOBAHUSI.

24. Metoapl JOKYMEHTUPOBAHMUS, IPUMEHIEMbIE B COBPEMEHHOM JIEJIOTPOU3BOJICTBE.

Ilpakmuueckoe 3a0anue na IK3amene :

- ONpeAeNuTb THUIM JOKYMEHTa IO €ro CBOWCTBaM (OpUTHMHAI/KONUS; TMOIJIUH-
HBII/QanbcuuIupoOBaHHBbIN);

- OTIPE/IENNTh CIEUUATbHYI0 (PYHKIIUIO JOKYMEHTA;

- ONIPENIENNUTh CIOCO0 TOKYMEHTHPOBAHUSI.
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7 OueHoYHbIE CPeCTBA JIJIA POBeeHHsI IPOMEKYTOYHOM aTTeCTAlNU

CrpyKTypHBIH
PYKTYD [Inanupyemsle pe3yiib-
JJIEMEHT OueHouHble CpeCTBa
TaThl 00y4YCHHUS
KOMIIETEHINH
OIIK-4 BJIaJleHHEeM HABBIKAMM HCHOJb30BAHUS KOMIBLIOTEPHOI TEXHUKH U MHGOPMAIMOHHBIX TEXHOJIOTHIl B MOUCKE HCTOYHUKOB

U JINTEPATYPbl, HCI0JIb30BAHHH NPABOBBIX 023 JAHHBIX, COCTABJIeHHH OUOJIMOrpadguuecKNX U ApXUBHBIX 0030pPOB;

3HaTh

Ha3BaHU
(hopmarmoHHo-
MIPABOBBIX HOPTAaJIOB
pasMeIleHs]  aKTyallb-
HBIX M YCTapeBIINX HC-
TOYHUKOB,  3aKOHOJA-
TEBHO pEerJIaMeHTHPY-
IOIMX PaboTy ¢ JOKY-
MEHTaMH, a  TaKke
Ha3BaHUs Hay4HO-
MPAaKTUYECKUX IKypHa-
JIOB MO JEJONpPOU3BO/-
CTBY M apXWBHOMY Je-

1y,

HUH-

YCIIOBUSL  TOJIb-
30BaHMs 00pa3oBaTelb-
HbIM mnoptasioMm MI'TVY,
6a3oi 3JIEKTPOHHOM
oubmuorexu MI'TY;
Ha3BaHUd  Jeil-
CTBYIOIIUX Mpodeccro-

Bonpocsl k 3k3ameny
1. UcTOYHHKY JOKYMEHTOBEIUECKUX UCCIIEeIOBAaHUI.
2. Tunbl JOKYMEHTOB, SIBIISFOIINECS UCTOYHUKAMU JIJISl IOKYMEHTOBETYECKIX UCCIICIOBAHUH.
3.JIoKyMeHTHI, coJiepKallue CTUXUHHO CIOKUBIIIHECS HOPMBI U MpaBuiia paboThl C TOKYMEHTaMH.
4.JI0KyMEeHTBbI, 3aKOHOAATEIIbHO PErJIaMEHTUPYIOIINE paboTy ¢ JOKYMEHTaMHU.
5. Ycrapesuie HCTOUHUKH, 3aKOHOAATEILHO PErJIaMeHTUPOBABIINE PA0OTY C TIOKYMEHTAMH.
6. AKTyasTbHBIC HCTOYHUKH, PETIIAMEHTHUPYIONINE COBPEMEHHBIC TTPOIECCH PAOOTHI C IOKYMEHTAMH.
7. IIpaBoBbI€ aKThI, U3aBacMbl€ BBICIIMMU OpraHamMu (eiepalibHOM 3aKOHOIaTeIbHON TOCy/IapCTBEHHON Blla-
CTHU U yTIIPaBIICHUS.
8. [IpaBoBBIE aKThI, U3[JaBAEMbIe OpraHaMH 3aKOHOAATEIHHON U MCIIOJHUTENBHON BIACTH CYObeKTOB PD 1 nx
TEPPUTOPUATHHBIX 00pa30BaHMIA.
9. [IpaBoBbIE aKThI, U3JaBAEMbIe PYKOBOACTBOM MPEANPHUATHI U OpraHU3aIuii.

Hrorosbliii Tect

1. leiicTBusA 4esi0BeKka (C MOMOIIbIO TEXHUKH MJIH APYTHX CPeACTB) MO 3aHECEHUI0 3HAYUMOWH HH-
(opManuu Ha MaTepUAIbLHBII HOCHTEIb HA3BIBACTCS
1) undopmaruzanuei;
2) TOKyMEHTUPOBAaHUEM;
3) AOKYMEHTAIIMOHHBIM 00ecTieYeHUEM YIIPaBIICHUS;
4) n1enonpou3BOICTBOM.
2. Hajigute npaBuibHoe npoaoJikenne ¢pasnl «B npouecce ceoezo pynkyuonuposanus 6 ooue-
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CTpyKTYpHBII
JJIEMEHT
KOMIIETEHIINH

[Tnanupyemble pe3yib-
TaThl 00y4eHUs

OueHouHble CpeCTBa

HAJIBHBIX (POPYMOB.

cmee OOKyMeHm MOodcem npoXo0ums HECKOIbKO cped — ONepamueHyIo, pempocneKmugHyio u...
1) npodunakTHIECKyIO;
2) IPOrHOCTUYECKYIO,
3) cornacoBaHus U YTBEPKJIECHUS;
4) apXMBHOI'O XpaHEHMUSL.
3. llpoposxure ppasy: «I'CAOY nawna ceoe npooondicenue...»
1) B poccuiickux 'OCTax;
2) B cranaaprax [SO;
3) B penepanbHbIX 3akoHax Pd;
4) B TUNOBBIX MHCTPYKLMSIX IO JIEJIONPOU3BOCTBY.
4. Ilpononxure ppasy «Ilo cmenenu enuanusa Ha COBPEMEHHYI0 IPAKTHKY HCTOYHHMKH, COJEPKa-
e HOPMBbI M MPaBWJIAa PadoThI ¢ JOKYMEHTAMHU, IeJIATCH HA ABe IPYNIbI...»
1) MCTOUHMKH, 3aKOHOJIATENILHO PErJIAMEHTHPOBABIINE KOTJa-TO UM PerIaMeHTHPYIOLIHE 10
HacToslIee BpeMs padoTy ¢ TIOKyMEHTaMH;
2) aKTyanbHble HCTOYHHUKH, OTPAXKAIOIINE COBPEMEHHBIN OIBIT, TPAJAULIUH JIEJIONPOU3BOJICTBA;
3) ycTapeBIre HCTOYHUKH, HMEIOIIHE TOJIBKO HAYYHYIO, HCTOPHUKO-KYJIBTYPHYIO IIEHHOCT;
4) UCTOYHUKH, COZAEpKAIINe CTUXUITHO CIIOKUBIINMECS HOPMbI U MPaBUJIA, OTpaKarollue Tpaau-
[IUU ¥ IPAKTUIECKUIA OITBIT JAETIOMPOU3BO/ICTBA.
5. Ykaxure, Kakue HOPMATHBBI ABJIAIOTCH 0083aTeIbHBIMHU A/ UCIIOJTHEHHUS] PA0OTHUKAMH OPp-
raHu3anum.

D)IIpumepHas HHCTPYKLUSA IO IEIO0IPOU3BOJICTBY.
2) UHcTpyKuus 1o J1e710MpOU3BOICTBY OpraHU3aIiu.
3) 'ocynapcTBeHHBII cTaHapT.
4) ®enepanbHbIi 3aKOH.

6. 'OCThl, peranamenTupyromme 10V, Hocsart B PD...
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CTpyKTYpHBII

[Inanupyemsble pe3yib-

JJIEMEHT OueHouHble CpeCTBa
TaThl 00y4eHUs
KOMIIETEHINH
1)o0s13aTenbHbII XapaKkTep;
2) peKkOMeH1aTeNIbHbII XapaKkTep
3)obecneunBaroInii XapakTep;
4) nHPOPMALIMOHHO-CITPABOYHBIN XapakTep.
YMmers: cocraBisATe  Te- | [IpakTH4yeckoe 3aganue K pazgeny 1
MaTHYECKHUU 0030p | 2. [Ipountars «I enepanpubiii pernamerT» 1720 r.(cMm. XpectomaTus K pasaeny 1). Onpenenuts, kakue chepbl
Hay4HbIX cTaTel; 0030p | rocy1apcTBEHHOU JiesiTenbHOCTH, 1Mo MHeHuto Ilerpal, HeoOGxoaumo ObLIO yHOpsAOYMBaTHL C IOMO-
aBTOPOB Ha OCHOBE TO- | IIbIO JOKYMEHTOB? Bpimucare cdepbl rocyqapcTBEHHON NesATeNbHOCTH B Tadmuiy (cm. dopma Tabiuibl,
JIOBOM TOAIMUCKHU Kyp- | cTojber 1).
Haua; Onpenenuts BUIOBOM COCTAaB IOKYMEHTOB JaHHOW 3M0XU. Brinucars Ha3BaHUs BUJIOB JOKYMEHTOB I10 TJlaBaM
OLICHUBATh u | (cronbusl 2 u 4), a 3aTeM, noab3ysich «KpaTkuMm cioBapeM BHIOB M pa3HOBHIHOCTEH AOKyMeHTOB» 1974 r.
BBISBJIATH 00beM U Ka- | (cM. XpecromaTus K pasfeny 1) u «'eHepaabHbIM peraaMeHTOM», paclpeAeIuTh YKa3aHHbIe BUABI U pa3HO-
4ecTBO  MH(OpMalUH, | BUIHOCTHU JOKYMEHTOB IO cepaM rocyAapCTBEHHOM JesTeIbHOCTH. 3aHECTH JaHHBIE B TAONIHUILY.
npengaraeMoil  uHTep- | JlaTh TOJIKOBaHME BBIMMCAHHBIM BHJIAaM M Pa3HOBUJIHOCTSAM JIOKYMEHTOB, MOJb3ysch «KpaTkuM cioBapem
HET-UCTOYHUKaMH 10 | ...»(cTomber 3).
JCJIONpPOU3BOACTBY M | [HaumeHoBanue cde-Bun u pasHoBUA-(CioBapHOe ompezaeneHue Buga HCCbUIKa Ha TJaBy B
apXUBHOMY JI€TTy PBl TOCYIapCTBEHHOWHOCTh JOKYMEHTA [PA3HOBUIHOCTH JIOKYMEHTA noj«l enepampHOM  pe-
eaTeIbHOCTH «KpaTtkomy ciioBapro BUJOB U pasHo-riaamente» 1720 r.
BHIHOCTEH JTOKYMEHTOB»(1974)
1 2 3 4
Bnagers: HaBBIKAMU TIpH-

MEHEHUS Oolepalnuu Mo-
ucka uHpopMalMU B

KoutpoJabsHas padora no kypcy
1. IIpoananu3upoBaTh KOMIUIEKT T'OI0BOM MOAMUCKH (TI€UATHBIN WIIH YJICKTPOHHEIN pecypc B cetu HTepHET) o1-
HOTO M3 XypHAJIOB, YKa3aHHBIX B CIIMCKE, 32 JII000 roj| U3 MSATH NOCTIETHUX.

42



http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary

CTpyKTYpHBII
JJIEMEHT
KOMIIETEHIINH

[Tnanupyemble pe3yib-
TaThl 00y4eHUs

OueHouHble CpeCTBa

MTOMCKOBBIX CUCTEMaX, B
TEKCTE KOHKPETHOTO
JOKYMEHTa Pa3InIHBIX
dbopmaroB;  cocrablie-
HUs ~ Oubmmorpadude-
CKHX 0030pOB

JlaTb XapaKTepUCTHKY TEMaTHKH CTaTel U MaTepUaoB KypHaia. OpHEeHTUPOBATHCS 1O KIIFOYEBBIM CIIOBaM,
3aroJIOBKaM CTaTew.

YCcTaHOBUTH, UIMEET JIM )KYPHAJ CBOM caliT B ceTn HTepHeT (yKa3aTh) U NpeIaraet JIh OH AJICKTPOHHYIO
BEPCHIO (apXUB) CBOMX BEITYCKOB.

[Tonm3ysick cripaBOYHBIMA JaHHBIMH KYPHAJIA, aTh OOIYI0 XapaKTepUCTUKY aBTopam crateit (ykazats OUO,
MecTO paboThl U TOJKHOCTE). Caenarh BBIBOJ 00 aBTOpax KypHaJIbHBIX yOIHKAIIHH.

CocTaBUTh KOHCIIEKT OAHOM U3 cTaTeil (Ha BBIOOP). O0ObEeMOM CTaThH JOIKEH OBITh HE MEHee 3-X KYPHAIBbHBIX
CTpaHHLL.

Memooduueckue pexomenoayuu

AHalm3 KOMIUIEKTa TOJI0BOH MOIMUCKH BRIOPAHHOTO XKYpPHANa CIeyeT MPEJICTABUTh 8 GUOe C6A3HO20 MeKcma, B
KOTOPOM OYIyT OTpa)ke€HbI OTBETHI HA BCE IIOCTABJICHHBIE BBILIE BONIPOCHL, JIUOO 6 6u0e madauybl.

MHorue u3 nepeynciIeHHbIX HIXKE KyPHAJIOB MIPECTAaBICHBl B apXMBaX HA COOTBETCTBYIOIINX >KypHAJIbHBIX caii-
Tax.

B orieHke gaHHOTO 32/1aHUSI OCHOBHOE BHUMAHHE YJEINSETCS CIOCOOHOCTH CTYICHTOB YBUJETh, C OJIHOW CTOPOHEI,
TUIMYHOE U XapaKTEepPHOE ISl JTaHHOTO UCTOYHUKA, C APYTOH, €ro 0COOCHHOCTH U MPEUMYILECTBA.

[Ipu cocraBieHNH KOHCTIEKTa YPHAIBHOW CTAThH OIICHUBAECTCS YMEHUE CKUMATh WHPOPMAIIUIO, OCTABIISS KITHO-
YeBbIe MOMEHTHI TEKCTa; COCTABJISITh KOHCIEKT OT 3-TO JIMIa WK B Oe3MU4HON (opMe, eclii aBTOPOM CTaTbu OB BbI-
OpaHa opma uaora c YuTaTesIeM.

HToroBsiii BEIBOJ 0030pa MOKET COAEP)KATh PEKOMEHIALNIO HAYMHAIOIIUM JOKYMEHTOBEJaM 10 BO3MOKHOCTSIM
UCTIOJIb30BaHMs UHPOPMAIMY U3 TAHHOTO UCTOYHUKA.

CnHcok KypHaJIoB
«/lenonpounssoncTeoy,
«/lemonpon3BoACTBO M JOKYMEHTOOOOPOT HA IPEAIPUATHI,
«OtedyecTBEeHHBIE aPXUBEI,
«BecTHHK apXUBHUCTa;
«CexpeTapckoe 1eo»,
«XOpOILUNA CEKPETAPHY,
«Cekpetapb-pedepenr,
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[Tnanupyemble pe3yib-
TaThl 00y4eHUs

OueHouHble CpeCTBa

«CripaBO4HUK cekpeTaps 1 ouc-MeHemxepay,
«CoBpeMeHHBIH 0(rc-MEeHEKEP,
«YTIpaBiieHUE TIEPCOHATIOMY,
«KanpoBoe aenoy,

«Kanposas ciyx6a»,

«KanpoBux»,

«CrpaBOYHHUK KaJIpOBUKAY,

«Kanpsl mpeanpusitusy;
«MeHeKMEHT U KapbD»,
«HayuHo-TexHn4eckast MHGpOpMAaIHs»,
«bubnuorexkoBeneHUE.

IIK-3 BJjajeHueM 3HAHUSIMH OCHOBHBIX MP00JieM B 00J1aCTH IOKYMEHTOBe/IEHUSI H ApXMBOBEIeHHS;

3HaTh

OCHOBHBIE TIPO-
O1eMbpl B 00JaCTH J10-
KYMEHTOBEJICHUS, TIPHU-
YUHLI  BO3HMKHOBEHMS
3TUX MpoOJeM, a TaKKe
yCIIOBUS, HEOOXOAMMBIE
JUTSL UX YCTPaHCHUS.

Bonpocsl k 3k3aMeny
1.Posib JOKyMeHTa B H3HH YeJIoBeKa U 00I1eCTBa.
2.00BEKT U NpeaMeT JOKYMEHTOBEACHUS KaK HAyKH.
3.Metobl Ucciie0BaHUS TOKYMEHTOBEAUECKUX pobaeM. OOLieHayuHbIe U CTIeUaIbHBIE METO/IBI.
4.CtaHOBIIEHUE U Pa3BUTHE JOKYMEHTOBEICHUS KaK HAyUYHOU T CLUIUINHBI.
5.IlonsTHe «rHpOpMaIUA» U ee Poib B COLMAIBHBIX U SKOHOMUYECKUX Ipoueccax. Cnennduyeckue 4epTbl
JIOKyMEHTHPOBAHHON MHPOpMAIIH.
6. [lonsitue "nokymeHt".
7. BnusiHue Hay4HO-TEXHUYECKOW PEBOJIIOLMU Ha pa3BUTHE JOKYMEHTA.
Hrorosbiii Tect
1. Ykaxurte BepHOe mpojoskeHue (ppasbl: 3aKOH OOKYMEHMAUUOHHO20 OQOPMIAEHUA COUUATLHO
3HAUUMbBLIL COOBIMUIL Oelicmeyent ...
1) TonpKO A OPUIMATIEHBIX TOCYJAapPCTBEHHBIX COOBITHS;
2) TOABKO JJIs1 OOIIECTBEHHO-TIOIMTHYECKUX COOBITHH;
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3) cyry0o [Isl IMYHBIX, CEMEUHBIX COOBITHIA;
4) s m00BIX COOBITUH, 3HAUUMBIX UIS OT/IEIBHOTO YeIOBEKa WIIH TPYIIIbI JIIOICH.
2. JIocJIOBHO ¢ JIATBHIHH CJIOBO «10KyMeHT» (documentum) o6o3navaer:
1) 3anucek, nucars;
2) bymara;
3) moroBop, 0053aTEIBCTBO;
4) nucpMEHHOE CBUJIETENILCTBO, 00Opasell.
3. Ykaxure metoa, kotopsiii HE OTHOCHUTCS k meToaaM aHa/In3a TEKCTa JOKYMEHTA.
1) KOHTEHT-aHaIN3;
2) METO/1 HKCHEPTHBIX OLIEHOK;
3) MeToa GOopMYIISIPHOTO aHAIIN3A;
4) TMHTBUCTUYECKAs DKCIIEPTH3A.
4. Baxxneilluum 001IeHAYYHBIM METOAOM [JIsl JOKYMEHTOBeeHHs sIBJIsAeTCS. ..
1) xnaccudukanus;
2) METOJI ICTOYHHUKOBETUECKOTO MCCIICIOBAHUS
3) ananu3a rpaduuecKUxX TaHHBIX JOKYMEHTA,
4) KOHTEHT-aHaJIN3.
5.CnoBo «undopmanus» (informatio) 6ykBajbHO ¢ JIATHIHH NMEPEBOAUTCH KAK:
1) ‘3HaHue, MOHUMaHUE ;
2) ‘pa3bsACHEHHE, U3JI0KEHUE, OCBETOMIIEHHOCTh ;
3) ‘naHHBIC, CBENICHUS, COOOIIEHNUS ;
4) ‘TOKYMEHT, 3aIUCh, JOKA3aTEIbCTBO .
6. MarepuanbHOCTh MHPOPMALUM NIPOSABJISETCH B TOM, 4TO...
1) uaopmarus u ecTb MaTepus;
2) undopmanus — 3T0O SHEPrus, a SHEPrus MaTepuaibHa.
3) undopmanust GUKCUPYETCS OpraHaMH YYBCTB WJIM APYTUMHU CIIOCOOAMH PETUCTPAIIUU

Marec-
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puH, a clieIoBaTeIbHO, CBSI3aHA C HEH;
4) uadopmanus — 310 3ahUKCUPOBAHHBIE U3MEHEHHUS COCTOSIHUS MaTepUU U SHEPTUH, & OHU Ma-

TepUaIbHEI.
7. Kak Ha3pIBaeTcsi cBOMCTBO HHGOPMALNH, POSIBJsIIONIEeCs: B TOM, YTO OHA (MH(opManus) me-
penaercs u o0padaTbIBaeTCsl 4eJIOBEKOM IOPIHOHHO, OT/IeJIbHBIMH COO0LIEHUAMH ?

1) MHBapHAHTHOCTH;
2) TUCKPETHOCTb;
3) CTpYKTYpUpPOBaHHOCTb;
4) 4aCTUYHOCTb.

8. YkaskuTe BepHOe nepevynciIeHue CBOMCTB JOKYMEHTHPOBAHHON HH()OPpMAaLNH.
1) uMeeT ceMaHTHUECKUN XapaKTep, KOAUPYETCS CUCTEMOW CHMBOJIOB U 3HAKOB, CTPYKTYPHPO-

BaHA U NIEPENACTCs JUCKPETHO, CBS3aHA ¢ MaTEPUAIbHBIM HOCUTEIIEM, HOCUT COLMAIbHBIN XapaKTep;

2) XpaHUTCS B MO3re YeJOBeKa, KOJUPYETCsl CUCTEMOM CHUMBOJIOB M 3HAKOB, €M MPHUCYIIU WHBa-

PUAHTHOCTh, YACTUYHOCTH;
3) cTpyKTypUpOBaHa U TepeaacTcsl AUCKPETHO, MPECTABIsET COOONW MaTepUI0 WM SHEPTHIO,

MMEET CEMAHTUYECKUI XapaKTep;
4) umeeT cOLMANbHBIM U CEMaHTUYECKUI XapakTep, 00JIaJjaeT MHBAPHAHTHOCTBIO, KOJIUPYETCS
CHUCTEMOM CUMBOJIOB M 3HaKOB.
9. HazoBute nuddgepeHunanbHbie NPU3HAKHU JOKyMeHTa?
1) Hanmuure MHPOPMALTMOHHON U MaTEPUAIbHOM COCTaBIISIONINX;

2) CTPYKTYPHOCTb IOKYMEHTA;
3) NOJIJTMHHOCTD;
4) hyHKUIHMOHAIBHOCTH IOKYMEHTA.

YMmers:

OOBSACHATH pa3-

KoutpoJabsHas padora no kypcy

1. HpOaHaJ'II/BI/IpOBaTL yTIOTpe6J'ICHI/IC MOHATUA «TOKYMCHT» U €TO CUHOHUMOB «ICJI0», «6yMara», «aKT», «IC-

HUIlY B CYHIECTBYIOLIUX
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TOJIKOBAaHHH KJTFOUEBBIX
HOHSTHH JIOKYMEHTOBE-
nenus (0O0BEKT, Tpea-
MET, METOJbI JIOKYMEH-
TOBENECHUS, JOKYMEHT,
uHpOpMAaIHs, TOKYMEH-
THpPOBaHHas HUH(pOpMa-
I¥s1); JeNaTh BBIBOJBI
Ha OCHOBAaHWHW aHAJM3a
yIOTpeOJIeHU TepMHU-
HOB B HOPMAaTHUBHBIX
UCTOYHHUKAX M CHElH-
aIbHOW JIMTEpaType

JoBast Oymaray, «Ciy>KeOHbIM JOKYMEHT» 10 TPEM UCTOYHHKAM (CM. XpecToOMaTHIO K pa3jeiny 2):
- 'enepanbHomy pernamenty 1720 r.,
- O0meMy ryoepHcKkoMy yupexaenuto 1775 r.,
- O0uemy yupexxaeHuro MUHIUCTepcTB 1811 1.
[Ipoananu3upoBaTh, B KAKUX CIy4asx YHOTPEOJIETCS KaXKI0e TOHSTHE.

Bnanets

HaBbIKaMM aHa-
JIn3a M COIIOCTAaBJIICHUA
COACPIKAHUA JOKYMCH-
TOBCAUYCCKUX TCPMHUHOB

Kountpoabsnas padora no kypey

3ananue
3. CpaBHHUTH TOJIKOBAaHHMSI TEPMHHOB «HMH(OpMAIUL», «TOKYMEHTHPOBAHHAs HH(MOpMALUD», «IOKYMEHT»,
«QJIEKTPOHHBIN JJOKYMEHT» B HOPMATUBHBIX M MTPABOBBIX AKTaX.
3.1.Beimmucath U3 rocy1apcTBEHHBIX CTAHIAPTOB ONPEACICHUS TEPMUHA «IOKYMEHT»:
I'OCT 16487-70. Jlenonpou3BOACTBO U apXUBHOE J€710. Te€pMHUHBI U ONIPEICIICHHUS;
I'OCT 16487—-83. Jlenonpon3BoACTBO U apXUBHOE J1€/10. TepMUHBI U ONIPENETICHMUS;
I'OCT P 51141-98. [1enonpon3BoACTBO U apXUBHOE Aes10. TepMHUHBI U ONPEIETICHUS;
I'OCT P 7.0.8-2013 [Ienonpon3BOACTBO U apXUBHOE J1€10. TepMUHBI U ONIpeAEICHUS.
3.2. Beinucats u3 @enepanbubix 3ak0HOB Ne 149 «O06 undopmanmu, nHGOPMALMOHHBIX TEXHOJOTUSAX U 3a-
mute uHpopmanuu» 2006 . u Ne 15 «O6 undopmaruu, napopmaTu3aluu U 3amuTe HHPOpMALUU» OT 25
auBapss 1995 roga ompezneneHuss TEPMUHOB «MH(GOPMaLIUS», «TOKYMEHTHpPOBaHHas MHGOpMaLU», «IOKY-
MEHT» U «3JIEKTPOHHBIN JJOKYMEHT» YCTAaHOBHUTH, KAKHE acleKThl (HOCUTEIN MHPOPMALIUH, CIOCOOBI ee (PHK-
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CHUpOBaHMA, OPpUANYICCKAA CHUJIa JOKYMCHTA U I[p) n (1)YHKIII/II/I JOKYMCHTA 3aJI0KCHBI B OTUX OIMPCACIICHUAX.

K-8 ¢cnoco0HOCTHIO AHAJIH3HPOBATH HEHHOCTH TOKYMEHTOB C IeJIbI0 HX XPaHEHUs;

3HaTh

KPUTEPUH OIICHKU IICH-
HOCTH JIOKYMEHTOB, TIO-
CPeACTBOM  ompexere-
HUSl QYHKIMH JTOKYMEH-
TOB, CIOCOOBI M Cpell-
CTBa JOKYMEHTHpOBa-
HUS; TPUHIUNBL Kiac-
cupukauuu  QYHKIMH
JOKYMEHTOB B  JIOKY-
MEHTOBEICHUHU;  TIpe-
UMyliecTBa M HEJO-
CTaTKH KaXXIOW Kiac-
CU(pUKAIIMOHHON  cu-
CTEMBHI,

0 3aBHCHMOCTH CpPOKOB
XpaHeHHUs JOKYMEHTOB
OoT uX (yHKIMHA U CO-
CTOSTHUSI MaTepHaIbHO-
ro HOCHUTENs, a TaKke
OoT cmocoba JOKyMEH-
TUPOBAHMS

Bonpocsl k 3k3ameny
1.OcHoBHBIE CBOMCTBA TOKYMEHTOB. OpuruHaibHOCTh. KonuitHOCTh. [10AJIMHHOCTS.
2. JlokymeHTHI B chepe mpaBa u ynpasieHus. HaydHo-ucTOprUYecKas U IPaKTHYECKast IEHHOCTh JOKYMEHTa
3.IIpu3Haku JOKyMeHTa.
4. Oyukiuu noxkymeHTOB. [IpoGnembl omnpesnenenus KiacCu(PUKAIMOHHBIX XapaKTEPUCTUK JOKYMEHTOB I10
byHKLIUAM.
Hroroseiii Tect
1. Haiinurte BepHoe npoao/ikeHue ¢ppaspl: «OpUrHHAIBHOCTH JOKYMEHTA SIBJISIETCH ...>»
1) cymectBeHHbIM (AuddepeHnaTbHbIM) MPU3HAKOM, TaK KaK XapaKTepHa ISl BCEX BHJIOB U
TUIIOB JOKYMEHTOB;
2) cymecTBeHHBIM (Iu(depeHInanibHbpIM) CBOMCTBOM, TaK Kak HEOOXOJMMa 4eJIOBEKY B €ro
MPAaKTUYECKOU )KU3HH;
3) HeCyIIeCTBEHHBIM MPU3HAKOM JIOKYMEHTA, TaK KaK YeJIOBEK B JICHCTBUTEIBLHOCTH UMEET JEJI0
HE TOJIbKO C OPUTUHAJIAMU JJOKYMEHTOB, HO U C UX KOMHSIMU;
4) HeCyUIECTBEHHBIM, TaK KaK BCTPEYAETCS HE Y BCEX JOKYMEHTOB.
2. Kak Ha3pIBaeTcsi JOKYMEHT, BIlepBbIe CO3IaHHbIH OJITHUM YeJOBEKOM HWJIM HECKOJIbKHMU JHIA-
mu?
1) opurunai;
2) NOVIMHHUK;
3) nyOnukar;
4) xonusi.
3. KT0, nMeeT npaBo npuaaBaTh PUANYECKYI0 CHITY KOIUAM?
1) HOoTapuyc;
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2) opranusanus, BblJaBIIas JOKyMEHT;
3) HaUYaTBHUK OTJIENa KaJIpOB 000 OpraHu3aIuy;
4) 3aBenyroNIMi KaHLeIsIpuei 1r000ro ToCcy1apCTBEHHOTO OpTraHa.
4. Mponoskute (Pppasy: «TepMuHbl «0oKymenmuposannas uHGOpMaNUs» U «OOKYMEHMHAA WH-
bopmauus» ...»
1) HU4eM ApyT OT Apyra He OTIUYAIOTCS U SBISIOTCS MOJTHBIMU CHHOHHUMAMU.
2) comeprkat MPOTHUBOMOIOKHBIC TTOHSATHS,
3) pa3iauyHbI O MOHATUIHOMY 00bEMY, TaK KaK HE BCSKas «I0KyMEHTHpPOBaHHAs MHGOpMAIUs»
SIBJISIETCS «JIOKYMEHTHOW».
4) NoHATHE «IOKYMEHTHUPOBaHHAsI MH(OpMAaLUs MIUpe MOHATHS «I0KyMEHTHas uH(popmarms»,
TaK KaK yKa3bIBaeT HE TOJIHPKO Ha HAJIMYUE HUJIeaTbHON (MH(GOPMAIIMOHHON) COCTABJISIONICH, HO U Ha
HaJU4le MaTepUaTbHOIO HOCUTEIIS.
5. Ykaxurte cBOHCTBO 10KyMeHTHPOBaHHOI nHpopmauun, kotopoe HE ABJISIETCS o6s13aTenb-
HBIM.
1) onepaTUBHOCTb;
2) 0OJTHO3HAYHOCTH TOJKOBAHMUS;
3) 1OCTOBEPHOCTH;
4) opuUIUaNTBHOCTD.
6. Cioco0HOCTh JOKYMEHTOB K THPA:KHPOBAHUIO, BOCIIPOU3BEICHUIO COAEPKAHUA U MaTepUAJIb-
HOTI'0 HOCHTeEJISI HA3bIBaeTcH ...
1) ayTeHTUYHOCTb;
2) TOXKJIECTBEHHOCTb;
3) KOMITHOCTB;
4) dpanbcudukanys.
7. Kakoii 1okyMeHT cuuTaercs opuunaabHbIM?
1) TOKYMEHT, U3TOTOBJIEHHBIN € COOIIOIEHUEM YCTAaHOBIEHHON (POPMBI MJIM YACTUYHO U3MEHEH-
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HBI;

2) JOKYMEHT, U3rOTOBJICHHBI CAHKIMOHHPOBAHHBIM CIIOCOOOM B COOTBETCTBHH C 3aKOHOJa-
TEJIbHO OIPEACIICHHON TEXHOJIOTUEN €ro U3rOTOBJICHUS U UMEIOIINI ITPU3HAKY I10JIMHHOCTH;

3) DOKYMEHT, CO3JJaHHbIM FOPUANYECKUM UM (PU3MUYECKUM JIUIIOM, OOPMIIEHHBIH U YAOCTOBE-
PEHHBIN B YCTAHOBJICHHOM IIOPSIJIKE;

4) NOKYyMEHT, COiep>KaHHuEe KOTOPOI'0 MO>KHO CUUTATh MOJHBIM ¥ TOYHBIM IPEICTABICHUEM I0]I-
TBEPKTAEMBIX ONEPAIii, IEITETBHOCTH WK (HAaKTOB U KOTOPOMY MOXKHO JOBEPSTH B MOCIEIYIOIINX
olepalusaxX WK B MOCIEAYIOIEN AEITEIbHOCTH.

8. AyTeHTHYHBIH JOKYMEHT — 3TO ...

1) JOKyMEHT, U3rOTOBJIEHHBIN C COOJIIOJIEHUEM YCTaHOBIEHHON (DOPMBI I YaCTHUYHO U3MEHEH-
HBIH;

2) JOKYMEHT, KOTOPBIA MOXHO JIOKAJIN30BaTh, HAHTH, BOCIPOU3BECTH U UHTEPIIPETUPOBATH;

3) Takoi JOKYMEHT, Y KOTOPOTO MOKHO JI0Ka3aTh, YTO OH: SIBJISIETCS] TEM, YEM MPETEHYET OBITh;
ObUI CO3aH UJIM OTIPABJIECH JIUIOM, ACHCTBUTEIBHO CO3/AAaBIIMM HJIM OTIIPABUBIINM €r0; a TaKKe ObLI
CO3/1aH WJIM OTHPABJIEH B TO BPEMsI, KOTOPOE 0003HAUEHO.

4) NOKYMEHT, Coiep>KaHue KOTOPOrO MOKHO CUUTATh MOJHBIM M TOYHBIM MPEICTABICHUEM IO/I-
TBEPKJIAEMBIX OIEpalil, 1esTEeIbHOCTH WU (aKTOB U KOTOPOMY MOKHO JIOBEPSITH B IOCIEIYIOIINX
ONEepaLMIX WU B ITOCJIEAYIOLIEN AESTENbHOCTH.

YMmers:

OIPENEIIATh
(GYHKIIUM  TOKYMEHTOB
10 peKBI/ISI/ITaM n Co-
JepKAHUIO; YMETh
000CHOBBIBATH CBOIO
TOYKY 3pEHHUS;

IIpakTHuyeckoe 3a1aHNe HA IK3aMeEHe!

- ONpelneJuTh  TUN  JOKYMEHTa IO  ero  cBoWcTBaM  (OpUTMHAI/KONUS;  MOJUIMH-
HBII/panbcuuIupOBaHHBbI);

- OTIPEIEINTD CHEIHUATbHYIO (PYHKIIUIO TOKYMEHTA,

- OIPEJENINUTD CIIOCOO TOKYMEHTUPOBAHHUSL.
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CTpyKTYpHBII

[Inanupyemsble pe3yib-

JJIEMEHT OueHouHble CpeCTBa
TaThl 00y4eHUs
KOMITETCHIIUH
IK-19 CIOCOOHOCTHIO HCIOJIb30BATH MPABHJIA MOATOTOBKH YNPaBJeHYeCKHX JOKYMEHTOB H BeJeHHUsl /1eJI0BOH NMepenucKu
3HaTh OCHOBHBIE byHKINN Bonpocs! k 3k3amMeHy

yIIpaBJIEHYECKUX JIOKY-
MEHTOB; HCTOpHUIO TIO-
SIBJICHUSI OCHOBHBIX
YIPaBIEHYECKUX JOKY-
MEHTOB B OTEYECTBEH-

HOM JIeJIONPON3BO/-
CTBE; HWCTOYHHUKH, CO-
JepKalne IpaBuIIa

MOATOTOBKU  JTOKYMEH-
TOB U BEJICHUS IEIIOBOU
MEePENUCKH;

1.OcHoBHBIE CBOMCTBA JTOKYMEHTOB. OpurnHaiibHOCTh. KonuitHOCTh. [10AJIMHHOCTS.
2.JlokyMeHTHI B cdepe mpaBa u yrpasieHusi. Hayuno-ucropuyeckasi 1 IpakTH4ecKas IEHHOCTh JOKYMEHTa
3.Ilpu3Haku JOKyMeEHTa.
4. ®Oynkunn nokyMeHTOoB. [IpoOnembl ompeneneHus KiacCu(UKAIIMOHHBIX XapaKTEPUCTHK JOKYMEHTOB I10
byHKIUAM.
Hrorosniii Tect
1. HommpyHKUMOHAIBHBIM JOKYMEHT SBJISAETCH IOTOMY, YTO...
1) OAHOBPEMEHHO BBINOJIHAET HECKOJIBKO Pa3HBIX (DYHKIIHIA;
2) BpeMs OT BpeMEHU MEHSET (QYHKIUH;
3) pa3Hble JOKYMEHTHI BBIOJIHAIOT Pa3Hble (DYHKIINHU;
4) y TIOKyMEHTa €CTh IJ1aBHas1, 00IIKE U CIeIUATbHbIC PYHKIIUU.

2. Iloyemy B HayKe 10 CHX IIOP He CJIOKHWJIOCH eIMHON KiIaccupukanuu GyHKIUH JOKYMEHTOB?

1) GbyHKIMN JOKYMEHTOB UMEIOT Pa3HYIO MPUPOAY U 3aBUCAT OT KayecTBa U TUIAa HHPOpMAIUY;

2) cHexTp ATUX (YHKUUH MUPOK, TaK KaK HHPOPMALIKs TPOHU3BIBAET BCE C(HEphl UEIOBEUYECKOTO
00111ecTBa 1 YIOBIETBOPSIET CaMble pa3HOOOpPa3HbIE MOTPEOHOCTH;

3) IOKYMEHTBI CIOCOOHBI BBIOJHATH Cpa3y HECKOJIbKO (PYHKLUH, UX UHOTAA TPYIHO pa3JenuTh
MEXTy CO0O0i;

4) Bce Ha3BaHHBIE BBILIE IPUUYMHBI.

3. i pyHKUMH 00A3aTEIbHO €CTh y BCeX JOKYMEHTOB, HO B Pa3HOM COCTaBeé KaK aKTyallbHOe
AonosHeHue APyrux ¢pyHkumid. OHM BO3ZHHKAIOT y AOKYMEHTa H MOIYT MEHSITHCSl B 3aBHCHMOCTH OT
yCJI0BHI (PYHKIIMOHHUPOBAHMS JOKYMEHTA, OTPAKAKOT Pa3HOOOpPa3Hble KOHKPETHbIE MOTPEOHOCTH 00-
IIeCTBA WIHN OT/CJIbHOI0 ero YieHa.
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CTpyKTYpHBII
JJIEMEHT
KOMIIETEHIINH

[Tnanupyemble pe3yib-
TaThl 00y4eHUs

OueHouHble CpeCTBa

1) obmue;
2) crienralibHbIC;

3) ynpaBiieHUECKHE;

4) reJOHMYECKHE.

4.Kak Ha3piBaeTcsl (PyHKUIMS JOKYMEHTOB, B KOTOPbIX OTPa’KeHbI: CO3JaHHE OPraHU3aluH, yCTa-
HOBJICHHE ee CTPYKTYPbl, IITATHON YHCJIEHHOCTH; pPerjJaMeHTalus 1eATeJbHOCTH H KOJIHYeCTBO CTPYK-
TYPHBIX NOJpa3/iesieHHii 1 pa0OTHUKOB; PesKUM pPadoThI U T.1.?

1) mpaBoBasi;

2) pacniopsiAuTeIbHas;
3) KOHTpOJI;

4) opranu3anoHHasl.

5. Ecin 10KyMeHTBbI HA3bIBAKOTCH «IPUKA3», «pelleHne», «MOCTAHOBJIeHUE», «YKa3aHHe», «pac-
NMOpPs:KeHNe», TO OHU BBHIMOJHAIOT (MJIM BHINOJIHSIM paHee) PYyHKIUIO ...

1) npaBoBy1o;

2) pacniopsiAUTEIbHYIO;
3) KOHTpOJI;

4) opraHu3alMoOHHYIO.

6. DTa PpyHKIMSA CBOHCTBEHHA JOKYMEHTAM, B KOTOPBIX /s 3aMCH HHGOPMaLMU MCIOJIb3YIOTCS
Pa3/inYHbIe PUEMbI U CHCTEMbI TAHONMCH, KpUNTOrpapuu. Takixke 0COOEHHOCTHIO TAKUX I0OKYMEHTOB
SIBJIsSIeTCS OrPaHNYeHHe B JOCTyNe K HH(OPMAIUH.

1) cratuctuueckas;

2) MOJUTUYECKas;

3) 3auuThl HHGOPMAIUY;
4) KOTHUTUBHASI.

YmMmern

Omnpenensitb  (QYHKIMIO

HpaKanecxoe 3aJJaHue HA IK3aMeHe.
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CTpyKTYpHBII

[Inanupyemsble pe3yib-

JJIEMEHT OueHouHble CpeCTBa
TaThl 00y4eHUs

KOMIIETEHIINH
YIPaBIEHYECKOTO  J0- - ONpeneNuTh  TUN  JOKYMEHTa IO  €ro  CBOWCTBAM  (OPUTHMHAJ/KOMHS;,  TOJIMH-
KyMEHTa HBI/ (hanbcuUIMPOBaHHBIN );

- OIPEJIEINUTD CIIEHUATbHYIO (DYHKIMIO JOKYMEHTA;
- OIPEJEIUTh CIOCOO TOKYMEHTUPOBAHHUS.

Bnagers MeTonamMu  uaeHtu¢u- | Onpenenuts BUJIOBON COCTaB JOKYMEHTOB JaHHOM 3MOXU. BelnucaTh Ha3BaHUS BUJOB JIOKYMEHTOB 110 IJ1aBam
Kaluu bynkuii | (crondusl 2 u 4), a 3aTeM, noab3ysich «KpaTkum ciioBapeM BUAOB U Pa3HOBUIHOCTEH JOKYMEHTOB» 1974 r.
YIOpaBIEHYECKUX JOKY- | (cM. XpecTomaTus K pazzeny 1) u «'eHepalbHbIM pEerJaMeHTOM», paclpeaeuTh yKa3aHHbIE BUJbl U Pa3HO-
MEHTOB BUJHOCTHU JOKYMEHTOB I10 chepaM TroCyIapCTBEHHON ACSITENbHOCTH. 3aHECTH IaHHbIE B TA0JIHUILY.

JlaTb ToNKOBaHME BBIMMCAHHBIM BUAAM U Pa3HOBUIHOCTSM JOKYMEHTOB, NOJb3ysich «KpaTkum cioBapem
...»(cronber 3).

HanmenoBanue Buna u pasnoBua-CiaoBapHoe onpenenenne Buaa H|CChLIKA Ha IJIABY
chepbl rocy1ap-HocThb JOKYMEHTAa PA3HOBHM/IHOCTH IOKYMEHTAa nos «Il'enepaibHom
CTBEHHOM JesATe/b- «KpaTtkomy ciaoBapo BHIOB H pa3-periamente» 1720
HOCTH HOBHHOCTEI JoKyMeHTOB»(1974) .

1 2 3 4

IK-25 BJIa/leHHeM HAaBbIKAMM MOJATO0TOBKH YNPaBJIeHYeCKUX IOKYMEHTOB U Be/leHUsl /1eJ10BOM
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CTpyKTYpHBII

[Inanupyemsble pe3yib-

JJIEMEHT OueHouHble CpeCTBa
TaThl 00y4eHUs
KOMITETCHIIUH
3HaTh CHoCcOOBl  JOKYMEHTH- Bonpocsl k 3k3ameny
poBanus, ucnonbsye- | 1. [loHATHE O JOKYMEHTHPOBAHUH, CIOCO0AX U CPEICTBAX JOKYMEHTHPOBAHHUS.
MBI B yImpaBiieH4ecKoil | 2. TpaauroHHbIe METOIBI JOKYMEHTUPOBAHHUSL.
HEATeNBHOCTH;  HMCTO- | 3. TeXHOTPOHHBIE METOABI JOKYMEHTHPOBAHHS.

PHIO CTaHOBJICHHS CIIO-
co0 JTOKYMEHTHPOBAHUS
YIPaBICHYECKON  Jesi-
TEJNILHOCTH; TPEHMYIIe-
CTBa U HEAOCTATKH CIIO-
cO00B JOKYMEHTUPOBa-
HUA, TPHUMCHACMBIC B
JETOBOM ISATETHHOCTH

4. Metoibl TOKYMEHTUPOBAHMUSI, IPUMEHSIEMbIE B COBPEMEHHOM JI€JIOIIPOU3BOJICTBE.
Hrorosslii TecT
1. JleiicTBMe MJHM COBOKYIHOCTb JeiicTBMii, IPMMeHsieMbIX B Ipolecce 3anmucu HHPOpMALMH,
Ha3bIBaeTCH...
1) cpencTBOM TIOKYMEHTHUPOBAHMUS;
2) cnoco6oM JOKYMEHTUPOBAHMS;
3) cucteMoi T0KyMEHTAalHH;
4) MeTo10M TOKyMEHTHPOBAHUS.
2. YkaxkuTe, 4TO BKJIIOYaeT B ce0sl cMcTeMa JOKYMEHTHPOBAHUS.
1) MeTo1 JOKYMEHTUPOBAHMS;
2) BUJbI JOKYMEHTOB;
3) cpencTBa TOKyMEHTUPOBaHMUS;
4) MmaTepuaIbHbIi HOCUTEIh HHPOPMAIIH.
3. Cnoco0 HaHeceHHUs A3BIKOBBIX 3HAKOB M 3HAKOB-M300pakeHUIl HA MOBEPXHOCTh MATEPHAJIbHO-
ro HOCUTeJISl IPH MOMOIIM OPITEeXHUKH HA3bIBACTCSl...(0Mmeem 3anucamsy ci06amu)
Hauepmamenvhuiui
4. IlpapoauresieM MAaTPUYHBLIX MATEPHAJBbHBIX HOCHUTEJEH SIBJSAETCH CJIeAYIOIIHMHA CIOcod T0KY-
MEHTHPOBAHMSL. ..
1) HauepTaTeNnbHBIH;
2) 3NEKTPOCTATUUECKUH;
3) nepdhopupoBaHue;
4) nazepHbIil.
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CTpyKTYpHBII
JJIEMEHT
KOMIIETEHIINH

[Tnanupyemble pe3yib-
TaThl 00y4eHUs

OueHouHble CpeCTBa

5. lIponosxute ¢ppasy: «Tpaduyuonnvie cnocotvl OOKYMeHMUPOBAHUA NPEOCHIAGIEHDbL. . .)»
1) HauepTaTeIbHBIM CIIOCOOOM;
2) BBICEKAHUEM;
3) AOKYMEHTHpPOBAHUEM Ha MUIIYIIEH MalluHE;
4) MexaHMUYECKOH 3aIUChIO.
6. KTo u xorja BnepBble 0CyILeCTBHJI He TOJIbKO 3aNMChb, HO U BOCIIPOU3BeleHNe 3BYyKa ¢ MaTepH-
aJIbLHOr0 HOCHTeJIs1?
1) B 1804 r XK. Xakkap;
2)B8 1807 r. T. IOHT;
3) B 1857 r. CkorT;
4)B 1877 r. T. DaucoH.
7. Kakoii cnnoco0 BrepBble NMO3BOJIWJI 3anedyaTyieTh 00beKTHBHYI0 BH3YaJIbHYI0 HHGOpPMaNHMI0 Ha
MaTepuaJbHOM HOcHTeJe?
1) pucoBanue;
2) XUBOIINCB;
3) BBDKUTAHHE;
4) GOoTOXMMUYECKUH.

YmMmers

BBIOMpATh CIOCOO JI0-
KYMEHTHUPOBAHUS B pa3-
HBIX CI/ITyaHI/IHX ACJ10-
BOH A€ATENHLHOCTH

4. U3yunts TeMy «CriocoObl U cpeicTBa JOKyMEHTHpoBaHUI» 1o yueoHoMy mocobuto H.C. JlappkoBa. «Jlo-
KymeHToBeqieHue» (He panee 2006 r. uznanus). CoctaBuTh KOHCIEKT 4-if «CrocoObl U CpecTBA TOKYMEHTHU-
POBaHUS»

IIpakTHYeckoe 3a1aHHe HA IK3aMeHe:

- ONpeienuTh TUO  JOKYMEHTa IO  €ro  CBOWCTBaM  (OpUTHMHAJ/KOMHUS,  TOJJIHUH-
HBIH/(hanbcuUIUpPOBaHHBIH);

- OTNIPEACIIUTH CTICIHATBHYIO (DYHKITHIO IOKYMEHTA;
- OIPEIEIUTh CIOCO0 TOKYMEHTUPOBAHHUS.
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CTpyKTYpHBII

[Inanupyemsble pe3yib-

JJIEMEHT OueHouHble CpeCTBa
TaThl 00y4eHUs
KOMITETCHIIUH
Brnanets TPaIUIMOHHBIM H TeX- | OmpenenuTs BUIOBOH COCTAaB JOKYMEHTOB TAHHOM 310XHU. BrImucarh Ha3BaHMs BHIIOB JIOKYMEHTOB IO TJIaBaM

HOTPOHHBIM CIIOCOOaMU
JOKYMEHTUPOBAHMS
YIIPaBIECHYECKON
TEJIBHOCTH

nes-

(cronbuper 2 u 4), a 3aTeM, noab3ysich «KpaTkum croBapeM BHAOB U Pa3HOBUIAHOCTEH JOKYMEHTOBY» 1974 r.
(cm. XpecromaTus K pasneny 1) u «'eHepaabHBIM pEerIaMeHTOMY, PACTIPeeINTh YKa3aHHbIE BUIbI U Pa3HO-
BUJTHOCTHU JOKYMEHTOB IO cpepaM roCyI1apCTBEHHON ACSITENbHOCTH. 3aHECTH JIaHHbIE B TA0JIHUILY.

JaTe TOJIKOBaHWE BBIMUCAHHBIM BHUIAM U PAa3HOBUIHOCTIM JOKYMEHTOB, MOJB3ysich «KpaTkum cioBapem

..»(cTonber 3).

HaumeHnoBaHnue
cepbl rocyaap-
CTBEHHOM JesiTe/ b
HOCTH

U

Pa3HOBH/I-

HOCTb JOKYMEHTAa

CiioBapHoe ompeaejgeHne Buaa HCChLIKA HA IUIABY|
noB
«KpaTtkomy cioBapio BHAOB M pa3-periamente» 1720

PASHOBUIHOCTHU JOKYMEHTA

HOBHIHOCTEI 10KYMeHTOB»(1974)

«['enepaabHOM

I.

1

3

n
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IIpuMepHasa CTPYKTypa U COAep:KaHUe IyHKTa:

[TpomexyTouHas aTTecTays Mo JUCHUILTMHE « OCHOBBI IOKYMEHTOBECHHS» MTPOBOIUTCS
B (hopme rK3ameHa

JuddepeHunpoBaHHAsT OLIEHKA BBICTABISETCS C YYETOM OLIEHOK B COOTBETCTBUHU CO
CJICAYIOIIMM TIPOIICHTHBIM COOTHOIICHHEM OT BBIMIOJIHEHHOTO O00beMa MPaKTHYECKUX 3aJaHui
TEKYIIUX U HTOTOBBIX TECTOB:

65-74 % — «ynoBnerBopuTeabHO» (3 Oaia)

75-90% - «xopomro» (4 6ama)

90-100% - «oTnuaHO» (5 O6AIIOB)

0-64,9%— Ha oneHKY «He 3a4TeHo» (2 6amia u 1 6amn)

DK3aMeH 1O JaHHOHM TUCHHUIUIMHE TPOBOJHUTCS B YCTHOH (opMe MO dK3aMEHAIMOHHBIM
OuneraM, Kbl U3 KOTOPBIX BKJIIOYAET 2 TEOPETUYECKUX BOIPOCA W OJHO MPAKTUYECKOE 3a-
JTaHHE.

IMoka3aTeu U KPUTEPUHU OLleHUBAHUS IK3aMeHa:

— Ha OILICHKY «OTJIHMYHO» (5 0ayioB) — 00yUYarONIMICs IEMOHCTPUPYET BBHICOKUN YPOBEHB
c(OpPMHPOBAHHOCTH KOMITETCHIINH, BCECTOPOHHEE, CUCTEMAaTHIECKOE U TIIyOOKOE 3HAHHE y4eo-
HOI'0 MaTepualia, CBOOOHO BBIMOJIHSCT MPAKTHUECKUE 3a/IaHUs, CBOOOJIHO ONEPUPYET 3HAHHMSI-
MU, YMEHUSMU, IPUMEHSET UX B CUTYAIUSAX IMOBBIIICHHOW CJI0KHOCTH.

— Ha OLEHKY «Xxopomo» (4 6amra) — oOy4aronuiicss 1eMOHCTPUPYET CPEIHUIl YpPOBEHb
c(OpPMHPOBAHHOCTH KOMIIETEHIIMIA: OCHOBHBIC 3HAHMS, YMEHUS OCBOCHBI, HO JOMYCKAIOTCS He-
3HAYHUTENIBHBIC OIMOKH, HETOYHOCTH, 3aTPYIHCHUS MIPH aHAIUTUYCCKUX OMNEpaIusax, nepeHoce
3HaHUH U yMEHUI Ha HOBbIE, HECTAH/IAPTHBIC CUTYAI[HH.

— Ha OLICHKY «yJI0BJIETBOPHTEIbHO» (3 Oayuia) — o0y4aroIuics JeMOHCTPUPYET OPOTro-
BBl YPOBEHb C(HOPMHUPOBAHHOCTH KOMIIETCHIIMI: B X0/I¢ KOHTPOJIBHBIX MEPOIIPHUATHH JOIMyCKa-
I0TCSL OUTMOKH, TIPOSIBISIETCSI OTCYTCTBHE OT/IEIbHBIX 3HAHUN, YMEHHM, HABBIKOB, O0yYaOIIUHACs
UCTIBITBIBACT 3HAYUTEIILHBIC 3aTPYAHCHUS MPH ONCPUPOBAHUN 3HAHUSAMHU U YMEHUSMU TMPU UX
MEePEeHOCE Ha HOBBIE CUTYAIIUU.

— Ha OIICHKY «HEeY/[OBJIETBOPUTEIbHO» (2 Oamia) — oOyJaromuiics JeMOHCTPUPYET 3HA-
HUs He Oonee 20% TeopeTHUecKoro MaTepuasa, JOMycKaeT CYIIECTBEHHbIE OINOKH, HE MOXET
M0Ka3aTh MHTEJUIEKTYaJIbHBIC HABBIKU PEIICHUS MPOCTHIX 3a/1a4.

— Ha OILICHKY «HeyIOBJIeTBOPHUTeAbHO» (1 Oayn) — oOyuarommiics He MOXKET MOKa3aTh
3HAaHUS Ha YPOBHE BOCIIPOM3BEACHUS M OOBSCHEHHS WHPOpPMAINU, HE MOXKET IMOKa3aTh MHTEII-
JIEKTyaJbHbIE HABBIKM PEUICHUS MPOCTHIX 3a/1ad.



8 YuedHo-MeTonM4eckoe U HHPOPMALHOHHOE o0ecneyeHne TUCHUIIINHBI (MOTYJIs1)

a) OcHOoBHAas JMTEpaTypa:

1. Joxymenmosedenue . yueOHUK M TPAKTHKYM JJIsl aKaJeMH4YecKoro OakanaBpuara /
JI. A. loponuna [u nap.]; mox penakmueit JI. A. JlopoHuHoi. — 2-¢ u31d., nepepad. U A0 —
Mocksa : M3garensctBo HOpaiit, 2019. — 309 c. — (bakamaBp. AkageMHUYeCKUH Kypc). —
ISBN 978-5-534-03053-2. — Texkcr : snekrponnsii / DObC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/433067 (mata oopamienus: 26.08.2020).

2. Koowcywrosa, H. B. Ctpykrypa nokymeHTta. CHCTEMbI JOKyMEHTAIUU. Y HUDUITHPO-
BaHHAasi CUCTEMa OpPraHU3AlMOHHO-PACIIOPSIUTEIBHON JAOKYMEHTAIMH: O0mue TpeOOBaHHS K
COCTaBJICHHIO U odopmMileHHIO : yueOHoe mocodue / H. B. Koxxymikosa ; MI'TY. - Marauroropck
: MI'TY, 2016. - 1 snekrpon. ont. muck (CD-ROM). - 3arn. ¢ Turyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true (marta obparenus: 24.08.2020). - MakpooObeKT. - TeKCT : 3JeKTPOH-
HBI. - CBegeHus noctynHbl Takke Ha CD-ROM.

0) lonosiHuTeIbHAS JINTEPATypa:

1. Baiibopodosa, JI. B. MeTo1010THs 1 METOJIbI HAYYHOTO MCCIIEIOBAHUS : y4eOHOE IMOo-
cobue misa OakanaBpuara u Maructpatypsl / JI. B. baiitbopomoBa, A. I1. UepHsBckas. — 2-¢ u3.,
ucnp. u gon. — Mocksa : U3parensctBo FOpaiit, 2019. — 221 ¢. — (bakanaBp u Maructp.
Axanemuyecknii kype). — ISBN 978-5-534-06257-1. — Tekcr : snextponnsiii / IBC HOpaiit
[caiiT]. — URL:https://www.biblio-online.ru/bcode/437120 (nara obpamenus: 21.08.2020)

2. Kaszaxesuu, T. A. JlokymeHnToBeneHue. JlJOKyMEHTAIMOHHBIN CEPBUC : YICOHUK U MPaK-

TUKYM JUIs TIpuKiIagHoro OakanaBpuata / T. A. KazakeBuu, A. . Tkannd. — 2-¢ u31., UCHp. H
non. — Mocksa : UznatensctBo FOpaiit, 2019. — 177 ¢. — (bakanasp. Ilpuknaanoi kypc). —
ISBN 978-5-534-06273-1. — Tekct : anekrponnslii / OBC IOpaiit [caiir]. — URL:

https://urait.ru/bcode/437480 (nmata obpamienus: 26.08.2020).

3.llomemkuna, M. H. OCHOBBI UCCIIEIOBATEBCKOMN AEATENBHOCTH : y4eOHO-METOANYECKOE
noco6ue / M. H. TToremkuna ; MI'TY. - Marauroropck : MI'TY, 2018. - 1 371eKTpoOH. ONT. JUCK
(CD-ROM). - 3ard. c THUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527
742/3739.pdf&view=true (mara obparuenus: 27.08.2020). - MakpooOBeKT. - TEKCT : 3JIEKTPOH-
HBIA. - CBefieHusI TocTynHBI Takke Ha CD-ROM.

B) MeroauyecKkue yKa3aHus:

Meronnyeckue ykazaHus MO BBITOJHEHUIO MHAWBUYAJIbHBIX JOMAIIHUX 3aJaHUIl mpen-
CTaBJICHbI Ha 00pa30BaTEIbHOM IMOpTaje Ha CTPaHMIlE AUCIHMIUIMHBI K KaXIOMY 3aJaHUIO OT-
JIEJIBHO.

CamocrosiTenpHas paboTa CTy/ICHTOB By3a : mpakTukyM / coctaButenu: T. I'. Hepetuna, H.
P. Ypazaesa, E. M. PazymoBa, T. ®. OpexoBa ; MarHUTOropckuii roc. TEXHU4eCKUN yH-T UM. I'.
. Hocora. - Marauroropck : MI'TY um. I'. U. Hocosa, 2019. - 1 CD-ROM. - 3arn. ¢ tutym.
JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mata obparmienus: 28.08.2020). - MakpooObeKT. - TEKCT : 3JEKTPOH-
HBIH. - CBenieHns 1ocTymHbI Takke Ha CD-ROM

r) Ilporpammuoe odecnneuenue u UHTEepHET-pecypcehl:

Haumenosanue 10 No norosopa CpoK neicTBHS JTUIEH3UU
MS Windows 7 J-1227 ot 08.10.2018 11.10.2021

H-757-17 ot 27.06.2017 - | 27.07.2018

593-16 ot 20.05.2016 20.05.2017
MS Office 2007 Ne 135 ot 17.09.2007 OeccpouHo
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FAR Manager CBOOOJHO pacmpocTpaHs- | 6ecCCpoUHO
€MOC
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IIpodeccnonanbHbie 6a3bl JAHHBIX 1 HHGPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

Hazsanue xkypca

CchUIKa

DnekTpoHHas 0a3a MepUOIUYSCKUX H3IaHUN
East View Information Services, OO0 «MIBUC»

https://dlib.eastview.com/

HanwnonansHas nH(pOpMaIMOHHO-
aHaIMTHUeCcKass cucreMa — PoccHUiicKMi HWHACKC
Hayuydoro uurtuposanus (PUHII)

URL:

https://elibrary.ru/project risc.asp

ITouckoBass cucremMa AxaaeMus Google
(Google Scholar)

URL: https://scholar.google.ru/

WNudpopmannonnas cucrema - EnuHoe OKHO
JI0CTyIa K MH(GOPMaILIMOHHBIM pecypcam

URL: http://window.edu.ru/

Poccuiickas ['ocymapcTBenHass O6ubnmoreka.
Karanoru

gues/

https://www.rsl.ru/ru/4readers/catalo

DOnekTpoHHbIe pecypcbl oubanoreku MI'TY
uM. I'.11. HocoBa

http://magtu.ru:8085/marcweb2/Defa

ult.asp

KommnbrorepHasi crpaBo4yHasi MpaBoBasi CH-
crema Koncynprantlloioc

http://www.consultant.ru

["apanT-Marautoropck. KommnekcHas mpa-
BOBas MOJICPIKKA

http://www.garant-mag.ru/

®enepanbHas
CTaTUCTUKH

cIy)k0a TOCYAapCTBEHHOMU

http://www.gks.ru/

®opym noprana «Apxussl Poccun»

http://forum.rusarchives.ru/

9 MaTepuajibHO-TeXHHYeCKOe o0ecrneyeHue JUCHUIIMHBI (MO1yJIs1)

MaTepI/IaJILHO'TeXHI/I‘{eCKOC obecrneucHue JUCIHUIIIIMHBI BKIIIOYACT!

VYueOHbIe ayIUTOPUU JIJIsl TIPOBEIE-
HUSI 3aHITUHN JIEKIIMOHHOTO THIA

Jlocka, MyIpTUMEIUNHBIE CPEACTBA XPAaHEHHUs, NIepenadn
U Npe/ICTaBIECHUs] MH()OPMAIIHH.

YueOHbIC ayIUTOPUU JIJIsl TIPOBEIC-
HUSI MIPAKTUYECKUX 3aHIATHH, TPYII-
MOBBIX M WHIWBUIAYAJIBHBIX KOH-
CyJIbTAllAM, TEKYIIEr0 KOHTPOJISI U
MIPOMEKYTOYHOM aTTECTANKN

Jocka, MyJIbTUME TUIHBIN TPOEKTOP, IKPaH

[Tomenienus Uid caMOCTOSTEIbHON
paboTHI OOYJAFOIITIXCSI

[TepconanbHble KoMIbIOTEPHl ¢ nakeToM MS Office, BbI-
xo/loM B MHTepHET M C AOCTYNOM B 3JIEKTPOHHYIO HH-
(dopMalOHHO-00pa30BaTENbHYIO Cpe/ly YHUBEPCUTETA

[Tomenienue Ui XpaHEHUS U TPO-
(GmIakTH4eCKoro  0OCIyKUBaHUS
yueOHOro 000pyAOBAHUS

IIOCOOMIA.

[kads ang xpaHeHUs y4eOHO-METOAMYECKON JTOKYMEH-
TalMM, y4eOHOro o0OpyHOBaHHS M Y4eOHO-HArJISIHBIX
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