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JIner akryaauszanuu padoueil mporpaMmbl

Pabouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanmszanuu B 2021 - 2022
y4eOHOM roy Ha 3acenanuu kageapel Ilegarornueckoro o0pa3oBaHus U JOKYMEHTOBEICHHSI

[Ipotokom ot 20 r. Ne

3aB. kadeapoii C.C. Bennkanosa

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u o100peHa s peanuzamnuu B 2022 - 2023
yueOHOM roay Ha 3aceqanuu kageapsl Ilemarormueckoro oOpa3oBaHUs U JOKYMEHTOBEICHUS

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nporpamma nepecmMotpena, o0cyxaeHa u ogoopena s peanuzauuu B 2023 - 2024
yueOHOM roy Ha 3acefaHuu kageapsl [lemarormueckoro o0Opa3oBaHus U JOKYMEHTOBEICHUS

[Iporokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nmporpamma nepecMoTpeHa, o0cyxaeHa u ogodpena st peanmsanuu B 2024 - 2025
y4eOHOM rojy Ha 3acenanuu kadeapel Ilemarormueckoro o0Opa3oBaHUs U JOKYMEHTOBEICHHS

IIporokomor 20 . Ne
3aB. kadenpoit C.C. BenukanoBa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

- IO3HAKOMUTb CTYJEHTOB C OCHOBHBIMH MOHSITHAMH JOKYMEHTOBEICHHUS KaK HayKH, €€
HAyYHBIM HHCTPYMEHTapHeM: OOBEKTOM, MPEIMETOM, METOJIaMHU HCCIICIOBAHUS, KIFOUEBBIMH
MOHSITUSIMH;

- PACCMOTPETH CIIEKTP OCHOBHBIX IPOOJIEM B 00JI1aCTH TOKYMEHTOBEICHHUS;

- 3aJI0KUTh TEOPETUYECKHUE OCHOBBI PabOThl C Pa3HOOOPAa3HBIMU JOKYMEHTAMH B
oOuiecTse.

2 MecTo THCHHUIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30BaTe/IbHOI MporpaMMsl

JucuuruimHa OCHOBBI IOKYMEHTOBEICHUS BXOJAUT B 0a30BYI0 4acTh y4yeOHOro IJIaHa
00pa30BaTeIbHOI IPOrPaMMBI.

Jns  u3ydeHUs  QUCLUIUIMHBL  HEOOXOOUMbl  3HaHUS  (YMEHMs,  BIJIAJICHUsA),
c(OpMHUPOBAHHBIC B PE3YIIBTATE U3YUCHHSI JUCITUTUTUH/ IPAKTUK:

Jlist ocBOEHMsI Kypca HEOOXOIUMbI 3HAHUS, MOJyYEHHbIE B PaMKax MOJHOIO CPEeIHEro
obpazoBanus o nucuurinaaMm "Mcropus'”, "ObmectBo3nanue", "Pycckuit a3pik""

3HaHus (YMEHHUs, BIaJIeHHs), IOJIyYEeHHbIe MIPU U3YYEHUU AAHHOW TUCLUIUIMHBI OyayT
HEOOXOAUMBI JUISl U3yUCHUS TUCIUTLTIH/TIPAKTHK:

JlokyMeHTOBEICHHE

OCHOBBI apXHBOBE/ICHUS

JIOKyMeHTallMIOHHOE 0OecrieueHre apXUBHOTI'0 Jiesia U HH(popMaliMoHHOI cepbl B PO

JIMHrBUCTHYECKHE OCHOBBI JIEJIOBOTO MUChMA

CoBpeMeHHas opraHu3alnys rocy1apcTBEHHbIX yupexaeHuil Poccun

JIOKyMeHTHasi TMHTBUCTHKA

Opranu3zanus 1 TEXHOJIOTHS IOKYMEHTAlMOHHOTO 00eCIeueHus yIIPaBIICHUs

ApxuBoBeneHUE

JlokyMeHTallMoHHOE 00ecredeHne aIMUHUCTPATUBHBIX OTHOIIEHUH B PO

OCHOBBI CEKPETAPCKOTO OOCTYKUBAHHS

MonenpoBaHu€e CUCTEM JOKYMEHTAIMU OpraHu3aluu

[IpoekTupoBaHue yrpaBieHUECKON JOKYMEHTAIlUU OpraHu3aluu

JIOKyMEHTUPOBaHUE NEATEIBHOCTH HETOCYJapCTBEHHBIX OpraHU3alui

3 Komnerenuun ody4aromierocs, popMmupyembie B pe3y/ibTaTe 0CBOCHUS

AUCHUILIMHBI (MOAYJIS1) ¥ IJIAHUPYEMble Pe3yJIbTAThl 00yueHu st

B pesynpraTe ocBOoeHMsS AUCHMIUIUHBL (MOAyisi) «OCHOBBI JTOKYMEHTOBEICHUS»
oOyyaroImuiics JoKeH 001a1aTh CIEAYOIMIUMU KOMIETEHIIUSIMHU:

CrpyKTypHBII [Tnanupyemble pe3ynbTaThl 00ydeHUs
JIEMEHT
KOMIIETEHIINH
[1K-3 BnageHreM 3HaHUSIMH OCHOBHBIX MTPOOJIEM B 001aCTH TOKyMEHTOBEIACHUS U
3HaThb OCHOBHBIE ITPOOJIEMBI B 00JIACTH JOKYMEHTOBEIECHUS, IPUUUHBI
BO3HHUKHOBEHHUS ATHX MPOOJIeM, a TaKKe yCIOBHS, HEOOXOAUMBIE JIsl UX
yYCTpaHEHHMSL.
YmMmeth OOBSICHATH PAa3HHUILY B CYIIECTBYIOIIMX TOJKOBAaHUU KIIFOUEBBIX MOHATHIH

JOKYMEHTOBeIeHUs (00BEKT, MPEAMET, METO/Ibl TOKYMEHTOBEACHHUS,
JOKYMEHT, HH(popMaIus, JOKYMEHTHpOBaHHas HH(pOpMAIHs); AeTaTh
BBIBOJIbI HA OCHOBAHUHU aHAJIN3a YHOTPeOIeHUI TEpPMUHOB B HOPMATHUBHBIX
HCTOYHUKAX U CIIELUAIBHOM JINTEPATYpe

Bnanets

[TK-8 crtocoOHOCTBIO0 aHATM3UPOBATH IIEHHOCTh JJOKYMEHTOB C LIETBI0 HX XPAHCHHS




3HaTh

KpUTEPUU OLIEHKH IIEHHOCTH JOKYMEHTOB, IIOCPEICTBOM OIPEICICHUS
(YHKIIUU TOKYMEHTOB, CIIOCOOBI M CPE/ICTBA JOKYMEHTHPOBAHUS,
MIPUHIMIIBI KIaccuukauu GyHKIUNE JOKYMEHTOB B IOKYMEHTOBEICHHH,
MPEUMYIIECTBA U HEAOCTATKU KaXI0H KIacCU(PUKAIMOHHON CHCTEMBI,

0 3aBHCHMOCTH CPOKOB XPaHEHHUS JOKYMEHTOB OT UX (PYHKIIMI U COCTOSIHUS
MaTepUaTHLHOTO HOCUTEIS, a TAKXKE OT CII0c00a TOKYMEHTUPOBAHHUS

YMeTn

onpenenaTb GyHKINUN JOKYMEHTOB 10 PEKBU3UTAM U COAEP)Ka-HUIO; YMETh
00OCHOBBIBATh CBOIO TOUKY 3PECHUS;

Bnanets

ITK-19 criocoOHOCTBIO NCTOIBb30BATh MPaBUJIA IOATOTOBKU YIIPABICHYECKUX JOKYMEHTOB U
BEJICHUS JIEJI0BOU ITEPEIUCKU

3HaTh OCHOBHBIE (DYHKIIUU yIIPABICHUECKUX JOKYMEHTOB; UCTOPHUIO MOSBICHUS
OCHOBHBIX yIPABIEHYECKUX JOKYMEHTOB B OT€UECTBEHHOM
JIEIIOTIPOU3BO/ICTBE; UCTOYHUKH, COJICPKAIIKE IMPAaBHJIAa TOATOTOBKH
JIOKYMEHTOB M BEJCHUSI JICJIOBOU MEPEIUCKH;

YMeThb Onpenensith PyHKIHIO YIPABIEHYECKOTO JOKYMEHTA

Brnanets MeToJlaMu UaAeHTU(UKaMu (QYHKUUNA yIpaBICHUYECKUX JOKYMEHTOB

[1K-25 BrnasienneM HaBbIKAMH MOJITOTOBKH YIIPABJIEHYECKUX TOKYMEHTOB M BEJICHHS JICTTOBOM

3HaTh

CIOCOOBI TOKYMEHTHPOBAHUS, UCIIOJIb3yEMbIE B YIIPABJIEHUYECKON
NeSITeIbHOCTH; UCTOPUIO CTAHOBJIEHUS CIIOCO0 TOKYMEHTHPOBAHUS
YIIPaBIIEHYECKOH NeATEIbHOCTH; IPEUMYIIECTBA U HEJOCTATKH CIIOCOO0OB
JOKYMEHTUPOBAHUs, IPUMEHSEMBIE B JIEJIOBOM €ATEIBHOCTU

YMmern

BBI6I/IpaTB CII0co0 JAOKYMCHTUPOBAHUA B PA3HBIX CUTYyallUAX JIEI0BOM
JACATCIIBHOCTH

Bnanets

TPaIUIIMOHHBIM M TEXHOTPOHHBIM CIIOCOOaMH IOKYMEHTUPOBAHHUSI
YIPABJICHUECKOU JIEATETbHOCTH

OIIK-4

BJIaACHUECM HaBbIKaMM HCITI0JIb30BaHUA KOMHLIOTGpHOfI TCXHUKHU U

WH(POPMAIMOHHBIX TEXHOJIOTHH B IIOMCKE UCTOYHUKOB U JIUTEPATYPHI, HCIIOJIb30BAaHIH TIPABOBBIX
0a3 TaHHBIX, COCTaBJICHUH OMOIMOrpapuecKuX U apXUBHBIX 0030pOB

3HaTh

Ha3BaHUS UH()OPMAIIMOHHO-TIPABOBBIX MTOPTAJIOB pa3MEIEHHsI aKTyaJIbHbIX
1 YCTapeBIIUX UCTOYHHKOB, 3aKOHO/IaTEIbHO PErilaMeHTHPYIOIIUX paboTy C
JOKYMEHTaMHU, a TAK)KE Ha3BaHUS HAYYHO -IIPAKTUYECKUX KYPHAJIOB I10
JIEJIONIPOU3BO/ICTBY M ApXUBHOMY JIETTY;

yCJIOBHS NOJIb30BaHUs 00pazoBaTenbHbIM noptaioM MI'TY, 6a3oii
anekTpoHHoU 6ubanoreku MI'TY

Ha3BaHUS JIEHCTBYIOMINX NMPO(HECCHOHAIBHBIX

hopyMoB.

YmMmern

COCTaBIISITh TEMATUYECKUH 0030p HAyUHBIX CTaTel; 0030p aBTOPOB HA
OCHOBE T'0JIOBOM MOAMUCKH KypHasa;

OIICHUBAThH U BBISIBIISITH 00bEM U Ka4eCcTBO MHGOPMAIUH, peia-raeMoit
HNHTEepHET-UCTOYHUKAMU IO IETONPOU3BOJICTBY U apXUBHOMY JEITY

Bnanets

HaBBIKaMU TIPUMEHEHUS OTepaIliy MOUCKa NHPOPMAITUH B ITOMCKOBBIX
CUCTEMaXx, B TEKCT€ KOHKPETHOTO JOKYMEHTA pa3InyHbIX (OopMa-TOB.




4. CTpyKTypa, 00bEéM U coep:KkaHue TUCHUIIMHBI (MOAYJIsA)
OO0mas TpyI0eMKOCTh JUCIUIUIMHBI COCTAaBisieT 3 3a4eTHBIX enuuuil 108 akaa. gacoB, B TOM
qyuce:
— KOHTaKTHas paborta — 57,2 akaj. 4acoB:
— ayIuTOpHas — 54 akaJl. 4acoB;
— BHEAyIUTOpHas — 3,2 aKkaJl. 4acoB
— caMocTosTenbHas pabora — 15,1 akan. yacos;
— MOJTOTOBKA K dK3aMeHy — 35,7 akaj. yaca

dopma aTTecTaluu - SK3aMEH
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1. PA3JIEJT 1.
JOKYMEHTOBEJEHUE KAK
HAVYKA
IToBTOp
JIEKIUOHHOTO
TEOPETHYECKOTO
Mmarepuana,
HOATOTOBKA K
TeKyIEeM
1.1 1. Ponp nmoxymeHra B yemy IIpaxTnueckoe
TECTUPOBAHMUIO, [1K-3, I1K-8,
JKU3HA YeJI0BEKa ul 1 2 4 1 3amadue Nel
ob1ecTpa HaltHearme Tect k pazzeny 1 OTIK-4
COUYHMHCHMUSA- y
paccyxaeHus Ha
TEMY
«JlOKyMeHT B
YKHU3HU 00ILECTBA U
YeJI0BeKay




1.2 2 Hcrounuku
JIOKYMEHTOBETUCCKUX
HCCIIeIOBaHUH

6/3U

IToBTOp
JIEKIHOHHOTO
TEOPETUYECKOTO
Mmarepuana,
MOJIrOTOBKA K
TeKyIeMY
TECTUPOBAHUIO,
MOATOTOBKA
o030pa 1o
MEPHOANIECKIM
U3JIaHUSM B
obiacti
JIeJIOTIPOU3BOJICTB
a 1 apXUBHOTO
nena. AHanus
HCTOPHYECKUX
HCTOYHHKOB;
COCTaBJICHHE
KOHCIIEKTa C
UCTIOJIb30BaHUEM
IIPUEMOB CIKaTHUS
HCXOAHON
HHPOPMAIIH;
pedepuposanue u
AHHOTHUPOBAHHE
HaY4YHOU
JIATEPaTypHI;
OLICHUBATH U
BBISIBIISITH 00BEM U
Ka4ecTBO
HHPOPMAITUH,
npeaaraeMon
WHTEPHET-
HUCTOYHHUKAMMU I10
JeTIOTPOU3BOJICTB
Y ¥ apXUBHOMY
Jieny.

IIpaxTnueckoe
3aganue Ne2
Tecr k pazneny 1

IK-3, TIK-8,
OIIK-4

Wroro no pazneny

10/31

2. PA3JEJ 2. TIOHATHUA

"MHOOPMALIMA"
"TOKYMEHT"

u

21 2.1 [MousiTne
«uH(popMaLum» U ee poiib B
COIMANBHBIX u
9KOHOMHYECKUX
nporeccax.
Crneuunduyeckue YEepThl
JOKYMEHTHPOBaHHOM
uH(pOopMaIH

6/21

IToBTOp
JIEKIIMOHHOTO
TEOPETUYECKOTO
MaTepHaa,
MOJIrOTOBKA K
TEKyLIeMy
TECTHPOBAHHIO,
aHau3
JIOKYMEHTAIIbHBIX
HUCTOPUYECKUX
HUCTOYHHUKOB,
MOHSITHHHOTO
amnmapara
HOpPMATHBHBIX U
MPaBOBBIX aKTOB.
AHanu3 TepMHHa
"undpopmanus’".

IIpakTrueckoe
3aganue Ne2
Tect k pazneny 2

IK-3, TIK-8,
IK-19,
I1K-25, OIIK-4




2.2 Tlomsitue "mokymeHt".
[lpu3sHaku ©u  cBoiicTBa
JIOKyMEHTa

6/41

IToBTOp
JIEKIIUOHHOTO
TEOPETH-YECKOTO
Mmarepuana,
MIOJTOTOBKA K
TEKYIEMY
TECTUPOBAHUIO,
YTEHHE U aHAITU3
JOKyMEHTAJIbHBIX
HUCTOPHYECKUX
HCTOYHHKOB;
aHanmu3
yrnoTpeOaeHus
TEPMHHOB
(ToKyMeHT,
Oymara, JIeJ10, aKT,
JOKyMEHTHPOBAH
Has MHGOpMAIUs).

IIpaxTnueckoe
3aganue Ne2
Tecrt k paznenry

I1K-3, TIK-8,
IK-19,
I1K-25, OIIK-4

2.3 OcHoBHBIE CBOMCTBa
JIOKyMEHTOB

4/41

IToBTOp
JIEKIIUOHHOTO
TEOPETHYECKOTO
Mmarepuana,
MOJrOTOBKA K
TeKyIeMY
TECTHPOBAHHMIO.

IIpaxTnyeckoe
3aganue Ne2
Tecr k pazneny 2

[1K-3, I1K-8,
MK-19,
[IK-25, OIIK-4

Hroro no pazneny

12

16/101

3. PA3JEJI 3. ®YHKIUHU
JIOKYMEHTOB U CIIOCOBBI
JOKYMEHTHUPOBAHUS
COLIUAJIBHO  3HAYMMOM
NHOOPMAILINN

3.1 OyHKIUH JOKYMEHTOB

4/11

IToBTOp
JIEKIIMOHHOTO
TEOPETHYECKOTO
Marepuana,
MOATOTOBKA K
TEKyLIEMY
TECTUPOBAHUIO,
aHamu3 QYHKIUHA
JIOKYMEHTOB.

IIpakTuueckoe
3aganue 3
Tecr k paznmeny 3

IK-3, TIK-8,
IK-19,
IK-25, OIIK-4

3.2 CnocoObl U cpencTaa
JIOKyMEHTUPOBAHHUS

31

CocraBnenue
KOHCIIEKTa C
UCTIOJIb30BaHUEM
MIPUEMOB CHKATHUS
HUCXOIHOM
HHPOPMAIHIH;
pedepupoBanue u
AHHOTUPOBaHHE
Hay4YHOU
JUTEPATYPHI

IIpaxkTuueckoe
3a7aHue 3
Tecr k pazneny 3

[K-3, I1K-8,
IK-19,
[IK-25, OIIK-4

Uroro no pazneny

10/11

6,1

Hroro 3a CEMECTpP

18

36/141

15,1

OK3aMCH

HTtoro no aucumiuinHe

18

36/141

15,1

OK3aMCH

IIK-3,IIK-
8,0IIK-4,IIK-
19,ITK-25




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Martepuan npeacTaBieH B CIEKTpe IPOOIIEMHBIX BOIIPOCOB. TexHoiorneld MOHUTOPUHTA
pe3ybTaToB 00pa30BaTENLHON JAEATEIFHOCTH SBISETCS 3K3aMEH, BBICTABISIEMBIH C Y4ETOM
peiiTuHra 1Mo pe3yibTaTaM CTYICHTOB B  Pa3sHOOOpa3HbIX BHUJAX JCSATENBHOCTH —
yueOHO-1103HaBaTEIbHOM, YACTUYHO-TIOMCKOBOW, pEIPOAYKTUBHOM.

CopepxaHue CcaMOCTOSITENIbHOM pabOThl paccunTaHo Ha (HOpPMHUpPOBAHHE YMEHUUN
pedepupoBarb, COCTAaBIATH HAYYHbIE 0030PHI 10 MaTepHaiaM NePUOTUIECKUX N3JaHUH, BKITIOYAst
WuTtepHer-uznanus  npodeccHOHANbHBIX  HAYYHO-IIPAKTHUECKUX  JKYpHAJIOB C  LIEJBIO
(dbopmupoBaHus caMopa3BUBAIOIIEHCSl HH()OPMAIIMOHHO-PECYPCHOM Cpebl.

KonrakTHas pabota MpeArnoaraeT UH(GOPMaIMOHHO-KOMMYHHUKAIIUOHHbBIE
oOpa3oBaTeNbHbIe TEXHOJIOTMH — OpraHu3aus o0pa30BaTeNbHOTO MpOIecca, OCHOBAHHAS Ha
MPUMEHEHUU CIEMUAIN3UPOBAHHBIX MPOTPAMMHBIX Cpell M TEXHUYECKHX CPEICTB paboOThl ¢
uHpopManuel, B T.4. JIEKUMS-BU3yaldu3alusi — JIEMOHCTpauusi Y4YeOHbIX MaTepuaioB,
MIPE/ICTABJICHHBIX B PA3JIMYHbIX 3HAKOBBIX CUCTEMAX.

[IpakTuueckoe 3ansTHE B hopme Npe3eHTalUN — IPEICTABICHNUE PE3YIbTaTOB IPOEKTHOM
WJIM UCCIIEIOBATENIbCKOM IEATEIbHOCTH C UCIIOJIb30BAHUEM CIIEUATU3UPOBAHHBIX TPOrPAMMHBIX
cpen.

[IpakTuueckue 3aHATHS MPOBOIATCS B (OpME MPAKTUUYECKOM MOATOTOBKH B YCIOBUAX
BBITIOJTHEHHST OOYYaIOIIUMHUCS BUIOB pabOT, CBSA3aHHBIX C Oynymed mpodecCHOoHaTbHON
JESTENIbHOCThIO U HAMpaBJICHHBIX Ha (OpPMHUpOBAHME, 3aKPEIUICHUE, Pa3BUTHE MPAKTUYECKHX
HAaBBIKOB M KOMITETEHIMH 110 Mpoduito 00pa3oBaTeIbHON IPOrPaMMBI.

6 YueOHO-MeTOIMUECKOE 00eceyeHHe CAMOCTOSATEeJIbHO PadoThI 00yYaroImMXCst
[TpencraBneHo B mpuiaoxeHun 1.

7 OneHoYHbIe CpeICTBA A5 POBeAeHUsI IPOMEKYTOYHOH aTTecTAluu
[IpencraBneHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYeCKOEe H HH(POPMALIMOHHOE O0ecnedeHue TUCIUIIHHBI (MOTYJIs1)

a) OcHOBHas JIUTEpaTypa:

1. JlokyMeHTOBeleHHE : YyYCOHUK W TPAKTUKYM IS aKaJeMHYecKoro OakanaBpuarta /
JI. A. loponuna [u ap.]; mox penakmueit JI. A. JlopoHuHOM. — 2-¢ u31., mepepad. U JIOm. —
Mocksa : M3natensctBo IOpaiit, 2019. — 309 c. — (bakanaBp. AkageMHuecKuil Kypc). —
ISBN 978-5-534-03053-2. — Tekcr : oanekrponssii / DBC IOpaiir [caiit]. — URL:
https://urait.ru/bcode/433067 (mara obpamienus: 22.08.2020).

2. KoxymxkoBa, H. B. Crpykrypa nmokymeHnta. CHCTeMBI JIOKyMEHTAIIHU.
YHUGHUIMpPOBaHHAs CUCTEMa OpPraHU3allMOHHO-PACTIOPSAIUTENLHON JIOKYMEHTALUU: O00Iue
TpeOOBaHUs K COCTaBJICHHIO U opopmieHuto : yaeoHoe nocodue / H. B. Koxymkosa ; MI'TV. -
Marnutoropck : MI'TY, 2016. - 1 snektposn. ont. auck (CD-ROM). - 3ari. ¢ tutyn. 3kpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true  (mara ooOpamienus: 24.08.2020). - MakpooObekr. - TekcT
ANIEKTPOHHBIN. - CBefieHus noctynHbl Takke Ha CD-ROM.

0) lonoJiHMTE ILHASA JIUTEpaTypa:


https://urait.ru/bcode/433067
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true

1. Baitboponosa, JI. B. Metomonoruss u METoAbl HAy4HOTO HCCIEIOBaHUA @ ydeOHOE
no-cobue s 6akanaBpuara u maructparypsl / JI. B. baitboponosa, A. I1. UepnsBckas. — 2-¢
u3J., ucnp. u gon. — Mocksa : U3znatensctBo FOpaiit, 2019. — 221 c. — (bakanaBp u Marucrp.
Axagemudeckuid kypc). — ISBN 978-5-534-06257-1. — Tekcr : anexrponnsiit // DBC IOpaiit
[caiit]. — URL:https://www.biblio-online.ru/bcode/437120 (mara obparenus: 31.08.2019)

2. KazakeBuu, T. A. JlokymeHToBeneHue. JIOKYMEHTAIIMOHHBIA CEpPBUC . yUYEOHUK H
NpPaKTUKYM Ui TpuKiIagHoro O6akanaBpuara / T. A. Kazakesuu, A. U. Tkanny. — 2-e u3z., ucmp.
u nor. — Mocksa : M3narensctBo FOpaiit, 2019. — 177 ¢. — (bakanasp. [IpuknagHoii Kypc). —
ISBN 978-5-534-06273-1. — Tekct : oanekrponsslii / DBC Hpaiir [caiit]. — URL:
https://urait.ru/bcode/437480 (mara obpamenus: 22.08.2020).

3. I[Toremkuna, M. H. OcCHOBBI HCCICAOBATCILCKON  ACATCIHLHOCTH
yaeOHo-MeToanueckoe nocodue / M. H. [Toremkuna ; MI'TY. - Marautoropck : MI'TVY, 2018. - 1
anekTpoH. ont. guck (CD-ROM). - 3arm. ¢ Turyn. 9kpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527
742/3739.pdf&view=true = (mara oGpamenus: 27.08.2020). - Makpooobekt. - Tekcr
ANEeKTPOH-HbBIN. - CBenenus gocTymnHbl Takke Ha CD-ROM.

B) MeToauyeckue ykasaHus:
Meroanueckue yka3aHus IO BBIIOJHEHUIO JOMAIIHUX 3aJaHUM MPEACTAaBICHbI B
[Tpunoxxenun 1 x PI1]]

r) [Iporpammuoe obecneuenue u UnTepuer-pecypcebi:

IIporpammHoe o0ecneuenne

Haumenosanwue [10 Ne norosopa Cpox aeicTBus IUIICH3UN
MS Windows 7

Professional(ms  |[1-1227-18 ot 08.10.2018 11.10.2021
KJ14CCOB)

MS Windows 7

Professional (ms  |1-757-17 ot 27.06.2017 27.07.2018
KJ1aCCOB)

MS Off_lce 2007 Ne 135 o1 17.09.2007 OeccpovyHO
Professional

7Zip cB0OOaHO pacrpocTpansemoe [10 OECCPOYHO

IIpodeccuonanbubie 6a3p1 JTAHHBIX H HHGOPMANMOHHBIE CIIPABOYHbIE CHCTEMBbI
HasBanue kypca Cchlika
DnekTpoHHas 0a3za meproanvecKux u3maHuii East View
Information Services, OO0 «MIBHUC»
Hanuonanenas UH(POPMALMOHHO-aHAIUTHYECKAs

cucreMa — Poccuiicknii MHIEKC HAYYHOTO [IMTHPOBAHUS
(PUHLI)

[MTouckoras cucrema Akanemus Google (Google Scholar) [URL: https://scholar.google.ru/

https://dlib.eastview.com/

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

Nudopmarnmonnas cucrema - EquHoe okHO gocTymna K
WH()OpPMaIMOHHBIM pecypcam
9 MaTepHaJbHO-TEXHHYECKOE 00ecTedeHne TUCIUTLITHHBI (MOILYJIs1)

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

MaTepI/Ia.HBHO-TeXHI/I‘-IeCKOG obecrneucHUe JUCIUIIIIMHBI BKJIIFOYACT:


https://www.biblio-online.ru/bcode/437120
https://urait.ru/bcode/437480
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527742/3739.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527742/3739.pdf&view=true
https://dlib.eastview.com/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/
http://window.edu.ru/

VYueOHble ayAWTOPUM [UIS TPOBEACHUS 3aHATHH JIEKIIMOHHOTO THIA  JIOCKa,
MyJIbTUMEAUMHBIE CPEICTBA XPAaHEHMUS, Iepelauu U NpeICTaBIeHUs UHPOPMALIUH.

VY4eOHble ayauTOpUM JUISI TPOBEACHMSI NPAKTUYECKUX 3aHATUM, TPYNIOBBIX U
VHIVBUAYAJIBHBIX KOHCYJIbTAIIMM, TEKYILErOo KOHTPOJISA M IIPOMEXYTOUYHOHN aTTECTallMH . JIOCKa,
MYJIbTUMEAUMHBIA IIPOEKTOP, dKPAH.

Ilomemenuss [UIsl  CaMOCTOSTENBHOW — pabOThl  OOydalOIIMXCS:  MEPCOHAJIbHbIE
kommeioTepbl ¢ makerom MS Office, Beixogom B MHTEpHET M ¢ JOCTYIIOM B DJIEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaATENbHYIO CPEly YHUBEPCUTETA.

[Tomemenne Juis  XpaHeHUs W OPOPHIAKTUYECKOTO OOCIYKMBAaHHUS  y4eOHOTro
oOopynoBaHus: WKappl I XpaHEHUs Y4eOHO-METOJUYECKOM JOKyMEHTalMH, Y4eOHOro
00opyIoBaHus 1 y4eOHO-HATIISITHBIX TIOCOOUH.



IIpunoxenne 1
Y4eOHO-MeTOAMYECKOE O0ecTIeYeHre CAMOCTOSITEIbHOM PadoThl 00y4ar0 XS

PA3AEJ 1. JOKYMEHTOBEJIEHUE KAK HAVKA

Ilpakmuueckoe 3a0anue Nol

1) NOo3HaKOMMTHCS € aKTyaJIbHBIMM HCTOUYHUKAMH, COAEPKAIINE CTUXUHHO-CIIOKUBIINECS
HOPMBI U IIpaBMiia pabOThI C JOKYMEHTAMU;

2) HAy4UTBCS COCTaBIATH O030pHI MYOJMKAIMi HAa OCHOBE HAYYHO-TPAKTUUYECKUX
JKYPHAJIOB TI0 JIEJIONPOU3BOJICTBY U apXUBHOMY JEILY;

3) noznakoMuthesl ¢ «l'eHepanbHbIM pernmameHToM» 1720 roga u «KpaTkuMm cioBapeM
BHUJIOB M PA3HOBUJHOCTEN JOKYMEHTOB» 1974 r.;

4) PpEeKOHCTPYMpPOBATh COCTAB CHUCTEM YIPABJICHUECKOW NOKyMeHTauuu l[leTpoBckoii
3IOXH.

1. Ilpoananu3upoBaTb KOMIUIEKT T'OAOBOM MOANUCKH (TE€YATHBIA WM 3IJIEKTPOHHBIN
pecypc B ceTH VIHTepHET) OAHOTO U3 JKYpHAJIOB, YKa3aHHBIX B CIIMCKE, 3a JIOOOW roJl U3 MITU
IIOCJIETHHX.

1. [aTb XapaKTepUCTUKY TEMATUKK CTaTeN U MaTEPUaNoB KypHana. OpMeHTUMpPOBaTbLCA NO
KNOYEBbIM CNOBAM, 3aro/IoBKam CTaTeln.

2. YCTaHOBUTb, UMEET /N }KypPHa CBOW CalT B ceTn UHTepHeT (yKasaTb) U npegnaraeT aun
OH 3/IEKTPOHHYIO0 BEPCUIO (apXMB) CBOUX BbIMYCKOB.

3. Monb3yack CNPaBOYHbLIMW AAHHBIMU KyPHaNa, AaTb 06LLYI0 XapaKTePUCTMKY aBTopam
ctaTeit (ykasatb ®UO, mecto paboTbl U AONKHOCTL). CaenaTh BbiBOA 06 aBTOPAX KypHaAbHbIX
ny6AnKaumi.

4, CoCTaBUTb KOHCMEKT 04HOM U3 cTaTel (Ha Bbibop). O6bemMom CTaTbU A0JIKEH ObITb He

MeHee 3-X }KypHabHbIX CTPaHuUL,
Memoouueckue pexomenoayuu

AHanu3 KOMIUIEKTa TOJOBOM MOJMUCKHA BBHIOPAHHOTO KypHalla CIEAyeT MPE/ICTABUTH 8
euode CéA3H020 mMeKcma, B KOTOPOM OyIyT OTPaKeHbI OTBETHI HA BCE TOCTABJICHHBIC BBIIIEC
BOIIPOCHI, JIUDO 6 6u0e madauybl.

MHorue W3 TEpEeYUCIICHHBIX HIDKE KypHAJIOB TMpPEACTaBICHbI B apXuUBax Ha
COOTBETCTBYIOIIMX KYPHAJIbHBIX CailiTax.

B omenke naHHOTO 3a7aHUSI OCHOBHOE BHHMAaHHUE YIENSETCS CIOCOOHOCTH CTYJIEHTOB
YBUJETh, C OJIHOM CTOPOHBI, TUIIMYHOE U XAPAKTEPHOE ISl JAHHOTO MCTOYHUKA, C JPYrOM, €ro
O0COOEHHOCTH U MPEUMYLIECTBA.

[Ipu cocraBieHWHM KOHCIIEKTa >KYPHAJIbHOM CTaTbU OLIEHUBAETCS YMEHHUE CHKUMAaTh
nH(OpMaIHIO, OCTABIISAS KIFOUEBBIE MOMEHTHI TEKCTA; COCTABIISITH KOHCTIEKT OT 3-T0 JIMIA UJIH B
6e3m4Hoi popme, eciu aBTOPOM CTaThu ObLT BhIOpaHa (popMa auanora ¢ YNTaTeIeM.

Hrorosurit BBIBOJT 0030pa MOXET COJIepKaTh PEKOMEHTAIINIO
HAYMHAIOIIUM JOKYMEHTOBEIaM IO BO3MOXKHOCTSIM HCIIOJB30BaHMsI MHPOPMAIMH U3 JAHHOTO
HMCTOYHHUKA.

Cnucok )KypHaJI0oB
«[lenonponsBoacTBO»,
«[lenonpomn3BoACcTBO M AOKYMEHTOO6OPOT Ha NpeanpUATUMNY,
«OTeyecTBeHHble apXMBbI»,
«BeCTHUK apxuBuCTa»;
«CekpeTapcKkoe geno»,
«XopoLwunin cekpeTapb»,
«CeKpeTapb-pedepeHTy,
«CnpaBoYHMK CekpeTapa u oduc-meHeaepa»,
«CoBpeMEeHHbIN opUc-meHeaKepy,
«Ynpas/sieHWe NePCoHaNoM»,
«Kagposoe geno»,
«KagpoBsas cny»xba»,

LW N WNPE
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http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60592&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&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=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
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
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary

13. «Kazposuk»,

14. «CnpaBoOYHUK KaapOBUKa»,

15. «Kagpbl npegnpuaTna»;

16. «MeHeaXMeHT 1 Kagpbi»,

17. «Hay4Ho-TexHMYecKasa nHGopmayma»,
18. «bnbnmotekoseaeHmne».

2. Ilpountars «l'enepanbubiii periiament» 1720 r.(cm. Xpecromatus K pasueny 1).
Onpenenutpb, Kakue cepbl TOCYTapCTBEHHOMN NesATeNIbHOCTH, 10 MHeHHUIO IleTpa I, HeoOxomumo
ObUIO  YHOPSAOYMBATHE C IIOMOIIBIO JOKYMEHTOB? Brimucate cdepbl rocynapcTBeHHOU
JeATeILHOCTH B Tabnmuiy (cM. @opma tabauiiel, cronbderr 1).

Ornpenenutb BUJIOBOM COCTaB JOKYMEHTOB JIaHHOW dMOXW. Beinmucars Ha3BaHUs
BUJIOB JIOKYMEHTOB I10 I1aBaM (cTosOubl 2 u 4), a 3ateM, nonb3ysach «KpaTkum cioBapeM BUOB U
pa3HOBUAHOCTEHN TOKyMEHTOB» 1974 . (cM. Xpecromarust k pasgeny 1) u «l'eHepaabHbIM
perJaMeHTOM», paclpelelnuTh yKa3aHHbIE BUIbl M Pa3HOBUAHOCTH JOKYMEHTOB IO cdepam
roCy/1apCTBEHHOU JESTENbHOCTH. 3aHECTU JaHHbIE B TAONIHUILY.

JlaTb TOJKOBaHWE BBIMHUCAHHBIM BUAAM M PA3HOBUIHOCTSAM JOKYMEHTOB, IOJb3YSICh
«Kpatkum cnoBapem ...»(cronber 3).

Haumeno Bua n CuaioBapHoe onpejesieHne Ccebla
BaHMe chepbl |PA3HOBHIAHOCTH JOKYMEH BHIA U Ka HA IJIaBY B
rocy1apcTBeHHO Ta Pa3HOBHIHOCTH J0KyMeHTa 0 |«['eHepanbHO
H 1eATeJHLHOCTH «KpaTkomy cJjioBapio BUI0B U M
pa3HOBUIHOCTEeH 10KYMeHTOB»(19| periiamenTe»
74) 1720 r.
1 2 3 4

TecT K pasgeny 1

1. YKaxKute BepHoe npopomKeHue ¢ppasbl: 3aKoH 00KYMeHMAayUuOHHO20 0GhOpMAEHUA COYUASbHO
3Ha4umelii cobbimuli delicmeyem ...

TONbKO A/1A 0PULMaNbHbIX FOCYAaPCTBEHHbIX COObITUSA;
TOJIbKO A1 06L,EeCTBEHHO-NOJ/IMTUYECKUX CODbITUIA;
cyrybo 4na nuYHbIX, ceMelrHbIX cobbITUiA;
4. pna nobbix cobbITUI, 3HAUMMBIX 415 OTAE/IbHOIO YesI0BeKa UK rpynibl AH04EN.
2. QeiicTBUA yenoBeKa (C NOMOLLbIO TEXHUKU UK APYFUX CPeACTB) NO 3aHECEHUIO 3HAUYMMOI

wn e

MHd)OpMaLI,MM Ha MaTepMaanblﬁ HOCUTeIb Ha3biBaeTcA

nHbopmaTmsaumei;
AOKYMEHTUPOBaHMEM;
AOKYMEHTaUMOHHbIM obecneyeHnem ynpasneHus;
4. [enonpov3BOACTBOM.
3. loCNOBHO C NaTbiHU CNOBO «A0KYMeHT» (documentum) o6o3HauaerT:

wnNe

3anucb, NUcaTb;
bymara;
Aorosop, 0653aTeNbCTBO;

4. nNUCbMeHHOe cBUAeTeNbCcTBo, obpasel,.
4. MNoHATHE «AOKYMEHT» ABNAETCA...

wnNe

1. 06bEeKTOM AOKYMEHTOBEAEHUS;
2. npeaMeTom AOKYMEHTOBeAeHUSR;


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/quiz/view.php?id=342966
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

3. LUenblo AOKYMEHTOBeAeHUs;
4. WCTOYHUKOM OOKYMEHTOBEAEHMSA.
5. BpemeHeM BO3HMKHOBEHUA NePBbIX AOKYMEHTOB MOXHO CYUTATb IMOXY:

5500-3300 r. 40 Haluel 3pbl;

20 TbIC. neT Haszag;

988 1. (KpeleHMe Pycu 1 nosiBAeHME CNaBAHCKON MUCbMEHHOCTH);
4. cpegHeBeKoOBbe.

6. Monb OTne — 370!

wn e

aBTOp NepBoro yyebHMKA NO AOKYMEHTOBEAEHUIO;
OAWH M3 OCHOBATeNel HayK AOKYMeHToBeaeHNE U MHPOPMATHKA;
Y4Y€eHbIN, KOTOPbIN BBE/T B 0OMX04 TEPMUH «JAOKYMEHTOBEAEHME;
4. y4yeHbllA, KOTOPbIV BBEN B 06MX0A TEPMUH «LOKYMEHT».
7. TeHpeHUUA ynoTpebnatb TEpMUHDBI «AenoBan Bymara», «akT», «4eo» B PyCCKOM fi3blKe BMecTo

wn e

C/10BaA « AOKYMEHT» COXpaHANaCb:

no01720r.;
00 XIX BeKa;
00 20-x rr. XX B.;
4. po 30-xrr. XX B.
8. TunuuHbie GYHKLMUN MEHEeAKMEHTA OTPAXKEHbI B MOHATUM:

wne

1. ynpaBneHyeckasa cMcTema AOKYMEeHTauus;
2. OpraHu3auMoOHHO-NPABOBAA LOKYMEHTALMA;
3. ¢uHaHCcoBas fOKYMeHTaLus;
4. yHUPUUMpPOBAHHAA LOKYMEHTALUMA.
9. CoBpemeHHas yHMULUPOBAHHAA CUCTEMA AOKYMEHTALMM YUTEHA M CUCTEMATU3MPOBAHA B...

OKYL;
cTaHgapTax ISO;
noctaHosneHuax UMK n CHK;
4. «leHepanbHOM pernameHTe» 1720r.
10. KTo unun uto 3actaBua cO BpemMeHeM OTKasaTbCA OT TepMUHa «aenosan bymara»,

wnNpe

OPUEHTMPOBAHHOrO Ha MaTepPUasbHbI HOCUTE/b, U NEPENUTU K TEPMUHY K AOKYMEHT»?

1. OkTtabpbckas pesontouma 1917 r.;
2. TexHUYecKuit nporpecc;
3. Monb Otne;
4. TNoctaHosneHune UMK n CHK.
11. HaiiguTe npaBuabHOEe npogonxKeHue ppasbl «B npouyecce ceoez2o0 (hyHKYUOHUPOBAHUSA 68

obuwjecmee oKyMmeHM Moxcem nNPoxooums HeCKO/AbKO cped — onepamueHyio, pempocrnekmusHyro

u...

npodrNaKTUYECKYIO;

NPOTrHOCTUYECKYHO;

wN e

COrnacoBaHMA U YyTBEPXKAEHUS;
4, apxuBHOro XpaHeHuA.
12. C Takumu HayKamu, KaK apxuBoBegeHue, KHurosegeHne, 6ubanorekosegeHue,

6ubnunorpadoseaeHue, Teopua MHPopMaLmmn, LOKYMEHTAIUCTUKA, LOKYMEHTOBEAEHNE UMeeT
obwuit/-yo/-ne:

1. uenb
2. 06beKT;



3. npeamer;
4. 3apaum.
13. COBOKYNHOCTb NPUEMOB U onepauuii No3HaHUA U NPAKTUUECKOW A,eATe/IbHOCTU Uaun cnocob

AOCTUXKEHUA onpeaesieHHbIX pe3ysbTaToB B NO3HAHMUU U NPaAaKTUKe Ha3biBaeTcA...

cpeacTsom;
cnocobom

wnN e

MEeTOA0M;
4. obbeKktom.
14. Ykaxure metopa, Kotopblit HE OTHOCUTCSH K meTogam aHann3a TeKCTa AO0KYMEHTa.

KOHTEHT-aHaNus;
METO/, 9KCNEePTHbIX OLLEHOK;
meToa GOpMYASPHOro aHaA13a;
4. NWHrBUCTMYECKas sKcnepTusa.
15. K uncny obuweHayyHbix metoaos HE OTHOCUTCA:

wnN e

CUCTEMHDIN;
MOJENUPOBaHUS;
HabaoaeHusn;
4. KOHTeHT-aHanus.
16. BaxkHeililwnm obLweHay4yHbIM MeTO40M A1 AOKYMEHTOBEAEHUA ABNAETCA...

wnN e

Knaccudukaums;
MeTo 4, UCTOYHUKOBeAUYEeCKOro uccneaoBaHumnA
aHanun3a rpaduyeckmnx AaHHbIX JOKYMEHTA,
4. KOHTEeHT-aHanus.
17. NocnepgHue gecATUNETUA AOKYMEHTOBeAEeHUE CTPEeMUTCA K TOMY, YTObbI CTaTb

wnN =

MeXAUCLMNINHAPHOMW, cObMpaTenbHOW HayKOM U CO3AaTb TEOPUIO O AOKYMEHTE U AOKYMEHTHOM
KOMMYHUKaLUMN ANA PeLleHNA NPaKTUUECKMX 3a4a4 B KOHKPETHOM chepe A0KYMEHTHOM
AeatenbHocTu. Kakoe HasBaHMe npegaaraeTca yY4eHbIMU AN 3Toi 06o6Lwwatoweii Hayku?

1. poKkymeHTONOUSA;
2. ¢oHAaoBeneHVE;
3. WCTOYHUKOBEAEHMUE;
4. naneorpadus.
18. AokymeHTOBeaeHue, no mHeHuUto H.C. JlTapbKoBa, A0/1XKHO U3y4aTh ...

BCHO COBOKYMHOCTb AOKYMEHTOB, BO3HUKAOWMKX B AEATE/IbHOCTU PAa3BUTOIO O6LLI,€CTBa,'
TOJZIbKO ynpaB/ieHYeCKYIO 1 NPaBOBYHO AOKYMEHTALUIO;
TOJZIbKO TEXHNYECKYIO AOKYMEHTALUIO;
4. Bco AOKYMeHTauUuuto, BO3SHMKaKOLWY B OpraHM3aumnax.
19. OTHOCATCA N HOPpMAaTUBHO-MmeToAn4YeCKue akTbl K UICTOYHUKAM, Uy4aembiMm B

wnN e

BOKymeHTOBeaeHUn?
1. [Oa.
2. Her.

3. [a, HO TO/IbKO NocAne npeKkpaLLeHna nx AenNCcTBuS.
4. [la, HO TONbKO AEMNCTBYIOLLME B HACTOALLMIA MOMEHT.
20. PacnonoxuTe B XpOHO/IOTMYECKOM NopsaaKe cieaylowme HOPMATUBHO-NPABOBbIE aKTbl:

1. TeHepanbHblIi pernameHT;
2. TocypapcTBeHHas cucTeMa AOKYMEHTALMOHHOTo obecnevyeHma ynpaBaeHus;



3. [ekpet CoBHapkoma «O nopsaake yTeepKaeHna 1 onybAnMKoBaHUA 3aKOHOBY;
4. 0Obuee yupeaeHne MUHUCTEPCTB.
21. No Ha3BaHUIO onpeaennTe, K KaAKOMy YPOBHIO HOPMATUBHO meToaundecKoi 6a3bl JOY MOXKHO

6b110 6b1 OTHECTU Mpuka3 MuHucmepcmea Kyabmypol U MAcco8bix KoMMYHUKayuli Pocculickoli

®Pedepayuu om 8 HOAbpa 2005 2. Ne 536 (2. Mockea) «O munoeoii uHcmpyKyuu no

denonpoussodcmeay e hedepasnbHbiX Op2aHAX UcnoaHUmMenbHoli enacmu»

1.

4.

MpaBoBble aKTbl, U34aBaeMble BbICLUMMU deaepasibHbIMM OpraHamm 3aKOHOA4ATENbHOM BAACTU U
ynpasaeHus.

MpaBoBble aKTbl, U34aBaEMble BbICLLIMMMK desepasibHbIMM OpraHaMmn UCNONHUTENIbHOM BACTMU.
MpaBoBble aKTbl, N34aBAaEMble OpraHaMKn 3aKOHOAATENIbHOMN M MCMONHUTENIbHOM BNACTK
cybbekToB PP 1 TepputTopmanbHbix 06pa3oBaHMIA.

MpaBoBble aKTbl HOPMATUBHOTO U MHCTPYKTUBHOIO XapakTepa no A0Y, nsgasaemole
PYKOBOACTBOM KOHKPETHbIX NPeanpuaTnii  opraHmM3auunii.

22. NMpoponxute ppasy: «'CAOY Hawna ceoe npodonxceHue...»

1.
2.
3.
4,
23. Mpoaonkute dpasy «/Mo ceoemy cmamycy UCTOYHUKU, COAEPIKALLME HOPMbI U NpaBuaa paboTbl ¢

B poccuinckmx FOCTax;
B cTaHgapTax ISO;
B defepanbHbIX 3aKOHax PD;
B8 TMNOBbIX MHCTPYKLMAX MO A,EN0NPOU3BOLCTBY.

AOKYMEHTaMU, AeNnaTtca Ha ABe rpynnbl...»

1.

3.
4.

WCTOYHMKM, 3aKOHOAATE/IbHO PErNamMeHTUPOBaBLLME KOTAA-TO UM pPernameHTUpyloLme no
HacTosLee Bpems paboTy C AOKYMEHTaAMU;

aKTya/ibHble UCTOYHUKM, OTParKatoLMe COBPEMEHHbIN ONbIT, TPagULMK 4e0NPOU3BOACTBA U
HenocpeacTBEHHO BAMAIOLWME Ha NMPAKTUKY paboTbl C 4OKYMEHTaMU;

yCTapeBLUMe UCTOYHUKUN, UMEIOLLME TONBKO HayYHY0, UCTOPUKO-KY/IbTYPHYHO LLEHHOCTb;
NCTOYHMKM, COAEpXKaLme CTUXUIMHO CNOXUBLIMECA HOPMbI U NpaBMaa, OTpakalowue Tpaguumm
M NPaKTMYECKUI1 ONbIT Ae0NPON3BOACTBA.

24. NMpoaonkute dpasy «/Mo cmeneHu 6aAUAHUA HA COBPEMEHHYIO NPAKTUKY UCTOUHUKU, COAeprKalLue

HOpPpMbI 1 nNpasuna paGOTbI C AOKYMEHTaMU, AeNnaTtca Ha gBe rpynnbl...»

1. WCTOYHMKM, 3aKOHOAATE/IbHO PeriaMeHTUPOBaBLUME KOr4a-TO UK PerlaMeHTUpYHoLLME No
HacTosLee Bpems paboTy C AOKYMEHTaAMU;

2. aKTya/ibHble UCTOYHWUKU, OTPaXKatoLLME COBPEMEHHbIN OMbIT, TPAAULUN Ae/10NPOU3BOACTBA;

yCTapeBLlUMe UCTOYHWUKU, UMEIOLLME TO/IbKO HayUYHYH0, UCTOPUKO-KY/IbTYPHYIO LLEHHOCTb;

4. WCTOYHMKM, coAepXKaLine CTUXMIMHO CNOMXKMBLLMECA HOPMbI U MpaBuaa, oTpaxatolme
TPaAULMKN U NPAKTUYECKUIA ONbIT Ae10NPOU3BOACTBA.

w

25. K KaKo# KaTeropun/am UCTOUHUKOB OTHOCATCA NUCbMOBHUKU U GOPMYNAPHUKN?

1.

w

WCTOUYHMKM, 3aKOHO4ATENbHO PErN1aMEHTMPOBABLUME KOF4a-TO UK PerfameHTUpYyoLLMe no
HacTosllee BpemAa paboTy C 4OKYMEHTaMu;

aKTya/lbHble UCTOYHMKM, OTPaKatolwme COBPeMEHHbIN ONbIT, TPAAMLMN Ae/10NPON3BOACTBA;
yCTapeBLUMEe UCTOYHUKMN, MUMEeoLLME TONIbKO HayYHYIO, UCTOPUKO-KYNbTYPHYHO LLEHHOCTb;
NCTOUYHMKM, COAeprKaLlne CTUXMITHO CI0XUBLLMECA HOPMbI M NPaBuKaa, OTparkalolme Tpagnuumnm
M NPaKTUYECKNI ONbIT 4eN10NPOM3BOACTBA.

26. PopmynsapHbie U3BOAbI NO3BO/INAU CO3A4ATh...

PN PRE

rocyAapCTBeHHble CTaHA4APTbI,
TUMNOBbIE UHCTPYKLUMY,
NMUCbMOBHMKM,
dopMyNAPHUKN.

27. FTocypapcTBeHHble CTaHA4apTbl No paboTe ¢ 4OKYMEHTaMM NOABU/IUCD...



wn e

4.

B XV Beke,
B XVII Beke,
B XIX BeKe,
B XX BeKe.

28. K KaKoW KaTeropuun/am MCTOYHMKOB OTHOCUTCA KypHan «CnpaBoOYHUK ceKpeTapa u

opuc-meHemKepa»?

1.

3.
4.

WCTOYHUKM, 3aKOHOAATe/IbHO pPerfiaMeHTUPOBaBLUNE KOr4a-To UM pernameHTUpytoLwme no
HacTosiee Bpems paboTy C AOKYMEHTAMU;

aKTyanbHble UCTOYHMKK, OTPAKAIOLLME COBPEMEHHbIN ONbIT, TPAAULUK A10NPOU3BOACTBA;
yCTapeBLUMEe UCTOYHUKU, UMEIOLLME TOJIbKO HayUYHYH0, UCTOPUKO-KY/IbTYPHYIO LLEHHOCTb;
WCTOYHMKW, CoAeprKaLLME CTUXUITHO CNOXKMUBLLMECA HOPMbI U MPaBUAa, OTPaXKaloLWme Tpaanuumm
M MPAKTUYECKUIH OMbIT 4e/10NPON3BOACTBA.

29. ECM HOPMaTUBHbII OKYMEHT Ha3bIBAeTCA KTUMOBAA UHCTPYKLMUAY, KTUNOBOW pernameHT» uam

«TUNOBAaA HOMEHKNATypPa Aen», K KAKOmy YPpOBHIO HOpMHTMBHO-METOAM'—IECKOﬁ 6a3bl cnepyer ero

OTHecTu?
1. npaBoBble aKTbl, U34aBaeMbl€ BbICLUMMM FrOCYA4aPCTBEHHbIMU OpraHamun deaepanbHOM
3aKOHOAATENIbHOW BNACTU U BbICLUIMMM OpraHamu ynpasieHus;
2. npaBoOBble aKTbl, U3gaBaemble dpeaepasibHbIMM OpraHaMmn UCMOIHUTENbHOM BNaCTy;
3. npaBoOBble aKTbl, N34aBaEMblE OPraHaMmn 3aKOHOAATENIbHOMN N UCMONHUTENBHOM BNACTU
cybbeKkToB PO 1 Ux TeppuTOpUaibHbIX 06pa3oBaHNA;
4. npaBOBble aKTbl, U34aBaemble PYKOBOACTBOM NPeAnpUsTUIA U opraHM3aumii.

30. YKaxuTe ypoBeHb/U HOPMaATUBHO-METOAMYECKOM 6a3bl, KOTOPbI/ble MOXKHO pa3aenuTb Ha ase

noArpynnbl — «o6LiMe NpaBoBble U HOPMATUBHbIE aKTbI» U «cneuuabHble (Y3KOBeA0MCTBEHHbIE)

npaBsoBbie aKTbi».

1. npaBoBble aKTbl, U34aBaeMble BbICLUIMMW rOCYAaPCTBEHHBIMM OpraHamm dpesepanbHon
3aKOHOAATeNIbHOM BAACTU U BbICLUIMMW OpraHaMm ynpaBaeHus;
2. npaBoBble aKTbl, U3aaBaemble pesepanbHbIMM OPraHaMU UCNOHUTENbHON BAACTY;
3. npaBoBble aKTbl, U3A4aBaeMble OpraHaMmn 3aKOHOAATE/IbHON N UCNONHUTENIBHOW BNACTH
cyb6bekToB PO 1 nx TeppuTOopUranbHbIX 06pasoBaHNil;
4. npaBOBble aKTbl, U34aBaeMble PyKOBOACTBOM NPeAnpUATUIA U OpraHU3aLUNA.
31. YKaxKute, Kakue HOpMaTUBbI ABNAIOTCA 06513aTeNIbHbIMU ANA UCNONHEHUA PaboTHUKamm
opraHusauum.
1. MpumepHasa MHCTPYKLMA NO AeN0NPOM3BOACTBY.
2. WHCTpyKLMA MO Aenonpon3BOACTBY OpraHM3aumm.
3. TocypapcTBeHHbIM CTaHAAPT.

4.

denepanbHbIi 3aKOH.

32. YKaxuTe, B KaKOW 13 NPeACTaB/IeHHbIX FPynn HOPMATUBHO-NPaBOBbIX AOKYMEHTOB, Ha3BaHbl aKTbl

OAHOrOo YPOBHSA.

1.

NOCTaHOBNEHMA NPaBUTENbCTBA CYy6bEeKTOB PO, TMNOBOE NONOKEHWE, UHCTPYKLMK (NpaBuaa) no
AeNonpousBoAcTBy opraHusaumu, Tabenn yHudUUMpoBaHHbIX GoOpM, anbbombl 61aHKOB,
NOJIOXKEHUA 0 AEeN0NPON3BOACTBE, O PaboTe C NePCOHAbHLIMU AaHHbIMMK;

KogeKcbl, peaepasbHble KOHCTUTYLMOHHbIE 3aKOHbl, denepasibHble 3aKOHbl, MOCTAHOB/EHUA
NpPaBUTENbCTBA, YKa3bl MNpe3ngeHTa PO;

KogeKcbl, penepasbHble KOHCTUTYLMOHHbIE 3aKOHbl, deaepasbHble 3aKOHbl, MOCTAaHOBAEHMS
NpaBUTENbCTBA, YKasbl [pesngeHTa P®, nocTaHOBAEHMA MNpaBuTeNbCTBa CybbekToB PO,
NOCTaHOB/IEHUA T1aB agMUHUCTPALMIA;

NOCTAHOBNEHMA NpaBUTeNbCTBa cybbekToB PP, Kogekcbl, deaepanbHble KOHCTUTYLMOHHbIE
3aKOHbl, deaepanbHble 3aKOHbI, MOCTAaHOB/EHWA NpPaBUTENbCTBA, YKasbl lpe3vaeHta PO,



WHCTPYKLMA MO 4eN0Npou3BOACTBY OpraHM3auuu, Tabenb yHUPUUMpPOBaHHbIX GOpm, anbbom
6.1aHKOB.
33. FIOCTbl, pernameHTtupytowme A0Y, HocaT B PD...

1. obA3aTenbHbIN XapaKTep;

2. peKkomMeHaaTeNbHbIN XapaKTep

3. obecneunBatownii xapakTep;

4, MHPOPMaLMOHHO-CNPABOYHbIN XapaKTep.

PA3AEN 2. NOHATUA "MIHOOPMALMA" N "OOKYMEHT"

Tema 1. NoHATHE «MHDOPMALUA» U €€ POJib B COLMANBHBIX M1 SKOHOMUYECKUX
npoueccax. Cneyndpunyeckme 4epTbl LOKYMEHTUPOBAHHON MHPOPMAL UK

Tema 2. MoHATMe "aoKymeHT". MpU3HaKKM U CBOMCTBA AOKYMEHTA

Tema 3. OcCHOBHbl€ CBOMCTBA A4OKYMEHTOB

TecT K pasgeny 2

MNpaKTnyeckoe 3agaHme No2

MNMpakTu4yeckoe 3agaHue 2

1.0npepenuTe cneunanbHble PyHKUMU CneayroWmx AOKYMEHTOB:

— Kyn4yana Kabana HuKkutbl Ko3nosa Ha xosona MeaHa MaBnoBa 23 man
1494 r.;



— panopT reHepan-npokypopa CeHata U.H0. Tpybeukoro umnepartpuue
Ennsasete MeTpoBHe o0 npunesae B MNetepbypr 13 Apocnasnsa TeaTpasbHOM TPYNMbI
¢.r. Bonkosa 3 ¢eBpana 1752 r.;

— pnekpet CHK "O npaBunax nognucaHma geHexHbix bymar, LOKYMEHTOB,
OpAEepoB, OTHOLEHWUN, cNpaBoK U T. n." oT 12 aekabpa 1921 r.;

- noctaHoBneHne BUNK n CHK PCOCP "O nopsaake nosb30BaHUA NevyaTaAMM
c rocyaapcTBeHHbIM repbom PCOCP" o1 15 nekabpsa 1936 r.;

—noctaHoBneHus LK KMCC u CoseTta mnHuctepcts CCCP "O mepax no
COBEPLUEHCTBOBAHMIO U yAeLEBNEHUIO annapaTta ynpasneHums" ot 13 oKtabpa
1969 r;

— YKa3 MNpe3ungeHTta PP "O BHECEHUM N3MEHEHUWN U AONOJAHEHUN B
MonorkeHne o NopaaKe PacCMOTPEHMA BONPOCOB rpaxaaHcrtea PO" ot 27
nekabpa 1993 r;

— YKa3s lMpe3ngeHta PP "O cTpyKType dpeaepasibHbiXx OpraHoB
McnoNHuTenbHol Bnactu" ot 11 AHBaps 1994 r.;

— ®epepanbHbin 3aKoH "O6 nMHGopmaLmMmn, MHGOPMALMOHHBIX TEXHONOTUAX
M 3awmnTe nHpopmauymmn" 2006 r. Ne 149 —d3;

— FOMmopucTmyecknin }kypHan «Kpokoann»;

— JK3amMeHauMoHHanA Be40OMOCTb.

MemoduuecKkue pekomeHoayuu

Mpu onpeaeneHnn pyHKUMIM nonb3oBaTbea Tabanueit N 5 (CneymanbHble
bYHKLMK) B TEOpPETUYECKOM pasgene 3.

Mpwn yKazaHUM PyHKUMN NPUAEPHKNBATLCA CAeaYOLLEN
nocnefoBaTeNIbHOCTH:

a) BbIABUTb UCXOAHYIO PYHKLUMIO AOKYMEHTA, TO €CTb ONPeaenTb Lesb
dMKCUMpPOBaAHUA MHPOPMALMM Ha MOMEHT €ro COCTaB/IEHUS;

6) OTMeTUTb, Kakne PyHKLUUM  OOKYMEHT MOXKET BbIMONIHATL  CerogHs.



2. MpuBecTy No 2 Nnpumepa peanbHO U34aHHbIX AOKYMEHTOB, 06/1a4at0LWnX
cneayowmmm cneunanbHbiMn GYHKUMAMM:

- ynpaBaeH4YecKomn,
- NpaBOBOW,
- NO3HaBaTeNbHOW,
- 06LWEKYNbTYPHON,
- YUeTa,
- pa3B/ieKaTeNIbHON.
MemoduuecKue pekomeHoayuu 2

Mpumepbl 4LOKYMEHTOB, BbINONHAKOLWMX YKa3aHHble Bbile PyHKUMN,
[OJ/IKHbI CONPOBOXKAATLCA  YKa3aHWEM BMAA AOKYMEHTA, 3aro/I0BKa U AaTbl ero
n3gaHma. MoXXHO NPMBECTM NPUMEPBI AOKYMEHTOB PA3/IMYHbIX UCTOPUYECKMX
3MNOX.

3. Caenatb TEKCTOBOE ONMUcaHne oA4HOro ntoboro yeprtexka (cxembl /
rpadmKa / gMarpammsl (TeEXHMYECKOro AoKymeHTa). CpaBHUTb CKOPOCTb
BOCMPUATUA MHPOPMALMN B TEKCTOBbIX M TEXHUYECKUX AOKYMEHTAX.

MemoduuecKue pekomeHoayuu 3

MoaobpaTb M NPUNOKNTL B KauecTBe nantoctTpaunm obpaseu nroboro
HebOoNbLIOro TEXHNYECKOro AOKYMEHTA, NPeAcTaBAAoLWero coboi yeptex nam
CXeMy pacnosioXKeHus Yacten, 06beKTOB U T.M., rpadmK, AMarpammy m Npou.,
Hanpumep, YyepTex HeOONbLLOro M HECNOXKHOIO YCTPOMCTBA, CXeMY Npoe3aa Nan
NOXapHOW 3BaKyauuH.

MonpobyinTe cocTaBUTb TEKCT, Nepeaatomn MHGOPMaLIMIO TEXHUYECKOTO
AOKYMEHTa TEeKCTOBbIM cnocobom.

CpaBHUTe Bpems, 3aTpayeHHOe Ha BocnpounsseaeHme nHGopmaumm B
Ka*kAoM cny4ae.



MonpobyliTe 06BACHUTL NPEMMYLLECTBA TEXHUYECKOWN AOKYMEHTALMM NO
CPaBHEHMUIO C TEKCTOBbLIM ONMUCAHUEM.

4. MNpuseaute Nnpumep NUKTOrpammsl. K kakomy cnocoby
OOKYMEHTMPOBAHUA OTHOCUTCA NUKTOrpaduma?

MemoouyecKue pekomeHoayuu 4

Cnocob AOKYMEHTUPOBAHMA onpeaensTb No Knaccudumkaumm
H.C. NapbkoBa (cm. XpectomaTtuma K pasgeny 3.)

TecT K pasgeny?2
MpomeKyTouHbIN TecT 2. OCHOBbI AOKYMEHTOBEAEHUA

BHumaHue! anSUfIbeIX omeemos Mmoxcem bbimb HECKO/bKO.

1.CnoBo «nHpopmauua» (informatio) 6yKBanbHO € NaTbiHN NEPEBOAUTCA KaK:
‘ ’.

1) ‘3HaHKe, NOHUMaHKue’;

2) ‘pasbAcHEHUNE, N3N0XKEHNE, OCBEAOMIEHHOCTL';
‘ 7.

3) ‘mnaHHble, cBEAEHUA, coobueHns’;

4) ‘AOKYMEHT, 3anncb, A0KA3aTEeNbCTBO' .

2. B oTeuecTBeHHOM 3aKOHOAATENbCTBE CEroAHA NPUHATO cieayloLlee
onpepaeneHune NOHATUA «MHPOpMaLUA»:

1) 3HaHMA 0 Npupoae u obuiecTse;

2) HenpepbIBHOE U3MEHEHUE (ABUKEHME) N B3auMoAeNCTBUE MaTepUanbHbIX
0b6BbeKTOB;

3) o603HauYeHNe coaepKaHns, NoNy4eHHOe HaMKu U3 BHELLHEro Mmupa B npotecce
npUcnocabanBaHUA K HEMY Hac U HallUX YyBCTB;

4) cBefieHUA (cooblleHus, AaHHble) He3aBUCMMO OT GOPMbI UX NPeACTaBAEHMUA.


http://newlms.magtu.ru/mod/quiz/view.php?id=342966

3. Kakum cnocobom uenoBek nosnyyaetr UHPopmaumio U3BHeE?

1) BOCNPUHUMAET OpraHamm YyBCTB (C MOMOLLbIO NEPBOM CUTHANIbHOM CUCTEMDI);
2) BOCNPUHMMAET peyeBble CUrHanbl (C MOMOLLbIO BTOPOMN CUTHANbHOM CUCTEMBI);
3) MHPOpMaUMA XPAHUTCA B MO3re YeN0BEKA, U OH ee NPOCTO BCMIOMMHAET;

4) C NOMOLLbIO YYUTENEN U POAUTENEN.

4. YKaxkute BepHoe npogoaxeHue ¢ppasbl: «MHpopmayua —amo ...»

1) maTepus;

2) aHeprus;

3) maTepua U aHeprns o4HOBPEMEHHO;

4) He maTepus 1 He 3Heprua, a 3aPUKCMpPOBaHHbIe brarogapa maTepum
M3MEHEHMA COCTOAHMA MaTEPUM U SHEPTUMN.

5. MaTtepuanbHOCTb MUHPOPMALUUN NPOABAAETCA B TOM, YTO...
1) vHpopmaLma N ecTb maTepus;
2) HbOpPMaUMA — 3TO IHEPrUA, a IHepPrna maTepuanbHa.

3) nHbopMmaunsa GUKcUpyeTcs opraHamm YyBCTB UM APYrMMK cnocobamum
perucTpaummn matepum, a cnefoBaTeslbHO, CBA3aHa C Hel;

4) undopmayma — 3To 3aPUKCUPOBAHHbIE U3MEHEHUA COCTOAHUA MaTeEPUN U
3Hepruu, a OHM MaTepuanbHbl.

6. Kak Ha3blBaeTca cBOMCTBO MHPOPpMaLUK, NPOABAAIOLLEECA B TOM, YTO OHA
(nndopmauusa) nepepaerca u o6pabaTbiBaeTCA HeNOBEKOM NOPLMOHHO,
oTAEeNbHbIMU CO06LEeHnAMN?

1) NHBAPUAHTHOCTb;

2) ANCKPETHOCTb;

3) CTPYKTYPUPOBAHHOCTD;
4) 4YaCTUYHOCTb.

7. CemaHTHYeCcKuit (cMbicnoBoi) xapakTep MHGOPMALMKN NPOABNAETCA B TOM,
yTo...



1) nupopmaums nepenaeTcsa B BUAE OTAE/bHbIX COOOLLLEHUN;

2) nocnepoBaTeNbHO KOANPYETCS;

3) Bceraa UMeeT Kakoe-To Ha3Ha4yeHue, uenb, 3a4a4y;

4) ucnonbayeTca oTAeNbHbIM YE0OBEKOM MU COLMYMOM.

8. MoKeT m AoKyMmeHT cogeprKatb HEcoumnanbHyo MHPopmauuio?
1) na, Tak 6bIBaeT BCeraa;

2) Aa, B HEKOTOPbIX Cy4asnx, HaNpUmMmep, Korga AOKYMEHT NepeHasHayveH ans
NPOYTEHMA HEe Ye/IOBEKOM, @ MALLMHOWM;

3) HeT, TONbKO B Cy4Yasx, Koraa MHopmaums He npeaHasHaYeHa Ansa WMPoKoro
MCMONb30BaHUA U TUPAXKUPOBAHUS;

4) HeT, TorAa 3TO He AOKYMEHT.

9. flBNAETCA 1N KNEeTKa XXKUBOro OPraHM3ma A,0KYMEHTUPOBAHHOIA
nHdopmayuein?

1) Aa, Tak KaK oHa coaep*KuT nHoopmaumto (AHK) 3aHeceHHy0 Ha MaTepuanbHbIN
HOCUTENb;

2) Aa, BCe B MMpPE COAEPKUT MHPOpMaLMIO;
3) HET, TaK KakK 3Ta MHPOPMaLMA He coLManbHa;
4) HeT, TaK KaK K/ieTKa He maTepus.

10. YKa)xKute BepHoe nepeymncieHme CBOUCTB AOKYMEHTUPOBAHHOMN
MHpopmauymn.

1) UMeeT CeEMaHTMYECKUI XapaKTep, KOAMPYETCA CUCTEMOWN CUMBOJIOB U 3HAKOB,
CTPYKTYPUPOBaAHa U NepeaaeTcsa AUCKPETHO, CBA3aHa C MaTepuasibHbIM
HOCUTEeNEeM, HOCUT CoLMabHbIM XapaKTep;

2) XPaHUTCA B MO3re 4esioBeKa, KOANPYETCA CUCTEMOM CMMBOJIOB U 3HaKOB, en
npucywm MHBapmnaHTHOCTb, HaCTUYHOCTb,

3) cTpyKTypMpOBaHa 1 NnepeaaeTca AUCKPETHO, NpeacTasnaeT coboit matepuio
WU SHEPTUIO, UMEeT CEMAHTUYECKUI XapaKTep;



4) UMeeT couManbHbIA U CEMAHTUYECKUI XapaKTep, 061a4aeT MHBAPMAHTHOCTbIO,
KOAMPYETCA CUCTEMOM CUMBOJIOB M 3HAKOB.

11. NMpopgonkurte Pppasy: «TepMUHbI KOOKYMeHMUpPOBaHHAA NHPOPMaALUA» U
«OO0KYyMeHMHasa nHpopmauumam» ...»

1) HU4Yem Apyr oT Apyra He OTINYA0TCA U ABNAAKOTCA NOJ/IHbIMU CUHOHUMaMMW.
2) coaepKat NPpoTUBOMNONOKHbIE MOHATUA,

3) pa3InyHbl N0 NOHATUMHOMY 06bEMY, TaK KaK He BCAKAA K AOKYMEHTMPOBAHHasA
MHPopMaLmA» ABNAETCA K AOKYMEHTHOMN Y.

4) NOHATUE «AOKYMEHTUPOBAHHAA MHGOPMALMAY LIMPE NOHATUSA « AOKYMEHTHAsA
MHPOPMALMAY», TAK KaK YKa3blBAeT HE TO/IbKO Ha Ha/inuMe naeanbHom
(MHPOpPMaLMOHHOI) cOCTaBNAIOLLEN, HO M HA HAaNMYME MaTePUAIbHOIO HOCUTENS.

12. YKaxute CBOMCTBO AOKYMEHTUPOBAHHOU MHOPMALUK, KOTOpoe
HE AB/NTAETCA ob6a3aTtenbHbIM.

1) onepaTMBHOCTD;
2) 04HO3HAYHOCTb TONKOBAHMS;
3) AOCTOBEPHOCTD;
4) opMUMaNbHOCTD.

13. MOXXHO K cunTaTb AOKYMEHTOM Yesi0oBeKa, caenaBLliero TaTyMpoBKyYy Ha
Tene?

1) HeT, TaK KaK OH He ABNAETCA MaTepMaNbHbIM HOCUTENEM;
2) HeT, TaK KaK OH He coaepKnUT nHpopmaunu;

3) HeT, TaK KaK YeNloBeK He NpefiHa3HavYeH AN XpaHeHus, 0bLecTBEHHOro
MCNO/Ib30BaHMA U Nepeaayn BO BPEMEHU U NPOCTPAHCTBE;

4) fa, TaK KaK 3TO MaTepuasibHbli 06BEKT, C 3aHECEHHOM Ha Hero (cnocobom
NPUAYMaHHbIM Ye/I0OBEKOM) coumnanbHon nHdopmaumen.

14. Hasosute gudpdepeHuymanbHbie NPU3HAKN AOKYMEHTA?
1) Hannume MHPOPMALMOHHOM U MaTePUANIbHON COCTABAAIOLLMX;

2) CTPYKTYPHOCTb AOKYMEHTa;



3) NOAIMHHOCTD;
4) GYHKUMOHANbHOCTb AOKYMEHTA.

15. Hailgute BepHoe npoaonkeHue ¢ppasbl: «OpUrMHANBbHOCTb AOKYMEHTA
ABNAeTca ...»

1) cywectBeHHbIM (auddepeHUnanbHbIM) NPU3HAKOM, TaK KaK XapaKTepHa ans
BCEX BUAOB U TUMOB AOKYMEHTOB;

2) cyuwiectBeHHbIM (AMdPepeHLmanbHbIM) CBOMCTBOM, TaK Kak Heobxoanma
Ye/NI0BEKY B €ro NPaKTUUYECKOM }KU3HY;

3) HecyLWecTBEHHbIM NPU3HAKOM AOKYMEHTA, TaK KaK Ye/I0BEK B
AEeNCTBUTENIbHOCTM UMEET AE/10 HE TOJIbKO C OPUrMHANaMUN AOKYMEHTOB, HO M C UX
KONuAmMU;

4) HecyLeCTBEHHbIM, TaK KaK BCTPEYAETCA He Y BCEX AOKYMEHTOB.

16. KaK Ha3biBaeTcA AOKYMEHT, BriepBble CO34aHHbIA O4HUM YEe/I0BEKOM WU
HEeCKONbKUMM nuuamm?

1) opuruHan;
2) NOANVHHWK;
3) ay6numkar;
4) konus.

17. CNoco6HOCTb AOKYMEHTOB K TUPAXKMPOBAHUIO, BOCIPOU3BEAEHUIO
CoAep}KaHMA U MaTepuasbHOro HOCUTENA Ha3biBaeTCA ...

1) ayTEeHTMYHOCTb;

2) TOXKAECTBEHHOCTb;
3) KONUIAHOCTb;

4) banbcndpuKkaums.

18. Cpeau nepeuncaeHHbIX TUNOB AOKYMEHTOB Ha30BUTE Te, KOTOpble He
CYUUTAIOTCA KONMUAMM.

1) aybnukatol;

2) YMHOEHHbIe OPUTNHaNbI;



3) oTnycku;

4) BbINUCKMN.

19. KTo, umeet npaBo NnpuaaBaTtb KPUAUYECKYIO CUY KONMUAM?
1) HoTapwuyc;

2) opraHu3aums, BblaaBLUAA AOKYMEHT;

3) HayanbHUK OTAENa KagpoB Nt0OOM opraHM3aLnm;

4) 3aBeayroLWMi KaHuenspmen ntoboro rocyaapCcTBEHHOro opraxa.

20. Kak Ha3biBaeTcA OpuUrnHan, paCCManMBaEMbIﬁ C TOYKM 3peHuna oTCcyTCTBuUA B
HeéM HECAHKLMOHUNPOBAHHDIX U3MeHeHun?

1) Konwus;

2) py6nukar;

3) danbcPULMPOBAHHBIN JOKYMEHT;
4) NOANVIHHMUK.

21. K Kakomy Buay panbcudpukaumm 4oKymeHToB 6yaeT oTHeceHa
MHTepnonauua?

1) umdposas danbcuduKaums;

2) aHanoroBas danbcudpuKaums;

3) noA4mnCTKa;

4) BcTaBKa.

22. Kakou aOoKyMmeHT cuutaerca opuumanbHbim?

1) AOKYMEHT, U3roTOB/IEHHbIN C COBNt0AEHMEM YCTaHOBAEHHOW pOopMbl NN
YaCTUYHO U3MEHEHHbDIN;

2) AOOKYMEHT, N3roTOB/IEHHbIN CaHKUMNOHUPOBAHHbLIM cnocobom B COOTBETCTBUM C
3aKOHO4AaTE/IbHO onpep,eneHHoﬁ TEXHO/IOTUEN ero U3roToBaeHUA U MMEIOLLI,MIZ
NMPU3HAKN NOAJZIMHHOCTH,

3) AOKYMEHT, CO34aHHbIN IOPUANYECKUM NN GU3UYECKUM NULLOM, OPOPMAEHHbI
N yOOCTOBEPEHHDIN B YCTaHOBNEHHOM NOPAAKE;



4) AOKYMEHT, coaepXaHnMe KOTOPOro MOXHO CH4UTATb NOJIHbIM U TOYHBIM
npegcraBaeHnem noarsepxXgaembix onepau,m‘/i, AEATENBbHOCTU UNU CI)aKTOB “n
KOTOPOMY MOXHO A0BEPATb B Nociaedyrowmnx onepaumnax nam s I'IOC/'IE,CI,YPOLLI,E%
0eATe/IbHOCTU.

23. AYTEHTUYHbI AOKYMEHT — 3TO ...

1) AOKYMEHT, U3rOoTOB/IEHHbIN C cOBAtOAEHNEM YCTaHOBNAEHHOW POPMbI UK
YaCTUYHO U3MEHEHHDbIN;

2) AOKYMEHT, KOTOPbIA MOKHO N0Ka/IN30BaTb, HAUTWU, BOCMPOU3BECTU U
MHTEepPNPEeTUPOBaTh;

3) TaKoOM AOKYMEHT, Y KOTOPOro MOXHO A0Ka3aTb, YTO OH: ABNAETCA TEM, HEM
nperteHayet 6b|Tb,‘ 6bIn CO34aH UAK OTNpaBaAEH TINLUOM, AGHCTBMTEﬂbHO
CO34aBLWNM NN OTNPAaBUBLUNM €ro; a TaKxKe 6bin CO34aH Uanm oTrnpasieH B TO
BpemaAa, KoTopoe o603HaueHo.

4) BOKYMEHT, COAEPKaHME KOTOPOro MOXKHO CYMTaTb MOJIHbIM U TOYHbIM
npeAcTaBAeHneM NOATBEPKAAEMbIX Onepauuii, 4esTeNbHOCTU UK GaKTOB U
KOTOPOMY MOXHO A0BEPATb B NOCAEAYOWMX ONepaumax am B nocneaytoLlen
AeATeNbHOCTH.

PA3AEN 3. DYHKUNN AOKYMEHTOB M CNOCOBbl AOKYMEHTUPOBAHWA
COLMANBHO 3HAYUMOIMN MHOOPMALMN

Tema 1. PyHKUNN AOKYMEHTOB
Tema 2. Cnocobbl M cpeacTBa AOKYMEHTUPOBAHUA

TecT K pasgeny 3

Tecrt K pa3geny 3. OCHOBblI AOKYMEHTOBEeAeHUA.

Tembl «DYHKLUUN JOKYMEHTOB» U «Cnocobbl AOKYMEHTUPOBAHUAY

1. Ha3zHaueHune AOKYyMeHTa, ero obuiecTtBeHHasa Ponb, Luenb, 3agava
Ha3blBaeTcA...



1) dyHKumew;

2) cBOMCTBOM;

3) Buaom;

4) TMnom.

2. NonndpyHKUMOHANbHBIM AOKYMEHT ABAAETCA NOTOMY, UTO...
1) 04HOBPEMEHHO BbIMONHAET HECKO/IbKO Pa3HbIX GYHKLMUN;

2) Bpemsa oT BpeMeHU MeHAeT pyHKLUMK;

3) pa3Hbie 4OKYMEHTbI BbIMOAHSAOT PasHble GYHKLUNK;

4) y AOKYMEHTA ecTb r/1aBHan, oblmne 1 cneunanbHble GyHKUUN.
3. CnhoBo «pyHKuMa» (functio) c naTbiHM NnepeBOAUTCA KaK ....
1) Tnn;

2) uens;

3) ucnonHeHwue;

4) 3apava.

4. DeneHne GpyHKLMIT [OKYMEHTOB Ha rNaBHble, 06wme 1 cneynanbHble 6b1n10
npeAafioXeHo...

1) H.H. KywHapeHKo.

2) H.C. lapbKoBbIM,

3) N.M. NntoweHKo.

4) 3.A. bapaaesbim 1 B.B. KpaByeHKo.

5.3.A. bapgaes u B.b. KpaBueHKo, xapakTepusya ogHy u3 GyHKLUI, TULLIYT, 4YTO
AOKYMEHTbI € 3TOM PyHKLMell Nnpu3BaHbl: BbipaXKaTb MHTEpPeCbl onpeaeneHHOro
COLMANBbHOrO CNOA, rPynnbl, UHAUBUAYYMA; 3anevyatiieBaTb, COXPAHATb U
nepeaaBaTb COLMANBbHYIO MHPOPMALMIO, OTPAXKAIOLLYIO YCTPOUCTBO U
$dyHKUMOHMpOBaHMe 0bLecTBa; OTpaXKaTb AeATeNIbHOCTb, MECTO U PO/b
KOHKPETHOrO Ye/IoBeKa, TeX UM UHbIX COLUA/bHbIX Fpynn AaHHOro obuwecrea
Ha onpeAeneHHo cTyneHu ero passuTua. O Kakou GyHKUUM naeT peyb?



1) ynpaBneH4yeckol;
2) nHpopmauNOHHON;
3) coymanbHoW;

4) KynbTypHOWN.

6. Mouemy B HayKe A0 CUX NOP He CNOXKUN0Cb eAUHOM KnaccudpuKkaumm
bYHKUMIN AOKYMeHTOB?

1) GYHKLMM LOKYMEHTOB MMEIOT PA3HYH NPUPOAY M 3aBUCAT OT KaYecTBa 1 TUNa
nHpopmaumu;

2) cnekTp 3TUX GYHKLMIM WMPOK, TaK KaK MHPOpMaLMA NPOHM3bIBAET BCe chepbl
Yyenoseyeckoro obuiectsa 1 ya0BAETBOPAET CamMble Pa3HOO6pPa3HbIe
noTpebHoOCTY;

3) BLOKyMeHTbl CNOCOBHbI BbIMOAHATL CPA3y HECKObKO QYHKLMIA, NX MHOTAA
TPYAHO pa3genntb mexay cobow;

4) BCE Ha3BaHHbIE BblWE NMPUYNHDI.

7. 9T PyHKUMUM ecTb BCerga y Bcex AoKyMeHTOB. OHM cTabunbHbI U
HEeU3MEHHbI.

1) obwiue;

2) cneunanbHble;

3) ynpaBneHYecKue;
4) repoHUNYeCKMe.

8. 3Tn PpyHKUMM 06A3aTeNbHO eCTb Y BCeX A,O0KYMEHTOB, HO B pa3HOM cOCTaBe
KaK aKTyaZibHOe gonosHeHue apyrux GyHKumii. OHM BO3HUKAIOT Y AOKYMEHTA U
MOTYT MEHATbCA B 3aBUCMMOCTH OT YC/10BMIA PYHKLMOHMPOBAHUA AOKYMEHTA,
OTpa’KkaloT pa3sHOObpa3Hble KOHKPeTHble NoTpebHoCTH 06wecTsa Unu
OTAENbHOrO ero YjaeHa.

1) obuime;
2) cneumanbHble;

3) ynpaBneHyecKkue;



4) refOHMYECKME.

9. 3Tn noadyHKUMM (OpraHM3aLMOHHAA, NIAHUPOBAHMUA,
NPOEKTUPOBaHUA/KOHCTPYUPOBAHUA, pacnopaauTe/ibHanA, KOHTPOAS,
CNPaBOYHO-aHANUTUUYECKAA, NPaBOBaA PYHKLMA) OTHOCATCAK ...

1) ynpaBneH4yeckon GpyHKLNU;
2) MHGOPMALMOHHON PYHKLNK;
3) 0bweKynbTypHON GYHKUMY;
4) coumnanbHOM GyHKUMMN.

10. Kakou TMn pyHKLMIA BAMAET Ha NPAKTUKY paboTbl C 4OKYMEHTaMMU,
dopmupyet pyHKLMOHANbHDbIE CUCTEMbI AOKYMEHTaLun?

1) obwue;

2) cneunanbHble;

3) rnaBHble;

4) BCe HE3aBMCMMO OT TMNa.

11. Kak Ha3biBaeTcA GyHKUUA [OKYMEHTOB, B KOTOPbIX OTPaKeHbl: co3gaHue
OpraH13auumn, yCTaHOBJIEHUE ee CTPYKTYpPbl, LUTAaTHO YNCNEHHOCTY;
pernameHTaumA AeATEIbHOCTU U KOIMYECTBO CTPYKTYPHbIX NoApa3aeneHuii u
paboTHUKOB; pexXum paboTtbl u 1.n.?

1) npaBoBas;
2) pacnopaauTenbHas;
3) KOHTpONSA;
4) opraHu3aLMOoHHas.

12. KaK Ha3biBaeTca PYyHKLUA JOKYMEHTOB, B KOTOPbIX coaepKaTca
ynpasneH4YecKue peLleHus no peryimpoBaHuIo AeATEe/IbHOCTU OpPraHu3aLmm unm
rocygapCTBEHHOroO opraHa?

1) npaBoBas;
2) pacnopsauTenbHas;

3) KOHTpONSA;



4) opraHM3aLMOHHas.

13. Ecn B,OKYMEeHTbl Ha3bIBalOTCA «MPUKa3», pPeLleHne», «NoCTaHOBEHUe,
«yKasaHue», «pacnopsaKeHue», TO OHU BbIMOJIHAIOT (MU BbINONHANM paHee)

GYHKUMIO ...

1) npaBoBy1o;

2) pacnopsaanTensHyio;
3) KOHTpONSA;

4) OpraHM3aLMOHHYIO.

14. 3ta PyHKLMUA CBOMCTBEHHA AOKYMEHTaAM, B KOTOPbIX 41A 3aNUCH
MHPOPMALUM UCNONb3YIOTCA PA3/INYHbIE NPUEMbI U CUCTEMbI TAUHOMMUCH,
Kpuntorpapuu. Tak:ke 0CO6eHHOCTbIO TAKMX AOKYMEHTOB ABNAAETCA
orpaHuyeHue B gocrtyne K uHpopmaumu.

1) ctaTUCTUYECKaA;

2) nonuTHn4eckas;

3) 3aWmMTbl MUHGOPMaLUW;
4) KOTHUTUBHaAA.

15. O6pasoBaTtenbHylo (yuebHyto, 06yuatoLLyto) u GyHKLUIO UCTOPUYECKOTO
MCTOYHUKA MOYKHO CUMTaTb NogPYyHKUMAMMU CNeLnanbHOM ...

1) ynpaBneH4yeckon GpyHKLNU;
2) no3HaBaTeIbHON QYHKLUNY;
3) coumanbHoOM GYHKLUNK;

4) "HGOPMALMOHHOM PYHKLUUN.

17. bubnua n KopaH — nonnpyHKUMOHaNbHbIE AOKYMEHTbI, HO 0aHA GYHKLUMA NO
ceil AeHb ABNAETCA A1 HUX CAaMO IMaBHOM.

1) Xy[A0KecTBEeHHO-3CTeTUYecKan;
2) npaBoBas;

3) pa3BneKaTesbHas;



4) ngeonormyeckas.

18. Mouemy 06wecTBO (KPpOME NONUTUUYECKUX U NAEO0NOTUYECKUX
coobpaxkeHuii) npuberaer K LeH3ype Wau 3anpeTam Ha U3gaHuAa u nybankaumum
HEeKOTOpPbIX AOKYMEHTOB?

1) ecnu OKYMEHTbI NepesatoT CEKPETHYIO MHPOPMaLNIO;

2) c NOMOLLbIO AOKYMEHTOB MOXKET ObITb NepeaaH KaKk NOMOXKUTENbHbIN
(MO3UTMBHbIN) ONbIT YeNOBEYECKOro NoBeAeHUs, TaK U OTPULATE/NbHbIN;

3) tHdopmaumsa B AOKYMEHTAX MOMKET HACTPOMUTb rpakaaH NPOTUB BNACTY;
4) nndopmauma B AOKYMEHTaxX He HOCUT Pa3BaeKaTeNIbHOro xapakTepa.

19. YuutbiBaeTca N XyA0XKeCTBEHHO-3CTeTMYECKAA PYHKLUA AOKYMEHTOB NpU
onpeaeneHnn CPoKoB UX XpaHeHUa?

1) na Bceraa;

2) Aa, HO TOJIbKO €C/1In Mbl meem aeno C AOKYMEHTaMMU, Bbi3biBalOWMMHU
9CTETUYHECKMNE NepeXnNBaHNA, (I)OpMVIpyI-OLLI,VIMVI XyAo0XXeCTBEHHO-3CTETUYECKUE
naeasnbl U BKyCbl;

3) Aa, HO TONbKO Y IOKYMEHTOB C TOProBOMN PyHKLMNEN.
4) HeT HMKoraa.

20. UHPOPMALUNOHHYIO, KOMMYHUKATUBHYIO QYHKLUUIO U QYHKLUN
3aKpenneHus, oxpaHeHua HGoOpmaLumn cnepgyer OTHECTU  K...

1) cneumanbHbiM GYHKUUAM;

2) 06Wwum PyHKLMAM;

3) ynpaBneH4Yeckum GyHKLMAM;
4) npaBoBbIM GYHKUUAM.

21. fleiicTBME NAM COBOKYNHOCTb AEUCTBUN, NPUMEHAEMbIX B NpoLiecce 3anucu
MHPopmMaLUum, HasblBaETCA...

1) cpeacTBOM AOKYMEHTUPOBAHMUS;
2) cnocobom AOKYMEHTUPOBAHMUA;

3) cuctemomn AOKYMEHTaUmMu;



4) MeTo,0M AOKYMEHTUPOBAHMA

22. YKaXKuTe, 4TO BKIIOUAET B ceba cuctema OKyMeHTUPOBaHMUA.
1) meToA, AOKYMEHTUPOBAHUA;

2) BUAbl AOKYMEHTOB;

3) cpeacTBa AOKYMEHTUPOBAHUA;

4) maTepuanbHbI HOCUTENb MHPOPMaLUMN.

23.Cnocob HaHeceHMA A3bIKOBbIX 3HAKOB U 3HAKOB-U306pakeHuit Ha
NOBEPXHOCTb MaTepUaibHOro HOCUTENA NPU NOMOLLU OPFTEXHUKU Ha3biBaeTCA...

(oTBET 3anKMcaTb cnoBamu) HayepmameribHoblili

24. Mpapogutenem mMaTpUUYHbIX MaTepPUa/ibHbIX HOCUTENel ABAAEeTCA
cneayowmii cnocob AOKYMEHTUPOBaHMUA...

1) HauepTaTenbHbIN;

2) aneKkTpocTaTU4eckui;
3) nepdopunpoBaHuUe;

4) nasepHbIn.

25. O KaKUX maTepuanbHbIX HOCUTENAX UAET peUb B caeaylolem onpeaeneHun:
«UHpopmayua c 3mo20 mamepuanbHO20 HOCcUuMesA cHUMbI8AAAcb € MOMOW,bHO
crneyuasnbHbIX MeMannu4yeckux wjemoyek (3neKmpuyeckux KOHmaKmos),
3aMbIKABWUX 3/1IEKMPUYECKYo cemb npu nonadéaHuu 8 omeepcmue»?

(omeem 3anucame cnoeamu). nepdokapTa\bl, nepdponeHTa\bl

26. B usobpereHnmn Kakoro cnocoba AOKYyMEHTUPOBAHUA UCNO/Ib30BANOCh
OTKpbITUe $PU3N0N0roB, Ha3BaHHOE BNOCNEACTBUM KUHEPLIMEN 3PEHUA, UIN
NamATbIO 3peHua»?

(omeem 3anucames cs108aMU) KNHOAOKYMEHTUPOBAHME (KMHO)

27. Kakomy cnocoby AOKYMEeHTMPOBaHUA COOTBETCTBYET [AaHHOe
onpepeneHue: «Cnocob yugpoeoli 3anucu, Nnpu KOMOPOM 8X00HbIe CU2HAbI
rnoodsepzaromcsa K8AHMOBAHUIO U 3amem npeobpa3syromca 8 080uYHbIe Yucaa
014 3anucu Ha Hocumesno 8 sude Kodda. B kaHane socnpou3sedeHus



npoucxodum obpamHoe npeobpazoeaHue (0ekoduposaHue). dmom euod 3anucu
ucnonb3yemcs 2a1aeHbIM 06pazom e 3anomuHarowem ycmpoiicmee 3BM»?

1) aHanoroBas 3anuch;
2) nepdopunposaHue;
3) HauepTaTeNbHbIN;
4) 3NeKTPOHHbIN.

28. KaKoii cnocob aoKyMmeHTMPOBaHUA XapaKTepusyloT cieaylowme cpeacrsa
AOKYMEHTUPOBaHUA U MaTepUuanbHble HOCUTENN: 2/1UHA, BOCK, KOCMb, KOpa
depesbes, YepHuna, 2paghum, KPAcKu, nepobessbie pyYKuU, U KanuaasapHole,
PYYKU-ponaepsl, MapKepsl, panudozpadgol, paomacmepoi?

1) aHanoroBas 3anuco;
2) nepdopupoBaHue;
3) HauepTaTeNbHbIN;
4) 3SNEeKTPOHHbIN.

29. Npoaonkute ppasy: «TpaduyuoHHbIe cnocobbl O0OKymeHmMupoeaHus
npeocmaeseHeil... »

1) HauepTaTeNbHbIM cnocobom;

2) BbiICEKAHMEM;

3) AOKYMEHTUPOBAHMEM Ha MULLYLLEN MALUUHE;
4) MexaHMYeCKOoM 3aMnucoblo.

30. Npoaomxute ppasy. « TpaduyuoHHbIe cnocobbl 00KyMeHMUpPOBAHUSA
omauYaromMca 0m mexHOMpPOHHbIX Mem, Ymo... »

1) nupopmaums 3aHOCUTCA HA MaTepPUaNbHbIN HOCUTENIb U CYUTLIBAETCA C HEFO
6e3 NCnoNb30BaHMA TEXHUKMN;

2) TpaANLMOHHbIE cnocobbl NPUBbIYHbLI M AOCTYMHbI, @ TEXHOTPOHHbIE NOSBUAMUCH
B nocneaHee BPEMSA U UCMONb3YIOTCA B Y3KMX 00/1aCTAX YeNoBEYECKOoM
AEeATeNIbHOCTH.



3) TpaanLMOHHbIEe cnocobbl bonee TpyA0eMKU U NO3BONAIOT 06pabaTbiBaTh,
dUKCUMpPOBATb, COXPaAHATb 3HAYNTE/IbBHO MEHbLLEE KO/INYECTBO NHPOPMaLNUY;

4) TeEXHOTPOHHbIE CNOCOObI — aBTOMATU3MPOBAHHAA 3anMcb MHPOPMaLUK, a
TPaAMLUMOHHbIE — py4YHas.

31. NMpoaomxute Pppasy: «Caedyroujue 8u0bl 0OKyMeHmMos: pomoOOKyMeHMbl,
KUHOOOKYyMeHmMbl, 8UuGe000KyMeHMbl, 8UOE0hOHO2PAMMbI, POHOOOKYMEHM®I,
makxyce 00KymMeHmMbl Ha MUKPOGOopmMax — co30aromcA... »

1) TPaANUMOHHBIMM cnocobamun OKYMEHTUPOBAHMUA;
2) TEXHOTPOHHBLIMKM CNOCOHBAMMN JOKYMEHTUPOBAHMS;
3) KaK TPaANLMOHHbBIMM, TaK M TEXHOTPOHHbIMM cnocobamu;

4) cneundpuyeckumm cnocobamm, He OTHOCALLLUMUCA HU K TEXHOTPOHHbIM, HO K
TPAANLMOHHbBIM crocobam.

32. Kakou uam Kakue cnocobbl, 0CHOBaHbl HA U3MeHEHUUN PU3INYECKOoro
COCTOAHUA NOBEPXHOCTU U CTPYKTYPbI MaTepuanbHOro HocuTensa
nHpopmaumm, Nnpuuem 3To U3SMEeHEeHUe «CYUTLIBAETCA» MaLUMHOW U ABAAETCA
ANA Hee 3HaKOoM.

1) nepdopupoBaHue;
2) BbICEKAHMUE;

3) BbIXKUraHUe;

4) ¢poTtorpadus.

33. «MHhopmayusa 3aHOCUMCA HA NPAMOY20s1bHble KAPMOYKU U3 KAPMOHQA, Ha
Komopbix 6 onpedesnéHHOM rnopsAadKe npobusaromca omeepcmus. B npoyecce
pabomeobl MawuHbI KApMa owynsieaemcs crneyuasnbHbIMU WMbIPAMU,
cyumelearowWumMmu makum obpasom uHghopmayuro, Komopas samem
nepedaemcsa 0suxcyu,emycsa YenHoky». O Kakom cnocobe AOKYMEHTUPOBaHUA
MaeT peub?

1) nepdopurpoBaHue;
2) BblCEKaHMUE;

3) BbIXKUraHuUe;



4) poTtorpadus.

34. KT1o 1 Korga BnepBble OCyL,eCcTBU/1 He TOJIbKO 3anucb, HO U
BOCNpou3BeaeHue 3ByKa C MaTepuasibHOro Hocutena?

1) 8 1804 r XK. Kakkap;
2) 8 1807 r. T. HOHr;

3) 8 1857 r. CKoTT;

4)B 1877 r. T. 3AUCOH.

35. «3ma cucmema 3anucu, c TOMOWbio KOMopoii Ha 08UXywemMcsa
mMmamepuaabHOM Hocumerne ebipe3aemcsa uau 8bi0aesnueaemMcsa KAHABKA 8
coomeemcmeuu c 3anucbieaeMbIMuU 38yKOBbIMU KonebaHuamu.
Bocnpou3eedeHue ocywjecmensaemcsa ¢ NOMOWbio uansl, onuparowelica Ha
CMeHKU KaHa8KU 08UXywe20ca mamepuasnbHo20 Hocumesns, noemopsioujeli
makum obpa3om mexaHu4eckue KosnebaHus, coomeemcmeyroujue 3anucaHHbIM
38yK08bIM KosiebaHuamM. Sma cucmema 3anucu Hasvieaemca...». NMpogomxure
npeanoXxeHue.

1) Bblpe3aHuem;

2) HauepTaTeNbHOW;

3) MarHMTOpOHHOM 3aNKUChio;

4) aHaNOroBOM MexaHM4YeCKOM 3ByKO3aMnunchbio.

36. Kako# cnoco6 BnepBble N0O3BO/IUA 3aneyatneTb 06beKTUBHYIO BU3Ya/IbHYIO
MHPOpPMaLUIO HA MaTepuaibHOM Hocutene?

1) pucoBaHue;

2) *KnBONMCH;

3) BbIXKUraHue;

4) GOTOXMMUYECKNIA.

37. Kakou cnocob npepcraBnset coboi COBOKYNHOCTb NpoueccoB 1 cnocobos
nony4yeHua M3obpakeHuit Ha CBETOUYYBCTBUTE/IbHbIX MaTepuanax Aenucreuem Ha
HUX CBeTa U NocneayloLein XMuMmuyeckon o6paboTku?

1) nazepoonTUyeckui;



2) MexaHU4YeCcKui;
3) boToXMMMUECKNIA
4) KUHO4OKYMEHTUPOBAHME.

38. Mo chepgyowMm NpU3HaKam YCTaHOBUTE BUA, AOKYMEHTA: KITU AOKYMEHTbI
NO3BONAIOT 3ane4YyatiieTb MUP B AUHAMUKE. OHU MMEIOT CIOXKHYIO CTPYKTYpPY U
COCTOAT U3 KaApoB, NJIaHOB (NocNea0BaTeNbHO Pacno/iOXKeHHbIX Kagpos,
CHATbIX C O4HO TOUKM), a TaKKe 3BYKOBOI COCTaBNAIOLEN, T. €. OPraHUUYECKH
couyeTatoT B cebe n3obpasuTenbHble, TEKCTOBbIE, My3blKaJibHble U LUYMOBbIE
KOMMOHEHTbI.

1) dOoTOA0KYMEHTbI;
2) ayANOL0KYMEHTDI;
3) BUAEOAOKYMEHTbI;
4) KUHOL,OKYMEHTDI.

39. K Kakomy cnocoby 3anucu OTHOCATCA BCE NepeynciieHHble BUabI
AOKYMEHTOB — GOHOAOKYMEHTbI, BUA,E03anucb, BuaeodpoHorpamma,
3NEeKTPOHHbIE AOKYMEHTbI?

1) nepdopupoBaHue;

2) aNeKTPOMarH1UTHbIN Cnocob;
3) nasepoonTUUecKnii;

4) aHanoroBas 3anuch.

40. Kakoii BUg, AOKYMEHTa CO3[a€eTCA U BOCMPOU3BOLATCA CeAyIoWUM
obpa3om: 3ByKoBble KonebaHuA Bo3ayxa NpeobpasyloTca B 3NeKTPUUYECKUM TOK,
M 3N1eKTPpUYECKne CUrHanbl OT MMKPOGdOHA 3aNUCbIBAlOTCA HA MAarHUTHYIO JIEHTY,
a Npu BOCNpou3sBeAeHUU NPoUcxoaunT obpatHoe ABNEHUE — I/IeKTPUYECKUue
CUrHanbl NpeobpasyloTca B MexaHU4YecKue KonebaHmua c nomoubio
rpomkKorosopurens?

1) pOHOAOKYMEHTbI;
2) BuaeodoHorpamma;

3) BMaeo3anuch;



4) 3NeKTPOHHbIE AOKYMEHTbI.

41. Kakoit cnocob 3anucu xapaKkrepusyeTtcs ceAylowmMmm NoKasaTensimm?

e Ero ucnonb3oBaHue B 1,4 pa3a N0O3BOINNO YBEAUUYUTb NIOTHOCTb 3aNUCK
NO CPaBHEHUIO C aHAJIOTOBO U HA HECKO/IbKO MOPAAKOB NpPeB30MTU
npepen, obecneunBaemblii MarHUTHbIM CNOCO60OM, @ NO CPABHEHUIO XKe C
06bIYHOI rPaMnIaCTUHKOMN NNIOTHOCTb 3anucu 6oabwe B 100 pas.

e B oTanume OT MexaHMYeCKOW 3BYKO3anNucu M MarHUTHbIX cnocoboB
AOKYMEHTUPOBAHUA, 3TOT cnocob saBnseTca 6eCKOHTAKTHbIM (06beKTUB
OTCTOUT OT HOCUTENA HA PaACCTOAHMU A0 1 MM), UYTO nNpaKTUYECKU
MCKNOYaeT BO3MOXHOCTb MEXaHUYEeCKOro MOBpeXAeHUA  AMUCKa,
obecneunBana ropa3go 6onee BbICOKYIO AONTOBEYHOCTb M HA[EMKHOCTb
XpaHeHuA uHpopmauuu.

e [lo3BonseT npeojonesaTtb MNOMeXW, NpPUCYLLME MEXaHUYECKON U
MarHuTHoM 3anucu, obecneumBas Tem cambiMm ropasgo 6onee BbiCOKOe
KauyecTBO 3By4YaHuUA;

e 3Ty 3anMcCb MOXHO NopgBepratb KOMMblOTepHOM 06paboTke, UTO paéT
BO3MOXHOCTb, B YaCTHOCTU, BOCCTAaHAB/IMBaTb NepBOHAa4Ya/ibHOe 3By4YaHue
CTapbiXx MOHOQOHMYECKUX 3anucen, 0cCBO6OXKAATb MX OT LWYMOB U
MCKaXXeHWUii 1 gaxke npeobpa3oBbiBaTb B cTepeopOHUYECKUE.

1) nasepoonTnyeckoe AOKYMEHTUPOBAHME;

2) 3/1eKTPOMarHUTHOe AOKYMEHTUPOBAHME;
3) roniorpagmyeckoe AOKYMEHTUPOBAHUE;
4) aHanoroBas 3anuch.

42. «Fonorapuyeckum cnocob sanncu MHPopmauum xapakrepusyerca
cneayloWMMMU NoKasatenamu...». Hanaure Bo3MoXKHble NPoAo/KeHUA
BAHHOrO YyTBEpXaeHuA.

1) KaxKaplt pparmeHT 3anmcu (ntoboi ee yyacToK) A4AET BO3MOKHOCTb
NoNy4YnTb MHGOPMaALMIO 060 BCEM 0O6bEKTE, NOCKONbKY CBET OT 11060 TOYKM
duMKCHpyemoro npeameTa pacnpegensetcsa no scemy n3obpakeHuio, n npm
yTepe ¢parmeHTa 3anmncKn ee 1erko BOCCTAaHOBUTL C N1t060Oro ee y4yacTka;

2) c nomolLbio Nasepa PUKCUpPYeTCs, a 3aTEM BOCNPOM3BOAUTCA MHPOPMALUA
0 Kaknx-1Mbo 06bEKTaxX C 0O4eHb TOYHOM Nepeaaveit NPOCTPAHCTBEHHbIX
COOTHOLLUEHWM, YTNOBbIX U IMHENHbIX Pa3MEPOB, B3aMMHbIM PaCMNONOKEHNEM
NpeAMeTOoB B NPOCTPAHCTBE, CO MHOXECTBOM PaKypCOB, KOTOPbIE U3MEHAIOTCA
C U3MEHEeHNeM TOUYKM HabaaeHus;



3) aTo PpoTorpadmyeckasn 3anmMcb, OCHOBAHHAA Ha ABYX GU3NYECKUX ABNEHUAX,
CBA3aHHbIX C BO/IHOBOW NPUPOAOM CBETA, — ABNEHUAX ANdpPaKLUmM 1
nHTepbepeHumu;

4) 3anucb HPOpMauunm, npeobpa3oBaHHOM B LMPPOBOM KOA, NPON3BOANTCS
Ha MUKPOYUN (BCTPOEHHYIO MHTErPaJIbHYI0 CXEMY NaMATN) UIU MUHU-KaPTbI.
3anncaHHy TaKMM 06pa3om Ha MUHU-KapPTy MHPOPMALIUIO MOXKHO C
NOMOLLLbIO CNeLManbHOro yCTPOMCTBA BBOAMTL B KOMMbIOTEP, MPOCNYLINBATb
AW NepPecbINaTb MO 3/IEKTPOHHOM noyTe

KoHTponbHana paboTta no Kypcy «OCHOBbI AOKYMEHTOBEAEHUAY

1. Ilpoananu3upoBaTh yHoOTpeOJEHHE TMOHATHS «JOKYMEHT» M €ro
CUHOHHMMOB «JIeJIo», «Oymara», «akT», «JejoBasi Oymara», «CIy>KeOHBIH
JOKYMEHT» 10 TPEM UCTOYHHKAM (CM. XpeCTOMATHUIO K pa3zeiny 2):

- 'enepanbHoMy pernmamenty 1720 r.,

- O0memy ryoepHckoMy yupexaeHuto 1775 r.,

- O0memy yupexaeHuto MuHuctepcts 1811 r.

[Ipoananu3upoBaTh, B KAKUX CIydasx yHoTpeOJseTcsl Kaxa0e MOHATHE.

Memoouueckue pexomenoayuu 1

a) IIpouuTaTh BCcE TpM HCTOYHUKA M BBIMUCATh TMPEIJIOKECHUS, T
ynoTpeOsieTCsl CI0BO «IOKYMEHT», OTIEIbHO MO KaXJA0My HCTOUYHUKY, YKa3bIBas
HOMED IJ1aBbl / MyHKTA;

0) cienaTh Ha OCHOBE BBIITUCOK BBIBOJ O 3HAYEHUHM TEPMHHA «JIOKYMEHT» B
Ka)KJIOM M3 UCTOUYHUKOB OTIEJBHO;

B) TO € MOBTOPUTH JJII CHHOHHUMOB «JEJIO», «Oymara», «akT», «J1ejoBas

Oymara», «CiIyKeOHbIN TOKYMEHT).

2. Ilo BeIMMCKaM M3 CJOBapeil U CHENHAIBHON JTUTEpPaTypbl ONPEIEIUTH,
KaKHUe acreKThl — THQOPMALIMOHHBIHN, TPaBOBOM, YIIPABIEHYECKUNA, HCTOPUUYECKUHN —
JIETJIM B OCHOBY OIPEAEICHUS IIOHATUSA «JJOKYMEHT» B KAXKJIOM Cllydae.

Memoouueckue pexomenoayuu 2



Brimucats U3 TOTKOBBIX U CIICIIMATIBHBIX CIIOBApPEH, a TAKKE U3 yIeOHUKOB T10
JIOKYMEHTOBEICHHIO (JIFOOBIX ), METOJUYECKOM JIUTEPATYPHI IO JEIONPOU3BOJICTBY,
apXMBHOMY M OUOJIMOTEUHOMY Sy U Ap. ONPENIECTCHUS CI0BA «IOKYMEHT.

OO0s3aTenbHO yKa3aTh BBIXOJHBIC JAaHHBIC WCTOYHHWKA (aBTOpa, Ha3BaHME,
MECTO W TOJl W3JaHUs, U3JIaTEIbCTBO, CTPAHUIY / PEXKUM JOCTyma (I
AJIEKTPOHHBIX pecypcoB). Hanpumep:

bapuxun A.B. [lenonpouzsoocmeo u doxymenmoodbopom. - M.: KnudwcHviti
mup, 2008, C.17.

Deoepanvruiil 3akoH « O 20cy0apcmeenHHol pecucmpayuu 10pUOUdecKux auy
U UHOUBUOYANbHBIX Nnpeonpunumameneiy om 8 ascycma 2001 2. Ne [29-D3
(peo0.19.05.2010) [Onexkmpounwiii  pecypc]. - Peorcum oocmyna:
http://base.consultant.ru/cons/cgi/online.cgi?reqg=doc;base=LAW;n=100595

Ilocne KaXaoM BBIIMCKM CHEIaTh BBIBOJA O TOM, KAakKOW acIeKT —
MH(OPMAIMOHHBIN, TPABOBOM, YIPABICHUECKHUI, ICTOPUYECKHUI — JIET/JI B OCHOBY

OIIPpCACICHUA ITOHATUA «TOKYMCHT» B Ka>KAOM CJIy4dac.

3. CpaBHUTD TOJIKOBAHUS TEPMUHOB «HUH(OpMALIUSD», «TOKYMEHTHPOBaHHAS
uHbOpMaLUA», «JIOKYMEHT», «JJIEKTPOHHBIH JIOKYMEHT» B HOPMATHUBHBIX U
MIPABOBBIX aKTaX.

3.1.Bpimucate M3 TOCYNApCTBEHHBIX CTAHIAPTOB OIpPEIEICHHUsS] TepMHUHA
«ITOKYMEHT»:

I'OCT 16487-70. Jlenonpou3BOACTBO W apXUBHOE ney0. TepMuHBI U
OTIpe/IeTICHHUS;

I'OCT 16487-83. Jlenonpou3BOACTBO W apXUBHOE ney0. TepMuHBI U
OTIpe/IeTICHHUS;

I'OCT P 51141-98. JlenonpousBOACTBO W apXWUBHOE Je10. TepMUHBI U
OIpeIeIICHUS;

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO U apXUBHOE Aei0. TepMHUHBI H

OIIpCACICHMA.



3.2. Bomucare u3 ®egepanbubix 3akoHOB Ne 149 «O6 wundpopmanum,
UHPOPMAIIMOHHBIX TEXHONOTHAX M 3amuTte uHpopmauum» 2006 r. u Ne 15 «O6
uHpopMalu, HTHPopMaTU3aluu U 3auure nHopmauun» ot 25 suBaps 1995 rona
OTpe/IeNICHUs] TEPMHUHOB «HMH(OpMAIUs», «IOKYMEHTHpOBaHHas HH(OpMaiusy,
«IOKYMEHT» U «3JIEKTPOHHBII JOKYMEHT» YCTaHOBUTH, KAKHE ACTIEKThl (HOCUTEIH
uHpopMaIny, criocoObl ee (PUKCUPOBaHMSI, FOPUANYECKAs CUjla JOKYMEHTa U Ap.) U

q)YHKHI/II/I AOKYMCHTA 3aJIOKCHBI B 3THUX OIIPCACIICHUAX.

Memoouueckue pexomenoayuu 3
A. Boinucku 3 'OCToB 3aBepiiuTh 001IUM BBIBOJOM O TOM, MEHSJIOCH JIU
CO BPEMEHEM TOJIKOBAaHUE TMOHATUS «IOKYMEHT» M KaKhue HU3MEHEHHS
HaOJII0JA0TCS.
b. Beimrncku uz @3 Ne 149 3aBepmuTh BBIBOJOM O HAJIMYHUM MOHSATHA B
kakaoM D3 ¥ COOTHOUMIEHMH TMOHATUNA «HH(POPMALHIY, «TOKYMEHTUPOBAHHAs

uHbOpMAITUN», «TOKYMEHT» U «AJIEKTPOHHBIN IOKYMEHT).

4. N3yunth TeMy «CrocoObl U CpeacTBa TOKYMEHTUPOBAHUSI» IO y4eOHOMY
nocoouto H.C. JlappkoBa. «JlokymenToBenenue» (He panee 2006 r. uzgaHus).
CocrtaButh KOHCHEKT 4-i1 «CrocoObl M CpeacTBa JOKYMEHTHPOBaHUS» (CM.

XpecToMaTuio K pasaeiny 3).

Memoouueckue pexomenoayuu 3
KoHncnekT cneayer coctaBuTh B TabmmuHoit (gopme. Cremyer coOmroaaTh
MOCIIEZIOBATEIPHOCTh ~ OMHKCAHUS  CMOCOOOB  JTOKYMEHTHPOBAHUS, 3aJaHHYIO
y4€OHUKOM.

[Ipu omucanuu Kaxxaoro croco0a cienyeT yKa3blBaTh €r0 HEJOCTATKU H

MIPEUMYIIECTBA
Cnocob OnucaHue cnocoba. | CpeactBa MatepuanbHbl | Bugpbli
BOKYMEHTU-POBAHU AOKYMEHTU-POBAHU | e HOCUTenun AOKYMEHTOB,
a Mpeumyuiectsa u a KoTopble
HeAOCTaTKu. moryT
co3pasarbcA

AdHHbIM




cnocobom

HayepmamenoHsili HaHeceHue YepHuna, cmuro, Kocme, kopa TeKkcmosebie,

cnocob A3bIKOBbIX 3HAKO8 U Kanaam... depesoes, mexHu4eckue,

OOKYMeHMUPOBAHUSA | 3HOKOB-U306paxeHU nepeameHm... u3000KymeHm
Ui Ha nosepxHocMob bl ...
mMamepuansbHo20

Hocumena 06bIYHO
npu nomouwiu
Kpacaweao
sewecmaa.

lpeumywecmsa

Hedocmamku -...

UTtorosbin TecT no Kypcy "OcHOBbl AOKYMeHTOBeAeHUA"
UToroBsblii Tect

no gucuunamHe «OCHOBbI AOKYMEHTOBEA,EHUAY

1. YKa)kute BepHoe npogonxeHue ¢ppasbl: 3aKOH OOKYyMEHMAUUOHHO020 0(hopMaAeHUA COYUAbHO
3Ha4yumblii cobbimuli delicmsyem ...

1) ToNbKO ANA odULMaNbHbIX FOCYAaPCTBEHHbIX COBbLITUS;

2) ToNbKo AN 06LEecTBEHHO-NOIUTUYECKNX CODBbITUN;

3) cyrybo 4na nMYHbIX, cemMelrHbIX CobbITUI;

4) pna nobbIx COObITUIA, 3HAUMMBIX 4N OTAE/NbHOIO Yesl0BEeKa UAW FPYNnbl A04eN.

2. fleiicTBUA YenoBeKa (C NOMOLLbIO TEXHUKU MU APYIUX CPEACTB) NO 3aHECEHUIO 3HAUUMOM
MHdOopMaUMM Ha MaTepuanbHblii HOCUTE/Nb Ha3blBaeTcA

1) undopmaTtusaumen;
2) LOKYMEHTUPOBaHMEM;
3) AOKYMeHTaUMOHHbIM obecnedeHnem ynpaBneHus;

4) nenonpounsBoCcTBOM.




3. [locNOBHO € NaTblHU CNOBO «4,0KYyMeHT» (documentum) o603Hauaert:
1) 3anucb, NucaTb;
2) bymara;
3) goroBop, 06A3aTeNbCTBO;
4) nMcbMeHHOE CBMAETeNbCTBO, 06pasel.

4. HaiiauTe npaBuabHoe npoaomkeHue ¢ppasbl «B npoyecce caoe20 hyHKYUOHUpPOBAHUA 8 obujecmeae
GoKyMeHm Mmoxcem npoxodums HeCKOIbKO cped — ornepamueHyio, pempocrneKmueHYIo Uu...

1) npodunakTUUecKyo;
2) NPOrHOCTUYECKY!IO;
3) cornacoBaHuA U yTBEPKAEHMUS;
4) apXMBHOTO XpaHeHus.
5. YKaxute metog, kotopbit HE OTHOCUTCA K meToaam aHanu3a TeKCTa A OKYMEHTa.
1) KOHTEHT-aHaNu3;
2) MeToA, 3KCNEepPTHbIX OLEHOK;
3) meToa GOpMYNAPHOro aHanM3a;
4) NMHIBUCTUYECKAnA 3KCNepTU3a.
6. BakHeALWMM 06LeHayuYHbIM METOAOM ANA AOKYMEHTOBeAeHUA ABNAETCA...
1) knaccuodurKkayms;
2) meToA, UCTOYHMKOBEAUYECKOro UccneaoBaHma
3) aHanM3a rpadrUecKmX AaHHbIX JOKYMEHTa,
4) KOHTEeHT-aHaNm3.
7. Npoaonxkute dpasy: «CAOY Hawna ceoe NpodonxceHue...»
1) B poccuinckux FOCTax;
2) B cTaHgaprTax I1SO;
3) B depepanbHbIX 3aKoHax PO;

4) B TUNOBbIX MHCTPYKLUMAX MO 4e/10NPOU3BOACTBY.

8. Mpoaonxure ¢pasy «llo cmeneHu 81UAHUA HA COBPEMEHHYIO MPAKTUKY UCTOYHUKWN, coaepiKalime

HOPMbI 1 NpaBuaa PaboTbl C 4OKYMEHTaMM, AENATCA HA ABe rpynnbl...»

1) UCTOYHUKN, 3aKOHOAATE/IbHO pernameHTnpoBasLllne Koraa-T1o Ui pernameHTnpyrouwme no

HacTosLee Bpema paboTy C JOKYMeHTaMu;



2) aKTyanbHble UCTOYHUKN, OTParKaloOLLME COBPEMEHHbIW OMbIT, TPA4MLUN Ae10NPON3BOACTBA;
3) ycTapeBLlne UCTOYHMKN, UMEOLLME TObKO HayUYHYIO, UCTOPUKO-KYNIbTYPHYIO LIEHHOCTb;

4) NCTOYHUKMU, CoAeprKaLLLMe CTUXMMHO C/IOXKMBLLMECS HOPMbI U NPaBuaa, oTpakatoLme
TPaAULMN N NPAKTUYECKMIA ONbIT AEeN10NPON3BOACTBA.

9. YKaxute, Kakue HOpMaTUuBbl ABNAAIOTCA oba3arenbHbIMU AnAa ncnonHeHua pa60'er(aMM

OopraHusauuu.
1)MprMepHasa MHCTPYKLMA NO Ae0NPON3BOACTBY.
2) MHCTpYyKLMA No Aenonpon3BoacTBy OpraHu3aLmu.
3) FocynapcTBeHHbIM CTaHaapT.
4) depepanbHbIA 3aKOH.
10. FOCTbi, pernameHTupytowme A0V, Hocat B PD...
1)ob6sA3aTenbHbI XapakTep;
2) pekomeHaaTeIbHbIN XapaKTep
3)obecneuymBaloLLMii XapaKTep;
4) nHdopPMaLMOHHO-CNPABOYHbIN XapaKTep.
11.Cnoso «nHpopmauua» (informatio) 6yKBanbHO C NaTbiHXU NEPEBOAMUTCA KaAK:
1) ‘3HaHMe, NoOHUMaHue’;
2) ‘pasbACHeEHME, U3N0KEHUE, OCBEAOMIEHHOCTD;
3) ‘naHHble, cBeAeHMA, cooblieHns’;
4) ‘nOKYMEHT, 3aMM1Cb, A0KA3aTeNbCTBO’.
12. MaTtepuanbHOCTb MHPOPMALMUN NPOABAAETCA B TOM, UTO...
1) nHbopmaums 1 ecTb maTepus;
2) MHpOopPMaUMA — 3TO IHEPrus, a SHePrus matepuasnbHa.

3) nndpopmauma GUKCUpyeTca opraHamm 4yBCTB MAKN APYrMMM cnocobamm permcrTpaumm

maTepun, a ceaosatesibHO, CBA3aHa C Hel;

4) VIHd)OpMaLI,I/I’r'I —3TO 3a¢MKCMpOBaHHb|e N3MeHEHNA COCTOAHNA MaTEPUN U SHEPTUN, A OHU

mMmaTepuanbHbl.
13. YKaxKuTe BepHOe nepeumncsieHne CBOMCTB A0KYMEHTUPOBAHHOK MHGOPMaUUM.

1) UMeEeT CeMaHTUYECKU XapaKTep, Kognpyetca CMUCTEMOI CUMBOOB U 3HaKOB,
CTPYKTYpPUpPOBaHa U nepenaetca gUCKpPeTHO, CBA3aHa C MaTepuaibHbiIM HOCUTENEM, HOCUT

coumanbHbIN XapaKkTep;



2) XpaHUTCA B MO3re YeNoBeKa, KoAMPYETCA CUCTEMO CUMBO/IOB M 3HAKOB, el MPUCYLLM
WMHBAPMaAHTHOCTb, YaCTUYHOCTb;

3) cTpyKTypMpOBaHa 1 NepesaeTca ANCKPETHO, NpeacTaBaseT coboii MaTepPUIO AW SHEPTUIO,
MMeeT CEMaHTUYECKMI XapaKTep;

4) nmeeT coLUMaNbHbIN U CEMaHTUUYECKUNI XapaKkTep, ob61agaeT MHBapMaHTHOCTbIO, KOAMPYeETCS
CMCTEMOM CMMBOJIOB M 3HAKOB.

14. Hazosute gudpdepeHumnanbHble NPU3HAKU AOKYMEHTa?
1) HaAnune MHGOPMaUMOHHON U MaTePUANbHOM COCTaBASIOLNX;
2) CTPYKTYPHOCTb AOKYMEHTa;
3) NOANNHHOCTb;
4) GyHKLMOHANbHOCTb AOKYMEHTA.
15. HaiiguTe BepHoe npogomkeHue ppasbl: «OpUrMHanbHOCTb OKYMEHTa ABNAAETCA ...»

1) cywectBeHHbIM (anddepeHumanbHbIM) NPU3HAKOM, TaK Kak XapaKTepHa A1 BCEX BUA0B U
TUMOB AOKYMEHTOB;

2) cylwecTBeHHbIM (anddepeHLManbHbiM) CBOMCTBOM, TaK Kak HEOBX0AMMA YENOBEKY B €ro
NPaKTUYECKOM KU3HM;

3) HecyL,ecTBEHHbIM NPM3HAKOM LOKYMEHTA, TaK KaK Yen0BeK B AeiCTBUTEIbHOCTM UMEET 4eN0
He TO/IbKO C OPUTMHANaMU ALOKYMEHTOB, HO U C UX KOMMUAMMU;

4) HecyWw,eCcTBEHHbIM, TaK KaK BCTPEYAETCA He Y BCEX AOKYMEHTOB.
16. KaKk Ha3biBaeTcA AOKYMEHT, BnepBble CO34aHHbIi O4HMM Ye/I0BEKOM UK HECKOIbKUMU InLamun?

1) opuruHan;

2) NOA/IMHHUK;

3) ay6nukar;

4) konus.
17. KTo, umeet npaBo npuaaBaTtb IOPUAUYECKYIO CUNY Konuam?

1) HoTapwuyc;

2) opraHusauus, BblAaBLasn AOKYMEHT;

3) HayaNbHUK OTAENA KaapoB N06OoI opraHusaLmu;

4) 3aBeyoLWMi KaHLensipuen ntoboro rocyaapcTBEHHOrO OpraHa.

18. KaK Ha3blBaeTcA CBOWCTBO MHOPMALMK, NPOABAAIOLLEECA B TOM, YTO OHa (MHpopmauma)
nepepgaerca u obpabaTbiBaeTcA YeIOBEKOM NOPLUOHHO, OTAENbHLIMM COOBLLEHNAMN?

1) NHBAPUAHTHOCTb;



2) AUCKPETHOCTb;
3) CTPYKTYPUPOBAHHOCTb;
4) YaCTUYHOCTb.

19. NMpopgonxkute Pppasy: «TepMuHbl «AOKYyMeHMUPo8aHHAA NHPopmauma» U «O0KymMmeHmMHas
nHpopmayma» ...»

1) HUYem Apyr OT Apyra He OTANYAIOTCA U ABAAIOTCA NOJHLIMU CUHOHUMaMM.
2) coaepKaT NPOTUBOMNOJIOXKHbIE MOHATUS;

3) pa3anyHbI N0 NOHATUMHOMY 06bEMY, TaK KaK He BCAKAA «A0KYMEHTUPOBAHHAA MHOPMaLUA»
ABNAETCA « JOKYMEHTHOMN».

4) NoHATUE «AOKYMEHTUPOBaHHaA MHGOPMALMAY LWMPE NOHATUA K AOKYMEHTHaa nHGopMmaLma», TaKk Kak
YKa3blBaeT He TO/IbKO Ha Hasnume naeanbHol (MHPopMaLMOHHOM) COCTaBAAIOLWLEN, HO M HA HaMune
MaTepuanbHOro HocuTens.

20. YKa)Xute CBOMCTBO A0KYMEHTUPOBAHHO MHPopmauum, Kotopoe HE ABJTAETCA obasaTenbHbim.
1) onepaTMBHOCTS;
2) 0AHO3HaYHOCTb TO/IKOBAHMA;
3) p/OCTOBEPHOCTD;
4) oduuManbHOCTb.

21. CnocobHoCTb AOKYMEHTOB K TUpa*XnposaHuio, BocrnpouisegeHuto cogepxXaHma n matepumasibHoro
HOCUTeNA Ha3biBaeTcA ...

1) ayTeHTMYHOCTb;
2) TOXAECTBEHHOCT;
3) KONUNHOCTb;
4) danbcudukaums.
22. Kakoit AOKyMeHT cuutaeTtca opuumanbHbim?

1) LOKYMEHT, M3roTOB/EHHbIV C cobAtogeHMEeM YCTaHOBAEHHOW GOPMbI MW YAaCTUYHO

U3MEHEHHbI;

2) AOKYMEHT, U3rOTOBAEHHbIN CaHKLMOHMPOBaHHbIM CNOCO60M B COOTBETCTBUM C
3aKoHOAaTeIbHO onpeaeneHHON TeXHONOrMel ero N3roToBAEHUS U MMEIOLLMIA NPU3HaKK
NoA/IMHHOCTY;

3) AOKYMEHT, CO34aHHbI IOPUANYECKUM AN GU3NYECKMM TNLOM, 0DOPMAEHHbIN U
YZAOCTOBEPEHHbIV B YCTAHOBNEHHOM MOPAAKE;

4) AOKYMEHT, coAepKaHne KOTOPOro MOXHO CYMTaTb NOJIHBIM M TOYHbIM NPEACTaBAeHUEM
noATBepPXAaeMbix onepaumii, 4eATeNbHOCTU UM GaKTOB M KOTOPOMY MOXHO [0BEPATb B
nocaeayloWmMx onepaumax Uan B nocaeayloulein AeaTesbHOCTU.



23. AYTeHTUYHDbI AOKYMEHT — 37O ...

1) LOKYMEHT, U3TrOTOB/IEHHBINM C COBOAEHMEM YCTAaHOBNEHHOM GOPMbI AN YACTUYHO

M3MEHEHHbIN;
2) AOKYMEHT, KOTOPbI MOXHO JIOKaNN30BaTb, HANTU, BOCMPOMU3BECTU U MHTEPNPETUPOBATb;

3) TaKoW AOKYMEHT, y KOTOPOro MOXKHO A0Ka3aTb, YTO OH: ABAAETCA TEM, YEM NpeTeHayeT ObiTb;
6blN1 CO34aH UM OTMNPaB/IEH NMLOM, AeNCTBUTE/IbHO CO34aBLUMM WUAW OTMPABUBLLMM €ro; a
TaKKe 6bla CO34aH UM OTNPAB/IEH B TO BPEMS, KOTOPOE 0603HaYEeHO.

4) AOKYMEHT, cogepKaHne KOTOPOro MOXXHO CHYUTATb NOJZIHbIM U TOYHbIM NpeacCTaB/IEHUEM
noareepxaaemMbiX onepau,mﬁ, AEeATENNIbHOCTU UNN d)aKTOB N KOTOPOMY MOXHO O00BEPATH B
nocneayroumnx onepaumax nam s I'IOCJ'IELI,VI'OLLI,GVI AeATENbHOCTU.

24. MonNPyHKLUUOHANBbHBIM AOKYMEHT ABNAETCA NOTOMY, YTO...
1) 04HOBPEMEHHO BbINOAHAET HECKOIbKO PasHbIX GYHKLNIA;
2) Bpems oT BpemeHun meHAeT QYHKUUM;
3) pasHble LOKYMEHTbI BbINOMHAIOT pasHble GyHKLMY;
4) y [OKYMEeHTa ecTb 1aBHas, obLime u cneumanbHble GyHKLMK.
25. Mouemy B HayKe A0 CUX NOP He CI0XKUNOCb eguHON Knaccudpurkaumm GyHKLUN 4OKYMEHTOB?
1) dYHKUMM OOKYMEHTOB MMEIOT PasHYIo NPUPOAY U 3aBUCAT OT KayecTBa M TUna MHbopmMmauuu;

2) cnNeKkTp aTUX GYHKLUMI WIMPOK, TaK Kak MHOOPMaLMA NPOHU3bIBAET BCe chepbl Ye10BEYECKOrOo
obLecTBa 1 y40BNAETBOPAET Camble pasHoobpasHble NoTpebHOCTY;

3) AOKYMEHTbI CMOCO6HbI BbINOJIHATL CPa3y HECKO/IbKO GYHKUNUN, UX MHOTAA TPYAHO pa3nenvTb
mexay coboir;

4) Bce Ha3BaHHbIE BbILLE NPUYUHDI.

26. 3T1 PpyHKUUM 06A3aTeNIbHO eCTb Y BCEX AOKYMEHTOB, HO B pa3HOM COCTaBe KaK aKTyanbHoe
AonosHeHue apyrux GyHKLMA. OHN BOZHUKAIOT Y AOKYMEHTA U MOTYT MEHATbCA B 3aBUCMMOCTU OT
ycnosuii yHKLMOHUPOBAHMA AOKYMEHTA, OTPAXKAIOT pa3HOO6pa3Hblie KOHKPeTHble NoTPe6HOCTH
o6LwecTBa UM OTAE/NIbHOIO ero YieHa.

1) obuue;

2) cneunanbHble;

3) ynpasneHyeckue;
4) regoHUNYeECKuMe.

27.Kak Ha3biBaeTca GYHKUUNA 4OKYMEHTOB, B KOTOPbIX OTParKeHbl: CO3A4aHNe opraHu3auum,
YyCTaHOB/IEHME ee CTPYKTYPbl, LUTAaTHOW YNCNEHHOCTYU; pernameHTaumsa AeaTeNbHOCTU U KOAMYeCTBO
CTPYKTYPHbIX NnogpasgeneHnii u paboTHUKOB; pexxum paboTbl 1 T.0.?

1) npaBoBas;



2) pacnopagutensbHas;
3) KoHTpoONS;
4) opraHuM3aLUMoHHas.

28. Ecn fOKYMEHTbI Ha3blBalOTCA «MPUKaA3», «pelleHue», KNOCTaHOBIeHUe», KyKa3aHue»,
«pacnopsaXKeHue», TO OHU BbINO/IHAIOT (MK BbINONAHANMU paHee) GYHKLUMIO ...

1) npaBosyIo;

2) pacnopAaguTenbHyo;
3) KoHTpoONS;

4) opraHuM3aLNOHHYIO.

28. 3Ta GYHKLMA CBOMCTBEHHA AOKYMEHTaM, B KOTOPbIX A1A 3an1cu MHGopmMaLmm UCNonb3yoTca
pa3nunuHble NpMeMbl U CUCTeMbl TallHONUCK, KpunTtorpadun. TakKe 0cO6eHHOCTbIO TaKMX

DOKYMEHTOB ABNAETCA OrpaHUYeHue B JocTyne K MHpopmauuu.
1) ctaTucTMYecKas;
2) nonntuyeckas;
3) 3awWmTbl HPOPMaLUWK;
4) KOTHUTUBHAA.

29. [leiicTBME MU COBOKYNHOCTb AeiCTBUIA, NPUMEHAEMbIX B NpoLecce 3anucu nHpopmaumu,

Ha3blBaeTcA...
1) cpeacTBOM AOKYMEHTUPOBAHUS;
2) cnocobom JOKYMEHTUPOBAHWUSA;
3) cuctemoit AOKyMeHTauuu;
4) MeToA0M AOKYMEHTUPOBaHMA.
30. YKaxuTe, 4to BKAIOYaeT B cebs cuctema fOKYMEHTUPOBaHUA.
1) meToA, AOKYMEHTUPOBaHNSA;
2) BUAbI JOKYMEHTOB;
3) cpeacTBa JOKYMEHTUPOBAHUSA;
4) maTepuranbHbIA HOCUTENb UHPOPMALUH.

31. Cnocob HaHeceHUs A3bIKOBbIX 3HAKOB M 3HAKOB-M306paXKeHUit Ha NOBEPXHOCTb MaTepPUasibHOro
HOCUTENA NPU NOMOLLM OPTTEXHUKMN Ha3blBaeTcA...(omeem 3anucams cioeamu)

HayepmamenobHoblili

32 Mpapoputenem MaTpUUHbIX MaTEPUA/IbHBIX HOCUTEel ABAAETCA caeayloLmii cnocob

AOKYMEHTUPOBaHUA...



1) HayepTaTeNbHbIN;
2) aneKkTpocTaTUYECcKuii;
3) nepdopuposaHme;
4) nasepHbIi.
33. NMpoaomkute ¢ppasy: « TpaduyuoHHble cnocobbl O0KyMeHMUpoBaHUSA NpedcmaeneHsl... »
1) HauepTaTeNbHbIM COocoboM;
2) BbiceKaHuem;
3) 4OKYMEHTUPOBAHMEM HA NULLYLLEN MaLLUHE;
4) MexaHW4YecKol 3anuncoio.

34. Kto n Koraa Bnepsble OCywecTBnA He TO/IbKO 3anucCb, HO N BOCnpousseaeHue 3ByKa €
martepuanbHoOro HocuTena?

1) 8 1804 r XK. }akkap;
2) 81807 r. T. HOHr;

3) 8 1857 r. CKoTT;

4)B 1877 r. T. 2AUCOH.

35. Kakoii cnocob BnepBble N03B0/IUA 3anevaT/ieTb 06beKTUBHYIO BU3Ya/ibHYI0 MHGOPMaLMIO Ha

maTtepuanbHOMm Hocutene?
1) pucoBaHue;
2) *KuBoONUCs;
3) BbIXKMraHue;

4) GOTOXMMUYECKUNA.

Bonpocsl k 3k3ameny

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

2.JloxymeHTsl B cepe mpaBa M ymnpamieHus. HaydHo-ucropuueckas W HpaKTHYecKas
LIEHHOCTh JJOKYMEHTA.

3.BnusiHue Hay4HO-TEXHUYECKOW PEBOJIIOLIMY HA PAa3BUTHE JOKYMEHTA.

4.00BeKT U IpeaMeT TOKyMEHTOBEACHHSI KaK HayKH.

5.Metoapl Hccae10BaHus JOKYMEHTOBETUECKUX pobaeM. OOIeHayYHble U ClielualbHbIe
METOJIBI.

6.CTaHOBJIEHHE U PA3BUTHE TOKYMEHTOBEACHMS KaK HAYYHOU JUCIIUIUINHBL.

7.ICTOYHMKHN JOKYMEHTOBEIUYECKHUX UCCIIECTOBAHUM.

8. Tunsl JOKYMEHTOB, ABJISAIOILNECS HUCTOYHUKAMU JUISL TOKYMEHTOBEIUECKUX
HICCIIENOBAHUMN.

9.JloKyMeHTBI, COJAEpKaIllUe€ CTUXMAHO CIIOKUBLIMECS HOPMBI U IpaBuia paboThI
C IOKYMEHTAaMH.


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=60522&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
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60592&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary

10./IoKyMeHTHI, 3aKOHOJATENFHO PETTIAMEHTHPYIOIINE PaboTy C TOKYMEHTaMH.

11.YcrapeBmirie  HMCTOYHMKH,  3aKOHOJATENBHO  perijaMeHTHpOBaBIIME  paboTy
C IOKYMEHTaMH.

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

13.I1paBoBbIC aKThI, W3/1aBacMbI€ BBICIIMMH OpraHamu (eaepalibHOW 3aKOHOIATEIhHOM
roCyJapCTBEHHOM BJIIACTHU U YIIPABJICHUS.

14.IIpaBoBbIE aKThl, U3JaBA€MbIE OpraHaMu 3aKOHOJATEIbHON M MCHOJHUTEIBHOMN BIACTH
cyobekToB PD u ux TeppuTopranbHbIX 00pa3oBaHUii.

15.1IpaBoBbI€ aKThI, U3JJABAEMbIE PYKOBOACTBOM MPEANPUITUN U OPraHU3AIUNA.

16.Ilonatue «uHPOpPMAIUS» U €€ POJIb B COIHUAIBHBIX M SKOHOMHUYECKUX IPOIIECCax.
Crneunduueckre 4epThl JOKYMEHTUPOBAHHOMN UH(DOpMALIUH.

17 .Ilonsitue "nMOKyMeHT .

18.Ilpu3Haku JOKyMeHTa.

19.0cHoBHbIE cBOMCTBA JOKYMEHTOB. OpuruHaibHocTh. KonuitHoCTh. [1oAMHHOCTS.

20. OYHKIUU JTOKYMEHTOB. [TpoGnembr onpeeIeHus KJIaCCU(PUKAIIMOHHBIX
XapaKTEPUCTUK TOKYMEHTOB MO (PYHKITUSM.

21. Ilonatue o TOKyMEHTUPOBAHUHU, CIIOCO0AX U CPE/ICTBAX JTOKYMEHTHPOBAHHUSI.

22. TpaauLIMOHHBIE METOJIbI JOKYMEHTHPOBAHMUSI.

23. TeXHOTPOHHBIE METOAbI JOKYMEHTUPOBAHUSI.

24. Metoapl JOKyMEHTUPOBAHMS, IPUMEHSIEMbIE B COBPEMEHHOM JIEJIOTPOU3BOJICTBE.

Ilpakmuueckoe 3a0anue na IK3amene :

- OIpeIeNINTh TUI JOKYMEHTa IO ero CBOWCTBaM (opuruHan/Konus;
NOTMHHBIN/(hambCUPUIUPOBAHHBIN);

- OTIPENIENNTh CIELUANbHYIO0 (PYHKIIUIO JOKYMEHTA;

- ONIPENIENNUTh CIOCO0 TOKYMEHTHPOBAHUSI.


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=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&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=60522&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=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&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

IIpuiaoxkenue 2

OneHOYHbIE CPEACTBA /ISl IPOBEAECHUSA MPOMEKYTOYHOM aTTecTaluu

CTpyKTyp
HbIN

3IeMeHT
Komnete
HUMMU

MnaHnpyemoble
pesynbTaThbl
0by4yeHus

OueHoYHble cpeacTsa

OMNK-4 BnageHuem HaBblKaMu UCNONb30BAHUA KOMMNbIOTEPHOI TEXHUKU U

VIH(bOpMaLI,VIOHHbIX TEXHOJIOrniA B MOUCKE UCTOYHUKOB U NNTEPAaTypbl, UCNOJIb30BAHUU NPABOBbIX 6a3

BAaHHbIX, COCTaBAeHUN 6ubanorpadpuyeckmux u apxmBHbiX 0630poB;

3HaTb

Ha3BaHMA
MHPOPMaLNOHHO-N
paBOBbIX MOPTaNOB
pasmeLLeHus
aKTya/IbHbIX U
yCcTapeBLmMX
NCTOYHMKOB,
3aKoHoZaTesNlbHO
pernameHTUpytoLL
nx paboty ¢
AOKYMeHTaMM, a
TaKXe Ha3BaHuA
Hay4YHO-NpaKTU4ec
KUX }KYPHaNoB no
AenonponsBoacTey
N apXMBHOMY AenNy;

ycnosus
nosb3oBaHuA
obpasoBaTenbHbIM
noptanom MITY,
6aszon
3/1EKTPOHHOM
enbanotekn MITY;

Ha3BaHWA
AencTByoLWmnX
npodeccnoHanbHbl
x dopymos.

Bonpocbl K 3K3ameHy
1. ICTOYHMKM AOKYMEHTOBeAYECKUX UCCNel0BaHUA.

2.Tunbl AOKYMEHTOB, ABNSAIOLMECA UCTOYHUKAMW AN
OOKYMEHTOBEAYECKNX UCC/Ief0BaHWA.

3.[loKyMeHTbI, coaepKalime CTUXUIAHO CNOMKMBLIMECA HOPMbI U
npasuna paboTbl C LOKYMEHTaMMU.

4.[10KyMeHTbI, 3aKOHOAATE/IbHO pernameHTupylome paboTy ¢
AOKYMEHTaMMU.

5. YcTapeBLme UCTOYHUKM, 3aKOHOAATE/IbHO PernaMmeHTUpoBaBLLmMe
paboTy C LOKYMEHTAMMU.

6. AKTya/IbHble UCTOYHWKN, PETNAaMEHTUPYIOLLME COBPEMEHHbIE
npoueccbl paboTbl C [OKYMEHTAMMU.

7. MNpaBoBble aKTbl, NU34aBaeMble BbICLUMMM OpraHammn deaepanbHo
3aKoHOZaTe/IbHOW rocyAapCTBEHHOW BAACTU U yNpaBaeHus.

8. MpaBoBble aKTbl, N34aBaeMble OpraHaMm 3aKOHOAATE/IbHOM U
NCMNONHUTENbHOM BNACTM cy6beKToB PP 1 NX TeppPUTOPUAbHbIX
obpasoBaHUi.

9. NpaBoBble aKTbl, U34aBaeMble PYKOBOACTBOM NPeAnpUATUIA U
opraHuMsauuii.

Utoroebiin TecT

1. leiicTBMA YenoBeKa (C NOMOLLbIO TEXHUKU MU APYTrUX CPeacTs)
No 3aHeCeHMI0 3HaUYMMOMK MHPOPMALIUKN HA MaTEPUAbHDI




CTpyKTyp
HbIM

aNemeHT
KomneTe
HUMK

MNnaHnpyemoble
pesynbTaThbl
0byyeHus

OueHouHble cpeacTsa

HOCUTE/Nb Ha3blBaeTcA
1) undopmaTtusaumen;
2) BOKYMEHTUPOBAHUEM;
3) AOKYMEHTALMOHHbIM 0becneyeHnem yrnpaBieHus;
4) nenonpounsBoACTBOM.

2. Haiigute npasunbHoe npogonxeHue ¢pasbl «B npoyecce caoe20
¢yHKyuoHUposaHua 8 obujecmee 0OKyMeHmM Moxcem npoxooumeo
HeCKObKO cped — onepamueHyo, pempocrneKmusHyIo Uu...

1) npodurnakTHUyeckyto;
2) NpOrHOCTMYECKyto;
3) cornacoBaHus U yTBEPKAEHUSA;
4) apXMBHOrO XpaHeHwus.
3. Mpogonxurte ¢pasy: «'CAOY Hawna ceoe npodonxeHue...»
1) B poccuitckmx FOCTax;
2) B cTaHgaprTax ISO;
3) B deaepanbHbIX 3aKkoHax PO;
4) B TUNOBbIX MHCTPYKLUUAX NO Ae/0NPOU3BOACTBY.

4. NMpopaonxkurte ¢ppasy «flo cmeneHuU 81UAHUA HA COBPEMEHHYIO
NPAKTUKY UCTOYHUKMU, COAEPIKaLLMe HOPMbI U NpaBuia paboTbi ¢
[OKYMEHTaMU, AEeNATCA Ha ABEe rpynnbl...»

1) MCTOYHWUKWN, 3aKOHOOATe/IbHO pernameHTUpoBasLlne
KOorga-to Unun pernameHtTupytowime no

HacToALlee BpeMa paboTy ¢ AOKYMEHTaMMu;

2) aKTyanbHble UCTOYHUKM, OTPaXKatoLMe COBPEMEHHbIN OMbIT,
TpaanLMKN AeNOoNPON3BOACTBa;

3) ycTapeBLlUME UCTOYHWUKN, MMEeoLMe TONIbKO Hay4YHY!1o,
NCTOPUKO-KYIbTYPHYHO LLEHHOCTb;

4) MCTOYHWUKWN, coaepxKallne CTUXMNHO CNOXMBLUMECA HOPMbI




CTpyKTyp
HbIM

aNemeHT
KomneTe
HUUK

MNnaHnpyemoble
pesynbTaThbl
0byyeHus

OueHouHble cpeacTsa

M npaBunaa, oTpa*karvowme Tpagnumnn n ﬂpaKTMHeCKMVI onbIT
agenonponssoncrtea.

5. YKaxkute, Kakme HoOpmaTuBbl ABAAIOTCA oba3aTtenbHbIMU Aana
UCNOJZIHEHUA pa6OTHVIKaMM opraHusayun.

1)NpumepHas MHCTPYKLMSA MO LeNoNPON3BOACTBY.
2) UHCTpYKUMA MO Aenonpom3BOACTBY OpraHu3aLUmu.
3) FfocynapcTBEHHbIN CTaHaapT.
4) ®epepanbHblii 3aKOH.

6. FTOCTbl, pernameHTupytowme A0V, HocaT B PD...
1)ob6A3aTenbHbIl XapakTep;
2) pekomeHaaTe IbHbIN XapaKTep
3)obecneuymBaloLnii XapaKTep;

4) HdOpPMaLMOHHO-CMPABOYHbIN XapaKTep.

YmeTs:

COCTaBNATb
TeMaTUYECKUit
0630p Hay4HbIX
cTaTteit; 0630p
aBTOPOB Ha OCHOBE
rogo0BoOM NOANUCKK
KYPHana;

OLeHNBaTb
N BbIABNATb 06BEM
N KayecTBo
nHpopmaymm,
npegaaraemon
NHTEPHET-UCTOYHM
Kamu no
AenonponsBoacTBy
N apxMBHOMY Zeny

MpaKTuueckoe 3agaHue K pasgeny 1

2. NMpouunTaTb «[eHepanbHbIn pernameHT» 1720 r.(cm. XpecTtomaTumsa K
pasgeny 1). Onpenenuntb, Kakne chepbl rocysapCTBEHHOM
AeATeNbHOCTU, N0 MHeHwuto MeTpa |, HeobxoanMo 6bII0
ynopAa04nMBaTh C MOMOLLbIO AOKYMEHTOB? Bbinucatb cdepbl
rocyfapCTBeHHOW geatenbHocT B Tabaunuy (cm. Popma Tabanubl,
ctonbeu, 1).

OnpenenvTb BUAOBOWM COCTaB LOKYMEHTOB AaHHOM 3noxu. BbinucaTb
Ha3BaHWsA BMAOB AOKYMEHTOB Mo rnasam (ctonbubl 2 1 4), a 3aTtem,
nonb3yacb «KpaTKkMm cnosapem BUA0B U

pa3HoBUAHOCTEN AOKYMEHTOB» 1974 r. (cm. XpecTomaTusa K pasaeny
1) n «[eHepanbHbIM pernameHToOM», pacnpeaenntb yKasaHHble BUAbI
W Pa3HOBUAHOCTM SOKYMEHTOB N0 chepam rocyAapcTBEHHOM
AeATeNbHOCTU. 3aHeCTW AaHHble B Tabauuy.

[laTb TONIKOBaHWE BbIMMCAHHbIM BUAAM U
Pa3HOBMAHOCTAM AOKYMEHTOB, N0Ab3yACb «KpaTKum cnoBapem
..»(cTonbeuy, 3).
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CTpyKTyp

HbIl MnaHnpyemble
afleMeHT pe3ynbTaThbl
KomneTe 0byyeHus
HLMK
OueHouHble cpeacTsa
HaumeHosa [Bug n CnoBapHoe onpegeneHue [CcoblnKa Ha
Hue cdepbl [pa3sHOBMAHOCTb 40 [BUAA U rnasy B
rocyaapcTBelkymeHTa pPa3sHOBUAHOCTU AOKYMeEHT(«[eHepan
HHOM a No «KpaTKomy c/ioBapto |bHOM
\neaTenbHoC BUAO0B U pernameH
™ pa3sHOBUAHOCTEN AOKYMeHTe» 1720
ToB»(1974) r.
1 2 3 4
Bnapetb: HaBblKamu
NPMMeEHeHNA

onepaLuu Noucka
nHbopmauum B
NMOWCKOBbIX
cUCTeMax, B TEKCTE
KOHKPETHOro
OOKYyMeHTa
PasIMYHbIX
dopmarTos;
COCTaB/IeHUS
6ubanorpaduyeck
nx o63opos

KoHTponbHas paboTta no Kypcy

1. Ilpoaranu3npoBaTh KOMIUIEKT TOIOBOM MOANUCKH (TI€YaTHBIH
WIH 3JeKTPOHHBIA pecypc B ceTH MHTepHeT) OIHOTO W3 KYpHAJIOB,
YKa3aHHBIX B CIIMCKE, 33 JIF0OOH o1 U3 MSATH ITOCIIEAHUX.

[laTb XapaKTepUCTUKY TEMATUKM CTaTEN U MATEPUANOB XKypHana.
OpureHTMPOBaTbCA NO KAKOYEBbIM CI0BAM, 3ar0/I0BKaM CTaTel.
YCTaHOBUTb, UMEET /1N }KYPHaN CBOWN calT B ceTu MHTepHeT (yKasaTb) u
npeg/iaraeT M OH 3/1EKTPOHHYHO BEPCUIO (apXMB) CBOUX BbIMYCKOB.
Monb3yAcb CNPaBOYHbIMW AAHHBIMU }KYPHaNa, AaTb 06LLYIO
XapaKTePUCTUKY aBTOpam cTaTei (ykazaTb DUO, mecto paboTbl 1
[OMIKHOCT). Caenath BbIBOA, 06 aBTOPAX KypHaAbHbIX MyGAUKaUMiA.
CoCTaBUTb KOHCNEKT OAHOWM M3 cTaTel (Ha Bbibop). O6bemMoM CTaTby
[O/KeH BbITb He MeHee 3-X KYPHa/bHbIX CTPaHWUL,

Memoouueckue pexomenoayuu

AHanmM3 KOMIUIEKTa TOJOBOM TOJIMUCKH BRIOPAHHOTO KypHaia
clelyeT TPEJCTABHUTh 8 8UOE C8A3HO20 MeKCmd, B KOTOPOM OyIyT
OTpa’KE€HbI OTBETHI HAa BCE MIOCTABIICHHEIE BBIIIE BONPOCHL, 1UOO € 8Ude
maoauybsl.

MHorue wu3 NEPEUNCICHHBIX HWXXC XYPHaJIOB IIPEACTaBJICHBI
B aPXUBAX Ha COOTBETCTBYIOIINX XypPHAIBHBIX CaiiTax.

B omenke maHHOTO 3a7aHWS OCHOBHOE€ BHHUMAHHE YICISCTCS
CITOCOOHOCTH CTYJIEHTOB YBUIETh, C OJHOW CTOPOHBI, TUIIUIHOE M
XapakTepHOe /IS JAHHOTO MCTOYHHKA, C JPYroi, ero OCOOCHHOCTH H
MIPEUMYIIECTBA.

IIpu cocTaBieHUM KOHCIIEKTA XXYPHAIbHOW CTaThbU OLIEHUBAETCS
YMEHHE C)KUMaTh WH(OPMAITUIO, OCTABIISS KIIFOUEBbIE MOMEHTHI TEKCTA;
COCTaBJISITh KOHCIIEKT OT 3-TO JIMIAa WIX B Oe3nuuHO (opme, eciu
aBTOPOM CTaThH ObLI BRIOpaHa (popMa Juajiora ¢ YATaTeICM.

WroroBerit BBIBOJ 0030pa MOXKET COIEp)KaTh PEKOMEHIAITHIO
HAYMHAIONUM JIOKYMEHTOBEIaM TI0 BO3MOXHOCTSM HCIOJIh30BAHHS
nH(pOpPMAIUH U3 JAHHOTO UCTOYHHKA.

Cnmcok XypHajaoB
«[1enonponsBoacTBo»,
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CTpyKTyp
HbIM

aNemeHT
KomneTe
HUMK

MNnaHnpyemoble
pesynbTaThbl
0byyeHus

OueHouHble cpeacTsa

«[enonponsBoaCcTBO U AOKYMEHTOOOOPOT Ha NpeanpuUATUmY,
«OTeyecTBeHHbIe APXMBLI»,

«BeCcTHUK apxuBuUCTa»;

«CeKpeTapckoe geno»,

«XOpOoLN ceKpeTapby,
«CeKkpeTapb-pedepeHT»,

«CnpaBOYHMK ceKkpeTapsa U oduC-MeHeKepa,
«CoBpeMEHHbIN opUc-meHeaKep»,
«YnpasaeHne NepcoHasomy,

«Kagposoe geno»,

«KagpoBsas cny»kba»,

«KagpoBuK»,

«CnNpaBoOYHUK KaApOBUKa»,

«Kagpbl npeanpuaTna»;

«MeHenXMeHT 1 Kagpbl»,
«Hay4Ho-TexHn4YecKaa MHopmauma»,
«bnbnuoTtekoBeaeHMEY.

NK-3

apxusosegeHua,;

BlageHnem 3HaHUAMU OCHOBHDbDIX I'IPOGHEM B obnactu AOKymeHTOoBeAeHnA un

3HaTb

OCHOBHblE
npob6nembl B
obnactu
OOKYMeHTOBEeAEHU
A, NPUYUHbI
BO3HUKHOBEHMSA
3TUX Npobaem, a
TaK»Ke ycnosus,
Heobxoaumble ana
UX YCTPaHeHMUA.,

Bonpocbl K 3K3ameHy
1.Ponb fOKYMEHTa B }KM3HM YenoseKa 1 obLiecTsa.
2.06bEeKT 1 NpeaMeT AOKYMEHTOBEAEHUA KaK HayKM.

3.MeToabl UccneaoBaHMA AOKYMEHToBeaAYeCckux npobaem.
ObuweHay4yHble K cneumnanbHblie MeToabl.

4.CtaHoB/NEHME U pa3BUTUE AOKYMEHTOBEAEHNA KaK Hay4YHOW
ANCUUNANHDI.

5.MoHATME «MHbOpPMaLMA» U ee PO/b B COLMAbHBIX U
3KOHOMMYECKMX npoueccax. Cneundpuyeckme yepTol
OOKYMEHTUPOBAHHOM MHbOpMaUU.

6. MoHaTne "pgoKymeHT".

7. BAnAHWE HayYHO-TEXHMYECKOW PeBOOUNM Ha pa3BUTUE
OOKYMEHTa.

Utoroebiin TecT

1. YKaxKute BepHoe npoaonkeHue ¢ppasbl: 30KOH
00KyMeHMayuoHHO20 ohopMaeHUA COYUANbHO 3HAYUMBbIL
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CTpyKTyp

HbIl MnaHnpyemble
3NeMeHT pe3ynbTaTthbl
KomneTe 0byyeHus

HUMK

OueHouHble cpeacTsa

cobbimulii deilicmeyem ...
1) TonbKo ANa opuLManbHbIX FOCYAaPCTBEHHbIX COObLITUSA;
2) ToNbKO ANs 06LLLECTBEHHO-NONUTUUYECKUX COBBLITUIA;
3) cyrybo Ana NNYHbIX, CEMeHbIX CObbITUA;

4) ans NobbIX COBbLITUI, 3HAUMMBbIX 414 OTAENLHOrO YenoBeKa
WAW TPYNNbl Nt04eN.

2. [oCcNoOBHO € NaTbiHU CNOBO «A,0KYMeHT» (documentum)
obo3HavaeT:

1) 3anucob, nucatsb;

2) bymara;

3) poroBop, 06a3aTeNbCTBO;

4) nucbMeHHOe CBMUAETeNbCTBO, obpasel,.

3. YKaxute metoa, Kotopbit HE OTHOCUTCA K meTogam aHanusa
TEKCTa AOKYMEHTA.

1) KOHTEHT-aHaNu3;

2) meToA, 3KCNePTHbIX OLLEHOK;

3) meToa GOpMyNAPHOro aHaM3a;
4) NMHIBMCTMYECKas 3KCNepTm3a.

4. Ba)kHeiwmnm obLeHayyHbIM MEeTOAO0M ANA OO0KYMEHTOBeAeHUA
asnaerca...

1) knaccudukaums;

2) MmeToA UCTOYHMKOBEAYECKOro UccaeaoBaHmA
3) aHann3a rpaduyecKmx AaHHbIX 4OKYMEHT],
4) KOHTEeHT-aHaNu3.

5.CnoBeo «uHpopmauua» (informatio) 6yksanbHO ¢ NaTbiHU
nepeBoAUTCA KaK:

1) ‘3HaHKe, NOHMMaHKe’;




CTpyKTyp
HbIM

aNemeHT
KomneTe
HUMK

MNnaHnpyemoble
pesynbTaThbl
0byyeHus

OueHouHble cpeacTsa

2) ‘pasbACHEHME, U3N0XKEHWNE, OCBEAOMNEHHOCTL';
3) ‘naHHble, cBeaeHuA, cooblieHns’;
4) ‘NOKYMEHT, 3aNUCb, 0Ka3aTebCTBO .
6. MaTepuanbHOCTb MHGOPMALMU NPOABAAETCA B TOM, UTO...
1) nHbopmauma 1 ecTb MaTepus;
2) undopmaumsa — 3To 3HEPrus, a SHePrnua maTepmanbHa.

3) uHdopmauusa GUKcUpyeTcs opraHammn YyBCTB UK APYTMMU
cnocobamm perncTpaumm matepun, a ciegoBaTesibHO, CBsA3aHa
C Hel;

4) udopmaums — 370 3aPMKCMPOBAHHbIE U3MEHEHUS
COCTOAHMA MATEPUN U IHEPTUN, @ OHU MATEPUabHBI.

7. Kak Ha3blBaeTcA CBOICTBO MHGOPMALUK, NPOABAAIOLLEECA B TOM,
yTo OHa (MHbOopmauua) nepesaerca u o6pabaTbiBaeTcA YeI0BEKOM
NOPUMOHHO, OTAENbHbIMU CO0bLEHUAMN?

1) MHBapMaAHTHOCTb;

2) ANCKPETHOCTb;

3) CTPYKTYpPMpPOBAHHOCTL;
4) 4aCTUYHOCTb.

8. YKaxkuTe BepHoe nepeuncieHne CBOMCTB J0KYMEHTUPOBAHHOM
nHpopmaumu.

1) MMeeT cemMaHTMUYECKUIA XapaKTep, KOANPYETCA CUCTEMON
CMMBOJI0B M 3HAKOB, CTPYKTYPMPOBaHa 1 nepeaaeTcs
AVNCKPETHO, CBA3aHa C maTepuasibHbIM HOCUTENIEM, HOCUT
COUMaNbHBIN XapaKTep;

2) XpaHUTCA B MO3re YeNoBeKa, KoaMpyeTca cuctemon
CMMBOJI0B U 3HAKOB, e NPUCYLLM MHBAPUAHTHOCTb,
YaCTUYHOCTb;

3) cTpPYKTYypMpOBaHa 1 nepeaaeTcs GUCKPETHO, NpeacTaBaseT
coboit MaTeputo AN SHEPrUD, UMEET CEMAHTUYECKUI
XapakKTep;




CTpyKTyp

HbIl MnaHnpyemble
3NeMeHT pe3ynbTaTthbl
KomneTe 0byyeHus
HUMK
OueHouHble cpeacTsa
4) nmeeT coumabHbIN U CEMaHTUYECKUIA XapaKTep, obnagaer
WMHBAPWMAHTHOCTbIO, KOAUPYETCA CUCTEMOMN CUMBOIOB U
3HAKOB.
9. HasoBute guddepeHumnanbHble NPU3HAKN AOKYMEHTa?
1) Hannune MHGOPMaUMOHHOM 1 MaTepUanbHOM
COCTaB/AOLWMX;
2) CTPYKTYPHOCTb AOKYMEHTa;
3) NOA/IMHHOCTb;
4) GYyHKUMOHANbHOCTb AOKYMEHTA.
YmeTb: 06DBACHATD KoHTponbHasA paboTa no Kypcy
pasHuuy B
1. MpoaHanusnpoBsaTb ynoTpebaeHne NOHATUA K OOKYMEHT» U ero
CYLLLECTBYIOLMX
MHOHMMOB « », «Bymara», «aKkT», « A bymara»
TONKOBAHMM CUHO 0B «aeno», «bymara», «akT», «genosas bymara»,
«CNyKebHbIM AOKYMEHT» MO TPEM UCTOYHUKAM (cm. XpecTomaTuio K
KHOYEBbIX y AOKRY P ( P
o 2):
NOHATUM pasaeny 2)
AOKYMEHTOBEAEHM - leHepanbHOMY pernameHTy 1720T.,
A (06beKT,
npeamet, MeToApl - O6wemy rybepHckomy yupexaeHuto 1775r.,
OOKYMeHTOBeAEHMU
- O6wemy yypexaeHuto muHmuctepcts 1811 r.
A, AOKYMEHT,
MHGopmauns, MpoaHann3npoBaTb, B KaKUX Cydanx ynotpebaseTca Kaxaoe
AOKYMEHTUPOBAHH | ooro
aa nHdopmauma);
OEenatb BblBOAbI HA
OCHOBaHMMU
aHanusa
ynotpebneHui
TEPMUHOB B
HOPMATUBHbIX
NCTOYHMKAX M
cneumanbHom
NvTepatype
Bnagetb HaBblkamu | KoHTponbHas pabota no Kypcy
aHanusau

conoctaBneHunA

3apaHune




CTpyKTyp

HbIM

INNIEMEHT
Komnete

HUMK

MNnaHnpyemoble
pesynbTaThbl
0byyeHus

OueHouHble cpeacTsa

copeprKaHus
OOKyMeHToBea4vec
KMX TEPMUHOB

3. CpaBHUTb TOIKOBAHMA TEPMUHOB  «MHbOPMaLUAY,
«AOKYMEHTUPOBaHHasA MHGOPMALUMAY, « LOKYMEHTY, «3/1€KTPOHHbIM

AOKYMEHT» B HOPMATUBHbIX U NMPABOBbIX aKTax.

3.1.BbinncaTtbh U3 rocy4apCTBEHHbIX CTAHA4APTOB oNpeaeneHms
TEPMMUHA KAOKYMEHT»:

FOCT 16487-70. JenonponsBoacTBO 1 apxXxnBHoe Aeno. TepMuHbl
onpeaeneHuns;

FOCT 16487-83. lenonponsBoAaCTBO U apXmMBHOE Aen10. TepMUHbI U
onpeaeneHus;

FOCT P 51141-98. lenonpon3BoACTBO U apXmMBHOE Aeno. TepMuHbl n
onpegeneHus;

FOCT P 7.0.8-2013 lenonpomn3BoACTBO M apXMBHOE Aeno. TepMUHbI U
onpeaeneHums.

3.2. Bbinucatb 13 deaepanbHbix 3akoHOB N2 149 «06 nHbopmaumm,
MHPOPMALMNOHHbIX TEXHONOTUAX M 3awmuTe nHGopmaumm» 2006 r. n No
15 «06 uHdopmauum, nHbopmaTUsaummn 1 3awmTte MHGopmaumm» ot
25 anBaps 1995 roga onpeaeneHns TepMUHOB «MHpopMaLma»,
«OOKYMEHTUPOBAHHAA MHPOPMALMAY, KAOKYMEHT» U «3NEKTPOHHbIN
OOKYMEHT» YCTAHOBUTb, KaKMe acneKTbl (Hocutenmn nibopmaumm,
cnocobbl ee GUKCMPOBAHUA, IOPUANYECKAA CUTa AOKYMEHTa M 4p.) U
bYHKUMKM AOKYMEHTA 33/10KeHbI B 3TUX ONpeaeneHmaXx.

nK

-8

cnocobHOCTbIO a

HaAn3nposaTb LEHHOCTb AOKYMEHTOB C Ue/1blo UX XPaHEeHUA,

3HaTb

KPUTEPUUN OLLEHKM
LEeHHOCTU
OOKYMEHTOB,
nocpeacTsom
onpeaeneHua
dYHKLMM
JOKYMEHTOB,
Cnocobbl 1
cpeacTea
JOKYMEHTUPOBaHM
A; NPUHLMNbI

KnaccudpuKaumm

Bonpocbl K 3K3ameHy

1.0cHoBHble CBOMCTBA A0KYMEHTOB. OpUrMHaAbHOCTb. KONUIAHOCTb.
MoANNHHOCTD.

2.[lokymeHTbI B cdhepe npaBa 1 ynpasaeHus. HayyHo-ncTopuyeckas u
NpPaKTUYecKan LEeHHOCTb AOKYMEHTa

3.MpU3HaKK AOKYMeEHTa.

4. dyHKUMM SOKYMeHTOB. Mpobaembl onpeaeneHns
KNaCCUOUKALMOHHBIX XapaKTEPUCTUK LOKYMEHTOB MO GYHKUUAM.




CTpyKTyp

HbIl MnaHnpyemble
3NeMeHT pe3ynbTaTthbl
KomneTe 0byyeHus
HUMK
OueHouHble cpeacTsa
dYHKLUMA UTtoroBbiit Tect

OOKYMEHTOB B
OOKYMEHTOBEeAEHU
W; NPenmyLLecTsa
N HeJOCTaTKK
KaXKaom
KnaccMdUKauMoHH
OW cUCTeMbl;

0 3aBUCUMOCTM
CPOKOB XpaHeHUs
OOKYMEHTOB OT UX
GYHKUMI 1
COCTOAHUA
MaTepuanbHoOro
HOCUTENS, A TaKXKe
oT cnocoba
OOKYMEHTUPOBAHM
A

1. Hait\pute BepHOoe npogonkeHune ppasbl: «OpUrMHANbHOCTb
[OKYMEHTA ABAAETCA ...»

1) cywecTBeHHbIM (anddepeHumnanbHbIM) NPU3HAKOM, TaK KaK
XapaKTepHa 419 BCeX BUA0B M TUMOB AOKYMEHTOB;

2) cyuiectBeHHbIM (AnddepeHLManbHbiM) CBOMCTBOM, TaK Kak
HeobXoAMMa YeNOBEKY B €ro NPaKTUYECKOW KU3HU;

3) HeCyweCTBeHHbIM MPU3HAKOM OOKYMEHTA, TaK KaK YE/NIOBEK
B ,Cl,eVICTBMTeﬂbHOCTM nmeet Aeno He TONbKO C OpUrnHaiamm
AOKYMEHTOB, HO U C UX KOMUAMMU;

4) Hecyw,ecTBEHHbIM, TaK KaK BCTPEYaeTcs He Yy BCex
[OKYMEHTOB.

2. KaK HasbiBaeTcA AOKYMEHT, Bnepsbie CO3AaHHbIVI o4aHMM
yesioBeKOM NN HECKOJIbKMMU I'IMLI,aMM?

1) opuruHan;
2) NOANUHHUK;
3) ay6nukar;
4) konus.
3. KTo, meeT NpaBo NpuAaBaTh OPUAUYECKYIO CUNY KONUAM?
1) HoTapuyc;
2) opraH13auus, Bbl4aBLLAA AOKYMEHT;
3) HaYaNbHUK OTAENA KaapPOoB Nto6OV OpraHU3aLmu;

4) 3aBeaytoLWmMi KaHuensapuen ntoboro rocyaapcTBeHHOro
opraHa.

4. Npopgonkute ppasy: «TepMmuHbl KOKYyMeHMUPOBAHHAA
MHbopMaLUa» U KOOKYMeHMHAA NHGopMaLUaA» ...»

1) HUYem Apyr OT Apyra He OTAIMYAIOTCA U ABAAKOTCA NOSHbIMM
CUHOHUMaMM.

2) cogepKaT NPOTUBOMO/IOXKHbIE NOHATUS;




CTpyKTYp
HbIM
INemMeHT
Komnerte
HUUU

MNnaHnpyemoble
pesynbTaThbl
0byyeHus

OueHouHble cpeacTsa

3) pasAnyHbI MO NOHATUIHOMY 06bEMY, TaK KaK He BCAKan
«A,OKYMEHTUPOBaHHan MHpopMaLma» ABaseTca
«OOKYMEHTHOMY.

4) noHATNE «AOKYMEHTUPOBaAHHAA MHPOpMaLMA» WKpe
NOHATUA «AOKYMEHTHAA MHGOPMaLMA», TaK KaK YKa3blBaeT He
TO/IbKO Ha Ha/nume naeanbHol (MHPopmaLMOHHOM)
COCTaBAAOLWEN, HO U HA HAZIMYME MATEPUANBHOTO HOCUTENA.

5. YKaXKute cBOIACTBO A OKYMEHTUPOBAHHOI MHPOpMaL MK, KOoTopoe
HE ABJIAETCA o6a3aTenbHbIM.

1) onepaTMBHOCTb;
2) 0AHO3HaYHOCTb TO/IKOBAHMA;
3) OCTOBEPHOCTb;

4) oduuManbHOCTb.

6. CnocobHOCTb AOKYMEHTOB K TUpa*XnposaHuto, socnpounsiseaeHuto
copepirKaHna nu matepmnasibHOro HOCcUTeNIA Ha3biBaeTcAa ...

1) ayTeHTUYHOCTb;
2) TOXAeCTBEHHOCTb;
3) KONUNHOCTb;

4) danbcudukaums.

7. Kakoii [OKYMeHT cuntaetca opuumuanbHbIM?

1) LOKYMEHT, M3roTOBAEHHbIN C cobA0AEHMEM
yCTaHOBNEeHHOW GOPMbI UM YAaCTUYHO U3MEHEHHbIN;

2) OOKYMEHT, N3roTOBJ/IEHHbIN CaHKUMOHNPOBAHHbIM
cnocobom B COOTBETCTBUMU C 3aKOHOA4aTe/IbHO onpep,eneHHon
TEXHONOTMeMn ero U3roToBAEHUS U VIMeI-OLLI,VIlZ NPU3HAKA
NnoANTMHHOCTU;

3) AOKYMEHT, CO34aHHbIN LOPUANYECKUM UAN GU3NYECKUM
Muom, obOpPMAEHHDBIN N YAOCTOBEPEHHDbIN B YCTAHOB/IEHHOM
nopsgxe;

4) LOKYMEHT, cofepKaHne KOTOPOro MOXHO CYUTATb MONHbIM
M TOYHbIM NpeAcTaBAeHMEeM NOATBEPKAAEMbIX OnepaLuit,




CTpyKTYp
HbIl MnaHnpyemble
3IeMeHT pesynbTaThbl
KomneTe 0byyeHus
HUMU
OueHouHble cpeacTsa
OEeATeNbHOCTU UM GaKTOB U KOTOPOMY MOXKHO 40BEPATH B
nocieayroLmMx onepaumnsax uam B nocaeayoLLemn
OEeATENbHOCTHU.
8. AYTEHTUUYHbIN J,OKYMEHT — 37O ...
1) BOKYMEHT, U3rOTOB/IEHHbIN C cObtoaeHneM
YCTaHOBAEHHOW GOpPMbI MU YAaCTUYHO UBMEHEHHDbIN;
2) AOKYMEHT, KOTOPbIN MOXHO /IOKaNN30BaTb, HANTH,
BOCMPOM3BECTU N MHTEPNPETUPOBATb;
3) TakoW AOKYMEHT, y KOTOPOro MOXHO A0Ka3aTb, YTO OH:
AB/IAETCA TeM, YeM npeTeHayeT 6bITb; Obl1 CO3aaH AN
OTnpaB/ieH NLOM, AENCTBUTENIbHO CO34aBLUNM UM
OTNPaBUBLUMM €ro; a TakKe bbla co34aH UK OTNpaBaeH B TO
Bpems, KOTopoe 0603HaYeHoO.
4) LOKYMEHT, cofepiKaHMe KOTOPOro MOXHO CYUTaTb MNOJHbIM
M TOYHbIM NPeACcTaBAEeHNEM NOATBEPKAAEMbIX ONepaLnii,
0eATeNbHOCTU UAN GaKToB M KOTOPOMY MOXKHO L,OBEPATH B
nocieAyroLmMx onepaumnsax Uam B NocaeayroLemn
OEeATeNbHOCTHU.
YmeTb: onpegenar MpakTuyeckoe 3agaHue Ha IK3aMeHe:
b GYHKUMUK
- onpeAenuTb TUN AOKYMEHTa NO ero CBOMCTBam
OOKYMEHTOB Mo
opurMHan/Konus; NoANUHHbIN/banbCcUbULNPOBAHHbIN);
DEKBUZUTAM 1 (op / ; noan /d $uump );
COAEPKRanNIO; - onpeAenuTb cneumanbHyo GyHKLMIO JOKYMEHTa;
YMEeTb
0b60CHOBbIBaATL - onpeaennTb cnocob AOKYMEHTUPOBAHMA.
CBOIO TOUKY
3peHus;
NK-19 CNoCco6HOCTbIO UCMO/b30BaTb NPaBK/a NOATOTOBKU yNpaBAeHUYeCKUX

AOKYMEHTOB U BeaeHuA AGHOBOﬁ nepenucKku

3HaTb

OCHOBHble
dYyHKUMM
ynpaBaeHYecKmx
OOKYMEHTOB;
UCTOPUIO
nonBaeHun
OCHOBHbIX

Bonpocbl K 3K3aMmeHy

1.0cHOBHbIe CBONCTBA AOKYMEHTOB. OpUrMHANbHOCTb. KONMIAHOCTD.

NMoaNMHHOCTD.

2.[lokymeHTbI B cdhepe npasa 1 ynpasaeHns. HayyHo-ncTtopuyeckan u

NnpakTnyecKaa LEeHHOCTb AOKYMEHTa




CTpyKTyp

HbI MnaHupyemsbie
afiemeHT pesynbTaThbl
KomneTe 0byyeHus
HLWUK
OueHouHble cpeacTsa
ynpaBneH4YecKnx 3.Mpu3HaKM JOKYyMeHTa.

[OKYMEHTOB B
OTEYEeCTBEHHOM
AenonpounsBoacTs
€; UCTOYHUKWN,
copepkawme
npasuna
noaroToBKM
JOKYMEHTOB U
BeAeHun
[enoBo
nepenucku;

4. dyHKUMM SOKYMeHTOB. Mpobaembl onpeaeneHns
KNaCCUPUKALMOHHbIX XapPaKTEPUCTUK AOKYMEHTOB MO QYHKLMAM.

UTorosbiit TecT

1. HOIIVId)yHKU,MOHaIIbeIM AOKYMEHT ABnAeTcA
noTomy, 4ToO...

1) oAHOBPEMEHHO BbIMNOJIHAET HECKOJIbKO Pa3HbIX GYHKLUNA;
2) Bpems oT BpemMeHn meHseT GYyHKUUN;
3) pa3Hble AOKYMEHTbI BbIMOHAIOT pasHble GpyHKLUMK;

4) y LOKyMeHTa ecTb rNaBHas, oblwme 1 cneunanbHble
byHKUMN.

2. Moyemy B HayKe A0 CUX NOP He CNOXKUNOCb eAUHOMN
Knaccudpukaumm GyHKUMNA AOKYMEHTOB?

1) GYHKUMKM LOKYMEHTOB MMEIOT Pa3HYH NPUPOAY U 3aBUCAT
OT KayecTBa U TUNa nHGopmaLmu;

2) cneKkTp 3TUX GYHKLUMI LUMPOK, TaK Kak MHbopmauus
NPOHM3bIBAET BCe Chepbl YeNOBEYECKOrO 06LLecTBa U
yA0BNETBOPAET CaMble pa3HOOOpPa3Hble NOTPebHOCTH;

3) LOKYMEHTbI CNOCOBHBI BbIMOJIHATL CPa3y HECKO/IbKO
GYHKLMIN, X MHOTAA TPYAHO PasaennTb mexay coboi;

4) BC€ Ha3BaHHbIE BbilWlE NPUYNHDbI.

3. 3T1 GYHKUMM 06A3aTeNbHO eCTb Y BCEX AO0KYMEHTOB, HO B pa3HOM
COCTaBe KaK aKTya/lbHOoe A0oNoAHeHUue Apyrux GyHKumii. OHuK
BO3HMKAIOT Y AOKYMEHTA U MOTYT MEHATbCA B 3aBUCMMOCTU OT
ycnosuii yHKUMOHUPOBAHUA AOKYMEHTA, OTParKaloT
pa3Hoo6pa3Hble KOHKpeTHble noTpebHocTH obuecTBa uam
OTAENbHOro ero YjaeHa.

1) obuwime;

2) cneumnanbHble;




CTpyKTyp
HbIN

aNemeHT
Komnete
HUMK

MNnaHnpyemoble
pesynbTaThbl
0byyeHus

OueHouHble cpeacTsa

3) ynpaBneH4ecKue;
4) regoHUYECKME.

4.Kak Ha3biBaeTcA GYHKUMA AOKYMEHTOB, B KOTOPbIX OTPAXKEeHbl:
co3AaHue opraHu3aumm, yCTaHOB/AIEHUE ee CTPYKTYPbI, LUTAaTHOM
UYMUCNIEHHOCTU; pernameHTaLma AeATe/IbHOCTU U KOAIMYECTBO
CTPYKTYPHbIX NOApPasAeeHni U paboTHUKOB; peXxum paboTbl U T.N.

1) npaBoBas;

2) pacnopaauTenbHas;
3) KoHTpONSA;

4) opraHM3aLUMOHHas.

5. ECv A,OKYMEHTbI Ha3blBalOTCA «NPUKa3», «pelueHue»,
«NOCTAaHOB/IEHUEY, KYKa3aHUe», «pacnopsKeHUe», To OHU
BbINONHAIOT (MU BbINONHANN paHee) GYHKLMUIO ...

1) npaBosyIo;

2) pacnopaauTenbHyto;
3) KoHTpONS;

4) opraHun3aLMOHHY!HO.

6. 3Ta PyHKLUA CBOUCTBEHHA AOKYMEHTaM, B KOTOPbIX A/ 3anUcu
MHPOPMaLUM UCNONb3YIOTCA Pa3/IMYHbIE NPUEMbl U CUCTEMbI
TaliHonucK, Kpuntorpadpum. TakKe 0COBEHHOCTbIO TaKUX
AOKYMEHTOB ABNAIETCA OrpaHUYeHUe B AocTyne K MHpopmaumu.

1) cTaTucTMYecKasn;
2) noanTMYecKas;
3) 3awuTbl HGOPMaLUUY;

4) KOTHUTUBHaSA.

?

YmeTtb

Onpepgenatb

dYHKUMIO
ynpaBAeHYeCcKoro

MpaKTnyeckoe 3agaHue Ha IK3aMeHe:

-onpegenntb TN AJOKYMEHTa Mo ero cBolicTBam




CTpyKTyp
HbIM

aNemeHT
KomneTe
HUMK

MNnaHnpyemoble
pesynbTaThbl
0byyeHus

OueHouHble cpeacTsa

OOKYMeHTa

(opurnHan/konus; NoAnMHHbIN/GanbCUPUUMPOBAHHDBIN);
- onpeAennTb cneumanbHyto GyHKLUNIO LOKYMEHT];

- onpeaennTb CNocob AOKYMEHTUPOBaHUSA.

Bnagetb

MeToaamm
naeHTndMKaumm
$yHKUMM
ynpaBaeHYecKmx
OOKYMEHTOB

OnpenenvTtb BUAOBOW COCTaB AOKYMEHTOB AaHHOM 3noxu. BeinucaTb
Ha3BaHWA BMAOB AOKYMEHTOB Mo rnaBam (ctonbubl 2 1 4), a 3aTem,
nosab3yacb «KpaTKMm cnoBapem BULOB U

pa3HOBUAHOCTEN AOKYMEHTOB» 1974 r. (cm. XpecTomaTus K pasgeny
1) n «FeHepanbHbIM pernameHToM», pacnpeaennTb yKkasaHHble BUAbI
W pa3HOBUAHOCTN SOKYMEHTOB Mo chepam rocysapcTBeHHOM
OeATeNbHOCTU. 3aHeCTN AaHHble B Tabauuy.

[laTb TONIKOBaHWE BbIMMCAHHbIM BUAAM U
pa3sHOBMAHOCTAM LOKYMEHTOB, NO/1b3yACb «KpaTKMM cioBapem
..»(cTtonbeu, 3).

HaumeHoBa Bug un CnoBapHoe onpeaeneHue |Ccblka
Hue chepbl [PasHOBUAHOCTbL A0BUAA U Ha rnasy B
rocyAapcTB [KyMeHTa pa3sHOBMAHOCTU AOKYMeH [«eHepan
eHHOW Ta no «Kpatkomy bHOM
iAeaTenbHoOC cnoBaplo BUA0B U pernameH
™" pasHoBUAHOCTe AoKyme Te» 1720
HTOB»(1974) r.

1 2 3 4

NK-25

LenoBoi

B1ageHnem HaBblKaMM NOATrOTOBKU yrnpaB/ieHYeCKUX 4OKYMEHTOB U BeAeHUA
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CTpyKTyp

HbIl MnaHnpyemble
afiemeHT pesynbTaThbl
KomneTe 0byyeHus
HLWUK
OueHouHble cpeacTsa
3HaTb cnocobbl Bonpocbl K 3K3ameHy
OOKYMEHTUPOBAHU
1. MoHATME O [OKYMEHTUPOBAHMMK, CNOCOBAxX U cpeacTBax
A, Ucnosb3yembie B AORY P ! PEA
yNIPaBNEHUECKOM OOKYMEHTUPOBaHUA.
AEATENBHOCTH, 2. TpaAULMOHHbIE MeToAbl AOKYMEHTUPOBAHMA.
ncToputio
CTaHOB/NEHMUA 3. TeXHOTPOHHblEe MeToAbl JOKYMEHTUPOBAHUA.
cnocob
4. MeToabl ALOKYMEHTUPOBAHUA, MPUMEHAEMble B COBPEeMEHHOM
OOKYMEHTUPOBaHU

A ynpaB/ieHYeCKoun
OeATeNbHOCTY;
npeuvmyLlecrtsa v
HeaoCTaTKK
cnocob6os
OOKYMEHTUPOBAHMU
A, NPUMEHsIeMble B
[enoBo
AeaTeNbHOCTH

AenonpousBoAacTBe.
UTorosbiit TecT

1. [leiicTBME MK COBOKYNHOCTb AeACTBUA, NPUMEHAEMDbIX B
npouecce 3anucu MHGopmaLmm, HasbiBaeTCA...

1) cpeacTBOM AOKYMEHTUPOBAHUS;
2) cnocobom JOKYMEHTUPOBAHWUSA;
3) cuctemoit AOKyMeHTauuu;
4) MeToa0oM AOKYMEHTUPOBAHUA.
2. YKaXKuUTe, 4YTO BK/IlOYAET B cebA cuctema 4OKYMEHTUPOBAHMUA.
1) meTog, 4OKYMEHTUPOBAHUSA;
2) BUAbI LOKYMEHTOB;
3) cpeacTBa AOKYMEHTUPOBAHMSA;

4) maTepunanbHbIA HOCUTENb MHPOPMALLUN.

3. Cnoco6 HaHeceHUA A3bIKOBbIX 3HAKOB U 3HaKOB-VI306pa)KEHMFI Ha
NnOoBEPXHOCTb MaTepUaZibHOro HoOcUTeNAa Npu NOMOLLU OPrTeXHUKHU

Ha3blBaeTcA...([omeem 3anucame c106amu)

HayepmamesnbHbili

4. MNMpapoautenem maTpuyHbIX MaTepuanbHbIX HocuTenei AsnseTca

cnepylowmii cnocob 4O0KYMeHTUPOBaHMUA...
1) HauyepTaTeNbHbIN;

2) aneKkTpocTaTUYECKNA;




CTpyKTyp

HbIl MnaHnpyemble
3NeMeHT pe3ynbTaTthbl
KomneTe 0byyeHus
HUMK
OueHouHble cpeacTsa
3) nepdopurpoBaHme;
4) nasepHbIi.
5. Npogonxute ppasy: « TpaduyuoHHbIe cnocobbl
00KyMeHMuUpoBsaHus npeocmasseHsl...»
1) HauyepTaTeNbHbIM Cnocobom;
2) BbiCEKAHMNEM;
3) LOKYMEHTUPOBAHMEM Ha NULLYLLEN MALLUHE;
4) MexaHW4YeCcKoM 3anucoio.
6. KTo 1 Korga BnepBble 0CyL,ecTBUA He TO/IbKO 3anucb, HO U
BOCNpousBeAeHue 3ByKa C MaTepuanbHoOro Hocutens?
1) B 1804 r }K. Hakkap;
2) 8 1807 r. T. lOHTr;
3) 8 1857 r. CKoTT;
4) B 1877 r. T. 34UCOH.
7. Kakoi cnocob6 BnepBebie N03B0JIW/ 3ane4aTt/ieTb 06beKTUBHYIO
BU3ya/ibHYI0 MHOPMaLMIO HA MaTepuanbHOM HocuTene?
1) pucoBaHue;
2) *MBOMUCD;
3) BbI’KUraHuUeE;
4) poTOXMMUYECKNN.
YmeTb BblIbUpaTh cnocob | 4. U3yuntb Temy «Cnocobbl U cpeacTsa AOKYMEHTUPOBAHUAY» MO

OOKYMEHTUPOBAHM
A B pasHbIX
cUTYaumax
[,enoBo
AeATeNbHOCTH

yyebHomy nocobuto H.C. flapbKoBa. «[loKymeHTOBeAeHUE» (He paHee
2006 r. n3gaHms). CoctaBuTb KOHCNEKT 4-i «Cnocobbl 1 cpeacTsa

AOKYMEHTUPOBAHUA»
ﬂpaKTuueCKoe 3agaHue Ha dK3ameHe:

-onpegenntb TN A4OKYMEHTa Mo ero cBolicTBam




CTpyKTyp

HbIl MnaHnpyemble
3NeMeHT pe3ynbTaTthbl
KomneTe 0byyeHus
HUMK
OueHouHble cpeacTsa
(opurnHan/konus; NoANUHHbIN/banbCUPUUMPOBAHHDBIN);
- onpeAennTb cneumanbHyto GyHKLUNIO LOKYMEHT];
- onpeaennTb cnocob AOKYMEHTUPOBAHMS.
Bnagetb | TpPaAULMOHHBIM U OnpenenvTtb BUAOBOW COCTaB AOKYMEHTOB AaHHOM 3Noxu. BeinucaTb

TEXHOTPOHHbIM
cnocobamm
OOKYMEHTUPOBAHM
A ynpas/ieHYecKkom
OeATeNbHOCTH

Ha3BaHWSA BMAOB AOKYMEHTOB Mo rnaBam (ctonbubl 2 u 4), a 3atem,
nosab3yacb «KpaTKMm cnoBapem BULOB U

pa3HOBUAHOCTEN AOKYMEHTOB» 1974 r. (cm. XpecTomaTusa K pasgeny
1) n «FeHepanbHbIM pernameHToM», pacnpeaennTb yKkasaHHble BUAbI
W pa3HOBUAHOCTN SOKYMEHTOB Mo chepam rocysapcTBeHHOM
OeATeNbHOCTU. 3aHeCTU faHHble B Tabauuy.

[laTb TONIKOBaHWE BbIMMCAHHbIM BUAAM U
pa3sHOBMAHOCTAM LOKYMEHTOB, NO/1b3yACb «KpaTKMM cioBapem
..»(cTtonbeuy, 3).

HaumeHoBa Bug un CnoBapHoe onpeaeneHue |Ccblka

Hue chepbl [pasHOBUAHOCTbL AoBUAA U Ha rnasy B

rocyAapcTB [KYMeHTa pa3HOBMAHOCTU AOKYMEH [«FeHepan

eHHOW Ta no «Kpatkomy bHOM

iAeaTenbHoOC cnoBaplo BUA0B U pernameH

™" pasHoBUAHOCTe AoKyme Te» 1720
HTOB»(1974) r.

1 2 3 4
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