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1 lenu ocBoOeHHUs TUCHMIINHBI (MOIYJIs1)

- IO3HAKOMUTb CTYJEHTOB C OCHOBHBIMH MOHSITHAMH JOKYMEHTOBEICHHUS KaK HayKH, €€
HAYYHBIM HHCTPYMEHTapHeM: OOBEKTOM, MPEIMETOM, METOJAMH HCCIEIOBAHUS, KIIOYEBBHIMH
MOHSITUSIMH;

- PacCMOTPETH CIIEKTP OCHOBHBIX MTPOOJIEM B 00JIACTH JOKYMEHTOBEICHHS,;

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

2 MecTO TMCUMILTHHBI (MO/1YJIs1) B CTPYKTYpe 00pa3oBaTeIbHOM MPOrpaMMbl

HucuuruimHa OCHOBBI IOKYMEHTOBEICHUS BXOAUT B 0a30BYI0 4acTh y4yeOHOro IjIaHa
00pa30BaTeNbHOMN IPOrpaMMBI.

Jns  u3ydeHUs  QUCLUIUIMHBL  HEOOXOOUMbl  3HaHUS  (YMEHMs,  BIJIAJICHUsA),
c(OpMHUPOBAHHBIC B PE3yIbTATE H3YUCHHUS TUCIUTUTINH/ TPAKTUK:

Jlnist ocBOEHMsI Kypca HEOOXOIUMbI 3HAHUS, MOJyYCHHbIE B PAMKAX IOJHOIO CPEIHEro
obpazoBanus no aucruummHam "Ucropus", "O0mectBo3nanue", "Pycckuit s3p1k""

3HaHus (YMEHHUs, BIaJIeHHs), IOJIyYEeHHbIe MIPU U3YYEHUU AAHHOW TUCLUIUIMHBI OyayT
HEOOXOUMBI JIJISl U3YYEHUS TUCIUILINH/TIPAKTHK:

OCHOBBI apXMBOBEICHUS

JIOKyMEHTallMOHHOE 00ecriedeHne apXuBHOro Aeia U UHopMaoHHoi cdepsl B PO

JIMHrBUCTHYECKHE OCHOBBI JIEJIOBOTO MMUChMa

CoBpeMeHHas opraHu3alus rocyAapCTBEHHBIX yupexaeHuil Poccuu

JIOKyMEHTHasi TMHTBUCTHKA

Opranu3zanys 1 TEXHOJIOTHS TOKYMEHTAlMOHHOTI'O 00eCIIeYeHNUs yIIpaBICHUS

ApxuBoBeneHue

JIOKyMEHTaIlMOHHOE 00eclieueHne aJMUHUCTPAaTUBHBIX OTHOIIECHHH B PD

OCHOBBI CEKPETAPCKOT0 0OCITYKUBAHUS

MonenpoBaHu€e CUCTEM TOKYMEHTALUN OPraHU3aLNH

IIpoexkTupoBaHue ynpaBIeHUYECKON TOKYMEHTALUNA OPTaHU3alUH

JIOKyMEHTUpOBaHUE 1€ATEIbHOCTH HETOCYIAPCTBEHHBIX OpraHu3alui

VYuyebHas - NpakTUKa M0 MOJYYCHHIO MNEPBUYHBIX MNPO(PECCHOHANBHBIX YMEHMH H
HaBbIKOB, B TOM 4YMHCJ€ [EPBUYHBIX YMEHUH U HaBBIKOB HAyYHO-HMCCJIEI0BATEIbCKON
JESATEIIBHOCTH

JlokyMeHTOBEeIEHHE

WNHupopmaninoHHbIe TEXHOJIOTUN B IOKYMEHTOBEACHUH U apXUBHOM JIeJie

OCHOBBI HAYYHO-UCCIIEA0BATEIBCKOMN JEATEIBHOCTH

3 Komnerenuuu odyuarouerocsi, gopmMupyembie B pe3yJbTaTe 0CBOCHHA

AUCHUILIMHBI (MOYJIs) M IVIAHUPYeEMbIe Pe3yJbTaThl 00y4eHus!

B pesynpraTe ocBoeHMsS JUCHMIUIUHBL (MOAyisi) «OCHOBBI JTOKYMEHTOBEIEHUS»
00yyaroImuics T0JHKeH 00J1a/1aTh CIeIyIOIUMH KOMIETEHIUSMHU:

CTpyKTypHBIH [Tnanupyemble pe3ynbTaThl 00y4eHUS
DJIEMCHT
KOMIICTEHITUH
OIIK-4 BJIAJICHUEM HABBIKAMH UCIIOJIb30BAaHUS KOMITBIOTEPHOW TEXHUKHU U

WH(OPMAIIMOHHBIX TEXHOJIOTUN B MOMCKE HCTOYHUKOB M JIUTEPATYPhI, UCIIOJIb30BAHUU MPABOBBIX
0a3 JaHHBIX, COCTABJICHUHN OMOIHOTpadUUeCKUX U apXUBHBIX 0030pOB




3HaTh

Ha3BaHMs UH()OPMALIMOHHO-TIPABOBBIX MOPTAJIOB Pa3MEUICHHS aKTyalbHBIX
Y YCTapeBIINX HCTOUHUKOB, 3aKOHOIATEIILHO PETTIAMEHTUPYIOIINUX PaboTy C
JOKYMEHTaMHU, a TaK)Ke Ha3BaHUs HAYyYHO -MIPAKTHUYECKUX >KYPHAJIOB 110
JIEJIONPOU3BOJICTBY U ApXUBHOMY JIENY;

YCJIOBHSI IOJIb30BaHMs oOpa3oBareabHbIM nopTajiom MI'TY, 6a3oii
aneKTpoHHOU 6ubmmoreku MI'TY;

Ha3BaHMsI IEHCTBYIOIIUX MPOPECCHOHANBHBIX

tdhopymoB.

YmMmets COCTaBJISITh TEMATUYECKUIN 0030p HAyYHBIX CTaTei; 0030p aBTOPOB HA
OCHOBE I'0JIOBOM MOAMMUCKHU KypHaa;
OLICHUBATh U BBISBIISITH 00bEM U KauecTBO MHGOpMAIUK, pesia-raeMoit
NHTepHeT-ucTOUHUKaMU IO JIEJONPOU3BOJICTBY U apXHUBHOMY /1€y
Bnanets HaBbIKaMU TIPUMEHEHUS OTepaliy MoucKka NHPOpPMAINHU B IOMCKOBBIX

cHCTeMax, B TEKCTE KOHKPETHOTO IOKYMEHTA PAa3IMYHbIX ()OpMa-TOB.

[1K-3 Biagenuem 31

aHUSAMHN OCHOBHBIX np06neM B o0J1acTu AOKYMCHTOBCACHUA U

3HaTh

OCHOBHBIC HpO6HCMBI B o0J1acTu AOKYMCHTOBCACHUA, ITIPUINHBL
BO3HHKHOBCHUS OTUX HpO6JIeM, a TaKKC yCJIOBUA, H€06XOI[I/IMI)I€ I UX
YCTPpAHCHUS.

YmMmern

OOBSACHATH Pa3HUILY B CYLIECTBYIOLIUX TOJIKOBAHUU KIIFOUEBBIX OHATUN
JOKYMEHTOBeIeHUs! (00BEKT, IPEIMET, METO/Ibl JOKYMEHTOBEICHUS,
JTOKYMEHT, HH(pOopMaIus, JOKYMEHTUPOBaHHAast HH(GOpMAIHs); AeTaTh
BBIBOJIbl HA OCHOBaHMHM aHaJIM3a yHOTpeOIeHUI TEPMUHOB B HOPMATUBHBIX
HMCTOYHMKAX U CIIELUAIBHON JIUTEPATYPE

Bnanets

ITK-8 criocoOHOCThIO aHATM3UPOBATH IEHHOCTh JOKYMEHTOB C LEJIbI0 UX XpPaHEHUS

3HaTh

KPUTEPUU OLICHKH LIEHHOCTU JOKYMEHTOB, IIOCPEACTBOM OIIPEACIICHUS
(YHKIIUU TOKYMEHTOB, CLIOCOOBI M CPE/ICTBA JJOKYMEHTHUPOBAHNUS;
MPUHLUIBI KTacCUPUKAMK (PYHKIMNA JOKYMEHTOB B JOKYMEHTOBEICHUHY;
MPEUMYIIECTBA U HEAOCTATKU KaX 01 KIacCU(PUKAIMOHHON CUCTEMBI;

0 3aBUCUMOCTH CPOKOB XpaHEHHsI JOKYMEHTOB OT UX (DYHKIIMHA M COCTOSIHUSA
MaTepUaIbHOTO HOCUTEIS, a TAK)KE OT CII0C00a TOKYMEHTHPOBAHHUS

YmMmern

orpenenaTh GyHKINUU JOKYMEHTOB MO0 PEKBU3UTAM U COJIepKa-HUIO; YMETh
000CHOBBIBaTh CBOIO TOUKY 3PEHUS;

Bnaners

ITK-19 crocoOHOCTHIO NCTIOIB30BATH MPaBUJIA TOATOTOBKU YIPABICHUYECKUX JOKYMEHTOB U
BEJICHUS JIEJIOBOU MEPENNCKU

3HaTh OCHOBHBIE (DYHKIIH YIIPaBIEHYECKUX IOKYMEHTOB; UCTOPUIO MOSBICHHS
OCHOBHBIX yIPaBJICHUYECKUX JTOKYMEHTOB B OTE€UECTBEHHOM
JIEJIONPOU3BO/ICTBE; HICTOYHUKH, COJIEPKALIUE PAaBUIa MOATOTOBKU
JIOKYMEHTOB U BEJICHUSI JEJIOBOW MEPENUCKH;

YmMmeth Onpenensats QyHKIMIO YIPaBICHYECKOTO TOKYMEHTA

Bnagers METOAaMHU UACHTUGHUKAIMKA (YHKIUN YIpaBICHUYECKUX JOKYMEHTOB

[1K-25 BnaneHneM HaBbIKAMH MOATOTOBKHU YIIPABJIECHYECKUX JOKYMEHTOB M BEJEHUS J1€JI0BOM




3HaTh

CHOCOOBI TOKYMEHTHPOBAHUS, UCIIOJIb3yEeMbIE B YIIPABIEHYECKON
JEeSATEIbHOCTH; UCTOPUIO CTAHOBJIIEHUS CIIOCO0 JOKYMEHTUPOBAHUS
yIPaBICHUYECKON ACSITETbHOCTH; IPEUMYIIIECTBA U HEOCTATKU CIIOCOO0B
JIOKYMEHTUPOBAHUS, IPUMEHSIEMBIC B JIETIOBOM JI€ITEILHOCTH

VYmMmern

BBIOMPATH CIIOCO0 TOKYMEHTHPOBAHUS B PA3HBIX CUTYAIUSIX JETOBOM
NEeATEIbHOCTH

Bnaners

TpaAULIMOHHBIM U TCXHOTPOHHBIM criocobamu JOKYMCHTHPOBAHUS
ynpaBnqueCKofI ACATCIIBHOCTH




4. CTpyKTypa, 00BEM M coaepKaHue TUCHHUIINHBI (MOLYJI5)
OO0mas TpyI0eMKOCTh JUCIUIUIMHBI COCTAaBisieT 3 3a4eTHBIX enuuuil 108 akaa. gacoB, B TOM
qyuce:
— KOHTaKTHas paboTta — 8,6 akaJ1. 4acoB:
— ayauTopHas — 6 akaJl. 4acos;
— BHeayIuTOpHas — 2,6 akaJl. 4acoB
— camocTosTenpHas padora — 90,7 akaz. 4acos;
— MOJTrOTOBKA K 9K3aMeHy — 8,7 akaJ. Jaca

dDopMa aTTeCTaluu - OK3aMCH

AynutopHast e
KOHTaKTHas paboTa E 5 dopma TeKyniero
Pasnen/ Tema § (8 s Haca) E % CaMOCTE:II’feHLHOfI eraomoon Kon
JMCIIHTLTHHEL 7 g o YCHCBACMOCTH ¥ |\ \merenmun
2 g padoThI MIPOMEKYTOUHOM
Tex. mab. | TpaKT. z e aTTeCTaluu
3aH. | 3aH. |O 2
1. PA3JIEJI 1.
JOKYMEHTOBEJEHUE
KAK HAYKA
[ToBTOp
JIEKIUOHHOTO
TEOPETHYECKOTO
Mmarepuana,
HO/rOTOBKA K
1.1 1. Ponp noxkymeHTa B TeKYIIeMY [pakruueckoe | TIK-3, TIK-8,
KM3HM ~ uesmoBeka  u| 1 ]0,25/0,251 0,5/0,5U| 10 TECTHPOBATHIO, 3aganue Nel IK-19,
ob1ecTBa HaltHcanme Tect k paszmeny 1 OIIK-4
COYHMHCHU A~
paccyxaeHus Ha
TEMY
«JlOKyMeHT B
KM3HU 00IIecTBa
Y 4eTIOBEeKa»




1.2 2 Hcrounuku
JIOKYMEHTOBETUCCKUX
HCCIIeIOBaHUH

0,25/0,251

0,5/0,51

15

[ToBTOp
JIEKIMOHHOTO
TEOPETUYECKOTO
Mmarepuana,
MOJTOTOBKA K
TeKyIeMY
TECTUPOBAHHIO,
MIOJTOTOBKA
o030pa 1o
MEPHOANIECKIM
W3/1aHUSM B
obiacti
JIEJIOTIPON3BOJICTB
a ¥ apXUBHOTO
nena. AHanus
HUCTOPHYIECKUX
HCTOYHHKOB;
COCTaBJICHHE
KOHCIIEKTa C
UCIIOJIb30BaHUEM
IIPUEMOB CIKaTHUS
HCXOAHON
HHPOPMAIIH;
pedepuposanue u
AQHHOTHPOBAHUE
Hay4YHOU
JUTEPATYPHI,
OLICHUBATH U
BBISIBIISITH 00BEM U
Ka4ecTBO
“HPOPMAITUH,
npeaaraeMon
WHTEPHET-
HCTOYHHUKAMHU I10
JIETIOIPOU3BOICTB
Y ¥ apXUBHOMY
Jieny.

IIpaktuueckoe
3aganue Ne2
Tecr k paznmeny 1

IK-3, TIK-8,
OIIK-4

HWroro no pazneny

0,5/0,51

/11

25

2. PA3BJEJI 2. TIOHATUA

"MHOOPMALIMA"
"TOKYMEHT"

)41

21 2.1 [MousiTne
«uH(popMaLum» U ee poiib
B COLMAJIbHBIX u
9KOHOMHYECKUX
nporeccax.
Crneuuduyeckue 4epTsl
JIOKyMEHTUPOBaHHOM
uH(pOopMaIu

0,25/0,251

0,5/0,51

20

[ToBTOp
JIEKIIUOHHOTO
TEOPETUYECKOTO
MaTepHana,
MOJITOTOBKA K
TEKyLIeMy
TECTUPOBAHMUIO,
aHau3
JIOKyMEHTaJIbHbIX
HUCTOPHYECKHUX
HUCTOYHHKOB,
MOHSITHHHOTO
anmnapara
HOPMAaTUBHBIX U
MPABOBBIX AKTOB.
AHanu3 TepMHHa
"undpopmanus’".

[IpakTuueckoe
3aganue Ne2
Tecrt Kk paszgeny 2

IK-3, TIK-8,
OIIK-4




2.2 [TonsTue
"moxyment". Ilpu3naku n
CBOWCTBA JIOKyMEHTa

0,75/0,751

1/11

15

[ToBTOp
JICKIIUOHHOTO
TEOPETH-YECKOTO
Mmarepuana,
MOATOTOBKA K
TEKYIEMY
TECTUPOBAHHIO,
YTEHHE U aHAITU3
JIOKYMEHTAJIBHBIX
HCTOPHYECKUX
HCTOYHHKOB;
aHanu3
yrnoTpeOaeHus
TEPMHHOB
(ToKyMeHT,
Oymara, JIeJ10, aKT,
JOKyMEHTHPOBAH
Has ”HpopManus).

IIpaktuueckoe
3aganue Ne2
Tecrt k pasneny

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

2.3 OcHOBHBIE CBOICTBA
JIOKyMEHTOB

0,5/0,51

0,5/0,51

12

[ToBTOp
JIEKLIUOHHOTO
TEOPETHYECKOTO
Mmarepuana,
MOJITOTOBKA K
TeKyIeMY
TECTHPOBAHHUIO.

IIpaktuueckoe
3aganue Ne2
Tecr k pazueny 2

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

Hroro mo paznmeny

1,5/1,51

2211

47

3. PA3JIEJl 3. ®VHKIIUU
JJOKYMEHTOB u
CITIOCOBBI
JTOKYMEHTHPOBAHUS
COLIMAJIBHO 3HAUYMMOM

3.1
JOKyMEHTOB

OyHKIUN

0,5/0,51

[ToBTOp
JIEKI[HOHHOTO
TEOPETHYECKOTO
Marepuana,
MOJATOTOBKA K
TEKyLIEMY
TECTUPOBAHHIO,
aHau3 QyHKIHH
JIOKyMEHTOB.

[IpakTuueckoe
3agaHue 3
Tecr k pasnmeny 3

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

3.2 Cnoco0Obl U cpezcTBa
JIOKYMEHTHPOBaHUSI

0,5/0,51

10,7

CocraBnenue
KOHCIIEKTa C
UCIIOJIb30BaHUEM
MIPUEMOB CHKATHUS
HUCXOIHOM
HHPOPMAIHIH;
pedepupoBanue u
AQHHOTHPOBAHUE
Hay4YHOU
JIUTEPATyPhI

[TpakTuueckoe
3aaHue 3
Tecr k pazzueny 3

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

Wroro no pazneny

/11

18,7

Wroro 3a cemectp

2/21

4/411

90,7

OK3aMCH

Hrtoro no gucuuiimHe

221

4/41

90,7

OK3aMCH

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




5 O6pa3oBare/ibHbIe TEXHOJIOTHHI

Martepuan npeacTaBieH B CIEKTpe IPOOIIEMHBIX BOIIPOCOB. TexHoiorneld MOHUTOPUHTA
pe3ybTaToB 00pa30BaTENLHON JAEATEIFHOCTH SBISETCS 3K3aMEH, BBICTABISIEMBIH C Y4ETOM
peiiTuHra 1Mo pe3ynbTaTaM CTYJEHTOB B Pa3HOOOpPa3HbIX BHUIAX JCSATEIBHOCTH —
yueOHO-1103HaBaTEIbHOM, 4aCTUYHO-TIOMCKOBOH, penpoOAYKTHBHOM. Copepxanue
CaMOCTOSITeNIbHOM paboThl paccuuTaHo Ha (popmupoBaHHe yMeHUN pedepupoBaTh, COCTABIATH
HayyHble 0030pbl II0 MaTepuaiaM NEpPUOAMYECKHUX W3JaHuM, BKimouas VHTepHET-u3naHus
npoecCHOHANBHBIX ~ HAYyYHO-NIPAKTHUUYECKUX  KYpPHAJIOB  C  Ielbl0  (OpMUpPOBaHUS
camopa3BHBaroIIeiics HHPOpPMaMOHHO-pecypcHOU cpenbl. KoHTakTHas pabora mpeamnosiaraer
MH(OPMALlMOHHO-KOMMYHUKAIIMOHHBIE ~ 00pa3oBaTeNbHbIE  TEXHOJIOTMM —  OpraHu3alus
00pa30BaTENbHOTO MIPOLIECCa, OCHOBAHHAS HA IPUMEHEHHUHU CIELMATIM3UPOBAHHBIX TPOIPaMMHBIX
Cpel M TEXHUYECKUX CpeACTB paboThl ¢ HHpOpMAIMeil, B T.4. JIEKUHSI-BU3yadu3alus —
JEeMOHCTpaus y4eOHBIX MaTEepPHajoB, IMPEICTABICHHBIX B PA3JIMYHBIX 3HAKOBBIX CHCTEMaX.
[TpakTueckoe 3aHsTHe B (hopMe MPE3CHTAMN — MPECTaBIEHUE PE3yIbTATOB MPOEKTHOW HIIN
UCCJIEIOBATEIbCKON JEATEIbHOCTH € MCIOJIb30BAHUEM CIELMATIU3UPOBAHHBIX TPOrPAMMHBIX

cpen.

6 YueOHO-MeTOANYECKOE 00eclieyeHre CAMOCTOSTeIbHOI padoThl 00y4YaoIMXCcsi
[IpencraBieHo B npuioxeHuu 1.

7 OueHoYHbIE CPeACTBA /1JIsl IPOBeIeHUs POMEKYTOYHOM aTTeCTAlNU
[IpencraBieHbl B IPUIOKEHUH 2.

8 YueOHO-MeTOANYECKOE U HH(POPMALMOHHOE 00ecniedeHHe JUCHUILINHBI (MOLYJI51)

a) OcHoBHas1 JIUTEpaTypa:

1. JlokymeHTOBeICHUE © yIEOHHMK U TPAKTHKYM JJIsl akaJieMudeckoro Oakanaspuata / JI.
A. loponwuna [u ap.] ; moxa penakuueii JI. A. JlopoHuHoN. — 2-€ u3., mepepald. u gon. — Mocksa
: M3marensctBo [Opaiit, 2019. — 309 c. — (bakamaBp. Axagemudeckmii kypc). — ISBN
978-5-534-03053-2. — Tekct : onekrponnsii // DOBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/433067 (mata obparmienus: 16.10.2020).

2. KoxymxkoBa, H. B. Crpykrypa nokymeHnta. Cucrembl JIOKyMEHTAIIUH.
YuuuuupoBaHHas CUCTEMa OPTaHU3AIMOHHO-PACTIOPSIUTECIIEHON JIOKYMEHTAI[UU: OOIIHe
TpebOBaHUs K COCTaBJICHHIO U ohopmMieHuio : yaeoHoe mocodue / H. B. Koxymkosa ; MI'TV. -
Maruutoropck : MI'TY, 2016. - 1 snektpon. onT. auck (CD-ROM). - 3ari. ¢ TuTyin. kpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true (mata oOpamenus: 04.10.2020). - MakpooObekr. - Tekcr
AIIEKTPOHHBIH. - CBeZieHusI ToCTyIHBI Takke Ha CD-ROM.

0) lonoiHuTe/IbHAS JIUTEPATYypPAa:

1. BaiiboponoBa, JI. B. Merononoruss ¥ MeTo/Abl HAYYHOTO MCCIEIOBAHUA | ydeOHOE
no-cobue s OakagaBpuaTta U maructparypsl / JI. B. baiitboponosa, A. I1. UepHsBckas. — 2-¢
U311, ucnp. u gon. — Mocksa | U3natensctBo HOpaiit, 2019. — 221 ¢. — (bakanaBp u Marucrp.
Axanemuueckuii kKypc). — ISBN 978-5-534-06257-1. — Tekcr : anekrponnsiii // DBC IOpaiit
[caiiT]. — URL:https://www.biblio-online.ru/bcode/ (mata o6pamienus: 11.09.2020)

2. KazakeBuu, T. A. JlokymeHToBeneHue. JIOKyMEHTAIlMOHHBIM CEPBHUC . YYEOHUK H
NpaKTUKYM JJIs iprkiiagHoro 6akanaBpuara / T. A. KazakeBuu, A. U. Tkannu. — 2-e u3z., ucmp. u
non. — Mocksa : U3znarensctBo FOpaiit, 2019. — 177 ¢. — (bakanasp. [Ipuknagnoi kypc). —
ISBN 978-5-534-06273-1. — Tekcr : anexrponnsiii // DBC IOpaiit



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

[caiit]. — URL: https://urait.ru/bcode/437480 (mara oOpamenwus: 16.09.2020).

3.IToremkuna, M. H. OCHOBBI HCCIIETOBATENHCKOM IEATEILHOCTH : YYCOHO-METOANYECKOE
nocobue / M. H. [Toremkuna ; MI'TVY. - Marautoropck : MI'TY, 2018. - 1 31eKTpOH. OMT. AUCK
(CD-ROM). - 3arin. c TUTYIL. 9KpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527
742/3739.pdf&view=true  (mata ooOpamenus: 27.09.2020). - Makpooobekt. - Tekcr
AIIEKTPOH-HBIH. - CBeneHus nocrynnsl Takxke Ha CD-ROM.,

B) MeToauyecKue yKa3aHusi:

CamocrosTenbHas paboTa CTyIeHTOB By3a . npaktukym / coctasurenu: T. I'. Heperuna,
H. P. Ypazaesa, E. M. PazymoBa, T. @. OpexoBa ; MarHuToropckuii roc. TeXHU4eckui yH-T um. I
. Hocoa. - Marauroropck : MI'TY um. I'. 1. Hocoga, 2019. - 1 CD-ROM. - 3arn. ¢ tuty:n.
JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true  (mara oOpamenus: 28.09.2020). - MakpoooOsekr. - Tekcr
3NEeKTPOH-HBIN. - CBefeHus noctynHsl Takke Ha CD-ROM

MeToaudeckie yKa3aHUs 110 BBHIMOJTHCHHIO JAOMAIIHUX 3aJlaHUd TPEJCTaBICHB B
[Tpunoxenuu 1 x PITJ]

r) [IporpamMuoe obecnieuenne u UnTepHeT-pecypcebi:

IIporpammHoe obecneuenne

Haumenosanue 110 Ne norosopa Cpox AeCTBUS JUIIEH3UN
MS Windows 7

Professional (st J-1227-18 ot 08.10.2018 11.10.2021
KJIACCOB)

MS Windows 7

Professional (mst J-757-17 ot 27.06.2017 27.07.2018
KJ1aCCOB)

MS Office 2007, 135 o1 17.09.2007 Geccpouro
Professional

7Zip CBOOOJHO  pacIpoCTpaHsIeMOe OECCPOYHO

IpodeccuonanbHbie 6a3bl JAHHBIX U HHPOPMAIMOHHbIE CIPABOYHbIE CHCTEMbI
HasBanue Kypca Cchuika

DJekTpoHHas 0a3a TEpUOTUYECKUX u3maHui East
View Information Services, OO0 «MBUCy
HanuonansHas UH(POPMAIMOHHO-aHATUTHYUECKAS URL:
cucreMa —  Poccuiickuiéi  WHAEKC  HAYYHOTO '
nutupoBanus (PUHIL)
[TouckoBas cucrema Axanemus Google (Google
Scholar)
Nudopmanmonnas cucrema - EquHoe 0KHO 10CTyTIa K URL: http://window.edu.ru/
MH()OPMaIIMOHHBIM pecypcam
MesxayHapoiHas HayKoMeTpudeckas pedepaTuBHas U
HOJIHOTEKCTOBas 0a3a JaHHBIX HayuHbIX wu3ganuii|http://webofscience.com
«Web of science»
Mexaynaponnas pedepaTHBHAas M OJHOTEKCTOBAs
crpaBoYHass 0aza JAHHBIX HAYYHBIX  M3JAHHI

https://dlib.eastview.com/

https://elibrary.ru/project_risc.asp

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

http://scopus.com
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https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true

MexnayHaponHas ~ 0a3a  MOJHOTEKCTOBBIX
KypHaJIOB Springer Journals
Poccuiickass ['ocynapcTBeHHas OubOIMOTEKA.
Katanoru
DJNIeKTpOHHBIE pecypchl Oubmmoreku MITY
um. I".1. HocoBa

9 MarepuajIbHO-TEXHHYECKOE o0ecnedeHue TUCHUILINHBI (MOAYJIfA)

http://link.springer.com/

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

http://magtu.ru:8085/marcweb2/Default.asp

MarepuaabHO-TEXHHUECKOE 00eCIIeYCHHE JUCIIUILTUHBI BKIIFOUAET:

Y4eOHble ayTMTOPUU AJISl IPOBEACHUS JUCTAHIMOHHBIX 3aHATHN JIEKIIMOHHOTO THIIA!

CTOJI KOMITBIOTEPHBIH, CTOJI MUCHMEHHBIH, CTya OQHCHBIA, TOKyMeHT-Kamepa Epson,
ucrounnk Oecrepedoitnoro nutanus POWERCOMIMD-1500AP, kamepa BBICOKOTO
paspelIeHus, KOMITBIOTEp MepCOHaIbHBIN (Tu 6), mpoektop ViewSonicPJD7526W, criivkepdon
HactospHblid  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycTHYecKas
HACTOJIbHAS, CTEepeorapHuTypa (MUKPO(OH C IIyMOINOAaBICHHEM), SKpaH HacTeHHbIH Digis
Optimal-C MW DSOC-11032*2

Y4eOHbIC ayAUTOpPUH JUISI TPOBEACHUS MPAKTUYCCKUX 3aHITHW, TPYIIOBBIX U
WHIAUBUAYAIbHBIX KOHCYJIBTAIMH, TEKYILIEro KOHTPOJIS U MPOMEKYTOYHON aTTeCTallUu:

CTOJI KOMITBIOTEPHBIH, CTOJI MUCBMEHHBIH, CTya OQUCHBIA, TOKyMeHT-Kamepa Epson,
ucrounuk OecrepedoitHoro nuranus POWERCOMIMD-1500AP, kamepa BBICOKOTO
paspeleHus, KOMIbIOTEp NMepcoHabHbIN (THI 6), mpoekTop ViewSonicPIJD7526W, criukepdon
HactospHblid  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycTHYecKas
HACTOJIbHAS, CTepeorapHuTypa (MUKPO(OH C MIYMOIOAaBICHHEM), SKpaH HacTeHHBIHDIQIS
Optimal-C MW DSOC-11032*2

[lomemenuss uUIs  CaMOCTOSITETIBHOH — pabOThI  OOYYAIOIIUXCSA:  MEPCOHAIBHBIC
kommbioTephl ¢ makerom MS Office, Beixomom B MHTEpHET W € JOCTYIIOM B 3JEKTPOHHYFO
nH()OPMaAIIMOHHO-00PA30BATENBHYIO CPEly YHUBEPCUTETA.

[Tomemenne st XpaHeHUss U MOPOPUIAKTHUECKOTO OOCITY)KHBAaHUS y4eOHOTO
000pyIOBaHUS: CTEIIIAXKH JJIsI XPAaHSHUS y4eOHO-HATJISHBIX TOCOOUN U y4€OHO-METOINYECKON
JIOKYMEHTAIUH.



IMpuioxenue 1

Y4eOHO-MeTOAMYECKOE O0ecTIeYeHHe CAMOCTOSITEIbHOM PadoThl 00y4al0IIUXCS

PA3JIEJI 1. IOKYMEHTOBEJAEHUE KAK HAYKA

Ilpakmuueckoe 3a0anue Nol

1) MO3HAKOMUTHCS C aKTyaJIbHBIMU UCTOYHUKAMHU, COJIEPKAIINE CTUXUUHO-CIIOKUBILINECS
HOPMBI U IIpaBMIia pabOThI C JOKYMEHTAMU;

2) Hay4YuTBhCS COCTaBIATH O030pHl MyONHMKAIM HA OCHOBE HAyYHO-TIPAKTHUECKUX
JKypPHaJIOB 110 JIEJIONPOU3BOACTBY U apXUBHOMY JEI1Y;

3) noznakomuthesl ¢ «I'eHepanbHbIM pernmameHToM» 1720 roga u «KpaTkuMm cioBapeM
BHUJIOB M Pa3HOBUJHOCTEN JOKYMEHTOB» 1974 r.;

4) PpEeKOHCTPYHpPOBATh COCTAB CHCTEM YIPABJICHUECKOW NOKyMeHTauuu l[leTpoBckoii
JIOXMU.

1. Ilpoananu3upoBaTb KOMIUIEKT T'OAOBOM MOANUCKH (TE€YATHBIA WIIM 3JIEKTPOHHBIN
pecypc B ceTu MIHTEpHET) OAHOTO M3 JKYpHAJIOB, YKa3aHHBIX B CIHCKE, 3a JIIOOOH Tof U3 MATU
IOCJIEHUX.

1. JaTe XxapakTepucTUKy TEMaTUKU CTATEH U MaTepUaioB XKypHaia. OpHUeHTUPOBATHCS O
KJTFOYEBBIM CIIOBAM, 3ar0JOBKaM CTaTeH.

2. YcTaHOBUTE, UIMEET JIM )KYpHAJI CBOM calT B ceTu HTepHeT (yKa3aThb) v IIpe/jiaraet ik OH
JNIEKTPOHHYIO BEPCHUIO (apXUB) CBOMX BBIITYCKOB.

3. [Tonb3yschk cripaBOYHBIMHU JaHHBIMH JKypHAIIA, aTh OOIIYI0 XapaKTePUCTHKY aBTOPaM
crareii (ykazatb U0, mecTo paboThl 1 JOMKHOCTH). CaenaTh BBIBOA 00 aBTOpax »KypHAIbHBIX
My OJTMKAIIHA.

4, CocTaBUTh KOHCIIEKT OHOM U3 cTarell (Ha BRIOOp). O0OBbEMOM CTaThH JIOJKEH OBITh HE
MeHee 3-X )KypHaIbHBIX CTPAHHUII.

Memoouueckue pexomenoayuu

AHanmM3 KOMIUIEKTa TOJOBOM MOJMUCKH BBIOPAHHOTO KypHaia CIEIyeT MPEICTABUThH 6
6ude C6A3H020 meKcma, B KOTOPOM OyayT OTpa)keHbl OTBEThl HAa BCE IMOCTABJICHHBIE BHIIIE
BOIIPOCHI, JIU0O 6 ude madauywl.

MHorue w3 NEPEUYMCIEHHBIX HWXE JKYPHAJOB IIPEACTABIICHBl B apXuUBaxX Ha
COOTBETCTBYIOIIUX KYPHAIbHBIX CaUTaXx.

B onenke maHHOTO 3aJaHMs OCHOBHOE BHHMAHHE YAETSETCS CIOCOOHOCTH CTYACHTOB
YBUJIETh, C OJIHOW CTOPOHBI, TUIIMYHOE U XapaKTEPHOE U1l JAHHOTO UCTOYHHUKA, C IPYTrOW, €ro
O0COOCHHOCTH U MPEUMYIIECTBA.

Ilpu cocraBieHUM KOHCHEKTA >KYPHAJIbHOW CTAaThbW OLICHUBAECTCS YMEHUE CKUMAaTh
UH(GOPMAILINIO, OCTABIISAS KIIOYEBbIE MOMEHTBI TEKCTA; COCTABIIATH KOHCIIEKT OT 3-T0 JIMIIA WU B
6e311uHOM popme, eciiu aBTOpPOM CTaThU ObLI BhIOpaHa (hopMa JUaiora ¢ YUTATEJIEM.

Hrorossiii BBIBO/JI o030pa MOXET COZIEpKATh PEKOMEHJALIUIO
HAYMHAIONIUM JJOKYMEHTOBEZAM IO BO3MOXHOCTSIM HCIIOJIb30BaHUS MH(GOPMAIMHM U3 JTAHHOTO
HMCTOYHUKA.

Cnucok KypHaJioB
«J1enonpou3BoICTBOY,
«J1enonpon3BOACTBO U JOKYMEHTOOOOPOT Ha NPEIIPUITHI,
«OTe4ecTBEHHbBIC aPXHUBBD»,
«BecTHUK apXHUBHUCTaR;
«Cexkperapckoe 1emoy,
«XOpomHi CEKpeTaphy,
«Cexperapb-pedepeHr,
«CripaBOYHUK CeKpeTaps u Opuc-MEeHEIKEPay,
«CoBpeMeHHBII 0(UC-MEHEIDKEPY,
«YTIpaBIeHUE TIEPCOHATIOM,
«Kanposoe gemnoy,
«Kanposast ciyx06a»,
«KanpoBuk»,
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14. «CripaBOYHUK KaJIPOBUKAY,

15. «Kaapsl mpearmpusTus.»;

16. «MeHemKMEHT U KaJpbl»,

17. «HayuHo-Texanueckast HHGpOpMAIHs»,
18. «bubnmmorexoBeneHNE.

2. Ilpounrtars «l'eHepanbHblii persiameHT» 1720 r.(cM. Xpectomatus K paszgeny 1).
Omnpenenutb, Kakue cepbl TOCYyIapCTBEHHON JesATeNbHOCTH, 0 MHeHUIO [leTpa I, HeoOxomumo
ObUIO  yHoOpsiA0YMBaTHL C IOMOUIbIO JOKYMEHTOB? Beimucars cdepbl TrocynapcTBEHHOMN
JesATeIbHOCTH B Tabnuiy (cMm. @opma tabmuiiel, cronbderr 1).

Onpenenuth BUAOBOM COCTaB JIOKYMEHTOB JIaHHOM »3moxu. BeimucaTte Ha3BaHUS
BUJIOB JJOKYMEHTOB I10 I1aBaM (cTosiOubl 2 u 4), a 3aTem, noJib3ysick «Kpatkum ciioBapem BUAOB U
pa3HOBUAHOCTEH TOKYyMEHTOB» 1974 1. (cM. Xpecromarus k paszeny 1) um «['eHepanbHbIM
periIiaMeHTOM», paclpeleluTh yKa3aHHble BHUJIbl M PAa3HOBHIHOCTH AOKYMEHTOB 1O chepam
rOCyJIapCTBEHHOM JESITeTbHOCTU. 3aHECTH JIaHHBIC B TAOUILY.

JlaTb TOJKOBaHUE BBIMMCAHHBIM BUAAM M Pa3HOBUIHOCTAM JIOKYMEHTOB, IOJIb3YSCh
«KpaTtkum cioBapem ...»(cromaber 3).

Haumeno Bua n CJioBapHoe onpeaesieHne CcebLa
BaHMe chepbl |PA3HOBHIAHOCTD J0KYMeEH BH/IA U Ka HA IJIaBY B
rocy1apcTBeHHO Ta Pa3HOBHMIHOCTH I0KYMeHTa 0 |«['eHepanabHO
i 1esITeILHOCTH «KpaTkomy cjioBapio BUA0B U M
pa3HoBHUAHOCTEH JOKYMeHTOB» (19| periiamenTe»
74) 1720 1.
1 2 3 4

Tect k pazneny 1

1. YkaxuTe BepHOe mpoaosKeHne Gpasbi: 3aKoH OOKYMEHMAYUOHHO20 OPOPMAEHUA COYUATILHO
3HauUUMbBLIL coObtmuil Oelicmeyem ...

TOJIBKO JIJ1s1 ODUIIMATBHBIX TOCYIaPCTBEHHBIX COOBITHS;
TOJBKO JIJIsT OOIIECTBEHHO-TTOIMTHIECKUX COOBITHIA;
cyry0o0 JUIsl THYHBIX, CEMEHHBIX COOBITHIA,
4. st mOOBIX COOBITHI, 3HAYUMBIX JJIs OTICIIEHOTO YEJIOBEKA WIIM TPYIIIIBI JFOICH.
2. JleiicTBHsI YeJIOBeKa (C MOMOIILIO TEXHHKH HJIH IPYTHX CPEACTB) MO 3aHECEHNI0 3HAYNMOM

wNh e

HHPOPMALMM HA MAaTePHAJIbLHbII HOCUTEb HA3bIBAETCS

uHpOpMaTH3aIHeH;

JIOKYMEHTUPOBAHUEM;

JOKYMCHTAIlMOHHBIM 066CHC‘ICHI/ICM YIIPpaBJICHUA,
JIETIOTIPON3BOICTBOM.

3. JIoCJI0BHO ¢ IATHIHU CJIOBO «10KYMeHT» (documentum) o6o3navaer:

rpONPE

3aIUCh, ICATh,
Oymara;

JIOTOBOP, 0053aTE€ILCTBO;
MTUCHMEHHOE CBUIETENBLCTBO, 0Opasell.
4. TloHsiTHE «IOKYMEHT» SIBJISIETCS. ..

rpONOE

00BEKTOM JTOKYMECHTOBEICHHS;

MpPEeAMETOM JOKYMEHTOBEICHUS;

LEJIBbI0 JOKYMEHTOBEICHUS;

HMCTOYHHUKOM JIOKYMEHTOBEICHHUS.

5. BpeMeHeM BO3HMKHOBEHUSI MEPBBIX JOKYMEHTOB MOKHO CHUTATH JTOXY:

el N S
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5500-3300 r. 1o Hare# pbI;

20 TBIC. JIeT Ha3ax;

988 r. (kpemienue Pycu v mosiBiieHNe CIaBIHCKOHN MUChMEHHOCTH ),
CPEIIHEBEKOBKE.

6. IMoaib OT1iNE — 3TO:

Eall S

aBTOP MEPBOTO YUeOHUKA 10 JOKYMCHTOBECHHMIO,

OJIMH M3 OCHOBATeNeH HayK TOKyMEHTOBeIeHNE U NH(OPMATHKA;

YYCHBIH, KOTOPBIH BBEN B 00UXO0]] TPMHUH «IOKYMECHTOBEICHUEY;

YYCHBIH, KOTOPBIH BBEN B 00UXO0]] TEPMHUH «IOKYMEHT.

7. TenaeHIIUS YIOTPEOJIATh TEPMUHBI «1€J0Bas 0yMaray, «akT», «1eJ10» B PycCKOM sI3bIKe BMECTO

Eal S

CJI0Ba «IOKYMEHT» COXpaHsJacCh:

mo 1720 r.;

1o XIX Beka;

J10 20-x rT. XX B.;

1o 30-x rr. XX B.

8. Tunu4yHble PyHKUMU MEHEIKMEHTA OTPAKEHbI B IOHATHH:

el NS

1. ynpaBrneHYecKkas cucTeMa JJOKYMEHTALIHS;
2. OpraHM3aIOHHO-TIPABOBAs JOKYMEHTALUS,
3. (QuHaHCOBas TOKYMEHTAIHS;
4. yHuUIUPOBaHHAS JOKYMEHTAIIS.
9. CoBpeMeHHasi YHU(PUIMPOBAHHASI CHCTEMA IOKYMEHTAIMN YYTeHA H CHCTeMATH3HPOBAHA B...

OKV[;
crannapTax ISO;
noctadosnenusax LUK u CHK;
4. «I'enepanpHOM persiamente» 1720 r.
10. KT0 niam 4To 3acTaBuII CO BpeMeHeM 0TKAa3aThCsl 0T TEPMHHA «1eJI0Basi Oymara,

W

OPHCHTUPOBAHHOI'0 HA MaTepHaJ’[BHLIﬁ HOCHUTECJIb, 1 nepeif[Tn K TEPMUHY ((Z[OKyMeHT»?

1. Oxrabprckas pesomounus 1917 r.;
2. TexHuveckwuii mporpecc;
3. Tons Ote;
4. TlocranoBnenue [IUK n CHK.
11. HalinuTe npaBujIbHOE NpoaoKeHue (ppa3bl «B npoyecce ceoezo ghynkyuonuposanus 6

ob0ugecmee 0OKyMeHm MOdHCem nPoXooums HeCKOJIbKO CPed — ONEPamueHyio, pempoCcneKmugHyio u...

1. npodunakTuueckyio;
2. MPOrHOCTHYECKYIO;
3. CcOrnacoBaHus U yTBEPKICHUS;

4. apXUBHOIO XpaHEHWUS.
12. C TakuMH HayKaMH, KaK apXHBOBeJleHUe, KHUTOBeldeHne, OudIHO0TeKOBeIeHUE,

ondanorpadosenenune, Teopus MHGpoOpMaKMH, JTOKYMEHTAJIMCTUKA, JOKYMECHTOBE/ICHHEe HMMeeT
oouuii/-yrw/-ue:

1. uems

2. 00BEKT;
3. mpeamMer;
4. 3agauu.

13. COBOKyl'lHOCTb NMpUEeMoOB U onepaum“d NMO3HAHUA U l'lpaKTH‘leCKOﬁ JeATeJIbHOCTH HJIM CII0CO0
AOCTHKCHHUHA OIIPEACICHHBIX PE3YJAbTATOB B IO3HAHUHU U NIPAKTUKE HA3bIBACTCA...

1. cpencrBom;
2. cnocobom
3. MertomoM;



4. 00BEeKTOM.
14. Yxaxute metoa, kotopsiii HE OTHOCHUTCSI k meTonam aHa/In3a TeKCTAa JOKYMEHTA.

KOHTEHT-aHaJu3;
METO/T SKCIIEPTHBIX OLIEHOK;

MeTOoA (GOPMYIISIPHOTO aHAIIN3A;

. JMHI'BHCTUYECKAs SKCIIEPTH3a.

15. K yucay odmenayuynsix MerogoB HE OTHOCUTCH:

roONE

CHCTEMHBIH;

MOJIETTUPOBAaHMS;

HaOJIIOIEHN,

KOHTEHT-aHaJIN3.

16. Baxueimum o01meHayYHBIM METOI0M /ISl JOKYMEHTOBEeHHUA SIBJISIETCH. ..

PobdPE

KJ1acCU(UKAIINS;

METOJ UCTOYHHUKOBEIIECKOTO UCCIIEIOBAHUS

aHayM3a rpa)nIeCKUX JaHHBIX JIOKYMEHTA,

KOHTEHT-aHaJIu3.

17. IlocneaHue gecATHIIETUSI JOKYMEHTOBe/ICHUE CTPEMHUTCH K TOMY, YTOOBI CTaTh

el

MeKIUCHUIIMHAPHOI, COOMpPaTeIbHOI HAYKOIil 1 €c031aTh TEOPHIO 0 JOKYMEHTe U IOKYMEHTHOM
KOMMYHHUKALIMH /ISl pellleHUs] NPAKTUYeCKHX 32124 B KOHKPETHOI cepe 1OKyMEHTHOI
AesiTesqibHOCTH. Kakoe Ha3BaHMe NpepiaraeTcs y4eHbIMH 115 3Tl 00001aomeii Hayku?

1. nmoxymenTonorus;
2. (dongoBeneHNE;
3. HMCTOYHHMKOBEJIEHHUE;
4. mnaneorpadus.
18. lokymenToBeaenue, no muenuro H.C. JlapbkoBa, 1015KHO U3y4aTh ...

BCIO COBOKYITHOCTb JJOKYMEHTOB, BOSHHKAIOIIUX B JICATSILHOCTH PA3BUTOI0 OOIIECTRA;
TOJILKO YIIPABIEHYECKYIO U MPABOBYIO JJOKYMEHTAIIHIO;
TOJIBKO TeXHI/I‘IeCKYIO I[OKYMGHTEIIH/IIO;
4. Bcro JOKYMEHTAIIUIO, BO3HUKAIOIIYIO B OpraHu3aIysx.
19. OTHOCHATCS JIM HOPMATUBHO-METOAUYECKHE AKTHI K HCTOYHUKAM, H3y4aeMbIM B

wn e

TOKYMEHTOBeIeHHU?
1. [Ma.
2. Her.

3. Jla, HO TOJBKO TOCJIE PEKPAIICHUS UX ACHCTBUS.
4. [la, HO TOJIBKO JICUCTBYIOIIVE B HACTOSIIANA MOMEHT.
20. Pacnosio:kute B XpOHOJOTHYECKOM MOPSIAKE CJAeYI0I[He HOPMATUBHO-TIPABOBbIE AKThI:

I'enepanbHbIil periaamMeHr;

T'ocynapcTBeHHas cucTeMa JOKYMEHTAITMOHHOTO 00eCIIeUeHUS YIIPaBICHUS;

Hexper CoBHapkoma «O MOPSIIKE YTBEPKIACHIS U OITyOJTMKOBAHUS 3aKOHOBY;

O011ee yupexIeHue MHHUCTEPCTB.

21. Ilo Ha3BaHMIO oNpe/ieJiNTe, K KAKOMY YPOBHIO HOPMAaTHBHO MeToanyeckoii 6a3nl JIOY mo:xkHo

el NS

O0bL10 Ob1 OTHecTH IIpukaz Munucmepcmea Kyiabmypol U MAccoBblx KOMMyHukayuit Poccuiickoii
Dedepayuu om 8 noaopa 2005 2. Ne 536 (2. Mockea) «O munogoit uHcmpyKyuu no 0e10npou3600Cmey
6 (hedepanbubix Op2anax ucnoOJIHUMENAbHON 61aACHUY

1. TlpaBoBBIC aKThI, U3ABACMBIC BHICIIIMMU (heIepaTbHBIMHA OpraHAMU 3aKOHOIATSIEHOM BIACTH U
YIpaBICHHS.
2. llpaBoBbIC aKThl, U3JaBACMbIE BBICIIIMMH (heJiepaTbHBIMU OpraHaMH UCTIOJHUTEIHHON BIIACTH.



IIpaBoBbIE aKTHI, U3/IaBaeMble OpraHaMH 3aKOHO/IaTENbHOM 1 HCIIOTHUTENBHOM BIACTH CyOHEKTOB
P® u TeppuropranbHeIX 00pa30BaHUM.

[IpaBoBBIE aKTHl HOPMATUBHOI'O U MHCTPYKTUBHOTO Xapakrepa no OV, unaBaemoie
PYKOBOJICTBOM KOHKPETHBIX MPEANPHUATUN U OpraHU3aIUil.

22. Ilponosaxure ¢pasy: «I' C/JOY nawna ceoe npodoncenue...»

Eal S

B poccuiickux 'OCTax;
B cranmaprax ISO;
B (heZiepaibHbIX 3aKoHaX PD;
B THUIOBBIX HHCTPYKIHSIX IO ICTOMPOU3BOACTBY.

23. Ilponosaxure ¢pasy «llo ceoemy cmamycy UCTOUHHKH, COAEPKAIINE HOPMbI M MPABUJIA PaGoThI

C IOKYMEHTaMHU, A€JATCA HA IB€ I'PYNILI...»

1.

2.

3.
4,

MCTOYHUKH, 3aKOHOAATENIBHO PEraMeHTUPOBABIINE KOTAA-TO UM PETJIAMEHTUPYIOIIHUE 110
HacToslIee BpeMs: paboTy ¢ JOKYMEHTaMU;

aKTyaJIbHbI€ HCTOYHHUKH, OTPAKAIOIIUE COBPEMEHHBIN OIBIT, TPAIUIIUH JEIOMPOU3BOJICTBA U
HETIOCPEACTBCHHO BIMSIOLINE HAa IPAKTUKY PAOOTHI C TOKYMEHTaMH;

yCTapeBLINE HCTOUYHUKH, UMEIOLINE TOIBKO HAyYHYIO, HCTOPUKO-KYJIbTYPHYIO LIECHHOCTb;
HCTOYHUKH, COZIEprKalllie CTUXUIHO CIOKHUBIINECS HOPMBI U ITPaBUiia, OTpaXKarolye TPaauiuy U
MIPAKTUYECKUH OMBIT AEJIONPOU3BOICTBA.

24. IIponoskure ¢ppasy «llo cmenenu énuanus Ha COBPEeMEHHYI0 IPAKTHUKY HCTOYHUKH,

coaepikame HOpMbI U IMpaBUJIa paGOTbI C JOKYMEHTaAMHU, JCJIATCHA HA IB€ I'PyNIbI...»

1. wWCTOYHWKH, 32aKOHOJATENHFHO PETIIAMEHTHPOBABIIIHE KOTIAa-TO WU PerlIaMeHTHPYIOIINE TI0
HACTOsIIEeE BpeMs paboTy C IOKyMEHTaMU;

2. aKTyaJgbHbIC UCTOYHUKH, OTPAKAIOLINE COBPEMEHHBIN OIBIT, TPAIUIIMH ACIONPOU3BOJICTRA;

3. ycrapeBlIre UCTOYHHKH, UMEIOIIHNE TOJIBKO HayYHYI0, HCTOPUKO-KYJIBTYPHYIO IIEHHOCTb;

4. WCTOYHUWKH, CONEPIKAIINE CTUXHUITHO CIOKUBITHUECS HOPMEI M TIPABUJIIA, OTPAKAIOIIHE
TPaJMLMUA U OPAKTUYECKUH OMBIT JEJIONPOU3BOJICTBRA.

25. K kakoii KaTeropuu/siM HCTOYHMKOB OTHOCATCH MUCbMOBHUKH M (JOPMYJIAPHUKH?

1.

Mo

HMCTOYHHKH, 3aKOHOJIaTEIbHO PErJIAMEHTUPOBABIINE KOTAA-TO WIH PErJIAMEHTUPYIOIIHE 110
HacTosIee BpeMs paboTy ¢ JOKYMEHTaMH;

aKTyaJIbHbIe HCTOYHHUKH, OTPAKAIOIINE COBPEMEHHBIN OIBIT, TPAIULUH JEIONPON3BOJICTBA;
YCTapeBIINE HCTOYHUKH, UMEIOLIUE TOIBKO HAYYHYIO, HCTOPUKO-KYJIbTYPHYIO LIEHHOCTB;
WCTOYHMKH, COZIEPIKaIIe CTUXUIHHO CIOXKHUBIINECS HOPMBI U ITPABHIIA, OTpaXKarollye TPAAULIHHA U
MIPAKTUUYECKUH OIBIT AEIONPOU3BOICTBA.

26. @opmyasipHble M3BOAbI MO3BOJIMIN €CO31ATh...

el NS

roCyJapCTBEHHBIC CTaHAAPTHL,
TUTIOBBIE MHCTPYKIIHH,
MUCEMOBHHKH,
(bOpPMYIAPHUKH.

27.To YAapCTBCHHbLIC CTAHAAPTHI 11O paﬁoTe C JOKYMEHTAMHU NMOABUJIUCH...

el NS

B XV Beke,
B X VII Beke,
B XIX Beke,
B XX Beke.

28. K kakoii KaTeropuu/siM HCTOYHMKOB OTHOCUTCH 5KypHaa «CIpaBOYHUK CeKpeTaps u

o(uc-meHemxepa»?

1.

2.
3.
4

WCTOYHHKH, 3aKOHO/IaTEIbHO PErfIaMeHTHPOBABIINE KOT/IA-TO MIIH PETIIAMEHTUPYIOIIHE 0
HacTosIIee BpeMs paboTy ¢ TOKyMEHTaMU;

aKTyaJbHbIC HICTOUHHUKH, OTPAKAIOIINE COBPEMEHHBIN OMBIT, TPAIULIUU ACIONPOU3BOICTBA;
YCTapeBIINE UCTOYHUKH, UIMCIOIINE TOIBKO HAYUHYIO, HCTOPUKO-KYJIBTYPHYIO IEHHOCTH;
WCTOYHHKH, COIEPIKAIIIIe CTUXHUIHO CIIOKHUBIINECS HOPMBI U MTPABHIIA, OTPAXKAIOIINE TPAAUIINN U
MPaKTUYECKUN OTBIT ACIOMPOU3BOJICTBRA.



29. Ecan HOpMaTl/IBHbIﬁ JOKYMEHT Ha3bIBACTCHA «TUIIOBAsi HHCTPYKI U, «TUIIOBOM periiamMmeHT»

HJIM «KTHIIOBasi HOMEHKJIATypa A€j1», K KaKOMY YPOBHIO HOpMaTHBHO-MeTOIlI/I‘leCKOﬁ 0a3bl caeayer

ero oTHecTu?

1.

no

3.

4.

MPaBOBBIE aKThI, N3/1aBaEMbI€ BBICIIMMYU TOCYAapCTBEHHBIMH OpTraHaMu (eliepanbHOM
3aKOHO/IaTEJILHOM BIACTH U BBICUIMMU OpraHaMHM yTIPaBJIECHUS;

IIPaBOBBIC AKTHI, U3/1aBacMble (peaepaabHBIMU OpraHaMK HUCTIOJHUTEIBHOM BIACTH;

IIPaBOBBIC AKTHI, N3/1aBaCMble OpraHaMH 3aKOHOAATEIILHON U NCIIOJIHUTEIBHOM BIacTH CyOBEKTOB
P® u ux TepputopuaibHbIX 00pa3oBaHUii;

MIPABOBBIE AKTHI, 3/1aBa€MbI€ PYKOBOJICTBOM MPEANPUATHI U OpraHU3alHi.

30. Yka:kuTe ypoBeHb/M HOPMATHBHO-METOIMYeCKOii 0a3bl, KOTOPBIii/ble MOKHO Pa3ieJIMTh HA IBe

NOATrpynmbl — «o0mrue NMPAaBOBbIC U HOPMATHBHBIC AKTHD) U «CNIEIUAJIBbHBIC (y3KOBe)10MCTBeHHbIe)

NnpaBoOBbIC¢ AKTbBI».

1. mpaBoBBIE aKThI, 37aBaEMbIC BHICIIUMH TOCYAAPCTBEHHBIMH OpraHaMHu (eiepaibHOM
3aKOHOAATEIBHOM BJIACTH Y BBICIIUMH OpraHaMH YIIPaBJICHHUS;
2. TIpaBOBBIC aKTbl, U3JaBaeMble (elepalIbHBIMU OpPraHaMH HCIIOHUTEIBHOM BIACTH;
3. TpaBOBBIC aKThI, H3/IaBACMbIe OPraHAMH 3aKOHOATEIILHOMN U UCTIONTHUTENBHON BIACTH CyOBEKTOB
P® u ux TeppuTopuanbHeIX 00pa3oBaHMIA;
4. npaBOBbIE aKThI, U3/1aBa€MbIC PYKOBOACTBOM MPEATIPUATHI U OpraHU3aLuil.
31. YkaxnTe, KaKue HOPMATHBBI ABJISIOTCHA 00513aTeIbHBIMHU JJI MCTIOJTHEHUA PA00THUKAMM
OpraHu3anuu.
1. TpumepHas HHCTPYKLUS 11O IEIOTPOU3BOJICTBY.
2. WHCTpyKuus MO AEIONPOU3BOACTBY OPTaHU3AIHY.
3. TocymapcTBeHHBI CTaHIAPT.
4. ®epnepanbHbI 3aKOH.

32. chamnTe, B Kakoii u3 NpeaAcTaBJCHHBLIX IPYIIIT HOPMATUBHO-ITPABOBLIX JOKYMEHTOB, HA3BAHDbI

AKThI OJITHOTO0 YPOBHSI.

1.

TTOCTAHOBJIEHHUS MIPABUTENHCTBA CYOBEKTOB PD, THIIOBOE MOI0KEHNE, MHCTPYKINHK (IIpaBHiia) Mo
JISIIONPON3BOJICTBY OpraHM3anuu, Tabenu yHHUQUIUPOBaHHBIX (OpM, anbOOMBI OJAHKOB,
TMIOJIO’KEHUS O JAETONIPOU3BOJICTBE, O paboTe C MePCOHATHLHBIMU TAHHBIMU;

KOJICKCHI, (e/lepabHbleé KOHCTHTYIIMOHHBIE 3aKOHBI, (ellepaibHble 3aKOHBI, TTOCTAHOBIICHHS
MpaBUTENbCTBA, YKa3bl [Ipesunenta PO;

KOJIEKCHI, (enepanbHble KOHCTUTYLIMOHHBIE 3aKOHBI, (elepanbHble 3aKOHBI, OCTAHOBJICHHS
MpaBUTEILCTBA, YKa3bl Ilpesupenta P®, mocraHOBIECHUS MPaBUTEILCTBA CyObeKTOB PD,
MTOCTAHOBJICHUS IJ1aB aIMUHHUCTPALIHH;

MIOCTAaHOBJICHUS TIPABUTENILCTBA CyOBeKTOB P®, Kkomekcwl, ¢enepaibHble KOHCTUTYLMOHHBIE
3aKOHBI, (hefepabHbIe 3aKOHBI, IMOCTAHOBIICHUS MPAaBUTEILCTBA, YKa3bl lIpesmpenta PO,
WHCTPYKIUS 10 JeJIONPOU3BOJICTBY OpPraHM3alnd, Tabenb YHU(UIIUPOBAHHBIX (OpM, ambrO0M
OJIaHKOB.

33. 'OCTpl, pernamentupyomue JOY, Hocsat B PO...

1. 00s13aTeNbHBIN XapaKkTep;
2. peKOMEHIaTEeTIbHBIN XapaKkTep
3. 00ecIeYnBarOIINI XapakTep;

4. MH(QOPMAaILIMOHHO-CIIPABOYHBIN XapaKTep.



PA3JIEJI 2. ITOHATHUA "UHOOPMALIMA" U "TOKYMEHT"

Tema 1. TlonsiTue «uHbOpMaLIUg» U €€ POJIb B COMUATBHBIX U SKOHOMUYECKUX MPOIIECCaX.
Crneuuduueckue 4epTsl JOKYMEHTUPOBAHHOM HH(pOpMaLIUN

Tema 2. Ilonstue "nokyment". [IpuzHaku u cBoiicTBa JOKyMEHTa

Tema 3. OCHOBHBIE CBOMCTBA JOKYMEHTOB

Tect Kk pazneny 2

[IpakTuueckoe 3ananue No2

IIpakTuyeckoe 3axanue 2

l.OHpe,I[eJ'II/ITC CIICIUaJIbHBIC (I)YHKLII/II/I CJICAYIOHMIUX NOKYMCHTOB!

— kynuas kabana Hukurtel Ko3nosa Ha xonona MBana [1aBnosa 23 mas 1494 r.;

— panopt renepai-npokypopa Cenara N.1O. TpyOerkoro nmneparpuue Enuszasere
[TerpoBHe o nmpuesze B [lerepOypr u3 SApocnasnsg teatpanbHoi Tpynnsl ¢.r. Boikosa 3 ¢eBpans
1752 1.

— nexkpetr CHK "O npaBunax noanucaHus 1eHEKHbIX Oymar, J0KyMEHTOB, OpAEPOB,
OTHOUIEHUH, CIpaBoK U T. I." oT 12 nexabps 1921 r.;

- nocta"oBienue BIIVK u CHK PCOCP "O nopsinke 1nonb30BaHus IEYATSIMU C
rocynapctBeHHbIM TepooM PCDCP" ot 15 nexabpst 1936 r.;

—noctadosiienust LIK KIICC u CoBera munucrepcts CCCP "O mepax no
COBEpILEHCTBOBAHUIO M yJICIIEBJICHHUIO anmnapaTa ynpasieHus" ot 13 oktsaops 1969 r.;

— VYka3 I[Ipe3unenta PO "O BHeceHnu usmenenuii u qonoiaHenuit B [lonoxenue o nopsike
paccMOTpeHHs BONpocoB rpaxaancTsa PO" ot 27 nekabps 1993 r.;

— Vka3 [Ipesunenta PO "O crpykrype denepaabHbIX OpraHOB UCIIOTHUTENbHOM BIacTu"
ot 11 suBaps 1994 r.;

— @enepanbHbIil 3akoH "O0 uHbOpMaK, HTHPOPMAITMOHHBIX TEXHOJIOTHIX U 3aIIUTE
uHpopmanun" 2006 r. Ne 149 —D3;

— FOMopuctruueckuit xypaan «Kpokoaumny;



— DK3aMeHalIMOHHAsA BEIOMOCTb.

Memoouueckue pexomenoayuu

[Tpu onpenenenuun GyHkui nonp3oBathes Tadmunei Ne 5 (Crienpanbable QyHKIIUHN) B
TEOPETUYECKOM pazzene 3.

[Tpu ykazanuu GyHKIMNA TPUAEPKUBATHCS CIEAYIOIIEH MOCIeI0BaTEIbHOCTH:

a) BBISIBUTH UCXOJHYIO (DYHKIIHIO TOKYMEHTA, TO €CTh ONPEIEIUTh 1eTh (PUKCUPOBAHUS
UH(POPMALIMU HA MOMEHT €TI0 COCTABIICHHS,

6) OTMCTHUTB, KaAKUC q)YHKI_II/II/I JAOKYMCHT MOJKCT BBIIIOJIHATH CCroaHs:.

2. [IpuBecTu 1o 2 mpuMepa peaibHO U3JaHHBIX TOKYMEHTOB, 00JIaJa0NINX CICTYIOIUMU
CHEIUAIbHBIMU (PYHKIIMSIMHU:

- YIIPaBJIEHYECKOM,
- IPaBOBOM,
- II03HABATCIIHLHOM,
- OOLIEKYIbTYPHOMH,
- yuera,
- pa3BJIEKATEIbHOM.
Memoouueckue pexomenoayuu 2

HpI/IMepH JAOKYMCHTOB, BBIITOJHAKOIINX YKA3dHHBIC BBIIIC (I)YHKI_II/II/I, JOJI?KHBI
COIIPOBOKAATECA YKAa3aHUEM BHUa JOKYMCHTA, 3aroJIOBKAa U AAaThlI €TI0 U3JJaHU. MoxHO
IMPUBCCTH NPHUMEPLI JTOKYMCHTOB PA3JIMYHBIX UCTOPHYCCKUX II10X.

3. Cnenartb TEKCTOBOE ONMCAHKUE OJJHOTO JJF000T0 yepTexka (cxembl / rpaduka / AuarpaMmbl
(TexHHYecKoro 10KyMmeHTa). CpaBHUTh CKOPOCTh BOCIPUATHS HH(OPMAIMK B TEKCTOBBIX U
TEXHUYECKUX IOKYMEHTaX.

Memoouueckue pexomenoayuu 3

[TogoOpaTh ¥ IPUIIOKUTH B KAYECTBE WILTFOCTPAIIMK 00pa3ell Jr000ro HeOOIBIIOTo
TEXHUYECKOT0 IOKYMEHTA, IIPEACTABIISIFOIIEr0 COO0H UepTexX WM CXEMY PACIOIOKEHUS JacTell,
00BEKTOB U T.II., TpauK, TUarpaMMy U Ipoy., HapUMeEp, YepTekK HEOOIBIIOT0 U HECI0KHOTO
YCTPOMCTBA, CXEMY IIPOE3/1a UM IOKAPHOU dBAKYyaLIUH.



[TorpoOyiiTe COCTaBUTh TEKCT, MEpeIaAOMNUi HHPOPMAIIMIO TEXHHYECKOTO IOKYMEHTA
TEKCTOBBIM CITIOCOOOM.

CpaBHI/ITe BpEMs, 3aTpad4C€HHOC Ha BOCIIPOMU3BCACHUC I/IH(bOpMaI_II/II/I B KaXKJIOM CJIy4dac.

[TonpoOyiiTe 00BACHUTH MPEUMYIIECTBA TEXHUUECKOM TOKYMEHTALUU IO CPABHEHHIO C
TEKCTOBBIM OIHCAHUEM.

4. [IpuBeaurte mpuMep NUKTOrpamMmbl. K kakoMy crmoco0y TOKYMEHTUPOBAHHSI OTHOCUTCS
nukrorpadus’?

Memoouueckue pexomenoayuu 4

Crioco6 nokyMeHTHpoBaHUs onpeaessaTs mo knaccudukanuu H.C. JlappkoBa (cMm.
Xpecromatus K pasaeny 3.)

Tect k pazneny2
IIpome:xxyTouHblii TeCT 2. OCHOBBI IOKYMEHTOBEIEHUS

Brumanue! HpLIGZ/lJZbelX 0meemos ModHcem Oblmb HECKOJIbKO.

1.CaoBo «unpopmanus» (informatio) 6ykBajbHO ¢ JIaTHIHH NEPEBOANTCS KaK:
1) ‘3Hanue, MOHUMaHUE ;

2) ‘pa3bsCHEHUE, U3JIOKEHUE, OCBEIOMIEHHOCTH ;

3) ‘maHHBIC, CBEACHUS, COOOIIECHUS

4) ‘TOKYMEHT, 3aIUCh, TOKA3aTEIbCTBO .

2. B oTe4eCcTBEHHOM 3aKOHO/IATEJbCTBE CEroIHs PUHATO CJIeAylollee onpeejieHne
NOHATHSA «HHPOPMATIHS:

1) 3HaHus 0 IpUpPOAE U OOIIECTBE;
2) HenpephIBHOE U3MEHEHUE (IBUKEHHE) U B3aUMO/IEHCTBHE MaTepUaIbHbIX OOBHEKTOB;

3) o0o3HaUeHUE coJIepKaHus, IOTyYeHHOEe HaMH M3 BHEIIHET0 MUpa B Ipoliecce
npucrnocabiuBaHus K HEMY HacC M HAIIUX YYBCTB;

4) cBeneHus (COOOIICHMS, TaHHBIE) HE3aBUCUMO OT (DOPMBI UX TMPEICTABIICHHUS.
3. Kakum croco6oMm vesioBek mosay4daetr mHGopManum usBHe?

1) BocrippuHUMaeT OpraHaMu 4YyBCTB (C IOMOIIIBIO MIEPBOM CUTHAIBHOW CUCTEMBI);


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

2) BOCIIPUHUMAET PEYEBBIC CUTHAJIBI (C TTIOMOIIBIO BTOPOH CUTHAIBHOW CHCTEMBI);
3) undopmanusi XpaHUTCS B MO3T€ YEJIOBEKa, U OH €€ MPOCTO BCIIOMHUHAET;

4) ¢ IOMOIIBIO YUUTEIIEH U POTUTEIICH.

4. YkakuTe BepHOe poaoJizkenne ¢ppaswl: «HMugopmayua — smo ...»

1) maTepusi;

2) sHeprus;

3) maTepus U SHEPTUsi OAHOBPEMEHHO;

4) He MaTepus U He SHeprus, a 3aduKCUpPOBaHHbBIE OJaroaapss MaTepuu U3MEHEHUSI COCTOSTHUS
MaTepUU U YPHEPTUU.

5. MaTtepuanbHoCTh HHGOPMALMY NPOSBJIsiETCH B TOM, YTO...
1) undopmarnus u ecTb MaTepus;
2) nHdopmaLus — 3TO SHEPTHsl, a FHEPrUus MaTepUabHa.

3) uadopmarus GpUKCUPYETCS OpraHaMu YyBCTB UJIU IPYTHUMH CIIOCOOAMU PEerUCTpalluu
MaTepuH, a CIeI0BaTENbHO, CBSI3aHa C HEll;

4) I/IHq)OpMaI_II/ISI — 9TO 33(1)I/IKCI/IpOBaHHLIC N3MCHCHUA COCTOAHUS MATCPUHN U DHCPI'UH, a OHU
MaTCpHAJIbHBI.

6. Kak Ha3bIBaeTcs CBOMCTBO HH(OpManum, NPOsiBJIsAIOLIECECS B TOM, YTO OHA
(madopmanus) nepegaercs u 00padaTbIBaeTCs 4€10BEKOM MOPIHMOHHO, OTAEIbHBIMHA
CO00IIeHUSAMHU ?

1) ”HBapUAHTHOCTb;

2) TUCKPETHOCTH;

3) CTPYKTYpHUPOBAaHHOCTb;

4) 4aCTUYHOCTb.

7. CeMaHTH4YeCKHUI1 (CMBICJIOBOI) XapaKkTep HH(pOPMaLNH NPOSIBJIAETCH B TOM, 4TO...
1) uadopmarus nepenaercs B BUAE OTACIBHBIX COOOIECHUI;

2) mocneaoBaTenbHO KOAUPYETCS;

3) Bcerjga UMeeT Kakoe-TO Ha3HaueHue, 11eJb, 3a/1a4y;

4) ncnosb3yeTcsi OTAENIBbHBIM YEJI0BEKOM UJIM COLIUYMOM.

8. Mo:xet Jin 1okymeHT conepxats HEconunanbnywo undopmanuio?

1) na, Tak OBIBaeT BCET/A;



2) na, B HEKOTOPBIX CIIy4asiX, HalpuMep, KOTJa JOKYMEHT IepeHa3Ha4YeH JIJIsl TPOUTEHUS HE
YeJIOBEKOM, a MAIlIMHOM;

3) HeT, TOJBKO B Cllydyasix, Korjaa nHbopmauus He peJHa3HaueHa i IUPOKOro UCIOIb30BAHUS
U TUPA)KUPOBAHUS,

4) Her, Torz1a 3TO HE IOKYMEHT.

9. SIBasieTcs JiM KJIeTKA KMBOI0 OPraHU3Ma JIOKYMEHTHPOBAHHOW MH(popManueii?

1) na, Tak kak oHa coaepxkut uaGopmarmio (JJHK) 3anecennyro Ha MaTepraabHbIA HOCUTEIb;
2) na, Bce B MUPE COJICPKHUT UH(DOPMAILIUIO;

3) HeT, Tak Kak 3Ta uHGOpMAIUs HE COI[HANIbHA;

4) HeT, TaK KaK KJIeTKa He MaTepHsl.

10. YkaxkuTe BepHOe NepevyucieHne CBOMCTB JOKYMEHTUPOBAHHOW nHpopManum.

1) umeeT ceMaHTUYECKUI XapaKkTep, KOAUPYETCsl CUCTEMON CUMBOJIOB U 3HAKOB,
CTPYKTYpPUPOBaHa U MEPEIAETCS JUCKPETHO, CBSA3aHA C MaT€pUaAIbHBIM HOCUTEIIEM, HOCUT
COLIMAJIbHBINA XapakTep;

2) XpaHUTCS B MO3I'€ YEJIOBEKA, KOJUPYETCSl CUCTEMOM CUMBOJIOB U 3HAKOB, €l IPUCYILU
WHBAPHUAHTHOCTh, YACTUYHOCTH;

3) cTpyKTypupOBaHa M MepeIaeTCs TUCKPETHO, MPECTABIISAET COO0N MAaTEPUIO HIIA SHEPTHIO,
MMEEeT CEMaHTUYECKHUI XapaKTep;

4) nMeeT couuanbHBIA U CEMaHTUYECKUI XapakTep, 001a/1aeT MHBApUAaHTHOCTBIO, KOJUPYETCS
CHUCTEMOM CUMBOJIOB U 3HAKOB.

11. IIpoposkure Pppasy: «TepMuHbl «0oKymenmuposannas uHGOpMaALUT» U
«00Kymenmnaa uHpopmanms ...»

1) HHUYEM JPYT OT APYyra HC OTIIMYAIOTCA U ABJIAKOTCA IMOJIHBIMA CUHOHUMAMU.
2) COACPKAT MPOTUBOIIOJIOKHBIC ITIOHATUA,

3) Pa3JIMYHEI 110 HOHSITPIfIHOMy O6’bCMy, TaK KaK HC BCAKad «IOKYMCHTUPOBAHHAA I/IH(I)OpMaL[I/IH»
ABIIACTCA ((HOKyMCHTHOﬁ)).

4) noHATHE «IOKYMEHTHPOBAaHHAS HHPOPMAIU» LIUPE MOHIATHS «I0KYMEHTHasi HH(popMarus»,
TaK KaK yKa3bIBaeT HE TOJIbKO Ha HaJIMUYHUe WieaabHON (MH(POPMAIIMOHHOI) COCTaBIISAIONIEH, HO U
Ha HaJIM4KME MATEPUATILHOTO HOCUTEIIA.

12. YkaxuTe CBOCTBO JOKYMeHTHPOBaHHOMH nHPpopMmanuu, koropoe HE ABJISAETCSA
00s13aTeJIbHbIM.

1) onepaTHBHOCTb;

2) OMHO3HAYHOCTH TOJTKOBAHUS,



3) I0CTOBEPHOCTH;

4) o(puIManbHOCTD.

13. Mo0:KHO JI CYUTATH JIOKYMEHTOM 4YeJI0BEKA, c/IeJIaBlIero TATYMPOBKY Ha TeJje?
1) HeT, Tak KaK OH HE SIBJISETCS MAaTEPUAIbHBIM HOCUTENIEM;

2) HeT, TaK KaK OH He COJACPKHUT HHPOPMALIUH;

3) HET, TaK KaK YCJIOBCK HC MMPCAHAa3HAUCH AJId XPaHCHUA, O6H.[CCTB€HHOFO HCIIOJIBb30BaHHUA U
nepeaayn BO BpEMCHH U IPOCTPAHCTBE,

4) na, Tak KaK 3TO MaTepUalIbHBI OOBEKT, C 3aHECEHHOM Ha HEero (Croco0oM MpUaAyMaHHBIM
YeJI0OBEKOM) COIHAIbHOI HHOpMAIIHE.

14. HazoBuTe nuddepeHunaibHbie MPU3HAKU JOKyMeHTa?

1) Hanuuue UHPOPMAIIMOHHON U MaTepUaIbHONU COCTABISIONINX;

2) CTPYKTYpHOCTb JOKYMEHTA;

3) NOJIMHHOCTE;

4) pyHKIMOHAIBHOCTH TIOKYMEHTA.

15. Haiinnte BepHoe npoaoJkenne ppaspl: «KOpUrHHAIBHOCTD JOKYMEHTA ABJISCTCH ...»

1) cymectBeHHBIM (U PepeHITnaTBHBIM) TPU3HAKOM, TaK KaK XapaKTepHa I BCEX BUJIOB U
TUIIOB JOKYMEHTOB;

2) cymiecTBeHHBIM (U depeHITnanbHbIM) CBOMCTBOM, TaK KaK HEOOXOMMa YETIOBEKY B €T0
MPAKTUYECKON KU3HU;

3) HECYHICCTBCHHBIM ITPU3HAKOM JOKYMCHTA, TaK KaK YCJIOBCK B ﬂeﬁCTBHTGHBHOCTH HUMECT ACJIO
HEC TOJIBKO C OpUTHHaJIaMH JOKYMCHTOB, HO U C UX KOIIUAMU,

4) HecylIeCTBEHHBIM, TaK KaK BCTPEYAETCs HE Y BCEX IOKYMEHTOB.

16. Kak Ha3bIBaeTcsi JOKYMEHT, BIiepBble CO3AaHHbIN OJJHUM 4eJI0BEKOM MJIM HECKOJbKUMH
JaauamMu?

1) opurunai;
2) NOJIMHHUK;
3) nyOnukar;
4) komus.

17. CiocoOHOCTH TOKYMEHTOB K THPAKUPOBAHNIO, BOCTIPOU3BEACHUIO COAEPKAHUS U
MATepHaJIbHOI0 HOCUTEJISA Ha3bIBACTCH ...

1) ayTeHTUYHOCT®;



2) TOXIECTBEHHOCTb;
3) KONMITHOCTB;
4) panbcudukarms.

18. Cpelm NMEPEIUCICHHBIX TUIIOB JOKYMEHTOB HAa30BUTE T€, KOTOPLIC HE CHUTAITCHA
KOIIUAAMM.

1) nyOnukarsr;

2) yMHOXXEHHbIE OPUTHUHAJIBL;

3) oTmycku;

4) BBINTHCKH.

19. K10, HMeeT NpaBo NPUAABATH IPUIMYECKYI0 CHIIY KONUAM?
1) HoTapuyc;

2) opraHu3anysi, BblIaBIIas JOKYMEHT;

3) HayabHUK OT/ENa KaJpoB JIt000H OpraHu3anum;

4) 3aBeyOUIMHA KaHIEIApHEH JTF000T0 rocy1apCTBEHHOIO OpraHa.

20. Kak Ha3bIBaeTcs opurvuHali, paCCManHBaeMblﬁ C TOYKH 3pCHUSA OTCYTCTBHUA B HEM
HECAHKIIMOHUPOBAHHBIX U3MeHeHMIi ?

1) xonusi;

2) ny0Onukar,

3) GanbcupuUUUPOBAHHBIN TOKYMEHT;

4) MOTMHHUK.

21. K xakomy Buay pajabcu(puKanuy J0KyMEHTOB Oy/1eT OTHeCEHA HHTEePIOJIsALUA?
1) mudposas danscudukanus;

2) anasoroBas panbCUPUKAINS,;

3) MOUYNCTKA;

4) BcTaBKa.

22. Kakoi JOKYMEHT CHUTaeTCsl 0(pUuuuaIbLHbIM?

1) TOKyMEHT, H3TrOTOBJICHHBIN C COOTIOICHUEM YCTAaHOBIICHHON (DOPMBI MJTH YaCTUYHO
W3MCEHCHHBII;

2) TOKYMEHT, H3TOTOBIICHHBIN CAHKIIMOHUPOBAHHBIM CITOCOOOM B COOTBETCTBHH C
3aKOHOJIATEIIbHO OMPEAECICHHON TEXHOJIOTHEN €ro U3rOTOBJICHHUS M UMEIOIUI TPU3HAKU
MOJTHHHOCTH;



3) JOKYMEHT, CO3JJaHHbIN IOPUANYECKUM WIH (PU3UUECKUM JHUIIOM, O(POPMIIEHHBIH 1
YIOCTOBEPEHHBIN B YCTAHOBJIEHHOM MOPSIKE;

4) IOKYMEHT, co/iepKaHiue KOTOPOI'0 MOYKHO CUUTATh MOJHBIM M TOYHBIM IPE/ICTaBIEHUEM
MOJTBEPKIAEMBIX OTEpAIHid, 1eATEILHOCTH WIIH (DPAKTOB 1 KOTOPOMY MOKHO JIOBEPSITH B
NOCIEAYIOIUX OIEPALUAX WU B IOCICAYIOIIECH JEATCIBHOCTH.

23. AyTEHTUYHBbII JOKYMEHT — 3TO ...

1) TOKyMEHT, H3rOTOBJICHHBIN C COOIIO/IECHUEM YCTAaHOBJICHHON (DOPMBI MJTH YaCTHYHO
W3MEHEHHBIN;

2) JOKYMEHT, KOTOPbIIl MOXHO JIOKaJIN30BaTh, HAMTH, BOCIIPOU3BECTH U UHTEPIIPETUPOBATH;

3) Takoi JOKYMEHT, Y KOTOPOTO MOKHO JIOKa3aTh, YTO OH: SBJISIETCS TEM, YEM MPETEHAYET ObITh;
OBLJT CO3/1aH UITU OTIIPABJICH JIULIOM, IEHCTBUTEILHO CO3JIaBIIMM MM OTIPABUBILINM €T0; a TAKKE
OBLJT CO3/IaH WJIM OTIIPABJICH B TO BpeMsi, KOTOPOE 0003HAUEHO.

4) JOKYMCHT, COACPKaHNEC KOTOPOI0 MOKHO CHHUTATh IMOJHBIM U TOYHBIM IMPEACTABICHUEM
MMOATBCPIKAACMBIX onepaunﬁ, JACATCIIbHOCTH NN (baKTOB H KOTOPpOMY MOXKHO JOBCPATH B
MOCJICAYIOIIUX OIICpaluiax 1IN B HOCJ'IG,I[YIOH_ICI‘/'I ACATCIIbHOCTH.

PA3AEJ 3. ©YHKIWU JOKYMEHTOB U CITOCOBbI JOKYMEHTHUPOBAHUA
COLIMAJIBHO 3HAUNMOM NTHOOPMAIUHN

Tema 1. @yHKIMM TOKYMEHTOB
Tema 2. CriocoOBbl U cpeAcTBa JOKYMEHTHUPOBaHUS

Tecr k pazneny 3

Tect k pazneny 3. OCHOBBI JOKYMEHTOBEI€HUSI.

Tembl «PYHKIMH J0KYMEHTOB» H «C110CO0bI JOKYMEHTHPOBAHUS»

1. Ha3HayeHue JOKyMeHTA, ero 001ecTBeHHAs POJib, LeJb, 32/1a4a HA3bIBAETCS. ..
1) pynxumein;

2) cBOMCTBOM;

3) BUzIOM;

4) TUMIOM.

2. MonupyHKUHOHATBHBIM JOKYMEHT SIBJISETCH MOTOMY, 4TO...

1) OTHOBPEMEHHO BBIMOJIHIET HECKOJIBKO Pa3HbIX (PYHKIIHIA;



2) BpeMsl OT BpEMEHHU MEHSIET (PYHKITUH;

3) pa3HbIe JOKYMEHTHI BHIIIOJHSIOT Pa3HbIe (DYHKIIHH;

4) y IOKyMEHTa eCThb TJIaBHasi, OOIINE U CIICIIHATbHbIE (PYHKIUH.
3. CaoBo «pynkmusi» (functio) ¢ JaTbIHM NepeBOANTCS KAK ....
1) Tum;

2) 1enb;

3) UCIIOTHEHHE;

4) 3agava.

4. lesienue GpyHKUMIA JOKYMEHTOB HA IJIaBHbIE, 001MeE U CTIEHAJIbHbIE ObLIO
NpeIJI0KeHO. ..

1) H.H. Kymnapenko.

2) H.C. JlappKkOBBIM,

3) I1.M. WnrommeHko.

4) 3.A. bapnaeseim u B.b. KpaBuenko.

5.3.A. bapnaes u B.b. KpaBuenko, xapaktepusyst oAHy U3 QyHKIUIi, IULIYT, YTO
JAOKYMEHTHI ¢ 3TOH (pyHKUMell IPU3BAHbI: BbIPAXKATh HHTEPechl ONpeaeIeHHOI0
COLMAJIBHOIO CJIOS, TPYNNbI, HHANBHAYYMA; 3aMIe4aTIeBaTh, COXPAHATH M NlepelaBaTh
COLMATIbHYI0 HH(OPMALHIO, 0TPAKAIOIIYIO YCTPOHCTBO H (PYHKIIHOHMPOBaHHeE 001eCTBA;
OTPaXkKaTh AeATEJbHOCTb, MECTO M POJIb KOHKPETHOI'0 YeJI0BEKa, TeX HJIN HHBIX
COLMAIBHBIX I'PYII JAHHOTO 00IECTBA HA ONPeeJICHHOM cTyneHn ero paspurus. O Kkakou
(pyHKUIMH uaeT peub?

1) ynpaBneHueckoii;
2) uH(OpMaLMOHHOI];
3) connanbHOI;

4) KyIbTYpHO.

6. Iloyemy B HayKe 10 CHX IIOP He CJIOKHWJIOCH eIMHON Kiaaccupukanuu GyHKIUH
AOKYMEHTOB?

1) pyHKIMHU TOKYMEHTOB UMEIOT Pa3HyIO MPUPOAY U 3aBUCAT OT KauecTBa U THIAa HHPOPMALIUY;

2) ciekTp 3TuX (HYHKIMNA MHPOK, TaK KaK HMH(YOpMAIHs IPOHU3BIBAET BCe C(hEephl YEIIOBEUECKOTO
o0I11ecTBa U YIOBJIETBOPSIET CaMble pa3HOOOpa3HbIe MOTPEOHOCTH;

3) TOKYMEHTBI CIIOCOOHBI BBIIOIHATH Cpa3y HECKOIBKO (DYHKIMNA, X HHOTJA TPYAHO pa3ieiIuTh
MEXIy COO0M;

4) Bce Ha3BaHHBIE BBILIE MTPUYHHBIL.



7. 9T (PYHKIIMHU eCTh BCeraa y Bcex JOKYyMeHTOB. OHU cTAa0MJIbHBI M HEU3MEHHBbI.
1) obmue;

2) criennaibHbIE;

3) ynpaBlieHUECKHE;

4) reTOHUYECKHE.

8. O1H pyHKuMHU 0053aTEJIbHO €CTh Y BCeX IOKYMEHTOB, HO B PA3HOM COCTaBe KaK
aKTyaJibHoOe J0noJHeHHue ApYyrux GpyHKunii. OHM BO3HUKAIOT Y IOKYMEHTA U MOTYT
MEHSIThCS B 3aBUCUMOCTH OT YCJIOBH (YHKUMOHUPOBAHUS TOKYMEHTA, OTPAKAIOT
pa3Hoo0pa3Hble KOHKPeTHbIE NOTPeOHOCTH 001IeCTBA WIIN OT/IeJIbHOIO ero YieHa.

1) obmue;

2) criennabHbIE;

3) ynpaBJeHUYECKHE,
4) reoHUYECKHE.

9. 3T noAyHKuMHN (OPraHU3aANHOHHASA, IVIAHNPOBAHNS,
NPOECKTHPOBAHUSI/KOHCTPYHPOBAHUS, pacCOPSAANTe/IbHAsl, KOHTPOJIA,
CIIPABOYHO-AHAJMTHYECKAs, IPAaBOBas QyHKIMS) OTHOCATCH K ...

1) ynpaBieHueckoi GyHKIUY;
2) unpopMaoHHON (HYHKIUY;
3) oOueKyabTYpHOH QyHKIIUY;
4) counanbHOM HyHKIMH.

10. Kakoii Tun ¢pyHkumii BJusieT HA NPAKTHKY padoThI € JOKYMeHTaMH, GopMHUpYyeT
(pyHKIHMOHAJIbHBIE CHCTEMbI JOKYMEHTALUN ?

1) obmue;

2) criennaibHbIE;

3) ri1aBHbIE;

4) Bce HE3aBUCHUMO OT THIIA.

11. Kak Ha3pIiBaeTcs pyHKIUSI JOKYMEHTOB, B KOTOPBIX OTPAKEHBI: CO3AaHHe
OpPraHM3alNH, YCTAHOBJICHHE €e CTPYKTYPbI, INTATHOM YHCJIEHHOCTH; perjiaMeHTauus
AeATeJbHOCTH M KOJINYeCTBO CTPYKTYPHBIX NOAPa3/ieJIeHuil M pa0OTHUKOB; PeKUM padoThI
U T.L?

1) npaBoBasi;

2) pacniopsIUTEIbHAS,



3) KOHTpOJIA;
4) opraHu3anoHHasl.

12. Kak HaspiBaercs GyVHKIUSA JOKYMEHTOB, B KOTOPLIX COAEPIKATCH VIIPABJIeHYECKHE
9
peleHHsI 10 PeryJIMpPOBAHUIO TeATETbHOCTH OPTaHU3AIMH WIH FOCYIapCTBEHHOr0 oprana?

1) mpaBoBasi;

2) pacnopsIMTeIbHAs;
3) KOHTpOJIS;

4) opranu3alMoHHasl.

13. Eciiu 10KyMeHTBI HA3bIBAIOTCSl KIPUKA3», «pellieHHe», KIOCTAHOBJIEHUE)», KYKa3aHUey,
«pacnopsizkeHune», TO OHU BbINOJIHAIOT (WM BBINOJHSIN paHee) PyHKUMIO ...

1) mpaBoBY10O;

2) pacnopsIUTENbHYIO;
3) KOHTpOJI;

4) OpraHu3aIMOHHYIO.

14. JTa GpyHKIUA CBOHCTBEHHA JOKYMEHTAM, B KOTOPBIX JJIsl 3aIMCH HH(POPMALHHU
HCIOJIB3YIOTCSl PA3JIMYHBIC IPHEMBbI U CHCTEMbI TAaHHONINMCH, KpunTorpadpuu. Taxike
0CO0CHHOCTBI0 TAKHX JOKYMEHTOB SIBJIACTCSI OTPAHNYCHHE B JOCTYNE K HH(POPMALNH.

1) cratuctuyeckas;

2) MOAUTHYECKAas;

3) 3amuTHl HHPOpPMAIUY;
4) KOTHUTHBHAS.

15. O0pa3oBaTenbHyI0 (Y4eOHYI0, 00y4aIOIIYI0) M (PYHKIIUIO HCTOPUYECKOT0 HCTOYHMKA
MOKHO CYUTATH NOA(GYHKIUHUAMH CHIEHUAIBHOM ...

1) ynpaBineHueckoi GyHKIHH;
2) mo3HaBaTeNbHOM (DYHKIINH;
3) counanbHON QYyHKIUY;

4) nadopmanoHHON QYHKIIUH.

17. buoius n Kopan — noimgyHKIMOHAIBHbIE TOKYMEHTBI, HO OAHA (PyHKIMS 110 cell IeHb
ABJIIETCA IS HUX CAMOM I'JIABHOM.

1) Xyno>KeCcTBEHHO-3CTETHYECKas;

2) nmpaBoBasi;



3) pa3BiekaTenbHas;
4) uaeosornvecKasl.

18. Ilouemy 00mIecTBO (KpOMeE MOJTUTHYECKUX U HIE0JOTHYECKUX CO00pakeHuil) npuderaer
K LleH3ype WJIH 3aipeTaM Ha U3IaHus U NY0JIMKALIMN HEKOTOPbIX JOKYMEHTOB?

1) eciii JOKYMEHTBI IIEpPEeIaloT CEKPETHYIO HH(OPMAIIUIO;

2) C MOMOIIBIO JOKYMEHTOB MOXKET OBITh MepejaH KaK MMOJIOKUTEIbHBIN (TO3UTUBHBIN) OIBIT
YeJIOBEUECKOr0 IIOBEICHHMs], TAK U OTPULIATEIIbHBIN;

3) uadopmarys B TOKyMEHTaX MOXKET HACTPOUTD I'PakJaH MPOTHB BIACTH;
4) undopmanus B JTOKyMEHTaX HE HOCUT Pa3BJICKaTENbHOTO XapaKTepa.

19. YuurtbiBaeTcs JIM Xy/JA05KeCTBEHHO-3CTeTHYeCKasi (PyHKIUsI JIOKYMEHTOB NPH
onpeeJeHHH CPOKOB UX XpPaAHeHHs?

1) na Bcerna,

2) Ja, HO TOJIBKO €CJIM Mbl UMECM ACJI0 C JOKYMCHTAMHU, BBI3bIBAIOIIUMHU 3CTCTUYCCKUC
MNEPCIKNBAHUA, (I)OpMI/IpYIOH_[I/IMI/I XYAOXKECTBCHHO-3CTCTUYCCKUC UACAIIBI U BKYCBI;

3) 1a, HO TOJIBKO y JOKYMEHTOB C TOProBOM (pyHKIIHEH.
4) HET HUKOTIa.

20. UupopManmOHHYI0, KOMMYHUKATHBHYI0 QYHKIHIO M (PYHKIUH 3aKpeNJICHHUs,
oxpaHeHHMs HH(OpMALKHU CJIeyeT OTHECTH K...

1) cienmanbHBIM (QYHKIHAM;

2) o01muM QYyHKIUAM;

3) ynpaBiieHuYeCKUM ¢ YHKIHSIM;
4) npaBOBBIM (YHKIIUSIM.

21. leiicTBHE WJIH COBOKYITHOCTD /1eiiCTBHUIi, IPUMeHsIeMbIX B IIpolecce 3amucu
HH(popmManu, Ha3bIBaeTCH. ..

1) cpencTBOM TOKYMEHTHPOBAHMSI,

2) c11ocoOOM TI0KyMEHTHUPOBAHHUS;

3) cucTeMoit TOKYMEHTAIINH;

4) METOIOM TOKyMEHTHPOBAHUS

22. YKaKITe, YTO BKJIIOYAET B ce0si cUCTeMAa JOKYMEeHTHPOBaHUsI.
1) MeToa 1OKYMEHTUPOBAHUS,

2) BUIbI JOKYMEHTOB;



3) cpeacTBa TOKyMEHTHPOBAHMUS;
4) MaTepuaIbHBI HOCUTENTh HHPOPMAIUH.

23.Cnioco0 HaHeceHUs A3BIKOBbIX 3HAKOB M 3HAKOB-M300pakKeHNH HA MOBEPXHOCTh
MATepHAJIbHOI0 HOCUTEJIS IPH MOMOIIY OPITEeXHUKHU HA3bIBaeTCH. ..

(oTBeT 3amucaTh CIOBaMU) HaYepmameibHblil

24. IlpapoauTesieM MATPHYHBIX MATEPHAJIBLHBIX HOCHTeJIell ABJISETCS CJAeAYIOIHi cr1ocod
JAOKYMEHTHPOBAHHUS. ..

1) HauepTaTenbHBIN;

2) 21EeKTPOCTaTHYECKU;
3) nepdopupoBaHue;

4) nazepHslil.

25. O KaKuX MaTepUATbHBIX HOCUTEJISIX HIET Pedb B CJIeAYIONIeM onpeIeIeHun:
«Hughopmayuna c 3mozo mamepuanvrhozo Hocumensn CYHUmMbLEAIACH C NOMOUIBIO CHEUUAIbHBIX
MemaniuyecKux ujemouex (31eKmpudecKux KOHmMaKmaoa), 3amMblKaguiux 3J1eKmpudecKyo
cems npu nOnadanuu é omeepcmue»?

(omeem 3anucamo crosamu). nepdokapra\sl, mephoeHTa\bI

26. B nu3o0peTreHnH Kakoro cnocod6a 10KyMeHTHPOBAHMS MCII0/b30BAJIOCH OTKPBITHE
(pu310/10T0B, HA3BAHHOE BIOCJIECTBUH «UHEPIHeii 3peHHs1, WJIH MAMATHIO 3peHUs» ?

(omeem 3anucams cro6amu) KAHOJLOKYMEHTHPOBAHHE (KHHO)

27. Kakomy cnoco0y JOKyMEHTHPOBAHHUS COOTBETCTBYET [aHHOe onpeneaeHue: «Cnocoo
uughposoil 3anucu, npu KOMOPOM 6X00HbBLE CUZHAIBL HOOEEP2AIOMCA KEAHMOBAHUIO U 3ameMm
npeoopasyromcs ¢ 060UYHbIE YUCIA 0J1A 3ANUCU HA HOCUMENb 8 ude Kooa. B kanane
60CnpPOU36E0CHUA NPOUCXO0UmM 0OpamHoe npeodpazosanue (0ekoouposanue). Imom 6uo
3anucu Ucnoab3yemcs 21aeHbvlm 00pazom 6 3anomunarouiem ycmpoiicmee IBM»?

1) aHanoroBas 3ammce;
2) nepdopupoBaHuE;
3) HauepTaTEIbHBI;
4) 2NEeKTPOHHBIN.

28. Kakoii cnoco0 10KyMEHTHPOBAHUS XaPAKTEPU3YIOT CJIeAYIOLIHMe CPEeACTBA
JOKYMEHTHPOBAHHUS U MaTepUAJIbHbIC HOCHUTEIN: 2IUHA, 60CK, KOCMb, KOPA 0epesbes,
uepnuaa, cpagum, Kpacku, nepvegvle PyuKu, U KAnUNIAPHble, PYYKU-POJIEPbl, MAPKePbl,
panuoozpadghul, promacmeput?

1) aHanoroBas 3ammce;

2) nephopupoBaHue;



3) HauepTaTeNbHBIN;

4) 5IeKTPOHHBIH.

29. Ilponoskute ppasy: « Tpaouyuonnvie cnocoobl 00KyMeHmMUpPOaHUus NPeoCmaeieHbl. ..»
1) HauepTaTeIBLHBIM CIIOCOOOM;

2) BBICEKAHHEM;

3) JOKYMEHTHpPOBAaHUEM Ha MUILIYIICH MalluHE;

4) MEXaHMYECKOH 3aIUCHIO.

30. lIpoposxute ppasy. « Tpaduyuonmnvie cnocodvl 0OKYMeHMUPOBAHUA OMAUYAIOMCA OM
MEexXHOMPOHHBIX MeM, YMO...»

1) uadopMmarnus 3aHOCUTCSA HAa MaTepUalIbHbI HOCUTENb U CYUTHIBAETCS C HEro 0e3
UCIIOJIb30BaHUS TEXHUKH;

2) TpaAULMOHHBIE CTIOCOOBI IPUBBIUHBI U JOCTYIIHbI, @ TEXHOTPOHHBIE NOSIBUJINCH B MTOCIIEHEE
BpPEMSI U UCIIOJIb3YIOTCA B Y3KMX 00J1acTAX 4EeJIOBEUYECKOM JEATEIbHOCTH.

3) TpaaUIMOHHBIC CITOCOOBI OOJIEe TPYTOSMKH | ITO3BOJISIOT 00padaThiBaTh, PUKCHPOBATH,
COXpPAaHATb 3HAYUTCIIbHO MCHBIICC KOJIMYCCTBO I/IH(i)OpMaIII/II/I;

4) TeXHOTPOHHBIE CITIOCOOBI — AaBTOMATU3MPOBAHHAS 3aMIUCh MH(OPMALINH, a TPAJIULUOHHbBIE —
pyuHasi.

31. [Iponosxurte Pppasy: «Credyrouiue 6udvt OOKyMeHM08: hOMo0OKymMeHmul,
KUHOOOKYMEHmbl, 6U0E000KYMEHMbl, 8UOCOPOHOZPAMMDBL, POHOOOKYMEHMbL, MAKHCE
O0OKyMeHmbl HA MUKPOopmax — cozoaromces... »

1) TpaZUIIMOHHBIMH CTIOCO0AMU TOKYMEHTUPOBAHMS;
2) TEXHOTPOHHBIMH CITIOCOOAMU TOKYMEHTHPOBAHUS;
3) KaK TpaJAULMOHHBIMH, TaK U TEXHOTPOHHBIMH CIIOCO0AMH;

4) cienpUIECKUMH CTIOCOO0aMH, HE OTHOCSIIIUMUCS HU K TEXHOTPOHHBIM, HO K TPAJUITHOHHBIM
croco0am.

32. Kakoii wiim Kakue crnoco0bl, 0CHOBAHbI HA U3MEHEHNH (PU3UIECKOr0 COCTOSIHUS
NMOBEPXHOCTH MJIH CTPYKTYPbI MATEPUAJIBLHOT0 HOCHTEISI HH(pOpMALINU, TPUYEM ITO
H3MEeHEHHEe «CYMTBHIBACTCS) MALIMHON U SIBJISIETCH IS Hee 3HAKOM.

1) nepdopupoBanue;
2) BBICEKAHMUE;
3) BBIKUTAHUE;

4) ¢pororpadus.



33. «Hugpopmayus 3anocumcesn Ha nPpamoyzoibHble KAPMOUKU U3 KAPMOHA, HA KOMOPbIX 8
onpeoenénHom nopaoke npoousaromcs omeepcmus. B npoyecce pabomut mawunsl kapma
OWYNBIEACHICA CREUUATIBHOIMU WIMBIPAMU, CYUMBIEAIOWUMU MAKUM 00pa3om uHpopmayuio,
Komopasn 3amem nepeoaemcs osuxcyuwiemyca ueanoky». O kakom cnocode
JTOKYMEHTHPOBAHUSI UIET peub?

1) nepdopupoBanue;
2) BBICEKAHHUE;

3) BBDKHTaHUE,

4) ¢otorpadusi.

34. K10 1 korja BnepBblie 0CylIeCTBIJI He TOJBKO 3alIUCh, HO M BOCIIPOU3Be/IeHHe 3BYKa ¢
MATEPUAJIbHOI0 HOCUTEJIA?

1) B 1804 r XK. XKaxkkap;
2) B8 1807 r. T. IOHr;

3) B 1857 r. CkorT;

4)B 1877 r. T. Dnucon.

35. «Ima cucmema 3anucu, C nomoulbro Komopoﬂ Ha 03u;ucymemcn mamepuaibHom
HOocuméesie gpvlpezaemcs uiu 6b10ABUBACMCI KAHABGKA 6 COOMBEMCMEUU C 3ANUCHIBACMBIMU
36yKosblmu Kole0anuamu. Bocnpou33e¢)enue oCyulecmeiiaemca ¢ ROMOuLbIoO uljibl,
onupalomeﬁC}l HAa CMEHKU KaHA6KU ()euofcymezoal mamepuajibH020 Hocumelii,
noemopﬂlomeﬁ maxKum 06pa30M mexanuueckue KOJleﬁaHu}l, coomeemcmeyroujue
3ANnUCAHHBIM 36)KO6bIM Kolebanuam. Ima cucmema 3anucu HA3vbl6AeMcA. . ). HpO}IOJDKI/ITe
NMPEATI0KCHUE.

1) BeIpe3anHuem;

2) HauepTaTeIbHOM;

3) MarHUTO(OHHOMU 3aIHChIO;

4) aHa0rOBOM MEXaHUYECKOM 3BYKO3alKChHIO.

36. Kakoii crioco0 BriepBbie MO3BOJINJI 3a1€4AT/IeTh 00beKTHBHYIO BU3YAJIbHYIO
HHPOPMALMIO HA MATEePHAJILHOM HOCUTeIe?

1) pucoBanue;
2) )KUBOIIUCB;
3) BBIKUTAHUE;

4) GOTOXUMUYECKUMA.



37. Kakoii ciocod npeacrapiisieT c000il COBOKYITHOCTh NMPOLECCOB U CNIOCO00B MOJyYeHUs
H300pakeHUil Ha CBeTOYYBCTBUTEJbHBIX MaTepHaJiax JeiiCTBHEeM HAa HUX CBeTa U
nocjeAywueil XuMnueckoi oopadorku?

1) nazepoontuyeckuii;

2) MEXaHUYECKH;

3) boToxumHuUecKuit

4) KHHOJOKYMEHTHUPOBAHHUE.

38. Ilo caexyommuM NPU3HAKAM YCTAHOBUTE BU/ JOKYMEHTA: «ITH JOKYMEHTHI MO3BOJSIIOT
3anevyaryieTb MUP B JTMHAMUKe. OHU UMEIOT CJI0KHYI0 CTPYKTYPY M COCTOAT U3 KA/JPOB,
IVIAHOB (M0CJ1€I0BATEIbHO PACIOJIOKEHHBIX KAIPOB, CHATHIX € 0JJHOI TOUYKH), a TAKKe
3BYKOBOM COCTABJISIIOLIECH, T. €. OpPraHU4YeCKH COYeTAKT B cede n300pa3uTesbHbIC,
TeKCTOBbIE, MY3bIKAJIbHbIE H IIyMOBbIe KOMIIOHEHTHD».

1) poTomoKyMeHTHI;
2) ayaAnO0I0KYMEHTHI;
3) BUAECOJOKYMEHTHI;
4) KUHOJJOKYMEHTHI.

39. K kakomy cnoco0y 3anucH OTHOCATCH BCe NepevncieHHbIe BUIbI JOKYMEHTOB —
(poHOTOKYMEHTBI, BH/1€03AIIUCh, BU1e0(OHOrpaMmMa, 3J1eKTPOHHbIE IOKYMEHThI?

1) nepdopupoBanue;

2) 2JIEKTPOMArHUTHBIH CIIOCO0;
3) 1a3epoONTHYECKHII;

4) ananoroBas 3aIuCh.

40. Kakoii BH1 JOKyMEHTa CO31aeTCsl M BOCIIPOU3BOASATCS CJEAYOIIHNM 00pa3oM: 3ByKOBbIE
KoJIe0aHus BO3/1yXa Npeodpa3yloTcsl B 3JIEKTPUYECKHH TOK, M JICKTPHYECKHe CUTHAJIBI OT
MHKPO(}OHA 3aNMCHIBAIOTCH HA MATHUTHYIO JICHTY, 4 IPH BOCNIPOU3BeICHNH MPOMCXOIUT
o0paTHoOe sIBJIeHHEe — YJIEKTPHYeCKHe CUTHAJIBI IPe00pa3yloTcs B MeXaHHMYeCKHe
K0J1e0aHNs C MOMOLIBI0 TPOMKOIOBOPUTEISA?

1) poHOIOKYMEHTHI;

2) BuzneodoHorpamMma,

3) BHU1€03aIHCh;

4) H11eKTPOHHBIE TOKYMEHTBHI.

41. Kakoii crioco0 3anucH XxapakTepu3yercs cJeAyIIMMHU MoKa3aTeJasiMu?



e Ero ucnoan3oBanme B 1,4 pa3a mo3BOJMJIO YBEJIHYUTh IUVIOTHOCTH 3aNHCH IO
CPABHEHHMI0 C AaHAJIOTOBOH M HA HECKOJbKO MNOPAIKOB MNpeB30WTH mpeae,
o0ecnneynBaeMblii MArHUTHBIM CIHOCO0OM, a 1O CPABHEHUIO 3Ke C OOBLIYHOI
rPaMILIACTUHKOM IJIOTHOCTH 3anmucu 0oJibiie B 100 pas.

e B oranuMe 0T MeXaHMYECKOWl 3BYKO3allUCM M MATHHTHBIX CIOCO00B
AOKYMEHTHPOBAHMS, ITOT CNOCO0 SABJISAETCHA 0ECKOHTAKTHBIM (00bEKTHB OTCTOUT OT
HOCUTEJISI HA PacCTOSSTHUHU /10 1 MM), 4YTO MPAKTHYeCKH HCKJIIOYaeT BO3MOKHOCTH
MEXaHU4YEeCKOr0 MOBPeKIeHHsl JAHUCKa, olecrnedyuBasi ropasao 0oJiee BBICOKYIO
JA0JITOBEYHOCTH M HAJEKHOCTh XpaHeHusI HHGOpManuu.

e [lo3BoJsisieT mpeoa01eBaTh MOMEXH, NPUCYIIHE MEXAHMYECKOIl U MATHUTHOM 3amucH,
o0ecrneynBasi TeM CaMbIM ropa3io 0oJiee BLICOKOE Ka4eCTBO 3By4YaHUsI;

e JTy 3anMCbh MOKHO NOJIBEPraTh KOMIbIOTEPHOI 00padoTKe, YTO JaéT BO3MOKHOCTbD,
B YACTHOCTH, BOCCTAHABJIMBATH  IlePBOHAYAIbHOE  3BYYaHHE  CTapbIX
MOHO(OHMYECKUX 3anuceil, 0CBOOOkKIAThL HUX OT IIYMOB M HCKAaKEHHH M Jaxe
npeodpa3oBbIBATH B cTepeoOHUYECKHUE.

1) mazepoonTuyeckoe JOKyMEHTUPOBAHUE;

2) 3JeKTPOMAarHUTHOE JJOKYMEHTUPOBAHHE;
3) ronorpaguyeckoe JOKyMEHTUPOBAHUE;
4) anasioroBasi 3aIucCh.

42. «I'onoraguyecknii cnocod 3anucu MHPOPMALMHU XapaKTepu3yercsl CJeAyIIUMHU
nokaszareJsiMu...». Haligure Bo3MoKHbI€ NPOI0JIKEHNUS JAHHOTO YTBEPKIeHUsI.

1) kaxap1ii pparMeHT 3anucu (Jito0oi ee yuacToK) 1a€T BO3MOKHOCTh MOIyYUTh
uHpopMalnio 000 BCEM 00BEKTE, ITOCKOJIBKY CBET OT JII000# TOUKH (prKcHpyemMoro npeaMera
pacrpeaensieTcst o BceMy U300paKeHUIo, U TIPH yTepe pparMeHTa 3arucH ee JEerko
BOCCTAHOBHUTH C JIFOOOTO €€ Yy4acTKa;

2) c MOMOIIIBIO Ja3epa PUKCUPYETCs, a 3aTeM BOCIIPOU3BOIUTCA HHPOPMALIUSA O KaKUX-THOO
00BEKTax ¢ OYeHb TOUYHOU IMepejaueil MPOCTPAHCTBEHHBIX COOTHOLLIEHUH, YTTIOBBIX U
JIMHENHBIX pa3MepOB, B3aMMHBIM PACIIOJIOKEHUEM ITPEAMETOB B IIPOCTPAHCTBE, CO
MHO’KECTBOM PaKypcOB, KOTOPbIE U3MEHSAIOTCSI C U3MEHEHHEM TOUYKU HaOJII0ICHUS;

3) aTo oTorpadudueckas 3anuch, OCHOBaHHAS HA IBYX (DU3NUYECKUX SBJICHUSIX, CBSI3aHHBIX C
BOJIHOBOU MPUPOION CBETa, — SBIICHUAX TU(PAKIUU U HHTEPPEPEHIINH;

4) 3anuch nHPOpMaIK, TpeodpazoBaHHON B IU(PPOBOI KO, MPOU3BOIUTCS HA MUKPOUHIT
(BCTpPOEHHYIO HHTETPAIbHYIO CXEMY IMaMsITH) WM MUHU-KapThl. 3alMMCaHHYIO0 TaKUM 00pazoM
Ha MUHU-KapTy HHGOPMAITIIO MOKHO € TIOMOIIBIO CTICIIHAIBHOTO YCTPOWCTBA BBOJAUTH B
KOMITBIOTED, MPOCITYIINBATh MU MIEPECHUIATh 1O AIEKTPOHHOU MOYTE

KonTtpouabHnas padora no kypcy «OCHOBBI JOKYMEHTOBEICHHU S

1. IIpoananu3upoBate ynoTpeOsieHHue MOHATHS «JOKYMEHT» U €0 CUHOHHMOB «JIEJIOY,
«Oymara», «akT», «IenoBas Oymara», «CIy>KEOHBIM ITOKYMEHT» IO TpPeM HCTOYHHKAM (CM.
XpecToMaTHIO K pasaeiny 2):

- 'enepanbHOMY pernamenty 1720 r.,



- ObmemMy ryoepHCKOMY yupexaeHuto 1775 r.,

- O6memy yupexaeauio MmuauctepcTs 1811 .

[Ipoananu3upoBaTh, B KAKUX CIIydasx YIOTPEOIIeTCs KaXI0e OHATHE.

Memoouueckue pexomenoayuu 1

a) [IpounTarh BCe TPU UCTOYHUKA M BBIUCATH MPEIIOKECHHS, TAC YIOTPEOISIETCS CI0BO
«ITOKYMEHT», OTJICJIbHO 10 KaKJOMY UCTOYHUKY, YKa3bIBasi HOMEp IJIaBbl / MyHKTA;

0) caenaTh Ha OCHOBE BBIITMCOK BBIBOJI O 3HAUCHUU TEPMHUHA «IOKYMEHT» B KaXKIIOM H3
UCTOYHUKOB OT/ICIHHO;

B) TO € MOBTOPUTH JUUISI CHHOHHMOB «JIIEJIO», «OyMara», «akT», «IeioBas Oymaray,

«CITYKEOHBIN JTOKYMEHT.

2. Ilo BeIUCKaM U3 cI0Bapei U CelHaIbHOM JUTEpaTyphl ONPEENINUTh, KAaKHe aCIeKThI —
UH(OPMALIMOHHBIN, IPAaBOBOMU, YIPABICHUECKUI, HCTOPHUUECKUI — JIETJIM B OCHOBY ONpE/AEICHUs
MOHATHS «IOKYMEHT» B KaXKJIOM CIIydae.

Memoouueckue pexomenoayuu 2

BbinmucaTh M3 TOJNKOBBIX M CIELUAIBHBIX CIOBapel, a Takke M3 Y4eOHUKOB I10
JIOKYMEHTOBE/IEHUIO (JTF0OBIX), METOJMUECKON JIUTEPaTyphl O AEIONPOU3BOICTBY, ApXUBHOMY U
OMOIMOTEYHOMY JIENTy U JIp. ONPENEICHUS CII0BA «IOKYMEHT.

OO0s3aTenbHO yKa3aTh BBIXOJHBIC JaHHBIE MCTOYHHMKA (aBTOpa, Ha3BaHUE, MECTO U TOJ
U3JJaHKs, U3/1aTeNIbCTBO, CTPAHMILY / PEKUM JIOCTyMa (M1 3JEKTPOHHBIX pecypcoB). Hanpumep:

bapuxun A.B. [lenonpouzeoocmeo u ooxymenmoobopom. - M.: Knuocneiii mup, 2008,
C.17.

Deodepanvnvii  3akon  «O  2ocyoapcmeenHol  pecucmpayuu  IOpUOUYecKux Jauy U
UHOUBUOYANbHBIX npeonpunumameneiy om 8 aszycma 2001 2. Ne 129-D3 (peo.19.05.2010)
[Onekmponnwiii pecypc]. - Peowcum docmyna:

http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=100595

Ilocne kaxxgoil BBIIKMCKH CAEIaTh BBIBOH O TOM, Kakol acIeKkT — HH(bOpMaHHOHHBIﬁ,
HpaBOBOﬁ, praBHCHQCCKHﬁ, I/ICTOpI/I‘-ICCKI/If/'I — JIer/au B OCHOBY OIIpCACIICHUA TIOHATUA

COOKYMEHT» B KaXKAOM CJy4dac.

3. CpaBHUTb TOJIKOBaHHS TEPMUHOB «uHpOpMaLUA», «IOKYMEHTHPOBAaHHAS
UHPOPMALIUAY, «TOKYMEHT», «3JICKTPOHHBIN JOKYMEHT» B HOPMAaTUBHBIX U IIPABOBBIX aKTax.

3.1.Beinucate U3 rocy1apCcTBEHHBIX CTAaHAAPTOB OMPEIETICHUS TEPMHUHA «TOKYMEHT:

I'OCT 16487-70. Jlenonpou3BOACTBO U apXUBHOE J1€710. TepMUHBI U ONpEICIICHUS;

I'OCT 16487-83. Jlenonpou3BOACTBO U apXUBHOE J1€710. TepMUHBI U ONpEICIICHUS;



I'OCT P 51141-98. Ienonpou3BOJICTBO U apXUBHOE A€JI0. T€PMUHBI U ONIPEIECICHUS;

I'OCT P 7.0.8-2013 Jlenonpou3BoACTBO U apXUBHOE J1€110. TepMUHBI U ONIpEAEICHUS.

3.2. Bemucats u3 ®enepanpHbix 3akoHOB Ne 149 «O06 undopmaruu, HHPOPMAITMOHHBIX

TEXHOJIOTUAX U 3ammte uHpopmarum» 2006 1. 1 Ne
3amute uHGOpMammm» OT 25 sHBaps 1995 rona

COOKYMCHTHUPOBaHHAas HH(bOpMaI_[I/IH», CIOKYMCHT»

15 «O6 undopmanuu, nHGOpMaTH3ALUN H
OTIpeIeNIeHUs] TEPMUHOB «HH(OPMAIIH,

u ((BHCKTpOHHBIﬁ JOKYMCHT» YCTAHOBUTD,

KaKhe aclekThl (HOCUTENTH HH(OpMAaIMH, CIocoObl ee (PUKCHUpOBaHUS, OpUIMYEcKas cuiia

JIOKYMEHTA U JIp.) U QYHKIIUH TOKYMEHTA 3aJI0’)KEHBI B 3TUX ONPEICICHUSIX.

Memoouueckue pexomenoayuu 3

A. Beimucku 3 'OCToB 3aBepiiuTh 00IIMM BBIBOJIOM O TOM, MEHSJIOCH JIM CO BpEeMEHEM

TOJIKOBAHUC MMOHATUA «TOKYMCHT» U KAKNC U3MCHCHUA Ha6JHOI[aIOTC$I.

b. Beinucku u3z @3 Ne 149 3aBepminTh BBHIBOJIOM O HAJIMYMM MOHATUN B KaxjaoM D3 u

COOTHOIICHUN TOHSATHU ((I/IH(l)OpMaI_[I/IH», CIOKYMCHTHUPOBAHHAsA I/IHCI)OpMaI_II/IH», CIOKYMCHT» U

((BHGKTpOHHbIﬁ JAOKYMCHT».

4. N3yunts TeMy «CrnocoObl U CpeJCTBa JOKYMEHTUPOBAHHS MO y4eOHOMY MOCOOMIO

H.C. JlappkoBa. «/lokymenroBenenue» (He panee 2006 r. uzmanus). CoCTaBUTh KOHCIEKT 4-i

«CrocoObI ¥ CpeaIcTBAa TOKYMEHTUPOBAHUS» (CM. XPECTOMATHIO K pazneny 3).

Koucnekr

cremyer

Memoouueckue pexomenoayuu 3

COCTaBUTH

B TaOJIU4YHON

dopme.

Cnenyer

coOroaaThb

NI0CJIEI0BATENBHOCTD ONUCAHMSI CIOCOO0B TOKYMEHTHPOBAHMUS, 33JaHHYI0 YUEOHUKOM.

[Ipu onucanuu kaxxJ10ro crocoda ciieAyeT yKa3blBaTh €r0 HEJOCTaTKU U MPEUMYIIECTBA

Cnocod Onucanne CpencrBa Marepuanbn | Buasl
AOKYMEHTH-POBaH | crocooa. AOKYMEHTH-POBAH | ble HOCUTEJN | JOKYMEHTOB
us s , KOTOpBbIE
IIpenmymecrsa u MOTYT
HEeJO0CTATKH. C031aBATLES
JaHHbIM
crnocooom
Hauepmamenvnwiii | Hanecenue YepHnuna, cmuno, Kocmy, kopa Texcmoesvie,
cnocob A3BIKOBLIX 3HAKOB U | KANAM... oepesves, mexHuyecKue
O0OKYMEHMUpOBany | 3HAK08-U300pasice nepeamenm... |,
A HUl Ha U3000KYMeH
NOBEPXHOCHIb mol ...

mamepuailbHoco




Hocumens 00bIYHO
npu nomowu
Kpacsuieco
eewecmea.

Ilpeumywecmea

Heoocmamxku - ...

Htorossiii TecT 1o Kypcy "OCHOBBI TOKyMEHTOBEIEHUS "
HTrorosslii TecT

no qucuuniIuHe «OCHOBBI IOKYMEHTOBeIeHUsD»

1. Ykaxure BepHoe npoaokeHue ppasbl: 3aKon 00OKyMeHmayuoHHoz2o oghopmienus

COUUAIbHO 3HAYUMDBLIL COObIMUIL Oelicmeayem ...
1) TonpKO A1 OPUIMATIBHBIX TOCYAapCTBEHHBIX COOBITHS;
2) TOABKO 151 OOIIECTBEHHO-TIOIMTHYECKUX COOBITHI;
3) cyry0o JIsl TUYHBIX, CEMEHHBIX COOBITU;
4) nns moOBIX COOBITUM, 3HAYMMBIX U1 OTAEIBHOIO YeIOBEKa WM TPYIIIBI JIIOEH.

2. JleiicTBHS Ye10BeKa (C MOMONIBI0 TEXHUKH HJIH APYTUX CPEACTB) MO 3aHECEHUIO
3HAYMMOM MH(OPMALMHU HA MATEPHATbHBIH HOCUTE/Ib HA3bIBaETCS

1) uadopmaruzaruei;
2) TOKYMEHTUPOBAaHUEM;
3) AOKYMEHTAIIMOHHBIM 00€CTIEYeHIEM YIIPABICHUS;
4) nenonponu3BOJICTBOM.
3. JIoc/10BHO ¢ JIATHIHH CJI0BO «I0KyMeHT» (documentum) obo3Hauaer:
1) 3anucek, mucaTh;
2) 6ymara;

3) noroBop, 00s3aTENBCTBO;




4) MIChbMEHHOE CBUCTEIILCTBO, 0Opasetl.

4. Haiigure npaBujibHOe NpoaokeHue ¢ppassl «B npoyecce ceoezo pynkuyuonuposanus
00uwecmee OOKyMeHm Mo cenm npoxoOums HeCKOabKo cped — OnepamueHyio,
PempocneKmugHyIo u...

1) npoduIaKkTHYECKYIO;
2) IPOrHOCTUYECKYIO;
3) corymacoBaHus U YTBEPKACHUS;
4) apXUBHOTO XpaHEHHS.
5. Ykamxure meroa, koropbiii HE OTHOCHUTCSH k meTogam aHa/M3a TEKCTa JOKyMeHTa.
1) KOHTEHT-aHaIH3;
2) METOJT FKCIIEPTHHIX OICHOK;
3) MeToa GOopMYIISIPHOTO aHAJIN3A;
4) AMHrBUCTHUYECKAs KCIEPTU3A.
6. BaxxHeH1IIMM 001IeHAYYHBIM METOA0M JJIsl JOKYMEHTOBEICHUS SIBJISACTCH. ..
1) knaccudukanus;
2) METOJI ICTOYHUKOBEIUECKOTO MCCIICTIOBAHUS
3) ananu3a rpaUYECKUX JAHHBIX JOKYMEHTA,
4) KOHTEHT-aHaJIM3.
7. llpoposnxure ppasy: «I'CAOY nawna ceoe npodonsicenue...»
1) B poccuiickux ['OCTax;
2) B ctanmaptax 1SO;
3) B penepanpHbIX 3aK0oHaX PD;
4) B TUNIOBBIX MHCTPYKIIHSX IO JIEIIONPOU3BOICTBY.

8. IIpoxosnxure gpasy «llo cmenenu 6auanua Ha COBPEMEHHYI0 IPAKTUKY HCTOYHUKH,
coJep Kaliue HOPMbI M TPaBUJIA PA0OThI C JOKYMEHTAMH, JeJSATCH HA ABE IPYNIbI...»

1) UICTOUHUKH, 3aKOHO/IATENILHO PETJIAMEHTHPOBABIIINE KOT'1a-TO MU
peErIaMeHTHPYIOIINE 10

HacTosIee BpeMs paboTy ¢ TOKyMEHTaMU;

2) aKTyaJIbHbIe UCTOYHUKH, OTPAXKAIOLIIE COBPEMEHHBIHN OIBIT, TPAIULIUN
JIeJIONPOU3BO/ICTBA;



3) ycrapeBilre UCTOYHUKH, UMEIOIINE TOJIbKO HAYYHYI0, UCTOPUKO-KYJIBTYPHYIO

IICHHOCTD;

4) HUCTOYHHUKH, COACPIKAIINEC CTHUXUIHO CJIOKUBIIHECS HOPMEBI U IIpaBuJId, OTPAXKAIOIIUC
Tpagulluu U HpaKTI/I‘-IGCKI/Iﬁ OIIBIT ACIOIIPOU3BOACTBA.

9. Ykaxkure, KaKue HOPMATUBBI ABJIAOTCA 00513aTeIbHBIMU JIJI1 UCIIOJTHEHUS

PadOTHUKAMH OPraHU3ALMH.
D)IIpumepHas HHCTPYKLUS IO 1EI0IPOU3BOJCTBY.
2) NHcTpyKuus 1o 1e10nporu3BOCTBY OpraHU3aIiH.
3) 'ocynapcTBeHHBIH cTaHIaAPT.
4) ®enepasbHbIN 3aKOH.
10. 'OCThsl, pernamentupyromyue J10Y, nocar B PD...
1)o0s13aTenbHBIN XapaKkTep;
2) peKOMEHIaTENIbHBIN XapaKkTep
3)obecrnieunBaroOIii XapakTep;
4) nahopMallMOHHO-CIIPAaBOYHBIN XapaKTep.
11.CnoBo «undopmaunus» (informatio) 6ykBajbHO ¢ JIATHIHH NEPEBOAUTCH KAK:
1) ‘3HaHMe, MOHUMaHKE ;
2) ‘pa3bscCHEHUE, N3T0KEHUE, OCBETOMIEHHOCTS ;
3) ‘naHHBIC, CBENICHUS, COOOIIEHHUS ;
4) ‘TOKYMEHT, 3aI1Ch, JOKA3aTeIbCTBO .
12. MaTepuajbHOCTh HH(OpMALMH NPOSIBJIAETCH B TOM, YTO...
1) uadopmarus 1 ecTb MaTepus;
2) uHdopmManus — 3TO FHEPTHs, a IHEPTusl MaTepuajIbHa.

3) undopmanust pUKCUPYETCsl OpraHaMHu YyBCTB WIIA JPYTUMHU CIIOCOOAMHU PETHCTPALUN
MaTepuu, a ClieJJOBaTeIbHO, CBsI3aHa C HEH;

4) nndopmanus — 370 3apUKCHPOBAHHBIE U3MEHEHHS COCTOSHUS MaTEPUU U DHEPTHH, a

OHU MaTCpHAJIbHBI.
13. YkaxuTe BepHOe nepeyncjieHrne CBOMCTB JOKYMEHTHPOBAHHOH HHpopMannu.

1) uMeeT ceMaHTHYECKUH XapaKTep, KOIUPYETCs CHCTEMON CUMBOJIOB M 3HAKOB,
CTPYKTYpUPOBaHa U MepPeAaeTcs AUCKPETHO, CBA3aHa C MATEpUAIbHBIM HOCUTEJIEM, HOCUT

COIIMAJIbHBIN XapaKTep;



2) XpaHUTCSl B MO3T€ YeJIOBEKa, KOJUPYETCS] CHCTEMOM CUMBOJIOB M 3HAKOB, € TIPUCYIITH

HWHBAPUAHTHOCTb, YaCTUYHOCTD,

3) CTpyKTypUpOBaHa U MepeaaeTcs JUCKPETHO, MPEACTaBIIAET COO0M MaTEePHIO MU
SHEPTHUI0, UMEET CEMaHTUYECKUIN XapaKTep;

4) uMeeT colUaNbHBIN U CEMAaHTUYECKHM XapakTep, 00J1aJaeT HHBAPUAHTHOCTBIO,
KOJUPYETCS CUCTEMOM CHMBOJIOB U 3HAKOB.

14. HazoBute nuddepeHnuaibHbie NPU3HAKUA JOKYMeHTa?
1) Hannuue UHPOPMAIIMOHHON U MaTepUaIbHONU COCTABISIONINX;
2) CTPYKTYPHOCTb JOKYMEHTA;
3) MOAJIMHHOCTB;
4) hyHKIHMOHAIBHOCTD TOKYMEHTA.
15. Haiigure BepHOe npoaoxenne ppasbi: «KOpUrHHAIBLHOCTD IOKYMEHTA ABJISIETCH ...

1) cymectBeHHBIM (U PepeHITnanbHBIM) MPU3HAKOM, TaK KaK XapaKTepHa ISl BCEX

BUJOB U TUIIOB JOKYMCHTOB;

2) cymecTBeHHBIM (IudepeHIInaTIbHBIM) CBOWCTBOM, TaK KaK HEOOXOIMMa YEIIOBEKY B

€ro MPaKTUYECKOM KU3HU;

3) HECYHICCTBCHHBIM ITPHU3HAKOM JOKYMCHTA, TaK KaK YCJIOBCK B I[CﬁCTBI/ITGJ'II;HOCTI/I nMeeT
ACJI0 HC TOJIBKO C OpUI'MHAIaMU JOKYMCHTOB, HO U C UX KOIIMAMMU,

4) HecyllIeCTBEHHBIM, TaK KaK BCTPEYAETCsl HE Y BCEX JOKYMEHTOB.

16. Kak na3piBaercs AOKYMEHT, BIICPBbLIC CO3TaHHBbIN OJHUM Y€JI0BEKOM MJIH HECKOJIbKHUMH

Juuamm?
1) opurunai;
2) MOVTNHHUK;
3) nyOnukar;
4) konus.
17. KTo0, nMeeT npaBo NpuaaBaTh IPUAHYECKYIO CHIIY KONUSIM?
1) Hotapmyc;
2) opraHu3anysi, Bbl1aBIIas JOKYMEHT;
3) HavaNBHUK OT/EJIa KaIPOB JIFOOO0H OpraHu3aIuy;

4) 3aBeqyIOIINI KaHIIEIsIpUeH JTFI000Tr0 TOCy1IapCTBEHHOT'O OpraHa.



18. Kak Ha3pIBaeTcsl CBOMCTBO MH(OPMALIUM, POSABJIAIOIIEECH B TOM, YTO OHA
(uapopmanus) nepeaaercs U 00padaTbiBaeTCs YeJ0BEKOM MOPIHOHHO, OT/IeIbHBIMH
coo0meHusAMM ?

1) nHBapUAHTHOCTb;

2) THCKPETHOCTB;

3) CTPYKTYpUPOBAHHOCTH;
4) 4aCTUYHOCTb.

19. Iponoaxkure ¢ppa3sy: «TepMUHBI «QoKyMeHmuposantas uHpopmanus» u
«00Kymenmuas MHPOPMALHS ...»

1) Hu4YeM apyr OT Jpyra HE OTJIMYAIOTCS U ABJIAIOTCS [MOJIHBIMU CHHOHUMAaMH.
2) coaepKat NPOTUBOIOIOKHbBIE TOHATHS;

3) Pa3JIMYHBI 110 HOHHTHﬁHOMy 06’LeMy, TaK KaK HE BCIAKad «JOKYMCHTUPOBAHHAA
HH(bOpMaL[HH)) SABJIACTCA «I[OKyMCHTHOﬁ».

4) noHATHE «IOKYMEHTHUPOBaHHAS MH(POPMAIU» HIUPE MOHITUS «I0KYMEHTHasi HH(popMaIus»,
TaK KaK yKa3bIBaeT HE TOJIBKO HA HATMYUE UealbHON (MHPOPMAIIMOHHO) COCTABISIONICH, HO U
Ha HAJIM4YKME MATepUaIbHOTO HOCUTEIIA.

20. YkaxuTe CBOHCTBO JOKYMEHTHPOBaHHOI nHpopmanuu, koropoe HE ABJIAETCA
00s13aTeIbHBIM.

1) onepaTUBHOCTb;
2) 0THO3HAYHOCTH TOJIKOBAHUS,
3) 1OCTOBEPHOCTH;
4) opunanbHOCTB.

21. CnocoOHOCTh JOKYMEHTOB K THPaKMPOBAHMIO, BOCIIPOM3BEACHHIO COACPKAHUS H
MaTepHaIbHOI0 HOCUTE/ISl Ha3bIBAETCH ...

1) ayTeHTUYHOCTb;
2) TOKJIECTBEHHOCTb;
3) KOMITHOCTB;
4) dpanbcudukanys.
22. Kakoii 710KyMeHT cunTaercsi 0(pUIHATBLHBIM?

1) TOKyMEHT, M3rOTOBJICHHBIN C COOIIOICHUEM YCTAaHOBJICHHON (DOPMBI MITH YACTHYHO
W3MEHEHHBIH;



2) TOKYMEHT, U3rOTOBJICHHBIH CAHKIIMOHUPOBAHHBIM CIIOCOOOM B COOTBETCTBUH C
3aKOHO/IaTEILHO OINPECICHHONW TEXHOJOTUEH €ro U3rOTOBJICHUS M UMEIOIIUNA MPU3HAKU

IOATUHHOCTH,

3) NOKyMEHT, CO3/1aHHBIN IOPUINIECKUM MU (PU3HUECKUM JTUIIOM, O(OPMIICHHBIN 1
YIOCTOBEPEHHBIN B YCTAHOBJIEHHOM IIOPSIKE;

4) TOKYMEHT, co/iepKaHIe KOTOPOTrO MOYKHO CYMTATh [TOJHBIM U TOUHBIM IIPEICTABICHUEM
MOJITBEPKIAEMBIX OTIEpAIIHid, IeATEIHHOCTH WU (PAKTOB M KOTOPOMY MOKHO JIOBEPSITH B
MOCJIEIYIOIIUX OIEpALAX WIHM B IIOCIEAYIOIIEH NEeATEIbHOCTH.

23. AyTEHTUYHBbII JOKYMEHT — 3TO ...

1) HOKyMEHT, U3TOTOBIECHHBIN C COOJIIOIEHUEM YCTAaHOBJIEHHOHN (POPMBI UM YACTHYHO
HW3MEHCHHBIN;

2) TOKYMEHT, KOTOPbIH MOXKHO JIOKQJIM30BaTh, HAITH, BOCIIPOU3BECTH U
HUHTEPIPETUPOBATH,

3) TaKou HAOKYMCHT, Y KOTOPOI'O MOKHO JJOKAa34Tb, YTO OH: ABJIACTCA TCM, UCM IIPETCHAYCT
6BITI>; OBLT CO3/1aH WJIK OTIIPABJICH JIMIIOM, ﬂeﬁCTBHTCHbHO CO3JaBIIUM HJIM OTIIPpaBUBIINM
€ro, a TaKKeC ObLI CO31aH HUJIK OTIIPABJICH B TO BPEMA, KOTOPOC 0003HAaYEHO.

4) AOKYMCHT, COACP)KAHNEC KOTOPOTI'O MOKHO CUNUTATH IMOJIHBIM U TOYHBIM IIPCACTABJICHUCM
MMOATBCPIKAACMBIX OHepaHI/Iﬁ, ACATCIIBHOCTH UJIN (1)8.KTOB " KOTOPOMY MOXKHO HOBCPATH B
MOCICAYIONUX OIICpalusiaX Uik B HOCJ'IGI[YIOH_ICI\/‘I JACATCIIBHOCTH.

24. IlonmupyHKIHOHAIBHBIM JOKYMEHT SABJISETCH OTOMY, 4TO...
1) OIHOBPEMEHHO BBINOJIHSET HECKOJIBKO Pa3HbIX (PYHKIIMIA;
2) BpeMsi OT BpEMEHH MEHSET (QyHKIIUH;
3) pa3Hble JOKYMEHTHI BBIMOIHAIOT Pa3Hble (DYHKIMH;
4) y IOKyMEHTa eCTh TJIaBHasA, OOIINE U CHIeIMaTIbHbIE (PYHKIUH.

25. IloueMy B HayKe 10 CHX IOP He CJI0KHJIOCH eJHHOH KiIaccupukannn pyHkumii
JOKYMEHTOB?

1) GyHKIMM TOKYMEHTOB UMEIOT Pa3HyIO PUPOIY M 3aBHCAT OT Ka4eCTBa U THIIA
uH(pOpMaINH;

2) cnekTp 3TUX QYHKIMHA HIUPOK, TaK KaKk WH(OpMaLKs IPOHU3BIBAET BCE Cepbl
YeJI0BEYECKOro OOILIECTBA U YIOBJIETBOPSIET caMble pa3HOOOpa3Hble MOTPEOHOCTH;

3) AOKYMEHTBI CHOCOOHBI BBIMOIHSTH Cpa3y HECKOIbKO (QYHKIIMA, UX UHOTJA TPYIHO
pa3enuTh MEXIy COOOM;

4) Bce Ha3BaHHBIE BBIIIE MPUUYUHBI.

26. OTn pyHKIMHU 005132TEJIBHO €CTh Y BCeX JOKYMEHTOB, HO B PA3HOM COCTaBe KaK
aKTyaJIbHOE J0MOoJIHeHHe APYIruX PyHKIMiA. OHU BO3HUKAKT Y JOKYMEHTA U MOTYT



MEHATHCS B 3aBHCUMOCTH OT YCJIOBHI (PYHKIIHOHMPOBAHMS JOKYMEHTA, 0TPAKAIOT
pa3Hoo0pa3Hble KOHKPETHbIE MOTPEeOHOCTH 001IeCTBA WIH OTAEJbHOI0 ero YieHa.

1) obmue;
2) criennalibHbIC;
3) ynpaBlieHUECKHE;

4) reJOHUYECKUE.

27.Kak Ha3bIBaeTcs (l)yHKIII/IH AOKYMEHTOB, B KOTOPbLIX OTPa’KC€HbI: CO3JaHUEC OpraHu3alunm,
YCTAaHOBJICHUE €€ CTPYKTYPhbI, ITATHOM YUCJICHHOCTH; perjiaMmeHTanus 1eATeJIbHOCTH U
KOJIMIECTBO CTPYKTYPHBIX nozlpa?.zle.neﬂnﬁ Hu paﬁOTHI/IKOB; PEKNM paﬁDTbI U T.11.?

1) mpaBoBasi;

2) pacniopsiauTeabHas;
3) KOHTpOJIS;

4) opraHu3alMOHHAs.

28. Eciam AOKYMECHTBI HAa3bIBAKOTCH «IIPHUKaA3)», KPCIICHUEC», KIIOCTAHOBJICHUE), KYKA3AHHUE,
«PaCHIOPSKECHUE», TO OHA BBINNOJHAIOT (I/L]'II/I BbIITOJITHAJIN paHee) d)YHKIII/IlO eee

1) mpaBoBY10;

2) pacropsANTEIbHYIO;
3) KOHTpOJI;

4) opraHu3alMoOHHYIO.

28. JTa pyHKuMSA CBOMCTBEHHA IOKYMEHTaM, B KOTOPBIX /ISl 3anucH nHGopMauun
HCIIOJIB3YIOTCS Pa3jiIMYHbIe IPHeMbl U CHCTeMbI TaiiHONMCH, KpunTorpapuu. Takike
0CO0CHHOCTBIO TAKHX JOKYMEHTOB SIBJISIETCS OTPAHMYCHHE B JOCTyNe K HH(popManuu.

1) cratuctuueckas;

2) MOTUTHYECKAs,;

3) 3amuThl HHPOPMALIUY;
4) KOTHUTHUBHAS.

29. JlelicTBHe MJIM COBOKYITHOCTD ACHCTBHI, IPUMEHSAEMBIX B IIPoOLecce 3aNMCH

HHGpopMaNUH, HA3LIBAETCH. ..
1) cpencTBOM TOKYMEHTHUPOBAHMUS;
2) crmocoboM JOKYMEHTHPOBAHUS;

3) cucTeMol JOKyMEHTAlLNH;



4) MEeToIOM TOKYMEHTHPOBAHHUSI.
30. Ykaxxure, 4TO BKJIIOYAET B ce0sl cMCTEeMa JOKYMEHTHPOBAHHUS.
1) MeToJ1 JOKYMEHTHUPOBAHUS;
2) BUBI JOKYMEHTOB;
3) cpeacTBa 10KyMEHTHUPOBAHUS;
4) MmaTepuaIbHbIA HOCUTEIh HHPOPMAIIIH.

31. Cnoco0 HaHeceHUs A3BIKOBbIX 3HAKOB M 3HAKOB-U300PaKeHNIl HA TOBEPXHOCTH
MaTepHAJIbHOI0 HOCUTEJISI IPU MOMOLIM OPITeXHUKHU HA3bIBAETCH...(0Omeem 3anucams
ciosamu)

Hauepmamenvnuiii

32 IlpapoauTtesieM MATPHYHBIX MATEPHAJIbHBIX HOCHTE/ICH SIBJISCTCH CIeAYIOIMA C10co0
JOKYMEHTHPOBAHHUS. ..

1) HauepTaTeNnbHBIH;
2) SNEKTPOCTATUUYECKU;
3) nepdopupoBaHue;
4) nazepHblil.
33. lIponosxute ppasy: « Tpaouyuonnvie cnocodvl 0OKyMeHMUPOBAHUA NPEOCHABICHDL. . .)
1) HauepTaTEeNbHBIM CIIOCOOOM;
2) BbICEKaHUEM;
3) TOKyMEHTHpPOBAHHWEM Ha MUIIYIIEH MallIuHE;
4) MexaHUUYECKOH 3aIUChIO.

34. K10 1 korja BnepBbie 0CylIeCTBIII He TOJBKO 3alIMCh, HO M BOCIIPOU3Be/AeHHE 3BYKa €
MaTepHaJIbHOIr0 HOCUTeNsA?

1) B 1804 r K. XKaxkkap;
2)B 1807 r. T. IOHT;

3) B 1857 r. CkoTT;

4)B 1877 r. T. DaucoH.

35. Kakoii cioco0 BnepBblie MO3BOJIM 3a11e4aTIeTh 00beKTHBHYI0O BU3YaIbHYIO
HH(pOpMaLMI0O HA MaTePHAJIbLHOM HOocHTeJIe?

1) pucoBanue;

2) )KUBOIIHCh;



3) BBIKUTAHMUE;

4) GOoTOXMMUYECKHUT.

Bomnpocsl K 3xk3aMeHy

1.Ponp 1oKyMeHTa B )KM3HU YEJIOBEKa U OOIIECTBA.

2. JlokyMeHThl B cdepe mpaBa W ymnpasieHus. HayuHo-ncropuyeckas W MpakTHUecKas
LEHHOCTh JOKYMEHTA.

3.BinsiHue Hay4yHO-TEXHUUYECKOW PEBOJIFOLIMU HA PA3BUTHE JJOKYMEHTA.

4.00beKT U MpeIMET JOKYMEHTOBECHHUS KaK HAYKH.

5.MeToapl Hccnea0BaHus JOKYMEHTOBeIUECKUX mpobsieM. OO0I1ieHayuHble U ClelallbHbIe
METO/IBI.

6.CTaHOBJIEHUE U PAa3BUTHE JOKYMEHTOBEICHUS KaK HAYYHOU TUCUUILIMHBI.

7.ACTOYHMKH JOKYMEHTOBEIYECKHUX UCCIECTOBAHUM.

8. Tumpl 1OKYMEHTOB, SIBJISIFOLLIMECS HMCTOYHUKAMHU JUIs1 JOKYMEHTOBEIYECKHUX
HCCIICIOBAHUM.

9.JlOKYMEHTBI, COJep>Kallie CTUXHIHO CIIOKUBIIUECS HOPMBI U IpaBuiia pabOThI
C JOKYMEHTaMH.

10./1oKyMEeHTBHI, 3aKOHOAATENHHO PErJaMeHTHPYIOIINE PadoTy C JOKYMEHTaMH.

11.YcrapeBimime  MCTOYHHMKH,  3aKOHOAATEIBHO  pErjlaMeHTUpPOBABIIME  paboTy

C JOKYMEHTaMH.
12.AkTyanbHBle HWCTOYHHMKH, PpETIAMEHTHUPYIOIIME COBPEMEHHBIE IIPOLECCHl pabOTHI

C IOKYMEHTAaMH.

13.IlpaBoBbI€ aKThl, W3/1aBaeMble BBICIIMMHU OpraHamu (efepaibHOW 3aKOHOJATENIbHOMN
rOCyIapCTBEHHOW BIACTH U YIIPABJICHMUSL.

14.I1paBoBbIe aKThI, U3JJaBa€Mble OPraHaMU 3aKOHOAATEIbHOW W MCIOJIHUTEIbHOW BIACTH
cyobekToB PD u ux TepputopragbHbIX 00pa3oBaHUil.

15.IIpaBoBBIE aKThI, U3aBAEMbIE PYKOBOJICTBOM IIPEANPUATHI U OPTaHU3ALUH.

16.ITonsTue «uHpopMalMs» U €€ pojib B COLHUAIBHBIX M HKOHOMHMUYECKHX Mpolieccax.
Crneunduueckre 4epThl JOKYMEHTUPOBAHHON MH(OpMAaLIUH.

17.ITonsitue "gokymeHt".

18.ITpu3HaKu JOKyMeHTa.

19.0cHoBHBIE cBOMCTBA JOKYMEHTOB. OpurnHanbHOCTh. KonuitHOCTS. [loAnmHHOCTS.

20. @yHKIMU JOKYMEHTOB. [TpoGnembr ONpeIeIeHUS KJIaCCU(PUKALIMOHHBIX
XapaKTEPUCTHK JIOKYMEHTOB MO (DYHKIIMSM.

21. [lonsiTie 0 IOKYMEHTUPOBAHUH, CITOCO0AX M CPEJCTBAX JOKYMEHTHPOBAHHSI.

22. TpaaguMOHHBIE METO/IbI JOKYMEHTUPOBAHHUS.

23. TeXHOTPOHHBIE METOABI JOKYMEHTUPOBAHUS.

24. Metoapl JOKYMEHTUPOBAHUS, IPUMEHSIEMBIE B COBPEMEHHOM JI€JI0NIPOU3BOJICTBE.

Ilpakmuueckoe 3a0anue na IK3amene :

- ONPENIeNITh  THIl JOKYMEHTa IO  €ro CBOWCTBaAM  (OpUTHHAJ/KOIIHS;
NO/UTMHHBIN/ (hanbcuPUIIMPOBAHHBIN );

- OTIPENICIHUTH CICIUANTBHYO (DYHKITUIO JOKYMEHTA;

- OTIPENIENNUTh CIOCO0 TOKYMEHTHPOBAHUSI.
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IIpunioxenne 2

OHEHO‘IHLIB cpeacrea AJisi MPpOBEACHUSA l'[pOMe)KyTO‘lHOﬁ aTTeCTallumn

CtpyKTypHBIT
YL, [Tnanupyemble pe3ynbTaThl
AJIEMEHT
oOyueHus
KOMITETCHIUHT
OneHoyHbIE CpeaCTBA
OIIK-4 BJIa/IeHEeM HABbIKAMM MCI0JIb30BAHNS KOMIBIOTEPHOI TeXHHKH U HH(POPMAIIMOHHBIX TEXHOJIOTHI B IOUCKE HCTOYHUKOB U

JINTEPaTypPbl, HCIOJIb30BAHUHU NPABOBBIX 043 JAHHBIX, COCTABJICHUHU ONOIMOrpaduUecKuX U ApXUBHBIX 0030pPOB;

3HaTh

Ha3BaHHUSA
MH(OPMAIIMOHHO-TIPAaBOBBIX
MIOPTAJIOB Pa3MEIIECHUS
aKTyaJIbHBIX U YCTapEBIINX
HCTOYHUKOB,
3aKOHOJIaTEIIbHO
peraaMeHTHPYIOIUX padoTy
C IOKYMEHTaMH, a TaKXKe
Ha3BaHUS
HAy4YHO-TTPAKTUYECKUX
KYPHAJIOB TI0
JIEJIONPOU3BOJCTBY U
apXUBHOMY JIETy;

YCIIOBHS

Bomnpocel k 3x3ameny
1. McTouHMKHM TOKYMEHTOBEIUECKUX UCCIIET0BAaHUM.
2.Turbl TOKYyMEHTOB, SIBJISIFOIIMECS NCTOYHUKAMU JJI JJOKYMEHTOBEIUECKUX UCCIIeI0BaHUM.
3.JIOKyMEHTBI, COiepKalie CTUXUIHHO CIIOKUBIINECS HOPMBI U TIPaBUIIa pabOTHI C TOKYMEHTaMH.
4.J10KyMEHTBI, 3aKOHOJJaTeIbHO periaMeHTUpPYIOIINe paboTy C TOKYMEHTaMHU.
5. YcrapeBire HCTOUHUKH, 3aKOHO/IATEIbHO PErJaMeHTUPOBABILNE PA0OTY C IOKYMEHTAMHU.
6. AKTyaJIbHbIE HCTOYHUKH, PETJIAMEHTUPYIOIINE COBPEMEHHBIE MTPOLIECCHl PabOThI C TOKYMEHTAMH.

7. IlpaBoBbI€ aKThl, U3JaBa€Mbl€ BBICIIMMHU OpraHaMu (peepaabHOM 3aKOHOAATENTbHOM roCcy1apCTBEHHOM
BJIACTHU U YTIPABIICHHUS.

8. HpaBOBLIC AKThI, U3/1aBACMbIC OpTraHaMU 3aKOHOJATENILHOM 1 HUCIIOJHUTEILHON BIACTH Cy6’LeKTOB P® u




CTpyKTypHBIii

[Tnanupyemble pe3ynbTaThl

JJIEMEHT
oOy4eHus
KOMIIETCHITHH
O1eHOYHBIC CPEICTBA
IOJI30BAHUS WX TePPUTOPUATHLHBIX 00pa30BaHUN.
00pa3oBaTeIbHBIM

noprainoM MI'TVY, 6azoit
AJICKTPOHHOU OMOJIMOTEKH
MITY;

Ha3BaHUS
JNENCTBYIOLIUX
npodeccuoHaNbHBIX
hopyMoB.

9. IIpaBoBbl€ aKThl, U3/JaBa€Mbl€ PYKOBOACTBOM IPEANPUATHI U OpraHu3auil.

HUTorosnlii Tect

1. leiicTBHS Yesi0oBeKa (C MOMOUIBIO TEXHMKH WJIM IPYTHX CPeICTB) MO 3aHECEHHI0 3HAYUMOM
HHpopMaNH HA MATePUAIBbHBIN HOCUTEJIb HA3bIBAETCH

1) uadopmaruzarueit;

2) JOKYMEHTHUPOBaHUEM;

3) JOKyMEHTAllMOHHBIM 00€CIIE€YEeHUEM YIIPaBICHUS;
4) 1enonpon3BOICTBOM.

2. Haiigute mpaBuJbHOE MpoaoJikeHne gppassl « B npouecce ceoezo pynkyuonuposanus é oouecmee
OOKYMEHH MOMCem RPOXOOUNb HECKOIbKO CPed — ONEPamueHyro, pempocneKmueHyIo u. ..

1) npodunakTHUECKy1O;

2) IpOrHOCTUYECKYIO;




CTpyKTypHBIii
AJIEMEHT

[Tnanupyemble pe3ynbTaThl

oOy4eHus
KOMIIETCHITHH

O1eHOYHEIE cpe€acTBa

3) coryacoBaHus U YTBEPKICHUS;
4) apXUBHOI'O XpaHEHHUS.
3. IIponosxure ppasy: «I'CHAOY nawna ceoe npooonrcenue...»
1) B poccuiickux 'OCTax;
2) B crannaprax I1SO,;
3) B penepanpHbIX 3aKoHaX PD;
4) B TUnoBBIX MHCTPYKIMSX MO EIONPOU3BOJICTBY.

4. lIpononxure gpasy «llo cmenenu e1usanus Ha COBPEMEHHYI0 IPAKTHKY HCTOYHUKH, CO/Iep:Kalue
HOPMBI H MIPaBHJIAa PadOTHI ¢ JIOKYMEHTAMM, AeJISITCA Ha B IPYNIbI...»

1) uCTOYHMKH, 3aKOHOIATENIBHO PEIVIAMEHTUPOBABILINE KOTJa-TO WIN PETJIAMEHTHPYIOIIUE 110
HacTosIee BpeMs paboTy C TOKyMEHTaMU;

2) akTyaJlbHbl€ HCTOUYHUKH, OTPaXKaroII1e COBPEMEHHBIHN ONBIT, TPAIUINH JEIO0IPOU3BO/ICTBA;

3) ycrapeBire UCTOYHUKH, UMEIOIINE TOJIbKO HAyYHYI0, HCTOPUKO-KYJIBTYPHYIO IIEHHOCTb;

4) HCTOYHHUKHU, COACPIKAIINC CTUXHUMHO CIIOKUBIIHECS HOPMBEI 1 IIpaBuJia, OTpakaro1ue TpaJuliun




CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa

u HpaKTI/I‘-IGCKI/If/'I OIIBIT ACJIOIPOU3BOACTBA.

5. YKamnTe, KaKHue¢ HOPpMAaTHUBLI SIBJIAIOTCH 00s13aTeIbHBIMH AJIA UCITOJTHCHU A paﬁoTHmcaMn

OpraHu3anmu.
1)IIpumepHas HHCTPYKLUS 1O AEIOIPOU3BOJICTBY.
2) UHcTpyKuus 10 1€10IPOU3BOJICTBY OpraHU3aluy.
3) l'ocynapcTBeHHBINM CTaHIAPT.
4) ®enepanbHbBIN 3aKOH.

6. 'OCTpl, pernamentupytomme 10Y, nHocsar B PD...
1)o0s13aTenbHBIN XapakTep;
2) peKOMEHIaTeNIbHBII XapaKkTep
3)obecnieunBaromuii Xapakrep;

4) uH(OpPMATMOHHO-CITPaBOYHBIH XapakTep.

YMmers:

COCTAaBJISITh
TEMaTHYeCKUii 0030p

IIpakTuyeckoe 3axanue K pasaery 1




CTpyKTypHBIii

[Tnanupyemble pe3ynbTaThl

AJIEMEHT
oOy4eHus
KOMIIETEHIINH
OneHoyHbIe CpeacTBa
Hay4YHBIX CTaTei; 0030p 2. [Ipounrtare «I enepanpHbiii periaamerT» 1720 r.(cm. XpectomaTtus K pazaeny 1). Onpenenurs, Kakue
aBTOPOB HAa OCHOBE T'OJIOBOM | cpepbl rOCYAapCTBEHHOM NesSTEIBHOCTH, 110 MHEHHUIO [leTpa |, HeoOXoArMMO OBLIO YIOPSIIOYUBATH C
MOJNUCKH KypHAJIa; MIOMOIIBIO JOKYMEHTOB? BrinucaTh cdepbl rocyapCcTBEHHOM IeATeNbHOCTH B Ta0nuily (cM. @opma
TabnuIel, cTosoerr 1).
OLICHUBATh U
BBISIBJIATH 00bEM UM KauecTBO | OnpeenuTh BUIOBOM COCTaB JOKYMEHTOB JJaHHOM 310XHU. Brinucars Ha3BaHMs BUJIOB JJOKYMEHTOB 110
uHpopmanuu, riaBaM (ctonOuel 2 u 4), a 3aTeM, nonb3ysach «KpaTkum cioBapeM BUIOB U Pa3HOBUAHOCTEH JOKYMEHTOB)
IpeIaraeMou 1974 r. (eM. Xpecromarus K pasaeny 1) u «I'eHepabHbIM periaMeHTOM», PaclpeesIuTh YKa3aHHbIE BHIbI
MHTEPHET-UCTOYHUKAMU 110 | U Pa3HOBUAHOCTHU JOKYMEHTOB IO c(hepaM rocyAapCTBEHHOM AesATeIbHOCTH. 3aHECTH JaHHbIE B TaOIMILY.
JIeJIONPOU3BOJICTBY U
JlaTh TOJKOBAaHUE BHIMUCAHHBIM BUAAM U PA3HOBHIHOCTSIM JIOKYMEHTOB, NOJb3YyACh «KpaTkum cioBapem
apXUBHOMY JI€TTy
...»(cTonber 3).
HaumeHnoBanue Bun n CrnoBapHOe onpeJieIeHne BUJa 1 Cchlika Ha I71aBy B
cepsl [Pa3HOBUAHOCTH JIOKYMEHTAPA3HOBUIHOCTH JOKYMEHTA IO «["enepambHOM
rOCYJapCTBEHHOM «Kpatkomy cioBapro BUJI0B U pernamente» 1720
e TEIIbHOCTH pazHOBUAHOCTEHN 10KyMeHTOB»(1974)[r.
1 2 3 4
Brnanets: HaBBIKAMHU

IIPUMEHEHHUS Ollepaluu



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

CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa

MOKCKa UHPOPMALIUH B
MIOUCKOBBIX CUCTEMaX, B
TEKCTE KOHKPETHOTO
JTOKyMEHTa Pa3InIHbIX
(opMaTOB; COCTaBICHUS
oubmmorpaduyeckux
0030poB

KourpoabHasi pa6oTa mo kypcy

1. IIpoananu3upoBaTh KOMILUIEKT I'OJJOBOM MOAMUCKH (MIE€YATHBIM UM 3JEKTPOHHBIA pecypc B CeTU
WHTepHeT) 0JHOro U3 )KypHAJIOB, YKa3aHHBIX B CIMCKE, 3a JII0OOM roJl U3 NSATH MOCIEAHUX.

JlaTh XapaKTEepUCTUKY TEMATUKU CTATEH U MaTEpUATIOB KypHaia. OpUEeHTUPOBATHCS MO KIIFOYEBBIM
CJIOBaM, 3ar0JIOBKaM CTaTEH.
Y cTaHOBUTB, UMEET JIU JKypHaJ CBOM cailT B ceTu MlHTepHET (yKa3aTh) U Mpesiaraet Ju OH 3JIEKTPOHHYIO
BEpCHIO (aPXHB) CBOMX BBIITYCKOB.
[Tonp3ysich CIpaBOYHBIMU JAHHBIMU JKypHaJIa, 1aTh OOLIYI0 XapaKTEpPUCTHKY aBTOpaM cTaTel (yka3zaTh
®UO, mecTo paboThl U AOMKHOCTH). CaenaTh BBIBOJ 00 aBTOPAX KYpPHAIBHBIX IMyOJIUKAIUH.
CocTaBUTh KOHCHEKT OAHOM U3 cTareil (Ha BIOOp). OOBEMOM CcTaThy JIOJKEH ObITh HE MEeHee 3-X
KYPHAJIbHBIX CTPAHULL.

Memooduueckue pexomenoayuu

AHanu3 KOMIUIEKTa TOJ0BOI MOANMMCKH BBIOPAHHOTO YypHalla CIEAyeT IpEeACTaBUTh 6 GuUle
C8A3HO20 MeKcma, B KOTOPOM OYyIyT OTpa’KeHbl OTBETHI HA BCE MOCTABJIEHHBIE BBILIE BOIPOCHL, 1UHO 6
suoe maonauuybwl.

MHorue M3 NEpEeYUCIEHHBIX HUXKE XYPHAJIOB IPEACTABICHBI B apXUBaX Ha COOTBETCTBYIOLINX
JKYpPHAaJIbHBIX CalTaXx.

B onenke naHHOrO 3ajjaHMs OCHOBHOE BHHUMAaHHE YAESETCS CIIOCOOHOCTH CTYIEHTOB YBUIETH, C
OJIHOM CTOpPOHBI, TUIIMYHOE M XapaKTepHOE Ji1 JAHHOIO HMCTOYHMKA, C JIPYrod, ero OCOOEHHOCTU H
IIPEUMYIIIECTBA.

[Ipu cocTaBneHUN KOHCIEKTA >KYpHAJbHOW CTaTbU OLIEHHWBAETCS YMEHHUE CXKUMaTh MH(OpMAIHUIO,
OCTaBJISAS KIFOYEBbIE MOMEHTHI TEKCTA; COCTABIATH KOHCHEKT OT 3-TO JIMIa UK B 0e31MYHON dopme, ecliu
aBTOPOM CTaThU ObUT BbIOpaHa opMa auajora ¢ YuTaTeIeM.

HToroBelif BEIBOJI 0030pa MOXKET COJAEpKaTh PEKOMEHJAIMI0O HAYMHAIOUIMM JOKYMEHTOBEAaM IO
BO3MOYKHOCTSIM MCIOJIb30BaHU HHPOPMAIH U3 TAaHHOTO UCTOYHHUKA.



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

CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa

Cnmcox )KypHaJioB
«/1eJIonpon3BOACTBOY,
«/1enonpon3BoACTBO U JOKYMEHTOOOOPOT Ha MPEANPUITUN,
«OTe4eCcTBEHHBIC APXUBBI»,
«BecTHUK apXUBHCTa;
«Cekperapckoe Jeso»,
«XOpoImi CEKpeTapby,
«Cexperapb-pedepeHT»,
«CrpaBoYHHK ceKpeTaps U ouc-MeHeIKepay,
«CoBpeMeHHBII ouc-MeHEKEP»,
«YTpaBlieHHUE NTEPCOHATIOM,
«Kanposoe geno»,
«Kanposas cimyx06a»,
«Kanposuk»,
«CrpaBOYHHK KaJIpOBUKAY,
«Kanpsl mpeanpusaTus»;
«MeHeIKMEHT U KaJIpbl»,
«Hayuyno-texHuueckast ”HGOpMAIIHS»,
«bubnuoTrekoBeIeHUE.

IIK-3 BJaaseHuneM 3HAHUAMH OCHOBHBIX NMP00JieM B 00J1aCTH TI0OKYMEHTOBeIeHHS U APXUBOBE/ICHUS;

3HaTh

OCHOBHBIE ITPOOJIEMBI
B 00J1acTH
JTOKYMEHTOBEICHHUS,

Bonpocsl k 3xk3amMeny



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

CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa

IMPUYUHBI BOSHUKHOBCHUA
9THX HpO6J'ICM, a TaKXKC
yciloBu4, HeO6XO,Z[I/IMBIe JIA
HUX YCTpaHCHMUL.

1.Posib fOKyMEHTa B KH3HU 4Y€JIOBEKA U OOIIECTBA.

2.00BeKT U NpeaMET TOKYMEHTOBEACHUSI KaK HayKH.

3.Metoapl HcciIeI0BaHUs TOKyMEHTOBEAUECKUX MpoodieM. OOmeHayuHbIe U CTICIIUAIbHBIE METO/IBI.
4.CTaHOBJICHUE U PA3BUTUE JOKYMEHTOBEIEHUS KaK HAyYHON IUCLUIUIMHEIL.

5.I1onsTHe «vHOpPMAIHI» U €€ POJib B COLMANIBHBIX U SKOHOMMUYECKHUX Mpoueccax. Cnennduyeckue
4epThl TOKyMEHTUPOBAaHHOM MH(OpMAIIHH.

6. [lonstue "noxyment".
7. BiiustHue Hay4YHO-TEXHUUYECKOW PEBOJIFOLINY HA PA3BUTHE TOKYMEHTA.
Hrorosbiii Tect

1. YkaxuTe BepHOe npoaoJKeHHe (ppa3bl: 3aKoH 0OKYyMEHMAYUOHHO20 0POPMAEHUA COUUATLHO
3HAUUMBLI COOBIMUIL Oelicmeyemnt ...

1) TOJBKO JJIsA O(I)I/II_II/IaJ'ILHBIX rocyaapCTBCHHbBIX CO6BITI/I$I;
2) TOJBKO JJIsA O6IJ_ICCTBCHHO-HOJII/ITI/IHGCKI/IX CO6BITHI>1;

3) cyry0o JuIsl IUYHBIX, CEMEHHBIX COOBITHIA,




CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa

4) nist MOOBIX COOBITHI, 3HAUUMBIX JUIS OTJEIIFHOTO YEJI0BEKA WIIM TPYIIIBI JTFOICH.
2. JIocI0BHO € JIaTBIHHU CJIOBO «TI0KyMeHT» (documentum) o6o3Hauaer:
1) 3anuce, nucaTh;
2) 6ymara;
3) noroBop, 00s3aTENBCTBO;
4) NuCbMEHHOE CBUJIETENIBCTBO, O0pas3ell.
3. Ykaxute metoa, kotopblii HE OTHOCHUTCHSI k meTogam aHa/In3a TeKCTa JOKYMEHTA.
1) KOHTEHT-aHaNN3;
2) MeTOJ1 HKCIEPTHBIX OLIEHOK;
3) MeTox GOpPMYISIPHOTO aHAIIN3A;
4) TUHTBUCTUYECKAS IKCIEPTH3A.
4. BaxxHelIIMM 001EHAYYHBIM METOA0M JIS1 JOKYMEHTOBEICHUS ABJISACTCH. ..
1) knaccudukanus;

2) METOJ HCTOYHHUKOBCIUCCKOI'O NCCICIJOBAaHUA




CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa

3) ananu3a rpapuuecKrx TaHHBIX JOKYMEHTAa,
4) KOHTEHT-aHAJIU3.
5.CnoBo «undopmanus» (informatio) 6ykBajabHO ¢ JIATHIHM MEPEBOUTCH KAK:
1) 3 2.
3HaHHE, IOHUMAaHue ;
2) ‘pa3bsCHEHUE, U3II0KEHHUE, OCBEOMIIEHHOCTH ;
3 %,
3) ‘manHbBIC, CBENICHUS, COOOIIECHUS ;
4) ‘MOKYMEHT, 3aIliCh, TOKA3aTEeIbCTBO .
6. MaTepnanbHOCTh HHGOPMALMH NPOSBJISICTCH B TOM, 4TO...
1) uadopmarus u ecTb MaTepus;
2) nuHdopMaLus — 3TO FHEPTHs, a FHEPTUs MaTepUaIbHA.

3) undopmanus pukcupyercs opraHaMu YyBCTB WIIH APYTUMHU CIIOCOOaMH PETUCTPALIUK MAaTEPHH, a

CJIEA0OBATCIIbHO, CBA3aHa C Heﬁ,

4) uadopmanust — 370 3apUKCUPOBAHHBIE U3MEHEHUS COCTOSIHUSI MATEPUH U SHEPTUH, a OHU

MaTCpHaJIbHBI.

7. Kak Ha3bIBaeTcsi CBOMCTBO HH(poOpMaLMU, IPOSIBJsIIONIEeCs] B TOM, YTO OHA (MH(pOpMAaIus)




CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa

nepenaercs u 00padaTbiBaeTcs 4eJ10BEKOM MOPUMOHHO, OTAeIbHBIMH COOOIIEHUsIMHU?
1) “”HBapUAHTHOCTb;
2) TUCKPETHOCTH;
3) CTpYKTypUPOBAHHOCTb;
4) 4aCTUYHOCTb.

8. Ykaxkure BepHoe nepeyncjieHue CBOMCTB JOKYMEHTHPOBAHHOM HH(popMannu.

1) umeeT ceMaHTUYECKHI XapakTep, KOAUPYETCS CUCTEMON CUMBOJIOB M 3HAKOB, CTPYKTYpHpOBaHa

" IepeaacTCAa TUCKPETHO, CBA3aHa C MaTCpUaJIbHbIM HOCHUTCJIICEM, HOCHUT COHI/IaJ'II)Hblf/'I XapaKkTep,

2) XpaHUTCSI B MO3T€ YeJI0BEKa, KOJIUPYETCsl CHCTEMOW CHMBOJIOB M 3HAKOB, €1 TPUCYIITH
WHBAPUAHTHOCTh, YACTUYHOCTH;

3) CTPYKTYpHUPOBaHa U IIEPCAACTCA JUCKPETHO, ITPCACTABIISACT co0oif MaTCpuro Ui SHECPIruro, UMECT

CEMaHTUYECKHUM XapakTep;

4) HMEET COLIMANIbHBIN U CEMaHTHYECKUI XapakTep, 06J1anaeT HWHBAPUAHTHOCTBIO, KOAUPYCTCA
CHCTEMOM CHMBOJIOB M 3HAKOB.

9. HazoBute 1u¢pdepeHuaibHbIe IPU3HAKH JOKYMeHTa?




CTpyKTypHBIii

[Tnanupyemble pe3ynbTaThl

AJIEMEHT
oOy4eHus
KOMIIETCHITHH
OneHoyHbIe CpeacTBa

1) Hanmmune nHGOPMAITMOHHON ¥ MaTepUAIEHOW COCTABIISIONIHNX;
2) CTPYKTYpHOCTb TOKYMEHTA;
3) MOJIMHHOCTB;
4) pyHKIIMOHAIBHOCTH TIOKYMEHTA.

YMmerTs: OOBSACHSITH Pa3HUILY KonTpoabHasi padora no Kypcy

B CYILIECTBYIOIINX
TOJKOBAHUHU KITOUEBBIX
MOHSITHH
JIOKYMEHTOBE/ICHUS
(0OBEKT, IpeAMET, METOIBI
JOKYMEHTOBE/ICHUS,
JOKYMEHT, HHpopMaIus,
JOKYMEHTHPOBaHHAs
uH(popManus); AenaTh
BBIBOJIBI HA OCHOBAaHUU
aHalM3a ynotpeOaeHuit
TEPMHUHOB B HOPMAaTHUBHBIX
HMCTOYHMKAX U CIIEIHAIBHON

1. [Ipoananu3upoBath yrnoTpeOIeHNE NOHITUS «IOKYMEHT» U €T0 CHHOHUMOB «JI€JIO», «OyMaray, «axkT,
«JzenoBas Oymaray, «CiyKeOHbIH JOKYMEHT» [0 TPEM UCTOUYHUKaM (CM. XpecTOMATHIO K pazjieny 2):

- 'enepanbHoMy pernamenty 1720 .,
- O6memy rybepHckomy yupexaeHuto 1775 r.,
- O6memy yupexxaeHuio MUHICTepcTB 1811 1.

[Tpoananu3upoBaTh, B KaKUX CIydasx yHoTpeOseTcs: Kaxa0e MOHATHE.




CTpyKTypHBIii

[Tnanupyemble pe3ynbTaThl

3JEMEHT
oOy4eHus
KOMIIETECHIIUU
OueHouHbIE CpecTBa
auTeparype
Bnaners HaBblkamMM aHayin3a U | KonrpoJabHas padora no kypcey

COITOCTABJICHUA COACPIKAHUA
AOKYMCHTOBCAUCCKUX
TCPMHHOB

3aganue

3. CpaBHI/ITL TOJIKOBAHHA TCPMHUHOB ((I/IH(1)OpMaI_II/I$I», «AOKYMCHTHUPOBAHHAA PIH(bOpMaI_[I/IH», CIOKYMCHT»,
((9J'IeKTp0HHBIfI AOKYMCHT» B HOPMATHUBHBIX U IIPABOBBIX aKTaX.

3.1.Bbimucats U3 rocy1apcTBEHHBIX CTAHAAPTOB ONPEENIECHHS TEPMUHA «TOKYMEHT:
I'OCT 16487-70. Jlenonpon3BoACTBO U apXUBHOE J1€)10. TepMUHBI U ONIpEAEICHUS;
I'OCT 16487-83. Jlenonpon3BoJCTBO U apXUBHOE J1e10. TepMUHBI U ONpeAeIeHUS;
I'OCT P 51141-98. Jlenonpon3BoJICTBO U apXUBHOE J1€710. TepMUHBI U ONpeaeIeHuS;
I'OCT P 7.0.8-2013 Jlenonpou3BOJICTBO U apXUBHOE Ae10. TepMHUHBI U OTIpe e IeHusI.

3.2. Bemucats u3 @enepanbabix 3akoHOB Ne 149 «O06 undpopmanuu, MHGOPMAIIMOHHBIX TEXHOJIOTHIX U
3amure uHGopmanuu» 2006 r. u Ne 15 «O6 nunpopmanuu, vHGOpMaTH3aMU U 3alUTe HHPOPMALIUN» OT
25 suBaps 1995 rona onpeaeneHus TEPMUHOB «HH(OPMAIHS», «T0KYMEHTUPOBAaHHAS HHPOPMALIUI»,
«TOKYMEHT» H «JJICKTPOHHBIN JJOKYMEHT)» YCTAaHOBHUTH, KAKHE aCTIEKThI (HOCUTENN WH(POPMAITUU, CTIOCOOBI
ee pUKCUPOBaHUS, IOPUANYECKas CHJIa JOKYMEHTA U JIp.) U PYHKIIMH JOKYMEHTA 3aJI0KEHbI B ATHX
oTpeieNIeHUsIX.




CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa

K-8 cnoco0HOCTHIO AHAJU3UPOBATH HEHHOCTh JOKYMEHTOB C LeJIbI0 UX XPAHEHHS ;

3HaTh

KPUTEPHUH OIICHKH [IEHHOCTH
JIOKYMEHTOB, I1OCPEJICTBOM
orpeneneHust PyHKIUU
JOKYMEHTOB, CLIOCOOBI U
CpeacTBa
JTOKYMEHTUPOBaHMUS;
NPUHIUIBI KIacCU(PUKAIUN
(GyHKIUI TOKYMEHTOB B
JIOKYMEHTOBE/ICHUU;
MIpeuMyIIecTBa U
HEJOCTAaTKH KaXKJIOU
KJIaCCU(PUKAITMOHHON
CUCTEMBI;

0 3aBHCHMOCTH CPOKOB
XpaHCHHUS JIOKYMEHTOB OT UX
(GYHKIUN ¥ COCTOSTHUSI
MaTepHAILHOTO HOCUTEIIS, a
Tak)Ke OT crroco0a

Bomnpocsl k dk3ameny
1.OcHoBHbIE CBOMCTBA JOKYMEHTOB. OpuruHanbHOCTh. KonuitHOCTh. [loammHHOCTS.
2.JIokyMeHTHI B cpepe mpaBa u ynpasieHus. HayuyHo-ucropuyeckas U mpakTHuecKas ICHHOCTh JOKYMEHTa
3.1lpu3Haku TOKyMEHTA.

4. ®yukuu 1okyMeHToB. [Ipo0iemsl onpeneneHus kKiaccu(GUKalMOHHBIX XapaKTEPUCTHK JOKYMEHTOB IO
GyHKIUAM.

Hrorosbiii Tect
1. Haiinure BepHOe npoaoskenue ¢ppaspi: «OpUrHHAJIBHOCTD JOKYMEHTA SBJISICTCH ...»

1) cymectBeHHBIM (AU PepeHInanbHBIM) IPU3HAKOM, TaK KaK XapaKTepHa JUIs BCEX BUJIOB U TUIIOB
JIOKYMEHTOB;

2) cymecTBeHHBIM (U] QepeHIInanbHpIM) CBOUCTBOM, TaK KaK HEOOXOAMMA YEIOBEKY B €r0
MPAKTUIECKON KHU3HU;

3) HECYHICCTBCHHBIM ITPU3HAKOM JJOKYMCHTA, TaK KaK YCJIOBCK B JIECTBUTEIIFHOCTH UMEET JAEJIO HE




CTpyKTypHBIii
AJIEMEHT

[Tnanupyemble pe3ynbTaThl

oOy4eHus
KOMIIETCHITHH

O1eHOYHEIE cpe€acTBa

JOKYMEHTUPOBaHUs TOJILKO C OPUTHHAJIAMH JOKYMEHTOB, HO U C X KOITUSIMHU;
4) HecyllIeCTBEHHBIM, TaK KaK BCTPEYAETCS HE Y BCEX TIOKYMEHTOB.
2. Kak Ha3pIBaeTCs IOKYMEHT, BIIepBble CO3AaHHBbIH OJHUM 4eJI0BEKOM MJIH HeCKOJbKUMH JunamMu?
1) opurunai;
2) NOTMHHUK;
3) nyOnukar;
4) komnus.
3. KT0, nMeeT npaBo NpuaaBaTh IPUANYECKYIO CHITY KONUSIM?
1) HOoTapmyc;
2) opraHu3aIys, BeIIaBIIas JOKYMEHT;
3) HayaIbHUK OT/eJIa KaIpOB JIFOOOW OpraHu3aIuy;
4) 3aBeyIONTNI KaHIIeIIpUen JT1000T0 TOCYIapCTBEHHOTO OpTaHa.

4. IponoJxute ¢ppasy: «TepMUHBI «OOKyMenmuposannana UHHOPMALUI» U KOOKYMEHMHAA

uHopmanus» ...»




CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa

1) Hu4eM apyr OoT Apyra HE OTIMYAIOTCS U ABJISIOTCS MOJHBIMU CHHOHUMAaMH.

2) coaeprKaT MPOTUBOIIOIOKHbBIC TTOHATHS;

3) pa3auyHBI IO TOHATHIHHOMY 00bEMY, TaK KaK He BCAKAS «TOKYMEHTHPOBAaHHAs HH(OpMAIHs»

SABJISICTCA ((HOKWGHTHOﬁ)).

4) noHATHE «IOKYMEHTHUPOBaHHAS MH(POPMAIU» IIUPE MOHITUS «I0KYMEHTHasi HH(pOpMaIus»,
TaK KaK yKa3bIBa€T HE TOJHKO Ha HATMYHE UeaTbHON (MH(DOPMAIIMOHHOM) COCTABIISIIONIEH, HO ¥ Ha

HAJIMYNUEC MAaTCPUATIbHOTO HOCUTCIIA.

5. Ykaxure CBOMCTBO JOKYMEHTHPOBaHHON HH(popMmannu, kotopoe HE ABJAETCA

00513aTEeIbLHbIM.
1) onepaTUBHOCTS;
2) OHO3HAYHOCTh TOJIKOBAHUS,
3) I0CTOBEPHOCTH;

4) odpuMaNbHOCTD.

6. Crioco0OHOCTB JTOKYMEHTOB K THPAKHPOBAHUIO, BOCIIPOU3BEICHHIO COACPKAHUA U MaTePHATIbHOIO

HOCHUTECJIA HA3bIBAECTCA ...




CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa

1) ayTeHTUYHOCTD;
2) TOX/IECTBEHHOCTb;
3) KONUITHOCTB;

4) panbcudukarms.

7. Kakoii 1okyMeHT cuuTaercs opuuuaibHbIiM?

1) TOKyMEHT, U3TrOTOBJIEHHBIN C COOIOICHUEM YCTAHOBIICHHON (DOPMBI UITH YaCTUYHO
W3MEHCHHBIN;

2) TOKYMEHT, U3rOTOBJICHHBII CAaHKIIMOHUPOBAHHBIM CIIOCOOOM B COOTBETCTBHH C 3aKOHOIATEIIBHO
OTpE/IeIEHHON TEXHOJIOTHEN ero M3rOTOBJIEHUS U UMEIOIIUHI MPU3HAKYU MOJINHHOCTH;

3) JOKYMEHT, CO3JJaHHbIN IOPUANYECKUM WIH (PU3HUECKUM JTUIIOM, OPOPMIIEHHBIH 1
YIOCTOBEPEHHBIN B YCTAHOBJICHHOM MOPSIKE;

4) JOKYMCHT, COACPKaHNEC KOTOPOI0 MOKHO CYHUTATh IMOJTHBIM U TOYHBIM IMPEACTABICHUEM
MOATBCPKIAACMBIX onepaunﬁ, JACATCIIbHOCTH UJIN CbaKTOB U KOTOPOMY MOXXHO OTOBEPATH B
MOCJICAYIOIIUX OIICpaluiax 1IN B HOCH@}IYIOHIeﬁ JACATCIbHOCTU.

8. AyTeHTHYHBIH JOKYMEHT — 3TO ...

1) JAOKYMCHT, U3I" OTOBJICHHBIN C CO6J'IIOII€HI/ICM yCTaHOBHCHHOﬁ (I)OpMBI NI 4aCTHYHO




CrpyKTypHBII
PYITyP [Tnanupyemble pe3ynbTaThl
JIIEMEHT
oOy4eHus
KOMITCTCHIIUH
OueHoOYHBIE CpeNCTBA
N3MCHCHHBII;
2) TOKYMEHT, KOTOPbII MOYKHO JIOKJIN30BATh, HAWTH, BOCIIPOM3BECTH U HHTEPIIPETUPOBATD;
3) Takoi TOKyMEHT, y KOTOPOT'O MOXHO JIOKa3aTh, YTO OH: SIBJISIETCS TEM, YEM MPETEHAYET OBITh;
OBUI CO3/IaH MJIH OTTIPABJICH JIUIIOM, JICHCTBUTEIBHO CO3/AAaBIINM WM OTIIPABHUBILIUM €T0; a TAKKE
OBUI CO3/IaH WJIH OTTIPABJICH B TO BPEMsI, KOTOPOE 0003HAYEHO.
4) TOKYMEHT, COJiep)KaHUue KOTOPOTO MOXKHO CUUTATh TIOJHBIM M TOYHBIM TPEICTABICHUEM
HOJTBEPIKAAEMbIX OTepaIiii, IeITEIbHOCTH WK (PAKTOB U KOTOPOMY MOXKHO JOBEPSTH B
MOCJIETYIONIUX OTIEPANUSIX HIIH B MOCIIEIYIONMEH eI TeTbHOCTH.
YmeTb: OTIpeNeNsTh IIpakTHyeckoe 3a1aHHe HA IK3aMeHe!
(GYHKIIMH JTOKYMEHTOB I10 . /
- ONIPEJICTIUTh THII IOKYMEHTA IO €r0 CBOWCTBAaM (OpUTHUHAI/KOTIHS;
PEKBU3HUTAM U COJACPIKaHUIO; P/ A JIOKY . (op >
MO/TAHHBIN bCU(DUIIPOBAHHBIH);
yMETbh 000OCHOBBIBATH CBOIO ORI (banecnuumposa );
TOUKY 3pCHH, - OTIPEIEIUTD CHENHUATBHYIO (PYHKIIUIO JOKYMEHTA;
- OTIPENIENNUTh CIIOCO0 TOKYMEHTUPOBAHUSI.
MK-19 CIOCOOHOCTHIO HCIIO0JIH30BATH MPABUJIA NMOATOTOBKH YIPABJIEHYECKHX IOKYMEHTOB U BeJeHHUsI /IeJIOBOI MepenucKu
3HaTh OCHOBHbIE (DYHKIIMH Bomnpocsl k 3k3amMeHy

YIIPaBJICHYCCKUX




CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa

AOKYMCHTOB; UCTOPUIO
IIOSIBJICHUSI OCHOBHBIX
YIIPaBICHYECKUX
JOKYMEHTOB B
OTE€YECTBEHHOM
JEIIONPOU3BOJCTBE;
HCTOYHMKH, COJIEpIKAILHE
ImpaBrjia MOATrOTOBKH
JOKYMCHTOB U BCICHUA
JIEJI0BOY MEPENUCKH;

1.OcHOBHBIE cBOICTBa TOKyMeHTOB. OpuruHaibHocTh. KonuitHocTs. [TomMHHOCTS.
2.JloxyMeHThI B cepe npaa u ynpasieHus. HayuHo-ucropuyeckas ¥ npakTUuecKasi IeHHOCTh JOKYMEHTa
3.Ilpu3Haku JOKyMEHTa.

4. ®ynkmu nokyMeHTOB. [IpoOiiemMbl onpeneneHus KiiacCu(pUKaIMOHHBIX XapaKTEPUCTUK JJOKYMEHTOB 110
GyHKIUAM.

Hrorosbiii TecT
1. IompyHKUMOHANBHBIM JOKYMEHT SIBJISIETCS I0TOMY, YTO...
1) 0THOBPEMEHHO BBIMIOJIHAET HECKOJIBKO Pa3HbIX (PYHKIINIA;
2) Bpems OT BpeMEHH MEHSET (QYHKIUY;
3) pa3Hble JOKYMEHTHI BHITIOTHSIOT pa3Hble (YHKIUY;
4) y TOKyMEHTa eCTh TJIaBHasl, O0IIKe U CTelIMaabHbIe (QYHKIUH.
2. [ToyemMy B HayKe 10 CHX MOP He CJA0KUIOCH eAUHOH Kiaaccupukanuu QyHKIUA JOKYMEHTOB?
1) GyHKIIMU TOKYMEHTOB UMEIOT Pa3HYIO MIPUPOAY U 3aBUCAT OT KayecTBa U TUIAa MHPOpMaIIHH;

2) ciekTp 3TUX (QYHKIMHA MIUPOK, TaK KaK HH(POPMAIUs MPOHU3BIBAET BCe c(hephl UeIOBEUECKOTO




CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa

00IIIeCTBa M YIOBJIETBOPSIET CaMble pa3HOOOpa3HbIe MOTPEOHOCTH;

3) TOKyMEHTBI CIIOCOOHBI BBIIOIHATH Cpa3y HECKOIBKO (DYHKIMA, HX HHOTJA TPYAHO Pa3IeiuTh
MEXIy COOOi;

4) Bce Ha3BaHHbIE BBILIE IPUYUHBI.

3. 3T QyHKIHH 00513aTEJIbHO €CTh y BCeX JOKYMEHTOB, HO B Pa3HOM COCTaBe KAK aKTyaJlbHOe
AOMOJIHeHHe APYruX pyHKIUi. OHM BOZHUKAIOT Y JOKYMEHTA H MOT'YT MEHSITHCSl B 3AaBUCMMOCTH OT
yciaoBuii (PyHKIMOHUPOBaHUSI JOKYMEHTA, OTPAKAIOT Pa3HO00pa3Hble KOHKPEeTHbIEe NOTPe0OHOCTH
001IecTBa WM OTAEIBHOI0 €ro 4ieHa.

1) obmue;

2) crenuanbHEIE;

3) ympaBieHUYECKHUE;
4) reoHUYECKHE.

4.Kak Ha3pIBaeTcs (PyHKIUSI JOKYMEHTOB, B KOTOPBIX OTPAas’KEeHbI: CO3AaHHE OPTraHU3ALMH,
YCTAHOBJIEHHE €€ CTPYKTYPbI, IITATHOH YMCJICHHOCTH; perjIaMeHTALMS 1esITeJIbHOCTH U KOJTHYECTBO
CTPYKTYPHBIX NO/APa3/ie/ieHuil 1 pal0THUKOB; pesKUM padoThl U T.1.?

1) npaBoBasi;




CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa

2) pacriopsiiuTeNbHas;
3) KoHTpoOIIS;
4) opraHu3alvoOHHasl.

5. Eciin 1OKYMeHTBI Ha3bIBAIOTCSl «IIPHKA3», «PellieHNe), KIMOCTAHOBJIEHUE», KyKa3aHue»,
«pacnopsi:keHue», TO OHU BbINOJIHAIOT (WJIH BBINOJIHSIMN paHee) PYHKUIHIO ...

1) npaBoBy10;

2) pactiopsIUTENbHYIO;
3) KOHTpOJI;

4) opraHu3aluoOHHYIO.

6. dTa pyHKIUS CBOMCTBEHHA JOKYMEHTaM, B KOTOPBIX AJIsl 3aIMCH HH(POPMALMHU HCIOJIb3YIOTCS
Pa3JIMYHbIC IPHEMBbI U CHCTEMb] TAallHONNMCH, KpuNTOorpaduu. Takke 0COOEHHOCTHIO TAKHUX
AOKYMEHTOB SIBJIsIeTCS OTpaHMYeHHe B J0cTylne K mHpopManum.

1) cratucTrueckas;
2) MOJTUTHYECKAs;

3) 3amuTHl HTHPOPMAIUY;




CTpyKTypHBIii

[Tnanupyemble pe3ynbTaThl

JJIEMEHT
oOy4eHus
KOMIIETEHIHH
OueHouHblE CpeCcTBa
4) KOTHUTHBHAS.
YMerb Onpenenste QyHKIHIO IIpakTH4Yeckoe 3a1aHHe HA JK3aMeHe:
YIIPaBICHYECKOTO .
- ONIPE/IENTD THII JJOKYMEHTA I10 €ro CBOMCTBaM (OpUTrHMHAJ/KOMHS;
JTOKYMEHTa b B
MTOUTMHHBIN/ PasIbCUDUITUPOBAHHBIN ),
- OTIPENIENNTh CIEHUANBHYIO (DYHKIMIO TOKYMEHTA;
- OTPEEIUTh CIIOCO0 TOKYMEHTHPOBAHUS.
Brnanets MeToAaMu uaeHTHGuKamu | OnpenenuTsh BHIOBOM COCTaB JOKYMEHTOB IaHHOMW 31OXHW. BrImucars Ha3BaHHs BUJOB JJOKYMEHTOB TI0

GyHKIMH  yIpaBIeHYECKUX
JOKYMEHTOB

rinaBaMm (cTonbisl 2 1 4), a 3aTeM, noyb3ysach «KpaTkum ciioBapeM BUIOB M Pa3HOBUHOCTEH JJOKYMEHTOB)
1974 r. (em. Xpecromarus K pasaeny 1) u «I'eHepabHbIM periaMeHTOM», PaclpeesuTh YKa3aHHbIE BHIbI
Y Pa3HOBUIHOCTH JIOKYMEHTOB MO c(epaM rocyAapCTBEHHOM JesITeIbHOCTH. 3aHECTH JaHHBIE B TAONIHUILY.

JlaTh TOJIKOBAaHWE BHITUCAHHBIM BUaM U PA3HOBHIHOCTSM JIOKYMEHTOB, MOJIb3YysCh «KpaTKuM cioBapem
...»(cTonber 3).

HaumenoBanue (Buan a1C.11013ap1{0e onpeaeJgeHue BUIA Ccplika Ha
cepsl PA3HOBHMIHOCTDH JOKYMEHTAPA3ZHOBHIHOCTH JOKYMEHTA 1O rJ1aBy B
roCy/1apCTBeHHOM «Kpatkomy ci1oBapio BH10B 1 «I'eHepanbHOM
NeATe1bHOCTH pa3sHOBHAHOCTeH J0KYMeHTOB»(1974)perinamente»
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CTpYKTYpHBIH

PYXIYP [Tnanupyembie pe3ysbTaThl

9JIEMEHT

oOy4eHus
KOMIIETEHITHN
OrneHOYHBIC CPEICTBA
1720 r.
1 2 3 4
IK-25 BJIa/IeHHEeM HABBIKAMH MOJATOTOBKH YNPABJIEHYECKUX IOKYMEHTOB U BeJleHHsI /1eJI0BO
3HaTh CIIOCOOBI Bonpocs! k 3k3aMeHy
JOKYMEHTHUPOBAHUS,

1. IlousiTHE O DOK €HTUPOBaHNH, CII0C00aX M CPENCTBAX HOK CHTUPOBAHUS.
UCIIOJIb3YEeMbIC B AOKYMCHTHD , pen TOKYM p

YIpaBICHICCKOM 2. TpaJMIHOHHBIE METOBI JOKYMEHTHPOBAHHMSI.

ACATCIIBHOCTU,; HCTOPUTIO

CTaHOBJIEHUS CIIOCO6 3. TexHOTpOHHBIE METO/IbI JOKYMEHTHPOBAHUS.
JTOKYMEHTUPOBAHHUS
. 4. Metoapl TOKYMEHTUPOBAHUS, TPUMEHSIEMbIE B COBPEMEHHOM JIEJIONPOU3BOJICTBE.
YIIPaBIECHYECKON
ACATEIILHOCTH, HroroBnIii TecT

IIPEUMYILECTBA U




CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa

HEJ0CTaTKU cI1oco00B
JOKYMEHTUPOBaHHUS,
MIPUMEHSIEMBIC B JIEJIOBOM
JEATEILHOCTH

1. I[eﬁCTBHe HJIA COBOKYIIHOCTD HeﬁCTBHﬁ, NMPUMEHSAEMBIX B IIPpOLECCE 3alIUCH nnc[)opMamm,

Ha3bIBaeTCH. ..
1) cpeacTBOM TOKYyMEHTUPOBAHMS;
2) crnocoboM JOKYMEHTUPOBAHUS;
3) cuctemMoi TOKyMEHTAIINY;
4) METOOM JTIOKYMEHTHPOBAHMUS.
2. YKaxkuTe, 4TO BKJIIOYAET B ce0sl CHCTeMAa JOKYMEHTHPOBAHMS.
1) MeTo1 JOKYMEHTHUPOBAHHS;
2) BUIBI JJOKYMEHTOB;
3) cpeacTBa 1OKyMEHTHPOBaHMUS;
4) maTepHaIbHBI HOCUTEIb UH(OPMAIIHH.

3. Cnoco0 HaHeceHH s A3BIKOBBIX 3HAKOB H 3HAKOB-M300paskeHNii HA MOBEPXHOCTh MAaTEePHAJIBLHOIO
HOCHUTEJISl IPH NOMOIIY OPTTEXHUKHU HA3BIBACTCH...(0meem 3anucams c106amu)

Hauepmamenwvhuwiii

4. IlpapoauresieM MATPUUYHBIX MAaTEPUAIbHBIX HOCHTEJIEH SIBJIsSIETCS CJIeXYyIOIUi crocod




CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa

AOKYMEHTHPOBAHUS. ..
1) HauepTaTenbHBIH;
2) BIIEKTPOCTATUYECKUI;
3) nepdopupoBaHue;
4) na3epHbIil.
5. IIponosxure ¢ppasy: « Tpadouyuonnsvie cnocodvl OOKyMEeHMUPOBAHU NPEOCHABIICHDbL. . )
1) HauepTaTeNbHBIM CIIOCOOOM;
2) BbICEKaHHEM;
3) JOKYMEHTHpPOBAHUEM Ha MUIITYIIEH MaIlluHE;

4) MEXaHMUYECKOU 3aIUCHIO.

6. K10 1 xorma BIIEPBLIC OCYLIECTBUJI HE TOJBKO 3alIMCh, HO 1 BOCIIPOU3BEACHUE 3BYKaA €

MaTepHaJIbHOr0 HocuTes?
1) B 1804 r K. XKaxkkap;

2)B 1807 1. T. FOHT;




CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa

3) B 1857 r. CxoTT;
4) B 1877 r. T. DaucoH.

7. Kakoii crioco0 BiepBbie MO3BOJIM 3an1e4aT/ieTh 00beKTUHBHYIO BU3yaIbHYI0 HH(OpMaLUIO Ha

MaTepruaJIbHOM HOcUTee?
1) pucoBanue;
2) KUBOIIKCH;
3) BBDKUTaHUE;

4) poTroxumuyeckuii.

YMmern

BBIOMpPATH CIOCOO
JOKYMCHTHUPOBAHUSA B
Pa3HBIX CUTYAIUSAX JEIOBOM
JeATeIbHOCTH

4. Uzyunth TeMy «CriocoObl U cpelicTBa JOKYMEHTHPOBaHUs» 1o ydyeOHomy nocobuto H.C. Jlappkona.
«loxymenroBenenue» (e panee 2006 r. uzganus). CocTaBUTh KOHCTIEKT 4-i1 «CTOCOOBI U CpeACTBA
JOKYMCHTHUPOBAHU A

HpaKaneCRoe 3aJJlaHue Ha IJK3aMeHe:

- OTIPE/IENTD THII JJOKYMEHTA T10 €ro CBOMCTBaM (OpUTHHAJ/KOTIHUS;
MOJUTMHHBIN/ (hanbcupUIMpoBaHHbII );




CTpyKTypHBIii
[Tnanupyemble pe3ynbTaThl
AJIEMEHT

oOy4eHus
KOMIIETEHIINH
OueHouHblE CpeCcTBa
- OIPEIENINUTD CHENUAIBbHYIO (YHKIUIO JOKYMEHTA;
- OTIPE/ICTNTH CIIOCO0 TOKYMEHTHPOBAHUSI.

Bnagers TpaJLIMOHHBIM U Onpenenutb BUJIOBOM COCTaB JOKYMEHTOB JaHHOM 3110XU. Brinucars Ha3BaHMsI BUIOB JOKYMEHTOB I10
TEXHOTPOHHBIM CTIOcO0amMu | Ti1aBaM (CToJOLb! 2 U 4), a 3aTeM, oIb3yAch «KpaTKuM cioBapeM BHJIOB U Pa3HOBHIHOCTEH JIOKYMEHTOBY
JOKYMEHTUPOBAHMS 1974 r. (cm. Xpecromarus K pasaeny 1) u «I'eHepaqbHBIM periaMeHTOMY, PaclpeeNITh YKa3aHHbIC BHIbI
yIpaBIe€HYECKON Y Pa3HOBUJIHOCTU JJOKYMEHTOB MO cepaM rocy1apCTBEHHON JEeSTEIbHOCTU. 3aHECTU JaHHbIE B TAOIUILY.
JESATEIBHOCTH

HaTB TOJIKOBAHUC BBIIIMCAHHBIM BUJIaM U PA3HOBUAHOCTAM AOKYMCHTOB, IMOJIb3YsCh «KpaTKI/IM CJIOBapEM
...»(cTomberr 3).

HaumenoBanue (Buamu JCJ‘IOBapHOC onpejejeHue BUAa U CchliKka Ha

chepbl PA3HOBHM/IHOCTDH J0OKYMEHTAPA3HOBU/IHOCTH JOKYMEHTA M0 rJ1aBy B

roCy/1apCTBeHHOM «KpaTtkomy ci1oBapio BHI0B 1 «I'eHepanbHOM

NeATe1bHOCTH Pa3sHOBHAHOCTeH J0KYMeHTOB»(1974)perinamente»
1720 r.

1 2 3 4
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CTpyKTypHBIii
AJIEMEHT
KOMITETCHIIHT

[Tnanupyemble pe3yabTaThl
oOy4eHus

O1eHOYHEIE cpe€acTBa




[IpuMepHasi CTPYKTYypa U coiep:KaHue IK3aMeHAa:

[lpomexxyrounast artectanuss 1o aucHuiiMHE «OCHOBBI JIOKYMEHTOBEICHHUS» BKIIOYACT
TEOPETHYECKHE BOIIPOCHI, O3BOJISIOIINE OLICHUTh YPOBEHb YCBOCHUS 00Y4JaIOIIUMUCS 3HAHUH, U
NPAaKTUYECKHE 3a/laHusl, BBIABISIONIME CTEMEHb C(POPMUPOBAHHOCTH YMEHUI W BIaJCHUH,
npoBOIUTCA B (hopMe dK3aMeHa U B (hopMe BBHITIOTHEHUS KOHTPOJIBHOM paboThI.

DK3aMeH 10 JIaHHOHW JUCITUIUIMHE MPOBOIUTCS B YCTHOM (popMe IO IK3aMEHAITMOHHBIM OHiieTaM,
KaXK/JIbIN 13 KOTOPBIX BKIIOUAET 2 TEOPETHUECKUX BOMPOCA U OJJHO MPAKTUUECKOE 3aaHHE.

Iloxa3arenu u KPUTECPHUHA OLICHUBAHUSA IK3aMeEHaA:

— Ha OLEHKY «OTJMYHO» (5 0aoB) — 00y4YaroUIuiics: 1eMOHCTPUPYET BHICOKUN YPOBEHD
c(hOpMUPOBAHHOCTH KOMIIETEHIIUH, BCECTOPOHHEE, CUCTEMATHUECKOE U ITyOOKOe 3HaHHE
yueOHOro MaTepuana, CBOOOIHO BBIMOJIHSAET MPAKTUYECKUE 3aJaHHsl, CBOOOTHO OTIEpUPYET
3HAHUSAMU, YMEHUSIMU, IPUMEHSET UX B CUTYallUSIX MOBBIIICHHON CIIOKHOCTH.

— Ha OLIEHKY «Xopo1o» (4 6aina) — o0yyaronuiicss 1IeMOHCTPUPYET CPEAHUI YPOBEHB
c(OPMHUPOBAHHOCTH KOMITETCHIIMI: OCHOBHBIC 3HAHUS, YMECHHUSI OCBOCHBI, HO JIOMTYCKAKOTCS
HE3HAYUTEIIbHBIC OIMOKH, HETOYHOCTH, 3aTPYAHCHHSI ITPH aHATUTHYECKUX OTICPaIUsiX, TepeHOoce
3HAHWIA U YMEHUI Ha HOBBIC, HECTAH/IAPTHBIC CHUTYAIUH.

— Ha OLIEHKY «y/J0BJeTBOPUTEIbLHO» (3 Oana) — 00yJarouuiicss IeMOHCTPUPYET MOPOTOBBIN
ypOBEHb CHOPMUPOBAHHOCTH KOMITETEHIUI: B X0/1€ KOHTPOJIBbHBIX MEPOTIPUATHI TOIYCKAIOTCS
OLIMOKH, MPOSIBISIETCS OTCYTCTBUE OTAEIbHBIX 3HAHUN, YMEHUH, HABBIKOB, 00y4aroLUiics
WCTIBITHIBAET 3HAUYUTENIbHBIE 3aTPYAHEHUSI IPU OTNIEPUPOBAHUYN 3HAHUSIMU U YMEHUSMU MIPU UX
IIEPEHOCE HA HOBBIE CUTYAIINH.

— Ha OLIEHKY «HeY/I0BJIeTBOPUTEJIbHO» (2 O6aia) — o0ydaromuiics AeMOHCTPUPYET 3HaHUS He
6osee 20% TeopeTuuecKoro MaTepuara, JJ0MyCcKaeT CylleCTBeHHbIC OIUOKH, HE MOKET MOKa3aTh
MHTEJUICKTYaJIbHBIC HaBBIKU PEIICHUS MPOCTHIX 33/ad.

— Ha OLICHKY «HeY/A0BJIeTBOPUTEIbHO» (1 6ain) — oOydaromuiicss He MOXET MoKa3aTh 3HAHUS Ha
YPOBHE BOCTIPOU3BEACHUS U 00BsICHEHUS HHPOPMAIIUU, HE MOXKET IMOKa3aTh UHTEIJICKTyaJIbHbIC
HAaBBIKH PEIICHUS MPOCTHIX 3a7ad.



