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PABOYAS ITPOI'PAMMA JTUCHUITJIMHBI (MOJ1Y JIST)

OCHOBbI JIOKYMEHTOBE/IEHHA

Hanpag:ienne noAroToBKH (CHennalbHOCTh)
46.03.02 JlokymeHTOBEICHHE H APXHBOBE/ICHUE

Hanpasiennocets (npoduiib/crienifainsaiiis) nporpamMmmal
JIOKYMEHTOBE/ICHHC U JIOKYMEHTALIHOHHOE 00ecIieUeHHE YIPaB/ICHHs

Yposetb Bbiciero obpasosanus - Gakaiapuar

dopma obyuenus
3a04Hast

Wucturyr/ gpaxynbrer  Mueruryr rymanuntapioro oGpasosarus

Kadespa

Kype

llenarornyeckoro 06])&'}()!)&1!1”% W JIOKYMCHTOBC/ICHHS

1

Maruuroropek
2023 ron



PaGouas nporpamma cocrasiena Ha ocHoBe PI'OC BO - GakanaBpuar 1o HarpabicHHK
noaroropkn 46.03.02 Jlokymenrosejienne M apxupoBejenune (npukas MunoOpuayku Poccun o1
29.10.2020 r. No 1343)

PaGouas nporpamma pacemorpena u ojodpena na sacejanun kadepot learornueckor
00pa3zoBanus 1 JIOKYMEHTOBC/ICHHSI Ve
30.01.2023. nporokon Ne 5

3as. kadeapoit (7222 g

o
PaGouas nporpamma 0/100peHa METOMUECCKOI KoM HQQA@(/)
14.02.2023 r. nporokoi Ne 6 , o
Ilpejcenareis T.E. AGpam3on
7 J

PaGouas nporpamma cocrasiieHa:

C.C. Benukanone

jonent kadeaper [On/1, kanst. Gpuinon. nayk ~ CJLAuapeena

Perensenr:

Ct. menejukep (B pombiiiennoctu) [ITAO "MMK" -~ C.A. benobGopojiosa



JIucr aktyanusanuu padoueii nporpaMmbl

PaGouast mporpamMmma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzaruu B 2024 - 2025
ydaeOHOM roy Ha 3acefaHuu kageapel [lemarormueckoro o0Opa3oBaHus U JOKYMEHTOBEICHUS

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nmporpamma nepecMoTpeHa, 0ocyxaeHa u ogodpena st peanuszanuu B 2025 - 2026
y4eOHOM roy Ha 3acenanuu kageapel Ilegarormueckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Ipotokom ot 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peamsanuu B 2026 - 2027
yueOHOM roy Ha 3acenanuu kadeapel [lemarormueckoro o0Opa3oBaHUs U JOKYMEHTOBEICHHSI

[Iporokom ot 20 . Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamMmma repecMoTpeHa, 00CyKaeHa 1 0100peHa s peanuzarnuu B 2027 - 2028
y4eOHOM roy Ha 3acefaHuu kapeapel [lemarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

[Iporokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nporpamma nepecmotpeHa, odcysxieHa u ogoopena s peanuszanuu B 2028 - 2029
y4eOHOM Toly Ha 3acefaHuu kageapsl [lemarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

[Iporokom ot 20 1. Ne

3aB. kadenpoii C.C. Bemkanosa




1 Iles1u ocBOEHUSI TN CHMUTLTHHBI (MOLYJI51)

- TO3HAKOMUTH CTYJEHTOB C OCHOBHBIMHU MOHSTHSIMU TIOKYMEHTOBEJICHUS KaK HAyKH, €€
HAay4YHBIM HHCTPYMEHTapHEM: OOBEKTOM, MPEAMETOM, METOJAMH HCCIICIOBAHHS, KIIFOUEBBIMU
MOHATUSMH,

- pacCMOTpPETh CIEKTP OCHOBHBIX TPOOJIEM B 00JIaCTH TOKYMEHTOBEICHUS;

- 3aJI0KUTh TEOPETUYECKHUE OCHOBBI PabOTHI C Pa3HOOOPA3HBIMU JOKYMEHTAMH B
obmecTBe.

2 MecTo qUCHMIIMHBI (MO1YJIsI) B CTPYKTYpe 00pa30oBaTe1bHOI POrpaMMbl

Huctummmaa OCHOBBI JOKYMEHTOBEICHHUS BXOIUT B 00s3aTENbyH0 4YacTh y4eOHOTO
rJ1aHa 00pa30BaTEIHbHOM TPOTPAMMBI.

JUis  w3ydeHus ~ AWCHUIUIMHBI  HEOOXOAWMBI  3HAHUS  (YMCHHS,  BJAJICHUSA),
cOpPMHUPOBAHHBIE B PE3YILTATE U3YUECHUS JUCLHMILINH/ IPAKTHK:

Jlnst ocBoeHMST Kypca HEOOXOIMMBI 3HaHUS, MOJYYCHHBIE B paMKaX MOJHOTO CPEIHETO
oOpa3zoBanus no gucuumuHam "Mcropus", "ObmectBo3Hanue", "Pycckuii s3b1k""

3Hanus (YMEHUs, BIAJICHUS), TIOJTYYCHHBIC TIPH M3yYCHUU JAHHOW JUCIUILTUHBI OyIyT
HEOOXOIUMBI 7151 U3YUYCHUSI JUCIUILITIH/TIPAKTHK:

JlokyMeHTaImoHHOE 00ecredeHre apXUBHOTO Aelia U HHPOopMaIoHHOM cdepbl B PO

JIMHIBHCTHYECKHE OCHOBEI JICJIOBOTO ITHChMa

OCHOBBI CEKpETapCKOro 00CIyKUBaAHUS

MopenupoBaHue CUCTEM JOKYMEHTAlUU OpraHU3aluu

Y4yeOHast - TpaKTHKa [0 TOJIYYCHHUIO IEPBUYHBIX MPO(PECCHOHANBHBIX YMEHUU |
HaBBIKOB, B TOM YMHCJI€ TEPBUYHBIX YMEHHMH W HaABBIKOB Hay4YHO-HCCJIEAOBATEIbCKOMN
eI TEeIIbHOCTU

NudopmannoHHbIe TEXHOJIOTUH B JOKYMEHTOBEICHUU U ADXHUBHOM JIETIC

Brenenue B mpodeccuto

OCHOBBI apXMBOBEACHUS

OcCHOBBI yIIpaBJICHHS OpraHU3aIuein

VYyeOHast - 03HaAKOMUTEIbHAS IPAKTHKA

JlokyMeHTOBEICHHE

ApXuBOBECHUE

Opranu3zaiiys 1 TEXHOJIOTHS TOKYMEHTAIIMOHHOTO O0eCTIeUeHus YIIPaBICHUs

CoBpemMeHHas OpraHu3alys rocy/1apCTBEeHHbIX yupexxaeHuil Poccun

NudopmannonHoe obecrieueHue ynpapieHUs

OCHOBBI HayYHO-UCCIEA0BATEIBCKOMN JeATEIbHOCTH

3 Komnerenuun odyuaromierocs, popMupyemMbie B pe3yJibTaTe 0CBOEHUS

AUCHUILUINHBI (MOYJI5) ¥ IJIAHUPYEMBbIe Pe3y1bTaThl 00y4eHH s

B pesynbrate oOCBOeHMS AUCHUILUIUHBI (MOAYJs) «OCHOBBI JOKYMEHTOBEAECHUS
o0yyJaronuiics 10KeH 00J1a1aTh CICYOITUMU KOMIIETECHITUSIMH:

KO,}I HHJIUKaTopa I/IH}II/IKaTOp JOCTHIXXCHUA KOMIIECTCHIITN

VYK-1 CniocobeH ocymiecTBIsITh HOUCK, KPUTHUECKUI aHAJIN3 M CUHTE3 WHPOPMAaIlUU, TPUMEHSTh
CUCTEMHBIN MMOAXO0/1 JIJIsl peIlIEHHUs IOCTaBICHHbIX 3a7a4

YK-1.1 AHanuzupyer 3a/1auy, BbIIeNsIsl ee 0a30Bble COCTABISIONINE, PACCMATPUBAET
U TpenjaraeT BO3MOXKHbIE BapUaHThl pEIICHUs IOCTaBJICHHOM 3ajauu,
OLICHMBAsI UX JIOCTOUHCTBA U HEIOCTATKU

YK-1.2 Omnpenensier, UHTEPIIPETUPYET U PAHKHUPYET UH(DOPMALIHIO, TPEOYEMYIO JUIs
pelleHrs MOCTaBJIEHHOW 3aJauM; OCYLIECTBIIET MOUCK HMH(OpPMALUU IO
DA3JIMYHBIM THIIaM 3aIIPOCOB




YK-1.3

IIpu oOpabGotke wHPOpManuu oTIM4YaeT (GakTel OT  MHEHHUH,
MHTEPIIPETAlNi, OLEHOK, (POPMHUPYET COOCTBEHHBIE MHEHUS U CYXKACHHUS,
apryMEHTHPYET CBOM BBIBOJIBI M TOUKY 3PCHHUS

OIIK-1 Cnocoben npuMeHsATh Ha 6a30BOM YpPOBHE 3HAHHS MCTOPUYECKUX HAYK MPHU PEIICHUH
3a1a4 B cdepe cBoeH MpodeCCHOHANBEHON JICSITEIbHOCTH;

OIIK-1.1 3HAaeT HCTOPUIO M COBPEMEHHYIO OpraHU3alldl0 CHUCTEMbl OPraHoOB
rOCyJJapCTBEHHOW BJIAaCTU M YyImpaBieHus B PdD, oOpranoB MeCTHOTO
CaMOYIIPABJICHUS U OPTaHU3alUN

OIIK-1.2 Brnageer HaBbikamMu moucka U OTOOpa MCTOYHUKOB, KOTOPbIE BaKHbBI JJISI

KOHKPCTHO-UCTOPUICCKOT'O HUCCICIOBaHUA C Y4eTOM OCHHOCTHU
JOKYMECHTAJIbHOI'0O HMCTOYHHMKA KaK 4YacTH HCTOPHYECKOI'0 HacJIeausa H

AKTHBA OpraHu3aimu




4. CTpPyKTYpa, 00bEM U coiepKaHue TUCIMIINHBI (MOIYJIs)
OO0mmast TpyI0eMKOCTh MUCIHILTUHBI cocTaBiseT 3 3aueTHbIX eauHui 108 akan. gacoB, B TOM
qHCIe:
— KOHTaKTHas pabora — 24,6 akaJ. 4acoB:
— aymuTOpHas — 6 akajl. 4acos;
— BHeayauTopHas — 18,6 aka. yacos;
— caMmocTosiTeabHas padboTta — 74,7 akaj. 4acos;
— B (hopMe nmpakTuyeckoit moaroroBku — 0 akaj. yac;
— MOJTOTOBKA K dK3aMeHy — 8,7 akaJ. yac

dopma arTecTaluy - SK3aMEH

AynutopHas s e
KOHTaKTHas paboTa E 3 Dopma TeKyILEero
Pasnen/ Tema 2 (B akan. uacax) & E‘ Bux . KOHTPOIIA Kon
> & ©|camocTosTenbHOI | ycreBaeMocTH 1
JTACIUTUTAHBI ) = ., | KOMITeTeHIIN
g 5 paboThI TIPOMEKYTOUHON
Tex. mab. | MpaKT. z'g aTTeCTaluu
3aH. | 3aH. (O A
1. PA3IEJT 1.
JOKYMEHTOBEJJEHUE
KAK HAVKA
TToBTOp
JIEKIUOHHOTO
TEOPETHYECKOTO
Mmarepuaa,
HOJrOTOBKA K VK11,
1.1 1. Poap nokyMmeHTa B TeKyHemy [IpakTnueckoe YK-1.2,
KM3HM ~ denoBeka  u| 1 ]0,25/0,25U 0,5/0,5U| 10 TECTHPOBAMHIO, 3aganue Nel VK-1.3,
ob1ecTBa ;aff:::;:_ Tect k pazgeny 1 | OIIK-1.1,
paccyXIeHus Ha OMK-1.2
TEMY
«JlOKyMeHT B
XKM3HU 00IIecTBa
1 4eJIOBEKay




1.2 2 Hcrounuku
JIOKYMEHTOBETUCCKUX
HCCIIeIOBAaHUH

0,25/0,251

0,5/0,51

10

IToBTOp
JICKIITMOHHOTO
TEOPETUICCKOTO
MaTepHana,
MOJITOTOBKA K
TEKyIEMY
TECTUPOBAHUIO,
MOJI'OTOBKA
0030pa o
MEPUOTTUYECKIM
W3JIaHHUSM B
obacti
JIEJIONIPON3BOJICTB
a M apXUBHOTO
nema. AHamus
HUCTOPUICCKHIX
HUCTOYHUKOB,
COCTaBJICHHE
KOHCIICKTA C
HCIIOJIb30BaHUEM
TIPUEMOB CHKATHS
HUCXOTHOU
HHPOPMAIHIH;
pedepupoBanue n
aHHOTHPOBAHHE
Hay4yHOU
JTUTEPATYPHI;
OIICHUBAThH U
BBISIBJISITh 00BEM U
Ka4eCTBO
HHPOPMAITUH,
npejiaraeMoi
HWHTEpHET-
HUCTOYHHUKAMU I10
JICTIOTIPOU3BOJICTB
Yy ¥ apXHUBHOMY
Jeny.

[IpakTnueckoe
3aganue Ne2
Tecr k pazneny 1

VK-1.1,

VK-1.2,

VK-1.3,
OIIK-1.1,
OIIK-1.2

HWroro no pazneny

0,5/0,51

/11

20

"MHOOPMAIUS"
"IOKYMEHT"

2. PA3BJZIEJI 2. TIOHATUA

)41

21 2.1 [onstue
«uHpoOpMaLUss» U ee
polb B COLHANBHBIX H
9KOHOMHYECKUX
mporieccax.
Crnenuduyeckue UYepTHI
JOKYMEHTHPOBaHHOM
uH(pOopMaIu

0,25/0,251

0,5/0,51

20

IToBTOp
JICKIIMOHHOTO
TEOPETUIECKOTO
MaTepuania,
MIOJITOTOBKA K
TEKyIeMy
TECTHPOBAHHIO,
aHau3
JIOKYMEHTAJIbHBIX
HUCTOPUYECKHUX
HCTOYHHUKOB,
MOHSITHHHOTO
amnmapara
HOPMAaTUBHBIX U
MPaBOBBIX aKTOB.
AHaiu3 TepMHHa
"undopmarus”.

[IpakTuueckoe
3aganue Ne2
Tecr k pazneny 2

YK-1.1,

VK-1.2,

VK-1.3,
OIIK-1.1,
OIIK-1.2




IToBTOp
JICKITAOHHOTO
TEOPETU-YECKOTO
MaTepHaa,
MOATOTOBKA K
TEeKyIIeMy
TECTHPOBAHHMIO, VK11,
2.2 ITousartue HTCHHC I aHajns [IpakTudeckoe VK-1.2,
"rokyMenT". [TpH3HaKH 1 0,75/0,751 11U | 10 |MONYMCHTAIBHBIX [ o e Ne2 VK-1.3,
. HUCTOPUICCKHIX
CBOMCTBa TOKyMEHTa HCTOUHIKOB: Tect k pazneny OIIK-1.1,
’ OIIK-1.2
aHaJIN3
yHoTpebaeHus
TEPMUHOB
(ToOKyMeHT,
Oymara, 1elo, aKr,
JIOKYMEHTHPOBaH
Has MUHpopManus).
IToBTOp
JIEKIIMOHHOTO VK-1.1,
23 OCHOBHEE CBONCTEA teoperudeckoro | IIpakTuueckoe YK-1.2,
0,5/0,51 0,5/0,54| 7 MaTepHana, 3aganue Ne2 VK-1.3,
AOKYMCHTOB IOJITOTOBKA K Tecr k pazneny 2 OIIK-1.1,
TEKyIEeMy OIlK-1.2
TECTUPOBAHHIO.
Hroro no pazaeny 1,5/1,51 221 | 37
3. PA3BJAEJT 3. OVYHKIMWU
JOKYMEHTOB u
CITIOCOBbI
JOKYMEHTHUPOBAHU
COLIMAJIBHO 3HAYMMOI
IToBTOp
JIEKIIHOHHOTO
TEOPETUYECKOTO VK-1.1,
31 Dyniuun MaTepuana, [IpakTuaeckoe YK-1.2,
0,5/0,51| 9 MOATOTOBKA K 3amanue 3 YK-1.3,
JIOKYMEHTOB TEeKyIIeMy Tecr k paznmeny 3 OIIK-1.1,
TECTUPOBAHUIO, OIlK-1.2
aHamu3 QYHKIUHA
JIOKYMEHTOB.
1 CocrasiieHue
KOHCIIEKTa C
HCII0JIB30BaHUEM
H;H(:;[;; C?KaTjISI YK-1.1,
3.2 CriocoObl H cpencTaa UCXOJTHOM Tpaxrieckoe yR-L2,
0,5/0,51| 8,7 . 3ajaHue 3 VK-1.3,
JIOKYMEHTHUPOBaHUS HHPOPMAIHIH; Teer  paszeny 3 OIK-1.1,
pedepupoBanue u OIK-1.2
aHHOTHPOBAHHE
Hay4HOU
JIUTEPATYPBI
Wroro no pazgeny /11 17,7
Uroro 3a cemectp 221 4/411 | 74,7 3K3aMeH
Hroro nmo gucourinHe 221 4/411 | 74,7 9K3aMCEH




5 O06pa3oBaTejibHbIE TEXHOJIOTHH

Matepuan npeaCcTaBiIeH B CIIEKTPEe MPOOIIEMHBIX BOMIPOCOB. TexHOIOTHEel MOHUTOPUHTA
pe3yNbTaToB 00pPa30BATENBHON AEATEIBHOCTH SBISIETCS DK3aMEH, BBICTABISIEMBIH C Y4ETOM
pelTuHra Mo pe3yibTaTaM CTYJIEHTOB B pa3HOOOpPa3HBIX BHJAX JICSITEIBHOCTH —
y4eOHO-TI03HaBaTEIILHOH, YaCTHYHO-TIOMCKOBOH, PEIPOTyKTHBHOM. Coneprxanue
CaMOCTOSITENIbHOW paboThl paccyMTaHo Ha (OPMHPOBAHHE YMEHUH pedepupoBaTh, COCTABIATH
Hay4HbIe O0030pHl MO MaTepuanaM INEePHOANYECKUX W3JaHuH, BKmo4as VIHTepHeT-n3maHus
npoeCCHOHATBHBIX ~ HAYYHO-TIPAKTHYECKUX  JKYpPHAJIOB  C  Lenbl0  (hopMUpOBaHHS
caMopasBHBaroLIelicss HHGopMannoHHO-pecypcHol cpeabl. KoHTakTHas paboTta mpeamnonaraet
I/IH(l)OpMaLII/IOHHO-KOMMYHI/IKaI_[I/IOHHbIG 06p330BaTeJIBHBIC TEXHOJIOTUH - opranu3anusa
00pa3oBaTENFHOTO MTPOIIecCca, OCHOBAaHHAS HAa MIPUMEHEHHUH CIICIIMATN3UPOBAHHBIX TPOTPAMMHBIX
Cpel W TEXHMYECKHX CpEeACTB paboThl ¢ HH(OpPMALUEH, B T.4. JIEKUUA-BU3yaTH3AMSI —
JIEMOHCTpAIMs Y4eOHBIX MAaTephalioB, IMPEICTABICHHBIX B Pa3JIMYHBIX 3HAKOBBIX CHCTEMax.
[IpakTuyeckoe 3ansATHE B (hOpME MPE3ECHTALUU — MPEACTABICHUE PE3YJIbTATOB MPOEKTHOW WM
UCCJIEI0OBATEIbCKOM JEATEIBHOCTH C HCIIOJIB30BAHUEM CIICIIMAIN3UPOBAHHBIX POTPAMMHBIX
cpen.

6 YueOHO-MeTOAUUYECKOE 00eciedeHUe CAMOCTOSITeIbHO PadoThl 00yyaromMXcst
[TpencraBneno B npuiaoxenun 1.

7 OueHOYHBIE CPeACTBA /1Jisl IPOBeeHHs POMEKYTOUHOI aTTeCTAMH
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYeCKOEe H HH(POPMALIMOHHOE O0ecnedeHrue TUCIUIIHHBI (MOTYJIs1)

a) OcHoBHas UTEpPaTYypAa:

1. JlokymMeHTOBeIeHHE © y4eOHHUK U MPAKTUKYM JUIs akaJeMuueckoro Oakanaspuara / JI.
A. loponwuna [u ap.] ; mox penakmwmeii JI. A. JloporuHol. — 2-¢ u3., mepepad. u gon. — Mocksa
. UznatensctBo FOpaiit, 2019. — 309 c. — (bakanaBp. Axaaemuueckuii kypc). — ISBN
978-5-534-03053-2. — Tekcr : omektponubii /[ 3BC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/433067 (nara obparmenus: 16.10.2023).

2. KoxymxoBa, H. B. Crpykrypa nmokymeHta. CHCTEMBI JIOKYMEHTAIIHH.
YHUGHUIMpPOBaHHAs CUCTEMa OpPraHU3allMOHHO-PACIIOPSIUTENbHON JIOKYMEHTAllUU: O0Iue
TpeOOBaHUs K COCTaBJICHHIO M opopMiIeHuIo : yueOHoe nocooue / H. B. Koxymikosa ; MI'TV. -
Marnuroropck : MI'TY, 2016. - 1 snekrpos. ont. auck (CD-ROM). - 3ari. ¢ tuTyn. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true (mata oOpamenus: 04.12.2023). - MakpoobobekT. - Tekcr
ANIEKTPOHHBIN. - CBefieHus 1octynHel Takke Ha CD-ROM.

0) lomotHuTeEIBHASI TUTEpaTypa:

1. Baitboponosa, JI. B. Merononorus u MeTOAbl HAyYHOTO HWCCIEAOBAHUS . yuyeOHOE
no-cobue i1 OakanaBpuara U maructparypsl / JI. B. baitboponosa, A. I1. YepHsiBckas. — 2-e
U3, uerp. u o — MockBa : M3gatenserBo FOpaiit, 2019. — 221 ¢. — (bakanaBp u Marucrp.
Axanemuueckuii Kypc). — ISBN 978-5-534-06257-1. — Tekcr : anekrponssiii // D5C FOpaiit
[caiiT]. — URL:https://www.biblio-online.ru/bcode/437120 (nata obpamenus: 11.10.2023)

2. KazakeBuu, T. A. JlokymeHToBeneHHe. JJOKyMEHTAlMOHHBIM CEpBUC : Y4€OHHUK U
NpaKTHKYM [Uis TipukiaaHoro Oakanaspuata / T. A. Kazakesuu, A. U. Tkanud. — 2-¢ u3f., UCmp.
u non. — Mocksa : U3narensctBo FOpaiit, 2019. — 177 c. — (bakanasp. [IpuknagHoii kypc). —
ISBN 978-5-534-06273-1. — Texkcrt : anekrponnbiii // 9B5C FOpaiit



[caiiT]. — URL.: https://urait.ru/bcode/437480 (nata oopamienus: 16.04.2023).

3.IloTemkuHa, M. H. OCHOBBI HMCCIEIOBATEILCKOM IeATeIILHOCTH
yuebHo-MeToauueckoe mocooue / M. H. IToremkuna ; MI'TVY. - Marauroropck : MI'TY, 2018. - 1
anekTpoH. ont. guck (CD-ROM). - 3arm. ¢ Turyn. o9kpana. -  URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527
742/3739.pdf&view=true (mara oOpamenus: 27.12.2023). - MakpooObekr. - Tekcr
3JIEKTPOH-HBIN. - CBeneHus aoctynHbl Takke Ha CD-ROM.

B) MeToanyeckne yKazaHusi:

CamocrosiTenbHas padoTa CTYJJCHTOB By3a : nmpakTukyM / cocraBurenu: T. I'. Heperuna,
H. P. ¥Ypazaena, E. M. PazymoBa, T. ®@. OpexoBa ; MarHuTOropckuii roc. TEXHUYECKU YH-T UM.
I'. U. Hocosa. - Marauroropck : MI'TY um. I'. W1. Hocoga, 2019. - 1 CD-ROM. - 3arx. ¢ tuTyn.
JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mara oOpamenus: 28.09.2023). - MakpoobbekT. - Tekcr
AIIEKTPOH-HEIH. - CBenneHus JocTynHbl Takxke Ha CD-ROM

Mertonuueckrue yKa3aHUsl 10 BBIIOJHEHUIO JOMAalIHUX 3aJlaHUi TPEJICTaBICHBI B
IMovnoxenvn 1 x PTTJT

r) [Iporpammuoe obecneuenue u UnTepHer-pecypcebi:

IIporpammHoe o0ecnieueHue

HaumenoBanue 9

10 Ne morosopa Cpoxk neiicTBUS TULIEH3UU
MS Oﬁ.lce 2007 Ne 135 o1 17.09.2007 0eccpouHo
Professional
7Zip CBOOOJIHO 0ECCPOUHO

HpO(l)eCCI/IOHaJII)HbIe 0a3bl JAHHbIX I/Il—[q)OpMaIll/[OHHble CIIPaBOYHLIC CUCTEMBbI

Ha3BaHI/Ie KypcCa CCLIJ'IKa
JICKTPOHHAasA a3a IICPUOJNYCCKUX . .
INEKTPO 6a3 CPHOMMHCCRIX] | eis: //dlib.eastview.com/
n3naaui East View Information Services,
Hanumonanbuas

unpopmanonHo-ananutuueckas cucrema|URL: https://elibrary.ru/project_risc.asp
— Poccuiickuit HHIEKC HAy4YHOT'O
ITouckoBasi cucrema Akagemusi Google
(Google Scholar)

Nudopmannonnas cucrema - Equnoe okHO URL: http://window.edu.ru/
JI0CTyTa K HHPOPMAIIMOHHBIM pecypcaM
MexnyHapoaHas 0a3a TOJHOTEKCTOBBIX
KypHai10B Springer Journals

Poccuiickas ['ocynapcTBeHHas Oubnuoreka.

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

http://link.springer.com/

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

Karayoru
DnexktponHble pecypcbl oudarnorexku MI'TVY |https://magtu.informsystema.ru/Marc.html?local
um. [.1. Hocona e=ru

9 MaTtepuaJIbHO-TEXHHYECKOE o0ecTedeHne TUCIUTLIHHBI (MOLYJIs1)

MaTCpI/IaJ'IBHO-TCXHI/I‘-IeCKOC obecrnieucHUe JUCHUIIIIMHBI BKIIFOYACT:



VY4eOHble ay TMTOPUH U1 POBEACHUS AUCTAHIIMOHHBIX 3aHATUH JIEKIIMOHHOTO TUIIA!

CTOJI KOMITBIOTEPHBIH, CTOJI MUChMEHHBIN, CTyn O(UCHBIN, JOKyMeHT-Kamepa Epson,
ucrounnk OecrnepedoitHoro muranuss POWERCOMIMD-1500AP, kamepa BBICOKOTO
paspelieHus, KOMIIBIOTEp MepcoHabHbIN (Trl 6), mpoektop ViewSonicPJD7526W, crinkepdon
nacronbubiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycTuueckas
HACTOJIbHAS, CTepeorapHuTypa (MUKpO(OH C IIyMOIMOJABJICHUEM), dKpaH HacTeHHbId Digis
Optimal-C MW DSOC-11032*2

Y4eOHble ayAWTOpPHH [UIS TPOBEACHHS TMPAKTUYECKUX 3aHSATHH, TPYIIOBBIX U
WHAUBUAYAIbHBIX KOHCYJIbTAIMMA, TEKYIIETO KOHTPOJIS U IPOMEXYTOUHOMN aTTECTAIINU:

CTOJI KOMITBIOTEPHBIH, CTOJI MUChMEHHBIH, CTyn O(UCHBIN, JOKyMEeHT-Kamepa Epson,
ucrounnk OecrnepedoitHoro muranuss POWERCOMIMD-1500AP, kamepa BBICOKOTO
paspelieHus1, KOMIIBIOTEp MepcoHabHbIN (Trl 6), mpoektop ViewSonicPJD7526W, crinkepdon
nacronpubiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycThueckas
HACTOJIbHAS, CTepeorapHuTypa (MHKpOQOH C IIyMOIOJABICHHUEM), JKpaH HacTeHHbIDIQIS
Optimal-C MW DSOC-11032*2

[Tomemenuss st caMOCTOATENBHOM  pabOThl  OOy4YalOIIMXCA:  MEPCOHATBHBIC
kommbioTepsl ¢ makerom MS Office, Beixogom B MHTEpHET M C IOCTYIOM B 3JIEKTPOHHYIO
nH(pOPMAIIMOHHO-00PA30BATENBHYIO CPEly YHUBEPCHUTETA.

[Tomemenne s XxpaHeHus U HpoduiIakTUYecKoro oOCTy)KUBaHUS Y4eOHOTO
000pYIOBaHUS: CTEIUTAXKH JUIS XPaHEHHs YIeOHO-HATTIIHBIX TOCOOUH M y4eOHO-METOINIECKOM
JIOKYMEHTaIUH.



Hpuioxenne 1
Y4eOHO-MeTOANYeCKOE 0O0ecTieYeHne CAMOCTOSITeIbHON padoThl 00y4Yaromuxcst

PA3JIEJI 1. JOKYMEHTOBEAEHUE KAK HAYKA

Ilpakmuueckoe 3ad0anue Nel

1) HO3HAKOMUTHCS € aKTyallbHBIMU HCTOYHUKAMU, COJEpKAIINE CTUXUHHO-CIIOKUBIIHECS
HOPMBI U IIpaBuja paboThl C JIOKYMEHTAMM;

2) HayuyuThCS COCTaBIATH O030pbl MyOJMKAUil Ha OCHOBE HAyYHO-TIPAKTHYECKHUX
JKYpPHAJIOB 1O I€TIONPOU3BOJICTBY U APXUBHOMY JIEINY;

3) nmo3nakoMuthes ¢ «I'eHepanbHBIM periaameHTom» 1720 roma m «Kpatkum cioBapem
BUJIOB U Pa3HOBUHOCTEHN JOKYMEHTOB» 1974 r.;

4) pEeKOHCTPYyHpOBaTh COCTaB CHUCTEM YIIpaBJIEHYECKOW JoKyMmeHTanuu [leTpoBckoit
AIOXH.

1. TIpoananu3upoBaTh KOMIUIEKT TOJOBOM MOAMUCKU (MIEYATHBIM WM 3JIEKTPOHHBIN

pecypc B cetu VHTEpHET) OIHOTO M3 KYpPHAJIOB, YKAa3aHHBIX B CIMCKE, 3a JIIOOOW Toj U3 MATH
MOCITIEAHUX.

1. [aTb XapaKTePUCTUKY TEMATUKK CTaTel U MaTepmanos KypHana. OpueHTUPOoBaTbCA Mo
KJI0YeBbIM C/I0BaM, 3aro/IoBKam CTaTei.

2. YCTaHOBUTb, UMEET /1N }KypPHaN CBOW CaliT B ceTh MIHTepHeT (yKa3aTb) n npeasiaraet v
OH 3/IeKTPOHHYIO BepCuto (apXmB) CBOMX BbIMYCKOB.

3. Monb3yack CNPaBOYHbIMU AAHHbBIMM KYpPHana, AaTb 06LLYI0 XapaKTEePUCTMKY aBTOPam
ctatel (ykazatb PO, mecto paboTbl M A0NXKHOCTL). Caenatb BbiBOA, 06 aBTOPAX KYPHaIbHbIX
ny6AnKaumm.

4, CoCTaBUTb KOHCMEKT 0A4HOM U3 cTaTel (Ha Bbibop). O6bemMom CTaTbU A0/KEH BbITb He

MeHee 3-X }KyPHa/IbHbIX CTPaHWL,
Memoouueckue pexomenoayuu

AHanM3 KOMIUIEKTa TOJIOBOM MOJIUCKH BBIOPAHHOTO KypHaja CIEIyeT MPE/CTaBUTh 6
6uode C6A3H020 MeKcma, B KOTOPOM OyAyT OTpa)K€Hbl OTBETHI Ha BCE IMOCTABJICHHBIC BBIIIE
BOIIPOCHI, J1U0O 6 ude madauywl.

MHorue w3 NEPEUYMCIEHHBIX HHWXE JKYPHAJIOB IIPEIACTABICHBl B apXMBax Ha
COOTBETCTBYIOIIUX KYPHAIbHBIX CaliTax.

B ornenke maHHOrO 3afaHusi OCHOBHOE BHHMAaHME YAENSETCS CIMOCOOHOCTH CTYJIEHTOB
YBHJIETh, C OAHOW CTOPOHBI, TUIIMYHOE U XAPAKTEPHOE ISl JAHHOTO UCTOYHHMKA, C IPYTrOM, €ero
OCOOCHHOCTH | MPEUMYIIECTBA.

IIpr cocTaBlieHMM KOHCIEKTAa >KYypPHAJIbHOW CTaTbH OLIEHUBAETCS YMEHHE CKHMAaTh
UH(}OPMAIIHIO, OCTABIISAS KIIOYEBbIE MOMEHTBI TEKCTa; COCTABMIATH KOHCIEKT OT 3-TO JIMIIA UK B
0e311uHOM popme, eciu aBTOpOM CTaThu ObLI BhIOpaHa (hopMa Juaora ¢ YUTaTEJIEM.

Nroroseii BBIBO/JI o030pa MOXET CoZIepKaTh PEKOMEHJALIUIO
HAYMHAIONIUM JOKYMEHTOBEJaM IO BO3MOXXHOCTSIM HCIIOIb30BaHUsI MHGOPMAIIMU U3 JTaHHOTO
HMCTOYHUKA.

Cnmcok ;KypHaJ10B
«[Jenonponssoacteoy,
«[1enonpon3BoACTBO M AOKYMEHTOOOOPOT Ha NPeANPUATUNY,
«OTeyecTBeHHbIEe apXMBbI»,
«BeCTHUK apxuBucCTa»;
«CeKpeTapckoe geno»,
«XOpOLLNI CeKpeTapby,
«CeKpeTapb-pedepeHT»,
«CnpaBOYHMK cekpeTapa U opuc-meHeaKepa»,
«CoBpeMeHHbI opUC-MeHeaKep»,
«YnpaBaeHue NepcoHaomy,
«Kagposoe geno»,
«Kapgposas cnyxbay,

LoONOULRWNE
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http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60592&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60559&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary

13. «KaZpoBuK»,

14. «CrnpaBoOYHUK KapoBUKa»,

15. «Kagpbl npeanpuaTna»;

16. «MeHeaXMEHT 1 Kagpbl»,

17. «Hay4yHo-TexHn4YecKaa MHGopmaLuma»,
18. «bnbnuotekoBeaeHme.

2. Ilpounrtars «I'enepanpubiii permamenT» 1720 r.(cm. Xpecromatus K pasueny 1).
Onpenenutsb, Kakue cepbl TOCYIapCTBEHHON J1eATENbHOCTH, 10 MHeHUIO [leTpa I, HeoOxoaumo
ObUIO  yHoOpsSAOYMBaTHL C MOMOUIbIO JOKYMEHTOB? Beimucars cdepbl TrocyaapCcTBEHHOM
JesTeNIbHOCTH B Tabnuiy (cM. @opma tabnuibl, cronbder 1).

Onpenenuth BUAOBOM COCTaB JIOKYMEHTOB JIaHHOM »3moxu. BeimucaTte Ha3BaHUS
BUJIOB JJOKYMEHTOB I10 r71aBaM (ctosiOubl 2 u 4), a 3aTem, nosb3ysick «Kparkum ciioBapemM BUI0B U
pa3HOBUAHOCTEH TOKyMEHTOB» 1974 1. (cMm. Xpecromatust K pazaeny 1) u «l'eHepaabHbIM
pErIaMeHTOM», PAaCIpeNeInuTh YKa3aHHbIE BHUJbl U Pa3HOBUAHOCTH AOKYMEHTOB IO cdepam
rOCyJIapCTBEHHOM JESITeIbHOCTU. 3aHECTH JIaHHBIEC B TAOIUILY.

JlaTb TOJKOBaHUE BBINMCAHHBIM BUAAM M PA3HOBUJHOCTSAM JOKYMEHTOB, IOJIb3YSCh
«Kpatkum cioBapeM ...»(cronberr 3).

Haunmeno Bua u CJioBapHoe onpejesienne Ccebla
BaHue cepbl |pa3HOBHIHOCTH J0KYMEH BU/IA H Ka Ha IJ1aBYy B
rocy1apCcTBeHHO Ta PA3HOBHIHOCTH IOKYMeHTa N0 |«['eHepajbHO
W I1eATeILHOCTH «KpaTkomy c¢Ji0Bap1o BUA0OB U M
pa3HoOBHHOCTeH 10KYMeHTOB» (19| periiamenTe»
74) 1720 r.
1 2 3 4

TecT K pasgeny 1

1. YKaxute BepHoe npoaonxkeHue ppasbl: 3aKOH O00OKyMeHMayuoHHO20 0ghopMaeHUs COYUAAbHO
3Ha4umeili cobbimuli delicmeyem ...

TO/IbKO A48 0ULMANbHBIX FOCYAaPCTBEHHbIX COBLITUA;
TO/IbKO A1A 06LEeCTBEHHO-NONUTUYECKUX COBBITUIA;
cyrybo 41a ANYHBIX, CEMENHbIX COBbITUI;
4. pans nobbix cObbITUIA, 3HAUMMbIX 414 OTAE/bHOIO YeI0BEKA AU TPYNNbl t04eN.
2. fleiicTBUA yenoBeKa (C NOMOLLbIO TEXHUKU UK APYTUX CPEACTB) NO 3aHECEHUIO 3HAYUMOM

wnNpe

VIHC')OpMaLI,VIM Ha MaTepMaanblVl HOCUTeNIb Ha3biBaeTcA

nHpopmaTtmsaumen;
OOKYMEHTUPOBAHMEM;
OOKYMEHTaUMOHHbIM obecneyeHnem yrnpasaeHus;
4. penonpousBoOACTBOM.
3. [LlocNOBHO € NaTbIHM CNOBO «A0KYMeHT» (documentum) o603Hauaert:

wnNn e

3anucb, NucaTb;
bymara;
O0roBop, 0653aTeNbCTBO;

4. nucbMeHHoe cBuaeTeNbCcTBo, obpasel,.
4. MNoHATHE «AOKYMEHT» ABNAETCA...

wnNn e

1. 06BbEKTOM AOKYMEHTOBEAEHMUS;
2. npegmMeTom AOKYMEHTOBeAEeHUS;


http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/quiz/view.php?id=342966
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary

3. Uenblo AOKYMEHTOBeAeHuUs;
4. VCTOYHMKOM OOKYMEHTOBELEHMS.
5. BpemeHeM BO3HMKHOBEHUA NePBbIX 4OKYMEHTOB MOXXHO CYUTATb 3MOXY:

1. 5500-3300 r. go Hawel 3pbl;
2. 20 TbIC. neT Ha3ag,
3. 988r. (KpeLieHue Pycu 1 nosaBaeHUe cnaBAHCKON MMCbMEHHOCTU);
4. cpepHeBEKOBbE.
6. Monb OTne —370:

aBTOp NepBoro yuyebHMKa No LOKYMEHTOBEAEHMIO;
O4MH 13 OCHOBaTe/1el HayK AOKyYMeHToBegeHMe U MHPOPMATUKS;
YYeHbII, KOTOPbI/ BBEN B 0OMX0A TEPMUH « JOKYMEHTOBEAEHMEY;
4. y4yeHbll, KOTOPbIV BBEN B 06UX04 TEPMUH «AOKYMEHT».
7. TeHpeHUuMA ynoTpebnATb TEPMUHDI «AenoBas bymara», «aKT», «4eio» B PYCCKOM A3blKe BMEeCTO

wnN e

C/10BaA K AOKYMEHT» COXpPaHANaACb:

0o 1720r.;
0o XIX BeKa;
[0 20-x rr. XX B.;
4. po 30-xrr. XX B.
8. TunuuHblie PyHKUUM MeHe[KMEHTA OTPaXKeHbl B NOHATUM:

wnN e

yrpaB/ieHYecKasa cucTeMa JOKYMEHTaLUs;
OpraHn3aLMOHHO-NPaBOBan AOKYMEHTaLUSA;
$MHaHCOBaA AOKYMEHTALMSA;
4. yHUOMUMPOBAHHAA AOKYMEHTaLMA.
9. CoBpemeHHas YHUPULUPOBAHHAA CUCTEMA AOKYMEHTALMUMN YUTEHA M CUCTEMATU3UPOBAHa B...

wnN e

ORvY[;
cTaHgapTax ISO;
noctaHosneHunax UMK n CHK;
4. «leHepanbHoMm pernameHTte» 1720r.
10. Kto unu uto 3actaBun CO BpeMeHeM OTKasaTbCcA  OT TePpMUHA «Aenosas bymara»,

wn e

OPUEHTMPOBAHHOIO Ha MaTePUa/IbHbI HOCUTE/b, U NEPEUTU K TEPMUHY K AOKYMEHT»?

OKTAbpbCcKas pesontoums 1917 r.;
TexHU4ecKni nporpecc;
Monb Otne;
4. TMMoctaHosneHue LUK n CHK.
11. HaiiguTe npaBunbHoe npoaonxkeHue ¢ppasbl «B npoyecce ceoe20 PyHKYUOHUPOBAHUSA 8

wne

obuwjecmee 0oKymeHM MoXcem rnpPoxoodumb HECKOIbKO Cpeod — 0nepamueHyIo, pempocrneKmueHyio

u...

npoduNaKTUYECKYIO;
NPOTrHOCTUYECKYHO;

wnN e

COr/1aCoOBaHUA U YTBEPKAEHMA;
4. apxMBHOroO XpaHeHus.
12. C Takummn HayKamu, KaK apxuBoBeaeHue, KHUrosegeHme, 6ubnmoreKkoseaeHue,

6ubnuorpadosegerHue, Teopma HGOPMaL MK, AOKYMEHTAIMCTUKA, AOKYMEHTOBEAEHUEe uUmeeT
o6wmii/-yo/-ne:

1. uenb
2. 0b6bekT;



3. npepgmer;
4. 3apauum.
13. CoBOKYNHOCTb NPUEMOB U onepauuii NO3HAHUA U NPaKTUUECKO AeATeNIbHOCTU UK cnocob

AOCTUXKEHUA onpeaesieHHbIX pe3ysbTaToB B NO3HAHMUU U NPaAaKTUKe Ha3biBaeTcA...

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

wnN e

KOHTEHT-aHaNus;
METO/, SKCMEPTHbIX OLEHOK;
meTo GOpMyNAPHOro aHann3a;
4. NWHrBUCTMYECKAnA aKcnepTUsa.
15. K uncny obuweHayyHbix metogos HE OTHOCUTCA:

wnN e

CUCTEMHDIN;
MOLENNPOBaHNUSA;
HabnogeHus;
4. KOHTeHT-aHanus.
16. BaxkHeililwnm obLweHay4yHbIM MeTO40M A1 AOKYMEHTOBEAEHUA ABNAETCA...

wnN e

Knaccuduraums;
MeTOoA, UICTOYHUKOBEAYECKOTO UCCAe0BaHUA
aHanu3sa rpadpuyecknx aHHbIX LOKYMEHTA,
4. KOHTeHT-aHanus.
17. NocnepgHune aecATUNETUA AOKYMEHTOBEAEHUE CTPEMUTCA K TOMY, UTO6bI CTaTb

wnN e

MeXAUCUMNAMHAPHOW, cobupaTeibHOM HAaYKOM M CO34aTb TEOPUIO O AOKYMEHTE U OKYMEHTHOMN
KOMMYHUKALMKN ANA peLleHUsa NPaKTUYECKUX 3a4a4 B KOHKPETHO chepe A 0KYMEHTHOM
pearenbHoctu. Kakoe HasBaHue npegnaraerca yueHbiMU gns 3Toin o6o6Latoweit Hayku?

1. poKymeHTONOrUSA;
2. doHaoBeneHue;
3. WCTOYHUKOBeEAEHWE;
4. naneorpadus.
18. lokymeHTOBeaeHue, No mHeHuio H.C. JlTapbKoBa, A0MXKHO U3yuaTh ...

BCHO COBOKYMHOCTb AOKYMEHTOB, BO3HUKaOLWNX B AeATe/IbHOCTU Pa3BUTOIO O6I.Ll,eCTBa,'
TOJIbKO ynpaB/eHYECKYHO 1 NPaBOBYHO AOKYMEHTAUMUIO;
TOJIbKO TEXHUYECKYHO AOKYMEHTALMUIO;
4. Bcro AOKYMEHTAaUMIO, BOSHUKAKOLWWYH B OpraHM3aumnax.
19. OTHOCcATCcA n HOPpMaTUBHO-MmeToAUYECKMNE aKTbl K UICTOYHUKaAM, U3y4yaembim B

wNE

BOKymeHTOBeaeHUn?
1. [Aa.
2. Her.
3. [a, HO TONbKO NocC/ie NPEeKpaLLEHNA UX AENCTBUS.
4. [la, HO TO/NIbKO AENCTBYOWME B HACTOALLMIN MOMEHT.

20. Pacnonoxxurte B XpOHONOrMYECKOM NopAAKe cneayloume HOpMaTUBHO-NPaBOBbIE AKTbI:

1. TeHepanbHbIN PErNAMEHT;
2. TocypapcTBeHHas cucTema AOKYMEHTALMOHHOIo obecneyeHuns ynpasaeHus;



3. [ekpet CoBHapkoma «O nopsagke yTBep:KAeHMA 1 onybIMKOBaHMA 3aKOHOBY;
4. Obuee yuperageHne MUHUCTEPCTB.
21. Mo Ha3BaHMIO onpepenuTe, K KAKOMY YPOBHIO HOPMATUBHO meToauvecKoii 6asbl JOY MOXKHO

6b1710 6b1 OTHecTU Mpuka3 MuHucmepcmea Kynbmypbel U Maccosbix KommyHukayuli Pocculickolii
®Pedepayuu om 8 HoaAbps 2005 2. Ne 536 (2. Mockea) «O munoeoli UHcmpyKyuu no
denonpoussodcmeay e hedepasnbHbiX Op2aHAX UcnoaHUmMenbHoli enacmu»

1.

4.

MpaBoBble aKTbl, U34aBaemble BbiCLUMMU heaepanbHbIMM OpraHaMM 3aKOHO4aTeIbHOM BNacTy U
ynpaB/eHus.

MpaBoBble aKTbl, U34aBaemble BbiCLMMKN defepanbHbIMU OpraHaMu UCMOIHUTENbHOW BNACTH.
MpaBoBble aKTbl, N34aBaeMble OpraHaMu 3aKOHOAATE/IbHOM U UCMONHUTENBHOMN BNACTH
cybbekToB PO 1 TeppuTOopUanbHbix 06pasoBaHUii.

MpaBoBble aKTbl HOPMATMBHOIO M MHCTPYKTMBHOIO Xapaktepa no A0Y, nsgasaembie
PYKOBOACTBOM KOHKPETHbIX NPeANPUATUIA U OPraHn3aLLmi.

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

1.
2.
3.
4,
23. Npogonxkute ¢ppasy «/lo ceoemy cmamycy UCTOYHUKU, COAEPIKALLME HOPMbI U NpaBuaa paboTbl ¢

B poccminckmx FOCTax;
B cTaHgapTax ISO;
B defepasibHbIX 3aKOHax PD;
B TUNOBbIX MHCTPYKLMAX NO AeN0NPOU3BOACTBY.

AOKYMEHTaMU, AeNnaTtca Ha ABe rpynnbl...»

1.

3.
4,

WCTOYHMKM, 3aKOHOZATENBHO PErNaMEHTMPOBABLUME KOFAa-TO WM PerfiameHTUpytoLLme no
HacToAlee Bpema paboTy C JOKYMEHTaMu;

aKTya/IbHble UCTOYHMKMW, OTPaXKaloLwme COBPEMEHHbIN ONbIT, TPaAMLMU AeN0NPON3BOACTBA U
HenocpeAcTBEHHO BAMAIOLLME Ha NPAKTUKY paboTbl C 4OKYMEHTaMM;

yCTapeBLUMEe UCTOYHWUKU, UMEIOLLME TOIbKO HayUYHYH0, UCTOPUKO-KY/IbTYPHYIO LLEHHOCTb;
WCTOYHMKW, COAEepPKaLLME CTUXUITHO CNOXKMUBLLIMECA HOPMbI U NPaBKAa, OTPaXKaloLwme Tpagmumm
M NPaKTMYECKUIA OMbIT 4e/10NPON3BOACTBA.

24. Npopgonxkute ¢ppasy «f1o cmeneHu 8/UAHUA HA COBPEMEHHYIO NPAKTUKY UCTOYHUKM, coaepKalime

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

1. WCTOYHMKM, 3aKOHOZATENLHO PEFNaMEHTMPOBABLUME KOF4a-TO UM PeriameHTUpYyLoLLMe no
HacTosllee Bpema paboTy C JOKYMEHTaMu;

2. aKTya/ibHble UCTOYHMKM, OTPaXKatowmne COBPEMEHHbIN ONbIT, TPAAMLMN Ae10NPOU3BOACTBA;

yCTapeBLUME UCTOYHUKMN, UMEOLLME TONIbKO HayUYHYIO, UCTOPUKO-KYNbTYPHYHO LLEHHOCTb;

4. WCTOYHMKM, coAepXKaLne CTUXMIMHO CNOXKMBLLMECA HOPMbI U NpaBuKAa, OTpaxKalowme
TPaAULMN U NPAKTUYECKUIA ONbIT A4e10NPOonU3BOACTBA.

w

25. K KaKoW Kateropuun/am MCTOYHMKOB OTHOCATCA MUCbMOBHUKU U GOPMYNAPHUKN?

w

MCTOYHWKM, 3aKOHOZATENbHO PEFNaMEHTMPOBABLUME KOTAA-TO UM PerfameHTUpytoLLme no
HacTosLee BpemMs paboTy ¢ JOKYMeHTaMu;

aKTya/IbHble UCTOYHMKM, OTParkatoLwme COBPeMEHHbIN OMbIT, TPAAMLMKN Le/10MNPON3BOACTBA;
yCTapeBLUME UCTOYHUKMN, UMEIOLLME TOSIbKO HAYYHYIO, UCTOPUKO-KYIbTYPHYHO LLEHHOCTb;
WCTOUYHWKM, COAEPHKALLNE CTUXMITHO COKUBLLMECH HOPMBbI U NPaBua, OTpaKkatoLwme Tpaauumm
M NPaKTUYECKUI OMbIT 4eN10NPOM3BOACTBA.

26. PopmynsapHbie U3BOAbI NO3BO/INAU CO3A4ATh...

PwnNnpeE

rocyapcTBeHHble CTaHAAPThI,
TUNOBbIE UHCTPYKLMM,
NMUCbMOBHWMKM,
dopMyNAPHUKMK.

27. FTocypapcTBeHHble CTaHAapTbl No paboTe ¢ 4OKYMEeHTaMM NOABU/IUCD...



wnNe

4.

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

28. K KaKoW KaTeropun/am UCTOUHUKOB OTHOCUTCA KypHan «CnpaBoYHUK CeKpeTapsa K

opuc-meHemKepa»?

3.
4.,

UCTOYHUKWN, 3aKOHOAATEe/IbHO pernameHTUupoBasLlne Koraa-to Uan pernameHTupyrouime no
HacToslee Bpema paboTy ¢ AOKYMeHTamu;

aKTyanbHble UCTOYHMKK, OTPArKAIOLLME COBPEMEHHbIN ONbIT, TPAAULUKN 4e/10NPON3BOACTBA;
YCTapeBLUME UCTOYHUKM, UMEIOLLME TOSIbKO HayUYHYH0, UCTOPUKO-KY/IbTYPHYHO LEHHOCTb;
WUCTOYHUKM, cogepKalime CTUXMIAHO CNOXMUBLUMECA HOPMbI U MPaBu/a, OTParKaloLlme Tpaamumnm
N NPaKTUYECKUM OMbIT AeN0NPOM3BOACTBA.

29. ECn HOPMaTUBHDI AO0KYMEHT Ha3blBaeTCA «TUMOBAA UHCTPYKLUAY, KTUNOBOM pernameHT» unm

«TUNOBaA HOMEHKNATYpa AeN», K KaKOMY YPOBHIO HOPMaTUBHO-MeToauuYecKon 6asbl cneayert ero

OTHecTu?
1. npaBoOBble aKTbl, U3aBaeMble BbICLUMMW FOCYAapPCTBEHHbIMW OpraHamu deaepanbHoOi
3aKOHOAATe/IbHOW BNACTU U BbICLIMMUK OpraHamm ynpasaeHus;
2. npaBoOBble aKTbl, U34aBaemble peaepanbHbIMM OpraHaMmn UCMONHUTENbHOM BNaCTy;
3. npaBoOBble aKTbl, U34aBaeMble OpraHaMmn 3aKOHOAATeIbHOMN N UCMONHUTENbHOM BNaCTU
cybbekToB PP 1 ux TepputopmranbHbix 06pa3oBaHnig;
4. npaBoOBble aKTbl, U34aBaemMble PYKOBOACTBOM NPeAnpUATUIA U opraHuU3aLuii.

30. YKaxuTe ypoBeHb/1 HOPMaTUBHO-METOAMUECKOM 6a3bl, KOTOPbI/ble MOXKHO pasaenuTb Ha ase

nogrpynnbi — ((06LIJ,VIE npasoBbleé N HOPpMaTUBHbIE aKTbI» U «CneuuasibHbie (y3KOBEAOMCTBEHHbIE)

npaBsoBbie aKTbI».

1. npaBoBble aKTbl, U34aBaeMble BbICLUIMMM FOCYAAPCTBEHHLIMW OpraHamun deaepanbHoi
3aKOHOAaTe/IbHOWM BAACTU M BbICLUMMM OpraHamm yrnpaBaeHus;
2. npaBoOBble aKTbl, U3gaBaemble deaepanbHbIMU OpraHaMM UCNONHUTENbHOW BAACTY;
3. npaBoOBble aKTbl, U34aBaeMble OpraHaMm 3aKOHOAATE/IbHOM U UCMOAHUTENBHOMN BNACTH
cy6bekToB PP 1 Mx TeppUTOpManbHbIX 06Pa30BaHNA;
4. npaBOBble aKTbl, N34aBaeMble PYKOBOACTBOM NPEeANPUATUIA U OpPraHN3aLM.
31. YKaxuTte, Kakue HoOpmaTuBbl ABNAIOTCA 0653aTeNbHbIMU ANA UCNOJIHEHUA PaBOTHUKamMK
opraHusauum.
1. [pumepHasa MHCTPYKLMA NO 4eN0NPOnU3BOACTBY.
2. WHCTpyKUMA No AeNonponsBoACTBY OpraHM3aumm.
3. TocyfaapCTBEHHbIM CTaHAAPT.

4.

depepanbHbIi 3aKOH.

32. YKaxuTe, B KaKoWu u3 npeacTtaB/IeHHbIX rpynn HOPMAaTUBHO-NPABOBbIX 40KYMEHTOB, Ha3BaHbl aKTbl

OAHOrOo YPOBHSA.

1.

NOCTAHOB/IEHMA NPaBUTE/NbCTBA CYObEKTOB PO, TMNOBOE NONOKEHWE, MHCTPYKL MK (NpaBuaa) no
AeNonpousBoAcTBy opraHusaumu, Tabenn yHudUUMpoBaHHbIX GopM, anbbombl 61aHKOB,
NONIOMKEHNA 0 AEN0NPOU3BOACTBE, O PpaboTe C NePCOHaNbHbIMMN AaHHbIMK;

KodeKcbl, peaepanbHble KOHCTUTYLMOHHbIE 3aKOHbI, deaepanbHble 3aKOHbl, MOCTaHOBAEHMSA
NpaBUTENbCTBA, YKa3bl Mpe3ngeHTa PO;

KodeKcbl, peaepanbHble KOHCTUTYLMOHHbIE 3aKOHbI, deaepanbHble 3aKOHbl, MOCTaHOBAEHMSA
NpaBuTENbCTBA, YKasbl [lpesngeHta P®, noctaHoBAeHWMA nNpaBuTenbCcTBa cybbektoB PO,
NOCTaHOBNEHWA INaB agMUHUCTPALMIA;

NoCTaHOBNEHMA NpaBuTenbcTBa cybbekToB PP, Kogekcbl, degepanbHble KOHCTUTYLMOHHbIE
3aKOHbl, deaepanbHble 3aKOHbI, NOCTAaHOB/EHWA NpPaBUTENbCTBA, YKasbl [pe3naeHta PO,



MHCTPYKLMA MO Ae/0NpoM3BOACTBY OpraHMsaumm, Tabenb yHuduuUMpoBaHHbIX Gopm, anbbom
61aHKOB.
33. FOCTbl, pernameHTupytowme A0Y, HocAaTt B PD...

1. obA3aTenbHbIN XapaKTep;

2. peKkomMeHaaTeNbHbIN XapaKTep

3. obecneunBatownii xapakTep;

4, MHPOPMaLMOHHO-CNPABOYHbIN XapaKTep.

PA3AEN 2. MOHATNA "MIHOOPMALMA" N "OOKYMEHT"

Tema 1. NMoHATHE «MHbOPMALMAY» U €€ PO/b B COLMANbHbIX U SKOHOMUYECKUX
npoueccax. Cneumduyeckme 4epTbl AOKYMEHTUPOBAHHOM MHDOPMALUM

Tema 2. MNoHAaTne "pokymeHT". MPU3HaKM M CBONCTBA AOKYMEHTA

Tema 3. OCHOBHble CBOMCTBA A4OKYMEHTOB

TecT K pasgeny 2

MpaKkTnyeckoe 3agaHme No2

MpaKTuyeckoe 3agaHue 2

1.0npeaenuTte cneumanbHbie GYHKUMN CeAYIOWUX JOKYMEHTOB:

— Kyn4yana Kabana HMKkutbl Ko3nosa Ha xosnona MeaHa MaBnoBa 23 mas
1494 r.;



— panopT reHepan-npokypopa CeHata U.HO. Tpybeukoro umnepatpuue
Ennsasete MeTpoBHe o0 npuesae B Metepbypr n3 Apocnasns TeaTpasbHOM TPynnbl
¢.r. Bonkosa 3 ¢pespana 1752 r.;

— aekpet CHK "O npaBunax nognucaHmns geHeXKHbix bymar, AOKYMEHTOB,
opAepoB, OTHOLWEHMN, CNPaBOK U T. N." oT 12 aekabpa 1921 r,;

- noctaHoBneHne BUMK n CHK PCOCP "O nopaake Nonb3oBaHWUA NeyaTaAMM
c rocyaapcTBeHHbim repbom PCOCP" ot 15 gekabpa 1936 r.;

—noctaHoBneHuna LUK KMCC n Coseta mmnHmnctepcts CCCP "O mepax no
COBEPLUEHCTBOBAHMIO U yAELIEBAEHMIO annapaTta ynpasaenma" ot 13 oKTabpa
1969 r.;

— YKa3s Mpe3unaeHta PP "O BHeceHUU U3MeHEHU N AOMNONHEHUN B
MonoxeHne o NopsaAKe PacCCMOTPEHMA BOMPOCOB rpaxaaHcTea PO" ot 27
neKkabps 1993 r.;

—YKa3s Mpe3unaeHTa PP "O cTpykType deaepanbHbiX OpraHoOB
ncnonHuTenbHom Bnactn" ot 11 aHBapa 1994 r.;

— depepanbHbi 3aKoH "O6 MHPOpPMaUUK, MHPOPMALMOHHDBIX TEXHONOTUAX
n 3awmte nHpopmaummn" 2006 r. Ne 149 —P3;

— FOMmopucTrnyecknin }kypHan «Kpokoann»;

— JK3amMeHaUuMOoHHaA BeOMOCTb.

MemoduuecKkue pekomeHoayuu

Mpu onpeaeneHnn GyHKUMN nonb3oBaTbca Tabanuen Ne 5 (CneumanbHble
bYHKUMN) B TeOpeTMUYECKOM pa3aene 3.

Mpyn yKazaHuUm GyHKUMN NpUOEPKNBATLCA CAeayoLeN
nocneno0BaTeNbHOCTHU:

a) BbIABUTb MCXOAHYIO PYHKLUMIO AOKYMEHTA, TO €CTb ONPeaenTb Lesb
bMKCMpoBaHMA MHPOPMALIMM HA MOMEHT €ro COCTaB/NEHMS;

6) OTMETUTb, Kakne CI)yHKLI,MM AOKYMEHT MOXET BbINO/IHATb ceroaHA.



2. MpuBecTn No 2 NpMmepa peanbHO U3AAHHbIX 4OKYMEHTOB, 061aaatowmx
cneayrowmMmMmmn cneumanbHbiMmn GyHKLNAMM:

- ynpaBaeH4YeCcKon,
- NPaBOBOWN,
- NO3HaBaTeNbHOW,
- 06LLEeKyNbTypHOR,
- yyeTa,
- pa3BaeKaTeNbHON.
MemoouyecKue peKkomeHoayuu 2

MpuMepbl 4OKYMEHTOB, BbINOIHAOWMX YKa3aHHble Bbile QYHKLUMMY,
[O/IKHbI CONPOBOXAATbCA  YKa3aHMeM BUAA AOKYMEHTA, 3aro/ioBKa U AaTbl ero
n3gaHuns. MoXKHO NPMBECTU NPUMEPbI OKYMEHTOB Pa3/IMYHbIX UCTOPUYECKUX
3MOX.

3. Caenatb TEKCTOBOE ONUcaHWe o4Horo ntoboro yepterka (cxembl /
rpaduka / amarpammbl (TEXHUYECKOTO AOKYyMeHTa). CpaBHUTb CKOPOCTb
BOCNPUATMA MHPOPMALMN B TEKCTOBbIX M TEXHUUYECKUX AOKYMEHTAX.

MemoouyecKue pekomeHoayuu 3

Mogobpatb M NPUAOKUTL B KaYeCcTBe MANKOCTPaLumM obpasey, ntoboro
HebOoNbLOro TEXHNYECKOro AOKYMEHTA, NpeAcTaBaAoLWwero coboi yeptex nam
CXEeMY Pacno/ioXKeHMa Yacten, 06 bEKTOB U T.M., rPadmK, Anarpammy 1 nNpou.,
Hanpumep, YepTerK HebONbLIOTO N HECNOXKHOIO YCTPOMCTBA, CXEMY Npoe3aa Uu
NOXAPHOI 3BaKyauUuMN.

MonpobyiiTe cocTaBUTb TEKCT, Nepeaatowmii MHGopMaLMo TEXHUYECKOTO
NOKYMEHTa TEKCTOBbIM CNOCO6OM.

CpaBHUTE Bpems, 3aTpayeHHOe Ha BocnpousseaeHne nHopmaumm B
KaXk[0M Cny4ae.



MonpobyinTte 06BACHUTL NPENUMYLLECTBA TEXHUYECKOWN AOKYMEHTALMN MO
CPaBHEHMWIO C TEKCTOBLIM OMUCAHUEM.

4. Npueeaunte Nnpumep NUKTOrpaMmmsl. K Kakomy cnocoby
AOKYMEHTUPOBAHMA OTHOCUTCA NUKTOrpadua?

MemoduuecKue pekomeHoayuu 4

Cnocob AOKYMEHTUPOBAHMA onpeaenATb No KnaccudpuKkaunm
H.C. NapbkoBa (cm. XpectomaTtus K pasaeny 3.)

TecT K pasgeny2
MpomeKyTouHbIN TecT 2. OCHOBbI AOKYMEHTOBELEHUA

BHumaHue! [lpasusnbHbIX OMBemMo8 Moxem 6b6IMb HECKO/bKO.

1.CnoBo «uHpopmauua» (informatio) 6yKBanbHO ¢ NaTbiHU NEPEBOAUTCA KaK:
‘ 7.

1) ‘3HaHMe, NOHUMaHME’;

2) ‘pa3bAcCHEHUNE, U3NOXKEHNE, OCBEAOM/IEHHOCTL';
‘ 7.

3) ‘aaHHble, cBeaeHUA, coobueHns’;

4) ‘NOKYMEHT, 3aMuncCb, l0Ka3aTeNbCTBO .

2. B oTeyecTBEHHOM 3aKOHOAATENbCTBE CEroAHA NPUHATO cneayioulee
onpeaeneHue NOHATUA «KMHPopmaLUA»:

1) 3HaHMA 0 Npupoae n obuLecTse;

2) HenpepbIBHOE U3MeHeHWe (ABUXKEHME) N B3aUMOAENCTBUE MATEPUA/IbHbIX
0b6BbEKTOB;

3) o603HayeHne cogepKaHua, Noy4eHHOe HaMKU U3 BHELLHEro MMpa B npouecce
npucnocabnmBaHUA K HEMY Hac U HalWWX YyBCTB;

4) cBegeHua (coobuieHns, AaHHble) He3aBMCMMO OT POPMbI UX NPeACTaBEHUS.


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

3. Kakum cnocobom yenosek nonyyaetr uHpopmauuio nssHe?

1) BOCNPUHMUMAET OpraHamm 4yBCTB (C MOMOLLbIO NEPBOMN CUTHA/IbHOM CUCTEMDI);
2) BOCNPUHMMAET peyeBble CUrHabI (C MOMOLLbIO BTOPOM CUTHANbHOM CUCTEMDI);
3) tHpopMaumA XpPaHMTCA B MO3re YeN0BEKA, M OH ee MPOCTO BCMOMUHAET;

4) c NOMOLLBIO yYnTENEN N pOAUTENEN.

4. YKaXkute BepHoe npogonkeHue ¢pasbl: «MHpopmayua —amo ...»

1) matepus;

2) sHeprus;

3) maTepua N 3Heprma oA4HOBPEMEHHO;

4) He maTepusa 1 He aHepruA, a 3aPpUKCUPOBaHHbIE Baaroaapa matepuu
M3MEHEHMA COCTOAHMA MATEPUM U SHEPTUMN.

5. MaTtepuanbHocTb MHPOPMALMU NPOABAAECTCA B TOM, UTO...
1) "HbopmaLma n ecTb maTepus;
2) uHpopmauma — 3To SHEpPrus, a SHepPrnus matepuasnbHa.

3) nHbopMmauusa GUKCUpyeTcs opraHamm YyBCTB UM APYTMMK cnocobamu
perucTpaummn matepum, a cneoBaTeslbHO, CBA3aHa C Hel;

4) nudopmauma — 3To 3aPUKCUPOBAHHbIE U3MEHEHWUSA COCTOAHUA MaTepUn n
3Hepruu, a OHM MaTepuanbHbl.

6. KaKk Ha3biBaeTcs cBOMCTBO MHPOpMaLUU, NPOABAAIOLLEECA B TOM, YTO OHA
(vnpopmauma) nepepaerca n obpabartbiBaeTca YeNOBEKOM NOPLUOHHO,
OTAEeNbHbIMU cOObLWEeHnAMIN?

1) MHBAPWAHTHOCTb;

2) ANCKPETHOCTb;

3) CTPYKTYPMPOBAHHOCT;
4) 4aCTUYHOCTb.

7. CemaHTUYECKUM (CMbICNOBOI) XapaKTep MHPOpPMaL MU NPOABAAECTCA B TOM,
yTo...



1) nHbopmauma nepenaeTca B BUAE OTAENbHbIX COOOLLEHNI;

2) nocnepoBaTenbHO KoagmpyeTcs;

3) Bceraa nmeeT KaKkoe-TO Ha3HavyeHune, Lenb, 3a4a4y;

4) ncnonb3yeTca oTAeNbHbIM YEe0OBEKOM MU COLUYMOM.

8. MoxkeT n poKymeHT cogep:KaTb HEcoumnanbHyo nHpopmauymio?
1) oa, TaK bbiBaeT Bceraa;

2) Aa, B HEKOTOPbIX C/1y4YasXx, HaNnpuUmep, Koraa AOKYMEHT NepeHasHayeH ana
NPOYTEHUA HE YENIOBEKOM, @ MaLLNHOWM;

3) HeT, TONbKO B CAy4Yasx, Koraa MHGopmaums He npeHa3HaYeHa Ans LWNPOKOro
MCNO/Ib30BaAHUA U TUPAKUPOBAHUSA;

4) HeT, Toraa 3To He AOKYMEHT.

9. fiBNAeTCA N KNEeTKa XKUBOro OpraHn3ma A0KYMEHTUPOBAHHOM
nHpopmauyuen?

1) Aa, Tak KaKk oHa coaep*nt nHoopmaumto (AHK) 3aHeceHHyo0 Ha maTepuanbHbIn
HOCUTENb;

2) na, BCe B MUPE COAEPHKMUT UMHPOPMALIUIO;
3) HeT, TaK KakK 3Ta MHPOPMaLMA He COLMANbHA;
4) HeT, TaK KaK K/NeTKa He maTepus.

10. YKa)ute BepHoe nepevymncieHme CBOUCTB AOKYMEHTUPOBAHHOMN
nHpopmauumn.

1) MMeeT CeEMaHTUYECKMI XapaKTep, KOANPYETCA CUCTEMOI CUMBOJIOB M 3HAKOB,
CTPYKTYpPMpPOBaHa 1 NepeaaeTca AUCKPETHO, CBAA3aHA C MaTepUaNbHbIM
HOCUTE/IeM, HOCUT COLMANbHbIN XapaKTep;

2) XpaHUTCA B MO3Te Ye/I0BEKa, KOAMPYETCA CUCTEMOM CUMBOJIOB U 3HAKOB, ei
NPUCYLLN MHBAPWNAHTHOCTb, YaCTUYHOCTb;

3) CTPYKTYpUpOBaHa M nepeaaeTcs ANCKPETHO, NpeacTaBaseT cobon matepuio
AW SHEPTUIO, UMEET CEMAHTUYECKUI XapaKTep;



4) nMmeeT coLManbHbIN U CEMAaHTUYECKUIA XapaKTep, 06/1aaeT MHBAPMAHTHOCTLIO,
KOAMPYEeTCcA CUCTEMOM CUMBOJIOB M 3HAKOB.

11. Npopgonkute ¢ppasy: «TepMUHDbI KOOKyMEeHMUpPOB8aHHAA NHPOPMaLUA» U
«O0KymMeHMHasa nHpopmauuma» ...»

1) HMYem Apyr OT Apyra He OT/IMYAKDTCA U ABAAIOTCA NOJIHBIMU CUHOHUMaMM.
2) copeprkaT NPOTMBOMNO/OMKHbIE NOHATUS;

3) pa3nnyHbl N0 NOHATUMHOMY 06bEMY, TaK KaK He BCAKAA « 4OKYMEHTUPOBAHHAnA
MHPOPMALUNA» ABNAETCA KAOKYMEHTHOMY.

4) NOHATUE «AOKYMEHTUPOBAHHAA MHDOPMALMAY» LWMPE NOHATUA KAOKYMEHTHas
MHOPMaLMA», TaK KaK YKa3blBaeT HE TOJIbKO Ha Ha/InuMe UaeanbHoM
(MHdOpMaLMOHHOI) COCTaBAAIOWEN, HO M Ha HAIMYME MAaTepPMalbHOrO HOCUTENA.

12. YKaxKute CBOMCTBO A0OKYMEHTUPOBAHHOU MHOPMaALUK, KOTOpoe
HE AB/IAETCA o6a3aTenbHbIM.

1) onepaTMBHOCTD;
2) 04HO3HAYHOCTb TONIKOBAHMUSA;
3) pocTOBEPHOCTb;
4) opMUMaNbHOCTD.

13. MOXHO N1 CYMTATb AOKYMEHTOM YeN0BEeKa, CAeNaBLUIEero TaTyMpoBKY Ha
Tene?

1) HeT, TaK KaK OH He ABNAETCA MaTepunanbHbIM HOCUTENEM;
2) HeT, TaK KaK OH He COAepXKUT MHPopMaLmK;

3) HeT, TaK KaK YeNI0BEK He NpeAHa3HauYeH a5 XxpaHeHua, obLwecTBEHHOro
MCNO/Nb30BaHUA M Nepeaayun Bo BpeMeHM U NPOCTPaHCTBE;

4) pa, TaK KaK 3To MaTepuasibHbIi 06BEKT, C 3aHECEeHHOM Ha Hero (cnocobom
NPUAYMaHHbIM Ye/I0OBEKOM) couManbHON MHGopmMaLumen.

14. HaszosuTte guddpepeHumranbHble NPU3IHAKU SOKYMEHTA?
1) HanMune MHPOPMaLMOHHOM U MaTepPUaNbHOM COCTABASIOWMX;

2) CTPYKTYPHOCTb AOKYMEHTA;



3) NOANMHHOCTb;
4) GYHKUMOHANbHOCTb AOKYMEHTA.

15. Haiigute BepHoe npoaomkeHue ¢ppasbl: «OPpUrMHANbHOCTb AOKYMEHTA
ABNAETCA ...»

1) cywectBeHHbIM (aMddepeHUnanbHbIM) NPU3HAKOM, TaK KaK XapaKTepHa ans
BCEX BMA0B N TUMOB AOKYMEHTOB;

2) cywectBeHHbIM (aMddepeHLmanbHbIM) CBOMCTBOM, TaK Kak Heobxoanma
4eNI0BEKY B €r0 NPAKTUYECKON }KU3HY;

3) HecyLecTBEHHbIM NPU3HAKOM AOKYMEHTA, TaK KaK YesioBeK B
NenCcTBUTENIbHOCTU MMEET A1e/10 HE TOJ/IbKO C OPUTMHANAaMM AOKYMEHTOB, HO U C UX
KOMUAMMU;

4) HeCyLl,eCTBEHHbIM, TaK KaK BCTPe4YaeTCA HE Y BCeEX AOKYMEHTOB.

16. KaK Ha3biBaeTcA AOKYMEHT, BepBble CO34aHHbIN OAHUM Ye/1I0BEKOM WU
HECKO/IbKUMM imuamm?

1) opuruHan;
2) NOANVHHUK;
3) aybnukar;
4) Konwus.

17. CnocO6HOCTb AOKYMEHTOB K TUPAXKUPOBAHUIO, BOCMTPOU3BELEHUIO
coAeprKaHUA U MaTepPUaNbHOro HOCUTENA Ha3blBaeTcA ...

1) ayTEHTUYHOCTD;

2) TOXKOECTBEHHOCTb;
3) KONMNHOCTB;

4) panbcmdpumkayms.

18. Cpeau nepeyncneHHbIX TMNOB AOKYMEHTOB Ha30BUTE Te, KOTOpble He
CYMTAIOTCA KONUAMM.

1) ay6nmKaThbl;

2) YMHO€EHHbIE OPUTMHanNbI;



3) oTnycku;

4) BbINUCKMN.

19. KT0o, MmeeT NnpaBo NpuaaBaTb HOPUANYECKYIO CUTY KONUAM?
1) HoTapuyc;

2) opraHu13aums, BblAaBLUas AOKYMEHT;

3) HaYaNnbHWK OTAENA KaapoB 060K opraHU3aumu;

4) 3aBeayroWMn KaHUenspuen ntoboro rocyaapcTBEHHOro opraHa.

20. Kak Ha3blBaeTcA OpUrnHaza, pacCMaTpuBaemMblii C TOYKU 3peHUs OTCYTCTBUA B
HeM HeCaHKLVUOHMPOBAHHbIX USMEHEHUIN?

1) konus;

2) oy6nunkKart;

3) danbcuPULUNPOBAHHBIN AOKYMEHT;
4) NOANNHHMUK.

21. K Kakomy Buay ¢panbcudpumKaumm 4OKyMeHTOB byaeT oTHeceHa
MHTepnonauua?

1) umdpposas danbcuduKkauus;

2) aHanoroBas danbcudpuKkaums;

3) noAYnCTKa;

4) BCTaBKa.

22. Kakou AOKyMeHT cuutaerca opuymanbHbim?

1) AOKYMEHT, U3rOTOB/IEHHbIN C cObBNtOAEHNEM YCTaHOBNAEHHOMW POPMbI MK
YaCTUYHO U3MEHEHHDbIN;

2) IOKYMEHT, N3roTOBNIEHHbI CaHKLUMOHUPOBAHHbIM CNOCOH6OM B COOTBETCTBUM C
3aKOHOAaTeNbHO onpeaeneHHOM TEXHO/IOTMEN ero U3rOoTOBAEHUA U UMEIOLLUIA
NPU3HaKW NOAJIMHHOCTH;

3) LOKYMEHT, CO34aHHbIN IOPUANYECKUM AN GUBNYECKUM TNLOM, 0DOPMIEHHbIN
N yO0CTOBEPEHHbIV B YCTAHOB/IEHHOM NOPSAAKE;



4) BOKYMEHT, coaepKaHMe KOTOPOro MOXHO CYMTaTb MOIHbIM U TOYHbIM
npeacTaBAeHNEM NOATBEPKAAEMbIX ONepaLni, AesTeNbHOCTU UK GAKTOB U
KOTOPOMY MOYHO A0BepATb B NOCAeAYOLWMX Onepaumsx Uam B nocsieayouen
NEeATEeNbHOCTH.

23. AYTEeHTUYHbIN AOKYMEHT — 3TO ...

1) AOKYMEHT, U3rOTOB/IEHHDbIN C COBNtOAEHNEM YCTaHOBNAEHHOMW POPMbI MK
YaCTUYHO U3MEHEHHbIN;

2) LOKYMEHT, KOTOPbIM MOXHO /IOKa/IN30BaTb, HANTW, BOCNPOU3BECTU U
MHTEPNPETUPOBaTb;

3) TaKOW AOKYMEHT, Y KOTOPOro MOXHO [10Ka3aTb, YTO OH: AIBASIETCA TEM, YEM
npeTeHAyeT 6biTb; 6bl1 CO3AaH MW OTNPAB/IEH NULIOM, AENCTBUTE/IbHO
CO34aBLUMM UM OTNPABUBLLIMM €rO; @ TaK»Ke Obl/1 CO34aH AN OTNPaBAEH B TO
Bpems, KoTopoe 0603HaYeHo.

4) BOKYMEHT, coaepKaHMe KOTOPOro MOXHO CYMTaTb MOJIHbIM U TOYHbIM
npeacTaBAeHNEM NOATBEPKAAEMbIX ONepaLni, 4eATeNbHOCTU U GaKTOB U
KOTOPOMY MOYHO [0BepATb B NOCAeAYOLWMX ONepaunsx Uam B nocseayouen
AeATeNbHOCTH.

PA3AEN 3. DYHKUNN AOKYMEHTOB M CNMOCOBbI AOKYMEHTUPOBAHWA
COLMANTBHO 3HAYUMOWN MHOOPMALMN

Tema 1. PyHKUNUN LOKYMEHTOB
Tema 2. Cnocobbl 1 cpeacTBa 4OKYMEHTUPOBAHMA

TecT K pasgeny 3

TecT K pa3speny 3. OCHOBbl AOKYMEHTOBEAECHUA.

Tembl «PYHKUUMN AOKYMEHTOB» M «Cnocobbl AOKYMEHTMPOBaHUA»

1. HasHauyeHMe fOKYyMeHTa, ero obuiecTtBeHHas pob, Luenb, 3agaua
Ha3blBaeTcA...



1) dyHKUME;

2) cBOMCTBOM;

3) Buaom;

4) TMNom.

2. NonndyHKUMOHANbHBIM AOKYMEHT ABAAETCA NOTOMY, UTO...
1) oAHOBPEMEHHO BbINOJIHAET HECKO/IbKO Pa3HbIX GYHKLNNA;

2) BpemaA oT BpEMEHU MeHAET PyHKUMK;

3) pa3Hbie AOKYMEHTbI BbINMONHAOT pasHble GYHKLUUY;

4) y AOKYMEHTa ecTb r/1laBHas, obwme n cneymanbHble GYHKLNUK.
3. CnhoBo «pyHKuma» (functio) c natbiHM NnepeBoAUTCA KaK ....
1) Tvn;

2) uenv;

3) ucnonHeHue;

4) 3apava.

4. leneHune PyHKLUUNA JOKYMEHTOB Ha rnaBsHble, 06wue 1 cneynanbHbie 6bino
npeAanoXKeHo...

1) H.H. KywHapeHKo.

2) H.C. lapbKoBbIM,

3) N.M. UntoweHKo.

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

5.3.A. bapgaes u B.b. KpaBueHKo, xapakTepusya ogHy U3 GyHKL UMK, NULLYT, 4YTO
BOKYMEHTbI € 3TOM PYHKLMEN NPU3BaHbI: BbipaXKaTb MHTEpPECbI OnpeaeneHHOoro
COLMANbHOrO CNOoA, FPynnbl, UHAUBMUAYYMA; 3ane4yaT/ieBaTb, COXPAHATb U
nepeaasBaTb COLMANBbHYIO MHPOPMALMIO, OTPAXKAIOLLYIO YCTPOUCTBO U
dyHKuMoOHMpoBaHMe 0bLecTBa; OTpaXKaTb AeATeNbHOCTb, MECTO U PO/b
KOHKPETHOro Yesi0BeKa, TeX WM UHbIX COLMaNbHbIX rpynn AaHHOro obuwecrsa
Ha onpeAeneHHOM cTyneHu ero pa3sutua. O Kakou GyHKUUM nger peusb?



1) ynpaBaeHYecKou;
2) MHGOPMALUMOHHON;
3) coumanbHom;

4) KyNbTYPHOI.

6. Mouyemy B HayKe A0 CUX NOP He CNOXKUN0Cb eAUHOW KnaccudpuKkaumm
dYHKUMIT fOKyMmeHTOB?

1) PYHKUMM AOKYMEHTOB MMEIOT Pa3Hyo NPUPOAY M 3aBMCAT OT KayecTBa M TUNa
nHPopmaunu;

2) cnekTp 3TMX GYHKLMI LMPOK, TaK KaK MHPOpMaLMA NPOHM3bIBaEeT Bce chepbl
YyesioBeYeCcKoro obuiectsa n ya0BneTBOPAET Camble pa3sHOObpasHbie
notpebHocTy;

3) AOKYMEHTbI CNOCOBHbI BbIMO/HATb CPA3y HECKObKO GpYHKLMIA, UX MHOTAA
TPYAHO pa3fenuTtb mexay coboi;

4) BCE Ha3BaHHbIE BbilWe NPUYUNHDbI.

7. 3™1 PYHKLUM eCcTb Bcerga y Bcex 4OKYMeHTOB. OHU cTabubHbI U
HeU3MeHHbl.

1) obume;

2) cneunanvHble;
3) ynpaBneH4yecKue;
4) regoHUYecKue.

8. 3T pyHKUMM 06A3aTeNbHO eCTb Y BCEX AOKYMEHTOB, HO B Pa3HOM COCTaBe
KaK aKTyaZibHOe fonosHeHue Apyrux GyHKumiti. OHM BO3HUKAIOT Y AAOKYMEHTA U
MOTYT MEeHATbCA B 3aBUCMMOCTU OT YCN0BUA GYHKLMOHMPOBAHUA AOKYMEHTA,
OTpParkaloT pa3HOobpa3Hble KOHKPEeTHbIe NOTpebHOCTU obLecTBa UAn
OTAENbHOro ero YseHa.

1) obwue;
2) cneumanbHble;

3) ynpaBaeH4yeckue;



4) rejOHNYECKME.

9. 3T1 noapyHKUMM (OpraHn3aLMOHHaA, N1IAHUPOBAHMUA,
NPOEKTUPOBaHUA/KOHCTPYUPOBAHUA, pacnopAgUTe/IbHasA, KOHTPONA,
CNpPaBOYHO-aHANIUTUUECKAA, NpaBoBaA GYHKLUA) OTHOCATCAK ...

1) ynpaBneH4yeckon GpyHKUUU;
2) nHpopmaunoHHON PyHKLMK;
3) obLweKynbTypHON GYHKUMY;
4) coumanbHON GYHKLNMN.

10. KaKoii TMn ¢pyHKUMIA BAMAET HA NPAKTUKY paboTbl C AOKYMEHTaMM,
dopmupyet pyHKUMOHANIbHbIE CUCTEMbBI AOKYMEHTALUN?

1) obwme;

2) cneunanvHble;

3) rnaBHble;

4) BCce He3aBUCMMO OT TUNa.

11. Kak Ha3biBaeTcAa PYHKLUA JOKYMEHTOB, B KOTOPbIX OTPaXXeHbl: co3aaHue
OpraHu3auumn, yCTaHOBJ/IEHUE ee CTPYKTYPbl, LUTaTHON YNCEHHOCTY;
pernameHTaumA AeATE/IbHOCTU U KOJIMYECTBO CTPYKTYPHbIX NOApa3saeneHni u
paboTHUKOB; peXXum paboTtbl 1 1.0.?

1) npaBoBas;
2) pacnopsauTenbHas;
3) KoHTpONS;
4) opraHM3aLMOHHas.

12. Kak Ha3biBaeTca GyHKUUA A OKYMEHTOB, B KOTOPbIX cogepKaTtca
ynpaBaeHuYecKue peLleHus no peryimpoBaHuIo AeATeIbHOCTU OpraHu3aLmum unm
rocyaapCTBEHHOro opraHa?

1) npaBoBas;
2) pacnopsguTenbHas;

3) KoHTpONSA;



4) opraHM3aLMOHHas.

13. Echn fOKYMEHTbI Ha3bIBalOTCA KMPUKA3», «peLleHne», KNoCTaHOBNAEeHUEeY,
«YKa3aHUue», « pacnopsKeHue», TO OHU BbINONHAIOT (MM BbINONHANU paHee)

dyHKUMIO ...

1) npaBoBy1o;

2) pacnopaauTenbHyto;
3) KoHTpONSA;

4) opraHU3aLMOHHYIO.

14. 31a GYHKLUA CBOMCTBEHHA AOKYMEHTAM, B KOTOPbIX AN 3anucu
MHPOPMaALMU UCNONb3YIOTCA Pa3/IMUHbIe NPUEMbl U CUCTEMbI TaMHONUCK,
Kpuntorpadpum. Tak»Ke 0CO6€HHOCTbIO TAaKUX AOKYMEHTOB ABNAETCA
orpaHuueHue B aoctyne K uHpopmauuum.

1) cTaTucTUYeckas;

2) nonnTnyeckas;

3) 3aWwmTbl MHGOPMaLMK;
4) KOTHUTUBHaS.

15. O6bpasoBatenbHyto (yuebHyto, o6yyaroLyo) U GyHKLUIO UICTOPUYECKOTO
MCTOYHUKA MOXKHO CUMTaTb NoAPYHKUMAMM CNeLUaNbHOM ...

1) ynpaBneH4yeckon GpyHKLUUU;
2) no3HaBaTeNIbHON PYHKLNK;
3) coumnanbHol GyHKLUMK;

4) MHGOPMALMOHHOM DYHKLUUNMN.

17. bubnua n KopaH — nonnpyHKUMOHaNbHbIE AOKYMEHTbI, HO 0gHA GYHKLMA NO
ceil AeHb ABNAETCA AN HUX CaMOM rNaBHOMN.

1) Xy40*KeCcTBEHHO-3CTETUYECKaSs;
2) npaBoBas;

3) pa3BnekaTesibHas;



4) naeonorunyeckas.

18. Mouemy 06LwecTBO (KPOME NONAUTUUYECKUX U NO,E0N0MNUYECKUX
coobparkeHuit) npuberaer K ueH3ype uam 3anpetam Ha usgaHua u nybankauum
HEKOTOPbIX AOKYMEHTOB?

1) ecnn AOKYMEHTbI NepeaatoT CEKPETHY MHbOPMaLUIO;

2) c NnOMOLLbIO OKYMEHTOB MOXKET ObITb NepeaaH KaK NoN0XKUTENbHbIN
(MO3UTUBHbIN) ONbIT YeNOBEYECKOrO NOBEAEHMA, TaK U OTPULATE/bHbIN;

3) HbOpMaUUA B AOKYMEHTAX MOXKET HACTPOUTb rparkaaH NPoTUB BACTK;
4) nupopmauma B AOKYMEHTaxX He HOCUT pa3BaeKaTe/IbHOro XxapakTepa.

19. YuutbiBaeTca Nn XyA0KeCTBEHHO-3CTeTUYeCKaa PyHKLUMUA OKYMEHTOB Npu
onpepeneHnn CPOKOB UX XpaHeHUA?

1) na Bceraga;

2) na, HO TONIbKO EC/IN Mbl UMEEM Ae/10 C AOKYMEHTaMMU, Bbi3blBaOLWMMU
3CTETUYECKME NEePEKNBAHUA, POPMUPYIOLLUMM XYA0KECTBEHHO-3CTETUYECKME
naeanbl U BKYCbl;

3) Aa, HO TONbKO Y AOKYMEHTOB C TOProBOMN PpyHKLMEN.
4) HeT HUKoraa.

20. UHPOPMALUOHHYIO, KOMMYHUKATUBHYIO GYHKLUIO U PYHKLUK
3aKpensieHus, oXxpaHeHua nHPopmauum cnepyeTt OTHECTU  K...

1) cneumanbHbIM GYHKLMAM;

2) obwmm PyHKUMNAM;

3) ynpaBaeH4YeckUM QYHKLMAM;
4) npaBoBbIM GYHKUMAM.

21. [leiicTBME UM COBOKYMHOCTb AECTBUIA, MPUMEHAEMbIX B NPoLecce 3anucu
nHpopmaumm, Ha3biBaeTcA...

1) cpeacTBOM AOKYMEHTUPOBAHUS;
2) cnocobom AOKYMEHTUPOBaHUS;

3) cMcTemomn AOKyMeHTaumu;



4) meToa0M AO0KYMEHTUPOBaHMA

22. YKaXKu1Te, YTO BKNOYAET B cebAa cuctema 4OKYMEHTUPOBAHMUA.
1) meToq, 4OKYMEHTUPOBAHUA;

2) BUAbI LOKYMEHTOB;

3) cpeacTBa 4OKYMEHTUPOBAHUA;

4) maTepuanbHbIn HOCUTENb MHGOPMaLUW.

23.Cnocob HaHeceHUA A3bIKOBbIX 3HAKOB U 3HAKOB-U306paXkeHUi Ha
NOBEPXHOCTb MaTepPUasibHOro HOCUTENA NPU NOMOLLU OPITEXHUKU Ha3blBaeTCA...

(oTBET 3anucaTb cnoBaMun) HaYepmamenoHoili

24. Npapogutrenem MaTpUUHbIX MaTepuaibHbIX HOCUTENEN ABNAETCA
cneaylowmii cnocob 4OKYyMeHTUPOBaHMUA...

1) HauepTaTeNbHbIN;

2) aneKTpoCTaTUYECKMN;
3) nepdopupoBaHue;

4) nasepHbIi.

25. O KaKMX maTepuanbHbIX HOCUTENAX UAET peyb B ceaylowem onpeaeneHun:
«UHopmayua c 3mo20 mamepuanbHO20 HOCcUMesA cHUMbI8anAdcb € MOMOW,bIO
CrneyuasnbHbIX MeEMAnAU4YecKux wjemoyek (3neKmpu4yecKkux KOHmaKkmos),
3aMbIKABWUX 31eKMpPUYeCcKyo cemb npu nonacaHuu 8 omeepcmue»?

(omeem 3anucams cnosamu). nepdokapTa\bl, nepponeHTa\bl

26. B n306peteHnMm Kakoro cnocoba AOKYMEHTUPOBaHUA UCNO/Ib30BaN0OCh
OTKpbITUE PU3MONOroB, Ha3BaHHOE BNOCNEACTBUM KUHEPLUEN 3PEHUA, UIN
NamATbIO 3peHna»?

(omeem 3anucame cnosamu) KWHOAOKYMEHTUPOBaHME (KMHO)

27. Kakomy cnocoby AOKYMEHTUPOBAHUA COOTBETCTBYET AaHHOEe
onpeaeneHue: «Cnocob yugpoeol 3anucu, npu KOMOPOM 8X00Hble CU2HAbI
nodsepaaromcsa KBAHMOBAHUIO U 3amem npeobpa3zyromca 8 080uU4HbIe Yucna
014 3anucu Ha Hocumesno 6 sude Kodd. B KaHane socnpou3sedeHus



npoucxodum obpamHoe npeobpazosaHue (0eKoduposaHue). dmom euod 3anucu
ucnonb3yemcsa 2aaeHbIM 06pa3om e 3anomuHarowem ycmpoliicmee 3BM»?

1) aHanoroBas 3anuco;
2) nepdopupoBaHue;
3) HayepTaTeNbHbIN;
4) 3NeKTPOHHDbIMN.

28. Kakoit cnocob A0KyMeHTUPOBaHUA XapaKTepu3yloT ceayloLme cpeacTBa
AOKYMEHTUPOBAHUA U MaTepUasibHble HOCUTENN: 2/1UHA, BOCK, KOCMb, Kopa
depeesbes, YepHunad, 2pagum, KpAcKuU, nepbesble PpyYKU, U KanunnspHole,
PYyYKU-ponnepsl, Mapkepsl, panudozpadel, promacmepoi?

1) aHanorosas 3anucs;
2) nepdpopupoBaHue;
3) HayepTaTeNbHbIN;
4) 3N1eKTPOHHDbIN.

29. Npogomxkute ¢ppasy: « TpaduyuoHHbIe crnocobbl 0OKyMmeHMuUpoeaHUA
npeocmaesneHsl... »

1) HayepTaTeNbHbIM CNOCOBOM;

2) BblCEKAHMEM;

3) AOKYMEHTUPOBAHNEM Ha NULLYLLLEN MaLLUNHE;
4) mexaHU4YeCcKoM 3anmchblo.

30. Npoaomxure ppasy. «TpaduyuoHHbIe cnocobbl O0KyMmeHMUpPoB8aHUA
omau4aromca om mexHOmMpoHHbIX mem, Ymo...»

1) HopMaLMA 3aHOCUTCA HA MaTepUabHbIN HOCUTE/Ib U CYNTLIBAETCA C HETO
6e3 NCN0b30BaHUA TEXHUKN;

2) TPaguunMoOHHbIE cnocobbl NPuBbIYHbI N AOCTYMNHbI, @ TEXHOTPOHHbIE MOABUTIUCD
B nocnegHee spema n UCNOb3yrOTCA B Y3KUX 06/1aCTAX YeNOBEYECKOM
AEATENbHOCTU.



3) TpagnuUMoHHbIe cnocobbl bonee Tpya0EeMKM M NO3BOAAOT 0bpabaTtbiBaThb,
dUKCUMPOBATb, COXPaHATb 3HAYNTE/IbHO MEHbLLEE KOINYECTBO NHOPMaLNU;

4) TEXHOTPOHHbIE cnocobbl — dBTOMAaTU3NPOBAHHAA 3aNUCb MHd)OpMaLI,MM, d
TPagULUMOHHbIE — PYyYHaA.

31. Npoaomxkute ppasy: «Caedyroujue sudbl 0OKyMmeHmMoa: homoOoOKymMeHmbl,
KUHOOOKyMeHMmbl, 6UOe000KyMeHMbl, 6UOe0hOHO2PAMMbI, hOHOOOKYyMeHMbl,
makxce 00KymMmeHmMbl Ha MUKpPOgopmax — co30aromcs... »

1) TpPagMUMOHHBbIMK cnocobamm AOKYMEHTUPOBAHMA;
2) TEXHOTPOHHbIMM CNOCOHaMM LOKYMEHTUPOBAHMA;
3) KaK TPaANLMOHHBIMM, TAaK U TEXHOTPOHHbIMKU cnocobamu;

4) cneumdpuryeckmmmn cnocobamm, He OTHOCALLMMUCA HU K TEXHOTPOHHbBIM, HO K
TPaANLMOHHbBIM criocobam.

32. Kakou uau Kakue Cl10C06bI, OCHOBaHbl Ha U3MEHEHUN ¢M3M‘-IECKOI'O
COCTOAHUNA NOBEPXHOCTU UNIN CTPYKTYPbI mMaTepunaibHOro HocutTena
VIH(I)OpMaLI,MM, npuyem 310 UaMmeHeHune «CHUTbiBaeTca» MaLLUMHOM U ABNAETCA
ANnAa Hee 3HaKoM.

1) nepdopurpoBaHue;
2) BblCEKAHME;

3) BbIXKUraHUeE;

4) poTorpadus.

33. «MMHghopmayua 3aHOCUMCA HA NPAMOY20/1bHbIE KAPMOYKU U3 KAPMOHA, Ha
Komopbix 8 onpedenéHHoM nopsadKe npobusaromca omeepcmus. B npoyecce
pabomeoel MawuHbI KApma owynsieaemcs crneyuasnbHbIMU WMbIPAMU,
cyumelearowumu makum obpazom uHgpopmayuro, Komopas samem
nepedaemcs osuxcywemycs 4esHoKy». O Kakom cnocobe AOKYMeHTUPOBaAHUA
MaeT peub?

1) nepdopurpoBaHue;
2) BblCEKaHMWE;

3) BbIXKUTraHUeE;



4) poTorpadus.

34. KTo u Korpa Bnepsbie ocywecTtsn/ He TOJIbKO 3annucCb, HO U
socnpousBeaeHue 3ByKa C matepuasbHOro HocuTena?

1) B 1804 r XK. XKakkap;
2) 81807 r. T. HOHr;

3) 8 1857 r. CKoTT;

4)B 1877 r. T. 34UCOH.

35. «3ma cucmema 3anucu, ¢ NTOMOWbi0 KOMOpPOUi Ha O8UMCYW,eMCSA
mMmamepuasnbHOM Hocumere ebipe3aemcs uau ebi0asnueaemcs KAHABKa 6
coomeemcmaeuu € 3anucbieaemMbIMuU 38YKO8bIMU KosnebaHuaMuU.
Bocnpou3eedeHue ocyujecmesnsaemcs ¢ MOMOWbIO U2sbl, onuparouwjelica Ha
CMeHKU KAGHABKU 08UXCyWe20CA MamepudsibHO20 Hocumerss, noemopsarouwjeli
makum obpa3om mexaHu4yecKue KonebaHus, coomeemcmeyroujue 3anucaHHbIM
38yK08bIM KonebaHuam. 3ma cucmema 3anucu Hasvieaemcs...». Mpoaomxute
npeanoXxeHue.

1) Bbipe3aHunem;

2) HayepTaTeNbHOW;

3) MarHMTOPOHHOM 3aNKUChlIo;

4) aHaNOroBoM MexaHM4YeCKoM 3ByKO3anuchio.

36. Kakoit cnoco6 BnepBble N03BOW/ 3aNeyaT/ieTb 06bEKTUBHYIO BU3Ya/ibHYIO
mHpopmaLUIo Ha MaTepuanbHOM Hocutene?

1) pucoBaHue;

2) *Xnsonucs;

3) BbIXKUraHUe;

4) poTOXMMUYECKUN.

37. Kako# cnocob npepgcrasnser co6ov COBOKYNHOCTb NpoLLEeccoB U cnocobos
nony4yeHua n3obpakeHnit Ha CBETOYYBCTBUTE/IbHbIX MaTepuanax 4encreMem Ha
HUX CBeTa U NocaeayloLlein Xummuyeckon o6paboTku?

1) nasepoonTUYECKUIA;



2) mexaHM4Yeckum;
3) doToXMmMmmMUEecKnit
4) KNHOAOKYMEHTUPOBAHME.

38. No cnegyoWwmm NnpU3HaKam yCTaHOBUTE BUA AOKYMEHTA: «ITU AOKYMEHTbI
No3BOAIOT 3aneyvaTt/ieTb MUp B AMHaAMUKe. OHMU UMEIOT CNOXKHYIO CTPYKTYpPY U
COCTOAT U3 KaapoB, N1IaHOB (NocneaoBaTe/IbHO PacnoI0XKeHHbIX KaapoB.,
CHATbIX C O4HOM TOUYKMU), a TaK}Ke 3BYKOBOW COCTABAAIOLLEN, T. €. OPraHUUYeCcKun
couyeTatoT B cebe M30b6pasuTenbHble, TEKCTOBbIE, My3blKaJibHble U LUYMOBbIe
KOMMOHEHTbI».

1) $OTOAOKYMEHTDI;
2) ayANO40KYMEHTbI;
3) BUAEOA0KYMEHTbI;
4) KUHOAOKYMEHTHbI.

39. K Kakomy cnocoby 3anmMcu OTHOCATCA BCE Nepevyunuc/ieHHble BUAabl
DOKYMEHTOB — GOHOA0KYMEHTbI, BUgeo3anucb, sBuaeopoHorpamma,
3/IEKTPOHHDbIE AOKYMEHTbI?

1) neppopurpoBaHme;

2) 3NEeKTPOMArHMUTHbIN cnocob;
3) nazepoonTuYecKuii;

4) aHanorosas 3arnucho.

40. KaKoii BUA, [OKYMEHTa CO34aeTca U BOCMPOU3BOAATCA C/leAyIoWUMm
06pa3om: 3ByKoBble KonebaHusa Bo3ayxa npeobpasyloTca B 3IN1eKTPUUECKUI TOK,
W 3N1eKTPUYECKMUE CUTHa/bl OT MUKPOGDOHA 3aNUCbIBAIOTCA HA MarHUTHYIO JIEHTY,
a Npu BOCNpou3sBeaeHUMN NPOMCXoaUT 0bpaTHOe ABIEHUE — 3/IEKTPUYECKME
CUrHanbl NpeobpasyloTca B MexaHuYeckue Koseb6aHua ¢ NOMOLLbIO
rpomkorosoputena?

1) dOHOA40KYMEHTbI;
2) BuaeodoHorpamma;

3) BuAEeo03anuch;



4) aNeKTPOHHbIE AOKYMEHTI.

41. Kakoii cnocob 3anucu xapaKrepusyeTtca cneayowmMmm nokasatenamm?

e Ero ucnonb3oBaHue B 1,4 pa3a N03BOINIO YBEAUUYUTb NIOTHOCTb 3aNUCK
NO CPaBHEHUIO C aHAJIOTOBO U HA HECKO/IbKO MOPAAKOB NpPeB30MTU
npepen, obecneumBaemblii MarHUTHbIM CNOCO60OM, @ NO CPABHEHUIO XKe C
06bIYHOI rpaMnIacTUHKOMN NNIOTHOCTb 3anucu 6oabuwe B 100 pas.

e B oTanume OT MexaHMYeCKOW 3BYKO3anNuCU U MarHUTHbIX cnocoboB
AOKYMEHTUPOBAHUA, 3TOT cnocob aBnseTcs 6eCKOHTAKTHbIM (06beKTUB
OTCTOUT OT HOCUTENA Ha PaCCTOAHMM A0 1 MM), 4YTO NpaKTUYECKU
MCKNOYaeT BO3MOXHOCTb MEXaHUYEeCKOro MOBpEeXAeHUA  OUCKa,
obecneunBana ropa3go 6onee BbICOKYIO AONTOBEYHOCTb M HA[EMKHOCTb
XpaHeHuAa uHpopmauuu.

e Mo3Bonser npeogonesatb MNOMEXH, MNpPUCYLLUE MeEXaHUUYECKONn U
MarHuTHoM 3anucu, obecneumBas Tem cambiMm ropasgo 6onee BbiCOKOe
KauyecTBO 3By4YaHuUA;

e JTy 3anMcb MOXHO NopBepratb KOMMNblOTEpHO 06paboTKke, UTO paéT
BO3MOXHOCTb, B YaCTHOCTU, BOCCTAHAaB/IMBAaTb NepBOHA4Ya/ibHOe 3By4YaHue
CTapbiXx MOHOQOHMYECKUX 3anucel, ocBo6OXKAaTb MX OT LWYMOB MU
MCKaXXeHWUii 1 gaxke npeobpas3oBbiBaTb B cTepeoPoHUYECKUE.

1) nasepoonTnyeckoe AOKYMEHTUPOBAHME;

2) 31EKTPOMArHUTHOE AOKYMEHTUPOBAHME;
3) ronorpapumyeckoe 4OKYMEHTUPOBAHME;
4) aHanoroBas 3anuch.

42. «Fonorapuueckuii cnocob sanucu nHpopmaumnm xapakrepusyerca
cnepylowWmMMmM nokasaTenamu...». Haiaurte BoO3MoXKHble Npoao/KeHUn
AAHHOrO YTBEPXKAEHUA.

1) Kaxkabin pparmeHT 3anuncu (Noboi ee y4acToK) A4aéT BO3MOMKHOCTb
NoNy4YnTb MHGOPMaLMIO 060 BCEM 0OBEKTE, MOCKO/IbKY CBET OT /II060MN TOYKM
duKcMpyemoro npeameTa pacnpenenserca no BCeEmMy N3obpaxKeHuto, 1 npm
yTepe ¢pparmeHTa 3anNmncKU ee Nerko BOCCTaHOBUTbL C 10HOro ee yyacTKa;

2) c nomolLblo nasepa GUKcMpyeTcs, a 3aTeM BOCNPOM3BOAUTCA MHDOPMALLUS
0 KaKnx-1Mbo 06bEKTAX C O4EHb TOYHOM Nepeaaveit NPOCTPAHCTBEHHbIX
COOTHOLUEHWM, YINOBbIX U IMHENHbIX Pa3MEPOB, B3aMMHbIM PACMONIOKEHNEM
npeaMeTOoB B NPOCTPAHCTBE, CO MHOXECTBOM PaKypCcoB, KOTOPbIe N3MEHAITCA
C U3MEHEeHUeM TOUYKM HabaoaeHus;



3) aTo dpoTorpaduyeckas 3anmcb, OCHOBaAHHAA Ha ABYX GU3NYECKUX ABNEHUAX,
CBfiI3aHHbIX C BOIHOBOWM NPMUPOAOM CBeTa, — ABNEHUAX AndpaKumm n
nHTepdpepeHunm;

4) 3anuncb MHGOpMauumn, npeobpasoBaHHOM B LMdPOBOM Koa, NPON3BOANTCA
Ha MUKPOYMN (BCTPOEHHYIO MHTErPaIbHYO CXEMY NAMATKN) UM MUHU-KAPTbI.
3anuMcaHHy TakMm 06pa3om Ha MUHU-KAPTY MHPOPMALMIO MOMKHO C
NMOMOLLLbIO CNeLmanbHOro yCTPONCTBA BBOAMTL B KOMMNbIOTEP, NMPOCAYLUNBATDL
WKW NepecblNaTb NO 3/IEKTPOHHOM noyTe

KoHTponbHasa pabota no Kypcy « OCHOBbI ;JOKYMEHTOBEAECHUA»

1. Tlpoananu3upoBaTh yHOTPEOJECHHE MOHATHS <«JIOKYMEHT» U €ro
CHHOHHUMOB «JIeJIO», «OyMara», «akt», «JenoBas Oymara», «CIy>KeOHbIN
JOKYMEHT» T10 TPEM UCTOYHUKAM (CM. XPEeCTOMATHIO K pa3zieny 2):

- 'enepanbsHOoMy permamenty 1720 r.,

- Obmemy ryoepHcKoMy yupexaeHuto 1775 r.,

- Obmemy yupexaeHuo MuHucTepcts 1811 r.

[Ipoananu3upoBaTh, B KaKUX CydasX yHOTpeOJIeTCs Kaxk10€ MOHSATHE.

Memoouueckue pexomenoayuu 1

a) IIpounTaTs BCE TpHM WCTOYHWKA ¥ BBITUCATh TMPEIJIOKCHUS, T
YIOTPEOJIAETCS CIOBO «JIOKYMEHT», OTJAEIBHO MO KaXXJIOMY MCTOYHUKY, YKa3bIBas
HOMED TJIaBbI / MyHKTA;

0) clenaTh Ha OCHOBE BBIMTMCOK BBIBOJI O 3HAYEHUU TEPMHUHA «IOKYMEHT» B
Ka)XJIOM U3 UCTOYHUKOB OTIEIHHO;

B) TO K€ TIOBTOPHUTH JIII CHHOHHUMOB «JIEJI0Y», «Oymara», «aKT», «JIeIoBas

OyMaray, «CIIyeOHbIA JOKYMEHT.

2. Ilo BeIMCKaM M3 CIOBapedl U CHEHHMAIBHON JUTEpaTypbl ONPEIEIUTH,
KaKHe acTeKThl — MH(GOPMAIIMOHHBIHN, TPAaBOBOM, YIIPABIEHYECKHUMN, ICTOPUIECKUAN —
JIETJIM B OCHOBY OIPEAEIICHUS IMOHATHS «JJOKYMEHT» B KAKJIOM CIIydae.

Memoouueckue pexomernoayuu 2



Brlinucarh U3 TOJKOBBIX U CIIEHIUATIBHBIX CIIOBAPEH, a TAKkKE U3 YUEOHUKOB IO
JIOKYMEHTOBEACHUIO (JIFOOBIX ), METOJIMYECKOMN JTUTEPATYPHI MO JIEIONPOU3BOICTRY,
apXUBHOMY U OUOIMOTEUHOMY JIENy U JIp. OTIPEACIICHHUS CI0BA «JIOKYMEHTY.

OO0s3aTenbHO yKa3aTh BBIXOJHBIE JaHHBIE MCTOYHHMKA (aBTOpa, HAa3BaHUE,
MECTO Y TOJl W3JaHus, H3JaTeNbCTBO, CTpPaHUIy / peXuM jpoctyma (ams
ANIEKTPOHHBIX pecypcoB). Hanpumep:

bapuxun A.b. Jlenonpouzsoocmeo u doxymenmoobdbopom. - M.: KnudwcHwiii
mup, 2008, C.17.

Deoepanvrulil 3akoH « O 20Cy0apcmeeHHOU pecucmpayuu I0pUOU4ecKux iuy
U UHOUBUOYANILHLIX npeonpuHumamenetiy om 8 aseycma 2001 2. Ne [29-D3
(peo0.19.05.2010) [Onexkmpounnwiii  pecypc]. - Peoicum docmyna.
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=100595

Ilocne kaxmoi BBIIUCKU CJieJaTh BBIBOJ O TOM, KaKOW acHeKT —
MH()OPMAITMOHHBIN, PABOBOM, YIIPABICHUCCKUN, UCTOPUIECKUM — JIET/JIM B OCHOBY

OIPCACICHHUA IMOHATHA «JOKYMCHT» B Ka’XK/IOM CJIydac.

3. CpaBHHTH TOJIKOBAHUS TEPMUHOB «HHDOPMALIHSY, «TOKyMEHTHPOBaHHAS
uHpopMausa», «IOKYMEHT», «BJEKTPOHHBIA JOKYMEHT» B HOPMATHBHBIX U
MPABOBBIX AKTaX.

3.1.Bemmucate U3 TOCYAapCTBEHHBIX CTaHIAPTOB OMNPEICICHHUS TEPMHUHA
«TOKYMEHT»:

I'OCT 16487-70. Jlenonpou3BOACTBO M apXuBHOE [1€y0. TepMuHBI U
OTIpEICIICHHUS;

I'OCT 16487-83. Jlenonpou3BOACTBO W apXUBHOE [1€ji0. TepMUHBI U
OTIpEICIICHHUS;

I'OCT P 51141-98. Jlenonpous3BOACTBO U apXWBHOE Je10. TepMuHBI U
OIpEEIICHHUS;

I'OCT P 7.0.8-2013 [lemonpou3BOJACTBO M apXWBHOE Jej0. TepMuHBI U

OTIpeICTICHUSI.



3.2. Bomucare u3 ®egepanbHbix 3akoHOB Ne 149 «O6 wundpopmanum,
MH(OPMAIMOHHBIX TEXHOJOTHSAX U 3amuTe uHpopmanum» 2006 1. u Ne 15 «O6
uHbopMaluu, HHPopMaTH3aUH U 3aiuTe nHpopmanun» ot 25 auBaps 1995 rona
OIIpENENICHUs] TEPMHHOB «HMH(OpPMALUA», «TOKYyMEHTHpPOBaHHAs HHQOpMaLus»,
«JIOKYMEHT» U «3JIEKTPOHHBII JOKYMEHT» YCTaHOBHUTbH, KAKUE ACTIEKTHI (HOCUTEIH
uHbOpMaInH, CIOCOOBI ee (PMKCUPOBAHMSI, IOPUANUECKAs CUjla TOKYMEHTa U JIp.) U

q)YHKHI/II/I AOKYMCHTA 3aJIOKCHBI B 9THUX OIIPCACIICHUAX.

Memoouueckue pexomenoayuu 3
A. Beimucku 3 'OCToB 3aBepmiuTh 0OIIMM BBIBOJIOM O TOM, MEHSJIOCH JIH
CO BpPEMEHEM TOJKOBAaHUE MOHATUA «JIOKYMEHT» U Kakue H3MEHECHUs
HaOJII0JA0TCS.
b. Bemmicku u3 @3 Ne 149 3aBepmmuTh BBIBOAOM O HAJIMYUU TOHSITUU B
KaxaoM @3 U COOTHOLICHUM MOHATHUH «HMH(pOpMaLMsD», «IOKYMEHTHPOBAaHHAs

uH(pOpMaIUN», «KTOKYMEHT» U «3JIEKTPOHHBIA TOKYMEHT).

4. N3yunth TeMy «CrocoObl U CpeJCTBa TOKYMEHTUPOBAHUSM» MO yUeOHOMY
nocobuto H.C. JlappkoBa. «JlokymentoBeaenue» (He panee 2006 r. uzmanus).
CocrtaButh KOHCHEKT 4-i1 «CnocoObl M cpeacTBa JOKYMEHTHUPOBaHUS» (CM.

XpecTomMaTuio K pasueiny 3).

Memoouueckue pexomenoayuu 3
Koncnekr cnemyer cocraButh B TabiuuHou dopme. CraeayeT coOmroaaTh
MOCJICIOBATEILHOCTh ~ OMUCAHUSA  CIOCOO0B  JOKYMEHTHUPOBAHWS, 3aJaHHYIO
y4E€OHUKOM.

[Ipu ommcanum Kakaoro crocoda clieyeT YKas3blBaTh €ro HEJAOCTaTKU U

MpeuMyIIcCTBa
Cnocob OnucaHue cnocoba. | CpepctBa MarepuanbHbl | Bugbl
AOKYMEHTU-POBaHU AOKYMEHTU-POBaHMU | e HoCcUTenu AOKYMEHTOB,
q Mpeumyuwiecrsa u q KoTopble
He[oCTaTKMU.
moryT
co3paBaTbcs

OAHHbIM




cnocobom

HayepmamenobHbolli HaHeceHue YepHuna, cmuno, Kocme, kopa Tekcmosele,

cnocob A3bIKOBbIX 3HAKOB U Kanam... Oepesoes, mexHuyYeckue,

OOKYMeHMUPOBAHUSA | 3HOKOB-U306paxeHuU nepaameHm... U3000KyMeHm
i Ha nogepxHocMob bl ...

MamepuasnbHo20
Hocumesna 06bIYHO
npu nomouwu
Kpacaweao
sewecmaa.

lpeumywecmea

Hedocmamku -...

NToroBbii TecT no Kypcy "OCHOBbI AOKYMeHTOBeAeHMA"
UToroBsblii Tect

no gucuunamHe «OCHOBbI AOKYMEHTOBEA,EHUAY

1. YKaxkuTte BepHoe npogomkeHue ¢ppasbl: 30KOH 00KYMeHMAyuoHHO20 ohopmMmaeHUa coyuanbHO
3Ha4yumblii cobbimuli delicmsyem ...

1) ToNbKO ANA odULMaNbHbIX FOCYAaPCTBEHHbIX COBbLITUS;

2) ToNbKO ANA 06LLLECTBEHHO-NONNTUYECKUX COBbITUIA;

3) cyrybo 4na nMYHbIX, cemMelrHbIX CobbITUI;

4) pna nobblx COObITUIA, 3HAUMMBIX 4N OTAE/NbHOIO YEI0BEKA UM TPYNNbI NOAEN.

2. QeiicTBUA yenoBeKa (C MOMOLLbIO TEXHUKU UK APYTUX CPEACTB) NO 3aHECEHUIO 3HAUMMOA
MHpopMaLMM Ha maTepuanbHbIA HOCUTENb Ha3bliBaeTcA

1) unbopmaTtusaumen;
2) BOKYMEHTUPOBAHMEM;
3) [OKYMEHTALMOHHbIM 0becneyeHMeM ynpaBaeHUs;

4) nenonpounsBoaCcTBOM.




3. [locNOBHO € NaTblHU CNOBO «A4,0KYyMeHT» (documentum) o6o3Hauaert:
1) 3anucb, NucaTb;
2) bymara;
3) goroBop, 06A3aTeNbCTBO;
4) nMcbMeHHOE CBMAETeNbCTBO, 06pasel.

4, Haiigute npasunbHoe npogomkeHune $ppasbl «B npoyecce ceoez20 pyHKYUOHUPOBAHUSA 8 0buecmee
0OKyMeHm Mocem npoxodumb HECKO/bKO cped — onepamueHyio, pempocneKmugHyio Uu...

1) npodunakTUUecKyo;
2) NPOrHOCTMYECKYHO;
3) cornacoBaHuA U yTBEPKAEHMUS;
4) apXMBHOTO XpaHeHus.
5. YKaxute metog, kotopbit HE OTHOCUTCA K meToaam aHanu3a TeKCTa A OKYMEHTa.
1) KOHTEHT-aHaNKU3;
2) MeToA, 3KCNEepPTHbIX OLEHOK;
3) meToa GOpPMYNAPHOTro aHanM3a;
4) NMHIBUCTUYECKAnA 3KCNepTU3a.
6. BakHeALWMM 06LeHayuYHbIM METOAOM ANA AOKYMEHTOBeAeHUA ABNAETCA...
1) knaccuodurKkayms;
2) meToA, UCTOYHMKOBEAUYECKOro UccneaoBaHma
3) aHanM3a rpadrUecKmX AaHHbIX LOKYMEHTa,
4) KOHTEHT-aHaNu3.
7. Npoaonxkurte ¢pasy: «'CAOY Hawna ceoe nNpodosxeHue...»
1) B poccuinckux NOCTax;
2) B cTaHgaprTax I1SO;
3) B depepanbHbIX 3aKoHax PO;

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

8. Npogonxkute ¢ppasy «/lo cmeneHu 8aAUAHUA Ha COBPEMEHHYIO MPAKTUKY UCTOUHUKU, coAeprKalme
HOPMbI 1 NpaBua PaboTbl C 4OKYMEHTaMM, AENATCA HA ABe rpynnbl...»

1) UCTOYHUKN, 3aKOHOA4ATE/IbHO pernameHTnpoBasLlline Koraa-to nan pernameHTunpyroulme no

HacTosLee Bpema paboTy C JOKYMeHTaMu;



2) aKTya/ibHble UCTOYHWUKM, OTPaXKatoLme COBPEMEHHbIN OMbIT, TPAAULMN A4eN0NPOU3BOACTBA;
3) ycTapeBLlMe UCTOYHUKM, MMEIOLLIME TONIbKO HayYHYIO, UCTOPUKO-KYbTYPHYIO LLEHHOCTb;

4) UCTOYHUKMU, CoAEpPHKaLlMe CTUXUNHO C/IOXKMBLLMECA HOPMbI U NPaBUNa, oTpakatoliue
TPaAULMN N NPAKTUYECKMIA ONbIT AEeN10NPON3BOACTBA.

9. YKaxute, Kakue HOpMaTuBbl ABNAKOTCA oba3atenbHbIMU ANnAa ncnosiHeHuA paBOTHMKaMM

opraHusauum.
1)MprMepHasa MHCTPYKLMA NO 4e/0NPON3BOACTBY.
2) MHCTpYyKLMA No Aenonpon3BoacTBy OpraHu3aLmu.
3) FlocynapcTBeHHbIM CTaHaapT.
4) depepanbHbIA 3aKOH.
10. FOCTbi, pernameHtTupytowme A0V, HocaT B PD...
1)ob6sA3aTenbHbI XapakTep;
2) pekomeHaaTeIbHbIN XapaKTep
3)obecneuynBaloLLMil XapaKTep;
4) HPOPMaLIMOHHO-CMPaBOYHbIN XapaKTep.
11.CnoBo «nHpopmauua» (informatio) 6yKBaNnbHO C NaTbiHWM NEPEBOAMUTCA KAK:
1) ‘3HaHMe, NoOHUMaHue’;
2) ‘pasbAcCHeHME, U3/I0KEHUE, OCBEAOMIEHHOCTD’;
3) ‘naHHble, cBeAeHMA, cooblieHns’;
4) ‘nOKYMEHT, 3aMunCb, A0KA3aTeNbCTBO .
12. MaTtepuanbHOCTb MHPOPMALUUN NPOABAAETCA B TOM, YTO...
1) nudpopmauma 1 ecTb matepus;
2) nHdopmauma — 3To IHeprus, a sSHeprua maTepumanbHa.

3) nndopmauma GUKCUpyeTca opraHamm YyBCTB MW APYTMMM CNOCOBaMM permcTpauum

maTepun, a ceaosatesibHO, CBA3aHa C Hel;

4) nHpopmauma — 3To 3aPUKCUPOBAHHbIE U3MEHEHMA COCTOAHMA MaTEPUN U SHEPTUU, @ OHU

mMmaTepuanbHbl.
13. YKaxKuTe BepHOe nepeumncsieHne CBOICTB AO0KYMEHTUPOBaAHHO MHGOpMaLmu.

1) MMeeT ceMaHTUYEeCKUIA XapaKTep, KOANPYETCA CUCTEMOIN CUMBOJIOB M 3HAKOB,
CTPYKTYpUpOBaHa 1 NnepeaaeTca AUCKPETHO, CBA3aHA C MaTepuasibHbIM HOCUTENEM, HOCUT

CouManbHbIN XapaKkTep;



2) XPaHUTCA B MO3re 4yesnoBeKa, KOaNpPyeTCA CUCTEMOI CMMBOJIOB U 3HAKOB, en npucywmn
MHBAPUAHTHOCTb, YaCTUYHOCTDb;

3) cTPYKTYpUpOBaHa 1 nepeaaeTca AUCKPETHO, NpeacTasifaeT cobon maTepuio Uan SHepPruto,
MMeeT CeMaHTUYECKMIA XapaKTep;

4) nmeet cou,maanuﬁ N CEMaHTUYECKUM XapaKTep, 06na,£|,aeT MHBAPUAHTHOCTbIO, KOANPYETCA
CMCTEMOM CMMBOJIOB M 3HAKOB.

14. Hazosute gudpdepeHumnanbHble NPU3HAKU AOKYMEHTa?
1) Hannune MHGOPMaUMOHHON N MaTePUaNbHOM COCTaBAAIOLWMX;
2) CTPYKTYPHOCTb AOKYMEHTa;
3) NOANNHHOCTb;
4) GyHKLMOHANbHOCTb AOKYMEHTA.
15. HaiiguTe BepHoe npogomkeHue ppasbl: «OpUrMHanbHOCTb OKYMEHTa ABNAAETCA ...»

1) cywecTtBeHHbIM (anddepeHunanbHbIM) NPU3HAKOM, TaK KaK XapakTepHa A4/19 BCeX BUAO0B U
TUNOB AOKYMEHTOB,

2) cywecTBeHHbIM (anddepeHumanbHbiM) CBOMCTBOM, TaK Kak HEObX04MMa Ye/TIOBEKY B ero
NPaKTUYECKOM KU3HM;

3) HecCyweCcTBEHHbIM NPU3HAKOM AOKYMEHTQA, TaK KakK Ye/10BEK B AEVICTBMTe}'IbHOCTM nmeetT aeno
He TOJIbKO C OpUTrMHaNaMun OOKYMEHTOB, HO U C UX KONNAMMU;

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

1) opuruHan;

2) NOA/IMHHUK;

3) ay6nuKar;

4) Konus.
17. Kto, umeet npaBo npuaaBaTtb IOPUAUYECKYIO CUAY KONUAM?

1) HoTapwuyc;

2) opraHusauus, BblAaBLasn AOKYMEHT;

3) HayaNbHUK OTAENA KaapoB N06OoI opraHusaLmu;

4) 3aBeyoLWmMi KaHLensipmuen ntoboro rocyaapcTBEHHOrO OpraHa.

18. Kak Ha3biBaeTcAa cBOUCTBO MHPOpPMaLIUKM, NPOABAAIOLLEECA B TOM, UTO OHA (MHOopMmaLumA)
nepeaaerca u o6pabarbiBaeTca Ye/I0BEKOM NOPLMOHHO, OTAE/NIbHbIMU COOBLLEHUAMNU?

1) NHBAPUAHTHOCTb;



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

19. NMpopgomxkute Pppasy: «TepMuHbl KGOKyMeHMUposaHHaa UHGopmMmauua» U «G0OKymeHmMHas

nHpopmayma» ...»
1) HUYem Apyr OT Apyra He OTAMYALOTCA U ABAAIOTCA NOAHLIMU CUHOHUMaMM.
2) coaepKaT NPOTUBOMNOJIOXKHbIE MOHATUS;

3) pa3nyHbI NO NOHATUMHOMY 06bEMY, TaK KaK He BCAKAA «4O0KYMEHTUPOBAHHasA MHbOpMaLUus»

ABNAETCA « LOKYMEHTHOMN Y.

4) NnoHATUE «AOKYMEHTUPOBaHHAA MHGOPMaLMAY LUMPE NOHATUA «AOKYMEHTHan MHPOopMaLMAY, TaK KaK
YKa3blBaeT He TO/IbKO Ha Hanndyme naeanbHon (MHGOPMaLMOHHON) COCTAaBAAIOWEN, HO U HA Han4me
MaTepuanbHOro HocuTens.

20. YKa)Xute CBOMCTBO A0KYMEHTUPOBAHHO nHPopmaumm, Kotopoe HE ABJTAETCA obasaTenbHbim.
1) onepaTMBHOCTS;
2) 0AHO3HaYHOCTb TO/IKOBAHUSA;
3) AO0CTOBEPHOCT;
4) oduuManbHOCTb.

21. CNoco6HOCTb AOKYMEHTOB K TUPAXKMPOBaHUIO, BOCNPOU3BEAEHUIO COAEPIKAHUA U MaTepUanbHOro

HOCUTENA Ha3bIBaeTcs ...
1) ayTeHTMYHOCTb;
2) TOXKAECTBEHHOCTb;
3) KONUNHOCTb;
4) danbcudukaums.
22. KaKo# fOKyMeHT cuutaeTca opuumanbHbIim?

1) AOKYMEHT, U3rOTOB/IEHHbIN C cOBA0AEHMEM YCTaHOBAEHHON GOPMbI AN YaCTUYHO

U3MEHEHHbI;

2) BOKYMEHT, U3rOTOBNAEHHbIN CaHKLMOHMPOBAHHbIM CNOCOBOM B COOTBETCTBUM C
3aKoHOAaTe/IbHO onpeaeneHHON TeXHOM0rMel ero N3roToBAEHMA U UMEIOLLMIA NPU3HAKU
NoA/IMHHOCTY;

3) AOKYMEHT, CO34aHHbIN IOPUANYECKUM UAN GUSUYECKUM MLOM, ODOPMAEHHbIN U
YZAOCTOBEPEHHbIV B YCTAHOB/NEHHOM MOPAAKE;

4) LOKYMEHT, coAepsKaHne KOTOPOro MOXHO CYMUTaTb NOIHbIM M TOYHbIM NPeACTaBleHnem
noATBepXAaeMbix onepaumii, 4eATeNbHOCTU AU GaKTOB U KOTOPOMY MOXHO A0BEPATb B
nocaeayloWmMx onepaumax Uan B nocaeayloulein AeaTesbHOCTU.



23. AYTeHTUYHDbI AOKYMEHT — 37O ...

1) AOKYMEHT, U3roTOBAEHHbIN C cObNt0AeHUEM YCTaHOBAEHHOW GOPMbI AN YACTUYHO

M3MEHEHHbIN;
2) AOKYMEHT, KOTOPbI MOXXHO JI0KaNN30BaTb, HANTWU, BOCMPOU3BECTU U UHTEPNPETMPOBATb;

3) TaKoW IOKYMEHT, Yy KOTOPOro MOXKHO 10Ka3aTb, UTO OH: ABAAETCA TeM, YeM NnpeTeHayeT 6biTb;
6bln CO34aH AW OTNPaBAEH NINULLOM, AENCTBUTE/IbHO CO34aBLUMM UM OTNPABMBLLMM €rOo; a
TaK¥e 6bla co3/1aH UK OTNPaB/EH B TO Bpems, KoTopoe 0603HayeHo.

4) NOKYMEHT, coep’KaHMe KOTOPOTro MOXHO CUMTaTb MOJIHbIM U TOUHbIM NpeAcTaB/eHUeEM
NoATBEPXKAaeMbIX OnepaLni, 4eATeNbHOCTU AN GPaKTOB U KOTOPOMY MOXKHO A0BEPATL B
nocneayowmnx onepaymsax Uam B nocneayowen aeatesbHOCTH.

24, HOHM(I)VHKU,MOHaIIbeIM AOKYMEHT ABAAeTCA NoOTOMY, 4TO...
1) 04HOBPEMEHHO BbINOAHAET HECKOIbKO PasHbIX GYHKLNIA;
2) Bpems oT BpemeHun meHAeT QYHKUUM;
3) pa3Hble AOKYMEHTbI BbIMOHAIOT pasHble GpYyHKLUMK;
4) y LOKYMEHTa ecTb 1aBHas, 0bLlme 1 cneumanbHble GyHKUUN.
25. Mouemy B HayKe A0 CUX NOP He C/I0XKUNOCb eguHoM Knaccupukauum GyHKUMiA AOKYMEHTOB?
1) pYHKUMN AOKYMEHTOB MMEIOT Pa3Hyo NPMPOAY M 3aBUCAT OT KayecTsa U Tuna nHbopmaumu;

2) cnekTp 3TUX GYHKUMIA LIMPOK, TaK Kak MHbOPMALMsA NPOHU3bIBAET BCe chepbl YETOBEYECKOTO
obLecTBa 1 yA0BNETBOPAET camble pa3HOObpasHble NOTpebHOCTH;

3) AOKYMEHTbI CMOCOBHbI BbINOHATL CPa3y HECKObKO GYHKLNIA, UX MHOFAA TPYAHO pa3aennThb
mexay coboir;

4) Bce Ha3BaHHbIE BbILLE NPUYUHDI.

26. 9TK PYHKUMM 06A3aTeNIbHO eCTb Y BCEX AOKYMEHTOB, HO B Pa3HOM COCTaBe KaK aKTyasibHoe
pononHeHue apyrux GyHKUnit. OHM BO3HUKAIOT Y AOKYMEHTA U MOTYT MEHATbLCA B 3aBUCMMOCTHU OT
ycnosuit yHKLMOHUPOBAHUA AOKYMEHTA, OTPAXKalOT pa3Hoob6pa3Hble KOHKpeTHble NoTpebHoCTU
obLectBa UM OTAENBHOIO ero YaeHa.

1) obuue;

2) cneunanbHble;

3) ynpasneHyeckue;
4) regoHUNYECKue.

27.Kak Ha3biBaeTca GYHKUMA JOKYMEHTOB, B KOTOPbIX OTPAXKEHbI: CO34aHUE OpraH13aumm,
YCTaHOBJIEHUE ee CTPYKTYPbI, LUTATHOW YNC/IEHHOCTU; PeriaMeHTauma AeATe/IbHOCTU U KONYeCcTBO
CTPYKTYPHbIX NoApa3saeneHuii u paboTHUKOB; pexxum paboTbl 1 T.Nn.?

1) npaBoBas;



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

28. Ecnn AOKYMEHTbI Ha3bIBaIOTCA «MPUKA3», «pelleHne», «NOCTaHOBAEHUE», «yKasaHue»,
«pacnopaXeHue», TO OHU BbINOAHAIOT (MK BbINOAHANU paHee) GYHKLUMIO ...

1) npaBosyIo;

2) pacnopAaguTenbHyo;
3) KoHTpoONS;

4) opraHM3aLNOoHHYIO.

28. 3Ta GYHKLUMA CBOMCTBEHHA AO0KYMEHTaM, B KOTOPbIX ANA 3annucu nHGopmaLumm Ncnonb3yoTca
pa3nnyHble NpUembl U cUCTEMbI TaliHONUCK, KpunTorpaduun. TakKe 0CO6€HHOCTbIO TaKUX
OOKYMEHTOB ABNAETCA OrpaHUuYeHue B goctyne K mHbopmauuu.

1) ctaTucTMYecKas;

2) nonntuyeckas;

3) 3awuTbl HGOPMaLUUK;
4) KOTHUTUBHAA.

29. [leiicTBMe UM COBOKYNHOCTb AEUCTBUIA, NPUMEHAEMbBIX B Npouecce 3anMcu MHGopmauum,

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

31. Cnoco6 HaHeceHUA A3bIKOBbIX 3HAKOB U 3HaKOB-M306pa)KeHMﬁ Ha NOBEPXHOCTb MaTepuasibHOro
HOocUTenAa Npu NOMoLU OPrTeXHNKu Ha3bIBaETC$|...(Omsem 3anucams CﬂOBGMU)

HayepmamesnbHbil

32 Mpapogutenem MaTpUUHbIX MaTepUabHbIX HOCUTENel ABAAETCA Caeayowmii cnocob

AOKYMEHTUPOBaHUA...



1) HayepTaTeNbHbIN;
2) aneKkTpocTaTUYECKuii;
3) nepdpopupoBaHue;
4) nasepHbIi.
33. Npopgonxute Pppasy: «TpaduyuoHHble cnocobbl OOKyMeHMUpPOBaHUSA NpedcmassneHsi...»
1) HayepTaTeNbHbIM CNOCOOOM;
2) BbiceKaHuem;
3) 4OKYMEHTMPOBAHMEM HA NULLYLLEN MaLLUHE;
4) MexaHW4YecKol 3anuncoio.

34. Kro 1 Koraa Bnepsble OCyLLLeCTBU/1 He TO/IbKO 3anucb, HO U BOCNpou3BeaeHue 3ByKa C
MmatepuanbHoOro Hocutensa?

1) 8 1804 r ¥. Xakkap;
2) 8 1807 r. T. lOHTr;

3) 8 1857 r. CKoTT;

4) B 1877 r. T. 241COH.

35. Kako# cnocob BnepBble N03BO/IMA 3anevaT/ieTb 06beKTUBHYIO BU3yasibHYIO MHPOpPMaLUIO Ha
martepuanbHOM Hocutene?

1) pucoBaHue;
2) *KuBoONUCs;
3) BbIXKMraHue;

4) GOTOXMMUYECKUN.

Bonpocsl Kk 3k3ameny

1.Ponb 1OKyMEHTA B )KU3HU YeJIOBEKa M OOIIECTRa.

2.JlokyMeHTHl B cdepe mpaBa W ymnpapiieHWs. HaydHo-mcropudeckas W MpakTHYeCKas
LIEHHOCTh JOKYMEHTA.

3.BiusiHue Hay4YHO-TEXHUUYECKOW PEBOJIFOIIMY HA PA3BUTHE JJOKYMEHTA.

4.00BeKT U IpeMET JOKYMEHTOBEACHHSI KaK HAYKH.

5.Metopsl HcClieIOBaHUS TOKYMEHTOBETIECKUX MpobaeM. OOIeHayuHbIE U CTICTIHAIbHBIC
METO/IBI.

6.CTaHOBJICHUE U PAa3BUTHE JTOKYMEHTOBEICHHUS KaK HAYYHOUM JUCUIUTUIMHBI.

7.ICTOUHMKHN JOKYMEHTOBEIUYECKUX UCCIIECIOBAHUM.

8. Turbl IOKYMEHTOB, SIBJISTIOIIHECS HCTOYHUKAMU JUTSL IOKYMEHTOBETYECKUX
HCCJIeIOBaHUM.

9.JIOKYMEHTHI, COJIepKaIlle CTUXHHHO CIIO)KMBIIHUECS HOPMBI ¥ IPaBHJIA PAOOTHI

C JOKYMCHTAMMU.


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

10.JIoKyMEHTBI, 3aKOHOJJATEIHPHO PETJIAMEHTUPYIONTHE PadOTy ¢ TOKYMEHTAMHU.
11.YcrapeBuue WCTOYHUKHU, 3aKOHOIATEJILHO pETIIaMEHTUPOBABILINE paboty

C JOKYMEHTaMH.
12.AkTyanpHble HCTOYHHMKH, PpETJIAaMEHTHPYIOIIME COBPEMEHHBIE IIPOLECCHl pabOThI

C IOKYMEHTAMH.

13.IIpaBoBbIe aKThl, W3/1aBacMble BBICHIMMU OpraHaMu (eaepaqbHON 3aKOHOIATETbHOU
rOCyapCTBEHHOU BIACTH U yIPABICHUS.

14.11paBoBbI€ aKThI, U3JaBa€Mble OPraHaMU 3aKOHOAATEIbHONW M MCIOJIHUTEIbHOW BIACTH
cyOobekToB PD 1 MX TeppUTOpUATBHBIX 00pa30BaHMIA.

15.11paBoBbIE aKThI, U3JJaBAEMbl€ PYKOBOACTBOM IPEIIPUITHI U OpraHU3aLHii.

16.IlonsTue «uHMOpMALMs» U €€ POJib B COLUAIBHBIX M KOHOMHYECKHX IpPOIEccaXx.
Crieruduueckue yepThl JOKYMEHTUPOBAHHON HH(OPMAIIH.

17.Ilonarue "pgokymeHt".

18.Ilpu3Haku foKyMeHTa.

19.0cHoBHBIE CBOMCTBA JOKYMEHTOB. OpuruHaibHOCTh. KonuitHOCTh. 1104 IMHHOCTD.

20. QOYyHKINN JOKYMEHTOB. [TpoGnembl ONpeeICHUs KJIaCCU(PUKALMOHHBIX
XapaKTePUCTHUK JJOKYMEHTOB MO (DYHKIIMSM.

21. IlonsiTve 0 ZJOKYMEHTUPOBAHHH, CIIOCO0AX M CPEIICTBAX JOKYMEHTUPOBAHHMS.

22. TpaguuMOHHBIE METObI JOKYMEHTUPOBAHMS.

23. TexHOTPOHHBIE METO/bI JOKYMEHTUPOBAHUS.

24. Metoapl JOKYMEHTUPOBAHUS, IPUMEHSIEMbIE B COBPEMEHHOM JEI0IIPOU3BOJICTBE.

Ilpakmuueckoe 3a0anue Ha IK3amene :

- OTIPEICTTUTh TUT JOKYMEHTa  TIO ero CBOMCTBaM (opuruHaN/Komws;
MO VTMHHBIN/ (pasTbCHPUITUPOBAHHBIN )

- OTIPEICIIUTH CHEIUAIBHYIO (YHKITUIO JOKYMEHTA;

- OTIPENICIHUTh CIIOCO0 JIOKYMEHTHPOBAHHSI.


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

NPUJIoKeHue 2

OueHouyHble cpeacTrsa AJid NpoBeaACHUSA l'lpOMe)KyTO‘IHOﬁ aTrecranuu

K
on
HHIUKAT
opa

Wuaankato
P AOCTHXKEHUS
KOMIIETEHIINHI

O1eHOYHBIC cpe€acTaa

YK -1 CnocobeH ocymiecTBIsATh MOUCK, KpUTHYECKUI aHAIIN3 ¥ CHHTE3 WH(OPMAITIH, IPUMEHSITh
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H

Bomnpocs! k 3k3aMeHy

1. MIcTOYHMKY JOKYMEHTOBETUECKUX HCCIACAOBAHMM.

2. Tumpl  [OKYMEHTOB,  SIBIISIIOLIMECS  HCTOYHHKAMH
JIOKYMEHTOBETYECKUX HCCIIETOBAaHUIM.

3.loOKyMeHTBI, cofepKallie CTHXUITHO CIO0KMBIIMECS HOPMBI U
IIpaBUiIa paboOThI C JOKYMEHTaMH.

4. JIOKyMEHTBI, 3aKOHOJATENBHO pEeriaMeHTHpYIole padboTy ¢
JOKYMCHTaMHU.

5. VYcrapesuiue HCTOYHHUKH,
periaMeHTHpoOBaBIIre paboTy ¢ JOKYMEHTAaMHU.

6. AKTyaJbHbIE HCTOYHHUKH, PETIAMEHTUPYIOIINE COBPEMEHHBIE
Ipo1ecchl PaboThI C JOKYMEHTAMHU.

7. IlpaBOBBIE aKkTHI, N3aBaeMble BBICITUMHE OpTaHaMu (eeparbHOi
3aKOHO/IAaTeNbHOM rOCYy1apCTBEHHO BIIACTH U YIIPaBJICHUS.

8. IlpaBoBBIC aKTHI, H37aBaCMble OpPraHaMU 3aKOHOIATEILHON U
WCTIONTHUTENFHOW BiacTH CcyOpekToB P® w wuX TeppUTOpHaIbHBIX
0o0pa3oBaHUH.

9. IlpaBoBble aKkThl, W3/JaBa€Mble PYKOBOJICTBOM MPEANPHUATHH U
OpraHU3aLNM.

TS

3aKOHOOAaTCIbHO

HToroBnlii TECT

1. JleiictBusi 4esioBeka (C MOMOINBIO TEXHUKH MJIH JAPYTrUX
CPEACTB) MO 3aHECEHMI0 3HAYMMOH MHPOpPMALUM HA MaTepUAIbHBII
HOCHUTEJIb HA3bIBaETCA

1) nadopmaTuzanueii;

2) TOKyMEHTHPOBAaHUEM;

3) 1OKyMEHTallMOHHBIM 00ECIIeYeHHEM YIPaBICHUS;

4) nemonpou3BOJICTBOM.

2. Hajigute npaBuibHOe Npoao/KeHHe (pa3bl «B npouecce
€60€20 PYHKUUOHUPOBAHUA 8 00ULecmEe OOKYMEHN MOMHCEN NPOXOoOUms
HECKONbKO cped — OnepamueHyIo, pempoCneKmueHyo u. ..

1) npodunakTHIECKYIO;

2) IpOTHOCTHYECKYIO;

3) coryiacoBaHus U YTBEPKICHHUS,

4) apXvBHOTO XpaHEHUSI.

3. Ilpopon:xure ppasy: «'CHOY nawna ceoe npodonricenue...»

1) B poccuiickux 'OCTax;

2) B ctanmaprax [SO;

3) B penepanpHbIX 3aKkoHaX PD;

4) B TUNOBBIX MHCTPYKLHAX 10 JEJIOPOU3BOJICTBY.

4. Ilponosxute ¢ppasy «llo cmenenu é1uanus Ha COBpeMEeHHYIO
NPaKTUKY MCTOYHUKH, coAep:Kallde HOPMbBI M MpaBWiIa padoTsl ¢
AOKYMEHTAaMM, 1eJSITCH Ha IBe TPYIIIBI...»

1) MCTOYHWKH, 3aKOHOAATENHHO PETJIAMEHTHPOBABIINE KOTJa-TO
WM PETIIAMEHTUPYIOLIHE 10

HacTosiee BpeMs padoTy C JOKYMEHTaMH;

2) aKTyajbHble HCTOYHHKH, OTPAXKAIOIINE COBPEMEHHBIH OIIBIT,
TpaIUIH JIETONPOU3BOICTBA;

3) ycTapeBmIME HCTOYHHUKH,

HMCIOIIMC TOJIBKO HAY4YHYIO,
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HUCTOPUKO-KYJIBTYPHYIO LIEHHOCTD;

4) MCTOYHMKH, COJAEpI)KAIINE CTUXMHHO CIOXHBIIHECS HOPMBI H
IpaBWiIa,  OTP@KAKOIIME  TPAaAULUMHM W [PAKTUYECKUH  OMBIT
JIeJIOTIPOU3BOJICTBA.

5. Ykaxkure, KaKHe HOPMATHBbLI SIBJSIIOTCS 00513aTeJbLHBIMHU
AJIsl MCIOJIHEHMs] PA0OTHHKAMHU OPraHU3alUHU.

)IIpumepHast HHCTPYKIHSA TIO JEJIOTIPOU3BOJICTBY.

2) MHCTpyKIus 1o AETIONPOU3BOACTBY OpraHU3aIH.

3) I'ocynapcTBeHHBIN CTaHAAPT.

4) denepanbHBIN 3aKOH.

6. 'OCTprl1, pernamentupytommue 10V, Hoesat B PO...

1)o0s3aTenbHEII XapakTep;

2) peKOMeHIaTeIbHBIN XapaKTep

3)obecnieunBaronuii xapakTep;

4) nHPOPMAIOHHO-CITPABOYHBIN XapakKTep.

KonTpoabHas pa6oTa no Kypcy

1. TIpoaHanu3upoBaTh KOMIUIEKT TOJIOBOM MOIMUCKH (TI€YaTHBIN
WJIM 3JEKTPOHHBIN pecypc B ceTH MHTepHEeT) OAHOTO U3 KypHAJIOB,
YKa3aHHBIX B CIIUCKE, 32 JTIOOOH IO U3 MATH MOCIIEIHUX.

5. JlaTp XapakTEepUCTHKYy TEMAaTUKHM CTaTe€dl W MaTepHaoB
xKypHasa. OpueHTHPOBATHCS O KIIIOYEBBIM CIIOBAM, 3arojIOBKaM cTaTei.

6. Y cTaHOBUTh, UMEET JIU KypHaJl CBOU callT B ceTu HTEpHET
(ykaszaTp) W mpemjiaraeT JIM OH DJICKTPOHHYIO BEPCHIO (apXHB) CBOHMX
BBIIyCKOB.

7. [lonp3ysick cnpaBOYHBIMH JAHHBIMH JKypHana, JaTh

0011y 0 XapaKTEpUCTHKY aBTopaM crateit (ykazate ®HO, mecto paboThl U
JOJDKHOCTB). Clienath BBIBOJ] 00 aBTOPAX KYPHAIBHBIX ITyOIHKAIINH.

8. CocraBUTh KOHCIIEKT OJHOW U3 cTaTed (Ha BBIOOP).

OOBeMOM cTaThy A0JKEH OBITh HE MEHEE 3-X )KypHAJIbHBIX CTPAHMII.
Memoouueckue pekomenoayuu

AHalm3 KOMIUIEKTa TOJIOBOH MOJIMMCKHA BEIOPaHHOTO JKypHAama
CIIEAyeT NPEACTABUTD 6 UOe CEA3HO20 MEKCma, B KOTOPOM OyIyT
OTpaKeHbI OTBETHI Ha BCE IIOCTABJICHHBIE BBIIIE BOIIPOCHL, ILHO 6 Ude
maonuybwl.

MHorue U3 nepeurciIeHHbIX HIKE KyPHAIOB IIPeICTaBIEHBI
B apXMBAaX HA COOTBETCTBYIOLIUX KyPHAJIBHBIX CaTax.

B onenke maHHOTO 3aJ]aHKsI OCHOBHOE BHUMaHUE YAENSAETCS
CIOCOOHOCTH CTY/ICHTOB YBUJIETh, C OJJHOM CTOPOHBI, THITMYHOE U
XapakTepHOe I JaHHOT'O HCTOYHMKA, C APYTOH, €ro 0COOEHHOCTH U
MIpENMYIIECTBA.

[Ipu cocTaBneHNH KOHCIIEKTA KypPHAJIbHOHN CTaThU OI[EHUBAETCS
YMEHHUE CXKUMATh HHPOPMAIIUIO, OCTABIISASA KIIOUEBbIE MOMEHTHI TEKCTA,;
COCTABJISITh KOHCIIEKT OT 3-T0 JIMLA WX B Oe3TM4HON opMe, eclii aBTOPOM
cTaThy ObLT BEIOpaHa opMa JTuaiora ¢ YNTaTeeM.

HroroBrrit BEIBOT 0030pa MOKET COEPKaTh PEKOMEHIAITHIO
Ha4YMHAIOIUM JTOKYMEHTOBEIaM 110 BO3MOKHOCTSAM HCIOIb30BAHUS
rH(pOpMaIUU U3 TAHHOTO UCTOYHHKA.

CnHcoK KypHaIoB

19. «/lenonpounzBoacTeom,

20. «JlenonmpounsBoacTso U IOKyMEHTOOOOPOT Ha
MPEIIPUITHIY,

21. «OTeuyecTBEHHbIE apXUBBIY,

22, «BecTHUK apXUBUCTay;
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23. «CexkpeTtapckoe Jeno»,

24, «XopoIuii ceKpeTapby,

25. «Cexkpertapb-pedepeHT»,

26. «CrpaBoYHUK ceKpeTaps U 0pHUC-MEHEIKEPay,
27. «CoBpeMeHHBII odrc-MeHeIKEDP»,

28. «YTIpaBiieHUE TIEPCOHATIOMY,

29. «Kanapogoe geno»,

30. «Kanpoas ciyx6a»,

31. «KanpoBuk»,

32. «CrpaBoOYHUK KaJIpOBHKAY,

33. «Kanpsl npeanpustus»;

34. «MeHeIKMEHT U Kaaphl»,

35. «Hay4Ho-TexHmueckas nHPpOpMaIus»,
36. «bubnuorexkoBeneHUE».

Bomnpocsl Kk 3k3aMeHy

1.Ponp moxyMeHTa B JKW3HU YeJoBeKa U 00IIecTBa.

2.00beKT 1 IpeIMET IOKYMEHTOBEICHUS KaK HAyKH.

3.Meronel  WccneqOBaHUS — JIOKYMEHTOBEAYECKHX  MpoOieM.
OOuieHayyHble U CIeHUaTbHbIC METOIBI.

4.CtaHOBNeHHE W pa3BUTHE JOKYMEHTOBEIEHHUS KaK Hay4dyHOU
JUCIUIIITUHBL.

S.IlonsTe «uHpOpPMALUS» M €€ POJib B COLMAIBHBIX U
9KOHOMHMYECKHX Ipoueccax. Crnenudurdeckrue 4epTsl JOKYMEHTUPOBAHHON
WHPOPMALINH.

6. [lonsitue "noxymeHT".

7. BnusHMEe HAyYHO-TEXHHYECKONH pEBOJIIOLIMM HAa pa3BUTHE
JIOKYMEHTA.

HToroselii Tect

1. Ykaxure BEpHoOE NPOJOIKEHHE ¢dpassr: 3akon
OOKYMEHMAYUOHHO20 OQPOPMAECHUA COUUATNLHO 3HAYUMbLIL COObIMUIL
Oelicmeyem ...

1) TonmbKO 151 OUITHATIEHBIX TOCYAAPCTBEHHBIX COOBITHS;

2) TONBKO JJIs1 OOIIECTBEHHO-TTOIMTHISCKUX COOBITHIA;

3) cyry0o 1ist JINYHBIX, CEMEWHBIX COOBITHIA;

4) ons 10OLIX COOLIMULL, ZHAUUMBIX OJisl OMOEIbHO20 YeN08eKd UU
epynnul Jto0ell.

2. Mocnosno ¢ aamuinu 1080 «Ookymenmy (documentum)
obo3uavaem:

1) 3anuce, nucams,

2) bymaea;

3) 0ozcosop, obs3amenvcmeo,

4) nucbmeHnHOe ceudemenbcmeo, oopaszey.

3. Ykasxcume memoo, xomopwvui HE OTHOCHUTCHA xk memodam
aHanu3a mexcma OOKyMeHmd.

1) koumenm-ananus;

2) Memoo IKCHEPMHBIX OYEHOK;

3) memoo gopmynaproeo ananusa;

4) nuneeucmuyeckas IKCnepmu3d.

4. Basicnetiuum 00ujeHayyHvimM Memooom 01 OOKYMEHMOBeOeHUs
ABNIAEMCSL...

1) kraccugpurayus;

2) Memoo UCMOYHUKOB8EOUeCKO20 UCCie0osanusi 3) aHaIu3a
rpadMUeCKUX JaHHBIX JOKYMEHTa,
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4) KOHTEHT-aHaJIU3.
5.CnoBo «undopmamusa» (informatio) GyxkBajbHO ¢ JaTHIHH
NepeBOANTCS KaK:
1) ‘3Hanue, MoHUMaHUE ;
2) ‘pa3bsiCHEHUE, U3J0KEHUE, OCBEIOMIEHHOCTS ;
3) ‘maHHBIC, CBEACHMS, COOOIICHNUS ;
4) ‘IOKyMEHT, 3aIliCh, TOKA3aTeIbCTBO .
6. MaTepnaJibHOCTH HH(POPMALMH NMPOABJIAETCA B TOM, YTO...
1) uadopmanus u ecTb MaTEpHs;
2) uH(OPMAITHS — 3TO DHEPTHS, a SHEPTHUSI MaTepHaIbHA.
3) uHpopmanus ¢GHUKCHpYETCS OpraHaMd YyBCTB MM APYTHMH
croco0aMy perucTpany MaTepuy, a ClieI0BaTeIbHO, CBsI3aHa C HEH;
4) uadopmarusi — 3TO 3aUKCHPOBAHHBIE M3MEHEHHUS COCTOSIHHS
MaTEepHH U SHEPTHH, 2 OHU MaTepHAIIbHBI.
7. Kak Ha3bIBaeTcs CBOIICTBO HH(OPMALMH, IPOSBJAIONIIEeCs] B
ToOM, 4T0 oHa (uHopmamus) mneperaercs H o0OpadaTbIBaeTcs
YeJIOBEKOM MOPIHUOHHO, OTACIbHBIMH COO0IICHUAMHU?
1) UHBapUaHTHOCTE;
2) TUCKPETHOCTS;
3) CTpYKTYpPHUPOBAaHHOCTb;
4) YaCTUYHOCTb.
8. Ykaxure BepHOe nepevyucieHue CBOIICTB
JOKYMEHTHPOBAHHOH MHpopManunu.
1) uMeeT ceMaHTHYECKHH XapaKTep, KOJUPyeTCcsS CHUCTeMOn
CHUMBOJIOB U 3HAKOB, CTPYKTYpHUpOBaHa U MepeaaeTcs AUCKPETHO, CBsI3aHa ¢
MaTepHaJIbHBIM HOCUTENEM, HOCUT COLMANIbHBIN XapakTep;
2) XpaHWUTCS B MO3T€ YEJOBEKa, KOAUPYETCS CUCTEMON CUMBOJIOB U
3HAKOB, € MPHUCYIIN HHBAPUAHTHOCTh, Y4CTHYHOCTD;
3) CTpyKTypHpOBaHa U Tepefaercs AMCKPETHO, IMpEACTaBISET
co0Ol MaTepuIO UM SHEPTUI0, UMEET CEMaHTHYECKHUI XapaKTep;
4) umeer couuanbHBIE M CEMaHTHYECKHH XapakTep, oOianaer
MHBAapUAaHTHOCTBIO, KOAUPYETCS CUCTEMOM CHMBOJIOB M 3HAKOB.
9. HazoBute nud¢epeHunanbHbie IPU3HAKA JOKyMeHTA?
1) Hanmmuue nHPOPMALMOHHON ¥ MaTEPHAIbHOM COCTaBISIOIINX;
2) CTPYKTYpHOCTh IOKyMEHTa;
3) MOATMHHOCTB;
4) pyHKIIMOHATHLHOCTH IOKYMEHTA.
Y Ompenense Koutpoabnasi pa6oTa no kypcy
K 1.2 |r, uaTepIIpeTHpYET 3ananue
148 pamKupyerT 3. CpaBHUTb TONKOBaHHA TEPMHHOB «uH(pOpMaLHD»,
MHpOpMaILHIo, «IOKYMEHTUPOBaHHAs HMHOpMAIMA», «IOKYMEHT», «3JCKTPOHHBIN
TpedyemMyilo Ui JOKYMEHT» B HOPMAaTUBHBIX M ITPABOBBIX aKTaX.
[peIeHHS 3.1.Bomucath W3 TroCylapCTBEHHBIX CTaHAAPTOB OIpEIeNCHHs
[moCcTaBICHHON TEPMHUHA «JJOKYMEHT):
Bamaqu; I'OCT 16487-70. [1enonponu3BOACTBO U apXUBHOE AEN0. TepMHUHBI
OCYIIECTBIISIET Y OTIpE/IEeTICHHST,
[TOUCK I'OCT 16487-83. Jlenonpon3BoACTBO U apXUBHOE Jey10. TepMUHBI
MH(pOpMAIK  TI0| U OTIPE/IETICHIS,
pa3JINYHBIM THUIIAM| I'OCT P 51141-98. J[lenonpon3BOACTBO U apXUBHOE JIEJO.
3arpocoB TepmuHbI 1 onpeeIeHus;
I'OCT P 7.0.8-2013 [enonmpou3BOACTBO U apXUBHOE [EJO.
TepMUHBI U ONPEIEIICHHUS.
3.2. Brpmucarp u3  ®PenepanpHbix  3akoHOB  Ne 149 «OG6




K

on WNuanankato
P AOCTHXKEHUS OLieHOYHBIE CpeICTBa
AHIAKAT
KOMIIETEHIINHI
opa

nH(popMaIuy, HHOOPMAITMOHHBIX TEXHOJIOTUSAX M 3alluTe HH(pOpMAaIum
2006 . u Ne 15 «O06 wunHbpopMmaiuu, WHPOPMATH3ANMMUA U 3aLIUTE
nHpopMmarum» or 25 sgaBaps 1995 rToma ompeneneHWS TEPMHHOB
«uHpOpMaIUMY, «IOKYMEHTHPOBaHHAS WHQPOPMALUSI», <« JIOKYMEHT» U
«ANICKTPOHHBIA JOKYMEHT» YCTAaHOBHTH, KAaKH€ aCIeKThl (HOCHUTEIH
nH(pOpMAINH, CIIOCOOBI €€ (PMKCUPOBAHIS, IOPUINIECKas CHia JOKYMEHTa
U J1p.) ¥ QYHKIIMU TOKYMEHTA 3aJI0KECHBI B OTHX OTPEIEIICHHSIX.

HToroBnlii TECT

1. Haiinute BepHOe npogos:keHue (ppasbi: «KOpUrHHAIBHOCTH
JOKyMeHTA ABJISAETCSH ...>»

1) cymectBenHbIM (auddepeHanbHpIM) TPU3HAKOM, TaK Kak
XapakTepHa AJIsl BCEX BUJOB U THUIIOB 1OKYMEHTOB;

2) cymectBeHHBIM (nuddepeHnanTbHpIM) CBOWCTBOM, TaK Kak
Heo0X0IMMa 4eJIOBEKY B €ro MPaKTUYECKOH KU3HHU;

3) HecyLIeCTBEHHbIM NMPU3HAKOM AOKYMEHTa, TaK KaK 4eJOBEK B
JNEeMCTBUTEIBHOCTH UMEET JeJI0 HE TOJIBKO C OPUTMHAIAMH JOKYMEHTOB, HO
U C UX KOTIHSAMU;

4) HecyIleCTBEHHBIM, TaK KaK BCTPEUaeTCs HE Y BCeX TOKYMEHTOB.

2. Kak Ha3bIBaeTcsi JOKYMEHT, BIIiepBble CO3JaHHbIIl OJHUM
YeJIOBEKOM WJIM HeCKOJIBKUMU JUIaMu?

1) opurunan;

2) MMOVTNHHUK;

3) nybnukar;

4) xomus.

3. K10, nMeeT npaBo NpuIaBaTh HPUAHYECKYI0 CHIIY KOMUsIM?

1) HOTapmyc;

2) opraHuzarysi, BeIJABIIas JOKYMEHT;

3) HayaNBHUK OTJIENa KaJAPOB JIFOOOW OpraHu3allNu;

4) 3aBeAyIOMKi KaHLENAPHEH JII000ro rocyJapCTBEHHOTO OpraHa.

4. Ilpononxute ¢paszy: «TepMuHBI «OOKyMeHmuposannan
HHPOPMALIMD» U KOOKYMEeHmHAA WHPOPMALHSD) ...»

1) HUYEeM Apyr OT JIpyra He OTIMYAIOTCS M SBJSIIOTCSA IOJHBIMU
CUHOHHMAaMH.

2) coaeprKaT IPOTUBOTIONOKHEIE TIOHSATHS;

3) pasnu4HBI MO MOHATHUHHOMY 00beMy, TaKk Kak He BCsKasd
«IIOKYMEHTUPOBaHHAs! HHOPMAaLUs» SBISIETCS «TOKYMEHTHOW.

4) MOHATHE «JIOKYMEHTHPOBaHHAS WH()OpMAaIWs» IIUpPE TOHSITHS
«JIOKyMEHTHasi HHPOpMaIUsI», TaK KaK yKa3blBaeT HE TOJILKO Ha HaJlMuue
uaeasbHON (MHPOPMALMOHHON) COCTABISIOIIEH, HO W Ha Hald4ue
MaTepHaIbHOIO HOCUTEIS.

5. YkakuTe CBOICTBO [0KYMEHTHPOBaHHOH WH(opManum,
koTtopoe HE SABJISIETCS o6s13aTe/ibHBIM.

1) omepaTHBHOCTS;

2) OIHO3HAYHOCTH TOJKOBAHMS,

3) IOCTOBEPHOCTS;

4) opuLMATBEHOCTD.

6. Cnoco0HOCTL  JAOKYMEHTOB K  THPa)KMPOBAaHMIO,
BOCIPOM3BEIEHNUI0  COJAEpPKAHUSI M MaTepHAJBHOIO  HOCHTeJs
Ha3bIBaeTCd ...

W3MCHCHHBII;

2) [OKYMEHT, KOTOpPhIi MOXXHO JIOKalIH30BaTh, HAWTH,
BOCIPOM3BECTH U UHTEPIIPETUPOBATH;

3) Takoii JOKYMEHT, Y KOTOPOTO MOXHO JJOKa3aTh, YTO OH: SBJISIETCS




K

on HNuaaukaro
P IOCTHKEHHS O11eHOYHBIE CPE/ICTBA
WUHJIUKAT
KOMIIETEHIINH
opa
TEM, YeM TpPeTeHAyeT ObITh; OBbLT CO3MaH WM OTIPABICH JIAIIOM,
JICHCTBUTEIBHO CO3ABIIMM WJIM OTHPABUBINKNM €r0; a Takke ObLT CO31aH
WJIH OTIPABJICH B TO BpeMsl, KOTOpOe 0003HAYEHO.
4) JOKYMEHT, CoJep)KaHUEe KOTOPOr0 MOXKHO CUUTATh IMOJNHBIM H
TOYHBIM MPEICTABICHUEM MOATBEPKIAEMBIX ONEPAIHiA, TeATCILHOCTH I
(haKTOB U KOTOPOMY MOHO JIOBEPSITH B TIOCIEAYIOIIMX ONEPANUIX WIA B
MOCTIeTYIONICH AeSTSILHOCTH.
Y [Ipu 4. N3yunth Temy «CrocoObl U CpeacTBa JOKYMEHTHPOBAHUS) IO
K13 o0OpaboTke yaeoHOMY Ttocoomto H.C. JlaprkoBa. «/{lokymeHnToBenenue» (He panee 2006
MH(pOPMAITHH r. wu3manusi). CocTaBuTh KOHCIEKT 4-i  «CrmocoOsl W CpeacTBa

OTIIMYAET (PaKTHI OT|
MHEHUH,
MHTEPIPETaLni,
OIICHOK,
(hopmupyet
COOCTBEHHBIE
MHEHUS u
CYKICHHUS,
ApryMEHTHPYET
CBOM BBIBOJIBI U
TOUKY

JOKYMCHTUPOBAHUS

BOl'lpOCLI K 9K3aMCEHY

1.OcHoBHBIE CBOICTBa JOKYMEHTOB. OpUrvHaIBbHOCTD.
Konuiinocts. ITomIMHHOCTE.
2.JI0OKyMEHTBI B chepe npasa u yIIpaBJICHUS.

Hayuno-ncTopudeckas u npakrudeckas IEHHOCTh JOKYMEHTa

3.IlpusHaKku TOKyMeHTa.

4. DyHKIUU JIOKYMEHTOB. [Tpobnemst OIIpEACIICHUA
KJIacCU(UKALIMOHHBIX XapaKTEPUCTUK JOKYMEHTOB IO (DYHKLIUSIM.

Hroroselii Tect

1. IlonnyHKIMOHAIBLHBIM JOKYMEHT SIBJsIeTCH NOTOMY, 4TO...

1) 0IHOBpPEMEHHO BBIIOIHAET HECKOJIBKO PA3HBIX (PYHKIIHIA;

2) BpeMs OT BpeMeHHU MEHSET (PYHKIIHNH;

3) pa3Hble TOKYMEHTHI BHIMOIHSIOT pa3Hble (yHKIINY;

4) y IOKyMeHTa eCTb IJIaBHasl, O0IIKE U CrienHaIbHble (VYHKIIHU.

2. Ilouemy B Hayke A0 CHX NOP He CJI0XKWIOCH €IUHOI
KJaaccupuranun GyHKIUA T0KyMEeHTOB?

1) ¢yHKIMM TOKYMEHTOB UMEIOT Pa3HyIO0 TPUPOJYy M 3aBUCST OT
KayecTBa U TUNa HH(opManuy;

2) cmekTp OTUX QYHKOUHA MHPOK, TaKk Kak wH(OpManus
MPOHMU3BIBAET BCe CQephbl YeIOBEUYECKOro OOIIecTBA M YAOBIETBOPSIET
camble pa3HOOOpa3HbIe MOTPEOHOCTH;

3) MOKYMEHTBI CIIOCOOHBI BBIIIOJHATH CPa3y HECKOJIbKO (PyHKIMH,
WX WHOTJIA TPYAHO Pa3/IeuTh MEXKIy COOOH;

4) Bce Ha3BaHHBIE BBIIIE TPUIHHBI.

3. OTn pyHKIHMHU 00513aTEJILHO €CTh Y BCeX JOKYMEHTOB, HO B
Pa3HOM cOCTaBe KaK aKTyajbHOe JAOMOJHeHue Apyrux ¢pynkumii. OHu
BO3HMKAIOT Y JOKYMEHTa M MOIYT MeHSITbCSI B 3aBHCHMOCTH OT
yciaoBuii (yHKIMOHUPOBAHHUS NJOKYMEHTA, OTPAKalOT pa3HOOOpa3HbIe
KOHKPeTHbIe MOTPEOHOCTH 0011eCTBA HJIN OTAEJbHOIO0 ero YWieHa.

1) obmrue;

2) crielanbHbIE;

3) ynpaBieH4ecKue;

4) renoHNYECKHE.

4.Kak HaspIBaeTcsi (YHKIUS [TOKYMEHTOB, B KOTOPBIX
OTpa’KeHbI: CO3JaHMe OPraHW3alMH, YCTAHOBJICHME ee CTPYKTYPHI,
IITATHOI YMCJIEHHOCTH; perjaMeHTalus AeATeIbHOCTH U KOJU4eCTBO
CTPYKTYPHBIX MOApa3/ieJieHuil 1 pa00THUKOB; pPesKMM padoThl M T.1.?

1) npaBoBasi;

2) pacniopsauTeNIbHAas;

3) KOHTpOIIS;

4) opraHu3alMOHHASI.
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5. Eciim [AO0KYMEeHTBHI Ha3BIBAKWTCH «IPHKAa3», «PelIeHHe,
«MOCTAHOBJIEHHE», «YKA3aHUE)», KPACIOPIKEHNE), TO OHH BBITIOJIHAIOT
(WM BHINOJIHSIUIM paHee) PyHKIUIO ...

1) mpaBoBy10;

2) pacropsaIuTeNbHYIO;

3) KOHTPOJIS;

4) opraHu3aIoOHHYIO.

6. DTa (QyHKIHS CBOHCTBEHHA HOKYMEHTaM, B KOTOPBIX JJIsl
3anucu UHGOPMALNHHN HCHOJIb3YIOTCH Pa3jMYHble PHUEMbI U CHCTEMBI
TaliHonucu, kpuntorpaguu. Tak:ke 0c00EHHOCTHIO TAKHX TIOKYMEHTOB
SIBJISIETCSI OTPAHNYEHHE B IOCTYIIEe K HH(POPMATIHH.

1) craTucTudeckas;

2) MoIUTHYCCKAs;

3) 3ammThl HHGOPMAITUH;

4) KOTHUTHUBHASI.

IIpakTHyeckoe 3aJaHue HA IK3aMeHe!

- OTIPENIENIUTH TUT JJOKYMEHTA IO €ro CBOMCTBaM (OPUTHHAJ/KOITHS;
MOJUTUHHBIH/ panbcuUIMpoBaHHBIN ),

- OIIPE/ICIUTD CTICHATBHYIO (QYHKINIO TOKYMEHTA;

- OIIPEAEIUTH CIIOCO0 TOKYMEHTHPOBAHUSL.

3aJa4 B C

OIIK-1 CrocobeH mpuMeHSTh Ha 0a30BOM YpPOBHE 3HaHUSI MCTOPUYECKUX HAYK MPHU PELICHUU
epe cBoel mpodeccHOHAIBHOM AeSTeIbHOCTH;

OIIK-1.
1

3Haer
ICTOPUIO

COBPEMEHHYIO
OpraHU3aLHI0
CHUCTEMBI OpPraHOB|
COCYJapCTBEHHOM
BJIACTHU U
yripaBienus B PO,
OpraHOB MECTHOTO
CaMOYTIPaBJIICHUS U
OpraHu3anui

H

Tect 5

6. K10 u korja BnepBbie 0CylIECTBHJ He TOJIbKO 3alIUCh, HO U
BOCIPOU3Be/IeHNe 3BYKA ¢ MATEPHAIbHOT0 HOCUTEJIsA?

1) B 1804 r XK. XKakkap;

2)B 1807 r. T. FOHT;

3) B 1857 r. CxortT;

4) B 1877 r. T. DnucoH.

7. Kakoii cmocod
00bEKTUBHYI0  BHU3YAJIBHYIO
HOcHTeJIe?

1) pucoBanue;

2) )KUBOITHCH;

3) BEDKHUTaHHUE;

4) poTOXUMHUUECKHUH.

3anevyaTtjieTb
MaTepuaJIbHOM

BIlepBbIe  TO3BOJINJI
uHpopmanmw Ha

IIpakTH4yeckoe 3aganne

Ompenenuts BHAOBON  COCTAaB IOKYMEHTOB JaHHOW  DIIOXH.
Brimmcats Ha3zBaHWS BUAOB JOKYMEHTOB IO TriiaBaM (CTONOIGI 2 U 4), a
3aTeM, MIOJIB3YSICh «Kpatkum CJI0BapeM BUJIOB u
pasHoBUAHOCTEH ToKyMeHToB» 1974 1. (cM. XpectomaTus K pazzeny 1) u
«l'eHepanbHBIM  permaMeHToM», paclpeleNnTh YKa3aHHbE BHIB U
Pa3HOBUAHOCTHU IOKYMEHTOB 10 c(epaM rocylapCTBEHHONW AEATEILHOCTH.
3aHecTH AaHHBIE B TAOJHILY.

ﬂ;aTL TOJIKOBAHHEC BBIIITMCAHHBIM BUJIaM u
Pa3HOBUIHOCTSIM IOKYMEHTOB, II0JIB3YACH «Kparkum CIIOBapeM
...»(cTonber 3).

Han Bup 1 CaoBapHoe Ce
MEHOBaHUE [Pa3HOBHIHOCTH /10 [ompe/ieJieHMe  BHAa  HbLIKa HAl
chepsbl KyMEHTa PA3HOBMIHOCTH JOKYMEHT|[[J1aBY B
rocyaapcrse a mo «Kpartkomy cioBaproj«I'enepan
HHO BU/10B HbHOM
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nesTeIbHOC Pa3HOBUIHOCTEN TOKYMEH [perjiaMeH
TH ToB»(1974) Te» 1720 1.
1 2 3 4

OIIK-1. Brmaneer KounTpoabnas pabdora mo kypcy

2 HAaBBIKAMHU TIOMCKA 1. Ilpoananm3upoBaTh yHnoTpeOiIeHne MOHATUS «TOKYMEHT» U ero
138 0TOOpal CHHOHUMOB «JIEJIO», «Oymara», «akT», «JelloBas Oymara», «CiIyKeOHbIH
ICTOYHHKOB, JTOKYMEHT» TI0 TPEM UCTOYHHKAM (CM. XPECTOMATHIO K pa3feny 2):
KOTOPBIE  BayKHB] - 'enepansHOMY permamenty 1720 r.,
1T - O6meMy ry0epHCKOMY yupexkaeHuto 1775 r.,
KOHKPETHO-UCTOPHU - Obmemy yupexaeHuto muauctepetB 1811 1.
YECKOTO [Ipoananm3upoBath, B KaKHX CIydasxX YIOTPEONSETCS Kaxaoe
WCCIIe/IOBaHUSl  C| TIOHSTHE.
VIETOM IIEHHOCTH| 3aganne
TOKYMEHTAIIEHOTO 3. CpaBHUTh TOJIKOBaHUS TEPMHHOB «wHpOpMAIIH,
MCTOYHHNKA KaK| «IOKyMEHTHpPOBaHHAs  WHGOPMAIUI», (IOKYMEHT», «JIJEKTPOHHBIN
HacCTu JOKYMCHT» B HOPMATHUBHBIX U IIPABOBBIX aKTaXx.
MCTOPUIECKOTO 3.1.Bemucath W3 TOCYNApCTBEHHBIX CTaHIAPTOB ONpEACTICHUS
HACIIeTUsl M aKTHBal TEPMHUHA «TOKYMEHT»:
OpraHu3aluu I'OCT 16487-70. lenonpon3BoACTBO U apXUBHOE Jes10. TepMUHbI

Y OTIpe/IeTIeHHUS;

I'OCT 16487-83. [Jenonpou3BoACTBO U apXUBHOE A€0. TepMHUHbI
U OTpeCTICHNUS;

I'OCT P 51141-98. Jlenmompou3BOACTBO U AapXHUBHOE [EJIO.
TepmuHBI 1 onpeesIeHuUS;

I'OoCT P 7.0.8-2013 [enonpou3BOACTBO M apXUBHOE [EIO.
TepMUHBI U ONPEIEIICHHUS.

3.2. Brpmmcare wu3 ®DenepanbHbix  3akoHOB No 149 «O6
nHpOpMaLH, WHPOPMALIMOHHBIX TEXHOJOTUSAX W 3aILUTe WHGOPMALIUID)
2006 . u Ne 15 «O6 wunHbpopMmaiuu, WHPOPMATH3AMMUA M 3aLIUTE
uHpopmanmu» OT 25 sHBaps 1995 roga ompeneneHUs TEPMUHOB
«uHpOpMaLumy), «IOKYMEHTUPOBaHHAs HHGOPMALUSI», «IOKYMEHT» U
«JIEKTPOHHBIN JOKYMEHT» YCTAaHOBUTb, KAaKHE€ AacCHeKThl (HOCHTEIN
nHpOpMaInH, criocoObl ee PUKCHPOBaHMUS, IOPUIMUECKAs CHJIa JIOKYMEHTa
U 71p.) ¥ QYHKUMHU JOKYMEHTA 3aJI0KEHbI B 3THX ONpPEIEIICHHUSIX.

IIpumepHasi CTPYKTYpa M coep:KaHUe IK3aMeHa:

[Ipomexyrounass arrectanua 10 JuUCHUIUIHHE «OCHOBBI JIOKyMEHTOBEIEHUS» BKIIIOYAET
TEOPETUYECKUE BOMPOCH, TO3BOJISIOMINE OLICHUTh YPOBEHb YCBOCHHS OOYUYaIOMIMMHUCS 3HAHWH, U
NPaKTUYECKUE 3aJaHusl, BBIABISIOMIUE CTENEHb COPMUPOBAHHOCTH YMEHUH U BIaJICHUH, IPOBOJUTCS B
dopme dk3aMeHa U B (hopMe BBITTOIHEHHSI KOHTPOJILHON paboTHI.

DK3aMeH 0 JaHHOW TUCIHITIMHE TPOBOIUTCS B YCTHOI (hopMe Mo 3K3aMEeHAIIMOHHBIM OmiieTam,
KaKABIMA U3 KOTOPBIX BKIIIOYAET 2 TEOPETHUECKUX BOIPOCA U OJHO MPAKTHUECKOE 3aJaHHE.

Iloxka3aTesin 1 KPUTEePUM OLIEHMBAHMS IK3aMeHa:

— Ha OIEHKY «OTJMYHO» (5 OammoB) — oOyd4aromuiicss NEMOHCTPHUPYET BBICOKHI YpPOBEHB
c(OPMHUPOBAHHOCTH KOMIIETEHIIM, BCECTOPOHHEE, CHCTEMAaTH4YeCKOe M TIyOOKoe 3HaHHWE Y4eOHOTro
MaTepHaia, CBOOOAHO BBIIOJHACT MPAKTUYECKUE 3alaHHs, CBOOOAHO ONEPUPYET 3HAHUSMH, YMEHHSIMU,
MPUMEHSET UX B CUTYAIMIX TOBBIIIEHHOH CII0KHOCTH.

— Ha OLEHKY «xopomo» (4 Oamwia) — oOydYaromuiicsi AEMOHCTPHPYET CpEIHUIl YPOBEHB
c(OPMHUPOBAHHOCTH KOMIIETEHLIMI: OCHOBHBIE 3HAHHS, YMEHHS OCBOCHbI, HO [OIyCKalOTCS
HEe3HAYHUTEIbHBIE OITNOKHM, HETOYHOCTH, 3aTPYAHEHUS IPY aHATUTUYECKUX OTIepalysX, IepeHoce 3HAaHNH
Y YMEHUI Ha HOBblE, HECTaHIAPTHbIE CUTYAlLIHU.

— Ha OLEHKY «YIOBJIETBOPUTEJbHO» (3 Oaya) — oO0y4arouuiicsi TEMOHCTPUPYET MOPOTOBBIH



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

yYpPOBEHb C(HOPMHUPOBAHHOCTH KOMIETCHIIMH: B X0/1¢ KOHTPOJIBHBIX MEPONIPUSATHI JOIyCKAIOTCS OLIHOKH,
NpPOSBIAETCA OTCYTCTBHE OTHEIbHBIX 3HAHWH, YMEHHWH, HABBIKOB, OOYYAIOIIMICA WCIIBITHIBACT
3HAYUTENbHBIC 3aTPYAHCHUs MIPU ONEPUPOBAHUN 3HAHUSMH W YMEHHSMH NPH MX MEPEHOCE Ha HOBBIC
CUTYyaINH.

— Ha OIIEHKY «HEeYAOBJIETBOPUTEIbHO» (2 Oamna) — oOydJaronuiicss IEMOHCTPUPYET 3HAHUS HE
6onee 20% TEOpPETHHECKOrO0 MaTepHana, HOIyCKaeT CYIIECTBEHHBIE OLIMOKM, HE MOXKET I10Ka3aTb
MHTEJUICKTYalbHbIE HABBIKHM PEILICHMS POCTHIX 3aad.

— Ha OIEHKY «HEYI0BJIeTBOPUTENbHO» (1 6amr) — oOydaronuiicss He MOXKET TIOKa3aTh 3HAHUS Ha
YPOBHE BOCTIPOM3BEICHUS U O0BACHEHH HHPOPMALNH, HE MOXKET MOKA3aTh WHTEIJIEKTyalbHbIe HABBIKN
peLIeHHs TPOCTHIX 3aj1ad.



