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JIner akryaauszanuu padoueil mporpaMmbl

Pabouas mporpamma nepecMoTpeHa, oocyxaeHa u ogqodpena st peanmszanuu B 2025 - 2026
y4eOHOM roy Ha 3acenanuu kaeapel Ilegarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHHUS

[Ipotokom ot 20 r. Ne

3aB. kadenpoii C.C. BenukanoBa

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u 0100peHa s peanusaruu B 2026 - 2027
yueOHOM roay Ha 3acenanuu kageapsl Ilemarormyeckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

[Ipotokom ot 20 r. Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouas nporpamma nepecmotpeHa, oocyxaeHa u ogodpena st peanuszanuu B 2027 - 2028
yueOHOM roy Ha 3acenanuu kadeapsr Ilemarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

[Iporokomn ot 20 1. Ne

3aB. kadenpoii C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peamzanuu B 2028 - 2029
y4eOHOM roy Ha 3acemanuu kaeapsl Ileqarornueckoro 00pa3oBaHus U JOKYMEHTOBEICHHUS

[Iporokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanmsanuu B 2029 - 2030
yueOHOM rojy Ha 3acenanuu kadeapsl [lemarormueckoro o0Opa3oBaHus U JOKYMEHTOBEICHHS

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




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

- IO3HAKOMUTH CTYJEHTOB C OCHOBHBIMH MOHSTHAMH JOKYMEHTOBEIECHUS KaK HayKH, ee
HAyYHBIM HHCTPYMEHTapHeM: OOBEKTOM, MPEIMETOM, METOJIaMHU HCCIICIOBAHUS, KIFOUEBBIMH
MOHSITUSIMH;

- PACCMOTPETH CIIEKTP OCHOBHBIX IPOOJIEM B 00JI1aCTH TOKYMEHTOBEICHHUS;

- 3aJI0)KUTh TEOPETUYECKHUE OCHOBBI PabOThl C Pa3HOOOPAa3HBIMU JOKYMEHTAMH B
oOuiecTse.

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

Jucuumnuaa OCHOBBI JIOKYMEHTOBEACHHUS BXOAUT B 00S3aTEIbHYIO YacTb Y4eOHOTrO
r1aHa 00pa3oBaTeNIbHON MPOTPAMMBI.

Jigs  u3ydeHus  AMCUMIUIMHBI  HEOOXOAMMBI  3HAHUS  (YMEHHMs,  BJaJCHUsA),
c(OpMHUPOBAHHBIC B PE3YIIbTATE U3YUCHHSI JUCITUTUTUH/ IPAKTUK:

Jlyia ocBoeHMs Kypca HEOOXOAUMBI 3HaHUS, MOJyYeHHBIE B PaMKaxX MOJHOIO CPEAHETro
obpazoBanus o nucuurinaaMm "Mcropus'”, "ObmectBo3nanue", "Pycckuit a3pik""

3HaHus (YMEHHUs, BIAJEHUS), MOTYYCHHbIE IPU U3yYECHUH AAHHON AUCLHUILIIMHBI OyayT
HEOOXOAUMBI JUISl U3yUCHUS TUCIUTLTIH/TIPAKTHK:

JIoKyMEHTaIlMOHHOE 00ecrieueHre apXUBHOTO Jeia U nH(OpMAIIMOHHOH cepbl B PD

JIMHrBUCTHYECKHE OCHOBHI JIEIOBOTO MUChMaA

OCHOBBI CEKpeTapCcKOro 00CITyKHUBaHHS

MonenrpoBaHue CUCTEM JOKYMEHTAIMU OpraHu3aluu

YyeOHast - NpakTHKa IO TMOJIYYCHHIO TEPBUYHBIX MPO(ECCHOHANBHBIX YMEHUN H
HaBbIKOB, B TOM 4MHCJE€ [EPBUYHBIX YMEHUH U HaBBIKOB HAyYHO-MCCJIEI0BATEIbCKON
JESTEIIbHOCTH

NudopmaninoHHble TEXHOJIOTUH B JTOKYMEHTOBEICHUH U ApXUBHOM JIeJe

Beenenue B mpodeccuto

OcHOBBI apXUBOBEICHUS

OCHOBBI yIIpaBJIeHHs OpraHu3anuen

VYy4eOHasi - 03HaKOMHUTENbHAS IPAKTUKA

JlokyMeHTOBEeIEHHE

ApxuBoBeneHuE

Opranu3zanus 1 TEXHOJIOTHS TIOKYMEHTAllMOHHOTO O0eCIeUeHus YIIPaBIICHUS

CoBpeMeHHast opraHu3alys rocy1apcTBEHHBIX yupexaeHuit Poccun

Nudopmannonnoe obecrieueHre ynpaBieHHUs

OCHOBBI Hay4YHO-HUCCIIEN0BATENBCKON AESTEIBHOCTU

3 Komnerenuun odyyaromierocs, popMmupyembie B pe3y/ibTaTe 0CBOCHUS

AUCHUILINHBI (MOAYJIS1) ¥ IJIAHUPYeEMble Pe3yJIbTAThl 00yueHust

B pesynpraTe ocBoeHMsI AUCHMIUIUHBL (MOAyisi) «OCHOBBI JTIOKYMEHTOBEICHUS»
oOyyaroImuiics JoKeH 001a1aTh CIEAYOMIUMU KOMIETEHIIUSAMHU:

KO,Z[ HHJUKATOpa I/IH,I[I/IKaTOp JOCTHIXXCHHA KOMIICTCHIIMH

VK-1 CriocobeH ocyiiecTBIsATh MOUCK, KPUTUUECKUN aHATIU3 U CUHTE3 HH(POpMaIuH, IPUMEHSITh
CUCTEMHBIH ITOAXO0/1 IJIsl PEILICHUS IOCTaBJICHHBIX 3a7a4

YK-1.1 AHanusupyer 3a1auy, BblIeNss ee 0a30Bble COCTABISAIONINE, pACCMATPUBAET
U IpenjaraeT BO3MOXKHBIE BapUaHThl pEIICHHs IIOCTaBICHHOM 3ajayd,
OLICHMBAsI UX JIOCTOUHCTBA U HETOCTATKHU

YK-1.2 Ompenenser, MHTEPIPETUPYET U paHKUpyeT HHPOpMAIUIo, TpeOyeMyro NS
peleHus] MOCTAaBICHHONW 3aJa4yM; OCYILECTBIIIET MOUCK HMH(pOpMAIMU IO
Pa3IMYHbIM TUIIAM 3alIPOCOB




YK-1.3

I[Ipu  o6pabotke wHbOpMamuu  oTIMYaeT (GakThl OT  MHEHHH,
MHTEpHpEeTalnid, OIICHOK, (POPMUPYET COOCTBEHHBIC MHEHHS U CYXKACHUS,
aprYMEHTHPYET CBOM BBIBOJIBI M TOUKY 3PCHUS

OIIK-1 CrnocobeH mpuMeHsATh Ha 0a30BOM YPOBHE 3HAHHS MCTOPUYECKHUX HAYK IMPHU PCIICHHH
3a7a4 B chepe cBoei mpodhecCHOHAIbHOM NeSITCILHOCTH,

OIIK-1.1 3HaeT KCTOPUI0O U COBPEMEHHYIO OpPraHu3ali0 CHUCTEMBbl OPraHoOB
roCy/lapCTBEHHOW BJIACTH U ympaBieHus B P®D, opraHoB MeCTHOro
CaMOYIIPABJICHUS M OpraHu3alui

OIIK-1.2 Bnaneer HaBbikaMu noucka MU OTOOpAa MCTOYHUKOB, KOTOPbIE Ba)KHBI JJIS

KOHKPCETHO-UCTOPHUUICCKOI'O HCCIICAJOBaHUA C Y4€TOM LOEHHOCTH
AOKYMCHTAQJIBHOI'O HMCTOYHHKA KaK 4YaCTU HUCTOPHUYCCKOIO HacJICIaus H

dAKTHBA OpraHu3ann




4. CTpyKTypa, 00bEéM U coep:KkaHue TUCHUIIMHBI (MOAYJIs)
OO0mas TpyI0€MKOCTh JUCIUIUIMHBI COCTAaBIsieT 3 3a4eTHBIX enuuuil 108 akax. gacoB, B TOM
qyuce:
— KOHTaKTHas pabora — 24,6 akaj. 4acoB:
— aynuTopHas — 6 akaJi. 4acos;
— BHeaynuTopHas — 18,6 akaj. 4acos;
— caMOCTOsITebHAs paboTa — 74,7 akaJ. 4acos;
— B (hopMe MpaKkTUIECKOM o AroToBku — 0 akaj. Jyac;,
— IMOATOTOBKA K 3K3aMeHy — 8,7 akaj. yac

dDopMa aTTCCTalluH - OK3aMCH

AynutopHast g
KOHTaKTHas paborta E 3 ®dopma TeKyIero
Pasnen/ Tema 2 (B axaz. acax) & E‘ Brn . KOHTPOIIA Kon
> & © | caMOCTOSTEeNBHOM | ycleBaeMocTU U
JTACIUTUTAHBI ) S ., | KOMIIETeHIUH
g £ paboThI TIPOMEKYTOUHOM
Tlek. mab. | mpaxT. zZ aTTecTalyy
3aH. | 3aH. O &
1. PA3JIEJT 1.
JOKYMEHTOBEJEHUE KAK
HAVYKA
IToBTOp
JIEKIUOHHOTO
TEOPETHYECKOTO
Mmarepuana,
HOJI'OTOBKA K VK11,
1.1 1. Pomp nmokymMeHTa B TCKYIIeMY IIpakTuueckoe VK-1.2,
JKH3HU qeJoBeKa ul 1 |0,25 0,5 10 | TecTvpoBanHio, 3amanue Nel VK-1.3,
ob1ecTBa ;aff:::;:_ Tect k pazneny 1 OIIK-1.1,
paccyXIeHus Ha OTK-1.2
TeEMY
«JlOKyMeHT B
YKHU3HU 00ILECTBA U
YeJI0BeKay




1.2 2 HcTounuku
JIOKyMEHTOBETIECKUX
HCCIIeIOBaHUH

0,25

0,5

10

IToBTOp
JIEKLIHOHHOTO
TEOPETUYECKOTO
Mmarepuana,
MOJIrOTOBKA K
TeKyIeMY
TECTHPOBAHHUIO,
MOATOTOBKA
o030pa 1o
MePHOANIECKIM
U3JIaHUSAM B
obyacti
JIeJIOTIPOU3BOJICTB
a 1 apXUBHOTO
nena. AHanus
HUCTOPUYECKUX
HCTOYHHKOB;
COCTaBJICHHE
KOHCIIEKTa C
UCTIOJIb30BaHUEM
MIPUEMOB CIKaTHUS
HCXOAHON
HHPOPMAIHIH;
pedepuposanue u
AHHOTHPOBAHKE
Hay4YHOU
JIATEPaTypHI;
OLICHUBATH U
BBISIBIISITH 00BEM U
Ka4eCTBO
HHPOPMAITUH,
npeagaraeMon
HMHTEPHET-
HUCTOYHHUKAMH 110
JeTIOTIPOU3BOJICTB
Y U apXHUBHOMY
Jieny.

IIpakTuueckoe
3amanue Ne2
Tecr k pazneny 1

VK-1.1,

VK-1.2,

VK-1.3,
OIIK-1.1,
OIIK-1.2

Wroro no pazneny

0,5

20

2. PA3JIEN 2.
"MHOOPMAIUS"
"JOKYMEHT"

[TOHATUA

u

21 2.1 TonsTne
«uH(popMaLu» U ee POJib B
COIMATBHBIX u
HKOHOMHUYECKUX
nporeccax.
Crenuduyeckue
JIOKyMEHTUPOBaHHOM
uH(pOopMaIH

4epThl

0,25

0,5

20

IToBTOp
JIEKIIMOHHOTO
TEOPETUYECKOTO
MaTepHaa,
MOJrOTOBKA K
TEKyLIeMy
TECTHPOBAHHIO,
aHamu3
JOKYMCHTAJIbHBIX
HUCTOPUYECKUX
HUCTOYHHUKOB,
MOHSITHHHOTO
amnmapara
HOpPMATHUBHBIX U
MPaBOBBIX aKTOB.
AHaiu3 TepMHHa
"undopmarus”.

IIpakTueckoe
3aganue Ne2
Tect k pazneny 2

VK-1.1,

VK-1.2,

VK-1.3,
OIIK-1.1,
OIIK-1.2




IToBTOp
JIEKIIUOHHOTO
TEOPETH-YECKOTO
Mmarepuana,
IIOJTOTOBKA K
TEKyLIeMy
TECTUPOBAHHIO,
YTCHHE U aHAJIU3 YK-11,
2.2 TlousatHe "HOKyMEHT'. IIpakruueckoe VK-1.2,
IMpusHaku ©  CBOMCTBa 0,75 1 10 | MOXYMCHTAIBHBIX 3ananne No2 YK-1.3,
HUCTOPUYECKUX
JIOKyMEHTa HCTOUHIKOB: Tecrt k paznery OIIK-1.1,
’ OIIK-1.2
aHanmu3
yrnoTpebaeHus
TEPMHHOB
(TOKyMeHT,
Oymara, JIeJ10, aKT,
JOKyMEHTHPOBAH
Hast uH(opMarys).
IToBTOp
JIEKIITMOHHOTO VK-1.1,
23 OcHOBHEIC CBONHCTBA TEOPETUYIECKOTO IIpaxTuyeckoe VK-1.2,
' 0,5 0,5 7 MaTepHana, 3aganue Ne2 VK-1.3,
AOKYMCHTOB IOJITOTOBKA K Tecr k pazneny 2 OIIK-1.1,
TEKyLIeMY OIlK-1.2
TECTUPOBAHHIO.
HWroro no pazneny 1,5 2 37
3. PA3JIEJT 3. ®VYHKIUU
JOKYMEHTOB U CIIOCOBbI
JOKYMEHTHUPOBAHUA
COLIMAJILHO  3HAUYMMOM
NHOOPMAIININ
IToBTOp
JIEKIUOHHOTO
TEOPETUYECKOTO VK-1.1,
MaTepuana, IIpakTuueckoe YK-1.2,
3.1 dyHKUMU TOKYMEHTOB 0,5 9 MOJrOTOBKA K 3a1aHue 3 VK-1.3,
TEKyIIeMY Tecr k paznmeny 3 OIIK-1.1,
TECTUPOBAHUIO, OIlK-1.2
aHamu3 QYHKIUHA
JIOKYMEHTOB.
1 CocraBnenue
KOHCIIEKTa C
HCTIOIb30BaAHHEM
H;I/ICG)JI;I/IO?)]? C?KaTjISI YK-11,
3.2 CrnocoObl ¥ cpencTsa HUCXOIHOMI Tpaxmirieckoe YK-1.2,
) 0,5 8,7 . 3ajanue 3 VYK-1.3,
JOKYMEHTHUPOBAHHUS nHbopMaIHH; Teer x paszeny 3 OIK-1.1,
pedepuposanue u OTIK-1.2
AHHOTUPOBAHHE
Hay4YHOU
JUTEPATYPHI
Wroro no pazneny 1 17,7
Wroro 3a cemectp 2 4 74,7 JK3aMeH
HToro no gucLUIINHE 2 4 74,7 3K3aMeH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Marepuan npeacTaBieH B CIIEKTPE MPOOJIEMHBIX BOMPOCOB. TeXHOIOTHE MOHUTOPHHTA
pe3ynbTaTOB 00pa30BaTENIbHON JIESITEILHOCTU SIBJISIETCS 9K3aMEH, BBICTABIISIEMBIH C Yy4E€TOM
peiiTuHra 1Mo pe3yiabTaTaM CTYJEHTOB B pa3HOOOpa3sHBIX BHUJAX JACITEIbHOCTH —
yueOHO-1103HaBaTEIbHOM, YaCTUYHO-TTIOMCKOBOM, PENpOIYKTUBHOM. Conepxanue
CaMOCTOSITeNIbHOIM paboThl paccyUTaHO Ha (OPMUPOBAHHE YMEHHI pedepupoBaTh, COCTABIATh
Hay4yHbIe O0030pBI MO MaTepuanaM IEePUOIUIYCCKUX H3AaHUN, BKItoudas VHTepHeT-u3naHus
npo(ecCHOHANBHBIX ~ HAYYHO-NPAKTUYECKUX  KYpPHAJIOB €  Ienbio  (opMupoBaHUS
caMmopa3BHBaroIIeiics nH(POpMAIIMOHHO-pecypcHOil cpenpl. KonTakTHast pabora mpearmonaraet
MH(OPMaLlMOHHO-KOMMYHUKAIIMOHHBIE ~ 00pa3oBaTelbHbIE TEXHOJOTMH —  OpraHHU3alus
00pa3oBaTeNbHOIO  MpoIlecca, OCHOBAaHHAas HAa  MPUMEHEHMH  CIECHHAIU3UPOBAHHBIX
OPOrpaMMHBIX Cpell M TEXHHYECKHX CpeICTB paboTel ¢ wuHbopmanued, B T.U.
JICKOUA-BU3YyalIn3alusd — JCMOHCTpaluAa y‘IGGHbIX MaTcepHraJioB, NPCACTABIICHHBIX B PA3JIMYHBIX
3HAKOBBIX cucTeMmax. IIpakTuyeckoe 3aHATHE B (QoOpMe IMpe3eHTAlM — IMPeICTaBICHHE
pe3ysbTaTOB IPOEKTHOM WJIM HCCIENOBATEIbCKOM  JESITENbHOCTH C  HCIOJb30BAHUEM
CHEIHAIM3UPOBAHHBIX TPOTPAMMHBIX CpE.

6 YueOHO-MeTOIMYeCKOE 0O0ecredeHue CaMOCTOSITeIbHON padoThl 00y4arouXCsl
[Ipencrasneno B npuioxxenuu 1.

7 OueHoYHbIe CPeICTBA IJIf IPOBEIeHUs POMEKYTOUYHOM aTTecTaluu
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAMYeCcKOEe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUITHHbBI (MOYJIs1)

a) OcHoBHas1 IMTEpaTypa:

1. lokyMeHTOBEIcHUE | YICOHUK U IPaKTHKYM 151 By30B / JI. A. JloponuHa [u ap.] ; nox
penakuueit JI. A. JloporuHoi. — 3-e u3a., nepepad. u mon. — Mocksa : M3narenscTBo KOpaiit,
2024. — 336 c. — (Breicmiee oOpaszoBanme). — ISBN 978-5-534-15753-6. — Tekcr
snektponuslii  //  OOpasoBarenvHas  mimarpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/536394 (marta obpamienus: 10.04.2024).

2.KazakeBuu, T. A. JlokymeHTOBeZeHHE. J[OKyMEHTAllMOHHBIN CEpBUC . YUEOHUK U
npaktikyM st By3oB / T. A. Kazakesuu, A. . Tkamuu. — 2-e u3j., ucnp. U gomn. — MocKsa :
WznatensctBo FOpaiit, 2024. — 167 ¢. — (Briciiee obpazoBanue). — ISBN 978-5-534-06273-1.
— Tekcr : oanekrpounsii // O6paszoBatenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/538386 (nara oopamienus: 10.04.2024).

0) lonmotHuTeEIBHAS TUTEPaTypa:

1.KoxymkoBa, H. B. Crpykrypa nokymeHta. CHCTEMBl  JOKYyMEHTallWH.
VYHupuuupoBaHHas cucTeMa OpPraHM3aLMOHHO-PACHOPSAUTENLHON JIOKyMEHTAlUu: o0Ine
TpeOoBaHMUs K COCTaBICHUIO U opopmieHHIO : ydyeOHoe ocodue / H. B. Koxymikosa ; MI'TV. -
Marnutoropck : MI'TVY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ Tutyin. skpaHa. -
URL: https://host.megaprolib.net/MP0109/Download/MObject/20594 (mata oOpameHus:
10.04.2024). - MakpooObekT. - TekcT : 3meKTpoHHBIH. - CBeneHHs IOCTYIHBI TaKke Ha
CD-ROM.

2. MeToao0russ MCTOPHUECKUX HCCAeI0BaHui . mpakTukym / cocraButens M. H.
IToremkuna ; Marauroropckui roc. Texuudeckui yH-T uM. I'. . HocoBa. - Marnuroropck :
MITY um. I'. U. Hocoma, 2019. - 1 CD-ROM. - 3arn. ¢ turym »okpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2638 (nata obpamenus: 10.04.2024). -
MakpooOBbeKT. - TeKCT : aMeKTpoHHBIH. - CBeneHus noctymnHbl Takke Ha CD-ROM.



https://urait.ru/bcode/536394
https://urait.ru/bcode/538386
https://host.megaprolib.net/MP0109/Download/MObject/20594
https://host.megaprolib.net/MP0109/Download/MObject/2638

B) MeTonuyeckue ykazaHus:

CamocrosiTenbHas paboTa CTYJCHTOB By3a . mpakTukyM / cocraBurenu: T. I'. Heperuna,
H. P. Ypazaena, E. M. Pazymona, T. ®. OpexoBa ; MarHuTOropckuii roc. TeXHU4ECKUN YH-T UM.
I'. Y. HocoBa. - Maruurtoropck : MI'TY um. I'. 1. Hocoga, 2019. - 1 CD-ROM. - 3aru. ¢ tutyin.
skpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/2391 (xara oOparieHus:
10.04.2024). - MakpooObeKT. - TekcT : 37eKTpoHHbIH. - CBeacHHs H0CcTyHbI Takke Ha CD-ROM.

Mertoauyeckre yKa3aHUs IO BBINOJIHEHUIO JOMAllHUX 3aJaHUi IpeJCTaBICHbl B
[Tpunoxxenun 1 x PI1]]

r) [Iporpammuoe odecnneuenne u UHTEepHET-pecypcehl:

IIporpammHoe o0ecnieueHue

HaumenoBanue .
o Ne morosopa Cpok neiicTBUS JTULEH3UH
MS Office 2007 |, 135 o1 17.09.2007 Gecopoaro
Professional
7Zip CBOOOJIHO PACIPOCTPAHIEMOE OECCPOYHO

IIpodeccnonanbubie 0a3bl JAHHBIX U HHPOPMAIMOHHBIE CIPABOYHbIE CUCTEMbI
HasBanue kypca CchbllIKa

OnekTpoHHbIe pecypcebl 6ubanoreku MI'TY um. https://host. megaprolib.net/MP0109/Web
I'.1. HocoBa
Poccuiickass  T'ocymapctBeHnass ~ OuOnmoreka.
Karanoru
MexnayHapoaHas 0aza MOJIHOTEKCTOBBIX
KypHAJIOB Springer Journals
[TouckoBas cucrema Axamemusi Google (Google

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

http://link.springer.com/

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

Scholar)

HanmonaneHas uHGOpPMAIMOHHO-aHATUTHYECKAS
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IMPUJIOXEHHUE 1
Y4edHOo-MeTOoAMUYECKOE 0OOecTIeYeHHe CAMOCTOAATEIbHOI PadoThI 00yYaKIIUXCSl

PA3AEJ 1. JOKYMEHTOBEJIEHUE KAK HAVKA

Ilpakmuueckoe 3ad0anue Nel

1) MO3HaKOMUTHCS C akTyaJbHBIMU HCTOUYHUKAMU, COJIEPKALINE CTUXUHHO-CIIOKUBIINECS
HOPMBI U npaguna PAOOTHI C JOKyMEHTAMU;

2) HAy4YHTbCS COCTABJIATH 0030pHl MyOJMKALWMH Ha OCHOBE HAYYHO-TPakTHUYECKUX
JKYPHAJIOB IO 1en0lIPOU3BOJCTBY U apxuBHOMY JIEIIY;

3) nozHakoMuthes ¢ «l'eHepanbHbIM pernameHToM» 1720 roga u «KpaTkuMm ciioBapeM
BHUJIOB M PA3HOBUHOCTEHN mokymentoB» 1974 1.;

4) peKOHCTPYHPOBATh COCTAB CUCTEM YIIPaBJIEHUECKOH pokymentalinu IleTpoBCckoil aroxu.

1. Ilpoanamu3upoBaTh KOMIUIEKT TOJOBOM MOAMMCKU (TIEUATHBIA WU SJICKTPOHHBIN
pecypc B cetn VIHTEpHET) OJTHOTO W3 KypPHAJIOB, YKa3aHHBIX B CIIMCKE, 3a JIIOOOW TOJ W3 ISTH
MOCJIETHUX.

1. Jlatb XapakTepUCTHKY TEMAaTHKH CTaTed M MaTEepUalIoB >KypHaJa.
OpueHTHPOBATHCS 110 KIIFOUEBBIM CJIOBAM, 3ar0JIOBKaM CTaTeH.

2. YcTaHOBUTH, UMEET JIM KypHall CBOH cailT B cetu MHTepHer (ykas3arh) u
IpEeJIaraeT JIu OH JEKTPOHHYIO BEPCHIO (APXUB) CBOMX BBIITYCKOB.

3. [Tonb3ysick  cIpaBOYHBIMKM ~ JAaHHBIMH  JKypHaJa, JaTb  OOIIYyIO

XapaKkTepUCTHKY aBTopaM crateit (ykazatb @O, mecTto paboThl U JOKHOCTH). Crenarb

BbIBOJI 00 aBTOpax KypHaJIbHBIX ITYOJUKALIUMI.

4. CocTaBUTh KOHCIIEKT OJHON M3 cTared (Ha BBIOOP). OOBEMOM CTaThu

JOJKEH OBITh HE MeHee 3-X JKypHAJIBHBIX CTPAHUII.

Memoouueckue pexomenoayuu

AHalM3 KOMIUIEKTa TOJOBOH IMOAMUCKK BBIOPAHHOTO JKypHaJla CIEIyeT NpPEACTaBUTH 6
6ude C6A3H020 MeKcma, B KOTOPOM OyAyT OTpa)K€Hbl OTBEThl HAa BCE IOCTABIICHHBIC BBIIIE
BOIIPOCHI, JIU00 6 6ude madauyvl.

MHorue U3 TEepeurCIeHHBIX HHXKE JKYpPHAJOB MpPEJCTAaBICHbI B apxuaX Ha
COOTBETCTBYIOIIUX KYPHAJIBHBIX CaiTax.

B omeHke naHHOrO 3a7aHuss OCHOBHOE BHUMAaHME YJIENAETCS CHOCOOHOCTU CTYAECHTOB
YBHUJIETh, C OJIHOW CTOPOHBI, THITMYHOE W XapakT€pPHOE JJIsl TaHHOTO MCTOYHHUKA, C JPYrOH, ero
0COOEHHOCTH M IPEUMYIIECTBA.

[lpr cocraBneHWM KOHCIEKTa >KYpHAJIBHOW CTAaThH OIIGHUBACTCS YMEHHE CXKUMATh
UH(POPMALINIO, OCTABIISISL KIIFOUEBblE MOMEHTBI TEKCTa; COCTABIIATh KOHCIIEKT OT 3-TO JIMLA WX B
0e311uHOM popme, eciiu aBTOpOM CTaThu ObLI BhIOpaHa (hopMa Juaora ¢ YNTaTeJIEM.

HToroBsrii BBIBO/] o030pa MOKET coJepxarb PEKOMEHAALINIO
HAYMHAIOIINM J0KyMeHTOBE/IaM IO BO3MOXKHOCTSM HCIOJB30BaHUA WH(GOpPMAIMKA W3 JTaHHOTO
UCTOYHUKA.

Cnucok )KypHaJioB
«Jlenonpou3BoCTBOY,
«J1en1onpou3BoJCTBO U JOKYMEHTOOOOPOT Ha MPEANPUSTUN,
«OTeuecTBEHHbBIE APXUBBIY,
«BecTHHK apXxHBHCTaY;
«Cexperapckoe JIe5oy,
«Xopoumi ceKpeTapb,
«Cexpetapb-pedepeHT»,
«CripaBOYHHK cekpeTaps 1 oprc-MeHepKepay,
«CoBpeMeHHBI! orc-MeHeKep»,
«YmpaBieHrEe IEPCOHATIOM,
«Kanposoe geno»,
«Kanposast ciyx6a»,
«KamgpoBuk»,
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14. «CrpaBOYHUK KaJpOBUKAY,
15. «Kanpel npeanpusTus»;

16. «MEHEeIKMEHT U KaJIpbl»,
17. «HayuyHo-TexHuueckast HHpOpMAIIH,
18. «bubnnorekoBeneHUE.

2. Ilpounrtars «l'eHepanpHbiii persiameHT» 1720 r.(cm. Xpecromatus K pasueny 1).
Onpenenutsb, Kakue cepbl TOCYJapCTBEHHOMN J1eATENbHOCTH, 10 MHeHUIO [leTpa I, HeoOxoaumo
ObUIO  yHOpSAOYMBAaTH C TOMOINBIO gokymentOB?  Bbimucath cdepsl  rocynapcTBEHHOMN
JesTeNIbHOCTH B Tabnuiy (cM. @opma tabmnuibl, cronbder 1).

Onpenenutb BHUIOBOW COCTaB gokymeHTOB JIaHHOM dMoxu. BreinmucaTeh Ha3BaHUS
BUJIOB 0kyMeHTOB 10 TJIaBaM (CTOJOLBI 2 U 4), a 3aTeM, NoJIb3ysch «KpaTkuM ciioBapeM BUJIOB U
pa3HOBUAHOCTEH nokymentoB» 1974 1. (cM. Xpecromatusi Kk pazgeny 1) u «['eHepanbHBIM
periIaMeHTOM», paclpeieNuTh YKa3aHHbIe BHIbl M PA3HOBUIHOCTHU mokyMeHTOB IO cepam
roCyJIapCTBEHHOM AESITeIbHOCTU. 3aHECTH JIaHHbIEC B TaOJIHUILY.

JlaTb TONKOBaHME BBIIMCAHHBIM BHJaM M Pa3HOBHUJHOCTSM ZOKYMEHTOB, IIOJIb3YSICh
«Kpatkum cioBapem ...»(cromader 3).

Haumeno Bua n CuaioBapHoe onpejesieHue CcblLIK
BaHMe cepbl [Pa3HOBHIHOCTD JokymenT| BUAA M PA3HOBUIHOCTH 10KyMeHTa | 4 HA IJIaBY B
roCyAapCTBEHHO a no «Kparkomy ciioBapro BuoB u | «['eHepaibHO
W JeATeJILHOCTH pa3HOBUIHOCTEM nokymenTOB»(197 M
4) perjiamMeHTe»
1720 r.
1 2 3 4

Tect k pazneny 1
1. Ykaxurte BepHoe mpojaosxeHue ¢ppaspl: 3aKoH 00KyMEHMAYUOHHO20 OPopMaeHUA
COUUANbHO 3HAYUMDBLI COOBIMUTL Oelicmeyemnt ...
1. TonbkO I OPUIMATIBHBIX TOCYIaPCTBEHHBIX COOBITHS;
2. TOJBKO JUIs OOIIECTBEHHO-TIOIUTUYECKUX COOBITUH;
3. cyry0o IS TUYHBIX, CEMEHHBIX COOBITHIA;
4. nys 1r00bIX COOBITHH, 3HAUUMBIX JUIsl OT/I€IBHOTO YeJIOBEeKa UM IPYIIIbI JTHOACH.
2. JlelicTBuA 4esioBeKa (C MOMOIIbI0O TEXHUKH MJIM JPYTHX CPEACTB) MO 3aHECEHHIO
3HAYMMOI MH(pOPMALMM HA MATEPHAIbHbII HOCHTE/Ib HA3BIBACTCS
1. undopmaruzanmei;
2. JOKYMEHTHUPOBaHHEM;
3. JOKYMEHTaIlMOHHBIM 00ECTICUeHHEM YyITpaBIICHHS,
4. nenonpou3BOJACTBOM.
3. JIoc/10BHO ¢ JIATBIHU CJI0BO «T10KyMeHT» (documentum) obo3Hauaer:
1. 3amucek, nucars;
2. Oywmara;
3. Z10rOBOp, 0053aTEIHCTBO;
4. TNHCbMEHHOE CBUETEILCTBO, 0Opasell.
4. TloHsiTHE «TOKYMEHT» SIBJISIETCS. ..
00BEKTOM JIOKYMEHTOBE/ICHNS,
IIPEIMETOM JOKYMEHTOBEACHMUS;
LEJbI0 IOKYMEHTOBEICHMUS;
VCTOYHUKOM JIOKYMEHTOBEACHHUSI.
5 BpemeHneM BO3HUKHOBEHHS MePBbIX IOKYMEHTOB MOKHO CYUTATH JMOXY:
1. 5500-3300 r. mo Hareit 3psl;
2. 20 TeIC. IET HaA3a/;
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3. 988 . (kpemenue Pycu v osiBIIeHNE CIIaBIHCKOW MUChMEHHOCTH);
4. CpemHEBEKOBBE.

6. ITosb OTJ1E — 3TO:
1. aBTop mepBoro yueOHUKA MO JOKYMEHTOBEACHHUIO;
2. OIWH U3 OCHOBaTelei HayK TOKYMEHTOBEACHUE U HH(OPMATHKA;
3. YYeHbIH, KOTOPbIN BBEJI B OOMXO/ TEPMHUH «I0KYMEHTOBEICHUE;
4. yueHbIH, KOTOPBIN BBEJ B O0MXO/ TEPMHUH «ITOKYMEHT.

7. TengeHumsi ynmorpeodasiTb TEPMUHBI «1eJI0Basi 0yMaray», «akT», «1ej10» B PyCCKOM

sI3bIKE BMECTO CJI0BA «IOKYMEHT» COXPAHSIACh:
1. 1o1720r.;
2. 1o XIX Beka;
3. 1020-xrr. XX B.;
4. no 30-x rr. XX B.
8. TunuyHbie PYHKIMU MEHEIKMEHTA OTPA’KEeHbI B IIOHSITHN:
1. ympaBneHueckas cuctemMa JOKYMEHTALUs;
2. OpraHu3alrOHHO-TIPABOBAs JOKYMEHTAIUS;
3. (unaHCOBas JOKyMEHTAIIHS;
4. yHupuUIMpOBaHHASA JOKYMEHTAIUSI.
9. CoBpemMenHasi YHH(PUIMPOBAHHASA CHCTeMa [JOKYMEHTAIlUM YYTeHa U
CHCTEMATH3UPOBAHA B...
1. OKV[;
2. cranaaprax ISO;
3. mocranopienusx [IUK u CHK;
4., «IenepanbHOoM periamenTe» 1720 r.

10. KT0 Miin 4T0 3acTaBHJI CO BpeMeHeM 0TKa3aThCl OT TEPMHUHA «IeJioBasi Oymaray,
OPUEHTHPOBAHHOI0 HA MaTePUAIbHbINH HOCUTEIb, U MIEPEHTH K TEPMHUHY «TOKYMEHT»?

1. Oxtsa6pnckas peBomtorust 1917 r.;
2. Texuuueckwii mporpecc;

3. THoxs Otine;

4. Tlocranosnenue [IK n CHK.

11. Haiigute mnpaBuiIbHOe mnpoao/keHue ¢passl «B  npouyecce ceoeco
¢dynukyuonuposanua ¢ obuwiecmee OOKYMEHmM MOMCEM RNPOXOOUMb HECKOJIbKO Ccped —
onepamugHyI0, pempocneKnmusHyio u...

npoUIaKTHIECKYIO;

2. TPOTHOCTHYECKYIO,;

3. COrIacoBaHMA U YTBEPKICHUS;

4. apXWBHOTO XPaHEHUS.

12. C TakuMHn HayKaMH, KaK apXuBOBeJleHHe, KHUTOBeJleHHe, OUOJINOTEeKOBEAEHNeE,
oudauorpagoBeaenne, Teopus HHPOpMANUHM, AOKYMEHTAJIMCTHKA, TOKYMEHTOBelIeHUe
uMeeT 00IMI/-y10/-H1e:

1. uens

2. 00BeKT;
3. mpeamer;
4. 3amaym.

13. CoBOKYNHOCTH NMPHEMOB M ONEPALUil MO3HAHUSA W NMPAKTHYECKOH AesATeTbHOCTH
WIH CHoco0 JOCTHIKEHHMSI OIpeNeJeHHbIX Ppe3yJbTATOB B IO03HAHMHM M IPAKTHKeE
Ha3bIBaeTcH...

1. cpencrBowm;

2. cnocobom

3. MeTomoM;

4. 0OBEKTOM.

14. Yxaxure mertoa, xkoropelii HE OTHOCUTCSH k merogam aHaaM3a TeKCTa
JOKYMEHTa.



1. KOHTCHT-aHAIMU3;

2. METOJI SKCTIEPTHHIX OIICHOK;

3. merox GopMyISIPHOTO aHAIIN3a,

4. JIVMHTBUCTUYECKAs dKCIEPTH3A.

15. K uncay oomenayunsix meronos HE OTHOCHUTCA:

1. cucTeMHBIN;

2. MOJEIMPOBAHUS,

3. HaOIIOACHMS;

4. KOHTCHT-aHaJIN3.

16. Baxkneilmum 001IeHAYYHBIM METOA0M VISl JOKYMEHTOBEAeHUS SBJIAETCS. ..

1. xinaccudukanus;

2. METOJ HCTOYHHUKOBEIYECKOTO HCCIEA0BAHUS

3. ananmu3a rpa)UYecKUX JAHHBIX JTOKYMCHTA,

4, KXOHTEHT-aHAJIN3.

17. MocaenHue necATHIETUS TOKYMEHTOBe/IeHHE CTPEMHUTCH K TOMY, YTOOBI CTaTh
MEXKINCHUIIIMHAPHON, COOMpAaTelbHOM HAYKOW W CO31aTh TEOPHMI0 O JOKYMEHTe W
AOKYMEHTHOW KOMMYHHUKAIIUM I pellleHusl MPAaKTHYeCKUX 3a1a4 B KOHKpeTHOH cdepe
AOKYMEHTHOH JesTteqbHOCTH. Kakoe Ha3BaHue mpeasaraercsi y4YeHbIMHM ISl J3TOH
o0o01maomei Hayku?

1. nmoxymeHTosOrHus;

2. (QoHIoBeneHUE;

3. HCTOYHHKOBEJIECHHE;

4. mnaneorpadus.

18. JoxymenTroBenenue, no muenuro H.C. JlapbkoBa, 10/2KHO H3y4aTh ...

1. BCIO COBOKYITHOCTH JOKYMEHTOB, BOSHUKAIOIINX B JEATEILHOCTH Pa3BUTOTO OOIIECTBA;

2. TOJBKO YHPaBIEHYECKYIO U MPABOBYIO JOKYMEHTAIIUIO;

3. TOJBKO TEXHHYECKYIO JJOKYMEHTAIIHIO;

4. BCIO JOKYMEHTAIINIO, BOSHUKAIOIIYIO B OpraHU3alUsX.

19. OTHOCATCS 1M HOPMATHBHO-METOINYECKHE AKTHI K MCTOYHUKAM, H3y4YaeMbIM B

AOKYMEHTOBeIeHUH ?
1. Ja.
2. Her.

3. [a, HO TONBKO MOCTe MPEKPAIICHUS X JCHCTBHSL.
4. ]Jla, HO TONBKO JACUCTBYIOIINE B HACTOSIIIUNA MOMEHT.

20. Pacnosio:kuTe B XpOHOJIOTMYECKOM NMOPSIAKe cielylolie HOPMATHBHO-TIPABOBbIE
aKThbI:

1. T'enepanbHbIi periiaMeHT;

2. T'ocynapcTBeHHas cucTeMa JOKYMEHTALMOHHOTO 00ecreueH sl yIpaBiIeHus;
3. Hexper Coaapkoma «O TOpsIKE YTBEPKICHHUS U OITyOIIMKOBAHUS 3aKOHOBY;
4. OOmee yupexaeHre MUHUCTEPCTB.

21. Ilo Ha3BaHHUIO ONpefe/uTe, K KAKOMY YPOBHIO HOPMATHBHO MeTOAUYeCKOi 0a3bl
JAOY wmoxnHo ObL10 Obl oTHecTH Ilpukaz Munucmepcmea Kyabmypvl U MAcCCOBbIX
kommynukauuii Poccuiickoit @edepavuu om 8 noaops 2005 2. Ne 536 (2. Mockea) «O munoeoii
UHCIMPYKUUU NO 0eS10NPOU3600CMEY 6 (hedepanbHbIX Op2anHax UCHOJIHUMENbHOU 61aCMUY»

1. [IpaBoBble aKThl, W3/1aBaeMble BHICIIUMU (eepaTbHBIMU OpraHaMU 3aKOHOJATENIbHOM
BJIACTHU U YIIPABIICHUA.

2. IlpaBoBbIe aKTHI, M3/aBacMble BBICIIUMH (peaepatbHBIMH OpraHaMH HCIIOTHHTEITBHOM
BIIACTH.

3. IIpaBoBbIC aKTHI, W3/IaBAEMbIE OpraHaMHU 3aKOHOJATEIFHOW M WCIIOJHUTEILHOW BIIACTH
cyobekToB PD u repputopuaibHbIX 00pa30BaHUiA.

4. TlpaBoBble aKThl HOPMATHMBHOIO M MHCTPYKTHBHOro Xapakrtepa mo JOVY, uznaBaembie
PYKOBOACTBOM KOHKPETHBIX NPEANPUATUI U OpraHU3aluil.

22. llponosxute ppasy: «I'C/JOY nawna ceéoe npodonxcenue...»



1
2
3.
4

B poccuiickux 'OCTax;
B cranaaprax [SO;
B (heqepanbHBIX 3aKOHaX PD;
B TUMOBBIX HHCTPYKLHUAX O JEIOMPOU3BOICTBY.

23. Ilpopoaxure ¢ppasy «llo ceoemy cmamycy MCTOUHHUKH, COJAep:KalIMe HOPMBI U
NnpaBuja padoThl ¢ JOKYMEHTAMH, AeJIATCH HA IBe TPYNIIbI...»
1.

How

VCTOYHMKH, 3aKOHOJATEIBHO PErNIAMEHTUPOBABIINE KOIAa-TO MJIM PErVIAMEHTUPYIOLIUE
10 HacTosIlee BpeMs paboTy C JOKYMEHTaMU;

aKTyaJlbHble ~ MCTOYHMKHM,  OTP@XKAIOIIME  COBPEMEHHBIH  ONBIT,  TPaJUuLUU
JIeJIONPOU3BOICTBA U HEMTOCPEICTBEHHO BIMSIOIIME HA IPAKTUKY PaOOThI C TOKYMEHTaMU;
yCTapeBIINE UCTOYHUKH, UMEIOIIME TOJIbKO HAYUYHYIO, HCTOPUKO-KYJIbTYPHYIO LIEHHOCT;
WCTOYHUKH, COACPXKAIUUE CTUXUUHO CJIOKUBLIMECS HOPMBI M IIPABWIIA, OTPAKAIOLIUE
TpaJuLIUU U PAKTUYECKUH OIIBIT J1EJI0IPOU3BOICTBA.

24. Ilpoposxute ¢pasy «llo cmenenu 6i1uanus HA COBPEMEHHYI0 NPAKTUKY
HCTOYHUKH, COAep:KAllMe HOPMbI U NMPaBHJIa PadoThl ¢ JOKYMEHTaMH, JeJATCH Ha JBe
rPyHIbl...»
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1. ucrouHuku, 3aKOHOJIaTEIbHO perIaMeHTUPOBABILIHE KOTZja-TO WU
periiaMeHTUPYIOLIHE [0 HACTOosIIee BpeMs paboTy C TIOKYMEHTAMU;

2. aKTyaJbHBIE HWCTOYHHMKH, OTPAXKAIOIIME COBPEMEHHBIH  OMBIT,  TPAIUINAN
JIEJIONIPOU3BO/ICTBA;

3. ycTapeBIIME WCTOYHHKH, HMEIONIME TOJBKO HAy4YHYI, HCTOPHUKO-KYIBTYPHYIO
LIEHHOCTB;

4. WMCTOYHMKH, COJEpPIKAIINE CTUXUHHO CIIOKUBILUECS HOPMBI U MpaBUia, OTPAKAOLIIE
TpaZULUU U PAKTUYECKUH OIBIT JEJIOIPOU3BOICTBA.

5. K kakoi KaTeropuu/siM HCTOYHUKOB OTHOCATCH MUCbMOBHUKH U (popMyIApHUKH?

VCTOYHUKH, 3aKOHOJATEJIbHO PEIVIAMEHTUPOBABIINE KOTAA-TO WM PETIAMEHTUDPYIOIUE

10 HacTosIIee BpeMsl paboTy ¢ JOKYMEHTaMU;

aKTyaJIbHble ~ MCTOYHMKHM,  OTP@XKalOIME€  COBPEMEHHBI  ONBIT,  TPagULUU

JIEIIONIPOU3BO/ICTBA;

yCTapeBUINE HCTOYHUKH, UMEIOLINE TOJIBKO HAyYHYI0, HCTOPUKO-KYJIBTYPHYIO IEHHOCTB;

VCTOYHMKH, COJEPKAIIUE CTUXUUHO CIIOKMBIIMECS HOPMBI M IIPAaBWJIA, OTpa)karolue

TpaJuLUU U PAKTUYECKUH OIBIT JEJIOIPON3BOJICTBA.

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

rOCyIapCTBEHHBIE CTAH1aPTHI,

TUIIOBBIE UHCTPYKIUH,

MIMCbMOBHHUKH,

(bOpMYIISIPHUKU.

7. 'ocypapcTBeHHBIEC CTAHAAPTHI MO padoTe ¢ JOKYMEHTAMH NMOSABUJINCE...

B XV Beke,

B XVII Beke,

B XIX Beke,

B XX Beke.

8. K kakoii kaTreropuu/siM HCTOYHHUKOB OTHOCUTCH :KypHal «CHnpaBo4YHHK

cekperaps u ouc-MeHeLKepa»?
1.

»w

2

VCTOYHMKH, 3aKOHOJATEIBHO PErNIAMEHTHPOBABIINE KOT'Ia-TO WM PETJIAMEHTHPYIOIINE
0 HacTosIee BpeMs paboTy C JOKYMEHTaMU;

aKTyaJibHble ~ HMCTOYHMKHM,  OTpPaXalolllhe  COBPEMEHHBIH  OMbBIT,  TPaTULUN
JIEeII0NIPOU3BOJICTBA;

yCTapeBIINe HCTOYHUKH, IMEIOIINE TOJIbKO HAYYHYIO, HCTOPUKO-KYJIBTYPHYIO IEHHOCTb;
VCTOYHUKHU, COAEPXkAIIUE CTUXUUHO CJIOXKUBILIMECS HOPMBI U IPABWJIA, OTPAKAIOLINE
TPaAULMHU U NPAKTUYECKUN ONBIT JEIONPOU3BOCTBA.

9. Eciu HOPMATHBHBIN JOKYMEHT Ha3bIBACTCS «THIOBasi HHCTPYKUMDY, «THIOBOM

periiaMeHT» HJIN «THIIOBas HOMCHRJIATypa aeJ», K KaKkomMy YPOBHIO



HOPMATHBHO-METOAUYEeCKO 0a3bl ciIeAyeT ero OTHeCTH?

1. mpaBoBbIE aKThl, W3aBa€Mble BBICIIMMHU TOCYJAapPCTBEHHBIMH OpraHaMu ¢eaepaibHON
3aKOHO/IATENIbHOM BJIACTH U BBICIIUMH OPTaHAMU YIIPaBJICHUS;

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

3. TpaBOBBIC aKThHI, M3JaBacMble OPraHAMH 3aKOHOJATECIHLHON M HCIIOJHUTEIBHON BIACTU
cyObekToB PD 1 BX TeppUTOpHATBHBIX OOpa30BaHUI;

4. TpaBOBBIC AKTHI, U3/1ABAEMbIC PYKOBOCTBOM MPEINPUATUNA U OpTraHU3ALIH.

30. Ykaxure ypPOBeHb/M HOPMATHBHO-METOJAUYECKON 0a3bl, KOTOPbI/ble MOKHO
pa3leJuTh HAa JBe MOATPYNNbI — «00lHMe NPaBOBble W HOPMATHBHBIE AaKTBhD» M
«cnenuajbHble (Y3KOBeIOMCTBEHHbIE) IPABOBbIE AKThD).

1. mpaBoOBBIE aKThI, U3JaBAEMbIC BBICIIUMHU TOCYJAPCTBCHHBIMU OpraHamMu QeaepalbHON
3aKOHOJATEIbHOW BJIACTH U BBICIIMMU OpraHAMHU yTIPABJICHHUS;

2. TPaBOBBIC aKThI, U3/1aBaeMbIe (peiepaIbHBIMU OpraHaMU UCTIOJTHUTEIHLHOM BIIACTH,

3. MpaBOBbIE aKThl, H3JaBacMble OpraHaMH 3aKOHOJATENbHON M HCIIOJHUTENBHON BJIacTU
cyobekToB PD u ux TeppuTopranbHbIX 00pa3oBaHui;

4. TpaBOBbIEC aKThI, U31ABAEMbIE PYKOBOJICTBOM MPEANPUATUN U OPraHU3aLIUN.

31. YkaxnTe, Kakue HOPMATHBBI fIBJSIOTCA 00§13aTeJbHBIMU JJIsl HCIHOJHEHUS
pPadOTHUKAMH OPraHU3AIUU.

1. TlpumepHast UHCTPYKIHUS 110 JAEJIOMPOU3BOICTBRY.

2. HHcTpyKuws 1o AeI0Nnpou3BOACTBY OPTaHU3AIIIH.

3. TocymapcTBEeHHBIN cTaHIAPT.

4, ®depnepanbHBIN 3aKOH.

32. Ykaxute, B KaKOii M3 TMpPeICTABIEHHBbIX TIPYNN HOPMATHBHO-NIPABOBBIX
JOKYMEHTOB, HA3BaHbI AKThI OJIHOT0 YPOBHSI.

1. mocTaHOBJICHHS MPaBUTEIbCTBA CyOBeKTOB P®, THIOBOE MOJIOXKEHUE, WHCTPYKIIUU
(mpaBuia) MO JAENONMPOM3BOACTBY OpraHu3aluu, Ta0enu YHUPHUIMPOBAHHBIX (opm,
QIb0OMBI  0JIAHKOB, TOJIOKEHHUS O JEJIONPOU3BOJICTBE, O PadOTE C MEPCOHATBHBIMH
JTaHHBIMU;

2. KOJIEKCHI, (QelepalbHbIE KOHCTHTYIIMOHHBIE  3aKOHBI, (enepalbHbIC  3aKOHBI,
MOCTaHOBJICHUS MTPaBUTENbCTBA, YKa3bl [Ipesunenta PO;

3. Komekcel, (¢eAcpanbHbIE KOHCTHUTYIIMOHHBIE  3aKOHBI,  (eaepalibHbIe  3aKOHBI,
MOCTAHOBJICHUSI TIPABUTENHCTBA, YKa3bl [Ipesunenta PO, mocTaHOBIEHNS MPAaBUTEIHCTBA
cyObekToB PD, mocTaHOBIEHNUS TJIaB aIMHUHUCTPALIHH;

4. TIOCTAaHOBIIEHUS  TpaBUTENbCTBA  CcyObekTOoB  P®D,  komekcel,  (enepaiabHbIe
KOHCTUTYIITMOHHBIE 3aKOHBI, (penepanbHble 3aKOHBI, MOCTAHOBJIEHUS IMPaBUTEILCTBA,
ykasbl [Ipesunenta P®, uHCTpyKIMs MO JEIONPOU3BOJCTBY OpraHMU3aliH, Tabenb
YHUQHUIIMPOBAHHBIX (GOPM, alTbOOM OJIaHKOB.

33. I'OCTpl, peranamentupyromue 10Y, Hocsar B PD...

1. 00s13aTebHBIN XapakTep;

2 pPEKOMEHIaTeNbHBIN XapaKTep

3. 00ecTreunBarOIINA XapaKkTep;

4 WH(OPMAIIMOHHO-CIIPABOYHBIN XapakTep.

PA3EJI 2. IIOHATUA "MUHOOPMALUA" 1 "JOKYMEHT"

Tema 1. Ilonstue «uHdopManus» 1 €€ pojib B COLUATBHBIX U SKOHOMUYECKUX
npoueccax. Crneunduueckue 4epThl JOKYMEHTUPOBAHHOW MH(DOpMauu

Tema 2. [lonsitue "noxkyment". [Ipu3Haku u CBOMCTBA JOKYMEHTA

Tema 3. OcHOBHBIE CBOMCTBA JOKYMEHTOB



Tect k pazgeny 2
[IpakTuueckoe 3aganue No2

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

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

— panopt renepain-npokypopa Cenata M.}O. TpyOernkoro wmmmeparpuiie
Enuzasete [letpoBHe o npuesne B [lerepOypr u3 Spocnapis TeaTpaibHON TPYIIITHI
¢.r. Bonkosa 3 ¢espans 1752 r.;

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

- nocranoBienue BIHMK u CHK PCOCP "O nopsake nonb30BaHUsS
neyaTsiMu ¢ rocynapctBeHHbIM repoom PCOCP" ot 15 nexabps 1936 r.;

— noctanoByieHusa LIK KIICC u Coera munucrepcts CCCP "O mepax no
COBEPIICHCTBOBAHUIO U y/ICIICBICHUIO anmnaparta yrpasyieHus" ot 13 oktsaops 1969
T.;

— VYka3 llpesunenta PO "O BHeceHMM HW3MEHEHHU W JONOJIHEHUW B
[Tonoxenue o MopsiIKEe pacCCMOTPEHHMS BOMPOCOB IpakaancTBa PD" ot 27 nexabps
1993 r.;

— VYka3 [Ilpesupenta P® "O crpykType deaepalbHbIX OpraHoB
rucnoJiHuTeapHOU Biaactu" ot 11 ssuBaps 1994 r.;

— Menepanbhblil 3ak0H "O0 nHDOpMaIuu, THOOPMAITMOHHBIX TEXHOJIOTUSIX U
sammTe nHbopmaruu" 2006 1. Ne 149 —@3;

— FOmopucTuuecknii ;xypHan «Kpoxoaun»;

— DK3aMEHalMOHHAs BEIOMOCTb.

Memoouueckue pexomernoayuu

IIpu onpenenenun GpyHkuuii nonp3oBatbess Tabnuneit Ne 5 (CneunanbHble
(yHKUIHN) B TEOPETUYECKOM paszfene 3.

IIpn yYKa3aHAH byHKUMN IPUAEPKUBATHCS caeayrouen
MIOCJIEIOBATEIbHOCTH:

a) BBISIBUTh MCXOJHYIO (YHKIUIO JOKYMEHTa, TO €CTh OIpPEAeTUTh LEb
bukcupoBanus UHPOPMAIIUKA HAa MOMEHT €T0 COCTABJICHUS,

0) OTMETUTh, Kakue PYHKIUU JOKYMEHT MOXET BBITIOJIHATh  CETOJHS.

2. [lpuBecTu 1o 2 mpuMepa peanbHO U3JaHHBIX JOKYMEHTOB, 00JIaJal0LINX
CJIEIYIOUUMU CIIEUUATbHBIMU (PYHKIUSMU:

- YIIPABJIEHYECKOH,

- IPaBOBOW,

- II03HABATEIBLHOM,

- 00ILEKYIBbTYPHOH,

- y4era,



- Pa3BJIEKATEIBHOM.
Memoouueckue pexomernoayuu 2
[Ipumepsl TOKYMEHTOB, BBITIONHSIONIMX YKa3aHHBIE BhIME (DYyHKIINH,
JOJDKHBI COMPOBOXAATHCA yKa3aHWEM BHAa JTOKYMEHTA, 3ar0JIOBKA M JIAThI €ro
u3aHus. MOXKHO TPHBECTH TPUMEPHI JTOKYMEHTOB Pa3IUYHBIX HCTOPHUUCCKHUX
ATOX.

3. Cnenatb TEKCTOBOE OMHCAHUE OJJHOTO JHOOO0TO0 YepTexka (CxeMbl / rpaduka
/ nuarpaMMbl (TE€XHUYECKOTo AoKyMeHTa). CpaBHUTh CKOPOCTh BOCIPHITHS
uH(GOpPMAaIIUU B TEKCTOBBIX U TEXHUYECKUX IOKYMEHTAX.

Memoouueckue pexomenoayuu 3

[lomobpaTe W TPUIOKUTH B KauecTBE WIUIIOCTpAlMU obOpasel Jro00ro
HEOOJIBIIOTO TEXHUYECKOIO JOKYMEHTA, MPEACTABISAIOIIErO COOOM YepTex WIu
CXEMYy pacHOJIOKEHUSI 4YacTed, OOBEKTOB U T.M., TpaduK, AUarpamMmy U IMpod.,
HaIpUMep, YepTeK HEOOJBIIOrO U HECIOXKHOIO YCTPOICTBa, CXeMy Mpoe3aa WU
MO’KapHOM IBaKyalluu.

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

CpaBHuTe BpeMsi, 3aTpau€HHOE Ha BOCIIPOU3BEACHNE HHPOPMAIIH B KaXKI0M
ciydae.

[ToripoOyiiTe OOBACHUTH MPEUMYIIECTBA TEXHUYECKOW JTOKYMEHTAIUU I10
CPaBHEHHUIO C TEKCTOBBIM OTMHCAHHUEM.

4. IlpuBegute npumep  nukrorpaMmmbl. K kakomy  crnocoOy
JIOKYMEHTHUPOBAHMS OTHOCUTCS TUKTOTpadus?
Memoouueckue pexomernoayuu 4
Crioco6 moxyMeHTUpOBaHUS onpeAesTh o kiaccudukanuu H.C. JlappkoBa
(cm. XpecromaTus k pasaeny 3.)

Tect k pazneny2
IIpome:xxyTounbiii TecT 2. OCHOBBI JOKYMEHTOBEAECHUS
Buumanue! IpasunvHvix omeemoe modicem Obimb HECKONLKO.

1.CioBo «undopmanus» (informatio) 6ykBajabHo ¢ JATHIHA MEPEBOTUTCS
KaK:

1) ‘3HaHue, MOHUMAaHUE ;

2) ‘pazbsiCHEHUE, U3JI0KEHHE, OCBEIOMIIEHHOCTh ;

3) ‘nmaHHBIE, CBEJICHHS, COOOIICHUS ;

4) ‘IOKYMEHT, 3allHiCh, I0KA3aTEIIbCTBO .

2. B oTeyecTBEHHOM 3aKOHOAATEJbLCTBE CErOJHSI MPHUHATO CJeaylolnee
onpejaejieHUue MOHATHS «HH(OPMALH):

1) 3HaHMS O IPUPOJIE U OOIIIECTRE;

2) HenmpepbhIBHOE M3MEHEHHE (JBUKEHUE) U B3aUMOJEHCTBUE MATEPUATbHBIX
00BEKTOB;
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3) obo3HaueHHe COAEpKaHUS, TMOJYYEHHOE HAaMHU W3 BHEIIHETO MHpPa B
npoliecce npucnocabiuBaHus K HEMY HAC U HAIlIUX YYBCTB;

4) cBeneHusi (CooOIIEHHWS, JaHHBIC) HE3aBUCUMO OT (OopMBI HX
MPE/ICTABIICHHUS.

3. Kakum cnnoco0oM 4es1oBeK nmoJsyyaer uHGopManuio usBHe?

1) BocHpuHUMaeT opraHaMud YyBCTB (C TOMOIIbIO MEPBOMl CUTHAIBLHON
CHUCTEMBI);

2) BOCHPUHUMAET pEYEBbIE CHUTHAIBI (C TOMOIIBIO BTOPON CHUTHAILHOMN
CUCTEMBI);

3) uadopmarus XpaHUTCSI B MO3TE YeJIOBEKa, U OH €€ MIPOCTO BCIIOMUHAET;

4) c NOMOIIBIO YYUTENEH U POAUTEIIEH.

4. Ykaxxurte BepHoe npoaoskenue ¢ppasni: «Mupopmayua —mo ...»

1) marepus;

2) sHeprus;

3) maTepus ¥ SHEPTUs OJAHOBPEMEHHO;

4) He matepusi U He dSHeprus, a 3adUKCUPOBaHHBIC OJarojapsi MaTepuu
WU3MEHEHUS COCTOSIHUS MaTEPUU U SHEPTUU.

5. MarepuajbHOCTh HH(POPMALIUM NPOABJISAETCH B TOM, YTO...

1) undopmarus u ecTh MaTepus;

2) uadopMarnus — 3TO SHEPTUs, a SHEPrUusl MaTeprajbHa.

3) unpopManua (UKCHpPYETCS OpraHaMHd YyBCTB WJIM JPYTUMH CIIOCOOaMu
perucTpanuy MaTepuu, a CIeA0BaTeNIbHO, CBS3aHa C HEW;

4) uadopmanus — 3T0 3a)UKCUPOBAHHBIE U3MEHEHHSI COCTOSIHUS MAaTEpUH U
HHEPrUH, @ OHU MATEPUATTbHBI.

6. Kak Ha3piBaeTcsl cBOICTBO HH(OPMAILIUH, NPOSABJISAIOLIEECS B TOM, YTO
oHa (MH(popMauusi) nepeaaercs U o0padaTbIBaeTCHd YeJI0BEKOM IMOPIHUOHHO,
OT/AeIbHBIMHU COO0IICHUAMM ?

1) MHBapUAHTHOCTS;

2) IUCKPETHOCTH;

3) CTPpYKTYpUPOBAHHOCTb;

4) 4aCTUYHOCTb.

7. CemanTH4ecKknii (CMBbICJI0BOI1) XapakTep HH(OPMALIUM NPOABJIAETCS B
TOM, 4TO...

1) undopmanus nepenaercs B BUAE OTACIbHBIX COOOIICHMIA;

2) mocnenoBaTeabHO KOJIUPYETCS;

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

4) UCTIOIB3YETCS OT/IETBHBIM YEJIOBEKOM HJIM COLIMYMOM.

8. Mo:ket jiu fokyMeHT coaep:xkatbs HEconuansnyw napopmanuio?

1) na, Tak ObIBaeT BCer/a;

2) na, B HEKOTOPBIX CIy4asiX, HapuMep, Korja JOKYMEHT NepeHa3HaueH I
IIPOYTEHUS HE YEJIOBEKOM, a MalIMHOM;

3) HeT, TOJNBKO B Clly4asiXx, Korga wHbOpMamus HE MpeaHa3HadYeHa s
HIMPOKOTO KCIIOIb30BaHUS U TUPAKUPOBAHMUS;

4) HeT, TOoraa 3TO HE IOKYMEHT.

9. SlBastercss JM KJETKa JKHBOI0 OPraHU3Ma JOKYMEHTHPOBAHHOM
uHpopmanmei?



1) ma, tak kak ona conepxutr uHpopmarmio (JIHK) 3anecennyro Ha
MaTepUAJIbHBIA HOCUTEIID;

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

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

4) HeT, Tak KaK KJIeTKa He MaTepusl.

10. Yxkaxure BepHOe IepevYHucIeHHe CBOWCTB JOKYMEHTHPOBAHHOM
HH(poOpMAaLHH.

1) umeeT cCEeMaHTHUYECKUM XapakTep, KOAUPYETCS CUCTEMOM CHMBOJIOB H
3HAKOB, CTPYKTypHpOBaHa M MepeaaeTcsl TUCKPETHO, CBsI3aHA C MaTepUalbHBIM
HOCHUTEJIEM, HOCUT COIIMANIbHBIN XapaKTep;

2) XpaHHUTCS B MO3I€ YEJIOBEKA, KOJUPYETCS CUCTEMOI CUMBOJIOB M 3HAKOB, €1
MPUCYII UHBAPUAHTHOCTh, YACTUYHOCTb;

3) CTpYKTYpHpOBaHA U MEPEIACTCS JUCKPETHO, MIPEICTABIISET COO0I MaTEPHUIO
WJIU DHEPTHIO, UMEET CEMAaHTUUYECKUI XapaKTep;

4) wuMeeT CcOUMaJIbHBIN W  CEMAHTHMYECKHH  XapakTep, o0namaer
WHBapUAHTHOCTHIO, KOAUPYETCS CUCTEMOM CUMBOJIOB U 3HAKOB.

11. Ipoaosxure ¢pa3zy: «TepMuHBI «OOKYMEeHmupo8anHas
uHopManusa» U KOOKyMeHmHas NHPOPMaILAAD ...»

1) HUYeM ApyT OT Apyra HE OTIUYAIOTCS U SABJISIOTCS MOJHBIMA CHHOHUMAaMU.

2) coaeprKaT MPOTUBOIOJIOKHBIC TOHSTHUS;

3) pa3IuuHbBl 1O TMOHITUHHOMY 00bEMy, TaK KakK He BcCsKas
«JIOKYMEHTUPOBaHHast HH(OPMAIIUS SABISETCA «IOKYMEHTHOW.

4) TNOHATUE  «JOKYMEHTHUpOBaHHas WHGOpMalUs»  [MHUPE  MOHITHUS
«JIOKyMEHTHass WH(oOpManus», TaK KaK YyKa3blBaeT HE TOJIbKO Ha HAJIU4YUe
uaeanbHoN (MH(POPMAIIMOHHOM) COCTABIISIONICH, HO U HA HAJIMYUE MaTepPUaIbHOTO
HOCHTEJIS.

12. YkaxurTe CBOWCTBO JOKYMEHTHPOBAHHOW HHOpMAIUU, KOTOpOeE
HE SABJISIETCH o6s13aTeIbHBIM.

1) onepaTUBHOCT®;

2) OIHO3HAYHOCTH TOJIKOBAHUSI;

3) 10CTOBEPHOCTD;

4) obUHaTEHOCTB.

13. MoO:KHO JI CYUTATH JOKYMEHTOM 4eJI0BeKa, CAe/JIaBIIero TATYMPOBKY
Ha Teqe?

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

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

3) HeT, Tak Kak 4YeJIOBEK He TMpeAHA3HAueH MJisg XpaHEHHUs, OOIIECCTBEHHOTO
WCIIOJIB30BaHUS U MEepe/ladyi BO BpPEeMEHHU U IIPOCTPAHCTRE;

4) nma, Tak KaK 3TO MaTepualibHbIA OOBEKT, C 3aHECEHHOW Ha Hero (crocooom
MPUIYMaHHBIM Y€JIOBEKOM) COIIMAIbHON WH(MOpMAaITUEi.

14. HazoBure aquddepennuanbHbie NPU3HAKN JOKYMeHTa?

1) Hanmuure HHPOPMAITMOHHOM U MaTEPHAIBHON COCTABIISIONIHUX;

2) CTPYKTYPHOCTb IOKYMEHTA;

3) NONIMHHOCTB;

4) pyHKIIMOHAIBHOCTH JOKYMEHTA.

15. Haiigure BepHoe mnpogoskeHue ¢paspl: «OPUTHHAIBLHOCTH



JTOKYMEHTA SIBJISIETCSH ...»

1) cymectBeHHbIM (quddepeHmanbHbpIM) NPU3HAKOM, TaK KaK XapaKTepHa
JUTSI BCEX BUJIOB U TUIIOB JJOKYMEHTOB;

2) cymiecTBeHHBIM (nuddepeHiaibHbpIM) CBOMCTBOM, TaK Kak HeoO0Xoauma
YeJIOBEKY B €0 MPAKTUYECKOM JKU3HMU;

3) HecCyllecTBEHHbIM IPU3HAKOM JIOKYMEHTa, TaK KaK 4YeJOBEK B
JEUCTBUTEILHOCTH UMEET JIEJI0 HE TOJIBKO C OPUTHMHAIAMU IOKYMEHTOB, HO U C MX
KOITHSIMH,

4) HECYIIECTBEHHBIM, TaK KaK BCTPEUaeTCS HE Y BCEX IOKYMEHTOB.

16. Kak Ha3bIBaeTcsi JOKYMEHT, BIiePBble CO3IaHHbIN OJHUM 4YeJ10BEKOM
WIN HECKOJIbKUMU JuuamMu?

1) opurunan;

2) NOAJIMHHUK;

3) nyOnukar;

4) xomusl.

17. CnocoOHOCTh JOKYMEHTOB K THPAKMPOBAHHWIO, BOCIPOHU3BEICHHIO
CO/JIep:KaHUSI U MATEPUATBLHOI0 HOCUTEJISI HA3bIBaeTCHl ...

1) ayTeHTUYHOCTH;

2) TOX/I€CTBEHHOCTb;

3) KONUHHOCTH;

4) panbcudukanms.

18. Cpeau nepeuncjieHHBIX THIIOB JOKYMEHTOB HAa30BUTE T€, KOTOPbIe He
CUMTAKTCS KOMUSIMHU.

1) nyOnukarsr;

2) yMHOKCHHBIC OPUTHHAJIBL;

3) oTycku;

4) BBITIUCKH.

19. K10, MMeeT nNpaBo NPUAABATH OPUAUYECKYI0 CHJIIY KONUAM?

1) HoTapuyc;

2) opraHu3aiius, BblIaBIIasi JOKYMEHT;

3) HaYaIbHUK OTJIeIa KaJpoB JIt000H OpraHu3alluy;

4) 3aBeqyIONIHMI KaHIEIsIpHUe 1IF000ro rocy1apCTBEHHOTO OpraHa.

20. Kak Ha3bIBaeTcsi OPUIMHAJ, PAacCMATPUBAEMbIi € TOYKHM 3peHHs
OTCYTCTBHUSI B HEM HECAHKIIHOHMPOBAHHBIX U3MEHEHUI ?

1) xomusi;

2) nyOnukar;

3) banbcudupoBaHHBIN JOKYMEHT;

4) NOIMHHHUK.

21. K kakomy Buay ¢anbcupukanmu J0KYyMEHTOB OyaeT OTHeCeHa

UHTEPNOJSIUsA?
1) mudposas dhanscudukaims;
2) ananoroBas (anbcuuranus;
3) NoAYUCTKA;
4) BcTaBKa.
22. Kakoii JOKyMeHT cunTaercsi 0puuuaIbHbIM?
1) MOKyMEHT, U3TOTOBJICHHBIA C COOJIOJICHUEM YCTAaHOBJICHHOU (hOPMBI WUITH



YaCTUYHO U3MEHEHHBIM;

2) JOKYMEHT, W3rOTOBJICHHBI CAHKIIMOHHMPOBAHHBIM  CIIOCOOOM B
COOTBETCTBHHU C 3aKOHOJATEILHO OMPEICIICHHOW TEXHOJIOTUEN €r0 U3rOTOBJICHUS U
MMEIOUIMI TPU3HAKH MTOJIMHHOCTH;

3) JOKYMEHT, CO3[aHHBIA IOPUAMYECKUM MWK (U3UUYECKUM JIUIIOM,
0 OpPMJIICHHBIN U YAOCTOBEPEHHBIN B YCTAHOBICHHOM IOPSIIKE;

4) NOKYMEHT, COJEp’KaHHE€ KOTOPOr0 MOXHO CYUTATh MOJHBIM U TOYHBIM
MIPEACTABIICHUEM TOATBEP)KIACMBIX OIepaIuii, AESITCIBHOCTH WK (aKTOB U
KOTOPOMY MOXHO JIOBEPATh B MOCJIEAYIONIUX OINEpalusX WIM B MOCIETyOUIEH
JEATEIIbHOCTH.

23. AyTEeHTHYHBINA JOKYMEHT — 3TO ...

1) MOKYMEHT, U3TOTOBJICHHBIA C COOJIIOJICHUEM YCTaHOBJIECHHON (POPMBI WIIH
YaCTUYHO U3MEHEHHBIM;

2) NIOKyMEHT, KOTOpbIi MOKHO JIOKaJIM30BaTh, HAWTH, BOCIPOU3BECTH U
WHTEPIIPETUPOBATD;

3) Takoii IOKYMEHT, Y KOTOPOTO MOKHO JIOKa3aTh, YTO OH: SIBJISIETCS TEM, YEM
peTeHayeT ObITh; OBLI CO3/IaH WU OTIIPABJICH JIUIIOM, IEUCTBUTEIILHO CO3aBITUM
WM OTIIPABUBIINM €r0; a TakykKe ObUT CO3/IaH WM OTIIPABIIEH B TO BPEMs, KOTOPOE
0003HAYEHO.

4) MOKYMEHT, COJEp’KaHHE€ KOTOPOrO0 MOHO CYUTATh MOJHBIM U TOYHBIM
MpEJCTABICHUEM TOATBEPKAAEMBIX OIEpaluii, AESITEIbHOCTH WU (DAKTOB U
KOTOPOMY MOXHO JIOBEPATHh B MOCJIEAYIONIUX OINEpalysX WIM B MOCIEIYIONIEH
JEATEIIbHOCTH.

PA3IEJI 3. OYHKIINN JJOKYMEHTOB " CITOCOBBI
JJOKYMEHTHPOBAHNS COITUAJIBHO 3HAYUMON NTHO®OPMAITUN
Tema 1. @®yHKIMH TOKYMEHTOB
Tewma 2. Cioco0ObI U cpecTBa TOKYMEHTUPOBAHUS
Tect k pazneny 3

Tect Kk pasaeny 3. OCHOBBI JOKYMEHTOBEIE€HUS.
Tembl «DyHKIUHM JOKYMEHTOB» U «C1oco0bl JOKYMEHTUPOBAHUS

1. Ha3HayeHue Q0KyMeHTa, ero OOINECTBEHHAas1 POJib, LeJdb, 3a7a4ya
HA3bIBAETCH. ..

1) bynkuumei;

2) CBOMCTBOM;

3) BUIOM;

4) Tunom.

2. IToanpyHKINOHAIBbHBIM JOKYMEHT SIBJISIETCS MOTOMY, 4TO...

1) OTHOBPEMEHHO BBITIOIHSAET HECKOJIBKO Pa3HbIX (PYHKITUH;

2) BpeMs OT BpeMeHU MeHseT (yHKIINH;

3) pa3Hble TOKYMEHTHI BBIMOJTHSIOT pa3Hble (DYHKIINH;

4) y TOKYMEHTa eCTb IJIaBHasl, OOIINE U CIeIHAIbHBIC (DYHKIIHH.

3. CaioBo «pynkmusi» (functio) ¢ JaTbIHA MEPEBOAUTCH KAK ....

1) Tum;



2) 1enb;

3) UCTIOJTHEHHUE;

4) 3amaya.

4. llesienne (PyHKIUI JOKYMEHTOB HA IVIaBHbIE, 00IIHE U CIIeHUATbHbIE
OBLII0 MPEIJI0KEHO. ..

1) H.H. Kymnapenko.

2) H.C. JlapbKOBbIM,

3) I1.M. UnrorieHko.

4) 2.A. bapnaessim u B.B. KpaBuenko.

5. 3.A. bapaaes u B.b. KpaBueHko, xapakrepu3ys OaHy U3 (GyHKUMI,
NHMIIYT, YTO JOKYMEHTbI ¢ 3TOH (PyHKUMel NMPU3BAHbI: BHIPAXKATH HHTEPECHI
ONpeAeJIeHHOI0 COHAIBHOIO CJ1051, TPYNNbl, HHAMBUAYYMA; 3ale4aTiieBaTh,
COXPAaHAATb MW IMepelaBaTbh COUMAJIBbHYH HMHPOPMANHUIO, OTPAKAIILYIO
YCTPOMCTBO M (PYHKUMOHHPOBAaHHE OOLIECTBA; OTPAKATH JAEATEJNbHOCTD,
MeECTO U POJib KOHKPETHOI'0 4YeJI0BeKa, TeX WM HHBIX COLHAJBHBIX IPYyHII
JAHHOT0 O00IIeCTBA HA ONpeJdeJIeHHOW cTymeHu ero paspurusa. O Kakou
(pyHKUMHU HaeT peub?

1) ynpaBiieHUECKOI;

2) uHopMaIMOHHO;

3) conanbHOM;

4) KyJIbTypHOM.

6. Ilouemy B HayKe J0 CHX NOP He CJOKHMJIOCH €AUHOHN KiIaccuPpuKanun
(pyHKUMHA JOKYMEHTOB?

1) byHKIMHM TOKYMEHTOB UMEIOT Pa3HYIO MPUPOIY M 3aBUCAT OT Ka4eCTBa U
TUIa HHpOpMaLUY;

2) cnekTp 3TUX (PYHKIMI IMIHMPOK, TaK Kak MHGOpMALMS NMPOHU3BIBAET BCE
cepbl 4YeIoBEUECKOro oOLIecTBa M YAOBJETBOPSET caMmble pa3HOOOpa3HbIe
NOTpeOHOCTH;

3) TOKyMEHTBI CIIOCOOHBI BBIMOIHITH CPa3y HECKOJIBKO (PYHKIIMM, X MHOT/AA
TPYJHO Pa3AeIUTh MEXIY COOOM;

4) Bce Ha3BaHHbIC BBIIIE TPUUUHBI.

7. Ot PyHKUMH ecTh Bceraa y Bcex JTOKYMeHTOB. OHM cTa0MJIbHBI H
HEM3MEHHBI.

1) obmue;

2) cnenuanbHbIE;

3) ynpaBiieHUECKuE;

4) TeIOHUYECKHUE.

8. Jtm pyHKkuMu 00s3aTEJbHO €CTh Y BCEX JOKYMEHTOB, HO B Pa3HOM
COCTaBe KAK aAKTyaJbHOE I0INOJHeHHe APYrux (yHkuuii. OHM BO3ZHMKAKOT Y
JOKYMEHTa M  MOIYT MEHATbCA B  3aBHUCHMOCTH OT  YCJOBMH
(pYHKIMOHMPOBAHHUA JAOKYMEHTA, OTPAKAKT Pa3HOOOpa3Hble KOHKpPETHbIE
MOTPEOHOCTH 001EeCTBA MJIM OT/AEJbHOI0 ero YwieHa.

1) obGmue;

2) crienaibHbIE;

3) ynpaBiieHUECKUE;

4) relIOHUYECKHE.



9. TH noAGpyHKIMH (opranmu3anuoHHas, IUIAHMPOBAHMS,
MPOEKTUPOBAHMSA/KOHCTPYUPOBAHMS, pacnopsiguTeJbHas, KOHTPOJIS,
CIIPABOYHO-AHAJIUTHYECKAN, NPAaBOBasi QyHKIMS) OTHOCATCH K ...

1) ynpaBieHuecKkou (pyHKIINH;

2) nuabopMaIMOHHON (YHKITUH;

3) oOmIeKyIbTYpHOU (PYHKIIUH;

4) conmanbHON (QYHKIUH.

10. Kakoii Tun (pyHKuMil BJIMsIeT HA MPAKTHUKY pad0Thl ¢ JOKYMEHTAMHU,
¢opmupyer pyHKUMOHAIbHBIE CUCTEMbI JOKYMEHTAIH ?

1) obOmue;

2) crenHaibHbIC;

3) riaBHbIE;

4) BCce HE3aBUCHUMO OT THIIA.

11. Kak Ha3biBaeTcsl (PYHKIHSA JTOKYMEHTOB, B KOTOPBIX OTPA’KEHbI:
CO3JaHMe OpPraHM3alUi, YCTAHOBJIEHHE €€  CTPYKTYpPbl, IITaTHOI
YHMCJIEHHOCTH; perjJaMeHTAllus [JeATeJbHOCTH U KOJHYECTBO CTPYKTYPHBIX
NnojApa3jaejeHuil 1 pa0OTHUKOB; Pe:KUM PadOThI M T.II.?

1) mpaBoBas;

2) pacniopsuTeIbHAS;

3) KOHTpOJIS;

4) opraHu3aluoHHasl.

12. Kak Ha3biBaercl (PYHKUMSI JOKYMEHTOB, B KOTOPBIX COAEPKATCS
yIIpaBJieHYeCKHE PellieHNs M0 PeryJIMPOBAHMIO 1eATEILHOCTH OPraHU3aIlUM UJIH
rocyJapCTBEHHOro oprana?

1) mpaBoBasi;

2) pacnopsauTeIbHAas;

3) KOHTpOJS;

4) opraHu3alMOHHas.

13. Ecam  [A0KyMeHTbl  HAa3bIBAOTCH  «IPHUKA3»,  «pelIeHHe»,
IOCTAHOBJICHHE», KYKA3aHUE», «PACIOPAKECHUE», TO OHU BBINOJHAKT (WIH
BbINOJIHSUIA PaHee) PYHKIUIO ...

1) npaBoBy10;

2) pacnopsiAuTENbHYIO;

3) KOHTpOJIS;

4) opraHU3aIMOHHYIO.

14. Jra ¢yHKUSA CBOMCTBEHHA JOKYMEHTAaM, B KOTOPbIX JJIf 3aMUCHU
uHpoOpMALMU HCHOJIBL3YIOTCSl Pa3jinyHblie NMPUeMbl U CUCTEMbl TAWHONMUCH,
kpunrorpapuu. Takxe 0CO0EHHOCTBI0O TAaKMX [JAOKYMEHTOB SIBJISICTCH
orpaHn4eHMe B 10CTyNe K UHGOpMaLMu.

1) craTuctuyeckasi;

2) TIOTUTHYECKAS,

3) 3amuThl HHGOPMAIINH;

4) KOTHUTHBHASI.

15. Oopa3zoBareabHyr0 (y4eOHYyl0, oOy4yammyw) ©u  (YHKIHUIO
HCTOPUYECKOr0 HCTOYHUKA MOKHO CUYMTATHh NOAPYHKIMSAMH CIIEIHAJIBbHOM ...

1) ynpaBienueckor QyHKIINH,



2) nmo3HaBaTENbHON (PYHKIINH;

3) conpanbHOU (PYHKIINU;

4) uadopMallMOHHON (PYHKITUH.

17. budauss u Kopan — mnoJuyHKIMOHAIbLHbIE JOKYMEHTBHI, HO OJHA
(GyHKUMs 110 cel IeHb SABJISACTCH JIA HUX CAaMOU IVIABHOM.

1) Xy10’keCTBEHHO-3CTETUYECKAS;

2) nmpaBoBasi;

3) pa3BieKarebHasi;

4) uaeosoruuecKas.

18. Ilouemy o00mecTBO (KpoMe MOJUTHYECKHX H HIE0JOTMYECKHX
cooOpaxenmuil) mnpuleraer K LeH3ype WIH 3anperaM HAa M3JaHUA W
Ny0JIMKAIUN HEKOTOPBIX JOKYMEHTOB?

1) ecmm TOKyMEHTHI TIEPEIal0T CEKPETHYIO0 HH(POPMAITHIO;

2) C TIOMOIIBIO JOKYMEHTOB MOXKET OBITh MEpe/laH KakK IOJIOKHUTEIIbHbBIN
(TTO3UTUBHBIN) OMBIT YEIOBEUECKOTO MOBEICHMUS], TaK U OTPUIATEIbHBIN;

3) undopmarnus B JOKyMEHTaX MOKET HACTPOUTH TPaXKJaH MPOTUB BIACTH;

4) uadopMmarniys B TOKyMEHTaX HE HOCUT Pa3BIEKATEIbHOTO XapaKTepa.

19. VYuwrbpiBaercsi JHM  XYJ0KECTBEHHO-3CTeTHYecKasi  QyHKUus
JOKYMEHTOB IPH ONpeae/IeHNH CPOKOB UX XPAHEHH S ?

1) na Bcerna;

2) 1a, HO TOJIbKO €CJIM Mbl UMEEM JEeJIO0 C JOKYMEHTaMH, BbI3BIBAIOIIUMU
ACTETUUYECKUE TEPEKUBAHUS, (POPMUPYIOMIMMHU XYJT0KECTBEHHO-ICTETUUECKUE
UJieabl U BKYCHI;

3) 1a, HO TOJIBKO Y IOKYMEHTOB C TOProBOM (PyHKIUEN.

4) HEeT HUKOT/A.

20. UudopMauMoHHY0, KOMMYHUKATHBHYI0 (QYHKUUIO M (QYHKUUH
3aKpenJieHusl, OXpaHeHusi ”HPOPMALIUM CJIeyeT OTHECTH K...

1) crieninanbHbIM QYHKITHSM;

2) o0muM QyHKITUSM;

3) ynpaBiieHuYeCKUM (DYHKITHSIM;

4) npaBOBBIM (QYHKIIUSM.

21. JlelicTBHe WJIM COBOKYIHOCTH JIelCTBHUIl, MPUMEHsIeMbIX B Mpolecce
3anucu HHGOpMANH, HA3bIBAETCH. ..

1) cpencTBOM TOKYMEHTUPOBAHUS;

2) cnocoO0OM JOKYMEHTHUPOBaHUS;

3) cuctemoil TOKyMEeHTallUH;

4) METOI0M IOKYMEHTUPOBAHUS

22. YKaxuTe, YTO BKJIKYAET B ce0sl CUCTEMA JOKYMEHTUPOBAHUS.

1) METOT TOKYMEHTUPOBAHUS;

2) BUbI IOKYMEHTOB;

3) cpencTBa 1OKYMEHTUPOBAHUS;

4) MmaTepuagbHBIN HOCUTETh HHGOPMAIIHUH.

23.Cnocod HaHeceHHUSl SI3BIKOBBIX 3HAKOB M 3HAKOB-M300paskeHUil Ha
NMOBEPXHOCTh MAaTEPHAJIBLHOI0 HOCHUTEJS TMPH TMOMOIIM OPITEXHUKH
HA3bIBAETCH. ..

(oTBeT 3amucaTh CJIOBaMU) HAYepmame/ibHblil



24. IlpapoauTtejieM MATPUYHBLIX MAaTEePHAJbHBLIX HOCHTeJell sABJsieTCS
CJIeAyIOIMi cocod T0KYyMEeHTHPOBAHUS. ..

1) HauepTaTeNbHbIN;

2) BAEKTPOCTATUYECKHUIA;

3) nepdopupoBanue;

4) na3epHbIi.

25. O KakuxX MaTepHabHBIX HOCUTEISIX WAET pedb B CieayloleM
onpenenenun: «HMugopmayuna ¢ Imo20 mamepuanvHo20  HOCUmeEA
CUUmMDBIBANACH ¢ HOMOWBI) CHEYUAIbHBIX MEMALIUYECKUX  UjemoueK
(Inekmpuyeckux KOHMAKMOB), 3aMbIKAGWIUX IJIEKMPUUECKYI) Cemb npu
nonaoanuu 6 omeepcmue»?

(omeem 3anucams crosamu). iepporapra\pl, mepdoieHTa\bl

26. B u300peTeHNH KAKOro cnocoda JOKyMeHTUPOBAHUS MCII0JIb30BAJIOCH
OTKpPbITHE (PM3HO0JI0T0B, HA3BAHHOE BIIOCJEACTBUM «MHepUMeN 3peHusi, UJIu
NaAMSATBHIO 3peHus»?

(omeem 3anucams c106amu) KAHOJTOKYMEHTUPOBAHUE (KUHO)

27. Kaxkomy cnoco0y [I0OKYMEHTHPOBAHHUSI COOTBETCTBYeT  [aHHOE
onpenaesenne: «Cnocod yugposoii 3anucu, npu Komopom 6x00Hbvle CUZHAIbL
noogep2aomca KeAHMOGAHUIO U 3amem nPeoopa3yiomcs 6 080UYHbvle YUCIA 01
3anucu Ha Hocumeb 6 euode Kooa. B kanane eocnpouseedenus npoucxooum
oopammnoe npeobpazoeanue (0exkoouposanue). Imom U0 3anUCU UCHOTb3YEM CA
2/1ABHBIM 00PA30M 8 3anoMuHarouem ycmpoiicmee IBM»?

1) ananoroBas 3aIucCh;

2) nephopHupoBaHUE;

3) HauepTaTeNbHbIN;

4) 3neKTPOHHBIN.

28. Kakoii cnoco0 JTOKYMEHTHPOBAHHSI XAPAKTEPH3YIOT CJeayloiime
CpeACTBA JOKYMEHTHMPOBAHUSI W MAaTepHaJibHble HOCHUTENIN: 2IUHA, 60CK,
Kocmb, Kopa oOepesves, uepHuna, zpagum, KpacKu, nepvesvle py4Ku, U
KanuuisapHsle, pyuyKu-poJiiepvl, Mapkepsl, panuoozpaguol, promacmepor?

1) ananoroBas 3amuce;

2) nephopupoBaHue;

3) HauepTaTeNbHbIN;

4) 3neKTPOHHBIN.

29. Iponoskute Ppasy: «Tpaouyuonnsie cnocoobl 0OKyMEeHMUPOGAHUA
npeocmasienl...»

1) HauepTaTeNbHBIM CIIOCOOOM;

2) BbICEKaHUEM;

3) JTOKyMEHTHUPOBAaHUEM Ha MUIITYIIECH MaITuHE;

4) MexaHUYECKOW 3aIUChIO.

30. Ipononxure ¢pasdy. «Tpaduyuonnvie cnocodvt 0OKyMEeHMUPOBAHUSA
OMIUYAIOMCA OM MEXHOMPOHHBIX MeM, UMO. . )

1) uadopmMaIvsi 3aHOCUTCS HA MaTEPUATTLHBIN HOCUTENb U CYUTHIBAETCS C HETO
0e3 UCIOJIL30BaHUS TEXHHUKH;

2) TpaaWIIMOHHBIE CHOCOOBI TPUBBIYHBI W JIOCTYNHBI, a TEXHOTPOHHBIE
MOSIBUJTUCH B TIOCJIEIHEE BPEMSI U UCIIOJIB3YIOTCS B Y3KUX OOJIACTSIX YEJIIOBEUECKOM



JEATEIIbHOCTH.

3) TpaaMIIMOHHBIE CIIOCOOBI OOJiee TPYAOEMKH U TMO3BOJISIOT 00padaThiBaTh,
(bUKCUPOBATH, COXPAHATh 3HAUUTEILHO MEHbBIIIEE KOJIUYECTBO MHPOPMAIINH;

4) TeXHOTPOHHBIE CHOCOOBI — AaBTOMATHU3UPOBAaHHAS 3aMKCh WH(OpMaluu, a
TpaJUIIMOHHbBIE — PyYHas.

31. IIpomosxkure  Ppazy: «Crnedywuwue  6udvl  00OKYMEHMOB:
homoookymenmeol, KUHOOOKYMEHMBbl, GUOEOOOKYMEHMbl, GUOCOPOHOZPAMMDBL,
¢ono0oKymenmaol, maxstce 0OKymMeHmuvl Ha MUKPOPOpMmax — co3o0aromci.. . »

1) TpamIUIIMOHHBIMU CIIOCOOAMU JOKYMEHTHPOBAHUS;

2) TEXHOTPOHHBIMH CIIOCOOAMH JIOKYMEHTUPOBAHMUS;

3) KaK TpaJUIIUOHHBIMU, TaK U TEXHOTPOHHBIMHU CIIOCOOaMU;

4) cnenupUYeCKUMH CTI0OCO0aMH, HE OTHOCSIIIUMHUCS HU K TEXHOTPOHHBIM, HO
K TPAAULIMOHHBIM CITOCOOaM.

32. Kakoii njim Kakue crnoco0bl, OCHOBAHbI HA M3MeHeHUN (PU3NIECKOro
COCTOSIHUSI TNOBEPXHOCTH MJM CTPYKTYPbl MATEPHAJbHOIO HOCHTEJS
UH(OPMALMHU, TPUYEM ITO U3MEHEHHEe «CUYMTHIBAETCSD> MAIIMHON U ABJISIETCS
IJIS1 Hee 3HAKOM.

1) nepdopupoBaHnue;

2) BbICEKAHMUE;

3) BBIKUTAHMUE;

4) gororpadus.

33. «Unghopmayusn 3anocumcesa Ha npamoyzoibHsle KAPMOUKU U3 KAPMOoHa,
HA KOMOPbIX 6 Onpede1eHHoM nopaoke npoouesaromcea omeepcmus. B npoyecce
paoomevl  MAWUHBL KAPMa  OWLYNbIGAEMCA  CHREeYUATbHBIMU  UWIMbIPAMU,
CUUMBLEAIOWUMU MAKUM 00PA30M UHGOpMayuIo, KOmopas 3amem nepeoaemcs
osudicyuiemyca ueanoky». O Kakom cnocode 10KyMEHTHPOBAHUS MIET pedb?

1) nepdopupoBanue;

2) BBICEKAHHE;

3) BBDKUTAHUE;

4) pororpadus.

34. K10 M korjga BnepBble OCYIIECTBHJ He TOJbKO 3allUCh, HO H
BOCIIPOM3Be/eHNE 3BYKA ¢ MATEPUAJILHOT0 HOCUTEJIsA?

1) B 1804 r XK. XKakkap;

2)B 1807 r. T. ¥OHT;

3) B 1857 r. CxortrT;

4)B 1877 r. T. DnuCoH.

35. «Oma cucmema 3anucu, ¢ NOMOWLbIO KOMOPOU HA OBUNCYUIEMCA
MamepuaipbHOM Hocumesne @vlpe3aemcsa ulu 6bvl0aeaueaemca KaHa6Ka 6
coomeemcmeuu c 3anucvléaemvimu 36YK0GbIMU Konebanuamu.
Bocnpouseedenue ocywecmensemcea ¢ nomouwipio u2ivl, onupawouieiica Ha
CMEHKU KAHABKU OBUNCYULE20CA MAMEPUAIbHO20 HOCUMEA, NOGMOPAIOuell
makum 00pazom mexanuyeckue Kojaedanus, coomeemcmeyoujue 3anucanivim
36YK06bIM KoJiebanuam. Ima cucmema 3anucu Hazvigaemcs...». lIponoskure
NpeaJIoKeHHe.

1) BeIpe3anuem;

2) HauYepTaTENIbHOMT;



3) MarHuTO(OHHOI 3aMHUChHIO;

4) aHaIOTOBOM MEXaHUYECKOU 3BYKO3aIHChIO.

36. Kakoii cmoco0d BrepBble IMO3BOJUJ 3aNedyariierb 00beKTHBHYIO
BU3YAJbHYI0 HHPOPMAIIUIO HA MATEPUAJIBLHOM HOCHTeJIe?

1) pucoBanue;

2) )KUBOTIHUCH;

3) BBDKUTAHUE;

4) GOoTOXUMHUIECKHUT.

37. Kakoii cmocod mpeacrab/isier co00i COBOKYINHOCTH IPOLIECCOB M
CIoco00B MOJIyYeHHs1 M300paskeHUuil HA CBETOYYBCTBHTEJbHBIX MaTepHaJIax
JAeliCTBHEM HA HUX CBeTa U NOocJeayueil XuMuIecKoil 00padoTku?

1) nazepoonTuyecKuii;

2) MEXaHUYECKHUI;

3) boToxumMHuuecKuit

4) KUHOJOKYMEHTUPOBAHUE.

38. Ilo caeaylomuM NPHU3HAKAM YCTAHOBHUTE BHMJI [JOKYMEHTa: «JTH
JOKYMEHTBI I03BOJIAIOT 3aMe4yarjieTb MUp B IMHAMUKe. OHH MMEIOT CJI0KHYI0
CTPYKTYPY H COCTOSIT U3 KaJApPOB, IVIAHOB (IIOCIEA0BATEIbHO PACIIOJIOKEHHBIX
KAa/JpPOB, CHATHIX C OJHOM TOYKH), a2 TAK:Ke 3BYKOBOM COCTABJISAKOILIEH, T. e.
OPraHUYeCKH COYETAIOT B cede n300pa3uTebHbIC, TEKCTOBbIC, My3bIKAJIbHbIC
U LIyMOBbIe KOMIIOHEHTbD).

1) boTonOKYMEHTHI;

2) ayAMOJOKYMEHTHI;

3) BUICOJIOKYMEHTHI,

4) KUHOJIOKYMEHTHI.

39. K kakomy cmoco0y 3amucH OTHOCSATCSI BCe NepeuYrCIeHHbIe BH/IbI
JOKYMEHTOB —  (OHOZOKYMEHTBI, BHAE03ANNCh, BHIeO(POHOrPpamMMa,
3JIEKTPOHHBbIE JOKYMEHTbI?

1) nepdopupoBanue;

2) 3IEKTPOMArHUTHBIN CI0CO0;

3) n1a3epoOnTUYECKU;

4) ananoroBast 3aIUCh.

40. Kakoii B JOKYMEHTa CO312€TCS1 M BOCHPOU3BOIATCH CJIEAYIOLIUM
o0pa3omM: 3BYKOBbIC KOJIe0OaHHUS BO31yXa NpeodpasylTcsd B IJICKTPUYECKUI
TOK, M JJIeKTpUYeCKHMe CHITHAJIbl OT MHUKPO(OHa 3anmuCHIBAKOTCH Ha
MATHUTHYIO JIEHTY, a MPU BOCHPOU3BeIeHUHN MPOMCXOUT 00paTHOEe siBJIeHHe
— JJIeKTPpUYeCKHe CUTHAJIbI MPeodpa3yloTcs B MeXaHHYeckue KojJe0aHusl ¢
NMOMOIIbIO TPOMKOTIOBOpPUTEJIA?

1) boHOTOKYMEHTHI;

2) BuneodoHOTpaMMa;

3) BU€03aIKCh;

4) 3JIeKTPOHHBIE TOKYMEHTBI.

41. Kakoii cmocod 3amMcH  XapakTepudyercs  CJeAYHOIIMMH
noKazarejasiMu?

e Ero ucnoan3zoBanme B 1,4 paza mo3BOJMJIO YBEJMYHMTb IJIOTHOCTH
3aliCH 1O CPABHEHHUI0 C AHAJIOTOBO W HAa HECKOJbKO MNOPSJAKOB



NpeB30HTH Tpenes, odecneuynBaeMblii MArHUTHBIM CIHOCOOOM, a IO
CPABHEHHIO Ke ¢ 00bIYHOI IPAMILIACTUHKOM MJIOTHOCTH 3aNIMCH 00JIbIIIe
B 100 pas.

e B oriMyMe OT MeXaHMYeCKOil 3BYKO3allMCH M MATHUTHBIX CIOCO00B
JTOKYMEHTHPOBAHHUS, ITOT CIIOCO0 ABJISAETCH 0€CKOHTAKTHBIM (00 bEeKTUB
OTCTOMT OT HOCHUTEJS HA paccTOAHMU 10 1 MM), YTO NMpPaKTHYECKH
HCKJIIYAeT BO3MOKHOCTHL MEXaHMYECKOro MNOBpekKIeHusl JHucKa,
of0ecrieyuBasi ropas3io 0ojiee BBICOKYI 0JTOBEYHOCTH M HAAEKHOCTD
XpaHeHnusi uH¢opMmanuu.

o Ilo3Bosisier mpeogosieBaThL MOMEXH, MNPUCYIIHEe MeXaHUYECKOH u
MATHUTHOWM 3amucH, o0ecrieunBasi TeM CaMbIM ropa3io 0ojiee BbICOKOE
KAa4eCTBO 3BYYaHH;

e JTy 3anmMchb MOXKHO NMOJABEPraTb KOMIbIOTEPHOIl 00padoTKe, YTO HA€T
BO3MOKHOCTb, B YAaCTHOCTH, BOCCTAHABJIMUBATH IEPBOHAYAIbHOE
3By4YaHHe CTapbiX MOHO(QOHMYECKHUX 3anuceid, 0CBOOOKIATH HX OT
IIYMOB M MCKAKeHUIl U 1a’ke MPeoOPa3oBbIBATh B cTepeoGoHUYECKHE.

1) ma3zepoonTHYECKOE TOKYMEHTUPOBAHUE;

2) BJEKTPOMArHUTHOE JOKYMEHTHPOBAHNUC;

3) rosiorpaduyeckoe TOKyMEHTUPOBAHUE;

4) aHanoroBasi 3aIUCh.

42. «I'osoragpuyeckuii crnocod 3anuc MHPOPMAUN XaAPAKTEPHU3yeTCs
CleAyIOIMMHU TOKa3aTeasiMu...». Haiiinte B0O3MOMKHBIE TPOIOJIKEHUS
JTAHHOTO YTBEP:KIEeHUSsI.

1) xaxnaeiii ¢parmeHT 3anmucu (000 ee ydacTok) HaéT BO3MOXKHOCTh
MOTYYUTh MHGOPMAITHIO 000 BCEM 00BEKTE, TTOCKOIBKY CBET OT JI000H TOYKHU
(GUKCUPYEMOTO TIpeAMETa pacIpeaessieTcsl 0 BCEMY H300paKEHWI0, W TPH
yTepe (pparMeHTa 3armcH ee JeTKO BOCCTAHOBUTH C JTFO0O0TO €€ yIacTKa;

2) c mnoMompl0 Jazepa (QuUKCUpyeTcs, a 3aTeM BOCHPOU3BOIUTCS
uHpopmausi O Kakux-1Mbo O0OBEeKTaXx ¢ O4YeHb TOYHOW mepenaveit
MIPOCTPAHCTBEHHBIX COOTHOIICHUH, YTJIOBBIX U JIMHEWHBIX Pa3MEpPOB, B3aNMHBIM
pPacmoJIO)KCHUEM TIPEIMETOB B IPOCTPAHCTBE, CO MHOXKECTBOM pPaKypCOB,
KOTOPBIE U3MEHSFOTCSI C U3MEHEHHEM TOYKH HAOTIOACHUS;

3) aT0o ¢dororpaduueckas 3amMch, OCHOBaHHAs Ha JBYX (HU3UYCCKHUX
SIBJICHUSIX, CBSI3aHHBIX C BOJTHOBOM MPUPOJION CBETA, — SBICHUAX AUPPAKIIUU U
uHTephEPEHITNH;

4) 3zamuch wuwHGOpMANHMH, TNpeoOpa3oBaHHOWM B  HU(PPOBON KO,
MPOU3BOIUTCS HA MUKPOUUIT (BCTPOECHHYIO HHTETPATBHYIO CXEMY TTaMATH) WA
MUHU-KApThl. 3alMCaHHYI TakKuM O0pa3oM Ha MUHHU-KapTy HWH(OpMAIIUIO
MOXHO C TIIOMOIIBIO CIEIMAIBHOTO YCTPONCTBA BBOIAUTH B KOMITBIOTED,
MPOCITYIINBATH WIIN MTEPEChIIATH 0 3JICKTPOHHOM ITOYTE

KonTpoabHast padota no Kypcy «OCHOBBI JOKYMEHTOBEICHUS»
1. IIpoananm3upoBarh yHOTpPeOJEHUE TOHATUS <JIOKYMEHT» U €ro

CHHOHHUMOB «ACJIO», «6yMara», «aKT», «IcaoBasd 6yMara», ((CJ'Iy>K€6HBII>i

JIOKYMEHT» 10 TPEM UCTOYHUKAM (CM. XPECTOMATHIO K pa3zieny 2):



- 'enepanbHOoMy pernamenty 1720 r.,

- O6memy rybepHckoMy yupexaeauto 1775 r.,

- Ob6memy yupexaeHuto Muauctepcts 1811 r.

[Ipoananu3upoBaTh, B KAKUX CIydasx YHOTPEOISETCS Kaxa0e TOHATHE.

Memoouueckue pexomenoayuu 1

a) IIpouuTaTp BCe TpU HCTOYHUKA M BBIIUCATh MPEIJIOKEHUS, TJIE
yIOTPEOISAETCS CIOBO «JIOKYMEHT», OTJIEIBHO MO KaXJA0My MCTOYHUKY, YKa3bIBas
HOMED IJ1aBbl / MyHKTA;

0) cienaTh Ha OCHOBE BBIITUCOK BBIBOJ O 3HAYEHUH TEPMHHA «JIOKYMEHT» B
KQ)KJIOM M3 UCTOYHUKOB OTAEJBHO;

B) TO € MOBTOPUTH JJII CHHOHHUMOB «JIEJIO», «OymMaray», «akT», «J1ejoBas

OymMmaray, «CIIy»KeOHbIN JOKYMEHT.

2. Ilo BeIMMCKaM W3 CJIOBapeil W CHELHAIBHON JTUTEpPaTypbl ONPEIEIUThH,
KAKHUE aCTeKThl — THQOPMALIMOHHBIH, TPAaBOBOM, YIIPABIEHYECKUA, HCTOPUUECKUHN —
JIETJIM B OCHOBY OIPEJEICHUS MOHITHUS «JIOKYMEHT» B KOXKJIOM CITy4dae.

Memoouueckue pexomernoayuu 2

Brinucath U3 TOJIKOBBIX U CIICIUATIBHBIX CIIOBAPEH, a TAKKe U3 yUeOHUKOB IO
JIOKYMEHTOBEICHHIO (JIFOOBIX), METOUYECKOM JIUTEPATYPHI TIO JICIONPOU3BOJICTBY,
apXMBHOMY M OMOJIMOTEUHOMY NIy U Ap. ONPEEICHUS CI0BA «IOKYMEHT.

OO0s3aTenbHO yKa3aTh BBIXOJHBIC JaHHBICE HMCTOYHHMKA (aBTOpa, Ha3BaHMUE,
MECTO W TOJl H3AaHMs, U3ATEIbCTBO, CTPaHUIly / pexuM jgoctyna (A
ANIEKTPOHHBIX pecypcoB). Hanpumep:

bapuxun A.B. Jlenonpoussoocmeo u doxymenmoobopom. - M.: Kuuowchwiii
mup, 2008, C.17.

Dedepanvhuiil 3akon «O 20Cy0apcmeenHou pecucmpayuy IOpUOULecKux auy
U UHOUBUOYAILHLIX NpednpurHumamenetiy om 8 aseycma 2001 2. Ne [129-D3
(peo0.19.05.2010) [Onexkmpounnwiii.  pecypc]. - Peoicum docmyna:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=100595



Ilocne kaxaoi BBIIUCKU CJiejJaTh BBIBOJ O TOM, KaKOW acCHeKT —
uH(GOPMAIIMOHHBIHN, IPABOBOM, YIIPaBICHUECKUN, HCTOPUUECKUN — JIET/JTU B OCHOBY

OIIPCACICHUA ITOHATUA «TOKYMCHT» B Ka>KIAOM CJIy4dac.

3. CpaBHUTB TOJKOBAaHUS TEPMUHOB «HUH(DOpMAIUD», «TOKYMEHTUPOBAHHAs
uHbopMaIus», «IOKYMEHT», <«OJEKTPOHHBIM JOKYMEHT» B HOPMATHBHBIX U
MPABOBBIX aKTaxX.

3.1.Beimucate M3 TrOCYJapCTBEHHBIX CTAHAAPTOB OIpPEACIICHUS TEpMHHA
«JIOKYMEHT»:

I'OCT 16487-70. [lenonpous3BOJCTBO U apXUBHOE JAej0. TepMHuHBI U
ONpEICIICHHUS;

I'OCT 16487-83. [lenonpons3BOJCTBO U apXUBHOE JAei0. TepMHuHBI U
ONpEICIICHHUS;

I'OCT P 51141-98. lenonpous3BOACTBO U apXHUBHOE J€10. TepMuUHBI U
OIIpEJIEIICHHUS;

I'OCT P 7.0.8-2013 [lemonpou3BOJACTBO W apXWBHOE J1€J0. TepMuHBI U

OIpEICIICHUSI.

3.2. Brmucare u3 ®denepanbHpix 3akoHOB Ne 149 «O6 wundopmarumy,
UH(OPMAITMOHHBIX TEXHOJIOTHSAX U 3amuTe uHbopmamum» 2006 r. u Ne 15 «O06
uHdopmaruu, nHGOpMaTH3aAIIMK U 3aluTe HHPopMaum» oT 25 ssuBapsa 1995 rona
OTIpEJICIICHUS] TEPMUHOB «HMH(POPMALIUS», «IOKYMEHTHPOBAaHHAs HWH(OpMAIUy,
«JTIOKYMEHT» U «3JICKTPOHHBIN TOKYMEHT» YCTAHOBHUTbH, KAKHE aCIEeKThl (HOCUTEIH
uH(popmanuu, cnocoosl ee (PUKCUPOBAHUS, FOPUANYECKAs CHIIa JOKYMEHTA U JIp.) U

(bYHKHHH JAOKYMCHTA 3aJI0KCHBI B OTHUX OIIPCACICHUAX.

Memoouueckue pekomernoayuu 3
A. Bemucku u3 I'OCToB 3aBepmuTh 00IIMM BBIBOJIOM O TOM, MEHSIJIOCH JIH
CO BpPEMEHEM TOJKOBaHWE TOHITUS «JIOKYMEHT» U Kakue H3MCHCHUS

HAOJIFOTAF0TCH.



b. Bemucku uz ®3 Ne 149 3aBepmmTh BBIBOJOM O HAJU4YMHM HOHSTHI B

KaxaoM @3 U COOTHOLICHUH TOHITHHA «HUH(DOpMALMS», «IOKYMEHTHPOBAHHAs

I/IH(I)OpMaHH}I», CKAOKYMCHT» U ((SJIGKTpOHHBIﬁ JOKYMCHT».

4. U3yunth TeMy «CrocoObl U CpeJcTBa IOKYMEHTUPOBAHUS» TI0 y4eOHOMY

nocobuto H.C. JlapbkoBa. «JlokymentoBenenue» (He panee 2006 r. u3naHus).

CocrtaButh KOHCHEKT 4-i1 «CrocoObl M cCpeacTBa JOKYMEHTHPOBaHUS» (CM.

XpecTomaTHIo K paszieny 3).

Memoouueckue pexomenoayuu 3

KoHncnekT cneayer coctaBuTh B TabmuuHoit (opme. Cremyer coOnoaaTh

IIOCJICA0BATCIbHOCTD

y4€OHUKOM.

OIINCaHus

crroco0oB

JOKYMCHTHUPOBAaHUA,

3aJIaHHYIO

HpI/I OIMMCAaHMHN KaxXA0I'o criocoba CICAYCT YKa3blBaTb CIro HCAOCTATKH H

IIPEUMYLIECTBA
Cnocod Onucanne CpencrBa Marepu Buani
AOKYMEHTH-POBaH | crocoda. AOKYMEHTH-POBaH | aJibHbIE AOKYMEHTOB
usl Ipenmymec | ust HOCHTEJIN , KOTOpbIe
TBa U MOTYT
HeI0CTATKH. €03/1aBaThCs
AAHHBIM
crnocodom
Hauepmamen Hanecenue Yepnuna, Kocmp, Texcmo
bHbIU CnOCco06 | A3bIKOBBIX 3HAKOB U | CIUJLO, KATIAM... Kopa Oepegves, | 8vle,
OOKYMEHMUpPOBAanU | 3HAK0B-U300pasice nepeamenm... | mexuuieckue
A Hu Ha ,
NOBEPXHOCTb U3000KYMeH
MamepuanibHo20o mol ...
Hocumens O00bIYHO
npu nomowu
Kpacsaujezo
seujecmaa.
Ipeumywec
mea  -...
Heoocmamxk

Hrorosslii TecT no Kypcy "OCHOBBI TOKYMEHTOBEAEHUS "




HTOroBLIN TECT
no qucuunanHe «OCHOBBI JOKYMEHTOBEIEHUD)

1. YkaxkuTe BepHOoe NpoaosKeHue (ppasbl: 3aKOH 00OKYMEHMAUUOHHO20 OPopMmaeHUs
COUUANbLHO 3HAYUMDBLI COOBIMUTL Oelicmeyent ...
1) TonpKO A OPUIMATIBHBIX TOCYIApCTBEHHBIX COOBITHS;
2) TONBKO JJI OOIIECTBEHHO-TIOJTUTHYCCKUX COOBITHIA;
3) cyry0o 1Ist THYHBIX, CEMEHHBIX COOBITHIA,
4) st MOOBIX COOBITUH, 3HAYUMBIX IS OT/ICIHHOTO YEJIOBEKA WIIHA TPYIIIIBI JIFOICH.

2. lelicTBHSI YeJjiOBeKa (C MOMOIIbI) TEXHUKH WJIH JPYTHX CPeACTB) MO 3aHECEHUIO

3HAYNMOI MHGOPMALMY HA MATEPHAJIBLHBII HOCUTEIb HA3BIBAETCS
1) uadopmaruzanuei;
2) TOKYMEHTUPOBAaHUEM;
3) AOKYMEHTAIIMOHHBIM 00eCTIeYeHHEM YIIPABIICHUS;
4) nenonpou3BOICTBOM.
3. JIocJI0BHO € JIaTBIHH CJI0BO «I0KyMeHT» (documentum) o6o3navaer:
1) 3anuce, mucaTh;
2) 6ymara,
3) 1oroBop, 0053aTENBCTBO;
4) muCbMEHHOE CBUJIETENILCTBO, 00Opasell.

4. Haiingute npaBuwibHOe mnpoaokenne ¢passl  «B  npouecce ceoezo
dyukyuonuposanus 6 ooduecmee OOKYMEHmM MONCEm NPOXOOUMb HECKONbKO cped —
OnepamugHyI0, pempocneKmueHyio u...

1) mpodunakTHIeCcKyIo;

2) IPOrHOCTUYECKYIO,

3) coriacoBaHus U YTBEPKICHUS;
4) apXMBHOTO XpaHEHHSI.

5. VYkaxute Mmeroa, koropbii HE OTHOCUTCS k meronam aHajim3a TeKCTa

AOKYMEHTA.

1) KOHTEHT-aHaIN3;
2) METOJT PKCIIEPTHHIX OICHOK;
3) MeToa GopMYIISIPHOTO aHAIIN3A;
4) AMHTBUCTUYECKAs DKCIIEPTH3A.

6. BaxxHel MM 001eHAYYHBIM METO0M /JIs1 JOKYMEHTOBEIeHUS SIBJISIE€TCH. ..
1) knaccudukanus;
2) METOJI ICTOYHUKOBEIUECKOTO MCCIICIOBAHUS
3) ananuza rpaduUecKUx JaHHBIX JOKYMEHTA,
4) KOHTEHT-aHaJIU3.

7. llpoposxure ppasy: «I'CAOY nawna ceoe npodonsicenue...»
1) B poccuiickux 'OCTax;
2) B crangaptax ISO;
3) B penepanpHbIX 3aK0oHaX PD;
4) B TUNIOBBIX HHCTPYKIHSIX TIO JIEIOMPOU3BOJICTBY.

8. IIpoponxure ¢pasy «llo cmenenu 6ruanusa HA COBPEMEHHYI0 INPAKTHKY
HCTOYHUKH, COJep:Kaliue HOPMbI M MpaBuja pPadoThbl ¢ JOKYMEHTAMH, JeJISATCS Ha JBe
rPynmbl...»

1) UWCTOYHWKM, 3aKOHOJATEIHHO  PETrJaMEHTHPOBABIIME  KOT/A-TO  HIIU
periaMeHTHPYIOIIHE IO
HacTosIIee BpeMs paboTy ¢ TOKyMEHTaMH;
2) akTyaJdbHbIE WCTOYHHKH, OTPAKAIOIINE COBPEMEHHBIM OMBIT, TPATUIUU
JIEJIONPOU3BO/ICTBA;
3) ycrapeBiire UCTOYHUKH, UMEIONINE TOJBKO HAYYHYIO, UCTOPUKO-KYJIbTYPHYIO
LIEHHOCTb;



4) WCTOYHMKH, COJAEp)KallUe CTUXUHHO CIIOXHUBIIMECS HOPMBI U IIpaBUIA,
OTpaKarolllye TPATUIMK U MTPAKTUUECKHU OMBIT JEJIONPOU3BO/ICTBA.
9. VYkaxkure, Kakue HOPMATHBBI SIBJIAIOTCA 00M3aTeJNbHBIMH /ISl MCIOJIHEHUS
pPadOTHUKAMH OPraHU3aIUU.

D)IIpumepHast MHCTPYKLUS IO 10N POU3BOJICTBY.

2) NncTpyKuus 1o 1e10nporu3BOICTBY OpraHU3aIiH.

3) 'ocynapcTBEeHHBIN cTaHIapT.

4) denepalibHBIN 3aKOH.

10. 'OCThsl, pernamentupyrompue JJOY, Hocsar B PD...

1)o0s13aTenbHBIN XapaKkTep;

2) peKOMEHIaTEJIbHBIN XapaKTep

3)obecrnieunBaroOnUii XapakTep;

4) nHPOPMALIMOHHO-CITPABOYHBINA XapaKkTep.

11.CaoBo «undopmamus» (informatio) 6ykBajabHO ¢ JJaTHIHH MEPEBOIUTCS KAK:

1) ‘3Hanue, mMOHUMaHKE ;

2) ‘pa3bsACHEHHE, U3JI0KEHUE, OCBEIOMIIEHHOCTD ;

3) ‘nmaHHbBIC, CBEJICHUS, COOOIIECHHUS ;

4) ‘IOKyMEHT, 3alKCh, JOKA3aTEIbCTBO .

12. MaTepuajabHOCTh HH()OPMALIMH NPOSIBJIAETCH B TOM, 4TO...

1) uadopmarnus u ectb MaTEpHs,

2) uHpOpManus — 3TO SHEPTHS, a PHEPTUS MaTepHAIbHA.

3) unbopMmanus ¢GUKCUpPYeTCs OpraHaMd YYBCTB WJIM JPYTHMH CIIOCOOaAMU
perucTpalnuy MaTepyH, a clieZJ0BaTeIbHO, CBA3aHA C HEll;

4) undopmarus — 3T0 3aQUKCUPOBAHHBIE HM3MEHEHMSI COCTOSIHHS MaTepuu u
SHEpPruM, a OHU MAaTEPUAIIbHBI.

13. YkaxkuTe BepHOe nepevyucieHne CBOMCTB JOKYMEHTUPOBAHHOW nHGopManum.

1) umeeT ceMaHTUYECKUI XapakTep, KOAUPYETCS CUCTEMOM CHUMBOJIOB M 3HAKOB,
CTPYKTYpUPOBaHa U NEPENAETCS JUCKPETHO, CBA3aHa C MAaTEpUAJILHBIM HOCUTEJIEM, HOCUT
COLIMAJIBHBIA XapaKTep;

2) XpaHUTCS B MO3re YelOBEKa, KOJUPYETCs CHUCTEMOH CHMBOJIOB M 3HAKOB, e
MPUCYIIN HHBAPUAHTHOCTh, YACTUYHOCTb;

3) CTpYKTYpHUpOBaHa U NepeaaeTcs JUCKPETHO, IpeAcTaBiseT co0oil MaTepuio Miu
SHEPTHI0, UMEET CEMaHTHUUECKUN XapaKTep;

4) MeeT colMaIbHBIA U CEMaHTHYECKUH XapakTep, o0sajjaeT HHBAPUAHTHOCTHIO,
KOJHUPYETCS CUCTEMOW CHMBOJIOB U 3HAKOB.

14. HazosuTe nudpepeHunaibHbie NPU3HAKH J0KyMeHTa?

1) Hannuue UHPOPMALIMOHHOM U MaTepHUaIbHONW COCTABISIONINX;

2) CTPYKTYPHOCTb JOKYMEHTA;

3) MOJIMHHOCTB;

4) GyHKIMOHATBHOCTD JOKYMEHTA.

15. Haiigute BepHoe npojao/keHne ¢ppasbl: «OpUrHHAJIBHOCTD JOKYMEHTA SIBJISIETCS
e

1) cymectBeHHBIM (MU PEpEHITNATBHBIM) PU3HAKOM, TaK KaK XapakTepHa I BCeX
BHJIOB U TUIIOB IOKYMEHTOB;

2) cymecTBeHHbIM (nuddepeHnuaibHbIM) CBOWCTBOM, TakK KaK HeoO0Xoauma
YeJI0OBEKY B €T0 MPAaKTUYECKON KU3HU;

3) HeCyIIeCTBEHHBIM MPU3HAKOM JJOKYMEHTA, TaK KaK 4eJOBEK B IeHCTBUTEIBHOCTH
HMEET JI€JI0 HE TOJIBKO C OPUTMHAJIAMHU JOKYMEHTOB, HO U C MX KOIIUSAMU;

4) HecylIeCTBEHHBIM, TaK KaK BCTPEYAETCsl HE Y BCEX TOKYMEHTOB.

16. Kak Ha3pIBaeTcsi JOKYMEHT, BIepBble¢ CO3JAHHBI OJHMM 4YeJIOBEKOM HJIH
HECKOJIbKMMM JuuamMu?
1) opurunai;
2) MOUTMHHUK;



3) ny6nukar;

4) xomus.

17. KT0, nMeeT npaBo NpuAaBaTh IPUANYECKYIO CHJIY KONUsIM?

1) HOTapuyc;

2) opranusanus, BblJaBIias JOKYMEHT;

3) HavaJIBHUK OTJIENa KaJIpOB JI000H OpraHu3aIuiy;

4) 3aBeAylOIMMIA KaHIENsApHeH J1I000ro TOCYyIapCTBEHHOTO OpraHa.

18. Kak Ha3bpIBaercsi CBOWCTBO HMH(pOpPMAIUM, NPOSBJAKINEECT B TOM, YTO OHA
(uadopmanus) mnepegaerca M oOpadaTbiBaeTcsl 4eJI0BEKOM MNOPLHHMOHHO, OTAEJbHBIMH
coo0meHusAMu?

1) nuHBapUAHTHOCTb;

2) THCKPETHOCTB;

3) CTPYKTYpUPOBAaHHOCT;

4) 4aCTUYHOCTb.

19. TIlpomoskute d¢pa3y: «TepMuHbl «OdoKymMenmuposannas wuHPoOpMANUI» U
«0oKymenmuaa nHGOPMALUD) ...»

1) Hu4YeM apyr OT Jpyra He OTJIMYAIOTCS U SBJISAIOTCS [TOJIHBIMM CHHOHUMAaMH.

2) cozepkat IPOTUBOMOJIOKHBIEC TOHSITHS,

3) pa3nuuHBl 110 TOHATUHHOMY O0BEMY, TaK KaK HE BCSKas «I0KYMEHTHpPOBAaHHas
nHGOPMAaLIUS SIBISIETCS «TOKYMEHTHON.

4) TmOHATHE «IOKYMEHTHUPOBaHHAs WHQPOpMAIUsS» [IUPE TMOHATHS («JIOKYMEHTHAs
uH(poOpMalKsa», TaK KaK YKa3blBaeT HE TOJBKO Ha HAIM4Yue HUAeanbHOW (MH(MOPMAalMOHHON)
COCTaBJISIIOLIEH, HO M Ha HAJIMUME MaTepUaIbHOIO HOCUTEIIS.

20. VYkaxure  CBOMCTBO  JOKYMEHTHPOBAHHOW  MH(pOpMAIHH, KOTOpoe
HE ABJISIETCS o6s13aTe/IbHBIM.

1) onepaTUBHOCTS;

2) OTHO3HAYHOCTH TOJIKOBAHUS,

3) AOCTOBEpPHOCTS;

4) opuManbHOCTD.

21. CniocoOHOCTH JOKYMEHTOB K THPA:KMPOBAHUI0, BOCIIPOM3BEACHUIO CO/IePKAHUA U
MATepHAJIbHOI0 HOCHTEJISA Ha3bIBACTCH ...

1) ayTeHTUYHOCTH;

2) TOKJECTBEHHOCTb;

3) KONMUITHOCTB;

4) dbanscudpukanus.

22. Kakoii JOKyMeHT cuuTaeTcsi 0puIHAIBHBIM?

1) MOKyMEHT, W3TOTOBJICHHBIH C COOJIIOJICHMEM YCTAHOBIEHHOW (HOpPMBI WITH
YaCTUYHO M3MEHEHHBI;

2) JTOKYMEHT, U3TOTOBJICHHBII CAaHKIIMOHUPOBAHHBIM CITIOCOOOM B COOTBETCTBHH C
3aKOHOAATEIBHO ONPEACIEHHON TEXHOJIOTHEN €r0 U3TOTOBJIEHUS U UMEIOUINI TPU3HAKU
MOJIJTUHHOCTH;

3) TOKYMEHT, CO3aHHBIN OPUIUIECCKIM UIH (PU3UIECKUM JTUIIOM, O)DOPMIICHHBINH 1
YIOCTOBEPEHHBIN B YCTAHOBJICHHOM MOPSIKE;

4) NOKYMEHT, coJep)KaHHEe KOTOPOrOo MOXHO CYHMTAaTh TIOJHBIM U TOYHBIM
MIpe/ICTaBJICHUEM MOJATBEPKIAEMbIX ONepanui, AesITeIbHOCTH WK (PAKTOB U KOTOPOMY
MO>KHO JIOBEPSITH B IOCJIEAYIOINX ONEPAlMSIX WIN B OCIEAYIOLIEH 1€ATENbHOCTH.

23. AyTEHTHYHBIH JOKYMEHT — 3TO ...

1) MOKyMEHT, W3TOTOBJIEHHBIH C COOJIIOJIEHMEM YCTAHOBJICHHOH (opMbl wmin
YaCTUIHO M3MCHEHHBIM;

2) JOKYMEHT, KOTOpBIii MOXHO JIOKQJIM30BaTh, HAWTH, BOCIPOU3ZBECTH U
WHTEPIPETUPOBATSH;

3) Takoil JOKYMEHT, Y KOTOPOIO MOKHO JI0Ka3aTb, YTO OH: SIBJSIETCS TEM, YeM
MIpEeTeHIyeT ObITh; ObUI CO3JaH WM OTHPABIECH JUIOM, AEHCTBUTEIBHO CO3/IAaBIIUM HIIN



OTIIPABUBIINM €r0; a TAKXKe ObLT CO3/IaH WM OTIPABIIEH B TO BPEMsI, KOTOPOE 0003HAUEHO.
4) IOKYMEHT, COJep)KaHUE KOTOPOTrO MOXKHO CUHUTATh IOJHBIM U TOYHBIM

MIPEJICTABICHUEM TIOJTBEPKIACMBIX OTepaIui, ASSITEILHOCTH WM (PAKTOB U KOTOPOMY

MO>KHO JIOBEPSITH B IMOCJIEIYIOIIKX ONEpalMsIX WIK B OCIEAYIOLIEH 1eATeIbHOCTH.

24. Ilonu(pyHKIMOHAIBLHBIM JOKYMEHT SIBJISIETCH IOTOMY, YTO...
1) OTHOBPEMEHHO BBINOIHAET HECKOIBKO Pa3HbIX (QYHKLUH;
2) BpeMs OT BpeMEHHU MEHSET (QYHKIIUY;
3) pa3Hble JOKYMEHTHI BBINOIHAIOT Pa3Hble (PYHKINH;
4) y IOKyMEHTa eCTh TJaBHasA, OOIINE U CHICIHATIbHBIC (DYHKITHH.

25. Iloyuemy B HayKe 10 CHX IOP He CJO0KHJIOCH eIUHOM Kjaaccupurkannu GyHKIui
JTOKYMEHTOB?

1) GyHKIMU TOKYMEHTOB UMEIOT PAa3HYIO MPUPOAY U 3aBUCAT OT KauecTBa U THIIA
uH(pOpMAIINH;

2) cnekTp 3TUX (QYHKUMH IUPOK, TaK Kak MH(GOpMaLUs MPOHU3BIBAET Bce chepbl
YeJI0BEYECKOT0 O0IECTBa U yJOBIETBOPSIET CaMble pa3HO0Opa3HbIe MOTPEOHOCTH;

3) JOKYMEHTBI CIIOCOOHBI BBIMOIHATE CPa3y HECKOJIBKO (YHKIIMN, UX MHOTAA TPYIHO
pa3aesnnuTh MeXy coOoi;

4) Bce Ha3BaHHBIE BBIIIE PUUYHUHBI.

26. Ot pyHKUM 00513aTEJILHO €CTh Y BCeX JIOKYMEHTOB, HO B Pa3HOM COCTaBe KaK
aKTyaJibHOe JomosiHeHMe Apyrux ¢yHkuuil. OHM BO3HMKAKT y JOKYMEHTa H MOIYT
MEHSITbCSI B 3aBHCHMOCTH OT YCJIOBHH (PYHKIHMOHUPOBAHMA [OKYMEHTA, OTPAkKAIOT
pa3Hoo0pa3Hble KOHKPeTHbIE NOTPeOHOCTH 001eCTBA WM OT/IeJIbHOIO ero YieHa.

1) obmue;

2) cnenuanbHbIE;

3) ynpaBieHUYECKHE;
4) reloHNYECKHE.

27.Kak Ha3pIBaeTcsl (PYHKUUSI JOKYMEHTOB, B KOTOPBIX OTPa:KeHbI: CO3/laHHe
OpPraHu3anyy, YCTAaHOBJIEHHE ee CTPYKTYPbl, INTATHOH YHCJEHHOCTH; periaMeHTauus
AeATEJBbHOCTH H KOJINYEeCTBO CTPYKTYPHBIX NOAPa3ieJIeHui M PA0OTHUKOB; PEKHUM pPadoThI
U T.aL.?

1) npaBoBasi;

2) pacniopsiAuTeIbHas;
3) KOHTpOJI;

4) opraHu3anoHHasl.

28. Ecam pOKyMEHTBI Ha3bIBAlOTCH «IPHKA3», «pPelIeHHe», «IO0CTAHOBJICHUEY,
«YKa3aHMe», «PacIopsizKeHNe», TO OHU BbINOJIHAIOT (MM BBINOJHSAIU paHee) PYHKIHUIO ...

1) npaBoBy1O;

2) pacriopsiAUTENbHYIO;
3) KOHTpOJI;

4) opraHu3alMoOHHYIO.

28. JTa pyHKUIMA CBOMCTBEHHA JOKYMEHTAM, B KOTOPBIX I 3anucu mHGopManun
HCHOJB3YIOTCH pa3iu4yHble NPHEMbl M CHCTEMBbI TailHOMUCH, Kpunrorpapuu. Taxxe
0CO0CHHOCTBIO TAKHX JOKYMEHTOB SIBJISIETCS OTPAHMYCHHE B JOCTYyNEe K HHPOPMALHMH.

1) cratuctuueckas;

2) noauTHYecKas;

3) 3amuThl HHGOPMAIUY;
4) KOTHUTHUBHASL.

29. JleiicTBMEe WJIM COBOKYIIHOCTH /eiiCTBHIl, NPHMMEHsIEeMbIX B IIpoLecce 3amucH
HHGpopMaNUH, HA3LIBAETCH. ..

1) cpencTBOM TOKYMEHTHUPOBAHMUS;
2) cnocoOOM JOKYMEHTUPOBAHMS;
3) cuctemMoi JOKyMEHTAaIHH;

4) MeTo10M TOKyMEHTHPOBAHUSI.



30. Ykaxure, 4TO BKJIKOYaeT B ce0s1 cucTeMa J0OKYMEHTHPOBAaHUS.

1) MeTo1 TOKyMEHTHPOBAHHS;
2) BUBI JOKYMEHTOB;
3) cpencTBa JIOKYMEHTHPOBAHUS,

4) matepHaabHBI HOCUTEIH UH()OPMAIIHH.
31. Cnoco® HaHeceHUN SI3BIKOBBIX 3HAKOB M 3HAKOB-H300pa’keHUl HA MOBEPXHOCTH

MaAaTECPHAJIBHOI0 HOCUTEJIS IIPU IIOMOIIU OPITEXHUKU Ha3blBa€TCﬂ...(0m€€m 3anucamos

crosamu)

Hauepmamenvnuiii
32 IlpapoauTesieM MATPUYHBIX MATEPHAJIBHBIX HOCHTEJEH SIBJISIETCS CJIeXyoIuii

€1ocod JOKYMEHTHPOBAHMUA. ..
1) HauepTaTeNbHBIN;

2) 3EKTPOCTATUYECKUM;

3) nepdopupoBaHue;

4) nazepHbIil.
33. IlpoaoJuxure

npeocmasnensl...»
1) HayepTaTeIbHBIM CITIOCOOOM;

2) BbICEKaHUEM;
3) 1OKyMEHTHPOBAHHUEM Ha MUIIYLIEH MalluHE;

4) MexaHMUYECKOH 3aIUChIO.
34. Kto u Koraa BnepBble OCYIIECTBHJI He TOJBKO 3allHCh, HO U BOCIIPOM3BeeHUE

bpasy:  «Tpaouyuonnvie cnocoovt  OOKymeHmuposanus

3BYKa ¢ MATepPHAJIbHOI0 HOCUTEIsA?
1) B 1804 r XK. Xakkap;
2)B8 1807 r. T. IOHT;
3) B 1857 r. CkoTT;
4) B 1877 r. T. DnucoH.
35. Kakoii cnoco0 BmepBble MO3BOJIWJ 3aMe4YarieTb O00bEKTHBHYH) BHU3YAJIbHYIO
nHGopMaNHIo HA MaTepUAJILHOM HOcHTeJe?
1) pucoBanue;
2) XUBOIINCB;
3) BBDKUTAHHE;
4) GoTOXUMUYECKHUH.

Bonpocel k dx3ameny
1.Pojb gokymenta B )KH3HU YeJIOBEKA U OOIICCTBA.
2.Jloxymentbl B cdepe mpaBa u ympaieHus. HayuHo-ucropudeckas M Tpakrhdeckas

OEHHOCTDb AOKYMEHTA.
3 Bausanue HaquO-TeXHquCKOﬁ PEBOJIIOIIMN HAa pa3BUTHUE AOKyMEHTA.

4.00BeKT U IPeaMET ZoKyMeHTOBE/ICHUS KaK HAYKH.
5.Metonbl uccnenoBaHUs gokymentOBeIUeCKHX MpoOneM. OOIieHaydHble U ClelUalbHbIe

MCETO/JBI.
6.CtaHoBIICHHE U Pa3BUTHUC nokyMeHTOBCACHU S KaK Haquoﬁ JUCHUITIINHBI.

7. MICTOYHMKH goxymMeHTOBETUSCKUX MCCICIOBaHUMN.
8. Tumel goxymesTOB, SIBISIOIINECS HCTOYHUKAMH JJIS 10KYMeHTOBEIUYECKUX HCCIICIOBAaHMI.
O.JlokymenThbl,  COJIEp)KalIe CTUXHWHO  CJIOKUBIIUECS  HOPMBI W mpasuia PaOOTHI

C DOKYMEHTAMMU.
10.lokymenTbl, 3aKOHOIATEITFHO PETJIAMEHTUPYIONIHE PAOOTY C J0KyMEHTAMH.
11.YcrapeBme  MCTOYHUKH,  3aKOHOJATENBHO  pPErVIAMEHTHUPOBABIIME  paboTy

C IOKyMEHTAMMU.
12.AkryanbHble HMCTOYHUKH, PErJaMEHTUPYIOIIHE COBPEMEHHBIE MpOIecChl paboThI

C JOKYMEHTAMM.


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
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

13.IIpaBoBbI€ akrhl, M3/1aBacMble BBICIIUMHU OpraHaMu QenepaibHON 3aKOHOIATETbHOU
rOCyapCTBEHHOU BIIACTH M YIIPABJICHMUS.

14.I1paBoBbI€ akTbl, U3aBa€Mble OpraHaMH 3aKOHOJAATEIbHONW U MCIIOJHUTEIBHON BIIACTH
cyOBbekToB PD 1 BX TeppUTOpHATBHBIX 00pa30BaHUIM.

15.11paBoBbI€ akTbl, N3/1aBa€Mble PyKOBOJCTBOM IIPEANIPUATUI U OpraHU3aLuil.

16.IlonsTue «wH(popMays» U €€ pojib B COLUAIBHBIX M SKOHOMHYECKUX Ipoleccax.
Criermuduueckue YepThl gokyMeHTHPOBAHHOMN HH(OpMAIIHH.

17.Ilonsatue "pokyment'".

18.IIpu3Haku pokymenra.

19.0cHoBHBIE CBOMCTBA nokymenTOB. OpUTrHHAIBHOCTH. KonmuitHOCTh. [10IMHHOCTS.

20. @DYHKIMH 10KYMEHTOB. [Tpobnembl OIIpeeICHUS KJIacCU(UKAMOHHBIX
XapakTepPUCTUK JOKyMEHTOB MO (DYHKIIMSIM.

21. IloHATHE O HoKYyMeHTHPOBAHUH, CIIOCO0AX U CPEICTBAX A0KYMEHTHPOBAHUSI.

22. TpaguiIMOHHBIE METO/Ibl TOKYMEHTUPOBAHHSI.

23. TexHOTPOHHBIE METO/BI JOKYMEHTUPOBAHHUS.

24. MeTtoap! 1okyMeHTHPOBAHMUSI, IPUMEHIEMbIE B COBPEMEHHOM enolIpOU3BOJICTBE.

HpaxmuquKoe 3a0anue Ha IK3AMeEHe :

- OTIPEICITUTh THII JIOKyMeHTa 1o ero CBOMCTBaM (opuruHan/Komws;
MOVTMHHBIN/ (D aTbcuPUITUPOBAHHBIN );

- ONIPEICIUTD CIEIHATbHYIO (DYHKIIUIO 10KyMeHTa;
- OIPEIEIUTD CIIOCO0 HoKyMEHTUPOBAHUSI.


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
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OreHOYHBIC cpe€acTaa

YK - 1 CniocoGeH ocyIecTBIATh MOUCK, KpUTHYECKUI aHAIIN3 U CUHTE3 WHPOPMAIIH, TPUMEHSTh

CHCTEMHBIH noaxon JJis1 peIICHMs TOCTABJICHHBIX 3a4a4

YK 1.1

AHaTN3UpyeT
3a/1avy, BBIIEISS ee
0a30BEBIE
COCTAaBJISIONINE,
[paccMaTpuBaeT
MpeaiaracT
BO3MOYKHEIE
BapHaHTHI
[pereHus
TOCTaBJICHHOM
3aja4n, OICHHBAs]
X JIOCTOMHCTBA M|
HETOCTATKU

H

Bomnpocs! k 3k3aMeHy

1. McTOYHMKY JOKYMEHTOBEIUECKUX HCCIAEAOBAHMM.

2.Tumel ~ NOKYMEHTOB,  SBJISIOUIMECS  MCTOYHHUKAMHU
JIOKYMEHTOBETUECKUX HCCIIETOBAaHUIM.

3. JIOKyMEeHTBI, CoIepXalllie CTUXUMHO CIOKHUBLIMECS HOPMBI U
IIpaBUiIa pabOThI C JOKYMEHTaMH.

4. JIOKyMeHTBI, 3aKOHOJATENbHO perjiaMeHTHpYIole paboTy ¢
JOKYMEHTaMH.

5. VYcrapesuiue HUCTOYHHUKH,
periaMeHTHpoBaBIIne paboTy ¢ JOKYMEHTaMHU.

6. AKTyanbHbIE HCTOYHHUKH, PETIAMEHTUPYIOIINE COBPEMEHHBIE
MpoLecchl PabOTHI C JOKYMEHTaMHU.

7. [IpaBoBBIE aKThI, U3[]aBaeMbl€ BHICIIMMHU OpraHamMu (eepaibHON
3aKOHO/AaTeNbHOM rOCYy1apCTBEHHO BIIACTH U YTIPaBIEHUS.

8. IlpaBoBBIC aKThl, U3JaBacMbl€ OpPraHaMU 3aKOHOIATEIBHOH U
WCTIONTHUTENFHOW BiacTu cyOpekToB P® w wuX TeppUTOpHaIbHBIX
0o0pa3oBaHHUH.

9. IlpaBoBbl€ aKThl, W31aBACMbIE PYKOBOACTBOM MPEANPUITHA U
OpraHU3aLMM.

IlIE:

3aKOHOAAaTCIbHO

HToOroBmIii TeCT

1. JleiictBusi 4esioBeka (C MOMOIILI0 TEXHHKH MM JAPYTrUX
Cpe/ICTB) MO 3aHECEHHMI0 3HAYMMON HMH(OpPMAUMM HA MaTepHAIbHBIN
HOCHTEJIb HA3bIBaeTCsl

1) nadopmaTH3aImei;

2) TOKyMEHTHPOBaHHEM;

3) TOKyMEHTAIIMOHHBIM 00ECIICYCHUEM YIIPaBICHHUS;

4) nemonpou3BOJICTBOM.

2. Hajigute npaBuibHOe NpoaokeHHe (pasbl «B npouecce
C60e20 (PYHKYUOHUPOBAHUA 6 00ULeCHI8e OOKYMEHM MOMHCEN NPOXOOUMb
HECKONbKO cped — OnepamueHyIo, pempoCneKmueHyio u...

1) mpodunakTHYECKYTO;

2) IpOTHOCTHYECKYIO;

3) coryiacoBaHus U YTBEPKICHHUS,

4) apXMBHOT'O XpaHEHUSI.

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

1) B poccmiickux 'OCTax;

2) B ctanmaprax [SO;

3) B penepanpHbIX 3aKkoHaX PD;

4) B TUNIOBBIX MHCTPYKIUSX TIO JEIOTPOU3BOJICTBY.

4. IIponosxute gpasy «l/lo cmenenu é1uanus Ha COBpEeMEeHHYIO
NPAKTUKY HCTOYHHUKH, COJAEpKaliue HOPMBI W NpaBujia padorTbl C
AOKYMEHTAaMM, 1eJISITCS Ha IBe TPYIIIbI...»

1) MCTOYHWKH, 3aKOHOAATENHHO pPETIAMEHTHPOBABIINE KOTJAa-TO
WIN PErIaMeHTUPYIOLIHE 10

HacTosiee BpeMs padoTy C JOKYMEHTaMH;

2) aKTyanbHBIE WCTOYHHMKH, OTPAXKAIOIIHNE COBPEMECHHBIH OIIBIT,
TPaJIUIINH JISIIOTIPON3BOJICTRA;

3) ycTrapeBmIME HCTOYHHUKH,

HMCIOIIMC TOJIBKO HAY4YHYIO,




K
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HUCTOPUKO-KYJIBTYPHYIO LIEHHOCTD;

4) MCTOYHHMKH, COJAEpIKAIINE CTUXHHHO CIOXHBIIHECS HOPMBI H
IpaBWiIa,  OTP@KAKOIIME  TPAaAULMH W [PAKTUYECKUH  OMBIT
JIeJIOTIPOU3BOJICTBA.

5. Ykakurte, KaKHe HOPMATHBbLI SIBJSIOTCS 00513aTeJbLHBIMHU
AJIsl MCIOJIHEHMs] PA0OTHHKAMHU OPraHU3alUHU.

1)IIpumepHast HHCTPYKIHSA IO JeIOTIPOU3BOJICTBRY.

2) MHCTpyKIus 1o ATIONPOU3BOACTBY OpraHU3aIHH.

3) I'ocynapcTBeHHbIH cTaHAapT.

4) denepanbHBIN 3aKOH.

6. 'OCTprl1, pernamentupytomue 10Y, Hocsat B POD...

1)o0s13aTenbHBIN XapakTep;

2) peKOMeHIaTeIbHBIN XapaKTep

3)obecnieunBaronuii xapakTep;

4) nHPOPMAaIIOHHO-CITPABOYHBIN XapakKTep.

KonTpoabHas pa6oTa no Kypcy

1. [Ipoananu3upoBaTh KOMIUIEKT TOJOBOM MOAMMUCKY (TIeYaTHBIHA
WJIM 3JIEKTPOHHBIN pecypc B ceTH MIHTepHET) OHOTO U3 KypHAJIOB,
YKa3aHHBIX B CIHCKE, 32 JF0OOH T/ U3 TISATH IMOCIICIHHX.

5. JlaTp XapakTepUCTHKYy TEMAaTUKHM CTaTe€dl W MaTepHajioB
xKypHana. OpueHTHPOBATHCS MO KIIIOYEBBIM CIIOBAM, 3arojIOBKaM cTaTei.

6. YcTaHOBUTE, UMEET JIU KypHaJ CBOU caliT B ceTu IHTepHET
(ykazaTh) W mpemnaraeT I OH D3JEKTPOHHYIO BEpPCHIO (ApPXUB) CBOUX
BBIITYCKOB.

7. [lonp3ysace cnpaBOYHBIMH [JAaHHBIMHM O KypHaJa, JaTb

0011y 0 XapaKTEepUCTHKY aBTopaM crarei (ykazate @O, mecto paboTsl U
JIOJKHOCTB). CrenaTh BBIBOJ 00 aBTOpax KypHAJIbHBIX ITyOIHKAIIi.

8. CocTaBUTh KOHCIIEKT OJHOW U3 cTared (Ha BBIOOD).

OOBeMOM cTaThy A0JKEH OBITh HE MEHEE 3-X JKypHAJIbHBIX CTPAHHMII.
Memoouueckue pexomenoayuu

AHanmM3 KOMIUIEKTa TOI0BOM MOANMUCKHA BRIOPAHHOTO KypHaIa
CIIEAYeT NPEACTABUTD 6 UOE CE6A3HO20 MEKCMA, B KOTOPOM OyIyT
OTpaKeHbI OTBETHI HA BCE MIOCTABJICHHBIE BBILIE BOIIPOCHL, ILHO 6 Ude
maoauuybwl.

MHorue U3 nepeunciIeHHbIX HIKE KYPHAIOB IPEICTaBIEHbI
B apXMBAX HA COOTBETCTBYIOLIUX KypHAJIBHBIX CaiTax.

B onenke maHHOTO 3aJ]aHKsI OCHOBHOE BHUMAaHUE YAESAETCS
CIOCOOHOCTH CTYJIEHTOB YBUJIETh, C OJJHOM CTOPOHBI, THITMYHOE H
XapakTepHOe Ul JaHHOT'O HCTOYHMKA, C APYTOd, €r0 0COOEHHOCTH U
IpENMYIIIECTBA.

[Ipu cocTaBneHNH KOHCIIEKTA KypPHAJIbHOHN CTaThH OI[EHUBAETCS
YMEHHUE CXKMMATh HHPOPMALIUIO, OCTABIISAA KIIOUEBbIE MOMEHTHI TEKCTA,;
COCTAaBJISITh KOHCIIEKT OT 3-T'0 JIMLA WK B Oe3TM4HON popMme, eClTi aBTOPOM
cTaThy ObLT BEIOpaHa opMa JTuaiora ¢ YNTaTeeM.

HroroBrrit BEIBOT 0030pa MOKET COEPKaTh PEKOMEHIAITHIO
HAYMHAIOIIUM JOKYMEHTOBEJAM M0 BO3MOXKHOCTSIM HCIOJIb30BAHUS
rH(pOpMaIUU U3 TAHHOTO UCTOYHHKA.

CnHcoK KypHaJIoB

19. «lenonpoun3BoacTBOY,

20. «/enaonpoun3BoacTBo ¥ JOKYMEHTO0OOpOT Ha
MIPEANIPUITUNY,

21. «OTeuecTBEHHbIE aPXUBBDY,

22. «BecTHHK apXUBHCTaY;
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23. «Cexkperapckoe aemoy,

24, «XOopomuit ceKpeTapb»,

25. «Cexkpertapb-pedepeH»,

26. «CrpaBoYHHK ceKpeTaps U opuc-MeHeIKepay,
27. «CoBpeMeHHBIH 0(uC-MEeHEIKEPY,

28. «Y1paBiieHUE TIEPCOHATIOMY,

29. «Kanposoe geio»,

30. «Kanposas ciyx0a»,

31. «KanpoBuk,

32. «CrpaBOYHHUK KaIPOBUKa»,

33. «Kanper mpeanpustus»;

34, «MeHEeIKMEHT U KaJpbl»,

35. «Hay4Ho-Texan4yeckas HHPOpMAaIIHs»,
36. «bubnnorexoBeneHue.

Bomnpocsl k 3k3aMeHy

1.Ponp moxyMeHTa B KW3HU YeJOBeKa U 00IIecTBa.

2.00beKT 1 IpeMET IOKYMEHTOBEICHUS KaK HAYKH.

3.Meronsl  WccneOBaHUS — JIOKYMEHTOBENYECKHX  MpoOieM.
OOuieHayyHble U CIeHUaIbHbIC METOIBI.

4.CtaHOBJIeHHE U pa3BUTHE [JOKYMEHTOBEJIEHHUS KaK Hay4yHOU
JUCIUTIIUHB.

S5.Ionstne «wHbOpMaUA» W €€ pOdb B CONWANBHBIX W
9KOHOMMYECKHX Ipoueccax. Crnenududeckne 4epTsl JOKYMEHTUPOBAHHON
WHPOPMALIUH.

6. [lonsitue "noxkymeHT".

7. BnusHMe HAyYHO-TEXHHYECKOH pEBONIIOLIMM HAa pPa3BUTHE
JIOKYMEHTA.

HToroselii TecT

1. Ykaxure BEpHoOeE NpoaoIKEHH e ¢dpassr: 3aKkon
OOKYMEHMAYUOHHO20 OQPOPMAECHUA COUUATNLHO 3HAYUMbLIL COObIMUIL
oelicmeyem ...

1) TonmbKO 151 OUITHATIEHBIX TOCYAAPCTBEHHBIX COOBITHUS;

2) TONBKO JJIs1 OOIIECTBEHHO-TIOJINTHISCKUX COOBITHIA,

3) cyry0o 1isl JINYHBIX, CEMEUHBIX COOBITHIA;

4) Ons 10OLIX COOLIMULL, ZHAYUMBIX OJisl OMOETbHO20 YeN08eKd UU
epynnul o0ell.

2. Mocnosno ¢ JaamuiHu 1080 «OoKymeHmy (documentum)
obo3uavaem:

1) sanuce, nucame;

2) bymaea;

3) 0oeosop, obszamenvcmeo,

4) nucbmeHHOe ceudemenbcmeo, oopaszey.

3. Vkaosicume memoo, xomopwii HE OTHOCUTCAH x memodam
aHanu3a mexcma OOKyMeHmd.

1) koumenm-ananus;

2) Memoo IKCNEPMHBIX OYECHOK,

3) memoo gopmynaproeo ananusa;

4) runesucmuieckas IKCnepmu3da.

4. Basicnetiuum 00ujeHayyHuim Memooom 01 OOKYMEHMOBeOeHUs
ABAAECMCAL. .

1) knaccugurayus;

2) Memoo UCMOYHUKOB8eOUeCcK020 ucciedosanusi 3) aHaIu3a
rpauuecKuX JaHHBIX JOKYMEHTA,
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4) KOHTEHT-aHAJIN3.

5.CnoBo «undopmamus» (informatio) GyxkBaibHO ¢ JaTHIHH
NepeBOANTCS KaK:

1) ‘3Hanue, MOHUMaHUE ;

2) ‘pa3bsiCHEHUE, U3J0KEHUE, OCBEIOMIEHHOCTD ;

3) ‘maHHBIC, CBEACHMS, COOOIICHNUS ;

4) ‘IOKyMEHT, 3aITiCh, TOKA3aTeIbCTBO .

6. MaTepnaJibHOCTH HH(POPMALMH NMPOABJIAETCA B TOM, YTO...

1) uadopmanus u ecTb MaTEpHs;

2) uapopManus — 3TO SHEPrHs, a YHEPT U MaTepHANIbHA.

3) uHpopmanus (GUKCHpYeTcs OpraHaMd YyBCTB HJIM JAPYTHMH
croco0aMy perucTpaly MaTepyu, a ClieI0BaTeIbHO, CBsI3aHa C HEH;

4) uadopmarusi — 3T0 3aUKCHPOBAHHBIE M3MEHEHHUS COCTOSIHHS
MaTEepHH U SHEPTHH, 2 OHU MaTepUAIbHBI.

7. Kak Ha3bIBaeTcs CBOIICTBO HH(OPMALUH, POSBIAIONIeecs B
TOM, 4T0 oOHa (uHopMmauus) nepenaercsi Hu oOpadarbiBaercs
YeJIOBEKOM MOPIHUOHHO, OTAEIbHBIMH COO0IICHUAMHU?

1) ©HBapUaHTHOCTE;

2) TUCKPETHOCTS;

3) CTPYKTYpHpPOBAaHHOCTb;

4) YaCTUYHOCTb.

8. Ykaxure BepHOe
JOKYMEHTHPOBAHHOH MHpoOpMaLKu.

1) wWMeeT ceMaHTHYECKHH XapakTep, KOAMPYETCS CHUCTEMOM
CHUMBOJIOB U 3HAKOB, CTPYKTYpUpPOBaHa U NepeaaeTcs AUCKPETHO, CBsI3aHa C
MaTepHaIbHBIM HOCUTENEM, HOCUT COLMANIbHBIN XapakTep;

2) XpaHUTCS B MO3T€ YEJIOBEKa, KOAUPYETCA CUCTEMON CUMBOJIOB U
3HAKOB, € MPHUCYIIN NHBAPUAHTHOCTh, Y4CTHIHOCTD;

3) CTpyKTypHpoOBaHa U Tepefaercs ANCKPETHO, NpEACTaBISET
co00l MaTepuIO UM SHEPTUIO, UMEET CEMaHTHYECKHUI XapaKTep;

4) umeer couuanbHBIE M CEMaHTHUYECKHH XapakTep, oOianaer
WHBapUAHTHOCTBIO, KOJAUPYETCSl CHCTEMON CUMBOJIOB M 3HAKOB.

9. HazoBute nud¢epeHunanbHble IPU3HAKUA JOKYMeHTa?

1) Hanmmuue nHPOPMALMOHHON ¥ MaTEPHAIbHOM COCTaBISIOIINX;

2) CTPYKTYpHOCTH IOKyMEHTa;

3) MOATMHHOCTB;

4) pyHKIMOHATHFHOCTH TOKYMEHTA.

nepeymnciaeHue CBOMCTB

K1.2

Ompenense
T, HHTEPIPETUPYET
158 pamkupyerT
MHpOpMaLHIo,
TpedyeMyto
pereHns
[10CTaBICHHOU
3amaum;
OCYIIECTBIISIET
[TOKMCK
mH(pOpMaUK  TIO
[Pa3IMYHBIM THIIAM
3arpocoB

JJIA

KonTpoabHas padoTa no kypcy

3aganue

3. CpaBHUTb TOJIKOBAaHUS  TEPMHUHOB
«IOKYMEHTHUPOBaHHas HMHOOpMAIMA»,  «IOKYMEHT»,
JOKYMEHT» B HOPMATHBHBIX U MIPABOBBIX aKTaX.

3.1.Beimucath M3 TOCYJapCTBEHHBIX CTaHIAPTOB OINpPEACICHMUS
TEPMHHA «TOKYMEHT»:

I'OCT 16487-70. /lenonpon3BoAcTBO U apXUBHOE 1em0. TepMuHbBI
Y OTIpE/IEeTICHHST,

I'OCT 16487-83. Jlenonpon3BoACTBO U apXUBHOE Jes10. TepMUHbI
Y OTIpE/IEeTICHHST,

I'OCT P 51141-98. Jlemompou3BOACTBO M AapXHUBHOE [EJIO.
TepMuHBI U onpeieneHns;

I'oCT P 7.0.8-2013 [enonpou3BOACTBO U apXUBHOE [EJO.
TepMUHBI U ONPEIEIICHHUS.

3.2. Bemmucath

«uHpOpMaLIUI,
«QJIEKTPOHHBIH

n3 @DegepanbHblx  3akoHOB Ne 149 «O06
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nH(popMaIuu, HHOOPMAITMOHHBIX TEXHOJIOTUSAX M 3alluTe HH(pOpMAaIum)
2006 . u Ne 15 «O0 wunpopMaiuu, WHPOPMATH3ANMMUA U 3aLIUTE
nHpopMmarum» oT 25 saHBaps 1995 rToma ompeneneHWs TEPMHHOB
«HpOpPMALIULY, «IOKYMEHTUPOBAHHAS WHPOPMAIUS», <«OKYMEHT» H
«OQJCKTPOHHBIA JOKYMEHT» YCTAHOBHTH, KaKH€ acCIleKThl (HOCHUTEIH
nH(pOpMAaINH, CIIOCOOBI €€ (PMKCUPOBAHIS, IOPUINIECKAs CHia JOKYMEHTa
U Jip.) ¥ QYHKIIMU TOKYMEHTA 3aJI0KECHBI B 3THX OTPEIEIICHHSIX.

HToroBmiii TECT

1. Haiinute BepHOe npogos:keHue (ppasbl: «OpUruHAJIBHOCTH
JOKyMeHTA ABJISAETCSH ...>»

1) cymectBeHHBIM (quQdepeHInanTbHpIM) TPU3HAKOM, TaK Kak
XapakTepHa AJIsl BCEX BUIOB U THIIOB JIOKYMEHTOB;

2) cymectBeHHBIM (nuddepeHnanTbHpIM) CBOWCTBOM, TaK Kak
Heo0X0IMMa YeJIOBEKY B €T0 MPAKTUYECKOM KU3HHU;

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

4) HecyIlIeCTBEHHBIM, TaK KaK BCTpEYaeTCsl HE y BCEX IOKYMEHTOB.

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

1) opurunan;

2) MOTHHHUK;

3) nybnukar;

4) xomusl.

3. K10, nMeeT npaBo NpuaaBaTh HPUAHYECKYI0 CHIIY KONUsIM?

1) HOTapmyc;

2) opraHuzanysi, BeIJABIIAs JTOKYMEHT;

3) HayaNBHUK OTJIENa KaJAPOB JIFOOON OpraHu3aIlNY;

4) 3aBeAyIOMMi KaHLENAPHEH JII000ro rocyJTapCTBEHHOTO OpraHa.

4. Ilpononxute ¢pasy: «TepMHHBI «OOKyMeHmuposannan
HHpOPMALIMD) U KOOKYMEeHmHA:A WHPOPMALTHSD) ...»

1) HUYeM Apyr OT Ipyra He OTIMYAIOTCS M SBISIFOTCSA IOJHBIMU
CUHOHHMAaMH.

2) coaeprKaT IPOTUBOTIONOKHEIE TIOHSATHS;

3) pa3nuM4HBl TIO TMOHATUHHOMY 00BEMy, TaK KakK He BCSKas
«IOKYMEHTUPOBaHHasi HH(POPMALIUSD) SBISIETCS «IOKYMEHTHOM».

4) MOHATHE «IOKYMEHTHPOBaHHAs WH(DOpMaIWs» IIUpE TOHITHS
«IOKYMEHTHasi HHPOpPMAIIUsI», TaK KaK yKa3blBaeT HE TOJILKO Ha HaJM4YUe
uaeasbHON (MHGOPMALMOHHON) COCTABISIOIIEH, HO W Ha HalIW4ue
MaTepHaIbHOIO HOCUTEIS.

5. VYkaxure CBOICTBO [JOKYMEHTHPOBAHHOH WH(pOpMaLuH,
koTtopoe HE SABJISIETCSI o6s13aTe/ibHBIM.

1) omepaTHBHOCTS;

2) OIHO3HAYHOCTH TOJKOBAHMS,

3) I0CTOBEPHOCTS;

4) opULMATBEHOCTD.

6. Cnoco0HOCTL  JAOKYMEHTOB K  THPa:KMPOBaHHUIO,
BOCIPOM3BEIEHUI0  COJdEpPKAHUSI M MaTepUAJIbHOIO  HOCHTEJsl
Ha3bIBaeTCd ...

W3MCHCHHBII;

2) [OKYMEHT, KOTOphIi MOXXHO JIOKaIH30BaTh, HAWTH,
BOCIPOM3BECTH U UHTEPIIPETUPOBATH;

3) TaKoii TOKYMEHT, y KOTOPOT0 MOXHO JJOKa3aTh, YTO OH: SIBJISIETCS
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TEM, 4YeM TIpeTeHAyeT ObITh; ObUT CO3AaH MM OTIIPABJICH JIHIOM,
JEHCTBUTEIBHO CO3AABUIMM WJIM OTHPABUBILUM €r0; a TakxKe ObLI cO3AaH
WM OTHPABJIEH B TO BPeMsl, KOTOPOE 0003HAYEHO.
4) DOKyMEHT, colep)KaHHEe KOTOPOr0 MOXKHO CUUTaTh IIOJHBIM U
TOYHBIM TIPEJICTABIICHUEM MOATBEPKIAEMBIX ONIEPaIfid, ACATEILHOCTH WIN
(aKkTOB M KOTOPOMY MOXHO OBEPSTH B IOCIEAYIOIIMX ONEPALUsIX WU B
MOCTIEYIOUIEeH AESTEIbHOCTH.
Y IIpu 4. N3yuuts Temy «CnocoObl U CpeacTBa JOKYMEHTHPOBAHUSI) T10
K13 00OpaboTke yaeboHoMy tocoouro H.C. JlaprkoBa. «JlokymenToBeneHue» (He panee 2006
MHpOpMaLUH r. w3manus). CocTtaBuTh KoHCmeKT 4-i «CmocoObl M cpeacTBa
oTIM4aeT (PaKThl 0T JOKYMEHTUPOBAHHUS»
MHEHUM,
MHTEPIPETaLni, Bonpocel k 3k3amMmeHny
OLICHOK,
(bopmupyet 1.OcHoBHBIE CBOMCTBa JOKYMEHTOB. OpUrvHaIbHOCTD.
COOCTBEHHEIC Konuiinocts. ITomIMHHOCTE.
MHEHUS u 2.JI0OKyMEHTbI B chepe npasa u YIIPaBJICHHUSL.
CYXIEHHS, Hayuno-uctoprudeckas u mpakrudeckas IeHHOCTb JOKYMEHTa
ApryMEHTUPYET 3.IlpusHaku TOKyMEeHTa.
CBOM BBIBOALI U 4. DyHKIUN JOKYMEHTOB. [Tpobnemsr OIpeleNIeHUs
TOUKy KJ1acCU(UKALIMOHHBIX XapaKTEPUCTUK JOKYMEHTOB 10 (YHKIMSIM.

Hroroselii Tect

1. HoaudyHKINOHAIBLHBIM JOKYMEHT SIBJISIETCS IOTOMY, 4TO...

1) 0THOBpPEMEHHO BBIIOIHAET HECKOJIBKO PA3HBIX (PYHKIIHIA;

2) BpeMs OT BpeMeHHU MEHSET (PYHKIINH;

3) pa3Hble TOKYMEHTHI BHITIOTHSIOT Pa3Hble (yHKIINY;

4) y IOKyMEeHTa eCTb IJIaBHas1, O0IKe U CrienHabHble (DYHKINU.

2. Ilouemy B Hayke A0 CHX NOP He CJO0XKHJIOCH €IUHOI
KJaaccupuranun GpyHKIUA 10KyMEeHTOB?

1) ¢yHKIMM MTOKYMEHTOB UMEIOT Pa3HyI0 MPUPOJY M 3aBUCST OT
KayecTBa U TUNa HH(opManuy;

2) cmekTp OTHX (YHKOWH IIHPOK, TaK Kak WHGOpMAIUI
MPOHMU3BIBAET BCe CQepbl YeIOBEUYECKOro oOIIecTBA M YAOBIETBOPSIET
camble pa3HOOOpa3HbIe MOTPEOHOCTH;

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

4) Bce Ha3BaHHBIE BBIIIE IPUUYHHBI.

3. Ot QpyHKOHMH 00513aTEJILHO €CTh Y BCeX JOKYMEHTOB, HO B
Pa3HOM COCTaBe KAaK aKTyaJibHOe J0MOJHeHne Apyrux pynkomii. OHun
BO3HUKAIOT Y /JOKYMEHTa W MOTrYT MEHATHCA B 3aBHCHMOCTH OT
ycaoBuii (yHKIMOHHNPOBAHHUS NOKYMEHTA, OTPAKAIOT Pa3HOOOpa3HbIe
KOHKpPeTHbIE MOTPEeOHOCTH 0011eCTBA HJIU OTAeJIbHOIO0 €ro YieHa.

1) obmrue;

2) crielanbHbIE;

3) ynpaBneH4ecKue;

4) renoHNYECKHE.

4.Kak HaspiBaeTcsi QYHKUOHS JOKYMEHTOB, B KOTOPbIX
OTpa’keHbI: CO3JaHHe OPraHU3alMH, YCTAHOBJIEHHE ee CTPYKTYPBI,
IITATHO# YMCJEHHOCTH; PerJiaMeHTAlusl 1esITeIbHOCTH H KOJIHYEeCTBO
CTPYKTYPHBIX MOJpa3/ie/ieHUuil H paG0THUKOB; pe:KUM PadoThl U T.IL.?

1) npaBoBas;

2) pacniopsauTeNIbHAas;

3) KOHTpOIIS;

4) opraHu3alMOHHASI.
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5. Eciim [AO0KYMEeHTBHI HAa3BIBAWTCH «IPHKa3», «PelIeHHe),
«MOCTAHOBJIEHHE», «YKA3aHUEY», KPACIOPIKEHNE), TO OHH BBITIOJIHAIOT
(WM BBINOJIHSIIM paHee) PYHKUMIO ...

1) mpaBoBy10;

2) pacropsaIuTeNbHYIO;

3) KOHTPOJIS;

4) opraHu3aIoHHY0.

6. DTa (yHKIHUS CBOHCTBEHHA HOKYMEHTaM, B KOTOPBIX ISl
3anucu UHGOPMAIHA HUCHOJIb3YIOTCH Pa3jMYHbIe PHUEMbI U CHCTEMBI
TailHONMCcH, KpunTorpapuu. Tak:ke 0COOEHHOCTHI0 TAKUX JOKYMEHTOB
SIBJISIETCS] OTPAHNYEHME B IOCTYIEe K HH(POPMALHH.

1) cratuctuyeckas;

2) MoIUTHYeCKas;

3) 3ammThl HHQOPMAITUH;

4) KOTHUTHUBHASI.

IIpakTHyeckoe 3aaHue HA IK3aMeHe:

- ONIPENICNIUTH TUI JOKYMEHTA [0 €ro CBOcTBaM (OpUTHHAJ/KOIIHS;
MOJUTUHHBIH/ panbcuUIMpoBaHHBIN ),

- OIPE/ICNUTD CTICIHATBHYIO (YHKINIO TOKYMEHTA;

- OIPE/ICNIUTH CIOCO0 JOKYMEHTHPOBAHUSL.

3aJa4 B C

OIIK-1 CrocobeH mpuMeHSTh Ha 0a30BOM YPOBHE 3HaHUSI MCTOPUYECKUX HAYK MPHU PELICHUU
epe cBoel MpodeccroHaIbHOM AeSTEIbHOCTH;

OIIK-1.
1

3Haer
ICTOPUIO

COBPEMEHHYIO
OpraHU3aALNI0
CHUCTEMBI OpPraHOB|
COCYJapCTBEHHOM
BJIACTHU U
yripaBieHus B PO,
OpraHOB MECTHOTO
CaMOYIIPaBJICHUS 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 1. T. DaucoHn.

7. Kakoii cnocod
00bEKTUBHYI0  BHU3YAJIBHYIO
HOcHTeJIe?

1) pucoBanue;

2) )KUBOITHCH;

3) BEDKHUTAHHUE;

4) poTOXUMHUUECKHUH.

3anevyaTtijieTb
MaTepuaJIbHOM

BIIEpBbIe  TO3BOJINI
uHpopMauuw Ha

IIpakTH4yeckoe 3aganne

Omnpenenuth BHIOBON  COCTaB JIOKYMEHTOB JaHHOW  DIIOXH.
Brimmcats Ha3BaHWS BUAOB JOKYMEHTOB 1O TiiaBaM (CTONOIBI 2 U 4), a
3aTeM, MOJIB3YSICh «Kparkum CJIOBapeM BUJIOB u
pasHoBUAHOCTEH JoKyMeHToB» 1974 1. (cM. XpecTtomaTus K pazzeny 1) u
«l'eHepanbHBIM  pETrIaMEHTOM», PpACHpPENeNUTh YKa3aHHbIE BHIB U
Pa3HOBUAHOCTHU JOKYMEHTOB 10 c(epaM rocyIapCTBEHHOW AEATEILHOCTH.
3aHecTH AaHHBIE B TAOJHILY.

ﬂ;aTL TOJIKOBAHHEC BBIIITMCAHHBIM BUJIaM u
Pa3HOBUIHOCTSIM JOKYMEHTOB, II0JIB3YSCh «Kparkum CIIOBapeM
... »(cTonbern 3).

Han Bun " CaoBapHoe Ce
MEHOBaHUE |[PAa3HOBHIHOCTH 10 [OTpeJejieHHe  BHAa  HbLIKA HA|
chepnl KYMEHTAa PA3HOBHMIHOCTH JOKYMEHT|[JIaBY B
rocyaapcrse a mo «Kpartkomy cioBaproj«I'enepan
HHOT BH/10B HbHOM
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K

on WNunukaro
P ZOCTHXKEHUS O1neHOUHBIE CPEeNCTBA
WHANKAT
KOMIIETeHIINU
opa
nesTeIbHOC Pa3HOBUIHOCTEH JOKYMEH [perjiaMmeH
TH roB»(1974) Te» 1720 1.
1 2 3 4

OIIK-1. Bnaneer KounTpoabnas pabdora mo kypcy

2 HAaBBIKAMHU TIOMCKA 1. Ilpoananm3upoBaTh ynoTpeOiIeHne MOHATUS «JOKYMEHT» U €Tro
138 0TOOpal CHHOHUMOB «JIeNIo», «Oymara», «akT», «HeJioBasi Oymara», «CIy>KeOHBIH
ICTOYHHKOB, JOKYMEHT» TI0 TPEM UCTOYHHKAM (CM. XPECTOMATHIO K pasfieny 2):
KOTOPBIE  BayKHB] - 'enepanbHoMy permamenty 1720 T,
1T - O6meMy ryoepHCKOMY yupexkaeHuio 1775 r.,
KOHKPETHO-UCTOPHU - Obuemy yupexaeHuro MuHucrepetB 1811 1.
YECKOTO [Ipoananm3upoBath, B KaKHX CIydasX YHNOTPEeOIseTCS Kaxmaoe
CCIIe/IOBaHUSl  C| TIOHSTHE.
VIETOM IIEHHOCTH| 3aganne
TOKYMEHTAIIEHOTO 3. CpaBHUTh TOJIKOBaHUS TEPMHHOB «uHpOpMATTH»,
MCTOYHHNKA KaK| «TOKyMEHTUPOBaHHAas  WHGOPMAIUL», <«IOKYMEHT», «JIIEKTPOHHBIH
HaCcTu JOKYMCHT» B HOPDMATHUBHBIX U IIPABOBBIX aKTaXx.
MCTOPUIECKOTO 3.1.Bemucath M3 TOCYNApPCTBEHHBIX CTaHIAPTOB OMpEAeTICHUS
HACJIETUSI ¥ aKTHUBA| TEPMHIHA «TOKYMEHT):
OpraHu3aluu I'OCT 16487-70. lenonpon3BoACTBO U apXUBHOE Jes10. TepMUHbI

U OTIpe/IeTIeHMS;

I'OCT 16487—-83. [1enonpou3BoACTBO U ApXUBHOE A€NO0. TepMHHbI
U ONpeCIICHNUS;

I'OCT P 51141-98. Jlenmompou3BOACTBO U AapXHUBHOE [EJIO.
TepmuHbI 1 onpeneIeHus;

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

3.2. Bemucate u3 ®exepanbHpix 3akoHOB Ne 149 «O6
nHpOpMaLH, WHPOPMALIMOHHBIX TEXHOJOTUSAX W 3aILUTEe WHPOPMALIUIDY
2006 . u Ne 15 «O0 wuHbpopMmaiuu, WHPOPMATH3AIMMUA M 3aLIUTE
uHpopmanmu» oT 25 sHBaps 1995 roma ompeneneHHs TEPMHUHOB
«uHpOpMaLUI», «IOKYMEHTUPOBaHHAS WHPOPMALUs», <«IOKYMEHT» H
«QJIEKTPOHHBI JOKYMEHT» YCTaHOBUTb, KakKuhe€ acCHeKThl (HOCHUTEIH
nHpOpMaInH, criocoObl ee PUKCHPOBaHMUS, IOPUIMUECKAs CHJIa JIOKYMEHTa
U 71p.) ¥ QYHKIUHU JOKYMEHTA 3aJI0KEHbI B 3TUX ONpPEIeIICHHUSIX.

IIpuMepHasa CTPYKTypa M COZAep:KaHHUe IK3aMeHa:

[Ipomexyrounas arrectamus 10 JucHUIUIEHE «OCHOBBI JIOKYMEHTOBEIEHUS» BKIIOUYAET
TEOPETUYECKHUE BOMPOCHI, IO3BOJSIOIINE OIECHUTH YPOBEHb YCBOCHHWS OOyYalOMIMMHUCS 3HAHHW, W
NPaKTUYECKUE 3aJ[aHusl, BBIABIISIONINE CTEIIEHh C(OPMUPOBAHHOCTH YMEHUH U BJIaJICHUH, TPOBOJUTCS B
¢dopme sK3amMeHa U B ()OpMe BBINOJIHEHHST KOHTPOJILHON paboTHI.

DK3aMeH M0 JaHHOW TUCIUIUIMHE MPOBOJUTCS B YCTHOM ()OpMe Mo 9K3aMEHAIIMOHHBIM OHIIeTaM,
Ka)IbIii U3 KOTOPBIX BKIFOUAET 2 TEOPETUUECKUX BOIPOCA U OJHO MPAKTUYECKOE 3aj[aHue.

IMoxa3zaTesin M KPUTEPUHU OLIEHMBAHUS IK3aMeHa:

— Ha OLCHKY «OTJIMYHO» (5 OamnoB) — oOydalomUMiCs IEMOHCTPUPYET BBICOKHH YPOBEHb
c(hOpMHPOBAaHHOCTH KOMIIETEHIIM, BCECTOPOHHEE, CHCTEMaTHYeCKOe W TIyOOKoe 3HaHHe y4eOHOro
MaTepHaia, CBOOOAHO BBIIOJHACT MPAKTUYECKUE 3a/laHHs, CBOOOJAHO ONEPUPYET 3HAHUSIMH, YMEHHSIMH,
NPUMEHSET UX B CUTYalHsIX MOBBIILICHHOHN CI0XHOCTH.

— Ha OIEHKY «xopomo» (4 Oamra) — oOydJaromuics IEeMOHCTPUPYET CPEIHHA YPOBEHD
c(OPMHUPOBAHHOCTH KOMIICTEHIIMH: OCHOBHBIE 3HAHWS, YMEHHS OCBOCHBI, HO JOITyCKaIOTCS
HE3HAYUTEIbHbIC OIMOKH, HETOUHOCTH, 3aTPyIHEHHS IPU aHAJMTUYECKUX ONepanusix, NepeHoce 3HaHu|
W YMCHUH Ha HOBbIC, HECTAHAPTHBIC CUTYaIlUH.

— Ha OIEHKY «YyAOBJIETBOPHUTEIbHO» (3 Oamna) — oOydJaromuiicss TeMOHCTPHPYET MOPOTOBBIN
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YPOBEHb ¢()OPMHUPOBAHHOCTH KOMIETCHIIMI: B X0/1¢ KOHTPOJIBHBIX MEPONIPUSATHI JOIYCKAIOTCS OLIHOKH,
HpPOSBIAETCS OTCYTCTBHE OTHEIbHBIX 3HAHWH, YMEHHWH, HABBIKOB, OOYYAIOIIMIICA WCIIBITHIBACT
3HAYMTENbHBIC 3aTPYAHCHUs MIPU ONEPUPOBAHUN 3HAHUSMH W YMEHUSMH IMPH UX MEPEHOCE Ha HOBBHIC
CUTYyaluH.

— Ha OIIEHKY «HEYAOBJIETBOPUTEIbHO» (2 Oamna) — oOydJaronIuiicss TEMOHCTPUPYET 3HAHUS HE
6onee 20% TeOpPEeTHHECKOrO0 MaTepHana, AOIyCKaeT CYIIECTBEHHBbIE OLIMOKM, HE MOXKET I10Ka3aTb
MHTEJUICKTYalbHbIE HABBIKH PEILEHUS POCTHIX 3aad.

— Ha OIEHKY «HEYI0BJIeTBOPUTEIBLHO» (1 Oamt) — oOydaromnuiics He MOKET TIOKa3aTh 3HAHUS Ha
YPOBHE BOCTIPOM3BEICHUS U OOBACHEHHS HHPOPMAIINHU, HE MOXKET MOKa3aTh HHTEIICKTyalbHbIC HABBIKA
peLIeHHs TPOCTHIX 3ajad.






