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JIner akTyanusanuu padoyeil nporpaMmsl

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2026 - 2027
yueOHOM rojy Ha 3aceqanuu kageapsl Ilenarornyeckoro o0pa3oBaHus U

[Iporokom ot 20 . Ne
3aB. kadenpoii C.C. Benukanona

PaGouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2027 - 2028
y4eOHOM rojy Ha 3acenanuu kadeapsl [legarormyeckoro oOpazoBaHus U

[Iporokonm ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2028 - 2029
y4eOHOM rojly Ha 3acefanuu kadeapsl [lemarormueckoro ooOpasoBaHus U

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2029 - 2030
yueOHOM ro1y Ha 3acenanuu kagenpel Ilemaroruueckoro oOpa3oBaHus 1

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena s peanuzanuu B 2030 - 2031
yueOHOM Tojy Ha 3acefannu kagenpsl [legarornueckoro o6pa3oBanus u

[Iporokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

- I03HAKOMUTh CTYICHTOB C OCHOBHBIMHU MOHSTUSIMU JJOKYMEHTOBEICHUS KaK HaYyKH,
€€ Hay4YHbIM HHCTPYMEHTapHeM: 00bEKTOM, MPEIMETOM, METOAAMHU UCCIIEeI0BAaHUS,
KJIFOUEBBIMH MTOHATHIMH;

- PaCCMOTPETH CIEKTP OCHOBHBIX MPOOJIEM B 00JIACTH TOKYMEHTOBEICHHUS;

- 3AJI0’KUTh TEOPETUUECKHE OCHOBBI padOThI ¢ Pa3HOOOPa3HBIMU JOKYMEHTAMH B
oOmiecTBe.

2 MecTo JTUCUMILIMHBI (MOXYJIs]) B CTPYKTYpe 00pa3oBaTe/ibHOI MPOrpaMMbl

Juctummaa OCHOBBI TIOKYMEHTOBEACHHS BXOJUT B 00s13aTENLHYIO YaCTh Y4EOHOTO
rIaHa o0pa3oBaTeIbHON MPOrPAMMBI.

Jnst u3ydeHus: AUCHUIUIMHBI HEOOXOAMMBI 3HaHUs (YMEHHUS, BIaJICHUS),
c(hOpMHUPOBAHHBIC B PE3YJIbTaTe U3YUCHUS TUCIUILIAH/ TPAKTHK:

J1st ocBoeHUs Kypca HEOOXOAMMBI 3HAHMUSI, TOJIyY€HHBIE B paMKax MOJIHOTO CPEIHETrO
oOpa3zoBanus no aucuurvinHam "Hcropus", "O6mectBo3nanue", "Pycckuii si3pik""

3uanus (yMEHUs, BJIaJICHNUs ), TOTYYCHHbIE IPU U3yYEHUU JaHHOM ITUCIUTLINHBI
OyayT HEOOXOAMMBI AJI U3YUYECHUS JUCIUILTNH/TIPAKTHK:

JlokyMeHTaImoHHOE o0ecrieueHue apXUBHOTO Jienna U HHPOopMamoHHoi cdepsl B PD

JIMHTrBHCTUYECKHE OCHOBBI JICJIOBOTO ITMCHMa

OCHOBBI CEKPETAPCKOTO 00CTYKUBAHUS

MonenupoBaHue cUCTEM JOKYMEHTAIIMH OpTraHU3aluu

VY4eOHast - MpaKTHKa 110 TOTYYCHHUIO TICPBUYHBIX POPECCUOHATBHBIX YMEHUHN H
HaBBIKOB, B TOM YHCJIE€ IEPBUYHBIX YMEHUN U HABBIKOB HAYYHO-MCCIIEIOBATEIHCKOM
JIeITCIbHOCTHU

HudopmalninoHHbIE TEXHOJIOTUN B JOKYMEHTOBEICHUN U apXUBHOM JIeJie

Beenenue B mpodeccuto

OCHOBBI apXUBOBE/ICHUS

OCHOBBI yIIpaBlIeHUs OpraHu3anuen

VYueOHast - O3HAKOMHUTEIbHAS MPAKTUKA

JlokymeHToBEAIEHUE

ApxuBOBeJIEHUE

Opranu3zanust 1 TEXHOJIOTHS TOKYMEHTAIIMOHHOTO 00€CTICUeHUsT YITpaBiICHUs

CoBpeMeHHasi OpraHu3alys rocyJapCTBEHHbIX yupexaeHui Poccun

HudopmaiinonHoe odecrieueHre yrpaBieHUs

OCHOBBI HAYYHO-UCCJIEIOBATEIBCKON IEATETbHOCTH

3 Komnerenuuu ody4arouierocsi, popmupyemsbie B pe3y/ibTaTe 0CBOCHHUS

AUCHMILIMHBI (MOAYJIsl) ¥ IVIAHUPYeMble Pe3yJIbTAThl 00y4eHH s

B pesynbrare ocBoeHus AUCUUIIINHBL (MOAYs) «OCHOBBI JOKYMEHTOBEIECHUS»
o0yyJaroImuiics 10HKeH o0J1afaTh CIEAYIOIIMMU KOMIIETEHIIMSMU:

KO,}I HHAUKaTopa I/IH}II/IKaTOP JOCTHKEHUS KOMIICTCHIIN

VYK-1 Criocoben ocymiecTBIsATh MOMCK, KPUTUYECKHH aHAIU3 U CUHTE3 UH(pOpMaIuy,
IPUMEHSTh CUCTEMHBIN NOJIXO0/ JJIsl PEHISHNUs TOCTABJICHHBIX 3a]a4

YK-1.1 AHanu3upyer 3a/1auy, BbIIeNssI ee 0a30Bble COCTABIISIONINE,
paccMaTpUBAET U NPEAIAraeT BO3MOKHBIE BADUAHTHI PEILICHUS
IIOCTABJIEHHOW 3a/1a4M, OLICHUBAsI UX JTOCTOMHCTBA U HEJIOCTATKU

YK-1.2 Ornpepensier, UHTEPIPETUPYET U paHKUPYET HHPOPMaIIUIO, TPeOyeMyto
JUTSL PEUICHUSI IOCTABJICHHOW 3a7]auM; OCYIIECTBIISIET TOUCK HHPOPMALIUU
110 PA3JINYHBIM TUIIAM 3aITPOCOB




YK-1.3 [Tpu 06paboTke MHPOPMALIUU OTIINYAET (PaKTHl OT MHEHUIA,
MHTEpIpeTalni, OIIEHOK, (POPMHUPYET COOCTBEHHBIC MHEHUS U
CYXJICHUSI, apTYMEHTUPYET CBOU BBIBOABI M TOUKY 3pEHUS

OIIK-1 CriocobeH npuMeHsITh Ha 0a30BOM YPOBHE 3HAHHS UCTOPUUYECKUX HAYK TPH
pelnieHuu 3aaa4 B cepe cBoelt npohecCHOHATBHOM NesTeIbHOCTH,

OIIK-1.1 3HaEeT UCTOPHUIO U COBPEMEHHYIO OPTraHU3AIUIO0 CUCTEMbI OPraHOB
roCyJapCTBEHHOM BJIAcTH U ynpasieHus B PD, opraHoB MECTHOTO
CaMOYIIPABJICHUs U OPraHU3alui

OIIK-1.2 Brangeet HaBbIKaMM 1MOMCKa M OTOOpa HCTOYHUKOB, KOTOPBIE BAXKHBI IS
KOHKPETHO-UCTOPUYECKOT'O UCCIIEOBAHUS C YUETOM IIEHHOCTH
JIOKYMEHTaJIbHOTO UCTOYHHUKA KaK YaCTU UCTOPHYECKOTO HACIIEIUs U
aKTHBa OpraHU3AINH




4. CTpyKTYypa, 00bEM U COJEpKaAHNE TUCUUIIIMHBI (MOXYJIs)

OO6mias TpyA0€MKOCTh JUCIUILUIMHBI COCTABIISIET 3 3aueTHbIX eaunul] 108 akaa. yacoB, B TOM

HHUCJIIC:

— KOHTaKTHas padora — 24,6 akaj. 4acos:

— ayuTopHas — 6 akaJl. 4acos;

— BHeayauTopHas — 18,6 akaj. 4acos;

— camocTosTenbHas pabota — 74,7 akaj. 4acos;
— B (popme npakTudeckoil moaroroBku — 0 akai. yac;
— MO/ATOTOBKA K 3K3aMeHy — 8,7 akaj. Jac

<DopMa aTTeCTaluu - 3K3aMEH

Paznen/ tema

AynutopHast
KOHTakTHas paboTa
(B akaj. yacax)

Kypc

JUCHUITIINHBI

Jlek.

11ab.

3aH. 3aH.

HPaKT.

CamMmocrogrenbHas
paboTa cTyeHTa

Bun
CaMOCTOSITEIILHOM
padoThI

dopma TeKyILEero
KOHTPOJIA
yCIIEBAEMOCTH U
MIPOMEXKYTOTHOM
aTTecTallu

Kon
KOMIICTCHIIHH

1. PA3JIEJI 1.
JIOKYMEHTOBEJIEHUE KAK
HAVKA

1.1 1. Ponp nokymenra B
JKU3HH YEJIOBEKa U
ob1ecTBa

0,25

0,5

10

[ToBTOp
JIEKIUOHHOTO
TEOPETHIECKOTO
Mmarepuaa,
MOJrOTOBKA K
TEKYLIEMY
TECTUPOBAHUIO,
HarMcaHue
COYMHEHHSI-
paccyxaeHus Ha
TeEMY
«/loxymeHT B
KHU3HU 00IIIEeCTBa
Y YEJIOBEKa»

[IpakTuueckoe
3ananue Nel
Tect k pazneny 1

VK-1.1, VK-
1.2, YK-1.3,
OIlK-1.1,

OIIK-1.2

1.22 HcroyHuku
JIOKYMEHTOBETUCCKUX
HCCIIeIOBaHUH

0,25

0,5

10

[ToBTOp
JICKIIHOHHOTO
TEOPETUIECKOTO
MaTepHana,
MOATOTOBKA K
TEKyLIeMy
TECTHPOBAHHIO,
MMOATOTOBKA
0630pa 1o
MEPUOTTUESCKIM
M3IaHHUSIM B
obactu
JIETIOTIPOU3BOJICTB
a M apXUBHOTO
nena. AHanu3
HUCTOPUYECKUX
HCTOYHHUKOB;
COCTaBJICHUE
KOHCIIEKTA C

[IpakTuueckoe
3aganue No2
TecT k pazgeny 1

VK-1.1, VK-
1.2, YK-1.3,
OIlK-1.1,

OIlK-1.2




HCIIOIb30BaHUEM
MPUEMOB CHKaTHUS
HCXOTHOMI
uH(popMaIuH;
pedepupopanue u
AHHOTHPOBaHHE
HayJHOU
JTUTEPaTypHI;
OIICHUBATH U
BBISBIIATH 00BEM
U KaueCTBO
nHdopmanuu,
npeagaraeMou
HWHTEpHET-
HCTOYHUKAMH T10
JIeIIONIPOU3BO/ICTB
Y ¥ apXUBHOMY
Jieny.

HUroro o pazneny

0,5

20

2. PA3JIEJI 2. IIOHATHUA
"MHOOPMALIMA" U
"JOKYMEHT"

2.12.1. I[lonsitue
«uH(popManum» U ee poJib B
COIMANBHBIX U

OKOHOMHYECCKHUX TIPOLECCax.

Crnenuduueckue 4epThl
JIOKYMEHTUPOBAHHOU
uHpOpMALTUU

0,25

0,5

20

IToBTOp
JIEKIIHOHHOTO
TEOPETUYECKOTO
MaTepuaia,
MIOJITOTOBKA K
TEKyILEeMY
TECTHPOBAHMUIO,
aHanu3
JIOKyMEHTaJIbHbIX
HUCTOPHUECKUX
HUCTOYHHKOB,
MOHATUHHOTO
amrmapara
HOPMAaTUBHBIX U
MIPAaBOBBIX aKTOB.
AHanus TepMHHA
"undopmarus”.

IIpakTuueckoe
3amanue Ne2
Tect k pazneny 2

VK-1.1, VK-
1.2, YK-1.3,
OIK-1.1,
OIlK-1.2

2.2 lonsitue "MmOKyMeHT".
IIpu3Haky u cBoiicTBa
JIOKYMEHTa

0,75

10

IToBTOp
JIEKLIHOHHOTO
TEOPETH-UYECKOTO
Mmarepuaa,
MOATOTOBKA K
TEKyIIEMY
TECTUPOBAHHIO,
YTEHHE U aHAIN3
JOKYMEHTATBHBIX
UCTOPUYECKUX
HCTOYHUKOB;
aHanm3
ynoTpeodneHus
TEPMHHOB
(moxymeHT,
Oymara, 1eno,
axT,
JOKyMEHTHUPOBaH
Hast
nHdopmanys).

IIpakTrueckoe
3ananue Ne2
Tect k pazgeny

VK-1.1, VK-
1.2, YK-1.3,
OIK-1.1,
OIlK-1.2

2.3 OCHOBHEBIE CBOMCTBA

0,5

0,5

IToBTOp

IIpaxkTnueckoe

VK-1.1, YK-




JICKITHOHHOI'O

TEOPETUYECKOTO
Marepuaia, 3aganue No2 1.2, VK-1.3,
JIOKYMEHTOB OIIK-1.1,
[IOATOTOBKA K Tect k paszaeny 2 OINK-1.2
TEKYIEMY
TECTHPOBAHUIO.
HWroro no pazaeny 1,5 2 37
3. PA3JIEJ 3. ®YHKIIUU
JOKYMEHTOB U CIIOCOBBI
JOKYMEHTHUPOBAHUA
COLIMAJIBHO 3HAUMMOH
MHDPOPMALIMNA
[ToBTOp
JIEKIIMOHHOTO
TEOPETUIECKOTO
Marepuaia, IIpaxTngeckoe SIII;_ lykSlflé
3.1 ®yHKIMH JOKYMEHTOB 0,5 9 ITOJIrOTOBKA K 3aJaHue 3 Oi'[Kl 1 !
TEKyLIeMy Tecr k pa3zgeny 3 OHK-l. 2’
TECTUPOBAHHIO,
aHamu3 QYHKIUHA
JTOKYMEHTOB.
CocraBnenue
KOHCIIEKTA C
HCIIONB30BaHUEM
MIPUEMOB CHKATHS TpaxTiacckoe VYK-1.1, VK-
3.2 CriocoObI U cpesicTBa HUCXOIHOM 1.2, VK-1.3,
0,5 8,7 ) 3ajaHue 3
JIOKyMEHTUPOBaHUS UH(pOpMAaIH; Tecr k pasneny 3 OIIK-1.1,
pedepupoBanue u OIlK-1.2
aHHOTI/IpOBaHI/IC
Hay4YHOM
JIUTEPATYPBI
HUroro o pazneny 1 17,7
Hroro 3a cemectp 2 4 74,7 3K3aMeH
HToro no nMCUMILUIMHE 2 4 74,7 JK3aMeH




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

Marepwuan npeicTaBieH B CIIEKTpe MPOOJIEMHBIX BOIPOCOB. TeXHOIOTHEH
MOHHTOPHUHTA PE3yIbTATOB 00pa30BaTEIBHOMN IEATEILHOCTH SIBISCTCS SK3aMEH,
BBICTABJISIEMbIH C Yy4ETOM PEHTHUHTA MO pe3yiibTaTaM CTYJECHTOB B pa3HOOOPA3HBIX BHIAX
JeSTeIbHOCTH — YUeOHO-TI03HABATEIbHOM, YACTUYHO-TIOMCKOBOH, PETPOYKTHBHOM.
ConeprxaHue caMOCTOSATEIBHOM pabOThl pacCYMTaHO HA (POPMHUPOBAHUE YMEHUI
pedepupoBath, COCTaBIIATH HAYYHbIE 0030pbI 110 MaTepUalIaM MEPHUOANUECKUX U3TaHHH,
BKIt04ast IHTepHeT-u31anus npoecCuoHaIbHBIX HAyYHO-TIPAKTHUECKUX KYPHAJIOB C
1enb0 OPMUPOBAHUS caMOpa3BUBalOILeiicd HHPOPMALIMOHHO-PECYPCHON CPEIBL.
KonraktHas paboTa npennonaraet nH(OpMaIMOHHO-KOMMYHHUKAIIMOHHbBIE 00pa30BaTelIbHBIC
TEXHOJIOTUH — OpraHu3alus 00pa3oBaTeIbHOTO MIPOLIECCa, OCHOBAHHAS HA IPUMEHEHUHN
CTIELUANTM3UPOBAHHBIX MPOTPAMMHBIX CPEJl U TEXHUYECKUX CPEICTB paboThI ¢
uHpopManueH, B T.4. JISKIUA-BU3yaTH3aIHs — IEMOHCTPAIHs YUeOHbIX MaTepHaJIoB,
MPEJCTABICHHBIX B PAa3JIMUHBIX 3HAKOBBIX cucTeMax. [IpakTiuueckoe 3ansatue B popme
IIPE3EHTALMH — IIPEJCTABICHUE PE3YJIbTATOB IPOEKTHOM MIIN MCCIIEN0BATENbCKON
JEATEIBHOCTH € UCIIOJIb30BAaHUEM CIIELIMAIN3UPOBAHHBIX IPOIPAMMHBIX CPEL.

6 YueOHO-MeTOoAUYEeCKOE 0OOecTieYeHHe CAMOCTOATEILHOM padoThl 00y4Yarommxcst

[IpencraBieHo B mpuioKeHuu 1.

7 OueHo4YHbIE CPeACTBA /1JIsl MPOBeAeHUs MIPOMEKYTOUHOI aTTecTaluu
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAMUYECKOe U MH(POPMAIIMOHHOE o0ecTieYeHre TUCIMIITTUHBI

a) OcHoBHasi IMTEpPaTYpA:

1. JlokyMeHTOBeIeHuE : Y4eOHUK U MPaKTUKYM ISl BY30B / 1oa penakuueit JI. A.
JHopouuHoii. — 4-e u3n., mepepad. u qorm. — Mocksa : M3garenscto IOpaiit, 2025. — 336
c. — (Bricmree oopazoBanue). — ISBN 978-5-534-19110-3. — Tekcr : 37IeKTPOHHBIH //
OopasoBarenbHas miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560108 (nata
obpamenusi: 31.03.2025).

2. KazakeBuuy, T. A. [loxymeHToBeneHue. JlOKyMEHTAIIMOHHBIN CEpBUC : Y4EOHUK U
npakTukyM Jutst By30B / T. A. KazakeBud, A. U. Tkanu4. — 2-e u31., UCOp. u JOI. —
Mockga : M3narensctBo FOpaiit, 2025. — 167 ¢. — (Briciee oopa3osanue). — ISBN 978-5
-534-06273-1. — Tekcr : anekrponrHbIi // Obpa3zoBaTenbHas iardopma FOpaiit [caidt]. —
URL.: https://urait.ru/bcode/562369 (nara obpamienus: 31.03.2025).

3. lllyBamosa, H. H. OcHOBBI ie7101pou3BoAcTBA. S3BIK CIYKEOHOTO JOKYMEHTA :
yuebnuk /i By3oB / H. H. IllyBanosa, A. FO. ViBanosa ; oy o6uieit penakuueit H. H.
[lyBanoBoil. — 3-e u3n., nepepad. u gon. — Mocksa : U3narensctBo FOpaiit, 2025. — 355
c. — (Boicmiee obpazoBanue). — ISBN 978-5-534-20343-1. — TekcT : 3eKTpOHHBIH //
O6pazoBarenbHast miatpopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/560174 (nata
obpamenus: 31.03.2025)

0) JonosHuTeabHas1 JUTEpaTYypa:
1 Kysueno, W.H. JlenoBas mnepenucka: y4eOHHK W TPAKTHKYM i BY30B /

W. H. Ky3nenoB. — 4-e u3a., nepepad. u jgorn. — Mocksa : U3narensctBo FOpaiit, 2025. —

139 c. — (Bricmee obpazoBanue). — ISBN 978-5-534-17002-3. — TekcT : 2JEeKTPOHHBIN //
OobpazoBatenpHas miatdopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/568569 (mata
obpamienus: 11.01.2025).



2. KoxymkoBa, H. B. Crpykrypa pnokymenta. CuCTeMbl JIOKyMEHTAllWU.
YHupHUUUpOBaHHAsT CHUCTEMa OpPraHU3AllMOHHO-PACTIOPAIUTEIFHON TOKYMEHTALUU: O0O0Iue
TpeOOBaHUS K COCTABICHUIO U opopmiieHuO : yueOHoe mocodbue / H. B. Koxymkosa ; MI'TV. -
Marnurtoropek : MI'TVY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ TUTYIL. 3KpaHa. -
URL:https://host.megaprolib.net/MP0109/Download/MObject/20594 (mata oOpareHus:
14.12.2024). - MakpooObekT. - TekcT : 3meKkTpoHHbIA. - CBeJeHHs JOCTYIHBI TaKKe Ha
CD-ROM.

3. AmngpeeBa, C. JI. JIoOKyMEHTHUpOBaHUE JEATEIHHOCTH HETOCYIapPCTBEHHBIX
opranuzanyii : yueono-meroauueckoe nocodue / C. JI. Anapeesa ; MI'TY. - MarHuTOropek :
MI'TY, 2018. - 1 snekrtpon. ont. guck (CD-ROM). - 3arn. ¢ tutyn. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2147 (nara oopamenus: 20.01.2025). -
MaxkpooObeKT. - TeKCT : 31eKTpOHHBIN. - CBeaeHus ocTynHbl Takke Ha CD-ROM.

B) MeToanueckue yKa3zaHusi:

CamocTtosTenbHas paboTa CTYJeHTOB By3a : nmpakTukyM / coctaButenu: T. I'. Hepetuna,
H. P. Ypazaesa, E. M. PazymoBa, T. ®. OpexoBa ; MarHuToropckuii roc. TEXHU4ECKU YH-T UM.
I'. 1. Hocoga. - Marautoropck : MI'TY um. I'. U. Hocoga, 2019. - 1 CD-ROM. - 3arx. ¢ Tutyi.
skpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/2391  (mata
oOpamenusi: 28.12.2024). - MakpooObeKT. - TeKcT : 371eKTpOHHBIN. - CBECHHS JOCTYITHBI TAKXKE
na CD-ROM

MeTtoauueckue yKa3aHus 10 BBIIMOJHEHUIO OMAIIHUX 33/1aHui TIPEICTaBJICHBI B
[Tpunoxenun 1 x PITJ]

r) [lporpammuoe odecnieuenue u UnTepHeT-pecypcehi:

IIporpammHuoe o0ecnieuenune

Haumenosanue .

o Ne norosopa Cpoxk nelicTBUS JTULIEH3UH
7Zip cB00OOIHO pacnipocTpansemoe [10 0eccpovHO
Eﬁg;)e(p Mozilla cB00OOTHO pacnipocTpansemoe [10 0eccpovHO
bpaysep Yandex [cBoboano pacnpoctpansemoe [10 6eccpodHo
FAR Manager cB00OIHO pacnpocTpansemoe 10 6eccpodHo

IIpodeccnonanbublie 0a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHBbIE CHCTEMbI

Ha3zBanue kypca Cchlika
DjekTpoHHas 0a3a mepruoIuUecKuX u3manuii East View
Information Services, OO0 «MIBUC»

https://dlib.eastview.com/

HanmonansHas uHGOpMaImOHHO-aHATUTHYECKAST URL:
cucrema — Poccuiickuii nuiekc HaydHoro nutupoBanust | https://elibrary.ru/project_risc.
(PUHIT) asp

. https://www.rsl.ru/ru/4readers
Poccutickas ['ocynapctBennas 6ubnuoreka. Karamorn

/catalogues/

OnektpoHHblie pecypcebl oubmuorekun MI'TY um. .. https://host.megaprolib.net/M
Hocosa P0109/Web

9 MaTtepuajibHO-TEXHHYECKOe o0ecreyeHne TUCUUIINHbI (MO1YJIs1)

MaTepI/IaJ'II)HO-TCXHI/I‘IeCKOC obecneyenne JUCILMITIIIMHBI BKIIIOYACT:



Y4eOHble ayAUTOPUH [T IPOBEACHUS TUCTAHIMOHHBIX 3aHATUHN JIGKLIMOHHOTO TUIIA:

CTOJI KOMIIBIOTEPHBIH, CTOJ MUCbMEHHBIH, CTYJ OQHUCHBIN, JOKyMEHT-Kamepa Epson,
uctoynuk 6ecriepedoiinoro nuranuss POWERCOMIMD-1500AP, kamepa BBICOKOTO
pa3peleHus, KOMIbIOTEp NepCOHabHBIH (THT 6), mpoekTop ViewSonicPJID7526W,
cnimkepon HactonbHbI Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHYeCKasl HaCTOJIbHAs, CTepeorapHUTYpa (MUKPO(OH C IIyMOIMOAABICHHEM ), SKPaH
Hactennslii Digis Optimal-C MW DSOC-11032*2

VY4eOHble ayAUTOPUH [T IPOBEICHUS MPAKTHUECKUX 3aHATHIA, TPYNIIOBBIX U
WH/IMBUYAIbHBIX KOHCYJBTAIlUN, TEKYIIEr0 KOHTPOJIS U IPOMEKYTOYHON aTTeCTalluu:

CTOJI KOMIIBIOTEPHBIH, CTOJI MUCbMEHHBIH, CTYM OQHUCHBIN, JOKyMEHT-Kamepa Epson,
uctoynuk 6ecriepedoiinoro nutanus POWERCOMIMD-1500AP, kamepa BBICOKOTO
paspeleHus, KOMIbIOTEp NepCOHabHBIH (TUT 6), mpoekTop ViewSonicPJID7526W,
cniukepdon HactonbHbI Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHYECKasi HaCTOJIbHAs, CTepeorapHUTYpa (MUKPOQOH C ITyMOIIOIaBICHHEM), SKPaH
HacrennbniiDIgis Optimal-C MW DSOC-11032*2

[TomerieHust 17151 CaMOCTOSITENBHOM pabOTHI 00YJAIOLINXCS: TIEPCOHAIBHBIC
komIbloTepsl ¢ makerom MS Office, BbixooM B IHTEpHET U € IOCTYIIOM B 3JIEKTPOHHYIO
MH(POPMAIIMOHHO-00Pa30BaATEIbHYIO CPETY YHUBEPCUTETA.

[Tomemienue U1t XpaHEeHHUS U TPOPHUIAKTHUECKOTO 00CITy’)KUBaHUSI Y4€OHOTO
000pYIOBaHUS: CTEIUIAXKHU JJISI XPaHEHUS YIeOHO-HATJISTHBIX TOCOOUH 1 y4eOHO-
METOAMYECKON JOKYMEHTAINH.

Hpunioxenne 1
Y4yeOHO-MeTOAUYeCKOe 00ecTieYeHre CAMOCTOSITeIbHOI padoThl 00y4Yaromuxcs

PA3JIEJI 1. JOKYMEHTOBEJAEHNE KAK HAYKA

Ilpakmuueckoe 3ad0anue Nel

1) MO3HAKOMUTBCS C AKTYyaJTbHBIMU UCTOYHUKAMHU, COJIEPIKAIINE CTUXMHHO-CI0KHUBILIHECS
HOPMBI U IIpaBuJia pabOTHI C JOKYMEHTAMU;

2) Hay4UThCS COCTaBIATH O0030pbI MYOJMKAIMi Ha OCHOBE HAy4YHO-TPAKTUYECKUX
YKYPHAJIOB TI0 JICJIONPOU3BOJICTBY U apXUBHOMY JIENY;

3) no3HakoMuThes ¢ «l'eHepanbHbIM perinameHToM» 1720 roma u «KpaTkum cioBapem
BUJIOB U Pa3HOBUJIHOCTEH JOKYMEHTOB» 1974 r.;

4) pPEeKOHCTPYHpOBaTh COCTaB CHUCTEM YIIpaBJIEeHUYECKOH JokyMeHTanuu IleTpoBckoii
AIOXHU.

1. TIpoaHanu3upoBaTh KOMIUIEKT TOJ0BOW MOANMUCKM (TI€YATHBIM MM 3JIEKTPOHHBIHI
pecypc B ceTu VIHTepHET) OAHOIO M3 JKypHAJOB, YKa3aHHBIX B CIHCKE, 3a JIFOOOH roj U3 MATu
MOCJIEAHUX.

1. [aTb XapaKTepuUCTUKY TEMATUKK CTaTel U MaTepuanos xKypHana. OpMeHTUPOBaTLCA MO
K/JtOYEBbIM C/IOBAM, 3aro/IOBKam CTaTeln.

2. YCTaHOBUTb, UMEET JIN }KYPHAJ CBOW CaMT B ceTu MHTepHeT (yKasaTb) 1 npegnaraeT au
OH 3/IEKTPOHHYIO BEPCUIO (apXMB) CBOMX BbIMYCKOB.

3. MoNb3yacb CNPaBOYHbLIMMU AAaHHbLIMM KyPHaa, AaTh 06LLYIO XapaKTePUCTMKY aBTopam
ctaTeit (ykasatb ®UO, mecto paboTbl U AoMKHOCTL). CaenaTh BbiBOA 06 aBTOpaXx *KypHaAbHbIX
ny6AnKaumi.

4, CoCTaBUTb KOHCMEKT 0AHOM U3 cTaTel (Ha Bbibop). O6bemMom CTaTbM A0JIKEH HbITb He

MeHee 3-X }KypHaNbHbIX CTPAHWLL,
Memoouyeckue pexomenoayuu
AHaM3 KOMIUIEKTa TOJOBOH MOAMMCKY BBIOPAHHOTO JKypHaJla CIEIyeT NpPEACTaBUTH 6
6uoe C6A3H020 MeKcma, B KOTOPOM OyayT OTPaKEHbI OTBETHI HA BCE MOCTABJICHHBIC BBIIIEC
BOIIPOCHI, JI1U0O 6 6ude madiuyvl.


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

MHorue ©3 TEpEeYUCICHHBIX HIXKE KYpHAJIOB TMpPEACTaBICHbl B apXUBAX Ha
COOTBETCTBYIOIIMX KYPHAJIBHBIX CalTaXx.

B omenke naHHOrO 3ajaHusi OCHOBHOE BHMMAaHHUE YIENSAETCS CHOCOOHOCTH CTYJIEHTOB
YBUJETh, C OJTHOM CTOPOHBI, TUIIMYHOE U XAPAKTEPHOE JUIsl JAHHOTO UCTOYHUKA, C IPYroM, €ro
OCOOEHHOCTH U IIPEUMYLIECTBA.

IIpm cocraBieHMHM KOHCIIEKTa >KYpPHAJIBHOM CTaTbd OLIEHUBAETCS YMEHHUE CHKUMAaTh
UH(OPMAIINIO, OCTABJISIS KIIOYCBBIE MOMEHTBI TEKCTa; COCTABJIATH KOHCIIEKT OT 3-TO JIMIIA WU B
Oe3nuyHoM hopMe, eciih aBTOPOM CTaThH ObLT BBIOpaHa Gopma IMajaora ¢ YUTaTesIeM.

Nrtoroseii BBIBOJ o030pa MOKET COZIepXKaTh PEKOMEHIALINIO
HAUYMHAIOIIMM JOKYMEHTOBE/IaM IO BO3MOKHOCTSIM HCIIOJIb30BaHUS MHGOpPMAIMU U3 JaHHOTO
MCTOYHHKA.

Cnucok KypHajioB
«[lenonponsBoacTso»,
«[1enonpon3BOACTBO U AOKYMEHTOO60POT Ha NPEANPUATANY,
«OTeYecTBEHHbIE aPXMBbIY,
«BeCTHUK apxuBucTa»;
«CeKpeTapckoe geno»,
«XOpOoLWNA ceKpeTapby,
«CekpeTapb-pedepeHTy,
«CnpaBoOYHMK CeKpeTapsa u odpuc-meHeaepa»,
«CoBpemeHHbIN opuc-meHeaRepy,
«YnpasneHve NepcoHaniomy,
«Kagposoe geno»,
«Kagposas cny»kba»,
«KagposuK»,
«CnpaBoOYHUK KaapOBUKa»,
«Kagpbl npeanpuaTna»;
«MeHeaXMeHT 1 Kagpbl»,
«Hay4Ho-TexHUuYecKasa nHbopmauua»,

18. «BbnbnmotekoseaeHmne».

2. Ilpountars «I'enepanbubiii persiameHT» 1720 r.(cm. Xpecromatus K pasueny 1).
Omnpenenutsb, Kakue cepsl TOCYTapCTBEHHON NesSTENbHOCTH, 10 MHeHHUIO [letpa I, Heo6xoammo
OBLJIO  YHOpSAOYMBAaTH C IOMOIIBIO JOKYMEHTOB? Bbimucats cdepbl TrocynapcTBEHHON
nesTeNbHOCTH B Tabnuiy (cM. @opma tabmnuiibl, cronbder 1).

Onpenenuth BHUJIOBOM COCTaB JIOKYMEHTOB JIaHHOW dMOXW. Breimucarh Ha3BaHUs
BUJIOB JIOKYMEHTOB I10 I1aBaM (cToiOubl 2 u 4), a 3aTeM, nonb3ysich «KpaTkum cioBapeM BUIOB U
pazHoBUAHOCTEN HoKyMeHTOB» 1974 1. (cMm. Xpecromatuss K pasgeny 1) u «l'eHepaabHBIM
perJaMeHTOM», paclpeneluTh yKa3aHHble BUIbl M PA3HOBUAHOCTH JOKYMEHTOB MO cdepam
roCy/1apCTBEHHOU JesITeIbHOCTU. 3aHECTH JIaHHbIE B TaOJHUILY.

JaTe TONKOBaHME BBIMMCAHHBIM BUJAM U Pa3HOBUAHOCTSM JOKYMEHTOB, MOJb3YSChH
«Kpatkum croBapem ...»(cromuber 3).

WO NOULRAWNRE
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Haunmeno Bua u CaoBapHoe onpenenenune Ccebin
BaHue cpepbl [pa3HOBHUIHOCTH AOKYMeEH BU/AA U Ka Ha IJ1aBy B
rocy1apCcTBeHHO Ta PA3HOBHMIHOCTH A0KYMeHTa 0 |«['eHepanbHO
i 1eITeIbHOCTH «KpaTkomy ci10Bapio BHA0B U M
Pa3HOBHIHOCTeH J0KYMeHTOB»(19|pernamenTe»
74) 1720 r.
1 2 3 4

TecT K pasgeny 1


http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60559&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/quiz/view.php?id=342966
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary

1. YKaxKute BepHoe npoaonkeHue ¢ppasbl: 3aKOH O0OKYMeHMayUuoHH020 0hopMsaeHUA COYUASAbHO
3Ha4yumeiii cobbimuli deilicmeyem ...

TOJIbKO A1 odMUMaNbHbIX TOCYAaPCTBEHHbIX COObITUS;
TO/IbKO AN151 06LLLeCTBEHHO-MO/INTUYECKUX CODbITUI;
cyry6o ana NNYHbIX, CEMENHbIX COObITUN;
4, AnA Nobbix cobbITUIN, 3HAUMMBIX AN OTAE/IbHOIO Ye/I0BEeKa AW TPynnbl NH0AEN.
2. [eiicTBUA YenoBeKa (C NOMOLLbIO TEXHUKU WU A PYTUX CPEeACTB) NO 3aHECEeHUI0 3HAUMMOIA

wn e

nHdopmaunmM Ha MaTepuanbHblii HOCUTENb Ha3blBaeTCA

1. nHbopmaTmsaumen;

2. OOKYMEHTUPOBaHUEM;

3. AOKYMEHTaLMOHHbIM obecnevyeHnem ynpaBiaeHus;
4, LenornpoussoaCcTBOM.

3. locNOBHO C NaTblHU CNOBO «A0KYMeHT» (documentum) o603Hauvaert:

1. 3anucb, NMUCaTb;

2. bymara;

3. [orosop, 06a3aTenbCTBO;

4, nUcbMeHHoe CBUAeTeNnbCTBO, obpased,

4. NoHATUE «AO0KYMEHT» ABNAETCA...

06bEKTOM JOKYMEHTOBEeAEeHUS;
npeaAMeToOM JOKYMEHTOBeAeHUS;
LeNblo IOKYMEHTOBeAeHUS;
4, NCTOYHMKOM AOKYMEHTOBEAEHMA.
5. BpemeHeM BO3HMKHOBEHUA NepPBbIX AOKYMEHTOB MOXHO CYUTATb IMOXY:

wne

1. 5500-3300 r. g0 Halel 3pbl;

2. 20 TbIC. NeT Haszag;

3. 988 r. (KpeweHne Pycu 1 nosiBeHne CNaBAHCKOM NUCbMEHHOCTH);
4, cpenHeBEeKOBbE.

6. Monb Otne — 370:

aBTOp NepBoro yuyebHMKa No LOKYMEHTOBEAEHMIO;
O4MH 13 OCHOBaTe/el HayK AOKYMeHTOBeaeHME U MHPOPMATUK];
YYEHbI, KOTOPbIN BBEN B 06MX0A4 TEPMUH «AOKYMEHTOBEAEHNEY;
4, YUEHbI, KOTOPbIN BBEN B 06MX0A4 TEPMUH K AOKYMEHT».
7. TeHAeHLMA yNOTPe6NATb TEPMUHDBI «AeNnoBasa bBymara», «aKT», «4en0» B PYCCKOM A3blKe BMECTO

wnNpe

CNoBa «AOKYMEHT» COXPaHANACb:

1. 0o 1720r.;

2. 0o XIX BeKa;

3. 0o 20-x rr. XX B.;
4, no 30-x rr. XX B.

8. TunuuHble GYHKLUN MEHEAKMEHTA OTPAXKEHbI B MOHATUM:

ynpaB/iieHYecKasa cucTeMa AOoKYMeHTaLms;
OpraHM3aUMOHHO-NPaBOBaA AOKYMEHTaLUSA;
dMHaHCOBaA AOKYMEHTaLMS;
4, YHUOMLMPOBAHHAA 4OKYMEHTaLMA.
9. CoBpemeHHas yHMGULNPOBAHHAA CUCTEMA AOKYMEHTAL MM YyUYTEHA U CUCTEMATU3UPOBAHA B...

wnNn e

1. OKv[;
2. cTaHgapTax ISO;
3. nocraHosneHmax UMK n CHK;



4, «leHepanbHOM pernameHTe» 1720 .
10. KTo nau uto 3acTaBuA CO BpeMmeHeM OTKa3aTbCA  OT TepMUHA «AenoBas bymara»,

OPUEHTUPOBAHHOr0 Ha MaTepuabHbIii HOCUTEb, U NEPENTU K TEPMUHY KAO0KYMEHT»?

1. OkTsbpbcKana pesontouma 1917 r.;
2. TexHn4ecKknit nporpecc;

3. Monb OTne;

4. NoctaHosneHue LUK n CHK.

11. HaiiauTe npaBunbHoe npoaonxKeHue ¢ppasbl «B npoyecce ceoe20 PyHKYUOHUPOBAHUSA 8
obujecmee AoKyMmeHM Moxcem npoxooums HECKO/bKO cped — ornepamueHyto, pempocrnekmusHyro
u...

nNpodUNaKTUYECKYIO;

NPOrHOCTUYECKylto,

wN e

COrnacoBaHWA U yTBEPXKAEHUS;
4. apXxuBHOrO XpaHeHuA.
12. C Takumu HayKamMu, KaK apXxuBoBeaeHue, KHurosegeHne, 6ubnuorekosegeHue,

6ubnunorpadoseaeHue, Teopua nHPopmaumnm, AOKYMEHTANIUCTUKA, AOKYMEHTOBEAEHUE UMeeT
obwmit/-yo/-ne:

1. uenb

2. 0b6bekT;
3. npegmer;
4. 3apaum.

13. COBOKYNHOCTb NPUEMOB 1 onepaumii NO3HaHUA U NPAKTUYECKOW AeATE/IbHOCTM UK cnocob
BOCTUXKEHUA onpeaeneHHbIX Pe3y/IbTaToB B NO3HAHMM U NPaKTUKe Ha3blBaeTCA...

CpeacTsom;
cnocobom
METOA0M;
4. o6beKkToM.
14. Ykaxure metopa, Kotopblit HE OTHOCUTCSH K meTogam aHann3a TEKCTa AOKYMEHTa.

wnN e

KOHTEHT-aHaNus;
MeTO/, SKCNEePTHbIX OUEHOK;
meTos GOpMYNAPHOro aHaAn3a;
4. NWHrBUCTMYECKanA aKcnepTusa.
15. K uncny obuweHayuHbix metoaos HE OTHOCUTCA:

wnNe

CUCTEMHDbIN;
MOAENNPOBAHUSA;
HabnaeHus;
4. KOHTeHT-aHanus.
16. BaxkHelwmnm o6LWeHayYHbIM METOA40M ANA AOKYMEHTOBEAEHUA ABAACTCA...

wnN =

Knaccudukaums;
METO/, UCTOYHMKOBEAYECKOrO UCCNen0BaHuUA
aHanuM3a rpaduyeckmnx AaHHbIX JOKYMEHTa,
4. KOHTeHT-aHanus.
17. NocnepgHue gecATUNETUA J,OKYMEHTOBEAEHNE CTPEMUTCA K TOMY, YTObbl CTaTb

wnN e

MeXAUCUMNANHAPHOMW, cObupaTenbHOM HayKoOW U co34aTb TEOPUIO O AOKYMEHTE U AOKYMEHTHOM’
KOMMYHUKaLUUK ANA pelleHna NPakTUUecKuX 3a4a4d B KOHKpeTHoM chepe AO0KYMeHTHOM
peatenbHoctu. Kakoe Ha3BaHuMe nNpeanaraeTca yueHbIMU A8 3Toi obobatoweit Hayku?



wn e

4.

NOKYMEHTOo/10rus;
doHaoBeAEHME;
WUCTOYHMKOBEAEHME;
naneorpadus.

18. AokymeHTOBeaeHue, Nno mHeHUto H.C. JlTapbKoBa, A,0/1XKHO U3y4arTb ...

wnN e

4.

BCHO COBOKYMHOCTb AOKYMEHTOB, BO3HUKAOWMX B AEATE/IbHOCTU Pa3BUTOIO O6LLI,€CTBa,'
TOJIbKO ynpaB/1eHYECKYHO 1 NPaBOBYHO AOKYMEHTALUMUIO;

TOJZIbKO TEXHUYECKYHO AOKYMEHTAUUIO,;

BCHO AOKYMEHTALMIO, BO3SHUKAOLWYIO B OpraHn3aumax.

19. OTHOCATCA n HOPpMaTUBHO-MmeToAn4YeCKUe akTbl K UICTOYHUKaM, Uy4yaembimMm B

HOKyMmeHTOBeaeHUu?

[a.
Her.
[a, HO TONbKO Nocne NpeKpaLLEHNA UX AENCTBUA.

wnN e

4, [a, HO TONbKO AeNcTBYIOWME B HACTOALLMIA MOMEHT.

20. PacnonioxuTe B XpOHO/IOrMYECKOM NOpAAKe cneaylowme HOPMaTMBHO-NPaBOBbIE aKTbl:

1. [eHepanbHbIlA pernamenT;

2. locypaapcTBeHHas cMcTeMa AOKYMEHTaUMOHHOro obecneyeHuna ynpaBieHus;
3. Jekpet CoBHapkoma «O nopsgKke yTBepKAaeHMA U onyb/IMKOBAHUA 3aKOHOBY;
4. Obuiee yupexaeHne MUHUCTEPCTB.

21. Mo Ha3BaHMIO onpeaenuTe, K KAKOMy YPOBHIO HOPMATUBHO meToaundecKoii 6asbl 0Y moxKHO
6b110 6b1 OTHECTU MIpukaz MuHucmepcmea Kyabmypol U MACco8bix KOMMYHUKayuli Pocculickolii
®Pedepayuu om 8 HOAbpa 2005 2. Ne 536 (2. Mockea) «O munoeoii uHcmpyKyuu no
denonpouseodcmay 6 (hedepasnbHbiX OP2aHAX UCMOAHUMENbHOU enacmu»

1. MpaBoBble aKTbl, M34aBaeMble BbiCLUMMUK denepasbHbIMU OpraHaMm 3aKOHOAaTeIbHOWM
B/1ACTU U yNpaBaeHus.

2. MpaBoBble aKTbl, M3gaBaeMble BbiCLUMMU deaepanbHbIMU OpraHaMm UCNOTHUTEIbHOM
B/1ACTML.

3. MpaBoBble aKTbl, M34aBaeMble OpraHamm 3aKOHOAATENIbHOW U UCMONHUTE/IbHOM BAACTU
cybbekToB PO 1 TeppuTopUanbHbix 06pasoBaHuii.

4, MpaBoBble akTbl HOPMATUBHOIO U MHCTPYKTUBHOTO Xapaktepa no A0Y, nsgasaemsbie

PYKOBOACTBOM KOHKPETHbIX NpeanpusaTnii  opraHm3auunii.

22. Npopgonxute ppasy: «'CAOY Hawina caoe NPoodoMHeHue...»

1. B poccuinckmx FOCTax;

2. B CTaHAapTax ISO;

3. B defepasibHbIX 3aKOHax PD;

4, B TUNOBbIX MHCTPYKLUMAX MO AEN0ONPOMU3BOACTBY.

23. Mpoaonkute dpasy «lMo ceoemy cmamycy UCTOYHUKU, COAEPHKALLMUE HOPMbI U NpaBuaa paboTbi ¢

AOKYMEHTaMU, AeNnaTca Ha ABe rpynnbl...»

1. NUCTOYHUKN, 3aKOHOAATE/IbHO pernameHTnpoBasLllne Koraa-to Uan pernameHTupyrouime
Nno HactoAulee spemA paﬁoTy C AOKYMEHTaMMU,

2. dKTya/ibHbl€ UCTOYHUKU, OTpaxKakume COBpeMeHHbIﬁ onbIT, TPAaANUUN
Aenonponssoacrtea U HeENOCPeEACTBEHHO BMAOLWME HA MPAKTUKY paGOTbI C AOKYMEHTaMMU,

3. yCTapeBLwne MCTOYHNKN, nmetolne ToONIbKO Hay4yHYHO, NCTOPUKO-KY/ZTIbTYPHYHO LLEHHOCTb;
4, UCTOYHUKN, coaepaline CTUXMHO CNOXUBLUMECA HOPMbI U1 NpaBuUaa, OTpaxKakuwue

TPaAULMKN U NPAKTUYECKUIA ONbIT Ae10NPOU3BOACTBA.

24. Npoaomxkute ¢ppasy «f1o cmeneHuU 6AUAHUA Ha COBPEMEHHYIO NPAKTUKY UCTOUHUKMU, coaeprKalyme

HOPMbI ¥ NpaBuna paboTbl C AOKYMEHTaMM, AeNATCA Ha ABe rpynnbl...»



w

WCTOUYHMKM, 3aKOHO4ATENbHO PErN1aMeHTMPOBABLUME KOrAa-TO UM PernameHTUpyoLLme no
HacToAllee BpemAa paboTy C AOKYMEHTaMu;

aKTya/IbHble UCTOYHMKM, OTPaKatlowme COBPEMEHHbIN ONbIT, TPAAMLMUN Ae10MPON3BOACTBA;
yCTapeBLUME UCTOYHUKMN, UMEIOLLME TONIbKO HAayYHYIO, UCTOPUKO-KYIbTYPHYHO LLEHHOCTb;
WCTOYHMKM, COAEPHKALLNE CTUXMITHO CNIOKMBLUMECA HOPMbI U NPaBuaa, oTpaxkatowme
TPagUUMKN M NPAKTUYECKMIA ONbIT 4e/10NPOM3BOACTBA.

25. K KaKo# Kateropun/am UCTOUHUKOB OTHOCATCA NMCbMOBHUKMN U GOPMYNAPHUKK?

1.

NUCTOYHUKWN, 3aKOHOAATE/IbHO pernameHTnpoBasLlne Koraa-to Uan pernameHTupyrouime

Nno HactoAllee BpemA pa60Ty C AOKYMEHTaMMU,

2. dKTya/ibHbl€ UCTOYHUKU, OTpa*Kakouime COBpeMeHHbIﬁ onbIT, TPAaANUUN
AenonponssoncTtBea;

3. yCTapeBwne MCTOYHNKU, MMerLWKne TOZIbKO HAay4HYHO, MCTOPUKO-KY/ZIbTYPHYHO LLEHHOCTb;
4, UCTOYHUKN, cogepKalmne CTUXUIMHO C/IOXKMBLUMECS HOPMbI U NpaBuaa, oTpa*Kakuwue

TPaAULMN U NPAKTUYECKUIA ONbIT A4e10NPOU3BOACTBA.
26. PopmynapHbie U3BOAbI NO3BO/INAN CO34aTh...

wne

4.

rocyfapCTBeHHble CTaHAAPTbI,
TUMNOBbIE UHCTPYKL MM,
NMUCbMOBHMKM,
GoOpMYNAPHUKN.

27. FTocypapcTBeHHble CTaHAapTbl No paboTe ¢ 4OKYMEeHTaMM NOABUJIUCD...

wne

4.

B XV Beke,
B8 XVII Beke,
B XIX BeKe,
B XX Beke.

28. K KaKoi KaTeropun/am UCTOUHUKOB OTHOCUTCA KypHan «CnpaBoYHUK CeKpeTapa u

opuc-meHemKepa»?

1.

UCTOYHUKU, 3aKOHOAATE/IbHO PernameHTUpoBaBLUMeE Korga-t1o Uan pernameHTupyrowme no

HacTosLwee Bpems paboTy C AOKYMEHTAMU;

2.
3.
4.

aKTya/IbHble UCTOYHWUKK, OTPaXKaloLLMe COBPEMEHHbII ONbIT, TPaAMLMU AeN10MNPONU3BOACTBA;
yCTapeBLUMe UCTOYHUKN, UMEIOLLME TOIbKO HaYYHYIO, MCTOPUKO-KYbTYPHYIO LIEHHOCTb;
WCTOUYHWKK, COAEPIKaLLME CTUXMIAHO CI0MKMBLLMECA HOPMbI 1 NPaBuaa, oTparkatoLume

TPaAULMN U NPAKTUYECKUI ONbIT A4e/10NPOM3BOACTBA.
29. ECAn HOPMATUBHDIA AOKYMEHT Ha3biBaeTCA «TUNOBAA UHCTPYKLMUA», KTUNOBOI pernameHT» Uam

«TUNOBaA HOMEHKAATYpa AeN», K KaKomy YPOBHIO HOPMaTUBHO-MeToguueckon 6asbl cneayer ero

OoTHecTu?

1.

NnpaBoOBble€ aKTbl, U34aBaemMble BbICLUMMU TOCYyaapPCTBEHHbIMKW OpPraHamu d)ep,epaanoﬁ

3aKOHOAaTeﬂbHOVI BN1aCTU U BbICLULMMU OpPraHaMu ynpaBaeHuA,;

2.
3.

NpaBoOBblE€ aKTbl, N34aBaemMble d)ep,epaanblnAM OopraHamu NCNONTHUTENIbHOM BNacCTy;
NnpaBoOBble aKTbl, U34aBaeMble OpraHamu 3aKOHO,CI,aTe}1bHOﬁ M UCMOJIHUTE/IbHOM BNaCTU

cy6bekToB PP 1 Mx TeppuTOopUanbHbIX 06pa3oBaHuMiA;

4.

NnpaBoOBble aKTbl, U34aBaemMble PpyKOBOACTBOM I'lpe,El,I'IpMﬂTVIﬁ n opraHmsau,MVl.

30. YKaxkute yposeHb/n HOpMaTUBHO-MeTOAMUECKOM 6a3bl, KOTOpbI/ble MOXKHO pa3fgenunTb Ha gse
nogrpynnbl — «o6Lmne NpaBoBble U HOPMATUBHbIE aKTbI» U «cneLyuanbHble (Y3KoBeAOMCTBEHHbIE)

npaBsoBbie aKTbI».

1.

NnpaBoOBbl€ aKTbl, N3g4aBaemble BbICLUMMU TOCYy4aPCTBEHHbIMU OpPraHamu d)ep,epaanoﬁ

3aKOH0,£I,aTe.ﬂbHOl7I BN1aCTU U BbICLULMMU OPraHamMu ynpaBaeHUA;

2.
3.

NpaBoOBbl€ AKTbl, U34aBaemble d)e,ﬂ,epaﬂbelMVl opraHamu NCNONHUTENbHON BNacCTu,
NnpaBoOBble aKTbl, U3A4aBaemMble OpraHamu 3aKOHOLI,aTe}1bHOVI W UCNOJIHUTE/IbHOM BAACTU

cybbekToB PP 1 ux TepputopmranbHbix 06pa3oBaHniL;



4, NpaBoBble aKTbl, U34aBaemMble PYKOBOACTBOM NpPeanpuUATUIA U OpraHM3aLmii.
31. YKaxuTte, Kakue HoOpmaTuBbl ABNAIOTCA 06A3aTeNbHbIMU ANA UCNOJIHEHUA PAa6OTHUKaMKU

opraHusauum.
1. MpumepHaa MHCTPYKLUMA NO Aenonponu3BOACTBY.
2. MHCTPYKUMA NO Aenonpon3BOACTBY OpraHU3aLnu.
3. [ocynapCcTBEHHbIN CTaHAAPT.

4. PepnepanbHbIN 3aKOH.
32. YKaxKuTte, B KaKOM U3 NpeACcTaB/IeHHbIX FPYNN HOPMATUBHO-NPABOBbIX AOKYMEHTOB, Ha3BaHbl aKTbl

OAHOro YPOBHA.

1. MOCTAHOBNEHUSA NpaBuTenbcTBa CyO6beKTOB PP, TUNOBOE MNONOMKEHUE, WMHCTPYKLUUM
(npaBuna) no aenonpomsBoAcTBY OpraHusaummn, Tabenm yHUOGUUUPOBAHHbLIX GopM, anbboMbl
6/1aHKOB, NOJIOXKEHUS O AEN0NPON3BOACTBE, O paboTe C NePCOHaIbHbIMU AAHHbIMU;

2. KoAeKcbl, ¢denepanbHble  KOHCTUTYLMOHHbIE  3aKOHbl, deaepanbHble  3aKOHbI,
NOCTAHOB/IEHUA NPABUTENBLCTBA, YKa3bl [pe3naeHTa POP;
3. KoAeKcbl, ¢denepanbHble  KOHCTUTYLMOHHbIE  3aKOHbl, deaepanbHble  3aKOHbI,

MOCTAHOBNEHUA MPaBUTENbCTBA, YKa3dbl [lpesngeHTa P®, noctaHOBAEHMA NpaBUTENbCTBA
cyb6bekToB PP, nocTaHOBAEHMA [1aB aAMUHUCTPALMIA;
4. MOCTAHOBNEHUA  NpaBuTenbCTBa  cybbektoB  P®,  Koapekcbl,  degepanbHble
KOHCTUTYLIMOHHbIE 3aKOHbl, ¢denepanbHble 3aKOHbl, NOCTAaHOBAEHMA MNPABMTENbCTBA, YKasbl
MpesngeHTa PO, MHCTpYKLMA NO AENONPOU3BOACTBY OpraHM3aumnun, Tabenb YHUPULMPOBAHHDIX
dopm, anbbom 61aHKOB.

33. IOCTbl, pernameHTupyowme A0Y, HocaT B PD...

1. 06na3aTenbHbIN XapaKTep;

2. peKOMEHOATENbHbIN XapaKTep

3. obecneunBatownii xapakTep;

4, MHPOPMaLMOHHO-CNPABOYHbIN XapaKTep.

PA3AEN 2. MOHATUA "MHOOPMALUMA" N "OOKYMEHT"

Tema 1. NMoHATHE «MHDOPMALMA» U €€ POJib B COLMANBHBIX M SKOHOMUYECKUX
npoueccax. Cneunduyeckme 4epTbl LOKYMEHTUPOBAHHOM MHPOPMaLNM

Tema 2. MoHATMe "aoKymeHT". MpU3HaAKK U CBOMNCTBA AOKYMEHTA

Tema 3. OCHOBHble CBOMCTBA AOKYMEHTOB

TecT K pasgeny 2



MpaKTnyeckoe 3agaHme No2

MpakTnyeckoe 3agaHue 2

1.0npepgenute cneuyanbHble PyHKUMN CNeayoWmX 4OKYMEHTOB:

— Kynyasa kabana Hukntbl Ko3nosa Ha xonona MeaHa MaBnosa 23 mas
1494 r.;

— panopT reHepan-npokypopa CeHata U.H0. Tpybeukoro umnepartpuue
Ennsasete MeTpoBHe o0 npuesae B Metepbypr 13 Apocnasnsa TeaTpasbHOM TPYNMbI
¢.r. BonkoBa 3 ¢peBpana 1752 r.;

— nekpeT CHK "O npaBunax nognucaHma geHexHbix bymar, LOKYMEHTOB,
opAepoB, OTHOLWEHMN, cNpaBoK U T. N." oT 12 aekabpa 1921 r.;

- noctaHoBneHue BUMK n CHK PCOHCP "O nopaake Nonb3oBaHUA NeYaTaAMM
c rocygapctBeHHbim repbom PCPCP" ot 15 aekabpa 1936 r.;

— noctaHoBneHua LUK KMCC n CoseTta mmnHmnctepcts CCCP "O mepax no
COBEpPLUEHCTBOBAHUIO M yAELLEBIEHNIO annapaTta ynpasneHma" ot 13 okTaAbpsa
1969 r.;

— YKa3 MNpe3ungeHTta PP "O BHeCceHUM N3MeHeHUN U A0NONHEHUN B
MonoXeHne o NopAZKe PacCCMOTPEHMA BOMNPOCOB rpaxaaHcraea PO" ot 27
neKkabps 1993 r.;

—YKka3s Mpe3ngeHta PP "O cTpyKType dpeaepanbHbiXx OpraHoB
McNoNHUTeNbHoM Bnactn" ot 11 AHBaps 1994 r.;

— PepepanbHbIit 3aKoH "O6 MHPopMaLNK, MHPOPMALMOHHBIX TEXHONOTUAX
n 3awmTe nHpopmaunmn" 2006 r. Ne 149 —P3;

— KOMmopucTryeckuii )KypHan «Kpokoann»;

— JK3amMeHauMoHHaA Be40MOCTb.



MemoouyecKue peKomeHOayuu

Mpw onpegeneHmnn pyHKUMM nonb3osaTbca Tabanuen Ne 5 (CneymanbHble
bYyHKUMN) B TEOPETUYECKOM pasgene 3.

Mpwn yKazaHUM PYHKUMN NPUAEPHKNBATLCA CAeaYHOLLEN
nocnenoBaTeNbHOCTHU:

a) BbIABUTb MCXOAHYIO GYHKUMIO OKYMEHTA, TO €CTb ONPEAENNTD LLIENb
dUKcnposaHMa MHGOPMALIMM HA MOMEHT ero COCTaBNEHUA;

6) OTMETUTb, Kakne CI)yHKLI,MM AOKYMEHT MOXET BbINO/IHATbL cerogHA.

2. MpuBecTy No 2 Npumepa peanbHO U34aHHbIX AOKYMEHTOB, 06/1a4at0LWnX
cneayrowmumm cneumanbHbiMu GyHKUNAMMU:

- ynpaB/ieHYEeCKOW,
- NPaBOBOWN,
- No3HaBaTe/IbHON,
- 06LWEKYNbTYPHOMN,
- yyeTa,
- pa3B/ieKaTeIbHON.
MemoouyecKue peKkomeHoayuu 2

MpuMepbl AOKYMEHTOB, BbINONHSAIOWMX YKa3aHHble Bbille GYyHKUMN,
OONKHbI CONPOBOXKAATLCA  YKa3aHWEM BUAA AOKYMEHTa, 3aro/ioBKa W AaTtbl ero
n3naHnsa. Mo»KHO NPMBECTU NPUMEPBI AOKYMEHTOB Pa3/IMYHbIX UCTOPUYECKUX
3MOX.

3. Caenatb TEKCTOBOE ONMUcaHne of4Horo ntoboro yepTerka (cxembl /
rpadumka / guarpammol (TEXHMYECKOTO A0KYyMeHTa). CpaBHUTb CKOPOCTb
BOCNPUATUA MHGOPMALMN B TEKCTOBBIX M TEXHUYECKUX AOKYMEHTAX.

MemoouyecKue pekomeHoayuu 3



MopobpaTtb M NPUAOKUTL B KaYecTBe UANKCTpaLnmn obpasel, N1toboro
Heb0/1bLIOro TEXHMYECKOrO AOKYMEHTA, NPeACTaBAAoLWero cobom yepTex niu
CXEeMY Pacno/ioXKeHUs YacTen, 06 BEKTOB U T.M., rpadumK, Anarpammy 1 nNpou.,
Hanpumep, YepTerK He6ONbLIOIO U HEC/IOXKHOMO YCTPOMCTBA, CXeMY NpPoe3aa UK
NOXapPHOM 3BaKyauUuMu.

MonpobyiiTe cocTaBUTb TEKCT, Nepeaatowmii MHGopMaLMo TEXHUYECKOTO
AOKYMEHTA TeKCTOBbIM cnocobom.

CpaBHWUTe BpeMs, 3aTpayeHHOEe Ha BOCNponsseaeHne MHGopmauum B
KaXK4oM cny4ae.

MonpobyiiTe 06BACHUTL NPEUMYLLECTBA TEXHWUYECKOW AOKYMEHTALMUMU MO
CPaBHEHMUIO C TEKCTOBLIM OMNMUCAHUEM.

4. Mpuseante NpumMep NUKTorpammsl. K kKakomy crnocoby
AOKYMEHTUPOBAHUA OTHOCUTCA NUKTOrpadua?

MemoouyecKue pekomeHoayuu 4

Cnocob AOKYMEHTUPOBaHMA onpeaensTb No Knaccupumkaumm
H.C. NapbkoBa (cm. XpectomaTtua K pasaeny 3.)

TecT K pasgeny?2
MpomeKyTouHbIN TecT 2. OCHOBbI AOKYMEHTOBEAEHUA

BHumaHue! MpasunbHbix omeemos moxcem bbimb HECKO/IbKO.

1.CnoBo «nHpopmauua» (informatio) 6yKBanbHO ¢ NaTblHU NEPEBOAUTCA KaK:
1) ‘3HaHKe, NoHMMaHKe';

2) ‘pasbAcHeHUNE, N3N0XKEHNE, OCBEAOM/IEHHOCTL';

3) ‘mnaHHble, cBeAEeHUA, coobuleHns’;

4) ‘AOKYMEHT, 3anncb, 0KA3aTeNbCTBO' .


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

2. B oTeuecTBEHHOM 3aKOHO4ATE/NIbCTBE CEroA4HA NPUHATO caeayiollee
onpeaeneHue NOHATUA «KMHPopmaLUa»:

1) 3HaHMsA 0 Nnpupoae n obLecTse;

2) HenpepbIBHOE N3MeHeHUe (ABUKEHNE) U B3aUMOAENCTBME MaTepPUaIbHbIX
06BbEeKTOoB;

3) o603HauYeHne coaepKaHus, Noy4eHHOe HaMKn U3 BHELLHEro MMpa B npouecce
NpUcnocabanmBaHMA K HEMY HAC U HaLIWX YyBCTB;

4) cBegeHuA (coobueHuns, gaHHble) He3aBMCMMO OT POpPMbI UX NPeACTaBAEHMUS.
3. Kakum cnocobom yenosekK nonyyaetr MHGOpmaLuio u3BHe?

1) BOCAPUHUMAET OpraHamm YyBCTB (C MOMOLLbIO NEPBOI CUTHANbHOM CUCTEMDI);
2) BOCNPUHMMaET peyeBble CUrHanbl (C MOMOLLLbIO BTOPOMN CUTHANbHOM CUCTEMBI);
3) nHdopMaumA XPaHUTCA B MO3re YeN0BEKA, M OH ee MPOCTO BCMOMUHAET;

4) C NOMOLLbIO YYUTENEN U POAUTENEN.

4. YKaxute BepHoe npogoxkeHue ¢pasbl: «MHpopmayua —amo ...»

1) maTepus;

2) aHeprus;

3) maTepua 1 aHeprns o4HOBPEMEHHO;

4) He maTepua 1 He 3Heprua, a 3aPpUKCMpoBaHHbIe Baaroaapa matepun
M3MEHEHMA COCTOAHMA MATEPUM U SHEPTUN.

5. MaTtepuanbHOCTb MHGOPMaLMK NPOABAAETCA B TOM, UTO...
1) HbOopMaLMa U ecTb maTepus;
2) HbOpPMaUMA — 3TO IHEPrUA, a IHEpPrna maTepuasbHa.

3) nHbopmauns GUKcUpyeTcs opraHaMmmn YyBCTB UM APYTMMUK cnocobamu
perucTpaummn matepum, a cNeoBaTesIbHO, CBA3aHa C Hel;

4) undopmauma — 310 3aPUKCUPOBaAHHbIE U3MEHEHUA COCTOAHUA MaTePUN U
3HEepruu, a OHM MaTepuanbHbl.



6. KaKk Ha3biBaeTca cBOMCTBO MHPOPMaL UK, NPOABAAIOLLEECA B TOM, UTO OHA
(nndopmauua) nepepaerca n obpabarbiBaeTca YeSIOBEKOM NOPLUOHHO,
oTAeNbHbIMU CO06LEeHnAMN?

1) MHBAPMAHTHOCTb;

2) ANCKPETHOCTb;

3) CTPYKTYPUPOBAHHOCTb;
4) YaCTUYHOCTb.

7. CemaHTMYeCKUi (CMbICN0BOIM) XapakTep MHPOPMaL MK NPOABIAETCA B TOM,
yToO...

1) nupopmaums nepenaeTca B BUAE OTAENbHbIX COODOLEHUN;

2) nocnenoBaTesibHO KOANPYETCS;

3) Bcerga umeeT Kakoe-To Ha3HayeHue, Leb, 3a4a4y;

4) Ncnonb3yeTcs OTAE/IbHbIM YEeI0BEKOM U/IN COLMYMOM.

8. MokeT m poKymeHT coagep:katb HEcoymnanbHyo Hpopmauymio?
1) na, Tak 6bIBaeT Bceraa;

2) oA, B HEKOTOPbIX CAy4Yasx, HaNnpMmep, Korga AoKYMEHT nepeHasHadyeH aan
NPOYTEHMA HE YENOBEKOM, @ MALLUNHOM;

3) HET, TO/IbKO B C/1y4adXx, KOoraa I/IHd)OpMaLI,Mﬂ He npeagHa3Ha4vyeHa 414 WnpoKoro
MCNOJZIb30BaHUA N TUPAKUNPOBAHUA,

4) HeT, Toraa 370 He AOKYMEHT.

9. AiBNAeTCcA N KNEeTKa XKUBOro OpraHn3ma A0KYMEHTUPOBAHHOM
mHdopmayuein?

1) Aa, TaK KaK oHa coaepKuUT nHpopmauuto (HK) 3aHeceHHY0 Ha MaTepunasbHbIi
HOCUTENb;

2) na, BCe B MMUpe COAEPHKUT MHDOPMaLMIO;
3) HeT, TaK KaK 3Ta UHpopMaLUUA He COLMaNbHA;

4) HeT, TaK KaK K/JeTKa He maTepus.



10. YKa)xXute BepHoe nepeymncieHme CBOUCTB AOKYMEHTUPOBAHHOMN
nHpopmauyun.

1) uMmeeT ceMaHTUYECKUI XapaKTep, KOANPYETCA CUCTEMOMN CUMBOIOB U 3HAKOB,
CTPYKTYPMPOBaAHa M NepeaaeTca AUCKPETHO, CBA3aHA C MaTepuanbHbIM
HOCUTe/IeM, HOCUT COLMANbHbIM XapaKTep;

2) XpaHWUTCA B MO3re YeNoBeKa, KOAUPYETCA CUCTEMOM CMMBOJIOB U 3HAKOB, €M
MPUCYLLN MHBAPMAHTHOCTb, YaCTUYHOCTb;

3) CTPYKTYpUpPOBaHa M nepeaaeTca ANCKPETHO, NpeacTaBaaeT cobon mateputo
AW SHEPTUIO, UMEET CEMAHTMYECKUI XapaKTep;

4) MeeT couManbHbIN U CEMaHTUYECKUI XapaKTep, 06/1agaeT MHBAPUAHTHOCTbIO,
KOAMPYETCA CUCTEMOMN CMMBOJIOB U 3HAKOB.

11. Npoponkute Pppasy: «TepMuHbl KOOKYyMEeHMUpPOB8AHHAA NHPopMaLUA» n
«O0KyMeHMHaa nipopmayma» ...»

1) HU4Yem gpyr oT Apyra He OTAMYAOTCA U ABAAOTCSA NONHbIMU CUHOHMMaMM.
2) coaepKaT NPOTUBOMNO/IOMNKHbIE MOHATUSA;

3) pa3InNYHbI MO NOHATUMHOMY 06bEMY, TaK KaK He BCAKAA « 4OKYMEHTUPOBAHHAA
MHPOPMALUNA» ABNAETCA K AOKYMEHTHOMY.

4) NoHATME «AOKYMEHTUPOBAHHAA MHPOPMALIMAY» LIMPE MOHATUA « AOKYMEHTHasA
MHPOPMALMAY», TaK KaK YKa3bIBAeT HE TO/IbKO Ha Ha/InuMe naeanbHoM
(MHPOpPMaLIMOHHOI) COCTABNAIOLLEN, HO WU HA HAaIMYME MATEPUAIbHOIO HOCUTENS.

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

1) onepaTUBHOCTb;
2) 0AHO3HAYHOCTb TOJIKOBAHMS;
3) AOCTOBEPHOCTb;
4) odnuManbHOCTb.

13. MOXHO N1 cunTaTb AOKYMEHTOM Ye/I0BeKa, CAeNaBLuero TaTyupoBKY Ha
Tene?

1) HET, TaK KaK OH He AB/AETCA MaTepuasibHbIM HOCUTENEM;



2) HeT, TaK KaK OH He coaepKnUT nHpopmauny;

3) HeT, TaK KaK YeNloBeK He NpeAHa3HavYeH anAa XpaHeHuMsa, 06LWecTBEHHOrO
MCNO/Ib30BaHMA U Nepeaayn BO BPEMEHWN U NPOCTPAHCTBE;

4) na, TaK KaK 3TO MaTepuasibHbili 06BEKT, C 3aHEeCeHHOM Ha Hero (cnocobom
NPUAYMaHHbIM Ye/I0OBEKOM) couuanbHon nHdopmaLumnen.

14. Hasosute gudpdepeHuymanbHbie NPU3HAKU AOKYMEHTA?

1) Hannume MHGOPMALMOHHON U MaTepPMaIbHON COCTAaBAAIOLLMX;
2) CTPYKTYPHOCTb AOKYMEHTa;

3) NOA/IMHHOCTb;

4) GYHKUMOHANbHOCTb AOKYMEHTA.

15. Haiigute BepHoe npogomkeHue ¢ppasbl: «OpUrMHaNbHOCTb AOKYMEHTA
ABNAETCA ...»

1) cywecTBeHHbIM (AnddepeHUnanbHbiM) MPU3HAKOM, TaK Kak XapaKTepHa ans
BCEX BUAOB U TUNOB AOKYMEHTOB;

2) cywectBeHHbIM (AnddepeHuManbHbiM) CBOMCTBOM, TaK Kak Heobxoanma
Ye/IOBEKY B €ro NPaKTUYECKOM XKU3HW;

3) HecyuwecCTBEHHbIM NMPU3HAKOM AOKYMEHTA, TaK KaK YE/I0OBEK B
,D,EI‘/JICTBMTeﬂbHOCTM MMEET AENO0 HE TOJ/IbKO C OPUTUHANTAMUN OOKYMEHTOB, HO N C UX
KONnuAaAmu,

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

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

1) opuruHan;
2) NOANVHHUK;
3) ay6nukar;
4) konus.

17. CNocO6HOCTb AOKYMEHTOB K TUPaXKMPOBaHUIO, BOCNPOU3BEAEHUIO
coAeprKaHUa U MaTepuanbHOro HOCUTeNA Ha3biBaeTcA ...



1) ayTEHTUYHOCTD;

2) TOXKOECTBEHHOCTb;
3) KONUIAHOCTb;

4) panbcmdpukauma.

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

1) Ay6nmKaThl;

2) YMHOMEHHbIE OPUTMHanNbI;

3) oTnycKku;

4) BbINUCKM.

19. K10, MMmeeT NpaBo NpuaaBaTb HOPULAUYECKYIO CUY KONMUAM?
1) HoTapwuyc;

2) opraHu3aums, BblaaBLuas JOKYMEHT;

3) HayanbHUK OTAENa KaapoB Nt0OOMN opraHM3aLnm;

4) 3aBeayoWwmMin KaHuenspuen ntoboro rocyaapcTBEHHOro opraHa.

20. Kak Ha3blBaeTcAa OpUrnHaza, pacCMaTpuBaemblii C TOYKU 3peHUsA OTCYTCTBUA B
HeM HeCaHKLUOHMUPOBAHHbIX USMEHEHUIN?

1) Konus;

2) ny6nukar;

3) danbcmdPpuUUMpPOBaHHDIV JOKYMEHT;
4) NOANINHHMUK.

21. K Kakomy Buay ¢panbcudpumKaumm AoKymeHToB byaet oTHeceHa
MHTepnonauua?

1) undposas panbcudpuKaums;
2) aHanoroBas danbcudpuKkaums;

3) noAumnCTKa;



4) BCcTaBKa.
22. Kakou AOKyMeHT cuutaerca opuumanbHbim?

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

2) LOKYMEHT, U3rOTOB/IEHHbIM CAaHKLMOHMPOBAHHbIM CNOCOHOM B COOTBETCTBUM C
3aKOHO4ATENIbHO OnpeaeneHHOM TEXHO0TMEN ero N3roTOBIEHNA U UMEIOLLUNIA
NPU3HaKM NOAJIMHHOCTH;

3) AOKYMEHT, CO34aHHbIN IOPUANYECKUM UIN PUNYECKUM NNULLOM, ODOPMAEHHbIN
N YAOCTOBEPEHHbIN B YCTaHOBNEHHOM MOPsAKe;

4) AOKYMEHT, coaepXaHne KOToOporo MOXKHO CH4MUTATb NOJIHbIM U TOYHbIM
npegcraBaeHnem noarsepxXgaemblix onepau,mi/'l, AEATENBbHOCTU UNU d)aKTOB “n
KOTOPOMY MOXHO A0BEPATb B Nocaedyrownx onepaunax nim e nocne,u,yrom,eﬁ
0eATe/IbHOCTU.

23. AYTEHTUYHbINA JOKYMEHT — 3TO ...

1) AOKYMEHT, U3roTOB/IEHHbIN C cObAtOAEHNEM YCTaHOBNAEHHOW POPMbI MK
YaCTUYHO N3MEHEHHbIN;

2) LOKYMEHT, KOTOPbIN MOXHO /I0Ka/IN30BaTb, HANTK, BOCMPOM3BECTU U
MHTEPNPETUPOBATb;

3) TaKoW AOKYMEHT, Y KOTOPOro MOXHO [10Ka3aTb, YTO OH: ABASAETCA TEM, YEM
npeTeHAayeT 6bITb; 6bla CO34aH UKW OTNPABAEH NULLOM, AENCTBUTENbHO
CO34aBLUMM UM OTMPABMBLLMM €rO; a TaK»Ke Obla CO34aH UAKN OTNPaB/EH B TO
Bpemsa, KoTopoe 0603Ha4YeHo.

4) LOKYMEHT, coAeprKaHMe KOTOPOro MOX¥KHO CYMTaTb NOIHbIM U TOYHbIM
npeacTaBAeHNEeM NoATBEPKAAEMbIX ONepaLni, A4esTeNbHOCTU UK GaAKTOB U
KOTOPOMY MOYHO A0BEpATb B MOC/AeAYOWMNX onepaunsax Uam B nocaeaytolemn
AeATeNbHOCTH.

PA3AEN 3. DYHKUNWN AOKYMEHTOB M CNOCOBbl AOKYMEHTUPOBAHWA
COLMANTBHO 3HAYUMOMN MHOOPMALMN

Tema 1. PyHKUMM AOKYMEHTOB

Tema 2. Cnocobbl 1 cpeacTBa AOKYMEHTUPOBAHMUA



TecT K pasgeny 3

Tect K pasgeny 3. OCHOBbI AOKYMEHTOBEAEHUA.

Tembl «DYHKLUN JOKYMEHTOB» U «Cnocobbl JOKYMEHTUPOBAHUAY

1. HazHaueHune AOKYMeHTa, ero obuecTBeHHas posb, Lenb, 3agaua
Ha3blBaeTcA...

1) pyHKUMEN;

2) cBolicTBOM;

3) Buaom;

4) TMnom.

2. NonndpyHKUMOHANbHBIM AOKYMEHT ABAAETCA NOTOMY, UTO...
1) o4HOBPEMEHHO BbINOAHAET HECKO/IbKO Pa3HbIX QYHKLUMN;

2) Bpemsa oT BpeMeHU MeHAeT pyHKLUMK;

3) pa3Hble AOKYMEHTbI BbIMOAHAIT pasHble QYHKLNK;

4) y AOKYMEHTA ecTb r/1aBHan, oblimne n cneunanbHble GyHKUUN.
3. CnoBo «dpyHKUuua» (functio) c naTbiHM NepeBoOAUTCA KaK ....
1) Tmn;

2) uenb;

3) ucnonHeHwue;

4) 3apava.

4. DeneHne GyHKLMIT LOKYMEHTOB Ha rNaBHble, obuwme 1 cneynanbHblie 6bin0
npeanioXeHo...

1) H.H. KywHapeHKo.
2) H.C. TapbKoBbIM,

3) N.M. NntoweHKo.



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

5.3.A. bapgaes u B.b. KpaBueHKo, xapakTepusya ogHy u3 GyHKL UMK, NULLYT, 4YTO
BOKYMEHTbI C 3TOM PYHKLMEN NPU3BaHbI: BbipaXKaTb MHTEPECbI ONpeaeNeHHOro
COLMaANbHOrO CNOA, FPyNnbl, UHAUBUAYYMA; 3anevyaTt/ieBaTb, COXPaHATb U
nepeaaBaTb COLMANBbHYIO MHPOPMALMIO, OTPAXKAIOLLYIO YCTPOUCTBO U
dyHKUuMOHMpOBaHMe 06LecTBa; OTpaXKaTb AeATeNbHOCTb, MECTO U PO/b
KOHKPETHOro YenoBeKa, TeX WM UHbIX COLMabHbIX rpynn AaHHOro obuwecrsa
Ha onpeAeneHHo ctyneHu ero pa3suTua. O Kakon GyHKLUK naeT peub?

1) ynpaBneH4yecKkom;
2) MHPOpPMaLNOHHOW;
3) counanbHo;

4) KyNbTypPHOM.

6. Mouemy B HayKe A0 CUX NOP He CNOXKMUAOCb eAUHOIN Knaccudpukauum
GYHKUUNA [OKYMEHTOB?

1) dYHKUMM AOKYMEHTOB MMEIOT Pa3HYO NPMPOAY M 3aBMUCAT OT KaYecTBa M TUNa
nHpopmaunu;

2) cneKkTp 3TUX GYHKUMI LWMPOK, TaK Kak MHGOPpMaLMA NPpoHM3bIBaET Bce chepbl
YyenoBeyeckoro obuiecTsa 1 ya0BAETBOPAET CamMble Pa3HOObpasHble
noTpebHOCTY;

3) BOKYyMeHTbl CNOCO6HbI BbIMOAHATL CPA3y HECKOIbKO QYHKLMI, NX MHOTAA
TPYAHO pa3genntb mexay cobom;

4) BCE Ha3BaHHbIE BblWE NMPUYNHDI.

7. 9T PyHKUMM ecTb Bcerga y Bcex OKyMeHTOB. OHM cTabuabHbI U
HEeU3MEHHDbI.

1) obwiue;

2) cneupnanbHble;

3) ynpaBneH4eckue;
4) repoHMNYeCKMe.

8. 3T pyHKUMUM 06A3aTEeNbHO eCTb Y BCeX AOKYMEHTOB, HO B pa3HOM COCTaBe
KaK aKTyaZibHOe fonosHeHue Apyrux GyHKumii. OHM BO3HUKAIOT Y AOKYMEHTA U



MOTYT MEHATbCA B 3aBUCMMOCTU OT YC10BUA PYHKLLMOHMPOBAHUA AOKYMEHTA,
OTpaXKaloT pa3HOo6pa3Hble KOHKPETHble NOTpe6HOCTU obLecTBa Uan
OTAEeNbHOro ero YneHa.

1) obwiue;

2) cneumanbHble;

3) ynpaBneH4eckue;
4) regoHUYeCKMe.

9. 3T1 noadpyHKUUM (OpraHU3aLMOHHaA, N1IAHUPOBAHUA,
NPOEKTUPOBaHUA/KOHCTPYUPOBAHUA, pacnopaauTe/ibHanA, KOHTPOAS,
CNpPaBOYHO-aHAIUTUUECKAA, NpaBoBaA GYHKLUA) OTHOCATCA K ...

1) ynpaBneH4yeckon pyHKLUUU;
2) MHGOPMALMOHHOWN PYHKLNK;
3) 0bweKynbTypHON GYHKUMY;
4) coumanbHON GYHKLNMN.

10. KaKoii Tun ¢pyHKUMIA BAMAET HA NPAKTUKY paboTbl C AOKYMeHTaMM,
dopmupyet pyHKUMOHANbHbIE CUCTEMbI AOKYMEHTALUN?

1) obuime;

2) cneumanbHble;

3) rnaBHble;

4) Bce He3aBMCMMO OT TUNa.

11. Kak Ha3biBaeTca PYHKLMA JOKYMEHTOB, B KOTOPbIX OTPaXXeHbl: co3aaHue
OpraHu3auumn, yCTaHOBJ/IEHUE ee CTPYKTYpPbl, LUTaTHO YNCIEHHOCTY;
pernameHTaumA AeATE/IbHOCTU U KOJIMYECTBO CTPYKTYPHbIX NOApa3AeneHni u
paboTHUKOB; pexkum paboTtbl u 1.n.?

1) npaBoBas;
2) pacnopsanTenbHas;
3) KOHTpONSA;

4) opraHM3aLMOHHas.



12. KaK Ha3biBaeTca PYHKLUA JOKYMEHTOB, B KOTOPbIX coaeprKaTtca
ynpasneH4YecKue peLleHus no peryimpoBaHuIo AeATe/IbHOCTU OpraHu3aLmm uam
rocyaapCcTBeHHOro opraHa?

1) npaBoBas;
2) pacnopsaguTenbHas;
3) KoHTpONSA;
4) opraHM3aLUMOHHas.

13. Ecnv OKyMeHTbl Ha3bIBalOTCA «NPUKa3», «pelleHne», KNoCTaHOBNAEeHUEe»,
«yKasaHue», «pacnopsaKeHue», TO OHU BbIMOJIHAIOT (MU BbINONAHANM paHee)

dyHKUMIO ...

1) npaBoBYyO;

2) pacnopsaanTensHyio;
3) KOHTpONSA;

4) opraHM3aLMOHHYIO.

14. 31a GYyHKLUA CBOMCTBEHHA AOKYMEHTAM, B KOTOPbIX AN 3anucu
nHpOopMaLMM UCNONb3YIOTCA PA3/IMYHbIE NPUEeMbl U CUCTEMbI TAMHONUCH,
Kpuntorpapuun. TakKe 0CO6€HHOCTbIO TAKUX [0KYMEHTOB ABAAETCA
orpaHuuyeHue B aoctyne K uHpopmauum.

1) cTaTucTUYecKas;

2) nonnTuyeckas;

3) 3aWwuTbl MHOPMaLMK;
4) KOTHUTUBHAA.

15. O6bpasoBatenbHyto (yuebHyto, o6yyatoLLyo) U PyHKLUIO UCTOPUUYECKOTO
MCTOYHMKA MOKHO CYMTaTb NOAPYHKLMAMMU CNELUANbHOM ...

1) ynpaBneH4yeckon pyHKUNU;
2) no3HaBaTeIbHON PYHKLNK;
3) counanbHol GyHKUMK;

4) MHPOPMALMOHHOM DYHKLUUNMN.



17. bubnua u KopaH — nonnpyHKUMOHaANbHbIE AOKYMEHTbI, HO 0gHA GPYHKLUMA NO
ceil AeHb ABNAETCA  AN1A HUX CaMOA IMaBHOMN.

1) Xyn,0*KecTBEeHHO-3CTeTMYECKaSn;
2) npaBoBas;

3) pa3BnekaTenbpHas;

4) ngpeonormyeckas.

18. Mouemy 06L,ecTBO (KPOME NOAUTUUECKUX U NO,E0N0MNYECKUX
coobpaxkeHuii) npuberaer K LeH3ype UM 3anpetam Ha U3gaHuAa u nybankaumm
HEeKOTOpPbIX AOKYMEHTOB?

1) ecnu [OKYMEHTbI NepesatoT CEKPETHYIO MHPOPMaLNIO;

2) C NOMOLLLbIO AOKYMEHTOB MOKET BbITb NepesiaH Kak MNoJIOXKUTENbHbIN
(MO3UTMBHbIN) ONbIT YeNOBEYECKOro NoBeAeHUs, TaK U OTPULLATE/NbHbIN;

3) tHdopmauusa B AOKYMEHTAX MOMKET HACTPOMUTb rpakaaH NPOTUB BNACTY;
4) nndopmauma B AOKYMEHTaxX He HOCUT pa3BaeKaTeIbHOro xapakTepa.

19. YunTbiBaeTCA N Xy[,0XKECTBEHHO-3CTeTUYECKaA PYHKUNA [OKYMEHTOB Npu
onpeaeneHnn CPOKOB UX XpPaHEHUA?

1) na Bceraa;

2) Aa, HO TONbKO €C/IN Mbl UMEEeM [1e/10 C AOKYMEHTaMM, Bbi3bIBaOLLMMM
3CTEeTUYECKUE NepeXknBaHma, POPMUPYIOLLMMU XYA0XHKECTBEHHO-3CTETUYECKME
naeanbl U BKYCbl;

3) Aa, HO TONbKO Y AOKYMEHTOB C TOProBoi GyHKLUMEN.
4) HeT HMKoraa.

20. UHPOPMALUNOHHYIO, KOMMYHUKATUBHYIO QYHKLUMUIO U QYHKLUN
3aKpenneHus, oxpaHeHUa MHopmaLum cnepyer OTHECTU  K...

1) cneumanbHbIM QYHKLMAM;
2) 06Wwum PyHKLMAM;
3) ynpaBAeHYeCKUM PYHKLMAM;

4) npaBoBbIM GYHKLMAM.



21. fleiicTBMe NAM COBOKYNHOCTb AEUCTBUNA, NPUMEHAEMbIX B NpoLiecce 3anucu
MHPopmaLum, HasblBaETCA...

1) cpeacTBOM AOKYMEHTUPOBAHMS;

2) cnocobom AOKYMEHTUPOBAHUS;

3) cuctemom AOKYMeEHTaLMW;

4) MeToA0M AO0KYMEHTUPOBAHMA

22. YKaXKu1Te, YTO BKNIOYAET B cebAa cuctema OKYMeHTUPOBaHUA.
1) meToA, 4OKYMEHTUPOBAHUA;

2) BUAbl LOKYMEHTOB;

3) cpeacTBa AOKYMEHTMPOBAHUA;

4) maTepuanbHbI HOCUTENb NMHGOPMaLLUW.

23.Cnocob HaHeceHMA A3bIKOBbIX 3HAKOB U 3HAKOB-U306pa’keHuni Ha
NOBEPXHOCTb MaTePUaIbHOrO HOCUTENA NPU NOMOLLU OPFTEXHUKU Ha3biBaeTCA...

(oTBET 3anuMcaTb cnoBaMu) HaYepmamenoHoili

24. MNpapogutenem MaTpUUYHbIX MaTepPUasibHbIX HOCUTENel ABNAETCA
cneaylowmii cnocob AOKYyMeHTUPOBaHMUA...

1) HavepTaTenbHbIN;

2) 9NeKTPOCTaTUYECKNNA;
3) nepdopupoBaHue;

4) nazepHbIN.

25. O KaKUX matepuanbHbIX HOCUTENAX UAET PeUb B C/iIeAyioLeM onpeaeneHnuu:
«UHgopmayusa c 3moz2o0 mamepuasnabHO20 HOCUMesA c4HUMbI8AsAAcCh € MOMOU,bHO
cneyuasnbHebIX Memanau4ecKux wemoyek (31eKmpu4yecKux KOHmMaKkmoe),
3aMbIKA8WUX 31eKmpu4ecKyro cembo npu nonadaHuu 8 omeepcmue»?

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

26. B n1306peteHMm Kakoro cnocoba AOKYMEHTUPOBaHUA UCNO/Ib30BaNOCh
OTKpbITUE PU3MOIOrOB, Ha3BaHHOE BNOCNEACTBUM KUHEPLUEN 3PEHUA, UIN
NamaATblo 3peHna»?



(omeem 3anucame cs108aMU) KNHOAOKYMEHTUPOBAHME (KUHO)

27. Kakomy cnocoby AOKYMEeHTUPOBaHUA COOTBETCTBYET JAaHHoOe
onpeaeneHue: «Cnocob yugpoeol 3anucu, npu KOMOPOM 8X00Hble CU2HAbI
nodsep2aromcs KBAHMOBAHUIO U 3amem rpeobpazyromcs 8 080uUYHbIe Yucna
014 3anucu Ha Hocumesno 8 sude Kooda. B kaHane socnpou3sedeHus
npoucxodum obpamHoe npeobpazosaHue (0ekoduposaHue). dmom euod 3anucu
ucnonb3yemcs 2a1aeHbIM 06pazom e 3anomuHarowem ycmpoiicmee 3BM»?

1) aHanoroBas 3anuch;
2) nepdopmpoBaHue;
3) HauepTaTeNIbHbI;
4) 3NeKTPOHHDbIN.

28. Kakoi cnocob A0KyMeHTUPOBaHUA XapaKTepu3yloT caeaylolme cpeacrsa
AOKYMEHTUPOBaHUA U MaTepUa/IbHbIe HOCUTENIN: 2/1UHA, BOCK, KOCMb, KOpa
depesbes, YepHuna, 2paghum, KPAcKu, rnepobessbie pyyKuU, U KanuaasapHole,
PYYKU-ponnepsl, MapKepbsl, panudozpagsi, paiomacmepoi?

1) aHanoroBas 3anucs;
2) nepdopupoBaHue;
3) HayepTaTebHbIN;
4) 3NeKTPOHHbIN.

29. Npogomxkute ¢ppasy: « TpaduyuoHHbIe crnocobbl OOKyMeHMuUpoB8aHUA
npeocmaeseHeil... »

1) HayepTaTeNbHbIM CNOCOOOM;

2) BblCeKaHMeMm;

3) AOKYMEHTUPOBAHNEM Ha NULLYLLEN MALLUWHE;
4) MexaHMYeCKoM 3aMnucolo.

30. Npoaomxute ppasy. «TpaduyuoHHbIe cnocobbl O0OKyMeHMUpPOBAHUA
omau4aromca om mexHompoHHbIX mem, Ymo...»

1) HOpPMaLMA 3aHOCUTCA HAa MaTepUabHbIN HOCUTE/Ib U CYNTLIBAETCSA C HETO
6e3 MCNoNb30BaHUA TEXHUKN;



2) TPaagnuUMOHHbIE cnocobbl NMPUBbIYHbLI N AOCTYMNHbI, @ TEXHOTPOHHbIE MOABUTNUCD
B nocneagHee Bpema n UCNOJIb3yHOTCA B Y3KUX 0b61acTaAX YenoBEYECKOM
AEATENNbHOCTU.

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

4) TeXHOTPOHHbIE CNocobbl — aBTOMATU3MPOBAHHAA 3aNncb MHGOPMaLMK, a
TPaANLMOHHbIE — pyYHas.

31. NMpoaomxute Pppasy: «Caedyroujue 8u0bl 0OKyMeHmMoa8: homoOOoKyMeHMbl,
KUHOOOKYyMeHmMbl, 8UuGe000KyMeHMbl, 8UOE0hOHO2PAMMbI, POHOOOKYMEHM®I,
makxce 00KymMeHmMbl Ha MUKPOGopmMax — co30aromcA... »

1) TPaANUMOHHbBIMM cocobammn AOKYMEHTUPOBAHUA;
2) TEXHOTPOHHbIMM CNOCOHBAMM L OKYMEHTUPOBAHMUS;
3) KaK TPaANLMOHHbIMM, TaK U TEXHOTPOHHbIMM cnocobamu;

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

32. Kakou uam Kakue cnocobbl, 0CHOBaHbl HA U3MeHEeHUU PU3NYECKoro
COCTOAAHUA NOBEPXHOCTU WU CTPYKTYPbl MaTepUanbHOro HocuTena
MHPopMaLun, NpUYemM 3T0 USMEHEHUE KCUMUTLIBAETCA» MALLUHOMN U ABAAETCA
ONA Hee 3HaKOM.

1) nepdopupoBaHue;
2) BbICEKAHMUE;

3) BbIXKUraHue;

4) ¢poTtorpadus.

33. «MHpopmayusa 3aHOCUMCA HA NPAMOY20s1bHble KAPMOYKU U3 KAPMOHQA, Ha
Komopobix 6 onpedesnéHHOM rnopsAadKe npobusaromca omeepcmus. B npoyecce
pabomeol MawuHbI Kapma owynsieaemcs crneyuanbHbIMU WMbIPAMU,
cyumelearowWumMmu makum obpasom uHghopmayuro, Komopas samem
nepedaemcsa osuxcyu,emycsa YenHoky». O Kakom cnocobe AOKYMEHTUPOBaHUA
MaeT peub?

1) nepdopupoBaHue;



2) BblCEKaHME;
3) BbIXKUraHue;
4) poTtorpadus.

34. K10 1 Korpga BnepBsbie OCYLLECTBU/I He TO/IbKO 3anucb, HO U
BOCMpou3BegeHUe 3ByKa C MaTepuanbHOro Hocutena?

1) B 1804 r XK. Kakkap;
2) B 1807 r. T. lOHT;

3) 8 1857 r. CKoTT;

4)B 1877 r. T. 3AUCOH.

35. «3Ima cucmema 3anucu, ¢ NTOMOWbio Komopoii Ha dsuXcyu,emca
mMmamepuanabHOM Hocumerne 8bipe3aemcs uau ebi0aenueaemca KAHA8Kd 8
coomeemcmeuu c 3anucbieaeMbIiMuU 38yKOBbIMU KonebaHuamu.
Bocnpou3eedeHue ocywjecmensemcsa ¢ NOMOWbio uansl, onuparowelica Ha
CMeHKU KaHAaBKU 08UXCYWe20Ca MamepuadabHo20 Hocumens, noemopsaoweli
makum obpa3om mexaHu4ecKkue KonebaHus, coomeemcmeyroujue 3anucaHHbIM
38YK08bIM KosiebaHuam. 3ma cucmema 3anucu Ha3vieaemcs...». NMpogonxkure
npeanoXxeHue.

1) Bblpe3aHuem;

2) HauepTaTeNbHOW;

3) MarHMTOPOHHOM 3aNUChIO;

4) aHaNOroBoM MexaHM4YeCcKoM 3ByKO3amnuchio.

36. Kakoii cnocob BnepBble N03B0/INA 3aneyaT/ieTb 06beKTUBHYIO BU3Ya/ibHYIO
nHpopMaumIo Ha MaTepuanbHOM Hocutene?

1) pucoBaHue;
2) *XnBonuc;
3) BblXKUraHuUe;

4) GOTOXMMUNYECKUIA.



37. Kakoi cnocob npeacrasnser cobo COBOKYNHOCTb NpoLLeccoB u cnoco6os
nonyyeHms n3obparkeHnit Ha CBETOUYBCTBUTE/IbHbIX MaTepuanax geincTeBuem Ha
HUX CBeTa U NocneayloLein XMuMmuyeckon o6paboTku?

1) nazepoonTUYeckmi;

2) MexaHU4YecKkum;

3) doToXMMMUECKnis

4) KNHOAOKYMEHTUPOBAHME.

38. o chepgyowm npUsHakam yCTaHOBUTE BUA, AOKYMEHTA: «ITU AOKYMEHTbI
No3BOIAIOT 3aneyaTt/ieTb MUP B AMHAMUKE. OHU MMEIOT C/IOXKHYIO CTPYKTYPY U
COCTOAT U3 KagpoB, N1aHOB (Nocneao0BaTe/IbHO PacnoI0XKeHHbIX KaapoB.,
CHATbIX C O4HO TOYKM), A TaKKe 3BYKOBOI COCTaBAAIOLEN, T. €. OPraHUUYECKH
couyeTatoT B cebe M30bpasuTenbHble, TEKCTOBbIE, My3blKa/ibHble U LUYMOBbIE
KOMMOHEHTbI».

1) bOTOAOKYMEHTI;
2) ayANO40KYMEHTbI;
3) BUAEOA0KYMEHTI;
4) KWNHOLOKYMEHTbI.

39. K Kakomy cnocoby 3anmMcu OTHOCATCA BCE NepevymncsieHHble BUAabl
DOKYMEHTOB — GOHOA0KYMEHTbI, BUA,E03anucb, BuaeopoHorpamma,
3/IEKTPOHHDbIE AOKYMEHTbI?

1) nepdopupoBaHue;

2) aNeKTPOMarHuTHbIN cnocob;
3) na3epoonTUYECKUit;

4) aHanorosas 3anuceo.

40. Kakoil BUg, AOKYMEHTa CO3[a€eTCA U BOCNPOU3BOLATCA CeAYIOWUM
obpasom: 3ByKoBble KosiebaHMA Bo3ayxa npeobpasyloTca B 3NIEKTPUYECKUMN TOK,
M 3N1IeKTPUYECKUEe CUrHasibl OT MUKPOPOHA 3anuUCbIiBAlOTCA HA MAarHUTHYIO JIEHTY,
a Nnpu BOCNpou3BeaeHUN NPoUcXoauTt obpaTtHoe ABNeHUe — 3/1eKTpudecKue
CUrHanbl npeobpasyloTca B MexaHu4Yeckue KosebaHua ¢ nomoubio
rpomkorosopurena?



1) pOHOAOKYMEHTbI;

2) BugeodoHorpamma;

3) BUAEe03anuch;

4) 3NeKTPOHHbIEe AOKYMEHTDI.

41. Kakoit cnocob 3anucu xapaKkrepusyeTtcs ceAyoWwmMmm NoKasaTensimm?

e Ero ucnonb3osaHue B 1,4 pasa no3sBoNAWUI0 YBEANUYUTb NJIOTHOCTb 3aNUCH

No CPaBHEHUIO C AHA/IOrOBOM M HA HECKO/IbKO MOPAAKOB NpPeB30UTU
npeaen, obecneunBaemblit MarHUTHbIM CNOCO60M, a MO CPABHEHMIO }Ke C
06bIYHOI rPaMnNIaCTUHKOU NNIOTHOCTb 3anucu 6oabwe B 100 pas.

B oTAnume OT MexaHMYeCKOW 3BYKO3anuCu WM MarHUTHbIX cnoco6os
AOKYMEHTUPOBaHUA, 3TOT cnocob ABnaeTcA 6eCKOHTAKTHbIM (06bekTuB
OTCTOUT OT HOCUTENA HA PaACCTOAHMU A0 1 MM), UTO nNpaKTUYECKU
MCKNIOYAaeT BO3MOXHOCTb MeXaHUYEeCKOro MNOBpeXAeHUA  AUCKa,
obecneunBan ropaspo 6osee BbICOKYIO A0ArOBEYHOCTb U HA[EXKHOCTb
XpaHeHuAa uHpopmauuu.

MNo3Bonser npeogoneBaTb MNOMeXW, MNPUCYLLME MeXaHUYECKOUn M
MarHuTHoM 3anucu, obecneumBas Tem cambiMm ropasgo 6onee BbiCOKOe
KauyecTBO 3By4aHuUSs;

3Ty 3anMcb MOXHO nopBepratb KOMMblOTEepHO 06paboTke, uTO paéT
BO3MOXHOCTb, B YaCTHOCTH, BOCCTaHaB/IMBaTb NepBOHavYaAbHOe 3By4yaHue
CTapbiXx MOHOQOHMYECKUX 3anucei, ocBo6OXKAaTb MX OT LWYMOB MU

MCKaXKeHuit n paxke npeobpas3oBbiBaTb B cTepeopoHUYECKUE.
1) nazepoonTnyecKkoe AOKYMEHTUPOBAHME;

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

42. «Fonorapuueckuii cnocob sanucu nHpopmauum xapakrepusyerca
cnegylowmMMmU nokasatenamu...». Haiiaurte Bo3MmoXKHble Npoao/KeHuUn
DAHHOrO yTBEpXaeHuA.

1) KaxKaplt pparmeHT 3anmcu (ntoboi ee y4acToK) A4AET BO3MOXKHOCTb

NoAy4YnTb MHGOPMaLMIO 060 BCEM 0O6bEKTE, NMOCKONbKY CBET OT 11060 TOYKM

dMKcnpyemoro npegmeTa pacnpesensercsa no BCeEmMy U306parkeHuto, 1 Npu

yTepe d)parmeHTa 3anmcK ee 1erko BOCCTaHOBUTL ¢ Ntoboro ee Y4acCTKa,



2) c nomolLbio Nasepa PUKCMpyeTcs, a 3aTEM BOCNPOM3BOAMUTCA MHDOPMALUS
0 KaKMx-1Mbo 06beKTax C 04eHb TOYHOM Nepeaayelt NPOCTPAHCTBEHHbIX
COOTHOLLEHWI, YrIOBbIX U IMHENHbIX Pa3MEPOB, B3aMMHbIM PACNO/IOKEHUEM
NpeaMeToB B MPOCTPAHCTBE, CO MHOMKECTBOM PaKypPCOB, KOTOPbIE U3MEHSAIOTCA
C U3MEHEHWEeM TOUYKM HabaaeHusn;

3) ato doTorpadmyecKkasn 3anncb, OCHOBAHHASA HA ABYX PU3MYECKUX ABNEHUAX,
CBA3aHHbIX C BO/IHOBOW NPUPOAO0WM CBETA, — ABNEHUAX ANDPaAKLNM U
nHTepdpepeHunu;

4) 3anucb MHPOpMauum, npeobpasoBaHHOM B LMPPOBOM KOA, NPOU3BOANTCA
Ha MUKPOYMN (BCTPOEHHYIO MHTErPasIbHY0 CXeMY NaMATU) UM MUHU-KAPTbI.
3anuMcaHHy TakMm 06pa3om Ha MUHU-KAPTY MHPOPMALMIO MOMKHO C
NMOMOLLLbIO CNeLManbHOro yCTPOMCTBA BBOAMTL B KOMMbIOTEP, NMPOCNYLWNBATb
WAW NepecbiNaTb MO 3/IEKTPOHHOM NoyTe

KoHTponbHana paboTta no Kypcy «OCHOBbI AOKYMEHTOBEAEHUAY

1. Tlpoananu3upoBaTh yHOTPEOJICHHE TOHATHUS <«JIOKYMEHT» U €ro
CUHOHMMOB «JIeJIo», «Oymara», «akT», «JejoBas OyMmara», «Ciay>KeOHBIH
JIOKYMEHT» 10 TPEM UCTOYHUKAM (CM. XPECTOMATHIO K pa3zieny 2):

- 'enepanbHoMy pernmamenty 1720 r.,

- O0memy ryoepHcKkoMy yupexaeHuto 1775 r.,

- Obmemy yupexaeHuo Muauctepcts 1811 r.

[Tpoananmu3upoBaTh, B KAKUX CIydasX YIOTPEOIIETCS KaKI0€ MOHSATHE.

Memoouueckue pexomenoayuu 1

a) IlpouuTaTh BCE TpU HCTOYHWUKA ¥ BBIUCATH TMPEIJIOKCHUS, T
YIOTPEOSIETCS CIIOBO «IOKYMEHT», OTJCIBHO IO KaXJIOMY HCTOYHUKY, YKa3bIBas
HOMEp TJIaBbl / MyHKTA;

0) caenath Ha OCHOBE BBIITMCOK BBIBOJI O 3HAYCHUH TEPMHHA «IOKYMEHT» B
Ka)KJIOM M3 UCTOYHUKOB OTCIBHO;

B) TO K€ MOBTOPUTH JUIsI CHHOHHMMOB «JIEJIO», «OyMaray, «akT», «IeiIoBasi

OyMmaray, «CIIyKeOHBIA JOKYMEHT.



2. Ilo BbIIMCKaM W3 CIOBAapeld M CIEUHUATIBHON JUTEPATYPHI ONPEAEIIUTD,
KaKue acreKThl — THQOPMAIIMOHHBIHN, TPaBOBOM, YIIPaBIEHYECKUMA, HCTOPUUYECKUHN —
JIETJIM B OCHOBY ONIPENIECNICHUS MTOHATHUS «JIOKYMEHT» B KayKJIOM ClIydae.

Memoouueckue pexomernoayuu 2

Brlinucarh U3 TOJKOBBIX U CIIEIIMATIBHBIX CIIOBApPEH, a TAKKe U3 yUeOHUKOB IO
JIOKYMEHTOBEICHHIO (JIFOOBIX ), METOJUYECKOM JIUTEPATYPHI IO JEIONPOU3BOJICTBY,
apXMBHOMY M OUOJIMOTEUHOMY Sy U Ap. ONPENIECTCHUS CI0BA «IOKYMEHT.

OO0s13aTeNbHO  yKa3aTh BBIXOAHBIC JTaHHBIE MCTOYHHMKA (aBTOpa, Ha3BaHUE,
MECTO W TOJl H3JaHMs, H3JATEIbCTBO, CTPAHUIY / PpEXKUM JOCTyma (I
AJIEKTPOHHBIX pecypcoB). Hanpumep:

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

Deoepanvruiil 3akoH « O 20cy0apcmeenHol pecucmpayuu 10pUOUdecKux auy
U UHOUBUOYAIbHBIX npeonpunumameneiy om 8 ascycma 2001 2. Ne [29-D3
(peo0.19.05.2010) [Onexkmpounwiii  pecypc]. - Peorcum oocmyna:
http://base.consultant.ru/cons/cgi/online.cgi?reg=doc;base=LAW;n=100595

Ilocne kaxmol BBIIUCKU CJli€JaTh BBIBOJ O TOM, KaKOW acCHeKT —
MH(OPMAIMOHHBIN, TPABOBOM, YIPABICHUECKUI, ICTOPUYECKHUI — JIET/JI1 B OCHOBY

OIIPpCACICHUA ITOHATUA «TOKYMCHT» B Ka>KIAOM CJIy4dac.

3. CpaBHUTH TOJIKOBAaHUSA TEPMUHOB «UH(MOPMAIUL», «TOKYMEHTUPOBaHHAS
uHbOpMaLU», «JIOKYMEHT», «JJIEKTPOHHBIA JIOKYMEHT» B HOPMATHUBHBIX U
MPaBOBBIX AKTAX.

3.1.Bemucate M3 TrOCYJAapCTBEHHBIX CTAHJAPTOB OMNPENEIEHUS TEpMHHA
«IOKYMEHT»:

I'OCT 16487-70. Jlenonpou3BOACTBO W apXUBHOE ney0. TepMuHBI U
OIpEEIICHHUS;

I'OCT 16487-83. Jlenonpous3BOACTBO W apXUBHOE ney0. TepMuHBI U

ONpeICIICHHUS;



I'OCT P 51141-98. [1enonpou3BOACTBO W apXHBHOE AeyI0. TepMHHBI H
OIpeIeIICHUS;
I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO U apXUBHOE Aei0. TepMHUHBI H

OIIpCACICHUA.

3.2. Brmucars u3z @PepepanbHbix 3akoHOB Ne 149 «O6 wundopmanuu,
UH(POPMAIIMOHHBIX TEXHONOTHAX M 3amuTe uHpopmanum» 2006 r. u Ne 15 «O6
uHbopMaIuu, HHPOpMaTU3aUH U 3aniuTe nHopmanuny» ot 25 suBaps 1995 rona
OIIpe/IeNICHUs] TEPMHUHOB «HMH(OpMaLUs», «I0KYMEHTHpOBaHHas HH(OpMauusy,
«JTIOKYMEHT» U «3JIEKTPOHHBIN TOKYMEHT» YCTAHOBHUTH, KAKHE aCIEKThl (HOCUTEIH
uHpopMaluy, criocoObl ee (PUKCUPOBAHMSI, FOPUANYECKAs CUjla JOKYMEHTA U Ap.) U

(YyHKIHMHA JOKYMEHTA 3aJ105KEHBI B 3THX ONPEICICHUSX.

Memoouueckue pexomenoayuu 3
A. Boinucku u3 'OCToB 3aBepimuTh 0OIIUM BBIBOJIOM O TOM, MEHSJIOCH JI
CO BpPEMEHEM TOJKOBAaHUE TMOHATUSA <«JIOKYMEHT» U Kakue H3MECHECHUS
HaOII0AA0TCA.
b. Boimucku uz @3 Ne 149 3aBepiinTh BBIBOJOM O HAJIMYHUM MOHSATUNA B
kKakaoM D3 U COOTHOIICHUH TOHATUN «HHGPOPMAIMSY, «TOKYMEHTHPOBAHHAs

uH(pOpMaLUN», «TOKYMEHT» U «JIEKTPOHHBIN TOKYMEHT.

4. N3yunts TeMy «CrocoObl U CpeaCcTBa TOKYMEHTUPOBAHUSI» IO y4EOHOMY
nocobuto H.C. JlappkoBa. «JlokymeHnToBenenue» (He panee 2006 r. uzmaHus).
CocrtaButh KOHCHEKT 4-i1 «CrocoObl M cpeacTBa JOKYMEHTHPOBaHUS» (CM.

XpecToMartuio K pazaeny 3).

Memoouueckue pekomernoayuu 3
Koncnekr cnemnyer cocraButh B TabiuuHou dopme. Cremayer coOmroaaTh
MOCJICIOBATEIPHOCTh ~ OMUCAaHUA  CIOCOOOB  JIOKYMEHTHUPOBAHUS, 3aJaHHYIO
YYEOHUKOM.
[Ipu ommcaHuy KaXkIOTO Crocoda CilemyeT yKa3blBaTh €ro HEIOCTATKH U

IpEUMYIIECTBA



Cnoco6 OnucaHue cnocoba. | CpeactBa MatepuanbHbl | Bugpbli

B OKYMEHTU-POBAHU AOKYMEHTU-POBAHU | € HOCUTeNun AOKYMEHTOB,

q Mpeumyuiectsa u q KoTopble

HeAOCTaTKM. moryT

co3pasarbcA
AaHHbIM
cnocobom

HayepmamenobHblii HaHeceHue YepHuna, cmuno, Kocme, kopa Tekcmosele,

crnocob
OOKYMeHmMuUpoB8aHUA

A3bIKOBbLIX 3HAKO8 U
3HAKOB-U306paxceHu
i Ha nosepxHoOcMeb
MamepuasnbHo20
Hocumensa 06bIYHO
npu nomowu
Kpacaweao
sewecmaa.

lpeumywecmesa

Hedocmamku -...

Kasnam...

depesbes,
nepzamexHm...

mexHuYeckue,
U3000KyMeHm
ol ...

UTtorosbin TecT no Kypcy "OcHOBbl AOKYMeHTOBeAeHUA"

UTtorosbiit TecT

no aucumnamHe « OCHOBbI fLOKYMEHTOBEAECHUAY

1. YKaxkute BepHoe npoaonxkeHue ppasbl: 3aKoH O00KyMeHMayuoHHO20 0ghopmMmseHUsA COYUANbHO

3Ha4yumelii cobbimuli deilicmeyem ...

1) TonbKO AN oPULLMANbHBIX TOCYAAPCTBEHHbIX COObITUS;

2) ToNbKo AN 06LEecTBEHHO-NOUTUYECKNX CODBbITUN;

3) cyrybo 4na nMYHbIX, ceMelHbIX CobbITUI;

4) pna nobblx COObITUIA, 3HAUMMBIX 4N OTAE/NbHOIO YEeNOBEKA UM FPYNMbl Atogen.

2. p,EﬁCTBMﬂ yesioBeKa (C NMOMOLbIO TEXHUKU NN O PYTUX Cpep,CTB) no 3aHeceHuI0 3HaUMMOI

MHOpPMaLMM Ha MaTepUanbHbiii HOCUTE/Ib Ha3blBaeTcA

1) undopmaTtusaumen;




2) BOKYMEHTUPOBAHUEM;
3) AOKYMEHTALMOHHbIM 0becneyeHnemM ynpasieHus;
4) nenonpon3BOACTBOM.
3. locNOBHO C NaTbiHU CNOBO «A0KYMeHT» (documentum) o603Havaert:
1) 3anucb, nucatsb;
2) bymara;
3) poroBop, 06a3aTeNbCTBO;
4) nucbMeHHOe CBMUAETeNbCTBO, obpasel,.

4. Haiigute npasuabHoe npogoakeHue ¢ppasbl «B npoyecce ceoez20 hyHKYUOHUPOBAHUA 8 0bujecmee
00KyMeHm Moxcem npoxodumob HECKO/bKO cped — onepamueHyio, pempocneKmusHyIo U...

1) npodunakTnyeckyio;
2) NpoOrHocTMYeckyo;
3) cornacoBaHus U yTBEPKAEHUSA;
4) apXMBHOIO XpaHeHws.
5. YKaxute metog, kotopbit HE OTHOCUTCA K meToaam aHanM3a TeKCTa A OKYMEHTa.
1) KOHTEHT-aHaNu3;
2) meToA, 3KCNEePTHbIX OLLEHOK;
3) meToa GOPMYNAPHOro aHaNM3a;
4) NNHIBMCTMYECKAA SKCNepTU3a.
6. BakHelwWMm 06LeHayYHbIM MeTOA0M ANA AOKYMEHTOBEAEHUA ABAAETCA...
1) knaccudukaums;
2) meToA, UCTOYHMKOBEAYECKOIO UCCNEA0BAHNA
3) aHanM3a rpadrUecKmX AaHHbIX LOKYMEHT],
4) KOHTEeHT-aHaNu3.
7. Npoaonxute ¢ppasy: «'CAOY Hawna ceoe NpodosmeHue...»
1) B poccuitckux FOCTax;
2) B cTaHpaprTax ISO;
3) B deaepanbHbIxX 3aKoHax PO;

4) B TUNOBbIX MHCTPYKLUMAX NO 4e0NPOMU3BOACTBY.



8. NMpogonxute ¢ppasy «/lo cmeneHu 6aUAHUA Ha COBPEMEHHYIO NPAKTUKY UCTOUHUKM, coAeprKalme
HOPMbI 1 NpaBuaa PaboTbl C 4OKYMEHTaMM, AENATCA HA ABe rpynnbl...»

1) UCTOYHMKMK, 3aKOHOAATE/IbHO PErfameHTUPOBAaBLUME KOr4a-TO UK pPernameHTUpytowme no
HacTosLee Bpema paboTy C JOKYMeHTaMu;

2) aKTyanbHble UCTOYHWUKK, OTPArKaloLLME COBPEMEHHDIM OMbIT, TPAAMLMM AEN0NPON3BOACTBA;

3) ycTapeBLIMe UCTOYHUKMN, UMEIOLLME TONIbKO HAaYYHYIO, UCTOPUKO-KY/IbTYPHYHO LLEHHOCTb;

4) UCTOYHUKMU, CoAEpPHKaLLMe CTUXUNHO C/IOXKMBLLMECA HOPMbI U NPaBUNa, oTpaskatoliue
TPaAULMN N NPAKTUYECKMIA ONbIT AEeN0NPON3BOACTBA.

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

opraHusauuu.
1)MprMepHaa MHCTPYKLUMA NO AeN0NPON3BOACTBY.
2) MHCTpYKLUMA MO Aenonpor3BOACTBY OpraHM3aLum.
3) FocynapcTBeHHbIM CTaHaapT.
4) depepanbHbl 3aKOH.
10. FOCTbi, pernameHTtupytowme A0V, Hocat B PD...
1)o6a3aTenbHblii XapakTep;
2) pekomeHaaTe IbHbIV XapaKTep
3)obecneuymBaloLLnii XapaKTep;
4) nHdopPMaLNOHHO-CNPABOYHbIN XapaKTep.
11.Cnoso «nHpopmauua» (informatio) 6yKBanbHO € NaTbiHM NEPEBOAMUTCA KaAK:
1) ‘3HaHMe, NoOHUMaHue’;
2) ‘pasbAcCHeEHME, U3NOKEHUE, OCBEAOMIEHHOCTD;
3) ‘maHHble, cBeAeHMA, cooblueHus’;
4) ‘NOKYMEHT, 3aNunCb, fOKa3aTeNbCTBO .
12. MaTtepuanbHOCTb MHPOPMALMUN NPOABAAETCA B TOM, YTO...
1) nHbopmaums 1 ecTb maTepus;
2) MHPOopPMaUMA — 3TO IHEPrus, a SHePrus matepuasnbHa.

3) nndpopmauma GUKCUpyeTca opraHamm 4yBCTB MAKN APYrMMM cnocobamm permcrTpaLmm

maTepun, a ciegosatesibHO, CBA3aHa C HEI‘;i,'

4) nHpopmauma — 3To 3aPpUKCUPOBAHHbIE U3MEHEHMA COCTOAHMA MaTEPUN M SHEPTUU, @ OHU

mMmaTepunanbHbl.



13. YKaxuTe BepHOe nepeyncsieHne CBOMCTB AOKYMEHTUPOBAHHOMU UHPOpMaLMK.

1) UmeeT cemMaHTUYECKMIA XapaKTep, KOAUPYETCA CUCTEMOM CUMBOJIOB U 3HAKOB,
CTPYKTYPUPOBAHA M NepeaaeTca ANCKPETHO, CBA3AHA C MAaTePUASIbHbIM HOCUTENEM, HOCUT
COLManbHbI XapakTep;

2) XPaHUTCA B MO3re 4yenoBeKa, KOANpyeTcAa CUCTEMOI CUMBOJIOB U 3HAKOB, en npucywmn
MHBAPUAHTHOCTb, YaCTUYHOCTb;

3) cTPYKTYpUpOBaHa 1 nepeaaeTca AUCKPETHO, NpeacTaBaseT coboi MaTepuio Uan SHEPIUIO,
MMeeT CeMaHTUYECKMIA XapaKTep;

4) nmeeT CoLUMabHbIN U CEMaHTUUYECKUNI XapaKkTep, ob61agaeT MHBapPMaAHTHOCTbIO, KOAMPYETCS
CMCTEMOM CMMBOJIOB M 3HAKOB.

14. Hazosute guddepeHumnanbHbie NPU3HAKU AOKYMeEHTa?
1) Hannune MHGOPMaUMOHHON U MaTepPUaNbHOM COCTaBASIOLLNX;
2) CTPYKTYPHOCTb AOKYMEHTa;
3) NOANNHHOCTb;
4) GYHKUMOHANbHOCTb AOKYMEHTA.
15. HaiiguTe BepHoe npogomkeHue ¢ppasbl: «OpUrMHANBHOCTb AOKYMEHTA ABAAETCA ...»

1) cywectBeHHbIM (anddepeHumanbHbIM) NPU3HAKOM, Tak Kak XapaKTepHa 411 BCEX BUA0B U
TUNOB AOKYMEHTOB;

2) cywecTBeHHbIM (AnddepeHumanbHbiM) CBOMCTBOM, Tak Kak HEObX04MMa Ye/TIOBEKY B €ro
NPaKTUYECKOM XKU3HW;

3) HecCyweCcTBEHHbIM MPU3HAKOM AOKYMEHTQA, TaK KakK Ye/10BEK B AeﬁCTBMTe}'IbHOCTM nmeet aeno
He TO/IbKO C OpUTrMHaNaMun OOKYMEHTOB, HO U C UX KONUAMMU;

4) HecyWw,eCcTBEHHbIM, TaK KaK BCTPEYAETCA He Y BCEX AOKYMEHTOB.
16. KaKk Ha3biBaeTcA AOKYMEHT, BnepBble CO34aHHbI O4HMM Ye/I0BEeKOM UK HECKOIbKMMU InLamun?
1) opurnHan;
2) NOANVIHHUK;
3) ay6nukar;
4) konus.
17. KTo, umeet npaBo npuaaBaTtb IOPUAUYECKYIO CUNY Konuam?
1) HoTapwuyc;
2) opraHusauus, BblAaBLasn OKYMEHT;
3) HayaNbHUK OTAENA KaapoB N06OoM opraHusaLmm;

4) 3aBeayIoLLMIA KaHLenspue Ntoboro rocyaapcTBeHHOro opraHa.



18. KaK Ha3biBaeTca cBOiicTBO MHPOpMaLMK, NpoaBasioLLeecs B TOM, YTO OHa (MHopmauma)
nepepaerca u obpabaTtbiBaeTcA 4e/1I0BEKOM NOPLMOHHO, OTAENbHbIMU CO0bLWeHnamn?

1) MHBApPMAHTHOCT;

2) AUCKPETHOCTb;

3) CTPYKTYPUPOBAHHOCT;
4) 4acTUYHOCTb.

19. NMpopgonkute Pppasy: «TepMmuHbl KOOKYyMeHMUPOBAHHAA NHPOPMaLUA» U KOOKYMeHMHAsA

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

3) pa3nnYHbI N0 NOHATUMHOMY 06bEMY, TaK KaK He BCAKAA «AOKYMEHTUPOBaHHAA MHOOPMALMA»

ABNAETCA « JOKYMEHTHOMN».

4) NoHATUE «AOKYMEHTUPOBaHHAA MHGOPMALMAY LWMPE NOHATUA K AOKYMEHTHaa nHGopMaLma», TaK Kak
YKa3blBaeT He TO/IbKO Ha Hasinume naeanbHon (MHPopPMaLMOHHOM) COCTaBAAOLWEN, HO M HA HaMune

MaTepuanbHOro HocuTens.
20. YKa)Xute CBOMCTBO A0KYMEHTUPOBAHHO nHPopmauuu, Kotopoe HE ABJTAETCA obasaTenbHbim.
1) onepaTMBHOCTS;
2) 0AHO3HaYHOCTb TO/IKOBAHUA;
3) /OCTOBEPHOCTD;
4) oduuManbHOCTb.

21. CnocobHoCTb AOKYMEHTOB K TUpa*XnposaHuio, BoCcrnpouisegeHuto cogepxXaHma n matepumasibHoro

HOCUTENA Ha3biBaeTcs ...
1) ayTeHTMYHOCTb;
2) TOXAECTBEHHOCT;
3) KONUNHOCTb;
4) danbcudukaums.
22. Kakoit AOKyMeHT cuutaeTtca opuumanbHbim?

1) LOKYMEHT, M3roTOB/EHHbIV € cobAtogeHMEM YCTaHOBAEHHOW GOPMbI MAN YaCTUYHO

U3MEHEHHbI;

2) AOKYMEHT, N3roTOBJ/IEHHbIN CaHKUMOHNPOBAHHbIM CNocobom B COOTBETCTBUM C
3aKOHOA4aTe/IbHO OI'IpGp,EfIEHHOVI TeXHO/Iorne ero 3roToBAeHNA U MMEIOLLI,MVI NMPU3HaKN

NoA/IMHHOCTY;



3) IOKYMEHT, CO3iaHHbI OPUANYECKUM NN GUINYECKMM TNLOM, 0DOPMAEHHbIN U
YA0CTOBEPEHHbIN B YCTaHOB/IEHHOM MOPAAKE;

4) NOKYMEHT, coiep’KaHMe KOTOPOro MOXKHO CYMTaTb MOIHbIM M TOYHbIM NpeAcTaB/leHUeEM
noATBepXKAaeMblx onepaunii, 4esTeIbHOCTU UK GaKTOB M KOTOPOMY MOXKHO A0BEPATH B
nocneayowmnx onepaymsax Uam B nocneayowen aeatesbHOCTH.

23. AYTeHTUYHDbI AOKYMEHT — 370 ...

1) AOKYMEHT, U3roTOBAEHHbIV C cObA0AeHMEM YCTaHOBAEHHOW GOPMbI AN YACTUYHO
WU3MEHEHHbIN;

2) AOKYMEHT, I-(OTOprﬁ MOXHO JIOKa/In30BaTb, HaﬁTM, BOCNPOU3BECTN N UHTEPNPETUPOBATD,

3) TaKoW AOKYMEHT, y KOTOPOro MOXKHO 10Ka3aTb, UTO OH: ABAAETCA TeM, YeM npeTeHayeT bbiTb;
6bln CO34aH AW OTNPaBAEH NNULLOM, AENCTBUTE/IbHO CO34aBLUMM UM OTNPABMBLLMM €ro; a
TaKKe 6bla1 co34aH UM OTNpaB/eH B TO Bpems, KoTopoe 0603HayeHo.

4) NOKYMEHT, coep’KaHne KOTOPOTro MOXHO CUMTaTb MOJIHbIM U TOYHbIM NpeAcTaB/eHneM
noATBepKaaemMblx onepauunii, 4esTeIbHOCTU UK GaKTOB M KOTOPOMY MOXKHO A0BEPATH B
nocseayloWwmx onepauusax Uam B nocsenyolen geatebHOCTH.

24, nOI'IMCbYHKU,MOHaIIbeIM AOKYMEHT ABAAeTCA NOTOMY, 4TO...
1) o4HOBPEMEHHO BbINOHAET HECKONbKO Pa3HbIX GYHKLMIN;
2) BpemMs oT BpeMeHN MeHseT QYHKLMMK;
3) pasHble AOKYMEHTbI BbINOAHAIOT pasHble GpYHKLMK;
4) y LOKYMeHTa ecTb rnaBHas, obuime 1 cneumanbHble GyHKLUN.
25. Moyemy B HayKe [,0 CUX NOP He C/0XKUI0Cb eANHON KnaccupuKaumm GyHKLMIA LOKYMEHTOB?
1) GYHKUMKM LOKYMEHTOB MMEIOT Pa3Hyto NPUPOAY U 3aBUCAT OT KayecTea 1 TMNa nHGopmaunm;

2) cneKkTp 3TUX GYHKLUMI LIMPOK, TaK Kak MHbOPMALMA NPOHU3bIBAET BCe chepbl Ye/I0BEYECKOTO
obuecTBa 1 ya0BAETBOPAET Camble pa3HOOOpasHble NOTpebHOCTY;

3) AOKYMEHTbI CMOCOBHbI BbIMOHATL CPa3y HECKObKO GYHKLNIA, UX MHOFAA TPYAHO pa3ae/vTb
meay cobois;

4) BCeé Ha3BaHHbIE Bbllle MPUYUHDI.

26. 371 PpyHKLUMM 06A3aTEeNbHO eCTb Y BCeX AO0KYMEHTOB, HO B Pa3HOM COCTaBe KaK aKTya/lbHoe
AononHeHue Apyrux GyHKUMA. OHM BO3HUKAIOT Y AOKYMEHTA U MOTYT MEHATbCA B 3aBUCUMOCTU OT
ycnoBuit GYHKLMOHUPOBAHUA AOKYMEHTA, OTPAXKAKOT pa3Hoo6pa3Hble KOHKpeTHble NoTPebHOoCTH
ob6LecTBa AN OTAENLHOrO ero YaeHa.

1) obuime;
2) cneunanbHble;

3) ynpasnieHYecKue;



4) regoHUNYeECKume.

27.KaK Ha3biBaeTca GYHKLMA 4OKYMEHTOB, B KOTOPbIX OTPaXKEHbI: CO34aHNE OpraHM3aumm,
YCTaHOB/IEHUE ee CTPYKTYpPbI, LUTAaTHON YNCIEHHOCTH; perfameHTauma AeATeIbHOCTU U KOIMYeCcTBO
CTPYKTYPHbIX NoApasgeneHuii u paboTHUKOB; pexxum paboTbl 1 T.0.?

1) npasoBas;

2) pacnopaauTenbHas;
3) KoHTpoONS;

4) opraHuM3auUMoHHas.

28. Ecn fOKYMEHTbI Ha3bIBalOTCA «MPUKaA3», «pelleHue», KNOCTaHOB/IeHUe», KYyKa3aHue»,
«pacnopsaKeHue», TO OHU BbINOIHAIOT (MK BbINONAHANMU paHee) GYHKUMIO ...

1) npaBosy!o;

2) pacnopaauTenbHyto;
3) KoHTpons;

4) opraHun3aL M OHHYHO.

28. 3Ta GYHKLUMA CBOMCTBEHHA AO0KYMEHTaM, B KOTOPbIX ANA 3an1ucu MHGopmaLumm Ncnonb3yoTca
pa3nnyHble NpUuembl U CUCTEMbI TaliHONUCK, KpunTorpadpuun. TakKe 0CO6€HHOCTbIO TaKUX
OOKYMEHTOB ABNAETCA OrpaHUUYeHue B goctyne K mHbopmauuu.

1) ctaTucTMYecKas;

2) noantuyeckas;

3) 3awWmTbl HPOPMaLUWK;
4) KOTHUTUBHAA.

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

HasbliBaeTcA...
1) cpeacTBOM AOKYMEHTMPOBAHUS;
2) cnocobom IOKYMEHTMPOBAHUS;
3) cucTemoi AOKYMeHTauuu;
4) MeToA0M OOKYMEHTUPOBAHMA.
30. YKaxXuTe, uto BKAlOYaeT B cebA cuctema fO0KYMEHTUPOBaHUA.
1) meToA, AOKYMEHTUPOBAHUSA;
2) BUAbI AOKYMEHTOB;
3) cpeacTBa AOKYMEHTUPOBAHUA;

4) maTepuanbHbli HOCUTENb UHPOPMALIUN.



31. Cnocob HaHeceHUA A3bIKOBbIX 3HAKOB U 3HAKOB-M306paXKeHnii Ha NOBEPXHOCTb MaTepUanbHOro
HOCUTENA NMPU NOMOLLM OPITEXHUKU Ha3biBaeTcA...(omeem 3anucame ca108amu)

HayepmamesnbHbili

32 Mpapogutenem MaTpUUHbIX MaTepUa/bHbIX HOCUTEel ABNAETCA CaeayoLwmii cnocob

OOKYMEHTUPOBAHMUA...
1) HauepTaTebHbIN;
2) aneKkTpocTaTUYECcKuii;
3) nepdopupoBaHme;
4) nasepHbIi.
33. NMpoaonxurte ¢ppasy: «TpaduyuoHHble cnocobbl OKyMeHMuUposaHusa npedcmasseHsil...»
1) HauepTaTeIbHbIM COCOBOM;
2) BbicEKaHNEM;
3) AOKYMEHTUPOBAHMEM Ha NULLIYLLEN MaLLUHE;
4) MexaHW4YecKol 3anuncoio.

34. Kto n Koraa Bnepsble OCywecTBMnA He TO/IbKO 3anucCb, HO N BOCnpousseaeHue 3ByKa €

MaTepuanbHOro HocuTens?
1) B 1804 r XK. Hakkap;
2) 8B 1807 r. T. lOHTr;
3) 8 1857 r. CKoTT;

4) B 1877 r. T. 94UCOH.

35. Kako# cnocob BnepBble N03BO/IMA 3anevaT/eTb 06beKTUBHYIO BU3yasibHYIO MHPOPMaLUIO Ha

maTtepuanbHoOM Hocutene?
1) pucoBaHue;
2) XuMBOMUCb;
3) BbXKUTaHME;

4) doTOXMMUYECKNNA.

Bonpocsl Kk 3xk3ameny
1.Ponb foKyMeHTa B H3HH YelloBeKa U 00IIeCTBa.
2.JlokymeHTHI B cepe mpaBa m ympamieHus. HaydHo-mcropudyeckas W TpaKTHYeCKas
LIEHHOCTh JJOKYMEHTA.
3.BiausHue HayYHO-TEXHUYECKON PEBOJIOIMY HA PA3BUTHE JIOKYMEHTA.
4.00beKT U MpeAMET JOKYMEHTOBEICHHUS KaK HAyKH.


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

5.MeTobl HiccneOBaHUs JOKYMEHTOBETUECKUX TIpoOsieM. OOIIeHayuHbIe U CIICIHAIbHBIC
METOBI.

6.CTaHOBJICHHE U PAa3BUTHE JOKYMEHTOBEICHUS KaK HAYYHOU JTUCHIUILTAHBI.

7.MICTOYHMKH JOKYMEHTOBEIUYECKHUX UCCICTOBAHUH.

8.Turbl 10KYMEHTOB, SIBJISIOIIIAECS HCTOYHHKAMHU JUTS JIOKYMEHTOBETYECKUX
HUCCIIENOBAHUMN.

9.JlOKYMEHTBI, COJEpKallie CTUXUHHO CIIOKHUBIIKMECS HOPMBI U IPaBHIIa PAaOOTHI
C IOKYMEHTaMH.

10./IoKyMEeHTHI, 3aKOHOJATENHLHO PETTIaMEHTHPYIOIIHE PaboTy C IOKYMEHTaMH.

11.Ycrapesiue HCTOYHHUKH, 3aKOHOJATEIbHO periiaMeHTUPOBABIIINE pabory

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

C IOKYMEHTaMH.

13.I1paBoBBIC aKThI, W3/1aBacMbIe BBICIIMMH OpraHaMu ¢eaepaibHONH 3aKOHOIATEIhHOU
roCyJapCTBEHHOM BIIACTH U YIIPABJICHMUS.

14.IlpaBoBbIe aKThl, U3[]aBa€Mble OPraHaMU 3aKOHOAATEIbLHONW M MCIOJIHUTEIbHOW BIACTH
cy0bekToB PD u ux TeppuTopranbHbIX 00pa3oBaHuii.

15.1TpaBoBbIE aKThI, U3J]aBaEMble PYKOBOACTBOM MPEIIPUITHI U OpraHU3AIIHA.

16.Ilonatue «HOpMalUs» U €€ POJib B COIHUAIBHBIX M SKOHOMHYECKUX IpOIleccax.
Crienmudrueckue 4epThl JOKYMEHTUPOBAHHON HH(OPMAITIH.

17.Ilonarue "moKymeHt".

18.Ilpu3Haku goKyMeHTA.

19.0cHoBHBIE CBOMCTBA JOKYMEHTOB. OpuruHaibHOCTh. KonuiHoCTh. 1104 TMHHOCTD.

20. @YHKIUN JOKYMEHTOB. [TpoGnembl ONpeeICHUs KJIaCCU(PUKALMOHHBIX
XapaKTePUCTUK JOKYMEHTOB MO (yHKIIUSIM.

21. IlonsiTve 0 AOKYMEHTUPOBAHHH, CIIOCO0AX M CPEIICTBAX JOKYMEHTHPOBAHHMS.

22. TpaguMOHHBIE METOBI JOKYMEHTUPOBAHHUS.

23. TexHOTPOHHBIE METO/AbI JOKYMEHTUPOBAHUSI.

24. Metoapl JOKYMEHTUPOBAHUS, IPUMEHSEMBIE B COBPEMEHHOM JIE€JI0NIPOU3BOJICTBE.

Ilpakmuueckoe 3a0anue na IK3amene :
- ONPENeNIUTh  THIl JOKYMEHTa [0  €ro CBOWCTBaAM  (OpUTHHAJ/KOIHS;
HOJUTMHHBIN/ (hanbcupUIIMPOBAHHBIN );

- OIPENENIUTh CHEIUAIBHYIO (PYHKIMIO JOKYMEHTA;
- OTIPENIENNTh CIOCO0 JTOKYMEHTHPOBAHUSI.
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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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http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
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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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http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
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NpuJiokeHue 2

OueHovHbIEe CPeACTBA AJIs MPOBeeHUA IPOMEKYTOYHOH ATTeCTAIINH
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YK - 1 CniocoGeH ocylecTBIATh MOUCK, KpUTHYECKUI aHAIIN3 U CUHTE3 HHPOpMaMH, TPUMEHSTh
CHCTEMHBII NTOXOA AJIs1 pEIICHHS NOCTaBJICHHbIX 33134

YK 1.1
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H

Bomnpocsl k 3k3aMeHy

1. McTOYHNKYN TOKYMEHTOBEIUECKUX UCCIIEJOBAHUH.

2.Tumel  AOKYMEHTOB,  SBISIOUIMECS  MCTOYHHUKAMHU
JOKYMEHTOBETYECKUX UCCIIEAOBAaHUM.

3. JIOKyMEeHTBI, COIepXKallle CTUXUMHO CIOKHMBLIMECS HOPMBI U
mpaBuiIa paboThI C JOKYMEHTaMH.

4. JIOKyMEHTBI, 3aKOHOJATENBHO pETJIAMEHTHPYIOINE padoTy ¢
JOKYMEHTaMH.

5. VYcrapepmue HUCTOYHUKH,
periaaMeHTHpoBaBIIne paboTy ¢ JOKyMEHTaMHU.

6. AKTyajJbHble HCTOYHHKH, PETIaMEHTHUPYIOIINE COBPEMEHHBIE
MpoLecChl PabOTHI C JOKYMEHTaMHU.

7. [IpaBoBBIE aKThI, U3[]aBaeMbI€ BBICIIMMHU OpraHamHu (eaepanbHON
3aKOHOJATENBHOM FOCYAapCTBEHHOM BIIACTH H YTIPaBJICHUS.

8. IlpaBoBBIC aKThl, U3JaBacMbl€ OpPraHaMU 3aKOHOJATEIBHOH U
WCTIONIHUTENFHOH BJacTH CcyObekToB P® ® uX TeppUTOpHATIbHBIX
00pa3oBaHUH.

9. IlpaBoBbl€ aKThl, W3aBACMbIE PYKOBOACTBOM MPEANPUITHA U
OpraHu3aluii.

IlIE:

3aKOHOAATCIBbHO

HToOroBmlii TeCT

1. JleiictBusi 4esioBeka (C MOMOIILI0 TEXHHKH MM JAPYTrux
CPe/ICTB) MO 3aHECEHHMI0 3HAYMMON HMH(OpPMAUMM HA MaTepHAIbHBIN
HOCHTe/Ib Ha3bIBaeTcsl

1) nadopmaTHu3aImei;

2) NIOKYMEHTHPOBAHUEM;

3) TOKyMEHTAIIMOHHBIM 00ECIICYCHUEM YIIPaBICHHUS;

4) nenonpon3BOACTBOM.

2. Hajigute npaBuibHOe NpoaokeHHe (pasbl «B npouecce
C60€20 (PYHKYUOHUPOBAHUA 6 00ULeCHI8e OOKYMEHM MOMHCEN NPOXOOUMb
HECKOIbKO cped — Onepamuenylo, pempoCcneKmueHyio u...

1) mpodunakTHIECKYTO;

2) MPOTHOCTHYECKYIO;

3) coryiacoBaHus U YTBEPKICHHS,

4) apXMBHOTO XpaHEHUSI.

3. Ilponomxure ppasy: «I'C/AOY nawna ceoe npooosicenue...»

1) B poccmiickux 'OCTax;

2) B cragzpaprax ISO;

3) B penepanpHbIX 3aKkoHaxX PD;

4) B TUNIOBBIX MHCTPYKIUSX TIO JEIIOTIPOU3BOJICTBY.

4. Ilponosxute ¢pasy «llo cmenenu énuanus Ha COBpEeMEHHYIO
NPAKTUKY HCTOYHHUKH, COJAEpKaliue HOPMBI W NpaBujia padorTbl c
JMOKYMEHTaMM, IeJISITCA Ha IBe TPYMIIbI...»

1) MCTOYHWKH, 3aKOHOAATENHHO PETIAMEHTHPOBABIINE KOTJAa-TO
WIN PErIaMeHTUPYIOLIHE 0

HacTosilee BpeMs padoTy ¢ JOKyMEHTaMU;

2) aKTyajbHblE HCTOYHHMKH, OTPAKAIOIIUE COBPEMEHHBIH OIIBIT,
TPaJULIUH JIEJIONPONU3BO/ICTBRA;

3) ycTapeBmIME HCTOYHHUKH,

HMCIOIIMC TOJIBKO HAY4YHYIO,




K
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HUCTOPUKO-KYJIETYPHYIO LIEHHOCTb;

4) MCTOYHMKH, COAEpIKAIUE CTUXMHHO CIIOXKHBIIMECS HOPMBI U
OpaBuWiIa,  OTpaKalOMIMe  TPaAWLMU W MPAKTUUYECKUH  OMBIT
JeTTOTIPOU3BO/JICTBA.

5. Ykaxurte, Kakue HOPMATHUBBI SIBJISIIOTCS 00513aTeJbHBIMH
AJIsl MCIOJIHEHMSsI PA0OTHHKAMHU OPraHU3alUHU.

DI IpumepHast HHCTPYKUHS 110 1EJIOIPOU3BOICTBY.

2) MHCTpyKIWs 110 IETIO0MPOU3BOICTBY OpTaHU3AIlHH.

3) I'ocynapcTBeHHBIH CTaHAAPT.

4) ®enepallbHBIN 3aKOH.

6. 'OCTprl1, pernamentupytomue 10Y, Hoesar B PO...

1)o0s13aTenpHBIN XapaKTep;

2) pekoMeHaaTeIbHbBIN XapaKkTep

3)o0ecnieunBaromnii Xapakrep;

4) nH()OPMAITMOHHO-CITPABOYHBIN XapakTep.

KontpoanHas paGoTa mo kypcy

1. [Ipoananu3upoBaTh KOMIUIEKT TOAOBOM MOAMMCKH (TI€YaTHBIN
WIH 3JICKTPOHHBIN pecypc B ceTH MIHTepHET) OAHOTO U3 KypHAJIOB,
YKa3aHHBIX B CIIMCKE, 3a JIF0001 TO U3 IIATH MOCIIEIHUX.

5. JlaTp XapakTepUCTHKYy TEMAaTUKH CTaTe€dl W MaTepHajoB
)KypHana. OpUEeHTHPOBATHCS MO KIIIOYEBBIM CIIOBAM, 3aroJIOBKaM CTaTel.

6. Y cTaHOBUTB, UMEET JIX )KypHAJI CBOM CalT B ceTu MIHTEpHET
(ykazaTp) W mpeqjaraeT JIM OH DJIEKTPOHHYIO BEPCHUIO (apXHB) CBOMX
BBIITYCKOB.

7. [lonp3ysAch CHpaBOYHBIMH JaHHBIMH JKypHaua, JaThb

0O0IIyI0 XapaKTepUCTHKY aBTOpaM crateil (ykazarh O, MecTo pabOThI 1
TOIDKHOCTH). CrenaTth BBIBOJ 00 aBTOpax )KYPHAIBHBIX ITyOTHKAIHIA.

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

OOBeMOM cTaTht JI0JIKEH OBITh He MEHee 3-X )KypHAIBHBIX CTPAHHII.
Memoouueckue pexomeHoayuu

AHann3 KOMIIIEKTa T0I0BOW TIOITUCKH BBIOPAHHOTO KypHalia
CJIeTyeT PEJICTABUTD 6 8UOE C8A3HO20 MEKCMA, B KOTOPOM OyayT
OTpa)KeHBI OTBETHI HA BCE TIOCTABJICHHBIE BBIIIE BOIIPOCHL, 1UHO 6 ude
maobauybl.

MHorue U3 MepeuncIIeHHBIX HIDKE )KYPHAIOB MIPE/ICTaBIEHBI
B apXMBaxX Ha COOTBETCTBYIOLINX KypPHAJIbHBIX CaliTax.

B omieHke 1aHHOTO 3a]]aHKsI OCHOBHOE BHUMAaHHE yIENISETCS
CIOCOOHOCTH CTYIEHTOB YBUAETH, C OJHON CTOPOHBI, THIIMYHOE U
XapakTepHoe JUIs JaHHOTO HCTOYHHKA, C JIPYTO, €ro0 0COOCHHOCTH U
MIPEUMYIIECTBA.

IIpu cocTaBneHNN KOHCTIEKTA )KypHAJIbHOM CTaTbl OLEHUBAETCS
YMEHHUE CXKUMAaTh HHPOPMALIUIO, OCTABIISAA KIIOUEBblE MOMEHTHI TEKCTA,;
COCTABIISITh KOHCIIEKT OT 3-T0 JIMIIA WK B O€31TUYHON opMe, eClii aBTOPOM
cTaThy ObLT BEIOpaHa GopMa Iuaora ¢ YNTaTeIeM.

HToroBeliii BEIBOJ 0030pa MOXKET COACPIKATh PEKOMEHIAIIHIO
HAYMHAIOIIUM JJOKYMEHTOBEJ[AM 10 BO3MOXKHOCTSIM HCIIOJIb30BaHUS
WHPOPMAIIUH U3 JAHHOTO NCTOYHHKA.

Cnucok KypHaJIoB

19. «/lenompon3BoaCTBOY,

20. «/lenonpoun3BoacTBO M OKYMEHTO000pOT Ha
MPEATPUITHNY,

21. «OTeueCcTBEHHBIC APXUBEIY,

22. «BeCcTHHK apXUBHCTa;
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23. «CekpeTrapckoe JeJ1oy,

24, «XOpoIIHi CEKPEeTaphy,

25. «Cekpetapb-pedepeHT»,

26. «CripaBO4HUK CeKpeTaps u o(huc-MeHeKepay,
217. «CoBpeMEeHHBIN O(HC-MEHEIKEP,

28. «Y1paBiieHUE TIEPCOHATIOMY,

29. «Kanposoe genoy,

30. «Kanpogas ciryx0a»,

31. «KanpoBuk»,

32, «CrpaBOYHUK KaJIpOBHUKa»,

33. «Kanper mpeanpusitusy;

34. «MeHeKMEHT U KaJIpbD»,

35. «Hayuno-texHnveckast nHGopMaIms»,
36. «bubnnoTekoBeIEHUEY.

Bomnpocsl k 3k3aMeHy

1.Pons mokyMeHTa B )KU3HH YeJIOBEKa 1 00IIeCTBa.

2.00BeKT H TpeaMeT TOKYMEHTOBEICHHUS KaK HAyKH.

3.Meronel  HWcclIEeNOBAaHMA — JIOKYMEHTOBEIYECKHX  HPOOIIeM.
OObuieHay4yHble U CICIUATBHBIE METO/IBI.

4.CtaHOBJIeHHE W pa3BUTHE JOKYMEHTOBEJIEHHUS KaK Hay4yHOU
JUCLIIIINHBIL.

S5.Ionsitue «uHpoOpMaIUs» U €€ POJdb B COIMAIBHBIX H
9KOHOMHYECKHX Tporeccax. Crnenuduyeckrue 4epTol JOKYMEHTUPOBAHHON
nH(pOpMAaIUH.

6. [lonsitue "noxkymeHT".

7. BinsHHME HAay4HO-TEXHUYECKOM PpEBOJIIOIMU HAa Ppa3BUTHE
JOKYMEHTA.

HToroBsliii TECT

1. Ykaxure BEpHoOE NPOAOJIKEHHE ¢ppasbr: 3akon
OOKYMEHMAYUOHHO20 OQOPMACHUA COUUANLHO 3HAYUMbLIL COOLIMUIL
delicmeyem ...

1) TONBKO JUIst OPUIMATEHBIX TOCYAAPCTBEHHBIX COOBITHS;

2) TOJILKO JIIsl OOIIECTBEHHO-TIOJIUTUYECKUX COOBITHH;

3) cyry0o /I INYHBIX, CEMEHHBIX COOBITHIA,

4) 0ns1 110OBIX COOBLIMULL, 3HAUUMBIX OJISI OMOETLHO2O YeN08eKAd U
epynnsl 00el.

2. [locnosno c¢ aameimu cro6o «O0okymenmy (documentum)
obos3navaem:

1) 3anucs, nucams,

2) bymaea;

3) 0oco60p, 0b6s3aMmenbCMB0;

4) nucbmeHHOe c8udemenbcmeo, oopaszey.

3. Vxkaosicume memoo, komopwiii HE OTHOCHUTCAH x memodam
aHanuza mexcma OOKymMeHma.

1) konmenm-ananusz,

2) Memoo0 3KCHepmubIX OYeHOK,

3) memoo gopmynaproeo ananusa;

4) nuneeucmuyeckas dIKCnepmusa.

4. Baoichetiuum oOWeHayuHbiM Memo0oM 011 OOKYMEHMOBEOeHUs
AGTIEMCSL...

1) knaccugurayus;

2) MemoO UCMOYHUKOBEOUeCKO20 UCCied08anus 3) aHamu3a
rpadUUeCcKuX TaHHBIX JIOKYMEHTA,
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4) KOHTCHT-aHAJIH3.

5.CnoBo «undopmamus» (informatio) GyxkBajbHO ¢ JaTbIHH
nepeBoOANTCS KaK:

1) ‘3HaHUe, MOHUMaHUE ;

2) ‘pa3bscHEHNE, N3JI0KEHUE, OCBEIOMIEHHOCTD ;

3) ‘maHHBIC, CBEACHMS, COOOIICHNUS ;

4) ‘MOKYMEHT, 3alUCh, I0KA3aTeIbCTBO .

6. MaTepuajabHOCTh HH(GpOPMALIMH NPOSIBJISETCS B TOM, 4TO...

1) nHpopManus 1 €CTh MaTEPHS;

2) uadopManus — 3TO SHEPTHs, a SHEPTUS MaTepUalIbHA.

3) uHpopManus (GUKCHpYeTcS OpraHaMd YyBCTB HJIHM JAPYTHMH
crioco0aMy perucTpany MaTepuy, a CleI0BaTEIbHO, CBsI3aHa C HEH;

4) uapopManyst — 3T0 3apUKCUPOBAHHBIE M3MEHEHUSI COCTOSHHS
MaTEepHUH U SHEPTHHU, & OHU MaTepUAITbHBI.

7. Kak Ha3bpIBaeTCs1 CBOCTBO HH(pOPMaLlUK, IPOSABJISIOLIEECH B
TOM, 4T0 oOHa (uHopMauus) nepenaercsi Hu oOpadarbiBaercs
YeJIOBEKOM NMOPUHMOHHO, OTeJbHBIMH COO0IEHNAMM ?

1) HBapUAHTHOCTE;

2) TUCKPETHOCTH;

3) CTPYKTYpPHUPOBAHHOCTE;

4) YaCTUYHOCTb.

8. Ykaxure BepHoe
JOKYMEHTHPOBAHHOM MHpOpMALHH.

1) uMeeT ceMaHTHYECKUH XapakTep, KOAMPYETCS CHCTEMOM
CHMBOJIOB 1 3HaKOB, CTPYKTYPHUPOBaHa U NEpeaaeTcsi JUCKPETHO, CBsI3aHa C
MaTepHaJIbHBIM HOCUTENEM, HOCUT COLMANIbHBIN XapakTep;

2) XpaHUTCS B MO3Te YeJIOBeKa, KOAUPYETCS CUCTEMOI CUMBOJIOB U
3HAKOB, € MPHUCYILN HHBAPUAHTHOCTh, Y4CTHYHOCTD;

3) cTpyKTypupOBaHa W MEpeJacTcsi IUCKPETHO, MPEICTaBISIET
€000 MaTepuIo WM SHEPTHIO, UMEET CEMAaHTHUECKUI XapaKTep;

4) uMeeT CONIMAJIbHBIA W CEMaHTUYECKHH XapakTep, oOyanaet
HWHBapUaHTHOCTBIO, KOAUPYETCS CHCTEMOM CUMBOJIOB M 3HAKOB.

9. HazoBute nud¢epeHunanbHble IPU3HAKUA JOKYMeHTa?

1) Hanmuue HHPOPMAITMOHHON U MaTepPHATBHOM COCTABIISIONINX;

2) CTPYKTYpPHOCTH JJOKYMEHTA;

3) MOTMHHOCTE;

4) hyHKIMOHATBHOCTh IOKYMEHTA.

nepevyuciaeHne CBOIiCTB

K12

Ompenense
T, HHTEPIPETHUPYET
I3 pamKupyeT
MH(pOpMAITHIO,
Tpedyemyto
[peIeHHS
[10CTaBJIEHHOU
3amaum;
OCYILIECTBIISIET
TIOMCK
mH(bOpMAUK  TIO
[PA3TTUYHBIM THIIAM
3arpocoB

IS

Kontpoannas pa6ota mo kypcy

3aganue

3. CpaBHUTb TOJIKOBAaHUS  TEPMUHOB
«JIOKYMECHTUPOBaHHAs ~ MHOOpMAIHD»,  «TOKYMEHT»,
JOKYMEHT» B HOPMaTHBHBIX M IPAaBOBBIX aKTax.

3.1.Bpimucath W3 TOCYJapCTBEHHBIX CTaHAAPTOB ONpEAETICHUS
TEPMUHA «JIOKYMEHT»:

I'OCT 16487-70. lenonpon3BoACTBO U apXUBHOE Jey10. TepMUHbI
U OTIpeeTICHNUS;

I'OCT 16487-83. Jleonpon3BoOACTBO H apXUBHOE Jie0. TepMHHBI
U OTIpe/ICTICHUS;

I'OCT P 51141-98. [lenonpou3BOACTBO U apXUBHOE JIEJO.
TepMUHBI U OTIPE/ICIICHUS;

I'OCT P 7.0.8-2013 lenmonpou3BOACTBO € apXWUBHOE IEINO.
TepMuHBI U ONIpeAETICHUSI.

3.2. Beimucath

«wHpOpMATTHSY,
«OJIEKTPOHHBIN

n3 DegepasbHblx  3akoHOB  Ne 149 «O6
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nHpopMaIuy, THHOPMAMMOHHBIX TEXHOJOTHUAX W 3alUTe WH(OOPMAITII
2006 . m Ne 15 «O6 wnHboOpManmu, WHGOPMATH3AIMH W 3aMIATE
uHpopmanum» oT 25 smBaps 1995 roma ompeneneHHs: TEPMHUHOB
«uH(OpMALIUA», «IJOKYMEHTHPOBaHHAs WH(MOPMAIUL», «IOKYMEHT» U
(OQJEKTPOHHBI JOKYMEHT» YCTAaHOBHTH, KaKH€ acheKThl (HOCHUTEIH
nH(pOpMAINH, CIIOCOOHI €€ (PUKCUPOBAHIS, IOPUINIECKas CHIa JOKYMEHTa
U 71p.) 1 QYHKIUHU JOKYMEHTA 3aJI0KEHBI B 3THX ONpPEIeIICHHSIX.

Hrorossliii TECT

1. Haiinure BepHoe mpogoskeHue ¢pasbl: «OpHIrMHATBHOCTD
AOKYMEHTA SIBJISIETCH ...»

1) cymecTtBeHHBIM (U QepeHITnaIbHbIM) TPU3HAKOM, TaK Kak
XapaxkTepHa JJIsl BceX BUIOB U THIIOB IOKYMEHTOB;

2) cymecTBeHHbIM (Au(depeHInanbHbIM) CBOHCTBOM, TaK Kak
HE00X0uMa YEJIOBEKY B €r0 IIPAKTUYECKOH KHU3HHU;

3) HeCyLIeCTBEHHBIM NMPHU3HAKOM IOKYMEHTa, TaK KaK YeJOBEK B
JNeHCTBUTEIHHOCTH UMEET IO He TOJIBKO C OpUTHHATIAMH TOKYMEHTOB, HO
U C UX KOIHSAMU;

4) HeCcyILECTBEHHBIM, TaK KaK BCTPEYAETCS HE Yy BCEX TOKYMEHTOB.

2. Kak Ha3bIBaeTcsl IOKYMEHT, BIEePBbIe CO3AaHHbIH OIHUM
4eJI0BEKOM WJIH HeCKOJBLKHMU JUIaMu?

1) opurunan;

2) NOJTMHHUK;

3) nyOnukar;

4) xomusl.

3. K10, nMeeT npaBo NpuIaBaTh HPUAHYECKYI0 CHIIY KOMUsIM?

1) HOTapHyC;

2) opraHu3anusi, BbIIABIIAs JOKYMEHT;

3) HaYaNBHUK OTJENa KaapoB Jr000H opraHu3anuy;

4) 3aBeIyIONINI KaHTEIsIpUen JTI000T0 TOCYJapCTBEHHOTO OpPTaHa.

4. Ilpononxute ¢paszy: «TepmMuHBI «O0OKyMenmupoeannasn
uHopManusa» U «0oKymenmuasa uHGOpMALU ...)»

1) HUYEeM Apyr OT Ipyra He OTIMYAIOTCS M SBJSIIOTCS IOJHBIMU
CUHOHHMaMH.

2) copeprkaT MPOTHBOIOIOKHBIE TIOHSTHS;

3) pasiM4HBl N0 TMOHATUIHOMY 00BEMY, Tak Kak HeE BCSKas
«IOKYMEHTUPOBaHHAs! HH(OPMAIIUSD) SBISIETCS «TOKYMEHTHOW».

4) TOHATHE «IOKYMEHTHPOBaHHAS WH(DOpMAIWs» IUpPE TOHITHS
«IOKyMEHTHast HHPOpMaLUsI», TaK KaKk yKa3blBaeT HE TOJIKO Ha HaJM4YHUe
uaeanbHOM (MH(GOPMAIIMOHHON) COCTABJISIONICH, HO M Ha HaJIW4Yue
MaTepHUaIbHOTO HOCUTES.

5. Ykaxxure CBOHCTBO JAOKYMEHTHPOBAHHOH HMHpoOpManmu,
koTtopoe HE SABJISIETCS o6s13aTe/ibHBIM.

1) omepaTUBHOCT®H;

2) 0OJHO3HAYHOCTh TOJIKOBAHUS;

3) HOCTOBEPHOCTH;

4) opHUIUATEHOCTD.

6. Cnoco0HOCTL  JAOKYMEHTOB K  THPa:KMPOBaHHUIO,
BOCIIPOM3BEICHUIO  COAEP:KAHUSL M  MaTepUuATbHOT0  HOCHTEJs
Ha3bIBaeTcs ...

W3MCHCHHBIN;

2) J[OKyMEHT, KOTOpBIH MOXXHO JIOKAIM30BaTh, HAWTH,
BOCTIPOM3BECTH U HHTEPIPETUPOBATD;

3) Takoii JOKYMEHT, y KOTOPOI0 MOXHO JJOKa3aTh, YTO OH: SBJISIETCS
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TEM, YeM TpeTeHayeT ObITh; OBUI CO3MaH WIH OTIPABICH JIHIIOM,
NEHCTBUTEIHHO CO3/IaBIINM HIIM OTIIPABHBIINM €T0; a TakKe OBUT CO3JaH
WJIM OTIIPABJICH B TO BpeMsi, KOTOPOe 0003HAYCHO.
4) ITOKYMEHT, COJACp>KaHHUE KOTOPOTO MOXHO CUHTATh IOJIHBIM H
TOYHBIM TIPE/ICTABICHNEM TTOATBEPKIAEMBIX OIIEPALINH, NEATENbHOCTH WITH
(hakTOB M KOTOPOMY MOXKHO JOBEPSTH B MOCIEAYIOMINX OTEPAIUIX WIH B
MOCJIEAYIOIEN JEATEIbHOCTH.
Y [Tpu 4. NU3yuuth Temy «CnocoObl U CpeiCcTBa JOKYMEHTUPOBAHUS I10
K13 00paboTKe yuae6HOMY TTocoomro H.C. JlaprkoBa. «/lokymenToBenenme» (He panee 2006
rH(pOpMaIn r. w3ganusa). CocTaBuUTh KOHCHEKT 4-ii «CmocoOsl W cpemcTBa
oTIM4YaeT (GakThl OT| JOKYMESHTHPOBAHUS
MHEHUH,
MHTEPIIpETalNH, Bonpocel k 3x3amMmeny
OLICHOK,
(bopMupyeT 1.OcHOBHEIE CBOMCTBa JIOKYMEHTOB. OpUrvHaIBEHOCTD.
COOCTBEHHBIE Konuitnocts. ITogaMHHOCTS.
MHEHUS u 2.JIoKyMEHTbI B chepe npasa u YIIPaBJICHHUSL.
CYXKICHHUS, HayuHo-uctopuueckas u npakTuyeckas [ICHHOCTh JOKYMEHTa
ApryMEHTUPYET 3.Ilpu3HaKku JOKYMEHTA.
CBOM BBIBOIBI U 4. OyHKIUU JIOKYMEHTOB. [IpoGiembt onpeneaeHus
TOUKY KJIACCU(PUKAITMOHHBIX XapPaKTCPUCTHK JTOKYMEHTOB 110 (DYHKIIHUSIM.

Hroroselii Tect

1. Mo pyHKUNOHAIBHBIM IOKYMEHT SIBJISIETCH IOTOMY, YTO...

1) OZTHOBPEMEHHO BBIMOJIHSAET HECKOIBKO Pa3HBIX (DYHKIINH;

2) BpeMsi OT BpEMEHHU MeHsieT (yHKIINY;

3) pa3Hble TOKYMEHTHI BHINIOJIHSIIOT pa3Hble (yHKUINY;

4) y IOKyMEeHTa eCTb IJlaBHasl, O0IKe U CrienuabHble (YYHKINH.

2. Tlouemy B Hayke 10 CHUX NOpP He CJIOXKHJIOCH €IHHOI
Kaaccupurkannu GyHKIUA JTOKYMEHTOB?

1) yHKIMM TOKYMEHTOB MMEIOT Pa3HYyI0 HPUPOILY M 3aBUCST OT
KadecTBa 1 TUIMA HH(opManuy;

2) cHekTp OJTHX QYHKIMA [IHPOK, Tak Kak wuHbopMamus
MPOHM3BIBAET BCe CQephbl YeIOBEUYECKOro oOIIecTBa M YAOBIECTBOPSET
camble pa3HOOOpa3HbIe MOTPEOHOCTH;

3) MOKYMEHTHI CITIOCOOHBI BBIMIOMHATE CPa3y HECKOJIbKO (PYHKIIHH,
UX MHOTZIAa TPYAHO Pa3ielnuTh MEXIy COOOH;

4) Bce Ha3BaHHBIC BBHIILIE IPHYUHBI.

3. OTn GyHKUMHM 0053aTEJILHO €CTh Y BceX JOKYMEHTOB, HO B
Pa3HOM cOCTaBe KaK aKTyajbHoe J0NoJHeHue Apyrux ¢pynkumii. Onm
BO3HMKAIOT Y JOKyMEHTA M MOIYT MEHSThCS B 3aBHCHMOCTH OT
ycaoBMii (yHKIMOHHUPOBAHUSA JOKYMEHTA, OTPAaKAIOT Pa3HOOOpa3HbIe
KOHKPeTHbIe MOTPEOHOCTH 00111eCTBA WJIN OT/eJbHOI0 ero 4jeHa.

1) obmue;

2) crielanbHbIE;

3) ympaBieHUYeCKHE;

4) reoHNYECKHE.

4.Kak HaspIBaeTcsi (YHKHUS [JOKYMEHTOB, B KOTOPBIX
OTpa’KeHbI: CO3aHMe OPraHU3alMHU, YCTAHOBJIEHME ee CTPYKTYphI,
IITATHOI YMCJIEHHOCTH; perjaMeHTalus AeATeJIbHOCTH U KOJIU4eCTBO
CTPYKTYPHBIX OAPa3/ieJIeHUH U pA00THHKOB; pesKMM padoThI M T.I.?

1) mpaBoBas;

2) pactiopsIuTeIbHAs;

3) KOHTpOIS;

4) opraHu3alMOHHASI.
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5. Eciim A0KYMeHTHI Ha3BIBAIOTCS «MPHKAa3», «pelieHue,
«MOCTAHOBJIEHH €», KYKA3aHUE», KPACIOPSI:KEHHE)», TO OHH BBITOJHAIOT
(WM BBINOJHSLIU paHee) PYHKUIMIO ...

1) mpaBoBy10;

2) pacropaauTeNsHYIO;

3) KOHTPOJIS;

4) opraHu3alMOHHYIO.

6. DTa (QyHKIUS CBOIiCTBEHHA JOKYMEHTaM, B KOTOPBIX JJIf
3anucu MHQOPMALMM MCIOJIb3YIOTCS Pa3jHYHble NPHEMbl H CHCTEMbI
TaliHonucH, Kpunrtorpagun. Takke 0c00eHHOCTBIO TAKHX IOKYMEHTOB
sIBJIsSIETCS OrPaHUYEeHHe B JOCTyIe K HH(popManuu.

1) cratucTUdeckas;

2) MoMUTHYECKas;

3) 3amuTHl HHMOPMALINY;

4) KOTHUTHBHAS.

IIpakTHyeckoe 3aJaHHe HA IK3aMeHe!

- OIPE/ICNIUTD THIT JOKYMEHTA I10 €ro CBOWCTBAM (OpUTHHAJ/KOIIHS;
IO ITTMHHBIH/ (haTbCH(UITNPOBAHHBIH )

- ONIPEJICNIUTH CIIEIHANBbHYIO0 (PYHKIUIO TOKYMEHTA;

- OIPEJICNIUTH CIIOCO0 JOKYMEHTHPOBAHUSL.

3a1a4 B C

OIIK-1 CrocobeH mpuMeHATh Ha 0a30BOM YPOBHE 3HAaHUSI MCTOPUYECKUX HAYK MPHU PELICHUU
epe cBoei MpoheCCHOHATBHON e TENbHOCTH;

OIIK-1.
1

3Haer
ICTOPHIO

COBPEMEHHYIO
OpTaHU3aLHI0
CHCTEMBl OPraHOB
rOCYapCTBEHHOU
BIIACTH u
yripaBieHus B PO,
OpraHOB MECTHOT'O
caMOyTpaBJIeHUS U
OpraHu3alui

Tect 5

6. KTo u xorna BnmepBble 0CylIeCTBHI HE TOJBKO 3alUCh, HO U
BOCNPOM3Be/IeHHE 3BYKa ¢ MATEPHATBLHOTO HOCHTEsA?

1) B 1804 r XK. XKakkap;

2)B 1807 r. T. FOHT;

3) B 1857 r. CkorT;

4)B 1877 1. T. DaucoH.

7. Kakoii cmocod
00BEKTHBHYI)  BU3YAJIbLHYIO
HOcHUTede?

1) pucoBanue;

2) *UBOIINCH;

3) BBDKUTAHUE;

4) poToxXMMHUUECKUH.

MMO3BOJINJI
Ha

3aneyatiieTrb
MaTepuaJIbLHOM

BIICpBbIC
HHGopMaLHIO

IIpakTH4yeckoe 3aganune

Omnpenenuth BHAOBON  COCTaB JIOKYMEHTOB JaHHOW  DIIOXH.
Brimucats Ha3BaHUS BHIOB JOKYMEHTOB MO TyaBaM (ctosiOupl 2 u 4), a
3arem, MIOJIB3YSICh «Kparkum CIIOBapeM BUJIOB u
pa3HOBUAHOCTEW AOKYMEHTOB» 1974 1. (cM. XpecTomaTus K pasaeny 1) u
«'eHepanbHBIM  pEraMEHTOM», PpACHpPEleNIUTh YKa3aHHbIE BHIBl U
Pa3HOBUAHOCTH JIOKYMEHTOB 10 c(epaM rocyIapCTBEHHONW AEATEILHOCTH.
3aHeCTH TaHHBIE B TAOIHUITY.

Hatb TOJIKOBaHUE BBITIHCAHHBIM BUJIAM u
Pa3HOBUIHOCTSIM JJOKYMEHTOB, TIOJIE3YSCh «Kparkum clIoBapeM
..»(cTombert 3).

Hau Bun " CaoBapHoe Ce
MEeHOBaHHE [PA3HOBUIAHOCTH 10 (OMpe/le/ieHHe BWAAa  HBLIKA HA|
chepni KyMeHTa PA3HOBHIHOCTH JOKYMEHT|[[J1aBY B
rocyniapcrse a mo «Kpatkomy cioBapioj«I enepaJ
HHOM BHI0B HbHOM
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K

on Nunukato
P IOCTIKEHUS OrneHOYHBIE CPEeICTBA
WHIUKAT
KOMIIETEHIIUN
opa
nesiTeILHOC [Pa3HOBHIHOCTEl JOKYMEH [perjiaMeH
TH roB»(1974) Te» 1720 1.
1 2 3 4

OIIK-1. Brnaneer Koutpoabnasi pa6ora no kypcy

2 HaBBIKAMH TTOMCKA 1. IIpoananu3upoBaTh yHOTpeOICHNE MOHITUS «IOKYMEHT» U €ro
144 0TOOpal CHHOHIMOB «JIEJI0», «Oymaray, «akT», «IeioBas Oymara», «CIryKeOHBIH
ICTOYHHKOB, JOKYMEHT» TI0 TPEM UCTOYHHKAM (CM. XPECTOMATHIO K pazfeny 2):
KOTOpPBIE  BaXKHBI - l'enepansHomy pernamenty 1720 1.,
TSt - O6meMy ry0epHCKOMY yapexaeHuio 1775 r.,
KOHKPETHO-UCTOPHU - O6meMy yupexaeHno MuarcTepeTs 1811 1.
YECKOTO [Mpoananu3upoBaTh, B KaKWX CIydasx yMIOTpeOssieTcss Kaxioe
CCIIe/IOBaHUSl  C| TIOHSTHE.
y4eTOM LIEHHOCTHY| 3ananue
TOKYMEHTAJILHOI'O 3. CpaBHUTb TOJIKOBAaHUS  TEPMUHOB «uHpOpMALUIY,
MCTOYHUKA Kak| «TOKyMEHTHpOBaHHAass HMHQPOPMALU», «IOKYMEHT», «JJIEKTPOHHBIH
qacTH JIOKYMEHT» B HOPMATHBHBIX U MPABOBBIX AKTaX.
ICTOPUYECKOTO 3.1.Bemmucate W3 TOCYyIAapCTBEHHBIX CTaHAAPTOB ONPEIACICHHS
HaclleIMsl ¥ aKTHBA| TEPMHUHA «TOKYMEHT»:
OpraHu3aluu I'OCT 16487-70. Jenonpous3BoACTBO U ApXUBHOE A€N0. TepMHHbI

U ONpeCTICHNUS;

I'OCT 16487-83. Jlenonpon3BoACTBO U apXUBHOE Jes10. TepMUHbI
Y OTIpE/IeTICHHST;

I'OCT P 51141-98. [lenonpou3BOACTBO U AapXUBHOE [EJO.
TepMUHBI U ONIpEACIICHNS;

I'OCT P 7.0.8-2013 [lenompou3BOJACTBO U apXWBHOE JIEJO.
TepMmuHbI 1 OnIpeaeIeHNUS.

3.2. Bemmcate u3 ®expepanpHbix 3akoHOB Ne 149  «O06
nHpOpPMAIIUKN, WHPOPMAIIMOHHBIX TEXHOJIOTHSX W 3alluTe WHPOPMAIUID
2006 . u Ne 15 «O0 wuHbpopMmaiuu, WHPOPMATH3ALMMUA M 3aLIUTE
nHpopMaruu» ot 25 sHBaps 1995 roma ompeneneHuss TEPMUHOB
«uHpOpMaLIUIY, «IOKYMEHTUPOBAHHAS WHPOPMALUS», <«JOKYMEHT» H
«QJEKTPOHHBI JOKYMEHT» YCTAaHOBHUTh, KaKH€ acHeKThl (HOCHUTENIH
nHpopMaLum, crocoOsl ee GUKCUPOBAHUS, IOPUANYECKAs CHUIa TOKYMEHTa
U 71p.) ¥ QYHKIUHU JOKYMEHTA 3aJI0KEHbI B 3TUX ONpPEIeIICHHUSIX.

I[IpuMepHas CTPYKTYpa U cofepKaHue IK3aMeHa:

[Ipomexyrounas arrectanus 10 JucHUIUIUHE «OCHOBBI JIOKYMEHTOBEICHUS» BKIIOUYACT
TEOPETHUYECKHE BOIPOCHI, TO3BOJSIONINE OICHUTh YPOBEHb YCBOCHHS OOYYAIOUIMMHCS 3HAaHWUH, W
NPaKTUYECKUE 3aJ[aHusl, BBIABISIONINE CTEIEHb COPMUPOBAHHOCTH YMEHUH W BIIQJICHU, IPOBOJIUTCS B
¢dhopMme 3x3ameHa U B (OopME BBHITTOTHEHHSI KOHTPOJIBHOU paboTHI.

DK3aMeH 10 JJAHHOW JUCIUILIMHE TIPOBOUTCS B YCTHOM (hopMe Mo 3K3aMEHAIIMOHHBIM OHIIeTaMm,
KKIBIHA U3 KOTOPBIX BKJIIOYAET 2 TCOPETHUSCKUX BOIPOCA U OJJHO MTPAKTHUYECKOE 3aaHHE.

IMoxa3aTe/in 1 KPUTEPHUH OLIEHMBAHHUS K3aMeHa:

— Ha OIEHKY «OTJHM4YHO» (5 OamioB) — oOydYaromuiicss JEMOHCTPHUPYET BBICOKHI YpOBEHBb
c(OPMHUPOBAHHOCTH KOMIIETEHIIHMI, BCECTOPOHHEE, CHCTEMAaTHYeCKOe M TIy0OKOoe 3HaHWe Y4eOHOTo
MaTepuaia, CBOOOIHO BBINOJHICT MMPAKTHUECKUE 3aJaHus, CBOOOIHO ONEPHUPYET 3HAHUSIMH, YMEHHUSIMH,
MPUMEHSIET UX B CUTYAIIHSIX TIOBBIIIIEHHOW CIIOKHOCTH.

— Ha OIEHKY «xopomio» (4 Oamna) — oOydYaroIIWACS JEMOHCTPUPYET CPEIHUl YpOBEHBb
c(OPMHUPOBAHHOCTH KOMIICTCHIIMH: OCHOBHBIC 3HAHWS, YMEHHS OCBOCHBI, HO JOITyCKAIOTCS
HE3HAYHUTEIbHBIC OMTUOKH, HETOYHOCTH, 3aTPYAHCHUS TIPHU aHATUTUICCKUX OTEpaIlysiX, IePEeHOCe 3HAHUN
Y YMEHUI Ha HOBBIC, HECTAH/IAPTHBIC CUTYaIINH.

— Ha OICHKY «YIOBJETBOPUTEILHO» (3 Oamia) — oOyJaronuiicss JEMOHCTPUPYET TOPOTOBBIH
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YpOBEHb C(HOPMHUPOBAHHOCTH KOMIICTEHIIMI: B X07Ie KOHTPOJIBHBIX MEPOTIPHATHHN JOMYCKAIOTCS OIUOKH,
OpPOSIBIISICTCS OTCYTCTBHE OTACIBHBIX 3HAHWH, YMEHHH, HaBBIKOB, OOYYAIOLIMHCS HCIBITHIBAET
3HAYUTENLHBIC 3aTPYJHCHUS MPHU OMEPUPOBAHUH 3HAHHSAMU M YMEHHSMHU TPH HUX MEPEHOCE Ha HOBBIC
CUTYaINU.

— Ha OLICHKY «HEYAOBJIETBOPUTEIbHO» (2 Oamia) — oOyyaromuiics: IEMOHCTPUPYET 3HAHUS HE
bonee 20% TeOpeTUUECKOro MaTepualia, JOMYCKaeT CYIICCTBCHHBIC OIIMOKH, HE MOXET IOKa3aTh
WHTEJUICKTYAIbHBIC HABBIKH PEIICHUS MPOCTHIX 33]a4.

— Ha OIEHKY «HEYI0BJIeTBOPUTEIbHO» (1 6amt) — oOyJaromnuiics He MOKET TIOKa3aTh 3HAHUS Ha
YPOBHE BOCIIPOU3BEICHUS U OOBSCHEHUS! MHPOPMAIH, HE MOKET TIOKa3aTh WHTEIUICKTyallbHbIE HABBIKU
peIeHHs TIPOCTHIX 33j1ad.



