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JIMcT akTyajam3anuu padoyeil mporpamMmbl

Pabouast mporpamMma rnepecMoTpeHa, 00Cy>keHa u ogo0peHa s peanmsaruu B 2027 - 2028
yueOHOM rojy Ha 3aceqanuu Kadeapsl Ilemarormueckoro o0Opa3oBaHus U

[Iporokonm ot 20 . Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouast mporpamMma nepecMoTpeHa, 00CykaeHa u ogo0peHa s peanmsaruu B 2028 - 2029
yueOHOM rojy Ha 3aceqanuu Kadeapsl Ilemarormueckoro o0Opa3oBaHus U

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

Pabouast nporpaMma rnepecMoTpeHa, 00Cy KeHa 1 og00peHa s peannsaiuu B 2029 - 2030
y4eOHOM roy Ha 3aceqaHuu kKadeapel [lemaroruueckoro oOpa3oBaHus u

[Iporokom ot 20 1. Ne

3aB. xadenpoit C.C. Benukanosa

Pabouas nporpamMma rnepecMoTpeHa, o0CykaeHa u ogoopena ais peanusaruu B 2030 - 2031
yueOHOM rojy Ha 3aceqanuu Kadeapel Ilemarormueckoro o0Opa3oBaHus U

[Iporokom ot 20 1. Ne

3aB. xadenpoit C.C. Benukanosa

Pabouast nporpamMma rnepecMoTpeHa, 00CyKaeHa 1 og00peHa s peanu3aiuu B 2031 - 2032
y4eOHOM rojy Ha 3aceqaHuu Kadeapsl Ilemarormueckoro o0Opa3oBaHus U

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




1 lesin ocBOCHUSA TUCHUTIHHBI (MOTYJIA)

- IO3HAKOMUTH CTYJICHTOB C OCHOBHBIMH ITOHATHSIMH JJOKYMEHTOBEICHHUS KaK HayKH,
€¢ HayYHbIM MHCTPYMEHTApUEM: 00BEKTOM, MPEIMETOM, METOJJaMHU UCCIICI0OBaHUS,
KJIFOUCBBIMH ITOHSITHIMU;

- PacCCMOTPETh CIICKTP OCHOBHBIX IPOOJIEM B 00JIACTH JIOKYMCHTOBEICHUS,

- 3QJI0’KUTh TEOPETHUECKHE OCHOBBI pa0OTHI ¢ Pa3HOOOPA3HBIMU JJOKYMECHTAMU B
o0rmiecTBe.

2 MecTo 1ucHuILUIMHBI (MOYJIsl) B CTPYKTYpe 00pa3oBaTe/IbHOM NPOrpaMMbl

Juctunimna OCHOBBI TIOKyMEHTOBEICHHS BXOAUT B 003aTENIbHYIO YaCTh Y4eOHOTO
IJ1aHa 00pa30BaTEIbHON MPOTPAMMBI.

Jis u3y4yeHus IMCUUIUIMHBI HEOOXOAUMBI 3HAHUS (YMEHHUS, BIAJCHHUS),
c(hOpMHUPOBAHHEIEC B PE3YJIbTATE U3YUCHUS JUCIUILTNH/ TPAKTUK:

Jlyist ocBOCHUS Kypca He0OXO0IMMbI 3HAHMSI, TOJIYICHHBIC B paMKaX IMOJIHOTO CPETHETO
obpa3zoBanwus no aucuuininHaM "Hctopus', "ObmectBo3nanue", "Pycckuit si3pik""

3nanus (YMEHHUS, BIaICHUS ), TOJTyYEHHBIC IPY U3YUYEHUHU JaHHOMW JIMCUIUILTAHBI
OyIyT HEOOXOUMBI JIS U3YUCHHSI TUCITUTUINH/TIPAKTHK:

Benenue B mpodeccuro

OCHOBBI apXUBOBE/ICHUS

OcHOBBI ynpaBJI€HUs OpraHu3aluei

VYyeOHast - O3HAKOMHTEJIbHAS MIPAKTUKA

JlokymeHToBeICHIE

ApxuBOBeICHIE

Opranuzanys 1 TEXHOJIOTUS TOKYMEHTAIIMOHHOTO 00ecrieueH s yIpaBIeHUs
CoBpemeHHast opraHu3alus Tocy/1IapcTBEHHbIX yupexaeHui Poccun
NudopmarnmonHoe odecriedeHre yrnpapieHus

3 Komnerenunu o0y4amomerocsi, popmupyembie B pe3y/ibTaTe 0CBOCHHUSA

AUCHUILNIMHBI (MOYJIsS1) M IJIAHUPYEMble pe3yJIbTaThl 00y4eHH s

B pesynbrare ocBoeHust AUCUUIUIMHBI (MOAYJs1) «OCHOBBI JOKYMEHTOBEIEHUS»
oOyuJaroluiics 10JKeH 001aiaTh CIEIYIOMUMHA KOMIETEHIUSIMMU:

KO,}I HHAUKaTopa I/IH}II/IKaTOp JOCTHIKEHUS KOMIICTCHIIN

YK-1 CriocobeH ocymiecTBIsATh MOUCK, KPUTUIECKUI aHATN3 U CUHTE3 UH()OPMAIINH,
MPUMEHSITh CUCTEMHBIN TOIXOT ISl PeIISHUS TOCTABJICHHBIX 3314

YK-1.1 AHanu3upyer 3a7ady, BbIETss €€ 0a30BbIe COCTABIISIIOIINE,
paccMaTpUBaeT U IpeajaraeT BO3MOKHbIE BAPUAHTHI PEILICHUS
MOCTaBJICHHOM 3a7a4l, OIIEHUBAsl UX JOCTOMHCTBA U HEJOCTATKU

YK-1.2 Omnpenensier, UHTEPIPETHPYET U PAHKUPYET HHPOPMAITUIO, TPeOyeMyo
JUTSL pEIICHUS TTOCTaBIEHHOM 3a/1a4M; OCYIIECTBISET MOUCK WH(pOpMAILIUN
110 Pa3JIMYHBIM THUIIaM 3alIPOCOB

YK-1.3 [Tpu 06paboTke nHGopMaUK OTINYAET (PAKTHl OT MHEHHIH,
MHTEPIIPETALNNA, OLIEHOK, POPMUPYET COOCTBEHHbIE MHEHHUS U




| CY’)KJICHHSI, ApTYMEHTHPYET CBOM BBIBOJIBI M TOUKY 3PEHUS

OIIK-1 CriocobeH mpuMeHsITh Ha 6a30BOM YPOBHE 3HAHUS HCTOPUUYECKUX HAYK TIPH
penicHuu 3a71a4 B chepe CBoeH npodecCHOHaIbHOM eI TeIbHOCTH;

OIIK-1.1 3HAET UCTOPHUIO U COBPEMEHHYIO OPTaHU3AIMIO0 CUCTEMbBI OPTraHOB
roCy/1apCTBEHHOM BJacTH U ynpasieHus B PO, opranoB MecTHOTO
CaMOYIPABJICHUS] U OPTaHU3alUN

OIlK-1.2 Biianeer HaBbIkaMu 1MovcKa U 0TOOpa HCTOYHUKOB, KOTOPBIE BAXKHBI IS
KOHKPETHO-UCTOPUUYECKOI0 UCCIEIOBAHUS C yUETOM IIEHHOCTH
JIOKYMEHTaJIbHOTO UCTOYHHKA KaK YaCTU UCTOPUUECKOTO HACIEIUs U
aKTHBA OpraHU3alNI




4. CTpyKTypa, 00b€M U coep:kaHue TUCHUILINHBI (MOLYJIs1)

OO0mmas TpyJ0€MKOCTh JUCIIUIUIMHBI COCTABISIET 3 3a4eTHHIX enuHuI] 108 akaja. 4acoB, B TOM

qHuCIIC:

— KOHTaKTHas padoTa — 24,6 akaJ. 4acoB:
— aynuTopHas — 6 akaJl. 4acoB;
— BHeayauTopHas — 18,6 akaj. 4acos;

— CaMOCTOATCJIbHaA pa60Ta -

74,7 akan. 4acoB;

— B (hopme npakTudecKoi moarotroBku — 0 akas. Jac;
— MOJTOTOBKA K SK3aMeHy — 8,7 aKaJl. 4yac

®dopma aTrTecTalui - IK3aMeH

Paznen/ tema
JUACIUATIIUHEI

Kypc

AynutopHas
KOHTakTHas paboTa
(B akaz. yacax)

11ab.
3aH.

Jlek.
3aH.

IPaKT.

CamMmocrogreapHas
paboTa cTyneHTa

Bun
CaMOCTOSITEIILHOM
padoThI

dopma TeKylero
KOHTPOJIS
YCIIEBa€MOCTH U
MPOMEKYTOUHOU
aTTecTaluu

Kon
KOMIICTCHIIHH

1. PA3JIET 1.
JIOKYMEHTOBEJIEHUE KAK
HAYKA

1.1 1. Poms mokymeHTa B
JKU3HH YEJIOBEKa U
ob1ecTBa

0,25 05

10

[ToBTOp
JIEKIUOHHOTO
TEOPETHIECKOTO
MaTepuania,
MOJrOTOBKA K
TEKyLIEMY
TECTUPOBAHUIO,
HarMcaHue
COYMHEHHSI-
paccyXIeHus Ha
TeEMY
«/loxymeHT B
KHU3HU 00IIIEeCTBa
U 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
JIOKYMEHTOBETUECKUX
HCCIIeIOBaHUH

0,25 0,5

10

[ToBTOp
JIEKIIMOHHOTO
TEOPETUIECKOTO
MaTepHana,
MOATOTOBKA K
TEKyIEMY
TECTHPOBAHHUIO,
IMOATOTOBKA
o03opa 1o
MEPUOTTUESCKIM
W3IaHUSM B
obactu
JIETIOTIPOU3BOJICTB
a M apXMBHOTO
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




HCIIOJIb30BaHUEM
MPUEMOB CHKaTHUS
HCXOTHOM
UHOPMAIHH;
pebepupoBanue u
AHHOTHPOBaHHE
HAyJHOU
JTUTEPaTypPHL;
OIICHHUBATh U
BBISIBJISITH 00bEM
U Ka4eCTBO
“HGOPMALUH,
npeagaraeMou
HWHTEpPHET-
HCTOYHUKAMHU TIO
JIeIIONIPOU3BO/ICTB
Y ¥ apXUBHOMY
Jieny.

Hroro o pazneny

0,5

20

2. PA3JIEJI 2. IIOHATHA
"MHOOPMALIMA" U
"JOKYMEHT"

2.1 2.1. I[lonsTue
«uH(pOpMaLUA» U €€ POJIb B
COIMANBHBIX U

OKOHOMHYECCKHUX TIpOLeCccCax.

Crnenuduieckue 4epThl
JIOKYMEHTUPOBAHHOU
uHpOpMALTUU

0,25

0,5

20

TToBTOp
JIEKIIHOHHOTO
TEOPETUYECKOTO
MaTepuaia,
MMOATOTOBKA K
TEKyIIeMy
TECTUPOBAHUIO,
aHanm3
JIOKyMEHTaJIbHbIX
HUCTOPHUYECKUX
HUCTOYHHKOB,
MOHATUHHOTO
ammapara
HOPMATUBHBIX U
MPABOBHBIX aKTOB.
AHanus TepMHHA
"undopmarus”.

IIpakTuaeckoe
3aianue Ne2
TecT k pazaeny 2

VK-1.1, VK-
1.2, VK-1.3,
OIIK-1.1,
OIIK-1.2

2.2 Tlonsrue "nokymeHt".
IIpu3naku u cBoiicTBa
JIOKyMEHTa

0,75

10

IToBTOp
JICKIITHOHHOTO
TEOPETU-YECKOTO
Mmarepuaa,
MOATOTOBKA K
TEKyIIEMY
TECTUPOBAHHIO,
YTEHUE U aHAJIN3
JIOKYMEHTAJIbHBIX
UCTOPUYECKUX
HCTOYHHUKOB,
aHanm3
ynotpeOneHus
TEPMHHOB
(moxy™meHT,
Oymara, 1eno,
axT,
JIOKYMEHTHPOBaH
Hast
uH(pOpMAaIHs).

IIpakTuueckoe
3ananue Ne2
Tect k pazneny

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

2.3 OCHOBHEIE CBOMCTBA

0,5

0,5

IToBTOp

IIpakTuueckoe

VK-1.1, YK-




JICKITHOHHOI'O

TEOPETUICCKOTO
Marepuarna, 3aganue No2 1.2, VK-1.3,
JIOKYMEHTOB OIIK-1.1,
[IOATOTOBKA K Tecr k pazzaeny 2 OIK-1.2
TEKyIIEMY
TECTHPOBAHHUIO.
HWroro no pazaeny 1,5 2 37
3. PA3JIEJ 3. ®YHKIIUU
JOKYMEHTOB U CIIOCOBBI
JOKYMEHTHUPOBAHU A
COILIMAJIBHO 3HAUMMOH
MHDPOPMALIMNA
[ToBTOp
JIEKIIMOHHOTO
TEOPETUYECKOTO
MaTepuaia, IIpakTuueckoe SIII; 1y}<,3171§
3.1 ®yHKIUM JOKYMEHTOB 0,5 9 ITOJrOTOBKA K 3ajaHue 3 Oi'[Kl 1 !
TEKyLEeMY Tecr k pazaeny 3 OHK-l. 2‘
TECTUPOBAHHIO,
aHamu3 QyHKIUHA
JTOKYMEHTOB.
CocraBnenue
KOHCIIEKTa C
HCITONB30BaHUEM
MPUEMOB CHKATHS TpaxTiueckoe VYK-1.1, VK-
3.2 CriocoObI U cpesicTBa HUCXOIHOU 1.2, VK-1.3,
0,5 8,7 ) 3amanue 3
JIOKYMEHTUPOBaHUS uH(OpMAaIH; Tecr x paszeny 3 OIIK-1.1,
pedepupoBanue U OIlK-1.2
aHHOTHPOBaHHE
HaY4YHOU
JIUTEPATYPBI
Hroro no pazneny 1 17,7
Hroro 3a cemectp 2 4 74,7 SK3aMeH
HToro no nuCHUMIIIMHE 2 4 74,7 JK3aMeH




5 Ob6pa3oBaTe/ibHbIEe TEXHOJIOTUH

Martepuain npeactaBieH B CIIEKTpe MPOOIEMHBIX BOIPOCOB. TexHonoruei
MOHHUTOPHHTA Pe3yJIbTaTOB 00pa30BaTeNbHOI 1eATEIHbHOCTH SBISETCS SK3aMEH,
BBICTABIIIEMbBIIl C yU€TOM PEHTHHTA MO pe3yJibTaTaM CTYACHTOB B Pa3HOOOPA3HBIX BUIAX
NEeSITeNIbHOCTH — Y4eOHO-TI03HABATEeIbHOM, YaCTUYHO-TTOMCKOBOM, PEIIPOTYKTUBHOM.
Copep:xaHue caMOCTOSTENbHON pabOThI pacCUUTaHO Ha (YOPMUPOBAHUE YMEHUI
pedepupoBaTh, COCTaBIATh HayuHbIE 0030pHI [0 MaTepHaiaM MePUOANYECKUX U3TAHUM,
BKutouasi HTepHeT-u3qanus npoecCuOHaNbHBIX HAyUYHO-TIPAKTUYECKUX KYPHAJIOB C
1enbio GOPMUPOBAHUS caMOpa3BHUBaroIIelica HH(OOPMALIMOHHO-PECYPCHON CPEIbL.
KonTaktHas paborta mpermnosaraet HH(GOPMaMOHHO-KOMMYHHUKAIIMOHHbBIE 00pa30BaTEIbHbIE
TEXHOJIOTUU — OpraHu3alus 00pa30BaTeIbHOIO MPOIecca, OCHOBAHHAS HA IPUMEHEHUHU
CHEIHATM3UPOBAHHBIX POTPAMMHBIX CPEJl U TEXHUYECKUX CPEJICTB PaOOTHI C
uH(popMalreH, B T.4. JEKIUA-BU3YyaTH3aUs — JEMOHCTpALMsl y4eOHBIX MaTepUalOB,
MIPEJICTAaBICHHBIX B Pa3JIMYHbIX 3HAKOBBIX cucTemMax. [IpakTrueckoe 3aHsTHE B popme
MIPE3EHTAIMH — TIPEJICTABIICHUE PE3YIIbTATOB MPOESKTHOM MJIH MCCIIEI0OBATEIbCKON
JESATEILHOCTH C UCTIOIB30BAHUEM CICIIUATIM3NPOBAHHBIX TPOTPAMMHBIX CPEJI.

6 YueOHO-MeTOANYECKOE 00eclieYeHe CAMOCTOSITeIbHOI paGoThl 00y4arouXcst

[IpencraBieHo B npuaoxeHuu 1.

7 OueHO4YHbIE CPeICTBA VISl IPOBEIeHUsI IPOMEKYTOUHOM aTTecTAllUN
[IpencraBieHsl B IPUIOKEHUU 2.

8 YueOHO-MeTOAMUYECKOEe M HH(POPMALIMOHHOE 00ecieYeHUe TN CUMILTUHBI

a) OcHoBHas JMTEpaTypa:

1. JlokyMeHTOBeIcHHE : YICOHHUK ¥ TPAKTUKYM JUTsl By30B / 1ox penakiueit JI. A.
JloponuHoii. — 4-e uz ., nepepad. u qon. — Mocksa : M3parensctBo FOpaiirt, 2025. — 336
c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-19110-3. — TekcT : 2MeKTPOHHBIH //
OopasoBarenbHas miatdopma FOpaiirt [caiiT]. — URL: https://urait.ru/bcode/560108 (narta
obparenus: 31.01.2026).

2. KazakeBuu, T. A. JlokymeHtoBeneHue. JlJoOKkyMeHTAIMOHHBIN CEPBUC : YUEOHUK U
npaktukyMm it By30B / T. A. KazakeBuu, A. U. Tkanuu. — 2-¢ U311., UCTIP. U JOI. —
Mockga : M3narensctBo FOpaiit, 2025. — 167 c¢. — (Bricmiee oopazoBanue). — ISBN 978-5
-534-06273-1. — Tekcr : anektpoHHbIH // Obpa3zoBaTenbHas miardopma FOpaiit [caiit]. —
URL.: https://urait.ru/bcode/562369 (mara oopamienus: 31.01.2026).

3. llyBanoBa, H. H. OcHoBbI Aenonpon3BoaAcTBa. S3bIK CIYKEOHOTO JOKYMEHTA :
yueOHuk /uis By30B / H. H. lllyBanosa, A. 1O. BanoBa ; nox obmieit penakmueit H. H.
[lyBanoBoii. — 3-e u3n., nepepad. u gon. — Mocksa : U3narensctBo FOpaiit, 2025. — 355
c. — (Bricmree oopazoBanue). — ISBN 978-5-534-20343-1. — Tekcr : 351€KTPOHHBIH //
OopasoBarenbHas miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560174 (mata
obpamienus: 31.01.2026).

0) /lomoJIHUTeIbHAS JINTEpaTypa:

1.Koxxymkosa, H. B. Ctpykrypa nokymeHnTa. CuctemMsl JOKyMEHTAUU.
YHuuuupoBaHHas CUCTEMa OpraHU3alMOHHO-PACTIOPAIUTENBHON TOKYMEHTAUN: 001IHe
TpeboBaHUs K COCTaBIeHUIO U odopmiieHHro : yueoHoe mocodue / H. B. Koxyrikosa ;
MI'TYVY. - Marautoropck : MI'TVY, 2016. - 1 sanextpoH. ont. auck (CD-ROM). - 3ari. ¢
TUTyI. 9kpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/20594 (nara



https://urait.ru/bcode/560108
https://urait.ru/bcode/562369
https://urait.ru/bcode/560174
https://host.megaprolib.net/MP0109/Download/MObject/20594

obpamienus: 31.01.2026). - MakpooOBeKT. - TeKCT : 37eKTpOHHBIH. - CBEICHHS JOCTYITHBI
takke Ha CD-ROM.

2. MeTtonoorusi ICTOPUYECKUX MCCIIEIOBAHUM : MPAKTHKYM / coctaBuTesib M. H.
[Toremkuna ; Maruutoropckuii roc. Texuuueckuii yH-T uM. I'. 1. HocoBa. - MarouToropck :
MI'TY um. I'. U1. Hocoga, 2019. - 1 CD-ROM. - 3ara. ¢ tury:. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2638 (marta obpaieHus:
31.01.2026). - MakpooOBeKT. - TeKcT : 37eKTpoHHBIH. - CBeIcHHs JOCTYIHBI Takxe Ha CD-
ROM.

B) MeToau4ecKue yKa3aHus:

CamocTosTenbHas paboTa CTYJACHTOB By3a : IpakTukyMm / coctaButenu: T. T
Heperuna, H. P. Ypazaesa, E. M. PazymoBa, T. @. OpexoBa ; MarHuToropckuii roc.
texuuueckuit yH-T uM. . 1. HocoBa. - Marautoropck : MI'TY um. I'. K. Hocosa, 2019. - 1
CD-ROM. - 3aru. ¢ Tutyi. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2391 (marta obpaieHus:
31.01.2026). - MakpooOBeKT. - TekcT : aeKTpoHHbIN. - CBeeHHs JOCTYMHBI Takke Ha CD-
ROM.

Meroaunueckue yKa3aHus 110 BBIIIOJIHEHUIO JOMAIIHUX 3a/1aHUM NIPECTaBICHBI B
[Ipunoxxennn 1 x PIIJI

r) [Iporpammuoe odecneuenue u UnTepHeT-pecypcebi:

IIporpammuoe obecnevyenne

Haumenosanue .

o Ne norosopa Cpox neicTBUs TMLIEH3UN
7Zip cB0OOIHO pactpocTpansemoe 110 0eccpouHO
bpayzep Mozilla
Firefox cB00OIHO pacnipocTpansemoe [10 0eccpovHO
bpaysep Yandex [cBo6ogHO pacnpoctpansemoe I1O 6eccpodHo
FAR Manager cB000HO pactpoctpansemoe [10 06eccpouHo

IIpodeccnonanbubie 0a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHBIC CHCTEMbI
HaszBanue kypca Cchlika
DiekTpoHHbIe pecypchl oubmmorekn MI'TY um. I'.1. https://host.megaprolib.net/M
Hocoga P0109/Web

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

Poccuiickas ['ocymapcreennas ouodimoreka. Karanoru
yaap /catalogues/

HannonansHas nHGOpMamoHHO-aHATUTHYECKAS URL:

cucrtema — Poccuiickuii nuiekc HayuHoro nurtupoBanust | https://elibrary.ru/project_risc.
(PMHII) asp
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Y4eOHble ayAUTOPUH [T TPOBEICHUS TUCTAHIIMOHHBIX 3aHSITHHN JIKIIMOHHOTO TUTIA:

CTOJI KOMITHIOTEPHBIN, CTOJI MUCHbMEHHBIN, CTYJI OUCHBIN, JOKYMEHT-Kamepa Epson,
ncrounuk o6ecrnepedoitnoro nutanuss POWERCOMIMD-1500AP, kamepa BBICOKOTO
paspelieHus, KOMITBIOTED MEPCOHAIbHBIN (THII 6), mpoekTop ViewSonicPJD7526W,
crimkepdon HacronbHbli Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHUYeCKasl HaCTOJIbHAs, CTepeorapHUTypa (MHKPOGOH C IIyMOTIOAaBICHHEM), SKPaH
nacrennsiii Digis Optimal-C MW DSOC-11032*2

Y4eOHbIe ay TMTOPHUH IS IPOBEICHUS MMPAKTHUECKUX 3aHSATHIA, TPYIIIIOBBIX U
WH/IMBUYaTbHBIX KOHCYJIBTAIMIA, TEKYIIETO KOHTPOJISI U IPOMEKYTOUHOW aTTEeCTAINN:

CTOJI KOMIIBIOTEPHBIN, CTOJI TMCbMEHHBIH, CTYJI OHUCHBIH, JOKyMEHT-Kamepa Epson,
ncrounuk o6ecrnepedoitnoro nutanuss POWERCOMIMD-1500AP, kamepa BBICOKOTO
paspelieHus, KOMITBIOTED MEPCOHAIbHBIN (THII 6), mpoekTop ViewSonicPJD7526W,
ciimkepdon HacronbHbli Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHUYeCKasl HaCTOJIbHAs, CTepeorapHUTypa (MHKPOGOH C IIyMOTIOAaBICHHEM ), SKPaH
nacrennsiiiDigis Optimal-C MW DSOC-11032*2

[TomerieHust 17151 cCaMOCTOSITEIBHOM pabOThl 00YYAIONIUXCS: TIEPCOHAIBHBIC
kommbioTepsl ¢ makerom MS Office, Beixomom B IHTEpHET U ¢ TOCTYIIOM B 3JIEKTPOHHYFO
MH(POPMAIIMOHHO-00Pa30BaTEIbHYIO CPEly YHUBEPCUTETA.

[Tomernenue Juist XpaHEHHS U TPOPHIAKTHUECKOTO 00CITy)KMBaHUsI Yy4eOHOTO
000pYIOBaHUS: CTEIUIAXKHU JJIsi XPAHEHUS Y4eOHO-HATISTHBIX TOCOOUH U y4eOHO-
METOAMYECKON JOKYMECHTAIUH.

ITpuiao:xenue 1
YueOHO-MeToauYEeCcKOe O00eclmeYeHue CaMOCTOATEeJIbHONU PadoThI
o0yUaromuxcsa

PA3JIEJI 1. JOKYMEHTOBEJAEHNE KAK HAYKA

Ilpakmuueckoe 3ad0anue Nel

1) MO3HAKOMUTBCS C AKTyaJTbHBIMU UCTOYHUKAMHU, COJIEPIKAIINE CTUXUHHO-CI0KUBILIHECS
HOPMBI U [IpaBuiia pabOThI C JOKYMEHTAMU;

2) HaAy4HUTBCS COCTaBIATH O030pBHl MyOJMKAlMii Ha OCHOBE HAyYHO-TPAKTUYECKUX
YKYPHAJIOB IO JI€JIONPOU3BOCTBY U apXUBHOMY JEIY;

3) no3HakoMuThes ¢ «I'eHepanbHbIM pernameHToM» 1720 roga u «KpaTkum crnoBapem
BUJIOB U Pa3HOBUJHOCTEH JOKYMEHTOB» 1974 r.;

4) pPEKOHCTPYHPOBATh COCTaB CUCTEM YIpaBlIeHUYECKOH JokyMeHTanuu IleTpoBckoii
AIOXH.

1. TIpoaHanu3upoBaTh KOMILJIEKT T'OJ0BOW IMOAMUCKHU (TIEYATHBIM MM 3JIEKTPOHHBIN

pecypc B cetu VHTepHET) OTHOTO M3 XYpPHAJIOB, YKAa3aHHBIX B CIHCKE, 32 JIIOOOW Toj U3 MATH
MOCJICAHUX.

1. [aTb XapaKTepUCTUKY TEMATUKN CTAaTEN U MaTePUANoB KypHaaa. OpMeHTUPOBaTbLCA Mo
KAOUYEBbIM C10BaM, 3aro/I0BKam CTaTei.

2. YCTaHOBUTb, UMEET 1N XKypHa CBOW CalT B ceTn MHTepHeT (yKasaTb) 1 npeanaraet au
OH 3/IEKTPOHHYIO BEPCUIO (apXMB) CBOMX BbIMYCKOB.

3. MoNb3yacb CNPaBOYHbIMM AAaHHbLIMU KyPHaa, A4aTb 06LLYIO XapaKTePUCTMKY aBTopam
ctaTeit (ykasatb ®XO, mecto paboTbl U A0AKHOCTL). CaenaTb BbiBO4 06 aBTOPaX KypHaAbHbIX
ny6AnKaumi.

4, CoCTaBUTb KOHCMEKT 0A4HOM U3 cTaTel (Ha Bbibop). O6beMom CTaTbU A0KEH ObITb He

MeHee 3-X }KypHaNbHbIX CTPAHWLL,
Memoouueckue pexomenoayuu
AHaM3 KOMILUIEKTa TOJ0BOM MOAMUCKH BBIOPAHHOTO KypHalla CIEAyeT MPEICTaBUTH 6
6uode C6A3H020 MeKcmda, B KOTOPOM OyJIyT OTPa)KCHbI OTBETHl Ha BCE IMOCTABJICHHBIC BBIIIC
BOIIPOCHI, J1U0O0 6 6ude madauyvl.
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MHorue w3 TNEpPeYMCICHHBIX HWXKE OJKYpHAJOB TMPEIACTAaBJICHBI B apXMBax Ha
COOTBETCTBYIOILIUX KYyPHAIbHBIX CalTax.

B omenke maHHOro 3a7aHUsi OCHOBHOE BHHMAHHE YNEJSETCS CIOCOOHOCTH CTYJICHTOB
YBHUJIETh, C OAHOW CTOPOHBI, TUIIMYHOE U XAPAKTEPHOE VISl JAHHOIO UCTOYHHUKA, C IPYIrOM, €ero
0COOEHHOCTH M MPEUMYIIECTBA.

IIpr cocTaBiieHMM KOHCIIEKTA XKYyPHAJIbHOM CTaTbH OLIEHUBACTCS YMEHUE CHKUMATh
nH(pOpMaIKIo, OCTaBIISAS KIFOUEBBIE MOMEHTHI TEKCTA; COCTABIIATH KOHCIIEKT OT 3-T0 JIMIA WU B
6e3nn4Hoi popme, ecir aBTOPOM CTaThu ObLT BhIOpaHa popMa AUaIora ¢ YNTaTeseM.

HrtoroBsrit BBIBO/I 0030pa MOXET COJIepKaThb PEKOMEH AL
HAYMHAIOIINUM JOKYMEHTOBE/IaM IO BO3MOXKHOCTSIM HCIIOB30BaHUS MH(POPMAIUU U3 JAHHOTO
WCTOYHUKA.

Cnncoxk ;KypHaJIoB
«[lenonponsBoacTso»,
«JenonponsBoAcTBO U AOKYMEHTOOH0POT Ha NPeanpuaTUmy,
«OTeyecTBeHHbIe apXMBbI»,
«BeCcTHMK apxmBucTa»;
«CekpeTapcKoe geno»,
«XOpOoLN ceKpeTapby,
«CeKpeTapb-pedepeHT»,
«CrnpaBOYHUK cekpeTaps 1 oduc-meHeaKepar,
«CoBpeMEHHbIN 0pUC-MeHeaKep»,
«YnpaBneHne nepcoHa omy,
«Kagposoe geno»,
12. «KagpoBas cnyxba»,
13. «Kagposuk»,
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14, «CnpaBoOYHUK KaapoBUKa»,

15. «Kagpbl npeanpuaTna;

16. «MeHeaXMEeHT N Kagpbl»,

17. «Hay4Ho-TexHn4YecKaa MHbopmauma»,
18. «bnbnuoTtekoBeaeHMEY.

2. Ilpountare «I'eHepanbHblii persmameHT» 1720 r.(cMm. Xpecromarus K pasgeny 1).
Onpenenutpb, kKakue cepbl roCyJapCTBEHHON NesATeTbHOCTH, o MHeHUIO [letpa I, Heobxoammo
ObUIO  YMOpSAZAOYMBATH C IOMOIIBIO JOKYMEHTOB? Brimucate cdepbl rocynapcTBeHHON
JesATeTbHOCTH B Tabnuiy (cMm. @opma tabmuiiel, cronbderr 1).

Onpenenuts BUAOBOM COCTaB JOKYMEHTOB JIaHHOW JMOXW. BeinmucaTe Ha3BaHUSA
BHJIOB JIOKYMEHTOB I10 IJ1aBaM (cTosiOnbl 2 u 4), a 3aTem, oJib3ysick «Kpatkum ciioBapem BUAOB U
pasHOBUIHOCTEH AOKyMEeHTOB» 1974 1. (cM. Xpectomatust kK pasgeny 1) u «l'eHepanbHbIM
periaMeHToOM», paclpeAeNuTh YyKa3aHHbIe BHJbI U PAa3HOBHUIHOCTU JOKYMEHTOB IO chepam
roCyJJapCTBEHHOH J1eATEIbHOCTH. 3aHECTH JITaHHbIE B TaOJHILy.

JlaTb TOJKOBaHME BBIMHCAHHBIM BUAAM M Pa3HOBHUIHOCTSAM JOKYMEHTOB, IOJb3YSCh
«Kpatkum cioBapeM ...»(ctozaoder 3).

Haumeno Bun u CuaioBapHoe onpeesieHue CcebLa
BaHMe cepbl |Pa3HOBHIHOCTH JOKYMEH BUJA U Ka HA IJIaBY B
rocy1apCTBEHHO Ta Pa3HOBUIHOCTH JOKYMeHTa 0 |«['eHepajibHO
i 1esiTeIbHOCTH «KpaTkomy cji0oBapio BUA0B U M
pa3HoBUAHOCTEH J0KYMeHTOB» (19| perinamente»
74) 1720 r.
1 2 3 4

TecT K pasgeny 1
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1. YKaxute BepHoe npoaonxkeHue ppasbl: 3aKoOH O00OKyMeHmMayuoHHO20 0hopMaeHUs COYUANbHO
3Ha4yumeiii cobbimuli deilicmeyem ...

TONbKO A1A 0dULMaNbHbIX FOCYAaPCTBEHHbIX COBbITUSA;
TONbKO A1 06WecTBEHHO-NONUTUYECKMX COBbITUI;
cyrybo Ana NUYHbIX, CEMEMHbIX CObbITUI;
4, ANA MobbIX COBLITUIN, 3HAYMMbIX ANA OTAENbHOIO YesloBeKa UAn rpynnbl oaei.
2. [eiicTBUA YenoBeKa (C NOMOLLbIO TEXHUKU UK A PYTrUX CPEeACTB) NO 3aHEeCEeHUI0 3HAUMMO

wnN e

nHdopmaunmM Ha MaTepuanbHblii HOCUTENb Ha3blBaeTCA

1. nHbopmaTmlaumei;

2. AOKYMEHTUPOBaHWEM;

3. AOKYMEHTaUMOHHbIM obecneyeHnem ynpaBaeHus;
4. AeN0MNpon3BoACTBOM.

3. LocNOBHO C NaTblHU CNOBO «A0KYMeHT» (documentum) o603Havaert:

1. 3anucb, NUcaTb;

2. bymara;

3. Aorosop, 0683aTenbCTBO;

4. nUcbMeHHoe CBUAEeTeNbCTBO, obpasel,

4. NoHATUE «AO0KYMEHT» ABNAETCA...

06bEKTOM IOKYMEHTOBeAeHUS;
npeameToM JOKYMEHTOBeAeHUS;
LeNbilo JOKYyMeHTOBeAeHUS;
4, NCTOYHMKOM AOKYMEHTOBEAEHMA.
5. BpemeHeM BO3HMKHOBEHUA NePBbIX AOKYMEHTOB MOXXHO CYUTATb INOXY:

wnN e

1 5500-3300 r. 40 Haluel 3pbl;

2. 20 TbIC. neT Hasag;

3 988 r. (KpelieHMe Pycu 1 nosiBNAeHME CNaBAHCKON MUCbMEHHOCTH);
4, cpefHeBeKoBbe.

6. Monb Otne — 370:

aBTOP NepBOro yuebHMKa No LOKYMEHTOBELEHMIO;
O4MH 13 OCHOBaTesIel HayK AOKYMeHTOBeAeHME U MHPOPMATUKS;
YYEHbI, KOTOPbIN BBEN B 0OUXOL TEPMUH «AOKYMEHTOBEAEHMEY;
4, YYeHbI, KOTOPbIA BBEN B 06MXO, TEPMUH « AOKYMEHT».
7. TeHAeHUUA yNOTPe6AATL TEPMUHDBI «AenoBas bymara», «akT», «4eno» B PYCCKOM fA3blKe BMeCTO

wn e

CNOBa «A,OKYMEHT» COXpaHANachb:

1. no01720r.;

2. 00 XIX BeKa;

3. [0 20-x rr. XX B.;
4, 00 30-x rr. XX B.

8. TunuuHble GYHKLUN MEHEAKMEHTA OTPAXKEHbI B MOHATUM:

yrpaB/ieHYecKas cucTeMa SOKYMEHTALLMSA;
OpPraHM3aLMOHHO-NPaBOBasA LOKYMEHTALWA;
¢$UHaHCOBAsA JOKYMEHTALMS;
4. YHUOULMPOBAHHAA SOKYMEHTALMA.
9. CoBpemeHHas yHMOULUPOBAHHAA CUCTEMA AOKYMEHTALMM YUTEHA M CUCTEMATU3MPOBAHA B...

wnNe

1. OKRY[;
2. CcTaHaapTax ISO;
3. noctaHosneHunax UMK n CHK;



4, «leHepanbHOM pernameHTe» 1720 .
10. KTo unu uto 3actaBMA CO BpeMeHeM OTKasaTbCsl  OT TepMUHA «aenosas bymara»,

OPUEHTUPOBAHHOr0 HAa MaTepuabHblii HOCUTEb, U NEPENTU K TEPMUHY K AOKYMEHT»?

1. OKTAbpbCcKas pesontoums 1917 r.;
2. TexHMYeCKn nporpecc;

3. Monb OTne;

4, MoctaHosneHne UMUK n CHK.

11. HaiiguTe npaBuabHOe npoaokeHue ppasbl «B npoyecce caoe2o hyHKYUOHUPOBAHUSA 8
obujecmee doKymeHM MoXem nNPoxodums HeCKObKO cped — onepamueHyIo, pempocrneKmueHyio
u...

NPodUNAKTUYECKYIO;
NPOrHOCTUYECKylto,

wnN e

COrnacoBaHUA N yTBEPXKAEHUSA;
4. apXWBHOrO XpaHeHus.
12. C Takummn HayKamu, KaK apXxuBoBeaeHue, KHurosegeHme, 6ubnmnorekoseaeHue,

6ubnuorpadosegerue, Teopua HGOPMaLUK1, AOKYMEHTANNCTUKA, AOKYMEHTOBEAEHUE UMeeT
obwmit/-yo/-ne:

1. uenb

2. 0bObeKT;
3. npegmer;
4. 3apauum.

13. COBOKYNHOCTb NPUEMOB 1 onepaumnii NO3HaHUA U NPAKTUYECKON AeATeIbHOCTM UK Cnocob
BOCTUXKEHUA onpeaeneHHbIX Pe3y/IbTaToB B NO3HAHMM U NPaKTUKe Ha3blBaeTCA...

CpeacTsom;
cnocobom
MEeToA0M;
4. obbeKTom.
14. Ykaxure metopa, Kotopblit HE OTHOCUTCSH K meTogam aHann3a TEKCTa AO0KYMEHTa.

wnN =

KOHTEHT-aHanus;
METO/, SKCMEPTHbIX OLEHOK;
meTos GOpMYNAPHOro aHaAn3a;
4. NWHrBUCTMYECKasA KcnepTusa.
15. K uncny obuweHayuHbix metoaos HE OTHOCUTCA:

wn e

CUCTEMHDIN;
MOAEeNNPOBAHUSA;
HabnogeHusn;
4. KOHTeHT-aHanus.
16. BaxkHelwmnm o6LWeHayYHbIM METOA40M ANA AOKYMEHTOBEAEHUA ABAACTCA...

wNE

Knaccudukaums;
METO/, UCTOYHMKOBEAYECKOro UccaeaoBaHusA
aHanu3a rpadUYeckmx AaHHbIX JOKYMEHTa,
4. KOHTeHT-aHanus.
17. NocnegHue gecATUNETUA AOKYMEHTOBeAEHUE CTPEMUTCA K TOMY, UTOBbI CTaTb

wnN =

MeXAUCUMNANHAPHON, cobupaTeNnbHO HayKoii U CO34aTb TEOPUIO O AOKYMEHTE U A,OKYMEHTHOM
KOMMYHUKaLUU AN pelleHUs NPaKTUYeCKMX 33434 B KOHKPeTHOI cdhepe fO0KyMEeHTHOM
peatenbHocTu. Kakoe Ha3BaHMe nNpeaaaraeTcs yueHbIMU 4N 3To o6o6watoeit Hayku?



wnN e

4.

NOKYMeHTOo/10rus;
doHpoBeaeHME;
WUCTOYHMKOBEAEHME;
naneorpadwms.

18. AokymeHTOBeaeHue, Nno mHeHUto H.C. JlTapbKoBa, A0/1XKHO U3yyarTb ...

wnN e

4.

BCHO COBOKYMHOCTb JOKYMEHTOB, BOSHMKAIOLLMNX B AEATE/IbHOCTM Pa3BUTOrO 06LLLECTBA;
TONIbKO YNPaB/IEHYECKYIO M NPABOBYHO AOKYMEHTALMIO;

TO/IbKO TEXHUYECKYHO LLOKYMEHTALMIO;

BCHO AOKYMEHTALMIO, BOSHUKAIOLLYHO B OPraHn3aumsx.

19. OTHOCcATCA n HOPpMaTUBHO-MmeToAUYECKUNE aKTbl K UICTOYHUKaM, U3y4yaembim B

HOKyMmeHTOBeaeHUu?

Oa.

HerT.

[a, HO TONbKO NOCNe NPeKPaLLEHMA UX AEUCTBUA.

4. [a, HO TONIbKO AENCTBYIOWME B HACTOALWMA MOMEHT.

wn e

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

1. leHepanbHbIA pernameHT;

2. locyaapcTBEHHAA CUCTEMA LOKYMEHTALMOHHOIO obecneyeHnn ynpasaeHus;
3. Jekpet CoBHapkoma «O nopagKe yTBepKAeHMA U onybIMKOBaHMA 3aKOHOBY;
4, Obuee yuperaeHne MUHUCTEPCTB.

21. Mo Ha3BaHUIO onpegenuTte, K KAKOMY YPOBHIO HOPMATUBHO MeToauYeckol 6asbl JOY MOXKHO
6b1n10 6b1 oTHECTU MpuKka3z MuHucmepcmea Kysbmypsl U MAcco8bix KOMMyHUKayuli Pocculickoli
®Pedepayuu om 8 HoaAbps 2005 2. Ne 536 (2. Mockea) «O munoeoli UHCMpyKyuu no
denonpouseodcmeay e hedepasnbHbIX Op2aHAX UCNoAHUMeAbHOl enacmu»

1. MpaBoBble aKTbl, U34aBaemble BbiCLUMMKN deaepanbHbIMM OpraHaMy 3aKOHOAaTeNbHOM
BJ1ACTU U yNpaB/ieHus.

2. MpaBoBble aKTbl, U34aBaemble BbiCLUMMKN deaepanbHbIMM OpraHaMy UCMONHUTENbHOW
BAACTW.

3. MpaBoBble aKTbl, U34aBaeMble OpraHaMm 3aKOHOAATE/IbHOM U UCMONHUTENBHOM BNACTH
cy6bekToB PP 1 TeppuTOpUanbHbiX 0bpasoBaHuiA.

4, MpaBoBble aKTbl HOPMATMBHOIO M MHCTPYKTMBHOIO XapakTepa no A0Y, nsgasaembie

PYKOBOACTBOM KOHKPETHbIX NpeanpusaTnii  opraHm3auunii.

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

1. B poccuiickmx NOCTax;

2. B cTaHgapTax ISO;

3. B denepasibHbIX 3aKOHax PP;

4. B TUNOBbIX MHCTPYKLUSX NO A4e0NPON3BOACTBY.

23. NMpogonxure ppasy «/lo ceoemy cmamycy UCTOMHUKU, COAEpPIKaLLue HOPMbI U NpaBuaa paboTbl ¢

AOKYMEHTaMU, AeNnaTca Ha ABe rpynnbl...»

1. UCTOYHUKN, 3aKOHOA4ATE/IbHO pernameHTUpoBasLlne Koraa-to Uan pernameHTupyrouime
No HacToAllee BpemMA pa60Ty C AOKYMEHTaMMU,

2. dKTya/ibHbl€ UCTOYHUKU, OTpaxKakouime COBpeMEHHbIl‘/JI onbIT, TPAANUUN
Aenonponssoncrtea U HenocpeacTBeHHO BAUAOWNE HA MPAKTUKY pa60TbI C AOKYMEHTaMMU,

3. yCTapeswne MCTOYHUKU, MMerLWKne TOZIbKO Hay4yHYHO, NCTOPUKO-KY/IbTYPHYHO LLEHHOCTb;
4, NUCTOYHUKN, coaepawmne CTUXUIMHO CIOXKMBLUMECS HOPMbI U NpaBuaa, OTpaxKaouine

Tpagnumn n I'IpaKTI/I"IeCKI/Il‘/JI onbIT Aenonponssoncrea.

24. Npopgonxute ¢ppasy «f1o cmeneHu 8/UAHUA HAa COBPEMEHHYIO NPAKTUKY UCTOYHUKM, coaepKalme
HOPMbI ¥ NpaBuaa PaboTbl C LOKYMEHTaMM, AeNATCA HA ABE rPynnbl...»



w

WUCTOYHUKM, 3aKOHOAATe/IbHO pPeriaMeHTUPOBaBLUME KOrga-To UM pernameHTMpytoLwme no
HacToslee Bpems paboTy C AOKYMEHTAMU;

aKTya/ibHble UCTOYHMKM, OTParKkatoLmMe COBPEMEHHbIM ONbIT, TPaAULUKN AEe0NPON3BOACTBA;
yCTapeBLlMe UCTOYHUKN, MMEIOLLLIME TONIbKO HAaYy4YHYH0, UCTOPUKO-KY/IbTYPHYIO LLEHHOCTb;
WUCTOYHUKM, coaepKallme CTUXMMHO CIOXKUBLLUMECA HOPMbI U NpPaBuK/a, oTparkarmLlime
TpaauLMM U NPAKTUYECKUI ONbIT Ae10NPOU3BOACTBA.

25. K KaKo# Kateropun/am UCTOUHUKOB OTHOCATCA NMCbMOBHUKU U GOPMYNAPHUKU?

1.

UCTOYHUKN, 3aKOHOAATE/IbHO periamMmeHTUpoBaBLlIne Koraa-to Uan pernameHTupyrouime

Nno HacTosllee Bpema paboTy ¢ AOKYMeHTamMK;

2. aKTya/ibHble UCTOMHMKM, OTParKatoLmMe COBPEMEHHbIM OMbIT, TPAaAMULNN
OenonpounsBoACTBa;

3. yCTapeBLlIMe UCTOYHUKN, MMEIOLLLIME TONIbKO HAaYy4YHYH0, UCTOPUKO-KY/IbTYPHYIO LLEHHOCTb;
4, WUCTOYHUKM, cogepKalime CTUXUIAHO CNOXKUBLUMECA HOPMbI U MPaBu/Ia, OTparKawLmne

TPagUUMKN M NPAKTUYECKMI ONbIT 4e/10NPOU3BOACTBA.
26. PopmynapHbie U3BOAbI NO3BO/INAN CO34aTh...

wnN e

4.

rocyapcTBeHHble CTaHAAPTbI,
TUNOBbIE UHCTPYKLMM,
NMUCbMOBHWMKM,
GopMYNAPHUKMU.

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

wnN e

4.

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

28. K KaKo# KaTeropun/am UCTOUHUKOB OTHOCUTCA XKypHan «CNpaBoOYHUK CeKpeTapsa u

opuc-meHemKepa»?

1.

UCTOYHUKWN, 3aKOHOAATE/IbHO pernameHTUpoBaBLlLUME KOrga-to Uanm pernameHTupyrouwime no

HacTosllee Bpema paboTy C JOKYMEHTaMu;

2.
3.
4.

adKTyaJibHbleé NCTOYHUKWN, OTpa*Katouine COBpEMeHHbIﬁ onbIT, TPaANUNN Oenonpon3soacTtBea,
yCTapeswmne NCTOYHUKU, merwmne ToN1IbKO Hay4YHYH, UICTOPUKO-KY/IbTYPHYHO LLEHHOCTDb,
UCTOYHUKMN, coaepalmne CTUXUIAHO CNOXMBLUMECA HOPMbI U NpaBuaia, oTpaxakwuwmne

TPagUUMKM M NPaAKTUYECKMIA ONbIT 4e0NPOMU3BOACTBA.
29. Ecnn HOPMaTUBHbII AOKYMEHT Ha3blBaeTCA KTUNOBAA UHCTPYKLMUAY, KTUNOBOMW pernameHT» Unm

«TNUNOBAaA HOMEHKNATypa Aen», K KAKOMmy YPpOBHIO HOpMaTMBHO-METOAMHECKOﬁ 6a3bl cnepyer ero

OoTHecTu?

1.

NpPaBoBble aKTbl, U34aBaeMble BbICLIMMM rOCYAaPCTBEHHbIMKN OpraHamu deaepasbHoi

3aKOHOZATe/IbHOM BNACTU M BbICLUIMMUW OPraHamu yrpas/ieHus;

2.
3.

NpaBoOBbl€ aKTbl, U34aBaemble d)e,u,epaanblmm OopraHamu NCNONHUTENbHOM BN1aCTH,
NpaBoOBblE€ aKTbl, N34aBaemble OpraHamu 3aKOH0,CI,aTel'IbHOﬁ N UCNOJIHUTEIbHOM B1acTH

cyb6bekToB PO 1 nx TeppuTOopUuanbHbIX 06pasoBaHNil;

4.

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

30. YKaxkute ypoBeHb/U HOpMaTUBHO-METOAMNUYECKOM 6a3bl, KOTOPbIA/ble MOXKHO pa3genunTb Ha gBe
noArpynnbl — «obLMe NpaBoBble U HOPMATUBHbIE aKTbI» U «CneLuanbHble (Y3KOBEAOMCTBEHHbDIE)

npaBsoBbie aKTbI».

1.

NnpaBoOBble€ aKTbl, N34aBaemble BbICLUMMU TOCYyAapPCTBEHHbIMKW OpPraHamu d)ep,epaanoﬁ

3aKOHOAaTeﬂbHOVI BN1aCTU U BbICLULMMU OpPraHaMu ynpaBaeHuA,;

2.
3.

NpaBoOBbl€ AKTbl, U34aBaemble d)e,u,epaanblmm opraHamu NCNONHUTENbHOWM BNacCTu,
NpaBoOBbl€ AKTbl, U34aBaemble OpraHamu 33KOH0,D,aTel'IbH0l71 N UCNONHUTENBbHOW B1AcTH

cybbekToB PO 1 nx TeppuTopmnanbHbIX 06pasoBaHNil;



4, NnpaBoOBblE€ aKTbl, U34aBaemble PyKOBOACTBOM ﬂpe,ﬂ,l’lpMﬂTMﬁ n Opl'aHM3aLI,VIl7I.
31. YKaxute, Kakue HOpMaTuBbl ABNAIOTCA oba3arenbHbIMM AnAa ncnonHeHuA pa6OTHMKaMM

opraHusauum.
1. MpumepHaa MHCTPYKLMA NO Ae/0NPON3BOACTBY.
2. MHCTpYKLMA MO Aenonpon3BOACTBY OpraHM3aumm.
3. locyaapcTBEHHbIM CTaHAAPT.

4. desepanbHbIit 3aKOH.
32. YKaxuTe, B KaKOW M3 NPeACTaB/IeHHbIX FPynn HOPMATUBHO-NPABOBbIX AOKYMEHTOB, Ha3BaHbl aKTbl

OAHOro YPOBHA.

1. NOCTaHOBNEHMA NPaBUTENbCTBA CY6beKToB PP, TUMNOBOE MONOXKEHUE, MHCTPYKUUK
(npaBuna) no AenonpousBoACTBY OpraHMsaumu, Tabenn yHUULMPOBaHHbLIX GopmM, anbbombl
671aHKOB, NOJIOXKEHUA O AEN0NPOM3BOACTBE, O PaboTe C NePCOHAbHbIMU AaHHbIMMK;

2. KO4EKChI, d)e,u,epaanble KOHCTUTYUMNOHHbIE  3aKOHbI, d)ep,epaanble 3aKOHbI,
NOCTaHOBJ/IEHMA NPABUTENIbCTBA, YKa3bl [pe3ngeHTa Po;
3. KOOEKChbI, d)ep,epaanble KOHCTUTYUMNOHHbIE  3aKOHbI, d)ep,epaanble 3aKOHHbI,

NOCTAaHOBNEHMA NpPaBUTENbCTBA, YKa3dbl [lpe3ngeHTa P®P, nocTtaHOBAEHWA NpPaBUTENbCTBA
cybbeKkToB PO, nocTaHOBAEHMA [1aB aAMUHUCTPALMNA;
4. NOCTaHOB/NEHMA npaBuTeNbCTBA  CyHbEKTOB PO, KOAEKCblI, depepanbHble
KOHCTUTYLMOHHbIE 3aKOHbl, ¢deaepasbHble 3aKOHbl, MOCTAHOBAEHMA MPABUTENLCTBA, YKas3bl
Mpe3ngeHTa PP, MHCTPYKLUMA NO AE/N0NPOU3BOACTBY OpraHusaumm, Tabenb YHUOULMPOBAHHbIX
dopm, anbbom 61aHKOB.

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

1. 06na3aTenbHbIN XapaKTep;

2. peKkoMeHAaTeNbHbIN XapaKTep

3. obecneunBatownii xapakTep;

4, MHPOPMaLMOHHO-CNPABOYHbIN XapaKTep.

PA3EN 2. NOHATUA "MIHOOPMALMA" N "AOKYMEHT"

Tema 1. NMoHATHE «MHDOPMALMAY U €€ PO/b B COLMANbHBIX U SKOHOMUYECKUX
npoueccax. Cneumduyeckme 4epTbl AOKYMEHTUPOBAHHON MHDOPMALUK

Tema 2. MoHATHe "aoKymeHT". MpU3HaKN U CBOMCTBA AOKYMEHTA

Tema 3. OcHOBHbIe CBOMCTBA AOKYMEHTOB

TecT K pasgeny 2



MNpaKkTnyeckoe 3agaHme No2

lNMpakTu4yeckoe 3agaHue 2

1.0npepenuTte cneunanbHble PyHKUMU Cneayolmnx 40KYMEHTOB:

— Kynyas Kabana Hukutbl Ko3noea Ha xonona MeaHa MNaBnosa 23 mas
1494 r.;

— panopT reHepan-npokypopa CeHaTta U.10. TpybeuKkoro umnepatpuue
Ennszasete MeTpoBHe o npunesge B MNetepbypr ns Apocnasna TeaTpasbHOM TPYNMbI
¢.r. Bonkosa 3 ¢pespana 1752 r.;

— pekpeT CHK "O npaBunnax noAnnCaHMA AEHEXKHbIX Oymar, LOKYMEHTOB,
opAepoB, OTHOLLIEHWUN, cnNpaBoK U T. n." oT 12 aekabpa 1921 r.;

- noctaHoBneHne BUNK n CHK PCOCP "O nopaake nosb30BaHUA NevyaTaMm
c rocygapcTBeHHbIM repbom PCOCP" ot 15 aekabpa 1936 r.;

—noctaHoBneHus LUK KMCC u CoseTta muHuctepcts CCCP "O mepax no
COBEPLUEHCTBOBAHMIO U yAELIEBAEHMIO annapaTta ynpasaenma" ot 13 oKtabpa
1969 r.;

— YKa3s Mpe3unaeHta PP "O BHECEHUM UBMEHEHUIN N AONONHEHWUN B
MonoXkeHne o NnopaaKe PacCMOTPEHMA BONPOCOB rpaxaaHctea PO" ot 27
nekabpa 1993 r;

—YKa3s Mpe3naeHta PP "O cTpykType dpeaepanbHbix OpraHOB
ncnonHuTenbHol Bnactn" ot 11 AHBaps 1994 r.;

— ®epepanpHbIi 3aKoH "O6 MHGOpMaLMKN, MHGOPMALLMOHHbIX TEXHONOTUAX
n 3awmte nHpopmaummn" 2006 r. Ne 149 —P3;

— FOMmopucTrnyecknin }kypHan «Kpokoann»;

— JK3aMeHaUMOHHaA BeAOMOCTb.



MemoouyecKue peKkomeHOayuu

Mpu onpeaeneHnmn GyHKUMN nonb3osBaTbea Tabanuen Ne 5 (CneumnanbHble
bYHKUMN) B TeOpETMYECKOM pa3aene 3.

Mpu yKazaHUM QYHKLMIA NPUAEPKUBATLCA Ceaytowei
nocaef0BaTe/IbHOCTY:

a) BblABUTb UCXOAHYIO (IJYHI-(LI,MI-O AOKYMeEHTa, TO €CTb onpeaenntb uesib
(I)MKCMpOBaHMFI VIH(I)OpN\aLI,MVI Ha MOMEHT ero coCrtaBneHumA,

6) OTMeTUTb, Kaknue PyHKUMN  OOKYMEHT MOXKET BbINO/IHATL  CerogHs.

2. MpuBecTn No 2 NpMmepa peanbHO U3AaHHbIX AOKYMEHTOB, 061aaatowmx
cnenyrowmmm cneumanbHbiMy QYHKLUNAMMU:

- yNnpaB/ieHYEeCKOW,
- NPaBOBOWN,
- NO3HaBaTEe/IbHOMN,
- 06LWEKYNbTYPHON,
- yyerTa,
- pa3BaeKaTeNbHON.
MemoduuecKue pekomeHoayuu 2

MpuMepbl 4OKYMEHTOB, BbINMONHAOWMX YKa3aHHble Bblwe QYHKLMMK,
AOJ/IKHbI CONPOBOXAATbCA  YKa3aHWEeM BUAA AOKYMEHTA, 3aro/IoBKa M AaTbl ero
n3paHuns. MoXKHO NPMBECTU NPUMEpPbI LOKYMEHTOB Pa3IMYHbIX UCTOPUYECKUX
3MOX.

3. CaenaTb TEKCTOBOE ONUCaHME 0AHOrO Ntoboro YepTeKa (cxembl /
rpaduka / amarpammbl (TEXHUYECKOTO AOKYMeHTa). CpaBHUTb CKOPOCTb
BOCNPUATMA MHPOPMALMMN B TEKCTOBbLIX U TEXHUYECKUX AOKYMEHTAX.

MemoouyecKkue pekomeHoayuu 3



MoaobpaTb M NPUAOKNUTb B KAYECTBE UANOCTPaLMM obpasel, ntoboro
Heb0/1bLIOro TEXHMYECKOro AOKYMEHTA, NpeAcTaBAtolWero coboi yepTexx nnm
CXEeMY Pacno/ioXKeHUs Yacten, 06 bEKTOB U T.MN., rpaduK, Anarpammy u npou.,
HanNpPUMep, YepTerK HEOONbLLIOTO N HECIOXKHOTO YCTPOMCTBA, CXEMY Npoe3aa Uu
NOXAPHOM 3BaKyauUUMN.

MonpobyinTe COCTaBUTb TEKCT, Nepeaatomnii MHGopPMaLMo TEXHUYECKOTO
AOKYMEHTa TEKCTOBbIM CNOCOOOM.

CpaBHUTe Bpems, 3aTpayeHHOe Ha BocnpounsseaeHe nHbopmaumm B
KaXK4oM cay4ae.

MonpobyinTte 06BACHUTL NPENUMYLLECTBA TEXHUYECKON AOKYMEHTALMK MO
CPaBHEHMIO C TEKCTOBLIM ONMCAHMUEM.

4. Npueeaunte Nnpumep NUKTOrpaMmmsl. K Kakomy cnocoby
OOKYMEHTMPOBAHUA OTHOCUTCA NUKTOrpadma?

MemoduuecKue pekomeHoayuu 4

Cnocob AOKYMEHTMPOBAHMA oNpeaensaTb No Knaccubumkaumm
H.C. NapbkoBa (cm. XpectomaTtums K pasaeny 3.)

TecT K pasgeny2
MpomerKyTouHbIN TecT 2. OCHOBbI AOKYMEHTOBEAEHUA

BHumaHue! anSUfIbeIX omeemos Mmoxcem bbimb HECKO/1bKO.

1.CnoBo «nHpopmauua» (informatio) 6yKBanbHO € NaTbIHN NEPEBOAUTCA KaK:
1) ‘3HaHKe, NOHMMaHKE’;

2) ‘pa3bACHeHMe, N3N10XKeHMe, OCBEAOMIEHHOCTDL';

3) ‘maHHble, cBeaeHMsA, coobeHma’;

4) ‘NOKYMEHT, 3aNnCb, I0Ka3aTebCTBO’ .


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

2. B oTeuecTBeHHOM 3aKOHOAATENbCTBE CEroAHA NPUHATO caeayollee
onpegeneHue NOHATUA «MHPoOpmaLUa»:

1) 3HaHMA o Nnpupoge n obuiecTse;

2) HenpepbIBHOE U3MeHeHUe (ABUKEHMNE) U B3aMMOAENCTBME MATEPUA/bHbIX
06BbeKTOoB;

3) obo3HauyeHue coaep*xXaHuAa, noay4eHHoe HaMu U3 BHELWLHEro Mmmpa B npoLecce
I'IpVICI'IOC86I1MBaHMF| K HEMY HaC 1 HallnX 4yBCTB;

4) cBeaeHuMA (coobueHms, AaHHble) He3aBUCMMO OT GOPMbI UX NPeaCcTaBAEHUA.
3. Kakum cnocobom yenosek nonyyaet uHpopmauuio n3sHe?

1) BOCNPUHUMAET OpraHamm 4yBCTB (C MOMOLLbIO NEPBON CUTHA/IbHOM CUCTEMBI);
2) BOCNPUHMMAET peyeBble CUrHabI (C MOMOLLbIO BTOPOI CUTHANbHOM CUCTEMDI);
3) tHpopmaumA XpPaHMTCA B MO3re YeN0BEKA, M OH ee NPOCTO BCMOMUHAET;

4) c NOMOLLbIO yYnTeNEN N poanTENEN.

4. YKaxute BepHoe npogoaxeHue ¢ppasbl: «MHpopmayua —3mo ...»

1) maTtepus;

2) sHeprus;

3) maTepuA 1 aHeprus o4HOBPEMEHHO;

4) He maTepusa 1 He 3Heprua, a 3adpUKCUPOBaHHbIE Baaroaapa matepun
M3MEHEHMA COCTOAHMA MaTEPUM U SHEPTUMN.

5. MaTtepuanbHoCcTb MHPOPMAL MU NPOABAAETCA B TOM, UTO...
1) HbopmaLma n ecTb maTepus;
2) nHpopmauma — 3To SHEpPrus, a SHepPrns matepuanbHa.

3) uHpopmauusa duKcMpyeTca opraHamm YyBCTB UK APYrMMM cnocobamu
perncTpaummn maTepmu, a cae[oBaTeslbHO, CBA3AHA C Hel;

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



6. Kak Ha3biBaeTca cBOiCTBO MHGOpMaLUK, NPOABAAIOLLEECA B TOM, UTO OHA
(vHnpopmauyma) nepepaerca u obpabaTtbiBaeTca Y4eNOBEKOM NOPLUOHHO,
oTAeNbHbIMU coobweHnamn?

1) NHBAPMAHTHOCTb;

2) ANCKPETHOCTb;

3) CTPYKTYPMUPOBAHHOCTD;
4) 4YaCTUYHOCTb.

7. CemaHTUYECKUM (CMbicnOBOI) XapaKTep MHPOpPMaLMK NPOABNAECTCA B TOM,
yTo...

1) nHbopmauma nepenaeTcsa B BUAE OTAE/NbHbIX COOBLLEHNI;

2) nocnepoBaTeIbHO KoaMpyeTcs;

3) Bceraa MmeeT Kakoe-To Ha3HauvyeHue, uenb, 3a4a4y;

4) ncnonb3yeTca oTAeNbHbIM YE/10BEKOM MU COLMYMOM.

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

2) 4Aa, B HEKOTOPbIX CAy4daAXx, Hanpummep, Korga OKyMeHT nepeHasHavyeH anAa
npo4YTeHNA He Ye/I0OBEKOM, a ME\LIJVIHOVI,'

3) HeT, TONIbKO B CAy4Yasx, Koraa nHbopmaums He NpeaHasHaYeHa a1a WUPOoKoro
MCNONIb30BAHUA U TUPAKUPOBAHUSA;

4) HeT, TorAa 3TO He JOKYMEHT.

9. flBNAETCA 1N KNETKa XXUBOro OpPraHu3ma A,0KYMEHTUPOBAHHOIM
uHdopmayuein?

1) Aa, TaK KaK oHa coaep*Knt nHoopmaumto (AHK) 3aHeceHHyo Ha maTepuanbHbIN
HOCUTENb;

2) na, BCce B Mmpe coaepXuTt nHdopmaLmio;
3) HeT, TaK KaK 3Ta MHpOopMaLMA He COLMaNbHa;

4) HET, TaK KaK K/1€TKa HE MaTepPUA.



10. YKaXkute BepHoe nepeymncieHme CBOMCTB AOKYMEHTUPOBaHHOMN
MHpopmauun.

1) UMeeT CEMaHTMYECKUI XapaKTep, KOAUPYETCA CUCTEMON CUMBOJIOB U 3HAKOB,
CTPYKTYPUPOBAHa U NepeaaeTcsa ANCKPETHO, CBA3aHa C MaTepUuasibHbIM
HOCUTEeNEM, HOCUT COLMabHbIN XapaKTep;

2) XpaHUTCA B MO3re YeNI0BEKA, KOAUPYETCA CUCTEMOM CMMBOJIOB M 3HAKOB, e
NPUCYLLN MHBAPMAHTHOCTb, YaCTUYHOCTb;

3) CTPYKTypUupoOBaHa 1 NepeaaeTcs AUCKPETHO, NpeacTaBaseT coboi maTeputo
AW SHEPTUIO, UMEET CEMAHTUYECKUI XapaKTep;

4) UMeeT counanbHbIA U CEMAHTUYECKUI XapaKTep, 061a4aeT MHBAPMAHTHOCTbIO,
KOAMPYETCA CUCTEMOM CMMBOJIOB U 3HAKOB.

11. NMpopgonkurte Pppasy: «TepMUHbI KOOKYMeHMUpPOBaHHAA NHPOPMaLUA» U
«O0KymMeHMHasa nHpopmauuma» ...»

1) HUYeM Apyr OT Apyra He OTANYAKTCA U ABAAIOTCA NOAHBIMU CUHOHUMaMM.
2) cogepsKaT NPOTUBOMO/IOXKHbIE MOHATUSA;

3) pa3nnyHbI NO NOHATUMHOMY 06bEMY, TaK KaK HE BCAKAA «AOKYMEHTUPOBAHHanA
MHbOPMALUNA» ABNAETCA KAOKYMEHTHOMY.

4) noHATME «AOKYMEHTUPOBAHHAA MHOPMALMAY» LUMPE NOHATUS «OKYMEHTHAsA
MHGOPMaLMA», TaK KaK YKa3blBaeT HE TOJIbKO Ha Ha/InuMe uaeanbHOM
(MHPOPMaLMOHHOI) cocTaBAAOWEN, HO U HA HaIMYME MAaTEPUA/IbHOTO HOCUTENS.

12. YKaxute cBOMCTBO AOKYMEHTUPOBAHHOU MHOPMaALUK, KOTOpoe
HE AB/TIAETCA oba3aTtenbHbIM.

1) onepaTUBHOCTb;
2) 0lHO3HAYHOCTb TONIKOBAHMUS;
3) AOCTOBEPHOCTD;
4) opMUMaNbHOCTD.

13. MOXHO K cunTaTb AOKYMEHTOM Yesl0BeKa, caelaBLiero TaTyMpoBKY Ha
Tene?

1) HET, TaK KaK OH He ABJZIAETCA MaTepPUa/IbHbIM HOCUTEJIEM;



2) HeT, TaK KaK OH He COAEepPXKUT MHPopMaLMK;

3) HET, TaK KaK YesnoBEK He npeaHa3Ha4vyeH anAa XpaHeHusa, O6LLI,eCTBeHHOI'O
MCNoJ1Ib30BaHUA N Nepeaadn Bo BpemMeHU N NPOCTPAHCTBE,

4) pa, TaK KaK 3TO MaTepunanbHbIn 0OBEKT, C 3aHECEHHOM Ha Hero (cnocobom
NPUAYMAHHbIM Ye/IOBEKOM) COLMaNbHON MHGOpMaLmMen.

14. Hasosute gudpdepeHuymanbHbie NPU3HAKU AOKYMEHTA?

1) HaAnume MHGOPMALMOHHOM U MaTepUaIbHON COCTABNAOLLMX;
2) CTPYKTYPHOCTb AOKYMEHTA;

3) NOANMHHOCTD;

4) pYyHKUNOHANIbHOCTb AOKYMEHTA.

15. Hailgute BepHoe npoaomkeHue ppasbl: «OpUrMHANbHOCTb AOKYMEHTA
ABNAETCA ...»

1) cywectBeHHbIM (AnddepeHUnanbHbim) NPU3HAKOM, TaK KaK XapaKTepHa ans
BCEX BMAOB M TUMNOB AOKYMEHTOB;

2) cywectBeHHbIM (AMddepeHLmanbHbiM) CBOMCTBOM, Tak Kak Heobxoanma
Ye/IOBEKY B €ro NPaKTUYeCKon X13HW;

3) HecyLW,ecTBEHHbIM NPU3HAKOM AOKYMEHTA, TaK Kak Ye/l0BeK B
AENCTBUTENBHOCTM UMEET AeN0 He TO/IbKO C OPUTMHANAMMN JOKYMEHTOB, HO U C UX
KOMUAMMU;

4) HeCyLW,eCTBEHHbIM, TaK KaK BCTPeYaeTCA HE Y BCEX AOKYMEHTOB.

16. Kak Ha3biBaeTcA AOKYMEHT, Bnepsbie CO3AaHHbIﬁ OAHUM HYenoBeKom Unum
HeCKO/IbKUMU I'IMU,aMM?

1) opuruHan;
2) NOANVHHUK;
3) ay6nukKar;
4) Konwus.

17. Cnoco6HOCTb AOKYMEHTOB K TUPAXKUPOBAHUIO, BOCMIPOU3BELEHUIO
coAepXKaHUa U maTtepuasibHOro HoCcUTeNA HasbiBaeTCA ...



1) ayTEHTUYHOCTD;

2) TOXAECTBEHHOCTb;
3) KONMUINHOCTb;

4) danbcndpmrKkaums.

18. Cpegm nepeyncneHHbIX TMNOB AOKYMEHTOB Ha30BUTE Te, KOTOpble He
CUMTAIOTCA KONUAMM.

1) ay6nmKaThbl;

2) YMHO€eHHble OpUTMHanNbl;

3) oTnycku;

4) BbINUCKMW.

19. K10, umeet npaBo NnpugaBaTtb OPUAUYECKYIO CUY KONUAM?
1) HoTapwuyc;

2) opraHu13aumsa, BblAaBLIAA AOKYMEHT;

3) HaYanbHWK oTAEeNa KagpoB Ntoboi opraHnsaumm;

4) 3aBeayoWM KaHUenspuen ntoboro rocyaapcTBeHHOro opraHa.

20. Kak Ha3biBaeTcA OopuUuruHan, paCCManMBGEMbIﬁ C TOYKM 3peHUnA OTCyTCTBUA B
HeM HECaHKLMOHUPOBAHHDIX M3MeHeHUun?

1) Konwus;

2) pybnukar;

3) danbcdULMPOBAHHBIN JOKYMEHT;
4) NOANVHHMUK.

21. K Kakomy Buay ¢panbcudpumKaumm 4OKYMeHTOB byaeT oTHeceHa
MHTEpnonAauma?

1) ymdpposas danbcuduKkauus;
2) aHanoroBas danbcudpuKkaums;

3) noA4YnCTKa;



4) BcTaBKa.
22. Kakou AOKyMeHT cuutaetca opuumanbHbim?

1) AOKYMEHT, U3rOTOB/IEHHbIN C cCOBNtOAEHNEM YCTaHOBNAEHHOMN POPMbI MK
YaCTUYHO U3MEHEHHbDIN;

2) AOOKYMEHT, N3roTOB/IEHHbIN CaHKUMNOHUPOBAHHbIM cnocobom B COOTBETCTBUM C
3aKOHO4AaTE/IbHO onpep,eneHHoﬁ TEXHO/IOTUEN ero U3roToBAEHUSA U MMeI-OLLI,Ml;'I
NPU3HaK1 NOA/IMHHOCTH,

3) AOKYMEHT, CO34aHHbIN IOPUANYECKUM AN GUBNYECKUM TINLOM, ODOPMIEHHbIN
M YAOCTOBEPEHHbIN B YCTAHOB/IEHHOM NOPAAKE;

4) BOKYMEHT, coaepKaHMe KOTOPOro MOXHO CYMTaTb NMOJIHbIM U TOYHbIM
npeacTaBAeHNneM NoATBEPKAAEMbIX ONepauunii, AesaTeNlbHOCTU AU GaKTOB U
KOTOPOMY MOXHO A0BEPATb B NOCNEAYOWMX ONepaLmax nin B nocneaytoLLen
[EeATeNbHOCTH.

23. AYTEeHTUYHbI AOKYMEHT — 3TO ...

1) AOKYMEHT, U3rOTOB/IEHHbIN C cCObBNtOAEHNEM YCTaHOBAEHHOMN POPMbI MK
YaCTUYHO U3MEHEHHbIN;

2) LOKYMEHT, KOTOPbIN MOXHO /I0Ka/IN30BaTb, HANTK, BOCMPOU3BECTU U
MHTEPNpPEeTUPOBaTb;

3) TaKoM AOKYMEHT, Y KOTOPOro MOXHO A0Ka3aTb, YTO OH: ABNAETCA TEM, YEM
npeTteHAyeT 6bITb; OblN CO34aH UAM OTAPABAEH NULOM, AEACTBUTE/IbHO
CO34aBLUMM MM OTNPABMBLUMM €r0; a TaKXKe Obl/1 Co34aH UM OTNPaB/EH B TO
Bpemsa, KoTopoe 0603HaYeHo.

4) AOKYMEHT, coaep*aHne KOTOPOro MOXXHO CHMUTATb NOSIHbIM N TOYHbIM
npeacraaeHnem noarsepxXgaemboix onepau,wﬁ, AEATENBbHOCTU UNTU (I)aI-(TOB “n
KOTOpPOMY MOXHO A0BEPATb B nNociaedyroumnx onepaumnax nam s nocne,u,yrou.l,eﬁ
AEATENBbHOCTU.

PA3AEN 3. DYHKUNN AOKYMEHTOB M CNMOCOBbI AOKYMEHTUPOBAHWA
COLMANBHO 3HAYUMOIN MHOOPMALMN

Tema 1. DyHKUUN LOKYMEHTOB

Tema 2. Cnocobbl 1 cpeacTBa 4OKYMEHTUPOBAHMUA



TecT K pasgeny 3

TecT K pa3geny 3. OCHOBblI AOKYMEHTOBEAEHUA.

Tembl «DYHKLUUU JOKYMEHTOB» U «Cnocobbl AOKYMEHTUPOBAHUAY

1. HasHauyeHMe fOKYMeHTa, ero obuecTtBeHHas pob, Uenb, 3agaua
Ha3blBaeTCA...

1) dyHKUMEN;

2) cBOMCTBOM;

3) Buaom;

4) TMnom.

2. MonndpyHKUMUOHANbHbIM AOKYMEHT ABNAETCA NOTOMY, YTO...
1) ogHOBPEMEHHO BbIMONHAET HECKO/IbKO Pa3HbIX GYHKLMNA;

2) Bpemsa oT BpeMeHU MeHAeT PyHKLUMK;

3) pa3Hble AOKYMEHTbI BbINMOAHAIOT pasHble GYHKUNK;

4) y AOKYMEHTA eCTb r/1aBHaA, oblme n cneumnanbHble GyHKUMUN.
3. CnoBo «dyHKUua» (functio) c naTbiHM NepeBoOAUTCA KaK ....
1) Tmn;

2) uens;

3) ucnonHeHwue;

4) 3apava.

4. leneHune PyHKLUUA [ OKYMEHTOB Ha rnasHble, 0bwue 1 cneynanbHbie 6bino
npeasoXeHo...

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

3) N.M. UntoweHKo.



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

5.3.A. bapgaes u B.b. KpaBueHKo, xapakTepusya ogHy U3 GyHKLUI, NTULLYT, YTO
AOKYMEHTbI € 3TOM PyHKLMeil Nnpu3BaHbl: BbipaXKaTb MHTEpeCbl onpeaeneHHOro
COLMANBbHOrO CNOA, FPynnbl, UHAUBUAYYMA; 3ane4vaT/ieBaTb, COXPaHATb U
nepeaasBaTb COLMANIbHYIO MHPOPMALIMIO, OTPAXKAIOLLYIO YCTPOUCTBO U
dyHKUMOHMpoBaHMe obLecTBa; OTpaXKaTb AeATeNIbHOCTb, MECTO U PO/b
KOHKPETHOro Yes0BeKa, TeX WM UHbIX COLMaNbHbIX rpynn AaHHOro obuwecrsa
Ha onpeAeneHHOM cTyneHu ero pa3sutua. O Kakou GyHKUUM nger peusb?

1) ynpaBneH4ecKowu;
2) MHGOPMALMOHHOM;
3) coumanbHoWm;

4) KyNbTYpPHOIA.

6. Mouyemy B HayKe A0 CUX NOP He CNOXKUN0Cb eAUHOWN KnaccudpuKkaumm
dYHKUMII fOKYyMeHTOB?

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

2) cneKkTp 3TuX GYHKUMIN LINPOK, TaK KaK MHOPMaLMA NPOHU3bIBAET BCe chepbl
yesioBeyecKoro obuiecTsa 1 ya0BNeTBOPAET cCamble pa3HoobpasHbie
notpebHocTy;

3) AOKYMEHTbI CNOCOH6HbI BbIMO/HATb CPA3y HECKObKO GpYHKLMIA, UX MHOTAA
TPYAHO pasaenntb mexay cobon;

4) Bce Ha3BaHHbIE BbIlIE NPUUUNHDbI.

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

1) obwue;

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

8. 9Tn PpyHKUMM 06A3aTeNbHO eCTb Y BCeX AOKYMEHTOB, HO B pa3HOM COCTaBe
KaK aKTyaZibHOe gononHeHue apyrux GyHKumii. OHM BO3HUKAIOT Y IOKYMEHTA U



MOTYyT MEHATbCA B 3aBUCUMOCTHU OT YC/10BUIT QYHKLMOHUPOBAHUA AOKYMEHTa,
OTpParkaloT pa3HOOobpa3Hble KOHKPETHbIe NOTpebHOCTU obLecTBa MU
OTAEeNbHOro ero YneHa.

1) obwue;

2) cneunanvHble;
3) ynpaBneH4YecKue;
4) rejOHNYECKME.

9. 3Tn noadyHKUMM (OpraHM3aLUOHHAA, NIAHUPOBAHMUA,
NPOEKTUPOBaHUA/KOHCTPYUPOBaHUA, pacnopAaaUTeNbHaA, KOHTPOAS,
CNPaBOYHO-aHANUTUUYECKAA, NPaBOBaA PYHKLMA) OTHOCATCAK ...

1) ynpaBneH4yeckon GpyHKLUU;
2) nHPopMaUNOHHON PYyHKLMK;
3) 0bLeKkyNbTypHOM DYHKUMY;
4) coumnanbHom GyHKUUMN.

10. Kako# TMn GpyHKUMiA BAMAET Ha NPaKTUKY paboTbl C ALOKYMEHTaMU,
dopmupyet pyHKUMOHANbHbIE CUCTEMbBI OKYMEHTALUN?

1) obwue;

2) cneuunanbHble;

3) rnaBHblE;

4) Bce He3aBUCUMO OT TUNaA.

11. KaK Ha3biBaeTca GYHKLUA AOKYMEHTOB, B KOTOPbIX OTPAXKeHbl: co3gaHue
OpraH13auumn, yCTaHOBJIEHUE ee CTPYKTYPbl, LUTAaTHO YNCNEHHOCTY;
pernameHTaumA AeATE/IbHOCTU U KOJIMYECTBO CTPYKTYPHbIX NoApa3saeneHuii u
paboTHUKOB; peXXum paboTtbl 1 1.0.?

1) npaBoBas;
2) pacnopsguTenbHas;
3) KoHTpONS;

4) opraHM3aLMOHHas.



12. KaK Ha3biBaeTca GYyHKLUA AOKYMEHTOB, B KOTOPbIX COAepIKaTca
ynpaB/ieHYecKu1e peLleHUa No PeryIMpoBaHUIO AeATe/IbHOCTU OpraHM3auumn unm
rocysapCTBeHHOro opraHa?

1) npaBoBas;
2) pacnopaguTenopHas;
3) KOHTpONSA;
4) opraHn3aLMOHHaA.

13. Ecn B,OKYMEHTbl Ha3bIBalOTCA «MPUKa3», peLleHne», «NoCTaHOBAEHUeY,
«yKasaHue», «pacnopsaxKeHue», TO OHU BbINOJIHAIOT (MU BbINONHANM paHee)

byHKUMIO ...

1) npaBoBy1o;

2) pacnopaauTenbHyto;
3) KoHTpONSA;

4) opraHM3aUnoOHHY!IO.

14. 3ta PyHKLUA CBOMCTBEHHA AOKYMEHTaM, B KOTOPbIX A1A 3aNUCH
MHPOPMaLUM UCNO/Ib3YIOTCA Pa3/INYHbIE NPUEeMbl U CUCTEMbI TAUHOMMUCH,
Kpuntorpaduun. TakKe 0CO6E€HHOCTbIO TAKUX AOKYMEHTOB ABAAETCA
orpaHuyeHue B Aoctyne K UHpopmauum.

1) cTaTucTUYecKas;

2) nonnTn4yeckas;

3) 3aWnTbl MHDOPMALUY;
4) KOTHUTUBHaS.

15. O6bpasoBaTenbHylo (yuebHyto, o6yyaioLyo) U GyHKLUIO UICTOPUUECKOTO
MCTOYHMKA MOMKHO CYMTaTb NoADYHKLUMAMMU CNELUANbHOM ...

1) ynpaBneH4yeckomn pyHKLUUNK;
2) no3HaBaTeNIbHON QPYHKLUNY;
3) coumanbHo GYHKUMK;

4) nHOOPMALMOHHOM PYHKLUUN.



17. bubnna n KopaH = nonandyHKUMOHaNbHbIE AOKYMEHTbI, HO 0gHa PYHKLUMA NO
ceil AeHb ABNAETCA A1 HUX CaMO rMaBHOMN.

1) XyA0XKeCcTBEHHO-3CTeTUYECKas;
2) npaBoBas;

3) pa3BnekaTesibHas;

4) ngeonoruvyeckas.

18. NMouemy 06wwecTBO (KPOME NONAUTUUYECKUX U NO,E0N0TNHECKUX
coobparkeHuit) npuberaer K ueH3ype uam 3anpetam Ha U3gaHua U Ny6anKauum
HEKOTOPbIX JOKYMEHTOB?

1) ecnn AOKYMEHTbI NepeaatoT CEKPETHYI0 MHbOopMaLUIo;

2) c NOMOLLbIO IOKYMEHTOB MOXKET ObITb NepeaaH KaK NoN0XKUTENbHbIN
(MO3UTUBHbIN) ONbIT YeNOBEYECKOrO NOBEAEHUA, TaK U OTPULATE/NbHbIN;

3) HbOpPMaUUA B AOKYMEHTAX MOXKET HACTPOUTb rpa*kaaH NPOTUB BNACTH;
4) nupopmauma B AOKYMEHTaxX He HOCUT pa3BaeKaTe/IbHOro XxapakTepa.

19. YuuTtbiBaeTca M XyA0XKeCcTBeHHO-3CTeTUYeCcKasa GyHKUMA AOKYMEHTOB Npu
onpeaeneHun CPOKOB UX XpaHeHUA?

1) na Bceraga;

2) 4Aa, HO TOJIbKO eC/1n Mbl UmeemM AeNo C JOKYMEHTAaMMU, Bbl3blBalOLWMMHN
aCTeTU4EeCKnNE nepexmnBaHumA, CI)OpMI/IpleLLI,I/IMI/I XyA40XKeCTBEHHO-3CTETUYECKNE
naeasibl U BKyCbl;

3) Aa, HO TONbKO Y AOKYMEHTOB C TOProBOM PyHKLUEN.
4) HeT HUKoraa.

20. UHPOPMALUOHHYIO, KOMMYHUKATUBHYIO GYHKLUIO U PYHKLUMU
3aKpensieHus, oXxpaHeHua uHPopmauumn cneayeTt OTHECTU  K...

1) cneymanbHbIM GYHKUMAM;
2) obwmm PyHKUMNAM;
3) ynpaBneH4Yeckum GyHKUUAM;

4) npaBoOBbIM PYHKUUAM.



21. fleiicTBME MM COBOKYMHOCTb AEUCTBUINA, NPUMEHAEMbIX B NpoLiecce 3anucu
MHPopmaLumn, Ha3biBaeTCA...

1) cpeacTBOM AOKYMEHTUPOBAHUS;

2) cnocobom AOKYMEHTUMPOBAHMUA;

3) cuctemomn AOKyMeHTaumu;

4) meToa0M AO0KYMEHTUPOBaHMSA

22. YKaXKuTe, YTO BK/IIOYAET B ceba cuctema 4OKYMEHTUPOBAHMUA.
1) meToA4 AOKYMEHTUPOBAHMUS;

2) BUAbI AOKYMEHTOB;

3) cpeacTBa 4OKYMEHTUPOBAHUS;

4) maTepuanbHblIi HOCUTENb MHPOPMALUMN.

23.Cnocob HaHeceHUA A3bIKOBbIX 3HAaKOB U 3HaKOB-M306pa)KEHMﬁ Ha
NnoBEepPXHOCTb MaTepnuasbHOro HocutTenAa Nnpu NOMoLLun OprrexXHMKN HasblBaeTcCA...

(oTBET 3anMcaTb cnoBamu) HayepmameribHoblili

24. Npapogutrenem MaTpUUHbIX MaTepUaibHbIX HOCUTENEN ABNAETCA
chegyrowmii cnocob AOKYMEHTUPOBAHMUA...

1) HauepTaTeNbHbIN;

2) aNeKTpOCTaTUYECKUIA;
3) nepdopupoBaHue;

4) nazepHbIi.

25. O KaKMX maTepuanbHbIX HOCUTENAX UAET peyb B ceaylowem onpeaeneHnn:
«UHpopmayusa ¢ 5mo20 mamepuasnbHO20 HOCUMeNA cYUmMbi8asnacs ¢ MOMOUWbo
cneyuasnbHebIX Memanau4ecKkux uyemovek (31eKmpuvyecKux KOHmMaKkmos),
3aMbIKaB8WUX 3/1eKMPUYECKYIo cemb Npu nonadaHuu 6 omeepcmue»?

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

26. B nsobpereHnmn Kakoro cnocoba AOKYyMeHTUPOBAHUA UCNO/Ib30BANOCh
OTKpbITUe $PU3N0N0roB, Ha3BaHHOE BNOCNEACTBUM KUHEpPLMeid 3peHUnA, Uam
NamATbIO 3peHua»?



(omeem 3anucame cnosamu) KUHOAOKYMEHTUPOBaHUE (KMHO)

27. Kakomy cnocoby AO0KYMEeHTUPOBAaHUA COOTBETCTBYET [AaHHOe
onpepgeneHue: «Crnocob yugposoli 3anucu, Npu KOMOPoOM 8X00HbIE CU2HAbI
nodeepaaromca KBAHMOBAHUIO U 3amem npeobpazyromca 8 080uUYHble Yucna
0714 3anucu Ha Hocumesnob 6 sude Kodd. B KaHane eocnpou3sedeHusn
npoucxodum obpamHoe npeobpaszoeaHue (0eKodupoeaHue). Imom euod 3anucu
ucnonb3yemcs 2a1aeHbIM 06pazom e 3anomuHarowem ycmpoiicmee 3BM»?

1) aHanoroBas 3anuco;
2) nepdopupoBaHue;
3) HauepTaTeNbHbIN;
4) 3N1EeKTPOHHDbIN.

28. Kakoit cnocob A0KYMEeHTUPOBAHUA XapaKTepU3yloT caeaylolme cpeacTsa
AOKYMEHTUPOBAHUA U MaTepUasibHble HOCUTENN: 2/1UHA, BOCK, KOCMb, Kopa
Odepeesbes, YepHunad, 2pagum, KpAcKu, nepbessble PpyYKU, U KanunnspHeole,
PYyYKU-ponnepsl, Mapkepsl, panudozpadel, gpnomacmepoi?

1) aHanorosas 3anucs;
2) nepdopupoBaHue;
3) HayepTaTeNbHbIN;
4) 3NeKTPOHHDbIN.

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

1) HayepTaTeNbHbIM cnocobom;

2) BbiCEKaHMEM;

3) LOKYMEHTUPOBAHMEM Ha MULLYLLEN MALUUHE;
4) mexaHU4YeCcKoM 3anuchblo.

30. Npoaomxkute ppasy. « TpaduyuoHHbIe cnocobbl O0OKyMmeHMuUpoeaHus
omauYaromMca om mexHOMmMpPOHHbIX Mem, Ymo... »

1) nHpopmaLms 3aHOCUTCA HA MaTepPUanbHbIN HOCUTEIb U CYUTLIBAETCA C HETO
6e3 UCNoNb30BaHUA TEXHUKMU;



2) TpPaanLUMOHHbIE cnocobbl MPUBbIYHbBI U AOCTYMNHbI, @ TEXHOTPOHHbIE NOABUINCH
B NOC/IeAHEE BPEMSA U UCNONb3YIOTCA B Y3KNX 06/1aCTAX YENOBEUYECKOM
AEeATeNbHOCTH.

3) TpagmumMoHHbie cnocobbl 6onee TpyaoemMKku M No3BoAAOT 06pabaTtbiBaThb,
bMKCUPOBaATb, COXPAHATbL 3HAYUTENBHO MEHbLLEE KOIMYecTBO MHGopMaLumu;

4) TEXHOTPOHHbIE cnocobbl — dBTOMAaTU3NPOBAHHAA 3aMNUCb MHCI)OpMaLI,MM, d
TPagULUMOHHbIE — PYyYHaA.

31. Npoaomxute ppasy: «Cnedyroujue sudbl 0OKyMmeHmMoa: homoOoOKymMeHmbl,
KUHOOOKyMeHMmbl, 6UOe000KyMeHMbl, 6UOe0hOoHO2PpaAMMbI, hOHOOOKYyMeHMbl,
makxe 00KymMmeHmMbl Ha MUKpogopmax — co30aromcH... »

1) TPaAMUMOHHBbIMK ciocobamm AOKYMEHTUPOBAHMSA;
2) TeXHOTPOHHbIMW cOCcOHaMM AOKYMEHTUPOBAHMS;
3) KaK TPaANLMOHHBIMU, TaK U TEXHOTPOHHbLIMW criocobamu;

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

32. Kakou unm Kakue CﬂOCOGbI, OCHOBaHbl Ha U3MEHEHUN ¢M3M‘-IECKOI'O
COCTOAHUNA NOBEPXHOCTU UNN CTPYKTYPbI mMaTepunaibHOro Hocmtena
MHd)OpMaLI,VIM, npuyem 310 U3aMeHeHune «CHUTbiBaeTca» MaLLUMHOM U ABNAETCA
ANnAa Hee 3HaKoM.

1) nepdopupoBaHue;
2) BblCEKaAHME;

3) BbIXKUraHUeE;

4) poTorpadus.

33. «MHhopmayusa 3aHOCUMCA HA NPAMOY20/1bHble KAPMOYKU U3 KAPMOHA, Ha
Komopbix 8 onpedenéHHOM nopadKe npobusaromca omeepcmus. B npoyecce
pabomeol MawuHbI Kapma owynsieaemcsa crneyuanbHbIMU WMbIPAMU,
cyumelearowumu makum obpazom uHgpopmayuro, Komopas samem
nepedaemcsa osuxcywemycs 4esHokKy». O Kakom cnocobe AOKYMEHTUPOBaHUA
MAaerT peub?

1) nepdopurpoBaHue;



2) BblCEKaHMWeE;
3) BbIXKUTFaHWUE;
4) poTorpadus.

34. KT1o 1 Korga BnepBble OCyL,eCcTBU/1 He TOJIbKO 3anuUcb, HO U
BOCNpounsBeaeHue 3ByKa C MaTepuanbHOro Hocurtena?

1) B 1804 r XK. HKakkap;
2) B8 1807 r. T. HOHr;

3) 8 1857 r. CKoTT;

4)B 1877 . T. 3AUCOH.

35. «3ma cucmema 3anucu, ¢ NTOMOWbI0 KOMOopPolii Ha O8UMCYW,eMCA
mMmamepuanabHOM Hocumerne 8bipe3aemcs uau ebi0asnueaemcsa KAHABKd 8
coomeemcmeuu c 3anucbieaeMbiMu 38yKOBbIMU KonebaHuamu.
Bocnpou3eedeHue ocywjecmensaemcs ¢ TOMOWbto uansl, onuparowelica Ha
CMeHKU KaHa8KU 08UXywe20ca mamepuasnbHo20 Hocumens, noemopsrouwjel
makum obpa3om mexaHu4yeckue KosnebaHus, coomeemcmayroujue 3anucaHHbIM
38yK08bIM KosiebaHuam. dma cucmema 3anucu Ha3vieaemcs...». NMpogomxure
npeanoXxeHue.

1) Bbipe3aHunem;

2) HauepTaTeENbHOW;

3) MmarHMTOpOHHOM 3aNunchblio;

4) aHANOroBOM MexaHM4YeCKOM 3BYKO3amnuchbio.

36. Kako# cnoco6 BnepBble N03B0O/UA 3aneyatneTb 06beKTUBHYIO BU3Ya/IbHYIO
MHPOPMaLUIO HA MaTepuasibHOM Hocutene?

1) pucoBaHue;
2) }Ku1BONMCH;
3) BbIXKUTaHWUE;

4) poTOXMMUYECKUN.



37. Kakowm cnocob npepcraBnsaer coboit cOBOKYNHOCTb NpoueccoB u cnocobos
nony4yeHua M3obpakeHuit Ha CBETOUYYBCTBUTE/IbHbIX MaTepuanax Aencresmem Ha
HUX CBeTa U NocaeayloLeil Xumuyeckon o6paboTku?

1) nasepoonTUYECKUis;

2) MexaHU4YeCcKui;

3) doToXMmMmmMUEecKni

4) KNHOAOKYMEHTUPOBAHME.

38. Mo chepgyowMm NpU3HaKam YCTaHOBUTE BUA, AOKYMEHTA: KITU AOKYMEHTbI
NO3BONAIOT 3ane4YyatiieTb MUpP B AUHAMUKE. OHU MMELOT C/IOXKHYIO CTPYKTYpY U
COCTOAT U3 KagpoB, N1aHOB (Noc/neao0BaTe/IbHO PacnoioXKeHHbIX Kagpos,
CHATbIX C O4HO TOUKM), A TaKXKe 3BYKOBOI COCTaBNAIOLWEN, T. €. OPraHUUYECKH
coyeTtaloT B cebe n3obpasurenbHble, TEKCTOBbIE, My3blKa/ibHble U LUYMOBbIe
KOMMOHEHTbI.

1) oTOA0KYMEHTDI;
2) ayANOL0KYMEHTDI;
3) BUAEOAO0KYMEHTbI;
4) KUHOZLOKYMEHTHbI.

39. K Kakomy cnocoby 3anucu OTHOCATCA BCE Nepeync/ieHHble BUabI
AOKYMEHTOB — GOHOAOKYMEHTbI, BUA,Ee03anucb, BuaeodpoHorpamma,
3NEeKTPOHHbIE AOKYMEHTbI?

1) nepdopurpoBaHue;

2) 3aNeKTPOMarHMTHbIN cnocob;
3) nazepoonTUYECKUA;

4) aHanoroBas 3anuch.

40. Kakoii BUg, AOKYMEHTa CO3[a€eTCA U BOCMPOU3BOLATCA CAeAYIOWUM
obpa3om: 3ByKoBble KonebaHuA Bo3ayxa NpeobpasyloTca B 3NeKTPUUYECKUM TOK,
M 3N1eKTPUYECKUe CUrHanbl OT MMKPOGPOHA 3aNUCbIBAlOTCA HA MAarHUTHYIO JIEHTY,
a Npu BOCNpousBeAeHUU NPoUcxoaunTt obpatHoe ABNEHUE — I/1IeKTPUYECcKue
CUrHanbl NnpeobpasyloTca B MexaHU4YecKue KonebaHma c nomoLbio
rpomKorosopurens?



1) GOHOA0KYMEHTbI;

2) BngeodoHorpamma;

3) Buaeo3anuch;

4) 3NeKTPOHHbIE AOKYMEHTbI.

41. Kakoii cnocob 3anucu xapaKkrepusyeTtca cneaylowmMmm nokasatenamm?

e Ero ucnonb3osaHue B 1,4 pasa no3BOAWUIO YBEANYUTb NJIOTHOCTb 3aNUCH

No CPaBHEHUIO C AHA/IOrOBOM M HA HECKO/IbKO MOPAAKOB NpPeB30UTU
npepen, obecneumBaemblit MarHUTHbIM CNOCO60OM, a NO CPABHEHUIO XKe C
06bIYHOI rPaMnIaCTUHKOM NNIOTHOCTb 3anucu 6onbwe B 100 pas.

B oTaMuMe OT MexaHMYeCKOi 3BYKO3anuCM WM MaArHUTHbIX cnoco6os
AOKYMEHTUPOBaHUA, 3TOT cnocob ABnaeTcA 6eCKOHTAKTHbIM (06bekTuB
OTCTOUT OT HOCUTENA HA PaACCTOAHMM A0 1 MM), UTO npaKTUYecKu
MUCKNIOYaeT BO3MOXHOCTb MEXaHMUYECKOro MNOoBpeXAeHusa  AMUCKa,
obecneunBan ropaspo 6osee BbICOKYIO A0ArOBEYHOCTb U HA[EMKHOCTb
XpaHeHuAa uHpopmauuu.

MNo3Bonser npeogoneBaTtb MNOMeXu, MNpPUCYLLME MEXaHUYECKOU M
MarHuTHoM 3anucu, obecneumBas Tem cambiMm ropasgo 6onee BbiCOKOe
KauyecTBO 3By4YaHUs;

3Ty 3anUCb MOXKHO NoAaBepratb KOMNbIOTEpPHOI 06paboTKe, uTo AaéT
BO3MOXKHOCTb, B YaCTHOCTH, BOCCTaHaB/IMBaTb NepBOHavYabHOe 3By4aHue
CTapbix MOHOJOHMYECKUX 3anucei, 0ocBo6OXKAaTb MX OT LWYMOB MU

MUCKaXKeHuit n paxke npeobpasoBbiBaTb B cTepeodpoHUYECKHeE.
1) nasepoonTnyeckoe AOKYMEHTUPOBAHME;

2) 31EKTPOMArHUTHOE AOKYMEHTUPOBAHME;
3) ronorpadumyeckoe 4OKYMEHTUPOBAHUE;
4) aHanoroBas 3anuch.

42. «Fonorapuyeckum cnocob 3anmcu MHPopmauum xapakrepusyerca
cnegyrowmMMmM nokasatenamu...». Haiiaute Bo3moXKHble NPogo/IKeHUn
AAHHOrO YTBEPXKAEHUA.

1) Kaxkabin pparmeHT 3anuncu (Noboi ee y4acToK) 4aéT BO3MOMKHOCTb

NoNy4nTb MHGOPMaLNIO 060 BCEM 06BEKTE, MOCKONbKY CBET OT /1060 TOUKM

bMKcnpyemoro npegmeTa pacnpeaenaeTca no Bcemy M3obparkeHuto, 1 npu

yTepe ¢pparmeHTa 3anuncu ee Nerko BOCCTaHOBUTb C 1060ro ee y4acTKa;



2) c nomolLblo Nasepa PUKcUpyeTcs, a 3aTeM BOCNPOM3BOAUTCA MHPOPMALUA
0 KaKux-n1Mbo obbeKTax c o4eHb TOYHOM Nepeaayert NPOCTPaHCTBEHHbIX
COOTHOLLEHWM, YTNOBbIX U IMHENHbIX Pa3MepoB, B3aMMHbIM PaCcrNoNOXKeHMeEM
npeamMeToB B NPOCTPAHCTBE, CO MHOXECTBOM PaKypCOB, KOTOPbIe U3MEHSAITCA
C U3SMEHEHUEeM TOYKM HabtoaeHus;

3) aTo ¢poTorpaduyeckas 3anmcb, OCHOBaAHHAA HA ABYX GU3NYECKUX ABNEHUAX,
CBfiI3aHHbIX C BOIHOBOW NPMPOAOM CBETA, — ABNEHUAX ANdPpPaKUUN U
nHTepdepeHLUu;

4) 3anuncb MHGOpMaUumn, npeobpasoBaHHOM B LMbPOBOI Koa, NPONU3BOAUTCS
Ha MUKPOYMN (BCTPOEHHYIO MHTErPasibHYIO CXeMy NamaATh) U MUHU-KAPTbI.
3anncaHHY TakKMM 06pa3om Ha MUHU-KapTy MHPOPMALMIO MOXKHO C
NMOMOLLLbIO CNeLManbHOro yCTpONCTBa BBOAMTL B KOMMNbIOTEP, MPOCAYLWINBATb
WKW NepecblNaTb NO 3/IEKTPOHHOM noyTe

KoHTponbHasa pabota no Kypcy « OCHOBbI ;JOKYMEHTOBEAECHUA»

1. Tlpoananu3upoBaTh yHOTpeOJCHUE TIOHATUS <«JIOKYMEHT» U €ro
CUHOHHMMOB «JIeJio», «Oymara», «akT», «JejoBas Oymara», «CIy>KeOHBIH
JIOKYMEHT) 0 TPEM UCTOYHUKAM (CM. XPEeCTOMATHIO K pazzieny 2):

- 'enepansHoMy pernmamenty 1720 r.,

- Obmemy ryoepHcKoMy yupexaeHuto 1775 r.,

- O0memy yupexaeHuto MuHuctepcts 1811 r.

[Ipoananu3npoBaTh, B KAKUX CIydasx YIOTPeOIIETCS KaXKI0€ MOHSATHE.

Memoouueckue pexomenoayuu 1

a) IlpounTaTs BCE TpHM WCTOYHWKA ¥ BBITUCATh MPEIJIOKCHUS, T
YHOTPEOIISIETCS CIIOBO «IOKYMEHT), OTIAEIBHO MO KaXKIOMY UCTOYHUKY, YKa3bIBas
HOMED IJ1aBbl / MyHKTA;

0) caenath Ha OCHOBE BBIITMCOK BBIBOJI O 3HAYCHUU TEPMHUHA «IOKYMEHT» B
KaKJIOM M3 UCTOUYHUKOB OT/EJIBHO;

B) TO € IMOBTOPHUTH JUII CHHOHHUMOB «JCIIO», «OyMara», «akT», «JIeJI0Bas

OyMara», «CIy»eOHbII TOKyMEHT.



2. Ilo BeIMCKaM M3 CIOBapeil U CHEHHAIBHON JUTEpaTypbl ONPEIEIUTH,
KaKHe aCrleKThl — MH(POPMAIIMOHHBIN, TPABOBOM, YIIPABIECHYECKHUI, HCTOPHUUECKUN —
JIETJIM B OCHOBY OIPEAEIEHUS MOHATHS «IOKYMEHT» B KaKJIOM CIIydae.

Memoouueckue pexomenoayuu 2

BrimucaTh U3 TONKOBBIX U CIIEHUATBHBIX CIIOBAPEi, a TAKKe U3 YIeOHUKOB 110
JIOKYMEHTOBEICHHUIO (JIFOOBIX ), METOJIUYECKOMN JTUTEPATYPHI MO ACIONPOU3BOICTBY,
apXUBHOMY U OUOIMOTEUHOMY JIENy U JIp. OTIPEACIICHHUS CI0BA «JIOKYMEHTY.

OO0s3aTenbHO yKa3aTh BBIXOJHBIC JaHHBIE HCTOYHMKA (aBTOpa, Ha3BaHHE,
MECTO W TOJl H3JaHUs, U3JIATEIbCTBO, CTPAHUIY / PEXKUM JOCTyma (I
ANIEKTPOHHBIX pecypcoB). Hanpumep:

bapuxun A.B. [lenonpouzsoocmso u doxymenmoodbopom. - M.: KnudwcHwiii
mup, 2008, C.17.

Deoepanvrulii 3akoH « O 20Cy0apcmeeHHOU pecucmpayuu 10pUOULecKux iuy
U UHOUBUOYANILHLIX NpeonpuHumamenetiy om 8 aseycma 2001 2. Ne [29-@D3
(peo0.19.05.2010) [Onexkmpounnwiii  pecypc]. - Peoicum docmyna:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=100595

[Tocne kaxmoW BBIMMCKU CAENaTh BBIBOJA O TOM, KAakKOW acHeKT —
nH(OPMAITMOHHBIN, TPABOBOM, YIPABJICHYECKHM, UCTOPUUECKHMN — JIET/JIN B OCHOBY

ONpCACICHHUA MMOHATHA «JOKYMCHT» B Ka’XK/IOM CJIydac.

3. CpaBHUTD TOJKOBAHUS TEPMUHOB «HUH(DOPMAIU», «TOKYMEHTUPOBAHHAS
uHOpMaIUsD», «IOKYMEHT», <«OJEKTPOHHBIM JOKYMEHT» B HOPMATHUBHBIX U
MPaBOBBIX AKTaX.

3.1.BemmcaTh M3 TOCYIapCTBEHHBIX CTAaHIAPTOB OMPEICICHUS TEepMHHA
«JTOKYMEHT»:

I'OCT 16487-70. Jlenonpou3BOACTBO W apXUBHOE [eji0. TepMuHBI U
OTIpe/IeTICHHS;

I'OCT 16487-83. Jlenonpou3BOACTBO W apXUBHOE Jeji0. TepMuHBI U

OTIPEICIICHUS;



I'OCT P 51141-98. Jlenonpou3BOACTBO M apXUBHOE Jei0. TepMuUHBI U
OIpPEECIICHHS;
I'OCT P 7.0.8-2013 [lemonmpou3BOJCTBO W apXWBHOE Jen0. TepMuHBI U

OIIpEICIICHUSI.

3.2. Brmucars u3z @PepepanbHbix 3akoHOB Ne 149 «O6 wundopmanuu,
WH(OPMAIIMOHHBIX TEXHOJOTHSAX U 3amuTe uHbopmanum» 2006 r. u Ne 15 «O06
uHdopmaiuu, nHopMaTH3alMK U 3aluTe HHPopMaum» oT 25 ssuBapsa 1995 rona
OTIpEJICICHUS] TEPMUHOB «HH(POpPMAIUD», «IOKYMEHTHPOBAaHHAs WH(OpMAIus»,
«JIOKYMEHT» U «3JICKTPOHHBIN IOKYMEHT» YCTAHOBHUTH, KAKHE aCIEKThl (HOCUTEIH
uH(popManuu, cnocoosl ee (PUKCUPOBAHMS, FOPUANYECKAs CHIIa JOKYMEHTA U JIp.) U

(GyHKIHMH JOKYMEHTA 3aJ105KEHBI B 3THX ONPEIEICHUSAX.

Memoouueckue pexomenoayuu 3
A. Boinucku 3 'OCToB 3aBepmnTh 00LIUM BBIBOJOM O TOM, MEHSJIOCH JIU
CO BPEMEHEM TOJIKOBAaHUE TMOHATUS «IOKYMEHT» M KakKhue W3MEHEHHs
HaOJII0JA0TCS.
b. Bemmickn u3 @3 Ne 149 3aBepmmuTh BBIBOAOM O HAJIMYUU TOHSITUU B
kKakaIoM D3 U COOTHOUMIEHMH MOHATUNA «HH(POPMALHMS», «IOKYMEHTHPOBAHHAs

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

4. N3yunth TeMy «CrocoObl U CpeJCTBA TOKYMEHTUPOBAHUSI» MO yUeOHOMY
nocobuto H.C. JlappkoBa. «/lokymentoBeaenue» (He panee 2006 r. m3maHus).
CocrtaButh KOHCHEKT 4-i1 «CmocoObl M CpeacTBa JOKYMEHTUPOBaHUS» (CM.

XpecToMaTuio K pazaeny 3).

Memoouueckue pexomenoayuu 3
KoncnekT cneayer coctaBuTh B TabmmuHoit (opme. CremyeT coOmroaaTh
MOCIIEZIOBATEILHOCTh ~ OMHKCAHUSI  CIOCO00B  JIOKYMEHTHPOBAHUS, 3aJlaHHYIO
y4EeOHUKOM.
[Ipu omucanuu Kaxaoro croco0a CienyeT yKa3blBaTh €r0 HEJOCTATKU H

peruMyIlecTBa



Cnocob OnucaHue cnocoba. | Cpepctea MarepuanbHbl | Bugbl

B OKYMEHTU-POBAHU OOKYMEHTU-POBAHU | e HOCUTenun OOKYMEHTOB,

q Mpeumyuiectsa u q KoTopble

HeAOCTaTKU. moryT

co3aaBaTbCcA
OaHHbIM
cnocobom

HayepmamenoHsbili HaHeceHue YepHuna, cmuro, Kocme, kopa Tekcmoseie,

cnocob
OOKYyMeHmMupo8aHuUA

A3bIKOBbLIX 3HAKOB U
3HAKo8-U306paxceHu
Ui Ha nosepxHocmMb
MamepuanbHo20
Hocumesna 06bIYHO
npu nomouwiu
Kpacsaweao
sewecmaa.

lpeumywecmea

Hedocmamku -...

Kasnam...

Jdepesbes,
nepaamexHm...

mexHu4eckue,
u3000KymeHm
ol ...

NTorosbiii TecT no Kypcy "OCHOBbI 4OKYMeHTOBeAeHMUA"

UTtoroBbiit TecT

no aucumnamHe « OCHOBbI fLOKYMEHTOBEAECHUAY

1. YKaxKute BepHoe npopomKeHue ¢ppasbl: 30KoH 00KYMeHMAaYyUuOHHO20 0GhOpMAEHUA COYUASbHO

3Ha4yumelii cobbimuli deilicmeyem ...

1) TonbKO AN oPULLMANbHBIX TOCYAAPCTBEHHbIX COObITUS;

2) ToNbKo AN 06LEecTBEHHO-NOUTUYECKNX CODBbITUN;

3) cyrybo 4na nMYHbIX, ceMelHbIX CobbITUI;

4) pna nobbIX COOBLITUIA, 3HAUMMBIX AN OTAE/bHOIO YeN0BEKA UM TPYNNbl N0AEN.

2. QeiicTBUA YenoBeKa (C NOMOLLbIO TEXHUKU UMK APYFUX CPEACTB) NO 3aHECEHUIO 3HAUUMOI

MHOpMaLMM Ha MaTepuanbHbiii HOCUTE/Ib Ha3biBaeTcA

1) undopmaTtusaumen;




2) BOKYMEHTUPOBAHUEM;
3) AOKYMEHTALMOHHbIM obecneyeHnem ynpasaeHus;
4) nenonpon3BOACTBOM.
3. locNOBHO € NaTblHU CNOBO «A0KYMeHT» (documentum) o603Havaert:
1) 3anucb, nucatsb;
2) bymara;
3) poroBop, 06a3aTeNbCTBO;
4) nucbMeHHOe CBMUAETeNbCTBO, obpasel,.

4. Haiigute npaBuabHoOe npogoakeHue $ppasbl «B npoyecce ceoez2o hyHKYUOHUPOBAHUA 8 0bujecmee
00KyMeHmM Mmoxcem npoxooumes HeCKO/IbKO cped — ornepamueHyo, pempocrneKmueHYIo Uu...

1) npodunakTnyeckyio;
2) NpOrHOCTMYECKYHO;
3) cornacoBaHus U yTBEPKAEHUSA;
4) apXMBHOIO XpaHeHws.
5. YKaxute metog, kotopbit HE OTHOCUTCA K meToaam aHanu3a TeKCTa A OKYMEHTa.
1) KOHTEHT-aHaNu3;
2) meTop, 3KCNEePTHbIX OLLEHOK;
3) meToa GOPMYNAPHOro aHaNM3a;
4) NNHIBMCTMYECKAA SKCNepTU3a.
6. BakHelwWMm 06LeHayYHbIM MeTOA0M ANA AOKYMEHTOBEAEHUA ABAAETCA...
1) knaccudukaums;
2) meToA, UCTOYHMKOBEAUYECKOIO UCCNEA0BAHMA
3) aHanM3a rpadrUecKmX AaHHbIX LOKYMEHT],
4) KOHTEeHT-aHaNu13.
7. Npoaonxute ¢ppasy: «'CAOY Hawna ceoe NpodosmeHue...»
1) B poccuitckux FOCTax;
2) B cTaHpaprTax I1SO;
3) B deaepanbHbIX 3aKoHax PO;

4) B TUNOBbIX MHCTPYKLUMAX NO 4e/10NPOU3BOACTBY.



8. Npogonxkute ¢ppasy «/lo cmeneHu 8a1UAHUA HAa COBPEMEHHYIO NPAKTUKY UCTOUHUKU, cOoAepIKaLme
HOPMbI 1 NpaBuaa PaboTbl C 4OKYMEHTaMM, AENATCA HA ABe rpynnbl...»

1) UCTOYHMKMK, 3aKOHOAATENIbHO PErNameHTUPOBAaBLUME KOT4a-TO UM pernameHTUpytome no
HacTosLee Bpema paboTy C JOKYMeHTaMu;

2) aKTyanbHble UCTOYHWUKK, OTPaXKaIOLME COBPEMEHHDIN ONbIT, TPAAMLMMN AEe10NPOU3BOACTBA;

3) ycTapeBLIMe UCTOYHUKMN, UMEIOLLME TONIbKO HAaYYHYIO, UICTOPUKO-KYIbTYPHYIO LLEHHOCTb;

4) NCTOYHUKMU, CoAeprKaLLLME CTUXUNHO C/IOKMBLLUMECA HOPMbI M NPaBUAa, oTpaXkatowue
TPaAULMN N NPAKTUYECKMIA ONbIT AEeN0NPON3BOACTBA.

9. YKaxute, Kakue HOpMaTuBbl ABNAKOTCA oba3atenbHbIMU ANnAa ncnosiHeHuA paBOTHMKaMM

opraHusauuu.
1)MprmepHasa MHCTPYKLMA MO 4e/0NPON3BOACTBY.
2) UHCTpYKLUMA MO Aenonpor3BOACTBY OpraHuU3aLuu.
3) FocynapcTBeHHbIM CTaHaapT.
4) depepanbHbl 3aKOH.
10. FOCTbi, pernameHtTupytowme A0V, HocaT B PD...
1)ob6sA3aTenbHbI XxapakTep;
2) pekomeHaaTe IbHbIV XapaKTep
3)obecneuymBaloLLnii XapaKTep;
4) nHdopPMaLNOHHO-CNPABOYHbIN XapaKTep.
11.Cnoso «nHpopmauua» (informatio) 6yKBanbHO C NaTbiHM NEPEBOAMUTCA KaK:
1) ‘3HaHMe, NoOHUMaHue’;
2) ‘pasbAcCHeHME, U3/I0KEHNE, OCBEAOMIEHHOCTD’;
3) ‘naHHble, cBeAeHMA, cooblieHns’;
4) ‘NOKYMEHT, 3aNunCb, fOKa3aTeNbCTBO .
12. MaTtepuanbHOCTb MHPOPMALMUN NPOABAAETCA B TOM, YTO...
1) nHbopmaums n ecTb matepus;
2) MHPOopPMaUMA — 3TO IHEPrus, a SHePrus matepuasnbHa.

3) nndopmauma GUKCUpPyeTca opraHamm YyBCTB MW APYTMMM CNOCOBamMM permctTpaumum

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

4) VIHd)OpMaLI,I/IFI —3TO 3a¢MKCMpOBaHHbIe N3MeHEHNA COCTOAHNA MaTEPUN U SHEPTUN, @ OHU

mMmaTepunanbHbl.



13. YKaxuTe BepHOe nepeyncieHne CBOMCTB AOKYMEHTUPOBAHHOW MHPopMmaLun.

1) UmeeT ceMaHTUYECKNIA XapaKTep, KOAUPYETCA CUCTEMOI CUMBOJIOB U 3HAKOB,
CTPYKTYpPUPOBAHa M NepeaaeTca ANCKPETHO, CBA3aHA C MaTepUasibHbIM HOCUTENEM, HOCUT
COLManbHbI XapakTep;

2) XpaHUTCA B MO3re YeN0BeKa, KOAMPYETCA CUCTEMOM CUMBOJIOB M 3HAKOB, el MpUcyLwm
WHBAPMAHTHOCTb, YaCTUYHOCTb;

3) cTpYKTypMpOBaHa 1 NepesaeTca ANCKPETHO, NpeacTaBaseT coboii MaTepPUIo UK SHEPTUIO,
MMeeT CEMaHTUYECKMI XapaKTep;

4) nmeet COLI,MaIIbeIﬁ N CEMaHTUYECKUM XapakKTep, O6ﬂaABET MHBAPUAHTHOCTbIO, KOANPYETCA
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) cywecTtBeHHbIM (anddepeHunanbHbIM) NPU3HAKOM, TaK KaK XapakTepHa A48 BCeX BUA0B U
TUNOB A OKYMEHTOB;

2) cywectBeHHbIM (auddepeHLManbHbiM) CBOMCTBOM, TaK Kak HEOBXOAMMA HYENOBEKY B €ro
NPaKTUYECKOM XKU3HW;

3) HecyL,eCcTBEHHbIM NPM3HAKOM SOKYMEHTA, TaK KaK Ye0BeK B AeACTBUTENbHOCTM UMeeT 4eNo
He TO/IbKO C OPUTMHANaMU ALOKYMEHTOB, HO U C UX KOMMUAMMU;

4) HecyWw,eCcTBEHHbIM, TaK KaK BCTPEYAETCA He Y BCEX AOKYMEHTOB.
16. Kak Ha3biBaeTcAa AOKYMEHT, BrepBble CO34aHHbI 04HUM YENI0BEKOM UJIN HECKOJIbKUMMU nLiamu?
1) opuruHan;
2) NOANVIHHUK;
3) ay6nukar;
4) konus.
17. KTo, umeet npaBo npuaaBaTtb IOPUAUYECKYIO CUNY Konuam?
1) HoTapwuyc;
2) opraHusauus, BblAaBLas gOKYMEHT;
3) HayaNbHUK OTAEeNa KaapoB Nboi opraHu3auuu;

4) 3aBeayIoLLMIA KaHLenspue Ntoboro rocyaapcTBeHHOro opraHa.



18. Kak Ha3biBaeTcAa cBOUCTBO MHPOpMaLUKM, NpoABAAIOLLEECA B TOM, UTO OHA (MHdopmaLua)
nepepaerca u obpabaTtbiBaeTcA 4e/1I0BEKOM NOPLMOHHO, OTAENbHbIMU CO0bLWeHnamn?

1) MHBApPMAHTHOCT;

2) AUCKPETHOCTb;

3) CTPYKTYPUPOBAHHOCT;
4) 4acTUYHOCTb.

19. NMpopgonkute Pppasy: «TepMmuHbl KOKYyMeHMUPo8aHHAA NHPopMmauma» U KOOKyMeHMHas

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

3) pa3nnyHbI NO NOHATUMHOMY 06bEMY, TaK KaK He BCAKAA «4OKYMEHTUPOBaHHasA MHbOpMaLus»

ABNAETCA « JOKYMEHTHOMN».

4) NoHATUE «AOKYMEHTUPOBaHHAA MHGOPMaLMAY LIMPE NOHATUA «AOKYMEHTHaa MHPOopMaLMAY, TaK KaK
YKa3bIBaeT He TO/IbKO Ha Haindyme naeanbHoi (MHGopMaLMOHHON) COCTaBAAIOWEN, HO M Ha Hann4me

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

21. CNoco6HOCTb AOKYMEHTOB K TUPAXKMPOBaHMWIO, BOCNPOU3BEAEHUIO COAEPKAHUA U MaTepPUanbHOro

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

1) LOKYMEHT, U3TrOTOB/IEHHbIN C cO6A0AEHMEM YCTaHOBAEHHOW GOPMbI UAN YAaCTUUYHO

U3MEHEHHbI;

2) BOKYMEHT, U3roTOBAEHHbIN CaHKLMOHMPOBAHHbIM CNOCOBOM B COOTBETCTBUM C
3aKoHOAaTe/IbHO onpeaeneHHON TeXHONOrMe ero N3roToBAEHUS U MMEIOLLMIA NPU3HAKK
NoA/IMHHOCTY;



3) AOKYMEHT, CO34aHHbI OPUANYECKUM AN GUINYECKMM TNLOM, OPOPMIEHHbIN K
YZAOCTOBEPEHHbIV B YCTAaHOBNEHHOM MNMOPAAKE;

4) BOKYMEHT, coAep*KaHMe KOTOPOro MOXKHO CYMTaTb MNOJIHbIM U TOYHbIM NpeacTaB/eHUEM
NoATBEPXKAaeMbIX OnepaLni, 4eATeNbHOCTU AN GPaKTOB U KOTOPOMY MOXKHO A0BEPATL B
nocseayowmnx onepaymax Uam B nocneayowen aeaTenbHOCTU.

23. AYTeHTUYHDbI AOKYMEHT — 370 ...

1) AOKYMEHT, N3roTOBAEHHbIN C cObAtoAeHUeM YCTaHOBIEHHON GOopPMbl AN YaCTUYHO
U3MEHEHHbI;

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

3) TaKoM AOKYMEHT, Y KOTOPOIro MOXXHO 0Ka3aTb, YTO OH: AB/IAETCA TEM, HEM NpPETEHAYET 6bITb;
6b1n CO34aH UK OTNPaB/EH TNLOM, ,EI,GVICTBMTGI'IbHO Co34aBWNM UAN OTNPaBUBLLUM €ro; a
TaKe 6bin CO34aH nan oTnpas/ieH B TO BpemMA, KOTOpoe o0b03HaueHo.

4) LOKYMEHT, coAepKaHne KOTOPOro MOXHO CYMTaTb NOAHbLIM M TOYHbIM NpeacTaBieHnem
NOATBEPXKAAEMbIX ONepaumin, AeATENbHOCTU AN GAKTOB U KOTOPOMY MOKHO [0BEPATb B
nociaeayolmx onepaunax Uan B nocaeaytollen AeaTeibHOCTH.

24. MoNNPYHKLUNOHANbHbIM AO0KYMEHT ABNAAETCA NOTOMY, YTO...

1) o4HOBPEMEHHO BbINOHAET HECKONbKO Pa3HbIX GYHKLMIN;
2) Bpems oT BpeMeHN MeHseT QYHKLMMK;
3) pasHble AOKYMEHTbI BbINOAHAIOT pasHble GpYHKLMK;
4) y LOKYMEeHTa ecTb rNaBHas, oblme 1 cneumanbHble GyHKUUN.
25. Moyemy B HayKe [,0 CUX NOP He C/0XKUI0Cb eANHON KnaccupuKaumm GyHKLMIA LOKYMEHTOB?
1) GYHKUMM LOKYMEHTOB MMEIOT PasHyto NPUPOAY M 3aBUCAT OT KayecTsa 1 TMNa HGopmaumm;

2) cnekTp 3TuX GYHKLUMI WNPOK, TaK KaK MHOPMaLMA NPOHM3bIBAET BCe chepbl Ye0BEHECKOro
obuecTBa 1 ya0BAETBOPAET Camble pa3HOOOpasHble NOTpebHOCTY;

3) AOKYMEHTbI CMOCOBHbI BbINOJIHATL CPa3y HECKO/IbKO GYHKLUMM, UX MHOTAA TPYAHO pa3gennTb
mexay cobois;

4) BCeé Ha3BaHHbIE Bbllle MPUYUHDI.

26. 3T1 PpyHKUUM 06A3aTeNIbHO eCTb Y BCEX AOKYMEHTOB, HO B PasHOM COCTaBe KaK aKTya/lbHoe
AonoJsiHeHue apyrux GyHKLMl. OHU BO3HUKAIOT Y AOKYMEHTA U MOTYT MEHATbCA B 3aBUCMMOCTU OT
ycnosuii yHKLMOHUPOBAHMA AOKYMEHTA, OTPAXKAIOT pa3HOO6pa3Hblie KOHKPeTHble NoTPe6HOCTH
o6uecTBa UM OTAENbLHOIO €ro YjaeHa.

1) obuime;
2) cneunanbHble;

3) ynpaBneHYeckue;



4) regoHUNYeECKume.

27.Kak Ha3biBaeTca GYHKLUUA AOKYMEHTOB, B KOTOPbIX OTParKeHbl: CO34aHNe OpraHn3auum,
YCTaHOB/NIEHME ee CTPYKTYPbl, LUTAaTHOW YNC/IEHHOCTYU; pernameHTaumsa AeaTe/lbHOCTU U KOIMYEeCTBO
CTPYKTYPHbIX NoApasaeneHuii u paboTHUKOB; pexxum paboTbl 1 T.Nn.?

1) npasoBas;

2) pacnopaauTenbHas;
3) KoHTpoONS;

4) opraHuM3auUMoHHas.

28. Ecnn AOKYMEHTbI Ha3bIBaIOTCA «MPUKA3», «pelleHne», «NOCTaHOBEHUE», «yKa3aHUue»,
«pacnopaeHue», TO OHU BbINONHAIOT (MU BbINONHANU paHee) GYHKLMUIO ...

1) npaBosy!o;

2) pacnopaauTenbHyto;
3) KoHTpons;

4) opraHun3aL M OHHYHO.

28. 3Ta GYHKLMA CBOMCTBEHHA AOKYMEHTaM, B KOTOPbIX A1A 3an1cu MHGopmMaLumm UCNonb3yoTca
pa3nunuHble NpUMeMbl U CUCTeMbl TaliHoNUCK, Kpuntorpadun. TakKe 0cO6eHHOCTbIO TaKMX
OOKYMEHTOB ABNAETCA OrpaHUUYeHue B goctyne K uHbopmauuu.

1) ctaTucTMYecKas;

2) noantuyeckas;

3) 3awWmTbl HPOPMaLUWK;
4) KOTHUTUBHAA.

29. [leiicTBMe UM COBOKYNHOCTb AEUCTBUIA, NPUMEHAEMbIX B Npouecce 3anucu nHpopmauum,

HasbliBaeTcA...
1) cpeacTBOM AOKYMEHTUMPOBAHUS;
2) cnocob6om AOKYMEHTMPOBAHUS;
3) cucTemoi AOKYMeEHTaLNM;
4) MeToA0M OOKYMEHTUPOBAHMA.
30. YKaxXuTe, uto BKAlOYaeT B cebA cuctema fO0KYMEHTUPOBaHUA.
1) meToA, AOKYMEHTUPOBAHUSA;
2) BUAbI AOKYMEHTOB;
3) cpeacTBa AOKYMEHTUPOBAHUA;

4) maTepuanbHbIiA HOCUTENb MHPOPMALUHN.



31. Cnocob HaHeceHUs A3bIKOBbIX 3HAKOB M 3HAKOB-M306paXKeHUit Ha NOBEPXHOCTb MaTepPUasibHOro
HOCUTENA NMPU NOMOLLM OPTTEXHUKMN Ha3blBaeTca...(omeem 3anucams caoeamu)

HayepmamesnbHbili

32 Mpapogutenem MaTpUUHbIX MaTePUA/IbHBIX HOCUTENel ABAAETCA caeayloLmii cnocob

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

34. Kro 1 Koraa Bnepsble OCyLLLeCTBU/ He TO/IbKO 3anucb, HO U BOCNpPOU3BeAeHUe 3BYKa C

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

MmaTtepuanbHOM Hocutene?
1) pucoBaHue;
2) *KnBoNuChb;
3) BbXKUTaHME;

4) doTOXMMUYECKNNA.

Bonpocsl k 3k3ameny
1.Ponb 1oKyMeHTa B %U3HU YeJIOBEeKa U 00IeCTBa.
2.JlokyMeHTHl B cepe mpaBa M ynpasieHus. HaydHo-ucropuueckas W HpakTHYecKas
LIEHHOCTh JJOKYMEHTA.
3.BiusiHue Hay4YHO-TEXHUYECKOM PEBOJIIOLIMM HA PAa3BUTHE JOKYMEHTA.
4.00beKT U NpeaMeT JOKYMEHTOBEACHHSI KaK HayKH.
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5.Metoabl HcClIeIOBaHUS TOKYMEHTOBETYECKUX MpobaeM. OOIeHayuHbIE U CTICIIHAIbHBIC
METO/IBI.

6.CTaHOBJICHUE U PAa3BUTHE TOKYMEHTOBEICHHUS KaK HAyYHOUH JUCUUIUIMHBI.

7.MICTOUHUKH JOKYMEHTOBEIUYECKHUX UCCICIOBAHUM.

8.Tumsbl 1OKYMEHTOB, SIBIITIOIITHECS HCTOYHUKAMH JUISL JOKYMEHTOBEIYECKHUX
HCCJICIOBaHUM.

9./loKyMeHTBI, COJEp)Kallie CTUXUHHO CIIOKHUBIIUECS HOPMBI U IpaBuiia PabOTHI
C JOKYMEHTaMH.

10./IoKyMEeHTBI, 3aKOHOJJATEIIPHO PETJIAMEHTUPYIOITUE padOTy C JTOKYMEHTAMHU.

11.YcrapeBuue HCTOYHHKH, 3aKOHOJIaTECIILHO periaMeHTHpPOBABLINE paboty

C JOKYMEHTaMH.
12.AxTyanbHble HCTOYHHMKH, PETJIAMEHTHPYIOIIME COBPEMEHHBIE IPOLECCH paboThI

C LIOKYMEHTAMH.

13.IIpaBoBbIe aKThI, W3/aBacMble BBICHIMMU OpraHaMu (eaepalbHOW 3aKOHOAATEIbHOM
rOCyapCTBEHHOU BIACTH U yIPABICHUS.

14.I1paBoBbI€ aKThl, U3jaBa€Mble OPraHaMU 3aKOHOAATEIbHONW M MCIOJIHUTEIbHOW BIACTH
cy0obekToB PO 1 ux TeppuTOopHaTbHBIX 00pa3oBaHUi.

15.1IpaBoBbIE aKTBI, U3JaBAEMblE€ PYKOBOACTBOM IPEIIPHUITHIA U OpraHU3aLui.

16.ITonsiTre «uHGOPMAIHS» M €€ POJNb B COLUAIBHBIX M SKOHOMHYECKHX IPOIECCaX.
Crieruduueckue yepThl JOKYMEHTHPOBAHHON HH(OPMAIUH.

17.Ilonarue "poxkyment".

18.Ilpu3Haku JOKYMEHTA.

19.0cHoBHbIE cBOMCTBA JOKYMEHTOB. OpuruHaibHocTh. KonuitHocTh. [loAIMHHOCTD.

20. @OyHKIMH JOKYMEHTOB. [Tpo6aembr oInpeAcIeHus KJ1acCU(UKALMOHHBIX
XapaKTepUCTUK JOKYMEHTOB 10 (QyHKIUAM.

21. IlonsiTHe 0 AOKYMEHTUPOBAHHUH, CIIOCO0AX U CPEJICTBAX JOKYMEHTUPOBAHMSL.

22. TpaaulIMOHHBIE METOJIbI JOKYMEHTHUPOBAHHS.

23. TexHOTPOHHBIE METOABI JOKYMEHTUPOBAHUS.

24. Metoabl JOKYMEHTUPOBAHUS, IPUMEHSIEMbIE B COBPEMEHHOM JI€JI0NIPOU3BOJICTBE.

Ilpakmuueckoe 3a0anue Ha IK3amene :

- OIIPENEIUTh TUI JOKYMEHTa  IIO ero CBOMCTBaM (opuruHan/Konus;
NOTMHHBIN/ (hambCUPUIIUPOBAHHBIN );

- OTIPE/IENNTh CIEUUATbHYIO (PYHKIUIO JOKYMEHTA;

- OIPEIEIIUTh CIIOCO0 TOKYMEHTUPOBAHMUSL.
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NPUJIoKeHue 2

OueHo4HbIe CpeACTBA AJIs1 MPOBEeJCHHUA MPOMEKYTOYHOM aTTecTAlNA

K
on uanukaro
P AOCTHXKEHUS OLieHOYHBIE CpeICcTBa
UHOIUKAT
KOMIIETEHITUHI
opa

YK -1 CnocoGeH ocyecTBIAT MOUCK, KPUTHYESCKUI aHAIIN3 U CUHTE3 HHPOpMaH, TPUMEHSTh
CHCTEMHBII NOIXOA AJIsl pEIICHHs NOCTAaBJICHHbIX 3a/1a4

YK 1.1

AHATH3UpYyeT
3a/1auy, BELICTISS €¢
0a30BEBIE
COCTaBJISAIOIIHNE,
[paccMaTpuBaeT
penaraeT
BO3MOYKHEIE
BapHaHTHI
[peLIeHUs
TOCTaBJICHHOM
3a1a4n, OLCHHBAas]
X JIOCTOMHCTBA M|
HETOCTATKU

H

Bomnpocel Kk 3k3aMeHy

1. McTOYHNKYN TOKYyMEHTOBETUECKUX HUCCIIEOBAHUH.

2.Tunel  AOKYMEHTOB,  SBJISIOUIMECS  MCTOYHHUKAMHU
JOKYMEHTOBEUECKUX UCCIIETOBAaHUI.

3. JIOKyMEeHTBI, COIepXalllle CTUXUMHO CIOKHUBLIMECS HOPMBI U
MpaBuiIa paboOThI C JOKYMEHTaMH.

4. JIOKyMEHTBI, 3aKOHOJATENbHO perjaMeHTHpYIoIIe padboTy ¢
JOKYMEHTaMH.

5. VYcrapesuiune HUCTOYHUKH,
periaMeHTHpoBaBIIre paboTy ¢ JOKYMEHTaMH.

6. AKTyanbHBIE HCTOYHHKH, PETIAMEHTUPYIOIIHE COBPEMEHHBIE
IpoLecChl PabOTHI C JOKYMEHTaMHU.

7. [IpaBoBBIE aKThI, U37]aBaeMbl€ BBICIIMMU OpraHamu (eaepanbHON
3aKOHOJATENBHON rOCYJapCTBEHHOM BIIACTH H YIIPaBJICHUSI.

8. IlpaBoBBIC aKThl, U3JaBaCMbl€ OpPraHaM{ 3aKOHOJATEIBHOH U
WCTIOTHUTENbHOW BlacTu CcyOpekToB P® u uxX TeppUTOpHaIbHBIX
0o0pa3oBaHHUH.

9. IlpaBoBbl€ aKThl, W31aBACMbIE PYKOBOACTBOM MPEANPUITHA U
OpraHu3aluii.

IlIE:

3aKOHOAATCIBbHO

HTOroBLIii TECT

1. JleiictBusi 4esioBeka (C MOMOINBIO TEXHUKH HJIH JAPYTrUX
CPe/ICTB) MO 3aHECEHHMIO0 3HAYMMON MH(OpMAaUMM HAa MaTepHAIbHBIN
HOCHTe/Ib Ha3bIBaeTcsl

1) nadopmaTH3aImei;

2) NTOKYMEHTHPOBAHHUEM;

3) IOKYMEHTAIMOHHBIM 00€CIICYCHUEM YIIPABJICHUS;

4) nenonpon3BOCTBOM.

2. Hajigute npaBuibHOe Npoao/keHHe (pasbl «B npouecce
C60€20 (PYHKYUOHUPOBAHUA 6 00ULeCHI8e OOKYMEHM MOMHCEN NPOXOOUMb
HECKOIbKO cped — OnepamuenyIo, pempoCcneKmugeHyio u...

1) npoduIaKTHIECKYIO;

2) MPOTHOCTHYECKYIO;

3) coryiacoBaHuA U YTBEPKICHHUS,

4) apXMBHOT'O XpaHEHUSI.

3. Ilponomxure ppasy: «I'CAOY nawna ceoe npoooricenue...»

1) B poccmiickux 'OCTax;

2) B cranpaprax ISO;

3) B penepanbHbIX 3aKkoHaxX PD;

4) B TUNIOBBIX MHCTPYKIUSAX TIO JEJIIOTIPOU3BOJICTRY.

4. Ilponosxute ¢ppasy «Ilo cmenenu énuanus Ha COBpEeMEHHYIO
NPAKTUKY HCTOYHHUKH, COJAEp:KaliMe HOPMbI W NpaBujia padorTbl C
JMOKYMEHTaMM, IeJISITCA Ha IBe TPYMIIbI...»

1) MCTOYHWKH, 3aKOHOAATENHHO PETIAMEHTHPOBABIINE KOTJa-TO
WIN PErIaMeHTUPYIOLIHE 10

HacTofIIee BpeMs paboTy ¢ JOKyMEHTaMU;

2) akTyallbHbIE WCTOYHHKH, OTPAXKAIONINE COBPEMEHHBIH OIIBIT,
TPaJULINH JIeJIONPON3BO/ICTBRA;

3) ycrapeBiIMe MCTOYHHUKH,

HMCIOIIMEC TOJIbKO HAY4YHYIO,




K

on Nunukato
P DOCTIXKEHUS O1eHOYHBIC CPeICTBa
HHIUKAT
KOMITETEHLINT
opa

HUCTOPUKO-KYJIbTYPHYIO [IEHHOCTb;

4) MCTOYHMKH, COHAEpKAIUE CTUXMHHO CIIOXKHBIIMECS HOPMBI U
OpaBWiIa,  OTpaKalolMe  TPaAWLMU W [PAKTUUYECKUH  OMBIT
JeTTOTIPOU3BO/ICTBA.

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

DI IpumMepHast HHCTPYKUHS 110 1EIOIPOU3BOICTBY.

2) MucTpyKIus 1Mo 1eJI0MPOU3BOICTBY OPTraHU3aAIIH.

3) I'ocynapcTBeHHBIH CTaHAAPT.

4) ®enepallbHBIN 3aKOH.

6. 'OCTprl1, pernamentupytomme 10V, Hoesar B PO...

1)o0s13aTeTbHBIN XapakTep;

2) pekoMeHAaTeIbHbBIN XapaKkTep

3)o0ecnieunBaromnii Xapakrep;

4) nH()OPMAITMOHHO-CIIPABOYHBIN XapakTep.

KontpoanHas paGoTa mo kypcy

1. [Ipoananu3upoBaTh KOMIUIEKT TOAOBOH MOAMHUCKH (TI€YaTHBIH
WJIN 3JIEKTPOHHBIN pecypc B ceTH MIHTepHET) OAHOTO U3 KypHAJIOB,
YKa3aHHBIX B CIIUCKE, 3a JIF000 TOJ U3 IIATH HOCIIEIHUX.

5. JlaTp XapakTepUCTHKYy TEMAaTUKHM CTaTedl W MaTepHajoB
)KypHasa. OpUEHTHPOBATHCS IO KIIIOYEBBIM CIIOBAM, 3aroJIOBKaM CTaTel.

6. Y CTaHOBUTH, UMEET JIU )KypHAJI CBOM CalT B ceTu MIHTEpHET
(yxazaTh) W mpeqiaraeT JIM OH DJIEKTPOHHYIO BEPCHUIO (apXHB) CBOMX
BBIITYCKOB.

7. Ilonp3ysice CHpaBOYHBIMH JaHHBIMU JKypHana, JaThb

00IIyI0 XapaKTepUCTHKY aBTOpaM crateil (ykazarb U0, MecTo pabOThI 1
TOIDKHOCTH). CrenaTth BBIBOJ 00 aBTOpaX )KYPHAIBHBIX ITyOIUKAIHIA.

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

OOBeMOM cTaTht JI0JIKEH OBITh He MEHee 3-X )KypHAIIbHBIX CTPAHHIL.
Memoouueckue pexomeHoayuu

AHanu3 KOMITJIEKTa T0JIOBOH TOJITICKH BHIOPAHHOTO KypHAJa
CIIeTyeT PE/ICTABUTH 8 U C8A3HO20 MeKCmd, B KOTOPOM OyayT
OTpa)KeHbI OTBETHI HA BCE TIOCTABJICHHBIE BBIIIE BOIIPOCHL, 1UHO 6 ude
maobauybl.

MHorue U3 MepeuncIeHHBIX HIDKE KYPHAIOB IIPE/ICTaBIEHBI
B apXMBaxX Ha COOTBETCTBYIOUINX JKypHAJIbHBIX CaliTax.

B onieHke 1aHHOTO 3aJ]aHNsl OCHOBHOE BHUMAaHHE yENsAETCS
CIIOCOOHOCTH CTYJICHTOB YBHJIETh, C OJTHOW CTOPOHBI, TAITMYHOE U
XapakTepHoe JUIs JaHHOTO HCTOYHHKA, C PYTOd, ero 0COOCHHOCTH U
MIPEUMYIIEeCTBA.

IIpu cocTaBneHNN KOHCTIEKTA )KypHAJIbHOM CTaTbU OLEHUBAETCS
YMEHHUE CXKUMATh HHPOPMALIUIO, OCTABIISAS KII0UEBbIE MOMEHTHI TEKCTA,;
COCTABIISITh KOHCIIEKT OT 3-T'0 JIMIA WK B Oe31TUYHON (popMe, eclii aBTOPOM
cTaThy ObLT BEIOpaHa GopMa Iuaora ¢ YNTaTeIeM.

HToroBslii BEIBOJ 0030pa MOXKET COACPIKATh PEKOMEHIAIHIO
HAYMHAIOIIUM JJOKYMEHTOBE/[AM 10 BO3MOXKHOCTSIM HCIIOJIb30BaHUS
WHPOPMAIIUH U3 JAHHOTO NCTOYHHKA.

Cnucok sKypHaIoB

19. «J1eTmoTIpON3BOCTROY,

20. «/lenomponsBoacTBO Y JIOKYMEHTOO0O0pOT Ha
MIPEATIPUSITHID,

21. «OTeuecTBEeHHbIE aPXUBBIY,

22. «BecTHHK apXHBHCTa;
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23. «Cekperapckoe Iei1oy,

24, «XopoI1Hii CEKpeTaphy,

25. «Cekpetapb-pedepeHr,

26. «CripaBoYHHUK cekpeTaps 1 orc-MeHemKepay,
217. «CoBpeMeHHBIH 0HC-MEHEIKEPY,

28. «YTIpaBiieHUE TIEPCOHATIOMY,

29. «KaapoBoe geno»,

30. «Kanpoas ciyxoay,

31. «KanpoBuk»,

32, «CrpaBOYHHUK KaJIpOBHKa»,

33. «Kanps! mpeanpustus»;

34. «MeHeKMEHT 1 Ka/IpbI»,

35. «HayuHo-Texan4eckas uHGopMaIus»,
36. «bubnuorekoBeneHuE».

Bomnpocsl Kk 3k3aMeHy

1.Pons mokyMmeHTa B KU3HH YeJIOBEKa 1 00IIeCTBa.

2.00beKT 1 IpeAMET TOKYMEHTOBEICHHUS KaK HAyKH.

3.Meronel  HWccleNOBAaHMS ~— JIOKYMEHTOBEAYECKHX  HPOOIIeM.
OObuieHayyHbIe U CIEIUATBHBIE METO/IBI.

4.CtaHOBIeHHE W pa3BUTHE JOKYMEHTOBEIEHHUS KaK HaydyHOU
JUCLIIIINHBIL.

S5.Ionsitue «uH(DOpMAIUS» W €€ POJdb B COIUAIBHBIX H
9KOHOMHYECKHX Mporeccax. Crnenuduyeckne 4epTol JOKYMEHTUPOBAHHON
nH(bOpMAaITUH.

6. [lonsiTue "noxkymeHT".

7. BiMsHHME HAay4HO-TEXHUYECKOM pEBOJIIOLMU Ha Ppa3BUTHUE
JOKYMEHTA.

HToroBsliii TECT

1. Ykaxure BEpHOE NPOAOJIKEHHE ¢ppasbi: 3akon
OOKYMEHMAYUOHHO20 OQOPMACHUA COUUANLHO 3HAYUMbLIL COOLIMUIL
delicmeyem ...

1) TonmbKO 151 OQUITHATTEHBIX TOCYAAPCTBEHHBIX COOBITHS;

2) TOJILKO JJIsl OOIECTBEHHO-TIOJIUTHIECKUX COOBITHH;

3) cyry0o /Ui TNYHBIX, CEMEHHBIX COOBITHIA,

4) Ons 10ObIX COOBLIMULL, 3HAUUMBIX OJISI OMOEILHO2O YeN08eKd U
epynnsl 00el.

2. Jlocnosno ¢ aamwiHu 1080 «OOKYMeHm» (documentum)
obo3nauaem:

1) 3anucw, nucams,

2) bymaea;

3) 0o2o60p, 0b6s3aMmenbCMB0;

4) nucbmeHHOe ceudemenbcmeo, oopaszey.

3. Vkaoicume memoo, komopwvii HE OTHOCHUTCAH k memoodam
aHanuza mexcma OOKymMeHma.

1) konmenm-ananusz,

2) mMemoo 3KCnepmubixX OYeHOoK,

3) memoo Gopmynaproeo ananusa;

4) nunzeucmuyeckas IKCnepmusa.

4. Baoichetiuum oOWeHayuHbiM Memo0oM 011 OOKYMEHMOBEOeHUs
ABAAEMCA...

1) kraccugpurayus;

2) Memoo UCMOYHUKOBEOUeCKO020 UCCiedosanusi 3) aHaIu3a
rpadMUeCKUX JaHHBIX JOKYMEHTA,
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4) KOHTCHT-aHAJIHN3.

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

1) ‘3HaHNe, TOHUMaHUE ;

2) ‘pa3bscHEHNE, N3JI0KEHUE, OCBEIOMIEHHOCTD

3) ‘maHHBIC, CBEACHMS, COOOIICHNUS ;

4) ‘MOKYyMEHT, 3aUCh, I0KA3aTeIbCTBO .

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

1) nadopMaIus 1 eCTh MaTepPus;

2) uadopManus — 3TO SHEPTHs, a SHEPTUsl MaTepUallbHa.

3) uHpopManus (GUKCHpPYETCS OpraHaMd YyBCTB HIM APYTHMH
crioco0aMy perucTpany MaTepuy, a ClIeI0BaTEIbHO, CBsI3aHa C HEl;

4) uapopmManyst — 3TO 3apUKCUPOBAHHBIE M3MEHEHUSI COCTOSHHS
MaTepUU U SHEPTUH, & OHU MaTepUAIIbHBI.

7. Kak Ha3bpIBaeTcs CBOMCTBO HH(OpMALMU, IPOSIBJISIIOLIEECS] B
TOM, 4T0 oOHa (uHdopMmauusi)) mnepenaercsi u oOpadaTbiBaercst
Y4eJIOBEKOM NMOPUHMOHHO, OTeJbHBIMH COO0LIEHUAMM ?

1) HBapUAHTHOCTE;

2) TUCKPETHOCTH;

3) CTpyKTYpHUpPOBaHHOCTB;

4) YaCTUYHOCTb.

8. Ykaxure BepHoe
JOKYMEHTHPOBAHHOM MHpOpMaLH.

1) uMeeT ceMaHTHUECKHUH XapakTep, KOAHUPYETCS CHCTeMOM
CHMBOJIOB 1 3HaKOB, CTPYKTYPHUPOBaHa U NEPEaeTcsi JUCKPETHO, CBSI3aHa C
MaTepHaIbHBIM HOCUTENEM, HOCUT COLMANIbHBIN XapakTep;

2) XpaHUTCS B MO3Te YeJI0BeKa, KOAUPYETCS CUCTEMOI CHMBOJIOB U
3HAKOB, € MPHUCYILLN HHBAPUAHTHOCTh, YACTHYHOCTD;

3) cTpyKTypHpOBaHa W MEpeNaeTcsi IUCKPETHO, MpPEICTaBISIET
€000 MaTepuIo WM SHEPTHIO, UMEET CEMAaHTHUECKUI XapaKTep;

4) uMeeT COIMAIBHBIA M CEMAHTHYECKHH XapakTep, oOiamaer
HWHBapUaHTHOCTBIO, KOAUPYETCS CHCTEMOM CUMBOJIOB M 3HAKOB.

9. HazoBute nud¢epeHunanbHble IPU3HAKUA JOKYMeHTa?

1) nanure HHGOPMAIIMOHHON U MaTePHAILHON COCTABIISIONINX;

2) CTPYKTYpHOCTb JOKYMEHTA;

3) MOTMHHOCTE;

4) hyHKIMOHAIBHOCTH IOKYMEHTA.

nepevyuciaeHne CBOIiCTB

K1.2

Ompenense
T, HHTEPIPETHPYET
I3 pamKupyeT
MH(pOpMAITHIO,
Tpedyemyro
[peIeHHS
[10CTaBJIEHHOU
3amaum;
OCYILIECTBIISIET
TIOMCK
mH(pOpMAIUK  TIO
[PA3TTUYHBIM THIIAM
3aIrpocoB

itic|

KonTpoabHas padoTa no kypcy

3anaHue

3. CpaBHUTb TOJIKOBAaHUS  TEPMHUHOB
«JIOKYMEHTUPOBaHHAs MHQOpMAIHsS»,  «IOKYMEHTY,
JOKYMEHT» B HOPMaTHBHBIX M IPABOBBIX aKTax.

3.1.Beimucath M3 TOCYJApCTBEHHBIX CTaHIAPTOB OINpPEACICHMUS
TEPMHHA «JTOKYMEHT»:

I'OCT 16487-70. lenonpon3BoACTBO U apXUBHOE Jes10. TepMUHBI
U OTIpE/IETICHMS];

I'OCT 16487-83. Jlenonpon3BoACTBO U apXUBHOE Jen0. TepMUHbI
Y OTIpE/IEeTICHHST,

I'OCT P 51141-98. [lenonpou3BOACTBO U apXUBHOE JIEJO.
TepMUHBI U ONIPEACIICHNS;

I'OCT P 7.0.8-2013 [lenonmpou3BOACTBO H apXWUBHOE IEINO.
TepMuHBI 1 olpeieneHusl.

3.2. Bemmucath

«uHbOpMAITII,
«3JIEKTPOHHBIN

n3  QDegepanbHblx  3akoHOB  Ne 149 «O6
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nHpopMaIuy, THHOPMAIMMOHHBIX TEXHOJOTHUAX W 3alUTe WHGOPMAIIII)
2006 . m Ne 15 «O0 wHbOpManmu, WHGOPMATH3AIMH W 3aMIATE
uHpopmanum» OT 25 suBaps 1995 roma ompeneneHUs: TEPMUHOB
«uH(pOpMALIU», «TOKYMEHTHUPOBaHHas WHGOPMAIUI», «IOKYMEHT» H
«QNEKTPOHHBIA JOKYMEHT» YCTAHOBHTH, KaKHe acleKThl (HOCHTEIH
nH(pOpMAINH, CIIOCOOBI €€ (PMKCUPOBAHIS, IOPUINIECKas CHIa JOKYMEHTa
U 71p.) 1 QYHKIUU JOKYMEHTA 3aJI0KECHBI B ATUX ONpPEIeIICHHSIX.

Hrorosnlii TECT

1. Haiinure BepHoe mpogoskeHue ¢pasbl: «OpUTHHAIBHOCTD
JOKYMEHTA SIBJISIETCH ...»

1) cymectBeHHBIM (AU depeHTHaNIbHbIM) TPU3HAKOM, TaK Kak
XapakTepHa AJIsl BCeX BUJOB M THUIIOB TOKYMEHTOB;

2) cymecTBeHHbIM (Au(depeHInanbHbIM) CBOHCTBOM, TaK Kak
HE00X0uMa YEJIOBEKY B €ro IPAKTUYECKOH KU3HHU;

3) HeCyLIeCTBEHHbIM NMPU3HAKOM AOKYMEHTa, TaK KaK 4eJOBEK B
JEHCTBUTEIBHOCTH UMEET JIeNI0 HE TOJIBKO C OPUTHHAIAMH JOKYMEHTOB, HO
U C UX KOIHSAMU;

4) HeCcyIECTBEHHBIM, TaK KaK BCTPEYAETCs HE Yy BCEX TOKYMEHTOB.

2. Kak Ha3bIBaeTcsl IOKYMEHT, BIEePBbIe CO3AaHHbIH OIHUM
4eJI0BEKOM WJIH HeCKOJIBLKHUMH JUnamMu?

1) opurunan;

2) NOJIMHHUK;

3) nyOnukar;

4) xomusl.

3. K10, nMeeT npaBo NpuaaBaTh HPUAHYECKYI0 CHIIY KONUsIM?

1) HOTapHyC;

2) opranu3anusi, BbIIABIIAs JOKYMEHT;

3) HaYaNBHUK OTJeNa KaJpoB Jr000H opraHu3anuy;

4) 3aBeIyIONINI KaHIEIsIpUen JTr000Tr0 rocyJapcTBEHHOTO OpraHa.

4. Ilpomonxute ¢paszy: «TepmMuHBI «OdOKymenmupoeannasn
uHpopManusa» U «0oKymenmnuaa uHGopMauus ...»

1) HUYEeM Jpyr OT JIpyra He OTIMYAIOTCS M SBISIIOTCSA IOJHBIMU
CUHOHHMaMH.

2) copeprkaT NPOTHBOIOJIOKHBIE TIOHSTHS;

3) pasiu4HBl TO TMOHATUHHOMY 00BEMY, TaKk KakK HeE BCsKas
«JIOKYMEHTUPOBaHHAs! HH)OPMALIUS SBISETCS «TOKYMEHTHOW.

4) MOHATHE «JIOKYMEHTHPOBaHHAS WH()OpMAIWs» IIUpE TOHITHS
«IOKyYMEHTHasi HHGOpMaLUs», TaK KaK yKa3blBaeT HE TOJIKO HA HAJM4YHUE
uaeabHOM (MHGOPMAIIMOHHON) COCTABJISIONICH, HO M Ha HaJIM4YHUe
MaTepHabHOTO HOCHUTEITS.

5. Ykaxkure CBOHCTBO JAOKYMEHTHPOBAHHOH WH{poOpManuu,
koTtopoe HE SABJISIETCSI o6s13aTe/ibHBIM.

1) omepaTUBHOCT®;

2) 0OJHO3HAYHOCTh TOJIKOBAHUS;

3) HOCTOBEPHOCTH;

4) opHUIINATEHOCTD.

6. Cnoco0HOCTL  JAOKYMEHTOB K  THPa)KMPOBAaHMIO,
BOCIIPOM3BEICHUIO  COAEP:KAHUSI M  MaTePHATBHOTO0  HOCHTENs
Ha3bIBaeTcs ...

W3MEHEHHBIH;

2) JIOKYMEHT, KOTOpBhIi MOXXHO JIOKQJIM30BaTh, HAWTH,
BOCITIPOM3BECTH U MHTEPIPETUPOBATD;

3) Takoii JIOKYMEHT, Y KOTOPOT0 MOYHO JIOKa3aTh, YTO OH: SIBJSICTCS
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TEM, YeM TpeTeHayeT ObITh; OBUI CO3MaH WIH OTIPABICH JIHIIOM,
JIEHCTBUTEIHHO CO3/IaBIINM FUTH OTIIPABHBIINM €T0; a TakKe OBUT CO3JaH
WJIM OTIIPABJICH B TO BpeMsi, KOTOPOe 0003HAYCHO.
4) NOKYMEHT, COJIep>KaHHE KOTOPOro MOXXHO CUHTATh MOJIHBIM U
TOYHBIM TIPEJICTABICHNEM TTOATBEPKIAEMBIX OIIEPALINH, NEATENHHOCTH WITH
(hakTOB M KOTOPOMY MOXKHO JOBEPSTH B IMOCIEAYIOMNX OTEPAIUIX W B
MOCIEAYIOEN JEITEIbHOCTH.
Y [Tpu 4. NU3yuuth Temy «CrocoObl U CpeACTBa JOKYMEHTHPOBAHUS) IO
K13 00paboTKe yueoHomy ocobmro H.C. JlapekoBa. «/lokymenTosenenme» (He panee 2006
rH(pOpMaIn r. wm3ganusa). CocTaBuUTh KOHCHEKT 4-if «CmocoOsl W cpemcTBa
oTIM4YaeT (GakThl OT| JOKYMEHTUPOBAHUS
MHEHUM,
HTEpIpETalui, Bomnpocsl k 3k3amMeny
OIICHOK,
(dhopMupyet 1.OcHOBHEIE CBOMCTBa JIOKYMEHTOB. OpUrMHAIBHOCTD.
COOCTBEHHBIE Konuitnocts. ITogaMHHOCTS.
MHEHUS u 2.J10KyMeHTBI B chepe mpaBa u YIIpaBIECHUSL.
CYXKICHHUS, Hayuno-ucropudeckas u mpakTU4decKas IIEHHOCTh TOKyMEHTa
ApPryMEHTUPYET 3.Ilpu3Haku JOKyMEHTA.
CBOM BBIBOIBI U 4. OyHKIUU JIOKYMEHTOB. [IpoGiembt onpeneaeHus
TOUKY KJIACCU(PUKAITMOHHBIX XapPaKTEPUCTHK JIOKYMEHTOB 10 (DYHKIIHSM.

Hrorosblii TecT

1. Iloau¢pyHKUHOHAIBbHBIM JOKYMEHT SIBJIsSIeTCSl IOTOMY, 4TO...

1) OZIHOBPEMEHHO BBIMOJIHSAET HECKOIBKO Pa3HBIX (DYHKIINH;

2) BpeMsi OT BpEMEHHU MeHseT (yHKIINY;

3) pa3Hble TOKYMEHTHI BHINIOJIHSIOT pa3Hble (yHKLINY;

4) y IOKyMEeHTa ecTb IJlaBHasl, O0IKe U crienuaIbHble (VYHKIIHU.

2. Iloyuemy B Hayke A0 CHX [OP He CJIO0XKWIOCH €IUHOI
Kaaccupukanuu GQyHKUHIA TOKYMEHTOB?

1) QyHKIMM TOKYMEHTOB MMEIOT Pa3HYyI0 HPUPOIY M 3aBUCST OT
KadecTBa 1 TUMAa HH(opManuy;

2) chekTp OJTHX (QYHKIMA [IHUPOK, Tak Kak wuHbopMamus
MPOHM3BIBAET BCE CQepbl 4YeIOBEUECKOro OOIIecTBA W yIOBIETBOPSET
camble pa3HOOOpa3HbIe MOTPEOHOCTH;

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

4) Bce Ha3BaHHBIC BBIILIE IPHYUHBI.

3. OTn pyHKIMHN 00513aTEJILHO €CTh Y BceX JOKYMEHTOB, HO B
Pa3HOM cOCTaBe KaK aKTyajdbHOe JAONoJHeHue Apyrux ¢pyHkumuii. Onu
BO3HUKAIOT Y [JOKYMEHTa M MOIYT MeHSTbCA B 3aBHCHMMOCTH OT
ycaoBMii (YHKIIMOHUPOBAHUSA JOKYMEHTA, OTPaKal0T Pa3HOOOpa3HbIe
KOHKPeTHbIe MOTPEOHOCTH 00111eCTBA WJIN OT/eJbHOI0 ero 4jeHa.

1) obmue;

2) crielanbHbIE;

3) yIpaBlIeHYECKHUE;

4) reoHNYECKHE.

4.Kak HaspIBaeTcsi (YHKIUS [JOKYMEHTOB, B KOTOPBIX
OTpaKeHbI: CO3aHMEe OPraHU3alMHU, YCTAHOBJIEHME ee CTPYKTYpbI,
IITATHOI YMCJIEHHOCTH; perjaMeHTalus AeATeIbHOCTH U KOJU4eCTBO
CTPYKTYPHBIX NOAPAa3/ieIeHHd U PA0OTHUKOB; PesKUM padoThl U T.I.?

1) mpaBoBasi;

2) pacriopaauTensHasi;

3) KOHTpOIS;

4) opraHu3alMOHHAsI.
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5. Eciim A0KYMeHTHI HAa3BIBAIOTCS «MPHKAa3», «pelieHne,
«MOCTAHOBJIEHH E», KYKA3aHUE», KPACIOPSIKEeHHe)», TO OHH BBITOJHAIOT
(WM BBINOJHSLIU paHee) PYHKIUIO ...

1) mpaBoBy10;

2) pacropaauTeNsHYIO;

3) KOHTPOJIS;

4) opraHU3auOHHYIO.

6. DTa (PyHKUUS CBOIiCTBEHHA JOKYMEHTaM, B KOTOPBIX AJI
3anucu MHQOPMaLMH MCIOJIb3YIOTCS Pa3juYHble NIPHEMbl U CHCTEMbI
TaliHonucH, Kpuntorpagun. Takike 0cO0EHHOCTBIO TAKHX JOKYMEHTOB
sIBJIsSIeTCS OrPaHUYeHMe B JOCTyIe K HH(popMauuu.

1) cratucTudeckas;

2) MOJUTUYECKAS;

3) 3amuTH HHMOPMALINY;

4) KOTHUTHBHAS.

IIpakTHYeckoe 3aJaHHe HA IK3aMeHe:

- OTIPEICIUTH THIT JOKYMEHTa I10 €r0 CBOWCTBaM (OpPHTMHAI/KOTIHSE;
IO ITTMHHBIH/ (haTbCHUITNPOBAHHBIH )

- OTIPENIeNIUTh CIIEIHANBbHYI0 (DYHKIUIO TOKYMEHTA;

- OIIPEEIUTH CIOCO0 TOKYMEHTHPOBAHHUSL.

3a1a4 B C

OIIK-1 CrocobeH mpuMeHSTh Ha 0a30BOM YpPOBHE 3HaHUSI MCTOPUYECKUX HAyK MPHU PELICHUU
epe cBoei mpodecCHOHaTLHON EATEIHHOCTH;

OIIK-1.
1

3Haet
ICTOPHIO

COBPEMEHHYIO
OpTraHHU3aIHIO
CUCTEMBI OpTaHOB|
rOCYIapCTBEHHOM
BIIACTH u
yripaBienus B PO,
OpTraHOB MECTHOTO
CaMOYTIpaBIICHUS U
OpraHu3alun

Tect 5

6. KTo u xorna BnepBble 0CylIeCTBHI HE TOJBLKO 3alUCh, HO U
BOCNPOHM3Be/leHHE 3BYKA ¢ MATEPHATIBLHOT0 HOCHTEs?

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) poToxXMMHUECKUH.

MMO3BOJINJ
Ha

3aneyatiieTrb
MaTepuaJIbLHOM

BIIEpBbIC
uHpopmanuio

IIpakTH4yeckoe 3aganne

Ompenenuth BHAOBOM  COCTaB IOKYMEHTOB JaHHOW  DIIOXH.
Brimucats Ha3BaHUS BHIOB ZOKYMEHTOB MO TyaBaM (cTosOupl 2 u 4), a
3arem, TIOJIB3YSCh «Kpatkum CJIOBapeM BHJIOB u
Pa3HOBUAHOCTEW AOKYMEHTOB» 1974 r. (cM. XpecTomaTus K pazneny 1) u
«'eHepanbHBIM  pErmaMeHTOM», paclpeleNInTh YKa3aHHbIE BBl U
Pa3HOBUAHOCTHU IOKYMEHTOB 10 c(epaM rocynapCTBEHHONW AEATEILHOCTH.
3aHeCTH TaHHBIE B TAOIHUITY.

Hatb TOJIKOBaHUE BBITIMCAHHBIM BUJIAM u
Pa3HOBUIHOCTSIM JJOKYMEHTOB, TIOJIB3YSICh «Kparkum clIoBapeM
..»(cTomber 3).

Hau Bun | CaoBapHoe Ce
MeHOBaHHE [PA3HOBUIAHOCTH 10 (ompedesieHHe BHAA  HBUIKA HA|
chepsnl KyMeHTa PA3HOBHIHOCTH JOKYMEHT|[JIaBy B
rocyiapcree a mo «Kparkomy ciioBaproj«I enepan
HHOM BHI0B HbHOM
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nesiTeILHOC [Pa3HOBHIHOCTEI JOKYMEH [perjiaMeH
TH ToB»(1974) Te» 1720 1.
1 2 3 4

OIIK-1. Brnaneer Koutpoabnasi pa6ora no kypcy

2 HaBBIKAMH TTOMCKA 1. IIpoananu3upoBaTh yHnoTpeOICHNE MOHITUS «IOKYMEHT» U €ro
144 0TOOpal CHHOHIMOB «JIEJI0», «OyMaray, «akT», «IejoBas Oymaray», «CiIyKeOHBIH
ICTOYHHKOB, JOKYMEHT» TI0 TPEM UCTOYHHKAM (CM. XPECTOMATHIO K pazeny 2):
KOTOpPBIE  BaXKHBI] - 'enepansHomy pernamenty 1720 r.,
TSt - O6meMy rybepHCKOMY yapexaeHuto 1775 r.,
KOHKPETHO-HUCTOPHU - O6meMy yupexneHuto MmuaucTepctB 1811 1.
YECKOTO [Mpoananu3upoBaTh, B KaKWX CIy4asx yMIOTpeOsieTcss Kaxioe
CCIIe/IOBaHUSl  C| IOHSTHE.
y4ETOM LICHHOCTHY 3ananue
TOKYMEHTAJILHOI'O 3. CpaBHUTb TOJIKOBaHUS  TEPMHUHOB «uH(pOopMaLHD»,
MCTOYHUKA KaK| «JIOKYMCHTUPOBaHHAs  MHAOPMAIUL», <« JIOKYMEHT»,  «3IJICKTPOHHBIM
qacTH JIOKYMEHT» B HOPMATHBHBIX U IIPABOBBIX aKTaX.
MCTOPUIECKOTO 3.1.Bemucath M3 TOCYNApCTBEHHBIX CTaHIAPTOB ONpEAeTICHUS
HaclieMsl ¥ aKTHBA| TEPMUHA «TOKYMEHT»:
OpraHu3aluu I'OCT 16487-70. Jenonpous3BoACTBO U ApXUBHOE A€N0. TepMUHBI

U OTpeACIICHNUS;

I'OCT 16487-83. Jlenonpon3BoACTBO U apXUBHOE Jes10. TepMUHbI
Y OTIpe/IeTICHHUS;

I'OCT P 51141-98. Jlenonpou3BOACTBO U AapXUBHOE [EJO.
TepMUHBI U ONIPEACIICHNUS;

I'OCT P 7.0.8-2013 [lenompou3BOJACTBO H apXWUBHOE [IEJO.
TepMmuHBI 1 OnIpeaeeHuUs.

3.2. Bemmcats u3z ®PexpepanbHbix 3akoHOB Ne 149  «O06
nHpOpPMAIIUHN, WHPOPMAIIMOHHBIX TEXHOJIOTHSAX W 3allUuTe WHPOPMAIUID
2006 . u Ne 15 «O6 wunbpopMmaiuu, WHPOPMATH3AIMMUA M 3aLIUTE
nHpopMaruu» ot 25 sHBaps 1995 roma ompeneneHuss TEPMHUHOB
«uHpOpMaILIUNY, «IOKYMEHTHPOBaHHAsS WHPOPMALUSI», <« JIOKYMEHT» U
«QNEKTPOHHBIA JOKYMEHT» YCTAaHOBHUTH, KaKH€ acCHeKThl (HOCHUTENIH
nHpopMaLuy, criocoObl ee (PUKCUPOBaHMUS, IOPUINUYECKAsl CUJla TOKYMEHTa
U 71p.) ¥ QYHKUMHU JOKYMEHTA 3aJI0KEHbI B 3TUX ONpPEEIICHHUSIX.

I[IpumepHasi CTPYKTYpa U coep:KaHHe IK3aMeHa:

[IpomexxyTouHast arrectanust Mo AUCHUIIMHE «OCHOBBI JIOKYMEHTOBEACHHS» BKIIOYAET
TEOPETUYECKUE BOMPOCH, TO3BOJISIOMINE OLICHUTh YPOBEHb YCBOCHHS OOYYalOMIMMHUCS 3HAHWH, U
NPaKTUYECKUE 3aJ[aHusl, BBISABIISIONINE CTEIEHh CHOPMUPOBAHHOCTH YMEHHUH U BIIAJICHUH, IPOBOJUTCS B
¢dopme sx3amMeHa U B ()opMe BBINOJIHEHHSI KOHTPOJIBHON pabOThI.

DK3aMeH MO0 JaHHOW TUCLUIUIMHE MPOBOAUTCS B YCTHOH (OpMe MO SK3aMEHAIMOHHBIM OHJIeTaM,
Ka)IbIii U3 KOTOPBIX BKIFOUAET 2 TEOPETUUECKUX BOIPOCA U OJHO MPAKTUYECKOE 3aJ[aHue.

IMoka3zaTesin U KPpUTEPUHU OLIEHMBAHUSI IK3aMeHa:

— Ha OLCHKY «OTJIMYHO» (5 OamnoB) — oOydalomMiCs IEMOHCTPUPYET BBICOKHHA YPOBEHb
c(OPMHUPOBAHHOCTH KOMIIETCHINH, BCECTOPOHHEE, CHUCTEMATHYECKOe M TIyOOKoe 3HaHHE Y4eOHOro
MaTepuaia, CBOOOIHO BBITIONHSET MPAKTUYECKUE 3aJIaHHs, CBOOOHO ONEpUPYET 3HAHUSIMH, YMEHUIMH,
NPUMEHSET UX B CUTYalUsAX MOBBIILICHHOHN CI0KHOCTH.

— Ha OUEHKY «xopomo» (4 Oamia) — oOydvarolmMics OEMOHCTPHPYET CPEIHHMH YPOBEHb
C(l)OpMI/IpOBaHHOCTI/I KOMHCTCHHHﬁ: OCHOBHBIC 3HaHMHA, YMEHUA OCBOCHBI, HO J0IyCKarTCA
HE3HAYUTEIbHbIC OIMOKH, HETOUHOCTH, 3aTPyIHEHHS IPU aHAJIMTUYECKUX OIepauusix, nepeHoce 3HaHui|
Y YMEHHH Ha HOBbIE, HECTaHJAPTHbIC CUTYalHH.

— Ha OIEHKY «YHAOBJIETBOPHUTEIbHO» (3 Oaimna) — oOydaromuiicss 1eMOHCTPUPYET MOPOTOBBII
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YpOBEHb c(HOPMHUPOBAHHOCTH KOMIICTEHIIMI: B X07Ie KOHTPOJIBHBIX MEPOTIPHSITUHN JOMYCKAIOTCS OIMUOKH,
NpPOSIBIISICTCS OTCYTCTBME OTACNBHBIX 3HAHWH, YMEHHH, HaBBIKOB, OOYYaIOIIMKCS HCIBITHIBACT
3HAYUTENLHBIC 3aTPYJHCHUS MPHU OMEPUPOBAHUH 3HAHHSAMHU M YMCEHHSIMH TIPU HUX MEPEHOCE Ha HOBBIC
CUTYAIIWH.

— Ha OLICHKY «HEYAOBJIETBOPUTEIbHO» (2 Oama) — oOyyaromuiicsi IEMOHCTPUPYET 3HAHUS HE
bonee 20% TeOpeTUUECKOr0 MaTepualia, JOMYCKaeT CYIICCTBCHHBIC OIIMOKW, HE MOXET IOKa3aTh
WHTEJUICKTYAIbHBIC HABBIKH PEIICHUS MPOCTHIX 33]a4.

— Ha OIEHKY «HEY0BJIeTBOPUTEIBLHO» (1 Oamt) — oOydaroniuiicss He MOYKET TIOKa3aTh 3HAHUS Ha
YPOBHE BOCTIIPOM3BEJCHUS U OOBSCHEHUS! MHPOPMAIMH, HE MOKET MOKa3aTh HHTEIJIEKTYaJIbHbIE HABBIKU
peIleHHs TIPOCTHIX 33j1ad.



