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1. HEJHU U 3AJAYU OCBOEHUSA JUCITAITJINHBI

Lean ocBoeHUS JUCHUIUIMHBI (MOAYJsl) - M3Y4YEHHE IIPOIECCOB
NOKyMeHTUpoBaHus.  OOBEKTOM  U3Y4YeHHUs  SIBISETCS  JIOKYMEHT,  €ro
BO3HMKHOBEHHUE, HAa3HAYCHUE, pa3BUTHE (POPMBI U COJEpKaHUS, COBPEMEHHBIE
TpeOOBaHMSI K €ro COCTaBJICHHIO, OQOPMIICHUIO, COBEPIICHCTBOBAHUIO,
JOKYMEHTOO0OpOTa U  apXMBHOTO XpaHeHus. [IpocnexxuBaercs HUCTOPHS
BO3HMKHOBEHHUSI ¥ Pa3BUTHS CHUCTEM JOKYMEHTAallMM, UX YHUpUKaLu,
00BbeIMHEHNE TOKYMEHTOB B CIOXHBIE KOMIUICKCHI.

3agaum:
- OCBOUTH  METOJOJIOTMYECKHI  ammapar  JOKYMEHTOBEACHUSA U

apXUBOBE/ICHUS U CMEXKHBIX C HUIMU Hay4YHBIX 00J1acTel;

-OCBOUTb TEPMHUHOCUCTEMY JOKYMEHTOBEACHUS U apXUBOBEICHMS;

-ONPEIEeANTh ClEeUU(UKY COCTAaBICHUS U O(QOPMIICHHUS YHPABICHUYECKUX
JOKYMEHTOB, HX MECTO B  YIPABICHUYECKOM  JEATEIBbHOCTH, BHUIOBYIO
KJIaCCU(PHUKALIMIO MOPSAOK Mepejayl Ha ApXUBHOE XPAHEHUE;

-IPUMEHATH  IIOJIyYEHHbIE 3HAaHHS B  JIOKyMEHTOBEIYECKOU 51
apXUBOBEIYECKOU IPAKTHUKE.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOII BO

Kypc npaer 3HaHme CyIHOCTH  METOAOB MCCIENOBAaHUSA IOKYMEHTA, €ro
CTPYKTYpPBbl, OCOOEHHOCTEH pabOTBI C HUM, YTO HCIOJB3YETCS B IMOCIEIYIOUIUX
JUCHUIUIMHAX. B pe3ysbraTe n3ydeHus NaHHOIO Kypca MAarucTp JAOJHKEH OCBOUTH
TEOPETUYECKUE Pa3/Cibl JOKYMEHTOBEJICHUS WM apXUBOBEACHUS, KAaCArOIIUEC
oOBeKTa, TpeaMeTa, eI M 3ajJad 3TUX HayK, UX OCHOBHOW MpPOOJIEMATHUKH,
OCBOUTh TEPMHUHOCUCTEMY, METOJIbl HAYYHBIX HUCCIIEAOBAHUM, OPUEHTUPOBATHCS B
CIIeLIUaJIbHOU JuTeparype IO JOKYMEHTOBEIECHUIO, apPXUBOBEICHUIO 151
POACTBEHHBIX HAIPABJICHUW; OCBOUTh METOJAbl HAYYHBIX MCCJIEHOBAHUMN C TEM,
yTOOBI WMETh  BO3MOXKHOCTh  MNPUMEHUTh HX B  CBOEH  BBIMYCKHOMU
KBaTU(DUKAIMOHHONW paboTe. YUUThIBAs HAJW4YUE Psifa IMIKOJ JOKYMEHTOBEACHUS
U apXUBOBEJCHUS, MaruCTp JOJDKEH pa3finyaTh MOJAXOJAbl U HayYHBIE MPOOJIEMBI,
pa3pabaTbiBaeMble Pa3HBIMH YUCHBIMH.

Jnsg  u3zyueHus Kypca HEOOXOIWMBI BXOJHBIE 3HaHUA B O0BEME
npoeCcCHOHANBHON  MOJATOTOBKM IO  COOTBETCTBYIONIEMY  HaIPaBJICHHIO
MAarucTpaTypshl.

HporpaMMa aJanTupoBaHa I HWHBAJIWJAOB W JHUI C OI'PaHUYCHHBIMU
BO3MOXHOCTAMHU 3J0POBbAL.
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3. TPEBOBAHUS K PE3YJILTATAM OCBOEHMS COJIEPKAHUS
JUCHUIIIAHBI

[Ipouiecc n3yueHus: AUCIUIUIMHBI HAIIPABJIEH Ha (JOPMUPOBAHKE FIIEMEHTOB
cienyromux KommereHuuii B coorBerctBUM ¢ PI'OC BO mno paHHOMY
HaIPaBJICHUIO MOATOTOBKH (CIEIUATIBHOCTH):

a) npogeccuonaabHbIX (ITK)

IIK-3 IIpoekTupoBaHuWE €IWHOM CHUCTEMBI XPaHEHUs JOKYMEHTAJIbHOTO
dboHIa OpraHU3aIum.

B pesynbrare 0CBOCHUS JUCHUIUIMHBI 00YUYaIOIIUECS JOJKHBI:

3HaTh:

-o0nienpodeccuoHaNbHbIE TEOPETUYECKUE M METOAUYECKHE OCHOBBI
JOKYMEHTOBEICHUS, JTOKYMEHTOBEAUYECKYIO, APXMBOBEAYECKYIO TEPMHHOJIOTHIO,
TEOPUI0 JOKYMEHTa, IpaBWia COCTAaBJIECHUS U O(OpPMIIEHUS JIOKYMEHTOB,
IPUHLIUIIBI IOCTPOSHUS YHU(ULIUPOBAHHBIX CUCTEM JTIOKYMEHTALIUU, OPTaHU3ALIHUIO
JIOKYMEHTOB B KOMIUIEKCHI W IPUHLHUIIBI ONPEIEICHUS HAyYHO-UCTOPUUYECKONW U

HpaKTI/I‘{eCKOﬁ HCHHOCTH JOKYMCHTOB.
YMmerh:

-U3JlaraTb MW KPHUTHYCCKHU AHAJIM3UPOBATH 6&30By10 I/IH(l)OpMaI_[I/IIO 110
JOKYMCHTOBCICHHUIO u APpXHUBOBCIACHUIO, COCTaBJIATDH JOKYMCHTBI C
HCIIOJIB30BAHHUCM A3BIKOBBIX BAPHAHTOB B 3aBHCHUMOCTH OT HA3HAYCHHUA U
COACpKaHUA JOKYMCHTA, O(bopMJ'ISITL JOKYMCHTBI B COOTBCTCTBUH C
Tp€6OBaHI/I}IMI/I rocyaapCTBCHHLBIX CTaHIapTOB, YHI/I(l)I/IHHPOBaTL TCKCTBI

JOKYMCHTOB, p33pa6aTI:IBaTI> YHI/I(i)I/II_[I/IPOBaHHBIC CUCTCMbI JOKYMCHTAIIHNH.
Baagers:

-o0mienpodeccuoHaIbHBIMU 3HAHUSIMU TEOPUH U METOIMKU, HABBIKAMU B
00JacTH TOKYMEHTOOOpa30BaHMsI, OPTaHU3AIMU JOKYMEHTO000pOTa U apXUBHOTO
XpaHEeHUs], 3HAHUEM aKTyaJIbHBIX TIPOOJIEM JIOKYMEHTOBEJCHUS U apXUBOBEIICHUS,
3aKOHOJIATEIBHBIX 1 HOPMATHUBHBIX aKTOB IO BOMPOCAM YIIPABICHUYECKOTO Tpyda U
JIEIOTIPOU3BOICTBA, METOJIMYECKUX Pa3pabOTOK, OCHOBHON HAYYHOU JTUTEPATYPHI
0 Kypcy.

IIproGpecTn ONBIT AeATEILHOCTH:

B 00JIaCTH COCTaBJICHUS W aHaJIM3a YNPaBICHUYECKUX JOKYMEHTOB, METOOB
COBEPILIEHCTBOBAHUS IOKYMEHTOOO0OPOTA M ApXUBHOI'O XPAHEHHSI.

4. OFBEM YUYEBHOM JUCIUILIAHBI

OOr111ast TPy 1I0€MKOCTh AMCHIHUIUIMHBI COCTABIIACT 8 3a4eTHBIX eauHull (288
yacoB). JucuunnuHa peanusyercsa B 2-4 cemectpax. Popma MpOMEKYTOUHOM
aTTecTallMi — 3a4eT 3 ceMecTpe, HJK3aMeHbl BO 2 U 4 ceMmecTpax, KypcoBas
pabora B 2 cemecTpe.

4.1. CTpyKTYypa 1M CHUTLIAHBI



030
Bupl yaeOGHOM paboTHl, DOpMEBI TEKYILErO
No = ) g BKJIFOYAsi CAMOCTOSITEIIbHYIO KOHTPOJIA YCIIEBAEMOCTH
n Pazgen %23 g3 paboTy CTYJIeHTOB (no nedensim cemecmpa)
/ AU CIHUITIIMHBI 8 &) § U TPYAOEMKOCTh (B qacax) CDopMa HpOMG)Ky;“O‘IHOfI
Il aTTeCTaluu (no
1 13 u3 | Ccp cemecmpam)

Paznmen 1. 1 2 4 65 Cemunap

Teopus nokymeHTa

Y apXUBHOTO JIea

Pasznen 2. 2 4 4 65 JK3aMEH

Hcropus  pasButus

JIOKYMEHTOBEIYECKO

ro 31

apXHUBOBEIUYECKOTO

3HAHUS

Pasznen 3. 3 4 4 65 3a4er

CoBpeMeHHas

MpaKkTHKa pabOThl C

JOKYMEHTaMHU 51

OpraHu3aIus

paboTHI apXHUBOB

Pasznen 4. 4 2 4 85 JK3aMEH

[Tpo6aembr

COBEPIIICHCTBOBAHUS

JOKYMEHT0000pOTa

u aApXHUBHOTO

XpaHeHUs

JTOKYMEHTOB

UTOTO 12 16 260 KypcoBas  pabora 2

CEMECTP

4.2. TemaTnueckuil NIJIaH OCBOEHHMSI JMCIHUILUIMHBI MO BUAAM Y4eOHOI
JAESITeJIbHOCTH M BUAbI CAMOCTOATEILHOM (BHEAYIMTOPHOM) padoThI

HanmeHnoBanue Coaep:xanue yueOHOro MaTepuaa Dopm
pa3/iesioB U TeM (TeMbl, IepevYeHb PacKpPbIBaeMbIX BOIIPOCOB): u-
JICKIMH, MPAKTHYECKHE 3aHATHS (CEMUHAPBI), pyem
HHIMBHUAYAJIbHbIE 3aHATHS, CAMOCTOSAITEJIbHAS padoTa O6uem | '€
o0yyarommxcs, KypcoBas padora KOMII
4acoB
e_
I3.e.
TeHI
HH
(mo
Teme)
1cemectp 2 3 4
Pazpeu 1. Teopus NOKYyMEHTAa H APXUBHOIO /1eJ1a




Tema 1.1 CymHocTh
JLOKYMEHTHPOBAHH
sl 1 AapXHMBHOI'0
XpaHeHus1

Jlexyua:Tema 1. CyniHOCT NOKYMEHTHPOBAaHUS M apXHBHOTO
XpaHCHHSI.

Jlexyus: TloHaTne «IOKyMEHT», €ro (DYHKITUN U CBOICTBA.
Jexyusn: CriocoObl JOKYMEHTUPOBAHUS, BUILI JTOKYMEHTOB
¥ 0COOCHHOCTH XPaHEHUS OTJEIbHBIX BUJIOB JIOKYMEHTOB.
Jlexyus: CaoiicTBa JIOKYMEHTOB: JIOCTOBEPHOCTb,
IOPUINYECKAS cuJa, CpeACTBa MTOATBEPKICHUS
IOPUANYECKON CHUJIBI.

Jlexyusa: Opranuzanus JOKyMEHTHOM U apXUBHOM OTpaciiu.
Jlexyus: HaydHble MIKOJIBI B 00JIACTH JTOKYMEHTOBEACHUS U
apXUBOBEACHUSA

Jlexyus: Jlestenpaocts BHUMJIA/I.

Jlexyus:Pocapxus, ceTb apxuBoB POD.

Cemunapot.
CYI]_IHOCTB HOKyMeHTI/IpOBaHI/IH nu apXI/IBHOFO XpaHeHI/IH.

Opranuzanys JOKYMEHTHOW U apXUBHOM OTpaciu

Hayunble mkonsl B 00JIACTM  JOKYMEHTOBEIEHHUS U
apXHUBOBEICHUS

IIpakmuueckue 3anamus
TepMUHOIIOTMYECKUI  CTaHAApPT
apXUBHOE JIEJ10

AHanu3 TPYylOB
apXUBOBEAYECKON HAYKU
AHanus cetu apxuBoB PO

Ananmu3 odunuanbHbix caitoB Pocapxusa, BHUMJIAJIL,
Iloprana apxuBoB P®

Jenonpon3BoaCTBO U

KJIACCUKOB JIOKYMEHTHOMN u

HUnousuoyanvuvie 3auamus

Camocmosamenvras paboma: aHaan3 MyOIUKaIi 110
JIOKYMEHTOBE/ICHUIO W aPXHUBOBEICHHUIO

65

I1K-3

Pa3zgen 2.Uct

opus Pa3BUTHUA JOKYMEHTOBECAYECCKOI0o H apXuBOBECAY€CKOI

0 3HAHUSA

Tema 2.

Hcropusi pasBurus
AOKYMEHTOBEI4eCK
oro "
apXMBOBEI4Y€CKOro
3HAHHUA

Jexyua:Jlokyment n  Pumckoe — mpaBo.  PasButume
TEPMHHOJIOTMH TOKYMEHTOBEACHUS U aPXUBOBEACHHUS
Jlexyusa: KanMoOunbon unnomaruka u [lons Otne Hayka
0 TOKyMEHTallUH.

Jlexyusa: ITpuka3Hoe 1e10mpon3BOICTBO.

Jlexyua: Komnexckoe pemonpousBoacrso B Poccunm u
I'enepanbHBIN periameHT.

Jlexyus: MuHuCTEPCKOE NEIONIPOU3BOACTBO.

Jlexyusa: CoBeTCKMH TMepUOJ B pPa3BUTUU HAYKH O
nokymenre. [esrensnocts UTY n Oprerpos.

Jexyusa: Pazpabotka yHudumupoanusix (opm, 'CHOY,
I'OCToB u knaccudukatopos ECKKIU.

Jlekyua: Bxmag B pa3sBUTHE HAykKM O JOKYMEHTE
T.B.Ky3nenosoi, A.H.CokoBoii, M.B.Jlapuna u mp.
Jlexyus: 3apyOeXHBIH ONBIT Pa3BUTHS HAYKU O JOKYMEHTE.
Konnenuus YnpasieHue 10KyMEHTaMH.

I1K-3

Cemunapot:
Hcropust pa3BuTus Hayku o 1oKyMeHTe B Poccun

HcTopus pa3BUTHS HAYKU O IOKYMEHTE 3a pyOexoM

Hp06neMa nepuoan3anu UCTOpUU NOKYMCHTA
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Bxnan B pasButue Hayku o gokymente T.B.Ky3Henosoid,
A.H.Coxogoii, M.B.Jlapuna u ap.

Konnenuus VYmnpaBinenue nokymeHntamu. Ee pa3Butue B
TpyJaxX OTEUECTBEHHBIX U 3aPYOCIKHBIX YUCHBIX
IIpakmuyeckue pabomul:

AHanu3 ['eHepabHOTO periameHTa

Ananmns Ilomoxenus o nucbMoBoacTse 1911r.
CpaBuutenbubiit anann3 [OCTOB

Anamuz  cratbu  M.B.Jlapuna  Pa3Butue  Teopum
JIOKYMEHTOBECHUS

HUnousuoyanvuvie 3auamus

CamocmosamenvHas paboma
CaMOoCTOsATEIbHOE 3HAKOMCTBO ¢ padOTaMH KJIIACCHKOB
JIOKYMEHTOBE/ICHUS U apXUBOBEICHHUS

65

Paszgean 3. CoBpeMeHHasi NPAKTHKA Pad0ThI €C JIOKYMEHTAMU U OPraHu3anus padoTbl apXuBOB

Pazpea 3.
CoBpeMeHHas1
NMpPaKTHKa padoThl ¢
JAOKYMEHTaMH U
opraHu3anus
padoThI apXUBOB

Jexyus: TOCT P 7.097-2016 OpranuzaimoHHO-
pacmopsauTenbHas — JOKyMeHTauus. — TpeOoBaHMs K
0(pOpPMIICHHIO JOKYMEHTaMH.

Jlexyus: CocTaB peKBU3UTOB U TpaBmiIa X 0popMIICHHUS
Jlexyus: braHku, BUJbl OJJaHKOB OpraHU3aLUuU

Jlexyusa: 1leqatun, BUABI Ie4aTeil OpraHu3anuy

Jlexyus: Konuu 1 uX pasHOBUAHOCTU

Jlexyus: Yuaupunupoanusie Gopmbl JoKyMeHTOB. [IpaBuna
YHU(PUKALUN

Jlexyusa: ITpu3HaKy CUCTEMBI TOKYMEHTALUH

Jlexyus: Opranu3aliiOHHO-PaCHIOPSAUTENIbHBIE JOKYMEHTHI
Jlexyusa: IlpaBoBble, HOPMAaTUBHbIE U WHCTPYKTHBHbIE
JOKYMEHTBI

Jlexyusa: 111aHOBO-0TYETHBIE JOKYMEHTHI

Jlexyus: CrpaBoYHO-MH()OpPMAIIMOHHBIE M CHPABOYHO-
AQHAIUTUYECKUE TOKYMEHTBI

Jlexyus: JIOKyMEHTBI IIOJIMYHOMY COCTaBY

Jlexyus: DUHAHCOBBIE, YUETHBIE U OTYETHBIE JOKYMEHTBI
Jlexyus: 11aTeHTHO-TUIIEH3NOHHBIE IOKYMEHTHI

Jlexyus: JIOoKyMEHTOOOOpOT

Jlexyua: Ilepenaya TOKyMEHTOB Ha ApXUBHOE XpaHEHHE
Jlexyus: Y CIOBHS XpaHEHUs B apXUBax

Jlexyus: OCHOBHBIE HANPaBIEHUS IE€ATEIbHOCTH B apXUBax

IIpakmuueckue 3anamus (cemunapbi):

Cucrema OpraHU3alMOHHO-PACIOPAAUTEIBHON
nokymeHntanuu.  Cucrema  OpraHu3aliMOHHO-TIPAaBOBOM
nokyMmeHTanuu.  Cucrema AOKyMEHTallMM 10 JMYHOMY
cocrapy. Cucrema  crnpaBOYHO-UH()OPMAIMOHHOW U

CIPAaBOYHO-aHAJIUTUYECKOW  AokyMeHTanuu.  Cucrema
MJIaHOBO-OTYETHOU JOKYMEHTAIUH. Cucrema
XO35ICTBEHHOHM, ()MHAHCOBOW M YYETHOH JOKYMEHTAIUH.
Cucrema MTaTEHTHO-JINIIEH3NOHHOU JOKYMEHTAIUH,
Cucrema HOpMaTUBHON JOKYMEHTALIUH.

OcoOenHoctu apXUBHOTO XpaHEHUs OTJIEJIbHBIX

paSHOBHHHOCTeﬁ JOKYMCHTOB.

I1K-3
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Unousuoyanvuuie 3anamus: HET

Camocmoamenvras paboma
CocraBiieHre TaOIHIbl HAUMEHOBAHHUH M cOOP 1M1a0JIOHOB
(0OpasioB) yIpaBICHYECKUX JTOKYMEHTOB
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Pasznea 4. [Ipo0dJiembl
apXMBHOTOXPaHEHUs

COBEPIIEHCTBOBAHNS JOKYMEHT0000pPOTA U

Paspean 4.
IIpobaemsl
COBEpPLIEHCTBOBAHH
s
AOKYMEHT0000poTa
"
ApXHBHOTOXPaHEHU
s

Jlexyus: 3akoHOAaTenbHas U HOPMATHBHO-UHCTPYKTHBHAs
6a3a paboOTHI C TOKyMEHTAMHU.

Jlexyus:3akoHogaTeNnbHass M HOPMAaTUBHO-MHCTPYKTHBHAS
0a3a apXMBHOTO JIeNa.

Jlexyus: Homenknatypa Jei, COBEpIICHCTBOBAHUE
HOMEHKJIATYpHI JIell.

Jlexyus: Pa3paboTka Tabens u anmp0oma GopM JTOKYMEHTOB.
Jlexyus:  Pa3paboTka  TaONMMYHO-MApHIPYTHBIX  KapT
JBUKECHHS IOKYMEHTOB.

Jlexyusa: OprupoekTupoBanue, pa3zpadboTka OPrupoeKTa Io
COBEPIICHCTBOBAHUIO JBUKECHHUSI TOKYMEHTOB.

Jlexyusa: PazpaboTka MHCTPYKIUU TIO JEIONPOU3BOJICTBY B
OpraHH3aIiH.

Jlexyus: DKcriepTH3a HEHHOCTH JOKyMEHTOB. llonoxkenue
00 PKCIEPTHOI KOMHCCHUHU.

Jlexyus: CMmemaHHBIE W MOOWIBHBIA JTOKYMEHTOOOOPOT.
Opranu3zanys MoOUIIBHOTO oduca.

Ilpakmuueckue  3anamus:  3aKOHOJIATENIbHBIE  AKTHI,
peryaupyoomue paboty ¢ gokymeHTamu. CraHAapTsl Ha
YHU(QUIMPOBAHHBIE CHUCTEMBl JIOKYMEHTALUH, EAUHYIO
cucteMy Kiaccu(UKaud W KOJUPOBAHMS  TEXHUKO-
HKOHOMUYECKON MHPOpMALMK U TEPMUHOJIOTHIO B 00iacTu
JIEJIONPOU3BOJACTBA M apXWBHOro Jena. MHCTpyKTHBHO-
METOINYECKHE JIOKYMEHTBI o OpraHu3aluu
JIEJIONPOM3BOJACTBA W apXMBHOIO XpaHEHHsA. AHamu3
3akoHoAaTenbHbIX akToB M ['OCToOB, periaMeHTHpPYOIIHNX
paboTy ¢ JOKYMEHTaMH U UX apXUBHOE XpaHEHUE

Unousuoyanvuvie 3auamus: HET

Camocmosmenvras paboma: Pa3zpaboTka METOI0B
COBEPIIIEHCTBOBAHUS JOKYyMEHTOO0OpOTa, TAOJIUIHO-
MapIIPYTHBIX KapT,0Neporpamm.

85

I1K-3

Buja uToroeoro KOHTPOJISI: DK3aMCH

BCEI'O:

288

5. OBPA3OBATEJIBHBIE TEXHOJIOTI'NA

OOpa3zoBareibHble  TEXHOJIOTUU 10  HampaBlICHUIO  IOATOTOBKH
«JlokyMeHTOBeIeHHE W apXHWBOBEAEHHUE» MPEAyCMATPUBAIOTHUCIIONH30BAaHUE B
y4eOHOM TpoIlecce aKTHUBHBIX W WHTEPAKTHBHBIX (HOpPM MPOBEACHUS 3aHATHI B
COUYETAHWHM C BHEAYAMTOPHON paboToil C menpio (GOPMUPOBAHUS W PA3BUTHUS
TpeOyeMbIX KOMIIETEHIIMI OO0yYarolMXcs: TakuX, Kak AMCKYycCHU MO Hauboisee
npoOJIEeMHBIM ~ BONIPOCaM  pa3BUTUA  JOKYMEHTOBEACHHs, pa3paboTka

)41
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ACEMOHCTpanus BI/IILCOHpC?)CHTaHI/Iﬁ 110 HToram IIPOBCACHUSA Hay4YHOTI'O
HCCIICAOBAaHUA, 6€CG,I[BI C MpCACTAaBUTCIIAMMA OTPpACIIN 1 YYCHBIMU.

6. OIIEHOYHBIE CPEIACTBA I TEKYHIEI'O KOHTPOJIA
YCHEBAEMOCTH U TPOMEXKYTOUYHOM ATTECTAIIUH

6.1. KoHTpOJIb 0CBOCHUSA TUCUHMUILIMHBI

KoHTponb OCBOEHUS JUCHUILUIMHBI MPOU3BOJUTCS B COOTBETCTBHUH C
[lonoxxeHneM O TOPOBEAEHUM  TEKYLIEr0 KOHTPOJS  YCIIEBAEMOCTH U
npoMexyTouyHon arrectauuu cryaeHtoB  ®PI'BOY BO  «KpacHomapckuii
rOCYJapCTBEHHBIM MHCTUTYT KYJbTYypbl». [IporpamMMoi IHUCHMIUIMHBI B LEJAX
MPOBEPKH MPOYHOCTHM YCBOCHHUS MAaTepHUalla MPEeIyCMATPUBAETCA NPOBEACHUE
pa3IuyHBIX (OPM KOHTPOJISL.

Texywuu KoHmMpOab YyCIEBAEMOCTU CTYAEHTOB IO JUCHUILUIMHE TPOU3BOIUTCS
B cieayromux ¢opmax: MUCbMEHHBIE WUHAWBUIyaIbHBIE 3aJaHUs, YCTHBIN OMpOC
Ha CEMUHAPCKUX 3aHATHUSAX.

Pyb6eorcnvrii koumpons npeaycMaTpuBaeT OLUEHKY 3HAHHWM, YMEHUN U HAaBBIKOB
CTYJAE€HTOB MO MPONUIAECHHOMY MaTe€pHaly MO JaHHOW JHUCUUIUIMHE HAa OCHOBE
TEKYIIUX OIICHOK, MOJYYEHHBIX MMHU Ha 3aHATUSIX 3a BCE BUIBI padboT. B xonue
pyOEKHOTO KOHTPOJIS MCHOJB3YIOTCS CIEAYIOIIME METOAbl OLICHKM 3HAHUM:
YCTHBIE OTBETHI, MUCbMEHHBIE PabOTHI, MPAKTHUECKUE U JIAOOpATOPHBIE PAOOTHI,
OLICHKA BBIMOJIHEHUS CaMOCTOSITENIbHOW  pabOThl  CTYJAEHTOB: paboTa ¢
NEePBOUCTOYHUKAMH, pedepaTuBHAs, HCCIeAOBaTelbckass padoTa, BBIMOJTHEHUE
3amanuii B popme peanuzanuu HUPC.

IIpomedsicymounsiti KoHmpoab O PE3yJIbTaTaM CEMeCTpa IO JUCLUIIMHE
poxoauT B popme 3auéra.

6.2. OueHouyHbIe cpeacTBa

6.2.1. Tecr

1.Y9T0 He OTHOCUTCH K YUpPeIUTeJbHbIM JOKYMEHTAM HOPUAHYECKOr0 Jua?
A.  Tlporokon cobpaHus yupeauTenei;

B. Vcras;
C. YupenutenbHbIi JOroBOp;
ANSWER:

2.1Tos10:xeHNe 0 CTPYKTYPHOM MOJAPA3JieJIeHUuU — ITO:

A.  TpaBOBOI aKT, KOTOPHIA yCTAaHABIMBAET CTATyC, QYHKIINH, TTPaBa,
00s13aHHOCTH U OTBETCTBEHHOCTH CTPYKTYPHBIX MOAPA3ACICHUN UITH HHBIX
OpraHoB,

B.  mpaBoBOIf aKT, KOTOPBIH OMPEnEIsIeT CTaTyC OPraHU3aIluy, €€ 3a1a91 U
(GyHKIIUH, TIpaBa, OTBETCTBEHHOCTh, MMOPSIAOK ICITCIHOCTH;

C.  1oroBop, CTOPOHBI KOTOPOTO 00S3YIOTCS CO3AaTh IOPUINIECKOE JIUIIO U
YCTaHABJIMBAIOT IMOPSAAOK COBMECTHOM JIEATEILHOCTH 110 JaHHOMY (haKTy;

ANSWER:
3./laToii 10/1KHOCTHOI MHCTPYKUMHU SIBJIsIETCS 1aTa
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A.  ee cocTaBlieHHS,

B. ee yrBepxieHus;
C.  o3HaKoMmJIeHHUs ¢ HEeW pabOTHUKA
ANSWER:

4. IIpaBoBoii aKT, B KOTOPOM 0TOOpakaeTcs MOPSAOK AeATeILHOCTH
PYKOBO/JCTBA OPraHU3aIlUN, 3 PABHO KOJJIETHAJBLHOI0 WJIH COBENIATEIbHOT0
oprasa — 3To:

A.  mTaTHOE pacnucCaHue;

B. ycras;
C. pernamesr;
ANSWER:

5. 1o cepe cBoero aeiicTBUSI pacnopsiAuTeIbHbIE TOKYMEHTHI JeJSTCS HA:
A.  KOJUJIEKTHBHBIC U UHJUBUIyaJIbHbIE;

B.  denepaibHOro ypoBHS, pErMOHAILHOTO YPOBHS, TPABOBBIC AKTHI
OpraHU3aIUN;

C.  mpaBOBBIE aKThl OPraHU3ALINI, IPABOBBIE AKTHI UX CTPYKTYPHBIX
MOJIPA3/ICIICHUAMN

ANSWER:

6. PacnopsizkeHue u3gaercsi:

A. B yCIOBHUSIX BEJJIOMCTBEHHOT'O PETYJIMPOBAHUS;

B. €TUHOJINYHO;
C.  KoOJUIerMalibHO;
ANSWER:

7.Konus yacTu J0KyMeHTa, KOTOpPasi 3aBepeHa B onpeieJJeHHOM MOpsiIKe,
ITO:
A.  BBIINCKA;

B.  anexrponHas komus;
C.  nyOnukar
ANSWER:

8. He siBJisieTcs IOKYMEHTOM, KOTOPbIii HHUIIMMPYET pelieHune:

A.  JokjiaaHas 3aIKcKa;

B. 3aKJIIOYCHUE;

C.  TpOEKT NJOKYMEHTAa,

ANSWER:

9. YeM BHellIHE OTJIMYAETCS MPOEKT JOKYMEHTA OT €ro OKOHYATEJIbHOT 0
BapHMaHTa?

A.  Tlpoekt He 00s3aTenbHO ODOPMIIITH B TaKOH ke GopMme, Kak Oyayniuit
JIOKYMEHT, IOCTaTOYHO CaMOT0 TEKCTa;

B. Haamuckro «ipoekT» B BEpXHEM I0JIE CIIPaBa;

C. IIpoext odopmisieTcss Ha CrieIMaTIbLHOM OJIaHKE;

ANSWER:

10. Kakasi yacTh NOCTAHOBJIEHUS COAEPKUT HOPMATHBHbBIE MOJI0KEHUST UJIH
nopy4enus?

A.  PacnopsaurenbHas;
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B.  Koucratupyromas;

C. Bsognas

ANSWER:

11.B cocTtaB HH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB He BXOJIUT:

A.  JokiagHas 3aIrcKa;

B. CBOJIKA;

C. yka3zaHue;

ANSWER:

12.Bua nn¢gopManmoHHO-CIIPABOYHOI JOKYMEHTAIUH, SIBJISIIOLIEHCA
CIoco00M OnepaTUBHOr0 MHGPOPMALHOHHOT0 00MEHAa MKy OPraHNu3aALUSIMH,
HA3bIBACTCH:

A.  1oKkyMeHTanueu Juis ciiy>keOHOTO MOJIb30BaHUS;

B.  mepenuckoii;

C. CTaTUCTUYECKON OTYETHOCTHIO

ANSWER:

13.Yto npencrapJsieT co00ii 3asiBjieHHE B JOKYMEHTO000POTE OPraHu3amum?
A.  DTO 10KyMEHT, KOTOPBIH apecoBaH J0JKHOCTHOMY JIMILY U COIAEPKUT
KaKyI0-n00 mpoch0y pabOTHHUKA;

B.  DTo A0OKyMEHT ¢ npeayio;KeHUEM Ha3HaYUTh, IEPEMECTUTD HIIM TOOLIPUTH
pabOTHHUKA;

C. DTO JOKYMEHT, OOBSICHSIOINN TPUUHHBI CITYYUBIIET0Cs, KOTOPbIN
COCTAaBJISIET pAOOTHUK HAa UMSI PYKOBOIUTEIS

ANSWER:

14. Yto He siBJISIETCS MPU3HAKOM aKTa?

A.  ycraHoBieHHE (PAKTHUECKOIO COCTOSTHUE JIEN U OTPAKEHUE €ro B aKTe;

B.  cocraBienue B cB0OOHOM hopme;
C.  KOJUIerHaJbHOCTh COCTaBIICHHUS
ANSWER:

15. JlokyMeHTBI, KOTOPbIE U3IaHbI BHYTPH YUpPeKAeHUS U OTIPABJIEHBI 32 €ro
npeeibl AJ1s1 PyKOBOJCTBA HUKECTOSIIIIUM OPraHaM ynpasBJieHHUs JIM00 B
HeJIsiX UCIOJIHEHNUSI MUChbMEHHBIX YKAa3aHUil BhICIIEel HHCTAHIIUM,
HA3BIBAIOTCSI:

A.  uCcXoAsUIMMU IOKYMEHTaMU;

B.  BXomgmmmu JOKyMEHTaMH;
C. nepenuckoi
ANSWER:

16. CoBOKYITHOCTb JOKYMEHTOB WJIH JOKYMEHT, OTHOCSIITUECS K OJTHOMY BOIIPOCY
WJIM YYaCTKY JESITEIIbHOCTH U TIOMEIIICHHBIE B OJIHY O0JI0KKY — 3TO:

A. Ineno;

B. HOMEHKJIATypa JIelT;

C.  dopmupoBanue aen

ANSWER:

17.Kakoii BU1 HOMEHKJIATyphl J€Jl HE CYIIECTBYET?

A. Tunosas,
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B. Ilpumepnas;

C. Exeromnas

ANSWER:

18.Kakoe ycioBue sBisieTcsi 00s13aTeNIbHBIM TPU 00BEAMHEHUN HECKOJIBKUX JIETT B
OJTHO?

A.  Jlata cocTaBlieHHs TOKYMEHTA;

B. CoBmaneHnue cpokoB XpaHEHUS JOKYMEHTOB;
C. CopepxxaHue JOKYMEHTA;
ANSWER:

19. Kak cucrematus3upyroTcs ieja B HOMEHKIaType?

A.  Ilo npuka3y pyKOBOIAUTES;

B.  He nmeer 3Hauenus;

C. Ilo creneHu BaXXHOCTH U UX B3aUMOCBSI3U

ANSWER:

20. Yto BKiIIOYaET B ce0s TeXHUYECKOE UCIIOJIHEHHE JOKYMEeHTa:

A.  [OAroTOBKY IpOEKTa JOKyMEHTa, Ha0Op M pacredaTky TeKCTa MPOeKTa,
KOPPEKTHUPOBKY COJIEPKaHUS JOKYMEHTA IOCJIE COTJIacOBaHMsl, 0pOpMIICHHE
(¢buHANTBHOTO BapHaHTa JOKYMEHTA,;

B.  nmpenmocraBneHue pacrnedyaTaHHOTO IPOEKTa TOKYMEHTa PYKOBOJIUTENIO Ha
COrJIacOBaHMUE, YCTPAaHEHUE HETOYHOCTEM, HA00p OKOHYATEIBHOIO IOKYMEHTA;
C.  cocraBieHHE TOKYMEHTa Cpa3y B OKOHYATEJIbHOM BapUaHTE, €T0
NOJANKUCAHKUE Y PYKOBOJIUTENS, OTIIPaBKa IOKYMEHTa aJpecary

ANSWER:

21. Korna 10KyMeHT SIBJISIETCS MCIOJTHEHHBIM ?

A.  Kak Toapko 10KyMEHTY NPHUCBOEH PErUCTPAllMOHHBIN HOMED;

B.  Koraa paccmaTtpuBaeMslil B JOKyMEHTE BOIPOC pa3pellieH NOJHOCTHIO U
NEePEenrcKa Mo HEMY 3aBEpILEHa;

C. Korga 1oKyMeHT MOJIy4eH KOHEUHBIM a/IpecaToM

ANSWER:

22. Hocurtesiem uHopManuu siBjasieTcs:

A. co3JlaTesb JOKYMEHTA,

B.  marepuanbHblli 00BEKT, KOTOPBIA HYKEH JJis (pUKCaluu, XpaHeHus (1
BOCITPOU3BE/ICHUS) peUEBOM, 3BYKOBOW MJIM M300pa3UTeIbHON HH(OpMAIUK;
C. cTpyKTypHOE MOJIpa3/iesICHUE, BBIMOJIHIIONIEE (PYHKIIUU 110 BEICHUIO
JIOKyMEHTOO0OpOT

ANSWER:

23. CBOICTBO JOKYMEHTA NMOATBEPKAATH 1eJ0BYIO 1eSITeIbHOCTh JTU00
co0bITHE JIMYHOI0 XapaKkTepa — 3TO:

A.  ropuanueckas 3HAUUMOCTb JOKYMEHTA;

B.  ropuamueckas cuiia J0KyMEHTA,

C. ayTeHTHYHOCThb

ANSWER:

24. TUNOBBLIM CPOKOM HCHOJTHEHHSI JOKYMEHTA Ha3bIBAETCSI:
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A.  CpOK HCIIOJIHEHUS, KOTOPBIH YCTaHOBJIEH B OPraHU3aL[MOHHO-
paciopsAUTEILHOM JOKYMEHTE WIN B PE3OJIIOLINN;

B.  cpok ucnonHeHus, yCTaHOBJIEHHBIHN CJIOKUBIIUMCS B OpPraHU3aluN
00bIYaeM;

C.  CpOK MCHOJIHEHHUS JOKYMEHTA COIIACHO HOPMATHBHO-IIPABOBOMY aKTYy;
ANSWER:

25. CipaBO4YHUK, coJep:Kalmii cBeieHus 0 GoHIAX AapXUBA U
NpeJIHAa3HAYEHHBbI VI 03HAKOMJICHHUS ¢ HX COCTABOM H COAEpPKAHMEM — ITO:
A.  apXuBHBIN CIPaBOYHUK;

B.  apXuBHBIN MyTEBOAUTEID;
C.  apxuBHBIN yKa3aTelb
ANSWER:

26. YundunupoBanHoii popmMoii JT0KyMeHTa SIBJISETCS:

A.  dopmynsap TokyMeHTa ONpeeIeHHOTO BUAA, KOTOPBIA COAEPHKUT
MOCTOSIHHYIO YacCTh TEKCTA;

B.  OyMakHbIN WK SJEKTPOHHBIN MIA0JIOH C PEKBU3UTAMH, [0 KOTOPHIM
oTpeJeNsieTCsl aBTOp OUIIMATBLHOTO TOKYMEHTA;

C.  PEKBH3UT O COTJIACHH OPTaHU3aIH, KOTOpas HEe ABISETCS aBTOPOM
JIOKYMEHTA, C €r0 CoJIep:KaHueM

ANSWER:

27. PeKBM3MT JOKYMEHTA — 3TO:

A.  perucTparMoHHBI HOMED TOKYMEHTA,;

B.  cBemeHus o mate U UCMOJIHUTENE JOKYMEHTA,
C. oanemeHT opopMIICHHS TOKYMEHTA;
ANSWER:

28. IlpenBapuTe/bHbIH TEKCT JOKYMEHTA, KOTOPbI JINYHO TOTOBUT
HUCIIOJIHUTEIb WM COUCIIOJIHHUTEIb IOKYMEHTA, 3TO:

A. AK3EMILISP JOKYMEHTA;
B.  mpoekT nokymeHTa;

C.  komus JOKyMEHTa
ANSWER:

29. /les10npoOU3BOACTBO — ITO:

A.  JeAaTeNbHOCTh MO JOKYMEHTHUPOBAHUIO, TOKYMEHTOO0OPOTY, OIEPATUBHOMY
XPaHEHUIO U UCIIOJIb30BAHUIO JOKYMEHTOB;

B. mpouenypa co3ganus, THpaXUPOBAHUS U PETUCTPALIUU BXOJIAIICH U
UCXOJISIIEH JOKYMEHTAIMU OpraHu3aluu;

C.  HemocpeICTBEHHOE Co37aHue OPUITMATBHBIX JOKYMEHTOB Ha MIPEANPUATAN
ANSWER:

30. KakoBa njimHa camoii JJTMHHOM CTPOKHM PEKBU3UTA NMPH YIJIOBOM
PacCnoI0KeHUN PEKBU3UTOB?

A. He 6onee 12,5 cm;

B. He 6omee 7.5 cm;

C. He 6omnee 10 cwm.

ANSWER:
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KoHTponupyembie KOMIIETEHIUN

3HaTb O6HI€HpO(1)€CCHOHaJIBHI>I€ TCOPCTUYICCKUC U MCTOJUICCKHNC OCHOBEI

AJOKYMCHTOBCIACHUA, TOKYMCHTOBCOAYCCKYIO, ApXUBOBCAUYCCKYIO TCPMUHOJIOTHUIO,

TEOPHUIO JOKYMEHTA, MpaBujia COCTaBICHUS U O(hOpMIIEHUS! JOKYMEHTOB,

IMPHUHIOUIIBI IIOCTPOCHUA YHI/ICI)I/IL[I/IpOBaHHBIX CUCTCM JOKYMCHTAIlUH, OPIraHU3aluI0

AOKYMCHTOB B KOMIIJICKCBI Y ITIPUHIHUIIBI OITPCACIICHUA H&y‘-IHO-HCTOpH‘-ICCKOﬁ n

Inp aKTUYECKOM IONCHHOCTU JOKYMCHTOB

Kpurepuu onenku:

- «5» OanoB BhICTaBIsIETCS 0Oyyaromemycs, eciia o HabepeT 90-100 6annos (90

- 100 % npaBHIIbHBIX OTBETOB)

— «4» 6aioB BBICTaBIsACTCS OOywaromniemycs, eciu oH Habeper 80 Gamio (80%

IIPpaBHUJIBHBIX OTBGTOB)

— «3» 0aioB BBICTABIACTCS OOyvaromiemycs, eciu oH Habepetr 60 GamioB (60%

IIPpaBHUJIBHBIX OTBGTOB)

Pa3zoanioBka
Ne 3aganns KoJj-Bo 0ay110B 3a Ne 3ajanusa KoJ-Bo 0a110B 32
NPABUJIbHBIN 0TBET NPAaBUJIbHBIN 0TBET
1. 3 16. 3
2. 4 17. 4
3. 3 18. 3
4 5 19 4
5 3 20 2
6 2 21 4
7 4 22 2
8 5 23 3
9 3 24 2
10 5 25 3
11 4 26 4
12 2 27 3
13 3 28 3
14 2 29 5
15 4 30 3

6.2.2. KoHTpO/IbHBIE BONPOCHI /ISl IPOBEAEeHHS TEKYIEro KOHTPOJIsI

YTto Takoe J0CTOBEPHOCTh IOKYMEHTA?
YTo Takoe peKBU3UT JOKYMEHTA?

['ne cogep’uTCs MOJHBIN NEPEUYECHb PEKBU3UTOB?




16

Yro Takoe ropuaudeckas cuia J0KyMeHTa?
Yro Takoe MeTagaHHbIE AJIEKTPOHHOIO JOKyMEHTa?
Yro Takoe yHUPHUKAIUSA JOKYMEHTA?

6.2.3. TemaTuka 3cce, pepepaToB, pe3eHTANMN I

TepMUHOTIOTHS TOKYMEHTOBEACHUS

Hcropust BOSHUKHOBEHMS U Pa3BUTHUSA JOKYMEHTA

[ToHsATHE «TOKYMEHT»

VYHudukanus 10KyMEeHTOB

AxTyalbHble POOJIEMBI JOKYMEHTOBEACHUS

3akoHozaTenbHas 0a3a paboThl ¢ JOKYMEHTaMU

DBOJIOIMS MaTepUANIbHBIX HOCUTENEH HH(pOpMauu

Crangaprtuzanus B 00JaCTH JOKYMEHTOBEACHHUS

Buaber nokymMeHTOB

Nudopmanus u cylmHOCTb JOKYMEHTHPOBAaHUS

OyYHKIUHA U CBOMCTBA IOKYMEHTA

OcHOBHBIE HANPAaBIICHUS U3yYEHUS UCTOPUH TOKYMEHTA

[IpoOGnema neproau3ai HICTOPUU TOKYMEHTa

Pons BcomoraTenbHBIX HCTOPUYECKUX IUCHUIUIMH B HM3YyYEHUU HUCTOPUU
JOKyMEHTa

JpeBHue (HopMbI TOKyMEHTa

S3BIK ¥ CTUIIb TOKYMEHTA

IOpunnueckas cuna JOKyMEHTa

JIOKYMEHTOOOOPOT MIPENTPUITHS

Opranu3zanus paboThl C TOKyMEHTaMU OTPaHUYEHHOTO JOCTyIa

Hay4yHas u npakTrdeckasi HEHHOCTh JIOKYMEHTa

[IpoBeaeHune 3KkcnepTU3bl LICHHOCTU JOKYMEHTA

HopmaTuBHas pernameHTanus aesteiabHocTu ciyx0 J10Y

[lonsiTue, cTpykTypa, coctas ciayx6 JJ0OY

[ToaroToBKa JOKYMEHTOB K NIEpeaye Ha apXUBHOE XpaHEHUE

Howmenknarypa nen

[ToHATHE SIIEKTPOHHBIM TOKYMEHT

DNEKTPOHHBIM JOKYMEHTOOOOPOT: aHalIM3 MPOTrpaMM M HMEIOLIErocs OIbITa
UX UCIIOJIb30BAHUS

[IpoGnema nmpuiaHus IOPUAUYECKOM CUITBI AIIEKTPOHHOMY TOKYMEHTY

6.2.4. Bonpocsl K 3K3aMeHY 0 IMCUMILINHE

1. JlokyMeHTOBeEHUE KaK HayKa.

2. JlokyMeHTOBe/leHHE B CTPYKType HayK M cdep MNpaKTUYECKOM
JESITEIbHOCTH.

3. TonsTtue «uHpOpMAIUI» U CYIITHOCTh JOKYMEHTHPOBAHUS.
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4. DpomonMs MaTepuanbHbIX Hocutened uHpopmanuu. TpeboBaHus K
MaTepHalbHbIM HOCUTENSIM HH(pOpMAIUH.

XapakTepucTuKa | BUIBI JOKYMEHTAIBHBIX KOMMYHHUKAIIUH.

CaoiicTBa nHGOpPMAIIUU U TOKYMEHT.

Buner nuadopmannu u cnocoObl UX JOKYMEHTHPOBAHUSI.

O0beM NMOHTUS «TOKYMEHTY.

OyHKIMH U CBOMCTBA TOKYMEHTA.

10 Crioco0bl TOKYMEHTHUPOBAHUS. DBOIOIHS CIIOCOOOB TOKYMEHTHPOBAHHUS.
11.Buasl JOKYMEHTOB, BBIACIIEHHBIX 10 Pa3HBIM OCHOBAHUSM JICJICHUSI.

©oo~No:

12.TloHaTHE  CHCTEMBI  JIOKYMCHTAIMA.  Pa3HOBHJIHOCTH  CHCTEM
JOKYMCHTAITUH.

13.VaudunupoBaHHass ~ CHUCTEMa  OPTaHHU3AIMOHHO-PACIIOPSIUTEILHBIX
nokymenToB (YCOP/I)

14. XapakTepucTuka CUCTEMbI OpraHNU3alMOHHO-TIPABOBOM JJOKYMEHTAIIUH.

15.XapakTepucTuka cCuCTeMbl HOPMAaTUBHOM JJOKyMEHTAIUH.

16.XapakTepucTuKa CUCTEMBI TUIAHOBO-OTUETHOM JTOKYMEHTAIIUH.

17.XapakTepucTuka CHCTEMbl XO3AMCTBEHHOW, (PUHAHCOBOM U YYETHOU
JOKYMEHTAITIH.

18.XapakTepucTiKa CHUCTEMBI CIIPABOYHO-MH(POPMAIIMOHHOW JTOKYMEHTAIINU
Y CIPaBOYHO-aHAIMTUIECKON JOKYMEHTAITIH.

19.XapakTepucTuka CHCTEMbl TATEHTHOW U JTUIIEH3MOHHOMN TOKYMCHTAIINH.

20.XapaxkTepucTuka JOKYMEHTAIMH 110 JINYHOMY COCTaBYy.

21.HopmaTuBHO-MeTOIMYECKass 0a3a pabOTHI C TOKYMEHTaAMH.

22.XapaKTepucTrKa MpoIeccoB 00pabOTKU TOKYMEHTOB.

23.JlokymenToobopor  mpenanpusTtus. llonarue, CTpyKTypa, MOTOKHU
JOKYMEHTOB.

24. Xpanenue JOKyMeHTOB. Buibl xpaneHnus. Y cjaoBUsi XpaHEHUS.

25.0KcrepTr3a EeHHOCTH JIOKYMEHTOB.

26.Cayx6a JI0Y. Ctpykrypa u pyHKIIUH.

27.Metoapl ONTUMHU3ALUNA JOKYMEHTOO0O0pOTA.

28.I1poGyieMa SIEKTPOHHOTO JOKYMEHTa W TPHUAAHHWE €My HOPHINYECKOU
CHUIBI.

29.MeTtanaHHbIe SIEKTPOHHOTO JOKYMEHTA

30.ITpo6nemsr kommiekToBanusi ApxuHoro (pouga PO

31.TIpoGnembl COXpaHHOCTH JOKYMEHTOB ApxuBHOTO poHga PO

32.HomeHnkmarypa nmen

33.DTansl iepegadn JOKyMEHTOB Ha apXMBHOE XpaHEHUE

34.2eKTPOHHBIE apXUBbI

35.Buja apxuBHOTO XpaHEHUSI TOKYMEHTOB

TemaTuka KypcoBbIX padoT

DIIEKTPOHHBIN JOKYMEHT 151 AJIEKTPOHHBIN JIOKyMEHTOOOO0POT:
TEPMUHOJIOTHYECKHIE, TEOPETHUECKUE, OPTAHU3AIMOHHBIC TTPOOTIEMBI
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[IpoGieMbl COBEpIIEHCTBOBAHUS JIOKyMEHTOOOOpOTa mpeanpusatus ( Ha
npuMepe...)

[IpoGnembl HOpMaIU3aLUKA TEPMUHOCUCTEMBI IOKYMEHTOBEICHUS

[TpoGyeMbl COBEPIIEHCTBOBAHUS BUAOBOM Ki1acCU(PUKAIIMN JOKYMEHTOB

OtpaciieBas cuctema T0KyMEHTaluu ( Ha IpUMepe KOHKPETHOM OTPACIIH)

CeMHOTHYECKHE U CEMAaHTUYECKHE ACTIEKThI TEKCTA TOKYMEHTA

Kynbrypa odopmieHus 1e10BOT0 JOKyMEHTa

Mertonap! uccnenoBaHusl JOKYMEHTOB

JIOKyMEHTOBEICHUE KAK HayKa

7.  YUEBHO-METOJMYECKOE ¥ WH®OPMAIIMOHHOE
OBECIEYEHUE TUCHUATIIMHBI (MOJIYJIS)

7.1 OcHOBHasI INTEpPaTypa

1. KynseB, H. H. JlokymentoBemenue : yueOnuk / H.H. Kynses,
. H. Ypanos, A.T'. ®abpuunoB. — Mocksa : Jloroc, 2011. — 356 c. — (HoBas
YHUBEpCUTETCKass OuOnuoreka). — Pexum jgoctyma: 1O MOANUCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=84880 (nara  oOparicHus:
12.05.2023). — ISBN 978-5-98704-329-8. — TekcT : 3JIeKTPOHHBIH.

2. KonduaeHunanbHOE ASIONPON3BOACTBO U 3AIIUIIEHHBINA AIEKTPOHHBIN
JTOKYMEHTO000pOT : yueOHuk / A. I'. ®abpuunos, A. C. JIémyiikuH,

T. B. Konapamosa, H. H. Kynses. — Mocksa : Jloroc, 2011. — 452 c. — (HoBas
YHUBEPCUTETCKasg OnOiIMoTeka). — Pexxum nocTyna: mo nmoAmucke. —

URL: https://biblioclub.ru/index.php?page=book&id=84996 (nara obparieHus:
12.05.2023). — ISBN 978-5-98704-541-1. — TeKcCT : 3JIEKTPOHHBI.

3.  Cromspos, 0. H. lokymenTomnorus : yaebnoe nocooue / FO. H. Ctomnsipos ;
OpiioBcKHil TOCYTapCTBEHHBIN HHCTUTYT UCKYCCTB U KyJIbTYphl. — Open :
['opuzont, 2013. — 370 c. : un. — Pexxum noctyna: rno noAmnucke. —

URL: https://biblioclub.ru/index.php?page=book&id=276208 (n1ara obpareHus:
12.05.2023). — buGsmorp. B kH. — ISBN 978-5-904977-37-5. — Tekcr :
AIEKTPOHHBIN.

4. VYmpapieHue TOKYMEHTAIlMEH U apXuBaMu 3a pyOeXoM : yueOHOe ocoOue :
[16+] / coct. C. B. Makapuyk, C. I1. 3Bsrun ; KemepoBckuii rocyaapcTBEHHbIN
yHuBepcuteT. — KemepoBo : KemepoBCckHii rocy1apcTBEHHBIN yHUBEPCUTET, 2019.
— 274 c. — Pexum noctymna: mo noaIucke. —

URL: https://biblioclub.ru/index.php?page=book&id=574229 (nara obpareHus:
12.05.2023). — bubsmorp. B kH. — ISBN 978-5-8353-2361-6. — Tekcr :
AIEKTPOHHBIM.

5. bnixosa, T.A. HenonpousBoactso [Tekcr] : yue6./ T. A. beikosa,
JLM. Bsinosa, JI.B. Cankuna ; mox o6m. pen. mpod. T.B. Ky3znenonoii. - 3-¢ uzs.,
nepepad. u pom. - M. : Uudpa-m, 2014. - 363 c. - (Beicmiee oOpazoBanue.
bakanaspwuar). - ISBN 978-5-16-004923-6 (13xa-Bo "Uudpa-m")


https://biblioclub.ru/index.php?page=book_red&id=84880
https://biblioclub.ru/index.php?page=book_red&id=84880
https://biblioclub.ru/index.php?page=book_red&id=84880
https://biblioclub.ru/index.php?page=book_red&id=84880
https://biblioclub.ru/index.php?page=book_red&id=84880
https://biblioclub.ru/index.php?page=book_red&id=84996
https://biblioclub.ru/index.php?page=book_red&id=84996
https://biblioclub.ru/index.php?page=book_red&id=84996
https://biblioclub.ru/index.php?page=book_red&id=84996
https://biblioclub.ru/index.php?page=book_red&id=84996
https://biblioclub.ru/index.php?page=book_red&id=84996
https://biblioclub.ru/index.php?page=book_red&id=276208
https://biblioclub.ru/index.php?page=book_red&id=276208
https://biblioclub.ru/index.php?page=book_red&id=276208
https://biblioclub.ru/index.php?page=book_red&id=276208
https://biblioclub.ru/index.php?page=book_red&id=276208
https://biblioclub.ru/index.php?page=book_red&id=574229
https://biblioclub.ru/index.php?page=book_red&id=574229
https://biblioclub.ru/index.php?page=book_red&id=574229
https://biblioclub.ru/index.php?page=book_red&id=574229
https://biblioclub.ru/index.php?page=book_red&id=574229
https://biblioclub.ru/index.php?page=book_red&id=574229
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6. JlokymeHnrtanmonHoe obecnieuenue ympasienus [Tekcr] : yueOnuk / A.C.
I'punbepr, H.H. I'op6aues, H.H. I'op6aueB, O.A. MyxametimuHa. - M. :IOHutu-
nana, 2013. - 384 c. - ISBN 978-5-238-01770-9 (U3xa-Bo "lOHuTH-1aHA")

7. beikoBa, T.A.  JlokyMeHTanMOHHOE  oOOecleueHUE  yNpaBICHUS
(memompousBoicTBO) [Tekct] : yue6. mocobue / T. A. beikoBa, Ky3uenosa, T.B.,
Cankuna, JI.B. ; mog o6m. pea. T.B. Ky3neroBoii . - 2-e uza., nepepal. u mom. - M.
: THOPA-M, 2013. - 304 c. - (Beicmiee o6pa3oBanue: bakanaBpuar). - ISBN 978-
5-16-004805-5

8. 3unoBbeBa, H.b. Opranmzamuss m Meroawka pabOThl C JOKyMEHTaAaMHU B
yUpexJIeHusX KyabTypsl [Tekct] : yuebHO-MeTon. mocodbue / H. b. 3unoBneBa. -
Kpacuopnap : KT'UK, 2016. - 184 c.

9. [TIloxnukoBa, H. M. [Ilpaktukym mo mnpeamery "JlOKyMEHTHI,

KOppECHOHACHIIUS U jAenonpou3BoAcTBO" [Tekct] : ydeb. mocodbuwe / H. M.
ITosxaukoBa. - M. : Axkagemus, 2015. - 188 c. - ISBN 978-5-4468-2398-7

7.2. JIonoJIHUTEJIbHAS JINTEPATYypPa

1. Kysnenona, T.B. KagpoBoe nenonpousBoactBo [TekcT]| : TpaaullMOHHbIE U
aBTOMATU3WPOBAHHbBIC TEXHOJIOTUHU: yueb. st By30B: [rpud YMO]/ T. B.
Kysnenona. - M. : U]l MDU, 2011. - 344 c. : un. - ISBN 978-5-383-00624-5

2. 3unoBbeBa, H.b.Teopus nokymentupoBanus [ Tekct] : yued.-MeToa. mocoo.
/ H. b. 3unoBseBa. - M. : Jlutepa, 2011. - 176 c. - (CoBpemeHHast Oubnanorexa). -
ISBN 978-5-91670-086-2

3. 3unoBbeBa, H.b.bubmmoTeka B cucteMe COBPEMEHHBIX HAYYHBIX
koMMmyHuKaruii [Tekct] : Hayd.-mipakT. nocobue / H. b. 3unoBbeBa. - M. : Jlutepa,
2015. - 135 ¢. - ISBN 978-5-91670-145-6

7.3. HopmaTuBHO-MeTOAMYECKAS JIUTEPATypa:

I'OCT 8.0.1-2013. J[lenompou3BOJACTBO M apXWUBHOE JIE€N0: TEPMUHBI H
onpenenenus. M3a. opunmansuoe. — M.: I'occrangapt Poccun, 2013. — 8c.

I'OCT P 7.0.97 -2016 Oprann3zanriOHHO-paCIOPSAUTEIbHAS TOKYMEHTALM.
TpebGoBanus k opopmieHuto JokyMeHToB. - M.: Crangapt-Uudopm, 2008.

I'OCT 17.914-72 O6noxka Aen JJIMTENBHOTO XpaHeHus. TUIbI, pasjena,
TexHuueckue TpedboBanus.-M.:I'occtannapt, 1972.

I'OCT P 51511-2001 Ileuatu ¢ BOCpPOU3BEEHUEM TOCYIapCTBEHHOTO Tepoa
Poccuiickoii ®eneparuu. dopma, pa3Mepbl, TEXHUYECKHE TpeOoBaHus. -M.:
['occranpapr, 2001.

I'OCT HUCO 15489-1-2007. Ynpasnenue gokyMmeHtamu. O61mue TpeboBaHusl.
- M.: T'occranmapt Poccun, 2003. - 17c.

I'OCT 7.7. 2 — 96 Koawt puznueckoit opmbl qokymeHTOB.-M.: ['occtanmapr,
1996.

TunoBas MHCTPYKLMS MO JEIONPOU3BOACTBY B MUHHCTEPCTBAX U BEIOMCTBAaX
Poccuiickoint @enepanuu [Tekcr]. — M., 1992. —76 c.
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TunoBast UHCTPYKIMS MO JEIONPOU3BOCTBY B (hefepalIbHbIX OpraHax
rcnoiaHuTeabHou Biactu [Tekcr]. — M., 2001. — 87c.

['ocynapcTBeHHasi cucteMa JOKYMEHTAIMOHHOTO OOECIeYeHHs YNpaBIICHUS.
OcHoBHBIE TONIOkKEHUS. OOmmMe TpeboBaHWS K JOKYMEHTaM M CilyX)0am
nokymeHTarmornHoro ooecneuenus [ Tekct]. — M.: BHUMUJA/L, 1991.-76c¢.

[lepeyeHr THUMOBBIX YIPABJICHUYECKUX JTOKYMEHTOB, OOpa3yIOIUXCs B
NEeATEIbHOCTH OpraHU3aluid, ¢ yKazaHueM cpokoB xpaHeHus [Tekcr]. — M., 2001.-
107¢

MesxoTpacieBble YKPYITHEHHbIE HOpMaTUBbI BpEMEHU Ha PabOTHI O
JIOKYMEHTAIlMOHHOMY obecriedenuto ynpasinenus [Tekct]. — M., 1995. — 26c¢.

Ob6mepoccuiickuii kiaccuukarop ymnpasieHdeckoit nfokymentanuu. OK 011-
93.- M.,1994.-114c.

OpranuzaliuoOHHO-paclopsAIUTEIbHAs  JOKyMeHTanus.  TpeboBaHus K
oopMIICHUIO JOKYMEHTOB. MeToanueckue pekoMmenaanuu mno BHeAapenuto ['OCT
P 6.30-2003.-M.: Pocapxus; BHUMJIA, 2003.

O mopsiake BEAOMCTBEHHOTO XPAaHEHHs JOKYMEHTOB W OPraHHU3allMi HX B
JeoNpou3BoCTBE: mocT. oT 3 mapta 1993 rona // Coopuuk aktoB Ilpe3uaenra u
[TpaButensctBa PO. — 1993. - Ne 10.

3akoHoAaTe/bHbIE AOKYMEHTBI

@3 ot 01 0kT.2004 1. Ne125-03 «O6 apxuBHOM Aene Poccuiickoi
denepannin
@3 or 02 mas 2006 r. Ne 59-®3 «O mopsiike paccMOTpEeHHs] OOpaleHus
rpaxzaaH Poccuiickon ®enepanumn»
®3 ot 27 uronga 2007 Nel49-®d3 «O6 wunbopmanmu, UHPOPMAIMOHHBIX
TEXHOJIOTUSIX U 3aIUTe HHDOPMAITUNY
@3 ot 27 wurons 2006 1. Ne 152-03 Ne O nepcoHaNbHBIX JaHHBIX).
7.3. llepuoanyeckue u3gaHus
Kypnain /lenonpous3BoacTso
Kypnan OreyecTBEHHbIE ApXUBbI
Kypnan YnpasneHue nepcoHaaom
Kypuan Uudopmanmonnsie pecypcsl Poccuun

7.4. UaTepHeT-pecypcsbl
www.termika.ru

http://fgosvo.ru/uploadfiles/poops/1/3/20110619140906.pdf -  paGouwme
nporpammsl PPIY

http://www.edou.ru/enc/vvedenie.php - DHIKKIONEIUS AETOMPOU3BOICTBA

http://otherreferats.allbest.ru/audit/00112223 0.html - DIEKTPOHHBIN
JIOKyMEHTOO0OpOT

http://www.top-personal.ru/officeworks.html - ApxuB KypHaa
JlenonpounsBoicTBO

7.5. MeToanyecKue yKa3aHUsl 1 MaTePHAJIbI 10 BUAAM 3aHATHH


http://fgosvo.ru/uploadfiles/poops/1/3/20110619140906.pdf
http://www.edou.ru/enc/vvedenie.php
http://otherreferats.allbest.ru/audit/00112223_0.html
http://www.top-personal.ru/officeworks.html

21

I[J'IH MNOATOTOBKH K 3aHATHAM PCKOMCHAYCM HUCIIOJIIB30BATh JJICKTPOHHAYIO
633}7 JaHHBIX 110 AOKYMCHTOBCACHHIO M JOKYMCHTOBCAYCCKHM MCCIICIOBAHUAM,
KOTOpad COACPKUT MCTOAUYCCKHC MATCPHUAJIbI IIO0 IMOATOTOBKEC K CCMHUHAPCKHUM,

IIPaKTUYECKUM3aHATUAM,  3a4eTy, pa3zpaboTke TryIoOccapusi, IOJATOTOBKE
BUJICONIPE3CHTALNN, BBIIIOJIHEHUIO OPYTUX 3aJaHuM 3aJaHu B paMKax
CaMOCTOATENBbHON paboThl . A TakKe  JJIEKTPOHHBIE SHIMKIONEIUU IO

JIEIIONPOU3BOICTBY U apXHUBOBEICHHUIO

Jnst camocTosITeNbHOM pabOThl, MOATOTOBKE MPAKTUYECKUX (CEMUHAPCKUX)
3aHITHH, MTOATOTOBKE K TECTOBBIM HCIIBITAHUSM, a TAKXKe JJIA HAIlMCAHUS ICCe,
pedepaToB, HAYYHBIX JOKJIA0B PEKOMEHAYETCS CIEAYIOIIEe:

J1J1st TOITOTOBKY K MEPEYUCICHHBIM BUAaM pabOT MPeayCMOTPEHbI 3a/1aHMUs,
Pa3BUBAIOIINE HABBIKK CAMOCTOSTEILHOTO aHAIN3a M OCMBICIICHUS TIPEJIJIO’KEHHBIX
npobiemM u TeM. JlJis OCBOEHHUS MPEUIOKEHHBIX TEM, CTyJACHTaM HEOOXOJIMMO
O3HAKOMUTBCS € TPENJIOKCHHOW JIMTepaTypod, BBIOpaTh HEOOXOIUMBIE
WUCTOYHUKH, COCTaBUTh IUIaH Tpeacrosuiedt pabotel. s pedepupoBanus
WUCTOYHUKOB CTYJIEHTYy HEOOXOJMMO O3HAKOMUTBCS C TEKCTOM, ClieJaTh
HEOOXOJMMbIC BBIIIUCKH, IUTaThl, COOTBETCTBYIOIIME TJABHOW IMpoOjeme
WCCJICIOBAHMsI, CKOMIIOHOBAaTh dTH IIUTaThl, MPOAYMaTh WX, H3JIOKHUTH
COOCTBEHHOE BHUJCHHUE CBOWMH CIIOBaMH, HAMETUTh HEOOXOIWMEIC CBSI3KH W
CTPYKTYpy Oyaymiero Tekcra. PedepupoBanue mepBOMCTOUYHUKOB TMPEANOIAracT
CaMOCTOSATEIbHBIC HAaBBIKA HM3YyYCHHsI TEKCTa, M3JIOKCHHUE MPEIIOKCHHBIX TOUYCK
3peHus, IEPEeCcKa3, aHAIN3 MPOOJIEMHBIX BOIPOCOB, BBIJCICHHUE TJIABHBIX HAYIHBIX
no3unuid  aBTopoB. st BBIMOTHEHWS pedepara HEOOXOAMMO HAYUHATH C
000OCHOBaHHUSI BBIOOpA TEMBI, 3aT€M NPUBECTH MEPEUYCHb KIIOYEBBIX TMOHSITHM
coJiep>kaHusi, TIaH paboThl (0 yeM paboTa, Kakve BOMPOCHI BKIIIOYEHBI), 3aTEM
nepexoanuTh K (OPMYIHPOBKE TE3UCOB, MPEACTABIISIONIUX KPATKOE COJEpKAHUE
KOKJIOTO Bompoca TeMbl. Jlanee, TPUBOASTCS CTPYKTYpUPOBAHHBIE TE3UCHI
(OCHOBHBIE TPYNIBI TE3UCOB MO paszaenaMm padoTsl). CrpynmnupoBaB TE3UCHI
(OCHOBHBIE MBICJIH), YCTAHOBUB MEXI1y HUMH OCHOBHBIC M COTIOTYMHEHHBIEC CBSI3H,
COCTAaBUTh JIOTHYECKYI0 MOJENb cojepxkaHusi pabotel (pedepara). BoszmoxkHo
MIEPBOHAYAIILHO TOCTPOUTh MOJENh COJCpXKaHUS PaOdOTHl U OCHOBHBIX OJIOKOB
(MBICTIEH), a 3aTeM KaKIbIM TE3UCHBIM OJIOK HAIOJHHUTH CTPYKTYPHBIM KPaTKHM
coJiep>KaHueM. JTO TIO3BOJIUT B JIajbHEHIIIEM PaCKPBIBaTh paboTy, €€ colep:kaHue
C pPa3HO# CTETEHbBIO MOAPOOHOCTH.

7.6. IlporpammHoe obecrieueHune

Kommnbrorepusiii  cereBoid  (MHTepHeT) Kiacc € YCTaHOBJICHHBIMU
orneparronHoi cucremoit WindowsXP2007Server,makeramu MSOffice; MS office
2007 pro; Adobe CS6; Adobe Premiere Pro, Magic Samplitude,
SonySoundForgePro 9,10, SonyVegasPro 10, chnpaBoYHO-IpaBOBbIE CHCTEMBI
Koncynbsrantr Ilmroc, I'apant, BbIXOZ B ceTh HMHTEpHET, MyJIbTUMEAUWHBIN
MIPOEKTOP, IKPaH, MOOMIIHHBIN CTEH]T
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8. MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEYEHUE
JUCHUIIJIIMHBI (MOAYJIA)

[IpenonaBanue TUCHUILIMHBI 00€CTIEYNBACTCS HAJTUYMEM ayAUTOPUH (B TOM
yucie, o0OpyJOBaHHBIX MPOEKIMOHHON TEXHUKOM) Il BCEX BUJIOB 3aHATUNA U
BBITIOJIHCHUST ~ HAyYHO-HCCIEAOBaTeNIbcko paboTel. CaMocTosiTenbHass paboTa
IPOBOJUTCA B KOMIBIOTEPHBIX KjaccaX C JIMUEH3HMOHHBIM IPOTrPaMMHBIM
o0ecrieueHneM M Ha pabouux MecTax ¢ BbIxogoMm B Mutepuer. Ha 3amsTusix
IPOBOJUTCS BHJICONPE3ECHTALMA C MCIOJb30BAHUEM HWHTEPAKTUBHOM JOCKH,
IIPOEKTOpA.
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JomosiHeHHsI U H3MEHEeHHU s
K pa6odeii mporpamme y4eGHON NUCHMNINHBI (MOITYJIsT)
Ha 2023-2024 y4. roa

B paGouyio mporpamMmy y4eOHOM JUCITUILIHE] BHOCATCS CIENYIOIIUE H3MEHEHHUS !
° OGHOBIIEH CIIHCOK OCHOBHOM ¥ IONIOJIHUTEIBHON JIUTEPaTyPEL.

° BHeceHBl M3MEHEHHS B TEMATHUECKHMI IUIAaH OCBOCHHS IUCIHILIMHEI II0
BHaM y4eOHOH HEATENPHOCTH ¥ BHABI CaMOCTOSTEIBHOHM (BHEAyIWTOPHOM)
paboTEI.

o BHeceHBI W3MEHEHHs B OLIGHOYHBEIC CPEICTBA U TEKYIIEro KOHTPOISA
YCIEBAEGMOCTH U IIPOMEXYTOYHOH aTTeCTallUuH.

L]

JlomonmHeHUsT W W3MEHEeHWss K pabodell IporpaMMme pacCMOTPEHBI H PEKOMEHJOBaHBI Ha
3acemanuu kadeapsl HHGOPMATUOHHO-OUOINOTEIHOHR AEATEIBHOCTH H JOKYMEHTOBEACHHS
ITpotoxom Ne 1 ot «28» aBrycra 2023 r.

Hcnonuutens(u):

Houent kabenpst UBTuJl/ £ %4/ IA.C. Marseena/ /fﬂdp/ s 3
7

¥
3aBemyromuit kabenpoit B {u]l/ /O.M. Ypxymosa/ 8.08. Loi3



