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1. HEJIA 1 3AJAYN OCBOEHUA JUCIIUITJIMHBbI

Iean oCBOEGHHS JUCUMIUIMHBI (MOAYJSI) - HM3YyYEHHE IPOILECCOB
NOKyMeHTUpOoBaHUA.  OOBEKTOM  M3y4YeHHUS  SBISETCS  JOKYMEHT,  €ro
BO3HUKHOBEHHUE, Ha3HAUCHUE, pa3BUTHE (POPMBI U COACpPKAHHSI, COBPEMEHHBIC
TpeOOBaHUS K €ro COCTaBJICHHIO, O(QOPMIICHHIO, COBEPIICHCTBOBAHUIO,
JOKYMEHTOO0OpOTa M  apxXuBHOro XxpaHeHus. llpocnexuBaercss uUCTOpHUS
BO3HUKHOBEHUSI W Pa3BUTHS CHCTEM JOKYMEHTalluu, WX yHHU(UKAIMS,
00BbEIMHEHUE IOKYMEHTOB B CII0KHbBIE KOMILIEKCHI.

3agaum:
- OCBOMTb  METOJOJOTHYCCKHM  ammapaT  JIOKYMEHTOBCIACHUS U

apXUBOBE/ICHUSI M CMEKHBIX C HUMU Hay4YHBIX 00J1acTel;

-OCBOUTh TEPMHUHOCUCTEMY JTOKYMEHTOBEICHHS U apXUBOBEICHNS;

-OINPENIeANTh CNEeUU(UKY COCTABIEHUS U OQOPMIIEHUS YIPABICHUYECKUX
JOKYMEHTOB, HX MECTO B  YIPABJICHYECKOM  JCATEIBHOCTH, BHUIOBYIO
KJIacCU(PHUKALMIO OPSAOK Mepeladl Ha ApXUBHOE XPAHEHUE;

-IPUMEHATh  NOJIYyYEHHBIE 3HAaHWA B  JOKYMEHTOBEIYECKON 151
apXUBOBEIYECKON MTPAKTUKE.

2. MECTO JUCIMIIJIMHBI B CTPYKTYPE OIIOII BO

Kypc naer 3HaHme CyIIHOCTM METOAOB MCCIEAOBAaHUSA JOKYMEHTa, €T0
CTPYKTYpbI, OCOOEHHOCTEW PabOThl C HUM, YTO HCHOJB3YETCS B TOCJEIYIOIIUX
JUCLUIUINHAX. B pe3ynbrare n3ydeHus JaHHOIO Kypca MarucTp JOJKEH OCBOUTH
TEOPETUYECKUE pa3Leibl JOKYMEHTOBENCHUS W APXUBOBEICHUS, KACAIOIIUECH
o0BeKTa, TpeaMeTa, eI W 3aJad ATHUX HayK, MX OCHOBHOW MpoOJIeMaTHKH,
OCBOUTH TEPMHHOCUCTEMY, METOJIbl HAYUYHBIX MCCJIENOBAHUN, OPUECHTUPOBATHCS B
CIICLIMAJIbHOW  JUTEpaType MO  JOKYMEHTOBEACHUIO, ApPXHWBOBEICHUIO U
POACTBEHHBIX HANpPaBJICHUH; OCBOUTh METOJbl HAYYHBIX HCCIICAOBAHHUN C TEM,
yTOOBl WMMETh  BO3MOXXHOCTb TNPUMEHHTh HMX B  CBOEH  BBIMYCKHOMU
KBATM(PUKAIMOHHON paboTe. YUnThIBAs HAIMYUE Psija IIKOJI JOKYMEHTOBEICHUS
U apXUBOBEICHUS, MaruCTp JOJKEH pa3iuvarh MOAXOJbl U HAYYHBIE MPOOIEMBI,
pa3pabaTbiBacéMble Pa3HBIMHU YUCHBIMH.

Jnst  u3ydeHus Kypca HEOOXOIMMBI BXOJHBIE 3HaHUS B  oObeMe
npodeCCUOHAIBHOW ~ MOJTOTOBKM MO  COOTBETCTBYIOIIEMY  HAmpaBJICHUIO
MarucTpaTyphl.

HporpaMMa aaanTupoBaHa I HWMHBAJIWAOB MW JIMI C OI'PaHUYCHHBIMHA
BO3MOKHOCTSAMHU 300POBbA.
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3. TPEBOBAHUS K PE3YJILTATAM OCBOEHMS COJAEPKAHUS
JTUCLHUTIJIMHBI

[Tpouecc u3yuyeHus: NUCUUIUIMHBI HAIIPaBJiIeH HAa (POPMUPOBAHUE DIIEMEHTOB
cienyromux KommereHuuii B coorBerctBUM ¢ PI'OC BO mno pgaHHOMY
HaIPaBJICHUIO MOATOTOBKH (CIEIUAIBHOCTH):

a) npogeccuonaabubIx (ITK)

[1IK-3 TlpoexTtupoBaHue €IUHOW CHUCTEMBl XPAHEHHUS OKYMEHTaJIbHOTO
dboHma OpraHU3aIuy.

B pe3ynpTaTe 0CBOEHMSI TUCIUIUIMHBI 00y4aroIuecs JOKHBIL:

3HaTh:

-o0menpodeccuoHabHBIE  TEOPETHUECKHE M METOJUYECKHE OCHOBBI
JOKYMEHTOBEICHHS, JOKYMEHTOBEIUECKYIO, apXUBOBEAUYECKYI0 TEPMHUHOJIOTHIO,
TEOpUI0 JOKYMEHTa, MpaBuja COCTaBICHHUA U OQPOPMIIEHHS JOKYMEHTOB,
IPUHLIUIIBI TOCTPOEHUS! YHU(PUIIMPOBAHHBIX CUCTEM JOKYMEHTAIH, OPraHU3aLUI0
JOKYMEHTOB B KOMIUIEKCHl M IPHHIMIIBI OIPENEICHUS HAYYHO-UCTOPUYECKOU U
IIPaKTUYECKON HEHHOCTH IOKYMEHTOB.

YMmerh:
-U3JaraTb W KPUTHYECKU AaHAIM3UPOBATH 0a30BYyI0 HUH(MOpMAIUIO IO
JTOKYMCHTOBEICHUIO 51 apXUBOBEIACHUIO, COCTaBJISITH JTOKYMCHTBI C

HCIIOJIb30BAHUCM  S3BIKOBBIX BAapPHUAHTOB B 3dBUCHUMOCTH OT HA3HAYCHUA H
COACpKaHUA JOKYMCHTA, O(i)OpMJIHTI: JOKYMCHTBI B COOTBCTCTBHUH C
Tp€6OBaHI/IﬂMI/I rocyaapCTBCHHLBIX CTaHIapTOB, YHI/I(bI/II_[I/IpOBaTI) TCKCTbI

JOKYMCHTOB, pa3pa6aTBIBaTI> YHI/I(l)HI_II/IpOBaHHBIe CUCTCMBI JOKYMCHTAIIHNH.
Baagers:

-o0ienpodeccuoHaNbHBIMU 3HAHUSIMU TEOPUM W METOJUKH, HAaBBIKAMH B
o0nacTu JOKYMEHTOOOpPa30BaHUs, OpraHu3alui JTOKyMEHTO000pOTa U apXUBHOI'O
XpaHEHUs], 3HAHUEM aKTyaJbHBIX MPOOJIEM JOKYMEHTOBEJIEHUS U apXHBOBEACHMUS,
3aKOHOAATENBHBIX 1 HOPMATUBHBIX aKTOB I10 BOIIPOCAM YIIPABJIEHUYECKOTO TPyAa U
JEJIONPOU3BOACTBA, METOJUYECKUX Pa3padOTOK, OCHOBHON HAy4YHOH JIUTEPATYypHI
0 KypCy.

IIproGpecTn ONBIT 1EATEIBLHOCTH:

B 00JIaCTU COCTaBJIEHHUS W aHaIM3a YNPaBJIECHYECKUX JOKYMEHTOB, METOIOB
COBEPIIIEHCTBOBAHMS JIOKYMEHTOO00POTA U ApXUBHOTO XPAHECHHSI.

4. OBBEM YYEBHOM JUCIHUIIJINHBI

OO6m1ast TpyJI0EMKOCTh JUCIMIUIMHBI COCTABISCT 8 3a4ETHBIX eAuHUIL (288
yacoB). JucuumiuHa peanusyercs B 2-4 cemectpax. dopma MpOMEKYTOUHOM
aTTecTallMd — 3a4eT 3 ceMecTpe, HK3aMeHbl BO 2 U 4 cemecTpax, KypcoBas
paboTa B 2 cemecTpe.

CTpyKTypa M CHUILTHHBI
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Buapl yaeOHoO# paboTHI, DOopMBI TEKYILETO
No & a g BKITFOYasi CAMOCTOSITEIbHYIO KOHTPOJIA yCIIEBAEMOCTHA
n Pazgen § e paboTy CTYIeHTOB (no nedensim cemecmpa)
/ AU CIHUITIIMHBI 8 E § U TPYAOEMKOCTh (B qacax) (DopMa HpOMe}I(YTO‘IHOfl
1| b e 3 CP aTTecTaluu (no
cemecmpam)

Paznmen 1. 1 2 4 65 Cemunap

Teopust nOKymMeHTa

Y apXUBHOTO JIea

Pasznen 2. 2 4 4 65 3K3aM€EH

Hcropus  pasButus

JIOKYMEHTOBEIYECKO

ro i1

apXHWBOBEIYECKOTO

3HAHUS

Pasnen 3. 3 4 4 65 3a4er

CoBpemeHHas

MPaKTUKa paboTHI C

JOKYMEHTaMu H

OpraHH3aIys

paboTHI apXHUBOB

Pasnen 4. 4 2 4 85 3K3aMEH

[Tpo6membr

COBEPIICHCTBOBAHUS

JOKYMEHTO000poTa

51 ApPXUBHOTO

XpaHeHus

JTIOKYMEHTOB

UTOTO 12 16 260 KypcoBas  pabora 2

cemMecTp

TemMaTn4yeckuil JIaH 0CBOEHM S JUCHMILIMHBI 110 BUIaM y4eOHOM
AeSITeJIbHOCTH U BBl CAMOCTOATE/IbHOM (BHEAYAUTOPHOI) pad0ThI

HanmenoBanue Coaep:xanue y4eOHOro MaTepuaa Dopm
pa3/esioB U TeM (TeMBbl, NepeYeHb PACKPbIBAeMbIX BOIIPOCOB): u-
JIEKIINH, IPAKTHYECKHE 3aHATHUS (CEMHHAPBI), pyem
HHIMBHUAYAJIbHbIE 3aHATHS, CAMOCTOSITEJIbHASL padoTa Obnem | P'€
o0yuawumuxcsi, KypcoBasi pabora KOMII
4acoB
e_
/3.e.
TeHI]
uu
(mo
TeMme)
lcemecTp 2 3 4
Paznen 1. Teopusi 10KyMeHTa U APXUBHOI0 J1eJia




7

Tema 1.1 CymHocts | Jlexyus:Tema 1. CymHoCTh NOKyMEHTHPOBaHHS M apXMBHOTO [1K-3
JoxkymMeHTHpOBaHU | XPaHCHUSL.
51 M ADXHBHOTO Jlexyus: TloHATne «TOKyMEHT», ero (yHKIIIH U CBOWCTBA.
XpaHeHHst Jlexyus: CrnocoObl JOKYMEHTUPOBAHUS, BUABI JTOKYMEHTOB
¥ 0COOCHHOCTH XpaHEHHUs OT/IEJIBbHBIX BUJOB IOKYMEHTOB.
Jlexyus: CBoiicTBa  JOKYMEHTOB: JIOCTOBEPHOCTD,
IOpUInYeCcKas cuia, cpencTsa HOATBEPKICHUSA
FOPUINYECKON CHIIBI.
Jlexyus: Opranuzainus J0KYMEHTHON U apXUBHOM OTPacCIIH.
Jlexyus: HaydHble MKOJIBI B 00JIACTH TOKYMEHTOBEACHHS U
apXHUBOBEICHUS
Jlexyus: Hestenpnocts BHUM A,
Jlexyus:Pocapxus, ceTb apxuBoB PD.
Cemunapo:
CYH_IHOCTB AOKYMCHTHUPOBAHUA U apXUBHOT'O XpaHCHHS.
Opranuzanys J0KyMEHTHOU U apXUBHOM OTpaciu
Hayunpie mikonel B 00JacTM JOKYMEHTOBEACHUS U
ApXHUBOBEICHUS
Ilpakmuueckue 3anamus
TepMUHOJIIOTMYECKUN  CTaHIApT JenonpousBoacTso u 4
apXHUBHOE JIEJ10
AHanu3 TPYIOB KJIACCUKOB JIOKYMEHTHOM u
apXMBOBEIYECKON HAYKU
AHanu3 cetu apxuBoB PO
Ananmu3 odunuanbabix caiitoB Pocapxusa, BHUMJIA/IL,
IToprana apxuBoB PO
Hnousuoyanvhule sanamus
Camocmosamenvras paboma: aHanu3 MyOIUKaIMA 1O 65
JIOKYMEHTOBEACHUIO U apXHUBOBEICHUIO
Paszpnen 2.UcTtopusi pa3BUTHSL JOKYMEHTOBEI4€CKOI0 U ApXHUBOBEI4€CKOr0 3HAHUS
Tema 2. Jlexyua:Jlokyment u  Pumckoe  mpaBo.  Pa3Butue IK-3
Hcropusi pazBuTHs | TEPMUHOJIOIMH JOKYMEHTOBEICHUS U apXUBOBEACHHUS
noxkymenroBenueck | Jlexyua:XKanuMob6unbon dumiomaruka u [lons Otiie Hayka
oro H | O JOKyMEHTAIUU.
apxuBoBequeckoro | Jlexyua: Ilpuka3Hoe nenonpou3BoICTBO.
3HAHMSA Jlexyua: Konnexckoe n1enonpous3BoacTBo B Poccun u

I'eHepanbHBIN peraamMeHT.

Jlexyus: MUHUCTEPCKOE IEI0IPOU3BOJICTBO.

Jlexyusa: CoBeTCKMH TMepUOJl B pa3BUTUM HAyKd O
nokymente. Jlesarensnocte UTY u Oprerpos.

Jlexyus: Pa3pabotka yHupunupoBanusix Gopm, 'CAOY,
I'OCToB wu knaccudukatopos ECKKIU.

Jlexyua: Bxkiag B pa3BUTHE HAykKM O JOKYMEHTE
T.B.Ky3nenosoi, A.H.CokoBoii, M.B.JIlapuna u ap.
Jlexyus: 3apyOeKHBIN OINBIT Pa3BUTUS HAYKH O IOKYMEHTE.
Konnenuus Ynpasienue T0KyMEeHTaMH.

Cemunapot:
Ucropust pa3BuTHs HaykH 0 JOKyMeHTe B Poccun

HcTopus pa3BUTHS HayKu O JOKYMEHTE 3a pyOexoM
[Tpobnema nepuoau3aii HCTOPUN TOKYMEHTa
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Bxiag B pasButue Hayku o ngokymeHte T.B.KysHenosoi,
A.H.CoxkoBoii, M.B.JIapuHna u nip.

Konnenuus Ynpasinenue nokymenramu. Ee passurue B
TpyJaxX OTEUECTBEHHBIX U 3aPYOEIKHBIX YUEHBIX
Ipakmuueckue pabomul:

Ananu3 ['enepanbHOro periiameHTa

Amnanu3 [lonoxenus o nucsmoBozactse 1911r.
CpaBuurenbHbiil ananus 'OCTOB

AnHamu3z  crateu  M.BJlapuna  PaszButue — teopuu
JIOKYMEHTOBEJCHUS

Unousuoyanvuvie 3auamus

Camocmosmenvras pa60ma
CamMoCTOSTENLHOE 3HAKOMCTBO C pa6OTaMI/I KJIaCCUKOB
JOKYMCHTOBCACHUA U ApXUBOBCACHU A

65

Paspnen 3. CoBpemenHasi npakTHKa padoThI € JOKYMEHTAMHU U OPraHu3anus padoTbl apXuBOB

Paznea 3.
CoBpeMeHHast
NPaKTHKa padoTsl ¢
AOKYMEHTAMHU H
opraHu3aunus
padoThI apXMBOB

Jexyua: TOCT P 7.0.97-2016 OpraHu3anuoHHO-
pacriopsauTenbHas — JOKyMeHTauus.  TpeGoBaHus — K
0hOPMIICHUIO JTOKYMEHTaMH.

Jlexyus: CocTaB peKBU3UTOB U NpaBuiia UX 0(OPMIICHUS
Jlexyus: bnanky, BUJpl 0JIaHKOB OpraHu3aluu

Jlexyus. IledaTu, BUJIBI I€YaTEW OpraHUA3aluU

Jlexyua: Konuu n ux pasHOBUIHOCTH

Jlexyusa: YaudpunupoBanusie Gpopmbl JokymMeHTOB. [IpaBuiia
YHU(pUKALUN

Jlexyua: ITpu3HaKu CUCTEMBI JOKyMEHTALUN

Jlexyus: OpraHn3alliOHHO-PAcTIOPSIAUTENbHBIE JOKYMEHTBI
Jlexyusa: 1lpaBoBble, HOPMAaTUBHbIE U HHCTPYKTHUBHBIC
JTIOKYMEHTBI

Jlexyus: 111aHOBO-0TYETHBIE TOKYMEHTHI

Jlexyusa: CrnpaBoYHO-UH(POPMAIIMOHHBIE U  CIPABOYHO-
AHAIUTUYECKUE TOKYMEHTHI

Jlexyus: JIOKyMEHTBI IOJINYHOMY COCTaBY

Jlexyus. DUHAHCOBBIE, YUYETHBIE U OTUETHBIE JOKYMEHTBI
Jlexyus: I1aTeHTHO-JINIIEH3NOHHBIE JOKYMEHTBI

Jlexyus: JIOKyMEHTOOO0POT

Jlexyusa: 1lepenada JOKyMEHTOB Ha apXUBHOE XPAHECHHE
Jlexyus: Y CIOBHS XpaHEHUs B apXUBax

Jlexyus: OCHOBHbIE HAIIPABJICHUs JESATEIILHOCTH B apXHUBAX

IIpakmuyeckue 3ansamus (cemMunapbl):

Cucrema OpraHU3alMOHHO-PACIOPAAUTEIBHON
JokymeHtanuu.  Cucrema  OpraHM3alMOHHO-TIPABOBOM
JokyMmeHTanuu. CucremMa JOKyMEHTallMd 110 JIMYHOMY
cocrapy. Cucrema  cnpaBOYHO-MH(GOPMAIMOHHONM U

CIPABOYHO-aHAINTUYECKOM  JoKyMeHTanuu.  Cucrema
MJIAHOBO-OTYETHOU JOKYMEHTAIUU. Cucrema
XO3AUCTBEHHOHM, ()MHAHCOBOW M YUYETHOH OKYMEHTAIlWH.
Cucrema MaTEHTHO-JINIIEH3NOHHOU JOKYMEHTAIUH.
Cucrema HOpMaTUBHON JOKYMEHTALUH.

OcobenHoctu apXHUBHOTO XpaHeHUs OTZIEJBbHBIX

pa3HOBPI,Z[HO0TeI>i JOKYMCHTOB.

[1K-3
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Unousuoyaivuoie 3anamus. HET

Camocmosmenvras paboma
CocraBiieHre TaOIHMIIbIl HAUMEHOBAHHUH ¥ cOOp 1M1a0JIOHOB 65
(0Opa3oB) yIpaBIeHYECKUX JOKYMEHTOB

Pasznen 4. HpOﬁJ’IeMbI COBCPUHICHCTBOBaHMSA I[OKyMCHTOOﬁOpOTa H

apXHBHOTOXPaHEHH s
Paznen 4. Jlexyus: 3akoHOAaTeNbHAs 1 HOPMaTUBHO-UHCTPYKTUBHAS [1K-3
IIpo6aempbl 06a3a paboTHI C JOKYMEHTaMH.
COBepLIEHCTBOBAHM | Jlekyus:3akoHOAaTeNbHAs U HOPMAaTUBHO-UHCTPYKTUBHAS
| 0a3a apXMBHOTO JiejIa.
AokyMeHToodopora | Jlexyus: Homenknatypa nen, COBEPILIECHCTBOBAHUE
" HOMEHKJIATYPHI JCII.
apxuBHoOroxpanenm | Jlexyusa: Pa3pabotka Tabens u anmp6oma popM JOKyMEHTOB.
| Jlexyusi:  Pa3paboTka  TaOIMYHO-MApUIPYTHBIX  KapT
JBHYKEHHS JJOKYMEHTOB. 4

Jlexyusa:OprupoekTUpoBaHUE, pa3paboTKa OPrIpoeKTa Mo
COBEPIIICHCTBOBAHUIO JBUYKEHUS JOKYMEHTOB.

Jlexyus: Pa3zpaboTka MHCTPYKIUU MO JEIONPOU3BOACTBY B
OpraHu3aIiu.

Jlexyus: JKcnepTu3a HEHHOCTH JOKYMEHTOB. [lonoxeHue
00 PKCIEPTHON KOMUCCHH.

Jlexyus: CMeNIaHHbI U MOOWJIBHBIN JTOKYyMEHTOOOOPOT.
Opranuzanus MOOHIIBHOTO Oduca.

Ilpakmuueckue  3anamus:  3aKOHOJATEIbHBIE  AKTHI,
perynupyoomue paboty ¢ nokymentamu. CTaHgapThl Ha
YHU(UIIMPOBAHHBIE CHCTEMBbl JIOKYMEHTAllUHM, CIUHYIO
CUCTeMY KIacCU(pUKAMA W KOAUPOBAHUS TEXHHUKO-
SKOHOMHUYECKON MH(OpMAIMA B TEPMHHOJOTHUIO B 00JIaCTH
JIEJIONPOU3BOJICTBA M apXUBHOro jena. HHCTpYyKTUBHO-
METOIMYECKHE JIOKYMEHTBI o OpraHu3aluu
JIEJIOTIPOM3BOJICTBA W apXHMBHOTO XpaHEHUs. AHanu3
3akoHoaatenbHbIX akToB M ['OCToOB, perinamMeHTHpYIOIINX
paboTy C TOKYMEHTaMHU U UX apXHWBHOE XpaHEHUE

Unousuoyaivuvie 3auamus. HET

Camocmosamenvhas paboma: Pa3zpaboTka METOI0B
COBEpPIIIEHCTBOBAHUS JOKYMEHTO000POTa, TaOIMYHO-
MapIIPyTHBIX KapT,0leporpamm.

85

Buja uToroeoro KOHTPOJIsI: 5K3aMCH

BCEI'O:| 288

5. OBPA3OBATEJIBHBIE TEXHOJIOI'MHN

OOpazoBaTenbHbIE  TEXHOJIOTUU 0 HANpaBJICHUI  IOJArOTOBKH
«/loKkyMEeHTOBEICHUE UM apXMBOBEJIEHHUE» IIPENyCMaTPUBAIOTUCIIONB30BAHUE B
y4eOHOM TMpOIECCe AKTUBHBIX M WHTEPAKTUBHBIX (DOPM MPOBEACHMS 3aHITHI B
COUETAaHWU C BHEAYJIUTOPHOW paboOTOM C LEenbl0 (GOPMHUPOBAHUS MU Pa3BUTHUSA
TpeOyeMbIX KOMIETEHIMI O0O0y4aroluxcs: TaKUX, KaK JMCKYCCHM IO Haubosee
npoOJEMHBIM  BONPOCAM  Pa3BUTUS  JOKYMEHTOBENEHHMs, pa3paboTka U
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ACMOHCTpanus BI/I,Z[GOHpCBCHTaLII/Iﬁ 110 uToram IMPOBCACHUS Hay49HOI'O
HCCICAOBaHUs, 6ecem>1 C MPCACTAaBUTCIIAMHA OTPACIIN U YHCHBIMMU.

6. OHEHOYHBIE CPEIACTBA JIsI TEKYIIEI'O KOHTPOJISA
YCHEBAEMOCTHU U IPOMEXYTOUYHOM ATTECTALIUU

KOHTpOJIl) O0CBOCHHUA NTUCHUIIJINHBI

KoHTposib OCBOCHMS JTUCHUIUIMHBI NPOU3BOJAUTCA B COOTBETCTBUU C
[lonoxxeHneM O  TPOBEACHUM  TEKYIIEr0  KOHTPOJA  yCIEBAEMOCTH W
npomMexyTouHon arrecrtauun  cryaeHtoB ®PI'BOY BO  «KpacHomapckuii
FOCYAApPCTBEHHBIM MHCTUTYT KYJIbTYpbD». [IporpamMmon IHCUMIUIMHBI B LEJAX
IIPOBEPKH IIPOYHOCTH YCBOECHHUS MaTepuana IpeayCMaTPUBACTCS IPOBEICHHE
pa3nu4HbIX (HOPM KOHTPOJISL.

Texywuu KoHmMpoOab yCIIEBAEMOCTU CTYAEHTOB IO ITUCLHMIUIMHE ITPOU3BOIUTCS
B cieayromux Gopmax: MUCbMEHHbIE MHAWBUYATIbHBIC 3a/IaHUs, YCTHBIM OIpPOC
HA CEMUHAPCKHUX 3aHITHUSIX.

Pyb6eoxcnviii koumpons npeaycMaTpyuBaeT OLIEHKY 3HAHUM, YMEHU U HaBBIKOB
CTYACHTOB II0 IPOMACHHOMY Marepuaay IO JaHHOW JUCLMIUIMHE Ha OCHOBE
TEKYIIUX OIICHOK, MOJIYYeHHBIX MMM Ha 3aHSATHUSX 3a Bce BUABI paboT. B xoxe
pyOEKHOTO KOHTPOJISI MCHOJIB3YIOTCS CIEAYIOIIUE METOJbl OICHKW 3HaHWM:
YCTHBIE OTBETHI, MMCbMEHHBIE PA0OTHI, MPAKTUUYECKUE U JIA0OpaTOpHBIE PabOTHI,
OIICHKA BBIMOJHEHUS CAaMOCTOSITEIbHOM paboThl  CTyHEHTOB: paboTa ¢
NEepPBOUCTOYHUKAMH, pedepaTuBHas, HCCleIOBaTEIbCKas padoTa, BBITOJIHEHHE
3amanuit B popme peanuzaruu HUPC.

Ilpomeosicymounsiii KoHmpoab TO PpeE3ylbTaTaM CEMECTpa MO IUCLUILIMHE
IPOXOJUT B (hopme 3ayeTa.

OueHovHbIe CpeACTBA
Tecr

1.YT0 He OTHOCUTCH K YUYPEeAUTEJIbHbIM JOKYMEHTAM HOPHINYECKOro Juna?
A.  IIporokon cobpaHus yupeauTene;

B. Vcras;
C. YupeauTenbHbIi 10TOBOD;
ANSWER:

2.I1oJ103KeHME O CTPYKTYPHOM NOAPa3IeIeHUH — 3TO:

A.  1paBOBOM aKT, KOTOPBIH yCTaHABIMBACT CTATyC, (YHKIUH, ITpaBa,
0053aHHOCTH U OTBETCTBEHHOCTh CTPYKTYPHBIX MOAPA3ICICHUNA UK HHBIX
OpraHoB,

B.  mpaBoBOIf aKT, KOTOPBIH OIPEaEIIseT CTaTyC OPraHU3alliy, €€ 3a1a9u U
(byHKIUH, TTpaBa, OTBETCTBEHHOCTD, MOPSI0K JACATCIIBHOCTH,

C.  10roBOp, CTOPOHBI KOTOPOTO O0S3YIOTCS CO3/1aTh IOPUINISCKOE JIUIIO 1
YCTaHABIIMBAIOT MOPSIOK COBMECTHOM JIEATEIBHOCTH 110 JAHHOMY (haKTy;

ANSWER:
3.JlaToi 10JI)KHOCTHOM HHCTPYKIUU SIBJISETCH 1aTa
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A. ee cocTaBlIeHHUS,

B.  ee yrBepxkneHus;
C.  o3HaKoMJIEHUs ¢ HEH pabOTHUKA
ANSWER:

4. IIpaBoBOii aKT, B KOTOPOM 0TOOpaKaeTCA NOPSAAOK IeATeJIbHOCTH
PYKOBO/JICTBA OPraHU3aluM, a PABHO KOJLIETHAJbHOI0 UJIH COBEIIATEILHOI0
oprasHa — 3To:

A.  mTatHOE pacnucaHue;

B.  ycras;
C.  pernameHr;
ANSWER:

5. 1o cepe cBoero aeilicTBUs pacnopsiAuTeIbHbIE JOKYMEHThI 1eJISITCS HAa:
A.  KOJJIEKTHBHBIC U UHIUBUYaJIbHBIC;

B.  denepaibHOro ypoBHS, pErHOHAIBHOTO YPOBHS, TPABOBBIE aKThI
OpraHu3alui;

C.  mpaBOBBIE aKThl OpTraHU3AIMA, TPABOBBIE AKTHI X CTPYKTYPHBIX
MOApa3aeICHUN

ANSWER:

6. PacnopsizkeHue u3gaercsi:

A. B yCJIOBHUAX BEIOMCTBEHHOI'O PETYJIUPOBAHUS;

B. emmnoanuHoO;

C.  KOJIETHMaJILHO;

ANSWER:

7.Konust yacTu 10KyMeHTa, KOTOPad 3aBepeHa B ONpPe/eJICHHOM NMOPAIKe,
ITO:

A.  BBIIKCKA;

B. onexkrponHas komus;

C.  nyOnukar

ANSWER:

8. He siBi1sieTCS IOKYMEHTOM, KOTOPbIii MHUIMUPYET pellieHue:

A.  JoknaJaHas 3aIKCKa;

B. 3aKJIIOYCHUE;

C.  TpOEKT NOKyMEHTa;

ANSWER:

9. Yem BHelIHE OTJIMYAETCS NMPOEKT JOKYMEHTA OT €ro OKOHYATEJIbHOI0
BapHMaHTa?

A.  Tlpoekt He 00s13aTeIbHO 0GOPMIIATH B TAaKOU ke hopMe, Kak Oyayruit
JIOKYMEHT, TOCTATOYHO CaMOT0 TEKCTa;

B. Hanmucero «mpoekT» B BEpXHEM T0JIE CIIPaBa;

C. TIlpoekt odopmiisieTcst Ha CrieIMATILHOM OJIaHKE;

ANSWER:

10. Kakasi 4acTh NOCTAHOBJIEHHSI COJIEPKUT HOPMATHUBHBIE MOJT0KEHUS HJIH
nopy4enus?

A.  PacnopsaurenbHas;
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B. Koncrarupyromias;

C. Bsognas

ANSWER:

11.B cocTaB HH(OPMALHOHHO-CIIPABOYHBIX IOKYMEHTOB He BXOJIHUT:
A.  JOKIaaHas 3alKcKa;

B. CBOJIKA;
C. yka3zaHwue;
ANSWER:

12. Bua uHopManMOHHO-CIIPABOYHOM JOKYMEHTALMH, SAIBJISIOLIEHCSH
CIoco00M OnepaTUBHOr0 MHGPOPMAIHOHHOT0 00OMEHAa MKy OPraHNu3aALUsIMH,
Ha3bIBACTCH:

A.  1oKyMeHTanuen JUIs CIyKeOHOIro MOJIb30BaHuUs;

B.  nepenuckoii;

C. CTaTUCTUYECKON OTYETHOCTHIO

ANSWER:

13. Yo npexacrasisier co00ii 3asiBJICHHE B JOKYMEHTO000pOTEe Opranu3anum’?
A.  DTO 10KyMEHT, KOTOPBIH apecoBaH J0JKHOCTHOMY JIMILY U COIACPKUT
KaKyro-JIM00 Mpocr0y paboTHUKA,

B.  DTo A0OKyMEHT ¢ npeayio;KeHUEM Ha3HaYuTh, IEPEMECTUTD HIIM TOOLIPUTH
pabOTHUKA;

C. DTO JOKYMEHT, OOBSICHSIOIMI TPUYMUHBI CIIyYHBIIETOCS, KOTOPBII
COCTAaBJISIET pAOOTHUK HA UMSI PYKOBOIAUTEIIS

ANSWER:

14. Yto He siBJIAAETCS PU3HAKOM aKTa?

A.  ycraHoBieHue (aKTHUECKOTO COCTOSTHUE JIEN U OTPAXKEHHUE €T0 B AKTE;

B. cocraBnenue B cBOOOIHOM (popme;

C.  KOJUIernajabHOCTh COCTaBIICHHUS

ANSWER:

15. lokyMeHTbI, KOTOpPble H31aHbl BHYTPH YUpesKJAeHHs U OTIIPABJIEHbI 32 ero
npe/eJibl /151 PyKOBOJCTBA HH/KECTOSIIIIMM OPraHaM ynpaBJieHusi JIn0o B
HeJIAX MCIIOJTHEHUS] MUChbMEHHbIX YKa3aHUl BbICIIeH NHCTAHIIUM,
Ha3bIBAKOTCS:

A.  ucxomsmMMM JOKYMEHTaMUu;

B. BXoafmuMu JOKyMEHTaMu;

C. nepenuckoi

ANSWER:

16. CoBOKYIHOCTb IOKYMEHTOB WJIM IOKYMEHT, OTHOCAIIMECS K OJHOMY BOIIPOCY
WM YYaCTKY JI€SITeIbHOCTH U MOMEILEHHBIE B OJTHY O0JIOKKY — 3TO:

A. JIeTI0;

B.  Homenkmarypa gen,
C. dopmupoBanue aen
ANSWER:

17.Kakoli Bu1 HOMEHKJIATYphl J€1 HE CYLIECTBYET?
A. Tunosag;
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B. Ilpumepnas;

C. Exerognas

ANSWER:

18. Kakoe ycioBue siBisieTcsi 00s13aTeJIbHbIM NMPU 00bEAMHEHNU HECKOJIBKUX €I B
0JTHO?

A.  Jlata cocTaBlieHHS TOKYMEHTA;

B. CoBmnangenue CpokoB XpaHEHHS TOKYMEHTOB;

C. CopepxxaHue JOKyMEHTA;

ANSWER:

19. Kak cucrematu3upyrorcs jiejia B HOMEHKJIAType?

A.  Tlo npuka3y pyKOBOJUTEIIS;

B.  He umeer 3Hauenus;

C. Ilo cTeneHu Ba)XHOCTH U UX B3aUMOCBS3U

ANSWER:

20. YUTo BKJIIOYAET B €05l TEXHUYECKOE UCTIOTHEHUE JOKYMEHTA:

A.  TOAroTOBKY MPOEKTa JOKYMEHTa, Ha0Op U pacleyaTrKy TeKCTa MPOeKTa,
KOPPEKTUPOBKY COJICPKAHUSI TOKYMEHTA MTOCJIE COTJacoBaHus, opopMIieHHE
(UHAIBHOTO BapuaHTa IOKYMEHTA;

B.  mpenocraiieHHe pacniedaTaHHOTO MPOEKTa JOKYMEHTAa PYKOBOJIUTEIIIO Ha
COTJIacCOBaHME, YCTPAHEHUE HETOYHOCTEH, HAOOP OKOHYATEIHLHOTO JIOKYMEHTA;
C.  cocraBieHuE JOKYMEHTA Cpa3y B OKOHYATEIbHOM BapUaHTE, €ro
MOANMCAaHUE Y PYKOBOAUTENS, OTIPABKA IOKYMEHTA aJpecaTy

ANSWER:

21. Koraa 10KyMeHT sIBJIsIETCS] UCTIOJTHEHHBIM ?

A.  Kak ToiapKO TOKYMEHTY IPUCBOCH PErUCTPAIMOHHBIN HOMED;

B.  Korama paccMarpuBaeMblil B JOKYMEHTE BOIIPOC pa3pelieH NOJHOCTBIO U
nepernucka o HeMy 3aBeplleHa;

C. Korzma 1okyMeHT NOJy4eH KOHEYHBIM aJpecaToM

ANSWER:

22. Hocutesniem uH(popMannu siBJIsieTCS:

A. co3JlaTesNb JOKYMEHTA,

B.  marepuanbHbIi 00BEKT, KOTOPBINA HYKEH IS PUKCAIK, XpaHeHUs (U
BOCITPOU3BEJICHUS ) pEUEBOH, 3BYKOBOM WIIM N300pa3uTEIbHON HH(OPMAITNH;
C. cTpyKTypHOE MOJpa3esieHNe, BBITIOJIHSIONICe (PYHKITUU MO BEJICHHUIO
JTIOKYMEHTOO0O0pOT

ANSWER:

23. CBOICTBO JOKYMEHTA MOATBEP:KIATH /I€JIOBYIO /1€ATEJIbHOCTb JIH00
coObITHE JIUYHOTO XapaKTepa — 3TO:

A.  ropuanydeckas 3HAYUMOCTb JJOKYMEHTA,

B. ropununueckas cuiia JOKyYMEHTA;

C.  ayTEeHTHMYHOCTh

ANSWER:

24. TuNoBBIM CPOKOM HCIIOJTHEHUSI IOKYMEHTA Ha3bIBAETCSI:
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A.  CpOK HCNOJTHEHUS, KOTOPBIM YCTaHOBJIEH B OPraHU3alMOHHO-
pacmopsiAUTEILHOM JOKYMEHTE HIIM B PE30JIOUH;

B.  cpok ucnonHeHus, yCTaHOBJICHHBIN CIIOKUBIIUMCSI B OpPraHU3aINH
o0ObIUaeMm;

C.  CpOK HCHOJHEHHS JOKYMEHTa COTJIACHO HOPMATUBHO-TIPABOBOMY aKTY;
ANSWER:

25. CipaBO4YHUK, coJep:Kalluii cBeJeHHs 0 (poHIaX apXUBa U
npeIHa3HAYEHHBbIH 1J151 03HAKOMJIEHHS € MX COCTABOM M COJepP:KaHUeM — ITO:
A.  apXuBHBIN CIPABOYHUK;

B.  apXuBHBII MyTEeBOAUTEND;

C.  apxuBHBIU yKa3arelb

ANSWER:

26. YuuduuupoBanHoii popmoii J0KyMeHTA ABJISIETCH:

A.  dopmynsp TOKyMeHTa ONpeieeHHOrO BUJa, KOTOPbIN COACPKUT
MIOCTOSTHHYIO YacTh TEKCTa;

B.  OyMakHbIN WM 3JEKTPOHHBIN MIA0JIOH C PEKBU3UTAMM, [10 KOTOPBIM
OTIPEIETSIETCS aBTOP O(UIIMATBHOTO JOKYMEHTA,

C.  pEeKBH3UT O COTJIACUU OPTaHHU3AINH, KOTOpasi HE SIBISIETCS aBTOPOM
JIOKYMEHTA, C €r0 COJIepKaHueEM

ANSWER:

27. PeKBM3MT JOKYMEHTA — 3TO:

A.  peructpallMOHHBIA HOMEpP JOKYMEHTA;

B.  cBeneHus o gate v UCHOJIHUTENE TOKYMEHTA,

C. onemeHT ohOpMIICHHS IOKYMEHTA;

ANSWER:

28. IlpenBapuTebHbIi TEKCT JOKYMEHTA, KOTOPbIH JUYHO TOTOBUT
HCIIOJIHUTEJb MU COMCTIOTHUTEIb JOKYMEHTA, 3TO:

A AK3EMILISIP JOKYMEHTA;

B.  npoekr noxymeHTa;

C.  komus TOKyMEHTa

ANSWER:

29. /lesionpou3BOJACTBO — ITO:

A.  1eATenbHOCTH M0 JOKYMEHTHPOBAHUIO, TIOKYMEHTOOO0POTY, ONIEpaTUBHOMY
XPaHEHUIO U UCIIOJIb30BAHUIO IOKYMEHTOB;

B.  mpouenypa co3manus, THpaXXUPOBAHUS U PETUCTPAIMK BXOAAILIEH U
UCXOMSIIEN JOKYMEHTAIIMN OpraHu3alluy;

C.  HemocpeacTBEHHOE CO3AaHHE OPHUIMATBHBIX JOKYMEHTOB Ha PEINPUITUN
ANSWER:

30. KakoBa ajimHa camoii JJIMHHOM CTPOKY PEKBU3UTA NPH YIJIOBOM
PacmoI0KeHUH PEKBU3UTOB?

A. He 6onee 12,5 cm;

B. He 6onee 7,5 cMm;

C. He 6onee 10 cm.

ANSWER:



15

KoHTponupyembie KOMIIETEHIIUN

3HaTb O6HI€HpO(1)eCCHOHaJIBHBI€ TCOPCTUUCCKHUC U MCTOAUYICCKHNC OCHOBEI

AJOKYMCHTOBCIACHUA, TOKYMCHTOBCOAYCCKYIO, ApXUBOBCAUYCCKYIO TCPMUHOJIOTHUIO,

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

IPHUHIOUIIBI IIOCTPOCHUA YHI/ICI)I/IL[I/IpOBaHHBIX CUCTCM JOKYMCHTAIlUH, OPIraHU3aluo

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

Inp aKTUUYECKOM HNCHHOCTHU JOKYMCHTOB

Kpurepun oneHku:

- «5» 0ajuIoB BHICTaBIIAECTCS 0Oy4Jaromemycs, eciau oH Habeper 90-100 6amos (90

- 100 % mpaBUIIbHBIX OTBETOB)

— «4» OaioB BeICTaBJsIeTCs o0OyuaromeMycs, eciu oH Hadepet 80 6amios (80%

IIpaBUJIbHBIX OTBeTOB)

— «3» OaioB BhICTaBJsIeTCs o0yuaroreMycsi, eciu oH Hadepet 60 6amios (60%

IIpaBUJIbHBIX OTBeTOB)

Pa3z0anioBka
Ne 3apanns KoJ1-Bo 0a1710B 3a Ne 3aganns KoJu-Bo 0a10B 32
NPaBUJIbHbIN OTBET NPABUJIbHBIN OTBET
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

KOHTpOJIbHLIe BOIIPOCHI AJIA MIPOBCACHUA TEKYILIECIO KOHTPOJIA

Yrto Takoe JOCTOBEPHOCTh IOKyMEHTa?
Uto Takoe peKBU3UT JOKYMEHTA?

['ne conpepKuTCA MOJHBIN EPEUYECHb PEKBU3UTOB?
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Urto Takoe opuauveckas cuia J0KyMeHTa?
Urto Takoe MeTaJaHHbIE AJIEKTPOHHOTO TJOKyMEHTa?
UYro Takoe yHHpUKALMS TOKyMeHTa?

TemaTuka 3cce, pepeparoB, Npe3eHTAUNH

TepMHUHOTIOTHA JOKYMEHTOBEICHHUS

Hcroprst BOSHUKHOBEHHS U pa3BUTHUS JOKYMEHTA

[ToHsATHE «JTOKYMEHT»

Yuudukanus 10KyMEeHTOB

AKTyalibHble TPOOJIEMBI TOKYMEHTOBEIECHUS

3akoHozaTenbHas 0a3a paboThl ¢ JOKYMEHTaMU

DBOJIONMS MaTepUAbHBIX HOCUTENEH nHpopmanuu

Cranpaptu3zanus B 00J1aCTU JOKYMEHTOBEACHUS

Buasl 1oKkyMeHTOB

Nudopmanus 1 cylmHOCTb JOKYMEHTHPOBAaHUS

@yHKIUUA U CBOWCTBA JJOKYMEHTA

OCHOBHBIE HANPABIICHNS U3yYEHUS HCTOPUH TOKYMEHTa

[IpoGnema neproan3aui KICTOPUU JOKYMEHTA

Ponp BcmomMoraTenbHbIX UCTOPUYECKUX JTUCLHUIIMH B U3yYEHUH HCTOPHUU
JOKYMEHTa

HpeBHue GopMbI JOKYMEHTa

SI3bIK U CTHIIb IOKYMEHTA

IOpunnueckas cuna qOKyMeHTa

JIOKyMEHTOOOOPOT MPEANPUATHS

Opranuzanus paboThl C JOKYMEHTaMH OTPAaHUYEHHOTO TOCTYIIa

Hay4dnas u npakTrueckasi HEHHOCTb TOKYMEHTa

IIpoBeneHue 3KCHEPTU3bI HEHHOCTH JOKYMEHTA

HopmatuBHas pernamenTanus aesteiabHoctu ciyx0 J10Y

[Tonsitue, cTpykTypa, coctas ciayx6 JJOY

IToaroToBKa NOKYMEHTOB K IIEpeiaye Ha apXUBHOE XPAHEHUE

Homenknarypa nen

[ToHATHE 3IIEKTPOHHBIM TOKYMEHT

DNEeKTPOHHBIA JOKYMEHTOOOOPOT: aHaJIN3 IPOrpaMM M UMEIOILErocs ONbITa
UX UCIIOIb30BaHMUS

[IpoOnema npuiaHust OPUIAYECKON CUITBI DIEKTPOHHOMY JOKYMEHTY

BOHpOCLI K IK3aMCHY 110 JUCIHUILJIMHE

1. JlokymMeHTOBe/IeHUE KaK HayKa.

2. JIOKyMEHTOBeJIeHHE B CTPYKType Hayk M cdep MNpaKkTUYeCKON
JESITEIbHOCTH.

3. TonsaTtue «uHbOpMAIUI» U CYITHOCTh JOKYMEHTHPOBAHUSI.
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4. DBonrouus MaTepHalbHbIX HocuTene wuHpopmaruu. TpeOoBaHus K
MaTepHaTbHBIM HOCUTEISIM MH(HOPMATIHH.

XapakTepucTUKa U BUJbI JOKYMEHTAIbHBIX KOMMYHHUKAIIUM.

CaoiicTBa HH(pOpPMALIUU U JOKYMEHT.

Bunbl undopmanmu v crnocoObl UX JOKYMEHTUPOBAHUS.

OO0beM MOHATUS «TOKYMEHT.

. OYHKINU U CBOMCTBA JOKYMEHTA.

10 CnocoObl JOKYMEHTHPOBaHHUA. DBOJIOLHS CIIOCOOOB IOKYMEHTHPOBAHUSI.
11.Bunbl JOKYMEHTOB, BBIICJICHHBIX 110 Pa3HBIM OCHOBAHUSIM JIEJICHUSI.

©oo~No O

12.TloHATHE  CHUCTEMBI  JIOKyYMCHTAIIWH. PazHoBugHOCTH CUCTEM
JOKYMEHTAITHH.

13. YaudunupoBaHHas CUCTEMa  OPTaHU3ANMOHHO-PACTIOPSAUTEIBHBIX
nokymentoB (YCOP/I)

14. XapakTepuCcTUKa CUCTEMBI OPTaHU3aLIMOHHO-TIPABOBOM TOKYMEHTALIAH.

15.Xapakrepuctruka cCucTeMbl HOPMAaTUBHOM TOKYMEHTALUH.

16. XapaKkTepuCTUKA CUCTEMBI INIAHOBO-OTYETHOM TOKYMEHTALUH.

17. XapakTepuCTUKa CHUCTEMBI XO3AMCTBEHHOW, (PUHAHCOBOM M Yy4YETHOU
JOKYMEHTALUU.

18. XapaKTepuCTHUKa CUCTEMbl CIPABOYHO-MH(POPMALIMOHHON JAOKYMEHTAIU
U CIIPABOYHO-AHAIUTUYECKON JOKYMEHTALIMH.

19. XapakTepuCTUKa CUCTEMBI IATEHTHON U JINLIEH3UOHHOW JOKYMEHTALINH.

20.XapakTepucTuKa JOKyMEHTALMHU 110 JINYHOMY COCTaBYy.

21.HopmaTuBHO-MeTOAMYECKasl Oa3a pabOThI ¢ JOKYMEHTaMHU.

22.XapakTepucTuKa MmpoIreccoB 00padOTKN JOKYMEHTOB.

23. loxymentoobopor  mnpeanpusatus. IloHsitue, CTpyKTypa, MOTOKH
JOKYMEHTOB.

24. XpaHeHre TOKYMEHTOB. Bubl XpaHeHUs. Y CIOBUS XpaHEHUS.

25.9KkcnepTu3a HEHHOCTH JOKYMEHTOB.

26.Cayx06a JIOY. CtpykTypa u QyHKIIUH.

27.Metoapl ONITUMH3AIUN JOKYMEHTO000pOTA.

28.1IpobyiemMa 37IEKTPOHHOTO JOKYMEHTa U MPHUAAHUE €My FOPUANYECKOM
CUJIBI.

29. MeTanaHHbIE JIEKTPOHHOTO TOKYMEHTA

30.[Ipobiembl KOMIUIEKTOBaHUS ApXUBHOTO hoHAa PO

31.I1poGaemMbl COXpaHHOCTH JOKYMEHTOB ApxuBHOTO doHma PD

32.Homenknarypa aen

33.DTanbl nepenadyn JOKYMEHTOB Ha apXUBHOE XPaHEHUE

34.251eKTPOHHBIE APXUBBI

35.Bua apXuBHOI0o XpaHEeHUs JOKYMEHTOB

TemaTuka KypcoBbIX padoT

DIIEKTPOHHBIN JIOKYMEHT 151 AJIEKTPOHHBIN JIOKyMEHTOO00O0POT:
TEPMUHOJIOTHYECKHUE, TEOPETHUECKUE, OPTaHU3AIMOHHBIC TTPOOTIEMBI
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[TpoGneMbl COBEpIIEHCTBOBaHMS JTOKYMEHTOOOOpoTa mpeanpustus ( Ha
npuMepe...)

[IpoOaemMbl HOpMaNIU3aUUU TEPMUHOCHCTEMBI JOKYMEHTOBEICHUS

[Tpo6eMbI COBEPIIEHCTBOBAHUS BUAOBOH KiIacCU(PHUKAIINHN TOKYMEHTOB

OtpaciieBas cuctema T0KyMEHTaluu ( Ha IpUMepe KOHKPETHOM OTPACIIH)

CeMHOTHYECKHE U CEMAaHTUYECKHUE ACTIEKThI TEKCTA JOKYMEHTA

Kynbrypa odopmieHus 1emoBoro 10KyMeHTa

Mertozp! uccnenoBaHus JOKYMEHTOB

JIOKyMEHTOBEICHUE KAaK HAayKa

7. YYEBHO-METOIUYECKOE 1 HH®OPMAIIMOHHOE
OBECIIEYEHMUME JUCIUIIJIMHBI (MOAY JIs1)

OcHoBHaf JIUTEpPaTypa

1. Kynses, H. H. J[okymenroBenenue : yueOHuk / H. H. Kynses,
J. H. Ypanos, A. I'. ®abpuunoB. — Mocksa : Jloroc, 2011. — 356 c. — (HoBas
YHUBEpCUTETCKasg Oubimoreka). — Pexum gocryna: 1o  NOANHMCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=84880 (mara oOpameHnus:
12.05.2023). — ISBN 978-5-98704-329-8. — TeKcT : 3JIeKTpOHHBI.

2. KonduaennuaibHoe ASIOMPOU3BOACTBO U 3AIIUIIEHHBIN JIEKTPOHHBIN
JTOKYMEHTO000pOT : yueOHuk / A. I'. ®abpuunos, A. C. JIémymikuH,

T. B. Konapamosa, H. H. Kynsies. — Mocksa : Jloroc, 2011. — 452 c. — (HoBas
YHUBEpPCUTETCKasg OMbnnoTeka). — Pexxum ocTymna: 1o noAmnucke. —

URL: https://biblioclub.ru/index.php?page=book&id=84996 (nara obpareHus:
12.05.2023). — ISBN 978-5-98704-541-1. — TeKcT : 37IeKTPOHHBIH.

3.  Cromspos, 0. H. JlokymenTtonorus : yueoHoe mocodue / 10. H. Ctomnspos ;
OprOBCKHI TOCYAapCTBEHHBI MHCTUTYT UCKYCCTB U KYJIBTYphl. — Ope :
['opuzonT, 2013. — 370 c. : w1, — Pexxum mocTyma: 1mo moImmcKe. —

URL.: https://biblioclub.ru/index.php?page=book&id=276208 (nata obOpamieHus:
12.05.2023). — bubsuorp. B kH. — ISBN 978-5-904977-37-5. — Tekcr :
DIEKTPOHHBIN.

4. VYmnpaieHue JOKyMEHTAIIMEH 1 apXUBaMHU 3a pyOeKoM : yueOHOe TTOCOOHe :
[16+] / coct. C. B. Makapuyk, C. I1. 3Bsrun ; KemepoBckuii rocyapcTBeHHBIN
yHuBepcuteT. — Kemepono : KemepoBckuii rocynapctBeHnblii yuusepeuret, 2019.
— 274 c. — Pexxum poctyma: 1mo nojmnucke. —

URL.: https://biblioclub.ru/index.php?page=book&id=574229 (narta oGpamicHus:
12.05.2023). — bu6mauorp. B kH. — ISBN 978-5-8353-2361-6. — TekcT :
AIEKTPOHHBIM.

5. beikosa, T.A. HenonpousBoactso [Tekcr] : yue6. / T. A. boikosa,
JL.M. Bsuiosa, JI.B. Cankuna ; moja obmur. pea. npod. T.B. Ky3nenonoii. - 3-e u3n.,
nepepad. u nom. - M. : Uudpa-m, 2014. - 363 c. - (Boiciiee oOpazoBanue.
bakanaspuar). - ISBN 978-5-16-004923-6 (U3n-Bo "MUnudpa-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. JlokymeHntanmonHoe obOecrieuenue ympapieHus [Tekcr] : yueOnuk / A.C.
['punbepr, H.H. ['op6aues, H.H. 'opbaueB, O.A. Myxamermuna. - M. :FOuutu-
nana, 2013. - 384 ¢. - ISBN 978-5-238-01770-9 (U3a-Bo "IOHuTH-1aHa")

/. DbbIkoBa, T.A.  JlokyMEeHTaUMOHHOE€  OOECHEYEeHHE  YyIpPaBJICHUS
(memompousBojicTBO) [Tekct] : yueb. mocobme / T. A. beikoBa, Ky3nenosa, T.B.,
Cankuna, JI.B. ; mox o6mr. pen. T.B. Ky3nemnosoii . - 2-¢ u3j., mepepad. u gom. - M.
: THOPA-M, 2013. - 304 c. - (Briciiee oOpa3zoBanue: bakamaspuar). - ISBN 978-
5-16-004805-5

8. 3unoBbeBa, H.b. Opranmzamuss u meroguka pabOThl ¢ JOKYMEHTaMH B
yupexaeHusx KyiabTypsl [Tekct] : yueOHO-MeTon. nocobue / H. b. 3uHoBbeBa. -
Kpacnonap : KI'MK, 2016. - 184 c.

9. [TIloxnmkoBa, H. M. [Ilpaktukym mno mnpeamery "J[OKyMEHTHI,

KOppECHOHIeHIST 1 Jenonpon3BoacTBo” [Tekcer] : ydue6. mocoowe / H. M.
IToxaukoBa. - M. . Akagemus, 2015. - 188 c. - ISBN 978-5-4468-2398-7

JlonoJIHUTeIbHAS JIUTepaTypa

1. Kysuenona, T.B. Kaaposoe nenonpousBoctBo [TekcT] : TpaIulluOHHBIE U
aBTOMATHU3WPOBAHHBIC TEXHOJIOTHH: yueO. ;u1st By30B: [rpud YMO]/ T. B.
Ky3nenosa. - M. : U]l MOU, 2011. - 344 c. : un. - ISBN 978-5-383-00624-5

2. 3unoBneBa, H.b.Teopus nokymentupoBanus [Tekct] : yue6.-MeTo. m0co0.
/ H. b. 3unoBseBa. - M. : Jlutepa, 2011. - 176 c. - (CoBpemeHHast Oubanorexa). -
ISBN 978-5-91670-086-2

3. 3unoBbeBa, H.b.bubnmoreka B cucreMe COBpEMEHHBIX HAyUHBIX
KoMMyHuKauii [ Tekcr] : Hayd.-tipakT. nocobue / H. b. 3unoBbeBa. - M. : Jlurtepa,

2015. - 135 ¢. - ISBN 978-5-91670-145-6
HopmaTuBHO-MeTOUYeCKAsl JIUTEpaTypa:

I'OCT 8.0.1-2013. Jlemompou3BOJACTBO M AapXUBHOE JEJIO: TEPMHUHBI U
onpenenenus. 3. opunmansroe. — M.: 'occranmapt Poccun, 2013. — 8c.

I'OCT P 7.0.97 -2016 Opranu3zaiinoOHHO-paCHOpSIUTEIbHAS JOKYMEHTAIIHS.
TpeboBanus k opopmiieHno 10KyMeHTOB. - M.: Ctannapt-Uudopm, 2008.

I'OCT 17.914-72 OO6noxka aen IIUTEIBHOTO XpaHeHus. THIbI, pasnena,
TexHuueckue tpedoBanus.-M.:I'occranmapr, 1972.

I'OCT P 51511-2001 Ileyatu ¢ BocIpou3BEICHHEM T'OCYyAapCTBEHHOIO repba
Poccuiickoit ®eneparuu. dDopma, pasmepbl, TEXHUYECKHE TpeOoBaHUs. -M.:
['occranmapt, 2001.

I'OCT HNCO 15489-1-2007. Ynpasnenue nokymeHtamu. O61ue TpeboBaHus.
- M.: T'occranpapt Poccun, 2003. - 17c.

I'OCT 7.7. 2 — 96 Koasl ¢pusndeckoit popMbl JoKyMeHTOB.-M.: ['occTannapr,
1996.

TunoBast UHCTPYKITUS MO JEIOMPOU3BOACTBY B MUHHUCTEPCTBAX U BEIOMCTBAX
Poccuiickoit ®enepanuu [Teker]. — M., 1992. — 76 c.
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TunoBast UHCTPYKIMS MO JEIONPOU3BOACTBY B (peAepaIbHBIX OpraHax
ucrnoiHATeNbHOM BiacTH [Tekct]. — M., 2001. — 87c.

['ocynapcTBeHHast cucteMa JOKYMEHTALMOHHOTO OOECIEYEHUS YIPABJICHHUS.
OcHoBHbIe TmONTOkeHUs. OOmue TpeOoBaHUS K JOKYMEHTaM U CIy)kOam
nokymeHTarmonHoro ooecneuenwus [ Tekct]. — M.: BHUNIA I, 1991.-76c¢.

[lepeyeHr THUTOBBIX YIPABICHUYECKUX JOKYMEHTOB, OOpa3ylOIIUXCS B
JEeSITEILHOCTH OpTaHu3alliii, C yKa3aHueM CpokoB XxpaHeHus [Tekct]. — M., 2001.-
107¢

MexoTpacieBble YKpyITHEHHbIE HOPMATUBBI BpEMEHHU Ha paOOThI IO
JIOKYMEHTAITMOHHOMY oOecrieueHnro ynpasieHus [ Tekct]. — M., 1995. — 26c¢.

O6mepoccuiickuii kiaccuukarop ynpasieHueckoit jokymentanuu. OK 011-
93.- M,,1994.-114c.

OpraHu3allMoOHHO-pacToOpsAAUTENIbHAsT ~ JOKyMeHTalusa.  IpeboBaHusi K
o(OopMIICHUIO TOKYMEHTOB. MeToandeckue pekomeHaanuu no Bueapenuto 'OCT
P 6.30-2003.-M.: Pocapxus; BHUN A/, 2003.

O mopsigke BEJOMCTBEHHOTO XPAaHEHHUSI JOKYMEHTOB M OpraHu3allud UX B
JeN0NpOn3BOACTBE: MocT. oT 3 mapta 1993 roga // CoopHuk akroB llpesuaenra u
[TpaButenscTBa PO. — 1993. - Ne 10.

3aKOHOI[aTeJIbHI)Ie HAOKYMEHTBI

@3 ot 01 0kT.2004 1. Ne125-03 «O6 apxuBHOM Aene Poccuiickoi
denepannm»
@3 ot 02 mas 2006 r. Ne 59-D3 «O nopsike paccCMOTpEeHHs OOpaleHHs
rpaxnaaH Poccuiickoi @enepanum»
@3 ot 27 uronst 2007 Nel49-d3 «O6 mHbopmanuu, HHGOPMAITHOHHBIX
TEXHOJIOTHUSIX U 3aIIuTe NHHOPMALII)
®3 ot 27 wurons 2006 r. Ne 152-D3 Ne O nepcoHaIbHBIX TaHHBIX).
Iepuoanyeckue u3aanus
Kypnuain [lenonpous3BoacTBo
XKypnan OTeyecTBEHHBIE apXUBbI
Kypnan Ynpasnenue nepcoHanom
Kypuan Uudopmarmonnsie pecypesl Poccun

HNuTepHer-pecypcsl
www.termika.ru

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

http://www.edou.ru/enc/vvedenie.php - DHuIMKIONEAMS JETONPOU3BOICTBA

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

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

MeToauveckue yKa3aHUsl M MAaTEPHAJIbI 110 BUAAM 3aHATHH


http://www.termika.ru/
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
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JUIsl MOATOTOBKM K 3aHATUSAM PEKOMEHIYEM MCIIOJIb30BATh JJIEKTPOHHAYIO
0a3y JaHHBIX MO JTOKYMEHTOBEJICHUIO M JOKYMEHTOBEIUYECKHUM HCCIEIOBAHUSM,
KOTOpasi COJIEPNKHUT METOAMYECKHE MaTepuaibl MO MOArOTOBKE K CEMUHAPCKHUM,
NPaKTUYECKUM3aHATUSAM,  3a4eTy, pa3paboTke  rijoccapus,  IOATOTOBKE
BHUJICONIPE3CHTALlNN, BBINOJHEHUIO JPYIMX 3aJaHul  3aJaHud B paMKax
CaMOCTOSITENILHOM paboThl . A TakKe OJJIEKTPOHHBIE JHIUKJIONEIUN TIO
JEJIONPOU3BOACTBY U apPXUBOBEICHHIO
st caMoCTOSATEIbHOW palbOoThl, TOATOTOBKE MPAKTUYECKUX (CEMUHAPCKUX)
3aHITHUM, TOATOTOBKE K TECTOBBIM HCIIBITAHUSM, a TaK)Ke Ul HAIMCaHUs 3CCe,
pedeparoB, HAYUHBIX JTOKJIAI0B PEKOMEHAYETCS CIEAYIOLIEe:

JIJ1 MOATOTOBKM K NMEPEUYUCICHHBIM BHUJIaM pabOT NpeyCMOTPEHbI 3aJaHus,
Pa3BUBAIOIIME HABBIKH CAMOCTOSITEILHOTO AHAJIA3a U OCMBICIICHUS TIPEIJIOKEHHBIX
npobiemM u TeM. s OCBOEGHMSI NPENJIOKEHHBIX TEM, CTYJIEHTaM HEO0XOIUMO
O3HAKOMUTBCS C NPEMJIOKEHHOW JIUTEepaTypoil, BbIOpaTh  HEOOXOAUMBIE
VUCTOYHHUKH, COCTaBUTh IUIaH mpeAcTodmeid pabotsl. [ pedepupoBanus
VUCTOYHUKOB CTYJIEHTy HEOOXOJMMO O3HAKOMHUTBCS C TEKCTOM, CJENaTh
HEOOXOJMMBbIE BBIUCKH, LUTaThl, COOTBETCTBYIOLIME TIJIABHOW mpobdieme
UCCJIEIOBAHMS, CKOMIIOHOBaTh 3TH LUTaThl, MNPOAYMATb UX, HU3JIOXKHUTh
COOCTBEHHOE BHUJICHHE CBOMMH CJIOBaMH, HAMETHUTb HEOOXOJIUMBIE CBA3KU H
CTPYKTYpy Oyayuiero tekcra. PedepupoBaHue nepBOMCTOYHHUKOB MPEANOJIaraet
CaMOCTOATEIIbHBIE HABBIKM M3YYEHMS TEKCTA, M3JI0KEHUE IPEUIOKEHHBIX TOYEK
3peHusl, Mepeckas, aHajau3 IPOoOJIEMHBIX BOIIPOCOB, BBIJEICHUE TJIaBHBIX HAYYHbIX
no3unuii aBTopoB. [l BhIMONHEHHS pedepara HEOOXOAUMO HAUYMHATH C
00OCHOBaHHUsI BBIOOpA TEMBI, 3aT€M IPUBECTH MEPEUEHb KIFOUYEBBIX TOHSITHIM
coliepkaHusl, TiaH padboTel (0 yem padoTa, Kakue BOIMPOCHI BKIIOUYEHBI), 3aTEM
nepexoanuTh K (GOPMYIUPOBKE TE3MCOB, MPEICTABISAIOIIUX KPAaTKOE COAEp:KaHUE
KOKJIOT0 Bompoca Tembl. Jlamee, NPUBOAATCA CTPYKTYpPHUPOBAHHBIE TE3UCHI
(OCHOBHBIE TpyHIbl TE3UCOB MO paszaenam padotsl). CrpynmnupoBaB TE3UCHI
(OCHOBHBIE MBICJIH), YCTAHOBUB MEXAY HUMHU OCHOBHBIE U COMOJYMHEHHBIE CBS3H,
COCTAaBUTh JIOTMYECKYIO MOJIENb cojaepxaHus paboTsl (pedepata). Bo3MoxkHO
NEPBOHAYAIILHO IMOCTPOUTh MOJIENb COAEpKaHUs pabOThl U OCHOBHBIX OJIOKOB
(MbICTIel), a 3aTeM KaXKIbIil TE3UCHBIN OJIOK HAMOJHUTH CTPYKTYPHBIM KPaTKUM
coJiep>KaHueM. JTO MO3BOJIUT B AaJIbHEHIIIEM pacKpbIBaTh padoTy, €€ coaepKaHue
C pPa3HOM CTENEHbIO MOAPOOHOCTH.

IIporpammHoe obecnieuenune

Komnerotepusiii  cereBoit  (MHTepHET) Kiacc C  YCTaHOBJICHHBIMHU
oneparnnonHou cuctemort WindowsXP2007Server,maketamu MSOffice; MS office
2007 pro; Adobe CS6; Adobe Premiere Pro, Magic Samplitude,
SonySoundForgePro 9,10, SonyVegasPro 10, cnpaBo4HO-IPaBOBbIE CHCTEMBI
Koncynprantr Ilmoc, ['apant, BbIXOn B ceTb HTEpHET, MyJIbTUMEIHIHBIN
IPOEKTOP, IKPaH, MOOWIIbHBIN CTEH
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8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE
JUCHUIIJIIMHBI (MOAYJIA)

[IpenonaBaHue TUCHUILIMHBI 00ECIIEUNBAECTCS HATMYUEM AYAUTOPUI (B TOM
yucie, 000pyT0BaHHBIX MPOCKIIMOHHOW TEXHHUKOW) JJISI BCEX BHUIOB 3aHATUH H
BBITIOJIHCHUST HAyYHO-UCCIIENOBAaTEeIhCKOM paboTel. CamocTosTenbHas paboTa
IPOBOJUTCS B KOMIBIOTEPHBIX KJaccaX C JIMLEH3UOHHBIM IPOrpPAMMHBIM
o0ecrieueHreM M Ha pabouumx MecTax ¢ BbIXogoM B HMHrtepHer. Ha 3amsTumsix

MPOBOJUTCS BUJICONPE3CHTAIlMSI C HCIOJIb30BAHUEM HWHTEPAKTUBHOM JOCKH,
POEKTOpa.
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JloroTHeHHUsI 1 U3MEHEHUS
K pa6o4eil mporpamme y4e0HO# NUCHHANIMHBI (MOXYJIs)
Ha 2023-2024 y4. rox

B pabouyio mporpamMmy yueOHOM TUCIUIIIMHBI BHOCATCS CIENYIOIINE H3MCHEHHUS:
° OGHOBJIEH CIICOK OCHOBHOM U JOIOJIHUTEIBHON JTUTEPATYPHL.

o BHeceHBl H3MEHEHHS B TEMATHUYECKHH IUIAH OCBOSHHS IUCIUILIHHEL IO
BUZaM y4eOHOM HEATENHHOCTH M BHABL CAMOCTOSTENbHOM (BHEayIMTODHOM)
paboTEI.

° BHeceHBI M3MEHEHHS B OICHOYHEIE CPEICTBA IUIS TEKYLIEro KOHTPOJII
YCIIEBAEMOCTH ¥ IIPOMEKYTOYHOH aTTeCTAIlHH.

®

JlomonHeHUss W W3MEHEHWs K pabouelf IporpaMMe pacCMOTPEHBI M DPEKOMEHJIOBaHBI Ha
3acenanuu kadeapsl HHPOPMALUOHHO-ONOINOTEUHON AEATEIBPHOCTH B JOKYMEHTOBEICHHS
IIpotoxom Ne 1 ot «28» aBrycra 2023 r.

HcnonuauTens(u):

Houent xabenpsr UB{uJl/ £ 4’/2"— /A.C. MarBeeBa/ /fﬂ dﬂ/ e

/ ¥
3asenyromuit kahenpoit B {ull/ // / /O.M. Vpxymosa/ LB 08 Lold,




