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Jluer akTyaauzanuu padoveii nporpaMmabl

Pa6oyas nporpamMma IepecMoTpena, obcyxkiena u onobpena Juts peasmsanmn B 2020 - 2021
yueGHOM roy Ha 3aceanuy Kapeapsi Ilenaroruueckoro 06pazoBaHus 1 JOKYMEHTOBEICHHS

Ne 1
C.C. Benukanosa

ITpotokon ot 03 cg ",f,-’. % 0
3as. kadeapoi (Q;{/

g 4
PaGouast mporpaMma mepecMoTpeHa, o6cyxk/iena u ofobpena juis peaymasaiuu B 2021 - 2022
yueGHOM roj1y Ha 3acenanuy kadenpsr Ilenaroruyeckoro o6pasoBanus ¥ JOKYMEHTOBEICHHS

[Tpotokom ot 20 r. Ne
3as. kapenpoi C.C. Benmkanona

2 -

PaGouast mporpamMma IepecMOoTpena, o6cyxkiena i oxobpena Juis peanusanuy B 2022 - 2023
yue6HOM rojy Ha 3acenanuu kadenpsr Ilenaroruyeckoro 06pasoBaHus U JOKYMEHTOBEICHHSA

[Tporokom ot 20 r. Ne
3as. kadenpoii C.C. Benmkanosa

Pa6ouas mporpaMma nepecMoTpeHa, 06cyxk/iena 1 oxobpena juis peanusanuu B 2023 - 2024
yue6HOM rojty Ha 3acenanuy kadenpsr Ilenarornyeckoro 06pa3oBaHus U JJOKYMEHTOBEICHHS

IIporokon o 20 r. Ne
3as. kadeapoit C.C. Benukanosa

PaGouas nporpamMma rnepecMoTpeHa, 06cyskieHa 1 onobpeHna uis peanusaiuu B 2024 - 2025
yueGHOM rojy Ha 3acenanuu Kapenps: Ilerarornyeckoro o6pasoBaHus U JOKYMEHTOBEICHHUS

[Tporokon or 20 r. Ne
3aB. kadpenpoi C.C. Benmkanosa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

- IO3HAKOMUTb CTYJEHTOB C OCHOBHBIMH MOHSITHAMH JOKYMEHTOBEICHHUS KaK HayKH, €€
HAyYHBIM HHCTPYMEHTapHeM: OOBEKTOM, MPEIMETOM, METOJIaMHU HCCIICIOBAHUS, KIFOUEBBIMH
MOHSITUSIMH;

- PACCMOTPETH CIIEKTP OCHOBHBIX IPOOJIEM B 00JI1aCTH TOKYMEHTOBEICHHUS;

- 3aJI0KUTh TEOPETUYECKHUE OCHOBBI PabOThl C Pa3HOOOPAa3HBIMU JOKYMEHTAMH B
oOuiecTse.

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

JucuuruimHa OCHOBBI IOKYMEHTOBEICHUS BXOJAUT B 0a30BYI0 4acTh y4yeOHOro IJIaHa
00pa30BaTeIbHOI IPOrPaMMBI.

Jns  u3ydeHUs  QUCLUIUIMHBL  HEOOXOOUMbl  3HaHUS  (YMEHMs,  BIJIAJICHUsA),
c(OpMHUPOBAHHBIC B PE3YIIBTATE U3YUCHHSI JUCITUTUTUH/ IPAKTUK:

Jlist ocBOEHMsI Kypca HEOOXOIUMbI 3HAHUS, MOJyYEHHbIE B PaMKax MOJHOIO CPEeIHEro
obpazoBanus o nucuurinaaMm "Mcropus'”, "ObmectBo3nanue", "Pycckuit a3pik""

3HaHus (YMEHHUs, BIaJIeHHs), IOJIyYEeHHbIe MIPU U3YYEHUU AAHHOW TUCLUIUIMHBI OyayT
HEOOXOAUMBI JUISl U3yUCHUS TUCIUTLTIH/TIPAKTHK:

JlokyMeHTOBEICHHE

OCHOBBI apXHBOBE/ICHUS

JIOKyMeHTallMIOHHOE 0OecrieueHre apXUBHOTI'0 Jiesia U HH(popMaliMoHHOI cepbl B PO

JIMHrBUCTHYECKHE OCHOBBI JIEJIOBOTO MUChMA

CoBpeMeHHas opraHu3alnys rocy1apcTBEHHbIX yupexaeHuil Poccun

JIOKyMeHTHasi TMHTBUCTHKA

Opranu3zanus 1 TEXHOJIOTHS IOKYMEHTAlMOHHOTO 00eCIeueHus yIIPaBIICHUs

ApxuBoBeneHUE

JlokyMeHTallMoHHOE 00ecredeHne aIMUHUCTPATUBHBIX OTHOIIEHUH B PO

OCHOBBI CEKPETAPCKOTO OOCTYKUBAHHS

MonenpoBaHu€e CUCTEM JOKYMEHTAIMU OpraHu3aluu

[IpoekTupoBaHue yrpaBieHUECKON JOKYMEHTAIlUU OpraHu3aluu

JIOKyMEHTUPOBaHUE NEATEIBHOCTH HETOCYJapCTBEHHBIX OpraHU3alui

3 Komnerenuun ody4aromierocs, popMmupyembie B pe3y/ibTaTe 0CBOCHUS

AUCHUILIMHBI (MOAYJIS1) ¥ IJIAHUPYEMble Pe3yJIbTAThl 00yueHu st

B pesynpraTe ocBOoeHMsS AUCHMIUIUHBL (MOAyisi) «OCHOBBI JTOKYMEHTOBEICHUS»
oOyyaroImuiics JoKeH 001a1aTh CIEAYOIMIUMU KOMIETEHIIUSIMHU:

CrpyKTypHBII [Tnanupyemble pe3ynbTaThl 00ydeHUs
JJIEMEHT
KOMIIETCHIIMHU
[1K-3 BrageHreM 3HaHUSIMH OCHOBHBIX IPOOJIEM B 00JIaCTH IOKYMEHTOBEICHUS U
3HaThb OCHOBHBIE ITPOOJIEMBI B 00JIACTH JOKYMEHTOBEIECHUS, IPUUUHBI
BO3HHUKHOBEHHUS ATHX MPOOJIeM, a TaKKe yCIOBHS, HEOOXOAUMBIE JIsl UX
YCTpaHEHHUsL.
YMerb OOBSICHATH PAa3HUILY B CYIIECTBYIOIIUX TOJKOBAHUN KJIFOUEBBIX MOHATHH

JOKYMEHTOBeIeHUs (00BEKT, MPEAMET, METO/Ibl TOKYMEHTOBEACHHUS,
JOKYMEHT, HH(popMaIus, JOKYMEHTHpOBaHHas HH(pOpMAIHs); AeTaTh
BBIBOJIbI HA OCHOBAHWH aHAJIW3a YHIOTpeOIeHH TEepPMIUHOB B HOPMATHUBHBIX
HCTOYHUKAX U CIIELUAIBHOM JINTEPATYpe

Bnanets

[TK-8 crmocoOHOCTBIO aHATTM3UPOBATH IIECHHOCTh JJOKYMEHTOB C LIETBI0 HX XPAHCHHS




3HaTh

KpUTEPUU OLIEHKH IIEHHOCTH JOKYMEHTOB, IIOCPEICTBOM OIPEICICHUS
(YHKIIUU TOKYMEHTOB, CIIOCOOBI M CPE/ICTBA JOKYMEHTUPOBAHHS,
MIPUHIMIIBI KIaccuukauu GyHKIUNE JOKYMEHTOB B IOKYMEHTOBEICHHH,
MPEUMYIIECTBA U HEAOCTATKU KaXI0H KIacCU(PUKAIMOHHON CHCTEMBI,

0 3aBHCHMOCTH CPOKOB XPaHEHHUS JOKYMEHTOB OT UX (PYHKIIMI U COCTOSIHUS
MaTepUaTBLHOTO HOCUTEIS, a TAKXKE OT CIIOCc00a TOKYMEHTHPOBAHHMS

YMeTn

onpenenaTb GyHKINUN JOKYMEHTOB 10 PEKBU3UTAM U COAEP)Ka-HUIO; YMETh
00OCHOBBIBATh CBOIO TOUKY 3PECHUS;

Bnanets

ITK-19 criocoOHOCTBIO NCTOIBb30BATh MPaBUJIA IOATOTOBKU YIIPABICHYECKUX JOKYMEHTOB U
BEJICHUS JIEJI0BOU ITEPEIUCKU

3HaTh OCHOBHBIE (DYHKIIMU YIIPABICHUECKUX JOKYMEHTOB; UCTOPHUIO MOSIBICHUS
OCHOBHBIX yIPAaBIEHYECKUX JOKYMEHTOB B OT€UECTBEHHOM
JIEIIOTIPOU3BO/ICTBE; UCTOYHUKH, COJICPKAIIKE IMPAaBHJIAa TOATOTOBKH
JIOKYMEHTOB M BEJCHUSI JICJIOBOU MEPEIUCKH;

YMeThb Onpenensith PyHKIHIO YIPABIEHYECKOTO JOKYMEHTA

Brnanets MeToJlaMu UaAeHTU(UKaMu (QYHKUUNA yIpaBICHUYECKUX JOKYMEHTOB

[1K-25 BnaseHrneM HaBbIKaMU MOJATOTOBKH YIPABJIEHYECKUX TOKYMEHTOB U BEICHUS J€JI0BOM

3HaTh

CIOCOOBI TOKYMEHTHPOBAHUS, UCIIOJIb3yEMbIE B YIIPABJIEHUYECKON
NesITeIbHOCTH; UCTOPUIO CTAHOBJIEHUS CIIOCO0 TOKYMEHTHPOBAHUS
YIIPaBJIEHYECKOH eATEIbHOCTH; IPEUMYIIECTBA U HEJOCTATKU CIIOCOO0B
JOKYMEHTUPOBAHUs, IPUMEHSEMBIE B JIEJIOBOM €ATEIBHOCTU

YMmern

BBI6I/IpaTB CII0co0 JAOKYMCHTUPOBAHUA B PA3HBIX CUTYyallUAX JIEI0BOM
JACATCIIBHOCTH

Bnanets

TPaIUIIMOHHBIM M TEXHOTPOHHBIM CIIOCO0aMH TOKYMEHTHPOBAHUS
YIPABJICHUECKOU JIEATETbHOCTH

OIIK-4

BJIAACHUECM HAaBbIKaMH MCITIOJIb30BAaHU A KOMHBIOTepHOI\/'I TCXHHUKHU U

WH(POPMAIMOHHBIX TEXHOJIOTHH B IIOMCKE UCTOYHUKOB U JIUTEPATYPHI, HCIIOJIb30BAaHIH TIPABOBBIX
0a3 TaHHBIX, COCTaBJICHUH OMOIMOrpapuecKuX U apXUBHBIX 0030pOB

3HaTh

Ha3BaHU MH()OPMAIIMOHHO-TIPABOBBIX MTOPTAJIOB Pa3MEILEHHsI aKTyaIbHBIX
1 YCTapeBIIUX UCTOYHHKOB, 3aKOHO/IaTEIbHO PErilaMeHTHPYIOIIUX paboTy C
JOKYMEHTaMHU, a TAK)KE Ha3BaHUS HAYYHO -IIPAKTUYECKUX KYPHAJIOB I10
JIEJIONIPOU3BO/ICTBY M ApXUBHOMY JIETTY;

yCJIOBHS MOJIb30BaHUs 00pazoBaTenbHbIM noptaiomM MI'TY, Ga3zoii
anekTpoHHoU 6ubanoreku MI'TY

Ha3BaHUS JIEHCTBYIOMINX NMPO(HECCHOHAIBHBIX

hopyMoB.

YmMmern

COCTaBIISITh TEMATUYECKUH 0030p HAyUHBIX CTaTel; 0030p aBTOPOB HA
OCHOBE T'0JIOBOM MOAMUCKH KypHasa;

OIICHUBAThH U BBISIBIISITH 00BbEM U Ka4ecTBO MH(GOpMAIINH, Mpeia-raeMoit
W HTEepHET-UCTOYHUKAMU IO JIEJIONPOU3BOJICTBY U apXUBHOMY JI€ITY

Bnanets

HaBBIKaMU TIPUMEHEHUS OTepaIliy MOUCKa NHPOPMAITUH B ITOMCKOBBIX
CUCTEMaXx, B TEKCT€ KOHKPETHOTO JOKYMEHTA pa3InyHbIX (OopMa-TOB.




4. CTpyKTypa, 00bEéM U coep:KkaHue TUCHUIIMHBI (MOAYJIsA)
OO0mas TpyI0eMKOCTh JUCIUIUIMHBI COCTAaBisieT 3 3a4eTHBIX enuuuil 108 akaa. gacoB, B TOM

YUCJIC:

— KOHTaKTHas pabora — 8,6 akaj. yacos:
— aynuTopHas — 6 akaJi. 4acos;
— BHeayIuTOpHas — 2,6 akaJi. 4acoB

— caMmocrosTenbHas padora — 90,7 aka. 4yacos;

— MOJTOTOBKA K dK3aMeHy — 8,7 aka. yaca

dopma aTTecTaluu - SK3aMEH

AynutopHast ) =
KOHTaKTHas paborta E 3 ®dopma TeKyILero
Paszen/ Tema 2 (B axaz. yacax) E E{ Bun 5 KOHTPOJISA Kox
> g © | caMOCTOATENbHON | yCIeBaeMOCTH U
JIACIMTUTHHBI = [ . | kommerenunu
2 £ paboTsl MIPOMEXKYTOYHOM
Tex. 7a0. | IpaKT. R aTTecTALH
3aH. 3aH. | &
1. PA3JIEJT 1.
JOKYMEHTOBEJEHUE KAK
HAVYKA
[ToBTOp
JIEKIUOHHOTO
TEOPETHYECKOTO
Mmarepuana,
MOJITOTOBKA K
1.1 1. Ponp pmoxymeHTa B , TG(:T:EI}),(L)L;ZIEZ}O IIpakTuueckoe K-3. TIK-8
JKU3HA YyeJIoBeKa ul 1 4 1 > 3amadue Nel ! !
obmectsa HaIHMCaHHe Teer K pasneny 1 [1K-19, OIIK-4
COYHHCHU A~
paccyxaeHus Ha
TEMY

«JloKyMeHT B
YKHU3HU 00ILECTBA U
YeNI0BEKay




1.2 2 Hcrounuku
JIOKYMEHTOBETUCCKUX
HCCIIeIOBaHUH

6/311

[ToBTOp
JIEKIMOHHOTO
TEOPETUYECKOTO
Mmarepuana,
MOJATOTOBKA K
TEKyIeMY
TECTUPOBAHHIO,
MIOJTOTOBKA
o030pa 1o
MePHOANIECKIM
W3/IaHHSIM B
obyacti
JIEJIOTIPON3BOJICTB
a ¥ apXUBHOTO
nena. AHanus
HUCTOPHYECKUX
HCTOYHHKOB;
COCTaBJICHHE
KOHCIIEKTa C
UCIIOJIb30BaHUEM
IIPUEMOB CIKaTHUS
HCXOAHON
HHPOPMAIHIH;
pedepuposanue u
AQHHOTHPOBAHUE
HaY4YHOU
JIUTEPATYPHI;
OLICHUBATH U
BBISIBIISITH 00BEM U
Ka4ecTBO
“HPOPMAITUH,
npeaaraeMon
WHTEPHET-
HCTOYHHUKAMHU I10
JIETIOIPON3BOICTB
Y ¥ apXUBHOMY
Jieny.

IIpaxTnueckoe
3aganue Ne2
Tecr k pazneny 1

IK-3, TIK-8,
OIIK-4

Wroro no pazneny

10/31

2. PA3BJAEJT 2. TIOHATUA

"MHOOPMALIMA"
"TOKYMEHT"

)41

21 2.1. [MousiTne
«uH(popMaLum» U ee poiib B
COIMANBHBIX u
9KOHOMHYECKUX
nporeccax.
Crneuunduyeckue YepThl
JOKYMEHTHPOBaHHOM
uH(pOopMaIH

6/21

[ToBTOp
JIEKIIMOHHOTO
TEOPETUYECKOTO
MaTepHaia,
MOJITOTOBKA K
TEKyLIeMy
TECTHPOBAHHUIO,
aHau3
JIOKYMEHTAJIbHBIX
HUCTOPUYECKHUX
UCTOYHUKOB,
MOHITHHHOTO
anmapara
HOPMAaTUBHBIX U
MPaBOBBIX aKTOB.
AHanu3 TepMHHa
"unpopmanus’".

IIpaktrueckoe
3aganue Ne2
Tect k pazneny 2

IK-3, I1K-8,
OIIK-4




2.2 Tloustue "moxkymeHrt'.
[lpu3sHaku wu  cBoiicTBa
JIOKyMEHTa

6/411

[ToBTOp
JICKIIUOHHOTO
TEOPETH-YECKOTO
Mmarepuana,
MOATOTOBKA K
TEKYIEMY
TECTUPOBAHHIO,
YTCHHE U aHAITU3
JIOKYMEHTAJIBHBIX
HCTOPHYECKUX
HCTOYHHKOB;
aHanu3
yrnoTpeOIeHus
TEPMHHOB
(ToKyMeHT,
Oymara, JIeJ1o, aKT,
JOKyMEHTHPOBAH
Has MH(pOpMaIus).

IIpaxkTnueckoe
3aganue Ne2
Tecrt k paznery

IK-3, TIK-8,
ITK-19, OIIK-4

2.3 OcHOBHBIE CBOMCTBa

JAOKYMCHTOB

4/41

[ToBTOp
JIEKLIHOHHOTO
TEOPETHYECKOTO
Mmarepuana,
MOJITOTOBKA K
TeKyIeMY
TECTHPOBAHHUIO.

IIpaxTnyeckoe
3aganue Ne2
Tecr k pazneiny 2

IK-3, I1K-8,
IK-19, TIK-25,
OIIK-4

Hroro no pazneny

12

16/1011

3. PA3JEJI 3. ®YHKIUU
JIOKYMEHTOB U CIIOCOBbI
JOKYMEHTHUPOBAHUS
COLIUAJIBHO  3HAUYMMON
NHOOPMAILINN

3.1 OyHKIUH JOKYMEHTOB

4/11

[ToBTOp
JIEKI[HOHHOTO
TEOPETHYECKOTO
Marepuana,
MOJATOTOBKA K
TEKyLIEMY
TECTUPOBAHHIO,
aHau3 QyHKIHH
JIOKYMEHTOB.

IIpakTuueckoe
3agaHue 3
Tecr k paznmeny 3

MK-3, I1K-8,
IK-19, IIK-25,
OIIK-4

3.2 CnocoObl U cpezcTBa
JIOKyMEHTUPOBAHHUS

31

CocraBnenue
KOHCIIEKTa C
UCIIOJIb30BAHUEM
MIPUEMOB CHKATHUS
HCXOIHOM
HHPOPMAIHIH;
pedepupoBanue u
AQHHOTHPOBAHUE
Hay4YHOU
JIATEPATyphI

IIpaxTuueckoe
3a7aHue 3
Tecr k pazneny 3

IK-3, I1K-8,
MK-19, TIK-25,
OIIK-4

Uroro no pazneny

10/11

6,1

Hroro 3a CEMECTpP

18

36/141

15,1

OK3aMCH

Hroro no JUCHUIIINHE

18

36/14U

15,1

OK3aMCH

IK-3,IK-
8,I1K-19,0I1K
-4,ITK-25




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

[Tpu u3ydeHUH TUCHUILIMHBI IPUMEHSIOTCS KOMIUIEKC 00pa30BaTEIbHbBIX U
WH(OPMAIIMOHHBIC TEXHOJIOTUH, HAMPABJICHHBINA HA OBIIAJICHUE 3asBIICHHBIMH KOMITCTCHIUSMHU.

3HAKOMCTBO C TUCIUIUIMHON HAYMHAETCS C LeNenoiaraius, 0003Havaoero OCHOBHbIE
3HAHUS, YMEHHS U HABBIKU, KOTOPBIE TOJDKHBI C(DOPMHUPOBATHCS Y CTYACHTOB B XOJIC H3yUCHHS
KQXJIOTO pa3zena JUCUUIIUHBI «/lOKyMEHTOBEICHHUE.

Hayka «/lokymeHTOBeieHHEe» IPECTAaBICHA B CIIEKTPE MPOOIIEMHBIX BOIIPOCOB O €€
MECTE CpPeIU IPYruX ryMaHUTAPHBIX HayK.

TexHomorHe MOHUTOPUHTA PE3YJILTATOB 00PA30BATEIHHOM JIEATETLHOCTH SIBISETCS
9K3aMEH, BBICTABJIIEMbIil HA OCHOBE MOATOTOBJICHHOIO MOPT(HOIINO, TO3BOJISIONIETO YUUTHIBATD
pe3yNbTaThl, JOCTUTHYTHIC CTYJCHTOM B Pa3HOOOPA3HBIX BUJAX JIEATEIHHOCTH —
yueOHO-103HABATEIbHOMN, YaCTUUYHO-TIOUCKOBOM, pEeNpOayKTUBHOI:

JList orieHKH OPTQ OO IPUMEHSIETCS PEHTHHTOBas TEXHOJIOTHS OIICHKH 3HAHUM,
CHocoOCTBYIOIIAs IEMOHCTPAlMU O0BEKTUBHOCTH MPETOAaBATENIbCKON OLIEHKH.

st KOHTPOJI pENnpPOAYKTUBHOM AESATEILHOCTH CTYAEHTOB HCIIOJIb3YETCS YCTHBIN OMPOC
Ha MPaKTUYECKUX 3aHATHSIX, TecTupoBanue. [Ipodeccuonanbubie ymenus 1o padbore ¢
HMCTOYHMKAMHU PA3HBIX TUIIOB OTPaOATHIBAIOTCS HA MPAKTUUYECKUX 3aHATUsIX. PaboTa mo
(dbopMUPOBAaHUIO Ha3BaHHBIX BBIIIE MPOQPECCHOHATBHBIX KOMITETEHIIHI OCYIIIECTBIISETCS B
WHTEPaKTUBHOU (pOopMe Ha JICKIIMOHHBIX U MTPAKTUUCCKUX 3aAHSITHSIX.

CogepxaHue 4aCTH CaMOCTOSTEIbHON PabOThI (KOHCIIEKTHI, MpaKkTudeckas padora Ne 2)
paccunTaHbl Ha GOPMUPOBAHUE YMECHHI peepUpPOBATh, COCTABIISATH HAyYHBIC 0030PHI 10
MaTepuaniaM MepruoJuYecKux n3anui, Biovas MuTrepHer-uznanus npohecCuoHaIbHbIX
HAay4YHO-IIPAKTHUYECKUX KYPHAIIOB.

TpagnunoHHbie 00pa3oBaTe/bHbIE TEXHOJOTHH [TPU U3YYEHUH Kypca « OCHOBBI
JIOKYMEHTOBEJICHHS» COUYETAIOTCA C HHTEPAKTUBHBIMM TeXHOJ0russMu. Opranuzanus
00pa3oBaTeNnbpHOTO Mpoliecca MpenoiaracT akTUBHOE U HETMHEITHOE B3aMMOJEHCTBHE BCEX
YYaCTHUKOB, JIOCTH)KEHHE Ha 3TOM OCHOBE JTMYHOCTHO 3HAYMMOTO JUIsl HUX 00pa30BaTEIbHOIO
pe3yibTaTta. Hapsiay co cnennalin3upoBaHHBIMHU TEXHOJIOTUSMH TAaKOTO pOJa MPUHIIUIT
WHTEPAKTUBHOCTH MPOCIEKUBACTCS B OOJIBITMHCTBE COBPEMEHHBIX 00pa30BaTEIbHBIX
TEeXHOJIOTHI. IHTEepaKTUBHOCTH TOJIPa3yMEBAET CYObEKT-CYObEKTHBIC OTHOIICHHS B XO/I€
00pa3oBaTeNnbHOTO Mpoliecca U, Kak CleICTBUE, JOPMUPOBAHNE cCaMOpa3BUBAOIIEHCs
WH()OPMAIMOHHO-PECYPCHON CPEJIBI.

KonTakTHas paboTta mpenmnonaraet MH(GpOPMALMOHHO-KOMMYHUKAIIMOHHbIE
o0pa3oBaTe/ibHbIE TEXHOJIOTMHU — OpPraHu3alrsg o0pa3oBaTeNbHOTO MpoIiecca, OCHOBAaHHAS Ha
MPUMEHEHUHU CHEIMATN3UPOBAHHBIX MPOTPAMMHBIX CpPell U TEXHUYECKUX CPEJICTB pabOTHI C
uH(popManuei.

Jlekuus-Bu3yanusanus — U3J10KEHUE COACPIKAHUS COITPOBOKIAAETCS NMPE3ECHTALIMEN
(memoHcTparue yueOHbIX MaTepHasioB, MPEJACTABICHHBIX B PA3IMYHBIX 3HAKOBBIX CHCTEMAXx, B
T.4. WUTIOCTPATUBHBIX, TpaUUECKUX, ayI10- U BUICOMATEPHAIIOB).

[IpakTrueckoe 3aHsITHE B pOpME MTPE3CHTALMH — MTPEACTABICHUE PE3YIHTATOB MPOSKTHOM
WJIM UCCIIEN0BATEIBbCKOM IESITENBHOCTH C UCIIOJIB30BAHUEM CIIELIMAIIM3UPOBAHHBIX ITPOTPAMMHBIX

cpen.



6 YueOHO-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHOI PadoThl 00y4yaroMXCcst
IIpencraBneno B npuiioxeHu 1.

7 OueHoYHbIE CPeCTBA JIS MPOBeIeHUs POMEKYTOYHOM aTTecTaluu
[IpencraBieHbl B IPUIOKEHUH 2.

8 YueOHo-MeTOAMYecKOEe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUITIHHBI (MOTYJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1. Joxymenmosedenue . yaeOHUK W TPAKTHKyM JJIs aKajeMuueckoro OaxanaBpuara /
JI. A. loponuna [u ap.]; mox penakuwmeit JI. A. JlopoHuHoi. — 2-e u31., mepepad. U J10om. —
Mocksa : M3gatenbctBo [Opaiit, 2019. — 309 c. — (bakamaBp. AkageMH4ecKuil Kypc). —
ISBN 978-5-534-03053-2. — Tekct : oanekrponssiii / DBC Hpaiir [caiit]. — URL:
https://urait.ru/bcode/433067 (mara obparmmenus: 26.08.2020).

2. Koowcywkosa, H. B. Crpykrypa pokymeHTa. CHCTEMbl JOKyMEHTAlUH.
YHUGHUIMPOBaHHAS CUCTEMa OpPraHU3aIlMOHHO-PACTIOPSIIUTEIILHOW JIOKYMEHTALUU: OOIIUe
TpeOOBaHUs K COCTaBICHHIO M oopmieHuto : yaeoHoe nocodue / H. B. Koxxymkosa ; MI'TY. -
Maruutoropck : MI'TY, 2016. - 1 anekrpon. ont. guck (CD-ROM). - 3arn. ¢ TuTys1. 9KpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true = (mata oOpamenus: 24.08.2020). - MakpooOsekr. - Tekct
AIEKTPOHHBIN. - CBeieHus qocTymnHbl Takke Ha CD-ROM.

0) JlomostHuTEIbHAS JIUTEPATYpA:

1. Bhaiibopooosa, JI. B. MeTononoruss 1 METOAbl HAYYHOTO HCCIEIOBAHUS : yuyeOHOE
nocobue a5 OakanaBpuata u maructpatypsl / JI. B. baitboponosa, A. I1. UepHsBckas. — 2-e
u3., uctp. u non. — Mocksa : U3znatensctBo FOpaiit, 2019. — 221 c¢. — (bakanaBp u Maructp.
Axanemuueckuit kypc). — ISBN 978-5-534-06257-1. — Texkcr : anextponHsiit / OBC FOpaiit
[caiiT]. — URL:https://www.biblio-online.ru/bcode/437120 (nara oopamienus: 21.08.2020)

2. Kazakesuu, T.A. JlokymeHTOBeneHue. JIOKyYMEHTAIlMOHHBIH CEpBHC : y4eOHUK H
NPaKTUKYM IS puKiIagHoro O6akanaBpuara / T. A. Kazakesuu, A. U. Tkanmmg. — 2-e u3z., ucrp.
u on. — Mocksa : UznatensctBo FOpaiit, 2019. — 177 ¢. — (bakanasp. [Ipuknaanoit kypc). —
ISBN 978-5-534-06273-1. — Tekct : oanekrponsslii / DBC IOpaiir [caiit]. — URL:
https://urait.ru/bcode/437480 (mara oOpamenus: 26.08.2020).

3.Ilomemkuna, M. H. OCHOBBI UCCIIEJIOBATEILCKOHN JCITEILHOCTH | YIeOHO-METOAMYECKOE
nocobue / M. H. IToremkuna ; MI'TY. - Marauroropck : MI'TY, 2018. - 1 27eKTpoH. oNT. AUCK
(CD-ROM). - 3ari. c TUTYJL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527
742/3739.pdf&view=true  (mara oGpamienus: 27.08.2020). - Makpooobekt. - Tekcr
ANIEKTPOHHBIN. - CBeieHus goctynHbl Takke Ha CD-ROM.



https://urait.ru/bcode/433067
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true
https://www.biblio-online.ru/bcode/437120
https://urait.ru/bcode/437480
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527742/3739.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527742/3739.pdf&view=true

B) MeToguyeckue ykazaHus:

CamocrosiTenpHas paboTa CTyIeHTOB By3a : mpakTukyM / cocraButenu: T. I'. Heperuna, H. P.
Vpazaesa, E. M. PazymoBa, T. @. OpexoBa ; MarHuTOropckuii roc. TeXHUYECKU yH-T uM. ['. H.
Hocoga. - Maraurtoropck : MI'TY um. I'. K. Hocoga, 2019. - 1 CD-ROM. - 3ari. ¢ TUTYJ1. 9KpaHa.
- URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (marta oopamierus: 28.08.2020). - MakpooObekT. - Tekcr :
ANIEKTPOHHBIN. - CBeenus noctynusl Takxke Ha CD-ROM

r) [Iporpammuoe obecneuenue u UnTepuer-pecypceni:

IIporpammHoe oGecnieueHue

Haumenosanue I10 Ne morosopa CpoK IeHCTBHS TUIICH3UH
MS Windows 7 J1-1227-18 ot 08.10.2018 11.10.2021
Professional(mis kimaccoB)

MS Windows 7 JI-757-17 ot 27.06.2017 27.07.2018
Professional (mist kiaccoB)

MS Office 2007 Ne 135 ot 17.09.2007 GecepoumHo
Professional

FAR Manager CBOOOJTHO pacIpoCTpaHsIeMOe 0eccpouHO
7Zip cBOOOIHO 6eccpoyHO

IIpodeccnonanbubie 0a3bl JaHHBIX H MH(POPMAIMOHHBIEC CIPABOYHbIE CHCTEMbI

HazBanue kypca Cchblika

Wudopmanmonnas cucrema - EnuHoe 0kHO http://window.edu.ru/

JOCTyna K HH(GOPMALMOHHBIM pecypcam

DneKTpoHHbIe pecypchbl Oubnmoreku MI'TY um.  |http://magtu.ru:8085/marcweb2/Default.asp
I''1. HocoBa

Poccuiickas ['ocynapcTBenHas 6uOnnoTeKxa. https://www.rsl.ru/ru/4readers/catalogues/
Karanorn

DnexkrponHas 6aza mepuoanueckux u3manuii East [https://dlib.eastview.com/
View Information Services, OO0 «IBUC»

9 MaTtepuaJIbHO-TEXHHUYECKOE 00ecTedeHne TUCIUTIHHBI (MOLYJIs1)

MaTepI/IaJ'IBHO-TeXHI/I'-IeCKOe o0OecrieueHue JUCIHHUIIIIMHBI BKJIIFOYACT:


https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true
http://window.edu.ru/
http://magtu.ru:8085/marcweb2/Default.asp
https://www.rsl.ru/ru/4readers/catalogues/
https://dlib.eastview.com/

VYdeOHble ayIUTOPUH ISl TIPOBEICHUS TUCTAHIIMOHHBIX 3aHSATHUN JICKIIMOHHOTO THUIIA!
CTos1 KOMIIBIOTEPHBIN, CTOJ TUCBMEHHBIN, CTYJI O(UCHBIN, JOKYMEHT-Kamepa Epson, ucrounmnk
6ecniepedoiinoro nuranusi POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelIeHus,
KOMITBIOTEP MepPCOHaNbHBIN (THI6), mpoekrop ViewSonicPJD7526W, crimkepdoH HACTOIbHBIN
Calisto-620 Plantronics, Be0-xamepa LogiteachC920, cucrema akycrtuyeckas HaCTOJIbHAS,
crepeorapaHuTypa (MUKpodOH C MIyMOINOAaBICHHEM), SKpaH HacTeHHblid Digis Optimal-C MW
DSOC-11032*2

VYd4eOHbIE ayAUTOPUM JUISL TPOBEACHUS NPAKTUYCCKUX 3aHSATHH, TPYNIOBBIX U
WHAWBUIYAILHBIX KOHCYJITAIlUH, TEKYIIEro KOHTPOIS W MPOMEXyTouHOU arrectaruu: CTom
KOMITBIOTEPHBIN, CTOJI MUCHMEHHBIA, CTYJ OQHUCHBIH, JTOKyMEHT-Kamepa EpPSon, wmcrouyHuk
6ecniepedoiinoro nuranusi POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelIeHus,
KOMITBIOTEP MepCOHaNbHBIN (THI6), mpoekrop ViewSonicPJD7526W, crimkepdoH HACTOIBHBIN
Calisto-620 Plantronics, Be06-xamepa LogiteachC920, cucrema akyctuyeckas HaCTOJIbHAS,
crepeorapHuTypa (MHUKpO(OH ¢ IIyMOmoaBiIeHreM), 3kpad HacteHHbIH Digis Optimal-C MW
DSOC-11032*2

[Tomenienuss Ui caMOCTOSATENIbHOW — paboThl  oOywaromuxcs:  [lepcoHanbHbIE
komieioTepbl ¢ makerom MS Office, Beixogom B MHTEpHET M ¢ JOCTYIIOM B DIICKTPOHHYIO
UH(POPMAIMOHHO-00Pa30BaTEIBHYIO CPEly YHUBEPCUTETA

[lomemenne Ui  XpaHeHUs] W OPOPHIAKTUYECKOTO OOCIY)KMBaHHUS — y4eOHOTO
obopynoBanusi: CTeIUTaxu Ui XpaHEHUs] y4eOHO-HATIISHBIX TOCOOUH U y4eOHO-METOINYECKOM
JOKYMEHTAIUH.



IIpunoxenne 1
Y4eOHO-MeTOAMYECKOE O0ecTIeYeHre CAMOCTOSITEIbHOM PadoThl 00y4ar0 XS

PA3AEJ 1. JOKYMEHTOBEJIEHUE KAK HAVKA

Ilpakmuueckoe 3a0anue Nol

1) MO3HaKOMUTBCS C akryaJbHBIMU UCTOYHUKAMU, COJIEPKALINE CTUXUHHO-CIIOKUBIINECS
HOPMBI U nipasuna PAOOTHI C JoKyMeHTAMU;

2) HAy4YHTbCA COCTABJIATH O030pHI MyOJMKAUWMH Ha OCHOBE HAYYHO-IPakTHUECKUX
JKYPHAJIOB TI0 1e10IIPOU3BOACTBY U apxuBHOMY JIEIIY;

3) nozHakomuthcs ¢ «l'eHepanbHbIM pernameHTomM» 1720 roga u «KpaTkuMm cioBapeM
BHUJIOB M PA3HOBUJIHOCTEMN nokymentoB» 1974 1.;

4) peKOHCTPYHPOBATh COCTaB CUCTEM YIIPaBJIEHUECKOH nokymentallu IleTpoBCcKoil amoxu.

1. Ilpoanamu3upoBaTh KOMILIEKT TOJOBOM MOANMHUCKH (IEYATHBIA WM AJICKTPOHHBINA
pecypc B cetu MHTepHET) OJTHOTO M3 KYpPHAJIOB, YKA3aHHBIX B CIMCKE, 3a JIIOOOW roj U3 MATH
MOCJIETHUX.

1. JlaTp XapakTEpUCTHKY TEMAaTUKM CTaTe M MaTepHaNOB KypHaja.

OpueHTHpOBaThCS MO KIKOYEBBIM CJIOBAM, 3ar0JIOBKaM CTaTeH.

2. VYcTaHOBUTH, UMEET JIM KypHall CBOM cailT B cetu MHTepHer (ykas3arh) u
npeJiaraeT JIM OH AJIEKTPOHHYIO BEPCUIO (apXUB) CBOUX BBIITYCKOB.
3. [Tonb3ysick  cIpaBOYHBIMKM  JAaHHBIMU  JKypHaJa, JaTb  OOIIYyIO

XapaKTepUCTUKY aBTopaMm crarei (ykazate ®UO, mecto paboTsl U JOoMKHOCTE). CaenaTh

BBIBOJ] 00 aBTOPAx >KypHAIBHBIX ITyOIHKAIIHA.

4. CocTaBuTh KOHCIEKT OAHOW U3 cTtaTeil (Ha BbrIOOp). OOBEMOM cCTaThbU

JIOJDKEH OBITh HE MeHee 3-X JKypHAJIbHBIX CTPAHUII.

Memoouueckue pexomenoayuu

AHanM3 KOMIUIEKTa TOJJOBOM MOJIMCKHA BBHIOPAHHOTO ypHasla CJIENYET IMpPEICTAaBUTh 6
euoe c6A3H020 meKkcma, B KOTOpoM OyayT OTPak€Hbl OTBETHI Ha BCE MOCTABJIECHHBIE BHIIIE
BOIIPOCHI, J1U0O0 6 ude madauywl.

MHorue w3 MEpPEeUUCIEHHBIX HHXKE OJKYPHAJIOB IPEACTABIEHBl B apxuBaX Ha
COOTBETCTBYIOIIMX JKYPHAJIBHBIX caiiTax.

B onenke naHHOro 3a7aHus OCHOBHOE BHUMAaHME YJENAETCS CIIOCOOHOCTH CTYJIEHTOB
YBUJETh, C OAHOM CTOPOHBI, TUIIMYHOE U XapakT€pPHOE JUIsl JAHHOTO MCTOYHMKA, C JAPYTOH, €ro
0COOEHHOCTH M IPEUMYIIECTBA.

[Ipu cocraBieHMM KOHCIEKTa >XYpHAJIbHOW CTAaTbU OLIEHUBAETCS YMEHHE CKHUMAaTh
UH(POPMALINIO, OCTABIISISI KIIIOUEBblEe MOMEHTBI TEKCTa; COCTABIIATh KOHCIEKT OT 3-TO JIMLA WIH B
6e311uHOM popme, eciiu aBTOpOM CTaThu ObLI BhIOpaHa (hopMa Juanora ¢ YuTaTesIeM.

Hrorosslit BBIBO/J{ o030pa MOKET COJIEpKaTh PEKOMEHALINIO
HAUYMHAOIIMM 0KkymMeHTOBEZIAM TI0 BO3MOKHOCTSM HCIOJIb30BaHUS MH(OpMallMd U3 JAHHOTO
MCTOYHUKA.

Cnmcoxk ;KypHaJI0B
«/lenomponsBoacTBo»,
«/lemonpon3BoICTBO U JOKYMEHTOOOOPOT HA MPEIPUITHN,
«OTeueCTBEHHBIE apXUBBIY,
«BecTHUK apXUBHUCTa»;
«CexkpeTapckoe 1e1o»,
«Xopoumi ceKpeTapb,
«Cexpetapb-pedepeHT»,
«CrpaBO4YHHK cekpeTaps U opuc-MeHeIKEPay,
«CoBpeMeHHBI! o(rc-MeHeKep»,
0. «YTpaBiieHHE TEPCOHATIOM»,
11. «KanpoBoe nemnoy,
12. «Kanposas ciyx6a»,
13. «KamgpoBuk»,

HBoo~NooO AWM E


http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60592&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60559&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary

14. «CrpaBOYHMK KaJpOBUKaAY,

15. «Kampsl mpeanpusiTus»,

16. «MeHeKMEHT U Kaapbl»,

17. «HayuHo-TexHu4deckas nHGOpMaIus»,
18. «bubnroTekoBeICHUEY.

2. Ilpountars «l'eHepanbHbiii persiameHT» 1720 r.(cm. Xpecromatus K pasueny 1).
Onpenenuthb, Kakue cepsl TOCYTAPCTBEHHON JesaTeNbHOCTH, 10 MHeHUIo [letpa I, HeoOxoammo
OBLIO  YMOpPAIOYMBATH C IOMOUIBIO nokymentOB?  Bpimucats cdepbl rocynapcTBEHHOU
JesTeNIbHOCTH B Tabymiy (cM. @opma tabmuiibl, cronbder 1).

Onpenenutb BHUAOBOM COCTaB I0KyMeHTOB JIAHHOW JNOXU. BblmucaTte Ha3BaHUs
BUJIOB JI0KyMeHTOB T10 TJIaBaM (CTOJOMEI 2 U 4), a 3aTeM, oJb3YsACh «KpaTkum clioBapeM BHIIOB U
Pa3HOBHJIHOCTEH mokymentoB» 1974 1. (cM. Xpectomatusi K paszaeny 1) um «[ eHepalbHBIM
pEerIaMeHTOM», pACIpPEeNCTUTh YKa3aHHbIE BHIbI W PAa3HOBUIHOCTH J0KyMeHTOB TIO cdepam
roCy/IapCTBEHHOMU JESITeNbHOCTU. 3aHECTH JIaHHbIE B TAOIHUILY.

JlaTe TONKOBaHME BBIMCAHHBIM BHAAM U PA3HOBUIHOCTSIM 10KyMEHTOB, TIOJB3YAChH
«Kpatkum cioBapem ...»(croaber 3).

Haumeno Bua n CuaioBapHoe onpejesieHue CcblLIK
BaHMe cepbl [Pa3HOBHIHOCTDb J0KyMenT| BUAAa M PA3HOBUIHOCTH J0KyMeHTA | 4 HA IJIaBY B
roCyAapCTBEHHO a no «Kparkomy ciioBapro BuioB u | «I'eHepaibHO
W JeATeJILHOCTH pa3HOBUAHOCTEH noxymenTOB» (197 M
4) perjiamMeHTe»
1720 r.
1 2 3 4

Tect k pazneny 1
1. Ykaxurte BepHoe mpojaosxeHue ¢ppaspl: 3aKoH 00KyMEHMAYUOHHO20 OPopMaeHUA
COUUAIbHO 3HAYUMDBLIL COObIMUIL Oelicmeayem ...
1. TonbkO I OPUIMATIBHBIX TOCYIaPCTBEHHBIX COOBITHS;
2. TOJBKO JUIs OOIIECTBEHHO-TIOIUTUYECKUX COOBITUH;
3. cyry0o IS TUYHBIX, CEMEHHBIX COOBITHIA;
4. nys 1r00bIX COOBITHH, 3HAUUMBIX JUIsl OT/I€IBHOTO YeJIOBEeKa UM IPYIIIbI JTHOACH.
2. JlelicTBus 4esioBeKa (C MOMOIIbIO TEXHUKH HJIU JPYTHUX CPeICTB) MO 3aHECEHHIO
3HAYMMOM MH(POPMALMY HA MAaTEPHAJIBHBIA HOCHTE/Ib HAa3bIBaeTCH
1. undopmaruzanuei;
2. JOKYMEHTHUPOBAHHEM;
3. JOKYMEHTaIlMOHHBIM 00ECTICUeHHEM YITPaBIICHHS,
4. nenomnpou3BOJCTBOM.
3. JIoc/10BHO ¢ JIATBIHU CJI0BO «T10KyMeHT» (documentum) obo3Hauaer:
1. 3amucek, nucars;
2. Oywmara;
3. Z10rOBOp, 0053aTEIHCTBO;
4. TNHCbMEHHOE CBUETEILCTBO, 0Opasell.
4. TloHsiTHE «TOKYMEHT» SIBJISIETCS. ..
00BEKTOM JTIOKYMEHTOBEICHUS;
IIPEIMETOM JOKYMEHTOBEACHMUSI;
LEJIbI0 JOKYMEHTOBEACHUS;
VCTOYHUKOM JIOKYMEHTOBEACHHUSI.
5 BpeMeHeM BO3HMKHOBEHHS NEPBbIX JOKYMEHTOB MOKHO CYUTATH 3IOXY:
1. 5500-3300 r. no Hariei 3psl;
2. 20 TeIC. JIET Ha3a;

rwnpe



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

3. 988 . (kpemenue Pycu v osiBIIeHNE CIIaBIHCKOW MUChMEHHOCTH);
4. CpeImHEBEKOBBE.

6. ITosb OTJ1E — 3TO:
1. aBTop mepBoro yueOHUKA MO JOKYMEHTOBEACHHUIO;
2. OJIWH M3 OCHOBAaTellel HayK TOKyMEHTOBEJCHNE 1 HH(OPMATHKA;
3. YYeHbIH, KOTOPbIN BBEJI B OOMXO/ TEPMHUH «I0KYMEHTOBEICHUE;
4. yudeHbIH, KOTOPBINA BBEJ B OOMXO/ TEPMHUH «ITOKYMEHT.

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

sI3bIKe BMECTO CJI0BA «IOKYMEHT» COXPaHSIaCh:
1. 1o1720r.;
2. 1o XIX Beka;
3. 1020-xrr. XX B.;
4. no 30-x rr. XX B.
8. TunnyHble PYHKUMN MEHEI:KMEHTA 0TPAaKeHbI B MOHATHH:
1. ynpaBneHueckas cucTeMa JOKyMEHTAIMs;
2. OpraHu3alrOHHO-TIPABOBAs JOKYMEHTAIUS;
3. (unaHCOBas JOKyMEHTAIIHS;
4. yHupuUIMpOBaHHASA JOKYMEHTAIUSI.
9. CoBpeMeHHass YHM(UMUHMPOBAHHAsI CHCTeMa JOKYMEHTAIlUM Yy4YTeHA H
CHCTEMATH3UPOBAHA B...
1. OKV[;
2. cranaaprax ISO;
3. mocranopienusx [IUK u CHK;
4., «IenepanbHOoM periamenTe» 1720 r.

10. KT0 MiInt 4TO 3aCTaBHJI CO BpeMeHeM 0TKa3aThCl OT TEPMHUHA «IejioBasi Gymaray,
OPUEHTHPOBAHHOI0 HA MATEPUATbHbIN HOCUTEb, H MEPEHTH K TEPMHUHY «TOKYMEHT»?

1. Oktsa0prckas pesomtouus 1917 r.;
2. Texuuueckwii mporpecc;

3. THoxs Otine;

4. Tlocranosnenue [IK n CHK.

11. Haiigute mnpaBuIbHOe mnpoao/ukeHue ¢passl  «B  npouecce ceoeco
¢dynkyuonuposanua ¢ obwiecmee OOKYMEHmM MOMCEM RNPOXOOUMb HECKOIbKO Ccped —
onepamugHyI0, pempocneKnmusHyio u...

npoUIaKTHIECKYIO;

2. TPOTHOCTHYECKYIO,;

3. COTIacoBaHUS U YTBEPKICHUS;

4. apXWBHOTO XPaHEHUS.

12. C TakumMu HayKamMH, KaK apXUBOBeJIcHUE, KHUIOBeleHue, On0/IM0TeKOBeAeHHE,
onOaunorpadgoBenenne, Teopus HHGpOpMANUM, AOKYMEHTAJIMCTHKA, JOKYMEHTOBEICHHUE
uMeeT 00IMIA/-y10/-H1e€:

1. uens

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

13. CoBOKYNHOCTH NPHEMOB U ONepaluii MO3HAHUS U MPAKTHYECKOH NeSTeJIbHOCTH
WIN CHocod JOCTHXKEHHsI ONpeleJeHHbIX Ppe3yJbTATOB B TMO3HAHMUM M TNPaKTHKe
Ha3bIBaeTcsl...

1. cpenctBom;

2. cmocobom

3. MeToIoM;

4. 00BEKTOM.

14. Ykaxure meron, koropbii HE OTHOCHUTCSH k meromam aHauM3a TeKCTa
AOKYMEHTA.



1. KOHTCHT-aHAIMU3;

2. METOJI SKCTIEPTHBIX OIICHOK;

3. merox GopMyISIPHOTO aHAIIN3a,

4. JIVMHTBUCTUYECKAs dKCIEPTH3A.

15. K uncay oomenayunsix meronos HE OTHOCHUTCA:

1. cucTeMHBIN;

2. MOJEIMPOBAHUS,

3. HaOIIOACHMS;

4. KOHTCHT-aHaJIN3.

16. Ba:xkHeilmum 001IeHAYYHBIM METOA0OM /IJISl IOKYMEHTOBEAeHUS SBJIAETCS. ..

1. xinaccudukanus;

2. METOJ HCTOYHHUKOBEIYECKOTO HCCIEA0BAHUS

3. ananmu3a rpa)UYecKUX JAHHBIX JTOKYMCHTA,

4, KXOHTEHT-aHaJIU3.

17. IocaenHue aecATHIETUSI TOKYMEHTOBeeHUE CTPEMHUTCSI K TOMY, YTOObI CTaTh
MEKINCHUIIMHAPHON, COOMpaTelbHOM HAYKOM W C€O31aTh TEOPHMID O [OKYMEHTe U
AOKYMEHTHOW KOMMYHHUKAIIUM I pellleHusl MPAaKTHYeCKUX 3a1a4 B KOHKpeTHOH cdepe
AOKYMEHTHOH JesTeqbHOCTH. Kakoe Ha3BaHue mpeasnaraercsi y4YeHbIMH [UIA 3TOM
o0o01maomei Hayku?

1. nmoxymeHTosOrHus;

2. (QoHIoBeneHUE;

3. HCTOYHHKOBEJIECHHE;

4. mnaneorpadus.

18. JoxymenTtoBenenue, mno muenuro H.C. JlapbkoBa, 10/2KHO H3y4aTh ...

1. BCIO COBOKYITHOCTH JJOKYMEHTOB, BOSHUKAIOIINX B JAEATEILHOCTH Pa3BUTOTO OOIIECTBA;

2. TOJNBKO YHPaBIEHYECKYIO U MPABOBYIO JOKYMEHTAIUIO;

3. TOJBKO TEXHHYECKYIO JJOKYMEHTAIIHIO;

4. BCIO JOKYMEHTAIIMIO, BOSHUKAIOIIYIO B OPTaHU3AIIHSIX.

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

AOKYMEHTOBeIeHUH ?
1. Ja.
2. Her.

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

20. Pacnosio:kute B XpOHOJIOTMYECKOM NMOPSiAKe cielyloliie HOPMaTHBHO-TIPABOBbIE
aKThbI:

1. T'enepanbHbIi periiaMeHT;

2. TocymapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO 00eCTIeueHUs YIIPaBICHNUS;
3. Hexper CoHapkoma «O TOPSIKE YTBEPKICHUS U OMyOIIMKOBAHHSI 3aKOHOBY;
4. OO61ee yupexJJeHNe MUHUCTEPCTB.

21. ITo Ha3BaHUIO ONpeeJNTe, K KAKOMY YPOBHI0O HOPMATHBHO METOMYECKOIl 0a3bl
JAOY wmoxnHo ObL10 Obl oTHecTH Ilpukaz Munucmepcmea Kyabmypvl U MAcCCOBbIX
kommynukauuii Poccuiickoit @edepavuu om 8 noaops 2005 2. Ne 536 (2. Mockea) «O munoeoit
UHCIMPYKUUU NO 0eS10NPOU3600CMEY 6 (hedepanbHbIX Op2anHax UCHOJIHUMENbHOU 61aCMUY»

1. TlpaBoBbie aKThl, W3/aBacMbie BHICIIMMH (eaepaTbHBIMH OpPTaHAMH 3aKOHOJATEIbHOMN
BJIACTHU U YIIPABIICHUA.

2. TlpaBoBbIe aKThl, W3/1aBacMble BBICIIMMHE (DelepalbHBIME OpraHaMH HCIIOJTHHTEIHHON
BJIACTH.

3. IlpaBoBble akThbl, M3/1aBaeMble OpraHaMH 3aKOHOAATEIbHOM M HMCIIOJHUTEIBHOW BJIACTU
cyobekToB PD u TepputopranbHbIX 00pa3oBaHUiA.

4. TlpaBoBble aKThl HOPMAaTHBHOTO W WHCTPYKTHBHOTrO Xapaktepa mo JIOY, uznaBaembie
PYKOBOJACTBOM KOHKPETHBIX IIPEANPUATAN U OpraHU3aLuil.

22. llponosxure gpasy: «I'C/HAOY nawna ceoe npooonsicenue...»



1
2
3.
4

B poccuiickux 'OCTax;
B cra”aaprax [SO;
B (henepanbHBIX 3aKOHaX PD;
B TUMOBBIX HHCTPYKLHUAX O JEIOMPOU3BOICTBY.

23. Ilpopoaxure ¢ppasy «llo ceoemy cmamycy MCTOUHHUKH, COJAep:KalIie HOPMBI U

NnpaBuja padoThl ¢ JOKYMEHTAMH, AeJIATCH HA IBe TPYNIIbI...»
1.

How

VCTOYHMKH, 3aKOHOJATEIBHO PErNIAMEHTUPOBABIINE KOIA-TO MIIM PErVIAMEHTUPYIOLINE
10 HacTosIlee BpeMs paboTy C JOKYMEHTaMU;

aKTyaJlbHble ~ MCTOYHMKHM,  OTPAXKalOIUE€  COBPEMEHHBI  ONBIT,  TPagULUU
JIeJIONPOU3BOICTBA U HEMTOCPEICTBEHHO BIMSIOIIME HA IPAKTUKY PaOOThI C TOKYMEHTaMU;
yCTapeBIINE UCTOYHUKH, UMEIOIIUE TOJIbKO HAYYHYIO, HCTOPUKO-KYJIBTYPHYIO IEHHOCTD;
WCTOYHUKH, COACPXKAIUUE CTUXUUHO CJIOKUBLIMECS HOPMBI M IIPABWIIA, OTPAKAIOLIUE
TpaJuLUU U IPAKTUYECKUH OIBIT JEJI0IPOU3BOCTBA.

24. Mpoponxure d¢pazy «llo cmenenu 61uAHUA HA COBPEMEHHYI0 NPAKTHKY
HCTOYHUKH, COAep:Kalle HOPMbI M NMPaBHJa PadoThl ¢ JOKYMEHTaAMH, IeJATCA Ha JBe
rpynmsbl...»

2
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1. ucrouHuku, 3aKOHOJIaTEIbHO perIaMeHTUPOBABILIHE KOTZja-TO WU
periiaMeHTUPYIOLIHE [0 HACTOosIIee BpeMs paboTy C TIOKYMEHTAMU;

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

3. ycTapeBmIME WCTOYHHKH, HMEIONIME TOJBKO HAYYHYI0, HCTOPUKO-KYIBTYPHYIO
LIEHHOCTB;

4. VCTOYHMKH, COJAEpPKAIINE CTUXUIHO CIIOKUBILINECS HOPMBI U IIpaBWiIa, OTPaXKaroliye
TpaZULUU U PAKTUYECKUH OIBIT JEJIOIPOU3BOICTBA.

5. K kakoii kaTeropun/M HCTOYHUKOB OTHOCATCH MUCbLMOBHUKM U (hopMyasipHUKH?

VCTOYHUKH, 3aKOHOJATEIbHO PETIaMEHTHPOBABIINE KOTAAa-TO WM PETIAMEHTUPYIOLINE

10 HacTosIee BpeMs paboTy ¢ JOKyMEHTaMH;

aKTyaJlbHblE ~ MCTOYHMKHM,  OTP@XKaloOIME€  COBPEMEHHBI  ONBIT,  TPagUIUU

JIEIIONIPOU3BO/ICTBA;

yCTapeBUINE HCTOYHUKH, UMEIOLIUE TOJIBKO HAyUYHYI0, HCTOPUKO-KYJIbTYPHYIO LIEHHOCTb;

VCTOYHMKH, COJIEpKAIIHE CTUXUHHO CIIOKMBLIMECS HOPMBI M IPAaBWJIA, OTPA)XKarollue

TpaJuLUU U MPAKTUYECKUI OIBIT JEJIONPON3BOICTBA.

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

rOCyIapCTBEHHBIE CTAH1aPTHI,

TUIIOBBIE UHCTPYKIUH,

MMCbMOBHHKH,

bOpMYISIPHUKH.

7. 'ocypapcTBeHHBIEe CTAHAAPTHI O padoTe ¢ JOKYMEHTAMH NMOSABUJINCE...

B XV Beke,

B XVII Beke,

B XIX Beke,

B XX Beke.

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

cekperaps 1 ouc-MeHeLKepa»?
1.

2.

w

2

MCTOYHUKH, 3aKOHOJATEIbHO PETIAMEHTUPOBABILNE KOTJAa-TO WM PETIaMEHTUPYIOLIUE
0 HacTosIee BpeMs paboTy C JOKYMEHTaMU;

aKTyaJibHble ~ HMCTOYHHMKH,  OTpaXKalolllUe€  COBPEMEHHBIH  OMbBIT,  TPaJULUN
JIEJI0NIPOU3BO/ICTBA;

ycTapeBIIle HCTOYHUKH, UMEIOLINE TOJIBKO Hay4YHYI0, HCTOPUKO-KYJIbTYPHYIO LIEHHOCTb;
VCTOYHUKHU, COAEpXAIIUE CTUXUUHO CIOKUBIIMECS HOPMBI M IpaBWIIa, OTPa’Karolue
TpPaJWLUU U MPAKTUYECKUH OIBIT JEJIONPOU3BOICTBA.

9. Eciu HOPMATUBHBIN JOKYMEHT HA3bIBA€TCS «THMOBasi MHCTPYKIUS», «THIOBOM

perjaMeHT»  WJIH  «THIOBasi  HOMEHKJATypa  Jeid», K  KAaKOMY  YPOBHIO



HOPMAaTHBHO-MeTOAU4YeCKOi 0a3bl ciIeyeT ero OTHeCTH?

1. npaBoBBIE aKThI, W3JaBacMble BBICUIMMU T'OCYAAPCTBEHHBIMHM OpraHamu (eaepaibHON
3aKOHOJATEIbHON BJIACTH U BBICIIMMHU OpraHAMM yIIPABJICHMUS;

2. TpaBOBBIE aKThl, U3/1aBaeMble (eiepaaIbHbIMU OpPraHaMU HUCIIOJIHUTEILHON BIIACTH;

3. TMpaBOBbIE aKThI, U3JaBa€Mble OpraHaMH 3aKOHOAATEIHHON M MCIOJIHUTEILHOW BIACTH
cyObekToB PD 1 BX TeppUTOpHATBHBIX OOpa30BaHUI;

4. TpaBOBBIE aKThl, U3ABAEMbIE PYKOBOJICTBOM MPEANPUATUN U OPraHU3aALNMI.

30. Ykaxure ypPOBeHb/M HOPMATHBHO-METOJAUYECKON 0a3bl, KOTOPbI/ble MOKHO
pa3leJuTh Ha [Be MOATPyNnnbl — «o00lIMe MPaBoBble M HOPMATHBHBbIE aKTbD» U
«cnenuajbHble (Y3KOBeIOMCTBEHHbIE) IPABOBbIE AKThD).

1. mpaBoBBIE aKTHI, W3JaBacMble BHICHIMMU TOCYAAPCTBEHHBIMH OpraHamu (eaepanbHON
3aKOHOJATEIbHOH BJIACTU U BBICIIMMU OpraHaMy YIIPaBICHUS;

2. TpaBOBBIC aKTHI, U3/1aBaeMble (eIepaTbHBIMI OpPraHaMy UCTIOJIHUTEIbHON BIACTH;

3. IpaBOBbIE aKThl, U3JaBa€Mble OpraHaMH 3aKOHOJATEIbHOW W HMCIIOJIHUTEIbHON BIIACTH
cy0bekToB PD u ux TeppuTopHaTbHBIX 00pa30BaHUM;

4. TmpaBOBbIE aKThl, U3/1aBa€Mble PYKOBOJCTBOM IPENNPUATUI U OpraHU3aLUi.

31. Ykaxnre, KaKHe HOPMATHBbI SIBJSIIOTCH 00S3aTeJbHbIMH JUIS HCIOJHEHUs
pPadOTHUKAMH OPraHU3AIUU.

1. IlpumepHas UHCTPYKLUS O JEIONPOU3BOJCTBY.

2. VHcTpykuus no Aeaonpou3BOACTBY OpraHU3aluu.

3. TocymapcTBEeHHBIN cTaHIAPT.

4, ®depnepanbHBIN 3aKOH.

32. VYkaxurte, B KaKoil M3 NpeJCTABIEHHBIX TIPYNN HOPMATHBHO-NMPAaBOBBIX
JOKYMEHTOB, Ha3BaHbl AKTHI 0JHOT'0 YPOBHS.

1. mocraHoBieHusl mpaBuTelnbcTBa CcyObekTOB P®d, THMOBOE mMOJIOXKEHUE, WHCTPYKLIUU
(mpaBusia) TO JIENONPOM3BOJCTBY OpraHM3alMy, Tabeau YHU(UIUPOBAHHBIX (QOPM,
anbOOMBbl OJIaHKOB, MOJIOKEHUSI O JIEJONpPOU3BOJCTBE, O PabOTEe € MEPCOHAIBHBIMHU
JTAaHHBIMH;

2. Komekcel, (enmepanbHbIE  KOHCTHTYLIIMOHHBIE  3aKOHBI,  (efepalbHble  3aKOHBHI,
NOCTaHOBJICHHUs IPAaBUTENbCTBA, YKa3bl [Ipesnnenra PD;

3. KOJeKcel, (QenepanbHble KOHCTHTYIMOHHBIE  3aKOHBI, (efepalibHble  3aKOHHI,
MIOCTaHOBJICHHUS NIPaBUTENbCTBA, yKa3bl [Ipe3unenta PO, mocraHOBICHNS PaBUTEILCTBA
cyObekToB PD, mocTaHOBNEHUS TJ1aB aIMUHUCTPALIHIA;

4. TOCTaHOBIEHHMs  TpaBUTENbCTBA  CyObekToB  P®,  Kojekcel,  (QenepanbHble
KOHCTUTYLIMOHHBIE 3aKOHBI, (e/lepajibHble 3aKOHbI, MOCTAHOBJIEHUS IPAaBUTEIbCTBA,
yka3pl llpesunenta P®, WHCTpyKIMS MO JEIONPOM3BOJCTBY OpraHM3alud, Tadesb
YHUPHUIIMPOBAHHBIX (HOPM, allbOOM OJIaHKOB.

33. I'OCTpl1, peranamentupyromue 10V, Hocsart B PD...

1. 00s13aTeTBHBIN XapakTep;

2 PEKOMEHIaTeNbHBIN XapaKTep

3. 00eCIeUnBarOIIHIA XapaKTep;

4 WH(OPMAIIMOHHO-CIIPABOYHBIN XapakTep.

PA3EJI 2. IIOHATUA "MUHOOPMALUA" 1 "JOKYMEHT"

Tewma 1. [lonstre «uHbOPMANIHS» U €€ POIh B COMMATBHBIX M SKOHOMUYECKHIX
npoueccax. Crneunduueckue 4epThl JOKYMEHTUPOBAHHON MH(DOpMaIuu

Tema 2. ITonstue "nokyment". [Ipu3Haku U CBOMCTBA IOKyMEHTA

Tema 3. OCHOBHBIE CBOMCTBA IOKYMEHTOB



Tect k pazgeny 2
[IpakTuueckoe 3amanue No2

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

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

— panopt renepain-npokypopa Cenata M.}O. TpyOernkoro wmmmeparpuiie
Emuzasere IlerpoBHe o mpuesze B [letepOypr u3 SApocnais TeaTpaibHONU TPYMIIbI
¢.r. Bonkosa 3 depans 1752 r.;

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

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

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

— VYka3 llpesunenta PO "O BHeceHMM HW3MEHEHHU W JONOJIHEHUW B
[Tonoxenue o MopsiIKEe paCCMOTPEHHMS BOMPOCOB TpakaancTBa PD" ot 27 nexadps
1993 r.;

— VYka3z [Ilpesupenta P® "O crpykType deaepalbHbIX OpraHoB
rucnoJiHuTeapHOU Biaactu" ot 11 ssuBaps 1994 r.;

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

— FOmopucTuuecknii ;xypHan «Kpoxoaun»;

— DK3aMEHalMOHHAs BEIOMOCTb.

Memoouueckue pexomernoayuu

[Ipu onpenenenun Gynkuuii nosnb3oBathess Tabnuneit Ne 5 (CreunanbHbie
(GYHKUIHN) B TEOPETUYECKOM paszfene 3.

IIpu yKa3aHUU byHKUMN IIPUIEPKUBATHCS W D13%001157
MOCJIEIOBATEIbHOCTH:

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

0) OTMETUTh, Kakue PYHKIUU JOKYMEHT MOXET BBITIOJIHATh  CETOJHS.

2. IIpuBectu 1o 2 mpumepa peaabHO H3JaHHBIX JOKYMEHTOB, 00J1aa0nuX
CJIEIYIOUUMU CIIEUUATbHBIMU (PYHKIIUSMHU:

- YIIPaBJIEHYECKOM,

- IPaBOBOM,

- IO3HABATEIbHOM,

- OOIIEKYIBTYPHOM,

- y4era,



- Pa3BJIEKATEIBHOM.
Memoouueckue pexomernoayuu 2
[Ipumepsl TOKYMEHTOB, BBITIONHSIONIMX YKa3aHHBIE BhIME (DYyHKIINH,
JOJKHBI COTPOBOXAATHCA yKa3aHWEM BHAa JOKYMEHTA, 3aroJIOBKa M JIAThI €ro
u3aHus. MOXKHO TPHBECTH TPUMEPHI JTOKYMEHTOB Pa3IUYHBIX HCTOPHUUCCKHUX
ATOX.

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

Memoouueckue pexomenoayuu 3

[logoOpaTh M HPWIOKUTH, B KA4YECTBE WILIIOCTpAlMU oOpaszer Jr0oro
HEOOJIBIIOTO TEXHUYECKOIO JOKYMEHTA, MPEACTABISAIOIIErO COOOM YepTex WIu
CXEMY pAacloJIOKeHHsI 4YacTel, 0ObeKTOB M T.I., rpaduk, aAuarpaMmy M Ipod.,
HaIpUMep, YepTeK HEOOJBIIOrO U HECIOXKHOIO YCTPOICTBa, CXeMy Mpoe3aa WU
MOKapHOU 3BaKyallvu.

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

CpaBHuTe BpeMsi, 3aTpau€HHOE Ha BOCIIPOU3BEACHNE HHPOPMAIH B KaXKI0M
ClIyvae.

[ToripoOy¥iTe OOBACHUTH MPEUMYIIECTBA TEXHUYECKOW JTOKYMEHTAIUU 10
CPABHEHUIO C TEKCTOBBIM OMHCAHUEM.

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

Tect k pa3geny2
IIpomexkyTouHnblii TeCT 2. OCHOBBI JOKYMEHTOBEICHUSA
Buumanue! IpasunvHvix omeemoe modicem 0bimb HECKONLKO.

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

1) ‘3HaHue, MOHUMAaHUE ;

2) ‘pazbsiCHEHUE, U3JI0KEHHE, OCBEIOMIIEHHOCTh ;

3) ‘nmaHHBIE, CBEJICHHS, COOOIICHUS ;

4) ‘IOKYMEHT, 3allHCh, I0KA3aTEIIbCTBO .

2. B oTeyecTBEHHOM 3aKOHOJATEJILCTBE CEro/iHs NMPHUHATO CJeaylollee
onpejesieHue MOHATUS «HHPOPMALHS»:

1) 3HaHuUs O MpHUPOIE U OOIIECTBE;

2) HenpephIBHOE U3MEHEHHE (IBHKEHUE) U B3aWMOJECHCTBUE MAaTEpUAIbHBIX
00BEKTOB;


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

3) obo3HaueHHe COAEpKaHUS, TMOJYYEHHOE HAaMHU W3 BHEIIHETO MHpPa B
npoliecce MpucnocabiMBaHus K HEMY HAC U HAIlIUX YYBCTB;

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

3. Kakum cnnoco0oM 4es1oBeK nmoJsyyaer uHGopManuio usBHe?

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

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

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

4) c NOMOIIBIO YYUTENEH U POAUTEIIEH.

4. Ykaxute BepHoe npoaoxeHue ppasoi: «HMupopmayus — smo ...»

1) marepus;

2) sHeprus;

3) maTepus ¥ SHEPTUs OJAHOBPEMEHHO;

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

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

1) undopmarus u ecTh MaTepus;

2) uHdopmalus — 3To IHEPTUs, a IHEPTUsi MaTepHalIbHA.

3) unpopManua (UKCHpPYETCS OpraHaMHd YyBCTB WJIM JPYTUMH CIIOCOOaMu
perucTpanuy MaTepuu, a CIeA0BaTelIbHO, CBS3aHa C HEW;

4) unpopmanus — 3T0 3aUKCUPOBAHHBIE U3MEHEHHSI COCTOSIHUSA MaTepuu U
HHEPrUH, a OHU MATEPUATTbHBI.

6. Kak Ha3piBaeTcsl cBOiicTBO MH(OPMALUN, POSABJISAIOLIEECS B TOM, YTO
oHa (MH(popMauusi) nepeaaercs U o0padaTbIBaeTCHd YeJI0BEKOM IMOPIHUOHHO,
OT/AeIbHBIMHU COO0IICHUAMM ?

1) MHBapUAHTHOCTS;

2) IUCKPETHOCTH;

3) CTPpYKTYpUPOBAHHOCTb;

4) 4aCTUYHOCTb.

7. CemanTn4ecknii (CMbICJI0BOI1) XapakTep HHGOPMALIUM NPOABJISAETCS B
TOM, 4TO...

1) undopmanus nepenaercs B BUAE OTACIbHBIX COOOIICHMIA;

2) mocnenoBaTeabHO KOJAUPYETCS;

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

4) UCTIOIB3YETCS OT/IETBHBIM YEJIOBEKOM HJIM COLIMYMOM.

8. Mo:kert jiu 1okyMeHT coaepxkatb HEconunanbnyo nadpopmanuio?

1) na, Tak ObIBaeT BCer/a;

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

3) HeT, TOJNBKO B CiydYasX, Korga uHopMaiuss He MpeAHa3HauyeHa aJis
IIMPOKOIO UCIIOJIb30BAHUS U TUPAKUPOBAHUS;

4) HeT, Toraa 3TO HE IOKYMEHT.

9. SIBasieTcsl JIM KJIETKA 3KMBOT0 OPraHU3Ma [OKYMEHTHPOBAHHOII
uHpopmManmen?



1) ma, tak kak ona conepxutr uHpopmarmio (JIHK) 3anecennyro Ha
MaTepUAJIbHBI HOCHUTEIID;

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

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

4) HeT, Tak KaK KJIeTKa HE MaTepusl.

10. Yxkaxure BepHOe IepevYHucIeHHe CBOWCTB JOKYMEHTHPOBAHHOM
HH(poOpMAaLHH.

1) umeeT cCEeMaHTHUYECKUM XapakTep, KOAUPYETCS CUCTEMOM CHMBOJIOB H
3HAKOB, CTPYKTYpHUpOBaHA MU MEpeNaeTcs AUCKPETHO, CBA3aHa C MaTePHATbHBIM
HOCHTEJIEM, HOCUT COLMAJIbHBIN XapakTep;

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

3) CTpYKTYpHpOBaHA U MIEPEIACTCS JUCKPETHO, MIPEICTABIISAET COO0 MaTEPHUIO
WJIM 3HEPIUI0, UMEET CEMAaHTUUYECKUI XapaKTep;

4) wuMeeT cCcOUUaJIbHBIM W  CEMAHTHYECKUH  XapakTep, oO0Jaaaer
VWHBAPUAHTHOCTBIO, KOJUPYETCS CUCTEMOM CUMBOJIOB U 3HAKOB.

11. Ipoaosxure ¢pa3zy: «TepMuHBI «OOKyMEeHmMupo8anHas
uHopManusa» U KOOKyMeHmHas NHPOPMaILAAD ...»

1) HUYeM ApYT OT Apyra HE OTIUYAIOTCS U SBIIAIOTCS TIOJHBIMU CHUHOHHMAaMHU.

2) cozepkat NPOTUBOMOIOKHbIEC TOHSITHS;

3) pa3nuuHbl N0 MOHATHMHOMY OOBEMYy, TaK KaKk HE BCsAKas
«JIOKYMEHTHUpOBaHHasi HH(OPMAIUI» SIBISIETCS «JTOKYMEHTHOM.

4) nmnoHATHE «IOKYMEHTHUPOBAaHHAas HMH(POpMALMs»  IIUPE  MOHATHUA
«JIOKyMEHTHass MHQpOpMalMs», TaK KakK yKa3blBAET HE TOJIBKO Ha HaJA4yue
uaeanbHoN (MH(POPMAIIMOHHOM) COCTABIISIONICH, HO U HA HAJIMYUE MaTepPUaIbHOTO
HOCHTEJIS.

12. YkaxurTe CBOWCTBO JOKYMEHTHPOBAHHOW HHOpMAIUU, KOTOpOeE
HE ABJIAETCS o0s3aTenbHBIM.

1) onepaTUBHOCT®;

2) OIHO3HAYHOCTH TOJIKOBAHUSI;

3) 10CTOBEPHOCTD;

4) obUIMaTbHOCTD.

13. M03KHO JI CHUTATH JOKYMEHTOM 4eJIOBeKA, CeJaBIIero TaTyupoBKy
Ha Tege?

1) HeT, Tak KaK OH He SIBJIIETCS MAaTepUaIbHbIM HOCUTETIEM;

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

3) HeT, Tak Kak 4YeJOBEeK He MpeJHa3HAueH ISl XpaHEHHs, OOIIECTBEHHOrO
WCITIOJIb30BAHUS U NIEpeIadyn BO BPEMEHU U MPOCTPAHCTBE;

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

14. HazoBure nuddepeHuuajbHble NPU3HAKA JOKYMeHTa?

1) Hanmuure MHPOPMAIMOHHON U MAaTEPHAITLHON COCTABIISIONIHX;

2) CTPYKTYpHOCTb JIOKyMEHTA;

3) NONIMHHOCTB;

4) pyHKIMOHAIBHOCTD TOKYMEHTA.

15. Haiaure BepHoe mnpoaoskenue ¢paspl: «OPUrHHAIBLHOCTH



JTOKYMEHTA SABJISIETCH ...»

1) cymectBeHHbIM (quddepeHInanbHbpIM) MPU3HAKOM, TaK KaK XapaKTepHa
JUTSl BCEX BUJIOB U TUIIOB JJOKYMEHTOB;

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

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

4) HeCylIECTBEHHBIM, TAK KaK BCTPEYAETCA HE Y BCEX IOKYMEHTOB.

16. Kak Ha3pIBaeTcsi JOKYMEHT, BIIepBble CO3JAHHbIN OJHMM 4€eJ10BEKOM
WJIN HECKOJIbKHUMHU JIMIaMu?

1) opuruna;

2) IOAJIMHHUK;

3) nyOnukar;

4) xomusl.

17. CnocoOHOCTh JOKYMEHTOB K THPAKMPOBAHHWIO, BOCIPOHU3BEICHHIO
CO/IepP KAHUS U MAaTEePHAJBLHOI0 HOCHTEJISI HA3bIBaeTCH ...

1) ayTeHTUYHOCTH;

2) TOKIECTBEHHOCTH;

3) KONUHHOCTH;

4) panbcudukanms.

18. Cpean nepevyucaeHHbIX THUIIOB JOKYMEHTOB HA30BHTE Te, KOTOpPbIEC He
CYMTAKTCH KONMUSIMHU.

1) nyOnukarsr;

2) yMHOXEHHBIE OPUTHHAIBL;

3) oTycku;

4) BBIIUCKHU.

19. K10, MMeeT nNpaBo NPUAABATH OPUAUYECKYI0 CHJIIY KONTUAM?

1) HoTapuyc;

2) opraHu3aiius, BblIaBIIasi JOKYMEHT;

3) HaYaBHUK OTJIETIa KaapoB JIt000# OpraHu3aIluu;

4) 3aBeqyIONIHMI KaHIEISIpHUel IF000Tr0 ToCy1apCTBEHHOTO OpraHa.

20. Kak Ha3bIBaeTcsi OPUIMHAJI, PacCMATPMBaeMblil ¢ TOYKHM 3peHMA
OTCYTCTBHUSI B HEM HECAHKIIMOHMPOBAHHBIX U3MEHEHUH ?

1) konus;

2) nyOnukar;

3) banbcudupoBaHHBIN JOKYMEHT;

4) NOIMHHHUK.

21. K kakomy Buay ¢anbcupukanmu J0KYyMEHTOB OyaeT OTHeCeHa

UHTEPNOJSIUsA?
1) mudposas dampcudukanus;
2) ananoroBas (ajabCUPUKAIUS;
3) NoAYKCTKa;
4) BCcTaBKa.
22. Kakoii JoKyMeHT cuuTaercs 0QUIHAIbHbIM?
1) TOKYyMEHT, NU3rOTOBJICHHBIN C COOJIOJEHHUEM YCTAaHOBJICHHON (OpMBI MK



YaCTUYHO U3MEHEHHBIM;

2) JOKYMEHT, W3rOTOBJICHHBI  CaHKIIMOHMPOBAaHHBIM  CIOCOOOM B
COOTBETCTBHHU C 3aKOHOJATEIBHO ONPEICIICHHON TEXHOJIOTHEN €r0 U3rOTOBJIEHUS U
MMEIOUIMI TPU3HAKH MTOJIMHHOCTH;

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

4) MOKYMEHT, COJEp’KaHHE€ KOTOPOr0 MOXHO CYUTATh MOJHBIM U TOYHBIM
MIPEACTABIICHUEM TOATBEP)KIACMBIX OIepaIui, ACSITEIBPHOCTH WM (HAKTOB U
KOTOPOMY MOXHO JIOBEPATh B MOCJIEAYIONIUX OINEpalusX WIM B MOCIETyOUIEH
JEATEIIbHOCTH.

23. AyTEeHTHYHBINA JOKYMEHT — 3TO ...

1) TOKYMEHT, U3TOTOBJICHHBIA C COOJIIOJICHUEM YCTaHOBJIECHHON (OPMBI WIIH
YaCTUYHO U3MEHEHHBIM;

2) NIOKYMEHT, KOTOpPbIH MOKHO JIOKaJM30BaTh, HAWTH, BOCIPOU3BECTU U
WHTEPIIPETUPOBATD;

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

4) MOKYMEHT, COJEp’KaHHE€ KOTOPOrO0 MOHO CYUTATh MOJHBIM U TOYHBIM
MpEJCTABICHUEM TOATBEPKAAEMBIX OIEpaluii, AESITEIbHOCTH WU (DAKTOB U
KOTOPOMY MOXHO JIOBEPATHh B MOCJEAYIONIUX OIEpalusX WIM B MOCIETyIOLIeH
JEATEeIIbHOCTH.

PA3IEJI 3. OYHKINN JJOKYMEHTOB 41 CITOCOBBI
JJOKYMEHTHPOBAHNS COITUAJIBHO 3HAYUMON NTHO®OPMAITUN
Tema 1. @®yHKIMH TOKYMEHTOB
Tewma 2. Cioco0ObI U cpecTBa TOKYMEHTUPOBAHUS
Tect k pazneny 3

Tect k pa3zaeay 3. OCHOBBI JOKYMEHTOBEACHUS.
Tembl «PyHKUIMU JOKYMEHTOB» U «Crioco0bl JIOKYMEHTHPOBAHUSD)

1. Ha3HaueHMe JOKyMeHTa, ero oO0ILIeCTBEHHas poOJib, Ledb, 3aJa4ya
Ha3bIBaeTcH...

1) bynkuumei;

2) CBOMCTBOM;

3) BUIOM;

4) Tunom.

2. Mo (pyHKUMOHAJBHBIM JOKYMEHT SIBJISIETCS IOTOMY, YTO...

1) 0THOBPEMEHHO BBIMOJIHAET HECKOJIBKO PA3HBIX (PYHKIIHIA;

2) Bpems OT BpeMEHU MEHSET (PyHKIIIH;

3) pa3Hble JOKYMEHTHI BBIMOJIHSIIOT pa3Hble (PYHKIINH;

4) y TOKyMeHTa eCTh IJaBHasi, 00IIKe U crielnagbHble QyHKIUH.

3. CaoBo «pynkuus» (functio) ¢ 1aTbIHK MEPEBOAUTCH KAK ....

1) Tum;



2) 1enb;

3) UCTIOJTHEHHE;

4) 3amaya.

4. llesienne (PyHKIUI JOKYMEHTOB HA IIaBHbIE, 001IHEe U CHEeNUATbHbIE
OBLII0 MPEIJI0KEHO. ..

1) H.H. Kymnapenko.

2) H.C. JlapbKOBbIM,

3) I1.M. UnrorieHko.

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

5. 3.A. bapaaes u B.b. KpaBueHko, xapakrepu3ys OaHy U3 (GyHKUMI,
NMIIYT, YTO JOKYMEHTHI ¢ 3TOH (PyHKUMeld NPU3BAHBI: BHIPAKATH MHTEPECHI
onpeAeJieHHOr0 COUAJIBHOIO CJ1051, TPYNNbl, HHAMBHAYYMA; 3ame4arTiieBaTh,
COXPaHATb MW IMepelaBaTbh COUMAJBbHYH HMHPOPMAIUIO, OTPAKAIIIYIO
YCTPOMCTBO M (PYHKUMOHHPOBAaHHE OOLIECTBA; OTPAKATH JAEATEJNbHOCTD,
MeECTO U POJib KOHKPETHOI'0 4YeJI0BeKa, TeX WJHM HMHBIX COHMAJIBHBIX I'PyII
JAHHOT0 O00IIeCTBA HA ONpeJdeJIeHHOW cTymeHu ero paspurusa. O Kakou
(pyHKUMHU HaeT peub?

1) ynpaBiieHUECKOI;

2) uHopMaIMOHHO;

3) conanbHOM;

4) KyJIbTypHOM.

6. Ilouemy B HayKe 10 CHX MOP He CJOKUJIOCH €IUHOH KJIaccupuKanuu
(yHKIHIT TOKYMEHTOB?

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

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

3) TOKyMEHTBI CIIOCOOHBI BBIMOIHATH Cpa3y HECKOJIBKO (PYHKIIHM, UX MHOT/AA
TPYJHO Pa3AeIUTh MEXIY COOOM;

4) Bce Ha3BaHHbIC BBIIIE TPUUUHBI.

7. OTH QyHKUHMH eCTh BCerga y BceX NJOKYMEHTOB. OHHM CcTa0OMJIbHBI M
HEM3MEHHBI.

1) ob6mue;

2) crieuuanbHbIE;

3) ynpaBiieHUECKuE;

4) reqOHUYECKHE.

8. O1Tm pyHKuMH 00513aTEJBHO €CTh Y BCeX JOKYMEHTOB, HO B Pa3HOM
COCTaBe KAK aAKTyaJbHOE I0INOJHeHHe APYrux (yHkuuii. OHM BO3ZHMKAKOT Y
JOKYMEHTa M  MOIYT MEHATbCA B  3aBHUCHMOCTH OT  YCJOBMH
(pYHKIMOHMPOBAHUA JOKYMEHTA, OTPAKAKT Pa3HOOOpa3Hble KOHKPETHbIE
MOTPEOHOCTH 001eCTBA MJIHM OTAEJbHOI0 ero YwieHa.

1) obOmue;

2) cnenuanbHbIE;

3) ynpaBlIeHYECKHE;

4) reIOHUYECKHE.



9. TN noA(QpyHKINH (opranu3zanuoHHas, IUIAHMPOBAHMS,
MPOEKTUPOBAHUSA/KOHCTPYHUPOBAHMS, pacnopsiguTeJbHas, KOHTPOJIS,
CIIPABOYHO-AHAJIUTHYCCKAS, MPaBOBasi QyHKIUA) OTHOCATCH K ...

1) ynpaBien4yeckoi QyHKIIUH;

2) nuabopMaIMOHHON (YHKITUH;

3) oOmIeKyIbTYpHOU (PYHKIIUH;

4) conmanbHON (QYHKIUH.

10. Kakoii Tun (pyHKuMil BJIMsIeT HA MPAKTHUKY pad0Thl ¢ JOKYMEHTAMHU,
¢popmupyer pyHKIHOHAIbHbIEC CHCTEMBbI JOKYMEHTALMH?

1) obOmue;

2) cenuanbHbIE;

3) riIaBHbIE;

4) BCce HE3aBUCUMO OT THUIIA.

11. Kak Ha3biBaeTcsl (PYHKIHSA JTOKYMEHTOB, B KOTOPBIX OTPA’KEHbI:
CO3laHME OpPraHM3alHMH, YCTAHOBJICHHME €€ CTPYKTYpbl, INTATHOM
YHMCJICHHOCTH; PerjaMeHTalusi AeATeJbHOCTH W KOJHYECTBO CTPYKTYPHBIX
nojApa3jejeHuil 1 pa00THUKOB; Pe:KUM PadOThI M T.IL.?

1) mpaBoBasi;

2) pacniopsiiuTeNbHAas;

3) KOHTpOJIS;

4) opraHu3aluoHHasl.

12. Kak HaspiBaercss (PYHKIUS JOKYMEHTOB, B KOTOPBIX COAEpP:KATCH
yHpaBJieHYeCKUe pelieHusl M0 pPeryJiMpoBaAHUIO eI TeJIbHOCTH OPraHU3aluu WK
rocy1apCcTBeHHOro oprasa?

1) mpaBoBas;

2) pacnopsauTeIbHAas;

3) KOHTpOJIS;

4) opraHu3alMOHHas.

13. Ecam  [J0KyMeHTbl  Ha3bIBAalOTCH  «IPHKa3»,  «pPelIeHHue»,
CIIOCTAHOBJICHHE», «YKA3aHHE», «PACHOPSIKEHUE», TO OHM BBINOJIHSIOT (WJIH
BbINOJIHSIJIA PaHee) PyHKIUIO ...

1) npaBoBy10;

2) pacnopsiuTeNbHYIO;

3) KOHTpOJIS;

4) opraHu3aIMoOHHYIO.

14. Dra ¢pyHKUHUS CBOMCTBEHHA JOKYMEHTaM, B KOTOPBIX AJIsl 3alHCH
MH(OPMALMHU MCIOJb3YIOTCS Pa3jiMYHble NMPUEMbl U CHCTeMbl TAWHONMMCH,
kpunrorpapuu. Takxe 0CO0EHHOCTBI0O TAaKMX [JAOKYMEHTOB SIBJISICTCH
OrpaHUYeHMe B 10CTyNe K HHpopManuu.

1) craTuctuyeckasi;

2) NoaUTHUYECKas;

3) 3amuTh HHPOPMAIIHIH;

4) KOTHUTHBHAS.

15. OoOpa3zoBareabHyl0 (y4eOHYy0, oOy4yammyw) ©u  (YHKIHUIO
HCTOPHYECKOr0 MCTOYHUKA MOKHO CYMTATH NOAGYHKIUSAMH CHIEHUATBHOM ...

1) ynpaBieHuecKkoi (pyHKIINH;



2) nmo3HaBaTENbHON (PYHKIINH;

3) conpanbHOU (PYHKINU;

4) uadopMallMOHHON (PYHKITUH.

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

1) Xy10’keCTBEHHO-3CTETUYECKAS;

2) nmpaBoBasi;

3) pa3BieKarebHasi;

4) uaeosoruuecKas.

18. Iloyemy oO0mecTBO (KpoMe MOJUTHYECKHUX M HIE0JOTMYECKHUX
coo0Opaxxenuil) mnpulderaer K NeH3ype WIH 3anperaM Ha M3JAHUA H
Ny0JTUKAIUA HEKOTOPBIX JOKYMEHTOB?

1) ecu TOKyMEHTBI IEPEAl0T CEKPETHYIO HHPOPMALUIO;

2) ¢ NOMOIIBIO JOKYMEHTOB MOKET OBITh MepefaH Kak MOJOKUTEIIbHBIH
(TTO3UTUBHBII) OMBIT YEIOBEUECKOTO MOBE/ICHUS, TAK U OTPUIIATEIIbHBIN;

3) undopmarnus B JOKyMEHTaX MOKET HACTPOUTH TPaXKJaH MPOTUB BIACTH;

4) uadopMmarniys B TOKyMEHTaX HE HOCUT Pa3BIEKATEIbHOTO XapaKTepa.

19. VYuurhiBaercd JM  XYAOKECTBEHHO-ICTeTHYeCKasd  (QyHKUHA
JOKYMEHTOB IPH OIpee/IeHUH CPOKOB UX XpaHeHus ?

1) na Bcerna;

2) na, HO TOJIBKO €CIM Mbl MMEEM J€J0 C JOKYMEHTaMH, BBI3bIBAIOLIUMU
ACTETUYECKUE TMEPEXKUBAHUS, (HOPMHUPYIOIIUMU XYIOKECTBEHHO-3CTETUUYECKUE
ujeanbl U BKYCHI;

3) na, HO TOJIBKO Y IOKYMEHTOB C TOProBOM (PyHKIUEH.

4) HEeT HUKOT/A.

20. UudopMauMoHHY0, KOMMYHUKATHBHYI0 (QYHKIHUI0O U (YHKUUH
3aKpenJieHusl, OXpaHeHusi HHGopManuM cieayeTr OTHeCTH K...

1) crieninanbHbIM QYHKITHSM;

2) o0muM QyHKITUSM;

3) ynpaBiieHuYeCKUM (DYHKITHSIM;

4) mpaBOBBIM (QYHKIIUSIM.

21. JlelicTBHe WJIM COBOKYNHOCTH JIeHCTBHUIl, MPUMEHAEMBIX B Mpoiecce
3anucu MHPOPMAILUH, HA3BIBACTCH. ..

1) cpeacTBOM IOKYMEHTHUPOBAHUS;

2) cnioco0oM JOKYMEHTUPOBAHMUS;

3) cuctemoil TOKyMEeHTallUH;

4) METOIOM IOKYMEHTHUPOBAHUS

22. YKaxuTe, YTO BKJIKYAET B ce0sl CUCTEMA JOKYMEHTUPOBAHUS.

1) MeToa TOKyMEHTUPOBAHMUS;

2) BUbI IOKYMEHTOB;

3) cpencTBa TOKYMEHTUPOBAHUS;

4) MaTepHuaIbHbIA HOCUTENIh HHPOPMAIIH.

23.Cnoco0d HaHeceHMs SI3BIKOBBIX 3HAKOB W 3HAKOB-H300pa)keHUH Ha
NMOBEPXHOCTh MAaTEePHAJIBLHOT0 HOCHTEJS TMNpPH TOMOIIM OPITEXHUKU
Ha3bIBAETCH. ..

(OTBET 3amucaTh CIOBAMU) HAYEPMAame bHbllL



24. IlpapoauTtejieM MATPUYHBIX MaTepHAJbHBLIX HOCHTeJeil fABJsIeTCS
cJIeAyIOIMUHi cocod T0KYMEHTHPOBAHUS. ..

1) HauepTaTeNbHbIN;

2) BAEKTPOCTATUYECKHUIA;

3) nepdopupoBanue;

4) na3epHbIi.

25. O KakuxX MaTepHabHBIX HOCUTEISIX WAET pedb B CieayloleM
onpenenenun: «HMugopmayuna ¢ Imoco mamepuanvHo20  HOcCUmENA
CUUmMBIBANACH C HOMOWIbIO CHEYUAIbHBIX MEMANIIUYECKUX  UjenOoYeK
(Inekmpuyeckux KOHMAKMOB), 3aMbIKAGWIUX IJIEKMPUUECKYI) Cemb npu
nonaoanuu 6 omeepcmue»?

(omeem 3anucams crnosamu). iepporapra\pl, mepdosieHTa\bl

26. B u300peTeHnH KAKOro crnocoda 10KyMeHTHPOBAHUSA HCI0JIb30BAJI0Ch
OTKpPbITHE (PU3HOJI0T0B, HA3BAHHOE BIIOCJIECTBUM «UHEPUHEHd 3peHusi, Wi
NaAMSATBHIO 3peHus»?

(omeem 3anucams c106amu) KAHOJTOKYMEHTUPOBAHUE (KUHO)

27. Kaxkomy cnoco0y [I0OKYMEHTHPOBAHHUSI COOTBETCTBYeT  [aHHOE
onpenaesenne: «Cnocod uyugposoii 3anucu, npu Komopom 6x00Hbvle CUZHAIbL
noogep2aomca KeAHMOBAHUIO U 3amem npeoopazyiomcsa 6 08ouUHvle YUcaa 0
3anucu Ha Hocumeb 6 euode Kooa. B kanane eocnpouseedenus npoucxooum
oopammnoe npeobpazoeanue (0exkoouposanue). Imom U0 3anUcu UCNOIbIYEMCA
2/1ABHBIM 00PA30M 8 3anoMuHarouem ycmpoiicmee IBM»?

1) ananoroBas 3aIuch;

2) nepdopupoBaHue;

3) HauepTaTeNbHbIN;

4) 3neKTPOHHBIN.

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

1) ananoroBas 3amuce;

2) nephopupoBaHue;

3) HauepTaTeNbHbIN;

4) 31eKTPOHHBIN.

29. llponosxkute ¢paszy: «Tpadouyuonnvie cnocoodvl 0OKyMeHmMUpPOBaAHUs
npeocmasienl...»

1) HauepTaTeNbHBIM CIIOCOOOM;

2) BbICEKaHUEM;

3) JOKYMEHTHUPOBAHUEM Ha MUIIYIICH MaIIUHE,

4) MexaHUYECKOW 3aIUChIO.

30. Ipononxure ¢pasdy. «Tpaduyuonnvie cnocodvt 0OKyMeHmMUpPOBAHUS
OMIUYAIOMCA OM MEXHOMPOHHBIX MeM, YMO. . .)

1) napopMaIHsi 3aHOCUTCS HA MaTEPUATTLHBIN HOCUTEIb M CYUTHIBACTCS C HETO
0€e3 UCIO0JIb30BAaHUS TEXHUKH,

2) TpagWIMOHHBIE CHOCOOBI TPUBBIYHBI W JIOCTYIHBI, a TEXHOTPOHHBIE
MOSIBUJTUCH B TIOCJICTHEE BPEMSI M UCIIOJIB3YIOTCS B Y3KMX OOJIACTSIX YEIOBEUECKON



JEATEIIbHOCTH.

3) TpaaMIMOHHBIE CITOCOOBI OOJiee TPYAOEMKH U MO3BOJSIOT 00padaThIBaTh,
(bUKCUPOBATH, COXPAHATh 3HAUUTEILHO MEHBIIIEE KOJIMYECTBO MH(GOpMALIHH;

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

31. IIpomosxkure  Ppazy: «Crnedywuwue  6udvl  00OKYMEHMOB:
homoookymenmeol, KUHOOOKYMEHMbl, GUOEOOOKYMEHMbl, BUOCOPOHOPAMMEBI,
¢ono0oKymenmaol, maxce 0OKymeHmuvl Ha MUKPOPOpMmax — cozoaromci.. . »

1) TpamIUIIMOHHBIMU CIIOCOOAMU JOKYMEHTHPOBAHUS;

2) TEXHOTPOHHBIMH CIIOCOOAMH JIOKYMEHTUPOBAHMUS;

3) KaK TpaJUIIUOHHBIMU, TaK U TEXHOTPOHHBIMHU CIIOCOOaMU;

4) cieun(puYeCcKUMU CIOCO0aMU, HE OTHOCSIIIIUMUCS HU K TEXHOTPOHHBIM, HO
K TPAAUIIMOHHBIM CITOCOOaM.

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

1) nepdopupoBaHnue;

2) BbICEKAHMUE;

3) BBDKHTaHHKE;

4) gororpadus.

33. «Unghopmayusn 3anocumcesa Ha npamoyzoibHsle KAPMOUKU U3 KAPMOHa,
HA KOMOPbIX 6 Onpede1eéHHoM nopaoke npoouesaromcea omeepcmus. B npoyecce
paoomevl  MaWuUHBLL KApmMa  OW{YNbIEAEMCA  CHEUUANbHBIMU  WMbIPAMU,
CUUMBLEAIOUWAUMU MAKUM 00pA30M UHPOPpMayUI0, KOMOopas 3amem nepeoaemcs
osudicyuiemyca ueanoky». O Kakom cnocode 10KyMEHTHPOBAHUS MIET pedb?

1) nepdopupoBanue;

2) BBICEKAHHE;

3) BBDKUTAHUE;

4) pororpadus.

34. KTo M Korjga BoepBble OCYIIECTBHJ He TOJbKO 3aNMCb, HO W
BOCIIPOU3Be/eHNE 3BYKA ¢ MATEPUAJILHOT0 HOCUTEJISA?

1) B 1804 r XK. XKakkap;

2)B 1807 r. T. FOHT;

3) B 1857 r. CkoTT;

4)B 1877 r. T. DnuCoH.

35. «Oma cucmema 3anucu, ¢ NOMOWLbIO KOMOPOU HA OBUNCYUIEMCA
MamepuaipbHOM HoOcumesne @vlpe3aemca Ul 6bl0a61Ueaemcsa KaHA6KA 6
coomeemcmeuu c 3anucvléaemvimu 36YK0GbIMU Konebanuamu.
Bocnpouseedenue ocywecmensemcea ¢ nomouwipio u2ivl, onupawouieiica Ha
CMEHKU KAHABKU OBUNCYULE20CA MAMEPUATIbHO20 HOCUMmENA, NOGMOPAIOuell
makum 00pazom mexanuyeckue Koaedanus, coomeemcmeyouiue 3anucanivim
36YK0GbIM KoJlebanuam. Ima cucmema 3anucu Hazvigaemcs...». lIponoskure
NpeaJIoKeHue.

1) BeIpe3aHuEM;

2) HauepTaTEeIbHOM;



3) MarHuTO(OHHOI 3aMHUChHIO;

4) aHaIOTOBOM MEXaHUYECKOU 3BYKO3aIMUCHIO.

36. Kakoii cmoco0d BrepBble IMO3BOJUJ 3aNedyariierb 00beKTHBHYIO
BHU3YAJIbHYI0 MHPOPMALMIO HA MATEPUAJIBLHOM HOCHUTEJIe?

1) pucoBanue;

2) )KUBOTIHUCH;

3) BBDKUTAHUE;

4) GOoTOXUMHUIECKHUT.

37. Kakoii cmocod mpeacrab/isier co00i COBOKYINHOCTH IPOLIECCOB M
CIoco00B MOJIyYeHHs1 M300paskeHUuil HA CBETOYYBCTBHTEJbHBIX MaTepHaJIax
JAelCTBHEM HA HUX CBeTa U MOoCJaeAyolel XuMuieckoii 00padorku?

1) nazepoonTUyecKuii;

2) MEXaHUYECKHUI;

3) poToxuMHUYECKUit

4) KUHOJOKYMEHTUPOBAHUE.

38. Ilo caeaylomuM NPHU3HAKAM YCTAHOBHUTE BHMJI [JOKYMEHTa: «JTH
JOKYMEHTBI I03BOJIAIOT 3aMe4yarjieTb MUp B IMHAMUKe. OHH MMEIOT CJI0KHYI0
CTPYKTYPY H COCTOSIT U3 KaJApPOB, IVIAHOB (I10CJIe10BATEIbHO PACIIOJI0KEHHbIX
KAa/JpOB, CHATHIX C OJHOM TOYKH), a TAK:XKE 3BYKOBOH COCTaBJSAIOIIEH, T. €.
OPraHUYeCKH COYETAIOT B cede n300pa3uTebHbIC, TEKCTOBbIC, My3bIKAJIbHbIC
U LIyMOBbIe KOMIIOHEHTbD).

1) boTonOKYMEHTHI;

2) ayAMOJJOKYMEHTHI;

3) BUICOJIOKYMEHTHI;

4) KHHOJIOKYMEHTHI.

39. K kakomy cmoco0y 3amucCH OTHOCATCS BCe NEpPevYUCIeHHbIe BHAbI
JOKYMEHTOB —  (OHOZOKYMEHTBI, BHAE03ANNCh, BHIeO(POHOrPpamMMa,
3JIEKTPOHHBbIE JOKYMEHTbI?

1) nepdopupoBanue;

2) 3IEKTPOMArHUTHBIN CI0CO0;

3) n1a3epoOnTUYECKU;

4) ananoroBast 3aIUCh.

40. Kakoii BM JOKYMEHTa CO312€TCS1 M BOCHPOU3BOIATCH CJIEAYHOUIUM
o0pa3oM: 3BYKOBbIe KOJIe0OaHHUS BO31yXa NpeoOdpasylTcd B IJIEKTPUYECKUI
TOK, M JJIeKTPpHYECKHe CHTHAJIbl OT MHKPO(OHa 3anuChLIBAKTCH HA
MATHUTHYIO JIEHTY, a MPU BOCHPOU3BeIeHUHN MPOMCXOUT 00paTHOEe siBJIeHHe
— 3JIeKTPpUYeCKHe CUTHAJIbI MPeodpa3yloTcs B MeXaHuYeckue Kojge0aHus ¢
NMOMOIIBIO TPOMKOTOBOpHUTEJIA?

1) boHOTOKYMEHTHI;

2) BuneodoHOTpaMMa;

3) BU€03aIKCh;

4) 3neKTPOHHBIE JOKYMEHTBHI.

41. Kakoii cmocod 3amMcH  XapakTepudyercs  CJeAYHOIIMMH
noKazarejasiMu?

e Ero umcmoan3zoBanue B 1,4 pa3za mo3BOJIMJIO YBEJIHYUTh IIOTHOCTH
3allUCH [0 CPAaBHEHUI0 € AHAJOIOBOM M HAa HECKOJbKO IOPAIKOB



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

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

o Ilo3Bosisier mpeogosieBaThL MOMEXH, MNPUCYIIHEe MeXaHUYECKOH u
MATHUTHOWM 3amucH, o0ecrieunBasi TeM CaMbIM ropa3io 0ojiee BbICOKOE
KA4eCTBO 3BYYaHUA;

e JTy 3anmMchb MOXKHO NMOJABEPraTb KOMIbIOTEPHOIl 00padoTKe, YTO HAET
BO3MOKHOCTb, B YAaCTHOCTH, BOCCTAHABJIMUBATH IEPBOHAYAIbHOE
3By4YaHHe CTapbiX MOHO(QOHMYECKHUX 3anuceid, 0CBOOOKIATH HX OT
IIYMOB M MCKAKeHUIl U 1a’ke MPeoOPa3oBbIBATh B cTepeoGoHUYECKHE.

1) ma3zepoonTHYECKOE TOKYMEHTUPOBAHUE;

2) BJEKTPOMArHUTHOE JOKYMEHTHPOBAHNUC;

3) rosiorpaduyeckoe TOKyMEHTUPOBAHUE;

4) aHanoroBasi 3aIUCh.

42. «I'onoragpuueckuii cnocod 3anuc HHGOPMALUM XapaKTepu3yeTcst
CAeAyOIMMHU TOKa3aTeasiMu...». Haiiiute BO3MOMKHBIE TPOIOJIKEHUS
JTAHHOTO YTBEP:KIEeHUsI.

1) xaxnaeii (parmeHT 3anucu (J000M ee ydacTok) HaéT BO3MOXKHOCTh
MOTYYUTh MHGOPMAITHIO 000 BCEM 00BEKTE, TTOCKOIBKY CBET OT JI000H TOYKHU
(GUKCUPYEMOTO TIpeAMETa pacIpeaessieTcsl 0 BCEMY H300paKEHWI0, W TPH
yTepe (pparMeHTa 3armcH ee JeTKO BOCCTAHOBUTH C JTFO0O0TO €€ yIacTKa;

2) c mnoMompl0 Jazepa (QuUKCUpyeTcs, a 3aTeM BOCHPOU3BOIUTCS
uHpopmausi O Kakux-1Mbo O0OBEeKTaXx ¢ O4YeHb TOYHOW mepenaveit
MIPOCTPAHCTBEHHBIX COOTHOIICHUH, YTJIOBBIX U JIMHEWHBIX Pa3MEpPOB, B3aNMHBIM
PACIOJIOKEHUEM TIPEIMETOB B IPOCTPAHCTBE, CO MHOXXECTBOM PaKypCOB,
KOTOPBIE U3MCHSIOTCSI C U3MEHCHHEM TOYKH HAOTFOCHUS;

3) ato Qororpaduyeckas 3amuch, OCHOBAaHHAs Ha JBYX (HU3UUIECKUX
SIBJICHUSIX, CBSI3aHHBIX C BOJTHOBOMW MPUPOJION CBETa, — SBICHUAX AUPPAKIIUN U
uHTephEPEHITNH;

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

KontpoabHast padota no Kypcy «OCHOBBI JOKYMEHTOBEICHU S
1. IIpoananm3upoBaTh yHOTpPeOJEHUE TOHATUS <JIOKYMEHT» U €ro

CHMHOHHMMOB «ICJI0», «6yMara», «aKT», «A€j10Bad 6yMara», ((CHy}K€6HLIﬁ

JOKYMEHT)» 10 TPEM UCTOYHHKAM (CM. XpECTOMATHIO K pa3zaeiy 2):



- 'enepanbHOoMy pernamenty 1720 r.,

- O6memy rybepHckoMy yupexaeauto 1775 r.,

- Ob6memy yupexaeHuto Muauctepcts 1811 r.

[Ipoananu3upoBaTh, B KAKUX CIydasx YHOTPEOISETCS Kaxa0e TOHATHE.

Memoouueckue pexomenoayuu 1

a) IIpouuTaTp BCe TpU HCTOYHUKA M BBIIUCATh MPEIJIOKEHUS, TJIE
yIOTPeOISIETCS CIOBO «JIOKYMEHT», OTJIEIBHO MO KaXJA0My MCTOUYHUKY, YKa3bIBas
HOMED IJ1aBbI / MyHKTA;

0) caenath Ha OCHOBE BBIMCOK BBIBOJI O 3HAYEHUU TEPMHUHA «IOKYMEHT)» B
KQ)KJIOM M3 UCTOYHUKOB OTAEJBHO;

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

OymMmaray, «CIIy»KeOHbIN JOKYMEHT.

2. 1o BbIIMCKaM W3 CJIOBape W CIENMAIBLHON JIUTEpaTypbl ONPENETUTh,
KaKHUE acreKThl — THQOPMALIMOHHBIH, TPAaBOBOM, YIIPABIEHYECKU, HCTOPUUYECKUHN —
JIETJIA B OCHOBY ONPEIeNICHUs TTOHSATHUS «JIOKYMEHT» B KaXKJIOM Cllydae.

Memoouueckue pexomernoayuu 2

Brinucars U3 TOJKOBBIX U CIIEIMATIBHBIX CIIOBAPEH, a TAKKE U3 yUeOHUKOB T10
JIOKYMEHTOBEICHHIO (JTFOOBIX), METOMYECKOM JTUTEPATYPHI IO JICIONPOU3BOJICTBY,
apXUBHOMY M OMOJIMOTEYHOMY JI€NTy U Ap. ONPEACICHUS CI0BA «JTOKYMEHT.

OO0s3aTenbHO yKa3aTh BBIXOJHBIC JaHHBICE WCTOYHHMKA (aBTOpa, HAa3BaHHUE,
MECTO M TOJI W3JlaHMs, HW3AaTeNIbCTBO, CTpPaHUIy / pexuM poctyna (ms
AJIEKTPOHHBIX pecypcoB). Hanpumep:

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

Dedepanvhuiil 3akon «O 20Cy0apcmeenHou pecucmpayuy IOpUOULecKux auy
U UHOUBUOYAILHLIX NpednpurHumamenetiy om 8 aseycma 2001 2. Ne [29-D3
(peo0.19.05.2010) [Onexmpounnsiii  pecypc]. - Peoicum docmyna:
http://base.consultant.ru/cons/cgi/online.cgi?reqg=doc;base=LAW;n=100595



Ilocnme kaxmoW BBINUCKUA CAEIaTh BBIBOJ O TOM, KakKOM acHeKT —
uH(GOPMAIIMOHHBIHN, IPABOBOM, YIIPaBICHUECKUN, HCTOPUUECKUN — JIET/JTU B OCHOBY

OIIPCACICHUA IMOHATHUA «KTOKYMCHT» B KAXKIAOM CJIy4dac.

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

3.1.Beimucate W3 TOCYJAapCTBEHHBIX CTAHAAPTOB OMNPEACIICHUS TEpPMHHA
«JTOKYMEHT»:

I'OCT 16487-70. [lenonpous3BOJCTBO U apXUBHOE JAej0. TepMHuHBI U
OIIpE/IECIICHHS,;

I'OCT 16487-83. Jlenonpou3BOACTBO W apXUBHOE 1e€y0. TepMuHBI U
OIIpE/ICIICHHS,

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

I'OCT P 7.0.8-2013 [lenmonpou3BOJCTBO M apXWBHOE J€10. TepMuHBI U

OIpEICIICHUSI.

3.2. Brmucare u3 ®denepanbHpix 3akoHOB Ne 149 «O6 wundopmarumy,
WH(OPMAITMOHHBIX TeXHOJOTHSAX W 3amuTte uHbopmanum» 2006 . u Ne 15 «O6
uHdopmaruu, nHGOpMaTH3aAIIMK U 3aluTe HHPopMaum» oT 25 ssuBapsa 1995 rona
OTIpe/IeTICHUs] TEPMHUHOB «HMH(OpMaIus», «IOKYMEHTHpOBaHHAas HH(OpMammsy,
«JTIOKYMEHT» U «3JICKTPOHHBIN TOKYMEHT» YCTAHOBHUTH, KAKHE aCMEeKThl (HOCUTEIH
uH(popmaIuu, cnocoosl ee (UKCUPOBAHUS, FOPUINYECKAS CUJIA JOKYMEHTA U JIp.) U

(bYHKHHH JAOKYMCHTA 3aJI0KCHBI B OTHUX OIIPCACICHUAX.

Memoouueckue pekomernoayuu 3
A. Bemucku u3 I'OCToB 3aBepmuTh 00IIMM BBIBOJIOM O TOM, MEHSIJIOCH JIH
CO BpPEMEHEM TOJIKOBAaHUE TOHATUS «IOKYMEHT» M KakKhue HW3MEHEHHUs

HAOJIFOIAFOTCAL.



b. Bemucku u3 ®3 Ne 149 3aepmuTh BBIBOJOM O HAJU4YMHM HOHITHI B

KaxaoM @3 U COOTHOLICHUH TOHITHNA «HUH(POPMAIHL, «IOKYMEHTHPOBAaHHAs

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

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

nocobuto H.C. JlapbkoBa. «/lokymentoBeaenue» (He panee 2006 r. u3nanHus).

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

XpecToMaTuio K pazaery 3).

Memoouueckue pexomenoayuu 3

KoHncnekT cneayer coctaBuTh B TabmuuHoit (opme. Cremyer coOnoaaTh

IIOCJICA0BATCIbHOCTD

y4€OHUKOM.

OIINCaHus

crroco0oB

JOKYMCHTHUPOBAaHUA,

3aJIaHHYIO

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

IIPEUMYLIECTBA
Cnocod Onucanne CpencrBa Marepn Buabi
AOKYMEHTH-POBaH | crocooa. AOKYMEHTH-POBaH | aJibHbIE AOKYMEHTOB
usl Ipenmymec | ust HOCHTEJIN , KOTOpbIe
TBa U MOTYT
HeI0CTATKH. €03/1aBaThCs
AAHHBIM
crnocodom
Hauepmamen Hanecenue Yepnuna, Kocmy, Texcmo
bHUILL CnOCO0 | A3bIKOBBIX 3HAKOB U | CIUJLO, KATIAM... Kopa Oepegves, | 8vle,
OOKYMEeHMUpOBaHu | 3HAKo8-u3obpasice nepeamenm... | mexHuueckue
A HUl Ha ,
NnO8epXHOCb U3000KyMeH
MamepuantbHo20 mol ...
Hocumens O00bIYHO
npu nomowju
Kpacauwezo
sewecmaa.
Ipeumywec
mea  -...
Heoocmamxk

Wrorosslii TecT o Kypcy "OCHOBBI TOKyMEHTOBEAEHUS "




HTOroBLIN TECT
no gucuunianHe «OCHOBBI JIOKYMEHTOBEIEHUD)

1. YkaxkuTe BepHOoe NpoaosKeHue (ppasbl: 3aKOH 00OKYMEHMAUUOHHO20 OPopMmaeHUs
COUUANLHO 3HAYUMDBLI COOBIMUTL Oelicmeyent ...
1) TonpKO A OPUIMATIBHBIX TOCYIApCTBEHHBIX COOBITHS;
2) TONBKO JJI OOIIECTBEHHO-TIOJTUTHYCCKUX COOBITHIA;
3) cyry0o 15 JIMYHBIX, CEMEWHBIX COOBITHIA;
4) st MOOBIX COOBITUH, 3HAYUMBIX IS OT/ICIHHOTO YEJIOBEKA WIIHA TPYIIIIBI JIFOICH.

2. leiicTBHSI YeJIOBeKa (C MOMOIIBbI) TEXHHKH WJIH JPYTHX CPeACTB) MO 3aHECEHUIO

3HAYNMOI MHGOPMALMY HA MATEPHAJIBLHBII HOCUTEIb HA3BIBAETCS
1) uadopmaruzanuei;
2) TOKYMEHTUPOBAaHUEM;
3) AOKYMEHTAIIMOHHBIM 00€CTIeYeHHEM YIIPABICHUS;
4) nenonpou3BOICTBOM.
3. JI0cJI0BHO € JIaTBIHH CJI0BO «I0OKyMeHT» (documentum) of6o3navaer:
1) 3anuce, mucaTh;
2) 6ymara,
3) 1oroBop, 0053aTENBCTBO;
4) muCbMEHHOE CBUJIETENILCTBO, 00Opasell.

4. Haiinute npaBuwibHOe mnpoaokenue ¢passl  «B  npoyecce ceoezo
dyukyuonuposanus 6 ooduecmee OOKyMEHmM MONCEm RNPOXOOUMb HECKONbKO cped —
OnepamugHyI0, pempocneKmueHyio u...

1) mpodunakTHIeCcKyIo;

2) IPOrHOCTUYECKYIO,

3) cormacoBaHus M YTBEPKICHUS;
4) apXMBHOTO XpaHEHHS.

5. VYkaxurte meroa, koropbii HE OTHOCUTCS k meromam aHajim3a TeKCTa

AOKYMEHTA.

1) KOHTEHT-aHaIN3;
2) METOJT PKCIIEPTHHIX OICHOK;
3) MeTo1 GOPMYISIPHOTO aHAITN3A;
4) AMHTBUCTUYECKAs DKCIIEPTH3A.

6. BaxxHel MM 001eHAYYHBIM METO0M /JIs1 JOKYMEHTOBEIeHUS SIBJISIE€TCH. ..
1) knaccudukanus;
2) METOJI ICTOYHUKOBEIUYECKOTO MCCIICTIOBAHUS
3) ananuza rpaduuecKux JaHHBIX JOKYMEHTA,
4) KOHTEHT-aHaJIM3.

7. Ilponoxute ppasy: «I'C/JOY nawina céoe npodonicenue...»
1) B poccuiickux 'OCTax;
2) B crangaptax ISO;
3) B penepanpHbIX 3aK0oHaX PD;
4) B TUNIOBBIX MHCTPYKIIHSX IO JIEIIONPOU3BOICTBY.

8. IIpoponxure ¢pasy «llo cmenenu 6ruanusa HA COBPEMEHHYI0 INPAKTHKY
HCTOYHUKH, COJep:Kallue HOPMbI M MpaBuja padoThl ¢ JOKYMEHTaMH, JeJATCS Ha JBe
rPynmbl...»

1) UWCTOYHWKM, 3aKOHOJATEIHHO  PETrJaMEHTHPOBABIIME  KOT/A-TO  HIIU
peraamMeHTHPYIOIINE MO
HaCTosIIEee BpeMs paboTy ¢ TOKyMEHTaMH;
2) axTyaJdbHble HCTOYHUKH, OTPAXKAIOUIME COBPEMEHHBIH OMBIT, TPaJULUU
JIEJIONPOU3BO/ICTBA;
3) ycrapeBlIMe WCTOYHUKH, HUMEIOLIUE TOJbKO HAYYHYIO, UCTOPUKO-KYJIBTYPHYIO
LIEHHOCTb;



4) WCTOYHMKM, COJAEp)KalIUE€ CTUXUWHO CJIOXHUBIIMECS HOPMBI U IIpaBUIIA,
OTpaXKaroIllKe TPATUIUH U TPAKTUUYECKUM OMBIT JAEJIONPOU3BOJICTBA.
9. VYkaxknre, Kakue HOPMATHBBI SIBJIAIOTCA 0053aTeJIbHBIMHM /Jisi HCHOJHEHHUSA
pPadOTHUKAMH OPraHU3aIUU.

D)IIpumepHast MHCTPYKLUS IO 10N POU3BOJICTBY.

2) NncTpyKuus 1o 1e10nporu3BOICTBY OpraHU3aIiH.

3) 'ocynapcTBEeHHBIN cTaHIapT.

4) denepalibHBIN 3aKOH.

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

1)o0s13aTenbHBIN XapaKkTep;

2) peKOMEHIaTEJIbHBIN XapaKTep

3)obecrnieunBaroOnUii XapakTep;

4) nHPOPMALMOHHO-CITPABOYHBINA XapaKTep.

11.CnoBo «undopmauus» (informatio) 6ykBajbHO ¢ JIATHIHM EPEBOAUTCH KAK:

1) ‘3Hanue, mMOHUMaHKE ;

2) ‘pa3bsACHEHHE, U3JI0KEHUE, OCBEIOMIIEHHOCTD ;

3) ‘naHHBIC, CBENICHUS, COOOIIECHHUS ;

4) ‘IOKyMEHT, 3alKCh, JOKA3aTEIbCTBO .

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

1) nuadopmarnus 1 ectb MaTepus;

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

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

4) unpopmams — 3TO 3a(UKCUPOBAHHBIE H3MEHEHHUS COCTOSHHUS MaTepuu H
SHEpPTUH, a OHU MaTEePUATIbHBI.

13. YkaskuTe BepHOe nmepednciaeHue CBONCTB JOKYMEHTHPOBAHHOW HH(OpManuu.

1) umeeT ceMaHTUYECKUIN XapakTep, KOAUPYETCS CUCTEMOW CHMBOJIOB U 3HAKOB,
CTPYKTYpUPOBaHa U NEPENAETCS JUCKPETHO, CBA3aHa C MAaTEpUAJILHBIM HOCUTEJIEM, HOCUT
COLIMAJIBHBIA XapaKTep;

2) XpaHUTCS B MO3r€ YeIOBEKa, KOJUPYETCs CUCTEMOHl CHMBOJIOB M 3HAKOB, €
MPUCYIIN HHBAPUAHTHOCTh, YACTUYHOCTb;

3) CTpYKTYpHpOBaHa U MepeaeTcss JUCKPETHO, MPEICTAaBIsAeT COO0 MaTepHuio Win
SHEPTHI0, UMEET CEMaHTHUUECKUN XapaKTep;

4) MeeT colMaIbHBIA U CEMaHTHUECKUH XapakTep, 00J1aaeT NHBApUAHTHOCTHIO,
KOJHUPYETCS CUCTEMOW CHMBOJIOB U 3HAKOB.

14. HazoBuTe 1uddepeHuuaibHble NPU3HAKU T0KYMEHTa?

1) Hannuue UHPOPMAIIMOHHON U MaTepUaIbHONU COCTABISIONINX;

2) CTPYKTYPHOCTb JOKYMEHTA;

3) MOVTMHHOCTB;

4) GyHKIMOHATBHOCTH JOKYMEHTA.

15. Haiigure BepHoOe npoaoxenue ¢ppaspl: «OpurmHaAbHOCTDH JOKYMEHTA SABJISIETCSHA
e

1) cymecTBeHHBIM (U GEepeHITHATBHBIM) MPU3HAKOM, TaK KaK XapaKTepHa IS BCeX
BHJIOB U TUIIOB IOKYMEHTOB;

2) cymecTBeHHbIM (nuddepeHnuaibHbIM) CBOWCTBOM, TakK KaK HeoO0Xoauma
YeJIOBEKY B €T0 NPAKTUYECKON KU3HU;

3) HeCcyIIeCTBEHHBIM MPU3HAKOM JJOKYMEHTA, TaK KaK 4eJOBEK B IeHCTBUTEIBHOCTH
HMEET JIeJ10 HE TOJIBKO C OPUTMHAIAMHU JOKYMEHTOB, HO U C UX KOIUSMU;

4) HecyIleCTBEHHBIM, TaK KaK BCTPEYaeTCsl HE Y BCEX JTOKYMEHTOB.

16. Kak Ha3pIBaeTcsi JOKYMEHT, BIepPBble CO3JaHHBIH OJAHHM 4YeJ0BEKOM WU
HECKOJLKHMM JUIamMu?
1) opurunai;
2) MOUTMHHUK;



3) ny6nukar;

4) xomus.

17. KT0, nMeeT npaBo NpuaaBaTh IOPUAHYECKYI0 CHJIY KONUSIM?

1) HOTapuyc;

2) opranusanus, BblJaBIias JOKYMEHT;

3) HavaJIBHUK OTJIENa KaJIpOB JI000H OpraHu3aIuiy;

4) 3aBeAyIOMMIA KaHIENspUeH J1I000ro TOCYyIapCTBEHHOTO OpraHa.

18. Kak Ha3bpIBaercsi cBOiicTBO MHpOpMAUUM, NPOABJAKINEECH B TOM, YTO OHA
(uadopmanus) mnepegaerca M oOpadaTbiBaeTcsl 4eJI0BEKOM MNOPLHHMOHHO, OTAEJbHBIMH
coo0meHusAMu?

1) nuHBapUAHTHOCTb;

2) THCKPETHOCTB;

3) CTPYKTYypUPOBaHHOCTb;

4) 4aCTUYHOCTb.

19. TIlpomosxkute dpa3y: «TepMuHBl «JdoKymenmuposannas wuHPOpMANUI» H
«00Kymenmuasa iHGOPMALUSD ...»

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

2) cozepkat IPOTUBOMOJIOKHBIEC TOHSITHS,

3) pa3nuuHBl 110 NOHATUHHOMY O0BEMY, TaK KaK HE BCSKas «IOKYMEHTHpPOBaHHas
nHGOPMAaLIUS SIBISIETCS «TOKYMEHTHON.

4) TOHATHE «IOKYMEHTHpPOBaHHAs WHGOpMAIMs» IIUPE TOHATHS «IOKyMEHTHAs
uH(poOpMalKsa», TaK KaK YKa3blBaeT HE TOJBKO Ha HAIM4Yue HUAeanbHOW (MH(MOPMAalMOHHON)
COCTaBJISIOLIEH, HO U Ha HAIMYUE MaTepUAIbHOIO HOCUTESL.

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

1) onepaTuBHOCTE;

2) 0THO3HAYHOCTH TOJIKOBAHUS,

3) AOCTOBEpPHOCTS;

4) opuManbHOCTD.

21. CniocoOHOCTDH JOKYMEHTOB K THPA:KHPOBAHUIO0, BOCIIPOM3BEACHHIO COJCPKAHUS H
MATepHAJIbHOI0 HOCHTEJISA Ha3bIBACTCH ...

1) ayTeHTUYHOCTb;

2) TOKJECTBEHHOCTb;

3) KONMUITHOCTB;

4) dbanscudpukanus.

22. Kakoii 71o0KyMeHT cuuTaercsi 0pUIHATbHBIM?

1) MOKyMEHT, W3TOTOBJICHHBIA C COOJIIOJICHHEM YCTAaHOBIEHHOW (HOpPMBI WU
4aCTUYHO N3MEHEHHBIH;

2) TOKYMEHT, U3TOTOBJIEHHBIH CaHKIIMOHUPOBAHHBIM CIIOCOOOM B COOTBETCTBUH C
3aKOHOJAATEIBHO ONPEACIEHHON TEXHOJIOTUEN €r0 U3TOTOBJIEHUS U UMEIOIIUI PU3HAKU
MOITTUHHOCTH;

3) TOKYMEHT, CO3/IaHHBIN IOPUANYECKUM M (PU3UUECKUM JTUIIOM, 0(OPMIICHHBIN 1
YIOCTOBEPEHHBIN B YCTAHOBJICHHOM TOPSIKE;

4) NOKYMEHT, coJep)KaHHEe KOTOPOrOo MOXHO CYHMTAaTh TIOJHBIM U TOYHBIM
MIpe/ICTaBIeHUEM MOJATBEPKIaeMbIX ONepanuil, AeSITeIbHOCTH WK (aKTOB U KOTOPOMY
MO>KHO JIOBEPSITH B IOCJIEAYIOINX ONEPAlMSIX WIN B OCIEAYIOLIEH 1€ATENbHOCTH.

23. AyTEHTHYHBIH JOKYMEHT — 3TO ...

1) MOKyMEHT, W3TOTOBJIEHHBIH C COOJIIOJICHMEM YCTAHOBJICHHOH (opMbl wmin
YaCTUYHO N3MEHEHHBII;

2) JOKYMEHT, KOTOpPbIi MOJHO JIOKQJIW30BaTh, HAWTH, BOCIIPOU3BECTH U
MHTEPIPETUPOBATH;

3) Takol NOKYMEHT, Y KOTOpPOrO MOXXHO [0Ka3aTb, YTO OH: SBJIETCA TEM, YEM
MpeTeHIyeT ObITh; ObUI CO3JaH WM OTHPABIECH JUIOM, ACHCTBUTEIHHO CO3/IaBIIUM HIIN



OTIIPaBHUBIIUM €TO; a TAKKC ObLI CO3daH HUJIN OTIIPABJICH B TO BPEMs, KOTOPOC 0003HaYECHO.
4) JOKYMEHT, COACPKAHHUE KOTOPOIO MOXKXHO CYUHHTAThb IIOJHBIM MW TOYHBIM

MMpEACTaBJICHUEM MOATBCPKAACMBIX onepaunﬁ, JACATCIBHOCTU HJIN (l)aKTOB H KOTOpOMY

MOKHO JOBEPATH B IIOCIICAYIOIHNX OIICpAlUAX U B HOCJ'IC,Z[YIOIHeﬁ JCATCIIBHOCTH.

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

25. Iloyuemy B HayKe /10 CHX IOP He CJI0KMJIOCH eIUHON Kjaaccupurkanmm QyHKIMA
AOKYMEHTOB?

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

2) cnekTp 3TUX (QYHKUUH IHUPOK, TaK Kak MHGOpMaLUs MPOHU3BbIBAET Bce chepbl
YeJI0BEYECKOro O0IIECTBA U YIOBJIETBOPSAET CaMble pa3HOOOpa3HbIe IOTPEOHOCTH;

3) JOKYMEHTbI CIIOCOOHBI BBIMOIHATE CPa3y HECKOJIBKO QYHKIUN, UX UHOTAA TPYIAHO
pa3aesnnuTh MeXy coOoi;

4) Bce Ha3BaHHBIE BBIIIE PUUYHUHBI.

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

1) obmue;

2) cnenuanbHbIE;

3) ynpaBieHUYECKHE;
4) reloHNYECKHE.

27.Kak Ha3pIBaeTcsl (YHKUUSI JOKYMEHTOB, B KOTOPBIX OTPa’KeHbI: CO3JaHHe
OpPraHu3alnii, YCTAaHOBJIEHHE ee CTPYKTYPbl, IITATHOH YHCJEHHOCTH; perjaMeHTauus
AeATEJBbHOCTH H KOJINYEeCTBO CTPYKTYPHBIX NOAPa3ieJIeHui M PA0OTHUKOB; PEKHUM pPadoThI
U T.aL.?

1) npaBoBasi;

2) pacriopsiiuTesbHas;
3) KOHTpOJI;

4) opraHu3anoHHasl.

28. Ecam J0KYMEHTHI Ha3bIBalOTCH «IPHKA3», «pPelIeHHe», «IOCTAHOBJIEHUE,
«YKa3aHHe», «PACIOpPsIzKeHNe», TO OHU BbINOJIHAIOT (MM BBINOJIHAIU paHee) PYHKIHUIO ...

1) npaBoBy10;

2) pacriopsiAUTENbHYIO;
3) KOHTpOJIS;

4) opraHu3aIMOHHYIO.

28. JTa pyHKUIMA CBOMCTBEHHA JOKYMEHTAM, B KOTOPBIX JJIf 3alHCH MH(OpManuu
HCHOJB3YIOTCH pa3iu4yHble NPHEMbl M CHCTEMBbI TailHOMUCH, Kpunrorpapuu. Taxxe
0CO0CHHOCTBIO TAKHX JOKYMEHTOB SIBJISIETCS OTPAHMYCHHE B JOCTYyNEe K HHPOPMALHMH.

1) cratuctuueckas;

2) MOTUTHYECKAs;

3) 3amuThl HHGOPMAIUY;
4) KOTHUTHUBHASL.

29. JleiicTBMe MJIM COBOKYNHOCTb JeiCTBHIi, NPUMEHeMbIX B Mpolecce 3amucu
HHGopMaNuH, HA3LIBAETCH. ..

1) cpeacTBOM JOKYMEHTHPOBAHUS;
2) cnoco6OM JOKYMEHTUPOBAHHS;
3) cucreMol JOKyMEHTAIIUH;

4) METOIOM IOKYMEHTUPOBAHUS.



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

1) MeToa TOKYMEHTUPOBAHUS,
2) BUBI JOKYMEHTOB;
3) cpencTBa JIOKYMEHTHPOBAHUS,

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

MaAaTCPHAJIBHOI0 HOCUTEJIS IIPU IIOMOII OPITEXHUKU Ha3blBa€TCﬂ...(0m€€m 3anucamos

crosamu)

Hauepmamenvnuiii
32 IlpapoauTesieM MATPUYHBIX MATEPHAJIBHBIX HOCHTEJEH SIBJISIETCS CJIeXyoIuii

€1ocod JOKYMEHTHPOBAHMUA. ..
1) HauepTaTeNbHBIN;

2) 3EKTPOCTATUYECKUM;

3) nepdopupoBaHue;

4) na3epHbIil.
33. IlpoaoJuxure

npeocmasnensl...»
1) HayepTaTeIbHBIM CITIOCOOOM;

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

4) MexaHMUYECKOH 3aIUChIO.
34. Kto u Koraa BnepBble OCYILIECTBHJI He TOJBKO 3allUCh, HO U BOCIPOM3BeIeHHE

bpasy:  «Tpaouyuonnvie cnocoovt  OOKymeHmuposanus

3BYKa ¢ MATEPHAJIbHOI0 HOCUTEIA?
1) B 1804 r XK. Xakkap;
2)B 1807 r. T. OHT;
3) B 1857 r. CkorT;

4)B 1877 r. T. DnucoH.
35. Kakoii cnoco0 BnepsBbie INMO3BOJMJ 3ane4ariieTb O0beKTHBHYI0 BH3YaJIbHYIO

nHGopMaNHIo HA MaTepUAJILHOM HOcHTeJe?
1) pucoBanue;
2) KUBOIIKCB;
3) BBDKUTAHHE;
4) GoTOXUMUYECKHUH.

Bonpocel k dx3ameny
1.Ponb nokymenra B )KM3HHU YEJIOBEKA M OOIIECTBA.
2.Jlokymentbl B cdepe mpaBa u ympaieHus. HayyHo-ucropudeckas M TpaxktHdecKas

OEHHOCTDh NJOKyMEHTA.
3.BiusHue Hay‘{HO-TeXHI/IquKOﬁ PEBOJIIOIIUN HAa pa3BUTHUE noKyMeHTA.

4.00BeKT U IPEeaMET 10KyMeHTOBE/ICHUS KaK HAYKH.
5.Metonbl uccneaoBaHUs nokymentOBeUeCKHX MpoOieM. OOIieHaydHble U CIelHalbHbIE

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

7. MICTOYHMKH noxymeHTOBETUSCKUX UCCICIOBaHUMN.
8.Tumel noxymenTOB, SIBISIOIIAECS HCTOYHUKAMHE JJIS JOKyMEHTOBEIUECKUX HCCIICIOBAaHMI.

CJIOKHBIIIHECA HOPMEI " npaBuia pa6OTI)I

9.JlokymenTbl,  COJIEpP)KAlUE  CTUXHIHO

C JOKyMeHTAMM.
10.ToxymenTbl, 3aKOHOJJATEIHHO PETJIAMEHTHPYIONTHE PAabOTy C n0kymeHTAMH.
paboty

11.Ycrapesmue MCTOYHHUKH, 3aKOHOJATCIILHO PETrIaMCHTHPOBABIIINC
C TOKyMeHTAMM.
12.AxkryanbHblE HMCTOYHUKH, PErJaMEHTUPYIOIIHE COBPEMEHHBIE MpPOIEcChl paboThI

C TOKyMeHTAMM.
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13.IIpaBoBbI€ akThl, M3/1aBac€Mble BBICIIUMHU OpraHaMu QenepaibHON 3aKOHOIATETbHON
rOCyapCTBEHHOW BIACTH M YIIPABJICHMUS.

14.IIpaBoBbI€ akThbl, U3aBacMble OpraHaMH 3aKOHOJATEIbHOW U MCIIOJHUTEIBHON BIIACTH
cyOBbekToB PD 1 BX TeppUTOpHATBHBIX 00pa30BaHUIM.

15.11paBoBbI€E akThl, N3/1aBa€Mbl€ PyKOBOJCTBOM IIPEANIPUATUI U OpraHU3aLuil.

16.IlonsTue «wH(popMays» U €€ pojib B COLUAIBHBIX M SKOHOMHYECKUX Ipoleccax.
Criermuduueckue YepThl fokyMeHTHPOBAHHOM MH(OpPMAIIHH.

17.Ilonstue "noxymenrt .

18.IIpu3Haku poxymenra.

19.0cHoBHBIE CBOMCTBA nokymenTOB. OpUrHHAIBHOCTH. KonuitHOCTh. [10IMHHOCTS.

20. @DYHKIHMH 10KYMEHTOB. [Tpobnembl OIIpeeICHUS KJIacCU(UKAMOHHBIX
XapakTepPUCTUK J0KyMEeHTOB MO (DYHKIIMSIM.

21. IloHATHE O noKyMeHTHPOBAHUH, CIIOCO0AX U CPEICTBAX 10KyMEHTHPOBAHUSI.

22. Tpaag¥uLIMOHHBIE METO/IbI JOKyMEeHTUPOBAHUS.

23. TexHOTPOHHBIE METO/BI 10KyMEHTUPOBAHHUS.

24. Metoapl noxyMeHTHPOBAHMUSI, IPUMEHIEMbBIE B COBPEMEHHOM zenolIpOU3BOJICTBE.

Ilpaxmuueckoe 3a0anue Ha IK3ameHe :

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

- ONIPEICIUTD CIIEIHAIbHYIO (DYHKIHIO 10KyMeHTa;

- OMIPENICIHUTD CIIOCO0 T0KyMEeHTUPOBAHUSI.
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IIpuno:xenue 2

OueHqume CpeAacTBa /I IPOBEACHUA HPOMe)l(yTquOi/JI aTrrecranuu

CTpyKTypHBIH

[Tnanupyemble pe3ynbTaThl

JIEMEHT OneHouHble CpeCTBa
oOyueHus
KOMITCTEHIHH
OIIK-4 BJIaJleHHEeM HABBIKAMM MCI0JIb30BAHNS KOMIIbIOTEPHOH TEXHUKH M MH(POPMALMOHHBIX TEXHOJIOTHIi B IOMCKe HCTOYHMKOB U

JUTEPATYPhbI, HCITIOJIL30BAHUM IIPABOBLIX 0a3 JAHHBbIX, COCTABJICHHUH 61/[6JII/IOI‘pa(l)H‘leCKI/IX H APXUBHBIX 0630p0B;

3HaTh

HA3BaHUA
MH(OPMAIIMOHHO-TIPABOBBIX
MOPTAJIOB pa3MenieHus
AKTyaJIbHBIX W YCTapEBIIHMX
HUCTOYHUKOB,
3aKOHOJIATEITFHO
periaMeHTHPYIONMX paboTy
C JOKYMEHTaMH, a TaKKe
Ha3BaHUS
HAYYHO-TIPAKTHYECKUX
KYpHAIIOB o
JIeTIOTIPON3BOICTBY "
apXUBHOMY JIETTY;

YCIIOBHS
TMIOJIb30BAHUS
00pa3oBaTeIbHBIM
nopraiom MITY, 06a3oi
AJIEKTPOHHOU  OMOIMOTEKH
MITY;

Ha3BaHUS
JENCTBYIOLIUX

Bomnpocs! k 3x3aMeny
1. UcTOYHUKH JOKYMEHTOBEIUECKUX UCCIIEI0BAaHUM.
2.Tunel JOKyMEHTOB, SIBJISIOIIAECS NCTOYHUKAMU U1 JOKYMEHTOBEIUECKUX UCCIIEI0BAaHUM.
3. JIoKyMeHTBI, COepIKAIINE CTUXUIHO CIOKUBIINECS HOPMBI U TIPAaBUIIa PA0OTHI C IOKYMEHTAMHU.
4.JI0KyMEHTBI, 3aKOHOJATEIbHO PErilaMeHTUPYIOIINE paboTy ¢ TOKYMEHTaMH.
5. YcrapeBuirie MCTOYHUKH, 3aKOHOAATEIBHO PETIIAMEHTHPOBABIINE pAabOTy C JOKYMEHTAMHU.
6. AKTyaJbHbI€ HCTOYHUKH, PErJIAMEHTUPYIOIINE COBPEMEHHBIE MPOLIECCH PAOOTHI C TOKYMEHTaMH.
7. IlpaBOoBbIE aKThl, U3/1aBa€MbI€ BBICIIMMU OpraHaMu (heepaabHOM 3aKOHOAATEIbHONW TOCY1apCTBEHHOMN
BIIACTHU U YIIPABIICHUA.
8. [IpaBOBBIEC aKThI, H3/JaBAEMbIE€ OpraHaMHU 3aKOHO/IATEILHON U UCMIOJIHUTEIHLHON BIACTH CyOBeKkTOB PD 1
UX TEPPUTOPUAIBHBIX 00pa30BaHUH.
9. IIpaBoBbIE aKThl, U3JaBa€Mbl€ PYKOBOACTBOM IPEANPUITHIA U OpraHu3aiuii.

Hrorosbiii Tect

1. leficTBus yejioBeKa (C MOMOUIBI0 TEXHMKH WJIM JPYIMX CPeICTB) MO 3aHECEHUI0 3HAYUMOM
HH(popManMH HAa MaTepHAIbHBII HOCUTE/Ib HA3bIBACTCS
1) uadopmaruzamueii;
2) TOKYMEHTUPOBaHUEM;
3) NOKyMEHTallMOHHBIM 00ecrieueHNEeM yIIpaBIICHUS;
4) enompou3BOICTBOM.
2. Haiinute nmpaBmibHOe npoaoskeHue ¢paswl «B npouyecce ceoezo ynkuyuonuposanus 6




CrpyKTypHBIi
JJIEMEHT

KOMIICTCHIIN

[Tnarupyemblie pe3ynbTaThl
oOy4eHus

O1neHOYHBIC CPEACTBA

npodeccnoHaTbHBIX
hopyMoB.

obuecmee OOKymenm modxcem npoxooums HeCKobKo cped — OnepamuHyIo, pempocneKmueHyio u...
1) npodunakTHUECKyIo;
2) IPOrHOCTUYECKYIO,
3) cornacoBaHus U YTBEPKJICHUS;
4) apXMBHOTO XpaHEHHSI.
3. llpoposnxure ppasy: «I'CAOY nawna ceoe npooondicenue...»
1) B poccuiickux 'OCTax;
2) B crangaptax ISO;
3) B penepanbHbIX 3aK0HAX PD;
4) B TUNOBBIX MHCTPYKLMSIX IO JIEJIOIPOU3BOCTBY.
4. Ilpoposxure ¢ppasy «llo cmenenu enuanus HA COBPEMEHHYI0 NPAKTHKY HCTOYHHMKH,
cojiep:Kalie HOPMbI M MPaBWJIa PadoThI € JOKYMEHTAMH, AeJIATCS HA IBE TPYNMbL...»
1) HICTOYHMKH, 3aKOHOAATEIFHO PErJIaMEHTHPOBABIIINE KOT1a-TO WJIA PETIIAMEHTUPYIOIIUE 110
HacTosl1Iee BpeMs paboTy ¢ T0KyMEHTaMH;
2) akTyaJbHbIE HICTOYHUKH, OTPAKAIOIIUE COBPEMEHHBIH OTIBIT, TPAAUIIMU IJOIIPOU3BOJICTBA;
3) ycTapeBIre HCTOYHUKH, HMEIOIIHE TOJIBKO HAYYHYIO, HCTOPUKO-KYJIBTYPHYIO IIEHHOCTD;
4) WCTOYHHKH, COJAEpIXKAIMe CTUXHUHHO CIOXHBIIMECS HOPMBI M IMPaBWIIA, OTPAKAIOIIUE
TPAJUIMN U PAKTHYECKUH OTBIT JEIIOTPOU3BO/ICTBA.
5. Ykaxurte, Kakue HOPMATHBBI SIBJISAIOTCH 00S3aTeJIbHBIMH IS UCIOJHEHHS PA0OTHHKAMM
opraHu3amnuu.

D)ITpumepHas HHCTPYKLUS 1O A€JIONPOU3BOJICTBY.
2) UHCTpyKIHs 1O JIeTIONPOU3BOICTBY OpraHU3aI[HH.
3) 'ocynapcTBEHHBII cTaHapT.
4) ®enepanbHbIN 3aKOH.

6. 'OCTpal, pernamentupyroume 10Y, Hocst B PO...




CrpyKTypHBIi

IInanupyemslie pe3ysbTaThl

3JIEMEHT OueHouHbIE CpeACTBa
KOMITETCHIIUH obyuemma
1)o0s13aTeNbHbII XapaKkTep;
2) peKOMEHIaTeIbHBIN XapaKkTep
3)obecneunBarovii Xapakrep;
4) unhopMalOHHO-CITPABOYHBIN XapaKTep.
Ymers: COCTaBJIATh IIpakTH4yeckoe 3a1anue K pasjgeny 1
TEeMaTUYECKUI 0030p | 2. I[Ipountars «I'eHepanpHbId permameHT 1720 r.(cMm. Xpecromarus k pasneny 1). Onpenenuts, Kakue
Hay4yHBIX CTaTeil; 0030p | cheprl rocynapcTBeHHOH AesTenbHOCTH, MO MHeHHio Ilerpa I, HeoOXoaumo OBLIO YNOPSIOYMBATH C
aBTOPOB Ha OCHOBE T'OJIOBOH | IMOMOIIBIO TOKYMeHTOB? Brimucare cdepsl rocymapcTBeHHOW aesTensHOCTH B Tabmumy (cm. dopma
MOJNUCKH KypHAJIa; TabnuIel, cTosberr 1).
OIICHUBATH u | OnpenenuTs BUJIOBOM COCTaB JOKYMEHTOB AaHHOW 3MOXHW. Bpinucarth Ha3BaHHs BHUJIOB JJOKYMEHTOB IO
BBISIBJISITH O0BEM U Ka4eCcTBO | I1aBaM (CTONOLBI 2 U 4), a 3aTeM, Moib3ysich «KpaTKkuM clioBapeM BUJOB U PA3HOBUIHOCTEH TOKYMEHTOB)
nH(popmManuy, 1974 r. (cm. Xpectomatus K pazzaeny 1) u « eHepallbHBIM PETJIAMEHTOMY, PaCTIPeICTUTh YKa3aHHbBIE BUIBI
npeasiaraeMoi Y Pa3HOBHUIHOCTU JJOKYMEHTOB MO cepaM rocyIapCTBEHHON AeSITENbHOCTUA. 3aHECTH JIaHHbIE B TA0NIHILY.
WHTEPHET-UCTOUYHUKAMHU 110 | JlaTh TOJKOBaHME BHITMCAHHBIM BUJAM M PA3HOBHIHOCTSM JIOKYMEHTOB, MOJIb3YICh «KpaTkum cioBapem
JEJIONPOU3BOJICTBY u | ...»(cronbern 3).
apXUBHOMY JIEITY HanmeHnoBanme Bun n/CnoBapHoe ompeneneHue Buaa U|CChUIKA HA IJ1aBy B
cepbl [Pa3HOBHIHOCThH JOKYMEHTAPAa3HOBUAHOCTU JOKYMEHTA noj«l eHepanbHOM
TOCYJapCTBEHHOM «Kparkomy crmoBapto  BHJIOB  ujperigamente» 1720
eI TeNbHOCTH a3HOBHJIHOCTEH JOKYMEHTOB»(1974)[r.
1 2 3 4
Brnanerts: HaBbIKAMU
MIPUMEHEHUS OTIepaIiH KonTtpoabHas pabora no kypcey
noucka wuHpoOpManmu B 1. ITpoananm3mpoBaTh KOMIIEKT TOIOBOM MOAMUCKH (TIEYATHBIN WIIH 3JIEKTPOHHBIN pecypc B ceTu MHTepHET)
IIOUCKOBBIX CHUCTEMAX, B | OAHOTO U3 )KYPHAJIOB, YKA3aHHBIX B CIIMCKC, 3a 110001 rod U3 IATHU MMOCICAHUX.
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CrpyKTypHBIi

[Imanupyemslie pe3ysbTaTsl

9JICMEHT OneHouHbIe CpeACTBA
oOy4eHus
KOMIICTEHIIMH

TEKCTE KOHKpETHOro | JlaTh XapakTepuCTHKy TEMaTHKH CTaTe€d W MaTepHanoB XypHana. OpHEHTHPOBATBCA IO KIKOYEBBIM CIIOBaM,

JJOKyMEHTa pa3IuYHbIX 3aroJIoOBKaM CTaTeu.

dopmaTos; cocraBienus | Y CTaHOBHTh, HMEET JIM JKypPHAIl CBOM CalT B ceTu MHTepHeT (yKa3aTh) M NPEIaraeT JIM OH JIICKTPOHHYIO BEPCHIO
bl

6uGIMOrpadUecKIX (apXxuB) CBOMX BBIITYCKOB.

0030poB

[Monp3ysichk cripaBOYHBIMU JAaHHBIMHU JKypHaJia, AaTh OOIIYI0 XapaKTEPUCTHKY aBTopaMm ctarel (ykazate U0, mecto
paboThl U omKkHOCTE). CAenaTs BBIBOJ 00 aBTOpax >KypHaJIbHBIX MyOJIHKAINH.
CocTaBUTh KOHCIIEKT OJHOW W3 cTaTei (Ha BHIOOp). OOBEMOM CTaThU JOJDKEH OBITH HE MeHee 3-X KypPHaIbHBIX
CTpaHMLI.

Memoouueckue pexomenoayuu

AHanu3 KOMIUIEKTAa TOJOBOM MOANMCKU BBIOPAHHOIO JKypHasla CIEXyeT INPEACTABUTb 8 6UOE CEAZHO20
mekcma, B KOTOpOM OyZIyT OTpaXKeHbI OTBETHI Ha BCE TMIOCTABJICHHBIE BBILIE BOIIPOCHL, 1UHO 6 6UOe MadIuybl.

MHuorue u3 NEPEUNCICHHBIX HUXE KYPHAJIOB NPCACTABIICHBI B apXUMBAX HAa COOTBCTCTBYIOUIUX KYPHAJIbHBIX
cairax.

B oneHke naHHOro 3a/jaHWs OCHOBHOE BHHUMAHHUE YIENSETCS CHOCOOHOCTH CTYJEHTOB YBUAETh, C OJHOM
CTOPOHBI, THIMYHOE M XapaKTEPHOE ISl JAHHOTO UCTOYHUKA, C IPYTOil, ero 0COOCHHOCTH U MPEUMYIIECTBA.

HpI/I COCTAaBJICHHUHN KOHCIICKTa )KypHaJ'IbHOﬁ CTaTbM OLICHUBACTCA YMCHHE CKHUMATh I/IH(l)OpMaHI/IIO, OCTaBJIAA
KIIIOUEBbIE MOMEHTHBI TEKCTAa; COCTABIISITH KOHCIIEKT OT 3-TO JIMLA WK B 6e371MYHOH (hopMe, €CITi aBTOPOM CTaTbU ObLI
BbIOpaHa popmMa uanora ¢ YUTATEIIEM.

UtoroBerit  BBIBOA 0030pa MOXKET COAEpKaTh PEKOMEHIAIMI0 HAYWHAIONIUM JOKYMEHTOBEIAM  I10
BO3MOXXHOCTSIM HCIIOJIb30BaHuUsI HH(OPMALMU U3 JAHHOTO UCTOYHHKA.

Cnucok sKypHaIoB
«J1eJIoTIpOn3BOICTBOY,
«/lenonpon3BoACTBO M JOKYMEHTOOO0OPOT HA IPEAIPUATHI,
«OTeuecTBEeHHBIC apXUBEI»,
«BecTHUK apXHUBHUCTaR;
«Cekperapckoe Ieoy,
«XOpoIHi CEKPETaphY,
«Cekpetapb-pedepenr,
«CripaBo4HUK cekpeTapsi 1 orc-MeHeKepay,
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CrpyKTypHBIi
JJIEMEHT

KOMIICTCHIIN

[Tnarupyemblie pe3ynbTaThl
oOy4eHus

O1neHOYHBIC CPEACTBA

«CoBpeMeHHBIH odrc-MeHEKED,
«YnpaBJeHUE IEPCOHATIOM,
«Kanposoe aemnoy,

«Kanposas cimyx6a»,

«KanpoBux»,

«CripaBOYHUK KaJpOBHKAY,

«Kanpsr mpenmpustus»;
«MeHemKMEHT U KaJIpbl»,
«HayuHo-TexHn4eckass HHGpOpMAaIus»,
«bubnmmorexkoBeneHNE.

I1K-3 BJaaeHneM 3HAHHSIMH OCHOBHBIX NMP00JeM B 00J1aCTH JOKYMEHTOBE/IeHHsI 1 aPXUBOBe/ICHUSI;

3HaTh

OCHOBHbIE TIPOOJIEMBI
B obnactu
JTOKYMEHTOBEICHHUS,
INPUYMHBI  BO3HUKHOBEHUS
9TUX MpodiieM, a Takke
yCJIOBHS, HEOOXOIUMBIE IS
WX YCTpaHEHHUSI.

Bonpocsl k 3k3aMeny
1.Posib JOKyMeHTa B H3HH YesloBeKa U 00IIeCTBa.
2.00BEKT U NpeaMeT JOKYMEHTOBEACHUS KaK HaAyKH.
3.Metobl ucciie0BaHUS TOKYMEHTOBEAUECKUX pobaeM. OOLIeHayuHbIe U CTIeUaIbHbIE METO/IBI.
4.CtaHOBIIEHUE U PAa3BUTHE JOKYMEHTOBEICHUS KaK HAyYHOH JHCHUIUIMHBI.
5.IlonsTHE «MHbOPMALK» U €€ POJIb B COLIMATIBHBIX M 5KOHOMUYECKHX Mpolieccax. Crennpuieckne 4epTbl
JIOKYMEHTHUPOBAHHON UH(OpMAaIIHH.
6. ITonstue "noxyment".
7. BiinsiHMe HAyYHO-TEXHUYECKON PEBOJIFOLIMU HA PA3BUTHE JOKYMEHTA.
Hrorosbiii Tect
1. Yxkaxure BepHoe npogoskenne Gppaspi: 3aKoH OOKyMEHMAUUOHHO20 0OPMIEHUA COUYUAILHO
3HAUUMbBLIL COOBIMUIL Oelicmeyent ...
1) TonpKO A OPUIMATIEHBIX TOCYJAapPCTBEHHBIX COOBITHS;
2) TOIBKO AJIS1 OOIIECTBEHHO-TIOUTHYECKUX COOBITHIA;
3) cyry0o JJ1sl TMYHBIX, CEMEWHBIX COOBITHIA;
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CrpyKTypHBIi
JJIEMEHT

KOMIICTCHIIN

[Tnarupyemblie pe3ynbTaThl
oOy4eHus

O1neHOYHBIC CPEACTBA

4) nst r00BIX COOBITUH, 3HAYMMBIX ISl OTJAEIBHOTO YEJIOBEKA WU TPYIIIBI JIIOJICH.

2. JIocJI0BHO ¢ JIATBHIHH CJI0BO «T0KyMeHT» (documentum) o6o3nauaer:
1) 3anucek, MucaTh;
2) 6ymara;
3) moroBop, 0053aTENBCTBO;
4) MICbMEHHOE CBUCTEIIBCTBO, 0Opasell.

3. Ykaxure metoj, kotopblii HE OTHOCHUTCSI k meTogam aHa/IM3a TEKCTa JOKYMEHTA.

1) KOHTEHT-aHaIN3;
2) METOJ] SKCIIEPTHBIX OIICHOK;
3) meToa GOpMYIISIPHOTO aHAIH3A;
4) AMHTBUCTHUYECKAs KCIEPTU3A.
4. BakHelllIUM 001IeHAYYHBIM METO/I0M /I JOKYMEHTOBe/AeHUsI SBJISAETCH. ..
1) knmaccudukanus;
2) MEeTO/1 UCTOYHUKOBEAUECKOTO UCCIIET0BAHMS
3) ananu3a rpaUYECKUX JAHHBIX JOKYMEHTA,
4) KOHTEHT-aHaAJIN3.
5.CnoBo «undopmanus» (informatio) 6ykBajbHO ¢ JIATHIHM NEPEBOAUTCH KAK:
1) ‘3HaHMe, TOHUMaHUE ;
2) ‘pa3zbsiCHEHUE, U3JI0)KEHHE, OCBEAOMIIEHHOCTS ;
3) ‘naHHBIC, CBENICHUS, COOOIIECHNUS ;
4) ‘TOKYMEHT, 3aIUCh, JOKA3aTEIbCTBO .
6. MarepuanbHOCTh MHPOPMALIUM NIPOSABJISETCH B TOM, 4TO...
1) uadopmarus 1 ecTb MaTepus;
2) undopmaius — 3TO SHEPrus, a SHEPTus MaTepuaIbHa.
3) undopmanus Qukcupyercs opraHamu 4yBCTB WMJIM JPYTUMH crocoOamMu
MaTEepUH, a ClIeJ0BATENbHO, CBA3aHA C HEell;

perucTpanuun




CrpyKTypHBIi

IInanupyemslie pe3ysbTaThl

O1neHOYHBIC CPEACTBA

JJIEMEHT
KOMIIETEHIIUU 0byuenus
4) uadopmarus — 3To 3apUKCUPOBAHHBIC U3MEHEHHS COCTOSIHUSI MaTEPUHU U SHEPTHH, a OHU
MaTEpUaJIbHBI.
7. Kak Ha3bIBaeTcsl cBOiicTBO HHGOpPMALMH, NPOSABJAIONIeecs B TOM, YTO OHA (MH(pOpMAaLNs)
nepejaaercs U 00padaTbIBaeTCsi 4€JI0BEKOM MOPIMOHHO, OT/AeJIbHBIMHU COO0IIEHUSIMHU?
1) MUHBapUAHTHOCTb;
2) AUCKPETHOCTb;
3) CTPYKTYypHUPOBaHHOCT;
4) 4aCTUYHOCTb.
8. YkakuTe BepHOe nepeyHciIeHUue CBOMCTB JOKYMEHTHPOBAaHHON HH(OpManuu.
1) umeer ceMaHTHYECKUH XapakTep, KOJIUPYETCS CHUCTEMOM CHUMBOJIOB M 3HAKOB,
CTPYKTYpUpOBaHa U II€pelaeTcsi AMCKPETHO, CBSi3aHa C MAaTepUaJbHbIM HOCHUTENEM, HOCUT
COLIMAJIbHBIN XapaKTep;
2) XpaHUTCS B MO3T€ YeJOBEeKa, KOJUPYETCsl CUCTEMOIl CUMBOJIOB M 3HAKOB, €i MpUCYIIU
MHBAapUaHTHOCTh, YACTUYHOCTb;
3) cTpyKTypUpOBaHa U MepeaaeTcs AUCKPETHO, MPEACTaBISET COO0M MaTEpPUIO W SHEPTHUIO,
MEET CEMAHTUYECKUI XapaKTep;
4) umeeT couraabHbIA U CEMAHTUYECKUH XapaKTep, 00J1a1aeT MHBAPUAHTHOCTBIO, KOJAUPYETCS
CHUCTEMOM CMMBOJIOB U 3HAKOB.
9. HazoBuTe muddpepeHnuaibHbie NPU3HAKA JOKYMeHTa?
1) Hannuue MHPOPMATMOHHON U MaTEPUATILHOW COCTABIISAIONINX;
2) CTPYKTYPHOCTb JOKYMEHTA;
3) MOTMHHOCTB;
4) GyHKIIMOHATBHOCTH IOKYMEHTA.
YMeTs: OOBSICHATH pa3HUILY B KonTposbHas padora nmo kypcy

CYIICCTBYIOMIUX

1. HpOaHaJ'II/BI/IpOBaTB yHOTpe6HeHI/Ie TMOHATUA «AOKYMCHT» U €0 CHHOHHUMOB «ZICJIO)», «6yMara», «aKT»,




CrpyKTypHBIi
JJIEMEHT

KOMIICTCHIIN

[Tnarupyemblie pe3ynbTaThl
oOy4eHus

O1neHOYHBIC CPEACTBA

TOJIKOBAaHUU
MTOHATUI
JIOKYMEHTOBECHUS (OOBEKT,
MpeIMET, METO/IbI
JIOKYMEHTOBEICHUS,
JOKYMEHT, uHbopManus,
JOKYMEHTHUPOBaHHAs
nHpopmarus); JenaTh
BBIBOJIBI HA  OCHOBAaHHU
aHanm3a yrnoTpeOIeHHi
TEPMUHOB B HOPMATHBHBIX
HCTOYHUKAX U CIeNUaIbHON
JTuTEepaType

KIIIOYECBBIX

«aenoBast Oymaray, «CIIy>KeOHbIH JOKYMEHT» 110 TPeM UCTOYHHUKaM (M. XpecToOMaTHIO K pa3zaeny 2):
- 'enepanbHOMY pernamenty 1720 r.,
- O6memy ryoepHcKoMy yupexaeHuto 1775 .,
- O0emy yupexxaenuto Mmuauctepcts 1811 r.
[Ipoananu3upoBaTh, B KAKUX CIy4asx YHOTPEOJSIETCs KaKI0e TOHITHE.

Bnanets

HaBbIKAMM aHAIU3a U
COIIOCTABJICHUS COAEPKAHUS
JOKYMEHTOBEAYECKUX
TEpPMUHOB

KounTtpoabnas padora no kypcy

3ananue
3. CpaBHUTH TOJKOBaHMS TEPMUHOB «HH(MOPMAIHS», «TOKYMEHTUPOBaHHAs HHPOPMALIULY, «TOKYMEHTY,
«QNEKTPOHHBIA JOKYMEHT» B HOPMAaTUBHBIX U IIPABOBbIX aKTaX.
3.1.Beinucate U3 rocyJapCTBEHHBIX CTAaHAAPTOB ONPEIEICHNS TEPMUHA «TOKYMEHT):
I'OCT 16487-70. Jlenonpon3BoACTBO U apXUBHOE J1e10. TepMUHBI U ONIpeIETICHHUS;
I'OCT 16487—-83. Jlenonpon3BoACTBO U apXUBHOE J1€J10. TepMUHBI U ONIPENETICHMUS;
I'OCT P 51141-98. [1enonpon3BoACTBO U apXUBHOE Aes10. TepMHUHBI U ONIPEIEIECHUS;
I'OCT P 7.0.8-2013 [Ienonpon3BOACTBO U apXUBHOE 1€510. TepMUHBI U ONIpEEICHMUS.
3.2. Boinucath u3 ®enepanbHbix 3akoHOB Ne 149 «OO6 mHpopManuu, HHPOPMAIIMOHHBIX TEXHOJIOTUIX U
3ammrte nHpopmarumn» 2006 r. u Ne 15 «O6 undopmaruu, nahopMaTH3aluy U 3alUTEe HHHOPMAIIUM» OT
25 sguBaps 1995 roma ompeneneHuss TEPMUHOB «HMH(OpMaLMs», «IOKYMEHTHPOBAaHHAs HHGOpMAIUL»,
«JOKYMEHT» U «3JICKTPOHHBII TOKYMEHT)» YCTaHOBHUTb, KaKHE acleKThl (HOCUTEIN MH(OPMAIHH, CIIOCOOBI




CrpyKTypHBIi
JJIEMEHT

KOMIICTCHIIN

[Tnarupyemblie pe3ynbTaThl
oOy4eHus

O1neHOYHBIC CPEACTBA

ee (ukcupoBaHUs, OpUIUYECKAs CUJA JOKYMEHTAa W JIp.) U (YHKIHH JOKYMEHTA 3aJI0KCHBI B ITHUX
OIIPEACIICHUSAX.

IIK-8 ¢cnoco0HOCTHI0 AaHAJTU3HPOBATH HEHHOCTH JOKYMEHTOB C LeJIbI0 HX XPAHeHHs ;

3HaTe

KPUTEPHH OLIEHKU IIEHHOCTH
JTOKYMEHTOB, IIOCPEICTBOM
olpeeeHUs byHKIIN
JIOKYMEHTOB, CIOCOOBI H
CpencTBa
JIOKYMEHTHPOBAHUS;
MPUHIUIBL  KJIacCH(pUKauu

GyHKIIUH ~ JOKYMEHTOB B
JIOKYMEHTOBEICHUH;
MIPEUMYILECTBA u
HEJOCTaTKH KaKITOM
KIaccu(UKAIMOHHON
CHCTEMHEI,

O  3aBUCUMOCTU  CPOKOB

XpaHeHI/Iﬂ I[OKYMGHTOB OT UuXx
GyHKIMA W COCTOSHUS
MaTepHaILHOTO HOCHUTEINS, a
TaKkxKe oT criocoba
JOKYMEHTUPOBAHHUS

Bonpocsl k 3k3ameny
1.OcHoBHBIE CBOMCTBA JOKYMEHTOB. OpuruHaibHOCTh. KonuitHoCTh. [10AJIMHHOCTS.
2.JlokyMeHTHI B chepe mpaBa u ynpasieHus. Hayuyno-uctopuyeckas v mpakTU4decKas IEHHOCTh TOKYMEHTa
3.Ilpu3Haku JOKyMEHTAa.
4. ®yHKIUU TOKyMEeHTOB. [IpobiieMbl onpeneneHnst KiiacCu(QUKAIMOHHBIX XapaKTEPUCTUK JOKYMEHTOB I10
byHKIUSAM.
Hrorosblii Tect
1. Hajinute BepHoe npoaokeHue ppaspl: «OpUruHaAILHOCTD JOKYMEHTA SIBJISIETCS ...»
1) cymectBeHHBIM (U] PepeHITnaTBHBIM) TPU3HAKOM, TaK KaK XapaKTepHa /I BCEX BUJIOB U
TUIIOB JOKYMEHTOB;
2) cymiecTBeHHBIM (nudPepeHInaIbHBIM) CBOMCTBOM, TaK KaKk HEOOXOMMa YEJIOBEKY B €Tro
MPaKTUYECKON KU3HH;
3) HEeCYIIECTBEHHBIM MPU3HAKOM JIOKYMEHTA, TaK KaK YeJIOBEK B JIEUCTBUTEIHHOCTU HUMEET
JIEJI0 HE TOJIBKO C OPUTHHAJIAaMU JOKYMEHTOB, HO U C UX KONHSIMU;
4) HecyllIeCTBEHHBIM, TaK KaK BCTPEYaeTCsl HE Y BCEX JOKYMEHTOB.
2. Kak Ha3pIBaeTcsi JOKYMEHT, BIIepBble CO3aHHBIH OJHUM YeJOBEKOM HJHM HECKOJIbKHMU
JuuamMu?
1) opurunai;
2) NOAJTUHHUK;
3) ny6nukar;
4) konusl.
3. K10, HMeeT MpaBo NpUIABaTh IOPUAHYECKYI0 CHJIY KONusiM?




CrpyKTypHBIi
JJIEMEHT

KOMIICTCHIIN

[Tnarupyemblie pe3ynbTaThl
oOy4eHus

O1neHOYHBIC CPEACTBA

1) HOoTapuyc;

2) opranu3anysi, Bbl1aBIIas JOKYMEHT;

3) HavaNBPHUK OT/eNa KaJIpoB JII000H OpraHu3aIiig;

4) 3aBeayromMi KaHIENIspUen J1I000ro rocy1apcTBEHHOTO OpraHa.

4. Ilponosxkurte ¢ppasy: «TepMuHbl «d0Kymenmupoeannas WHPOPMALMA» H «OOKYMEHMHAA
uHpopmanusa» ...»

1) HU4YeM apyr OT Jipyra HE OTJIMYAIOTCS U SBJIAIOTCS [TOJIHBIMU CHHOHUMaMH.

2) coaepKat NPOTUBOIOIO0KHbIE TOHSITHUS;

3) pa3inyHbl 1O MOHATHUMHOMY O00OBEMYy, TaK KaK HE BCAKas «IOKYMEHTUPOBaHHAas
uHbOpMaLU» ABISETCA «TOKYMEHTHON.

4) ToOHATHE «IOKYMEHTHUPOBaHHas WH(OpMaIus» IMHUpPE TMOHATUS  «IOKyMEHTHAs
uHbopMalMa», TaK KaK yKa3blBaeT HE TOJIbKO Ha Haluyue HAealnbHOM (MH(pOpPMaIMOHHOI)
COCTaBJISIOLIEH, HO M Ha HAIMYUE MaTePUAIbHOTO HOCUTES.

5. VYkaxure CBOHCTBO [OKYMEHTHPOBaHHOH uHpopmanuu, koropoe HE ABJAETCA
00s13aTeIbHBIM.

1) onepaTHBHOCTb;

2) OTHO3HAYHOCTH TOJIKOBAHUS,

3) AOCTOBEpPHOCTS;

4) odpuIUaNbHOCTB.

6. CnocoO0HOCTH [JAOKYMEHTOB K THPaXKMPOBAHUI0, BOCIHPOM3BEICHHMIO COJEPKAHUSA M
MATEepPHAJIbHOI0 HOCUTEJIS HA3bIBACTCH ...

1) ayTeHTUYHOCTB;

2) TOXKJIECTBEHHOCTb;

3) KOMITHOCTB;

4) dpanbcudukanys.

7. Kakoii 1okyMeHT cuuTaercs opuumnajabHbIM?




CrpyKTypHBIi
JJIEMEHT

KOMIICTCHIIN

[Tnarupyemblie pe3ynbTaThl
oOy4eHus

O1neHOYHBIC CPEACTBA

1) HOKyMEHT, WM3TOTOBJICHHBIH C COOJIIOJICHHMEM YCTaHOBJICHHOW (DOPMBI WJIM YaCTHYHO
HM3MEHCHHBIN;

2) JIOKYMEHT, H3TOTOBJICHHBIH CAHKIMOHHUPOBAaHHBIM CIOCOOOM B COOTBETCTBHH C
3aKOHOJATEIBHO OIPEICICHHON TEXHOJOIMEM €ro W3rOTOBICHMS W HUMEIOUIUI I[PU3HAKU
IIOJUIMHHOCTH;

3) JMOKYMEHT, CO3JaHHBIH IOPUAMYECKUM WIM (U3NYECKUM JHMLOM, O(GOPMIIEHHBIH H
YIOCTOBEPEHHBIN B YCTAHOBJIEHHOM IIOPSJIKE;

4) NOKyMEHT, CoJepKaHUe KOTOPOrOo MOYKHO CUMTATh IOJHBIM M TOYHBIM IPEJCTaBICHHEM
MOJITBEPK/TAEMBIX OTEpAIfid, JEATEIBHOCTH WM (PAKTOB M KOTOPOMY MOKHO JOBEpSTH B
MOCJIEAYIOIUX ONEPALUAX WIN B IOCIEAYIOUIEH NeATENbHOCTH.

8. AyTeHTHYHBIH IOKYMEHT — 3TO ...

1) OKyMEHT, W3rOTOBJECHHBII C COOJIOJEHHEM YCTAaHOBJIEHHOW (OPMBI MM YAaCTUYHO
HN3MCHCHHBIN;

2) NOKYMEHT, KOTOPBIA MOXHO JIOKAJIN30BaTh, HANTH, BOCIPOU3BECTH U UHTEPIIPETUPOBATH,

3) Takoi JOKYMEHT, Y KOTOPOTO MOKHO JI0Ka3aTbh, YTO OH: SIBJISIETCS TE€M, YEM NPETEHAYET
ObITh; OB CO37aH WJIN OTIPABJIEH JIMLIOM, AEUCTBUTEIHHO CO3JABIINM WU OTIPABUBIIUM €ro; a
Takke ObUI CO3[aH UM OTIPABIIEH B TO BpeMsi, KOTOpOe 0003HAUEHO.

4) NOKyMEHT, coJepXKaHHe KOTOPOrO MOKHO CUMTATh MOJHBIM M TOYHBIM IpEJICTaBIECHHEM
MOJITBEPK/IAEMBIX OIepalii, AEATeNbHOCTH HIM (AKTOB M KOTOPOMY MOMKHO JIOBEPSTH B
MTOCJIETYIOIUX ONEPAlHIX WIM B OCIEAYIOIIEH EeATEIbHOCTH.

VYMmers:

OTIpeIeNATh
(GYHKIMH JOKYMEHTOB IIO
PEKBHU3UTAM U COJIEPKAHUIO;
yMeTh OOOCHOBBIBAaTH CBOIO
TOUKY 3pEHMUS;

IIpakTHuyeckoe 3a1aHNe HA IK3aMeEHe!

- ONpEAEINTh THUII JOKYMEHTa o ero CBOMCTBaM (opUrHHaI/KOMHUS;
MOTTMHHBIN/(HambCUPUIPOBAHHBIN );

- OTIPEETNTD CHEIHUATbHYIO (DYHKITUIO TOKYMEHTA;

- OIPEJINIUTD CIIOCOO IOKYMEHTHPOBAHHUS.




CrpyKTypHBIi
JJIEMEHT

IInanupyemslie pe3ysbTaThl

O1neHOYHBIC CPEACTBA

KOMITETCHIIUH obyuemma
IMK-19 CMOCOOHOCTBIO UCIOJIb30BATH MPABWJIA MOATOTOBKY YIIPaBJIeHYECKHUX JIOKYMEHTOB U BeJleHUs [1eJI0BOH MepenucKu

3HaTthb OCHOBHBIE byHKIIN Bonpocsl k 3k3aMeny
YIPABIEHYECKUX 1.OcHoBHBIE cBOMCTBA JOKYMEHTOB. OpuruHanbHOCTh. KonuitHOCTh. [1oammHHOCTS.
JIOKYMEHTOB; ucropuio | 2.JlokyMeHTHI B cpepe mpaBa u ynpasieHus. HayuyHo-uctopuyeckas v mpakTU4YecKas IEHHOCTh JTOKYMEHTa
MOSIBJICHUS ocHOBHBIX | 3.IIpu3Haku qOKyMeHTa.
YIPaBICHUYECKUX 4. ®yaKIUU J0KyMeHTOB. [Ipo0iieMbl onpenencHust KiracCu(PUKAIMOHHBIX XapaKTePUCTHK JTOKYMEHTOB TI0
JIOKYMEHTOB B | QyHKIUSAM.
OTE€YECTBEHHOM Hrorosblii Tect
AENONPOU3BOACTBE; 1. lTomnpyHKUNOHAIBbHBIM JOKYMEHT SIBJISICTCSH MOTOMY, 4TO...
HCTOYHHKH,  COAEpKAIMUC 1) OTHOBPEMEHHO BBIMIOJIHAET HECKOJIBKO Pa3HBIX (PYHKIIHIA,
lpaBujia ITOATOTOBKH 2) BpeMsi OT BpEMEHU MEHSIET QYHKIINU;
AOKYMCHTOB M BCIICHMA 3) pa3Hble JOKYMEHTHI BBIIOMHSIOT pa3Hble (YHKIUY;

JIEIIOBOM MTEPENUCKH;

4) y TIOKyMEHTa €CTh IJIaBHasi, O0IIKE U CIIEeIUaTbHbIE (PYHKIUH.
2. ITouemy B HayKe 10 CHX IOP He CJI0KMJIOCH ¢ANHON KiaaccupuKanuu GyHKIUH JOKYMEHTOB?
1) ¢byHKIMM [OKYMEHTOB HUMEIOT pa3HYyl0 HIpPHUpPOIY U 3aBHCAT OT KauyecTBa M THUIA
uH(pOpMaIHH;
2) cnekTp 3TUX (QYHKUUMH IIUPOK, TaK Kak HHPopManus MPOHU3BIBAET Bce cQepbl
YeJI0BEYECKOIo O0IIECTBa U YIOBIETBOPSIET cCaMble pa3HO0Opa3Hble MOTPEOHOCTH;
3) IOKYMEHTHI CIOCOOHBI BBINOJHATH Cpa3y HECKOJIbKO (YHKIUN, MX HHOTAA TPYIHO
pa3AeIuTh MEXy COOOM;
4) Bce Ha3BaHHBIE BBIIIE MPUUYHHBI.
3. 9T pyHKIHH 0083aTEJILHO €CTh Y BCeX JOKYMEHTOB, HO B PA3HOM COCTaBe KaK aKTyaJbHOe
AonoiHeHue Apyrux ¢pyHkuuii. OHM BO3HHKAIOT Y JOKYMEHTAa U MOTYT MEHATHCS B 3aBUCUMOCTH OT
ycaoBui (GYHKIMOHMPOBAHHS JOKYMEHTAa, OTPAXKAKT Pa3HOO00pa3Hble KOHKPETHbIE MOTPEOHOCTH




CrpyKTypHBIi
JJIEMEHT

KOMIICTCHIIN

[Tnarupyemblie pe3ynbTaThl
oOy4eHus

O1neHOYHBIC CPEACTBA

001mecTBa HJIM OTAECJIBHOIO €ro Y4ieHa.
1) obmue;
2) crieMalibHbIE;
3) ynpaBieHUYECKHE;
4) reloHUYECKHE.

4.Kak Ha3biBaeTcsi (PyHKIMSA JOKYMEHTOB, B KOTOPBIX OTPa’KeHbI: CO3JaHHe OPraHM3aLMH,
YCTaHOBJIEHHE ee CTPYKTYPbI, IITATHOH YMCJIEHHOCTH; perJiaMeHTAMA AeATeJbHOCTH H KOJIN41eCTBO
CTPYKTYPHBIX IOApa3e/ieHuii U pa00OTHUKOB; pe:KUM padoThl U T.1IL.?

1) npaBoBasi;

2) pacnopsiAuTeNbHAas;
3) KOHTpoOIIS;

4) opraHu3zaioHHasl.

5. Eciu 10KyMeHTBbI Ha3bIBAKOTCH «IPHKA3», «pPelleHHe», «IMOCTAHOBJIEHHE», «yKa3aHue»,
«PacCNOpsIZKeHNE», TO OHU BBINOJIHAOT (WJIM BBIIOJIHSAJIM paHee) PyHKIHIO ...

1) mpaBoBY10O;

2) pacHnopsAUTENBHYIO;
3) KOHTpoOIS;

4) opraHu3aIMOHHYIO.

6. JDra ¢QyHKOMA CBOHCTBEHHA JOKYMEHTaM, B KOTOPbIX /UIA 3amucH HWH(OpManuu
HCIOJIB3YIOTCS Pa3jinyHble IPHeMbl M CHCTeMbl TaiiHonucH, kpunrorpaguu. Takxe ocod0eHHOCTBHIO
TAKMX JOKYMEHTOB SIBJISIETCSI OTPAHUYEHHE B 10CTyNe K MH(popmanum.

1) cratuctuueckas;

2) MOJUTUYECKas;

3) 3auuThl HHGOPMAIUY;
4) KOTHUTUBHASL.




CrpyKTypHBIi

IInanupyemslie pe3ysbTaThl

JJIEMEHT Onenounsle cpencTaa
KOMIIETEHIIUU 0byuenus
Ymeth Onpenensrsb (GyHKIHIO IIpakTnyeckoe 3a7aHue HA IK3aMeHe:
YIIPaBIEHYECKOTO - OIpEACINTh THII JIOKyMEHTa 10 ero CBOMCTBaM (opuruHan/Konus;
JOKYMEHTA NOTUHHBIN/ (hanbcuUIIUPOBAHHBIH );
- ONPEAEIUTh CHELHUATbHYIO (DYHKIIUIO TOKYMEHTAa;
- OIPEJEINUTDH CIOCOO TOKYMEHTHPOBAHMSL.
Bnaners MetoaaMu uaeHTH(ukanuu | OnpenenuTs BUOBOM COCTaB JOKYMEHTOB JAAHHOW 3MOXH. BbInucaTe Ha3BaHMs BHJIOB JIOKYMEHTOB IO
GbyHKIMK  yrpaBlieHYeCKHX | ri1aBaM (cTonOubl 2 u 4), a 3aTeM, Moib3ysch «KpaTKuM ciioBapeM BHIOB U PAa3HOBUAHOCTEH JOKYMEHTOBY
JOKYMEHTOB 1974 r. (cm. Xpectomartus K pazzaeny 1) u «I'eHepalbHbIM PErylaMeHTOM», paclpeieInTh YKa3aHHbIE BUIbI
¥ Pa3HOBHUIHOCTH JIOKYMEHTOB 1O cepaM rocylapcTBEHHON AEATEIbHOCTH. 3aHECTH JIaHHBIC B TAOJIHUILY.
JlaTb TOJIKOBaHME BBIIMCAHHBIM BHJAM M PAa3HOBUIHOCTSIM JAOKYMEHTOB, IOJbL3YSACh «KpaTKuM ciioBapeM
...»(crosber 3).
HaumenoBanue [Bun IjCJIOBapHOC ompenejseHue Buaa u|CcblIKa Ha
chepnl PA3HOBHMIHOCTDH JOKYMEHTAPA3HOBH/IHOCTH JOKYMEHTA NnojrjiaBy B
roCy/1apCTBeHHOM «Kparkomy ciaoBapio BuaoB Hj«I'eHepagbHOM
NeATeJIbHOCTH pa3HoBHHOCTell 10KyMeHToB»(1974)periamenTe»
1720 r.
1 2 3 4
MK-25 BJIa/IeHHeM HAaBbIKAMM MOJATO0TOBKH YNPaBJIeHYeCKHX IOKYMEHTOB U Be/leHUs /1e10BOM
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CrpyKTypHBIi

IInanupyemslie pe3ysbTaThl

JJIEMEHT OneHouHble CpeCTBA
oOy4eHus

KOMITETEHIINH

3HaTh CTIIOCOOBI Bonpocsl k 3k3ameny
JOKYMEHTHUPOBAHMUS, 1. IloHsATHE O TOKYMEHTUPOBAHUH, CLIOCO0AX U CPEICTBAX JOKYMEHTUPOBAHMSL.
UCTIOJIb3yeMbIe B | 2. TpaaguLIMOHHBIE METOABI IOKYMEHTHPOBAHUSI.
yIIpaBJIEHYECKO 3. TexHOTpOHHBIE METO/Ibl TOKYMEHTHUPOBAHHUS.
NeSITeTbHOCTH; ucroputo | 4. MeToapl TOKyMEHTHPOBAHUS, IPUMEHSIEMBIE B COBPEMEHHOM JIETIONPOU3BOICTBE.
CTaHOBJICHUS crnocob Hroroselii Tect
TOKYMEHTHUPOBAHHS 1. JeiicTBMe MU COBOKYNHOCTH /eiicTBHIl, MPUMEHsIEMbIX B Mpouecce 3anucu UHPOPMAIUH,
yIIpaBJIEHYECKO Ha3bIBaeTCH...
NEeSATEIbHOCTH; 1) cpecTBOM TIOKYMEHTHUPOBAHMUS;
IIPEUMYIIECTBA U 2) cnoco0oM JOKYMEHTUPOBAHMS;
HEJIOCTaTKH croco0oB 3) cucteMoi 10KyMEHTAalHH;
JTOKYMEHTHPOBaHUS, 4) METo10M TOKyMEHTHPOBAHUS.

IIPUMEHSAEMBIE B JIEJIOBOM
JESATEIbHOCTH

2. YKa:KuTe, UTO BKJIIOYaeT B ce0sl cuCTeMa IOKYMEHTHPOBAHHUS.
1) MeTo1 JOKYMEHTUPOBAHMS;
2) BUJBI JOKYMEHTOB;
3) cpencTBa TOKyMEHTUPOBAHMUS;
4) MmaTepuaIbHbIi HOCUTEIh HHPOPMAIIH.
3. Cnocod HaHeceHHSI SI3BIKOBBIX 3HAKOB H 3HAKOB-H300pakeHHl Ha IOBEPXHOCTH
MATEepPHAJIbHOI0 HOCUTEJIS IIPH NOMOIIY OPITEXHUKHU HA3BIBACTCH...(0meem 3anucams cio6amu)
Hauepmamenvuwii
4. IlpapoguteneM MATPHYHBIX MATEPHAJBLHBIX HOCHTEJeH SABJIACTCH CJACAYIOIMI crnocod
AOKYMEHTHPOBAHHUS. ..
1) HauepTaTeNbHBIH;
2) SNEKTPOCTATHIECCKU;
3) nepdopupoBanue;
4) nazepHbIN.




CrpyKTypHBIi
JJIEMEHT

KOMIICTCHIIN

[Tnarupyemblie pe3ynbTaThl
oOy4eHus

O1neHOYHBIC CPEACTBA

S. Ilpoposxute gpasy: «Tpaduyuonnvie cnocodbvl 0OKYMEeHMUPOBAHUA NPEOCHABIEHL. . )
1) HauepTaTeNTbHBIM CIIOCOOOM;
2) BbICEKaHUEM;
3) 1OKyMEHTHPOBAHHUEM Ha MUIIYIIEH Mall1HE;
4) MexaHMUYECKOH 3aIUChIO.
6. KTo m xoraa BnepBble OCYyHIeCTBHJ He TOJBKO 3allUCh, HO M BOCIPOM3Be/leHHe 3BYKa ¢
MaTepUaTbHOI0 HOCUTEJIsA?
1) B 1804 r XK. Xakxkap;
2)B8 1807 r. T. IOHT;
3) B 1857 r. CkorT;
4) B 1877 r. T. DnucoH.
7. Kakoii cnoco0d BrepBbie NMO3BOJIHI 3aMe4YaT/ieTh 00beKTHBHYI0 BH3YaIbHYI0 HH(popManuio
Ha MaTepHaJILHOM HOocuTeJe?
1) pucoBanue;
2) XUBOIIHCB;
3) BBDKUTAHHE;
4) GOoTOXUMUYECKUH.

VYMmeTs

BBIOMpATh croco6
JTOKYMEHTUPOBAHMS B
pPa3HBIX CUTyalUsX JEJIIOBOU
JeATeNbHOCTH

4. U3yuutp Temy «CnocoObl U cpeicTBa AOKYMEHTUpOBaHUs» No yuyeOHoMy nocoduto H.C. Jlappkosa.
«loxymentoBenenue» (He panee 2006 r. mzmanus). CoctaBUTh KOHCHEKT 4-if «CmocoObl U cpencTBa
JIOKYMEHTHUPOBAHUS»

IIpakTHYeckoe 3a1aHHe HA IK3aMeHe:

- OTIPENICTTUTh THII JIOKyMEHTa o ero CBOICTBaM (opuruHaN/KOMNS;
NOUTMHHBIN/ (hanbcupUIMPOBAHHBIH);

- OTNIPEACIIUTDH CTICIHATBHYIO (DYHKITHIO IOKYMEHTA;
- OIPEJENUTh CIOCO0 TOKYMEHTUPOBAHHUS.




CrpyKTypHBIH [Tnanupyembie pe3yabTaThl

JJIEMEHT OneHouHble CpeCTBA
KOMIIETEHIIUU 0byuenus
Bnagers TpaJULHOHHBIM u | Onpenenuth BUAOBOM COCTaB JOKYMEHTOB JAHHOM AMOXH. BeimucaTe Ha3BaHMs BUAOB JOKYMEHTOB IIO
TEXHOTPOHHBIM ~criocob6aMu | riaBaMm (CTonOubl 2 U 4), a 3aTeM, 10Jb3ysch «KpaTkuM ciioBapeM BUJIOB U Pa3HOBUIHOCTEH TOKYMEHTOB)
JOKYMEHTUPOBAHMS 1974 r. (cm. Xpectomatus K pazzaeny 1) u «I'eHepalbHBIM PErIaMEHTOMY, PACIIPEICIUTh YKa3aHHbIE BUIBI
yIIpaBJIEHYECKO U Pa3HOBHUJIHOCTH JIOKyMEHTOB IO cepaM rocy1apcTBEHHON AeATeNbHOCTU. 3aHECTHU JIaHHbIE B Ta0JIHUILY.
NEeSITEIbHOCTH JlaTb TOJIKOBaHME BBINMCAHHBIM BUJAM U Pa3HOBUIHOCTSM JOKYMEHTOB, HOJb3YsCh «KpaTKuM ciioBapeM
..»(cTonber 3).
HaumenoBanue |[Bun IjCJIOBapHOQ onpenenenue Buaa u/CcblIka HA|
cepbl Pa3HOBH/IHOCTH IOKYMEHTAPA3HOBHIHOCTH I0KYMEHTAa No[rJIaBy B
rocy/1apcTBeHHOM «Kparkomy cioBapio BuaoB Hj«I'eHepajbHOM
mesATeILHOCTH pPa3HOBUIHOCTEeH T0KYMeHTOB»(1974)perinamenTe»
1720 r.
1 2 3 4

0) ITopsaaok npoBeeHUs] MPOMEKYTOUHOI aTTeCTAIIMH, TOKA3aTeJIM M KPUTEPUH OLleHMBAHMS:

[TpomesxyTouHas arrecTanus 1no AucuumiInHe «OCHOBBI JOKYMEHTOBEIEHU» BKIIIOYAET TEOPETUUECKHE BOIPOCHI, O3BOJISIOIINE OLIEHUTh YPOBEHb
YCBOEHHS 00yYarOIMMUCS 3HAHUM, W MPAKTHYECKUE 3aJaHUs, BBIIBISIONINE CTENEHh CPOPMHPOBAHHOCTH YMEHUH W BJIaJCHHIA, TPOBOIUTCS B (hopme
9K3aMeHa U B popMe BBITOJIHEHHSI KOHTPOJIbHOM paboTsl. JuddpepeHnnpoBanHas OLeHKa BBICTABISIETCS B COOTBETCTBUHU C CO CIEAYIOUIUM MPOLEHTHBIM
COOTHOIIIEHHEM OT BHIITOJIHEHHOTO 00beMa MPAKTHUECKUX 3aJaHUH TEKYIIINX H UTOTOBBIX TECTOB:

65-74 % — «ynoBieTBopuTesnbHOY (3 Oana)
75-90% - «xoporro» (4 6ama)
90-100% - «oTnuyHOY (5 6amIoB)
— Ha OIIEHKY «HeYy/J10BJIETBOPUTEILHO» (2 Oamura u 1 6amn) -64,9%
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DK3aMeH M0 JaHHON JUCLMILTUHE MPOBOAUTCA B YCTHOHM (hopMe MO 3K3aMEHAIIMOHHBIM OMieTaM, KaxX/Iblil U3 KOTOPBIX BKIIIOYAET 2 TEOPETHUUECKUX
BOIIPOCA U OJHO IIPAKTUUECKOE 3a/1aHHUE.

Iloka3aTenu U KPUTEPUH OLIEHUBAHHUS IK3aMeHA:

— Ha OIICHKY «OTJM4YHO» (5 OaysioB) — oOydarouuiics JEMOHCTPUPYET BBICOKHI ypOBEHb C(HOPMHUPOBAHHOCTH KOMIIETEHIIMH, BCECTOPOHHEE,
CUCTEeMaTHYeCKOe U IIyOOKOe 3HaHHE y4eOHOro mMarepualia, CBOOOJHO BBIMOIHIET MIPAKTHUECKHUE 3aJaHUsI, CBOOOJIHO ONEpUpYyeT 3HAHUSIMH, YMEHUSIMU,
MIPUMEHSET UX B CUTYALUSIX MOBBILIEHHOMN CII0KHOCTH.

— Ha OIICHKY «Xopouio» (4 6ania) — o0ydarouuiicss IeMOHCTPUPYET CPEeHUIN ypOoBEeHb CHOPMUPOBAHHOCTH KOMIIETEHIIHIA: OCHOBHBIE 3HAHUS, YMEHUS
OCBOEHBI, HO JIOIYCKAIOTCS HE3HAYUTEIIbHBIE OMMOKH, HETOUHOCTH, 3aTPYAHCHHUS PU AaHATTMTUICCKUX OTepaIusiX, epeHoCce 3HAaHUN U YMEHUI Ha HOBEIE,
HECTaH/apTHbIE CUTYaI1H.

— Ha OLIEHKY «yJOBJIETBOPHUTEJBHO» (3 Oaia) — 00ydaromuiics 1eMOHCTPUPYET MOPOrOBbI YPOBEHb CPOPMUPOBAHHOCTH KOMIIETEHIIUN: B XO/€
KOHTPOJBbHBIX MEPONPUSATHI JTOMYCKAIOTCS OIMIMOKH, MPOSBIAETCS OTCYTCTBHE OTAEIbHBIX 3HAHWM, YMEHUW, HABBIKOB, OOYYArOIIMICA HCIBITHIBACT
3HAYUTEIbHBIE 3aTPYIHEHUS PU OTIEPUPOBAHNU 3HAHUSIMU U YMEHHUSIMU TIPH UX MEPEHOCE HA HOBBIE CUTYAIIMH.

— Ha OIICHKY «HeY/JA0BJIETBOPUTEIbHO» (2 Oaina) — oOydaromuiics 1eMOHCTpUpPYET 3HaHus He Oonee 20% TeopeTUyecKoro Marepuana, AoMycKaeT
CYILIECTBEHHBIC OMMOKHU, HE MOXKET MTOKa3aTh MHTEIICKTYaIbHbIC HABBIKU PEIICHUS MPOCTHIX 3a/1a4.

— Ha OLEHKY «HeYyI0BJIeTBOpHUTeJbHO» (1 Oamn) — oOyuaromuiicss He MOXET IMOKa3aTh 3HAHUS HAa YPOBHE BOCIPOHM3BEACHHUS U OOBSICHEHUS
nH(pOpMAaLIUY, HE MOXKET MTOKA3aTh HHTEIUICKTYaIbHbIC HABBIKU PEIICHHS MPOCTHIX 33]1a4.



