MUHHUCTEPCTBO HAYKH 1 BBICHIEIO OBPA30BAHMS
POCCHUUCKONM ®EJIEPALN

Desepanbioe rocyapeTsennoe 610/pkeTHoe 00pa3oBaTe/IbHOE YUPEeKICHHE
BbIcLIero 0Opa3zoBaHms
«Marnuroropekuii rocylapeTBeHHbIH TeXHUUYeckuit ynusepentet um. 1M, Hocosay

2\ VTBEPKJIAIO
= Hupexrtop UI'O
T.E. AGpam3on

14.02.2023 r.

PABOYASI ITPOI'PAMMA JIMCIHUTIIIMHBI (MO/TYJI51)

OCHOBbI IOKYMEHTOBE/AEHHA

Hanpagienue noJAroroBku (CrneuuaibHOCTh)
46.03.02 JlokymMeHTOBE/ICHHE U apXHBOBE/ICHHE

HE\HP&BIICIIHOC'I'I) (llpO(I)HJ]b/CIICllH'cUIH‘S'dlUI)I) HpOrpaMMbl
AOK)'MCI’ITOBCLICHHC U JIOKYMCHTAIlHOHHOC odecricucHue YhpasJCHHs

VpoBeHsb Bbiciiero o0pa3oBanus - GakasaBpuar

dopma obyuenns
ovHast

Mueruryt/ gakysibrer  MHCTHUTYT rymMaHuTapHoro odpasoBaHus

Kadeapa [legarorunyeckoro o0pa3oBaHus 1 JIOKYMEHTOBE/ICHHSI
Kype 1
Cemectp 1

Maruuroropck
2023 ron



PaGouast nporpamma cocrasiena Ha ocHoBe PI'OC BO - GakanaBpuar 1o HarnpasjicHHIC

noarotoBkn 46.03.02 JlokymenroBejienie W apxuBoBeenue (npukaz MunoGpuayku Poccun 01
29.10.2020 r. Ne 1343)

PaGouas nporpamma pacemorpena n ojl00pena na 3aceianny kadepnbl [leaarornueckor
00pazoBaHms 1 JIOKYMEHTOBC/ICHHSI
30.01.2023, nporokoia Ne 5

3as. kadeapoit ()B

Pabouas nporpamma 0,100peHa METOIMUCCKOI KOMHEC)Z'I@J/

14.02.2023 r. nporokos N 6 W
[1pencenarens / T.E. AGpam3son

PaGouas nporpamma cocraBiieHa:

C.C. Bennkanose

Jonent kadeapnt HHOn/L, kanjt punon. nayk & — CJLAuapeesa

Peuensenr:
Ct. mene)pkep (B npombiiiennoctu) [TAO "MMK" 7 o C.A. bestobopo,iosa



JIucr aktyanusanuu padoueii nporpaMmbl

Pabouas nporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanuszanuu B 2024 - 2025
y4eOHOM roy Ha 3acenanuu kadeapsl [lemarormueckoro o0pa3oBaHUs U JOKYMEHTOBEICHHSI

[IpoTtokonm oT 20 . Ne
3aB. kadenpoii C.C. BenukanoBa

Pabouas nmporpamma nepecMoTpeHa, oocyxkaeHa u ogodpena st peanuszanuu B 2025 - 2026
yueOHOM roy Ha 3acenanuu kageapel Ilegarormueckoro oOpa3oBaHus M JOKYMEHTOBEICHHS

[IpoTrokonm oT 20 . Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamMmma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzamnuu B 2026 - 2027
y4aeOHOM roy Ha 3acefaHuu kageapsl [lemarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

[Iporokom ot 20 1. Ne

3aB. kadenpoii C.C. Benukanosa

Pabouast mporpamMma repecMoTpeHa, 00CyKaeHa U 0100peHa s peanusaruu B 2027 - 2028
y4aeOHOM roy Ha 3acefaHuu kageapel [lemarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

[Iporokomn ot 20 1. Ne

3aB. kadenpoii C.C. BenukanoBa




1 Iles1u ocBOEHUSI T CHMUTLTHHBI (MOLYJI51)

- IO3HAKOMHTH CTYJIEHTOB C OCHOBHBIMH MOHSTUSIMU JTOKYMEHTOBEJICHUS KaK HAyKH, €€
HAay4YHBIM MHCTPYMEHTApHEM: OOBEKTOM, MPEIMETOM, METOJAMH HMCCIIECIOBAHMS, KIIOUYEBBIMU
MOHATUSMH,

- pacCMOTpPETh CIEKTP OCHOBHBIX IIPOOJIEM B 00JIaCTH IOKYMEHTOBEICHUS;

- 3aJI0KUTh TEOPETUYECKHE OCHOBBI PAOOTHI C Pa3HOOOPA3HBIMHU JIOKYMEHTAMH B
obmecTBe.

2 MecTo qUCHMIIMHBI (MO1YJIsI) B CTPYKTYpe 00pa30oBaTe1bHOIi POrpaMMbl

Jucuummmaa OCHOBBI TOKYMEHTOBEACHHSI BXOJUT B 00513aTEIbyI0 YacTh Y4eOHOTO TIIaHa
00pa3oBaTeNbHOI MTPOrPaMMBI.

JUis  w3ydeHus  JUCHUIUIMHBI  HEOOXOMuMBI  3HaHUS  (YMCHHsS,  BIJIAJICHUS),
c(hOpMUPOBAHHBIE B PE3YJIbTATE U3yUEHUS TUCIUILINH/ PAKTUK:

st ocBOoeHMsI Kypca HEOOXOAMMBI 3HAHUSA, MMOJYyUYEHHBIE B paMKaX IMOJHOTO CPEIHETO
oOpa3zoBanus no gucuumauHam "Mcropus", "ObmectBo3Hanue", "Pycckuii s3b1k""

3HaHus (YMEHUs, BJIQJICHUs), [TOJIyYEHHbIE NPU U3yYEHUU JAHHOW AMCLUILUIMHBI OyIyT
HEOOXOIUMBI 17151 U3YUYCHHUSI AUCIUILITNH/TIPAKTHK:

JlokyMeHTarmoHHOE 00ecredeHre apXUBHOTO Aeia U HHPOpMaIoHHOM cdepbl B PO

JIMHTBUCTUYECKHE OCHOBBI JIEJIOBOTO MHUChMa

OCHOBBI CEKpeTapCKOro o0CIyKMUBaHUS

MonenupoBaHue CUCTEM JOKYMEHTAIIUN OpraHU3aI[uu

VYyebHas - mpakTHKa 10 TOTYYSHUIO IEPBUYHBIX TPO()ECCHOHATBLHBIX YMEHUN U HABBIKOB,
B TOM YHCJIE IEPBUYHBIX YMEHUI 1 HABBIKOB HAyUYHO-HUCCIIEIOBATENLCKOMN JIEATEIHHOCTH

WudopmanroHHbIe TEXHOJIOTHH B JOKYMEHTOBEICHHH 1 ApXUBHOM JIeJIe
Beenenue B npodeccuto

OCHOBBI apXUBOBEJCHUS

OcHOBBI yIIpaBIlIeHUsI OpraHu3anuen

VY4yeOHas - 03HaKOMUTENbHAS PAKTHKA

JIOKyMEHTOBEICHUE

ApXuBOBECHUE

Opranu3anus 1 TEXHOJIOT U TOKYMEHTAlMOHHOT0 00eCTIeYeHUs yIIPaBIeHUs
CoBpemMeHHas opraHu3alys rocy1apCTBEeHHbIX yupexxaeHuil Poccun
WNudopmannonHoe obecrieyeHne ynpapieHus

OCHOBBI Hay4YHO-HCCIIEN0BATENBCKON AESITEIBHOCTU

3 Komnerenuun odyuaromierocs, opMupyemMbie B pe3yJibTaTe 0CBOEHUS

AUCHHUILUINHBI (MOAYJI5) ¥ IJIAHUPYEMBbIe Pe3y1bTAThl 00y4eHH s

B pesynprate ocBoeHUS AUCHMIUIMHBL (MOIyJsi) «OCHOBBI JIOKYMEHTOBEICHHSD)
oOyyJaronuics J0KEH 00J1a1aTh CICYIOITUMA KOMIIETECHITUSIMH:

KOI[ HHIUKaTOpa I/IH}II/IKaTOp JOCTHIXXCEHUA KOMIIECTCHIITN

VYK-1 Cnoco0eH oCcyIIecTBIATh MOUCK, KPUTUYECKUI aHaIU3 U CUHTE3 HHPOPMAalLlUU, TPUMEHSTh
CUCTEMHBIN MMOAXO0/1 /ISl peIlICHHUs] IOCTaBICHHbIX 3a7a4

YK-1.1 AHanu3upyer 3ajauy, BeIIeIss ee 0a30Bble COCTABISIONINE, pACCMAaTPUBACT
U TpeJiaraeT BO3MOXHBIE BapHaHTHl PEIIEHMs] IMOCTABICHHON 3aaauu,
OLICHMBAsI UX JIOCTOMHCTBA M HEIOCTATKU

YK-1.2 Onpenenser, UHTEPIPETUPYET U PAHXUPYET HHPOPMAIUIO, TPeOyeMYIO JUIs
pellieHnss MOCTaBICHHON 3a/ay; OCYLIECTBIISIET MOUCK MHGOpPMAaIUU T10
Pa3JIMYHBIM THIIaM 3aIIPOCOB




YK-1.3

ITpu 06padoTke nHGOpMaIK OTIINYAET (PAKTHI OT MHEHUH, MHTEPIIPETALHIHA,
OLICHOK, (hopMHpyeT cOOCTBEHHbIE MHEHHUS U CY)KICHUS, apryMEHTHUPYET
CBOY BBIBOJIbI M TOUKY 3PEHUS

OIIK-1 Criocoben mpuMeHsTh Ha 0a30BOM YPOBHE 3HAHHUSA MCTOPHUYECKUX HAYK MPH PEIICHUH
3a1a4 B cdepe cBoeH MpodeCCHOHANBHON JICSITEIbHOCTH;

OIIK-1.1 3HaeT MCTOPUI0O W COBPEMEHHYIO OpraHU3alMi0 CHUCTEMbI OPraHoB
rOCyJJapCTBEHHOW BJAacTM U ymnpasieHuss B P®, opraHoB MeCTHOro
CaMOYIIPaBJICHUS U OPTaHU3alUN

OIIK-1.2 Brnageer HaBbikaMu Moucka ¥ O0TOOpa UCTOYHUKOB, KOTOPbIE Ba)KHBI JJIs

KOHKPCTHO-UCTOPUICCKOT'O HUCCICI0OBaHUA C Y4eTOM OCHHOCTHU
JOKYMCECHTAJIbHOI'O KICTOYHHUKA KaK YaCTH UCTOPHUYCCKOI'O HACTIEAWA U aKTHBa

OopraHu3anuu




4. CTpPyKTYpa, 00bEM U coiepKaHue TUCIMIINHBI (MOIYJIs)
OO0mmast Tpy1I0eMKOCTh AMCIUILINHBI COCTaBisieT 3 3aueTHhIX enuHul] 108 akan. gacoB, B TOM
qHUCIIe:
— KOHTaKTHas pabora — 61,2 akas. yacos:
— aynuTopHas — 54 akaJ. 4acos;
— BHEAyAUTOpHAS — 7,2 aKaJl. 9acoB;
— camocrosTenpHas padora— 11,1 akaz. yacos;
— B (hopMe nmpakTuyeckoit moaroroBku — 0 akaj. yac;
— MOJTOTOBKA K dK3aMeHy — 35,7 akaj. yac

dopma arTecTaluy - SK3aMEH

AynutopHast 3 =
o | xonraxTHas pabota E 3 Dopma TeKyILEero
Pa3pen/ tema 3 (B axan. wacax) g E‘ Bz . KOHTPOIIA Kon
S 8 © | camocrosTensroii | ycneBaemocty u
JIMCLIUTIIAHEI 3 E s ., | xoMnereHnum
@) g £ paboThI TIPOMEKYTOUHON
Tlex. mab. | mpaxr. =g aTTeCTaluu
3aH. 3aH. O &
1. PA3JIEJT 1.
JOKYMEHTOBEJJEHUE KAK
HAVKA
TToBTOp
JIEKIUOHHOTO
TEOPETHYECKOTO
Mmarepuaa,
HOJrOTOBKA K
TEKyIEeM YK-1.1, VK-
1.1 1. Ponp moxymeHTa B yiemy [Ipaktuueckoe :
TECTUPOBAHMUIO, 1.2, YK-1.3,
JKU3HU YesoBeKa u| 1 2 5 1 HATHCAHIE 3aganue Nel OIK-1.1
ob1ecTBa Tect k pazneny 1 .
COUMHEHMUSI- OIlK-1.2
paccyXIeHus Ha
TEMY
«JlOKyMeHT B
KM3HU 00IIecTBa
1 4eJIOBEeKay




1.2 2 Hcrounuku
JIOKYMEHTOBETUCCKUX
HCCIIeIOBAaHUH

6/211

3,4

IToBTOp
JICKIITMOHHOTO
TEOPETUICCKOTO
MaTepHana,
MOJITOTOBKA K
TEKyIEMY
TECTUPOBAHUIO,
MOJI'OTOBKA
0030pa o
MEPUOTTUYECKIM
W3JIaHHUSM B
obacti
JIEJIONIPON3BOJICTB
a M apXUBHOTO
nema. AHamus
HUCTOPUICCKHX
HUCTOYHUKOB,
COCTaBJICHHE
KOHCIICKTA C
HCIIOJIb30BaHUEM
TIPUEMOB CHKATHS
HCXOJTHOM
HHPOPMAIIH;
pedepupoBanue n
aHHOTHPOBAHHE
Hay4yHOU
JTUTEPATYPHI;
OIICHUBATH U
BBISIBJISITh 00BEM U
Ka4eCTBO
HHPOPMAITUH,
npejiaraeMoi
HWHTEpHET-
HUCTOYHHUKAMU I10
JICTIOTIPOU3BOJICTB
Yy ¥ apXHUBHOMY
Jeny.

[IpakTnueckoe
3aganue Ne2
Tecr k pazneny 1

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

Wroro no pazneny

1121

44

2. PA3JIEN 2.
"MHOOPMAIUS"
"IOKYMEHT"

[TOHATUA

u

21 2.1 [onsTue
«uH(pOpMaLUI» U €€ POJIb B
COIMANBHBIX u
9KOHOMHYECKUX
nporeccax.
Crneuunduyeckue YEepThI
JIOKyMEHTUPOBaHHOM
uH(pOopMaIu

4/1,751

IToBTOp
JIEKIIMOHHOTO
TEOPETUYECKOTO
MaTepHaa,
MOJrOTOBKA K
TEKyIeMy
TECTHPOBAHHIO,
aHau3
JIOKYMEHTAJIbHBIX
HUCTOPHYECKHUX
HCTOYHHUKOB,
MOHSITHHHOTO
amnmapara
HOPMAaTUBHBIX U
MPaBOBBIX aKTOB.
AHanu3 TepMHHA
"undopmarus”.

[IpakTuueckoe
3aganue Ne2
Tecr k pazneny 2

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




2.2 Tloustue "moxymeHT".
[lpm3snaku ©  CcBOMCTBa
JIOKyMEHTa

221

IToBTOp
JIEKIIHOHHOTO
TEOPETH-YECKOTO
Mmarepuana,
IIOJTOTOBKA K
TEKyIeMy
TECTUPOBAHHIO,
YTEHHUE U aHAJIN3
JOKYMEHTAJIbHBIX
HACTOPHYECKHUX
HCTOYHHKOB;
aHanmu3
yHoTpebaeHus
TEPMUHOB
(ToOKyMeHT,
Oymara, 1elo, aKr,
JOKYMEHTHPOBaH
Has MHGOpMALUs).

[IpakTnueckoe
3aganue Ne2
Tecrt k pazgeny

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

2.3 OcHOBHBIE CBOMCTBa
JIOKyMEHTOB

4211

IToBTOp
JIEKIIUOHHOTO
TEOPETHYECKOTO
Mmarepuana,
MOJrOTOBKA K
TEKyIIeMY
TECTUPOBAHHIO.

[IpakTnueckoe
3aganue Ne2
Tecr k pazneny 2

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

Hroro no pazneny

10/5,751

3. PA3JE]I 3. ®VHKIUU
JIOKYMEHTOB U CIIOCOBBI
JIOKYMEHTHUPOBAHUS
COLIMAJIBHO  3HAUYNMOU
MHOOPMAINU

3.1 OyHKUUHN JOKYMEHTOB

1021

IToBTOp
JIEKIIMOHHOTO
TEOPETHYECKOTO
Marepuana,
MOATOTOBKA K
TEKyILIEeMy
TECTUPOBAHUIO,
aHamu3 QyHKIUH
JIOKYMEHTOB.

[IpakTuueckoe
3agaHue 3
Tecr k paznmeny 3

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

3.2 CrocoObl U cpezacTBa
JOKYMEHTHPOBAHUSI

5/4,251

0,7

CocraBnenue
KOHCIIEKTa C
UCTIONb30BaHUEM
MIPUEMOB CIKATHUS
HCXOTHOM
HHPOPMAIHIH;
pedepupoBanue u
AHHOTUPOBaHHE
Hay4HOM
JUTEPATYPHI

[Ipaktuueckoe
3ajaHue 3
Tecr k pazneny 3

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

HWroro no pazneny

15/6,251

1,7

Wroro 3a cemectp

18

36/141

111

OK3aMCH

Hroro no JUCHUIIIINHE

18

36/14U

111

OK3aMCH




5 Obpa3oBaTejibHbIE TEXHOJIOTHH

Marepwuan npeicTaBlieH B CIIEKTpe MPOOJIEMHBIX BOMPOCOB. TeXHOIOTHEH MOHUTOPUHTA
pE3yJbTaToOB 00pa30BaTEIbHOW JEATEIFHOCTH SIBISAETCS JK3aMEH, BBICTABISIEMBIH C Y4ETOM
peiiTMHTa 1O pe3ysibTaTaM CTYACHTOB B Pa3HOOOpPA3HBIX BHUAAX JEATEIBHOCTH — Yy4eOHO-
IIO3HABATEIbHOW, YaCTUYHO-TIOMCKOBOM, penpoxykTuBHON. CoaepikaHue CaMOCTOSATEIbHON
paboThI paccunTaHO Ha GOPMHUPOBAHUE YMEHUH pedeprupoBaTh, COCTABIATH HAyYHBIE 0030pPbI IO
MarepuaiaM NepHOAWYECKUX W3laHul, BKiroudas MHTepHeT-m3ganus npodeccHoHaIbHBIX
HAYYHO-TIDAKTHYECKUX  JKYpHAJIOB €  Ledbl0  (OpMHUpOBaHUS  caMOpa3BUBAIOLICHCS
uH(popManMoHHO-pecypcHOl cpensl. KonrakTHas paborta mpenmosnaraer MH(OpManMOHHO-
KOMMYHHUKAIIMOHHBIE 00pa30BaTelIbHbIE TEXHOJIOTUM — OpraHu3anus 00pa30BaTEIbHOIO
npolecca, OCHOBaHHAas HAa NPUMEHEHHH CIEIHMAIM3UPOBAHHBIX MPOTPAaMMHBIX Cpel U
TEXHUYECKUX CPENICTB paboThl ¢ MHpOpMAMEH, B T.4. JISKIUA-BU3yaIH3aHUd — JEMOHCTPAIHS
y4eOHBIX MaTepHalioB, IPEICTaBICHHBIX B PAa3lIMYHBIX 3HAKOBBIX cucTeMax. [IpakTtuueckoe
3aHATHE B (QOpME TMpe3eHTaluu — MPEJCTAaBICHHUE pE3yJbTaTOB IPOSKTHOW  WIIH
UCCIIEIOBATEIbCKOM JESTENBHOCTH C MCIOJIB30BAaHUEM CHENUAIN3UPOBAHHBIX MPOTPAMMHBIX
cpen.

6 YueOHO-MeTOAUUYECKOE 00eciedeHe CAMOCTOSITeJIbHOH PadoThl 00yYarOImMXCst
[TpexncraBneno B npuiaoxeHun 1.

7 OueHOYHBIE CPeACTBA /1Jisl IPOBeeHHs POMEKYTOUHOI aTTeCTAMH
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYeCKOE H HH(POPMALIMOHHOE O0ecnedeHrue TUCIUIIHUHBI (MOTYJIs1)

a) OcHoBHas TUTEpaTYypAa:

1. lokyMeHTOBeIeHHE | yueOHHK U MPAKTUKYM JUIs akajeMideckoro Oakanaspuara / JI.
A. loponwuHa [u np.] ; mox penakuueii JI. A. JlopoHnHOM. — 2-€ U3 ., nepepad. u gon. — MockBa
: U3natensctBo FOpaiit, 2019. — 309 c. — (bakanasp. Akanemuueckuit kypc). — ISBN 978-5-
534-03053-2. — Tekcr : oamektponnsii //  OBC  HOpaiitr [caiit]. — URL:
https://urait.ru/bcode/433067 (nata obparenus: 16.10.2023).

2. KoxymkoBa, H. B. Crpykrypa nokymenTta. CuHCTEeMBl JIOKyMEHTAIIHH.
YHUGHUUIMpPOBaHHAs CHUCTEMa OPraHU3alMOHHO-PACHIOPSAUTENIBHOM JOKYMEHTAlluU: O0Iue
TpeOOBaHUs K COCTABICHUIO U odopmiieHHIO : yueOHoe mocodue / H. B. Koxymkosa ; MI'TY. -
Marnuroropck : MI'TY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3arn. ¢ Tutyin. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/112
9973/2334.pdf&view=true (mara oOpamenus: 04.12.2023). - Makpooowbekt. - Tekcr
3NIEKTPOHHBIN. - CBefieHus noctynHel Takke Ha CD-ROM.

0) lomotHuTeEIBLHASI TUTEpaTypa:

1. Baitboponosa, JI. B. Metomosmorusi 1 METOAbI HAYYHOTO MCCIIEIOBAHUS . yaeOHOE TT0-
cobue st OakanaBpuara u Maructpatypsl / JI. B. baitboponosa, A. [1. YepHsBckas. — 2-e u3z.,
ucnp. u jgon. — Mocksa . UznarensctBo FOpaiit, 2019. — 221 ¢. — (bakamaBp u mMarucrp.
Axanemuueckuii kypc). — ISBN 978-5-534-06257-1. — Texkcr : anekrponnsiii // O5C IOpaiit
[caiiT]. — URL:https://www.biblio-online.ru/bcode/437120 (nata o6pamenus: 11.10.2023)

2. KazakeBuu, T. A. JlokymeHToBeaeHue. JlOKyMEHTAIlMOHHBIN CepBUC : YYEOHHK U
NpPaKTHKYM JJIs TpukiagHoro 6akanaBpuara / T. A. Kazakeuu, A. U. Txkanuu. — 2-e u3 ., ucmp.
u jomn. — Mockaa : M3narensctBo FOpaiit, 2019. — 177 c. — (bakanasp. Ilpuknannoii kypc). —
ISBN 978-5-534-06273-1. — Texkcrt : anekrponnbiii // 9B5C FOpaiit



[caiiT]. — URL.: https://urait.ru/bcode/437480 (nata oopamienus: 16.04.2023).

3.Moremkuna, M. H. OCHOBBI HCCIEIOBATENBCKOW NEATEIBHOCTH . Yy4eOHO-
meroaunyeckoe mocobue / M. H. IMoremkuna ; MI'TY. - Maruutoropck : MI'TY, 2018. - 1
anekTpon. ontr. jguck (CD-ROM). -  3arn. ¢ turyn. oaxpama. - URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/152
7742/3739.pdf&view=true (nara obparenus: 27.12.2023). - MakpooObeKT. - TeKCT : 3JIeKTpOH-
HBIH. - CBeneHus noctynHsl Takxke Ha CD-ROM.

B) MeToanyeckne yKazaHusi:

CamocrosiTenbHas padoTa CTyIeHTOB By3a : npakTukyM / cocraButenu: T. I'. Heperuna,
H. P. Ypazaesa, E. M. PazymoBa, T. ®. OpexoBa ; MarHuTOropckui roc. TEXHU4ECKUM YH-T UM.
I'. 1. Hocoga. - Maraurtoropck : MI'TY um. I'. UI. Hocosa, 2019. - 1 CD-ROM. - 3arn. ¢ TuTyn.
JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/153
0261/3816.pdf&view=true (mara obpamienus: 28.09.2023). - MakpooObeKT. - TEKCT : 3IeKTPOH-
HBIH. - CBenenus noctynusl Takke Ha CD-ROM

Mertoauueckue yKa3aHUsl 10 BBIMOJHEHUIO JOMAalIHUX 3aJaHuid MPEJICTaBICHBI B
TMovnoxenvn 1 x PTTJT

r) [Iporpammuoe obecneuenue u UnTepHer-pecypcebi:

IIporpammHoe o0ecnieueHue

HaumenoBanue .

10 Ne orosopa Cpok neiicTBUS JIULEH3UH
MS Oﬁ.lce 2007 Ne 135 o1 17.09.2007 0eccpouHo
Professional
7Zip CBOOOJIHO 0ECCPOUHO

HpO(l)eCCI/IOHaJII)HbIe 0a3bl JAaHHbIX I/Il—[q)OpMaIll/[OHHble CIIPaBOYHLIC CUCTEMbI

HasBanue kypca Cchuika
DnektpoHHbIe pecypchbl oubarorekn MI'TY |https://magtu.informsystema.ru/Marc.html?local
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VY4eOHble ay TMTOPUH U1 POBEACHUS AUCTAHIIMOHHBIX 3aHATUH JIEKIIMOHHOTO TUIIA!

CTOJI KOMITBIOTEPHBIH, CTOJ MUCBMEHHBIM, CTyl O(UCHBIN, TOKyMeHT-kamepa Epson,
ucrounnk OecrepedoitHoro nutanus POWERCOMIMD-1500AP, kamepa BBICOKOTO
paspelIeHus, KOMITBIOTED MEePCOHAIbHBIN (TuH 6), mpoektop ViewSonicPJD7526W, cnivkepdon
nacronbHbiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akyctuueckas
HACTOJIbHAS, CTEepeorapHuTypa (MHUKPO(OH C IIYMOIMOAaBICHHEM), dKpaH HacTeHHbIH Digis
Optimal-C MW DSOC-11032*2

Y4eOHble ayAUTOpUHM JUISI TMPOBEACHUS MPAKTUYECKUX 3aHSATUW, TPYMIOBBIX U
WHAUBUAYAIbHBIX KOHCYJIbTAIMMA, TEKYIIETO KOHTPOJIS U IPOMEXYTOUHOMN aTTECTAIINU:

CTOJI KOMITBIOTEPHBIH, CTOJI MUCBMEHHBIM, CTyl OQUCHBIN, JTOKyMeHT-Kamepa Epson,
ucrounnk Oecriepedoitnoro nuranus POWERCOMIMD-1500AP, kamepa BBICOKOTO
paspelIeHus, KOMITBIOTEp MePCOHaIbHBIN (ThH 6), mpoektop ViewSonicPJD7526W, cnivkepdon
nacronbHbiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akyctuueckas
HACTOJIbHAS, CTepeorapHuTypa (MUKPO(OH C MIYMOINOAABICHHEM), SKpaH HAcTeHHBIHDIQIS
Optimal-C MW DSOC-11032*2

[Tomenienus 1u1st CaMOCTOATENBHONU pabOThl 00YUaIOIIMXCS: IEPCOHATBHBIE KOMITBIOTEPHI
¢ makerom MS Office, Bbixo0m B IHTEpHET 1 C AOCTYIIOM B 3JIEKTPOHHYIO HH()OPMAIIHOHHO-
00pa30BaTeNIbHYIO0 Cpely YHUBEPCUTETA.

[Tomemenne s XpaHeHUsT U NPOPUIAKTHUECKOTO OOCIY)KMBaHHUS y4eOHOrO
000pyIOBaHUS: CTEIUIAKH U XPAaHEHUS yueOHO-HATJISHBIX TOCOOUI U y4€OHO-METOINYECKON
JIOKYMEHTaI1H.



Hpuioxenne 1
Y4eOHO-MeTOANYeCKOE 0O0ecTieYeHne CAMOCTOSITeIbHON padoThl 00y4Yaromuxcst

PA3JIEJI 1. JOKYMEHTOBEAEHUE KAK HAYKA

Ilpakmuueckoe 3ad0anue Nel

1) NO3HAKOMHUTHCS C AKTYaTbHBIMU HCTOYHHUKAMU, COJICPIKAIINE CTHXHIHHO-CIIOKUBILIUECS
HOPMBI U IIpaBuja paboThl C JIOKYMEHTAMM;

2) HayuyuThCS COCTaBIATH OO30pBI IMyOJUKAalMK HAa OCHOBE HAYYHO-TIPAKTHYECKHX
JKYpPHAJIOB 1O I€TIONPOU3BOJICTBY U APXUBHOMY JIEINY;

3) no3nakoMuthes ¢ «I'eHepanbHBIM periameHTom» 1720 roma m «Kpatkum ciioBapem
BUJIOB U Pa3HOBUHOCTEHN JOKYMEHTOB» 1974 r.;

4) peKOHCTpYyHpOBaTh COCTaB CHUCTEM YIpaBlieHYeCKOW JoKyMmeHTauuu [leTpoBckoit
AIOXH.

1. TIpoananu3upoBaTh KOMIUIEKT TOJOBOM MOMMUCKU (TIEYATHBIA WM DIEKTPOHHBIH

pecypc B cetu VHTepHET) OIHOTO M3 KYpPHAJIOB, YKa3aHHBIX B CIUCKE, 3a JIIOOOUW TOj U3 MATH
MOCITIEAHUX.

1. [aTb XapaKTePUCTUKY TEMATUKK CTaTell U MaTepuanos KypHana. OpueHTUPOoBaTbCA Mo
KJI0YeBbIM C/I0BaM, 3aro/IoBKam CTaTei.

2. YCTaHOBUTb, UMEET /1N }KypPHaN CBOW caT B ceTu MHTepHeT (yKa3aTb) 1 npegnaraet au
OH 3/IeKTPOHHYIO BepCuto (apXmB) CBOMX BbIMYCKOB.

3. Monb3yack CNPaBOYHbIMU AAHHbBIMM ¥KYpPHana, AaTb OOLLYIO XapaKTePUCTMKY aBTOPam
ctatel (ykazatb PO, mecto paboTbl M A0NXKHOCTL). Caenatb BbiBOA, 06 aBTOPAX KYPHaIbHbIX
ny6AnKaumm.

4, CoCTaBUTb KOHCMEKT 0A4HOM U3 cTaTel (Ha Bbibop). O6bemMom CTaTbU A0/KEH BbITb He

MeHee 3-X }KyPHa/IbHbIX CTPaHWL,
Memoouueckue pexomenoayuu

AHanmM3 KOMIUIEKTa TOJOBOM MOJMUCKH BBIOPAHHOTO KypHaja CIEIyeT MPEICTABUThH 6
6uode céA3H020 mMeKcma, B KOTOPOM OyAyT OTpa)keHbl OTBEThI Ha BCE MOCTABJICHHBIE BHIIIE
BOIIPOCHI, J1U0O 6 ude madauywl.

MHorue w3 NEPEUYMCIEHHBIX HHWXE JKYPHAJIOB IIPEIACTABICHBl B apXMBax Ha
COOTBETCTBYIOIINX KYPHAIbHBIX CalTax.

B ornenke maHHOrO 3afaHusi OCHOBHOE BHHMAaHME YAENSETCS CIMOCOOHOCTH CTYJIEHTOB
YBHUJIETh, C OJHOW CTOPOHBI, TUIIMYHOE U XAPAKTEPHOE ISl JAHHOTO UCTOYHHMKA, C IPYTrOM, ero
OCOOCHHOCTH | MPEUMYIIECTBA.

IIpr cocTaBlieHMM KOHCIEKTAa KYypPHAJIbHOM CTaThbH OLIEHUBAETCS YMEHHUE CKUMATh
UH(}OPMAIIHIO, OCTABIISAS KIIOYEBbIE MOMEHTBI TEKCTa; COCTABMIATH KOHCIEKT OT 3-TO JIMIIA UK B
0e311uHOM popme, ecii aBTOpOM CTaThU ObLI BhIOpaHa (hopMa Juajiora ¢ YUTATEIIEM.

Nroroseii BBIBO/JI o030pa MOXET CoZIepKaTh PEKOMEHJALIUIO
HAYMHAIONIUM JOKYMEHTOBEJaM IO BO3MOXXHOCTSIM HCIIOIb30BaHUsI MHGOPMAIIMU U3 JTaHHOTO
HMCTOYHUKA.

Cnmcok ;KypHaJ10B
«[Jenonponssoacteoy,
«[1enonpon3BoACTBO M AOKYMEHTOOOOPOT Ha NPeANPUATUNY,
«OTeyecTBeHHbIEe apXMBbI»,
«BeCTHUK apxuBucCTa»;
«CeKpeTapckoe geno»,
«XOpOLLNI CeKpeTapby,
«CeKpeTapb-pedepeHT»,
«CnpaBOYHMK cekpeTapa U opuc-meHeaKepa»,
«CoBpeMeHHbI opUC-MeHeaKep»,
«YnpaBaeHve NepcoHasoMy,
«Kagposoe geno»,
«KapgpoBsas cnyxbay,

LoONOULRWNE
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http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=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

13. «KaZpoBuK»,

14. «CrnpaBoOYHUK KapoBUKa»,

15. «Kagpbl npeanpuaTna»;

16. «MeHeaXMEHT 1 Kagpbl»,

17. «Hay4yHo-TexHn4YecKaa MHGopmaLuma»,
18. «bnbnuotekoBeaeHme.

2. Ilpounrtars «I'enepanpubiii permamenT» 1720 r.(cm. Xpecromatus K pasueny 1).
Onpenenutsb, Kakue cepbl TOCYIaPCTBEHHOMN IeATENBHOCTH, 0 MHEeHHUIO IleTpa I, HeoOxoaumo
ObUIO  yHoOpsSAOYMBaTHL C MOMOUIbIO JOKYMEHTOB? Beimucars cdepbl TrocyaapCcTBEHHOM
JesTeNIbHOCTH B Tabnuiy (cM. @opma tabnuibl, cronbder 1).

Onpenenuth BUAOBOM COCTaB JIOKYMEHTOB JIaHHOM »3moxu. BeimucaTte Ha3BaHUS
BUJIOB JJOKYMEHTOB IO TJ1aBaM (CTOJ01BI 2 U 4), a 3aTeM, MoJab3ysach «KpaTkuM ciioBapemM BUJIOB
U pa3HOBUAHOCTEH AOKyMeHTOB» 1974 r. (cm. Xpecromarust k pazzaeny 1) u «I'eHepaibHbIM
pErIaMeHTOM», PAaCIpeNeInuTh YKa3aHHbIE BHUJbl U Pa3HOBUAHOCTH AOKYMEHTOB IO cdepam
rOCyJIapCTBEHHOM JESITeIbHOCTU. 3aHECTH JIaHHBIEC B TAOIUILY.

JlaTb TOJKOBaHUE BBINMCAHHBIM BUAAM M PA3HOBUJHOCTSAM JOKYMEHTOB, IOJIb3YSCh
«Kpatkum crnoBapem ...»(cronberr 3).

HaunmenoBa Bua u CJoBapHoe onpeesienune Ccebla
Hue cdepbl Pa3HOBHIHOCTH 10KYMe BU/IA U Ka Ha IJIaBy
rocy1apcTBeHHOit HTA Pa3HOBHIHOCTH JIOKYMEHTA MO B
AeATeJILHOCTH «Kpatkomy cioBapio BuoB u | «['eHepajibH
Pa3HOBUIHOCTEH JOKYMEHTOB( oM
1974) perjiamMeHTe»
1720 r.
1 2 3 4

TecT K pasgeny 1

1. YKaxKute BepHoe npogomKeHue ¢ppasbl: 3aKoH 00KYMeHMAayUuOHHO20 0GhOpMAEHUA COYUASbHO
3Ha4yumelii cobbimuli deilicmeyem ...

TONbKO A8 0dULMANbHbIX FOCYAAPCTBEHHbIX COBbITUS;
TOJIbKO A1 06L,EeCTBEHHO-NO/IUTUYECKUX COOBbITUI;
cyrybo 4na NUYHbIX, ceMerHbIX cobbITUiA;
4. pna nobbix cobbITUI, 3HAYMMBIX 418 OTAE/IbHOIO YeIoBEeKa UK Fpynibl AH04EN.
2. [eiictBuA YenoBeKa (C NOMOLLbIO TEXHUKU UK APYIUX CPEACTB) NO 3aHECEHUIO 3HAUUMOI

wn e

MHpOPMaLMKN Ha MaTepUanbHbI HOCUTENb Ha3biBaeTcA

nHbopmaTmsaumen;
OOKYMEHTUPOBAHUEM;
OOKYMeHTaUMOHHbIM obecneyeHnem ynpasaeHus;
4. penonpousBoACTBOM.
3. [locNOBHO € NaTblHU CNIOBO «40KYyMeHT» (documentum) o603Hauaert:

wnNe

3anucb, NUCaTb;
bymara;
Aorosop, 0653aTeNbCTBO;

4. nNUCbMeHHOe CBMAETeNbCTBO, 0bpasel,.
4. NMoHATHE «AO0KYMEHT» ABNAETCA...

wnNe

1. 06bEeKTOM AOKYMEHTOBEAEHUS;


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

2. npegmMeTom AOKYMEHTOBeAEeHUS;
3. Uuenblo 4OKYMeHTOBeAeHUs;
4. WNCTOYHMKOM [OKYMEHTOBeAEeHMA.
5. BpemeHeM BO3HMKHOBEHUA NePBbIX AOKYMEHTOB MOXHO CUUTATb 3MOXY:

1. 5500-3300 r. go Hawem 3pbl;
2. 20 TbIC. neT Ha3ag,
3. 988r. (KpeLieHue Pycu 1 noaBaeHUe cnaBAHCKON MMCbMEHHOCTU);
4. cpepHeBEKOBbE.
6. Monb OTne —370:

aBTOp NepBoro y4ebHMKa NO JOKYMEHTOBELEHMIO;
OAMH U3 OCHOBATEIeN HayK AOKYMeHToBeAeHME N MHOOPMATHKa;
YYeHbI, KOTOPbI/ BBEN B 0OMXO0A TEPMUH «AOKYMEHTOBEAEHMEY;
4. y4deHbllA, KOTOPLIV BBEN B 0OUXOA TEPMUH «LOKYMEHT».
7. TeHpgeHUMA ynoTpebnATb TEPMUHDI «aenoBan bymara», «akT», «4eno» B PyCCKOM A3blKe BMECTO

wnN e

C/10BaA « AOKYMEHT» COXpaHANaCb:

0o 1720r.;
0o XIX BeKa;
[0 20-x rr. XX B.;
4. po 30-xrr. XX B.
8. TunuuHblie PyHKUUM MeHe[KMEHTA OTPaXKeHbl B NOHATUM:

wnN e

1. ynpaBneH4yecKkas cucTema AOKYMEHTALMS;
2. OpraHuW3auMOHHO-NPaBOBasA AOKYMEHTaLMUA;
3. ¢uHaHCcoBas fOKYMeHTaLus;
4. yHUPUUMPOBAHHAA LOKYMEHTALMA.
9. CoBpemeHHas yHMPULMPOBAHHAA CUCTEMA AOKYMEHTALMM YUTEHA U CUCTEMATU3UPOBAHA B...

ORvY[;
cTaHgapTax ISO;
noctaHosneHnax UMK n CHK;
4. «leHepanbHoMm pernameHTte» 1720r.
10. Kto unu uto 3actaBun CO BpeMeHeM OTKasaTbCcA  OT TePpMUHA «Aenosas bymara»,

wn e

OPUEHTMPOBAHHOrO Ha MaTepPUasbHbI HOCUTE/b, U NEPENUTU K TEPMUHY K AOKYMEHT»?

OKTAbpbCcKas pesontoums 1917 r.;
TexHMYecKnn nporpecc;
Monb OTne;
4. TMMoctaHosneHue LMK n CHK.
11. HaiipuTe npaBuabHOEe NpoaonKeHue ppasbl «B npoyecce ceaoez2o hyHKYUOHUPOBAHUSA 8

wne

obujecmee 0oKymeHM MoXcem npoxodumb HeCKObKO Cpeod — 0rnepamueHyIo, pempocrneKmueHyio

u...

npodMNaKTUYECKYIO;
NPOrHOCTUYECKYHO;

wnN e

COrNacoBaHWA U YTBEPXKAEHUS;
4, apxuBHOro XpaHeHuA.
12. C Takumu HayKamMmu, KaK apxuBoBegeHue, KHUrosegeHne, 6ubnnorekosegeHue,

6ubnuorpadosegeHue, Teopma MHGOPMaLMK, AOKYMEHTAIMCTUKA, AOKYMEHTOBEAEHUE UMmeeT
o6wmnii/-yo/-ne:

1. uenb



2. 06beKT;
3. npegmer;
4. 3apauum.
13. CoBOKYNHOCTb NPUEMOB U onepauuii NO3HAHUA U NPaKTUUECKO AeATeNIbHOCTU UK cnocob

AOCTUXKEHUA onpeaesieHHbIX pe3ybTaToB B NO3HAHMUU U NPaAaKTUKe Ha3biBaeTcA...

cpeacTBom;
cnocobom

wnN e

MEeTOA0M;
4. obbeKTom.
14. Ykaxure metoga, Kotopblit HE OTHOCUTCA K meTogam aHann3a TEKCTA A OKYMEHTA.

KOHTEHT-aHanus;
MeTO/, 9KCNepTHbIX OLLEHOK;
meTos GOpMyNAPHOro aHan3a;
4. NWHrBUCTMYECKas sKcnepTusa.
15. K uncny obuweHayyHbix metoaos HE OTHOCUTCA:

wnN e

CUCTEMHDIN;
MOLENNPOBaHNSA;
HabnogeHusn;
4. KOHTeHT-aHanus.
16. BaxkHeililwnm obLweHay4YHbIM MEeTO40M A1 AOKYMEHTOBEAEHUA ABNAETCA...

wnN e

Knaccuduraums;
MeTOo/, UCTOYHUKOBEAUECKOTO UCCAeL0BaHUA
aHanusa rpadpuyecknx aHHbIX LOKYMEHTA,
4. KOHTEHT-aHanus.
17. NocnepgHune aecATUNETUA AOKYMEHTOBEAEHUE CTPeMUTCA K TOMyY, YTobbl cTaTb

wnN e

MeXAUCUMNAMHAPHOW, cobupaTeibHOM HAayKOM M CO34aTb TEOPUIO O AOKYMEHTE U OKYMEHTHOMN
KOMMYHUMKaLUKM ANA pelleHna NPaKTUYeCKUX 3aga4 B KOHKPETHOM chepe AOKYMEHTHOM
pearenbHoctu. Kakoe HasBaHWe npegnaraeTca yueHbIMU anA 3Toii 06o6Lwwatowein Hayku?

1. pokymeHTONOrUSA;
2. doHaoBeaeHwue;
3. WCTOYHUKOBEAEHMUE;
4. naneorpadwms.
18. lokymeHTOBeaeHue, no mHeHUo H.C. JlTapbKoBa, A0NKHO U3Y4aTb ...

BCHO COBOKYMHOCTb AOKYMEHTOB, BO3HUKAOWMKX B AEATE/IbHOCTU Pa3BUTOIO O6LIJ,€CTBa,'
TOJIbKO ynpaB/1€HYECKYHO 1 NPaBOBYHO AOKYMEHTALMIO;
TOJIbKO TEXHUYECKYHO AOKYMEHTAUUIO;
4. Bcro AOKYMEHTAaUMIO, BOSHUKAKOLWWYH B OpraHM3aumnax.
19. OTHOCcATCcA n HOPpMaTUBHO-MmeToAUYECKMNE aKTbl K UICTOYHUKaM, U3y4yaembim B

wnN e

AOKyMmeHTOBegeHun?
1. [Oa.
2. Her.
3. [a, HO TO/IbKO Moc/ie NPEKPALLEHNS UX AENCTBUS.
4. [la, HO TO/NIbKO AENCTBYOWME B HACTOALLMIN MOMEHT.

20. Pacnonoxure B XpOHONIOrMYECKOM NopAAaKe cneayloume HOpMaATUBHO-NPaBOBbIE aKTbI:

1. TeHepanbHbIN PErNAMEHT;



2. TocypapcTBeHHas cuctema AOKYMEHTALMOHHOIo obecnevyeHuns ynpasaeHus;
3. [ekpet CoBHapkoma «O nopsagke yTBepKAeHMA U onybMKOBaHMA 3aKOHOBY;
4. Obuee yuperaeHne MUHUCTEPCTB.
21. Mo Ha3BaHMIO onpepenuTe, K KAKOMY YPOBHIO HOPMATUBHO meToauvecKoii 6asbl JOY MOXKHO

6b1710 6b1 OTHecTU lMpuka3 MuHucmepcmea Kynbmypbel U Maccosbix KommyHukayuli Pocculickoli
®Pedepayuu om 8 HoaAbpsa 2005 2. Ne 536 (2. Mockea) «O munoeoli UHCMpyKyuu no
denonpoussodcmeay e hedepasnbHbiX Op2aHaAXx UcnoaHuUmMenbHoli enacmu»

1. TMpaBoBble aKTbl, U34aBaeMble BbICLUMMKU deaepasibHbIMM OpraHaMM 3aKOHOAATENbHOM BNACTU U
ynpasaeHus.

2. [lpaBoBble aKTbl, U34aBaeMble BbICLUIMMU PesepanbHbIMM OpraHaMM UCMONHUTEIbHOM BAACTU.

3. [paBoBble aKTbl, U34aBaeMble OpraHaMM 3aKOHOAATE/IbHOM U UCMIONHUTENIbHOM BNACTH
cybbekToB PO 1 TeppuTopUanbHbix 06pasoBaHuii.

4. TpaBoBbl€ aKTbl HOPMATUBHOIO U MHCTPYKTUBHOrO Xapaktepa no A0Y, nsgasaemblie
PYKOBOACTBOM KOHKPETHbIX NpeanpuATUiA U opraHM3auuii.

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

1. B poccuinckux NOCTax;
2. BcTaHgapTtax ISO;
3. B deaepanbHbIX 3aKOHax PP;
4. B TWNOBbIX MHCTPYKLUMAX NO A€N0NPOUN3BOACTBY.
23. Npogonxkute ¢ppasy «/lo ceoemy cmamycy UCTOYHUKU, COAEPIKALLME HOPMbI U NpaBuaa paboTbl ¢

AOKYMEHTaMU, AeNnaTtca Ha ABe rpynnbl...»

1. WCTOYHWUKMK, 3aKOHOZATE/IbHO pernameHTUpPOBaBLUME KOr4a-TO AU pernameHTupyowme no
HacTosALee Bpemsa PaboTy ¢ LOKYMEHTaMK;

2. aKTya/bHble UCTOYHMKMN, OTpaxKatoLLme COBPEMEHHbIV ONbIT, TPA4MLUN Ae0NPOUN3BOACTBA U
HeMnocpeACTBEHHO BAMAIOLLME HA NPAKTUKY PaboTbl C 4OKYMEHTaMU;

3. ycTapesBLUMe UCTOYHUKU, UMEeIoLLMEe TONbKO Hay4YHYI0, MCTOPUKO-KY/IbTYPHYIO LLeHHOCTb;

4. WCTOYHMKM, COAepHKaLLMe CTUXMIAHO CNOXKMUBLUMECA HOPMbI U NPaBWUa, OTpaXKatowue Tpaanuumm
M NPAKTMUYECKUI1 ONbIT AE10NPON3BOACTBA.

24. Npopgonxkute ¢ppasy «f1o cmeneHu 8/UAHUA HA COBPEMEHHYIO NPAKTUKY UCTOUYHUKM, coaepKalime

HOpPMbI 1 nNpasuna paGOTbI C AOKYMEHTaMU, AeNnaTtca Ha gBe rpynnbl...»

1. WCTOYHWMKM, 3aKOHOAATENBHO PerNaMeHTUPOBABLUNE KOrLA-TO UM PErNaMeHTMPYIOLLME NO
HacTosALee Bpemsa PaboTy ¢ LOKYMEHTaMK;
2. aKTya/lbHble UCTOYHMKMN, OTParKatoLLme COBPEMEHHbLIV ONbIT, TPAAMLLUN AENONPON3BOACTBA;
yCTapeBLUne NCTOYHUKU, UMetoLMe TONbKO HayUYHYH, NCTOPUKO-KY/IbTYPHYIO LLEeHHOCTb;
4. WCTOYHMKM, CoAeprKaLLMe CTUXMMHO CNOXKMBLUMECS HOPMbI M NPaBWAa, OTpaxKatowme
TPaAULMN U NPAKTUYECKUI ONbIT 4e/I0NPOMU3BOACTBA.
25. K KaKo# KaTeropun/am UCTOUHUKOB OTHOCATCA NUCbMOBHUKU U GOPMYNAPHUKKN?

w

1. WCTOYHMKM, 3aKOHOLATE/NIbHO pPer1aMeHTUPOBaBLUNE KOr4a-TO UM PerNaMeHTMpYyIoLme no
HacToALee Bpema paboTy C LOKYMEHTaMK;
2. aKTya/ibHble UCTOYHWUKM, OTPAXKatoLLMeE COBPEMEHHbIN ONbIT, TPAAMLMM Ae/10NPOU3BOACTBA;
yCTapeBLUMEe UCTOYHUKM, UMEIOLLME TO/IbKO HayYHYH0, MICTOPUKO-KY/IbTYPHYHO LLEeHHOCTb;
4. WCTOYHUKM, COAepKaLLMe CTUXMIHO COXKMBLLMECA HOPMbI U MPaBuaa, OTpaxKatoLLme Tpaanuumn
M NPAKTUYECKUI1 ONbIT AEN0NPOU3BOACTBA.
26. PopmynsapHbie U3BOA4bI NO3BO/INAU CO34ATh...

w

rocyapcTBeHHble CTaHAAPThI,
TUNOBbIE UHCTPYKLMM,

NMUCbMOBHWMKM,

. bopMyNApHUKN.

27. TocypapcTBeHHble CTaHAAPTbI N0 paboTe ¢ AOKYMeHTamMmu NOABUIUCD...

PwnNnpeE



1. B XV BekKe,

2. B XVIl Beke,

3. B XIX Beke,

4. B XX BekKe.
28. K KaKoi KaTeropun/am MCTOYHUKOB OTHOCUTCA XKypHan «CnNpaBoYHUK ceKpeTapa U odpuc-
meHepKepa»?

1. WCTOYHWKMK, 3aKOHOZATE/IbHO PEernameHTUPOBABLUME KOTA4A-TO UK pernameHTUpyoLwme no

HacToslee Bpema paboTy ¢ AOKYMeHTamu;

2. aKTya/ibHble UCTOYHWUKM, OTPaXKatoLLMe COBPEMEHHbIN OMbIT, TPAAULUW Ae10NPOMU3BOACTBA;

3. ycTapeBLlUME UCTOYHUKU, UMEIOLLME TOJIbKO Hay4YHYHO, NCTOPUKO-KYNbTYPHYHO LLEHHOCTb;

4. WCTOYHMKM, COAEpPIKALLME CTUXMITHO CNOMKMBLUMECA HOPMbI U MPaBUAA, OTPaXKatoLLMe TPaaNLMK

n ﬂpaKTVI‘-IECKMﬁ onbIT genonponssoacTsa.

29. ECn HOPMaTUBHDII OKYMEHT Ha3blBAeTCA «TUNOBAA UHCTPYKLMUAY, KTUNOBOMW pernameHT» Unm

«TUNOBaA HOMEHKNATYpa AeN», K KaKOMY YPOBHIO HOPMaTUBHO-MeToauuYecKon 6asbl cneayert ero

OTHecTu?
1. npaBoOBble aKTbl, U3aBaeMble BbICLUMMW FOCYAapPCTBEHHbIMW OpraHamu deaepanbHOM
3aKOHOAATe/IbHOW BNACTU U BbICLIMMM OpraHamu ynpasaeHus;
2. npaBoOBble aKTbl, U34aBaemble peaepanbHbIMM OpraHaMmn UCMONHUTENbHOM BNaCTy;
3. npaBoOBble aKTbl, U34aBaeMble OpraHaMmn 3aKOHOAATeIbHOMN N UCMONHUTENbHOM BNaCTU
cybbekToB PP 1 ux TepputopmranbHbix 06pa3oBaHnig;
4. npaBoOBble aKTbl, U34aBaemMble PYKOBOACTBOM NPeAnpUATUIA U opraHM3aumii.

30. YKaxuTe ypoBeHb/1 HOPMaTUBHO-METOAMUECKOM 6a3bl, KOTOPbI/ble MOXKHO pasaenuTb Ha ase

nogrpynnbi — ((06LIJ,VIE npasoBbleé N HOPpMaTUBHbIE aKTbI» U «CneuuasibHbie (y3KOBEAOMCTBEHHbIE)

npaBsoBbie aKTbI».

1. npaBoBble aKTbl, U34aBaeMble BbICLUIMMWN FOCYAAPCTBEHHbLIMKW OpraHamu deaepanbHoi
3aKOHOAaTe/IbHOWM BAACTU M BbICLUMMM OpraHamm yrnpaBaeHus;
2. npaBoOBble aKTbl, U3gaBaemble deaepanbHbIMU OpraHaMM UCNONHUTENbHOW BAACTY;
3. npaBoOBble aKTbl, U34aBaeMble OpraHaMmn 3aKOHOAATE/IbHOM U UCMONHUTENBHOMN BNACTU
cy6bekToB PD 1 Mx TeppuTOpUanbHbIX 06pa30BaHMA;
4. npaBOBble aKTbl, N34aBaeMble PYKOBOACTBOM NPEeANPUATUIA U OpPraHN3aLM.
31. YKaxuTte, Kakue HoOpmaTuBbl ABNAIOTCA 0653aTeNbHbIMU ANA UCNOJIHEHUA PaBOTHUKamMK
opraHusauum.
1. [pumepHasa MHCTPYKLMA NO 4eN0NPOnU3BOACTBY.
2. MHCTpYKUMA No AeNonponsBoACTBY OpraHn3aumu.
3. TocyfaapCTBEHHbIM CTaHAAPT.

4.

depepanbHbIi 3aKOH.

32. YKaxuTe, B KaKoWu u3 npeacTtaB/IeHHbIX rpynn HOPMAaTUBHO-NPABOBbIX 40KYMEHTOB, Ha3BaHbl aKTbl

OAHOrOo YPOBHSA.

1.

NOCTAHOB/IEHMA NPABUTENLCTBA CyObEKTOB PP, TMNOBOE NONOKEHME, MHCTPYKUMK (NpaBuaa) no
AeNonpousBoAcTBy opraHusaumu, Tabenn yHudUUMpoBaHHbIX GopM, anbbombl 61aHKOB,
NONIOMKEHNA 0 AEN0NPOU3BOACTBE, O PpaboTe C NePCOHaNbHbIMMN AaHHbIMK;

KodeKcbl, peaepanbHble KOHCTUTYLMOHHbIE 3aKOHbI, deaepanbHble 3aKOHbl, MOCTaHOBAEHMSA
NpaBUTENbCTBA, YKa3bl Mpe3sngeHTa PO;

KodeKcbl, peaepanbHble KOHCTUTYLMOHHbIE 3aKOHbI, deaepanbHble 3aKOHbl, MOCTaHOBAEHMSA
NpaBuTENbCTBA, YKasbl [lpesngeHta P®, noctaHoBAeHWMA nNpaBuTenbCcTBa cybbektoB PO,
NOCTaHOBNEHWA INaB agMUHUCTPALMIA;

NOCTaHOBNEHMA NpaBuTenbCcTBa cybbekToB PP, Kogekchbl, dedepanbHble KOHCTUTYLMOHHbIE
3aKOHbl, deaepanbHble 3aKOHbI, MOCTAaHOB/MEHWA NpPaBUTENbCTBA, YKasbl [pe3vaeHta PO,



MHCTPYKLMA MO Ae/0NpoM3BOACTBY OpraHMsaumm, Tabenb yHuduuUMpoBaHHbIX Gopm, anbbom
61aHKOB.
33. FIOCTbl, pernameHTtupytowme A0Y, HocAaT B PD...

1. obA3aTenbHbIN XapaKTep;

2. peKkomMeHaaTeNbHbIN XapaKTep

3. obecneunBatownii xapakTep;

4, MHPOPMaLMOHHO-CNPABOYHbIN XapaKTep.

PA3AEN 2. MOHATNA "MIHOOPMALMA" N "OOKYMEHT"

Tema 1. NMoHATHE «MHbOPMALMAY» U €€ PO/b B COLMANbHbIX U SKOHOMUYECKUX
npoueccax. Cneunduueckme 4epTbl 4OKYMEHTUPOBAHHOM MHbOPMaLUM

Tema 2. MNoHAaTne "pokymeHT". MPU3HaKM M CBONCTBA AOKYMEHTA

Tema 3. OCHOBHble CBOMCTBA A4OKYMEHTOB

TecT K pasgeny 2

MpaKkTnyeckoe 3agaHme No2

MpaKTuyeckoe 3agaHue 2

1.0npeaenuTte cneumanbHblie GYHKLUMN CneayoWmx JOKYMEHTOB:

— Kyn4yana Kabana HMKkutbl Ko3nosa Ha xosnona MeaHa MaBnoBa 23 mas
1494 r.;



— panopT reHepan-npokypopa CeHata U.HO. Tpybeukoro umnepatpuue
Ennsasete MeTpoBHe o0 npuesae B Metepbypr n3 Apocnasns TeaTpasbHOM TPynnbl
¢.r. Bonkosa 3 ¢pespana 1752 r;

— paekpet CHK "O npaBunax nognncaHmns aeHeXKHbix bymar, LOKYMEHTOB,
opAepoB, OTHOLWEHMN, CNPaBOK U T. N." oT 12 aekabpa 1921 r,;

- noctaHoBneHne BUMK n CHK PCOCP "O nopaake Nonb3oBaHWUA NeyaTaAMM
c rocyaapcTBeHHbim repbom PCOCP" ot 15 gekabpa 1936 r.;

—noctaHoBneHua LUK KMCC n Coseta mmnHnctepcts CCCP "O mepax no
COBEPLUEHCTBOBAHMIO U yAELIEBAEHMIO annapaTta ynpasaenma" ot 13 oKTabpa
1969 r.;

— YKa3s Mpe3unaeHta PP "O BHeceHUU U3MeHEHU N AOMNONHEHUN B
MonoxeHne o NopsaAKe PacCCMOTPEHMA BOMPOCOB rpaxaaHcTea PO" ot 27
AeKkabps 1993 r.;

—YKa3s Mpe3naenta PP "O cTpykType dpeaepanbHbix OpraHOB
ncnonHuTenbHom Bnactn" ot 11 aHBapa 1994 r.;

— depepanbHbi 3aKoH "O6 MHPOpPMaUUK, MHPOPMALMOHHDBIX TEXHONOTUAX
n 3awmte nHpopmaummn" 2006 r. Ne 149 —P3;

— FOMmopucTrnyecknin }kypHan «Kpokoann»;

— JK3amMeHaUuMOoHHaA Be4OMOCTb.

MemoduuecKkue pekomeHoayuu

Mpu onpeaeneHnn GyHKUMN nonb3oBaTbca Tabanuen Ne 5 (CneumanbHble
bYHKUMN) B TeOpeTMUYECKOM pa3aene 3.

Mpyn yKazaHuUm GyHKUMN NpUOEPKNBATLCA CAeayoLeN
nocneno0BaTeNbHOCTHU:

a) BbIABUTb MCXOAHYIO PYHKLUMIO AOKYMEHTA, TO €CTb ONPeaennTb Liesb
bMKCMpoBaHMA MHPOPMALIMM HA MOMEHT €ro COCTaB/NEHMS;

6) OTMETUTb, Kakne CI)yHKLI,MM AOKYMEHT MOXET BbINO/IHATb ceroaHA.



2. MpuBecTn No 2 NpMmepa peanbHO U3AAHHbIX 4OKYMEHTOB, 061aaatowmx
cneayrowmMmMmmn cneumanbHbiMmn GyHKLNAMM:

- ynpaBaeH4YeCcKon,
- NPaBOBOWN,
- NO3HaBaTeNbHOW,
- 06LLEeKyNbTypHOR,
- yyeTa,
- pa3BaeKaTeNbHON.
MemoouyecKue peKkomeHoayuu 2

MpuMepbl 4OKYMEHTOB, BbINOIHAOWMX YKa3aHHble Bbile QYHKLUMMY,
[OJ/IKHbI CONPOBOXAATbCA  YKa3aHMeM BUAA AOKYMEHTA, 3aro/IoBKa M AaTtbl ero
n3gaHuns. MoXKHO NPUBECTU NPUMEPbI OKYMEHTOB Pa3/IMYHbIX UCTOPUYECKUX
3MOX.

3. Caenatb TEKCTOBOE ONUcaHWe o4Horo ntoboro yepterka (cxembl /
rpaduka / amarpammbl (TEXHUYECKOTO AOKYyMeHTa). CpaBHUTb CKOPOCTb
BOCNPUATMA MHPOPMALIMN B TEKCTOBbIX U TEXHUYECKUX AOKYMEHTAX.

MemoouyecKue pekomeHoayuu 3

Mogobpatb M NPUAOKUTL B KaYeCcTBe MANKOCTPaLumM obpasey, ntoboro
HebOoNbLOro TEXHNYECKOro AOKYMEHTA, NpeAcTaBaAoLWwero coboi yeptex nam
CXEeMY Pacno/ioXKeHMa Yacten, 06 bEKTOB U T.MN., rPadmK, Anarpammy n nNpowu.,
Hanpumep, YepTerK HebONbLIOTO N HECIOXKHOTO YCTPOMCTBA, CXEMY Npoe3aa Unu
NOXAPHOI 3BaKyauUuMN.

MonpobyiiTe cocTaBUTb TEKCT, Nepeaatowmii MHGopMaLMo TEXHUYECKOTO
NOKYMEHTa TEKCTOBbIM CNOCO6OM.

CpaBHUTE Bpems, 3aTpayeHHOe Ha BocnpousseaeHne nHopmaumm B
KaXk[0M Cny4ae.



MonpobyinTte 06BbACHUTL NPENUMYLLECTBA TEXHUYECKON AOKYMEHTALMKN NO
CPaBHEHMWIO C TEKCTOBLIM OMUCAHUEM.

4. Npueeaunte Nnpumep NUKTOrpaMmmsl. K Kakomy cnocoby
AOKYMEHTUPOBAHMA OTHOCUTCA NUKTOrpadua?

MemoduuecKue pekomeHoayuu 4

Cnocob AOKYMEHTUPOBAHMA onpeaenaTb No KnaccudpuKkaunm
H.C. NapbkoBa (cm. XpecTomaTtus K pasgeny 3.)

TecT K pasgeny2
MpomeKyTouHbIN TecT 2. OCHOBbI AOKYMEHTOBELEHUA

BHumaHue! [lpasusnbHbIX OMBemMo8 Moxem 6bIMb HECKO/LKO.

1.CnhoBo «uHpopmauua» (informatio) 6yKBanbHO € NaTbiHU NEPEBOAUTCA KaK:
‘ 7.

1) ‘3HaHMe, NOHUMaHME’;

2) ‘pa3bAcCHEHUNE, U3NOXKEHNE, OCBEAOM/IEHHOCTL';
‘ 7.

3) ‘aaHHble, cBeaeHUA, coobueHns’;

4) ‘NOKYMEHT, 3aMuncCb, l0Ka3aTeNbCTBO .

2. B oTeuecTBEHHOM 3aKOHOAATENbCTBE CEroAHA NPUHATO caeayiollee
onpeaeneHue NOHATUA KMHPoOpMaLUA»:

1) 3HaHMA 0 Npupoae n obuLecTse;

2) HenpepbIBHOE U3MeHeHWe (ABUXKEHME) N B3aUMOAENCTBUE MATEPUA/IbHbIX
0b6BbEKTOB;

3) o603HayeHne coaepKaHuA, Noy4eHHOE HAMM N3 BHELLHErO MMpa B NpoLecce
npucnocabnmBaHUA K HEMY Hac U HalWWX YyBCTB;

4) cBegeHua (coobuieHns, AaHHble) He3aBMCMMO OT POPMbI UX NPEeACTaBNEHUS.


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

3. Kakum cnocobom yenosek nonyyaetr uHpopmauuio nssHe?

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

4) c NOMOLLBIO yYnTENEN N pOAUTENEN.

4. YKaXkute BepHoe npogonkeHue ¢pasbl: «MHpopmayua —amo ...»

1) matepus;

2) sHeprus;

3) maTepua N 3Heprma oA4HOBPEMEHHO;

4) He maTepusa 1 He 3Heprua, a 3aPpMKCUPOBaHHbIE Baarogapa maTepum
M3MEHEHMA COCTOAHMA MATEPUM U SHEPTUMN.

5. MaTtepuanbHocTb MHPOPMALMU NPOABAAECTCA B TOM, UTO...
1) "HbopmaLma n ecTb maTepus;
2) uHpopmauma — 3To SHepPrus, a SHepPrnus matepuasnbHa.

3) nHbopmauusa GUKCUpyeTcs opraHamm YyBCTB UM APYrMMK cnocobamum
perucTpaummn matepum, a cneoBaTeslbHO, CBA3aHa C Hel;

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

6. KaKk Ha3biBaeTcs cBOMCTBO MHGOpMaLUKU, NPOABAAIOLLEECA B TOM, YTO OHA
(vnpopmauymna) nepepaerca u obpabaTbiBaeTca 4eNOBEKOM NOPLUOHHO,
OTAEeNbHbIMU cOObLWEeHnAMIN?

1) MHBAPWAHTHOCTb;

2) ANCKPETHOCTb;

3) CTPYKTYPMPOBAHHOCT;
4) 4aCTUYHOCTb.

7. CemaHTUYECKUM (CMbICNOBOM) XapaKTep MHPOpPMaL MK NPOABAAECTCA B TOM,
yTo...



1) nHbopmauma nepenaeTca B BUAE OTAENbHbIX COOOLLEHNI;

2) nocnepoBaTenbHO KoagmpyeTcs;

3) Bceraa nmeeT KaKkoe-TO Ha3HavyeHune, Lenb, 3a4a4y;

4) ncnonb3yeTca oTAeNbHbIM YEe0OBEKOM MU COLUYMOM.

8. MoxkeT n poKymeHT cogep:KaTb HEcoumnanbHyo nHpopmauymio?
1) oa, TaK bbiBaeT Bceraa;

2) Aa, B HEKOTOPbIX C/1y4asnx, Hanpumep, Koraa AOKYMEHT NepeHasHayeH ans
NPOYTEHUA HE YENIOBEKOM, @ MaLLNHOWM;

3) HeT, TONbKO B CAy4Yasx, Koraa nHbopmaumsa He NpeHa3HaveHa Ana WNPOKOro
MCNO/Ib30BaAHUA U TUPAKUPOBAHUSA;

4) HeT, Toraa 3To He AOKYMEHT.

9. fiBNAeTCA N KNEeTKa XKUBOro OpraHn3ma A0KYMEHTUPOBAHHOM
nHpopmayuen?

1) Aa, Tak KaKk oHa coaep*nt nHoopmaumto (AHK) 3aHeceHHyo0 Ha maTepuanbHbIn
HOCUTENb;

2) na, BCe B MUPE COAEPKMUT MHPOPMaLUIO;
3) HeT, TaK KakK 3Ta MHPOPMaLMA He COLMANbHA;
4) HeT, TaK KaK K/NeTKa He maTepus.

10. YKa)Kute BepHoe nepevymncieHme CBOUCTB AOKYMEHTUPOBAHHOMN
nHpopmauumn.

1) MMeeT CeEMaHTUYECKMI XapaKTep, KOANPYETCA CUCTEMOI CUMBOJIOB M 3HAKOB,
CTPYKTYpPMpPOBaHa M NepeaaeTca AUCKPETHO, CBSA3aHA C MaTepUasibHbIM
HOCUTE/IeM, HOCUT COLMANbHbIN XapaKTep;

2) XpaHUTCA B MO3Te Ye/I0BEKa, KOAMPYETCA CUCTEMOM CMMBOJIOB U 3HAKOB, el
NPUCYLLN MHBAPWNAHTHOCTb, YaCTUYHOCTb;

3) CTPYKTYpUpOBaHa 1 nepeaaeTca ANCKPETHO, NpeacTaBaseT coboi maTepuio
AW SHEPTUIO, UMEET CEMAHTUYECKUI XapaKTep;



4) nMmeeT coLManbHbIN U CEMAaHTUYECKUIA XapaKTep, 06/1aaeT MHBAPMAHTHOCTLIO,
KOAMPYEeTcA CUCTEMOI CUMMBOJIOB U 3HAKOB.

11. Npopgonkute ¢ppasy: «TepMUHDbI KOOKyMEeHMUpPOB8aHHAA NHPOPMaLUA» U
«O0KymMeHMHasa nHpopmauuma» ...»

1) HMYem Apyr OT Apyra He OT/IMYAKDTCA U ABAAIOTCA NOJHBIMU CUHOHUMaMM.
2) copeprkaT NPOTMBOMNO/OMKHbIE NOHATUS;

3) pa3nnyHbI N0 NOHATUMHOMY 06bEMY, TaK KaK He BCAKAA « 4OKYMEHTUPOBAHHAnA
MHPOPMALUNA» ABNAETCA KAOKYMEHTHOMY.

4) NOHATUE «AOKYMEHTMPOBAHHAA MHDOPMALMAY» LIMPE NOHATUS KAOKYMEHTHanA
MHOPMaLMA», TaK KaK YKa3blBaeT HE TOJIbKO Ha Ha/InuMe UaeanbHoM
(MHdopMaLMOHHOI) COCTaBAAIOWEN, HO M Ha HAZIMYME MAaTepUasibHOro HOCUTeNA.

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

1) onepaTMBHOCTD;
2) 04HO3HAYHOCTb TONIKOBAHMUSA;
3) pocTOBEPHOCTb;
4) opMUMaNbHOCTD.

13. MOXHO N1 CYMTATb AOKYMEHTOM YeN0BEeKa, CAeNaBLUIEero TaTyMpoBKY Ha
Tene?

1) HeT, TaK KaK OH He ABNAETCA MaTepunanbHbIM HOCUTENEM;
2) HeT, TaK KaK OH He COAepXKUT MHPopMaLmK;

3) HeT, TaK KaK Ye/loBEK He NpeAHa3Ha4YeH aas XxpaHeHus, obL,ecTBEHHOro
MCNO/Nb30BaHUA M Nepeaayun Bo BpeMeHM U NPOCTPaHCTBE;

4) pa, TaK KaK 3To MaTepuasibHbI 06BEKT, C 3aHEeCEeHHOM Ha Hero (cnocobom
NPUAYMaHHbIM Ye/I0OBEKOM) couManbHON MHGopmMaLumen.

14. Haszosute guddpepeHumanbHble NPU3IHAKU AOKYMEHTA?
1) HanMune MHPOPMaLMOHHOM U MaTepPUaNbHOM COCTABASIOWMX;

2) CTPYKTYPHOCTb AOKYMEHTA;



3) NOANMHHOCTb;
4) GYHKUMOHANbHOCTb AOKYMEHTA.

15. Haiigute BepHoe npoaomkeHue ¢ppasbl: «OPpUrMHANbHOCTb AOKYMEHTA
ABNAETCA ...»

1) cywecTBeHHbIM (AnddepeHUnanbHbiM) MPU3HAKOM, TaK KaK XapaKTepHa ans
BCEX BUAOB M TUNOB AOKYMEHTOB;

2) cywecTBeHHbIM (aMddepeHLmanbHbIM) CBOMCTBOM, TaK Kak He0b6xoanuma
4eNI0BEKY B €r0 NPAKTUYECKON }KU3HY;

3) HecyLecTBEHHbIM NPU3HAKOM AOKYMEHTA, TaK KaK YesioBeK B
NenCcTBUTENIbHOCTU MMEET A,e/10 HE TOJ/IbKO C OPUTMHANAaMM AOKYMEHTOB, HO U C UX
KOMUAMMU;

4) HeCyLl,eCTBEHHbIM, TaK KaK BCTPe4YaeTCA HE Y BCeEX AOKYMEHTOB.

16. KaK Ha3biBaeTcA AOKYMEHT, BrepBble CO34aHHbIA O4HUM Ye/10BEKOM Un
HECKO/IbKUMM imuamm?

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

17. CnocO6HOCTb AOKYMEHTOB K TUPAXKUPOBAHUIO, BOCMTPOU3BELEHUIO
coAeprKaHUA U MaTepPUaNbHOro HOCUTENA Ha3blBaeTcA ...

1) ayTEHTUYHOCTD;

2) TOXKAECTBEHHOCTb;
3) KONMNHOCTB;

4) panbcmdpumkayms.

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

1) ay6nmKaThbl;

2) YMHO€EHHbIE OPUTMHanNbI;



3) oTnycku;

4) BbINUCKMN.

19. KT0o, MmeeT NnpaBo NpuaaBaTb LOPUAUYECKYIO CUNY KONUAM?
1) HoTapuyc;

2) opraHu13aums, BblAaBLUas AOKYMEHT;

3) HaYaNnbHWK OTAENA KaapoB 060K opraHU3aumu;

4) 3aBeayroWMin KaHuenspuen ntoboro rocyaapcTBEHHOrO opraHa.

20. Kak Ha3blBaeTcA OpUrnHaza, pacCMaTpuBaemMblii C TOYKU 3peHUs OTCYTCTBUA B
HeM HeCaHKLUOHMPOBAHHbIX USMEHEHUN?

1) konus;

2) oy6nunkKart;

3) danbcuPULUNPOBAHHBIN AOKYMEHT;
4) NOANNHHMUK.

21. K Kakomy Buay ¢panbcudpuKaumm 4oKymeHTOB byaeT oTHeceHa
MHTepnonauua?

1) umdpposas danbcuduKkauus;

2) aHanoroBas danbcudpuKkaums;

3) noAYnCTKa;

4) BCTaBKa.

22. Kakou AOKyMeHT cuutaerca opuumanbHbim?

1) AOKYMEHT, U3rOTOB/IEHHbIN C cObBNtOAEHNEM YCTaHOBNAEHHOMW POPMbI MK
YAaCTUYHO U3MEHEHHDbIN;

2) IOKYMEHT, N3roTOBNIEHHbI CaHKLUMOHUPOBAHHbIM CNOCOH6OM B COOTBETCTBUM C
3aKOHOAaTeNbHO onpeaeneHHOM TEXHO/IOTMEN ero U3rOoTOBAEHUA U UMEIOLLUIA
NPU3HaKW NOAJIMHHOCTH;

3) LOKYMEHT, CO34aHHbIN IOPUANYECKUM AN GUBNYECKUM TNLOM, 0DOPMIEHHbIN
N yO0CTOBEPEHHbIM B YCTAaHOB/IEHHOM NOPAAKE;



4) BOKYMEHT, coaepKaHMe KOTOPOro MOXHO CYMTaTb MOIHbIM U TOYHbIM
npeacTaBAeHNEM NOATBEPKAAEMbIX ONepaLni, 4esaTeNbHOCTU U GaKTOB U
KOTOPOMY MOYHO A0BepATb B NOCAeAYOLWMX Onepaumsx Uam B nocsieayouen
NEeATEeNbHOCTH.

23. AYTEeHTUYHbIN AOKYMEHT — 3TO ...

1) AOKYMEHT, U3rOTOB/IEHHDbIN C COBNtOAEHNEM YCTaHOBNAEHHOMW POPMbI MK
YaCTUYHO U3MEHEHHbIN;

2) AOKYMEHT, KOTOPbIA MOXHO I0OKa/IN30BaTb, HANTWU, BOCNPOU3BECTU U
MHTEPNPETUPOBaTb;

3) TaKOW AOKYMEHT, Y KOTOPOro MOXHO [10Ka3aTb, YTO OH: AIBASIETCA TEM, YEM
npeTeHAayeT 6bITb; 6blN CO3AaH MW OTNPAB/IEH ULIOM, AENCTBUTE/IbHO
CO3/JaBLUMM UM OTNPABMBLUMM €ro; a TakKe bbl/ co34aH UAM OTNPaB/EH B TO
Bpems, KoTopoe 0603HaYeHo.

4) BOKYMEHT, coaepKaHMe KOTOPOro MOXHO CYMTaTb MOJIHbIM U TOYHbIM
npeacTaBieHneM NoATBEPKAAEMbIX ONepaumnii, AesaTeNlbHOCTU UAK GaKTOB U
KOTOPOMY MOXHO A0BEPATb B NOCAEAYOWMX ONepaLmax uan B nocneaytouLen
AeATeNbHOCTH.

PA3AEN 3. DYHKUNUN AOKYMEHTOB M CNMOCOBbI JOKYMEHTUPOBAHWNA
COLMANTBHO 3HAYUMOWN MHOOPMALMN

Tema 1. PyHKUNUN LOKYMEHTOB
Tema 2. Cnocobbl 1 cpeacTBa 4OKYMEHTUPOBAHMUA

TecT K pasgeny 3

TecT K pa3speny 3. OCHOBbl AOKYMEHTOBEAECHUA.

Tembl «PYHKUUMN AOKYMEHTOB» M «Cnocobbl AOKYMEHTMPOBaHUA»

1. HasHauyeHMne fOKyMeHTa, ero obuiecTtBeHHas pob, Uenb, 3agaua
Ha3blBaeTcA...



1) dyHKUME;

2) cBOMCTBOM;

3) Buaom;

4) TMnom.

2. NonndyHKUMOHANbHBIM AOKYMEHT ABAAETCA NOTOMY, UTO...
1) oAHOBPEMEHHO BbINOJIHAET HECKO/IbKO Pa3HbIX GYHKLNNA;

2) BpemaA oT BpEMEHU MeHAET PyHKUMK;

3) pa3Hbie AOKYMEHTbI BbINMONHAOT pasHble GYHKLUUY;

4) y AOKYMEHTa ecTb r/1laBHas, obwme n cneymanbHble GYHKLNUK.
3. CnhoBo «pyHKuua» (functio) c natbiHM NnepeBoaUTCA KaK ....
1) Tvn;

2) uenv;

3) ucnonHeHue;

4) 3apava.

4. leneHune PyHKLUN JOKYMEHTOB Ha rMaBHble, 06wue 1 cneynanbHbie 6bin1o
npeAanoXKeHo...

1) H.H. KywHapeHKo.

2) H.C. lapbKoBbIM,

3) N.M. UntoweHKo.

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

5.3.A. bapgaes u B.b. KpaBueHKo, xapakTepusya ogHy U3 GyHKL UMK, NULLYT, 4YTO
DOKYMEHTbI € 3TOM PYHKLMEN NPU3BaHbI: BbipaXKaTb MHTEPECbI OnpeaeeHHOro
COLMANbHOrO CNOoA, FPynnbl, UHAUBMUAYYMA; 3ane4yaT/ieBaTb, COXPAHATb U
nepeaasBaTb COLMANbHYIO MHPOPMALMIO, OTPAXKAIOLLYIO YCTPOMCTBO U
dyHKuMoOHMpoBaHMe 0bLecTBa; OTpaXKaTb AeATeNbHOCTb, MECTO U PO/b
KOHKPETHOro YenoBeKa, TeX WM UHbIX COLMa/bHbIX rpynn AaHHOro obuwecrsa
Ha onpeAeneHHOM cTyneHu ero pa3sutua. O Kakou GyHKUUM nger peusb?



1) ynpaBaeHYecKou;
2) MHGOPMALUUOHHON;
3) coumanbHom;

4) KyNbTYPHOI.

6. Mouyemy B HayKe A0 CUX NOP He CNOXKUN0Cb eAUHOW KnaccudpuKkaumm
dYHKUMIT fOKyMmeHTOB?

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

2) cnekTp 3TMX GYHKLUMIM LWMPOK, TaK KaK MHPOpMaLUMA NPOHM3bIBaeT BCce chepbl
YyesioBeYeCcKoro obuiectsa n ya0BneTBOPAET Camble pa3sHOObpasHbie
notpebHocTy;

3) AOKYMEHTbI CNOCOBHbI BbIMOHATb CPA3y HECKO/IbKO PYHKLMIN, UX MHOTAA
TPYAHO pa3fenuTtb mexay coboi;

4) BCE Ha3BaHHbIE BbilWe NPUYUNHDbI.

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

1) obume;

2) cneunanvHble;
3) ynpaBneH4yecKue;
4) regoHUYecKue.

8. 3Tu pyHKLUMM 06A3aTeNbHO eCTb Y BCeX AOKYMEHTOB, HO B pa3HOM COCTaBe
KaK aKTyaZibHOe fonosHeHue Apyrux GyHKumiti. OHM BO3HUKAIOT Y AAOKYMEHTA U
MOTYT MEHATbCA B 3aBUCMMOCTH OT YCN0BUA PYHKLLMOHMPOBAHUA AOKYMEHTA,
OTpParkaloT pa3HOobpa3Hble KOHKPEeTHbIe NOTpebHOCTU obLecTBa UAn
OTAENbHOro ero YseHa.

1) obwue;
2) cneumanbHble;

3) ynpaBaeH4yeckue;



4) rejOHNYECKME.

9. 3T1 noadpyHKLMM (OpraHU3aLMOHHaA, N1IAHUPOBAHUA,
NPOEKTUPOBaHUA/KOHCTPYUPOBAHUA, pacnopAgUTe/IbHasA, KOHTPONA,
CNpPaBOYHO-aHANIUTUUECKAA, NpaBoBaA GYHKLUA) OTHOCATCAK ...

1) ynpaBneH4yeckon GpyHKUUU;
2) nHpopmaunoHHON PyHKLMK;
3) obLweKynbTypHON GYHKUMY;
4) coumanbHON GYHKLNMN.

10. KaKoit Tun ¢pyHKUMA BAMAET HA NPAKTUKY paboTbl C AOKYMEHTaMM,
dopmupyet pyHKUMOHANIbHbIE CUCTEMbBI AOKYMEHTALUN?

1) obwme;

2) cneunanvHble;

3) rnaBHble;

4) BCce He3aBUCMMO OT TUNa.

11. Kak Ha3biBaeTcAa PYHKLUA JOKYMEHTOB, B KOTOPbIX OTPaXXeHbl: co3aaHue
OpraH13auumn, yCTaHOBJ/IEHUE ee CTPYKTYpPbl, LUTaTHON YNCNEHHOCTY;
pernameHTaumA AeATE/IbHOCTU U KOJIMYECTBO CTPYKTYPHbIX NOApa3saeneHni u
paboTHUKOB; peXXum paboTtbl 1 1.0.?

1) npaBoBas;
2) pacnopsauTenbHas;
3) KoHTpONS;
4) opraHM3aLMOHHas.

12. Kak Ha3biBaeTca GyHKUUA A OKYMEHTOB, B KOTOPbIX cogepKaTtca
ynpaBaeHuYecKue peLleHus no peryimpoBaHuIo AeATeIbHOCTU OpraHu3aLmum unm
rocyaapCTBEHHOro opraHa?

1) npaBoBas;
2) pacnopsguTenbHas;

3) KOHTpOASA;



4) opraHM3aLMOHHas.

13. Ecnv fOKYMEeHTbl Ha3biBalOTCA KNPUKA3», «pelleHne», KNOCTaHOBNEHUEe»,
«YKa3aHue», «pacnopa>KeHue», To OHU BbINO/IHAIOT (MU BbINOJIHANMU paHee)

dyHKUMIO ...

1) npaBoBy1o;

2) pacnopaauTenbHyto;
3) KoHTpONSA;

4) opraHU3aLMOHHYIO.

14. 31a GYHKLUA CBOMCTBEHHA AOKYMEHTAM, B KOTOPbIX AN 3anucu
MHPOPMALMU UCNONb3YIOTCA Pa3/IMUHbIEe NPUEMbI U CUCTEMbBI TaliHONUCK,
Kpuntorpadpum. Tak»Ke 0CO6€HHOCTbIO TAaKUX AOKYMEHTOB ABNAETCA
orpaHuueHue B aoctyne K uHpopmauuum.

1) cTaTucTUYeckas;

2) nonnTnyeckas;

3) 3aWwmTbl MHGOPMaLMK;
4) KOTHUTUBHaS.

15. O6bpasoBatenbHyto (yuebHyto, o6yyaroLyo) U PyHKLUIO UICTOPUUYECKOTO
MCTOYHUKA MOXKHO CUMTaTb NoAPYHKUMAMM CNeLUaNbHOM ...

1) ynpaBneH4yeckon GpyHKLUUU;
2) no3HaBaTeNIbHON PYHKLNK;
3) coumnanbHol GyHKLUMK;

4) MHGOPMaLMOHHOM GYHKUUMN.

17. bubnua n KopaH — nonnpyHKUMOHaNbHbIE AOKYMEHTbI, HO 0gHA GYHKLMA NO
ceil AeHb ABNAETCA A1 HUX CaMO MaBHOMN.

1) Xy40*KeCcTBEHHO-3CTETUYECKaSs;
2) npaBoBas;

3) pa3BnekaTesibHas;



4) naeonorunyeckas.

18. Mouemy 06wwecTBO (KPpOME NOAUTUUYECKUX U NOEO0NOTNUYECKUX
coobparkeHuit) npuberaer K ueH3ype uam 3anpetam Ha usgaHua u nybankauum
HEKOTOPbIX AOKYMEHTOB?

1) ecnn AOKYMEHTbI NepeaatoT CEKPETHY MHbOPMaLUIO;

2) c NnOMOLLbIO OKYMEHTOB MOXKET ObITb NepeaaH KaK NoN0XKUTENbHbIN
(MO3UTUBHbIN) ONbIT YeNOBEYECKOro NOBEAEHMA, TaK U OTPULATENbHbIN;

3) HbOpMaAUUA B AOKYMEHTAX MOXKET HACTPOUTb rpa*kaaH NPOTUB BNACTH;
4) nHoopMaLMA B OKYMEHTaX He HOCUT pa3B/ieKaTe/IbHOro XapaKkTepa.

19. YuutbiBaeTca Nn XyA0KeCTBEHHO-3CTeTUYeCKaa PyHKLUMUA OKYMEHTOB Npu
onpepeneHnn CPOKOB UX XpaHeHUA?

1) na Bceraga;

2) na, HO TONIbKO EC/IN Mbl UMEEM Ae/10 C AOKYMEHTaMMU, Bbi3blBaOLWMMU
3CTETUYECKME NEePEKNBAHUA, POPMUPYIOLLUMM XYA0KECTBEHHO-3CTETUYECKME
naeanbl U BKYCbl;

3) Aa, HO TONbKO Y AOKYMEHTOB C TOProBOMN PpyHKLMEN.
4) HeT HUKoraa.

20. UHPOPMALUOHHYIO, KOMMYHUKATUBHYIO GYHKLUIO U PYHKLUU
3aKpensieHus, oXxpaHeHua nHPopmauum cnepyeTt OTHECTU  K...

1) cneumanbHbIM GYHKLMAM;

2) obwmm PyHKUMNAM;

3) ynpaBaeH4YeckUM QYHKLMAM;
4) npaBoBbIM GYHKUMAM.

21. [leiicTBME MU COBOKYMHOCTb AECTBUA, MPUMEHAEMDbIX B NpoLecce 3anucu
nHpopmaumm, Ha3biBaeTcA...

1) cpeacTBOM AOKYMEHTUPOBAHUS;
2) cnocobom AOKYMEHTUPOBaHUS;

3) cMcTemomn AOKYyMeHTaUmu;



4) meToa0M AO0KYMEHTUPOBaHMA

22. YKaXKu1Te, YTO BKNOYAET B cebAa cuctema 4OKYMEHTUPOBAHMUA.
1) meToq, 4OKYMEHTUPOBAHUA;

2) BUAbI LOKYMEHTOB;

3) cpeacTBa 4OKYMEHTUPOBAHUA;

4) maTepuanbHbIn HOCUTENb MHGOPMaLUW.

23.Cnocob HaHeceHUA A3bIKOBbIX 3HAKOB U 3HAKOB-U306paXkeHUi Ha
NOBEPXHOCTb MaTepPUasibHOro HOCUTENA NPU NOMOLLU OPITEXHUKU Ha3blBaeTCA...

(oTBET 3anucaTb cnoBaMun) HaYepmamenoHoili

24. Npapogurenem MaTpUUHbIX MaTepUaibHbIX HOCUTENEN ABNAETCA
cneaylowmii cnocob 4OKYyMeHTUPOBaHMUA...

1) HauepTaTeNbHbIN;

2) aneKTpoCTaTUYECKUN;
3) nepdopupoBaHue;

4) nasepHbIi.

25. O KaKMX maTepuanbHbIX HOCUTENAX UAET peyb B ceaylowem onpeaeneHun:
«UHopmayua c 3mo20 mamepuanbHO20 HOCcUMesA cHUMbI8anAdcb € MOMOW,bIO
CrneyuasnbHbIX MeEMAnAU4YecKux wjemoyek (3neKmpu4yecKkux KOHmaKkmos),
3aMbIKABWUX 31eKmpUYecKyo cemb rpu nonacaHuu 8 omeepcmue»?

(omeem 3anucams cnosamu). nepdokapTa\bl, nepponeHTa\bl

26. B n306peteHnMm Kakoro cnocoba AOKYMEHTUPOBaHUA UCNO/Ib30BaN0OCh
OTKpbITUE PU3MONOroB, Ha3BaHHOE BNOCNEACTBUM KUHEPLUEN 3PEHUA, UIN
NamATbIO 3peHna»?

(omeem 3anucame cnosamu) KWHOAOKYMEHTUPOBaHME (KMHO)

27. Kakomy cnocoby AOKYMEHTUPOBaHUA COOTBETCTBYET AaHHOe
onpeaeneHue: «Cnocob yugpoeol 3anucu, npu KOMOPOM 8X00Hble CU2HAbI
nodsepaaromcsa KBAHMOBAHUIO U 3amem npeobpa3zyromca 8 080uU4HbIe Yucna
014 3anucu Ha Hocumesno 6 sude Kodd. B KaHane eocnpou3sedeHus



npoucxodum obpamHoe npeobpaszosaHue (eKoduposaHue). dmom euod 3anucu
ucnonb3yemcsa 2aaeHbIM 06pa3om e 3anomuHarowem ycmpoliicmee 3BM»?

1) aHanoroBas 3anuco;
2) nepdopupoBaHue;
3) HayepTaTeNbHbIN;
4) 3NeKTPOHHDbIMN.

28. Kakoit cnocob AOKyMeHTUPOBaHUA XapaKTepusyloT caeaylowme cpeacTsa
AOKYMEHTUPOBAHUA U MaTepUasibHble HOCUTENN: 2/1UHA, BOCK, KOCMb, Kopa
depeesbes, YepHunad, 2pagum, KpAcKuU, nepbesble PpyYKU, U KanunnspHole,
PYyYKU-ponnepsl, Mapkepsl, panudozpadel, promacmepoi?

1) aHanorosas 3anucs;
2) nepdpopupoBaHue;
3) HayepTaTeNbHbIN;
4) 3N1eKTPOHHDbIN.

29. Npogomxkute ¢ppasy: « TpaduyuoHHbIe crnocobbl 0OKyMmeHMuUpoeaHUA
npeocmaesneHsl... »

1) HayepTaTeNbHbIM CNOCOBOM;

2) BblCEKAHMEM;

3) AOKYMEHTUPOBAHNEM Ha NULLYLLLEN MaLLUNHE;
4) mexaHU4YeCcKoM 3anmchblo.

30. Npoaomxute ppasy. «TpaduyuoHHbIe cnocobbl 00OKyMeHMUpPOBAHUSA
omau4aromca om mexHOmMpoHHbIX mem, Ymo...»

1) HopMaLMA 3aHOCUTCA HA MaTepUabHbIN HOCUTE/Ib U CYNTLIBAETCA C HETO
6e3 NCN0b30BaHUA TEXHUKN;

2) TPaguunMoOHHbIE cnocobbl NpPpuBbIYHbI N AOCTYMNHbI, @ TEXHOTPOHHbIE MOABU/TUCD
B nocnegHee spema n UCNONMb3yrOTCA B Y3KUX obnacTax yenoBeyecKo
AEATENbHOCTU.



3) TpagnuUMoHHbIe cnocobbl bonee Tpya0EeMKM M NO3BOAAOT 0bpabaTtbiBaThb,
dUKCUMPOBATb, COXPaHATb 3HAYNTE/IbHO MEHbLLEE KOINYECTBO NHOPMaLNU;

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

31. Npoaomxkute ppasy: «Caedyroujue sudbl 0OKyMmeHmMoa: homoOoOKymMeHmbl,
KUHOOOKyMeHMmbl, 6UOe000KyMeHMbl, 6UOe0hOHO2PAMMbI, hOHOOOKYyMeHMbl,
makxce 00KymMmeHmMbl Ha MUKpPOgopmax — co30aromcs... »

1) TpagMUMOHHBIMK cnocobamm ALOKYMEHTUPOBAHMA;
2) TEXHOTPOHHbIMM CNOCOHBAMMU LLOKYMEHTUPOBAHMUSA;
3) KaK TPaANLMOHHBIMM, TAaK U TEXHOTPOHHbIMKU cnocobamu;

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

32. Kakou uau Kakue Cl10C06bI, OCHOBaHbl Ha U3MEHEHUN ¢M3M‘-IECKOI'0
COCTOAHUNA NOBEPXHOCTU UNN CTPYKTYPbI mMaTepnaibHOro HocurenA
VIH(I)OpMaLI,MM, npuyem 310 UaMmeHeHune «CHUTbiBaeTca» MaLLUMHOM U ABNAETCA
ANnAa Hee 3HaKoM.

1) nepdopurpoBaHue;
2) BblCEKAHME;

3) BbIXKUraHUeE;

4) poTorpadus.

33. «MHghopmayua 3aHOCUMCA HA NPAMOY20/1bHbIe KAPMOYKU U3 KAPMOHA, Ha
Komopbix 8 onpedenéHHOM nopsadKe npobusaromcsa omeepcmus. B npoyecce
pabomeoel MawuHbI KApma owynsieaemcs crneyuasnbHbIMU WMbIPAMU,
cyumelearowumu makum obpazom uHgpopmayuro, Komopas samem
nepedaemcsa osuxcywemycs 4esaHokKy». O Kakom cnocobe AOKYMeHTUPOBaHUA
MaeT peub?

1) nepdpopurpoBaHme;
2) BblCEKaHMWE;

3) BbIXKUTraHUeE;



4) poTorpadus.

34. KTo u Korpa Bnepsbie ocywecTtsn/ He TOJIbKO 3annucCb, HO U
socnpousBeaeHue 3ByKa C matepuasbHOro HocuTena?

1) B 1804 r XK. XKakkap;
2) 81807 r. T. HOHr;

3) 8 1857 r. CKoTT;

4)B 1877 r. T. 34UCOH.

35. «3ma cucmema 3anucu, ¢ NTOMOWbi0 KOMOpPOoUi Ha O8UMCYW,eMCSA
mMmamepuasnbHOM Hocumere ebipe3aemcs uau ebi0asnueaemcs KAHABKa 6
coomeemcmaeuu € 3anucbieaemMbIMuU 38YKO8bIMU KosnebaHuaMuU.
Bocnpou3eedeHue ocyujecmesnsemcs ¢ MIOMOWbIO U2sbl, onuparowelica Ha
CMeHKU KAGHABKU 08UXCyWe20CA MamepudsibHo20 Hocumers, noemopsoujeli
makum obpa3om mexaHu4yecKue KonebaHus, coomeemcmeyroujue 3anucaHHbIM
38yK08bIM KonebaHuam. 3ma cucmema 3anucu Hasvieaemcs...». Mpoaomxute
npeanoXxeHue.

1) Bbipe3aHunem;

2) HayepTaTeNbHOW;

3) MmarHMTOPOHHOM 3aNKUChIo;

4) aHaNOroBoM MexaHM4YeCKoM 3BYKO3amnuchio.

36. Kakoit cnoco6 BnepBble N03BOW/ 3aNeyaT/ieTb 06bEKTUBHYIO BU3Ya/ibHYIO
mHpopmaLUIo Ha MaTepuanbHOM Hocutene?

1) pucoBaHue;

2) *Xnsonucs;

3) BbIXKUraHUe;

4) poTOXMMUYECKUN.

37. Kako# cnocob npepgcrasnser co6o COBOKYNHOCTb NpoOLLECCOB U cnocoboB
nony4yeHua n3obpakeHnit Ha CBETOYYBCTBUTE/IbHbIX MaTepuanax 4encreMem Ha
HUX CBeTa U NocaeayloLlein Xummuyeckon o6paboTku?

1) nasepoonTUYECKUIA;



2) mexaHM4Yeckum;
3) doToXMmMmmMUEecKnit
4) KNHOAOKYMEHTUPOBAHME.

38. No cnepgyoWwmm NnpU3HaKam YCTaHOBUTE BUA, AOKYMEHTA: «ITU AOKYMEHTbI
No3BOAIOT 3aneyvaTt/ieTb MUp B AMHaAMUKe. OHMU UMEIOT CNOXKHYIO CTPYKTYpPY U
COCTOAT U3 KaapoB, N1IaHOB (NocneaoBaTe/IbHO PacnoI0XKeHHbIX KaapoB.,
CHATbIX C O4HOM TOUYKM), a TaK}Ke 3BYKOBOI COCTAaBAAIOLEN, T. €. OPraHUYeCcKn
couyeTatoT B cebe M30b6pasuTenbHble, TEKCTOBbIE, My3biKa/ibHble U LUYMOBbIe
KOMMOHEHTbI».

1) $OTOAOKYMEHTDI;
2) ayANO40KYMEHTbI;
3) BUAEOA0KYMEHTbI;
4) KUHOAOKYMEHTHbI.

39. K Kakomy cnocoby 3anmMcu OTHOCATCA BCE Nepevyunuc/ieHHble BUAabl
DOKYMEHTOB — GOHOA0KYMEHTbI, BUAEe03anucb, BuaeopoHorpamma,
3/IEKTPOHHDbIE AOKYMEHTbI?

1) neppopurpoBaHme;

2) 3NEeKTPOMArHMUTHbIN cnocob;
3) nazepoonTuYecKuii;

4) aHanorosas 3arnucho.

40. KaKoii BUA, [OKYMEHTa CO34aeTca U BOCMPOU3BOAATCA C/leAyIoWUMm
o6pa3om: 3ByKoBble KonebaHuaA Bo3ayxa NpeobpasyloTca B 3NEKTPUUECKUI TOK,
M 3N1eKTPUYECKMUE CUTHa/bl OT MUKPOGDOHA 3anNUCbIBAlOTCA HA MarHUTHYIO JIEHTY,
a Npu BOCNpou3sBeaeHUMN NPOMCXoaUT 0bpaTHOe ABIEHUE — 3/IEKTPUYECKME
CUrHanbl NpeobpasyloTca B MexaHuYeckue Koseb6aHua ¢ NOMOLLbIO
rpomkorosoputena?

1) dOHOA40KYMEHTbI;
2) BuaeodoHorpamma;

3) BuAEeo03anuch;



4) aNeKTPOHHbIE AOKYMEHTI.

41. Kakoii cnocob 3anucu xapaKrepusyeTtca cneayowmMmm nokasatenamm?

e Ero ucnonb3oBaHue B 1,4 pa3a N03BOINIO YBEAUUYUTb NIOTHOCTb 3aNUCK
NO CPaBHEHUIO C aHAJIOTOBO U HA HECKO/IbKO MOPAAKOB NpPeB30MTU
npepen, obecneynBaemblii MarHUTHbIM CNOCO60OM, @ NO CPABHEHUIO XKe C
06bIYHOI rpaMnIacTUHKOMN NNIOTHOCTb 3anucu 6oabuwe B 100 pas.

e B oTanume OT MexaHMYeCKOW 3BYKO3anNuCU U MarHUTHbIX cnocoboB
AOKYMEHTUPOBAHUA, 3TOT cnocob aBnseTcs 6eCKOHTAKTHbIM (06beKTUB
OTCTOUT OT HOCUTENA HA PaACCTOAHMU A0 1 MM), UYTO nNpaKTUYECKU
MCKNOYaeT BO3MOXHOCTb MEXaHUYEeCKOro MOBpeXAeHUA AMUCKa,
obecneunBana ropa3go 6onee BbICOKYIO AONTOBEYHOCTb M HA[EMKHOCTb
XpaHeHuAa uHpopmauuu.

e Mo3Bonser npeogonesatb MNOMEXH, MNpPUCYLLUE MeEXaHUUYECKONn U
MarHuTHoM 3anucu, obecneumBas Tem cambiMm ropasgo 6onee BbicOKOe
KauyecTBO 3By4YaHuUA;

e JTy 3anMcb MOXHO NopBepratb KOMMNblOTEpHO 06paboTKke, UTO paéT
BO3MOXHOCTb, B YaCTHOCTU, BOCCTAHAaB/IMBAaTb NepBOHA4Ya/ibHOe 3By4YaHue
CTapbiXx MOHOQOHMYECKUX 3anucel, ocBo6OXKAaTb MX OT LWYMOB MU
MCKaXXeHWUii 1 gaxke npeobpasoBbiBaTb B cTepeopOHUYECKUE.

1) nasepoonTuyeckoe AOKYMEHTUPOBAHME;

2) 31EKTPOMArHUTHOE AOKYMEHTUPOBAHME;
3) ronorpapumyeckoe 4OKYMEHTUPOBAHME;
4) aHanoroBas 3anuch.

42. «Fonorapuueckuii cnocob sanucu nHpopmaumnm xapakrepusyerca
cnepylowWmMMmM nokasaTenamu...». Haiaurte BoO3MoXKHble Npoao/KeHUn
AAHHOrO YTBEPXKAEHUA.

1) Kaxkabin pparmeHT 3anuncu (Noboi ee y4acToK) A4aéT BO3MOMKHOCTb
NoNy4YnTb MHGOPMaLMIO 060 BCEM 0OBEKTE, MOCKO/IbKY CBET OT /II060MN TOYKM
duKcMpyemoro npeameTa pacnpenenserca no BCeEmMy N3obpaxKeHuto, 1 npm
yTepe ¢pparmeHTa 3anNmncKU ee Nerko BOCCTaHOBUTbL C 10HOro ee yyacTKa;

2) c nomolLblo nasepa GUKcMpyeTcs, a 3aTeM BOCNPOM3BOAUTCA MHDOPMALLUS
0 KaKnx-1Mbo 06bEKTAX C O4EHb TOYHOM Nepeaaveit NPOCTPAHCTBEHHbIX
COOTHOLUEHWM, YINOBbIX U IMHENHbIX Pa3MEPOB, B3aMMHbIM PACMONIOKEHNEM
npeaMeTOoB B NPOCTPAHCTBE, CO MHOXECTBOM PaKypCcoB, KOTOPbIe N3MEHAITCA
C U3MEHEeHUeM TOUYKM HabaoaeHus;



3) aTo dpoTorpaduyeckas 3anmcb, OCHOBaAHHAA Ha ABYX GU3NYECKUX ABNEHUAX,
CBfiI3aHHbIX C BOIHOBOWM NPMUPOAOM CBeTa, — ABNEHUAX AndpaKumm n
nHTepdpepeHunm;

4) 3anuncb MHGOpMauumn, npeobpasoBaHHOM B LMdPOBOM Koa, NPON3BOANTCA
Ha MUKPOYMN (BCTPOEHHYIO MHTErPaIbHYO CXEMY NAMATKN) UM MUHU-KAPTbI.
3anuMcaHHy TakMm 06pa3om Ha MUHU-KAPTY MHPOPMALMIO MOMKHO C
NMOMOLLLbIO CNeLmanbHOro yCTPONCTBA BBOAMTL B KOMMNbIOTEP, NMPOCAYLUNBATDL
WKW NepecblNaTb NO 3/IEKTPOHHOM noyTe

KoHTponbHasa pabota no Kypcy « OCHOBbI ;JOKYMEHTOBEAECHUA»

1. TIlpoananu3upoBaTh yHOTPEOJICHHE TMOHATUS «JOKYMEHT» M €ro
CUHOHHMMOB «JIEJIO», «OyMaray, «akT», «J1ejioBas OyMaray, «CIy>KeOHbII JOKYMEHT)
10 TPEM UCTOYHHUKAM (CM. XpEeCTOMATHIO K pa3aemny 2):

- 'enepanbsHOoMy permamenty 1720 r.,

- Obmemy ryoepHcKoMy yupexaeHuto 1775 r.,

- Obmemy yupexaeHuo MuHucTepcts 1811 r.

[Ipoananu3upoBaTh, B KAKUX CIydasx yHoTpeOIseTcsl KaK0€ MOHSATHE.

Memoouueckue pexomenoayuu 1

a) IlpoumTaTh Bce TpU HCTOUYHMKA M BBINHCATh TMPEIJIOXKECHUS, TJIe
yHOTPEOIISIETCS CIIOBO «IOKYMEHT)», OTIAEIBHO MO KaXJAOMY UCTOYHUKY, YKa3bIBas
HOMED TJIaBbI / MyHKTA;

0) caenatb Ha OCHOBE BBIMCOK BBIBOJI O 3HAUEHUU TEPMHUHA «IOKYMEHT» B
KaXJIOM U3 UCTOYHUKOB OTIEIBHO;

B) TO € MOBTOPUTH JJII CHHOHHUMOB «JIEJIO», «OyMara», «akTy, «JIejoBas

OyMaray, «CIIyeOHbIA JOKYMEHT.

2. Ilo BeIMCKaM M3 CIOBapedl U CHEHHMAIBHON JUTEpaTypbl ONPEIEIUTH,
KaKue acTleKThl — MHGOPMAIIMOHHBIHN, MPAaBOBOH, YIIPaBICHUYECKUN, HCTOPUIECCKUAN
— JIETJIA B OCHOBY OIIPEEIICHUS TOHATHS «TOKYMEHT» B KaXKJIOM CIIydae.

Memoouueckue pexomernoayuu 2



Brlinucarh U3 TOJKOBBIX U CIIEHIUATIBHBIX CIIOBAPEH, a TAKkKE U3 YUEOHUKOB IO
JIOKYMEHTOBEICHHUIO (JIFOOBIX ), METOJIUYECKOMN JTUTEPATYPHI MO ACIONPOU3BOICTBY,
apXMBHOMY M OMOJIMOTEUYHOMY JIETY U Jp. ONPEIEICHUS CI0BA «TOKYMEHT.

OO0s3aTenbHO yKa3aTh BBIXOJHBIE JaHHBIE MCTOYHHMKA (aBTOpa, HAa3BaHUE,
MECTO U TOJl W3JaHus, H3JaTeNbCTBO, CTpPaHUIy / peXuM npoctyma (ams
ANIEKTPOHHBIX pecypcoB). Hanpumep:

bapuxun A.B. [lenonpouzsoocmeo u doxymenmoobopom. - M.: KnudwcHwiii
mup, 2008, C.17.

Deoepanvrulil 3akoH « O 20Cy0apcmeeHHOU pecucmpayuu I0pUOU4ecKux iuy
U UHOUBUOYANILHLIX npeonpuHumamenetiy om 8 aseycma 2001 2. Ne [29-D3
(peo0.19.05.2010) [Onexkmpounnwiii  pecypc]. - Peoicum docmyna:
http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=100595

Ilocne kaxmoi BBIIUCKU CJieJaTh BBIBOJ O TOM, KaKOW acHeKT —
HH()OPMAITMOHHBIN, PABOBOM, YIIPaBICHUYECKUN, HCTOPHUIECCKUN — JICT/JIM B OCHOBY

OIPCACICHHUA IMOHATHA «JOKYMCHT» B Ka’XK/IOM CJIydac.

3. CpaBHUTH TOJIKOBAaHUSA TEPMUHOB «HH(POpPMaLUD», «IOKYMEHTHPOBAaHHAS
uHpopMausa», «IOKYMEHT», «BJEKTPOHHBIA JOKYMEHT» B HOPMATHBHBIX U
MPABOBBIX AKTaX.

3.1.Bemmucate U3 TOCYAapCTBEHHBIX CTaHIAPTOB OMNPEICICHHUS TEPMHUHA
«TOKYMEHT»:

I'OCT 16487-70. Jlenonpou3BOACTBO W apXuBHOE [1e€ji0. TepMuHBI U
OTIpEIETICHHUS;

I'OCT 16487-83. Jlenonpou3BOACTBO W apXUBHOE [1€ji0. TepMUHBI U
OTIpEICIICHHUS;

I'OCT P 51141-98. Jlenonpous3BOACTBO M apXWBHOE AeN0. TepMUHBI U
OIpEEIICHHUS;

I'OCT P 7.0.8-2013 [lemonpou3BOJACTBO M apXWBHOE Jej0. TepMuHBI U

OTIpeICTICHUSI.



3.2. Bomucare u3 ®enepanbubix 3akoHOB Ne 149 «O6 wunpopmanuwu,
MH(OPMAIMOHHBIX TEXHOJOTHSAX U 3amuTe uHpopmanum» 2006 1. u Ne 15 «O6
uHbopMaluu, HHPopMaTH3aUH U 3aiuTe nHpopmanun» ot 25 auBaps 1995 rona
OIIpENENICHUs] TEPMHUHOB «HMH(OpPMALU», «TOKyMEHTHpPOBaHHas HHGMOpMaLus»,
«JIOKYMEHT» U «3JIEKTPOHHBIN JJOKYMEHT» YCTaHOBUTH, KAKHE aCTIEKThl (HOCUTEIH
uHbOpMaInK, cocoObl ee (PMKCUPOBaHMUSI, IOPUANYECKAs CUjia TOKyMEHTa U JIp.) U

q)YHKHI/II/I AOKYMCHTA 3aJIOKCHBI B 9THUX OIIPCACIICHUAX.

Memoouueckue pexomenoayuu 3
A. Beimucku 3 'OCToB 3aBepminTh 00OIIUM BBIBOJIOM O TOM, MEHSJIOCH JIU
CO BPEMEHEM TOJIKOBAHUE MOHSITUS «JOKYMEHT» 1 KaK1e U3MEHEHMsI HaOJII0Jat0TCsl.
b. Bemmcku u3 @3 Ne 149 3aBepmmuTh BBIBOAOM O HAJIMYUU TOHSITHUU B
kakaoM D3 U COOTHOHMIEHMH TMOHATUNA «HH(POPMALHI», «IOKYMEHTHPOBAHHAs

I/IH(bOpMaI_[HH», CIOKYMCHT» U «BHGKTpOHHI)Iﬁ JOKYMCHT.

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

XpecToMaTuio K pazaeny 3).

Memoouueckue pexomenoayuu 3
KoncnekT cnegyer coctaButh B TabmuuHoit (opme. CremyeT coOmoaaTh
MOCIIEIOBATEILHOCTh ~ OMHUCAHUSI  CIOCOOOB  JTOKYMEHTHPOBAHHS, 3alaHHYIO
Y4EOHUKOM.

[Ipu omucanuu Kaxxaoro croco0a cienyeT yKa3blBaTh €r0 HEJOCTATKU H

IIpCUMYIIICCTBA
Cnocob6 aoKymeHTU- | OnucaHue cnocoba. CpepcTtBa MartepuanbHbie | Buabl
poBaHuA HAOKYMEHTU- | HOCUTeNun AOKYMEHTOB,
Mpeumywecrea n
poBaHua KoTopble moryT
HeAO0CTaTKU. C03AaBaThLCA
AaHHbIM

cnocobom




HayepmamensHbolii HaHeceHue A3bIKogbIX | YepHuna, Kocme, kopa Tekcmosele,

crnocob 3HAKOB U 3HAKO8- cmurno, depesvbes, mexHu4eckue,
doKymeHmupoeaHua | usobpaxceHuli Ha Kaaam... nepaameHm... U3000KyMeHMbl
nosepxHocmMob
mamepuasbHo2o

Hocumessa 06bIYHO
npu nomouwu
KpacAaweao
sewecmaa.

lpeumywecmea -

Hedocmamku -...

NTorosbii TecT no Kypcy "OCHOBbI AOKYMeHTOBeAeHMA"
UToroBsblii Tect

no aucumnamHe « OCHOBbI fLOKYMEHTOBEAECHUAY

1. YKa)kute BepHoe npogonxeHue ¢ppasbl: 3aKOH OOKYyMEHMAaUUOHHO020 0hopMaAeHUA COYUAIbHO
3Ha4yumblii cobbimuli delicmsyem ...

1) ToNbKO ANnA odULMaNbHbIX FOCYAaPCTBEHHbIX COObLITUS;

2) ToNbKO ANA 06LLLECTBEHHO-NONNTUYECKUX COBbITUIA;

3) cyryb0 Ans ANYHbIX, CEMEHbIX COBbITUIA;

4) pna nobbIx COObITUIA, 3HAUMMBIX AN OTAE/NbHOIO YEI0BEKA MM TPYNNbl N0AEN.

2. QeiicTBUA yenoBeKa (C NOMOLLbIO TEXHUKU UMK APYIUX CPeACTB) MO 3aHECEHUIO 3HAYUMOIA
MHpopMaLMM Ha maTepuanbHbIA HOCUTENb Ha3bliBaeTcA

1) unbopmaTtusaumen;

2) BOKYMEHTUPOBAHMEM;

3) [OKYMEHTALMOHHbIM 0becneyeHMeM ynpaBAeHUs;
4) Lenonpon3BOACTBOM.

3. [locNOBHO € NaTbIHM CNOBO «A0KYMeHT» (documentum) o603Hauaert:



1) 3anuco, nucats;

2) bymara;

3) goroBop, 06A3aTeNbCTBO;

4) nMcbMeHHOE CBMAETeNbCTBO, 06pasel.

4, Haiigute npasuibHoe npogomkeHune $ppasbl «B npoyecce ceoez20 hyHKYUOHUPOBAHUSA 8 0buecmee
00KyMeHm Mocem npoxodumb HECKO/bKO cped — onepamueHyo, pempocnekmusHyio Uu...

1) npodunakTUUecKyo;
2) NpOrHOCTMYEeCKyHo;
3) cornacoBaHuA U yTBEPKAEHMUS;
4) apXMBHOTO XpaHeHus.
5. YKaxute metog, kotopbit HE OTHOCUTCA K meToaam aHanM3a TEKCTa A OKYMEHTa.
1) KOHTEHT-aHaNU3;
2) MeToA, 3KCNEepPTHbIX OLEHOK;
3) meToa GOpPMYNAPHOTro aHanM3a;
4) NMHIBUCTUYECKAnA 3KCNepTU3a.
6. BaxkHeAwWwmnMm ob6LeHayYHbIM MEeTOA0M 418 AO0KYMEHTOBeAEHUA ABNAETCA...
1) knaccuodurKkayms;
2) meToA, UCTOYHMKOBEAUYECKOro UccneaoBaHma
3) aHanM3a rpadrUecKmX AaHHbIX AOKYMEHTa,
4) KOHTEHT-aHaNu3.
7. Npoaonxkurte ¢pasy: «'CAOY Hawna ceoe npodosxeHue...»
1) B poccuitcknx FOCTax;
2) B cTaHgaprTax I1SO;
3) B depepanbHbIX 3aKoHax PO;

4) B TUNOBbIX MHCTPYKLUMAX MO 4e/10NPOU3BOACTBY.

8. NMpogonxkute ¢ppasy «/lo cmeneHu 8aUAHUA HAa COBPEMEHHYIO MPAKTUKY UCTOUHUKU, cOoAeprKalme
HOPMbI 1 NpaBuaa PaboTbl C 4OKYMEHTaMM, AENATCA HA ABe rpynnbl...»

1) UCTOYHUKN, 3aKOHOA4ATE/IbHO pernameHTnpoBasLlline Koraa-to nam pernameHTunpyroulme no

HacTosLee Bpema paboTy C JOKYMeHTaMu;

2) dKTya/ibHbl€ UCTOYHUKU, OTpa*Kakouime COBpEMeHHbIP’I onbIT, TPAAMUUNKN OENONPON3BOACTBA,



3) ycTapeBLIMe UCTOYHUKMN, UMEIOLLME TOSIbKO HAYYHYIO, UCTOPUKO-KYIbTYPHYHO LLEHHOCTb;

4) UCTOYHUKMU, CoAepPHKaLllMe CTUXUNHO C/IOXKMBLLMECA HOPMbI U NPaBuNa, oTpakatoliue
TPaAULMN N NPAKTUYECKMIA OMNbIT AEeN0NPON3BOACTBA.

9. YKaxKuTe, Kakme HOPMaTUBbI ABNAIOTCA 06A3aTe/IbHbIMM A8 UCNONHEHUA PaboTHUKaMM
opraHusauum.

1)MprMmepHasa MHCTPYKLMA NO 4e/0NPON3BOACTBY.
2) MHCTpyKLMA No Aenonpon3BoacTBY OpraHU3aLmu.
3) FocynapcTBeHHbIM CTaHaapT.
4) depepanbHblli 3aKOH.
10. FOCTbi, pernameHtTupytowme A0V, HocaT B PD...
1)ob6sA3aTenbHbll XapaKkTep;
2) pekomeHaaTeIbHbIN XapaKTep
3)obecneuynBaloLLMii XapaKTep;
4) HPOPMaLIMOHHO-CMPaBOYHbIN XapaKTep.
11.CnoBo «nHpopmauua» (informatio) 6yKBaNnbHO C NaTbiHXM NEPEBOAMUTCA KAK:
1) ‘3HaHMe, NoOHUMaHue’;
2) ‘pasbACHeEHME, U3/I0KEHNE, OCBEAOMEHHOCTD’;
3) ‘naHHble, cBeAeHuA, cooblieHns’;
4) ‘nOKYMEHT, 3aMm1Cb, A0KA3aTeNbCTBO’.
12. MaTtepuanbHOCTb MHPOPMALUUN NPOABAAETCA B TOM, YTO...
1) nudpopmauma 1 ecTb matepus;
2) MHPOopPMaUMA — 3TO IHEPrUs, a SHEPrus MmaTepuasbHa.

3) nndopmauma GUKCUpyeTca opraHamm YyBCTB MU APYrMMM cnocobamm permcrpaLmm
mMmaTepuu, a ceaoBaTeNbHO, CBA3aHA C Hel;

4) nHpopmauma — 3To 3aPUKCUPOBAHHbIE U3MEHEHMA COCTOAHMA MaTEPUN U SHEPTUU, @ OHU
mMmaTepuanbHbl.

13. YKaxKuTe BepHOe nepeumncsieHne CBOINCTB AO0KYMEHTUPOBaAHHOM MHGOpMaLum.

1) MMeeT CeMaHTUYECKUIA XapaKTep, KOANPYETCA CUCTEMOIN CUMBOJIOB U 3HAKOB,
CTPYKTYpUpPOBaHa 1 NnepeaaeTca AUCKPETHO, CBA3aHA C MaTepMasibHbIM HOCUTENEM, HOCUT
CouManbHbIN XapaKkTep;

2) XpaHUTCA B MO3re Ye/0BeKa, KOAMPYETCA CUCTEMOI CUMBOJIOB M 3HAKOB, el NpUcyLwm
WMHBAPMAHTHOCTb, YaCTUYHOCTb;



3) cTpYKTypMpOBaHa 1 NepesaeTca ANCKPETHO, NpeacTaBaseT coboii MaTepUIo AN SHEPTULO,
MMeeT CeMaHTUYECKMIA XapaKTep;

4) nmeeT coLUMaNbHbIN U CEMaHTUUYECKUNI XapaKkTep, ob61agaeT MHBapPMaHTHOCTbIO, KOAMPYeETCS
CMUCTEMO CUMBOIOB M 3HAKOB.

14. Hazosute guddepeHumnanbHble NPU3HAKU JOKYMEHTA?
1) HaAn4Yne MHGOPMaAUNOHHOMN U MaTEPUANBHOM COCTABAAIOLLNX;
2) CTPYKTYPHOCTb ALOKYMEHTA;
3) NOA/IMHHOCTb;
4) GYHKLMOHANBbHOCTb AOKYMEHTA.
15. Hangute BepHoe npogonxeHue ¢ppasbl: «OPUrMHaNbHOCTb A OKYMEHTa ABAAETCA ...»

1) cywectBeHHbIM (anddepeHumanbHbIM) MPU3HAKOM, TaK Kak XapaKTepHa A4 BCEX BUA0B U
TUMOB AOKYMEHTOB;

2) cywecTBeHHbIM (AnddepeHumanbHbiM) CBOMCTBOM, Tak Kak HEObX04MMa Ye/TIOBEKY B ero
NPAKTUYECKON HKU3HU;

3) HecyLWecTBeHHbIM MPU3HAKOM AOKYMEHTA, TaK KaK Ye/I0BEeK B AENCTBUTE/IbHOCTU MMEeT Ae/i0
He TONIbKO C OPUTMHAaNaMM AOKYMEHTOB, HO 1 C UX KONUAMMU;

4) HecyLEeCTBEHHbIM, TaK KaK BCTPEYAETCA He Y BCEX JOKYMEHTOB.
16. KaK HasblBaeTcA 4OKYMEHT, BNepBble CO34aHHbI OAHUM YeN0OBEKOM U/IN HECKO/IbKUMM Nl aMm?

1) opurnHan;

2) NOANUHHWUK;

3) aybnukar;

4) konus.
17. K10, MmeeT npaBo NpuaaBaTh OPULAUYECKYIO CUY KONUAM?

1) HoTapwuyc;

2) opraHusauma, BblaaBLian AOKYMEHT;

3) HayanbHKUK OTAeNa Kagpos Nboi opraHMU3aumy;

4) 3aBeayoWwnin KaHuenapmen ntoboro rocygapcTBEHHOro opraHa.

18. Kak Ha3biBaeTca cBOUCTBO MHPOpMaLLMKM, NpoAaBAAIOLLEeca B TOM, UTO oHa (MHpopmauma)
nepepaerca u obpabaTtbiBaeTcA 4e/NI0BEKOM NOPLMOHHO, OTAENbHbIMU cO06LweHnamn?

1) MHBaPMaAHTHOCTb;
2) AUCKPETHOCT;

3) CTPYKTYPMPOBAHHOCT;



4) 4acTUYHOCTb.

19. NMpopgonkute Pppasy: «TepMmuHbl KOOKYyMeHMUPOBAHHAA NHPOPMALUA» N KOOKYMeHMHAsA

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

3) pa3nyHbI NO NOHATUMHOMY 06bEMY, TaK KaK He BCAKAA «4O0KYMEHTUPOBAHHasA MHbOpMaUus»

ABNAETCA «AOKYMEHTHOMN».

4) noHATME «AOKYMEHTUPOBAHHAA MHDOPMALIMAY» LUMPE MOHATUA « GOKYMEHTHasA MHGopMauua», Tak Kak
YKa3bIBaeT He TO/IbKO Ha Hainuyme naeanbHon (MHGOPMaLMOHHOW) COCTAaBAAIOLLEN, HO U HA HanYMe
MaTepuanbHOIro HOCUTENA.

20. YKaxKute CBOMCTBO AO0KYMEHTUPOBaHHO nHpopmauum, Kotopoe HE ABJTAETCA obasaTenbHbim.
1) onepaTMBHOCTS;
2) 0AHO3HaYHOCTb TO/IKOBAHMA;
3) AO0CTOBEPHOCTb;
4) odpnuManbHOCTb.

21. CNoco6HOCTb AOKYMEHTOB K TUPAXMPOBaHUIO, BOCNPOU3BEAEHUIO COAEPKAHUA U MaTepUanbHOro

HOCUTENA Ha3bIBaeTcs ...
1) ayTeHTMYHOCTb;
2) TOXKAECTBEHHOCTb;
3) KONUNHOCTb;
4) danbcudukaums.
22. KaKo# fOKyMeHT cuutaeTca opuumanbHbIim?

1) LOKYMEHT, M3rOTOB/EHHBIN C cObAoAeHMEM YCTaHOBAEHHOM GOPMbI AN YACTUYHO

M3MEHEHHbIN;

2) BOKYMEHT, U3roTOBNAEHHbIN CaHKLMOHMPOBaHHbIM CNOCOBOM B COOTBETCTBUM C
3aKoHOAaTesIbHO onpeaeneHHON TeXHOOrMel ero N3roToBAEHUA U MMEIOLLLMIA NPU3HaKK
NoA/IMHHOCTY;

3) AOKYMEHT, CO34aHHbIV IOPUANYECKUM UAN GUIMYECKUM MLOM, ODOPMAEHHbIN U
YZAOCTOBEPEHHbIV B YCTAaHOB/NIEHHOM MOPAAKE;

4) AOKYMEHT, coaep*KaHne KOTOPOro MOXHO CHUTATb MOJIHbIM U TOYHbIM NpeacTtaBieHNEM
noareepXxaaemMblX onepau,mﬁ, AeATENbHOCTU NN d)aKTOB N KOTOPOMY MOXHO 0BEPATb B
nocneayroumx onepaumax nam s nocnep,ylouj,eﬁ AeATENNIbHOCTMH.

23. AYTeHTUUYHDbI AOKYMEHT — 370 ...



1) LOKYMEHT, M3roTOBNEHHbIV C cobAtogeHMeM yCTaHOBAEHHON GOpPMbI AN YAaCTUYHO
M3MEHEHHbIN;

2) BOKYMEHT, KOTOPbIN MOKHO JI0Ka/IN30BaTb, HANTM, BOCMPOM3BECTM M MHTEPNPETUPOBATD;

3) TaKoW OKYMEHT, y KOTOPOro MOXKHO 10Ka3aTb, UTO OH: ABAAETCA TeM, YeM npeTeHayeT 6biTb;
6bln CO34aH AW OTNPaBAEH NNULLOM, AENCTBUTE/IbHO CO34aBLUMM UM OTNPABUBLUMM €ro; a
TaKe 6bla co3/1aH UK OTNPaB/EH B TO Bpems, KoTopoe 0603HayeHo.

4) NOKYMEHT, coep’KaHUe KOTOPOTro MOXHO CUMTaTb MOJIHbIM U TOYHbIM NpeAcTaB/leHUEM
NoATBEPXKAaeMbIX OnepaLni, 4eATeNbHOCTU AN GaKTOB U KOTOPOMY MOKHO A0BEPATL B
nocneaylowmnx onepaymax Uam B nocneayowen eatenbHoCTH.

24. MoNNPYHKLNOHANBHBIM AOKYMEHT ABNAETCA NOTOMY, YTO...

1) 04HOBPEMEHHO BbINOAHAET HECKOIbKO Pa3HbIX GYHKLNIA;
2) Bpems oT BpemeHun meHAeT QYHKUUM;
3) pa3Hble AOKYMEHTbI BbINOAHAIOT pasHble GYHKLUUK;
4) y [OKYMEHTa ecTb rnaBHas, obwue 1 cneupnanbHble GyHKLUN.
25. Mouemy B HayKe A0 CUX NOP He CI0XKUNOCb eguHON Knaccudpurkaumm GyHKLUU LOKYMEHTOB?
1) pYHKUMN AOKYMEHTOB MMEIOT Pa3Hyo NPMPOAY M 3aBUCAT OT KayecTBa U Tuna nHbopmaumu;

2) cneKkTp 3TUX GYHKUMIA LWMPOK, TaK Kak MHGOPMaLUA NPOHU3bIBAET BCe cdHepbl Ye10BeYeCcKoro
obliecTBa 1 ya0BAeTBOPAET Camble pa3HoobpasHble NoTpebHoCTY;

3) AOKYMEHTbI CMOCOBHbI BbINOHATL CPa3y HECKObKO GYHKLNIA, UX MHOFAA TPYAHO pa3aennTb
mexay coboir;

4) Bce Ha3BaHHbIE BbILLE NPUYUHDI.

26. 9TK PYHKUMM 06A3aTeNIbHO eCTb Y BCeX AOKYMEHTOB, HO B Pa3HOM COCTaBe KaK aKTyasibHoe
pononHeHue apyrux yHKUnit. OHM BO3HUKAIOT Y AOKYMEHTA U MOTYT MEHATbLCA B 3aBUCMMOCTU OT
ycnosuit yHKLMOHUPOBAHUA AOKYMEHTA, OTPAXKaKOT pa3HOob6pa3Hble KOHKpeTHble NoTpebHoCcTH
obLectBa UM OTAENBHOrO ero YaeHa.

1) obuime;

2) cneunanbHble;

3) ynpasneHyeckue;
4) regoHUNYECKue.

27.Kak Ha3biBaeTca GYHKLUMA JOKYMEHTOB, B KOTOPbIX OTPAXKEHbI: CO34aHNE OpraHn3aLumm,
YCTaHOB/IEHUE ee CTPYKTYPbI, LUTATHOW YNC/IEHHOCTU; periaMmeHTauma 4eATe/IbHOCTU U KONYeCcTBO
CTPYKTYPHbIX NoApasgeneHuii u paboTHMKOB; pexxum paboTbl 1 T.Nn.?

1) npaBoBas;

2) pacnopaauTenbHas;



3) KoHTpoONS;
4) opraHuM3auUMoHHas.

28. Echn AOKYMEHTbI Ha3bIBaIOTCA «MPUKA3», «pelleHne», «NOCTaHOBAEHUE», «yKasaHue»,
«pacnopaXeHue», TO OHU BbINONHAIOT (MK BbINOAHANN paHee) GYHKUMIO ...

1) npaBosyIo;

2) pacnopAaguTenbHyo;
3) KoHTpoONS;

4) opraH13aLNOoHHYIO.

28. 3Ta GYHKLUMA CBOMCTBEHHA AOKYMEHTaM, B KOTOPbIX ANA 3anucu nHGopmaLmm Ncnonb3yoTca
pa3nnyHble NpUuembl U CUCTEMbI TaliHONUCK, KpunTorpadpuun. TakKe 0CO6€HHOCTbIO TaKUX
OOKYMEHTOB ABNAETCA OrpaHUUYeHune B Aoctyne K MHpopmauuu.

1) ctaTucTMYecKas;

2) nonntuyeckas;

3) 3awuTbl HGOPMaLUUK;
4) KOTHUTUBHAA.

29. [leiicTBMe UM COBOKYNHOCTb AEUCTBUIA, NPUMEHAEMbIX B NpoLecce 3anMcu MHGopmauum,

Ha3biBaeTcA...
1) cpeacTBOM AOKYMEHTUPOBAHUS;
2) cnocobom AOKYMEHTUPOBAHWUSA;
3) cuctemoi AOKyMeHTauuu;
4) MeToa0oM AOKYMEHTUPOBAHMUA.
30. YKaxKuTe, 4TO BK/IlOHYAET B ceba cucrema A,0KyMEHTUPOBAHMA.
1) meToa, AOKYMEHTUPOBAHUSA;
2) BUAbI IOKYMEHTOB;
3) cpeacTBa AOKYMEHTUPOBAHMS;
4) maTepuanbHbIin HocuTenb MHGoOpMaLLMK.

31. Cnoco6 HaHeceHUA A3bIKOBbIX 3HAKOB U 3HaKOB-M306pa)KeHMﬁ Ha NOBEPXHOCTb MaTepunasibHOro
HOocUuTenAa Npu NOMoLU OPrTeXHNKu Ha3bIBaETC$|...(Omsem 3anucams CﬂOBGMU)

HayepmamesnbHbil

32 Mpapogutenem MaTpUUHbIX MaTepUabHbIX HOCUTeNel ABAAETCA CaeayoLmii cnocob

AOKYMEHTUPOBaHMUA...

1) HayepTaTeNbHbIN;



2) aneKkTpocTaTUYECKNA;
3) nepdopupoBaHme;
4) nasepHbIi.
33. NMpoaomkute ¢pasy: « TpaduyuoHHble cnocobbl O0KyMeHMUpPOoBaHUSA NpedcmaeneHsl... »
1) HauepTaTeNbHbIM COocoboM;
2) BbiceKaHuem;
3) 4OKYMEHTMPOBAHMEM HA NULLYLLEN MaLLUHE;
4) MexaHW4YecKol 3anuncbio.

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

1) 8 1804 r ¥. Xakkap;
2) 8 1807 r. T. lOHTr;

3) 8 1857 r. CKoTT;

4) B 1877 r. T. 241COH.

35. KaKolii cnoco6 BnepBble N03BO/MA 3ane4aTneTb 06bEKTUBHYIO BU3yasibHYI0 MHPOPMaUMIO Ha

maTtepuanbHOM Hocutene?
1) pucoBaHue;
2) *KuBoNuCs;
3) BbIXKMraHue;

4) GOTOXMMUYECKUN.

Bomnpocsl Kk 3xk3aMeny

1.Ponb 1oOKyMEHTa B )U3HU YeJIOBEeKa 1 OOIIECTRa.

2. JlokyMeHTHl B cdepe mpaBa W ymnpapiieHUs. HaydHo-mcTropudeckas W IMpakTHYeCcKas
LEHHOCTh JOKYMEHTA.

3.BimsiHue Hay4YHO-TEXHHUUYECKOW PEBOJIFOLIMY HA PA3BUTHE JJOKYMEHTA.

4.00BeKT U IpeIMET JOKYMEHTOBEACHHSI KaK HAYKH.

5.Metopsl BcclieIOBaHUS TOKYMEHTOBETIECKUX MpobaeM. OOIeHayuHbIE U CTICIIHAIbHBIC
METO/BI.

6.CTaHOBJICHHUE W PAa3BUTHE JOKYMEHTOBEICHHS KaK HAYYHOUW MUCIUILTAHEI.

7.ICTOUHMKHN JOKYMEHTOBEIUYECKUX UCCIIECTOBAHUM.

8. THurbl JOKYMEHTOB, SIBIISIIOIIIAECS HCTOYHUKAMU JUTST IOKYMEHTOBETYECKUX
HCCJIeIOBaHUM.

9.JIOKYMEHTBI, COJIepKaIlle CTUXHHHO CIIOKHUBINUECS HOPMBI U IPaBHJIA PAOOTHI

C IOKYMEHTaMH.
10.JoKyMEHTHI, 3aKOHOIATEIHHO PEriaMeHTUPYIOMINE padoTy C TOKYMEHTaMH.
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11.YcrapeBuime  MCTOYHUKH, 3aKOHOJIATEILHO  pErJaMEHTHPOBaBIIHME  padoTy
C JOKYMEHTaMH.

12.AkTyanbHble HMCTOYHHMKH, PErJIaMEHTHUPYIOIIME COBPEMEHHbIE MPOIeCChl paboThI
C IOKYMEHTaMH.

13.IIpaBoBbIC aKThI, W3/1aBacMbI€ BBHICIIMMH OpraHaMu ¢eaepalbHOW 3aKOHOIATEIHHOM
rOCyJJapCTBEHHOM BJIACTH U YIPABICHUS.

14.IIpaBoBbIE aKThl, U3aBA€MbIE OpraHaMyu 3aKOHOJATEIbHOW M UCIIOJIHUTEIBHON BIIACTH
cy0bekToB PO u ux TeppuTopHaTbHBIX 00pa3oBaHUi.

15.1IpaBoBbI€ aKThI, U3JJaBAEMbIE PYKOBOACTBOM MPEANPUITUN U OPTaHU3ALUH.

16.IlonaTne «wHPOpPMAIUS» U €€ POJIb B COIMUAIBHBIX M SKOHOMHYECKHX IMPOIIeCCax.
Crneunduueckre 4epThl JOKYMEHTUPOBAHHON HH(DOpPMAILIUH.

17.Ilonsitue "goKyMeHt".

18.Ilpu3Haku JOKYMEHTA.

19.0cHoBHBbIE cBOMCTBA JOKYMEHTOB. OpuruHanbHocTh. KonuitHOCTh. [1oAIMHHOCTD.

20. OYHKINU JOKYMEHTOB. [TpoGnembr onpeerIeHus KJIaCCU(UKALMOHHBIX
XapaKTEPUCTUK JTOKYMEHTOB MO (PYHKITHSM.

21. IlonaTre o JOKYMEHTUPOBAHUHU, CIIOCO0AX U CPEJICTBAX JIOKYMEHTHPOBAHHUSI.

22. TpaaulIMOHHBIE METO/IbI JOKYMEHTUPOBAHHS.

23. TeXHOTPOHHBIE METObI JOKYMEHTUPOBAHUSI.

24. Metoapl JOKYMEHTUPOBAHHUS, IPUMEHSIEMbIE B COBPEMEHHOM JIEJIOTPOU3BOJICTBE.

Ilpakmuueckoe 3a0anue na IK3amexe :

- ONPEAETINTh  THI JOKYMEHTAa IO  €ro CBOMCTBaM  (OpPHUTMHAJ/KOIHS;
NOUTMHHBIN/ (habCcru(PUIIPOBAHHBIN );

- OIIPEJICTINTH CIIeHATIbHYI0 (DYHKINIO JOKYMEHTA;

- OIPEIEIIUTh CIOCO0 JTOKYMEHTUPOBAHMUSL.
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YK — 1 Crioco6eH ocyIecTBIsTh MTONCK, KPUTHIECKUI aHAIIN3 U CHHTE3 WH(OPMAITHUH,

IIPUMCHATH CHCTEMHBIN oAXo JJIsd pCIICHUs MOCTABJICHHBIX 3aa4

YK 1.1
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TOCTOMHCTBA
1 HeJIOCTaTKH

€C

Bomnpocs! K 3k3aMeHy

1. McTOYHUKY JOKYMEHTOBETUECKUX HCCIAEAOBAHMM.

2. Tumel JOKYMEHTOB, SIBIITFOLIAECS WUCTOYHUKAMH
JIOKYMEHTOBETUECKUX HCCIIET0BAaHUI.

3.JIOKyMeHTBI, COAEp)Kallle CTUXUHHO CIOKMBIIUECS HOPMBI U
IIpaBUiIa pabOThI C JOKYMEHTaMH.

4. JIOKyMEHTBI, 3aKOHOJATENHHO perJaMeHTHpYIOIMe paboTy cC
JOKYMCHTaMHU.

5. YcrapeBnie HCTOYHHKH, 3aKOHOJATENIBHO PErNIAMEHTHPOBABILNE
paboTy ¢ TOKyMEHTaMHU.

6. AKTyalbHbIE HWCTOYHHUKU,
MpoLecChl PabOTHI C JOKYMEHTaMHU.

7. llpaBoBBIE aKTHI, W3/IaBa€MbIe BBICIIMMH OpraHaMu (emepaibHON
3aKOHO/IAaTeNbHOM rOCYy/1apCTBEHHO BIIACTH U YIIPABJICHUS.

8. IIpaBoBble aKThl, HW3AaBacMble OpPTraHaMH 3aKOHOJATEIBHOM U
WCTIOTHUTENFHOU BIIACTH CyObeKTOB P 1 nX TeppUTOpHAEHBIX 00pa30BaHHIA.

9. IlpaBoBBlE aKThHI, H3JaBaeMble PYKOBOJACTBOM MpPEANPUATHH U
OpraHu3aluii.

IUTS

pETJIaMEHTHPYIOIITNE COBPEMEHHEIE

HToroBnlii TECT

1. leiicTBHuA YesioBeKa (C MOMOIIBIO TEXHUKH MJIM APYTUX CPEACTB)
0 3aHECEHUI0 3HAYMMOH HMHoOpMaALMHM HAa MAaTePHAJbHBII HOCUTEIb
Ha3bIBaeTcst

1) nadopmaruzanueii;

2) TOKYMEHTHPOBAHHUEM;

3) 1OKyMEHTallMOHHBIM 00ECIIeYeHHEM yIpaBICHUS;

4) nenonpon3BOICTBOM.

2. Haiinute npaBWibHOE npoaoskenue ppasnbl «B npoyecce ceoezo
dyukuyuonupoeanus 6 obujecmee OOKymMeHm MOMHCEm  NPOXOOUMb
HECKOIbKO cped — OnepamueHyIo, pempoCcneKmueHyio u. ..

1) npodunakTHIECKyI0;

2) MIPOTHOCTHYECKYIO;

3) cornacoBaHus ¥ yTBEPKACHUS;

4) apXYBHOT'O XpaHEHUSI.

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

1) B poccuiickux 'OCTax;

2) B cranpaprax ISO;

3) B henepaibHbIX 3aKkoHaxX Pd;

4) B TUNOBBIX MHCTPYKLHAX 10 JEIOMPOU3BOCTBY.

4. lIponoskute ¢pasy «llo cmenenu é1uaHUA HA COBPEMEHHYIO
NPaKTUKY HCTOYHUKH, COAep:Kaliye HOPMbI WM NpaBuia padoThl C
JOKYMEHTaMM, AeJATCsS Ha Be FPYNNbL...»

1) UCTOYHUKH, 3aKOHOJATEIHO PETJIAMEHTUPOBABIINE KOTJa-TO WIH
perIaMeHTHPYIOIIUE 110

HacTofIIee BpeMs paboTy ¢ JOKyMEHTaMU;

2) akTyalbHble HWCTOYHHUKH, OTP@KAIOIINE COBPEMEHHBIH OIIBIT,
TPaJULNH JIeJIONPON3BO/ICTBRA;

3) ycrapeBiIrie UCTOYHHUKH, UMEIOIINE TOIBKO HAYyYHYI0, UCTOPHUKO-
KYJbTYPHYIO IIGHHOCTb;
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4) WCTOYHMKH, COACpKAIIWE CTUXUIHO CIOXMBLIMECS HOPMBI H
MpaBuiIa, OTPAXKAIOUINE TPAAUIMH U IPAKTHYECKUHN OTBIT JICIIONPOU3BOJICTBA.

5. Ykakute, KaKkue HOPMATUBBI SIBJSIOTCS 00513aTeJIbHBIMH /sl
UCIIOJTHEHUs! PA0OTHUKAMM OpPraHM3aLlMHu.

DI IpumepHast HHCTPYKLHS 110 1EIOIPOU3BOICTBY.

2) MuCcTpyKIus 1Mo IeJI0MPON3BOICTBY OpPTraHU3aIIH.

3) I'ocynapcTBeHHBIH CTaHAAPT.

4) ®enepallbHBIN 3aKOH.

6. 'OCTprl1, peraamentupytommue 10V, Hocsat B PO...

1)o0s3aTenTbHBIN XapakTep;

2) peKOMeHAaTEIbHBIN XapaKkTep

3)o0ecneunBaromnii Xapakrep;

4) nH()OPMAITMOHHO-CIIPABOYHBIN XapakTep.

KonTpoabHas padota no kypcy

1. [Ipoananu3upoBaTh KOMIUIEKT TOJOBOH MOAMHUCKH (TICYATHBIN HITH
3JIEKTPOHHBIHN pecypc B ceTr IHTEpHET) 0JHOTO U3 )KYPHAJIOB, yKa3aHHBIX B
CITHCKE, 3a JIFOOOH IO U3 IIATH IMOCIEIHUX.

5. JlaTp XapakTEepUCTHKYy TEMATHKU CTaT€dl U MaTepUalloB
xKypHaia. OpHEHTUPOBATHCS 110 KIFOYEBBIM CJIOBaM, 3ar0JIOBKaM CTaTeH.

6. Y cTaHOBUTB, UMEET JIM KYPHAJ CBOM calT B cetu MIHTEepHET
(Yka3aTb) 1 IpensiaraeT JI OH 3JIEKTPOHHYIO BEPCHIO (apXUB) CBOMX BHIITYCKOB.

7. [lonp3ysick cipaBOYHBIMK JAaHHBIMH JKypHaJIa, aTh OOIIYIO
XapaKTEePUCTHKY aBTopaMm ctateit (ykazatb ®OUO, wmecto paboTel u
JOJDKHOCTB). Cienats BBIBOJ 00 aBTOPAaxX KYPHAIBHBIX ITyOIHKAIIN.

8. CocTaBUTh KOHCIIEKT OJTHOW W3 cTateil (Ha BeIOOp). OOBeMOM
CTaThH JIOJDKEH OBITh HE MEHEe 3-X KypPHaJIbHBIX CTPAHUIL.

Memooduueckue pexomeHoayuu

AHalm3 KOMIUIEKTa TOJIOBOH MOJIMMCKHA BEIOPaHHOTO JKypHAama
CIIEAYeT NPEACTABUTD 6 UOE CEA3HO20 MEKCMA, B KOTOPOM OyIyT OTPaKEeHBI
OTBETHI Ha BCE MTOCTABJICHHBIE BHIIIE BOIPOCHL, AUOO 6 6UOe madiuybl.

MHorue U3 nepeunciIeHHbIX HIKE KYPHAIOB IIPEICTaBIEHbI
B apXMBaX HA COOTBETCTBYIOLIUX JKyPHAJIbHBIX CaiiTax.

B oueHke 1aHHOTO 3aJjaHKsl OCHOBHOE BHUMAaHHE yIEJISETCS
CIOCOOHOCTH CTY/ICHTOB YBUJIETh, C OJJHOM CTOPOHBI, THIIMYHOE U
XapakTepHOe JUIs JaHHOTO HCTOYHHKA, C PYTOd, ero 0COOCHHOCTH U
[IPEUMYILIECTBA.

IIpu cocraBiieHNN KOHCIIEKTA KYPHAIbHOU CTaTbU OLICHUBAETCS
YMEHHUE CXKUMATh HHPOPMAITUIO, OCTABIISSA KIFOUEBbIE MOMEHTHI TEKCTA;
COCTABJISITh KOHCIIEKT OT 3-T'0 JIMLA UK B O€3TMYHON (opMe, ecii aBTOPOM
cTaThu ObLT BEIOpaHa GopMa Iuaora ¢ YNTaTeIeM.

HroroBrrit BEIBOT 0030pa MOKET COIEPKaTh PEKOMEHIAITHIO
Ha4YMHAIOIUM TOKyMEHTOBEIaM 110 BO3MOKHOCTSAM HCIOIb30BAHUS
nHGOPMALIMH U3 JAHHOTO HCTOYHHKA.

CnHcoK KypHaJIoB

19. «J1emoTpon3BOACTBOY,

20. «/lenmonpon3BoACTBO U JOKYMEHTOOOOPOT Ha HPEAIIPUATHIY,
21. «OTedecTBEeHHBIE apXUBEBDY,

22. «BecTHHK apXuBHCTaY;

23. «CexkpeTtapckoe Jeno»,

24, «XOpoIHii CEKpeTaphy,

25. «Cekpetapb-pedepeHTy,

26. «CripaBoYHHUK cekpeTaps u oruc-MeHemKepay,

27. «CoBpeMeHHBII 0rc-MEHEIKEDY,
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28. «YTIpaBJIeHUE TIEPCOHATIOMY,

29. «Kanposoe neno»,

30. «Kanpoas ciyxo6ay,

31. «KanpoBuk»,

32, «CrpaBOYHHUK KaJIpOBHKA»,

33. «Kaapsl mpeanpusTus,;

34. «MeHeKMEHT 1 Ka/IpbI»,

35. «HayuHo-Texanueckas uHGpopMaIus»,
36. «bubnuorekoBeneHue».

Bonpocs! K 3Kk3aMeHy

1.Pons mokyMmeHTa B KU3HH YeJIOBEKa 1 00IIeCTBa.

2.00beKT 1 IpeAMET TOKYMEHTOBEICHHUS KaK HAyKH.

3.Metons! WCCIICIOBAHUS JOKYMEHTOBETYECKUX podeM.
OObuieHayyHbIe U CTIEIUATBHBIE METO/IBI.

4.CtaHOBJICHUE M pPa3BUTHE JOKYMEHTOBENCHHS KaK Hay4dHOU
JUCIIIIINHBIL.

5.IlonsTre «MHGOpPMAIIKSD) H €€ POJIb B COLUANBHBIX H SKOHOMHYECKHX
nporeccax. Crnenupuueckue 4epThl JOKYMEHTUPOBAaHHON MH(DOpMAIIHH.

6. [lonsitue "noxkymeHT".

7. BuusHHEe HayYHO-TEXHUYECKOM pEBOIIOLMU HAa Pa3BUTHE
JIOKYMEHTA.

Hrorossliii TECT

1. Ykaxure BepHoe NPOAOJIKEHHE ¢pasbi: 3akonu
OOKYMEHMAWUOHHO20 OPOPMIEHUA COUUAILHO 3HAYUMbLL COObIMUIL
delicmeyem ...

1) TonmbKO 151 OUITHATEHBIX TOCYAAPCTBEHHBIX COOBITHS;

2) TOJILKO JIIsl OOIIECTBEHHO-TIOJIMTHYECKIX COOBITHH;

3) cyry0o 1Isl JINYHBIX, CEMEUHBIX COOBITHIA;

4) 0ns nobwIx cobbimull, 3HAYUMBIX OJI51 OMOEIbHO2O YeN08eKd UIU
epynnul Jto0ell.

2. HocrogHo ¢ namwiHu c1060  «0oKymenmy (documentum)
obo3nauaem:

1) 3anucw, nucams,

2) 6ymaea;

3) 0oeosop, obs3amenvcmeo;

4) nucobmeHnHOe c8uUdemenbCmao, oopaszey.

3. Vkaoscume memoo, xomopwii HE OTHOCHUTCAH x memodam
amanuza mexcma OOKyMeHma.

1) konmenm-ananusz,

2) Memoo IKCHEPMHBIX OYEHOK;

3) memoo Gopmynaproeo ananusa;

4) nunzeucmuyeckas dIKCnepmusa.

4. Baoscuenwium oOWenayyHbiM mMemooom OJisl OOKYMEHMOBEOeHUs
ABAAEMCA...

1) knaccugpuxayus,

2)  MemoO UCMOYHUKOBEOUECKO20 UCCIe0068aHus 3) aHanu3a
rpaduyYeCcKuX JaHHBIX JOKYMEHTA,

4) KOHTEHT-aHAJIN3.

5.CnoBo «unpopmanus» (informatio) OykBaabHO ¢ JIATBIHH
nepeBOaANTCS KaK:

1) ‘3HaHMe, TOHUMAaHHE ;

2) ‘pa3bsACHEHHE, U3JI0KEHUE, OCBEIOMIEHHOCTD ;

3) ‘maHHBIC, CBENICHUS, COOOIICHUS;
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4) ‘MOKYyMEHT, 3aUCh, I0KA3aTeIbCTBO .
6. MaTepnajibHOCTh HH(POPMALMH MPOABJIAETCA B TOM, YTO...
1) uadopMaIus U eCTh MaTePHS;
2) uH(OPMAITHS — 3TO DHEPTHS, a SHEPTHUSI MaTepHaIbHA.
3) undopmauus (UKCHUpyeTCs OpraHaMH YyBCTB WIH JIPYTHUMHU
crioco0aMy perucTpany MaTepuu, a ClIeI0BaTEIbHO, CBsI3aHa C HEl;
4) wmadopmarmsa — 3TO 3apUKCHPOBAHHBIC HW3MEHEHHUS COCTOSTHHS
MaTEepHH U SHEPTHHU, 2 OHU MaTepUaIIbHBI.
7. Kak Ha3pIBaeTcsi CBOMCTBO MH(pOPMALMM, MPOSIBJSIONICeCH B
TOM, 4TO0 OHa (MHopManus) MepeaaeTcsi 1 00padaTbIBAeTCsl YeJI0BEKOM
NOPUHMOHHO, OT/eJIbHBIMH COOOIEeHUAMH ?
1) ©HBapUaHTHOCTE;
2) TUCKPETHOCTH;
3) CTpYKTYpPHUPOBAHHOCTb;
4) YaCTUYHOCTb.
8. YkaxkurTe BepHOe nepeyncjieHue CBOMCTB JOKYMEHTHPOBAHHOM
uHpopmanmu.
1) nMeeT ceMaHTUYECKHM XapakTep, KOJUPYyeTCsl CHCTEMOM CUMBOJIOB
U 3HAKOB, CTPYKTypHpOBaHa M TIepelaeTcss JTUCKPETHO, CBs3aHa C
MaTepHaJIbHBIM HOCUTENEM, HOCUT COLMANIbHBIN XapakTep;
2) XpaHHUTCS B MO3Te 4elloBeKa, KOJUPYeTcs CHCTEMOM CHUMBOJIOB U
3HAKOB, €{ MPHUCYIIN HHBAPUAHTHOCTh, Y4CTHYHOCTD;
3) CTpYKTypupOBaHa U HEpeNaeTcsi OUCKPETHO, MPEACTaBIAET co00it
MaTEpHIO UM YHEPTUI0, UMEET CEMAaHTHUYECKHUI XapaKTep;
4) WMeEeT COIMAIbHBIA M CEMaHTUYCCKHMI XapakTep, oO0iazacT
HWHBapUaHTHOCTBIO, KOAUPYETCSl CHCTEMOM CUMBOJIOB M 3HAKOB.
9. HazoBute nud¢epeHunanbHble IPU3HAKUA JOKYMeHTa?
1) Hanuue HHPOPMAITMOHHOHN U MaTepPHATBHOM COCTABIISIONINX;
2) CTPYKTYpHOCTH IOKyMEHTa;
3) MOTMHHOCTE;
4) pyHKIIMOHATHHOCTH IOKYMEHTA.
Y Ompef| Koutpoabnasi pa6ora no kypcy
K1.2 elIsIeT, 3aganue
MHTEPIPETUPY 3. CpaBHUTH  TOJNKOBaHHMA  TEPMHHOB «uH(pOopManuD»,
eT U| «IOKyMEHTHPOBaHHass  HWHPOpMANUM),  «IOKYMEHT»,  «JJIEKTPOHHBIH
PAHXXUpPyeT | AOKYMEHT» B HOPMATHBHBIX U MIPABOBBIX aKTaX.
MH(OpMAaLHIO, 3.1.Beimucath HM3 TOCYAAapCTBEHHBIX CTaHIAPTOB  ONpEAETICHUS
TpedyeMyl0 | TepMHHA «IOKYMEHT»:
st pereHus| I'OCT 16487-70. Jlenonpou3BOACTBO B apXHUBHOE JeN0. TepMUHBI 1
MoCTaBJICHHOH| onpeaeeHus;
3agauu; I'OCT 16487-83. Jlenonpon3BoACTBO U apXUBHOE J€N0. TEpMUHBI U
OCYIIIECTBIISIET| OTIPEACTICHIS;
[TOUCK I'OCT P 51141-98. [lenonpon3BoACTBO 1 apXUBHOE Aen0. TepMUHbI 1
MHQOpPMaIK | OnpeaesICHuUS;
[0 Pa3TUIHBIM| I'OCT P 7.0.8-2013 Jleonpon3BoACTBO U apXUBHOE 1e0. TepMuHbI 1
TUTIAM OTIpE/IETICHHS.
3anpocos 3.2. Bemucate u3 ®PenepanbHbix 3akoHOB Ne 149 «O06 undopmanuy,

MH(OPMAITMOHHBIX TEXHOJIOTHX 1 3ammuTe nHpopmarum» 2006 r. u Ne 15 «O6
nHpopMaum, nHPOpPMATU3AIMY U 3amuTe HHGopMamm» ot 25 sHBaps 1995
rofa OIpeleNeHus TEPMUHOB «UHGPOPMALUSI», «IOKYMEHTHPOBaHHAsS
uHGOPMALIUIY, «TOKYMEHT» U «3JIEKTPOHHBIA TOKYMEHT)» YCTAaHOBHUTb, KAKHE
acreKThl (HOCUTENH HHPOPMAIIUH, CIIOCOOBI ee (PUKCHUPOBAHUS, FOPUINIECKAs
cuja JOKYMEHTa H Op.) M (QYHKIMM JOKYMEHTa 3aJ0KEHBl B OTHX
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OTIpE/ICICHUSIX.

Hrorosslii TECT

1. Haiinute BepHoe mnpoao/iKeHne ¢pasbli: «OpUTrHHAIBLHOCTD
JOKYMEHTA SIBJISIETCH ...»

1) cymectBeHHbIM (nuddepeHnHaTbHPIM) TPHU3HAKOM, TaK Kak
XapakTepHa AJIsl BCEX BUJOB U TUIIOB 1OKYMEHTOB;

2) cymecTtBeHHbIM (auddepeHraIbHbBIM) CBOMCTBOM, Tak Kak
Heo0X0IuMa YeJIOBEKY B €ro MPaKTHYECKOH KU3HHU;

3) HeCyILIECTBCHHbIM IPU3HAKOM JIOKYMEHTAa, TaK KaK YeJOBEK B
JNEHCTBUTEIHHOCTH UMEET JIeNI0 HE TOJIBKO C OPUTHHAIAMH JOKYMEHTOB, HO U
C UX KOTHUSIMH;

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

2. Kak Ha3pIBaeTcsi JAOKYMEHT, BIIepBble CO3JaHHbIH OJHUM
YeJIOBEKOM WJIM HEeCKOJIbKUMU JUIaMu?

1) opurunan;

2) MOTHHHUK;

3) nyOnukar;

4) xomusl.

3. K10, nMeeT npaBo NpuaaBaTh HPUAHYECKYI0 CHIIY KONUsIM?

1) HOTapuyc;

2) opraHuzariysi, BeIJaBIIast JOKYMEHT;

3) HavaNBHUK OT/IENA KaJIpoB 000 OpraHu3aIum;

4) 3aBeyIOMINIA KaHIEISIPUEH T000T0 TOCYJapCTBEHHOTO OpraHa.

4. Tlpomoykute ¢pasy: «Tepmunsl «OOKymenHmupoeanunas
uHpopManusa» U «0oOKymenmnuana uHGopManus» ...»

1) HuueM Apyr OT Apyra HE OTJIMYAIOTCS M SIBJISIOTCS TOJHBIMU
CUHOHHMaMH.

2) coaeprKaT MPOTUBOTIOOKHEIE TIOHATHS,

3) pasnuuHBl MO MOHATHMHOMY OO0BEMy, TaK Kak HE BCSKas
«IOKYMEHTUPOBaHHAs! HHOPMALIU» SBISAETCS «TOKYMEHTHOW.

4) noHsATHE «IOKyMEHTHpPOBaHHAas WH(OpMAIMs» IIHPE TMOHATHS
«IOKYMEHTHasi MHQOpMaIMs», TaK KaK yKa3bIBaeT HE TOJIBKO Ha HaJINYue
uaeansbHON  (MH(GOPMALMOHHOW) COCTaBISIOIIEH, HO M Ha HAJIWYHE
MaTepHUaIbHOTO HOCUTEIS.

S. VYkaxure CBOICTBO [JOKYMEHTHPOBAHHOW HH(pOpMALUH,
koropoe HE SABJIAETCSI o6s13aTenbHBIM.

1) omepaTUBHOCT®;

2) OMHO3HAYHOCTH TOJKOBAHMS,

3) 1OCTOBEPHOCTS;

4) opuLMaATBEHOCTD.

6. Cnoco0HOCTh AOKYMEHTOB K THPAKMPOBAHMIO,
BOCIIPOM3BEIEHUIO CO/IEPKAHUA M MATePHAJbHOI0 HOCUTEJISI HA3bIBAETCH

W3MEHEHHBIH;

2) NOKYMEHT, KOTOPBI MOXKHO JIOKaIH30BaTh, HANTH, BOCIIPOU3BECTH
U UHTEPIPETHPOBATE;

3) Tako¥ MTOKYMEHT, Y KOTOPOTO MOXKHO JI0Ka3aTh, YTO OH: SIBISAETCS
TEM, YeM TMpeTeHAyeT ObITh; OBUT CO3MaH WA OTIPABICH JIMIIOM,
JNEHCTBUTEIHHO CO3JaBIIMM MM OTIIPABUBLIMM €I0; a TakxKe ObLI CO3[aH WIH
OTIIPaBJICH B TO BPEMsl, KOTOpPOE 0OO3HAUEHO.

4) MOKYMEHT, COJep’KaHWE KOTOPOTO MOXKHO CUHMTATh IOJHBEIM |
TOYHBIM TNPEACTaBICHUEM IOATBEPKIAEMBIX OIepalui, AEITeJIbHOCTH WIN
(hakTOB M KOTOPOMY MOKHO JOBEPATH B IMOCIEIYIOUIMX ONEpalusiX WM B
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MOCIEAYIOIEN JEATEIbHOCTH.
Y [pu 4. M3yunth Temy «CHocoObl M CpeacTBa JOKYMEHTHPOBAaHUS IO
K 1.3 |oOpabotke yueoHOMy mocobuto H.C. JlapekoBa. «JlokymenToBeneuue» (ue panee 2006 r.
nHdopmarun | m3ganus).  CocraBuTh  KOHCHEKT  4-it «CmocoObl  ®  cpencTBa
OTITUYaeT JIOKYMEHTHUPOBAHSD)
(baxTbI 0T
MHEHHH, Bomnpocsl k 3xk3amMeny
MHTEPIpeTaln
i, OLICHOK, 1.OcHOBHBIE CBOMCTBa AOKyMEHTOB. OpUTrHHaIBHOCTh. KONMMHHOCTG.
¢dopmupyer | [logmuHHOCTS.
COOCTBCHHBIC 2.JlokymeHTHI B cdepe TipaBa u yrpasieHus. Hayano-ucropudeckas u
MHCHUS | IpaKTU4ecKasl ICHHOCTh IOKYMEHTa
CYXKICHUS, 3.Ilpu3Haku TOKyMeHTa.
ApryMEHTUpPYE 4. OyHKIUU JIOKyMEHTOB. [TpoGmemsr onpeneaeHus
T CBOH| KJIACCHU(PUKAIIMOHHBIX XapaKTEPUCTHK IOKYMEHTOB 10 (PYHKIIHSIM.
BBIBOIbI H HTOroBbiii TECT
TOUKY 1. Mo pyHKIUOHAIBHBIM IOKYMEHT SIBJISIETCH IOTOMY, YTO...

1) 0OIHOBpPEMEHHO BBIIOIHAET HECKOJIBKO PA3HBIX (PYHKIIHIA;

2) BpeMsi OT BpEMEHHU MeHseT (yHKIINY;

3) pa3Hble TOKYMEHTHI BHIMOIHSIOT pa3Hble (QyHKIINY;

4) y HOKyMeHTa eCTb TJIaBHasl, OOIINE U CTIEUATBHBIC ()YHKITHH.

2. Iloyuemy B Hayke A0 CHX @IOp He CJIOKWIOChL eIHHOH
KJaaccupuranun QyHKIUA TOKYyMEHTOB?

1) ¢hyHKIMH ADOKYMEHTOB HMEIOT PasHyl NPUPOAY M 3aBHCAT OT
KayecTBa U TUNa HH(opManuy;

2) cheKTp 3THX QYHKIUH IIUPOK, TaK KaKk HH(OpMAIUs TPOHU3bIBAET
BCe c(hephl UeIOBEUECKOro 00IIeCTBa U YAOBIETBOPSIET CaMble pa3HOOOpa3HbIe
MOTPEOHOCTH;

3) TOKYMEHTBI CLIOCOOHBI BBINIOJHSATH CPa3y HECKOIBKO (PYHKIHHA, X
UHOI'ZIa TPYIHO pa3feauTh MEXAY cOOOMH;

4) Bce Ha3BaHHBIC BBHIILIE IPUYUHBI.

3. OTH (pyHKOHMH 00513aTEIBHO €CTh y BCeX JAOKYMEHTOB, HO B
Pa3HOM cOCTaBe KaK aKkTyajabHoe JonojHeHue Apyrux ¢pynxmuii. Ouu
BO3HUKAIOT Y JOKYMEHTA M MOTYT MEHSIThCS B 3aBUCHMOCTH OT YCJIOBHIi

(pyHknuoOHMpOBaHUs JOKYMEHTa, 0TPAXKAIT pa3Hoo0pa3Hble
KOHKPeTHbIe MOTPeOHOCTH 00111eCTBA WJIN OTAeJbHOI0 ero 4JeHa.
1) obrmiwme;

2) criennanbHEICE,

3) ynpaBlIeHYECKHUE;

4) remoHNYECKHE.

4.Kak Ha3bpIBaeTcs1 QyHKIMA JOKYMEHTOB, B KOTOPBIX OTPaKeHbI:
cO3JaHHe OpPraHU3aLMH, YCTAHOBJIEHHE ee CTPYKTYpPbl, IITATHOI
YHCJEHHOCTH;  perjaMeHTAlusi  JeSTeJbHOCTH M KOJHYeCTBO
CTPYKTYPHBIX MOJpa3/e/eHuil 1 paG0THUKOB; Pe:KUM PadoThl H T.IL.?

1) npaBoBasi;

2) pacriopaauTensHasi;

3) KOHTpOIIS;

4) opraHu3alMOHHASI.

5. Ecam J0KyMeHTBI Ha3bIBalOTCH «IPHKa3», «pelIeHue»,
«MOCTAHOBJIEHHEY», «YKA3aHUE», «PACIOPSKEHHE», TO OHH BbINOJHSIOT
(1M BBINOJTHSAJIM paHee) QyHKIHIO ...

1) npaBoBy1o;

2) pacropaauTeNsHYIO;

3) KOHTPOJIS;
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4) opraHu3aIMOHHYIO.

6. DTa (QyHKHUS CBOWCTBEHHA JOKYMEHTaM, B KOTOPBIX [IJs
3anMcH MH(OPMALMU HCHOJIB3YIOTCSI Pa3jiMyHble NpPHeMbl U CHCTEMbI
TaliHonucu, Kpunrtorpadguu. Takike 0COOEHHOCTHI0 TAKHX AOKYMEHTOB
SIBJISIETCS] OTPaHNYeHMe B 10CTyIe K HH(POPpMALMH.

1) cratucTudeckas;

2) MoIuTHYeCKas;

3) 3amuTHl HHMOPMALINY;

4) KOTHUTHUBHASI.

IIpakTHyeckoe 3a1aHKue HA IK3aMeHe!

- OTIPeNIeNIUTh TUT JOKYMEHTA 0 €ro CBOMCTBaM (OpUTHHAI/KOTIHS;
IO ITTMHHBIH/ (haTbCH(UITNPOBAHHBIH )

- OIIPE/ICIUTD CTICHHATBHYIO (YHKINIO TOKYMEHTA;

- OLIPEAEIUTh CIIOCO0 TOKYMEHTHPOBAHUSL.

OIIK-1 CriocobeH npuMeHsITh Ha 0a30BOM YPOBHE 3HaHHsI HCTOPUYECKUX HAYK NPU pEIICHUH

3ana4 B chepe cBoeil npodeccHoHaIbHON AEITEThHOCTH,

OIIK- 3Haer Tect 5
11 MCTOPUIO U 6. KTo U Koraa BrepBble OCYLIECTBUJ He TOJBLKO 3alMCh, HO H
COBPEMEHHYIO | BOCIIPOM3Be/IeHHe 3BYKA ¢ MATEPHAJIbHOI0 HOCUTEJIsA?
OpraHU3aALMI0 1) B 1804 r XK. XKakkap;
CHCTEMBI 2)B 1807 r. T. KOmT;
OpraHoB 3) B 1857 r. CkoTT;
rocyapcTBEeH 4) B 1877 r. T. DnucoH.
HOIl BIacTu U 7. Kakoii cnocod BrepBblie M03BOJINJ 3a1e4aT/ieTb 00beKTHBHYIO
yIIpaBJIeHHUs B| BU3YaJbHYI0 MH(OPMALMIO HA MATEPUAIBLHOM HOCHUTeIe?
PD, opraHos 1) pucoBanue;
MECTHOTO 2) )KMBOIINC;
CaMOyIIpaBJie 3) BBDKMIaHHUE;
HUS " 4) hboTOXUMHYECKHH.
OpraHu3aluii
IIpakTH4yeckoe 3aganne
Onpeaenutb BUJOBOM COCTaB JOKYMEHTOB JaHHOM 3moxu. BeimucaTth
Ha3BaHHA BUJOB JJOKYMEHTOB I10 Ij1aBaM (CToNOIbI 2 U 4), a 3aTeM, MOJIb3YsICh
«Kparkum cioBapeM BHIIOB W Pa3HOBHIHOCTEH JOKyMEHTOB» 1974 r. (cm.
XpectomaTus K paszgeny 1) u «'eHepasbHBIM PErjlaMeHTOMY, PaclpeaeInTh
yKa3aHHbIE BUJIbI U PA3HOBUIHOCTH JJOKYMEHTOB TI0 c(hepaM rocy1apcTBeHHOM
JIESTSNIbHOCTU. 3aHECTH JIaHHBIC B Ta0JIUILY.
Hatp TOJIKOBAaHUE BBINMCAaHHBIM BUAAM u
Pa3HOBUIHOCTSIM JOKYMEHTOB, MOJNB3YsCh «KpaTtkum cioBapem ...»(cToibern
3).
Haunmen Bup 1 CaoBapHoe Ce
oBaHHMe C(epbIpa3HOBHIHOCTD /10 [ONPeeJieHHe BHIAa HMbLIKAa Ha
rocy1apcTBeHH [KyMeHTa PA3HOBMIHOCTH JOKYMEH [[JIaBy B
oii Ta no «Kpatkomyj«I'enepainb
e TeJbHOCTH CJI0BAPIO BH/IOB HHOM
[Pa3HOBHMIHOCTEMH J0KyMe [perjiaMmeHT
HTOB»(1974) e» 1720 1.
1 2 3 4
OIIK- Bnane Koutpoabhast paGora no kypcy
1.2 ©T HaBBIKAMH| 1. IlpoaHanm3upoBaTh yHOTPEOJICHWE TOHATHS «JOKYMEHT» H €ro
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TOpa |KOMIOECTEHIINHU

O1ieHOYHBIS cpe€acTsa

MorcKa U| CHHOHUMOB <«JIeJIO», «Oymara», «akT», «aeioBas Oymara», «CiIy>KeOHBIN
oTOOpa JOKYMEHT» MO0 TPEM UCTOYHHKAM (CM. XpECTOMATHIO K pazeny 2):
MCTOYHHKOB, - 'enepansHOMY permamenty 1720 r.,

KOTOpBIS - O6memMy rybepHCKOMY yupexaeHuto 1775 r.,

BaXKHBI IS - Obuiemy yupekaeHuro muHucrepers 1811 T.

KOHKPETHO- IIpoananu3upoBaTh, B KakKHX CIy4asx YHOTpeOJsieTcs Kaxaoe
MICTOPUYECKOT | IIOHSTHE.

0 3aganue

MICCIIETOBAHUSA 3.  CpaBHUTH  TONKOBaHHA  TEPMHHOB «uH(pOpMALIUN,
c y4eToM| «IOKyMEHTHPOBaHHas  HMHpoOpMauus»,  «IOKYMEHT»,  «3JIEKTPOHHBIN
[ICHHOCTU JOKYMEHT» B HOPMaTHBHBIX M MPAaBOBBIX aKTax.

TOKyMEHTaNb 3.1.Bpimucath ¥W3 TOCYAAapCTBEHHBIX CTaHIAPTOB  OMpEICICHHUS
HOT'O TEPMHUHA «JOKYMEHT:

MCTOYHHKA I'OCT 16487-70. 1enonpou3BOACTBO U apXHUBHOE Aen0. TepMHUHBI U
KaK YyacTH| OIpeIeIeHuUs;

MCTOPUYECKOT I'OCT 16487-83. 1enonpou3BOACTBO U apXHUBHOE Aen0. TepMHUHBI U
0 Hacjenusl H| onpenesieHus;

AKTHBA I'OCT P 51141-98. lenonpon3BoACTBO U apXuBHOE Aei0. TepMUHbI 1

OpraHu3alfy | onpeaeneHus,

I'OCT P 7.0.8-2013 [Ienonpou3BOACTBO U apXUBHOE AeO0. TepMUHBI U
OIIpe/ieeHHts.

3.2. Bemucate u3 ®enepanbHbix 3akoHOB Ne 149 «O6 undopmanmy,
“H(OPMAITMOHHBIX TEXHOJIOTHX 1 3ammuTe nHpopmarum» 2006 T. u Ne 15 «O6
rH(popMaIuu, NTHPOPMATH3ALNHN U 3amuTe HHPopMmarmm» ot 25 saBaps 1995
rofia OIpeleNieHHs TEPMUHOB «WHPOpPMALUSI», «IOKYMEHTHPOBAHHAsS
nHpopManusI», «ITOKYMEHT» U «AJIEKTPOHHBIH TIOKYMEHT» YCTaHOBUTb, KAaKUE
acIieKThl (HOCHTENI HH(POPMAIINH, CIOCOOBI ee PUKCUPOBAHMS, IOPUINIECKAs
cuia JOKyMEHTa H Jp.) W (YHKIMH JOKYMEHTa 3aJ0)KE€Hbl B O3THX
OIIPE/IEIECHHSX.

I[IpumepHas cTPYKTYypa U cofep:KaHue IK3aMeHa:

[Ipomexyrounass arrectanud M0 JuUCHUIUIUHE «OCHOBBI JIOKyMEHTOBEIEHUS» BKIIIOYAET
TEOPETUYECKHUE BOMPOCHI, TO3BOJSIONINE OIEHUTH YPOBEHb YCBOCHHS OOYYAIONIMMHUCS 3HAHHW, W
MIPaKTHYECKUE 3a/IaHUs, BEISBISIFOIINAE CTETIEHb C(DOPMHUPOBAHHOCTH YMEHUH W BIAJCHUN, IPOBOIAUTCS B
(dopMme 3k3amMmeHa U B (OpME BBITIOJHEHHSI KOHTPOJIBHOM paboThI.

DK3aMeH M0 JaHHOW TUCHHUILUIMHE MPOBOJUTCS B YCTHOM (OpMe Mo SK3aMEHAIIMOHHBIM OHIIeTaM,
KKIBIH U3 KOTOPBIX BKIFOYAET 2 TEOPETHUECKUX BOIPOCA U OJTHO MPAKTHUECKOE 3a/IaHUE.

IMoka3aTe,in 1 KPUTEPUH OLEHMBAHMUS IK3aMeHa:

— Ha OICHKY «OTJIMYHO» (5 OamioB) — oOydaromMiCs JIEMOHCTPUPYET BBICOKHH YPOBEHb
c(hOpMHPOBAaHHOCTH KOMIIETEHIIM, BCECTOPOHHEE, CHCTEMaTHYeCKOe W TIyO0OKoe 3HaHHe YydeOHOTo
MaTepHaia, CBOOOAHO BBINONHAET MPAKTUYECKUE 3a1aHHs, CBOOOAHO ONEPUPYET 3HAHUSIMH, YMEHHSIMHU,
MPUMEHSET X B CUTYAIMIX TOBBIIIEHHOHW CII0KHOCTH.

— Ha OIEHKYy «xopomo» (4 Oamra) — oOydJaromuics IeMOHCTPUPYET CPEIHHWH YPOBEHB
c(OPMHUPOBAHHOCTH KOMIIETEHLIMI: OCHOBHBIE 3HAHHS, YMEHHS OCBOCHBI, HO JIOIyCKAIOTCS
HE3HAYUTEIbHbIC OIMOKH, HETOUHOCTH, 3aTPyIHEHHS IPU aHAJMTUYECKUX ONepauusix, HepeHoce 3HaHui
Y YMEHUH Ha HOBBIE, HECTAHIAPTHHIE CUTYAIIHH.

— Ha OLEHKY «YIOBJIETBOPUTEJbHO» (3 Oayia) — oO0y4arouuiicsi 1€MOHCTPUPYET MOPOTOBBIH
YpOBEHb c(HOPMHUPOBAHHOCTH KOMIETEHIIUI: B X0€ KOHTPOJIBHBIX MEPONIPHUATHI JOIyCKAOTCS OIINOKH,
MPOSIBISIETCST OTCYTCTBHUE OTHAEIBHBIX 3HAHWH, YMEHHUH, HaBBIKOB, OOYYAIOIIUICS WCIBITHIBAET
3HAYUTENbHBIE 3aTPYJHEHHUA MPH ONEPUPOBAHUM 3HAHMAMU M YMEHUSMH NPH HX TepeHOCEe Ha HOBBIC
CUTyalluH.

— Ha OIIEHKY «HeYAOBJIETBOPHUTENbHO» (2 Oamna) — oOydJarouiuiicss 1eMOHCTPUPYET 3HAHUS HE
bonee 20% TeopeTHUECKOro MaTepualia, JOIYCKaeT CYIICCTBEHHbIC OIIMOKH, HE MOXKET I0Ka3aTh
MHTEIJIEKTYaIbHbIE HaBBIKM PEIICHHS MTPOCTHIX 3a1a4.



— Ha OIICHKY «HEeYA0BJIeTBOPUTENbHO» (1 6a/mT) — 00yJarommiicsi He MOXET IOKa3aTh 3HAHKS Ha
YPOBHE BOCIIPOU3BEJICHUS U OOBACHEHUSI MHPOPMAIHH, HE MOXKET MOKa3aTh UHTEIICKTYaJIbHbIE HABBIKA
pelIeHus POCTHIX 3ajad.



