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BBEJEHHUE

Kypc «ZlokymeHTOBeneHHE» SBISETCA OOHOM W3 BEAYIIUX
0011erpoheCCHOHATBHBIX AUCIHUILUIAH 10 MOATOTOBKE CIICIIHAINCTOB
TaKuX CHEMaJIbHOCTEH, Kak «bubnmnorexoBeneHmne 17
oubnmuorpadus»,  «JlokyMeHTOBeAeHHMEe ©  HH(DOpMAIHOHHAS
JIeSTEeNbHOCTEY, «My3eiHoe Je0 U OXpaHa MaMSITHUKOB UCTOPUHU H
KYJBTYPBI», « ApXUBOBEJIEHUE», «MEHEIKMEHT OpraHu3aluii» U Jp.
DTOT Kypc TaKkKe TECHO CBsi3aH C YYCOHBIMH JUCHIUTUIMHAMHU
«Mupopmatrkay, «CormaabHbIe KOMMYHUKAIU», « KHUTOBEIEHUEY,
«AHaNUTUKO-CUHTETHYECKAS 00paboTka JIOKYMEHTOBY,
«Jlenonpous3BoJICTBO», JPYTMMH CHEHHUATBHBIMU JIUCHUTUIMHAMU
JIOKYMEHTHO-KOMMYHHUKALIMOHHOTO LIUKJIA.

Hens xypca — parh CTyIEHTaM CHUCTEMHOE IpEICTaBICHHE O
CYIIHOCTH, CTPYKType, (QYHKIHAX M MHOT000pasuu OKYMEHTOB,
COCTABJIAIONINX OCHOBY JOKYMEHTHOW KOMMYHHUKAIMH U (DOHIOB
Oonbnmmorek, WHOOPMAIIMOHHBIX  IICHTPOB, apXHBOB, MY3EcB,
U3/1aTeNbCTB, KHIDKHBIX Mara3uHoB, a TaKKe O3HAKOMUTH CTYJEHTOB
C TIPOLIECCOM HX CO3IaHMUs, 00pabOTKH, XpaHEHHUS M NCIIOIH30BaHUS.

OO0BEeKTOM W3yYEHHsS Kypca SBISIFOTCS T€ JOKYMEHTHI, KOTOpEIC
CHELUAIBHO CO3JAIOTCS Ul XPaHEHHsT W Iepelayd COLHaJIbHOU
CEMaHTHUYECKOW WHPOPMALIUH B IPOCTPAHCTBE U BPEMCHH.
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Bmacuur

Bnepeoie B VYkpaumHe Kypc «JloOKyMEHTOBEIEHHE» BBEIEH B
y49eOHyI0 TporpaMMy XapbKOBCKOH TOCylapCTBEHHOH aKaJIeMUu
KyJapTypel B 1994 r., 0JHAaKO [0 HACTOSIIETO0 BPEMEHHU IO 3TOMY
Kypcy He ObUI0 Y4eOHMKOB W Yy4eOHBIX mocoOuil. OCHOBHBIE
TEOPETHUYECKHE TTOJIOKEHHUS 110 TOKYMEHTOBEICHHIO PACCPEIOTOUCHBI
10 JecATKaM W3JaHui, OOJBIIMHCTBO W3 KOTOPBIX HOCHT
JIMICKYCCHOHHBIA XapakTep.

OTHMU 3aTPYIHEHUAMH ONPENENISIOTCS HEKOTOPhIE 0COOEHHOCTH
MoJadll MaTepuana B mpemiaraeMoM yueOHuke. Ocoboe BHUMaHHE
YIIeJIEHO CHCTEMHOMY PacCMOTPEHHIO TOKYMEHTa — €ro CyITHOCTH,
CTPYKTYp€, CBOHCTBaM, (pyHKIUAM, KIaCCU(HUKALINH, POJIM U MECTY B
CHCTeMe JTIOKYMEHTHOI KOMMYHHKAIMN. DTO CO3/IaeT TEOPETUIECKYIO
0a3y I MOCHEAYIOIETO W3YYEHHsS BHJIOB M Pa3HOBHUAHOCTEH
JOKyMEHTOB, ()YHKIIMOHUPYIOIIMX B OOIIECTBE.

[MonpoOubIi aHaNMM3 BUIOB TOKYMEHTOB CBSI3aH C TEM, UYTO Kypc
JOKyMEHTOBEJICHUS TIPEIIECTBYET DSy CIEIHANbHBIX AUCIHUIUINH,
MIPEAMETOM HM3Y4YEHHUsS] KOTOPBIX SIBISIOTCS OCOOCHHOCTH CO3JaHUs,
00paboTKM, pacnpoCTpaHEHUs, XpaHEHHWS W  HCIIOJIb30BaHMS
JOKyMEHTHOH wuH(opMmanny, ¢opmupoBanus (GoHIOB OHOIMOTEK,
MHQOPMAIMOHHBIX IEHTPOB, apXHWBOB, My3eeB H T. 1. llpm
W3JI0)KEHUH TEMBI, TOCBSIICHHOW KHHUIE, YYUTHIBACTCS HAJIMUHE
CTeMaIbHON ANCIMIUTNHEI « KHUTOBEICHNE U HCTOPHS KHATH».

B pamkax maHHOrO Kypca HEe CTaBWJIACh 33jada PACCMOTPETH BCIO
WCTOPHUIO JIOKyMEHTa, 3TO 3ajada OTACIbHOW AMCHMIUIMHEL [ ee
W3y4YCHHUS BaKHO 3HATH COBPEMEHHOE COCTOSTHUE Pa3pabdOTKH TeX WM
WHBIX TOHSTHH, BIAJETh CICHHAIBHONH JIOKYyMEH- TOBEIYECKOM
TEPMHUHOJIOTHEM.

Y4eOHUK  COAEPXKUT MaTepHaibl 110 BCEM  pasJiellaHa
JUCIUIUIMHBL B COOTBETCTBHHM C IIPOTPaMMOil Kypca. Y CBOEHHIO
Kypca CIIOCOOCTBYIOT KOHTPOJIBHBIE BOIPOCHI, IPaKTHYECKHUE
3aJ]aHusl, CXEMBI, TaOJINIIBL.

[Ipn nmoaroroBke yuyeOHHMKA yYTEHBl HOBEHIINE OQHIMAIBLHEIE,
HOPMAaTHBHBIE M HMHCTPYKTHBHO-PETJIAMEHTHPYIOIIUE JOKYMEHTHI B
obsacTh  OMOJIMOTEYHOrO, M3JATENbCKOrO, AapPXHUBHOIO  Jeja,
nenonponsBoacTBa M ulMdopmarukn, KOTOpble JAEHCTBYIOT Ha
Tepputopud  Ykpaunbel.  Mcronb3oBan — OonbImION  MaccuB
CIeLUaJIbHBIX IMyOJMKaluii, Hanbojee BaXKHbIE U3 HUX YKa3aHbl B
CIIMCKE JINTEPATYPBL.
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Hanmcanne maHHOro y4eOHHMKA CTano BO3MOXHBIM Ojaromaps
unesMm u paboram mpodeccopa FO.H. CromspoBa, KOTOpBIH cTan
WHULMATOPOM BBEIEHUS B By3aX KyJlbTypel Kypca «/loky-
MEHTOBEICHUEY U IJIOAOTBOPHO paboTaeT B 3TOM HAIPaBJICHUH.

Hacrosmmii yueOHUK — TMEpBbI OMBIT CHCTEMATH3UPOBAHHOTO
H3JI0)KCHUA TCOPETUUCCKUX, HUCTOPUYCCKUX, METOAUYCCKHUX u
OpraHru3aluOHHBIX np06neM JOKYMCHTOBCACHUA KaK Hay‘IHOfI
JMUCIUIUIMHBI U TIpeAMeTa MpernojaBanusi. ABTOop ¢ 6JarogapHOCTbIO
NpUMET TMpPEeNIOXKEHUs U 3aMe4yaHus IO COBEPLICHCTBOBAHUIO
COJICpKAaHUSA U CTPYKTYpPHI YYeOHUKA MPH IOATOTOBKE CIIEIYIOMIETO
U3/IaHUSA.
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TEOPETUYECKHUE OCHOBBI
AOKYMEHTOBEZIEHUA

I'JIABA 1
IHNOHATHUE O JOKYMEHTE

1.1. CymHOCTbh MOHATHS «TOKYMEHT)

ITonsiTue ((}IOKyMeHT* SIBJIIACTCA HIECHTPAJIbHBIM,
(yHIaMEHTaILHBIM B MOHATHUHHON cHCTeMe TOKyMeHToBeeHus. OHO
OTpa)kKaeT IPU3HAKU PEATIBHO CYLIECTBYIOIMINX IIPEAMETOB, CIIyKaIUX
O00BCKTAMH MPAKTUYECKON MEATCIBLHOCTH [0 CO3IaHUI0, CcOopy,
aHAJIMTUKO-CUHTETHYECKOH ~ 00paboTKe,  XpaHEHHIO,  TOHCKY,
pachpoCTpaHEHUIO U WCIIOJB30BAHHMIO JIOKYMEHTHOI MH(OpMaluu B
o01ecTBe.

DTO0 TOHSATHE MIMPOKO HCHOJB3yeTcss BO Bcex cdepax
00IIeCTBEHHON AesITeNbHOCTH. [loYTH B KaXXIOW OTpaciu 3HaHUS
HMEETCs OJHAa WM HECKOJbKO BEpPCHA €ro IOHWMaHWS B
COOTBETCTBUH CO Crelu(PUKON TeX OOBEKTOB, KOTOPHIM IMPHIAETCS
CTaTyC JOKyMEHTA.

OHO TIOHMMAETCs MO-Pa3sHOMY B TAKWX HAYYHBIX AUCIUILIMHAX,
kak wH(pOpMaTHKa, OHOIMOTEKOBeACHHE, OMOIHOrpado-, apXuBoO- H
My3€eBe/IeHHe, a TAK)KE€ B COOTBETCTBYIOIINX CIEIHATBHBIX OTPACIISIX
JESTENPHOCTH — OWOMMOTEYHOM, MYy3eHHOM, apXUBHOM Jejie |
oubrorpadun. OTCIOAa €ro MHOTO3HAYHOCTDH (IIOJINCE- MHUYHOCTH),
KOTOpasg 3arpydHseT oOOIIeHne ¥ B3aUMOIIOHMMAaHHE MEXIy
CHEIHATHCTaMH JTOKYMEHTHO-KOMMYHUKAITHOHHON cepsl.
OmnpeneneHne 00IIEro 3HAUCHHUS MOHATUS «TOKYMEHT™ SIBJISI-



20 PaaneT | TeopeTqu Kue NOTHbI JOKyMEHTOUeAeHNA
ercd 3afadell TEOPETHYECKOro JIOKYMEHTOBEIEHHMS, Ha3bIBAEMOTO
JIOKyMEHTOJIOTHEM.

Ha wmexmgyHapogHoM ypoBHE Hambojee OOIMM IPU3HAHO
ONpeleNeHne AOKYMEHTa KakK 3alHCaHHOW WH(pOpMaInu, KOTopas
MOXET OBbITh HCIIONb30BaHA KAaK €IWHUNA H JIOKYMEHTAallMOHHOM
npouecce. Takoe ompeneneHue pa3paboTaHO M YTBEPXKICHO
MexnayHnaponHoi opranmsanuedt mo cranmaptmsanuu (MCO) mpu
yaactin MexayHapoaHo# deaepanuy OMOIMOTEYHBIX aCCOIHALINIL.
MexayHaponHOH (enepanu 1Mo TOKyMeHTalun, MeXayHapoIHOTO
coBeTa 1O  apxuBaM. MexXIyHapoAHOH  OpraHM3aluu IO
WHTEIUIEKTyalbHON coOctBeHHOCcTH. CormacHo cranmaprty HMCO,
uHpOpManKs  MOXET OBITh  3amnMcaHa  JIOOBIM  CHOCOOOM
(puKCHpOBaHMS KAKHX-THOO CBEIEHMH, T. €. C IIOMOIIBIO HE TOJBKO
3HAKOB ITUCHbMa, HO M N300pa)keH!s, 3ByKa U T. I. Takoe omnpeneneHne
MO3BOJISIET MPUYUCIUTE K JOKyMEHTaM BCE MaTepHalbHbIE OOBEKTHI,
KOTOpBIE MOTYT OBITH MCIOJIb30BAaHBI JUIA NEpeAadn MHPOPMAIUU B
oO1mecTBe (BKIIIOYAs 3KCIIOHATHI My3€€B, apXUTEKTYPHbIC TaMATHHKH,
00pasIml Moposa  T. I0.).

B Vkpamne odunmanbHO NPUHATEI TPU 3HAYECHUS JOKYMEHTa,
3aukcupoBaHHEIE B pssie TocyaapcTBeHHBIX cTanapTos (ACTY):

JACTY 2392-94. Toxymenrt 1. 3anmmcannas nHpOpManus, KOTopas
MOXET pPacCMaTPUBATHCS KaK €IWHMAIA B XOJE OCYIIECTBICHUS
nH()OPMAMOHHON JEeSITENFHOCTH.

ACTY 3017-95. Hoxyment II. MarepuansHblii 00BEKT C
nH(popManne, 3aKpeTIIeHHON CO3JaHHBIM YEJI0OBEKOM CIOCOOOM ISt
ec repeiaun BO HDEMEHH M IPOCTPAHCTBE.

ACTY 2732-94. [okyment III. MarepuanbHelii  OOBEKT,
coIlepKaIuii H 3aKpeIUICHHOM Buae HH(POpMAIio, 0QpOpMIICHHBIH
YCTQHOBJICHHBIM MOPSJKOM M HMCIONMA B COOTBETCTBHH C
JIEUCTBYIOIINM 3aKOHOIATEIbCTBOM ITPABOBOE 3HAUCHHE.

OTHOWIEHNE MEXIY Pa3HBIMH 3HAYEHHSIMH JOKYMEHTa CTPOMTCS
M0 TIPUHIHMIY MepapXuul — IOJYMHEHUS] OZHOTO IMOHATHS IPYromy,
rae Kaxmgoe Oollee MMPOKOE MOTIIOIIACT, BKIIOYACT B ce0s MeHee
mupokoe. HeoOXxoanMOCTh MO3TAHOrO Cy)XEHHsS O0BeMa IOHSTHS
«JIOKYMEHT» BbI3BaHa IPAKTUYECKUMH LEIIMH  ONpPEIEICHUS
IpeAMeTa JEesTENbHOCTH TOM WiIM WHOM orpaciu. OmpeneneHue
Joxymenra [ 00s13aTenbHO TS UCTIONIB30BA-
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1 i.imi 1 TTousTre 0 JOKyMeHTE

HUS BO BCEX BHJIaX HOPMATUBHOM JOKYMEHTAlMU: B CIIPaBOYHOM,
y4eOHO-METOIUYECKON U IPYroil JuTeparype, OTHOCAIICHCS K chepe
nHdopmanuu 1 nokymenrtauuu. 3HaueHue Jloxkymenra Il npunsrto B
chepe KHHUTOM3HAHWS ¥  KHHTOpacmpoctpane- Humst. Cdepa
ncnob30Banus onpenenenus JJoxkymenra Il — nenonpousBoacTso u
apXUBHOE JIEJI0.

Jis  [MOKyMEHTOBEINGHHS B JaHHOM Ciydae HambOoiee
MpUeMIIEMBIM sBIIAeTCs omnpeaenenue Jloxkymenra Il: moHumaembli
Tak, OH TIPEACTaBIACT CO0O JBYCTOPOHHIO ENUHHUIY —
COEIMHEHNE MaTepUAIBHOTO 00BEeKTa ¢ MH(pOpMAaIHel, 3aKpeTUICHHOM
CO3/IaHHBIM YeJIOBEKOM crocoboMm. be3 omHoit W3 3THX CTOPOH HET
JIOKYMEHTa. YKa3aHHe TaKoro MPHU3HAKa, KaK CO3IaHHBIN YEIOBEKOM
coco0  3akperieHWs WHPOpPMAlNWH, HE TIO3BOJNAET CUUTATh
JMOKYMEHTOM,  HampuMmep, TeH: TeHeThdyeckas  HH(OpMAIus
3aKperieHa CrocoOoM, CO3TaHHBIM MTPHUPOIOH, a HE YSITIOBEKOM.

DTO0 ompejeNeHUE TO3BOJSET OrPaHUYUTh KPYr OCHOBHBIX

JIOKYMEHTOB —  OOBEKTOB  JIOKYMEHTHO-KOMMYHHUKAI[MOHHON
JIESITENIbHOCTH, COCPEJOTOYUTh BHUMAHHE HA IOHATHH, KOTOPHIM
OMEPHUPYIOT OHOIMOTEKOBEICHUE, oubnuorpadoseneHue,

KHUTOBEJICHUE W HEKOTOpbIC JPYTHE CMEXHbIE C HUMH OTpPaCIH
3HaHui. B Oubnunoreunoil, Oubmmorpaduueckol, KHHUTOTOPTrOBOM,
MHQOPMAIIMOHHOW ~ JIEATENIBHOCTH  paboTalOT CoO  CHELHAIBHO

H3TOTOBJIECHHBIMHA 00beKTaMH, T. e. JIOKYMEHTaMH,
MpeJHAa3HAYCHHBIMUA JJISI OJHOBPEMEHHOTO  BBINOJIHEHUS JIBYX
(QYHKIMHA, KOTOPBIC SIBJISIOTCS OCHOBHBIMH JJISl JOKYMEHTa, — 3TO

XpaHEeHHE W Tepefada MH(OPMALMH BO BPEMEHHM M IPOCTPAHCTBE.
CymiecTByeT MHOXECTBO MHPEIMETOB, Ha KOTOPHIX 3a(UKCHPOBaHA
nHpopManus, HampuMmep, MPEIMETHl ObITa, BBIBECKH, PEKIAMHBIC
IINTHI, 31aHKA U T. 1. OUK TakKe XpaHAT U IEPEAAI0T €€ BO BPEMEHH,
a HEKOTOpble — WUB MPOCTPAHCTBE, HO I HUX O3TH (QyHKINH
SIBIIFOTCS. BTOpUYIHBIME. 3HaueHne JlokymenTa Il BEIBoguT M3 9mcia
JIOKYMEHTOB IIPEAMETHI, KOTOpble HE MOTYT OBITh BKJIIOYEHBI B
OIpENENICHHBII JIOKYMEHTHbIH (OHI W He MNpeJHa3HAueHbl IS
IIMPOKOTO pacipoCTpaHEeHHUs B O0IECTBE.

Ha3BanHbIe B onpeiesieHUU IPU3HAKHU JIOKYMEHTA IPEIOoIaratoT:
1) Hanm4ne MHQOPMALUK, CMBICIIOBOTO CO/EPXKAHUS; 2) CTAOMIIbHYIO
BEIIIECTBEHHYIO (MaTepHajbHy0) popMy, obecre-
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YUBAIOIIYI0 JOJTOBPEMEHHOE HCIIONIb30BAaHHE M XpaHEHHWE JIOKY-
MeHTa; 3) (YHKIMOHANBHYIO NpPEIHA3HAYCHHOCTh IS TIepenadd
nH(pOpMaLKU B IPOCTPAHCTBE M BPEMEHH, T. €. Ul UCTIOJIb30BaHHUS B
COIMMAIbHBIX KOMMYHUKAIITMOHHBIX KaHallax.

['maBHOW cOCTaBISIONIEH JOKYMEHTa BBICTYNaeT nHpopManus, T.
€. caMble pa3luyYHble JaHHbIE, CBEJCHUS, COOOILICHHUS, 3HAHUS,
MMpe€aHa3HauYCHHbIC [JIA TII€p€aadnu B IPOLECCEC KOMMYHHUKaIHUU.
Wndopmanus, comepxamniasics B JOKyMEHTE, UMEET OIpeesICHHYIO
cneuuQuKy, BEIPaXKAIOUIYIOCS B CIIETYIOLIEM:

1. JIokyMeHT SIBIISI€TCS HOCHTENEM COLMaJIbHONH WHpopManu,
CO3JTaHHOH YeJIOBEKOM JIJIs MCTIONIb30BaHHS B OOIIECTBE.

2. JIokyMeHT  Tpenmnoiaraer HaJlMgue CeMaHTHYeCKOH
(cMBICITOBOIT) uHpopmanum, SIBJISIFOIIIEHCS pe3ysIbpTaToM
MHTEJIEKTyalbHOU JesTeNIbHOCTH YesloBeka. Hammume copepxanust
— OIMH U3 TJABHBIX OTJIMYHMTENFHBIX NPU3HAKOB JIOKYMEHTA.
Beccmbicniennas nHpopManys JOKYMEHTOM OBITh HE MOXKET.

3. Nndpopmanus mepenmaercss JUCKPETHO, T. €. B  BHUIE
coobmennii. Coobuienue, 3aUKCHpPOBaHHOE Ha  KaKOM-JIHOO
MaTepuaJlbHOM  HocuTene  (mamupyce, Oymare, IulacTMacce,
(hoToTUIEHKE), CTAHOBUTCS TOKYMEHTOM. JIJIsl JOKYMEHTa XapaKTepHa
3aBepIIEHHOCTh  coobmienus. HesaBepiieHHoe, (¢parmeHTapHOE
cooOmenne HE MOXET OBITh TIONHOIEHHBIM  JOKYMEHTOM.
Uckmrouenne COCTaBIISIOT HE3aKOHYCHHEIC JTUTEpaTypHBIC
MIPOU3BEACHNUS, ICKHU3BI, HAOPOCKH, YEPHOBUKH, XapaKTECPH3YIOIIHE
TBOPYECKHIA MPOIIECC MX co37aTens (TIcaTelsl, yIeHOT0, XyI0KHUKA).

4. Kak mr0o00if 00BEKT, WMEIONIMA 3HAKOBYIO IPHUPOLY,
COOOIIeHNE TIPEICTABIAET COO0I 3aKOAMPOBAHHBIN TEKCT. 3HAUCHHE
WJIN CMBIC 33aKOJMPOBAHHOTO TEKCTa MOXKHO IOHSTH, JIMIIb 3HAas
3HAKOBYIO CUCTEMY KOJMPOBAHHUS U ACKOIUPOBaHUs HH(pOpMAILIUH.

DUKCHUPOBAHHOE COOOIICHHE UMEET 3HAKOBYIO (hopmyl moromy,
9TO TOJNBKO B TaKOM BHJE MOXXHO IE€peNaTh B COOOIICHWH 3HAHHA,
SMOIMHM,  BOJIEBBIE  BO3JCHCTBUS  aBTOpa  (KOMMYHHKAHTA),
MPEIOCTABIISAA YUTATENIO (PEUIHEHTY) BO3MOKHOCTD JEKOIUPOBATH
U OBJIaACBAaTb COOTBETCTBYIOIIMMH 3HAHUSAMMU. 3HAaKOBOCTH —
00s13aTeIbHOE CBOMCTBO JIF0OOT0 JOKYMEHTHOTO COOOIIEHMSL.

5. JlokyMeHT — 3T0 HH(pOpMAaIs, KoTopas 3ahuKCHpoBaHa Ha

1 Cm. c. 73-83.
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MaTepHaIbHOM HOCHTEJIE CII0COOOM, CO3MaHHBIM YEIOBEKOM,
MOCPEICTBOM NHCEMA, Tpaduku, PoTorpaduu, 3ByKO3AIHCH 1 Ip.

6. JoxymeHT 00iamaeT CyOCTaHIIMOHAIEHOCTHIO (BEITHOCTHIO).

Jns  mokyMeHTa BakHAa CTaOWIbHas BeIIECTBEHHas (opma.
3ammch «BUJIAMH IO BOAE» JOKYMEHTOM HE CUMUTACTCS.

Wudopmarms MoxKeT OBITh HEIOKYMEHTHON — He 3aKPEIUICHHON
— W JOKYMEHTHOH — 3aKpeIJICHHOH Ha BEIIECTBEHHOM HOCHUTENE
(Oymara, MarHUTHasl JICHTa, JWCKETa, JIa3epPHBIH AWCK, NEPraMeHT,
Hanupyc, IIMHIHAS TabJIM4Ka U T. I1.), CIIEUAIbHO IpeTHa3HaYeHHOM
JUIsl €e XpaHEeHUs U Tiepeadll B IPOCTPAHCTBE U BPEMEHH.

MarepuanbHplii OOBEKT, CHEUUaJbHO IpeIHAa3HAYEHHBIH IS
3amucu, XpaHeHWs W Hepenadd WHQOpManuy, TPHHATO Ha3bIBaTh
MaTepuraJIbHbIM HOCHUTCJIIEM 501050 HOCHUTCJIIEM I/IH(i)OpMaI_[I/II/I.
CymiecTBOBaHHE  JIOKYMEHTa BHE  MAaTepHajbHOTO  HOCHUTENS
HEBO3MOXKHO.

OyHKIMs MarepualbHBIX OOBEKTOB O00YyCIOBHIA HMX OCO0YIO,
creuuduIecKyo MaTepHABEHYIO KOHCTPYKIIHIO (popmy),
MPEICTaBICHHYI0 TPEUMYIISCTBEHHO B BHAE KHHUT, Opourop,
JKYpPHAJIOB, Ta3€T, JHCTKOB, OYyKJIETOB, MHKPO(]HII, MarHATHBIX
JINCKET, ONTHYECKUX IUCKOB M T. II. BBUIM Takke HCTOPHUYECKHE
(hopMBI TOKyMEHTOB B BHJE TJIMHAHBIX TaONM4YEK, MAMMPYCHBIX H
MEPraMeHTHBIX CBHTKOB W T. A. Takas KOHCTPYKIHMA IaeT
BO3MOXXHOCTh JOKYMEHTaM OBITh yJOOHBIMH JUIi TEPEMEICHNS,
XpaHEHUsI ¥ WCIIONB30BaHUA MX (UTEHHWE, MPOCMOTP, CIyIIaHHE) B
COLIMAJIBHBIX JIOKYMEHTHBIX KOMMYHHKanusax. OmHaKo crieruanbHast
¢opma oOBEKTa TaKKEe HE MOXKET CIYXHTh €IUHCTBCHHBIM
KpPUTEpUEM JUIS TOTO, YTOOBI CUMTATh €ro JOKYMEHTOM (YHMCTHII
JMCTOK Oymarw, AucKeTa Wi (OTOIUICHKA), Takas MACHTH(UKAIWS
BO3MOXXHAa JIMIIb TPH HAIMYMHM 3a()UKCHPOBAaHHOIO Ha HEM
COOOIIIEHHUS, TEKCTA.

CrnenoBarenbHo, MaTepuaIbHbINA 00BEKT CTAaHOBUTCS
JOKYMEHTOM TOJIBKO B ClIy4dac €IMHCTBA BCUICCTBCHHOTI'O HOCUTCIIA U
3aKJIFOUYEHHOW B HeM MH(opManuu. [[ByeanHas mpupona JOKyMeHTa
— OJIHa M3 OCHOBHBIX OCOOEHHOCTEH €ro Kak M3BECTHOH CHCTEMBIL.
IIpu oTCyTCTBUM OAHOM W3 IEPEUUCICHHBIX XAPAKTEPUCTUK HET
€/IMHCTBA, a CJIeJOBATEIbHO, U JOKYMEHTA.
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JIOKyMEHT crenanbHO CO3AaeTCs ¢ LEeNbI0 XPaHEeHUS U Iepeadu
coLMaJbHOW WH(OpMANMU B TPOCTPAHCTBE U BpeMeHU. VIMeHHO
MO3TOMY €r0 pacCMaTpHUBAIOT KaK UCTOYHHK UH(OPMALIUK U CPECTBO
COLIMAJIBHOM KOMMYHUKALIUU.

CymecTByeT TaKXKe HHTEPIpeTalsl IMOHATUS («JIOKYMEHT»,
koTopoit mpuaepxkusaercst ICO u kotopas otpaxena B JICTY 3017-
95: 9310 oOOecmeueHHe B3aMMOIOHUMAHUSI MEXAY OCHOBHBIMH
COLIMANbHBIMA ~HMHCTUTYTAMH TI0 XpaHEHHI0O U  OpraHu3aluu
MOJIb30BaHUs TOKYMEHTaMH — OHMOJIMOTEKaMH, apXUBaMH, MY3€sIMHU,
MH(OPMAIMOHHBIMH IIEHTPaMH.

IlonaTue «IOKyMEHT» BBICTYyNAaeT KaK POAOBOE I BUAOBBIX:
OMyOJUKOBAHHBIN, HEOITYOJIMKOBAHHBIH, H30I0KYMEHT, KHHO-, (DOHO-,
¢dorogokymenT W T. m. C 3TOM TOYKM 3pEHHST Pa3HOBUIHOCTHIO
JIOKYMEHTa SIBISIIOTCS: PYKOIMCh, KHUTA, JKypHal, razera, OyKJeT,
OTKpBITKA, 4YepTeX, Kapra, HOThl, (QWIBM, TI'paMIUIACTHHKA,
MHUKpPO(UITEM, MAaTHUTHAS JICHTA, MATHUTHBIA U ONTUYECKUH AHUCK U T.
.

Hanmnumne 0000mIaroOmero MOHATUS «IOKYMEHT» HE HCKII0YaeT
BO3MOKHOCTH CYIIECTBOBaHMA 0ojee YaCTHBIX, Y3KOCHEIMaIbHBIX
€ro TPaKTOBOK MPUMEHHUTENLHO K Pa3InuHbIM chepam oOIIeCTBEHHOI
JNESTENPHOCTH W HAy4YHBIM  JTUCHUIUIMHAM:  HCTOPHYECKOMY

HCTOYHUKOBEJICHHUIO, JIETIOTPOU3BOJICTBY, JIATIIIOMATHKe,
opuanueckod  Hayke. Hekoropble CHenuasucThl HE CUYUTAIOT
JIOKYMEHTaMH  XYJ0)KECTBEHHbIE  TPOU3BEJCHUSA,  MNaMITHUKU

IMUCBbMCHHOCTU MNPONIIJIBIX JICT. llpyme MPU3HAIOT TAaKOBBIMH JIMIIb
06’I)CKTI)I, HUMCIOIIME TPABOBOC 3HAYCHHUE U T. II.

1.2. TI'ene3uc un Pa3BUTHUE MMOHATUA «AOKYMECHT»

I/ICTOpI/IH BO3HMKHOBCHHSA W DOBOJIIOIUA TOJIKOBAHUA TCpMHHA
«IOKYMEHT» H3y4eHa HemocTaToyHo. Cpenu CIEeHraIincToB, KOTOPHIE
HCCIIEIOBAIM 3TOT BOIpOC, clexyeT Ha3Bath X. ApHrma, [.I.
BopobseBa, M.A. Komaposa, C.I'. Kynemosa, 0.H. Cronsipoa, A.
CyckH, I'.H. IlIsenoBy-Boaky u ap.

CmoBo  mokyment  (mar.  documentum  —  oGpaser,
JIOKa3aTelIbCTBO, CBHIETEIBCTBO) MPOMCXOIUT OT riarona «docere*
— y4UTh, 00y4aTh.

KopuH 3T0T0 C1OBa YXOAAT B HHIOEBPONEHCKHI TPasS3bIK.
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I7Ie OHO O3HAYaJO JKECT BBITSIHYTBIX PYK, CBSI3aHHBIM C Iepemadvei,
MPUEMOM MY TIOTYIEHHUEM YeT0-THO00.

ITo mpyroii Bepcuu ciioBo «dek* MpOUCXOAUT OT YHCIA «IECATH»
W CBS3aHO C TEM, YTO Ha PACKPBITHIX JAJOHIX BBITSHYTBHIX PYK
HACYMTHIBAJIOCH JIECATD TaJIbLEB.

Ioctenenno xopenp «dek* Obu1 3ameHeH Ha «dOC* B cioBe
«doceo* — yuy, oOydaro, OT KOTOpPOro ObUIM 0Opa30BaHbI CIOBA
«doctor* — yuensIii, «doctrina* — yuenue, «documentum* — o,
YTO Y4YHT, TOYYUTENBHBIA MpuMep. B 3TOM 3HAaYCeHWH CIIOBO
IOKYMEHT ucmnonb3oBaiock llesapem m Llumeponom. Ilo3mree oHO
MpHOOPENo IOPUINIECKOE 3BYYaHHE M CTAI0 O3HAYATh «ITUCHMEHHOE
JTOKA3aTeIbCTBO»,  «JIOKA3aTE€NbCTBO, TMOYEPHHYTOE W3  KHHT,
MOITBEPKAAIOMINX 3amuceii, OQHUIMANBHBIX AaKTOB». B 3HaueHHH
MUCHMEHHOTO CBHIETEIBCTBA CIOBO «JIOKYMEHT» YHOTPEOISIOCH OT
cpenHeBekoBbs 10 XIX B. M3 naTHHCKOro si3pIka OHO 3aMMCTBOBAHO
BO BCE €BPOIEHUCKHUE SA3BIKH.

B pycckuil sI3bIK CIIOBO «IOKYMEHT» IIPUILIO BO BpeMeHa IleTpa
I, xak 3aMMCTBOBAaHHOE M3 HEMENKOTO M IIOJBCKOTO SI3BIKOB, — B
3HAYEHHMHU NMUCbMEHHOTO CBHJETENLCTBA. B Havyane XX B. OHO MMeIo
JiBa 3Ha4YCHUsA: 1) mo0ast Oymara, COCTaBJICHHAS 3aKOHHBIM MOPSTKOM
W MOTymas CIYXHTh JIOKa3aTeIhCTBOM TIpaB HAa YTO-HUOYHAb
(MMyIIIECTBEHHBIX, COCTOSIHUS, HAa CBOOOJHOE MNPOKMBAHUE) WIIM Ha
BBINIOJIHEHNE KAaKUX-TMOO oO0s3aHHOCTEH  (YCNIOBHS, JIOTOBOPHI,
JIOJITOBBIE ~ 00s3aTeNbCcTBA); 2) BOOOMmE JI000E  MUCHMEHHOE
CBUETENBCTBO («DHIMKIONennIeckuii cnoBaps» @. [laB- meHkoBa.
— CII6., 1913).

Poct  umcma  1OpuaMYecKHMX — JOKYMEHTOB — TNPHBEN K
BO3HMKHOBEHHIO BO BTOpoii monoBuHe XVII B. Bo @paniun ocoboi
HaYKH TI0/1 Ha3BaHUEM «JIUILUIOMaTHKay. Ha3BaHue HayKu MpOU30ILIO
oT rpeyeckoro cnosa «diploma* — nuct, MOKyMeHT (CIOXCHHBIH
BaBoe). Jluiomatmka — ctajia  M3ydaTh ~ BCe  IIyOJIMYHBIC
(oOwiecTBEHHBIE)  JOKYMEHTBI, B  OTJIMYHE OT  JOKYMEHTOB
JIMYHOCTHOTO NPOUCXOXKAEHHUA. Ee OCHOBOIOJIOKHMKOM CUHTAETCS
Kan Mabunbon, m3maBmmii B 1681 r. B Ilapmwxe «Kuury o6
HCKYCCTBE TUIIJIOMAaTHKMI».

Ba3oBoe moHsTHE «IOKYMEHT» TOIKOBAJIOCH B JUILIOMATHKE Kak
mo00e THCHMEHHOE CBUICTENBCTBO, CITyXKalllee «BO3HHKHOBEHHIO,
JIOKA3aTeIbCTBY W BBIIOJMHEHHWIO  TpaB WM BJIAJICHUIO
OTIpe/eTICHHBIMU TIpaBaMu». J[OKyMEHT BBIIONHSII OAHY H3 Tpex
(hyHKIMA: 1) yTBEpKAEHHE HOBOT'O TIPABOBOTO ITOJIOKEHUS (aKT
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JApeHUs, IPOIaXH U T. I1.); 2) CPEACTBO JTOKA3ATEIBCTBA MIEPE]] CYA0H
(TIFICEMEHHBIE TIOKa3aHUs CTOPOH); 3) MePEeHOC MOTHOMOYHHA ¢ OJTHOTO
JUIIa Ha OpyToe (BEeKCelNb, KYITOH aKIUi U T. 11.).

Ko Bropoit mnomoBuHe XIX B. B CHpaBOYHBIX H3JAHMAIX
HEKOTOPBIX CTPaH MHpa MOSIBIIIOTCS IPOU3BOAHBIE OT CIOBA
«JIOKYMEHT» T€PMHHBI; JOKYMEHTAlUsI — B 3HAYEHHU MOJATOTOBKH U
UCIONB30BaHUS MOATBEPKICHHBIX TOKYMEHTAMHU JOKA3aTENbCTB H
MOJTHOMOYUI; JOKYMEHTHBI — OTHOCAIIMNCA K JOKyMeHTy. B
«TonkoBom cnoBape» B.M. lansg gaHO TOJKOBaHUE ITOKyMEHTa Kak
mo0ol BaxkHOH Oymarm, a Takke OWIDIOMA, CBUACTEIIECTBA.
IIpon3BoAHBIA TEPMHUH «JIOKYMEHTHBII» COCTaBUTENb TOJKOBAJI KaK
«x pokymeHty otHocsmmiics» (T. 1, c.
459).

Takum o6Opasom, B korme XIX B.
HaOmonaeTcss TEHICHIMS K CYXKEHHIO
TPaHMI[ HOHATUS «IOKYMEHT»: CHadasa
OHO pPacCMaTpUBAJIOCh Kak JIIOOOH
OpeaMeT, CIyKallUid I HOy4YeHHUs H

J0Ka3aTcjIbCTBa, 3aTcM — KakK
IIHUCHbMCHHOC CBHICTCIBCTBO,
MOATBCPIKAAIOIICC OIpCACIICHHBIC
IMpaBOBbLIC OTHOILICHMUA. IlonsTue

UCIIONIB30BAIOCH  MPEUMYIIECTBCHHO B
IOPUIMYECKOM 3HAYCHUH.

C nagana XX B. B TEPMHHOCUCTEMY
BBOAWTCS HOBOE, Ooyiee  IMHUPOKOE
MTOHMUMaHHE MOHSTHS «JOKyMEHT»: €r0 BBEJ M3BECTHBIN OeIbruicKnit
YUYEHBIH, OCHOBOIIOJIOXKHHUK JIOKYMEHTAIIMH — HAYKH O COBOKYITHOCTH
JIOKyMEHTOB M 00J1acTH MIPaKTHYECKOH AesTenbHocTd — [loms Otire.

[oms Omme  (1868—1944) wu  ero  CHOABIKHMK U
ennHOMBbIUIeHHUK AHpu Jladonten (1854—1943) paspabarsiBaiu
TEOPHIO JIOKyMEHTAaLNH B CTEeHax MesxayHapoHOro
O6ubsmorpaduueckoro MHCTUTYTa, co3naHHoro B bproccene B 1895 r.
n B 1931 r. mepeMMEHOBAaHHOIO B MeXIyHAapOAHBI HHCTHUTYT
JokymeHTauuu. [lo pemeHuio MeXIyHapogHOro KOHrpecca IO
nmokymentanuu ([Tapmx, 1937) Ha 6a3e mHcTHTyTa B 1938 T. OBLIA
co3nana MexayHaponHas denepamus no gokymenramun (M®/J]). B
Ha-
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cTosIee BpeMmsi Mod/J] SIBISETCS MEXAYHapOJHOU
HENPaBUTEIBCTBEHHOW OpraHu3aluel, OOBeAWHSIONIEH BeIyIIHe
HHGOPMAIIMOHHBIC ICHTPBI M OHOIMOTEKH, paboTaroiime B 00JacTH
TEOPUM M TPAKTHKUA JIOKYMEHTOBEACHHS M HAYYHO-TEXHUYECKOU
nHpopmanmu.  Opranmzanms  usgaere 1975 1. KypHan
«MexnyHapoaHblii popyM 1o HHGOPMALUU U TOKYMEHTALIUI.

I1. Otne BriepBBIC BBEN B HAY4YHBIH 000POT HOHITHE «IOKYMEHT)
B 3HAUYEHHH, OJIM3KOM K HIMPOKOMY 3HAUYEHHIO MOHATHS «KHHUTay». Ero
OCHOBHOU TpyJ — m31aHHbld B 1934 1. pyHaamentanbHbiil « Tpakrat
0 TOKyMEHTaIumn™.

OObBsicHAAST TIOHATUS «KHHMTa» ®  «gokymeHt®, II. Otne
noxdepkuBan, uyto kuura (biblion, wim document, i gramme) —
3TO TEPMHH, YHOTpPeOISIEMBI YCIOBHO JUIsi OOO3HA4YEeHUS BCETO
MaccuBa JI0KyMeHTOB. OH 00beuHseT B ce0e He OIHY TOJIBKO KHUTY
B COOCTBEHHOM 3HAUEHHH CJIOBA, PYKOIMCHYIO WJIM IEYaTHYI0, HO U
JKYPHAJIBI, TA3€Thl, PyKOIHUCH U TpahUueCKHe PEIPOAYKIHH, YEPTEKH,
TPaBIOPBI, KApThI, CXEMBI, IMarpamMmsl, ¢ororpadun U T. 1. YUCHBIH
paccMaTpuBaIl TIOHATHS KKHUTA» U «IOKYMEHT» KaK CHHOHUMHYHBIC.
W3 xoHTEeKcTa Ke SICHO, UTO TOCIIeIHEE IIUPE 110 CBOEMY 00BeMY, T. K.
HE TMpeIIojiaraeT OrpaHWYEeHUH Kak MaTepUallbHOH  OCHOBBI
JIOKyMEHTa, TaK M 3HAKOBOW CHCTEMBI, NMPHMEHIEMOW JUIS 3alHch
COJICpIKaHu.

B o6o6maromiee monATHE «KHHATA-TOKyMeHT» [1. OTie BKITFOUan
OTZIETBbHBIE TOMA, OPOIIIOPEI, )KypHAJIBI, CTATHH, KapTHl, JHAarPaMMBI,
3CTaMIbl, TAaTEHTHI, CTATHUCTHKY, 3allCH TOJOCa C ITOMOIIBIO
(hoHOTpadUH, TMATIO3UTHUBEI WM KHHEMAaTorpadhuIeckue PIiIbMBL.

II. Otne BHepBBIE WCIOAB30BANT KOMIUIEKCHBIH TOAXOX K
TUIIOJIOTHYECKOH  KJIaCCU(HUKALUK  JTOKYMEHTOB,  YYHTHIBAIOLIUN
coJiepkaHue U GopMy JOKyMeHTa, B « Tpakrare o JOKyMeHTaIHN.

Bcio COBOKYMHOCTh JOKYMEHTOB Y4EHBI pa3leliuil Ha TpU
OCHOBHBIX KJlacca:

1. lokymeHTbl OuOnuorpaduyeckue, T. €. TEKCTbl, KOTOpPbIC
TPAIULOHHO CUHMTAIOT MPOM3BEICHUSIMM IHCbMEHHOCTH M IEYaTH.
Cpenu HuX — Opowropsl, MOHOrpaduu, OuYEpKH, TpaKTaThl,
PYKOBOACTBA,  OSHIMKJIONEIHH,  CJIOBapH,  IEPUOJUYECKUE U
MIPOAOIDKAIOIIMECS U3JaHUs (KypHAJIbI, Ta3€Thl, ©KETOAHUKH U T. I1.).

Kpome nepeuncieHHbIx, kK 0nOmuorpadguyeckuM J0KyMeHTaM
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OTHOCWJIUCH W TEKCThl JIMYHOTO MPOUCXOXKJAeHHs (IHChbMa),
odunmasbHble COOOIIEHUST M y4YeTHble (pErMCTpalioHHbIE) KHUTH
(MM JKypHaJbl), a TAaK)Ke 3HAKU-BBIBECKH, JIO3YHI'H, OMJIETHI U IpyTrue
npoe3aHble JTOKyMEHTbl. OYeBHIHO, YTO JaHHas KiacCU(pHUKALM
ObUIa MOCTPOCHA OJHOBPEMEHHO B HECKOJIKMX HAlpaBJiICHHSX, YTO
MIPUBEIIO K CMEIIEHHIO THIIOB M BUIOB JOKYMEHTOB.

2. Jlpyrue rpaduyeckue JIOKYMEHTBI, T. €. HETEKCTOBBIE
JIOKYMEHTBI: KapTorpadudeckue, u300pa3urenbHble, HOTHbIE. Cpean
M300pa3UTENbHBIX ~ Ha3BaHbl: HMKOHOrpadHuyeckue, cojepiKaline
neyaTHoe M300pakeHue (ICTaMIIbl, TPABIOPHI, TOYTOBBIE OTKPHITKH H
ap.);  dororpadum:  HOKYMEHTBI,  BOCIPHHHUMAaeMble  uepe3
MPOEKIMOHHBIE ycTpoiicTBa (B T. 4. Mukpokomuu). Kak ocobas
Pa3sHOBHIHOCTh  BBIJIENICHBl  «HaMSATHUKA  W300pasuTeNbHbIe*:
HaJIICH, MOHETHI, MEJIAJIH, TIeYaTu (IITEMIIENHN).

K rpaduyeckum nokymentam I1. OTiie OTHOCHII: «MaHYCKPHIITBD)
— PYKONKCHbIE KHHTM W WHKyHaOyJbl, a TaKkKe «apXUBHBIC
JIOKYMEHTBI» (yIpaBJleHYeCKHe), APeBHUE U coBpeMeHHbIe. [IepBbIii
KIacCU(PUMKAIMOHHBIH DS, TNPEAJIOKEHHBIH  aBTOPOM,  BOLIEN
MPaKTHYECKH B HEM3MEHHOM BHJIE B COBPEMEHHBIC KJIACCHU(HKALUK

JIOKYMEHTA.
3. JIOKYMCHTBI-3aMCHHUTEIM KHUTH: JTUCKH, (DOHOrpaMMBEI,
KHHOPWIBMBI W HapsAAy C OTHM — paadoBemiaHue (3amuch Hu

mepegada 3ByKa), TeNEBHACHHWE, B T. 4. Tenedororpadus,
panuotenedoTorpadust 1 COOCTBEHHO TCICBHICHHE.

Ocoboe Mecto B 93TOM KJIACCU(DHUKALMOHHOM DSy 3aHSUIH
«JIOKYMEHTBI TpeX H3MEpEeHHil»: MPUPOJHbIE (MUHEpANbl, PaCTCHHUS,
KUBOTHBIE) M HCKYyCCTBEHHBIC, CO3aHHBIC YEJIOBEKOM (MaTepHalIbl,
MMPOAYKTBI, TEXHUYCCKHC 06'LCKTBI, a TaKXE MEaajd, MAaKCEThI,
penbedbr). K HUM OTHeceHBI TakKe Hay4Hble HHCTPYMEHTHI,
JTUAaKTUYECKUE MaTepHallbl, HATrsAHbIe mocobus. Oco0o BBIAETICHBI
CpeAM HUX TpPeXMepHbIe MPOU3BENEHHsT HCKYCCTBA: MPOU3BEICHUS
APXUTEKTYPbI M CKYJIBIITYPBHI.

VIMeHHO B TakoM LIMPOKOM 3HAUEHHH IIOHATHE «IOKYMEHT)»
MCIIOJIb30BAJIOCh BIOCIIEICTBHH, KOTA Peyb II1a He TOJIbKO 0 (hoHAax
O6mONIMOTEeK, apXWBOB, My3eeB, HH(OPMAIMOHHBIX CIIy’kO0, HO H O
COLIMAJIbHBIX, B YACTHOCTH, MACCOBBIX KOMMYHHKALIUSX B LIEJIOM.

[logBoAsl WTOrM, MOXHO BBIIEIUTH CIEAYIONIME 3HAYCHUS
«JIOKyMEHTa», BBeJIHHbIE B Hay4HbII 060poT I1. OTie:
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1. JIro0oif wWCTOYHWK WHPOPMALWHU, TEPENAYd UEITOBEUCCKOU
MBICJIM, 3HaHWH, HE3aBUCHMMO OT TOTO, BOIUIOIIEH JH OH B
MaTepHaIbHO-(PUKCUPOBaHHON (OpME HIIH SBISIETCS HPOBOIHHKOM
(mepematankoM) WHGOPMAIMK BO BPEMEHH, MOXKHO CUHTATh
JIOKyMEHTOM. DTO MOHITHE OXBATHIBAET KaK MaTEPUAIbHBIE OOBEKTHI
— HocuTenn HH(MOpMAaLWHM, TaK H paauo-, TeJIenepenayy,
TeaTpajbHbIC IPEICTABICHHUS.

2. JlokyMeHTaMH  SBJIAIOTCA ~ MaTepHaibHble  OOBEKTBHl  C
3aUKCHUpPOBaHHOW wWH(pOpManued, COOpaHHBIE YEIOBEKOM IS
co3/aHusl Kakux-mubo komwtekuuit. CroJa BXOAAT Kak IpPEeAMETHI
HNCKYCCTBCHHBIE, CO31aHHBIC YCJIIOBCKOM, TakK u IPpUPOJIHEIC,
TEXHUUYECKHE MPEIMEThI, HaXOJISIIHECcs B My3ee.

3. B cocras JOKYMECHTOB BXOJAT TAKKE MaTCPUATIbHBIC 06’LGKTLI,
CO3/IaHHBIE YEJIOBEKOM CIIEIMANBHO /sl (PUKCHPOBAHUS, XpaHEHHS U
BOCIIPOM3BEIICHUsI MHpOpMAlMU C IeJbl0  ee [epeladyd B
MIPOCTPAaHCTBE U BPEMEHH, HE3aBUCHMO OT cIiocoda (hPMKCHPOBaHMS.
OTO W JOKyMEHTHl «mNHcaHHble» (T. €. ¢ uH(pOpMaIUeH,
3a()UKCUPOBaHHOW  3HaKaMH MHUCbMa), M  H300pa3uTEIbHBIE,
¢onozamucn  u QunbMbl  (pe3ynbTaThl  MAalIMHHOM  3alMCcH
M300paKeHHS U 3BYKA).

ABTOp «Tpaxrara...» HEO/IHOKPaTHO MOJYEPKUBAET
CHHOHUMHYHOCTh IIOHATHH «JOKyMEHT» W «KHHTra»; U3 KOHTEKCTa
MOXHO TOHSTb, YTO IIEPBOE OH paccMaTpHUBacT Kak 0oJiee IMUPOKOe.

Takum obpazom, 1. Otie Bomes B MHUPOBYIO HCTOPHIO JIOKY-
MEHTOBEJICHUSI KaK OCHOBOIIOJIOXKHUK JOKYMEHTAllMW — HAayKd M
npakTikd. OH NEpBBIM HE TOJHKO BBEN B HAYyYHBIH 000poT 0azoBoe
TIOHSITHE «JIOKYMEHT», HO M PAacKpBIJI €ro caMblii IUpOKui cMbica. I1.
OTne npennpuHSI HEPBYIO MOMBITKY KOMIUIEKCHOW KiIacCH(HMKALUH
JIOKyMEHTOB 110 COBOKYITHOCTH TIPH3HAaKOB. XOTSI OHa MMelna
CYIIECTBEHHBIE HEIOCTATKH, aBTOPY YJaloCh CrPyNIIHPOBATH
CyIIeCTBYIOIIeE  MHOrooOpa3we  HMCTOYHHUKOB  HMH(OpMAIUH,
(DYHKIMOHHUPYIOIINX B COIMAIBHON KOMMYHHKanuu. Bmocnenctsum
TEOPETHUYECKHE MBICIH OT€YECTBEHHBIX U 3apyOEKHBIX CIIEIHAINCTOB
JIBUTAJIUCH B TOM K€ HANPaBJIEHUH, YTO U MBICIb JOKyMeHTamucTa I1.
Ortie.

Konuenuus II. Otne paccMaTrpuBaeT NOKYMEHT KakK HOCHTEINb
couuanbHOW mHGpopManyuu. ORHAKO B CHPABOYHBIX H3JAHHUAX TOTO
BPEMEHH MPOAOIIKAET CYIIECTBOBATh Y3KOE 3HAUE€HHE 3TOTO €JI0-
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Ba: KpOME OPUAWYECKOTO, BBOAWUTCS TOHITHE «UCTOPUICCKHUN
OKyMeHT» ((pHUKCHpOBaHHOE CBHIETEIBCTBO O KaKOH-IMOO 3II0Xe,
JUIE U T. JI.) A «CUETHBIH JOKYMEHT» (CIIy>KaIlluii OCHOBAHHEM IS
OCYIIECTBIICHUS XO3SIMCTBEHHBIX ACUCTBUA — TMpHEMa ¥ BBIAYH
neHrocTel). O6obmaromee onpeaeeHne He JaHo.

Haunnas ¢ 1950-x romoB B oQUIIAaTBHONH TEPMIHOIOTHH CIOBO
«IOKYMEHT» TpaKTyeTCs B Y3KOM, IIMPOKOM H CaMOM IMTHPOKOM
3HAYEHMH.

Y3Koe 3HaYeHHWE CBOAWIOCH K MIENOBOW OyMmare, MUCHMEHHOMY
YAOCTOBEPEHUIO, HICTOPHIECKOMY HCTOYHHKY.

B mmpokoMm cMeicie TOHATHE O IOKYMEHTE OBIIO OCOOCHHO
pacmpoctpanerHo B 1960—1970-e roxpl. B obmem Bume oHO OBLIO
3aukcupoBano B «bompmoit coserckoil sHnEKIOmeaun» (BCH),
«YKpamIChKXK PAIsHCHKII CHIUKIONEAD, B SHIMKIIONEIIMYSCKUX
cnoBapax. Hampumep, B BCD gokymeHT ompenensercs Kak
MaTepUANBHBI  OOBEKT, coAepKamuii WHPOPMALUI0 [UII  €e
pacmpocTpaHeHHsT B TPOCTPAHCTBE M BPEMEHHU (BKIIOYas W T. H.

TpEXMEpHbIE MpPOU3BENCHUS HUCKYCCTBA —  apXUTEKTYpy U
CKYJIBIITYPY).
B 1980-x — mwnauane 1990-X romoB HCHONB3YETCSd M Camoe

MIMPOKOE TOJKOBAaHWE, COTJIACHO KOTOPOMY JIOKYMEHTOM MOXHO
CUNTATh JTIO00I MaTepHaIbHBIH OOBEKT, HECYIINH MH(OPMAIUIO: OT
MUCBMEHHOTO JOKYMEHTa, TPaMIUIACTHHOK W KHHOQHIBMOB JI0
MIPOM3BEJCHUH HMCKycCTBa (apXUTEKTYPHBIX COOPY)KEHHH, rpadukmu,
JKMBOIIMCH, CKYJBITYpHI), OT 00pa3loB MHHEpAIOB, TIepOapHes,
NCTOPUYECKHUX PEIMKBUHA JI0 M3JETHH MPOMBIIUICHHOCTH M TEXHUKH
(gacpl, aBTOMOOWJIb, BUHTOBKA) M T. A. I'paHUIIBI TOHATHS CTald
IUIOXO PAa3IMYMMBI, YTO YCIOXHWIO €ro ucroias3oBaHue. [lo
obpazHomy BbIpakeHHo A.B. CokosnoBa, JOKYMEHTOM CTajH
MMEHOBATh JJaXKe CJIOHA B 300I1apKe.

Bot nouemy cHavana KHUTOBEAbl U JIOKYMEHTAJIHCTHI, a 3aT€M U
nHGOPMATUKN MPUCTYNHIM K OOOCHOBAHHIO HOBOTO IIHMPOKOTO
3HAUEHHMs TEPMHHA «JIOKYMEHT», CBS3aHHOTO C IOHSATHAMH
«uHpOpMaIMsD» W «KOMMyHHKanus®. CyliecTBEHHBIH BKJIal B
YTOYHEHNE U Pa3BUTHE MOHATHS JOKYMEHT KaK OJHOT'O U3 OCHOBHBIX
B JIOKyMEHTOBEICHWH,  HMH(POpPMAaTHKe,  JOKyMEHTaINUCTHKE,
o6ubimoTexoBeneHnu u 6udmmorpadosenenun Baecau [.I'. BopoObes,
P.C. T'unapesckuii, O.I1. Kopmynos, A.. Muxaiinos, A.B. Cokonos,
I0.H. Cronsapos, A.W. Uepnsiii, I'.H. IlIBenoBa-Boaxa u ap.
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JlokymeHTanucTel W WHGOPMATHKH MEPBBIMH OTKAa3aJUCh OT
CaMoro LIIMPOKOT0 3HAYEHUS JOKYMEHTA, OTPAaHHUYHB €TI0 COAEPKAHUE
00513aTeIbHBIMU aTpuOyTHBHBIMHU JJIEMEHTAMHU: HaJIMYue
nHpopManuu 1 MaTepuansHoro Hocutens (I'.I'. BopoOser). B 1960-¢
rogasl A.W. Muxaiinos, A.W. YUepnstit u P.C. I'unspes- ckuii, noMuMo
Ha3BaHHBIX, BBOAAT (YHKIMOHAJIBHBIH TpPH3HAK JOKYyMEHTA.
CormacHO WX ONpENeNeHNI0, JAOKYMEHT — 35TO MaTepHaIbHBIN
00BEKT, COAepKaIlUil 3aKpeIuIeHHYI0 HH(OpManuio, CHenuaIbHO
NIpeAHa3HaYeHHBIH T ee TepeJadnl B IPOCTPAHCTBE U BPEMEHHU. DTO
ompeneneHne ObIIO MHUPOKO pactpocTpaneHo B 1960—1970-e roxsr.

brnm3koe K 3TOMy W3BECTHOMY ONPEACIECHHIO TOJIKOBAHHE
nokymenta conepxkurcs B I'OCTe 16487-83 «/lenonpous3BoacTBO U
apXWBHOE Jen0. TepMHHBI W OIpEAETIECHHUS», COTIACHO KOTOPOMY
JOKyMEHT — 3TO MaTepuaJbHbIH 00BEKT ¢ uHpOpManuew,
3aKpEIUIEHHOM CO3aHHBIM YEJIOBEKOM CIIOCOOOM ISl Mepefadd BO
BPEMEHHU M POCTPAHCTBE.

B Poccuu B Hagane 1990-x ronoB npakTHUECKH OJHOBPEMEHHO,
YTOUHSSL CMBICT TOHATHA «aokyment», O.JI. KopmrynoB (6m6-
morpadosenenue), A.B. Cokonos (nHpopmarnka), FO.H. Cromnspos
(bnbnnoTexoBeneHUE)  TPEUIOKHMIM ~ TPakToBaTb  €ro  Kak
MaTepHAIbHBIA O0BEKT — HOCHTENb counnanbHoil mH(opMmanuu. B
9TO XK€ BpeMs B YKpanHe n3ydaian o0beM M COJCp)KaHWE ITOHATHS
«noxkymeHT» C.I'. Kynemos u I'.H. IlIBenoBa-Boaka. Oxnu npumuu k
BBIBOJlY, YTO JOKYMEHTBI — 3TO MaTepHalIbHbIE OOBEKTHI, KOTOPBIC
CHELHUaIbHO CO3JAIOTCS C LENBI0 XpaHEHWsS W PacHpOCTPaHEHUS
(mepenaun) B MPOCTPAHCTBE M BPEMEHU OCMBICICHHON CONMAIBLHOM
nHpopManny, CO3JAHHOH YEJIOBEKOM JUIl HCIOJb30BaHMS B
OOIIIECTBEHHOH [IeSITeNbHOCTH. biaromapss yueHbIM, JOKYMEHT CTaj
paccMarpuBaThCsl  KaKk  OJMH M3  BaXHEHIIMX  HMCTOYHHKOB
nH(OpPMaLNK U CPEJICTB COLMATBHON KOMMYHHKALMH.

Mmuorune xkaurosensl (M.H. Kydaes. EJI. Hemuposckwuii u np.) He
BUJENH HAZOOHOCTH BO BBEJICHMH O0OOLIAIONIEr0 TEpMHHA
«JIOKYMEHT» U TIpeJylarajiy UCII0Ib30BaTh B TAKOM KauecTBE HOHITHE
«xHHAT@». OIHAKO C TOSBJICHHEM MHOTOOOpa3HbIX THUIIOB M BHJIOB
HOCHUTENeH (MCTOYHHMKOB) WHGpOpMANMY, (QYHKIMOHUPYIOUIMX B
JIOKyMEHTHO-KOMMYHHUKAIIMOHHOH c(epe nesiTens-
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HOCTH, TOHATHSA «KHUTa» M «WINTEpaTypa» B IEIIX H30eKaHUs
TEPMHUHOJIOTHYECKON ITyTaHHIBl YK€ HE MOTYT HCIIOJIb30BAThCA Kak
obo6maromue. Jlydmie Bcero 3aech MOAXOAUT TEPMHUH «IOKYMEHT).
Jluckyccun 1O TMOBOXY COOTHOIICHMS TOHATHH «KHHTa» U
«JIOKyMEHT» He MPEKPAIAlOTCs U 110 ceil IeHb.

Takum oOpa3oMm, 3a [UINTENBHBIA HCTOPHYECKUA TEPHOL
3HAa4YE€HHE IOHATUS «IOKYMEHT» IIOCTOSIHHO MeHsock. M 1o
HACTOAIIETO BPEMEHU NPHUMEHSIOTCS ONPEAEIEHHs, TO MPUAAIOIINE
€My caMbli IMIMPOKHH CMBICI, TO CY’KaloOIIHe €ro IOHMMAaHUE 0
OJHOTO KaKOro-HHOyZb BHAA JOOKyMeHTa. Omepupys HOHATHEM
«JIOKYMEHT», HEOOXOJWMO BCSKHH pa3 yTOUHSTH, KaKoe HMEHHO
3HAa4YE€HHE B HETrO BKJIAJBIBACTCS, IS PELICHUS] TEOPETHUECKUX WU
MPaKTHYECKUX 3a7ad.

KOHmPOJleble 60npocol

1. akoe 8 00K umeen onp: *0okymenmy»?

2. Kaxue éonpocwl éxkaouaem cooepocanue nonsimusi <dokymenmy»?

3. B kaxux Hay4HbIX OUCYUNIUHAX U CHepax npaKmu4eckoll O MU UCRONb3YEMCS. NOHAMUE
«OoKyMenm»?

4 . B uem cymb paznuunbix no3uyuii no no6oody coO0epicaniis 3mozo 6azo6020 NOHAMuU?

5. B uem cocmoum cneyugp 00K 8 0enonpouseo0cmee, apXueHOM, GUOIUOMEUHOM

dene, HAYYHO-UHG 11 O mu?

. Kakosbi ocnosnble amy < 00K ?

. Kakoebi octosnvle smanwl pazeumus nonsimus {doxymenmy»?

0 N o

. B uem cocmoum exnao I1. Omie 6 cmanosienue OOKyMenma Kax 6azo6020 nOHAMuUsL
QoKymenmoscoenus?

9. Kaxosvr nepcnexmuent 0 0% KOl paspao U U NPAKmMU4ecKo20 UCNONb306AHUS

nousmust *0oxymenm»?
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I'nasa I [TonsTHE O HOKyMEHTE
Ilpaxkmuueckue 3a0anus

1. Ocywjecmeums — ananus CcopeMennblx Mmoakosanuti nowsamus. «ookymenm®. Ilpu nodzomoske K

HUL UVYUMb CYUecmeyiouue onpeoeneHus NOHAMUA «OOKYMEHM», NPUBEOEHHbLE 8

20¢y0apcmeeHHbIX Cmanoapmax Ykpaunvl, JHYUKI0NeOUsx, CpagoYHUKAxX, C108APAX, HAVYHBIX U3OAHUSAX.

2. Tocmp cxemy uau YV PA3IUYHbIX MOJIKOBAHUL NOHAMUA «OOKYMEHmM» 6 nopsoke om Hoiee

wupokozo k boanee yskomy e2o sHavenuro. Cxema modxcem 6vims nocmpoena ¢ nomouyvio IBM.

2 JlokyMeHTOBe/leHne



171 \HJ
JOKYMEHT KAK CUCTEMA

2.1. XapakTepucTHKa I0KYMEHTa
KAaK CHCTEeMHOI0 00beKTa

JIOKyMEHT — CIOXHBIM OOBEKT, MPEACTaBISIONINI Cco0oi
eIMHCTBO MHGOpPMAlMM M MaTepHaJIbHOrO  (BELIECTBEHHOIO)
HOCHUTENSA. BBISICHUTH €ro CymHOCTh — 3TO 3ajada, KoTopas

pelaeTcsi ¢ MOMOLIBI0 CHCTEMHOTO MOAX0Ja — METOA0JIOTHISCKOro
HANpaBICHUs B HayKe, CTaBsIIEro CBOSH 3amadell pa3paboTKy
CPEJCTB, METONOB HCCJIEAOBAHUS CIOXKHOOPTaHU30BAHHBIX 0OBEKTOB

— cucteM (rpeu. Sistema — 1enoe, COCTaBJICHHOEC W3 4acTeif,
COCITUHCHHUC).
JlokymMeHT mpexacTaBiusieT Cco00OH cUCTEeMy — MHOXECTBO

3aKOHOMEPHO CBSI3aHHBIX JPYT C JPYrOM 3JIEMEHTOB U YacTed Kak
OTIPE/ICTICHHOE IEJOCTHOE O0pa3oBaHUE, CIUHCTBO. OIIEMEHT —
mpenenpHas — eAWHUIA  JeneHus — JokymeHTa.  COBOKYIHOCTB
OTHOPOJHBIX ~ AJIEMCHTOB, BBIMONHSIOIINX HEOOXOMUMYIO  JUIA
CYIIECTBOBAHMS CHCTEMBI (DYHKITHIO, Ha3bIBACTCS MOJICUCTEMON. benn
B CHCTEME HMEETCS HECKOJbLKO IOJCUCTEM, TO BCSI CHCTEMA
CTAaHOBHUTCSL CI0KHOIA.

TlonsaTre cuUCTEMBI OTHOCHUTENIHLHO, KaK M IIOHATHE DJIEMEHTA.
Ecniu cucremoil cuuTaTh JAOKYMEHT Kak TaKOBOM, TO €ro
CYITHOCTHBIMH  TOJCHUCTEMaMH  OynyT  HWHpOpMamuoHHAas |
MaTepHualibHas (BemleCTBEHHAsI, CyOCTaHIIMOHATIbHASI) COCTABIIAIONINE,

a TaKxKe
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KOHCTPYKTHBHBIEC JJIEMEHTBI JJOKyMEHTa (TUTYJbHBIN JIUCT, O00JI0XKKA,
neperier, ¢op3ai ¥ T. I1.), OObEAWHEHHBIE B CJIOXHOE LEJIOE.
[ToncucremMolt JOKyMEHTa MOKET BBICTYIATh U TEKCT, COCTOSIIINI U3
rnas, maparpadoB, a03aneB. B KkauecTBe 3JIEMEHTOB JIOKYMEHTA



BBICTYIAIOT 3arjiaBue, MpearcioBUe, KOJIOHTUTYII, Ieperuiet, Gopaary
u T. 1. JIOKyMEHT Kak LIeJ0e — 3TO €AMHCTBO COCTABJISIOUIMX €ro
9JIEMEHTOB M MOJICUCTEM, CyNepcHcTeMa MO OTHOIIeHHI0 K HuM. C
TOYKH 3PEHHsI COBOKYITHOCTH JIOKYMEHTOB, COOpaHHBIX B (oHIaX
OpraHoB MH(pOpMaIHY, OMOINOTEK, apXUBOB, KHW)KHBIX MarasMHOB U
Jp. (B 3aBUCHMOCTH OT MAacIITabOB CHUCTEMBbI) JOKYMEHT CTaHOBHUTCS
MOJICUCTEMOM HJIH aXKe JIEMEHTOM.

W3yueHne JOKYMEHTa KaK CHUCTEMbI COCTOHT B BBISBICHHH €rO
JJIEMEHTOB, MOJCUCTEM U CBSI3el MEXKIY HUMH, T. €. B U3yYCHUH €TO
CTPYKTYpbl.  YCTaHaBJIMBAIOTCS  NPH3HAKA HW  HapaMeTphl,
XapakTepusymwIiie JIOKyMEHT Kak cucteMmy. Ompenensitorcs
(YHKIUH, BBINOTHIEMBIE JIIEMEHTAMH, IMOJCHCTEMaMH BHYTPH U
BOBHE JTOM CHCTEMBI, €€ CBOMCTBa, T. €. KaueCTBEHHbBIC OTJIMYMS,
00yCIIOBIUBAOLIHE OTHOCHUTEJBHYIO CaMOCTOSATENHOCTB,
YCTOWYHMBOCTh W CTaOMJIBHOCTh JAHHOW CHCTEMBI, IPHUTOJHOCTH
JIOKyMEHTa JIJIsI NCTIONIb30BaHMS B COLIMAILHON KOMMYHHUKAIIHH.

[pn CHCTEMHOM TIOJX0/Ie n3y4aeMBbIi JOKYMEHT
paccMaTpuBaeTcsl Kak 4acTh 0oljiee KPYHHOW CHUCTEMBI COLMAIBHBIX
KoMMyHuKanui. [loaToMy mpekie BCero Ba)KHO BBIICHHTB, YaCThIO
Kakoi Oojee oOmieHl cucTeMbl (IIENIOro) SBISCTCS B JTaHHOM clydae
JIOKyMEHT. VIMEHHO STHM ONIpENeNSIOTCS €ro  BO3MOXKHOCTH,
3a7al0TCSl  [IeM  CYHIeCTBOBaHUS, (YHKIMH, BBIOJHSACMbBIC B
oO1miecTse, 3aKOHOMEPHOCTH (DyHKITHOHHPOBAHUSI.

JIOKyMEHT Tpe/ICTaBIsieT cO00H OTHOCUTEILHO CaMOCTOSITENIbHY IO
cucremy Onarozapsi HaJM4YMIO COOCTBEHHBIX NMPHU3HAKOB U CBOICTB,
OOYyCJIOBIIMBAIONIMX €ro pa3jiviue M CXOJCTBO C JAPYTHMH
MarepualbHbIMU  OObekTamMu. [Ipu3HaK  OTpakaeT  BHEIIHIOKO
NPUMETY, 110 KOTOPOW (Halie — COBOKYITHOCTH KOTOPBIX) MOXHO
OTHECTH Ha0IolaeMbli 00BEKT K JOKyMEHTy. B oTinnume ot Hero
CBOWCTBO OTpaXaeT Ka4yeCTBEHHOE, T. €. BHYTPEHHE MpHUCYIlee
JIOKyMEHTY oTinune. JIOKyMEHT XapaKTeph3yeTcs HaJMYHEeM BCeX
CBOICTB OIHOBPEMEHHO (pa3IMYHa JWIIb CTETIEHb UX HPOSBICHUS), a
Ha0Op NPU3HAKOB JOKyMEHTAa B KaXAOM CIydae MOXET OBITh
WHIUBHYATbHBIM.
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2.2. CBoiicTBa J10KYMeHTAa

Kak u Besikmii 00BEKT, TOKYMEHT 001a1ae€T MHOKECTBOM CBOWCTB
(oTnmuauTenbHBIX  KadecTB). Hambosiee cymiecTBeHHblE M3 HHX
CIIeAYIOIIHE:

1. AtpuOyTHBHOCTH JOKYMEHTa, T. €. HaIN4WE HEOTHEMIIEMBIX
cllaraeMbIx, 0€3 KOTOPBIX OH CYILIECTBOBATH HE MOJKET.

JIOKyMeHT Kak IIeJIOCTHAasl CHCTEMa COCTOMT M3 JBYX OCHOBHBIX
claraeMblXx — HWH(QOPMAIMOHHOW W MarepuaidbHOH. OTCyTCTBHE
OJTHOM M3 COCTaBJISIOUIMX IIPEBPAIlaeT IOKYMEHT B HEJIOKYMEHT (B
YCTHYIO pedb, BEIIb).

JlokyMeHT uMeeT NBYEIHMHYI0 MNpUPOIY, T. €. JBE CTOPOHBI:
coJiepkaHue (JyXOBHas CYIIHOCTB: MbICIAH, uAeu) U GopMmy
(MaTepHabHYyI0, BEUIECTBEHHYIO, CIIYXXAlllyl0 AJsl 3aKperuleHHs |
nepenaun  uHpopmaimu). Te3uc o JBOWCTBEHHOH mpupoje
JIOKyMEHTa SIBIISIETCSI AKCHOMOI JIOKyMEHTOBE/ICHUSI.
ConepxarebHO-UHPOPMAIIMOHHAS CYIIHOCTh JIOKYMEHTA SIBIISICTCS
IJIaBHBIM ~ TIPU3HAaKOM  JOKyMeHTa. Ero  ¢opma  0oObI4HO
paccmarpuBaeTcsi C TOYKM 3peHUs  Marepuana  (HOCHTEINs
3auKkcUpOBaHHON WH(pOpPMANUU) ¥ OCOOCHHOCTEW MaTepUATBHOM
KOHCTpYKIWH. PaznnyaioT BHEWIHIOW (mojurpaduyeckoe WIK WHOE
odopmiieHHe) W BHYTPEHHIOW (OpPMYy JOKyMEHTa (BHYTPEHHSI
opraHuzanysi Marepuana). IMEHHO 1Mo MaTepualbHOH KOHCTPYKIWHU
OTJIMYAIOT KHUTY OT Ta3eThl, KapThl, IPAMIUIACTUHKH, JUCKETHI U T. II.
Wnorna x ¢opManbHBIM TIpU3HAKaM JIOKYMEHTa OTHOCAT (opMy
3anmcn  uHGopMmanuu. Torma pasznuyaoT (GOpMy MaTepHaIbHO-
KOHCTPYKTHUBHYIO M CEMHOTHYECKYIO (3HAKOBYIO).

Mesxny napopmanueii (cooOmeHreM, TEKCTOM) ¥ MaTepHATEHBIM
HOCHUTEJIEM HAacTOJBKO TECHAasl CBS3b, YTO TPHHATO HCIIOJIB30BATh
0COOBIi TEpMUH «IOKyMEHTHAasI HHpopMarms ™.

2. OyHKIHMOHAIBHOCTH JOKYMEHTA, T. €. €r0 NMPEAHA3HAuYCHHOCTD
JUIs Tiepenadyn MH(OpManuy B IPOCTPAHCTBE W BpeMeHH. JOKyMEHT
— TNonMM(YHKIMOHAIBHBIH OOBEKT, T. €. OH BBIIOJIHSAET MHOXECTBO
OOIIECHCTEMHBIX ¥ crieruduyecknx (YHKOUH, OOYCIOBICHHBIX
pa3sHOOOpa3HBIMH  TOTPEOHOCTSIMH  O0mEecTBa B WHPOPMALUH,
3HaHMAX. JIMEHHO CIOCOOHOCTH JOKYMEHTa BBINOJHATH CBOU
CYILIHOCTHbIE ()YHKIMHX TO3BOJIAET PACCMATPUBATH €T0 KaK MCTOYHHK
MH(OPMALNH, CPEACTBO COLHAIBHON JOKYMEHTHOH KOMMYHHUKALIIH.



37
I'maBa 2 JIOKyMEHT KaK CHCTEMa

3. CTIpyKTYpHOCTh JIOKYMEHTa, T. €. TECHas B3aHMOCBS3b €ro
JJIEMEHTOB U IOJCHCTEM, OOecrevMBaromas ero IeJOCTHOCTh |
TOK/IECTBEHHOCTh CAaMOMY cele, T. €. COXpaHEHHE OCHOBHBIX CBOMCTB
IIpU pa3JIMIHbIX BHCHIHUX U BHYTPCHHUX U3MCHCHUAX.

Beskuit  moxyMeHT o00iafaeT  ONpeNeNieHHONM  CTPYKTYpOH,
MOoCJI€A0BAaTC/IbHBIM W B3aMMOCBA3AHHBIM  PACHOJIOKCHHUEM €TI0
DJIEMEHTOB W IOJCHCTEM: Kak TEeKCTOBOH, WH(pOpMalMOHHOI
COCTaBIIIONICH (IpeaucioBHe, BCTYNMTENbHAs 4YacTh, OCHOBHOM
TEeKCT, BCIIOMOTaTeNbHBbIE yKa3aTeNd, NPUIOKEHHUs), Tak H
MaTepHalbHON cocTaBistomel (00J0XkKa, MeperuieT, TUTYIbHBIA
JIUCT, KHIDKHBIN OJIOK, KOPEIIOK, (op3all U T. I.).

THIIOBYIO CTPYKTYpY, T. €. OJMHAKOBBIH HAOOp 3JIEMEHTOB LIS
ONpENEICHHOTO0 BHJA JOKYMEHTOB, HMEIOT NPAaKTUYEeCKH BCe
(QYHKIIMOHUPYIONHE B CHCTEME COIHAIBHBIX  KOMMYHHUKAIIHHA
JIOKyMEHTBI. TumnoBas CTpPyKTypa AOKYMEHTOB DAa3JIM4YHBIX BHUJIOB
OIpEACIACTCA CIiCuaJIbHbIMHU CTaHJapTaMu, TIOJIOXKCHUSAMU,
HHCTPYKIMSAMH H T. 1. VIMEHHO CTpyKTypa OOECIeUHBacT
SQ)Q)GKTHBHOCTB HCIIOJIB30BaHUA W JOJII'OBPEMCHHOCTL XpaHCHUA
JIOKYMEHTA.

Habop mnepeducineHHbIX CBOMCTB JIOKYMEHTa — 3TO ocolas
L[EJIOCTHASl ~ CHUCTEMa, BBINMOJIHAIONIAS  BO3JIOKEHHBIE Ha  Hee
obmiectBoM ¢GyHKIUU. CBS3b MEXKIY HHUMH SIBISCTCA HACTOJIBKO
TeCHOﬁ, YTO OTACIUTH UX APYT OT Apyra MOXKXHO JIMIIb YCJIOBHO.

OmnpeneneHue MPU3HAKOB U CBOWCTB JOKYMEHTA TOJIBKO HA4aToO B
JOKYMCHTOBCJACHUN U Tpe6yeT }IaHBHef/’ILHeFO YTOUHCHUA KaK HuX
HOMCHKIJIATYPbI, TaK U COACPKATCIIBHOTO HAIIOJTHCHUA.

2.3. Tlpu3Haku 10KyMeHTa

K OTJINYUTCIBbHBIM HpI/I3HaKaM I[OKyMeHTa OTHOCIATCA:

1. Haimure  CMBICJIOBOTO  CEMAaHTHYECKOTO  COZEPIKaHUSL.
JIOKyMEHT — HOCHUTEJb CMBbICIA, KOTOPBI MepenaeTcsi 3HaKaMH.
COBOKYIHOCTh  IOCJIE/IOBATENIbHBIX 3HAKOB, KOTOpBIE IEPEAaloT
CMBICH, COIEp)KaHWe [OKyMeHTa (COOOIIeHHe), SBISETCS €ro
00513aTeIbHBIM IPU3HAKOM.

2. CrabwibHast  BelmecTBeHHass  (opma, oOecreYnBaromas
JIOJITOBPEMEHHY O COXPaHHOCTh JIOKYMEHTA, BO3MOYKHOCTh
MHOTOKPATHOTO (I0JITOBPEMEHHOI0) MCIIOJIb30BAHMS M TIEPEMEIICHHUS
nHGOPMALIUU B MPOCTPAHCTBE U BPEMCHH.
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3. IlpenHa3HAYEHHOCTh Uil HCIIOJIB30BAaHHS B  COLMAIBHOMI
KOMMYHHUKAIMH. JIOKyMEHTHBIH CTaTyC MMEIOT JIMIIb T€ WCTOYHHKH,
KOTOpBIE W3HAYaIbHO MpEIHA3HAYCHBI IS XpaHCHHWS W IIepeladd
HHPOpPMAIM B TIPOCTPAHCTBE W BpPEeMEHH. JOKYMEHTHI — 3TO
CIETIHATbHO CO3JTAaHHBIC YEIOBEKOM UII KOMMYHUKAITMOHHBIX IIEJICH
HOCHTEIN HH()OpMAITIH.

4. 3aBepHIeHHOCTh COOOMICHUSA. DTOT TPU3HAK OOYCIIOBIICH

00J1aCTBIO HCIIOJIb30BaHUA JAOKYMCHTA. (DparMeHTapHoe
HE3aBCPUICHHOC COO6H_I€HI/IC HE MOXET OBITh IIOJTHOIICHHBIM
JAOKYMCHTOM. Tpe6OBaHI/IC 3aBCPHICHHOCTH SABIACTCA

OTHOCHTEJIBHBIM, IIOCKONBKY HMeeTcs psl  He3aBepLICHHBIX
cooOUmIeHNH, HMEIIUX  0coboe  3HAa4YeHHe Uil HayYHBIX
HCCIIeIOBaHMH (HAOPOCKH, YSPHOBUKH, ICKU3HI).

2.4. MOYHKIMHU JOKYMEHTAa

Kax u Bcskas cucrema, JOKYMEHT CO34aeTCsi OOLIECTBOM JIMIIb
MIOCTONIBKY, TOCKOJBKY OH BBITIOJIHSET T€ WM MHBIE HEOOXOAMMBIE
o01mecTBy (hyHKIIUH.

OyHKIMSA JOKYMEHTa — DO3TO €ro OOIIeCTBEHHAs pOJIb,
colMaJIbHOE Ha3HA4YCHUE, Lelb, 3a/1a4a. JJOKyMeHT — noiaudyHKIHo-
HalIbHBIM ~ OOBEKT,  BBINOJHSAIOMMN  psT  B3aMMOCBSI3aHHBIX
COLMAbHBIX (pyHKIMI.

Bech criekTp conmanpHbIX QyHKINI JOKYMEHTa MOXHO YCIOBHO
MOJICTINTh HA TPH TPyNIbL: 1) riaBHyto; 2) obmue; 3) crennaibHbIe.

I'maBHast, Hanbonee oboOmaromas QyHKIUS TOKYMEHTa — 3TO
XpaHEeHHUe U Tepenava (pacnpocTpaHeHue) HH(POPMAIMA BO BPEMEHU
n/um  mpocTpaHcTBe. JIOKYMEHT co3fgaercst Juis  oOecredeHus
notpedHocTel 00IIecTBa ¢ MOMOIIBIO Pa3MHOXEHHOH JOKYMEHTHOM
nHopManum.

Ob6mue ¢yHKIMM — WHPOPMAMOHHAS, KOMMYHHKAaTHBHAS,
KyMYJISITHBHAsI — XapaKTePHbI JUIs BCEX TOKYMEHTOB, HE3aBUCUMO OT
UX THIIA U BUJA.

WNudopmannonHas QyHKIHS — 3TO CIIOCOOHOCTH JIOKYMEHTa
YIOBIIETBOPATH IMOTPEOHOCTH oOmiecTBa B HMHMOpPMALMH, T. €.
CITy’)KUTh UCTOYHUKOM HMH(pOpMaImy, 3HaHHH. OCHOBHBIM KpUTEPHEM
MH(OPMATUBHOCTH JIOKYMEHTa SIBJIIETCS ero nH(opmanu-
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OHHasl €MKOCTb, T. €. KOJMYEeCTBO M KauecTBO HH(pOpMAaIHH,
3auKcupoBaHHOW B JoKyMmeHTe. CyIllecTByeT IpaBuio: OoJiblle
nH}opManuy B BO3MOXKHO MEHBIIEM 00beMEe JIOKyMEHTa (OT4eT O
HUP — cratps — MoHOrpadusi — y4eOHMK — DHIUKIIOMEANS:
JIOKyMEHTbI PAacIoI0KeHbI o CTEINCHU YBEIMUYECHUS
HHPOPMAIMOHHOW e€MKOCTH). OJTa (DYHKIHS OIpEeAesIeTCS TaKUMH
MOKa3aTelsIMU, KaK MOJIE€3HOCTh, TOJTHOTA, JOCTOBEPHOCTD, [IEHHOCTH,
HOBH3HA MH(POPMALIUH U JP.

KomMyHnkaTHBHaH (YHKIMH — 3TO CIIOCOOHOCTH IOKYMEHTA
OBITH nHQOPMATUBHBIM  CPEICTBOM nepenayy, oOMeHa,
KOMMYHUKaIINH, oOrmmeHwus, MIPEEeMCTBEHHOCTH. JlokymeHT

obecriedrBaeT OKYMEHTHYIO KOMMYHHKAIIUIO, KOTOpas 0e3 Hero
OBLTa OB HEBO3MOJKHA.

KyMmynstuBHas (QYHKOUS — 3TO CIHOCOOHOCTh JOKYMEHTa
HaKaIlliBaTh, KOHLECHTPHPOBATh, COOMpPAaTh U  YIOPSIOYUBATH
UHGOPMAIIUIO C LENTbI0 €€ COXPAHEHHMS AJIS HBIHEIIHETO U TPSIyLIero
MOKOJICHUI.

Coeransiple (GYHKIUHM TPHUCYIIH HE BCEM, a ONPEACICHHBIM
BUIAM W THIAM JOKYMCHTOB, TJI¢ OHH MPOSBISIOTCS B OOJbIICH
CTEIEeHH B COOTBETCTBUH C COIMATBHBIME MOTPEOHOCTIMHU 0OIIECTBA.
K HUM OTHOCSTCS: yIpaBlicHIECKas, MO3HaBaTENbHAS
(oOpasoBatenbHast), TpaBoBas, OOLICKYIbTypHas, MeMOpHabHasl,
reJJoH4YecKas u ap. GyHKIHH.

VYrpaBiieHueckass WM PEryJsaTHBHAs (PYHKIUS — BBIMOJHSACTCS
JOKYMCHTaAMH, KOTOPBIC CO3JaHbI JJIid ueneﬁ yhopaBJ€HUA U B
mporiecce  ero  peanm3aiud  (3aKOHBI,  MOJIOXKEHHsS,  YCTaBHl,
IOCTAHOBJICHUA, PACHOPAXKECHUA, PCIICHUA, ITPUKA3bI, MNPOTOKOJIbI,
OUPKYJISPBI, TMpPEANHCAaHUS, T. €. OQUIHMAIBHBIE ¥  JEJIOBBIC
JTOKYMEHTEHI).

[lo3HaBaTenbHas WM KOTHUTHBHAs (QYHKIUS — CIIOCOOHOCTB
JOKYMEHTA CIIY>)KHTh CPEICTBOM ITOJYYCHHUS U Nepeadn 3HAHUH IS
U3yYeHHsl MPOLECCOB M SBICHUH NPHpOXsl M OOmmecTBa. ITO
Ha3HaUYeHHE JIOKYMEHTa COCTOMT B oOecmedeHHH O0Omero u
npodeccHoHanbHOrO  mporecca oOydeHust (yueOHHMK, y4yeOHOe
nocoOue, NPaKTUKYM, XPECTOMATHSI, METOANYCCKUE PEKOMEHIAINH 1
T. 0. — T. €. y4cOHbIe TOKYMEHTHI), 8 TAK)Ke HAYYHOU JEATEITbHOCTH
(nay4Hast MoHOTpadus, AUCccepTaLms, aBTopede-
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pat auccepranuu, nareHt, oruer o HUP u OKP, T. e. HayuyHble
JIOKYMEHTBHI).

IIpaBoBast (pyHKIMSI — 3TO CIOCOOHOCTH MOKYMEHTA CIIY)KHTh
CPEACTBOM JIOKa3aTeJbCTBA, IOATBEPXKICHUS Kakux-JMOO (HakToB
(cBenmenwmii). IlpaBoBoii (yHKIMEH B MEPBYIO ouepedb OO0JIAaro0T
odpunranbHele W3MaHUSA (KOHCTHTYIHSA, 3aKOHBI, YKa3bl), a TaKXke

UCTOPHUYECKHE HCTOYHUKH, CITy KaIlue CpPEeInCTBOM
CBHICTEIHCTBOBAHHS.
OOmekynpTypHass (GYHKIHA — CIOCOOHOCTH  JOKyMEHTa

CONEICTBOBATh  Pa3BUTHIO  KYJBTYpBl  OOLIECTBa,  BEHICTYNATh
CPeICTBOM 3aKkpeIIeHHs U Iepefayd KyJIbTYpHOH Tpaauiuu,
YCBOGHHSI CHCTEMBI IIEHHOCTEH, ICTETHYSCKUX HOPM, PHTYaJIOB,
NPUHATBIX B 0OmIecTBe (JIUTEPaTypHO-XYAOKECTBEHHOE, HAyYHOE
n3ganue, KuHopuiabM, BHAcOQWIBM, (oTOrpadusi, OTKpPHITKA,
TpaBopa u Jp.).

MemopuanbHast (HaMATHHKOBas) (yHKIMS — CIIOCOOHOCTB
JIOKYMEHTa CIIY)KUTb «BHEIIHEH MaMsThIO» UYeJIOBEKa M OOIIecTBa B
LEJIOM, COXpaHATh HMH(GOPMAIMIO M TepeJaBaTh €€ OT OJHOTO
MOKOJICHHSI K JpyroMy. OTa (YHKIHMS CBOWCTBEHHA JIOKYMEHTaM-
naMsaTHUKaM  (apTedakTaMm), O0OJaJarOIMM OCO0OH COIHAIBHO-
KyJIBTYPHOH M HCTOPHYECKOW ILIEHHOCTbIO (PYKONHMCHAsh KHUTa,
pelkue, 0COOCHHO LIEHHBIE M YHHKaJbHBIC 10 COAEpXKaHUIo, (opme
WJIM YCJIOBUSIM OBITOBaHMS BO BHEIIHEH cpejie IOKYMEHTBHI).

I'eponnveckasi GYHKIUH — CIIOCOOHOCTH JIOKYMEHTa CIYXKHTh
CPEACTBOM OTHAbIXa, pa3BJICUCHHs, PALHOHAIBHOIO HCIIOJIb30BAHUS
CBOOOIHOTO BpeMeHH (TIPOM3BEIEHHsT Xy J0)KECTBEHHOM JIMTEpaTypHl,
M3JaHUsI TO0 KCKYCCTBY, OTKPBITKH, KHHO(DWIBMBI, IHA(QUIBMBbI,
BUICO(UIBMBI,  KOMIAKT-JUCKH, TPaMIUIACTHHKH, MarHUTHBIE
(oHOrpamMMBI U T. 10.).

K creunanbHeIM (QYHKIMSM JOKYMEHTa MOXKHO TAKKe OTHECTH
CTaTHCTUYECKYI0, HCTOYHHKOBYIO, MOATBEP)KACHUS aBTOPCKOTO
aBropurera U Ip. Komm4yecTBo crelHalbHBIX (QYHKIUE TOKYMEHTa,
KaK 1 TOTpeOHOCTEN 00IIecTBa, HEMCUHCIIIMO.

JokyMeHT Bceria coderaerT B ceb¢ OIHOBPEMEHHO HECKOIBKO
(DYHKIHHA, KOTOpPBIE TECHO IeperUieTeHbl Mexay coboil. OmgHako
oM yHKIMOHAJIBHOCTh IOKYMEHTA HE MCKIIFOUaeT JOMUHHPY-
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foIei poiu ogHOHM ero ¢yHKIHMU (Hampumep: y4eOHHK — ydeOHas,
yKa3 — IpaBoBas, auia — peKIIaMHas).

3nanne (QYHKOWHA JOKYMEHTa IMO3BOJSET YSACHUTH IENeBOe (I
4ero, ¢ KaKOH IIebI0 CO3/JaH KOHKPETHBIN JOKyMEHT) M YHTAaTEILCKOEe
(1 KOTO CO3/1aH TOKYMEHT — JUISl IeTeH, B3POCIBIX, CIIEIHAINCTOB,
CTYAEHTOB U T. 1I.) Ha3HaUCHHE JOKYMEHTa, C TeM YTOOBI Hanboiee
3G (PEKTUBHO HCIIOIB30BATh €r0 MOTCHIHAIbHBIE BO3MOXHOCTH. OT
LENeBOr0 M YHUTATeIbCKOTO HA3HAUCHMS JOKYMEHTa 3aBHCHUT
xapaktep HH(popManum, coaepKamiecss B HeM, TUI U BHJ] JOKyMEHTA.

3HaHWe QYHKIMH JOKyMEHTA TI03BOJISET:

4 OIpPEAEINTh HOMIMHHYIO IEHHOCTh JOKYMEHT4, COLHAIBHYIO
3HAYUMOCTB €TO CO/ICPKAHUS;

¢ TpaBWIbHO TIOHATH pPOJIb JOKyMEHTHOW uH(popManuu (B
OTJIMYME OT YCTHOW, HEZOKYMEHTHOH) B  YIOBIECTBOPCHHUHU
Pa3HOOOpa3HbIX YUTATEIBCKUX OTPEOHOCTEH 00IIecTBa;

¢ OCYIIECTBUTh HAYYHYIO KJIACCH(QUKAIWIO W  THUIOJIOTHIO
JIOKyMEeHTa (pacrpesieliecHne JOKYMEHTOB 110 Pa3HBIM IpU3HAaKaM Ha
BHJBI ¥ THUIIBI);

¢ omnpeAennuTh Hamboliee ONTHUMAaJbHBIE ITYTH M CPEICTBA €ro
W3rOTOBJICHHS, TepepabOTKH, pPAcCIpOCTPaHEHMs, XpaHEHHS WU
ucrions3oBaHua B Onbmmorekax, opranax HTU, apxuBax, KHMKHBIX
MarasuHax H T. I.;

4 pa3zpaboTaTh TEOPETHYECKHE OCHOBBI JOKYMEHTOBEICHUS,
c(hOopMHUpPOBATH €r0 MOHATHHHBIN anmapar u T. 1.

KOHmpOJleble 60RPOCHbL

1. Ymo coboii npedcmasnsiem OOKYMeHm KAK CUCHMEMHBIL
obvexm?

Kaxkoewi ocnosnule npuznaxku ooxymenma?

Kaxoswi ocrosubie ceoticmea dokymenma?

B uem cymo enasnou coyuanvrou ghynkyuu 0okymenma?
Kaxoeswvl obwue pynkyuu ooxymenma?

oo OB W N

B uem cywgnocmo cneyuanvhvix ghynkyuii 0okymenma?
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Illpakmuyeckoe 3adaHue

.  Tloobepume 6 nabopamopuu Kagedpvr 6—8 Hazeanuil
ooxymenmos. Oxapaxmepusyiime npusHaxu, ceolicmea, oodwue u
cneyuanbhvle HYHKYUU OOKYMEHMOS.

2.5. NudopmannoHHasi cOCTABJISIONIAS J0KYMEHTA

JlokyMeHT co3naercsl Uil XpaHeHHs M Mepelladyd COIMAIbHOMN
nH(popMaK BO BPEMEHU W/WIIM MpOCTpaHCTBE. VIMEHHO NOKYMEHT
OpraHm3yer, CHCTeMaTH3upyer uH(popMmanuio, JgaeTr ee B
(ukcupoBaHHOM BHIe. B 000M JOKyMEHTe OHa TNOAaeTCs B
OMpe/CJICHHOM TIOpsiIKe, OOOOIICHUH, B3aMMOCBSI3U Pa3IMYHBIX
HaHHBIX.

B nokymenTe uH(pOpMAIUSI U € HOCUTENIb TCHETUYECKU CBS3aHBI
BOCIUHO. O}IHaKO JJIA IIOHHUMAaHUs CYIIHOCTH JOKYMEHTa
HE00X0AUMO YCIOBHO pa3fenuTh uH(pOpMaLIMOHHYIO "
MaTepUalIbHYI0 CTOPOHBI JOKYMEHTA i PACCMOTPETh UX OTACIBHO.

CnoBo «uapopmamus™* (mar. informatio — paswsacuenue,
M3JIOKEHHE) MMEEeT MHOXKECTBO 3HA4YCHHH, U3 KOTOPHIX Haubosee
o0l1ee U MUPOKOE — «OTpakeHHOe MHOrooopasue*. Takoe 3HaUeHUE
MO3BOJISIET paccMaTpuBaTh Kak MH(POPMAIIMOHHBIE MHOTHE MPOLIECCHI,
MMPOUCXOAAINE B TCXHHUYCCKHUX MEXaHU3MaAX, JKUBOM M HEXHUBOU
MpUpoJe, B OOIIECTBE.

B wuHdpopmaruke mnox wuHbOpManued NPHUHATO IOHUMATH
CBCIICHUS, COOOIICHUS, H3JIO0XKCHHBIC 3HAHUA M T. M. B Teopuwm
nHdopmanuu Bce MHOrooOpasue ee (OpM NPUHATO MAEIUTh Ha
JJIEMEHTApHYI0 — HWH(OpMalLUIo, LUPKYJIUPYIOIIYI0 B HEXHUBOMN
NpUpoJIe; OMOJOTMYECKYI0 — IHMPKYJIHMPYIOIIYIO B )KUBOW MPHUPOJIE;
COLMAJIbHYI) — OCMBICIICHHYIO YeJIOBEYECKUM COOOIIECTBOM.

OyHKIHIO 37IeMeHTapHONH MH(POPMAIMK KPATKO MOXHO CBECTH K
nepefadye  SHEPrMU  IMyTeM  CTPYKTYPHOTO  B3aUMOJEHCTBUS
MaTepualibHbIX 00beKTOB. bronornueckas uHdopmaius BKIOYAET B
cebs Kak KOIWPOBAaHHWE TEHETWYEeCKOW WHPOpMaluu, Tak |
YIpaBJICHUE CJIOKHBIMHU TCUXOJOIMYECKUMU MPOLIECCAMH Y BBICIIUX
KHBOTHBIX Ha OCHOBe nepeaaun 3Heprun. CounanbHas HHOOpMALUS
CO3/1aeTCSI U MCIIONB3YETCs OOIIECTBOM (COIIMYMOM).

Bnepsrlie Bonpoc o conmanbHON HHGOPMAITUU ObLT TOCTAB-
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neH ydeHbIMH eme B 1920—1930-e romer. Opnako Hamboiee
npuemiiemoe ee ompeneneHue aan A.B. CokomnoB B konie 1980-x
romoB. [lozxke, Hambonee TIyOOKO CYIIHOCTH  COIMAIBHOM
napopmanmu  packper  FO.H. Cromspos. CoBpeMeHHYI0
KinaccuuKanuio conuanbHOW wHGpoOpMammu paspadoramn AL
VYpcyn, A.. Muxaiinos, AWM. Yepnsii, P.C. I'mmxpesckuii, C.I.
Kynemos u np.

ConmansHass uHpOpMamusi — 3To cnocod (dopma) mepemadu
3HAHUH, SMOLMKA U BOJEBBIX BO3AeHCTBUI B 00mecTBe. OOOOIIEHHO
COLMATIbHYI0O HMH(OPMAIMI0O MOXHO ONpPENEeNUTh KaK CBEICHHS,
IpeAHa3Ha4YeHHbIEe JUId Hepefadd B oOmecTtBe. VIMeHHO Takas
nHopmanus, conepkamasics B JOKYMEHTE, SBISETCS OOBEKTOM
W3y4YeHUS] JIOKYMEHTOBEIEHMS, a Tarkke WHPOPMATHKH, KHHUTO-,
OoubnmoTeko-, OmbOIMOrpado-, apXUBOBEIACHUS, TEOPUU MAaCCOBBIX
KOMMYHUKAIllMi W JAPYTMX HayK JOKyMEHTHO-KOMMYHHKaTHBHOTO
IUKJIA.

CounanbHas nHpOpMAaIHs — SIBJICHUC CIOXHOE,
MOJIpa3/ieiieMOe Ha BHIBI 110 PA3HBIM MPHHIMIIAM JCTICHUSL.

[lepBBIM TPUHIMIIOM JENEHUS COUMAIBHON  HMH(pOpMAIMU
SBISIETCSl ee conuaybHOe HaszHadeHne. C 3TOM TOYKHM 3peHHus
nHpopManus TOApa3NeNsieTcss Ha MAacCOBYI0 U CIICHHAIBHYIO.
MaccoBast nHbOpMAIMs — COLMabHAs, NPEIHA3HAuYCHHAs Ul BCEX
wieHOB olmiecTBa. MHpopMamms 3Toro poga JOCTYIHA JIOOOMY
YEeNoBEKy, MOITOMY OHa HasblBaeTca MaccoBoil. CrenuanbHas
nH(opManus nperHa3HaYeHa JUIl OTJEIbHBIX COLMANbHBIX TPYII, B
YaCTHOCTH, CIEHUAIUCTOB. MaccoBas B CBOIO Oue€pelb IEIHUTCS Ha
MyOJIUINCTHYECKYIO, CTETHUECKYIO U 00bIneHHy0. CrienuansHas —
Ha Hay4HYIO, TEXHUYECKYIO, MJIaHOBO-?)KOHOMHYECKYIO,
KOMMEpPYECKyI0 M Jp. BUABL. OJTO OOYCIIOBIMBACT COJAEPXKaHUE U
LeeBOoe Ha3HAYeHHE pa3IMYHBIX BHUJIOB M THIIOB JIOKYMEHTOB,
pacipocTpaHeHHE UX Yepe3 KaHabl CIIEUaIbHBIX M HeCHEeIHUaIbHBIX
(MaccoBBIX) KOMMYHHKALIUH.

[Ipu 3TOM 00€ KOMMYHHKAaTHBHBIE CTPYKTYPHI MOTYT BKJIIOYATh
OJIHY U Ty K€ COOTBETCTBEHHO O(QOPMIICHHYIO MH()OPMAIHIO, YETKO
HAIpaBJIECHHYIO ONpENeIEHHOMY afapecaTy. McKitoueHne cocTaBisoT
NPOM3BEICHUsI  MCKycCTBA M XYJO)XKECTBEHHAs  JIUTEpaTypa,
aJpECOBaHHbIE MPEUMYILECTBEHHO MAaCCOBOM ay TUTOPHU.

Bropoii nmpuHIMI JieNieHnst OCHOBAH Ha CIIoco0e OTpaXKeHUs
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nHpopManMy  yenoBEeYECKMM  co3HaHMeM. Korma — yenoBek
BOCIIPUHMMAET MH(OPMALMIO PA3JIMYHOTO POJa aHAIU3aToOpaMHu, OH
packoaupyeTr  (OTpaxaeTr) ee€ TOJOBHBIM  MO3TOM, KOTOPBIH
(yHKUMOHANBHO acuMMeTpuueH. JleBoe moiyniapue roJOBHOTO
MO3ra OCYIIECTBJISIET JIOTHYECKYIO JIeSTEIbHOCTh, IIpaBoe —
o0pa3Ho- accoluaTtuBHY. B cooTBercTBUM C 3TUM HH(OpMALU
YCIIOBHO TIO/IPA3/IeNsieTCs] Ha JIOTHYECKYI0 U ACTETHYECKYIO.

Jlornueckast wuHbOpManuMs —  pe3ysNbTaT  MO3HAHUS U
JIOTHYECKOTO  OCMBICJICHUSI 3aKOHOB IPHPOABL, 00IIecTBa U
MmbiipieHus. OHa nepenaercsi B 3HAKOBOW (hopMe IyTeM OTpa)KeHUsI
0pr>1<a}ome1‘/'1 HeﬁCTBHTeHLHOCTH JICBBIM TIOJYIIAapHuEM TOJIOBHOI'O
MO3ra ¥ aKKyMyJIUPYeT BCe 3HAaHUs, HAKOIUICHHBIE YeIOBEYECTBOM 32
):[OJ'IFI/Iﬁ nepuoa OCBOCHHUA MIPUPOABI O6IJ.[CCTBa U MBIIIJICHUS.
Jloruueckas uHpOpManus ~pa3HOOOpasHA W pa3iMYaceTCs B
COOTBETCTBUM C TMPHUHAMJIC)KHOCTBIO K  Pa3sIMdHbIM O6J'[aCT$[M
4eJoBeuecKkoil nesrenbHocTH. Yamie Bcero oHa auddepeHunpyercs
o MPUHAAJIC)KHOCTU K MO3HAaBaTEILHON u MPAKTUYCCKHU-
npeoOpasyromeil nedareIbHOCTH. B Mmo3HaBaTenbHOW AESITeTbHOCTH
YCJIOBCKAa MNPHUHUMAIOT YYaCTUC TaKHUE BHIbI I/IHd)OpMaL[I/II/I, KakK
Hay4YHO-BCIIOMOTI'aTCJIbHasd, HaY4YHO-IIPOCBETUTCIILCKAs,
XY/I0’)KECTBEHHO-TIO3HABATENIbHASI. [pakTruecku-npeodpasyromas
JETEIBHOCTh IpeAnoiiaraeT (QyHKIMOHMPOBAHNWE TAaKUX BHIOB
nHpopmanuy, KaK TEXHOJIOTUYeCKas, OpraHU3alMOHHO-
MPOM3BO/ICTBEHHAsI, YIIPaBJICHYECKasI.

Janublit B uHGOpPMALUKE B COOTBETCTBUU C MPHHAICKHOCTHIO
K Pa3IMYHBIM OOJACTSAM YeJIOBEUECKON EeATEIBHOCTH ONpeAeseT
BH/IbI JOKYMCHTOB 10 eJICBOMY Ha3Ha4YCHUIO, cpeaun HHUX
BBIACTIAIOTCA HAYYHBIC, HAYYHO-MOITYJAPHBIC, TEXHOJIOTHYCCKUEC,
HOPMATUBHBIC, MPONU3BOJACTBCHHO-TIPAKTUYCCKUEC, YIPABICHYCCKUEC U
T. 1.

Ocretnyeckass ~ uHbopMmamus  —  pe3ynpTar  oOpasHo-
ACCOIMATHBHOTO, IPEUMYIIECTBEHHO XY I0’KECTBEHHO-ICTETHIECKOTO
OTpaKeHUS NEHCTBUTEIIBHOCTH. B COBOKYTIHOCTH C

(HU3HOIOTHYECKUMHE  OCOOCHHOCTSIMH ~ BOCIIPUSITHSL ~ 3CTETHUYECKas
nHpopManus pacrpocTpaHsIeTcs CASAYIOIMMH BUIaMH UCKYycCTBa: 1)
XKHUBOMUCh W TpaduKa, MPOCTPAHCTBEHHBIE (HOPMBI (apXHUTEKTYpa,
CKYJIBIITYpa) U T. A.; 2) My3bIKa, XyZ0)KECTBEHHOE CIIOBO U T. 1.; 3)
TeaTp, xopeorpadusi, KHHO U T. 1.
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IMocne  ¢dukcarum  WHPOPMAIMM  HA  COOTBETCTBYIOIIUX
MaTCpUAJIbHBIX HOCUTCIIAX IMOJYYarOT pas3jIMYHbIC BUABI JOKYMCHTOB
(Bu3yanbHble, ayAuajibHble, AayAHOBH3YyalbHbIEC), LUPKYIUPYIOLIUE
MPEeUMYIIECTBEHHO B cepe uckyccTBa. B peanbHOCTH JTOrHuecKas U
acTeTHYecKas MH(OpMAIUs TECHO B3aMMOCBsA3aHbl. Kak wmayd- HO-
MO3HABaTeNbHas JEATEIbHOCTh HEBO3MOXHA 0€3 TBOPYECKOTO
3JIEMEHTa, 00pa3HOTO MPEJCTABICHHS, TaK M MPOAYKT 3CTETUUECKOI
ACATCIIBHOCTH HE MOXKET HEC UMEThH CMbICJIA. MosxHO TOBOPHUTH JIMIIb O
OoubIIell CTENEeHW ydyacTusl B IPOLIECCEe OTPaKeHUs WH(opManuu
MPABOTO HMJIM JIEBOTO MOJIYIIAPHs TOJIOBHOTO MO3ra.

Tperuii npunimn aeneHus Oa3upyercs Ha (UIHMOIOTHUECKHX
0COOEHHOCTSAX BOCHIPHUATHA WHGpOpPMANUK YeaoBeKOM. C 3TOU IENbI0
NpUpoJia Tpenonpeenia YeJIOBeKy CIEeIYIOIIUe OpraHbl YyBCTB!
3peHue, CllyX, OOOHSHHUE, OCsi3aHWe, BKyC. Pasnmuaror ciemyromniue
BUIbI HH(pOpMannm:

4 BU3yalbHasg — BOCIPUHUMAETCS 3pEHUEM,;
ayJuaibHas — CIyXOM;
00OHSTEIbHAS — aHAIM3aTOPaMH 3aIaxa;

TaKTHJIbHAS — OCSI3aHUEM;

BKYCOBasi — aHaJIM3aTOpaMH BKyca.

JuddepeHnmarust conuraibHON nHPOPMAIIUU B COOTBETCTBUN
¢ (U3HOIIOTHYECKUMH OCOOCHHOCTSIMHU BOCIIPHSTHS TIPEIONPEACIISIET
COOTBETCTBYIOIIUI NPH3HAK BHJIOBOH KIACCH(PHUKAINUU JOKYMEHTOB.
Hckmouenue coctaBiseT oOOHSTENIbHAs W BKycOBas MH(pOpMaIus,
KOTOpasi B 4EJOBEYECKOM OOIIECTBE, MO CPaBHEHUIO C MHPOM
KUBOTHBIX, CBOC IIO3HABATCJIBbHOC 3HAYCHUC yTpaunBacT n
JOKYMCHTUPOBAHUIO HE TTOIJICKUT.

CoumnanpHass uHOOpPMALUsT pa3fiMyaeTcss Mo psIy APYIHX
MPU3HAKOB.

1. Tlo cnocoOy pacmpocTpaHeHusl couualbHas HHPOPMAIHs
JeNUTCST Ha JBa BHAa: omyOiMKoBaHHas (pacmpocTpaHsemas
MOCPEICTBOM  THUPAXHOTO  PasMHOXKEHHS ~ JOKYMEHTOB) W
HeolTyOJIMKOBaHHAsA (HEe pacCYMTaHHAs Ha IIMPOKOE PacIpoOCTpaHEHHE
Y He mpoIneias oUIMaIbHON anmpobanun).

2. [lo cremeHn mepepabOTKH  COlMaibHAass  HH()OPMAITHS
MOJpa3IeNsieTcsl Ha TMEpPBHYHYIO, COIACPKAIIYI0 HEMOCPEICTBCHHBIC
pesynsTatel HUP, 11 BTOpHuHYyTO (pe3ynpTaT nepepaboTKu NepBUIHOM
nHpOpPMALIHH).

¢
¢
¢
¢
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3. Ho cdepam nmosydeHus U UCIob30BaHus HHGOpMaLUK
B Pa3IMYHBIX OOJACTSX COIHUAIBHON [ESITETBHOCTH BBIACIACTCS
HECKOJIBKO BHIOB COIMANBHOM WH()OPMAINH, HPEICTABICHHBIX B

Tabauie 1.

Tabauya 1. Bujbl conmaibHON HHQOpMAaII

Coepa counanbHON AESITEABHOCTH Buz conManbHOM nHdopManum
Hayka Hayunas
[IpomebinuieHHOE M [IpousBoacTBeHHAs,
CEJIbCKOXO035HCTBEHHOE TEXHUYECKas
IIPOM3BOACTBO
HVcKyccTBO M Xy0/KECTBEHHOE DcreTnyeckas
TBODYECTBO
Cooprt CnopruBHas
[Nonutuka [Tonutnueckas
MaccoBoe nHpOpMHPOBAHHE U MaccoBast, momyssipHasi.
Iporarasjia nyOIMIuCTHYecKast
O6pasoBanue Tlegarornueckas
YmpasneHne YV npaBneHdyeckas
BT BriToBast

Kaxnplii W3 Ha3BaHHBIX BHJIOB HH(DOPMALUM MOXKET OBITh
00BEKTOM OTpa)keHHs B JJOKyMEHTE. DTH c(epbl MOKHO PACUIMPUTh
3a CcyeT OTpacieBoro JeieHus uHopmanuu (MEIULUHCKAS,
CeNIbCKOXO03siICTBeHHAs!, OMOJIOrn4ecKas, ICTOpHYecKas H T. 11.).

CeeneHusl, mOpenHa3HAYCHHBIC MJs Mepeaadd, HaxXOIITCs B
coobumienun. HMubopmanus — 3TO coAepKaHHE HEKOTOPOro
cooOmennss. OpHy M Ty ke HH(GOPMAaIHMI0O MOXHO IEpeaaBaTh C
MIOMOIIBIO PA3HBIX COOOIICHHH, HATPUMED, HA PA3HBIX SI3bIKAX.

[epenauy wHGOpPMALMH OTHHM YEIOBEKOM JAPYroMYy MOXKHO
paccMaTpHBaTh Kak IpoLecC Nepeaavyn cOOOICHU, 3aKOJUPOBAHHBIX
B Buie 3HakoB. CMBICI M 3Ha4YeHHE OSTHX 3HAKOB Tpelyer
COOTBETCTBYIOIIETO BOCIIPUSITHS U TOHUMAaHHUSI.

COBOKYIHOCTb 3HAKOB ISl MOTPEOUTEIISI MOXKET OCTATHCS TOJBKO
COOOLICHHEM U HEe NPEBPATHTHCA TS HEro B MH(OPMALIHIO, €CIIH OH
HE MOXeET JeKOAWPOBATH COBOKYIHOCTh 3THX 3HAKOB (HalpHMep,
TEeKCT Ha HWHOCTPAaHHOM S3bIKE, IIPOM3BEACHHE AaBaHTAPIHOMN
JKUBOIIMCH, MaTeMmaTudeckue ¢opmynsl u 1. 1.). CmocoOGHOCTB
BOCIPHHUMATh HH(POPMALHIO LIEITUKOM 3aBHCHUT OT
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HoJIy4yarels, €ro BO3MOXKHOCTEH M CIOCOOHOCTEH, HMEIOLIErocs
nH(pOpMaMOHHOTO Te3aypyca U T. .

[IpuemMHuKOM wWHpOpPMAIUKM MOXKET OBITh YEIOBEK JIMOO
TeXHHUYecKoe ycTpoicTBO (OBM,  KOHTPONBHO-M3MEPUTEIHHBINA
mpubop W T. 1), CIENOBaTeNbHO, TOHATHE WHMOPMAIHH
CcyOBeKTHBHO: 0e3 BOCIPHHAMAIONMIETO CyObekTa WHpOpMamus He
peanmu3yeTcsi, OCTaeTCs «BeIlblo B cede». OT Meuxopru3noIoTnIecKux
WUIN TEXHUYECKUX XapaKTePHCTHK IPHEMHHUKA WHPOPMAaINU 3aBHCAT
o0BpeM, TIyOMHA, KAa4ecTBO W JpPyrHe NapameTpsl HH(OpMAaIim.
WusiMu cnoBamu, wHpoOpManus UMeeT OO0bEeKTHYI0 (opMy B BUAE
cooOmeHn M CyOBEKTHYI0O — KakK IIpPOLECC €€ BOCHPUATHS H
nonnManuit. C cyOBeKTHOH TOUYKHM 3peHus wuHpopManus ecTb
pe3ynbTaT €€ BOCHPHATHS (BBIICICHWE CUTHAla M3 OKpY’Karolieh
cpensl), ee pacmo3HaBaHHMA (WICHTH(UKAINH), BepUpUKAIH
(pacmmmdpoBka 3HaYeHHUST M CMBICNIA), MEPEKOAMPOBAHUS U
CHUCTEMaTU3alun (OTHCC@HI/IG K TEM HJIM UHBIM KJ1acCaM HOHHTHﬁ).

2.5.1. [okymeHTHasi nHpoOpMaIus

B npodeccuonansHoit  JesTenbHOCTH, OOBEKTOM  KOTOPOii
SABJIAACTCA JOKYMCHT, CJICAYCT pasjindaTb IMOHATHA «IOKYMCHTHas
uHpopmanus», «uHbOpPMAIM JOKYMEHTa», «uH(popManus Ha
JOKYMCHTE», «TOKYMCHTAJIbHasA I/IHq)OpMaI_H/IH)).

Wudopmanmss  Moxer  ObITh  HEJOKYMEHTHOM —  HeE
3a(MKCUPOBAHHON HA MaTEPUAIBHOM HOCHUTEIC — U JTOKYMEHTHOM
— 3aKpervieHHOW Ha HeM. JIOKyMeHTOBeleHHE HMEeT JeJo C
JIOKYyMEHTHOW HH(pOpMAaIHeH.

Bcro uHbOpMaIuo, KOTOPYI0 MOXKHO MOJYYHTh OT JIOKYMEHTa,
JIONYCTMMO Ha3bIBaTh HMH(pOpMaIlell JOKyMEeHTa. YCIOBHO OHa
MOXeET OBbITh pa3zieneHa Ha TPH COCTAaBHBbIC YacTH: a) MH(OpMAIUs
JIOKyMEHTHasi, 0) Ha JOKYMEHTE WM B) O HOCHTeNie M Crocobe ee
3aKpEMIICHUS Ha HEM.

OcHOBy m000TO  JOKYMEHTa  COCTaBISieT  JOKyMEHTHAs
uHpopManus, T. €. HHGOpMaLKs, coaepKaascs B fokyMeHre. s
€c XpaHEHU U Iepeiaun 1 ObLT CO3/1aH JaHHbII JJOKyMEHT.

CBesieHHsI 0 HOCHTENE, CIIOCcO0e 3aKpeIICHUsS] COOOIIEHUS U T. II.
— 910 wuHpOpMAIMA O JOKYMEHTe Kak (U3UUYecKOM OOBeKTe,
¢uspueckoM Tene. MaTepuan HOCHUTENSA SIBISAETCS HCTOYHHKOM
BEIIECTBEHHONW HH(OPMAIMHU U1 KHUTOBEJIOB, PAOOTHHKOB LIEJIIIO-
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JI03HO-OyMa)KHOM IPOMBIIUICHHOCTH, HOJIUrPa(UCTOB,
NPOU3BOANTENEHl MAarHUTHBIX JICHT, (DMIBMOIUIEHKH, CIICHHAIHCTOB
OBMur. m.

Hakonen, mHpOpManmus Ha JOKyYMEHTE — 3TO aBTOTpadsl,
pa3iIMYHBIE TOMETKH aBTOPOB MJIM BBIJAIOIINXCS JIMYHOCTEH Ha
JOKYMEHTE, PE3OJIOLMH, IOMIHCH, NedYaTH, MITeMIend OHOJIMOTEK,
apXWUBOB, My3eeB, HH()OPMAIMOHHBIX IEHTPOB H T. IIL,
CBUETENBCTBYIOMHE 00 O0COOBIX OOCTOSTENBCTBAX OBITOBAHUA
JOKYMEHTa BO BPEMEHH U IpocTpaHcTBe. MHpOpManus Ha JOKyMeHTe
uMeeT 0coboe 3HAaYeHHe Ui M3YyYeHHs HUCTOPUHM €ro CO3HaHHs H
(yHKOHMpoBaHUs B obOmectBe. OHa BCTpedaeTcss HE Ha BCeX
JOKYMEHTaX.

3rauynt, nHGOPMAISI JOKYMEHTa W JTOKYMEHTHas HH(pOpMaIs
COOTHOCATCS KaK 1IeJI0€ 1 YaCTh.

Yacto TmOHATHE «IOKyMeHTHas HWHGOpManus* MOAMEHSIOT
MOHATHEM «IOKyMEHTanbHasi wHHpopMarus™*. OTH [1Ba TepMHUHA
UMEIOT pa3Hble 3HauyeHud. JloKyMeHTHas — 93TO HH(popMamws,
cozepxaiascs B JokyMeHTe. JlokyMeHTalbHas — 3T0 HHpopMaIus,
OCHOBaHHAasl Ha IOKyMeHTe (-ax), MOATBEpXKIEHHAs TOKYMEHTOM (-
amu). JlokymeHTHass WHQOpMAIHI MOXKET OBITh JOKYMEHTAIBHOU H
HEJOKyMEHTaNbHOH.  [IoHATHS,  3aKiIlOYeHHBIE B TEpMHUHAX
JOKYMEHTHass M JOKyMEHTalbHas  HMHpopMmamus —  9TO
HepeceKalomuecs MOHTHSL.

JoxymeHTHast UHGOpPMALUs SBISETCS COLHMAIBHOW: JTOKYMEHTBI
cO31aroT Jitoau 1t Jiroaeil. [lpupoanas uHbOpManus, moaBeprayTas
3aKpeIUICHHI0 Ha MaTepHaJbHOM HOCHTEIE CIIOCOOOM, CO3IaHHBIM
YeJIOBEKOM, TaKkKe MOXKET OBITh Ha3BaHA COLMAIBHOW MH(pOpMaruei
(pororpadus xUBOTHOTO, (POHO3ATIHCH €T0 TOJ0ca U T. I1.).

Jliobas cdepa denoBedeCcKOW IESATETBPHOCTH TaK WM HHade
CBs3aHA C JOKyMEHTHOW WHQopmamumeir u He obxomutcs 0Oe3 Hee.
UYutas KHHTY, OKypHajJ, Tra3eTy, MpocMarpuBas OWIbM WA
doTorpaduro, dYeIOBEeK MOIyYaeT, 3alOMHUHAET, HAKAIUTUBAeT W
ucnonp3yer wuHpopMmarmioo (3HaHWA). CHenuanucTel B 00NACTH
uHpopManuu, OubmuoTekapu, OuOmmorpadsl M T. M. B CHIIy CBOUX
PO ECCHOHANBHBIX O0S3aHHOCTEH MOJDKHEI YMETh €€ COOHpaTh,
nepepabaTpIBaTh, XPAaHUTh M NPENOCTABIATH B OOIIECTBEHHOE
TMIOJIb30BAHHE.
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KOHmpOJleble 60NpPOCHL

1. Kaxoso b i coc i 00K ?

Pop

2. B uem cymo coey X @ ?

3. Ymo makoe coyuanvhas ungopmayusn?

4. Kaxoesvl ocrosHbie 61bl coyuansbHoll ungopmayuu?
5. Kaxosw ommmumensnoie uepmpl MAccooll u cneyuanbHoll uHpopmayuu?

6. Kak coomnocsaimes «OOK] q *u «und 00K) »?

2.6. MartepuanbHas ((pusuyeckasi) cCocTaBJIsSIIOILAN
AOKYMEHTa

CaMa I/IHq)OpMaHI/IH HE BBICTYNACT JOCTATOYHBIM MPHU3HAKOM
JIOKyMeHTa. MarepuaibHas COCTaBISIOIIAs — OXHO M3 JBYX
HEOOXOAUMBIX M 00s13aTEIBHBIX ClIAaraeMbIX TOKYMEHTa, 0€3 KOTOPOro
OH CYILIECTBOBATh HE MOJKET.

MarepuanbHasi COCTaBISIIOIIAS  JIOKYMEHTa — 3TO  €ro
BellecTBeHHas  (pu3mueckas) CyHIHOCTh, (opMa JTOKyMEHTa,
obOecrieyuBaromasi €ro CIOCOOHOCTh XPaHWTh W IepeaaBaTh
nH(pOpPMAIUIO B TPOCTPAHCTBE U BPEMEHHU.

MarepuanbHyr0 ~ COCTaBJSIONIYIO  JIOKYMEHTa  OMpeAeNseT
HOCHUTENb WHPOpMAIMd — MaTepHAIbHBIA OOBEKT, CHEHUAIBHO
CO3JIaHHBIN 4YENOBEKOM, MOCPEICTBOM KOTOPOTO MOXKHO XPaHHUTh H
nepeaaBaTh HH(GOPMAIHIO.

Hpe]lHaBHaquHOCTB JOKYMEHTa MJId XpaHCHUA U H€peaaydu
uHpopManMK B MPOCTPAaHCTBE M BPEMEHH OOYCIOBIMBAET €ro
cnenuPUIecKy0 MaTepHAIbHYI0 KOHCTPYKIHMIO, MPEACTABICHHYIO B
BUJIC KHHT, ra3eT, OYKICTOB, MUKpOdHII, PUIHMOB, TUCKOB, TUCKET U
T. II. 9Ta cricnrajibHasg KOHCTPYKIUA O6CCHC'-H/IBaeT BBIITIOJIHCHUEC
JIOKYMEHTaMH WX TJIaBHOM (YHKUMH, JaBas BO3MOXKHOCTb OBITh
YHZOOHBIMH ISl TIEpEMEIICHUS B NPOCTPAHCTBE, YCTONYMBBIMU JUISA
XpaHeHHs WHGOPMAIMA BO BPEMEHH, MPHUCHOCOOICHHBIMU JUIA
(bu3monornIecKx BO3MOKHOCTEH YTEHHUS COOOIIEHUS.
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Wudopmanms, coxepkamascs B JOKYMEHTE, 00s3aTelbHO
3aKpeluleHa Ha KakOM-TO CIIeIHAJIbHOM Marepuaie (mamupyc,
neprameHnTt, Oymara, KHHO-, (OTOIUIEHKA W T. II.), HMEIOIIEM
ompesielIcHHYI0 (OpMy HOCHUTENs (JICHTa, JTUCT, KapTouka, OapadaH,
JIICK, HUTKA U T. 1.). Kpome Toro, nndopmanus Bcerna GUKCHpyeTCs
KakuM-TH00 CHOCOOOM 3alvCH, MpeayCMaTpUBAIONIMM HAJINYUE
cpeactB (Kpacka, TyIIb, YEpHWJIA, KPAacHTENH, KIeH WU T. I.) H
WHCTPYMEHTOB (py4Ka, MEeYaTHBIA CTaHOK, BUEOKaMepa, MPUHTEp U
T. 1m.). Takum o00pa3oM, TOA MAaTEPUATBLHOW COCTABIISEOIICH
JIOKyMEHTa UMEIOT B BUy: 1) MaTepHaibHYIO0 OCHOBY JIOKYMEHTa;
2) dopmy HocuTens uHbOpManuH U 3) cnocod TOKYMEHTHPOBAHHS
WJIN 3arucH HQopManum.

2.6.1. MarepuanbHas OCHOBa JOKyMEHTa

MarepuansHass ocHoBa pokymenta (MO/I) — CcOBOKyHmHOCTB
MaTepHalioB, WCIIOJIb30BAHHBIX JUIA 3alHCH COOOIIeHus (TeKcTa,
3ByKa, M300pakeHHs) M COCTaBIJIIOMIMX HOCUTENb WHpOpManuu. B
3aBUCHMOCTH OT MaTepHajbHOW OCHOBBI JOKYMEHTBHI JICISATCS Ha JBE
OoubIIMe TPYIIIBI: €CTECTBEHHBIE M UCKYCCTBEHHbIE. VICKyCcCTBEHHbIE
B CBOI0O O4YepeAb MOJPA3ACIAIOTCS Ha OyMasKHbIE JIOKYMEHTBI M
JIOKYMEHTBl Ha HEOYMa)KHOH OCHOBE — IIOJMMEPHBIC JIOKYMEHTHI
(oTMMEpHO-TUICHOYHBIE U TIOJTMMEPHO-TUIACTUHOYHBIE).

B kauectBe MOJ| cHayana WCHOIB30BAIMCH MPUPOJHBIC
MaTepHalbl, KOTOpble OBUTH T10/I PYKOW: KaMeHb, KOCTh, KOXa, IIHHA,
KepaMHKa, JPCBECHHA, JIBIKO, OepecTa, 0aMOyk, maimbma, MpoOKa.
[To3ke cTanu co3aBarh CrielUaNbHbIE MATEPHAIbL, O0Jiee IPUTOTHBIE
JUtst (puKCcaIu HHPOPMALIUY.

ITepBrie JIOKYMEHTBI Ha  HMCKYCCTBEHHO CO3JJaHHBIX
MaTepUaNIbHBIX HOCUTENSX JOUUIM IO HAC M3 JAIEKOro IMpOILIOro B
BUJC TJHMHSHBIX  TaOJMYCK, CBUTKOB Mamupyca, JPEBHUX
MepraMeHToB. JTO ObUTH UCKYCCTBEHHBIE HOCHTENU M3 €CTECTBEHHBIX
MaTepHaoB. Cunraercs, 4TO MEPBBIMU JIOKYMEHTaMH,
MpeaHa3HAYCHHBIMU TSI XPaHEHHS M Tepenayn uHopMaIyu, ObLIn
LIyMEPCKUE TIIMHSHBIE TaOMMYKu-Oupku V—IV Theic. 1O H. 3. C
Ha3BaHHEM  OOBEKTOB M  O0O3HAUYEHHEM  HMX  KOJHUYCCTRA,
BBIMOJIHSAIONIME  y4YeTHbIE ~ (YHKIMH  OPU  XPaHCHUH U
TPaHCIIOPTHUPOBAHUHU TOBAPOB.
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OTH TOKYMEHTHI OJHOBPEMEHHO (PMKCHPOBAIH IEPBbIe IMHCHMEHHBIE
3HAKH IIIyMEPOB.

Hacrosmias peBomonusi B JOKyMEHTHPOBAHUM IIPOM30LIIA B
pesynpTate wm300peTeHHs OymMard — B HaWOONBIIEH CTEIeHH
YHHBEPCAILHOTO MaTE€PUaIbHOTO HOCUTEIS.

BosIBIIMHCTBO COBPEMEHHBIX JJOKYMEHTOB, (D)YHKIIHOHUPYIOIIUX B
oOImmecTBe, BBIMIOJIHEHBI Ha OyMaXHOW OCHOBE WJIM 3aMEHHUTEIAX
Oymarn. VIx Ha3pIBaloT OyMaXKHBIMH, T. €. WMEIOIIUMH OyMa>KHBIHA
HOCHTEb.

bymara (mat. bambagia — xmomok) — MHOTOKOMITOHEHTHBIH
MaTepuall, COCTOAIIMH B OCHOBHOM M3 CIIEIHAIbHO OTOOPaHHBIX
MEIKUX PACTHTENBHBIX BOJIOKOH, TECHO TMEPEIUICTEHHBIX MEXIy
co0O#i, CBS3aHHBIX CHJIaMH CLEIUIEHWS pa3IM4yHOrO BHAA U
00pa3yIonIiX TOHKUH JIHCT.

M3obperenne Oymarw, COTJIACHO TI€PBBIM  YIIOMUHAHHSM,
oTHOcHTCS K 12 T. 10 H. 3., a yke B 76 T. Oymary IpuUMEHSIIN s
kauT. Crioco® m3roToBieHus: Oymaru Obut OTKpHIT B Kutae B 105 T.
ait JTlyrem. OH H3TOTOBWII €€ U3 IPEBECHOTO JIy0a, IIEHBKH U TPSIIBSL.
Co BpeMeHeM Oymara mponukaeT B Smonuto, Mcnanuro, Uranuio. B
X B. TPOHW3BOACTBO OyMarum OCYIIECTBISIETCSI BO BCEX CTpaHax
EBpomsl.

B VYxpaune BrepBble MPOW3BOACTBO OyMaru, NMPUTOXHOW ISt
neJaTtH, OpII0 opranu3oBaHo B Pagomemure E. [Tnerenenxkum B KoHIIE
nepBoii uwerBeptm XVIII B. mna tumorpadmm Kwuepo-Ileuepckoit
JIaBpPHI.

Ilocremenno Oymara BBITECHWIA BCE MHCYHE MaTepHaibI
(manmpyc, mepramenT). B HacTosimiee BpeMsi CyIIECTBYET HECKOJIBKO
COTCH pPa3HOBHIHOCTEHl W COPTOB OyMaru, NpenHa3HAYEHHBIX IS
pa3MYHBIX Ienel (ra3eTHas, oQopTHas, BaTMaHCKas, (oTtobymara,
KapTorpaduueckas, opceTHas W T. 1.). KHUTH medaTaroTcs Ha
tunorpad)ckoil Gymare, pyKONHCHBIE M MAaIIMHOIMCHBIE JTOKYMEHTHI
— Ha mHucyell Oymare, KapThl H aTlIachl — Ha KapTOrpapuIecKOm.
BemmyckatoT  crienmpanbHble  copra  OyMarm sl M3TOTOBIICHUS
KapTOYeK, KaTaJloTOB JUIHTENFHOTO (Mapka A) U BpeMEHHOTO (Mapka
B) xpanenus, mnsa nokymenToB OBM (mepdoxapT, mepQoieHT) u T. 1.
B kadecTBe OCHOBHBIX KOMIIOHEHTOB KOMIIO3MIIMOHHOTO COCTaBa
Oymarum UCHONB3YIOT BOJIOKHA PACTUTEIBHOTO IPOUCXOXKICHHUS,
BBIJIEIISIEMBIE U3 IPEBECHBIX, XBOWHBIX U
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JUCTBEHHBIX TOPOJ, M3 CTEOJNICH OMHOIIETHUX PACTCHUH, CeMeil- HBIX
KOpOOOYEK M JINCTEEB HEKOTOPBIX PACTCHMH, a TaKKe XJIOMOK, JIEH,
JOKYT M T. TI.

C menpio yrydileHHs KadecTBa OyMarnm B €€ COCTaB BBOIST
HAIlOJTHUTENM, KOTOpHIC IIOBBHINIAIOT €€ TPOYHOCTh U Oenu3Hy,
CHOCOOCTBYIOT 00pa30BaHMIO TJIAJKOH MOBEpXHOCTH. B KadecTse
HAIOJTHHUTENICH TPUMEHSIOT KaoJIMH, MEJ, THIC, AWOKCHJA THTaHa,
TanbK, acoect, OmaHpuKC.

B cocraB rmewarHOW, TWCYeH, UYEepPTEKHONH Oymard s
YMEHBIICHUS WX TUTPOCKONMYHOCTH BBOAAT €CTECTBEHHBIE U
HCKYCCTBEHHbBIE CMOJIBI, OEIKOBBIE BemIecTBA (PKENATHH, Ka3eHH),
Kpaxmai u 1p. [ledaTHyro Oymary mpoKJIenBaroT KaHH(OIBIO.

K OyMaXHBIM OTHOCATCSI JICNIOBBIE JOKYMEHTBI, Hay4HO-
TEeXHHUYECKas JTOKyMEHTALUs, KHUTH, >KypPHAJIbI, Ta3eThl, PYKOIHCH,
KapThl, HOTBI, H30M3/1aHHs, Tep(OICHTHI, MephOKapTHI U Ap.

Bymara cooTBeTCTByeT MHOTMM TpeOOBaHUSAM: OTHOCHTEIBHO
IpocTa B M3TOTOBJICHWH, JIOCTYIIHA, B Mepy IpOYHa, JOCTATOYHO
JIONTO XPAHWUTCS M TIO3BOJIAET JIETKO (PMKCHPOBATh WH(POPMAIHMIO.
Camoe 1eHHOE KayecTBO OymMarm — OHa ITO3BOJISIET THUPAKUPOBATH
nHdopmanuio. MaccoBoe pacmpocTpaHeHHe HMHGOpPManuud  C
TIOMOIIBI0 KHUTOTIEYaTaHHs CTAl0 BO3MOXKHBIM JIMIIb B PE3yJIbTaTe
MIPOMBIIINICHHOT'O M3TOTOBJICHUS OyMarm.

[TosiBNIeHME MCKYCCTBEHHBIX HOCHTENECH Ha IOJIMMEPHONH OCHOBE
(memtak, MOJMXPOMBHHMI, TOJYIIPOBOAHUK, OMOMacca) MOIMOIHUIIO
BH/IOBOE pa3sHOOOpasne JOKYMEHTOB, CIIOCOOHBIX HECTH 3BYKOBYIO
peub, My3BIKy, JBWXyIleecsi M 00beMHOe H300pakeHne. bwum
CO3/IaHbl TPAMIUIACTUHKH, MarHUTHBIE TUICHKH, ()OTO- U KMHOIUICHKH,
MarHUTHBIE U ONTHYECKHUE TUCKH — MaTepUalibHbIe HOCUTEIN TaKoh
nH(opMannu, KoTopas He MOXeT ObITh 3a(hMKCHpOBaHa Ha Oymare.

B kadecTBe MaTepHaNbHONH OCHOBBI ITOJIMMEPHBIX JIOKYMEHTOB
UCIIONIB3YIOTCSI  MHOTOCIIOWHBIE — TTOJIMMEPHBIE  CHCTEMBL.  OJTH
JIOKyMEHTBI HHOTJa Ha3bIBAIOT INICHOUYHBIMH MJTH TUTACTHHOYHBIMHU.

Yame Bcero MaTepHalbHOH OCHOBOW IUIEHOYHBIX MaTepHajoB
apisiercst ororpaduueckuii Marepuag — CBETOYYBCTBHTEIIBHBIMH,
NpeAHa3Ha4YeHHBI Uil TOoNydeHHs Ha HeM (Qororpaduueckoro
N300paKEHHUSI.
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doTomarepuansl MOAPA3ACISIIOTCS HA SAE€PHO-OEJbIe U LBETHBIE,
HETaTHBHBIE W MO3UTUBHBIC. UepHO-0enblii — 3T0 (oTorpadnyeckuit
MaTepuall, Ha KOTOPOM B pe3yJbTaTe SKCIIOHMPOBAHUS M XHUMHKO-
(otorpadrueckoir 00paboTKH 00paszyeTcs n300pakeHne, COCTOSAIIEe
U3 MeTajuTmdeckoro cepebpa. Ha 1mBeTHBIX (QoToMaTepuanax
obpasyercst n300pakeHme, COCTOAIIEee U3 KpacuTemneil.

doTomarepuansl IeNATCS HAa KHHOIUIEHKY, (OTOIUIEHKY H
(hoHOrpaMMHYIO KHHOIICHKY.

Kunomnenka — ¢ororpadudaecknii MaTepual Ha THOKOW OCHOBE,
MpeAHa3HAYCHHBIN A TONyYeHUS KHHOM300paKeHWs, 3aIlMCH U
BOCITPOM3BEICHUS 3BYKa.

®dorormenka — ¢ororpadhudaeckuii MaTepral na THOKOW OCHOBE,
IIpeAHa3HAYCHHBIHN IS pa3INYHBIX BUIOB CHEMKH U TI€YATAHNU.

®doHOrpaMMHasi KHHOIJIEHKA MTPEeJHAa3HAuYEHa ATl 3aIICH HEraTHBOB
(hotorpaduueckux GOHOTPaMM IIEPEMEHHON IIHPHUHEL.

K MIOJMMEPHO-TITICHOYHBIM JOKyMEHTaM OTHOCSITCS!
KHHOJIOKYMEHTHl (KWHO-, OHa-, BUACOPIIBM), (POTOJOKYMEHTHI
(nnano3uTuB, MUKPO(HUIBM, MUKpOKapTa, MUKpoduma), HornomgoKy-
MEHTHI (MarHUTHBIE (POHOTPAMMBI JUISI 3aITUCH N300paKeHSI U 3BYKA),
JTOKYMEHTHI JUII MCTI0Ib30BaHusa B DBM (mepdoneHTsr).

I'pynmy moaMMEpHO-TIIIACTHHOYHBIX JOKYMEHTOB COCTaBIIAIOT:
THOKMI MarHUTHBIN [MCK, MarHWTHas KapTa, TMOKas W >KecTKas
TpaMIUIaCTUHKA, ONTUYECKUI TUCK — KAaK JKECTKUM, TAK U MATKHUM.

CymecTBylomue  CTaHIApThl HAa  MaTEpPHANBHYIO  OCHOBY
JIOKyMEHTa TPHU3BaHbl T'apaHTHPOBATh MEXAHWYECKYI0 IPOYHOCTh
(cocobrOCTF MO/ TIPOTHBOCTOSITH pa3pylICHUIO JOKYMEHTa ITOJ

BO3ICHCTBHEM MEXaHMYECKOW HAarpy3Kd — paspelB, H3JIOM),
6moctoiikocte  (cmocobHOCTE MO/  TPOTHBOCTOATH — IEHCTBUIO
Omonorndeckoro ¢axTopa — TpUOOK, IUIECEHb), M3HOCOCTOWKOCTH

(ctocobrOCTF MO/l MPOTHBOCTOATH UCTHPAHUIO) M TOJITOBEYHOCTH
JIOKYMEHTa (ciocoOHOCTH MO/ IUITNTEIIHHO COXPaHSTh
IKCILTyaTal[HOHHbIE CBOICTBA).
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2.6.2. ®opma MaTepHaIbHOTO HOCHUTENS HHPOPMALIUU

Hocurens  mapOpMamum  —  MaTepHanbHBIA  OOBEKT,
TpeIHa3HAYSHHBINA U XpaHEeHUs U Tiepenadll HHPOPMAIIHH.

®opma HOcuTens wWHGOPMAIIMA — OTO  CIICHHANbHAS
KOHCTPYKIHS ~ MaTepPHaIbHOTO  HOCHUTENI,  00eCIeunBaIoIas
BEITIOJTHEHUE JTOKYMEHTOM €r0 OCHOBHOW (DYHKITUH, NENAIOIIas ero
YHAOOHBIM UIS XpaHCHHS W UCTONB30BaHUs. CIeupuaecKuMu OBITH
ucTopuyeckne (HOpMBI JOKYMEHTOB B BHJE TJIHHSHBIX TaOJIMYEK,
MaNUpPyCHBIX ~ CBUTKOB, MEPraMEeHTHBIX KOIEKCOB W T. IL
MHoroo0Opa3HbI M0 KOHCTPYKIHN H COBPEMEHHBIE JJOKYMEHTHL.

B 3aBucumoctn OT (OPMBI HOCHTENS pa3iIW4aroT JIHMCTOBBIE,
KOJEKCOBBIE, KapTOYHEIE, JICHTOYHBIE, JVICKOBEIE "
KOMOWHHUPOBAHHBIE JOKYMEHTHIL.

JlucToBoll  IOKyMEHT CylIeCTBYyeT B BHIE OJHOTO WIIHU
HECKOJIbKUX JINCTOB IIEYATHOTO MaTepuaya Jiroboro ¢opmara 0e3
CKperuieHus (JIMCTOBKA, ra3eTa, OyKJIeT, IIaKar).

Konmexkc — Haubonee pacnpoctpaHeHHas ¢opMa KHUTH,
MPEACTABIsICT CO00M OJI0K CaabIllOBaHHBIX JHCTOB Oymaru (KHHTa,
Oporitopa, )XypHai, atiac, albooMm).

KaprouHblii  TOKYMEHT  TpejacTaBiIsieT  Cco0Oil  KapTOuKy
yCTaHOBJIGHHOro (popMaTa Ha Marepuaje TOBBIIICHHOW IIOTHOCTH
(OTKpBITKA, KaJeHIApUK, MHKpOKapTa, mepokapra, KaTaJloKHas
KapTo4ka, MUKpo(uIIa).

JIeHTOYHBIN JTOKYMEHT U3TOTOBJICH B BUJIE€ HEIIPEPHIBHOM IOJIOCHI
Marepuana C 3amucblo WH(opManuu (MarHWTHas JIEHTa, KHHO-,
BHJCO-, TiepdoileHTa, MpUHTEpHAs JICHTa, AUAGIIEM, MHKPO(QUIBM,
(oHOrpamMMma).

JuckoBoil — JOKYMEHT B BHJE JAHCKA. OJTO HOCUTENb
HHPOpPMALINK, TPEACTABIAIONIMA CcO00H KpYIiyl IUIACTHHKY,
MOKPBITYIO ~ CIOEM  Marepuaja, CIIOCOOHOTO  3alOMHHATh |
BOCITPOM3BOINTH HH(POpMALIHIO.

®dopma MaTepHATBFHOTO HOCUTENS WH()OPMAIMH IOCTOSTHHO
coBepuIeHCTBYyeTcs. Hapsaay ¢ TpagunnoHHEIMA (hopMaMu TOKYMEHTa
(kHura, rasera, OJKypHaI H Jp.) HapacTaeT YICHbHBII Bec
MHKPOGUIEMOB, KHHO(DWIBPMOB, MAarHUTHBIX JIEHT, a TaKXke
HETPAJAULIHUOHHBIX HOCUTEICH WH(POPMAIINH, HCIIONB30BaHIE KOTOPHIX
CBS3aHO C TIPUMECHEHHEM COBPEMCHHBIX TEXHHUYECKUX CpEACTB
(nep¢oneHThl, AWCKETHI, IUCKH, KOMIIAKTHBIE ONTHYECKHE W
BHJICOJIUCKH).
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Koumpommbte 60RpPOCobl

Kaxoeso 3nauenue usuieckux xapakmepucmuk 0okymenma?
Ymo nonumaron noo PUATBHO CO il OOK; ?
Ymo makoe J PUATLHASL OCHOBA OK) ?

Ymo u3 cebs npedcmasiaion OOKyMeHmvl Ha OYMANCHBIX HOCUMENX?

Ymo makoe noaumepvie OOKyMeHmol?

oukwnE

Kaxoeswt ocrosnvie hopmol nocumens ungopmayuu?
2.7. CTpyKTypa 10KyYMeHTa
2.7.1. OOmast XxapaKTepUCTHKa CTPYKTYPBI

OyHKIMOHAIBHOCTh  JOKYMEHTa, T. €. NPUMEHUMOCTH IS
XpaHEeHUsl U Tiepeiady TOW WM HHOI HH()OPMAIINH, OTPEIETIeTCs ero
CTPYKTYpOH, KOTOpasi OObIYHO NOHHMMAeTcsl Kak IIeloe, 3ajaroliee
XapakTep BXOMSIIMX B HErO 3JEMEHTOB, UX B3aWMOPACIONOKEHHE U
CBSI3b.

OmnpeieneHHY0 CTPYKTYpY HMEIOT KakK OTIACIbHBIC 3JIEMEHTHI
JIOKYMEHTa, TaK M JOKyMeHT B menoM. OONOXKa KHHTH — 3TO
CJIOXKHOE XYA0KECTBEHHOE 1ie0e; TUHorpadckoe 0ohopMIeHUe KHUTH
— TOXE eIMHO: €ro 00pa3yloT CHelHabHO MOJOOpaHHBIA IWPUQT,
TUTYJBHBIII ~ JIMCT, CTPOKM  3arjiaBus, TapMOHHUPYIOIIHE  C
COJICp)KaHMEM, XOpOIIO HaleyaTaHHbIE MJUIIOCTPALUK;  IEJIBIM
SIBJIICTCS M TEKCT KHUTH. 3HAYMT, JOKYMEHT KaK [[eJI0¢ €CTh ¢AUHCTBO
COCTABIJIAIOLIUX €T0 IEMEHTOB U KOMIIOHEHTOB.

CTpyKTypa — OTHOCHTEIIBHO YCTOHYMBBIN COCOO OpraHH3aIiu
JNIEMEHTOB [OKYMEHTa KaK CHCTeMbl. ECIH MOHSITHE CHCTEMBI
OXBATHIBACT CaMBbIe PA3JIMYHBIC CTOPOHBI TOTO WIIM HHOTO OOBEKTA:
€ro CTPOEHHE, COCTaB, CIOCO0 CyLIecTBOBaHUS, (POPMY Pa3BUTHSA, —
TO TIOHSATHE CTPYKTYPBI BBIIEISIET MPEXKAE BCETO TAKOH MOMEHT, Kak
YCTOWYHMBOCTh, CTaOMIBHOCTh 3TOr0 O00BEKTa, Onarojapss 4eMy OH
COXpaHACT CBOC KaUCCTBO IMPU USMCHECHUHN BHCIIHUX WJIM BHYTPECHHUX
ycnoBuil. Iloka coxpaHseTcss CTPYKTypa, COXpaHSeTCs U CUCTEMa B
LIeJIOM, a pa3pyLIeHHUe WIH Ipe-
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oOpa3oBaHHE CTPYKTYpHI BEAET K CYIIECTBEHHOH NEepecTporKe WiIH
rHOeNN CHCTEMBI.

Ilo cBoeit CTpyKType HOOKYMEHT MOXET OBITh TPOCTBIM
(3meMeHTapHBIM) WJIM  COCTaBHBIM  (ciokHBIM). [lom mpocTeiM
JIOKyMEHTOM TOHHMMAeTCs OTIENBHOE 3aBEepIIEHHOE COOOIIeHNne
(mpowsBeneHne), IEMTOCTHOCTH KOTOPOTO  BBIpaXKaeTcs OOIMHMM
collepKaHWeM (CMBICTIOM) W JIOTHKON M3JI0KEHUS, 3a(UKCHPOBAHHOE
Ha OJHOM EOWHUIIE MaTepualbHOTO0 HOcHUTeNnd. VHBIMH ciloBaMmwy,
MPOCTON JOKYMEHT — 3TO OJJHO COOOIIECHHUE, IIOMEIIEHHOE Ha OTHOM
MaTepHallbHOM HocuTene (aBTopedepar AmccepTaliy, MPEHpUHT,
OTKPBITKA).

CocTaBHOW (CIOXXHBIA) HOKYMEHT COCTOMT W3 JABYX WM Oojee
coobmieHnii (TIpou3BeNeHMiA), YacTed WIM TOMOB, OOBEAMHEHHBIX
obmerr TeMol WM TpoONEeMOW, Ienpio, aBTOPOM H T. II.,
3a()UKCHPOBAaHHBIX HA HECKOJIBKMX MAaTEPUAIBHBIX HOCHTEIX.
CocTaBHOH JOKyMEHT — 3TO HECKOJIBKO COOOIIEHHH, TOMEIEHHBIX B
HECKOJIBKMX TOMaxX, BBIITyCKax U Ap. (coOpaHWe COYMHEHMH, KypHal,
MHOTOJICTHAs Ta3€Ta, CEPHsl, KOMIIIIEKT TPAMIUIACTHHOK).

CymiecTByeT [JelleHHE JAOKYMEHTOB Ha MOHOJOKYMEHTHBIC
(MOMOIOKYMEHTHI) U TIOJIHAOKYMECHTHBIE (ITOTHUIOKYMEHTHI).

MOHOIOKYMEHT COIECpXHUT OIHO IpOM3BeAcHHE (MoHOrpadwus,
y4eOHHK, OyKIeT, Kapra, OTKpbITKa). [IONMHIOKYMEHT COCTOMT W3
HECKOJIBKMX ~ NPOM3BENCHMH. Pa3HOBMAHOCT  MONMMAOKYMEHTA!
COOpPHHK — JOKYMEHT, COACp)KAIMiA psA TPOU3BEICHHIA; MHOTO-
TOMHHK — JIOKYMEHT, COCTOSIIIINH 13 ABYX WM O0Jiee HyMEPOBAaHHbIX
TOMOB (coOpaHHe COUYMHEHUIT), CepUiTHOE M3IaHNe — MEPHOINIECKOE
(>kypHau, ra3era, OrOJUIeTEHB) U IpoospKatomieecs (cepust). Bee onm,
KpoMe COOPHHKOB, COCTOST W3 HYMEPOBAaHHBIX WJIM JAaTHPOBAHHBIX
TOMOB WJIM BBIITyCKOB, BBIXOAAT B OAHOTUIHOM odopmieHun. C
IPyTOil  CTOPOHBI, OJHO cOOOIIeHHe (TIPOM3BEACHUE) MOXKET
pa3MernaTbcss Ha HECKOJBKHX OOOCOOJCHHBIX  MaTepHalbHbBIX
HOCHUTENAX (JIUCTaX, CTPAaHWIAX, TOMaX, BBIITyCKax U T. II.).

JleneHne NOKyMEHTOB Ha MPOCTHIE M CIIOXKHBIE, MOHO- M IIO-
JTUJOKyMEHTHBIE BO MHOTOM YCJIOBHO. Tak, KOJUIGKTHUBHAs
MoOHoTpadus, UMEIoIas pas/eisl, HaMMCAHHBIE PAa3HBIMH aBTOPAMH,
n00 TPaMIUIACTHMHKA, BKIIOYAIONIAs IPOW3BEACHHUS HECKOJIBKUX
KOMIIO3UTOPOB, NAHIKeCT, COoAep X amuii NoAOOpKH HM3BICYCHUH H3
Pa3INYHBIX TEKCTOB, U T. II. MOTYT OBITh OTHOBPEMEHHO OTHE-
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CeHbl K pa3psay CJIOXKHBIX U TOJUJAOKYMEHTOB. PHCYHKH-
WLTIOCTPAIMK, CXEMbI, KOMMEHTAPUH, CChUIKH, OyAydd COOpaHbl B
MPUIIOKESHAH, TTPe0OPa3yIOT MPOCTON JOKYMEHT B CIOXHBIA. TO ecTh
CYLIECTBYeT  JHAJCKTUKA TIOHATHH  «IOKYMEHT» U  «4acTh
JIOKYMEHTa»: CaMOCTOSITENIbHOE IMpOou3Be/icHHe (L[ETOCTHBIA TEKCT)
MOXET OBbITh OJHOBPEMEHHO OT/ENbHBIM JOKYMEHTOM, 4YacCThiO
JIOKYMEHTa WM COCTOSITh U3 HECKOJIBKHX OKYMEHTOB. DTO MOXET
OBITH B TOM CiIydae, KOTJla MOJHIOKYMEHT (Ha OJHOM HOCHUTEIE)
COCTOMT M3 HECKOJBKUX COOOIICHHH; MOHOJOKYMEHT COCTOHMT H3
OJTHOTO COOOIICHHSI HAa HECKOJBKHX OTJENbHBIX HOCHTENSX; JI000i
JIOKYMEHT (COOOIIICHHE) MOYKHO TOACIUTh HA YacTH, (pparMeHTH U
paccMOTpeTh HMX KakK CaMOCTOSATENbHBIE (pa3lesibl MOHOTrpaduH,
I7IaBbl, maparpadsl U T. A.). B TOKyMeHTOBele- HUM MHUHHMAaJIbHas
eIMHMLIA JEJCHUs] TEeKCTa TOYHO HE yCTaHOBIIEHA. JTO MOXKET OBITh
ab3al, TPeIUIOKEeHNE, KOTOPOE MOXKET COCTOSITh JaKe W3 OJHOTO
CJIOBA.

Brnaromapst emuHCTBY BCEX CTOPOH, MPHUCYIIUX TOKYMCHTHOMY
COOOIICHHIO, JOKYMEHTOM 0003HAYaIOTCS HE TOJHKO 000COOJICHHEIC,
CaMOCTOSTENILHO O(OPMIICHHBIC BEIICCTBCHHBIC OOBEKTHI, HO H
cooOIieHus, SBISIONIMECS 4YacThio Takoro ooObekra. Hampumep,
JIOKYMEHTOM SIBIIICTCSI HE TOJIbKO JKypHall, HO W OTJCIbHas
nyOnmukanust (ctaThs, peueH3us, oObsBIeHUS) B kypHaie. OqHaKo
Oojee pacmpocTpaHeHa TOYKA 3PCHHUS, COTVIACHO KOTOPOH MOKYMEHT
— 3TO 3aBEpLICHHOE, CaMOCTOSITEIIFHO O(OPMIIEHHOE COOOIIEeHHE,
pa3MeIeHHOe Ha MaTepHaIbHOM HOCHTEIIE.

Takum o0pazom, CTpyKTypa  JOKyMEHTa —  3TO
CKOOPDIMHUPOBAHHOE  MHOXXECTBO  KOMIIOHCHTOB,  B3aUMOCBSI3H
KOTOPBIX JAlIOT €My BO3MOXKHOCTh (DYHKIIMOHHPOBATh KaK HEKOM
LENOCTHOCTH (CHUCTEME), TMO3BOJSIIOT OTIMYUTh KHHUTY OT JKypHAaua,
TPaMIIACTUHKY OT JUCKEThl, MHUKPO(UIBM OT KHHOQHUIbMA,
nepdokapry ot reorpaduyeckoil KapTel W T. I, T. €.
UACHTU(UIUPOBATH KAXKABIA TUI U BH]I TOKYMEHTA.

JIOKyMEHT JJOJDKEeH OTBEYaTh ONPEIeICHHBIM TPEOOBAHHSM, ObITH
COOTBETCTBYIOIIUM  00pa3oM  OGOPMIIEHHBIM C LEIhI0  €ro
UCIIONIb30BaHMs M XpaHeHusl. J[yist 3Toro GOJIBIIMHCTBO U3 TOACUCTEM
W DJEMEHTOB JOKyMEHTa perjaMeHTUPOBAaHbl  CTaHIAPTaMH,
MOJIOKEHUSMH, HHCTPYKLUSIMU | T. 1.

Kaxxaprit B TOKyMEHTa UMEET CBOW THIIOBOW (OPMYIISIp —
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HGO6XOI[I/IMBIC CBCACHUA O JOKYMCHTE, CIIyKallue OCHOBOM A ero
peructpanuu, YydceTa, XpaHCHUSA, BbLAAYU, IIPOAAKU. q)OpMYJ'Iﬂp
JAOKYMEHTA COCTOUT U3 JIBYX CJIara€MbIX: TpC60BaHPII>i K O(I)OPMJ'ICHI/IIO
JOKYMEHTA U COBOKYITHOCTHU €TI0 PEKBHU3UTOB.

2.7.2. BHyTpeHHss CTPYKTypa JOKyMEHTa

OdopmieHne AOKYMEHTa - 3TO NpHUIAHWE €My 3aKOHYEHHOM
BHEIIHEH ¥ BHyTpeHHeH (opM, BKIIOYAIOIIee YCTaHOBIICHUE
(opmara, BeIOOp mpHPTa, MOATOTOBKY MnmocTpanuii. OdopmieHue

JOKYMEHTa — OTO €ro BHYTPEHHSAS M BHEWIHSS CTPYKTypa
(KOHCTPYKITHUS).
BHyTpeHHSs CTpyKTypa OOKYMEHTa — 3TO €ro BHYTpPECHHee

CTpOocHHE, HA0Op B3aMMOCBS3aHHBIX JJIIEMEHTOB M  YacCTei,
MO3BOJNAIOINX Oosiee  APQPEKTUBHO HWCKaTh, BOCHPUHUMATH W
HCTIOB30BaTh COACPIKAIIYIOCs B HeM nHpopManuto. OHa 00beTuHICT
JIOKYMEHT B €IMHOE IIeJI0e, TIOAYUHICT er0 BHYTPECHANE KOMIIOHEHTHI
IPYT APYTY U IETIOMY.

CocraB BHYTPEHHHX CTPYKTYPHBIX JJIEMEHTOB M dacTeil BO
MHOTOM  OIIpefiesieTcsl BWJAOM JOKyMeHTa. Hambomee dYerko
BHYTPEHHSII CTPYKTypa BHIHA Ha IpUMepe W3JAaHUH — KHHT,
JKYPHAJIOB, TA3€T U T. II.

W3nanne MODKHO BKIIOYATH PACIIONIOKECHHBIE B OMNPEACICHHOM
MIOCIIEI0BATEILHOCTH CIIEYIOIINE SIEMEHTHl M YacCTH:

4 DJIEMEHTHl W3[aHUS, HA KOTOPBIX IIOMEIIAIOT BBIXOJHBIC
CBEJICHHS:

4 coJeprKaHue;

TIPEANCIIOBHE (BBEACHHE);
BCTYIHTEJIBHYIO CTaTbIO;
OCHOBHYIO 4acTbh (OCHOBHOM TEKCT);
TIOCIIECIIOBHE;

BCIIOMOT'aTeJIbHbIE YKa3aTelu;
TIPUIIOKEHUSI.

Beixonnsie CBEJICHUS — COBOKYITHOCTB JTAHHBIX,
XapaKkTepU3yIOIMX JOKYMEHT M NpeiHa3sHaYeHHBIX IS €ro
odopmieHus, OubImorpadguyeckoii 0OpabOTKH, CHUCTEMATHYECKOTO
yueTa ¥ "HPOPMHUPOBaHHS OTpeOUTENEH.

K 0CHOBHBIM 3j1€MEHTaM BBIXOJHBIX CBEAEHHH OTHOCSTCS: aBTOp,
3aryaBue (Ha3BaHHUE), HA13ar0JIOBOYHBIC JaHHBIE, O~

LR 2R 2R 2B 2 2
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3aroJIOBOYHBIE JaHHBIE, aHHOTAaUA (pedepar), MecTo U ol U3JaHWs,
W3aTeNbCTBO.

ABTOp — IMIIO, CO3JaBIIECE MPOU3BEICHUE WM TMPUHSIBIICE
YYacTHE B €r0 CO3JaHHH, a TAKXKE YUPEIKICHUE WIN OpraHU3anus, OT
MMEHHU KOTOPBIX ITyONMKYIOTCS Marepuaibl. B muie aBTOpa MOTryT
BBICTYIIaTh OJIH WJIK HECKOJIBKO YEJI0OBEK — aBTOPCKUI KOJUICKTHR.

3armaBue (Ha3BaHWE) JOKyMEHTA — CIIOBO, ()paza WM
3aKOHYEHHOE MPEIOKEHIE, B KOTOPOM (hOPMYITHPYETCS COCPIKAHIE
(Tema, wumes, TpeAMET, OOBEKT) MyOIUKYEeMOTO IPOU3BEICHHS
(cooOmienus). UM3maHue MOXET HWMETh HECKOJIBKO BapHaHTOB
3aryaBus (Ha TUTYJIBHOM JIHCTE, OOJIOKKE, KOPEIIKE U3JAHus | T. II.),
WACHTUYHBIX WM OTIUYAIOIIUXCS JPYT OT APYTa.

Mecto U3gaHuss — MCCTOHAXOXJICHUC HM3JaTCIbCTBA HIIN
H3AaTCisl, BBIITYCTUBIICTO JOKYMCHT.
Mecro mnewaranms — MECTOHAXOXIACHUE HOJ'II/IFpaq)I/I‘ICCKOFO

MIPEANPUATHS, HAlleYaTaBIIero U3 aaHue.

I'ox m3nanus — roj BEIX0O/1@ IOKYMEHTA B CBET.

OCHOBHBIMH HOCHTENSIMH MH(pOpManuy o0 W3TaHUM SIBISIOTCS:
TUTYJIGHBIM JIUCT, COBMEUICHHBIN THTYJIBHBIH JHCT (BEPXHSSA 4YacTh
MEPBOI CTpaHMIBEI C TEKCTOM), IEpBas CTPaHWIA M3JaHUSA, 000pOT
TUTYJIHOTO JIMCTA, TOCIEIOHSAS CTPaHWIA W3JaHWS WIN KOHIIEBas
mojoca — B KHHTaX, Opomropax, amp0omMax, HOTHBIX HW3IaHUSX,
JKypHanax, OroIIIeTeHsIX, COOPHHUKAX; TepBasi CTPaHUIA (MITH BEPXHSI
YacTh TMEPBOM CTPAHMIIBI) M HIDKHSS YacTh MOCICIHENH CTpaHUIBI — B
Oykierax, JMCTOBKax, ra3eTax M KaJleHIApsX (KpoMe KapMaHHBIX H
MHUHHUATIOPHBIX Ta0enei-KajaeHaapei ); BEepXHss UiId H300pa3uTebHast
JacTh JIMCTA W HWXKHECC II0JIC JIUCTa — B ad)muax, pacnrCaHusgx
JBMKCHUA TpaHCIIOpTa, TCKCTOBBIX H H306paBI/ITeHBHBIX IJjiaKarax,
XY/IO)KECTBEHHBIX ~ PEHpPONYKIHSX, O3CTaMmnax; oOOOpoTHas U

n300pasuTebHas CTOPOHA — B H300Pa3HTENBHBIX OTKPBITKAX,
KapMaHHBIX 1 MUHHATIOPHBIX TaOeIsIX-KalleHIapsIX.
Conepxanue (OrjaBJIeHHE) — DJJIEMEHT amrmapara H3JaHus,

MPEICTABISIOMUNA  cO00M  mMepedyeHb 3arjaBUil  NPOM3BEICHUM,
HAIlCYaTAHHBIX B W3JaHUM, WIK (aMHIWA aBTOPOB W 3arjaBHid
nyONMKyeMbIX TPOW3BEICHUN, a TaKkKe 3aroJIOBKOB pa3feiioB,
BXOJIAIIUX B COCTaB MPOU3BEIEHUS, C YKa3aHHEM CTPaHHUII, C KOTOPBIX
Ha4YMHAIOTCS 9TH Pa3/eibl WIH IPOU3BEACHUS.
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IIpeaucnoBue — 3JIE€MEHT amnmnapara U3gaHus, NPeALeCTBY MMM
OCHOBHOMY TEKCTY W COJEpIKAaIlUi IOSICHEHHUE eI, 0COOCHHOCTEH
MPOU3BEACHUA U T. . MOXET NMpUHAJJIEKATh aBTOPY, U31aTEIbCTBY,
penakTopy, HepeBOTIHKY .

TekcT — TeMaTHYECKH B3aMMOCBS3aHHAs II0CJIEIOBATEIBLHOCTH
BBICKAa3bIBAaHUH WM OJHO BEICKAa3bIBaHUE, BHIPAXKCHHOE C MTOMOIIBIO
OTIpE/ICTICHHOW CUCTEMBI 3HAKOB, a TaKXKe MHUCHMECHHAS OPHCHTAIIHS
BBICKAa3bIBaHUH, OCHOBHAs YAaCTh JUTEPATYPHOTO TIPOM3BEICHUS,
BEIpQ)KCHHAsT B BHJAC CBSI3aHHBIX JIGKCHYECKH, TPaMMaTHUYCCKH,
JIOTHYECKH, CTHINCTUYECKH (pa3, mepenaromas ero coaepxanue. B
W3JaHUN Pa3IMYaroT TEKCT OCHOBHOM (JIMTEPaTypHOTO MPOU3BEACHUS
WIA TPOW3BENEHHI), BCIIOMOTATENbHBIA ¥ JOMOJHHUTENBbHBIA. B
OCHOBHOM TEKCT€ H3JIOKEHO OCHOBHOE COJEp)KaHHE ITyOIMKyeMOro
Mpou3BeAeHNs (IIPOU3BEICHHI), B OTIMYUE OT TEKCTOB MPEIUCIOBHS,
IMOCJIECIIOBHS U T. II.

[TocnecnoBue — sneMeHT ammapaTta W3JaHus, TOMEIICHHBIN 3a
OCHOBHBIM TCKCTOM, conepmammﬁ HCOGXO}II/IMHC paS'bﬂCHeHI/IH,
oOeIIaroe HWICH, CBEACHHS 00 aBTOpe, €ro IMPOU3BEICHHUH

(TIpou3BeieHIsIX ), pacCUMTaHHBIH Ha yuTaTens, yxe
03HAKOMUBIIETOCS C OCHOBHBIM TEKCTOM.
BcenomorarensHblil ykazarenab — 4acThb W3JaHUs, OTpa)karollas

CBEJICHHS O TEKCTE B MHOM acCIEKTe, YeM OCHOBHOI TEKCT 1ocoousi, ¢
OTCBUIKOIM K COOTBETCTBYIOIIMM OMOIHOrpadMueckuM 3amucsim. ITO
yrnopsiioueHHbld 1o andaBury (WIM  KakoMy-TMOO  Japyromy
NPU3HAKY) ITyTEBOJAUTENb IO TEKCTy W3JaHus, O00eCHeYHBaIOMINI
ObICTpBI Monck HeoOxoanmoi uHpopmanuu. CocTouT U3 pyOpHK,
CCBUIOK MO TEKCTy, a TaKkKe CCBUIOK «CM.» M «CM. TaKKe»,
CBSI3BIBAIOIINX POJCTBEHHbIE TIOHSTHSI.

[Ipunoxxkennss — copaBoYHasT WIM JIOKYMEHTaJbHas dacTh
W3aHMsI, TIOMENICHHass B KOHIE ero (craTbh, JOKYMEHTBI, KapThl,
CXEMBI, TaOJIHIIBI U T. 11.).

B 3aBucuMocTH OT BHJa JOKyMEHTa HaOOp BHYTPEHHHX
3JIEMEHTOB M UX PacIIOJIOXEHHE MOTYT U3MEHSTHCS.

2.7.3. BHemmHss CTpyKTypa JOKyMEHTa

BHeniHss CTpyKTypa HOKyMEHTa (KOHCTPYKLHS) — 3TO €ro
BHeWH:s (opMa, MO3BOJSOMAS HIACHTU(GHIMPOBATh €r0 Kak BHA
JOKYMEHTa. 3a7a4ya COCTOHMT B TOM, YTOOBI IIPHIATh BHELIHEMY BHIY
JIOKYMEHTa TaKyto (opMy, KoTopasi ObI BEI3BIBAIA Y T10-
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TpeOuTenss kenaHue  (HMOTPEOHOCTh) B YTCHUH, H3BICUYCHUH
nH}popMalny, NOKYIKe U T. II.

Tak, OCHOBHBIMH  3JIEeMEHTAaMH  BHEUIHEro  O(OPMIICHUS
Kaprorpauyeckux H3JaHWH, BBIMYIIEHHBIX Ha JIUCTaX, SIBJISIOTCS
TUTYJI KapThl, 00JIOXKKa, TaIka, KOHBEPT, Bpe3ka. Hanpumep, atiac
MMEET TaKylo BHEIIHIOI CTPYKTYPY: TUTYJIBHBIH JIHCT, O0JI0XKKa WITH
neperieT, CynepoOJjoKKa, Tmamka, IIMYOTHTYJI M aBaHTHUTYIL
KnHopoHO()OTOIOKYMEHTBI ~ pacroyiararoT — CIleaylomuM  Habopom
BHEIIHUX  OJJIEMEHTOB:  OTHUKETKAa, THUTPbl  IUaQWIbMOB U
KHHO(QWIBMOB, YIIAaKOBOYHBIH KOHTeWHep (KOHBEpT, KOpoOKa,
anpOb0oM), paMKa IUarno3nTUBa, Kaip.

Ocoboe 3HaueHNE UMEET BHEIIHMH B KHIDKHBIX M3/IaHHHN: sIpKast
W JIONTOBEYHast OOJIOKKa, TMPOYHBIA IEpervieT, KadecTBO Oymarw,
KOJIMYECTBO M KayecTBO WILIIOCTpAINiA, pasmep u ¢opma mpudra u
JIp. IPHIAIOT U3JaHNIO 0COOYIO 3HAUNMOCTD M [IEHHOCTD.

K BHeEmHMM CTPYKTYpHBIM 3JE€MEHTaM KHIDKHBIX H3JIaHHH
OTHOCSIT: OOJIOXKKY, CyNepoOJIOKKY, TepeIuleT, KHIKHBIA OJIOK,
(op3am, THUTYJIBHBIA JHCT, KOPEMIOK, IIMYLTHUTYN, KOJOHTHUTYII,
aBaHTUTYJI, KOHTPTUTYJI, KOJIOHIU)PY, GyTisip u ap.

O0moXkKka — BHEIIHee TMOKPBHITHE H3/IaHUs, HE pacCUYNTaHHOE ha
JUINTETBHOE XpaHEHHE, OOBIYHO W3 IUIOTHOW Oymaru, HHOTAA
3alMIICHHOE  IUIOTHOW  IJIEHKOM  NpO3padyHoOro  INOJUMEPA,
COETMHSIEMOE C KHIDKHBIM OokoMm 0e> ¢op3areB. B pasroBopHoii
peud u3gaHus B OyMaKHOH OOJIOKKE HA3bIBAIOT KHHUIOW B MSITKOM
00JI0KKe, a M3IaHUE B MIEPEIUICTE — KHUTOM B TBEPIOH 00JIOKKE.

Cynepo0I105kka — JOMOJHUTENbHAS, O0BIYHO 00bEeMHast 00I0kKKa
KHUTM WM Opounopsl, B BHAE JHCTa OyMmaru ¢ KialaHaMmy,
3arubacMbIMM Ha BHYTPCHHIOI 4YacTh CTOPOHOK IepervieTa WU
00110KKH. BpImosHsgeT 3amuTHY0, 0(OPMHUTENBCKYI0 M PEKIaMHO-
WH(POPMAIMOHHYO (PYHKITHIO.

[Tepernner — mpo4HOE MOKPBITHE M3 KapTOHA, IUIACTMACCHI WU
KapTOHHBIX CTOPOHOK, OOTSHYTBIX KOXel, TKaHbl0, OyMaroii, Koropoe
COEMHSETCS C KHMKHBIM OJIOKOM IOCPENCTBOM (hOp3aleB U CIYXKUT
JUIsl 3aIIUTHI OJIOKa OT MOBPEXKACHHS W 3arpsi3HEHHs, a TakkKe IS
nepBOHaYaIbHOM MH(OpManuu 00 U3JAaHUM M B KAa4eCTBE dJIEMEHTa
XYA0KECTBEHHOT0 0(hOpMIICHHSI.

KHWmKHBIH 0JIOK — KOMIIIEKT CKPEIUICHHBIX TETPaJeh Wil
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JIUCTOB, COJAEP)KAIIMN BCE CTPAHUIBI U KOMIUICKTYIOLIUE NEeTaH

OyIyIIero u3aanus.
®dop3ar — 0AHOCTHOHBIH JIMCT OyMaru, KOTOPbI CKPEILISIET IEPBYIO
U MOCJICHIOI0 TeTpaan OJI0Ka ¢ MePeruIeTHON KPBIIIKOH.

THUTYNBHBIA JHCT — TUTYJ, 3arjaBHbBIM JIMCT M3AaHUS (KHHTH,
OpOLIIOpBI, TMPOAOIDKAIOIIETOCsS W3AaHWSA W T. 1.), COJepKalluii
OCHOBHBIE CBEIICHHS O HEM, IO3BOJISIIONINE OTJIMYATh €ro OT JII0OOTo
JIPYTOTO, CIYXKHT OCHOBOW JUIsS cOCTaBlieHHs] OuOmmorpaduueckoro
ornucanus. CyleCTBYIOT CIEIYIOIUE PA3HOBUAHOCTU TUTYIIBHBIX
JUCTOB:  Pa3BOPOTHBIA, paclamliHOi, KOHTPTUTYJ, OCHOBHOIA,
TJIaBHBIN, TapaJUICNbHBIA TUTYJIBHBIN JIUCT, aBAHTUTYJL.

ABaHTUTYJI — TepBas CTpaHUIA KHIKHOTO OJOKa, HW3/1aHHSA,
OpeIIeCTBYIOmas  TUTYIBHOMY  pa3BOpPOTYy M HMelomas
JIEKOPAaTHBHO-KOMITO3HIIMOHHOE 3HadeHne. OH OOBIYHO COAEPKHUT
HEKOTOPYI0 4YacTh BBIXOJHBIX CBEICHUIN: W3JATEIBCKYI0 MapKy,
Ha3BaHWE cepuH, (JaMIIIMIO aBTOpa M 3arjaBhe NPOU3BENCHUS, pexkKe
snurpad. ABaHTHUTYJ] e€mle HAa3bIBAlOT  BBIXOJHBIM  JIMCTOM,

hopTuTyIoM.

HIMyoTuTyn — CTpaHMIa C TUTYJIOM (3arjaBHeM) KPYITHOH
YaCTH NMPOM3BE/ICHHUS, HEUTO BPOAE MOATUTYJIA.

KoHTpTHTYNT — JeBasg 4acTh Pa3sBOPOTHOIO THUTYJIBHOIO JIHCTA,

coiepKalasl CBEACHMS, OTHOCAIIMECS K MHOTOTOMHOMY WM
CepHIHHOMY HM3IaHHIO B LIEJIOM, WM THTYJIBHBIE CBEICHHUS HA S3BIKE
WCTOYHHKA B IEPEBOTHOM H3IaHHH.

KonoHTHTY1 — CHpaBOYHBII TEKCT M aJl OCHOBHBIM TEKCTOM
moJIoCkl (peske COOKY HITM CHHU3Y), YKa3bIBAIOIIUN YUTATEIO, KaKOM
Marepual HameyataH Ha cTpaHuie (B COOpHHUKE — Kakoe
MPOM3BEJCHUE M KaKOro aBTOpa, B MOHOMIJAHUM — K KaKOMY
paszeny W nojpaszeny MpOU3BEICHUSI OTHOCHTCSI TEKCT CTPAHUIIBI, B
CJIOBape — KakHe CJIOBa JIN0O cJI0Ba Ha Kakue HayaJbHbIE OYKBBI HITH
OyKBY OOBSCHEHBI WJIM [TOMEILIEHBI Ha CTPAaHUIE U T. [1.).

Kononnudpa — TOpSAKOBBIA HOMEp CTpaHMLBI WM CTOJOLA
KHUTH, IEPHOINYECKOTO U3J[aHUsI U T. 1., IOMEIIAETCS Yalle BCEero B
BEPXHEM WM HIKHEM I10JI€ KaXJOH CTpaHMIBl Yy HapyKHOTO Kpas
TOJIOCHI.

Kopemok — 0GokoBass CTOpOHa KHIDKHOTO OJIOKAa, MECTO
CKpPEIUICHHs €TO TETpaJieil WM JHUCTOB, a TAK)XKe NMPHUKPBIBAIONIAS ATy
CTOPOHY 0JIOKa YacTh ITEPETUICTHOW KHIDKKH.

OyTnsp — xopoOka, IpeTHa3HAYEHHAs JUIs YIIaKOBKH Hanboee
LICHHBIX W3aHUH C LENbI0 UX 3amuThl. Pasznuyator dyT-
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JSIPBI JUISL YIIAKOBKU OJTHOTO M3J@HUsS U (YTISPhI-KACCEThI AJIsI IBYX-,
TPEXTOMHBIX M3/IaHUH UJIM KOMIUIEKTOB U3JaHUM.

OcobeHHOCTH O(QOPMIICHHS BHEUIHHX JJICMCHTOB JIOKYMEHTa
3aBUCST OT €r0 BUJOBBIX XapaKTEPUCTUK, 1IEJIEBOTO U YUTATEIBCKOTO
Ha3HAuYCHUS, KCTIOIb3YEMBIX MaTepuaoB u TEXHOJIOTUH
MIPOU3BO/JICTBA.

2.7.4. PexBU3UTHI JOKyMEHTA

PexBU3UTHI TOKyMEHTa — COBOKYITHOCTb OOS3aTEIbHBIX JaHHBIX
0 JOKYMEHTE, YCTaHOBJEHHBIX CTaHJAPTOM WIH IIOJOXKEHUEM.
Hanmnume pekBHU3WTOB IO3BOJNSAET HIACHTH(OUIMPOBATH OOBEKT B
COLIMAJIbHOW KOMMYHUKAIIWH.

PaznuyaioT peKBH3UTHI-OCHOBAHUSI, OIPEEISIONINE YUCIOBbIC
JlaHHbIe (BEC, KOJNUYECTBO, CTOMMOCTh, HOMEp, TOJl) U PEKBU3MTHI-
MPU3HAKK, TPENCTABIAIONIAE B JOKyMEHTE HEYHCIIOBBIE JaHHBIE
(uBert, Mapka, (haMHIIMsl aBTOpa, Ha3BaHHUeE).

OCHOBHBIE PEKBU3UTHI MPUBOJIATCS, KaK MPABHUJIO, B BBIXOJHBIX
CBEJICHUSIX JOKYMEHTA.

Habop u mociieoBaTesibHOCTh PEKBH3MTOB UIS KAXKAOTO BHJA
JOKyMeHTa cBoW. OmHAaKo A OAHOBHUAOBBIX JIOKYMEHTOB OH
WICHTHUYCH.

Tak, K OCHOBHBIM PEKBU3UTaM W3IAHUSI OTHOCSITCS: CBEACHHS 00
aBTOpax M [JpPyrux JHI@Ax, YJYacTBYIOIIMX B CO3JaHUM H3JaHUS,
3armaBue  (Ha3BaHWE) W3JaHMA;  HAJ3arojOBOYHBIE  JaHHBIC,
MO/I3ar0JIOBOYHBIC JAHHBIC, HyMEpPAIHs; BBIXOJHBIC NaHHBIC, AP
xpaHeHuss wm3naHus; uwHIekc YJK;  pedepar, anHOTamms,
KOMIUIEKCHBIII ~ KHHTOTOPTOBBIH ~ MHJIEKC-IIMGP; 3HAK  OXPaHbI
aBTOPCKOrO IIpaBa; MEXIyHaponaHble craHgapTHelie Homepa (ISSN;
ISBN); BeimyckHble cBedeHus. CoCTaB  pPEKBH3UTOB M HX
pacIojo)XeHHe 3aBUCAT OT BUJIA M3JaHUS.

ABtop m3manus. Kaxnuplii TOKyMeHT, B T. 4. ¥ W3/JaHHE, UMEET
CBOEro aBTOpa — co3jaTess JoKyMeHTa. M MoxeT OBbITh OTHeJIbHOE
JULO0 WM KOJJIEKTHB, T. €. aBTOp OBIBAET KOJUICKTHBHBIM
(yupexxieHue, oOpraHuzanusi) WIA HHAWBUAYaJIbHBIM. ABTODEI
YKa3bIBAIOTCSl HA TUTYJILHOM JIMCTE WM ero obopoTte. Ecian nx MHOro
(Oosiee Tpex), JOKYMEHT M3AETCs OJ] Ha3BaHUEM, a B MMPEIUCIOBHU
100 Ha 000POTE TUTYIIBHOTO JICTA YKA3hIBACTCS
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pacnpesiesieHue 00SI3AHHOCTEH MeXK1y aBTOpaMM, HauMeHOBaHHMe
YupekAeHUH U OPraHu3auuii, KOTOPbIX OHH MPeACTABJISIOT.

HNmena jmu, y4acTBYWOIIMX B CO3JaHMM H3JaHUsl (COCTaBMTeseH,
NepeBoAYHKOB, Xy/10:KHUKOB, YePTe:KHUKOB, (poTOorpad)oB, penieH3eHTOB,
4JIeHOB peIaKIHOHHO KOJLIernH, aBTOpPOB NpeIucI0BHS,
BCTYNHUTEIBHOH CTAaThbH, MOCJIECTOBHS, KOMMEHTApHEB, NPUMeYaHWUH,
PeIaKTOPOB, KOPPEKTOPOB), YKa3bIBAIOT B CTPOr0 ONpeeIeHHOM JIHCTe.
damMuiusi M MHUIUATBI HAYYHOTO pPeJaKTOpa YKa3bIBalOTCSI Ha
TUTYJIBHOM JIMcTe JH00 Ha ero oGopore. MMeHa ApPyrux peaakTopoB
MOMeLIAI0TCS HA 000POTe TUTYIBLHOIO JUCTA HJIH B KOHIIe KHUTH.

3arsaBue (Ha3BaHWe) M3AaHUS — CJIOBeCHOe O00O03HaYeHHe
AoxyMeHTa. OHO BBICTYNAaeT B KauecTBe MOMCKOBOro 00pa3a J0KyMeHTa,
JAOJ’KHO OBITh KPATKHM, TOYHO 0TOOPAKATD COlep:KaHHe TOKYMeHTa WIH
ero uael0, NPaBHJIbHO OPHEHTHPOBATh moTpeduTeneil. 3ariaBue
(Ha3BaHHUe) YKa3bIBAalOT B TOM BH/JE, B KAKOM OHO YCTAHOBJIEHO HJIH
YTBEp:KAeHO AaBTOPOM, M3aTeJbCTBOM MJM OpraHu3anuei, aawouiei
pa3pelieHne Ha u3gaHue. Beimyck uzganuii 6e3 3arjaBus (Ha3BaHuUs) He
AomyckaeTcsl. 3arjaBue JJIsl BceX TOMOB, BBINYCKOB, HOMEPOB HM3IaHUS
AOKHO OBLITH O(OPMJIEHO OJHOTHINHO H OTJIHYATHCS OT OCTAJbHBIX
cBe/IeHHi Ha THTYJbHOM JIHCTE.

HapnszarosioBouHble [aHHBIe — CBeJeHHsl, IOMelllaeMble HaJ
3arjiaBueM HM3JaHMsI: HAMMEHOBAHHE OPraHU3aNMH, OT MMEHH KOTOPOii
BBINMyCKaeTCsl HM3JaHHe; 3arjiaBue cepuu (TMoJcepuu). DTH CBeJeHHUs
JAOMyCKaeTCsl MePEHOCHTh HA KOHTPTHTY.I HJIM ABAHTUTYJIL.

Moa3arosioBounble JaHHble — CBeJeHHs, TMOMel[aeMble O]
3arinaBueM u3gaHusg. OHM  cofep:kaT [aHHbIe, XapaKTepHu3yloliHe
TeMAaTHKY, YMTaTeJbCKUIl agpec (1Js1 deTei, yYyalluxcs, CTyAeHTOB) U
nejeBoe Ha3HaueHue wu3gaHus (y4eOHMK, Ol/leTeHb M T. IL),
MOPSIIKOBbIH HOMEpP Nepeu3IaHusi, HyMepalHi0 TOMOB, BBINYCKOB,
qyacTeil, KHUT | T. 1.

BbixogHble JaHHBIC BKIIOYAIOT: MECTO BBINYCKA U3JaHUsA, HA3BAHHE
HM31aTeJIbCTBA MJIM M3JAI0lIell OPpraHM3alM¥ U rojJ BBINYCKAa HM3JaHHA.
BoixogHble JaHHBIC IPUBOAAT B YCTAHOBJICHHOM CTAHJAPTOM MOPSIKe.

Kuaaccuduxauuonnstii unaexe YK (yHuBepcaabHOil gecs-
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TUYHOM Kiaccudukaiym) WIH BBK (bubaunoreuno-
oubnuorpaduueckoll KiacCH(PUKAUU), a TAKKE aBTOPCKUIM 3HAK
pacriojiararoT rnepej aHHoTaluei nim pedeparom.

KoMIUIeKCHBI KHUTOTOProBbI HHAEKC-IIU(P NPUBOIUTCS Ha
M3JaHUSIX ¢ 0003HAUSHHOM IIEHOH.

3HaK OXpaHbl aBTOPCKOTro IpaBa — © — MOMENaT B HUKHEM
MPaBOM YTy 000pOTa THTYJIBHOTO JIUCTA, TIPH €r0 OTCYTCTBHUA — B
HIDKHEH YacTH MepBOM CTPAHUIIBI C TEKCTOM.

MexnayHaponublid  cranmaptHeiii Homep kHurd (ISBN)  wim
cepuanpHoro m3nmanust  (ISSN) —  OykBeHHO-1H(POBOH  KOA
PETHCTPAIIMOHHOTO XapaKTepa, NMpeJHa3HAuYeHHBIH IS KOJUPOBAHMS
KHHT W CepUallbHBIX U3/IaHUH ¢ IeNbIo X uaeHTHduKann. Kox kHur
BKItoyaeT abopeBmarypy ISBN wu, xak mpaBuno, necsats mudp. Kox
CepHaNbHBIX M3/IaHui BKitodaeT abopesuatypy ISSN u, kak mpasuio,
BoceMb 1u¢p. [IprcBanBaeTcs MEXIYHAPOAHBIM M HAIMOHAJILHBIM
areHTCTBaMH II0 eAWHOH MeToauKe. [IpocTaBiseTcss B HIKHEM JICBOM
yriIy 000poTa THUTYJIBHOTO JINCTA.

TprxoBoif KO TpeAcTaBiIsieT co0Oi depedoBaHNE TEMHBIX H
CBETJIBIX  IOJIOC ~ PA3HOM IIMPUHBI W TNpeAHAa3HAueH I
ABTOMATHYECKOTO CYHUTBIBAHUS MEXKIYHApOAHOTO  CTaHIAPTHOTO
Homepa kuuru ISBN. B atux memsx pa3paboTaH MITPUXOBOM KOJ
EAN-13 mis kaur. OH cocrout u3 xona ISBN u cienmansHOoro xona
978 mis naeHTUUKAINKA BCeX KHHUT B 00mIeil ToBapHOi Macce. Kox
BBeJiIecH MexIyHapoJHON accouuanuel Mo TOBapHOM HyMepanuu
(EAN) u Hecer B cebe Ty ke camyto mHpopmarmio, uro u ISBN.
IITpuxoBble KOABI CUUTHIBAIOTCS CIICIHAJIBHBIMH  ONTHYECKUMHU
YCTpPOMCTBAMU.

AHHOTaIMsI — KpaTKas XapaKTepHCTHKAa JOKYMEHTa C TOYKU
3peHHUsl CoJepIKaHMs, Ha3HAYCHUsI, POPMBI U NPYTrHMX OCOOCHHOCTEH.
AHHOTaIMIO TOMEIIAIOT Ha 00OpOTEe THUTYJIBHOTO JIMCTAa WM Ha
BTOPOI1 CTpaHUIIE OOJIOKKH.

Pedepar — cokpallileHHOE H3JI0KEHUE CO/EPKaHUS TOKYMEHTa.
Pedepar momkeH conepkaTh KpaTkoe, HO €MKOE H3JIOKECHHUE
COJICp)KaHMsl JOKYMEHTa. AHHOTALMIO 3aMEHSIOT pedepaTtoM |
Haobopot. [Tomerator pedepar Ha 000POTE TUTYIBHOTO JIUCTA WA
BTOPOI1 CTpaHHUIIE OOJIOKKH.

BelnyckHbIe JaHHbBIE BKIIIOYAIOT: ATy C/1ayd OpUIHHaia B Habop;

JAaTy nNoANrCaHud U3J1aHus B I€4YaTh, (bOpMaT 6yMaFI/I u
3 JlokyMeHTOBe/IeHHE
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JOJII0 JINCTa; BHA M HOMep OyMaru; rapHuTypy WIPH(Ta OCHOBHOIO
TeKCcTa; cnocod nmevyaTu; 00beM U3IaHHUS B YCIOBHBIX NMeYaTHBIX JHCTAX,
NpUBeJAeHHBIX K (popmaTy GymazkHoro jucra 60X90 MM; 06beM u3gaHus
B Y4eTHO-U31aTeNbCKHX JINCTAX; THPAK; HOMep 3aKa3a
noJIMrpauyeckoro mnpeINpUATHA; ILeHy; Ha3BaHMe M  TOJHbIA
MOYTOBLIH ajipec W31aTeJIbCTBA HJIM M3/al01leli OpraHu3alii; Ha3BaHue
NoJIMrpaduyecKoro npenpusTHS U ero MOJIHbII MOYTOBLII aapec.

B 3aBHCHMOCTH OT BH/A JOKYMEHTA COCTAB OCHOBHBIX PEKBH3HTOB
HECKO0JIbKO MeHseTcs.

B KHIKHBIX H3IaHMSIX B COCTAB PEKBU3HTOB BXOIAT, Kpome
YKa3aHHBIX Bbllle: 1) cBedeHUus O mnepenedyaTke (mepeu3gaHuun); 2)
aBTOPCKUH 3HaK.

B  HOTHBIX M3AaHUAX  COCTAB  3JEMEHTOB  JIONOJIHsETCH
rocyapcTBeHHbIM HOMEpPOM [JOCKH, HO B Hero He BXOJAT
KJacCHUKANMOHHBbIE MHIEKChl H MEXKAYHAPOAHbIe CTAaHAAPTHBIE
HOMepa.

B nepuoguyeckux (kpoMme raser) M NPOAOTKAIOIIMXCS H3AAHHAX
COCTAB OCHOBHBIX 3J1eMEHTOB JOMOJHsieTcsA: 1) YacTHBIM 3arjaBHeM
BBINYyCKa; 2) cBellcHUSIMH O PelaKTOpPax, peJKoJIIernH, COCTABHTeJsX,
XyA0KHHKAX, KOPPeKTOpax; 3) HyMepalueii; HO B 3TOT COCTAB He BXOAAT
cBeleHHsl 00 aBTOpaX, H B KayecTBe MeKIYHAPOIHOr0 CTAHIAPTHOIO
HOMepa YyKa3aH MeKAYHAPOAHBIH CTAaHAAPTHBIH HOMep CcepHATBLHOIO
uzganus (ISSN).

B raszerax cocTaB pekBH3NTOB chenuduyen: 1) 3arnaBue; 2)
MO0/J3aroJ0BOYHbIC JaHHbIe; 3) HyMepanus; 4) 1aTa BbIX0Ja HOMepa; S)
cBe/IeHUS 0 PeJaKTOPaxX M/MJIM PeKoJIeruu; 6) BLINMYCKHbIE JaHHbIE.

B IMCTOBBIX TeKCTOBBIX M H300pa3sUTENbHBIX (KpOMe OTKPBITOK)
U3JAaHUAX PEeKBU3MTBHI BKJIWYawT: 1) cBegenuss 00 aBTOpAaXx,
COCTaBHTeNsIX, XYAOKHHMKAX, ¢oTorpadax; 2) 3arnaBue H3AaHUA
(mpou3BeeHHs1 HCKYCCTBA); 3) MOA3aroJI0BOYHbIE 1aHHbIe; 4) BHIXOIHbIE
JaHHbIe; S5) BBINYCKHbIE JaHHbIE; 6) 3HAK OXpaHbl aBTOPCKOI0 NpaBa
(xonupamur).

B oTKpBITKAaX COCTAaB PEKBM3MTOB IpeAebHO KpaTok: 1) ums
Xya0kHHKa win ¢ororpada; 2) BbIXOAHBIE JaHHbIe; 3) HOMep 3aKa3a
noaurpadgupeanpunTus; 4) 3HaK 0OXpaHbl AaBTOPCKOI0 NMpasa.

B ayauoBM3yanqbHBIX JOKYMEHTAX PEeKBU3MTbI BKJHO4YawT: 1)
cBeleHUs 00 aBTOpax; 2) 3arjaBue; 3) cBeleHUs], OTHOCSIIIHE-
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Cs K 3ariaBUIO (CBEICHHMS 00 OTBETCTBEHHOCTH, O IOBTOPHOCTH
BBIITyCKa); 4) MECTO, M3AaTeNsA, ToJ BBHITYyCKa; 5) KOIMYECTBEHHYIO
XapaKTePUCTHKY W YKa3aHHe CIelH(pHUYeCKOro BHAA JOKyMEHTa
(cBemenmst 006 oOvemMe HOKyMeHTa); ©6) Opyrue CBEICHHS,
OTHOcCsIHeC K (PU3NUECKON XapaKTepHCTHKE (pa3Mephl JOKYMEHTa,
CBEICHHS O CONPOBOOUTEIHHOM MaTepHajie, NpUMEYaHus); 7)
MEXIYyHApOAHBIA  CTAaHAAPTHBIA  HOMEp, (HUPMEHHBIA  WIH
MIPOU3BOJICTBEHHBI HOMED; 8§) IIeHy; 9) THpax.

PexBU3UTHI JOKyMEHTa — 3TO €r0 BCIIOMOTATEIbHBIN ammapar,
MOMOTAIOMIMK  HOTPEOUTENI0O  OPUEHTUPOBATHCA B IIOTOKE
JIOKYMEHTHOW WHpoOpManuu, a mnpodeccHoHary — TPaBIIBHO €€
oTOupaTh, 00padaTHIBaTh, XPAHUTH, PEKIIAMUPOBATD.

KOHmPOJleble 60npocol

l. Ymo makoe doKymeHm Kax cucmemmbiii 0ovexm?

2. Kaxoes: ocuosnvie omuusumenshsie npusHaKu OOKyMeH ma Kax cucmemvi?

3. Kax coomnocsimes ungop u op Hasl COC jue 00K) ?
4, Ymo makoe 0okymenmuas ungpopmayus?

5. Kaxoes: ommuumensnie npushaxu op HOIL OCHOBbI OOK; ?

6. Kakosbi ceoticmea dokymenma Kax cucmenmot?

7. 4mo maxoe Gynryuonanbuas cywnocns 0oKymenma?

8. Kaxosa cmpyxkmypa ookymenma, ee ocobennocmu?

9. Kakoswi oc: 1€ GHYmp 3 00K KaK cmpykmypHo2o oovekma?
10 Ymo 6xo0um 6 0CHOBHbIE KOHCIPYK] 3 s ?

11.4a KOHKPemHOM npumepe packpotime 6HYMpPeHHION U BHEWIHION CIMPYKMYpPY OOKyMeHma.

12 « Packpoiime cosokynnocmo u noc ICHL PAC] HCeHUsL P 3 s
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Ipakxmuueckue 3a0anus

1. o ¢ deoper 10

P P P peop

il 61008 OOKYMEHMO6 (KHu2d, JICypHan, 2azemd,
oionemens, omuem u HUP, asmopegepam ouccepmayuu, epamniacmunka, Kapmd, Ouaduibi, OUck).
2. Ipoananusupyiime Kaxcowlli QOKyMeHm no Cciedylowum napamempam: oowue u cneyuguueckue

ymryuu 00k xapakmep ungpoy ¢l P PUATLHOTL OCHOBbL OOKYMEHMA, dJ1eMeHnbl U

63AUMOCEA3U GHEUIHEll U HYMPEHHell CMPYKMYPbl OOKYMEHMA, €20 PeKGUIUNMbL.



I''TABA 3
METOJBI U CIIOCOBbI JOKYMEHTHUPOBAHUA

3.1. OO0wmme noJ0KeHUs

JlokymMeHTHpOBaHHE — OTO  CO3JaHWe JIOKyMEHTa C
WCTIONB30BAHUEM PA3JIMYHBIX METOJIOB, CIIOCOOOB U  CpEACTB
(hukcupoBaHust HHPOPMALIUK Ha MAaTEPHATIHLHOM HOCHTEIIE.

MeTon MOKYMEHTHPOBAaHUS — 3TO IMPHEM WM COBOKYITHOCTH
MpUeMOB (PUKCHPOBaHUS HH()OPMAIH HA MAaTePHATHLHOM HOCHUTEC C
MTOMOIIIEI0 3HAKOBBIX CHCTEM (XapaKTep KOJOB SI3BIKOB, 3HAKOBBIC
CHCTEMBI U T. II.).

Crnioco0 TOKyMEHTHPOBaHHSI — 3TO JICHCTBHE WIIM COBOKYITHOCTh
NEHCTBUN, TPUMEHSAEMBIX TpW  3amucd  wHpOpMAIMH  HA
MaTepUallbHOM  HocuTene  (BBICEKAaHHe, THCHEHHE, pe3bda,
OKpaIlIMBaHUe, neppopupoBaHue, (OTOXMMHUECKHH,
3JEKTPOMArHUTHBIM, ONTUYECKUH, JJEKTPOHHBIM, MEXaHUYECKHUH,
PYYHOH | JIp. CITIOCOOBI TOKYMEHTAPOBAHHUS).

CpencTBo OKYMEHTHPOBAaHHS — 3TO TpeaMeT (opyane) WiIu
COBOKYIHOCTh mpucnocoOieHuii (00opyaoBaHWE, WHCTPYMEHTEHI),
HCTONB3YEMBIX U1 CO3IaHMs NOKyMeHTa. HomeHkmaTypa cpeacTts
COCTaBJICHUS, KOIMPOBAHMS U Pa3MHOKEHHUS JOKYMEHTOB BKIIIOYAET
py4HBIE, MEXaHU3UPOBAHHbBIE U ABTOMATU3UPOBAHHBIE MIPH-
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cnoco0jieHnsi, Ha4yMHasi ¢ TYCHHOro TMepa M  3aKaHYWBas
BBOJHOBBIBOAHbIMH YycTpoiicTBamu JBM.

MeTogaMu  IOKYMEHTHPOBAHHs  ompejensierca  cnenupuka
3HAKOBOii cucTeMbl 3anmucun uHGopmanuu Ha Hocutesae. Croco0bl,
CpeACTBA U MHCTPYMEHThI CO3JaHUs NOKYMEHTa B CBOeil COBOKYNHOCTH
SIBJISIIOTCS] OCHOBOI BHI0OBOI0 MHOT000pa3usi JOKYMEHTOB.

3.2. Konuposauue uadopmaniu

HenpemeHHBIM yc/10BHEM Hpolecca JOKYMEHTHPOBAHMS SIBJISIETCS
KO/IMpOBaHHe HH(popManuu.

KonupoBanue uHpopMauum — 3TO CHENUAJBHO BbIPaGoTaHHASA
cucreMa npueMoB (npaBui) GUKCHpPoBaHus HH(pOpMaLHUH.

OCHOBHBIMH aTPUOYTAMM KOJMPOBAHUS SIBJSIOTCA KO, S3BIK,
3HAK, ¢ MOMOIIbI0 KOTOPBIX HHopManus GuUKcHpyeTCs U Nepeaaercs B
NMPOCTPAHCTBE U BPEeMEHH.

Kox — 5To HaGop 3HaKOB, YNOPSII0YEHHBIX B COOTBETCTBMHM €
onpejeleHHLIMH TPABUJIAMH TOTO0 WJIH HHOrO si3bIKa, NSl Mepeaadn
HH(pOpMaLMH.

SI3bIK — 3TO CJI0KHASl CHCTEMa CHMBOJIOB, KaXKIBIil M3 KOTOPBIX
HMeeT oOmnpeaejeHHOe 3HayeHHe. SI3bIKOBbIE CHMBOJIBI, Oyay4u
OOIENPUHATHIMH ¥ COOTBETCTBEHHO OOIIENMOHATHBIMH B Hpejaenax
AAHHOTO €O00LIeCTBa, B Mpolecce peyd KOMOMHHPYIOTCS APYT € IPYIoOM,
NMOPO:KAasi PA3HOOOPa3HbIE M0 CBOEMY COAEP:KAHUIO COOOLIEHHUS.

3HaK — 3TO MeTKa, NpeAMeT, KOTOPHIM 0003HAYaeTCsl YTO- HUOYAB
(dykBa, nudpa, orBepcrue). 3HaK BMecTe € ero 3HauYeHHEM Ha3bIBAIOT
CHMBOJIOM.

Kon, s3pIK M 3HAK MNO3BOJISIIOT NepeaaBaTb HHPOPMALHUI0 B
CHMBOJIMYECKOM BH/€, YI00HOM Uil ee KOAMPOBAHMS U 1eKOIUPOBAHUS.

CucreMe KoaMpPOBaHMS MH(OPMAIMH CBOWHCTBEHHBI CJeAyIOIIHe
OTJIMYHUTEJbHbIE YePThI:

1. Koa 10/KeH XOpouIo BOCHPHHHMATBLCS, BOCHPOM3BOAMTHLCS M
nepenaBaTbesi. JTHM ONpedeslOTC 0COOeHHOCTH ero ¢opMbl —
HEM3MEHHOCTH, O/IHOTHIIHOCTH H ONPeeJeHHOCTh.

2. Kopn noskeH ObITH 0IHO3HAYHBIM, NOHATHBIM BCEM Y4YaCTHHKAM
KOMMYHHKALHOHHOIO Mpolecca — OTHPABUTEI0 COOOLIEHHS M ero
noayvarenro. C 3Toii Heas10 pa3padaTbiBaercs
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cHCTeMa MPaBWJI, KOTOpasi MO3BOJisAeT KOAMPOBATHL M JAEKOAHPOBATH
HH(pOpMALHIO.

3. KogoB cymecrByer ropasno 06oiblie, 4YeM MaTepHAIbHBIX
HocuTeseil. Pasnnyalror cieayrome BHABI KOAOB: aJ(GaBUTHBIA —
cucreMa OykB, uudpoBoii — cucrema uudp, aadpaBuTHo-IMPPOBOIH —
cMelIaHHas cHCTeMa aJ(aBUTHBIX M HUQPPOBBIX KOAOB, pelbedHo-
TOYeYBBI — cHCTeMa BBIMYKJBIX ToYek (mupp bpaiinsg), maTpuuHblii
— cucTeMa yriay0aeHuid wiam orsepctuii u ap. Mcnoab3ys B KauyecTBe
KoJa OYKBBbI, MOXHO (PMKCHPOBATL CJI0Ba HAa Pa3HbIX fA3bIKAX,
cJ1e10BaTe/IbHO, HCII0/Ib30BAThH Pa3Hble KOJbI.

4. BbIOOp KOJa 3aBHCHT OT MAaTEPHAJIBLHOTO HOCUTENsI. BymMaKHbIM
MATEPUAJILHBIM HOCHUTEJSIM COOTBETCTBYKHOT Ppa3jM4YHble BAPHAHTHI
rpaguyeckoro H300paKeHHs1 KOJ0B. BoanoBasi npupoaa
MATEePUAJILHOTO HOCHUTEJIsl ompenessieT Takoil cnoco0d KoAMPOBaHMS,
KOTOPBIii 0a3upyeTcs HA U3MEHECHUH JUIMHBI BOJIH.

5. Undopmanus He 3aBHCHT OT BBIOpaHHOro Koaa. OxHO W TO Ke
coo0LIeHHEe MOXKeT ObITh NIEepelaH0 Ha PAa3HbIX A3bIKAX, Pa3IHYHBIMU
3Hakamu. CooOlneHne, IepefaHHOe MO TejdeTaliny ¢ IOMOINBIO
371eKTPOMATHUTHBIX BOJIH, MO:KeT ObITH Ipeodpa3oBaHo B TekcT. Ilpu
nepeBojie U3 OJHOI CHCTEMbl KOJAMPOBAHUS B APYIYH MNOSIBJSIIOTCS
TMOMexXH, YACTHYHO HcKakawuue (popMy U cMbICI HH(poOpMannu.

6. Uem Kopoue Ko, TeM IuHHee TekcT. CyllecTBYIOT
NMUCbMEHHOCTH, Y KOTOpPBbIX Koa orpomen. Hampumep, kuTaiickue
ueporsudol. Y Hac Toxke ecThb Heporaudbl. Ho mnepornmpuueckue
TEKCTbl, B CPABHEHMM C TEKCTaMM JPYrHX CHCTeM NHCbMa, KPATKH.
Hanpumep, ecaum Hanucath OyKBaMH HOMep COpPOK nfThb —
noHajoourcs 14 0yks, a eciu ueporjudamu, To Hy:KHO TPU 3HaKa Ne45.
Opnako ecan Obl JJISl Ka:KAOTO €I0BA MMeJIcsl Meporjaud, To Koa ObLI
0bl, Kak B KHTaiiCKOM NMUCbMe, MHOTOTBICSYHbIM.

Bbipa0oTka KOPOTKHX KOI0B — BaxKHas 3agavya. I[Ipumepom
CO31aHHA SI3bIKA ¢ KOPOTKHM KOJOM, T. €. ¢ OFPAHHYEHHbIM CJOBapeM,
sBisiercs: Beiicuk (Basic English). HazBanue cocTaBiieHO U3 HAYAJIBHBIX
OykB Takux cjoB: British American Scientific International Commercial
English (0puTancko-amepukaHCKHii HAy4HBI HHTEPHALMOHAJILHBII
KOMMepYecKuii aHriauiickuii sA3bIk).Co31a1 3TOT A3BIK AHIVIMIiCKUI
¢unocod Ornen B 1920-x romax. beuio orodpano 850 kpymHeifmmx
cJI0B, rpaMMaTHKa orpaHuveHa caMbIMH He00X0AUMBIMH
KOHCTPYKIHMSIMH.



72

Paznen | TeopeTndeckie OCHOBBI IOKYMEHTOBEICHUS

3.3. Ilousitue o A3bIKAX

SI3bIk — 3TO0 ocofas cHUCTeMa PA3HOTUNHBIX M BMecCTe € TeM
BHYTPeHHe 00beINHEHHBIX MeKIy c000i CTPYKTYPHBIX eIMHUL (3BYKOB,
MopdeM, CJIOB, CI0BOCOYETAHWNH, NpeNIOkKeHWH H T. I.), KOTOpbIe
YeJ0BEK CO3HATEJIbHO HMCIOJb3YeT M KOTOPbIE CIYXKAT €My CPeACTBOM
0o0LIeHuUs ¢ APYTUMH, BbIPAsKEHUS MbICJIei, YyBCTB, HACTPOeHUs. S3bIKN
— 3T0 $s3BIKOBbIE CHCTEMBbI, B KOTOpbIX H3 3HakoB (OykB, nudp,
YCJIOBHBIX 0003HauYeHHUi) NHPH NOMOIIM TIPAMMATHYECKHX HPaBUII
CTPOSITCSI  OCMBIC/JICHHBbIE JeKCHMYeCKHe eJUHHMIbI M IpelI0KeHHs.
SA3bIKOBOIi 3HAK, B OT/IMYHE OT OJMHOYHOIO 3HAKA, BCEra BKJKOYAET B
CBOii COCTaB MPOCTYIO WJIH CJIOKHYI0 TPAMMATHKY.

Oco0eHHOCTH fA3bIKA NPOSIBJISIIOTCSI B TOM, YTO OH COLHAJIEH M
CBHETEJbLCTBYET O CINOCOOHOCTH YeJd0BEKa CO31aBaTh CHCTEMY
AU depeHIIPOBAHHBIX 3HAKOB, COOTBETCTBYIOLIUX
aupdepeHunpoBaHHbIM  NOHATHAM. OJHO W TO Ke coolulieHUe,
MOCTPOCHHOE HA  OCHOBE HEKOero JaHHOr0  f3bIKa,  MOXKeT
TPaHCJIUPOBATHCS pa3sHbIMHU cpeacTBaMH. TakoBbl, HanmpuMep, OYKBBI
ykpauHckoro ajngasurta, azoyka Mop3e, penbedHblii eCTUTOYeYHbIH
wpudT JI. Bpaiina paus ciaensix, Jaxke BecbMa CBoeoOpa3Hble CIOCOOBI
HMHTALMU PeYd NOCPeIcTBOM CBHCTKA, KOJIOKOJABYHMKA, TOHIa « T. A. Bo
BceX 3THX CJIYy4YasX ’KMBOii MOTOK peyd MoAMeHeH H300pa3suTe/IbHbIMU
3HAYKAMH, BOCIHPUHHMMAEMBIMH IOCPEACTBOM 3peHUS U OCS3aHHS.
CrenoBaTesibHO, SI3BIK — 3TO €IMHCTBO 0003Ha4Yaemoro (mpeamer,
MBICJIM) U 03HAYaI0Iero (0yKBbl, H300pa:KeHMs1, 3BYKH).

3a  BpeMsi  CyLIeCTBOBAHHSl  LIMBWIM3ALMH  4eJIOBEYeCTBO
BbIPa00Ta10 MHOXKECTBO SI3bIKOB, KOTOpble NPHHATO [eJUTh Ha
ecTeCTBeHHble (MJIM HATypajbHble) M MCKYCCTBeHHble (MAIIUHHbIE,
HHGOPMALMOHHBIE SA3BIKM, S3bIKM-TIOCPEIHUKH MPH MAIIUHHOM
nepesosie). CoOTBETCTBEHHO pa3IMYalOT KOAbI M 3HAKM Kak
€CTeCTBEHHbIX, TAK U HCKYCCTBEHHBIX SI3bIKOB.

EcTecTBeHHBIIi fI3bIK OT/IMYAETCSl OT HCKYCCTBEHHOI'O TeM, 4TO ero
SI3bIKOBbIe 3HAKM BO3HMKAIOT CTHXHHHO, 2 MCKYCCTBEHHbIe 3HAKH
€03/1aI0TCs1 PeTHAMEPEHHO.

EcTecTBeHHBIe SI3bIKH HCTOPHYECKH BO3HUKIIM B Npolecce pa3BUTHSA

Yyes10Beyeckoro odomecrsa. CaMbIM IpeBHHM sIBJIsIeT-
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Cs1 SI3BIK MUMUKH U KECTOB, IOCTABIINNCS YEIOBEKY B HACIEICTBO OT
KMBOTHBIX W 0a3upyIOIIMiics Ha TMEpPBOl CUTHAJIBHOW CHCTEME.
Bropas curHaipHas cucTeMa OTBETCTBEHHA 3a CO3/laHHE U
HCIIOJIb30BAHUE OCMBICIIEHHON WIEHOpa3lenbHOM peun. PazBuBasch
000coONeHHO,  TpyHmaMu, WMeSd CBOM  TEePPUTOPHAIBHEIE,
STHOKYJNBTYPHBIE W JIpyrHe€ IPU3HAKK B XOJA€ OOIIECTBEHHOTO
MIPOMU3BOJCTBA, JIIOAW MCTOPUYECKH BHIPAOOTAM HAIMOHAIBHBIC
SI3BIKK — OCHOBHOW cmoco0 komupoBaHus HH(popmarmm. Kaxmoe
CJIOBO 37ieCh HE OoJee YeM YCIOBHBIM 3HAK, KOTOPBIM JIIOIU
JIOTOBOPHJINCH 0003HA4aTh TO WJIM WHOE NOHATHE, mpeamer. C
€CTECTBEHHBIM $3BIKOM CBSI3aH KOJ NHCHMa, MOSBIEHHE KOTOPOTO
BBI3BAJIO BO3HHUKHOBEHHE TEKCTOBOTO JOKYMEHTa, B YaCTHOCTH
KHUTH.

HckyccTBeHHBIE S3BIKH — 3TO CHENUATBHO pa3pabOTaHHBIE KOBI
Ui OCOOBIX BHJIOB JESTENbHOCTH M TEpefadd CHEeNHaTbHbBIX
cooOmennii. IIpuMepamu MOTYT CIy>KUTh Pa3IMIHOTO poaa MIH(pBHI,
a30yka Mopse, a30yka ¢axkoB Ha (I0Te, MEKITyHAPOIAHBIEC SI3BIKA
U0 ¥ 3CHEPAHTO, SA3BIKM MAIIMHHOTO MPOTPAaMMHpPOBAHUS U T. 1.
HckyccTBEHHBIE S3BIKM  CO3JAIOTCA Il KakoW-mubo memm o
MPUMEHSIOTCA TOT/A, KOT/IA ECTECTBEHHBIE S3BIKHM HCIIOJIB30BATh
3aTPyJHUTEIBHO.

3.4. 3nakoBblii MeToa ¢puKcupoBaHusi HHpoOpMATHH
3.4.1. Tlousrue o 3HaKax

JIOKyMeHT COJIepKUT COLMAIbHYI0 MH(POPMAIHIO, BBIPAKECHHYIO

B 3HAKOBOH (1)OpM€. 3HAaKOBOCTh — OJJMH M3 OCHOBHEIX €TI0
MMPU3HAKOB.
I[OKyMCHT —  OTO O(l)OpMJ'ICHHOC B BHAC COBOKYITHOCTH

MIOCJIEI0BATENIFHBIX 3HAKOB HMH(OPMAIIOHHOE COOOIIeHne. 3HaKH
MOTYT OBITH B popMe OYKB, OTBEPCTHH, TOUYEK, JIMHUNA, IUp | T. M.
Ot (opMBbI 3HAKOB M CHOCOOOB WX HAHECEHHsS BO MHOTOM 3aBHCST
YpOBEHb IMIPEACTAaBICHUS W BOCHPHUATHS HWH(POpMAlUUH, CTEHEHb
UCIIONIb30BaHMS JOKYMEHTOB, KOMIIAKTHOCTh UX XPaHEHUSI.
Wzyuennem 3HaKoB 3aHuUMaeTcs cemuoTHka. Cemuornka (OT
rped. SEMeion — 3Hak, MPH3HAK) — HayKa, W3ydaromas obOuiue
CBOICTBA 3HAKOB, UX CHCTEM M CHTYalli B 4EJIOBEYECKOM OOIIECTBE.
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CemMHOTHKa HM3ydaeTcsi HAa Tpex pa3JM4YHbIX YpoBHsx: 1) cuH-
TaKTHKAa, 2) CeMaHTHKa, 3) nmparMaTuka. CHHTAKTHKA paccMaTpUBaeT
€noco0bl COYeTAaHHs 3HAKOB, BeAYIIMX B KOHEYHOM pe3yJbTaTe K
(opmupoBannio Texcro. CeMAaHTHKA aHATH3UPYET IMOHATHS 3HAYEHUS
U cMbIcJa. 3HAK He TOJbKO 0003HAYAET KAKOW-TU00 NpeaMeT WU
siBJIeHMe, HO MMeeT M CBOe CMbICIOBOe (coAep:KaTesibHOE), H
JKCcNpeccuBHOe (BbIpa3uTeiibHOe) 3HaueHue. IlparmaTuka 3aHumMaercsi
OTHOLIEHHEM «4eJOBEeK — 3HAK».

3HaKkoBble CHCTEMbI, KAaK YyiKe TOBOPMJIOCH, MOTYT OBITh
€CTECTBEHHBIMH  (€CTeCTBEHHbIe, WJIH HATypajbHble $3bIKH) H
HCKYCCTBEHHBIMH (MAaIUMHHBIE, WH(OPMAIMOHHBIE SI3BIKH, S3BIKH-
MOCPEHUKH IPH MALIHHHOM IIepeBoje).

CeMHOTHKA TECHO CBfi3aHA ¢ JIMHIBUCTUKOH. JIMHIrBHCTHKA —
HAyKa 0 fi3bIKe, KOTOPas M03B0JIsIeT OTBETUTh HA BOIPOCHI — 4YTO €CTh
CJI0BO, 4YTO ecTh npenjao:xkeHue. OHa H3y4aeT f3BIK KAK CHCTeMY
B3aHMOCBSI3aHHBIX 3HAKOB.

KnaccukaMu ceMHOTHYECKOW HAyYKH SIBISIOTCS aMepHKAaHCKMIA
yuenblii Yapabp3s Cangepc IIupc (1839—1914) u mBeiinapckmii
JuHreuct ®. ne Coccrop (1857—1913). B nameii cTpaHe BHUMaHHe K
ceMHOTHKe BO3HUKJI0 B 60—70-e rogpt (FO.M. Jlotman, A.M.
KonaparoB). [y 10KyMeHTOBeJeHUsI 0COObIii MHTepec mMpeacTaBJjsieT
KjIaccuukanus 3HakoB, npennoxeHHas A.B. CokogoBbim u C.I.
Kynemosbim.

B mupoxoM cMmbIcie 3HAK — 3TO0 J1000e (U3HUYeCKoe sIBIEHHe,
uMelonee OOINENPHHATYI0O MM Cy0ObeKTHBHYI0 HHTEpPHpeTaluio,
KOTOpasi 00bIYHO 3aBHCHT OT OKPY:Kalowleii cpeasbl.

B 1oKkyMeHTOBeJeHMM 3HAK — MaTepHANbHbIH, YyYBCTBEHHO
BOCIIPUHMMAeMblii NIpeAMeT (ABJIeHUE WM AelicTBHE), BLICTYNAIOLIHI B
Ka4ecTBe NPeACTABHTE/Is APYroro npeiMera, CBOMCTBa WM OTHOLICHUS
H HCHOJb3yeMbld [ (HKCHPOBAHMA, NPHOOpeTeHHsl, XpPaHEHM,
nepepadoTku M mnepeaayu coodwenuii (uudpopmauum, 3HaHuil). 3HaK
ABJIACTCH  CBOCOOPa3HBIM  «aTOMOM» COLMANBHONM HMHGOpMaLUH.
Coo01ieHue MOkeT COCTOATh M3 OJHOI0 MJIH COBOKYNHOCTH 3HaKkoB. Ho
cOO0LIeHUSI MeHee OJHOro 3Haka ObITb He MOeT, 00 OHO He Oyner
HMeTh CO/IepKAHMSA.

3Hak 00/1aJaeT cjleyI0IIMMHU OCHOBHBIMH cBoiicTBamu: 1) umeer
MaTepHuaJibHOe BbIpa:keHue; 2) 00J1a/1aeT 3HAYEHHEM
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3) undpopMupyeT 0 YEM-TO OTJIMYHOM OT Hero; 4) HCHOJBL3YeTCH st
nepenayn MHGopManuu; 5) GyHKIHOHUPYET B ONPEAeICHHON 3HAKOBOM

CUTyalHH.
3HaK HMMeeT BHENIHIOW H BHYTPEHHIOI CTPYKTYPHbIE CTOPOHBI.
Buemnssi cropoHa — 3T0 MaTepHajbHasi 000s104ka 3Haka. Ilpenmer,

KOTOpbIii BBICTYHaeT B POJHM 3HaKa, o00s3aTelbHO oO0j1agaer
omnpeneeHHoii (popMoi, YTOOBLI ObITH BOCHPHUHHUMAEMBIM, CIIOCOOHBLIM
¢uxcupoBaTh 1 nepegaBaTh MH(GpOPMaNNIO B IPOCTPAHCTBE U BPeMEHH.
Kecr, cBer cBerodopa, Mopckoil (iraxHbIi KOJ, 3BYK pedyd He MOryT
CJYKUTH 3HAKAMU JJIs1 JOKYMeHTAa. JlOKy- MeHTOBe/leHUe CBA3aHO JUIIb
¢ GUKCHPOBAHHBIMH 3HAKAMH, MOJY4Y€HHBIMHA MUCHMEHHBIM ILIH WHBIM
cnoco0oM. BHyTpeHHsIsI cTOPpOHA 3HAKA — J3TO €ro 3HayeHue. ITHM OH
OTJIMYAETCs OT APYTUX MaTepPUAJIbHBIX 3HAKOB.

Mexny 3HaKoM M 0003HAYaeMbIM NpeAMETOM, KaK MPaBHJIO0, HET
cxoncTBa. CBsI3b MEKAY 3HAKOM H NMPEAMETOM OCYIIECTBJsAET YeJIOBEK.
Jlioau B 60JbIIMHCTBE CJIy4aeB YCJIOBJIMBAIOTCS B MNPUMEHEHUH TeX WM
HMHBIX 3HAKOB M 3HAKOBBIX CHCTeM. 3HAK MCIOJIL3YyeTCsl ISl epeAayu u
XpaHeHUusl MHPOPMALMH, CIY:KUT CpeAcTBOM KoMMyHukauuu. [loatomy
3HAYEHHUs] 3HAKOB [OJKHbI OBbITh MOHSITHHI BCEM YYaCTHHKAM
KOMMYHUKAUMOHHOT0 mpouecca. Iloka 3Hakm He mNOHATHI (He
pacuiugpoBaHbl) peUMNUEHTOM, COOOIIeHHMe He MOXKeT ObITh
BOCIPUHAITO, a 3HAYUT, JAOKYMEHT He MOXeT BBINOJHUTH CBOIO
CYUIHOCTHYI0O (YHKUMI0O — OBbITb HCTOYHMKOM WH(pOPMAUMH H
CpeACTBOM KOMMYHHKAIIMH.

3HaKk cyllecTBYeT B OmNpeneleHHON 3HAKOBOW cucreme. Byayum
HM3BJE€YEHHBIM M3 Hee, OH MOKeT MOTePATb HJIU TOMEHSITh CBOe
3HAYEHHeE.

3.4.2. Knaccuduxanus 3HaKOB

Knaccupukamuss 3HaKOB — 3T0 MX TIPYNOMPOBKA 1O
onpeaeJeHHbIM NPH3HAKAM.

CyurecTByeT MHOKECTBO Kiaccuukaumii 3HAKOB, pa3padoTaHHBIX
B CEMHOTHKe.

Y.C. Tlupc Beiaeans 3HAKU-KONHM, 3HAKU-TIPU3HAKU W 3HAKH-
CHUMBOJIbI. 3HAKU-KOITUU — 3TO BOCHPOM3BEIEHHS, PENPOAYKINH, foJiee
HJIM MeHee CXOJHbIe ¢ 0003HaYaeMbIM (TakoBbl (oTorpaduu, GuibMsl,
KAPTUHBI, 3HAKU NUKTOrpaduyeckoii nucbMeH-
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HOCTH). 3HAKH-TIPU3HAKH CBSI3aHBI ¢ 0003HAYAEMBIMH NPeIMeTaMH, KaK
JeiicTBHe €O CBOMMH NpHYMHAMH (TO, YTO WHAaYe HA3BIBAIOT
CHMITOMAMH, TPUMeTaMH H T. [1.). 3HAKH-CHMBOJBI B CHIY
3aKJII0YeHHOT0 B HHX HAIVISAHOTO 00pa3a HMCHOJb3YIOTCS IS
BBIpaKeHHsI HEKOTOPOT0, YaCcTO BeCbMa 3HAYHTEILHOI0 H OTBJI€YEHHOT'0
coziep:kaHusi (HampuMep, M300pakeHNe IpeBHErpevYecKoii TeaTpaIbHOI
MacKM KaK CHMBOJ coBpeMeHHOro Ttearpa). CJi0OBO «CHMMBOJ*
yHoTpeodIsieTcsi ¥ MPOCTO B CMbIC/IE «3HAK®.

IMockoJbKY B /TOKYMEHTOBEIEHHH HCHOJIB3YIOTCSI Tpekae BcCero
3HAKH, CNOCOOHbIE BBINMOJIHATH POJbL CpPeICTBA 00MeHa TOKYMEHTHOIt
uHopManueii Mexay J0JbMH, HauboJiee NMPUEMJIEMON SIBJsieTCA MX
TPyNIHPOBKA N0 XapaKkTepy MPOHCX0KAeHHsI H (opMe CylIeCTBOBaHHSI,
pa3padorannas C.I'. KyjgemoBbsiM 1 A.B. CokoJ10BbIM.

Pa3nnyaior 3HAKH SI3BIKOBBIE H HESI3BIKOBBIE.

3Hak A3bIKOBOIi — eaMHMUA sA3bIka (MopdeMma, cJI0BO,
cJI0BOCOYETAHHe, TPENI0KeHNe), KOTOpasi CJIY:KUT I 0003HAYeHHS
TpeIMETOB WJIN SIBJIEHUH AelCTBHTENLHOCTH, a TakKKe OTHOLIEHMI
MeKIy JIeMeHTAMH SI3bIKAa B TeKcTe. 3HAK SI3bIKOBO /IBY- CTOPOHEH, OH
COCTOUT U3 0603HAYAIOLIET0 H 0003HAYAEMOTO.

Hesi3pIk0BBIE 3HAKH TaK)Ke CIOCOOHBI CIY;KHTH CPEICTBOM 00MeHa
JAOKYMEHTHOIi HH(popMamueil MexXIy JTIOIbMH.

K HesI3bIKOBBIM 3HAKaM OTHeCeHbI CHMBOJBI, TOBapHbIe 3HAKH,
My3eifHble IKCHOHATHI, (poTorpadum, o06pa3ubl MOpPoA, MCTOpPHUECKHe
PeJIMKBHH, BKJIIOYasi OPYAHs TPYAa, apXUTeKTYPHbIe MAMSITHHKH.

Yame Bcero cpead HesI3bIKOBBIX 3HAKOB HCHOJIB3YIOTCS 3HAKH-
H300pakeHHsl CYHIECTBYIOIINX WJIH YCJOBHBIX 00BEKTOB, coAepiKaline
HX cXxeMaTH4Hoe o6o3HaveHuwe. OWM JesATCS Ha 3HA- KH-CITHKYEPHI»,
3M0JIeMHBIe U BellleCTBEHHBIE.

3HaKku-«MUKYephl» (aHri, picture — KapTMHA, PHCYHOK,
KHHOGWIBM, Kaap (UIbMAa) — 3TO NPOM3BENCHHS KUBONHMCH, B TOM
yuciae rpaduKH, XyA0:KeCTBEeHHOI BBIIIUBKH, XY/0/KeCTBEHHON pe3bObl
o JepeBy, MeTajly, (ororpapuu (BkIw4yas KuHopuiabmbl). Hx
NPUHATO HA3BIBATh MKOHHYECKUMH (T. €. 3HAKaMU-u300pa:keHusimu). K
HHM, KpoMe 00beKTOB KHBOINHUCH, KOTOPble QUKCHPYIOTCSI HA HOCHTeJle,
MO’KHO OTHECTH M CKYJBLOTYPY, XOTSl OHAa SIBJIsieTCSl BellleCTBEHHbIM
3HAKOM.
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JRAKH RINKOBME Jmaxn-mao0paxennn
(Hen3amKonMe)
] [}

3maxa 3maxn Smaxu-oHKuepn
HCKYCCTRICHEMX SCTECTIERNMX

AINKON AINKOD

Bemecroenune
— Creronne Yernoro sauxas
Inbaennne
—> Ipadxueckne Aauxa mecros
—> 3eyxosme TiMcomeMHOrO RINKE
1
Ipaduueckue Bemecraenune
OMOyIeMHbIe 3HAKH — pa3Hoo0pa3Hasi 3M0JeMaTHKa (BOeHHas,

CNOPTHUBHAsA, TOProBo-pupMeHHas, repajbandeckasi, Mugonorndeckas,
AOPOKHAA U T. IL.).

3HakH BellleCTBeHHbIe (TPpeXMepHble) — 3TO CKYJBLNTYPa, MaKeThl,
MOJeJH BBICTABOK, My3eeB M T. n. Cpeau HUX — pa3HooOpa3Has (B
00IbIIMHCTBEe — 00PAI0Bas) BellleCTBEHHAs CHMBOJINKA, 03HAYAIOLIasI
pa3Hble NOHATHA (XJ1e0 M COJIb — 3HAK NPUBETCTBHUS M APYKObI, KOJIbLO
HA YeTBEPTOM NaJiblie — 4YeJ0BeK KeHaT — U T. I.) Takum odpasom,
(GyHknus M 3HaueHHe 3HAKA NPHIAKOTCH OTAEIbHBIM IpeAMeTaM B
KOHKPETHOH cHUTyaluu. JTO ’Ke OTHOCHUTCH U K 00beKTaM JIKCHO3UIHUA
My3eeB, 300MAapKOB, OOTAHHYECKHX CaJ0B, BBICTABOK H T. 1L
PaccMoTpeHue Takux 00beKTOB KaK HOCHTeJIel OnpeaeaeHHOro 3HaKa-
cOO0LIeHUS BO3MOXKHO JIMIIb B IIpefejax CcaMoil 3IKCHO3HIUH.
N3BieyeHHbId M3 Hee NpeaMeT YTpauMBaeT CBOHl 3HAKOBBIN CTaTyC
(xJ1e0 Ha cToJjIe
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BHE 00psifa BCTPEYH NOPOTHX TOCTEH WM CENbCKOXO3SHCTBEHHOU
BBICTaBKH He (PUKCHPYET HUKAKOH COIMaNbHON HHPOPMALINN).

@dopma 3HaKa-CHMBOJIAa MOXET OBITh pa3IWYHON: OykBa, nudpa,
orBepctre (mepdopanus), TOUYKA, JUHHA, penbed U Apyrue
creluanbHbIe 3HaKH WM Koxbl. OHU co3/aHbl 111 (pUKCHpOBaHUS U
mepenadyn conuanbHOi wnHpopMammu. OAHM W3 HHUX ITOXOOHBI
n300pakaeMoMy, IpYTHe HOCST IEJIEBOM XapaKkTep M HE ITOXOXH na
0TOOpaKEHHBIH TIPEIMET HIIH SIBIICHHE.

[lepBeie co3maroTcsi myTeM Ooinee WJIM MEHEE TOYHOTO
KOIIMPOBAHUS PEANBHBIX 00BEKTOB WM ABIeHUH. OHU HECYT HKOHH-
YecKre HEsA3BIKOBBIE 3HAKH, MONOOHBIE MO (opMe 0003HauYaeMbIM
o0bekTaM. JTO pUCYHKH, GoTorpaduu, KHHOQUIEMBI, THATTO3UTHBHI,
BuneopunbeMbel. B oTnMuMe OT MKOHMYECKOTO, 3HAK-CHMBOJ HE
00513aH MMETh CXO/CTBAa C TE€M IIPEIMETOM WM SIBICHHEM, KOTOpPOE
oH o6o3Hauaer. J[ms TOro, dYTOOBI TOHSATH (pacmuppOBaTH)
nH(pOopManuio, YeI0BEK JOJDKEH 3apaHee 3aydHuTh 3HaueHHe 3Haka. K
JIOKyMEHTaM, HCIIOJIb3YIONINM SI3BIKOBBIE 3HAaKH — YCJIOBHBIC
0003HAUEHMs, OTHOCSTCS BepOanbHBIC (CIOBECHBIE) JOKYMEHTHI
(kHUrM, OpOIIIOPBI, J>KypHAJbI, Ta3eThl, OIJJIETEHH U T. I.) H
uaeorpapuyeckue JIOKyMEHTHl (reorpaduyeckne KapTbl, HOTHI,
YEPTEXKH).

3.4.3. 3Haku nucbMa

[MuceMo — 3HaKoBas cucteMa (UKCALMK PEdH, MO3BOJISIONIAs C
TIOMOIIBI0 HauepTaTeNbHBIX (TpaMuecKuX) 3JIEMEHTOB IepenaBaTh
pedeBylo HH(POPMAIMIO Ha PACCTOSIHUY U 3aKPETIISATH €€ BO BPEMEHH.

Cucrema mHcbMa XapaKTEpU3yeTCs IOCTOSIHHBIM —COCTaBOM
3HAKOB, MPHUYEM KaXIbIH 3HAK IepefaeT JuO0 Iiesoe cIoBO, JIMOO
MIOCJIEI0BATEILHOCTD 3BYKOB, JIMOO OTAENBHBIN 3BYK peun. Cucrema
IFCbMa TECHO CBsI3aHa C MUCHMEHHOCTBHIO.

[lucbMeHHOCTP —  COBOKYIHOCTb  IHCBMEHHBIX  CPEACTB
(uKkcupoBaHMs M Tiepefadyn MHGOPMAIMH, BKIIIOYAIOIINX HOHITHE
rpaduky, andasura u opporpagun Kakoro-nmdo sS3bIKa WK TPYIIIBI
S3BIKOB, OOBEIMHEHHBIX OJHOM CHCTEMOW IMCbMa WM OJHHM
andaBuToM. B 3TOM CMBICIIE MOXXHO TOBOPHUTH 00 YKpawHCKOM,
AHIIINICKOM, apaOCKOW U Ap. MUCEMEHHOCTH.
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IlepBoHayaabHO [JJs mepeJadyd HHMPOPMALUH HCIOIb30BAIH
npocThble 3HAKH NHCbMAa: PHCYHOYHOe, NMUKTOrpadguyeckoe INHCHMO,
Oup:Ku, 3apy0KH, BAMIYMBI, KHITY U T. 1.

Bamnymbl (MHauiickoe wampum, cokp. ot wampumpead — Hutu ¢
HAHM3AaHHBIMH HAa HHMX pPaKOBHHAMHM) — Pa3HOBHAHOCTH T. H.
NMpeIMEeTHOr0 MHCBMA Y CeBePOAMEPHUKAHCKUX HHelileB (MPOKe30B,
rypaHoB u 7ap.). IlpeacraBasier co0o0ii mosic, CIUIeTEHHBIH M3 HUTEN,
YHH3aHHBIX pakoBuHaMu. KoJjnyecTBO, IBeT M B3aHMOPACIOJI0KeHHE
PAaKOBHH HMEIOT CHMBOJIMYecKoe 3HaueHHe. MHoraa Ha BaMIyMbI
HAHOCHJIMCh  PHCYHKH, YTOUYHSIIOIME COJep:KaHHe, YACTO OHH
BBINOJHSIN (YHKIUIO JeHer.

Kuny — xoMOHHAIMH Y3710B U CIUIETEHUHU IIHYPOB.

IlepBonauyanbHoii ¢opMoii mucbMa OBLJIO PHUCYHOYHOE MNUCHMO,
KOTOPBIM MO0JIb30BAJICH JOHCTOPHYECKHii YesoBek. PHcyHOYHOe mHCHEMO
nepeaaBajo 0ojee HJIM MeHee CXeMATHYHBIMH PHCYHKAMHU KOHKpPETHbIe
npeaMeThl.

N3 pucyHouHoro koga mpumepHo B cepegune IV Twic. 10 H. 3.
pa3BUJIOCh MUKTOrpaduyeckoe MUCHMO.

Puc 3. ITuxkrorpaduueckoe nucbLMo

IMukrorpadus (;at. PiCtUS — pHCOBaAHHBII, KMBOMUCHBIN, rped.
grapho — mnmmy) — papeBHeifluuii BHA NHCbMAa, MHCHMO PyKamH.
Yc10BHBIMH PHCYHKAMHM H300pa’kajii He TOJbKO NpeaMeTbl, HO U
AeiicTBusA, coOBITHA, T. e. Heaoe coodueHne. [asi muktorpagum He
Hy:keH angaBuT, T. e. Ha0Op ompejeIeHHbIX 3HAKOB, He00X0IUMO
TONBLKO M300paxkaTh NpeAMeThl M CHTyaluu (HampuMmep, 4YejloBeKa,
JIOAKY, OXOTY H T. J1.).

«HuTaomuii* MTUKTOrpaMMy He CBSI3aH KAKHMH-JIH00 NMPaBHJIAMH
yTeHUs (KaK, Hanmpumep, B OYKBEHHOM IHCbMe), OH JOJKeH JHWIIb
y3HaTh, MPaBHJILHO ONO3HATH HM300paxenusi. Tak, npuBeneHHas 3]ech
3CKMMOCCKasi MIKTOrpaMMa YHTaeTcsl cefAyImuM odpasom: «Yenosex
noies Ha 0X0Ty, 100bLI LIKYpPY 3Beps,
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3aTeM JAPYIyl0, OXOTHJICS HAa MOpP:Ka, Ioexajd Ha JIOAKe C JAPYTHMH
OXOTHHKAMM, 32HOYEBAI».

HexoTopble BuAbI NMUKTOrpaguu HCNOJIL3YIOTCS M B HAIIM JHHU.
Hanpumep, Ha BbIBeckax: HM300pazkeHbl OOTMHKM — 3HA4YMT, 31eCh
YUHAT 00yBb, HAPHCOBAHBI YaChl — MACTEPCKAas M0 PEMOHTY 4acoB H T.
A. MHoraa muKTOrpaMMBbl pacCYUTAHBI HA JIIO/eH, He 3HAIOLINX fA3bIKA:
HanpuMep, B FOCTHHHHIAX /ISl MHOCTPAHIEB y KHOMOK 3BOHKOB B
HOMepe — wu300pakeHue yOopuuuUbl, OQUIUMAHTA U T. 1L
IMuxTorpajguyeckoe NMUCbLMO BCTpe4YaeTcsi y HAPOAOB, He MMeEIOIIMX
co0CTBEHHOIf MUCbMEHHOCTH.

IlockoabKy mnocpeacTBOM NHKTOrpa@M4ecKoro MHCbMa HeJIb3s
BBIPa3UThL a0CTPAKTHbIE MOHSITUSI H MBICIH, HA §0Jlee BLICOKOM YPOBHe
pa3BUTHSA 00IEeCTBA BO3HHK/IA MOTPeGHOCTH B HOBOM THIlEe MHCBMA —
uaeorpaguyeckom.

B  wupeorpaguueckoM  mucbMe  3HAK-PUCYHOK  NOCTEeNeHHO
npeBpamiaercss B <«GHaK-uaew» (ugeorpammy). B 3ToM ciaydae oH
O03HAYaeT Y:Ke He caM H300pakaeMblii KOHKPeTHBIH @peaMeT, a
accouuupyemoe ¢ HMM 0000meHHoe mnoHsTue. Hanmpumep, kpyr c
pacxoAsiliuMucs Jy4YaMH O3HAa4YaeT Y)Ke He «COJHIEe», a «Kapy»,
«TeIJI0», «TOPSIYUiD» WM «Temasli». CTapen, onupamInuiics Ha MAJIKY,
03HAYaeT CTApoCTh M T. I

Pa3HoBHaHOCTBIO HAeorpauyecKoro siBjsieTcsi Heporiaupuyeckoe
NMUCbMO, HCHoJib3yemMoe ¢ koHuma IV Twic. n0 H. 3. Heporim¢p —
YCJIOBHBII u300pa3uTeIbHO-00pa3HbIii rpaguyeckui 3HAK
uaeorpagpuyeckoro nucbmMa, 0603HaYAOMMI cJ10Ba (MOHATHE), CJIOTH U
3BykH. TepmMun «ueporaupuyeckuin> npuMeHsieTcs1 U M0 OTHOLWIEHUIO K
3HAKaM APYIruX cucTeM nuchbMa. Tak, meporiandaMu Ha3bIBAIOT 3HAKH
apeHeiimero (II Tehic. 10 H. 3.) M COBPEMEHHOI0 KHMTACKOIO H
SIOHCKOr0 MHCbMA, 3HAKHM He KJIMHONMHCHON, a u300pa3uTeJbLHOM
pa3HoBuaHOCTH XeTTckoro nucsma (II—I Teic. g0 H. 3.) u ap.

3Hak B uaeorpadguyeckomM nuchbMe npeppamiaercs B 00pas- CHMBOJL
OH cTraHoBuTcsl 00Jiee 00001IEHHBIM, cxeMaTHYHBIM. O0pa3-cuMBOJ —
3T0 HepexoAHas CTYNeHb 0T 0e3yCJOBHOr0 M300pa)kKeHHsl K YCJI0BHOMY
3Haky. OaHako 3HaKkM HaeorpagpuyecKoro nHcbMa — HAEOIPAMMBI,
Heporiugbl — He MOIJH CIYXKHUTb I IpaguuecKkoro u3o00pazkeHUus
3BYKOB pe4H.

Croco0 0603Ha4eHNs 3BYKOB Pe4YH ¢ IOMOIIBLIO rpaduyecKux
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3HaKOB BHepBble ObL1 u300pereH y:xke B III Thic. 70 H. 3. mymepamu,
co3aaBmiMMH B JIBypeube (00.1aCTh, PACHOJIOKEHHAS] MeKIY peKaMH
Turp u EBdpaT) camyio JpeBHIOI0 M3 3eMHBIX HUBHIM3ANUi. Xo0TsH
IIyMEpPCKOe MNHCbMO, KaK M JpeBHEErunerckoe, HaxO0JWJIOCh Ha
NMepPexoJHOil CTaguH OT CJIOBECHOI0 K CJI0roBOMY, HepBbIi wIar K
rpaguuecKomMy H300paskeHHIO pedH ObLT yiKe c/1eTaH.

Puc. 4. Erunerckue neporiangni

EruntsiHe W UIyMepbl IOJb30BAJKUCH TPeMsi Pa3HOBUIHOCTSIIMH
3HAKOB: JiororpaMMamu, (oHOrpaMMamMu M JerepmunatuBamu. Ilpu
ITOM OJHH H TOT e 3HAYOK MOI B pa3Hoe BpeMsi BbICTYNATh BO BCeX
Tpex KadvecTBax. JlororpamMma CHMBOJH3HPOBajia OTIe/IbHOE CJIOBO,
HMeJla PHCYHOYHBIN XapakTep M 0003HA4Yalla KOHKpPETHbIe 00BEKTbI,
TaKue, KaK pyKa, NTHLA, 10M. AGCTPaKTHbIe MOHATHS (AylIa, KU3Hb,
THEB) NepeIaBaInch Mo-
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cpeAcTBOM pe0ycoB, OCHOBAHHBIX HA CXOJCTBe B 3BYYaHHH Pa3HBIX
cjioB. C moMompbi0 3TOro NpHeMa MOKHO H300pa3uTb, Hampumep,
HelepefaBaeMoe KAPTHHKOH IOHATHE «AKIIATHCS» H300pakeHHeM
“KHBOTHOTO sika. [IpuMepHO TakuM NyTeM JII0AU BIepBble MOJOLLTH K
MOHHMMAHUIO  CYIIHOCTH cjJd0ra M (hoHeTHUeCKOro  CTpOeHHUs
MHOT'OCJIOKHBIX CJI0B.

Bo m30e:kanme NyTaHWUIbBI NMPH YTEHHH TEKCTOB, HACHIIIEHHBIX
pedycaMu, CTaJdM HCHOOJb30BAaTh [JeTePMHHATHBBL. JTH 3HAKH
o0o03HAYaIM 00IMe KJacchl MOHATHI M CTABMIMCh PSAOM ¢ TeMH
c10BaMH, B OTHOIIEHHMHM KOTOPBIX CYIIeCTBOBAJa  ONACHOCTH
pa3HouTtenuii. Tak, eciM NMPOAOKMTH YCJIOBHBIH NpUMeEpP €O CI0BAMH
«AK» U «AKIIATbCS», TO 0KOJI0 MePBOro J0JIKeH CTOSITh AeTepMHHATHA
«GKHBOTHBIE», a MO/AJIe BTOPOr0 — JeTePMHHATUB «00ILIeHHe JII0Aei».
Hcnonb3oBaHue Tex ke Tpex 3HAKOB — Jiororpamm (uepor.ugos),
¢oHeTHYECKHX 3HAYKOB M 1eTEePMUHATHBOB (WM KJII0Yell) coXpaHsieTcs
U B COBPEMEHHOM KHTAiiCKOM MHCbMe, PAa3BHBABIIEMCS COBEPIIEHHO
HE3aBHCHMO OT A3UATCKHX U erHMNeTCKON MUCbMEHHOCTEH.

I[Ipomio HecKONbKO CTOJMETHH, NMpekae 4YeM AHTHYHbIE TIPeKH,
OTTAJIKHBAsICb OT OTKPBITOr0 IIyMepaMH W Pa3BUTOT0 CEMHTAMH
CJI0roBOro MHCbMA, HAYYMJHCh pa3jarate cJI0Ba Ha (OHEMBI,
3aMUCBHIBATh 3BYYAINyI0 peYb C IMOMOLIBI0 OYKB, 00beIHHEHHBIX B
cucTemy ajadasura.

CreayomyuM BasKHBIM IIAroM SIBUJIOCH (pOHeTHUYECKOe NMHCHMO, B
KOTOPOM $I3BIK HaIesd JJIsl cedsl afeKkBaTHOe rpadguyeckoe BbIpaKeHHe.
@oHeTHYECKOE MHCHMO MOKHO CYHTATh CAMBIM TOYHBIM H300pa:keHHeM

peun.
Pa3Butne ¢oHeTHYECKOr0 MUCbMA JAeaUTCs Ha aABa 3Tana. IlepBblii
— 3T0 OYKBEHHO-CJOroBOe NMHCbMO — KJIHHONMHCHOEe, BO3HHKIIee Ha

pyoe:xe IV—III TbIC. 10 H. 3. BTopoii — andaButHoe mucbmo (I Toic. 10
H. 3.), B KOTOpOM Kaxaoii rpadgeme (0yKBe) COOTBETCTBYeT MJIHM
NEePBOHAYAJbHO  COOTBETCTBOBaJa (oHema (3Byk). bykBa —
rpaguyeckuii 3Hak WM Jurepa. COBOKYNHOCTH OYKB, IPHHATHIX B
JAHHOW NHMCbMEHHOCTH M PACHOJIO’KEHHBIX B ONpPeJeJIeHHOM IOpsIKe,
HA3bIBAIOT a30yKoii (110 MEePBBIM CJIABAHCKUM OyKBaM — a3 U OyKH).

Bo3Hukmiee Ha (a3e IpeyecKoro, JATHHCKOe IHCbMO IOCIYXKHUJIO
OCHOBOJ /IJIs1 00JILINMHCTBA COBPEMEHHBIX CHCTEM IHCh-
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Mma. B XII—XIII BB. c1aBsiHe Takike 3aUMCTBOBAJIM IPpeyecKoe MUCbLMO.
C xonna IX B. cymecTBoBaI0 Ba MUCbMa — IJIAT0JIMIA U KHPWILIAIA,
otanvamoummecs: ¢popmoii 0yks. 3atrem B X— XI BB. B KueBckoii Pycun
KMpWLIMLA BbITecHsieT riaaroauny. B XVIII B. nosiBisiercs cKOPONMCH,
a B XIX — navase XX B. — rpaxkaaHckoe NMcbM0, WJIH TPAKAAHCKHUH
mpHuQT, T. €. COBpeMEHHOe MHCHMO.

Ipudr — rpaxkaanckass ¢popma 3HAKOB ONpeAeleHHONH CHCTeMbI
nuceMa. B 3aBHCHMOCTM OT TeXHMKHM HCHOJHEHHMsl pa3jn4yanT
PYKONIMCHBI, PHCOBAHHBbI, TIPABUPOBAHHBIN, Ha0OpPHBbIH MWPUPT
(mocyeaHuii npeacTaBaseT co00if KOMILUIEKT JIMTep AJIs PY4YHOro Habopa
TeKcTa), HabopHble MPHQTHI HA3BIBAIOT TUNOTPa(PCKUMU.

AndaBUTHOE NHCBMO YaCTO HA3bIBAOT  CJIOBECHBIM  MJIM
BepOaJbLHBIM.

IIucbMeHHoOe [OKYMEHTHpPOBaHMe sIBJsieTcsl BbIciedl  ¢gopmoii
pa3BUTHS.  KOMMYHHKALMOHHOH  cHcTeMbl  «s3bIK».  MMeHHO
NUCbMEHHBbIH MOKYMEHT CTajd OCHOBON s ()OPMHPOBAHHUS TaKOIo
€J10KHOTO M MHOTOTPaHHOTr0 JIoKyMeHTa KaK KHHra.

3.5. JIokyMeHT Kak 3HAKOBasl cHCTEMA

JoxkymeHT mpeacraBjsieT co000ii 3HAKOBYI0 cHcTeMy, T. e.
MaTepHaJbHBIH TOCPeIHMK, CJHYyXKalUid Oo0MeHy CceMaHTH4YeCKOu
uHpopmanueii Mexkay ABYyMs APYTHMH MaTepHATBLHBIMH CHCTEMAaMH.
Hanpumep, Me:kay aBTOPOM M peajbHO CYIIECTBYIOIIHM MHPOM HJIH
aBTOPOM (KOMMYHHMKAHTOM) M YUTaTeJeM (PelHIIHeHTOM) HCIO0JIb3YyeTCsl
COBOKYNHOCTb BH3YAJIbHO (a TaKyke Ha CIyX, NyYTeM OCSI3aHUs)
BOCIIPHMHMMAeMbIX IIPH(PTOBBIX, rpa@UyecKHX WIH HHBIX 3HAKOB,
BOCIPOM3BEIEHHBIX HA JHCTOBOM (KApPTOYHOM WJIH HHOM) MaTepHaje
PYKONUCHBIM, MNOJUIPaPUUECKHM, IEKTPOHHBIM WJIM  JPYruM
cnocodom.

K cBoiicTBaM J0KyMeHTa KaK 3HAKOBOIl CHCTeMbl OTHeceHbI: 1)
oco0eHHOCTH (pOpMBI 3HAKOB, B KOTOPBIX BOILIOmMaeTcs HHGopManus;
2) cmocodbl HaHeceHusi (puKcHMpoBaHHsI)) 3HAKOB; 3) cHOCOOLI
BOCIIPHUAITHSA 3HAKOB.

3HakoBasg cucTeMa o00/1a1aeT OIpeAe/ICHHBIMH cBolicTBamu: 1)
3HAKH CBSI3aHbI B Hell Mexkay c000ii onpene1eHHbIMH IPaBU-
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JlaMM TPaMMaTHKH, 2) HOBBIC 3HAKH BBOAATCA B CHCTEMY HE
MIPOU3BOJIFHO, @ HAa OCHOBE MpaBWJI; 3) 3HaUEHHE 3HAKa B CHCTEME
3aBHCHUT HE TOJIBKO OT HET'O CAMOTO, a OT €0 MECTa B CUCTEME;

4) cucTeMa COCTOUT M3 KOHEYHOTO (XOTSI M HE BCET/ia MOCTOSIHHOTO)
YHUCJia JJIEMEHTOB (3HAKOB), M3 KOTOPBIX MOXET OBITH COCTaBJICH
CJIOBaphb; 5) OCYIIECTBHM TepeBOA (3aMeHa) OJHOW 3HAKOBOM
CHUCTEMBl Ha [Ipyryw; 6) 3Haku (QUKCHPYIOTCS OIHHM WU
HECKOJIbKUMH CIIOCO0aMH.
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B wuwactHOocTH, HOTHag 3amuch (KOTOpas HE TOXAECTBEHHA
MY3bIKE) MMEET CBOM OCOOEHHOCTH. B KaxmoW cucreme HOTHOM
3anucu (B CKPUIIMYHOM, 0aCOBOM KIIIOYE, KIIIOYAX «I0», HU(POBOM
CHUCTE€Me, KPIOKOBOM IHCHbME) CYNIECTBYIOT CBOM IpaBuia. HoTHble
3HAaK{ MOTYT BBOJAUTHCS TOJIBKO Ha OCHOBE CYIIECTBYIOLIMX HMpPaBUII
(KaK B HOTHOM 3amiCH — HOTHI Ha JI00aBOYHBIX MecTax). 3HaUeHHE
HOTBI OIpeNeNnseTcs B 3aBUCUMOCTH OT MecTa B CHUCTeMe (B
CKpUIIMYHOM KJIIOYE€ Ha IIEPBOM JIMHEMKE O3HAdaeT «MW» IEpBOU
OKTaBbl, B 0ACOBOM — «COJIb)» OOJIBIION OKTaBbl). UHCIIO HOTHBIX
3HaKOB OTpPaHUYEHO, BO3MOXHO COCTaBJICHHE «CIIOBaps» (3THM
3aHMMaeTcs HOTHas TrpaMoTa). MOXKHO NEepeBeCTH 3HaMEHHOE
(KprOKOBO€) NMHCHMO B HOTHYIO 3allUCh, & HOTHYIO 3allliCb — B
nuppoByI; HAIMCaHHOE B 0acoBOM Kioue O003HAYUTH B
CKpUITMYHOM ¥ HaoOopor. HorTHas 3anuck MoOXeT OBITh
OCYIIECTBIIEHA OT PYKH, MAIIMHOIUCHBIM, MOJUIpapUYECKUM WIN
JIPYTHM CIIOCOOOM.

3HaKOBOCTHIO 00JIalaeT HE TOJBbKO HWH(pOpMAlMOHHAS, HO W
MaTepHalibHasl COCTABIAIOIIAs JOKYMEHTa, €ro BelIeCTBEHHAS
OCHOBa M KOHCTpPyKTHBHas ¢opma. B3sTelii B mnepcrexTHBe
CEMHOTHKH, TOKYMEHT — 3TO HE MPOCTO «YyHMaKOBKa» IS TOW WIIH
WHOM uJeu, a 3Havaui npeamet. [loka KHUTa JIeKUT Ha CKIlaje, OHa
0e3rylacHa, HO CTOMT B3SITh €€ B PYKHM HJIM NOCMOTPETh Ha Hee Ha
OMOIMOTEYHOI MMOJIKE, KaK OHA HAYWHAET TOChUIATh CUTHAIIBI, 3HAKH,
nH}pOpMaIKIO, cOO0IaeT, KTO €€ CO3/Jall, KAKOB €¢ BHEUIHWI BHUI.
WHdopmaTuBHOCTh  (3HAKOBOCTh)  JIOKYMEHTaZ BO  MHOIOM
OTpesessIeTCsl €r0 AU3aiHOM, CTPYKTYPOH U colepKaHHeM HayJIHO-
CIIPaBOYHOTO amIapara, WUTIOCTPUPOBAHHBIM CONPOBOXKICHUEM HITH
MJUIIOCTPATUBHOM MHTEPIPETALIMEH TEKCTA.

OOmmit cTuinp W3maHWs, ero au3aiH; Qopmar, Oymara,
KOMITO3HMLIMSI 3IEMEHTOB, BBIPA3UTEIbHBIE CPEICTBA HaOOpa, yMeno
monoOpanHas mpudToBas TapHUTypa — TNPAMO WIH KOCBEHHO
pacuMpsoT €ro HMHPOPMATUBHOCTb, JCHCTBYS Ha IOJCO3HAHUE,
dbopMHUpPYIOT  OmpeneNieHHbIi  00pa3  BpeMEHH, B  KOTOPBIA
BIIUCBIBAETCS TEKCT IPOM3BENEHHUS, B ONPEACICHHOM KIIIOYE
pexuccupyloT ero Bocnpustie. MHdopMannoHHas poib BceX ITHX
Kak Oynro Obl BHEHIHUX 3JIEMEHTOB, (OPMUPYIOIINX H3JaHUe,
0COOCHHO YBEIWYMBACTCS, KOIAAa IPHUXOAUTCS HUMETh IEI0 C
H3JaHUAMH IPOLUIBIX BEKOB U JaXe JECATUICTHIA.
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I'maBHOii ceMHMOTHYECKOH 3HAKOBOH MOJCHCTEMON [OKyMeHTa
siBJjsieTcsl TeKeT. IMeHHO oT ¢opMBbI M crocoda 3aMUcH TEKCTa 3aBUCHT
YPOBeHb MH(POPMATHBHOCTHU IOKYMEHTA, OTHECEHHE K TOMY MJIH HHOMY
BUAY, TuIy, pa3HoBuaHocTd. Ero pacnosioxkenue, mpudrToBoe
oopmiieHHEe, CBfI3b € JIONOJHHUTEIbHBIMH TEKCTAMHM, HAY4YHO-
CNPAaBOYHBIM aNMNapaToM — TakKxe (OPMHUPYIOT 00pa3 JOKYMeHTA.

HaaocTtpanmu  — ToKe 3HaKoBasi IMOJACHUCTEMa, Ba)kKHeiilee
cpeAcTBO pacuidpenuss MHGOPMATHBHOCTH M31aHusl. B pykomucHbIX
KHUTax OHM CJIYKWJIH H300pa3suTe]IbHBIM KOMMEHTapueM, H00
HWLTIOCTPaTop ObLI  YHTaTeJleM M JaBaJl CBOK  TPaKTOBKY
npouynTaHHoro. WMiunocTpaTUBHAsI HHTEPNpPETAlMsT TEKCTa MOXKeT
HMeTh Pa3IuYHYI0 HH(OPMALMOHHYK) OKPACKY: HCTOPHKO-OLITOBYIO,
COLHAJIbHYI0, CTWIEBYIO, (ujiocodcKylo, NCUXO0JOTHYECKYI0, HO OHA B
JI000M ciyyae HH(OPMATHBHO U AKTHBHO Y4YacTBYeT B CO3JaHMU
o0pa3a KHUTH.

HUHpopMaTHBHOCTL ONpeeIeHHOr0 3K3eMILIApa AOKYMEeHTa BO
MHOIOM 3aBHCUT OT HCTOpPMM ero ObIToBaHMsI M ¢opMupyercs
«caeqaMHu*, KOTOpPble OCTABMJIM HA HEeM BpeMsi H  BJaJeblbl.
Baagesbueckne  mepemieTbl, IKCJIMOPHCHI, SIPJBIKH  KHHKHBIX
MAara3uHoB M ayKIHOHOB, IUTAMIIbI OUOJIMOTEK, B KOTOPBIX XpaHUJICSA
IK3eMILISIP; JAApCTBeHHbIe M BiajebyecKHe HAIMUCH, aBTOrpagsl,
MapruHajJbHble 3alHMCH, 3aMeTKH HA BHEIIHUX JHUCTAX H B KoJodoHe
HMHOIa CO3AAI0T YHHUKAJIBHYI0 aypy He TOJbKO 3K3eMILIsApa, HO M
BJIaJIeJIbIIA, 3MMOXH, KYJbTYpHI, od1aa101Ly 10 OrpoOMHOIi
HH()OPMANMOHHOM LIEHHOCTHIO.

UHdopManMOHHAS HEHHOCTh JK3eMILIAPA MOXKET 3HAYUTEIbHO
BO3PACTaTh M NPUOOPETATh MHYI0 OKPACKY B CHEeLUAILHO MOA00PAHHOMI
KOJUIEKIIUH, OMOJHOTEYHOM WJIM CNPaBOYHO-UH(opMauuoHHoM ¢onne,
B (poH/€e peIKNX KHHT, MePeBOIOB M T. 1.

3.6. Cmoco0bI 1 cpecTBa 3anMcH HHGOPMALMH

3anuck HHPOPMALUH - 3TO c0cod PUKCHPOBAHUA HHPOPMAIIMH Ha
MaTepHAJbHOM HOCHTEJIe.

B Hacrosiee BpeMsi HCHOJIb3YIOT CHCTeMbl 3amucH MH(popmanuu
(pyuHyo, MeXaHHYeCKYI0, MAarHUTHYIO, ONTHYECKYIO,
(oTorpaduyeckyio u 3J1eKTPOCTATHYECKYIO), 2 TAKIKE CHCTEMBbI BOe-
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npousBefeHuss  uMHGopMauuu  (py4Hylo,  HOJHMrpaduyecKyro,
MEXaHNYECKYI0, MAarHUTHYIO, ONITHYECKYI0, AIEKTPOCTATHIECKYIO), U,
HaKOHell, CUCTEeMbI CTUpaHHus HHpopMalmu (py4yHyI0, MarHUTHYIO,
ONTHYECKYIO U TEIUIOBYIO).

B 3aBucumoctn ot cmnocoba (uKcHpoBaHUS HMH(POPMAIUU
pa3nuyaoT PYKONHUCHBIN, MEXaHUYECKUM, MAarHUTHBIM, ONTHYECKUH,
(doTrorpaduyeckuii, 3MCKTPOCTATHUECKUI TOKYMEHTHI.

[TepBeiM criocoboM  (ukcupoBaHHss HHGOPMAIMK  SIBIISIETCS
py4HO# c1I0cO6 — HaHECEHHE 3HAKOB OT PyKH. Takue ITOKYMEHTHI
Ha3bIBAIOTCS PYKOIUCAMH WM PYKOIMCHBIMU KHUTaMu. Pykomnuce —
JIOKYMEHT, HalWCaHHBIM OT pykd. PykommcHas kHMra HammpcaHa OT
PYKH ¢ HAPUCOBAaHHBIMH BPYUHYIO HILTIOCTPALIUSAMH.

C wu3oOpeTeHHeM THOIyIIEH MalIMHKM W Ha4yajoM ee
MIPOMBIIIICHHOTO Npou3BojacTBa (1867 r.) mosBuiIach MalIMHOIUCH
Kak crnoco0 TekcToBoro ¢ukcupoBanusi. OHa BBITECHHJIA PYYHOU
CHoco0 M UCTONb3YeTCs JUIS CO3JAaHusl U KOMMPOBAHUS JOKYMEHTOB.
JlokyMeHT, oOTnedaTaHHbId HAa NMUINYIIEH MAIIUHKE, CUYUTAeTCA
PYKONMCBIO, WJIM MAllMHONMCHOM PYKONUCHIO. B Hacrosiiee BpeMs
OOJIBIINHCTBO ApPXUBHBIX, JICJIOBBIX, HEOMyOJIMKOBAaHHBIX
JIOKYMEHTOB BBIIOJIHEHBl MAIIMHOMUCHBIM CIHOCOOOM Ha MHUIIYIINAX
MaruHKax i OBM.

[TotpebHOCTH B O0JIee NIMPOKOM PacIpoOCTPaHEHUH HH(POPMAIUN
HallJlJa CBOE BBIPAKCHHE B MEXaHH3UPOBAHHOM PAa3MHOXKECHUH
(UKCHpOBaHHBIX co0OIIeHHH. HOBBI TEXHONOTHYECKUH TMpHEM
¢bukcayu u Pa3sMHOXKEHUS MTUCBMEHHOTO JIOKYMEHTa
OCYIIECTBIISJICS TTOCPEACTBOM NEYATHOTO CTaHKa, a 3aTeM M JIPYTHX
CpeacTB moaurpaduu.

C nosieitenuem B 40-x rogax XV B. tunorpaduii Hayamach 3moxa
KHUTOINIEYaTaHusi — TevaTH ¢ HabopHOW (OpMBI, MHCTpYMEHTa ISt
CTaHIAPTHOM OTJIMBKM JIMTEP, TUIOrPa(CcKoro CIjlaBa M KPacKH,
neyaTHoro mpecca. CBA3aHHBIA ¢ MIMEHEM HEMEIKOro nzolperaress
Horanna ['yreHOepra, mepexoa K THPaKHOMY Pa3MHOKEHHIO KHHUT
ObIT KaueCTBEHHBIM CKAYKOM B HCTOPHHM KHIDKHOTO JieNla U BCeH
MHPOBOH KYJbTYPBI.

bnaromapst mosBieHHi0 mnonurpadgud — OTPAciIM TEXHHKH,
CIENMATU3UPOBAHHON Ha MHO>KECTBEHHOM BOCIIPOU3BEJCHUN TEKCTa
U W300pakeHWil, BO3HHKJIA TIe4aTHas mpoxyKiusa. IleuaTHbrit
JOKYMEHT W3TOTOBJIEH NP OMOIIH IOJUrpaduuecKux
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WIN JPYyTUX CpPEICTB MAacCOBOIO Pa3MHOXEHUS JOKYMEHTOB.
[MpousBenenust  mewatw  —  W3JEAMS  NOJIMIpapUIEcKOro
MPOM3BO/ICTBA, IOJYYEHHbIE Ie4aTaHWeM WIM TUCHeHHeM. Ha
MEYaTHOM  JIOKYMEHTE 3alHuch WHQOpMAIMU  MPOHM3BOAUTCS
MPEUMYILECTBEHHO MyTeM HaHECEHHs KpacO4YHOro CJIOS Ha ero
MOBEPXHOCTh, @ TAaK)Ke THCHEHHWEM U BBIIABIMBAHUEM 3HAKOB
mpudra bpaiins.

Bropass pa3HOBHAHOCTh IE€YaTHBIX JOKYMEHTOB — 3TO Te€,
KOTOpbIE TMOJYyYEHbl C IIOMOINBIO KONMHUPOBAJIbHO-MHOXKUTEIBHON
TexHUKH. K IpolieccaM onepaTuBHOTO Pa3sMHOKEHHS JOKYMEHTOB
OTHOCSTCA odceTHass, TpadapeTHas, TeKTorpapuueckas IMedaTh.
TekcT Ha OTTHCKaX MOJYYaeTCsl MyTEM MepeHoca KPacKH ¢ MeYaTHOU
(bopMBI Ha MaTepual oTTucKa (OyMary, KapToH).

bnarogaps mnonmurpaduu IMOSBHIMCH TakHe BHIBI MNEYaTHOW
MPOAYKIIMH, KaK KHUTH, OpPOIIIOPHI, KypHAJbI, Ta3eThl, IJIaKaThl H
Mallple TedaTHble (GOpMBI — JIUCTOBKH, IPOTPaMMBbl, OWIIETHI,
OTKPBITKH, ITUKETKH, OJTaHKH, OYKIIETHI U JIp.

B 1740 r. BnepBbie OblIa NpUMEHEHa MeXaHHYECKas 3alKCh
uHpopManuu s cocraBieHus nepdokapt, a C¢ 1888 r. — mus
(uKcaiyy 3ByKa Ha rpaMIUIaCTHHKAX.

MexaHuueckas 3arnuch MPOU3BOIMTCS C MMOMOIIBIO H3MEHEHHUS
(DU3MYECKOTO COCTOSTHHUSI TOBEPXHOCTH HWIJIM CTPYKTYPbl HOCHTEIS.
PaznuyaloT TEpPMOIUIACTHYECKYIHDO — OCYILECTBISIEMYIO IIyTeM
HarpeBaHMsi HOCHTENSl 3aluCH; TOMEePEYHYyI0 — TpPH KOTOPOU
HampaplieHWe KoyiebaHWil pe3la NapajulelbHO K TOBEPXHOCTH
HOCHUTENS 3alKCH; TIyOOKYH — TpU KOTOpOW HampaBlieHHE
KoyieOaHuii pe3la MEepHeHJUKYJISIPHO K IOBEPXHOCTH HOCHUTEINS
3amucy (rpamIuIacTuHKa, (oHOrpamMMa, nepgokapra).

[TotpeOHOCTH B oOmepaTHBHOW mepenade HHOOPMALMH U
HA/Ie)KHOM €€ XpaHEeHHM MNpHUBeNia K BO3HHUKHOBEHHIO (oTorpaduw,
3ByKO3alliCH M T. Jd., & TAaKKe K HCIOJIb30BaHUIO Telerpada,
¢dororenerpada, dakca w T. m Tak MOSIBHINCH HOBBIC, OoJsee
coBeplieHHbIe (HOpMbI GUKCHPOBAHHMS U Niepeiadud HHPOPMAIIKH.

OtkpsiTe hororpaduyeckoii 3amucu aatupyercs 1839 r., korna
MOJY4MJI HM3BECTHOCTh (poTorpaduueckuii mpoiecc, Ha3BaHHBIM
marepporumnuei. PopoHadanbHUICH CcOBpeMeHHOW ororpaduun
sisierca OpaHuus.

dotorpaduyeckas 3aMCh — ONTHYECKAs!, OCYIECTBIIEMAst
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npu  nomoum  (ororpapuyeckoro  mporecca = M3MEHEHUEM
OINTHUYECKOH IJIOTHOCTH HOCUTEJISI 3aIIMCH COOTBETCTBEHHO CUTHAJIAM
3anuckiBaeMoil umH(popManuu. Pa3sHoBuIHOCTBIO (oTorpaduueckon
3aMucu SIBIISICTCA ANIEKTPOHHO-(poTOrpaduuecKas 3aIUCh,
OCYIECTBIIsIEMAs DIIEKTPOHHBIM ITY4YKOM.

®doronzobpakeHre TMosydaeTcss Ha (PoTorpad)uueckoM cjoe
IUICHKH, TUIACTHHKH, (OTOOYMaru mocpeactsoM ¢ororpadhuieckoit
CHEMKH M TMIEYaTaHUS C TMOCIEAYIONICH UX XUMHKO-(hoTorpadhuaeckoit
00paboTkoii (dororpaduu, OUAMO3UTHBBEI). B HeM pasauyaroT
Heratus U mo3uTuB. Heratus — ¢ororpadudeckoe n3odpaxeHue, Ha
KOTOPOM OTHOCHUTEJIBHOE pacripeneneHue MOYCPHEHHH,
KOJINYECTBEHHO OLIEHHBAEMBIX OIITHYECKOM TUIOTHOCTBHIO,
COOTBETCTBYET OOpaTHOMY paclpelelIeHuI0 SIPKOCTeH Ha OoOBeKTe
ChbeMKU. B mo3uTHBE, HA00OpPOT, MOTEMHEHUS COOTBETCTBYIOT
pacIpeaeseHuIo IPKOCTEl NN IIBETOB 00BEKTa ChEMKH.

B 1870 r. Ha nmpakTHKe TpOBepsAeTCI  BO3MOXKHOCTH
MHOTOKPAaTHOTO YMEHBIIEHHST W BOCIPOHM3BEJCHUS TEKCTOB. JTO
MOCITY>KUJIO TOJMYKOM K Pa3BUTHIO MHKpPOGHIBMHUPOBAHUS Ha Oase
¢dororpaduu.

B nauane 1920-x romoB monyd4aroT pa3BuTHe OeccepeOpsiHbIe
CBETOKOITHUPOBAJIbHBIC CITOCOOBI, B KOHIIE 1940-X rOIOB CTAaBUTCS Ha
WH]IyCTPUAIIbHYIO OCHOBY MOPOIIKOBast OeccepedpsiHas poTtorpadusi.

K ¢ororpaduueckum HocuTesnssM HHPOPMAIMKM  OTHOCSTCS:
¢dororpadun, auaduIbMbI, TUAMO3UTHBBI, KHHO-, MUKPO(UIBMEI,
anepTypHsle KapThl. B 1960-¢ roasr Temnamu, HeObIBAIBIMU JIJIS1 BCEX
JIpYyruxX BUAOB penporpaduu, OypHOE pa3BUTHE MOJy4aeT
TenedakcoBas CBs3b. Hapsiiy ¢  pYJOHHBIM  MHUKPO(QHIBMOM
MOSIBJISIIOTCSI €r0 Pa3HOBHIHOCTH: B OTpE3Ke, alepTypHas Kapra u
nmuckera. Ilpumenenue ronorpadguu W pactpoBoil (ororpadun
MIPHUBEJIO K BOSHUKHOBEHHIO I'OJIOTPaMM.

B 1895 r. uzobperen kunemartorpad (®panmms). Ha xwuno-
JIOKYMEHTE colepkaHue nepenaHo (ororpadguyeckuM crocodbom B
BHJE  IOCJIENOBATENHO  PACHOJOKEHHBIX HAa  KHHOIUICHKE
U300paKEeHU.

B mavane XX B. mosBuiace MarHuTHas 3anuchk. OHa
OCYIIECTBIIACTCS TO/1 BIMSIHUEM MarHUTHOTO TIOJISI ITyTEM M3MEHEHHS
COCTOSIHHSI HOCUTEJIS 3aIIMCH WJIH €T0 OTAETBHBIX 9acTeH mpu
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Pasnen 1. Teopetnueckre PCHOBBI JOKYHENTOBEICHHS

BO3JeiCTBHH CHUTHAJIOB 3anuchbiBaeMoil uHopmanuu. Pasimyaror
3alMCh C MPOAOJLHBIM H INONepeYHbIM HaMATHHYMBaHHEM, a TaKiKe
TepMOMeXaHH4ecKyI0 3aMuCh.

CymecTByeT Takske 3JeKTPOMATHUTHasi W MarHUTOONTHYeCKasi
3anuch. IlepBbiMM NOSIBUINCHL (OHOAOKYMEHTBI € 3JIEKTPHYECKOit
3anucbio 3Byka. TexHosiorusi ux npoms3BoacTBa Oblia pa3padoTaHa B
1927 r. lldaeiimepom (I'epmanus).

B 1935 r. Ha pamuoBbicTaBke B bepiaune Bnepsbie
JeMOHCTpHpoBajiach MarHuTHas jJenta TunoB L u C. C cepexnnn 1940-
X TOJ0B HAa4aTo ee NpPOMbIILIeHHOe mpousBoacTso. IlepBas
0Te4eCTBEHHAs] MATHUTHAsA JieHTa (Tun 1) ObL1a Beinymena B 1954 r. B
OCHOBe MATHUTHOWH 3BYKO3aNmHCH JEKHUT HeoO0paTHMoe H3MeHeHHe
MATrHHTHOTO COCTOSIHHSI (pepPOMATHETHKOB B pe3yJbTaTe BO3AeHCTBHS
BHEIIHEr0 MATHATHOTO MOJIs, T. €. SIBJIeHHe THcTepe3nca.

Ceiiyac BpiIycKaeTcs 00JIbLIOE KOJIHYECTBO MATHHTHBIX JIEHT JJIs
3ByKO3anmucu (MarHuTHble (POHOIPaMMBbI), /I BBIYMCIUTEIbLHOMH
TeXHUKH (MCHOJIL3YIOT HM(POBYI0 HMIYJILCHYIO 3allCh HHGOpMAaLUH),
JIGHT JJISl BH/1€03aNHCH, MATHUTHBIX KapT, KeCTKHX U FHOKHX JHCKOB,
JOUCKET, ()IONNMU-TUCKOB, MpPUMEHseMbIX B BHIe OJoka 3Y DBM,
MHKPO-, BHI€0IUCKOB H T. II.

OaHUM H3 OCHOBHBIX CIOC000B (QUKCHpOBaHUA HHGOPMALUHU
SIBJIsieTCSl 3BYKO3aIHCh — JTO 3aMHiCh 3BYKa HAa HocuTesde. JJOKyMeHTBI,
coaep:kalue 3BYKOBYI0 MHpopmanuio, 3aQUKCHPOBAHHYIO J1000ii
CHCTeMOii 3ByK03anucH, Ha3bIBAIOT (OHOTOKYMEHTaAMU.

IlepBble monmbITKH 3amucH 3ByKa oTHocaTes Kk 1807 r. Onnako
nepBble (OHOAOKYMEHTbI, BOCHPOU3BOAsILNE 3BYK, ObLIH CO3AaHbI B
1877 r. MaccoBoe NpoU3BOACTBO IUVIACTHHOK ObLIIO HAYATO B KoHLe 90-x
roaos XIX B.

Pazanyaor Tpu BHAA (QOHOAOKYMEHTOB: C MeXaHHYecKoi
(3J1IeKTPOMeXaHHYeCKOi), ONTHYeCKOoll W 3JeKTPOMArHUTHOI 3alHCbI0
3Byka. I'pynmy (oHOZI0KYMEHTOB ¢ MeXaHHM4YecKoOii 3amuchbi0 3BYKa
cocTaBIsAIOT (poHOrpaduyeckne BaJUKH, FPAMIIACTHHKHU, (O0ObIYHBIE,
J0JTOUrpaIme M cTepeooHMYECKHe) TIpaM- OPHMIHHAJBI, JIEHTbI
mopuHogpoHa.

DOHOJOKYMEHTOM SIBJISIIOTCA Takike (oHorpamma 3BYKOBOW
unpopmanuu, puibmMa n Apyrue ayauaabHble JOKYMEHTBI.

C nayana XX B. 3a3By4ayiu onruyeckasi GoHOrpaMMa U MarHMTHast
JeHTa. ®OHOJOKYMEHTOM C ONTHYECKOI 3aNIMChI0 3BYyKa
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sIBJIsieTCs TOHQUJIbM — 3aMHCh 3BYKa BBICTYIJIEHHs], MY3bIKAJbHOIO
NpoU3BeJeHNs] HA KHHOIUIEHKe onTH4ecKHM crnocodom. Hambonbinee
pacnpocTpaHeHHe 3BYKO3allCh HA KUHOIUIeHKe umenaa B 1930 roasl. B
HacTosiee BpeMsi TOH(GMILMBI He M3rOTOBJISANIT. PacnpocTpaHeHbl
ceifyac MarHUTHbIE JEHTHI H MATHUTHBIE TUCKH.

B 70-e roapl XX B. BO3HUKJIA ONTHYeCKasl 3anuch HHGoOpMALuu
¢(pOKYCHPOBAHHBIM IYYKOM 3J1eKTPOMATHUTHOIO MOJS ONTHYECKOIO
WM OIM3KOI0 K HeMY JUANa30Ha U3JIy4eHHs, KOTOPbIii, BO31elcTBYs HA
padoumii c/10H HOCHTeJsl 3allMCH, H3MEHSIeT ero COCTOSIHHEe IOJ
BO3/eiicTBHEM CHTHAJIA 32l CbIBaeMOii HHOpManuHu.

3anuce M cYUTbIBaHHe HMHGOPMANMH MOTrYT BBINOTHATHCA U
MOCPEJACTBOM JIA3€PHOro Jy4a (OnTHYecKHii AUCK, auckum tuma CD-
ROM, koMnakT-aucK, roaorpamMmma).

Ilpu MarHuTOONTHYECKOW 3amucH OJHOBpeMeHHOe jelicTBHe
ONTHYECKOro My4YKa M MATHHTHOIO TMOJISi HA HOCHUTEIb BbI3bIBaeT
HU3MeHeHHe MATHHTHOrO COCTOSIHHS HOCHTeJsl B COOTBETCTBMM C
3anuceiBaeMoii mHdopmanueii. [IpuyeM mnepexaTunkoM WHpopMamn
HOCHTEJIIO SIBJISIeTCSI MATHUTHOE 10JIe, 3 ONTHYEeCKHii My4YOK O0Ka3bIBaeT
JAOTIOJTHUTETbHOE BO3/IelicTBHE Ha HOCHTEIb 3alMCH.
MarHuTooONTHYeCKOil fBJsSETCS TAaK:Ke 3alMHCh AAHHBIX C MOMOIIBIO
JIa3epHOT0 Jy4Ya W MATHHTHOTO IOJasl (MATHHTOONTHYECKHI HCK).
Mectom pa3Menienusi HHGOPMAOWH SIBIASIOTCS KOHIEHTPHYeCKHe
JOPOKKH.

JIOKyMEeHTBI, coOJep:kaHHe KOTOPBLIX MOJHOCTHI0 HJIH YACTHYHO
BbIpaXkeHO mepdopauusiMu, MATPHMYHOH  MArHMTHOl  3amMChIO,
MATPHYHBIM pacHoJio’keHHeM CTHJIM30BAHHBIX 3HAKOB H T. I,
NpHCNOCcO0/IeHHbIe [Js AaBTOMATHYECKOT0 CUHMTHIBAHHUS, NPHHITO
Ha3bIBAaTh  MANIMHOYHTaeMbIMH  JoKyMeHTamMH. OHHM  cojepikaT
HH(pOPMALNI0 HA CHeNMAJIBLHBIX MATPHYHBIX MOJSIX, MaTpuuax. Jlas
YTeHUs] HH(POPMAIMH HCIOJIB3YIOT cleluaibHble MamnHbl. IlosiBiieHne
MAIIHHHOIO JOKYMEHTHPOBAHHMsI He OTMeHsieT MpeJllecTBYIOIHX
cnoco00B (PMKCHPOBAHUS HH(POPMALIMH, 2 JIMIIb JONOJIHIACT UX.

IlocrosinHOoe pacmupenue cnoco0oB 3anucu (puUKCHPOBAHUSA)
uH(pOpMAINK TNPHBOAMT K BO3HHKHOBEHHIO Bce 0ojiee CJI0KHBIX
HEeTPA/IMIIMOHHBIX BHIOB [OKYMEHTOB, KOTOpbIe COYeTAIOTCHA ¢
TPaAHIHOHHBIMH IOKYMEHTAMH, PYKONHCHBIMH H MeYaTHBIMH.
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KOHmpOJleble 60NPOCHL

Kaxosbi 0bl U CROCOOBL OOK) ?

Kax knaccugpuyupyiomes snaxu uckyccmeennozo azvika?

Kaxkosv 3naku ecmecmeennozo szvika?

Ymo xapakmepu3zyem 0OKyMeHm Kak 3HaKOBYIo cucmemy?

Kaxkosv oc cnocobul urcuy 7 ?

oA WN R

. Kax ezaumoceazanvl medcdy co6oti memoosi, Cnocobwl, cpeocmeda u UHCMPYMEHmbl 3anucu U
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Ilpakmuueckoe 3a0anue
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COBOKYRHOCHU  OOKYMEHMOB N0  MAKUM NPUSHAKAM. it 0 & cucmeme 3anucu
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IF'JIABA 1
KIIACCUOUKALIUA JOKYMEHTOB

4.1. TousTue o KJIaccupuKauu T0KyMEeHTOB

Pa3pabotka obuiell kiaaccupHuKauy JOKYMEHTOB MPEICTaBISCT
co00i OmHO W3 BEAyLNIMX, BO HEJOCTATOYHO pPa3pabdOTaHHBIX
TEOPETUYSCKUX HAaINpaBJICHUH JOKYMEHTOBeAeHMs. B mocnenHue
roibl B pa3paboTKy 3TOil MpoOJeMbl 3HAYUTENBHBIA BKJAJ BHECIH
paborsr C.I'. Kymemosa, FO.H. Cronsposa u I'.H. IlIBeno- Boii-
BonakHs.

[onsiTe  «KinaccUpUKaUWs»  HCIOJB3YEeTCS  dalle  BCEro
OJTHOBPEMEHHO M B 3HAYCHHH MPOLIECCa, U B 3HAUYCHUH PE3yJIbTaTa, T.
¢. MOHUMAETCsl KaK IPYNIUPOBKA U KaK MOJYyYCHHAs B €€ pe3ysbTaTe
cxema.

st pasrpaHuueHus mpolecca KiacCu(UKAMU U ero pe3yJibrara
npeyiaraetes yrnoTpeOisaTh ABa TEPMHHA: «KIACCH()UIUPOBAHUE» H
«KIaccHpHUKALHAY.

KiaccuduuupoBanue I0OKYMEHTOB — MPOLECC YIOPSIOYCHHUS
WM PaCIpeieNieHNs] TOKYMEHTOB MO KJaccaM C LeJIbI0 OTPaKCHHs
OTHOLICHUA MEXIYy HHMH W COCTaBJCHHS KIaCCU(PHKALIMOHHOM
CXEMBI.

Krnaccudukarms (nat. classik — paspsa, rpynmna) TOKyMeHTOB
— 3TO CHCTEMa UX COMOJYMHEHUs, UCIONIb3yeMasi KaK Cpe-



% Pasnen I TeopeTnueckie OCHOBBI JIOKYMEHTOHEIICHHUS
CTBO YCTAHOBIJICHUS CBSI3€H MEXIy KJIaCCAMH JOKYMEHTOB, a TaKKe
JUTSL OPHEHTHPOBKH B X MHOT000pasznu. CTpyKTypa KiIacCHpUKAIHN
0OBIYHO TIPEACTABIISIETCS B BHJIE TAOIUIIBI MITH CXEMBI.

Knaccupukamus sBruseTcs OTHUM W3 METOAOB MO3HaHWA. bes
HEe HEBO3MOXHO H3YYHTh MHOTOOOpa3He CYIIECTBYIONINX BHIOB
JIOKYMEHTOB, CHCTEMAaTH3HPOBATh WX, YCTAHOBHUTH PA3IHUMS MEKIY
BAJAMH JTOKYMEHTOB, BBIIEIIEMBIX IO pa3IMYHBIM MpPHU3HAKAM.
[IpaBunbHO cocTaBIIeHHAass KOMIUIEKCHAS KIacCH(UKAIWS OTpa)kaeT
3aKOHOMEPHOCTH Pa3BHUTHS JTOKYMEHTOB, PACKPHIBACT CBS3H MEKIY
HUMH, TIOMOTaeT COPHEHTHPOBATHCA B JIOOOM WX MHOXECTBE,
CIIY’)KHT OCHOBOH JJISl MX YIOPSJOYCHUS B JOKYMCHTHBIX CHCTEMaXx.
OnHa mMeeT BaKHOE 3HAYCHHE I TEOPHH IOKY- MEHTOBEICHUS U
MPAKTUICCKON TOKYMEHTHO-KOMMYHHUKAITIOHHOH IS TETFHOCTH.

s poBeneHns Kaccu(QUKAIUN JOKyMEHTOB OCOOCHHO BasKHO
HUMETh B BUAY, KAK MUHUMYM, CJICTYIOIUE TTOOKCHHS:

¢ MpHU3HAK, 10 KOTOPOMY IPOM3BOIAT JAEJCHUE, Ha3bIBACTCA
OCHOBaHHMEM JIeNIeHHs, a oOpasylomuecs NpWU 3TOM MOHITHS —
YIICHAMHU JICIICHIS,

4 OJTHO M TO K€ JEJECHHUE JOJDKHO OCYLIECTBISATHCS HA OJHOM H
TOM K€ OCHOBaHHH (TpeOOBaHUE HETIEPECEKAEMOCTH);

4 CyMMa BceX WICHOB JIEJICHUS JIOJDKHA OBITh paBHa o0meMy
00beMy JEIMMOTO TOHATHS, T. €. JeJeHHE MJOJDKHO OBITH
MCUCPIBIBAIONINM; HU HEAOCTATOUYHOCTh, HU M30BITOUHOCTD JICTICHHS
HEJIOITyCTHMBI (TpeOOBaHMS COPa3MEPHOCTH);

¢ WICHBl JEJICHHS JOJDKHBI B3aMMHO HCKIIIOYATh JApyT Apyra
(TpeboBaHMS B3aNMOUCKITIOYaEMOCTH);

¢ WIEHBl JICJICHHUS JOJDKHBI OBITH OMMKAWIIMMH K JETMMOMY
TIOHSITHIO, W€ JIOITYCKACTCsl MEPEeCKaKHBaTh M3 CIEIYIOUIETO B Py
MOJIKJIacca B OTJAJICHHBIN BBINIE- WM HIDKeIexkaumi (TpedoBaHue
HETIPEPBIBHOCTH).

KnaccudumupoBaTb  HOKYMEHTBI — 3HAUUT  HPOBOAUTH
MHOT'OCTYIICHYaTOe, HEPAPXMUIECKOE U TUXOTOMHUECKOE JIEJICHUE HX
Ha pOJBI, BUIBI, MOIBHIBI, pazHOBUAHOCTH. Popn (kimacc) — 310
COBOKYITHOCTh (MHO>KECTBO) JIOKYMEHTOB, UMEIOIINX ONpe/IeIeHHbINA
o0 Npu3HaK, OTIMYAIOMMN 3Ty COBOKYNHOCTH OT JPYTHX
o0bekToB. B KadecTBe KiIaCCU(HMKALMOHHOTO JEJICHUS MOXKHO
NIPUHSTH pa3IndHbIC TPU3HAKY, 3aBUCAIINE OT LeH Kiaccudu-
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Kanuu. Eciam XoTuM pasmenuTts JOKyMEHTHI o (opme, 3T0 Oyaer
OJlHa KJIacCH(MKAIUS, €CITH IO UX COAEPIKaHUIO — JApyras u T. A. B
OCHOBY KJlacca Bcerga KiIagyT HamOojee BaXKHBI NpPU3HAK
JTOKYMEHTa, OTBEYAIOIINH TIeTTN KIIacCU(PUKAIINH.

Kiacc, Bxmowatommii B ce0st npyrue, OyIeT 1m0 OTHOMIEHHIO K
HUM POJIOM, a KJIACCHI, BXOJSIINE B HETO, IO OTHOIIEHUIO K HEMY —
Brgamu. OIMH U TOT )K€ KIJIacC MOKET OBITh POZOM IO OTHOIIECHHIO K
HU3IIEMY KJIacCy W BHIOM IO OTHOIIEHHWIO K BBICIIeMy. Tak, Kimacc
«KUKOPOTOHOKOJOKYMEKTED) SBIISETCS BUAOM TI0 OTHOUICHHIO K
KJacCy «IOOKYMEHTB» ¥ pPOJOM II0 OTHONICHHWI0O K KIIAccy
«KUHOAOKYMEHTBD», «(POTOIOKYMEHTBI» H «(POHOIOKYMEHTHD».

Pox (xmacc) — 9TO mepBBI YpPOBEHb [ENEHUS, KOTOPBIi
PacKpbIBAETCS C TOMOIIBIO BUIOBBIX JEJICHIH JOKYMEHTA.

Bun — BTOpOii ypoBeHb Aenenus. [Ipu 3TOM ponoBoe MOHATHE
«IOKYMEHT» JeNuTCS Ha BHIOBBIE MOHATHS, T. €. Ha BUABI
OKyMeHTOB. Kakmoe 3BeHO BHIOBOW KIACCH(PHUKAIMKA MOXKHO
Ha3BaTh BHUIOM JOKYMEHTa IO TOMY WIM WHOMY TIPH3HAKY (I10
XapaKTepy 3HAKOBBIX CPEICTB, MPEIHA3HAYCHHOCTH TSI BOCTIPHSTHS

YeJIOBEKOM, cnoco0y JIOKYMEHTHPOBaHUS, MaTepHaIEHOMY
HOCHTEITIO U T. I1.).
Tpernii ypoBeHp [eNEHHS — TONBWA. 3a HHM CIIEAYeT

Pa3sHOBHIHOCTh WT. II., TIOKA HE OMPENECIUTCS OKOHYATEIBHOE MECTO
KOHKPETHOT'O JOKyMEHTa (MHAWBHAA) B 3TOW KIaCCH(UKAIIIH.

Wepapxuss — pacloioXeHHE JOKyMEHTOB B TIOpSAKE OT
Belciiero K HusmeMmy.  COOTBETCTBEHHO  HMEpapXHUYecKoe
pacrojoXeHne JOKYMEHTOB BBINVIIAWT CIEIYIOMIMM  00pa3oMm:
JIOKyMEHT — M3/laHHe -> HENEPHOANIECKOE U3/IaHNe -» KHHUTA.

JlMxoTOMHS — IOCIEN0BaTENbHOE ACTICHUE JOKYMEHTOB OJTHOTO
KJlacca Ha J1Ba MPOTHBOIIOJIOKHBIX BU/A, TIOABUAA, PA3HOBUAHOCTH H
T. 1. Hanpumep: omyOImMKoBaHHBIN U HEOTYOJIMKOBAHHEIA TOKYMEHT,
MEPUOANIECKUI U HEIIEPHOINYECKIH TOKYMEHT U T. 1.

Knaccudukanust IOKyMEHTOB OCYIIECTBISAETCS MO Pa3HbIM
OCHOBaHMSAM JICIICHHS, OTBEYAIOUINM OIPEACICHHBIM aCleKTaM
aHanu3a JOKYMEHTOB. Kaxxnpli acmekT aHaiM3a yKa3bIBaeT
omnpeneneHnbiii dacer (¢p. facette — rpans) kmaccubpukamym, T. €.
IepeueHb BUJIOB JOKYMEHTOB 110 HEOOXOAMMOMY MpH3HaKy. Takmx
(haceToB MOXKeT OBITh MHOXECTBO, IOITOMY KIacCH(pHUKAIUsA
JTOKYMEHTOB Ha3bIBACTCS MHOTOACTIEKTHOM (DaCeTHOM.



96

Paznen 1 Teopernueckue 0CHOBBI
JIOKYMEHTOBE/IeHHUSsI

42. CooTHOLIEHHE BHAOBOH M THIIOJOTHYECKOM
KJIacCUu(PUKAIUU JOKYMEHTA

OnHUM U3 BaXXHBIX U B TO )K€ BPEMsI JUCKYCCHOHHBIX BOIIPOCOB
TEOPUM JTOKYMEHTOBEAEHHS SIBIAETCS MpoOieMa COOTHOIIEHUS
MOHATHH «KITACCU(UKAIM» U «TUIOIOTH3ALM» JOKYMEHTOB, «BHD
U «THID» TOKYMEHTA.

OnHU aBTOpPBI paccMaTpPHUBAIOT 3TH MOHSATHS KaK CHHOHHUMBI,
JIpyrie — Kak IPOTHBOIIOJIOKHBIE MOHSTHUS, TPETbH — HEPEHOCAT
3aKOHBI M TIpaBWJIa KIAaCCH(UKAIMM HA THUIOJOTH3AINIO, YTO
BBI3BIBACT IMyTaHMIy. o cux HOp HET OJHO3HAYHOIO pELICHUs,
3a(UKCHPOBaHHOTO B CHpaBOYHHKAaxX M cioBapsax. Orcioma —
IMIAPOKUH  CIIEKTP TNPEUIOKEHUH OTHOCHUTEIBHO OpPTaHHW3ALUH
KIIacCH(PUKAIIMOHHBIX PSJOB TOKYMEHTOB.

CymHocTh  KIacCU(pUKAMM M THUIOJIOTH3aLUM JTOKYMEHTOB
coctouT B nudepeHrnanuy 0ObeKTOB H3YUCHHUS 110 OTIPEICIICHHBIM
MIPU3HAKaM.

Knaccudukarus npearnonaaraer cTporoe JeJICHAE JOKyMEHTOB T10
3aKOHaM JIOTHKH, B OCHOBHOM 4YETHIPEM: EOHHCTBO OCHOBAHUS,
COpPa3MEpHOCTh YJICHOB JIENEHHSA, WX B3aNMOMCKIIOYac- MOCTh,
HEIPEPBIBHOCTD JIeTeHMsl. BaxHeNILINN U3 NEPEUnCIEHHBIX — 3aKOH
€IMHCTBAa OCHOBAaHHS JEJICHUS — Tpedyer, 4ToOB Bechb 00BEM
MOHATHSA «IOKYMEHT» OBII pa3feNeH 10 OJHOMY W3 IPHU3HAKOB.
ITockonbKy y ITOKyMEHTa TaKMX IMPU3HAKOB MHOTO, OOBEM MOHATHA
JIOJDKEH JIGNUTBCS BCAKHH pa3 MO HOBOMY OCHOBAaHHIO. Takum
o0pa3oM, KiIaccH(pUKanus TPEACTaBIsIeT co00il muddepeHIraIiio
JIOKyMEHTOB II0 OZHOMY HauOoJiee CYIIECTBEHHOMY IpH3HaKy. JTa
COBOKYIHOCTh JOKYMEHTOB TPYNIHPYETCSd II0 ONpPEAEeICHHOMY
MIPU3HAKY B BHIL.

Turnonornzanus SBIAETCS YaCTHBIM CIIydaeM KiacCH(PHUKALIH
JIokyMeHToB. OHa CBsi3aHa C TPYNITUPOBKOI JOKYMEHTOB Ha OCHOBE
X MoNo0usT HEKOTOPOH OOOOIIEHHON MOMAENH, MMEHYEMOMH THIIOM.
Oro o0mmue, CyIIECTBEHHbIE YEPTHl ONPENEICHHONW TPYIIIBI
JOKyMeHTOB. CIIOXHOCTh THIIOJIOTHU3AILMNA COCTOMT B OINpPENEICHUHN
HEOOXOAWMOTO W JOCTaTOYHOTO Habopa Hamboiee XapaKTepHBIX
MIPU3HAKOB.

Yarie Bcero B Ka4eCTBE THITOJIOTMIECKUX MPU3HAKOB BBICTYHAET
(YHKIIMOHATIBHO-IIETIEBOE Ha3HAYECHHUE, YNTATECIbCKUI
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ajZipec JOKYMEHTa, XapakTep HH(OpMAaLUH, COJAepXallelcst B HeM
(Hay4HbIA, HAy4YHO-TIONYJIIPHBIN, TIPOU3BOJCTBEHHBIN, CIIPABOYHBIH,
nHpopManMOHHBIM KU T. 1.). HOTAa B OCHOBY THIIOJNO- T'M3aLUH
W3JAaHUH KJIageTcsl JKAaHPOBBIH KpuUTepuid — MaciuTad oxBara
00beKTa OTpaKeHHsI, OCOOCHHOCTH BHYTPEHHEH CTPYKTYpHI U3IaHus,
0CcOOEHHOCTH (CTHIIB) U3JIOKEHUSI MaTepHasa.

Takum  oOpa3oM,  THIOJNOTHYECKas CcXeMa M CXeMa
KIacCU(UKaIM CO3JAIOTCSI B PE3yNbTaTe pasHbIX JIOTHYECKHX
mpoueccoB. Pa3nmuuHBl  METOOMKAa WX IIOCTPOCHUS, CIIOCOOBI
rpynnupoBkd. Eciam B 0cHOBE KiTacCHU(UKAINK JISKHUT TIPEXKIE BCETO
muddepeHmanys MpU3HAKOB, TO B OCHOBE THIOJIOTH3AIMH — HX
MHTETPALHsL.

Ecnu 00beM HOHATHS IeNAT TOCIE0BaTENbHO, MHOTOKPATHO, 110
yObIBatomeil, B Ipenenax OAHOTO MpPU3HAKa, IPOHCXOAUT
Kinaccuukanys, T. €. yCTAaHOBICHHE MecTa HOKYMEHTa B JaHHOM
KJiacce, oAKIacce U T. A. [Ipu 3ToM B OCHOBY zeneHus 6epercs OJuH
Hambonee CYIIECTBEHHBIH MpHU3HAK (OCHOBaHWE aeieHus). Ecmm
CTaBUTCA 3aJada BBIACINTh B H3yYacMOM MAacCHUBE JOKYMCHTOB
TPYNIy CXOAHBIX (THIWYHBIX) YePT, OCYLIECTBISIOT IPOILECC
TUNOJIOTH3AalUU, T. €. OOBEIUHEHHE TOHATHH (JOKYMEHTOB) MpHU
MOMOIIY KOMIUIEKCHOTO KPUTEpPUs, COUECTAIONIEr0 B ce0e HECKOIbKO
MpU3HAKOB (OCHOBaHMHU aeineHus). Hanmpumep, nznanue — 3T0 BHI
JIOKYMEHTa, BBIACISAEMbII 10 COCO0Y JOKYMEHTHPOBAHHMS; HAY4HO-
MOMYJIIPHOE H3AaHWE — 3TO THMN JOKYMEHTa, BBIACISIEMBIM I10
HECKOJIbKUM TIpU3HAKAM.

KnaccudukanoHHbld psj NpeaCcTaBIeH TakuM 0o0pa3oM: BHJ

JIOKyMEHTa — W3JaHMe, TOJABUJ — KHIDKHOE M3/aHue,
Pa3HOBUJIHOCTh — KHMTA-UTPYIIKA. TUMOIOrHYECKUi psii BBITJISAUT
ClIeyIONMM 00pa3oM: THIl JOKyMEHTa — HAy4HBIA, MOATHI —

Hay4HO-HMCCIIEA0BATENbCKUH, PA3HOTHITHOCTh — MOHOTpadusl.
Turnonornyeckuii KpuTepuil MOXKET OBITH MCIOJB30BaH Kak
00O0OIICHHBI MpPU3HAK B COBOKYIHOCTH KJIaCCH()MKAIIMOHHBIX
XapaKTEepPUCTHK JOKyMEHTa. THUIO-BUIOBBIE CBSI3U JOKYMEHTOB
MIOKa3aHbl Ha pUC. 7 — «KIIACCU(PHKAIIOHHAS CXeMa U3aHu».
OOmas kinaccuuKanys ¥ TUIIOJIOTH3aLKUs CO3/1al0T OCHOBY JUIA
JanpHene muddepeHnuany J0KyMeHTOB, TOJYNHEHHOH 3a/1auam
KOHKPETHBIX C(ep TOKYMEHTHO-KOMMYHHKAIIMOHHON NESTEIbHOCTH
W crienn(rKe OTACTIBHBIX THUIIOB U BHJIOB TOKYMEHTOB.
Knaccudukarus JOKyMEHTOB TI03BOJISIET YCTaHOBHTh

CHCLII/I(I)I/IKy KaXI0ro BUJa U TUIIa JOKYMEHTA, IOMOTacT OPUECHTHUPO-
4 JIoKkyMeHTOBEICHHE
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Cxema 1. ®aceTHo-6110uHasE cxeMa KIIACCH(DHUKALMHU JTOKYMEHTOB

Kraccuduxarms mo nHGOopManHoOHHO# coCTaBIsIONICH JOKyMEeHTa

brok-gacer 1. Bux 1okymeHTa 110 XapakTepy 3HaKOBBIX

CpelcTB

¢ TekcroBoit

¢ UxoHorpadpuueckuii

e Uneorpapuueckuii

e 3Byyammit

¢  Marpuunslit

¢ KommekcHslit
brnok-dacer 2. Bun fokymeHTa 110 MEPHOCTH 3alIUCH

UHpOpMaIHH

e OxHoMepHBII

e JIBymepHBIii

*  TpexmepHblil
brnok-dacer 3. Bun jokymeHra 1o npeaHasHadeHHOCTH

UISL BOCTIPUSITHS

*  YenoBeKo4UTaEMBbIii

¢ MamuHoyuTaeMblit
brnok-dacer 4. Bun nokymeHTa 1o KaHasry BOCHPHSATHS

*  Busyanbnsiit

e TakTunbHbii

. AynuanbHbIi

*  AynuoBu3yallbHbIH
Brnok-dacer 5. Bun 1okyMeHTa M0 CTEIEHHU €ro

pacnpoCTPaHEHHOCTH

e Ony06aMKOBaHHBIH

¢ HeomyOmuKoBaHHBII

¢ HenyOaukyemsrit
brnoxk-dacer 6. Bux nokymenra no cnocoly

JOKYMEHTHPOBAHHUS

¢ PykomucHslit

e IlevarHslit

¢ MexaHnueckuit

¢ MaruurHslit

e dortorpaduueckuii

e OnruHueckuit

e JlasepHslii

*  DIeKTpOHHEIH

1

1-2
1-3

|_4
1-8
1-6

2.1
2.2
2.3

3.1
3.2

4.1
4.2
4.3
4.4

6-3

6-1
6.2
6.3
6.4
6.5
6.6
6.7
6.8
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Bnok-dacer 7. 7
Bu 10KyMeHTa 110 ypOBHIO 00001IeH s HHOOPMALHH
* [lepBuuHBIii 7.1
* BropuyHslit 7.2

Kraccuduxarms o ¢gusudeckoil (MaTepHuanbHONR) COCTABISIONIEH JOKyMeHTa

Brnox-dacer 8.

By 0KyMEHTa [0 MaTepHaIbHOMY HOCHTEITIO 8
nHbopManuu
* ByMa)kHbIi 8.1
« [IneHouHsbIH 8.2
* [InacrmaccoBslit 8.3
Brnox-dacer 9. 9
Bux nokymeHTa 1o MaTepuaibHOH KOHCTPYKLIUH
* JIucroBoii 1
* KonekcoBblit 9.2
* KaprouHslit 9.3
« JlenTouHbIi 9.4
* JIuCKOBBIN 9.5
* KoMOMHIPOBaHHEII 9.6
Knaccuuxkamus 10KyMeHTa 110 00CTOSTENBCTBAM €ro OBITOBAaHUS BO BHELIHEH
cpene
Bnok-dacer 10. 10
By 1OKYMEHTa [0 PeryJsIPHOCTH BBIXO/A B CBET
* Tlepuoauyeckuii 10.1
» Henepnoanueckwuii 10.2
Brox-dacer 11. 1
Bupn nokymeHTa 0 BpeMEHH MOSBICHHS B CBET
* OpuruHain 111
« Komust 11.2
Brnok-dacer 12. Bun nokymeHTa 1o MeCTy IPOMCXO0XKIECHUS 12
* MecTHsIi 12.1
* PeroHANIbHBIH 12.2
» O0uierocy1apcTBEHHbIN (HALMOHAIBHbIH) 12.3
* 3apyOexHbIH (MHOCTPaHHBIH) 12.4

BaThCsl BO BCEM MHOT'000pa3iy JOKYMEHTHOH HHpOpManuy.
IToaTOMy OYEHB Ba’KHO HAYUHUTHCS OIMPEIEINATh BUJ TOTO UM UHOTO
JIOKyMEHTA TI0 pa3JInuHbIM [TPU3HAKaM, aHAIU3UPOBATH €ro Mo
coJiepkaHuto, popme u 1p. 3HaHUE KiIacCU(DUKALMU U
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TUIIOJIOTH3alMK  JOKyMEHTOB HEOOXOOMMO ISl IIOCIEIYIOIIEro
W3Y4YEeHUS] CIEHHMANBHBIX IUCHUIUIMH M TPAKTHYECKOH paboTel B
OubnroTeKax u ciryx0ax HHPOPMAIUH.

Baxseiime mpu3Haky, JeXalpe B OCHOBE KJIACCH(HUKAIUH
COBPEMEHHBIX JOKYMEHTOB, KPOIOTCSI B HX CYIIHOCTH, CYIIECTBE
nHGOpPMANMOHHON W MaTepuasbHOH cocTaBIsMOMMX. [lOCKOIBKY
JIOKyMEHTBI ()YHKIIHOHMPYIOT B OOINECTBE, BHEWIHS Cpela TaKkKe
OKa3blBaeT Ha HHUX ompeiercHHoe BiusgHHE. C y4eToM OTHX
0OCTOSITENECTB B OCHOBY 0Omel KilaccU(UKAIMK JTOKYMEHTOB
MOJIOKEHBI TPU OJIOKAa TPHU3HAKOB, MOCTPOSHHBIX MO pa3HbIM
XapaKTEePHUCTHKAM JOKyMEHTa!

1) wH(pOpPMaNMOHHAs COCTABILFONIAS JOKYMEHTA;

2) dusuyeckas (MaTepuabHas) COCTABISIONIAS JOKYMEHTA,

3) ycnoBus OBITOBaHHS TOKYMEHTa KaK CHCTEMHOTO OOBEKTa BO
BHEIIHEH cpene.

Kaxnprii u3 ONMOKOB SIBISIETCS KPUTEpHUEM IUIS TTOCTPOCHUS
KJIacCU(PHUKAIIMOHHOTO psifia, BHYTPH KOTOPOTO IPEAyCMOTPEHO
HaJIMYUe OJJHOTO KaKOTro-JMOO MPHOPUTETHOTO NMpU3HAaKa, HA OCHOBE
KOTOpPOTO OCYIIECTBISIETCSI AEJICHUE JOKYMEHTOB Ha MOJBHIBI H
PasHOBHIHOCTH. JTH PsAAbl 00pa3yloT MHOTOYPOBHEBYIO CTPYKTYpPY
KJIacCHU(PUKAIIMOHHON CXEMBI, COCTOSIIIYIO U3 nojacucteM. Kaxnas u3
HUX OJINIETBOPSIET OTICIBHBIN MPU3HAK COBPEMEHHBIX JIOKYMEHTOB,
M0 KOTOPOMY OHH MOTYT OBITh CHCTEMHO OpraHHW30BaHBI, B
YacTHOCTH II0 COJEPKAHUIO, XapaKTEPHCTHKaM MaTepUalbHOTO
HOCHTEIIS, CTPYKTyp€e MOCTPOSHHS TEKCTa U T. II.

43. Pa3Burue R.]'IaCCH(l)HRaIll/II/l AOKYMEHTOB

Knaccudukarys ToKyMEHTOB — OjiHa M3 HauboJee JaBHUX U JI0
CHIX TTIOp OKOHYATEJIbHO HEPEIICHHBIX NpobiaeM. HauanbHble STams ee
CBSI3aHBI C OpraHM3aIeil U cucTeMaTH3anue coOpaHuid, Co3JaHneM
nepeuHel eIUHUIl XPaHeHHs, T. €. ¢ (YHKIHOHHPOBAHHEM HEPBBIX
OMOJMOTEK W  apXWMBOB, B YACTHOCTH JPEBHEETHIICTCKUX H
ACCUPHUICKUX.

Hcropuyeckn mepBBIM IPAKTUYECKHUM CIOCOOOM  JIETICHUS
JIOKYMEHTOB B JIOTMYECKOM IOCIEN0BATE€NbHOCTH —  KIIACCHI,
MOJIKJIACCHl M Oosiee APOOHBIE YaCTH — SIBISIIOTCS KilacCH(UKaLNH,
Oaszupylomyecs: Ha IIPU3HAKaX COAEPXKAHUS JOKyMEHTa, B 4acT-
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HOCTH, ero TeMaTtuke (Ombmmoreku cpeaneBexoBoi EBpombl IX B.,
ctpan  Apabckoro  Xamudara).  TemaTudeckuil — OpHU3HAK,
MOJIOKEHHBII B~ OCHOBY  OMOMMoTedHO-OMOIHOTrpadruecKux
kinaccuuKkaiuii, B wWrTore mnpuBel K paspaborke JlecaTuuHOM
knaccudukauun M. Jlpton M ee MoIUQHKAIMA, HCIIOIB3yEeMBbIX
MOIABJISTFONIUM OOJIBITHHCTBOM OHOJIMOTEK MHUPA.

[Tono6HO KiIaccuduKaIMsaM NPOU3BEICHUHN TTeYaTH, PyKOIHcei 1
JPYTUX JIOKYMEHTOB, Ha OCHOBE IpEIMETH3aluK 0a3upOoBAIUCh U
nepBble  KiaccU(UKAlMM ONMCAaHWI W300pEeTEeHMid: aHrIMicKas
(1852—1855 rompr), Hemenkas (1906 r.) wu gp. IlepBeie
KIaccuuKauu  CTPOWIMCH € y4eToM  MH(OPMAIMOHHOM
COCTAaBJISIFOLIEH TOKYMEHTA.

KommiekcHblii  moaxos K KIacCUQUKAMKM  JTOKYMEHTOB,
YUUTHIBAIONIMH 0COOCHHOCTH €T0 cojepkaHus U GopMmbl, OepeT cBoe
Hayasio B XX B. OJHOBPEMEHHO C BBEJCHHUEM B HAy4HBIH 000pOT
MOHSATHH «IOKYMEHT* WM «JoKyMeHTanus®. IlepBas mMombITKAa TakoH
knaccudukamun ocymectsiena II. Otne B ero «Tpakrare o
nokymeHTaun® (1934 r.), re 3a105KeHbl OCHOBBI KJIacCH(UKaINH,
YUUTHIBAIOUIEH HE TOJIHKO HEKOTOPBIE TIPH3HAKU TEKCTa, B YACTHOCTH
0COOCHHOCTH  3HaKOBOW  TPHPOABI  HWHPOpMAIMH, HO H
XapaKTEPUCTHKN (POPMBI IOKYMEHTa, T. €. MaTepHaIbHOTO HOCHTEIIS.

AkTHBHO mpoOieMa KiIacCH(PHUKAIUK TOKYMEHTOB HAYHHACT
pa3pabatbiBaThbes JTuIIs B KoHIE 1960-x — mavane 1970-x ronos B
pamMKax MHPOPMATHKH, KHUTO- ¥ apXUBOBEICHHS, a B KoHIe 1980-x
— OubnmoTexko- n OubmmorpadoBenamMu. BOTBIIMHCTBO TTOAXOIOB
OpUTO  O0YCIIOBICHO cHenn(pUKOl TudPepeHIHAIN JTOKYMEHTOB,
MPUHATOW B TOM WIM WHOW Hayke MO0 00JacTH IEsTeTbHOCTH.
Jlums B mocneaaue rofpl, Omarogaps padoram A.B. Cokosnosa, FO.H.
CromspoBa, [.H. IIBemnooii-Boakxu, C.I. Kymemosa, ymamocek
co3/1aTh MHOTOACIEKTHYI0 KiacCU(UKALWI0, O0a3MpYyIOLIYIOCsS Ha
ydere  HMH(GOpPMAIMOHHOW ¥  MaTepUalbHOM  COCTaBIISFOIINX
JIOKyMEHTA.

44, Kiaccuguxanns no nHpopMannoHHOH cOCTaBISIOMEH
JOKyMEHTa
OcHoBHbIE TpU3HAKKM Kiaccuukaimuum 1o HHPOPMAMOHHON

COCTaBJISIIONICH JOKYMEHTa — COJCp)KaHHE OKYMEHTa; CTCICHb
00001meHnst nHGOPMAIH; THI 3HAKOB, HCITOJIb30BAHHBIX IS 3a-
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nucu I/IH(i)OpMaLII/II/I; NpeaHa3Ha4YCHHOCTb JIIsL BOCIIpUATHA
l/IH(l)OpMaHl/Il/I YCJIOBCKOM; KaHaJl BOCIIpUATHA 3HaKOB,
UCIIOJIb30BAHHBIX JJIs 3aIlIucu COACPIKAHUA, CTCIICHb
pacrpocTpaHeHHOCTH MH(opManum; crnocod 3anucu WHPOPMAIUU U
ap.

4.4.1. Knaccudukaus TOKyMEHTOB 110 COAEPKaHUIO

Krnaccudukanmm, B OCHOBY KOTOpBIX IIOJIOXKEH IIPH3HAK
colepkaHus (CMbICNa) JOKYMEHTa, Ha3bIBaIOT CEMaHTHYECKUMHU. B
HUX MPOU3BOJAUTCA ACJICHUE Ha BUJbI U MOABHUAbBI B COOTBECTCTBUU C
MPU3HAKOM COJIEPXKaHUs JIOKYMEHTa 110 OTpaciisiM 3HaHHM, TeMam,
peaMeTam, mpodaemMam.

Kiaccudukanus JOKyMEHTOB MO COJIEPKAHHIO OCYILECTBISETCS
B TPAKTUYECKOH MAEATETBHOCTH C TIOMOIIbI0 PyOpHUKaTOpOB,
KJ1accu(hUKaTOPOB, KIIACCH(PUKAIMOHHBIX Ta0nwI u T. M. Temartuka,
IpeAMeT, a TaKKe OCHOBHbBIE CMBICIOBBIE ACHEKTHI MOTYT OBITH
ONHMCAaHBl TPH IOMOLIM JIEKCHYECKUX EAWHHIl (KITIOYEBBIX CIIOB,
JIECKPUINITOPOB), KOTOPBIE TAKXE MOTYT CIYXHTh OCHOBOW ISt
MOCTPOEHUS KTacCH()MKAINU JOKYMEHTOB.

CemaHTHUYECKHE KJIACCU(UKALMK JOKYMEHTOB MMEIOT OoJIbIoe
MPaKTHYECKOE 3HaYCHHE B TIOPa3AEITEHIIX
JIOKyMEHTHOKOMMYHHKAIIHOHHOW cepsl W TOTOMY  SIBJISIFOTCS
HanOonee paspaboTaHHbIMH. K HMM OTHOCSTCS ISITh BapHaHTOB
bubnunoreuno-6nbnmorpaduueckoi KIaccu(pUKaIyH.
YuuBepcanbHas necstuynas wraccudpukamma (YAK), ecarnunas
knaccudukanusa [pton, Enunas xiaccupukanust JUTEepaTypbl Ul
KHUronsganus u Ap. CyIecTBYIOT coiepKaTellbHbIe KilacCU(PHUKAIIN
W ISl OT/ENBHBIX BHIOB JOKYMEHTOB: HamlpHMep, KiaccudukaTop
TOCY/IapCTBEHHBIX CTaHAApTOB, MexayHapoaHas Kiaccudukaims
n3obperenuii. Ha 3Tux kimaccudukanusx OCHOBaHA OpraHU3AIUS
60ﬂbU1PIHCTBa l/IH(l)OpMaIlI/lOHHO'HOI/ICKOB])IX CUCTEM U NOKYMCHTHBIX
MAacCHBOB.

Iloka eme He co3maHa eAnMHAs CEMAHTHUYECKass CXeMma
KiIaccu(UKauy JTOKYMEHTOB, OOmIas Uil BCeX CTpaH MHpa. 3a
py6exxoM B OCHOBHOM wmcmons3yercs YK — wexmyHapogHas
KIaccu(uKanys, 0XBaThIBAIOLIAs BCE OTPACIU 3HAHUSA, IOCTPOCHHAS
M0 JECATUYHOMY NPHUHIUITY U UCTIONb3yeMas Uil HHIEKCUPOBAHUS U
MONCKa JOKyMEHTOB B ()OHIaX, KapToTeKax u T. . OHa
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SIBIIICTCSL MHTEJUICKTYAIBHOW COOCTBEHHOCThIO MEXIyHapOIHOU
Qepepauuu 10 JOKyMeHTauuu. YacTe CTpaH  MCIONB3YHOT
Hecsatnunyio knaccudukaiuo M. [[pion nb0 CBOM HalMOHAIBHBIC
knaccudukanuu. B wactHocTH, HanmonaneHoU At CILA npusHaHa
«Knaccuduxanust O6udIMoTeKH KOHTpecca CIIA» —
MEPeYHCANTEIbHAS  CHUCTeMa  OMOIHOTeUYHO-OHOIHOrpaduuecKo
kinaccudukaiuy, paspaboranHas B 1901 — 1941 romax. Owna
MPUMEHSETCS JJIsl OpraHU3aliy KaTaloroB OMOIIMOTEKH KOHrpecca U
LEHTpaIN30BaHHON KaTtaynoru3aiuu. B crpanax CHI, B T. 4. u B

VYkpaune, IMOMHUMO VK, HUCIOJIb3YETCS bubanoreyno-
oudmmorpaduueckas knaccudpukauus (BBK) — wuepapxuueckas
KOMOWHAITMOHHAsE ~ CHUCTeMa  OMOIHOTedHO-OHOIHorpaduuecKoi
KIaccu(hUKaIUH, paspaboTaHHas B 1957—1968 rojax

OObEJIMHEHHBIMU ~ yCWIIMSIMH ~ KPYNHEHIMX OMOMMOTEeK W Ap.
yupexnenuii obiBiero CCCP2.

Cpenu  KiIacCU(PUKAIMOHHBIX — XapaKTEPUCTHK  COJEpIKaHHs
BBIJICISIIOT TAaK)Ke CTPYKTYpY OpraHM3allid Marepuaia, CTHIIb €ro
W3JI0KEHHS, JKaHP MPOU3BEACHHS U .

4.4.2. Knaccudukaiiyst JOKYMEHTOB 110 YPOBHIO 0000IICHHS

nHpopmanuu

ITo ypoBHIO 0000mIeHMS WHpOpMAINMK AOKYMEHTHI JIENAT Ha
TIepBUYHBIE U BTOPHYHEIE.

[lepBUUHBI TOKYMEHT COAEPXHT HWH(OPMAINIO, KOTOpas
SBISICTCSl  M3JIOKEHWEM  (ONMCAaHUEM) pEe3yJbTaTOB  H3y4YCHHS,
WCCIIEJOBAHMS, Pa3padOTOK M T. J. W OPHUIMHAIBHA IO CBOEMY
xapakTtepy. Takod JOKYMEHT TIpeICTaBiIseT co0OH pe3yibTaT
HETIOCPEJICTBEHHOTO ~ OTPAXCHHUsSI HAy4YHOH, MPOMU3BOJICTBEHHOM,
YIpaBIeHYECKOH, TBOPUECKOM U T. 1. IEATENbHOCTH (O(UIHaTbHBIH,
Hay4HBII, IPOU3BOJICTBEHHBIH, HOPMAaTUBHBIH, yueOHBIH,
CIPaBOYHBIN, PEKJIAMHBIN, JIUTEPaTypHO-XYA0KECTBEHHBIH U T. I1.).
Ero 3amaua cocrour B oOecrieueHMM 0OIIECTBa IEPBUYHOM
nHdopManuei.

Bropuunsblii JIOKyMEHT SIBIISIETCS pe3ysbTaToM
AQHAJMTUKOCHHTETHYECKONH TepepadOTKH OJHOTO HIIM HECKOJIBKHX
nepBUY-

2 CemaHTHYECKHE CXeMbl Kiaccu(HUKanus TOKYMEHTOB OyIyT MOAPOOHO
M3y4aThCsi B Kypce «AHAIMTHKO-CHHTETHYECKass o00paboTKa ITOKYMEHTOB»
(ACOL).
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HBIX  JIOKYMEHTOB. Bropuunelii  nokymMeHT — (MHaue @ —
MH(OPMALIMOHHBII) CONEPKUT CBEACHHS O NEPBUYHBIX JTOKYMEHTaX,
[IOJIy4EHHBIE IIyTeEM ux nH(pOpPMaLMOHHOTO aHajiu3a
(bubnmorpaduueckuii, pedepaTUBHBIN, 0030pHbIH). Ero HazHadeHne
— obecrieueHne 00IIeCTBa BTOPUYHON HH(pOpMAIHEi.

4.4.3. Knaccudukanus JOKyMEHTOB 0 XapaKTepy 3HAKOBBIX
cpeacTB (ukcanuu nHGopMau

OT/INYATENEHOW OCOOCHHOCTBIO TOKYMEHTA SIBIISICTCS TO, YTO
cojepkamasics B HeM wuH(popMaius (comepaHue) Iepenaercs
MOCPEACTBOM TEX WM MHBIX 3HAKOB. 3HAKOBOCTh — 00s3aTeNIbHOE
CBOWCTBO JOKyMEHTa, T. K. TOJBKO B 3aKOJWPOBAHHOIN 3HaKaMH
dbopme MoxHO mnepenarb HMHGOPMAIMIO OT KOMMYHHKAaHTa K
peunnuenty.  Kiaccudukauuy,  y4uTHIBAOLIME  OCOOEHHOCTH
3HAKOBBIX CpPENCTB (DUKCHpOBaHMs, Iepeadyd W  BOCHPHUSITHS
YeJOBEKOM HMH(pOPMAIMK, OTHOCATCA K pas3psay (opManbHBIX
KJaccu(hUKaIHiA.

B HHX pa3nuyaroT TEKCTOBbIE U HETEKCTOBBIC JOKYMEHTHI.

B TekcroBoM IOKyMeHTE 3HaKOM CIyHT anpaBuT (OyKBbI)
€CTECTBEHHOT0 si3blka (KHMIa, JKypHal, ra3era, MaTeHT, CTaHIapT,
OrojutleTeHb ¥ T. M.). TEKCTOBbIE OKYMEHTHI YacTO Ha3bIBAIOT
BepOaJbHBIMU WIJIM CIIOBECHBIMHU. BepOasjbHbI JJOKyMEHT, Kak
MPaBUJIO, CYIIECTBYeT B IIHUCBMEHHOM BHIE — cJoBa (pedb)
3aKperyieHbl Ha MaTepPUAIbHOM HOCHTENE YCIOBHBIMH 3HAKaMH
niucbMa.  braromapst  ciioBecHOMy — cHoco0y — KOIUpPOBaHHS
nHpopmanuu obecrieunBaeTcss Hauboee TOYHas Mepeaaya CMBICIA.
HNmenHo  BepOanbHas  uH(pOpMAalUss H  CO3JaHUE  s3bIKA
NPUHIUIHAIBHO — OTJIMYAeT COLMAIBHYI0 KOMMYHHKAIMIO  OT
OHMOJIOTMYECKOM.

[loHATHE «TEKCTOBOM MOKYMEHT» MOXET MPUMEHATHCA HE
TOJBKO K HHCHMEHHBIM, HO M K ()OHOIOKYMEHTaM, COAEpXKaIluM
peub, HHaYe TOBOPS, KO BCEM TEKCTOBBIM JOKYMEHTaM.

OnHUM U3 OCHOBHBIX BHJIOB TEKCTOBOTO JIOKYMEHTa, B KOTOPOM
uH(pOpPMaIUsA BOIUIOIIEHA JIOOBIM CIIOCOOOM THCBMa, SIBIISETCS
MUCBMEHHBIH JOKyMEHT — OTO 4alle BCEro JHUTepaTypHbIH
JIOKyMEHT, COIep’KaHNEe KOTOPOTO BBIPAJKEHO CIOBECHO B ITUCbMEHHO
3adukcupoBanHor (Gopme. T. €. CHHOHUMaMU TepMHUHA «TEKCTOBOM
JIOKyMEHT» MOTYT BBICTYIIaTh «ITHCBMEHHBIN» WM <«JIHUTEPaTypHBIN
JIOKyMEHT».
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K mnuceMeHHBIM  JOKYMEHTaM MOTYT OBITh  OTHECCHBI
PYKONMCHBIM, MalIMHOMMCHBIN M NEYATHBIM JTOKYMEHTBI, IOCKOJIBKY
B HHX peueBas wuH(popManus 3apUKCHPOBaHA MOCPEICTBOM
MUCBMECHHBIX 3HAaKOB. A CIoco0 HAaHECEHWs OSTHX 3HAKOB Ha
HOCHUTENN — 3TO UX BUJIOBOE OTINYHE.

HerexcToBoii moxyMeHT 0opMIIEH B BHJE 3aIMCH C ITOMOIIBIO
HOTHBIX, KapTorpaduMuecKux M APYIHX HepeueBbIX 3HakoB. Crona
MOJXHO OTHECTH: WKOHHMYECKHH, HAeorpauuecKuii, 3BydJalluid u
MaTpPUYHBIH JTOKYMEHTBl. X 4acTo Ha3bIBalOT HeBepOAIbHBIMU
(HepeueBbIMH).

Hxounuecknii JTOKYMEHT — TOT, B KOTOPOM 3HaK I0a00eH
oTpaxkaeMoMy  OO0BeKTy  (KapTHHA, pHUCYHOK, oTtorpadus,
KUHOGWIBM, TUaduibM, BUACOIUCK U T. I.) PasHOBHAHOCTBIO 3TOTO
Kjacca JOKYMEHTOB SBISIETCS HW30rpauyecKuil IOKyMEHT, B
KOTOPOM HM300pa’KeHHE TepefaH0 CHCTEeMOW W300pa3suTeNbHBIX
CpPE/CTB XUBOMHCH, Tpaduky, pororpaduu.

Wneorpadmuecknii TOKYMEHT — TOT, B KOTOPOM 3HAKOM CITY>KUT
YCIIOBHOE 0003Ha4YeHHEe, HE OTPaXKAIOIEe PEaIbHBIX MPEIMETOB HIIH
ABJICHUI (KapTa, HOTHL, 4epTexx). K 3TOMy Kiaccy IOKyMEHTOB
OTHOCSITCS Kaprorpaguyeckuii  u HOTHBI  JIOKYMEHTHI:
KapTorpauyeckuii CONEP)KUT M300pakeHHsT OCOOBIX OOBEKTOB —
MOBEPXHOCTH 3€MJIM WJIM APYTUX HEOECHBIX TEJ — BBHINOJHEHHBIC B
0co0olf 3HAKOBOW CHCTEME; a HOTHBIH JOKYMEHT — 3TO 3allucCh
MY3BIKQJIbHOTO TIPOM3BEIEHHsT TpadUuecKUMHU (HadepTaTeIbHBIMH)
3HaKaMH, MPEICTABISIIONIMMHU CO00i 0co0yIo cHcTeMy — HOTHYIO
3aIHCh.

3Bydyamii JOKyMEHT (QUKCHPYeT W Tepemaer WH(POPMAIHUIo
3ByKaMH. OJTO TaK Ha3blBaeMbIi (POHOIOKYMEHT (TpaMILIaCTHHKA,
MarHuTHas 3aIMCh, My3bIKaJIbHBIH KOMIAKT-IUCK).

MatpudHbIi TOKYMEHT HCIIOJIHEH CPEICTBAMH «MaTPHYHOTO
A3bIKa», T. €. COCTOMT M3 KOAOBBIX SUEEK-MAaTpHI, C ITOMOIIbIO
KOTOPBIX TPOM3BOAMTCS KOAWpOBaHWE HH(pOpMauu B (opme,
JOCTYITHOM JUISl «IIPOYTEHHSD MaIIMHOM (epdokapThl, nepgoeHTsl,
MarHuTHBIE W ONTHYECKUE TUCKH, AUCKETH i DBM). 3Byuamiue u
MaTpU4HbIE JOKYMEHTBI OTHOCSTCS K KJaccy TeX- HHUYECKH-
KOIUPOBAHHBIX,  COJEPXKAIUX  3alUCh,  JAOCTYIHYI Ul
BOCITPOM3BEICHUS TOIBKO C IMOMOIBI0 TEXHUYECKUX CPENICTB, B TOM
qHCIIe 3BYKOBOCIIPOM3BOSAIIEH, NPOCKIMOHHOM ammapaTypbl WM
KOMIIbIOTEpA.
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KoMIuieKCHBIN JTOKYMEHT COdYeTaeT [Ba HJIU OoJiee 3HAKOBBIX
cpeactBa ¢ukcauu  uHpopMmanuu  (kypHan  «Kpyrozop» ¢
MY3bIKAJIbHBIM TPUIIOKCHUCM B BHUJC T'PaMILUIaACTUHKU, (I)OHGTI/IKO'
Pa3TOBOPHBIN KypC WHOCTPAHHOTO S3BIKA, COCTOSIINN U3 YYCOHHKA,
KOMITaKT-KaCCCThI cOo 3ByKOBOﬁ 3alliuChIO TCKCTA, KOMIUICKT
JAUartO3MTUBOB C TCKCTOM, KHHUTI'a C BHCKTpOHHOﬁ HOTHOH
KJIaBHATYpPOH | Jp.).

4.4.4. Knaccudukanus JOKyMEHTOB [0 MEPHOCTH 3aITHUCH
HHpOpPMALIAN

Oco0eHHOCTBI0 HOCHUTENS MHPOPMAIMK €CTh W TaKOW MpPHU3HAK,
Kak MepHOcTh 3amucu uHpopmanmu. Ero ompenensercss mecro,
3aHAMaeMoe JIOKyMEHTOM (ero MaTepHajbHOH OCHOBOH) B
MIPOCTPAHCTBE.

ITo sToMy mpH3HaKy pa3IH4arOT OAHO-, ABYX- U TPEXMEpPHBIE
(oObpemMHBIC) TOKyMEHTHL. B omHOMEpHOI cpexne 3amnuck HHPOPMALUU
ocymiecTBisieTcs: a30ykoit Mop3ae (IBOMYHBIN KOZ) «B CTPOUYKY) HITH
B JIMHEHHOM MOCJIE0BATEIIHLHOCTH.

OpnHako ~ aOcoJOTHOE ~ OOJBIIMHCTBO — JOKYMEHTOB — —
JIByXMepHbIe, uMmeromue pasmep (popmar) u 00beM (KOJHUUECTBO
cTpaHuil). 3anmuch MHGOPMAIMKA HA TOM HOCHUTENC MPEACTaBISICT
co0oii nBa m3aMmepeHus. 10 OykBbI, 1MMPBI, HOTHI, Tpaduueckoe u
XY/IO)KECTBEHHOE  HM300pa)KCHHE,  IUTPUXOBOE  KOAMPOBAHHE,
3BYKOBbIC OOpPO3IKH MAarHWTHON JICHTB. B TpexmepHOU cpene
3alMChIBAIOTCS TOJIOTPaMMBl M YacTUYHO pacTpoBas IedaTh
(KaseHOapUKK C MUTAIOIIUM H300paKEHHEM ).

4.4.5. Knaccudukanus JOKyMEHTOB O TIpeTHa3HAYEHHOCTH
JUIsl BOCTIPUSATHUS HHPOPMaIUU

Wudopmanus, 3adukcupoBaHHass B JOKYMEHTE C ITOMOIIBIO
OIPEJENICHHBIX 3HAKOBBIX CpEACTB, MOXET OBITh BOCIIPHHATA
4eJI0OBEKOM KaK HEMOCPEACTBEHHO, TaK U OIOCPEJOBAaHHO.

[To cyObexTy BOCHpHSATHS CEMaHTHYECKOTO COJEp)KaHHs BCe
JIOKyMEHTBI JIeJAT Ha 4YeJOBEKOYMTaeMble — OHH MOTYT OBITh
«IIPOYNTAHBD) HEIOCPE/ICTBEHHO YEJIOBEKOM, 0€3 CIelHaNbHbIX
TEXHUYECKHUX CPEJACTB — U MalIMHOYUTAEMble — IPEJHA3HAYCHHBIE
JUIs ABTOMAaTHUYECKOTO BOCIIPOU3BEICHUS nHpopmanuy,
HaXOJIIEHCs B JOKyMEHTE, C IOMOIIBIO MarHUTO(OHA, TEIEBU30Pa,
MPUHTEPA, JUCIUIeS H T. 11.
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K uyemoBekoyHTaeMbIM JOKYMEHTaM OTHOCATCS BCE BHIBI
n3gaHui (KHUTA, JKypHam, Tra3era W T. [1.). MammuHOYHTaeMble
JOKYMEHTBI — 3TO MHUKPOOHIbM, MHUKpodHia, auaduibm,
MarHuTHas JeHTa, TPaMIUIaCTHHKA, eppokapTa, nepdoieHra, IncK,
JTUCKETa, KOMIAKT-TUCK W T, . HAa MAalIMHOYUTAEMBIX HOCHTEIIX,
3aMHUCh HA KOTOPBIX OCYIIECTBIISIETCS ITyTEM W3MEHEHHS CTPYKTYPHI
HocuTels. [1o uX BHENTHEMY BHY YeJIOBEK HUUETO He MOXKET CKa3aTh
0 XapakTepe 3amHMCH B TaKuX JOKyMEHTaX, IIOTOMY 4YTO OHa
BEIIIOJTHEHA KaKUM-THOO TEXHUYECKUM crmocoboM  (Hampumep,
M3MEHEHHEM TITyOHHBI 3BYKOBOW JOPOXKKH B TPAMILIACTHHKE).

4.4.6. Kiaccudukaius JOKYMEHTOB IO KQHATY BOCIIPUSTHS
uHpOpMAUN

Wndopmanus,  coxmepxamascsi B JOKYMEHTE,  MOJXKET
BOCIIPUHMMATBCSI C TIOMOIIBIO PAa3JIMUHBIX OPTaHOB YYBCTB (3pEHHE,
CIIyX, OCSI3aHUE).

Ilo kaHamy BOCHPHUSATHS 3HAKOB, HCHOJNB3YEMBIX Ul 3alHCH
COZIEP’KAHUS, Pa3IM4atOT BU3YyalbHbIN, TAKTUIbHBIN, ayAHaIbHBIA U
ayIMOBHU3YaIbHBINA JOKYMEHTHI.

BusyanbHelii — 3TO TOKYMEHT, COIEP)KaHUE KOTOPOTO YEIOBEK
(peuMnueHT) BOCIPUHUMAET 3peHUeM (MUCbMEHHBIE TEKCTHI,
rpadMKu, PUCYHKH, YepTexH, pororpaduu, pernpoayKinu 1 T. 1. Ha
M000M HOCHTElNe, BKIIOYasi 9KpaH JAUANPOEKTOpa, TEIEBU30pa HITH
OBM). CopaepxaHrue TaKTHIBHOTO JOKYMEHTa BOCHPHHUMAETCS
gepe3 NPHUKOCHOBEHHE (OcsA3aHue) (KHMIa, SKypHaJ JUIS CIICIBIX).
AynuanpHBlf — 3TO 3BYKOBOW MWJIHM CIBIIIUMBIA JOKYMEHT,
COJIEpKaHUE KOTOPOTO MOXKET OBITh BOCIPHHATO TOJNBKO CIYXOM
(rpamMIuiacTUHKa, MarHuTHas (POHOrpaMMa, MY3bIKAIbHBIH KOMIIAKT-
JIUCK). AyIUOBH3YalIbHBINA JOKYMEHT — TOT, COJEpKaHHE KOTOPOTO
BOCIIPUHMMAETCS] OJHOBPEMEHHO 3pEHHEM M CIIyXOM (3BYKOBOM
KUHO(WIBM, O3BYYCHHBIH IUadUiIbM, BHICO(PHUIBM, BHACOIMCK,
KOMITBIOTEPHAS! TEXHOJOTUS «MYJIbTUMEANA» U T. 1.).

ITo momcueram CHEHATUCTOB, 10 75% Bceil uHbOpMarmu
YEJIOBEK IOTydaeT uepe3 OpraHsl 3peHus. AyananpHas HH(POpPMaIHs
coctasisier 13% ot Beeii nmocrynaromnei HHPOpMAaIMK Yepe3 OpraHsbl
JyBCTB 4EJIOBEKA.
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4.4.7. Knaccudukaius J0KyMEHTOB [0 CTEIIEHH UX
PacmpoCTpaHECHHOCTH

ITo creneHn pacpoCTPaHEHHOCTH PAa3JIMYAIOT Oy OITMKOBAHHBIH,
HEOITyOJTMKOBAHHBIN U UCTTYOJIHKYEMBbIH JOKYMEHTBL

JIoKkyMeHT, TipeJHa3HaYeHHBIN 711 MUPOKOTO U MHOTOKPATHOTO
UCIIONIb30BaHMs, MMEIOIIUA THpax (HE3aBHCUMO OT crocoba
TUPRKHUPOBAHMSI), a TakXKe BBIXOJHBIC JIaHHbIE, HAa3bIBAIOT
OnmyOJUKOBaHHBIM.  HeomyONUKOBaHHBIN ~ JTOKYMEHT  COZICPIKUT
HH(pOPMAIIHIO, HE MpeIHa3HaAuEHHYIO TUTST TUPOKOTO
pacmpocTpaHeHus, TIO3TOMY OH, KaK MpPaBHJIO, HE TUPAKUPYETCS U
CyIIIECTBYET B OIPaHUYEHHOM YHCJI€ MAIUHOMUCHBIX K3EMIUIIPOB.
[IpencraButensiMi 3TOTO Kiacca JOKYMEHTOB SIBJISIOTCSI OTYET O
HUP u OKP, ngwuccepramms, uHPOpPMAIMOHHAsA  KapTa,
JIETTIOHUPOBAHHAsl PYKOMHCh, penpuHT u ap. K Hemybmukyemomy
OTHOCAT JOKYMEHT OJHOKPATHOTO HCHOJIb30BaHUS, HEOOXOIUMBIi
Ul TPUHATHAS ~ KOHKPETHBIX  YNPaBIEHUYECKHX  pelIeHUui
(aAMUHHCTPATHUBHO-XO3SIICTBEHHAS, MIJIAHOBO-DKOHOMHUYECKas,
(hUHAHCOBO-OyXraJiTepCKasi, TEXHOJOTMYCCKas, KOMMEpUYECKas U
poyasi Mo00HAasT JOKYMEHTAIIHS).

4.4.8. Knaccudukanus J0KyMEHTOB IO CIIOCO0Y
JIOKyMEHTHPOBaHUS

I[To  cnocoby  moKyMeHTHpoBaHMs (WM 3aKPEIICHUS
uH}popMalMK Ha HOCUTEJE) BBIJACISIOT PYKONUCHBIM, MEYaTHbIH,
MEXaHWYECKUi, MarHUTHBIH, QoTorpaduuecKuii, ONTHYECKUH,
JIa3€PHBIN U 3JIEKTPOHHBIN TOKYMEHTBHI.

PykonucHblii — 3TO NHUCBMEHHBIM JOKYMEHT, NpPU CO31aHUU
KOTOPOI'0 3HAKU MNHCbMa HAHOCATCA OT PYKH. B »stom cmEice
PYKONHUCBIO WIIM PYKOIUCHBIM JOKYMEHTOM MOYHO Ha3BaThb HE
TOJIBKO CJIOBECHBIM TEKCT, 3alHCaHHBIH «OT pyKH®, HO H
MIPOM3BEICHUE M300pPa3UTENBHOTO HCKYCCTBA, a TAKXKE YEPTEK WIH
KapTy. K pykomucsM OTHOCAT TakkKe MOKYMEHTHI, O(QOpMIICHHbBIE
CpeACTBAMU MAIIMHONHUCH (C MOMOUIBIO NMHUIIYIEH MAIIUHKH ) WX
OBM (¢ mnomompro mpuHTEpa). K PpyKONMCHBIM JOKyMEHTaM
otHOCAT: oTdeTr 0 HUP m OKP, nenoHMpoBaHHYIO pPYKOIHCH,
JUCCEPTALUIO U JIP.

[ledaTHBIIt — 3TO TOKYMEHT, M3TOTOBJICHHBIN MOJUTpadude-
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CKHM WU JPYTUM cIocoboM (HaOOpHBIM, CPEICTBAMH OINEPaTUBHON
nojurpadun, KOMUPOBATbHO-MHOKUTEIBHON TEXHUKOH, CPECTBAMHU
medati OBM wm gp.). Takume OOKYMEHTHI — BBIIYCKAlOTCS
M3JaTensCcTBAaMM WM Tunorpadusmu. Ha medatHOM 1OKymeHTe
3amuch MHQOPMAIMK MPOU3BOIUTCS, IJIABHBIM 00pa3oM, IyTeM
HAHECEHUs] KPACOYHOI0 CJIOA Ha €ro MOBepXHOCTh. HO MoOXeT OBITH
MPUMEHEH M JPYroi crnoco0: THCHEHWE WJIM BbLIABIMBAaHUE 3HAKOB
mpudra JI. bpaiing B kHurax s cienbix. B Hacrosimiee Bpems
ME€YaTHbI JOKYMEHT — CaMblii paclpOCTPaHEHHBIH  KJacc
JIOKYMEHTOB: OH BKJIIOYAeT KHUTH, OpOLIIOpHI, Ta3eThbl, >KypHAaJbl,
KaJeHaapu, KapTel U T. M. Taxkue OOKYMEHTBl 4acTO Ha3bIBAIOT
MIPOM3BEACHUSIMH TT€YaTH WU N3JaHUSMH.

MexaHn4ecKui — 3TO JOKYMEHT, 3amuch HH(popManuy Ha
KOTOPOM  OCYIIECTBIIIETCS ~MEXaHHYECKHM  CIIOCOOOM:  IyTeM
BBIPE3aHUS] PE3IOM KaHABKM Ha MOBEPXHOCTH [JBIDKYIIEroCs
HOCHTEINS (TPaMIUIaCTUHKH, (OHOTpaduyecKre BaJIMKH, TPAMOPUTH-
HaJIbl) WIH ITyTeM MPOOUBKH OTBEPCTHH (mepdopaliwii) ¢ TOMOIIHIO
nepdopaTopa (meppoxapTsl, mepQoNeHTH) U T. 1.

MarHuTHBIH — 3TO JOKYMEHT, 3alKiCh HH(GOPMAIIUK Ha KOTOPOM
OCYIIECTBJIICTCSI IyTeM HW3MEHEHHMS MAarHUTHOTO  COCTOSIHHUS
MMOBEPXHOCTH HOCHUTENS TOJ BIMSHMEM MarautHoro momi. K
MarHUTHOMY AOKYMEHTY OTHOCSATCSI MarHUTHBIE JICHTBI, AUCKU MU
IHMCKETHI 111 OBM, BUACONNCKH U T. 1I.

dotorpaduuecknii. — 3TO  U300pa3sUTENBHBIA  JTOKYMEHT,
CO3JIaHHBIA  (oTOrpa)uuecKuM  CHocoOOM, OCHOBAaHHBIM  Ha
W3MEHEHHH OITHYECKOH IUIOTHOCTH Yy4acTKOB (oTomarepuaia
(doro-, kuHOIICHKA, (PoTOOYMara) moJ BO3ACHCTBHEM CBETOBOTO
WIN DSJIEKTPOHHOTO Jy4a, HMHTEHCHBHOCTH M (opMa KOTOpOTO
W3MEHSAIOTCS B  COOTBETCTBHM C  3alMCHIBACMBIM  CHTHAJIOM
(pororpacumn, IUapIITEMBL, JTHATIO3UTHBEI, KHHO(DHUIIBMBI,
MUKPOQUIITH, MUKPOPHUITEMBEI).

OnTudecknii — 3T0 JOKYMEHT, 3alUCh HHPOPMAIUU HAa KOTOPOM
OCYIIECTBIIEHa C(OKYCHPOBAaHHBIM ITyYKOM 3JIEKTPOMAarHHUTHOTO
MoJsl  ONTHUYECKOro  u3nmydeHus  (kommakr-muck, CD-ROM,

(DOHOIOKYMEHTBI ~ C  ONTHYCCKOW  3alUChi0,  IOCTOSHHOE
3anomuHaromiee yctpoiictso (I13V)).
JlazepHplidi — 3TO JIOKYMEHT, 3allUCh H CYHUTHIBAHUC

nH(popManuy Ha KOTOPOM OCYILIECTBJIEHBI IIOCPEICTBOM JIa3€pPHOTO
nyuya (ontmueckuii nuck, CD-ROM, koMmakT-auck, roinorpamma).
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Dopmupyercs elie OAWH CaMOCTOATENBHBIM KJIacC JOKYMEHTOB
— DJIGKTPOHHBIH JIOKyMEHT KaK COBOKYIHOCTb AAHHBIX B IaMsTH
OBM. D10 ZOKYMEHT C 3alUChIo 3ByKa win uH(popMarmm 11t SBM.
OCHOBHBIM CHOCOOOM JOKYMEHTHPOBAHHS 3[€Ch BBICTYHAaeT He
MTICBMEHHOCTD, & 3KPaHHOCTh, OCHOBAaHHAs HE Ha JMHEHHOM, T. €.
BBITSIHYTOM B CTPOKY NHCBbME, a Ha BPEMEHHOM IIOTOKE 3KPAaHHBIX
n300pakeHmii (JEKTPOHHAS KHHTA, DJIEKTPOHHBIM KypHAX, AWCK).
Bocnpomssenenne tekcra DBM ocymiecTBiseTcs ABYMs MyTSAMU:
n300pakeHHe €ro Ha JKpaHe AWCIUIES] WIM B BHJIE TEKCTOBOM
pacIeyaTKH.

JlokyMeHTBI, B KOTOpHIX wH(popMaIms 3auKcHpoBaHa B
«IBHOM», HO «HEYNTAOCIBbHOM» BHJE, a TAKKE PAA JUCKPETHBIX
HOCHTENeH Il BBeACHHWS B mamsATh OBM (M cuuThIBaHHSA €€ C
MOMOIIBIO YCTPOMCTB JAEKOJMPOBAHMA), a HMEHHO: MarHUTHas
IUIEHKAa, MAarHUTHBIE IUCKH (AWUCKETBI), BUICOAMCKH U Ap. —
OTHOCSTCS K T. H. JOKYMEHTaM Ha HOBEHIINX HOCHTENAX
nHpopmanuu. s BOCHpPUATHS HMX COJIEPXKAHHS, Kak IPaBUIIO,
UCTIONB3YIOTCSI TEXHUIECKUE CPEACTRA.

4.5. Knaccupukanus no pusuveckoi
(MaTepuaIbHOI) COCTABJISIIOIIEH TOKYMEHTA

Bropast atpuOyTuBHas COCTaBIAMOIIAs JOKyMEHTa — €ro
BelleCTBECHHAs (CyOCTaHIIMOHAIbHAS) opMa, MaTepraabHas OCHOBA
HocHUTeNs UHQOPMALIUK, OCOOEHHOCTH KOTOPOT'O COCTABJISIOT BTOPYIO
rpynmy OTHOCUTCIBHO CaMOCTOATCIBHBIX OCHOBaHUH JCJIICHUA
JOKYMCHTOB Ha BHJbI W TIOJABHJLI 110 MaTCpually HOCUTCIIA
uHpopMaIny, 10 MaTepHaIbHONW KOHCTPYKIMHU H JIp.

4.5.1. Knaccudukaiys J0KyMEHTOB 10 MaTepHaly HOCUTES

nHpopmanuu

Ilo wmatepuanmy Hocutens HH(POPMAIMU BBIAETSAIOT KIIACCHI
JIOKYMEHTOB Ha HUCKYCCTBEHHOM M €CTECTBEHHOH MaTepualbHON
OCHOBE.

OCHOBHBIMH Pa3HOBUIHOCTSIMH COBPEMEHHBIX JOKYMEHTOB Ha
HCKYCCTBEHHOM HOCHTENE SBIIOTCS OyMaXKHble W MOJUMEpPHbBIE
(TONMMepHO-IICHOYHBIE U NTOUMEPHO-TIACTHHOYHbIE) JOKYMEHTHL.

ByMaskHbIH TOKyMEHT BBIIIOJIHEH Ha OyMare WM Ha IpyTHX
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MaTepuajiaX, M0 CBOMM CBOMCTBaM CXOXXUX ¢ Oymaroi (mamwpyc,
MEepraMeHT MM COBPEMEHHbIE CUHTETHYECKUE 3aMEHUTENH Oymaru).
K kiaccy OyMaXHBIX JOKYMEHTOB OTHOCSIT KHUTH, )KyPHaJIbl, Ta3€Thl,
HOTBI, KapThl, MATEHTHl, HOPMATHUBHBIE JIOKYMEHTHI U Ip. BUIBI
W3JaHui, a Takke TnepdokapTel, OyMaxkHbIe TNeEepQOIEHTHI,
¢dororpaduu u T. 1.

[IneHoYHBI AOKYMEHT CO3JlaH Ha IJICHOYHOW OCHOBE (KHHO-,
quaduibM, JUANo3WTUB, MHKpo(UIa, MarHuTHas (oHOrpamma,
JIOKYMEHT ¢ 3anucbio uHdopmanuu st OBM).

[ImacTHHOYHBIE JOKYMEHTHI CO37JaHbl Ha IJIACTMacCOBOW OCHOBE
(TpaMIIacTUHKY, TUCKH). B OTAENIBHBIX CilyyasX OHU CO3JA0TCS Ha
METaJNINYECKOU NN CTEKJITHHOM OCHOBE.

Jlo m300peTeHHs] UCKYCCTBEHHBIX HOCUTeled HH(pOpMaliu ee
3aMKCHIBATIM Ha €CTECTBEHHBIX MaTepuanax: IJIMHe, IPeBECHON Kope,
TpaBe (mamupyc), Koxe (meprament), kamHe u 1p. OmHako ceiyac
€CTECTBEHHbIC MaTepHalbl B KauecTBE HOCHTENs HH(GOpMALUH
HCTIONB3YIOTCS BECbMa PEKO.

4.5.2. Knaccudukaiys no MaTepruaibHON KOHCTPYKIMU HITH
(dhopme HOcHTENST MHPOPMAIIUU

Kaxaprii TOKyMEHT MMEeT OMpeIeleHHYI BHEITHIOI (Gopmy
CBOETO MaTepHaIbHOTO HOcUTeN . VIMEeHHO 1o opme (KOHCTPYKITHH)
JIOKYMEHTa Ha OOBIICHHOM YypPOBHE OTJIHYAIOT KHUTY OT Ta3eThHl,
TPaMIUTACTHHKY OT TUCKETHI M T. M., UMES IPH 3TOM B BHIAY, YTO
JIOKYMEHT M3TOTOBJICH B (hOpME KHWTH, TUCKA, MATHUTHOW JICHTHI U
ap.

I[To wmarepuanbHOW KOHCTPYKIIMH HOCHUTENS WH(POPMAIIUH
BBIICISFOT:  JOKYMCHT  JIUCTOBOHM, KOJCKCOBBIM, KapTOYHBIM,
JICHTOYHBIN, TUCKOBOH, KOMOMHUPOBAHHEIH.

JluctoBoli — 3TO JAOKYMEHT B BHUJE OIHOTO WJIM HECKOJIBKHAX
JTUCTOB JtoOoro (opmata Oe3 WX CKperuieHHs (JMCTOBKA, rasera,
IUTaKaT, reorpaduyueckas Kkapra, adwuma, 3ITHKeTKa). JIHCTHI,
MOJIOXKCHHBIC OJWH Ha APYrod, o0pa3yloT CTOHY (Kojojga Kapr,
KapToTeka, Katanor). CoeIqWHEHHas MO JJIMHE CTOIIa CTaHOBHTCS
KonekcoM. KoaeKkcoBbIif WK OJIOYHBIN JOKYMEHT cO37aH B (opme
0Jloka — KOJIeKCa, T. €. CKPEIUICHHBIX MEXIy COOOW 10 OJXHOMY
Kparo JINCTOB — CTPaHHII (KHWKHBIN OJIOK, aJIbOOM, atiiac, )KypHai).
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Kaprounblii — 3TO0 JOKYMEHT, COCTOSILIMM M3 COBOKYIHOCTH
KapTo4eK WM TepoKapT yCTaHOBICHHOTO (opmara (KaTalo)KHas,
MOYTOBAs, WUrpajbHas, NepPOPUPOBAHHAS KAPTHI, KalCHIAPHK,
OTKPBITKA).

JleHTOUHBIE — 3TO [OKYMEHT, NPEACTABIAIOMUN CcoOoit
HETPEephIBHYIO IMOJIOCY MaTepuaia ¢ 3anuchio nHpopmanuu. Jlenry
MOYKHO CBEPHYTbH B BHJIE CBUTKA WIIH PYJIOHA WM CJIOXKUTh YaCTIMH,
B ¢opme rapmomku. OHa pacrnpocTpaHeHa KaK KHHUTa- IIAPMA,
mraprajika, IpuHTEepHas JICHTA. K JICHTOYHBIM JOKYMCHTAaM OTHOCAT
TaKKe CBUTOK Iamupyca, nepoJeHTy, MarHUTO(QOHHYIO, KHHO-,
BUACOJICHTY U T. II.

JokyMeHThI, uMeromue (GopMy JIEHTHl WM HUTKH, XPaHITCS B
bapabane, 600HMHE, KaTYIIKE WX KacceTe.

Karymka —  cMemaHHoe  yCTpOHCTBO C  OOKOBBIMH
OTPaHUYMTEIISIMHU, TPEIHA3HAYCHHOE I HAMAaThIBAHUS HOCHUTEIS
3alUCH WU cUrHamorpaMmsel. Kaccera — cMeHHBIH Tpubop B BHUIE
KOpOOKH, CoOJepXalluii OIHy WIM JIBE KaTyIIKH, CEpALEBHHY,
HOCUTENIb  3amlKCH, uMeromuid ¢opMmy aucka. bapabamn —
3allOMHHAIOIIEE yYCTPOWCTBO, B KOTOPOM HOCHTEJIEeM HH(pOpPMAaINH
SBJSIETCS MAarHWTHBIM CJIOH Ha IIOBEPXHOCTH BpaIIaroLIerocs
mumHApa — Oapabana. boOwHa — Karymka s HaMOTKH
MarHUTHOH JICHTHI WJIM KHHOTIICHKH.

W3-3a Oonpmioit UIMHBI (IO COTHH METPOB WIIM Jaxe
KHJIOMETPOB) XPaHUTH JICHTY B Pa3BEpHYTOM BHJC HEMPAKTUYHO, €€
CKpy4YHMBaroT JIMOO Ha IUIOCKOCTH (KaTylika, KacceTa, 000uHa), 1100
CIUPANBHO IO TPaHH B BUJC JHCKA.

JIMCKOBBIIT JIOKyMEHT — HOCHTEIb 3amucH HHpOpPMAalMu B
(dhopme aucka, T. €. CKPyUEHHBIH B CIIUpAIb MOCICI0BATEIBHBINA Psijl
3HaKoB (IUIaCTWHKA, MWCK, AHCKeTa, KoMmakT-muck, CD-ROM,
BHICOANCK). MecToM pa3MemieHHus HWHQOPMAlUU  SBIISTIOTCS
KOHLIEHTPUYECKUE JOPOXKKH (MArHUTHBIC, MArHUTOONTHYECKHE H
ONTHYECKHE JMCKH, TPaMILIACTHHKH). [luckera — Mano(opMaTHbIH
MarHuTHBIA JUCK, TpuMeHsembli B IIOBM wu TepmuHaTBEHOM
00opynoBaHNH, 0OBIYHO HA THOKOW MOJUIOKKE. J[MCKH MOMEmaioT B
Kaccery J10O JMCKACCeTy — BHUJ KAacCeThl, COJEPIKAIMi HOCUTEIb
3aIUCH WM CUTHAJIOrpaMMy B opme JucKa.

KoMOuHNpOBaHHEIN JOKYMEHT COeIUHSIET B ceOe aBe min Oomee
dbopm HOcHTenel mHpopMauu (KOMIUIEKT, COCTOSIINNA U3 KHUTH U
KaccCeTbl, Ha0opa CIIaiI0B ¥ IPaMILUIACTHHKHY U T. IL.).
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I'maBa 4 Knaccudukarms JoKyMEeHTOM

4.6. Kiaaccudukanusi JOKyMEeHTOB
0 00CTOATEJIBCTBAM UX OLITOBAHUSA
BO BHEILIHeH cpeae

OO0muM npU3HAKOM KiIacCH(UKAIMK, HE OTHOCSAIIMMCS HHU K
COJICpKaHMIO, HU K (popMe ITOKyMEHTa, SBJSIETCSl IPU3HAK JIeJICHHs
COBOKYITHOCTH JOKYMEHTOB IO OOCTOSTENLCTBAM MX OBITOBaHUS BO
BHEIIHEW cpene, T. €. BO BpeMeHH U npocTpancTBe. Clofa OTHOCHT:
PEryJIsIpHOCTB BBIXOJ/Ia B CBET, MECTO U BpeMsl MOSIBJICHHUS IOKYMEHTa
BO BHEILIHEH cpefie u Ap.

4.6.1. Krnaccudukaiysi JOKYMEHTOB TI0 PETYIIIPHOCTH BBIXOJa B
CBET

Ilo perymsapHOCTH BBIXOJa B CBET BBIICIAIOT NEPUOIUIECKUC
JIOKYMEHTBI, BBIXOJSIII[IE 4Yepe3 OIpEeACICHHbIE IMPOMEKYTKH
BPEMEHM HYMEPOBaHHBIMH WJIM JIaTUPOBAHHBIMH, OJHOTHUITHO
oopMIICHHBIMU  BBITYCKaMH, M HENEPHOANYECKHE JTOKYMEHTHI,
BBIXOJSIINE B CBET OJHOKPATHO M HE MMelolnue mnpoponkeHus. [1o
pPEeryJsipHOCTH  BBIXOJla B CBET  pa3liMyaloT  ©XKErOAHHUK,
©XKEKBapTaIbHUK, ©)KEMECIUYHHK, eXKECHEIENIbHUK, €KEJHEBHUK U T. 1.
K mnepuomuueckuM JOKyMEHTaM OTHOCSTCS: ras3era, >KypHal,
OroJuleTeHb, KaJeHaapb, SKcHpecc-MH(OpPMAaLUs, CEepHalbHOE |
npoJoJoKaromieecss  u3gaHue.  Hemepuoguueckue — JOKYMEHTEI
COCTaBJISIFOT KHUTH, OpOLIIOpHI, allbOOMBI, KapThl, a(hUILH, IIaKaThI,
nepponeHTsl, nepdoKapThl, ONTHYECKHE  JIUCKH,  JHMCKETHI,
IpaMIUTaCTUHKH U T. I

4.6.2. Knaccudukarys J0KyMEHTOB IO BPEMEHH MOSIBICHHS BO
BHEIIIHEH cpene

Ilo BpeMeHu moOsiBICHHS JOKyYMEHTa BO BHEUIHEH cpene
Pa3IUYa0T OPUTHHAI U KOTIHIO.

OpurvHan — 3TO NOJJIMHHBIN TOKYMEHT. B u3garensckom nese
— W3JaHWe, MPOUIEIIIee PeAAKIMOHHO-H3IATEIBCKYI0 00paboTKYy,
MOJIIUCAHHOC B HA0Op WM Ie4aTh OTBETCTBCHHBIMH JIHIIAMHU
M3JaTEeIhCTBA W MOJTOTOBICHHOE K cllaue Ha mnoiurpaduyeckoe
MpeqnpusaTHe U1 W3rOTOBJICHMSA NedaTHoi Qopmbel. B mpomecce
KOIIMPOBAHUS OpHUTHHAI — IO UTMHHBII JOKYMEHT,
MTOIBEPTAIOIIUIICS BOCIIPOU3BEICHHIO WA Pa3sMHOKeHUI0. Komst
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JOKYMEHTa — JOKYMEHT, BOCIIPOU3BOIAIMINI HHPOPMALHIO IPYToro
JOKyMEHTa M BC€ €ro BHEIIHHE MNpU3HAKW WM 4acTe uX. Ilox
BHEITHUMH IIPU3HAKAMHU ITOHUMAIOTCS MPU3HAKH, XapaKTepPHU3YIOIe
cnoco0 ¢uKkcupoBaHHs HWH(POPMAIUK, HOCHUTENb, (H3HUecKoe
COCTOSIHME, pa3Mep JOKyMEeHTa, »JJEMEHThl €ro IpaBOBOIO,
M3aTENBCKOTO, JIENONPON3BOICTBEHHOTO, XYA0KECTBEHHOTO
odopmiiennsi. Bce mnepBoM3maHHBIE SK3EMIULIPHl OIHOTO THPa)Xa
KHUTH — OPHUTHHAJIBI, UX Tepen3iaHus (IepenedyaTku, KCEPOKOIIH)
— KOIINH.

4.6.3. Knaccudukaiys 10KyMEHTOB
10 MECTY TIPOUCXOXKICHUSI

[Io Mecty mHpOMCXOXIOEHWS ¥ JOMHHUPYIOIIEH TeppUTOPUHU
pacIpoCTpaHEeHUs] PA3INYalOT MECTHBIM OKyMEHT (B Ipeaenax
OIHON oOjacTH, TOpOAa, OMHOTO WJIM HECKOJBKHX paioOHOB,
MPEANIPUATHS, YUPSKICHUS, XO34HCTBa WIN y4eOHOTO 3aBelCHHA);
PETHOHAIBHBIA JTOKYMEHT — BBIIIEAIINNA W paclpoCTpaHsIeMbId B
npezienax HEeCKONbKHX 00JacTeldl WIM aBTOHOMHOW pPecIyOiIMKH
(KppIM); HanOHAIBHBIN MM OOIIETOCYAapCTBEHHBIN (B MacmTadbax
YKpanHbel — BCEyKpaWHCKHUI) M 3apyOeKHBIA WM WHOCTPaHHBIN
(BBIIIEAIINI MM HAIleYaTaHHBIA 32 pyOeKoMm).

4.7. Tunonormyeckas Kiaccu(QUKaIUL
JIOKYMEHTOB

Kak m3BecTHO, THIIOJIOTHS JOKyMEHTa — 3TO OTHECEHHE €T0 K
OTIpENETICHHOMY TUITY i) COBOKYITHOCTH MIPU3HAKOB.
Tumonornyeckuii KPUTEPHA TaKKe MOXKET OBITh ITOJIOKEH B OCHOBY
OpraHu3alUH KJIacCH()UKAMOHHBIX PSAIOB JTOKyMEHTOB3 4.

Hambomnee cymecTBeHHBIE THMIOOOPA3yONINE TPUIHAKH JUIS
KIaccuUKauyu  JTOKYMEHTOB — 3TO II€JIeBO€ Ha3HA4YCHUE
JIOKyMEHTa, YUTaTeIbCKUH afpec, XapakTep HH(GOPMAIUN WIN CTHIIb
M3JI0OXKEHUs (PKaHp) MPOU3BEIACHUS U JIp.

[leneBoe Ha3zHa4YeHHE AOKYMEHTa — 3TO OOYCIOBJICHHOCThH €T0
MOTPEOHOCTSIMY TOW WIIM MHOH c(hepbl 00IecTBEeHHOH Iesi-

* TTonpoOHas XapaKTepUCTUKA THIIOB JOKYMEHTOB Jjaua B pa3zene
4 Uzpanuey.



I'laBj 4 K ia< < M¢uKkanMu JIOKyMOHTOB 115
TEJILHOCTU: HAYKHU, IPOU3BOJICTBA, 00Pa30BaHUsI, YIPABICHUS U T. [I.
I_[eHCBOC Ha3HAYCHUC TECHO CBSI3aHO CcO CHGHI/I(‘I)I/I‘ICCKI/IMI/I
q)yHKI_[I/ISIMI/I, BBITNIOJIHIAEMBIMHU OTHCJIIbHBIM JOKYMEHTOM 5005
COBOKYIHOCTBKO JOKYMCHTOB. TaK, LCJIbIO BBIITYCKAa HJOKYMCHTA
MOXET ObITh MNEPBUIHOC HU3JIOKCHUC PE3YJIbTATOB HAYYHOI'O
HCCIICAOBAHNS, MOMYJIApHU3alsd HAYYHBIX 3HaHHI>i, cucremMarul3anus
3HAHUH B oeax O6y‘{CHI/I${, o0JIeTYeHNE IIOMCKa HCO6XO,I[I/IMBIX
q)aKTI/I‘IeCKI/IX CBCHCHHﬁ KakK 0611[6]"0, TaKk HW CIHECIHUAJIBHOI'O
XapakKTepa, OTPAKCHUC TBOPUCCKOI'O HACIECAUA MUCATCIIA U T. II.

B OCHOBY KHaCCI/I(i)I/IKaHI/II/I MOKHO ITIOJIOKUTH THIIOJIOTHU3allUIO

JOKYMEHTOB o CIETYIOIIM (YHKINOHAIEHO-LIEJICBBIM
YCTaHOBKAM:

¢ ofecricueHWe  ympaBleHUs  OOmEecTBOM  (OQHIIMANBHBINA
JTOKYMEHT);

¢ obecrieueHne HayyHOW WH(popMarme oOmiecTBa (HAYYHBIH
JIOKYMEHT);

¢ o0ecricueHHEe TOIYISAPU3ANUN JOCTIKCHUN HAYKU, TCXHHKH,
MIPOU3BOJICTBA, UX UCTOPHUH (HAYYHO-TIOMYJISAPHBIA JOKYMEHT);
¢ ofecrieueHne Tporecca OOy4YCHHST M BOCHHTAHUS (ydeOHBIN

JIOKyMEHT);
¢ oOecrieueHne MPOU3BOJICTBA (IIPON3BOJICTBEHHBIH JTOKYMEHT);
¢ obecrieueHue oOmecTBa CIPaBOYHBIMH JaHHBIMU

(cTipaBOYHBII TOKYMEHT);

¢ oOecrieuenne  BTOpHYHOM WH(pOpMmanmeld obmecTBa O
COJIep)KaHUN HCTOYHHKOB TIepBUYHOMN nHdopmannu
(mH(GOPMAITMOHHBIN TOKYMEHT);

¢ o0ecrieueHHe O3HAKOMJICHHSI OOIEecTBA C  CO/AEpKaHHUEM
XYZ0KECTBEHHBIX TPOU3BEACHUN (JIUTEPaTypPHO-XYI0KECTBEHHBIN
JIOKYMEHT).

LleneBoe Ha3HaueHHMEe — BaKHEWIIas XapaKTEPUCTHKA
JIOKyMEHTa, B 3HAUNTEJIBHOW CTENECHM OIpejensomas ero Gopmy,
KOMITO3HLIUIO, CTHJIb M3JIOKEHUS U T. II.

TecHO CBsi3aH C LIEJIEBBIM Ha3HAUCHHWEM YHTATENbCKUI aapec
JIOKyMeHTa. UuTarenbCcKkoe Ha3HaYeHHE JIOKyMEHTa — 3TO
NpeJHAa3HAYEHHOCTh ~ JIOKyMEHTa  4YuTarenio  (IoTpeOuTero)
OIIPENIETICHHOTO BO3pacTa, YpOBHS o0med M mpodecCHOHaIbHOM
noAroToBkU. Tak, HAYYHBIH JOKYMEHT pacCYUTaH NPEHMYIIECTBEHHO
Ha Hay4YHBIX PaOOTHUKOB, y4eOHBII — Ha y4aluxcs, CTyJICHTOB H T.
I.
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Par i [ TeOpeTI/I‘IE}CKI/Ie OCHOBBI JIOKYHTHTOT-ATHUSA

Uwurarenbckoe Ha3HAYCHUE ONPEIEIIeT MHOTHE XapaKTEPUCTUKU
nokymeHTa. OHO MPHU3BAaHO 00ECHEYNTh COOTBETCTBHE COAEPKAHUS
(hopMBI TOKyMEHTa ONpeIeIEHHOW YNTAaTEILCKOM TPyTIIE.

B 3aBHCHMOCTH OT YHTaTENICKOTO ajpeca BCE NOKYMEHTHI
JIensATCs Ha 1Be OOJBIINE TPyMIBl: 1) MO BO3pacTy — JOKYMEHTHI,
NpeAHa3HaYeHHbIC Ui B3pPOCHbIX, IETeH M IOHOMIECTBA; 2) IO
YpOBHIO 00mero # mpo)eCCHOHATBHOTO O0pa3oBaHUI —
JIOKyMEHTBI, TIpEeJHAa3HAUYEHHBIE JUII YHUTATeJIeH-CIIeIHAINCTOB |
HECIICIMAINCTOB (B JaHHON 00JacTH), yJaluxcs, CTyJCHTOB H T. II.
OTnenpHble  TUMBI  JOKYMEHTOB ~ HMMEIOT  YHHBEPCAJIbHBIA
YUTATEIbCKUH aJpec, T. €. PACCYUTAHbI HA T. H. MACCOBOTO YUTATENS:
MacCOBO-ITOJUTHYECKHE, HayYHO-TIONYJIIPHEIE, CIpaBOYHBIC
JIOKyMEHTBI, Xy I0KECTBEHHAs JINTEpaTypa.

BaxHbII NpU3HAK, MO3BOJIONIMK BBIAEIUTH THIIOJOTHIECKUE
YepThl JOKyMEHTa — 3TO XapakTep WH(POpMalWy, BKIIOYAIOUINHA B
cebs TmyOuHy pa3paboTku MpoOIEeMBI, IPEeAMET COOOIICHUS, CTHIIh
M3JI0KEHHS MaTepHaja, CTeIleHb HayYHOCTH, HOPMaTUBHOCTHU H T. 11

BonbmMHCTBO 3THX TPHU3HAKOB 00pa3yroT NHOHATHE «popma
cooOmmeHnii (IIPOM3BENCHHU)», BECh MAacCHB KOTOPBIX JENUTCA Ha
Oombmme, cpequue W Maible GopMmbl. B wacTHOCTH, K OONIBIINM
(hopMaM XyHOKECTBEHHBIX HPOM3BEACHHH OTHOCAT POMaH, Apamy,
3T0C; HEXYMOKECTBEHHBIX — MoHomnpousBeneHue. Ilocriennee
MOXET OBITh BBIMYIIEHO B ()OPME MOHOJOKYMEHTa, COAEpKallero
OJTHO TpoW3Be/eHME, MO0 B (opMe COOpPHHKA, CONEpIKAIIEro psij
npousBeneHuil. Cpeanue (OPMBI XyTOKECTBEHHBIX MPOM3BEICHUH
— IMOBECTb, TT03MA, 3CCE; HEXYHOKECTBEHHBIX — CTaThs, OUYEPK.
Maisie Gopmbl — pacckas, IOBECTh, 1T09Ma, CTUX U T. [.; pedepart,
TE3UCHI, 0030p, IKCIIpecc-uH(popManus 1 T. II.

ATpHOPHO yCTaHOBJICHHOE aBTOPOM II€JIEBOE Ha3HAYCHUE
KOHKPETHOTO TPOU3BENCHHS (COOOIIEHHsI) ODKHO COIPSTaThesi
MOTPEOHOCTSIMU ONPEIENIEHHOW CQepsl NEeSITENFHOCTH M 3alpOCcaMy
TOW Tpynmbl yuTaTenaed (ciaymarened H T. IL.). Ul KOTOPBIX OHO
npenHa3Hayaercs. Tak, B HaydyHoM JokymeHre (otuer o HUP)
coJieprkaTcs EpBUYHBIC COOOMIEHUSI 00 OTKPBITHH JINOO U3JIOKEHHUE,
aHaimM3, o0oOmeHne Hay4HeIX ¢akToB (MoHorpadwus). Tor xe
Marepuall B yueOHOM JIOKYMEHTE Oy/IeT N3JI0KEH B CH-
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CTEeMaTH3UPOBAHHOM M METOJAMYECKHM 00paboTaHHOM BHIE B
COOTBETCTBUM C  KOHKDETHBIMH  3ajadyaMH  OOy4eHus, B
NPOM3BOJCTBEHHOM — B BHJAE CIHENUAIBHO pPa3pabOTaHHBIX
WHCTPYKIMH, HOPMaTHBOB, PaBHJI, 0053aTEIbHBIX JJIS BBITOJTHEHHS.

Takum 00pa3oMm, Ha OCHOBE KOMILJIEKCa IIPHU3HAKOB 00pa3yroTcs
THUIBI JOKYMEHTOB 10 KOTOPBIM CTPOHUTCSI O0IIas, OTBJICUYEHHAS OT
OTpacieBoll crneuuduKy, OCHOBHAs KiacCUPUKAIM JOKYMEHTOB.
Mexny THIaMH W BHJIAaMH JOKYMEHTOB CYIIECTBYEeT TecHas
B3aUMOCBSI3b, IO3TOMY CYIIECTBYIOT TpPYIHOCTH B WX YETKOM
pasrpaHHYCHUH.

OnHako TONBKO OSTHMH TPH3HAKAMM  KilacCH(puKammm He
HCUYepIbIBalOTCA. Yke cefiuac ux HacuuTbBaeTca oxono 300. Cpenn
HUX: KJacCH(UKAIMs JOKYMEHTa II0 CTEHNEHH IUIOTHOCTH
nHpOpPMAMK B eAWHUIC 00BeMa NOKYMEHTa, M0 00BEeMYy, COCTaBY
OCHOBHOTO TEKCTa, CTPYKTYpE, A3BIKY, XPOHOJIOTUH,
COLMATIBHOKYJIBTYPHONW LEHHOCTH OKyMeHTa W T. 1. Kpome Toro,
KOKIbIA BUJ JOKYMEHTa, BBIJCJIECHHBI B CaMOCTOSITENIBbHBII
KIacCU(PMKAIIMOHHBIH  psii, WMEET COOCTBEHHYIO BHYTPEHHIOIO
I GEepeHINaNNIo, YIYUTHIBAIOIIYI0 CHenU(UKYy TOTO WJIA HWHOTO
JIOKYMEHTa, a TaKKe 3a/1a4i COOTBETCTBYIOLICH C(epbl JOKYMEHTHO-
KOMMYHHUKAI[HOHHOH 1S TeTEHOCTH.

KOHmPOJleble 60npocol

Ymo makoe kraccupuxayus 0oKymenma?
. B uem cxo0cmeo u omnuuue knaccugurayuu u munoio- 2usayui OOKYMeHmos?
Kaxkosa cywnocmes nonsimuii «6uo» u «muny 0okymenma?

Kaxkoswi mpu ocr