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|. AHHOTAIUA

1. esm n 3a1a44 AUCHHILIAHBI

L{esbt0 OCBOGHUS TUCHUILIMHBI «J{OKyMEHTHPOBaHUE Ha MPEANPUATHIX TypU3May
ABIIIETCSA O3HAKOMJICHUE CTY/IEHTOB C TEOPUEH M MPAKTHUKON JOKYMEHTUPOBAHUS U Opra-
HU3alUU paboThl C JOKYMEHTaMH MPEIIpPUATHS C UCIOJIb30BAaHUEM COBPEMEHHBIX aBTO-
MaTU3UPOBAHHBIX TEXHOJIOIHH.

3aauaMu Kypca SIBISIOTCS:

1. IlpuoOuieHue CTyAEHTOB K MPaBOBOM KyJIbTYpEe U ITHKE JI€JI0BOr0 OOLIEHHS MO-
CPEICTBOM JIOKYMEHTOB;

2. ®opMupoBaHUE YMEHHI U HaBBIKOB CO3/IaHUS YIPABIEHYECKUX TOKYMEHTOB, 00-
JaA0MKX FOPUIANYECKON CHIIOM U CHOCOOHBIX CIYXHUTh 3(()EKTUBHBIM Mexa-
HU3MOM pEaJIM3allii YIPABIECHYECKUX PELICHUM;

3. ®opmMupoBaHuEe YMEHUN M HABBIKOB pallMOHAIBbHON OpraHu3anuu paboTsl ¢ JIOKY-
MEHTaMH, apXUBUPOBaHUS MH(GOPMAIMK U 00ECHeueHUs] COXPAHHOCTU TOKYMEH-
TOB, MOJIEKAIINX JOJITOBPEMEHHOMY WJIM IOCTOSIHHOMY XPaHEHHUIO.

2. MecTo auciaiuinHbl B cTpykrype OOIT

VYyeOHas quciuminHa «/{oKkyMeHTHpOBaHUE HA IPEANIPUATHIX TypU3Ma» BXOJIUT B
00s13aTeNbHYIO YacTh YUeOHOTO Tu1aHa. M3yueHne Kypca «/{okyMeHTHUpoBaHue Ha MTPeIpUs-
TUSAX TypU3Ma» UMEET LIEJIbIO MOBBIIIEHHE OOLIEKYIBTYPHOIO YPOBHS, a TAKKE HAYUHYIO U
IIPAKTUYECKYIO MTOATOTOBKY CTYACHTOB K TYpPOIIEPATOPCKON U TypareHTCKOW JeATEIbHOCTH.
PabGora ¢ nmokymeHTamu — He0OXoIWMas COCTaBHAsl 4YacTh JEATEIHHOCTH PaOOTHUKOB
TypdupM u 1pyrux opranuzanuii chepsl Typusma.

CopepxaTenbHO Kype «/JlOKyMEHTUPOBAaHHE HA MIPEANPUATUAX TYPU3Ma» OIIUPACTCS
Ha 3HAHUS U HABBIKH, TIOJyUYEHHBIE CTYIEHTAMU MPU U3yUYEHUU IPYTUX AUCIUILIAH 00s13a-
TEJBHOM YacTu y4eOHOro TiaHa, GOpMUPYIOIIUX YHUBEpCAIbHBIE KoMreTeHInH («Pycckuit
A3BIK U KYJIbTYypa peun», «IIpaBoBeneHue»), a Takke TUCUUIIIMH NpodecCHOHATBHOTO CO-
Jiep>KaHus 00s3aTeIbHON YacTh yueOHoro miaHa («MeHeTKMeHT B Typuzme»). [lonesnsie u
HE00XO0/IMMbIe 3HAHUS U HaBBIKH I OCBOCHHUA Kypca AaéT nucuumuinHa «lIporpammuoe
o0ecrieueHre U aBTOMATU3aLUS JeSITEIbHOCTH IPEANIPUATUI TypHU3May.

VYuebHast AucuuIUIMHA «J{0OKyMEHTUpOBaHKE Ha MIPEINPUATUAX TYpU3Ma» HEMOCPE/-
CTBEHHO CBsI3aHa C KypcaMu BapHaTUBHOM YacTH y4eOHOro 1iiaHa ¥ 00ecreunBaeT NpakTu-
YECKHUE OCHOBBI TYPOIIEPATOPCKON U TYPAareHTCKOU AESATEIbHOCTH.

VYpoBeHb HayalIbHOM MOATOTOBKU 00YYarOIIErocs AJis yCIEeIHOTO OCBOSHHUSI TUCITH-
IUIMHBI «J[0KyMEHTHPOBaHNE HA NPEANPUATUAX TYPUZMAY:

— Hwmetsb npencraBieHne 00 OpraHu3alliy U yrpaBiIeHHH KOMMEPUYECcKoi cepoii nes-

TEIbHOCTU TYPUCTCKUX NPEIIPUITHIA B PhIHOYHBIX YCIOBUSX.

— 3HAaTh OCHOBBI PABOBECHUS, OCHOBBI (DYHKIIMOHAILHON CTUIIMCTUKH, PUTOPUKU U

KYJIBTYpbI pEUH.

— Bnanets HaBbIkaMu cOOpa, aHanmu3a 1 00001eHNsT HH)OPMAIK, OCHOBHBIMH TpHie-

MaMU pabOThl C KOMITBIOTEPHOM U OQUCHON TEXHUKOM.

3. O0beM TUCHUILTHHBI COCTABJISAET 3 3aUeTHLIX ¢IUHHIBI, 108 akageMmueckux
yacoB, 6 cemecTp), B TOM YHUCIIE:

KOHTaKTHas padora: nekiyu — 11 yac., npaktudeckue 3anstus — 11 yac.;

KOHTAKTHasi BHeay/IMTOPHAas padora: —

camocTosiTeJibHast padora: — 59 yac.

KOHTPOJIb: — 27 yac.



4. IlnanupyeMble pe3yabTaThbl 00y4eHHsI 10 JHCHHUILIHHE, COOTHECEHHBIE ¢ IJ1a-
HUPYEMBbIMH pe3y/IbTATAMH 0CBOEHHUS 00pa30BaTe/IbHOI MPOrpaMMbl

Ilnanupyemsbie pe3yJib-

TaThI 0CBOeHHs1 00pa30- | [Lnanupyemblie pe3yJbTaThl 00yUeHHUs! 10 TUCHMILINHE

BaTeJIbHOU NPOrPaMMBbI
(popmupyemMbie KoMIIe-
TEHIMH)

OIIK-6 OIIK-6.1 — OcytiecTBiseT HOUCK U 000OCHOBAHHO MPUMEHSIET
CnocodeH NPUMEHATH | HCOOXOAMMYIO HOPMATHBHO-TIPABOBYIO JOKYMEHTAIHIO IS
3aKO0HOAATENbCTBO Poc- | nesTenbHOCTH B M30paHHOM MpodecCHOHAIBHOM 001acTh

cuiickoii Penepanuu, a

TaKike HOPMBI MeKAY- | OIIK-6.2 — CoOmronaeT 3aKkoHOIaTeLCTBO Poccuiickoii Pe-

HapoaHOro mnpaesa MPH | nepaidu O IPEAOCTABICHUU TYPUCTCKUX YCIYT

OCYLIEeCTBJICHUHM  TIPO-
deccuonanbHoi  nesi-

TEJIBbHOCTH

OIIK-6.3 — ObecnieunBaeT TOKYMEHTOOOOPOT B COOTBETCTBUHU
C HOPMATHBHBIMHU TPEOOBAHUSIMH

5. ®opmMa NpoMeKYTOUHOI aTTeCTAIUM — IK3aMeH.

6. SI3bIK MpenoxaBaHusl — PyCCKUIL.

Il. Conep:xanue TMCHMIVIMHBI, CTPYKTYPHPOBaHHOE 110 TeMaM (pa3Je/iaM) ¢ yKazaHueM
OTBECHHOI'0 HA HUX KOJINYeCTBA aKaJeMUYECKHX YaCOB U BU/I0B Y4eOHBIX 3aHATHI

AynuTopHBIE 3a-

Camo-
HATHUS
CTOSI-
HaumenoBanue pa3nenos u teM Bcero [Ipaktu-
Jlek- TeJbHas
YecKue
1017051 pabota
paboTHI

[TonsTne ynpasnenueckoro gfokymenta. [Ipa-
BUJIA COCTaBJIEHUS U OPOPMIICHUS IOKYMEH- 12 2 2 8
TOB: BHJIbI OJIAHKOB, COCTaB PEKBU3UTOB U UX
odopmiieHne
CocTtaB ynpaBiaeHYECKON JOKYMEHTAIUH TY-
PHUCTCKOTO MPEANPUATHS: YHUDHUITIPOBAHHAS
CUCTEeMa OpraHU3alOHHO-PACIOPIUTEIBHOM 12 2 2 8
JOKYMEHTAallMW; JOKYMEHTallKs, Co3/1aBaeMasi B
MpolLecce OKa3aHusl TYPUCTCKUX YCIYT.
OCHOBBI CiTy)e0HOI MePEnnucKu 13 2 2 9
JloroBopHas nokymentauus. [IpencraBureins-
CTBO MHTEPECOB B MPOLECCE OCYILIECTBICHUS 12 1 1 10
TYPUCTCKOM AEATEIbHOCTHU. JIOBEPEHHOCTH




JIOKyMEHTHPOBaHKE YPETyJIUPOBaHUS CIIOPOB,

BO3HHMKAIOIIHMX B MIPOIIECCE OCYIIECTBICHUS TY- 12 1 1 10
pUCTCKOI nesarensHOCTH. [IpeTens3us

Opranuzanus aestenbHocTH cinyx6 OV u

JOKYMEHTO000pOTa TYPUCTCKUX MPEATPUSTHH. 12 2 2 8
[Ipumenenue |T-texHomoruil B mnpoueccax co-

31aHus, 00pabOTKH U mepenadn nHGopMauu

ApxuBupoBanue nHdopmanuu. Cucremarusa-

IIUsl ¥ DKCIEepTH3a IEHHOCTH JokymMeHToB. Ho- 8 1 1 6
MEHKJIATypa el

UTOI'O 81 11 11 59
KOHTPOJIb 27 27
BCET'O 108 11 11 86

I11. O6pa3oBaTe/ibHbIE TEXHOJIOTHU

VYyeOHas nporpamma — Bup 3ansTus

HAaMMCHOBAHHNC Pa3aciioB U

OO6pa3zoBartebHbBIE TEXHOJIOTUN

[TonaTre ynpaBaeHUECKOTo
nokymenTa. [IpaBuna co-
CTaBJICHUS U 0POPMIICHUS

Jlexk1IMoHHOE 3aHATHE

Jlekuus - BU3yanuzanus

JIOKYMEHTOB: BUJIbI OJTaH-
KOB, COCTaB PEKBU3UTOB U
ux opopmieHue.

[IpakTrueckoe 3aHsATHE

TexHoJioruu pa3BUTHUSA TU3ANH-
Mmertuienus. Opopmienue dop-
MYJISIPOB IOKYMEHTOB.

CocraB yrnpaBieHYECKOM
JOKYMEHTAllUU TYPUCTCKO-
ro NpeanpusTus: yuudu-

Jlek1IMoHHOE 3aHATHE

Jlekuus-Buzyanuzamnus

LHUPOBAHHAsA CUCTEMA Op-
raHW3alHOHHO-
pacnopsaIUTENbHON JOKY-
MEHTAllUH; JOKYMEHTaIus,
co3zaBaemasi B IIporecce
OKa3aHUs TYPUCTCKUX

YCIIYT.

[IpakTrueckoe 3aHsTHE

TexHomorus pa3BUTHS KPUTHYE-
CKOro MbliuieHus. Pabora B Ma-
apIX rpymnmnax. OnpeaeneHue co-
CTaBa JJOKYMEHTOB JJISl OTIpe/ie-
JNEHHBIX YIIPaBICHYCCKUX CUTYa-
UH.

OcHOBBI ci1ykeOHOI1 nepe-
MTUCKHU

JlekmnoHHOE 3aHATHE

Jlekuus-Busyanuzanus

[IpakTrueckoe 3aHsATHE

Pa6ota B manbix rpynnax. Co-
CTaBJICHHUE MTMCEM-3alPOCOB U MU~
CEM-OTBETOB 110 3aJJaHHOM CUTYa-
117078

JloroBopHas TOKyMeHTa-
uus. [IpencraButensCTBO

JlekmmonHoe 3ausaTHe

HGKHI/IH-BI/IS}’aHI/ISaHI/IH




UHTEPECOB B MPOIECCE
OCYILIECTBIICHUS TYPUCT-
CKOH JIesiTeNbHOCTH. JloBe-
PEHHOCTb.

HpaKTI/IquKoe 3aHATHUC

MeTto aHanu3a KOHKPETHBIX CH-
tyanuii (AKC). CocraBienue no-
roBOpa OKa3aHUs Typ. YCIYyT

JIoKkymeHTupOBaHue ype-
TyJIMPOBaHUs CIIOPOB, BO3-
HUKAIOIIMX B MIPOIECCEe
OCYILIECTBIICHUS TYPUCT-
ckou nearenpbHOCTH. [Ipe-
TCH3U.

JlexmmonHoe 3aHATHE

Jlekuus-Bu3yanuzamnus

HpaKTI/I‘IeCKOG 3aHATUC

Metox aHanu3a KOHKPETHBIX CH-
tyanuit (AKC). CocraBienue
MIPETCH3NOHHBIX ITUCEM M OTBETOB
Ha HUX.

Opranuzanus J1eaTeIbHO-
ctu cyx6 JIOY u noky-
MEHTO000POTa TYPUCTCKUX
npeanpustuil. Ilpumene-
Hue [T-rexHomoruit B mpo-
1eccax coszanus, oopa-
00TKH U nieperayn HHPop-
Maluu

JlexmmoHHoOEe 3aHATHE

Jlekuus TpaauMOHHAs

[IpakTHueckoe 3aHsATHE

Meron aHaM3a KOHKPETHBIX CHU-
tyauuii (AKC). Onpenenenue
CTPYKTYpBI, KBATH(PUKALIMOHHOTO
Y YHCJICHHOTO COCTaBa CIIy»XKO0
JOVY (unauBuayanbHas popma
paboThI)

ApxuBrupoBaHue HHPOP-
manuu. CucreMaTu3as u
AKCIEPTU3a UEHHOCTH J0-
kymeHToB. HomeHknaTypa
JICT.

JIGKIIMOHHOE 3aHSATHE

Jlexnms TpaguIinoOHHAS

HpaKTqucxoe 3aHATUC

Metox aHanm3a KOHKPETHBIX CH-
tyanuit (AKC). Pa3paboTka HO-
MEHKJIATypHhI JIe] TYPHUCT. TIPE]I-
npusTHs (MHAUBUAYyadbHas pabo-
Ta)

IV. OueHounble MaTepuasbl I NPOBedeHUs TeKylled W NMPOMeKYTOYHOH aTTe-

cTanuu

a) OHGHO‘{HI)IG MaTCpUuaJIbl JJIA ITPOBCACHUA TGKVIIIGﬁ aTTeCTaluu

KoHTponb ycBO€HMSI MaTepualia B Mpeaesiax KakJAOro MOAYJsS MPOBOJIUTCS B
dbopMe YCTHBIX OMPOCOB, MPOBEPKU KOHCIIEKTOB, BHITIOJIHEHUS 3aJaHUN JJISI CAMOCTOS-
TeIbHOU paboThl, a Takke B (hOpMe BBIMOTHEHHS TECTOBBIX 3aJJaHUI MO pa3jesiaM Kypca
Y OLICHUBAETCS CIIEYIOLIUM 00pa3oMm:

1. Tlocemenue neKIUi, HATUYKME KOHCIIEKTOB — | 0a 3a 0IHO MOCEIICHUE U OJIUH

3a KOHCIICKT.

2. YCTHBIE ONPOCHI U BBICTYIUICHHS HA MPAKTHUECKUX 3aHATHUSX (32 KaXKIbIA OIPOC)
— 2 6anna 3a oTBET, 1 Oau1 — IOMOJIHEHHE.
3. BeImosHeHue 3ajaHui A1 CaMOCTOSATEILHOM paOOThI 1O MPEII0KEHHBIM TeMaM —

4 dasua.

4. KoutponbpHas paboTa MO COCTABJICHHIO JOKYMEHTOB Ha OCHOBAHWHM WHIAWBUIY-

aJBbHOTO 3aJIaHUsI WJIU TeCTUpOBaHue — 12 GasioB




Dopmbl oyenusanus paboml CMyO0eHmos  COOMEEMCMEUU C pa30enamu npocpammbol

OUCYUNTUHBL
HaumenoBanue pa3aenoB u tem 3amaHus A1 CaMOCTOATENbHON paboThl | PelTuH-
Y IIPOBEACHUS TEKYIEH aTTeCTAllNN TOBBIN
Oast
Tema 1. OcHoBHbie TOHATHUA 00 | [TogoOpaTh JOKYMEHTHI, COCTaBlIeHHbBIE | 4 Oaiia
YIPaBIEHYECKOM JIOKYMEHTE. | Ha pa3HbIX OJaHKaX, MPOKOMMEHTHPO-
[IpaBuna cocraBieHuss U oQopM- | BaTb CBOMl BBIOOp, CpaBHUTH (HOPMBI
JIeHUs] JOKYMEHTOB: BHJbI OJiaH- | OJaHKOB.
KOB, COCTaB pPEKBU3UTOB U uX | [lomoOpaTe u cpaBHUTH 00pasubl ¢op-
odopmIiieHuE. MyJSIpOB  TpUKa3a, akra, MHUChbMa-
U3BEIICHNUs, JOKJIATHOM 3aMiCKH.
Tema 2. CocraB ympapieHdeckoil | OnpenenuTh COCTaB JOKYMEHTOB, Ko- | 12 Gan-
JOKyMEHTallUU TYPUCTCKOTO | TOpble HE0OX0AUMO OGOPMHUTH B KOH- | JIOB
MPEANPUATHS: YHUDUIIUPOBAHHAS | KPETHOM YIIPaBICHUYCCKOW CUTYAIIHH.
cucTema opranu3aioHHo- | CoctaBUTh U OPOPMUTH HA OCHOBAHHUU
paclopsiIUTENIbHON ~ TOKYMEHTAa- | MHIMBUIYaJIbHOTO 3aJlaHusl, BbIJIaHHO-
LMU; TOKYMEHTAlMs, CO3/1aBaeMasi | o IpernojiaBaTeeM, CIEAyIOIHue J0-
B MPOIIECCE OKA3aHMS TYPUCTCKUX | KYMEHTBI: IPUKa3, MUCHMO, TOKJIATHYIO
YCIIYT. 3aIKCKy, 3asBIICHUE.
Tema 3. OcHOBHI ciyxeOHOI me- | CpaBHUTH bopMyIsipbI nicbMa- | 4 6amna
pEnUCKU 3ampoca; MuchbMa-u3BEUICHUs; MTUChMa-
NPUTJIANICHUs, TAPAHTUITHOTO MHUCHMA.
Tema 4. JloroBopHasi nokymeHTa- | OleHUTh Ka4ecTBO JOroBopa peanusa- | 6  Oan-
uus. [IpeacTaBUTeNbCTBO UHTEPE- | IMM TYPUCTCKOTO MPOAYKTa HA COOT- | JIOB
COB B IPOIIECCE OCYIIECTBJICHUS | BETCTBUE HOPMATUBHBIM JIOKYMEHTaM U
TYpUCTCKOU AesiTenbHOCTH. J[oBe- | cTanmapTamM oQopMIICHHUS yIpaBlieHYe-
PEHHOCTS. CKHX JJOKYMEHTOB.
OdopmMuTh OBEpEHHOCTH Ha MOJy4e-
HUE JIOKYMEHTOB
Tema 5. JlokymeHntupoBanue ype- | CoctaBuTh U 0OpMUTH Ha OCHOBaHUM | 6  Oa-
TYJIUPOBAaHUS CIIOPOB, BO3HHUKA- | MHIUBUIYaLHOTO 3aJaHUs, BBIJAHHO- | JIOB
IOIMX B TPOLECCE OCYIIECTBIE- | TO MpernojiaBareieM, CIeAyIoIHue J0-
HUS TYPUCTCKOW JEATEIBHOCTH. | KYMEHTHI:
[Iperen3us. MPETEH3UI0 O HEKAYeCTBEHHOM IIpEao-
CTaBJICHUH TYPHUCTKOU YCIIYTH,
MOJIOKEHHE O PACCMOTPEHHUH MPETEH-
3 1 5Kanoo
Tema 6. Opranuzanus aestensHo- | OnpenenuTs KBanHU(pUKANUOHHBIA U | 4 Gama
ctu cnyx6 JOY u A0KyMeHTO- | KOJTUYECTBEHHBI COCTaB COTPYIHUKOB
o0opoTa TypuCTCKUX mpeanpus- | ciayxk0bl JJOY KOHKpPETHOTO mpeanpus-
tui. [Ipumenenne IT-TexHomorui | Tus
B IIpolieccax co3aaHus, o0paboT-
KU ¥ 1iepenay HHPOpMaIiu
Tema7. ApxuBupoBanue uHpop- | PazpaboraTth HOMeHKIATypy nen map- | 4 Gamia

6




maiuu. CucrtemaTusanus W OKC- | KETUHITOBOTO  OT/AeNla  TYpPUCTCKOTO
HepTU3a LIEHHOCTU JOKYMEHTOB. | MPEIIPHUITUS
Homenxknatypa nen

[IpumepHOe TecToBOE 3aJaHKe
Bapuanrt 1.
JlaiiTe OTBETHI Ha CIIETYIOIINE BOMPOCHI:
1) Yro takoe pabodee U CIyKeOHOE MO JOKYMeHTa?
2) Kakue sl 61ankoB ycranasiusaer [[OCT P 6.30—2003?
3) KakoBbI peKBH3HTHI OJlaHKA MTUCHMa?
4) Kakuie peKBU3UTHI SIBJISIOTCS MOCTOSIHHBIMU U TIEPEMEHHBIMH?
5) Kakue peKkBU3HTHI 0OPMIIIOTCS (IIaroBBIM CIIOCOOOM?
6) Korma u ¢ kKako# 1e7bI0 OSIBIIIHCH TIEpBbIe TOKYMeHTHI? [lepeuncnure GyHKINN
COBPEMEHHBIX JJOKYMEHTOB.
VYKakuTe, BEpPHBI JIH CICTYIONINE YTBEPKIACHUS
1) CmyxeOHOe ToJIe JOKYMEHTa MpeIHa3HAYCHO JJIs1 HAHECCHUS CIIEIHAIbHBIX H300-
paXeHHWil: a) J1a ; B) HET .
2) VMeHHO# (JI0JDKHOCTHOM) OJIaHK SABJISCTCS Pa3HOBHIHOCTHIO OJIaHKA MUChMa: a)
na ; 0) HeT .
3) JleBoe moiie JOKYMEHTa MOXKET OBITh YBEJIIMUEHO: a) /1a ; 0) HeT .
4) CtpaHuUIBl JOKYMEHTa MOKHO HYMEpOBaTh Ha HIDKHEM IIOJIC JIUCTA: a) Aa ; 0)

HET .

5) Ha Onanke nmuchbmMa MOKHO O(OPMHTH MPUKA3 110 OCHOBHOW JIESTEITHHOCTH: a)
na ; 0) HeT .

6) Ha Gmankax ogopmisercss TOJbKO IepBas CTPaHMIIA JOKYMEHTOB: a) jaa ; 0)
HET .

Bri6epuTe npaBUibHBIN BapuaHT OTBETA

1) CocraB pekBH3UTOB jJoKyMeHTa ycraHaBiuBaet: a) [OCT P 7.08-2013; 6)OCT
P 6.30—2003 ; B) YC] .

2) JO/DKHOCTHAsE MHCTPYKIHUS COTPYIHHMKA: @) MOJUICKHT YTBEPKICHUIO ; 0) He
YTBEPKAAETCS ; B) YTBEPKAACTCS IO YCMOTPEHUIO PYKOBOJIUTENS .

3) B kakom majexe GOpMYIHPYETCS 3arojOBOK K TEKCTY JODKHOCTHOW HMHCTPYK-
[[MU: a) B UMCHUTEIILHOM ; 0) B POJIUTEIIHHOM ; B) B MPEIOKHOM ?

4) JIOKyMEHT, OKOHYATeJIbHO O(GOPMIICHHBIA W TOIMCAHHBIN, HAa3bIBACTCS: @) MOJI-
JMHHUK ; 0) OTITYCK ; B) MyOIHKAaT .

BcTaBbTe nponyiiieHHbIE B TEKCTE CIIOBA
1. BHUUJOA —  Bcepoccuiickuii  HayYHO-HCCIIEIOBATENbCKUNM  UMHCTUTYT
u Jiena.

2. YcraB OpraHu3anu — MPaBOBOM aKT, ONMPE SIS IOMIUMA

3. JIoKHOCTHAsi HHCTPYKIUS COJIEPKUT CIIETYIOIINE pa3/Iebl:
1) o01iue MoNoKEeHNUS;
2)
3) pyHkuuy;
2) :
5) :

4. CTpyKTypa U LITaTHas YUCIECHHOCTh — 3TO MPABOBOM aKT, YCTaHABIUBAIOLIUN
CTPYKTYpPY OpraHHU3aIuH,




0) O11eHOYHBIE MATEPUANBI TSI IPOBENCHUS TPOMEKYTOYHON aTTECTAIIUNA

Buo u cnocob npogedenus npomedxcymounoi ammecmayuu:
[TpoMexyTouHas aTTecTalnus 1Mo Kypcy NpoBOJAUTCA B BUJIE YCTHOTO SK3aMeHa U
MpeJIoaracT MpoOBEPKY 3HAHUI B COOTBETCTBUU C IByMsI BOITPOCAMU-3aIaHUSIMH: T€O-
PETUYECKUM U MPAKTUUECKUM, COJEPKAIMMUCS B BHIOpAaHHOM CTYyJIeHTOM Omiiete. Mak-
CUMAJIbHO CTYJIEHT MOKeT nmonyduThb 40 6amnoB: mo 20 6aioB 3a OTBET 1O KaXKIOMY BO-

npocy.
Kpumepuu oyenxu 3nanui, ymeHuti u Hagblkog CMyo0eHmos8 npu OyeHKe
chopmuposanHocmuy KomMnemeHyuu npu u3yyeHun OUCYUNIUHbL
No Conepxxanue Kpurepuu onenku
n/m 40-69 70-84 85-100
OaioB OaJIoB OaioB
1. | OcHoBHBIC TIOHS- | HCYBEPEHHBIC 3HA- | 3HACT OCHOBHBIC | IEMOHCTPUPYET
THS W TEPMUHBI | HUSL OCHOBHBIX | TEPMHUHBI U TOHS- | yBEPEHHbIE  3Ha-
J0Y TEPMUHOB W TOHS- | THUs HUS, crocobeH
TUHN 00BSICHUTH CoJllep-
KaHWE OCHOBHBIX

TCPMHUHOB W ITOHA-
THUA

STEIBHOCTH
cryx6 JIOY wu
JIOKyMEHT0000-
porTa.

HUS ~ OpraHM3aIlv-
OHHBIX OCHOB JIesI-
TETBHOCTU  CITYXKO
JAOY u TexHoo-
TMH  JIOKYMEHTO-

METOJIbI CO3/IaHMsI
ciyx6 JOY wu
OpraHH3anuu Jo-
KyMEHTO0000pOTa,
yMEET MPUMECHSTh

2. | CocrtaB u (yHK- | HCYBEpEHHBIC 3HA- | 3HAET OCHOBHBIC | IEMOHCTPUPYET
IIUOHATIbHOE HUS COCTaBa W | BUABl JIOKYMCH- | yBEpEHHBIC  3Ha-
Ha3HAYCHHUE (YHKIIMOHAJIBHOTO | TOB,  00pa3ylo- | HUsl, pa3jnyacT U
VIPABJIICHYECKUX | HA3HAYEHUS JIOKY- | IIIUXCS B MPOIIEC- | XapaKTEPHU3yeT
JOKYMEHTOB Ty- | MEHTOB, 00pa3ylo- | c€  TYpPHUCTCKOM | crienuduyueckue
PUCTCKOTO TMpe- | MHUXCSA B IMpolecce | AeITeTbHOCTH, UX | OCOOCHHOCTH  JI0-
TIPUATHSL. TYpPUCTCKOH  jesi- | QYHKIIMOHAIIBHOE | KYMEHTOB pa3Jiny-

TEITBHOCTH Ha3HAYCHUE HOTO (b yHKITHO-
HAJILHOTO  Ha3Ha-
YCHUS

3. | CocraBneHue ¥ | HEYBEpECHHbIE 3HA- | 3HAET OCHOBHBIC | JIEMOHCTPUPYET
pPEIaKTUPOBAHUEC | HUS NpaBwWI | MpaBmwia OQGOpM- | yBEpEHHBIC 3HAHUS
JIOKYMEHTOB, 00- | opopmiieHHs  J10- | IEHUsI JIOKYMEH- | COCTaBa U MPaBUII
pasytouuxcss B | KymeHTOB. Jlomyc- | TOB, HO Jomycka- | opopmiieHus pek-
JESTEIIBHOCTH KaeT  MHOTOYHC- | €T OIIMOKW B | BUBUTOB  Pa3jiHy-
TYPUCTCKUX JICHHBIC ONIMOKU B | OPOPMIICHHHM OT- | HBIX  YIIpaBJICHYE-
MPEANPUSTHI opopMIIEHHH  I0- | ICTBHBIX PEKBU- | CKUX JJOKYMEHTOB.

KYMEHTOB, HE 3HA- | 3UTOB
€T COCTaB pEKBH-
3UTOB
4. | Opranusanus fie- | HEYBEpPCHHbIE 3HA- | 3HAET OCHOBHBIC | JIEMOHCTPUPYET

YBEPEHHbBIC 3HAHUSA
Y HaBBIKU IPUMeE-

HEHUs pa3HbIX Me-
TOJOB pacué€ra
YUCJIEHHOCTH "
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obopora. He Mo- | UX HA IPaKTUKE | OMpPEICNICHHUS  CO-
XKET  BBINIOJIHUATH craBa ciyx0 IOV,
HPEII0KCHHYIO OpraHu3aiuu Jo-
JIETIOTIPOM3BO/I- KyMeHTO00OpoTa
CTBEHHYIO  OIlepa-
01200
5. | ApXuBHpOBAaHHE | HCYBEpEHHBIC 3HA- | 3HAET OCHOBHBIC | IECMOHCTPHPYET
UHPOPMAITHH. HUSI TEOPUU U Me- | METOJbI ApPXHMBH- | YBEPCHHBIC 3HAHUS
CucremMaTu3aisi | TOMOB  apXHBHPO- | poBaHUs HH(OP- | METOJIOB  apXHBHU-
JOKYMEHTOB. BaHMs HWH(OpMa- | MallMK, MPOU3BO- | poBaHus  HHGDOP-
UM,  HECHOoCO0- | TUT SKCIECPTHYIO | MAIUU M SKCIIEPT-

HOCTh TPOU3BECTH
0TOOp JOKYMEHTOB
JUISL  YHUYTOXKECHUS
WU TIOCTOSTHHOTO
XpaHEHUs B COOT-
BETCTBUU C KpHTe-

OIICHKY JOKyMCH-
TOB, HO JIONyCKa-
eT OLIMOKHU

HOM OLICHKH JOKY-
MEHTOB B IpolIecCce

ux orbopa s
XpaHCHHUS WIN
YHHYTOXKCHHUS

CTH

pusAMH UX HOCHHO-

Tunoenie KOHMPOJIbHblE 3a0aHUs 05 OYEHKU 3HaHl/llZ, yMeHuﬁ, HAeBbIKO6

[Inanupyemple  pe3yabTaThl
00y4eHus 1Mo JUCLUIUINHE
(MHAMKATOPBl KOMIETEHIINN)

TunoBsle KOHTPOJIBHBIE 3aaHUs JUIsl OLEHKH 3HaHW,
YMEHUH, HaBBIKOB

OIIK-6.1 — OcymectBisier
MOUCK U 00OCHOBAHHO MpH-
MEHSIET HEOOXOJIUMYIO HOp-
MAaTUBHO-TIPABOBYIO  JIOKY-
MEHTAIINIO IS ICATEITbHOCTH
B M30paHHOW mpodeccHo-
HaJBLHOM 00JIacTH

ChopmMupoBaHHOCTH KOMITIETEHIIUU TTPOBEPSAETCS C TTIOMO-
1IBIO:

A) KOHTPOJIBHBIX BOTIPOCOB (TIPUMEPBI):

1. B kakoM HOpPMaTMBHO-TIPABOBOM JOKYMEHTE
yCTaHOBJIEHA HOpMa 00s13aTEIbHOCTH IPOBEICHUS
AKCIIEPTU3bI HEHHOCTH JOKYMEHTOB?

2. Kakume HOpMaTUBHO-METOJUYECKHE JIOKYMEHTBI
IOMOT'YT OIIPEJIEINTh CPOKU XPAHEHUS YIIPABIIECH-
YECKUX JOKYMEHTOB, 00pa3yIoLuXcs B JIeATEb-
HOCTH NPEANPUATUN U OPraHU3alnn?

3. IlpuBenure mnpuMepbl YNPaBICHUECKUX JOKY-
MEHTOB, B KOTOPBIX OCHOBHAs JaTa MOXET HE
coBMaaath ¢ (PaKTUUECKUM BpEMEHEM UX TMOJIHU-
canusi. ConuuTech Ha HOPMAaTUBHBIN TOKYMEHT.

4. OmnpenenuTe MpaBOBBIE OCHOBBI PabOTHI C JTOKY-
MEHTaMH, COJEpPKalUMU KOH(UIECHIUATbHYIO
UHPOPMAIIHIO.




b) BeimonmHeHus IpaKTHYECKHX 3aIaHUH (TIPUMEPHI):

Ilpumep 1. Pazpaboraiite «IlonoxeHnue o nopsake pac-
CMOTPEHUS Kaj100 U MPETEH3UID»

Ilpumep 2. JlaTh OIIEHKY Ka4yeCTBY COCTABJICHHS U
oopMIieHHS TOJKHOCTHOM HMHCTPYKIIMU MEHeIKepa
TypUCTCKOTO Tpennpustusi. OxapakTepu3oBaTh TEKCT
JIOKYMEHTa C TOYKH 3PEHUS MOJHOTHI OTPAXKEHUS B HEM
00s13aTeIbHBIX YCIOBUN. APryMEHTUPOBATh OTBET
CCBhLIKAMU Ha HOPMaTUBHO-TIPABOBBIE JOKYMEHTHI.

OIIK-6.2 — CoOmomaeT 3a-
KOHOJATEJILCTBO Poccuiickon
denepaun 0 NpeaOCTaBIIE-
HUU TYPUCTCKHUX yCIIYT

ChopmMupoBaHHOCTH KOMIIETEHIIUU MTPOBEPSETCS C TTIOMO-

1118 %)

A) KOHTPOJIBHBIX BOTIPOCOB (TIPHUMEPHI):

1. Kako#f mOKyMEHT HaJ0 COCTaBUTh U HAMPABUTH JIe-
JIOBOMY MapTHEPY B CiIy4yae BbISBICHHBIE Hapylle-
HUM yCJIOBHI JOTOBOpa?

2. K xakoMmy THITy TOKYMEHTOB OTHOCHTCS TPHKa3 IO
aIMUHUCTPATUBHO-X035MCTBEHHOM ESITEIIBHOCTH?

3. Oxapaxrtepusyite pa3nuuusi B 0hOpMIEHUN KPATKO-
T'O ¥ TIOJTHOTO NMPOTOKOJIOB.

4. PasrpaHuybTe MOHATUA «JIOKYMEHTAJIbHBIA (OHJ
OpTraHH3aIuN» U «apXUBHBIN (OH] OpraHU3aIIN.

5. Tloyemy Hemnb3s MOAIIUBATH B OJHO JIE€JO TMOMIJIMH-
HUKHU ¥ KOITUU JOKYMEHTOB?

6. KakoB mopsimox odopmieHHs aen AJis Mepeaadd B
apXuB, MIEPEUNCIUTE OCHOBHBIE OIEpAIUU.

b) IlpakTrueckux 3aianuii (mpuMepsl):

Ilpumep 1. CocTaBuTh TEpedYeHb O0S3aTEIBHBIX JIO-
KaJIbHBIX CTAHJAPTOB TYPUCTCKOTO MPEANPHUATUS 10
BOIIPOCaM JOKYMEHTALIMOHHOTO 00ecreueHus aesiTeNb-
HOCTH

Ilpumep 2. OhopMUTh MPETEH3UI0 O HEKAYECTBEHHOM
OKa3aHUU TYPUCTCKUX yCIIYT

OIIK-6.3 — OOecmneunBaer
JOKYMEHTOOOOPOT B COOTBET-
CTBHH C HOPMAaTUBHBIMH Tpe-
0OoBaHHUAMU

ChopMHPOBaHHOCTH KOMITETEHITUH ITPOBEPSETCS C TOMO-
IBIO
A) KOHTPOJIBHBIX BOIIPOCOB (TIPUMEPBI):
1. Yto Takoe pabouee u Ciry)xeOHOE MO TOKyMEH-
Ta?
2. Kakue BuabI OJIaHKOB MPUMEHSIOT IJs1 0OpM-
JIEHUS TOKYMEHTOB?
3. Kaxkue pekBU3UTHI SBISIFOTCS TOCTOSSHHBIMU U
MepEMEHHBIMU?
4. Kakue pexBU3UTHl OGOpMIsIOTCS  (IaroBbIM
cnocobom?
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5. Korga u ¢ xakoil 11e51b10 MOSBHIIUCH MEPBBIE J10-
KYMEHTBI?

6. Kakue TexHOJOTHMYECKHE OMEpalli OCYIIECTB-
JSAIOTCA B IPOLECCE PETUCTPALMU KOPPECHOH-
JIEeHIAn?

b) [Ipaktrueckux 3aganuii (mIpuUMepbI):
Ilpumep 1. OnpenenuTh COCTaB U MOCJIEIOBATEIIBHOCTD
oopmiieHHs AOKYMEHTOB B IIpoliecce moadopa Ty-

PUCTCKOTO MPOJIYKTa

Ilpumep 2. Paccuutath coctaB ciyxO0bsl JOY nmnsa
KPYITHOTO TYPUCTHYECKOTO areHTCTBA

V. YueOHo-MeTOqHYECKOE M MH(POPMAIIHOHHOE 00ecneueHre TUCHUIINHBI

1) Pekomenyemast uTeparypa

a) OcHOBHas JIMTEpaTypa:

. Hoponuna, JI. A. OpraHuzanus ¥ TEXHOJOTHS JOKYMEHTAIMOHHOIO
oOeCIiCUCeHNsT  YIpPAaBJICHUS : YYeOHHK HM TNPAKTHKYM JUIS  BYy30B /

JI. A. loponuna, B. C. UputukoBa. — 2-¢ wu3m., mepepad. w 1g0m. —
MockBa : UzmarensctBo  Opaitr, 2023. — 270c.—  (Bsicuiee
obOpazoBanue). — ISBN 978-5-534-16016-1. — TekcT : AIEKTPOHHBIN //
Oo6pazoBartenbHas maTdopma Opaiit [caiit]. — URL:

https://www.urait.ru/bcode/530251 (nata obpamenwus: 26.06.2023).

. KynsieB, H. H. JlokymenroBenenue : yueOnuk / H. H. Kynses, JI. H.
VYpanos, A. I'. ®abpuunoii ; mox pex. nmpod. H. H. Kynaesa. - 2-e u3z., ctep.
- Mockga : Jloroc, 2020. - 352 c. - (HoBas yHuBepcuteTckas OMOIMOTEKA). -
ISBN  978-5-98704-329-5. - Tekct : osnekrponnbii. - URL:
https://znanium.com/catalog/product/1211628 (mata oOpareHus:
26.06.2023). — Pexxum qocTyma: 1o HOIMHCKe.

0) lononHuTenpHas TUTEpaTypa:

I'punbepr A. C. JlokymeHTanmonHoe obecrieuenue ynpasienus / A. C. I'punoepr,
H. H. T'opbaués, O. A. Myxamermmna; A.C. I'punbepr; H.H. T'op6aués; O.A.
Myxamermmaa. -  MockBa ©  FOuwurtu-Zlanma, 2015, - 391 c.
URL:http://biblioclub.ru/index.php?page=book&id=115031

beikoBa T.A. [lokymeHTanmuoHHOEe oOeclieueHUE YIpaBlIeHUs (IEIOMPOU3BOJI-
cTBO): yueO. mocobue / T.A. beikosa, T.B. Ky3nenona, JI.B. Cankuna. — 2-¢ uzf.,
nepepad. u non. — M. : UH®PA-M, 2017.— 304 c. + on. marepuansl [Dmex-
TpoHHBIM  pecypc]. — (Bwicmiee oOpa3zoBanme: bakamaspuar). URL:
http://znanium.com/go.php?id=762591

JlokyMeHTalmoHHOe oOecIleueHne YIPaBICHHUsI HETOCYIApCTBEHHBIX OpraHU3a-
nuii: Yuebnoe nocodbue/beikoBa T. A., Cankuna JI. B., 2-e u3z., nepepad. u gor. -
M.: HUL] UHOPA-M, 2015. - 302 c.: 60x90 1/16. - (Beiciiee obpa3oBanue: ba-
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https://www.urait.ru/bcode/530251
https://znanium.com/catalog/product/1211628
http://biblioclub.ru/index.php?page=book&id=115031
http://znanium.com/go.php?id=762591

no

kanaBpuart) (ITeperér). URL: http://znanium.com/go.php?id=468884

Ucrtounuku;
a) 3aKOHBI

®enepanbublii 3akoH « OO0 OCHOBAaxX TYpPHUCTCKOW JAeATENbHOCTH B Poccuiickoii
Oenepatnny 0T 24 HosAOps 1996 1.  Ne 132-d3 URL:
http://www.consultant.ru/document/cons_doc_LAW_129632/

®denepanpablii 3ak0H «O MepcoHANBHBIX HaHHBIX» 0T 27.07.2006 N 152-03
Oepnepanbubiid 3aK0H 0T 22.10.2004 1. Nel125-D3 «O6 apxuBHOM nene B Poccuii-
ckon denepaunny», NEUCTBYIOLIAS PEIAKIIHS.

Oenepanbublil 3ak0H 0T 27.07.2006 Ne 149-d3 «O06 undopmanuu, nHbpopmManu-
OHHBIX TEXHOJIOTUAX U O 3alUTe HHPOPMAIIUN», NEHCTBYIOIIAs peaaKIIs.
®denepanbhblii 3akoH oT 6 ampenst 2011 romga Ne 63-D3 «OO6 371eKTPOHHON TOIITH-
CH»;

®enepanbublil 3aK0H 0T 6 gexadbpst 2011 roga Ne 402-03 «O Gyxrajitepckom yue-
Te»

3akon PO ot 25 okts6ps 1991 r. Ne 1807-1 «O s3pikax HapoaoB Poccuiickoii De-
neparuu (¢ usm. Ot 24.07.1998).

3akon PO ot 7 depans 1992 roma Ne 2300-1. «O 3ammure mnpaB noTpeOuTENEH»
URL.:: http://zakon.it-navigator.ru/.

®denepanbHbIi KOHCTUTYLIMOHHBIN 3akoH oT 25 nexabps 2000 r. Ne 2-OK3 «O
rocynapctBeHHOM TepOe Poccuiickoit denepanun»y denepanbHblii 3aKOH 0T 27
utoisg 2006 1. N 152-®3 «O nepcoHanbHBIX JaHHBIX)

10. ®enepanbhsblii 3akoH «O paboTe ¢ obpamieHus MU rpaxaany». — M., 2006.
11. ®enepanbhblil 3ak0H «O TEXHUUECKOM peryiaupoBaHumn» ot 27.12.2002 N 184-P3

(mpunsit '] ®C PD 15.12.2002).

12. ®epepanbubiii 3ak0H oT 09.02.2009 Ne 8-D3 «O6 obecmneueHun I0OCTyna K HH-

dbopManuu 0 AESTENbHOCTH TOCYIapCTBEHHBIX OPraHOB M OPraHOB MECTHOTO ca-
MOYIIPABIICHUS.

0) Ilom3akoHHBIE aKThI (IOCTAHOBJIECHHUS, IPUKA3HEI U JIP.)

I'ocynapcTBeHHas cuctemMa JOKYMEHTAallMOHHOTo o0ecniedeHust ynpasienus. Oc-
HOBHBIE MOJ0XKeHus. O0mme TpeOoBaHMs K JTOKYMEHTaM U CIy)0am JOKyMEH-
TanoHHoTo obecneueHus. - M.: BHUMJIAJL, 1991. 74 c.

[IpaBuna opraHMsanMyu XpaHEHUs, KOMIUIEKTOBAaHHUs, YYETAa W HCIIOIb30BAHUS
nokyMeHTOB ApxuBHoro (ouma Poccuiickoit denepanuu U Apyrux apXUBHBIX
JOKYMEHTOB B IOCYAApCTBEHHBIX OpraHax, OPraHax MECTHOI'O CaMOYIIPABJICHUS
u opranuzamusax. M., 2015.

IIpaBuna opraHu3anuu XpaHEHMs,, KOMIUIEKTOBAHMS, Y4E€Ta U HCIIOJIb30BaHUS
nokymMeHToB ApxuBHoro (onna Poccuiickoit denepaun u Ipyrux apXxuBHBIX
JIOKYMEHTOB B T'OCYAApCTBEHHBIX U MYHHUIIMIAIbHBIX apXHBaxX, My3esx U Ouo-
JIMOTEKax, opranusauusax Poccuiickon akagemuu Hayk. YTB. IIpukazom Munu-
CTEpPCTBA KYJIbTYPHI M MAaCCOBBIX KOMMYHHKaIMi oT 18 ssuBapst 2007 r. N 19
[lepeueHb TUIMOBBIX YMPABICHYECKUX JOKYMEHTOB, 00pa3yIOLIUXCs B Mpoliecce
NEeSATEIbHOCTU TOCYJAapCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CaMOYIIPABIICHUS
Y OpraHu3alui, C yKa3aHUEM CPOKOB XpaHECHUS» Y TBEP)KIEH NpHUKa3oM Munu-
cTepcTBa KynbTyphl Poccuiickoii denepanuu ot 25 aBrycta 2010 r. Ne 558
URL:http://base.consultant.ru/cons/cgi/online.cgi?reqg=doc;base=LAW;n=10495
3
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10.

11.

12.

13.

[lepeyenp THUMOBBIX AapXUBHBIX JIOKYMEHTOB, OOpa3yloIIMXCS B HAy4HO-
TEXHUYECKOW M MPOU3BOJICTBEHHOW AEATEIIBHOCTH OpPraHW3aldi, ¢ yYKa3aHUEM

CPOKOB XpaHECHH». Y TBEepXKAeH MpukazoM MuHkyabTypsl Poccuu ot 31.07.2007
N 1182 (pea. ot 28.04.2011). 3apeructpupoBan B Muntocte Poccun 27.09.2007 N 10194,

[IpaBuna genonpousBocTBa B (peepaibHBIX OpraHax UCIOJHUTEIHHON BIACTH.
V1B. IloctanoBnenunem IlpaBurensctBa Poccuiickoit depepauun ot 15 nroHd
2009 r. N 477. O61mas xapakTeprucTHKa ¥ 3HAYCHHE IS JeTOPOU3BOJICTBA.
HopmatuBbl npeieibHON YUCIEHHOCTH PaOOTHUKOB KaJpPOBBIX CIYXO U Oyxrai-
Tepuil (enepaibHbIX OPraHOB MCHOJHUTENBHOW BIACTU. Y TBEPXKIEHBI MOCTa-
HosieHneM Muntpyna Poccun ot 5 utons 2002 1. Ne 39

YKpynHEHHbIE HOPMBbI BpEMEHHU Ha paboThI, BHITIOJIHSEMbIE B 00BETMHEHHBIX ap-
XMBaX, XPaHIIMIMX JOKYMEHTHI [0 JUYHOMY COCTaBY YUpEXKIACHHUM, OpraHu3aliuii,
npennpusatuii. Mocksa 1992. CMm. mpunaraemslit (aiin

Hopwmebl Bpemenu Ha pabOThI M YCIYTH, BBITIOJIHSEMbIE TOCYIapPCTBEHHBIMU apXH-
Bamu. YTB. Pocapxuom. 2007. Cm. npuaraeMslii ¢aiin

Hopwmsbl BpemeHun Ha paboThl 10 JOKYMEHTAIHOHHOMY O00€CIEUEHHUIO YIpaBIIEH-
YECKUX CTPYKTYp (eaepaabHbIX OpraHOB MCIOJHUTEIHHOW BiacTu/ MUHHCTEp-
CTBO TpyJAa M comuaibHOrO paszButus PO, [lenTpansHoe 610p0 HOPMATHBOB IO
Tpyny, 2002

[TonoxxeHne o cucteMe MEXBEIOMCTBEHHOI'O 3JEKTPOHHOIO JOKYMEHTOO0OOPO-
tay» (yTB. moctaHosienueM [IpaButenbctBa PO ot 22.09.2009. Ne 754);

«O TexHHYECKUX TPeOOBAHUSIX K OpraHU3aIllMU B3aUMOJEHCTBHS CUCTEMBI MEXK-
BEJIOMCTBEHHOT'O JIOKYMEHTO00O0pOTa C CHUC3aJaHUEMHU AIEKTPOHHOTO JOKYMEH-
T000OpOTa (eaepaabHbIX OPraHOB HCIOJHUTEIBLHOU BiacTu» (YTB. pacropsoke-
HueM [IpasutensctBa PO ot 02.10.2009 Ne 1403-p);

[Inan mepexoja Ha NHPENOCTABIECHHUE TOCYAAPCTBEHHBIX YCIYr M HCIOJHEHUE
TrOCYJapCTBEHHBIX (DYHKITUH B 3JIEKTPOHHOM BHjIE (heiepaibHBIMU OpTaHaMH UC-
MOJIHUTEJIBHOW  BJIacTW». YTB. pacnopspkeHuem IlpaBurensctBa PO ot

17.10.2009 .Ne 1555-p.

B) CtanmapTsl

I'OCT 17914-72. OOnoxKu AeN JIUTEIbHBIX CPOKOB XpaHEHUs. TeXHUYECKUE
ycioBusi. M.: M3natensctBo ctanaapTos, 1984.

I'OCT P 7.0.97-2016. Cuc3ananue ctaHAapToOB Mo HHGOpMaUU, OUOINOTEUHOMY
U u3narenbckomy Jneny. OpraHu3allMOHHO-pacCoOpsAUTENbHAs JOKYMEHTALHUS.
TpebGoBanus Kk 0POPMIECHUIO JOKYMEHTOB.

I'OCT P 7.08-2013. Cuc3ananue cTaHAapTOB MO0 HHPOpMaLUU, OMOIUOTEYHOMY U
U3/1aTeNIbCKOMY JIey./{enonpon3BOACTBO U apXUBHOE J1€710. TepMUHBI U ompeie-
JICHUSL.

Oo6mepoccuiickuii knaccudukarop ymnpasiaeHueckor gokymentanuu OK 011-93.
M.: I'occranmapt Poccun, 1994.

I'OCT P UCO 15489-1-2007 «CUBU/I. Ynpasnenue nokymeHtamu. O6mme Tpe-
OoBauus» [DekTpoHHBIH pecypc]. - http://www.gost.ru.

I'OCT P UCO 9000-2001 Cucremsl MeHeKMeHTa KauecTBa. OCHOBHBIE ITOJIOXKE-
HUSA U CJIOBapb (MPUHST U BBEACH B JIeiCTBUE MOCTaHOBIeHUEM ['occTtangapra PO
ot 15 aBrycra 2001 r. N 332-ct). [DnektponHslii pecypc]. -http://www.garant.ru.
I'OCT P 1.4-2004 Crannaptuszauus B Poccuiickoit ®enepaunu. CrangapTsl op-
ranm3anuii. U3nanne odunmansuoe. M., UIIK M3gatensctBo crangaptos, 2005.
URL: http://www.intertrust.ru/analytics/gosts/385/TOCT P MCO 15489-1-2007
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http://www.gost.ru/
http://www.garant.ru/
http://www.intertrust.ru/analytics/gosts/385/.ГОСТ

o

«Cuc3amganue cTtaHaapToB 1Mo uWHoOpMaIyH, OMOTMOTEYHOMY M H3ATEIBCKOMY
neny. Ynpasienue jokyMentamu. Oomue TpeOoBaHus .

['OCT P 50922-96 3ammra uadgopmannu. OCHOBHBIE TEPMUHBI U ONIPEICICHUSI.
I'OCT P 1.0-2004 Cranmaptuzamus B Poccuiickoit ®@enepannn. OCHOBHBIE TIO-
noxenus. [OCT P 1.10-2004 . Crangaptu3zanus B Poccuiickoit denepanuu. [Ipa-
BUJIA CTAHIAPTU3AIMKA U PEKOMEHJAINY 110 cTaHaapTu3anuu. [lopsmok pa3pador-
KU, YTBEPXKICHUS, H3MEHEHUS, TICPECMOTPa U OTMEHBI.

10.’'OCT P 1.10-2004 . Crangaptuzanus B Poccuiickoit @eneparuu. [IpaBmra ctan-

JapTU3alui U PEKOMEHIANH Mo cTaHaapTusanuu. [lopsanok pa3paboTku, yTBep-
XKJICHUS, U3MEHEHUS, IEPECMOTpa U OTMEHBI.

11.TOCT P 1.12-2004 . Crangaptuzanus B Poccuiickoit ®@eaepanuu. TepMuHbl U

onpenenenus. URL: http://www.intertrust.ru/analytics/gosts/387/.

12.TOCT P MCO 9001-2008 . Cuctemsl MeHeKMEeHTA KauecTBa. TpeboBanus. URL:

http://www.intertrust.ru/analytics/qosts/389/.

13. A1s60M yHUGUIIHEPOBAHHBIX (OPM MEPBUYHON YUETHON TOKYMEHTAIUH 10 yUETy

TPyZla U €ro oIuIaTel. Y TBEpKAEH nocraHoBieHneM ['ockomcrata PD ot 5 sHBaps
2004 r. Ne 1. [DnexTpoHHbIH pecypc]. - http://www.garant.ru.

r) HopMaTuBHO-METOIUYECKHUE IOKYMEHTBI

1.Metoandeckue peKOMEHIAIMHU MO0 pa3pabOTKe UHCTPYKIMM MO AEIONPOU3BOI-
CTBY B (peiepalibHBIX OpraHax HCIOJHHUTEIBHOW BIacTH. YTB. Mpuka3zoM Pocap-
xuBa oT 23 nexadbps 2009 r. Ne 76

2.PekomeHjaii 10 BEJACHUIO AEJONPOU3BOJICTBA B opranuzaunu, BHUNJIA/IL,
2003 r. URL.: http://docs.cntd.ru/document/902035424

3.0KkcrepTr3a IEHHOCTH YIPaBJICHUYECKUX JOKYMEHTOB U KOMILJICEKTOBAHUE UMHU
rOCyapCTBEHHBIX apXMUBOB (Teopus U MeTonuka). — M., 2006.

1) CopaBounasi, yueOHasl M Hay4Has JIUTEpPATypa

HenonpousoactBo: O6pasipl, TOKyMeHThl. OpraHu3aius ¥ TeXHOJIOTUS PabOThI
/ B.B T'anaxos., U.K. Kopuee u gh/ — 3-¢ uzn. . — M.: [IpocnexT, 2016. — 480 c.
HenonpousBonctBo: Yuebuuk / T.A. beikoBa, JI.M. Bsosa, JI.B. Cankuna; Ilox
o6m1. pen. T.A. beikoBoil. - 3-e uza., nepepad. u jom. - M.: UTHOPA-M, 2012. -
364 c.: ObC «MHOPA-M» http://www.znanium.com

Kpumramox A.H. KondunenunansHoe 1e10MpoOU3BOACTBO U 3alIUTa KOMMEpYe-
CKOW TaiHBI [DIIEKTPOHHBINA pecypc] : yuebHoe mocodme / A. H. Kpumramok;
A.H. Kpumramoxk. - Open : MexpernoHanpHass Akanemusi 0€301MacCHOCTH U BbI-
xkuBanusi (MABUB), 2014. - 199 c. - Kuura naxoautcs B 6a30Boit Bepcun IbC
IPRbooks. URL http://www.iprbookshop.ru/33427.html

Kysnenos U. H.. lenompoussoactso / W. H. Ky3ueunos; WU.H. Ky3nenos. - 6-¢
u3., mepepad. u gom. - Mocksa : M3naTenbcko-Toproas Koproparnus «/lamkos u
K®», 2014. - 460 c. - ISBN 978-5-394-01981-4.
http://biblioclub.ru/index.php?page=book&id=452846 —25BC «IPRbooks»

ITono C.JI. [lenonpou3BOACTBO U CEeKpeTapckas paboTa Ha NMEPCOHAIbHOM KOM-
nplOTEpe  [DNEeKTPOHHBIA  pecypc]: yueOHO-METOAMYECKOE ¢ CIIPABOYHO-
uH(pOPMALIMOHHOE TI0coOMe A O(UCHBIX IETONPOU3BOAUTENEH U cekpeTapeit/
[TonoB C.JI.— DnekrpoH. TekcroBeie nannbie.— M.: COJIOH-TIPECC, 2014.—
424 c— Pexum poctyma: http://www.iprbookshop.ru/65407.html.— SBbC
«IPRbooks»
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6. Poroxun M. 10./lenonpousBoactso : kypc neknuii / M. 10. Poroxun; M.IO. Po-
rokuH. - M.bepnun : Iupekr-Menua, 2014. - 229 c. - ISBN 978-5-4458-6528-5.
URL: http://biblioclub.ru/index.php?page=book&id=253702 —3b5C «IPRbooks»

7. CrangapTu3anusi ¥ KOHTPOJb KauyecTBa TYPUCTCKUX Yycayr: YueOHoe mocobue /
O.M. IlaxomoBa. - M.: HULl UTH®PA-M, 2016. - 135 c.: 60x90 1/16. - (Briciiee
oOpa3oBaHue: bakamaBpuar) (O6oxKa) ISBN 978-5-16-010354-9
http://znanium.com/go.php?id=485674

8. SuxoBuu . A.JlenonpousBoacTBo B KaapoBoi ciayxbe / L. A. SIakoBuu. — -
MockBa . HOwuwtu-Jlana, 2015. - 161 c. - ISBN 5-238-01076-1. URL.:
http://biblioclub.ru/index.php?page=book&id=439196 — 95C «IPRbooks»

2) ITporpammHoOe 0OecrieueHIe
a) JIntieH3nOHHOE MPOrpaMMHOE 0OeCTICUeHHE

1. ArcGIS 10.4 for Desktop - AkT nmprema nepeiadd Ha OCHOBe joroBopa Ne39 a ot
18.12.2014

2. Kaspersky Endpoint Security 10 must Windows — Akt Ha niepemauy npas Ne2129
oT 25 okTs6ps 2016 T.

3. MS Office 365 pro plus - Akr npuema-nepenaun Ne 369 ot 21 mrons 2017

4. Microsoft Windows 10 Enterprise - Akt npuema-tiepeaaun Ne 369 ot 21 uroist
2017

5. Maplnfo Professional 12.0 - Akt o mepemaue mpas 1o YCIOBHIM JOroBopa Ne
26/2014-VY ot 10.02.14

6. Microsoft Visual Studio Enterprise 2015 - Akt npenocraBierus npas Ne
Tr035055 ot 19.06.2017

6) CBOOOIHO pacTpoCTpaHIEMOEe MPOTPAMMHOE 00ECTICUCHUE
Adobe Reader XI| — 6ecrmatHo

Bilko 3.4 — 6ecriaTHO

Google Chrome — 6ecrnaTHO

Mozilla Firefox 46.0.1 (x86 ru) — 6ecrmaTHo

Notepad++ - GecruiaTHO

OpenOffice — 6ecruiatHo

QGIS 2.16.2.16.2 Nidebo — 6ecratho

WinDjView 2.1 — 6ecriiatHo

N~ WD

3) CoBpeMeHHBIE MPOeCCHOHATBHBIC 0a3bl JAHHBIX M HH()OPMAIIMOHHBIC CIIPABOYHBIC

CUCTEMBI

— DBBC m3npatensckoro goma «MHOPA-M» (URL.: http://znanium.com/);

— DOBC m3natensctBa «Jlanp» (URL: http://www.e.landbook.com/ );

— DOBC usnpatensctBa «HOpaiit» (URL: https://www.biblio-online.ru/);

— DBBC «PYKOHT» (URL: http://www.rucont.ru/);

— DBC «YuuBepcurerckas oubanoreka ommaim» (URL: http://biblioclub.ru/);

— DBBC «IPRbooks» (URL.: http://www.iprbookshop.ru/);

— oanekTpoHHas oubnamnoreka eELIBRARY.RU,;

— KOJUIEKIIHS MeKTpoHHBIX KHUT Okchopacko-Poccuiickoro dponna;

— osnekTpoHHas Oubnuoreka aucceprauuit PI'b;

— 0aza nannbix [1OJITIPE/];
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— APBUKOH (cBoanble KaTanoru pocCHMCKHX OMOIMOTEK M MHPOPMAITMOHHBIX
LEHTPOB).

4) TlepeueHb pecypcoB HHOOPMAHOHHO-TEICKOMMYHHKAIIMOHHON ceTH « IHTepHEeT», He00-
XOIUMBIX JUISI OCBOCHUS JUCLUIUIAHBI
1. http://www.gdm.ru — — OdunmanpHbIi calT ['MIbauu yIpaBIsSIOIINX JOKyMEHTa-

nuen

2. http://www.gramma.ru — Kynasrypa nucsMeHHOM peun (pazaen «CTuib JOKyMeH-
Ta»)

3. http://dogovor.helpery.ru — DnexTponnsiii cOopHuK «OOpasibl JETOBBIX IOKY-
MEHTOB)

4, http://www.e0s.ru — OduImaabHbIH CalT KOMIIAHUKA « DJIEKTPOHHBIC O(UCHBIC CH-

cteMbl» (pazzen «O TOKyMEHTOO0OpOTE)

http://www?2.termika.ru/dou/enc - DHIHKIONEHS ASTONPOU3BOICTBA

http://www?2.termika.ru/dou/progr/issao.html - MudopmannoHHo-cripaBOYHAs CH-

crema apxusHoit otpaciu (MCCAO)

7. http://archives.ru/documents/perechen_typdocs.shtml — Caiir  ®enepanbroro ap-
XHBHOTO areHTCTBA O CCHLIKE

8. https://lwww.profiz.ru/ — xxypuan «Cekperapb-pedepeHt.

V1. MeTonuveckue MaTepuasibl VI 00y4AI0IIUXCSI 110 0CBOEHHMIO TUCIUILIHHBI

6.1. ITnanel 1 MCTOJHUYCCKHNEC PCKOMCHAAINWH I10 ITOAT'OTOBKC K ITPAKTHYCCKHNM 3aHATHAM

Tema 1. OcHOBHBIC TOHATHS 00 yNpaBIeHYECKOM JIoOkyMeHTe. [IpaBuia cocTaBieHus U
oopMIICHHSI JIOKYMEHTOB: BUJIbI OJIAHKOB, COCTaB PEKBU3UTOB U MX 0OpMIICHHE
[lenb 3aHATHS: U3YYUTHh Pa3BUTHE COBPEMEHHBIC TpeOOBaHUsS K (hOpMyssipaM pa3HbIX BH-
OB JIOKYMEHTOB JIOKYMEHTa, OCOOEHHOCTH O(OpPMJICHHS Pa3IUYHBIX BUIOB OJIAHKOB,
HAYYUTHCS Ha MPAKTUKE OPOPMIISTH TOKYMEHTHI B COOTBETCTBUU C COBPEMEHHBIMHU TpE-
O00BaHUAMHU K POPMYIIAPY JTOKYMEHTA.
Meronuyueckue peKOMEHIAIMHU: CTYACHTHI JOJKHBI U3y4UTh TpeOOBaHUS K QOpMYIsIpY
JOKyMEHTa ¥ 0pOpMIICHHIO PeKBU3UTOB. Oc000e BHUMAaHHUE CTY/IEHTHI JOJDKHBI YACIUTh
O0COOCHHOCTSIM BO3HMKHOBEHHUS W PAa3BUTHS OTJACIHHBIX BUJOB JIOKYMEHTOB M TICPBBIM
YHU(PUITUPOBAHHBIM (hOpMaM TOKYMEHTOB.
Bonpocs! 115 u3ydeHus:

1. TloustHe MOKYMeHTa. 3HAYCHUE TOKYMEHTA B YIIPABICHUYECKOMN eI TEIbHOCTH.

2. JIOKYMEHT KaK CHCTEMHBIH OOBEKT6 MaTepHalbHO-KOHCTPYKTHBHAS M MH(pOpMa-
IIUOHHASI TIOJICUCTEMBI JJOKYMEHTA.
OYHKIMH U TUTIOJIOTUS JOKYMEHTOB.
Paznuunbie ciocoObl JOKYMEHTUPOBaHUS HH(POPMAITUH.
[ToHATHS «ITOITTMHHUKY, KIEPHOBHKY, KKOTHUS, «IK3EMILISPY», TyOIHKaT.
Oco0eHHOCTH TEXHOTPOHHBIX JJOKYMEHTOB.
[onsaTus «popmymsip», «pEKBH3UT» U «OJaHK» JOKYMEHTA.
CoBpemennsie TpeboBanus k odopmienuto nokymertoB. [OCT P 7.0.97-2016.
CucreMa ctaHIapToB MO WHGOPMALUU, OUOIMOTCUHOMY M M3AATCIIbCKOMY JICITY.
OpraHu3aoOHHO-PaCIOPINTEbHAS JOKYMeHTanus. TpeboBanus K odopmIie-

N OhW
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HUIO JOKYMEHTOB.

9. CocraB peKBU3UTOB JOKYMEHTA M UX Tpa)UUECKOE pa3MElIeH e Ha JINCTE OyMaru.

10.Bnaunk JIOKyMeHTa. Buipl 6J1aHKOB B COBPEMEHHOM JIeNI0Npon3BojicTBe. [IpakTrka
UX TPUMEHECHHUS.

11.5I3pIKOBBIE M CTHIIMCTUYECKUE OCOOEHHOCTH JEIOBBIX JOKYMEHTOB.

Tema 2. CocraB ynpaBlIeHYECKOW JOKYMEHTALUU TYPUCTCKOIO MPEANPUSITHSL:
YHU(QUIMPOBAHHAS  CHCTEMA OPraHUW3allMOHHO-PACHOPAIUTENbHOW  JIOKYMEHTAIIMH;
JOKYMEHTallUs, Co3/1aBaeMas B IPOLIECCe OKa3aHUs TYPUCTCKUX YCIYT

Llesb 3aHATHA: U3YUUTh TPeOOBaHMSI TOCYAAPCTBEHHBIX CTAHAAPTOB K COCTABY YHU(DUIM-

POBAaHHOM CHUCTEMBI OpraHuU3allMOHHO-pacnopsauTenbHor nokymentanuu (YC OP]I)

NPEINpUATUI, YUPEKACHUN; YICHUTh OCOOCHHOCTH O(QOPMIICHUS U U3JaHUs PA3INYHbBIX

Ipynn yInpaBiI€HYECKUX JOKYMEHTOB.

MeTtoanyeckue peKOMEHAANN: CTYACHTHI JOJKHBI 03HAKOMUTHCSA C OCHOBHBIMU BHJIAMU

OpraHU3alMOHHO-TIPABOBBIX JTOKYMEHTOB, U3YYUTh OCOOCHHOCTH MX O(QOpPMIICHHMS, 3HA-

YeHHE B YIIPABJICHMM OpraHu3alMel. 3aJaHue MpEeAnoiaraeT TakkKe O03HAKOMJICHHE Ha

IPAaKTUKE C CHUCTEMOI OpraHM3alMOHHO-PACIOPSAUTEIBHON TOKYMEHTAIlMHU, ¢ 0COOeH-

HOCTSMH O(QopMJIEHUS U (DYHKUHMOHUPOBaHUSA JOKYMeHTOB u3 coctaBa YCOPJ] B koH-

KPETHBIX OPTaHU3aLUIX.

Bonpocs! U1 u3y4eHus:

1. OcHoBHbIE BU/IBI OPTaHU3AIIMOHHO-TIPABOBBIX JOKYMEHTOB U OCOOEHHOCTH UX CO-
cTaBjieHUs] (yCTaB OpPraHU3alMM, TOJOKEHHE O CTPYKTYPHOM IIOJpa3JesIeHUH,
IITaTHOE paclucaHue, JOJHKHOCTHAS HHCTPYKIIUS).

2. OcHOBHBIC BUIBI PACMOPSIUTEIBHBIX TOKYMEHTOB. OCOOEHHOCTH CHCTEMBI pac-

MOPAIUTENBHON JOKYMEHTALIUU.

N3 nanue pacnopsiAuTENbHBIX JOKYMEHTOB B YCJIOBUSX KOJUIETHAIBHOCTH

[TocranoBnenue. OcobeHHOCTH 0(OPMIIEHUS TTOCTAHOBJICHHIA.

Pemenue kak BUA pacnopsauTeIbHON JOKYMEHTAIUH.

W3nanne pacnopsauTenbHbIX JOKYMEHTOB B YCIOBUSAX €IUHOJUYHOTO MPUHATHS

pewenuit. [lpukas.

7. OcHOBHBIE BHJIBI CIPABOYHBIX JIOKYMEHTOB, WX Ha3zHaueHHe. (OCOOEHHOCTH
opopmieHuss U (QYHKUIMOHUPOBAHUSA CHCTEMbl CIPABOYHO-MH(POPMALMOHHBIX U
CIPAaBOYHO-aHATUTUYECKUX TOKYMEHTOB: JOKJIa/JHas, CIy*KeOHas U 0ObSICHUTEIb-
Hasl 3aMKCKH; 3asBJICHUS; IPOTOKOJ (KpaTKasi U TojHasi OPMBbI); aKThl; CIIPaBKH.

SN

Tema Ne 3. OcHOBEI CITY)KEOHOM ITEPENMUCKU
Llenp 3aHATHSA: HAa OCHOBE HM3YYCHHUS THIIOJOTHH JIEJIOBBIX IMHCEM M OCOOCHHOCTEH
cocTaBlieHUsI U O0OPMIICHUSI OTACIBHBIX Pa3HOBUIHOCTEH MHUCEM HAYyYUTHCS TPAMOTHO
OCYIIIECTBIIATH JICJOBYIO MEPEIUCKY.
MeTroandyeckue pPEeKOMEHIAIMU: CTYACHTbl JOJKHBI HAyYUThCS CaMOCTOSITENIHHO
BBHIOMPATh COOTBETCTBYIOIIMM THI MHUChbMAa U TPUMEHATH (Gopmymsip-oOpasen AJis
KKJIOTO THUIMA TUChbMa, MPOBOJIUTH BHEIIHIOK W BHYTPEHHIOIO KPUTHUKY JTOKYMEHTA,
Hay4YHUThCSl AHAJTU3UPOBATH IOKYMEHTBI C TOUKU 3PEHUS JOCTOBEPHOCTH COAEp Kallelcs B
HUX WH(OpMaIUM, ONMpEeNesaTh CPOKA XpaHEHUs] JOKYMEHTOB. 3aJaHue Mpesroaraet
TaKX€ U3YYEHUE OCHOBHBIX KPUTEPUEB LIECHHOCTH JTOKYMEHTOB HAa HOBEHIIIUX HOCUTENSX.
Bomnpock! a1l U3y4eHus:

1. IlonsTue nenoBoil nepenucku. TUNOIOTHS TUCEM.
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2. OcobeHHOCTH (HOPMYIISIPOB pa3iINYHbIX BUAOB mrceM. CocTaB 00sS3aTeNbHBIX U
NIEPEMEHHBIX PEKBU3UTOB.

3. Meronuka aHaM3a MACEM: aHAJIN3 BHYTPEHHEH U BHENTHEH CTPYKTYPHI, TIPOBEP-
Ka CBOMCTBA FOPUINYECKOUN CUIIBI.

4. HOpuaudeckue MOCIECTBUSL HAPYIIEHUSI CBOWCTBA IOPUINYECKON CHIIBI YIIPaB-

JIEHYECKOTO TOKYMEHTA.

OCHOBBI pe1IaKTUPOBAaHUS YIPABICHUYECKUX TOKYMEHTOB.

6. Bunel ommbok B ymnpaBieHYECKUX JOKYMEHTax: peueBble, opdorpaduueckue,
CTUJIMCTUYECKUE, CTPYKTYPHBIE OIIMOKHU U CIIOCOOBI X YCTPAHEHUS.

o

Tema 4. JloroBopHas AokyMeHTaius. IIpecTaBUTEAbCTBO MHTEPECOB B MPOLECCE OCY-
LIECTBICHUS TYPUCTCKON AEATEAbHOCTH. JIOBEPEHHOCTD.
Llesb 3aHATUSA: U3YYUTH MPABOBBIE OCHOBBI 3AKIIFOYEHUS CACIKHA U €€ JOKYMEHTAIBHOTO
oopMIIeHHsI, TIONYYUTh HABBIK COCTABIICGHHUS JIOTOBOpa peau3alud MPOAYKTA WU
YCIIYTH.
Mertonuueckne peKOMEHAAIMH: CTYAEHTHl JOJKHBI H3Y4YUTh MPABOBBIE OCHOBBI OCY-
IIECTBIICHUS CIIEJIOK B MUCbMEHHOUN (hOopMe U IIPE/ICTaBUTEIHCTBA HHTEPECOB B XOE Clie-
JIOK, U3YYUTh CTPYKTYPY TEKCTa Pa3IMYHBIX Pa3HOBHIHOCTEH JOTOBOPOB, COCTaB 00s13a-
TEJIbHBIX CBEJACHUI U YCIOBUMU.
Bonpocsl 115 u3y4yeHus:

1. Tlonstue caenku. 'K P® o Bugax u popmax caeiok.

2. OcoOeHHOCTH CHEINOK, 3aKifouaeMbIX B mucbMeHHOU ¢opme. [IpaBoBoe perysu-

POBaHHE CHEIOK.

3. TMousaTus odepTsl U akIEenTa B MPOIECCE 3aKITIOYCHUS TOTOBOPOB (HA OCHOBAHHH
I'KU P® . ®opMmbl oepThl, TOPSIOK HX COCTABICHUS W HAIPABIICHHS.
HopmatuBHo-11paBoe perynupoBanue noroBopos. [IoHsTHE U BUABI JOTOBOPOB B
[KPOD.

[ToHsITHE CYIIECTBEHHBIX YCIOBUM JOTOBOPA.

Cpoxk aeicTBUs 10roBopa.

[TonsiTue u cnenuduka 3aKIFOYCHUS IPEABAPUTEITHLHOTO IOTOBOPA.
XapakTepucTHKa OTJEIbHBIX BHUJIOB JOTOBOPOB (JIOTOBOpP MOCTaBKH, JOTOBOP Ha
OKa3zaHUe yCIJIYT, JIOTOBOP peaiu3alliu MPOAYKTOB U JIp.)

9. Oco0eHHOCTH COCTABJICHUSI JOTOBOPA PEATU3ALUU TYPUCTCKOTO IPOIYKTA.

&

N U

Tema 5. JIOKYMEHTHPOBAHHE YPETYIMPOBAHUS CIIOPOB, BO3HUKAKOIIMX B IIpOIlecce
OCYIIIECTBICHHUS TYPUCTCKOMN AEATEILHOCTHU. IIpeTeH3us
Llesib 3aHATUA: U3YYNUTh KPUTEPUH OLICHKHU PA3JIMYHBIX BUIOB JOKYMEHTOB U JJOKYMEHTOB
Ha Pa3IUYHBIX HOCUTENSIX HHPOPMAITUH.
Meronuueckue PEKOMEHJANMKU: CTYACHTBl JIOJDKHBI HAy4YUThCS CaMOCTOSITEIIBHO
MIPOBOJUTH BHEIIHIOK M BHYTPEHHIOK KPUTHUKY JOKYMEHTA, HAYUYHUTHCS aHAJIU3UPOBATH
JIOKYMEHTBI C TOYKHA 3pPEHUs] JOCTOBEPHOCTH COJEp)KaIlecss B HUX HWHQOpMAIHH,
ONpeNeNsATh CPOKM XPAaHEHHsI JTOKYMEHTOB. 3aJlaHHE MPEIIoyiaraeT TaKKe H3y4deHUe
OCHOBHBIX KPUTEPHUEB [IEHHOCTH JIOKYMEHTOB HA HOBEUIIIMX HOCUTEISX.
Bornpocs! 114 n3y4eHus:
1. TIpeteH3usi kKak OCHOBHOM TOKYMEHT B TPOIIECCE JTOCYACOHOTO yperyarpOBaHUS
Pa3HOIJIACUM MEXKYy AEJIOBBIMU MMAPTHEPAMMU.
2. TlomaroBbie anroOpuUTMBI JEMCTBUN OpPTaHU3allMU, KOTOpas HAMEpPEeHa MPEabsIBUTD
MPETEeH3UI0, U OPTaHU3aIMU, KOTOPOI TaKOBas MPEIbIBICHA KOHTPAr€HTOM.
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3. Tlopsmok cocraBieHus, opopmiieHUS U (HOPMYITUPOBAHUS COACPKAHHUS TPETECH-
3UH.

4. TurmoBbie CPOKH MPETOCTABICHHSI OTBETOB HA MPETEH3WU B 3aBUCUMOCTH OT BHJA

IIPETEH3HM.

[Topsimok mpenocTaBiIeHUsI OTBETOB Ha IPETEH3UH.

6. Anaym3 o0pa3roB U (HOpPM pa3IUYHBIX MPETCH3UH, MPOTOKOJIOB, COTJANICHHA U
JPYTUX JOKYMEHTOB COTJIaCUTEIBHOIO XapaKTepa.

7. llonmoxeHne 0 pacCMOTPEHUU NPETEH3UM U Kayoo0.

o

Tema 6. Opranuzanus nesTeapHOCTH clyk0 JIOY U T0KyMEHTO000poTa TYPUCTCKUX
npeanpustuil. [Ipumenenne [T-TeXHOJIOrH B mporeccax co3IaHus, 00padOTKH U Iepe-
a4y uHGOopMaIK

Llenb 3aHATHSA: U3YYUTh 3aKOHOAATENbCTBO PD B chepe nHPpopManum U JOKyMEHTALIMNH,

OCHOBHBIE HOPMATHBHBIE aKThl, PETYIHUPYIOIIHE JIOKYMEHTAllMOHHOE OOecreueHne

yIpaBlIEHUs, a TAK)KEe OpraHU3allMOHHBIEC acTIeKThl co3aanus ciyx6 JJOY B opranuzamm-

SX.

MeTtoandecknue peKOMEHIAINU: CTYACHTHI JOJDKHBI CAMOCTOATENbHO U3YYUTh OCHOBHBIC

3aKOHOJATENbHbIE M HOPMAaTUBHBIE akThl B cepe mHOpManmu M AOKYMEHTAllUU U

MOATOTOBUTH MO U3YYEHHBIM TOKyMeHTaM. CTyIEHTHI IOJKHBI 3HATh: KOJTUYECTBEHHBIN

U TIOJIYYUTh MPEJICTABICHUU OO0 OpraHU3alliu JACJIONPOU3BOJCTBA M CO3JIaHUM CITYXO

JIOY; TexHoNmOruu pabOThl C JOKYMEHTaMHU U CaMOCTOSITENILHO BBITIOJNHATH OTJIEIbHBIC

orepanuu: TpUeM KOPPECIOHACHIIMHM, PETUCTPAINIO, MOCTAHOBKY JOKYMEHTAIMM Ha

KOHTPOJIb, IOBEJICHUE PACCMOTPEHHBIX JOKYMEHTOB JI0 UCTIONHUTENS U T. 1.

Bonpocsl 115 u3y4eHus:

1. HopmaTuBHO-TIpaBOBOE PETyIMpPOBaHUE MPOIECCOB TOKYMEHTAIIMOHHOTO o0ecte-
YEHUS JEATEIbHOCTU MPEANPUATUI U YUPEKICHUN.
2. OpranuzanuoHHbie Gopmbl AenonpousBojicTBa. Kputepun BbIOOpa opraHu3aiu-

OHHOM (hOPMBI JIETTOTPOU3BOICTRA.

[Monsatue Cnyx6n1 JIOY. 3anauu u pyukuun ciayxos [JOVY.

4. Crpyktypa cayx0b1 JIOY, HOMKHOCTHOM M YMCICHHBIH COCTAaB pPaOOTHUKOB,
GbyHKIIMOHANIbHBIE 00513aHHOCTH. MeToIMKa ONpeIeICHHs ITATHOW YMCIEHHOCTH
pabotHuKoB ciryx0b1 JIOY.

5. Pernamentanus u nmanupoBanue aestenbHoctu Ciyx0bl JJOY. CoctaB HE00X0-

JTUMBIX JIOKJIbHBIX OPraHU3allMOHHO-TIPABOBBIX IOKYMEHTOB.

Hopwmeb! Bpemenu Ha BeinoaHeHHe padoT mo JJOY.

7. TlonsiTue MOKYMEHTOOOOpPOTa U JOKYMEHTHBIX MOTOKOB. COBpEMEHHBIE CIIOCOOBI
OCYIIECTBJICHUS IOKYMEHTOOO0POTA.

8. TexHomornyeckue MPOLECCHl KCIEAUIIMOHHONW 00pabOTKH, PETUCTPALMU JOKY-
MEHTOB U YY€THO-CIPaBOYHOW pabOTHI MO JOKYMEHTaM; CBOEBPEMEHHOI'O pac-
CMOTpPEHHS M MOJTOTOBKH K JOKJIaAy PYKOBOJCTBY IMOCTYMHAIOIIUX JTOKYMEHTOB,
OCYIIIECTBJICHHE KOHTPOJIS 32 MPABMIIBHOCTHIO O(OPMIICHHUSI U CBOEBPEMEHHOCTHIO
00pabOTKH JOKYMEHTOB.

9. BHenpeHune aBTOMATHU3MPOBAHHBIX CHUCTEM JOKyMEHTO00OOpoTa. CHCTEMBI 3JieK-
TPOHHOTO JJOKYMEHTO00O0pOTA.

w

o

3austue 11. ApxuBupoBanue uHdopmanuu. CrucremMatusanus M JKCIEPTU3a LIEHHOCTHU
nokymenToB. HoMenknarypa gen
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HeJ'II: 3aHATHUA: U3YUUTDb KPUTCPUU OLICHKH PA3JIMYHBIX BUAOB NOKYMCHTOB U JIOKYMCHTOB
Ha pa3JIMYHbIX HOCUTCIIAX I/IH(l)OpMaHI/II/I.

MeToauyeckue pPEKOMEHJALMU: CTYACHTHl JOJUKHBI IOJYYUTh IPEJICTABICHHE O
JOKYMEHTAJIbHOM M apXuMBHOM (OHAAX opraHu3auuu (IpearnpusiTusi) U apXUBHOM
XpaHEHUH JOKYMEHTOB, MMEIOIIUX 3HAue€HUEe M O00ecHedeHus MpaKkTHUeCKOM
JeATeTbHOCTU OpraHu3auu (IpeaAnpusThsi).

Bomnpocs! a1 u3yyenust:

1. TlonsTHe 3KcrepTU3Bl LEHHOCTH JOKYMEHTOB. IIpaBoBbIe OCHOBBI IPOBEAECHUS

AKCIIEPTU3bI LICHHOCTH JJOKYMEHTOB. DKCIIEPTHBIE KOMUCCHUU.

HomeHnknatypa aein: noHATHE U (YHKIMOHAILHOE Ha3HAUYEHUE.

Bunel HoMeHKIATyp /€1, UX OCOOEHHOCTH.

4. MeroauKa COCTaBJIEHUS HOMEHKJIATYphl Jiel, pa3paboTka cTpykTypbl. IlpaBuia
COCTaBJICHUS 3ar0JIOBKOB JIEII.

5. Ompenenenue cpokoB XpaHEHUs Jiesl. 3HAUEHUE «IIepEeyHel ¢ yKazaHUSIMH CPOKOB
XpaHEHMs JIeJ1» B MIPOLIECCEe COCTABICHHUSI HOMEHKIATYp Al

6. Ilopsimox ohopMiIeHHS, YIOCTOBEPEHUS W YTBEPKICHUSI HOMEHKIATyphI aen. Ko-
JIMYECTBO IK3EMILIIPOB HOMEHKJIATYPBI JI€.

7. Jleno xak ymopsoueHHasi COBOKYIHOCTh IOKYMEHTOB omnpezesnénHoro Buaa. Ilo-

HATUE «(POPMUPOBAHUE JEI».

[Tpu3HaKK rpynnupoBKU JOKYMEHTOB BJEa.

9. Ilopsmok u  ocobeHHOCTH  (QOpMHpOBaHMS B Jlella  OpPraHU3alMOHHO-
pacnopsaIUTENbHBIX, YUPEAUTEIbHBIX JOKYMEHTOB, IJIAHOBOW M OTYETHOM JOKY-
MEHTaIUH.

10. IlonsiTHe U cofepKaHHE TEXHOJIOTMYECKOM MpOoLeTyphl IeI0NPOU3BOACTBEHHOTO
ukia «oopmienue neny». [lepBuunoe u noiaHoe opopmieHue Jell.

11. ITonstue apxuBa opranu3auuu. [IpaBuna opraHu3anny ero AesTeIbHOCTH.

12. TpeGoBaHMs K XpaHWIHILAM U XPAaHEHHUIO TOKYMEHTOB.

wmn

oo

6.2. 3ajaHus U METOJMYECKHE PEKOMEHJAINH 10 COCTABJICHUIO JIOKYMEHTOB

Meronnueckrue peKoOMEHAAN:

1. O3HakoMmbTeCh C €IUHBIMHU IpaBUJIAMH JIOKYMEHTHUPOBAHUS YIPABICHYECKUX JEH-
ctBuii, koTopbie onpeneneHsl ['OCT P 7.0.97 — 2016, IIpaBunamu nenonpou3BoicTBa
B (eiepaibHBIX OpraHax HCIOIHUTENbHOHN BiacTu (M., 2009) u MeTonuyeckumu pe-
KOMEHJIAIUSIMU TI0 pa3pabOTKe MHCTPYKLUI MO JETONPOU3BOJCTBY B (heaepaabHbIX
opraHax ucnojHuTeapHou Biaactu (M., 2009).

2. Vsacuutre TOpAAOK  O(QOpPMIICHHS, PACIOPAOUTENBHBIX H  HMH()OPMAIMOHHO-
CIPABOYHBIX JOKYMEHTOB Ha OCHOBE MPEJIOKEHHON JIUTEPATYPBI.

3. TlonyuuTe BapHaHT 3a/JaHUs Y IpenojaBaTens (3aJaHue BBITOJIHAETCA TPYMIaMH 10
JIBa YEJIOBEKA).

4. CocrtaBbTe HEOOXOAMMBIC JOKYMEHTHI (IIPHKa3, aKT, MUCHMO, 3aMKCKY) MO MPeasio-
KEHHBIM CHUTYallUsIM, HCIIONb3Yysl COOTBETCTBYIOIINE OJIaHKU (3a/1aHUsI BBITIOIHSAIOTCS
Ha juctax A 4 ¢opmara). Henocraromue cBeieHUsI M peKBU3UTHI YKAXKUTE CaMOCTOS -
TeNbHO. 3aaHusl JOJDKHBI ObITh BHITIOJHEHBI B COOTBETCTBUU ¢ TpeboBaHusiMu ['OCT
P 7.0.97 — 2016 «Cucrema ctanmapToB no MHpoOpManuu, OMOIMOTEYHOMY U H37a-
TeabCcKOMY Jeny. OpraHu3alOHHO-pacropsAInTeNbHAs JOKyMeHTalus. TpeOoBaHus
K O(pOPMJICHUIO JOKYMEHTOBY.
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5. Cobepure 10KyMEeHTHI B (haiijl, NOAMUUINTE UX U CAANTE 1711 IPOBEPKHU APYTOM Irpym-
e, IPUHSAB OT HUX I IPOBEPKU COCTABJIEHHBIE UMU JOKYMEHTHI. [IpoBeaure Hanus
Y OLIEHKY MEePEJaHHBIX JJI IPOBEPKH TOKYMEHTOB MO IPEJI0KEHHOM cxeme.

6. Haiinure ommOKku M MPOKOMMEHTHPYWTE X, MOAMMIIUTE JOKYMEHTBl M caiTe ux
IPEI0/1aBaTeNio.

BapuanTsl 3a1aHn:

a) OpraHu3allMOHHO-IIPABOBBIE JOKYMEHTHI

Bapuant 1. Ha oOmem Onanke Barero npeanpusiTusi COCTaBbTe MHCTPYKIIMIO IO JI€JI0-
MIPOU3BOACTBY, PYKOBOACTBYACH PEKOMEHIAIMUSAMH, MPEIYCMOTPEHHBIMU POCCHICKOU
HOPMAaTHUBHO-METOMYECKOMN 0a30i.

Bapuant 2. Pazpaboraiite MMOJI0KEHHE 0 cinyxoe JTOKYMEHTAIlMOHHOTO
obecnieuenus ynpasienus (JOY) npennpusatust Bameit orpacnu. Ha3zBanue u cocras
cnyx6e1 J1IOY ompenenuTe camMoCTOATENIBHO B 3aBHCHMOCTH OT CTaryca M Maciiraba
Bamero npennpusitus.

0) pacopsAIUTEIbHbIE JOKYMEHTBI

Bapuant 1. Ha MockoBckoii rocynapcTBeHHOH (pabprke My3bIKaIbHBIX HHCTPYMEHTOB U
Mebenu, kKotopas BxoauT B KoHiepH mo pa3paboTke W MPOM3BOACTBY MPOAYKIIUU
My3bIkalibHOW — mpoMmbiiiuieHHOCTH (POCMY3IIPOM), mnpemupoBanue pabOTHUKOB
OCYIIECTBIISIETCSI HA OCHOBaHUU [loyokeHHsT 0 MPEeMUPOBAHMM PYKOBOJAMUTEEH LEXOB,
otaenoB u ciyx0, yrBepkaeHHoro 05.01.2007 mom Ne 27. 12 ampens 2010 rona
nupektop mnpennpustas B. M. JlapuoHoB nopy4ms HaudadbHUKY OTAENa TpyAa H
3apabotHoii miatel H.I'. MapkoBy k 15 ampens paccuutarb pasmep MpeMUH
PYKOBOJUTENSIM OTJIEJOB, II€XOB U CIyX0 ¢abpuku 1o uroram pabOThl 3a MEPBBIi
KBapTai, a riaaBHoMmy Oyxrantepy Tpommunoit C. I'. k 20 ampensi opraHu30BaTh BHIIUIATY
npemMu. HadanbHUK 11aHOBO-3KOHOMHUYEcKoro otaena MarseeBa C. H. u rnaBHbIM
oyxranrep Tpommna C. I'. 3aBu3npoBanu MpoeKT NpukKasza Jupexropa Gadpuku.

Bapuant 2. X.X. XXXXXXX, pykoBoguTenb [0oCynapcTBEHHOIO YHUTapHOTO
NpeAnpUsITUS «ATEHTCTBO Pa3BUTUS MEXJIyHapoaHoro corpyanuuectsay (I'VII
«APMCy») mnpu KabGunere wmunuctpoB PD, 26 ddespans 2010 roma mopyumn
CTPYKTYPHBIM  IOJAPA3/EJICHUSIM  areHTCTBA COBMECTHO C  IPEACTaBUTEISMU
['ockomumymectBa Poccun k 10 ampenst 2010 roma moAroroBUTh MPOEKT MPOrPAMMBI
NPUBJICYEHUS. ~ WHOCTPAHHBIX  MHBECTHLIMM K  Tpoleccy  aKIMOHUPOBAHUS
rocyAapcTBeHHbIX mpeanpusatuil. Ilopyuenue Obul0 AaHo ['aBHOMY yIpaBIICHHIO
OTpacieBbIX  MHBECTULMOHHBIX  IporpamMm, [JaBHOMY  JOTOBOPHO-IIPAaBOBOMY
yOopaBlIeHUI0O W [JaBHOMY YINpPABJICHUIO CTPATeTMM W HWHBEeCcTUpoBaHus PP Bo
ucnojiHeHue nocranonienus [IpasurensctBa PO ot 24 deBpans 2010 roga Ne 246.
[IpoexT mpukaza mpeacenaTenss areHTCTBa ObUI  3aBU3UPOBAH €0 IEPBBIM
3amectuteneM O0O. OOOOOOOQO wu HayanpHUKOM [J1TaBHOrO JOTrOBOPHO-IIPABOBOTO
yrnpasieHus YY. YYYYYYY. Kourpons ucnonnenust mpukasza Ob11 BoznoxkeH Ha FF.
FFFFFF.

B) HH(GOPMAIIMOHHO-CIIPABOYHBIE JOKYMEHTHL:

a) muchbMa

Bapuant 1. JlemapramMeHT NOMNEPKKH ¥ PA3BUTHS MAaJOro MPEANPUHAMATEIHCTBA
MUCHMOM 3a TOJANKCHIO 3aM. JUpeKTopa jaemaprameHta CeepukoBa A. B. yBemomwuin
pPYKOBOACTBO neTckoro cama Ne 1586 o Tom, 4TO B CBS3M C Pa3BUTHEM
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MpeANPUHUMATENBCTBA 3JJaHUE JIETCKOTO cajia JOJKHO OBITh MEPEAAHO JIJIsi TEXHUUYECKHUX
HYXK] AenaptaMmenTta. Mcronnurenem BacuiabeBoit mo mOpydeHUI0 AUPEKTOPA JIETCKOTO
cama Ne 1586 HOro-3amagHoOro OKpYXHOTO YIpaBieHUs oOpa3zoBaHHs T. MOCKBBI,
PaCIOJIOKEHHOT0 Ha Mpocnekre MuuypuHckom, oM 22 r. MOCKBBI, OBLIO COCTAaBJICHO
UCHMO, aJipecoBaHHOE OTAeny muceM Mbpspum MockBel 1o azapecy: . Mocksa, yiI.
TBepckas, 13, B koTopom aupektop aerckoro caga Ne 1586 O. A. AbpamoBa npocuina
pazo0paThCcsi B JaHHOM BOIIPOCE, MOTHUBUPYS TE€M, UYTO B HAa3BaHHOM palOHE JETCKHUX
CaZioB OCTAJIOCh MaJO0 W HE BCE JI€TH MOTYT IMOCeHaTh JETCKUE JOUIKOJIbHBIC
yupexaenus. [TuceMo ObUI0 OTBETOM Ha MOJTYYEHHBIN JOKYMEHT OT JlemapTamenTa.
Bapuant 2. [Ilpencenarens mpaBieHHS aKIHOHEPHOTO KOMMEpPYECKOro OaHKa
«TOPTTIPEABAHK (nip. Bepnaackoro, 19, Mocksa, 112123, Ten.: 567-22-17,

bakc: 576-22-20) llymor C. A. obpatuics k ['erepansHoMy qupektopy HITO «Acbect»
Bonwianey JI. M. ¢ npock00it paccMOTpeTh BOIPOC O MPEAOCTABICHUU B JITUTEIBHYIO
apeany AKb «TOPTTIPEJJBAHK» pa6ouux muomazeit — 180 kB. M moj pa3melnieHue
orneneHust Oanka. Ilucebmo Obulo cocTtaBieHo wucnoiHuTeneM llognecHoit Ha
JIOJDKHOCTHOM OJlaHKe TIpejceaaTels NpaBieHus OaHka W moamucano 24 mapra 2010
roja.

C €€ CTOPOHBI.

0) 3anucku (00BICHUTEIbHBIC, TOKIATHBIC, CIYKEOHbIC)

Bapuant 1. 3amecturens HavanbHuKa [IponsBoacTBeHHOTO 00BbenuHEeHUS «MOCKOBCKas
ropoackas TtenedonHas cetb» (MITC) MunuctepctBa cBsizu PO Jlybor M. M.
o0paTuics K HAYalbHHUKY CIEHHUAIBHOTO YMPaBICHUS TeNe(OHHOU CBS3HM TOTO K€
MuHucTepcTBa AkceHoBY I'. C. ¢ IOKIIaHOM 3alKUCKOM O BBIIEICHUU IPSIMBIX IIPOBOJOB
U Ha3HaueHUU TeJedOHHBIX HOMEPOB Ha JIOTOBOPHOW OCHOBE. B mokmamgHOW 3amucke
M.N.[1y60oB cooOmian o TOM, 4TO B CEHTsAOpe Tekymiero roga ooweaunenuem (MI'TC)
OBLTM TOJIFOTOBJICHBI M COTJIACOBaHBI ¢ [ JTaBHBIM TJIaHOBO-()MHAHCOBBIM YIIPaBJICHUEM
MunuctepctBa cBsizu PO qoroBopsl ¢ HOBEIMU aboHEHTaMU. [[71s1 BKIIFOUECHUS YKa3aHHBIX
aboHeHTOB B ceTh mnepemaund maHHbIXx «UHpoTenm» ¢ 1 nekabps Tekymiero roja
HEOOXOAMMO BBIJICNICHHE MPSAMBIX MPOBOJAOB. B cBs3u ¢ »tuMm 1-H J[yOOB BBIABUHYI
MPEIJIOKEHUE O BBIJICIICHUH MPSIMBIX MMPOBOJIOB U HA3HAYCHUH TEIE(POHHBIX HOMEPOB Ha
JIOTOBOPHOM OCHOBE YKa3aHHbIM a0OoHeHTaM. JlokiagHas 3amucka OblIa COCTaBJICHA
ucnonauTesnem OpnoBoit u noanucana J{yoossim M. U. 12 HosOps Tekyliero roaa.
Bapuant 2. Kypsep 3A0 «Papmay C.C.CoMOB peryisipHO OmasabiBajl Ha paboTy, 4yem
Hapyliaja TpYIOBYK JUCUMIUIMHY. 3aBefytomas kanuemspuet I[Hymununa UW. B.
HEOJHOKPATHO Jejana eMy 3amedaHusi (B ycTHOW ¢opme), a 12 uroHS TEKyIero rojaa
Obl1a BEIHY)K/IEHA OOpaTUTHCS C JaHHBIM BompocoM K ['eHepanbHOMYy nupektopy CenoBy
A. B. ¢ 1OKJIagHON 3amMCKOH, B KOTOPOM IPOCWIIA NMPUHATH MEPBI IUCLUILNIMHAPHOIO
xapakrepa k C.C. ComoBy.

6.3. TpeboBaHUS K PEUTUHT-KOHTPOJIO

Moaymn Tembl Buasbl pador baJsibl

| mogyabr | Tema 1. OcHOBHBIE TOHSATHUS 00 yIIpaB- [IpakTHueckue 3aHATHS

JICHYECKOM JIOKYMEHTE
Tema 2. CocraB ynpaBieHUYECKON AOKY-
MEHTAIUU TYPUCTCKOTO TPEAPUSITHS
Tema 3. OcHOBBI CITy>KEOHOM MEPEnucKu

KonTponbHas padota

22




Il mopysns | Tema 4. JloroBopHas JOKyMEHTALIUS IIpakTyeckue 3aHATH 20
Tema 5. JIokyMEHTHpOBaHUE YPETYIUPO-
BaHUs CIIOPOB
Tema 6. Opranuzanus 1esTeIbHOCTH KoTpomsHan paora 10
ciryx6 10Y u nokymeHroobopora Ty-
PUCTCKUX MPEANPUATUI
Tema7. ApxuBrupoBanue nH(opMaIuu
Hroro: 60
JK3aMeH 40
Bcero 100

MaTepI/laJIbl AJIA MPOBEACHUS peﬁTHHFOBOﬁ aTTeCTalluid CTYICHTOB

IIpuMepHOE TECTOBOE 3a1aHUE
Bapuanum 1.
atime omeemsl Ha credyoujue 60NPoCyL:
7) Yto Takoe pabouee u CiIy>keOHOE MOJIs IOKyMeHTa?
8) Kakue Busl 01ankoB ycranaenusaer [OCT P 6.30—2003?
9) KakoBbI peKBH3HTHI OJIaHKA MTHCHMa?
10)Kakue peKBU3UTHI SBISIFOTCS TOCTOSIHHBIMH U TIEPEMCHHBIMHE?
11)Kakue pekBu3uThl 0pOopMIIsIOTCA (PIIaroBsIM criocooom?
12)Korna u ¢ kako# 1esblo MOSBUIUCH NEepBble JOKYMeHThI? Ilepeunciure pyHknuu
COBPEMEHHBIX JOKYMEHTOB.
Vkaowcume, eéepnvi 1u credyrowue ymeepicoeHus
7) CnyxeOHOE ToJIe TOKYMEHTa TPeHA3HAYCHO [Tl HAHECEHUSI CIIeIUaIbHBIX N300-
paXeHHWil: a) ;1a ; B) HET .
8) MmeHHOI (TOJDKHOCTHOW) OJIAaHK SBJISCTCS Pa3HOBHIHOCTBHIO OJIaHKA MUChMa: a)
na ; 0) HeT .
9) Jleroe mosie JOKYMEHTa MOKET OBITh yBeIHueHO: a) na ; 0) Het . 10)CtpaHuIibl
JOKYMEHTa MOKHO HyMEpOBaTh Ha HIKHEM IIOJIE JIUCTa: a) na ; 0)

HET .

11) Ha 6nanke nmucbMa MOKHO OOPMUTH MTPHUKA3 TI0O OCHOBHOM JI€ATETbHOCTH: a)
na ; 0) HeT .

12)Ha Gnankax odopmisieTcs TOJbKO TepBas CTpaHHUIA JOKYMEHTOB: a) jaa ; 0)
HET .

Bvibepume npasunbHulil 6apuanm omeema
5) CocraB pekBU3UTOB JO0KyMeHTa ycTanaBimuBaeT: a) 'OCT P 7.08-2013; 6)OCT
P 6.30—2003 ; B) VC/I .
6) [domKHOCTHAsE MHCTPYKLHUS COTPYIHHKA: a) MOJUICKHT YTBEPKICHUIO ; 0) He
YTBEPKIACTCS ; B) YTBEPHKIAETCS MO YCMOTPEHUIO PYKOBOJIUTEINS .
7) B xakom mazgexe (HOpMYIHPYETCS 3aroJIOBOK K TEKCTY MOJDKHOCTHOW HHCTPYK-
I[UU: a) B UMEHUTEIBHOM ; 0) B POJAUTEIHHOM ; B) B MIPEAJIOKHOM ?
8) loKyMeHT, OKOHYATeIbHO O(GOPMIICHHBIN M TIOAMUCAHHBIN, HA3bIBACTCS: a) MO/-
JMHHUK ; 0) OTITYCK ; B) TyOIHKAT .
BcraBbTe nmpomnylieHHbIe B TEKCTE CIIOBA
5. BHUMJAZI — Bcepoccuiickuii ~ Hay4HO-MCCIIENOBATENbCKUII ~ MHCTUTYT
u nena.
6. YcraB opraHuzanuu — MpaBoOBOM aKT, ONPEIEISIONTUI
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7. JIoMKHOCTHAst HHCTPYKITUSI COJIEPIKUT CIICTYIONTUE Pa3 Iebl:
1) o01iue MoN0KEHNUS;
2) ;
3) byHkuuy;
4)
5) .
8. CrpykTypa W mITaTHasi YUCICHHOCTh — ATO NMPABOBOW aKT, YCTAHABIWBAIOIINN
CTPYKTYpPY OpraHH3aIuH,

Bapuanm 2.
Jatime omeemvl Ha credyowue 60NPOCHL:

1) Kakue popmaTbl OyMaru UCIOIB3YIOTCS B IEIIONPOU3BOICTBE?
2) Kakwe cyIecTByIOT BApHAHTBI PACIIONIOKEHUS PCKBU3UTOB Ha OJIaHKE JOKyMeHTa?
3) KakoBbI peKBU3UTHI OJIaHKA KOHKPETHOTO BUA TOKYMEHTA?
4) KakoBbI pa3Mepbl 1 Ha3HAYCHHUE MTOJICH TOKYMEHTa?
5) Kakue peKBU3HTHI MOKHO O()OPMHUTH IIEHTPUPOBAHHBIM CIIOCOOOM?
6) B 4em pasHmIla MEKIY KOJUIETHATBHBIM PYKOBOJICTBOM M PYKOBOJICTBOM Ha OCHO-
Be equHOHavyanus? [IpaBoMepHBI JIM 3TU MTOHATHS CETOAHS?
Vkaowcume, eéepnvi 1u credyrowue ymeepicoeHus
1) TTocTosHHBIN PEKBU3UT — PEKBU3UT, HAHECEHHBIN MTPH U3TOTOBJICHUU OJIaHKA J10-
KyMEHTa: a) 11a ; 0) HeT .
2) Tlox mmMHOW peKBH3WTA MOHMUMAETCS KOJIMYECTBO YAapOB, HEOOXOAMMOE JIJIs 3a-
IIMCH €ro Ha IOKYMEHTE: a) 1a ; 0) HeT .
3) HrpkHee mosie CIy>KUT JIJ1s HAHECEHUS] PEKBU3HUTOB: ) 1a ; 0) HeT .
4) YcTaHOBIICHO JiBa BapuaHTa PacCIOIOKEHHUS PEKBH3UTOB Ha OJiaHKax: a) na ; 0)
HET .
5) Ha OnaHke KOHKPETHOTO BHJA JIOKYMEHTa MOKHO O(OPMHTH CIIY>KEOHOE MUCHMO:
a) na; 0) HeT .
6) DMOiema, HaHeCeHHas Ha OJIaHKe, MOYKET 3aMEHUTh Ha3BaHKME OpPraHM3aIu: a) J1a
; 0) HET .
Buvibepume npasunvnubiii sapuanm omseema
1) Kakue pacrnopsIuTeNIbHbIC TOKYMEHTBI MOXKET u3/1aBath IIpesuneHT Poccuiickoii
®enepanuu: a) ykassl ; 0) pacopsiKEHHS ; B) IOCTAHOBIICHUS .
2) TumnoBble JOKYMEHTBI HOCST: a) 00sI3aTeNbHBIA XapakTep ; 0) peKoMeHaTe b-
HBIN XapakTep ; B) 03HAKOMUTEIbHBIN XapaKTep .
3) JoKyMeHT, BEIIaHHBIN B3aMEH YTEPSHHOTO M UMEIOIINI CHITY TIOAJIMHHNKA, Ha3bl-
BaeTcs: a) Konus ; 0) OTIYCK ; B) AyOIMKAT .
Bcmasvme nponywennvie 6 mexcme cnosa

1) TCIOY — I'ocynapcTBeHHas CHCTEMA YIIPABJICHUS.

2) VCJ — ynauduuupoBaHHas JIOKYMEHTALUH.

3) Uncrpykius o JIOY — 5T0 HOPMAaTHBHBIN JOKYMEHT, PETIAMEHTHPYIOLIUMA Op-
TFaHU3alUIo, PABWIIA, IPUEMBI U IIPOLIECCHI , TIOPSZIOK paboTHI €

HUMU B KOHKPETHOM YUPEKJICHUHU C YUETOM YCIIOBUU U CIICIIM(PUKU IEATSIHHOCTH.
4) JTo/OKHOCTHAS HHCTPYKIIUS — MPABOBOM aKT, U3JaBacMbIil OpraHu3alyrei B HeIsax
perJaMeHTaIli OpraHU3aIMOHHO-TIPABOBOTO TOJOXKEHUsT PabOTHUKA, €ro
, , 1 o0ecreunBaroOmuid yCIOBHS s
ero 3 pekTUBHON PabOTHI.
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Bapuanm 3.
Jatime omeemvi Ha credyoujue 60NPOCHL:

1) Yro Ttakoe OiaHK JOKyMeHTa?

2) Kakoii 01aHK Ha3bIBa€TCS JOKHOCTHBIM (MMEHHBIM)?

3) Kakue peKBHU3HTHI ABJISIOTCS B3aMMOHMCKITIOYAIONIUMH B OJIaHKE MHChMa M OJIaHKe
KOHKPETHOTO BUA JTOKyMEHTa?

4) Kakx MOryT OBITh PACIIOJIOKEHBI PEKBU3HMTHI B MpejeiaX I'PaHUI] 30H PacIoyioke-
HUS PEKBU3UTOB?

5) Kakue peKkBHU3HMTHI Ha3bIBAIOTCS ChOykeOHbIMHU? [laiiTe ompeneseHue, MPUBEIUTE
PUMEPBI.

6) Kak Ha3pIBacTCsl BTOPO 3Tall B pa3BUTHH JICIONPOU3BOACTBA. UeM XapaKTepuso-
BaJICS ATOT MepuoJ uctopuu Poccumn?

Viaoicume, sepubl iu ciedyroujue ymeepicoenus
1) IlepeMeHHBIIH PEKBU3UT HAHOCHTCS MPHU COCTABJICHUH JTOKYMEHTA: a) Aa ; 0) HeT

2) CocraB pekBusuta jgokymeHToB yctanasiuaer [OCT P 6.30—2003: a) na ; 0)
HET .

3) CtpaHuIsl JOKYMEHTa HyMEPYIOT Ha BEPXHEM I10JIC JIUCTA: a) J1a ; 0) HeT .

4) Ha oOmiem OJlaHKe JOKYMEHTa MOT'YT OBITh O()OPMIICHBI JIFOOBIC BHJIbI JTOKYMEH-
TOB: a) 1a ; 0) HeT .

5) Bbsank nuchMa u 0J1aHK KOHKPETHOTO BUIa JOKYMEHTA Pa3InyaroTcsl HAaOOpoM

6) pekBU3HTOB: a) J1a ; 0) HET .

Buvibepume npasunvublii 6apuanm omeema

1) Kakue pacrnopsauTenbHbIC JOKYMEHTHI MOXET u3iaBath [Ipesunent Poccuiickoit
denepanu: a) yKassl ; 0) pacropsbDKEHUS ; B) TOCTAaHOBJICHUS .

2) TumnoBble JOKYMEHTBI HOCST: @) 00sI3aTCIbHBIA XapakTep ; 0) peKOMeHIaTelb-
HBII XapakTep ; B) 03HAKOMUTENIbHBIN XapakTep .

3) JlokyMeHT, BbIJIaHHBII B3aMEH YTEPSHHOTO U UMCIOIINN CHITY TIOJIMHHUKA, Ha3bI-
BaeTcs: a) Konus ; 0) OTIYCK ; B) AyOIHKAT .

4) B kakoMm majexe (GopMyaHpyeTcsl 3arojOBOK K TEKCTY JOJKHOCTHOW WHCTPYK-
[[UU: a) B UMEHUTEIHHOM ; 0) B POJIUTEIHHOM ; B) B IPETIOKHOM ?

Bcmasvme nponywennvie 6 mexcme ciosa

9. YVCJ — ynudunupoBaHHas JIOKYMEHTalIUH.

10. OKVY ]I — OOmepoccuiickuii knaccupuxkaTop .

11.TIpaBuna BHYTPEHHETO TPYAOBOTO pacHopsiika — 3TO MPABOBOM akT, periamMeH-
TUP YOI .

12.PernameHT — 93TO TPABOBOW aKT, yCTAHABIMBAIOIIMNA TMOPSAOK JAESITEILHOCTH

6.4. Bonpoch! aj1s1 mpoBeASHUS IPOMEKYTOYHOM aTTeCTAIlUU (3K3aMeHa)

1. Pomnp IOV B paGote ympaBieHUYeCKOro ammnapara. B3aumMocBs3b U B3aMO3aBHUCH -
MOCTb YIPAaBJIEHUS U JI€JIO0NpPOU3BoACcTBAa. HOpMAaTUBHO — NpaBOBBIE U METOAUYE-
CKHE IOKYMEHTBI, PETYJIUPYIOIIHNE COBPEMEHHYIO opranu3anuto JJOY.

2. Ocunosnsle noustust J1OY. Crannaptuzanus tepmunonorun JJOY. TOCT P 7.08-
2013 «/lenonpou3BOICTBO U apXUBHOE J1€710. TEpMUHBI U ONIPEICTCHUS».
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10.

11.

12.

13.

14.

15.

16.

17.

18.
19.

20.

21.

22,

23.

[IpaBuna nemompou3BOACTBA B (eiepabHBIX OpraHaX HWCHOJHUTEIHHOW BIIACTH.
V1B. [locranoBnenuem IIpaBurensctBa P® ot 15 urons 2009 r. N 477. 3naueHue
JUI OPTaHW3ALWHU JIEJONMPOU3BOJCTBA B OpPraHax rocyAapCTBeHHOH BimacTH. O0-
1ast XapaKTepPUCTUKA JOKYMEHTA.

I'OCT P UCO 15489-1-2007. Cepusi: CUBU/I. Yupasnenue nokymentamu. O0-
e TpeOOBaHuUs O MPOIECCax YIPAaBICHUS JOKYMEHTAMHU.

[TonsiTre, pyHKIMH ¥ IPABOBOE 3HAYECHHE YIIPABICHUECKOTO IOKYMEHTA.

CoctaB ympaBieHYECKUX TOKyMEHTOB. DaKTOphI, BIUSIONIME HA COCTaB YIpPaB-
JICHYECKUX JTOKYMEHTOB. YHH(DUIMPOBAHHBIE CUCTEMbI TOKyMEHTAIMH. YHH(H-
UPOBaHHAS CHUCTEMa OPTaHM3AIMOHHO — PACIOPSIUTENBHBIX JOKYMEHTOB
(YCOP/I). Obmepoccuiickuii kiaccu(pUKATOp YIPaBICHYCCKONH TOKYMEHTAIIMH
(OKVY ).

Opranu3aioHHO-TIPaBOBasi JOKyMEHTAIHsI: Ha3HAYeHHE, COCTAaB JTOKYMEHTOB,
0co0eHHOCTH 0OPMIICHUS

Muccusi Kak OpraHU3alMOHHBIA TOKYMEHT MPEATNPHUSITHUS.

Kopekc kopmopaTuBHOM STHKK OpraHU3aINe: eJIh CO3AaHUsA, COACPKAHUE.
PacnopsaurenpHas TOKyMEHTAIMs: Ha3HAYCHUE, COCTaB JOKYMEHTOB, OCOOCHHO-
CTH OpOpMITCHHUS

[1naHoBast u oTyeTHasi JOKYMEHTAIUs: Ha3HAYEHHUE, COCTaB IOKYMEHTOB, OCOOEH-
HOCTH 0(OPMIICHUS

CrpaBouHO-MHGOPMALIMOHHAS W CIPABOYHO-aHATUTHYECKAs]  JTIOKyMEHTAIIHs
Ha3Ha4yeHUe, COCTaB JOKYMEHTOB, OCOOCHHOCTH O(pOpMIICHUS

YcraB Kak BHJ JOKYMEHTA: Ha3HaYeHHE, TPEOOBAHUS K COCTaBy CBEICHHH H IIO-
pAAKY oopMIICHUS

[Ipuka3 kak BUJ JTOKyMEHTA: Ha3HauYeHUE, TPeOOBAHUS K COJEP>KAHUIO U CTPYKTY-
pe TeKCTa U MOPSIKY OPOPMIICHHUS

JlemoBoe THCHMO: TOHATHE, PA3HOBUAHOCTH, OCOOCHHOCTH COCTaBIICHHUS W
oopMIICHHS.

DNEeKTPOHHBIE MHUChMA M BEO-TOKYMEHTHI: OCOOCHHOCTH COCTaBlieHUsI, odopmiie-
HUS M IPUMEHEHUS B YIIPABICHYECKON ICATETHHOCTH MPEATPHSITHSA.

[Tonarue «pexBu3nuTa O(UIMAIBHOTO JOKyMeHTa». Kiaccudukanus pekBU3UTOB
(coctaB u oopmiieHHE PEKBU3UTOB OJaHKa JOKYMEHTa, PEKBU3UTOB, OINpeNes-
IONINX IOPUIUYECKYIO CHITY TOKYMEHTa, OTPaXAroIIUX IBMKCHHE U paboTy ¢ Jo-
KYMEHTOM).

OcHoOBHBIE TPeOOBAaHHUS K TEKCTY yIPABICHYECKOTO JOKYMEHTA.

[Tonatue m ocHOBHbIE (POPMATHI IIEKTPOHHBIX NOKYMEHTOB. OrudpoBaHue Kak
cnoco0 co3maHust AIEKTPOHHOTO JOKYMEHTA. DIIEKTPOHHAs MOJIMUCH KaK PEKBU-
3WT DJIEKTPOHHOTO JOKYMEHTA.

I'OCT P 7.0.97-2016. Cucrema crangapToB 1o uHGpOpManuu, OUOIMOTEUHOMY H
u3aTenbcKoMy aeny. Opranu3anroHHO-pacopsAaUTeabHas JoOKyMeHTaus. Tpe-
OoBaHMs K ohopMIeHHIO TOKyMEHTOB. KOpuanueckas cuiia yrnpaBIeHYECKUX J0-
KYMEHTOB.

bnank noxymeHnTa: Ha3HaueHHe, BHIBI OsiaHKOB. COCTaB PEKBU3HTOB M MOPSAOK
ux oopMIICHUSI.

Metoanka aHamM3a YMpaBJIEHYECKHX TOKYMEHTOB: aHAJM3 BHYTPEHHEH W BHEII-
HEU CTPYKTYpPBI, IPOBEPKA CBOMCTBA IOPUINYECKON CHUIIBI.

Bunpl ommOok B ympaBleHYECKMX JOKYMEHTaxX: peueBble, opdorpapudeckue,
CTHJIUCTHUYECKUE, CTPYKTYPHBIC OIIMOKU M CITIOCOOBI MX YCTPAHEHUSI.
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24.TloHsiTHE CHENKH B TPAXKIAHCKO-TIPABOBBIX OTHOMIEHUSX U €€ opopmieHue [Tons-
THe ¥ BUABI JoroBopoB B ['K P®. Tpeboanus k opOpMIICHHIO TOTOBOPOB B TPO-
1[€CCEe JEOBBIX OTHOLICHHM.

25. DenepanbHblil 3aK0H «O0 OCHOBaxX TYPHUCTCKOM JesaTelbHOCTH B Poccuiickoi ®e-
nepauun». OcoO0EHHOCTH peanu3aluy TypucTruueckoro npoaykra (ct. 10). Tpebo-
BaHMS K OQOpMIICHHUIO JOKYMEHTOB. [lopsiok 00kaloBaHMsI HETPABOMEPHBIX
JNEHUCTBUM MPU OKA3aHUU TYPUCTUUYECKUX YCIIYT.

26.CocTaB 1 XapaKTepUCTHUKa TOKYMEHTOB, OTHOCAIIMECS K pa3paboTKe TypOB.

27.CocTaB 1 XapaKTepUCTUKA JOKYMEHTOB, BbI1aBA€MbIX TYPHUCTaM.

28. AXThI: Ha3HaUYCHUE, CTPYKTYpa, TOPAIOK O)OPMIICHHUS.

29.Tlonstue moBepennoctu B 'K P®. Knaccudukanus mosepennocteit. Ct. 185 T'K
P® o popmax mosepenHocTeil. TpebOoBaHUs K COACPKAHUIO U OPOPMIICHHUIO JO-
BEPEHHOCTEN. YHUPUIUPOBAHHBIE (POPMBI TOBEPEHHOCTEN.

30.IIperensus kak cnocod 10CyaeOHOr0 YPEeryJIupOBaHUS CIOPHBIX CUTYAIIMH MEXITY
Xo3sticTByOIUMH cyobekTamu. [lopsiiok coctaBienus, opopmieHUs U Gopmy-
JUPOBaHUS coliepkaHus mpeTeH3uu. CpoKH MPeOCTaBICHUSI OTBETOB HA MPETEH-
3UH.

31. HopMaTuBHO-METOIMYECKUE IOKYMEHTHI B chepe NeIOnporu3BOJICTBA M OpraHu3a-
LMW apPXUBHOTO XPAHEHUSI TOKYMEHTOB.

32.KonnvecTBeHHBI M KBaTH(HUKAIIMOHHBIA COCTaB COTPYAHHKOB ciayxkO0b1 OV B
COOTBETCTBUU C ACHCTBYIOIIMMH HOpPMaTUBaMH TpyJa U BPEMEHHU, 3ajJayaMu U
GYHKITUSIMU UCCIIElyeMOW OpraHU3alllu.

33.Permamenranus aesrensHoctr Ciyx0nr JIOY Ha rocyaapcTBEHHOM, BEIOMCTBEH-
HOM | JIOKQJIbHOM YPOBHSX.

34.Pacy€T onTUMaBHOTO YKcia cCOTpyaHUKOB ciayx0bl JIOY. Ouenka ¢ dexTuBHO-
CTH pacrpeiesieHus: 00s3aHHOCTEN MEXKITY COTPYIHUKAMHU.

35.TlonsTe nokyMeHTo00OpOTa. KOoNMuecTBeHHbIE U KaueCTBEHHbIE XapaKTEPUCTHU-
KU JJOKyMEHTOO0O0pOTa.

36. Opranu3zanus parroHaIbHOTO JOKYMEHTO000pOTa Ha MPEATNPUSTUH.

37.2Tanbl MPOXOXKJAEHUS IOKYMEHTOB B opraHu3aiuu. TexHomaorus o0paboTKu BXO-
JIAUX (MOCTYNAIONINX ), UCXOAAIIUX (OTIPaBIsIEMbIX) U BHYTPEHHUX JOKYMEH-
TOB. Y4eT 00beMa JOKYMEHTO000poTa.

38.Peructpaiusi JOKyMEHTOB. 3HAaU€HHE PETUCTPAIMM IS YIPABJICHUYECKON Jesi-
TenbHOCTH. [IpUHIMIBI U TIpaBUiia perucTpanuu. Perucrpannonnusie GOpMbl, TEX-
HOJIOTUS UX BEACHUSI.

39. KoHTpOoIIb UCTIONHEHUS TOKYMEHTOB. 3HaU€HUE KOHTPOJISI UCTIOIHEHHSI IOKYMEH-
TOB B YIPaBJIECHYECKOU ACITEIHHOCTH. B3aMMOCBSI3b pPETHCTpallUM U KOHTPOJIS
WCIIOTHEHUSI.

40.Cpokr HCTIONHEHUSI TOKYMEHTOB. AHANNW3 WCHOJHUTEIbHOW IuCHUIUIMHBL Mc-
M0JIb30BAHUE HOBBIX MH(POPMAIMOHHBIX TEXHOJIOTHH /IS BEICHUS KOHTPOJIS HC-
MOJIHEHUS JOKYMEHTOB.

41. Homenknarypa nen. Bunbl HoMeHknaryp aen. MeTtoauka cocTaBieHUsI HOMEHKIIa-
TYp Je.

42. DopMupoBaHUE U XpaHEHHUE JeN B Jenonpon3BoacTBe. OcHOBHBIE TIpaBuia Gop-
MupoBaHug Aein. [[pu3Haku rpynnupoBKy JOKYMEHTOB B IEPBUYHBIE KOMIUIEKCHI.
Oco0eHHOCTH cHUCTEMATHU3alMH I0OKYMEHTOB BHYTPH JIE]L.

43.DxcrepTr3a IIEHHOCTH JOKYMEHTOB B JIETONPOU3BOACTBE. [IpHHIIUIIBI U KpUTEpUU
[IEHHOCTH JOKYMEHTOB.
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44, Opraan3anus padoThl SKCIIEPTHBIX KOMHCCHUH.

45. Oco0EeHHOCTH XpaHEeHHs 3JIEKTPOHHBIX JOKYMEHTOB.

46.[Topsa0K YHUUTOKEHHUS IOKYMEHTOB C UICTEKIIIMMU CPOKaAMU XpaHEHUSI.

47.CucteMbl aBTOMaTU3AIMHU JIETONPOU3BOACTBA U JHokyMeHToobopoTta (CA/l) Ha
NOPEANpPUSATUN: OCHOBHBIE TpeOOBaHUS, OpPraHHU3alusl BHEJIPEHHs, MEPCIEKTUBBI

pa3BUTHSL.

48. TeXHOJIOTHH 3aIUThl JOKYMEHTHON MH(GOPMAIIMH HA TPEITPUITHH.

Kpumepuu oyenxu 3nanuti, ymeHuii u Ha8blk08 CMYOeHMO8 NPU OYEHKe
chopmuposanHocmuy KomMnemeHyuu npu U3y4eHun OUCYUnIUHb

No Conepxxanue Kpurepuu onenku
n/m 40-69 70-84 85-100
OaJsioB OaJsioB OaJioB
1. | OcHoBHBIC TIOHS- | HCYBEpEHHBIC 3HA- | 3HACT OCHOBHBIC | IEMOHCTPUPYET
TUS W TEPMUHBI | HUSL OCHOBHBIX | TEPMHUHBI U TIOHS- | yBEPEHHbIE  3Ha-
J0Y TEPMHHOB M TIOHS- | THS HUS, crocobeH
TUHN 00BSICHUTH CoJllep-
JKaHUE OCHOBHBIX

TCPMHUHOB W IIOHA-
THA

2. | CocraB U (QyHK- | HEYBEpEHHbIE 3HA- | 3HA€T OCHOBHBIE | IEMOHCTPUPYET
LMOHAJIBHOE HUS CcOCTaBa M | BUAbl JOKYMEH- | yBEpEHHbIE  3Ha-
Ha3HAYCHUE (YHKIIMOHAIBHOTO | TOB, o0Opa3yro- | HUsl, pa3inyaer u
yIpPaBIEHYECKUX | HA3HAYCHHS JIOKY- | IUXCSI B TPOIEC- | XapaKTepu3yeT
JOKYMEHTOB Ty- | MEHTOB, 00pa3ylo- | c€  TYpPHUCTCKOM | crienuduyeckue
PUCTCKOTO TMpeA- | IIMXCA B MpoLecce | AeITeIbHOCTH, UX | OCOOEHHOCTH  J10-
MPUATHS. TYpUCTCKOH  j1ed- | QyHKIIMOHATBHOE | KyMEHTOB pa3iiny-

TENBHOCTH Ha3HauYeHUe HOTO byHKIIHO-
HaJIBHOIO  Ha3Ha-
YEHUS
3. | CocraBneHne ¥ | HEYyBEpEHHbIE 3HA- | 3HAET OCHOBHBIE | IEMOHCTPUPYET

peAaKTUPOBAHUE
JIOKYMEHTOB, 00-
pasyrouxcsa B
NeSITEIIbHOCTH
TYPUCTCKUX
MpeanpUATUN

HUS paBuI
obopmiieHUust  J0-
KyMeHTOB. Jlomyc-
KaeT  MHOTOYHC-
JICHHBIE OIIMOKU B
opopmuennn  10-
KYMEHTOB, HE 3Ha-
€T COCTaB PEKBHU-
3UTOB

npaBuiia odopMm-
JICHUS JTOKyMEH-
TOB, HO JIOIyCKa-
eT omubKu B
opopMIIeHUH OT-
JIENbHBIX  PEKBU-
3UTOB

yBEpEHHBIC 3HAHUS
COCTaBa | TPaBHII
opopMIICHHS peK-
BU3UTOB  pa3jiny-
HBIX  yIpaBJCHYE-
CKUX JJOKYMEHTOB.

4. | Opranuszauus ne-
SATETLHOCTH
ciyx6 JOV wm
JIOKyMEHT0000-
pora.

HEYBEpPCHHBIC 3HA-
HUS ~ OpraHM3aIlu-
OHHBIX OCHOB JIesl-
TEJIBHOCTH  CIYXKO
JAOY wu TexHoio-
TMH  JIOKYMEHTO-
obopora. He wmo-

3HAaeT OCHOBHBIE
METOIBI CO3/IaHuUS
ciyx6 JOV wu
OpraHu3anuu Jo-
KYMEHT0000pOTa,
yMeeT MPUMEHSTh
UX Ha MPAKTHKE

JEMOHCTPUPYET
YBEPEHHBIE 3HAHUSA
Y HaBBIKA MpHUME-
HEHHUs pa3sHbIX Me-

TOJIOB pacuéra
YUCIICHHOCTH u
omnpeneneHus  Cco-
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€T  BBIIOJIHUTH
MIPEUIOKEHHYIO
JEJIONPOU3BOI-
CTBEHHYIO oOllepa-
A0

ctaBa cinyx0 10V,
OpraHu3anuu  J0-
KYMEHTO000OopoTa

5. | ApXMBHpOBaHHUE
MH(pOpMALIIH.
Cucremaruzanus
JIOKYMEHTOB.

JUIS YHUYTOXKEHUS | €T OIIMOKU
WU ITOCTOSIHHOTO
XpaHEHUsI B COOT-
BETCTBUU C KpHUTE-
pUSAMHU UX LIEHHO-

HEYBEPEHHBIE 3HA- | 3HA€T OCHOBHBIE | IEMOHCTPUPYET
HUS TEOPUM U Me- | METOJIbl apXUBH- | yBEpEHHBIE 3HAHUS
TOJIOB  ApXWUBHPO- | pOBaHUA HUH(OP- | METOJOB  apXUBU-
BaHUs  MH(pOpMa- | MallMM, IPOU3BO- | pOBaHUS  HH(Op-
11, HECIoCco0- | AT 3KCHEPTHYIO | MK U SKCIEPT-
HOCTh TIPOU3BECTH | OLIEHKY JOKYMEH- | HO OIIEHKH JOKY-
0TOOp JTOKYMEHTOB | TOB, HO JIOIYCKa- | MEHTOB B IIpOLIECCE

CTH

ux ortbopa s
XpaHCHHUS WIN
YHUYTOXKCHHUS

VIl. MatepuajbHO-TeXHHYECKOe o0ecreyeHue

HaumeHoBaHue cnenuajb-
HBIX* IMOMeleHHi

OcHaleHHOCTh CIie-
MUAJBLHBIX MOMeIle-
HUM ¥ MOMelIeHUu# 1J1s
CaMOCTOSITEJIbHOI pa-

IlepeyeHb JTHUIIEH3NOHHOTO
NPOrpaMMHOro odecmeye-
HHUS.
PexBHM3UTHI MOATBEPIKIA-

00ThI IOLIEro JOKYMEHTAa
VYyeOnas aynurtopus mns npo- | KK TB Tomuba
BEJIEHUSA 3aHATHUH JIeKuoHHOoro | 32AV605

TUIA, CEMUHAPCKOTO  THIIA,
KYPCOBOTO  MPOEKTHUPOBAHMS,
TPYIINOBBIX W WHAUBUAYaIb-
HbIX KOHCYJbTAIlUl, TEKYILETO
KOHTPOJII M TPOMENXYTOUHOU
arrecranuu Ne 104 (170021,
TBepckas 001., r.TBepp, yiI.
[IpommHa, 1.3, kopmn.2

VYyeOHas mebenb

IHoMemeHusi 111 CAaMOCTOSATEILHOM PadOThI:

HaumenoBanue OcHameHHocTs nomMeeHn s | IlepeyeHb JTMIEH3MOHHO-
NoMenieHui CaAaMOCTOSITEJIbHOI PadoThI ro NPOrpamMMHOro odec-
neYyeHus.
PexkBusuThl moarsep-
JKIA0LIEr0 JOKYMEHTa

VYyeOHas aynutopus
JUIs TIPOBENIEHUS 3a-

Kommerorep iIRU Corp 510 15-
2400/4096/500/G210-512/DVD-

Adobe Reader XI - Russian
— OecILIaTHBIM
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HATHA  JICKIIUOHHOTO
TUMA, CEMHUHAPCKOTO
THUTIA, KYpCOBOTO
IPOCKTUPOBAHMUS,
TPYIIIOBBIX W WHJU-
BUTyaJIbHBIX KOH-
CYJbTAIU/, TEKYIIETO
KOHTPOJISI W TIpoMe-
JKYTOYHOM  arrecra-
UM ¥ CaMOCTOSTEIb-
HOM paboTer No 111
(170021  Teepckas
o6n., Tseps, VI
[Ipommna, 1. 3, KOpr.
2)

RW/W7S/monutop E-Machines
E220HQVB21.5¢

KommneroTep iIRU Corp 510 15-
2400/4096/500/G210-512/DVD-
RW/W7S/monruTop E-Machines
E220HQVB21.5%

Kommnerotep iIRU Corp 510 15-
2400/4096/500/G210-512/DVD-
RW/W7S/monuTop E-Machines
E220HQVB21.5%

KommneroTep iIRU Corp 510 15-
2400/4096/500/G210-512/DVD-
RW/W7S/monuTop E-Machines
E220HQVB21.5%

Komnerorep IRU Corp 510 15-
2400/4096/500/G210-512/DVD-

RW/W7S/monutop E-Machines
E220HQVB21.5%
Kommerorep 1RUCorp 510 15-

2400/4096/500/G210-512/DVD-
RW/W7S/mouutop E-Machines
E220HQVB21.5%

Kommerorep iIRU Corp 510 15-
2400/4096/500/G210-512/DVD-
RW/W7S/monutop E-Machines
E220HQVB21.5%

Kommerorep iIRU Corp 510 15-
2400/4096/500/G210-512/DVD-
RW/W7S/monutop E-Machines
E220HQVB21.5%

KommneroTep iIRU Corp 510 15-
2400/4096/500/G210-512/DVD-
RW/W7S/monutop E-Machines
E220HQVB21.5%

KommneroTep iIRU Corp 510 15-
2400/4096/500/G210-512/DVD-
RW/W7S/monutop E-Machines
E220HQVB21.5*

Ckanep Plustek OpticPro A320

ArcGIS 10.4 for Desktop
Bilko 3.4 — GecrutaTHbIN
Google Chrome - 0ec-
TUIATHBIN

Kaspersky Endpoint Secu-
rity 10 mst Windows
Maplnfo Professional 12.0
Microsoft Visual Studio
Enterprise 2015 with Up-
dates - Akt npegocTaBJe-
Husg npaB Ne Tr035055 ot
19.06.2017,

Mozilla Firefox 46.0.1 (x86
ru) — OecrIaTHBIN
Notepad++ — GecruraTHbII
OpenOffice — 6ecrmaTHbIHI
QGIS 2.16.2.16.2 Nidebo —
OeCIUTaTHBIN
WinDjView 2.1 -
TUTaTHBIN

Microsoft Windows 10 En-
terprise Akt  npuema-
nepenaun Ne 369 or 21
nroist 2017;

MS Office 365 pro plus
AkT mpuema-niepeaun Ne
369 ot 21 urons 2017;

Oec-

VIII. Cenenust 006 00HOBJIeHMH padoyeii MPOrpaMMbl JMCIMIIIMHBI

Nem.m. | O6HOBNEHHBIN pa3aen pado- | OnucaHue BHECEHHBIX | PEKBU3UTHI JOKYyMEH-
Yyel MporpamMMBbl JUCHUILIU- W3MEHEHUH Ta, YTBEPJIUBIIETO U3-
HBI MEHEHUS
1. V. YuebHo-MeToIu4ecKoe 1 OOHOBNEH TIEpeYCHb [Iporokon Ne § ot
nH(pOpMallMOHHOE 00ecrieueHue peKoMeH1yeMoi 24.05.2023 r. Yuénoro
JIMCIMILTUHBI JUTEPATYPHL. coBeTa (aKyiIbTeTa
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