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1. HAUMEHOBAHUE U IEJIb OCBOEHUA JUCHUIIJINHBI

VYuebHasg auciuiuimHa «J{okyMeHTalmoHHOe oOecreyeHue YIpPaBICHUS B TYPUCTCKOM
WHAYCTPUM» U3y4YaeTcsl CTYJEHTaMM, OCBAaUBAIOLIUMH OaKallaBPCKyI0 Mporpammy 1o npouiro
«[oCTHHMYHBIN cepBHC M WHAYCTPUS TOCTENPUUMCTBA» B COOTBETCTBUU C DenepanbHBIM
rocyaapcTBEHHbIM 00pa30BaTENbHBIM CTAHJAPTOM BBICIIErO0 OOpa30BaHUs MO HAMPABICHUIO
noarotoBku  43.03.02 Typusm (ypoBeHb OakamaBpuara), YTBEPKICHHBIM IPUKA30M
MunuctepcTBa 06pa3zoBanus u Hayku PD ot 08.06.2017 r. Ne 516 (®I'OC BO 3++).

Heab wu3yyeHHs] AMCUHUIVIMHBI. W3Y4YCHHE TEOPUM W TIPAKTUKU OpraHU3aluu
COBPEMEHHOT0 JOKYMEHTAI[MOHHOTO oOOecleyeHus] Ha OCHOBE HAayYHO OOOCHOBaHHBIX
NPUHIUIIOB U METOJIOB €r0 COBEPUICHCTBOBAHHUS.

3agayd JMCHUIIMHBI. H3y4YCHHE HCTOPUM Pa3BUTHSI CHCTEMBI T'OCYIapCTBEHHOIO
JIeNIOTIPOU3BOICTBA; (POPMUPOBAHUE Yy CTYACHTOB PALMOHAIBHBIX IOAXOJ0B K OpTraHU3aIUH
paboThl C JOKYMEHTaMH B TOCTUHHUYHOM CEpBHCE U TypU3ME;, H3YUYEHHE COBPEMEHHOMN
TEXHOJIOTUM BBIIIOJIHEHHS JICTONPOU3BOJICTBEHHBIX ONEpalyii; pPacCMOTPEHHE OTACIBHBIX
BOIPOCOB pabOThI C JOKYMEHTaMH B COIMAbHO-KYJIBTYPHOM CEpBHUCE M TypHU3ME; U3YyUCHHE
COBPEMEHHOM TEXHOJOIMH JIOKyMEHTAllMOHHOTO  OOECIEYEeHUsI YIpPaBICHHSA, KOTOPOE
Oa3upyeTcs Ha 3HAHUM 3aKOHOMEPHOCTEH pa3BUTHA JeONpOu3BoACTBa B Poccum.

W3yuenne y4eOHOW IUCHMIUIMHBI HAMpaBICHO HA TIOATOTOBKY OOYYalOIMXCA K
OCYIIECTBIICHUIO MpOo(ecCHOHaNbHON AeATeIbHOCTH B OOJACTH OpraHW3allid U YIPaBICHHS
nporeccaMi  OKa3aHUS TYPUCTCKMX HM  OKCKYPCHOHHBIX YCIYI B  COOTBETCTBHH C
npodecCHOHANBHBIM ~ CTaHAAPTOM  «OKCKypcoBOA  (THA)», YTBEPKACHHBIM  IPUKA30M
MunuctepcerBa Tpyaa u counanabHor 3amuTel PO ot 4 aBrycra 2014 r. Ne 539H, BbInonHeHUIo
0000111eHHOM TPYI0BOM (GYHKIIMH MO MPOBEACHUIO IKCKypcuid (ko C), BHITOTHEHUIO TPYIOBBIX
¢ynkuunii: pazpadorka sxckypeuii (kox C /01.6) u npoBeaenue 3xckypewnii (kox C/02.6).

2. INTAHUPYEMBIE PE3YJIbTATbHI OBYYEHUSA 11O JUCHUIIJIMHEMOAYJIIO),
COOTHECEHHBIE C INJIAHUPYEMBIMUA PE3YJBTATAMUA OCBOEHUSA
OBPA3OBATEJIbLHOM ITPOI'PAMMBI

B  pesymbrare  OCBOCHHSI  JUCHUIUIMHBI  OOyYaIONMIUKCS  JODKEH  OBJAJIETh
KOMIIETEHITHSIMHU:

YK-2 CriocobeH ompeaensTh Kpyr 3ajad B paMKax IMOCTABIICHHOW IIENTM W BBIOMPATH
ONTUMAJIBHBIE CIIOCOOBI MX PEIICHHUs, UCXOJS U3 NEHCTBYIOIMIMX MPABOBBIX HOPM, UMEIOIIUXCS
PECYPCOB U OTPAaHUYEHUI;

IIK-3 CnocobeH HCIoNb30BaTh HOPMATUBHYIO JOKYMEHTAIUIO M0 KayecTBY IMPOIIECCOB
OKa3zaHusl yciIyr B u30paHHOU chepe mpodeccHOoHATbHON AESTENHHOCTH, CTAaHAAPTHU3AlUUA U
cepTudUKay HHIYCTPUH TOCTEIIPUUMCTBA

Kog
®Dopmupyemast
KOMITeT HIHSI IInanupyembie pe3ybTaThbl 00y4eHUS pe3yJbTaTa
o0yueHust
YK-2 BUJIbl YNPABICHYECKOH JOKYMEHTALlUU COBPEMEHHOMU
Crioco6eH onpenensiTe Kpyr OpTaHU3aINH; 0COOEHHOCTH JIOKYMEHTHPOBAHAS | v o o
3aJa4 B paMKax YIPaBIEHIECKOHN JESTeIBHOCTH B c(hepe TOCTHHUIHOTO
[TOCTABJICHHOI LIeNu 1 3HaTh CepBHCa U MHIYCTPHUU TOCTEIPUHUMCTBA;
BEIOMPATh ONTHMAJIbHBIC TpeOOBaHUSI K  TOATOTOBKE,  COCTAaBICHHIO W
CIIOCOOBI UX PEIICHUS], HCXOIS obOpMIICHHIO ~ OCHOBHBIX  BHJOB JIOKyMEeHTOB B | YK-2-—32
13 1EeHCTBYIOMIMX PaBOBBIX HMHAYCTPUH FOCTENIPUUMCTBA,
HOPM, HMCIOILUXCS PECYypPCOB pa3pabaTbIBaTh, COCTaBIATH W O(GOPMIIITH OCHOBHBIC
1 OrpaHUYEHHH; BUJI 1 Pa3HOBUJHOCTH YNPAaBIEHYECKUX JOKYMEHTOB, | yi- 5 v
BO3ZHHUKAIOIIMX B  JESITENBHOCTH MPEINpUATHA U
YMmernb yUpexkACHUll Typusma,
NPUHUMATh MpPaBUIbHbIE pPEIIEHHUs, B TOM 4YHCIE
yIpaBjeHYECKHe, W  OCYHIeCTBISITH Bce  Buael | YK-2-V2
po(eCCHOHANBHON [IeSITEIbHOCTh HA OCHOBE HOPM




paBa;

HABBIKAMHU Pa0OTHI C Pa3HBIMHM BUIAMHU JIOKYMEHTOB
UX MPUMCHCHHUS B IPO(ECCHOHANBHOM JCSITEIBHOCTH;

Bnamers | HaBBIKAMH CAaMOCTOSATEIBHOU MOJTOTOBKH, COCTABICHUS
U oQpOopMIICHHS OCHOBHBIX BHJOB JOKyMeHTOB B | YK-2—B2
WHJIyCTPUH TOCTENPHUUMCTBA,

YK-2 -B1

ITK-3 OCHOBHBIE HAydHBIC U IIPAKTHUECKHE MPOOIEMBI
Crioco0€H UCII0Ib30BaTh OpraHu3aIn JIOKYMEHTaIlHOHHOTO oOecrieueHust
HOPMAaTUBHYIO YIIpaBJIECHUS B HUHIYCTPUH rocrenpunmMctBa, | [1IK-3 —31
ZIOKYMEHTAINIO TI0 KAYECTBY |5 HOPMAaTHBHBIE JIOKyMEHTBI 1o Ka4ecTBY,
MPOLIECCOB OKA3aHUSI yCIIyT B CTaHJapTH3aLUH U cepTHU(PUKAINY TYpIPOIYKTa,
n30paHHOIl chepe cBoeoOpas3me opraHm3anuyd paboTHl ¢ JTOKYMEHTaMHU B
npodeccroHabHOIM TOCTHHUYHOM CEPBUCE M UX 3aBUCUMOCTH OT pazButus | I1K-3—32
eI TeIbHOCTH, CHCTEMBI JI€JIONPOU3BO/ICTBA,;
CTaHAApPTU3ALUH U OpPTaHM30BBIBATH CITY)KOY JEIONMPOU3BOACTBA U paboTy
cepTUUKALMI HHYCTPHH ee COTPYIOHHKOB B y4pexkueHHH, oprammsamuu u Ha | IIK-3-V1
COCTENPUUMCTBA Ymern NPEANPUATUU UHIAYCTPUN TOCTEIPUUMCTBA,
TPHMEHSATH Ha MPAKTHKE HOPMATHBHYIO IOKYMEHTAIHMIO | oo o vy
B cpepe HHIYCTPHUHU TOCTENIPUUMCTBA,
METOaMH M TEXHOJIOTHEeH 00paboTKM JTOKYMEHTOB Ha
OCHOBE HCIIONIB30BaHUSA cpeAcTB opranm3anmonHor un | [1K-3 - Bl
BBIYHMCIIMTEILHOM TEXHUKH,
Baagernb
MIPaKTHYECKUMHU METOJlaMH1 OpTaHM3aIN
JOKYMEHTAI[MOHHOTO obecriedeHust ympaenenus Ha | [IK-3 - B2
NPEANPUATHH,

3. MECTO JUMCHUIJIMHBI (MOJY.JISI) B CTPYKTYPE OBPA3OBATEJIBHOM
MNPOT'PAMMbI

b1.B.09 «/loxymeHTanioHHOE OOEcreueHre YIpPaBICHUS B TYPUCTCKOW HHIYCTPUU»
SBJISICTCA JTUCLMIUIMHON YacTH, (OPMHUPYEMOM y4yaCTHHKaMU 0Opa30BaTENIbHBIX OTHOIIEHHM
bnoka 1 yueGHOro niaHa u u3y4aercs CTyJIeHTaMU BTOPOT0 Kypca B YETBEPTOM CEMECTPE OYHOMU
(dopmbl 00ydeHus (TOJHBIA CPOK 00yUEeHHUS).

3.1. TpeGoBanus K NpeABAPUTEILHOI MOATOTOBKE 00YYaK0OIIErocs:

Tembl nucrumiuHbl «J{OKyMEHTalMOHHOE OOECIeYeHHEe YNpaBICHUS B TYPUCTCKOU
UHAYCTPUM» CBSI3aHbl C COOTBETCTBYIOIIMMU TeMaMH JAUCHUIIIMH «OCHOBBI Typu3May,
«Opranuzanysi TYPUCTCKONW JIeATeNbHOCTH», YTO CIOCOOCTBYeT OoJiee IUIOAOTBOPHOM pabore
CTYJEHTOB HaJ| TBOPUYECKUMHU MPOECKTaAMH.

3.2. JlucoumimHbl (MOAYJHM) W NPAKTHKH, AJS KOTOPBIX OCBOCHHE [JAHHOH
AUCHUIIMHBI (MOYJis1) HE0OX0AMMO KaK MpeauecTByolIee:

Pe3ynpTaThl OCBOSHMSI AUCHUILTUHBI «J{OKyMEeHTallMOHHOE o0ecrieyeHne yIpaBiIeHus B
TYPUCTCKOM MHYyCTPUN» ABIISAIOTCS 0a30i1 1151 MPOXO0KIEHUS! IPOM3BOACTBEHHOMN MPAKTHUKH.

PazButne y oOydaromuxcs HaBBIKOB KOMaHIHOH palOThl, MEXJIMYHOCTHOM
KOMMYHHUKAIUH, TPUHATHS PEUICHUH, JTUAEPCKUX KayecTB OOECIeunBaeTCs YTEHHEM JIEKLUH,
NPOBEICGHUEM MPAKTUYECKUX 3aHATUH, COJEpXKaHHE KOTOpPhIX pa3pabOoTaHO Ha OCHOBE
pe3yJIbTaTOB HAyUYHBIX MCCIEAO0BAaHUM, NMPOBOAUMBIX MHCTUTYTOM, B TOM 4HCIE C Y4YETOM
PETHOHANBHBIX ~ OCOOCHHOCTEH  MpOo(ecCHOHAIBHOW  JEATENbHOCTH  BBITYCKHUKOB U
noTpeOHOCTEH paboTomaTenei.

4. OBPBEM JUMCIMIIZIMHBI (MOAYJA) B 3AYETHBIX EJAUHUIAX C
YKA3AHUEM KOJIMYECTBA AKAJIEMHUYECKHUX YACOB, BBIAEJIEHHBIX HA
KOHTAKTHYIO PABOTY OBYYAIOLIUXCsS C IIPEINIOJABATEJIEM (IIO BUJIAM
YUYEBHBIX 3AHATHI) © HA CAMOCTOSTEJBHYIO PABOTY OBYUAIOIIUXCS.

JlucuurimHa mpernoaraeT u3ydeHue 6 tem.
OO011ast TPYI0EMKOCTh AUCIUILINHBI COCTABIIACT 2 3a4eTHBIC ¢AUHUIIBI (72 4acoB).



Oo6masn B ToM uHciie KOHTaKTHas padoTa ¢
(I)opMa TPYAOEMKOCTh npenoaaBaTejaeM cam. BHJL
Ne ceMecTp KYp.pa6/
o0y4eHus B ceMHHAPBI, paboTa| KOHTPO.JISA
B 3.€. BCEro JEKIUHN KOHTp.
gyacax 113
pao
1 Ounas 4 2 72 36 14 22 36 | Jaerc
OILICHKOH
2 Osmo- 4 2 72 28 10 18 44 | FITC
3a049YHas OLICHKOHU
5 1 36 6 2 4 30 0“:;:0;
3 3aoyHas 1
6 1 36 4 32 | dauerc
OLCHKOU

[IpakTuueckass MOArOTOBKa  OOydYarOIIMXCS NpU  peajlu3alud  JUCLUIUIMHBI
OCYILIECTBIISICTCS IIyTEM IPOBEACHUS IPAKTUUECKUX 3aHATHM, IPEIyCMATPUBAIOLIMX Y4YacTHE
oOydaroluxcsi B BBIIOJHEHUU OTICJIBHBIX JJIEMEHTOB paboT, CBA3aHHBIX € Oyayuieit
npoeCcCHOHATIBHON JIEATEIBHOCTBIO W HAlpaBJIEHHBIX Ha (opMupoBaHHe, 3aKperieHHe,
pa3BUTHE MTPAKTUYECKUX HABBIKOB M KOMIIETEHIIHMIA IO TporpaMMe OakajaBpuaTta.

[IpakTuyeckas  MOATrOTOBKAa  OOydYalOLUIMXCA  HpPU  pEANHU3alUd  JUCLUIUIMHBI
OpraHu3yeTcsl B MOJEIBHBIX YCIOBHIX (000PYIOBaHHBIX MOJHOCTHIO MITM YaCTUYHO) Ha Kadeape
TypHU3Ma U B [IOAPA3ACICHUAX HHCTUTYTA.
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Tema 1. Ilpenmer, conpepxkanue, 3a1a4u Kypcea.
Wcrounuku u nureparypa. Poib S
OKYMEHTAIIMOHHOTO 00ECIICYCHUS B o
AoymMentalt 8 | 4| 2 2 4 NK2-VI
COBEpLIEHCTBOBAHUH YIIPABJICHHS NPEANPUATHIMH VK-2 - B1
U yupexaeHnsiMu. HopmatuBHoO-MeTotnuecKast
0a3a J1eoNpOoN3BOACTBRA.
Tema 2. OCHOBHbIE MOHATHUS U TEPMUHOIOTHSI
JIOKyMEHTAI[HOHHOT'O 00ECTIEYEeHUs! YIIPaBICHUS.
[IpaBuna oopmIiteHHs TOKYMEHTOB B YK-2 -32
yupexaeHusx TypusmMa. CUCTEMBI JOKYMEHTAIIUH. 8 4 2 2 4 VYK-2-V2
CoBepIleHCTBOBaHMS cOCcTaBa U (popM TOKYMEHTOB VK-2 - B2
opraHu3aiiu Typusma. SI3blk JOKyMeHTa B
YUPEKICHUSIX TypU3Ma
Tema 3. [TopsoK ABUKEHHS IOKYMEHTOB B [1K-3 -31
opraHuzaiuu Typusma. Opranu3amnus 8 4 2 2 4 [IK-3 V1
MH(POPMAIMOHHO-TIOMCKOBBIX CUCTEM M KOHTPOJIS [IK-3-B1
WCIIOJIHEHUSI IOKYMEHTOB
Tema 4. Cucremaruszanus 1 odecrieyeHue IK-3 31
COXPaHHOCTH JIOKYMEHTHOI nHpopMmauny. 3amunTa 12 6 2 4 6 MK-3 -V1
1 00paboTKa KOH(DUACHIIMAIBHBIX JOKYMEHTOB. TIK-3-BI
ApXMBHOE XpaHEHHUE JJOKYMEHTOB U JIeJl




Tema 5. YnpaBrneHueckue CTpyKTypsl TypU3Ma.
YupeaurenbHble JOKYMEHTBI TYPUCTCKUX K-3 32
MPEANPUATHI Pa3IUIHBIX OPTraHN3aMOHHO- K-3 -y2
npaBoBBIX (hopM. OcOOEHHOCTH AETIONIPON3BOICTBA 14 8 4 4 6 |mk-3-B2
NPEINPUATHN U yIpexaeHnit typuzma. Crenuduka
MOATOTOBKHU M 3aK/TIOYECHUS] KOHTPAKTOB, IOTOBOPOB
U COIVIALIEHUH B TYPUCTCKOH A€ATEIbHOCTH
Tema 6. lokyMeHTHI # GOPMYIISPEI O K-3 32
OpTaHHU3aliK TYPUCTCKOTO ITyTEIIECTBHUSI. K-3 _y2
Hcnonp30BaHue HOBBIX HHPOPMAIIMOHHBIX 12 6 2 4 6 IK-3 —B2
TEXHOJIOTHH JJIsl OpraHU3alUH AEIOPOU3BOACTBA B
YUPEKICHUSIX TypUu3Ma
3auer ¢ oneHkoii 10 4 6
HUTOI'O: 72 36 | 14 18 36
OuHo-3a204Has popma o0yueHunst
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Tema 1. Ilpenmer, copepxanue, 3aa4u Kypcea.
Wcrounuku u nureparypa. Poib V2 31
JIOKyMEHTaI[HIOHHOTO 00eCIIeYeHHs B 10 4 2 2 6 Mk2_vi
COBEPIICHCTBOBAHUH YIIPABICHHS NPEANPUATHIME VK-2 - B1
U yupexaeHnsiMu. HopmatuBHo-MeTotnuecKast
0a3a 1eoNpON3BOACTBRA.
Tema 2. OCHOBHBIE MOHATHUS U TEPMHUHOIOTHSI
JIOKyMEHTAI[HOHHOT'O 00ECTIeYEeHUs! YIIPABICHUS.
[IpaBuna opopmireHHs TOKYMEHTOB B VK-2 —32
YApeKACHUAX Typu3Ma. CHCTEMBI TOKYMCHTAITUH. 10 4 2 2 6 [YK-2-VY2
CoBepIIIeHCTBOBaHHS COCTaBa U GOpM YK-2-B2
JIOKyMEHTOB OpraHH3aliK Typu3Ma. SI3bIk
JIOKyMEHTa B YUPEXKJCHUSIX TypU3Ma
Tema 3. ITopsoK ABHMKEHHS IOKYMEHTOB B IK-3 -31
opranu3aiyu Typusma. Oprannzarus 8 4 4 4 [IK-3-VY1
HH(POPMAIHOHHO-TIOMCKOBBIX CHCTEM M KOHTPOJIS IIK-3-B1
WCIIOJHEHUSI IOKYMEHTOB
Tema 4. CuctemaTusanus 1 obecriedeHne IIK-3 -31
COXPaHHOCTH JIOKYMEHTHOH nHpopManny. 3amunTa 12 4 2 2 8 IIK-3-V1
1 00paboTKa KOH(PHUACHIINATbHBIX JOKYMEHTOB. IIK-3 -B1
ApXMBHOE XpaHEHHUE JJOKyMEHTOB U JIeJl
Tema 5. YnpaBrneHuecKkue CTpyKTypsl TypU3Ma.
YupeauTenbHbIe TOKYMEHTBI TYPUCTCKUX
HOPEANPUATHI Pa3IHYHBIX OPraHU3aUOHHO- [IK-3 -32
npaBoBbIX hopM. OcobeHHOCTH 12 4 5 5 8 [K-3 -2
JIETIOTIPOM3BOICTBA PENPUATUI U YIpekKACHUI TK-3 -B2
Typusma. Crienuduka moAroTOBKH M 3aKITFOUEHUS
KOHTPAKTOB, JOTOBOPOB M COTJIAIICHUH B
TYPHUCTCKOH JeATEIbHOCTH
Tema 6. JlIokyMeHTHI 1 GOPMYIIAPHI TIO IIK-3 -32
10 4 2 2 6 IK-3 —y2




OpraHu3alUy TYPUCTCKOTO MyTELUIECTBUSL.
Hcnonp30Banne HOBBIX HHPOPMAITMOHHBIX
TEXHOJIOTHH JUIS OpTaHU3aINX AEJIONPON3BOICTBA
B YUPEXKJICHIIX TypH3Ma

IK-3 -B2

3ayer ¢ OLEHKOI 10 4 4 6
HUTOIO: 72 28 10 14 4 44
3aounas popma 00yueHus
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5 cemecmp
Tema 1. Ilpenmer, comepxanue, 3aa4u Kypcea.
Ucrounuku u nureparypa. Ponb
JOKYMEHTAI[IOHHOTO 00ECIICYCHNUS B gﬁg :3;1
COBEPIICHCTBOBAHUH YIIPABICHHS NPEAPUATHIMH VK-2 — B1
U yupexaeHnsIMu. HopmaTtuBHO-MeTOIMUECKAS
0a3a 1eNoNnpON3BOACTBRA.
Tema 2. OCHOBHBIE MOHATHUS U TEPMHUHOIOTHSI 12 2 2 10
JIOKyMEHTAI[HOHHOT'O 00ECTIeYECHUs! YIIPaBICHUS.
[TpaBuna odopmiteHHs] TOKYMEHTOB B
YUPEKACHUAX TypU3Ma U TOCTUHUYHOM CEpPBHCE. §§§ :352
Cucrtemsbl nokymeHntanyuu. CoBepIIeHCTBOBAHHE VK-2 - B2
cocTtaBa v ()OpPM JOKYMEHTOB OpraHn3aIiu
TypU3Ma U TOCTHHHYHOTO CepBHCaA. SI3BIK
JIOKYMEHTA B YUPEKJCHUIX TypU3Ma
Tewma 3. [Topsiiok IBHKEHUS TOKyMEHTOB B
OpTaHM3aINK TYpU3Ma U TOCTHHUYHOTO CepBHCA. gﬁg :2711
Opranuzanus ”HPOPMaIMOHHO-TIONCKOBBIX IK-3-B1
CHCTEM M KOHTPOJISI HCIIOJIHEHHUS IOKYMEHTOB
12 2 2 10
Tema 4. Cucremarusanys 1 obecrieueHue IK-3 -31
COXpPaHHOCTH JOKYMEHTHOU MH(popMarn. 3ammra IK-3-Y1
1 00paboTKa KOH(PHUACHIINATbHBIX JOKYMEHTOB. [K-3 -B1
ApXUBHOE XpaHEHHUE JOKYMEHTOB U A€l
Tema 5. YrpaBrneHuecKue CTpyKTypsl TypU3Ma.
VYupenutenbHble JOKYMEHTBI TYPUCTCKHUX
HOPEANPUATHI Pa3IHUHBIX OpPraHU3alUOHHO-
npaBoBbIX hopm. OcoOeHHOCTH g§§ :3}22
JIEIIOTIPON3BOICTBA MIPEANIPUATHI U yIPEKICHUH K-3 -B2
Typusma. Crieruduka moAroTOBKH U 3aKITFOUSHHS
KOHTPAKTOB, 10TOBOPOB 1 COTJIAIICHUH B 12 5 2 10
TYPUCTCKOH NESTETHHOCTH U MHIYCTPUN
TOCTETIPUIMCTBA.
Tema 6. JlokyMeHTBI ¥ GOPMYJIISPBI TIO
OpraHU3allK TYPUCTCKOrO Iy TEIIEeCTBHSL. gig :::/22
I/ICHOJ'II)SOBEIHI/IG HOBBIX HH()OPMAIIMOHHBIX K-3 _B2
TEXHOJIOTHUH I OpraHu3aluy AeI0NPOU3BOACTBA
B YUPEXJEHUIX TypHU3Ma
Bcero 3a cemecTp 36 6 2 4 30




6 cemecmp

3ader ¢ olleHKOMH 36 4 4 32
Bcero 3a cemecTp 36 4 4 32
HUTOI'O: 72 10 2 4 4 | 62

5. COAEP/) KAHUE JUCIUILIMHBI (MOAYJIsI), CTPYKTYPUPOBAHHOE IIO
TEMAM (PA3EJIAM).

Tema 1. [Ipeamer, coaep:kanue, 3axaun kypca. Uctounuxku u jureparypa. Poab
AOKYMEHTAIHOHHOI0 00ecreYeHHsl B COBEPIICHCTBOBAHNM YIIPABJICHUS NPEANPUATUAMH U
yupexnenusimu. HopmaTuBHo-MeTOoAn4ecKkas 6a3a 1e10poOU3BOACTBA

TepMuHOIOTHS OCHOBHBIX IOHATUH B O0JIACTH JAENONPOM3BOJACTBA, €€ HBOJIIOLIMSL.
OneHka TEPMUHOB B OT€YECTBEHHOMU JnTepaType. lleproausaiusi OCHOBHBIX 3TaloB pa3BUTHUS
JEJIONPOU3BOJCTBA. MecTo Kypca cpeid ApYruxX AUCHUIUIMH. O030p UCTOYHUKOB U JUTEPATyphl
II0 Pa3BUTHUIO JCIIONPOU3BOACTBA. [lenonpousBoacTtso B JIpeBHEPYCCKOM TIOCYyIapCTBE.
[Ipukaznoe nenonpousBoactBo XV-XVII BB. Cucrema KOJUJIEKCKOTO J€JI0MPOU3BOJICTBA.
Cucrema MuHuctepckoro "ucnosHutenbHoro" nenomnpousBojactBa XIX-XX BB. Opranuzanus
nenonpou3Bosctsa B 1917-1941 rr. Ucropus ynpasnenus u aenonpousBojactsa B 1945-1990 rr.

VYnopapieHue Kak OOBEKT JOKYMEHTAlMOHHOro oobecredeHus. CTpyKTypa OpraHoB
YIPaBJICHUS, METOJIbI YIIPABJIEHUS, YIIPABICHUYECKUE MPOLEAYPbl U KOMMYHHKAIIMOHHBIE CBS3H,
OIPEIEIAIOIINE CUCTEMY JTIOKYMEHTAIMOHHOTO obecrieueHusl. B3aumocssi3b u
B3aMMOOOYCIIOBIICHHOCTh OPTraHM3allMd U TEXHOJOTHUHU JOKYMEHTAIMOHHOTO OO0ECleYeHHs CO
CTPYKTYpOll M (QYHKIUSMH OpraHoB ynpasiieHus. CocTaB HOpPMaTUBHO-METOAWYECKON Oa3bl
JIEJIONPOU3BOJICTBA. 3aKOHOAaTeNnbHbIe akThl Poccuiickoii Menepanuu B chepe nnbopmanuu u
JIOKyMeHTauuu. Yka3bl 1 pacniopstkenus [Ipesunenra Poccuiickoin @enepanyu, NOCTaHOBICHUS
[IpaButenscTtBa Poccuiickoii ®Depepanun. HopmartuBHBIE TMpaBOBbIE aKThl (henepatbHBIX
OpraHOB HCIIOJHUTEIBHOM BJACTH, PETJIAMEHTHUPYIOIIME BOMPOCH JTOKYMEHTAIIMOHHOTO
obOecrieueHus. [ocymapcTBeHHass cUCTeMa JAOKYMEHTAIIMOHHOTO OOeCHedeHHUs YIpaBlICHUS.
locymapcTBeHHble  cTaHAApThl  HA  JIOKYMEHTAlMIO.  YHHUQUIMPOBAHHBIE  CHCTEMBI
nokyMmeHTaruu. O6mepoccuiickue Kiaccu(PUKaTOPhl TEXHUKO-DKOHOMUYECKOW M COLIMAIbHOU
uH(pOpMaLIHH.

Tema 2. OcHOBHBIE MOHATHS U TEPMUHOJIOTHSA JOKYMEHTAIIMOHHOI0 o0ecneyeHust
ynpasjenus. IIpaBuina odopmieHHssT JAOKYMEHTOB B YYpPe:KICHMAX Typu3Ma H
rocTUHNYHOM cepBuce. CucreMbl JokyMeHTanuu. CoBeplIeHCTBOBAaHHUA cOCTaBa U (opMm
AOKYMEHTOB OPraHM3alliM TYPH3Ma M TOCTHHMYHOIO cepBHca. S3bIK JOKyMeHTa B
yupesKAeHUsIX TYpu3Ma.

OcHOBHbIE TOHATHS B 00JAcCTH JOKYMEHTAIlMOHHOTO OOECTedeHHUs YIpaBIeHHs, UX
IBOJIIOLIUA, TEPMHUHOJIOTUS. TepmuHsI. Jepuaunmu. Obmas XapaKkTepUCTUKA
TEPMHHOJIOTMYECKON CUCTEMBI IOKYMEHTOBEACHMUSL.

O6mme TpeboBanms. Popmarel Oymaru u mosis. CocTaB PEKBU3UTOB JTOKYMEHTOB.
bnank  noxymenta. IlpaBunma  odopmileHHS  OTAEIBHBIX  PEKBU3UTOB  JIOKYMEHTOB.
JlokyMeHTanbHOe OodopmiieHHE B3aUMOOTHOIIEHUN TypupMbl ¢ KiIHMEHTOM. TpeOoBaHuUS K
M3TOTOBJIEHUIO I0OKYMEHTOB.

Cucrema oOpraHu3allMOHHO-TIPaBOBOM  JokyMeHTanuu. Ha3sHaueHne U  cocras
OpraHu3allMOHHO-TIPaBOBON JoKyMmeHTaluu. CocTaBieHne M OoQpOpMIIEHHE OTIENbHBIX BHUI0B
OpPraHU3aI[MOHHO-TIPABOBBIX  JOKYMEHTOB. (CucremMa pacnopsauTeNIbHON  JTOKYMEHTAlUU.
Hasnauenme u  cocraB  pacnopsauTenbHONM — gokymeHTauuu. llponemypa  m3nanus
pacrnopsiAMTENbHBIX JOKyMEHTOB. llponeaypa wu3maHus paclopsIUTENbHBIX TOKYMEHTOB B
yCIOBUAX KoyieruanbHocTH. CocTaB U 0pOpMIIEHHE pacliopsIuTeIbHbIX TOKyMeHTOB. Cructema
CIPaBOYHO-UH(POPMALMOHHOM  NokyMeHTauuu. Ha3naueHnme u  cocTaB  CIpaBOYHO-
uHPOPMAMOHHON AoKkyMeHTauu. CocraBieHue u opopMieHre CripaBOYHO-UH(DOPMAITHOHHBIX
JIOKYMEHTOB.
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OcHOBHbBIE HaMpaBICHUS COBEPIICHCTBOBAaHUSI cocTaBa U (OpM JOKYMEHTOB. Tabeinb
dbopM OKYMEHTOB, NPHUMEHSEMBIX B JIESATEIbHOCTH OPTraHU3AlUU COLUAIBHO-KYJIbTYPHOTO
cepBuca u Typu3ma. Hasnauenme Tabens ¢opm nokymentoB. Paspaborka TaGens ¢opm
nokymeHToB. [Ipumepnbiii Tabenbp ¢opM JOKYMEHTOB, NPHUMEHSEMBIX B JESITEIbHOCTU
OpTraHM3aIi COIMAILHO-KYJIBTYPHOTO CepBHCca W Typusma. AnpOoM (GopM TOKYMEHTOB
opranuzanuu. Benenue TaGenst u Anpr60ma popM JOKYMEHTOB.

OdunmanbHO-1eM0BOM cTHiIb. TpeboBaHUS K TEKCTaM JOKYMEHTOB. YTOTpeOieHHe
CIIEMAJIbHOM JIEKCUKH. YcTapeBias Jiekcuka. Heonorusmel. 3auMcTBoBaHHbIE cioBa. CiioBa ¢
"yauBepcanbHbIM" 3HadeHHEeM. COKpalleHHbIE CJIoBa. YTNOTpeOJieHHue S3BIKOBBIX (opmy.
YnotpebneHue cloB B OJHOTHUIHBIX MafeKHbIX (opmax. OrpaHHMUYEHHAs COUYETAEMOCThH CIIOB.
KOHCTpYKIIMU ¢ OTIIIaroibHBIM CYIIECTBUTENbHBIM. OrpaHUYCHHOE YIOTpeOIeHNE TIIaroioB B
nuaHoi popme. [TocTpoeHne npeatokeHril. ITUKET JEIT0BOr0 OOIICHMS.

Tema 3. Ilopsinoxk JABM:KeHHSI [IOKYMEHTOB B OpPraHu3aldd TypuU3Ma M
FOCTHHHYHOro cepBuca. Opranusanus HHGOPMAIHOHHO-TIOUCKOBBIX CHCTEM U KOHTPOJIsS
HCTOJIHEHHS IOKYMEHTOB.

[lonsiTHE TOKYMEHTOOOOPOTa M €ro OCHOBHBIE 3Talbl. JKCHEAMIIMOHHAs 00paboTka
JOKYMEHTOB, MOCTYNAMOIIMX B OPraHU3allMi COLHUAIBHO-KYIBTYPHOTO CEpBUCA M TypH3Ma.
[IpenBapuTensHOE pacCMOTPEHHE TOKYMEHTOB B CIIY)KO€ JTOKYMEHTAIIHOHHOTO OOecreueHus B
YUPEKACHUAX COLMATIBHO-KYJIBTYPHOTO cepBUCa M Typu3Mma. OpraHuzanus parloHaJIbHOTO
ABVOKCHUA AOKYMCHTOB BHYTPHU OpraHu3aliiid COLHAJIIBHO-KYJIBTYPHOI'O CEpBHUCA M TypHU3Ma.
OO0paboTKka HCHOJHEHHBIX M OTIPABISIEMBIX JOKYMEHTOB. lcrmonHeHue nokymeHTa. AHamu3
CTPYKTYpPBI JOKYMEHTO00OpOoTa. MeToapl ydeTa M COKpamleHHs JIOKyMEeHTooOopoTa. Yuer
KOJIMYeCTBa M KayecTBa JOKYMEHTOB opraHuzanmuu Typusma. CokpaiieHue oObema
JIOKYMEHTOO000pOTA.

Perucrpanuss u uWHAEKcalus JIOKYMEHTOB. 3HAu€HHWE W 33Jayd  PerucTpanus
JNOKyMeHTOB. OOIue mpaBuiia PEerucTpaui JOKYMEHTOB. DOpMBI pEerHCTpaluy JOKYMEHTOB.
ABTOMAaTU3UPOBAHHBIE CUCTEMBI perucTpany. KoHTposb 3a HCIOIHEHUEM JOKYMEHTOB.

Tema 4. Cucremarumzauusi u  o0ecnedyeHHe COXPAHHOCTH [OKYMEHTHOWM
uHpopmanmu. 3ammra U 00padoTka KOH(PUIECHIUAIBHBIX JOKYMEHTOB. ApXHBHOE
XpaHeHue JOKYMEHTOB H JieJ

OnpeneneHre 1LEHHOCTH JIOKYMEHTOB M JOKyYMEHTHOM uH(popmauuu. OOmiue
TpeOOBaHUS K CUCTEMAaTH3alMM JTIOKYMEHTOB U (opMHupoBaHUIO Jies. CocTaBiIeHNEe 3aroj0BKOB
Jen.  YCTaHOBJIEHME CpPOKOB XpaHEHHsl [ell. XpaHEeHUue JIOKYMEHTOB B OINEpPaTUBHOMN
NesITeabHOCTH U popMmupoBanue aen. OOue TpeboBanus K GopMUpoBaHUIO €. [ pynnupoBka
B JIeJla OTJENbHBIX KaTeropuil 10KkyMeHToB. OdopMieHre 00JI0KKH Jiena.

3anuIeHHbIH JOKyMEHTO000POT U TEXHOJIOTHYECKUE CHCTEMbl 00pabOTKH U XpaHEHHS
KOH(UICHIMATBHBIX T0KyMEeHTOB. KoHduneHuuanbHOCTh TOKyMeHTOB. [loHSATHE M CTpyKTypa
3alUIIEHHOT0 T0KyMeHTo000opoTa. HasHaueHne u TUIIbI TEXHOJIOTHYECKUX CUCTEM 00pabOTKH U
XpaHEHUs1 KOH(QUIEHIINATBbHBIX JOKYMEHTOB. TeXHOJOTUs yueTa U paCCMOTPEHUS MOCTYUBIINX
KOH(QHJIEHIIMATIbHBIX JOKyMEHTOB. Ha3HaueHne # BHIBl ydeTa KOH(UICHLIMAIBHBIX
JOKYMEHTOB. Y4eT, Iepelada MOCTYNUBUIMX KOH(QUICHIHMAIBHBIX JOKYMEHTOB Ha
paccMoTpeHue u ucnosnHenue. Mcnonnenne u 00paboTka MoAroTOBICHHBIX KOH(PHICHIIMATbHBIX
nokyMeHTOB. CocTaBlieHME, W3TOTOBJIIEHHE U W3JaHHE KOH(PUACHLIUAIBHOIO JIOKYMEHTA.
[Topsimox paboOTHl MCHOMHUTENEH C KOH(PHUACHIMAIBHBIMH JIOKYMEHTAaMH W MaTepualaMu.
Cragust 00pabOTKM M3/IaHHBIX TOKYMEHTOB. [IpoBepka Hanuuus JOKYMEHTOB, €7 U HOCUTEJeH
uHpopmanuu. OopMHUpPOBaHUE U XpaHEHHUE JEJ, YHUUTOKEHHE JTOKYMEHTOB, JIeJl U HOCUTEIeH
uHpopmanuu. OcoOEHHOCTH COCTaBJIEHHS M BEACHUS HOMEHKIATyphl nen. dopmupoBaHue u
odopmieHue e, MOAroTOBKA el K Iiepeiadye B apXuB.

[Tonstue apxuBa u ucTOpus (GopMUpOBaHUA [ OCYyTapCTBEHHON apXWUBHON CITYKOBI
Poccuiickoit @eneparun. I'ocynapctBenHas yacte ApxuBHoro ¢onna Poccuiickoit @eneparum.
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ApxuBHbli  ponn Poccuiickoit ®@enepanuu, apXWBHbIM (OHJ OpraHu3alH, AapXuB
KomMMmepueckoil ¢upmMbl. OpopmiieHHe nen AJUTEIbHBIX CPOKOB XpaHeHus. CocTaB y4eTHBIX
JIOKyMEHTOB apxuBa. O0opyioBaHue apXxUBOXpaHuauil. Vcrosnbp30Banrne JOKYMEHTOB apXHBa.

Tema 5. YnpaBieHueckue CTPYKTYpbl TypH3Ma. Y4peauTeJbHble NOKYMEHTHI
TYPUCTCKHMX MNPeINPUATHIA PA3JIUYHBIX OPraHU3AUMOHHO-NIPABOBLIX (opM. OcobeHHOCTH
JAeJIONPOU3BOACTBA NpeANPHUATHI M yupe:kaeHui tTypu3ma. Cneuupuka NMOATOTOBKHM U
3aKJII0OYeHHS] KOHTPAKTOB, J0rOBOPOB M COIJIAIIEHWH B TYPHCTCKOW /eATEJHLHOCTH U
HHYCTPHHU FOCTENPHUMCTBA.

VYupeautensHblii 10roBop oOLIECTBA C OrpPaHUYEHHOW OTBETCTBEHHOCTHIO. YCTaB
o0ImiecTBa ¢ OrpaHMYCHHON OTBETCTBEHHOCTHIO. YCTaB 3aKPHITOrO aKIMOHEPHOTO OOIIECTBA.
YcTaB  OTKpBITOrOo akiuoHepHoro obmiectBa. [Iporokon HamepeHuil (mpeaBapureabHOE
COIJIAIIEHUE) O CO3JIaHUM U JIEATENbHOCTH 3aKpHITOTO aKIMOHEpHOro obmiectBa. [IpumepHbIit
JIOTOBOP MPOCTOr0 ToBapuiecTBa. [IpuMepHsbIil yupeauTeabHbId JOTOBOP O CO3/IaHUU TOJIHOTO
(KOMMaHJIUTHOTO) TOBAapHUIIECTBA. YCTaB HEKOMMEPUYECKOW OpraHus3anuu (accolualuin).
YupeauTenbHBI JOTOBOP O CO3/JaHUMU accouuanuu. [IpuMepHbBIi J0roBOp O CO3JaHUU
accormanuu. [IpumepHbIi ycTaB acconuranu (KOHIIEPHA).

[IpaBoBoe perynupoBaHue O005S3aTEIbCTBEHHBIX OTHOIIEHWH B Typusme. OOriue
MOJIO)KEHUSI ~ JOTOBOPHBIX  B3auMooTHoweHui. KoHTpakT (goroBop) Ha  TypuUCTCKOE
nyremiectBie. OCHOBHBIEC MpaBUjla COCTaBJICHUsI KOHTpakTa (Horoopa). CTpyKTypa KOHTpakKTa
(moroopa). Ilopsimok Bo3MelleHUS YOBITKOB IIO HEUCIIOJIHEHHOMY KOHTPAKTY (J0roBOpYy).
Creunduka MEXIyHAPOTHOTO TYPUCTCKOTO KOHTPAKTHOTO TIPaBa.

Tema 6. JlokyMeHTHI U (pOpMYJISAPHI 0 OPraHU3ANNH TYPUCTCKOI0 IMyTelIeCTBUA.
HanpagJ/ieHus1 cOBepILIEHCTBOBAHMSA /1€JONPOU3BOACTBA B YCIOBUAX NPHUMEHEHUS HOBBIX
HHG(pOPMALMOHHBIX TEXHOJIOT Ui

MexyHapOoIHbII TYpPUCTCKMI Baydep W MOpAIOK padoThl ¢ HUM. KoHTpakT o
COTpyAHHUYECTBE B 001acTh TypusMa. /IoroBop o COTpyAHHYECTBE B 00IACTH MEXIYHAPOIHOIO
Typusma. JloroBop Ha mNpUOOpETEHHM TYPUCTCKOM myTeBKU. JloroBop Ha TypucTCKOe
oOciy)xuBanue. JloroBop Mexay TYpHUCTKOH (pUPMON M TypHUCTOM. ATEHTCKOE COTJIalIeHHUE.
JoroBop mnepeBo3ku mnaccaxkupa. [loroBop Ha mOCpeAHUYECKHE YCIYTd. 3asBICHHE Ha
OpraHu3ali0 TYPUCTKOM Moe3nKku. 3asBKa Ha TYpPHUCTCKOE OOCIyXHBaHME. 3asBKa Ha Typ.
3asiBKa Ha OPOHUPOBAHME TYPUCTCKHUX ycayr. AHKeTa TypucTta. Jluct OponupoBanus. [lyreBka-
Bay4yep. Bayuyep.

BrenpeHrne HOBBIX NPOEKTHBIX PELICHWH, HAIPABICHHBIX Ha COBEPIICHCTBOBAHUE
YIPaBICHYECKON JEATENBHOCTH B COLMAIBHO-KYJIBTYpPHOM cepBuce M TypusMe. Co3naHue
HOBBIX MH(GOPMAIMOHHBIX TeXHOJOrMi. KoMIuleKCHOCTP  aBTOMaTtu3aluu  paboThl €
NOKyMeHTaMH. M3meHenue ¢yHKuMid U cTpykTypbl cinyx0 JIOY B couuaibHO-KYIbTYPHOM
CepBUCE UM TypuU3Me, €€ OpPraHu3alMOHHO-IPABOBOrO  IOJOXKEHMS.  YTOPSAAOYEHHE
OpraHU3aIMOHHBIX (POPM U METOJIOB pabOTHI C JOKYMEHTAMH.

5.1. Ilnanbl CEMMHAPCKHUX, IPAKTHYECKHUX, 1200PATOPHbIX 3aAHATHH

CEMMHAP 1. TEMA 1. Ilpeamer, coaepxanue, 3agaun Kypca. UCTOYHUKH M
Jureparypa. Pojib JOKyMeHTallHOHHOIO o0ecneYeHNsl B COBEPIICHCTBOBAHNHU YIIPaBJICHUSI
NpeanpuATHAME U yupexaeHuamu. HopmaTuBHo-MeToanyeckas 6a3a 1eJ0NpPOM3BOACTBA

Lenb: M3y4yuTh HOPMATUBHO-METOIMUECKYIO 0a3y JIE€IONpPOU3BOJICTBA

Bonpocs! 1uist 06cyxienus:



1. 3akoHonarenbHble akThl Poccuiickoit @enepamuu B chepe uHGopManu U
JOKYMEHTal1H.
2. Yka3sl u pacniopspkenus [Ipesunenra PO, nocranosnenus [IpaBurenscta PO

CEMHMHAP 2. TEMA 2. OcHoOBHble NOHATHS M  TEPMUHOJIOTHSA
AOKYMEHTAIIMOHHOT0 ofecneyenusi ynpasienusi. [IpaBuina odopmiieHuss 10KyMeHTOB B
yupexaeHusix Typusma. Cucrembl 1okyMeHTanuu. CoBepiieHCTBOBAHUSA COCTaBa U (opm
JAOKYMEHTOB OpPraHM3allii TypHu3Ma. SI3bIK [JOKyMeHTa B Y4YpekJAeHHAX Typu3Ma H
rOCTHHHYHOM CEepBHCe.

Iesb: U3y4UTh CUCTEMBI IOKYMEHTALUU

Bomnpocs! 1uist 06cyxaeHus:

1. Co3nanue ciayx0bl 1e10NPOU3BOJICTBA

2. Benenue nenonpou3BOACTBa B OpraHU3aIMH

3. OcHoBHbIe TpeboBaHUs K 0DOPMIICHHUIO IOKYMEHTOB

4. Oco0OeHHOCTH NOJATOTOBKU U OPOPMIIEHUS OTJIEJIbHBIX BUJIOB JIOKYMEHTOB

CEMUHAP 3. TEMA 3. Ilopsiiok JaBHKeHMSI JOKYMEHTOB B OpPraHU3aluu
Typusma. Opranu3zauus HH(POPMAIHOHHO-TIOUCKOBBLIX CHUCTEM M KOHTPOJISI MCIOJHEHUs!
JOKYMEHTOB.
Henb: wu3yunth opranuzanus HHOOPMALMOHHO-IOUCKOBBIX CHUCTEM U KOHTPOJS
UCTIOJTHEHUS IOKyMEHTOB
Bonpocsr 1uist 06cyxienus:
1. Cnenuduka AETONMPOU3BOACTBA B TYPHUCTCKOW IEATCIHHOCTH W TOCTHHHYHOM
CepBHCe.

2. Opraau3anus JOKyMeHTO000pOoTa.

3. Ilpuem, ob6paGoTka W pacnpefeleHHe BXOASIIUX, HCXOIAIIMX U BHYTPEHHHX
JTOKYMEHTOB.

4. Peructpanus JOKyMEHTOB, KOHTpPOJIb MCIIOJHEHHMS M OpraHu3alus MOUCKOBOU
CHCTEMBI IO JOKYMEHTaM

CEMHUHAP 4. TEMA 4. Cucremarusanusa H olOeclieyeHHe COXPAHHOCTH
AOKyMeHTHOHi HHpopMauuu. 3amura U 00padoTka KOH(PUAEHIHAIBHBIX JAOKYMEHTOB.
ApXHMBHOE XpaHeHHe JOKYMEHTOB U JieJl

Henb: wu3yunth cucTeMaruszanuss M 00eCHedYeHHe COXPAaHHOCTU JIOKYMEHTHOM
uHpOpMaLuu

Bonpocs! 1uist 06cyxieHus:

1. Omnpenenenune GoHIO0BON NPUHAIEKHOCTH JJOKYMEHTOB .

2. OmnpeneneHue NPUHAIISKHOCTH JOKYMEHTOB K KOHKPETHOMY apXUBHOMY (OHY.

3. ApXUBHBIE JOKyMEHTHI OPTaHU3AIHH.

4. XpoHoJornyeckue rpaHuilbl apxXuBHOTO (hoHAA.

CEMHUAHAP 5. TEMA 5. VYiopaBiieHYecKHe CTPYKTYPbl  Typu3Ma.
YupeaurejabHble JOKYMEHTBI TYPHUCTCKHX MpPeINPUATHH Pa3IUuYHBLIX OPraHU3alHOHHO-
npaBoBbIX (popM. OCOOEHHOCTH AeT0NPOU3BOACTBA MPEANPUATHH U YUPE:KICHUHN Typu3Ma.
Cnennduka nmoaroroBKM M 3aKJIIOYEHHS] KOHTPAKTOB, [0rOBOPOB M COIVIAIICHWH B
TYPHUCTCKOH AeSITEJIbHOCTH M HHAYCTPUHU FOCTENIPUUMCTBA.

[enp: M3y4uTh YYpPEAUTENBHBIE JAOKYMEHTBI TYPUCTCKUX MPEANPUATHA pPa3IUYHBIX
OpraHU3aI[MIOHHO-TIPABOBBIX (HOpM

Bomnpocs! 1u1st 00cyxaeHus:

1. VupenaurenbHble  JOKYMEHTBI NpPH  CO3JAaHUU  NPEANPHUATHH  Pa3IUYHBIX
OpraHU3aIMOHHO-TIPABOBBIX (POPM.
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2. YupenauTenbHble  JTOKYMEHTBl TYPHCTCKUX  MNPEANPHIATHR W NPEIIpUATHHA
TOCTUHUYHOI'O CEPBHCA.

CEMUHAP 6. TEMA 6. J[lokymeHTbl u (OopMyJsipbl 1O OPraHuU3amuM
TYpPUCTCKOro myremecTBus. HampasieHusi coBepHIeHCTBOBAHHUSI /1eJIONPOM3BO/CTBA B
YCJIOBHAIX IPUMEHEHHUS HOBbIX HH(OPMAIMOHHBIX TEXHOJIOT Ml

Lenb: U3y4UTh TOKYMEHTH U (POPMYIISIPHI 110 OPTaHU3ALUN TYPUCTCKOTO MYTEIIECCTBHSA
Bonpocsr 11t 06cyxaenus:

1. HorapuanpHo 3aBepeHHasi JOBEPEHHOCTh Ha JI€TEH.

2. Jluct 6poHUpPOBAHMS.

3. OOs3aTenbHBIE JIOKYMEHTBI, PErIaMEHTHPYIOLINE B3aWMOOTHOIICHHE TYypHCTa U
OpraHu3aTopa ImyTeleCTBUS.

6. HEPEYEHD YYEBHO-METOANYECKOI'O OBECIIEYEHUSA JJI
CAMOCTOSITEJIBHOM PABOTHI OBYUYAIOIIUXCS O JUCHUILUIMHE (MOYJIIO).

OaHMM U3 OCHOBHBIX BHJIOB JESTEIBHOCTH CTYAEHTA SBISIETCS CaMOCTOSITENbHAs
pabota, KoTOpasi BKJIIOYaeT B ce0sl U3ydeHUE JIGKIIMOHHOTO MaTepuana, y4eOHUKOB U y4eOHBIX
1ocoOuii, MepBOMCTOYHUKOB, MOATOTOBKY COOOILEHUHN, BBICTYIUIEHUSI HA TPYINIOBBIX 3aHATHSIX,
BBINOJIHEHHE 3aJ]aHUil TpenojaBarens. MeToiuka caMOCTOSATEIbHON paboThl MpeABAPUTEIBHO
pa3bsACHSETCS IpernojaBaTeieM U B IOCIHEAYIOLIEM MOXKET YTOYHATHCS C  YYETOM
UH/IMBUYAJIbHBIX OCOOCHHOCTEH CTYIEHTOB. BpeMs M MecTo caMOCTOATENbHOH paboThI
BBIOUPAIOTCS CTYAEHTAMM 10 CBOEMY YCMOTPEHHUIO C y4ETOM PEKOMEHJalui IpernoaaBaTers.
CamocrosTenbHyl0 paboTy HaJl IUCHMIIMHON ClleAyeT HauuHaTh C HM3Y4YEeHUs IMPOrpaMMBbl,
KOTOpasi COJEPKUT OCHOBHBbIE TPeOOBAHMS K 3HAHMSIM, YMEHMSIM U HaBbIKaM OO0y4YaeMbIX.
OO0s3aTenbHO  ClleAyeT BCIIOMHUTh PEKOMEHJAIMM  IIperojaBaTens, JaHHblE B  XOJe
YCTAaHOBOYHBIX 3aHATHH. 3aTeéM — MPUCTYNaTh K H3YYEHHUIO OTAEIbHBIX pPa3lesioB U TeM B
Hopsi/IKe, PEeTyCMOTPEHHOM nporpaMmoii. [Tomyuns npeacraBienne 06 OCHOBHOM COJIEpKaHUU
paszena, TeMbl, HEOOXOJUMO H3YYHUTh MaTepual Cc MNoMoulplo ydeOHuka. llenecooOpas3Ho
COCTaBUTh KPATKUH KOHCHEKT WM CXEMY, OTOOPaKAIOLIYIO0 CMBICI U CBSI3U OCHOBHBIX MOHATUH
JAHHOTO pa3fiesia U BKIIOYEHHBIX B HETO TEM. 3aTeM, KaK IOKa3bIBA€T OIIBIT, MTOJIE3HO U3YUUTh
BBIIEP’)KKH U3 TIEPBOMCTOYHMKOB. [IpyM ’kemaHMM MOYKHO COCTaBUTh HMX KpPATKUH KOHCIEKT.
OO0s13aTeNnbHO CeAyeT 3alKChiBaTh BO3HUKILIKE BOIPOCHI, HA KOTOPbIE HE YJAJIOCh OTBETHUTH
CaMOCTOSITENIBHO.

Jlia Oonee TOMHOW peanu3alUy LEIW, TOCTaBICHHOM TMpU H3YYEHHH TEM
CaMOCTOSITENIHO, CTYJEHTaM HEOOXOJUMBI CBelE€HUS 00 OCOOEHHOCTSX OpraHu3aluu
CaMOCTOSITENIbHOM pabOThl; TPEOOBAHUAM, IPEABIBISIEMBIM K HEl; a TaK)Ke€ BO3MOXKHBIM (popMam
U COJEpXKaHWIO KOHTPOJS W  KauyecTBa  BBINOJHSAEMOH  CaMOCTOSATENBbHOM  PabOTHI
CamocrosTenbHas paboTa CTyIeHTa B paMKax JIEHCTBYIOIIEro y4eOHOro MIaHa Mo peaan3yeMbIM
o0pa3oBaTeNbHbIM IIpOrpaMMaM pa3iIMYHbIX (OopM OOyueHHUs MPEANOoIaraeT CaMOCTOSTEIbHYIO
paboTy mO JaHHOW Yy4eOHOH [UCHUIUIMHE, BKIIOYEHHOW B YyueOHBIM T1uiaH. OO0beM
CaMOCTOSITENIbHOM paboThl (B 4acax) MO paccMaTpuBaeMoil y4eOHON AMCUMILIMHE OIpeaeseH
y4eOHBIM IIIITAHOM.

B xoxe camocTosiTenbHOM pabOThI CTYIEHT JOJIKEH:

- OCBOUTbH TEOPETHYECKUHM MaTepHall M0 MU3y4aeMO AMCLHUILIIMHE (OTAEIbHBIE TEMBI,
OTJIEIbHBIE BOTIPOCHI TEM, OT/I€JIbHbIE IOJIOKEHUS U T. 11.);

- IPUMEHUTD MTOTYYECHHBIE 3HAHUS Y HaBBIKU IS BBITIOJHEHUS PAKTUYECKUX 3alaHUM.

CTyneHT, NpUCTYNAOIMUNA K HM3YyYEHUIO JaHHOW y4eOHOW ITUCIUIUIMHBI, IOJIy4aeT
uHpopmanuio 000 Bcex (QOpMax CaMOCTOATEIbHOM paboThl MO KypCy € BbIIEICHUEM
00s3aTeNbHOM CaMOCTOSITEIbHON padOThl U KOHTPOJIUPYEMOI CaMOCTOATEIbHOW padOThI, B TOM
quciae Mo BbIOOpY. 3agaHusl [UIs CaMOCTOSATENBbHOM paboThl CTyAEHTa IOJKHBI OBITH YETKO
c(OpMyYIHPOBAHBI, pa3rpaHUUYEHbl 110 TEMaM M3y4aeMOW IUCLHMIUIMHBI, U UX 00BEM JOJKEH
OBITH ONpEICTICH YacaMu, OTBEICHHBIMU B YU€OHOH MporpaMmme.
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CamocrodTenbHas paboTa CTyI€HTOB JO0JKHA BKIIIOYATh:

- IOJTOTOBKY K ayTUTOPHBIM 3aHATUAM (JIEKIHSIM, 1a00PaTOPHO-TIPAKTUIECKUM);

- mouck (moa0o0p) U U3ydeHHE JUTEPATYPHl U JIEKTPOHHBIX UCTOUHUKOB WH(MOpMAINU
10 MHUBHIYaJIFHO 3a/IaHHOM Ipo0ieme Kypca;

- CaMOCTOATENIbHYI0O pabOTy Haa OTIACIBbHBIMA TEMaMH Y4eOHOH IUCHMIUIMHBI B
COOTBETCTBUH C TEMAaTUYECKUM IIJIAHOM;

- ZIOMalllHee 3aJaHue, MpelyCMaTpUBAIOIee 3aBEPLICHUE MPAKTUUYECKUX ayJUTOPHBIX

pabor;
- IOATOTOBKY K 3a4YETy WM dK3aMEHY;
- pa60Ty B CTYACHUYCCKHUX HAYYHBIX O6I_HCCTB3X, KpyXKax, CECMHUHapax U T.A.;
- y4acTue B HAyYHOU U HAyYHO-METOINYecKoi pabote kadeapsl, pakynbTera;
- yJacTHE B HAyYHBIX U HAYYHO-TIPAKTHYECKUX KOHPEPECHITUAX, CCMHUHAPAX.
6.1. 3ananus 1Jis1 NOBTOPEHUs U YIi1y0JieHusi npuodperaeMbIX 3HAHUI
®dopmupyemast Kon 3ananue
KOMIIeTeHIUsI pe3yJibTaTa
00yueHust
YK-2 YK-2-31 1. Ha3BaTh HOPMAaTHBHO — MPaBOBBIE aKThl B chepe TYpPUCTCKOTO
CnocobeH onpenensiTh OusHeca.
KpYT 3a7a4 B paMKax 2. Ha3BaTh HOPMAaTMBHO — IIPaBOBbIE aKThl B TOCTHHHYHON
[IOCTABJICHHOW LIEIU U UHIYCTPUH.
BBIOUpATh ONTHMAIIbHBIC 3. Ha3paTb HOpPMATHBHO — IIPaBOBBIC aKThl B PECTOPAHHOM
CHOCOOBI UX pEIICHHS, OmsHece.
HUCXOIs U3 VK-2 -32 1. Paccka3zate JIOKYMEHTALUIO o o0ecIeYeHno u
JEHCTBYIOIINX MOATBEPIKACHUIO KAUueCTBa YCIYT TYPUCTCKOTO MPEANPHUSITHSL.
NPaBOBBIX HOPM, 2. Paccka3aTth  JOKyMEHTAlHUIO no o0ecIIeUeHHIO u
UMEIOLHXCS PECYPCOB U TOATBEPKACHUIO KaueCTBa YCIIyT TOCTHHUYHOTO TPEAIIPUSITHSL.
OrpaHUYEHHH; 3. Pacckasath  JOKyMEHTamMIO 10  OOCCIICUCHHIO U
TMOATBEPKACHNUIO KaUCCTBA YCJIYT NIPCANPUATUA TTUTAHUSA.
MK-3 MK-3-31 1. Oxapakrepu3oBaTh pa3pabOTKy IOKHOCTHOW HHCTPYKIIUH
Crocoben MEHEeDKepa TYPHUCTCKOTO MPEIIPUATHS.
UCIIONIB30BaTh 2. OxapakTepu3oBaTh pPa3pabOTKy [ODKHOCTHOW WHCTPYKIMU
HOPMAaTHUBHYIO MCHECKEpA TOCTUHUYHOTO TPEATNIPUATHA.
JOKYMEHTALHIO 10 3. OxapakTepu30oBaTh pa3pabOTKy IOJKHOCTHOH HWHCTPYKIIUH
KauecTBY MIPOLECCOB MeHe/Kepa NpeNpPUsITHS TUTaHUsL.
OKa3aHHs yCIIYT B IK-3-32 1. OxapaxTepu3oBaTh pPa3paboOTKy IOroBopa 00 OpraHM3alUu

n30paHHOI chepe
npodeccroHaNbHOM
JIeSTeIIHOCTH,
CTaH/APTU3AINHU 1
cepruduxanym
WHyCTPUH
TOCTENPUHMCTBA

NIEPEBO30K TYPHUCTOB.
2. IlepeuucnauTb JOKYMEHTbI COOTBETCTBYIOUIMX YpPOBHEH
(MexXmyHapomHBIle — aKThL,  ()efepalbHBIC  3aKOHBI,  yKasbl
IIpesunenra, mnocraHoBneHust IIpaBUTENbCTBA, JOKYMEHTHI
(denepabHBIX areHTCTB MO TYPH3MY H TIO0 TEXHHYECKOMY
peryJIUpOBaHHUIO W METPOJIOTUH, HOPMATHUBHBIE JOKYMEHTHI,
JIOKYMEHTBI PETHOHAIBHBIX U MECTHBIX OPTaHOB BJIACTH)

3. IlepeuncauTs  ypOBHM  yIpaBjeHUSS B TypHU3MeE
(MeXTyHapOIHBIN, HAITMOHATBLHBIN, pETHOHATILHBINA, MECTHBIN)

6.2. 3aganus, HanpaBJieHHbIE HA (POPMHUPOBaAHHUE NPOPECCHOHATBHBIX YMEHUI

dopmupyemasn Kon 3aganue
KOMIIETEeHI U pe3yabrara
o0ydeHus
YK-2 YK-2-V1 1.IToArOTOBUTh TAaKEeT MPABOBBIX W BHYTPEHHHUX TEXHHUYECKHX,

Crioco0eH omnpenensaTh
KPYT 33124 B paMKax
MOCTaBJICHHOM LIeU 1
BBIOUpATh ONTHMAITbHBIC
CHOCOOBI UX peICHHUS,

HOPMATUBHBIX JTOKYMECHTOB, O6eCH€‘II/IBa}0LU;I/IX JACATCIBPHOCTh
TYPHUCTCKOTO IPEATIPUATHUA.

Z.HOHFOTOBI/ITL MaKeT IMPaBOBBIX W BHYTPCHHUX TCXHUYCCKUX,
HOPMATUBHBIX JOKYMCHTOB, O6€CH€‘{I/IBaIOHII/IX JACATCIBHOCTD
TOCTUHUYHOI'O MPCATTPUATHUS.

12



HCXOs U3
JIEACTBYIOIINX
MIPaBOBBIX HOPM,

3.HOILFOTOBI/ITL MaKeT IMPaBOBBIX W BHYTPCHHUX TCEXHUYCCKUX,
HOPMATUBHBIX JTOKYMCHTOB, 06GCHC‘-II/IBaIOHII/IX JACATCIBbHOCTDH
NpEANPUATHSA TTUTAHUS.

AMermuxcs pecypcob u | YK-2 - V2 1. I[ToaTrOTOBUTH MaKeT JOKYMEHTAINH MO 00ECTICUCHHUIO KadyecTBa

OTpaHWICHUH; YCIIYT MPEATIPUSATHS.
2. Nate Ilonsatue knaccudukanmm JokymMeHToB. Kimaccnpukarms
JOKYMEHTOB II0 CIocO0y TOKYMEHTHPOBAHHA, IO cdepe
UCTIONB30BaHMSA, TI0 MECTY COCTAaBICHHUS, 1O TPU(y OrpaHHUCHUS
nocryna (rpudbl  TOKYMEHTOB), [0 IPOUCXOXICHHUIO, IO
IOPUIMYECKOW 3HAYMMOCTH, 1O (OpPME H3JI0KEHHS, 10 CPOKaM
XpaHeHHUSI.
3.0ueHnuTh 3HauYeHHE IOKyMeHTa B Typusme. Mecro /10Y B
JeaTeIbHOCTH MeHe pkepoB. 3HaueHue JIOY B dopmupoBanun
COBPEMEHHOI0 CIELHAINCTA.

K-3 MK-3-VY1 1llepeuncauts OCHOBHBIE TPYIIIBI OpraHu3aluOHHO-

Crocoben pacopaaIuTeIbHBIX JOKYMEHTOB.

HCTIONIb30BATh 2.Ha3Batp (bopmysip-obpasen OpTaHHU3aIIOHHO-

HOPMAaTHBHYIO PAacIopsIIUTENFHOTO JOKYMEHTA.

JOKYMEHTAIHIO 1O 3. OxapaxTepnu30BaTh OCHOBHBIC BHIBI YCTaBOB

Ka4eCcTBY IPOLIECCOB [K-3-VY2 1.HasBaTp mpaBuiIa COCTaBICHUS.

OKa3aHusl yCIyT B
n3bpanHoi chepe
npogeCCUOHATBHOM
JIEATEILHOCTH,
CTaHJAPTHU3AIUHT U
cepTU(HUKAIINH
HHyCTPUH
TOCTEPUUMCTBA

2.J1aTh NOHATHE KOHTpaKTa. TpeOoBaHNUS K KOHTPAKTY.

3.Ilepeuncautes OCHOBHBIE BHABI TOJIOKEHHM U TpaBHia
cocraBieHuss. OCHOBHBIE BHABI HHCTPYKIMH U  IpaBuia
COCTaBJICHUS.

6.3. 3aganus, HanpaBJIeHHbIC HA (P OPMHUPOBaHNe NPO(PECCHOHAIBHBIX HABBIKOB

®dopmupyemast Kon 3ananue
KOMIIeTeHIUsI pe3yJibTaTa
00yueHust
VEK-2 YK-2 - Bl 1. V3yunth 00sA3aTENBHBIA COCTaB PEKBU3UTOB NPU PETHCTPALIUN
JIOKyMEHTOB.
CnocobeH onpenensiTh
2. IlepeunciiuTb OCHOBHBIE MPABHJIa HHIEKCAUHI JOKYMEHTOB.
KPYT 33/1a4 B paMKax
s 3.0neHUTh  NPEUMYIIECTBA  ABTOMATH3MPOBAHHBIX  CHUCTEM
MIOCTaBJIEHHOH LIeNU 1
perucTpali JOKYMEHTOB B CPaBHEHHH C TPAJUIHOHHBIMU
BBIOMPATh ONTUMaJIbHbIC
CHOCOOBI UX PEIICHU METOAAML
HCXOIST 13 ’ YK-2-B2 1. JlaTb onpeseneHne HOMEHKIIATYPHhI Jell.
. 2. IIpoananmsmpoBaTe  IPHUMEHEHHE  pA3IMYHBIX  BHIOB
JICHCTBYIOIINX
HOMEHKJIATyp Jell.
MIPaBOBBIX HOPM,
3.M3yunth TpeOoBaHUS K (OPMYJIHPOBKE 3aroJIOBKOB Jiell B
HMEIOIINXCST PECYPCOB H
. HOMeHKJatype. TpeOoBaHUS K CHCTEMaTH3aILH 3ar0JIOBKOB JIeJT B
OTpaHUYEHUH;
HOMEHKJIAaType.
MK-3 [IK-3 - Bl 1. Tlepeuncnuth mepedeHb JIOKYMEHTOB C YKa3aHHEM CPOKOB
Cnocoben XpaHEeHHUs1 — HA3HAUEHHE U HCII0JIb30BaHUE B JIEIIOIPOU3BO/ICTBE.
UCTIONBb30BaTh 2.Ha3Batp ¢yaxunu sxcrieptHoi komuccun (OK) opranuzannu.
HOPMaTHBHYIO 3. M3yuuts TpeGoBaHMS K OQOPMIIEHHIO JIeN IIPH NOATOTOBKE MX
JIOKYMEHTALHUIO 110 K c/laue B apXMB
Ka4ecTBY IIPOIIECCOB [K-3 - B2 1. IlpoaHanu3npoBaTh WHCTPYKLIWIO IO JAEIONPOU3BOJCTBY, €e

OKa3aHus ycCJIyr B
n30paHHOH cdepe
npodeccnoHaTbHOMI
JIESITEIbHOCTH,
CTaHIApTH3AIMHA U
cepTU(UKAIIIH
WUHIYCTPUH
TOCTCTIPUIMCTBA

Ha3HaYEHHE, TOPSIIOK pa3pabOTKN U YTBEPIKICHHS.

2. TlpoaHanu3upoBaTh OJTambl HPOXOXKICHUS M HCIIOIHEHUS
HUCXOJAIIMX U BHYTPEHHUX JOKYMEHTOB.

3. Ha3BaTp mpaBuia mepeaayyl JOKyMEHTOB BHYTPH YIPEKICHHS.
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CJIOBAPb OCHOBHBIX IIOHATHMN

ABTOP A0KYMEHTa — (QHU3HUYECKOE WU IOPUANIECKOE JIUIIO, CAeaBIIee JOKYMEHT.

AKT — JOKYMEHT, COCTABJICHHBbI HECKOJIbKUMHU JIMLAMHU W TOATBEPKIAIOIINNA YCTaHOBJIEHHBIE
(haKTBI WU COOBITHSL.

AKuenTt — corjiacie Ha MNpeQJIOKEHUE BCTYNHUTh B CHEJIKY, 3aKIOYUTH JOTOBOP HAa YCIOBUSX,
YKa3aHHBIX B MTPEAJIOKECHUH.

AHKeTa — JOKYMEHT, NPEICTaBIAIOMUNA cO00M TpadapeTHbId TEKCT, COAEp KAl BOMPOCH 110
OIpeesIeHHON TEME U MECTO AJIsl OTBETOB (MJIM OTBETHI) HA HUX.

AHHOTaIUS — KPaTKOE U3JI0KEHUE MIEPBOMCTOUHHKA.

ApXHUB — OpraHu3anys Wiu ee CTpyKTYpHOE NOJpa3AesIeHUe, OCYILECTBIISIIOIIEE IPUEM U XPAIIEHNE
APXUBHBIX JOKYMEHTOB C LIEJIBIO UCIIOJIb30BaHUS.

ApXMBHasi BBINHCKAa — KOMHWS YacCTH TEKCTa AapXWBHOTO JOKyMeHTa, OQOpMIICHHAs B
YCTaHOBJICHHOM TIOPSIJIKE
ApXUBHasi KOJUIEKIHSI — COBOKYITHOCTh JOKYMEHTOB, 0Opa3oBaBIIasiCsi B JACSITEILHOCTH

pa3nn4HbIX poHA000pazoBaTeei 1 00beAMHEHHBIX 110 OJJHOMY WJIM HECKOJIBKUM IPU3HAKaM.
ApxuBHasi Konusi — OQULIHAIBHBIA JOKYMEHT apX1Ba, BOCIPOU3BOAIINI TEKCT UIM U300paskeHHe
ApPXUBHOTI'O JOKYMEHTA C YKa3aHHEM CTO ITOMCKOBBIX JaHHbIX.

ApXHMBHasi ONHMCb — AapXUBHBIA CIPABOYHUK, COAEPKAIUUN CHCTEMAaTU3UPOBAHHBIA IIEPEUCHb
€IMHML XPaHEHUS! apXUBHOrO ()OHMA, KOJUIEKIIMU U MpeJHa3HAYEeHHbIH U UX ydeTa M PacKpbITUSA
UX COJEp KAHUS.

ApXHBHasl cripaBKa — O(UIMAIBHBIN JTOKYMEHT, UMEIOLUIUN I0PUANYECKYI0 CHIIy U COAEpKalui
apXMBHYIO MH(GOPMALHIO O IPEAMETE 3apoca, C yKa3aHUEeM MOUCKOBBIX JJAHHBIX JOKYMEHTOB.
ApXHBHOE [IeJI0 — OTpacib JEATeIbHOCTH, OOEeCIeYMBaIOIasl OpPraHU3aLUI0 XpaHEHUs U
UCIIOJIb30BAaHUS APXUBHBIX JOKYMEHTOB.

ApXHUBHBIA JOKYMEHT — JIOKYMEHT, COXpaHIEMbId WM IOJUICKALIMM COXPAaHEHUIO B CHILy €ro
3HAYUMOCTH JUIsI OOIIECTBA MU PABHO UMEIOIINN [IEHHOCTh JUIsl COOCTBEHHUKA.

ApPXMBHBIi KAaTaJd0r — apXUBHBI CIPABOYHUK, B KOTOPOM HH(popMmanus 00 apXUBHBIX
JIOKyMEHTaX PacroIO’KeHa B COOTBETCTBUH C BHIOPAHHOM CXeMOH KilacCU(pUKAIIH.
ApPXMBHBI CIPABOYHHMK — CIPAaBOYHUK, IPEJHA3HAYEHHBIM U1 MOMCKa HHpopMauuu 00

apxXUBHBIX (POHIAX ¥ (MJIN) apXUBHBIX JOKYMEHTaX.
ApXuBHBIH (POHA — COBOKYIHOCTb ApXUBHBIX JOKYMEHTOB, MCTOPUYECKH U (WJIM) JIOTUYECKH
CBSI3aHHBIX MEXY COOOH.

ApXMBHBIH (OHI JIMYHOIO TNPOMCXOKIECHUSI — APXUBHBIM (OHA, COCTOSIIMH W3 ApXHUBHBIX
JIOKYMEHTOB, 00Pa30BaBIINXCS B )KU3HU U JEATEIHOCTH (PU3NYECKOTO JIMIA, CEMBH, POJIA.
ApxuBHblii Qo Poccmiickoii @egepanyum — COBOKYNHOCTh JOKYMEHTOB, HWMEOIIHNX

UCTOPUYECKOE, HAYYHOE, COLMAIBHOE, SJKOHOMHUYECKOE, MOJIUTUYECKOE WM KYJIbTYPHOE 3HAUEHHE,
OTPaKAIOIIUX MAaTEPUAIBHYIO U JYXOBHYIO JKU3Hb HApPOJOB CTPaHbI U SBISIOIUXCA HEOTHEMIIEMOM
4aCThIO UCTOPUKO-KYJIBTYPHOIO Hacieaus Haponos Poccuiickoit denepanuu.

ApXHMBOXpAaHWJIMIIE — CIEUUAIBHO OOOpYJOBAHHOE IIOMELICHHE [UIl XPaHEHHUsS apXUBHBIX
JOKYMEHTOB.

ACIIeKT — TOYKa 3pEHMs, ¢ KOTOPOH IPOU3BOAMTCSA IOUCK JOKYMEHTa WM U3BICYCHHE U3 HEro
HEOOXOUMBIX CBEACHUI.

AyauoBH3YaJbHbIIl IOKYMEHT — JOKYMEHT, COJCpPXAlIi H300pa3uUTEeNbHYI0 U 3BYKOBYIO
UH(pOpMAIHIO.

BeJ10Boii JOKYMeHT — pYKONNCHBIA MM MAalIMHOIUCHBINA JOKYMEHT, TEKCT KOTOPOrO MEPENUCAH C
YEepHOBOT'O JJOKYMEHTA WJIM HalKcaH 0e3 MOMapoK U NCIPaBICHUH.

Baank — 0enblil IMCT ¢ YaCTUYHO HalleYaTaHHBIM TEKCTOM M MpoOesaMy, KOTOPBIE 3aMOIHSIOTCS
aKkTyaJbHOM nH(pOopMaLuel (HapuMep, aHKeTHbIHN b.).

Bbnrank jgokymeHTa — HaOOp PpEKBU3UTOB, HWIACHTHU(PHUUMPYIOLUX aBTOpa O(UIMATBHOIO
MUCHbMEHHOTO JOKYMEHTA.
BegomocTh — mnepedeHb KaKMX-JIMOO NAHHBIX (CBEJCHUM), PACIMOJIOKEHHBIX B OIpPEIEICHHOM

nopsiake (mnatexxnas B., obopotnas B. u 1.H.).

14



BepomcTBeHHOe XpaHeHHe APXMBHBIX JOKYMEHTOB — XpaHEHHE AapXUBHBIX JOKYMEHTOB B
BEJJOMCTBEHHBIX  apXHBaX, OCYILIECTBISIEMOE  TOCYJAapCTBEHHBIMH UM  MYHUIUNAIbHBIMH
OpraHu3alMsIMU B T€UEHUE NIEPHOAA, YCTAHOBIEHHOIO HOPMAaTUBHBIMU JJOKYMEHTaMH.
Buaeorpamma 10KyMeHTa — M300paXkeHUE JOKYMEHTA Ha 9KpaHe 3JIEKTPOHHO-ITY4€BOU TPyOKH.
Bua nHCbMEHHOI0 JOKYMEHTa — IIPUHAAJICKHOCTh IHMCHBMEHHOIO JIOKYMEHTa K CHUCTEME
JOKYMEHTAIMK HO IIPU3HAKaM COAEPKaHUs U 1I€JI€BOr0 Ha3HAYEHUsI.

Buza o¢uuUaIdbHOIO [JTOKYMEHTAa — pPEKBU3UT JOKYMEHTA, BBIPAXKAIOIIWNA COTJIACHE WU
HECOIJIacHe JOJKHOCTHOTO JIMLA C COIEP KAHUEM JTOKYMEHTA.

BHemHne NpPU3HAKH [OKYMEHTa — TPHU3HAKH, OTpaxaromue (opMy H pa3Mep IOKyMEHTa,
HOCHTEh HH(pOpMAIHH, CIIOCO0 3aITUCH, SJIEMEHTHI 0(OPMIICHHS.

BHyTpeHHwuii aapec nmucbMa — HAaMMEHOBAHUE U AJpPEC OPTaHU3AMU WIH GaMUINS U aJipec JUIa,
KOTOPOMY HAaIIpaBJICHO MUCHMO.

BHyTpeHHMii JOKyMeHT — OQUIMAIbHBIN JOKYMEHT, He BBIXOSIINM 3a MPeaesbl MOArOTOBUBIIEH
€ro OpraHU3aLHH.

BHyTpeHHsi1 ONHMCh JOKYMEHTOB JeJla — YYeTHBI JOKYMEHT, COJAepKalluil IepedyeHb
JOKYMEHTOB JieJla C YKa3aHHUEM HOpPSIKOBBIX HOMEPOB JOKYMEHTOB, UX HHJIEKCOB, Ha3BaHUM, JarT,
HOMEPOB JIUCTOB.

Bxoasiiuii JOKYMEHT - JOKYMEHT, TOCTYIUBIINKN B yUpPEKICHUE.

Bb100pouHbIii IpHEM JOKYMEHTOB Ha MOCTOSIHHOE XPaHeHHe — [IPUEM Ha ITOCTOSHHOE XPAHEHUE
OTJICIbHBIX BUJOB JOKYMEHTOB OpraHU3alyil MM BCEX LIEHHBIX JOKYMEHTOB psijia OpraHu3alui u3
YHClla OTHOPOIHBIX.

BbigesieHHe JOKYMEHTOB K YHHYTOKEHHIO BbISIBIIEHHE B IIpOlecCEe SKCHEPTH3bl HAayyHOH U
MPAaKTHYECKONM IEHHOCTH JOKYMEHTOB C HCTEKIIMMH CPOKaMU XpaleHus, YyTPaTUBIIUX
NPaKTUYECKOe, HAyYHOE MJIM OOIIECTBEHHOE 3HAaUEHUE, U OTOOP UX K YHUUTOKEHHIO.

BbInucka — KOMMs 4aCcTH TEKCTOBOTO JOKYMEHTA.

I'ocynapcTBeHHasi TaiiHa — 3alluIlaeMble TOCYIAapCTBOM CBEAEHHUS B OOJIACTH €ro BOEHHOM,
BHEIIHETIOJIMTUYECKOW,  DKOHOMHUYECKOW,  pa3BelbIBaTEeNIbHOM,  KOHTppa3BEIbIBATEIbHOM U
OIEePAaTUBHO-PO3BICKHON JICATEILHOCTH, PACIpPOCTPAHEHUE KOTOPBIX MOXKET HaHEeCTH Yyiiepo
6e3onacHocT Poccwuiickoit deneparym.

l'ocynapcTtBeHHOe XpaHeHMe apXHBHBIX [OKYMEHTOB -IIOCTOSSHHOE€ XpPaHEHUE apXHUBHBIX
JIOKYMEHTOB, OCYIIECTBIIIEMOE apXUBAMHU, PYKOIIMCHBIMU OT/€IaMH OMOJIMOTEK U My3€€EB.

I'papuk — TEKCTOBON JTOKYMEHT, OTpa)karolWii, KaK NpaBHJO, IUIAH pabOThl C TOYHBIMHU
MIOKa3aTeIsIMU HOPM U BPEMEHHM BBITTOJIHEHMS.

I'padgmueckuii 10KyMeHT — H300pa3UTENIBbHBIA JOKYMEHT, B KOTOPOM H300pakeHHE JTOKYMEHTa
HOJIY4€HO MOCPEICTBOM JIMHUM, IITPUXOB, CBETOTEHH.

I'pud — nomerka, ykasblBaromias Ha 0COObII XapakTep MM OCOOBIN CHOCOO MEPECHUIKH JIEI0BOH
KoppecnonaeHIuu ('cekpeTHo", "cpouHo", "He MOANIeKUT orameHuro", "'muaHo").

I'pud orpanmveHuss g0CTyma K [JOKYMEHTY — DPEKBU3UT OQHIMAIBHOTO JOKYMEHTa,
CBUJICTENILCTBYIOMIMKA 00 0coO0OM xapakTepe MH(OpMAIK, OTPaHUYUBAIOIINN KPYT MOJIb30BaTENeH
JIOKYMEHTA.

I'pu¢ cekpeTHOCTH — pPEKBU3UTHI, CBUAETEIbCTBYIONIME O CTENEHH CEKPETHOCTH CBEJEHUM,

COJIEPKALIMXCS B UX HOCUTENE, MPOCTABIsIEMble HA CaMOM HOCHUTEJE U (WIH) B COMPOBOAUTEILHON
JOKYMEHTAIUU Ha HETO.

I'pud cornacoBanusi — pEKBM3UT O(HUIMAIBHOTO JOKYMEHTA, BBIPAKAIOIIMN  COrjlacue
YUPEXKICHUS WIH €0 OPTraHa, He ABIIOIIET0Cs aBTOPOM JTOKYMEHTA, C €T0 CONEPKAHUEM.

I'pud yrBepikaeHNss — PEKBHU3UT O(PUIMAIBHOIO JOKYMEHTA, MPHUAAIONIMKA HOPMATHUBHBIA WIIH
IIPABOBOM XapaKTEP €ro COACPIKAHUIO.

Jlata opMIUATBHOr0 JOKYMEHTA PEKBU3UT O(UIHUAIBHOIO JOKYMEHTA, COAEp KalUi yKa3aHHOE
Ha JIOKYMEHTE BpPeMs €ro co3AaHus U (WIu) MOJNUCAHUS, YTBEPXKICHHUs, IPUHSATHUS, COTJIACOBAHUS,
OnyOIMKOBaHUS.

Jle1o — COBOKYIMHOCTb JOKYMEHTOB (MJIM JIOKYMEHT), OTHOCSILUXCA K OJHOMY BOINPOCY WU
yUYacTKy JEATEIbHOCTH, IOMEIEHHBIX B OTAEIBHYIO O0JIOXKKY.

JlejioBOe MHCbMO — JJOKYMEHT, IIPUMEHSEMBIH /I CBSI3HU, Nepelaud UHPOPMAIUU Ha PacCTOSHHE
MEKy ABYMsI KOPPECIIOHIEHTaMH, KOTOPHIMU MOTYT OBITh U IOpUANYECKHUE, U HU3HUECKUE JIULIA.
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Jle10npon3BOACTBO; JTOKYMEHTAIMOHHOE OOeclieYeHue YIPaBICHUS — OTpacib ACSITEIbHOCTH,
oOecrneunBaroIas JOKYMEHTUPOBAHUE U OPTaHU3aLINI0 PabOThl C O(QUIIMATBHBIMHU TOKYyMEHTaMU.
Jleno3uTapHoe XpaHeHHMe JTOKYMEHTOB — XpaHEHUE B apXuBe, My3ee, OUOIMOTeKe apXUBHBIX
JOKYMEHTOB ApxuBHOTO ¢oHna P Ha ycioBusiX, oOmNpeaensieMblXx JIOTOBOPOM  MEXIY
COOCTBEHHUKOM JIOKyMEHTOB M COOTBETCTBYIOIIUM apXHUBOM, My3eeM, OUOIMOTEKOM, C COXpaHEHUEM
3a COOCTBEHHHMKOM IpaBa COOCTBEHHOCTH Ha apXMUBHBIE IOKYMEHTHI.

JIMpeKTHBHBINH JAOKYMEHT — JOKYMEHT, COJEpXKalluii o0s3aTenbHble K HCIIOJHEHHIO YKa3aHHS
BBIILIECTOSIIIUX OPTraHOB.

JloBepeHHOCTh — JOKYMEHT, NAIOUIMI MOJHOMOYMS €r0 NPEIBbSBUTENI0 HAa BBINOJIHEHUE KaKHX-
00 NEUCTBUN OT UMEHH JOBEPUTEIIS.

JI0roBOPeHHOCTh — JIOKYMEHT, (PMKCUPYIOLINI COTJIAIIEHNE JIBYX MM HECKOJIBKUX CTOPOH.
JokjagHasi 3aMHCKa — JOKYMEHT, aJIpECOBAaHHBIM PYKOBOACTBY, B KOTOPOM H3JIaraeTcs Kakom-
1100 BOIMPOC C BBIBOJAMHU U MPEUIOKEHUSIMU COCTABUTEIISL.

JlokymMeHT — uH(pOpMaIus na MaTepraJIbHOM HOCHUTEJE, UMEIOIasi FOPUINUYECKYIO CUITY.
JlOKyMeHT BpPEeMEHHOr0 XPaHEeHHMSI — JIOKYMEHT C YCTAHOBJIEHHBIM CpPOKOM XpaHEeHHs, IO
HCTEYEHUU KOTOPOTO OH MOAJIEKUT YHUUTOKEHHUIO.

JIOKYMEHT JIMYHOT0 MPOMCXO0KIEHUSI — JOKYMEHT, CO3/IaHHBII JINIIOM BHE Cephl ero ciyxeOHoi
JeSITeTIbHOCTH WM BBITIOJHEHUS OOIIECTBEHHBIX 00S3aHHOCTEH.

JIOKYyMeHT HA MAIIMHHOM HOCHTeJIe — JOKYMEHT, CO3JAaHHBII C HCIOJb30BAHUEM HOCUTENEH U
CHOCO0OB 3amucH, 00ecrevrnBaloIMX 00padOTKy ero MH(GOpPMAIUU AIIEKTPOHHO-BBIYHCIUTEIBHOM
MaIluHOM.

JJOKyMEeHT MOCTOSIHHOTO XpaHeHHMsl — JIOKYMEHT, KOTOPOMY B COOTBETCTBUM C HOPMATHUBHBIMU
JTIOKYMEHTaMH ¥ WHBIMH ITPABOBBIMHU aKTaMH YCTAaHOBJIEHO O€CCPOYHOE XparieHue.

JIOKyMeHT; [JOKYMEHTHPOBAaHHAsA MHpopmanus — 3aduKcUpoBaHHAas Ha MaTepUATbHOM
HocuTelne UH(pOopMalys C peKBU3UTAMHU, TIO3BOJIIIOLIMMH €€ UACHTU(PHUINPOBATD.
JloKyMeHTaJIbHbIii  (POHA — COBOKYIHOCTb JIOKYMEHTOB, OOpa3yloIIUXci B JEATEIbHOCTH
IOPUANYIECKOTO WIH (PU3NUECKOro JIHLA.

JIOKyMEHTHPOBAaHHE — 3allUCb MH(QOPMALMU Ha pPA3IUYHBIX HOCHUTENAX HO YCTAHOBJIEHHBIM
HpaBUIIAM.

JIOKyMEHT0000pOT — JBWXECHHE IOKYMEHTOB B OpraHM3allud C MOMEHTa MX CO3JaHMs WM
HOJIY4EHUS 10 3aBEPILEHHs UCTIOIHEHUS] WM OTIIPABIICHHUS.

JonxxkHocTHAsET HMHCTPYKUMS — TPAaBOBOM  aKT, W3JaBaeMblii B 1ENsAX perjiaMeHTaluu

OpraHU3aIlMOHHO-TIPABOBOTO TMOJIOKEHHSI pAaOOTHHKA, €ro 00s3aHHOCTEH, MpaB, OTBETCTBEHHOCTH U
obecrieynBaroIiel yciaoBue i ero 3pGeKTUBHON paboTHI.

JlocTyn K apXHMBHBIM JJOKYMEHTAM — IPEIyCMOTPEHHBIC HOPMATUBHBIMU JJOKYMEHTAMH YCIIOBHS
HCIIOJIb30BAHUA apXUBHBIX JOKYMCHTOB.

Jlocbe — JOKYMEHTBI, OTHOCSIINECS K KAKOMY-JIMOO Jeny.

Jly6J1eTHBII JOKYMEHT — OJIMH M3 YK3EMILISIPOB KOITUH JOKYMEHTA.

Jly0MKaT JOKYMEeHTAa — TIOBTOPHBIM  JK3EeMIUISIp MOJJMHHHKA JOKYMEHTa, HMEIOIIUH
IOPUIUYECKYIO CUITY.
Enunasi rocyaapcTBeHHassh cuCTeMa /IeJIONPOM3BOACTBA —  OCHOBHBIE IIOJIOKEHHUS 110

COCTaBJICHUIO HOMEHKJIATYPBI JIE]I.
EnuHnna y4yera apXMBHBIX JOKYMEHTOB — EIUHMIA M3MEPECHHUS KOJIMYECTBA JOKYMEHTOB B
apXxwuBe.

EnuHnna XpaHeHWsl apXMBHBIX JOKYMEHTOB — YUYeTHash M KIacCU(PHKAIMOHHAS CIUHUIIA,
npezacTaBisionas codoi (puzndeckn 000COONEHHBIN JOKYMEHT WM COBOKYMHOCTH JIOKYMEHTOB,
MMEIOIIasi CAMOCTOSTEIbHOE 3HAUCHUE.

3aBepeHHasi KOMHUS [OKYMEHTAa — KOMHUS JOKYMEHTa, Ha KOTOPOH B COOTBETCTBUH C
YCTaHOBJICHHBIM MOPAIKOM HPOCTABISAIOT HEOOXOAUMBIE PEKBU3UTHI, MPUAAIOIINE €i IOPUANIECKYIO
CHITY.

3aroJI0BOK ej1a — KpaTKoe 0003HaYEeHUE CBEJICHUII O COCTaBe U COJAEP)KaHUU IOKYMEHTOB B JIeTI€.
3aro/10BOK O(QUIHAIBHOIO JAOKYMEHTa — pPEKBU3HT JOKYMEHTa, KpaTKO MW3JIaraloliid ero
coziepKaHHe.
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3aki04eHue — JOKYMEHT, COJAEp)KallMil MHEHHUS, BBIBOABI OpPraHMU3ALMH, KOMHCCHM WIH
CHEIHMAIUCTa, MO0 KAaKOMY JINOO JOKYMEHTY WJIH BOIIPOCY.

3anperHasi gata JOKyMeHTa — JaTa, O3Hayaroluas, 4YTO JOKYMEHTHI, BO3HHUKIIUE paHee ee,
AKCIIEPTU3E UX HAYYHOM M NPAKTHUYECKOM IEHHOCTH HE TMOIBEPraloTCs MU YHUUTOKCHHUIO HE
MOJIJIeKAaT.

3asiBjIeHUe — JOKYMEHT, COJAEpKaluil Mpoch0y WU MpeUIoKeHNe Jula (JIML) YUPEKICHUIO WU
JOJHKHOCTHOMY JIUITY (Hampumep, 3. o mpreMe Ha paboTy, 3. 0 MPeI0CTaBICHNHN OTITyCKa | T.JI.).
3onHa yHupuuupoBaHHOH (POPMBI JOKYMEHTAa — 4YacTh IUIOMIATH YHH(PHUIIMPOBAHHON (HOPMBI
JOKYMEHTa YCTAaHOBJIEHHOTO pa3Mepa, IpeJIHa3HayeHHas JJs 3aIll0JHEHHs OIpeleIeHHBIMU

PEKBU3UTAMH.

N3Bemienne — JOKyMEHT, WHGOPMHUPYIOUIMA O MPEACTOSAIMIEM MEpONpUATHH (3acelaHuH,
coOpaHnu, KOH(EPEHITUHN) B COACPIKAIUH NpeIJIOKEHNE TPUHAThL yJacTue.

HN300pa3uTesbHbIA  JOKYMEHT —  JOKYMEHT, coAepXamuid WHPOPMAIUIO, BBIPAKECHHYIO
MOCPEICTBOM M300paKeHHSI KAKOTO-TH00 00bEKTa.

HxoHorpaduyecknii JOKYMEHT — JIOKYMEHT, COJAEp)KAIlUi IPEUMYIIECTBEHHO H300pakeHHe

NPOM3BEIEHHUS HCKYCCTBA, CIICIMAIbHOM WM Xy105KECTBEHHOM (poTorpaduu.

HNupexcanust — npocTaBieHUE HHIEKCA.

Huaexe nena; Homep aena — mudpoBoe u (wiaM) OyKBeHHO-LU(POBOEe 0003HAYEHUE [ena B
HOMEHKJIaType e OpraHu3alii, HAHOCHMOE Ha €ro 00JIOKKY.

NuauBuayaibHblii  CPOK  MCIOJHEHHMSl JOKYMEHTa — CPOK  HCIOJHEHHUs JOKyMEHTa,
YCTaHOBJIEHHBIH OPraHU3allMOHHO-PACIIOPAIUTEIbHBIM JOKYMEHTOM OPraHU3alMU U PE3OIIIOLUEH.
NHunuaTuBHBIA JOKYMEHT — JOKYMEHT, IIOCIYKUBUIMM HA4aJIOM PACCMOTPEHUS ONPEAECICHHOTO
BOIIPOCA.

Hcnoab3oBaHue apXUBHBIX IOKYMEHTOB — IIPUMEHEHHE MH(OpMaIMK apXUBHBIX JOKYMEHTOB B
KyJBTYPHBIX, HAyYHbIX, TOJINTHYECKUX, SKOHOMHUECKUX LEISIX U JUIsl 00ecIedeHns 3aKOHHBIX IIPaB
Y MUHTEPECOB IPaX/IaH.

Hcropuyeckas cnpaBka K apxXuBHOMY (POHAY — JOKYMEHT, COAEPIKAIIUN CBECHUS 110 UCTOPUH
donno0OpazoBarens U apXUBHOrO (HOHAA, KPATKYIO XapaKTEPUCTUKY COCTaBA U COMAEPXKAHUS €ro
JOKYMEHTOB U Hay4HO-CIIPaBOYHOTO amapara.

HcTouHNK KOMIUIEKTOBAHMSI — IOPUIMUYECKOE WIN (PU3HYECKOe JIUII0, YbU TOKYMEHTBI IOCTYIAI0T
WJIN MOTYT OCTYNIUTh HAa XPAHEHUE B apPXUB.

Hcexopsimmii T0KYMeHT; OTIIPABISEMbIN JTOKYMEHT -O(UIMATIbHBIN JOKYMEHT, OTHPAaBIISIEMbIH U3
YUPEXKICHUS.

Kaprouka (apxuBHOro) ¢oHaa — y4eTHBIM [OKYMEHT, COJEp)Kalluil HAa3BaHUE, CBEACHUS O
KOJINYECTBE, COCTaBE JOKYMEHTOB apXMBHOTO (DOH/IA U MECTE €ro XpaHEeHHUs, IPeAHa3HAYSHHBIN IS
[EHTPAJIN30BAHHOIO TOCYAAPCTBEHHOIO y4eTa apXUBHBIX IOKYyMEHTOB ApXuBHOTo (honna Pd.
KuHonokymeHT —  u300pasuTeNbHBIM WM ayJUOBU3YallbHBIH  JOKYMEHT,  CO3JAaHHBIN
KHHEMaTOrpauuecKuM CIocoOOM.

KunaccnpukanmoHnnplii uHIeKeC — yclIoBHOE oOo3HaueHue (1udpoBoe, OYKBEHHOE, CMEIIAHHOE),
NPUCBAaNBAEMOE KJIACCU(UKALMOHHBIM JEJICHUEM CXEMbl KJIAaCCU(UKALMU M IPOCTaBISIEMOE Ha
KapTOYKax CUCTEMAaTHUYECKOIO U JIPYTHX KaTaJoroB. MOXKeT MPOCTABIATHCSI M HA JOKYMEHTaxX, U Ha
Jenax.

KommiekroBanue apxmBa — CUCTEMATHYECKOE IIONOJHEHUE apXuBa JIOKyMEHTaMH B
COOTBETCTBHUH C €T0 NPOPHIEM U ASHCTBYIOIIMM 3aKOHOAATEIbCTBOM.

KoncepBanusi 1o0KyMeHTa — IPEJOXPaHEHUE JOKYMEHTa OT Pa3pyLUAOLIEro JEHCTBUS BHEIIHEH

Cpenpbl.
KonTpakT — 10roBop 00 yCTaHOBIEHHH, H3MEHEHUH WM TIPEKPAIICHUN TIPAaBOOTHOIICHHIH.
KonTposir  HMCHOJHEHMSI JOKYMEHTOB —  COBOKYIHOCTh  JCWUCTBHH, 00ECHEUMBAIOIINX

CBOEBPEMEHHOE UCIIOJHEHHE TOKYMEHTOB.
KoHTpoJbHBIH JMCT — TalOH JUIsi MHAMBUAYAJIbHON perucTpanu JOKYMEHTOB, BKJIIOYAOLIUI
PE30JIIOLIMIO U TEMY MHChMA.

Konusi 10KymMeHTa — JOKYMEHT, IOJHOCTBIO BOCIPOM3BOMSIINN HH(GOPMAIHIO TOJTIHHHOTO
JIOKYMEHTA M BCE €r0 BHEIIHNE PU3HAKU WU YaCTh UX, HE UMEIOLINI IOPUINYECKON CHIIBI.
KoppecnonaeHT — yupexaeHue Wi OTAEIbHOE JIMIO, C KOTOPBIM BEAETCS NEPENUCKA.
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JIMMHMT — JIOKYMEHT, ONpPEAEHSAIOMNN MPENEIbHBIN pa3Mep aCCUTHOBAHWUM NIEHEKHBIX CPENCTB,
OTITyCKa MaTepUaJIOB U MPOYETO U3 TOCYAapCTBEHHBIX (POHIIOB.

Jluer (apxuBHOro) ¢oHga — YYETHBIH JOKYMEHT, COJEp)KAallUid Ha3BaHUE, HOMEP apXUBHOTO
doHIa, CTO KAaTEropuio, YKa3aHWE MECTa XpaleHUs U CBEJACHHS O KOJUYECTBE, XPOHOJIOTUYECKUX
rpaHuIax, CoOCTaBe JOKYMEHTOB (DOH/Ia U €r0 Hay4YHO-CIIPABOYHOTO armapara B UX JUHAMHUKE.
JInueBoii cyer — OyXrajrepckuil JOKYMEHT, OTPa)KalOUIMi Mepenady Kakoro-in0o KOHKPETHOTO
BUJa CPEACTB (MaTepUaIOB, MHCTPYMEHTOB, IPOAYKIIMH, 30aHUH U T.JI.) ONPEAEICHHON OpraHu3auun
WIH JIMILY ¥ COAEPIKAILMI I€HEKHbIE paCYEThl C HUM.

JlnuHoe nesi0o — €0, BKIIIOYAONIEe JOKYMEHTHI O KakoM-muOo Juie (o ero Oworpadwmm,
o0pa30oBaHMH, TPYIOBOH MU OOIIECTBEHHON JACSTEILHOCTH).
MammuHOYHTAeMBbIii TEKCT — JOKYMEHT, KCIOJb30BaHHE KOTOPOTO TpedyeT NpUMEHEHHUS

CIIELMAJIbHO MPEHA3HAYEHHBIX TEXHUUECKUX CPECTB.
MexapXvBHBII CNPAaBOYHUK — apPXHUBHBIM CIPAaBOYHHUK, COAEP)KALIUN CBEIECHUA O JOKYMEHTax
HECKOJIbKMX apXHUBOB.

HaumeHoBaHue 10KyMeHTa — 0003HaYeHHE BU/IA MUCbMEHHOTO JOKYMEHTA.

Hapsin — pgokymeHT, conaep)Kaluii CBEIEHUS O pachpelesieHnu padoT Mexay padounMu-
CHETBIIUKAMH, YYET BEIPAOOTKH U pacueT MPUYUTAIOLIeHCS UM 3apab0THOM TUIATHI.

HoMeHk/1aTypa — nepedyeHb HauMEHOBaHU .

HomenkiiaTtypa Jej — CUCTEMAaTH3MPOBAHHBIN IE€peYeHb HAUMEHOBAaHUM i€, 3aBOJUMBIX B
OpraHu3allHi, C YKa3aHHEeM CPOKOB UX XpaHEHUs, OPOPMIICHHBIH B YCTAHOBICHHOM TOPSIIIKE.

Homep Bxoasimero nucbMa — perucTpalliOHHbIN HOMEp JOKYMEHTA, IPOCTABIIIEMBII aipecaToMm.

Homep wucxoasimero jgeja —  PErMCTPALMOHHBIM  HOMEP  JOKYMEHTa, IIPOCTaBIISIEMbIN
OTIIPaBUTEJIEM.

HopmaTuBHBIE JOKYMEHTBI — JOKYMEHTBI, B KOTOPBIX YCTAHaBJIMBAIOTCS Kakue-Iu0o INpaBuia,
HOPMBI.

HopmaTuBbl — [OKYMEHTBI, COJEpKallMe IIOKA3aTeJM 3aTpaT BPEMEHM, MaTEpUAIbHBIX WU

JICHE)KHBIX PECypCcOB, MOKAa3aTeJIM HM3rOTOBISAEMOM NPOAYKLMH, MPUXOASIIMECS HAa KaKyko-Tu00
enuHuI}' (M3nenue, onepamnuio 1 T.1.).

HopMbI — 1OKyMEHT, coaepKaluii CBelIeHUs 00 YCTaHOBICHHBIX BenuuyuHax dvero-nubo (H.
BbIpaOoTKH, H. BeIIauM 4ero-amoo).

Hocutenb HOKyMeHTHPOBAHHOW MHOPMAIUM — MaTEPUANTBHBIA OOBEKT, MCTHOIL3YEMBIN IJIs
3aKpeIyICHUs M XPaHEHHs 11a HEM PeueBO, 3BYKOBOW WM M300pa3uTenbHON MHPOpPMALUH, B TOM
yucie B IpeoOpa3oBaHHOM BHJIE.

O0ecneyenne (U3NKO-XHMMHYECKOH COXPAHHOCTH JAOKYMEHTOB — pa3paloTKa, CO3JaHHEe H
IIPAKTUYECKOE IMPUMEHEHUE HAyYHO-TEXHMYECKUX CPEICTB M METOAOB XPAIlCHUS, PECTABpPALUH,
KOHCEpBalluu, OMOXMMUYECKOH 3alIUThl U BOCIIPOU3BEIEHHUS JOKYMEHTOB.

O030p apXMBHBIX JOKYMEHTOB — apXUBHBI CIIPAaBOYHUK, BKJIIOYAIOIIUN CUCTEMATU3UPOBAHHbBIE
CBEJICHHSI O COCTaBe, COJAEPKAHUM M TOUCKOBBIX JAHHBIX OTHAEIbHBIX KOMILJIEKCOB apXUBHBIX
JIOKYMEHTOB, JIOTIOJIHEHHBIE B HEOOXOUMBIX CIIy4asiX UX UCTOUHUKOBEAUECKUM aHAJIN30M.
OO0bequHeHHbIH apxuBHbIA (OHI — apXuBHbI (OHJI, CHOPMUPOBAHHBIA U3 JTOKYMEHTOB JABYX
wiu 6osiee poHn000pazoBaTeIel, UMEIOIUX MEXIY OO0 NCTOPUYECKH 00YCIOBIECHHBIE CBSI3U.

O0bem [10KYMEHTO000pOTAa — KOJIMYECTBO [JOKYMEHTOB, IIOCTYNHUBLIMX B OpraHU3alUi0 U
CO3JJaHHBIX €10 32 OINPEAEICHHbII NEPUO.
OO0bsicHUTe/IbHAA 3aNHMCKA — JIOKYMEHT, TOSICHAIONMM COAEp)KaHUE OTAEIbHBIX IOJOXKCHUN

OCHOBHOTO JTOKyMEHTa (TJ1aHa, 0TYeTa, MPOEKTa).

Onucek — ropuaruecKy 0pOPMIICHHBIH NEpeYeHb TOKYMEHTOB.
OpraHu3annoHHO-PACTOPAAUTEIBHBINA TOKYMEHT — BHJI ITHCbMEHHOTO JIOKYMEHTa, B KOTOPOM
(UKCHPYIOT pelIeHHe aIMUHUCTPATHBHBIX W OPraHU3alMOHHBIX BONPOCOB, @ TaKXKE BOMPOCOB
yIpaBlICHUsI, B3aUMOACUCTBHs, OOECIICYCHUS] W PETYJIMPOBaHUs ACATEIBHOCTH OpPraHOB BJACTH,
YUPEKACHUH, TPEANPHUITUN, OPTraHU3aUIi, UX TOAPA3ACICHHNA U JOKHOCTHBIX JIHII.

Opranum3anusi padoTbl ¢ JOKYMEHTAMH — OpraHu3alys JOKYMEHTOOOOPOTa, XpaHEHUs u
UCIIONIb30BaHHS JIOKYMEHTOB B TEKYIIEH JIESATEITBHOCTH YIPESIKICHUS.

OpuruHaj J0KyMeHTa — [epBOHAYAIBHBIN IK3EMILISIP TOKYMEHTA.

Oco0ble 0TMETKH — OTMETKH O CTEIICHH CEKPETHOCTU M CPOYHOCTHU HCIIOIHEHHUS TIOKYMEHTOB.
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OTyer — JOKYMEHT, COAEp)KalMi CBEJICHHUS O MOATOTOBKE M TPOBEIACHUH pPaboT, 00 wuTorax
BBINIOJIHEHHS IUIAHOB, 3aJaHUM, KOMAaHIUPOBOK M JPYIrUX MEPONPHIATHH, MNpeACcTaBIsSIEMBbIil
BBILIECTOSILIEMY YUPEXKIECHUIO KaK TOJPKHOCTHOMY JIMITY.

O¢punuanbHbIA JOKYMEHT — JOKYMEHT, CO3/JaHHBIM IOPUIMYECKUM WIH (PU3NYECKUM JIHIIOM,
O0(OPMIICHHBIH U yTOCTOBEPEHHBII B YCTAHOBICHHOM MOPSIKE.

Odopmitenue aena — TMOATOTOBKA Jella K XPaHEHUIO B COOTBETCTBHUHM C YCTAHOBJICHHBIMH
IIpaBUIIAMHU.

Odopmiienne JAOKYMEHTa — TPOCTaBJICHHWE HEOOXOAWMBIX DPEKBH3MTOB, YCTAHOBIIEHHBIX
IIPAaBWJIAMU JTOKYMEHTHPOBAHHUS.

IlepemenHasi 4YacTh pPeKBH3MTA [JOKYMEHTAa — H3MEHsE€Mas YacTb PEKBH3UTA JIOKYMEHTa,
BHOCHMas B OJIAHK JIOKyMEHTA IIPU €T0 3ar0JHEHNH.

IlepeyeHb AOKYMEHTOB €O CPOKAMH XPAaHEHMS] — CHUCTEMATH3MPOBAaHHBIA CIMCOK BHUIOB M

KaTeropuii TOKyMEHTOB, COJIEPKal[il HOPMAaTUBHBIEC YKa3aHUSI O CPOKAX MX XPAHEHHS.
IIncbMeHHblII TOKYMEHT — TEKCTOBBIN JOKYMEHT, HH(OpMaLUs KOTOPOro 3apUKCUPOBaHA JTHOOBIM
TUTIOM MTUCHMA.

IIncemMo — 00001IeHHOE HAaMMEHOBAHUE PA3JIMUYHBIX IO COJEPMKAHUIO JOKYMEHTOB, CIIYXallUX
CPEICTBOM OOLICHUS MEXKAY YUPESKACHUSIMH, YaCTHBIMU JIUIIAMHU.

IMoBecTka — oduHaTbHOE COOOIIEHHE YaCTHOMY JIMILY C MPEATIOKEHUEM KyAa-Tu00 MPUNATH WIH
YUPEXKJIEHUIO — BBICIATh CBOET0O MPEICTABUTEIIS.

MopmHHUMK (0pUIHATHHOI0) TOKYMEHTa — TEPBBIN WIH IUHHUYHBIN SK3eMIUIIP OQHIHUATBHOTO
JIOKYMEHTA.

IMoanuHHBINA JOKYMEHT — JOKYMEHT, CBEJICHHs 00 aBTOpE, BPEMEHU M MECTE CO3JIaHUsI KOTOPOTO,
coJleprKalirecss B CaMOM JTJOKYMEHTE WM BBISIBIICHHBIE WHBIM ITYTEM, TOATBEPKAAIOT TOCTOBEPHOCTh
€ro NMPOUCXOXKICHHUS.

IMopnuebr — pEeKBU3UT JIOKYMEHTA, MPEACTABIAIOIUN CcO00N COOCTBEHHOPYYHYIO POCIHCH
HOJIHOMOYHOT'O JIOJDKHOCTHOTO JIMLA.

Ioanucs Ha JAOKyMeHTe — MOANKMCH JOKHOCTHOTO JIMIIA WJIM aBTOopa JOKYMEHTAa,
YIOCTOBEPSIOLIAs €ro MOJAIMHHOCTh MIIM 3aBEPSIOLIAs KOMUIO JOKYMEHTA.

IMosio:xeHne — 1paBOBOM aKT, YCTAaHABIMBAIOIIMN OCHOBHBIE NpaBUja OpraHu3alud |
JESTEIbBHOCTH TOCYJapCTBEHHBIX OPraHOB, CTPYKTYPHBIX THOJpPA3leIeHU oOpraHa, a Takke
HIDKECTOSIINX YUPEXKICHUH, OpraHu3aluil ¥ mpeanpusTHi.

IMocTosiHHAsE 4YacTh PEKBU3HTA JAOKYMEHTa — HEHW3MEHseMas 4YacTh PEKBH3WUTA JIOKYMEHTa,
coziepKalasicsi B OJaHKe JOKYMEHTA, HAHOCHMasl IPH €0 M3TOTOBJICHUH.

IMocTosiHHOEe XpaHeHHe JAOKYMEHTOB — OECCpOYHOE XpaHEHHE JOKYMEHTOB B apXHBHOM
YUPEXIEHUH, TOCYAaPCTBEHHOM My3ee, OMOIHoTeKe.

IIpaBuiia A0KYMEHTHPOBAaHHMSI — TpeOOBaHWS W HOPMBI, YCTAHABIMBAIOIINE IOPSIOK
JOKYMEHTHPOBAHHSI.

Ilpennoxkenue — NHCHBMEHHOE 3asBJICHHE OT HMMEHU NPEINPHATHS, aAPECOBAHHOE JAPYroMy
HPEIPHATHIO, O TOTOBHOCTH 3aKJIFOYUTh C HUM JIOTOBOD Ha OIPEEeICHHbIX YCIOBHAX; OdepTa.
IIpenMeTHBIH KAaTAJOr — KaTaJor JOKYMEHTAJIbHBIX MAaTEpUaliOB, COJCPIKAILUH CBEICHUS O

npeaMerax ((paxkTax, COObITUAX, Teorpa)uuecKUX HAaMMEHOBAHUSAX ) U JIULAX, KOTOPbIE YIIOMUHAIOTCS
B JIOKyMEHTAaX, PacIloJIOKCHHBIX B aJI()aBUTHOM TOPSIJIKE.

IIpeamMeTHbIl yka3aTeldb — yKa3aTelb OCHOBHBIX IPEIMETHBIX (TeMaTHYEeCKHX) OOO3HA4YeHU,
pacIooKEHHBIX B ali()aBUTHOM IMOPSI/IKE.

IIpencraBiieHne — JOKYMEHT, COAEpXAIUN NPEAJIOKEHUE O HA3HAUYECHUM, NEPEMEIECHUN WIIU
MIOOILIPEHUH JTUYHOIO COCTaBa, a TAK)KE€ PEKOMEHIALUIO ONPEIEICHHBIX NEUCTBHA W MEPONPUATHN
10 BOIIPOCAM JIEATENbHOCTH YUPEIKICHUS.

IIpeiickypaHT — nepeyeHb BUAOB padoT, yCIyr, IPOAYKIMH TOBAPOB U IIPOYErO C YKa3aHUEM LIEH U
PacCLECHOK.

IIpereH3noHHOE NHCHbMO — IHCHBMO, OTIIPABICHHOE BUHOBHOW CTOPOHOM B CIIy4ae HEBBIIIOJIHEHUS
€10 3aK/IIOUEHHBIX PaHEe JJOTOBOPOB U Pa3HOTO BUA 005A3aTENbCTB.

IIpuka3 — mpaBoBOMl aKT, W3AABAEMBIM PYKOBOJIWUTEIIEM OpraHa TOCYJAapCTBEHHOTO YIIPAaBJIEHUA
(ero cTpyKTypHOr0 MOJpa3AeIeHus ), JEHCTBYIONINI Ha OCHOBE €IMHOHAYAINS, B LEJIAX Pa3pelIeHUs
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OCHOBHBIX M OIIEPATHBHBIX 3aj]ad, CTOSIIMX NEpe] JaHHBIM OPraHOM. B OTAENBHBIX CIydasX MOKET
KacaTbCs MIUPOKOTo Kpyra OpraHu3aliil U JTOJKHOCTHBIX JIUI] HE3aBUCHMO OT ITOJ4MHEHHOCTH.
IIpoBepka Hanu4usi (COCTOSIHUSI) AeJI — YCTAHOBJIEHUE COOTBETCTBUSL PEAJIBHOIO KOJIMYECTBA
€IMHUI] XPaHEHUs 3aMUCSIM B YUETHBIX JOKYMEHTaX apXuBa, a TAKXKe BbISBIEHHUE JI€J1 U JIOKYMEHTOB,
TPEOYIOIMUX yAyUIIeHUS (PU3NIECKOTO COCTOSHUS, PECTaBpaIvY, Je3HHPEKIIUH.

IIporpaMmma — [OKyMEHT, W3Jaralollidii OCHOBHbBIC HAalpaBJIEHUs pPa0OThl YUPEKACHUS WIN
NpEeIIpHUATHS Ha ONPEICNIEHHBIM NEepHoa BpeMeHM (mpous3BoacTBeHHas II.) wium 3tanmel U Cpoku
OCYILECTBICHHUS KPYIHBIX PadOT, HCIIBITAHHH.

IIpoekT gOKyMeHTa — TIpEIBAPUTENBHBIII BapHaHT JOKYMEHTa, MPEIHA3HAYCHHBIA IS
PaccMOTPEHHUS.

IIpoToK0eJ — JOKYMEHT, COAEPKAIINN MOCIeJOBATENFHYIO 3alUCh X0/1a 00CYXIEHHsI BOIIPOCOB U
NPUHATHUSA pPELIeHUH Ha COOpaHUsAX, COBEIAHMAX, KOHPEPEHLUUAX U 3aCEHAHUSAX KOJJIETHAIbHBIX
OpraHoB.

ITy6smmkanus apxXuBHBIX JOKYMEHTOB — IIOJIOTOBKA JJOKYMEHTOB K M3/IaHUIO0 B COOTBETCTBHUM C
YCTaHOBJIEHHBIMHU IIPaBUJIAMHU.

Pacnucanue — oObsiBIEHNE O BpEMEHHU, MECTE U TOCJIE0BATEIbHOCTH COBEPILIECHHS Yero-11oo.
PacnopsigutesibHble  AOKYMEHTBI —  JIOKYMEHTBI, B KOTOPbIX (UKCHPYETCS  pelIeHHe
aJMUHUCTPATUBHBIX U OPTaHU3aLMOHHBIX BOIIPOCOB.

Pacnopsizkenne — MpaBoOBOW aKT, U3aBa€MbId €IMHOIMYHO PYKOBOJIUTENEM, IJIAaBHBIM 00pa3oM
KOJUIETHAJIbHOTO OpraHa roCy1apCTBEHHOIO YIIPABIICHUS.

PerucrpanmonHasi KapTo4ka — KapTOuKa, NpeJHa3HAuY€HHas U1 PErucTpaluu JTOKYMEHTOB B
JEJIONPOU3BOACTBE YUPEIKICHHUS.

PerncrpanMoHHbIi MHIEKC JOKYMEHTA; PErHCTPALMOHHBIA HOMEpP JOKyMEHTa — IM(poBOe WM
OykBeHHO-1IM(PpoBOE 0003HAUEHHE, IPUCBAMBAEMOE JOKYMEHTY IPH €0 PErHCTPaLUU.
PerucrpannoHHbIii HOMepP JOKYMEHTA — IOPSAKOBBI HOMEp, IPUCBAUBAEMBI BXOAAIEMY WU
UCXOJAIIEMY JOKYMEHTY IIPU €ro PEerucTpalyy, SBISIOLIUICS YacThIO JAEIONPOM3BOJCTBEHHOIO
MH/IEKCa UM 3aMEHSIIOIINMI €ro.

PerucrpanmoHHbIii mraMn — IITaMI, COAEpXKAlUN Ha3BaHUE YUPEXKIEHUS, NaTy PErUCTpaluH,
PETUCTPALMOHHBIN UHJIEKC, TIOMEP JIeNa, B KOTOPOe OyIeT MOMEIICH JOKYMEHT.

Perucrpanms 10KyMeHTa — 3aluCh YYETHBIX JAHHBIX O JOKYMEHTE IO YCTAaHOBJIEHHOH (opme,
¢duxcupyromei (hakt ero co3aHus, OTIPABICHUS WU MTOTyYCHHUS.

Peectp — mepeueHp (cmucok) uero-nu0o0, MpPUMEHSeMbli B OyXraaTepckoM yuyeTe W
JIEIONPOU3BOICTBE (Hampumep, P. omuceii).
Pe:xkxum XpaHeHMsi apXMBHBIX JOKYMEHTOB — COBOKYIHOCTb TEMIEpPaTypHO-BIAKHOCTHBIX H

CaHMTapHO-TMTMEHWYECKHUX YCIIOBHM, CO3/1aBaeMbIX B apXUBOXPAHWIMINAX Uil oOOecreueHus
COXPAHHOCTH JJOKYMEHTOB, U KOHTPOJIb 33 UX BBIIIOJHEHHEM.

Pesonronus JOKYMEHTAa — PEKBHU3UT, COCTOAIIMKA M3 HAAIMCA HA JOKYMEHTE, CIEIaHHON
JOJKHOCTHBIM JIMLIOM U COAEPKALIEH IPUHATOE UM PELICHHUE.

Pesonronusa Ha JOKyMeHTe — IUMCbMEHHOE YKAa3aHME PYKOBOAMTENS MCIIOJIHUTENIO O XapaKTepe U
CPOKax HMCIIOJIHEHUS JOKYMEHTA.

PexkBU3HUT J0KyMeHTa — 00s13aTeNbHbIN 2J1eMEHT 0(hOpMIIeHUS OULMATBHOTO JOKYMEHTA.
PexkBU3MTHI 00513aTEIEHBIE 3JIEMEHTHI CITYKEOHOTO JOKYMEHTA.

Pex1amanmnoHHOe MUCbMO — 3asBiieHHEe 00 OOHAapY)KEHUH HENOCTa4yH, Ae()EeKTOB B MOIYyYEHHOU
NPOAYKIMH WU B BHIIIOJTHEHHON paboTe.

Pemienne — 1mpaBOBOM aKT, IIPUHUMAEMBIM OpPraHOM T'OCYJAapCTBEHHOIO YIIPABICHUA B
KOJIJIETHAJIbHOM TIOPAJKE B LEISIX pa3pemieHus HanOojiee BaXKHBIX BOMPOCOB HMX KOMIETEHIHH.
PemennsamMy MMEHYIOTCSL TaKK€ COBMECTHBIE aKThl, M3JaBA€Mble HECKOJIBKMMH HEOIHOPOIHBIMHU
OpraHaMM — KOJUIETHAIIBHBIMM U JEUCTBYIOIUMMH Ha OCHOBE €IMHOHAYajus, IOCYIapCTBEHHBIMHU
OpraHaMH U OOILECTBEHHBIMU OPraHU3aALUSAMU U T.[.

PykonucHbIH JOKYMEHT — IIMCbMEHHBIM JOKYMEHT, IpPU CO3JAAHUU KOTOPOrO 3HAKU IHUCbMa
HAHOCAT OT PYKH.

CBoOoaHoe npenJioskeHne — IpeanoxkeHne 0e3 o0Os3aTenbcTB. Eciiu 3aka3uuk HNpUMET YCIIOBHS
TaKOI0 IPEUIOKEHHUS, CIEIKA CUATAETCS 3aKI0YECHHOM.
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CBoaka — JIOKyMEHT, coJepKamuidi OOOOIICHHBIE CBEIEHUS 10 OJHOMY BOIpOCY (CBOIKA
NpeUI0AKEHHI, CBOJIKA 3aMeuaHuil, TpeOOBaHUI U T.1I.).

CnarouyHasi onmuch (pasr.) — OMNKCHh JOKYMEHTAJIbHBIX MaTepUasoB, COCTABICHHAS YUPEKICHUEM
MIpU 1epeaye e B apXuB.

CucreMa JOKYMEHTAUMH — COBOKYNHOCTh JOKYMEHTOB, B3aWMOCBSI3aHHBIX II0 IpU3HAKaM
MIPOUCXOKICHUS, HA3HAUEHUS, BIJIA, CPephl IeATEILHOCTH, €AMHBIX TpeOOBaHUN K UX 0(OPMIICHHIO.
CucreMa TOKyMEHTUPOBAHUSI — MPUHATHIA B YUYPEKICHHM HOPSIOK CO3JaHUs, O(GOPMIICHUS H
WCIIOJTHEHMSI TOKYMEHTOB.

Cay:xeO0Hasi 3alHMCKAa — 3alUCKa O BBHINOJHEHUH KakoW-IMOO paboThl, HampasisiemMas

JOJDKHOCTHBIM JIMLIOM JIPYTOMY JTOJIKHOCTHOMY JIMLLY.

Cay:xeoHoe moJie YHH(PUIHPOBAHHON (OPMBI TOKYMEHTAa — 30Ha YHHPHUIIMPOBAHHON (HOPMBI
JOKYMEHTa, IIpeJHa3HaueHHas Ul 3aKpeIUIeHUsT €€ B TEXHUYECKUX CPEICTBAaX XPaHEHUS
JIOKYMEHTOB, a TaK)K€ HAHECEHHUs CIIELUANIbHBIX N300paKeHUH.

CayxeOHbI JAOKYMEHT OQUIIMANIbHBI JOKYMEHT, HUCHOJb3yeMbIH B TEKYyILEH [eATeIbHOCTH
OpraHH3aLHH.

CocraB y10cToOBepeHusi — IOJIIUCH U [1eYaTh.

Crneunudukanus — JOKYMEHT, COAEpKaIIUi MoJpoOHOe MepedrcIeHre y3JI0B U JeTaleil Kakoro-
a00 W3AeNHsl, KOHCTPYKIIMH, YCTAaHOBKM M TIPOYEr0, BXOMALIMX B COCTaB COOPOYHOTO WIIH
MOHTa)KHOTO YepTexa.

CnMcoK nepevncienye ML WIK NPEeIMETOB B ONPEICICHHOM IOPSAJKE, COCTaBJIEHHOE B LENAX
UH(OPMALIUH WIH PETHCTPALIUH.

Cnucoxk (apxuBHbIX) (OHAOB — YUETHBIH JOKYMEHT, COJAEpKallui ImepeueHb OQUIMAIbHBIX
HAaUMEHOBAHUN XPAHALIMXCSA, BBHIOBIBIIUX M TOCTYMAIOIIUX APXUBHBIX (OHIOB B TMOPSIKE
BO3pAaCTaHUs IPUCBOCHHBIX UM HOMEPOB.

CnpaBka — JOKyMEHT, COJepXallldil omnucaHWe M NOATBEP)KICHME TeX WIM HMHBIX (DAKTOB U
COOBITHI.

CnpaBo4Ho-uH(pOpMALMOHHBIH (POHA — COBOKYMHOCTh CHUCTEMATH3UPOBAHHBIX IPOU3BEIECHUI
Ne4yaTu U HeolyOIMKOBAHHOM HAyYHOM M TEXHUYECKOM JOKYMEHTALMH, UCTONb3YIOIHUXCS B LENIAX
0TpaciIeBOro MHPOPMAIIMOHHOTO 00CTyKUBAHUS.

Cpok MCHOJIHeHMsI JAOKYMEHTA — CpOK, YCTAaHOBJIEHHBbIH HOPMATHUBHBIM IIPABOBBIM aKTOM,
OpraHU3allMOHHO-PACTIOPSIUTENBHBIM IOKYMEHTOM WUJIH PE30JIIOLIMEH.

CTanaapT — HOPMAaTHBHO-TEXHUYECKMH JOKYMEHT, YCTAHABJIMBAIOUIMNA TpeOOBaHUS K TIpymmaMm
OJTHOPOJHON MPOAYKIMM U B HEOOXOAMMBIX CIy4asx TpeOOBaHMS K KOHKPETHOH IPOAYKIUH,
npaBuia, o0ecreunBaoNe ce pa3padoTKy, MIPOU3BOJICTBO U NMPUMEHEHHE, a TaKKe TPeOOBaHUS K
UHBIM  O0BEKTaM CTaHJapTU3aluH, ycTaHaBiuBaemble Poccranmaptom. CraHpmapTuzanus
JOKYMEHTOB, IIPUMEHSEMBIX B OPraHU3allMOHHOM U 3KOHOMHYECKOM YIPAaBIEHUH, IIPOBOJUTCS HA
OCHOBE CHeLMaJIbHBIX NocTaHoBIeHUH [IpaBurtenscTBa PO.

Cranpapru3anus — BO3BEJICHUE B HOPMY, 00s3aTENIbHYIO AJIsl IPUMEHEHHUs], ONTUMAaJIbHBIX MPaBUI
U TpeboBaHM TO pa3paboTKe ¥ OGOPMIICHHIO TOKYMEHTOB, MPUHATHIX B YCTAHOBJIEHHOM MOPSIKE
JUIsl BCEOOIEro 1 MHOIOKPATHOTO UX IIPUMEHEHUS B JIEIONPOU3BO/ICTBE.

CreHorpamMma — JOCJIOBHAs 3alMCh JOKJIAIO0B, peued M JAPYruX BBICTYIUICHUH Ha COOpaHusX,
COBEIIAHUAX U 3aCEJaHMUAX KOJUIETHAIBHBIX OPTraHOB, OCYIECTBIEHHASI METOAOM CTEHOTpadHH.
CrpaxoBasi konusi (apXMBHOI0 [IOKYMeHTa) — KONHUS 0C000 LENHOTO WIM YHHKAJIBHOTO
apXMBHOTO JIOKyMEHTa, U3TOTOBJICHHAS B IIEJSAX XPAaHEHMs COJAEprKalleiicss B HeM MH(OpMaIuy Ha
CIIy4ail yTpaThl WIN NOBPEXKICHUS OPUTHHAIIA.

CtpaxoBoii ¢poHJ TOKYMEHTOB — COBOKYITHOCTh CTPaXOBBIX KOMHUI 0CO00 IEHHBIX U YHUKAIbHBIX
JOKYMEHTOB.

CTpyKTypa U IITATHAS YMCJIEHHOCTh — IIPABOBOM aKT, pErJIaMEHTHPYIOIIUN COCTAaB CTPYKTYPHBIX
MOApa3AeIeHN OpraHu3ally U MTATHYO YUCIEHHOCTh UX NIEPCOHAA.

CueT — JOKYMEHT, B KOTOPOM YKa3aHa MPUYUTAIOMIASICS 3a YTO-TH00 JIEHEeKHAsk CyMMa.

Tabeabp — mnepeyeHb Kakux-TMOO TIOKa3aTeneil, COCTaBIEHHBIH B OIpPEIEICHHOM MOpsIKe
(manpumep, T. otuetHoctu, T. ycneBaemocTn).
TabGeap yHHGUUHMPOBAHHBIX (OPM JOKYMEHTOB — TII€PEUCHb pa3pelIeHHBIX K IMPUMEHEHUIO

YHUPHUIMPOBAHHBIX (DOPM JOKYMEHTOB.
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Tabuauma — JOKyMEHT, COJEpXalliii TEKCTOBBbIE WIM IHU(POBBIE CBEIEHHS, pa3MEIIEeHHbIE MO
rpadam.

Tabyasirpamma — Ta0iuIa, COCTaBICHHAs Ta0YISITOPOM Ha OCHOBE aBTOMATUYECKOTO BOCTIPUSITHS
JaHHBIX ¢ iepoKapT, nepPoaeHT U T.J.

TajoH 00paTHOH CBA3M — JIOKYMEHT, YBEIOMIIIOIIMN O MOJy4YeHHH 4ero-nudo (uHdopmanuu,
MaTepUaIbHBIX LIEHHOCTEH, IOKYyMEHTOB).

TBepnoe npenioxkeHne — npeiokeHne, 0hopMIIieMOe JIUIIb sl OJHOTO BO3MOXKHOTO 3aKa34HMKa
(moxynarens) ¢ yKa3aHUEM CPOKa, B TEYEHHE KOTOPOTO MOCTABIIUK CBA3aH 3TUM MPEAJIOKEHUEM.
Te3aypyc — cI0Bapbp-CIPaBOYHUK, B KOTOPOM IEPEUHUCISAIOTCS BCE JIEKCUUECKHE €IMHMIIBI
UH(QOPMALIMOHHO-TIONCKOBOTO SI3bIKA (JIECKPHUIITOPBI) C UX CBS3SAMH, a TaKKe€ CHHOHHUMHUYECKHE
JECKPUIITOPHI M KIIFOUEBBIE CI0BA U CIIOBOCOYETAHUS €CTECTBEHHOTO SA3BIKA.

Te3uchl — KpaTKOe U3JI0KEHUE TEKCTA JOKYMEHTA WU BBICTYIUICHUS.

TekcTOBBIH JOKYMEHT — JIOKYMEHT, COJEp)Kallhil peueByro HH(OpMaLHio, 3apUKCUPOBAHHYIO
JF00BIM TUIIOM IMHCHhMa WJIW JTFOOOM CHUCTEMOM 3BYKO3aITUCH.

TekeT opUIHATBHOTO JOKYMeHTa — HH(OpMaLs, 3aQUKCUpOBaHHAS JIFOOBIM TUIIOM MHChbMa WU
1r000#1 cucTeMol 3BYKO3alMCH, 3aKiiodarolias B ce0e BCIO WJIM OCHOBHYIO 4acTb pedYeBOM
UH(OPMAIUH JOKYMEHTA.

Teserpamma 0000IICHHOE Ha3BaHWE PA3NUYHBIX 0 COJACPKAHUIO TOKYMEHTOB, MEPEAaHHBIX MO
tenerpady.

TeJsiekc — TenerpamMma, NOCJIaHHAs [0 TEIETANITY.

Teseraiin — TenerpadHpIii anmapar ¢ KJIaBHaTypO# THTIA THITYIEH MalTHHKH.

TexHnueckasi JOKyMeHTanusi — o0oOIaroIlee Ha3BaHUE JOKYMEHTOB, OTPaKAIOIIUX pe3ysbTar
CTPOUTENILHOTO W TEXHOJIOTUYECKOTO MPOCKTUPOBAHHMSI, KOHCTPYHUPOBAHUS, MHKECHEPHBIX U3bICKAaHHIA
U Apyrux paboT MO CTPOUTENBCTBY 3JaHWA U COOPYXEHHA W W3TOTOBJICHHIO MPOMBIIUIEHHOTO
IIPOU3BOJCTBA.

TexHosiornyeckasi JOKyMeHTanmsi — oOoOuiaroniee Ha3BaHHE JOKYMEHTOB  (4UepTeskel,
cneuupuKanyii, KapT, UHCTPYKUMA W T.O.), TPEAHA3HAYCHHBIX JUIS OMHUCAaHUS U O(opMICHHUS
TEXHOJIOIMUYECKUX MPOLIECCOB.

TunoBoi CpoOK MCHOJHEHMS [JOKYMEHTAa — CpPOK HCIOJHEHUS JOKYMEHTa, YCTAHOBJIEHHBIN
HOPMATUBHBIM ITPABOBBIM AKTOM.

Tunosbie JOKYMEHTBbI — JOKYMEHTBI, OTPa)KalolIle OJAHOPOIHBIE BOMPOCHI M COCTABIISIEMBIE I10
OJIMHAKOBBIM 00pa3iam.

TpadapeTHblii TOKYMEHT — JOKYMEHT, UMEIOUIUI 3apaHee OTIeYaTaHHBIM CTAaHAAPTHBIA TEKCT
(J4acTh TEKCTA) M TOTIOJTHSIIONIEE €r0 KOHKPETHOE CO/IepIKaHME.

Yka3anme —  [paBOBOM  aKT, U3JaBacMbli  OpPraHOM  TOCYJAapCTBEHHOIO  YIPAaBIECHUS
NPEUMYIIECTBEHHO II0 BONpocaM HH(POPMAIMOHHO-METOJANYECKOTO XapakTepa, a TaKkke Io
BOMNpPOCAaM, CBS3aHHBIM C OpraHU3alUeil HCIOJHEHUs NPUKA30B, MHCTPYKUUH M JPYrUX AaKTOB
JTAHHOT'O OpTraHa U BBIIIECTOSALIMX OPraHOB YIPaBJICHUS.

Yka3zareap — CHUCTEMaTU3MPOBAHHOE IIEPEUHUCICHUE HAWMEHOBAaHWW, HMEH, IPEIMETOB CO
CIIPaBOYHBIMU JAHHBIMH O HUX.
VYka3zareap (apXUBHBIN) — AapXUBHBIA CIOPAaBOYHHUK, COJEpXKAILIMA CHUCTEMATU3MPOBAHHBIN

INEPEUCHb HanMMCHOBAHUN npeaMeETOB HUJIU OG"[)GKTOB, O KOTOPBIX COJACPIKATCA CBCACHUA B apXHUBHBIX
JOKYMEHTAX, C YKa3aHUEM HUX ITOMCKOBLIX TAHHBIX.

Yuudukauuss — COKpalieHne HEONPaBIaHHOTO MHOT000pas3us JTOKYMEHTOB, TPUBEACHHE K
eIMHO00Pa3uio uX GOpPM, CTPYKTYPHI, A3BIKOBBIX KOHCTPYKITUI U ONepamnuid mo o0padoTKe, yUeTy H
XpaHEHUIO.

YauduuupoBanHasi cHcTeMa JOKYMEHTALMU CUCTEMa JOKYMEHTAllMH, CO3JaHHas 10 €JIMHBIM
npaBujiaM U TpeOOBaHMSAM, cojepkamias HHPOpPMAaLMI0, HEOOXOOUMYIO ISl YIpaBJICHUS B
onpezeneHHON chepe AesITeNbHOCTH.

YuunduumpoBannass ¢opma JOKYMEHTAa — COBOKYIHOCTh PEKBU3UTOB, YCTAHOBJIICHHBIX B
COOTBETCTBUM C pEIIAeMbIMU B JIaHHOM cdepe NesATeNbHOCTH 3aJayaMd M PaCHOJIOXKEHHBIX B
OTIpeIeIEHHOM TOPSIKe Ha HOCUTelNe HH(pOpMAaIHH.

YeraB — mpaBoOBOil akT, BKIIOYAIOMIMK B ce0si CBOJ MpaBWJI, YCTAaHOBJICHHBIX TOCYIApCTBOM WIIH
OpraHM3alMen, yUpeKICHUEM, IPEAIPUATHEM U PErYIHPYIOIIUX AEATEIbHOCTh 3TUX OpraHu3aluii,
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OPEANpUSTU WIM ONpENeNeHHbIX cdep YNpaBICHUS WIM XO3SHCTBEHHOM JESTENbHOCTU
(Berepunapsslii ycraB, CtpoeBoi ycTaB, JIMCHUIUIMHAPHBIN YCTaB, YCTaB OTKPHITOIO aKIIMOHEPHOIO
obmecTa, ycraB OOIIECTBA C OIPAHUYEHHOH OTBETCTBEHHOCTBIO, YCTaB TOCYAAapPCTBEHHOIO
YHUTApHOTO NPEINPUITHS U JIP.).

Yder apXMBHBIX JOKYMEHTOB — YCTAHOBJICHHE KOJUYECTBA U COCTaBa apXUBHBIX JOKYMEHTOB B
€MHUIIAX yuyeTa U (uUKcalys NPUHAAIECKHOCTH KaXJ0H EAMHUIIBI ydeTa K OIpedesIeHHOMY
KOMIUIEKCY M 00IEeMY UX KOJIMYECTBY B YUETHBIX JOKYMEHTAX.

YyeTHbIe JOKYMEHTbI apXHBA — KOMIUIEKC JJOKyMEHTOB YCTaHOBJIEHHON (GopMbl, (GUKCUPYIOIUX
IOCTYIIJIEHUE, BBIOBITHE, KOJIMYECTBO, COCTAB M COCTOSHHE ApXUBHBIX NOKYMEHTOB B €IUHUIAX
yderTa.

YupeauTeabHbI A0roBOpP — IMIPABOBOM aKT, B COOTBETCTBHU C KOTOPBIM CTOPOHBI (Y4pEIUTEIN)
0053yI0TCs CO3AaTh IOPUAMYECKOE JIULIO U ONPEACISAIOT MOPSANA0K COBMECTHOHN AEATEIBLHOCTU IO €TI0
CO3JaHHIO, PEOPraHU3alUK U JIUKBUIALNH.

dakcuMmuIe — BOCIPOU3BEJCHUE TEXHUUYECKHUMU CPEICTBAMU TOYHOIO H300pakK€HUs IMOMAIUCH,
TEKCTa, C/I€JIAHHOTO OT PyKH, KOIMS JOKYMEHTOB, IIOJTy4aeMbIX 110 (akcy.

Pusnyeckoe JIHLIO — TPAXKNAHUH, SBISIIOIMIMNACA YYaCTHUKOM T'PakKIaHCKUX IPABOOTHOLIECHUIN
(HocuTesneM rpakJaHCKUX MpaB U 00s3aHHOCTEH).

®oHIUpPOBaHNE TOKYMEHTOB — paclpe/iejieHue JOKYMEHTOB II0 apXUBHBIM ()OHIAM U apXUBHBIM
KOJIJIEKLIUSAM.

®oHn000pazoBaTesib — OPUINYECKOE WIH (U3NYECKOE JIMIO, B JEATEIBHOCTH KOTOPOTO
o0pasyeTcs JOKyMEHTaJIbHBIN (QOHI.
®DoHJ MNOJb30BAHUS — COBOKYMHOCTh KONHMH apXMBHBIX JOKYMEHTOB, IpEIHA3HAYEHHBIX IS

IIOJIB30BAHUSA BMECTO OPUTMHAJIOB C LIEIBIO NIPEAOTBPALICHUS UX U3HOCA.
DOHOTOKYMEHT — JIOKYMEHT, COJep’Kallluii 3BYKOBYIO MH(OpMALUIO, 3aUKCUPOBAHHYIO JIFOOOH
CUCTEMOM 3BYKO3aIUCH.

®opMHpOBaHHe [eJIa TPYNIIUPOBKA HCIOJHEHHBIX JOKYMEHTOB B JEIO B COOTBETCTBUU C
HOMEHKJIATYpOM €]l ¥ CUCTEMAaTU3alusl JOKYMEHTOB BHYTPH JI€a.

@opmyasp JOKyMeHTa — Ha0Op PpEKBU3UTOB OQHIHUAILHOTO MHUCHMEHHOTO JOKYMEHTa,
PacCIIOJI0KEHHBIX B OIPECIIEHHON MTOCIEN0BATEIbHOCTH.

®opmyasip-o0pas3en; JOKYMEHTa — MOJIENb IOCTPOEHUS JOKYMEHTa, yCTaHABIUBAIOILAs 00JacTb
npuUMeHeHus, GopMaThl, pa3Mepsl Hoieil, TpeOoBaHUS K MOCTPOCHUIO KOHCTPYKIIMOHHOW CETKU U
OCHOBHBIE PEKBU3HTHI.

D0oTOI0KYMEHT — M300pa3UTEIbHBIN JOKYMEHT, CO31aHHBIN (OTOrpauuecKuM criocoooMm.
XpaHeHHe apXMBHBIX JOKYMEHTOB — 00€CIEUeHHE PALMOHAIBHOTO Pa3MEIICHUSI U COXPAaHHOCTH
JIOKYMEHTOB.

IleHHOCTH apXMBHOIO /I0OKyMEeHTAa — CBOHCTBA apXMBHOTO JOKYMEHTa, OOYCJIOBJIMBAIOIINE €rO
KYJIbTYPHOE, HAy4HOE, DKOHOMUYECKOE, IIOJTUTHYECKOE 3HAUEHHE.

IlenTpanu30BaHHBI TOCYAapPCTBEHHLIH YyuyeT JOKYMeHTOB ApxuBHOro ¢ouaa Poccuiickoii
®enepanum — cucTeMa ydeTa JOKyMEHTOB ApxuBHoro ¢gonga PP B macmrabe obmactu, kpas,
pecnyOMKH, rocyiapcTBa B II€JIOM, OCHOBaHHas Ha COCPEIOTOYEHHM B OpraHax YIpaBICHUs
apXMBHBIM JI€JIOM CBEJCHHUN O KOJIMYECTBE, COCTaBE ApXMBHBIX ()OHJOB U KOJUYECTBE €IUHMIL
XpaHEHUsI.

HupkyasipHoe NUCBMO — IIMCHMO, HAIIPABICHHOE U3 OJHOI'O NCTOYHHKA B HECKOJIBKO aIPECOB.
YepHOBOH AOKYMEHT — DPYKONHCHBIA HJIM MAIIMHONMMCHBIA JOKYMEHT, OTpaKarouui paboTy
aBTOpa WIX PEAAKTOPA HaJ €T0 TEKCTOM.

IITaTHOE pacnucaHue — MPABOBOM aKT, YCTAHABIMBAOIINHI ITATHYIO YACICHHOCTh OPTaHU3alINH,
COCTaB JOJLKHOCTEH U pa3Mep OILIaThl TPYIa.

JKCNeAnnHs — CIEeHUAIbHBIN annapaT yupesKAeHus 1j1sl IpueMa JJI0KyMEHTOB.

JKCNepTH3a LEHHOCTH AOKYMEHTa — OTOOp JOKYMEHTOB Ha TOCYAAapCTBEHHOE XPAHEHUE WU
YCTaHOBJICHHE CPOKOB UX XPAaHEHHS Ha OCHOBE IIPUHATBHIX KPUTEPUEB.

IKCNEePTHbIE KOMUCCHH — TIOCTOSIHHO AEHCTBYIOIIME KOMUCCUM Ul OPTaHU3alMU U NPOBEJCHUS
9KCIEPTU3bl LIEHHOCTH JOKYMEHTOB, 0TOOpa M MOATOTOBKU HMX Il NEpefadyd Ha roCyAapCTBEHHOE
XpaHEHHE, a TaK K€ JJIs KOHTPOJIA 33 NPaBUIbHOCTBIO OTHECEHH JOKYMEHTOB K Pa3IM4YHBIM JejaM
Y OKa3aHUS METOAMYECKON IMOMOIIH B IIPOBEIEHUH DKCIIEPTU3BI LIEHHOCTH JOKYMEHTA.
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FOpuauueckasi cuja JOKyMeHTa — CBOHCTBO OQHIMAIBHOTO JOKYMEHTa, COO00IIaeMoe emy
JNEHCTBYIOIUM 3aKOHOJIATENIbCTBOM, KOMIIETEHIIMEH H3JIaBLIEr0 €ro opraHa M YCTaHOBJICHHBIM
MOPSAIKOM O(OPMIICHHUS.

IOpuanyeckoe U0 — yupexaeHHE, TPEINPUIATAE WIM OpraHU3alMsl, BHICTYNAIOIINE B KAYeCTBE
CaMOCTOSITENTLHOTO HOCUTEJIS TPaKJIAHCKUX MPaB U 00S3aHHOCTEH.

7. ®OHJl OHEHOYHBIX CPEJACTB AJIs1 IPOBEJAEHUSA TEKYIIETI'O KOHTPOJIA
U TPOMEXYTOUHOM ATTECTAIIMM OBYYAIOIIUXCA 10 JUCHHUILIMHE

(MOJZIYJIIO).

Ilacnopm ¢ponoa oyenounwvix cpeocme

IInanupyemsie pe3ybTaThbl 00ydeHUS DOC DOC
DopmupyeMble (TIoKa3aTeny JOCTHKEHHS 3aJaHHOTO yPOBHS JJISl TEKYIIero s
KOMIIeTeHI[HH OCBOEHHS KOMITCTEHIIHH) KOHTPOJIS NMPOMEKYTOYHOIT
aTTecTaluu
YK-2 BH/IbI YIIPABICHUECKOU Tect Bomnpocs! k
Cnocoben JIOKYMEHTAIIIH COBPEMEHHOM 3a4éry ¢
OTpeNieNaTh Kpyr OpraHu3aIiK; 0COOEHHOCTH OIIEHKOI1.
3a/1a4 B paMKax JIOKyMEHTHUPOBaHUS
MOCTaBJICHHOH HETH yIpaBIeHYECKOH NesTeTbHOCTH B
U BBIOUpATh cepe roCTHHUYHOTO CepBHCA U
ONTHMaJIbHbIC 3HaTh WHIyCTPHH TOCTETIPHUMCTBA,
CrocoOBI UX YK-2-31
peLICHUs, UCXOAS U3 TpebOBaHuUs K ITOJTOTOBKE,
JEWCTBYIOIINX COCTaBJICHHUIO U 0(OPMIICHHIO
MPaBOBBIX HOPM, OCHOBHBIX BHJIOB JOKyMCHTOB B
MMEIOIINXCS WHIyCTPHH TOCTETIPUAMCTBA,
pPEeCypcoB u YK-2-32
OTpaHHYCHHIA; pa3spabaThiBaTh, COCTABJIATh U Pedepar,
0 OPMIISITH OCHOBHBIE BUIBI U JIOKITaj-
Pa3HOBHUIHOCTH yNPABICHUYECKUX Mpe3eHTaus
JIOKYMEHTOB, BO3HHKAIOIINX B
JIeSITeIbHOCTHU MPEIIPHUATHI U
YUpEXKACHUN TypU3Ma;
YMmernb YK-2-¥1
MPUHAMATH TPaBUIIbHBIC PELICHUS,
B TOM YHCJIC YIIPaBJICHYECKUE, U
OCYIIECTBIISITH BCE BUJIBI
npodeccHoHANBHOM NeITeIbHOCTh
Ha OCHOBE HOPM IIpaBa;
YK-2-¥2
HaBbIKaM1 pabOThI C Pa3HBIMU [MpakTryeckne
BUJIaMH JJOKYMEHTOB U UX 3a/1aHAA
MPUMEHEHHUS B MPOdhecCHOHATEHON
JIESITETTHHOCTH;
YK-2-Bl
Baagers HaBbIKaMU CaMOCTOSITEIIbHOM
MOJITOTOBKH, COCTABIICHHUS U
odopmIIeHHSsT OCHOBHBIX BHJIOB
JIOKyMEHTOB B UHIyCTPHH
TOCTENPUHMCTBA,
YK-2-B2
MK-3 OCHOBHBIEC Hay4HBIE U Tecr. Bonpocsl k
Cnocoben MpaKTHYEeCKUe po0IeMbl 3a4€Ty.C OLIEHKOM
UCTIONIb30BaTh OpraHM3aIiK JJOKYMEHTalMOHHOTO
HOPMaTHBHYIO 3HarTh obecrieueHns yrpaBicHHS B
JOKYMEHTAIHIO MO WHIyCTPHH TOCTETIPUNMCTBA,
Ka4ecTBY IIPOLIECCOB HOPMAaTHBHBIC JOKYMEHTEHI MO
OKa3aHUsl yCIyT B Ka4eCTBY, CTAaHAAPTH3ALUH U
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nu30paHHOl chepe

npodeccnoHaTLHOMI

JesATeIbHOCTH,
CTaHJAPTU3ALUH U
cepTUUKAIIH
HHIYCTPUH
TOCTEIIPUUMCTBA

I1K-3-31

cepTH(UKALNU TypPIIPOAYKTa;

ITK-3-32

cBOEOOpa3ue OpraHu3aIiy padoTHI
¢ JOKYMEHTaMH B TypU3Me 1 X
3aBUCUMOCTbB OT Pa3BUTHS
CHCTEMBI JIeJIONPOHU3BOJICTBA;

YMmern IIK-3-Y1

OPTaHHU30BBIBATh CIIYXKOY
JIETIONPON3BOICTBA M PabOTy ee
COTPY/IHHUKOB B yUPEKICHUH,
OpraHM3aIliK U Ha MIPEANPUATHN
WHJIyCTPHH T'OCTENPHUHUMCTBA,

cdepe UHIYCTPHU
TOCTEIPHUMCTBA,;
[K-3-Y2

MPUMCHATH Ha IPAKTUKE
HOPMAaTUBHYIO JOKYMCHTALUIO B

Pedepar,
JIOKJIa -
Npe3eHTalus

OpFaHHSaHHOHHOﬁ u

Baanernb I1K-3-B1

METOAAaMH M TEXHOJIOTHEH
00paboTKN JOKYMEHTOB Ha
OCHOBE HCIOJIb30BaHUS CPENCTB

BBIYUCIIUTEILHOMN TCXHHUKH,

IPEAIPUATUY;
I1K-3-B2

MPpaKTUYCCKUMU METOJaMU
OpraHu3anuu JOKYMCHTAIIUOHHOT'O
oOecrieyeHns yrnpaBieHUs Ha

[IpakTnueckue

3alaHuA

Onucanue nokazameneu u Kpumepuee OuéHUuBaHun Komnemenuuﬁ Ha paA3JILYHbIX

imanax ux ¢opmupoeauuﬂ, OonucaHue wKal oueHueanuA

KpnTepnn OllcHUBaHUSA pe3y/ibTaTOB

®opmupyemast
IInanupyembie pe3ybTaThl 00y4eHUs o0y4eHust
KOMIETEeH U
2 3 4 5
YK-2 BUJIbI YIIPABJICHIECKOI
CrocobeH JOKYMEHTAI[H COBPEMEHHOU
OTIPEeNIeNATh KPyT OpTaHU3aINH; 0COOCHHOCTH
3a7a4d B paMKax JOKYMCHTHPOBaHHS
MOCTaBJIEHHOM yIpaBJIeHYECKON
eI ¥ BEIOUpaTh JeSITeIPHOCTH B cepe
ONTUMAJILHBIC TOCTHHUYHOTO CEpPBHCA U YactuaHo
) He 3naer 3Haer OT1nu4aHO
CIOCOOBI UX 3narhb WHJIYCTPUH T'OCTEIIPUUMCTBA; 3HAET
3HaeT

pENIeHNs, UCXOIS YK-2-31
13 TEHCTBYIOIINX TpeGOBaHUS K ITOATOTOBKE,
MIPABOBBIX HOPM, COCTaBIJICHHUIO B 0(POPMIICHHIO
HMMEFOIUXCS OCHOBHBIX BUJIOB JIOKYMEHTOB
pecypcoB u B HHIYCTPHUH
OTrpaHUYEeHUil; rOCTENPUUMCTBA;

YK-2-32

pa3pabaTbIBaTh, COCTABIIATH H

0OPMIISITE OCHOBHEIC BUIBI H

Pa3HOBHUIHOCTH

TIpaBJIEHYECKUX TOKYMEHTOB
ynp Y ’ YacTtrnaHo CBoboaHO
BO3HUKAIOUIUX B He ymeer Ywmeer
YMmernb . ymeer yMeeT

JIESTEIILHOCTH MPEATNPUITHI U

YUPEKICHUN TypHU3Ma;

YK-2-V1

MIPUHUMATD TIPAaBUIbHBIC

pemeHns, B TOM JHUcIe
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yIpaBJeHYECKHE, 1
OCYILECTBIISTH BCE BUABI
po¢eCCHOHATBHOM
JeATENFHOCTh Ha OCHOBE HOPM
npaBa;

YK-2V2

Baagernb

HaBBIKaMH pabOTHI C Pa3HBIMU
BHIIAMHU TOKYMEHTOB U UX
MPUMEHECHUS B
poeCCHOHATBHOM
JIeSITEILHOCTH;

YK-2-B1

HaBBIKAMHU CAMOCTOSITEIbHOMN
MIOJITOTOBKH, COCTABIICHUS U
oopMIIeHNST OCHOBHBIX BUAOB
JOKYMEHTOB B HHIYCTPHHA

TOCTENPUHUMCTBA;
YK-2-B2

He BmaneeTr

YacTuyHo
BJIaJICET

Bnageer

CBoboaHo
BJIaZiceT

K-3

Cmocoben
HCIIOJIb30BaTh
HOPMaTHBHYIO
JIOKyMEHTAIHIO
0 KauecTBY
MPOLIECCOB
OKa3aHus yCIyT B
n3bpanHoi chepe
npodeccroHansH
Ol IeATEIBHOCTH,
CTaH/IapTU3ALNT
U cepTH(OUKATU
HHIyCTPUH
TOCTENPUUMCTBA

3HarnL

OCHOBHBIC HaYYHbIC U
MpaKTHYECKUE TPOOIEMbI
OpraHu3aluu
JIOKYMEHTAI[MOHHOTO
obecrieueHus! ynpaBIieHUs B
HHIYCTPHUH TOCTEIPHUUMCTRA,
HOPMATHBHBIC IOKYMEHTHI 110
KaueCTBY, CTAHIAPTHU3AIUH 1
cepTU(UKALNYU TYypPIPOAYKTa;
I1K-3-31

CBOCO6paBI/Ie OpraHm3anuun
pa6OTLI C JOKYMCHTAaMHU B
TYpU3ME U UX 3aBUCUMOCTDb OT
Pa3BUTHA CUCTECMbI

JIENOTIPOU3BO/ICTBA;
MK-3-32

He 3naer

YacTtuyHo
3HACT

3Haer

OTIUYHO
3HAET

YmMmernb

OPraHU30BbBIBATH CIIYXKOY
JIeTIOTIPOM3BO/ICTBA U PaboOTy
€e COTPYIHUKOB B
YUYpCKACHUU, OpTraHU3allun U
Ha IIPEANPUATUN UHAYCTPUU
FOCTerI/IHMCTBa;

IK-3-Y1

TIPUMEHSATH Ha PaKTHKE
HOPMAaTHBHYIO
JOKyMEHTaIHIo B chepe
WHTyCTPUH
TOCTENPUHUMCTBA;
MK-3-¥2

He ymeer

YacTtuyHo
yMmeer

Ymeer

CBo060aHO
ymeeT

Baagernb

METOJaMHU U TEXHOJIOTHEH
00paboTKH JOKYMEHTOB Ha
OCHOBE HCII0JI30BaAHHUS
CpEACTB OpraHU3allMOHHON
M BBIYUCIUTEIbHOU
TEXHUKH;

TIK-3-B1

MIPAKTUIECKUMHU METOIaMH
OpraHM3aIin
JOKYMEHTAIHOHHOTO
oOecrieyeHuns ynpasJieHUs Ha
TIPEAIPUSTHY;

I1K-3-B2

He Bimapneer

YacTtuyHo
BJAJICET

Bnaneer

CBo6oaHO
BJIaJIEET
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7.1. ®OC pjist npoBeieHUs TEKYLIero KOHTPOJIS

7.1.1. 3aganus Qs ONEHKH 3HAHUH

Tect Nel
YK-2 -31, YK-2 - 32, IIK-3 - 31, I[IK-3 - 32

1. Yto Takoe TOKYMEHT?

-9T0 KaKol-MO0 MaTepHalIbHBIN HOCUTEIb ¢ HHPOpMAIIHEH, KoTopast 00IaaeT
OTpe/ieIecHHBIMA PEKBU3UTAMU;

- 910 OyMaKHBIH JIMCT C HAHECEHHBIM Ha HETO MEYaTHBIM TEKCTOM;

- DTO 00BEKT MAaTepUAIBHOTO MUPA, KOTOPBINA COJIEPKUT KaKyI0-1100 HHPOpMAIIHIO,
HE00X0IUMYIO 715l pabovero mporecca.

2. Undopmanius, kKoTopasi HMEET CTPYKTYPY U COACPKUTCS HAa HOCUTENE — 3TO:

+ TOKyMEHTHUpOBaHHas UH(OpMaIUs;

- oUIUANbHBIN TOKYMEHT;

- IJIOIIPOU3BO/ICTBO.

3. llepenaua undopmanuu, KOTopasi COACPKHUTCS B TIOKYMEHTE, B IPOCTPAHCTBE U BPEMEHU —
3TO:

-KOMMYHUKaTUBHasl (YHKIUS JOKYMEHTA,

- connanbHas GyHKIUS JOKYMEHTA,

- IoJIUTUYecKask PyHKIIHS TOKYMEHTA.

4. Kakoit u3 yKa3aHHBIX JJOKYMEHTOB IPHOOPETAET MPABOBYIO (DYHKITUIO HA OTIPEIeICHHBIN
MPOMEKYTOK BPEMEHHU:

-IIpoTokoun 3aceianus aTTeCTallMOHHON KOMHCCHH;

- 3aKkoH;

- [InarexxHoe mopyueHue.

5. B yem 3aknrodaercs aTpuOyTUBHOCTH TOKyMeHTa?

-B Hanuuuu B TOKyMEHTE JBYX COCTABISIOMMX (MaTepHATIbHON U MH(DOPMAIIMOHHOM), 6€3
KOTOPBIX OH CYILIECTBOBATh HE MOXKET;

- B ero npenHazHaueHHOCTH AJIs IEpeJauy B IPOCTPAHCTBE U BPEMEHH;

- B TecHOI1 B3aMOCBSI31 €r0 OT/IEJIbHBIX 3JIEMEHTOB U MOJICHCTEM, KOTOPbIE 00€CIIEUNBAIOT €T0
I[EJIOCTHOCTh U COXPAHEHUW CBOMCTB MPHU PA3TUYHBIX BHEITHUX U3MEHEHUSX.

6. CriocoOHOCTh IOKyMEHTa MOBJIeYb 32 COOON MPAaBOBBIE MOCIEACTBUS — 3TO €r0:
-[OpUUYecKasl CUa;

- OpUINYECKasi 3HAYUMOCTh;

- TOCTOBEPHOCT.

7. Konus 1oKymMeHTa — 3T0:

- OK3EMILISAP, KOTOPBIN MOTHOCTHIO MOBTOPSAT COAEpPKAHHUE MMOATMHHUKA;

- IOBTOPHBII IK3EMILISP MOATMHHUKA;

- €ro dJeKTpoHHas (hopma.

8. O0s3aTeNbHBIN 27IeMEHT 0OPMIICHHSI IOKYMEHTA HAa3bIBACTCS:

-pEKBU3HUTOM;

- (hopMmyIsIpOM;

- 00pazIom.

9. PexBU3UT, KOTOPBIN (PUKCHPYET pelieHue Juia (corjacue Wi Hecoriacue) 1o noBoay
coJiep’KaHusl JOKYMEHTa, Ha3bIBAaeTCs:

- BU30M;

- rpudom;

- pE30JIIOLIUEM.

10. Pe3omtonmst opopmisieTcs:
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-Ha CaMOM JJOKYMEHTE WM Ha OTJEIbHOM JIUCTE;
- TOJIPKO HA CAaMOM JIOKYMEHTE;

- TOJILKO Ha OTJCIBHOM JIUCTE.

11. Ot kakoro auia u3naraercs TeKCT NpOTOKoJia?

-OT TpeTbhero uila MHO)KECTBEHHOTO YHCIIA;

- OT TpeThero JauIa eAMHCTBEHHOTO YHCIIA;

- OT nepBoro Juia MHOXKECTBEHHOT O JIUIIA.

12. Kakue ycTaHOBJIEHBI CTaHAapTHBIE (OpMAaTHl OJIAHKOB JTIOKYMEHTOB?

-Ad u A5;

- ASu A3;

- Tonbko A4.

13. JIeBoe 1moJjie TOKYMEHTa JOJKHO OBITh HE MEHEE:

-20 mM;

- 30 Mm;

- 10 mm.

14. Kakoit 1OKyMeHT opraHu3aluu Hellb3sl 0pOpMHUTH Ha o01IeM OaHke?

-ITuceMmo;

- IIpukas;

- Otuer.

15. Kakoit pekBU3UT OpraHU3allMOHHO-PACTIOPSIAUTEIHHOTO JOKYMEHTA SIBJISIETCS [TEPEMEHHbBIM?
-Jlata noKymeHTa;

- HaumeHoBaHue opraHu3aiuy,

- Kox hopmer nokymenra.

16. ITpu kakom BapuaHTe 0()OPMIICHHS PEKBHU3HUTA 3ar0JIOBOYHAS YaCTh OJIaHKA MTPOJIJIEBACTCS 110
IPaHHULbI IPABOTO MOJs?

-IIpu npononabHOM;

- [Ipn neHTpUpOBaHHOM;

- [Ipu ¢pnarosom.

17. Takol peKBU3UT KaKk SMOJIeMa OpraHu3aIiu:

-HE MOKET OBITh pa3MellleH Ha OJaHKe JOKYMEHTa, €ClId Ha HeM yke uMeercst repd PD unu repo
oHOTO U3 cyonekTa Pd;

- MOXET 3aMEHSTh PEKBU3UT HAMMEHOBAHUS OpraHu3alluy;

- pa3MeIaeTcs B HIHKHEM T0JIe JOKYMEHTA.

18. Kakoit 3 yka3aHHBIX pEKBH3UTOB XapaKTepPEH TOIBKO [l OaHKa CIy>KeOHBIX mrceM?
-CnpaBoYHbIE JaHHbIE 00 OpraHU3aluu;

- Kox hopmbl nokymeHTa;

- HaumeHoBaHue Bua JOKYMEHTA.

Tect Ne 2

YK-2 -31, YK-2 - 32, [1K-3 - 31, T[IK-3 - 32

B xaxoMm mopsiike opopMIIsieTcst aapec B MEXXTYHAPOIHON Tiepenucke?

-Ums u pamunus agpecara, 1oM, yauna, mrat (rpagcTBo), HOYTOBBIA HHAEKC, CTPaHAa;

- mst m hammmst anpecara, MOYTOBBIM WHACKC, CTpaHa, Topo (ITaT, rpadCTBO), YU, I0M;
- ms u pammnust agpecara, ctpaHa, ropo (Irat, rpad)cTBo), YIULA, TOM, TOYTOBBINA HHJIEKC.
2. YUTo U3 yKa3aHHOTO HE COACPKHUT B ceOe pe30TroIus?

- CnoBo «YTBepKIaI0»;

- CozepxaHue NOpy4eHUS;

- QaMUIIMIO U MHUIUAJIBI UCTIOTHUTEIIS.

3. Ha xkakoMm ¢opmare O61aHKa TOKyMEHTa MOYKET OTCYTCTBOBATh 3aroJIOBOK?

-AS;

- A4;

- 3aroJI0BOK SBJISIETCS 0053aTENbHBIM PEKBU3UTOM IS JTI000T0 popmaTa GI1aHKOB.
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4. Ecnu K TOKyMEHTY UMEETCSl HECKOJIBKO MPHIIOKEHNUH, TO OHU:

- HyMepyroTcs nocie ciaosa «lIpunokeHne» nox Tekcrom;

- IEPEYUCIIIIOTCA YEPE3 3aIATYIO I10CIIE TEKCTA;

- HUKaK He 0003Ha4ar0TCs, a IPOCTO NMPUIIAral0TCsl K OCHOBHOMY JIOKYMEHTY.

5. Ecnu nepen AOIKHOCTBIO B KOHIIE JOKYMEHTa PYYKOM CTaBUTCS KOCast 4epTa, IPUIUCHIBACTCS
«U1.0.» U CTABUTCS MOANUCH HE TOTO JIMLA, JaHHBIE KOTOPOI'0 PacuIM(pPOBAHbI, TO TAKOH
JIOKYMEHT;

- TEPSIET CBOIO IOPUANYECKYIO CHILY;

- UIM€EET TaKYI0 K€ FOPUIANYECKYIO CHILY, YTO U IOANHUCAHHBIN JOJKHOCTHBIM JIML[OM, Ybs
pacun@poBKa yKazaHa;

- siBJIsieTCs (hasIbCU(PUKATOM.

6. Ha kxakoii 4aCcTH KOIIMH OTIPABJISIEMOI0 JOKYMEHTA IPOCTABIIAETCS BU3a?

-B HI>KHEN 4acTH JTULEBOUM CTOPOHBI;

- B HmxHelt yactu 000pOTHOM CTOPOHBI;

- B BepxHel yacTu JIMIEBOM CTOPOHBI.

7. YTo MOHMMAETCS IO MUTPALMEN 2JIEKTPOHHBIX JOKYMEHTOB?

-MIx nepemMenienue u3 ogHON MHPOPMALIMOHHOIN CUCTEMBI B IPYT'YIO IIPH COXPAHEHUU UX
JIOCTOBEPHOCTH, LIEJIOCTHOCTH, ayTEHTUYHOCTH U IPUTOJAHOCTH VISl aIbHEUILETO
UCIIOJIb30BaHN,

- VX nmepemeltieHue ¢ 0JHOTO HOCUTENIS Ha JPYroi Wiy KOHBepTalus B Apyroi gpopmar;
- lIX nepBrYHas IpoBEpKa IPH MOCTYIUICHUH B OPraHU3aLHIo.

8. IIOTHOCTE JOKYMEHTOIIOTOKA OIPEAEIIACTCA:

- COOTHOIIICHHEM YHCIIa JOKYMEHTOB, KOTOPBIE MTPOXOIST Yepe3 KOHKPETHBIHN IMMyHKT 00paboTKH,
K €JUHHIIE BPEMEHH;

- COOTHOLIEHHEM KOJIMYECTBA JOKYMEHTOB, IOCTYHUBIINX B OPraHU3AIMIO, K AHAJIOTHYHOMY
MIOKA3aTeIIIo 3a MPOLLIEIIINI IIEPUOL;

- Yucnom 00paboTaHHBIX OpraHu3alyeld JOKYMEHTOB 3a BCE BPEMs €€ CYLIECTBOBAHMUS.
9. Yto nogHMMaeTcs 1Ol ayTEHTUYHOCTBIO JIEKTPOHHOTO JOKYMEHTA?

-["apaHTHs COOTBETCTBUSA MIEKTPOHHOIO JOKYMEHTA 3asBICHHOMY;

- OTcyTCTBHE IPABOK B TEKCT JEKTPOHHOIO JOKYMEHTA IIOCIIE €0 CO3JaHus;

- Bo3amMoxHOCTB B 110001 MOMEHT YCTaHOBUTH MECTOHAX0K/IEHUE TOKYMEHTA U BOCIIPOM3BECTH
ero.

10. JlIokyMeHTaIIMOHHOE 00€CTIeUeHnEe YIpaBiIeHUs — 3TO:

-IESITETIbHOCTh, KOTOpast UMEeT CBOEH 11eIbI0 00ecTIeUnTh (DYHKIIMU YIPABIEHHS JOKYMEHTaMU;
- IESITEJIbHOCTh COOTBETCTBYIOLIUX JIMIL 110 IOKYMEHTOOO0POTY, TOKYMEHTHPOBAHHUIO,
OIEpaTUBHOMY XPaHEHHIO, a TAK)KE UCIOIb30BAaHUIO JOKYMEHTOB OpraHU3aluu;

- IESITEJIbHOCTh pAOOTHUKOB KaHLESIPUHU IO PETUCTPALIMU BXOJAIIEH U UCXOASIIEN
KOPPECIIOHICHLIUH.

11. Yrto U3 yKa3aHHOTO HE MOXKET SABJIATHCS MOJITMHHUKOM JOKYMEHTA?

-Konus noxyMeHTa B 3JIEKTPOHHOM BUJE;

- [IepBblii SK3EMILISAP TOKYMEHTA;

- EAMHCTBEHHBIN 3K3EMIUISIP JOKYMEHTA.

tecT 30. Kakoro Buja ne4yatu He CylecTByer?

-YHUBEPCAIILHOM;

- repOoBOI;

- IIPOCTOM.

12. Kakoii U3 nmepeyncaeHHbIX JOKYMEHTOB HE OTHOCHUTCS K TPYNIE OPraHU3alMOHHBIX?
-Ciry>xeOHO€ MUChMO;

- YupenurtenbHbIN JOTOBOP;

- [llTatHOE pacnucaHue.

13. B xakoM mpaBOBOM aKTe COJIEPHKATCA MPABUJIA TEX UM UHBIX CTOPOH JAEATEIbHOCTH
opraHu3aiuu?
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14. B xakux JOKyMEHTaX COJIEp>KaTCs IOPUIUYECKU BIACTHBIE MPEANUCAHUS CyOBEKTOB
WCIIOJIHUTEJIbHON BIIACTU?

-B pacnopsauTenbHbIX;

- B opraHn3aninoHHsIX;

- B cripaBouHO-UH(DOPMALIMOHHBIX.

15. JIokyMeHT, KOTOPBI 0OPMITSIETCS MTOJTYIaTEIeM CAMOCTOSATEIHHO MOCIIE TIPOCTYIIINBAHUS
€ro CoJep>KaHusl yCTHO M0 KaHainaM TelaeOHHOI CBsI3U, HA3bIBACTCA:

-Teneonorpamma;

- Tenerpamma;

- [IpoTokou.

16. B xakoM IpOTOKOJIE MOTHOCTHIO 3aMMCHIBACTCS BECh X0/ 3acCeAaHUs?

-B crenorpaduueckom;

- B kparkowm;

- B monnowm.

17. C xako# 1eNbl0 COCTaBISAETCS MHUIIMATUBHAS JOKJIaHAs 3amucKka’?

-C uenbio moOyXaeHus ajpecara COBEPIINTh KaKoe-Tn0o IeHCTBHE;

- C uenpio nHGOPMUPOBAHUS PYKOBOAUTEIS O X0JI€ TIPOIIECCa;

- C nienbio nHOOPMUPOBAHUS PYKOBOIUTEISI O X0JI€ UM Pe3yIbTaTaX BBIMOJHEHUS PaOOTHI.
18. B kakoM JTOKyMEHTE COAECPKHUTCS MOATBEPKICHUE WIH OMMCAHNUE KaKUX-THO00 (PakToB TUO0
cOOBITHI?

<< >> 20 I

CIIPABKA

Jlana uis npe/icTaBieHus

I'nas. Bpau Jley. Bpay4
3.372 7. 10000 13.2.2002 .
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AspexTopy
000 3K
3%00)

oT

{(Pmazz, Huz, OmecTs0)

SazensHus

IIpomy MPaIOCTAREMTE MHE JOMOITHMTSILHEDL EBDIOIHOM J2HE 023 COXPaNSHNT SapadoTHOM Iza-

TEI E KOJIMYIECTES «___» AHSM C «__» 20 r. mo«__» 20_r.
«_» 200 = Ioxrmucs
HAHUMEHOBAHHE OPIFAHH3AILIHH
Komy
(doaxcrocme u O.H.O. pyrosooumers wwe O.H.O. compyonuxa u nassanue omoeia opeanusau)

CAYAKEBHAJS 3AITMCKA

B casn ¢ npoury

(OoAMCHOCTTS 1 HATEAHUE OMOECIA OPIARUIANUN) (noonucs) (B H.O. compyouuxa)

(KOHMAKMHBG MeIeHon)

Kpurtepun onenkn recra:

- eclii O0YyYaroIUiACsT BBITIONHSAET MPaBWIbHO 10 50% TEcTOBBIX 3adaHUi, TO €My

BBICTABJISICTCA OLICHKA «HCYAOBJIICTBOPUTCIILHO»,

- ecnu OOyYaroUIUiCs BBIMOJHSAET MpaBWIbHO S51-75% TECTOBBIX 3a/laHMl, TO €My

BBICTABJISICTCA OLICHKA «YIOBJIICTBOPUTCIILHO»,

- ecnu OOyYarOIIMICS BBIMIONHSACT MPaBMWIBLHO 76-89 % TECTOBBIX 3aJaHHil, TO €My

BBICTABJISICTCA OLICHKA «XOPOIIO»;

- ecn oOydaromuiicsi BeIMONHsIET mpaBwiibHO 90-100 % TecTOBBIX 3adaHHil, TO eMy

BBICTABJIACTCA OLICHKA «OTJIHYHO».
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7.1.2. 3agaHus 11 OEHKHU VMEHU I

Dopmupyemasn Kon 3aganne
KOMIleTeHIUsl pe3yJibTaTa
o0yueHust

YK-2 YK-2-V1 TeMsl pedepaToB, T0KIa10B-NIPe3eHTANMI

CnocobeH onpenensiTh 1. JlokymeHTaIMOHHOE 00ECIeYeHUs! YIIPaBICHUS KaK HayqHas

KpYT 3a/1a4 B paMKax JUCIUILUIMHA: (POPMUPOBAHUE, TIPEIMET, METO/IBI, COJIEpKaHHE 1

MOCTaBJIEHHO LIeNu 1 B3aUMOCBSI3b C IPYTUMHU JAUCIHATUINHAMH.

BBIOMPATh ONTHUMaJIbHBIC 2.Ponb «10KkyMeHTa» B COBpEMEHHOM o011ecTBe ((hyHKIUH

CIOCOOBI UX peIleHHS, JOKyMEHTA).

UCXOAs U3 IEUCTBYIOIIMNX 3.IIpaBoBoii, ynpaBiIeHIECKHIA U HCTOPHYCCKUI ACTICKTHI B

MPaBOBBIX HOPM, MIOHATHU «TOKYMEHT).

MMEIOIINXCS PECYPCOB H 4. VladpopmMannoHHas CYIIHOCTh JOKyMEHTA.

OTrpaHUYEHUl; 5.YpasieHre JOKyMEHTalEeN B COBPEMEHHBIX YCIOBUSX.
6.JI0KyMEHT KaK CPEe/ICTBO peaim3anni GyHKINI yIpaBIeHUS.
3HaveHue, cocTaBlIeHNE U 0(OPMIICHIE PE30JIIOINHI Ha
JOKyMEHTE.
7.CBoiicTBa 1OKyMeHTa (IOKyMEHTHast HH(POPMAIIUI: eMKOCTb,
MIOJIHOTA, OCTOBEPHOCTh, CBOEBPEMEHHOCTH U OOBEKTHBHOCTB).
8.CrocoObI 1 0COOEHHOCTH JJOKyMEHTHPOBAHHSL.

YK-2 -y2 Tembl pedepaToB, J0KJIAA0B-TIPEe3eHTALUN

1..TexcToBOE TOKyMEHTUPOBAHHUE: PAa3BUTHE, HA3HAUCHUE U

00J1acTh IPUMEHEHHUS.

2.90T0- 1 KHHOJOKyMEHTHPOBAaHHUE: Ha3HaYEHUE U 00/1aCTh

MIPUMEHEHNS.

3. Texanueckoe TOKYMEHTHPOBAHUE: 3HAUCHHUE W BUJIBI

JIOKYMEHTOB.

4.DoHOIOKYMEHTUPOBAaHKE: BOSHUKHOBEHHUE, Pa3BUTHE U

0o0nacTh MPUMEHEHHUSI.

5.IIpu3HaKku JOKyMEHTa.

6.Bo3HNKHOBEHHE U Pa3BUTHUEC CUCTEM JOKYMCHTAILIUU.

7.YuuuupoBaHHBIC CUCTEMbI JOKYMCHTAIHH.

8. Yuudukamus Texcra JOKyMeHTa (THIIOBbIE, TpadapeTHbIe

TEKCTHI, TAOTHUIIBI, aHKETHI, Tpa-(QUKH, THATPAMMEBI).

7.Cpasuaurenbbiit aHanu3 [OCT P 6.30-2003 u panee

JIECTBOBABIINX HOPMATHBHBIX akTOB B obmactu OP/I.
MK-3 IK-3-VY1 TeMbl pedrepaToB, 10KIa10B-NIPe3eHTALMI
Cnoco0eH HCIoIb30BaTh 1.TekcToBBIE JOKYMEHTBI: CIIOCOOBI CO3JJaHusl, IPUIAaHHE

HOPMATUBHYIO FOPUINYECKON CUJIBI.

JIOKyMEHTAIIUIO 110 2. YOpunudeckasi cuiia — OCHOBHOE CBOMCTBO CIIYK€OHOTO

Ka4ecTBY IIPOIIECCOB JOKyMEHTa.

OKa3aHus yCIyT B 3. Mcnonb3oBaHne HOBBIX, COBPEMEHHBIX TEXHOJIOTHH B

n30paHHO cdepe JIOKyMEHTHUPOBAHHUH AEATEILHOCTH OPTaHU3aLNH, IPEITIPHATHS,

npodeccroHabHOM (bupMEL.

JIeSTeIIbHOCTH, 4.JlokyMEeHTBI Ha HOBEHIIINX HOCUTEJISIX HH(OpMAILUK: 00J1acTh

CTaH/apTU3aLIUH U MIPUMEHEHHUS ¥ IPUJIaHNAE FOPHITUECKOM CHITBI.

cepTUHUKAINN 5.IIpaBoBoe perynupoBaHue ynoTpedbiaeHns repOooBoil CHMBOINKA

WHIYCTPUH Ha AokymeHTax. [IpaBuna oopmiteHusT peKBU3UTOB

TOCTEITPUUMCTBA “T'ocynapctBennslii repd Poccuiickoii @eneparun”, “I'epd cyos-
exta Poccuiickoit @enepamnyn’.
6.PernamenTanus mpoueccoB TOKYMEHTHPOBAHUSI.

7. IlpaBoBoe perynupoBaHue apxuBHOTO fena B Poccun. (3 ot
27 okts10pst 2004r.«O06 ap-xuBHOM 1eie B PDy)
MK-3-VY2 TeMmsl pedepaToB, J0KIa10B-NIPe3eHTANNI

1.IlpaBoBoe perynupoBaHne JOKYMEHTHPOBAHUS KaJpOBOH
JESITeIbHOCTH.

2.IIpaBoBO€ peryaupoBaHUE JOKYMEHTUPOBAHUS ACSITEIbHOCTH
roCyJapCTBEHHBIX YUpexKae-HUM.

3.IIpaBoe perynupoBaHue JOKYMEHTHUPOBAHUS JESTEIbHOCTH
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HEKOMMEPUYECKHX OpTraHH3aLHH.

4.IIpaBoBO€E pEryIupoBaHNe JOKYMEHTHPOBAHHUS AESTEIbHOCTH
KOMMEPYECKUX OpraHU3aIuil.

5.IlpaBoBo€ peryaupoBaHNe JOKYMEHTHPOBAHUS JEATEIBHOCTH
00IIECTB C OTPaHWYEHHOI OTBETCTBEHHOCTHIO.

6.I1paBoBOE peryanpoBaHne JOKYMEHTHPOBAHUS JEATEILHOCTH
AKITMOHEPHBIX OOIIECTB.

7.IlpaBoBO€ peryaupoBaHNe JOKYMEHTHPOBAHUS JESITEILHOCTH
TOCYAapCTBEHHBIX ¥ MYHUIIMNAIBHBIX YHUTAPHBIX MPETPHSTHH.

Kputepun oneHku yueOHbIX JAelicTBUIl 00yualomuxcs (BbICTYIIEHHE € TIOKJIAI0M,
pedepaTom o odCcyxKIaeMOMY BONIPOCY)

Onenka

XapaKTepHCTHKH 0TBETA 00y4alouerocs

OTJIHYHO

oOy4aromuiics TIy00KO ¥ BCECTOPOHHE YCBOMII IIPOOIIEMY;

- YBEPEHHO, JIOTUYHO, MOCJIEJ0BATEIBHO U IPAMOTHO €r0 H3J1araeT;

- OonuvpasACb Ha 3HAHUA OCHOBHOH H HOHOHHI/IT@J’ILHOFI JIMTEpATypbl, TECHO
MIPUBA3BIBACT
JIeATENbHOCTRIO;
- yMeso 00OCHOBBIBAET U apTYMEHTHPYET BbIBUTaeMbIE UM HIICH;
- ZIeJIaeT BBIBOJBI U O0OOIIEHN.

YCBOCHHbLIC Hay4YHBIC TIOJIOKCHHUA C HpaKTH‘IeCKOﬁ

Xopowmo

oOyJaromuiicss TBepIO YCBOWIJ TeMy, TPaMOTHO W II0 CYIIECTBY H3Jaract ee,
OTIMPAsICh HAa 3HAHWUS OCHOBHOU JINTEPATYPHI;

- HE JIOIIYCKaeT CYIICCTBEHHBIX HETOYHOCTEH;

- YBSI3BIBACT YCBOCHHBIC 3HAHUS C MPAKTHYECKON IEATEIFHOCTHIO;

- apryMEHTHPYET HayJHBIC TI0JI0KCHUS;

- JIeJIa€T BBIBOJBI U 0O00OIIECHHS.

YaoBaersopurenbHO

Te€Ma pacKpbITa HEJOCTATOYHO YETKO U MOJHO, TO ecTh OOydaromuics 0CBOMI
npoOieMy, N0 CYLIECTBY H3JIaraeT ee, ONupasich Ha 3HAaHHUS TOJIHKO OCHOBHOM
JUTEPaTypHl;

- IOITyCKaeT HEeCYIIECTBEHHBIE OIINOKU M HETOYHOCTH;

- HCTIBITBIBACT 3aTPYAHEHUS B IPAKTHYIECKOM NPHUMEHEHHH 3HAHU;

- c1ab0 apryMEHTHPYET Hay4YHBIC TTOJIOKEHHS;

- 3aTpyaHseTcs B (OPMYIMPOBaHUH BBIBOIOB M 0000IIECHHH.

HeynoBaerBopurenbHo

- o0yuaronumiicss He YCBOWII 3HAYUTEIBEHOH YaCTH NPOOIEMBI;

- IOMyCKAeT CYIIECTBEHHBIC OIIMOKU U HETOYHOCTH TP PACCMOTPEHHH €¢;
- UCTIBITBIBACT TPYIHOCTH B MPAKTHYECKOM NPHUMEHCHUH 3HAHHI;

- HE MOXKET apryMEHTUPOBATh HAy4YHBIC MIOJIOKEHHS;

- He (OPMYIHPYET BEIBOJOB U 0000IICHA.

7.1.3. 3aganus 111 ONEeHKH BJIAJCHHI, HABLIKOB

®opmupyemasn Kon 3ananue
KOMIIETeHIHSsI pe3yabTara
00yueHust
YK-2 YK-2 -Bl1 IIpakTnyeckoe 3aganue
CnocobeH onpenensiTh 1. 3yunts 00s13aTeNBHBIA COCTaB PEKBU3UTOB IIPH PETUCTPALIIH
KPYT 33/1a4 B paMKax JIOKyMEHTOB.
MOCTaBJIEHHOH LIeNu 1 2. ITepeunciiuTb OCHOBHBIE NPABHJIa HHIEKCALMH JOKYMEHTOB.
BBIOMPATh ONTHMaJIbHBIC 3. OueHnTh MpEeUMyIIeCTBAa AaBTOMATH3UPOBAHHBIX CHCTEM
CIOCOOBI MX peIleHHS, perucTpanyy JOKYMEHTOB B CPABHEHUH C TPAJUIMOHHBIMU METOAAMH.
UCXOIA U3 YK-2-B2 IIpakTnyeckoe 3aganue
JIEHCTBYIOIIUX 1. JlaTs onpeeneHne HOMEHKIIATYPHI JIEl.
IIPaBOBBIX HOPM, 2. [Ipoananm3upoBaTs NPUMEHEHNE PA3INIHBIX BUI0B HOMEHKIIATYD
HUMEIOIIUXCS PECYPCOB U Je.
OTpaHUYEHUll; 3.M3yunth TpeboBaHus K HOPMYIHPOBKE 3ar0JIOBKOB JIEJT B
HOMEHKJaType. TpeGoBaHuUS K CHCTEeMaTH3AIIH 3aT0JIOBKOB JIeN B
HOMEHKJIAType.
IK-3 IK-3 - Bl IIpakTHyeckoe 3a1aHue
Cnocoben 1. Tlepeuncnuts nepedeHb JOKYMEHTOB C YKa3aHHEM CPOKOB
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UCIIOJIb30BATh
HOPMAaTHBHYIO
JOKYMEHTALHIO T10
KauecTBY MIPOLECCOB
OKa3aHUs yCIIyT B
n30paHHOii chepe

XpaHeHHs — Ha3HAUYEHHE U UCIIOJIb30BAaHHUE B JICJIONPONU3BOJICTBE.
2.HasBate pynukiuu sxcreptHOi komuccnn (OK) opranu3amum.

3. N3yuuts TpeOoBaHUS K 0(OPMIICHHIO JeJT TIPH TIOATOTOBKE UX K
cllaye B apXHB

IK-3 - B2

IIpakTnueckoe 3axanue
1. Ilpoaranu3npoBaTh HHCTPYKIIHIO IO JEONPOU3BOICTRY, €€

npodeccrnoHanbHOIM Ha3HA4YCHHE, TOPSA0K pa3pabOTKU U yTBEP)KICHUS.
JIeSITETbHOCTH, 2. IIpoaHann3nupoBaTh 3TAIbl HPOX0XKICHUS U UCIIOIHEHHS
CTaHJapTU3aLUU U UCXOJSIIUX U BHYTPEHHHUX JOKYMEHTOB.

cepTudUKaIIN 3. Ha3BaTb mpaBuia nepeaayu JOKyMEHTOB BHYTPU YUPEXKICHUS.
WH]TyCTPUH

TOCTENPHUUMCTBA

Kpurepun oneHkn y4eOHBIX JelCTBHH 00y4AOIMIMXCH HA NPAKTHYECKUX 3AHATHAX

Onenka

XapakTepuCTHKHU OTBETA CTY/IEHTA

OTJHYHO

OGyJaromMics caMOCTOATENBLHO U TIPABHIBHO PEIITHIT
yueOHO-POHECCHOHATBHYIO 3a7a4y, YBEPEHHO,
JIOTUYHO, TIOCJIE0BATEIBHO U apr'yMEHTHPOBAHO
U3araj CBoe pelicHue.

Xopomo

OGy4aronuiicss CaMOCTOSATEIbHO H B OCHOBHOM
NPaBUJIBHO PEIIWIT YIeOHO-TIPOGECCHOHATIBHYIO 33139y,
YBEPEHHO, JIOTHYHO, TOCIEA0BATENbHO U
apryMEHTHPOBAHO M3JIarall CBOE pElIeHHe.

YaoBaerBopureabHO

OOy4aronuiicst B OCHOBHOM pENIi y4eOHO-

PO eCCHOHANBHYIO 3a/1a9y, TOITYCTHII
HECYIIECTBCHHBIE OIINOKH, C1a00 apryMEeHTHPOBAI
CBOE pEIICHHE.

HeynoBaerBopurenbHo

OObyuarommiicss He peni yaeOHO-TIpopecCHOHATBHYIO
3aj1auy.

7.2. ®OC pjst npoBeAeHUsI POMEKYTOUYHOM aTTECTANMH.

7.2.1 3apaHus 1S OLEHKH 3HAHUH K 3249€TY C OLICHKOM

®opmupyemasn Kon 3ananue
KOMIIETEHIUsI pe3yJibTara
o0yueHust
YK-2 YK-2-31 Ilepeyens Bonpocos
CrnocobeH onpeensiTh 1. Ha3BaTh HOPMaTHBHO — PABOBBIE aKThI B c(hepe TYPUCTCKOTO
KPYT 3a/1a4 B paMKax OusHeca.
MOCTABJICHHOH LIeNU U 2. Ha3BaTh HOPMATHBHO — [TPABOBBIC AKThI B TOCTHHUYHON MHIYCTPHUHU.
BBIOMPATH ONTUMAIbHBIC 3. Ha3BaTh HOPMATHBHO — NPABOBbIE aKThI B PECTOPAHHOM OH3HECe.
CHocoOBI UX pElICHUS, YK-2-32 Ilepeuensb BONpocoB
UCXOJIsl U3 1. PacckazaTh TOKYMEHTAIUIO 110 00ECIICYCHUIO H TTOTBEPIKICHHIO
JIEHCTBYIOIIUX KayecTBa yCIyr TYPUCTCKOIO IPEANIPUATHS.
MIPABOBBIX HOPM, 2. Pacckazath  JOKYMEHTAI[HIO [T0 OOCCIEUCHHIO U TIOATBEPIKICHUIO
NMCIOIINXCA PECYPCOB U Ka4yeCTBa yCIIYI TOCTUHUYHOTO IPEATIPUATHA.
OrpaHUYEHUN; 3. PacckazaTh TOKYMEHTAIMIO 110 OOECTICUSHHUIO U TIOATBEPKICHHUIO
Ka4ecTBa yCIyT NPEIIPUATUS INTAHUS.

MK-3 IK-3- 31 Ilepeyens Bonpocos
Crocoben 1. OxapaxTepu30BaTh pa3paboTKy TOKHOCTHOM MHCTPYKIINU
UCIIOJIb30BaTh MEHeKepa TypUCTCKOTO MPEAPUSITHUS.
HOPMATHUBHYIO 2. OxapakTepHu30BaTh pa3padOTKy TOHKHOCTHOW MHCTPYKIIUU
JIOKYMEHTAITUIO T10 MEHeKepa TOCTUHHYHOTO MPEATIPUSTHU.
Ka4yecTBY ITPOIIECCOB 3. OxapakTepu30BaTh pa3padOTKy TOHKHOCTHOW MHCTPYKIIUU
OKa3aHHs yCIYT B MEHeKepa MPeIPUATUS THTaHHUS.
nu30paHHOl chepe IK-3 - 32 Ilepeuens BONpocoB

npodeccnoHaTLHOM
JIeSTeIbHOCTH,
CTaH/IaPTU3AIUH U

1. OxapaxTepu3oBarth pa3paboTKy JOroBopa 00 OpraHu3aluu
MIEPEBO30K TYPHUCTOB.
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cepTU(hUKAIIIH
HHIYCTPHH
TOCTEPUUMCTBA

2. IlepeuncauTh JOKYMEHTBI COOTBETCTBYIOIIUX YPOBHEH
(MexIyHapomHBIE aKTHI, (pefepanbHbIC 3aKOHbI, yKa3bl [Ipe3nneHTa,

noctaHoBieHus [IpaBuTensCTBa, TOKYMEHTHI (peaepanbHBIX areHTCTB

10 TyPU3MY H 110 TEXHUYECKOMY PETYIHPOBAHUIO U METPOJIOTHH,
HOpPMAaTHBHBIE JOKYMEHTBI, JOKYMEHTHI PETHOHANBHBIX K MECTHBIX
OpraHOB BIIACTH)

3. IlepeuncnuTh ypOBHH yIIPaBICHHS B TypU3Me (MEXIyHapOIHBIH,
HaIOHAJIbHBIN, pETHOHAJIBHBINA, MECTHBIIN)

7.2.2. 3agaHus I OEHKHW VMEHHUH K 324eTy ¢ OLEHKOM

®opmupyemast Kon 3aganune
KOMIleTeHIUsl pe3yJibTaTa
00yueHust
YK-2 YK-2-V1 IIpakTHyeckoe 3a1aHue
CnocobeH onpenensiTh 1.IToATOTOBUTE MAKET MPABOBBIX M BHYTPCHHUX TEXHUUECKHX,
KpYT 3a/1a4 B paMKax HOPMAaTHBHBIX JJOKyMEHTOB, 00ECIIEUNBAIOIINX AEATEIbHOCTD
MOCTaBJIEHHO LIENU 1 TYPHUCTCKOTO IPEIIPHUITHS.
BBIOMPATH ONTHUMAJIbHBIC 2.IToaroToBUTH MaKeT MPaBOBBIX M BHYTPEHHNX TEXHUYECKUX,
CHocoO0BI UX pelIeHuS, HOPMAaTHUBHBIX IOKYMEHTOB, 00€CIICUNBAIOIINX JEATEIbHOCTD
UCXO0Id U3 TOCTUHUYHOTO NPEANPUATHSI.
JICHCTBYIOIIUX 3.IToArOTOBUTH MAKET NMPABOBBIX U BHYTPEHHUX TEXHUYECKUX,
MPaBOBBIX HOPM, HOPMAaTHUBHBIX IOKYMEHTOB, 00€CIICUNBAIOIINX JIESATEIbHOCTD
HUMEIOIIUXCS PECYPCOB U TIPEATIPUATHS TTUTAHUSL.
OTrpaHUYEeHUl;
VK-2-V2 I[IpakTHyeckoe 3a1aHue
1. IToAroTOBHUTH MaKeT JOKYMEHTAIUH 110 00ECIICUCHNIO KauecTBa
YCIIYT MPEATIPUSTHS.
2. lats [Tonsitue knaccudukanmu 1oKkyMmeHToB. Kinaccudukanus
JIOKyMEHTOB M0 CrIoco0y JOKYMEHTHPOBaHHS, 110 cdepe
UCIIOJIb30BaHMs, [0 MECTY COCTaBJICHHS, 110 TpU]y orpaHHYeHUs
noctyna (rpudsl JOKyMEHTOB), II0 IPOUCXOXKACHUIO, 110
IOPUINYECKON 3HAUUMOCTH, 110 (pOpMe H3JI0KEHHSI, IO CPOKaM
XpaHeHHSI.
3. OueHuTh 3Ha4Y€HUE JOKYMeHTa B Typusme. Mecto IOV B
JesTeIbHOCTH MeHepKepoB. 3HaueHue JJOY B popMupoBanmn
COBPEMEHHOT'0 CIIeIHAJIICTA.
nK-3 TIK-3-V1 IpakTuyeckoe 3a1aHue
Cnocoben 1.IlepeuncinTh OCHOBHBIE IPYIIIBI OPraHU3AMOHHO-
UCIIONIb30BATh PpacIopsIIUTENBHBIX JIOKYMEHTOB.
HOPMAaTHBHYIO 2.HasBate Gopmymsip-oOpaser; opraHu3ainoHHO-PacOPSIIUTEIEHOTO
JIOKYMEHTAIIHIO 110 JOKyMEHTA.
Ka4ecTBY IIPOIIECCOB 3. OxapakTepn30BaTh OCHOBHBIE BH/bI YCTABOB
OKa3aHMs yCIYT B
n30paHHoOi chepe MK-3-VY2 IIpakTHyeckoe 3axaHNe

npodeccnoHaTbHOMI
JIeSITeIIbHOCTH,
CTaH/apTU3aLNH U
cepTHdUKAINT
WH]TyCTPUH
TrOCTEPUHMCTBA

1.Ha3Bate npaBuiia COCTaBICHHUS.
2./laTb noHsTHE KOHTpaKTa. TpeOoBaHuUs K KOHTPAKTY.
3.IlepeuncauTs OCHOBHBIE BUABI NOJIOKEHUH U MIpaBUIIa

cocrasienns. OCHOBHBIE BHU/IbI I/IHCprKHI/II\/’I H IpaBujia COCTaBJICHUS.

7.2.3. 3aganus 1S OLEHKH BJAACHHWI, HABLIKOB K 324YeTV C OIEHKOM

dopmupyemasn Kon 3aganue
KOMITETEHIIUS pe3yJibTara
o0yuyeHust
YK-2 YK-2 -Bl1 IIpakTHYecKoe 3a1aHue

CnocobeH onpenensiTh
KpPYT 3324 B paMKax
NOCTaBJICHHOM 1IeNU U

1. M3y4nTh 00s13aTENbHBIN COCTaB PEKBU3UTOB IIPH PETHCTPALUN
JOKYMEHTOB.
2. IlepeyncauTh OCHOBHBIE IPaBUIA UHIEKCAIMH JOKYMEHTOB.
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BI)IGI/IpaTI) OIITUMAJIBHBIC 3. OHGHI/ITL MNpeUMyHICCTBa aBTOMATU3UPOBAHHBIX CUCTEM

CIIOCOObI UX pELIEHH, PEruCTpanuy JOKYMEHTOB B CPABHEHHUU C TPAJUIMOHHBIMU METOAMH.
HCXO0JIs U3

JIEHCTBYIOIINX VK-2-B2 [pakTHyeckoe 3a1aHue

MPaBOBBIX HOPM, 1. JlaTe onpenenenre HOMEHKIATYPHBI 1€,

UMEIOIIMXCSA PECYPCOB M 2. Ilpoananu3upoBaTh NPUMEHEHUE Pa3IMYHbIX BUJIOB HOMEHKIIATYP
OTrpaHUYEHUl; JeIL.

3.13yunth TpeOoBaHuUs K (POPMYINPOBKE 3ar0JIOBKOB JIEJ B
HoMeHkJarype. TpeOoBaHHs K CHCTEMaTH3alM1 3aroj0BKOB I B

HOMEHKIIAType.
MK-3 IIK-3 - Bl IIpakTHyeckoe 3a1aHue
Cnocoben 1. [lepeunciuTh nepeyeHb JOKYMEHTOB C YKa3aHHEM CPOKOB
UCIIONB30BATh XpaHEeHHUs — Ha3HAYEeHHE U HCII0JIb30BaHMUE B JEIONPOU3BOICTBE.
HOPMATHUBHYIO 2.HazBate ¢pynkunu sxcneptHor Komuccnu (OK) opranmzannm.
JIOKyMEHTAIHIO 10 3. 3yuutsb TpeGoBaHMs K 0(OPMIICHHUIO JeJI ITPU TOJTOTOBKE UX K
KauecTBY IIPOLECCOB cliaye B apXHB
OKa3aHus ycCIyr B
n30paHHoOH chepe IK-3-B2 IIpakTHyeckoe 3a1aHue
npogeccHOHATBHON 1. IIpoaHanu3upoBaTh HHCTPYKIHIO 110 JCIONPOU3BOACTBY, €€
JIeSITeIIbHOCTH, Ha3HauYCHUE, MOPAJOK pa3padOTKU H YTBEPKICHUS.
CTaHAAPTU3ALHU U 2. IIpoaHann3upoBaTh STaNbl MPOXOXKACHUS U HCTIOIHCHHUS
cepTUduUKanuu HCXOMAIINX U BHYTPCHHUX TOKYMEHTOB.
UHIYCTPUH 3. HazBatb npaBuia nepeadu JOKYMEHTOB BHYTPH YUPEKACHHS.
TOCTEIIPUUMCTBA

YpoBHM U KPUTEPHU UTOTOBOI OLIEHKH Pe3yJIbTATOB OCBOEHUSI TUCHHUILIMHBI

KpnTepnn OIICHUBAHUSA HTtorosasi onenka

Yposens 1. He3HnaHue 3Ha4UTENBbHON YaCTU IPOTPAMMHOIO
HenocraTounsrit Marepuana, HEyMEHHUE Ja)e ¢ MOMOILBIO
npernoaaBareis chopMyITHpOBATh IPABIIIEHBIC OTBETHI
Ha 3aJ]JaBaeéMbl€ BONPOCHI, HEBBIIIOJIHEHNE
MPAKTUYECKUX 3aJaHUi

HeynoBieTBopUTeIbHO/HE3a4TEHO

Yposens 2. 3HaHME TOJIHLKO OCHOBHOTO MaTepHalia, JOIMyCTUMBI
bazoBbrit HETOYHOCTH B OTBETE HA BOIIPOCHI, HAPYILICHHE
JIOTHYECKOH TTOCIIEeJ0BATEIbHOCTH B U3JI0KECHUH
MPOTPaMMHOT'0 MaTepHaa, 3aTpyIHEHUs IIPH
pelIeHNH NPAaKTHYECKUX 3a7a4

Y,Z[OBJ'IeTBOpI/ITGJ'ILHO/ 3a4TCHO

Yposens 3. TBepable 3HaHMs IPOrpaMMHOI0 MaTepuaa,
[ToBBIIEHHBIN JOMYCTUMBIC HECYHICCTBCHHBIC HETOYHOCTHU ITPHU
OTBETE Ha BOIPOCH!, HAPYILLIEHUE JIOTHYECKOM Xopo1o/3a4TeHo

MOCJICAOBATCIIBHOCTU B U3JIOKECHUU TPOTrPaMMHOT'O
Mate€puaja, 3aTpyaIHCHU NP PEINCHUU NPAKTUICCKUX

3aja4
VYposeHs 4. I'my6okoe ocBOeHHE TPOTPaMMHOT0 MaTepuarna,
[IponBuHyTHIH JIOTHYECKH CTPOHHOE €ro U3JI0KEHHE, yMEHHE CBI3aTh

TEOPHIO C BO3MOKHOCTBIO €€ IIPUMEHEHUs Ha OTan4yHO/3a4TEHO

IMMPaKTHUKE, CBO60,HHOC peuIicHue 3aga4 u 000CHOBaHHE
TMPUHATOIO PCHICHUS

8. IEPEYEHh OCHOBHOWM M JIONOJIHUTEJBHOI YYEBHOI JINTEPATYPBI,
HEOBXO/JIMMO¥ JJ151 OCBOEHUSI JUCLIUIIJIMHBI (MOLYJIST).

8.1. OcHoBHasi yueOHas JauTeparypa.
1.  Kazakeuu T.A., Tkamuu A.U. [fokymeHnToBeneHue. JJOKyMeHTallMOHHBINA CEPBUC:
y4eOHHK U TIPAKTUKYM 1Jis1 OakanaBpuara. — M.: FOpaiit, 2019.

8.2. lonoiHMTE ILHAS yUeOHas1 JJuTeparypa
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1.  3axon P® "O 3amuTe npas norpeduteneit" ot 07.02.1992 Ne 2300-1.

2. 3akon P® "O6 ocHoBax TypuCTCKOH AesTenbHoCcTH B Poccuiickoit deneparun’

3. Opnosckas B.I1. TexHonorus u opraHuzanus OpeANPHUATHNA Typu3Ma: Y4eOHHK
115 6aka-naBpuara / mox pen. E.M. borganosa. — M.: UH®PA-M, 2013.

4. KyszuenoB N.H. [lenonpousBoactBo : y4ebHO-cipaB.mocodue. — M.: JlamkoB u K,
2014.

5. Hemompoun3BoAcTBO: 00pa3iibl, JOKyMEHThl. OpraHu3anus U TEXHOJOTHs padOThI /
pen. K. Kopnees, B.A. Kynpsies. — M.: IIpocnekr, 2014

9. IEPEYEHb PECYPCOB HH®OPMAIMOHHO-TEJIEKOMMYHUKAIIAOHHOM
CETU «<MHTEPHET», HEOBXO/JMMBbIX /IJ/Is1 OCBOEHUA JUCHUIIJIMHBI (MOY JIS).

http://window.edu.ru Hudopmanronnas cucrema "EnnHoe OKHO 10CTyIa K
o0Opa3oBaTenbHBIM pecypcam”
https://openedu.ru «HarnmonanbHas miaropMa OTKPBITOro 00pa3oBaHus» (Pecypehl

OTKPBITOTO JJOCTYIIA)

http://www.portal.gersen.ru [Caiit DnekTpoHHOWH OHOMMOTEKH POCCHIICKOTO TOCYIapCTBEHHOTO
negarornyeckoro  yHusepcurera uM. A, W.  T'epuena
«['yMaHUTapHbIC TEXHOJIOTHH B COIMaJIbHOW cdepe». Pasmen
«MeToa0JIorusl U HAyKa»

http://elibrary.rsl.ru/ Caiit Poccuiickoii anekrponnoi oubnmmorexku (PI'b)

www.gumer.info JnekrponHas oudnuorexka 'YMEP. Paznen HAYKA

http://www.filosofium.ru/  [Caiit ®unocodus Hayku, uiaocodus i aCIUPaHTOB

http://www.jurnal.org/ Caiit )xypHaIa HayIHBIX MyOJMKAIMA /ISl ACTIUPAHTOB H
JTOKTOPAHTOB

http://www.moluch.ru/ Caiit )xypHana «Mooaoil yu€Hbli»

10. METOANYECKHUE YKA3AHUA JIsA OBYUYAIOIUXCA ITIO OCBOEHMHIO
JUCLUMILITAHBI (MOY JISD).

OCHOBHBIMU BHJIaMHU ayIUTOPHOMN pabOTHI 00ydaromerocs Npyu U3y4eHUH AUCIUITIIUHBI
SBJISIIOTCS JIEKIIMM M ceMUHapcKkue 3aHsTus. OOydaroluiics He MMeeT mpaBa MpOnycKaTh 0e3
YB)XUTEIbHBIX NPUYUH ayJUTOPHBIE 3aHSTHUS, B NPOTHUBHOM CJIy4dae OH MOXXET OBITh HE
JIOTIYILIEH K 3a4eTy.

Ha nexumsix naroTcs M pa3bsACHAIOTCS OCHOBHBIE INOHSITHUSI TEMBI, CBSI3aHHbBIE C HEH
TEOpPETUYECKHE U MPAKTUUYECKUEe MPOOJIeMbl, PEKOMEHIAIMH JJIs CaMOCTOSTEIbHON paboThl. B
X0JIe JIEKIIMM 00yYaroIuiics JOJKEH BHUMATEIbHO CIyIIaTh U KOHCIIEKTUPOBATh JIEKIIMOHHBIN
MaTepual.

3aBepIiarT u3yuyeHue Hanbosee BaKHBIX TeM Y4eOHOW MUCHUIIIMHBI CEMUHAPCKHUE
3aHATHS. OHU cIyXaT ISl KOHTPOJS MOATOTOBIEHHOCTH OOY4YaromIerocs; 3aKkperieHus
M3y4YEHHOI'0 MaTepualia; pa3BUTHS YMEHHS U HaBBIKOB MOJTOTOBKH JOKJIAJI0B, COOOIIEHUI
[0 EeCTEeCTBEHHOHAy4YHOU MpobiieMaTHKe; NPUOOPETEHMs] ONbITa YCTHBIX MYOJIUYHBIX
BBICTYIIJICHUH, BEJ€HUS JUCKYCCUH.

CemuHapy HpeAlIecTBYeT caMOCTOsTeNbHas paboTa 00y4yarolerocs, CBs3aHHas C
OCBOEHHEM JIEKIIMOHHOT'O0 MaTepuaja U MaTepHualoB, U3J0KEHHBIX B yueOHUKaAX, y4eOHBIX
nocoOUsIX M B PEKOMEHJOBAHHOW TMpenojaBaTeneM TeMaTuueckoil murtepatype. Ilo
COTJIACOBAHMIO C MPENOoJaBaTeleM WM €ro 3aJaHHui0 OOydaroluics MOXET TOTOBUTH
pedeparsl MO OTAENBHBIM TeMaM AUCHUIIUHBL. I[IpuMepHble TeMbl IOKIan0B, pedeparoB u
BOIPOCOB ISl 00CY/I€HUS IPUBEACHBI B HACTOSIINX PEKOMEHJAIHIX.

10.1. PadoTa Ha JeKkuMH.
OcHOBY TeOpeTHYecKOro oOydeHHUsi OOydYalolUXCsl COCTABISIIOT JieKiuu. OHU JaroT
CHUCTEeMAaTU3UpPOBAaHHBIE 3HAHMS OOyYarolMMCS O Haubosiee CIOXKHBIX U aKTyaJbHBIX
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dmtocopckux npodremax. Ha nekumsax ocoboe BHUMaHHE YJENSETCS HE TOJIBKO YCBOCHHIO
00YyJaIOIIMMHUCS M3y9aeMbIX MPOOJIEM, HO U CTUMYJIMPOBAHUIO MX AKTHBHOMN ITO3HABATEIHHOM
NESTeIbHOCTH,  TBOPYECKOTO  MBINUICHUS,  Pa3BUTHI0O  HAYYHOTO  MHPOBO33pPEHUS,
npodeccHOHaIbHO-3HAUNMBIX CBOWCTB M KadecTB. M3rmaraemblii MaTepuais MOXKET MOKa3aThCs
00y4aromuMCsl  CJIOKHBIM, HEOOBIYHBIM, IIOCKOJBbKY BKJIIOYACT 3HAHUS, IOYEPIHYTHIE
IpernoaaBaTeeM M3 Pa3IM4YHBIX OTpacieldl HayKW, pelIUTdH, UCTOPHUH, NPaKTHKH. BoT mouemy
HE00X0IUMO TOOPOCOBECTHO U YIIOPHO paboTaTh HA JeKusax. OCylecTBss yaeOHbIe JeHCTBHS
Ha JICKIMOHHBIX 3aHATHAX, OOydarolmiuecs IOJDKHBI BHUMATEIBHO BOCIPHHUMATH JEHCTBUS
IpernoiaBaTessi, 3allOMUHATh CKJIAJbIBAIONINECS OOpasbl, MBICIUTh, JOOMBATHCS MOHHUMAHUS
U3y4aeMoro mpeamera.

OOyuarommecs: JOKHBI aKKYypaTHO BECTH KOHCIIEKT. B ciiyuae HeZJOTOHUMaHUS KaKO-
a100 YacTH MpenMeTa CIeAyeT 3aJaTh BOIPOC B YCTAHOBJICHHOM NOpPSAIKE IpernojaaBareno. B
nporecce pabOThl Ha JIEKIMM HEOOXOAMMO TaK JK€ BBINOJHATH B KOHCIIEKTaX MOIEIH
U3y4aeMoro rmpeaMmera (PUCYHKH, CXEMBbl, YEpTEKHM M T.1.), KOTOPbIE HCIIOIb3yeT
Iperno/IaBaTeb.

OOyyaromuMcsi, H3y4alollUM  Kypc, PEKOMEHAYeTCSl pacUIMpsTh, YIIyOJsTb,
3aKpeIUIATh YCBOCHHBIE 3HAHUS BO BPEMsI CAMOCTOATEIBHOM paboThl, 0COOCHHO TPU MOJATOTOBKE
K CEMHHAPCKHM 3aHATHSM, HM3y4aThb M KOHCIIEKTHPOBAaTh HE TOJBKO O0S3aTENBHYIO, HO H
JIOTIOJTHUTEIIBHYIO JIUTEPATypy.

10.2. PaGoTa ¢ KOHCIIEKTOM JICKIIUIA.

IIpocMoTpuTE KOHCIEKT cpa3y mnocie 3aHAThil. OTMEThTE MaTepuall KOHCIIEKTA JIEKIH,
KOTOPBI BBI3BIBACT 3aTPyJHEHHs Ui NOHMMaHuA. llomblTaliTeCch HaWTH OTBETHl Ha
3aTPYJHUTEIBHBIE BOIIPOCHI, MCIIONb3Ys MpejlaracMylo JuTepaTypy. Eciu caMocToATeabHO He
ynajgoch pa3oOparbcs B MaTepuane, cPopMyIupylWTe BOINPOCHI W OOpaTUTECh Ha TEKYyIEH
KOHCYJIbTAllMM WM Ha Oinkaiiiel JeKIMK 3a TOMOLIbIO K MPENoAaBaTeNto.

Kaxnyro Hememo oTBOAMTE BpeMs i NOBTOPEHHs IIPOMIEHHOIO MaTepuala,
IIPOBEPSISl CBOU 3HAHMSI, YMEHHSI U HABBIKU 10 KOHTPOJIBHBIM BOIIPOCAM U TECTaM.

10.3. BpinostHeHHEe NPAKTHYECKHUX PadoT.

[To nanbonee caoXHBIM MpoOIeMaM y4eOHON NUCIMIUIMHBI MPOBOASTCS MPAKTHYECKUE
3aHsaTHs. VX TTaBHOM 3amadeil sBiseTcs yriayOleHHe U 3aKperjieHHe TeOPEeTUYeCKUX 3HAHWUH Y
o0ydJaronuxcs.

[IpakTHueckoe 3aHsTHE MTPOBOJUTCA B COOTBETCTBHHM C IUIAaHOM. B miiaHe yka3bIBaroTCs
TeMa, BpeMs, MECTO, LIeJTM U 3aJa4dl 3aHATHSA, TeMa JIOKJIaga W pePepaTHBHOTO COOOIICHUS,
oOcyxxnaembie BONpoChl. JlaeTcs CHUCOK 00s3aTeNbHOM U JOMONHUTENBHOW JHUTEPaTyphl,
PEKOMEHIOBAHHOM K 3aHATHIO.

[ToaroroBka 00y4arOMMUXCS K 3aHATUIO BKIIFOYALT:

-3a0J1arOBpEMEHHOE 03HAKOMIIEHHUE C TJIAHOM 3aHSTHS;

-U3y4€HHE PEKOMEH/I0BAaHHOW JIUTEPATYPhl U KOHCIIEKTA JIEKIIHIA;

-TIOJITOTOBKY TOJHBIX W TJIYOOKHX OTBETOB IO KaXXIOMY BOIIPOCY, BEIHOCUMOMY ISt
o0cyXIeHus;

-MOJrOTOBKY JIOKJIaza, pedepara o yKa3aHUIO NMPenojaBaTeis;

[Ipy mpoBeneHUM MPAKTUYECKUX 3aHATHH yaenseTcss 0oco0oe BHUMAHHE 3aJaHUsIM,
MIPEANOJIATAOIUM HE TOJIBKO BOCIPOU3BEACHNE 00YJAIONMMUCS 3HAHWW, HO W HaIPaBJICHHBIX
Ha pPa3BUTHE Yy HUX TBOPUYECKOrO MBIIUIEHUS, HAy4YHOrO MHUPOBO33peHus. [ns myumiero
YCBOGHUSI M 3aKPETUICHHWs] MaTepHhayia 1o JaHHOW JWCIUIUIMHE MOMHUMO KOHCIIEKTOB JICKIIHH,
oOydJarmuMcss HEOOXOAMMO HAay4YUTbCS pPadoTaTh C O00s3aTENBbHONM U JAOMOJHUTEIBHON
auteparypoi. M3ydeHwe, AWCHUIUIMHBI TPEANOJaracT OTCICKHWBAHHE MyOIUKamuii B
nepuoauieckux n3nanusax u padory ¢ INTERNET.

[{emecooOpa3HO TOTOBUTHCS K MPAKTUUECKUM 3aHATHAM 3a 1-2 Heaenu 10 uX Hadaja, a
MMEHHO: Ha OCHOBE M3YUYECHHS] PEKOMEHJIOBAHHOW JIMTEPATYPhI BHIMKUCATh B KOHTEKCT OCHOBHBIE
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KaTeFOpI/II/I " TIOHATHA 110 y‘lGGHOﬁ JUCHUIIIINMHEC, ITIOATOTOBUTH pa3BepHYTLIe IIJIAaHBI OTBCTOB U
KpaTKoe COJep)KaHWE BBIMIOJHECHHBIX 3amaHuil. OOydJaroniuiicss AOKeH OBbITh TOTOB K
KOHTPOJIBHBIM ~OIpOCaM Ha KaXIoM ydeOHOM 3aHATHU. OmoOpsieTcss W TOOHIpsSeTcs
WHUIIMATUBHBIC BHICTYIUICHHS C TOKJIaaMu U pedeparaMu 1o TeMaM IMPAKTUYECKUX 3aHITHH.

10.4. IloaroroBka A0KJ1a10B, GUKCMPOBAHHBIX BLICTYIVIEHUI U pedepaToB.

[Ipu moAroToBKE K JOKJIAAy MO TeMe, yKa3aHHOH MpernojaBareieM, O0Yy4arouiuiics
JOJI’KEH 03HAKOMUTHCSI HE TOJIBKO C OCHOBHOM, HO M JOTIOJHUTEIHHON JIUTEPATYPOil, a TaKXKe C
NOCIECTHUMH ITYOJTUKAIMSIMU 110 3TOM Tematuke B cetu MuTepHer. Heo0XoauMo moaroToBUTh
TEKCT J0KJIaJa U WUTIOCTPATUBHBIN MaTepuai B BUJE Mpe3eHTauuu. J{okman 1omKeH BKIIOYATh
BBEJICHHWE, OCHOBHYIO 4acTh W 3akmoueHue. Ha nokmax orBoamrcs 10-15 mMuHyT ydyeGHOTO
BpeMeHd. OH JOJKeH ObITh Hay4YHBIM, KOHKPETHBIM, OIpPEAETICHHBIM, TTyOOKO pacKphIBATh
poOJeMy U IYTH €€ PEIICHHUS.

PexoMeHnganuu K BBIIOJIHEHUIO pedepara:

1. PaboTa BbIONHSACTCS Ha OJJHON CTOpOHE JHcTa popmara A 4.

2. Pazmep mpudra 14, Me&KCTpOUHBIH HHTEPBAT (OJUHAPHBIN).

3. O6béM paboThl AOKEH cocTaBiATh 0T 10 10 15 ucToB (BMecTe € MPUIOKEHUSIMU).

4. OcraBisieMble IO KpasiM JIKCTa MOJI UMEIOT CIEIYIOIINEe Pa3MephI:

Caesa - 30 mm; cpaBa - 15 mm; cBepxy - 15 Mm; cHu3y - 15 MM.

5. Coznepxanue pedepara:

. Tumynvnwi 1ucm.
. Cooeporcanue.
. Beeoenue.

BBenenue MomKHO BKIIOYATh B ceOs KpaTkoe OOOCHOBaHHE AaKTyadbHOCTH TEMBI
pedepata. B 3TOH YacTH HEOOXOOMMO TaK)kKe IOKa3aTh, MOYEMY JAaHHBIA BOIPOC MOMKET
MPEJICTaBIISITh HAYYHBII HHTEPEC U KAKOE MOKET UMETh MPAKTUYECKOE 3HAYCHHE.

J Ocnognoti mamepuai.
J 3axnouenue.

3akioueHne - 4yacTb pedepara, B KOTOpoi (popMyTupyrOTCsi BRIBOJBI IO maparpadam,
oOpaiaeTcsi BHUMAaHUE Ha BBINOJHEHHWE T[IOCTABICHHBIX BO BBEACHUM 3a/lad U IENEH.
3aKITt0YeHNE TOJDKHO OBITh YETKUM, KPATKUM, BRITEKAIOIIIUM M3 OCHOBHOW YaCTH.

. Cnucox tumepamypul.

6. Hymeparusi cTpaHull mpocTaBisieTcss B MPAaBOM HIDKHEM YIJly, HAUMHAs ¢ BBEJICHUS
(ctp. 3). Ha TUTYIBHOM JIUCTE M COJIEPIKAHUH, HOMEP CTPAHUIIBI HE CTABUTHCS.

7. Has3Banusi pasfenoB M TOAPA3AENiOB B TEKCTE JODKHBI TOYHO COOTBETCTBOBATH
HA3BaHUSIM, TPUBEIEHHBIM B COICPKAHHH.

8. Tabnuibl MOMEMATCA MO XOAY HM3JI0KEHHs, JOJDKHBI UMETh MOPSIIKOBBIN HOMED.
(Hampumep: Tabnuua 1, Pucynok 1, Cxema 1 u 1.1.).

9. B Tabnumax u B TEKCTE CIENYeT YKPYMHATh €AMHUIIBI U3MEPEHUs OOJIBIITNX YHUCET B
3aBHCUMOCTH OT HEOOXOAUMOW TOUHOCTH.

10. Tpaduku, pucyHku, TaOIMIBI, CXEMBI CIEAYIOT TOCIE CCHUIKM Ha HHX H
pacroaratoTcsi CAMMETPUYHO OTHOCUTEIHHO IICHTa CTPAHUIIBL.

11. B crmcke nuTepaTypbl YKa3bIBaeTCs MOJTHOE Ha3BaHWE MCTOYHUKA, aBTOPOB, MECTa
W3JIaHUS, U3/1aTEIbCTBO, TO/I BBIITYCKA W KOJIMYECTBO CTPAHUII.

10.5. Pa3zpa®oTka 3/1eKTPOHHOI Npe3eHTAllUM.

Pacnipenenenne TemM mpe3eHTAMKM MEXy O0YUaIOMIMMUCS U KOHCYIBTHPOBAHUE UX TIO
BBITIOJITHEHUIO MMUCHhbMEHHOW PAabOTHI OCYIECTBIISETCS TaKkke Kak U mo pedeparty. [Ipucrynas
MOJTOTOBKE MHUCHbMEHHON pabOThl B BHJIE SJEKTPOHHOUN MPE3eHTAMU HEOOXOAUMO UCXOIUTh U3
Henel Mpe3eHTallMM M YCIOBUM ee MpPOYTEHHUs, KaK MpaBUJIo, Takylo padoTy oOydaeMmble
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NPEACTABISIIOT TPENoAaBaTeNl0 Ha MPOBEPKY IO BJIEKTPOHHOM TMOYTEe, YTO MCKIIOYAET
BO3MOXXHOCTH JIONOJTHUTEIBHBIX KOMMEHTAPUEB U MOSCHEHU K MPECTaBIEHHOMY MaTepuay.

[To cornmacoBaHmIO ¢ MpernoaBaTeNeM, MaTepUaIbl MIPE3CHTAUH 00YUYAIOIIUIACI MOXKET
npeacraButh Ha CD/DVD-aucke (USB duam-gucke).

DJNEeKTPOHHBIE MPE3CHTAIlMM BHINMONHAIOTCS B mporpamme MS PowerPoint B Buze
CIIaliIOB B CIEAYIOILIEM MOPSAKE:

-TUTYJIbHBIN JIUCT C 3ar0JIOBKOM TEMbI U aBTOPOM UCTIOJTHEHUS MTPE3CHTALIUY;

-IJIaH Tpe3eHTauuu (5-6 MyHKTOB - 3TO MAKCUMYM);

-OCHOBHas 4acTh (He 6osee 10 crnaiinos);

-3aKJIFOYCHHE (BBIBO);

OOu1re TpeboBaHUS K CTUIEBOMY O()OPMIICHHIO MTPE3CHTAIHH:

-IM3aiH JOJKEeH OBITh MPOCTHIM U JIAKOHUYHBIM;

-OCHOBHasl 11€JIb - YUTAEMOCTh, & HE CyObEeKTHBHasI KpacoTa. [Ipu 3TOM He Hazo BHajarh
B JPYTyIO KpailHOCTh U MHUCATh Ha OEINBIX JIMCTAaX YePHBIMU OYKBaMU — HE Y BCEX 3TO MOIy4aeTcs
CTHJIBHO;

-IIBETOBAas raMmMa JI0OJKHA COCTOSTh He 0oJiee YeM U3 ABYX-TpPEeX LIBETOB;

-BCerja JOJHKHO OBITh JBa THUIA CIAWIOB: JJIsi TUTYJIBHBIX, IUIAHOB M T.I. W JUISA
OCHOBHOTO TEKCTa;

-pasmep mpudTa JoHKeH ObITh: 24—54 yHKTa (3aroJioBOK), 18—36 myHKTOB (OOBIYHBIIA
TEKCT);

-TeKCT JOJDKEH OBITh CBEPHYT 10 KIIOUEBBIX CIOB M (¢pa3. [lomHble pa3BepHyTHIC
MpeJIOKEHUS Ha ClaiiflaXx TaKUX MPEe3eHTAlUN MCIOIB3YIOTCS TOJIBKO MpH HutupoBaHuu. [Ipu
HEOOXOIMMOCTH, B TOJIE «3aMETKU K ClIaiijlaM» MOXHO MPUBECTU KPaTKUE€ KOMMEHTApUU WU
MOSICHEHHS.

-Ka)KIbIi CIIaiijl TOJDKCH MMETh 3ar0JIOBOK;

-BCE CIaii/Ibl TOJDKHBI OBITH BBIIEPKAHBI B OJTHOM CTHUIIE;

-Ha Ka)XJ0M CJaijie TOHKHO OBITh HE 00Jiee TpeX WILTIOCTPAIU;

-CIaiiibl TOJKHBI OBITh MPOHYMEPOBAHBI C YKa3aHUEM OOIIET0 KOJTUYECTBA CIIAi/I0B;

-HCII0JIb30BaTh BCTPOEHHBIE 3(PPEKThl aHUMAIlMM MOXKHO TOJBKO, KOrja 0e3 3Toro He
000MTHUCH.

OObIYHO aHMMAIUSl MCTOJB3yeTCA JUIsl TPUBICYCHUS BHUMAHUS CIyliaTesnei
(Hampumep, OCTIe0BATENbHOE TOSBICHUE JIEMEHTOB TUATPaMMBbI).

-CIIMCKHM Ha cJaijax He JOJDKHBI BKIIOYaTh Oosiee 5—7 nimemeHToB. Eciam sneMeHTOB
CIIUCKa BCE-Taku OOJbIlle, UX Jy4Yllle PacIoiOXKUTh B JABE KOJOHKU. B Tabmuiax He JOMKHO
OBITH 0OJIee YEThIPEX CTPOK M YETHIPEX CTOJIOIOB — B MPOTUBHOM Ciy4yae JaHHBIC B TaOIuIle
OyIyT OUYEHb MENKUMH U TPYAHO PA3ITUYUMBIMU.

10.6. MeToanka padéoTsl ¢ 00y4arOIIMMHCH C OTPAHMYECHHBIMH BO3MOKHOCTSMH
310pOBbS.

B UHucTuTyTe CO3/1aHbl CHEHMAIbHBIE YCIOBHS JUISl MOJyYEHHs BBICIIETO 00pa3oBaHUS
no oOpa3oBaTeNbHBIM MpOrpaMMaM OOYYAIOMIMMHUCS C OTPaHUYECHHBIMH BO3MOXKHOCTSIMHU
3n0poBbs (OB3).

Jlnst mepemMeneHusl WHBAJIUIOB M JIMI] C OTPAaHHYCHHBIMH BO3MOXKHOCTSIMHU 37IOPOBBS
CO3JIaHbl CIIeIUANIbHbIE YCIOBHS JJIsi OECIPEnsITCTBEHHOIO JIOCTyNa B yuyeOHble MOMEIIEHUs U
JIpyrue TOMENIeHHs, a TaKkke WX NpeObIBaHUS B YKa3aHHBIX IOMEIICHHAX C YYeTOM
0c00eHHOCTEH MCUXO(PHU3MUECKOTO Pa3BUTHUS, WHAMBHUIYAIbHBIX BO3MOXKHOCTEH M COCTOSHUS
3I0POBBSI TAKUX OOYJAFOIITUXCS.

IIpu momyyeHun oOpa30BaHUS OOYYAIOUIMMCS C OTPAHUYEHHBIMH BO3MOXKHOCTSIMH
3I0OPOBBS. TP HEOOXOTUMOCTH TIPEIOCTABISIOTCS OECIUIaTHO CIelHalbHble YYCOHUKH |
yueOHble 1ocobus, nHas yueOHast muTeparypa. Takke uMeeTcsi BOSMOXHOCTh MPEI0CTaBICHHUS
YCIYT ACCHUCTEHTA, OKAa3bIBAIOUIETO OOYYAIOMIMMCS C OrPAaHMYCHHBIMH BO3MOXHOCTSIMHU
3I0pOBbsI HEOOXOJUMYIO TEXHMYECKYIO IOMOIIb, B TOM YHCIE YCIYr CYpAONEPEBOIYUKOB U
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TU(IIOCYPIOTIEPEBOAUYMKOB.

[lonydyeHne [OCTYMHOTO U KauyeCTBEHHOTO BBICIIETO OOpa30BaHUSA JIMLIAMU C
OTPaHUYEHHBIMH BO3MOXKHOCTSIMH 3/I0pOBBSl OOecmeueHo ImyTeMm co3xaHuss B MHcTuTyTe
KOMIUIEKCAa HEOOXOAMMBIX YCIOBUN OOydeHus i JaHHOM KaTeropuu OO0yJaroIuXcs.
WNudopmanus O CrHenualbHBIX YCIOBHSAX, CO3/JaHHBIX I OOYYAIOUIMXCS C OrpaHUYCHHBIMHU
BO3MOXKHOCTSIMH 37I0POBbsI, pa3MellieHa Ha caiite HcTutyTa.

JUia oOyuenuss uHBamMaoB u i ¢ OB3, uMermMX HapylIeHHs OIOPHO-
JBUTATEIILHOTO ammnapara O0ecleuyuBaloTCd M COBEPLICHCTBYIOTCS MaTepHATbHO-TEXHUYECKHE
yCcIoBHA OECHpPENATCTBEHHOTO JOCTylla B Yy4eOHBbIE TOMEIICHHs, TyaleTHbIe, Jpyrue
MOMEILEHUS], YCIOBUS UX NMpeObIBaHUS B YKa3aHHBIX IMOMEIICHUAX (Hamuuue JudTa, MaHIycoB,
NOpYYHEH, paCIIMPEHHBIX ABEPHBIX IPOEMOB U Jp.).

Jlnst aganTanuu K BOCHPHATHIO OOydYaroIMMHCS HHBaMAamu W junamu ¢ OB3 ¢
HapyILIEHHbBIM  CIyXOM  CIpPaBOYHOro,  y4yeOHOro  Marepuana,  IpPeIyCMOTPEHHOTO
o0pa3oBaTenbHOIl MPOrpaMMOi MO BHIOPAHHBIM HAMPABICHHUSIM MOATOTOBKH, 00€CIeYMBAIOTCS
CIEIyIOIIME YCJIOBUSA: JJIs JIy4yllled OpHEHTAlUU B ayJUTOPUHU, HPUMEHSIOTCS CHUTHAbI,
OTIOBEUIAIOIINE O HAayale W KOHIE 3aHATHUS (CIOBO «3BOHOK» MUIIETCS HA JOCKE); BHUMaHUE
CJIa0OCIBIIIAIIEr0 00YJaoIIEeTr0ocs MPUBICKACTCS MEAaroroM XeCToM (Ha TUIedo KIIaJeTcs pyka,
OCYIIECTBIISIETCSI HEPE3KOE MOXJIONBIBAHUE); Pa3roBaprBas ¢ OOyUYaIOUIUMCS, TIEAaror CMOTPUT
Ha HEro, FOBOPUT SICHO, KOPOTKUMHU IPENTIOKEHUSIMH, 0OecreuynBasi BO3MOKHOCTb YTEHHS 110
rybam.

Komnencamuss ~ 3aTpyAHEHM  pe4eBOrO U HHTEIUIEKTYaJIbHOTO  Pa3BUTHS
crmabocnplmamux HMHBaNUAOB M jull ¢ OB3 mpoBoauTcs 3a CuUeT: HCIOJIB30BAHUS CXEM,
JyarpamM, pUCYHKOB, KOMIIBIOTEPHBIX IMPE3EHTAIM C TUIEepCChUIKAMU, KOMMEHTHPYIOLIUMU
OTJICIbHBIE KOMIIOHEHTHl ~HM300paKEHUsS; PEryIspHOrO TMPUMEHEHHUS VYIOpaXKHEHHH Ha
rpaduvecKkoe BBIICJICHUE CYIIECTBEHHBIX IPHU3HAKOB NPEAMETOB M SIBJICHUN; OOECIICYCHHUS
BO3MOXHOCTH JJIs1 00Yy4aroLerocs MOJIyYUTh aJpeCHYI0 KOHCYJIBTAIMIO 110 AJIEKTPOHHOHN 1ouTe
M0 Mepe HEOOXOIUMOCTH.

JUid ajanTanuyu K BOCIPUATHIO MHBaIMAaMH U ounamu ¢ OB3 ¢ HapyleHusaMu 3peHus
CIPAaBOYHOI0, Y4€OHOT0, MPOCBETUTEIBCKOIO MaTepuaa, IpeIyCMOTPEHHOTO 00pa30oBaTEIbHON
nporpaMMoii MHcTuTyra 1Mo BBIOPaHHOW CHEHUATBHOCTH, OOECIEUMBAIOTCSA CIEAYyIOIIne
yCIIOBUS: BeJeTCs ajanTtauus o¢puIuanbHOro caiita B cetd MHTepHeT ¢ yuyeToM 0COOBIX
noTpeOHOCTe MHBAIMIOB MO 3pEHHUI0, OO0eCleuYMBaeTCsl Haludue KpymHOMpPU(TOBOM
CIpaBOYHOM MH(OpPMAIMM O PACIUCAHUU YUEOHBIX 3aHIATUH; B Hayale Yy4yeOHOro roja
oOyyaroluecsi HECKOJbKO pPa3 MPOBOJATCS MO 3AaHuI0 MHCTUTyTa A7 3aloOMHMHaHUS
MECTOPACHOJIO0KEHUSI KaOMHETOB, MOMEIICHUH, KOTOPBIMU OHM OYyIyT IOJIb30BaThCS; MEAAror,
€ro co0eceTHUKH, IPUCYTCTBYIOLINE MPEACTABISIOTCS 00yYaroIUMCs, KaX/Ibli pa3 Ha3bIBaeTCA
TOT, K KOMY Iiefaror oOpaiaercs; JeiCTBHS, KECThl, IEpEMEILEHUs Nlearora KOpOTKO U SICHO
KOMMEHTHUPYIOTCS; Ie4aTHas HWHQOpMalus NpeAocTaBisieTcs KpymnHbM mpudrom (ot 18
MYHKTOB), TOTaJbHO O3BYYMBAeTCs; OOECHeurnBaeTcss HEOOXOIUMBIM YPOBEHb OCBEIIEHHOCTU
MIOMEILEHUH; TPEJOCTABISAETCSI BO3MOXKHOCTD HUCIOJb30BaTh KOMIIBIOTEPHI BO BpEMs 3aHATUN U
MpaBo 3aMrcu 0ObSICHEHHS Ha TUKTO(OH (I10 JKEJTAHUI0 00YUYarOIIerocs).

dopma npoBeieHHs TeKyIeH 1 MPOMEKYTOUHOM aTTecTaluu A1 ooydaromuxcs ¢ OB3
omnpezensercss MpernojaBaTelieM B COOTBETCTBUM € y4eOHBIM IiaHoM. [Ipum HeoOxomumocTu
oOyuyaromemycss ¢ OB3 ¢ ydyeroM ero WHAMBUIYaIbHBIX NCUXO(U3NYECKUX OCOOCHHOCTEH
JTaeTCsl BO3MOXKHOCTh IMPOWTH MPOMEXKYTOUHYIO aTTECTallMI0 YCTHO, MHCbMEHHO Ha Oymare,
NUCbMEHHO Ha KOMIIBIOTEpe, B (opMe TecTHpoBaHMA M T.N., JIMOO MPerOCTaBISIETCS
JOTIOTHUTEILHOE BPeMsI /11l IOJTOTOBKU OTBETA.
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11. IEPEYEHb WTHO®OPMAIIMOHHBIX TEXHOJIOTWI, UCIIOJIB3YEMBIX ITPA
OCYHWECTBJEHUMHU  OBPA3OBATEJIBHOI'O IIPOLHECCA 11O JUCHMIIJIMHE
MOAYJIIO), BKJ/IIOYAA HNEPEYEHb T[POI'PAMMHOI'O OBECIIEYEHUA WU
NHOOPMALIMOHHBIX CITIPABOYHBIX CUCTEM.

[Ipu mpoBeneHHH JIEKIIMOHHBIX 3aHATHNA MO JAUCLUMIUIMHE MPENoJaBaTeIb UCHOJIb3YET
ayIMOBU3yallbHbIe, KOMIBIOTEPHbIE U MYJIbTUMEAMMHBIE cpencTBa oOyueHuss MuHcrturyra, a
TaK)Ke JIEMOHCTpAIlMOHHBIC (TIPE3EHTAlMU) W HarsaIHO-WUIIOCTPALMOHHBIE (B TOM YHCIIE
pa3aTovyHbIe) MaTEepPHUAIIbI.

[IpakTrueckue 3aHATHS 1O JAHHOW JUCHUIUIMHE MPOBOJATCS C MCHOJb30BAHUEM
KOMIIBIOTEPHOTO U MYJIbTUMEIUIHOrO 000pyaoBaHus MHcTuTyTa, Ipu HEOOXOIUMOCTH — C
MIPUBJICYCHUEM MOJIE3HBIX THTEpHET-pecypCcoB U MAKETOB MPUKIAJHBIX MPOTPAMM.

JIuueH3MOHHOE Microsoft Windows,
IPOrPaMMHO- Microsoft Office,
UH(OpPMAIIMOHHOE Google Chrome,
obecrieueHme Kaspersky Endpoint Security
CoBpemeHHbIE 1. KoncynpranT+

npodeccuonanbable | 2. CripaBouyHas mpaBoBas cucrema «["APAHT».
0a3bl JAaHHBIX

Nudopmanuonnsie | 1. Dnekrponnas oubnuoreunas cucrema (3bC) OO0 «CoBpeMeHHbIE

CIpaBOYHBIC U(GPOBBIC TEXHOIOTHI»

CHCTEMBI 2. https://elibrary.ru - Hayunas snekrpoHHas OubIMoTeKa
eLIBRARY.RU (pecypchl OTKpPBITOTO IOCTYTIA)

3. https://www.rsl.ru - Poccuiickas I'ocynapctBennast bubmuoreka
(pecypchbl OTKPBITOTO JIOCTYIIA)

4. https://link.springer.com - MexayHapoaHas pedepatuBHas 6a3a
JaHHBIX Hay4HbIX W3nanuil Springerlink (pecypchbl OTKpBITOTO
J0CTyTIA)

5. https://zbmath.org - Mexnynapoanas pedeparuBHas 6a3a JaHHBIX
Hay4HbIX n3ganuii zbMATH (pecypcbl OTKPBITOro 10CTymna)

12. HNEPEYEHDb YUYEBHbBIX AYJIUTOPUI n OBOPYJIOBAHWNS,
HCHOJB3YEMBIX J1 NMPOBEJEHHSI YYEBHBIX 3AHSTHUN 1O JIUCHUAILIMHE
(MOJYJIIO).

VY4eOHble 3aHATUS MO AUCUUIUIMHE MPOBOJSATCS B CIENUATN3UPOBAHHON ayIUTOPHH,
000py/I0BaHHOM KOMITbIOTEPaMH, C BO3MOXHOCTSMHU TOKa3a npe3eHTanuili. B mporecce urenus
JeKIUH, TPOBEACHUS CEMHUHAPCKUX M TPAKTUYECKUX 3aHSATUN WCIHONB3YIOTCS HAIJISIHBIC
0coOMsI, KOMITJIEKT CJIaiiZI0B, BUJIEOPOJIUKOB.

[Ipumenenne TCO (aymuo- ¥ BHUICOTEXHHUKH, MYJIbTUMEAHMHBIX  CPEJCTB)
o0ecrieunBaeT MaKCHUMaJbHYIO HAarjsAHOCTh, TIO3BOJIIET OJHOBPEMEHHO TPEHUPOBATh
pazuyHble BBl PEUEBOM JEATEIBHOCTH, IOMOTaeT KOPPEKTUPOBATh pPEUYEBHIE HABBIKH,
CIOCOOCTBYET Pa3BUTHIO CIIYXOBOH M 3pUTENBHOM MaMATH, a TAK)KE€ YCBOCHHUIO M 3alIOMUHAHUIO
00pa31oB MPaBUIIbHOM PeUYH, COBEPILIEHCTBOBAHUIO PEUYEBHIX HABBIKOB.

Ilepeuensv 060pydosannblx yuedonvix ayOumopuil u cneyuaibHolX HOMeu|eHuil

Ne 501 JIaGopaTopust 1eonpor3BOJCTBA U OPTTEXHUKH,

yueOHast ayTUTOPHS IJIsl TIPOBEICHHSI 3aHATHH JIEKITMOHHOTO ¥ CEMUHAPCKOTO THUTIA
- IoCKa

- CTOJI IPETIOIaBaTEIs

- KpecIo Juis mpernoiaBaTess

- KOMITBIOTEP
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- MHOTO(DYHKITHOHAIBEHOE YCTPOHCTBO

- TEJIEBU30P

- KOMIUIEKTHI Y4eOHON MeOenn

- y4eOHO-HaTJITHBIC TTOCOOMS

- mkad A1 XpaHEHUsT TOCOOUH

[Tporpammuoe obecrieueHue:

Microsoft Windows (JloroBop Ne 64434/MOC4501 ot 04.09.2019),
Microsoft Office ({orosop Ne 64434/MOC4501 ot 04.09.2019),
Google Chrome (CBob6oaH0 pacripoctpansemoe [10),

Kaspersky Endpoint Security (Jlorosop Ne877/JTH ot 25.05.2016).

No 501 JIaGoparopust AeI0npoU3BOACTBA U OPTTEXHUKH,

yueOHas ayAUTOPHs JIJIsl TPYIIIOBBIX M HHIUBUYaTbHBIX KOHCYJIBTAIIUN, TEKYIIETO KOHTPOJIS
Y IPOMEXKYTOYHOM aTTecTalluu

- IoCKa

- CTOJI IIperoaaBaTens

- KpecIIo Juis IpernoiaBaTess

- KOMITBIOTEP

- MHOTO()YHKIITHOHAIBHOE YCTPOHCTBO

- TEJIeBU30P

- KOMILJIEKThI yueOHOM Mebenn

- yueOHO-HarJIAIHbIe TOCOOMS

- mKad U1t XpaHeHHsI TocoOui

[IporpamMmmMHoe obecrieueHue:

Microsoft Windows (lorosop Ne 64434/MOC4501 ot 04.09.2019),
Microsoft Office (JloroBop Ne 64434/ MOC4501 ot 04.09.2019),
Google Chrome (CBob6oaH0 pacripoctpansemoe [10),

Kaspersky Endpoint Security (Torosop Ne877/JIH ot 25.05.2016).

Ne 404, 511

[TomernieHus 151 caMOCTOSTEIBLHON pabOTHI

- KOMILJIEKThI yueOHOM Mebenu

- KOMIIbIOTEpHAasi TEXHUKA C MOJKIIIOYeHHEM K ceTu «VHTepHeT» U JOCTYIIOM B JIEKTPOHHYIO
MH(POPMAITMOHHO-00Pa30BATENBHYIO CPEY

ITporpammHoe oOecrieueHue:

Microsoft Windows (/Torosop Ne 64434/MOC4501 ot 04.09.2019),

Microsoft Office (JoroBop Ne 64434/MOC4501 ot 04.09.2019),

Google Chrome (Co6oHo pactpoctpansemoe I10),

Kaspersky Endpoint Security ([{orosop Ne877/JIH ot 25.05.2016),

CrnpaBouno-npaBoBas cucrteMa «I"apant» (Jorosop Nel4-I1J1/2020 ot 31 oxTs16ps 2019 roga).

Ne 404

bubnuoreka, untaabHbIN 321 ¢ BEIXOJOM B ceTh MIHTEpHET

- KOMIUIEKTHI yueOHOM Meben;

- KOMIIBIOTEpHAsl TEXHHUKA C MOAKIIOYeHHEM K ceTu «HTepHeT», JOCTYIOM B 3JIEKTPOHHYIO
MH(POPMAIIMOHHO-00Pa30BaTENbHYIO CPEY U JIEKTPOHHO-OMOINOTEYHYIO CHCTEMY.
[IporpamMmmMHoe obecrieueHue:

Microsoft Windows ([Torosop Ne 64434/MOC4501 ot 04.09.2019),

Microsoft Office (JloroBop Ne 64434/MOC4501 ot 04.09.2019),

Google Chrome (Cro6oano pactpoctpansiemoe [10),

Kaspersky Endpoint Security ({loroBop Ne§77/JIH ot 25.05.2016),

CrpaBouHo-nipaBoBas cucrema «l apant» (JJorosop Nel4-11J1/2020 ot 31 okts6ps 2019 rona).

Ne 401
AKTOBBIH 3aJ1 JIs1 IPOBEICHHS HAyYHO-CTYIEHYECKHX KOH(EepeHI 1 MepOpUsSTHIA
- CIICMAIM3UPOBAHHBIE KPECHa Ul aKTOBBIX 34JI0B
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- CIIeHA

- TpubyHa

- DKpaH

- TEXHHYECKHE CPEJICTBA, CIYXKAIIUe JUIs TPeICTaBlIeHNs HHOOPMALUU OOJIBLION ayTUTOPUH
- KOMIIBIOTEP

- IGMOHCTPAIIMOHHOE 000PYI0BaHUE U Ay TUOCHCTEMA

- MUKPO(OHBI

[Tporpammuoe obecrieueHue:

Microsoft Windows ([{orosop Ne 64434/MOC4501 ot 04.09.2019),
Microsoft Office (Jorosop Ne 64434/MOC4501 ot 04.09.2019),
Google Chrome (Co6ozaro pactpoctpansemoe I10),

Kaspersky Endpoint Security (loroBop Ne§877/JIH ot 25.05.2016).

Ne 515

[Tomerenue st XpaHeHHst U IPOPHUIAKTHUECKOTO 00CTY)KUBaHUS YIeOHOTO 000PYI0BaHUS
- CTEIUTaXKHU

- yaeOHOE 000pyIOBaHHE

Pazpabotrunk: Conomuna U.IO. k.¢.H.
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