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1. leas u 32124 M CHUIIJIMHBI

Ilens: copMupoBaTh CHCTEMHOE MIPEACTABICHUE O CUCTEME U TEXHOJIOTHSIX
JIOKYMEHTAIMOHHOTO 00ECTICUeHUs IeSITEIbHOCTH NIPEeANpuUsTUs B cpepe cepBuca.

3ajgaun TUCIUIUINHBL:

- JlaTb CTYJIEHTaM [MpPEICTAaBICHUE O CHUCTEME JOKYMEHTAI[MOHHOTO
oOecrieueHus AesITENbHOCTU MPEANPUATHS B CPEpe CepBUCA;

- TO3HAKOMHUThH CTYJEHTOB C OCHOBHBIMU BHJIAMH YIIPABICHUECKUX
JIOKYMEHTOB;

— copMHUpoBaTh CUCTEMHBIC MPEACTABICHUS O TEXHOJIOTHSX pabOThl ¢
OCHOBHBIMU

BUJIAMH YTIPABJICHYECKUX JOKYMEHTOB;

— chopMupoBaTh y CTYIEHTOB TMPAKTUYECKUE HABBIKU pabOThI ¢
JIOKyMEHTaMU, BKJIOUas TEXHOJIOTHUIO UX CO3/IaHus1, 00paOOTKH, XpaHEHUS;

2. MecTo nucuMIuvinHbl B cTpykTrype OOIT

B cootBeTcTBUM ¢ (denepanbHbIM TOCYIapCTBEHHBIM 00pa3oBaTEIbLHBIM
CTaHJapTOM BBHICIIETO oOOpa3oBaHus 1O HampaieHuto «CepBuc» ydeOHas
nucuuiuinHa «JlenonpousBoacTBo B cepe cepBrcay BXOIUT B YaCTh MPOTPaAMMBbI
OOII, dhopmMupyemoit ydacTHUKaMH 00pa30BaTEIbHBIX OTHOIICHUH. J{McIuIInHA
Hepa3pblBHO  cBsizaHa ¢ gucuumimHamu  OOIL:  «DKckypcoBeneHue»,
«JKCKYpCHOHHOE  KpaeBeaeHue», «My3eiiHas  dKckypcus», «KynbTypHO-
ucropuueckne  1eHtpel  Poccum»,  «CrpaHoBeneHue», «AHUMAIMOHHAs
NEATEIIBHOCThY, « DIKCKYPCHOHHBIE MapIIPYThl TBEpCKOMl 00IaCTIY.

3. O0beM AUCHUILUIMHBI: 2 3a4eTHBIX SIMHULI, 72 aKaJeMUYSCKUX Jaca, B TOM
yucie:

KOHTAKTHAs ayAWUTOpPHAasl padora: JeKIMHl39acoB, NPaKTHYECKUE 3aHITUS
264acoB.

camocrosiTeibHast padora: 33 yaca.

4, nﬂaHMpy(EMble pe3yabTaTbl O6y‘-IEHVI‘r'I no AaucunnanHe, COOTHECEHHbIE C N1IaHUpPyeMbIMU

pesy/sbTaTamun ocBoeHMs 06pa3oBaTeNbHON NPOrpammbl



IInaHupyeMsble pe3ybTaTbl OCBOCHUS
00pa3oBaTebHOMN MTPOrpaMMBbl
((hopmupyembie KOMITETEHIIUH )

[Tnanupyemble pe3ynbTaTshl 00y4eHHs 110 AUCLIUIINHE

[1IK — 9.5 CnocobOen
paspabaThIBaTh IKCKYPCUHU

9.5. OdopmiisieT IKCKYPCHOHHYIO
JTOKYMEHTAIUIO

5. (I)opMa HpOMe)l(yTOqHOﬁ arreCTallui 1 CEMECTP MPOXOKACHUA 3a4CT, 7

CeMecCTp

6. S3bIK NpenogaBaHus PyCCKHiL.

II. Conepxanve IMCHUILIMHBI, CTPYKTYPHMPOBAaHHOE MO TemaMm (pa3eiam) C

YKazaHUuEeM OTBCJACHHOI0 HA HHX KOJHYECTBA AKAACMHUYCCKHX YaC0B M BU/I0B

Y4eOHBbIX 3aHATUH

VYyebOnas Bcero KonrakTHas padota (uac.) | CamocTosiTenbHas

nporpamMmma — (uac.) Jlekiuu | Ilpaktuueckue paboTa (uac.)

HanMCHOBAHHC

pa3JeiioB U TeM

(;1abopartopHbIe)

3aHATHUA

Tema 1. BBenenue |2 2
B KypC: IIPEJIMET,
CoJIepKaHue,
3a7a4M Kypca u
METObI €0

M3y4ECHUS

Tema 2. OcHoBHBIC | 7 2
TIOHATHUS U
OTIpEeICTICHHUS.
Knaccudukanus
JIOKYMEHTOB.
OyHKIUU

JTOKYMEHTOB




Tema 3. CriocoOnI
JIOKyMEHTUPOBAHH
s 1 MaTepUaIbHbIC
HOCUTEIU

uHbOpMaIuu

10

Tema 4.
['ocynapcTBeHHOE
peryiaupoBaHue
JIOKYMEHTAIMOHHO
ro obecreueHus
CEpBUCHOM

ACATCIBHOCTH

10

Tewma 5.
Texnonoruu
paboTHI ¢
JIOKYMEHTaMU B
OpraHu3aIusIX

cdepsl cepBuca

Tema 6.
CocraBieHue
OpraHU3aIMOHHO-
pacnopsIANTEIbHON
JIOKYMEHTOB
OopraHu3aIuu

cdhephl cepBuca

10




Tema 7. 11
Odopmienne
KaJpOBOM
JIOKYMEHTAIUU Ha
NpEeanpUATUN

cdephl cepBuca

10

Tema 8. 8
JIOKyMEHTAITMOHHO
¢ oOecrieueHue
yIPaBICHUS
IPCANPUATHSIMH

cdepsl cepBuca

10

Tema 9. 4
Odopmiienue
ADKCKYPCHOHHOMN

AJOKYMCHTAaIIUH

10

Tema 10. 4
OnepatuBHOE U
apXUBHOE
XpaHEeHue
JIOKYMEHTOB B

OpraHu3aIuu

10

UTOI'O 108

13 26

69

III. O0pa3oBaTe/ibHbIE TEXHOJIOTUH

YuebHas mporpamma —
HanMCHOBAHUC pa3JCJIOB U
TEM

Bun 3agartus

OO0pazoBarenbHbIE TEXHOJIOTHH




Tema 1. Beenenue B
KypcC: TIpeaMeT,
coJIepKaHue, 3a7auu
Kypca U METOJIbI €T0
U3YUYCHUS

Jlexusa

TpaguunoHHAs JEKLHS

Tema 2. OcHOBHBIE
TIOHSITUSA U ONIPEICIICHUS.
Knaccudukanus
TOKyMeHTOB. OyHKIIMU
JIOKYMEHTOB

Jlekusa
CeMuHapCKOE 3aHATHE

TpaguuuoHHas neKUUs
Meroa «MamnblX rpymnm»

Tema 3. CrtocoObI
JTOKYMEHTHPOBAHUS U
MaTepralibHble HOCUTEIN
uHbopMaIuu

Jleknsa
CeMUHapCcKOE 3aHSATHE

Jlekuusa-KoHCyIbTaMs
JIMCKYCCHOHHBIE TEXHOJIOTUU

Tewma 4.
I'ocynapctBenHOE
pEryJIUpOBaHNE
JOKYMEHTAI[HOHHOTO
oOecrieueHus: CepBUCHOMN
JeSITEeIbHOCTH

Jlexuusa
CeMUHapCKOE 3aHSATHE

TpaguuuoHHAs JTEKLIMS
AHanu3 TEKCTOB

Tema 5. Texnomoruu
paboThI C TIOKYMEHTaMU
B OpraHu3anusx chepol
cepBuca

Jlexnusa
CeMHuHaApCKOE 3aHATHE

Jlexuus-KOHCYIbTAIS
MeTo aKTUBHOTO CIyIIAHUS

Tema 6. CocraBneHue
OpraHU3alMOHHO-
pacnopsiANTENLHOU
JIOKYMEHTOB
OopraHu3aluu cepbl
cepBuca

CeMHuHaApCKOE 3aHATHE

Meroa «MamnbIX rpymnm»

Tema 7. Odbopmienue
KaJpOBOW JOKYMEHTAUU
Ha IpeAnpusiTun cheps

Jlexuus
CeMuHapCKOE 3aHATHE

Jlexuus-Bu3zyanuzanus
Metona «MajbIxX TPy

cepBuca
Tema 8. Jlexmmst Jlexnus-Bu3yanu3amms
JIOKyMEHTAIMOHHOE CeMuHapCKOE 3aHITHE MeTtoa «MajIbIX TPYII»
oOecrieueHue

yIpaBJICHUS

OpeanpusTUIMUA cPepbl
cepBHca

Tema 9. Odopmnenue
AKCKYPCUOHHOM
JOKYMEHTAIUU

Jlexknsa
[IpakTrueckoe 3aHsTHE

Jlekuus-Bu3yanusanuus
AHaan3 TEeKCTOB




Tema 10. OnepatuBHoe u | Jlexius [TpobnemHas nexuus
apXHBHoe XpaHeHHe CeMI/IHapCKOG 3aHATHC ,HI/ICKYCCI/IOHHBJI TCXHOJIOT'UA:

JTOKYMEHTOB B KPYIJIBIIA CTOJ

OpraHu3anmun

B cootBerctBum ¢ [Ipukazom Munobpuayku Poccun Ne§16 ot 23 aBrycra
2017 1. «OO6 yrBepxknenun llopsaka mnpuMeHEHHS  OpraHU3alLMsIMHU,
OCYHIIECTBIISIOIMMUA 00pa30BaTEIbHYIO JIESITENIbHOCTh, JIEKTPOHHOTO O0Yy4YeHUS,
JTCTAHIIMOHHBIX o0Opa3oBaTeIbHBIX TE€XHOJIOTUI npu peanuzanuu
oOpa3oBarenbHbIX nporpamMmm» U «llosoxxeHneM 00 3JIE€KTPOHHOM OOYYEHHH H
JIUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJIOTHSX B TBEPCKOM TOCYAapCTBEHHOM
yHuBepcurete» OT 31 aBrycrta 2016 r. ¢ UEnbl0 MOBBIMIEHUS KayecTBa H
JOCTYITHOCTH ~ O0Opa30BaTENbHBIX  YCIYT OCBOEHHE  JAMCLHHUIUIMHBI  MOYKET
IPOBOJAUTHCA C MPUMEHEHHEM JJEKTPOHHOTO OOY4YeHHs M JHUCTAaHIMOHHBIX

oOpazoBatenbHbIX TexHoorui (30 u J10T).

IV. OuneHouynbplie MaTepuajdbl JJA NPOBeJeHUN TEKYyIlell W NMPOMEKYTOYHOM
arTrecTanun
3aaHuA HA POBEPKY 3HAHU
KonTpoabHbIe BONPOCHI 1Jis1 MPOBEeHUs 3auyeTa:
1. JIOKyMEHTaIlMOHHOE obecrieueHue B cdepe cepnuca,

COBPEMEHHBIC TPEOOBAHUS K €TI0 OpraHU3aINH.

1. JIOKyMEHT, OCHOBHBIE TOHSTHS, (YHKIIMA ©  CIOCOOBI
JTIOKYMEHTHUPOBAHUS.

1. Nudopmanus u nokymenT. Kinaccupukanus 10KyMEHTOB.

2. OO6mue TpeOoBaHUs K TEKCTY JOKYMeHTa. [lopsaaok u3noxeHus

TEKCTa JOKyMEHTa. SI3bIK CITy’KeOHBIX TOKYMEHTOB.
HopmatuBHO-nIpaBoBas 6a3a 1eJ10npou3BOACTBA.
CocTaB peKBU3UTOB IOKyMEHTOB, IIPaBUiia KX OPOPMIICHUS.

Bupl 651aHKOB TOKYMEHTOB, MX XapaKTEPUCTHKA.

A

XapaKTepI/ICTI/IKa 141 COCTaB OpraHn3aliluOHHO-IIPABOBLIX



JIOKYMEHTOB: TP€OOBAaHUSI K COCTaBJICHUIO U O(POPMIICHHUIO.

7. XapakTepuCcTUKa M COCTaB PACHOPSAUTENBHBIX JTOKYMEHTOB:
TpeOOBaHUS K COCTABICHUIO U 0()OPMIIEHHIO.

8. XapakTepucTuka H COCTaB HMH(OPMAIIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB: TPEOOBAaHUS K COCTABJICHUIO U O(POPMIICHUIO.

9. XapakTeprucTUKa U COCTaB KaJIpOBBIX JOKYMEHTOB: TpeOOBaHUS
K COCTaBJICHUIO U 0(OPMIICHUIO.

10. Cuyx0a JOKYMEHTAIlMOHHOTO OOECIeYeHUs] YIpPaBIICHUS:
(yHKUIHH, CTPYKTYPA, TOHKHOCTHOM COCTaB.

11. IlepBoHauasbHas 0OpabOTKa JOKYMEHTOB B OpTraHU3ALH.
Perucrpanus 10KyMeHTOB, €€ 3HaU€HHUE U (POPMBI.

12. XapakrepucTuka JOKYMEHTOIIOTOKOB: BXOZIAIIAsl, MCXOMSIIAL,
BHYTPEHHSS JOKyMEHTalus. TeXHOI0rus paboThl ¢ JOKYMEHTOIIOTOKaMH.

13.  OcobenHoctu pabOThl ¢ KOHPUACHIIMAIBHON JOKYMEHTAIIUEH.

14.  TexHonorust pabOThI ¢ OOpaIICHUSMH TPaXKIaH.

15.  OdopmieHne SKCKypCUOHHOM TOKYMEHTAIIUH.

16.  ®opmuposanue u opopmiieHue aen. OCHOBHbIE TpeOOBaHMS K
OpraHU3aliy TEKYLIEro XpaHEHMs UCIIOJHEHHBIX JOKYMEHTOB.

17.  IloaroroBka JOKYMEHTOB K C/Iau€ B ApXUB.

4.1.1. TecToBble 3a1aHu 1151 IPOBEPKU 3HAHUI
Oo0pa3sen TecTOBOIO 3a1aHUSA:

1. Kakoii [JOKYMEHT COCTaBJISIETCS MpPU HEOOXOJUMOCTH 3a(PUKCHUPOBATH
CJIOUBIITYIOCSI CUTYAITHIO UM OOHAPYKEHHBIC (PaKThI?
1. ITporoko.
2. CrpaBka.
3. AKT.
4. OObsAcCHUTENbHAS 3aUCKA.

2. Kakoii 1okymMeHT TpeOyeT yTBEpKICHUS PYKOBOAUTEIEM OpPTraHnu3alun?

1. [Tonoxenue o OyxraiaTepuu.



2. CnpaBka 0 33J0JDKEHHOCTH MPEIITPUATHS.
3. [Tucemo-3amnpoc o npeaocTaBIeHUH HHOOPMALINH.
4. IIpoTokoi1 3acejaHus COBETA IUPEKTOPOB.
3. Kakum o0pa3om B OpraHu3aluy paclpeAessIloTCs OO0S3aHHOCTH MEXIY
PYKOBOJCTBOM, B TOM YHCJIE€ IPABO MOIMUCHIBATh JOKYMEHTHI?
1. VYcranaBnuBarOTCSI B  COOTBETCTBUM C  YCTHBIMH  PacHOpPSKEHUSIMU
PYKOBOJIUTETIS.
2. YcTaHaBIMBAIOTCA MPUKA30M PYKOBOIUTEIIS.
3. YcTaHaBIMBAIOTCA B HHCTPYKLMU 110 AEJIONPOU3BOJICTBY.

4. CnenyroT CI0KUBLIEHCS TPAIALIVH.

4.1.2. 3apaHusi Ha NPOBEPKY YMEeHM i (IpUMep CUTYALMOHHOI 3a1a4H)

B X04cC 3a4ucTa CTYACHT B 00s13aTeILHOM MMOPAAKES BBIIIOJHACT IIPAKTHYCCKHC
3aJlaHvs, KOTOPBIC IMO3BOJIAIOT OIPCACIUTbL YPOBCHL IIPAKTHYCCKHMX HABBIKOB,
IMOJIYUYCHHBIX CTYACHTOM Ha 3adHATHAX. CTy,Z[eHT IIOJIy4acT HCO6XOI[I/IMI>IG

MaTEpUAJIbI JJIsl BBIIIOJIHEHUS IIPAKTUYECKOTO 3a1aHus.
[IpumepHbie 00pa3ibl TPAKTUYECKHUX 33JaHUM:

1. Ykaxure mo ycraBy opranuzaruu: 1). Ctpykrypy ycraBa. 2). I[lopsgok
YTBEPKJICHUSI U M3MeHeHus yctaBa. 3).Ilopsmok ynpasieHus B opranu3anuu. 4)
Onpenenute, K Kakoi pa3HOBUIHOCTU JOKYMEHTAIMU MPEANPUITHS OTHOCHUTCS

yCTaB.

2. Yxaxure no «llonoxenuto o kaapoBoil ciayxoe»: 1). CTpykTypy JTOKyMEHTA.
2). Tlopsanok ytBepxkiaenuss u usmeHenus: «llomoxenus».  3). Ha ocHoBanuu
Kakux JOKyMeHTOB co3fawotrcs «lIpaBwma»? 4) Omnpenenure, K Kakou
Pa3HOBHUJIHOCTH JOKYMEHTAalMM npennpusitus otHocutcs «llonmoxxeHue o

KaJIpOBOM CITy>KOe».

3. Ykaxure no «JlomkHocTHOM MHCTpyKumm»: 1). Llenu co3naHus TOKyMEHTA.

2)HopmaTuBHbBIE aKThl, Ha OCHOBE KOTOPBIX CO3MaH JAOKYMEHT. 3)CTpyKTypy



nokymeHTta. 4) Onpexnenure, K Kakod pa3sHOBUIHOCTH  JIOKYMEHTalWU

NpCaAIpuATUS OTHOCUTCA ((I[OJDKHOCTH&H HHCTPYKIHA.

3a4aHMA 3aKpbITOro TMNa

1 B uymcio mesieil yHupuUKaAUM yIpaBJIeHYECKOH JOKYMEHTAUMU
B He BXOJIMT:

a) TIOBBIIIEHUE KauecTBa OPOPMIICHUS JOKYMEHTAIUN

0) CHIDKEHHE TPYIOBBIX 3aTPaT MpU O(OPMIICHUH JOKYMEHTOB

B) MOHIKEHUE TPEOOBAHUI K YPOBHIO MOJATOTOBKH CIICIIUAIUCTOB B
cdepe cepBrca

T') TOCTH)KEHHE MH(POPMAITMOHHON COBMECTUMOCTH JOKYMEHTOB

1 Gayn

2 r Cpenn  mepeyHMcIeHHBIX BHJIOB OJIAHKOB JIOKYMEHTOB
OpraHU3aNNy JUITHAM SIBJISIETCS

a) OJlaHK mUchMa

0) oOmmii OJ1aHK OpraHu3aIuu

B) OJIaHK IpHKa3a

T') MO3/IPAaBUTEIILHBIN OJIaHK

1 Gamn

3 B K 6;1aHKaM I0KYMEHTOB CTPOroii 0T4YeTHOCTH OTHOCHUTCH:

a) OJ1aHK, BBITTOJTHEHHBIA TUITOTPAaCKUM crtocoboM, ¢
PEKBU3UTAMHU yUPEKICHUS

0) OyaHK, BBINIOJIHEHHBI Ha KOMITBIOTEPE, C PEKBU3UTAMU
YUPEKACHUS

B) OJIaHK, BBINOJIHEHHBII TUIIOTPadCKUM CIIOCOOOM, C
BocnpousBeaeHueM ['ocyaapctseHHoro repba PO

r) 6J1aHK, BBIMOJIHEHHBIN TUITOTpadcKUM cIocoOoM, ¢ IMOIEeMOi
OpraHu3aIu

1 Gamn

4 0 Jy0/MKaT 10KyMeHTa 3T0:

a) Konust vactu nokymeHTta, Heooxoaumasi i 0(UIHAILHOTO
IIPEJICTABJICHUS] B TOCYIAPCTBEHHBIE OpraHbl

0) Konust yrepsitHHOro JOKyMeHTa, UMEIoLasi OPUANYECKYIO CHITY
MOIJIMHHUKA.

B) Kcepokonusi oyIMHHOTO T0KyMEHTa

r) FOpunudecku 3aBepeHHas BHIIUCKA U3 TOKYMEHTA

1 Oamn

5 a JoxymeHT — 310

a) 3adukcupoBaHHAs Ha MaTepUaIbHOM HOocHUTese HHpOopMaIus ¢
PEKBU3UTAMHU, TIO3BOJISIIOIIUMHU €€ UJICHTHU(PULIUPOBATD.

0) Hocurens napopmanuu, ncnojib3yeMoi B LEeIsIX
peryapoBaHUs COLUAIBHBIX OTHOLICHUH.

B) Undopmanus, 3adukcupoBaHHast JI00bIM CIIOCOOOM Ha JIF0O0OM
HOCHTEJE.

r) 3adukcupoBaHHas Ha OyMa)XHOM HocuTese HHpopmalus o
npeabsIBUTENE

1 Oamn

6 a Kakoe nucsMo 3aBepsieTcsi ne4arbio?
a) ['apanTuitnoe mucLMo.

6) KommMepueckoe mpeiokeHue.

B) ITucemo-mipock0a.

r) [lucemo-npenynpexaeHue

1 Oamn




o IMHHUK JOKYyMEHTA — 3TO:

a) [lepBrIif WM €TMHCTBEHHBIN YK3EMIUIAP TOKYMEHTA.
0) DK3eMIUISIp TOKYMEHTA, C KOTOPOTO CHSTA KOIHS.

B) FOpuanuecku 3aBepeHHast KOMUs JOKyMEHTa

r) Kcepokonusi jokymeHTa

1 6amn

Kaxkoii u3 pekBU3UTOB NP 0(pOPMIICEHUH NMUCHbMA SABJISIETCS
JIMIIHUM:

a) agpecar

0) mara

B) HAIMEHOBaHUE BUa TOKyMEHTa

') TOAHUCH

1 0amn

11

Y CcTaHOBUTE MPABIIIBHOE COOTBETCTBUE MEXKITY OIPEICIICHUSIMU:
1) Cucrema foKyMeHTalMu
2) Ycras
3) CrangapTuzanus

4) JlomKHOCTHAS MHCTPYKIIUS

A)lIporiecc ycTaHOBNIGHHST W TPUMEHEHHS TMPaBWI C  IEIbI0
YHOPSAAOYECHHS JEATEIILHOCTH B IEJIONPOU3BOICTBE
B)OpranusaionHblii JOKYMEHT JUIMTEILHOTO WM MOCTOSHHOTO CPOKa
JEHCTBUS, B KOTOPOM ONpEAETICHbl Hay4YHO-TeXHHYEeCKHe, (DMHAHCOBEIC
CTOPOHBI ICSTEILHOCTH TOJDKHOCTHBIX JIHIL

B)CoBokymnHocTh B3aMMOYBS3aHHBIX JOKYMEHTOB, IPUMEHSIEMbIX B
ornpeaenéHHOM cdhepe AeATeNbHOCTH

I') Croj mpaBwuJ1, peryJIMPYIONINX IeSITETBbHOCTh OPraHU3aIii, UX
B3aMMOOTHOMICHUA C APYTUMHU OPraHU3alsIMU U I'pakaHaMUu, IIpaBa 1
00s13aHHOCTH B c(hepe roCyIapCTBEHHOM MM X03sICTBEHHOM
JeSTEIbHOCTH

2 Oata

12

O0s13aTeIbHBIM IOKYMEHTOM IPH OPraHUu3anuu
TYPMCTHYECKOI'0 MyTelecTBUs ABJISIeTCS:

a) 3asBKa TypucTa Ha OpPOHHPOBAHUE Typa

0) mamsTKa TypucTa

B) CTPaxOBBIE JOKYMEHTHI

') JOTOBOP Ha TYPUCTCKOE MYTEIIECTBUE

1 0amn

13

K opranm3anuoHHO-NIPaBOBBIM I0KYMEHTAM OPraHU3ALUH
OTHOCHUTCH:

a) MPOTOKOJI

0) TpyI0BO# TOTOBOP

B) TpYAOBasi KHM)XKKa

') yCTaB OpraHu3aluu

1 0amn

14

K nH(popMannoHHO-CIIPABOYHBIM IOKYMEHTAM OPraHU3aluH
He OTHOCUTCH:

a) IOKJIaiHasl 3arucKa

0) cripaBKa

B) MpUKa3

T) aKT

1 0amn




15

Kakoii 3axoHOIaTeJILHBIN aKT onpe/iessieT 0COOeHHOCTH
(opMHpPOBaHNS, IPOABHKEHUS U PeaJM3allii TYPHUCTCKOIo
NPOAYKTA

a) PenepanbHbIN 3aKOH 00 OCHOBAX TYPUCTCKOH J1€ATEIbHOCTH B
PO

0) KoHuenmwus pa3Butus

B) 3akoH Poccuiickoii @enepaunn «O cTaHIapTU3ALAN»
r)l'ocynapcTBeHHas mporpaMma 1o pa3BUTHIO TYPUCTCKOM
uHayctpuun Ha niepuos ¢ 2018 mo 2023 roxasl

1 Oamn

16

Yto Takoe peKBU3UT JOKyMeHTA?

a) GupMeHHbIN OJaHK

0) OcHOBHasI 4acTh JJOKyYMEHTA

B) OTIeNbHBIN 3JIEMEHT JOKYMEHTA

r) OTAENbHBIN 371€MEHT JOKYMEHTA, BHITOTHEHHBIN
TUNIOTPa)CKUM CIIOCOOOM

17

a,B, T

Ykaxute 00s13aTe/IbHbIE MO3UI[UH B I0OTOBOPE HA TYPUCTCKOE
00cCIy:KNBaHME:

a) B3aMHBIE 0053aTEIILCTBA CTOPOH

0) cBeZieHUsI O KYJIbTYPHO-3THOTpaUIECKIX OCOOCHHOCTSIX
HACEJICHHS B MeCTaX MOCEHICHUS

B) OOIIMIi TepeueHb MPEJOCTABISEMBIX YCIYT

I') HOPSAJOK B3aMOPACUYETOB U IUIaTEXKEH

1) CBEJICHUSI O CAHUTAPHO-3IUIEMUOIOTHYECKON 00CTaHOBKE BO
BpeMs Typa

€) Ipoe3AHbIe JOKYMEHTBI

3 Oamna
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YkaxuTe npaBuJibHbIe BADHAHTHI JaATHPOBAHUS IOKYMEHTA:
a) 5 centsi0ps 2022 .

0) 05 cents0ps 2022 r.

B) 05.09.2022

r) 05.09. 2022 roga

1) 5.09.2022 r.

2 Oamna

19

Ykaxure 00s13aTe/IbHbIE ITANbI 0()OPMJIEHHA IKCKYPCHOHHOI
JAOKYMEHTAINU:
a) oTOOp JIUTEPATYpPHI U COCTaBIeHUE Oubmuorpaduu;
0) cocTaBneHHe MapuIpyTa;
B) MOATOTOBKA KOHTPOJIBHOI'O TEKCTA DKCKYPCHUH,
I') COCTaBJIEHUE UHUBHIya IbHOTO TEKCTA;
1) COCTaBJIEHHE METOJUYECKON pa3pabOTKH SKCKYpPCUHI
e) opopmIIeHHEe POE3AHBIX TOKYMEHTOB
Boi0epuTe He MeHee IBYX BADHAHTOB

3 Oamna

20

a’ 69r’

Cx0/ICTBO MHAUBHAYAJIBLHOTO W KOHTPOJBLHOIO TEKCTA
IKCKYPCHHU COCTOUT B:

a)TeMe IKCKYPCHH;

0)conepxaHuu

B)MaHepe U3N0KEHNE MaTepuaa, si3bIKe IKCKYPCUH

T)OIEHKAaX HCTOPHUECKUX COOBITHH

I)CTPYKTYPE IKCKYPCUU

€)COOTBETCTBUH METOIUYECCKOM pa3pabOTKe SKCKYpCUH

Bbi0epuTe He MeHee IBYX BADHAHTOB

3 dama




21 |r YkakuTe JINlIHee TpefoBaHHE K KOHTPOJBLHOMY TeKcTy | 1 Gain
IKCKYpPCHU:
a) KpaTKOCTb;
0) TUTEPATYPHBIN S3BIK;
B) HEOOXOJMMOE KOJIMUYECTBO (PaKTHUECKOTo MaTepualia,
r) ’KHUBasi, SMOIMOHAJIbHA [T0jaua MaTepuaa
22 |1-b YcTaHOBHTE PABHIIbHOE COOTBETCTBHE: 3 basta
2-B 1. Meronuueckast pa3paboTKa SKCKYpCUHU
3-A 2. KOHTpOJIBHBIN TEKCT IKCKYPCUHU
3. TMoprdens s3xkcKypcoBoaa
A) KOMIUIEKT HarJIAIHBIX TOCOOUI, CTIOJIB3YEMBIX B XOJI€
IIPOBEJICHUS 3KCKYPCUH;
b) JlokymMeHT, KOTOpBIi onpeenser, Kak MPOBECTU JaHHYIO
AKCKYPCHIO, KaK JIydllle OPraHU30BaTh [10Ka3 NaMSATHUKOB,
KaKyl0 METOJIUKY U TEXHUKY BEICHUS CIIelyeT IPUMEHHTD;
B) TmarensHO mOg00paHHbI U BEIBEPEHHBIH 110 HCTOYHUKAM
MaTtepual, SBJISIFOUIUICS OCHOBOM ISl BCEX SKCKYPCHH,
MPOBOJUMBIX Ha TAHHYIO TEMY.
23 |6 B nopTdenn IKCKypcoBoIa BXOIMT: 1 Gamn
a) METoAMYECKas pa3padoTKa HIKCKYpCHH;
0) dororpadun moaeH, KOTOPHIE UMEIOT OTHOIICHHUE K TEME
AKCKYPCHH;
B) KOHTPOJIBHBINA TEKCT SKCKYpPCHH;
T') MHAUBHYAIbHBIA TEKCT SKCKYPCUHU
24 |1 0) K o0s13aTes1bHOI 3KCKYPCHOHHOM JOKYMEHTAIIUH OTHOCUTCS 1 Gamn
a)KkapTa Mapuipyra
0) MHAMBHUYAJIbHBII TEKCT SKCKYPCHH
B)MAcIopTa KyJIbTYpPHO-UCTOPUUYECKUX OOBEKTOB MOKa3a
B)CIMCOK UH(OPMAIIMOHHBIX PECYPCOB IO TEME SKCKYPCUH
3a4aHuA OTKPbLITOro TMNa
1 | CnocoGHOCTh TOKYMEHTa O0bsicHUTE TEPMUH:
MOPOKJIaTh OTIpe/ieTICHHbIE IOpuauyeckasi cuiia 10KyMeHTa —3TO......... 1 6amn
MIPABOBBIE MOCIIEACTBHUS.
2 BcraBbTe NponyumeHHbIH TEPMUH:
JIoKkyMeHTHUpOBaHHE «Banucy  WHPOpPMAIIMM  HAa  pa3IMuHBIX | | Oamn
HOCHUTENSIX 1O YCTAaHOBJEHHBIM IMpaBUJIAM —
ITO wevennenienne »
3. | Moryt ObITh YKa3aHBI: Ykaxure cnocodb! opopmiieHusi pekBu3ura | 2 6amia
1)Hudposoii criocob: «/laTa noKymMeHTa» ¢ NpUBeIeHHEM
apaObCKUMHU TU(PPaMU B OIHY | MPUMEPOB:
ctpoky: 02. 03. 2022 1)
2)CnoBecHo-11u(poBoOit 2)
crioco0: 02 mapra 2022 r.




VYcranaBnuBaroTces npukazoM | Kakum o0pa3om B opranuzanuu | 1 Gamn
PYKOBOJUTEIIS. pacrpenensorcs 00513aHHOCTH MEXy
PYKOBOJICTBOM, B TOM  YHCJIE€  TIPaBO
HOJKCHIBATh JOKYMEHTHI?
Konwust mokymeHnTta He uMeeT | YKaXuTe MPUHIMITHAIBHOE OTINYNE MEXKITY 2 Gamna
IOPUINYECKOHN CUJIBI, €CIH NOOUHHUKOMIIOKYMEHTA U KOnueil
OHa HeE MOoJIy4yuIIa JIOKYMEHTa
CIELUAIBHOTO
yJIOCTOBEPEHUS
(HOTapualbHO 3aBEPEHa,
MO/NKCAaHA
YIOJIHOMOYEHHBIM JIMLIOM U
T.11.)
MoryT OBITh yKa3aHBbI: Jdass  u3roroBiieHusi  o0mero  OJiaHKa | 3a
a) HAaUMECHOBAHME | OPraHM3alMM HEe00XOAUMO MCIHOJb30BaTh | KaXKIbII
OpraHu3aIuu PEKBH3UTHI: BEPHBI
0) HauMEHOBaHWE BHJA | A) OTBET —
JOKYMEHTa 0) 1 0amn
B) SMOjema opraHu3aluu | B)
WA TOBApHBII 3HAK r)
r) KOJ OpraHu3auuu 1o | 1)
Obmepoccuiickomy e)
KJIACCU(UKATOPY
NPEINpUATHI U OpraHu3anui
n) T'ocynapcTBeHHBIN repO
P® unu rep6 cyonbexta PO
€) MECTO COCTaBJICHUS
JOKYMEHTa
MoryT OBITH yKa3aHBbI: YkaxuTe NpaBuja CTPAaXoBaHUS TYpUCTa B | 32
1) CrpaxoBanue TypHCTa | poccHiickOM TypOu3Hece: KaX bl
MIPOU3BOUTCS o ero | 1. BEPHBII
MOPYYEHUIO OTHpaBistomeit | 2. OTBET —
¢bupmoit wi | 3. 1 Gamn
CaMOCTOSITENIHO. 4.
2) B Poccum crpaxoBaHue
TypHUCTa SBIISIETCA
J0OPOBOJIBHBIM
3) B Poccun crpaxoBaHue
TypHUCTa SIBIISICTCS
J0OPOBOIBHBIM (3a

HCKIIFOYEHUEM Dpsiia  CTpaH,
KOTOpBIE HE BBIAANYT BU3bI

6e3 MpeIbsBICHUS
CTPaXOBKH)
4)CtpaxoBaHue

TPAHCIOPTHOTO MYTEIIECTBUS
SIBIISICTCS  00SA3aTC/IbHBIM, A
CyMMa CTpaxoBoro cbopa
BKJIIOUEHAa B  CTOMMOCTb
ounera




8. | Moryrt ObITh yKa3aHblI: Ilepeuuncianre OCHOBHBIE ¢ynkumm | 3a
yIpaBieHYECKas, AOKyMeHTa: KaKIbIN
[paBoBasd, 1) BEPHBII

uH(pOpMallMOHHAs, 2) OTBET —
colMayibHas, 3) 1 Gamn
KOMMYHUKaTUBHas, 4)
KYJIbTYpHast 5)

6)

9 TunoBoit gokymeHT (TekcT) — | OOBSICHUTE TIOHITHE «MUNOGOU O0Kymenm | 2 Gamia
JIOKyMEHT-00pa3zel, Ha (mexkcm)» W TIpUBEIUTE INPUMEP TUIOBOIO
OCHOBE KOTOPOTO CO3JJAI0TCSl | TEKCTa B JICJIONPOM3BOJCTBE B  cdepe
JOKYMEHTBI (TEKCThI) CEpBUCHOM J1€ATEILHOCTH
aQHAJIOTUYHOTO CO/IEPIKAHMSL.

MoryT OBITh yKa3aHbI
MIPUMEpHI: 3asIBJICHUE Ha
OTITyCK, aHKEeTa TypHCTa,
3asiBJICHUE Ha OPraHU3aLUIo
TYpPHOE3JIKHU U JIp.

10 | Moryr  ObiTh  yKkazaHusl: | Ilepeudcaure BHABI PACHOPSIUTENBHBIX | 32
1)npukas; AOKYMEHTOB: KK IbIN
2) pacropsiKEHUE; 1) YKa3aHH
3) peuienue; 2) bl BUJ —
4) mpOTOKOJI. 3) 1 Gamn

4)
11 | PexBu3uTHI: MOANKCH U JjaTa | YKaKUTe HAMMEHOBAHWS TPHBEIEHHBIX | 2 Oaiia
HMKe PEKBU3UTOB HA IOKYMEHTe:
«lenepanbHwlii Oupekmop ... ..... U1l Ilempos
02.03.2022»
12 | JoxyagHas 3anucka BcraBbTe nponyueHHoe onpeaeieHue: 2 bamna
.......... —  CIIpaBOYHO-MH(OPMALIMOHHBIN
JOKYMEHT,  aJpECOBaHHBIH  pPYKOBOJCTBY,
coJiepKalliii CcOOOLIEHNEe WM H3JI0KEHUE
KaKkoro-nubo BoOIpoca €  BBIBOJAMH H
MIPETIOKEHUSIMU COCTAaBUTEIS.
13 | Moryt OBITh yKa3aHbI: Ilepeunciaunre BH/IBI KaJpoBBIX | 33
® TIPHKAa3bl 10 JIUIYHOMY | JOKYMEHTOB: KaXIbIi
COCTaBYy, 1) YKa3aHH
e JIMYHBIE 3asBIECHHUS, 2) BbIN
® XapaKTEPUCTHUKH, 3) aprymen
® TpPYIOBBIE KHUXKKH, 4) -1
® JIMYHBIE KAPTOYKH, 5) Gayn
®  BCE JOKYMEHTHI, 6)
BXOJAIIUE B JINYHOE
TeJ0.
e Pesrome

e ABroOuorpadus




14 | ABToGuorpadus Ykaxkurte, KaKoil BHJ JOKyMeHTa cofep:kutT | 1 Oamn
cjle1yIolue CBeJeHUs:
e (amuiMio, UMs, OTUYECTBO;
® JIaTy U MECTO POXKJICHMSI;
® COLMAIBHOE MPOUCXOXKICHUE;
® HAlMOHAIBHOCTb MJIM T'PAKAAHCTBO
(mocmemqnee  —  anA ML,  HE
ABJIAIOLIMXCS rpaxkaaHamu Poccun);
® Bpems u MECTO HOJy4YeHUs
o0Opa3oBaHuUs;
® BpeMS M MECTO pabOThI;
e ceMeifHoe MOI0XKEHueE;
® CBEJCHMS O CYUMOCTH;
® aJapec MOCTOSHHOIO MECTa )KUTENIbCTBA.
15 | JoxymeHt BceraBbTe nponyueHHoe onpeaeseHue: 1 Gamn
3adukcupoBaHHast HA MATEPUAILHOM HOCHUTEIIE
UHpOpMaLUs ¢ PEKBU3UTAMHU, MO3BOJISIOLIMMU
€€ UIACHTUDUITPOBATD = vevvrrnrnesnenens
16 | OObsicHUTENBHAS 3aIlUCKa YkaxuTe, Kak Ha3bIBaeTcsl [OKyMeHT | 2 Oaina

CJICAYIOIIEro COAepPKAHMS:
Hupexropy OAO «Becrta»
ITerposy B.HU.
S He cMOr BBIIOJHUTH IOPYYEHHOE
IIPOU3BOJICTBEHHOE 3aJaHHe M3-3a OOJIE3HHU.
CrnpaBka npuiiaraercs.

Okckypcosog Cunopos H.IL.
07.08.2022
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MoryT 0BbITh YKa3aHBI:

1) HauMeHOBaHNE O0BEKTA
(nepBoHavanbHOE U
COBPEMEHHOE), a TAKKe
Ha3BaHUE, 0]l KOTOPHIM
MaMSITHUK U3BECTEH Y
HaCEJICHHUS,

2) HCTOPUYECKOE COOBITHE, C
KOTOPBIM CBSI3aH MAMSITHUK,
JlaTa COOBITHS;

3) MeCcTOHaXOXKIEHUE
00BEKTa, €0 MOYTOBBIH
aJIpec;

4) onurcaHue NaMsTHUKA
(mompe3n K HEMYy, €ro aBTop,
JaTa COOPYXKEHUS U JIp.);

5) UCTOYHHK CBEJICHU O
naMsTHUKE (JIUTepaTypa, Iie
OIMCAaH MaMSTHUK U
COOBITHS, CBSI3aHHBIC C HUM,
apXUBHBIEC TaHHbIC, OCHOBHbBIC
neJaTHbe paboTHl M MEcTa
XpaHEHUsl HEU3JaHHBIX
pabor);

6) COXpPaHHOCTh MaMATHUKA
(cocrositHUEe TaMATHHKA, 1aTa
MOCJIETHETO PEMOHTA,
pecTaBpalun);

7) oxpaHa naMsiTHUKa (Ha
KOT'O BO3JIO’KEHA);

8) B KaKMX IKCKYpPCHUAX
MaMSITHUK UCTIOJB3YyeTCS;

9) nara coctaBneHus
KapTOUYKH, haMuIus U
JOJKHOCTh COCTABUTES.
10) k xapTouke
npukpermusiercs potorpadus
00BeKTa, BOCTIPOU3BOIAIIAS
€r0 HBIHEITHUI U TIPEKHUE
BH/IBI.

B kapTo4Ky 3KCKYPCHOHHOI0 00beKTa
BHOCSITCSI CJIeyIOIIUe JaHHbIe:

1)

2)

3)

4)

5)

6)

7)

8)

9)

10)

Ho 1
Oayty 3a
KaKIbIN
BEPHBII
OTBET




18 1) KOHTpOIBHOIO JlonoJiHuTEe yTBEPKICHUA: 3 Gamna
2) Meroauyeckas 1.Kaxplii 5KCKypCOBO/I JOJIPKEH CTPOUTH CBOM
pa3paboTka paccka3 B XOJI€ DJKCKypCUH C  Y4YETOM
IKCKYPCHH | eeveineenennns TEKCTa SKCKYpCUHU
3) MHAMBUAYAJIbHbII 20 i BOOPY’KaeT 3KCKypcoBOJa
3¢ (GEKTUBHBIMU METOJIMYECKUMHU IpUEMaMHU
[I0OKa3a M  pacckKasza; COAEPXKHUT  UYETKHE
PEKOMEHJALUMU 10 BOIPOCAM OpraHU3aLUU
9KCKYPCHH U T.I.
30 TEKCT OSKCKYpCHHM OTpakaeT
CTPYKTYpPY PKCKYPCHUM U IIOCTPOEH B IIOJIHOM
COOTBETCTBUM C METOAMYECKON pa3paboTKoON
9KCKYPCHH.

19 | JlomkHBI OBITH YKa3aHBI: DKCKYpCOBOJIbI (HE3aBUCMMO OT cTaxka | 1 Gamt 3a
1 )uHAMBUAYaJIBHBIA TEKCT paboThl) K MPOBEAECHUIO SKCKYPCUU HA HOBYIO | KaXIYHO
9KCKYpPCHH; JUIL HUX TEMYy JOIYCKAlOTCS TOJIbKO TIPHU | BEPHYIO
2) mpociylMBaHUE WU HAJIMYMU: MO3ULIHIO
poOHast HIKCKYPCHS,; 1)

3) uznmanue 2)
COOTBETCTBYIOIIETO MPHUKaA3a 3)
PYKOBOJUTENEM

9KCKYPCHOHHOT'O

YUpPEXIECHUS

20 | MoryT OBITh YKa3aHBbI: Ykaxkute, B 4eM COCTOMT oTJu4me | 1 Oamn 3a
1 )uHIUBUAYaTbHBINA TEKCT UHOUGUOYANbHO20 TEKCTAa JKCKYPCHMH M | KOKIYIO
9KCKYpPCHH COCTaBJISIETCS KOHMPOIbHO20 TEKCTA IKCKYPCHM: BEPHYIO
3KCKYpPCOBOIOM, 1) TMO3ULIUIO
KOHTPOJIBHBIN TEKCT — 2)

IpyNIoN COenuaaucToB, 3)
METOJIUCTOM; 4)
2) HHAUBUAYAIbHBIN TEKCT

OTpaXkaeT CTPYKTYpPY

9KCKYpPCHH, MapUIPYT;
KOHTPOJIbHBIN — HE OTpaXacr,
MpeAIaracT MaTepua 1o
TEME B LIEIIOM;
3)UHIMBUAYAIbHBIN TEKCT
CTOUTCS C YYETOM SA3bIKa
3KCKYpPCOBOJA, KOHTPOJIbHBIN
— KIIACCUYECKUU
JIUTEPaTypPHBIN SA3BIK;
4)UHAUBUTYANbHBIA TEKCT
JOJKEH COOTBETCTBOBATh
METOAMYECKON pa3paboTke
9KCKYpPCHH, & KOHTPOJIbHBII
HE JIOJDKEH U JIp.




21 MoryT OBITh yKa3aHBI: K meassM cocraBjieHHMsl MeToaudeckoin | 1 Oam 3a
1)onpenenuth, Kak MPOBECTU | pa3pabOTKM MOKHO OTHECTH: KaXKIYIO
JTAHHYIO 3KCKYPCHIO; 1) BEPHYIO
2) Kak JIydile OpraHu30BaTh 2) MTO3UIIHIO
MOKa3 MaMsATHUKOB; 3)
3) Kakyl METOAUKY U 4)
TEXHHUKY BEJCHUS IYKCKYPCHH
ciemyer MIPUMEHUTH c
y4eTOM ocoOeHHoCTeH
JTEMOHCTPUPYEMBIX
00BEKTOB;

4) aTh YeTKHE
PEKOMEHIallK 110 BOTIPOCAM
OpraHU3aIHH AKCKYPCHUH,
MapIipyra, o yaery
WHTEPECOB OTIpeICTICHHOM
TPYIIBI 9KCKYPCAHTOB | JIP.

22 | 3)[IponomKUTEILHOCTD B CTPYKTYPY MeToau4YecKoi | 2 O6anna
OKCKYPCHH; Ppa3padoTKH IKCKYPCHHU BXOIMT:
4)O0BEKTHI MTOKa3a 1)Mapipyt 3KcKypcuu
2)OcTaHOBKH
3)
4)
5)HaumeHoBanue moATeM ©  IEpeYCHb
BOIIPOCOB

6)OpraHn3alnMoOHHbIE yKa3aHUs
7T)Metoaudeckue yKa3aHus
BceraBbTe NPONYyIICHHbIE 3JIeMEHTBbI

CTPYKTYPBI

V. llepedyeHb OCHOBHOM M JONOJTHUTEILHON YU4eOHOM JIMTEpPaTypbl, HEO0X0AUMOM

VIS OCBOEHH S TUCHUIUINHBI (WM MOTYJIS1)

a). Ocnognas rumepamypa:

1. TOCT P 6.30-2003. VYauduiupoBaHHbIE CHCTEMbl JOKyMEHTAIUH.
YHuudunupoBaHHbIE CUCTEMBI OpraHU3alMOHHO-PACTIOPS TN TCIIEHON
JTOKyMeHTanuu. TpebGoBanuss K  OoQOpMIIGHHIO  JTOKYMEHTOB. M.:
N3narenscTBO cTrangapTos, 2003.

1. Obmepoccuiickuii KiacCu(PUKaTOp YyNpaBiIeHYECKOW TOKyMEHTaIuu. M.:
N3patenscTBO cTanaaptos, 2003.

2. TOCT P 51141-98. [denonpou3BOACTBO M ApXUBHOE J€10. TepMHUHBI H

OIIpCACICHMA.



3. JoxymeHTarmoHHOe OOecleueHrne YyMpaBlIeHUS B COIMATBHO-KYJIbTYPHOM
cepBHCe U TypusMme: Ydebnoe nmocooue / 'ymuna U. A., 3aiitiea H. A. M.:
Ansda-M, HUL] UHDPA-M, 2015.

4. HenonpousBoactBo: Yueonuk / T.A. beikosa, JI.M. Bsnoga, JI.B. Cankuna;
ITox pen. T.B. Ky3nenoBoii. - 3-e uzn., nepepad. u gon. M.: UHOPA-M,
2012.

0). lononnumenvnasa numepamypa.
1. Boorruna W.B. Oduc-menemxep: Ilpaktuueckoe mnocobue. — M.:

N3narenscko-Toprosas kopnopanus «/Jlamkos u Ko», 2007. —452c.

1. Hemun FO.M. lenonpoun3BoacTBO. JJOKyMEHTAIMOHHBIN MEHEKMEHT
/ FO.M. demun. — M., bepnun: {upexr-Menua, 2014.

2. Kysnenos W.H. [enompousBoactBo / M.H. KysuemoB. — M.:
N3natenscko-Toprosast kopnopanus «/JlamkoB u K», 2013. - 520 c. DnekTpoHHO-
OoubnuoTeuHas cucteMa. Znanium.com: [DJIEKTPOHHBINA pecypc| — pexuM JA0CTyna:

http://znanium.com/bookread.php?book=414939.

3. Kysnenosa T.B., Ky3neuos C.JI. KangpoBoe nenonpous3BoacTBo. M.:
OO0 «Mntea-cunre3 AITP», 2005.

4. Kynses H.H. JoxymenrtoBeaenue: yueOnuk / H.H.Kynses,
J.H.Ypanos, A.I'.®abpuunos. M.: Jloroc, 2013.

5. Muxaitnos KO.M. Kak mnpaBunsHO u  ObICTpo pa3paboTaTh
JIOKYMEHTAIUIO TPEANPUATHS: MpakTHdeckoe mocobue / FO.M. Muxaiinos. M.,
bepnun: {upexr-Menua, 2014.

6. Poroxun M.IO. Opranuzanus Aelonpou3BOACTBa MpeAnpudaTus: (Ha
ocaoBe ['OCT P 6.30-2003): yueOHo-mpakTHUeckoe mocobue. M., bepnun:
Hupexr-Menua, 2014.

7. Poroxun M.IO. Tlpukasel u pacnopspkeHHs: Y4eOHO-TIPAKTUYECKOe
nocobue. M., bepnun: lupekr-Menua, 2014.

8. Poroxun M.IO. JlenoBbie JOKYMEHTHI B IpuMepax U odpasmax: yueo.-
npakTud. nocobue. M.: [Ipocnekt, 2009.

9. ['OCT P 6.30-2003 «YHudunupoBaHHbIE Cpe/CTBa JTOKYMECHTAIUU.


http://znanium.com/bookread.php?book=414939

YuudunupoBanHas cucrema OpraHU3aLMOHHO-PACHOPAAUTEIBHON
JOKyMEHTanuu. TpeOoBaHHs K OQOPMIICHHIO JOKYMEHTOB», IPUHATHIM
noctaHoByieHneM I'occraniapra Poccun ot 3 mapra 2003 1. Ne 65-cT.
10. YykosenkoB  A.}O. IlpaBunma  odopmieHHs ~ JOKYMEHTOB:
kommeHTapuu kK 'OCT 6.30-2003. M., 2004
AKypnaibi:

Cexperapckoe J1eo

['ocTuHMIIa U pecTopaH: OM3HEC U yIPaBICHUE

['octuanyHOE nENIO0

Jlenmonpou3BOACTBO

Jlenonpon3BoACTBO U TIOKYMEHTOOOOPOT HA MPEANPUATHH

Cexkpetapckoe 1eno

VI. Ilepeyenb pecypcoB HH(POPMALMOHHO-TEJICKOMMYHUKAIMOHHON CETH

«HHTEepHET», HEOOXOAUMBIX JIJISl OCBOCHMS TUCHUIIIMHBI (MJIA MOTYJIS1)
InekmpoHHble pecypchl:

I. [Topran «ApxuBbsl Poccumn» [DneKTpoHHBIN pecypc]. DIeKTpoH. AaH. M.:

Pocapxus, 2001. Pexum noctyna: http://www.rusarchives.ru.

3. Bceepoccniicknil HayqHO-MCCIIEN0BATENBCKUM HHCTUTYT JOKYMEHTOBEACHUS
u apxuBHoro naena (BHUMJIAJ) [OnextpoHHbI pecypc]. DnekTpoH. maH. M.:
BHUNIA/L, 2010.

4. Odummaneueiit  caiit komnanuu «Koncynbrant I[lnroc» [DnexkTpoHHBIN
pecypc]: 3akoHomarenbcTBO P®d: KOIEKCHI, 3aKOHBI, YKa3bl, IOCTAHOBJICHHS
npaBuTenbcTBa PO, DIIEKTPOH. JTaH. 1997. Pexxum  pmoctyna:

http://www.consultant.ru.

S. NudopmarnmonHo-npaBoBoii moptan «l'apant» [DIEKTpOHHBIA pecypc]:
3aKOHOAATEIBCTBO (KOJEKCHI, 3aKOHBI, yKa3bl, OCTaHOBJIEHUsA) PD, aHanuTuKa,
KOMMEHTapuu. OJEKTPOH. [JaH. — M.: HIIOI «I"APAHT-CEPBUC-
YHUBEPCUTET», 2010. — Pexxum noctyna:"http://www.garant.ru/.



Jluyensuonnoe npozpammnoe obecneuenue

Adobe ReaderXI (11.0.13) — Russian GecriaTHo

Google Chrom 6ecruiatHO

Kaspersky Endpoint Security 10 s Windows antuBupyc
Qgis 2.18. 2.18.6 6ecrutatHO

WinDjVienw 2.0.2 6ecruiatHo

C60000H0 pacnpocmpansaemoe npozpammmoe odecneuenue

Cospemennvle npogheccuonanvhuvle 6a3vl OGHHBLIX U UHPOPMAUUOHHBIE CHPABOYUHDLE
cucmembol
- BJI Scopus https://www.scopus.com/search/form.uri?display=basic

- BJI Web of Science

http://apps.webofknowledge.com/WOS GeneralSearch input.do?product=W
OS&search mode=GeneralSearch&SID=F5lxbbgninOdTHHnpOs&preferen

cesSaved=

— OBC m3narenbckoro qoma « MTHOPA-M» (URL: http://znanium.com/);

— ObC uznarensctBa «Jlanb» (URL: http://www. e.landbook.com/);
— OBbC m3narensctBa «FOpaiit» (URL: https://www.biblio-online.ru/);
— OBbC «PYKOHT» (URL: http://www.rucont.ru/);

— OBbC «YnuBepcurerckas oudnuoreka onnaiin» (URL: http://biblioclub.ru/);

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

— anekTpoHHasa oubnmuoreka eLIBRARY.RU;

— KOJIIEKIIMS AJIEKTPOHHBIX KHUT Okcdopacko-Poccuiickoro pona;

— JIeKTpOHHas oubimoTeka aucceptanuii PI'B;

— 6a3a gansaeix [IOJITIPE/;

— APBUKOH (cBomHbBIE KaTajmord pOCCUMCKUX OUOIMOTEK M HWH(POPMAIIMOHHBIX

LIEHTPOB).

VI. MeTonnueckue yKa3aHus J1Jisi 00y4ar0IIHUXCH M0 0CBOEHUIO TUCHUILVIMHBI


https://www.scopus.com/search/form.uri?display=basic
http://apps.webofknowledge.com/WOS_GeneralSearch_input.do?product=WOS&search_mode=GeneralSearch&SID=F5lxbbgnjnOdTHHnpOs&preferencesSaved
http://apps.webofknowledge.com/WOS_GeneralSearch_input.do?product=WOS&search_mode=GeneralSearch&SID=F5lxbbgnjnOdTHHnpOs&preferencesSaved
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https://www.biblio-online.ru/
http://www.rucont.ru/
http://biblioclub.ru/
http://www.iprbookshop.ru/

MeToauveckue peKOMEHAAUMH /ISl MOATOTOBKU K CEMHHAPCKUM
(mpakTHYeCKUM) 3aHATHAM

CemuHapckue W MPAKTUYECKHE 3aHATUS, KaK [PaBWIO, JOJHKHBI
MPOBOJAUTHCSA BAaKTUBHOM M MHTEPAKTUBHOM pekume. OleHKa 3HAHUW, YMEHUU U
HaBBIKOB OCYILECTBISICTCSIHA BCEX CEMUHAPCKUX M MPAKTHUYECKUX 3aHATUAX I10
BCEM dbopmam 00ydeHHS B COOTBETCTBHM C IEISIMHU W 3aJauaMU 3aHSTHUA.
KoHTposb MOXKET MpOBOAUTHCA B Havalie, B X0JI¢ OTPaOOTKH OCHOBHOM YacTH U B
3aKJIFOYUTEIIBHON YaCTH 3aHATHSL.

KoHTponp, NmpoBOAMMEI B Hadalle 3aHATUSA, HUMEET LENbI0 IPOBEPKY
KauecTBa CaMOCTOSITEJIbHOM paldOThl CTYJEHTOB IO COOTBETCTBYIOLIEH TeEMeE
IPAKTUYECKOIO0 3aHATHS, a TAKXKE YCBOCHHUS OCHOBHBIX IIOJIOKEHHUM paHee
NPOWJIEHHOTO Yy4eOHOTrO Marepuana, HEOOXOAUMBIX JUIsl YCBOEHHSI BOIPOCOB
JTAaHHOTO 3aHATHUSL.

KoHTponp, mpoBOAMMBI B XOJI€ OCHOBHOM YacTH 3aHATUS, HOJIKEH
oOecreynuTh MPOBEPKY HE TOJIBKO XOJa M KadyecTBa YCBOEHUS Y4eOHOro
Marepuasa, HO ¥ pa3BUTUE y CTYIEHTOB TBOPUYECKOT'O MBILIJICHHUS.

KonTtponb, mpoBOauMbIii B 3aKIIOYATEIBHOM  YacTHM  3aHATHS,
OCYIIECTBIIIETCA B CIIy4asiX, KOrJa OLEHKY KaueCcTBa YCBOCHHUsI MaTepralia MOKHO
JIaTh I1OCJIE €0 MOJHOTO U3JI0KEHHUS.

[Imanbl CEMUHAPCKUX W NPAKTUYECKUX 3aHATUN MPEAYyCMATPUBAIOT
NEPEeYHH BOMPOCOB K OOCYXIEHHUIO, MOATOTOBKY JOKJIAJ0B U COOOIIEHUMN
CTYZIEHTOB 10 TEMaM 3aHATUN, PEIIEHUE MTPAKTUYECKUX 3a/1a4, aHAJIN3 CUTYyaIU K.

Hekotopble ceMuHapCKUE/IPAaKTUUECKHE 3aHSITHUS npoxonar B (opme
«kpyrioro crojay. CTyneHThl pa30uBarTCs Ha padouue rpynisl. [IpemogaBarens
Ha3HA4YaeT BEAYIIETO CTYAEHTa, OTBETCTBEHHOIO 3a MOATOTOBKY M IPOBEICHUE
«KPYTJIOTO CTOJIa» MO KOHKPETHOM TeMe. Benymmi mpoBOIUT MpPEIBAPUTEIbHYIO
MOATOTOBKY 3aHATHsA. OH Ha3HA4aeT JJIsl MOJrOTOBKU KAXKIOTO U3 MPEI0KEHHBIX
BOINIPOCOB [JIsl OOCYXJAEHHs TPymmy K3 ABYX dYenoBeK. OAMH U3 HUX TOTOBUT
ycTHOE (Wi B (hOpMe Mpe3eHTAIMN) TEOPETUUECKOe COOOIIeHNE M0 H30paHHOMY

Bornpocy (He Ooznee 15 muHyT). Ero coaBTOp roTOBUT MNpPaKTUYECKYIO YacThb



3agaHus (oOCykaeHue, pabouyuil HKCIEPUMEHT, UTPOBYIO CUTYallMIO U T.I. WIH
TECTUPOBAHUE AyJAUTOPUU MO TEME COOOIIECHHs) U MPOBOAUT ero. IIpakTuyeckue
3aJlaHdsE MOTYT OBITh PA3JIMYHBIX BUJIOB, K MPUMEPY, MOJCIUPYIOTCS PA3THUUHbIE
CUTYyalluH, TPeOyIONIME KOHKPETHOIO MPAKTUYECKOTO MPUMEHEHHUS MOJYYEHHBIX
3HaHuW. Beaymuii pykoBOAUT pabOTOM CTYAEHUECKOW TpyNmbl BO BpeMs
MPAKTUYECKOIO 3aHATHS, IPOM3HOCUT BBOJHOE CIIOBO, B KOTOPOM XapaKTEPU3YET
TEMY 3aHATHS, €€ IPAKTHYECKYI0 M TEOPETHYECKYI0 3HAYMMOCTb. B KOHIE
oOCyXKIeHHsl BOmIpoca BEAYUIMM MOABOAUT WTOT, OIEHHBas WIM 00o0O0mIas
poJeiaHHy0 paboTy. B UTOroBoOM 4acTH MOXET MPOBOJUTHCA TECTUPOBAHUE WUITU

KOHTPOJIbHaA pa60Ta I1O0 TCMC 3aHATHA, OTBCTHI CTYACHTOB OLICHUBAIOTCA.

7. 3. Il1aHbI CEeMMHAPCKUX/MIPAKTHYCCKUX 3aHATHI
Tema 1. OcHOBHBIC MOHATHA U ompenenenus. Knaccupukanusa 10KyMeHTOB.

(I)yHKIII/II/I AOKYMECHTOB

LI@J'IBI MMOJYYHUTb MW 3aKPCIIMTh TCOPCTHUYCCKHUEC 3HAHHUA I10 TEMCE 3aHATHA,

OTIPEJICTUTH OCHOBHBIE (DYHKITUU JOKYMEHTA.
1.Mudopmanius kak OCHOBA MPUHSATHSI YIIPABICHYECKOTO PEIICHUS.

2. BO3HUKHOBEHUE [OKYMEHTa, €ro HaszHaueHwe. OnpeneneHue TOKyMEHTa B

rOCyIapCTBEHHBIX CTaHAPTaX.

3.IIpaBoBoi#i, ympaBIE€HYECKUH, WCTOPUYECKUI aCMEKThl B  OMNPEACICHUU
JOKyMeHTa. PacumimpeHne TOHATUS <«JIOKYMEHT» C pa3BUTHEM HAyKhd W

TeXHUKU.J[OKyMEHTAIIMOHHOE 00ECIIeUeHHUE YITPABIICHHUSI.

4 Bunel knaccuuKaluu JOKYMEHTOB (M0 croco0y Qukcauuu HHPOpMALUH,

COJIepKaHHI0, HAMMEHOBAHUIO, CIOCOOY U3TOTOBJICHUS U JIp.).
S.I1oHsATHE «ANEKTPOHHBIN JOKYMEHT).

6. OcHOBHbIE (QYHKIIMH TOKYMEHTA:



- UHOPMaLIUOHHAS;

- KyJbTypHas,

- KOMMYHUKaTHUBHAs;

- GyHKIMS 3aUTH HHPOpMAIIHH;

- ynpasnenueckas; [IpaBoBas pyHKuus;

- pyHKIUS yUera;

- (pyHKIUS JOKYMEHTa KaK UICTOPUYECKOTO UCTOYHHUKA.
Bonpocwt ona camoxonmpona:

1. OcHOBHBIE TIOHATHUS O TOKYMEHTE, CHCTEMaX JTIOKyMEHTAIIUH.

2. Ponb TOKYMEHTAIlMOHHOTO OOECIIEUYEHNUsI B COBEPLUICHCTBOBAHUHN YIIPABJICHHUS

OpEeINPUITUSIMHA CEPBUCHOMN chepbl HA COBPEMEHHOM JTarle.

Tema 2. CnocoObl [TOKYMEHTHPOBAHHMST M MAaTepPHAJbHbIE HOCUTEIHN

uHpopMaMHU

Llens:  packpbIThb  HCTOpPUYECKHE CIOCOOBI, METOAbl U (OPMBI CIOCOOOB

COXpaHeHus1 uHpopMaIuu, €€ JOKYMEHTUPOBAHUS.
1 ITonsiTre «crnoco6 JOKYMEHTUPOBAHUS.

2. Dranbl pa3BUTHUA CHOCOOOB JIOKYMEHTHPOBAHUS: HadepTaTEIbHBIA CIIOCO0

3aKpeTUICHUs U Tiepeaadn nHpopMaiuu;

3. TekcToBOE JOKYMEHTHUPOBAHUE:

-nukTorpaduyeckoe u Jororpadguueckoe MUCbMO U UX OCOOCHHOCTH;
- cJI0roBO€ ¥ OYKBEHHOE MHUCHMO;

- KUpWJUINYECKUH al(haBuT;



- creHorpadus;

3. Texuuueckoe JoKymMeHTHpoBaHHe. (OCHOBHbIE TPYIIbl TEXHUYECKON

JTIOKYMEHTAITUH.
4. Buneo3amnuce.

S.COBpeMeHHBIC CITOCOOBI JOKYMCHTHPOBAHHUA C HCIIOJIb30BAHHUCM HOBBIX

TEXHOJIOTHI. MaTtepuansl 11 TEXHUYECKOTO JOKYMEHTUPOBAHHS.
6. KoMmbroTepHble HOCUTENH HHPOPMALIUH.

7. BuusHue HoOcCUTEIS I/IH(l)OpMaI_[I/II/I Ha OOJTOBCYHHOCTD M CTOHMOCTD

JOKYMEHTA.
Bonpocwt ons camokonmpons:

1. B 94eM cOCTOAT MIIOCHI U MUHYCHI DJIEKTPOHHBIX JTOKYMEHTOB?
1. Ykaxkute cnocoObl pemieHuss TpoOJieMbl COXPAHHOCTH MHUCHMEHHBIX

JIOKYMEHTOB KakK HocuTeseld nHhopMaIuu.

Tema 3. I'ocynapcrBeHHOe  peryJiMupoBaHue  JIOKYMEHTALHOHHOIO
o0ecrnevyeHMsi CEPBUCHOM AeSITEILHOCTH

[enb: PaCKpBITh OPUHLUINBI, METOAbl, (OPMBI TOCYAAPCTBEHHOIO
pPETYIUPOBAHUS TOKYMEHTAIIMOHHOTO OOECTICYCHHSI CEPBUCHOU JEATEIBHOCTH U

MOJIYUYUTDb HPAKTUICCKUC HABBIKU ITPUMCHCHUA IMOJTYUCHHBIX 3HAHUU.

1.'ocynapctBennsie ctanmapthl B cdepe aenonpousBoactea. OCT P 6.30-2003
«YCI. YCOPJ/. Tpe6GoBanusi k O(QOpMICHHIO JTOKYMEHTOB» M HW3MEHEHUS K
Hemy», [OCT P 51141-98 «/lenonpou3BOACTBO U apXUBHOE N1€JI0. TE€pMUHBI U

ONpeICICHUS» U JIp.
2. PexBU3UTHI, perilaMeHTUPYEMbIE TOCYAAPCTBEHHBIM CTAHAPTOM.

3. @opMyIisip TOKYMEHTA: UHANBUIYAIbHBIN, TUIIOBOHU, (hOpMyJIsip-o0pa3ell.



4.bnaHK TOKyMEHTa!
- BU/IbI OJIAHKOB;
- cocTaB OJTaHKa, TIOPSIOK PACTIONOKECHHS PEKBU3HTOB B OJIaHKE;

- OmaHku ¢ wu300paXeHHEM TOCYJIapCTBEHHOTO Tepba u repba cyOBbekTa

benepanym;

5. ABTOp W ajpecaT JOKyMEHTa: MOPSAIOK OOO3HAUCHUSI M PACIOJIOKECHUS,

CIIPABOYHBIE JITAHHBIC.
6. Buasl 1aT JOKyMeHTa: aBTOPCKUE, MOANMCaHUsI, 00pabOTKH U JIp.
7. Iloanucu U mevyaTu B JOKYMEHTaX.

Bonpocwl ons camoxonmpons:

e 3amaun W  (QYHKIUU  CIYXObl  JEJIONPOM3BOACTBA B  CEPBUCHBIX
OpraHu3aIusX.

o [lonsaTHe u cocTaB peKBU3UTOB JOKYMEHTOB B cpepe cepBuca.

e TpebOoBanus k O6J1aHKaM JJOKYMEHTOB B c(epe cepBuca.

e OdopmiieHrne peKBU3UTOB JOKYMEHTOB B c(pepe cepBuca.

e (OcobeHHocTH 0UIMAIBHO-/IEIOBOTO CTUJIA IOKYMEHTAIUU.

Tema 4. TexHosiornm padoThI ¢ IOKYMEHTAMH B OPraHM3alusx cgepbl cepBuca
Ilens: pacKpbITh NPUHIIMIBI, METOBI, (DOPMBI 1 OCOOCHHOCTH OpTaHU3AINU
JIOKYMEHTOO0OpOTa CEPBUCHON OpPraHU3AlMU U MOJIYYUTh MPAKTUYECKUE HABBIKU

IMPUMCHCHUSA IMOJTYUYCHHBIX 3HAHUM.

Boripoch! 1151 00Cy>KaeHus:

1. Opraauzaiys JOKyMEHTO000pOTa CEPBUCHOM OpraHM3aIiH.

1. Tlopsimok paboThI C BXOISIIMMHE JJOKYMEHTAMH CEPBUCHOM OPraHH3aIIHH.

2. Tlopsimok paboThI C ICXOMSIIMI IOKYMEHTAMH OPTraHU3aIiy Chepbl cepBrca.

3. Tlopsimok paboThl C BHYTPEHHIMH JIOKYMEHTAMH TIPESITPHUSITHS CPephI CepBrCa.



4. DNEeKTPOHHBII TOKyMEHTOOOOPOT B CEPBHUCE.
5. Peructpaims JOKyMEHTOB €€ HasHayeHME W (DOPMBL IKypHIbHAs, KapTOUHAs,
ABTOMATU3UPOBAHHAs ), UX JIOCTOMHCTBA 1 HEJIOCTATKH.
6. Tlonstre xoH(UIEHIMATHEHOTO JOKyMeHTa. KoMmepdeckast i TOCyIapCTBEHHAS TaiHa.
I[paBuna paGoThl ¢ KOHPUACHITMATEHBIMI JOKYMEHTAMH.
Bonpocwi ons camoxonmpona:
1. [loHsATHE cUCTEMbl TOKYMEHTAalWHd U €€ Pa3sHOBUAHOCTU B JEATEIbHOCTH
CEPBUCHOTO IPEIITPUATHS.
1. CnocoOsl oTnpaBieHUs U 0QOPMIICHHS UCXOAIIEH TOKYMEHTaluU
2. HopmatuBHO-MeToAMuecKkas ©Oa3a Juisi paboThl ¢ KOH(PHUACHIHMAIBHOU

JIOKYMEHTAIUEH.

Tema S. Cocrasienue  OpPraHM3ALMOHHO-PACIIOPSAUTEILHBIX  IOKYMEHTOB
opraHusainmu cgepbl cepBUca

Lenb: paccMOTpeTh OCOOEHHOCTH  OPTaHMU3AIMOHHO-PACTIOPSAUTEIHLHON
JIOKyMEHTAIlUU, MPUHIMUIIBI, METOIbI, (OPMBI €€ COCTaBICHHUS U 00PaOOTKH.

HOJ’IyLII/ITB MPAKTUICCKUEC HABBIKU ITPUMCHCHUS IMOJTYUCHHBIX 3HAHUM.

1. HazHayenwe oOpraHW3alMOHHO-PACTIOPSIUTENIHHOM — JIOKYMEHTAllM  CEPBUCHOM
OpraHU3ALIUM.
1. OpranuzaloHHbIE JOKYMEHTHI (IIOHSTHE, XapaKTEPHbIE YEPThI):

- YCTaB OpraHu3alliH;
- [IOJIOYKEHNE,

- JOJDKHOCTHA! MHCTPYKIMAL,

2. PacnopsiauTenbHble JOKYMEHTBI:
- TIpUIKa3,
- PacHOpsLKEHNE,
- IPOTOKOJL.

3. MudopmaoHHO-CIPaBOYHBIE IOKYMEHTHI:



- CIy>KeOHast 3armcKa,

- CTIPaBKa,

- JIOBEPEHHOCTb,

- 3asIBIICHUE,

- 0OpaIleHUs TPaKIaH B OPraHM3aIHo Cephl CepBHCa.

5. IpakTrieckue 3a1aHust:
- COCTaBBTE JIOJDKHOCTHYIO MHCTPYKLHIO 8IMUHHACTpaTopa oQuca;

- MEHe/pKepa 1o (hOpMUPOBAHUIO TYPIPOTYKTA;

areHTa 1o TYpH3MY;

cekperapst TyppupMb;

CeKpeTapsi PeCertlIIH;

- aIMMHHUCTpaTopa rOCTUHHUIIBI;

3aBETYIOIIIETO JKIJIbIM KOPITYyCOM MTAaHCHOHATA,
- IMPEKTOPa PECTOPaHa,

- QJIMMHKCTpATopa 3a1a.

Bonpocut ons cavoxonmporna:

1. Kakoe 3Hauenue wuMeeT UWH(MOPMAIMOHHO-CIIPAaBOYHAs paboTa B
OpraHW3alid  JOKYMCHTAI[MOHHOTO  OOCCICUYCHHS  YIPaBICHYCCKOM
NEITEIHLHOCTU?

1. Kakas wuHbOpMaIMOHHO-CIIpaBOYHAss padoTa CBSi3aHA C PETUCTpAIHeH
JOKYMEHTOB?

2. B kakux ¢opmax MOXKeT ObITh OpraHU30BaHa WH(OPMAITMOHHO-CIIPABOYHAS
pabota B yupexjaenun? HazoBute Hambosee TUMUYHBIE BUJIBI 3alIPOCOB I10
JIOKyMEHTam?

Tema 6. OdopmiieHne KaaPOBOI TOKyMEHTAIIMM HA NpeInpusiTuu cepbl cepBuca



Llenb:  packpblTh  OCOOEHHOCTH KAJApPOBOM  JOKYMEHTALMH, MHPUHLHUIIBL,
METO/IbI, POPMBI €€ cocTaBieHHus] U 00paboTku. [loaydnTh MpakTHUeCKue HaBbIKU

MPUMEHEHUS TTOTYUYECHHBIX 3HAHUH.
Bomnpoch! 1i1st o6cyxaeHus:

1. Haznayenue u poIib KaapoBOM JOKYMEHTALA

1. Tlopsinok odopmiieHHsT JTOKyMEHTOB TMpU TpUEME COTPYHMKA CEPBHCHOM
OpraHu3aly Ha padoTy:
- MEIMIIMHCKOE 00CIIE/IOBAHNC,
- TPYJOBOW JIOTOBOP: HCIIBITATENIHHBINA CPOK, CPOYHBIN, OSCCPOUHBINA TPYIIOBOM
JIOrOBOP.

2. O3HaKOMJICHHE C JIOKATHHBIMA HOPMATUBHBIMU akTamu. JIOrOBOp O MaTepuaibHOU
OTBETCTBEHHOCTH.

3. TpynoBast KHIDKKA.

4. Tlpuka3 o prieme Ha paboTYy.

5. Jluvnas kapTOUuKa pabOTHHKA.
Bonpocwl ona cavoxonmpons:

e B uem cocTosT 3a1aun BeAeHUS KapOBOM JOKYMEHTALTAN?

o [lepeunciure BWIBI OPraHM3AIMOHHO-TIPABOBBIX JIOKYMEHTOB B KaJIpOBOM
JIOKYMEHTALHMN.

e [lepeuncirTe HOPMATUBHO-METOAMYECKUE IOKYMEHTBI B OpraHU3alliH.

e K Kako¥ rpyrie KaJpoBbIX JOKYMEHTOB OTHOCUTCS YCTaB OpraHU3aI iy ?

e VYikaxurte 1o ycraBy opranmzaiuu: 1). Ctpykrypy ycrasa. 2). [lopsiiok yTBeprKieHust

U m3MeHeHws yeraga. 3).Ilopsaok yripaBiieHus B OpraHu3aliii.

Tema 7. JlokyMeHTAMOHHOe oO0ecliedeHHe YNPABJIEHUS NPeANPUATHIMH

cepsl cepBuca.

Lens: paccMoTpeTh GOPMBI U OCOOEHHOCTH JOKYMEHTAIMOHHOTO O0eCcreyeHust
YIOPABJICHUS TPEANPUATUIMUA cPepbl CepBUCA U TOJYUYUTh MPAKTHUYECKUE HABBIKU

IMPUMCHCHHUA IMOJTYUYCHHBIX 3HAHUU.



Bomnpock! ajist o6cyxaeHus:

1. CocraB pa3pemiTebHON JOKYMEHTAIIUH.

1. Buasl J0roBOpOB, 3aKIIOYAIONINX BJaJEbIEM MNPEANPUSNTHS CEPBUCHOM
chepnl. Crenduka MOATOTOBKA W 3aKJIFOUCHHST JOTOBOPOB M COIVIAIIICHWIA B
CEPBHCHOM  JESTENbHOCTH:  00pasibl  OOpMIICHHSI  JOKYMEHTOB, —CO3/IaHUE
TpadhapeTHBIX TEKCTOB.

2. ACCOpPTUMEHTHBIN NIEpEUEHb TOBAPOB U YCIYT: BUJIOBOM COCTaB, MPUHIIUIIBI
o(OpMIICHUS U COCTaBJICHUSI.

3. CocTtaB y4YeTHBIX JIOKYMEHTOB. Perucrpaionusie (HOpMbl KIUEHTOB:
IPUHLIUIIBI 0QOPMIICHHUSL.

4. O0630p aBTOMAaTU3UPOBAHHBIX CUCTEM ISl PEAIPUITHI CPEPHI CEPBHUCA.

5. JlokyMeHTa1si TypUCTCKOTO MPEIPUSITHS KaK OpraHu3aliiy cepbl CepBHCa:
-JIOKYMEHTAlLWsl, CBSI3aHHA C TEXHOJIOTMYECKMMH TIPOLIECCAMU  JIESTEIIBHOCTH
TYPHUCTCKOTO MPEATPUSITHS,

- JIOKYMEHTALWs, CBA3aHHAS C TYPUCTAMU, TOCTSIMU CPEACTB Pa3MEILICHMSI.
Bonpocwi ona cavoxonmpons:

e Ormnpenenute MOHATHUS «JOTOBOPY.

e Jlepeuncnure pa3HOBUIHOCTM U TPaBWIIa COCTABICHHUS JOTOBOPOB B
CEPBUCHOM JESITEIBHOCTH.

o [lepeuncnuTe OCHOBHBIE BHIbl JOKYMEHTAllMM OpraHu3aluu chepsl

cepBuca.

Tema 8. OdopmiteHHe IKCKYPCHOHHOM TOKYMEHTAIIUU
Iens: paccMoTpeTh GOPMBI U OCOOEHHOCTH JTOKYMEHTAIIMOHHOTO 00€CTICUCHUS

AKCKYPCUHU U TOJIYYUTh MPAKTUYECKUE HABBIKU MPUMEHEHUS MOJYyYCHHBIX 3HAaHUH.
Bomnpock! ajist o0cyxaeHus:
1.OcHOBHBIE ATanbl NOJATOTOBKU SKCKYPCHUHU.

2.0160p MHPOPMAITMOHHBIX PECYPCOB.



3.HOI[FOTOBK8, KOHTPOJIBHOI'O TCKCTA 3KCKYPCHUHU.

4. OdopmiieHre KapTOUEK IKCKYPCHOHHBIX 00BEKTOB

5. KommiekroBanue «moptdens 3KCKypcoBoaa»

6.CocTaBiieHHEe METOANYECKON pa3paboTKu

7. CocTaBiieHNE HHAUBUIYAIBHOTO TEKCTA SKCKYPCHH

8. YTBepKIEeHHUE YKCKYPCHH

Bonpocwt ona camoxonmpona:

1. KakoBBI OCHOBHBIE 3TaIlbl IIOATrOTOBKH I)KCKprHI/I?

2. HazoBure IICPCYCHb OCHOBHBIX JOKYMCHTOB, HGO6XOI[I/IMBIX I IIPOBCACHUSA

IKCKYpPCHH.

3. Yrto o01Iero u KakoBO paziiMnyre MEXy KOHTPOIbHBIM U UHIMBHIyaIbHbIM4

4. KakoBO 3HaU€HHE METOANYECKON pa3padOTKu?

Tema 9. OneparuBHOe ¥ apXUBHOE XPAHEHHE JOKYMEHTOB B OPraHM3ALMH

Lenp 3aHsTHs: M3ydeHHe mporecca (GOPMUPOBAHUS JCT;, O3HAKOMIICHHE C OCHOBHBIMHU

sTanamu paboThI MO MOATOTOBKE JIOKYMEHTOB K QpXUBHOMY XPAHEHHIO.

Borpocs! 17151 00cyKaeHvs:

1.

e A R

Howmenknartypa nen. OcoO0eHHOCTH HOMEHKIIATYPBI J€JT KaJAPOBOM CITYKOBI.

. ®opmupoBaHue el B KaJIpOBOH CiryX0e.

Texyiee xpaHeHue Jes B KaJJpoBO# ciryx0e.

DKcnepTr3a EHHOCTH T0KYMEHTOB.

Odopmnenue aen st apXUBHOTO XPaHEHHS.

O0bpaboTka Jen 1o JUYHOMY COCTaBYy.

CocraBnenue onucein

Cnaua nen B apXuB OpraHU3alK U B TOCYIapCTBEHHBIN apXUB.

IIpakTnueckue 3ananus:



a). OhopMuTh OOJIOXKKY JIeTa CITy»kKeOHOM Tiepernrcku ¢ octaBimkoM N 3a 2016 rog,

b) OopMuth 00NOKKY Ji€M1a MPUKA30B 110 OCHOBHOM JIESTEITHHOCTH TIPEATPHSTHS 38
2011 rog.
B).Odopmuts mcT-3aBepUTeNb JIea.
[).OdbopmMuTh JMCT- 3aMeCTUTENb, KAPTy — 3aMECTUTENTb, HEOOXOIMMbIE PEKBU3UTHI
JIOTIOJTHATH CAMOCTOSITEITHHO.
Bonpocwt ons camoxonmporns:
1.Yrto Takoe HOMEHKIaTypa Al npearnpusiTvs? Ee Buibl v 3HaYeHue?
2.Urto Bel 3naeTe 0 nopsiake (GopMUPOBAHUS JET U TIOPSIIKE PACTIONIOKEHHUS IOKYMEHTOB
BHYTpH Jienia?
3.Yr0 TaKkoe 3KCIiepTr3a IEHHOCTH JIOKYMEHTOB M KTO €€ IPOBOANT?
4.Yto BXO1UT B cOCTaB PaboT 10 OPOPMIICHHUIO JIEN [Tl ApXUBHOTO XPAHEHMS?

5. KakoB Nopsiiok repeiayuu €71 B apXuB?

Meroanyeckue peKoMeHIaluM N0 HaNMcaHulo pedepara

B paMkax u3ydeHus JAHHOIO Kypca CTyIAEHTaM IpeyIaracTcsi CaMOCTOSTEIIbHOE
WU3YYEHHE YKAa3aHHOM OCHOBHOM JuTepaTypbl. CHCTEMAaTHYECKOE M3JIOKEHUE
OCHOBHOW NpOONEMAaTUKUA AUCIUIUIMHBI OCYLIECTBISETCS B XOJE JIEKIMOHHBIX
3aHATUA.  Ha cemMuHapcKuX 3aHATHSAX MPOUCXOAUT JieTalbHas oOTpaboTKa

HanOoJiee BaKHBIX BOIIPOCOB Kypca.

[TonroroBka ycTHOTO MM MUCHbMEHHOTO pedepaTa MpeanoyiaracT u3yueHue
HECKOJIBKAX MCTOYHUKOB MO CIHMCKY JIMTEPATypbl U HAIMCAHUE CAMOCTOSTEIbHON
paboTHI:

- 110 OJIHOM M3 TE€M MPOrpaMMbl Kypca (110 BBIOOpY CTYJEHTA);

- IPEUIOKEHHON MPUMEPHON TeMATHKE MHUCHbMEHHBIX PaloT;

[Topsinox BeIMONHEHUS pedepaTa MpeAnonaraeT psl MOCIeT0BaTeIbHbBIX
JEUCTBUM.

OnpenenuB HOMEpP WM Ha3BaHHE TEMBbI, HEOOXOAMMO BHHMATEIHHO

O3HAKOMHUTLECA € KPYIrOM BXOJAIIMX B HEC BOIIPOCOB, a TAKIKE C IPUBCACHHBIMU



METOJUYECKUM COBETAMH, KOTOPbIE MOMOTYT COPUEHTUPOBATLCA B TEME, 00paTAT
BHHUMAaHKE Ha Han00Jiee BaKHBIE TPOOICMBI.
3aTeM cienyer:

o IPOYUTATH M HW3YyYUTh COOTBETCTBYIOIIME  Pa3Eibl
PEKOMEHIOBAaHHOW JTUTEPATyphl M JOMOJHUTENbHBIN yU4eOHBI MaTEpHUAaIIo
BBIOpaHHOM TeMe B MHTepHeTe.

o U3YYUTHh KOHCIIEKTHI YUYEOHBIX JICKIUM;

Janee, Ha OCHOBE IMepepabOTaHHOTO Marepuaja HeoOXOJUMO JaTh
CaMOCTOSITEJIbHOE U3JI0KEHUE OCHOBHBIX BOIIPOCOB TeMbI. B ciydae 3aTpynHeHUN
cleayeT oOpaTUTbCS K  CJIOBApI0 BAXKHEUIIMX TEPMUHOB U  TOHSTHUH,
JOTIOJIHUTENBHON CIIPABOYHOM JINTEPATYPE.

PaboTbl, mpocTo mepenurcaHHble U3 YYEOHMKOB M METOJAMYECKUX MOCOOUH,
«M03aMMCTBOBaHHBIE» W3 MIHTEpHETA, HE 3aUMTHIBAKOTCS.

Tema nomkHa OBITH HM3JI0KEHA B COOTBETCTBUU C IUIAHOM, KOTOPBIN
BBHITTMCHIBAETCS HA MIEPBYIO CTpaHuIly pedepara. PackpbiBast TeMy, BAXKHO U3JIaraTh
MaTepruall Y€TKO M JIOTMYECKH IIOCIENOBATEIbHO, HE IPOIYCKAsl ONPEAEICHUN
KJIFOYEBBIX U1l JAHHOW TEMbI NMOHATUH. PaccmarpuBas TE€OPETUUECKUE BOMPOCHI,
MPUBJIEKANUTE JOCTYMHBIE MaTepUAIbl APYTUX OOMIECTBEHHBIX W CIHEHHATbHBIX
TUCIUIUINH. JKenaTenbHO MCMOIb30BaTh CBOM JIMYHBINA OMBIT JEJIOBOTO OOIIECHUS
10 MECTy paboThI, B Ballle OpraHu3aIuu.

CrpykTypa pedepaTa BKIIOUYAET HECKOIBKO 00A3aTENbHBIX Pa3/ieioB:

- TUTYIBHBIA JUCT (0Opasen opopMIIeHUS TUTYJIHLHOTO JIMCTA UMEETCS Ha
kadenpe).

- OIJIaBJICHHE — B HEM OTpakaeTcsl cojepkaHue pedepara, ero OCHOBHBIC
pa3zelibl C yKa3aHUEM CTPaHHII.

- BBOJIHasl 4acTh, B KOTOPOW CTaBUTCS MpoOsieMa W ONpeAeisieTcs Tema
pedepara, O0OOCHOBBIBACTCSI €€  HCCIEAOBATeIbCKAsd M IPaKTHYECKas
aKTyaJIbHOCTD; OIICHUBAETCS CTETICHh N3YYCHHOCTH U30PAHHON TEMBI C YKa3aHHEM

UCIIOJIb30BAHHOM JIUTEPaTYpHI;



- OCHOBHAasl 4acCTh - 3TO pa3Aenbl pedepara, B KOTOPBIX M3JIaraeTcsl €ro
OCHOBHOE COJIEp>KaHUE B COOTBETCTBUHU C INIAHOM. TE€KCT OCHOBHOM YaCTH MOXKET
ObITh TpEJACTABICHA KakK LETbHBIM TEKCTOM, TaK M pasjelieHa Ha riaBbl. [Ipu
HEOOXOMMMOCTH TEKCT pedepara MOXKET JOMOJHATHCS — WIUTFOCTPAIUSIMH,
TabaunaMu, rpadpuKaMu, HO UMH HE CIIeIyeT "Meperpykarh” TeKCT.

- 3aKJIIOYEHHME - JIaHHBIM pasnen pedepara mnpemsiaraeT BbIBOJAbI, KOTOPbIE
TOTOBSITCS HA OCHOBE MOJTOTOBJIICHHOTO TEKCTa. BBIBOJIBI JOJIKHBI OBITh KPATKUMHU
Y YETKHMHU.

- CIHUCOK HCMOJIb30BAaHHBIX HCTOYHHKOB W JIUTEPATYpPHI, PACIOJIOKECHHBIX B
andaButHoM mnopsake. OdopmieHue CIUCKAa JOJDKHO COOTBETCTBOBATh
TpeboBanusiM  Oubnmorpaduueckux  crangaproB  (cM.  «TpebGoBanusi K
o(OpMIIEHUIO MHUCbMEHHBIX padoT» Ha caiite Mcropuueckoro gakynsrera TBI'Y:
http://history.tversu.ru/index.php).

Cnegute 3a mnpaBWwIbHBIM odopmiieHHeM paboTel. Tekct cremnyer
opopMIIsITh Ha KOMIbIOTEpE B cooTBeTCTBUU C «lIpaBuiiamu odopmieHus
MUCBMEHHBIX ~ PaboT»,  MOJATOTOBIEHHBIMHM  MeTOIMYecKoW  KOMHUCCHUEH
ucrtopuyeckoro Qakynbrera TBI'Y, OHM pa3melieHbl Ha caillTe HUCTOPUUYECKOTO
dakynpTera. Kakue-nmuO0 MasONOHSATHBIE COKpAIIeHUs HE JOMYCKaroTCs.
O0s13aTeTbHO OCTABIIIUTE OIS IJIs1 3aMEYaHU U BOIIPOCOB MpernoaaBaTes. TekcT
JNoJbKeH ObITh pa3dur Ha al3ampl, pas3zaensl, aBel. B koHue pedepara
00s3aTEIPHO TPUBOJUTCS CIHCOK HCIOJIb3yeMOW JINTEPATYPhI,YKa3bIBAIOTCS
COOTBETCTBYIOLIME CalThl IHTEpHETA

Kputepun onienuBanus pedepara

- COOTBETCTBUE COJICPIKAHUS BHIOPAHHON TEME;

- OTCYTCTBHE B TEKCTE OTCTYIUICHUH OT TEMBI,

- cOOMIOICHNE CTPYKTYPHI PaOOTHI, €€ TOTUIHOCTh U 000CHOBAHHOCTH;

- ymeHue paboTaTh C HAYYHOW JUTEPATYpPON - BBIWICHSATH MpoOiIeMy W3
KOHTEKCTA;

- YMEHHE JIOTUYECKHU MBICIIUTH;

- KyJIbTypa MUCbMEHHOU peuH;



- ymeHue OGQOpPMIIATH HAYYHBIH TEKCT (MPaBUIbHOEC TNPUMEHEHHE U

odopMIIEHUE CCBIIOK, COCTABJICHHE ONOIHOrpadun);

- YMCHHC IIPABUJIbBHO IIOHATH IIO3HMIOUIO aBTOPOB, pa6OTLI KOTOPBIX

WCITOJIB30BAJIMCH TIPU HaNMcaHuu pedepara,;

- CITOCOOHOCTH BCPHO, 0e3 MCKaKCHUS nepecaarb HCHOHBBYCMBIﬁ aBTOpCKI/Iﬁ

MaTcpual;

- cobnmoaeHue oobeMa padoThli;

- AKKYPaTHOCTb W IIPAaBHIIBHOCTH O(i)OpMJIeHI/ISI, a TarKiKC TCXHHNYCCKOI'O

BBITIOJTHEHUS Pa0OTHI.

Temsbl pedepaToB

1. 3akoHOmarenpHOE 17} HOPMAaTHUBHO-METOMYECKOE pEryJIMpOBaHHE
JEJIONPOU3BOCTBA B CEPBUCHOM JAEATEIBHOCTH.

1. VHudukamuss u  cTapAapTU3alus KaKk  OCHOBHBIE  HAaNpaBJICHUS
YOOPSAJOYEHHUS] M COBEPILICHCTBOBAHMS JOKYMEHTALlMM B CEPBUCHOMN
OpraHU3alnH.

2. OpraHuzanus 1eJ0mPOU3BOJICTBEHHOTO 00CITYKUBAHUS.

3. OyHkuuMUM W 337a4d CIOYKOBI  JIEJIOTIPOM3BOJCTBA B CEpBUCE.
OpranuzarnoHabie GOPMBI CITYXKOBI JETOMPOU3BOACTBA.

4. Buapl 6JJaHKOB U cIIOCOOBI MX U3TOTOBJIEHUS B CEPBUCHOM OpraHU3aIiu.

5. JIOKyMEHT KaK HOCHUTENb NH(POPMAIIUU B CEPBUCHOM ESITEILHOCTH.

6. JIOKyMEHT KaK CpeJICTBO YKPEIUIEHUSI 3aKOHHOCTH U KOHTPOJISI B CEPBUCHOM

NEATEIIBHOCTH.

7. OOumme TpeOoBaHUs, IPEIBIBISIEMbIE K TEKCTaM CITY>KEOHBIX JJOKYMEHTOB B
CEpBUCE.

8. OpraHu3alMOHHBIE  JOKYMEHThl ~ CEPBUCHOM  OpraHu3alMM:  KpaTkas
XapaKTEPHUCTHKA.

9. HudopmalmoHHO-CIIpaBOYHAas JTIOKYMEHTAIlMs B CEPBUCHOM OpraHHU3alUu:

OCHOBHBIC Pa3HOBUJIHOCTH.



10.ITonsiTHE TOKYyMEHTOOOOPOTa U OCHOBHBIE MPHUHIIMIIBI €70 OPraHU3alMK Ha
CEPBUCHBIX NPEANPUITHUSX.

11. PabGoTta ¢ koHbUAECHIIMATBHBIMUA IOKYMEHTAMU B CEPBUCHOMN OpraHU3alluu.

12.J10rOBOp, KOHTPAKT: PA3HOBUAHOCTH W IMPABUJIA COCTABIICHUS JOTOBOPOB B
CEPBUCHOM JEATEIIBHOCTH.

13. CnyxeOHbIC MMChMA U UX PA3HOBHUIHOCTH.

14. lokymeHTanpHOe 0(hOpMIICHIE PACUE€TOB C KIIMEHTOM B CEPBUCE.

15. TpadapeT u ero poJib B 00CITyKUBAaHUHU IPOIIEcca YIPaBICHUSI CEPBUCHBIM

PEAIPUATHAEM.

MeToanyeckue peKOMEHAAINH M0 OPraHU3AIHA CAMOCTOSITEIbHOM PadoThI
CTYJIEHTOB.

CamocrosTenbHas pad0Ta CTYJACHTOB SBIISICTCS Ba)KHBIM 3JIEMEHTOM IIpoIiecca
oOyYeHHS, OJHHMM U3 IyTeld TMOBBIIICHUSA 3(PPEKTUBHOCTH, AaKTUBH3AIlUN
CTYJCHTOB, Pa3BUTHUS UX MBICIUTCIILHOM JEATCIBHOCTH.

Camocmosimenvras paboma TIpeANIoNiaracT U3y4eHUE TCOPUN U MPAKTUKU
U PEKOMCHOBAHHBIX HCCIICIOBAHHMM, HW3y4YeHHE 10  HauboJiee HHTEPECHBIX,
POOJIEMHBIX BOIPOCOB, a TAKXKE PEIICHUC TECTOBBIX M NMPAKTHUYCCKHX 3aJIaHHMH,
BBITIOJTHEHHWE KOHTPOJIBHOM paboThI, MMOATOTOBKY COOOIIECHHH, dcce, pedepaToB u
T.1. [IpenogaBaTesib MPOBOAWT WHIUBUIYaIbHBIC U TPYIMIIOBbIC KOHCYJIBTAIUN CO
CTYACHTAMH C IICJIbI0O OKa3aHWS MM TIOMOIIM B YCBOCHHU OCHOBHBIX TEM,
PaCKPBIBAIOIINX KOMIIOHEHTHI KOMIICTCHIINM, U3yYaeMbIX 0 JaHHOW JUCIMILINHE.

IIposedenue cemunapckux u npakmuyeckux 3aHATANR Tperojaraet
aKTUBHYIO, [IeJICHAIPABICHHYIO pad0OTy CTYICHTOB.

Lenv cemunapckoeo 3ansmusi - yCBOGHUE BaXKHEHMIIIUX BOIIPOCOB Kypca U
BBICTYIUICHHE Ka)KJIOTO CTYJCHTa Ha Ka)JoM ceMuHape. Ha ceMuHape CTyIeHTBI
JOJDKHBI YMETh OOBSICHHTH IMOHUMaHWE MMM BOIPOCOB TeMbl. JlJIs 3TOTO TIpH
IOJrOTOBKE K  CEMHHApy  CTYACHT  JOJ/DKEH  BHHMATEIbHO  HM3Y4YUTh
PEKOMEHIOBAaHHYIO JINTEPATYPy W METOJAMYECKHE PEKOMEHIAINHN, IOATOTOBUTHCS

U OTBETHTH Ha J000# BOIIPpOC TEMbI CEMHHApA, HNPOAOJDKHNTH BBICTYIIJICHHC



npeabaymero BoicTynatoniero. CTyZeHT  MOXKET MOJb30BAaThCSl KOHCIEKTOM
W3YYEHHOU JuTepaTypsbl. Kaxaplid CTYJEHT JOJDKEH 0 YKAa3aHUIO IPENoAaBaTeNs
OTpELEH3UPOBATh COOOIIEHUE, CETAHHOE MPEIbITYIIIMM BbICTYIAIOIINM.

IIpakmuueckue 3ansamusi, TPOBOAUMBIE B AKTUBHOM M HMHTEPAKTHBHOU
dbopmax, MO3BOJIAIOT BOBJIEKATh BCEX CTYJEHTOB B OOCYXIEHUE TOTO WJIM MHOTO
BOIpOca, MpoOJeMbl, pa300p KOHKPETHOM CUTyalluH, pelIeHUEe MPAKTUYECKUX U
TECTOBBIX 3aJlaHUN U MPAKTUKYMOB. AKTUBHOE OOYy4YEHHE CTYJEHTOB IO JaHHOU
JUCHUILIMHEOO0ECIeUNBAETCA JUAJOTOBBIM B3aUMOACUCTBUEM INPENOAABATENS U
CTYJICHTOB, TMpeayCMaTpUBAaEeT MPOOJEMHYI0 (IUCKYCCHOHHYIO) IOCTaHOBKY
BOIIPOCOB C IEJIbIO 3aKpeIuieHus] M yriayOJeHus TOJIyYeHHBIX 3HAHUM,
GbopMUpOBaHUA YMEHMM W NPAKTUUYECKUX HABBIKOB B COOTBETCTBUU C
KOMITOHEHTaMHU KOMITETEHLIUH.

Texywas ammecmayusi pabOTHl CTYIAEHTOB OCYIIECTBIIIETCS B IpoLiEcce
IIPOBEJICHNSI CEMUHAPCKUX M NPAKTUYECKUX 3aHATHI Ha NPOTSHKEHUU CEMecTpa
NyTEM OLEHKH YCTHBIX OTBETOB, a TaKXE BBIMOJIHEHUS KOHTPOJBHBIX pPadoT,

peHICHUA TCCTOBBIX, ITPAKTUYCCKUX BaI[aHI/Iﬁ H 3a1ad4.

Ecnu cTyneHT He BBINMOJIHWI HU OJHOTO 3a/laHMsl, a TaKXKe HE IMPOSBUI
aKTUBHOCTH Ha 3aHATHSX, TO €ro paboTa B TEUEHHE CEMECTpa OLIEHHMBAETCS Kak
HEYJIOBJIETBOPUTENIbHAsA. ECIM CTyIEHT IPOIYCKAET 3aHATHS 0 YBa)KMTEJIbHON
npuurHe (mo OoJie3HH, Tpaduk CBOOOJHOIO MOCEUIEHUS), TO OH BBIMOJIHSAET
3aJlaHHAsl CaMOCTOSITENIbHO, BO BHEAYJUTOPHOE BPEMS, 3HAKOMs IPENOIaBaTelNs C
MOJIyYeHHBIMU pe3ynbTaTamu. [Ipu 3ToM TecTbl MOTYT OBITh 3aMEHEHBI Pa3z300poM
MPOOJIEMHBIX CUTYAIMI 0 HA3BAaHHBIM TEMAaM.

OcHosHble hopmbl camocmoamenbHol pabomaol:
v’ mouWcKk HeOOXOAMMOW JIUTEPATYpPbl W  3JIEKTPOHHBIX
HMCTOYHUKOB MH(POpPMAIUH 110 U3y4aeMoil TeMe;
v\ u3ydeHHWe PEKOMEHIYeMOW JMTEpaTypbl M JIEKIMOHHOTO
MmaTepuana,
v\ BBINOJIHEHWE 3aJaHHss MO0 TEeME MPAKTHYECKOTO |

HHTCPAKTUBHOI'O 3aHATHUSA;



v' Hanwmcanue u opopmieHue pedeparos;

v BBINOJIHEHUE 3aaHUS ISl CAMOCTOSTEIBHON PabOThI TI0
BBIOODY;

v’ MOAroTOBKA K MPAKTHYECKAM ©  HHTCPAKTHBHBIM
3aHATHM;

v\ IOArOTOBKA K 3a4Y€Ty.

CamocrosiTennbHasi padoTa MOXET  BBIIOJHATBHCS — OOy4arolUMcsl B
YUTAJIBHOM 3ajie OMOIMOTEKH, B KOMIIBIOTEPHBIX KJIaccax, a TakKe B JOMalIHUX
YCIIOBUSX. [IpenycMOTpeHO TOJNy4eHHE CTyAEHTaMu Mpo(ecCrHOHATBHBIX
KOHCYJIbTAIIMI, KOHTPOJISI ¥ TIOMOIIM CO CTOPOHBI MPETNOaBaATES.

CamocTtosTenbHass paboTa  oOydaroluxcss HOJIKpeIUisieTcs  y4yeOHO-
METOJUYECKUM U HHGOPMAIMOHHBIM OOECIIEUYEHUEM, BKJIIOYAIOIIUM YUYE€OHHKH,
y4e0HO-METOINYECKUE MTOCOOUs, KOHCTIEKTBI JIEKIIH.

TpeOoBaHus K peliTHHT-KOHTPOJIIO

[IporpamMma u3ydeHus AUCHUILINHBI TPEIyCMaTPUBAET B TEUCHHUE CEMECTpa
JIBA MOJTYJISI.

B Teuenue nepBoro Moayns CTyA€HT MOKeT HaOpath 40 0asioB:

Ilepewvtit Mmooy - 40 6aI0B:

On BKITIOYAET CICOAYOIHEC TCMbI:

Tema 1. BBenenue B Kypc: MpEIMET, COAEpKaHUE, 3a/ladd Kypca U METOHbl €ro

V3y4ECHUS

Tema 2. OcHOBHblE MOHATHUS W onpeaeneHusa. Knaccudukaius TOKYMEHTOB.

OyHKIMU TOKYMEHTOB
Tewma 3. CriocoObl TOKyMEHTUPOBAHKS M MaTepUaIbHbIC HOCUTEIN HHPOPMAITHH

Tema 4. T'ocymapcTBeHHOE pPEryJIMpPOBAaHHE TOKYMEHTAITMOHHOTO OOECTeYeHUs

CEPBHUCHOM JEATEIbHOCTH

Tema 5. TexHonoruu paboOThl ¢ JOKyMEHTaMU B OpraHu3alusx cepsl ceppuca



Pacnpenenenue 0a/110B:

1. YyacTue B opranusaiiii U IpoBeIeHUU MPAKTUUECKOro 3aHATus -10 6aioB (10

20 GasoB)

2. BrinmonHeHue npakTuieckux 3aganuil — 10 6amios.

3.Kontponbnas padora Ne 1 — 10 6amwnos.

KoHTposibHast paboTa BKIIIOYAET TEOPETUUYECKUN MaTepuall IO MPOWIEHHBIM

TEMaM, OHa IMPOBOAUTCA B IMCBbMCHHOM BHUAC. a TAKKC IIPAKTUUICCKUC 3adaHUs.

Oo0pazen KOHTPOJILHOM padoThl Ne 1:

Bapuanr 1.

1. Ilepeuncnute OCHOBHBIE PYHKIIUU JOKYMEHTA

1. B uem 0cOOEHHOCTH MUKTOrPAPUIECKOTO MUchMa?

2. Kakwue cnocoObl Ki1accuPUKalud JOKYMEHTOB BaM HU3BECTHBI? YKaXuTe
UX KJIacCU(pUKAIMOHHbBIE TPU3HAKH.

3. Vkaxure CIOCOOBI roCyJ1apCTBEHHOTO peryJnpoBaHHUs
JTOKYMEHTAIMOHHOTO 00ECTIEYEHHSI CEPBUCHOM I€ATEITbHOCTH.

4. Kakue crmocoObl TOKYMEHTUPOBaHUs (3anedaTyieHus nHpopMalum) Bam
W3BECTHBI?

5. B dem B3auMOCBSI3b IOHITHI «UHPOPMAIUSI» U «TOKYMEHT»?

6. HazoBuTe OCHOBHBIC BUIBI OJAHKOB, MPUMEHSIEMBIX B YUPEIKICHUSIX
COLIMAJIBHO-KYJIbTYPHOT'O CepBHCa U Typu3Ma’?

7. TlepeuncnuTe peKBU3UTHI, BXOSIIKME B COCTaB OJlaHKa 1 muchMa? Uem
oTJIM4aeTcs o0l Oy1aHK OT OJlaHKa JUIs muchma?

8. Kakue TpeboBaHMs TPEABIBISIIOTCS K OQOPMIIEHUIO PEKBU3UTA
«HAaUMEHOBAaHUE OpTraHU3alUN»?

9. Uto BXOAMT B COCTaB pPEKBU3UTA «CIPABOYHBIE JIaHHbIE 00

opraHuzanum»?

OueHka KOHTPOJIBbHBIX padoT



KonTponbHass pabora SBISIETCS BaXXHBIM BHIOM  MPOBEPKUA 3HAHUH
CTyJeHTa, C(HOPMUPOBAHHOCTH KOMITCTCHIINI, HABBIKOB MPAKTUYCCKUX JICHCTBUH.
OHa MOXKET COCTOATh M3 HECKOJBKUX BONPOCOB M NPAKTHUYECKUX 3aJaHUM IO
OJIHOM WJIM HECKOJbKMM TeéMaM. B 3aBUCHMOCTH OT Li€JI€ll KOHTPOJIBHOM padOThI
OHA MOXET OBbITh OIICHEHA B 0aJllaX MU «3a4TE€HO» WU «HE 3a4TCHO».
OrneHuBaHMe: 3a KaXIbld BEpHBbIM OTBET — | Oayul; OTBET C HE3HAYMTEIbHBIMU
HEI0YeTaMH, HE MCKKAOIMU CMBICT — (0,5 6aJuia; TOTHOCTRIO HEBEPHBIN OTBET WIIH
ero orcyrctBue — () 6ayuIoB.

Bmopoit mooyas: 60 6aiu10B.

On BKJIIOYaET CICAYIOIIUEC TCMBbI:

Tema 6. CocraBieHue OpI‘aHI/I3aI_[I/IOHHO-paCHOpH,Z[I/ITeJIBHOﬁ AOKYMCHTOB

opraHuzanuu cepsl cepBuca
Tema 7. ObopMmieHue KaapoBoOi TOKYMEHTAIIMK Ha NPEANPUATUN cPEephl CepBHUCa

Tema 8. JlokyMeHTaUMOHHOE OO€CIEeUEHUE YIPABICHUS NPEANPUATUIMH CHEpb

cepBuca
Tema 9. OnepaTuBHOE M ApXMBHOE XPAHEHUE IOKYMEHTOB B OpraHU3alUU
Pacnpenesienue 6a/110B:

1. YuacTue B opranusaiiii U IpoBEICHUU MPAKTUUECKOro 3aHATus -10 6aimoB (10

20 6amoB)
2. IlonroroBka nmucekMeHHOTO pedepara — 20 6amioB
3.BrInosiHeHNE TPAKTUUECKUX CUTYAITMOHHBIX 3adaHuil — 10 10 6ay11oB.
4. KontpomasHas paborta Ne 2 — 10 6amioB.
OO0pa3sen KOHTPOJILHOM PadoTHI Ne 2:

1.3auem HeO0OX0MMBI YHU(DUITMPOBaHHBIE (POPMBI JOKYMEHTALIMK?

2. KakoBbI IOPSAIOK AATUPOBAHMS IOKYMEHTA U BUJbI 1aT?



3.KakoBa cTpykTypa W MNpaBuiia COCTABJICHHS TPYAOBOIO JOroBOpa?

4.Kakue 0CHOBHBIE JOKYMEHTHI HEOOXO0IMMO MOTPeOOBaTh MPH 0HOPMIICHUH
COTpYJHHUKa Ha padboTy?

5.YT0 Takoe ucnbITaTENbHbIN CPOK U IIPaBUJIa €ro Ha3HadyeHus. KTo nMeer npaso
nu3zbexarb ero?

6.YT0 Takoe «KHOMEHKJIAaTypa Je» U KaKOBO €€ Ha3HAaYeHHUE?
7.KakoBbl OyAyT CpokH XpaHeHus NprKa3oB pekropa TBI'Y no nuuHomy cocTtaBy?
8.Kakue 1oKyMeHTBI KaIpOBOM CITy>KObl IMEIOT OCTOSIHHBIE CPOKH XpaHEHUs?

9.VKaxkuTe KpUTEPUH SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB IIpU 0TOOpE UX Ha
XpaHeHune?

10.Yto Takoe «odopmieHue aenay?

OneHuBaHue: 3a KaxIblii BEpHBIA OTBET — 1 Oaui; OTBET C HE3HAYUTEIHLHBIMU
HEJI0UeTaMu, HE UCKaKArOIUMU cMbIc — (0,5 GaJuia; MOJHOCTHIO HEBEPHBIN OTBET WU
ero orcyrctBue — () 6ayuIoB.

Oo0pa3upl NPaAKTHYECKUX CUTYAIIMOHHBIX 3aaHuil (3a1a4):

3amanue 1. YUto Takoe «iMYHas KapTOouyka pabOTHHKA» M KaKOBO €€ HazHayeHUeE?
Odopmute JIMYHYIO KapTOUYKy Ha pabOOTHHKA CEPBUCHOW CIY>KObI, B3SB CBOH

HCXOJ/IHBIE JTaHHBIEC.
3amaua 2.KakoBbl OyayT CpOKM XpaHEHUsI TUYHOTO nenia pektopa TeI'Y ?

3amaua 3. 1. CoctaBbTe mamnky (JIMYHOE J€7I0) Ha ce0s, BKIOYAs CIEIYIONHe
JIOKYMEHTBI: 3asBJICHHEC O TpHeMe Ha padoTy, JUYHBIA JIMCTOK WU aHKETY,
aBToOHMOTrpaduio, Komuio 00 00pa3oBaHWM, BBHIKUCKY W3 MpHKa3a O MpHEME Ha

paboTy, BHYTPEHHIOIO OMUChH.
3aaHus HA IPOBEPKY YMEHUI

3ananue 1. Caenaiite 3anmucu B TPYJIOBOM KHUKKE 0 mpueme Bac Ha paboty
opummantom B pectopan «Crapoeiii baky» cormacHo mpukaza Ne 232 or

12.10.17, a Takxe Bamiero nepeBojia Ha JOJKHOCTh aJIMUHUCTPATOPA B TOM K€



pectopane ¢ 20.10.17 r. mpuka3z Ne 229 ot 21.10.17 r. U yBoJbHEHHE MO

cobcTBeHHOMY )XenaHuto cornacHo ctatbu 32 K30T ¢ 30.10.17 rog.

3ananue 2. CocraBbTe pe3roMe Ha cedsl ¢ 00s3aTeIbHBIM YCIOBUEM, UYTO BBI
3aKoH4YMIM OakanaBpuar HampasieHus «Cepsuc» TBI'Y, xemaete MmoiayduThb
paboTy agMUHUCTpaTopa B OIHOW M3 KOMIIAHUN Tropojaa, a TakXKe >KeJaeTe

MPOJOKUTH CBOE O0OyUEHHE B MarucTparyp.

3apanme 3. Opopmure 3asBnenue MBanosoit Hatansu [leTpoBHbI, paboTaromieil B
OOO «AcTtpa», o npenocraBieHun yueoHoro otmycka ¢ 02 utons 2016 r. mo 30
utoHss 2016r. MBanoBa H.II. saBnsierca crtymentkorn TBI'Y. Hepocratomue

PEKBU3UTHI OPOPMUTE CAMOCTOSATEIBHO.

3ananue 4. Odopmute pexkBU3UT «AnpecaT» B MHUCbME THUIIOBOTO
coxepkanus, paccburaemMoM lIpaBurenbcTBoM r.'TBEpM IO CIIMCKY BCEM By3am

ropojia roposa (Xots 0bl - TBEpCKOMY TOCYIapCTBEHHOMY YHUBEPCHUTETY).

3ananme 5. CoctaBpTe  NUCHMO-OTKA3 J€KaHAaTa MCTOPUYECKOTro (paKynbreTa
TBI'Y Ha mpocbOy amMuHuctpanuu r.TBepu O MNPOBEACHUM MEPONPUITHS B
akToBOM 3ase kopnyca Ne 1 TBI'Y.

3apnanme 6. CocrtaBbTe mpuka3z 0 (HopMe ONEKIbI COTPYIHUKOB TypareHTCTBA
«Adpukay. B koHCTaTHpYIOIIEH YaCTU YKaXKUTE, YTO B MOCIIEIHEE BpEMsl MaHepa
OJICBaThCS B OpraHU3alldd YXYAIIWIACH: OBUIM 3aMEUeHbl OJEThle HEOPEkKHO
COTPYAHUKU-MY>KUMHBI U COTPYJHULBI B CIMIIKOM OTKPOBEHHBIX Tyanertax. Jlis
MOJJEPAKAHUS UMUKA OPraHU3alMU B PaCIOPSAIUTEIHLHON YaCTH YCTAHOBUTE JJIA
COTPYIHHUKOB, paOOTAIOIMUX C KIUCHTaMH, (OPMY ONEKIbL: UISI MYXKYUH —
KJIACCUYECKUM KOCTIOM (3UMOI — TEMHBIX TOHOB, JIETOM — CBETJIBIX) C OJTHOTOHHOM
COpPOYKOM M HESIPKHUM TaJCTYKOM; JIJIsl )KEHIIMH — KOCTIOM (C I00KOM) WM IJIaThe
KJIACCUYECKOTO WJIM CIIOPTUBHOTO CTWJIS M Ty(hJu Ha KaOIykKaxX BBICOTOM 5-6 cM.

3anpeTrure COTPYIHUKAM TOSBIAThCA Ha pabore B pkuHcax. KoHTposb 3a



HCIIOJIHCHUCM IIpHKa3a CJICAYCT BO3JIOXKUTb Ha 3aMCCTHUTCIISI TCHCPAJIBHOI'O

JUPEKTOpa MO Kaapam U Jp.

3apanme?. [loaroToBbTe MPOEKT MpHKa3a AUpeKTopa TyppupMmbl «CKazka» o

IIpEMHUPOBAHHUHA pa6OTHI/IKOB CCKpCTapuaTa 34 IMOATIOTOBKY OKCIIO3WMIHUH IJIA

Y4aCTHUA B BBICTABKC TYPHUCTHYCCKHX ITYTCBOK. HpeMI/ISI BbBIJACTCA H3 (1)OHI[a

MaTepHalbHOIO MmoowpeHus B pasMepe 60% exeMecIYHOTrO TOJHKHOCTHOIO

OKJIazaa. ,Z[pyrHe JaHHBIC B TCKCTC U PCKBU3UTHI YKAKUTC CAMOCTOATCIIBHO.

Bonpocsl 17151 CAaMOKOHTPOJIS

1.

Kakoe w3 omnpeneneHuii JTOKyMEHTa Bbl CUMTaeTe HamOOJee IOJHBIM H

nouemy?

. Uto mnoHumaercs 1o 1 00BEKTOM IIOKYMGHTOO6OPOT3? Yro BXOIHUT B

MOHATHE TOKYMEHTO0OOpOoTa?

JIOKyMeHTOOO0POT. Omnpenenenue, XapaKTepUCTHKA OCHOBHBIX
JIOKYMEHTOIIOTOKOB. [TpaBuia OpraHu3aluu JIOKYMEHTO000pOoTa
YUPEKICHHUS.

. Oco0eHHOCTH TOKYMEHTOOO0POTa COBPEMEHHBIX YUPEKICHHM.

[IpaBuna mnpuema u 0OpaOOTKH MNOCTyHAarOUIEH KOPPECIOHAEHIUHU, UX
BIUSHAE Ha OpraHu3alyio JBWXKEHHA JIOKyMEHTOB. HampaBinenue

JAOKYMCHTOB HAa MCITOJIHCHHUC.

. OCHOBHbIE HaIpaBJIEHMsI COBEPILIEHCTBOBAHMS TOKyMEHTOO00pOTA.

3agaun perucTpaluu J0KYMEHTOB, €e opraHuzaius. @opMel perucrpanuu

JIOKYMEHTOB.

. UTo noHnMaeTcs nmoj 3KCNepTU30i IEHHOCTH JOKYMEHTOB?
8.
9.

KakoBbl OCHOBHBIE KPUTEPHUH OLIEHKU JTJOKYMEHTOB?

KT0 nmpoBOauT sKCciepTH3y HEHHOCTH TOKYMEHTOB?

10.Yto BXoAMT B 3a/1a4¥ U (PYHKIIUU SKCIIEPTHBIX KOMUCCHIA?

11.KakoB nopsii0Kk MpOBEAEHUS IKCTIEPTU3BI [IEHHOCTH JOKYMEHTOB?



12.Kak odopmisieTcs akT Ha YHUYTOXXKEHHE JIOKymMeHTOB? UTo BXOAuT B
KOMITJIEKC paboT 1o o(hOpMIICHHTO AeIT?

13.Kak odopmisioTcss akT Ha YHUYTOXKEHHE JIOKYMEHTOB? UTO BXOAUT B
KOMITJIEKC paboT 1o o(hOpMIICHHTO AeIT?

14.Kak opopMIIsItoTCS Jiefia BpeMEHHOTO CPOKa XpaHEHUs?

15.Kak odopmisitoTcss Jena MOCTOSHHOTO W JOJTOBPEMEHHOTO CpPOKOB
XpaHEeHHUS?

16.Kak opopmitsieTcst TUCT-3aBEpUTENb jea?

17.Kak opopmiisiercst 0010xkKa aena?

18. KakoB nmopsiiok cocTaBiaeHus U opopmMiieHust onucei aen?

19. KakoB nopsiiok nepeaadu el B apXuB?

20.Y1o moHuMaeTCs o1 XpaHEHHUEM JIOKYMEHTOB B AJIEKTPOHHOM (hopme?

21.KakoB MOPSAOK OpraHW3allid XpaHEHHUs M JIOCTyna K JIOKYMEHTaM B
anekTpoHHol (opme? Kak obecrneunBaeTcsi COXpaHHOCTh JOKYMEHTOB B
AIEKTPOHHOU (hopme?

22.B yeM NpeuMylIecTBa JIEKTPOHHOTO apXuBa?

23.Yto Takoe HOMEHKIaTypa Aen’? [ns yero ucnoiib3yercst HOMEHKIIaTypa Jaei?
KaxkoBbl 001me TpeboBaHUS K HOMEHKJIATYpe J1ei1?

24.Ha3oBuTe BHUBI PACHOPAIUTEIBHBIX JOKYMEHTOB U YKaKUTE€ OCOOCHHOCTH
UX COCTaBlieHUusd U 0OpMIIeHUS?

25. B uem 0c0OEHHOCTH COCTaBICHHS M O(DOPMIICHHS TIPOTOKOJIA?

26.B yeM 0cOOEHHOCTH COCTaBJIeHUs U 0opopMIIeHHs aKTa?

27. Kakue TpeOOBaHMS TPEABIBISIOTCS K COCTaBICHUIO U O(POPMIICHUIO

JOKJIQTHBIX 3alIUCOK?

VII. MaTepuajibHO-TeXHH4YeCKOe odecrevyeHne

HaumenoBanue OcHAIEeHHOCThCH U ATBHBIX IlepeyeHb JTMLIEH3UOHHOTO
crenraJbHbIX NMoOMelleH!il U MoOMeeHu i MPOrpamMMHOro odecredeHus.
noMeneHu IJISE CAMOCTOATEILHON PexBU3MTHI NOATBEPKIAIOIIETO

padoThI JOKYMEHTa




VYyeOHast ayTuTOpHs
JUIS IPOBEICHUS
3aHATHI JIEKIHOHHOTO
THIIA, 3aHITHI
CEMHHApPCKOI0 THIIA,
KYpPCOBOTO
MIPOCKTUPOBAHUS
(BBITIOJTHEHUS
KypCOBBIX pabor),
IPYNIOBBIX U
WHIMBUTYaJIbHBIX
KOHCYJIbTAIUH,
TEKYIIEro KOHTPOJIS U
MIPOMEXKYTOUHOU
aTTecTaluu,

yueOHas ayJuTOpHs
IS 3aHATUU

CEMHUHApPCKOIo TUIa
213 (170100,

TBepckas 00s1acTh, T.

TBeps, yi.
TpexcpsaTckas, 1.
16/31);

VYyeOHast ayTuTOpHS
JUISL IPOBEJIEHUS
3aHATUHN JEKIMOHHOTO
THIIA, 3aHITHMI
CEeMHUHApPCKOr'o THIIA,
KYpCOBOTO
MIPOEKTHUPOBAHHUS
(BBIMIOJIHEHUS
KYypCOBBIX pa0oT),
TPYIIOBBIX U
WH/IUBUIYaIbHBIX
KOHCYJIbTALUH,
TEKYILETro KOHTPOJIS 1
MTPOMEKYTOUHON
aTTecTallly,

yueOHas ayJuTOpHs
JUISL 3aHATHI

CEMUHAPCKOro TUIIA
204 (170100,

TBepckast 0051acTh, T.

TBeps, yi.
TpexcsTckas, 1.
16/31);

[TapTsl, CTyNbS, AOCKA,
WHTEPAKTUBHAA JI0CKa,
KOMIIBEOTED, TPOEKTOP

[TapTsbl, cTyNbA, AOCKA,
WHTEpPaKTUBHAs JOCKa,
KOMIIBIOTEP, IIPOEKTOP

Google Chrome — 6ecriatHo
SAnnexc bpaysep — 6ecrmaTao

Kaspersky Endpoint Security 10 -
AKT Ha nepenaudy npaB Ne2129 ot 25
okTs10ps 2016 1.

MHoroyHKITMOHAIBHBIA PETAKTOP
ONLYOFFICE

OC Linux Ubuntu

Google Chrome — 6ecriatHo
SAunexc bpaysep — 6ecrimatHo

Kaspersky Endpoint Security 10 -
AKT Ha nepenady npas Ne2129 or 25
okTs10ps 2016 1.

MHoropyHKIIMOHAIBHBIA PETAKTOP
ONLYOFFICE

OC Linux Ubuntu




ITomemenue s
CaMOCTOSITEIIbHOM
paboTsbl, yueOHas
ayUTOpUS IS
IIPOBEACHUS 3aHATHN
JICKIIMOHHOI'O TUIIA, | [[opTaTUBHBIE KOMIIBIOTEPHI,
3aHATHH KJIaBUATYypbl, KOMIILIOTEPHbIE
CCMMHAPCKOI'0 TUIIA, | MpIIH, HOYTOYK U IPOEKTOP
KypcoBoro (mepeHoCcHOI), CTyJIb,

HPOCKTUPOBAHUA KOMITBFOTEPHBIE CTOJIBL, TOCKA
(BBIMOJTHEHUS

KYPCOBBIX paboT),

TPYIIOBBIX U Kaspersky Endpoint Security 10 -
WHUBUTyaJIbHBIX AKT Ha nepenauy npaB Ne2129 ot 25
KOHCYJIbTalHH, okTs10ps 2016 1.
TEKYILEro KOHTPOJIA U
IIPOMEKYTOUHOIM MHoro(yHKIIMOHAIEHBIN PEAAKTOP
aTTeCTALlNH, ONLYOFFICE
IIPAKTUKH,
MIOMEIICHUE JUIS
XpaHEeHUs U
npOPUITAKTUIECKOTO
o0cTyKUBaHUS
y4eOHOro
o0opynoBaHus,
nmaboparopus,

Google Chrome — 6ecruraTHO

SAnnexc bpaysep — 6ecrmaTao

OC Linux Ubuntu

KOMITBIOTEPHBIN
KJIaCC:

naboparopusi 1o
OpOHUPOBAHUIO U
pe3epBHPOBAHMUIO,

ayTUTOPUS JIIS
CaMOCTOATEIILHON
paboThI, MOMEIIEHNE
JUTSL XpaHEeHUs U
poUIaKTUYECKOTO
o0cCTyKUBaHUS
y4eOHOro
obopynosanus 210
(170100, TBepckas
obnactb, T. TBepb, yII.
TpexcBsarckas, 1.
16/31)

VIII. Ceeperus 06 06HoBAEHUM paboyelt NporpaMmbl AUCLMAAMHBI

‘ Ner.a. ‘ OOHOBIIEHHBIN pazjen paboyei ‘ OnucaHune BHECEHHBIX PexBHU3UTEI TOKYMEHTA,




nporpamMmbl JUCHUTIIIMHBI

U3MEHEHUN

YTBEPAUBIIETO
U3MEHEHUs




