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1. Hean u 3axa4u y4eOHOH TUCUMILTHUHBI

[{eapb U3y4eHUs IMCHUIIIIMHBI COCTOUT B TOM, IIOMOYb CTYJIE€HTaM IIPUMEHSATh
3aKOoHOJATenbCTBO Poccuiickoin denepanun, a TakKe HOPMBI MEKIyHApOIHOTO
IpaBa MpU OCYIIECTBIECHUU NPO(ECCUOHATBHON NEATENIBHOCTH, a TAKXKE HAy4YUTh
OIIpENENATh KPYT 3aJja4 B paMKax IMOCTaBJIECHHON LENIH U BBIOMPATh ONTUMAJIbHbIE
CHOCOOBI UX PEUIEHMSI, UCXO U3 IEUCTBYIOIIMX IPAaBOBbIX HOPM, UMEIOILIUXCS pe-
CYpPCOB U OTPaHUYEHHI B paMKaxX MPaKTUYECKOU IEATEIbHOCTH B TYPU3ME.

3a1a4y AVMCIUILIMHBL:

- HayuuTp 00y4aromuxcs miIaHupOBaHUIO U BHIIIOJIHEHUIO 3a7a4 B 30HE CBOEH
OTBETCTBEHHOCTH C YYETOM HMEIOIIUXCS PECYPCOB M OTPAHUYEHUN, TEHCTBYIOIINX
MPABOBBIX HOPM U (OPM KOHTPOJIS.

- OOy4uTh MOUCKY U 0OOCHOBAHHOMY MPUMEHEHHUIO HEOOXOAUMON HOpMa-
TUBHO-TIPABOBOM JIOKyMEHTALIUU IS IEATEIBHOCTH B U30paHHOM MpodecCHoHab-
HOM o0acTu.

- U3yunth obecrnieueHne JOKyMEHTOOOOpOTa B COOTBETCTBUU C HOPMAaTHUB-
HBIMU TPEOOBaHUAMM.

3HaTh. OCHOBHYIO HOPMaTUBHO-METOAMUYECKYIO U MIPaBOBYIO 0a3y JOKYMEH-
TAlUOHHOTO OOECHeUeHUs TYPUCTCKOW AESITENbHOCTU; WMETh MPEICTABICHUE O
MaciITabax 1 o0bemMax JOKyMEHTO000pOTa B TYPUCTCKOM AEATEIbHOCTH, O IOPSAKE
JBUKEHUA JOKYMEHTOB Ha TYPUCTCKOM IPEANPUATUN B COOTBETCTBHH C HOPMATHB-
HBIMH.

Ymersn: pa3pabaTeiBaTh, OPOPMIISATH U TPUMEHATH OCHOBHBIE HOPMATHUBHO-
METOJMYECKHE U MPAaBOBbIE JOKYMEHTBI 00€CIIeUeHUs TYPUCTCKOUN I€ATEbHOCTH;
o0ecreunBaTth JOKYMEHTOOOOPOT TYpPUCTCKOTO MPEANPUSTHS B COOTBETCTBUU C
HOPMATHUBHBIMH TPEOOBAHUSIMU.

Baanerb: HaBbikamMu pa3paOOTKU, OPOPMIIEHUS U MPUMEHEHHS] OCHOBHBIX
HOPMAaTHUBHO-METOIMYECKUX U MPABOBBIX JOKYMEHTOB B 00€CIIEUEHUH TYPUCTCKON
JeSITeIbHOCTH; OpraHU3aliu JeJI0NPOU3BOJCTBEHHON 1EATEIBHOCTH B MaciiTabax
U 00beMax JTOKyMEHTO000pOTa TYPUCTCKOTO MPEANPUITHS B COOTBETCTBUU C HOP-
MaTUBHBIMU TPEOOBaHUSIMHU.




2. Mecto nucuuninnbl B cTpykrype OITOII
JlaHHasi IMCLMIUIMHA OTHOCUTCS K oOs3aTenbHOM vactu, bioka 1 yueOGHOro
aHa. Jlo Havana u3ydyeHus AUCHMIUIMHBI «JlOKyMEHTaIlMOHHOE 00eCieYeHHe Ty-
puctckoit aesreabrHocTry (J1O T) y cTyneHTa 10JKHBI OBITH CHOPMUPOBAHBI KOM-
MOHEHTHI KOMIIETEHIIMN, MOJYyYEHHBIX B pe3yJibTaTe U3y4eHUs! TUCUUILIMH BBene-
Hue B TypusM, CepBUCHAas AESITEIbHOCTD, PyccKkuii s13bIK U JeroBoe obiienue. Jluc-

UAIUIAHA HAXOIUTCI BO B3aUMOCBS3U C JUCIIUIUIMHAMU COTJIACHO CXEME:
Oobecneuusaroniue yueonvle OuCUUnIuNHbl

BBenenne B Typusm
CepBucHas 1eiTeJILHOCTD
Pycckuii i3bIK U J1eJ10BO€ 00LIeHnE

JlokyMeHTallMOHHOEe o0ecreueHune

TYPUCTCKOM AeATEeJbHOCTH

Oobecneuusaemole yueoHbvle OUCHUUNIUHBL

CranpapTu3anusi 4 KOHTPOJIb Ka4eCTBA TYPUCTCKHUX U
IKCKYPCHOHHBIX YCJIYT
IlnannpoBaHue M NPOrHO3UPOBAHME B TYPH3Me

3. TpeOoBaHusi K pe3yJibTATaAM OCBOEHUS TUCHMILINHBI
JucruruinHa y4acTByeT B (QOPMUPOBAHUM CIEAYIOMIMX KOMIIETEHIIUN B CO-
orBercTBUM ¢ PI'OC BO 1o Hampasnennto Typusm:
OIIK-6 CITOCOBEH ITPUMEHSTH 3AKOHOJIATEJILCTBO POCCHH-

CKOU ®EJEPALINU,

A TAKXKE HOPMbI MEXJIYHAPOJIHOI'O IIPABA

ITPU OCYIECTBJIEHUU [TPO®ECCHOHAJIBHOM JEATEJILHOCTH.
ITocne ocBOEHMSI AVMCUMITIINHBI CTYACHT JOJIKEH MOIY4YHUTh CIETYIOIINE 00pa3o-

BATEJIbHBIC PE3YJIbTATHI,
AN

COOTHECEHHBIC C HHAUKAaTOpaMH JOCTUKCHUSA KOMIICTCH-

JlexkoMmo3umusi KOMIETEeH Ui

HNuaukaropsl

‘ Pe3y.111,TaT1)1 oﬁyqe}mﬂ o JTMCHMIIJIMHE

Komnerenuusa OITK-6

OIIK-6.1. OcymecTBisieT TO-
UCK ¥ 0OOCHOBAHHO MPUMEHSET
HEOOXOAUMYI0  HOPMAaTHUBHO-
MPABOBYIO JOKYMEHTAIHIO IS
NeATEeIbHOCT B M30paHHOMN
npodecCHOHATBHON 00IaCTH.

OIIK-6.1 3.5 3naeT HOpMAaTUBHO-TIPABOBYIO IOKYMEHTAIIMIO HEO0XO-
TUMYIO Ui OOECTieueHusl YIPaBlIeHUs NEATEIbHOCThI0O TYPHUCTCKOTO
PEAIPUATHS

OIIK-6.1 ¥Y.8 YMmeeT npuMeHITh HOPMAaTUBHO-TIPABOBYIO IOKYMEHTA-
A0 HEOOXOAMMYIO i 00€CTIeueHUs YNpaBICHUS ACSITEIHHOCTHIO
TYPUCTCKOTO NPEANPUATHUS

OIIK-6.1 B.8 Bianeer HaBpIkaMu NPUMEHEHHS] HOPMATHBHO-IIPABO-
BOM JOKYMEHTAI[MX HEOOXO0AUMOM /17151 0OecrieueHus! yrpaBiIeHus Jesi-
TEJIbHOCTBIO TYPUCTCKOTO NMPEATPUSTHUS

OIIK-6.3. ObecnieunBaeT I0Ky-
MEHTOOOOPOT B COOTBETCTBHH C
HOPMATHUBHBIMU TPEOOBAHUSIMU

OIIK-6.3 3.7 3HaeT OCHOBBI JOKYMEHTOOOOPOTa B COOTBETCTBUU C
HOPMATHBHBIMH TpeOOBAaHUAMH HEOOXOIUMBIE I OOCCIICUCHHS
yIpaBJIEHUS JIeATEIIbHOCTHIO TYPUCTCKOTO MPEIPUSATHS




OIIK-6.3 ¥Y.6 Ymeer obecrneunBaTh JTOKYMEHTOOOOPOT B COOTBET-
CTBHH C HOPMATHBHBIMH TPEOOBaHUSIMH HEOOXOIUMBIHN [Tt obecreue-
HUSI YITPABJICHUS JSSITENbHOCTHIO TYPHCTCKOTO MPEIIPHUSTHS

OIIK-6.3 B.10 Brnageer HaBbikaMu 00ecrieueHHs JOKYMEHTO000pOTa
B COOTBETCTBUH C HOPMATHUBHBIMU TPEOOBAHUSAMH HEOOXOIUMOTO ISt
o0ecrieueH s yIpaBIeHUsl JESTEIbHOCTbIO TYPUCTCKOTO IPEANPUATHUS

4. CTpykTypa U cojep:KaHue TUCIHIJINHBI.
4.1. MoayJIbHO-TEeMATHYECKUH IJIAH U MOSICHUTEIbHAS 3alIUCKA ¢ YKA3aHHEM
3TanoB (OPMUPOBAHMA KOMIIETCHLIMIA
OO6m1ast TpyI0EMKOCTh TUCIUIUIMHBI COCTABIAET 3 3a4eTHBIX eauHuIbI (108
aKaJeMHYECKHX YacoB).

HaumenoBanue monyiei KommuectBo Camo- Bcero Nunuka-
ayJl. 9acoB CTOSIT. 4acoB TOPBI KOM-

Jlekuuu | Ipaktuku | paboTa IMETEHIINH

OYH/3a04YH | OYH/3a0YH | OYH/3a-
OYH
Mopayas 1: «HopmatuBHo-MeTonuyeckas 6aza JJOY»

Tema 1. PazButHEe cuCTEMBI TOC- 3/1 3 4/9 10/10 OIIK-6.1.
YAapCTBEHHOTO JIOKYMEHTaIIH- OIIK-6.3.

OHHOTO OO€cCIIeYeHHsI yIpaBiie-
Huga B Poccun

Tema 2. HopmaTHBHO-METOIH- 3/1 3 4/9 10/10
yeckas 0a3za JIOY. OcHOBHBIC
noustus JJOY

Tema 3. [IpaBuna odopmiicHUs 3* 3/1 4/9 10/10
JOKYMEHTOB. SI3BIK ¥ CTHJIb J10-
KYMEHTOB
Mopnyas 2: «YpaBiieHuE TOKyMEHTALUEH»
Tema 4. OCHOBHBIE CHCTEMBI J10- 3/1 3/1 4/9 10/11 OIIK-6.1.
KYMEHTAIlM1 U UX KJIacCU(HKa- OIIK-6.3.
U
Tema 5. TexHomorusi paboTsI € 3* 3/1 4/9 10/10
JOKYMEHTaMHU
Tema 6. YnpaBiieHHE JTOKYMEH- 3 3/1 4/9 10/10
TalHuen

Mopayas 3: «[IpaBuna paboThl ¢ JOKYMEHTaMM»

Tema 7. WudopmanmoHHO-IIO- 311 3/1 4/9 10/11 OIIK-6.1.
VICKOBBIE CHCTEMBI OIIK-6.3.
Tema 8. OOecrnieueHne COXpaH- 3/1 3 4/9 10/10

HOCTH U 3aIlUTHl JJOKYMEHTHOMN

uHpopManuu

Tema 9. ApXWBHOE XpaHEHHE 3/1 3 4/9 10/10

JTIOKYMEHTOB

Tema 10. OcoOeHHOCTH OpraHu- 3* 3/1 4/9 10/10

3anmu JIOY typuctckoro npen-

TPUSTHS

[TonroroBka K 3aueTy 18/6 18/6

HUTOI'O 30/6 30/6 48/96 108/108 3




* I[aHHa}I TEMaA U3YydacTCs C 3JICMCHTAMHU HHTCPAKTUBHBIX MCTOA0B O6y‘{€HI/I$I.

HHosicauTeIbHAA 3aNIMCKA
¢ 3TranaMu opMUPOBAHUS KOMIIETCHIIMA

JlaHHbI Kypc pa3OoUT HA TPU JIOTUUECKH 3aBEPIIEHHBIX U B3aMMOCBSI3aHHbIX
MeXIy coO0M MOJyJisl, KOTOpbIE OXBaThIBAIOT BECh MAaTepUall TUCHUUILIUHBI, 00ec-
NEYUBAIOT IPUOOpETEHNE 00pa30BaTENbHBIX PE3YIBTATOB B COOTBETCTBUH C (hefe-
paJbHBIMU FOCYAApPCTBEHHBIMH 00pa3oBaTelibHbIMU cTaHAapTaMu. [Topsiok ocBoe-
HUSI MOZAYJIeH BEICTPAUBAET TPACKTOPHIO U 3TAIbI (DOPMHUPOBAHUS 3asIBJICHHBIX KOM-
METEeHINH (MJIM UX COCTABIISIONINX ).

Kaxap1ii MO1ysIb COCTOUT U3 TPEX TEM, COACPKAIIUX ONPEACICHHBIN pa3aei
yueOHOro MaTepuaa, ¥ peacTaBiseT co00i 3aKkoHUeHHBINH 0510k nHpopmarmu. [1o
KaXJI0M TeMe B COOTBETCTBUH C YYCOHBIM IUIAHOM MPOBOJATCS JEKIUU U MPAKTH-
yeckue 3anatus. [IpegycMoTpeHa MHIUBHAyalbHasi caMOCTOsATeIbHasE paboTa, co-
cTosinasl U3 MOArOTOBKHU K pa3/ieliaM, BbIICIICHHBIM ISl CAMOCTOSITENIbHOTO U3yYe-
HUS, TTOATOTOBKU K MPAKTUYECKUM 3aHSATHUSM 10 COOTBETCTBYIOIIMM TEMaM C HC-
M0JIb30BAaHUEM JIEKIIMOHHOTO MaTepuaina, yueOHbIX Mocoouii, pabodyux mporpamMmm
nucuuiuing, Internet-pecypcos, a Tak:ke peKOMEHI0BAaHHOM JIOMOJIHUTEIBHOM JHUTe-
paTypshl.

Moayab 1 — BKIIOYAIOT B C€0s1 TPH yU4E€OHBIX TEMBI, 110 3aBEPIICHUIO KOTOPBIX
OyIyT MOITYYEHBI CIAEAYIOMINE 00pa30BaTENbHbIE PE3YIbTATHI U CTYIEHT JOJIKEH:

- 3HaTh HOPMATHUBHO-IIPABOBYIO IOKYMEHTALMIO HEOOXOAUMYIO Il oOecrie-
YEHUS YIPABJICHUS ACSITEIbHOCThIO TYPUCTCKOTO MPEANPUSATHS; OCHOBBI JOKYMEH-
TOOOOPOTa B COOTBETCTBUU C HOPMATUBHBIMHU TPEOOBAHUSMHU HEOOXOIUMBIE IS
oOecrieueHus: yIpaBIeHUs IEATEIbHOCTHIO TYPUCTCKOTO MPEAIPUSITHS;

- YMETh MPUMEHSATh HOPMATHUBHO-TIPABOBYIO TOKYMEHTAIIMI0 HEOOXOIUMYIO
Ui oOecrieueHus yIpaBieHUs JIEeATEIbHOCThIO TYPUCTCKOTO MPEAnpUsaTus; odec-
MeYNBaTh JOKYMEHTOOOOPOT B COOTBETCTBUU C HOPMATUBHBIMH TPEOOBAaHUSIMU He-
00XOIUMBIHN J1J1s1 0OecTieueHHs! yIpaBIeHUs JeSTEIIbHOCTHIO TYPUCTCKOTO PEIpHU-
ATHUS;

- BIAJCTh HaBBIKAMHU MPUMEHEHUS HOPMATHBHO-TIPABOBOM JTOKYMEHTAIlIUU
HEO0OXOAMMOM JUIsl 00eCreYeHus! yNpaBlIeHUs E€ATEIbHOCTBIO TYPUCTCKOrO Mpe/I-
NPUATHUS; HABBIKAMU OOECTIeYeHHs] JOKYMEHTOOOOpPOTa B COOTBETCTBUU C HOpMa-
TUBHBIMU TPEOOBAHUSIMU HEOOXOIUMOTO JjIsi 0OECTICUCHUs yIpaBICHUS JCSITEb-
HOCTBIO TYPUCTCKOTO MPEIITPUITHS.

VYposenb ocBoenusi OIIK-6 mpoBepsieTcsi: BBICTYIUIGHUSMHA Ha CEMHHAapaXx,
BBITIOJTHEHWEM WHAWBUIYATbHBIX JIOMAIIHUX 3aJaHUN, HAMMCAHUEM KOHTPOJIbHOM
paboThl U pedepara, TECTUPOBAHUEM MTHCHMEHHBIM.

Moayab 2 — npeacTaBieH TpeMs TEeMaMU, TPeTHa3HAYCHHBIMU JIJISI OCBOCHUS
CTYJ€HTaMH:

- 3HaTh HOPMAaTUBHO-TIPABOBYIO JOKYMEHTAIMIO0 HEOOXOIMMYIO JUIsl o0ecre-
YEHUsl YIIPABJICHUS JIEITEIBbHOCTHIO TYPUCTCKOTO MPEINPHUATHS; OCHOBBI JOKYMEH-
TOOOOPOTa B COOTBETCTBUU C HOPMATHUBHBIMHU TPEOOBAHUSMU HEOOXOIUMBIE NS
oOecrniedeHus ynpaBiIeHUs 1eATeIbHOCTHIO TYPUCTCKOTO MPEATPUSATHUS;



- YMETh NMPUMEHSATh HOPMATHBHO-TIPABOBYIO JTOKYMEHTAIIUI0 HEOOXOIUMYFO
JUIsL 00eCIIeUeHUsT YIPABICHHS JCSITCIIBHOCTRIO TYPUCTCKOTO MPEATPUITHS; 00ec-
MIEYMBATh JOKYMEHTOOOOPOT B COOTBETCTBUH C HOPMATUBHBIMHU TPEOOBAHUSIMH HE-
00XOIUMBIH JIJIs1 0OSCIICUCHUS YIIPABICHUS ICITCIbHOCTBIO TYPHUCTCKOTO IIPEIIPH-
STHS,

- BJIAJCTh HaBBIKAMHU INPUMCHCHHS HOPMATHBHO-IIPABOBOM JIOKYMEHTAIIUU
HEOOXOMMMOM JIsi 00ECTIeYeHUs YIPABICHUS JIEATEILHOCTBIO TYPUCTCKOTO TIPE/I-
MPUATHS; HABBIKAMU OOCCIIEYCHHS JOKYMEHTOOOOpOTa B COOTBETCTBUU C HOpMA-
TUBHBIMH TPEOOBAHUSMU HEOOXOAUMOTO JJIsI OOSCIICUCHUST YIIPABICHUS JCATEb-
HOCTBIO TYPUCTCKOTO MPEATPHUITHS.

VYposenn ocBoenust OIIK-6 mpoBepsieTcsi: BBHICTYIUICHUSIMH Ha CEMHHApax,
BBITIOJITHCHUEM WHIWBHUIYATbHBIX JOMAIHUX 33JlaHUW, HAITMCAHUEM KOHTPOJBHOU
paboThl U pedepara, TECTUPOBAHUEM MTUCHbMEHHBIM.

Monayab 3 — mpeacTaBCH YSTHIPEMSI TEMaMH, IPETHA3HAUYCHHBIMU JIJIS1 OCBO-
CHUS CTYJICHTAMH:

- 3HaTh HOPMATHUBHO-TIPABOBYIO IOKYMEHTAIIMIO HEOOX0AUMYIO i oOecrie-
YEHUS YIPABJICHUS IS TEIbHOCTHIO TYPUCTCKOTO MPEAPUSITHS; OCHOBBI JIOKYMEH-
TOOOOPOTa B COOTBETCTBUU C HOPMATHUBHBIMHU TPEOOBAHUSMU HEOOXOIUMBIE JIJIS
oOecrieueHus yIpaBJIeHUs IEATeIbHOCTHIO TYPUCTCKOTO MPEITPUSITHS;

- YMETh NMIPUMEHSATh HOPMATHBHO-TIPABOBYIO JTOKYMEHTAIINIO HEOOXOIUMYTO
JUTsT 00eCIIeUeHUsT YIPABICHUS ACATSIBPHOCTHIO TYPUCTCKOTO MPEANPHITHS; 00ec-
MEeYNBATh JOKYMEHTOOOOPOT B COOTBETCTBUH C HOPMATHBHBIMH TPEOOBAaHUSIMU He-
00XOIMMBIH JIJIs1 O0ECTICUCHUS YIIPaBICHUS IEATeILHOCTBIO TYPHUCTCKOTO TIPEIPH-
ATHS,

- BIAJCTh HaBBIKAMHU TMPUMCHCHHUS HOPMATHBHO-TIPABOBON JTOKYMEHTAIIUU
HEOOXOMMMOMN ISl 00ECTICUCHUS YIPABIICHUS JICATCILHOCTBIO TYPUCTCKOTO TIPE/I-
MPUATHUS; HABBIKAMU OOECTICUeHHsI JOKYMEHTOOOOpOTa B COOTBETCTBUU C HOpPMa-
TUBHBIMU TPEOOBAHUSIMU HEOOXOAUMOTO sl OOSCTICUEHUST YIIPABICHUS JCATENb-
HOCTBIO TYPUCTCKOTO MPEITPUSITHS.

VYposennb ocBoenust OIIK-6 mpoBepsieTcsi: BBHICTYIUICHUSIMH HAa CEMHHApax,
BBITIOJIHEHUEM WHJIMBUIYATbHBIX JOMAIHUX 33JlaHUN, HAIMCAHUEM KOHTPOJIbHOU
paboThI U pedepara, TECTUPOBAHUEM ITHCHMEHHBIM.

4.2. Conep:kaHue JUCUUILIMHBI 0 TeMaM (pa3jaejiam)

Tema 1. PazBuTHe cuUCTeMbl TI'OCYAAPCTBEHHOIO [OKYMEHTAIIMOHHOIO
o0ecnevyenus ynpasiaeHusi B Poccunu

HenonpounsBoactso B [IpeBHel Pycu. [lepBpie TOKyMEHTBI, UX COEpKAHUE U
MecTa XpaHEHHS.

[Ipukaznoe pemonpousBoactBo XV-XVI BB. llepBbie TrocynapCTBEHHbIE
yupexaenus. Cucrema AeoNnporu3BOACTBA IIEHTPATBHBIX M MECTHBIX YUPEKICHUH.

CucrteMa KOJUICKCKOTO Jiestonpon3BojicTBa. IleTpoBckue pedopMbl B Aeio-
MPOU3BOJICTBE.

Cucrema MUHHUCTEPCKOTO JIEJIONPOU3BOJCTBA. [JOKyMEHTUPOBAHUE NEATEIb-
HOCTH TOCYyAapCTBEHHBIX yupexaeHui. Kogudukanus nokymenToB. Pedopma B ne-
JIOTTPOU3BOCTBE.



JOY coerckoro nepuoja. [lepssie geKpeThl 0 esonpon3BoacTBe. [Ikob
YIPaBJICHYECKON MBICIIH. Pa3BUTHE IEIONPOU3BOJICTBA B MOCICBOCHHBIA MEPUO.
ApxusHoe neno B CCCP. Co3nanue rocynapctBeHHoiu cuctemsl JJOY.

Ponb u MecTo nHhOpMalMOHHO-OKYMEHTAIIMOHHOTO 00ecIieueHus B paboTe
arrmapara yrnpasJieHUsl B COBpeMeHHOM Poccun.

Tema 2. HopmatuBHo-meroanueckasi 0a3a JJOY. OCHOBHbIC NMOHATHS
A0Y

HopmatusHo-metomudeckas 6a3a JIOY. Enunas ['ocynapcTBerHas cucrema
cTa"aaptuzanuu. HopmatuBHbie JOKYMEHTHI IO CTaHAApTU3AINU. Y HUDUITUPOBAH-
Hble cucteMbl qokymenTtanuu (YCJ). Obmepoccuiickue kiaccuukaTopsl yHUDH-
nupoBanHor gokymeHtanuu (OKY/[). CoBpeMeHHasi rocyiapCTBEHHAsl CHCTEMa
nokyMeHTarmonnoro ooecneuenus ynpasieHus (I'CAOVY). Cucrema 'OCTos mo
nenornpou3BoAcTBy. [IpaBuiia paboThl BEIOMCTBEHHBIX apXHUBOB.

OCHOBHBIE MOHATHUS O TOKYMEHTE, CUCTEMaX NOKyMEeHTauuu. OyHKIUHU 10-
kymeHTa. Knaccugukanus opuimaibHbIX JOKYMEHTOB.

Tema 3. IIpaBuiia opopmiieHUs1 JOKYMEHTOB. SI3bIK U CTHJIb JOKYMEHTOB

[Tonsitue u coctaB pekBU3UTOB B PD, TpeboBanus Kk ux opopmiienuro. branku
JIOKYMEHTOB, UX BUJIbI. TpeboBaHus K OJlaHKaM JOKYMEHTOB, K UX U3TOTOBJICHUIO U
xpa"eHuto. Opranuzanus padboThl ¢ JOKYMEHTAMH.

OO6mure npaBuiia COCTaBICHUS U OPOpMIIEHUSI JOKYMEHTOB. JlenoBas mepe-
nucka. O0mmMe nmpaBuia cy>kKeOHOU MEePENnUCKU.

Cneunduka si3plKa J€7I0BOTO0 MUCbMEHHOTO OOIIEHUS. XapaKTepUCTUKU J0-
KYMEHTHOTO 0011eHus. OCHOBHBIE YepThl 0(ULHUATIBEHO-IEIOBOTO CTHIIA.

OcHoBHBIE TpeOOBaHMs K TEKCTaM JIOKYMEHTOB. Vcnosib30BaHue crienunalib-
HOM JIEKCUKH, HEOJIOTU3MOB U MHOS3BIUHBIX CJIOB. YTIOTPEOICHHE S3BIKOBBIX (POp-
myi. JJomyctumble cokpamieHusi. TUMUYHBIC SI3bIKOBBIE OMMOKH B TEKCTaX JIOKY-
MeHTOB. TpeOoBaHMs 1€JI0BOr0 ATUKETA B MUCbMEHHOM JIEJIOBOM OOIICHUU

Tema 4. OcHOBHBIE CHCTEMBI JOKYMEHTALIMM M UX KJIaccupukanus

Tunsl cuctem noKymMeHTalMM, X HazHaueHue. Crneunduka cocTaBiIeHUS U
oopMIIEHUS pa3IMYHBIX BUAOB JOKYMEHTOB. CHCTEMa OpraHU3alMOHHO-IPaBOBOM
nokymeHTanuu. CrucreMa pacnopsiiuTeNbHON JoKyMeHTanuu. CucteMbl HHPOpMa-
LIHOHHO-CITPABOYHOM U aHAJUTUYECKOW JOKyMeHTanuu. CucreMa IjaaHOBOM JTOKY-
MeHTauuu. Cucrema oT4eTHOW JokymeHTauu. Kagposeie (M0 TMYHOMY COCTaBy)
JOKyMEHTHI. JIOKyMeHTBI 10 00palleHusM rpaxaad. KoMmMmepueckrue JOKyMEHTHI.

JlokanbHbIE HOPMATUBHBIE aKThl: OOLIUE TIOJOKEHHS U CIEU(UUYECKHUE OCO-
OEHHOCTH.

OcHOBHbIE HaNpaBJICHHs COBEPILIEHCTBOBAHUS COCTaBa U JOPM JIOKYMEHTOB.

Tema 5. TexHoJsiorust padoTsl ¢ JOKYyMEHTAMH

[TonsiTust TOKyMEHTOO00pOTa U TIOKYyMEHTONOTOKA. JlOKyMEeHTO0O0pOT B Op-
raHU3alMM U €ro OCHOBHBIE ATanbl. CTpyKTypa JOKYMEHTO0O0pOTA.

DNEKTPOHHBIA JOKYMEHT U 3JIEKTPOHHBIN JJOKYMEHTOOOOPOT.



dopmupoBaHue, 0opopMIICHHE U OllepaTUBHOE XpaHeHue jaei. [lonstue «Ho-
MeHKJIaTypa nen». Haznauenue u Bupl HOMEHKIATYphI Jaed. OO1iue TpeOoBaHus K
dbopmHpoBaHUIO U ODOPMIICHHIO JIeJl. Y CTAHOBJIEHHE CPOKOB XPaHEHHUS.

VY4yeT u cokpanieHue JT0KyMeHT00o00opoTa. MeTo/pl yueTa KoJuyecTBa U Ka-
4yecTBa JJOKYMEHTOB B opranuszanuu. O0wem, nojacuer qjokymeHToooopota. Cokpa-
nieHue o0beMa JOKYMEHTO000pOTa: YCIOBHS, ITyTH U METOJIbI COKPAILICHUS.

Tema 6. Ynpasiienue JoKymMeHTanuen (IOKYMEHTALMOHHBIA MEHeIxK-
MEHT)

OCHOBBI TOKYMEHTallMOHHOT'O CEPBUCHOTO Jeia. [InanupoBanue nesarenpHo-
CTH TIO YIIPABJICHUIO TOKyMeHTanuen. Vcnonb30Banne 3JeKTPOHHBIX HWH(pOpMaIIU-
OHHBIX CUCTEM IIPU IUIAHUPOBAHUU IEATEIBHOCTH 10 YIPABICHUIO JOKYMEHTALIUEN.

Cnyx6a JIOY. OprannzannoHHbie BOIPOChl. MoTuBaIus paOOTHUKOB, 3aHs-
ThIX B cucteme JIOY.

KOHTpOJIb NeATENBHOCTH 10 YIPABICHUIO JOKyMeHTanue. Kontposns 3a uc-
IIOJIHEHHEM JTOKyMEHTOB. OCHOBHBIE 33]1a4H, 3TaIlbl KOHTPOJIsl. THUIIOBBIE U WH]U-
BUJIyaJIbHBIE CPOKU KOHTPOJIsl. CPOKHM CHATHS JOKYMEHTOB C KOHTPOJIS.

Tema 7. UndopMaUMOHHO-TIOUCKOBbIE CUCTEMbI

O6mmepoccuiickuil kinaccudukaTop yrnpapieHueckux gokymeHToB (OKVY]I)
KAaK OCHOBa JAESATENbHOCTH MH(OPMAIMOHHO-TIOMCKOBBIX CHUCTEM. Peructpauus u
MHJEKCallMsl JOKYMEHTOB B opranu3anuu. Knaccudukanus ToKyMEHTOB Kak OCHOBA
NOCTpOEHUs1 MH()OPMAIMOHHO-TTIOMCKOBOM cucteMbl 1okyMeHToB (MIIC). Knaccu-
¢ukatopsl UT1C. KOHTpOJbHO-CIIPaBOYHBIE KAPTOTEKU U UX BUJIBI. TE€XHOJIOTUU Be-
neaus UIIC.

Tema 8. O0ecneueHne COXpAHHOCTH M 3aIIMTHI JOKYMEHTHOH HHpopMa-
101071

Omnpenenenre MEHHOCTH TIOKyMEHTHOM nHdopmaruu. Opranuszaius padoTsl
C TIOKyMEHTUPOBaHHOU WH(MOpMaIEl OrpaHnueHHOTO nocTymna. HopmatuBHO-TIpa-
BOBBIE aKThI, PETJaMEHTUpYIOIIUE PabOTy C JTOKYMEHTUPOBaHHOW MH(OpMmaIuei
OTrpaHU4YEHHOIO JIOCTYIIA.

JlokymMeHTalus, OTHOCSIIAsICS K TOCYAapCTBEHHOW TalHE, OCTYN K HUM
rpaXkaaH.

Kondunenunanbuas nHPpopMalys: UICTOUHUKHU U KaHalbl pasriaamenus. [o-
pAAOK pabOThl ¢ KOH(DHUICHIMATBHBIMU JOKYMEHTAMH. Y4eT KOH(UIESHINATbHBIX
JIOKYMEHTOB.

Cucrema 3auThl LICHHOW TOKyMeHTHOHN uHpopmaruu (C31): HopMaTuBHO-
METOJAMYECKHE, OpPraHU3al[MOHHbIEC, TEXHUYECKHE, MPOrpaMMHO-MaTEMaTUYECKUE
AJIEMEHTHI 3alIUThl. PazpemmrensHas cucreMa J0CTyla K JOKyMeHTaM. TexHomo-
THS 3alTUTHI JOKYMEHTHOW HH(POPMAIIUH.

Tema 9. ApxuBHOe XpaHeHHe JOKYMEHTOB
['ocynapcrBenHas apxuBHas ciayx0a Poccuiickoit @enepaiuu: ucropus, co-
BPEMEHHOE COCTOSIHUE, TPOOIeMbl. Y HU(PHUIIMpOBaHHAs ceTh apXuBoB. Cucrema Po-



capxuBa. ['ocynapcTBeHHas U HerocyaapcTBeHHas yactu PocapxuBa. BemomcTBeH-
HbI€ apXUBbI, APXUBbI OpraHu3anuil. JJIMTeabHbIe CPOKU XpaHEHUS! TOKYMEHTOB.
VYyeTHbIe TOKYMEHTHI U UX COCTaB.

ApxuBoxXpaHWIHIla, ux obopyaoBaHue. Vcronb3oBaHue apXUBHBIX JOKY-
MEHTOB, IOPSJIOK UX BBIJIAYM U UCIIOJIb30BAHMS.

Opranuzanusi CEeKpeTapcKoil 1esITeIbHOCTH.

Tema 10. Ocobennoctu opranusannu JOY Typucrckoro npeanpusitus

Knaccudukanus 10kyMeHTOB npeanpusitis Typusma. Coctas U cofepaHue
HOPMATHUBHOW M TEXHOJOTUYECKON IOKYMEHTAUUN NPEPUATUS Typru3Ma. ABTOMa-
TU3alMs TOKYMEHTO000pOoTa npeanpusatus Typusma. OCHOBHbIE HAITpaBJICHUS HC-
nonp3oBaHuss MHTepHeTa B cdepe Typusma. ApXHMBHOE XpaHEHHE TOKYMEHTOB
npeanpuatua typusma. OOecrieyeHrne COXpPaHHOCTH U 3aILUTHI JOKYMEHTHOW WH-
(dopManuu TypUCTCKOTO MPEANPHUATHS.

4.3. Il1aHbl NIPAKTUYECKUX U CEMHUHAPCKHUX 3aAHATHI

[Inaubl ceMuHapckux 3ansatui o kypey «J10OY TI» coctaBiieHsl, ucxoas u3
CoJlep KaHus AUCLUIUIMHBI IO TeMaM. Kaxa0e ceMHHApCKOe 3aHATHE UMEET CBOMU
CLIEHapui, B COCTaB KOTOPOT'O BKJIIOUEHBI KOHTPOJIBHBIE BOIPOCHl U 3aJaHUs, IS
3aKpeIUIeHUs POMAEHHOIO MaTepHaIa.

Ji1st 6osee mI0J0TBOPHOM MOATOTOBKU CTYAEHTOB K MPAKTHYECKUM U CEMH-
HapCKUM 3aHATHAM NPEMIOKEH CIIUCOK JIUTEPATYPHI U JOTIOJHUTEIBHBIX HCTOYHH-
KOB II0 TEMaM CEMHMHapoOB. TakKe IMPEACTaBIECH MaTepual sl CAMOCTOSATEIBHON
pOpabdOTKU BCEX TEM, BKIIIOUEHHBIX B MOJYJIbHO-TEMATHUYECKHUI IJIaH U3y4YEHUs
JucuUIUIMHbL. [IoMHMO BOIIPOCOB MJisi CAaMOCTOSITENIBHOTO U3Y4YEHHS] HEOOXOIUMO
TOTOBUTH BOIIPOCHI, BEICTABJIEHHBIE JJI1 OOCYKJIEHHUS HA COOTBETCTBYIOLIEM CEMHU-
HApCKOM 3aHSTHH. Pe3ynbTaThl OlleHKH pabOThl BKIIOYAIOTCS B MOKa3zaTenu (pew-
THUHIY) TEKYILIEW YCIIEeBAEMOCTH.

MOAVYJIb 1.
Cemunap 1-2. Pa3Burue cucTeMbl rocy1apCTBEHHOI0 JOKYMEHTALMOH-
HOro o0ecrieyenus ynpasJjeHusi B Poccun
1. Pa3Butue JIOY B mepuoapl NMPUKA3HOTO, KOJUIETHATBHOTO U MHHHUCTEP-
CKOT'O JIEJIONTPOU3BO/ICTBA.
2. lenonponsBoactso B CCCP.
3. OcHoBHBIE pehOPMBI B OpTaHU3AINH CHCTEMBI JACIOTPON3BOICTBA B COBpE-
MeHHOU Poccum.
Cyenapuii 3anamusi:
— OMpOC MO MaTepuajam JIKIUi, padoTa ¢ MOHATUHHBIM anmnapaToM;
— pa300p CUTyalIMOHHBIX MPAKTUYECKUX 3aaHUM;
— aHaJIM3 y4yeOHOU M JOMOJHUTENIBHON JUTEepaTyphl, pEKOMEHAALUHU 110 BBIOOPY
MCTOYHUKOB,;
— HamnuMcaHue CTYJECHTaMH KOHTPOJIbHOU padOThI;
— COCTaBJIEeHHE IJ10ccapus MpHu paboTe C MOHATUIHBIM anapaToM;
— 3aKperUieHHe U3YYeHHOI0 MaTepuala 1 MOoJABEICHIE UTOTOB pabOThI CTYAEHTOB.
Konmponvuwle sonpocwi:



1. Korna u rae OblIM HalAEHBI MEPBBIE MOATBEPXKICHHUS IOKYMEHTALMOHHOTO
obecrieuenus ynpasneHusi? Kak BoITTISACTN 9TH TOKYMEHTHI?

2. Korna nosiBusiocs aenonpousBoacTBo B Poccun? Kak BBITIIAENU 3TH nepBble
JOKYMEHTBI, IJIe OHU COOMPAIUCH U XPaHUIIUCH?

3. Kakue sTarnsl MOKHO BbIIETHTD B Tiporecce pazsutust JJOY B Poccun?

4. B yem cyTb pepopMHUpPOBaHUS AETOMPOU3BOICTBA?

5. Kak pa3BuBanoch J1€I0MPOU3BOJCTBO B COBETCKUN MEPUO?

6. C xaxoii nenpto ObutH pazpadoransl EI'CJL u 'CIOY?

Cemunap 3. HopmatuBHo-MeToanueckasi 6aza JI0Y

1. I[TOHATUE U COCTAB HOPMATUBHO-METOIMYECKOU BA3bI JIEJIOITPOU3BO/I-
CTBA.

2. OBILIEPOCCUMCKHNIT KIIACCU®UKATOP VYIIPABJIEHUECKHMX JOKYMEHTOB
(OKY ).

3.TOCT P 7.0.8-2013 «CUBU /1. enonpoun3BOJACTBO U apXUBHOE j1e10. Tep-
muHbl U onpeneneHus» u 'OCT P 7.0.97-2016 «OpranuzanimoHHO-pacioOpsIUTENb-
Has JokyMmeHTarus. TpeboBaHus K 0hOPMIICHUIO IOKYMEHTOB.

Cyenapuii 3anamusi:
— ONpOoC MO MaTepuasam JIKIui, padoTa ¢ MOHATUHHBIM annapaToM;
— BBICTYIUICHHE CTYJICHTOB C JIOKJIA/IAMU;
— aHajau3 y4yeOHOM W JIOMOJIHUTEIHHOM JMTEepaTyphl, PEKOMEHIAIMU 10 BHIOOPY
HMCTOYHUKOB,
— pa300p CUTYaIIMOHHBIX MPAKTUUYECKUX 3a/IaHH;
— COCTaBJICHHE T0ccapus MpU padoTe C MOHATUWHBIM annapaToM;
— 3aKperuieHHe U3yYeHHOT0 MaTepHalia u MoJABEACHUE UTOTOB pabOThI CTYICHTOB.
Konmponvnwvie sonpocwi:
1. Yto Takoe HOpMaTUBHO-MeTOAMYecKas 6a3a J[OY?
2. Uto Takoe «l'ocymapcTBeHHBIN cTaHmapT»? UTo mpeacTaBiser coOOW eauHas
['ocynapcTBeHHasi cuctema CTaHAapTU3AIK ?
3. Kakue HOpMaTHBHBIC JOKYMEHTHI MO0 CTaHAAPTU3ALMHU BhIIEIAIOT B Poccun?
4. Yto takoe YHUPUIIMPOBAHHbIE cUCTeMBI ToKkyMeHTauuu (YCJ)?
5. Ckonbko u kakue Y CJl ucnonb3yercs B pOCCUMCKOM 3aKOHOAATEIhCTBE?
6. Uro mpexacraBiseTr co0oit obmepoccuiickue KiracCu(OUKaTOphbl YHUPHUITUPOBAH-
Holt nokymenTanuu (OKY J1)?

MOIVYJIb 2.

Cemunap 4. OCHOBHbIE CUCTEMbI JOKYMEHTAIMH U UX KJIacCH(PUKAIMS

1. Cucrembl TOKyMEHTAllUU: HAa3HAYEHUE, TUIHI U MpPaBUJIA COCTABICHUS U
o opMIICHHUS.

2. JlokasibHbIE HOPMATUBHBIC AKTHI.

3. OcHOBHBIC HaNpaBJIEHUsI COBEPIICHCTBOBAHUS COCTaBa U (POPM JOKYMEH-
TOB.

Cyenapuii 3anamust:

— OMpOoC MO MaTepuajam JIKIUi, padoTa ¢ MOHATUHHBIM anmnapaToM;
— BBICTYIUICHUE CTYAEHTOB C JOKJIaJaMH;



— aHajau3 yuyeOHOW W TOTIOJHUTEIHLHON JUTEePaTyphl, PEKOMEHIAIIMN TI0 BBIOOPY

WCTOYHHKOB;

— pa300p CUTYAITMOHHBIX MPAKTHYECCKUX 3a/TaHHH;

— COCTaBJICHHE TII0CCApHs MPU padOTE C MOHATUWHBIM alapaToM;

— 3aKpeIUICHHE U3YYEeHHOTO MaTepualia U MOJBEICHUE UTOTOB PA0OTHI CTYACHTOB.
Koumponvuwvie 6onpocnwi:

1. Kakue 1OKyMEHTBI OTHOCATCS K CHCTEME OpraHU3allMOHHO-TIPAaBOBON IOKYMEH-

Tanuu. VX Ha3HaueHHe U COCTaB, COCTaBICHUE U 0hOpMIICHHE.

2. Kakue JOKYMEHTBI OTHOCSTCS K CHCTEME PacIopsSIUTEIbHON JOKYMEHTAIINH?

Hasnauenue u cocraB, cocTaBieHue U 0hOpMIICHUE ATUX JTOKYMEHTOB.

3. Kakue 1oKyMeHTBl OTHOCSTCS K CUCTEMe WH(POPMAIMOHHO-CIIPABOYHON U aHa-

JUTUYECKOU TOKyMEHTaIUN?

4. Kakue HOKYMEHTBHI OTHOCSTCSA K CHUCTEMaM IUIAHOBOW M OTYETHOM JOKYyMEHTa-

auu?

5. JIOKyMEHTHI IO KaJpOBOMY OOECIIEUCHUIO U OTLIaTe TPya.

6. JIoKyMeHTHI CITy>KOBI AETOMPON3BOICTBA.

7. Kakue Buabl KOMMEPYECKUX JTOKYMEHTOB Bbl 3HaeTe?

Cemunap 5. TexHoJiorusi padoTsl ¢ JIOKyMEHTaAMH

1. IokyMeHTOOOO0POT: NOHATHE, CTPYKTYpa U €r0 OCHOBHBIE 3TaIlbl U BU/IBL.

2. Homenknarypa aena: Ha3Hau4€HUE, BUbI, TpeOOBaHUS K POPMUPOBAHUIO U
0(OPMIICHHIO.

3. Yder u cokpanieHue JOKyMeHTO000poTa.

Cyenapuu 3anamus:
— ONpOoC IO MaTepuasam JIEKIUH, padoTa ¢ MOHATUNHBIM annapaToM;
— HamnuCcaHWe CTyJECHTaMH KOHTPOJIbHOU pabOTHI;
— aHaiM3 y4yeOHOW WM JOMOJHUTENBHON JUTEepaTyphl, PEKOMEHAAIMN TI0 BBIOOPY
UCTOYHUKOB,;
— COCTaBIieHHE TII0ccapus MpH paboTe C MOHATUIHBIM anlapaToM;
— pa3bop CUTYaIIMOHHBIX MPAKTUYECKUX 3aTaHUM;
— 3aKperUieHHe M3YYeHHOTO MaTepuaia 1 MOoJIBeICHUE UTOTOB PadOTHI CTYACHTOB.
[TonsiTUst JOKYMEHTOOOOPOTA U JOKYMEHTONOTOKA. JIOKyMEHTOOOOPOT B OpraHu3a-
IIUU U €r0 OCHOBHBIE 3Tanbl. CTPYKTypa TOKyMEHTOO000pOTa.
Konmponwnwvie sonpocui:

1. Kakue ucnoiap3yroTcs CIeIMaIbHbIE METOBI YUeTa KOJIMYeCTBa M KadecTBa J10-
KyMEHTOB B OpraHU3aI1uu?
2. Kak onpenenuTs 00beM TOKYMEHTOOOOPOTa M TIOBECTH €T0 MOJCYET?
3. Ilepeuncnute OCHOBHBIE YCIOBHS, TyTH U METOABI COKpAIICHHS 00beMa JOKY-
MEHTO000pOTA.
4. Yto Takoe onepaTuBHOE XpaHEHHUE NIl U KaK yCTaHABIMBAIOTCA CPOKU MX Xpa-
HEHUs?
5. Kakwue o6mwme TpeboBanus k popmupoBanuio U opopmieHuto aen Boi 3HaeTe.
6. B uem 3axmouaercs cneruguka 3MeKTPOHHOTO JOKYMEHTA U 3JIEKTPOHHOTO J10-
KyMEeHTO00opoTa?

Cemunap 6. YnpasjieHue U TEXHOJIOTHs Pa0d0ThI C JOKyMeHTaIuel



1. IokyMeHTOOOOpOT M JOKYMEHTOIMOTOK: MOHATHUE, BUJbI, CTPYKTYypa, OC-
HOBHBIE 3TaIlbl.

2. Ha3znauenue v BUibl HOMEHKJIATYPHI JIE]1.

3. ®opmuposanue, 0hopMIICHHE U OTIEPATUBHOE XPAHEHUE .

4. IInanupoBaHue AESTEIBHOCTHU IO YIPABIECHUIO TIOKYMEHTAIUEH.

5. Ciyx06a J10Y.

6. KoHTposb IesTENbHOCTH 10 YIIPABICHUIO TOKYMEHTALUEH.

Cyenaputi 3ausamusi:
— ONpOoC MO MaTepuasam JIEKIui, padoTa ¢ MOHATUHHBIM annapaToM;
— HaIlMCaHUE CTYJIEHTAMH KOHTPOJIBLHOU paboThI;
— aHajuu3 y4yeOHOM W JIOMOJIHUTEIHHON JUTEepaTypbl, pEKOMEHIAIMU O BHIOOPY
HUCTOYHHUKOB,;
— pa300p CUTYaIIMOHHBIX MPAKTUYECKUX 3aIaHH;
— COCTaBJICHHE Iioccapus Mpu padoTe ¢ MOHATUUHBIM annapaToM;
— 3aKpeIUIeHHE U3YYEHHOI'0 MaTepuaa U oJIBEIEHUE UTOTOB PadOThI CTYAEHTOB.
Konmponvnwvie sonpocui:

1. Yro Takoe JOKYMEHTOOOOPOT U JOKYMEHTOIIOTOK OpraHu3aluu?
2. B uem cnenmduka paboThl ¢ BXOAAIUMHI U UCXOIAIIMMH JOKYMEHTaMU?
3. KaxoBsl TpeOoBaHUS K pEruCTpaIy BXOASIINX, HCXOIAIINX U BHYTPEHHUX JI0-
KYMEHTOB?
4. Yto sBAsETCS LEbI0 AEITETFHOCTH 10 YIPaBICHHUIO TOKyMEHTAIlMEH OpraHn3a-
u’?
5. KakoBbl pob, 11enu 1 3a1auu ciyx0os1 JOY?

MOJAVYJIb 3.

Cemunap 7-8. Obecnieuenne COXpAaHHOCTH U 3aIUUTHI JTOKYMEHTHOH HH-
¢popmanun

1. PaGoTa ¢ mOKyMeHTUPOBaHHON MH(OpMaIuell OrpaHUYEHHOTO JJOCTYIIA.

2. [Topsimox goctyma u paboThI ¢ JOKYMEHTAIMel, OTHOCSIIEHCs K Tocyaap-
CTBEHHOW TailHE.

3. Topsnox paboThl ¢ KOHGUACHIMATEHBIMUA JOKYMEHTAMHU.

4. Cuctema 3anuthl ienHoi nHdopmanuu (C31): npaBoBbIe, OpraHU3alMOH-
Hbl€, TEXHUYECKHE, IPOrPAMMHO-MATEMATHYECKHUE SJIEMEHTHI 3aUThI.

Cyenapuii 3anamusi:
— ONpOoC MO MaTepuasam JIEKIUH, padoTa ¢ MOHATUHHBIM annapaToM;
— HamnMCcaHHe CTYJEHTaMH KOHTPOJIbHOU padoThl;
— aHau3 y4yeOHON M JIONMOJHUTENBHON JUTEpaTyphl, pEKOMEHAALUU 110 BBIOOPY
MCTOYHHKOB,;
— COCTaBJICHHE rjoccapus Mpu padoTe ¢ MOHATUWHBIM annapaToM;
— pa300p CUTYaLIMOHHBIX MPAKTUYECKUX 3a/laHUM;
— 3aKperuUIeHHe 3YYEHHOI0 MaTepuaia U MoJIBeICHUE UTOTOB PadOThI CTYIACHTOB.
Konmponwvnule gonpocwl:

1. Kak onpenenuTs IEHHOCTh JOKYMEHTHON HH(pOpMALINH?
2. Kakuie HopMaTUBHO-TIPABOBBIE AKTHI, PETJIAMEHTUPYIOIINE PaObOTy C TOKYMEHTH-
pOBaHHOM MHQpOpPMAIIMEH OTPAHUYECHHOTO J10CTyMa, Boi 3HAeTE?
3. KakoB mopsigok paboTsl ¢ KOH(UIESHIIMATFHBIMU TOKYMEHTAMHU ?



4. B yeM CyTb pa3peuIuTebHONM CUCTEMBI IOCTYMA K JOKYMEHTAM.

Cemunap 9. ApxuBHOe XpaHeHHe TOKYMEHTOB
1. IlpaBoBBIEC OCHOBBI TTOJATOTOBKU W TIepeladn JOKYMEHTOB B apXHB.
2. Tlopsanok odopmieHus Jiesia OCTOSHHOTO, BpeMeHHOTO (cBbite 10 jer)
CpOKa XpaHEHHUsI.
3. [lopsinok oopmiieHus aena BpeMEHHOTO CPOKa XPaHEHHUS.
4. BHyTpeHHsIs ONUCh TOKYMEHTOB ziena. [lopsanok ee cocTaBieHus.
Cyenapuii 3anamus:
— OIpOC 0 MaTepHuaiaM JICKIHH, paboTa ¢ MOHITHIHBIM armapaToM;
— HamnWCaHHWe CTYJEHTaMH KOHTPOJILHOU PabOTHI;
— aHaIM3 y4eOHOW W JOMOJHUTEIBHON JUTEepaTyphl, pEKOMEHIAINN 110 BBIOOPY
HMCTOYHHKOB,;
— COCTaBJIEHHE TJI0CcCapus MPH paboTe C MOHATUIHBIM anapaToM;
paz00p CUTYyaITMOHHBIX MPAKTUYECKUX 3aaHUM;
— 3aKpeIUIeHHE N3YYEHHOI'0 MaTepuaia U MoJIBEIEHUE UTOTOB PadOThI CTYAECHTOB.
Koumponvnuvie gonpocuwi:
YHuumpoBaHHas CHCTeMa apXUBOB.
Cpoku XpaHeHHUs JOKYMEHTOB.
O06opynoBaHN€e ApXUBOXPAHUIIUIII.
Hcronp30BaHne apXUBHBIX JOKYMEHTOB U IIpaBUJjia X BBIIAYH.

W

Cemunap 10. fA3bIk U cTHiIb J0KyMeHTOB. [IpaBuiia ogpopmiieHus 10Ky-
MEHTOB

1. Opranuzamust pabotsl ¢ JokymeHTamu. [lopsinok cocraBienus u opopm-
JICHUS TOKYMEHTOB.

2. OcHOBHbIE TpeOOBaHUs K 0(OPMIICHUIO TOKYMEHTAIIUU U K TEKCTaM JIOKY-
MEHTOB.

3. O6mume mpaBuia AENOBOM M CIy>KeOHOW mepenucku. TpeOoBaHUS 1emo-
BOT'O 3TUKETA B MUCbMEHHOM O(UIIMATIBHO-/EJI0BOM OOLIEHUHU.

4. TunuyHble S3bIKOBBIC OMIMOKHN B TEKCTaX JIOKYMEHTOB.

Cyenapuii 3anHamusi:

— OMpOoC MO MaTepuasam JIKIUi, padoTa ¢ MOHATUWHBIM anmnapaToM;
— HalMCaHUE CTYJICHTAMH KOHTPOJIbHOU paboThI;
— aHaju3 y4yeOHOW W JIOMOJIHUTEIHHOM JUTEepaTyphl, PEKOMEHIAIMU TI0 BHIOOPY
HMCTOYHUKOB,
— COCTaBJICHHE TI0ccapus MPpU padOTe C MOHATUWHBIM annapaToM;
— pa300p CUTYaITMOHHBIX MPAKTHYECKUX 3a/IaHHH;
— 3aKperuIeHHe U3yYeHHOTO MaTepralia v OABEACHUE UTOTOB PA0OTHI CTY/ICHTOB;
— OMpOC MO MaTepuajam JIKIUi, padoTa ¢ MOHATUHHBIM anmnapaToM;
— HaIMCaHUe CTYJCHTAMH KOHTPOJBHOU paboThI;
— aHajau3 yuyeOHOW W TOMOJIHUTEIHLHON JUTEpaTyphl, PEKOMEHIAIIMN TI0 BHIOOPY
HMCTOYHUKOB,
— pa300p CUTYaITMOHHBIX MPAKTHYECKUX 3a/TaHHH;
— COCTaBJICHHE TI0CcCcapus MPU padOTe C MOHATUWHBIM alapaToM;



— 3aKperUieHHe 3YYeHHOT0 MaTepuaia U MoJIBEICHUE UTOTOB PadOThI CTYACHTOB.
KoumponvHule gonpocwi:

Korna ncronb3yercs crienuanbHast JEKCHKA, COKPAIIEHHS, I3bIKOBBIE (POPMYJITBI?

KakoBbI TUMTHYHBIC S3BIKOBBIE OMMOKH B TEKCTaX IOKYMEHTOB.

[lepeuncnure OCHOBHBIC XapaKTEPUCTHKH JOKYMEHTHOTO OOIIICHMUS.

B kakux ciydasx IOMyCKaeTcs MCIOJIb30BaHUE CICUAIbHON JIGKCHKH, HEOJIO-

TH3MOB U WHOSI3IYHBIX CJIOB.

5. B uem 3akimouaetcs crienuduka si3pika 1eJI0BOr0 MUChbMEHHOTO OOIIEHUS?

6. KakoBo nonsatue «1okymeHTa»? B uem 3akimodaroTcst OCHOBHBIE (DYHKITUH JOKY-

MeHTa?

7. Kaxk xnaccudumupyrorcs opuninagbHble JOKYMEHTHI?

8. Uto Takoe TOKyMEHTOOOOPOT M IOKYMEHTOTIOTOK?

9. KakoBsl 00mue mpasuia 0ohopMIICHHS TOKYMEHTOB?

10.  UYro Takoe «pexkBu3uT»? KakoBsl TpeOOBaHUSI K OPOPMIICHUIO PEKBU3UTOB?

11. Kakwue Buasl 01aHKOB BBIICISIOT? KakoBbl TpeOOBaHUS K M3TOTOBJICHUIO U

XpaHEHUIO OJJAHKOB TOKYMEHTOB?

e

5. YueOHo-MeTOaAMYeCKOe O0ecnieUYeHHEe CAMOCTOSITeIbHOM
padoTHI CTYICHTOB

CamocrosiTenbHas paboTa CTYJIEHTOB SIBJISIETCSI BAXKHOM KOMIIOHEHTOM BCEro 00-
paszoBaTenbpHOro npouecca no kypcey «J10 TI». B cooTBeTcTBUM C TpOrpaMMoii U3y-
YEHUsI TUCIUIUIMHBI, OpraHu3aus caMoo0pa30BaHusl CTYICHTOB MPEANoJaraeT:
— TOBBIIICHHE MPOPECCUOHATBHOIO UHTEPECA K U3Yy4aeMOU TUCIUILINHE;
— pacLIMpEeHHE U CUCTEMATU3ALUI0 3HAHUM;
— TIPOBEJICHHE aHaM3a MH(POPMAIMOHHBIX MAaTEPUAJIOB U HA €r0 OCHOBE YMEHHUE
JIeJIaTh BBIBO/IBI;
— BOCHUTaHUE KPEATHUBHOTO MBIIUICHUS U TBOPYECKUX IMOAXOJO0B K pealn3alnuu
1esen 1 3a1a4d B CBoel mpodeccuoHalbHON cepe esITeNbHOCTH.

B paznene «CamocrosiTenbHas paboTa» MpeacTaBiIeHbl BOIIPOCH], HE BOLIE-
1Iye B MPOrpamMMy UJIM HE MOJHOCTHIO PACKpBITHIE B TeMax Kypca. Jjis camocTosi-
TEJILHOTO KOHTPOJISI 3HAHUN TPEAJIOAKEHBI KOHTPOJbHBIE BOMPOCHI JIJIi CaMOIPO-
Bepku. J{J11 0TpabOTKH MPAKTUUECKUX YMEHUHN U HABBIKOB CTYJIEHTaM MPE/JI0KECHBI
CUTYyallMOHHBIE 3a/1aul, TBOPUECKHUE 3aJaHusl, MPoOeMHbIe BOIpockl. Kpome Toro,
Ha CEeMUHapax JaloTCs CIeluaIbHble 3aaHusl (KeChl) 11 BOSMOKHOCTH PaOOThI
CTYZIEHTOB B rpynnax. CTyJeHTam npeajiaraeTcsi CaMOCTOSITEIbHO MOATOTOBUTH OT-
BETHI HA MPEJICTABICHHBIE BOIPOCHI B BUJIE 3CCE, BBICTYILICHUH, IOKJIA/IOB.

JlomariHsist camocTosiTeNTbHast paboTa CTy/ICHTOB OpraHU3yeTCsl IPEno/iaBaTesieM
B COOTBETCTBHHU C MOYJIbHO-TEMATUYECKUM TITAHOM M3YUYEHHS TUCUUILIMHBI ¥ IPEATIO-
JIaraer:

— UW3Yy4YeHHE JICKIIMOHHOT'O MaTepralia, YTCHUE PEKOMEHIyEMbIX JTUTEPATyPHBIX UC-
TOYHUKOB, BBITIOJTHEHUE 3aJIaHUM, OTBETHI HA KOHTPOJIbHBIE BOIPOCHI MJIM TECTHI U
T.1.;

— CaMOCTOSTEJIbHOE U3yUCHHE MaTepuasa Mo 3aJaHHbIM MPEroaBaTesieM TeMaM;
— TOATOTOBKY JIOKJIAJIOB U MOJTOTOBKY K 3a4€Ty.



KOHTpOJIB CaMOCTOSITEIIbHOM pa6OTBI CTYyACHTOB 110 BaﬂaHHOﬁ TEMATHKC IIPO-
BOIUTCs B XOAC OIIpocCa CTYACHTOB, I1I0 PE3yJibTaTaM TCCTHUPOBAHUA U PCHICHUA CHU-
TyallUOHHBIX 3a1a4.

Bonpocwt ona camocmoamensvHoti noocomosxu no kypcy «/0 T/»
1. Korga u rae ObUTM HaAWEHBI MEpBbIE MOATBEPXKIACHUS JOKYMEHTAIMOHHOTO
oOecrniedyeHus yrnpaBiaeHUs?
Kak BbITTIsI A€M 3T JOKYMEHTBI?
Koraa nosiBuiiocs aenonponsBoactso B Poccun?
Kax BbITTII A€M 3TH IEPBbIE TOKYMEHTBI, II€ OHU COOMPATTUCh U XPAHUIUCH?
Kakue sTansl MOXKHO BbIAEIHUTH B pouecce pazsutusd JJOY B Poccun?
B yeM cyTh NprKa3HOTO AENIOMPOU3BOACTBA?
B yeM cyTh KOJIJIEKCKOTO JAEIOMPOU3BOACTBA?
UTO HOBOTO MOSIBUIIOCH B MUHUCTEPCKOM JIETIONPOU3BOJICTBE?
B ueMm cyth pehopmupoBanHus 1€T0MPOU3BOICTBA?
0. Kak pa3BuBanock AeI0NpOU3BOACTBO B COBETCKHM nepro?
1. Kornma nossunack ['ocynapcrBennas cucrema JIOY (I'CAOVY)?
2. UYto Takoe HOpMaTHUBHO-MeTOoauYecKas 6aza [JOY?
Urto Ttakoe «I'ocynapCcTBEHHBIN CTaHIAPT»?
14. UYto mpexactasusier coOoi enunas ['ocynapcTBeHHasi cucTemMa CTaHJIapTH3a-
uun?
15. Kakue HOpMaTHUBHbBIE JOKYMEHTHI [0 CTAHIAPTU3ALMH BBIAEIIOT B Poccun?
16. Uro Takoe YHudunupoBanuele cucteMsl qokymenTtauu (Y CJ)?
17. Ckoabko u kakue Y CJl ucrnosib3yercsi B pOCCUHCKOM 3aKOHOIaTENIbCTBE?
18. Uro mpeacrarmisieT coboit obmepoccuiickue kinaccudpukaropsl (OK) TexHmko-
HKOHOMHUYECKOU U conuanbHOi nHpopManuu?
19. KaxoBo moHATHE «TOKYMEHTa»?
20.  UYrto Takoe «peKBU3UT»?
21. B dem 3akioyaroTcsi OCHOBHBIE (DYHKIIUU JOKYMEHTA?
22. Kaxk knaccuduiupyrorcst opuiraibHbie JOKYMEHTHI?
23. Urto Takoe JOKYMEHTOOOOPOT, TOKYMEHTOIIOTOK?
24.  KaxkoBbl oOmue npaBmia 0hOpMIICHHS TOKYMEHTOB?
25. Yto mpexacraBisieT cOOOW CUCTEMA, COCTaB PEKBU3UTOB?
26. KakoBbl TpeOoBaHUs K 0OPMIICHHIO PEKBH3UTOB?
27. Kaxkue Buapl 0OJ1aHKOB BBIAEIISIOT?
28. KakoBbl TpeOOBaHUS K U3TOTOBICHUIO U XPAaHEHHUIO OJJAHKOB IOKYyMEHTOB?
29. Kakue JOKYMEHTHI OTHOCATCSI K CHCTEME OpPTaHM3aIlMOHHO-TIPABOBOM JOKY-
MeHTauuu. X Ha3HaueHue U COCTaB, COCTaBICHUE U O(pOpMIICHHE.
30. Kakue 10KyMEHTbI OTHOCATCS K CUCTEME PACIIOPSIAUTENbHON JOKYMEHTAIIH?
Ha3nauenue u coctaB, cocTaBieHUE U 0(OPMIICHHE STUX JTOKYMEHTOB.
31. Kakue JOKYMEHTBI OTHOCSITCSI K CHUCTeME MH(POPMAIIMOHHO-CIIPAaBOYHOM J10-
KyMEHTaluuu?
32. Kakue n1OKyMEHTBI OTHOCSATCSA K CUCTEMaM IUJIAHOBOW M OTUYETHOM JIOKyMEH-
Taluun?
33.  JIoKyMeHTHI CITy>KOBI JIETIOPON3BOICTBA.
34. B udem cneunduka opuraIbHO-AETOBOIO CTHIIA SI3bIKa JOKYMEHTA?
35. KakoBbl TpeOOBaHUA K TEKCTaM JOKYMEHTOB?
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36. Korna ucnons3yeTcsi crenralibHas JeKCHUKa, COKpAIlleHUs, I3bIKOBbIE (op-
MYJIbI?

37. KakoBbl TUTUYHBIE S3BIKOBBIE OIIMOKHM B TEKCTAX TOKYMEHTOB?

38. Uro Takoe JOKYMEHTOOO0OPOT MPEANPHUATHS CepBUca?

39. KakoBbl €ro OCHOBHBIE ATaIbI?

40. CtpyKTypa JOKYMEHTOOOOpOTAa MPEAIPUITHS TypU3Ma.

41. Metoas! yueTa KOJMYECTBA U KaUueCTBa JOKYMEHTOB B cepe Typu3Mma.
42. Kak ompenensercs 00beM TOKyMEeHTooO0opoTa?

43. Kak peructpupyercsi ¥ HHICKCUPYIOTCS TIOKYMEHTHI IPENPUSATHS Typru3Ma?
44. Knaccudukamus TOKyMEHTOB MIPEANPUITHS Typr3Ma?

45. Knaccudukatopsl HHPOPMAITMOHHO-TIONCKOBOW CHCTEMEI.

46. Texuomorus BeaeHUs: HOOPMAITMOHHO-TTOMCKOBON CUCTEMBI.

47. KoHTposb, CPOKM KOHTPOJIS 32 UCIIOJTHEHUEM JOKYMEHTOB.

48. Kak omnpenensercs IEHHOCTb JOKYMEHTOB?

49. Kakue cyniecTByIOT HOMEHKIATYpPHhI J1e71?

50.  OOuue TpedoBaHus K GOPMUPOBAHUIO U OHOPMIICHHUIO J1eJ1?

51. DneMmeHTHI 3alUThI TOKYMEHTOB.

52.  VYuer xoH(pUIEHIIUATBHBIX JOKYMEHTOB.

53.  HopmatuBHO-MeTOIMYeCKOE 00eCIIeUeHUE 3alUThl TOKYMEHTOB.

54. VYuudumupoBaHHas cUCTEMa apXUBOB.

55.  Cpoxku XpaHEHHUs JOKYMEHTOB.

56. OO6opynoBaHHe apXHUBOXPAHHUIIHILL.

57. Hcmonp3oBaHHWE apXMBHBIX JOKYMEHTOB M MPABUJIA UX BBIIAYH.

6. YueOHO-MeTOAUMYECKOE M HH(POPMALIMOHHOE O0ecnieueHUue TUCITUTTIMHBI

Ochnoenasn:

1. Kopnees, U. K. JlokyMeHTaIlmoHHOE OOECIICUCHHE YIIPABICHHS ;| YICOHUK
U TIPAKTUKYM JJIA cpeiHero npodeccuoHanbHoro oopazosanus / M. K. Kopuees, A.
B. ITimenko, B. A. MamrypiieB. — 3-e u3j., nepepad. u gomn. — Mocksa : M3naTenb-
ctBO Opaiit, 2023. — 438 ¢. — (I[Ipodeccuonanbroe oopazoBanue). — ISBN 978-
5-534-16002-4. — Tekct : anekTpoHHbIN // OOpa3oBarenbHas miargopma KOpait
[caiiT]. — URL: https://urait.ru/bcode/523611. Pexxum noctyma: majisi aBTOpU3UP.
ITOJIb30BATEIIEH.

Jlonoanumenvnan numepamypa:

1. Hoponuna, JI. A. JlokyMeHTauUMOHHOE OOECleueHUe YIpaBiIeHUS :
y4eOHUK U IPAKTUKYM JJIs1 cpeHero npodeccuoHaibHoro oopasosanus / JI. A. [o-
ponuHa, B. C. UputukoBa. — 2-e u3z., nepepad. u qom. — Mocksa : 3patenscTBo
FOpaiit, 2023. — 270 ¢. — (IIpodeccuonanproe obpazoBanme). — ISBN 978-5-
534-16017-8. — Texct : snexktpoHHbI // O6pazoBarenbHas 1iargopma FOpaiT
[catiT]. — URL: https://urait.ru/bcode/530252. Pexum moctymna: ajisi aBTOPU3UD.
IOJIb30BATEIIEH.

Humepnem-pecypcot.

1. DnexkrponHo-OnbamoTeunas cucrema «IPRbooks» (http://www.iprbookshop.
ru)
2. O6pasosatenbHas matgopma «tOpaiit» (https://urait.ru)


https://urait.ru/

7. MaTtepuaJIbHO-TeXHHYECKOe o0ecneyeHue JUCIUNIMHBI

B mpouecce nzydenre JaHHON AUCUUIUIMHBI UCTIOIB3yeTCs yueOHas ayauTo-
pusi, KaOMHET JJIsl CaMOCTOSITENIbHOM paboThl CTYIACHTOB, YMTAJIBHBIN 3a1, BU-
JEONPOEKIIMOHHOE 00OpYIOBAHHE, KOMIIBIOTEP, OCHAILIEHHBI THIIOBBIM NAKETOM
cucremHoro u ogpuctoro I10, B coorBeTcTBUM ¢ PeecTpom mMaTepuanbHO-TEXHUYE-
CKoro obecnieueHust ayautopHoro ponaa Yuusepcurera ynpasienus « TUCBI».

8.01nenka KOMNETEHIUI 10 U3y4yaeMOi JTUCUMILIHHE

JIJisl OLIEHKHM KOMIIETEHTHOCTH PEKOMEHYETCsSI MCIOJIb30BaTh PEUTHUHTOBYIO
OILICHKY 3HaHWI, YMEHUN U HABBIKOB CTYIECHTA 110 OKOHYAHHUIO U3YUYEHUS KaXKIOro
Monynst B coorBeTcTBUM € [lonokeHreM 0 MOy IbHO-PEUTUHIOBOM CHCTEME Opra-
HU3aluu 00pazoBaTenbHOTO npoiiecc. toropas oienka (B 6aniax) ckiaabiBaeTcs
n3 0amioB, HAOpaHHBIX MO KaxaoMmy Mopaymto (ceMecTpoBasi OllEHKa) U OaJlIoB,
HaOpaHHBIX, HETIOCPEACTBEHHO HA 3a4eTe.

Pacuer HaOpaHHBIX 0a/UIOB MO AWCIMIUIMHE OCYIIECTBIISETCS B CICAYIOMICH
MOCJIE0BaTEILHOCTH:
M +M,+.M

n

C =

©x0,6, rme M — KOJIM4YecTBO OaIOB IO MOJIYJIIO; N — KOJMYECTBO

MOJyJEN
3=Kx0,4, rne K - konnuecTBo 0aJlJIOB Ha 3a4eTe;
U =C+3+11,rae Il — noompurensabie 6amsl (0T 1 10 5).

ypOBeHb C(bOpMI/IpOBaHHOCTI/I KOMHGTGHHI/Iﬁ N UX OCHOBHBIC IIPU3HAKHU OLIC-

HHUBAIOTCA 110 CICAYIOIIUM Ta6HI/II_IaMI



CIIOCOBEH NPUMEHSATH 3AKOHOJATEJBCTBO POCCUICKOMN ®EJEPAIIMU, A TAKXKE HOPMbBI MEXKTY-

Ouenka ypoBHs cpopmupoBanHocTu komnerenuuu OITK-6

HAPOJHOI'O ITIPABA INPU OCYIIECTBJEHUU MPO®ECCUOHAJBHON NJESATEJIBHOCTH

B yacTu gucuuminabl «10 T»

PHUCTCKOTO NMPEeANPUATUS
VYMets obecnieunBaTh JOKYMEHTOOOOPOT B COOTBET-
CTBUU C HOPMATHUBHBIMU TPeOOBaHUSIMHU HEOOXOAM-
MBI J11 0OecTieueHus yIpaBJIeHUs AeATEIbHOCTHIO
TYPUCTCKOTO MPEANPUATUS

Brnanets HaBbIKamMH obOecneueHHs! TOKyMEHTO0000-
pOTa B COOTBETCTBUU C HOPMATUBHBIMU TPeOOBaHU-
SIMA HEOOXOUMOTrO0 JUIsl 0OeCTIeYeHUs yIPaBICHUS
JIeSITENIbHOCTHIO TYPUCTCKOTO MPENNPHUSITHS

Nen/m | YpoBHu chopMHUPOBAHHOCTH OcHOBHBIE PU3HAKH YPOBHS HNHCcTpyMeHTBI OLeHKH CPOPMHPOBAHHOCTH
KOMIIETCHIIH YPOBHA
2 3 4
IToporoesii ypoBeHb | 3HaTh HOPMATHBHO-IIPABOBYIO JIOKYMEHTALIMIO HE- | BBICTYIJICHUE HA CEMUHApE
(KAK MHHHUMAJBLHO JONycTH- | OOXOIMMYIO A7 OOECIICUEHMs YIPABICHUS JEsi- | MHIAUBMYalbHbIC JOMAIIHUE 3a1aHHs
mblii) (0T 60 10 70 6aI0B) TEJIBHOCTBIO TYPHUCTCKOI'O NPEQIIPUATUSA pedepar
YMeTh TPHUMEHSATh HOPMATUBHO-TIPABOBYIO JIOKY- | KOHTPOJIbHAS paboTa
MEHTAINI0 HEOOXOAUMYIO /1JIsl OOECTIeueHus YIIpaB- | TECTUPOBAHHE MUCbMEHHOE
JICHUS JESTEIbHOCTHIO TYPUCTCKOTO MPEANPUATHS | 3a4eT
Bnaners HaBbIKaMU IPUMEHEHUSI HOPMATUBHO-IIPA-
BOBOM JIOKYMEHTAIIMKM HEOOXOAMMOM 11t obecreue-
HUSA YIOpaBJICHUSA JEATEIBHOCTBIO TYPHUCTCKOIO
MPEANPUATHS
2 BasoBelii  ypoBenb  (0THOCH-|3HATh OCHOBBI JJOKYMEHTOOOOPOTA B COOTBETCTBHH | BRICTYIUIEHHE HA CEMHUHAPE
TeJBbHO IMOPOr0BOr0 YPOBHS) C HOPMAaTHUBHBIMH TPEOOBAHUSMU HEOOXOIUMBIC | MHIWBUIyaJIbHBIC JOMAITHUE 3aaHuUs
(Or 71 po 85  Gamios) | oOecTieUeHUsl YIPABICHUS JESITEIbHOCTBIO TY- | pedepaT

KOHTpOJIbHAsI paboTa
TECTUPOBAHUE NMHCbMEHHOE
3auer




IloBbIIeHHBI YpOBeHb (OTHO-
CHTEJbHO OPOr0BOI0 YPOBHSI)
(Ot 86 mo 100 6amtoB)

3HaTh HOPMATHUBHO-TIPABOBYIO JOKYMEHTAIUIO HE-
o0xoauMyro A oOecrieueHHs YIpaBICHHUS Oes-
TEJIBLHOCTBIO TYPUCTCKOT'O TPEANPUSTHS; OCHOBBI
JOKYMEHTOO0OpOTa B COOTBETCTBHHM C HOPMATHB-
HBIMHU TpeOOBaHUSIMH HEOOXOIMMBIE /1JIs1 oOecreue-
HUS YOPaBIEHUS JCSITEILHOCTBIO TYPHCTCKOTO
MPEATPHUATHS

YMeTh TPHUMEHSATh HOPMATUBHO-TPABOBYIO JIOKY-
MEHTAINI0 HEOOXOAUMYIO /Jisi OOeCTieueHus yrpas-
JICHHSI JISATEIIBHOCTHIO TYPUCTCKOTO TPEIIPUSTHS;
obecrne4nBaTh JOKYMEHTOOOOPOT B COOTBETCTBHUH C
HOPMATUBHBIMH TPEOOBAaHUSMU HEOOXOMUMBIHN IS
oOecrniedeHus yIpaBJieHUs AeATeIbHOCThIO TYPHUCT-
CKOTO TIPEIPUSATHS

Biiagets HaBbIKaMK TPUMEHEHUST HOPMATHBHO-TIPa-
BOBO JOKYMEHTAIM1 He00X0IUMOM /1J1s1 oOecrieye-
HUS YOpaBIEHUS JACSITENbHOCThIO TYPHCTCKOTO
MIPEANIPUATHS, HABBIKAMUA OOECTICUCHUs JTOKYMEH-
TOOOOPOTa B COOTBETCTBUU C HOPMATHUBHBIMH Tpe-
OOBaHMSAMHU HEOOXOMUMOIro [UII OOecredYeHus
yIpPaBICHUS ACSITEIbHOCTbIO TYPHUCTCKOTO Tpe-
TIPUSITHSI

BBICTYILJICHHE Ha CEMUHApe
WHIUBHIyaJIbHBIC IOMAIIHUE 33 JaHUs
pedepar

KOHTpOJIbHast paboTa

TECTHUPOBAaHUE MMChMEHHOE

3auer




[Tpunoxenue 1.

Meroanyeckue yka3aHus CTyZAEHTaM

CryneHTaM Ha IEPBOM 3aHATUU HEOOXOJUMO O3HAKOMUTKCS ¢ pabouel mpo-
rpaMMOM JHCLUMIUIMHBI, T/I€ IPOMMCAHbl LENH, 33aJa4d U TPYAOEMKOCTb JIHCIIH-
winHbl. [lepen HayanmoM U3ydeHus TMCUUIUIMHBI HEOOX0IUMO ITIOBTOPUTH YUEOHBII
MaTepuran 00eCeUnBAOIINX YUYEOHBIX JUCHUIUIMH NMPEAIIECTBYIOIINX KypCOB, KO-
TOpBIE JAXOT OCHOBY I M3yuyeHus JucuuIuinasbl «J1O TI».

3areM HEOOXO0IMMO O3HAKOMUTHCS C TIOPSAKOM M3YyUEHUS! TUCLUILINHBL, T.€.
MOJAYJIbHO-TEMATHYECKUM IUIAHOM U IIOSICHUTEIIBHOM 3aIIMCKOM C YKa3aHUEM 3TaIlOB
(opMUPOBAHNUS 3asIBIIEHHBIX KOMIIETEHIIUH.

W, HakoHell, 03HAKOMUTHCS C MOPSIAKOM OLEHUBAHUS PE3YJIBTATOB OOYyUEHHUS,
JUTSl 4ero HeoOX0IMMO U3YUHTh CIEAYIOINE JOKyMEHTHL: [lonoxenue o Mo1ynbHO-
PEUTHHIOBOM CHCTEME OLleHUBaHUA U [[pMHIMITBI OLIEHKU YPOBHSI 3HAHUM, YMEHUN
Y HaBBIKOB (XapaKTepUCTHUKA OTBETA).

CTyAeHT JOJKEH BHUMATEIbHO W3YYHUTh IEPEYEHb OCHOBHOM, (AOIMOIHU-
TEJIbHOWN) JuTepaTyphl, MIHTEpHET-pEeCypcoB U B3ATh HEOOXOIMMbIE YYEOHUKH B
onbnmorexke.

IIpu cnraue Moaysel ynop eaaeTcsl Ha 3HAaHWE KIIFOUEBBIX ITOHATUN U YMEHUE
JIOTUYHO YBSA3BIBaTh UX B €IUHYIO CUCTEMY.

[Ipy MOAroTOBKE K CEMHHAPCKOMY 3aHATHIO HEOOXOAMMO YTOYHMTH ILJIaH
IPOBEJCHUS 3aHATHI, IOArOTOBUTH HEOOXOIUMYIO TOKyMeHTauuto. [ [paktnueckue
3aHSTHS IPOBOJIATCS NOCIIE JIEKIIMOHHOIO U3YYEHHMs TeMbl. BhINIOJIHEHHE 3a1aHuH,
IPUBEJICHHBIX B IporpaMMe Y4eOHOH NUCHUIUIMHBI 0053aTENbHO.

[Imanbl ceMuHapckux 3aHsaTui 1Mo Kypey «J0Y T» cocraBieHsl, ucxons u3
paboueil mporpaMMbl TUCHUIUIMHBI. Kaxkioe ceMuHapCcKoe 3aHSITHE MMEET CBOM
CLEHApUl, B COCTaB KOTOPOI'O BKJIFOUEHBI KOHTPOJIBHBIE BOIIPOCHI U 3aJaHUs, IS
3aKpeIUIeHUs MPOMAEHHOIO MaTepHaIa.

Jl1s1 6onee mI0I0TBOPHOM MOJITOTOBKH CTYJEHTOB K CEMUHAPCKUM 3aHSITUSIM
MIPEUIOKEH CHUCOK JINTEPATYPhI U JOTIOJHUTEIBHBIX HCTOYHHUKOB 10 TEMAM CEMH-
HapoB.

[TpakTHueckue 3aHATUS OpPraHU30BaHbl TAaK, YTOOBI 3aKpEIJICHUE JIEKIHOH-
HOTO0 MaTepuaja MPOBOAUTCS B aKTUBHBIX (popMax, MPeAnoaraoiux 3HaYuTelb-
HYI0 pa0oTy ciymiateynel ¢ KOHKPETHbIMU IOKyMEHTaMU, CTaAaTUCTUYECKUMHU MaTe-
puaiaMu ¥ IpyruMu HHQOPMAIIMOHHBIMA HCTOYHUKAMHU.

Ha cemunapax npoBOAUTCS yCTHBINW IPYNIIOBOM aHAJIU3 BBIMOJHEHHBIX CAMO-
CTOSITEIbHBIX 3a1aHUH, CPaBHEHUE, 10NIOIHEHNE. Ha ciienyromem ceMuHape nmpoBo-
JUTCSL Onpoc B (hOpMe KOJUIOKBUYMA UM KOHTPOJIbHAS padoTa MO MOHATHSAM KOJI-
nokBuyma B TeueHue 20-30 MmunyT. OHa HMEET HECKOIBKO BapuaHTOB. Kaxplii cTy-
JICHT TI0JIy4aeT BOMPOCHI HA MMCbMEHHOW KOHTPOJIbHOM paboTe U MOKa3bIBAET ypO-
BEHb YCBOEHUS MTOHSATHUH.

Taxxe pu U3yd4EeHUM JAHHOTO Kypca MPErnoaBaTEIEM HCHOJb3YIOTCS WH-
TE€paKTUBHbBIE METOJIbI 00YUYEHUs, UTO MoMoraet 3¢ HekTuBHEe CHOPMHUPOBATH 3a5B-
JIEHHbIE KOMIIETCHIINH.



NurtepaktuBHble (OpMBI 00y4YEHUS O00ECIEUYMBAIOT BHICOKYI0 MOTHBALUIO,
MPOYHOCTh 3HAHUM, TBOPYECTBO, KOMMYHHMKAOEIbHOCTb, KOMaHIHBIM 1yX, IEH-
HOCTh MHAMBUAYaJIbHOCTH, CBOOOJY CaMOBBIPAKEHHUSI, aKIEHT Ha JESTEeIbHOCTD,
B3aMMOYBaKEHHUE U IEMOKPATUYHOCTD.

TemaTtuka nusyyaeMbix B yueoHo qucuuruinae «/10Y T» Bompocos pacrmo-
JaraeT BO3MOKHOCTSIMU JUIsl TIPOBEJCHUSI aHajIn3a 0OecredeHusl TOKyMEHTO00o-
poTa MPEANpUATHS TypU3Ma, YTO J1aCT BO3MOKHOCTh BBIMTYCKHUKAM OakajiaBpuara
10 HanpaBJeHNIO « Typu3mM» MPUMEHATh TOJTYUYCHHBIE 3HAHUS HA MTPAKTHUKE.



[Tpunoxenue 2

YYPEKJAEHUE BBICHIEI'O OBPA3OBAHMUA
«YHUBEPCUTET YIIPABJIEHUSA «TUCBW»
Kadenpa MmenemxkMenTa u npeanpruHIMaTeIbCTBA

@DoH/T OIIEHOYHBIX CPEJCTB
JUTSI TIPOBEJICHUS TEKYIIEH U MTPOMEKYTOYHOM aTTeCTaIluN
10 TUCIUTUTHHE
«JloKyMEHTaIIMOHHOE 00ECTICUECHHE
TYPUCTCKOH ACATEIHLHOCTH

HaIIpaBJICHUC IMOATOTOBKHU: TypI/I?,M

poduIIb MOATOTOBKHU: TEXHOJIOTHS U OpTaHU3aIUs TYPUCTCKUX U IKC-
KYPCHUOHHBIX yCIYyT



Conepxxanue

1. TlacmopTt hoHIa OIIEHOYHBIX CPEJCTB

2. Hamonnenue QoHa OIIEHOYHBIX CPEACTB MO (popmMaM KOHTPOJIsS

2.1. ®oHJ OLICHOYHBIX CPEJICTB U IIKaJIa OLICHUBAHUS JIsl TEKYIIIETO KOHTPOJISL.
2.1.1.BeIcTyIIIEHHE HA CEMUHAPE

2.1.2. nauBuayaibHbIE JOMAIIHUE 3a1aHUS

2.1.3. TectupoBaHue MUCbMEHHOE
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2.2.DOoH]T OLIEHOYHBIX CPEJICTB U IIIKaJa OLIEHUBAHUS ISl IPOMEXKYTOYHOTO KOH-
TPOJIA.

2.2.1. ®oHA OLIECHOYHBIX CPEACTB JUIsl IPOBEPKH 3HAHUM M YMEHUH (BOMPOCHI K 3a-
4eTy)

2.2.2. ®oH/T OLICHOYHBIX CPEACTB ISl IPOBEPKHU CHOPMUPOBAHHOCTH HABBIKOB (3a-
JTa4M K 3a4ETy)



1. TACHOPT ®OHJIA OIIEHOYHBIX CPEJACTB

dopmbl OIIK-6.1. OIIK-6.3.
KOHTPOJIS
DopmupyeMbIe
KOMIETeHIIUH H HX
HHIHKATOPBI
DopMbI TEKYLIET0 KOHTPOJISI
BBICTYIUIEHUE HA CEMHHApE 3.5 3.7
WHJIMBUIyQJIbHBIE JTOMAITHUE 3.5 Vs B.8. 3.7 V6. B.10.
3aJJaHMsI
TECTUPOBAHUE MMCbMEHHOE 3.5 3.7
pedepar 3.5 V.8 3.7 Y.6.
KOHTpOJIbHAs paboTa 3.5 3.7
@ opMbI MPOMEKYTOYHOTO KOHTPOJIA
3auer | 3.5 | v8 | B8 | 37 | vs6. | B.O.

2. HamosineHnue (poHIa OLIEHOYHBIX CPEACTB MO (pOpMaM KOHTPOJIS.

2.1. @ono oyenounvix cpedcme u WKaANA OYEHUBAHUA 01 MEKYULe20
KOHmMpPOs

2.1.1. Boicmynnenue na cemunape

BricTyrienre Ha ceMuHape sBisieTcss OpMON KOHTPOJIS Uil OLEHKHU YPOBHS
OCBOCHUS KOMIIETCHIIUH, IPUMEHIEMON Ha CEMUHAPCKUX 3aHATUAX. BrIcTyIieHne
Ha CEMHUHApe MOXKET MPOBOJUTHCS C UCIOJIBb30BaHUEM (POPM YCTHOTO Ompoca, 00-
CYXJIEHUS JOKJIAJ0B, 3CCE, BBHIIIOJHEHHBIX MHAUBUIyAIbHBIX 3aJaHU U IPpOoOIeM-
HBIX BOIIPOCOB. BricTymieHne Ha ceMuHape, TakuM 00pa3oM, BKIIFOYAET 00s13aTelb-
HYIO0 JUI BCEX CTYJIEHTOB OLICHKY TEKYIEro KOHTPOJIS 3HAHUM B BUIE YCTHOTO
OIpoca, a TaKX e BBICTYIUIEHUE CTYJEHTOB IO MPOOJIEMHBIM BOINpOCaM 0O0JIacTh
JOY TypucTcKOro npeanpusTus.

Bomnpockl k ceMrHapam BKJIFOYAIOT OLEHKY 3aKpEIUICHUSI MaTepuala, Ipou-
JICHHOT'O Ha JIEKLHUSX, & TAKXKE BOIIPOCHI, HAIIPABJIICHHBIE HA BBISIBIICHUE YPOBHS MO-
HUMaHUsA cTyaeHToM cyTh JIOY B Typusme. KoHTpoOabHBIE BONIPOCH K CEMUHApaM
cozxepkarcs B [ImaHax npakTHUECKUX U CEMUHAPCKUX 3aHITHH.

IIpumepnovie memul 6bICMYNAEHUA HA CEMUHAPCKUX 3AHAMUAX
Tema 1. PazButne cucteMbl rocyapCTBEHHOTO TOKYMEHTAIIMOHHOTO 0OecreueHust
yrpasienus B Poccuun
Tewma 2. HopmatuBHno-metoaudeckas 6aza JIOY. OcunoBubie nousatus JOY
Tema 3. IlpaBuna oopmiieHUs] TOKYMEHTOB. SI3bIK U CTHJIb JOKYMEHTOB
Tema 4. OcHOBHBIE CHCTEMBI TOKYMEHTAIIUU U UX KiIacCUpUKaIIs
Tema 5. TexHomnorust paboTbl ¢ JOKyMEHTaMHU

Kpumepuu OYEHUBAHUA 6bICMYNJIEHUA HA ceMurape

Pesynprar bamn
JIeMOHCTpHpPYET IOJIHOE IOHUMAHKE ITOCTaBICHHOTO BOIIPOCA, JIOTUYHO 100-90
Y TNOCJIE0BATEIBHO OTBEYAEeT Ha Bonpoc. JlaeT pa3BEepHYTHIA OTBET C




NPaKTUYECKHUMHU IPUMEPAMHU

JlaeT mOJHBIN ¥ IOTUYECKU NMPaBUIIbHBIN OTBET Ha BONPOC, HO chopMy-
JUPOBATh NPUMEPHI 110 PACCMATPHUBAEMOMY BOIIPOCY HE MOXKET
JleMOHCTpHpYyeT 4YacTUYHOE TOHMMaHUE CYTH BOIPOCa, CIIOCOOEH 0Xa-
pakTepu3oBath cyTh JJOVY.

CriocobeH cpopMynupoBaTh OMPECICHUs TEPMUHOB, IPUBECTU KJIac-
CU(UKAIUIO, IEPEUUCTUTH (OPMBI, METOBI U T.II., HO HE MOXKET aTh ux| 60-69
XapaKTePUCTHUKY
JleMOHCTpHUpYyeT HEMOHUMaHKE BOTIPOCa, OTBEYAET C HATMYNEM IpyObIX | MeHee
OIIMOOK B OTBETE JIMOO HE OTBEYAET HAa BOMPOCHI 60

80-89

70-79

2.1.2. UnousuoyanvHvie domauinue 3a0aHus

Brimonusitores cryneHTamMu B ¢cBoOogHON popme. CraroTcst Ha MPOBEPKY B

AJIIEKTPOHHOM BapUaHTE B CTPOrO YCTAHOBJIEHHBIN MTPENOIaBATENIEM CPOK.
Tunosvle sapuanmsl UHOUBUOYATLHBIX OOMAWHUX 3A0AHUL

1. ObopmuTe pekBU3UT «AzipecaTy» B TUCbME TUIIOBOT'O COAEPKAHUS, PACCHI-
naemom HcnosikomoM r. Kazanp 1o cnucky BCeM rilaBaM pailOHOB TOPO/A.

2. Ha xakom 3K3eMIUIsIipe pacropsaIuTeIbHOTO TOKyMeHTa (TiprKa3, pactopsi-
YKEHUE) U B KAKOM MECTE MPOCTABJISIOTCS BU3BI?

3. COBMECTHBIN pacropsiAUTENbHBIN TOKYMEHT W3/Ial0T JIBa PYKOBOJMUTEIS
OJIHOTO paHra (Hanpumep, FeHepaabHbIi TUPEKTOp TocTUHUILBI «bynrap» A.M. I1u-
POKKOB U TeHepaibHbIN upeKkTop roctuHullbl «Benepap» B.I1I. Xalpymmna). Kak
opopmMuth pekBu3UT «Iloamuce»?

4. OdopmuTte pekBU3UT «Ajpecar» B NMUChME, HampasisieMoM B ['ocynap-
CTBEHHBIN kKoMuTeT PecnyOnuku TaTapcTan mo TypusMy, pacroioKEHHOMY 110 aJl-
pecy: 420107, r. Kazanb, yiu. [lerepOyprckas, a. 12 (pyxoBogutens C.E. 1iBaHOB)
BCEMHM CIIOCOOAMM, KaKU€ JOMYCKAaeT CTaHAapT.

5. Bam HeoOxoIMMO HaTUpOBaTh JOKYMEHT CErogHsAIHUM uuciiom. Kakue
criocoObl ohopmiieHust 1atel Bl ncnonbsizyere?

6. [Ipuka3 Busupyet rnaBubiil Oyxranrep opranuzanuu A.T. CynelimaHnoBa.
Kak momkHa BRITIISIICTH BU3a?

7. Ha xkakoM pK3eMIUIIpe CIIy»KeOHOTo IrMchMa OyAeT MPOCTaBIICHA BU3a PY-
KoBoauTesneM otaena Mmapkerunra JI.H. [TeTpoBeiM 1 kak oHa OyJET BBITISACTH?

8. HyxHo i1 muceMo Ha OJaHKE OpraHHu3aIuy 3aBepsTh neuateio? Ecnu na,
TO B KaKHUX CIy4dasix?

9. PykoBoauTens opranu3anuu BemycTii npukas ot 12.04.2010 Ne 17. Onun
U3 MYHKTOB MpHKa3a yTBepxkaan MHcTpykuuio no aenonpous3BoAcTBy. Kak B naH-
HOM cilydae ciiefyeT opopMUTh rpud yrBepxaeHus Ha MHCTpyKUUU 1O Jenonpo-
W3BOJICTBY?

10. Bl gBusieTech pykoBoauTeneM opranuzanuu. Kak Obl BbI oopMuiu
PE30JIIOLUIO Ha MUChbME O MTPOBEACHUM KOHKYpCa Ha Jy4lnii oduc roga?

11. JIoKyMeHT YyTBEp>KAaeTCsi AUPEKTOPOM TOCTHHUYHOIO MPEINPHUSTUS
A.P. CaMHUTyJITUHBIM U TPOTOKOJIOM coOpaHus akinoHepoB oT 12 mast 2010 r. Ne 8.
Odopmute rpud yTBEpKICHUS.

12. Kak Oyner BHITISAETh PEKBUHUT «AApecary», eclid JOKYMEHT ajapecy-
ercs B oThen nuceM rasetbl «BeuepHsas KazaHb» u reHepallbHOMY JIUPEKTOPY



Typdupmsl «Heausl Tpasen» B.J[. MakapoBy?

13. JoxymeHT aapecyercs B penakiuu razet: «Beuepnss Kazanby, «Mo-
aonexsb Tarapcrana», «Kazanckue Bemomoctu», «PRO-ropony», «CobecenHuxy,
«Cynapyiikay, «AprymeHTsl 1 QakTe». OhopMuTe peKBU3UT «ATpecaTy.

Kpumepuu oyenusanus HJ{3
Pe3ynbrar BBIMOIHEHUS WHAMBUAYAIbHBIX JOMAIIHUX 33JaHUN CTYACHTOM
orieHnBaercs B Oamnax. OlieHKa MHUCHhbMEHHOTO OTBETa CTYJIEHTa MO pe3ybTaTam
N3 npousBoautcs no 100 OamibHOU cucteme. Eciu 3a1aHns pelieHbl NOJTHOCTHIO
U OTBET BEPHBIH, TO 3a NEPBOE 3aJlaHUE CTaBUTCS 25 0ayuioB, 3a BTOpOE 3aJaHUE
CTaBUTCSA 10 35 6ayIoB, U 3a TpeThe 3aanne ctaButcs 40 6amios.

2.1.3. Tecmuposarue nucomennoe
JI71s1 IpOBEPKY MOTYUYEHHBIX CTyIEHTaMu 3HaHUM npu uzydeHuu «J10Y Ty,

CTYyACHTaM IIpCAIaracTcia IMCbMCHHO OTBCTUTh HA 20 TeCTOBBIX SaIIaHHﬁ.

Ipumepsr mecmosuix 3a0anuii

1. B uctopuu pa3Butus AeIONPOU3BOACTBA B POcCMU MOKHO BBIIETUTH dTaIbl: (KC-
KJIFOUUTB JIUIITHEE)

a) IeJONPOU3BOJICTBO ApeBHEN Pycu;

0) MpUKa3HOE JIETONPOU3BOICTBO;

B) KOJIJIEKCKOE;

I') MUHHUCTEPCKOE;

1) 1EJIOMPOU3BOJCTBO COBETCKOTO MEPUOJIA;

*€) MOCTHEepeCcTPOEYHOE IETONPOU3BOJICTBO.

2. FOpuanueckas cuia JOKyMEHTY NpuaaeTcs: (UICKIOUYUTD JIHUILHEE)
*a) MpUKa30M PYKOBOIUTEIIS;

0) KOMITETeHIIMEW U3/IABIIETO €r0 OpPraHa;

B) ICUCTBYIOIINM 3aKOHOATEIbCTBOM;

I') YCTAaHOBJICHHBIM MOPSIAKOM O(DOpPMIICHHS.

3. PeKBHU3UT TOKyMEHTA — 3TO:

*a) OTJeNIbHBIC DJICMEHTHI,

0) TUCT cTaHIapTHOU Oymaru;

B) COBOKYITHOCTb JIEMEHTOB O(POPMIICHHUSI.

4. Bupl 6;1aHKOB TOKYMEHTOB: (MCKJIFOUUTD JTUTITHEE)
a) oOmuii 6J1aHK;

0) OJaHK MUCHMa,

B) OJJaHK KOHKPETHOT'O BU/IA;

*T) OJ1aHK CEKPETHOTO JOKYMEHTA.

5. JInna, BeIMyCKArOIIMe TOKYMEHTHI, 00513aHbl: (MCKIIOUYUTD JIHUIIHEE)
a) coOJII01aTh JICMCTBYIOIIEE 3aKOHOIaTEIbCTRO;
0) U31aBaTh JOKYMEHTHI TOJBKO B MPEAENIax CBOCH KOMIETEHINH;



B) cOOJII0/IaTh MTpaBMila COCTABIEHUS U 0OPMIIEHUS TOKYMEHTOB;
*T') HaNpaBIATh OJMH SK3EMILISP TOKYMEHTA B BBIIIECTOSIIIYIO OpPraHU3aIHIo.

6. Opranu3zaiys paboTHI C TOKyMEHTaMH TIpe/inoiaraet: (MCKIIOYUTh JTUIITHEE)
a) opraHu3aIys JOKyMEHTO000pOTa;
0) UCTIOJIb30BAaHUE IOKYMEHTOB;
*B) XpaHEHHE JJOKYMEHTOB;
*T) co3manne JOKYMEHTOB.
Kpumepuu oyenusanus mecmos

Pe3ynbTaT BBITIOSHEHUS TECTOBBIX 3aJaHUI CTYICHTOM OIIEHHUBAETCS B Oaj-
nax. OueHka oTBeTa CTyJeHTa M0 pe3yJibTaTaM TECTHPOBaHUs pou3BoauTcs mo 100
OammpHOM cucteme. Eciu TeCThI pelieHsl U OTBET BEPHBIN, TO 3 KaXIBIHA MPaBUIIh-
HBI OTBET CTABHUTCS 5 OaJIIOB.

2.1.4. Pehepam

Pedepar aBnsiercst oqfHUM U3 3TanoB B OPMUPOBAHUHU KOMIIETEHIIMI 00y4a-
foerocs. Pedepar kak popMa O1lIeHOUHOr0O CpeCTBA MPEIIONIAraeT KpaTKoe U3J10-
KEHHE B MMCbMEHHOM BH/JIE COJICP>KaHUs M PE3yIbTaTOB MHAWBUIyaIbHON yaeOHO-
UCCJIEI0OBATENBCKON JIESITEIbBHOCTH, UMEET PErIaMEHTUPOBAHHYIO CTPYKTYpPY, CO-
nepxanue u opopmienue. Ero 3agauamu aBisitoTcst QOpMUPOBAHUE YMEHUHN caMo-
CTOSATEIBHON pabOThI CTYIEHTOB C HICTOYHUKAMHU JIUTEPATYyphl, UX CUCTEMaTH3alus,
pa3BUTHE HaBBIKOB JIOTMYECKOIO MBIIUICHUS, YIIIyOJI€HUE TEOPETUYECKUX 3HAHUN
0 IIpoOJIeMe UCCIICIOBAHUS.

IpumepHvie memwl pegpepamos
1. JenmonpowusBojctBo B peBHeit Pycu. IlepBble JOKyMEHTBI, UX COAEpKaHUE U
MECTa XpaHCHHUS.
2. Ilpukasznoe nenonpom3BoAcTBO XV-XVI BB. [lepBrie rocygapcTBeHHBIE yUpe-
*kaenust. Cucrema JeI0npon3BOACTBA [IEHTPAIBHBIX U MECTHBIX YUPEKIACHUM.
3. Cucrema KOJIEXKCKOTO Aenonpons3BocTBa. [letpoBckue pedopMbl B aenonpo-
W3BO/ICTBE.
4. Cucrema MUHUCTEPCKOTO JCJIONPOU3BOICTBA. JIOKyMEHTHUPOBAHUE JEATEIbHO-
CTH FOCYJapCTBEHHBIX yupexaenuil. Kogudukamus nokymenton. Pegopma B aerno-
MIPOU3BOJCTBE.
5. J1OVY coserckoro nepuonaa. IlepBeie aekpersl o aemonpousBoacte. LIIkomb
YIIPaBJIEHYECKON MBICIIH. Pa3BUTHE NEIIONPOU3BOJCTBA B MOCIEBOCHHBIA MIEPUO.
ApxusHoe neno B CCCP. Co3nanue rocynapctBeHHou cuctemol JJOY.
6. Ponp u mecto mHDOPMAITMOHHO-TOKYMEHTAIIMOHHOTO ObOecreueHus B padoTe
arrapara ynpasJIeHUs: B COBpeMeHHoU Poccun.

*CTyIeHT MOKET CaMOCTOSITEIIEHO TIPEIJIOKUTHh UHTEPECYIONIYIO €T0 TEMY.
Tpebosanus k Hanucauuro pegpepama

Pedepar mumercs ¢ mocienyronmM A0KIaI0M Ha MPaAKTHYECKOM 3aHSITHH
WIH a4y TIPETIOaBaTelNio Ha TIPOBEPKY.

Pedepat momkeH oTBedyaTh CIEAYIONUM TPEOOBAHUSIM:

1. Meroposnorudeckue TpeOOBaHUS COCTOSIT B CIEAYIOIIEM: CTYACHT JOKECH
MOKa3aTh BJIQJICHUE TCOPHEH, 1aTh ONMpPEICICHUS BBOJUMBIM MOHATHUSAM, MTOKA3aTh
MMOHUMAaHUE COIMAIIBHOTO SBJICHUS U €T0 POJIb B POCCUICKOM OOIIECTBE.



2. Meroauko-npoueaypHble TpeOOBaHUS paCKpbIBAIOTCS Yepe3 HaJTu4Ke clie-
JTYIOIIUX CTPYKTYPHBIX 3JIEMEHTOB paOOTHI:

TUTYIBHBIN TUCT BKIIIOYAET [MOJTHOE HAMMEHOBAaHUE By3a, (DaKyJbTeTa; Ha3Ba-
HUe Tembl pedepara; cBenenus o0 wucnomnurene (D.UN.O. crygenrta, HOMmep
rpyniel); cBeAaeHuss o HaydyHoM pykoBoautene (D.M.0., yuenas creneHb, yueHoe
3BaHUE); MECTO U T'OJ] BHIMIOJHEHUs pedepara.

Ornasnenne. Hymepatus CTpaHull B OIVIABJIIEHUH, TIOCTPAHUYHAs B padoTe.

BBenenue: xapakrepu3yeT akTyaJIbHOCTh M 3HAUUMOCTH MPOOJIeMbl, 000CHO-
BaHUE BBIOOpA TEMBI, 11€JIb U 3371a4u PaOOTHI.

OcHOBHasI 4acCTh: PACKPBIBAET COACPKAHUE TEMBbI, TOJDKHO OBITh M3JI0KEHO
MOJTHO, SICHO, JIOTHYHO, HA OCHOBE COOCTBEHHOI'O aHAJIW3a UCTOYHUKOB MH(POpMa-
1107078

3aKIroueHue: IeJarTCsl OCHOBHBIE apTyMEHTHPOBAHHBIE BBIBOIBI TI0 TJIaBaM,
oO1uit uTor PaboThl (IOCTHKEHHUE 1IEU U 3a/1a4).

Cnucok IuTepaTyphl JOJKEH COCTOATh HE MEHEE YeM U3 5 UCTOYHHUKOB.

O06beM padoTHI B IEUaTHOM UCIIOJIHEHUH He Oosiee 10 nucToB.

Utor: CtyneHt yriay6msiercs B Ty TeMy, KOTopas HauboJiee MHTepecHa IS
HEro, CaMOCTOSITENbHO padOTaeT ¢ UCTOYHUKAMU U BBICKA3bIBAE€T CBOE MHEHHE Ha
ceMHUHape.

Kpumepuu oyenusanus

Kputepusamu onienkn pedepata sBISIOTCA: HOBU3HA TEKCTa, 000CHOBAaHHOCTH
BBIOOPA UICTOYHUKOB JIUTEPATYPHI, CTETIEHb PACKPBITHS CYIITHOCTH BOIIPOCA, COOITIO-
neHus: TpeboBaHuii K oopmieHuto. HoBU3Ha TeKcTa ompenenseT, Npexae BCero,
CaMOCTOSITENIFHOCTBIO B MOCTaHOBKE MpoOIemMbl, (HOpMyIHpOBaHHEM HOBOTO ac-
MEKTa M3BECTHOW MPOOJIEMBI, HATHMYUE aBTOPCKOM MO3UIUH, CAMOCTOSTEIBHOCTD
OLICHOK U CYXICHHUI.

OnHuM U3 KpUTEpUEB OIIEHKU paOOTHI SBIISETCSA aHAIN3 UCTIOIB30BAHHOM JIN-
Teparypbl. OnpenensieTcs, NpUBIeYEHbI JIU Hanbosiee N3BECTHBIE PA0OTHI 1O TEME
uccienoBanus (B T.4. )KypHAJIbHbIE MyOJIUKAIIUU MOCTEAHUX JIET, IOCTEAHNE CTATH-
CTHUYECKUE JaHHbIE, CBOJKH, CIIPABKH U T.JI.).

CreneHb pacKphITHS CYITHOCTH BOMpPOCa — HaWOOJIEe BAKHBIA KPUTEPHIA
OIICHKHU paboThI cTyZieHTa Haja pedepaToM. B manHOM citydae ornpeaensercs: a) co-
OTBETCTBUE IUIaHA TeMe pedepaTa; 0) COOTBETCTBUE COJAEPKAHMS TEME U IIJIaHy pe-
depara; B) 000CHOBAaHHOCTb CIIOCOOOB M METOI0B Pa0OThI C MaTepUaIOM, CIIOCO0-
HOCTH €T0 CUCTEMAaTU3UPOBATh U CTPYKTYPHPOBATh; T) MOJHOTA U TITyOHMHA 3HAHUIMA
o Teme; €) ymMeHue o00011aTh, AeIaTh BHIBObI, COMOCTABISATh PA3IMUHbIE TOUKU
3peHus IO OJJHOMY Borpocy (mpobiieme). Takke yduThIBaeTCsl COOII0AeHUE TPeOO-
BaHUH K 0(hOPMIIEHUIO: HACKOJIBKO BEPHO O(OPMIICHBI CCHUIKM HA MCIOIB3YEMYIO
JUTEpaTypy, COIUCOK JTUTEPATyphI; OIlEHKAa TPAMOTHOCTH M KYJIbTYPBI U3JIOKEHUS;
BIIaJICHUE TEPMUHOJIOTHEN; cOOMoIeHne TpeboBaHmii K 00BEMY pedepara.

Kpurepun ouennBanus baner
B pedepare o603naueHa mpobdiema u 000CHOBaHA €€ aKTyaIbHOCTD;
CZeJIaH aHaJIM3 Pa3IMYHbIX TOUYEK 3pEHUsl Ha paccMmarpuBaemyto po- | 90-100
O05eMy W JIOTUYHO W3JI0’KE€HA COOCTBEHHAs MO3MIHS; cHopMyIHpo-




BaHbl BBIBOJIbI, TEMA PACKpPbITA MOJIHOCTHIO, BBIAEPXKAH 00BEM; CO-
Osroz1eHbI TpeOOBaHMS K BHENTHEMY 0(OPMIICHUIO.

OcHoBHBIE TpeOOBaHUS K pedepary BHIIOIHEHBI, HO IIPH 3TOM JIOIY-
IIeHbI HeJOUYETHl. B YacTHOCTH, UMEIOTCSI HETOYHOCTH B U3JI0KEHUHU
MaTepuasa; OTCyTCTBYET JIOTUUYECKas MOCIEA0BaTEeIbHOCTD B cyxkae- | 80-89
HUSIX; HE BBIIEpKaH 00BEM pedepaTa; UMEIOTCS YITyIIEHUS B 0POPM-
JICHHHU.

B pabGoTre nMeroTCsl CylIeCTBEHHbIE OTCTYIUIEHUSI OT TpPeOOBaHUM K
pedepupoBanuio. B vacTHOCTH, TeMa OCBENICHA JIUITH YACTHYHO; JI0-

66-79
nymeHsl (pakTHueckue OmMOKM B coaepkaHuu pedepara; OTCYT-
CTBYIOT BBIBOJBI.
Pedepar npencrasieH, HO Tema pedepaTa He pacKpbiTa, OOHAPYKU- 60-65

BACTCs CYIICCTBCHHOC HCIIOHUMAHUC HpO6HeMI>I.

2.1.5 KoumponvHnas paboma

KoHTposibHast paboTa HCHONB3YyeTCA Il TEKYLIEro KOHTPOJII YMEHHU H
HABBIKOB CTYJICHTOB. B LIeJIsIX OCBOEHHSI KOMIIETEHIIMU JIJISI HATMCAHUS KOHTPOJIb-
HOI pabOTHI CTYJI€HTHI U3y4Yat0T HEOOXOAUMBIM TEOPETUYECKHUI MaTepual o TeMe,
a Tak ke OTpabaThIBAIOT HABBIKA TEXHOJIOTUU PabOTHI ¢ JOoKyMeHTamu. Kaxxmomy
CTYJICHTY BBIJIA€TCSI MHIWBUAYAJIbHBIA BapHaHT KOHTPOJHHOW pabOThl U3 pacyeTa
10 BPEMEHHU Ha PELICHUE Ha OJHY MOJIHYIO 1apy.

Tunogoti sapuarnm KOHMPOILHOU padbomul

PackpoiiTe CylHOCTh CIeIYIONUX MMOHATUI: aapecar, aJpecanT, 0JIaHK, BXO-
TSN JOKYMEHT, Tpud, aara, JeJI0NpOU3BOJCTBO, TOKYMEHT, JI€J0, TOKYMEHTO-
000poT, 1yOJIMKAT, 3ar0JI0BOK MMHUChMa, 3asIBJICHUE, UHJIEKC Jiea, MHEKCAIlHsl, Map-
KUPOBKAa, HOMEHKJIaTypa Jejla, HOPMAaTUBHbIE IOKYMEHTBI, OpPUTHHAJ JIOKYMEHTA,
MOJJIMHHUK JOKYMEHTA, IOMCKOBBIE TAHHBIE TOKYMEHTA, PEKBU3UTHI, CUCTEMA J10-
KYMEHTUPOBaHUS, POPMYIIsIp JOKYMEHTA, SKCIEPTH3a TOKYMEHTA.

Kpumepuu oyenusanus

Pe3ynbTaT BBIMOJHEHUS KOHTPOJIBHON pabOThI CTYJEHTOM OIIEHUBAETCS B
Oannax. OlieHKa TMCbMEHHOIO OTBETA CTYIEHTA M0 Pe3yJIbTaTaM KOHTPOJIbHOU pa-
0oT1bl mpouzBoauTes o 100 6amibHOM cucteme. Eciin 0TBET Ha BOITPOCHI ITPE/ICTaB-
JIEH B Pa3BEpHYTOM BHUjE, HanucaH B TepmuHax J{OY u otBer BepHsblid, TO 32 KP
crtaButcsa ot 86 mo 100 6amroB. Jlamee B 3aBUCMMOCTH OT HAIIOJIHCHUS OTBETa Ha
BOIMpOC, npezacTaBieHHoro B KP konnyecTBo moy4eHHBIX 0alyioB YMEHBIIAETCS B
cootBeTcTBHH ¢ [lo0keHneM o OamipHO-pedTHHTOBOM cucteMe BY 3a.

2.2 . @OHJ OLIEHOYHBIX CPEICTB U MIKAJIA OLeHMBAHUSA JIJIA IPOMEKYTOUYHOT O
KOHTPOJIS

2.2.1 ®Dono oyenounvix cpeocme 01 RPOGEPKU 3HAHUIL/YMEHUTL
Bonpocuwl 0ns noocomosku x 3auemy
1. Ucropus pazButus cucteMsl J1O (rocyaapcTBEHHOTO E€JIONPOU3BOJICTBA).
2. HenonpousBoactso Jpeueii Pycu.
3. ITlpuka3Hoe AeIOMPOU3BOJICTBO.
4. Cucrema KOJIKCKOTO JIETOMPOU3BOICTBA.



5. CucreMa MUHUCTEPCKOTO AEJIONPOU3BOICTBA.

6. Pasutue IOV B coBeTCkoe BpeMms.

7. HopmaTuBHO-MeTOIMYeCKas 0a3a AeIONpOU3BOICTBA. 3aKOHOIATEIbCTBO, Mpa-
BOBBIE aKThl eiepanbHOro ypoBHs B obsactu JIOY.

8. TlNocynapctBenHsie crangapTsl Ha jokyMeHnTtanuio (I'OCT).

9. Yuudummposanusie cucteMsl nokyMentanuu (Y C/).

10.06mepoccuiickne KiacCu(DUKATOPH TEXHUKO-DPKOHOMHYECKOW W COIUATLHOU
uHbOpMaIUu.

11.T'ocynapctBennas cucrema JJ0Y. OcHoBHBIE TpeOOBaHUS K TOKyMEHTaM.
12.HopmaTuBHBIE JOKYMEHTHI TIO TPY/Y U €r0 OXpaHe.

13.Tepmunonorus IOY. EcTecTBeHHBIN U UCKYCCTBEHHBIHN SI3BIKU JTOKYMEHTHPO-
BaHus1. Bubl JOKYMEHTOB.

14. ®@yHKUMU JOKYMEHTOB.

15.Opranuzanus paboTel ¢ JokyMmeHTaMu. OCHOBHBIE (PYHKITUH.

16.Cucrema opraHu3allMOHHO-TIPABOBOM JOKymMeHTanuu. HasHaueHue, cocras,
o opMIICHHE.

17.Cuctema pacnopsauTenbHoil fokymeHtauuu. Haznauenue u cocras. Cocrabie-
Hue u opopmienue. [lopsnok usnanus.

18.Cucrema nnanoBoi gokyMeHTanuu. Hasnauenue u cocras. OdopmiieHue.
19.Cuctema cnpaBoYHO-WH(GOPMALMOHHOW M CHPABOYHO-AaHAIUTHYECKOW JIOKY-
meHTaruu. Haznauenue u cocras, opopMIICHHE.

20.CuctemMa oTueTHOW nokyMmeHTanmu. Hasnauenne u coctaB. CocTaBieHHE H
o opMIICHHE.

21.06muit Bug u TpeOGoBaHUS K OPOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

22 .bnanku 10KyMeHTOB. TpeboBaHMs K M3TOTOBJICHHIO, YUETY, UCTIOIB30BAHUIO
XpaHEHUI0 OJIaHKOB JOKYMEHTOB Pa3IMYHbIX YPOBHEH.

23.0OCHOBHBIC HAIIPABIIEHUS COBEPIIICHCTBOBAHUS COCTaBa v (OpM IOKYMEHTOB. Ta-
0enb opM TOKYMEHTOB TOCTUHUYHOTO TIPEAIPUSATHS .

24 S13b1K TOKYMEHTOB, CTUJIB SI3bIKA. TpeOOBaHMS K TEKCTaM IOKYMEHTOB.
25.1TonsaTre TOKyMEHTOOOOPOTAa U €T0 OCHOBHBIE JTAITbI.

26.AHanu3 CTPYKTYpPbI IOKYMEHTO000pOTa. YUeT KauecTBa ToKyMmeHToB. Cokpaiiie-
HHE 00beMa JOKYMEHTO000pOTa.

27.0Opranuzanys WH(OOPMAIIMOHHO-TTIOMCKOBBIX CHCTEM M KOHTPOJS HCTIOTHEHHS
JTIOKYMEHTOB.

28.0mpeneneHne eHHOCTH JOKYMEHTOB.

29.00m1ue TpeOoBaHUs K CHCTEMATH3aIlUN JOKYMEHTOB U (POPMUPOBAHHIO JCIT.
30.3amuTa KOHPHUIACHIIMATBHBIX TOKyMEeHTOB. COCTaB 1 HaMpaBlICHUE 3aAIIUTHI.
31.TexHoNOTHsI 3aIUTHI JOKYMEHTaJIHLHOU HHPOPMAITUH.
32.HopMaTHBHO-METOAMYECKOE OOECTIeUeHNE 3allUThl JOKYMEHTUPOBAHHOW WH-
dbopmarmm.

33.ApxuBHoe xpaHeHue ToKyMeHTOB. [lonsiTue apxuBa. ['ocynapcTBeHHas apXuB-
Has ciryx0a.

34.CocTaB y4eTHbIX JOKYMEHTOB apXuBa U 0(hOpMIIEHUE Je I JJIUTENbHBIX CPO-
KOB XpaHEHUSI.

2.2.2 @oHO oyeHouHbIX CPeocme 015 NPOBePKU YMEHUI/HABbIKOG



Brinonnute crnenyonme npaktudeckue 3aaanus no kypey «J0Y TIDy»:
1. OdopmuTte cormacoBaHue JTOKYMEHTa ¢ MEHeKepaMu otenel «neMapy» D.A.
3aliHyTIMHOBBIM, « ApMeHus» M.M. MuxaitnoBeiMm, «Boisira» B.B. BoiakoBbim.
2. JIokyMeHT AOJKHBI TOANUCaTh yrpasistonuil roctunuibl «Kazane» U.C. Ka-
puMOB U Kommepueckuil aupektop otens «Kazanckuit» K.T. MaptsiHiok. Odop-
MuTe pekBU3UT «lloanmucey.
3. Odopmure pexBu3UT «OTMETKA O HATMYUH MPHUIIOKEHUNY, €CIIU MPUIAraloTCs
aKT KoMuccuu U opourtopa «IlepeyeHb TUIOBBIX pPadOT.
4. Odopmute pekBu3uT «Iloanuce» B ciry:keOHBIX TUChMaX TOCTUHUIIBI « TypucT»
(renepanpubiii aupektop A.C. Cybaea, rinaBubiii Oyxrantep E.M. Kpbino) ams
CIIEAYIOIINX CIIy4YacB:
a) IlucbMO BBIpaKaeT corjiacue 3aKIYUTh JT0TOBOP.
0) IIuceMoO coAepKUT rapaHTUIO OKa3aTh (PUHAHCOBYIO MOMOIIIb.
5. 3aBepsArOTCs JM MeYaThIo MUChMA, YKa3aHHBIC B MpebIayIieM 3aaanun? Ecinu 3a-
BEPAIOTCA, TO B KAKUX CIy4dasix?
6. CocraBbTe IpHKa3 0 PopMe OJEXK/Ibl COTPYIHUKOB rocTuHuUIbl «Kpyns Bosray.
B KoHCTaTUpYIOLIEH YacTH YKa)KATE, YTO B ITOCJIEIHEE BPEMSI MaHEpa OACBAThCS B
OpraHM3alMy yXYAIINUIach: ObUIM 3aMEUYEHbI 0JI€Thle HEOPEIKHO COTPYIHUKU-MYK-
YUHBI U COTPYAHULIBI B CJIMIIKOM OTKPOBEHHBIX TyaneTax. /s moaaep:xanusi UMH-
JoKa OpraHru3aliy B paclopsIAUTENIbHON YaCTH YCTAaHOBUTE JJII COTPYAHUKOB, pa-
OOTaIOIIKX C KIUEHTaMH, (OPMY OAEKIbI: Il MYKUYMH — KIIACCHUECKHUI KOCTIOM
(3UMOH — TEMHBIX TOHOB, JIETOM — CBETJIBIX) C OJJHOTOHHOW COPOYKON U HESIPKUM
TaJCTyKOM; JUISl JKEHIIMH — KOCTIOM (C FOOKOW) WJIM IUIaThe KIACCUYECKOTO WIIH
CHOPTUBHOTO CTHJIA U Ty(pJik Ha KaOJayKax BBICOTOM 5-6 cM. 3anpeTure coTpyIHU-
KaM MOSIBIATHCA Ha paboTe B JP)KMHCAX M BA3aHBIX u3Aenusx. KoHTposb 3a ucnod-
HEHUEM ITPHUKa3a CIEAYET BO3JIOKUTh Ha 3aMECTUTEINS T€HEPATBbHOTO TUPEKTOPA IO
KaJipam.
7. CocraBbTe MpUKa3 reHepajabHOro AupekTopa roctuHuibl «HoBorens-Kazanb»
«O 3anpeleHny NCIIoIb30BaHUS MEKYTOPOJHON CBSI3M B JIMYHBIX LEJIX». B KOH-
CTaTUPYIOILLEH YaCTH YKaKUTE, YTO B PE3yJIbTaTe aHAJIM3a CUETOB 3a YCIYTH MEX-
JYTrOpOJIHOM Tene(OHHOM CBSA3M BBISIBICHO HCIOJIb30BAHME CITY)KallUMHU CPE/ICTB
OpraHu3alliy B JIMYHBIX 1eNsX. 3a nepuoa ¢ Hosaops 2009 r. o pespanb 2010 1. 3TH
pacxobl cocTaBiin 9548 py0. B 60NbIIMHCTBE clydyaeB CBsI3b yCTaHABIMBAIACH C
ropogamu Jlennnoropck, bynnck, Hmwknexkamck, Habepexubie UenHbl, AbMeThb-
€BCK, C KOTOPbIMUA KOMITAaHHUSI HE UMEET KOMMEPUYECKHX OTHOLIEHUH. 3BOHKH OCY-
HIECTBJISUIMCH C TeJe(hOHOB AUCIETYEPA UEHTPAIBHOIO 0(hrca U CMEHHOTO ITOMOIII-
HUKa HaYaJIbHUKA CITy>KObl OXpaHbl B BeUepHE-HOUHOE BpeMsl. B pacniopsauTenbHon
YaCTH YKaKUTE, YTO COTPYAHHKAM 3aIpEIIaeTCs] UCIOJIb30BATh MEXKIYTOPOJIHYIO
CBS3b B JINYHBIX LENSAX; TUCTIETYEPhl 1 CMEHHbIE TOMOIIHUKN HaYaIbHUKA JTOJIKHBI
UCKJIIOYUTH CIIy4au MEXIYyrOpPOIHOM CBSI3U B TMYHBIX Lelsix. Clenyer HaKka3aTh BU-
HOBHBIX B HCIOJIb30BAHUHM MEXKIYTOPOJHOW CBSA3U B JIMUHBIX LEJSAX, JUIIUB HUX
Haa0aBKH K 3apaboTHO muate. KOHTpob 3a cToNHEeHneM IprKa3a BO3JIOKHUTh Ha
3aMECTUTEIISI TEHEPAIIBHOTO TUPEKTOPA.
8. Tarpstna Muxaiinosaa CokosioBa ObUTa IPUHSATA HA paOOTy Ha JOJKHOCThH TO-
MOIIIHMKA MEHEKEpA M0 NpoJaxe B pectopaH «CanaBaTy MPUKa30M F€HEPATBHOTO
JUPEKTOpa MO COTJIACOBAHUIO C MEHEIHKEPOM IO Mpojaxam nepconany. Uepes nsa
rona TarbsiHa MuxaiijoBHa BBIIIUIA 3aMyX U B3suta pamunuio myxka — dazbieBa.



Odopmure npukas o npueme Ha padboty CokonoBoit TaTksiHbl MUXailIOBHBI U TIPU-
Ka3 00 u3MeHeHuu pamMuiInu

9. Upuna BaagumuposHa Ky3una Obina npunsta Ha padoty B OAO «Kazanb-UH-
Typ» CEKpeTapeM OT/elia BU30BOT0 00ECIEYeHHs TI0 COTJIACOBAHUIO C MEHEKEPOM
orzeina. Yepes Ba rojia ee NepeBen Ha JOJDKHOCTh CEKpeTapsi T€HEpaJIbHOIO Jdu-
pektopa. Uepe3 Tpu Mmecsilia 1mocjie 3Toro oHa Obljla BHOBb NIEpeBeeHa Ha JOJIK-
HOCTBh CEKpeTapsl OTAeNa BHU30BOr0 OOECHEYEHHs] B CBA3M C MPOU3BOJICTBEHHOM
HeoOxoauMocThi0. COocTaBbTE MPUKA3 O IpUeMe Ha padoTy U MPUKA3bI O IEPEBOIaX.
10. Ha ocHoBaHuuM mnpuKaza TuUpeKTopa mNaHchoHaTa «Mojojas TrBapaus» OT
03.04.2010 Ne 28 xomuccuelt B coctaBe npeacenarens (3amaupexropa) U.A. Apyn-
nuHa 1 uwieHoB komuccun: HadyanbHuka AXO E.H. Ky3pMmuHa u 3aBeytoiero ckia-
nom A.Jl. Enukeesa B npucyrctBun kiagoBumka K.T. Capuna u uncnexkropa ¢u-
Hotnena M.C. I'yceBoii Obla mpoBeeHa paboTa MO BBISBICHHUIO UMYIIECTBA, He-
MIPUTOJIHOTO K JalbHEHIIEMY HCTI0JIb30BaHNI0. KoMuccHs yCTaHOBHIIA, UTO UMYIIIE-
CTBO, COTJIACHO INPUJIAra€MOMY K aKTy MEPEYHIO, MOJJIEKUT CIIMCAHUIO B CBSI3H C
HEIIPUTOJHOCTHIO K JAJIBHEUIIIEMY HCITOJIb30BAaHUIO. AKT COCTaBJIEH B TPEX IK3EM-
wisipax (B Jeno, AupekTopy, B Oyxrantepuro). Ilonnmucanu akt mpexncenarens u
qIeHbl KoMuccuu. COCTaBbTE aKT.

11. Exxeronno YBO «Yuusepcurer ynpasienus « TUCBW» npexacrasiser B MuHu-
CTEpCTBO 0Opa30BaHus U Hayku Poccuu cBeleHHsI O KOJTMYECTBE U KaTErOpUsIX MpH-
HATBIX yyanuxcs. CeaeHus opopmisitoress B Bue cripaBku. CocTaBbTe CIpaBKy,
odopMuTE TEKCT B TaONMMYHOU PopMe. YKakKUTE KOJIUUECTBO YETOBEK, YUAIIUXCS
OYHOH U 3a04HOM popm 00yueHusi. Hegocraromue pekBU3UTHI 0(POPMUTE CaMOCTO-
ATEIIBHO.

12. CoctaBbTe NOKIAAHYIO 3aIIUCKY B AUPEKIIMIO TOCTUHUIIBI «30JI0TON Ka3zaH» 3a
MOJNKCHIO TEHEPATBHOTO TUPEKTOPA (PrUTMaia 3TOil TOCTUHUIIBI O IPOBEPKE TEXHU-
YEeCKOTO COCTOSTHUS MOMEIICHUH pruinana. YKaxHuTe, 4To, COTJIACHO MPEANYCaHUIo,
COBMECTHO C TEXHUKOM-CMOTPUTEJIEM OBLI MIPOBEIEH OCMOTP KUJIBIX MOMEILEHHM
¢unmana rocTUHULB B T. baBibl. Y cTaHOBIIEHO, UTO BCE KUIIbIE KOPITyCa HAXOASATCS
B YJIOBJIETBOPUTEIBHOM cocTostHMM. OHaKo B kopiryce Ne 1 He0OX0IMMO BCTaBUTh
OKOHHBbIE cTekJa, kopryc Ne 2 cienyer nmoOenuTh, a B kopnyce Ne 3 — mogorsate
BXOJHbIE 1BepH. [locie ycTpaHeHus 3TuxX 1e(peKToB U YOOPKHU KUJIble TOMEILEHUS
OyIyT NPUTOJHBI IS MpUeMa oTabIxaronmx. Hegocraromnye pekBU3nThl ohopmMuTe
CaMOCTOSATEIBHO.

13. CocTaBbTe CIY>KEOHYIO 3alMCKYy 3aBEAYIOIIETO CEKPEeTaprHaToM TOCTUHHIIBI
«bynrap» Ha UMs HaYaJIbHUKA OTJI€NIa CHA0KEHUsI O TOM, YTO B CBSI3U C NMPOU3BO/I-
CTBEHHON HEOOXOJIMMOCTBIO CEKpETapuaTy FOCTHUHHIIBI CIEAYET TPUOOPECTH KaH-
uenspckue Topapbl. CoCTaBbTE CIIMCOK HEOOXOAUMBIX TOBapoB (He MeHee 10 mo3u-
uuit). Henocraroiye pekBU3UTH 0QOPMUTE CAMOCTOSATEIBHO.



KpuTtepun onieHKH ypOBHSI YCBOeHMSI 3HAHUI, YMEeHHd U HABBIKOB 10O
pe3yJbTaTaM 3a4yera

XapaKTepHCTI/IKa oTBETa

EBponeii-

CKasl
OIl€HKAa

PyGe:x-
HbIE
0aJ171BI

Ouenka

YpoBennb

chopmu-
pOBaHHO-

JlaH NOJHBIN, pa3BEPHYTHIA OTBET HA ITOCTaBICHHBIN
TEOPETUYECKHUI BOIPOC 3a4yeTa, MOKa3aHa COBOKYII-
HOCTh OCO3HAHHBIX 3HAaHUI 00 00BEKTE, IPOSBIIAIO-
1ascs B CBOOOJHOM OPUEHTHPOBAHUM MOHATHUSIMU,
YMEHUH BBIICTUTH CYIIECTBEHHBIE U HECYILIECTBEH-
HBbI€ €ro IPU3HAKU, IPUUYUHHO-CIICACTBEHHBIE CBS3H.
3Hanne 00 0OBEKTE IEMOHCTPUPYETCS HA OHE TI0-
HUMaHHUs €ro B CUCTEME JAaHHOW HayKH U MEXTUCLIH-
IUTMHApHBIX cBs3eil. OTBeT popmynupyercs B Tep-
MHUHaX HAyKH, U3JI0KEH JIUTEPATYPHBIM SI3bIKOM, JIO-
TMYEH, J0Ka3aTelieH, JIEMOHCTPHPYET aBTOPCKYIO
MO3ULIMIO cTyeHTa. [Ipu oTBeTe Ha BONPOC CTYAEHT
JIEMOHCTPHPYET MPUMEHEHHE 3HAHWUU K peabHBIM
po(eCCUOHATIBHBIM CUTYalUsIM, OOBSACHSET pelie-
HUE 33/1a4¥ Ha ypOBHE aHalM3a, CHHTE3a U JIaeT
CBOIO OLIEHKY pelieHus nmpobaemsl. [lpudyem cryneHT
HE 3aTPYAHSACTCS C OTBETOM IIPH BUIOM3MEHEHUH 3a-
JIaHUS ¥ TIPaBUIILHO 00OCHOBBIBACT IIPUHATOE PeLIle-
HUE, BIIAJICET PA3HOCTOPOHHIMHU HaBBIKAMH W TIPHE-
MaMH BbINOJIHEHUS IPAKTUYECKUX 3a]1ay.

100-96

3a4YTCHO

JlaH NOJHBIN, pa3BEPHYTHIA OTBET HA ITOCTABICHHBIN
TEOPEeTUYECKUil BOIPOC, IMOKa3aHa COBOKYIHOCTb
OCO3HAHHBIX 3HAHUN 00 00BEKTE, I0KA3aTEIHHO pac-
KPBITHl OCHOBHBIE TOJIOKEHUSI TEMBI; B OTBETE IMPO-
CIIEKUBAETCS YETKasl CTPYKTYpa, JOrHYecKas 1mocie-
JIOBATENbHOCTh, OTpaXkKaroLasi CylIHOCTh PacKphIBa-
€MBIX MOHSTHI, TEOPUH, SBICHUN. 3HaHHE 00 00b-
eKTe JIEMOHCTPUpPYETCs Ha (pOHE NMOHHMMAHHS €ro B
CHUCTEME JaHHOW HayKu U MEXIHUCHUIUTMHAPHBIX
CBSI3€H. YMEET TECHO YBA3BIBATH TEOPUIO C MPAKTH-
KOH. 3a/1aHus BBIIOJIHEHBI IPaBUIIBHO U ¢ 000CHOBA-
HUEM MPUHATOrO pemieHus. OTBET U3JI0KEH JInTepa-
TYPHBIM SI3BIKOM B TE€pPMHUHAX HaykKu. MoOTyT OBITH
JIOTIYILIEHBI HEAOYETHI B ONPEACICHUH MOHITHH, UC-
MIpaBJICHHbIE CTYIEHTOM CaMOCTOATEIbHO B IPO-
1[ECCE OTBETA.

95-91

3a4YTCHO

JlaH NOJHBIN, pa3BEpHYTHIA OTBET HA ITOCTaBICHHBIN
BOIIPOC, JOKAa3aTEIIbHO PACKPBIThl OCHOBHBIE I10JIO-
JKEHUs TEMBI; B OTBETE MPOCIECKHUBACTCS YETKAs
CTPYKTYpa, JIOTHYECKas IOCIEA0BATEIBHOCTD, OTPa-
JKAKoIasl CYIIHOCTh PAaCKpPBIBAEMBIX MOHSATHM, TEO-
pull, sBIEHMN. 3alaHus BBIIOJHEHBI BEPHO, Ipa-
BUJILHO OOOCHOBBIBAE€T MPUMEHEHHYIO METOJUKY
BBINIOJTHEHUS 3a1aHus. OTBET M3JI0KEH JINTEpATyp-
HBIM SI3BIKOM B TE€pPMHMHAaX Hayku. B orBere nmomy-
LIEHBbl HEJOYETHI, UCIPABIICHHBIE CTYJEHTOM C IIO-
MOILBIO NTPENOIaBATENS.

90-86

3a4YTCHO

IToBbIIEeHHBIH YPOBEHb C(POPMUPOBAHHOCTH KOMIIETEHIIM A




JlaH 1oTHBIN, pa3BepHYTHINA OTBET HA TOCTABJICHHBIN
BOIIPOC, TOKA3aHO YMCHHUC BBIJICIIUTH CYILICCTBCHHBIC
U HECYIIECTBEHHBIC TPU3HAKH, MHPUYUHHO-CIIE]I-
CTBEHHbIE CBA3U. OTBET YETKO CTPYKTYpUPOBAH, JIO-
THYEH, U3JI0XKEH JIMTEPATypPHBIM SI3bIKOM B TEPMUHAX
Haykd. CTyAEHT BJIaJIe€T Pa3HOCTOPOHHUMH HaBbI-
KaMHM ¥ [IPHEeMaMH BBIIOJIHEHUS IPAKTHUECKUX 3a]1a-
HUil. MoryT OBITh JOMYIICHBI HEJOYETHI MJIM HE3HA-
YUTENbHbIE OIIMOKU, HCIPABICHHBIE CTYACHTOM C
IIOMOUIBIO IPETIOAABATEIS.

85-81

3a4YTCHO

JlaH NOJHBINM, pa3BEPHYTHIA OTBET HA ITOCTaBICHHBIN
BOIIPOC, IIOKA3aHO YMEHUE BBIJICIIUTh CYLLIECTBCHHBIC
U HECYLECTBEHHBIC IPU3HAKH, IPUYUHHO-CIIEH-
CTBEHHbIE CBsA3U. OTBET YETKO CTPYKTYPHUPOBAH, JIO-
TMYEH, U3JI0KEH B TepMuHax Hayku. CTyAeHT Bia-
JI€ET Pa3HOCTOPOHHUMU HABBIKAMU U IIPUEMAMU BbI-
IIOJIHEHUS NMPAKTUYECKUX 3aJaHuil. OTBETHl Ha J0-
ITOJIHUTEJIbHBIE BOIIPOCHI JIOTUYHBI, U3JI0KEHBI B TEP-
MUHaX HayKH, OJHAKO JOIYIIEHb! HE3HAUYNUTEIIbHbIC
OLIMOKU WKW HEAOYEThI, UCIIPABICHHbBIE CTYAEHTOM
C TOMOIUBIO «HABOJSILIMX» BOIPOCOB IPENOJaBa-
Tesl.

80-76

3a9YTCHO

CryneHT JeMOHCTPUPYET AOCTAaTOYHbIE TEOPETUYE-
CKHME U MpaKTUYEeCKHe 3HaHM. JaH mosHbIi, HO He-
JIOCTaTOYHO IIOCJIEI0BATENIbHBI OTBET Ha IOCTaB-
JICHHBIH BONPOC, HO NP ITOM ITOKA3aHO YMEHHE BbI-
JEJINTh CYLIECTBEHHbIE U HECYLIECTBEHHBIE IPH-
3HAKU ¥ IPUYMHHO-CJIEICTBEHHBIE CBA3U. OTBET JIO-
TMYEH U U3JI0KEH B TepMUHAX HaykKu. Moryt ObITh
JOMyIIeHb! 1-2 OmMMOKU B ONpeNeIeHUH OCHOBHBIX
MIOHATUM WIN BBIITOJIHEHUU NPAKTUYECKUX 3aJaHUH,
KOTOpBIE CTYAEHT 3aTpyIHSETCS WCIpPaBUTh CaMo-
CTOSITENBHO.

75-71

3a4YTCHO

ba3oBblii ypoBeHb C(POPMUPOBAHHOCTH KOMIIETEHIIU

JlaH HEI0CTaTOYHO MOJIHBIA U Pa3BEPHYTBIM OTBET.
Jloruka ¥ MOCJIEN0BAaTEIILHOCTD U3JIOKEHHUS UMEIOT
HapymeHus. JlonyieHsl OmMuOKN B PacKpbITHH IO-
HATUH, ynoTtpebieHuu TepMuHOB. CTYAEHT HE CIO-
COOEH CaMOCTOSITENIbHO BBIACTUTH CYIIECTBEHHbBIE U
HECYILIECTBEHHbIE MPU3HAKU U TMPUYUHHO-CIIEA-
CTBEHHBbIE CBsA3U. CTYIAEHT MOXET KOHKPETHU3HPO-
BaTh 00OOIICHHBIE 3HAHUSI, JOKAa3aB Ha IpUMeEpax ux
OCHOBHBI€ IOJI0KEHUS TOJIBKO € IIOMOILBIO IIPENOoaa-
Barens. PeyeBoe odopmiieHne TpedyeT MompaBok,
Koppekuuu. CTyJEHT UCTIBITHIBAET 3aTPYAHEHUSI IPU
BBITIOJTHEHUM TPAKTHUUECKUX 3aJaHUNl U HE MOXKET
CBA3aTh TEOPHIO C MPAKTUKOM.

70-66

3a4YTCHO

JlaH HEenmoJIHBIM OTBET, JIOTMKA W MOCIEA0BATEIb-
HOCTb M3JIOKEHUS MMEIOT CYIECTBEHHBIE Hapyllle-
Hus. JlomyuieHsl rpyOble OmMOKY MPH OIpeieIeHUN
CYLIHOCTH PacKpbIBAEMBIX MOHATUH, TEOPHH, SIBIIE-
HUM, BCIEACTBHE HEMOHMMAHUS CTYJEHTOM HX CY-
LIECTBEHHBIX M HECYIIECTBEHHBIX IIPU3HAKOB U CBS-

65-61

3a4YTCHO

IToporosblii ypoBeHb ¢(POPMUPOBAHHOCTH KOMIIe-

(V)

TeHL Uil




3ei. B oTBeTe OTCYTCTBYIOT BBIBOJIBI. ¥ MEHUE pac-
KPBITh KOHKPETHBIE MPOSBICHUSI 00OOIIEHHBIX 3HA-
HHUI HE Moka3zaHo. VCHbIThIBaeT 3aTpyAHEHUS TPHU
BBIIIOJIHEHUM IIPAKTUYECKUX 3aJaHuil. PedeBoe
odopmiieHre TpedyeT NonpaBoK, KOPPEKIUH.

JlaH HenosHbIN O0TBET. [IpUCyTCTBYET HENOrHYHOCTh
n3noxeHus. CTyleHT 3aTpydHseTcs ¢ JOKa3aTellb-
HOCTBI0. Macca CyIlIecTBEHHBIX OMIMOOK B OIpese-
JICHUAX TEPMHHOB, MOHATUH, XapaKTepUCTUKE (ak-
TOB, SIBJICHUH. B OTBETE OTCYTCTBYIOT BBIBOJBI. Peub
HerpaMoTHa. IIpyu oTBeTe Ha JONOJHUTEIBHBIE BO-
IIPOCHI CTYJEHT HAYMHAET IIOHUMATh CBSI3b MEKIY
3HAHUSAMH TOJIBKO IIOCJIE MOACKA3KH NIPENOJaBaTeIIs

60

3a9YTCHO

CTyzneHT UCHBITHIBAET 3HAYUTENIbHbIE TPYAHOCTH B
OTBETE Ha 3a4eTHbIEe BOonpockl. [IpucyrcTByer Macca
CYIIECTBEHHBIX OLIMOOK B OIPEICICHUSX TEPMUHOB,
MOHATHUH, XapaKTepUCTUKE (PAKTOB, SIBJICHUIH 3KOHO-
MuuecKkor Teopun. Peus HerpamotrHa. Ha nononnu-
TEJIbHBIE BOIIPOCHI CTYIEHT HE OTBEYAET. 3a/laHuUs HE
BBIITOJIHEHBI.

MCHEE

60

HeE 3a-
YTECHO

KoMmnerenuuu ue

chopmMupoBaHbI




