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MuHHCTEpCTBO HAYKH M BEICIIIETO 0Opa3oBaHus PD

N N dopma
Y IbAHOBCKHIA TOCYVIADCTBEHHBIN VHUBEDCHTET

@®-Pabouas mporpamMma 1o IUCIUITIHHE

1.HEJN U 3AJAYHN OCBOEHMA JMCIIAITJIMHBI:
Lleab ocBoeHMs AMCHMIVIMHBI: JlUMCUMIUIMHA MMEET WeJIbI0 O0eCHeuyuTb TI'OTOBHOCTH
CTYJIEHTA K JIEATEIbHOCTH 110 JOKYMEHTAlMOHHOMY YIIPABJICHUIO TYPU3MOM.

3agaum ocBOEHHS AUCHUIINHBI:
- 00ecIeunTh BEICOKYIO COIIHATBHYIO KyJIbTYPY JOKYMEHTAIMOHHO-YIPaBIEHUECKON
NesTeIbHOCTH PAOOTHUKOB c(hephl TypU3Ma;

- OBJIaJIETh 3HAHUSMU 00 OpPraHU3AlMU MTPoLIecca TOKYMEHTHPOBAHUS U dTanax padoThl C
JOKYMEHTaMH; 00 0COOCHHOCTSIX OpTaHU3aIiuH JIeJI0MPOU3BOICTBEHHOTO MPOIIECCa;
TpeOOBaHUSX, IPEABABISIEMBIX K COCTABICHHUIO CITy>)KEOHBIX TOKYMEHTOB;

- U3YYHTH CHEIHU(PUKY IETOMPOU3BOJICTBEHHOM PabOTHI;
- copMupoBaTh YMEHHS M HABBIKK Pa3pabOTKH ¥ 0(DOPMIICHHS YIIPaBIEHYECKON
JOKYMEHTAIUH B cepe TypHu3Me.

2.MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOII:

JlucuuIimHa OTHOCHUTCS K 0a30BOM yacTH, o0s3atenbHas nucuuminaa (b1.0.41).

JlucuuninuHa omnupaeTrcs Ha 3HaHUS, YMEHHS U KOMIETEHLIMU (BXOIHBIE), OCBOCHHbBIE
IIPY U3YyUYEHUU CIEIYIOIMNX JUCLUIUINH U NMpakTuK: MHocTpaHHbI 361K (1-4), Pycckuil A3k 1
KkyapTypa peun (1), I[lcuxomorus u nmemaroruka (2), MHOCTpaHHBIH s3bIK (3-5), Opranuzanus
yIpaBieHusl TypucTCKUM npennpustueM (3,4), YnpaBieHue kauecTBOM ycayr B Typusme (3),
VYrpasneHue nepcoHaaom B Typusme (3),

KopekBusutsl - TexHomorus aenoBoro oOmieHus B chepe TypusMa U TOCTEIPUUMCTBA
(5), lenoBeie kommyHuKamu B cepe Typusma (5), @T/I.1 MHocTpaHHbBIN S3BIK B Typusme (5).

SBisieTcss MpEeAIIECTBYIOMIENH I JUCLMIUIMH: IlogroroBka k cmade U craada

roCyJIapCTBEHHOTO dK3aMeHa (8)

3.JIEPEYEHb IIVTAHUPYEMBbBIX PE3YJIbTATOB OBYYEHUA 11O
JUCIHUIIVIMHE MOAVYJIIO), COTHECEHBIX C IINTAHUPYEMbIMH
PE3YJIIbTATAMU OCBOEHUA OCHOBHOM MPOP®PECCHUOHAJIBHOM
OBPA30OBATEJIbHOI IMPOT'PAMMBI

Koa n HaumeHoBaHue MepeyeHb NaHUPyeMbIX pe3ynbTaToB 06yueHua no
peanusyemoii aucumnnavHe (MoAayal0), COOTHECEHHbIX C UHAUKATOPaMMm
KOMMeTeHuuu BOCTUXKEHUA KOMNeTeHLU U

YK-4 CnocobeH -3HaTh: OCHOBHBIE METOJIbI, CIIOCOOBI U CpEJCTBA

TIOJTyYeHHSI, XpaHCHUS, TepepaboTKu HHPOPMAIIHH;

- YMETb: OCYHCCTBJIATH ACIIOBYIO KOMMYHHKAIIUIO
KOMMYHUKaLMIO g | B MUCBMEHHOIT (hopMe Ha rocy1apcTBEHHOM si3blka PO B
cdepe Typusma;

OCYLLECTBNATb AEN0BYIO

YCTHOM M NUCbMEHHOM
- BJIaJIeTh: CTIOCOOHOCTHIO OCYIIECTBIISATh JEITOBYIO

bopmax Ha | KOMMYHHKAIIMIO B IHICBMEHHOH (opMme B cepe TypusMma.
rocyaapcTBeHHOM
A3blKe Poccuinckow
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MuHHCTEpCTBO HAYKH M BEICIIIETO 0Opa3oBaHus PD dopma
Y IbSHOBCKUI FOCYIADCTBEHHBIN VHUBEDCUTET
®-Paboyast mporpamMma 1o AUCIUTUTHHE
depepaunu n
MHOCTPaHHOM(bIX)
A3bike(ax)
OrnK-2 CnocobeH -3HaTh: OCHOBHBIE KaTerOpud H  IIOHATUSA
JIOKyMEHTAllMOHHOTO obecrieueHUs YIIPaBJICHHUS;
OCYLLECTBNATE 3aKOHO/IaTeIbHO-HOPMATHUBHYI0 0a3y IOKYMEHTAlMOHHOTO
OCHOBHbIE bYHKLMM oOecrnieueHus ynpapieHus U cepsl TypusmMa
- yMeTh: pa3padarbiBaTh, 0pOPMIIATH,
ynpasaeHns aHAJIM3UPOBATH YIIPABICHYECKYIO JOKYMEHTAIIHIO B cepe
TYPUCTCKOM Typnsma,
- BJIaJIeTh: CTIOCOOHOCTHIO OpTraHU3AIMK TpoIiecca
AeATeNnbHOCTH
JIOKYMEHTAI[MOHHOTO 00ECTICUCHHUS yIIPaBICHUS B cepe
TypHu3Ma.

4.0BILIAA TPYJOEMKOCTb AUCIUIIJIMHBI:

4.1. O6beM TPy10eMKOCTH JMCHUILJIMHBI B 3a4eTHBIX eIUHNLAX (Bcero) - 3

108 yaca

Bup yuyeonou

KosauyectBo 4yacoB (popma o0yueHusi 0uHasn)

B 1.4. mo cemecTpam

Bcero nmo
padoTbI Ne cemecTpa
IJIAHYy 5 Ne cemecTpa Ne cemecTpa
1 2 3 4 5
Konraktnas pabota 54 54
00yJaronuxcs ¢
MpenoiaBaTesieM
AyauTOpHBIC 54 54/54%*
3aHSTHUS:
Jlexmun 18 18/18*
MPaKTUYECKHEe U 36 36/36*
CEMHHAPCKHE 3aHATUS
nabopaTopHbIe
paboThI
(JtabopaTopHBIA
MIPAKTUKYM)
CamocrosTenbHas 54 54
pabota
Tekyummii KOHTPOJIb Onpoc Onpoc
(KONMUYECTBO U BUJ: Brimonnenue Brimosinenue
KOHT.paboTa, 3aaHuNi 3aaHuN
kosumokBuym,pedepar) | [Ipoepka [IpoBepka

dopma A
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MMHUCbMEHHOU MMAUCbMEHHOU
paboThI paboThHI
KypcoBas pabota - -
Bunst 3a4er 3auer
IIPOMEKYTOUHON
aTTecTanuu (dK3aMeH,
3a4er)
Bcero gacos no 108 108
JTUCITUTUTHE

* B ciaydae HEO0OXOOMMOCTH HCHONB30BaHMS B Y4YEOHOM IIPOLECCE YacTHYHO/HCKIIOUUTEIHHO
JIMCTaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTUI B TaONMIEe Yepe3 ciell YKa3blBaeTCsl KOJIWYECTBO YacoB paboThI
MIIC ¢ obyuaromumMucs B AUCTAHIIMOHHOM (opMmare ¢ IPUMEHEHUEM DJIEKTPOHHOTO 00Y4eHH s

4.3. Coagep:xanne TUCUMILIMHBI (MoxyJisi.) PacnipenesieHue 4acoB 1o TeMaM M BUaM

yueOHoil padoThI:
®opma o0yueHus: ogHas

Ha3Banue n
pa3aesioB U TeM

Buapl yueOHBIX 3aHITHH

AyIuTOpHBIE 3aHATHS

Bcero

JICKIIUHU

npaKkTuyec
KHe
3aHATHA,
CeMHHAp

3a

Jadopartop-
Has pabora

HHTEPAKTH

dopme

Cam | ®op
ocT | Ma

0SIT | TeK
elb | yme
Hasg | TO

pad | KoH
oTa | poJa

HATUA B

BHOH

3HA
HUM

1. l'ocynapcTBeHHast
cucreMa
JIOKYMEHTAllHOHHOI'0
obecriedcHMst
YIpaBICHHUSI.

oc
Bri
o
HEH
e
3a]1
aHu

IIpo
BEp
Ka
IIHNC
bMe
HHO
i
pab
OTBI

2. Poms
JTOKYMEHTaIHOHHOTO

5 Onp
oc

dopma A
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®-Paboyast mporpamMma o JTUCITUTUINHE

obecrieueHus B
COBEPIICHCTBOBAHHI
VIIpaBJICHUSL
OPEINPUATHAMHA U
YUPSKICHUIMHA
cepsl Typu3Ma.

OTbI

3. YnpasneHdeckue 8 1 2

CTPYKTYPHI chepsl
Typu3Ma.

oc
Bri
o
HEH
He
3ajl
aHu

IIpo
BEp
Ka
HC
bMeE
HHO

pab
OTHI

4. TpeboBaHus K 9 2 2
0opOpMIICHHIO
JOKYMEHTOB

oc
Bri
o
HEH
He
3aj
aHu

IIpo
BEp
Ka
HC
BME
HHO
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5. Oprauu3aLOHHO- 11 2 4 4 5 Onp
pacnopsauTeIbHbIE

JIOKYMEHTBI, HX
COCTaBIICHHE U
odopmiieHHe B chepe II0J1
Typu3Ma HCH

BEp
Ka

IC
bMeE
HHO

OTbI

6. UudopManuoHHO- 11 2 4 4 5 Onp

CTPaBOYHBIC
JIOKyMEHTEHI B cepe
Typu3Ma

OTbI

7. Iloaroroska u 8 1 2 5 Onp
ob6ciyKuBaHNE oc

COBeIIaHuH B cdepe
Typu3Ma Brr
I10J1

HCH
uc
3a]
aHHu

i
[Ipo

dopma A Crpanuna 6 u3 28




MuHHCTEpCTBO HAYKH M BEICIIIETO 0Opa3oBaHus PD
Y IbSHOBCKUI FOCYIADCTBEHHBIN VHUBEDCUTET

dopma

®-Paboyast mporpamMma o JTUCITUTUINHE

BEp
Ka

II1c
bMe
HHO

pab
OTBI

8. OcobennocTH 9 2 2
paboTHI ¢ KaAPOBBIMHU
JOKyMEHTaMH

oc
Bri
o
HEH
He
3ajl
aHu

IIpo
BEp
Ka
HC
bMeE
HHO

OTbI

9. lenonpoun3BojaAcTBO | 7 1 2
10 MMCEMEHHBIM H
YCTHBIM O0paIeHusIM
rpax<IaH

OTbI

10.Texymee xpanenue | 1] 1 6
JIOKyMEHTOB,
o0OpaboTka mern s
MTOCTICTYFOIIIETO
XpaHCHUS

oc
Bri
noia
HEH

dopma A
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ue
3a
aHu

IIpo
BEp
Ka
UC
bMC
HHO

OTbI

11.Typuctckas 7 1 2
JIOKyMEHTAIIUA.

OTbI

12. JoxymenroobopoT | 11 3 6
MpeaIpUATHH U
yupexaeHuil cdepbl
Typu3Ma | ero
0COOEHHOCTH,
OpraHu3aIusg
JIEIIOTIPOU3BOICTBA.

oc
Bri
o
HEH
ne
3aj
ann

IIpo
BEp
Ka
IC
bMeE
HHO
i
pab

OTbI
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MuHHCTEpCTBO HAYKH M BEICIIIETO 0Opa3oBaHus PD dopma
Y IbAHOBCKHIA TOCYVIADCTBEHHBIN VHUBEDCHTET
@®-Pabouas mporpamMma 1o IUCIUITIHHE
Hroro 108 18 36 12

5.COAEPKAHUE KYPCA.

Tema 1. 'ocynapcTBeHHas cucTeMa JOKyMEHTALMOHHOTO 00ECIeYeHNs! yIIpaBIICHNUSI.

[lonsiTHE  «JOKyMEHTallMOHHOE oOecreueHne  YNpaBiICHUs» W «IEJIONPOU3BOJCTBO».  OTaIbl
JenonpousBoAcTsa. Vcropus pasBUTHS M CTaHOBJIEHUS TOCYJAapCTBEHHOM CHUCTEMBI JOKYMEHTAI[HOHHOIO
obecnieueHns ynpasieHus B Poccun. OcoOeHHOCTH OpraHM3aluy JOKYMEHTAIMOHHOTO 00ECTICYCHUS YIPaBICHUS
B TypH3Me.

Tema 2. Ponp MOKYMEHTaMOHHOTO OOECHEYECHHs B COBEPIICHCTBOBAHMM YINPABICHUS NPEIIPUATHSIMH U
YUpEXICHUSIMH ChEpBl TypH3Ma.

3aKOHOJATENbHOE W HOPMATHBHO-METOJIMYECKOE DEryJMpOBaHHE JOKYMEHTAIMOHHOTO O0eCHeYeHns
ynpasieHus. OCHOBHBIE TOHSTHA O JOKYMEHTE M CHcTeMaX JOKyMeHTauuu. CTaHAapTU3UPOBAaHHBIE TEPMMHBI C
OINpEeNEIEeHUSIMHU.

Tema 3. YmpapieHueCKHe CTPYKTYpPbI chepsl TypusMa.
OCHOBBI JTOKyMEHTAIIMOHHOTO MeHepkMeHTa. Ciryk0a ITOKYMEHTAIIMOHHOTO OOECIICYEeHHsS YIpaBICHUS.
Opranu3anus yrpaBJeHds JOKyMEHTaluel Ha IPeANpUATHAX TYpU3Ma U TOCTUHUYHOTO Ou3Heca.

Tema 4. TpeboBanus k 0(pOPMIICHHIO TOKYMEHTOB

[oHsTHS «PEKBU3UTY», «(HOPMYIISIP», KTHIIOBOH (opMyisipy, «popmyisip-odpaszery. [OCT P 6.30-2003.
bnank noxymenra. ®opmarsl 6ymaru. Pazmeps nosneit. Hymepanust aucTos.

PexBU3UTHI 1 OCOOCHHOCTH WX O(QOPMIICHHS: TOCyIdapcTBeHHbIH repd PD, repd cydobekra PO, smbOnema
OpraHM3alid WJIM TOBApHBIA 3HAK, KOJ OpraHH3alMH-aBTOpa JOKYMEHTa, OCHOBHOH TroOCYyJapCTBEHHBIN
peructpanmonssrii Homep, MHH/KIIII, kox ¢opMbl JOKyMeHTa, HANMEHOBAaHHE OpTaHMU3allMH-aBTOpa JOKYMEHTa,
CIpaBOYHBIE [aHHBIE OO0 OpPraHU3alMH-aBTOPE JOKyMEHTa, Ha3BaHWE BHAA [JOKYMEHTa, JaTa JOKyMEHTa,
PETHCTPAIIMOHHBIN HOMEpP JOKYMEHTA, CChUIKA Ha ATy M PErHCTPAllMOHHBII HOMEp JTOKYMEHTa, MECTO COCTABIICHHS
WIN M3aHMS JOKYMEHTaA, ajpecaT, IpuQ yTBEp>KACHHUS TOKyMEHTA, PE30JIIOLHIO, 3ar0JIOBOK K TEKCTY, OTMETKa O
KOHTpOJIE, TEKCT JIOKYMEHTa, OTMETKA O HAIMYWH TPHI0KEHHS, TOANUCH, TPU(] COrIacoBaHMs IOKYMEHTa, BH3bI
COIJIaCOBAaHMUsS JIOKyMEHTa, IedyaTb, OTMETKa O 3aBEPEHUM KOIMM, OTMETKa OO0 HCIIOJHHUTENle, OTMETKa 00
HCTIOJHEHUHN JOKyMEHTa M HAlpaBlICHHH €ro B Jel0, OTMETKAa O MOCTYIJICHWH NOKyMEHTa B OpraHHM3aluio,
UACHTU(UKATOP IIEKTPOHHON KOIHMHU TOKYMEHTA

PexoMeHnanmu 1Mo COCTaBICHUIO TEKCTOB CITy’KEOHBIX TOKYMEHTOB. SI3BIK M CTHIBb  CIIy’KEOHBIX
IOKyMeHTOB. OCOOCHHOCTH O(pHUIINATIBHO-IEIIOBOTO CTHIIA. YTOTpeOJIeHIe IPOUCHBIX U CTPOYHBIX OykB. [lomHbIe
W COKpAIlleHHbIE Ha3BaHWs IICHTPAJIBHBIX OpPraHoB (enepalbHOM HCIONHUTENBHON BiacTH. Hambomnee
ynotpebusiemMble cokpatieHus cioB. OdopmileHne 1aT 1 9ucell B JOKyMEHTaX.

Tema 5. Opranu3zannoHHO-pacOPSAUTENIbHbIE JOKYMEHTBI, X COCTaBJICHUE U 0(opMIIeHHE B chepe Typu3ma
OpraHu3annoHHBIE JOKYMEHTHI: YCTaBHI, TOJIOKEHHS U HHCTPYKITUH.
PacriopsimutenbHble TOKYMEHTBI: MOCTaHOBJICHUS, PELICHHs, MPHUKasbl, pacrnopspkenus. Creruduka ux
COCTAaBJICHUS.

Tema 6. MHpOpMAaITnOHHO-CIIpaBOYHBIE TOKYMEHTHI B chepe Typu3Ma

CrpaBku. JlokmagHple W OOBSCHHUTENbHBIC 3amucKd. AKTHL. Ciy)keOHBIE MHChMa: CONPOBOIUTEIHHOE
MUCHMO, MUChMA MPHUIIIANICHUS, HWH()OPMAIIMOHHOEC MUCHMO, PEKIAMHOE MUCHMO, MUChMAa-U3BEIICHUS, MUChMa-
OTBETHI, MUCHMa-OTKa3bl, MUChMA-HAMIOMUHAHUS, TapaHTHHHBIC THCbMa U T.1. Tenmerpamma. TenedoHorpamma.
daxc.

Tema 7. [TogrotoBka u 00CTyKMBaHUE COBEIIAHMIA B cepe TypuzMa
IoxroroBka coBemanwmii. [losectka qust. CiMCcOK yyacTHUKOB coBemnanus. [Ipurnamenne. O6cayxuBanue
cosemmannii. Pernctpanus. IIpoTokosn (MOJTHBINA U KPaTKUiA).

Tema 8. OcobeHHOCTH pabOTHI C KaAPOBBIMHU JJOKYMEHTaMH.

3asBieHus. AHKeThl. Xapakrepuctuka. AsroOuorpadusi. TpymoBoit moroBop (koHTpaxt). JInunble
kapTouk. [Ipukassl mo TuuHOMY cocTaBy. Tpy/IoBast KHMKKA.

dopma A Crpanuna 9 u3 28
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Tema 9. [le1onpon3BoCTBO MO MMCHbMEHHBIM U YCTHBIM OOpaIleHHUsM IpaxkJaH.

[Ipennoxxenue, 3asBiICHUSA U KaloObl TpakgaH. TexHomorusi paboTel ¢ oOparmeHusME rpaxaad. [lpuem
rpaxaad. [Ipuem u nepBuuHas o0paboTka HMUCbMEHHBIX oOpaiieHuid. Peructpauusi obpamenuii. Hampasnenue
oOpamennii Ha paccMoTpeHne. KoHTpomb 3a CpokaMu HCIOTHEHHS JOKyMEHTOB. MH(OpManmnoHHO-CIIpaBOYHAS
pabora mo obOpamenusM. [pynmmpoBka B Jeida M TEKyllee XpaHCHHE OOpalleHWi. AHaIN3 MNOCTYNHBIINX
oOpareHui.

Tema 10. Texyiee xpaHeHHE JOKYMEHTOB, 00pabOTKa 1€l ISl TOCIEAYIOIIEr0 XpaHeHHS.

Howmenknarypa nen. @opMupoBaHue Aeil. XpaHeHHe Jedl.

Okcneprusa IieHHOCTH AoKyMeHToB. Odopmienne nen. Odopmiienne obnoxku aena. CocraBieHue
onmceil. Cnaya i1 B BEIOMCTBEHHBIN apXHB.

Tewma 11. Typucrckas JOKyMEHTaLMSI.

Conep:kaHre TEXHOJOTMYECKOW NOKYMEHTAIMH: TEXHOJOTHMYECKas KapTa TypHCTCKOTO ITyTEIIECTBHUS IO
MapuipyTy, Trpaduk 3arpy3kd TYpPHCTCKOTO MpPEANPHUATHS TPYHIaMH TYPUCTOB Ha OINPEJEICHHOE BpEMS;
MH()OPMAMOHHBIM JIMCTOK K IIyTeBKE TYPUCTCKOI'O ITyTEIIECTBHs; ONAaHKM IyTeBOK THIOBOH (opmbl TYP-1
«Typucrtckass TyTeBKa»; JIUCT OpOHUpPOBaHMS; OJAHKW JIOTOBOPOB C KJIMEHTaMH-TypareHTamH; JI0roBopa C
MapTHEPaMH - MOCTABLIMKAMH YCIIYT; KaJbKYJSLHS WIM pacdeT CTOMMOCTH Typa; ONHMCaHME Mapuipyra; rpaduk
JIBIDKEHUSI 110 MapIIpyTy; KapTa-cxemMa MapIipyTa; TEKCT IMyTeBONH WH(OpMAalWHU; OMUCAHUE TEXHOJIOTHYECKHUX
0cOoOEHHOCTE Typa; TEKCThI aMATOK JJIsl TYPHCTOB; CIIPABOYHBIE MaTE€pUalIbl 110 MapLIPYTY; BAPHAHTHI PEKIIAMHBIX
MIPOCIICKTOB 1 OYKJICTOB; MPAHC-INCTEHI.

Tema 12. JIokyMeHTOOOOPOT MPEANPUSATAN M YyUPEKICHUH cepsl TypH3Ma M €ro OCOOEHHOCTH, OpraHH3alus
JIeNIONIPOU3BO/ICTBA.

[lonsiTHE /OKYMEHTOOOOpPOTa M €ro OCHOBHbIE OJTambl.  Ilopsimok 00paboTKM TOCTyMaromuX |
OTIpaBIsieMBbIX JOKyMEeHTOB. Ilepegaua NOKYMEHTOB BHYTPHM OpraHM3alMM. YUeT KOJIMYECTBA JOKYMEHTOB.
CpokoBas kaproreka. MupopMamoHHo-cripaBoyHas pabota. [IpaBuiia perucTpari U WHACKCAIIMUA JOKYMEHTOB.
KonTpoms 3a ncnonHenueM qokyMeHToB. OTIpaBKa JTOKYMEHTOB.

6.TEMbI IPAKTUUYECKNUX U CEMUHAPCKHUX 3AHSATHUI

Tema 1. 'ocynapcTBeHHas cucteMa JIOKyMEHTALMOHHOT0 o0ecneueHus ynpasienus. CeMuHap

Bompocsl s obcyxnpenust:  [loHsATHE — «IOKYMEHTalMOHHOE oOOeclieueHHEe  YIpaBICHUS» U
«JETIOIPOU3BOJICTBO». DTambl AEIONPOU3BOACTBA. VICTOpUS pa3BUTUS M CTAHOBIICHUS T'OCYNapCTBEHHOH CHCTEMBI
JIOKyMEHTaLMOHHOro ofecrieueHus ynpasienuss B Poccun. OCOOEHHOCTHM — OpraHM3alUH JIOKYMEHTAIHOHHOTO
oOecrieueHns: yIpaBJIeHHS B TypH3ME.

Tema 2. Ponp MOKYMEHTaIMOHHOTO OOECHEYEHHUs B COBEPIICHCTBOBAHMH YIPABICHUS TNPEIIPUATHSIMH U
yupexaeHusmMu cepsl Typusma. CeMuHap

Bompocsr s oOcyxknaeHus: 3aKoHOJATENbHOE M HOPMAaTUBHO-METOAUYECKOE  PErYJIHpPOBaHUE
JIOKyMEHTaLMOHHOro o0ecrieueHnst ynpanieHus. OCHOBHBIE IOHATHS O JIOKYMEHTE M CHCTeMax JOKYMEHTalWH.
CraHaapTH3UpOBaHHBIC TEPMUHEI C ONPEACTICHUIMHU.

Tema 3. YmpasneHueckue cTpyKTypsl cepsl Typuzma. CeMuHap

Bonpocsr mis o6cyxaenns: OCHOBBI JOKYMEHTAIIMOHHOTO MeHemkMeHTa. Ciry)x0a JOKyMEHTAaIlMOHHOTO
obecrieuenust yrpasienust. Opranuzanus yupaBlieHNs JOKYMEHTAIMEH Ha IPEIPUATHSIX TypU3Ma U TOCTHHHYHOTO
OmsHeca.

Tema 4. TpeboBanus k ohopMIIEHHUIO TOKYyMEHTOB. [IpakTrdeckoe 3aHsATHE

ITucemenHbIi ompoc: PekBH3UTBI M OCOOCHHOCTH MX O(OPMIICHHS: TOCyAapcTBEHHBIN repd P®, rep6
cyopekta P®, smOnmema opraHW3amMyd WM TOBAapHBIM 3HAK, KOJ OpraHW3alHdH-aBTOpa JOKYMEHTa, OCHOBHOM
TOCYIapCTBEHHBIH peructparuonusiii Homep, THH/KIIIL, kox ¢opmbl JOKyMeHTa, HANMEHOBAHNE OpPTaHU3AI[IH-
aBTOpa JIOKYMEHTa, CIIpaBOYHBIC JaHHbIE 00 OpraHM3alMU-aBTOpE JOKYMEHTa, Ha3BaHWE BHJA JIOKYMEHTa, JlaTa
JIOKyMEHTa, PErHCTPallMOHHbBII HOMEp IOKYMEHTa, CChUIKA Ha JIaTy W PErHCTPAlMOHHBIN HOMEp TOKYMEHTa, MECTO
COCTaBJICHUS WJIM M3JJaHUs IOKYMEHTa, ajipecar, Tpud yTBEpkKIeHHsI JOKYMEHTa, PE30IIOLHIIO, 3aT0JIOBOK K TEKCTY,
OTMETKa O KOHTPOJIE, TEKCT JIOKYMEHTa, OTMETKa O HaJIM4YUM MPUIOKEHHUS, IMOJIHCh, TpU( COrIacoBaHUA
JOKYMCHTA, BU3bI COIIaCOBAHUA TOKYMCHTA, I€YaTb, OTMETKAa O 3aBCPCHHUMU KOIIMHU, OTMECTKaA 00 HCIIOJTHUTCIIC,
OTMECTKaA 06 HUCIIOJIHCHUM JOKYMCHTA MW HaAIpaBJICHWU €Tr0o B JCJI0, OTMETKAa O IMOCTYIUICHMHW JOKYMCHTAa B
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OpraHusanuto, I/IZ[eHTI/I(l)I/IKaTOp 3J'IeKTpOHHOI7[ KOIIMU JOKYMCHTA

Tema 5. OpraHu3alOHHO-PACHIOPSAUTENBHBIE JTOKYMEHTBI, UX COCTaBlieHHe W odopmiieHHE B cdepe Typusma
CemuHap

Bonpocs! st o6cyxaeHus:

1.Opranu3annoHHbIe JOKYMEHTBI: YCTABBI, IIOJIOKEHUS 1 HHCTPYKIHUH.

2.PacriopsianTenbHbIe TOKYMEHTBI: NTOCTAaHOBJICHUS, PEIICHUs, NpUKa3bl, pacnopsxeHus. Crenuduka ux
COCTaBJICHUSL.

Tema 6. UndopmaninoHHO-CclipaBOYHBIE TIOKYMEHTHI B cepe Typusma. CeMuHap

Bonpocer mms obcyxaenus: CrpaBku. JloximagHble W OOBACHUTENBHBIE 3amUCKH. AKTHL. Ciry:keOHbIC
[MChMA: COIPOBOAUTENBHOE IMUCHEMO, NMUCHMa IPUIVIAIICHUsS, WHOOPMAUMOHHOE MHCHMO, PEKIaMHOE MHCHMO,
MMCbMa-N3BEICHNUS, TICbMa-0TBEThI, MIChMa-0TKa3bl, TMCbMa-HAIllOMUHAHWS, TapaHTHIHbBIC TIHChMa U T.JI.

Tema 7. [Togroroska u o0cimyxuBaHue coBemanuii. CemuHap
Bomnpock! 11st 00CyKACHU:

1.IloaroToBKa coBeUIaHUH.

2.IIpoToKOI: 0COOEHHOCTH COCTABJICHUS.

Tema 8. OcobeHHOCTH PabOTHI € KAPOBBIMH JOKyMeHTaMH. CeMUHAp
[TucemenHas pabora: 3HaUeHHE KalpOBBIX JTOKYMEHTOB.

Tema 9. Jlenonpou3BoACTBO MO MMCHbMEHHBIM M YCTHBIM OOpalieHusM rpaxaan. CeMuHap

Bonpocer gma obcyxnenust: Ilpemioskenue, 3asBIeHUS W JKanoObl rpaxiaaH. TexHomorus paboTsl c
oOpamenusMu rpaxkaad. [Ipuem rpaxxaan. [Ipuem u nepeudHas 00paboTKa MUCHMEHHBIX OOpaileHuit. Perucrparms
obpamennii. HampaBnenne oOpamieHuit Ha paccMoTpeHre. KOHTpoms 3a CpOKaMH HCIIONHEHUS JTOKYMEHTOB.
WnudopmannonHo-cripaBodHas padora mo oOpamieHusM. [ pynmupoBKa B [lea U TeKyllee XpaHeHHe OOpalieHMi.
AHan3 MocTyNMBIIMX 00paIieHnH.

Tema 10. Texyrmiee xpaHeHUe JOKYMEHTOB, 00paboTKa Jien [yisl mocieytomiero xpanenus. CemuHap

Bomnpoce! st 00cyxkaenus: Homenknatypa aen. @opmuposanue nenn. XpaHeHUE JIEI.

DkcmepTusa HMEeHHOCTH MoKyMeHTOB. Odopmienne men. Odopmienune o0moxku aena. CocTaBieHHE
onuceil. Cnaya e B BEIOMCTBEHHBIN apXUB.

Tema 11. Typucrckas mokymenTanus. CeMHHAp
Bomnpocsr st 00cykaeHus:

CopeprkaHie TEXHOJIOTHICCKOW TOKYMEHTAIUH: TEXHOJIOTHIECKas KapTa TYPHCTCKOTO MTyTEIISCTBUS 110 MapIIPYTY,
rpaduK 3arpy3Kd TYPUCTCKOTO MPEINPUATHS TPYINIaMH TYPUCTOB Ha OMPEICICHHOEC BpEMs; WH(POPMAIIUOHHBIN
JIUCTOK K MyTEBKE TYPUCTCKOTO IyTCHICCTBUS; OJIaHKU MyTeBOK TUIOBOHM (opmbl TYP-1 «Typuctckas myTeBkay;
JIUCT OpOHUPOBAHMS;, OJIAHKK ITOTOBOPOB C KIMCHTaMHU-TyparcHTaMu; JOrOBOpa ¢ MapTHEPaMH - MMOCTABIIMKAMU
YCIIYT; KaJbKYJISIHS WIA PacueT CTOMMOCTH Typa; OMHMCAaHHE MapIiipyTa; rpad)uK ABHXKCHUS 10 MapuIpyTy; KapTa-
cXema MaplIpyTa; TeKCT MyTeBOi HH(POPMAIINH; OMHCAHHE TEXHOIOIMYECKUX OCOOCHHOCTEH Typa; TEKCThI MAMSTOK
Ul TYPUCTOB; CIPABOYHBIE MaTepPHAabl [0 MapLIPyTy; BapUAHTHl PEKIAMHBIX MPOCIEKTOB M OYKJIETOB; Mpaiic-
JIUCTEHI.

Tema 12. JIokyMeHTOOOOPOT MPEANPHUATAN U YIPSKICHUNA chepbl TypuU3Ma M €ro OCOOCHHOCTH, OpPTaHU3aIUs
nenonpousBozcTsa. CeMuHap

Bonpock! 11st 00CyKaCHUS.
[lonsTHe MOKYMEHTOOOOPOTa M €ro OCHOBHBIC 3Tambl. [lOpsaoK 0OpabOTKHM MOCTYIMAIOMIMX U OTHPABISIEMBIX
JnokymeHToB. [lepenava TOKYMEHTOB BHYTPH OpraHU3alMH. YUeT KOJIU4ecTBa JOKyMeHTOB. CpoKoBasi KapToTeka.
WudopmannonHo-cripaBoynass  pabora. I[lpaBuna perucrpauuu M HHIACKCAMHU JOKYMeHTOB. KOHTpoip 3a
HCTIOTHEHUEM JJOKYMEeHTOB. OTIIpaBKa TOKYMEHTOB.

7. JABOPATOPHBIE PABOTbBI (JABOPATOPHBIM ITIPAKTHKYM)
HE MPEyCMOTPEHO
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8. TEMATUKA KYPCOBbBIX, KOHTPOJIbHBIX PABOT, PE®EPATOB
KypcoBbie, KOHTpoJIbHBIE Pa00ThI U pedepaTbl He MPeTYCMOTPEHBI.

9.Bonpocskl k 3auety

1Bo3HukHOBeHHE Aenonpou3BoAcTBa. OnpeneneHns MOHATUS «JOKYMEHT». OTallbl
JeTI0NIPON3BOACTBA. JIOKyMEHTallMOHHOE 00eCTIeUeHUE YIIPaBICHUS.

23aKOHOJATEbHOE U HOPMAaTUBHO-METOJIMUECKOE PETYJHPOBAHUE JEIONPOU3BO/ICTBA.
Buael nokymeHTOB

3PexBU3UTHI 1 OCOOEHHOCTH UX O(OPMIICHHS: TOCYIapCTBeHHBII repd PD, repod
cyobekta P®, smbOnemMa opraHuzanvy WM TOBApHBIM 3HAK, KOJI OpraHU3alMH-aBTOpa
JOKyMEHTa, OCHOBHOW TOCYAAapCTBEHHBIH perucrpaunonssiii Homep, MHH/KIIIL, xon
(hopMBI TOKyMEHTA

4PexBU3UTHl U OCOOCHHOCTH HMX O(OPMIICHHS: HAaWMEHOBaHHE OpraHU3alUu-
aBTOpA JIOKyMEHTa, CIIpaBOYHbIE JJaHHbIE 00 OpraHMU3alUU-aBTOPE JOKYMEHTA, Ha3BaHUE
BHJIa JIOKYMEHTA, JaTa JOKYMEHTA, PErHCTPallMOHHBIA HOMEpP JOKYMEHTAa, CChLJIKAa Ha
JlaTy ¥ pEeruCcTPallMOHHBIN HOMEP JOKYMEHTa

5PekBH3HUTHI U OCOOEHHOCTH MX O(OPMIICHHUS: MECTO COCTABICHHS WM W3JAHHS
JOKYMEHTa, ajpecar, rpud yTBep>KIACHHs JOKYMEHTA, PE30JIIOIHIO, 3ar0JIOBOK K TEKCTY,
OTMETKAa O KOHTpPOJIE, TEKCT JAOKYMEHTa, OTMETKAa O HAJIM4YUU IMPWIOKEHHUS, MOANHUCH,
rpu¢ corjacoBaHus JOKYMEHTa

6PexBU3UTHI U OCOOEHHOCTH MX O(OPMIIEHHUS: BU3bl COIJIACOBAHUS JOKYMEHTA,
nedatb, OTMETKa O 3aBEPEHUM KOINWH, OTMETKa 00 WCHOJHHUTENe, OTMETKa 00
WCIIOJIHEHUM JIOKYMEHTAa W HAIpaBJIEHUM €ro B JI€J0, OTMETKAa O IOCTYIUICHUH
JTOKyMEHTa B OpraHU3alHio, UACHTH(PHUKATOP AJIEKTPOHHON KOIUHU TOKYMEHTa

7Opranu3allMOHHbIE JOKYMEHTBI: YCTaBbl, IOJOKEHUS U UHCTPYKLIMH

8PacniopsiquTenbHble  JOKYMEHTBI:  MOCTAHOBJIEHUS, PEIIEHUs, IPHUKA3bI,
pacnopspkenus. Criennduka UX COCTaBICHHUS.

OUNHpopMaLIMOHHO-CTIPaBOYHBIE  JOKYMEHTBI:  CHpPaBKH, aKThl, JOKIAJHbIE H
OOBSCHUTETIHHBIE 3AMTUCKU

10CiyxeOHbIe THChMa

11TTonroroBka u o0cmyxuBaHUE coBeanuii. [IpoTokon

120co6eHHOCTH pabOTHI C KaIPOBBIMH TIOKYMEHTAMH.

130pranuzanuss  paboOTbl € JOKyMEHTaMH. OJIEKTPOHHBI  JOKyMEHTOOOOPOT.
PexoMeHnaanuu no coCcTaBI€HUIO TEKCTOB CIIYKEOHBIX JOKYMEHTOB
14/1enonpon3BOACTBO IO MUCEMEHHBIM U YCTHBIM OOpAIICHUSIM IPaXKIaH
15Homenknarypa pnen. @opmupoBaHue Jei. XpaHEHHE Aed ODKCHEpPTH3a IEHHOCTH
nokymeHnToB. OdopmiieHue aer.

16XapakTepucTrKa TYPUCTCKON JOKYMEHTAIIUU

17 1oKkyMeHTO000POT MPEINPUATHI U yUpEKACHUIN cPepbl TypH3Ma U €ro OCOOCHHOCTH,
OpraHu3aliys 1eJ10MpOru3BOJICTBA
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10.CAMOCTOATEJIBHASA PABOTA CTYJIEHTOB

CamocrosiTenbHast paboTa CTYACHTOB 110 Kypcy MPEAIoaraeT n3y4eHne JEKIHOHHOTO

Marepuaina, paboTy ¢ yueOHUKaMu U y4eOHBIMU IIOCOOUSIMH, CIIOBapsIMU, paboTy B ceTu MIHTEepHET.

Kpowme Toro, cTyaeHT npu MOAroToBKE K MPAKTHYECKUM 3aHATHSAM BBITIONHSET PSI/ 3a/1aHUH.
dopma 00yueHHUsT OvHAS

HasBanue Bua camocrositeJibHOM padoThl Oo0bem dopma
pa3jesioB H TeM (npopabomka yuebnozo mamepuana, B 4yacax KOHTPOJIA
peuienue 3a0au, pepepam, 00K1ao, (nposepka
KOHMPONbHAsA padoma, n0020MoeKa K coaye pewienusn
3auema, IK3ameHa u op.) 3a0au,
pegepama u
op.)
Tema 1. | CocraBbre Tabauiy "Otansl pazsutus "AOY" 5 [TpoBepka
Tl'ocynapctBennast Ha3Banue srana | Kparkas xapakrepucrtuka MMCBMCHHOM
cucreMa passutug 10Y
JAOKYMCHTAIIMOHHOT pa6OTI)I
0 obecrieyeHHUs
YIipaBJICHUS.
Tema 2. Poinb 3aganue no ®3 P® ot 27 urons 2006 . N 149-d3 5 ITpoBepka
JIOKyMEHTALIUOHHOT «O06 unpopmannu, nHGOPMANMOHHBIX TEXHOJIOTUAX MHUCEMEHHOM
(6] obecrieueHuss B M 0 3aIIMTEC HHPOPMaALIMN»
COBCPIHICHCTBOBAHUU . q) P ! pa6OTBI
YyIipaBJICHUA IInceMeHHO OTBETUTH Ha BOIIPOCHI:
npeanpustamMa - u | 1, KakoBa cepa aeiicteus gannoro ®3?
YIPEKACHUSIMH 2. PykoBoacTBysck crarbsimu D3, 00bscHUTE
cepri Typusma. 3HAYCHHE MOHSATHUI: uHpopMaIys,
UHPOPMAIIMOHHBIE TEXHOJIOTHH,

JOKYMEHTHpPOBaHHAss WH(POPMALUS, 3JIEKTPOHHOE
cooO0IIIeH e, TIPEIOCTaBIeHNe U PacIpOCTpaHEeHHE
uHpopMmaImu, oonagarens HHGopManm.

3. KaxoBbl IIPUHLIMIIBI MIPaBOBOTO
peryaupoBaHus OTHOILCHHUH B cepe nH(opManuy,
WHPOPMAIIMOHHBIX ~ TEXHOJIOTHUH W 3al[UThI
uHpOopMaIH

4. Hatp o0mIyto XapaKTEPUCTUKY
nHGOPMAaILK KaK 00bEKTa IPABOBBIX OTHOILICHHH.
5. B kakux cimyyasx 37eKTpOHHOE COOOIIeHHe
MIPU3HAETCS DJIEKTPOHHBIM JTOKYMEHTOM?

6. Uro npeaycmarpuBaeT [‘ocymapcTBeHHOE
peryaupoBaHue B cepe IIPUMEHEHUS
WHPOPMATMOHHBIX TEXHOIOTHIT?

7. OOBsicHUTE, KAKOBBI JEHCTBHS 00IanaTess
uHpOpMAIMM WM  Olleparopa MHPOPMAINOHHOM
cucTeMbl B chepe 3aiuThl nHpopMaumn?

8. Kakosa OTBETCTBEHHOCTD 3a

dopma A
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npaBoHapymeHus B chepe  uHpopmanum,
WHPOPMALIMOHHBIX ~ TEXHOJOTMA M 3alUTH
uHpopmarmn?

Tema 3.
VYnpapneH4yeckue
CTPYKTYpbl  cepsl
TypHU3Ma.

3amanue: Pa3paboTaTh monoxeHue
U CTPYKTYpy CITY>KOBI
JIEIOTIPOU3BOICTBA
(IOKYMEHTaIIMOHHOT'O
obecnieueHus
TYpU3MOM).

yIpaBIeHUS

[IpoBepka
MMAUCbMEHHOU
paboThl

Tema 4. TpeGoBanus
K odopmireHHI0
JOKYMEHTOB.

[aiite MUCHbMEHHYIO XapaKTePUCTUKY
PCKBU3UTAM AOKYMCHTOB, HCTIOJIb3YS
MaTepua JIEKIUU [0 TEME U JOTIOJHUTEIbHYIO

JUTEPATYPY

[IpoBepka
MUCbMEHHOM
paboThI

Tema 5.
OpraHu3ainuoHHO-
pachopsIUTeNbHbIC
JOKYMCHTHI, ux
COCTaBJICHUE "
odopMIICHHE B
chepe Typuzma

1.CocTaBHUTB TIPOEKT TpHKa3a 0 Gpopme 0eK BT
coTpyAHUKOB TypareHtctBa «Kpyns Bomna». B
KOHCTAaTUPYIOIEH YacTH YKaXKUTe, 4TO B IOCIEAHEE
BpeMs MaHepa O/E€BaThCs B OPraHU3AIMM YXYALIMIACH.
s mopnepxkaHMs — MMUAKA ~— OpraHM3allUM B
pacnopaauTeNbHOM 4acTH yCTaHOBHTE ISt
COTPYAHUKOB, pPa0OTalOIUX C KIHEHTaMH, (opmy
OJSKABL: TSI MY>KIHH — KJIACCHYECKHI KOCTIOM (3UMOM
— TEMHBIX TOHOB, JIETOM - CBETJIBIX); JUIS JKCHIIMH —
KOCTIOM (C I00KOIf) MiM IiaThe KIacCHYECKOTO WIIN
CIIOPTHBHOTO CTHJIS M Ty(M Ha Kabiykax BBICOTOH 5-6
CM. 3ampeTure COTpyAHUKaM MOSABIAThCA Ha paboTe B
JUKMHCaX M Bs3aHbIX um3enuax. KoHTpoms 3a
UCTIOHEHUEM  TIpHKa3a CIEAyeT BO3JIOXHTb  Ha
3aMEeCTHTENS TeHEPATIBHOTO TUPEKTOpa 10 KaJIpaM.

2.CocTaBuUTh IMPHKA3 TCHEPATBHOTO TUPEKTOpPA
roctuHupl  «HoBorens-MockBa» 0 3ampenieHuH
HCHOJb30BAHUS MEXIYTOPOAHON CBSI3M B JIMYHBIX
nendax. B koHcTatupyromed 4YacTH YKaXKUTe, 4TO B
pe3ynbTare aHaJlM3a  CUYeToB MEXTyTOPOJHOMN
TeneOHHOW  CBA3M  BBISIBICHO  HCIIOJIb30BaHUE
CITy’KalllUMHU CPECTB OPTraHM3aluy B JTMYHBIX LENAX. 3a
nepuo ¢ sHBaps mo Mai 2013 roma 3TH pacxombl
cocraBuu 15548 py6. B OombIIMHCTBE CITydaeB CBSI3b
yCTaHaBIHBajachk ¢ ropogamu Boporex, Tymna, Tam0o0B,
C KOTOPbIMH KOMIAHHMA HE  HUMEET KOMMEPYECKHX
OTHOIIECHWH. 3BOHKM OCYIIECTBISUINCH C Tene(OHOB
JcneTyepa eHTpalibHOTo oduca B BeuepHee Bpems. B
pacTOpIUTENbHON YacTH yKakKHTE, YTO COTPYAHHKA
3aIpeIlacTcsl MCHONb30BaTh MEKAYTOPOAHYIO CBSI3b B
nuuHBIX  1ensx. Crhemyer Haka3aTh BHHOBHBIX B
WCTIONIb30BAHMH MEKIAYTOPOAHONH CBSI3M B JIMYHBIX
[ensx, JIMMAB WX Ham0aBKM K 3apaboTHOW rmiare.
KonTpons 3a ucnonHeHueM npuKa3a BO3JIOXKUTh Ha
3aMECTHUTENsI FEHEPATIBHOTO IUPEKTOPA.

[IpoBepka
MMAUCbMEHHOU
paboThl

Tema 6.
WNudpopmannonHo-
CIpaBOYHbIE

1.CocTaBuTh cHpaBKy O TpPYJOBOM CTaxe Ha
OCHOBAaHMM JOKYMEHTOB, XPAHSIIUXCS B OTAENE
KaJIpoB mpeanpusitus, o TtoM, uto CemuHa A.IL

IIpoBepka
OUCHEMEHHOU

dopma A
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JIOKyMEHTHI B cdepe
TypHU3Ma.

3aynrcieHa Ha paboTy CHEeNUalicToB B cdepe
Typusma 15.03.1990 r. (mpuxaz Ne 15 ot
15.03.1990) u yBosnena mo ct. 31 K30T PCOCP
17.12.1990 r. (mpmka3z Ne 92 ot 10. 12. 1990r.)
OcuoBanmue: JInanas kaprouka Cemunoit A.I1.
2.Haiitn omOku B OOpMIIEHHH JOKyMEHTa!

byxranrepus
Slonokory O.D.,

Bune-mpesuaeaty AO «Crapt»
JoknaaHas 3amicka

Ne3
O cokparieHuu KOMaHAUPOBOYHBIX
pacxozon

B cBa3M C COKpameHHEM NOCTYIUICHUS
(uHAHCOBBIX CpeACTB mpocuM Bac paccMmoTpersb
BOIIPOC 00 YMEHBIICHUH KOJIWYECTBA U COKPAILICHUS
CPOKOB KOMaHIUPOBOK B | momyroauu 2006 rona.

I'maBHBII Oyxranrep
Cuexos
Cuskos B.B.

2.02.05r.

3.CocraButs  muceMo  OAO  «CuMOHMpPCK-TYp»,
ajpecoBaHHoe mapTHepaM r.MockBel (B ajapecate
yKa3aThb Ha3BaHUE NBYX-TpeX (QHPM), O NPHUIIALICHUN
X Ha CEMHHAp M0 mpobjeMe pa3BUTHUS JalbHEHIIero
COTPYIHUYECTBA, KOTOPBIN COCTOUTCS B T.YIJIbSIHOBCKE B
25 wronst 2017 roma B odpuce ¢pupmbr «CUMOUPCK-TYP».
Henocraromnye peKBU3UTHI YKaXKHUTE CAMOCTOATEIBHO.

paboThI

Tema 7. IloaroroBka
u o0CITy>)KHBaHHE
COBCIIaHHH.

1.CocTaBATh TPOTOKON OOIIET0 COOpaHUs aKIIMOHEPOB
OAO «TYP» co crmenyromeid TOBECTKOW IHS: O
BHECEHMH M3MEHCHUH U JIOTIOJHEHUH B ycTaB o0IecTBa
(vapOpManms  mpexcenaTenst  CcoOBETa  JTUPEKTOPOB
obmectBa HeynbiBaesa M.11.); 06 onpeneneHun oprana
neyatu Ui cooOmeHuss B (opme OIyOJMKOBaHMS
COOTBETCTBYFOIIUX MaTepHaioB (napOpMarIs
3aMecTUTeNs  NpeJacenareis  COoBeTa  JUPEKTOPOB
Apxunoit A.JL).

2.CoCTaBHTH BBIITUCKY M3 IPOTOKOJIA.

IIpoBepka
OUCHMEHHON
paboTHI

Tema 8.
OcobeHHocTr
paboThI c
KaJpOBBIMHU
JIOKYMEHTaMHU.

| .Hanmmre 3asiB1eHME O mpreMe Bac Ha paboTy.

2. Hanumure 3asBieHHe 00 OCBOOOXKIEHHHM Bac OT
JOJDKHOCTH ... ¢ 03.11.2005 B cBsi3u ¢ mepexoaoM Ha
IpyTyIo padoTy.

3.Hanummre 3asBieHHe OT UMEHU rp. Muxaitnosoit
MM c¢ mpocwboit opopMmuTh ee CbhlHAa MuxaiinoBa
Agnexces 2000 roma poxnaeHus B nerckuii cag Nel24 ¢
01.11.2005.

4.CocraBbTe pe3roMe, Heo0X0IMMOe BaM IPH IpHeMe Ha
paboty

5.0¢opmuts B Terpaau JIMYHBIA JMCTOK IO Y4YeTy

IIpoBepka
UCbMEHHOU
paboThI
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KaJIpOB, UCIIOJNIB3Ys 00paser

6.CoctaBpTe TpHKa3 (pacropspKeHHE) O TpHueMe
paboTHUKa Ha paboTy: o HazHadeHuu MBanosa M.U. Ha
JOJDKHOCTB Kaccupa TiaaBHoi Oyxranrepun ¢ 27.10.2005
C IBYXHE/CIBHBIM HCTIBITATEIbHBIM CPOKOM, C OKJIJ0M
COMJIaCHO IITaTHOMY pacnucanuioo. Hepocraromue
PEKBHU3HUTHI YKQXKUTE CAMOCTOSTEIHHO.

7.0¢gopmure 3amuch B TPYIOBOW KHHXKKE 00
yBonbHeHnH CupgopoBa M.M.: a) mo coOGcTBeHHOMY
kemaanto, cT.80 TK P®; 6) B cBA3M ¢ JNHMKBUAAMEH
npeanpusitug, m.1 cr.81 TK P®; B) B cBMH cC
HECOOTBETCTBHEM BBINOJTHAEMOH paboTsI
TIPEIBSABIAEMBIM TpeOOBaHUSIM BCJICACTBHE
HenmoctaroyHoi kBamupukanmu, 1.3 cr.81 TK PO.
HenocTaromue peKBU3UTHI YKaXXHUTE CAMOCTOSITENBHO.

Tema 9.
Jlenonpou3BoICTBO
[0 THCHMEHHBIM U
YCTHBIM
oOpateHusIM
rpaxaad. CeMuHap

Hcnone3ys pekoMeHIalMu 10 COCTAaBICHUIO TEKCTOB
CIIy’)K€OHBIX  JIOKYMEHTOB, odpopmuTe  MHCHMO,
aapecoBanHoe aupektopy AO «XXX» A.H.Iletpory
(angpec: 123456, Mocksa, KpacHonpecHeHckast Ha0., 12),
o ToM, uro Bame AO «Meura» (Bam aapec: 654321,
Poccus, .Y IbSHOBCK, yn.HoBas, 34, Tten.
(8422)999999, daxc (8422)322223) omnaruina MapTHIO
NpOOYKIMH B J€Hb MOCTyIUIeHWs Tosapa. Jlis
TIOJTBEPKACHHUS BBl HAIIPABISETE KOINMWIO IIIATEKHOTO
mopyuerns ot 00.00.0000  NeOOO  (pexBU3UT
[IpunoxxeHne) W paccYUTHIBAETE Ha MPOJODKEHUE
corpynuundectBa ¢ AO «XXX». IloanuceiBaeT NUCbMO
¢uHaHCOBBII aupekTop. /laHHOE NHCBLMO SIBJISIETCS
orBeTHbIM!!!  Vkaxure pexBusur: OtTmeTka 0
MOCTYIUICHUH IOKyMEHTa B OpTaHU3aLHIo.

IIpoBepka
MHHUCbMEHHOM
paboThI

Tema 10. Texymee
XpaHCeHUE
JIOKyMEHTOB,
obpaboTka mem s
MTOCTICTYFOIIIETO
XpaHEHHUSI.

1. CocTaBUTh KOHKPETHYH) HOMEHKJIATYDPY JeJ
CTPYKTYPHOTO mojapasjejieHust - oraesaa npoaax (03)

AO «TYP» ma 2017 rom BxmounTs chemyromme
3aroJIOBKH JIeJI, YYHUTBIBAs _IOCIEIOBATENbHOCTh B

pacronokeHun: J{oroBopsr TYPUCTCKHX YCIyT C
kmueHTaMu (5 neT); ATeHTCKHe JOroBOpHl (5 Jer);

Buzosbie poroBopsl (5 iner); [lonoxeHue o0 otnene
npogax AO «TVYP» (cpox xpaHeHus 3 roga mocie
3aMeHbl HOBBIM); [lonokenue o0 otaene 1o padboTe ¢
NHCbMEHHBIMH O0paIleHUsSIMH FPaXKAaH (CPOK XpaHEeHUs
3 roma Tmocie 3aMeHbl HOBBIM); I[IMChMEHHBIE
oOpamenne rpaxman (mpereHsun) (5 met); OT4eTH MO
paboTre C THCHMEHHBIMH OOpalICHUSIMHA TIpakaaH
(moct.); MHPOpPMAMOHHO-CIIPABOYHBIE  JTOKYMEHTHI
(uapopmanmonnsle  nuctel) (5 set); [lepenmcka c
Typdupamu (3 roma); Kypnanel peructpanuu
MUCBMEHHBIX OOpamieHuii rpakaas (3 romga).

2. CocTaBUTb_CBOJHVI0O HOMEHKJIATypy aea AO
«TYP » Ha 2017 ron 1Mo CACIYIONTNM ITOIPA3ICICHUEM:
cnyarcoba denonpoussodcmea (01). BKiIounTs 3aronoBKu
nen: Ilonoxenme o ciyxbe npemompousBoacTea AO
«TYP» (cpok xpaHeHHs 3 ToJa ITOCIE 3aMEHBI HOBBIM);
IIpuka3sl MO OCHOBHOHM JESATENbHOCTH (IIOCTOSIHHO);
Hoxnanueie 3ammcku (5 ser); JlokyMeHTH 110
pa3nUIHBIM BonpocaM (5 neT).

IIposepka
MACbMEHHOU
paboThI
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Omoen npodadc_ (02): Tlonoxkenue o6 oTAeIe MPOaAK
AO «TYP» (cpok xpaHeHHs 3 ToJa TOCTE 3aMEHBI
HOBBIM); JIOrOBOpBHI TYPHCTCKHX YCIYT C KJIHEHTaMH (5
J1er); HudopmannoHHO-CcIIpaBOYHbIE JIOKyMEHTBI
(madopmarmonnsle  mwmete) (5 7er); Ilepemmcka c
typdupamu (3 roga).

Omoden _pabomvl ¢ __nepconarom (03) Brarounts
ciefyrone 3aroyioBku zaei: I[lonmoxenue o0 otaene
kaapoB AO «TYP» (cpok xpaneHus 3 roma mocie
3aMEHbl HOBBIM); [IpaBmia BHYTPEHHEro TPYAOBOTO
pacniopsiaka (1 rox); IIpuxassl o THIHOMY cOCTaBy (TIO
mpueMy, YBOJBHEHHIO, TmepememeHnoo) (75 1er);
[Ipuka3sl MO0 KOMaHIUPOBKAM paboOTHHKOB (3 Toma);
Jlnunbie nena padotHukoB (75 net); JInuHble KapTOUKH
paboraukoB ¢.T-2 (75 net); JokymeHTHI (ciy>keOHbIE
3aJaHusl, OTYEThl) O KOMaHAMPOBaHUHM PaOOTHUKOB (5
net); Xypuan yuera KOMaHJIUpoBOK (3 romda);
Ilepercka o mpueme, TNepeMEIlEHUH, Yy4deTe |
noBeiieHnn kBanudukanuu (3 roga). . 3.CocraBuUTh
ONNCh e MOCTOSIHHOI0 XPAHEHUs OT/ena paboTh C
mepcoranioM AO «TYPy». BkIItounTs: TOIOBBIE OTYETHI
1o KajapaMm; akThl O BBIAEIEHHH JIOKYMEHTOB K
YHUYTOXCHUIO,  IOKYMEHTBI O  MPEMHPOBAHHHU
paborHukoB. [lommuceiBaeT OmMHMCh  PYKOBOIMTEINH
ortaena  paboTel € TEPCOHANIOM.  YTBEp)KAaeT
pykoBonutens AO TYP».

Tema 11.
Typucrckas
JTIOKYMEHTAIUS

1.CocraButh HMHGOPMAIOHHBIA JIMCTOK K IYTEBKE
TYpPUCTCKOT'O IMyTELUIECTBUS
2.0bopMUTh  IYTEBKY
«Typucrckas nyteBka»
3.0¢dopMuUTE THCT OPOHUPOBAHUS

TYP-1

TUIOBOH  (OPMBI

[IpoBepka
MMAUCbMEHHOU
paboThl

Tema 12.
JlokymeHT0000pOT
IpeaIpUsTHHA u
YUPEXICHUH chepbl
Typus3Ma U €ro
0COOEHHOCTH,
OpTaHH3AIHS
JIENONIPOU3BO/ICTBA.

1.ITucbMeHHO OOBSICHUTE CXEMY
TyponepaTop

\
/

3asBKa Ha
Gponnposanyre (a0
Crenenus 06
onaare (nocae
Bayuep +
opPMAIHONNLI

THOATRETEICHITA Y

NOATREPAIEHIN)
amerok (nocne

[Moarsepmnenne
Gpounponanns (a0
OnAATH

/

TypareHTt V

i }

Morosop-1yp
(20 onzatst)

1 3

Jlnansie Aaunbe Iytenra (nocae
QIAATEL)

Yeaceus ypa

TypHeT

IIpoBepka
MHHUCbMEHHOM
paboThI

dopma A
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11.YYEBHO-METOJAUYECKOE ¥ HWH®OPMAIMOHHOE OBECHEYEHUE
JUCLUIINHBI

a) Cniucok peKoMeHayeMOol JINTepaTypbl

OCHOBHAas

1. [llamoBa, M. A. JlokyMeHTaIlMOHHOE 00CCIICUCHHE TYPUCTUUCCKOTo Or3Heca : yueOHoe mocooue / M. A.
[IamoBa. — Cankr-IlerepOypr : Cankr-IleTepOyprckuii rocy1apcTBEHHBIH YHUBEPCUTET IPOMBIIIIICHHBIX
TEeXHOJIOTUH 1 au3aiina, 2019. — 79 ¢. — ISBN 978-5-7937-1781-6. — TeKCT : 3JIeKTPOHHBI#H // DIEKTPOHHO-
oubimoreynas cucrema IPR BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/102412 html

2. Tumodeena, E. C. JlokymeHTaIrimonHoe 00eCIIedeHNe YITPABICHHSI COITUATBHO-KYIBTYPHBIM CEPBUCOM
U Typu3MOM: DJICKTPOHHOE yueOHoe mocobdue : yueOHoe mocooue / E. C. TumodeeBa. — CaHKT-
[etepOypr : UDO CII6YTYuD, 2009. — 175 c. — ISBN 978-5-94048-026-6. — Tekcr :

3JIEKTPOHHBIH // JIaHb : 351eKTpOHHO-O0nOMoTeuHas cuctema. — URL: https://e.lanbook.com/book/63809

JAOTIOJTHUTEILHAS
1 ITpuxonpko, A. H. lIokyMeHTHpOBaHHE YIIPABICHIECKON AEATSIFHOCTH : yuebHoe mocodue / A. H. Ilpuxoxapko.
— Camnkr-IlerepOypr : Cankt-IleTepOyprekuii TocyJapCTBEHHBINH apXUTEKTypHO-CTPOUTENBHBIN yHIUBepcuTeT, DbC
ACB, 2013. — 270 c. — ISBN 978-5-9227-0406-9. — TeKcT : 31eKTpOHHBI# // DeKTpOHHO-0MONMnoTeyHas
cucrema IPR BOOKS : [caiir]. — URL: http://www.iprbookshop.ru/26872.html

2.AMupoB, A. P. JlokyMeHTaIlMOHHOE 00ECIICUeHHE YIPaBICHHs B OpPraHu3aIisx : yueoHoe mocooue / A. P.
Awmmpos, B. 1. MuxaiinoB. — Ya : BI'TIY umenn M. Akmysuier, 2009. — 176 c. — ISBN 978-5-87978-513-5. —
Texkcr : anexkTponHsIit // Jlaub : anexTpoHHO-0MbMMoTeuHas cucremMa. — URL: https://e.lanbook.com/book/42213

y4eOHO-MeToAuYecKas

1. JIeBoBa E. H./lokymeHTanmonHoe obecrneyeHue cepsl Typu3Ma U TOCTEIPUUMCTBA ;| yueOHO-
METOJIMYECKOE [TOCOOHE 110 OPTaHU3ALUU U TIPOBEACHUIO CEMUHAPCKUX 3aHATHH U
CaMOCTOSTeNIbHON pabOThI CTYACHTOB 10 JUCLMIUIMHE JJIS TOATOTOBKU 0aKaiaBpoB IO
Hanpasnenuto "Typusm" / E. H. JIbBoa; Yal'V, ®I'HuCT. - Viupsnosck :Yal'V, 2019. - 3arn. ¢
sKkpana; HeonmyOGuimkoBaHHbIH pecypce. - TeKCT : 3eKTpOHHBIH. -

URL :http:/lib.ulsu.ru/MegaPro/Download/MObject/1707

CoraacosaHo

Beayuwmit coeusanuct HB Yal™Y /Tepexuna JLA ¢

Jhs et conpey yasion s sl (e omonea Lol 1) T3 TFTIRS s I

0) lIporpamMHoe obecnieyeHue

HAHMEHOBAHUE JIOTOBOP
CIIC Koncynprant ITnroc
HOb PO

OBC IPRBooks

AUNBC "Merallpo"

Cucrema «Antumnaruat.BY3y»
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MicrosoftOffice 2016

WIn

«Moii orc cTaHIaApTHBIND
OC MicrosoftWindows
Antusupyc Dr.Web
Camotyp

CaMoTyparest

ACY DpenbBeiic

B) [Ipodeccuonanbublie 6a3bl AaHHBIX, HHGOPMALMOHHO-CIIPABOYHbIE CHCTEMBI
1. DJIeKTPOHHO-0MOINOTEYHBbIE CUCTEMBbI:

1.1. Iudposoii obpazosatensHEli pecypc IPRsmart : snexTpoHHO-OMOIHMOTEUHas cuctema caitt/O00
Komnanns «Ai I1u Ap Menua». - Caparos, [2022]. — URL: http://www.iprbookshop.ru. — Pexwum mocryma:
JUISL 3apETUCTPHP. TIOJIb30BaTeNeH. - TeKCT AMeKTPOHHBIH.

1.2. O6pasoparenbhas miathopma FOPAT : o6pasosarenbHblii pecypce, IeKTpoHHas GUOIHOTEKa : caiiT /
000 Drnekrponnoe m3garenbetBo FOPAWIT. — Mocksa, [2022]. - URL: https://urait.ru. — Pexum moctyma: s
3aperucTpup. nosb3oBaresnei. - TeKCT : 3JIeKTPOHHBIH.

1.3. ba3a mauHBIX «OnekTpoHHas OmOmmoTreka TexHmueckoro BY3a (OBC «KoHcymbraHT cTyneHTay) :

ANEeKTpOHHO-OnOMMoTednass cucrtema : cadt / OOO Ilommrexpecypc. — Mocksa, [2022]. — URL:
https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexum goctyma: Ui 3aperucTpHp. IONb30BaTeneil. — Tekct
3IEKTPOHHBIM.

1.4. OBC Jlanp : snexktpoHHO-OnbGIMOTEUHas cuctema : caiitr / OOO DBC Jlanp. — Cankr- IlerepOypr,
[2022]. — URL: https://e.Janbook.com. — Pexxum moctyma: uis 3aperHCTpHp. MOJib30oBaTenei. — Tekcr :
3JIEKTPOHHBIN.

1.5. OBC Znanium.com : 3JeKTpOHHO-O0MOIMoTeuHas cucteMa : caiit / OO0 3nanuym. - Mocksa, [2022]. -
URL: http://znanium.com . — Pexwm qocTyma : Uit 3aperucTpup. Moib30BaTenei. - TeKeT : 3JeKTPOHHBIN.

2. KoncyabTantllnoc [DnekTpoHHBIH pecypc]: cmpaBounas mpaBoBas cuctema. /OO0 «KoHcymbranT
ITnrocy» - OnextpoH. naH. - Mocksa : Koncynerantllntoc, [2022].

3. ba3pl JaHHBIX NEPUOAMYECKHMX U3TAHMIA:

3.1. baza nanubIX nepuoanveckux minanui EastView : anexrponnsie xxypHansl / OO0 UBUC. - Mocksa,
[2022]. — URL: https://dlib.eastview.com/browse/udb/12. — Pexum nocTyma Iyis aBTOPH3. IMOJIL30BATEICH. —
TexcrT : 3JIeKTPOHHBIM.

3.2. eLIBRARY.RU: Hayunas oiekrponHass OubOnuoreka : caiitr / OOO Hayuynas OiekrpoHHas
bubmmorexka. — Mocksa, [2022]. — URL: http://elibrary.ru. — Pexkum moctyma s aBTOpW3. MOJB30BATEICH. —
Tekcr : 3JIeKTPOHHBII

3.3. DnextpoHHas Oubmmoreka «M3marensckoro noma «['pebennukoB» (Grebinnikon) siekrponHas
oubmmoreka / OO0 U] I'pebennukos. — Mocksa, [2022]. — URL: https://id2.action- media.ru/Personal/Products. —
Pexxum noctyma  Juis aBTOpH3. TOJIb30BaTenei. — TeKCT AeKTPOHHBIH.

4. 4. ®enepanbHas rocyaapcreeHHass uHGopMmanuonHass cucrema «HanmoHajabHasi 3J1eKTPOHHAS
oubamoTexay : aiekTpoHHas Oubnmoreka : caiitr / ®I'BY PI'B. — Mocksa, [2022]. — URL: https://H36.pd. — Pexxum
JIOCTYyTIA : JIJIsSl TIOJIh30BaTeNiel HayqdHOU OMOIMOTeKH. — TEeKCT JIEKTPOHHBIH.

5. SMART Imagebase nHayuHo-mH(pOpMarmonHass 0aza manHerx EBSCO // EBSCOhost [moprain].

URL: httrs://ebsco.smartimagebase.com/?TOKEN=EBSCO-
1a2{f8¢55aa76d8229047223a7d6dc9c&custid=s6895741. — Pexxum mocryma mist aBTOpPHU3. MOJIb30BaTENECH. —
N300pakeHne : 3JIeKTPOHHBIE.

6. ®enepanbubie HHGOPMALNOHHO-00pa30BaTeIbHBIE MOPTAJIbI:

6.1. EnxnHoe oOKHO jocTynma K oOpa3oBaTesIbHBIM pecypcam : ¢enepanbHbiii mopran . — URL:
http://window.edu.ru/ . — Tekcr : JIEKTPOHHBIH.

6.2. Poccuiickoe obOpasoBanue ¢enepanbHblii moptan / yupeautenb DPLAY «OUIITO». — URL:
http://www.edu.ru. — TekcT : IeKTpOHHBIH.

7. Od6pa3oBaTteabHble pecypebl Yal'y:

7.1. DnextponHas O6ubnuoreunas cucrema Yiul'V : momyns «OnektpoHHas 6ubmmoreka» ABUC Mera-
ITPO / OO0 «/lara DOxcmpecc». — URL: http://1ib.ulsu.ru/MegaPro/Web. — Pexxum noctyma : ams mosip3oBareneit
Hay4HOU OMOIMoTeKH. — TeKCT : DIEeKTPOHHBIM.
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CornacoBaHo:
vec rave T | Socoqueda AT LV
LbnwHoCTb coTpyaHuka YUTuT [o)"1e} no,%/

10.04.2022

12.MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHOUIIJINHbI

VYuebnas aymutopus Ne 38 mius mpoBeAeHHUS 3aHITHH JIGKITMOHHOTO THIIA.
[Tnomane aya. 49,6

[TomerneHne yKOMIUIEKTOBAaHO KOMIUIEKTOM YYEHHYECKOW MeOenau: CTOJbI-16,
CTyJbs - 33 WIT.

TexHuueckue cpeacTna:

1./locka ayautopHas

2.Pabouee mecTo mpernogaBaTes

3.WI-FI

4 loctyn K Internet

VYuebnast ayauropuss Ne 32 s mpoBeneHHMs —3aHSATHH CEMHUHApCKOTO THIIA,
TPYNIOBBIX U UHIUBUAYATbHBIX KOHCYJBTAIMM, TEKYILIErOo KOHTPOJIS U MPOMEKYTOUHOM
arrectaiiud  (C  HaOOpOM JAEMOHCTPAIMOHHOTO OOOpYIOBaHUS Ui OOECIeUeHUs
MPEIOCTaBIICHUSI MJUTFOCTPATUBHOTO MaTepuaja B COOTBETCTBHU C pabouel mporpammon
mucuuIuInHel, noctynoMm k ObC) . [Tnomans aya. 46,5

[TomeneHne YKOMIUIEKTOBAHO KOMIUICEKTOM YYEHHYECKOW MeOenu: CToybl - 23,
CTyJbs - 45.

TexHuueckue cpeacTna:

1./locka ayautopHas

2.Pabouee mecTo mpernogaBaTes

3.WI-FI

4 loctyn K Internet

VYuebnast aynutopust 230 mis caMocTOsTeIbHOM paboTsl cTyaeHtoB, Wi-Fi ¢
noctynom  k  OHMOC, 3OBC. KoMmnploTepHBII  KJIacC  YKOMIUIEKTOBaHHBIN
CHEIMATM3UPOBAHHON MeOenbio Ha 32 MOCaJOYHBIX MECT M TEXHHYECKUMHU CPEICTBAMU
oOydenus (16 mepcoHanbHBIX KOMIBIOTEPOB) ¢ H0CcTynoM kK cetu «uTepreT», SIUOC,
OBC. ITnomane 93,51 xB.M.

VYuebHas ayautopusi 226 111 CaMOCTOSITEIBHOW paboThl cTyaeHTtoB, Wi-Fi ¢
noctynoM k OHMOC, DOBbC. KoMmnbelooTepHslii  KiJacC  YKOMIUIEKTOBAHHBIHN
CHeIUaTN3UPOBAHHON MeOeNbio Ha 15 MocagouyHbIX MECT U TEXHUYECKUMH CPEJICTBAMHU
obyuenns (10 mepcOHaNIBHBIX KOMIIBIOTEPOB), KOMHPOBAJIHHBIMH  almapaTaMmi,
MpPUHTEPAMH, CKaHEepaMH, I[EepPEeIUIETHON MAaIIMHOW, JaMHHATOPOM, JIBIPOKOJIOM,
OporropoBIIUKOM ¢ A0cTynoM Kk cetr «aTtepuery», JUOC, DBC. ITnomane 80,06 B.M.
bubnuorexa. UuranpHblli 3am HaydyHOW OumOmmoreku (aymuropust 237) ¢ 30HOM st

camocrositensHol pabotel, Wi-Fi ¢ moctynmom k DMOC, DBC. Ayauropusi yKOMIUIEKTOBaHA
CHeIMaIn3upOBaHHON MeOenbro Ha 80 TOCaIOYHBIX MECT U OCHAIIEHA KOMITBIOTEPHON TEXHUKOU
¢ nocrynoM k cetu «Muteprer», JUOC, OBC, 3xpanom u npoexkropoM. Ilnomanes 220,39 kB.M.
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13.CHELIUAJIbBHBIE YCJ0OBUsA Jid  OBYYAIOLIUXCA C
OI'PAHUMYEHHBIMHA BO3MOKHOCTAMMU 3/10POBbS

B cnyyae HeoOXomuMocCTH, O0OydYaloUIMMCS W3 YHCIAa JUI C OrpaHUYEHHBIMHU
BO3MOYKHOCTSIMM 3]I0pOBbsl (IO 3asIBIEHUIO OOYYaroIerocsi) MOTYT MpeAjaraThCsl OJHU U3
CIICAYIOIIMX BAapUAHTOB BOCIPHATHS HWHPOPMALMU C YYETOM HX HHIUBUAYAIbHBIX
MCUX0(U3NIECKIX 0COOCHHOCTEH:

— U JIMI] C HapyIICHUSMH 3pPCHHUS: B TEeYaTHOH (hopMe yBETMYEHHBIM MIPUPTOM; B
(dbopmMe BIIEKTPOHHOTO JOKyMeHTa; B ¢opme aynuodaiina (mepeBo] y4eOHBIX MaTepHalioB B
aynuodopmar); B mnedaTHo Qopme Ha s3blke bpaiins; MHAMBHIyaldbHblE KOHCYJBTAIMHU C
MPUBJICYEHUEM TH(IIOCYPIOTIEPEBOAUNKA; MHINBUIyJIbHBIC 3aaHUS M KOHCYJIbTAIINY;

— Uil JMIl C HapyIIEHMsIMH CllyXa: B MedaTHOH Qopme; B (GopMe 3IEKTPOHHOTO
JOKYMEHTA; BUI€OMAaTEpUalIbl C CyOTUTpAMH; MHIMBHYaJIbHBIE KOHCYJIbTALUHU C PUBIICYCHUEM
CypZlOTIepEeBOJUNKA; UHIANBUAYAJIbHBIE 3a7JaHNSI U KOHCYJIbTALIUY;

— JUIsl JIML C HapyUIEHUSIMH OIOPHO-JIBUraTEJIbHOTO amnmapara: B rneyaTHou ¢opme; B
dbopme DIEKTPOHHOTO JOKyMeHTa; B ¢opme ayauodaiiina; HHIUBUIyaTbHBIE 3aJaHUS |
KOHCYJIbTaIUH.

B ciydae HEO0XOIUMOCTH MCIIOJIb30BaHUS B y4eOHOM nporecce
YaCTUYHO/MCKIIIOYUTENBHO JUCTAaHIMOHHBIX O00pa30BaTENIbHBIX TEXHOJOIHMM, OpraHu3alus
pa6otsr IIIIC ¢ oOywarommmucs ¢ OB3 u nHBanIMgamMu NpenrycMaTpUBAETCS B IIEKTPOHHOMN
MH(POPMALIMOHHO-00pa30BaTEIbHOM Ccpefie C Y4eTOM HUX HMHIMBHIYAJIbHBIX MCUXO(U3NYECKUX
ocoOeHHOCTeH

Pazpabotuuk é X K.ILH., JOLEHT JIboBa E.-H.

MO JIIACH JOJDKHOCTB DHO
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1| kadenpoi,
peanusyromei
AUCUUTJIMHY
1. | Buecenne usmenenuii B m. 11 «YueOHO-
METOIUYCCKOC u nH(POPMAIMOHHOE é
oOecrieueHue TUCLIUILTUHBDY C JIrBoBa E.H. /{6 26.05.2023
odopmiIeHHEeM TpUIoKeHus | MIPOTOKOJ
3aceaHus
Kageapsl
Ne 11
2. | BHecenue nsMenenuii B 1. 11 «YuebHo-
METOINYECKOE U MHPOPMAITMOHHOE é
o0ecrieueHre TUCILUIUINHBI) C JIsBoBa E.H. /{6 30.08.2024
o opMIICHHEM TIPUIIOKEHUS 2. MIPOTOKOJ
3aceaHus
Kageaps
Ne ]
dopma A Crpanuna 22 u3 28




MuHHCTEpCTBO HAYKH M BEICIIIETO 0Opa3oBaHus PD

N N dopma
Y IbAHOBCKHIA TOCYVIADCTBEHHBIN VHUBEDCHTET

@®-Pabouas mporpamMma 1o IUCIUITIHHE

Hpuioxkenne 1
11.YYEBHO-METOAUYECKOE 1 HWH®OPMALHMNOHHOE OBECIHEYEHUE
JUCHHUIIJIMHBI

a) CniucoK peKoMeHIyeMoii JTuTepaTypsbl
OCHOBHAs

1. [llamoBa, M. A. JlokyMeHTallMOHHOE 00ECIICUCHHE TYPUCTUUECKOTo Or3Heca : yueOHoe mocooue / M. A.
[Mamoa. — Cankr-IletepOypr : Cankt-IleTepOyprckuii rocy1apCTBEHHBIN YHUBEPCUTET MPOMBIIIICHHBIX
TEXHOJIOTUH 1 au3aiiHa, 2019. — 79 ¢. — ISBN 978-5-7937-1781-6. — TeKcT : 3JeKTPOHHBI#H // DIEKTPOHHO-
oubmmoteunas cucrema IPR BOOKS : [caiiT]. — URL: https://www.iprbookshop.ru/102412 html

2. Tumodeesa, E. C. JlokyMeHTaIMOHHOE 00ECIICUCHUE YIIPABICHHS COLUATBHO-KYJIbTYPHBIM CEPBUCOM
U TYypU3MOM: DJICKTPpOHHOE yueOHoe mocodue : yueOHoe nmocooue / E. C. Tumodeera. — CaHKT-
[etepOypr : UDO CII6YTYu3, 2009. — 175 c. — ISBN 978-5-94048-026-6. — Tekcr :

ANEeKTPOHHBIH // JIaHb : aneKTpoHHO-OnOmmoTeyHas cuctema. — URL: https://e.lanbook.com/book/63809

AOMOJHUTENbHASA

1.IIpuxoasko, A. H. JlokyMeHTHpOBaHIE yIIPaBICHICCKOH NesITeTbHOCTH : yaeOHoe mocodue / A. H. I[Ipuxoapko.
— Cankr-IlerepOypr : Cankr-IlerepOyprekuii rocy1apcTBEHHBIH apXUTEKTYPHO-CTPOUTENBHBIN yHUBepcuTeT, ObC
ACB, 2013. — 270 c. — ISBN 978-5-9227-0406-9. — TeKcT : 311eKTpOHHBII1 // DIeKTpOHHO-0MOMMoTe Hast
cucrema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/26872.html

2.AMupos, A. P. JlokyMeHTaIIMOHHOE 00ECIICUCHHE YIPaBIICHNs B OPraHU3aIisIX : yueoHoe mocooue / A. P.
Awmmupos, B. 1. Muxaitnos. — Y¢a : BI'TIY umenn M. Axkmyimsl, 2009. — 176 ¢. — ISBN 978-5-87978-513-5. —
Texcr : anexTpoHHblit // JIaup : anekTpoHHO-O0ubOIMOTeuHast cuctema. — URL: https://e.lanbook.com/book/42213

y4eOHO-MeToAuYecKas

1. JIeBoBa E. H./lokymeHTanmonHoe obecrnieueHue cepsl Typu3Ma U TOCTEIPUUMCTBA ;| y4eOHO-
METOJIMYECKOE ITOCOOHE 110 OPTaHU3aAlUU U IPOBEACHUIO CEMUHAPCKUX 3aHATHH U
CaMOCTOSITENIbHON pabOThI CTYACHTOB 110 TUCLMIUIMHE /7S TOATOTOBKU 0aKaiaBpoB IO
Hanpasienuio "Typusm" / E. H. JIsBoBa; YnI'Y, ®I'HuCT. - Viesuosck :Yal'V, 2019. - 3arm. ¢
skpaHa; HeonmyOmmkoBaHHBIN pecypc. - TeKCT : 3IeKTPOHHBIH. -

URL :http://lib.ulsu.ru/MegaPro/Download/MObject/1707

CormacoBaHo:
Crermmamict Beavumii OOIIHE VoIV / Bobpora HA. / (0070 27.04.2023r,
JoTEBOCTE COTPYIHHER HXYTHOH OHOTROTERH ) SFHO ~ “mommes’ A

0) [IporpamMHoe obecrieueHue

1. CIIC Koncynprant Ilmoc

2. Cuctema «AnTHmiaruat.BY3»

3. OC Microsoft Windows

4. MicrosoftOffice 2016

5. «MoiitO¢uc CtaHgapTHBIN»

B) IIpodeccuonanbubie 0a3b1 JaHHBIX, HHGOPMANMOHHO-CIIPABOYHbIEC CHCTEMbI

1. DJIeKTPOHHO-0MGINOTEYHBbIE CUCTEMBI:

1.1. Lndposoit obpazoBarenbHblii pecypc IPRsmart : anekrpoHHo-Onbinorednas cucrema : cait / OO0
Komnanus «A# IIu Ap Mennay. - Caparos, [2023]. — URL: http://www.iprbookshop.ru. — Pexxum moctyma: s
3aperucTpup. nojap3oparene. - TeKCT : AIeKTPOHHBIH.

1.2. O6pazoparenbHas muardopma FOPAHT : 06pazoBaTenbHblil pecype, SIeKTPOHHAsS GHONHOTEKA © CAiiT /
00O DnekTpoHHOE M3aTEIECTBO «IOPAUTY. — Mocksa, [2023]. - URL: https://urait.ru. — Pexxum mocryma: mms
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3aperucTpup. NoJb30BaTeNel. - TeKCT : AIIEeKTPOHHBIH.

1.3. ba3za maHHbBIX «JnekTpoHHass Oubmmoreka texHudeckoro BY3a (OBC «KoHCymbTaHT CTyAeHTa») :
AJIEKTPOHHO-OMONMMoreuHas cucrema : caidt / OOO «llomutexpecype». — Mocksa, [2023]. — URL:
https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexxum mocryma: ans 3aperucTpup. momb3oBaTeneil. — Tekcr :
3JIEKTPOHHBIN.

1.4. KoHCYnbTaHT Bpaya. DJIEKTPOHHAsI METUIIMHCKass OMOIroTeKa : 0a3a maHHBIX : caiit / OO0 «Beicmas
IIKOJIA OPraHM3allii M YIPaBICHUS 37paBOOXpaHeHHEeM-KOMIUIEKCHBI MEAWIMHCKUA KOHCAITHHI». — MOCKBa,
[2023]. — URL: https://www.rosmedlib.ru. — Pexum moctyma: ajs 3aperucTpHp. mmojb3oBareneil. — Tekcr :
3JIEKTPOHHBIH.

1.5. Bonpmas MenuiuHCKas OMOIMOTeKa : AJIEKTPOHHO-OnOmMoTeuHas cucreMa : caiit / OO0 «bykamy». —
Tomck, [2023]. — URL: https://www.books-up.ru/ru/library/ . — Pesxum gocTyna: ajsi 3aperucTpup. 0JIb30BaTeIIeH.
— TeKcT : 3MEKTPOHHBIN.

1.6. OBC Jlasb : snekTpoHHO-OnOMMoTewHas cucrema : caiit / OOO 3BC «Jlanp». — Cankr-IlerepOypr,
[2023]. — URL: https://e.lanbook.com. — Pexxum pocrtyma: sl 3aperucTpup. mojb3oBarened. — Tekcr :
3JEKTPOHHBIM.

1.7. OBC Znanium.com : 35eKTpoHHO-OMONMMoTeuHas cucrema : caiitr / OOO «3Hannym». - MockBa,
[2023]. - URL: http://znanium.com . — Pexxum foctyna : 1j1s 3aperucTpup. Mojb3oBaTesei. - TeKCT : 31IeKTPOHHbIH.

2. KoncyawrantIlmoc [DnexktponHsiii pecypc]: cnpaBounas mpaBoBas cuctema. / OO0 «KoHCynbTaHT
[Tmocy - DnexTpoH. naH. - Mocksa : Koncynerantlnroc, [2023].

3. ba3bl JaHHBIX NePHOANYECKUX H3TAHMIL:

3.1. eLIBRARY.RU: nayunas osmektpoHHas Oubnmoreka : cait / OOO «Hayunas OnexTpoHHas
bubnmoreka». — Mocksa, [2023]. — URL: http://elibrary.ru. — Pe>xxum moctymna : aist aBTOpH3. MOJIB30BaTENECH. —
Tekcr : 3JIeKTPOHHBII

3.2. DnexrponHas Oubnmnoreka «M3marensckoro goma «['pedennukoB» (Grebinnikon) : amekTpoHHas
oubimoreka / OO0 U] «['pebennnkoBy. — Mocksa, [2023]. — URL: https://id2.action-media.ru/Personal/Products.
— Pexxum noctyna : 111 aBTOpH3. NoJib3oBaTeneil. — TeKCT : 3JeKTPOHHBIN.

4. depepaiabHasi rocynapcrBeHHasi uHgopManuonnasi cucrema «HanumoHajdbHasi 3JIEKTPOHHast
O0ubéamoTeKay : dnekTpoHHas oubnmoreka : caiit / ®I'BY PI'b. — Mocksa, [2023]. — URL: https:/H36.pd. — Pexim
JIOCTYTIA : JUTS MTOJI30BaTeNel HayqHOW OMONMnOTeKH. — TeKCT : 3JEKTPOHHBIN.

5. Poccniickoe o6pazoBanue : ¢enepanbHblii mopran / yupeautens PIAY «DHULTO». — URL:
http://www.edu.ru. — TeKcT : 37€KTpOHHBI.

6. DnexTponnas oubanoreunas cucrema Yal'V : monynp «Onekrponnas oudimorexkay ABUC Mera-
ITPO / OO0 «/lata Oxcnpece». — URL: http:/lib.ulsu.ru/MegaPro/Web. — Pexxum nocryna : Juist monb3oBarelneit

Hay4YHOH OMOIMOTEKH. — TEKCT : AIEeKTPOHHBII.

1
Cornacosato: j )
Uusenep peavimii  /  Hlypenko 10.B. [ PAL At 27.04.2023
e Jhmnocts corpy o Y HTT Bl ““'I[nllk:. e
—
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[puno:xenue 2

11. YYEBHO-METOAUYECKOE W HWH®OPMAIMOHHOE OBECIIEYEHHUE
JUCIUITVINHbI

a) CiucoK peKoMeHAyeMoM JIUTepaTypbl
OCHOBHasi

1 lllamoBa, M. A. [lokymeHTallMOHHOE 00eCTIiedYeHNE TYPUCTUIECKOTO OM3HEeca | yaeOHOe
nocobue / M. A. lllamosa ; M. A. lllamoBa. - Cankr-IletepOypr : Cankt-IleTepOyprekuit
rOCY/IapCTBEHHBI YHUBEPCUTET MPOMBIIICHHBIX TEXHOJIOTHI U au3aitHa, 2019. - 79 c. - Knura
Haxoautcs B npemuyM-Bepcun ObC IPR BOOKS. - Tekcr. - ['apanTHpOBaHHBIN CPOK
pa3menienus B ObC no 04.02.2031 (aBTOnposoHranus). - 3IeKTPOHHBIN. - DIeKTpoH. aaH. (1
¢aiin). - URL: http://www.iprbookshop.ru/102412.html. - Pexxum noctyna: 95C IPR BOOKS;
JUIsL aBTOpU3Hp. nosb3oBateneil. - ISBN 978-5-7937-1781-6. Konuvectso: 0

2 Tumogeena E. C. JlokymeHTanmoHHoe o0ecrieueHre yIpaBJIeHUs COLMAIbHO-KYJIbTYPHBIM
CEPBUCOM M TYPU3MOM: DJIEKTPOHHOE yueOHoe mocobue : yueoHoe nmocodue / E. C. Tumodeena ;
Tumodeena E. C. - Cankr-IlerepOypr : UD0 CII6YTYu?3, 2009. - 175 c. - bubauorp.:
JOCTYIIHA B KapTouke KHUTH, Ha caiiTe DBC Jlans. - Kaura u3 komwtekiuu U0 CITOYTYuD -
Cepsuc u Typusm. - Pexxum nocryna: 9bC "Jlanp"; nns aBTopusup. nosnb3osareneil. - ISBN 978-
5-94048-026-6. Konmmuectso: 0

JAOTOJIHUTEIbHAS

1 Hoponuna Jlapuca AnekceeBHa. Opranuszanus U TEXHOJIOTHUS JOKYMEHTAI[HOHHOT'O
oOecrnieueHus ynpaBiaeHus : YUeOHUK U pakTUKyM s akagemuyeckoro 6akanaspuara / JILA.
Hoponuna, B.C. Upurtukosa ; Jloponuna JI. A., Uputuxosa B. C. - Mocksa : IOpaiit, 2019. -
233 c. - (Breicmee oopazoBanue). - URL: https://urait.ru/bcode/433078 (mata oOpareHus:
26.10.2021). - Pesxum noctyna: D1aeKTpoHHO-010aMoTeuHast cuctema FOpaidt, U1t aBTopus.
MOJIb30BaTeNeH. - DNeKTpoH. naH. - [SBN 978-5-534-04568-0 : 589.00. Konuuecto: 0

2 KyznenoB Urops HukonaeBuu. JlokyMeHTallmoOHHOE oOecrieueHne yrnpaBieHusl.
JIOKyMEHTOOOOPOT | IETOTPOU3BOJICTBO ;| YUCOHHUK U IPAKTUKYM [[J1s1 mpuKItaiHOTO
6akanaspuata / .H. Ky3nenos ; Ky3uenos U. H. - 3-e uzn. ; nep. u gorm. - Mocksa : FOpaiiT,
2017. - 461 c. - (Beicmiee o6pazoBanue). - URL: https://urait.ru/bcode/405882 (mata oOpareHus:
26.10.2021). - Pesxum noctyna: D1aeKTpoHHO-01OaMoTeuHast cuctema FOpaidt, U1t aBTopus.
MOJIb30BaTENEH. - DNEKTpOH. naH. - ISBN 978-5-534-04275-7 : 1059.00. Konuuectso: 0

3 KazakeBuu T. A. JlokymeHTOBeIeHHE. JJOKyMEHTAIIMOHHBIN CEpPBUC : YIEOHUK U MIPAKTUKYM /
T. A. KazakeBuu, A. U. Tkanuu. - 2-e u3a. ; ucnp. u gom. - Mocksa : FOpaiit, 2024. - 167 c. -
(Beicmiee obpaszoBanue). - URL: https://urait.ru/bcode/538386 . - Pexxum noctymna: DneKTpOHHO-
oubnuoTeunas cuctema FOpait, mis aBropus. mosib3oBateneit. - ISBN 978-5-534-06273-1 :
619.00. Konmnuectso: 0

y4eOHO-MeTOoAnYeCKas

1 JIsBoBa E. H. JlokymeHTanmonHoe obecrnieueHue cepsl Typuzma 1
TOCTENPUHUMCTBA : y4€OHO-METOANYECKOE T0COOKE MO0 OPraHn3alui U IPOBEICHUIO
CEeMMHAPCKHX 3aHATUH M CAMOCTOATEIBHOM pabOThl CTYICHTOB MO AUCIUIINHE IS
MOAroTOBKM OakanaBpoB 1o Hampasienuto "Typusm" / E. H. JIbBoBa ; Yal'V,
@OI'HuCT. - 2019. - 3aru. ¢ skpana. - HeonmyOnukoBaHHBIH pecypc. - Pexum
nocryna: ObC Yul'V. - Teker : anexktponssiii. Konnuectso: 1
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Ipogheccuonanvubie 6azsbi Oaniblx, UHHOPMAYUOHHO-CHPABOYHbIE CUCTHEMbL

1. DaekTpoHHO-0HOIHOTEYHBIE CHCTEMBI:

1.1. ITu¢posoii odpazoBarenbublit pecype [PRsmart : anextponHo-OubiHoTEYHAs cHCTEMA !
caiit / Q00 Kommanus «Ait [Tu Ap Menuay. - Capartos, [2024]. — URL: http://www.iprbookshop.ru.
— Pexcrm JlocTymna: [ys 3aperucTpup. moab3oBarteliet. - TeKeT | AaNeKTpOHHBIH.

1.2. OGpazoatenpras mnargopma IOPAWT : ofpasoBatensubiii pecype, aeKTpOHHAs
oubmmotexa : caiir / OO0 DnextponHoe m3narensetso «KOPAWT». — Mocksa, [2024]. - URL:
https://urait.ru . — Pexxum gocTyma: IuIs 3apeTHCTPUD. NTOJIb30BaTeNeH. - TeKeT : SNeKTPOHHEII.

1.3. baza pansbix «OnexkTponuas Oubimortexka texuuueckoro BY3a (3BC «KoncympTaHT
CTYJEHTa») : JNeKTpPOHHO-OHOmHoTeuHas cucteMa @ caiit / OO0 «Iloautexpecype». — Mockpa,
[2024]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexxum nocTyna: Aas 3apeTHCTPHD.
noJb3oBaresnei. — Teker : aNeKTpOHHEBIH.

1.4. Koucynprant Bpavua. JnexTpoHHAs MeAWUIMHcKas OHOnMHoTeka : 6a3a MaHHBIX : caifT /
000 «Beicmias wIKOJA OpPraHW3alMi W YIPaBIeHHs 2ApaBooXpaHeHHeM-KoMmmexcHsrit
MEAMLMHCKHHE KoHcanTHHI». — Mocksa, [2024]. — URL: https://www.rosmedlib.ru. — Pexum
JIOCTYIIA: JUISl 3aperucTpup. noiib3oearenell. — TeKeT | anmeKTpOHHBIH.

1.5. Bospimas MeauiipHCKast OHOIHOTEKA : DIEKTPOHHO-OubmoTeynas cucteMa : cafit/ 000
«bykary. — Tomck, [2024]. — URL: https://www.books-up.ruw/ru/library/ . — Pexunm moctyna: ans
3aperucTpHp. monk3oBartenei. — TexcT : aMexTpoHHEIH.

1.6. OBC Jlaub ; anmexrporno-OubmmoTeunas cucrema : caiit / OO0 3BC «Jlaub». — CaHkr-
Tlerepbypr, [2024]. — URL: https://e.Janbook.com. — PexuMm mocTyma: s 3aperHCTPHD.
monb3oBatesied. — TeKCT : 3JIEKTPOHHEBINA.

1.7. DBC Znanium.com : 2JIeKTPOHHO-OHOMHOTeUHAs cucTeMa : caiT / OO0 «3HaHHyMY. -
Mocxkna, [2024]. - URL: http://znanium.com . — PexxuM focTyna : 118 3aperucTpup. oAb30BaTeNleH.
- TexeT : ANEKTPOHHBIH.

2. Koucyasrantllnroc [DnexTponHBI pecype]: copaBouHas mpapoBas cucteMa. / 000
«KoncymnpranT [lntoey - Dnexrpon. nas. - Mocksa : KoncyasrantlLmoc, [2024].

3. eLIBRARY.RU: nayunas osnexTponHas Oubmmorexa : caiitr / OO0 «Hayynas
DOnekrpondas bubmorexkan. — Mockea, [2024]. — URL: http://elibrary.ru. — Pexxum fgoctyma : ams
aBTOPH3. IIONB30BaTeNeH. — TeKcT : aneKTpoHHbIH

4, @egepaibHan rocyfapcTBeHHas HHPopmanHounas cucerema «Hanuonaabnas
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	Задание по ФЗ РФ от 27 июля 2006 г. N 149-ФЗ
	«Об информации, информационных технологиях и о защите информации»
	Письменно ответить на вопросы:
	1. Какова сфера действия данного ФЗ?
	2. Руководствуясь статьями ФЗ, объясните значение понятий: информация, информационные технологии, документированная информация, электронное сообщение, предоставление и распространение информации, обладатель информации.
	3. Каковы принципы правового регулирования отношений в сфере информации, информационных технологий и защиты информации
	4. Дать общую характеристику информации как объекта правовых отношений.
	5. В каких случаях электронное сообщение признается электронным документом?
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	8. Какова ответственность за правонарушения в сфере информации, информационных технологий и защиты информации?


