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1. HEJIb OCBOEHUSA JUCHUIIJINHBI

Llenpto  ocBoeHHMs  aucHUIUIMHBI  «IIpaBoBbIE  OCHOBBI  JAEATEIBHOCTH H
JOKYMEHTO00O0pOT B MpoeCCHOHANBHON cdepe» sABisgercs: HOpMUPOBAHNE TEOPETUIECKUX
3HAaHUN O MPABOBBIX OCHOBAX NESATENFHOCTH W MPUHIUIAX HCIOJIB30BAHHS MPABOBOTO H
JOKYMEHTALIMOHHOT0 00ecIeYeH s U JOKyMEHTO000poTa MpodeccuoHanbHON 1EATENbHOCTH
B chepe Typusma.

2. TPEBOBAHMUS K PE3YJIBTATAM OCBOEHUSA JUCHUIIJINHBI

OcBoenne quctuiuinHbl «[IpaBoBbIe OCHOBBI JAESATENBHOCTH U JOKYMEHTOOOOpOT B
npodeccuoHanbHOM cepe» HampaBieHO Ha POPMUPOBAHUE Yy OOYHAIOIIUXCS CIEAYIOIINX
KOMITETCHITNH (4acTh KOMIETEHIINMN):

Tabnuya 2.1. Ilepeuenv komnemenyutl, popmupyemsvix y 00y4arouuxcs npu 0C80eHuUU
OUCYUNIUHBL (Pe3YNbmambl 0C80eHUsL OUCYUNTIUHDL)

NuaukaTopsbl J0CTHXKEHUS
HIudp KomMnerennus KOMIIETEeHIINH
(B pamMKax JaHHOW TUCIUTIIIUHBI)

CnocobeH ompenensaTb Kpyr 3aaad B
paMKax MOCTaBJICHHOW IeNM M BBIOMPATH
VK-2 ONTHMAJBHBIE CIHOCOOBI HMX pELICHUS,
MCXO/S U3 ICHCTBYIOIIMX IPABOBBIX HOPM,
MMEIOLIUXCS PECYpPCOB U OTPAaHUYCHUI.

Cnocoben  ¢opMHpOBaTH  HETEPIIUMOE
YK-11 OTHOILIEHHE K KOPPYNIIHOHHOMY -
MTOBEJICHHIO.

OIIK-6.1. OcymecTBaseT MOUCK U
000CHOBAaHHO NMPUMEHSET HEOOXOIUMYIO
HOPMATUBHO-TIPABOBYI0  JOKYMEHTALIHIO
JUIs  JIeATENIbHOCTH B M30paHHOM
CrniocobeH NpUMEeHSTh 3aKOHOJATENbCTBO  |MIPO(eCCHOHATBHON 00I1acTH

Poccuiickoit denepannu, a takxe HopMel |OIIK-6.2. CoOnrogaer 3akOHOAATEIBCTBO

OIIK-6 MEXKIYHapOIHOTO mpaBa pu |Poccuiickoit @enepannn, a TakKe HOPMBbI
OCYILIECTBICHUHU npodeccroHaIbHOM |MEXTYHAPOAHOTO 1paBa pu
NEeATEIbHOCTH. OCYLIECTBICHUU npodeccuoHaTbHON

NEATEITbHOCTH
OIIK-6.3. ObecneunBaeT

JOKYMEHTOOOOPOT B  COOTBETCTBHH C
HOpPMAaTHUBHBIMU TPEOOBAaHUSIMH.

[IKO-5.1. PazpabarbiBaeT BHYTpPEHHHE
CTaHJApTBl M PErJIAaMEHThl MPOIIECCOB
0OCITy’)KUBaHUS Ha YPOBHE TIOPA3ICIICHUS
Crniocoben obecrieunTs (pOpMHUPOBAHUE U |OpraHU3ALUU

BHEJIPEHHE KOPITOPATHBHBIX n30paHHOU Cephl ACITEITBHOCTH

[TKO-5 cTaHzapToB M peryiameHToB mponeccoB [[IKO-5.2.  Ob6ecneunBaeTr  BHeIpeHUE
00CITy)KNBaHUS, COOTBETCTBUS | pa3paOOTaHHBIX OTEYECTBEHHBIX "
OTpAacJeBBIM CTaHAapTaM CepBHUCaA. MEXTyHAPOIHBIX CTaHJapTOB u
pEriIaMeHTOoB B PAaKTUYECKYIO
JeSITeIbHOCTh  OpTaHU3allMi  U30paHHOM
npodecCuoHATBHON chepbl




Hudgp

KoMmnerennus

NHaukaTopsbl JOCTHXKEHUS
KOMIIETeHIINH
(B pamMKax JaHHOW TUCHUTIIUHBI)

I[IKO-5.3. Opraamsyer paboty 110
MOJrOTOBKE M TPOXOXKJICHUIO MPOLECTYPHI
COOTBETCTBUS JeWCTBYIOMINM
00IIeOTpacueBbIM M MEXKIYHAPOIHBIM
CTaH/apTaM M CUCTeMaM CepTU(PHUKALNY HA
YPOBHE JIeTIapTaMEHTOB (CIYyk0, OT/IEI0B)
OpraHHU3aLUH

MEXIYHAPOAHOH chephl rocTenpuuMCTBa.

3. MECTO JUCIMIIJIMHBI B CTPYKTYPE OII BO

Jucuunnmnza

«IIpaBoBbIE

ACATCIIPHOCTH U

JOKyMEHTOOOOpOT B

npodeccruoHanbHON cepe» OTHOCUTCS K 0a30BOI KOMITIOHEHTE 00s3aTeIbHON YacTH OJIoKa
b1 OII BO.

B pamkax OIl BO oOyuarommecss TakXe OCBaWBaIOT JPyrue TUCHUILIAHBI H/WIH
MPaKTUKH, CIIOCOOCTBYIOIIHME JOCTHIKEHHUIO 3aIlIJaHUPOBAHHBIX PE3yJbTaTOB OCBOCHUS
qucuUIiHbl «[I[paBoBbIE OCHOBBI IEATEIBHOCTU U IOKYMEHTOOOOPOT B IPO(eCcCHOHATBHOM

cepey.

Tabnuya 3.1. Ilepeuenv xomnonenmos OIl BO, cnocobcmeyrowux 0ocmudiceHuo
3aniaHUpOBAHHbBIX Pe3YIbMamos8 0C80EHUS OUCYUNTUHBL

HanMenoBanme HpenmecrByrommue Hocaenyrommue
In HCIUIJIMHBI/MO, UCHUNJIMHBI/MOYJIH
bp KOMIIeTeHIIUH el *le et *le ’
JI, TPAKTHKH NPaKTHKHU
HET - Knaccudukanuonnas skcnepTusa
U ayauT NOpeanpuatuii  cdepsl
Crnocoben  ompenensTh Y peap (ep
< saiay B pamKax TrOCTETIPUHUMCTBA
HI()) }c,;aBJIeHHOITI nemn  m - MenemxMeHT OpraHu3aun
BBIOMPATh ONTHUMAJILHBIE MpOheCCHONATBROM Chepe!
K-2 p6 - Opranu3zanus TOCTHHUYHOTO JIeJia
YK- ;2233:;3 Hzﬁcfgmeglgz - TexHonoruu TOCTUHUYHOMU
MPaBOBBIX g yI120 M AACATCIRHOCTH
que}omnxm ec CO]I;I/; - YueOHa] NpaKTHKa
or aHquHHﬁp P - [IpousBoicTBEHHAs! TIPAKTUKA
p ' - [TonroToBka u 3ammTa BbITYCKHOM
KBAJTM(HKAIIMOHHON paboThI
CriocoGeH (OpMHpOBATE Her -HonFOTOBKanaaufHTa BBIITYCKHOH
VK.l | Herepmmmoe oTHomeHHe KBAJTM(PUKAIIMOHHON pabOTHI
K KOPPYIIIUOHHOMY
MOBEJICHUIO.
Crnocoben npumeHsTs | Her - Crangaptuzanusi, cepTUdUKaus
2
3aKOHOAATEIHCTBO U KOHTpOJIb KadecTBa YCIyr B
OITK-6 Poccuiickoit denepanum, npodeccronansHOM chepe
a TaKKe HOPMBI - MexnayHapoaHble CTaHIApThl U
MEXIyHApOAHOTO TIpaBa yIpaBJeHUE KAYECTBOM yCIIyT
pu OCYIIIECTBIICHUH




IlpenmecrByrommue Hocaenyromue
HIugp Haumenosanue [lI/IpCIilI/IHJII/IHZI/IV]IJ(l)I[y I[l/ICIII/IHJII/Iill}IZI/;JOHyJIH,
KOMIIeTeHIIUH - *

JIN, IPAKTHKH NPaKTHKHU
npodeccnoHanbHOM -Knaccuduxkanmonnas skcrneptuza
NESTEIbHOCTH. U ayAuT TPeAnpHusITHid  cdepsl

rOCTEPUUMCTBA
- [Ipon3BoacTBEHHAs IPAKTUKA
- [IpennunioMuas mpakTuka
- [logroroBka u 3amuTa BITYCKHON
KBATHM(UKAIIMOHHON PabOTHI
Her - Cranpapruzanus, cepTuduranus
Crnocoben o0ecneunThb U KOHTpOJIb KadyecTBa YCIyr B
(dbopMupoBaHue u npodeccuonansHOM chepe
BHEJpPEHUE - MexnayHapoaHble CTaHIApTHl U
KOPHOPaTUBHBIX yIpaBieHUE Ka4eCTBOM YCIyT
[IKO-5 | CTaHnapTos u -Knaccuduxanmonnas skcrnepTusa
pErJaMeHToB IPOLIECCOB U ayauT Opennpustuid - chepsl
o0cCTyKUBaHUS, rOCTENPUUMCTBA
COOTBETCTBHS - [IpousBocTBEHHAs IPAKTHKA
OTpaclieBBIM CTaHAapTaM - [IpenunioMHuas mpakTuka
cepBHuca. - [loaroroBka u 3aniuTa BBITYCKHON
KBATM(UKAIIMOHHON PabOThI

* - 3aTIOJIHACTCS B COOTBETCTBUH ¢ Marpuiei komrereHnuid u CYIT OIT BO

4. OFBEM JUCIHUATILIANHBI 1 BUJbI YYEBHOM PABOTHI

OOmas TPYJOEMKOCTh  JUCIUTIIAHBI

«IIpaBoBBIE OCHOBBI

AJCATCIIBHOCTH U

JIOKYMEHTO000pOT B podeccuoHaIbHOM cepe» cocTaBiseT 4 3aUueTHbIC STUHUIIBIL.

Tabnuya 4.1. Buov yue6noii pabomer no nepuooam oceoenus OI BO ons OYHOH
gopmbl 06yuenus

Buj yueOHoit padoThI BCEI'O, ak.u. CeMle “p
Konmaxmmnas paboma, ax.u. 34 34
B TOM YHUCIIE:

Jlexrmn (JIK) 17 17
Jlaboparopusbie pabots (JIP) - -
[Mpaktrueckue/cemunapckue 3ausatus (C3) 17 17
CamocmosmenvHnas paboma odyuawuxcs, ax.u. 74 74
Konmponw (ox3amen), ak.u. 36 36
06 aK. . 144 144

1asi TPY10€MKOCTh TUCHUILIHHBI S—— 4 4

Tabauya 4.2. Buowsl yuebnoti pabomor no nepuodam oceoernuss OIl BO ona OYHO-
3AOYHOH opmwvl 0Oyuenus™

Buj yueOHoii padoThl BCEI'O, ak.4. | Cemectp | Cemectp
1 2
KonrakTHasi pa6ora, ak.4. 60 26 34
B TOM 4HUCIJIC:




Buj yueOHoi padoThI BCEI'O, ak.u. | Cemectp | Cemectp
1 2

KonTakTHas padora, aK.4. 60 26 34
Jlexmmn (JIK) 30 13 17
Jlabopatopubie pabots (JIP) - - -
[Tpaktrueckue/cemunapckue 3anstus (C3) 30 13 17
Camocmosmenvras paboma 00y4aOwWuxcs, ax.u. 30 28 2
Koumponw (3auem c oyenxoil, 3x3ameHn), ax.u. 54 18 36
OO01masi TPY10€MKOCTh THCHUIIIHHBI A%t 144 12 72

3a4.el. 4 2 2

Ta6nuya 4.3. Buowl yuebnoii pabomsr no nepuodam oceéoenus OIT BO ona 3A0THOU

dopmvl 006yuenus™

Bup y4yeOHoii padoThI BCEI'O, ak.u. | Cemectp Cemectp
1 2
KonrakTHasi padora, ak.4. 16 16 -
B TOM YHCJIE:

Jlexmmu (JIK) 8 8 -
Jlabopatopusie padotsl (JIP) - - -
ITpaktrueckue/cemunapckue 3ausatus (C3) 8 8 -
CamocmosmenvHas paboma obyuarowuxcs, ax.u. 119 92 27
Koumponw (sx3amen), ax.u. 9 - 9
OO0mas Tpy10eMKOCTb JUCIHUIIIHHbI ax.1 144 108 36
3a4.el. 4 3 1

5. COAEP KAHUE JUCHUIIJIMHBI

Tabnuya 5.1. Cooeporcanue oucyuniunol (M00yis) no eudam yueorol pabomul

TypH3Me.
CocraB M OCHOBHOE COJEpKAHHE JEHCTBYIOLIETO
3akoHomarenscTBa  Poccuiickorn — Pepepauuu U
MEXIYHAPOAHBIX aKTOB, PETYJIHUPYIOLUIUX TYPUCTCKYIO
JESATEIBHOCTD.

Tema 3. MexnyHapoaHO-TIPaBOBOE
peryiaupoBaHue Typusma.  MexayHapoaHoe
IIPaBOBOE PETryJIUpOBaHUE TypH3Ma M TYPUCTCKOMN

HaunmeHnoBanue Bun yueoHnoii
Conep:xanue pasjaena (TeMbl) -
pa3fena IUCHHUIINHBI padoTsI
Paznen 1. Temal.BBenenue [letu w  3amaunm  yueOHOM
ITpaBoBBIE OCHOBBI JucuuIuinHel.  «IIpaBoBble OCHOBBI AESTEIBHOCTH U
TYpUCTCKOMN JIOKyMEHTOO00pOT B mNpodeccHoHaNIbHOU cdepe» B
JESATEIIBHOCTH cucreMe MpodecCUOHATbHONW TMOATOTOBKU. YueOHO-
MeToIm4Yeckoe o0ecredeHre TUCIUTIINHBI.
Tewma 2. Wctounuku mnpaBoBoro oOecnedyeHus
npodeCCHOHATLHOM 1eATENFHOCTH B TYpU3ME.
WUctounuku  (popmbl  BBIpaXKEHHs])  IPaBOBOTO
oOecrieyeHuss TNPO(PECCHOHANBHON JEATEIBHOCTH B JIK, 113




HaunmenoBanue
pasaesia TUCUMILIHHbBI

Conep:xanue pazaena (TemMbl)

Bup yueonoii
padoThI™*

JEeSATENIbHOCTH.  MexayHapoAHble  OpraHu3alMH.
Opraam3anus  OO0benunenHbplx  Hamwmit  (OOH).
Bceemupnas Typuctckas opranuzauus (FOHBTO).
Bcemuphas OpraHu3aIus 3JIpPaBOOXPAHECHMSL.
Bcemupnas toprosas opranusauusa. Hekommepueckue
OpraHu3aluu B chepe TypHU3Ma.
HenpaBurenscTBEHHBIE MEX1yHapO/IHbIE
opraHusanuu.  MexayHapoJHble  PETrHOHANbHbIE
TYPUCTCKUE OPraHU3alUH.

MexayHapoiHbele J0TOBOpel B cepe TypusMma.
YHuBepcaibHble MEXlyHapOIHbIE JIOTOBOPBHI.
PeruonanbHubie MEXTyHapOAHbIE JIOTOBOPBI.
JIByCTOpOHHUE MEKyHAPOIHBIE JOTOBOPBHI.

Tema 4. I'ocynapcrBenHoe peryiaupoBaHue
TypHUCTCKOM nestenbHocTU B Poccuiickoit denepanuu.
KoHCTUTYIIMOHHBIE OCHOBBI TYPUCTCKOM €SI TEIbHOCTH
B Poccuiickoit ®enepanun. enepanpabiii 3akoH «O0
OCHOBAaX TYPHUCTCKOW JesTenpHOCTH B Poccuiickoin
denepanuny».

[TpuHIIMIIBL rOCyIapCTBEHHOTO peryJIMpoBaHus
TYpPUCTCKON nesrenbHOCTU. llonHOMOYMST OpraHos
rocynapctBeHHoOM Biactu Poccuiickoit @enepanuu B
chepe Typu3Ma. [TomHOMOUMS OpraHoB
rOCyJapCTBEHHON Biactu cyObekToB Poccuiickoit
denepanii MO CO3JAHHUIO OJIATONIPUSATHBIX YCIOBHM
Il pa3BUTHSL Typu3Ma B cyObekTax Poccuiickoit
denepanuu. IIpaBa OpraHoB MECTHOT'0
CaMOYTIpaBJIEHUsT TIO0 CO3JaHUIO0  OJaronpusTHHIX
YCHOBUU IS pa3BuTusA Typusma. Llenu, npuopuretHeie
HalpaBJ€HUsT W CINOCOOBI  TOCYIAapCTBEHHOTO
pEeryJIMpOBaHUS TYPUCTCKOMN JAEATEIBHOCTH.

Tema 5. Texuuueckoe peryivpoBaHue B
Typusme [loHSATHE TEXHUYECKOrOo pEerylupoBaHHs B
TypU3Me. Cranpaprusanus. Opransl,

OCYILECTBIISIOLINE CTAHAAPTU3ALMIO U CEPTUDUKALIHIO.
Bunael gokymMeHTOB 1o craHaaptu3auuu. [lonstue
ctangapta. Bwuasl  crapmaproB.  Cepruduxanus
TYPUCTCKUX YCIIYT.

Knaccudukanus 0OBEKTOB TYPUCTCKONW HHIYCTPHUHU.
Knaccudukamus ~ rocTHHMIL «Ilonoxxenne o
KJaccu(puKanuu TOCTUHUI. Knaccudukanus
TOPHOJIBDKHBIX Tpace, KIacCU(pUKAIMS IUHKEH.

Tema 6. [IpeanpunumaTenbCcKas AeITeIbHOCTh B
Typusme. [IpaBoBoe moJIOKEHHE TYypONEpaToOpoB U
TypareHToB. IloHsiTne MpEINPUHUMATETCKON

nesTenbHOCTH B cdepe  Typusma.  CyObeKThI




HaunmenoBanue
pasaesia TUCUMILIHHbBI

Conep:xanue pazaena (TemMbl)

Bup yueonoii
padoThI™*

NpEANPUHUMATEIIBCKON  JEATEIBHOCTH B TYpPHU3ME.
NunuBunyansubelil npeanpuHuMarelb. KOpuandyeckoe
JULO. Opranu3alnoOHHO-IIPABOBbIE bopmbI
o0Opa3oBaHus Opuandeckoro yuna. ['ocynapcTBeHHas
perucTpanus IOPUANIECKOro JUIA U UHIMBUIYaIbHOTO
peANPUHUMATEIA.

Typoneparopel u TypareHtel. IIpaBoBoil craTyc
TypOIIEpaTOPOB U TYPareHTOB U APYIUX HOPUANYECKUX
JIUI, OCYIIECTBISIOMINX JIEATeIbHOCTh 10 OpraHu3aIuu
MyTEUIECTBUH.

VYcnosus OCYILIECTBJICHUS TypOIepaTopCKoOi
nesitenbHOCTH.  Enunblii  denepanbHblii  peectp
TypOIEepaTOpOB.

Tema 7. ['paxx1aHCKO-TIPaBOBOE PETYIMPOBAHUE
JIOTOBOPOB B TYpU3ME. I'paxxnancko-npaBoBoe
peryjaupoBaHue TYPHUCTCKOM NI TeTLHOCTH.
I'paxxnanckuii koaekc Poccuiickoit denepanuu.
[Tonsitue  moroBopa.  CopepkaHue  JIOTOBOpA.
CyliecTBeHHbIE  YCJIOBHSL ~ JOroBOpa.  MOMEHT
3aKiIoueHus: oroBopa. Kiaccudukanuu 10TOBOPOB.
@®opma noroBopa. Craguum 3aKIIOYEHHUS JOTOBOPA.
Odepra. Axkuenrt. BoizoB Ha odepry. I[lyOonuunas
odpepra. OcCHOBaHHS H3MEHEHHS WIH DPACTOPKEHUS
noroBopa. OAHOCTOPOHHHMM OTKa3 OT JIOrOBOpa.
Pacropxenne a0roBopa B CBSI3U C CYIIECTBEHHBIM
U3MEHEHUEM 00CTOSATEILCTB.

Buner noroBopoB B cdepe TypusMa M TYpUCTCKOMH
NI TeTLHOCTH. Horosop Ha TYPHUCTCKOE
obOcnyxuBanue. JloroBop o peanus3aii TYpUCTCKOTO
npoaykra. DopMUPOBaHUE TYPUCTCKOTO TMPOJYKTA.
JloroBopsl TyponepaTopa ¢ TPETbUMHU JIMIIAMH.
[IpaBoBbIE OCHOBBI (HOPMHUPOBAHHS U TPOJBUKEHUS
TypHuCcTCKOTO npoaykra. IIpenmer gorosopa. CTOpOHBI
noroBopa. CyllecTBeHHbIE YCiaoBUs oropopa. @opma
noroopa. Ilpunoxenuss k  poroBopy. Jluct
OpOHUPOBaHUS K JOTOBOPY peasn3aIliy TypPIPOTYKTA.
JloroBopsl MexAy TyponepaTopoM H TYpareHTOM.
Arentckuii gorosop. JloroBop mnopydenus. Jlorosop
KOMHCCHH.

Tema 8. 3amura paB norpeOuTenei
TypUCTCKHX yciyr. Mcrounukun IPaBOBOTO
peryiaupoBaHMs OTHOLIEHMH TO  3allUTe IpaB
notpeduteneit. 3akoH Poccuiickoit denepanuu «O
3alMTe mnpas notpedurenei». IlpaBo morpedurens Ha
kagecTBO yciayru. [IpaBo Ha 0e30macHOCTh YCIYTH.
[IpaBo ©Ha wHbOpMamuio 00 ycuyre. IlpaBo Ha
cBOOOIHBIH BBIOOp ycuyr. IlpaBo Ha Bo3MelieHHe




HaunmenoBanue
pasaesia TUCUMILIHHbBI

Conep:xanue pazaena (TemMbl)

Bup yueonoii
padoThI™*

Bpena npu okasaHum ycayr. IlpaBo Ha 3amury
HApYILICHHBIX MpaB MnoTpedutens. OpraHuzauuud 1o
3aIUTE MPaB NOTpEOUTENEH.

IIpaBa TypuctoB. OO0S3aHHOCTH TYPHUCTOB. 3allUTa
npaB Typucta. O0beIUHEHUS TYPUCTOB.

be3onacHocth moTpeOuteneii. ObecriedyeHue JTUIHOM
0€30MacHOCT M COXPaHHOCTH MMYyIlecTBa. Puck.
daxTopsl pucka B TypuzMe. CrnocoObl yMeHBIICHHS
ypoBHs  pucka. HWubpopmupoBanue 00 yrpose
0€30MacHOCTH B MECTE BPEMEHHOT0 MpeObIBaHUS.
CrpaxoBanue  mnorpebuteneir.  [lonarue,  BHIBI
ctpaxoBanusi. ®opmbl cTpaxoBanus. CTpaxoBOl pHCK
U cTpaxoBoi ciyyail. JloroBop crpaxoBanusi. CTOpOHBI
noroBopa cTpaxoBaHus. CylIeCTBEHHbIE YCIOBUS
JIOTOBOpA  CTPaxOBaHUS. YCJOBUS OCBOOOXKICHUS
CTpaxoBIIMKA OT BBIJIATHl CTPaXOBOHl  CYyMMBI.
Oco0eHHOCTH CTPaxOBaHMsI TYPUCTOB.

Paznen 2.
JlokyMeHTO060pOT B
npodeccuoHaIbHON

chepe

Tema 9. JlokyMeHT0060pOT B cucreme
JIOKYMEHTAllMOHHOTO  O0ecleyeHusi  yIpaBJeHUs
opranu3zaiuei B chepe Typuzma ITonsTtue
JIOKYMEHTAllMOHHOTO  O0ecleyeHusi  ynpaBJeHUs
opranu3zaiuei B chepe TypusmMa.

JenonponsBoacTBo KaK JeSATEIbHOCTB,
o0ecreunBaroas JOKYMEHTUPOBAHHUE,
JOKYMEHTOOOOPOT,  ONEpaTHUBHOE  XpaHEHHE U
UCIIOJIB30BaHUE JOKYMEHTOB.

Tema 10. JIokyMeHT. YIpaBieHUe NOKYMEHTaMHU
WNndpopmanusd. JlokymeHTHpOBaHHAS HHPOpMAIIHS.
JIOKyMeHT: THOHATHE M  CyIIHOCTb. DyHKIUU
JIOKYMEHTOB.

Knaccudukanus JIOKYMEHTOB. OdunanbHbIi
JOKYMEHT. ADpPXUBHBI JOKYMEHT. OJEKTPOHHBIN
JIOKYMEHT.

VmpaBneHue  JOKyMEHTaMU  KaK  JESTEIbHOCTb,
oOecreynBaroIas pealu3alnio eAMHON MOJUTHKH U
CTaHJapTOB MO OTHOUIEHHIO K JOKYMEHTaJIbHOMY
(boHy OpraHU3aIHH.

Yaudukanus. Crangaprtusanus. J[okymeHTHpOBaHUE.
Crioco0bl TOKyMEHTHPOBAHUSI.

Tema 11. Opranuzanus paboThl C JOKYMEHTaMHU.
Joxymentoobopor TpeboBanus Kk odopmieHHIO
O0maHKOB U pekBU3UTOB. OO0mIHe TpeOOBaHUS K TEKCTY
nokymeHta.  OcCOOEHHOCTHM  fA3BIKA,  CTHISA |
pelaKTUPOBaHUS O(PHUIIUAIBHBIX TOKYMEHTOB.
Odopmienue ympaBiaeHYECKUX (OpraHU3aIMOHHO-
pacropsAUTENbHbIX) TOKYMEHTOB.

JIK, 113




HaunmenoBanue
pasaesia TUCUMILIHHbBI

Conep:xanue pazaena (TemMbl)

Bup yueonoii
padoThI™*

OpranuzanoHHO-IIPABOBbHIE JIOKYMEHTHI.
Pacniopsimutenbubie  JokyMeHTHL. MHbopManmonHo-
CIIpaBOYHbIE JOKYMEHTHI. llepenucka. PazHoBuaHOCTH
JIETIOBBIX ITUCEM.
JlokymenTupoBanue
onepanui.
JloroBopHo-11paBoBas JOKymMeHTauus. Jl0BEpeHHOCTH.

(HHAHCOBO-XO03HCTBEHHBIX

Tema 12. JIOKyMEHTO00O0POT. DNEeKTPOHHBIN
nokymeHtoobopor  Ilonsatue  noxymeHTooOOpoOTA.
O0beM 1oKyMeHT000opoTa. JJOKyMEHTOIOTOK.
Buytpennuii nokymentoo6opor. Homenknarypa aen.
®opmupoBanne  agen.  OmnepaTuBHOE  XpaHEHHE
JIOKYMEHTOB. Y HUUTO)KEHUE IOKyMEHTOB. XpaHEHHE U
y4eT apXUBHBIX JIOKyMEHTOB.

Tunosele TEXHOIOTMHU 00PAOOTKU TOKYMEHTOB.
O0OpaboTka HCXOOAMIMX M BXOASIIUX JOKYMEHTOB.
Perucrpanus JOKyMEHTOB, KOHTPOJIb 3@ UCIIOJIHEHUEM
JOKYMEHTOB M IIPUHATHIX PEIICHHH.

DNeKTpOHHBIH  ToKkyMeHTooOopoT. KonBeprauus u

MUTpanus (3MEKTPOHHBIX JOKYMEHTOB).

* _ sanonusiercst Tobko no QUHOM dopwme obyuenus: JIK — nexyuu;, JIP — nabopamopnvie pabomst; 113 —

npakmuveckue 3aHAmus.

6. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHHUE JUCHUIIJINHbI

Tabauya 6.1. Mamepuanvno-mexuuueckoe obecneyenue OUCYUNIUHbBL

Tun aynuropuu

OcHalenue ayIMTOpUU

Cneuuaau3npoBaHHOe
yueOHOe/1adopaTopHoe
odopynoBanmue, [10O n
MaTepuabl 1Js
OCBOEHHS THCIHUIIIMHBI
(mpu He0OXOAMMOCTH)

Microsoft
lapanTt

OCHAIIIEHHAs! KOMIUIEKTOM CIEIHATM3UPOBAHHOMN
Mebenu U TEXHUYECKHUMHU  CpPEICTBAMHU
MyJIbTUMEANA MTPE3CHTAIHH.

Aymutopust Ui TPOBENEHHs  3aHATUH Koncyntant [Toc

TEKIMOHHOTO  THIIA, OCHAMIEHHAS KOMIUIEKTOM | \rio i ve 7 KIMS Corp
JlexumoHHas CHenUalIn3upOBaHHON Mmebenu; JOCKOM (OS, Windows)

(3KpaHOM) W TEXHHYECKMMH  CpEACTBAMH MS(,)ffice Pr(,)fessional

MyJIBTUMEANA TPE3CHTALUN. PIUS (oucHbre

npunoxenns, MSOffice)
.. | Microsoft

Aynutopus Uil TPOBEACHMS]  3aHATHI Tapanr

CEMHUHApPCKOI0 THUIIA, IpYIIOBBIX U Koncynbtant [oc

WH/IMBU/LyQIbHBIX  KOHCYNBTAIMH,  TEKYMIETO |\ dove 7 KMS Corp
CeMuHapckas KOHTPOJISI W TIPOMEXYTOYHOM  aTTecTall|H,

(OS, Windows),

MSOffice  Professional
Plus (oducubIe
npuinoxenus, MSOffice)




CrnenuaJn3upoBaHHOe
yueOHoe/J1adopaTopHoe
odopynoBanmue, I10 n
Tun aynuropun OcHanleHue ayIuTOpHu MaTepHATBI 4151
OCBOEHHS THCIUITHHBI
(pu HEOOXOUMOCTH )
Microsoft
AyauTopus UL CaMOCTOSITEIbHOM  pabotsl | ["apaHT
Jnst oOyvaromuxcsi (MoxeT wucnosb3oBatbess it | KoncynbranT [lnroc
CaMOCTOSATENILHON | MPOBEIACHUS CEMUHAPCKUX 3aHATUH u | Windows 7 KMS Corp
paboThI KOHCYJIbTallMii),  ocHamieHHas  komiuiekroMm | (OS, Windows),
00yJaroIIuXCst crenuanu3upoBantoii Mmebenn u kommbiotepamu | MSOffice  Professional
¢ mocrynom B DMOC. Plus (oducubie
npuioxenus, MSOffice)
7. YYEBHO-METOANYECKOE n NHO®OPMAIIMOHHOE

OBECIIEYEHUE JUCIUIIJIMHBI

OcHognas numepamypa:

1. byropckuii, B.I1. [IpaBoBoe U HOpMAaTHBHOE PETYJIMPOBAHUE B WHIAYCTPUU
TFOCTENIPUUMCTBA: YYEOHMK M TIPAKTHUKyM [UIsl akajaeMmuuyeckoro OakanaBpuara / B.IL.
byropckmii. — MockBa: WznmatensctBo IOpaiit, 2019. — 165 c¢. — (bakamasp.

Axanemuueckuii kypc). — ISBN 978-5-9916-9313-4. — Tekct: snektponnsii // ObC
FOpaiir [caiit]. — URL: https://www.biblio-online.ru/bcode/437487

2. Hoponunna, JILA. Opraou3anyssi ¥ TEXHOJOTUS JOKYMEHTAllHOHHOTO
oOecrieyeHus yrpaBieHHs: y4eOHUK U MPAKTUKYM JUIsl akajieMuueckoro 6axanaspuara/ JILA.
Hoponuna, B.C. HpurukoBa. — MockBa: U3zgarensctBo FOpaiit, 2019. — 233 c. —

(bakanaBp. Akagemuueckuii Kypc). — ISBN 978-5-534-04568-0. — Tekcrt: ameKTpoHHbIH //
9BC IOpaiit [caiit]. — URL.: https://www.biblio-online.ru/bcode/433078

3. 3omoToBckuii, B.A. IlpaBoBoe perymmpoBanue B cdepe TypusMma: ydeOHOE
nocobue s By3oB/ B.A. 3omoroBckuit, H.A. 3omoToBckas. — MockBa: M3marenbcTBoO
FOpaiir, 2019. — 247 ¢. — (Yuusepcutetsl Poccun). — ISBN 978-5-534-02425-8. — Tekct
: anexktponnsiii / DBC FOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/438177

Llonoanumenvrnaa rumepamypa:

4. Anexkcee, C.B. IlpaBoBoe peryiupoBaHue  NpeapPUHUMATEIBCKON
nesitenbHOCTH: yaeOHoe mocooue / C.B. Anekcees. - Mocksa: IOuutu-/lana, 2015. - 502 c. -
(Dura lex, sed lex). - bubauorp. B kH. - ISBN 5-238-00634-9; [Dnexrponusrii pecype]. - URL:
http://biblioclub.ru/index.php?page=book&id=114493

S. bparanosckuii, C.H. IlpaBoBoe perynupoBanue Ttypusma B Poccuiickoit
®enepanun: yuebnoe nocoobue / C.H. bparanosckuii, M.C. bpatanosckas, C.A. Kouepra. -
Mocksa: [{upexkt-Menua, 2014. - 180 c. - ISBN 978-5-4475-0431-1; [DnekTpoHHBIN pecypc].
- URL: http://biblioclub.ru/index.php?page=book&id=239972

6. Bockpecenckuii, B.;O. Mexmynapoansiii Typusm: yuebnoe mocodbue / B.1O.
Bockpecenckuii. - 2-¢ uza., nepepad. u gom. - Mockpa: FOnutu-/lana, 2015. - 462 c.: un.,
Tab1., cxeMbl - bubnuorp.: c. 419-423. - ISBN 978-5-238-01456-2; [ DnekTpoHHbIH pecypc].
- URL: http://biblioclub.ru/index.php?page=book&id=114800



https://www.biblio-online.ru/bcode/437487
https://www.biblio-online.ru/bcode/433078
https://www.biblio-online.ru/bcode/438177
http://biblioclub.ru/index.php?page=book&id=114493
http://biblioclub.ru/index.php?page=book&id=239972
http://biblioclub.ru/index.php?page=book&id=114800

7. HaseiioBa, H.IO. IIpaBoBoe obecnieuenue cepBuca W Typu3Ma: MPAKTUKYM /
H.IO. J[laBrimoBa; MunuctepctBo oOpa3zoBanuss u Hayku Poccuiickoit ®epepauuu. -
OpenbOypr: OI'Y, 2014. - 102 c.; 10 xe [OnekrpoHnbii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=330484

8. HaseiioBa, H.IO. IIpaBoBoe obecnieuenne cepBuca W Typu3Ma: MPAKTUKYM /
H.IO. J[laBrimoBa; MunuctepctBo oOpa3zoBaHusi U Hayku Poccuiickoit ®epepanuu. -
OpenbOypr: OI'Y, 2014. - 102 c.; [Dnexrponnsii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=330484

0. Kopnees, UK. JlokymeHnTanmonsoe obecneuenue ynpasiaeHus + rectsl B ObC:
y4eOHUK U MPaKTUKYM Uid cpeaHero mnpodeccuonanbHoro odpaszosanus/ M.K. Kophees,
A.B. ITmenko, B.A. MamypuieB. — 2-e¢ uzn., nepepad. u gon. — Mocka: M31atenbcTBo
FOpaiit, 2019. — 384 c. — (IIpodeccuonansroe oopazosanue). — ISBN 978-5-534-05022-
6. — Tekct: amekrponnblid // DBC HOpaiit [caiit]. — URL: https://www.biblio-
online.ru/bcode/438491 .

10. IIpaBoBoe oOecrieyeHune Typu3Ma: YUeOHUK / KOJIJIEKTUB aBTOPOB; MOJ OOIII.
pen. E.JI. ITucapeckoro. — M.: @enepanbHOe areHTCTBO 10 Typusmy, 2014. — 336 c.

11. Tpycora, H.M. CtpaxoBanue B Typusme: yue6Hoe nocobue / H.M. Tpycoga;
MunucrepctBo KyiabTyphl Poccuiickoit ®enepamnuu, KeMepoBCKuil rocyaapcTBEHHBIN
UHCTUTYT KyJbTypbl, ColMaJbHO-TYMaHUTApHBI WHCTUTYT, Kadeapa 3IKOHOMUKH
counanbHoil cdepsl. - KemepoBo: KeMepoBckuil rocyaapcTBEHHbII MHCTUTYT KYJIbTYpBI,
2015. - 172 c. - ISBN 978-5-8154-0317-8; [Onextponnsiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=472725

Pecypcwi ungopmayuonno-menexommynukayuonnoti cemu « Mlumepnemy»:

1. ObC PY 1H u ctoponnne 3bC, k KOTOPBIM CTYACHTHl YHUBEPCUTETA UMEIOT TOCTYI
Ha OCHOBAHWH 3aKJIFOYCHHBIX JOTOBOPOB:

- DIIeKTPOHHO-OMOIMOTEUHAS cucrema PYJIH — 29bC PYJIH
http://lib.rudn.ru/MegaPro/Web

- ObC «YHuBepcuterckas Oubmuoreka onnaita» http://www.biblioclub.ru

- OBC HOpaiir http://www.biblio-online.ru

- OBC «KoncynpTant ctyneHta» Www.studentlibrary.ru

- OBC «JIanw» http://e.lanbook.com/

- ObC «Tpounkwuit moct»

- https://www.russiatourism.ru/ @enepanbHOE areHTCTBO MO TYPU3My MHHHCTEPCTBO
skoHOMUYeckoro pa3Butus Poccuiickoit @enepanuu (POCTYPU3M);

- https://www.gost.ru/portal/gost @eaepanbHOr0 areHTCTBa MO TEXHUUYECKOMY
peryJIupoBaHuIO U MeTpoJioruu. Pocctanmapt odpunmaibHbINA CalT;

- http://www.consultant.ru/ KoncynsrantlInroc opunmansueii caiir;

- http://www.garant.ru/ ["'apadt ouruanbHbIN CailT;

- https://kodeks.ru/ Konekc odunmaibpHbIi caiT;

- http://infolaw.su/ XKypnan «HpopmManmoHHOE TIPABOY.

2. ba3bl JaHHBIX ¥ TTOMCKOBBIE CHCTEMBI:

- OJIEKTPOHHBIH (DOHJ TPABOBOM W HOPMATHBHO-TEXHUYECKOW JIOKYMCHTAIMH
http://docs.cntd.ru/

- mouckoBas cucrema Sumgekc https://www.yandex.ru/

- mouckoBas cuctema Google https://www.google.ru/
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-pedeparrBHas 0aza JTAHHBIX SCOPUS
http://www.elsevierscience.ru/products/scopus/

Yuebno-memoouueckue mamepuanvt 051 cCamocmosmenbHol pabomosl 00VHaAOWUXCs
npu 0C80eHUU OUCYUNTUHBL/MOOYIA™

1. Kypc nekmmit mo mucrumumHe «[IpaBoBbIE OCHOBBI JACATEIBHOCTH H
JIOKYMEHTO000pOT B IpoecCHOHAITBHOM chepey.

2. Meroanueckue ykazaHUsl JJI CaMOCTOSITENILHOM paboThl O0ydaronuxcsi Mo
OCBOCHHUIO JTUCITUTUINHBI.

3. Metoauueckue PEKOMEHIAIMK 10 OOECHEYCHUIO JOCTYITHOCTH OCBOCHUS

porpaMMbl 00YJarOIUMHUCS C OTPAaHUYCHHBIMU BO3MOXXHOCTSIMU 37I0POBBS.
* - Bce Yy4eOHO-METOMUYECKHE MaTephalibl s CaMOCTOSTENFHOW pPabOThI O0YYArOMIMXCS
pasMeamTcs B COOTBETCTBUH C ICHCTBYIOIINM MOPSAKOM Ha cTpanuie qucuuiiniel B TYHUC!

8. OIIEHOYHBIE MATEPUAJIbI M BAJUIBHO-PEMTUHI OBAS
CUCTEMA OLHEHUBAHUA YPOBHA COPOPMHUPOBAHHOCTH
KOMIIETEHIIUHA ITO JUCIHHUIIJIMHE

OneHouHble MaTepuaibl W OaUIbHO-PEUTHHIOBas CHUCTEMa™ OLEHUBAHUSA YPOBHS
c(OpMHUPOBAHHOCTH KOMIETEHIIMH (4aCTH KOMIIETEHLIUI) 10 UTOTaM OCBOEHUS TUCLUTIINHBI
«IIpaBoBbIE OCHOBBI AEATEIBHOCTH U JOKYMEHTOOOOPOT B MpodhecCHOHANBbHON cdepe»

npeacTasieHsl B [Ipritoxkennu k HacTosime PaGoueli mporpaMMe TUCIUILIHHEI.
* - OM u BPC ¢opmupyroTcs Ha 0OCHOBaHWUH TPeOOBaHUI COOTBETCTBYIOIIETO JIOKAIFHOTO HOPMATUBHOTO
axta PY/IH (monosxeHus/Topsika).

PA3BPABOTYUKMU:

JoueHT, K.M.H. . | “’;,f ey, T.1O. Kpamaposa
HomxuocTts, BYII H('),urmcs' damvmmua 1.0.
HomxuocTts, BYII IMonmnuce dammmua 1.0.
JomxuocTts, BYII [Hoamuce damunusa U.0.

PYKOBOJ/IMTEJIb BYII.
3am. aupexropa no YMP ﬂ/,///})/C}' /(i/ JI.B. Kykauna
Hanmenosanne BYII v Hoﬂﬁ@% ®amunns U.0.
PYKOBOJUTEJIB OII BO:
Jouent kageapbl Typu3Ma H T.}O. Kpamaposa

TOCTHHHYHOIO J1eJIa QA VeypFon)
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