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1. HEJIb OCBOEHUSA JUCHUIIJINHBI

Llenpto  ocBoeHHMs  aucHUIUIMHBI  «IIpaBoBbIE  OCHOBBI  JAEATEIBHOCTH H
JOKYMEHTO00O0pOT B MpoeCCHOHANBHON cdepe» sABisgercs: HOpMUPOBAHNE TEOPETUIECKUX
3HAaHUH O MPABOBBIX OCHOBAX NEATENFHOCTH W MPUHIUIAX HCIOJIB30BaHHS MPABOBOTO U
JOKYMEHTALIMOHHOT0 00€eCIIeYeH s U JOKyMEHTO000pOTa Mpo(ecCHOHATBHON 1eATEIbHOCTH
B chepe Typusma.

2. TPEBOBAHMUS K PE3YJIBTATAM OCBOEHUSA JUCHUIIJINHBI

OcBoenne quctuiuinHbl «[IpaBoBbIe OCHOBBI JAESATENBHOCTH U JOKYMEHTOOOOpOT B
npodeccuoHanbHOM cepe» HampaBiieHO 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 JUCHUTIIIMHBI)

CriocobeH ompenensaTb Kpyr 3aaad B
paMKax MOCTaBJICHHOW IENW U BBIOMPAThH
VK-2 ONTHMAJIbHBIE CIIOCOOBI MX PEIICHHS,
UCXOJIs U3 ICHCTBYIOMINX MPABOBBIX HOPM,
MMEIONINXCS PECYPCOB U OTPaHUYCHUI

Cnocoben  (opmMupoBarh  HETEPIHMOE
YK-11 OTHOLICHHE K KOPPYNLIHOHHOMY -
TIOBEJICHHIO

OIIK-6.1  OcymecTBiuser HOUCK U
000CHOBAaHHO MPHUMEHSIET HEOOXOAUMYIO
HOPMATHUBHO-TIPABOBYIO JIOKYMEHTAIIHIO C
YU4ETOM PETJIAMEHTOB MEXTYHAPOIHOTO
mpaBa AN JAEATEIbHOCTH B H30paHHOU
npodeccuoHaIbHON 00J1aCTH;

OIIK-6.2 CobmtoaeT 3aKOHOAATEIHCTBO

CriocobeH NpUMEHSTh 3aKOHOJATENBCTBO
Poccniickoit @enepannn, a TakkKe HOPMBI

OIIK-6 MEKIYHAPOIHOTO npaBa IpHu . o
YHApO P PHpocenitckoit denepannn u
OCYIIECTBIICHUN npodecCuoHaTbHON
MEXIYHapOJAHOE TMpaBO B  o0nacTu
NEeATEILHOCTH
Typu3Ma O TPEIOCTaBICHUU TYPUCTCKUX
YCIIYT;
OIIK-6.3 O0ecrieunBaer

JOKYMEHTOOOOPOT B  COOTBETCTBUH C
HOPMAaTUBHBIMU Tpe6OBaHI/I$IMI/I.

[IKO-4.1 Opranuzyer IIPOLIECCHI
oOcmy>)kMBaHUsI TMOTpeOUTENe HAa OCHOBE
Criocoben OpraHHU30BaTh IIPOLIECC |aHAIM3a MEXAYHApPOAHOIO PBIHOYHOIO
oOcyXUBaHUS MOTpeOUTeNell Ha OCHOBE |CIpOca U MOTPEOHOCTEN TYPUCTOB, IPYTHX
[IKO-4  |HOpMaTHBHO-NIPABOBBIX AKTOB, C YYETOM [3aKAa3YMKOB YCIYT;

3arpocoB norpedureneil u npumeHenuem |[1KO-4.2 Usyuaer TpeboBaHMs TypHCTOB,
KJIMEHTOOPUEHTUPOBAHHBIX TEXHOJIOTUH  |aHAJIN3 MOTHBAILNH crpoca Ha
peanuzyemble poccuiickue u
MEXAYHAPOIHBIE TYPUCTCKUE IPOAYKTHI,




Hudgp

KoMmnerennus

(B pamMKax JaHHOW JUCHUTUINHBI)

NHauKaTopsl 10CTHKEHUS
KOMIIETeHIINH

I[IKO-4.3. BpiOupaer W  IpUMEHSCT
KIIMEHTOOPUEHTUPOBAHHBIE  TEXHOJIOTHU
TYPUCTCKOTO 0OCTYKHBAaHUSI.

3. MECTO JUCHUIIJIMHBI B CTPYKTYPE OII BO

JlncuurinHa

«ITpaBoBbIE

OCHOBBI  JCATCIIBHOCTH H I[OKYMCHTOO60pOT B

npodeccuoHanbHOM chepe» oTHOCUTCS K 0a30BOI KOMIIOHEHTE 00s13aTeNIbHOM YacTu OJIoKa
b1 OIT BO.

B pamkax OIl BO oOyuarommecss TakKe OCBaWBaIOT JPyrue TUCHUILIAHBI H/WIH
MPaKTUKH, CIIOCOOCTBYIOIIME JOCTHIXKEHUIO 3aIlIJaHUPOBAHHBIX PE3yJIbTaTOB OCBOCHUS
TUCIUTITAHEI «[IpaBOBbIE OCHOBBI JICATEIBHOCTH U JIOKYMEHTOO0OPOT B IPO(eCcCHOHAITBHOM

cheper.

Tabnuya 3.1. Ilepeuenv xomnonenmos OIl BO,

3anj1aHUpOBAaAHHbIX PE3YIbmMaAmMo6 OC60EHUA ducuunﬂuﬂbl

CnoCco6CmeyIowWUx 00CMUNCEHUTO

IIpeamecrByroumue IHocaenyromme
ludgp Haumenosarie zlnpc::nn.lmngl/wlll(l)z[y I[l/ICI[I/IIIJII/Ii[l)IZI/I\I’iIOHyJIH,
KOMTIETCHIMH JIN, IPAKTUKH™ NPAKTHKH™
YK-2 Cnocoben  ompenensats | Her e MeHemKMEHT OpraHu3anui
Kpyr 3aJad B paMKax npodeccuoHanbHOM chepsl
MOCTaBJICHHOW [LEMH | e Typucrckue GopMaIbHOCTH
BBEIOMpATh ONTHUMAJILHEIC e Pa3pa6oTka U IPOJBIKEHNE
CIoco0bl MX pelIeHus, TYPHCTCKOTO TIPOYKTa
MCXOJIs M3 ICHCTBYIOIIHMX e Hasoroseie cucremsl
IIpaBOBBIX HOPM, 3apyOeXHBbIX CTpaH
HUMEIOLIMXCS PECyPCoB 1 o  VuyeGHas mpakTHKa
OTpaHNHCHIN e [Ipou3BoACTBEHHAs MTPaKTUKa
e JloaroroBka M 3amuTa
BBIITYCKHOMN
KBATH(UKAIIMOHHON PabOTHI
VK-11 | YK-11. CrocobeH | Her e [loaroroBska u 3ammra
dhopmupoBaTh BBIITYCKHOM
HETEPIIMMOE OTHOILIEHUE KBTM(DUKAITMOHHOU pabOTHI
K KOPPYIIIUOHHOMY
IIOBE/ICHUIO
OIIK-6 | Cmocoben npumeHsTs | Her e (CranmapTuzanus,
3aKOHOAATEIHCTBO cepTuduKams ¥ KOHTPOJIb
Poccuiickoit ®enepanuu, Ka4yecTBa YCIyT B
a TaKKe HOPMBI npodeccuoHaIbHOM chepe
MEXIyHapOAHOIO IpaBa e [IpeanpuHUMATENBCTBO B
npu OCYILIECTBJIECHUH npodeccuoHabHOU chepe
npo(ecCHOHANBHOI e Typucrckue popmaabHOCTH
ACATEIILHOCTH e TexHoJOrUM OpPraHU3aNnN
BUJIOB TypH3Ma




IlpenmecrByrommue IHocaenyrommue
Hudgp Haumenosanue [lI/IpCIilI/IHJII/IHZI/IV]IJ(l)I[y I[l/ICIII/IHJII/Iill}IZI/;JOHyJIH,
KOMIeTEeHIHH - %
JIM, TPAKTHKH NPaKTHKHU
e [Ipou3BOACTBEHHAS MTPAKTUKA
e [IpennumuioMHas mpakTHUKa
e [loaroroBka u 3amura
BBIITYCKHOM
KBAJTM(PUKAITMOHHON pabOTHI
IIKO-4 | Cnocoben opranuzoBats | Her e IlpodeccuonanbHas 3THKa U
nporecc O0OCITy>KUBAHUS ITHKET
HOTpe6I/ITeJ'IeI71 Ha OCHOBEC ° CTaHI[apTI/ISaLII/ISI,
HOPMAaTUBHO-TIPAaBOBBIX cepTuduUKaIus 1 KOHTPOJIb
aKTOB, C y4eToM KauyecTBa yCIyr B
3aMpocoB MOTPEOUTEICH npodeccHoHaIBHOM chepe
H IIPUMCHCHUEM e Typucrckue popmaabHOCTU
KHHGHTOOPHeHVTHPOBaHH e [Ipou3BOACTBEHHAS MTPAKTHKA
bIX TCXHOJIOTHH e IIpenaumioMHas NIpaKTHKa
e IloaroroBka u 3ammura
BBIITYCKHOHN
KBATHM(UKAIIMOHHON PabOThI

* - 3aTIOJIHACTCS B COOTBETCTBUH ¢ Marpuieil komrerenuuit 1 CYIT OIT BO
4. OFBEM JUCHUIIJIMHBI 1 BUbI YUYEBHOM PABOTbHI
O6H.[El$1 pr,IIOCMKOCTB JAUCHUITIIINHBI <<HpaBOBBIe OCHOBEBI JICATCIIBHOCTU n

JIOKYMEHTO000pOT B MpodeccuoHaIbHOM cepe» cocTaBiseT 4 3aUueTHbIC STUHUIIBI.

Tabnuya 4.1. Buov yuebnoii pabomer no nepuooam oceoenus OI BO ons OYHOH
¢opmbl 06yuenus

Buj yueOHoit padoThI BCEI'O, ak.u. Cer “rp
Konmaxmmnas paboma, ax.u. 34 34
B TOM YHUCJIE:

Jlexrmn (JIK) 17 17
JlaboparopHsbie pabots (JIP) - -
[MTpaktrueckue/cemunapckue 3ausatus (C3) 17 17
CamocmosmenvHnas paboma odyuawuxcs, ax.u. 74 74
Konmponw (sx3amen), ak.u. 36 36

aK. . 144 144
O0mas TpyA0eMKOCTb JMCIUILTTHHBI B—— 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:
Jlexrmu (JIK) | 30 | 13 | 17




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

KonTakTHas padora, aK.4. 60 26 34
Jlaboparopubie pabots (JIP) - - -
[Tpaktrueckue/cemunapckue 3anstus (C3) 30 13 17
CamocmosmenvHnas paboma 00yuawuxcs, ax.u. 30 28 2
Konmponw (3auem ¢ oyenkotl, 9x3amen), ax.u. 54 18 36
OO01asi TPY10€MKOCTh THCHUIIIHHBI ar. 1. 144 72 72

3a4.e]1. 4 2 2

Tabnuya 4.3. Buow yuebnoii pabomsi no nepuodam oceoenus OIT BO ona 3SA09YHOH

dopmwvi 06yuenus™

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

Jleximn (JIK) 8 8 -
JIaboparopubie pabots (JIP) - - -
[paktrueckue/cemunapckue 3ausatus (C3) 8 8 -
CamocmosmenvHnas paboma obyuarowuxcs, ax.u. 119 92 27
Konmponw (sx3amen), ax.u. 9 - 9
OO0mas Tpy10eMKOCTb JHCIUILTHHBI a1 144 108 36
3a4.e]l. 4 3 1

5. COAEP KAHUE JUCHUIIJINHBI

Tabnuya 5.1. Codeporcanue oucyuniunvl (M00yis) no eudam yueorol pabomol

CocTaB ¥ OCHOBHO€ COJIEpKAHHE JIEHCTBYIOIIETO
3aKOHOJATEILCTBA  Poccuiickoi Qenepauun U

MEXKIYHApOAHBIX aKTOB, PETYIUPYIOIIUX TYPUCTCKYIO
JIEATENbHOCTD.

Tema 3. MexnyHapoaHO-IIpaBOBOE
peryJIupoBaHue Typu3Ma.  MexIyHapoaHOe
MPaBOBOE pETyJIUPOBAHUE TypuU3Ma U TYpPUCTCKOU
JIEeATEIbHOCTH. MexnayHapoiHble  OpraHH3aluu.
Opraam3anus  O0benunenHbplx  Hammit  (OOH).

HaumenoBanue Buj yueonoii
Conep:xanue pa3jaena (TeMbl) %
pa3jiesa IUCHUIINHBI padoThl
Paznen 1. Temal.Benenue Ilenu w 3agaun yuyeOHOH
[TpaBoBbIE OCHOBBI JuciuIuinHbl.  «IIpaBoBble OCHOBBI JAESTEIBHOCTH U
TYPUCTCKOHN JIOKYMEHTOO0OpOT B mpodeccHoHalIbHOM cdepe» B
JeSITeIbBHOCTH cucteMe Npo(ecCHOHATBHOM MOATOTOBKU. YUeOHO-
METOANYECKOe 00ecTIedeHNe AUCIUIITNHBI.
Tema 2. HcTouHMKM TpaBOBOrO oOecrevyeHus
PO ECCUOHAIIBHON JIEATETHHOCTH B TYPU3ME.
Hctounnku  (popMbl  BBIp@XEHHS)  IPABOBOTO
obOecrieueHHs NPO(ECCUOHATBHON JAESITETbHOCTH B
TYpU3ME. JIK, 113




HaunmenoBanue
pasaesia TUCUMILIHHbBI

Conep:xanue pazaena (TemMbl)

Bup yueonoii
padoThI™*

Bceemupnas Typuctckas opranumszauus (FOHBTO).
Bcemupnas OpraHu3aLys 3IpaBOOXPAHEHMUSL.
Bcemupnas toprosas opranusauusa. Hekommepueckue
OpraHu3aluu B chepe Typu3Mma.
HemnpaBurenscTBeHHbIE MEXIYHapOIHbIE
oprausauuu.  MexXIyHapoIHbIE  PErHMOHAJIBHBIE
TYPUCTCKHE OpraHU3aLUH.

MexayHaposHble J0TOBOpel B cdepe TypusMa.
YHuBepcalbHbIE MEXIYHapOIHbIE JIOTOBOPBI.
Pernonansubie MEXIyHapOJHbIE JIOTOBOPBHI.
JIByCTOpOHHUE MEXAYHAPOAHBIE JOTOBOPBI.

Tewma 4. l'ocynapcrBeHHoe perympoBaHue
TypHUCTCKOM nestenbHocTU B Poccuiickoit denepanuu.
KoHCTUTYIIMOHHBIE OCHOBBI TYPUCTCKOM €SI TEIbHOCTH
B Poccuiickoit ®enepanun. denepanbubiii 3akoH «O0
OCHOBAaX TYPHUCTCKOW nesTenpHOCTH B Poccuiickoi
Denepanun».

[TpuHIMIIBL rOCyIapCTBEHHOTO peryJIMpoBaHus
TYpPUCTCKON nesrenbHOCTU. lloiHOMOYMST OpraHos
rocyjnapcrseHHoM Bnactu Poccuiickoin denepanuu B
chepe TypHu3Ma. [Tonrnomoums OpraHoB
roCyJapCTBEHHON Biactu cyOwbekToB Poccuiickoit
denepanii MO CO3JAHHUIO OJATONIPUSATHBIX yCIOBHMA
Il pa3BUTHSL Typu3Ma B cyObekTax Poccuiickoit
denepanuu. IIpaBa OpraHoB MECTHOT'O
CaMOYTIpaBJIEHUsT TIO0 CO3JaHUI0  OJaroNnpUsTHBIX
YCIOBUM IS pa3BuTUs Typusma. Llenu, npuopuretHeie
HalpaBJ€HUsT W CINOCOOBI  TOCYIAapCTBEHHOTO
pEeryJIMpOBaHUs TYPUCTCKOMN JAEATEIBHOCTH.

Tema 5. TexHuueckoe peryiupoBaHue B
TypusMe [loHATHE TEXHUYECKOro peryjJupoBaHUs B
TypU3Me. Cranpaprusanus. Opransl,

OCYILECTBIISIOLINE CTAHAAPTU3ALMIO U CEPTUDHUKALIHIO.
Bunael nokymMeHTOB 1o craHaaptusauuu. [lonstue
cranaapta. Bwuasl  crapmaptoB.  Cepruduxanus
TYPUCTCKUX YCIIYT.

Knaccudukanus 0OBEKTOB TYPUCTCKOW HHIYCTPHUHU.
Knaccudukamus ~ rocTHHMIL «Ilonoxxenne o
KJaccu(puKanuu TOCTUHUI. Knaccudukanus
TOPHOJIBDKHBIX Tpace, KIacCU(pUKAIM IUIHKEH.

Tema 6. [IpennpuHuMarenbckas IesTeIbHOCTh B
typusme. [IpaBoBoe TMOJIOKEHHUE TYpOIEPATOPOB H
TypareHToB. [loHsTHE MPEIIPUHUMATETBCKON

nesaTenbHOCTH B cdepe  Typusma.  CyOBEKTHI
IPEIIPUHUMATEIBCKOM AEATEIbHOCTH B  TYpPHU3ME.
WuauBuayanbHblil npeanpuHumarens. KOpuandeckoe




HaunmenoBanue
pasaesia TUCUMILIHHbBI

Conep:xanue pazaena (TemMbl)

Bup yueonoii
padoThI™*

JULO. Opranu3alnoOHHO-IIPABOBbIE bopmbI
o0Opa3oBaHus Opuandeckoro yuna. ['ocynapcTBeHHas
perucTpanys PUINIECKOro JINLA U HHIUBUAYAIBHOIO
peANPUHUMATEIA.

Typoneparopel u TypareHtsl. IIpaBoBoil craTyc
TypOIIEpaTOPOB U TYPareHTOB U APYIUX HOPUANYECKUX
JIULL, OCYILECTBIISIFOIIMX JEATEILHOCTD 110 OpraHu3aluu
MyTEUIECTBUH.

VYcnosus OCYILIECTBJICHUS TypOIepaTOpCKOn
JnesATebHOCTH.  EnunHblid  deaepalbHBIi  peecTp
TypOIEepaTOpOB.

Tema 7. ['paxx1aHCKO-IIPaBOBOE PETYIMPOBAHUE
JIOTOBOPOB B TYpU3ME. I'paxxnancko-npaBoBoe
peryJimpoBaHue TYpPUCTCKOH JIEATEIILHOCTH.
I'paxxnanckuii koaekc Poccuiickoi denepanuu.
[TonsTne  nmoromopa. Conepkanre  JI0roBOpa.
CyliecTBeHHbIE  YCIOBMSL ~ JOroBopa.  MOMeEHT
3aKiIoueHus: oroBopa. Kiaccudukanuu 10TOBOPOB.
@®opma poroBopa. Craguum 3aKIIOYEHHUS JOTOBOPA.
Odepra. Akuent. BrizoB Ha odepry. IlyOmmunas
odpepra. OcHOBaHHUS H3MEHEHHS WIH PACTOPKEHUS
noroBopa. OAHOCTOPOHHHMI OTKa3 OT JIOrOBOpa.
Pacropxenne noroBopa B CBSI3U C CYLIECTBEHHBIM
U3MEHEHUEM 00CTOSTEILCTB.

Buner noroBopoB B cdepe TypusMa M TYpUCTCKOH
JIEATEIIbHOCTH. Horosop Ha TYPUCTCKOE
obOciyxuBanue. JloroBop o peanuszaii TypUCTCKOTO
npoaykra. MdopMHpoBaHHWE TYPHUCTCKOTO MPOIYKTA.
JloroBopsl TyponepaTopa ¢ TPETbUMHU JIMIIAMHU.
[IpaBoBBIE OCHOBBI (HOPMHUPOBAHHS U TPOJBUKEHUS
TypHucTCKOTo npoaykra. IIpenmer gorosopa. CTOpOHBI
noroBopa. CyllecTBeHHbIE yClIOBUS foroBopa. dopma
noroopa. Ilpunoxenuss k  poroBopy. Jluct
OpOHUPOBaAHUS K JOTOBOPY peasn3aIliy TypPIPOIYKTA.
JloroBopsl MexAy TyponepaTopoM M TYpareHTOM.
Arentckuii gorosop. JloroBop mopydenus. Jlorosop
KOMHCCHH.

Tema 8. 3amura paB norpeOuTenei
TypUCTCKHX yciyr. Mcrounukun IPaBOBOTO
pEerylvpoBaHHUs ~ OTHOILIEHUH 1O  3alm[uTe IpaB
notpeduteneit. 3akoH Poccuiickoit denepanuu «O
3amMTe npas notpedurenei». IlpaBo norpedurens Ha
kauecTBO yciayrd. IIpaBo Ha Oe30macHOCTb YCIyTH.
[IpaBo Ha wuHpopMmammio 06 ycuyre. IIpaBo Ha
cBOOONHBIN BBIOOp ycayr. IIpaBo Ha Bo3MelIeHHE
Bpena npu okazanum ycayr. IlpaBo Ha 3amury




HaunmenoBanue
pasaesia TUCUMILIHHbBI

Conep:xanue pazaena (TemMbl)

Bup yueonoii
padoThI™*

HApyLICHHBIX MpaB mnoTpedutens. OpraHuzanuu 1o
3alUTe MpaB NOTpeOUTENeH.

[IpaBa TypuctoB. OOS3aHHOCTM TYpPUCTOB. 3amuTa
npaB Typucra. OObeAMHEHUS TYPUCTOB.

bezonacHocTe morpebuteneir. OOecrnieueHne JTUIHOM
0€30MacHOCTH M COXPaHHOCTH HMYyIlecTBa. Puck.
daktopsl pucka B TypuzMe. CrocoObl yMEHBIICHUS
ypoBHsL pucka. HMudopmupoBanue 00  yrpose
0€301acHOCTH B MeCTE BPEMEHHOT'O PEObIBaHMUS.
CrpaxoBanue  morpebuteneii.  IloHsTue,  BUIBI
ctpaxoBanus. @opmbl cTpaxoBanus. CTpaxoBON pHUCK
U cTpaxoBoii cimyyaii. JloroBop crpaxoBanusi. CTOPOHBI
noroBopa crTpaxoBaHus. CylIECTBEHHbIE YCIIOBUS
JIOTOBOpA  CTPAaxOBaHHs. YCIOBUS OCBOOOXKIIECHUS
CTpaxoBIIMKAa OT BBILJIATBl CTPAaXOBOH CYMMBI.
Oco0eHHOCTH CTPaxOBaHHs TYPUCTOB.

Paznen 2.
JIoKyMEeHTO000POT B
npoQecCHOHAIbHON

chepe

Tema 9. JlokymeHTO000pOT B cucreme
JOKYMCHTAIlMOHHOTO ~ O0ECIeYeHUs]  yNpaBIICHUS
opranuzamueii B cpepe typusma  [lonsarue
JOKYMCHTAIlMOHHOTO ~ O0ECIeYeHUs]  yNpaBIICHUS
opranmsanueii B cepe Typusma.

Jlenornpou3BoACTBO KaK NeSITeIIbHOCTD,
oOecrneynBaroiast JIOKYMEHTHUPOBAHHUE,
JIOKYMEHTOOOOPOT, ~ ONEepaTHMBHOE  XpaHEHHE U
UCTIOJIB30BaHUE TOKYMEHTOB.

Tema 10. JlokyMeHT. YmpaBiieHHE JOKyMEHTaMU
Nudopmanus. JJokymeHTHpOBaHHAs MH(OpPMAIIHSL.
JIOKyMEHT: TIOHATHE W  CYIMHOCTb. DyHKIUM
JIOKYMEHTOB.

Knaccudukanus JIOKyMEHTOB. Od¢unnanbHbIi
JOKYMEHT. ApXUBHBIH JIOKYMEHT. OJIEKTPOHHBII
JIOKYMEHT.

VnpaBieHue JOKyMEHTaMHM KaK  JIeSITeNbHOCTb,
o0ecTieunBaroOIasl pealn3anuio eIMHON TTOJUTHKA H
CTaHJApTOB 10 OTHOLICHHIO K JIOKyMEHTAJIbHOMY
dboHIYy OpraHu3aIuy.

VYuudukanus. Crapaaptuzanus. JJoKyMEeHTHpOBaHHUE.
CnocoObl TOKyMEHTHPOBAHHUS.

Tema 11. Opranmsanys padOTHl C JTOKYMEHTaMH.
Jokymenroobopor TpeGoBanuss K odopMICHHIO
OJ1aHKOB U pekBU3UTOB. OO0mIMe TpeOOBaHUS K TEKCTY
nokymenta.  OcobeHHOCTHM — si3blKa,  CTHIA U
pelaKTUPOBAHHS O(PHUIIUATBHBIX JTOKYMEHTOB.
Odopmiienne  ympaBieHYeCKUX (OpraHU3allMOHHO-
paclopsAUTENbHBIX) TOKYMEHTOB.
Opranu3anoHHO-TIPaBOBbIE JIOKYMEHTBHI.
Pacniopsaurenpapie  okymMeHTHL. MH)opmanmonHo-

JIK, 113




HaunmenoBanue
pasaesia TUCUMILIHHbBI

Conep:xanue pazaena (TemMbl)

Bup yueonoii
padoThI™*

CIIpaBOYHbIE JOKYMEHTHI. llepenucka. PazHoBuaHOCTH
JIETIOBBIX ITUCEM.
JlokymenTupoBanue
onepanui.
JloroBopHo-11paBoBas JOKymMeHTauus. Jl0BEpeHHOCTH.

(rHAHCOBO-XO03HCTBEHHBIX

Tema 12. JIOKyMEHTO00O0POT. DNEeKTPOHHBIN
nokymeHtoobopor  Ilonarue  mokymeHTOOOOpOTA.
O0beM TokyMeHT000opoTa. JJOKyMEHTOIOTOK.
BryTtpennuii nokymeHToo6opoT. HomeHnknaTypa aen.
®opmupoBanne  gen. OmnepaTuBHOE  XpaHEHHE
JIOKYMEHTOB. Y HUYTO)KEHUE TOKYMEHTOB. XpaHEeHUE U
y4eT apXUBHBIX JIOKYMEHTOB.

TunoBble TEXHOIOTUN O0PAOOTKHU TOKYMEHTOB.
OOpaboTka HCXOOANIMX U BXOISIIUX JIOKYMEHTOB.
Perucrpamus TOKyMEeHTOB, KOHTPOJIb 32 UCIIOTHEHUEM
JIOKYMEHTOB ¥ MIPUHSATHIX PEIICHHM.

DJEeKTPOHHBIA J0KyMeHTo0O0opoT. KouBeprauus wu
MUTpanys (3MEKTPOHHBIX JOKYMEHTOB).

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

npakmuveckue 3aHAaAmus.

6. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHHUE JUCHUIIJIMHbI

Tabauya 6.1. Mamepuanvno-mexuuueckoe obecneyerue OUCYUNIUHbL

Cnenmnanu3upoBaHHoOe
yueOHOe/1adopaTopHoe
Tun aynuropuu OcHaleHue ayIMTOPUHU 06(;:; ii;?;?:’ngﬂo "
OCBOCHMS TUCHHUIITHHBI
(pu HEOOXOMMOCTH)
Microsoft
A . | l'apanT
yIUTOpUS Ul TIPOBENEHUA  3aHIATHU Koscysbrant [hoc
JIEKIHOHHOTO  THIIA, OCHALICHHAs KOMIUIEKTOM | 0o 2 [MS Corp
JlexumoHHas CHeUaIn3upOBaHHON Mmebenu; JOCKOM (OS, Windows)
(3KpaHOM) W TEXHHYECKUMH  CpEACTBAMHU MS(,)ffice Pr(,)fessional
MyJIBTUMEANA TPE3CHTALUH. Plus (o(ucHbIe
npunoxenns, MSOffice)
.. | Microsoft
Aynuropus Uil TPOBEACHMS]  3aHATHI Tapant
CEMHUHApPCKOI0 THUIIA, IpYIIOBBIX u Koncyntant [Toc
MHAMBUAYATBHBIX  KOHCYNBTALMH,  TEKYIIETO | \nnodoie 7 |MS Corp
CeMuHapckas KOHTPOIIL M  NPOMEKYTOMHOH  aTTecTaluH, (OS, Windows),
OCHANICHHas KOMIIEKTOM CIEIMATU3UPOBAHHON | \hcyeeive”  professional
mebenu W TEXHWMECKUMH  CPEACTBAMM | o o (o(ucHbIe
MyJbTUMEANA MTPE3ECHTAIHH. npunoxerus, MSOffice)
Jns Aynuropust Ui camocTosITenbHOUW — paboTel | Microsoft
CaMOCTOSITENIbHOM | oOyuaronxcs (MOXeT ucnosb3oBatbes ans | [apant




CrnenuaJn3upoBaHHOe
yueOHoe/J1adopaTopHoe
odopynoBanmue, I10 n
Tun aynuropun OcHanleHue ayIuTOpHu MaTepHATBI 4151
OCBOEHHS THCIUITHHBI
(pu HEOOXOUMOCTH )
paboThI [IPOBECHUS CEMHUHAPCKUX 3aHATUI u | Koncynprant Ilntoc
00yJaroIuxcst KOHCYyNIbTallMii),  ocHameHHas  komiutekrom | Windows 7 KMS Corp
CrenuaIu3upoBaHHoMi MeOenu u kommnbioTepamu | (OS, Windows),
¢ mocryrnom B DMOC. MSOffice  Professional
Plus (oducubie
npuioxenns, MSOffice)
7. YYEBHO-METOANYECKOE n NHO®OPMAIINMOHHOE

OBECIIEYEHUE JUCIUIIJIMHBI

Ocnognas numepamypa:

1. byropckuii, B.I1. [IpaBoBoe U HOpMATHBHOE PETYJIMPOBAHUE B HHIAYCTPUU
TFOCTENIPUUMCTBA: YYEOHMK W TPAKTHUKyM [UIsl akajaeMuuyeckoro OakanaBpuara / B.IL.
byropckmii. — MockBa: WzmatensctBo IOpaiit, 2019. — 165 c¢. — (bakamasp.

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

2. Hoponuna, JILA. Opraouzanyss W TEXHOJOTUS JOKYMEHTAllHOHHOTO
oOecrieyeHus yrpaBieHHs: y4eOHUK U MPAKTUKYM JUIsl akajieMuueckoro 6akanaspuara/ JILA.
Hoponuna, B.C. HpurukoBa. — MockBa: U3zgarensctBo FOpaiit, 2019. — 233 c. —

(bakanaBp. Akagemuueckuii Kypc). — ISBN 978-5-534-04568-0. — Tekcrt: ameKkTpoHHbIH //
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 FOpaiir [caiit]. — URL: https://www.biblio-online.ru/bcode/438177

Jlononnumenvuas numepamypa:

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

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

6. Bockpecenckuii, B.FO. Mexaynapoansiii TypusMm: yuebHoe nocobdue / B.1O.
Bockpecenckuil. - 2-e u3a., nepepab. u gon. - Mocksa: FOnutu-/lana, 2015. - 462 c.: un.,
TalJ1., cxeMbl - bubmuorp.: 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 [Onexkrponnbli 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 ®Depeparnuu. -
OpenbOypr: OI'Y, 2014. - 102 c.; [Dnexrponnsii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=330484

0. Kopnees, UK. JlokymeHnTanmonHoe odecneuenue ynpasiaeHus + tectsl 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 oopazosanne). — 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 1o Typusmy, 2014. — 336 c.

11. Tpycora, H.M. CtpaxoBanue B Typusme: yue6Hoe nocobue / H.M. Tpycoga;
MunucrepctBo KyiabTyphl Poccuiickoit ®enepamnuu, KeMepoBCKuil rocyaapcTBEHHBIN
WHCTUTYT KyJbTypbl, ColMalbHO-TYMaHUTAPHBI WHCTUTYT, Kadeapa sxoHOMHUKU
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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http://biblioclub.ru/index.php?page=book&id=330484
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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).

PASPABOTYUKMU:

JloeHT, K.1.H. T.FO. Kpamaposa
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