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1. IfoscHrrreJrbHarr 3anucKa

@e,qeparrruufi rocygapcrBeHHufi o6pasoBareJrbHrrfi oraugapr KaK coBo-

KynHocrb o6ssarenbHblx rpe6onanufi r'cpe4ueMy npo{eccnoHtrJrbHoMy o6paro-

BaHHIo no npoQeccvrr4.034700.03 - [elonpoll3BoAl,IreJrb orpe.qerrrer 10 uecrqenn

KaqecrBe clo*? ocBoeHl{f,. flpu stoIuOfOC CnO B qacru rpe6oaauutrt x pesyJrb-

raraM ocBoeHrlt opueHTHpoBaH Ha upncaoeune BbrlycKHHKy rnatnQuraptr

cpeguefi AJrr AaIrHofi npo{eecflvr.

@egepanurufi rocyAapcrneHnnfi o6pasonarenrnufi craHAapr AonycKaer
cerenylo $opony [oAroroBKI{ KBaJTI{SuqnponaHHbD( pa6o.rnx, cJryxarqux c uc:
roJlb3oBaulreM pecypcoB HecKoJIbKIrx o6pasonareJrbHbrx opraHu3aqr,rfi. B peilu-

3awv nporpaMMbl rroAroroBKn KB€lJrr{QuquponaHHbrx pa6o'lux c ucnoJrb3oBaHr,reM
ceresofi Qoprrau HaptAy c o6pasonareJlbHrlMr{ opraHr{3aT\uflvtu.MoryT fracrBoBarb
H LIHbIe opraHu3aquu, o6lagar6uue pecypcaMu, neo6xo4uMbrMr{ Arrr ocyqecrB-
IreHYrs. o6yueultr, rrpoBeAennt yrc6:nofi n npor.r3BoAcrseHHofi npaKruKr.r n Lrnbrx
BI{AoR yYe6Hoft AesrenbHocrrr, upeAycMorpeiunx nporpaMMofi uo4roroBKg KBa-
nurf nqupoBaHHbD( pa6o.rux.

B csxgz Q BbIIueu3JIoxeHHbItu ognofi I€ DraBHbrx 3aAaq, cro.rrqzx nepeA
o6pasonanueM, eQSexruBHocrbKoropofi. B HeMaJrofi creuenvr saB:agaT or KoHco-
IlJf^AaUnn ycwmlt craHoBurrcr QoprraupoBaHue roroBHocru BbrrrycKHlrKa K npo-
(feccuonatruofi AetreJlbHocrlt, qepes roJrfreuue pa6ovefi npoQeccnu, yvreunir u
HaBbIKoB xapaKTepI43yIoIIIHx flHrlHocrrryro ooquafirrsr,rpoBaHuocrb frarqerocs 10-
11 xraccos.

2. Xa pa rr-repncrrrKa npoQeccuona.nrnofi

Aefl TeJrbHocTrr BbInycKHHKa

O6bermnru upoQecclrouaJlbHofi gemeJrbuocru BFrrrycKHHKa ro upo6ec-
cHH 034700.03 ,{enonporl3BoA}ITerbsBrtrrorcr:AoKyl[eHTbr, cosAaHHbre nro6rru
cnoco6ou AoICyMeHTI{poBaHI,IrI;cncreMbr AoKyMeHTarIHoHHoro o6ecne.reHu.fi
ynpableuufricfipaBouHo-uu$opMarluoHuue' cpegcrBa rro y.rery r,r rroucKy AoKy_
MEHTOB.

C yverov cKa3aHHoro o6yvaroa\nfics. no npoQeccufi 034700.03 .{enoupo-
H3BOAHT9JI6 roroBtrrc , K cJfeAyIoqlIM BIga,M AerreJlbgocTr{: AoKyMeHTarIHoHHoe
o6ecneqegfie Aef,TeJrbnocrr{ opraHr,rcaqutrr AoKyMeHTvpoBaHue H opranusdftSoH_
Hax o6pa6orra AoKyMeHroB.

3. Tpe6onaHus K crpyrflype rporpaMMbr 
.

flporparraMa rlo npoQeccr,riffiffi 
t!.nonnolr3BoAurerrbrpeAycMarp'-

BaeT u3)^reHze cJreAyroqrx yre6nrrx IIHK.
ros:o6qenpoQeccuouanrxoro;npo0eccnoH€urbuororir pasAeJroB:Sr,rsrnvecxar
Kynbrypa;yve6nar [palmHKa;npou3BoAcrBeHrrzu upaKrr,rKa;rpoMexyrorrHas arre-
crartrur;rocyAapcTBeHHaJr r{ToroB€ur aTTecTaur{rl.



O6gsaren bnas. qacrr rporpaMMbr no npoif eccu u 03 47 0 0. 03,{eroup oI{38 o -

AgTeJrbcocraBJrser oKoJro 80% ot_ o6qero o6reua BpeMeHI,I, orBe,qeHHoro Ha oc-

BoeHHe. BapuarunHaf, rracrr. (orono 20 %) Aaer BosMoxHocrr pacrurrpennfl, Lr

(unu) yuySnenur roAroroaxu, oupeAeJrffercfl coAep)KaHHeM o6.sgarenrnofi 'rac-

ru. flpu 9ToM, BapuarilBHuu tlacrb opl,IeHTrrpoBaHa Ha IIoJrfreHHe AoIoJIHHTeJIr-

Hbrr( 3uaHufiu yuennfi, cuoco6cmylorql{x KoHKypeHTocnoco6uocru BLInycKHHKa B

cooTBeTcTBWn c SaTIpocaMH perHoHaJlbHoro pbIHKa TpyAa I,I Bo3MoxHocTtMI{ ilpo-

AoJIXeHI,ITI o6pasonannr.

[ucqnnlznrr, MeXAHcTIH[JrHHapHbre Kypcu u upo(peccuoHaJlbHble uoAy-

Jrr,r aapnarunnofi qacrn onpeAensrcTct o6pasonatemuoft opraHusaqu-

efi.O6qeupoQeccuosarrsufi yre6nrrfi qLIKJT cocrollr ns o6rqenpoQeccnoHzulb-

Hbrx Ar{cqvfi$r}r*, upoQeccnonamnufi yre6nrrft qI{Kn us upoQeccHoHanBHbIX Mo-

gynefi B coorBercrBl,ru c BrirAaMH AesrenrHocrn, cooTBercrByIoIrIHMv npucBaw-

saeN{ofi xnanuQnxa\*rfi. B cocras npoSeccuoHaJlbHoro MoAyn{ BxoAur oAuH uIrH

HecKoJrbKo MexAI{cqurrJI}IHapHbx KypcoB.

yre6no

OcsoeHue o6yraroulr{Mucr npoQeccnoHallbHbrx rrro4ynefi corpoBoxAaercrl

fi u (unu) npol,I3BoActseHHofi upaIcrHKaMI,I.

O6sgatelbHarr rracrb npoSeccuoHaJlbHoro yte6uoro IIHKJIa [peAyoMarpl{-

Baer r{3freur{e Aucqurrnunrr (<Eegouacuocrr xl{3ueAetrellbuocrl{>o6teuou 2 \a-

ca B HeAeJrro B rrepfioA TeoperurrecKoro o6yteunr (o6rsarcnruoft qacrz yre6urx

qunnon), lrs KoTopux 70 Yocne(yet Ha[paBI{Tb Ha ocBoeHne ocHoB soeHHofi

crryx6u.
4.Ile.ns H saAarIH AHcqHnnHHbI

4.1. I{em ocBoeHrlfl AHcqIrnJrHHbI

I-lenrrcusyrleHnr Ar{cqr{nJrunu <,{elouporr3BoAcrBo)) Bbrcryrraror npno6-

pereHr{e frarqr{Mr{cg 10-11 uaccos neo6xo4rnMblx 3HaHHfi, ytrreuuit u HaBbIKoB

no BbrnorlHeHHro opraHr,I3arlr{oHHo-TexHrlrrecKrlrx rpylrrqufi AoKyrueHTarlr{oHHoro

o6ecne.renr4s,AeflTeJIEHocrI,ropraul{3arlHf .

4.2. Y qedHbre saAarIH,qHcIInrIJrrrHbI

B parrlrax lqFpca o6ecne.IuBaerc.f, I{sfIeHIre }tqaIIIHMI,Ict clrcreMbr AoKy-

MeHTarIHoHHoro o6ecue.rennr AeflTe.rrbHoerrl opraurrgallur{ BKrrroqatorqefi:

o flpr4Hrrr,re u pen{crpawitr- rrocryllarcqefi KoppecroHAeHrIHH, dbnpaue-

Hr,re ee B cTpyrcrypHble [oApa3AeJlerrHr opraHl4sawni paccMoTpeHue AoKyMeHToB

n [epeAaqa w)< Ha HcEoJrHeHHe c ) reroM pesonrcqvu pyKoBo4urerefi opraHn3a-

qun; oQopMneHr{e perucrparlnoHHblx KaproqeK }I co3AaHne 6auxa AaHHLIx; BBe-

AeHI{e. KapTOTeKH } IeTa IIpOXOXA9HHI, AOKyMeHTaJIbHbIX MaTepHaJIOB; OcyqecrB-

JreHlre KoHrpoilc 3a [poxoxAeH]IeM AoKyMeHToB; ornpaBJreHr{e ucrroJrrreHuofi 4o-

KyMeHTarIHr{ 4ApecaraM c [prIMeHerrHeM coBpeMeHHbrx B]rAoB opraHugarluoHnofi

TexHHKH; cocraBJreuue H oQopureHr{e cnyxe6nrrx AoKWeHroB, Marepr{aJroB c

HcrroJrbsoBanr{eM (popuynxpoB AoKyMeHToB KoHrq)erHbx BHAoB.
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ilparrnvecnne pa6orrt.BeAenlle rcne$ouuoro pasroBopa, srerrpouHofi
repenr{cxu. flpaxrurqyM-TpeHuHr <BegeHr{e 4enonofi 6ecegru>

. a

Tepra l.4.Crpylcr!''pe* n ncnxoJloruqecKue a cneKTbr AeJro Boro

,( o6Iqennl.

Odfiiesne. Knaccu{vKapt. o6qeuar'Bocupuxrrre B rpoqecce o6ulesus.

.MexaHnsMbl B3aI{MonoHHMaHvfl, B o6qenuu. O6rqenue KaK B3ar,rMoAeficrnve.

IlcuxoloruqeoKne acIIeKTbI o6ueHzs. Oco6esgocrl,r AenoBoro o6utreuus .qeJro-
[poI,I3BoAHTeIrs,. Tuuu co6ecegnuKoB. Ponr flcuxoJrorfir{ B rroBbrrrreHur{ KyJrbrypbr

o6llleHus

[paxrn.recrcanpa6ota.CoctaBJleHlle An€rloroB c rrcnoJrbgosaHuer\,r rbx-

HHr o6ueHuc.

Terna 1r5. KoxSJrHKTbr B AeJroBou oduleuuu

KonQrutxt B AenoBot d6tq""un. KonQJrr{Kr rr ero crpyKrypa. Crparernx

IroBeAeHI{t r ronQmtrtnofi cnTya\vil. floseAeril{e n xonQJrilKre. flparnna roBe-

AeHuA n ronQrurKTax. Cnoco6u upeAorBpaqeHr{r rou{uurra.

ff pa rcrH.recKafl pa 6ora. Tpeuuur MexaHr.r3Mrr yflpaBn envfl ron{ruxrou.

Pas4e.n 2 Apxnnuoe Aeno
Teua 2.1. CosAaHHe rocyAapcrBenHoro apxnBHoro eon4a

Poccnficrofi Oe4epaqurl

O6paroranue Eguttoro focy4apcrBeHHoro apxuBHoro {ouga. Klaccusu-

KaIIu' AoKyl!(eHton. VupeXAeHI,Is, opraHl8arlHr,r, npeAnpuffrTvts9 MarepvaJrbr, Koro-
prre cocraBJrrror rocyAapcrBennuft apxurnrrfi QouA Poccufi crofi @egep a\nu.

Teua 2.2. Y npaBJreHne apxnBHbrM AeJroM
CucreMa apxuBHblx yqpexAeHuit s Poccnu. Bu4uapxlrBoB: rocyAapcr-

nennrtfi, BeAoMcrBennrrfi. Cerr roayAapcrBeHHbrx apxr{BoB. Oyuxquz BeAoMcr-
BeHHbrx, apxHBoB. HerocygapcrBeHubre apxr.rBbr.

floprgoK petMeqenvfl. I{ pexl{M xpaHenr{f, AorqyMeHroB; cnoco6n xpaue-
Hr.rr AorcyMeHToB.

Teua 2.3. 9rccneprnsa rleHrrocru,qorryMenToB

OcnosHrre npI,rHIIHnbI H KpHTepHn oKctrepru3br rleuHocrrr AoKyMeH-
tos.Ha3HaqeHue gKclleprlrsH. O6lque cBeAenug o6 opraHr&arluu palorbr eKc-
rlepruo-upoBepovHblx I{ eKclleprHbrx KoM}rccufi. flopr4oK [poBeAenvfl, srUn_qpru-
srt., Cporu xpaHeHLIrI AoIcyMeHToB. flepevun AoKyMeuTatrbHbrx Marepr,raroB co
cpoKaMfi xpaHeHHt

[panrnvecKafl pa6oTa. flparrua oQoplaneunr peyJrbTaroB oKcneprr.r3br
r{ AoKyrueHTbr.

Tepra 2.4, CucreMa HayqHo-cnpaBoquoro aflnapara K

. 3na.Iexfie cucreMbl

Horo Qonga,ee Qyrncquv

AOKyMeHTAM apx[Ba

HarrHo-cnpaBorrrroro amrapaTa K AOKyMeHTaM apxHB-
H COCTaB CUCTeMbI Ha) rHo-c[paBorrHoro annapaTa.
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KraccuQuKa\uc. c[paBorIHHKoB; TI{u6I I{ BHAbr apxuBrrbrx cnpaBoqHHKoB. Apxun-
HbIe olrficn. BnArr orrucefi; o6texrrt orrncanns,. OcnosHbre Tpe6oBauufl, K onuca-
HHIO apxJ,IBHbIx AoKyMeHTon, {atanoiru B apxl{Be.flousrue o cucreMe KaraJroroB
apxl{Ba. ABToMarH3LIpoBaHHbte dnQoprvrarlnoHHo-[oucKoBbre cucreMbr.

Ifparrnvecnlte pa6orbl. floprgor oQoprraneHr{r crpaBoK no AoKyMeHraM
apxlfl,;Ba. Iopr4or O{oprraneHHr onpaBoK.

Par4e.n 3. OcHosbr AenonporrsBoAcrBa
Tepra 3.1. r{e.rronporr3BoAcrBa KaK oAHa ur eyHnqnfi ynpaureHnfl

Kpatrar lrcroprr.f, craHoBJIeHrIt 14 pasrlkrrnfi, AeJro[pou3BoAcrBa B Poc-
clrn.HopMarHBHo - MeroAr{qecKarr 6asa genoupoH3BoAcrBa. ;

rrpa nrurreeKafl pa 6 ora, co craBJreHl{e ruTarHoro pacnuc anvfl,
Tena 3.2. OpraHrI3aII[t tpyla pa6orHHKoB cnyx6br AoKyMeHTarIHoHHoro

o6ecn'eqeH rr ynpa BJreHrfl (AOI|)

O6qne rpe6oBaHl{t K opraHusa\wr Lr ycrtoBusM TpyAa pa6oruuxoB cJryx-
6rr ,{OV. Opraun3allut H o6opyAoBaHl{e padouero Mecra Aenorpou3BoAr,rrenr.
(Dopuu opraHr{3arlnr.r AeJronpor{3BoAcrBa. Kareropuu yqpexAeHr.rfi. Crpyxrypa n

QyHrquu cJryx6lr Aoy. flpana r{ orBercrBeHHocrb cryx6br Aoy.
lpanrFlecKne pa6orbl, CoerasreHr{e AoJrxnocurofi HHcrpyKrlarvr Aero-

npor,r3BoAnTerrs.

Teua 3.3. OQopMnerrne percBrr3nroB AoKyMeHTo B
@opn'rymp - o6paseq opraHlmalluoHHo-pacnopsAr{reJrbHbrx AoKyMeHroB

(OPD. Bngn H HtrtHaqeHI,Ie 6naHroa. Tpe6oranvc, K AoKyMeHTaM npg HX pr3ro-
roBJIeHlrH Ha lleqaTaloultrx yctpofi crBax. flpaBuna oQopMJreHrrrr ocHoBHbrXpeKBr4-
sHToB AoKyMeHTou. flpanuJla oQopMJrerrr{f, AonoiruureJrbHbrxpexBr.r3}rroB AoKy-
MEHTOB.

IfpaxrnuecKne pa6orbr. O([opir,rneHr4e 6JraHKoB c yrJroBbrM H npoAonb-
HbIM pacllofioxeHue IuraM[a. O(foprraneHne ocrroBHblx peKBHsHToB AoKyrueHroB.
o0oprraneHr,re Ao[oJTHHTeJIrHEIx peKBI{3I{ToB .qoKyMeHToB.

Terna 3.4. cocraBJreH'e n oeoprvrneHrre cnyxe6Hbrx

AOr(yMeHTOB

Bugn u Ha3HaqeHHe cryNe6nrx AoKyMeHToB. cnpanovHo-
zuQopuaqHoHHaf, AoKyMeHT a\us. Clyxe6nue ttr{cbMa. Bugu cnyxe6nrlx .[tgceM.
flpanrua cocraBJreur{rr reKcra AeJroBoro ur{cEMa.

TelerpauMbl, TeJle0ouorparrrurr, Qarcu. ,{oxrragHbre r{ o6rscHrareJrbHbre
3anHcKI{. flpororoJl H BhlrrltcKa I,I3 [poroKoJla. CnpauoqHo-aH€rJrr,rrgqecK€rf, AoKy-
MeHrallrut. Crryxe6uar cnpanxa.Crryxe6nue aKTbr. {pyrue B}rAbr cnpaBoqHo-
aHulETusecrofi AoKyMeHTa\HH (cno4xa, garrn.Ieglre, orsBIB, flepeqeHr, cnncox).

PacnopxAnTeJrbHaJr AoKyMeHT a\ufl,. HagHa.renrre lr cocraB pacuop.sAuTenb _
uoft goryueHTaIIHH. flpuras uo ocHoBnofi gexreJrbHocrx lr Bbrnr{cKa rr3 npv1a3a.
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flnaHosaf, AoKy]reuTar\Hfr, HasHa.reHue v cocraB nnanosofi AoKyMeHTa-

quu. flpaBwra cocraBJlenns, 14. otf oprrlneHl{t rIJraHoBLrx AoIg {eHroB.

Pac.rerno-AeHexHar AoKyMeHT afiux. CocmsneHl{e u o Q oprr,rneHne pacrler-

Ho-AeHexnotAorcyueHTal{uu. Or.IetHag AoKWeHTaIIut. HagHa.reHI,Ie, cocraB, co-

craBJreuile'ii'oipopMJreHr,re orqerHblx AoKyMeHron. ,{oryruellrallufl KoMMepqecKHX

rrpeAnpr,rf,Tufi. BuArr KoMMeprrecrofi Koppec[oHAeHIIHH. Bneunreropronufi,qoro-

rop (ronrpar(r).

[panru.recKre pa6oru.CocraBJleHue u oQopMneu[Ie cnyxe6nrx rIHceM.

CocrasneHr{e u oQoprrrneH}re reJlerpaMM, reneifonolpaMM, {axcon. Coctauesnb

u o(fopnmeHr{e AoKrr4AHEx fi o6rscHr{TeJIbHbD( sarrlrcoK. CocrasneHve H o$op*r-

JreHHe [poroKonoB r{ Bbr[ucoK H3 nporoKoJla. Cocrasrenfie vr oQoprrueHr4e clry-

xe6nrx cupaBoK. Cocrasr€Erue u oQopMrIeHLIe cryNe6nux aKToB. CoctasneHue

u oQopuneur{e cBoAoK, ru*.it"nft, otsuBoB, flepeqnefi, cnucxos. CocraBJIeHI{e

u oQoprtrneHr{e [pr{KasoB no ocHoBuofi Ae.f,reJlbnocrn rr BbInI{coK K HHM. Coctan-

JreHlre[ o$oprrmeHr,re flporpaMMbl, flIrana, rpaifura, cxeMbl. QrfopitrreHue rrJla-

TexHoro rpe6onaullfi, trJrarexHoro uopyqeHurl, pacqerHbrr( tIeKoB. CoctasneHue H

o$opr"rneHue orqeros. CoffiaBJreHrre u oQoprraJleH[Ie KoMMepqecKI{x AoroBopoB.

Konrpolurar pa6ora no reMe <<CocrasfieHue n oQoprrrJleulre crryxe6nrx AoKy-

MEHTOB>

Tepra 3.5. OQopMJIeH He nagponofi AoKyMeHTaIIH H

(loKyMeHTaIIrr no JrtrrrHorvry cocrany)

Bugu fi Ha3HaqeHHe ragpoaoft AoKWeHTaqHH. flparnnacocraBJrenur vr

o{opvneH}rr rpyAoBoro AoroBopa. BnIu 3€ltBJIeHHfi n9 ruqHoMy cocrany. Co-

craBJreune u oQopMJIeHHe safBJIeHI{fi uo ill.InoMy cocraBy.

Jlla.rHaf, KaproqKa Qoplru T-Z.IIuqHufi rucroK rro 1nrery KaApoB. flpanuna

3aroJrHennr. flpanvlta Harrvrcanve, anro6uorpafuuu. flparura cocraBJreHuf, pe3ro-

Me. JIn.rHoe AeJro pa6ornura..Cocras AoKyrr[eHToB JrrrtrHoro Aena, Ilpanura BeAe-

Hrrt u 3a[OnHeIIUt TpyAoBbIx KHLIXeK.

Buecenze v3MeHeHHfi 
" 

rpyloBBre KHHXKT{. flpanuna BeAeH}r.fi xypHaJra

) rera ABr{xeHrrr rpyAoBblx KHI{xeK. Tpyloaofi crax, HeflpepbrBristtrru o6qnfi. '

BuAu npHKa3oB rto [HqHoMy cocran (upurae Ha yBonBHeHHe, [prreM, ne-

penog). Cocras peKBrl3t4Ton. flpanuJla oocraBnrcHfis, n oQoprraneuur.BHeodlr4e us-

veueuufi B TpyAoByIo KHnxKy. 3anomreuue x(ypuaJra ylera,qBHXeHr4r rpyAoBbrx

KHHxeK. OQoprr,menl{e npllK&toB no nrqHoMy cocraBy. Coctarneuue rpaQHKa or-

nycKoB pa6otuuron. KoutpoJIBHaJI pa6om uo reMe <<OcnosHire rpe6oBaHurr K

oQoprraneHrllo Kagposofi AoKyr{eHrallull>) Kourponbnas.pa6ora ro reMe <<flpanuna

tseAeHHr TpyAoBhrx KHlrxeK>

[panrnvecKne pa6oru. CoctasfleHlre ll o(poprraneuue rpyAoBoro .{oro:
nopaOQopMneHue 3atBJIeHHr o [pueMe, yBoJrbHeHr{r{, [epeBoAe, npeAocraBrreHtrtr

orrrycKa. 3anonneune rnvHoft raprourcu Qopuu T-2. 3anoJrHeHne Jrr{crKa no fre-



Ty KaApoB. CoctasneHre pe3rcMe v anro6norpaSuw. 3anonueHue rpygonofi
KHI,IXKH,

Tepra 3.6. Xpa Heniie rcagponofi. AoKyMeHTa rlrru

Xpaueuue nepcoHarrrsdff 
-R4gpoaofi 

AoKyMeHr a\wil. Tpe6onarur, npeAb-
tBJIteMbIS"{t- AocTyrry xa4pooofi4oKyMeHTalll{H flpanuna xpaHeuur rpyAoBbrx
KHI{xeK. 3aqzm [epcoHaJIqHbD( AaHHbrx pa6oruuros. Corracve ua o6pa6orKy
nepcoHanbHblx .qaHHbIX.

flpanruuecKne pa6oru. CoctasneH]re u o(fopnrneH[re coilracnfl Ha o6pa-
6orry nepcoHaJrrnbrx AaHHbrx pa6oruura.

Terra 3.7. opraHusarlns AonyMeHroodopora B opraHn3arlurr ,
O6qne [paBnna opraHI{saIIHH AolcyMexroo6opora B opraHr4saqnv. flpueu

u o6pa6orKa rrocryrrarculux AorqfrueuroB.
Perucrpaq*a u uHAeKcaql{t AoIryMeHToB. (Doplau perurcrpaqrrg AoKyMeH-

rcn.floprgoK rrpoxoxAenrrr co3AaBaeMrrx AoKyMeHToB. Kourponr r{crroJrHeuuf,

AoKWeHTos.HoMeHKIIarypa gen. Tpe6osaHux K cocraBJreHrirr, u o{oprvrJreHgro
HoMeHKJraryphr AeJr. Tpe6oraunr r Soprr,rupoBaHr{ro AeJr.

Ifpanrnvecnue pa6oru. O(fopnueHue xypHaJroB perncrparlzr{ BXoAr-
IIIHX H HCXOA'UIITX AOKYMETNOS.COCTABJIEHUE HOMEHKNATYPbI AEJI.

Parge.u 4. Opra nrrsarlnoHHafl TexHHKa

Teua 4.1. OpraHHsarIHoHH(FTexHHqecKHe cpeAcrBa

AeJtorrpo H3BoAHTenr c 6ynraxHofi unrfioprvra quefi

ConpeueHHble nnQoprraaquoHHble rexuoJrorr{r{ B ceKperapcKoM 4ene. Ou-
peAeJIeHLre cpeAcrB oprrexul{Kl,r, HffrHaqeHue, xlaccuQuKarlur. Tpe6onanr,rf, Tex-
HHKH 6esonacHocru TpyAa.

TexnngecKoe ocHaIrIeHI{e pa6overo Mecra AeJroupou3BoAr{Tenr. Cocras-
JIeHHe reKcroBElx AoKyMeHToB. ,{urctoQolrH€ur rexHHKa. Cpegcrna xpaHeHgr, no-
llcKa l{.TpaHcnoprl{poBaHnf, AoKyrueHToB. Texnu.recKne cpeAmna o6pa6orru 4o-
KyMeHTOB.

Teua 4.2. OcuoBHoe H AorlonHnreJrbHoe annaparnoe ooecnerreHne pa-
6oqero Mecra AenonponSBoA[TeJrfl .

Texnn'regKoe ycrpofimso nepcoHarrbHoro KoMflbrorepa. Vclpoficrso nno-
Aa reKcrosofi u rpa$u'recroft rEn$oprrlaqun. Vcrpoficrno BbrBoAa texclronoft u
rpaQuvecrofi uuQopMarlrr. Cpe4crno MyJTBTHM eAua, :iil

Ifpaxrn'lecKrre pa6otrr. BrtnonueHr{e ocnoBnbrx onepalnfi no BBoAy H
BbIBoAy reKcroBoft n rpaQnqecxofi unQoprraaquu. O6ecrteqeHne xpaHeHgr r.rH-
Qoprraaqul'I B KoMtrrlorepe. BunomleHr{e ocHoBHED( onepaqufi c Qafinarr,rvr u nan-
KaMn B orepaquounoft cucreMe Windows Xp.

Tepra 4.3. rruQopMarlufl n nnQopMarlnoHHoe o6ecneqeHre.
I'IuQoprraaqufl' H crpyKTypa q€ upegcraBJreHur B KoMrrrrcrepe. O6sop npg-

noxeuufi Office XP n npHHIIHTI pa6otrt B Hr{x. Vnunepcarusnfi reKcroBbrfi npo-

a
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qeccop Word XP. YHrsepcaJrbHas cncreMa o6pa6orrrr raflnvr.viHblx AaHHrIX Excel

XP. S
' '  

. t

BKH npe3e]Flra\Hir PowerPoint xP. Ysu-

rbePhotoshop. flporpaMMa opraHH3aIIHIl

ler.

Ilpanrn.recK[e pa6orbr. Brgenenne gJIeMeHToB Ta6[uIIbr. Mauunynx-

qru,r c ra6nnlaMu. BseAeHHe u rrorlcK 4Apeca f,rlefiKu. BsoA I{ peAaKrHpoBaHHe

AaHHbrx. I{cnonrgoBaHr{e Qynrquu,aBTo 3aIIoJIHeHEg. Onepa\uvr c sJIeMeHTaMH

Ta6nurlbr. BrrpanHuBaHue u pa:lMellleHlre AaHHbD(. Ooprr,rarupoBaHne ra6rHIIbI.

BunomreHlre qr{cJroBbrx oueparluft. HcnolrsoBanue Qynrquft. Pa6ora c6asaM

AaHHbrx. Pa6ota c AI{arpaMMaMI,t. fle.Iatr eJIeKTpoHIIbIx Ta6JIHII.

Teua 4.4. KoprnbrcTepugalllrfl Aeno[pou3BoAcrBa.

Texnonorng pa6om c reKgroBbIMH AoKyMeHTaMH. Texnolornff BbInoJIHe-

Hr{r gJreropoHHhlx ra6nllq. TexHonorus '[oAroroBKtl Irpe3eHral{:ait Ha 3a,AaHHyIo

reMy. Texnelorur o6pa6orrn repcouaJlbH;fi LIHOopMaquu. TexHoJrorut co3Aa-

HHt cr{CTeMEr yrrpaBJleHl{.f, 6/agav{u AaIIHbIx. Texnogorur BbInOJIHeHVS' H peAaKTI'I-

poBaHHr prI9yHKoB. Pa6ora c I'I3AareJIbCKHMIr CIICTeMaMI{.

IlparcrnuecKue pa6orbr. @oprrratupoBaHl{e reKcra, crpaHzllbr, a6saqen.

Pa6ora c ra6nuqal,ru. fleqarb eJreKTpoHHbIx ra6ruq. Cos4anue ilpe3eHrallufi. Bu-

[oJrHeHlre ll peAaKTr{poBaHHe pLIcyHKoB. Pa6ora c 6asavu AaHHbIx. I4cnomgosa-

HI'IC KOHBEPTOB H HAKJIEEK

Tepra 4.5. Pa6ora AeJtonpou3BoArrreJrfl c coBpeMeHHbIMH cpeAcrBaMH

TereKoMMyHHKaqv'n H CBfl 3rI.

Bnyrpuo$ucuar cBr3B (vunu - ATC). EecnponogHal reJre$onnar cBt3b.

flefi.qxnuroBaf, cBrsb. SnerrpouHarl notlTa, KaK cpeAcrBo cBt3H. AstovatH3Hpo-

BarrHEur ilepeAarla uHQopMaIIuu. Mogeuu u r4x THrIbI.

IlparrnuecKne pa6orbr. Begenae tere$ouublx lreperoBopoB. flpu€u -

repeAaqa Qarca. flpu€na - repeAarra SMS - coo6uleHufi. flpudrra - repeAarla

eJreKTpoHHbrx coo6qennfi rlo gJleKTponnofi uorlTe.

PasAer 5. Ocnonbl peAaKTnpoBaHrrr AoKyMeHToB

Te*ra 5.1. JIerccHrIecKHe cpeAcrBa cBfl3lr

flpegrr,rer rl 34Aarru peAaKTupoBaur{ff. O nosgtnrx (AoKyMeHr),'ttc-nyxe6-

uuft goryuerrr)). Texm cnyxe6uoro AolqfMeHra. BuArr reKcroB: rpa4IEqnousnfi

(nuuefiHufi), ([oprrlaJru3oBaHnrrfi (tpaQapet, aHKera, ta6nnlp). VuuQuxaIIHtr reK-

croB cJryxe6xux AoKyMeHToB.

Terrra 5.2. OQnrlnaJrbHo-Aelonofi crnttr.Crnn rl peqrl

ConpeueHHblfi Jrr,rrepaq{pxrrfi sgrrx fi ero wl4ntu. flonsrue o.coBpeMeHHoM

JruTeparypHoM rgbrKe. Hopurr coBpeMenHoro JlrlTeparypHoro tsblKa. flonsrne o

crr{Jrf,x pequ. Crnnu pequ: xyAoxecrneHuufi, naytuufi, ny6nuqucrl{qecKutrr, ptz-

ronopnuft
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. Aorq4\{errTupoBaHue u opraHH3all}roHHar o6pa6oTKa AoKweHToB, nyTeM

(fopruupoBauus AeJra, o6ecne.reunr 6uctporo.rtoucKa AoKyMeHToB rro HafrHo-

c[paBoqHoMy anuapary (raprgtgxdrtr)'opraHI{saIIHrI, cucreMarr,Barluro r4 xpaHe-

Hr{e AoKyMeHToB Telqyqero apkunh, o6ecne.IeHl4ecoxpaHuocrllt xpoxoArrrl eit ctry -

xe6uofi 4cniyrrrenrar\w, [oAroroBKa I{ [epeAarla AoKyMeHToB Ha apxvrBHoe xpa-

HeHfie, o6ecne.Ieur{e coxpaHlrocrb apxl{BHbD( AoKyMeHToB B opraHvrgar\\rvr.

5. Tpe6oBanrrs K ocBoeHrro [porpaMMbr pa6ouefi npoQeccnn
' 5.1. Tpe6oBaHHr K p$yJlbraraM ocBoerrufl rrporpaMMbr

' 
BunycKHI,tK,AoJrxeHo6naAatro6quuuKoM[ereHIIlrrMI,r,BKJrrcqarotrluyn

s ce6g cuoco6nocrb: noHuMarb cylllHocrb II coquanbuyro 3HaquMocrr 6y4yrqefi

npoQeccuu, npo.flBJrsrb K uefi ycrofiqrsufi lrHrepec (OK 1), opraHr.rsosrrsam co6-

crBeHuyro AerreJrbHocrr, HcxoAff I,I3 Ilenu n cnoco6oB e9 AocrnxeHlrff, onpeAe-

JreHHbrx pyKoBoArIreJIeM (OK 2), aHaJII{3HpoBarb pa6oyyro c}rryaqr.rrc, ocyqecrB-

nrrb reKyrqrfi r{ I{roroBufi ronrponr, oqenqy I{ roppbxquro co6crseHnofi 4ea-

reJrbHocrn, Hecrz orBercrBeHuocrb 3a p€ynbrarbr csoefi pa6orrr (OK 3), ocyqe-

crBJrrrb [oI{cK zuQopuaquv, ueo6xo4uuofi grx efifexrunHoro BbrnoJrHeHn.rr

npoQeccnoHalrbHbrx 3a.qaq (OK 
, 4), r{c[oJrbsoBarb uuipopnaaquoHHo-

KoMMyHtrKarIHoHHbre rexHoJrorrrrlr n npoQecclroH€urbHofi 4effeJrbHocrH (OK 5),

pa6orarr B KoMaHAe, eQQerrI,IBHo o6ularrcr c KoJrJreraMH, pyKoBoAcrBoM, KJrrr-

enraMrir (OK 6), HcIroJIHtrb BoHHcKyIo o6ssaHHomr (OK 7) n rcu qucre c rplrMe-

HeHr{eM noJrfreHHrx npo(f eccHoHaJrBHbD( sHaHuIt (ym rcnoureft).

Kporvre Toro BEIrrycKHlIK, AoJIXen o6r4garr npoQeccuoHaJrbHbrMu KoMne-

TeHIIHSMH, COOTBeTCTByIOITIHMLI BI,I.4aM Aef,TeJIbHOCTH:

AoKWeHTaIIuoHHoe o6ecue.Ieul{e Ae.flTeJIbHocrH oprauu3arlrru npeAnona-

rruoulefi roroBHocrb IIpHHHMaTb rr perl{cTpl{poBarr [ocryu€uoqyro KoppecroH-

AeHrIHro, HarpaBn.f,rr ee B crpyKrypHbr€ roApasgenenur opraHH3arIHH (IIK 1.1),

paccMaTpuBaTb AoKyMeHTbI [I [epeAaBaTb rrx Ha HcrroJrHeHHe c rreToM pe3oJrro-

rIHH pyKoBoAfireJlefi opranusa\uvr (IIK 1.2), orpopMJrsrb perncrpaquoHHbre Kap-

rorrKn H oo3,qaBarb 6aux lbHnrrx (IK 1.3), remu KaproreKy frera rpoxoxAeHus.

AoIqF[,IeHTaIIbHbIx Marepnalon (fIK 1.4), ocyuecrBJrf,Tb'KoHrpoJrb 3a npoxoxAe-

HI{eM AoKyMeHTon (IIK 1.5), ornpaBJltrb l{croJrHeHr{yro AoKyMerrrarl}rro"laApeca-

raM c rpI{MeHeHI{eM ooBpeMeHHbIx BI{AoB opraHrr3arluounofi rexHHKH (tIK 1.6),

cocraBJuu u oQopMJltrb cnyxe6sple Aor(yMeHTbr, Marepr{urJrrr.r c HcnoJrbsoBaHneM

ipopuynrpoB AorqyMeHroB KoHKperHhrx Br{AoB (tIK 1.7).

AOKyIlreHTI{pOBaHI{e n OpraHr.r3ardr.roHHrur o6pa6orra AoxyMeHroB IIocpeA-

crBoM rloptunpoBanus, Aena (IIK 2.1), o6ecne.reunr 6ucrporo roucKa AoKyMeH-

roB ro HayrHo-cupaBoqHoMy arrnapary (raporexarr,r) opraHu3arluu (ln( 2.2),
cHcreMarH3arIHH rI xpaHenl{t AoKyMerrroB TeKyrqero apx}rBa (IIK 2.3), o6ecneqe-
HHr coxpaHHocrll npoxoAtlllefi cnyxe6nofi AoKryeHra\nu (IIK 2.4), rroAroroBKu
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n [epeAarrr{ AoKyI{eHrbI Ha apxHBHoe xpaHeHl{e (IIK 2.5), o6ecneqeHr{fl coxpaH-

HocrH apxr{BHbx Aor(yMeHroB B opraHr,Barlr.rH (IIK 2.6)
- . a

5.2. Tpe6oBaHufl K p$ynbraraM ocBoeHnfl coAepxaHrrs ArrcrlnnJrr{Hbr

B p_e3yJrbrare ocBoeHlfrf, AucqunJIHHbI y frarqrxcr 10-11 KJraccoB AonxHbr

6urr ci[idpunpoBaHbl cJIeAyIoIIIHe :

. 3HaHrrg:[paBHJr IIOBeAeHHTI rreJIOBeKa; HpaBCTBeHHbIe Tpe6OBaHHfl, K [pO-

rfeccuouanbHoMy noBe.qeHl,[o; ncrxoJlorfiqecKux ocHoB o6qeuug; ocHoBHbrx

npaBHJI noBeAeHrIeCKOrO 9TI{KeTa: npI,IBerCTBHf, , 3HaKOMCTBa, HOpMbr OTHorrreHlrfi
.B KOJTJTeKTT{Be; OTHOrrreHr{fi pyKOBOAHTefis. H [OArrHHeHHbrX; HopM perreBoro 3rH-

Kera B AeJroBoM o6rqenau;3aAarr apxr{BHofi cJryx6br n PoccuficKofi (Degepa[zn;

cr,rcreMbr apxrrBHbrx yqpexAeHutrt s Poccuficxofi @e4epar\fir4; upr{3rraKoB KJraccH-

ifuxaquu AoKyN(eHroB ApxuBHoro $ou4a Poccuficrofi @e4eparlzr{;pexnMa v

cnoco6oB xpaHeHrrt apxHBH*x AoKyMeHToB, [oprAKa BbIAaqH AeJr r,r nHceM; ocy-

rrlecrBJreH[rr AoI(yMeHT]IpOBaHI,It OpTaHH3aIIHOHHO-paCUOprAr{TeJrbHOft Ae.srem-

HOcTlr yqpexAeHr.rfi; oclronHbrx cBeAeHHit ris ncropur AelonpoH3BoAcrBa; o6rrIHX

noJroxeHnfi uo AoKyr\(eHTHpoBaHHro ynpaBneHqecKofi AesTeJrbHocTH; Br,rAoB Ao-

KyrueHToB: TpyAoBbIx AoroBopoB; npHKa3oB o npueMe, yBoJrbHeEr4r4, [epeBoAe;

TpyAotsbrx KHIIXeK, jrz.rHrx KapToqeK pa6orHr,rKoB; cpeAcTB xpaHeHvrfr., rroucKa vr

TpaHcrroprfipoBalJ'.Ifl, AoKyMeHToB; o[peAeJIeHHe, Ha3HaqeHrre cpeAcTB oprTexHH-

Kr,r;ocHoBHbrx pa3AenoB Teopufl peAaKTr{poBaHHrr; oco6eHHocrefi ocHoBHbrx pa3-

AeJroB HayKH O r3brKe; ocHoBHbrx noJroxeHufi op(porpa$uw r,r MopooJrorHH c eJre-

MeHTaMlr rrpaKTutrecKofi cTIiIJIIftcT[rKI{; ocHoBHbD( rroJrox(eHr{fi Egunofi rocyAapcr-

BeHHofi clrcreMBl Aeno[poH3BoAcrBa; BHAoB, tfyurqufi .qoKyMeHToB, npaBr4|r r4x

cocTaBJreHufi lr oooprranenur; noptAKa AoKyMeHrHpoBaHuA r.rnooprr,rarlHoHHo-

c[paBoqHblx MaTepHaJIoB; [paBHn AeJIoBoro gTLIKeTa H AeJIoBoro o6ule-

HH';[p[HrIU[OB O6eCneqeHILrr yCTOfi.rIIeOCrn O6reXrOS 9KOHOMT{KH, npOrHO3Hpo-

BAHfiA p13B:/(rr1f. CO6Unnfi H OTIeHK[r rrOCneACTBHfi IIpU TeXHOreHHbrX qpe3sH.rafi-

HbD( ClrTyaIII{f,X I{ CTI,IXJ,IfrHbIX tBJIeHI,ItrX, B TOM qHCJIe B yCJTOBHTX [pOTHBOAefiCr-

Br{r TeppopH3My KaK cepbe3Hofi ytpo3e HarlHoHaJrbHofi 6egonaqrocTH Pocclll.r; oc-

HoBHrrx BI{AoB rroreHIIHaJIbHbD( onacHocrefi n lax nocJreAcrBuft B [po$eccHo-

HaJIbHofi AetreJlbHoorH m 6stry, [pr{HIIHnoB oHrDKeHur BeporrHocr}r Hx peaJrn3a-

IIHI,I; ocHoB BoeHlrofi cnyx6u u o6opoHbl rocyAapcrBa;3aAaq 14 ocHoBrrblx Mepo-

npnxrufi rpaxAaxcrofi o6opoHbl; cnoco6oB 3aqr{rbr H€rceJreHHr or opyxi.rs Mac-

coBoro uopax(eHurl; Mep IloxapHofi 6egonacHocTH H rlpaBfir 6egonaqroro noBe-

AeHI{t rrprr noxryax; ooHoBHBrx BHAoB BoopyxeHn r, BoeHHofi rexnnKr Lr c[erlr{-

aJlbnoro cHapsxeHll.r, cocrof,Illux Ha BoopylKeHurr (ocuaqeuun) nonncKnx noA-

pa3AeJIeHUIt, A KOTOpbIX LIMeIOTQT BOeHHO-yqeTHbre CUeqUaJrbHocrH, poAcrBeHHbre

npoQeccuu; o6nacru npnMeHenufl. rlonfraeMrx upo$eccr{oHtlrrbHrrx snanufi npra

I{cnoJIHeHnn o6sganHocrefi BoeHHofi crryx6u; IIoprAKa H TrpaBkrrr oKa3aHr{rr nep-

sofi noMorrln nocrpAAaBrtrHM;
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yMeHHfl : soQerruuHo flacrBoBarb B Ilpooeccr4oH€rJrbHofi rouuyHHKarIHH;

co6mogam rrpaBlrJra pealeBoro gTHKera B AeJIoBoM o6rqeHuni cocraBJrrrb rr or-

npaBJlf,rb AenoBylo Koppecrou{eHUriro Ha ocHoBe ilpHHsrbrx npaBr{n; KJraccHOr4-

IIHpoBa-Tb -AoKyIrreHrbI ApxdBHoro Qon4a Poccuficxofi @e4epapvr; ycraHaBnr4-

Barb QblrAoByrc nprrHaAJlexHocrb AoKyr,IeHroB; gQibeKruBHo HcnoJrb3oBarb oc-

HoBHr.,.Ie BIIAbI opraHl{3aqHoHHofi TeXHHKI{ B co6crBeHHoft AetrTeJrbHocrr,r; yMerb:

uc[oJIb3OBaTb cnpaBoqHble H3AaHVIfl, IIo pyccKoMy tgblKy ]I [paKTl,IqecKofi . cTr4rru-

cTHKe; ocyqecTBIlfrTb peAaKTHpoBaHHe C[yxe6Hbrx MaTepuairoB, AoKyMeHroB;

npHHHMaTE, peruICTpI,IpOBaTb, rrUTbIBa.Tb flOoTyrrarcqr{e AoKyMeHTbr; npoBeprrb

TIpaBHJIbHOCTB OQOprr,rneHHf, AoKyMeHTOB; BeCTlr KapToTerqy yqeTa IIpoxoxAeH:'/Is.

AoKyMeHTaJIbHbIx MaTepHaJloB;npoBepf,Tb IIpaBHnbHocTb O(popnrneHar AoKyMeH-

TOB; CI,TCTeMaTH3HpOBaTE H XpaHr,rTb AOIryN,reHTbr TeKyrrlero apxhBa; Qopnruponarn
crpaBoqHbrfi arrnapar, o6eorlerll,IBarcIrlrfi 6ucrprrfi [oI4cK AorcyMgHToB; ocyqecr-

BntTb gKCnepTI'I3y AOKyMeHTOB, TOTOBLITB. II fiepe,qaBaTb AoXryMeHTaJIbHbIe MaTe-

pI{aJIhI Ha XpaHgHHe B apX}IB; OpraHr,r3OBBrBaTs r{ fipoBo.q[rTb Mepoflpurrvs. no 3a-

IIIr{Te pa6oraroqnxLr HaceJIeHrIfi or HerarHBHbri( Bo3AeficrBHfi rrpBBbrqafiHbrx cH-

ry a\Hi4; [pe.qnpuHl{Mar6 npoiburaKTurlecKr{e Meprr AJr.n cHtDr( e:nns. ypoBHr orrac-

Hocrefi pa3rutlHoro.Bl{Aa I{ Hx nocJleAcrButrt s flpoQeccuoHaJrbHofi AerreJrbHocru
u 6uty; uc[onb3oBarb cpeAcrBa HIIAI,TBT{AyrrJrrHoft r.r KoJrJreKTHBHofi 3arqr.{Tbr or

/
opyxHt MaccoBoro fiopaxeHHs; Irpr{MerrrTb rrepBHqHbre cpeAcTBa noxapoTyrxe-

Hug; opueHTxpoBarrc.tt B rlepeqHe BoeHHo-yrreTHrrx cnelluanbHocreit u cauocror-

TeJIBHo onpeAentTb cpeAl{ HI4x poAcTBeHHbIe IIoJIfIeHHofi npoQecanvi upuMeHsrb

rpoQeccuoHaJlbHble gmanvs, B xoAe rlcnoJrHeHns. o6frsanHocrefi BoeHHoft cryx6br

Ha BoI{HcKI{x AonxHocTfix B'cooTBeTcrBI{I4 C noJryqeHHofi upooeccHefi; uagerr

cnoco6aMn 6ecrouQltlxruoro o6qenu.a u caMoperynfiWru B noBceAHeBHofi Aer-
reJIbHocTI{ I{ gKcTpeMaJIbHbIx ycIoBEsX BoeHHofi cnyx6u; oKa3brBaTb nepByro
noMorrlb [oaTp4AaBrrrHM;

npalcTnqecKHM onbIToM :AOKyMeHTaIIHOHHoTo O6ecneqeHHr AesTenbHo-
cru opraHu3a\uH,i AoKyIrreHTHpoBaHI{t H AoKWeHrarIr{oHHofi o6pa6orKu Ao Ky-

MeHroB KaHrlempHu (apxnna)"

5.3. Mecto y're6nofi AncqunJl[Hbl B crpyrcrype ocuoBxofi o6pa3oBa-

TenbHofi [porpaMMbr.

,{ncquuluua <<r{enoupozsBoAcrBo))orHocr,rrc.rt K

;{ l

.1"

IIHKny AHCrIHnnlrH rro

Bbl6opy ylarrluxct 10-l l KnaccoBl{ op[eHTr{poBaHa Ha o6ecrteqeHne npoQeccno-
HaJIbHofi [oAroroBKn. AficllrzrilIrfiHa Hal(oAr{Tcs B rorrrrecKofi H coAep)KareJrbHo-
MeroAruecKoft B3alIMooBt3I{ c ApyruMr.r qacrrMlr ocHoBHofi o6pasoaarelurofi
flporpaMMbr fi dasvrpyeTcr Ha 3HaHHrrx, IlonrreHrrbD( IIpfi u3yrreilfin o6qux ryMa-
HI'ITapHbX, COqnaJIbHO-9KOHOMI{TIeCKID( 14 eCTeCTBeHHOHa)qHbrx AHcIIHTTJTHH.

6. crpyrrypa r npuMepHoe coAepxanne yueduofi qucqnrrJrrrHbr

6.1. o6ren y.re6nofi AncqnnJrnrrbr H BHAbr yve6nofi pa6oru



iir'jit 1.1

i+i: i' j

iil iri i
itlii::' : ; : r  j ; ;  

i

Firi

ri l ; r
i l : . i . . .

rii :' i
, i i ' : ' r

i  l : , , : ;  ,
,;1. i. .: i

i l i i  i  i
t : , t .  '
.l! l::i i

i i i i ;
; : i j l i
r ' , 1 1
: .  t  I  I

;ir i' i

o0uqHalbHo-AeJlosofi cfl'ulr. Oco6euHocru crurrs,. fpaunaaruqecKr.re oco -
6esuocru oQuqna.rrbHo-AeJroBoro cruJrr. s

rrpaxrnuecKrre paoqrtl 
" 
oipegeneHue crvrrs, 3aAaHgoro reKcra no

QynrquoHtlJIbHbIM npu3HaKal\{.Xiparrep[rcruKa o6zquanBHo-AeJroBoro crrrlrfl Ha
npaxruu0cxoM Marep fiaurc.

Terra 5.3.C.nono rr ero 3HarleHne
3HatleHue gJIoBa. OguosuavHhle I{ MHoroguaqHbre cJroBa. -f,grrxoBbre Mera-

Qopu. MetoHnuux. Y nusepcaJrbubre cJroBa.
Peqesrre oun6rn, BbI3BaHHbIe He[paBI{JrrHbrM yuotpe6neH[reM gna.reHgfi

cJIoB. Hepasnuuemile [apoHl{Mos. Oruu6rr,rn yuorpe6n euuv ct4HoHHMon. [rteo-
Ha3Mbr H TaBToJrorur. HcnoJrBoBaHI{e oMoH}rMoB.
Ynorpe6neHl{e cJIoB B sHaqeHl{tx, He saKpenJreuHbrx rpaguguefi KHHxHo-
nHcbMeHHbrx crl{Jlefi,I/rcnonrlo"ut"e cJIoB ToJrbKo B Tex 3HaqeH,, X, Koropbre
rrpHsHErrorcr HopMofi o6rqenurepar)?Horo yrorp e6nenus..

rrpaKT[qecKue pa6orrr.Pa6ora c roJrKoBErM cnoBapeM, cJroBapeM c'rHo-
HHMOB: BbUICHeHHe 3HaqeHHrI CJIOB, UOg6Op crrnoulrMr.rqecKoro pfrAa, vnorpe6ne-
HI{e cJroB B nepeHocHblx3HaqeHl{.trx. PegartnpoBaHl{e 3aAaHHoro reKcra. Vnor-
pe6leHue rrapoHrrMoB.

Teua S.4.CrnneBas onpacKa cJroB
ctuttucruqecKoe paccnoeHl{e JI.KoI{KH coBpeMeu'oro pyccKoro rsbr*a.

flonsrne crHJlHcrrtqecrofi oKpacKH cJroBa. Pagrn.reulre JIeKoHKH rro cQepe y[or-
pe6leHnar QoBpeMeHHoM pyccKoM nlrrepaqfpnoM s3brKe. OuouzouulJrbHo-
9K cupe ccuBHAfl , JreKcr{Ka.

Ynotpe6neHl'Ie KHl'IxHo-[ucruenuofi JreKcI{Kr,I.,,{eronpousBoAcrBeHH€u
(rauqenrpcrae)lercnxa.Vuorpe6neune neKcr{Kr{ ycruofi peqr. pasroaopHbre H
rpocroperrHbre oJroBa u cQepa ynorpe6nemvfl* r{uanemusM'r H csepa ynorpe6ne_
Hu.r.Ynorpe6lenuecnequanrnofi JIEKCIIKI{."v'rvv4vgtrv wrrw.qrl'q'JrD|av.Yl JrEKgllKu. rroHtlTllg (crJeIIHUUIbHa')) JIeKCHKa.
Tepunurr u upoQeccuouaJll{3uu. flpoQeccr{oHaJrbuo-)KaproHHzur JreKcr{Ka.

floHsrEe

Ynorpe6JIeHHe ycrapenbrx I{ HoBhD( eJroB. vcrapenaa Jre1c}rKa H HoBbre
cJIoBa u ux qpaBl{nbHoe ficloJlB3oBaune.Vnorpe6JreHr{e 3arrMcrBoBaHHbrx cJroB.
3anlrorsoBauHhre cJroBa u r{x ynorpe6neune.

lparruvecKrre pa6oru.OlpeAeJreur,re crunerofi orpacru cloil.,pnor-
pe6lenue cnoB pasnofi crvnegofi olcpacra, Yuorpe6neurre 3arrMcrBosagHoE nex-
cr.rKr{. cnaHcnos ort vt cturHcrHqecK.Hfi Or60p JreKcHrrecKr{x cpeAcrB.

Teua 5.5.@paseoJrorfifl coBpeMeH'oro pyccKoro
JrrrTepaTypHoro fl sbrKa

O6qee rourrr{e o Spaeeonon4n pyccxoro .ssBrKa. OpagssJroil{, u Qpaseo_JlorHqecKae o6oporu.Vnotpe6leHne Qpaseonora3MoB. (Dpaseorornx geronofi
peqH' Oco6esHocrl{ I{cnoJlb3oBalufr. QpaseononrrecKr,rx o6oporon n gdronoft pe-
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qu.Ouu6ru B ynorpe6JIeHHH Qpaseonon{qecKrirx o6oporon. O6qenpr{Hsrbre

HOpMbr lr oTKJroHeHrM oT Hr,rx.

Irpanrnvecnne pa6orrt;opaieororuf, AenoBofi peuu. peAaxtupoBaHue

3aAaHHOrO TeKOTa.

Teua 5.6. MopQolornvecnrre cpeAcrBa cBflsH

cyulecrBHTeJrbHoe. crwtuctuqecKoe Hc[oJrb3oBaHr{e r.rMeH cyrqecr-

BI{reJI6HEIx. Oco6eHHocrl{ ynorpe6nenvs, r{MeH cyrqecrBzTeJrbHbrx.Tpygnocrra n
ynorpe6nenuE, HM€H cyIqecrBHTeJIbHEIx, cBffsaHnbre c Kareropuefi po4a. Pol

HM€H cyIqecrBI{TeJIbHbIx, o6ognaqaloulufi nHrI x(eHcKoro [oJra rro upoQ eccir4,

AoJIXHo0TH, galtrTtllo, 3BaHI{Io. Pol HecKJIoruIeMhD( cyqecrBHTeJrbHbrx. Bapnarrrrr

raAexHLrx oopr"r uMgH cyulecTBr.rreJrbHbrx.

Tpy4uoctu B ynorpe6trcsuu LIM€H cyrqecrBr,rreJrbrtrrrx, cBs3aHHbrx c Kare-

ropueft oAylueBJl€nnocru-ue64yrueBJreuHocrr{. O4yruealeHHbre H HeoAyrueBJreH-

HbIe cyqecrBLITeJIbHbIe.CKJIoHeHlIe ru€n cylrlecrBr{TeJrrHbrx. Bapnauru [aAe)r{-

Hbrx QopM I{M€H cyuIecrBLITeJIbHbIx, Crroienne r4MeH u Qanaulnfi.Tpy4nocrq B

y[orpe6neHl,Iu LIM€H cylqecrBureJlbHbrx, cBr3aHHbre c Kareropuetrt,rucna. Clytau

He[paBI{JIbHoIo HJII{ cTIIJII{oTHqecKn HeO[paBAaHHorO yuoTpe6lt enufl, (boprur :rtucna

(e4uucrreHHoro [r MuoxecrBeHuoro) nuiis cyrqecrBr.rreJrbHbD(.

Ifpanrn.recKrre pa6oru.Vlorpe6JreHr,Ie poAoBbrx OopM cyulecrBlrrejrb-
HbD(. Pe4axtnpoBaHue 3aAaHHoro reKcra. Yuorpe6lenLTe rraAexHbrx $oprr,r HMSH
cyuIecrBI{TeiIbHbIX. PegarmpoBaHl,Ie 34AaHHoro reKcra. Oco6enHocrr,r o6pasona-
HHfl, 14 ynorpe6neHl[tco6crBeHHblx I{MeH cyrqecrBlrreJrbHbrx, HMeH cyrqecrBg-
TeJIbHbD(r tBntIOIqUXCf, Ha3BaHHf,MI{ IUII.

Terra 5,7, VIun [pnnarareJrbHoe

Ynorpe6JIeHHe rlonHofi H IcparKoft Qopu lrMeH rrp[narareJrbHbrx. Kparxue
H noJIHhIe QopMbl KaqecrBeHHbIX flpufiarareJrburrx Pa3JrnqeHr,re KparKHX Qopr"r
npHJIarareJIEHED( I{ Kpa,TK}Ix tfoprvr upl{qacrnfi. Kparrue {oprrarr npunarareJrEHbrx
B KHI,IXHO.IIICbMEHH6D( CTUJISX.

Ctenenu cpaBHeHH fl. rrprrrarareJrbrrrD(. flne lfopvbr cpaBHnrenbHofi crene-
HUH ABe QopMEI flpeBocxoAHoft creneH[I. Creuenu cpaBHeHr{r ilp}rjrarareJrrHbrx B
oQnquanrHo-'AenoBoM crrIJIe. HapyueHrre HopM B yroTpe6tesuu crereHefi npu-
JlarareJlbHux.Oco6eHHocrlr o6pasonauus r{ yrrorpe6reHtrs [prrrflxarerbfibr# rpn-
JIarareJIbHbIx. C09pa yflorpe6nenus. npurrxaTeJrbHbrxnpflJrarareJrbHbrx. Cr^n^-
crHqecKLle rr cMbIcJIoBBIe orreHKH upl{TtxareJlbHbrx IIpHJrarareJIbHBIx.

IlpanrnrecK[e pa6oru.Ynorpe6neHne rrpnJrarareJrbHbrx B AeJroBofi pe-
rIH. PeAaKTrpoBaHue reKcra.

Teua 5.8. HMq rlncrnTerbHoe

HeoIIpeAereHHo-

9ncnntelbHgle B AeJIoBofi pe.rn. KonrrecrseuHbre, [opsAKoBbre, co6upa-
TeJIbHBIe, pa3AeJII{TeJIbHbIe, KpaTHbIe

KOJII+IECTBEHIIBIE IIHCJTI{TEJIbHbIE.

(rparuocruue),
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flparma Hail:acanvc, oAHo3HarIHbrx KoJrrrqecrBeHHrrx rrucrrgTeJrbHbrx. Eyx-
BeHHat Qoprraa sarr],/rcu oAHo3HaqHbIx KoJII{qeprBeHHbrx qgcJrr{TeJrbHbrx. Ilufponax

Qoprr,ra 3anucn oAHo3HatrHbrx KoJrr{qecrBeHHbIX rMcJrHTeJIbHErx.

HanncaHl{e MHorogria'ifiux KoJIHqecrBeHHbD( rrncJrr,rreJrbubrx. Eyxneuuar
Qopuae..dbuucl't MHoro3HaqHbIx KoJIHqecrBeHHbrx qlrcJr14TeJrbHbrx. EyxneuHo-
qu0ponar (foprrta 3aIIEoI,I MHorosrIaqHEIx KoJrzqecrBeuHbrx qr{cJrr{TexbHbrx. 06-
IIIHE NPABI,IJIA HAIII{CAHWI, OAHO3HAqHbIX I{ MIIOTO3HAIIHbIX KOJIHTIECTBEHHbIX gHC.

JIHTEJIbHbIX.

Hanucanne lpo6ublx ql4cer. o6ogua.IeHne BeJrr{qrrH B A4arra3oge 3Haqe-
nuil.3anncb KoJILHebtseHHsrx rII4cJrHTeJIbHbD( B HoMepax reneQonoB, B HoMepax
AoMoB B [oqroBblx 4Apecan.Hannc aHr4e ttoptAKoBblx rII,IcJrrITeJrbHbrx tI cJloxHbrx
rII{cJII'IreJIbHhrx c nepnofi sacrblo nol- (noloauua). Brr6op BapgaHrHofi (popr"ru
rrHcJrlrreJrbHoro. Ynorpe6nefi ue co6uparelbHErx qHcJrHTeJrbHbrx.

ilpa rcrntrecna n pa 6ora.Yuorpe6reuue I{ Ha[HcaH ue sficrrkrreJrbHbrx B
ngrofi perrr{:

Tenra 5.9. MectoHMeHHe

Vnorpe6JreHrre JII{qHBIX, onpeAeJrHTeJrEHEIx, yKa3aTeJrbHBIx, ueonpe4eneH-
HbD( MecronueHuft. Oco6eusocrl{ ux.yrlorpe6reuug n oSuqnalbHo-AeJroBoM cr'-
le.Ynorpe6leHne flpl{TtxareJlbnbrx MecrouMenmfi v Mecro}rM eHHfr ce6s. Oco-

' 6enuoctH ynorpe1tesus flpuTtxareJrrurrx Mecror{Me :rrnfiuMecror{M elvs. ce6s,.
lpaxrnvecKar pa6ora.Vuotpe6reur{e Mecrouueuuft pasHbrx pa3prAoB B

genonofi peqv.

Tepra 5.10.Lrraro.rr
Oco6ensocrH yuorpe6leHnt Qopr'r rJraroJra. Vnorpe6neHne qopru BpeMe-

Hn H HaKtIoHeHHs. Oco6eHnocru o6paeoaanur HeKoropbrx nfirrHux Sopu Draro-
na.Vnolpe6nenue Bo3BparHblx HIaroJroB, rrpuqactuir r,r Aeenpuuacruit, KaK oco-
6rx Qopu DIaroJIa. Bosapatnble rnaroJrbr H oco6esnocru yrrorpe6reHg.f,. O6pa-
30BaHr4e n oco6enHocrH yuorpe6r eilus. flpHqacrfifi u 4eenp u.clactuf,r.

rfparrnvecKHe padoru.Ynorpe6reHue DraroJros H oco6rrx Qoprrr Hraro-
Jra B AeJrOnOfi peuH. PegaxrupoBaHr{e s4AaHHOrO iexcra.

Terra 5.1 l.Hapeque. [peg.noru.Corogu
CrunucruqecKo e ucloJIE3oBaH[Ie uapeuufi . O6pasonanue r,r npaBdnuc anue

uapeuuft.Vnorpe6JleHl'Ie HeKoropblx coIoBoB. Croxnrre oolocraBr,rreJrbHrie corc-
3bI' flpomopeutrue colo3bl. Ynorpe6ueHue ycrapeJrbrx corogos.Vuorpe6renne
HeKoropblx [peAJloron. Ynorpe6lerule flpeAJloroa6rarogapx, i, noupeKg,3a cv6r,
no, IIoA, npoTHB, C, H3, OornagHo.

Irpa xrnuecKafl pa6ora.flpaBo[I{caH ue il yuorpe6nenl{e nape.rrafi , npeA-
JIoroB, colo3oB r 4elonofi perln.

Ae-

Tenra 5.12. CnHranc[qecKne cpeAcrBa cBflsrl



cnosoco'IeraHl{e. oco6ennocrn ynorpe6n en.ltfl. cJroBocoq etauuit H oT-
AeJIbHbIx t3hIKoBBrx KoHcrpyl(q[fi. HcnoJIbsoBaHI{e crpaAareJrbHoro 3€rJrora. Cra-
3yeMoe c orruIaroJIBHbIM cylqecrrfiterbHblM. CorlacoBaHue cr(a3yeMoro c noAJre-
xaIIIlIM, BbIpaxeHHbIM ronEIOciBeHHo-I{MeHHbIM coqeranneu (<c.tdrHbrM o6opo-
totto)' Korcrpyxquu c nocneAoBareJrbubrM noAqHHeHHeM cJroB. ycrofi.runrre
ffIaroJlbHo-rlMeHHbre ciloBocotleraHlrtr. Cloxurre py6puqupoBaHgbra rapr""rnr-
Hnfl,B4enorofi pequ,

Irpa rcr' rrecKafl pa 6ora. cocraBJreH ue py 6purlt4poBa'Horo reKcra.
Tena S.I3.ffpocroe rrpeAnorreHrre

cMrrcnoshle cBg3lr cJroB H rrop8AoK cJroB B rrpocroM .npegno)r(eHr,r'. Gno-
6orutrrfi ',op'EAoK cJIoB. Hunepcutcornacos€rrr'e cKa3yeMoro c noAJre)KarrIHM.
firasHrre qJreHbr rlpeAnoxesnt - cKa3yeMoe rl no,qne)Karqee. BapuaHTbr co'raco-
BaHlrs' cKa3yeMoro c noAnexaIIIHM. Ooplaa MHoxecrBeHHoro lrucrn cKa3yeMoro.
Qopua eAI'IHcrBeHHoro qucna cKatyeMoro.Yuorpe6nenne cocraBHoro uMeHHoro.
cKa3yeMoro. CoctaBHoe HMeHHoe cKznyeMoe u yfioTpe6nenue ero B npeAnoxe_
HNH.

couacos a$ue BTopocrenenHBlx sJreHoB upeAJrox eH.[g... coMacos auveonpegerenzfi. vuorpe6reHlre HeKoropbrx Br{AoB AOroJrHeH uit ; 
-;;;;;;:

rclrctn'ogHopo'qHble qreHbl [peAnoxenxr. oun6rn, cusa'H're.c ror'rrecrofiu
JIEKCI{KO-TPAMMATI{'IEC*Oft HECOqETAEMOCTBIO OAHOPOAH'IX qJIEHOB UPEAJIOXEHH.,I.
orura6rz B IlpeAnoxeHl{f,x c o6o6qaloqrnvr' cJroBaMr{ rrp' oAHopoAHbrx rrJreHax.

rrpanruvecKue pa6orrr. pe4axrupoBaH'e 
34AaHHoro TeKcra. Heonpan_

AaHHa'I HHBepclrt' Pa6om c TeKcroM: nu6op Qoprrr couracoB alnfl.[oAnexarqero HcKur:tyeMoro' floucrc oun6oK H crl{Jlgcrfiqecrnx ub4oueroB B o6pasora Hr4H Hynorpe6n ennvr cocraBnoro r,rMeHHOrO CKa3yeMoro.
vcrpaleuze oruu6oK B coHIacoBaH[I{ o[pe,qene uuft, npnrroxeuufi., AotroJrHe ,.uit uo6croxre*c*.vcrpa'eH'e oruu60r 

" 
ynotpa 6neuuw oAHOpoAHbrx qreHoB npeA_

JIO}KEHIt,I.

Te*ra 5. I 4.rra pa JrJreJr b H bre crr HTa Kc,n qec*rre KoHcrpyKrIH H'vuorpe6neHHe 
upHqacrHblx o6oporon. flpuvacrr,re. flpzvac*rnfi o6oporH ero MecTo B npeAnoxeHr{r{.

Tpygnocru yuorpe6n eHHs. [pr4qacTu it u npuuacr'brx o6oporor ,B npeA_
r lrprrAaro.ruofi qacrbro . cJroxHono*,q""_
.IHoE qacru npuqacrHrrM o6opo_
)oroB.,.(eenprvacrne. 

.{eeupzvacrHufr

o6oporon 
cJIoBI{t ynorpe6nenas' Aeeflp'qacrHblx

Ynorpe6nerlile nenolHrrx [peAnoxennfi. Heuonnue ilpeAno)KeHr{, H Lrxponb B TeKcre' TE',n'IH''e ouru6ru n yuorpe6leHr{r{ HenoJrHbrx flpeAnoxesuft.

I

s,



" ' t . t

; i : i .  i
: t : '  :

i i . i

i ' r i  i

' i . r

:  r i

i i i

; ' .1 :  ,

; . ,
: :  l,  . : '
, . , ; a i
I i . . .
l i , r r i

::t:. t:

r t s l  . '

i i . i : i ,
i i ' i  I
:: ri r.l i

i i.,:.' i
i i i . i
:  j i :

IlparrnvecKne pa6oru.Pa6ora c reKcroM: Bbr6op rapaJrJrenbHofi cr{H-

raKcr{qecKon KoHcTpyKrIr{H.

TeMa 5 J 5_.'d.troi*roe rpeAnoxcenrre
o

Oco6essocrrl cocraBa H orpyKTypbl cJroxHbrx [peAJro)KeHHfi. Cnoxnoe
npeAnox€filre u rrx rIc[oJIb3oBaHI{e.THnn lurre our{6Kr{ B y[orpe6leuuu cruJrr{-

crl{qecKrlt HeyIarIHbIX KoHcrpyKrfi.Ifi.yflorpe6leuue oorosoB Lr coro3Hbrx cJroB.

Corcgrt u colo3Hble cJIoBa I{ Hx }Ic[oJIbgoBaHHe B cJroxurrx npeAnoxeHurx.

Bnegenxe B reKer npsMofi pequ. flprrrrar H KocBeHH€ur peqb. 3aueua npa-

Mofi pequ Ha KocBeHIryIo peqb. Tunu.rHrre crr{nrlorr,rlrecKr4e ourH6KH n ynorpe6-

JreHr{H npflMofi H KocBbHHOft peqr.

lpanrnvecKre pa6orrr. flocrpoeuue perreBrrx KoucrpyKrlt4fi: yrorpe6-
JIeHHe Lr oQopMneHl,Ie B AenoBofi pe.ru cJIoxHhD( rrpeAJroxeHr4fi Lr upeAJroxeHr,rfi c
nprMoH perrbro.

Te*ra 5.16.C.noBap[ H crrpaBoqHbre rsAanrrr no pyccKoMy

, fl3brKy rr npaKTrrqecKofi cTrrJrHcTHKe

OcnogHrre rolKdBBIe cJIo.BapH coBpeMeHHoro pyccKoro JrrrreparypHoro

t3blKa. Tonxosrrfi clorapr. Perouen4a\un tto [c[oJIF3oBaHHro .qJrr cupaBoK ToJr-

KoBbD( cnonapefi . Cnonapr r,ruocrpaHHbrx cJroB.

Clonapu - cupaBorIHI{KH [paBuJlblrocrr4 coBpeMeHHoro cJroBoyrorpe6ne-

HHt. OpQo3ttuqecKve H op$orpa$HqecKne cnoBapr{. Clonapr c}ruoHlrMon. Opa-

3eoJrorHqecKufi cJIoBapB,

IlpanrnvecKlre pa6orrt.P a6otaco cnoBapsMu pa3Hbrx BHAoB: 11oncK 3Ha-
qeHHfi cJIoB, [oA6op cI{HoHuMon, QpaeeoJron{sMon. KoppeKrupoBaHne reKcra c
ucroJrb3oBaHr{eM opQorpaQuqecKoro cnoBaptr.

Tepra 5.17 . Pega rrn po Ba rrue c;lyxe6 nbrx Ao r(yMeHTo B
JlotrtrecKue ocHoBEI peAaKTl{ponaufls.OcHoBHbre 3aKoHbr JrorHKr{. 3axon

ToXAecrBa. 3aroH nporl{Bopequt. 3arou ucKrlroqeHHoro rperbero. 3axon Aocra-
ToqHoro ocHoBalil{t.Jlor[.IecK[Ie oul{6xu s .qoKunareJlrcrBax r,r oflpeAeJreHgflx.
OcHosHrte tpe6onaHnt, IIpeAbtBJIteMbre K AoKa3areJrbcrBy. Tegnc H apryr\4eHTbr B
AoKa3areJlbcrBe. THuu.rHHe oruu6ru B HcloJIb3oBaHHr{ apryMeHToB B AoKa3areJrb-
crBe. HenpanurBuas (poprraynupoBKa resrrca. OnpegeleHue. Oruu6xu s onpeAerre-
Hr{nx. Tpe6onaur{tr K o4peAereH[sM.

[parruuecK[e padoru.PeAaKr4poBaHr.re reKcra, ]rMeroulero no."d.oKge
ouu6xn.Pa6ota c geQoprraupoBaHHblM TeKci'oM: ycrpaHeHrre JromrrecKr{x ouru6ox.

Tepra 5.18.BnAbr rr rexHHKa npaBKH TeKcToB
9raurr pa6otu H4A reKcrorr,r. O6que npaBrrna peAaKrupoBa:nas,. flocne4o-

BareJlbHocrb lI gTanbl pe.qaKTHposaHHg.Br{Ahr [paBKr{ TeKcTon. flpanxa-tsbrrrHTKa.
flparxa-coKpaulenue. flpanra-o6pa6orKa. Cuoco6rr r{3Jroxegurr rercra.TexHr4Ka

i ;  , ,

:  i i : '
i l r  i
r i :  i
i . . 1 1
. i t : :
I  i . i

lpaBKr{ TeKcra. Kopperrypubre sHaKr{.
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IIparrn.recKafl pa6ora.flpaBKa reKcra c co6JrnAeHHeM npaBun peAaKrH_
poBaHHtr.

Terra 5.1 g.AHaJrrr3'QarcrrrqecKoroMarepuaJra.

Bu6op (faxror Lr rn( nflonepra. oaxru, Hx AocroBepHocrb rr ,qocraroq-
Hocrb.6AiryaruHocrb Qartoa.tlpaBvlra cocraBJrelvs. 6u1fi,rorpa6r4rrecKax cn'-
cKoB. Bu6nuorpa0uuecrue MarepI{aJrBI: perucrpupyroque, peKoMeHAareJr6Hbre r4
npHKHI{xHBIe (rpncrarefiHble) cuucxu.flpanuna rlnrr.rpoBaHr{f, r.r o6opMJreHr.rr uH-
TaT. IIHTaT a H \urfiPoBaHl{e, Tpe6oBaHH' K oOopMJIeHHIo.'' 

Irpa xrn q ecKa fl pa 6ora.AHarrr{3 (paru.recKoro Marepr.r€lJra.
Terra S.2O.PegaKTHpoBaHHe pagnrrrrnbrx gJreMeHToB n

Pe4aKr4poBaH He Ta6IrHq. Terct-ra6nnqa. T a6tmlrnafr Qopva pacroJroxe-
Htrfl' H TeKcToBoro MaTepuan,qoKyMeHToB. SJIeMSHTEI ra6luUu. O6ssarcJrbHbre
rpe6onax Hs, rrpn cocraBJrenufi ra6nuq.

flparuna oQoprr,rreHrlt AoKyrreHroB. Tpe6onannf, K r3brKy H crr.rnrc AoKy,
MeHToB, K o0opMneH[Iro qnQpoBbrx Aauurix. O(pnqzanBHo y3aKoHeHHbre coKpa-
Iq€HHrre HaHMeHoBaHLrs' flparvrna HarIHcaHHr oQnquanbHbrx HaHMeHoB auuft.

IfpanruuecKlre pa6orrt.PeAaKrupoBaHve clyxe6noro AoKyrlregra. Aua-
nns SamuqecKoro Marepuzura.

a3Aen 6. r{o nynreHTa IIrrO HHOe O6ecneqeHr{e AegTeJrb Hocrn
oprarrHsarlHrr

Tenra 6. l. opra HHsa rl,,r c.nyx6 Aenonpo[gBoAcTBa.
OpraunsaqrloHHoe [ocrpoeHne cry:r6rr Aenonpon3BoAcrna. pas4eJreHqe

Synrqr'rfi MexAy [oApa3AeJIeH]ItMr{ AeJro[pou3BoAcrBa r{ HcroJrHtrre1rflMn. Opia-
HH3aIIHfl pa6otu ceKperapf,-peQepeHra. IlonoxeHue o crpyKTypHoM uoApa3AeJre-
HHH ro Aenorpor{3BoAcrBy. I{enn vsa$aqncry:r6u Aoy.(Dyuxqnu cnyx6u Aoy,
flpana H orBerorBeHnocrb cnpr6u AO)4 BsaurroorHorueHr{x cnyx6u .{OV c
ApyfI{MI'I crpylcTypHbrMl{ roApa3Aeile$wtvru. HHcrpyrqnt uo AeJrorpog3BoAcrBy.
.{oryueura\ufr opraHIBaIIuu flpanuna [oAroroBKrr r{ o$oprr,ueHuf, AorqFMeHroB.
Fnanrn AoKyr{eHToa. OQopr'rreHl{e peKBH3HToB Aorqp\{euroB. flopx4or roAroroB-
Ku u oQoprraneHl{t [poelcroB AoIqF\,IeHToB. flopr4or [poxox(A e1rr1 AorqFMeHroB
BHytpH opraHHgaqHH. Koutponr [cnoJIHeHIrr AoKyrr,reHToB. CocrasneHpe Ho-
MeHKJIarypbI AeJI. ,{onxtrocrua,I nHcrpyKIII{t pyKoBoAHTeJrf, KaurleJrrpudj o6qero
orAglb, ceKperapnara, 'q

rrpanrnuecKHe pa6orrr.CocraBl,IrE Qoprraymp-o6paseq AoJrxHocrnofi
HHcrpyKrInn.oQopMJreHHe H pacnonoxeHrre , xogb (popi,au AoKyMeH_
ra.PacnonoxeHr4e peKB[srrra. Perucrpaqfi oHgbrfi uouep AoKyMeHTa.

Tenra 6.2.OQopMJreHHe ynpaBnenqecKux

. (opraHrrsarlrro'Ho pacropflArrrenbHbrx) Aonyruenros
OcHosHbIe noJloxeHlrn no AoI(yMeHTr{poBaHHro yflpaBnex.recxofi AerreJrb-

HocrH. Vlrn0uraqP,s, H craHAaprilsa\uc. ynpaBJreuqecKrD( AorqFMeHron. Bngr: go-



Bul yqe6nofi pa6orrr

Muxc"rro
O6r,en'r qllell

3 0 6 q .
O6-flsarertrHa.q ayAuropHas Har-pygra _
B TOM IIHCIE:

204.t.

na6oparopHrre 3aHflTHt

[p aKTI4r{ e c KHe 3AHflTHs.

CamocrorreJrbHar pq6ora o6yvarculerocq (ecero) 102.r .
lfroronafl arrecrarlrrfl 3K3arvrer l

Pa:ge.nu rr reMbr Kypca

l. flpe4vrer kr sap;arrr Kypca

PasAefl l. llcxognbre rtoHqrnq Aeflo[por{3BoAcrBa

Tepra 1. I l4uopuxAenonpon3BoAcrBa

Teua 1.2 Hoprvrarfisuo o6ecneqeuue Aeno[por43BoncrBa
Teva 1.3 Knaccu Karlnrr Aelonofr IoKyMeHTarIv tr

Tena 1 .4 YHnSnKarIr4r rr craHAaprH3aJJuA ynpaBneHr{ecrofi AoKyMeHraur4ra

ParAer 2. 06urue HopMbr u npaBr{Jra odoplrneuus AoKyMeHToB
Teua 2.1 Hoopri,r u clyxe6Hux AoK
Telra 2.2 Cnoco6br Harrlrcanvfl nar B ,rIoKyMeHTax
Texra2.3 kre cJIoB a o0oplrleHze Ha3BaHufi s aoKvr4eHTax
Tewa2.4 JleHr,re B IoKyMeHTax Harrr4caHHr qr4ceJr

Tena 2.5 HanucaHue 6usnqecKr4x Berr4qr.rH

Teva 2.6 HanucaHr4e B AoKyMeHTax MareMarr,rqecKux dtonuvn
Te*ra2.7 eHr{e B AoKyMeHTax ra6lrEu r.r BbtBoAoB

Pa:qel 3. Opraura3auuoHHo pa bHbIE AOKYMEHTAIII4'I.

Teua 3.1 floHsrne r.r Knaccvrluraqur opraHr.r3arluoHno-
nopql[TenbHbrx Ior(yMeI{ToB

Teua 3.2 Blanrcn AoKyMeHToBHvtx Br.r.ilbr

Terra a 3 . 3 o rl oprra Jr eHr.r e peKBn3 HTo B opraHr.r3 arlr{oHno - pac[oprArrrer'rbH brx

AOKYMEHTOB

Teua 3.4 Tpe6onaHHr K H3roroBJreHuro, yqery H xpaHeuuro rep6ooux
6raHKos

Terra 5.3 VIn OHHO- CnpaBOqHar AoKyMeHTarlr4t

6.2. T ev.aru qecKnfi rrJraH Kypca <[eno n por{3 BoAcrBo))

Kort4. recrBo
r t i lcoB

i (1' .

r , , i
I

l . l

I  . r

I q

1l .r

Teua 3.5 BaHHr K pa3MeuIeHHIO perGI43I{TOB AOKyMeHTOB a 1

Pa:ne,r 4.,flrrrrc n cruJrb
oruu6rcu.

clyixebuofi AoKyMeHTaquu. Tunsqnr,re 8 . 1

T e u a  4 . 1 X VCTHKA CTI4I,fi CN HOri AOKyMeHTarlr4r{
Ter,.ra 4.2 Cr ble I4 cuHTar(TrrrrecKue ouu6xu

Terua 4.3 ofl{qecKI{e oIIII4OK}I

Tetvra 4.4 Jlexcuqecnue ouru6xll 1l

Pa:Ae"r 5. BuAur u oQoprr,r.neHuc opraHr{3ar{uoHHo-pacrrpeAeJrr{'r'eJrbubrx2 l q  i
AOKYMEHTOB

Teua 5.1 O r.I3aII14OHHO-Il AOr( MEHTbI

Terr,ra 5.2Pacno bHble AoK MEHTbI l . t

2'l



lera 5.4 C:ryxe6noe nucrno 2'r ? . 1

&te 5.5 3lerrpoHnr,rfi 4oryueur I q l . J

Terraa 5.6 oco6ennocrn o@oprvr:reHr.rr rrr4ceM, rreperaBaeMbrx e:rerrpoHuofi
no.Iroft

2'r:

Tepra 5.7 3rurer s Aeroeoft neDenlrcKe l q l q

Pa:ae.n 6. AoryyMeHTaqrq [o rpyAoBbrM orHotueHrrflM J  / r t

Tenra 6.1 Cne4enufl o AoKyMeHTarIr4r4 no nr4r{HoMy cocraBy. o(fopnaneriue
sasnreHufi.

l q

T ewa 6 .2 .{oxyu eHrbr npeAbrBrqeMbre npu 3 arnroqeHz r.r rpyAoBo ro
AoroBopa r{ r,rx o$oprraneHrae.

2,t 1.1

Tenra 6.3 llpuxasu rro Jrr4qHoMy cocraBy 2,t l . t

Telnra 6.4 lInt:aas. KaproqKa a xapaKTepr4crr.rKa pa6oruura 2u l q

Terraa 6 . 5 Anro6norp a$ut. flpanzna HarrvcaHue. anro 6uorp abuu. L 1 I , r
Tenra 6.6 llpanrana cocraBJreHr4s pe3roMe. 2'l l . l

Tewa 6.7 llpannla cocraBJreHr{f, aHKerbr. l . t

Tenaa 6.8 Jluquoe 4e.no pa6orHraxa - a l . t

Terr,ra 6.9 Tpy4onax KHHXKa: BbrAaqa, o6opulenue r4 xpaHeHr4e t a
t , ,
t ' 1

Tenra 6.10 Buecenrae r.r3MeHeHufi s rpyronbre KHr4xKr4. l ' 1 l q

Tervra 6.I 1 Tpy4onofi crax, HenpepbrBHufi u o6ruufi L ,
l ' 1

Tena 6 . 12 flpasuna xpaHeHnfl TpyAoBbrx KHr{xeK.
'),,

l . t

Teua 6.13 3aqura [epcoHanbHbD( AaHHbrx pa6oruuron. Cornacrae na
o6pa6orxy flepcoHanbHbrx AaHHbrx.

I q l . i

ParAel 7. EyxralrepcKas u SunaucoBo-pacrrerHafl AoKyMeHTaqr{s 12,t

Tetra7.1 Po:n 6yxranrepur.r B perxeHkru fruuaHcoBbrx 3aAar{ l  - ,
l . l I  , t

Teu a 7 .2 Xapat<reprlcrr.rKa AoKyMeHron no r| uH au c oBo -pacqerH brM

oneparlVsM

l q I  . t

Te rnra 7. 3 Knaccz rb urauIa.f, yqerHbrx .rlo KyMeHToB 1.r t , ,
t _ 1

T ewa 7 .4 Cnoco6rr r4cnpaBneHraq ourlr6or n r[znaucono-pacveruofi

AOKYMCHTAIIUU

l . l l . I

Teua 7.5 Orbopunenne orKpbrrrls crreroB opraHa3aur..rr4 I . l l u

TewaT .6 Ocsonnrre Br.rAbr AoKyMeHTon no $unancoBo- pacqerHbrM

onepau[rrM

1 . r l q

PagAer 8. lorcymeHTbr rro ura6xeHraro u c6srry 12, r
Terr,ra 8.1 flon.srue rr crpyKrypa AoroBopa 1,Ll

Terr,ra 8.2 [oronop o nolnoft ur4n1krBlrlyaluroft uarepualrnofi
OTBETCTBEHHOCTI,{

1.{ I q

Teua 8.3 .{oronopa kr vxBlrplbr l . l 1 , ,

Terraa 8 . 4,{o nepeHnocrb, H aKJraA Hafl, Hap fl,A l l I  . t

Tervra 8.5 llpereusuoHHoe [prcbMo, r4croBoe 3alrBJreHue i .r t , ,
l i

Pa:Ael 9..{oxyrvreuroo6opor n $opmsr ero opraHrr3arluH 22'r
Terra 9. I Opranu 3ar\us..uoKyMeHroo6opora

Terr.ra 9.2 (Doprr.ru opfaHv3arlnu pa6orsr c AoKyMeHraMr4

l . {

1 . I

l q

l . i

Telra 9.3 Pa6ora c xou$raAeHrlr4anbHbrMu AoKyMeHTaMr4 l . I l q

Tenaa 9.4 Pa6ora c o6parqenurflMvt rpax,4aH ?.1 2rt

Teua 9. 5 Tpe6on ale^],1^s. K perr{crpauHr.r AoKyMeHToB l q i q

Telra 9. 6 KonrpoJrb r{crroJrHeHr.rf, AoKyMeHToB

Tewa9.7 Horr,res Aen opfaHr.r3ar\uu

Tervra 9.8 3rcnepru:a IleHHocrr.r AoKIMeHToB ____=
ITerua 9.9 XpaueHue.4oKyMeHToB _ _ |

Pa:Aer 10. TexHurrecrcne cpeAcrBa, [puMeHqeMbre B i
AeJro[pou3BoAcrBe I

l q  l

l q  i

2 \ 1
2 u i
l 0  q  I

I .-l

i . t

l q

l q



Teua 0. 1 TexHuqecKr4e cpeAcrBa B Aenonpou3Bo.4crBe q l q

Teua 0. 2 llepcouartruufi KoMrrbrorep ts coBpeMeHHoM Aenolpor.r3BoAcrBe q I .,1

Tevra 0.3 AeroNaurul:,a\ns. pa6oru c AoKyMeHraMr4 q t , ,
t l

Terr,ra 10.4 llopx4or< opraHr.r3arlr4r4 AoKIMeHToB c vcnoJrb3oBaHueM cpeAcrB

TEJIEKOMMVHPIKAIIV II

1 . 1 l . l

Teua 10.5 flepcoHalrnsrfi xonanrrorep KaK cpeAcrBo AenoBoro o6uresus 1 q I ' t

Paraer I l. Aenoeas KyJrbryDa l 8 q

Tena I .1 Aenoeoft erurer r npodecczoHaJrbHar orlrKa l q

Teua 1.2 ,Ilenosofr srnrer r4 r4Mr.{.ux AeJroBoro qeroBeKa l q

Telra 1.3 nenonaq 6eceAa r.r Kynbrypa reledoHHoro o6ueuus 1 , ,
I Y

Tena 1 .4 Crpyxrypa v lcprxoJroft4qecKr.re acrreKrbr AenoBofo o6ueHus , /q l . r

Tena I . 5 KorrlvryHr,rKarr.rBnocrb r.r ynpaBJreHqecKoe o6qenue. l . I

Teua 16 KontfrnKTbr B AenoBoM o6rqenuz 2'j L.r

PasAer 12. ApxnnHoe AeJro 28q

Teua l2.l CoslaHr4e rocynapcrBeHHoro apxrlBHoro rbonaa q l . r

Tewa 12.2 YnpaueHue apxr4BHbrM AenoM q t a

Tewa 12.3 Cucreua HaytrHo-clpaBoqHoro annapura K .rIoKlMeHTaM apxllBa rl l q

T ewa 7 2. 4 HopuarrznHa;r o cHoBa opraHlr3 au kru [esr e nbHocrr4
r| e4epanrHbrx, MecrHbIX apxlrBoB

l . r l . t

Teua 1 2. 5 Conpeuennaq MeroAr4r{ecKa.f, 6aza Aexre.rrbHocrr.r r}e4epalrurx,
MCCTHbIX ADXI,IBOB

t Y l q

Terr,ra 1 2. 6 llpanonoe perynupoBanrre apxraBHbrx rbon.4oe l.r l q

T ewa I 2.7 HopltarunH oe pef ynupoBaHr.re opraHu3 arlrroHubrx o cHoB

apxr4BHofo AeJra

1 . I t , ,

Teua 2 8 OneparuBHoe xpaHesrae donaa P@ tl I r l

Tevra 2 9 OdopureHr4e nprreMa.rIenaHA APXHBHOE XPAHEHVC q 1 .r

Teua 2.10 Opranvgallvtr KoMnneKToBa:g,ufl. ApxasHoro 6on.ua P@ q 1 . r

Terraaz I I Oprauusauus apxlrBHoro xpaHeHr.rs AoKyMeHToB q t q

Teua 2.7 2 llopsloK yHuqro)r(eHr.rr AoK}MeHToB rl [ . r

Tenaa 2.13 OSopMreHUe AoKyMeHroe no |OCT q [ . r

Tenaa2. 7 4 Wcno r'b3 o BaHr.re apxr4BHbrx IoKyt![eHToB rl L .
I Y
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KWeHroB uvrx KJIaccuouKaIIIrf,. flpanuna oQoprranemut WpaBJreHqecKr,rx (opraHH-

3arlHoHHo-pacnopf,Ar{reJrbHbrx) 4orqpreuror

O(foprtrneHl{e peKBI{3I{ro! 4brc$uenron. Tpe6onanfls, K AorqflreHraM, H3ro-

TaBJII,IBaeMbIM c IloMolqblo neqarribrx ycrpoficts. Tpe6onauur K 6[aHrarr,r. Tpe6o-
. - a

BaKfiy,, f HgfotosIeHnK), y.IeTy, Hc[oJIb3oBaHI{Io u xpaHeHI,IIo 6IaHKoB c BocnpoH3-

BeAeHr.reM IiooygapcrBeHHoro rep6a.

Po ccnfi crofi Oegepaql,In, rep6oB cy6beKros Po ccufi cKofi Oe4epaq vrvr. P ac-

[oJIoxeH]Ie peKBlIsLIToB AoIqfI\,teHToB I{ lpaHHqbl 3oH Ha {opnrare A.4 yrnonoro

6nanra ro IOCT 6.30-2003. PacnoroxeHrle peKBusr.rroB AoxyMeHroB r{ rpaHuqbr

3oH Ha Qoprvrate ,{4 upo.qoJlbHoro 6nanxa ro |OCT 6.30-2003. Pacnolo)r(eHr,re{pe-

KBI{3ilrroB H rpaHl{q 6lasxa c yDIoBbIM pac[oJloxeHHeM [ocrotHHbrx peKBr{3r,rroB.

flopxgox upoxoxA ewvs. AorqfrueHroB BHyrplr opraur.rsarlnr{.

IlpanrnrrecKue pd6orrr.OQoprrrneuze AoJrxHocrHofi r{HcrpyK-
quu.O$opMJIeHHe peKBH3I{ToB AoKyMeHToB.. PacuoroNeHue peKB}r3}rroB AoKy-
MeHroB lr rpaHI{IIbI 3oH Ha Qopruate 44' yuroBoro 6ualrxa no ,|OCT 6.30-

2003.PacuoJloxeHne peKBH3HroB AoIqfIueHroB r,r {paHnrlbr 3oH Ha Qoprr,rare 44
npogoJrbnoro 6naHKa no FOCT 6.30-2003

Tepra 6.3. Be4eHrre Aerorpon3BoAcrBa B opranfisarllrfi, yqpexAeHrrr.

Opranusaqu.r AolqfMeuroo6opora (o6que noJroxeHrrf,).Perucrpaqur vr
ytleT llocTyllarcull4x B oplaHl,rcaqulo AoI(yI\,teHTOB. 3anonuenpre KapTorrKl,r perr{cT-
paquu ilocTynarcrrlHx Aorgh{eHToB

IogrotonKa rI perncrpalluf, or[paBJlreMbrx Aor(yMeuTon. Perncrparlnr,r or-
npaBrlteMofo AoIqFMeHTa. flpoxoxgeuue Bl{yrpeuur[r( AorqfMeHToB. Y.rer o6reva
golcyrraeuroo6opora. Koxtpolr 3a HcrIoJrHeHlreM Aor(yrueuToa. Cporcu EcnoJrHeHr{t

AoICyMeHroa. KontpoJIbH€uI KaproreKa. Cnpaxa o pa6ore c Aor(yMeHraMH. Pern-
crpaqvoHHat KaprotlKa Ilocrytrarcqeft KoppecnoHAer{rl}rv. PerncrpaqlroHHarr Kap-
TOrrKa oTrrpaBJureMofi Koppec[oHAeHq]ru.

IlparcrnvecKue pa6orbl. Perncrpaq ufl, fi Wer rro oryflaroq]rx B opraHu3 a-
IIHIo AoIqfMeHroB. flogrcronKa n perncrpallur orlpaBrseMbrx AorqFMeHroB. 3a-
nonHeHl{e KaproqKla perrrcTpallwn ilocrynarcrqru Aorcyr\{eHTos. Yqer o6reua qo-

4fl\{eHroo6opom.BeAeHl{e KoHtpoJlbHoft KaproreKr{.CrrpaBKa o pa6ore c AoKy-
MeHTaMlr.Pemcrpaqr{oHHarr KapToqKa rocryrarcIllefi KoppeonoHAeH-
quu.PerncrpallnoHHaf, KaptorlKa orrrpaBrrreMofi KoppecHoHAeHrIHr,r. Ocyiuemn-
ntrb repenroKy MexAy orAeJIaMI{, Perucrparlr4s, o6paulelrufi rpax4aH. floprAoK
Bbr,qaqH 6r4nros AoJrxHocTHbIM JIHUaM

Terra 6.4. .{e.nonporr3BoAcrBo no rurrHoMy cocraBy
PacnoprgvrelrbHafl. Aetrenbuocrb opraHoB y[paBJrennr. r{oryrrrenrrr no

rHtIHoMy coctany.CporlHblft rpyAoBofi AoroBop. Tpy4oaofi AoroBop.'OQoprvrneHne
upI'IeMa Ha pa6ory. OtpoprraleHne sarlBlle:anx.. O(poprrlrrror [pnKanbr rro rr,rrrHoMy
cocraBy. OQopnmeuue rpyAoBoft KHr{xKr,r. 3auomrenue rpyAoBofi KHr{x-



TbMa ? 5 o"purrpo""til-upxtrBnoro r[orua PiD

f eua 1,0 Oneparunuoe xpaHeuue AoKWeHroB

T."a mA"pwr*. ttpntMa AeJIa Ha aPxuBnoe-*paucuue'

ro QonAa Poccuficxofi OegePawrn

apxnBHoro xpaHenHJI A9I(WeHTOB

GM" 7.10 n"PtAoK ylrrqroxeHl{t AoKWeHroB u Aen

Ten{aZTl oO"pMrIeIrHe AoKWeHroE no foCT

ffi T-euat.lzl,IcnorrsosagHeapxHBHEIxAoIqyI{eHroB

6.3. CoAepxaHIrQ AHcqHTIJIITIIbI i

Teua l.IlPeguer H 3aAarIH KYPca

Kvpc<,{enoupor{3BoAorDo)>'ero:H"Jffi ::1ffi."fi:;"1,lx.iJlrilx;
,' crarbu' ny6nuqucruKa' Snerrponnrte

;uaime Kypcar lax TI{[oJIorHs, HanpaB-

JIeHHOCTb I{ npaKTnecKa' 3HaTIHMOCTb'

PagAe.n 1.,{e.nonaq ICYrbrYPa

Teua1.1.,{e.noBofigTI|Kerunpo{ecclloHaJlbHaqsTHKa

!,enonoft 9TflKeT. Sturer. BuAu gTUKeTa. 3anone4u AenoBoro gTHKeTa'

Bep6an*r wrt u nerep6amnufi er'Ker. Srurer upr{BercrBvrfl' vr npe4ctaaJleHl'Is'

flpnnercrBut xecTaMI{, pyKonoxarl{eM' cJIoBaMu' O6parqeHgt' flpanura rpeA-

cTaBJIeHI{rI IIpI{ 3HaKOMCTBe'

flpoQeocr4oHarr6Huu 
gTlIKa I,I eTUKeT. [enorar erl{Ka H srI',IKeT QeKperapq'

BgaunaootHollleHu'ceKpeTapf,}IpyKoBoA[ITeJI'i|uprrru.

Teua1.2.,(elosofierHIceTIIHMHAxcAenoBoroqeJIoBeKa

llrrlnAX AeJIOBOTO IIeJIOBeKa. MOga, QTHJIb' gJIeraHTHocTb' scTeTl'Iqecxuit'

BKyc, gcTeTuqeCrufi I'IA9aJI. O4exga, UprU€cra' MaKI{sx' [enonax nepen]IcKa'

Hopuu 1a upaBI{JIa cocTaBJI e1nfr' AenoBoro 1rl4cbMa' flpanuna BeAeHHf, Aelonofi

KOppecnoHAeHrIHr{,{elonar flepeflI{cKa c uc[oJIb3OBaHHeu uuQopMaIIHOHHO

KoMMyHI{KaIII{oHHBIx rexHoJlorufi

flparrnuecrcuepa6orbl' HcnonrgoBaHuecpeAcrB nep6anruoro 1I HeBep-

6amsoro sturera.CocraBJleHfie pesloMe' ir'

.{e.nonar Hrpa. flon6op llepcollaJla B cIlyx6y',uoryr"reHrallHoHnorb o6ec-

neqeHHrr yrrpaBneHHs. coctasJleHl{e U oQopvreHHe SIISHTHOfi KapTorIKH'

Teua l.3.r{elonas 6eCeAa H Kynbrypa re.rleQoHHoro 
"o6uleHnq

,{enonar 6eqeAa. stanu Aenosofi 6ece4u: ilpaBI'IJIa BeAeHILs Aenosofi 6e-

ceAbr, Apryf"renTl{poBague Texnuru o6qeHu's' Tunrr co6eceAngKoB' Peilnexcnn-

Hoe r.r nepeiplerr""to" cJIyIuaHlIe . Kynrrypa tereQOHHoro o6qeuux ceKperapt

ifupr"ru.

t



ru'o0oprrlJleHl4e nnunofirapmuru. oQoprunerlze Jrr{qnom Aerra. oQopvneH'e xa-
par(repr{c rHKr4,. OQoprraleHne asro6norpaQzn;.

' Irparrnqec*re pa6o.q1t osbprtareH'e rpr{Ka3 reHepaJrbHoro A'peKropa3aKpblToro-aKltrI{oHepHoro o6utedtna.CocrasreHl{eup}rK asa o6 ocno6oxA eHwH Bac
or pa6o'irt n Qnpn're.coctasrte npuxalbr: a) o uprreMe na pa6ory 6yxranrepovo6
yBoJIbHeHI{u uepeBoAoM B Apyryrc opraHlBallI4to.Coctasbre xapaKrepr{crgrcy-
peKoMeHAaIIup ua pa6orul'rKa Bal[ero rrpeAlrp:rr.tTas. Anfi nocry[JreHr{s ero B ac-
[HpaHT]fpy' Hanuuute 3€uIBrIeHI'Ie o npueMe Bac na pa6ory. Hanuruure 3aflBJreH'e
o npeAocraBJIeHHlI BaM aAMHH[IcTpaTI4BHoro orrryoKa no ceuefiHhrM o6crosre.ur-
crnau'YraxHTe peKBv3t4TbI. Hannunre anro6uorpaQruo, neo6xo4lruyro t4lr
oQoprrlne'l{t AoEA{eHToB npl{ uocryrrn eHvu Ha pa6ory.osopnrzre 3alrrcb B rpy-
Aonofi KHI{xKe o6 ynolrHeHl{I{ nac: a) no co6crseHHoMy xeJraHuro; 6) B cBr3H cnHKBI'rAaIIuefi npegilphrflTnfr;"j 

" """r" 
. r.roo*ercrBlreM Bbr[oJrHrenaofi pa6oru

'[pe-A6tBJUIeMbIM rpe6onauHtM BcneAcrBl{e.HeAooraroqnofi xnaru$uxagw.t. Co-craBbre Ilpoelm TpyAoBoro AoroBopa no Hafiuy, o[Jrare r{ yBoJrbHei,rHro sac. oc-Tzl"JIbHbIe peKBH3HTBI yKaxHTe caMocto.sreluro.CocraBBTe npr,rKa3 o [epeBo,qe Hapa6ory BHyrpI{ opraHIBaIIu[. cocrasBre [pr{Kag o6 yBoJrrHeHau pa6orH'Ka BcBr3H c nr{KB}rA a\ueilt upeAnpfisrur.

Tepra 6.5..{e.nonpolrsBoAcrBo no rrHcbMeHHbrM H ycrHbrM
odparqeunsM rpaXAaH

Ipeglo)KeHl{e, 3arIBIIeHue, xa.no6a. KaproreKu r43 pKK. CocraBETe. rrroro-ByIo cnpaBKy o paQcMorpeHI{H rIHcbMa. flpano rpaXAaH nu o6puuleHge H o6ssaH-
HocTb AerryTaToB, AoJIxHocTHbrx nml I{ pyKoBoAl{Telefi paccMaTpgBaTb rx. Oc-HOBHhre rpe60nauur K opraHrsarl'r{ paccMorp e'us, o6paqenzfi rpax-gau'KourpoJlB 3a paccMorpeulreM o6paqen"o **,oan.orsercrBeHHocr' 3a He-Hc[oJIHeHne saKolroAarenbcrBa IIo pacoMoTpeH[Ilo o6pauleuufi rpax.qan O(popr"r-neH'e perurcTparlnosnofi KaproqK[ nuceM rpaxAa' o(f opiune"", p"*crparl'oH-
uofi raprovK' ycrHbrx o6parqe'ufi 

"p-.a"" 
oQoffi; ;;;;"* o pa6ore c.nHcbMaMr{ rpDr(AaH o0opnrneune cupaBKr{ o rrpneMe rpax(AaH oQopnrneHue

cnpaBKH o nocry[JIeHI'IH uubeu rp{l]KAaH o0opuneurae crrpaBKr.r o pgyJrbrarax
paccMorpe*ns' ''peAnoxennit,saxnnenufi H xano6 lpaxAaH, noctynr4Brrr'X
OQopnuenrre cqpaBKH o reMarr,rre odpauleuufi rpa44an. o. 

,,t,rrpaxrnYec*lre pa6oru. o0opn're'lre pe*crpaqr{oHuofi raproqKr{ nH-
lomrofi KaproqKn ycrlrbrr( o6paqeHuft
I pacoMoTpeur{eM o6parqeuufi rpaxgan.
r ycrHbrx o6paqeuufi rpaxgan. OQopu_JIeHHe clpaBKH o pBynBTarax paccMorpeHlrt fipeAnoxeunrfi, ,u"nr""f n xalo6IIo cTy[r{Brun(oT rpoKAaH.

Tenra 6.6. oeopMJreH[e H cocraBJreH[e ocHoBHbrx BHA'B
ynpa BneHrrecKBX AO!(yMeHTOB

;,li;;..;.+r::.i.',,,
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coapeueH'oe AeJroBoe n'cbMo. opraHusaqrroHHo-pacnop.rrA'TeJrbHbre 
Ao-KWeHrbI' oQoprrueHl{e ycraBa (yDIoBoe pacuoJroxenr.re peKBH3Hron). oSopMJre-

HI{e noJIoxeHI'It (ymoaoe pacltor6xeftHe peKB]t3t4roB). osopnaneHge nocraHoB-
JIeHvt (c yuornM pacuonoxenl'lbnr perou3r,rron). o{opunesue rp'Ka3a (c npo-
AoJIEHbIMp6cnonoxeHVeM peKBH3I'Iron). oSopMJreHrre rpnKa3a (c yrnonnM pac-
roJIoxeHHeM peKBI{3HroB)' ofropuneulre AoKIraAHofi 3anHcKH oQopunegr{e ;6b-
f, cHr.rreJiBHofi 3arrucKn ooopMJreHr{e alcra oQopMneHr{e renerpaMMbr.

lpaKTuqecKue pa6orbl. o$opunenue ycraBa (yrnoBoe pacroJroxeHr{e
peKBH3HToB)' o{opunenne IroJloxeHlltr (yuouoe pac,,onoxeH'e peKBH3H-
roa)'o0opMJreHl{e IIocraHoBJIeHHfl. (c y*o"rr* paclonoxeHr{eM pexausnron).
oQopuneuue ''ocraHoBJleflnfi' (c npoAon'HbrM paclonoxeHr4eM pernuonron).
oQopn''reHl{e B'I[H'KI{ I{3 IIocraHoBJr e'Hr.(c ymonrrM pac[oJroxeHr.reM peKBH3r{-
ron)' o(popune'He pacroprx&uux (c yrroauM pacnoJroxeH'eM percnusuron).

-o0gnttnneHl{e 
paorop.sxenus' ( c upo4onbubrM [oJroxeHgeM peKBuszron). Bnnuc-

Ka H3 paclloptxeHns' (c ynrourrM pacnoJloxeuneu pernzsuron). oQoprranenue
rIpHKa3a (c upogol'HblM pacnonoxeHl{eM peKBr{3nron). oSopMJreHHe npzra^:a (cyDIoBbIM pacnono)KeHHeM peKBI'I3HTon). OQopMJIeHHe rrporoKoJra(c npo4oJrbHbrMpacnonoxeH'eM peKBH3I{Ton)' oQopMJIeHI{e c[paBKH. oQopr"ueH'e AoKrra4nofi3an'cKr{. osoprrme nue o6rscHr.rreJrbHofi gauncru. oQopnare'}re arcra.

Teua 6'T.rreqaraH'e reKcroB c.nyxe6nbrx AorqyMeHToB
oco6essocrl{ oQuquanbHo-AeJroBoro cruJrr.vnorpe6neH'e npon'cHbrx ucrpoq'blx 6yrn' Haz6onee ynorpe6nreMble coKparrle'r{.f, cJIoB. oQoprrane Hyre Aarn qr{ceJr B AOrqFr\{eHTax.
[parrnqecKre pa6oru. yacro Bcrpeqarc,uuec, a66peauarypu bror_KopperqpHBle 3HaKH H [paBuna ux upr{MeHeHr.r.f,. I{roroarra ,"r"o"r, e 3aAaHHfr.

PasAer 7. r(o nynreHTrrpoBa'He H opra HHsa qrro'Hafl

T eual.r.H"pr"rn;6rTffi:j; r apxrrBHoro AeJra
n poccnficnofi Oe4epaquu.

(Degepanrnrrfi 3aKoH Ns 125 <06 apxuB'oM Aene pe)), flpnras Mnurynr-Typbr Poccuu or 25'08 '2010 r. ]',lb 558 ;06 yrBep)KAeHnu flepeqH, rr4roBbrxyrlpaBJleHqecKrx AorcyMeHTOB, o6pasyroqw<c B Upoqecce .qerrenbHocrli pry-AapcrBeHHhIx opraHoB, oprdHoB Mecrnoro caMoy[paBnen rrs. Lr opragH3aqufi, cyKa3aHHeM cpoKoB xpaHeHl{t' ocHosHBIe [paBI{Jra pa6orrr apx,1BHbrx cryx6 nPocczftcrcofi.Oegep a\uu 
^ --'

Tenra T,2,coypeMeHHas MeroA'rrecxas6aga,qeflTenbuocrnee4epaJrb-
' Hbrx II MecTHbrx apxnnob n pocclltt.

nepeqeHb TI{[oBBrx y[paBJreuqecKr{x. AorqrMeHToa, o6pasyroquxc, B Ae.,r-TEJIBHOCTIT OPrAHH3AqUfi,, C YKA3AHI{EM CPOKOB XPAHEHI,If,. CUCTCUA }NIETH'IX AO.KyMeHToB B apx'Bil(' ApxunnEUI Torlorp abux. Buarr Aor(yMeHToB, cocraB [oKa3a-



reJlefi' Brr6op rexHllrqecKux cpeAcrB ocHarrleHHs. apxHBoB. Mero4uvecKr{e peKo-
MEHAAIIHH 5

FnrpoBanne apxnBubrx eoH4on
rpaBo. IftrQopnraquoHH€u c$epa rar cQe_
aBoBoro peryJruponalrnr.flpeAMer, MeroA

H crrcreMa ulrQopnraqlroHuoro [paBa.
Teua 7'4' Hopuar'BHo-[paBoBoe peryJlrrpoBa H'eopra Hrsa rI ,noH H br x

ocHoB apxrrBHofo Agra
flpanoarre npo6neuu uHQopMarl

JrHpoBaHHe uuQoprrraqlroHHbrx orrioueur
JrupoBaHr.re unQopuaq[ronHbrx orHorueHrl

o6re4u'eu;:I";f#IJ;I,T"H:;I#1ffi ^H:ffJ:,.apxrrB'r
Apxr-ra yqpexAeHtn. ApwtB crpyKTypuoro'[oApa3.qeJreHr{r. flpuuepHbre HoMeHK-
xaT)?hr Aen. Hrorosrre HOMeHKJrarypEr Aen. Cnognrre 

"o*.r*arypEr 
AeJr.o{oprrane$ne u BeAeHI{e HoMeHKIIaT}lpEr Aen. flop.r4or BeAeH}rr H 3aBepu eHHs.

HoMeHKnaT)lpBr Aen.
rrpa rru'recKHe pa6orrr, CocrarneHr{e HoMeHKJrarypbr 4en. o(popMJreHue

AOICyMeHTOBH AerI K yHI'IqroxeHrIIO il HA Anr,rrenbHoe (nocrorHnoe) xpaHeHHe.
Oopuapo Bauug apxr{BHoro (f ouga.

TenraT.6.OneparHBHoe xpaHeHne AorcyMeHToB

I

.-ucreMarusa\Hs. AorryMeHTOB. o6rque [pr{Hrlu[rr QoprvrupoBaHgrr Aen.fpynunposrb AoxyMeHToB B Aena. flocnegonareJrB'ocrB pacroJroxeH'rr AoKy-MeHToB B Aene. Cocrasneulre garoJroBKoB Aen.
Teua T,T,oeopMJreHrre ''pnneMa AeJra Ha apxrrB'oe xpaHeH'e.

osop*rnenrae rpaQr{Ka [epeA aqw Aen Bo BHeBeAoMcrBeHHrrE apxun. cpo-KH repeAaqu Aen Bo BHeBeAoMcrBeHHnft apxur,
rrparrnuecnarpa6ora. oQopMJIeHHe Ao{yMeHToB r{ Aen K yH'qroxeH'ro

H Ha AnHTeJrBHoe (nomoaHuoe) xpaueHue.
Teua 7.9. OpraH[saqns KourrneKToBanrrfl ApxunHoro eou4apogcnficrcofi Oe4eparIHH.

Cuoteuat[qecKoe norIoJIHeHI{e apxr{Ba. Zcro.rHHrH KoMlJreKTdba'ns,
eKcnepTl{ga u or6oP AqryrueHToB. opranusaqux apxr{BHoro rrera AoKyMeHroB,Aen H Qougoa.

rrparrnvecK'e pa6orrr. oprarasaq it apxwn*oro yr€ra AoKyMeHroB.AsroMa*g auno npn*flTr* eneK'p oHHbD( AoKyMeHTo B B apx'B.
Teua 7.9, o.praH'3aq[s apxnnuoro xpaHe'Hs AoKyMeHToB

v'Ier neo6napyxeHHBD( gen. vver uocrynilB rnux r4srr6rrnu,'x Aen. flpo-BepKa.HaJrwrr4fl. r{ cocro.f,Huf, AeJr. Mepu rrpeAyupexAeHu.f, u 11opq1a Aer.

Cncreuarusauiwfl.
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rloprsox vv€ra Heo 6napvxeH'brx 4en. rropr,q o K

AeJr. 
T A?nt flop'egor upoBep*H Hur'"HA vr cocroflH'fl

Teua 7.l0.Iiophaor. yHuqToncen[fl AorcyMeHToB H AeJr6poxa xpaue*Hfl Aor(yMeHTon. flpaururbHoe sopllupoBaHr.re 4el. flepe_qeHb AOKyM.HTOB C yKSaHI{eM cpoKOB Xpa'e'uf, . e*t r pi*pe,uarc,,I'e yH'rrro-xPHI{e Aen' Arru uoATBepxAaloqve yHurrroxeHfie 
Aea.vver yHfirrroxeHHbrx4en. Pa6ora c apxusuoft raprorerofi.

rrpaxruuec*rre pa60rrr. @opuupoBaHrJe Aen. cocras:peuarc'uux yHuqro*.rr. ser. coc"""oo". aKroB, rroor"ro"lt#i*lxlll;fff-xeHr{e get. pa6ora c apxusHofi raprorerofi.
Teua T.lr..oeopMne'rre .qoKyMeHToB no rocrouuctr Aen: o''Hor il{'rfiBrx 4ro; orr"J*ro yBone'H'rx B orqerHoM roAy;Brryrpe'H'f,t o''I{cB AoI(yMeHToB' B Aene; nl{cr-saBeprrreJr' Aena; KaprorrKa-SAMEbIHIENE; OIIHC' JIHqH'IX 4EN PA6O'ArcIIIHX COTPYAHI.KOB; ONEC' CAA*IIAEJIA Bapx'B' PerucrpaqrroHHbre xypH'JrEr. flpanuna [epeAaq' Aen cTpyKrypurrMa ror_pa3Aene'nflM* B apx'B' ronoxeuue o6 apxl{Be. floroxeHr" o ro.rotrH'o ^eficr-nyloqefi gKCrrepTHOfi ronancclra. Bugu"",qro BO BpeMeHHOe [oJrb3'BaHHe, rrerB'IAAHH'IX gEI. TIPOBEPKA H',I''IUAAEJI B,.PA.*HbrX IOAPA3.4EJIEHIUIX.

Pogstcr ueo6napyxeHH'Ix gen. Pa6ora c AoKyrueHTaMH, nepeAaHH'rMrr or-AenoM X44por.3'a'r{e KaApoBOfi A.rcyr\{eHTaqun. Kau \enflpvrfr" o"o.o, KaApoe.flpanulruo e o Q opurrenr{e rpr{Hrrb_rl Aen rns cTpyKT}?Hbrx rroApas4 eneunfi .IrparrnvecK'e pa6otu. ooopnane"rr'orr".efi 
4en. osopnaneHr{e per'_cTparlhouHElx )KJ{pH€uIoB' Pa6ora a AoI(yMeHTaMr{, [epeAaHHbrMr{ orAeJroM KaApoB

;"iXHfft#-B 
orAeJIe K4Apos' osopuneHne qpr{Hf,rBrx Aen },. crpyKrypHbrx

Teua 7.!2.8aInoJrb3OBaHIre apxnBHbrx AOKyMeHTOB@opn'rr1 u nop'AOK r{cloJrb3'BaHr{f, up*o"""o AoKyMeHTOn ..{ocryn K ap-*I'BTIETM Aol.yl'e'TaM'Apxuruar clpaBKq apx*B*ar.Koulrrr, apxwB*afl,Bblnr4cKa.

I";t#* 
BBrAaqu Aen Hs apxrrBa.cporu ;;;;" nn AenBo BpeMeHHoM noJrb3o_

7' Vc'nourfl pean'3arl,n,, ,,porpaMMbr Arrcq'nn'Hbr ,!;7'l' T pe6o Ba H'nt K Mrr'rrManb HoMy Marep fia.rrr no-reiH[ rrec*o'J, ou..rr. 
".-HIIrc

Peanzsaqar [porpaMMbr .4'Cqa,'nr{Hbr rpe6yer H*ril'noxa6nnera 
AoKy-

ff1ff;""ffi;:J:ffi;:ffi vrpaBne'ux o6opv4oBa'Horo : pa6ovzna MecroM
MeroArqecK'Mr{r"rp;;;,."#;:ff;#tr"J:f 

:?rH*.r"#;*::cypcoB' - KOM[Jrexr 6raHror, o6pasrloB OCHOBH'T* AOTCyM'HTOB.
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Texnil.recKue cpeAcrBa o6yver
rpaMMHErM o6ecneqeHHeM, I,rHTepaKTI
npHHrep; Korr4p; cKaHep; re{eooHHbrfi
trncTHa'I MarlrfiHai naMl{Harop; na6oprr KaHrlenrpcKrrx npr{H4AJrexHocrefi, B T.q.na[Krr phsirrx Br{AoB,

. 8. IfHQopMaqrroHnoe odecnerreHrre odyveHun
8.1. OcHoBHbIe HcrorIHIrKr{:

1. AnerceeBa E. B,, Asauac'eBa n.[., Eypona E. M. - ApxunoBeAeH'e:

n;:r: 
Arf, Haq' ryoQ' o6paaonaunn - M.: I4sgarcnbcKufi {enrp <Arasenas.a>,

2' Eacaros M' 14' cnpauovul{K ceKperapr-pe(fepe'ra. flparruuecKoe ro-co6ue - Pocros-na-.{ouy: Oengrc ,2006.
3. Baqenro E.r{. pyccxnfi r3brK r{ Kynrr}?a peqr: v.re6.noc o6ue. _ M:ol4II <Ar.4enaun>,2009r. - 349 c. - cepfix, H"r-""oe nposeccnoH€urbnoe o6-pa3oBaHHe.

4. focT 2.r0s - 95. o6rqve rpe6onarur.r K reKcroB'rM .qoKyMeHraM. _ M.:I,IsAaremcrBo craHAaproB, 1996,_37 c. 
lrrvr AL'r

5' rocT P l'5 - 2002 <o6que'rpe6oaaul{t K [ocrpoe'r{ro, }r3JroxeH'ro,osopuneHr4*)' coAepxa' uro uo6ognaqe""rou.
6' rocr P 6' 30 - 2}}3Yuu$nqupora'H're cr{creMbr AoKyrlreH rarrvr..vH'ouqzpoBaH'at c'creMa opra'H3arlr{oHHo - pac[oprAurenrnofi AoKyr![eHra-

;;;;.to"6oaa*ms. 
r oQoprr'reHr,rro Aor(yMe'ro". . vr. z*u".o""."o craHAaproB.

7. rocr 5t41-99 <r{eronpo'3BoAcrBo,H apxuBHoe AeJro. Tepnaaru nonpeAeJreHr{rD). - M. : foccraugapr pocctt w, 199g.
8' focygapcrBe'HEu. cl{creMa AorcyMeHTarl}roH'oro o6ecne.reHr,rrr yflpaB-rre*ns" ocHos'rre ''onoxe*H'. o6rque,rpe60na'r{rr K AOKyr\,reHraM H Cryx6avrAoKyMeHrarlr{ouuoro o6ecue.re Hufr ynpaBrrenn .._ M, : fiarapxu n, I99 1.9' 3anauqronao.I{., Eacarorrra.H. ,{enonpor{3BoAcrBo. - I{sA. g-e. - poc-ron n\,{: OeHnrc, 2009._375, (l) c.
10. Kzcer€s c.B., o0ncuoe o6opy4oaaHr{e: v.re6H'x gnr }IfIo. _ M.:Hsg. qeutp <<Arqgeuun>r2008. 

-J^--""^vr r rvV.''f,rn l{Jr 
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)peAcTBa IIepcoHaJIEHoro r(oMlbrorepa:
{ra4evzn>

)bMo: y.re6uo_cnpaBoqnoe 
noco6rEe. _

13. JIeHxegH.r JI.A. _ .{enouponsBoAcrBo - M.:Hs.qarelrcrnfi rIeHTp<Ax44euuz>>,2009 v're6Hrx. -M.: oop) 4, ruropa -M,2009



14. JIeHresFI JI. A. Cexpempr-pe$epeHr. CerperapcKoe Aejro: V.re6Hoe
noco6ne Anr Harr.npo{.o6pa30BaHHs. ;M.: Llsgarenr crutft rIeHTp <<Arc44euur>>,
2007  . . _ r

So-F]"qen B.A. ocsonu HpaBcrBeHHocrH: vqe6.uoco6ue.- M: oI,IIJ
<AraAeuus>>,2009r.- 399 c. - Cepnx: Ha.IaruHoe npoQecouoH€urbuoe o6patona-
HI{E.

16. Maptunona O.B. OcHosH peAaKrupoBaHrrrr: yue6.uoco6ue Arrs, wa-
IIIHxct Haq. rpoQ. yle6.sanegeHnfi. - M.: I,Isgarelrcxzfi rIeHTp <<Aragevux>>,
2009

'L7. Cauron B,B. IfuOopMaIIHoHHbIe rexHoJrornr{ Lr KoM'1bror.pr.uui"
Aenonporr3BoAcrBa: y.re6.uoco6ue AJI' Haq. ryoo. o6pasonan vsl.rleHTp
<<Ar44euun>r 2006. 
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18. csupnAosa M.Io. onepaquoHH€ur c'creMa windows Xp:
yve6.noco6ue Arrfi. 

"'a'' 
rpo 0, o6paoonau ni. - vgx. rIeHTp <<Aragenr wn>, 20 07

19. XanA4Aauesa JI.H. Kouurrcrep u Apyrarr oprrexHr{Ra Arrfl. ceKpera-
pr-peQepeHra: Y.re6Hur. - poqos -H/A; Oeurarc, 20'03,

20. LflenaMosa F. M. ,{euonar (ynbrypa rsduruogeircrnu'. - M.: krsga-
rcnrcruft rIeHTp <<Ar44eunD 2008.

21. IlleraMosa f.M. .{enorar rcynrrypa u ucr{xoJrom, o6qeuur. _ M.:
llgAarelrcruft rIeHTp << Ara4euut>>, 2007

1' 'flHrosaf, B.o. Cerpempr-peQepenr BBrcoKofi xnanu6gKarlr.rg. .f,snr n
crI{JIB yrlpaBneHqecKnx AoKyMeHror: y,re6.noco6ue Ars )rqarqvxcfr, yrpexgeunfi
uau. npoo. o6pason a$vrfl..- M. : I,logarenrcrnft rIeHTp <<Ar4Aeu ux>>, 2007 .

8.2. HxrepHer-pecypcbr
| . http : / / orgtehnika/telebo/ru

2. www.gramota.ru : cupaBoqHo-nnooprrraquonuufi [oprarr
t3bID.

3. www.gramma.ru -
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