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1. HEJIM OCBOEHUS JUCIIUITTJIHHBI
Iles M3y4eHHst JIMCIUIUITMHBI — OBJIA/ICHUE CTYJICHTAMH TCOPETHUCCKUMH 3HAHUAMH 1
NPAKTHYCCKHMH HaBbIKAMM B paoTe ¢ JIOKyMCHTaMH, HEOOXO/WMMbIMH i () PEKTHBHOIO
VIPaBJICHUS MPEANPHITHAMHE HHYCTPHH CEPBHCA, TYPHU3MA H FOCTEIIPUMMCTBA.
3ajpaun:
- W3yueHHME M 3aKpPCIUICHHE TEOPETHYECKHX OCHOB JIOKYMEHTHPOBAHHOIO odecreyeHus
VIIPABICHHS;
- (opMHpoBaHHE CHCTEMATH3UPOBAHHBIX 3HAHWH 00 yHM(UUMPOBAHHBIX CHCTEMAax
JIOKYMECHTAIMH;
- [IOJIy4eHHMEe [PAKTHYCCKHX HABBIKOB [0 TEXHOJOTHM paboThl € JIOKYMCHTAMHM Ha
IPCATIPHITHH;
npHoGpeTer e HaBLIKOB 110 00paboTKe, aHAIM3Y M COCTABJICHHIO JOKYMEHTOB B cepe
CepBHCA H TypH3Ma.
3HaYeHUE OCBOCHMS JIMCLMINIMHBI 3aKJIIOYaeTes B NOJArOTOBKE CHENHAIMCTOB HHPOKO
npouiis 1 paboThl B TYPUCTCKOH cepe JesTebHOCTH. A TakKe H3y4CHHE 0OIICNPABOBBIX
JIOKYMEHTOB B Pa3inuHbIX c(epax [AesTeIbHOCTH, B TOM YHCIIE ¢ YIETOM COIHAILHOH MOJIHTHKH
rocyapeTBa, MEXIYHApPOJHOIO M POCCHHCKOro IpaBa, B chepe HOKyMEHTOOOOpOTA
COIMOKYJIBTYPHOTO CEpPBMCA TYPM3Ma; [IOJrOTOBKA CICHHATHCTOBR, BJA/ICIONMX CHCTEMOM
3HAHMH O KATCTOPHSIX, BHJIAX U 3aKOHOMEPHOCTAX, IPHHIMIIAX Pa3BUTHS CHCTEMBI KIMEHTCKHX
OTHOIIEHHH ¢ yueToM TpeOoBaHMil 110TpeOUTEIS.

2. MECTO JUCHHUIIJIMHBI B CTPYKTYPE OIIOII BO
Jincumminna «OCHOBbI J1EJI0NPOM3BO/ICTBA Ha NP UIPUATHSX CPepbl yCIyr» OTHOCHTCS
K 00s3aTeILHOM yacTH yueOHOro miana.
[IpepeKBH3UTHI  JMCHUIUIAHGE:  «Yrpasienue — npoexramu»,  «lIporpammioc
obeciiedeHne W aBroMaTusanus npeanpustait cdepnr yenyr», «CoBpemMeHHas HHIYCTPUs

COLIMOKYJIbTYPHOI'O CCpBHCa».

3. INMIAHUPYEMBIE PE3YJILTATBI OBYUYEHUS 1O JTUCHHATIIIMHE

B pesyibraTe OCBOCHHS MMCIMILIMHBL Y CTYJEHTa JIOJDKHBL OBITH CHOPMHPOBAHDI
~ obuenpodeccHonanbHbe H I1POQEcCHOHaAIBHbIC KOMIETCHIMH.

Koy popmupyembix
KOMIIETCHIIH I

Y poBeHb OCBOECHHS]
KOMIIETEHIIHH

[Inanupyembie pe3ylbTaThl 00yUYEHHs 110 TUCIHUIIIIHHE
XapaKTepu3yIolue 3Tanbl GOpMUPOBAHHL KOMIIETCHIMH
(noKasaTesu OCBOSHHS KOMIICTCHIIHH )

OIIK-2
Crniocoben
OCYLICCTBIISThH
OCHOBHBIC (PYHKIIHH
yIIpaBJICHUs
CEPBUCHOM
NESITeJIbHOCTLIO

Yacmuunoe
oceoceHue
KOMRCmenyuu

3uarhb
—  OCHOBBI pa3zpabOTKH, BHEAPEHHS U H3MCHCHMSI
[ITATHOTO paclUCaHHsI;
JIOKaJIbHbIE HOPMATHBHO-TIPABOBBIC AKTHI 1O
OpraHu3aluy Tpya Ha IPenpHsSTHH]
TpeboBaiiis K 0GopMICHHIO OPUITHATBHBIX
JIOKYMEHTOB, PErVIAMEHTHPYIOIIMX OpraHu3aLHio
TpyJa.
Ymern
—~  OpHEHTHPOBATLCS B CHCTEME 3aKOHO/IATENIHCTBA H
HOPMATHBHBIX TIPABOBbIX AKTOB,
periaMeHTHPYIONIHUX OPraHu3aImio Tpya;
[IPUHUMATH y4acTHE B pa3paboTKe IporpamMM
Opramu3alMoHHbIX U3MEHEHHH B 4aCTH BOIPOCOB
YIIPABJICHHUS IEPCOHAIIOM U OIICHHBATE

(P PeKTUBHOCTh UX OCYLICCTRIICHHS;




—  YMETb JOKYMEHTaJIbHO 0(OPMJIATE U IIPAaBUIILHO
PacCTaBIIATh PEKBHU3UTHI Ha JIOKATbHbIX
HOPMATUBHBIX AKTaX, KaCatOIIHXCH OpraHu3alinu
TpyJia lepcoHala.

Baaners

~  HaBBIKAMHM pa3padOTKH OpraHU3alHUOHHON
(YHKIMOHAILHO-IITATHON CTPYKTYPBI;

- HABBLIKAMH  aHajM3a  OpPraHM3allMOHHOM W
(YHKIIHOHAJILHO-IIITATHOH CTPYKTYPEL, OIEHKH
JIOKAJILHO-HOPMATHBHBIX ~ @KTOB 110 BOIPOCAM
OpraHu3aly Tpysa
4. OGBEM U CTPYKTYPA JIUCHUITJIMHBI
Tpyn0oeMKOCTh JMCIUITIHHBI COCTaBIIsET 5 3a4eTHRIX enHuil, 180 qacos.
Bujib1 yucOnoi
paboThl, BKIIOYAast
CaMOCTOSITENIBHYIO 06BeM DopMmbl
padoTy cTy/ICHTOB yueOHOH TEKYLIEro
§ W TPYL0EMKOCTD (B padoTel, KOHTPOJIS
o o Hacax) c yCIIeBAEMOCTH
No | HaumenoBanue TeM M/HIIH § § E pPUMEHEHHEM dopma
1/11| pas/ienoB/TeM TUCIHILIMHBL | 5 o = o HHTEPAKTHBHBI IIPOMEKYTOUYH
o S = | 8 i . X METOJIOB o
s % E g 5| 9 (B yacax / %) | arrecraluu
& § 2. % Q (no
< s cemecmpam)
) =
&
1. | Pazpen 1. 6 | 1-2 2 2 13 2/ 50%
Hopmarusio-
3aKOHO/1aTEeJIbHbIE OCHOBEI
JIOKYMeHTooDOpoTa
Tema 1. Hopmarusno-
[PaBOBOE U MECTOJIMHECKOE
peryauposanue JJOVY B
TYypU3Me

2. | Tema 2. IlpaBuna 6 |34 2 2 13 3/75%
o(pOpMIICHHS JIOKYMEHTOB B
TypU3Me _

3. Tema 3. OGsazarenbHbie | 6 | 5-6 2 2 13 3/75% PeitTinr-
JIOKYMEHTBl B CEpBHCE H KOHTPOJIb
TYpHU3MeE No 1

4. | Paspgen 2. 6 |78 2 2 13 4/ 100%

CocrapjieHue JIOKYMEHTOB
B TYpPH3ME

Tema 4. SI3bik ity KeOHBIX
JIOKYMCHTOB

5. | Tema 5. Jlenoras 6 [9-10 |2 2 13 4/100%
neperucka B TYpH3me




Tema 6. CocrapiieHue | 6 | 11-12 |2 2 13 4 /100% PeiTunr-
oopmitenue KOHTpPOJIb
JIOKYMEHTAIHH 110 No 2
JIOTOBOPHBIM
00A3aTENLCTRAM B TYPH3ME

Tema 7. Cocrasinenue u |6 | 13-14 |2 2 13 4 /100%
o(pOpMIICHHE  TYPHCTCKOH
JIOKYMEHTaIMH:
TEXHOJIOTHUECKAs]
JIOKYMEHTaIHst TYp(UpPMBI,
JIOKYMEHTALLHs]
oOciy)kMBaHUsT W NAKeT

TYpa

Pasjea 3. 6 |15-16 |2 |2 13 4/100%
Texmnonorust paboTel ¢
JOKYMEHTaMH B TYPH3ME
Tema 8. Opranusanust
JOKYMEHTO0DOpOTA.

Tema 9. OtsercTennocts | 6 | 17-18 |2 2 13 4/100% PeiiTuHr-
nepconana  3a  BEICHHC KOHTPO/Ih

JIOKYMEHTAHH _ Ne 3

Bceero 3a 6 cemecTp

180

18

18

117

30/ 83%

Dk3ameH (27)

Hannune B jmcunine KIVKP

180

18

18

117

30/ 83%

Dk3ameH (27)

714'}_‘01‘0 [0 JIMCHHIIIHHE

Coﬂepmalme JIEKITHOHHBIX 3AHATHI 110 JHCHHIIIHHE

Pazaen 1. HopMaTHBHO- 32K0HOAATEIbHbIE 0CHOBBI I0KYMEHT0000p0TA
Tema 1. HopMaTuBHO-TIPABOBOE H MCTO/IHYECKOE PEry/IHpOBaNie JIOY B cepBuce
0 TypH3Me
VpoBHH yHpapicHus B TypusMe (PYKOBOJSAUIMH, CTPATCrHYCCKHH, TaKTHUCCKUH M
onepatuHbii). JlokymeHTaims 2pPEKTUBHOH CHCTEMBI MEHE/UKMCHTDI [pepUsITHl cepBrca
W Typu3Ma: [paBoBas JIOKYMCHTAIlsl, JIOKyMEHTalMs 110  OOECIEeYCHUIO  KauecTsd,
Opraiu3alMoHHO-PACIIOPsNTENbHAsA JTOKyMeHTAIlHs, JOKYMEHTAIUs 110 CTPATCTHYCCKOMY H
OMEpaTHBHOMY  IUIAHHPOBAHMIO, METOJMYECKas JIOKYMCHTAIHMs, BHCIIHSS HOpPMATHBHAA
JIOKYMEHTAIMS, BHYTPEHHsisi HOPMaTHBHAs — JIOKYMEHTAIUsA, BHYTPCHHSS —TEXHHHCCKasd
JIOKYMEHTaLlH.

HopMmaTuBIbIe JIOKYMEHTbI, PEryJIHPYIOIKUE JCTONPOH3BOACTBO:
persennoli raitine: 3akon P® ot 21.07.1993 Ne 5485-1 // C3 Pd. 1997, — Ne 41. - C.

O rocy,

8220-8235.

O koaepyccexoil Taiine @ Pejlepaibibii 3aKOH 0T 2 2004 No 98-®3 // C3 Pd. - 2004, — Ne
32— Cr. 3283,

O6 undopyai. HHGOPMALMOTIHBIX TEXHOIOTHIX U 0 3allHTE uaopmannn : GejepaibHbiil
sakon o 27.07.2006 Ne 149-d3 // C3 PD. — 2006, — Na 31 (H. 1). — Cr. 3448,

OO0 YHOPS IOUCHIH H3FOTORICHISL. HCIOALZOBAHMSL XPAHCHHS U YHHUTOMKCHHUSI ICUareH 1
Grankon ¢ soctponsse/erinen Locyapersernoro repbda Poccuiickoit Mezeparu

Llocranosieuue Hpasurensersa PO o1 27.12.1995 Ne 1268 // C 3]’(11. ~1996. — Ne 2. - Cr. 125.
OO yraeps e Hepeunst THITOBBIX aPXMBHBIX JA0KYMCHTOR, 00Pa3yIONHXCs B HayHHO-
LCXIHHUCCKOR W TPOU3IBOJCTBCHHON JCATEILHOCTH opl AHM3ATUH. c_\'h'nfamlnc\l CPOKOB
xpanenmst: pikas Munkyinypst Pocenn ot 31 07.2007 \m l // Broaetenh HOPMATHBHBLIX

18
AKTOR (PEICPAIBIBIX OPraioB uernoHuTe Lo Bract, — 2007, - ’\Ju 46.




OB vreepacsiennn Lepeuns cnenennii konduenimansioro xapakrepa : Yras Hpesnienra P®
ot 06.03.1997 Ne 188 // C3 PdD. - 1997, — Ne 10, - Cr. 1127,
06 yreepacienun [onoxenus o nopsKe 00pateHus co cykedHol nidopmaitten
OIPAHHUEHHOI0 PACHPOCTPANCHHS B (Pe/IePATbHBIX OPralax HCMOJHUTENLHON BIIacTH:
[Hocranosiense Tpasurensersa PO o1 03.11.1994 Ne 1233 // C3 P®. - 2005. — Ne 30 (Y. 2).
Ct. 31635,
OO yvrsepu ety [pasii 1enonpon3BoiacTsa B (PeAepaibHbIX Opranax HCIOAHHTEIhHON
piracTi: noctanonienne pasireiasersa PO or 15.06.2009 Ne 477 // PT'. — 2009. — 24 nionsi.
O6 vreepacicnn Hpasi noroToBKH HOPMATHBHBIX TPABOBIX aKTOB (PEICPALHBIX OPralos
HCTIOTHUTCILHON BHACTH H UX rocyaapersenoi perucrpaimu: Hocranosienne Ipasurenberna
PD ot 13.08.1997 No 1009 // C3 Pd, — 1997, — No 33. — C1. 5895.
O6 Hmnecrponnoii undgporoii noamuen: Gexepansiniit 3akon o1 10.01.2002 Ne 1-03 // C3 Pd.
2002, = No 2, — Cr. 127.
LOCT 6.10.3-87. YunduitpoBanibie CHCTEMbL IOKYMCHTAIMK. T'pedoBanust K HOCTPOCHHIO
popamyvasipa-odpasia. — M., 1998,
O6mepoceniickuil kiacendguiarop yrpasienueckoii goxymentan OK 011-93. = M. 1995.

OredecTBEHHbIE H MEXK/IYHAPO/IHbBIC CTAHAAPTHI HA JIOKyMeHTauuio. Oprael yrpaBaeHUs
HHJIYCTPHH TYPH3Ma M FOCTCIIPUHMCTBA U COOTBETCTBYIOUIHE HM JIOKYMCHTBIL.

Tema 2. [Ipasuia opopMiIeHHS 10KYMEHTOB B cepBHCE H TypH3MeE

Yuupunuposannas cuctema jlokymentannn. Tpebopanus K 0popmMICHHIO JIOKYMEHTOB.
TpeGosanus Kk Giankam JokyMeHTOB. [ToHsITHE B COCTaB PeKBU3HTOB. OOpMIICHHE PEKBU3HTOR
JIOKYMCHTORB.

Tema 3. O6sa3aTebHbIC JOKYMEHTBI B CEPBHCE H TYpH3Me

Knaccn(uianiis oprainn3aloHHO-pacliopsIHTe/IbHBIX JIOKYMEHTOB. OpraHi3alnoHHbIe
JIOKYMEHTBL:  YCTAB, YUPEJMTCILHBIH  10r0BOp, I0JIOXKECHHE, HMHCTPYKIHS, 0JDKHOCTHAS
HHCTPYKIMsi. Pacnopsaure/ibuble NOKYMEHTBI: [IPHKA3, PAclHOpsKEHWE, yKazaHHue, pelieHue,
BBIMUCKA, POTOKOJI. CTPYKTYpa TEKCTa JIOKYMEHTOR, PEKBHU3HTLL.

Bujbl MHOPMAIHOHHO-CIIPABOYHBIX JOKYMEHTOB (aKT, Cly)keOHas 3allMcKa, CIpapKa,
CIIMCOK, NPE/UIOKCHHE, 3aKIIIOUEHUE, [IepeUCHb, 0030p, OTYET, CBOJIKA H JIP.), CTPYKTYpa TEKCTa
JIOKYMECHTOB M PEKBH3HTEL

Pasznen 2. CocraBienye JOKYMEHTOB B CepBHCE H TYpH3Me

Tema 4. SI3bIK ciryKReONBIX TOKYMEHTOB

SI3BIK M CTHIIB CIYKeOHBIX JI0KyMEHTOB. OcOOEHHOCTH sA3bIKa CIIyKEOHBIX JOKYMEHTOR.
Viorpe6iieniie NPONUCHBIX W CTPOUHBIX OykB. EjuHO0Opasie NPUHIMIIOB 1 (hopMBI
coxpamenus. Odopmienue JaT # umMcen B J0KymeHTax. McronpzopaHue B JIOKYMEHTaX:
CcOoOCTREHHBIX HMEH,  Ha3BaHui rocy/1apcTs, aJIMHHUCTPATUBHO-TEPPHUTOPHATIBHBIX
nauMenoBanuii. OmubKy B TekcTax o(UIHATBHEIX JTOKYMEHTOB. Pe/lakTHPOBAHHE TEKCTOB.

Tema 5. /lesioBasi nepenucKa B ceppuce H Typusme

dopmbr  sestopoii  neperneku.  Kiiacemdukanus  JIGITOBRIX  [THCEM. Tpeboranust K
CTPYKTYpE TeKcTa H 0(POPMIICHHIO JIEJIOBBIX TTHCEM.

Tema 6. Cocrasjgenue u  odopm/icHHe JTOKYMEHTAIHH 10 JIOTOBOPHBIM
0053aTe/ILCTBAM B CepBHCe U TypHu3me

Knaccudukanus cjienok. Jloropop: NoHsSTHE, BU/IbL, YCIOBHS 3aKINOUCHHA i OCHOBAHHA
jutst pactopikenus. CylecTBEHIIbIE H MHBIC YCIIOBHS JIoroopa. JloroBop B CEPBHCE U TypH3ME.
Bu/ibl JIOIOBOPOB B CepBHCE M TYpHU3Me: aper/ia, TPOKaT, MepeBo3Ka MacCaKHPOB, BOIME3/IHOC
OKasaHue yciIyr, mopyueHue, JOr0BOP KOMHCCHHU, areHTCKUH J0Tr0BOp. TeXHOJIOTHA 3aK/II01eHHs
JIOTOBOPOB € KIIMEHTaMK 1 napriepamu. TpeboBanus K COCTABJICHHIO JI0rOBOPOB.

Tema 7. Cocrasienne u  odopmieHHe  TYPHCTCKOH — JOKYMCHTalHN:
TeXHOJIOTHIeCKAas! JOKYMEHTAIHA TYPQUPMBbI, JOKYMEHTAIHs 00C/IY/RUBAHHS H TNaKeT
TYpa

Kiaccuukarmst  TYPUCTCKOH  JIOKyMeHTaluu.  TexHojoraueckas — JIOKYMCHTAIHSI
TYp(PUPMBI; TEXHOJIOIMUYECKas KapTa TYpPUCTCKOIO HYTCIICCTBHS, rpadg¥K 3arpy3Ku TYpHCTCKOTO
Mpe/UTPUATHSL  IPYIIITaMH  TYPHCTOB  Ha  OINPC/ICICHHOE  BpPEMs, TYypHCTCKasd nyTERKA,



MHPOPMALMOHHBIH JIHCTOK K [YTEBKE, JHCT OPOHMPOBAHMS, JIOTOBOP, TPpaQuK JBHIKEHHMS 110
MapIIpyTy. KapTa-cXema MapiipyTa, OIHCaHue TEXHOJIOIHYECKHX 0COOEHHOCTEH Typa, IaMaTKa
JUISE TYPHCTOB, CIIPABOUHBIC MATEPHUAJIBl 110 MApIIPYTY, MPAHC-THCT, KAIbKYJSLHUA Typa W T.0L.
[lpaBuia cocraBiecHust ¥ O(QOPMICHHS TEXHOJOIHYECKOH TYPHUCTCKOH —JIOKYMEHTAIMH.
JlokymenTanms  oOciykuBanust (3asBKa Ha OpOHMPOBaHME, MOJATBEPIKKICHHE O TIpHEME,
M3BELICHHE O 3ae3/le TYPHCTOR, Baydep, IMCTOK OTMETOK) M IIAKET Typa: MpaBHiia COCTaBICHHs H
oopmireHuS.

Pasnen 3. Texnostorust padoThl ¢ JOKYMEHTAMH B CCPBHCE H TypH3Me

Tema 8. Opranunsanust 10KyMeHT0000poOTA.
O6paboTka BXO/SIINX, HCXO/SIIMX H BHYTPEHHHX JIOKYMeHTOB. [[pHHIIITBI perucTparin
JOKYMEHTOB Ha npepuatuu, KoHTposis 1 CpOKH UCHIONHEHN JIOKYMEHTOB. OpraHn3aiius
xpatienns 10KymenTos. CocTaBlieHie HOMEHKIATypsl jiesl. PopMuposanue u oGopMIcHHE Jiell.
[Topsi0K 1epejiavn JJOKYMEHTOB Ha XpaHEHHEe B apXHB.

Tema 9. OTBeTCTBEHHOCTD MEPCOHAJIA 32 Be/leHHe TIOKYMCHTAIlUH

CTpyKkTypa KajpoBoil JIOKymeHTalHn. [lepBuunbIc JIOKYMEHTBI TPYA0YCTpOHCTRA.
PacriopstanTebias JOKyMeHTalus 110 kajgpam. JloroBopuast 1oKyMeHTalus o kaapam. Jinunoe
JIClI0 COTPYIHUKA opranusaiuu. OpraHusamust XpaHenus aMubbix jiest. [lopsnok xpanenus
JIOKYMEHTOB B JIMUHOM Jlejie coTpy/IHuKa. JlokyMenTnpoBanue npoie/typ MnpuemMa rpaxk/ian Ha
paboTy, MEpeBojia COTPYIHHKOB, MOOIUPEHHS pabOTHHKA, NPUMEHEHHS JUCHHIUIAHAPHOTO
B3BICKAHMsI, YBOJIbHCHUS pabOTHHKA.

COJIC]}}I'\"&HHE NMPaKTHYCCKHX 3AHATHH 10 JIHCHHILIHHE

Pasnen 1. HopMaTHBHO- 3aK0H0/IATE/LHBIC 0CHOBBI JOKYMEHT0000pOTA

Ipaxruueckas padora Ne 1. Yuudunpposantas cucTeMa 10KyMEHTaIHH.

PaGota ¢ HOpMATHUBHOH JIOKYMEHTalMed, NpoQeCCHOHANBHBIMH  CTaHIapTaMu
WHJYCTPHM TYpU3Ma W TOCTENPHHMCTBA, JIMCKYCCHsl. OCHOBILIC [IpaRi.ia oropMIICHTT

MALTHHOITHCHBIXN TCKC

[Tpakruueckas padora Ne 2. OdopmiieHne peKBU3UTOB JIOKYMEHTOB.
CpaBHUTEIbHBIH  aHajiM3 O(POPMJICHHBIX JIOKYMEHTOB, PCKBH3HTBI. Padota ¢ CIIC

i 1 &) T | 11T ] 1 .
Koneviaertanr |Lmoc.

IpakTuucckas padora Ne 3. Oprann3anuoHHO-paCHOPSJAHTEIBHBIC JIOKYMEHTBI
CpaBHHTE/IbHAA XAPAKTEPUCTHKA OPraHi3alliOHHO-PACHIOPSANTEIBHON JIOKYMEHTAIIMH B
Typdupme (DKCKypeust).

Pasaen 2.CocraBjieHHe JJOKYMEHTOB B cepBHCe H TYpH3Me
[Ipaxkruveckas padora Ne 4 JloroBop B cepBHCE H TYPH3ME.
Brinosinenue 3ajlaiuii 1o peJlakTHPOBAHKIO JIOTOBOPOB.

[paxruueckas padora Ne 5 Jlesiosasi mepenucka
Boinosnenue 3a1anuii mo pazpaboTke JeJIOBBIX IIMCEM JUIst TIPOBE/ICHHS PCKIIAMHOTO
Typa, padora ¢ ek potioil noaroii. O61acTHOR TYPHCTCKO-HH(POPMAIIMOHHBIH IEHTP
(9KeKypCHst).

IIpakTuueckasn padora Ne 6 TexHojorudeckas JIOKyMeHTals Typhupmbl IIpH
OKa3aHWK TPAHCIIOPTHBIX YCIIYT.
BLimojHeHe  3ajaifii 10 PEeJaKTHPOBAHHMIO —JIOKYMEHTOB, HCOOXOAMMBIX  JUIA

nepeposiu ereit. ATIT (9kekypenst).

[IpakTuueckass padora Ne 7. Texnosormueckas JOKYMCHTaIHs TYPPHUPMBI  [1PH
MpoJjiaxKe MyTCBOK.



Bhinosienue 3ajaiuil Mo peJakTHPOBAHHIO TOKYMEHTOB, HEOOXOMUMBIX JUIS TPOJIANKH
nyresok B JIOJI (oxckypens).

IpakTiueckass padora Ne 8. Texnonorudeckas JOKYMEHTalUs TypQUPMBL IPH
00CIY)KMBAHWH KIIMCHTA B TOCTHHHIIE.

Brimosienue 3ajaHuii Mo MOJATOTOBKE JOKYMEHTOB, HEOOXOAUMBIX Ul O(OPMIICHHS!
[IPOIUBAHMS HHOCTPAHHOTO KJIMEHTA B FOCTHHHIE. ["0CTHHHUIA (DKCKYPCHS).

Pasjten 3. Texnomorusi padoTsl ¢ JOKYMEHTAMH B CEPBHCE H TYPH3ME
IIpakrinyeckast padora Ne 9. Opranusanus XpaHeHus JI0KyMCHTOB.
Bhinosieine 3a1anui 10 [M0Ar0TOBKE JOKYMEHTOR K XpaHEHUI0. APXHB (SKCKYpCHs).

5. ObPA30OBATEJIbHBIE TEXHOJIOI'MH
B 1penojaBaHny JHCHHILITHHBL «OCH06bl 0e10npou3600cmed Ha NPeonpusmusx cgepol
yeiaye» UCTIONB3YIOTes pa3ioo0dpasiblie 00pa3oBaTe/ibHbIC TCXHOJIOMMH KakK TPaAHIMOHHbIC, TaK H
¢ IIPUMEHCHHEM aKTHBHBIX M MHTCPAKTHBHBIX METOJI0B OOYUCHHSL.
AKTHBHBIE U HHTEPAKTHBHBIC METO/1bl 00yYECHHS:
—  Humepaxmusnas nexyus (mema Ne 1);
— I pynnosas ouckyccus (mema Ne 2)
— Poueswvie uepor (mema Ne 3,9);
— Tpenune (mema Ne ),
— Ananuz cumyayuir (mema Ne 4);
—  pumenenue umumayuonnslx mooenetl (mema Ne 7),
—  Pasbop rkonxkpemmoix cumyayuii (mema Ne 6);
Lpyeoe:
—  Drexypeuu na npouzgoocmeo (mema Ne 8).

6. OHEHOYHBIE CPEJCTBA JIUISI TEKYHIEI'O KOHTPOJIA
YCNEBAEMOCTH, IIPOMEXKYTOUYHOU ATTECTAIIUA 11O UTOI'AM
OCBOEHUS JJMCHHUIIJIUHBI 1 YYEBHO-METOJUYECKOE OBECIIEYEHHUE
CAMOCTOSITEJBHON PABOTHI CTY/JIEHTOB

Tekylwii KOHTPOIb YCHEBAEMOCTH (PeHTHHI-KOHTPONb 1, PEHTHHI-KOHTPOINL 2,
peHTHHI-KOHTPOb 3). THUIMOBBIE TECTOBBIC 3aMaHMs ULl TIPOBCACHHMS TEKYLICTO KOHTPOJI

IPHUBCJICHBI HHMKE,

Peiirnur-konTposs Ne 1
Bompoc 1. JlokymenTanontoe odecrieuenne ynpasienus (JIOY) oxparbiBaeT BOIPOCHL:

L., JOKYMEHTHPOBAHHSI, OPraHU3allK PabOThI € JIOKYMEHTAMH H CHCTEMATH3alMI0
APXUBHOTO XPAHEHHs JIOKYMEHTORB

2. JIOKYMEHTOBE/ICHHSI

8 JIOKYMEHTOO00POTA ¥ @PXUBHOTO XPaHCHHs!

4. cHcTeMaTH3alHH TIOKYMEHTOR

Sa JIOKYMCHTHPOBAHMs1

Borpoc 2. HopMaTHBHBIH JIOKYMEHT, YCTaHABJIMBAIOIIHH €JIHHbIC TpeOOBaHUs K
JIOKYMEHTHPOBAHHIO YIIPABICHYECKOMN JCATCIBHOCTH W OPrafu3aliii padoThl ¢ JOKYMEHTAMHU!

1. Yuuduunposanuas cucrema jlokymentauun (Y CJI)
2. 'OCT
3. MHCTPYKIIHS 110 JIJIONPOU3BOJCTBY



4. rcjoy
3. JIOJDKHOCTHAS HHCTPYKILHSI
Bornpoc 3. UeM periiaMeHTHPYETCs JIeSTelbHOCTb padoTHHKOB ety kOB JJOY

'OCTom

JIo/KHOCTHOH HHCTPYKIIHEH

IPHUKa30oM JIHPEKTOPaA

peKUMOM pabOThI IIPEUTPUATHS

HHYCM

Bonpoc 4. unpopmariys 0 COOBITHSX U SBJIEHUAX 00BEKTHBHON JICHCTBUTEIbHOCTH U

MBICJIMTEJILHON JICATENLHOCTH YC/IOBEKA, 38(1)HKCHPOBEIHHEIH Ha MaTepuaJlbHOM HOCHTCIIC C
PEKBU3HTAMHK~ OTO !

U":-hudl\)'—‘

JlokymenT

hopmyJisip

O1alK JOKYMEHTa
CHCTEMA JIOKYMEHTAIHH

s W —

KOMIIBIOTED
Bonpoc 5. Kakue pyHKIMH TOKYMEHTa SBISIOTCS CleNH(pUIECKAMU:

KyJIBTYpHast, COlHaNbHas, MHGOpMalMoHHas!
yipaBjieHyeckas, Hi(opMalioHHas, IpaBoBas,
yIpaBjieHYecKas, IpaBoBas, HCTOpHYECKast
KyJIbTypHAast, HCTOpPUYECKasl, ColMalbHas

HeT crienuduueckux (PyHKIHH

'kh-bwl\):—-

BOHpOC 6 HCH'I‘GHBHOCTB 110 CO3JIaHMIO JIOKYMEHTOB Ha3bIBACTCS:

] JIEJIOTNPOU3BOJICTBO

2 JIOKYMEHTOO00POT

. R JIOKYMEHTHPOBAHHE

4 CHCTEMa JIOKYMEHTAIUH
3 JIOKYMCHTOIIOTOK

Bonpoc 7. Yeranosnenue eiHoo0pasis coctapa M (JOpM YIIPaBICHYECKHX JIOKYMEHTOB,
(PUKCHPYIOUINX OCYIIECTBICHHE OJHOTHITHBIX YIPABICHYECKHX (QYHKIMH 1 3a/1a4 HA3bIBACTCH:

cTaHlapTU3aluei
yHupUKaluen
JIOKYMEHTaI el
kinaccupukanueit

b B LN —

THITU3AIHEH
Bonpoc 8. Kakue Bujib 0JJAHKOB PCKOMEHIYIOTCS Ha peNnpUiITHn?

TOJIBKO JUIsl KOHKPETHOIO BHJIa JOKYMCHTOB

JUISL BHYTPEHHUX JIOKYMEHTOB (0OILIHI)

JUIL BHEIIHHX JIOKYMEHTOB (TTHCEM)

QUK Iy KeBGHOr0 IHehMa, GIAaHK JUIs KOHKPETHOTO BH/1a JIOKYMCHTOB, 001IMi Or1ami

HCT UCTKUX PEKOMEH IaIiH
Bonpoc 9. Uem oTyinuacTes GJIaHK Ul BHYTPEHHUX JIOKYMEHTOB OT G1aHKa juls rucem?

W Lo —

1. Ha OJlaHKe ISl ITMCCM MEeHBIIe PEKBHU3NUTOB



Ha OJ1aHke Ui muceM OoJiblle PeKBU3UTOB
HE OTJIMYACTCH HHYEM

pacIioJIO’KeHUEM PEKBU3UTOB

ornuuaetes popMaToM

Bonpoc 10. Kakue (opmars Oymars HeroIb3yloTes uist 01aHKoB?

'U“:-ILWI\J—‘

TOJIbKO A4

A4, A5, A3, A6
TOJILKO AS
TONBKO A3

A6 u A4

Peiirunr-kouTpoan Ne 2

Bonpoc 1.Kakoe pacrosioixenie peKBU3HTOB PEKOMEHIYeTCs Uls ucem?

1.yriosoe u ¢arosoe
[TPOJI0JIBHOE H HEHTPOBaHHOC
YIIJIOBOE W TIPOJIONBHOE
(raroBoe ¥ EHTPOBAHHOE
1POJI0JILHOE U (hi1aroBoe

Bonpoc 2. Ha kakue uacT JIeuTes TOKYMEHT 1pH 0opMICHHHE?

n b —

3aroJIOBOUHYIO, OCHOBHYIO H 3aKIIOUHTEBHYIO
3ar0JIOBOYHYIO, OCHOBHYIO H O(OPMIISIIONLY IO
Hauaso, CepeJInHa U KOHell

MEPBYIO, BTOPYIO, TPETLIO

TEKCT Ha YacTH HE JIEJIUTC

Bonpoc 3. I'1e pacriojiaraeres peKBU3HT “HaHMEHOBAHUE MPEUIPHSTHS !

U"A-JLLJJI\)'—-‘

1oclie peKBU3MTa "PeruCTpaluoOHHbIH HOMEp JIOKYMEHTa"

[10J1 peKBH3HTOM "IMOIEMa OpraHu3allHi Uil ToBapHbIH 3HaK"
B IIEHTPC BEPXHEIO 110715

B 0(hopMIISIOIIEH YacTH

110/1 PEeKBU3UTOM "ajpecar”

Bonpoc 4. B Kakux JIOKYMEHTaxX YKa3blBAIOT CIIPABOYHEIE IAHHBIC O TIPEANPHS THH?

1
%
3.
4

3

BO BCEX

BO BHCIIIHHX

BO BHYTPEHHHX

B IIPUKa3ax 110 OCHOBHOH JCATCITIBHOCTH
B PACHOPSIHTEIBHBIX JIOKYMCHTAX

Borpoc 5. Kaxum criocobom cieayet opopmuts aaty = 20 okrsOpst 2019 17 B J1€/10BbIX
nucbMax”?

L 9 B =

20/10/00
20.10.00

20 oxtadps 2000
2000.10.20
20.10.2000



Bonpoc 6. [TicbMo, umerotiee (pMHAHCOBBIE W IOPHIHYECKHE MOC/IEICTBHS IOJIKHO ObITh. .

IOIIMCAHO TUPEKTOPOM, IJ1. OYXTaITepPOM, 3aBEPEHO MeUaThlo
3aBCpeHO IevaThio

HO/IMCAHO JIMPEKTOPOM U COIJIACOBAHO C FOPUCTOM
MO/NNACAHO I OYXTaNTepOM, YTBEPHKICHO JMPEKTOPOM

b"l-llb-)m-—‘

MOJIITHCAHO JIUPEKTOP
Bonpoc 7. Uem dakc oTiiMyacTes 0T MHChMa 10 0opMIICHHIO?

SIBJISIETCS HE 1OJJTMHIHAKOM, a KOIMEH JIOKyMeHTa
COJICPIKHT psiJl JOTIOJIHUTEJIBHBIX PEKBU3HTOB
nevaraercs Ha Teliedaxce

He MOKeT ObITh 3aBEPEH MeUaThio

BCE BBINICMICPEUUCIICHHOE BEPHO
Boupoc 8. B yeM 0CHOBHbIE OTJIMYHS THCEM K 3apyOeiKHBIM IapTHepam”?

R N T

noJist 1o | oMy

OTCYTCTBHE ITYHKTYAIHH

oopmiienue ab3aner 6e3 ad3aIHoro oreryna
CJIOBECHO UG POBOH Ccr10c00 HAITHCAHUS JIAThI

U\.&U‘)[\)-—-

BCE BBILIEIIEPEUHCTICHHOE
Bonpoc 9. Kakos CpoK XpaHeHHsl JICJIOBLIX ITHCceM?

l. 1 Mecsn

2, 1 rox

4, 3 rona

4, 5 ner

3 He XpaHsTest BOoOIIe

Bonpoc 10. Ha kaxom 6rmanke oopmiseTcs TenerpamMma’?

Ha Tesierpad oM
Ha 00111EM

JUISL TIPUKA30B

]

2

3. JUIS TTHCEM
4

5

He opopMIILETCS, T.K. [lepe/iaeTes 110 TenedoHy

PeiiTuHr-kouTpo.b Ne 3
Bornpoc 1. Kak naspisaetest I0KYMEHT, (PHKCHPYIOUIME cOrIallieHHe CTOPOH 00 yCTaHOBJIEHUH
TPYJIOBBIX OTHOLICHHUIT H PEryIHPYIOUIHH X7

TpyJl0Basi KHHKKA

KOJICKC 3aKOHOB O TPYZE
MIPUKa3 110 JIHYHOMY COCTaBY
TPYJIOBOI KOHTPAKT (10r0BOP)

JIOJDKHOCTHAS UHCTPYKILK S
Bonpoc 2. Kak xpansTest pHKasbl [0 THYHOMY cocTaBy?

U\.Ikb.)E\)-—a

B JIMYHOM JIEJIe COTPYAHHKA
BMECTE ¢ JIPYTHMH KaJIPOBBIMH JJOKYMEHTaMU
IPYIITHPYIOTCS B OT/IENIBHOE JICJIO

e ad i1

BBLIJAIOTCS HA PYKH COTPYJIHHUKY



3. BMeCTe ¢ TIPHKA3aMH 110 OCHOBHOI JiesitesibiocTr Borpoc 3. O yem MHIIYT B THYHOM
3asiBIICHUM !

1 0 1pueme Ha paboTy " YBOJBHEHHH, 00 OTITyCcKe
2 O CBOMX JIMUHBIX TIJIaHax

3. 00 ono3anu

4 O BBINOJIHEHUH TOPYYCHHUS

3.

00 OCHOBHBIX JTanax JKU3HCHHOIO IIyTH
Bornpoc 4. KoMy criejtyeT ajipecoBaTh 3asBIeHHe 0 IpueMe Ha pabory?

. CoOCTBEHHUKY TIPEATIPUSATHS

PYKOBOIUTEIIO TIPEITPHATHS

Ha4YaJIbHUKY OT/IENa KaJ[pOB
1. Oyxranrepy

TORApHIILY 110 padore
Bonpoc 5. Kakoii IoKyMeHT HeoOX0IMM JUTs TIOJTyIeH s 3apab0THOM MIaThl 3a 3a00JICBIICTO
cynpyra?

pacriucka

CBHJICTCIILCTBO O Opake
3asgBJICHHE W NIACIIOPT cylpyra
JIOBEPEHHOCTh
00BICHUTEILHAS 3aITHCKa

Bompoc 6. JList wero neobxonuma apromarnzanus JJOY?

Ts 718 noskimeHus a(gdexrusHocTr Tpyna padornuxos JIOY, cokpaliieHue Tpyjo3aTpar
Ha JJOKYMEHTHPOBaHHUE,
JUISE parHoHaIH3alliK JIOKyMEHTO000poTa

2. JUIst OCBOOOIMKICHHS pabOUYMX MECT

3 JUI 0OCBOOOMICHHUS CCKPETaps OT BEJICHUS JOKYMCHTAIHH
4. JUIsL YHH(UKALIMK M COKPALICHHS KOJIHYECTBA JIOKYMCHTOB
S HEeT HeOOXOAUMOCTH B AaBTOMATH3alHH

Bonpoc 7. Ha kakux dTanax JJOKyMEHTallHOHHOIO 00eCeUeHNs YIPABIEHUS IPUMCHSIOTCH
MexaHnu3aIs 1 aproMaru3anns’?

Ha HTale perucTpaiun 1 MorucKa J10KyMEHTOB
Ha JTare HKCHCAUIHOHHOH 00paboTKH.

W o —

HAa [10/IFOTOBUTEILHOM dTalle (CocTaBJIeHHe, KOMMUPOBAHKWE, Pa3MHOKCHHE
JIOKYMEHTOB)
4. Ha 3aKJIIOUMTELHOM JTane (Tepejiada Ha apXUBHOE XPaHCHHUC)

3. Ha Bcex drarax 00paboTKH JJOKYMEHTOB
Bonpoc 8. OT 4ero 3aBHCHT COCTAB KOMIIJICKTOB IIPUMEHSAEMBIX CPEICTB M IIPOrPAMMHOTO
obecrevueHus ?

OT KOHKPETHBIX YCJIOBHI paboThl annapara yrupaBjieHus ¢ JOKyMEHTaMH
OT PKOHOMHYCCKHX BO3MOKHOCTCH MPEJIIPUSITHS

OT CTEICHH NOJIIOTOBKH CIIEIHAIHCTOB

OT MPHUPOJIHBIX YCIIOBHH

e

OT pPeKJIaMbl



BOHpOC 9. K TexnuuecKkum Cpe/IcTBaM COCTABJICHHS W M3TOTOBJICHHS TEKCTOBLIX JJOKYMCHTOB
OTHOCHTCH:

rexTorpapuyeckue 1 opceTHbIC MAIMHEI

MHKPO(HIIBMBI H MUKPO(QHIIH

MUITYIIME MAUIMHBL, TUITYIIHEe U OpraHu3alMOHHbIE aBTOMATHI
ranbreBaibHbIE, a/pecoBaIbHBIC, MAPKHPOBAIILHBIC MALTHHbI

KOMIIBIOTEPBI X BBIUHCIUTEIbHbBIE MAIIIMHBI
Bonpoc 10. JIOKyMEHT, H3rOTOBJIEHHBII CPEJICTBAMH BBEIYHCIUTENBHON TexHuKH (BT),
MCIIOJIB3YETCS Ha [1paBax:

1 110JUIMHIHKA
2. KOITHH
3. YEpPHOBHUKA
4. nybnukara
5 BBIITMCKH
Bonpocel K 9K3amMeny:
1l Urto Takoe JOKYMEHT, ¢ KaKoii 11eJIbi0 OH MOXKET CO3/1aBaThes?
2. KakoBbl OCHOBHBIE NIPH3HAKH KJIacCH(UKAIMU JIOKYMEHTOB?
3. Yro nonumaeTes o1 J0KYyMEHTAIHOHHBIM 00ecTieYeHHEM YIIpaBJieHUs?
4. B ueM cyTh cTanjapTuzaiiy 1 yauukannn JjokyMentos? Kakue pazpadarbiBarores
CTaHlapThl?
5. Uem oTinyaercs oopMIICHHE PEKBU3UTOB 0011ero OiaHka oT G/1anKa nicpma’?
0. KKaKkoBbl OCHOBHBIC PEKBH3HUTBI, HCIIOJIb3YeMble JII3 O(OPMIICHHsI IPHKa3a |
pacropsKeHUSL.
¥ Kakue GpopMbl IPOTOKOJIOB MOKHO HCIIOJIB30BATh B YIIPABICHYECKOH JICSTe/ILHOCTH, B
yem UX oTiinune?
8. VkaxuTe 0CHOBHBIE TpeGoBanus K 0(OPMIIEHHIO JIENOBOIO TUCHMA.
9. Kakue KoMIlIeKehl JOKYMEHTAIMH BKIOYaeT B ce0s Kaposas HHPpOPMAHOHHO-
JIOKYMCHTAIMOHHas cucrema?
10. B uem ocobeHHOCTH 0QOPMICITHS MPHKA30B M0 THYHOMY COCTaBy?
11. UTo noHuMaeTes 1oj1 Opranu3amieii 10Kkymenroodbopora?

12.YTo Takoe cXeMbl JJOKyMEHTOOOOPOTA, 3a4eM OHH HY/KHBI?

13. C KaKoii 1el1bIo pazpabaThiBAlOTCs MHCTPYKIIHH 110 J€JI0NPOU3BOJACTBY, YTO B
HUX HEOOXOJIMMO 11PE/TyCMOTPETh?

14. VKaKHTE TEXHOJIOIHUECKYIO [10C/ICIOBATEIBHOCTE HTAIlOB pabOoThI €

BXOAAIONUMHA JIOKYMEHTAMH.

% Kakoga nociie1oBarejibHOCTE Ofepariiii npu padore ¢ BHYTPCHHUMH
JIOKYMEHTaMu?
16. C KaKoii 11eJIBIO MPOROANTCS (POPMUPOBAHUE JIeJI, KAKHE TIPH HTOM HEOOXO0/IMMO

cobuonars TpeboBaHus?

17.Yro Takoe HOMEHKIIATYPA JIejl, ¢ KaKOH IeNbio pa3zpadaThbiBalOTCs THITOBBIE HOMEHKIATY PBI
nen?

I8. Kakyio undopMariio coJiepyKuT HoMeHKIaTypa Jaei1?

19. UTo MOHUMAETCS 1101 OKCIIEPTH30i1 IEHHOCTH JIOKyMeHTa?



20. Kakue KpHTEPHH HCTIOIB3YIOTCS [IPH OLIEHKE TOKYMEHTOB?

21. Kax ocyIecTBisieTes mpuem-repe/iada el B apXus?

22.Yro Takoe KOH(PUACHIIHAIBHBIA TOKYMEHT?

23 Kakne 0CHOBHBIE YIPO3bl BO3ZHHKAIOT MPpH paboTe ¢ KOH(UICHIIMAIBHBIMH
JIOKyMeHTaMu?

24, YkakuTe 0cOOCHHOCTH BEEHHUS JIEIONPOU3BO/ICTRA, 00CCIICUYHBAIOIIETO YUET U

COXpaHHOCThL KOH(I)HJJGH[IHRJIBHOI\;I HH(])OpMaI_[I/IH H JOKYMCHTOB.
25.YT1o monuMaeTest 1oJ1 3aiHieHHbIM ILOKYMGHTOO6OPOTOM, 3a CUeT Uero MoxeT ObITh
obecrieyena ero zamura’?

CamocrosiTejibHas padoTa cTYAeHTOB:
CamocrositelibHas padoTa 3aK/l0HaeTes B IPOBEJIEHUH CTYAEHTaAMH HHIUBHIYaTBHOTO
HCCIIeI0BAHMS.
TeMbl MHIMBHIYAIILHOIO HCC/Ie/I0BAHUS (CAMOCTOSTEIbHOM paboThl) CTYICHTOB.
1 JlokyMeHnTHpoBaHHOE o0ecrieyeHue yIpaBjicHus FrOCTHHHIEH
2 JlokymenTHpoBannoe obecriedeH|e yrpasieHus 3aropoanoi typoasoi
3 JlokymentHposanioe o0eceueHue ylpapjicHus pectopanoM
4. JlokyMeHTHpOBaHHOE obecrieueHHe YIIpaBieHus TyppHpMO#
5 JlokyMentupopanHoe obecriedeHHe yrpapicHus aBTOTPaHCIIOPTHBIM IIPENPUATHEM
6 JlokyMeHnTHpoBanHoe oOeceuenne yIpaBIeHus My3eeM

[Tian uNANBHAYAJIBLHOIO HCCJIE/10BAHMS:
Pasnien 1.HopmaTHBHO- 3aKOHOIATEILHEBIE OCHOBBI JIOKYMEHTO00OpOTAa AHAJIW3 JI0rOBOpa
MEKLY TYPAreHTOM H TYPHCTOM.
OdopmiieHue CTYJACHTOM 00513aTC/IbHBIX JOKYMEHTOB HCXO0/Is1 U3 TEMBl HHMBHJ1YaJIbHOT'O
HCCJIeJIOBaH M.

Pasjyien 2.CocTaBiieHHE JIOKYMEHTOB B CEPBHCE H TYPH3ME
Cocrasjieie CTYICHTOM HCXO0/1 U3 TeMBbl HHAHBH/IyalIbHOIO HCCISIOBAHMS CIIEYIOLIHX THITOB
JIOK}’MEI-ITallHﬁi OopranusaltmonHas. pacnopsianTenbaas. E-HI(EH!D\ILHI_HOHHUWCi|pzll’,(\'{il:i$l.

[OKVNMCHTATIHS MO JHYHOMY COCTABY.

Pasnen 3. Texnonorus paboTHI C JIOKYMEHTAMH B CEPBHUCE U TYPH3ME
[Ipe3eHTanus CTYJIEHTOM CHCTEMBI OPTANIAILI HICKTPOIIOTO JOKYMEHTOODOPOTA HCXOMS U3
TEMBI HIIMBHIYAIBHOIO HCCIIC/10BAHHS,

3amuTa CTY/ICHTAMH NPE3eHTAIHA 10 TEMATHKE HIJIMBHYAILHOT0 HCCJIE/IOBAHUS

[IpesenTals MOXKET MPEJICTABIATL COOOH COUCTaHME TEKCTA, TMIIEPTCKCTOBBIX CChIIOK,
KOMITbIOTEPHOI aHMMalliH, TpaQuKi, BHJICO, MY3LIKH H 3BYKOBOI'O psijia (HO He 00s3aTesbHO BeE
BMECTE), KOTOPbIC OPIraHH30BaHbl B €JIMHYI0 cpety. KpoMe Toro, npesenraius IMEET CHOXKET,
crieHapuii M CTPYKTYpY, OPraHH30BaHHYIO JUlsl Y100HOTO BOCTIPUSTHS MH(OPMALIHH.
OTIMUNUTENBEHON 0COOEHHOCTRIO MPE3EHTAIIMK ABISACTCS €€ HHTEPAKTUBHOCTD, TO €CTh
co3japaeMas JUis MoJib30BaTelis BOAMOYKHOCTh B3aHMOJICHCTBHS Yepe3 3JIEMEHThI YIIPaBJICHH.
BBIMOJTHCHHE IPE3eHTalnK He SBJIETCs 00s3aTelbHBIM YJICMCHTOM, NPEIOCTABISETCs Ha BBIOOP
CTYJIEHTY M TIOJIOKHTEILHBIM 00pa30oM BIIHSET HA OlleHUBaHUEe pabOTHL.

Mo OLEHOUHBIX CPEJICTB JUIs MPOBEJICHUSA aTTCCTaAllHH YPOBHSI C(b()pMI/IpOBaHHOCTH
KOMITETEHIH i 06}/1151]01_U,HXC51 10 JIMCLHKITIIHHE O(l)OpMJlHeTCH OTJICJIBHBIM JJOKYMEHTOM.



7. VYAEBHO-METOJNYECKOE U THOOPMAIIMOHHOE OBECITEYEHHUE
JAUCHUTTIIMHBI

7.1. KuurooodecneyeHHOCTh

HaumeHnoBanue nuteparypsl: aprop, | ['ox uzjanus KHUT'OOBECITEUEHHOCTD
Ha3BaHHe, BUJL U3/1aHUs, T —— Hantune B
H3NaTENBCTBO YK3EMILISIPOB 3IEKTPOHHOM
M3/1aHUH B oudnuorexe Bal'y
bubisinoreke
Bual'V s
COOTBETCTBHUH C
®I'OC BO
1 2 3 4

OcHoBHas nuTepaTypa

1. Jlapuonosa, Mapuna bapuesna. JI 2019 http://elar.rsvpu.ru/
25 [TpakTukym 1o
opranu3aluoHHOMY H
JIOKYMEHTAIIHOHHOMY 0OecneueHuo
JIeSITeJIbHOCTH OpraHHu3aliy:
yyeOHoe  nocobue / M. b
Jlapwonora, WM. E. Cadponosuu.
ExarepunOypr: Msa-so Poe. roc.
npod.-nej. yn-ta, 2019. 206 c. ISBN
978-5-8050-0683-9

2 1lysanosa, H. H. OcHosbl 2019 https://static.my-
JIeNIONPOU3BO/ICTRA. S3pIk shop.ru/product/pdf/3
ciymeOHOro JIOKyMenTa ;| yueOHHUK U 54/3537611.pdf

MPaKTHKYM  JUIsl  aKa/IeMHYeCKOTo
Haxanaspuara / H. H. IllyBanosa, A.
10. Msanosa : mox o6mt. pexa. H. H.
IllyBanoBoi, — 2-e U3/, nepepad. u
non. — M. : UsnatensctBo 1Opaiit,
2019. — 428 c. — (Cepus
Bakanasp. AkaJleMHUYCCKHH Kypc).
ISBN 978-5-534-10848-4

FE.FleIMH'a, H.A. 2015 http://znanium.com/bo
JlokymenTanmonnoe  oOeclieyeHue okread2.php?book=48
yIIpaBJIeHUsI B COIHaJILHO- 97317,

KYJILTYPHOM CEpBHCE M TYpPHU3ME :
yueb. nocobue M.A. D'ymuna, A,
Baiinesa. - M.:  AJIbOA-M:
MH®PA-M, 2015. - 240 c.

JlonoHUTEILHAS JIMTEPATY Pa




1.beikoBa, T. A. JlokymeHTallMOHHOE
obecrieueHmne yIHpaBJicHHs
(nemonpou3BoICTBO) 1 yueOHoe
nocodbue Ui Ui CTYJIEHTOB
BbICHIMX Y4eOHBIX 3aBejenuii. T. A.
beikosa, T. B. Kysuemnosa, JI. B.
Cankuna; 1OJIpel. T. B.
Kysnenoroii. - 2-e u3jt., nepepad. u
nor. - Mocksa : UHOPA-M, 2018. -
304 c. - (Bwiciiee oOpaszosanue.
baxanaspuar). ISBNO78-5-16-
004805-5.

2018

https://znanium.com/c
atalog/document?pid=

942800

2. bynar P.E. JloxymMeHTallHOHHOE
obecrnievuenue VIIpaBJICHHS
1epPCOHAIIOM: Yuebnoe
nocobue/byynar P. E. - M.: HHUII
MHOPA-M, 2015. - 234 c.: 60x90
1/16. - (Beiciiee obpazoBaHue:
bakanagpuar)  ISBN  978-5-16-
010318-1

2015

http://znanium.com/ca
talog/product/488066

7.2. llepuoinueckue n3lanus
1. Kypnan «Jlenonpou3BoacTBo»
2. Kypuan «Cekperapckoe JIeaom»
3. Kypnan «CrnpaBouHHK cekperapst 0 opuc-MeHeKepar»
4. Kypuan «CripaBouHHK KaJIpOBHKa»

7.3. Uurepuer-pecypebl

1. http://www.wttc.org — odummanbHblil caiit Bceemuproro coseTa IO MYTEHICCTBHAM H

TYPHU3MY.

2. http://www.world-tourism.org — ounmanbHbii caiiT BceMupHON TypHUCTCKO# OpraHusailii.

World Tourism Organization UNWTO

3. http://www.rata.ru — opunuaibHblil callT POCCHICKOT0 COI03a TYPUH/YCTPHH.

4. http://minstm.gov.ru — oQuiManbHbii calT MHHMCTEPCTBA CHOPTA, TYPU3Ma U MOJIOJEKHOH

noJinTuKn Pd

5. http://www.russiatourism.ru - opHIHaIBHBIA caiiT MeepaabHOro areHTCTBa M0 TYPH3MY

6. https://tonkosti.rw/ - SkuBas OSHIUKIONE/ M JUIs HYTCHICCTBCHHHKORB: ONHCAaHHMsA CTpaH,

KYPOPTOB H OTEJIEH, OT3bIBbI TYPHCTOB

7. http://www.turist.rbe.ru - Temarnuecknit caitt PBK o Typusme

8. https://www.tourprom.ru/ HOBOCTH TypH3Ma, TOpSIIME Typbl, OT3BIBBI 00 OTesIX H

TypoIeparopax, NyTeBsie 3aMETKH TYPUCTOB, (POTOOTUYETEI O My TEIISCTBHIX

9. https://www.atorus.ru/ Accoruarnus Typounepatopos Poccun

10.  http://vladimirtravel.ru/ OduimanbHeii TypucTHYCCKHE mopTai BianMupekoit odiacty

KomuTer 1o TypusMy ajiMHHHCcTpauui Biraaumupekoii obnactu

1 1. http://www.ecotourism-russia.ru/ru/ - Acconuanus 9K0J0rHYCCKOro Typu3Ma

12. http://www.termika.ru/dou/enc/razd3/od2.html - Tepmuka : Gaza JaHHBIX CONCPKHT
HHPOPMAIMIO O  HOPMATMBHO-MeTOjMueckoM  perysiuposanun  JIOY,  paspabotke
HOPMATHBIEIX JlokymeHToB 1o JIOY, nokymenTuposaiuio HHOOpPMAIHH M CO3JTaHHHU
JIOKYMEHTOB, Opralu3alliid 1 aBTOMaTH3alUK JOKYMEHTooO0poTa, obecneyeHnn paboTsl ¢
KaJApOBOH JIOKYMEHTAIlMEH, OpraHu3allii XPaHeHHs JOKYMEHTOB, OOY4YEHHH OCHOBaM
JICJIONPOU3BO/ICTBA.

13. www.gdm.ru - Peruonanpuas obuiectsennas opranusaius "Iuibaus  YipaBisionnx
JlokymenTarnei".



14. https://openedu.ru/course/spbstu/CLEWO/- «Otkpeitoe oOpasoBanue», Katanor Kypcos,
MOOK: «/lenonpoussoactio (JlokymenTanuonioe odeceueHue).

[MosnmmoTexkcToBBLIE Da3b1 JAHHBIX
15.Mudopmanmonnas npasopas cucrema «Koncynsrant [hmocy

16.Undopmannonnas Cucrema «I apant»

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHHUIIJIMHBI
Jlng  peanmzanmu  JaHnod JIMCHMIUIMHBI MMEIOTCH  CHENMANLHBIC ITOMEIINEHUs JUTs

MpoBeJcHus 3alATHH JICKIMOHHOTO THIA, 3aHATHH MPaKTHYECKOro/nabopaTtopHOro THIIA,
FPYINOBLIX W HHJIMBHIYANBILIX  KOHCYJIBLTALMH, TEKyLIEro KOHTPOIS M IPOMEKYTOUHOH
aTTeCTallii, a TAaKKe MOMEIHIeHHs JIUIS CaMOCTOATENBHOH padoThl: ay/IMTOPHH, OCHALICHHbBIC
MYJIBTHME A 000PYTOBAHUCM, KOMIBIOTEPHBIE KJIACCHI C JIOCTYIIOM B HHTEPHET, ayJHTOPUH

Oe3 cuer. 000pyJI0OBaHHUSL.

[lepeyenn HCMONB3YEMOro JIMIEH3MOHHOTO MPOrpaMMHOIO  O0ecHevYeHus: Microsoft
Office.
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