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1. EJIM OCBOEHUA TUCLHHAIIIUHBbI

HG.TIB OCBOCHHA THCHOUILTHHEI — OBRJAJCHHE CTYICHTAMH TCOPCTHYCCKHMH 3HAHHAMH ¥ IIpaK-
THYESCKHMHE HaBBIKAMHY B paboTe ¢ JOKyMEHTaMH, HEOOXOAMMEBIMHA A 3 (eKTHBHOIO YHpaBIeHHI
IpeIIpUATHAMYA HHAYCTPHUM CEPBUCA, TYPU3Ma H MOCTEIIPUHMCTEA.

3anaqu:

- U3YYeHWE M 3aKpeIUICHHE TEOPCTHYCSCKHX OCHOB JOKYMEHTHPOBAHHOIO oGecnedeHms
YIpPABICHH,

- (OopMHpOBaHHE CHCTEMATH3MPOBAHHEIX 3HAHHH 00 YHH(DHUMPOBAHHBIX CHCTEMAX IOKY-
MCHTAaIIHH,

- IOJIy4YeHHE MPaKTHYECKUX HABLIKOB IO TEXHONOTHH PabOTEl ¢ JOKYMEHTAMH HA IIPelIpH-
ATHH;

- IPHOOPETEHHE HABBIKOB MO 00paloTKe, aHalU3y H COCTaBICHHIO JOKYMEHTOB B clepe cep-
BHC2 H TYPH3MA.

2. MECTO JHUCHOHUIIJIMHBI B CTPYKTYPE OIIOII BO
Jducounmmina «OCHOBEI JICTOIPOR3BOICTBA Ha NPeANpUATUSX chephl YCIyr» OTHOCHTCS K 00s3a-
TEJILHOH 9acTH y4eOHOro II1aHa, nporpaMMel 6akanaspuara no HanpaeneHuo 43.03.01 «Ceprucy.

3. IITAHUPYEMBIE PE3YJILTATHI OBYYEHHUA IO JTUCITUILIHHE

IInaEmpyeMble pe3ynpTaThl 00yHCHMS 10 OUCLUILIHHE, COOTHECEHHBIE C ILIAHUPYEMBIMH
pesyabTatamy ocBoeHus OITOTT (koMreTeHUHAMA W MHIMKATOPAMH JOCTIDKEHHA KOMICTEHITHH ).

PopMHpYEMEIE KOMItE- InanupyeMbie pe3yabraTsl 00y4eHMs 110 JAHCUMIUIMHE, B COOTBETCT- HammeHOBaHHE
TEHILIHH BHH ¢ HHAMKATOPOM JOCTHMKEHHMA KOMIIETCHIUMH OLIEHOYHOIO Cpea-
(xon, copepxarnue WnaukaTop nocTikenua Pesynbratel 00y4eHHS IO IUCIHMIUTHAE CTRa
KOMIIETEHITHH) KOMIIETEHIUH
YK-4 YK-4.3. 3HaeT: IMpakTHKO — OpHEH-

CrnocobeH ocyiecTs-
JISTE IeNOBYH KOMMY-~
HHKALMIO B YCTHOR H
MMCBMEHHO# hopmax
Ha rocyAapCTBEHHOM
A3bIKe PoccHACKOH
Deneparui ¥ HHO-
CTPaHHOM(BIX) A3BI-

BraaceT HaBbIKaMK CO-
CTaBJIEHUS TEKCTOB Ha
TOCYJapCTREHHOM H
POAHOM A3bIKAX, OMbIT
TMIEPEBOIA TEKCTOB C
HHOCTPaHHOTO A3LIKA Ha
POAHOMH, ONBIT 0BMEH!s
Ha FOCYJapCTBEHHOM M

- OCOOEHHOCTH COCTABJIEHH TEKCTOB Ha
TOCYAAPCTRBEHHOM M PORHOM A3ILIKAX,
OIbiTa OOIIEHHA Ha [OCYJAapCTEEHHOM
A3ZBIKC

YMmeerT:

- COCTABMATE TEKCTH Ha MOCYAapCTBEHHOM
H POIHOM A3LIKAX, OOLIATECA Ha POJHOM
A3LIKES

THPOBAHHBIC 3808~
HHA

ke(ax) MHOCTPAHHOM s3bIkax | Bulazeer:
- HABBIKAMU COCTABJICHHS TEKCTOB HA [O-
CYIapCTBEHHOM U POIHOM si3bikax, obmie-
HH Ha TOCYNAPCTBEHHOM A3BIKE.
[TK-6 MK-6.1. Onpegenser 3HaeT: ITpakTHKO — OpHEH-

CriocobeH ocymecTs-
JIATH ONEPANUOHHYIO
TeATeNBHOCTE 10 opra-
HU3ALHY H PeaTH3allii
MepoTIpHATHIA B chepe
KOHIDECCHO-
BBICTABOYHBIX YCAYT

TEXHOIOTHK) OATOTOBKH
H peaiM3allii KOHTpecc-
HO-BBICTABOYHBIX IIPO-
OYKTOB H (MIH) YCIYT B
COOTBETCTBHH € YCTa-
HOBJICHHBIMM YCNOBUAMH

- ocobeHHOCTH oDecrieYeHus AOKYMEHTO-
000poTa B COOTBETCTBHH ¢ HOPMATHBHEI-
MU TpebOBAHMAMH

Vwmeer;

- obecneuHBaTh AOKYMEHTOOOOPOT B CO-
OTBETCTBHH C HOPMATHBHBIMH TpeGoBa-
HHUAMHA

Brapeer:

- HaBbIKaMH obecneyeHus AOKYMEHT0060-
pOTa B COOTBETCTBUHU C HOPMATHEHLIMH
TpeOOBAHHAMH.

THPOBAHHLIC 3a1a-
HHA




4. OPBEM U CTPYKTYPA JUCITUILIMHBI

Tpym0oeMKOCTh IUCIMILUTHHE] COCTABAAET 3 3a4ETHBIX eUHMUIL, 180 Jacos.
TemaTHdyeckuii IIaH
dhopma 00ydeHHSA — OUHAA
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Tema 1. HopMaTuBHO-NIPaBoOBOE H
1 | meromgmueckoe perviuposanne JOV 6 1-2 2 2 13
B TYpH3Me
2 Tema 2. ITparuna odQopMIICHHA [0- 6 3.4 9 5 2 13
KYMEHTOR B TYPU3ME
Tema 3. Obs3arenbHble JOKYMEHTEI B PefiTar-
3 ) 4 6 5-6 2 2 2 13 KOHTPOJIb
CEPBHCE B TYPH3ME 1
4 Tema 4. S3BIK cyKeOHBIX JOKYMEH- 6 7.8 2 5 13
TOB
5 Tewma 5. lemopast nepenucKa B Ty- 6 9-10 9 5 5 13
pH3Me
Tema 6. CoctaBneHne u ofopMICHHE Peiitunr-
6 | JOKYMEHTZIIMH [0 JOTOBOPHBIM 004- 6 11-12 2 2 2 13 KOHTPOJIb
3ATENLCTBAM B TYPH3ME Ne 2
Tema 7. CocraeneHue ¥ odopMieHue
TYPHCTCKOH JOKYMEHTAITHH: TEXHO-
7 | normyeckas NOKYMeHTAlLHA TYpOUp- 6 13-14 2 2 2 13
MBi, JOKYMEHTALHS 05CTYKUBAHHA H
TaKeT TYpa
3 Tema 8. Opranusaliva JOKYMEHTO- 6 15-16 5 9 13
obopoTa
Tema 9. OTBETCTBEHHOCTE TIEPCOHATA PefTumr-
9 ) P 6 17-18 2 2 13 KOHTpONE
3a BeJEeHHe JOKYMeHTalUHH o3
Bcero 3a 6 cemMecTp 18 | 18 10 117 Oxsameny27)
Haneane B qucimmmmse KIT/KP -
Hroro no qHCUMILTHHE 18 18 10 117 Oxzamen (27)




TeMaTH4yeckHi ILIaH
dopma oOyueHnd — 3a0uynasn (3 r. 6 mec.)

KonrakTHaa pafora Dopmbl
ofyqarommuxcs Tekymero
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Tema 1. HopMaTHBHO-NIPABOBOE H
1 MeTogudeckoe perynupoBanne JIQY 3 1 I 15
B TYpH3ME
2 Tema 2. TTpaBwia odopmneHus oo- 3 1 1 15
KYMEHTOB B TYpH3Me
Peftrinr-
Tema 3. O0a3aTENbHEIE TOKYMEHTE] B
3 3 20 KOHTPOIIb
CEPBHCE H TYPH3ME No |
Tema 4. H3pik cTyKeGHBIX TOKYMEH-
4 Y FIOKYM 311 1 15
TOB
5 Tema 5. Jenosas nepemuicka B Ty- 3 20
pH3ME
Tema 6. CocrapiieHue U oQopMnenne PelTHHT-
6 | AOKyMEHTAaUHMH Ne JOTOBOPHBIM 004- 3 20 KOHTPOIb
3aTENRCTBaM B TYPHU3IME Ne 2
Tema 7. CocrasieHue H odOpMAcHHE
TYPHUCTCKOI HOKYMEHTALMH: TEXHO-
7 | morHdeckas JOKYMEHTALuA Typdup- 3 15
MBI, JOKYMEHTAIHA 00CTyKMBAHUA H
NaKeT Typa
3 Tema 8. Opranusauus J0KyMEHTO- 3 1 1 15
obopoTa
Peiitunr-
Tema 9. OTBETCTBEHHOCTS IIEPCOHANA
9 3 10 KOHTpOIb
33 BeIeHHEe JOKYMEHTalHH No3
Bcero 3a 3 cemectp 4 4 2 145 2Ox3ameH (27)
Hamune e gucunmnune KIVKP -
HTOro no AMCUMLIHHE 4 4 2 145 Dxsamen (27)




Conepkanne NeKIXMOHHBIX 3AHATHIA 110 NHCIHIIMHE
Pazoen 1. Hopmamusio - 3axon00ameabrbie 0CHOGbL OOKYMEHmMO06opoma
Tema 1. HopmaTuBHO-IpaBoBOE 4 MeTOAMYecKoe peryauposanue JOY B TypHime
Conepsxanne JIeKIIHA: YPOBRHH YIPaBIeHNUS B Typu3Me (pPYKOBONAIINH, CTpaTerHuecKui,
TAKTHYECKHH M omnepaTHBHEIH). JJokyMeHTauua >GGeKTHBHON CHCTEMBI MEHEDKMEHTB] NIPEIPH-
ATHH CepBUCA W TypH3Ma: LIPaBoBad NOKYMCHTAIlHA, TOKYMEHTaLKA N0 o0eCleueHHIO KadecTRa,
OpraHH3allHOHHO-PACIIOPAIMTEIbHAS JOKYMEHTAINS, JOKYMCHTAIIUA II0 CTPaTeTHYecKOMY U OIle-
PaTHBHOMY ILTAHHMPOBAHHIO, METOJHYECKasd TOKYMEHTAllHsi, BHEINHAS HODMATHBHAS JHOKYMEHTA-
I¥s1, BHYTPEHHAS HOPMATHBHAA JOKYMEHTAIHS, BHYTPEHHAS TEXHUYECKAs JOKYMEHTalIHs.
HopMmaTueHBIE JOKYMEHTEL, PETYIRPYIONTHE OCNONPOU3BOACTRO!
O rocymapcreennoii Taiine: 3akon P® ot 21.07.1993 Ne 5485-1 // C3 P®. — 1997. — Ne 41. - C.
8220-8235.
O xomMepueckoi Taitae: Oenepansupiil 3akoH o1 29.07.2004 Ne 98-®3 // C3 PO. — 2004. — Ne 32.
—Cr. 3283.
06 uadopmauny, FHOOPMAOUOHHBIX TEXHONOTHAX M O 3awMTe HHpopManyn : DenepanbHbi 3a-
KoH 0T 27.07.2006 Ne 149-03 // C3 P®. — 2006. —Ne 31 (4. 1}. — Ct. 3448.
O6 ymopsAaoYeHHH H3TOTOBJIECHHS, UCIOTB30OBaHUS, XpaHECHUA U YHAYTOXKCHUS IedaTell ¥ O1aHKOB
¢ BocnpouseenerreM [ ocymapcreerroro repba Poccuiickoil ®enepaunn: Iocranosnenne 1Ipasu-
TenbeTBa PO o1 27.12.1995 Ne 1268 // C3 PO. - 1996. — Ne 2. - Cr. 123.
06 yreepxkneHEH IlepedHs THIMOBBIX APXHBHBIX JAOKYMEHTOB, OOpasylolMXcss B HAYYHO-
TEXHMYECKOA M MPOHM3BOACTBEHHOM JESTENbHOCTH OpraHu3aluii, ¢ YKa3aHHEM CPOKOB XPaHCHHA:
[Ipukas MurxymeTypsl Poccun ot 31.07.2007 Ne 1182 // BronieTeHr HOPMATHBHBIX aKTOB (ene-
PATBHBIX OPTaHOB HCIIONHHTEILHOH BiacTh. — 2007. — Ne 46.
006 yreepxuennn [lepeuns cexeHMil KOHQUICHOIWATEHOIO Xapakrepa : Yka3 [Ipesunenta PO ot
06.03.1997 Ne 188 // C3 PD. — 1997. — Ne 10. - Cr. 1127.
06 yreepxaeHun [lonoxenus o nopaake obpamenus co ciay:keOHo#i unbopManueil orpaHuYeHHO-
rO PaclpoCTpaHeHHs B (eAepaibHBIX OpraHax MCIIONTHMTENpHOH BiacTH: IlocTanosnenue Ilpasu-
renscrea P® or 03.11.1994 Ne 1233 // C3 PO. - 2005. — Ne 30 (Y. 2). — Cr. 3165.
06 yreepxxaenun IlpaBui Aenonpon3BOACTBA B (e/IepaNbHBIX OPraHax MCHONHUTENLHOM BIACTH:
nocragopienue [Tpasutensctea PO ot 15.06.2009 Ne 477 // PI'. — 2009. — 24 Hron1.
006 yreepskaennu [IpaBiT MOATOTOBKY HOPMATHUBHEIX IIPABOBBIX aKTOB (elepalbHEIX OPraHOB HC-
HONHATEILHON BJACTH B HX TocyaapcTBeHHOR permerpauuu: [Tocranosnenue IpapuTtenscrsa PO
ot 13.08.1997 Ne 1009 // C3 P®. — 1997. — Ne 33. — Ct. 3895.
06 snexTpounoit mudposoi noamucu: PenepanpHeiit 3akon or 10.01.2002 Ne 1-@3 // C3 PO. —
2002. —Ne 2. - Cr. 127.
I'OCT 6.10.5-87. YHUGHIHEPOBAHHEIE CHCTEMBI JOKyMeHTanuH. TpeboBaHHS K [IOCTpOeHHIO Hop-
Myisipa-obpazna. — M., 1998.
Obwmepoccuiickuii Knaccudukatop ynpasneHyeckoi noxymenranuu OK 011-93. — M., 1995.
OTedyecTBEHHBIE ¥ MEXAyHApOIHEIC CTAHAAPTH HA JOKYMeHTaluio. OpraHbl yIpPABIEHUS
HHIYCTPHH TYPH3Ma H OCTCIPHAMCTBA H COOTBETCTBYIOIINE UM JOKYMEHTHI.
Tema 2. IIpaenia opopmiieHus T0KYMEHTOB B TYpH3Me
Copep:kanue Jiekuud: YHHQHIMPOBaHHAS CHCTEMa JOKYMCHTAllMH. 1pedoBaHMA K
otopmneHnI0 JOKyMeHTOB. 1peboBanus K OnaHkaM nokyMmeHTOB. llonsTe H cocraB PeKBH3MUTOB.
OdopmiieHre peKBU3ATOB JOKYMEHTOB.
Tema 3. Ods3arensHble JOKYMEHTBI B CEPBHCE H TYPH3ME
Conepxanne nexknum: Kriaccupukausg OpraHm3alHOHHO-PACIIOPSIHTENBHEIX TOKYMEH-
ToB. Opraam3anHoHHbIe JOKYMEHTH: YCTaB, VUPEANTEIbHBIH JOTOBOP, NONOXKEHHE, HHCTPYKIIHA,
JOIDKHOCTHAA HHCTPYKIHS. PacriopsiurensHele TOKYMEHTHI: IPHKa3, paclopsKeHHE, YKa3zaHHe,
peileHse, BEIIHCKA, MpOTOKoN. CTPYKTypa TeKCTa JOKYMEHTOB, DEKBH3HUTHL
Buast MHHQOPMAAOHHO-CIIPABOYHBIX JOKYMEHTOR (aKT, ClIyxeOHad 3anKcKa, CIpaBKa, CIH-
COK, IIPEINIOKEHHE, 3aKTIOUCHHE, NlepedeHb, 0030p, 0TYéT, CBOJKA U JIP.), CTPYKTYpa TeKCTa JOKY-
MEHTOB U PEKBH3HTEL



Pasoen 2. Cocmasnenue O0KyMEHmMos 6 mypusme

Tema 4. HA3bIk ciyReOHBIX JOKYMEHTOB

Copepxanne nexuun: SI3LIK H CTHIL CIyXKeOHBIX AOKyMeHTOB. OcOOEHHOCTH fA3BIKa CIIY-
XeOHBIX TOKYMEHTOB. Y OTpeOIeHHE IPONUCHBIX B CTPOYHBIX OYKR. EnuHoo0pasyie NpuHIMIIOR H
¢opmel cokpaienus. OQopMIeHHE TaT U 4YACET B JOKYMEHTax. Mcmone3zoBaHue B JOKYMEHTAX:
COOCTBEHHBIX MMEH, Ha3BaHUH rOCYNApCTB, aAMUHUCTPATHBHO-TEPPHTOPHAIBHEIX HAUMEHOBaHMIA.
Omubxu B TeKecTax 0pUIHATBHEIX JOKYMEHTOB. PenakTupoBaHue TEKCTOB.

Tema S. feroBad Nepenucka B TYypusmMe

Copepaxanmne aexoun: Popmel AenoBod mepenuckH. Kinaccudukanus AemOBBIX TTHCEM.
TpeboBaHUA K CTPYKTYPE TEKCTA H O(QOPMIICHHIO IEIOBBIX [THCEM.

Tema 6. CocTapienue u odpopMiieHHE JOKYMEHTAILIHH 110 JOTOBOPHBIM
00a3aTeNLCTBAM B TYPH3MeE

Conepaxanne neknuu: Knaccudurauus caenok. J[oropop: moHATHE, BHABL, YCIOBHS 3a-
KJIIOUCHHS H OCHOBAHHA As pacTopkeHHs. CyllecTBeHHEIE U HHEIE YCIOBHUS NOroBopa. Jlororop B
CEpBHCE M TypM3Me. BHIEI JOTOBOPOB B CEPBUCE M TypH3Me: apeHia, IPOKar, epeBo3Ka MaccaKu-
POB, BO3ME3HOE OKa3aHHe YCJIYT, NOpY4eHHE, JOTOBOp KOMHCCHH, areHTCKHIT JOroBop. TexHOI0-
I'Hs 3aKI0YEHAS IOTOBOPOB ¢ KIIHEHTaMH U apTHepaMy. TpeOOBaHU K COCTAaBICHAIO JOTOBOPOB.

Tema 7. CocTaBieHne i opopMiIeHHe TYPHCTCKOH J0KYMEHTALIHM: TeXHOJIOTHYCCKAA
AOKYMeHTalus TYpGHPMBL, JOKYMEHTAIHA 00C/IyKABAHUA H NIAKET Typa

Conepxanne Jeknun: Kiaccupukalysd TYPHCTCKOH AOKYMEHTAUMH. TexXHolorudeckas
JOKyMEeHTAUUsA TYPHHUPMEL TEXHOJIOTHYECKas! KapTa TYPHUCTCKOIO IIYTEINECTBHS, rpadiK 3arpy3Ki
TYPUCTCKOTO IperIpHATHA TpyIIlaMH TYPHUCTOB Ha OIpeleleHHOE BpeMs, TYPHCTCKas IyTEBKa,
UH(OPMAIMOHHBIA JIMCTOK K IYTEBKE, IUCT OPOHHPOBAHHUS, JOTOBOP, rpadlK ABHKEHHS IO Map-
MIPYTY, KapTa-cxeMa MapIpyTa, OIHCAHKEC TEXHOMOTHHECKHX OCOOESHHOCTEH Typa, NMaMsiTKa s
TYpPHUCTOB, CIIPABOYHLIC MaT€pHAIIBI II0 MApIIpyTy, Npaic-TucT, KaabKyIamus Typa u T.1. [Ipasuna
COCTaBJICHHA H OQOPMIECHHS TEXHOMOTHYECKOH TYPHCTCKOH HNoKyMeHTauuH. JlokymeHrtauums ob-
CIyMBagyA (3asBKa Ha OpOHUPOBaHUE, NOATBEPIKACHAE O IPHEME, U3BEILICHHUE O 3a€31¢ TYPUCTOB,
Baydep, JIMCTOK OTMETOK) ¥ NIaKeT Typa: TpaBKia COCTaBICHUS # 0OPMICHHA.

Paszoen 3. Texnonozus pabomet ¢ OOKYMEHMAMU 6 MYPUIME

Tema 8. Opranuzanus 10KyMeHT0000poTA.

Conepxanne Jeknuu: O6paboTka BXOIMIIMX, MCXONAIIMX H BHYTPEHHUX AOKYMEHTOB.
[IpAHIMITET perHCTpaluH JOKYMEHTOB Ha IpeaANpHUATHH. KOHTPOIb U CPOKH HCIOTHEHH JOKYMEH-
ToB. OpraHm3anua xpaHeHus JOKyMeHTOB. CocTaBneHHE HOMEHKNATYpH nell. DopMupoBaHHE H
odhopmienue ren. [lopanok epeayn JOKyMEHTOB Ha XpaHEHNE B apXHB.

Tema 9. OTBEeTCTBEHHOCTh NEPCOHAJIA 34 BEICHHE JOKYMEHTAUHH

Conepxanne gexumu: CTpyKTypa KaupoBod noKyMmeHraumu. [lepBHYHBIE NOKYMEHTBHI
TpyXoycTpoiicTBa. PacnopaauTensHad AOKYMEHTalus 0 KaapaMm. JoroBopHas HOKyMEHTALHA I10
Kanpam. Jluynoe aeno coTpynuuka opranuzanyuy. OpraHMzalnsd XpaHeHus MM4HbIX fei. [lopamox
XpaHeHUs JOKYMEHTOB B JIMYHOM HEJC COTPYAHMKA. JJOKyMeHTHpOBaHKHE NPOLEIyp NpHEMa Ipak-
AaH Ha pabory, nepeBoja COTPYINHUKOB, MOOMIpPeHHUS pabOTHHKA, TPUMCHEHHS THCIMILIMHAPHOTO
B3LICKaHM4, YBONLHEHUA pabOTHHKA.

CoaepxaHue HIPAKTHYECKHX 32HATHH 110 YHCIHILIHHE
Pazoen 1. Hopmamuero - 3axoH00amenbHble 0CHO86L QOKYMEHMoobopoma
Tema 1. HopMaTHBHO-IIpaBoBOe H MeToAHYecKoe peryauposanue JOY B Typuzme
Dopma 3aHAMUR — YCHIHBLI ONPOC, LINOHENUE NPAKMUYECKOZ0 3A0AHUA.

Copepxanye npaKTA4YecKoro 3anarng 1. YaupuuuposanHas cCUCTEMA JOKYMEHTALIHH.
Pabota ¢ HOpMaTHBHOH JOKyMEHTalMeH, NPOGECCHOHAIBHBIMHA CTAHNAPTAMH HHIYCTPHH TyPHU3Ma
H TOCTEIPHHMCTRA, TACKyCCHA. (JCHOBHBIC NTPaBRUIa O(hopMiACHU MAIIMHOIIMCHBLIX TEKCTOB.

Tema 2. IIpaeuia odpopMiIeHHA JOKYMEHTOB B TYpHU3ME
Dopma 3anamus — YCmMubLL ONPOC, GLINOIHEHUE NDAKMUNECKO20 3G0AHUA.

Copepaxanue npakruieckoro sauaras 2. OdopMieHHe PEKBU3UTOR JOKYMEHTOB.



CpaBHHTENBHBIH aHamI3 O(OPMICHHBIX JOKYMEHTOB, pekBH3uThL Pabora ¢ CIIC Koncymsrant
[Lmroc.

Tema 3. O0a3aTebHBIE JOKYMEHTHI B CEPBHCE U TYPH3MeE
Dopma 3aHAmMUSL — YCMHBLE ONPOC, BLINOTHEHUE NPAKMUYECKO20 3A0aHUA.

Conepxanye upakTH4YecKoro 3aHATHA 3. OpraHH3aIMOHHO-pPACIOPSIHTEIBHEIE JOKY-
MeHTBl. CpaBHHMTENBHAS XapaKTEPHCTHKA OPraHU3allMOHHO-PACIOPSAMTENBHOH TOKYMEHTALMH B
TypbupMe (IKCKYPCHS).

Paszoen 2.Cocmasenenue 00KyMeHmos 6 mypusme

Tema 4. SA3bIK cayKeOHBIX JOKYMCHTOR
Dopma 3anamus — yCmHBIE ONPOC, GbINOIHERUE NPAKMULECKO20 3A0THUA.

Copepixanue npaxkruyeckore 3auaTusa 4 Jlororop B cepBHCE U TypH3ME.

BhImosTHeHIE 3aJaHMi IO PeIaKTHPOBAHKUIO TOTOROPOB.

Tema 5. denoBast mepenucka B TYpU3Me
Dopma 3aHAMUL — YCMHbLE ORPOC, BbINOAHEHUE NPAKIMUYECK020 3A0AHUA.

Coaep:xanne npakTUdecKoro 3ansaTns 5 Jenosasn nepenucka
Brumonaenye 3aganuii o pa3paloTke ZETOBBIX IHCEM [UIA IPOBEICHUA PEKIaMHOI0 Typa, padboTta ¢
SACKTPOHHOH mouToi. ObmacTHOH TypHCTCKO-HH(DOPMALIOHHBIA HEHTP (IKCKYPCHS).

Tema 6. CocTapieHHe H 0dOpMIEHHE NOKYMEATAIIHH 110 JOTOBOPHBIM
obA3aTeNbCTBAM B TYPH3IME
Dopma 3auamus — YCMubLll ONPOC, BbINOIHEHUE NPAKMUYECKO20 3a0aHUsL.

Coaep:xaHHe GPAKTHIECKOro 3ausaTus 6 TexHonornueckas JOKYMEHTAIMS TYpOHPMBI
TIPH OKa3aHMM TPAaHCIOPTHBIX YCJIyr. BhIoNHEHHe 3a0aHUH [T0 peJaKTHPOBaHHIO JOKYMEHTOB, He-
00xoauMbIX ana nepeposxH aered. ATII (akekypeust).

Tema 7. Cocrapiedue 1 ogopMIeHHe TYPHCTCKOI TOKYMEeHTAIIMH: TEXHOJOTHYECKAs
AOKYMeHTanud TYpUPMEI, IOKYMEHTAaNHd 00c/TyKHBaHHA H NaKeT Typa
Dopma 3ausmus — YCMHbLU ONPOC, BbINONHERUE NPAKMUYECKO20 3A0aHUA.

CogepsraHae npakTHecKoro 3anaTus 7. TexHoloruyeckas JOKyMEHTAMSA TYPQUPMEI
IpH NpoJake NMyTeBOK. BHIMOIHEHHE 3alaHHH 1O PENAKTHPOBAHHKY JHOKYMEHTOB, HEOOXOIUMBIX
quis npoaaxu myTeBok B JJOJI (oxckypeus).

Pazoen 3. Texnonozus pabomel ¢ OOKyMenmamy 8 mypusme

Tema 8. Opraauzanus A0KYMeHT0000pOTa
Dopma 3anamus — YCMHbII ONPOC, LINOIHEHUE NPAKMUYECKOZ0 3A0AHUA.

Conep:kanne npaxrudeckoro 3anaTud 8. TexHomorndeckas JOKyMeHTausd TyPQUPMBI
pu oOCTy)KHBaHUK KIIUEHTA B TOCTHHHLIE. Brinonsenne 3afasnuit 0o NOJTOTOBKE JOKYMEHTOB, He-
00XOMAMEIX AN 0QOPMIICHHS [IPOKUBAHHSA HHOCTPAHHOTO KIMEHTA B FOCTHHULE. I ocTHHANA (3KC-
KYpCHs).

Tema 9. OTBETCTBEHHOCTE NMEPCOHANA 32 BeJeHHE NOKYMEHTANNH
Dopra 3anamus — YCMHbIE ORPOC, GbINONHEHUE NPAKMUTECKO20 3A0aHUA.

CoaepxxaHue NpakTHYecKoro 3aHATHA 9. Opranusanus XpaHeHHs TOKYMEHTOB.
BrmonmueH#Re 33JaHUH [0 MOATOTOBKE TOKYMEHTOR K XpaHCHHUIO. APXHUB (3KCKYpPCHS).

5. OIEHOYHBIE CPEACTBA U TEKYIUEI'O KOHTPOJIA YCIIEBAEMOCTH,
NPOMEXYTOUYHOH ATTECTAIIMM ITO UTOT'AM OCBOEHHSA JUCITUTLINHBI
A YYEBHO-METOAAYECKOE OBECIIEYEHUE CAMOCTOATEJBLHOM PABOTHI

CTYAEHTOB

5.1. Texymnii KOHTPOJb YCIEBAEMOCTH
Texymit KOHTPOIEL YCMEBAEMOCTH MPOBOJUTCS B OPME PEHTHHT - KOHTPOJIS TPH pasa B
ceMecTp. THITIOBEIE 3aTaHus IS IPOBEJSHHSA TEKYIUEro KOHTPOJIS IPHBEISHEBI HUXKE.



PefiTHHr-KoHTpOJIL Ne 1
Bompoc 1. JlokymeHTamuorHoe odeciederne ynpaeneHus (JIOVY) oxeareraeT BOMPOCH:

1. JOKYMEHTHPOBAHHS, OPraHH3aLM) PabOTH ¢ IOKYMEHTAMH U CHCTEMATH3AIMIO aPXHBHO-
10 XpaHeHHuA JOKYMCHTOB

2. TOKYMEHTOBEISHHS

3. JOKYMEHTOODOPOTE M aPXHBHOI'O XPAHEHUS

4. CHCTEMATH3AIMH JJOKYMEHTOR

5. JMOKYMEHTHPOBAHHS

Bonpoc 2. HopMaTHBHBI JOKYMEHT, YCTAHABNHBAIONIMH ¢IMHBIEC TPeOOBAHKA K JOKYMEHTHPOBA-
HHIO YIIPaBIeHYECKOH NeATEeILHOCTH M OpraHu3ain paboTs! ¢ JOKyMEHTaMMU:

1. Yundpuuupoarsas cuctema fokyMeHTarmu (Y CI)
2. I'OCT

3. HHCTpyKIMS IO AETOTPOU3BOCTRY

4. rcaoy

5

.

JomxHocTHAas MHCTPYKLHS

Bompoc 3. UeM pernaMeHTHpPYETCS AeATENbHOCTh paboTHHKOB ciryx0w [IOY
. I'oCTom

; JIOIDKHOCTHOH HHCTpYKIMEH

. IPHKA30M THPEKTOpa

. pexxiuMoM padoThl MpenpHUITUS

. HHYEM

o B W —

Bompoc 4. undopmanug o cOOBITHIX U ABICEUIX OOBEKTHBHOM NHCTBUTEIBHOCTH U MBICIHTEb-
HOM JCATCILHOCTH Ye/I0BeKa, 3ahIKCHPOBAHHAS HA MATEPHAIBHOM HOCHTENE C PEKBU3HTAMH- 3TO :
. Jokyment

. bopmynsp

. OJaHK TOKyMCHTa

. CHCTEMA TOKYMCHTALHH

KOMIEIOTED

.Lh.bu)[\)l—-

Bormpoc 5. Kakue QpyAKOEM JOKYMEHTa SBISIOTCH CIEIUPHYECKHMH:
1. KYJbTYPHAS, COlMANbHAY, THPOPMAaNHOHHAas

2. ylpasiendeckas, "HQoOpMaIHoHHas, IIpaBoBad,

3. yIpaBlIeHYECKas, IPABOBAsA, HCTOPHYECKas

4. KyJnbTypHas, HCTOPHYECKas, COUMAIbHASL

5.

HeT cnenuduaeckux GyHkuui
Bomnpoc 6 JeaTeIbHOCTE 110 CO30aHUIO JOKYMEHTOB Ha3bIBaeTCA:

1. JENOMPOU3IBOICTEO

2. HOKYMEHTOOBOPOT

3. JTOKYMEHTHPOBZHHE

4, CHCTEMa JOKYMEHTAIHH
5. JOKYMCHTOITOTOK

Bompoc 7. YertaHoBIeHHe eauHO00pa3ys cocTaBa H (OPM YIIPABICHYECKHX JOKYMEHTOR, GUKCH-
PYIOIIHX OCYIIECTBICHNE OJHOTHITHBIX YIIpaBlIeH9eCKHX GYHKIMH H 38124 Ha3bIBAcTCH!
1. CTagAapTH3alHCH



T EREN

YHUUKAITHEH
JOKYMEHTAIUEH
KimaccHdUKaHCH
THIH3aIHeit

Bompoc 8. Kakue BUIE! 01aHKOB pEKOMEH(YIOTCS HA NPEATNPHATHH?

TOJIBKO JIJIsL KOHKPETHOTO BHAA JOKYMEHTOB
QNS BHYTPCHHHX JOKYMEHTOB (0OIIAH)

Q1A BHEIIHHX JOKYMEHTOB (ITHCEM)

OJIaHK Iy KeOHOro MUchMa, ONIaHK I KOHKPETHOrO BUJA JOKYMEHTOB, o0muii OJ1anHK
HeT YeTKHX peKoMeHaaunit

Bomnpoc 9. Hem oTmuuaercsa OaHK 4714 BHYTPEHHHX JOKYMEHTOB OT OnaHka s nucem?

Ha OllaHKe 714 THCEM MEHBIIE PEKBH3HTOB
Ha OnaHKe JyIst uceM OoTbIe PeKBUIUTOB
HE OTIIMYAeTCS HU4EM

PacIONOKECHHUEM PEKBH3HTOB

oTnrdaeTcs popMaToM

Boiipoc 10. Kaxue dopmarkr Oymaru HCIONB3YIOTES 1718 O1aHKOB?

D W

TONBKO A4
A4, A5, A3, Ab
TOJNLKO AS

TONLKO A3
A6 H A4

PelTHHr-KoOHTPOIHL Ne 2

BOHpOC 1.Kaxoe PaACIONOXKEHNE PCKBUIHTOR PEKOMEHIYETC 1A mucem?

M

1.yrnoroe u dnarosoe
IIpOAOIIBHOE H NEHTPOBAHHOE
YIJIOBOE U MPOAONLHOC
thnaroBoe U NIEHTPOBAHHOE
fIpoAoJIbHOE U (praroeoe

Bompoc 2. Ha kakue 4acTH AEIUTCH JOKYMEHT MpH 0QOopMIIeHUH?

hAlF b el S

3aroJOBOYHYIO, OCHOBHYIO H 3aK/IIOUHTEILHYIO
3ar0JI0BOYHYIO, OCHOBHYIO H O(hOpMIIAIONIYIO
HAYANO, CEpeIUHA U KOHEII

LIEPBYIO, BTOPYIO, TPETHIO

TEKCT Ha YaCcTH HE JENHTCH

Bonpoc 3. I'ae pacnonaraeTcs peKBU3HT «HAMMEHOBAHHE IIPEIIIPHATHA» 7

.

DR w P

[IOCTIe PEKBH3UTA KPETUCTPAHOHHBIA HOMEP NOKYMEHTa»

NOJ PEKBU3HTOM «3MOIeMa OpraHu3aliy WM TOBApHBIH 3HAK»
B HEHTPE BEPXHETO NOJIA

B o OpMILIIOLIEH HacTH

IO PEKBU3HTOM «apecar»



Bompoc 4. B xakux TOKyMeHTaX yKa3bIBalOT CIIPABOYHBIC JAHHBIE O IPEAIPHATHH?
BO BCEX

BO BHCIIHHX

BO BHYTPCHHHX

B IIpHKa3ax Mo OCHOBHOH JCATEIBHOCTH

B PacTOPAMUTENEHBIX TOKYMEHTaX

NhAEWD -

Bonpoc 5. Kakum crrocoboM cieayeT opopMHTE gaTy «20 oktaops 2019 r» B ACIOBBIX HHCEMAX?

1. 20/10/00

2. 20.10.00

3. 20 oxTa0ps 2000
4. 2000.10.20

5 20.10.2000

Bonpoc 6. [Tucemo, uMeroniee GuHaHCOBEIE H OPHANYECKUE TOCISACTBHS TOKHO OBITE. .
TIOAIACAHO NUPEKTOPOM, IJ1. OYXTANTEPOM, 3aBENEHO IMEYATHIO

3aBEPEHO ICYATHI0

MOANHCAHO AUPEKTOPOM H COTTIaCOBAHO C FOPHCTOM

NOANUCAHO IJ1. OYXTanTepoM, YTBEPXKIEHO TUPEKTOPOM

NOATUCAHO UPEKTOP

il e

Bompoc 7. Yem dakc oTinyaeTes OT TUCHMa 10 O0QOpMIIEHUIO?
sIBNISeTCA HE HO/THHHUKOM, a KONHEH JIOKYMEHTa
COZIEPKUT A NOTIONHUTEILHBIX PEKBH3HTOR
nevataeTcs Ha tenedaxce

HE MOXXeT OBITh 3aBepeH Ne4aTho

BCE BEHIIIENEPEYNCIIEHHOE BEPHO

bW~

Bompoc 8. B uem 0CHOBHEIE OTIIHYHA MUCEM K 3apy0esKHBIM IIapTHEpaM”?

1. nons no 1 xrolimy

2. OTCYTCTBHE IYHKTYAIWH

3. odopmenne abzanes ez abzanHoro orcrya
4, CIIOBECHO TUGPOBOH CTI0CO0 HANHCAHHA JATh]
5. BCE BBHIIENEPEIMCIIEHHOE

Bompoc 9. KakoB cpok XpaHeHHs HeTOBLIX ITHCEM?

1. 1 Mecs

2. 1 rox

3. 3 roma

4, 5 met

5. He XpaHsTcs Boodie

Bompoc 10. Ha kaxom Granke odopmiseTcs Tenerpamma?
Ha TesierpadHOM

Ha 00ImeM

11 DHCEM

IUTsL IPHKA30B

He oopMIsIeTcs, T.K. IEpeIaeTes o Tene(oHy

SR

10



PeiiTar-konTpoas Ne 3.

Bomnpoc 1. Kak HazeiBaeTes 40KyMeHT, GQUKCHPYIOIIUHA COrJIAeHHe CTOPOH 00 YCTaHOBIEHHH TPY-
IOBBIX OTHOILICHHH H PETYIHPYIOUHH AX?

NS

TPYAOBast KHHXKKA
KOJIEKC 3aKOHOB O TRY/JE
MpHKa3 N0 MHYHOMY COCTaBY
TPYZORBOH KOHTPaKT (IOTOBOD)
ZOKHOCTHAS HHCTPYKIIHS

Bompoc 2. Kak xpaBsTcs MpAKa3bl 10 THIHOMY COCTaRy?

Vi N

B JIAYHOM JIEJIE COTPYIHHUKA
BMECTE C JIPYTHMH KaJpPOBEIMU TOKYMEHTAMH
TPYIIMPYIOTCS B OTAENBHOE JEN0

BBLIAIOTCA Ha PYKH COTPYIHHKY

BMECTE C [IPHKa3aMH 110 OCHOBHOM JeATENFHOCTH

Bompoc 3. O yeM DUIIYT B IUYHOM 3aSBICHUN?

1
2.
3.
4
5

0 TipueMe Ha paboTy H YBONBHEHHH, 00 OTIIYCKE
0 CBOMX JIMYHEIX MJIAHAX

00 ono3JaHuu

O BBHITIOJIHEHHH IOPYYCHHS

00 OCHOBHBIX 3Tanax KH3HCHHOTO IMYTH

Bonpoc 4. KoMy cnexyeT aapecoBarth 3asBiIeHHE O IIpHeMe Ha paboTy?

halFalbadih e

CoOcTBeHHHKY NIPENNPUSTHS
PYKOBOIMTEIIO IIPeATIPUATHA
HadalbHUKY OTAETa KagpoB
1. OyXrantepy

TOBapPHINY OO padoTe

Bonpoc 5. Kakoit JokyMeHT HeOOXO0IUM JyIs TOAYUYEHHA 3apaloTHOM MIaTH 3a 3a00IeBHIero CyI-

pyra?

VAW

paciucKa
CBHIETEIBCTBO 0 Opake
3asBIICHHE B MACTIOPT Cynpyra
JIOBEPEHHOCTh
0OBSICHUTEIBHAS 3aIIKCKA

Bonpoc 6. JInsg yero neobxoaumMa apromaruzanus JI0Y?

1.

IU1A oBbIeHUA 3¢ dexkTrBHOCTH Tpyaa paboTtHuKoB JIOY, cokpameHue Tpyao3aTpar Ha

JOKYMEHTHPOBAHHE,
JUIS palMOHATH3AINA JOKYMEHTo000poTa

2

3.
4.
5.

71 OCBOOOXKISHUS padodHX MECT

IUIS OCBODOKAEHNS ceKpeTaps OT BEACHHS JOKYMEHTALMH
U1 YHAUUKAIMH U COKPAIEHUS KONMHYECTBA JOKYMEHTOB
HET HeoOXOOUMOCTH B @BTOMAaTH3aIHH

Bonpoc 7. Ha xakux stanax J0KyMEHTalHOHHOTO 00eCcIICUYeHUS YIIPARICHHS IPHMEHAIOTCS MeXa-
HM3AIIAI U aBToOMaTH3aua?

11



Ha 3Tale PEruCTPalldy U IOUCKa JOKYMEHTOB

. Ha 3Tane 3KCcOeTuIMoHHol 00paboTku.

Ha [IOArOTOBHTENHHOM 3Talle (COCTABICHUE, KOIIMPOBAHKE, PAa3MHOKEHHE JOKYMCHTOR)
Ha 3aKJIFOHMTENBHOM dTane (Iepeladya Ha apXuBHOE XpaHeHHe)

Ha BCEX 3Tanax 00paboTKH TOKyMEHTOB

G W

Bompoc 8. Ot gero 3aBHCHT COCTaB KOMILIEKTOB IPHMEHSEMEIX CPEJCTB M IPOrpaMMHOTO obeciie-

I OT KOHKPETHBIX YCJIOBHi paGOThI annaparta yIpaBleHus ¢ JOKYMEHTAME
2. OT 3KOHOMHYECKHX BO3MOXHOCTEH MpeampHATHS

3. OT CTEIICHH MOATOTOBKH CIELHATHCTOR

4. OT HIPHUPOAHLIX YCIOBHIA

5 OT PeKIamMBl

BOHpOC 9. K TeXHHYCCKHM CpeICTBaM COCTABICHHA H H3TOTOBIICHHSA TEKCTOBEIX JOKYMEHTOB OT-
HOCATCA:

rexTorpaduaeckie # oQceTHEIC MAITHHEL

. MHKPOQHIEME ¥ MEKPOQALITH

IMAITYTHHUE MAlIHHBL, HHMYIIHC H OpraHH3aifHOHHEBIE aBTOMATHI
dbanpIeBanbHEIe, aAPECOBATbHBIE, MAPKHPOBATBHEIE MATUMHBI

. KOMITBIOTEPEI ¥ BEIYHCIATCIBHEIC MAIHHEL

U Wt

Bonpoc 10. lTokyMeHT, H3TOTOBIEHHEII CPeICTBAMH BEMMHCIHTENBHON Texuuky (BT), ucmonssyer-
A Ha IIpaBax:

1. NOUTHHHAKA
2. KOTIMHA

3. 9epHOBHKA
4. nybnmkara
3. BBIHCKH

5.2, HpomexcyTquaﬂ ATTeCTAlHA 110 HTOIraM OCBOCHHA MUCIHINHHEI — 3K3aMEH.

Bonpochl K 3K3aMeny:
YTto Takoe JOKYMEHT, ¢ KAKOMH IEILI0 OH MOKET CO3aBaThCA?
KakoBEI OCHOBHEIC IPU3HAKH KNACCHOUKAIHN JIOKYMEHTOR?
Yto moHUMaETCs 1O NOKYMEHTAIMOHHBIM 00SCIICUCHHEM YIIpaBIeHus?
. B ueM cyTh cTaHmapTH3anun 1 yHUEKaIuu qokyMeHTOB? Kakwe paspabatsiBaioTes
cTaHaapThl?

B

5. Yem oTnuyaercs oGopMICHUE peKBA3ATOR 00I1Iero Oanka oT 6IaHKa micsEMa?

6. KakoBbl OCHOBHBIE PEKBH3HTEL, HCIOIb3yEMbIE 711 ODOPMIICHHS IPHKA3A U PACIOpPsKE-
HUS.

7. Kakne ¢hopMBI MPOTOKOIOB MOMKHO HCIIOJIE30BATE B YIIPABIEHYECKOH NEATENEHOCTH, B
9eM MX OTVINIHE?

8. YKaxuTe OCHOBHBEIE TpeOOBaHMA K 0(OPMIICHHIO JEIOBOTO THCHEMA.

9. Kakne KOMIUTEKCH JOKYMEHTAIHH BKIFOUAeT B ¢eOd Kagposas HHGOPMAIlHOHHO-
JOKYMEHTAITIOHHASA CHCTeMA?

10. B uem ocobennocT 0hopMICHNS IPHKA30B [0 IATHOMY COCTaBY?

1. Yro noEuMaeTcs 001 opraHu3alueit NoKyMeHToobopoTa?

12, Yro Takoe cxeMBbI JOKYMEHT0O000POTa, 3a9eM OHH HYKHBI?

13. C xako# 1171510 pa3pabaTEIBalOTCA HHCTPYKIIHH 110 JIEJIOMPOU3BOACTBY, YTO B HAX

12



HeoOX0IMO IpeIyCMOTPETH?

14, VKakuTe TEXHOTIOTHIESCKYIO IIOCIEAOBATENbHOCTE 3TANOB paboThl ¢ BXOISINMMHI
IOKYMEHTAMH.

15. Kaxopa rmocnenoBaTenbHOCTE OICpallnii npu pabore ¢ BHYTPEHHUMH JOKYMEHTa-
Mu?

16. C kako¥ nensio HpOBOIUTCS QOPMHPOBAHME JCH, KAKHE IIPH 3TOM HEOOXO0IHMO

cobimonars TpebopaHua?
17. Yro Takoe HOMEHKIATypa fel, ¢ KaKoi IeNbro pa3pabaThlBalOTCA THIIOBEIE HOMEHKIIATYPEI
nen?

18. Kaxyro nEGOpMAIIUIO CONEPKUT HOMEHKIATYpa Jen?

19. Uro noHMMaeTcs noJ SKCIEPTH30M NEHHOCTH JOKYMEHTA?

20. Kakue KpuTepun HCIIONB3YIOTCA IIPH OLIEHKE JOKYMEHTOB?

21. Kak ocymecrBiserca npueM-niepeada Jell B apXHEB?

22. Urto Takoe KOHHMASHIHAIEHBIH JOKYMEHT?

23. Kakue ocHOBHEIE yrpo3bl BO3HHMKAIOT IpH padoTe ¢ KOHPHISHOIHANLHEIMA JIOKYMCHTA-
Mu?

24, YKaxkuTe 0COOEHHOCTH BEACHUS JICJIONPOU3BOICTRA, 00CCIIEUHBAIOIIETO YUET H CO-

XPaHHOCTh KOHGHACHIIHATBHON HHOOPMAITHE B JOKYMEHTOB.
25, UYro moHMMacTCA 10, 3alIMIICHHBIM JOKYMEHTO000POTOM, 3a CHET Yero MoXkeT GRITh 00ec-
TiedeHa ero 3amura?

5.3. CamocToATeNLHAA padoTa 00y4aI0MCIOCH.

CamocTrodrenpHad paboTa CTYACHTOR M0 H3YYEHHK) JUCUMIUIMHEL BKIIFOYAET CIEAYIOIIHE
BHJIBI paboT: H3y4eHHE MaTepuana, H3I0XEeHHOTO Ha NICKIHH; H3yUeHHe MATepPHaa, BEIHECEHHOTO
Ha MIPaKTH9eCKUE 3aHATHS; MTOArOTOBKA K NIPAKTHYECKUM 3aHATHAM, BRIIONHEHAE HHIABHLYAIBHO-
ro 3ajanus (pedepar), HOArOTOBKA NPE3CHTALMH JOKIALA.

CamocToATenbpHas BHeayAUTOpHAas paboTa [0 Kypey BKIFOYACT H3y4eHHe y9eOHOH M Hay4HOM
JIMTEPATYPBL, IOBTOPEHUE JIEKIIHOHHOIO MAaTEPHala, HOATOTOBKY K TIPAKTHYECKHAM 3aHATHIM, 4 TAKKE
K TeKyIlleMy KOHTPOIIO M IIPOMEKYTOUHOM arTecTanuy. [IpakTHYecKue 3aHATHA [pelyCMaTPHBAIOT
COBEPINCHCTBOBAHHE HABBIKOB pabOTHl C IEPBOMCTOMHHKAMY, M3yJYeHUS IPEIMETHOM CHeuM(HKH
Kypca. Borpocsl, He paccMOTpPEHHBIC Ha NEKIAX H NPAKTHYSCKAX 3aHATHAX, JOJKHBI OBITH H3YYEHEL
faxanaBpaMm B XOIE CaAMOCTOATENBHOH paGoThl. KOHTpONE caMocToATeNnBHON paboThl GakaNaspoB
Haz y4eOHO# nporpaMMoi Kypca OCYIIECTRIICTCA B XOME NPAKTUYECKHX 3aHATHH METOIOM YCTHOTO
OIIpoca MM OTBETOB Ha BONPOCH! TeM. B Xozne camocrosrensHoi paboTh! KaXABIl CTYOEHT 06g3aH
NpOYMTATE OCHOBHYIO H IO BO3MOXHOCTH JONOIHHTEIBHYIO JIMTEpaTypy no uzydaeMoil teme. O6y-
YAFOIIMMCS TOJDKEH TOTOBHTHCS K IIPEACTOSIIEMY IPAKTHYECKOMY 3aHATHIO II0 BCeM, 0003HAYEHHBIM
B IIporpammMe BoripocaM. He mposcHeHHBIe (IMCKYCCHOHHBIE) B XOJle CAMOCTOSTENEHOM paboThl BO-
IIPOCHI CJIEAYET BBITHCATE B KOHCHEKT JEKLHH M BIIOCIEACTBUM [IPOACHHTH HX HA MPAKTHYECKHX 3a-
HATHSIX.

CamocTtosTenbHas paboTa BEHIIIONHACTCS CTYASHTOM IO 3a[JaHHIO IIPEnoAaBaTens, Ho 6e3 ero
HEMOCPEACTBEHHOI'0 YIaCTHA.

Brnamu 3ananuii 1 BHEAYAUTOPHOM CAMOCTOATENEHOM paboThI CTYIEHTA BEICTYIIAIOT:

I OBJIAACHH A 3HAHWAMH.

- yTeHHe TekcTa (y4yeOHuKa, TIEPROHCTOYHHKA, JOMIOIHUTEIBHOM IUTEpaTypsal);

- COCTaBlIEHHE IUIAHa TeKCTa,;

- KOHCIICKTHPOBaHHE TEKCTa,;

- BBINMCKH U3 TEKCTa;

- paboTa o CIOBapaIMH H CIIpaBOYHHKAMU;

- yuebHO-HccnenoBarensckad pabora;

- UCIIOIB30BAHHE KOMIIBIOTEPHOH TeXHHKU W VIHTepHera W Jip. MpH BHIIONHEHHH TBOpYE-
CKHX JOMAIIHUX 3aJaHui.

A 3aKPEIIICHYA H CHCTEMATHI AR 3HAHHH:
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- paboTa ¢ KOHCIIEKTOM JIeKIH# (00padoTKa TeKCTa);

- IoBTOpHAA paboTa Hag y4eOHBEIM MaTepHANoM (3NMeKTPOHHOrO yueOHHKA, EPBOUCTOUHH-
Ka, NONCJIHUTEIBHOM UTEpaTyphl);

- COCTaBJICHHE IIJIaHa M TE3HCOB OTBETA HA BOIPOCH! IPOMEXKYTOYHOTO KOHTPOJIL,

- aHaTHTHYecKas oOpaboTka TekcTa (AHHOTHPOBaHMe, pelleH3UpOBaHME, pedepHpOBaHHE,
KOHCIIEKT-aHATH3 | Ap. );

- IIOArOTOBKA COOOINEHNIt Ha MPAKTHYECKOM 3aHATHH W Ip. A1 (HOPMHPOBAHHA YMCHUH M
HaBHIKOB;

- HOATOTOBKA COOOILIEHHH 10 33TaHHBIM TEMaM;

- PeIICHHUE CUTYaIlHOHHLIX {Mpo¢eCCHOHANBHEIX) 3aIaHHIH,

IIpopaboTKa BOIpPOCOB, BEIHOCHMEIX HAa CaMOCTOSTENBHOE M3YYEHUE COCTOMT B M3ydEHHH,
KOHCIICKTHPOBAHNY M aHATIN3€E IHTEPATYPHBIX HCTOMHHKOB.

Mertogudeckue peKOMECHIAINY 110 CAMOCTOATENEHOMY H3YYEHHIO BOIIPOCOB TEM IMCIIMII-
JIMHbI:

1. HeoGxomuMo HOpOuMTATh JIATEPATypHBIC HCTOYHHKH, NPOAHATIM3HPOBATH KA4ECTBO H
NONHOTY H3JI0KECHHA MaTepHaia 110 H3y4JaeMbIM BOIIPOCAM B THTEPATYPHBIX HCTOYHHKAX.

2. PexoMeHAyeTCA MHCEMEHHO COCTABHTE CBOM BOIIPOCHL K TEKCTY (HE MeHee Tpex).

3. Pexomenyerca AaTh COOCTBEHHBIE KOMMEHTAPHH IIPOYHTAHHOMY MaTEpHATY, apryMeH-
TALlHIO CBOECH HHTEPIPETALUH.

4. KoHTponb BBIIONHEHHS BHEAYIUTOPHOH CaMOCTOATENBHOH pa0OThl OCYINECTBIACTCA HA
IPaKTHYECKUX 3AHATUAX, HHAHBHAYAIBHBIX H IPYIIOBBIX KOHCYIbTalMAX, 3auTe pedepara, 3a-
JeTe.

CamocroaTelbHasa paboTa CTYAEHTOB:
CamocrosTensHasa padoTa 3aK/IH09a€eTCA B NPOBEJeHAH CTYXEHTAMH HHIAHBHAYAILHOTO HC-
c/leJOBaHU.
TeMpbl HHINBHIY AJILHOT'0 HCCJIEIOBAHUS (CAMOCTOSTENBHOM paboThl) CTYIEHTOB.
JokyMeHTHpOBaHHOE ObecIIieueH e YIIPABICHHS FOCTHHHUIEH
HokyMerTHpOBaHHOE o0ecreyeH)e YIIPARICHUS 3aropoaHoi Typbasoi
JoxyMeHTHpOBaHHOE 00ECTICUeHHE YIIPABIEHUS PECTOPAHOM
JokyMeHTHpOBanHOEe obecnedeHne ynpasaeHus TypGupMoii
HoxymenTupopanHoe obecnedeHre yNpaBlIeHAA aBTOTPAHCIIOPTHEIM [IPEANPHSITHEM
JoKyMeHTHpOBaHHOE 00CCHeUEHHEe YIIPABIEHHS MY3EEM

A e

IInan unOUEUOYANBHOZ0 UCCREO0BAHUAL

Pazoen 1. Hopmamusno - 3axonodamenbHbie 0CHO8! Q0OKYMEHMO060poma AHATIH3 JOTOBOPA MEX-
JIY TYPareHTOM H TYPHCTOM.
Odopmrerne CTyAeHTOM 00s3aTebHEIX ZOKYMEHTOB MCXOIA U3 TEMBI HHIAWBHAYATBHOTO HCCIIE(O-
BaHHA.
Pazoen 2.CocTaBnenue JOKyMEHTOB B CEPBHCE B TYPH3IME
CocrapneHne CTYI€HTOM HCXOs M3 TEMBI HHAWBHIYANbHOTO HCCICIOBAHMA C/IEAYIONIHX THIIOR
JNOKYMEHTAINHH: OpraHN3allMOHHAs, PACIIOPSLANTEIBHAS, HH(OPMAIIMOHHO-CNIPABOUHAS], JOKYMEH-
Tauyus 0o JIMYHOMY COCTABY.
Pazoen 3. Texnonorus paboTsl ¢ JOKYMEHTaMH B CEPBHCE H TYPH3ME
IIpesenTanna cTyI€HTOM CHCTEMBI OPTaHH3AIUH HIEKTPOHHOTO JOKYMEHTOO00POTa HCXOAS H3 TE-
MBI HHIMBHIYAJIbHOTO HCCIEIOBAHNS.
3ammTa CTyAeHTaMM Npe3eHTAIHA N0 TEMATHKE HHINBHIYAJILHOT0 HCCIEA0BAHAA

[IpesenrTanmsa MOXET NpPeACTaBILTh COOOH COYETAaHHWE TEKCTa, I'MIEPTEKCTOBBIX CCHLIOK,
KOMIIBIOTEPHO# aHUMAllM, rpadMKH, BHAEO, MY3EIKH W 3BYKOBOTO pAia (HO He 00A3aTeNbHO BCE
BMECTE), KOTOPHIE OpraHH20BaHbl B eIHHYIO cpemy. KpoMe TOro, npeseHTaIpsa HMEET CIOKET, Clie-
HApWH H CTPYKTYPY, OPTraHU30BAHHYIO M1 yIXOOHOroe BOCHPHATHSA WH(POpMandd. OTIMUHTEILHOM
0COBEHHOCTBIO NIPE3SHTALIMH SABJIETCS €& HHTepaKTMBHOCTE, TO €CTh CO3/aBaeMas A MONb30Ba-
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TENS BO3MOXKHOCTh B3aUMOACHCTRHA HCpL3 DNIEMCHTRI YIIPABICHUA. BrimonHenue IIpE3CHTAllHH HE
ABIgeTCS 00s3aTeEHBIM JJIEMEHTOM, IIPCIOCTARIIACTCA Ha BBI60p CTYIACHTY H IIOJOXKHTCIBEHBIM

00pa3oM BIUAET HA OLiCHABaHKE pabOTEL

@ona onenounex Matepuanos (POM) uig IpoBeIeHHS aTTCCTAMK YPOBHSA CHOPMHEPOBAH-
HOCTH KOMITETEHIMI 00y4aromuxca o TUCIHIUTHHE obopMIIeTCs OTASIBHBIM JOKYMEHTOM.

6. YAEBHO-METOIHMYECKOE H HHOOPMAITHOHHOE OBECIIEYEHHE

JUCIUTLIAHBI

6.1. Kunroob6ecneueHnocrs

HaumernoBaHHe MUTEPATYPEL; 2BTOR, HA3BAHHE, BHI H3TAHHA, Ton KHHUTI'OOBECIIEYEHHOCTE
H30ATENBCTBO M3na- =
s Hammue B snexrpoHHoi GuG-
Jimorexe Bal'V
OCHOBHas MHTepaTypa
1. Kysneuoe, Y. H. [enonpoussoacTeo: yyebHO-cnpaBogHOe mocobue / | 2020 | https://znanium.com/catalog/pro
H. H. Ky3neuos. - 9-e usi., nepepad. — Mockea: JJawkos u K, 2020. — duct/1093496
405 c. - ISBN 978-5-394-03881-5. - TekcT: 3I€KTPOHHBIH.
2. lenompoussoactso: yaebuuk / T. A. Boixosa, JI. M. Banosa, }0. M. | 2021 | https:/znanium.com/catalog/pro
KykapuHa, JI. B. Casxnra ; mog obw. ped. goi. T. A. BeikoBo#, — 4-¢ duct/1014190
uzjl., nepepal. 1 gonm. — Mockea: HHOPA-M, 2021, — 393 ¢, + Jom
MaTepHaisl [DnekTpoHHEIE pecype]. — (Buicuee ofpasosanue: bakaias-
puaT). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9, - TexcT:
MEKTPOHHLIH.
3. Jlapronosa, M. B. IIpakTHKYM 10 OpraHM3alMOHHOMY M HOKyMeHTanM- | 2019 http://elar.rsvpu.ru/
OHHOMY 00SCIEeYEHHIO HEATENLHOCTH OpraHu3auuu: yueBHoe nocobue /
M. B. Mlapuonosa, M. E. Cadponornu. ExarepunGypr: Hsn-so Poc. roc.
npod.-iea. yu-ta, 20195. 206 c¢. ISBN 978-5-8050-0683-9
JlononHuTeNEHAS MUTEpaTYpa
1. llysanoea, H, H. OcHoBEl menonpoussoncTea. Saek cayxebroro go- | 2019 hitps://static.my-
KYMEHTa : Y4eOHHK ¥ NPaKTHKYM JUIs akafeMHdeckoro Gakanaspuarta / H. shop.ru/product/pdf/354/353761
H. Illyeanoea, A. }O. Heanosa ; noa obur. pea. H. H. [llysanosoii. — 2-e L.pdf
H3l., nepepab. u gon, — M. : Mzparenscrso FOpaitr, 2019, — 428 ¢. —
{Cepua: baxanaep. Akafemuyeckuii kype). ISBN 978-5-534-10848-4
2, brikoea, T. A. JlokyMeHTaLMOHHOE 00eCIeYeHne yIpasieHus (aeno- | 2018 https://znanium.com/catalog/do

NPOH3BOACTBO). Y4ebHOEe MocoOWe A CTYASHTOB BHICHIHX YYeOHBIX 3a-
eegenuil. T. A. Beikora, T. B. Kysnenosa, JI. B. Cankuna; nogpen. T. B.
Kysueuosoit. - 2-e u3a., nepepab. u nom. - Mockea: UHOPA-M, 2018. -
304 c. - (Briciiee obpazosanue. Bakanagpuat). ISBN978-5-16-004805-5.

cument?pid=942800

6.2. Ilepuognvyeckne H3TaHAA

1.KypHuan «Jlenonpou3BoaCcTBO»

2. Xypran «Cekperapckoe Ieo»

3. XKypnan «CnpaBouHHK cekperaps U O(Hc-MeHe IKepay
4. Kypnan «CrparoYHHK KaIpOBHKA

6.3. HaTepReT-pecypebl
1. Opuumaneeeiii  calit  Beemmproro
http://www.wttc.org.

coBeTa [0 MYTEUIECTBHSM W TYpPH3MY -

URL:

2. Odunuaneapi caiit Beemupro# TypucTckoit oprammzammd. World Tourism Organization

UNWTO - URL: http://www.world-tourism.org.

3. Oduumansusii caiT Poccniickoro corosa Typusaycrpmu - URL: http://www.rata.ru.
4. JXuBast sHIMKIIONEIMS A MyTeNIeCTBEHHAKOB: OILMCAHHS CTPAH, KYPOPTOB H OTelieH, OT3BIBBI

TypucroB - URL: https://tonkosti.ru/.

5. Tematuyeckuii caift PBK o Typuzme - URL: http://www.turist.rbe.ru.
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6. HorocTH TypusMma, ropsimie TypEL, OT3BIBEL 00 OTeNAX H TypolepaTopax, IIyTeBble 3aMeTKH TY-

pucToB, GoTOOTUETH 0 myTemecTBrgX - URL: https://www.tourprom.ru/.

7. Acconuaius Typoneparopos Poccuu - URL: https://www.atorus.ru/.

8. OdunnarsHeli TypucTHYecKu# noptan Bragamupcekoit obmactu KoMHTET 1o TypHIMy aqMHHM-

cTpamuu Bragumupcekoit odnactu - URL: http://vladimirtravel.ry/.

9. Tepmmka: 06aza ZaHHBIX COAEPKMT HHQOPMALHIO 0 HOPMATHBHO-METOIHYECKOM PEryIHpOBa-
prn IOV, pa3paboTke HOPMATUBHBIX XoKyMeHTOB 1o JIOVY, nokyMeHTHpoBaHHIO HahOpMALrH
H CO3JaHMM JOKYMEHTOB, OpraHM3allMi H aBTOMaTH3alUMM JOKYMEHTO00opoTa, ofecredeHnn
paboTHI ¢ KaApoBOH JOKyMEHTaUurel, OpraHu3aiuy XpaHCHHS JOKYMEHTOB, 00y4eHHH OCHOBAM
nenonpoussoacTia - URL: http://www.termika.ru/douw/enc/razd3/0d2 . html.

10. Permonaneras obiiecTsenHas opraHuzauus «[ mipaus Yopaeisoumx JloKyMeHTalueny -
URL.: http://www.gdm.ru.

11. Cnpagouyno-npasoeas cucteMa «KoHcynsTant [Inrocy» - URL: http://www.consultant.ru;

12. Caiit HayuHoi 6ubmuorexu Bnl'Y - URL:http:/library.vlsu.rw;

13. bubmuorpaduueckass H pedepaTupHas Oa3a ITaHHBIX HayyHbix [yOnukanmi Scopus -
URL:http://www.scopus.com/;

14. ba3a maHHBIX MEXIYHAPOJHHIX HHICKCOB HaydHOro uuTHposanus Web of Science - URL:
webofscience.com.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYMEHHUE JUCIIUIIAWHbI

Jns peamuzaiiy JaHHOM MMCIUNITMHBI UMEIOTCS CHEUHANbHBIE IOMEINEHH IS IpoRere-
HEA 3aHATHH IEKIHOHHOTO THIA, 3aHATHH NPaKTHIecKOro/1adopaTopHOTO THIE, KYPCOBOIO NPOEK-
THPOBaHHSA (BEINOJIHEHHA KyPCOBBIX padOT), TPYNIOBEIX M HHAWBHIYAJIBHBIX KOHCYIBTAIMM, Te-
KyIWIEro KOHTPOTs ¥ NPOMEXYTOYHOH aTTeCTalliH, a TAKXKe MOMEHICHHS [ CAMOCTOSTENBHON pa-
OOTEI: AyAUTOPHH, OCHAMICHHBIC MYJIFTH-MEIHA 000pYIOBAHUEM, KOMIIBIOTEPHEIE KJIACCH C JOCTY-
IIOM B HHTEPHET, ayIMTOPHH 0€3 CIEeUHaANbHOTO 000py TOBaHHUA.

IlepeyeHp HCMOAB3YEMOrO IMIEH3NOHHOTO IIPOrPaMMHOre obecnedenns: maker MS-Office,
Microsoft Windows, 7-Zip, AcrobatReader; CIIC «KoucynsranT ITmroc» (MHCTanMMpoBaHHEIH pe-
cype Bal'V).

[Ipumedanue:

B cOOTBETCTBHH ¢ HOPMATHBHO-IPaBOBBIMH aKTaMH /I HHBAIWIOE | JIHI C OrPaHHYCHHEI-
MH BO3MOXHOCTAMH 370POBLs NPY HEOOXOIMMOCTH TECTHPOBAHIE MOKET OBITE IPOBEAEHO TONLKO
B NMCbMEHHOH MM YCTHOH ¢opMe, a Taioke MOTYT OLITh MCIIONB30BAHEB! JIPYTHE MaTEpPHANIbl KOH-
TPOJIA KadecTBa 3HAHUH, IIpeyCMOTpEeHHbIE pabodel mporpaMMoit NHCIUIUIHHEL
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Pabouas nporpamMmMa AUCHUILIMHBL COCTaB/IEHA B COOTBETCTBUH ¢ Tpebosanuamu OI'OC BO no

ganpasnednto 43.03.01 Cepsic
[Tpoune "CourokyIbTypHBIH cepRUC”

Pa6ouyio mporpaMmy cocTaBuil &7, M'“A

PenenseHt :
(npenctaButens padoronatens): [AYBO COLL «OnuMmmy, 3aM. THPEKTO 7_ CexuHa FO.U.

[Iporpamma paccMoTpeHa K 0/100peHa Ha 3ace/laHHuH K
[porokon Ne 7 oTrFLP L8, L/ rona
3apenyrolui xadeapon

I'yxosa JI.T.

(PHO, nonnnc:;)ﬂ/

Paboyas nporpamMma paccMoTpeHa M 0/100peHa Ha 3aceaHHM YUeOHO-METOIHYECKOH KOMHCCHH
nanpasiienus: 43.03.01 «Cepuc»

I[Tporokon Ne 7 or 2 44X/ rona 0%—

HPEﬂCEﬂaTeﬂb KOMHMCCHH
@Monn Iy

Specs O.b.




