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1. TEJIXA OCBOEHHISI JUCHUILTAHBI
Ilenelo OCBOCHHS AUCHMILIMHE! «OCHOBBI JENONPOM3BOJICTRA HA MpPEMNpPHATHAX cheprl ye-
JyT» SABJASTCS OBJAJCHHE CTYISHTAMH TEOPETHYECKUMY 3HAHHAMM H NPAKTHYCCKHMH HABBIKAMH B
paboTe ¢ MOKYMEHTAMH, HeoOXOUMBIMY i 3b¢eKTHBHOrO yIpaBNeHH IpelIpUATHIMHA HHTY-
CTpHH CEePBHCA, TYPH3MA H I'OCTENPHHMCTBRA.

3anaun:

- H3YYCHHC H 3aKPCIUVICHHE TEOPETHYECKHX OCHOB JOKYMCHTHPOBaHHOTIO obecreyucHus

yIpaBleHHs,;

- ¢opMHpOBaHHE CHCTEMATH3MPOBAHHBIX 3HaHHH 00 YHHUUHPOBAHHBIX CHCTEMAax JAOKY-

MCHTAIIHH,

- MOJIYICHHE MNPaKTHISCKHX HABBIKOE IO TECXHOIOIHH pa60'r51 ¢ JOKYMCHTaMH Ha IIpCAIIpii-

ATHH,

- npHoOpeTeHre HABBIKOB 0 00paboTke, aHANK3Y W COCTABIIEHHMIO JIOKYMEHTOB B cepe cep-

BHCA H TYPH3MA.

2. MECTO JUCHUMILIUHBI B CTPYKTYPE OIIOII BO

Jucimrmmaa «OCHOBEL JEMONMPOM3BOACTBA HA NPEUIPHITHAX CEpBl YCIyr» OTHOCHTCA K
00s3aTensHOH 9acTH yueOHOro IiaHa, IporpaMmel dakanaspraTa no Hanpasnenuo 43.03.01

«CepBHC».

3. IVMTAHUPYEMBIE PE3YJIBTATHI OBYUYEHHA 110 JUCHHUILTHHE

[ImanupyeMele pe3ynbTaThl 00yUeHMs [0 MUCLHILIMHE, COOTHECEHHBIE ¢ IUIAHHPYEMBIMH
pesyiapTaramu ocBoeHus OITOIT (KoMIeTeHIIMAMH 1 HHANKATOpaMH IOCTHXKEHH KOMIETEHIHH).

DbopMHpyeMbiC KOMITE~ ITnaHupyeMBbic pe3yabTaTel 00yIeHHA 110 AUCLHMIVIMHE, B COOTBETCT- HaumenoBaHue
TEHUWH BHH ¢ HHIHKATOPOM JOCTHKEHHA KOMIETEHLUHH OLIEHOYHOIO Cpen-
{xopn, cogepxaHue HHEIMKaTOp HOCTIOKEHHA PesynbTathi 00yueHHA N0 TUCUHIUTHHE CTBA
KOMIIETCHITHH) KOMIIETEHUUH
YK-4 VK-4.3. 3naeT: [MpakTHKO — OpUeH-

Crnocoben ocywecTs-
JIATH JENOBYIO KOMMY-
HHKALHIO B YCTHOH H
MHCBEMEHHOH popMax
Ha roCyIapCTBEHHOM
a3s1ke Poccniickoii
Pedepall¥y ¥ HHO-
CTPaHHOM(BIX) A3bi-

BnageeT HaBLIKaMHM CO-
CTaBJIEHUA TEKCTOB Ha
roCcyJapCTBEHHOM H
POIHOM A3bIKaX, OIBIT
NepeBoIa TEKCTOR ©
HHOCTPAHHOT'O A3bIKA Ha
POMHOH, ONBIT 00meHHA
Ha rOCYAapCTBEHHOM H

- 0CODEHHOCTH COCTABJIEHHA TEKCTOB Ha
rocyIapcTBEHHOM M POZHOM A3BIKAX,
OTIbITa OOIIEHHA Ha roCcY1apCTBEHHOM
A3bIKe

VmMeeT:

- COCTABJATH TEKCTH Ha roCy1apcTBEHHOM
H POMHOM S3BIKaX, 00IIaThCA HA POJAHOM
A3BIKE

THPOBAHHBIC 3304~
HHA

Kke(ax) YHOCTPaHHOM fA3bikax | BnameeT:
- HABBIKAMHU COCTABIIEHKS TEKCTOR Ha ro-
CyIapcTBEHHOM H POQHOM A3LIKax, obmre-
HHs Ha TOCYAaPCTBEHHOM A3BIKE.
MK-6 IK-6.1. Onpeacnser JHaeT: [Mpaktuko — opren-

Crniocoben ocyLuecTs-
JITE ONEpPalHOHHYIO
JeATEeNBHOCTS [0 Opra-
HHU3ALKHK U Pealrzaiy
MepOIpUATHI B cthepe
KOHIPECCHO-
BBICTABOTIHBIX YCIYT

TEXHOJOTUI) TOATOTORKH
H pEeAIH3ALHH KOHIPECC-
HO-BBICTaBOYHEIX MPC-
IYKTOB H (WITH) YCIYT B
COOTBETCTBUM C YCTa-
HOBJIEHHBIMH YCIOBHAMH

- 0COBEHHOCTH 00ECIIEYeHHA NOKYMEHTO-
000pOTa B COOTBETCTBHM ¢ HOPMATHBHEI-
MH TpeDOBaHUAMM

YmMeer:

- obecnieuuBaTh NOKYMEHTOODOPOT B CO-
OTBETCTBHH ¢ HOPMaTHBHBIMHK TpeboBa-
HIAMH

Bnaneer:

- HaBblKaMH ofecnedeHns J0KyMeHTo000-
pPOTa B COOTBETCTEMH ¢ HOPMATHBHEIMH
TpeOOoBaHUAMH.

THpPOBaHHBIC 3ala-
HHsA




4, ObBbEM U CTPYKTYPA JUCIIMIIJINHDbI

TpynoeMKocTs JUCHUILIAHBE COCTABIAET S5 3a4eTHRIX ¢AuHUI, 180 yacor.

TemaTHuecknii n1aH

topma o0yuenHns — oaHas

KonrakrHas paGoTa Dopmel
00yQaromuxca Texymero
¢ MeJarorH4eckum KOHTpOJA
PabOTHHKOM ycreBaeMo-
s = CTH,
= = — IR =
o | 2 = B g |2, popma
Ne HawnMeHoEBaHMe TeM Wity § § E é § < E g NIpOMEHYTOS~
n/n Pa3esIOB/TeM THCUMILTHHEI Z = = s a3k B¢ HOW
] 3 = ] Z g g g = aTTecTalMu
3 = 3 5| 23| 3 (no cemecm-
) = D ] =3 ©
= 5 ¥ 9 pam)
E. g |&°
=€ 13
E| 2|3
Tema 1. HopMaTHBHO-TIPaBOBOE H
1 | metomydeckoe perynuposatue JOY 6 12 2 2 13
B TYypHU3Me
s Tema 2. [IpaBuna odopmieHus po- 6 3-4 2 2 5 13
KYMEHTOE B TYpH3Me
Tema 3. QOba3arensHple JOKYMEHTH B PefTHAr
3 ) JIBHEIC NIOKYM 6 5-6 2 2 2 13 KOHTPOJIb
CEPRUCE K TYPHU3ME Ne ]
4 Tema 4. HzpIK cnykeGHBIX TOKYMeH- 6 7.8 5 5 13
TOB
5 Tema 5. llenosas nepenucka B Ty- 6 9-10 2 5 5 13
PH3ME
Tema 6. Coctaenenue u opopMiIeHHe PeiTyur-
6 | DOKYMEHTALMH [0 AOrOBOPHEIM 01~ 6 11-12 2 2 2 13 KOHTPONL
3arTeNbCTBAM B TYPHIME Ne2
Tema 7. Cocrasnenne u opopMmnense
TYPHUCTCKOH JOKYMEHTAHY: TEXHO-
7 | mormdeckas TOKyMeHTALHA TYphHp- 6 13-14 2 2 2 13
MEI, AOKYMEHTAIA 00CITyKHBaHHA 1
NaKeT Typa
8 Tema 8. OpraHusaiiia J0KYMEHTO- 6 15-16 2 2 13
obopora
Tema 9. OTBETCTREHHOCTEL NEPCOHANE Peffrnr-
9 6 17-18 2 2 13 KOHTPOIb
38 BEICHHE JOKYMEHTALHH o 3
Bcero 3a 6 cemectp 18 | 18 10 117 Sk3amet (27)
Hamuuve B nucrumnune KIVKP -
Hroro mo gucupniuye 18 18 10 117 Oxsamen (27)




Coaep:kaHHe JeKIMOHHBIX 3aHATHA M0 AHCHUIIHHE
Pazoen 1. Hopmamusno - 3axonodamenbHule 0CHOBYL JOKYMeEHMoobopoma
Tema 1. HopmaTuea0-npasosoe A MeToaAn4ecKoe peryaupoepanne 1OV B Typuzme
Copep:xanue jJeKHH: YPORHH YOPABICHNUS B TYpH3Me (PYKOBOASIIMIH, CTpaTETHUYSCKHA,
TaKTHYECKUH W ollepaTHBHBLT). JlokymenTtarus 2>bdekTHBHOM CHCTEMBI MEHEKMEHTBI IIPEAIPH-
qTHH CepBHCa M TypHU3Ma: IIPaBOBas NOKYMEHTAlMs, JOKYMEHTAMA 110 00ecrnevYeHHIo Ka4eCTRa,
OpraHH3a0HOHHO-PacoPAAUTENEHAA JOKYMEHTAINA, JOKYMEHTAIIHS 110 CTPATETHYECKOMY H OIle-
PaTHBHOMY IUIAHMPOBAHMIO, METOAWYECKAA NOKYMEHTAIHS, BHEIHAS HOPMATHBHAS JOKYMEHTa-
LHsl, BHYTPEHHSS HOPMaTHUBHAS JIOKYMEHTAIUS, BHYTPEHHSS TEXHAYECKAS JOKYMEHTAIHS.
Hopmarasasie NOKYMEHTSI, PETYIHDPYIOLIHE IETONPOA3BOACTRO:
O rocynapcteeHHO# Taitne: 3akoH PO ot 21.07.1993 Ne 5485-1 // C3 P®. — 1997. — Ne 41. — C.
8220-8235.
O xommepdeckoii Taiine: PegepanbHeni 3akoH oT 29.07.2004 Ne 98-D3 // C3 PO. — 2004. — Ne 32,
— Cr. 3283.
06 undopmanuu, rEGOPMAHOHHBIX TEXHOJIOTHAX U O 3aIIuTe HHpopmauuu : OeepansHeii 3a-
KOH oT 27.07.2006 Ne 149-@3 // C3 PO, — 2006. — Ne 31 (1. 1). — Cr. 3448.
06 ynopsAn0oYeHAN H3TOTOBJICHHS, HCIIOIb30BAHAA, XPAHEHNS M YHHUTOXKEHHS Ievarell ¥ OIaHKoB
¢ BocripomsbenenneM ['ocynapersennoro repba Poccuniickoil @enepanuu: ITocranornenune [1pasu-
TenbeTsa PO o1 27.12.1995 Ne 1268 // C3 PD. - 1996. — Ne 2. — Cr, 123.
O0 yrBepxnenun [lepedHs THIOBBIX apXWBHBIX JOKYMCHTOB, OODA3yIONIMXCA B HAYYHO-
TEXHHYECKOH M MPOM3BOACTBEHHOH JEATENPHOCTH OpraHH3alivi, ¢ yKazaHHEM CPOKOB XPAHEHHS:
Ilpukas Munkynerypsl Poccam ot 31.07.2007 Ne 1182 // BroneTeHr HOpMATHBHEIX akTOB (ese-
PAITBHBIX OPraHOB UCMOTHUTENRHOH BnacTu. — 2007. — No 46,
06 yrrepxnenun [lepeuns ceenenuii KORGHUISHIHATLHOIO XapakTepa : Ykas Ilpesumenta PD or
06.03.1997 Ne 188 // C3 P®. — 1997. —Ne 10. — Cr. 1127.
O6 yteepxaennu [lonoxeHns o nopsake obpameHus co cryXeOHoM HHpopMalHed orpaHHYeHHO-
ro pacupocTpaHeHus B (eIepalbHBIX OpTaHaX HCHONHHTENbHOM Bractu: [locranosneuue Ipasu-
TenscTBa PO o1 03.11.1994 Ne 1233 // C3 Pd. —2005. — Ne 30 (4. 2). ~ Cr. 3165.
06 yreepxaenuu Ilpaprin nemonpoH3BoAcTEa B (eAepalbHbX OPraHax HCHIONHHTEIBHOH BIACTH:
nocranobieHue [Ipasutensctea PO ot 15.06.2009 Ne 477 // PI'. — 2009, — 24 urons.
O6 yreepxnenuu IIpaBii MOATOTOBKH HOPMATHBHBIX NPABOBBIX aKTOB (elepaIbHEIX OPraHoB HC-
NIOJIBMTENBHON BIACTH H HX rocyiaapcreerno# perucrparuu: Ilocranosnenue Ilpasutenscrea PO
ot 13.08.1997 Ne 1009 // C3 P®. — 1997. — Ne 33. — CT. 3895.
06 anexTponHO#i mHppoBoi mommucH: PenepansHLi 3akon or 10.01.2002 Ne 1-®3 // C3 PD. —
2002. - Ne 2. — Cr. 127.
['OCT 6.10.5-87. YEupHIMpoBaHHEIE CHCTEMBI TOKyMeHTalMH. TpeGoBanus Kk nocTpoeHHio dop-
Mynspa-obpasua. — M., 1998.
Obmepoccuitckuii Knaccuukarop ynpasieHueckod nokymenTtaiuu OK 011-93. — M., 1995.
OtevecTBeHHAIE M MEXIYHAPOJHBIC CTAHAAapTHl HA ZOKyMCHTanHI0. OpraHbl YIpaBJIeHHS
HHAYCTPHH TYPH3Ma H I'OCTEIIPHAMCTBA ¥ COOTBETCTBYIOIIHE MM JOKYMEHTEL
Tema 2, IIpaBuia odpopmiaeHAs TOKYMEHTOB B TYpH3Me
Conep:kanme nexknud: YHUOHIMpOBaHHAS CHCTEMa NOKyMEHTaUMH. Tpebosanus K
odpopMieHHI0 JOKYMEHTOB. Tpeboranus K OllaHKaM HOKyMeHTOB. [[OHATHE M COCTAB PEKBH3HTOB.
OdopMieHrE PEKBH3HTOR JOKYMEHTOB.
Tema 3. O0A3aTeNbHbIE JOKYMEHThI B CCPBHCE H TYPHIME
Concpxannme Jeknuu: Kinaccuuxallng OpraHM3allMOHHO-PACIOPANHTENBHBX JOKYMEH-
TOB. OpraHu3atHoOHHEIE JOKYMEHTEHL: YCTaB, YYpPE/UTEILHBIH HOTOBOp, MONOKCHHE, HECTPYKIIUI,
JOIDKHOCTHAS WHCTPYKUMA. PacnopsauTenbHble DOKYMEHTHI: NPHKA3, pacloOpsKeHHE, YKa3aHHe,
pelleHue, BEIHCKA, MPOTOKOIN. CTPYKTypa TEKCTa JJOKYMEHTOB, PEKBH3HTEL
Brapl #HGOPMaI#OHHO-CHPaBOYHBIX JOKYMEHTOB (aKT, CayxeOHad 3alucKa, CIpaBKa, CIIH-
COK, NIPEVIOKEHHE, 3aKIFOUeHUE, IepedeHb, 0030p, OTUET, CBOAKA U JIp.), CTPYKTYpa TEKCTA JOKY-
MEHTOB H PCKBH3HTEHL.



Pasoen 2. Cocmasnenue 00KyMeHmo8 ¢ mypusme

Tema 4. f3BIK CTy:XKeOHBLIX 10KYMEHTOB

Conep:xanue neknun: SI3BIK ¥ CTHIB CIyXeOHBIX JOKyMeHTOB. OcOoOCHHOCTH A3BIKA CITY-
XKeDHBIX OKYMEHTOB. YIIOTpeOIEHHE IPOIMCHEIX M CTPOUYHEIX OYKB. EmHHOOOpasye NpuHIKMIOB U
dopMEl cokpamenus. OgopMiaeHre Nar ¥ yuces B JOKyMeHTax. Mcmons3oBaHHE B TOKYMEHTaX:
COOCTBEHHBIX MMeEH, Ha3BaHMif rocylapcTB, aiMHHUCTPATHBHO-TEPPHTOPHATBHEIX HAMMEHOBRHHH.
OmubKH B TeKCTax OGHIHAIBHBIX JOKYMEHTOB. PeakTHpOBaHHE TEKCTOB.

Tema 5. JeaoBasi nepenucKa B TypuiMe

Conepsxanne jgexknun: Qopmbel aenopoil nepenucku. Kiaccuduxariis AeNOBBIX ITHCEM.
TpeboBarus k CTPYKTYpe TeKCTa H 0OPMIICHUIO JICIOBBIX HHCEM.

Tema 6. CocraBnenne u odopmiIeHHe TOKYMEHTALHHA 110 JOTOBOPHBIM
0083aTeALCTBAM B TypH3Me

Coaepxanne dexknun: Kinaccuduxanusa croenok. Jorosop: noHsTHe, BHABI, YCIOBHS 3a-
KIIFOUEHHS H OCHOBaHHUA IS pacTopikerus. CylecTBeHHbIE H UHEIE YCIIOBHS morosopa. Jloroeop B
CepBHCE H TypH3Me. BHAB! JOroBOpOB B cepBHCe M TYpH3Me: apeHAa, IPOKaT, IEPEBO3KA aCCaKH-
pOB, BO3ME3HOE OKA3aHMeE YCIYT, IOPYyYEHHUE, JIOTOBOP KOMHCCHH, areHTCKuit gorosop. TexHomo-
I'Msl 3AKIOYEHEA JOTOBOPOB ¢ KIIMEHTaMH U IapTHepaMH. TpeGoBaHKS K COCTABICHHAIO JOTOBOPOB.

Tema 7. CocraBiieHHe H oopMiIeHHEe TYPHCTCKOH NOKYMEHTALMH: TEXHOJOrHYECKAS
AOKYMEHTRIHS Ty p(HpMbI, JOKYMEHTAIIHH 00CIYKHBAHHA H MAKET TYPA

Copepxanne nexmuu: Knaccuduxanmsa TypHCTCKOM AOKyMeHTAUMH. TeXHOTOTHYecKas
JOKYMEHTALMA TypOHPMEL TEXHONOTHYECKast KapTa TYPHCTCKOrO IyTelleCTBUsA, rpaiK 3arpy3Ki
TYPHCTCKOTO NPEANPUATHS [PYIIIaMH TYpHCTOB HA ONpPEACHEHHOE BpeMd, TYPHCTCKas IYTEBKa,
HH(OPMAIOHHB] TUCTOK K IyTEBKe, THCT OpPOHHpPOBAHUS, JOIOBOP, IPadUK IBIKEHHS [0 Map-
HIPYTY, KapTa-CcXeMa MaplIpyTa, OIMHCZHUE TEXHONOTMYECKHMX OCOBEHHOCTEH Typa, MaMATKa Ans
TYPHCTOB, CIIPABOYHBIE MAaTEpHANEI [0 MApIIPYTY, Npaic-IHCT, KANBKYNsIHs TYpa | T.01. [IpaBuna
COCTaBIIEHHA K OQOPMIICHHS TEXHOJOTHYECKOH TYpHCTCKOM mokyMmentammu. JokymenTamms ob-
CIIyXMBaHHA (3aiBKa Ha OPOHHPOBaHHE, IOATBEPXKICHHC O IPUEME, HIBELIEHHE O 3ae3/le TYPHCTOB,
Bay4dep, IMCTOK OTMETOK) M MAKET Typa: IPaBHIa COCTABICHHA B 0QOpMIICHHA.

Paszoen 3. Texnonozus pabomul ¢ OOKYMEHMAMU 8 MYPUIME

Tema 8. Opranuzauus 10KyMeHT0060poOTA.

Conepsxanne Jeknmn: O0paboTKa BXOIAIMX, MCXOIAIIHX H BHYTPEHHHX JOKYMEHTOB.
ITpunnMnbl perucTpaityy JOKYMEHTOB Ha OpeAnpHaTHi. KOHTPOIs B CPOKH UCIIONHEHHS TOKYMEH-
T0B. Opranusanus XpaHeHHs NOKyMeHTOB. COCTaBIEHHE HOMEHKIATYpPHI Jed. MOpMHpOBAHHE H
oopmnenne aen. Ilopsamok mepenayst TOKYMEHTOB HA XpAHEHHE B APXUB.

Tema 9. OTBeTCTBEHHOCTH NEPCOHAJNA 32 BeACHHE XOKYMERTAUMH

Conepxanne nexknmu: CTpyKTypa KaapoBOi NOKyMeHTanud. [lepBHUYHBIE IOKYMEHTBI
TPyJOyCTpoicTBa. PacnopsamrensHas JOKYMEHTaUus No KaapaM. JIoroBopHas JOKYMEHTAIUA 110
KazpaM. JludHoe neno coTpyaHHKa opranusanuy. OpraHu3anus XpaHeHds JTHYHBX gen. Ilopgook
XpaHEHHs TOKYMEHTOB B IMYHOM JCINIC COTPYIHHMKA. JJOKYMEHTHPOBAaHHE IPOLEAYp [IPHEMA IDaXK-
IaH Ha paboTy, HepeBoda COTPYAHHUKOB, MOOMpeHus paboTHUKA, IPHMEHEHHS TUCIHILIHHAPHOTO
B3BICKaHHA, YBOILHEHHS padOTHHKA,

ConepxaHne IPAKTHYECKNX 3AHATHH N0 THCIHILIHHE
Pasoen 1. Hopmamuero - 3axonodameivbHsle GCHOBbL QOKYMERMO0O0pOma
Tema 1. HopmaTineHO-IpaBoBoe H MeToaryieckoe perymaposanue 10V B rypusme
Dopma 3auamus — YCMHLIL OAPOC, BLINONHEHUE NPAKMUYECKO20 3A0AHUA.

ConeprkaHne NpaKTHYECKOro 3aHATUA 1. YHAQUIMPOBAHHAS CHCTEMA TOKYMEHTAIIHH.
Pabora ¢ HOpMaTHRHOMH NOoKyMeHTanMel, NpodecCHOHATBHBIMY CTRHIAPTAMH HHIYCTPHH TYPH3Ma
M FOCTEIIPUHAMCTBA, TUCKyCccHI. OCHOBHBIE NPaBHiIa OQOPMIEHHS MAIUHHOTHCHLIX TEKCTOB.

Tema 2. IIpasuna odopmiicHHss TOKYMEHTOB B TYpH3Me
Dopma 3aHAMUL — YCIHbBLE ONPOC, 8BINOAHEHUE NPAKMUYECKO20 3A0AHUA.

Coacp:xanne npakTHIeckoro 3anatud 2. OdopmieHne peKBH3HTOR JOKYMEHTOB.



CpaBHATEIbHBIA aHamu3 oQOPMICHHBIX AOKYMEHTOB, peKBU3uTH. Padorta ¢ ClHIC KoncynpradTt
Iroc.

Tema 3. O0a3aTeNBHBIC JOKYMCHTEI B CEPBHCE H TYPH3Me
Dopma 3auAMUA — YCMHBLI ONPOC, 8bINOTHEHUE NPAKMUYECKO20 3G0AHUS.

Conepxxanne mpakTHdeckore 3aHatas 3. OpraHM3alHOHHO-PACTIOPSIHTENLHEE JTOKY-
MeHTBl. CpaBHHTE/IBHAd XapaKTEPHCTUKA OPraHH3al[HOHHO-PACHIOPSUIATENHHOH NOKYMEHTAUUH B
TyppHpMe (SKCKYypCHA).

Pasoen 2.Cocmasnenue doxymenmos 6 mypusme

‘Tema 4. H3bIK ¢/Ty;Ke0HBIX JOKYMEHTOB
Dopma 3anamua — yemuolll ONPOC, GbINONHEHUE NPAKMUNECKO20 3A0AHIL.

Coaep:xanne npakTH4IecKoro 3aHaTHs 4 JJoroBop B cepBHCE H TYPH3ME.
Brironsenne 3aqatuii o pefakTHPOBAHHIO IOTOBOPOB.

Tema 5, Jlenogas nepenucka B TypuiMe

Dopma 3aHAMUA — YCHIHbLE ONPOC, BLINONHEHUE NPAKMUYECKO20 3G0AHUA.

Coaep:xaHne npakTHYeCKoro 3anaTad 5 /leJiopasd nepenucka
Bemonnerne 3a1aHui 110 pa3paboTKe AEIOBBIX IHCEM NI IIPOBEACHUSA PEKIAMHOTO Typa, padoTa ¢
3JIEKTPORHOH nouToi. O0JacTHOM TYPUCTCKO-UHPOPMATMOHHEI UEHTP (IKCKYpPCHS).

Tema 6. CocTapaeHne H opopMiIeHHe JOKYMEHTAIHH 110 JOTOBOPHBIM
0043aTEJILCTBAM B TYpH3Me
Dopma 3aHAMUS — YCMHBLE ONPOC, BLINOAHEHUE HPAKIMUYECKO20 330AHYA.

Copepxanne npakratieckoro 3aaTus 6 TexHonorudeckas JOKyMeHTaUAS TYPHHPMBI
IpH OKA3aHMH TPAHCIIOPTHEIX YCIyT. BEMONHERAE 3a1aHuii 10 pefAKTHPOBAHMIO JOKYMEHTOB, He-
00x0muMBIX 1715t mepeBo3kd aeteit. ATII (IkcKypcus).

Tema 7. CocTaBiiende B 0popM/IcHHE TYPHCTCKOH AOKYMEHTAIMH: TEXHOJOTHYECKas
HOKYMEHTAIHH TyPOHPMBI, JOKYMEHTANHSA 00CTy;KHBAHNS H HAKET Typa
Qopma 3ansamus — YCMHLE ONPOC, GBINOAHEHUE NPAKMULECKO20 3GOAHUA.

Conepxanue mpakTideckoro 3aHaTisa 7. TexHOIOTHYECKas JOKYMEHTAUHS TYPOUPMEI
IpH IOpoJaxe NMYTEBOK. BrllonHeHMEe 3amaHMi [0 PeIaKTHPOBAHHIO JOKYMEHTOB, HEOOXOIHMBIX
I nponaxu myreeok B JJOJT (skckypeust).

Pazden 3. Texnonozus pabomol ¢ JOKyMeHmamu 6 Mypusme

Tema 8. Opranuzanua NOKyMeHT00G0pOTA
Dopma 3auamus —~ YyCmMHbIU ONPOC, 6bINOIHEHUE NPAKMUYECKO20 3A0AHUA.

Copepkanue npakTH4yecKoro sauaThs 8. TexHonorudeckas JOKYMEHTaus TYphHPMBL
Tipu 00CTyKHBaHHM KIIMEHTA B TOCTHHHIE. BrinoiHesne 3ananuil Mo MOATOTOBKE JOKYMEHTOB, He-
00X0AUMBIX 171 0hOPMIICHHS IPOXXKUBAHHA HHOCTPAHHOTO KIHEHTa B rOCTHHHLE. [ ocTHHMIA (PKC-
Kypcusi).

Tema 9. OTBeTCTBEeHHOCTE IEPCOHAA 32 BeleHHE AOKYMEHTALHH
Dopma 3aHAMUA — YCIMHBLE OBPOC, GbINONHEHUE NPAKMUYECKO20 3A0aHUA.

Conep:xanie NPaKTHYECKOro 3aHATHA 9. OpraHn3anus XpaHeHHs JOKYMEHTOB.
Beuronnenue 3anasauii 10 DOATOTOBKE ZOKYMEHTOB K XPaHEHHIO. APXUB (3KCKypcus).

5. OITEHOYHBIE CPEJACTBA JJI TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH,
MPOMEXKYTOYHOU ATTECTAIIHH IO UTOT'AM OCBOEHUS JUCLHUTIUHBI
H YYEBHO-METO/JUYECKOE OBECIIEYEHUE CAMOCTOSATEJBHOMN PABOTDBI
CTYJIEHTOB

5.1. Texkymmii KOHTPOJIb YCIEBAEMOCTH
Texymuii KOHTPONE yCIIEBaeMOCTH NPOBOXMTCA B GOpME PEHTHHT - KOHTPOJIS TPH pasa B
ceMecTp. THIOBEIE 3a0aHKs AJIS IPOBEICHUS TEKYILEro KOHTPOIS IPHBEIEHE] HIKE.



Pefitunr-kontpoas Ne 1
Bompoc 1. [JokymenTanumonHoe obecnedenre ynpasnenus (JJOV) oXBaThiBaeT BOIPOCH:

1. JOKYMEHTHPOBAHUA, OPraHH3aliy paGoThl ¢ IOKYMEHTAMH H CECTEMATH3AIHIO APXHBHO-
I'o XpaHeHHsS JOKyMEHTOB

2. JOKYMEHTOBECHHAS

3 HOKYMEHTO060POTa H apXHBHOTO XPAaHEHHUS

4. CHCTEMATH3ANMH JOKYMEHTOB

5 JIOKYMEHTHpPOBaHHA

Bonpoc 2. HopmaTHBHBIH JOKYMEHT, YCTAHABIMBAIOMMH eAUHEIE TpeOOBAHKA K JOKYMEHTHPOBA-
HHIO YTIPaBIEHUCCKOH NEATEILHOCTH H OpraHU3aEs paboThl ¢ JOKYMEHTAMHU:

1. Vanuumpopannas cucreMa gokyMenTanuu (Y CJT)
2. I'OCT

3. HHCTpYyKIMA 110 AeTIONPOH3BOACTBY

4, rcaoy

5.

JOMAKHOCTHAA HHCTPYKIIHS

Bonpoc 3. Yem pernamMeHTHpYETCS AEATEALHOCTE paboTHHKOB ciryx0s JJOV
I'OCTom

JomxHocTHOR HECTpYKIUEH

IIPpHKa30OM AHPEKTOPA

pexuMOM paboTHI IPeANpPAIATAS

YR

HHAYEM

Bompoc 4. nadopMarnis o COOBITHAX K ABIEHHIX 0OBEKTHBHOM NeHCTBHTENEHOCTH H MBICTATEE-
HOH JeATeNbHOCTH YENOBEKa, 3ahHKCHPOBAHHASA Ha MaTePHATBEHOM HOCHTEJIE ¢ PEKBH3HTAMHU- 3TO

1. JoxymenT

2. dopmyp

3. BrnaHk JoKyMeHTa

4. CHCTEMA TOKYMEHTAIHH
5. KOMITBIOTEp

Bompoc 5. Kakue GyHKUHYM TOKYMEHTA SBISHOTCS CHENMDHUECKHMH:

1. KYNbTypHasi, COIHaTbHAas, HHPOPMAIMOHHAL

2. yIpaBiIcHYecKad, HHPOpMaIMOHHAS, IpaBOBad,
3. yIpaBIeHYECKas, [IPABOBAA, HCTOPHYECKAs

4. KyJIbTYpHas1, HCTOPHIECKas, COLMANBHAS

S. HeT clennpuIeckux GyHKIHH

Bompoc 6 [esTensHOCTS [0 CO3AaHHMIO JOKYMEHTOB HA3hIBACTCH:
1. AETOMPOU3BOJICTBO

2. JIOKYMEHTOOG0POT

3. IOKYyMEHTHPOBAHHE

4. CHCTEMA NOKYMEHTAIIHH

3. JTOKYMEHTOIIOTOK

Bompoc 7. ¥Ycranosnerue enunooGpasys cocTaBa H POPM YIPaBIEHYECKHX JOKYMEHTOB, (PHKCH-
PYIOLIMX OCYUIECTBICHHE OAHOTHITHEIX YIPaBIeHYECKHX GYHKIMIA U 3a1a4 Ha3bIBACTCS:

1. CTaHAAPTU3ALHCH



2. yauduKanyeii

3. TOKyMeHTalhel
4, KaccupuKanuen
5. THUIH3AIHEH

Bonpoc 8. Kakue uasI 6;1aHKOB peKOMEHIAYIOTCA Ha IPEATIPHATHH?

. TONBKO ANl KOHKPETHOIO BHIA JOKYMEHTOB

. JUTS BHYTPEHHHX AOKYMEHTOB (OOIIHI)

. 1T BHELTHHX JTOKYMEHTOB (TIHCEM )

GnaHK CITye0HOTo NHCEMA, OJIAHK IS KOHKPETHOI'O BUIA JOKYMEHTOB, 061mui Gnank

SIS R

HET YETKHX PeKOMEHIAIHi

Bompoc 9. Yem otnuvaercs 6naHK Ang BHYTPEHHUX JOKYMEHTOB OT OJIaHKA I THceM?
1 Ha OJlaHKe IS THCeM MEHbUIE PEKBU3UTOR

2. Ha OnaHKe 1715 nuceM GOJbIe pEKBH3HTOR

3. He 0TIHYASTCH HUIEM

4. PacHoIOXKEHHEM PEKBU3UTOB

5

. ornyaercs GopmaTom

Bompoc 10. Kakue dopmate! dDymaru Henones3yroTes s 61aHKoB?

1. TOIBKO Ad

2. A4, A5, A3, A6
3. TONBKO A5

4, TOJBKO A3

5 Abu A4

PeiiTuAT-KOHTpOJIL Ne 2
Bomnpoc 1.Kakoe pacnionoxeHue peKBH3HTOB PEKOMEHIYETCA LA THCEM?

1. 1.yrnosoe u ¢aropoe

2. TIPOJIONBHOE M LCHTPOBAHHOE
3. YTTIOBOE ¥ TPOAOIBHOE

4. dbnaroBoe H HEHTPOBAHHOE

5 IPOAOIBEHOE U (IaroBoe

Bompoc 2. Ha xakne 9acT Aemutes JOKYMEHT IpH OQOpMIICHHH?
3arOJIOBOYHYIO, OCHOBHYIO H 3aKITFOUMTENILHYIO

. 34r0JIOBOYHYIO, OCHOBHYIO ¥ 0O(QOPMIIAIOIIYIO

HAvaJo, cepeuHa U KOHEI]

HEPBYIO, BTOPYIO, TPCTHIO
TEKCT Ha YaCTH HE JCITHTCH

RS

Bompoc 3. I'ne pacnonaraetcs peKBH3UT «HAUMCHOBAHME NPEAPHITHS ?
MOCIE PEKBH3HTA «PErHCTPAHOHHBIN HOMEP JOKYMEHTa»

. NOJ PEKBU3UTOM «3MOJIEMa OpraHU3allii HITH TOBAPHEIH 3HAK»
B LIEHTPE BEPXHET0 N0J1A

B 0hOpPMIIAIONIEH YacTH

I

IOJ PEKBH3HTOM «aapecar»



Bompoc 4. B kakux 1okyMeHTax YKa3hBalOT CIPABOYHbIE JAHHbIE O IpEeNNPHATHH?
BO BCex

BO BHCIIIHHX

BO BHYTPCHHHX

B ITpHKa3ax no OCHOBHOH IedTelIbHOCTH

B PACMOPINMTENEHEIX JOKYMEHTAX

bl e

Bomnpoce 5. Kaxum cnocobom cnexyer ohopMuts ary «20 oxTa0ps 2019 r» B OENOBHIX MHUCHEMax?
20/10/00

20.10.00

20 oxTabpsa 2000

2000.10.20

. 20.10.2000
Bompoc 6. TThucemo, mMeronee GUHAHCOBEIE M IOPHINYECKHE TTOCICACTBAS JOJDKHO OBITh. .

TOAIHCAHO THPEKTOPOM, IIL. OYXTalTepoM, 3aBEPEHO IEYATHK)
3aBEPEHO MEYaTHIO

TO/IIHCAHO THPEKTOPOM H COTJIACOBAHO ¢ IOPHCTOM
NOJNHCAHO TII. GYXraaTepoM, yTBEpIKIEHO AUPEKTOPOM
HOATHCAHO TUPEKTOP

DA W

WD =

Bompoc 7. Yem dakc otnuaaercs 0T mHCHEMa 10 odopMICHHIO?
SBIAETCA He IOMTHHHHKOM, a KOHHEH JOKyMEHTA
COAEPIKUT PN JOTOJHHMTEILHBIX PEKBH3HTOR
neJaTaeTes Ha Tenedakce

HE MOJKET OBITh 3aBEPCH MEYATHIO

BCE BEIIENIEPEUHCIIEHHOE BEPHO

SN w =

Bornpoc 8. B ueM 0CHOBHBIE OT/THYHSA IHECEM K 3apyOexHbIM mapTHepam?
oJIA 1o 1 grofimy

OTCYTCTBHE IIYHKTYaLUK

odopmnenne absanes 6e3 aGaHOro OTCTYIA

CIIOBECHO HHQPOBOH CIOCO6 HANHCAHKS ATH]

BCC BBHIIENIEPEYHCICHHOE

R WD -

Bompoc 9. Kaxkor cpok XpaHeHHS IeTORBIX THCEM?

1. 1 mecan

2. 1 rox

3. 3 rona

4. 5 ner

3. HE XpaHATcS BOoOIIe

Bormpoc 10. Ha xakom Gnanke odopmisercs TenerpamMma?
Ha TejerpagHoM

Ha o0IeM

LIS IIHCEM

171 IIPHKA30B

He OQOPMIIICTCS, T.K. IepeaacTes o TenedoHy

Nh N



PefiTunr-konrpoan Ne 3.
Bonpoc 1. Kak Ha3pIBaeTCst TOKYMEHT, QUKCHPYIOIIHH COTIAIICHYE CTOPOH 00 yCTaHOBNCHHUH TPY-
AOBBIX OTHOLIEHWH M PeryIHpYIOMmai ux?
. TPYAOBas KHHXKKA
. KOJEKC 3aKOHOB O TpyIe
. NIPHKA3 110 THYHOMY COCTaBY
. TPYIOBOH KOHTPakT (ZOrOBOD)
JOIDKHOCTHAS HHCTPYKITUS

Nk W e

Bornpoc 2. Kak XpaHATCS IPHKA3E 110 JTHIHOMY cocraBy?

B JINYHOM AEJIC COTPY/IHHKA

. BMECTC C JIDYTHMH KaJPOBBIMHU JOKYMEHTaMH

. TPYIHIMPYIOTCS B OTACNEHOE AETIO

BBLIAIOTCA Ha PYKH COTPYAHHKY

. BMECTE ¢ IPHUKA3aMHM [0 OCHOBHOM XeITeNbHOCTH

Bonpoc 3. O yeM nuumiyT B THYHOM 3asB1eHHN?

O IpHeMe Ha paboTy M YBOJNbHEHHH, 00 OTIyCKe
0 CBOHX JIMYHEBIX IUTAHAX

00 onos3naHuu

O BHUIOTHEHHH [TOPYUCHHS

G

. 00 OCHOBHEIX 3TaNax KH3HEHHOIO nyTH

Bonpoc 4. Komy crenyer anpecorars sassnenne o npHeme Ha paboTy?
. CobcTBenHnKy npemprATUs

PYKOBOAHTEIO IPEAHPUSITHS

Ha4YalbHHKY OTZHEIa KajgpoB

. 6yxranrepy

TOBapHIy 110 paboTe

DB W —

Bonpoc 5. Kakoit moxymenT neobxommm amst TOJIy9CHAS 32pabOTHOH ILIATH 3a 3a60NEBIIEro CyII-
pyra?

1. paciucka

2. CBHETENLCTBO 0 Opake

3. 3agBJICHUE H NaCTIOPT Cynpyra

4. JNOBEPEHHOCTE

5. OOBACHHUTENLHAS 3aHCKA

Bonpoc 6. Tna yero Heobxomma aBroMaru3amus JJOV?

1. AT MOBBINEHHS 3QPEKTHBHOCTH Tpya paGOTHUKOB HAOY, coxpamenne Tpynosarpar na
IOKYMEHTHPOBAHHE,

A7 PAHOHANH3AIAH JOKYMEHTOO60pOTa

2. 1A OCBOGOKAEHHSA pabOUnX MECT

3. ATt OCBOOOIKAEHHS CEKpeTaps OT BeAeHHs JOKYMEHTAI[UH
4. A7 YHUQUKAIAH U COKPAIEHNS KOIMYecTRa JOKYMCHTOB
5. HET HEOOXOAUMOCTH B ABTOMATH3ALHH

Bonpoc 7. Ha kaxux 3Tamax AOKYMCHTalHOHHOTO 00ECIeueHHs YIpaBIeHHS NPHMEHIIOTCA MeXa-
HU3alHAA U aBTOMATH3ALHS?

10



. Ha 3Tale perUCTpally U IIOUCKA JOKYMCHTOB

Ha 3Tale SKCIeIMHHORHO 00paboTky.

Ha IIOArOTOBHTEILHOM 3Talle (COCTaBICHNE, KOMMPOBAHHE, PA3MHONKEHHE TOKYMEHTOE)
Ha 3aKMIOIUTENEHOM JTalle (Iepefiada Ha apXHBHOE XpaHEHHE)

Ha BCEX 3Tanax 00paboTku JOKYMEHTOR

A S e

Bonpoc 8. Ot 9ero 3aBHCHT cOCTAR KOMITIEKTOB DPAMEHAEMEIX CPE/ICTB H [IPOrpaMMHOTO obectTe-
YeHHUI?

. OT KOHKDETHBIX yCIOBHH pabOTHI annapata YIpaBieH s C JOKYMEHTAMH

OT S3KOHOMHMYECKHX BO3MOXKHOCTEH OpeAnpuaTHs

OT CTeNIEHH HO/ITOTOBKH CIEIHATHCTOR

. OT IPHPOJHELX YCIOBHI

OT PEKIIaMEI

QB

Bonpoc 9. K Texnmyeckum cpecTBaM COCTABNEHHS H H3TOTOBIEHAS TEKCTORBIX JOKYMCHTORB OT-
HOCATCH:

rextorpaduyeckue o odceTHbIE MaIIHEL]

. MHKPOQHIBMBI i MHKPODHIIH

IHUITYIMHE MAIDHHE]L, NHITYITHE ¥ OPraHH3aIllHOMHbIE ABTOMATEL

. danbueBanbHEe, ATpecoBabHbE, MapKHPOBATLHbIEC MAIMHEI

KOMIBIOTEPH! M BEMUCIHTEIBHBIE MAIIUHE]

N

Bompoc 10. JlokyMeHT, H3rOTOBNeHHE CPEACTBAMH BBIMHUCTHTENbHOH Texuuke (BT), ncnomayer-
Cd Ha IIpaBax:

1. DOJUTHHEKKA
2. KOITHH

3. 4YEepHOBHKA
4. nyOHKaTa
5. BBIITHCKH

5.2. IlpomexyTouHas aTTECTALMS IO HTOraM OCBOCHHS OACOUNIIHHEI — JK3aMeH.

Bonpocer k ax3ameny:

L. Yr0 Takoe ZTOKYMEHT, ¢ KaKoi# Hebio OH MOXKeT CO371aBaThCs?

2. Kaxosrl ocHOBHEIE pH3HaKu KIaCCH(PUKANAN JIOKYMEHTOB?

3. Yro norumaercs mox HOKYMCHTALHOHHBIM 00eCTIeYeHHEM YIIpaBeHus?

4. B uem cy1s crammapruzauun u yHuHKanny nokymentos? Kakxue paspabatsiBaroTCs
CTaHIAPTHI?

5. HeM oTimyaercs oGopMIiIeHre PeKBUZHTOR obiero 6y1aHKa OT 6/1aHKa IHCEMa?

6. KaxoBe! ocHOBHEIE pekBH3UTEI, HCHOTIB3YEMBIC M1 OPOPMITCHHS IIPHKA3A K PAacIIopsiKe-
HHS.

7. Kakue hopMe! 1poTokomoB MoxHO HCIONL30BATS B YUPaBICHYECKOH NeATCNBHOCTH, B
9eM HX OTIHYHE?

8. YKaxuTe OCHOBHEIE TpeGoBanHa K 0 OPMIEHHIO JEI0BOTO THCEMA.

9. Kaxne xommexcs! noxymenTanau skmouaer g cefs KaZpoBas HHGOPMAaHOHHO-
AOKYMEHTALMOHHAS CHCTEMa?

10. B yem ocoGennoctn O(OPMIICHHS TIPHKA20B 0 JTUYHOMY COCTaRY?

11. Uro noHnmaeTcs nox oprasusamueit IoxymeHTooGopoTa?

12. Yro Takoe cxeMmsr AOKYMCHTO0D0POTa, 3a4€M OHH HY3KHEI?
13. C kaxoii Ilensro pa3pabareiBaroTcs HHCTPYKLUMH 110 JEIONIPOM3BOICTEY, YTO B HAX
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HE0OXOIMMO TPETyCMOTPETH?

14. YKaxKuTe TEXHOIOTHYECKYIO IOCIEN0BATENFHOCTD ITAMOB pabOTEl ¢ BXOSIIIAMEI
JOKYMEHTaMH.

is. Kakosa nocnenopatebHOCTE onepaliiit npu pabote ¢ BHYTPEHHHMH JOKYMEHTa-
MHU?

16. C xaxoii neneto nposoauTcs GOpPMHUPOBAHAC A€, KaKHe NPH ITOM Heo0X0uMO

cobmoaarek TpeGoBaHua?
17.  Uro Takoe HOMEHKNATYpa Jeil, ¢ KaKOH LeIblo pa3pabaTEIBatoTCs THIIOBLIE HOMEHKIIATYPbI
nen?

18. Kaxyro uHpOpMAIMIO cOTEpKUT HOMEHKIATYpa Hei?

19. Yro noHEMaETCS NO/T FKCIEPTH30H UCHHOCTH JOKyMeHnTa?

20. Kakpe xpuTeprs HCHONB3YIOTCS IPH OLIEHKE JOKYMEHTOB?

21. Kak ocymiecTBisteTca npreM-nepenada nen B apxus?

22. YTo Takoe KOHOHACHIHATLHEIN NOKYMEHT?

23. Kaxue ocHOBHBIE YTpO3El BOSHHKAIOT NpU pabore ¢ KOHGUACHIMAIBHEIME JOKYMEHTA-
MHu?

24. VYkaxure 0cOOeHHOCTH BEACHUA Ne/I0NPOU3BO/ICTRA, 00CCIEUMBAIOIIETO YYET H CO-

XpaHHOCTh KOH(GHUIeHIMANBHO! HHOpMAITH U JOKYMCHTOR.
25.  Uro moHmMaeTCs MOJ 3alUICHABIM JOKYMEHTO000POTOM, 3a CUET Yero MOXKeT OBITh 0bec-

[evena ero sauura?

5.3. CaMocTosTeLHAA patoTa 00y9al0IErOCH.

CamocrosTensras paoTa CTYACHTOB IO H3YYEHUIO NUCLHMMIMHLI BKIIOYACT CICAYIONIHE
BRUIBI pabOT: U3yYEHHE MaTepHald, H3JI0KEHHOIO Ha JNEKILHH; H3YJeHHe MaTepHala, BRIHECEHHOTO
Ha [IpAKTHYCCKHC 3a2HATHA, TOAI0TOBKA K IIPaKkTHYCCKHM 3aHATHAM, BEIIQJIHECHNAEC HHIHBHIYAILHO-
ro 3aganus (pedepar), TOAroTOBKA OIPE3CHTALMH JOKIA/A.

CamocTosTensHas BHeay JUTOpHad paboTa 110 Kypcy BKIIIOYAET H3yYeHHe y4eOHOH U HayqIHOH
JIATEPATYPEI, MOBTOPEHHE JIEKIHOHHOTO MaTEpHana, NOATOTOBKY K IPAKTHYECKUM 3aHATHAM, 4 TAKKE
K TEKyIeMy KOHTPOJIFO M IIPOMEXYTOYHOH aTTecTaluy. IIpakTHuecKue 3aHsTHS NpENyCMAaTPHBAIOT
COBEPIUCHCTBOBAHUC HABBIKOB palOThl ¢ NEPBOMCTOYHHUKAMHM, H3YYEHHS MpeIMETHOH creludHku
Kypca. Bompocsl, He paccCMOTPEHHBIC Ha NIEKIKAX U IPAKTHIECKAX 3aHATHAX, JODKHE OBITh H3YYEHE
GaxanaBpaMy B XONE CaMOCTOATENEHOM paboThl. KoHTpous camocTosTensHo# paGoTsl GakanaBpos
Haj y4eOHOM MporpaMMoi Kypea OCYIIECTBIIAETCS B XO/C NPAKTHYECKMX 3aHATHHR METOIOM YCTHOIO
Onpoca MM OTBETOB HA BOIPOCH! TeM. B xone camocTosTeNbHOH paboThl KAKABIA CTYAEHT 00A3aH
NPOYHTAaTh OCHOBHYIO U Y10 BOSMOXHOCTH JOMONHHTENRHYIO TUTEPATYPY [0 U3ydaeMoii Teme. Oby-
YAKINUACA JOJDKSH TOTOBHTLECH K HPEACTOAIEMY NPAKTHUSCKOMY 3aHATHIO 110 BCEM, 0603HaYSHERBIM
B mporpaMme Bonpocam. He nposcHeHHbIE (IHCKYCCHOHHBIC) B XOIUE CAMOCTOSTENILHOM paGOTHL BO-
NPOCHI CIeAYyeT BHIUIMCATE B KOHCIIEKT JICKIKHA M BIIOCNEACTBHY NIPOSCHUTEL HX HA NMPAKTHYECKHX 3a-
BATUAX.

CamocrosTensHas paboTa BEIIOIHAECTCA CTYACHTOM MO 3aJaHHIO IIPeoaBareis, Ho 0e3 ero
HENOCPEACTBEHHOTO y9acTHS.

Bunamu sananuii 111 BHEAY AU TOPHOHM CAMOCTOSTENBHON paboThl CTYEHTA BHICTYIIAIOT:

IS OBIAJICHHS SHAHUSIMH

- UTeHHE TeKcTa (yJeOHHKa, NEPBOMCTOYHHUKA, JOIOIHUTEIbHON THTEPATYPEL);

- COCTaBJICHHUC INIaHA TCKCTA,

- KOHCIIEKTHPOBAHHE TCKCTA,

- BBUIHCKH U3 TEKCTA;

- paboTa o CIOBapAMH M CIIPABOUHHKAMH;

- yuebHO-HCCTIen0BaTeAbCKas paboTa;

- HCHONB30BAHHEC KOMIIBIOTEPHOM TEXHUMKYM W MHTepHEeTa W Ap. NpH BBINONHCHUH TBODYE-
CKHX AOMANHHX 33JaHuH.

AJ1s1 3aKPEHNICHNA 0 CHCTEMATH3AIIMH SHAHMA:
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- paboTa ¢ KOHCTIEKTOM JIeKUui (00padoTKa TeKcTa);

- MOBTOPHAs paboTa Haj y4eOHEIM MaTepPHAIOM (3MEKTPOHHOIO y4eOHHKE, IEPBOMCTOYHH-
K&, JOTIONMHHTENBHOH JIUTEpaTyPhL);

- COCTaBJIEHHE IIJIAHA ¥ TE3HCOB 0TBETa Ha BONPOCH! IPOMEXYTOYHOTO KOHTPOJLS;

- aHaJMTHYecKas oOpaboTka TekcTa (aHHOTHPORAHME, PELICH3HPOBAHUE, pe(epHpOBaHNE,
KOHCIIEKT-aHATH3 H [Ip. );

- IOATOTOBKA COOOIIEHHH Ha [IPaKTUYCCKOM 3aHATHH M Jp. A (GOPMUpPOBANHS YMCHHH H
HAaBbBIKOB;

- IOJATOTOBKA COOOIIEHMH 110 3aJaHHBIM TEMAaM;

- pellleHHe CUTYAIIMOHHEIX (MTpodecCHOHaNBHBIX) 3a12HHi;

IIpopaboTka BOIpPOCOB, BEIHOCHMEBIX Ha CaMOCTOATEHLHOE M3y9EHHE COCTOMT B H3YUCHUH,
KOHCIIEKTHPOBAHMH ¥ aHANH3E JTHTEPATYPHBIX HCTOYHHKOB.

Meroanueckne pexOMeHIalHi 0 CAMOCTOATEIBPHOMY M3YUESHHIO BOIPOCOB TEM IHCIMII-
JTHHEI:

1. HeoOxonuMo IpOYMTATH JIHTEPATYPHBIE HMCTOYHHKH, NPOAHANH3HPOBATH KAadeCTBO M
HOJHOTY H3/I0KEHHA MaTEPHANIA 110 H3y4aeMbIM BOIIPOCAM B IHTEPATYPHEIX HCTOYHHKAX.

2. PexoMeHayeTCA NUCBMEHHO COCTaBUTh CBOH BOIIPOCHI K TEKCTY (He MeHee Tpex).

3. PexoMeHayeTcs JaTh COOCTBEHHBIE KOMMEHTAPHH [IPOYHTAHHOMY MaTepHaly, apryMcH-
TallMO CBOCH HHTEPIPETAIHH.

4. KOHTpOJIL BEIMONHEHHA BHEAYAUTOPHOH CaMOCTOATENbHON paboTHl OCYIECTBIIETCS Ha
MPaKTHYCCKHX 3aHATHAX, HHIUBHAYAILHBIX M TPYNNOBBIX KOHCYNLTALMIX, 3alIMTe pedepara, 3a-
qeTe.

CamocroaTennLnasn padora cTYIeHTOB:
CamocrosTensnas padora 3aKm09aeTCs B NPOBEIEHHA CTYIEHTAMH MHIABHIYATLHOTO HC-
CACI0BaHMA.
Tembl HHAMBHAYATLHOTG HCCICAOBANHSA (CAMOCTOSTENBHON PaGOTHI) CTYASHTOB.
HoxymeHTHpOBaHHOE 00eCIIeueHNE YIIPABIEH S FOCTHHULE!H
HoxkyMeHTHpoBaHHOE 00ecTIeue e YIIPaBIeHUS 3aropoHoil Typbasoil
JokymeHTRpOBaHHOE 0O€CIICUCHNE YIIPABJIEHHS PECTOPAHOM
HoxyMeHTHpoBaHHOE 0fecIeueHie yIpaBleHus TyphHPMOi
JIOKyMEHTHPOBAaHHOE O0CCIICYCHHE YIIPABIEHHA aBTOTPAHCIOPTHBIM OpeTIPHATAECM
HOKyMEHTHPOBAHHOE 00ECTIEUEHHE YIPABICHHS My3€eeM

AN

[Inan unousudyanshozo uccnedoeanus.

Paszoen 1. Hopmamusno - 3axonodamensiele 0CHo8b1 OOKyMeHMO060poma AHATH? ZIOTOBOPa MCIK-
Oy TYPareHTOM M TYPHCTOM.
Ogopmienne cTyIeHTOM 00A3aTEABHEIX TOKYMEHTOB HCXOIS H3 TCMbI HHIMBHAYAIBHOIO HCCIETO-
BaHHA.
Pasoen 2.CocTaBneHre JOKyMEHTOB B CEPBHCE H TYPH3IME
CocTaBiieHHE CTYEHTOM HCXOMIS M3 TeMBI HHAMBHUAYAISHOTO HCCITEIOBAHMS CIIEAYIOMAX THIIOR
AOKYMEHTAUAH: OPraHM3aUHOHHAS, PACTIOPANATENbHAS, HH(POPMALIHOHHO-CIPABOYHAS, HOKYMEH-
TAUKA 110 JIHYHOMY COCTABY.
Pasoen 3. Texnonorus paboThl ¢ JOKYMEHTAMH B CEPRHCE U TYPH3ME
IIpeseHTalns CTYZEHTOM CHCTEMBI OPTAHU3AIHH YIEKTPOHHOTO NOKYMEHTO000pOTA HCXOIS U3 Te-
MBI HHIHBU[YJIBHOTO HCCIIEIOBAHMS.
3amuTa CTYAEHTAME NPE3eHTAIMY 10 TEMATHKE BHANBHIYAJILHOTO HCCIEAOBARNS

IIpesenTanus MOXKET UPEACTABIATH COOOH COYSTAHHE TEKCTa, TMIEPTCKCTOBBIX CCHUIOK,
KOMIIBIOTEPHOH aHMMallkH, Tpad Ky, BHIEO, MY3BIKM H 3BYKOBOTO pAna (HO He 00S3aTelsHO BCE
BMECTE), KOTOPBIE OPTAHH30BAHEL B EHHYIO Cpelly. KpoMe Toro, Ipe3eHTalus HMeeT CIOKET, Clie-
HApHH U CTPYKTYpPY, OPraHH30BAHHYIO /1 yAOOHOrO BOCHPHATHA MHGMOpMarmy. OTIHYHTEIBHOMN
0COOEHHOCTBIO TIPE3SHTALMH SBISETCS €8 HHTEPAKTHBHOCTD, TO eCTh CO3aBaeMas JUli IMONb30Ba-
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TSI BO3SMOXKHOCTD BBaI/IMO,I[eI‘;ICTBIfIFI qepes IICMCHTEI YHpaBHeHIfIH. BbIHOHHeHHe HpEBCHTaJ.[HH HE
ABNAETCS 00A3aTENBHEIM 3EMEHTOM, NIPeIOCTABIIETCA HA BHIOOD CTYAEHTY M IOJOXHTETBHBIM
00pa3oM BIMAET Ha OoleHHBaHue paboThL.

®oun oneHounbX MaTtepHanos (GOM) s NpOBEICHHS aTTECTAIMH YPOBHs ChOPMUPOBAH-
HOCTH KOMIIETEHIIMH 00yJatoIuXcs 10 JUCHANNHEE 0QOopMIILeTcs OTACNbHEIM JOKYMEHTOM,

6. YYEBHO-METOJUYECKOE H HHOOPMAIIMOHHOE OBECIIEYEHHE

AACITHUITIIHHEBI
6.1. Kauroo6ecneyennocrn
HaumenoBaHHE IHTepaTYpPhI: aBTODP, HA3BAHHKE, BUJ H3IAHHA, lon KHHUIOOBECHHEUEHHOCTDL
U3ATENbCTBO n3na-

Hanuuwe B 3neKTpoHHO#M OHB-

HHA
nmuoteke Bal'v

OcHoBHasA MHTEparypa

L. Kysueuos, H. H. Jlenonpouseoacreo: yuebHo-cnipapoynoe nocoGue / | 2020 | https://znanium.com/catalog/pro
H. H. Kysnenos. - 9-¢ u31., nepepad. — Mocksa: Jlawkos u K, 2020, — duct/1093496
405 c. - ISBN 978-5-394-03881-5. - TekcT: S1eKTPOHHBIIA

2. Jlenonponssonctso: ydebuuk / T. A. Brikosa, JI. M. Banosa, 0. M. [ 2021 | hitps://znanium.com/catalog/pro
Kykapuna, J1. B. Canxuna ; nox obm. pen. mou. T. A. Brikogoil. — 4-e duct/1014190

u3A., nepepal. i aon. — Mocksa: HHOPA-M, 2021. — 393 c. + Jomn.
MaTepHasel [21eKTpoHHbIA pecype]. — (Bricmee obpazosanue: bakaras-
puar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekcr:
IEKTPOHHBIH.

3. Jlapuonosa, M. B, IIpakTHKyM 110 OpPraHK3allHOHHOMY H NOKYMEHTAaUH- | 2019 http://elar.rsvpu.ry/
OHHOMY OfcCneqeHuro AeATENLHOCTH OpraHu3aumu: yuebHoe nocobue /
M. B. Jlapuonosa, H. E. Cadponosuu. Exatepun6ypr: Man-so Poc. roc.
mpod.-nen, yu-ta, 2019. 206 c. ISBN 978-5-8050-0683-9

HononHuTenbHas aHTEpaTypa

1. Ulyeanosa, H. H. OcHoBul menonpou3sopctsa. Saeix cayxeSuoro go- | 2019 https://static.my-
KYMEHTA : y4eOHHK U MPakTHKYM JUIf aKafeMH4eckoro 6akanaspmara / H. shop.ru/product/pdf/354/353761
H. lygsanora, A. FO. MBanosa ; noa o6m. pen. H. H. Llysanosoii. — 2-e 1.pdf

H3A., Nepepad, ¥ mom. — M. : Wsmarenscto IOpaitr, 2019, — 428 ¢. —
(Cepus: Bakanasp. Akagemudecknit kypc). ISBN 978-5-534-10848-4

2. Beikosa, T. A. JlokymeHTauHoHHOe obecniedenne ynpasnenus (neo- | 2018 https://znanium.com/catalog/do
IIPOM3BOACTBO). y4e0HOe Nocobue IS CTYAEHTOB BbiCIIUX YYeGHBIX 3a- cument?pid=942800
BeneHui. T. A. Boikosa, T. B. Kysueuoea, JI. B. Cauxuna; noapen. T. B.
Kysneuosoil. - 2-e u3p., nepepab. u mon. - Mockea: HHOPA-M, 2018. -
304 c. - (Bricuiee obpazoBatme. bakamaspuar). ISBN978-5-16-004805-5.

6.2. IlepuoaudecKkHe H3NARNS

1.Kypnan «Jlenonpoussoactso»

2. XKypran «CekpeTapckoe Ae1a0»

3. XKypnan «CnpaBouHHK ceKpeTaps i obuc-MeHeIKepay
4 Kypran «CrpaBoUHHK KaIpOBHKay

6.3. HATepHeT-pecypebl

1. Oduumanbueift  caiT BceMHpHOrO CcOBeTa IO NYTEINECTBHAM M Typusmy - URL:
http://www.witc.org.

2. Oduumameupiii calit BeeMupHO# TypuceTckolf opraHmzammy. World Tourism Organization
UNWTO - URL: http://www.world-tourism.org.

3. Oduumaneasii caifT Poccuniickoro corosza Typurayctpun - URL: http://www.rata.ru.

4. XuBas SHUMKIIONEIHS /U4 yTELICCTBEHHAKOB: OIMCAHHSA CTPaH, KYPOPTOB M OTENeH, OTIHIBLI
TypucToB - URL: https://tonkosti.ru/.

5. Temartuueckuit cafit PBK o Typuame - URL: hitp://www.turist.rbc.ru.
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6. HoBocTr Typu3Ma, ropgiye TYPE, OT3BIBEL 00 OTENAX U TYpPOIEPAaTOpax, MyTEREIE 3aMETKH TY-

pHcTOB, hoTOOTHETH O IMyTemmecTBUIX - URL: hitps://www.tourprom.r/.

7. Acconuanus typoreparopoe Poccuu - URL: https://www.atorus.ru/.

8. Oduumansabi TypuCTHYECKHH MopTait Bragumupekoii obnactu KoMuTeT no TypusMy anMHHHE-

cTpanvu BranuMupckoii obnactu - URL: http://vladimirtravel.ru/.

9. Tepmuka: 6a3a JaHHEIX CONEPKHT HHPOPMALMIO 0 HOPMATHBHO-METOAAICCKOM DEryTHpOBa-
Hir 1OV, paspaboTke HOPMATHBHEIX A0KyMeHTOB 110 JJOY, J0KyMEeHTEpOBaHMO HH(OPMALMY
U CO3A2HUM JOKYMEHTOB, OPraHH3allHH M aBTOMATH3AIMH NOKYMEHTO000poTa, 0OeCreyeHHH
paboThl ¢ Ka#pOBOH NOKyMEHTaNHEH, OPraHM3alui XPAHEHUA JOKYMEHTOB, 00YYeHHH OCHOBAM
nenonpoussoncTsa - URL: http://www.termika.ru/dow/enc/razd3/od2.html.

10. Pernonansnas obmecTBeHHas opranusaums «[miabamus VYapasnsoumx JIokyMeHTanueiry -
URL: http://www.gdm.ru.

11. CupaBouno-npasopas cucreMa «Koucymbrant ITmroc» - URL: http://www.consultant.ru;

12. Caiit mayaHoit 6ubnuorexu Bnl'Y - URL:http://library.visu.ru/;

13. bubnuorpapuyeckas u pedepaTHRHas Oa3a [JaHHBIX HAyyHBIX DNyGiMKammii Scopus -
URL:http://www.scopus.com/;

14. baza JaHHBIX MEXIYHapOAHBIX HHJICKCOB HayuyHoro uutHposaHus Web of Science - URL:
webofscience.com.

7. MATEPUAJBHO-TEXHHYECKOE OBECIIEYEHHWE JUCIIUILIAHbI

Jost peanusanuy aHHOM JMCHMILTHHEI HMEIOTCA CHELHATLHEIE [OMEUICHH I IpOBeIe-
HU 32HATHH NCKIHOHHOTO THIIA, 3aHATHH IPAKTHYECKOro/1a00paTropHoro THIA, KYPCOBOIO IPOSK-
THPOBAHHA (BBUIOJHCHH: KYPCOBBIX paboT), TPYIIOBBIX M HHAVBHIYAILHBIX KOHCYNbTalHH, Te-
KYHIETO KOHTPOJIA M IIPOMEKYTOUHOH aTTECTalMH, a TAKKE MOMEIEHHs [l CaMOCTOSTENbHOM pa-
GOTHI ayTUTOPHH, OCHAIICHHEIC MyIBTH-MEHA 000PYAOBAHUEM, KOMIIBIOTEPHEIE KIACCH ¢ JOCTY-
TIOM B HHTEPHET, ayTHTOpuH 0€3 CnequaibHOro 000pyI0BaHHA.

lepeyeHp HCNIOMB3YEMOrO THIEHSHOHHOrO IPOrPaMMHOT0 oGecneyenns: maker MS-Office,
Microsoft Windows, 7-Zip, AcrobatReader; CIIC «KorcyapTant Ilmocy (MHCTATHpOBAHHEIA pe-
cypc Bnl'V).

ITpumedanue:

B COOTBETCTBHH ¢ HOPMATHBHO-TIPABOBBIME AKTAMH JIIS HHBAIMIOB H JIHI C OrpaHH4CHHEI-
MH BO3MOXHOCTAME 30POBBA NIPH HEOOXOIMMOCTH TECTUPOBAHHE MOXKET OBITH HPOBE/IEHO TOMBLKO
B IMCEMEHHOH MM YCTHOH (opMe, a Takxke MOryT OBITh UCHONB30BaHbl APYTHe MaTepHAIbl KOH-
TPOJI Ka9€CTBA 3HAHHMH, IPECAYCMOTPEHHBIE paboueit mporpaMMOi THCLHUITHHEL
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Paboyas nporpaMma IMCLMIUIMHEL COCTaBIeHa B cOOTBETCTBHH ¢ Tpebosanusmu @IOC BO no
nanpaeneruto 43.03.01 Cepeuc
[Ipoduns "ConnokynbTypHbIi cepBuc”

Peuensent /
(npencrasurens padbotonarens): FAYBO COLL «Omummy, 3aM. IMPEKTOpa — Cexuna 10.1.

PaGouyio mporpamMmmy cocrapui &7,

[Iporpamma paccmoTpena u onoGpena Ha 3aceiaHiy Kadeapsr; TI/IC
[IpoToxon Ne ot af-A7 rona ¢
3aBenyronuii kadeapoi coni f “  TyxoeaJLT.

(@l/fO, MOAMNKHCh) H ‘/d/{

Pabouas nmporpamma paccmoTperna u 0100peHa Ha 3acefaHu¥ yueGHO-METOIMYECKONH KOMHCCHH
HarnpasieHus: 43.03.01 «Cepsucy

[potokon Ne & or Z2aFf. &/  rona

IIpeacenarens KOMHCCHU Apece O.b.

(CDMH%!CI:)




JUCT IEPEYTBEPX/IEHUS

PABOYEN ITPOI'PAMMBI JUCIHUATILIUHBI

Pabowas nporpamma omoOpena Ha 2022/2023 yueGHBIA rox

IIpotokon 3acenanus kagenpei Ne 7 ot F084. 47  ropa //
3apenyromuii kadenpoit TuC kanmuaar mexn. wayk ['ysxosa JL.T. @ b

W

Pabouas nporpamma omobpena Ha y4eOHBI Tox

IIporoxon 3acenanus xahemper Ne oT roga

3asenyromuii kadhemapoit

Pabowas nporpamma oxodOpena Ha y4eOHBIH IO

ITporoxon 3acenanus kadenper No oT roga

3aBeqyromuii Kadenapoi

Paboyas nporpamma omo6pena Ha y4eOHBIN roja

IIporoxon 3acenarnus kadempsr Ne oT roga

3asenyromuii Kadenpoi




