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1. HEJH OCBOEHUA THCIIUIT/IMHDI

lenrio ocRoeHMA HucHMILIMHE] «OCHOBBI AEJIONPOM3BOICTBA HA IPENNpUATHIX cdepbl yc-
IIYT» SABIAETCA OBNAJACHUE CTYACHTaMH TEOPETHYCCKUMHE 3HAHUAMHM W MPAKTHICCKHMM HABBIKAMH B
pafote ¢ JOKyMEHTaMH, HeOOXOMUMBIMH I 3(Q(QEKTHBHOIO YNPABICHUS MPEIIPHAATHAMA HHIY-
CTPHUHY CEPBHCA, TYPH3Ma U TOCTCIIPHHMCTBA.

3anaqu:

- U3YyYCHHE H 3aKpelUleHHe TEOPETHYECKHX OCHOB JIOKYMEHTHpOBaHHOIO oObecneyeHus
YIPaRICHUS;

- GOpPMHPOBAHHE CHCTCMATH3MPOBAHHBIX 3HAHUE 00 yHH(QUUHPOBAHHBIX CHUCTEMaxX NOKY-
MeHTallNH;

- IOJIydEHHE OPaKTHYECKHX HABLIKOB IO TEXHOTOTHM PadOTHI ¢ NOKYMEHTAMH Ha NpeIlpH-
ATHH;

- IPHOOPETEHKE HABBIKOB 10 06paboTKe, aHalIM3y M COCTABICHHIO JOKYMEHTOB B Cdepe cep-
BHCA U TypH3Ma.

2. MECTO JHCIHUIIJIMHLBI B CTPYKTYPE OIIOII BO
Jucrunmmana «OCHOBBI IEOTPOU3BOACTRBA Ha NPEATIPHATHAX CQEPHI yCiyr» OTHOCHTCA K
o6s3aTeNnbHO YacTH Y9eOHOTO IiaHa, mporpamms GaxanaBpEara no HanpasneHmio 43.03.01

«CepBHCy.

3. INIAHAPYEMBIE PE3YJbTATHI OBYUEHWA 110 JUCUUILIMHE

[InanupyeMble pe3yNbTATH OOYYeHHS IO AWCIMILUIMHE, COOTHECEHHEIE ¢ IUTAHHUPYEMBIMH
pesyapTatamMu ocsoerus OTTOT (KOMIIETCHIHAMY H HHIMKATOPaM¥ TOCTHXEHHA KOMIICTEHIHH ).

Popmupyemble koMme- | TInaHHpyeMsle pe3ylbTaThl 00y4EHHA 10 QUCUHIVIMHE, B COOTBETCT- Haumenosanue
TEHUHH BHMH ¢ MEIMKATOPOM JOCTHKECHHA KOMIETCHIWH QUEHOYHOTO Cpel-
(xon, conepxanue HHouKaTop OJOCTHXEHHS PezynbTaTh 00yYeHMA N0 TUCUHILTHHE CTBa
I(OMHBTGHLIPIPI) KOMIETCHUMH
YK-4 YK-4.3. 3HaerT: FpakTuko — opHeH-

Cnoco0eH ocyLIecTB-
JATh ZENOBYIO KOMMY-
HUKALWIO B YCTHOH M
MACbMEHHOH popMax
HA rOCYIAPCTBEHHOM
A3blke PoccHicKolR
Pegepalid ¥ HHO-
cTpaHHOM(BIX) A3bI-

BnaneeT HaBLIKAMH CO-
CTaBJIIEHUA TEKCTOR Ha
TOCYJapPCTBEHHOM H
POOHOM A3bIKaX, OIBIT
MepeBoia TEKCTOB ¢
HHOCTPAHHOIO A3bIKa Ha
POAHOM, ONBIT OOMEeHNA
Ha TOCYAAPCTBEHHOM H

- 0CO0EHHOCTH COCTABRJIEHUA TCKCTOB Ha
roCcyIapCTBEHHOM M POJHOM A3BIKAX,
ONEITa OOIIEHHA HA rOCYJapCTBEHHOM
S3BIKE

VMeeT:

- COCTaBJIATE TEKCTHI HA TOCYJaPCTBEHHOM
¥ POIOHOM SI3BIKaX, OOUIATECA Ha POIRHOM
A3bIKE

THPOBAHHBIE 3a/1a-
HHA

Ke(ax) MHOCTPAaHHOM A3BIKAX Bnaneet:
- HABLIKAMH COCTaBJIEHHs TEKCTOB HA 0~
CYNapCTBEHHOM M POIHOM A3BIKAX, oble-
HHA Ha FOCYAAPCTBEHHOM A3bIKE.
TIK-6 [TK-6.1. Onpeaenser 3Haer: [NpakTuko — opuen-

- 0cOBEHHOCTH OBECIEYEHUA IOKYMEHTO~
o6opoTa B COOTBETCTBHH ¢ HOPMATHEHHI-
MM TpeOOBaHUAMHU

YmeeT:

- obecneyMBaTh JOKYMeHT0060pOT B CO-
OTBETCTBUE C HOPMATHBHBEIMH TpeboBa-
HHAMH

Braneer:

- HaBBIKaMH ofecneyeHHA 10KyMeHToo00-
poTa B COOTBETCTBHM ¢ HOPMATHBHBIMH
Tpe0oBaHHAMH.

CrocofeH ocyllecTs-
AT ONEePaLHOHHYIO
NeATeNBHOCTL N0 Opra-
HI3AIUY W peaTH3alii
MepoTIpUATHi B chepe
KOHTPECCHO-
BHICTABOYHEIX YCIIYT

THUPOBaHHBIC 3a1a-
HHAA

TEXHOIOTHIO MIOOTOTOBKA
Y PEanu3allil KOHTPecc-
HO-BBICTABOYHBIX PO~
IYKTOB H (WIH) YCIYT B
COOTBETCTBHM C YCTa-
HOBJIEHHBIMH YCOBHAMHA




4. ObbEM U CTPYKTYPA JUCHHILIAHBI

TpymoeMKOCTh JUCHMILTMHE] COCTaBISET 5 3a4eTHRIX enuHul, 180 Jacos.
Temarwaeckuii nIan
dhopMa 00yueHHSs] — OTHAH
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Tema 1. HopMaTHBHO-TIPAaBOBOE H
1 | meTommueckoe perynuporanue JJOV 6 1-2 2 2 13
B TYPH3ME
9 Tema 2. Ipasura othopmMIeHHA AC- 6 34 5 2 2 13
KYMEHTOE B TYpU3Me
T 3. 06 - PeftTHHT-
3 ema 3. O63aTenbHble AOKYMEHTH! 6 5.6 5 9 5 13 KOHTPOTh
CEepRHCE H TYpH3ME Ne 1
4 Tema 4. SA3pik CHYyXeOHBIX TOKYMEH- 6 7-8 2 9 13
TOB
5 Tema 5. Jlenosas nepemnucka B Ty- 6 9-10 5 2 5 13
pH3Me
Tema 6. CocTaenenue u oopMmieHHe PeiiTuHr-
6 | IOKYMEHTALHWH [0 JOrOBOPHBIM 003- 6 11-12 2 2 2 13 KOHTPONb
3aTe/IbCTBAM B TYpU3Me Ne2
Tema 7. Coctapnesne H oopMIcHHUE
TYPUCTCKOH IOKYMEHTALIHU: TeXHO-
7 | mormdeckas AOKYMEHTallA TypGHp- 6 13-14 2 2 2 13
Mbl, JOKYMEHTAUHA OOCTyKHBaHHUA H
IIAKET TYpa
8 Tema 8. Opranmzauusa JOKyMEHTO- 6 15-16 5 5 13
obopota
Tema 9. OtBeT coHANA Peftriar-
9 Ma 9. OTBETCTBEHHOCTh NEPCO 6 17-18 5 5 13 KOHTPOITh
3a BelleHHe TOKYMEHTALlNH No 3
Beero 3a 6 cemecTp 18 | 18 10 117 Dx3amen (27)
Hanuaue s nucuunmune KIT/KP -
Hroro no aucumnirHe 18 18 10 117 OxzameH (27)




Coaepaanne JIeKUHOHHBIX 3aHATHIA IO THCIHILIMHE
Pasoen 1. Hopmamusro - 3axoH00amenbHble OCHOBL OOKYMEHmM00b0poma
Tema 1. HopmMaTHRHO-IpaBOBOE H MeTOAHIECKoe peryaapoeanane JOV B Typusme
Conep:xanue JeKIHH: YPOBHH YIIPABIeHUA B TypH3ME (PYKOBOIAIIMH, CTpaTerHIeCKui,
TaKTHYECKHH ¥ OnmepaTUBHBIN). JlokyMeHTanusg 3PpHeKTUBHON CUCTEMbB! MCHEAXKMEHTEL IIpeapH-
ATHIH CcepBHCAa H TYPH3Ma: NPABOBasd AOKYMEHTAllU, JIOKYMEHTAlHA M0 0OCCICYeHHIO KaueCTBa,
OpTaHM3aMOHHO-PACTIOPAIUTENbHASA JOKYMEHTALIKA, JOKYMEHTALUA HO CTPATErHYECKOMY H Olle-
PaTHBHOMY ILTAaHHPOBAHHIO, METOJNYECKAs JOKYMEHTAlMs, BHEIIHAA HOpMaTHBHAA JOKYMEHTa-
OHA, BHYTPEHHAA HOPMAaTHBHAA NOKYMCHTAITHA, BHYTPCHHAA TEXHHYECKaA JOKYMEHTAIHA.
HopMaT#BHEIE JOKYMEHTHI, PETYJIRPYIOUIHE JeTOIPOH3BOACTBO:
O rocynapcrsenHoii Taitue: 3akon P® ot 21.07.1993 Ne 5485-1 // C3 PD. — 1997. — Ne 41. - C.
8220-8235.
O xommepuecko# Taitae: @enepansHblil 3aK0H oT 29.07.2004 No 98-D3 // C3 PD. — 2004. — Ne 32.
—Cr. 3283.
06 undpopmauun, HHGOPMALHOHHBIX TEXHONOTHAX H O 3aummTe HHbopManuu : OenepanbHeli 3a-
koH ot 27.07.2006 Ne 149-®3 // C3 PD. —2006. — Ne 31 (Y. 1). — Cr. 3448.
O6 yHOpAZOYEHHH H3rOTORIEHUS, WCIIONBR0BAHNS, XPaleHAI H YHUYTOXKEHNS nedaTrell u OnaHKoB
¢ Bocmpom3BeacHAeM [ocynapereenHoro repba Poccuiickor ®enepanun: Tlocranosnenuce [lpasu-

tenbeTBa PO o1 27.12.1995 Ne 1268 // C3 PO. — 1996. — Ne 2. — Cr. 123.

06 yteepxnenun Ilepeuyns THIOBBIX apXHBHBIX IOKYMEHTOB, 00pasyIOlIHXCA B Hay4dHO-
TEXHHYECKOH M NPOM3BOICTBEHHOH NEeATeNbHOCTH OpraHU3allMi, ¢ YKa3aHHEM CPOKOB XPaHCHMA:
[Mpuxaz MuukynsTypsl Poccun ot 31.07.2007 Ne 1182 // Bronnerens HOpMaTHBHEIX aKkTOB deae-
paNbHEIX OpraHOB MCIIOMHUTENBHOM BiacTH. — 2007. — Ne 46.
06 yreepknenuu [lepedns cBeseHni KOHGUNEHIHANEHOTO XapakTepa : Yka3 llpesunenta PO ot
06.03.1997 Ne 188 // C3 PD. — 1997. — Ne 10. — Cr. 1127.
06 yreepkneHun [looxeHES 0 opaaKe 00palleHus co ciryxkebHOH HHpOopManHeH orpaHHYEHHO-
r0 pacIpocTpaHeHus B (eJepanbHBIX opraHax McIoNHuTenbHOH BracTh: Ilocranosnenue Ilpasu-
tenecTBa PO ot 03.11.1994 No 1233 // C3 P®. — 2005, — Ne 30 (4. 2). — Cr. 3165.
06 yreepxneHnn [Ipasan NemONpoH3BOACTBA B (pelepanbHbIX OpTraHax MCIONHMTESILHOH BIIACTH:
nocradosjenune [Ipapurenscrea PO ot 15.06.2009 Ne 477 // PI'. — 2009. — 24 nrons.
06 yreepsknensH [IpaBui noAroTOBKA HOPMAaTHBHEIX HPABOBBIX aKTOB (enepalbHbIX OPraHoB HC-
MOHATENBHOM BAACTH W HX rOCYIapCTBEHHOH perucrpauuu: [locranopnernue llpasurenscTea PO
or 13.08.1997 Ne 1009 // C3 P®. — 1997. — Ne 33. — Ct. 3895.
06 snexTponnoi mudpopoit noanucu: PexepabHeini 3axon o1 10.01.2002 Ne [-03 // C3 PD. -
2002. —Ne 2. - C1. 127.
['OCT 6.10.5-87. YurpuurpoBaHHble CHCTEMEB! JOKyMeHTalud. TpebopaHus K MOCTPOEHHIO (op-
MyJsipa-obpazma. — M., 1998.
Obmepoceuiickuit knaccadurarop ynpasineHdeckoi nokymenramud OK 011-93. - M., 1995.

OTeuecTBEHHBIE H MEXKIYHAPOHBIE CTAHAAPTH Ha AokyMmeHrtaruio. OpraHsl ynpasleHMs
HHIYCTPHH TYPH3Ma H TOCTEIPHAMCTBA U COOTBETCTBYIOIIME MM JOKYMEHTEL

Tema 2. Ilpasraa opopmiacHHSE NOKYMEHTOB B TYpH3IMe

Coaepxanpe JeKIHH: YHUQWUMPOBAHHAS CHCTeMa AOKyMEHTaluH. [peboBaHuMAs K
opopMIeHHIO TOKYMEHTOB. TpeboBanus K GnankaM TOKYMEHTOB. IIOHATHE M COCTaB PEKBH3HTOB.
OdopmiteHHE PEKBU3UTOB JOKYMEHTOB.

Tema 3. O6s13aTeNbLHbIe JOKYMEHTHI B CEPBUCE H TYpHIMeE

Coaepxanne nexnud: Kraccudpuranus opraHH3alMOHHO-PAaCIOpPAAMTENBHBIX TOKYMEH-
TOB. OpranH3alHoOHELIC JOKYMEHTHI: YCTaB, YYPESIUTENBHEIH JT0roBOp, MOJOKEHHE, HHCTPYKIIMA,
JOJDKHOCTHAA HHCTPYKOHA. PacmopsaauTeNnsHBle JOKYMEHTBI: IIPHKa3, paclopsKeHHE, YKa3aHHe,
pelleHne, BBITHCKA, IPOTOKOIL. CTPYKTypa TeKCTa JOKYMEHTOB, PEKBU3HTEL

Bubl HH()OPMANHOHHO-CIPABOYHEIX JOKYMEHTOB (aKT, CIy)KeOHas 3allicKa, CrpaBKa, CIIH-
COK, OpeIIOKEHHe, 3aKIIOUEHUE, NepedeHb, 0030p, 0TUET, CBOIKA M JIp.), CTPYKTYpa TEKCTa AOKY-
MEHTOB M PSKBHU3HTHL.



Pasden 2. Cocmagnenue 00KYMEHMOS 6 Mypusme

Tema 4. A3b1k c1yKeOHBIX JIOKYMEHTOR

Conep:xanne jJekuun: SI3pIK U CTUNE CIYXEOHBIX TOKYMEHTOB. OcOOCHHOCTH sI3BIKA CIIy-
KeOHBIX MOKYMEHTOB. Y MOTpeOIeHHe IPOIUCHEIX # CTPOYHEBIX OyKB. Enunoodpasie NpuHIIMIIOB U
¢opMbl cokpamenus. OQopMiIeHHe IaT H 4Hcel B NOKyMEHTaX. MICIonb30BaHME B JOKYMEHTaX:
cOOCTBCHHBIX HMCH, HA3BaHMI IOCYJapCTB, aXMHHHCTPAaTHBHO-TEPPHTOPHANBHBIX HAHMEHOBAHMH.
Omubxu B TekcTax OQHIHAIBHBIX JOKYMEHTOR. PefakTHpOBAHHE TCKCTOB.

Tema 5. [leioBas nepenucka B TYpH3Me

Conepskanne jgexkuuu: ®opmel menopoil nepenucku. Kiaccudmkxanms IENOBEIX MHCEM.
TpeGoBanus K CTPYKTYpe TEKCTA U ODOPMICHHUIO IENOBEIX ITHCEM.

Tema 6. CocTasiienne H o(popMIICHHE JOKYMEHTAIIHM 110 /IOTOBOPHBIM
00f3aTEeILCTBAM B TYpH3ME

Conpepxanme Jekunu: Knaccugukanus cienok. Joropop: NOHATHE, BHIBI, YCIOBHS 3a-
KJIIOUEHMs M OCHOBaHMs Js pacTopxenus. CyllecTBeHHBIC H HHEIE yCIIOBHA dorosopa. Jloroop B
CepBHCE M Typu3Me. Buipl JOTOROPOB B CEPBHUCE H TYPH3ME: apeHNa, IIPOKAT, MEPEBO3Ka 11aCCaKu-
POB, BO3ME3HOE OKAa3aHHWe YCIYT, IOPYYEHHE, JOroBOp KOMUCCHH, areHTCKHH gorosop. Texxono-
THS 3aKTIOYEHHS JOTOBOPOB ¢ KIIHEHTaMH H IapTHepamu. TpeboBaHUs K COCTABIEHHIO JOTOBOPOB.

Tema 7. CocTaBnenne B o(pOpMIIEHHE TYPHCTCKOH JOKYMEHATALMNA: TeXHOJOTHIECKAN

AOKYMeHTAas TYPOHPMBI, T0KYMeHTalHsa 00¢.1y:XKUBaANd H AKET Typa

Conep:xanue Jexkuun: Kiaccupuxamus TypHCTCKOH AOKYMEHTalEH. TeXHOIOTHYECKas
JOKYMEHTALKS TYP(PHPMEL TEXHOTOTHYECKAI KapTa TYPHCTCKOTIO IYTEIIECTBHsA, IpadHK 3arpysKu
TYPHCTCKOTO TIPEIPHITHS TPYNIIaMH TYPUCTOB Ha ONpEICICHHOE BPEMs, TYPHCTCKasd IMyTEBKa,
uHGOPMANMOHHEIH THCTOK K MYTEBKE, JIUCT OPOHHPOBAHMS, JOTOBOP, I'paiiK JBHKEHMA II0 Map-
HIPYTY, KapTa-cXeMa MapllpyTd, OIIHCAHHE TEXHONOTHYECKMX OCOOEHHOCTEH Typa, maMsaTKa IUId
TYPHCTOR, CIIPABOYHEIC MATEPHANEL TI0 MapLIPYTY, Ipaic-THCT, KaIbKYIALua Typa | T.11. [IpaBuina
COCTABIEHHS H OQOPMIICHHS TEXHOJIOTHYECKOH TYPHCTCKOH JOKyMeHTaluyu. JloKyMeHTauus o0-
CIIYXKMBaHH4 (3a9BKa Ha GpOHMpOBaHKeE, MOATBEPKICHUE O IpUEME, U3BELIEHHE O 3a€3/le TYPUCTOB,
Bay4ep, TMCTOK OTMETOK) H AKeT Typa: IPaBuila COCTABIeHHA H 0DOPMIICHHES.

Pazoen 3. Texnonozus pabomer ¢ OOKyMenmamu € mypusme

Tema 8. Opranuzauus J0KyMeHT0000pOTa.

Conep:xanne dexnun: O6paboTka BXOIAMMX, HCXOAAINKX H BHYTPEHHHX OOKYMCHTOB.
[[pEHOHIEL perucTpalui JOKYMEHTOB Ha NPeANPHATHHA. KOHTpPOIL M CPOKH HCIIOJHEHHS JIOKYMEH-
toe. Opranmzanus XpaHeHHs NOKyMeHToB. CocTaBileHHE HOMEHKIATYyphl jeil. DopMHpoBanue H
opopmuenue aein. [lopsaok nepenadn 1OKyMEHTOB Ha XpaHEHHE B apXHB.

Tema 9. OTBeTCTBEHHOCTH NEPCOHANIA 33 BeJeHAe NOKYMEHTAIIHH

Conepxanne jgekumn: CTpykTypa KaapoBoH INOKYMEHTalMH. IIepBHUHMBIE JOKYMEHTEHI
TpyzoycTpoiicTea. PacmopsautensHad JOKYMEHTAMA N0 KaapaM. JloroBopHas NOKYMEHTaHus o
xagpaM. JInusOe Jeno COTpyAHHKA opranusaimyd. OpraHu3aiys XpaHeHus THYHEIX Aell. [lopamok
XpaHCHHS JOKYMEHTOB B TMYHOM [elie COTpyIHHKA. JIOKyMEHTHPOBaHHE NPOLEAYp IPHEMA Ipak-
nan Ha paboTy, Imeperona COTPYNHHKOB, ITOOIIPEHUS PabOTHMKA, IIPHMEHEHUS /IHCITHILTHHAPHOTO
B3BICKAHHs, YBOJIGHEHHA PaOOTHHKA.

Coaep:xkaHne IPAKTA9eCKUX 3aHATHH N0 AUCUMIIHHE
Pazden 1. Hopmamusno - 3akoH00amenbHble 0CHO8bI OOKYMERmMoobopoma
Tema 1. HopMaTHBHO-IpaBOBOE U MeTOANYecKoe peryanposanne JJOY B Typusme
Dopma 3anaMUL — YCMHBLE ONPOC, 8bINONHEHUE NPAKMUYECKO20 300aHUA.

Coaep:xanne npakTavyeckoro saHaTus 1. YEHQUUMpOBaHHAS cHCTEMA NOKYMEHTALIMH.
PaGora ¢ HOpMaTHBHOM TOKyMeHTalueH, npodecCHOHANBHBIME CTAHIAPTaMM HHIYCTPHH TypH3Ma
H TOCTEIIPHEMCTBA, JUcKyceus. OcHOBHEIE NPaBUNa OhOPMIAEHHS MAIUHONUCHBIX TEKCTOB.

Tema 2. IIpapria opopMmacHHA JOKYMEHTOB B TYPH3Me
Dopma 3aHaMUS ~ YCMHBLE ONPOC, BLINOJIHEHUE NPAKMUYECKO20 3A0AHUS.

Copep:rapne npaxkTHyeckoro sausarus 2. OdopMieHne peKBUIHTOB JOKYMEHTOB.



CpaBHHUTEbHBI aHANA3 OQOPMIECHHBIX JIOKYMEHTOB, pekBH3HTEL Padora ¢ CIIC Komcynbrant
[Tnroc.

Tema 3. Ob6azareNnHLIE JOKYMEHTHI B cepBHCe H TYpH3Me
Dopma 3auamus — YCMHLIU ONPOC, BLINOIHERUE NPAKMUYECKOZ0 3A0AHUA.

Coaepxanne nmpaxTudeckoro 3aHATHsa 3. OpraHHE3alHOHHO-PACMOPANHTEALHBIE NOKY-
MeHTbl. CpaBHHUTEIbHAS XapaKTEpUCTHKa OpraHH3allMOHHO-PACIOPSAIMTENBHON JOKYMCHTAI[HA B
TypdHpMe (IKCKYpCHS).

Pazoen 2.Cocmasnenue OOKyMeHmoe 8 mypume

Tema 4. S3bIK CTyKeOHBIX J0KYMEHTOB
Dopma 3ausmus — YCMHBLH ONPOC, BLINOTHEHUE NPAKMUYECKO20 3A0aHU.

Copepkanue npakTHdeckoro 3anaTus 4 Jlorosop B cepeHce u TypH3Me.

Brmonaenne 3aganuii 10 peJaKTHPOBAHHIO JOTOBOPOB.

Tema 5. [leoBas NepenAcKa B TYpH3Me
Dopma 3ausamus — YCMHbLl ONPOC, GLINOTHEHUE NPAKMUYECKOZ0 3A0aAHUA.

Conepxanne npakruveckoro sansaTus S Jlesosaa nepenncka
BeimonHeHre 3a1aHui 0o pa3paboTKe JASNOBLIX ITHCEM JUL [IPOBEICHUS peKIaMHOI0 Typa, padoTa ¢
MEKTPOHHOI 1mouToi. O01acTHOM TYpHCTCKO-HHDOPMAIMOBHLEE HESHTP (IKCKYPCHS).

Tema 6. CocraBaeHHe H 0GOPMIICHHE TOKYMEHTALMY 10 (Or0BOPHLIM
00513aTEILCTBAM B TYPH3ME
Dopma 3auamus — ycmiviil ONPOC, GLINOAHEHUE NPAKMULECK020 3A0AHUSL.

Cogep:kaHHe MPAKTHYECKOro 3aHATHS 6 TeXHOIOrHYecKasd JOKYMEHTAIES TYPPHPMEI
IIPY OKA3aHWH TPAHCIOPTHBIX YCNyr. BHIIONHEHHE 3a0aHuH 10 peakTHPOBAaHHIO JOKYMEHTOB, He-
00x0oMUMBIX AN nepero3ky gereil. ATII (3kckypcHs).

Tema 7. Cocrasienne H ofopMiaeHAe TYPHCTCKOH JOKYMEHTANHH: TEXHOJOrHYECKAA
NOKYMEHTAIMA TYP(PHPMBI, JOKYMEHTANHs 00CTyKHBAHHA U NaKeT Typa
Dopma 3auamusi — YCMHbIU ORPOC, GbINOIHEHUE NPAKMUYECKO20 3A0AHUA.

ConepkaHue NpaKTHYecKoro sansarus 7. TeXHOIOrHYecKasd JOKyMEHTal s TypQHpMEI
IpH IpOZaXe MyTeBOK. BeironHeHue 3aJaHHM 11O pefaKTHPOBAHHIO NOKYMEHTOB, HEOOXOAUMEBIX
ans npoaaxu myteBok B JJOJI (3kckypeus).

Pazoen 3. Texnonoeus pabomer ¢ OOKYMEHMAMU 6 MYPUIME

Tema 8. Opranuzanusi I0KYMeHT0000poT2
Dopma 3ausmusi — YyCMHbIU ONPOC, 6LINONHEHUE NPAKMUYECKO20 3A0aHUA.

ConepskaHne NPaKTHYECKOro 3anaTus 8. TexHoIOrHYecKas JOKyMEHTALMSA TYPOHUPMEL
npx o0CIYKHBAHKA KIHEHTa B FOCTHHMIE. BRINONHEHRE 3a0aHui 110 NOATOTOBKE TOKYMECHTOB, HE-
OOXOIMMEIX 1% 0OPMICHHS IPOXKMBAHUS MHOCTPAHHOTO KIAEHTA B TOCTHHAIE. [ ocTHHMIA (3KC-
KYpCHs).

Tema 9. OTBeTCTBEeHHOCTH IePCOHAJIA 32 BEACHHE JOKYMEHTAIHH
Dopma 3aHAMUS — YCHHBIH ONPOC, BLINOTHEHUE NPAKMUYECKO20 3A0aHUA.

Conepkanne npaktadeckoro 3ausrns 9. Oprasusalind XpaHeHHs JOKYMEHTOB.
BrimonHeHHe 3a1aHMi 10 OAIOTOBKE JOKYMEHTOB K XpaHEHHIO. APXHB (3KCKYPCHSA).

5. OHEHOYHBIE CPEACTBA JJIA1 TEKYIIEI' O KOHTPOJIA YCIIEBAEMOCTH,
MPOMEXYTOUYHOH ATTECTALIUN IIO HTOTAM OCBOEHHUA JUCIHAILIAHBI
A YYEBHO-METOAUYECKOE OBECIIEYEHWE CAMOCTOSTEJILHOU PABOTBI
CTYIEHTOB

5.1. Texkymmii KOHTPOJb YCIIEBAEMOCTH
TexyIIHi KOHTPOJL YCIIeBaeMOCTH IPOBOAUTCS B (popMe pelTHHT - KOHTPOJIA TPH pasa B
cemecTp. Tunoskle 3aaRust UM TPOBEACHHS TEKYIIEr0 KOHTPOIA NPUBEACHBI HHXKE.



PedATanr-KoHTpOIL No 1
Bonpoc 1. JokymenTanmonnoe obdecnieuenue ynpasienus (JIOY) oxpaTbisaeT BOMpock:

1. MOKYMEHTHPOBAHHUS, Oprasy3auy paboTHl ¢ JOKYMEHTAMH H CHCTEMATH3AIHIO apXHBHO-
I'0 XPAHEHHS JOKYMEHTOB

2. JIOKYMEHTOBEIEHHSI

3 JOKYMEHTOO00POTA M apXHEHOIO XPaHeHHS

4. CHCTEMATH3AIMH JOKYMEHTOB

5 JOKYMEHTHPOBAHMS

Bonpoc 2. HopMaTHBHEI JOKYMEHT, YCTaHARIMBAIOIUH e/THHEIC TPeOOBAHHA K JOKYMEHTHPOBA-
HUIO YIIPaBREHIECKOH AeITENPHOCTH B OPraHU3aliy paboTh! ¢ JOKYMEHTAMH:

1. YauduimporanHad cucrema noxymenraipn (Y CJT)
2. I'oCT

3. HuCTpyKIMS 10 OeTONPOH3BOACTBY

4, rcaoy

5.

JOAKHOCTHAA HHCTPYKIIHS

Bompoc 3. UeM pernameHTHpYETCS JeITENbHOCTE PAOOTHHKOB CITykO5r JJOY
I'oCTom

JOmMKHOCTHOH HHCTpYKIHEH

MPHKA30M JUPEKTOpa

PeKKMOM paGOTH! MPEANPHITH

HHYEM

bl alhadi s

Bomnpoc 4. nEdopManus o cOOBITHAX U JBICHUAX OOBEKTHEHOM NefCTBUTENTHHOCTH H MEBICTATE b~
HOM JeATENBHOCTH YEI0BEKa, 3apHKCHPOBaHHAA HAa MaTePHATBHOM HOCHTENE ¢ PCKBH3HTAMHE- 3TO :

1. JokymeHT

2. dopmynsp

3. OIaBHK JOKyMelTa

4, CHCTEMa JOKYMEHTAIMH
5. KOMIIBIOTED

Bompoc 5. Kakne QyHKIMH JOKYMEHTA SBASIOTCA CIEUMPHUSCKHUMHU:
KyJbTYypHas, cOllMaTbHas, HH(PpopMaluoHHAs
yIipaBlIcHYECKad, HH(POpMaIlMOHHAas, [IpaBoBas,
YIIPaBIICHYECKAA, IPABOBAs, HCTOpHYECKas

KyIbTYpHada, HCTOPHYECKAd, COITHATIEHAA

HeT crnenadHIeCKUX QyHKIHH
Bonpoc 6 MledarensHOCTh O CO3MaHHIO JOKYMEHTOB Ha3hIBAETCA:

R WD

1. AENOIPOU3BOLCTEO

2. JOKYMeHT0000poT

3. JOKYMEHTHpPOBaHHE

4. CHCTeMa J0KYMEHTAIHH
3. JIOKYMEHTONOTOK

Bonpoc 7. YcraHoBneHHE eMHOOOPa3Hs cocTaBa v (popM YIpaBIeHUECKHX JOKYMCHTOB, (hDHKCH-
PYIOUIHX OCYIIECTBIEHHE OMHOTHITHEIX YIPABICHYCCKHX QYHKIHH ¥ 33029 Ha3bIBACTCH:

1. CTaHJAPTU3AMUCH



2. yHAQHEKALHEH

3. JTOKYMEHTaIHEH
4, KiIaccubuKaruei
5. THIIA3anHeH

Bonpoc 8. Kaxue puas! 6II4HKOB pEKOMEHAYIOTCA Ha MPeIIpHsITHH?

. TOJBKO /I KOHKPETHOTO BHIA JOKYMEHTOB

LA BHYTPEHHHX JTOKYMEHTORB {OOILHi)

JUIA BHEIOHHX JOKYMEHTOB (TIHCEM)

Bnank ciayxeGHOoro nucsMa, GNaHK AN KOHKPETHOIO BUIA JOKYMEHTOB, 00Iuii G1aHK
HET YeTKHX peKOMeHIalni

G

Bonpoc 9. Uem ornugaercs 01aHK AN BHYTPEHHEX TOKYMEHTOR OT OJaHKa AT HAcEM?

1. Ha OanKe U1 MHCEM MEHBIIE PEKBH3UTOB
2. Ha HJ1aHKe JUIs nuceM OONbITe peKBH3UTOR
3. HE OTIUYAETCA HHYEM

4. PACIIONOKEHHEM PEKBU3UTOB

5. OTJIMYAETCA GOpMATOM

Bompoc 10. Kaxue GopMaTte! 6ymars NCoib3yoTCs i O1aHKOB?
1. ToNpKo A4

2. Ad, A5, A3, A6

3. TONBKO A5

4. TONMBKO A3

5. A6u Ad

PeiiTuar-kontTpoan Ne 2
Bompoc 1.Kakoe pacnonoxeHHe peKBH3UTOB PEKOMEHIYeTCA 71 ItceM?

. 1.yrnoBoe u ¢aropoe

. IPOAOJBHOE U LIEHTPOBAHHOE
. YIJIOBOE B IIPOJONBHOE
(raroBoe v NEHTPOBAHHOE
HPOJIOIBEHOE U (h1aroBoe

N S

Bompoc 2. Ha kakue yacTh JeUTCs TOKYMEHT Npu oGopMiIeHHH?
3aroJIOBOYHYIO, OCHOBHYIO M 3aKIOYHTENEHYIO
3aroJOBOYHYIO, OCHOBHYIO B O(OPMILIIONIYIO

Havalo, cepelria U KOHEII

ICPBYIO, BTOPYIO, TPETHIO
TEKCT Ha YaCTH HE TEJIUTCA

N

Bonpoc 3. I'ne pacnonaraeTcs peKBH3NT «HaHMeHORaHHE MTPEATpHSTHD)?
MOCIIE PEKBU3UTA «PETUCTPALIHOHHBIH HOMED JOKYMEHTa)

IO/ PEXBU3HTOM «3MOJIeMa OpraHu3anyiy UM TOBapHEIA 3HAK»
B IICHTPE BEPXHETO IOJIA

B odopMILTIOIIE# YacTu

II0JI PEKBH3HTOM «aJpecaTy»

.

e



Bompoc 4. B Kaxux JOKyMEHTax yKasbIBaiOT CIIPABOUHBIE JAHHBIE O TIPEIPUATHA?

1. BO BCEX

2. BO BHEUTHHX

3. BO BHYTPEHHHX

4, B IIPHKA3aX IO OCHOBHOM AEATCIEHOCTH
3. B PaCHIOPAIUTENBHEIX JOKYMEHTAX
Bompoc 5. Kakum crocoboM crenyer obopmuts gaty «20 okradps 2019 r» B AeN0BBIX DUCEMAX?
1. 20/10/00

2. 20.10.00

3. 20 oxta6psa 2000

4, 2000.10.20

5 20.10.2000

Bomnpoc 6. ITncsMo, uMeromee GHHAHCOBBIE U FOPHIHYECKHE MTOCIEACTBHS JONKHO OBITh...
MOANMHCAHO THPEKTOPOM, Il. OYXIarTepoM, 3aBEPEHO [IEYaTHIO

3aBePEHO MEeYAThIO

IOAIMCAHO AUPEKTOPOM H COTACOBAHO € IOPHCTOM

NOAMACAHO I OyXTranTepoM, YTBEPKICHO THPEKTOPOM

HOAIHACAHO TUPEXTOP

DB W

Bompoc 7. YeM dakc oTanyaeTcs OT HECHMA IO OGQOPMISHHIO?
ABISAETCS HE NOUIHHHAKOM, & KOIIMEH JOKyMeHTa
CONEPKUT PAL JONONHUTEIBHBIX PEKBU3HTOB
IeyaTaercs Ha tenedakce

HE MOKeT OBITh 3aBEPEH IICUATEIO

BCE BBIICIICPEUHCIICHHOE BEPHO

A S

Bonpoc 8. B ueM 0cHOBHEIC OTITHYHS ITHCEM K 3apyOeKHEIM IapTHepam?

1. nons mo 1 moiMy

2. OTCYTCTBHE IIYHKTYaLHK

3. odopmMieHEe ab3anes 0e3 ad3aHOro OTCTYIIA
4, CIOBeCHO MU POBOH cIIOcOD HAMHCAHUS JATHI
5. BCE BBILICTIEPEUNCIEHHOE

Bompoc 9. KakoB cpok XpaHeHHS IETOBbIX ucem?

1. 1 mecsr

2. 1 rox

3. 3 rozma

4. 5 ner

3. HE XpaHATCH BooOmE

Bompoc 10. Ha xakom Gnanke odopmnsercs TenerpaMma?
Ha Tenerpaduom

Ha 00I11eM

IU1s TIHCEM

U1l IPUKA30B

He oopMIISETCs, T.K. HEPEAacTes 1o TeinehoHy

Nk =



PeitTiHr-KOHTpOIL N2 3.

Borpoc 1. Kak Ha3kBaeTCcs NOKYMEHT, GUKCHPYIOIHH COTMIANIEHNE CTOPOH 06 YCTaHOBIEHHH TPY-
JIOBBIX OTHOLICHHH H peryliHpYIOIai ux?

Rl e

TPY/I0Bas KHHKKA
KOJIEKC 3aKOHOB O TPyIe
OpHKa3 [10 THIHOMY COCTaBy
TPYZOBOH KOHTPAKT (ZOrOBOP)
JOIKHOCTHAS MHCTPYKITHS

Bonpoc 2. Kak xpaHsITcs IpUKa3bl 10 THIHOMY COCTaBY?

o

B JINYHOM J€JIe COTPYIHHUKA
BMECTE € APYTEMH KaJIpOBEIMH JOKYMEHTAMH
TPYNIIHPYIOTCS B OT/CHLHOE HEJI0

BBIJIAFOTCS HAa PYKH COTPYAHHKY

BMECTE ¢ IIPUKA3aMHM 10 OCHOBHOM JeATENLHOCTH

Bompoc 3. O yem nUIIyT B THYHOM 3a9BICHHA?

RN

0 IIp¥eMe Ha paboTy H YBOJBHEHHH, 06 OTIYCKE
0 CBOHX JIMYHLIX IJIaHaX

00 onozganuu

O BRIIOJHCHHH ITOPYICHHUA

06 OCHOBHLIX 3TAmax FKHU3IHCHHOI'O OYTH

Bonpoc 4. Komy crienyer agpecoBaTs 3asBIECHUE 0 HpHeEMeE Ha paboTy?

1. CoOCTBeHHNKY MpeaIpHITHS

2. PYKOBOJMTEIIO IIPEIPHATHS

3. HayaJIbHHKY OTAE/A KaIpoB

4, ri1. fyxranrepy

3. TOBapuIy 110 paboTe

Bompoc 5. Kakoit nokyMeHnT HeoGX0MHM 1/ HOMydeHns 3apaGoTHOM ILIATH 32 3a60eBHIero CyII-
pyra?

1. pacIHcka

2. CBHIETENHCTBO 0 Hpake

3. 3agB€HAE H NACOPT CyIpyra

4, JIOBEPEHHOCTD

5. OOBACHUTEIbHAS 3aTIUCKa

Bonpoc 6. /111 vero Heo6xoauma aBToMaTH3amnms JJOV?

1. i moBkneHus opdexTurHOCTH TpyMa paGotHukor JIOY, cokpaienue Tpyoo3aTpar Ha
NOKYMEHTHPOBAHHE,

LUt pallHOHATH3AHE AOKYMEHTO000pOTAa

2. JUI OCBOOOXKIESHUS paboyYnX MECT

3. At OCBOOOXKIEHHE CCKpeTaps OT BeACHHS JOKYMEHTAHH

4. T yHHGHKAIMH # COKPAINEHHS KOIHIECTBA JOKYMEHTOR

5 HET He0OXOMMOCTH B ARTOMATH3ALHH

Bomnpoc 7. Ha Kakux 3Tanax JOKyMEHTAllHOHHOTO O0eCTIeYeH s YIIPaBICHAS NPHMEHSIOTCA MeXa-
HHM3A1US ¥ @aBTOMAaTH3aIMsA?
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. Ha 3TalC pErucTpaliy 1 OKCKa Z0KYMEHTOB

Ha JTalle 3KCNEIHIHONHON 00paboTKH.

Ha NOITOTOBHTENLHOM 3Talle (COCTaBNCHHE, KOMMPOBAHHE, PA3MHOKEHHE JOKYMEHTOB)
Ha 3aKJFOYUTENBHOM OTane ([epeaada Ha apXHBHOE XPaHCHAE)

. Ha BCeX 3Tanax o0paboTku JOKYMEHTOB

Bompoc 8. Ot 4ero 3aBUCHT COCTAB KOMITIEKTOB MIPUMEHAEMEIX CPEACTB U IPOrpaMMHOTO obecIe-
geHus?

1. OT KOHKPETHBIX yCIOBHH paloThl alaparta ynpaBJIeHds ¢ JOKYMEHTaMH
2. OT SKOHOMMYECKHX BOIMOXKHOCTEH TIpepusTHS

3. OT CTEIIeHH NOATOTOBKY CIIEIHATHCTOB

4, OT MPHPOIHBIX YCIOBHH

5. OT PEKJIAMEL

BOHpOC 9. K Texanueckum CPCOCTBaM COCTABIICHHUA H W3rOTOBIIEHHS TEKCTOBLIX JOKYMEHTOB OT-
HOCATCA:

rekrorpapuieckue i ofceTHple MAIMHEL

. MUKPOQUIEMEL B MEKpO(HIIH

IHINYIHE MAIMMUEL, MUITYITHE H OPTaHH3aIIMOHHEBIE ABTOMATH
(I)aJ'IBI.IEBa.JII:HbIC, aapeCcoBRaIbHELIC, MapKHPOBANTLHEBIC MaIlIHEI
KOMIIBIOTEPEI M BEIYHCIHTENLHEIE MAIIHHEI

DA W

Bonpoc 10. JlokyMeHT, H3roTOBICHHbIH CPEACTBAMH BHIMHCITUTENLHON TEXHHUKH (BT), ncnome3yert-
cq Ha IpaBax:

1. TOATHHHNKA
2. KONHH

3. YCPHOBHKA
4. Iybmmkara
5. BBEITHCKE

5.2. HpomemyTquaﬂ arrecranuda 10 uToraM OCBOCHHA JACITHIIIMHE] — 3K3aMeEH.

Bonpocel Kk 3K3aMeny:
HTo Takoe AOKYMEHT, C KAKOH LEJIBIO OH MOXKET CO3MABAThCA?
KakoBer 0cHOBHBIE IPH3HAKH KIACCHPHKAINH TOKYMEHTOB?
YTO MOHMMAETCA O MOKYMEHTALHOHHBIM O0ECIeYeHHEM YITPaBIcHN?
. B yem cyTe cranmapTusausd u yeuduKauuu rokymentos? Kakme pazpabaTeiBaoTCH
CTaHIApPTHI?

BN

5. YeM oTarvaeTcs ohOPMICHHC PEKBUZHTOB 06ILEro Gaanka oT 6lanka nuceMa?

6. KakoBbI OCHOBHEIE PEKBU3HTHL, MCIIOb3YEMBbIE [T 0GOPMIICHHS TIPHKA3a ¥ PACIOpsDKe-
HUS.

7. Kakue GpopMEI IPOTOKOI0B MOXKHO HCIONB30BATE B YNPABIEHYCCKON JeSTENBHOCTH, B
9eM HX OTInuHe?

8. YKaXuTe OCHOBHBIE TPeDOBAHMA K 0DOPMIICHIIO AENOBOTO MUChMA.

9. Kakne xOMIIEKCH TOKYMEHTALINA BKIFOYAET B ce6s Kaiporas HHPOPMALHOHHO-
JOKYMCHTALlHOHHAA CHCTeEMa?

10. B uem ocobennocTH 0GOpMICHHS IPHKA30B [0 TMYHOMY COCTaBy?

11. Hro moHMMaeTcs o opraHusanmeil J0KyMenTooGopoTa?

12. HTo0 TaKkoe cXeMbl JOKYMEHTOOG0POTa, 3a9eM OHH HYKHBI?

13. C xaKol Henbk pa3spabaThIBAKOTCS HHCTPYKIMK 110 1€TOIPOM3BOACTRY, YTO B HUX

I1



HE0GX0IMMO PEayCMOTPETH?

14. YKaxuTe TEXHONOTHISCKYIO TOCTHEeN0BaTeIBHOCTE 3TAllOB PAbOTH ¢ BXOIALEMH
JIOKYMEHTAMH.

15. KaxoBa nocneroBarenbHOCTE ONEpanuii IpH paboTe ¢ BHYTPEeHHUMH TOKyMeHTa-
MH?

16. C xako#f neasro MpoBOAUTCS QOPMHUPOBAHHE e, KaKHE IPH 3TOM HE00X0IHMO

cobionare TpeboBaHHA?
17.  Yro Takoe HOMEHKJIATYpa [€EJI, ¢ KakoH Lenbio pa3pabaThBatOTCA THIIOBBIC HOMEHKIIATYPHI
nen?

18. Kaxyro nadopmanmio coaepKUT HOMEHKIATYpa Aen?

19. Uro moHUMAaeTCs IO SKCNePTH30d NEHHOCTH TOKYMeHTa?

20. Kakue kpuTepHn HCIOIB3YIOTCS OPH OLIEHKE JOKYMEHTOB?

21. Kak ocymecTsiasercs npueM-lepeiada aeil B apxus?

22. Y10 Takoe KOHPHISHUHANBHEIH JOKYMEHT?

23. Kaxue OCHOBHEIE yIpO3bl BOZHUKAIOT NpH padoTe ¢ KOHGHACHIHANTBHBIMH JOKYMEHTA-
MH?

24. Ykaxure 0COOEHHOCTH BEJICHHS AJIONPOM3BO/ICTBA, 0DECIIEUUBAIOIIETO YHET H CO-

XPaHHOCTh KOHQH/ICHIMAIBHOH HHPOpMALMK U JIOKYMEHTOB.
25. Yro noHuMaeTcs 0] 3alUIIEHHBIM JOKYMEHTOOO0OPOTOM, 3a CYET Yer0 MOXKET OBITH 0Oec-
[IeueHa ero 3amura?

5.3. CamocTosiTenbHAA paGora 06yqaromerocs.

CamocTosgTensHas paboTa CTYJSHTOB IO M3YYEHHIO NUCHHIUIMHBI BKJIIOYACT CIIEAYIOIINE
BHIE! PabOT: H3yUeHHe MaTepuana, H3NOKEHHOrO Ha JIEKIHH; H3YUeHHe MATEPHATa, BLIHECEHHOTO
Ha IpaKTHYECKUE 3AHATHA; [OATOTOBKA K NIPAKTHYECKHM 3aHATHSAM, BRIONHEHUE HHIUBUAYaILHO-
ro 3ajjanus (pedepar), NOArOTOBKA IPE3EHTAlHY JOKI4a.

CaMocTogTenpaas BHeayAMTOpHad paboTa [0 Kypcy BKJHOYAET H3YUeHHE YIeOHOH U HayIHOH
NMUTEPATYPHl, MOBTOPEHAE TEKIUOHHOTO MaTeprasia, IIOATOTOBKY K IPAKTHUECKHM 3aHSTHAM, a TAKKE
K TEKyIIeMy KOHTPONMIO M IPOMEXYTOUHOY arTecrauuy. [IpakTHyecKHe 3aHATHS pelyCMaTpHBAIOT
COBEPIIEHCTBOBAHHE HABBIKOB Pa0OTHl ¢ NEPBOMCTOUYHHKAMM, H3YUYSHHS IIPEIAMETHOH crennuKu
Kypca. Bopockl, He paccMOTPEHHBIE Ha JIEKIUIX H NPAKTHYECKHUX 3aHATHSX, JOJDKHEL OBITH H3Y4CHEI
OakallaBpaM# B XOJIC CaMOCTOATENBHOM paboThL. KoHTpoms camocToAreeHoi paboThl OaKkaIaBpoB
Hazx yueOHOH nmporpaMmoi Kypca OCYIIECTBISETCA B X0O/€ NPaKTHYECKHX 3aHATHH MCTOLOM YCTHOTO
OIIpOCa WM OTBETOB HA BONPOCH TeM. B xome camocrostensHo# paboThl Kedkapli CTyaeHT 00A3aH
HPOYATATE OCHOBHYIO H TIO BO3MOXKHOCTH JONOIHUTENbHYIO JUTEPATYpy 1o u3ydaeMoi teme. OOy-
'-IEI.I-OU.[HﬁCSI JAOJDKCH I'OTOBHTECA K IIPEACTOAIICMY NIPEAaKTHICCKOMY 3aHATHIO IO BCCM, 0003HaYEHHEIM
B Iporpamme BorpocaM. He nposicHeHHbIE (MMCKYCCHOHHBIE) B XOJI€ CAMOCTOSATENBHOM paboThl BO-
IPOCHI CIIEAYET BRIIMCATh B KOHCIEKT JEKUMH U BIIOCIEACTBHH IIPOACHUTE UX Ha IPaKTHYECKHX 3a-
HSTHSX.

CamMocroarensras paboTa BEINOTHSETCS CTYIESHTOM [10 33/JaHHIO IPENoAaBaTes, Ho 0e3 ero
HENOCPEICTBEHHOTO YUaCTHS.

Buziamu 3apanuii 2015 BHEAYZUTOPHOM CaMOCTOATENBHOM padOTEl CTyIEHTA BBICTYIIAKOT:

LU OBNaJIcHUs 3HAHHSIMH:

- yTeHHE TeKeTa (ydeOHHKa, IEPBONCTOYHHKA, NONOMTHUTEILHOH JIHTEpaTyphL);

- COCTaBIICHUE IUTaHa TEKCTa;

- KOHCIIEKTUPOBAHUE TEKCTa;

- BBIITUCKH U3 TEKCTA;

- paboTa CO CIOBApPSAMHE H CIIPABOYHHKAMH;

- yuebHO-HCCae0BaTeNbCKas padoTa;

- HCIOJBb30BAHUE KOMIBIOTEPHOH TEXHHUKM X MHTepHeTa U Ap. NpPH BHIIOJIHCHHH TBOpYC-
CKHX JOMAIlIHUX 3aJaHui.

IUId 3aKperieHus ¥ CUCTeMaTH3alHy 3HaHuH:
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- paboTa ¢ KOHCHEKTOM Jeknui (o0paboTka TeKcTa);

- DOBTOpHasA paboTa Hay y4eOHBIM MarepuaioM (3NeKTPOHHOTO y4eOHHKA, HEPROUCTOYHH-
Ka, IOTIONHHUTEIBHON INTEPATYDBL);

- COCTaBJICHHE IUIAHA H TE€3HMCOB OTBETA HA BOIPOCH! HPOMEKYTOUYHOTO KOHTPOJLA,

- aHamuTH4Yeckad obpaloTka Tekcra (aHHOTHPOBAaHHE, pEIlEH3UpOBaHHe, pedepUpOBaHUE,
KOHCIIEKT-aHIN3 U ID.);

- MOArOTOBKA COOOLICHUH Ha IIPaKTHYECKOM 3aHSTHH W Ap. I QOPMUPOBEHHUS YMECHHH H
HABBIKOB;

- MOArOTORKA COOOINEHUH 110 33/JAHHBIM TeMaM;

- peMIeHHE CHTYALMOHHEIX (IpodeCCHOHANLHEIX) 33 JaHuH;

IIpopaboTka BOIIPOCOB, BHIHOCHMEIX Ha CaMOCTOSTEIBHOC U3YYCHUC COCTOUT B M3YYCHHH,
KOHCIICKTHPOBAHUH M aHaIH3e THTePaTyPHBIX HCTOUHHKOB.

Merou4eckye peKOMEHJIAIHK 110 CaMOCTOATENIbHOMY M3YYE€HHIO BOIPOCOB TEM JIACIIMIT-
JTHHBI

1. HeobOxomumo NIpouMTaTh IUTICpaTyplble MCTOUHHKH, IPOaHATH3HPOBAThH KAUeCTBO H
HOJTHOTY U3NIOXKEHHs MaTepHala o u3ydaeMbIM BOIPOCAM B JTHTEPATYPHBIX HCTOYHHKAX.

2. PexoMeHOyeTCs ITHCBMEHHO COCTABHTE CBOM BOIIPOCHI K TEKCTY (HE MEHEE TPEX ).

3. PexoMmeHnyercsa Aath COGCTBEHHBIC KOMMEHTapHH IPOYHTAHHOMY MAaTepHAIy, apTyMeH-
TalMIO CBOCH HHTEPIPETALIHH.

4. KoHTpOoah BBIOIHEHHS BHEAYAMTOPHOH CaMOCTOATENBHOM paboThl OCYINeCTRIdeTcS Ha
IPaKTHYCCKHMX 3aHATHAX, HHAMBUAYATHHLIX U CPYINOBLIX KOHCYNbTauusX, 3ainure pedepara, 3a-
YeTe.

CaMocTosiTe/IbHasa padoTa CTYAEHTOR:
CamocTosiTeibHas padoTa 3aKI0YAaETCH B IPOBCACHHH CTYACHTAMA HHIMBHIY AJBHOI0 HC-
claeA0BaAHKA.
TeMbl HHIHBHAYAILHOI0 HeCeT0BaHHAS (CAMOCTOSTENBHOM paboThI) CTYACHTOB.
JoxymeHTHpOBaHHOE 0DECICUCHHE YIPABNCHNA TOCTHHUIICH
JoxymeHTHpOoBaHHOE ObecreueHHe YIIPaBICHUA 3aropoaHoil Typbazoi
JoxymeHTHpoBaHHOE 00CCICYCHHE YIPABICHUA PECTOPAHOM
JlokymeHTHpOBaHHOE obecedeHne yIIpaBieHus Typdupmoi
JlokymMeHTHpOBaHHOE 0DECIIeYEeHHE YIIPARIICHHS ABTOTPAHCIIOPTHBIM IPEATIPAITHEM
JoxyMeHTHpOBaHHOE 00eclIeUeHHUE YIIPABICHUSI My3eeM

S e e

Hnan unducuOyaILHO20 UCCREO0CAHUA

Paszoen 1.HopmamusHo - 3axoHo0amenbHbie 0CHO8bI QOKYMeHmoobopoma AHAIN3 I0TOBOPA MEK-
Iy TYPareéHTOM H TYPHCTOM.
Odopmienue cryeHTOM 00s13aTENILHBIX JOKYMEHTOB HCXOIA H3 TEMbI HHIMBUAYATBHOIO HCCICIO-
BdHHA.
Pa3zden 2.Cocrapnenne NOKYMEHTOB B CEPBHUCE H TYpH3IME
CocrapneHue CTYISHTOM HCXOS U3 TEMBl HEAMBHIYAILHOI'C UCCICAOBAHHS CACAYIOIOUX THIIOB
JOKYMEHTAIUH: OpraHu3aliiOHHAad, PACTIOPAIUTENbHAS, HHOPMAITHOHHO-CTIPAaBOYHAS, TOKYMCH-
Tauus 10 AUYHOMY COCTABY.
Pazoen 3. TexHonorusa padoThel ¢ JOKYMEHTAMH B CEPBHUCE U TYPH3ME
[IpeseHTanns CTYAEHTOM CHCTEMEI OpTaHH3allHA 3IEKTPOHHOTO JOKYMEHTO000poTa HCXOA H3 Te-
MEI HHAHBUIYANLHOTO UCCIEIOBAHUS.
JamuTa cTyAeHTAMH NMPe3eHTAIMM 110 TEMATHKE HHAUBHAYATBHOI'0 MCCJIeI0BAHNH

[IpeseHTamms MOMeT NPEACTABIATE COOOH coueraHHe TEeKCTa, THIEPTEeKCTOBBIX CCBUIOK,
KOMIIbIOTEPHOH aHHMaluy, rpad MKy, BUIEO, MY3EIKM B 3BYKOBOTO psaia (HO He 00d43aTeNbHO BCE
BMECTE), KOTOpBIC OPraHU30BaHL] B eIHHYIO cpeay. KpoMe Toro, mpeseHTanus uMeer CIOXeT, Clie-
HapH# U CTPYKTYPY, OPraHH30BaHHYIO I8 YAOOHOTO BocmpuaTus HHpopMmanuy. OTIHIHTENBHOM
0COOEHHOCTBIO IPE3CHTANUH SBIACTCA ¢ _MHTEPAKTUBHOCTB. TO €CTh CO3MaBaeMasi JUiA IONb30Ba~
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TEJA BO3MOXHOCTD B3aUMOJCHCTBHA 4Epe3 3JICMCHTHI YIIPABJICHRA. Brmmonuenue NPE3CHTAaIHH HC

ABJIACTCAH 065[3&T8J'IBHBIM JJIEMCHTOM, IIPCOOCTABIACTCA Ha BBI60p CTy,Z[GHTy H HOJOXHUTENIBEHBEIM
0o0pa3oM BIMAST Ha OUEHHBAHHE paboThL.

Doux onecHOUHEIX MaTepHatoB (QOM) 1ns NpoBeeHNs aTTeCTAallHH YPOBHA CHOPMHPOBaH-
HOCTH KOMIIeTeHIHH 00y4aromHuxcs 0 JUCIHIUTMEE OQOPMISETCS] OTASIBHBIM JOKYMCHTOM.

6. YAEBHO-METOAUYECKOE 1 UTH®OPMAIIMOHHOE OBECITEYEHUE

AUCHUILIRHBI
6.1. KauroodecnedeHHOCTH
HaumeHnoBaHKe MMTepaTypHl: aBTOP, Ha3BaHUe, BUI H3NAHHS, lon KHHUT'OOBECTIEYEHHOCTD
H3AATCILCTEO H:iz' Hanuuue 8 anextporHOH 6UO-
nroteke Bal'y
OcHoBHas J1uTeparypa
1. Kysnenos, H. H. JlertonpoussoncTso: y4ueOHO-cnpaBouHoe mocobme / | 2020 | hitps://znanium.com/catalog/pro
H. H. Ky3nenos. - %-e u3n., nepepab. — Mocksa: Jlaukos u K, 2020, — duct/1093496

405 c. - ISBN 978-5-394-03881-5. - TeKcT: 3MeKTPOHHEL.

2. lenonpoussoacrso: yuebuuk / T. A. Beikosa, JI. M. Bsanosa, 0. M. | 2021 | https://znanium.com/catalog/pro
Kykapuna, JI. B. Cankuna ; mox obu. pen. nou. T. A. Beikogoit. — 4-¢ duct/1014190

u3n., nepepab. u gon. —— Mocksa: MHHOPA-M, 2021, — 393 c. + Jlon.
MaTepHasl [InexTpouusiil pecypel. — (Bricuiee obpazosanme: Baxanas-
prar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Teker:
IIEKTPOHHEIH.

3. Jlapronosa, M. B. TIpakTHKyM 10 OpraHH3allMOHHOMY H JOKyMeHTauud- | 2019 http://elar.rsvpu.rw/
OHHOMY O0ECIICHCHHIO NeSTENEHOCTH OPraHd3auMy: ydyeOHoe nocobue /
M. b. Jlapuonosa, . E. Cadpouosuu. ExatepunGypr: Han-so Poc. roc.
npod.-nen. yH-Ta, 2019. 206 c. ISBN 978-5-8050-0683-9

HononuuTtensHas nureparypa

1. Ulysanosa, H. H. OcHoBH menonpouzeoacTsa. Sswik cayxeGuoro ao- | 2019 https://static.my-
KyMeHTa : yueOHHK M NpaKTHKYM A4 akageMudeckoro Gakanaspuara / H. shop.ru/product/pdf/354/353761
H. ysanoga, A. 0. Hpanosa ; mon o6 pea. H. H. Uysanosoi. — 2-e 1.pdf

u3n., nepepab. M gon. — M. : MamatensctBo HOpaiit, 2019, -— 428 ¢, —
{Cepus: bakanaep. Axagemuyeckuit kype). ISBN 978-5-534-10848-4

2. Beixoa, T. A. JloxymeHTauHoHHOe ofecneueHue ynpasneHus (neno- | 2018 https://znanium.com/catalog/do
NPOM3BOJCTBO). yueOHOe rmocobuc ANd CTYAEHTOR BLICIUMX y4eOHHIX 3a- cument?pid=942800
eepenni, T. A, beixosa, T. B. Ky3reuosa, JI. B. Cankuna; noapen. T. B.
Kysnenosoii. - 2-e u3z., nepepab. u gon. - Mocksa: HHOPA-M, 2018, -
304 c. - (Boicuiee ofpazonanue. Bakanagpuar). ISBN978-5-16-004805-5.

6.2. IlepHoaudeckne H3TaHHSA

1. XKypuan «JlemonpouzrocTBO»

2. Xypnan «Cexperapckoe aeio»

3. Kypran «CnpaBoYHUK cexpeTaps B opuc-MEHeIKepay
4. Kypuan «CrpaBoYHUK KaIpOBHKa»

6.3. Murepuer-pecypesl

I. OpunmaneHelif calit BceMupHOro coBeTa 1m0 HyTCIICCTBHAM #  TypusMy - URL:
http://'www.wttc.org.

2. Opuunanbeeli caiit BeemupHo#t Typucrckoii opranmsaumn. World Tourism Organization
UNWTO - URL: http://www.world-tourism.org.

3. OdunuansHe caiit Poccuiickoro corosa TypuuaycTpas - URL: htip://www rata.ru.

4. JKuBas SHUMKIONEINA WA NYTEINECTBCHHUKOB: ONHMCAHWA CTPaH, KYPOPTOB M OTENEH, OT3LIBLI
Typucros - URL: https://tonkosti.ru/.

5. Temarmueckuii caiir PBK o Typuzme - URL: http://www.turist.rbe.ru.
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6. HoBocTH TypH3Ma, TOpAIIHE TYpEL, OT3BIBBI 00 OTENAX U TYpONepaTopax, IyTeBble 3aMEeTKH TY-

pucToB, $oTooTHeTH 0 myTemectusx - URL: https://www.tourprom.ny/.

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

8. OdunyaneHeli TypacTHYeCKHl mopTan Bragumupckoit obractu KoMuTer o TypusMy aaMHHH-

crpauuu Biagumupckoit obmactu - URL: http://vladimirtravel.ru/.

9. Tepmuxa: 6a3za JaHHBIX CONCPXKHUT HHDOPMAUMIO 0 HOPMaTHBHO-METOAMYECKOM DETYIIHPOBA-
uen JJOV, pa3paboTke HOpMAaTHBHBIX HOKYMeHTOB 110 JIOY, J0KyMEHTHpPOBaHHIO HHOPMAIK
H CO3[aHMH JOKYMEHTOB, OPTaHM3AalHH M aBTOMAaTH3allMH JOKYMeHT0000poTa, oGecreycHun
paboTEl ¢ KampoBoil JOKyMeHTalHel, OpraHH3aliK XpAaHEHHS TOKYMEHTOB, 00yUeHHH OCHOBAM
zenonpoussoactea - URL: http://www.termika.ru/dow/enc/razd3/0d2.html.

10. Permonanpras obmrecTBeHHas oprammsaius «umbams Yiupapnsonmx JoKyMeHTalueR» -
URL: http://www.gdm.ru.

11. CnpaBouno-ipaBoBas cucteMa «Koucyierant [Timoc» - URL: http://www.consultant.ru;

12. Caiit nayuno# 6ubmorexu Bal'y - URL:http:/library.visu.ru/;

13. Bubnmmorpaduyeckas u pedepaTHBHas 0Oaza NaHHEIX Hay4yHeBIX NyOnMKamui Scopus -
URL:http://www.scopus.com/;

14. baza maHHBIX MEXIYHapOIHBIX HHIEKCOB HAy4HOro HUTHpoBanus Web of Science - URL:
webofscience.com.

7. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JTHCI{UILIAHBI

JnA peaju3aluy NaHHOH JMCLHMINHMHEBI HMEIOTCS CIICNHaTbHEIE TOMEIIEHHs 1l IpoBee-
HHA 3aHATHH JISKIIMOHHOTO THIA, 3aHATHH IPaKTHYECKOro/1adopaTopHOro THIA, KyPCOBOTO MPOEK-
THPOBaHKSA (BBIIOJHEHHA KyPCOBBIX PaboT), IPYNNOBLIX H HHIMBHIYAILHEIX KOHCYJbTALMIA, Te-
KYIIEro KOHTPONA H IMPOMEKXYTOYHOM aTTCCTAIMH, a TAKXKe IOMEIIEHH A CaMOCTOSTeNHHOH pa-
GOTBL: ayAMTOPHH, OCHAILEHHEIE MyIbTH-MEIHA 000PYIOBAHHEM, KOMIIBIOTEPHEIE KIIACCH ¢ JOCTY-
NOM B HHTEPHET, ayAHTOPUM Oe3 CIelHaTbHOTO 000pYI0BAHH.

Ilepeyens uenonp3yeMoro MHIEH3HOHHOTO IPOrPaMMHOT0 obecnedcHus: maxker MS-Office,
Microsoft Windows, 7-Zip, AcrobatReader; CIIC «Koncynsrant [Imoc» (MHCTATHpPORAHHLI pe-
cypc Bal'y).

[Ipumeqanue:

B cooTBeTCTBUM ¢ HOpMATHBHO-IIPABOBBIMH AKTAMH [ HHBATHAOB H NHUII C OTPAaHHYEHHBI-
MH BOZMOXHOCTAMH 300POBbs 1IpA HeoﬁXOﬂHMOCTH TECTHPOBAHHUE MOXXCT ObITH IIPOBEACHO TOJIBKO
B IHCbMEHHON MM YCTHOH (opMe, a TaxiKe MOTYT OBITh MCIIOJIE30BaHbl JPYTHE MATEPHANB! KOH-
TPOIIA Ka4eCTBa 3HAHUH, IIPeyCMOTPEHHBIE paboueii mporpaMMOH JUCIIMIUTHHEBL
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Pabouas nporpamma JMCUHMIUIMHBL COCTaBIEHa B cOOTBETCTBHH ¢ Tpebosanusmu @I'OC BO no

Hanpasiennio 43.03.01 Cepauc
IIpoduie "CouHoOKyIBTYPHBII cepBUC”

Pabouyto nporpamMmmy coctaBui /}‘/f{{q@?%ﬂ W 2

PeneHzeHt /
(npencrapurens padortonarens): 'AYBO COLL «Onummy, 3aM. IMPEKTOPa — Cexuna HO.U.

IIporpamma paccmoTpeHa U 0100peHa Ha BaCGHaHHH Ka(penpbr THC
[Tporokon Ne ot of- A7 rona ;
3aBenyroluuii kadegpoi

~ T'yxopa JI.I'.

(PHO, noanuce)

Pabouas mporpamma paccMOTpeHa M 0/100peHa Ha 3acellaHuH y4eOHO-METOMMUYECKONH KOMHCCHH
Hanpasienus: 43.03.01 «Cepeucy

[lpotokon Ne & or Z04f. 2/ _ rona

[IpenceaaTens KOMHCCHH Apecs O.b.
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