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3anauu:

1. ITEJIX OCBOEHUA AU CHUATLIMHBI
Ilempio OCBOCHMS THCUUIUTMHEI «OCHOBBI JETONPOM3BOICTBA Ha TPENPHATHAX Chepsl
YCIIyT» ABJISETCS OBIANCHHUE CTYACHTAME TEOPCTHUCCKUMH 3HAHHUAMME H IIPaKTHIECCKHMH HABBIKAMU

B pabore ¢ JOKYMEHTaMH, HeOOXOAHMEIMH ULL 3QeKTHRHOTO yIIpaBIeH s NPEIPUATAIME HHAY-
CTPHY CEpPBHCA, TYPH3MA H [OCTENPHHMCTBA.

- H3VICHHC H 3aKPCIICHHUEC TCOPCTHICCKUX OCHOB MOKYMCHTHPOBaHHOTO obecneyeHns

YIIpaBJICHHSA;

- pOpMHPOBAHHE CHCTEMATH3MPOBAHHBIX 3HaHUHM 00 yHH(UOHEPOBaHHBIX CHCTEMaX IOKY-

MCHTAIlHH,

- IONTYyYCHHE IPAKTHYCCKHX HABBIKOB II0 TEXHOJIOIHH paGOTBI C JOKYMCHTaMH Ha IIpeaIIpaia-

THH;

- nproOpeTeHHe HAaBBIKOB N0 06paboTKe, aHATHM3Y H COCTABJICHUIO AOKYMEHTOB B chepe cep-

BUCA ¥ TYpH3MA.

«CepBuc».

2. MECTO JUCHUAIIJIMHBI B CTPYKTYPE OIIOII BO
Jucmmuaa «OCHOBEI JAETIONPOMIBOACTBA HA NPEANPHATHIX C(ephl YCIYr» OTHOCHUTCA K
oOssareNpHOl YacTH y4eGHOTO IUTaHa, NPOrpaMMEl OaxaJaBpHaTa IO HampaBieHHO 43.03.01

3. INMNAHUPYEMBIE PE3VYJLTATH OBYYEHHSA ITIO JUCITHILINHE

[InanupyeMEbie pe3ynbTaThl OOYYEHHS 110 AMCUMIUIMHE, COOTHECEHHEIE ¢ ILNIAaHHPYEMBIMH
pesympratamu ocBoens OIIOI] (KOMIIETeHIHAMHE M HHIUKaTOPaMH JOCTHKECHE KOMIIETEHIMH).

GopmupyeMbIe [Tnauupyemeie pe3ynsTaThl 00yUeHNS 10 IMCUNIUIMHE, B COOTBETCTBUH ¢ MH- HarmMeHoBa-
KOMNETEHLLHH AMKATOPOM AOCTHAEHUA KOMIETEHIIMH Hie
{xon, copepxaue HMuaukatop AOCTHXKEHHA OLIEHOYHOIQ
PesyanTarel 0OYUEHHS MO JHCLMILTHHE

KOMHGT(‘)HHHPI) KOMIOCTCHLUK CpCACTBA
VK-4. CniocobeH VK-4.3. 3naem: TecToBLIE BO-
OCYIUECTBIIATH Ie- | BnazneeT HaBHIKAMH cO- - 0coBeHHOCTH COCTABIICHHA TEKCTOB HA IOCY- NpOCEH!
JIOBYHO KOMMYHH- CTARJIEHMA TEKCTOB HA IapCTBEHHOM U POJHOM A3BIKaX, ONBITA 00merns | IIpakTHKo-
KALHIO B YCTHOM M | roCyJapcTBEHHOM H poI- | HA TOCYIApCTBEHHOM S3BIKE; OPHEHTHPO-
NUCBMEHHOH op- | HOM si3blkaX, OIBIT Hepe- Ymeem: BaHHOE 3a712-

- COCTABJIATh TEKCTHI HA FOCYAAPCTBEHHOM H HHE

MaxX Ha rocyaap-
CTBEHHOM A3LIKE
Poccuiickoit $ene-
panMu i HHOCTpaH-
HOM (BbIX) S3bIKE

{(ax)

BOJA TEKCTOB ¢ HHOCTPaH-
HOTO A3bIKa Ha pOIHOI,
ONBIT O0IIEHHA Ha rocy-
JAPCTBEHHOM W WHOCTpaH-
HOM s3bIKax

POOHOM #3bIKaX, QOIMATECA Ha POAHOM S3bIKE;
Braodeem:

- HABBLIKAMM COCTABJIEHHAA TEKCTOR Ha rocyzap-
CTBEHHOM M POJTHOM SI3LIKAX, OOILEHNHs Ha rocy-
JapCcTBEHHOM A3bIKE.

OI1K-8 Cnocoben
TOHMMATL NPHHITA-
1! paGoTHI COBpE-
MeHHbIX MHpopMa-
LIMOHHBIX TEXHONO-
THil ¥ UCTIONB30-
BaTh MX AJIA pelle-
HUS 3324 npodec-
CHOHANBHOM Jes-
TeJIbHOCTH

OIIK 8.2. OcywmecTBaser
BBIOOD COBPEMEHHBIX MH-
(OpMALHMOHHBIX TEXHONO-
ru# U NPOTPAMMHBIX
CPEeACTB NpH PEIIEHHH
3a1a4 BpodeCCHOHANBHOM
JeATelbHOCTH.

3naem:

— MeTOB! ¥ ¢nocoDBl NPHMeHeHMI HH(pOpMalHOH-
HO TexHORorui ams cbopa, xpaHeHus, o6paboTky,
MpeACTARICHHUA | Nepefady HHGOpMaLHK

Yaeem;

— obocHoBaTh 0TOOR HeODXOMMMBIX HHGOpMaIH-
OHHBIX TEXHOJIOTHH s PEMIEHHA NOCTARICHHEBIX
3a1a4

Braoeem:

— HABBIKAMH NNPUMEHEHHS CTIe[HATM3HPOBAHHBIX
MAKEeTH PHKITAIHBIX TIPOTpaMM (TaKkuX

kak MS Excel u ap.) nna o6paboTkm paznaBeIxX
BH/OB JAHHBIX W (POPMHPOBAHHA OTUCTCB

TecToBEIS BO-
ApOCH
Ipaxruko-
OpHEHTHpPO-
BaHHOE 3a0a-
HHE

OIIK 8.3. Cozza&t u ofpa-
OarnIBacT 3a0pOCH AJEK-
TPOHHBIX CHCTEM, CTATH-
CTHYEeCKHX 0a3 JaHHBIX

3uaem:

— METO/IBI CO3JaHHA H 06paboTKH 3anpocoB B
3MeKTpOHHbIE GHOCIHOTEYHBIE CHCTEME], CTATH-
cTHYeckHe Oa3pl JaHHBIX

Ymeem:

TecToBoHIE BO-
IpoCchl
IpakTuxo-
OPHEHTHPO-
BaHHOE 3818~




~ COCTABIATS 1 00pabaThiBaTh 3ANPOCH

Bnadeem:
— HaBhiKaMH COCTABJICHHNA 3JEKTPOHHBIX OOKY-

MEHTOB

HHE

[K-6 IK-6.1. Onpegenser Tex- | 3naem: TecToBbIE BO-
CnocobeH ocy- HONOTHIO MOATOTOBKY H — ocobennocTH obecedeHAs JOKYMeHT0000poTa | TIPOCH!
WECTBAATL OTIEPA~ | peanyzanmy KOHIPECCHO- ; COOTBETCTBUM C HOpMaTHBHBIME TpeGoBanuaMu | [IpakTHKO-

- : OpHEHTHPO-
LMOHHYIO ASATEIL BBICTABOYHBIX IPOAYKTOB meem P 4p
HOCTB 110 OpraHM- — ofieCriguHEaTh JOKYMEHTOO00POT B COOTBET- BaHHOE 3a/a-
3ALMM M peannsa- H (W) yenyr B cooTBeT- CTBUM ¢ HOPMATHEHEIMH TPEBOBaHUAMHE HHe
LHH MeponpuATHi | CTBMH C YCTAHOBICHEMIMH | Brgdeem:
B cepe KOHTpecc- | YCIOBHMAMH — HaBBIKAMH obecTieueHHa JoKyMeHToobopoTa B
HO-BBICTABOYHEBEX COOTBETCTBUH C HOPMAaTHBHBIMH TPGGOBH.HHSIMH
yenyr
4, OBBEM H CTPYKTYPA JTUCHUILVINHBI
TpyaoeMKocTs IMCIMIUTAHEL COCTABIIAET 5 3a49€THEIX eAuHuL, 180 vacos.
TemaTH9ecKHIl L1aH
topMa o0yduenus — ogHAA
KonrakrHas pabora Dopmbl
00yuaIOMIXCS Texymero
€ NMEAArOrHMeCKHM KOHTpOJLA
3 paboTHHKOM :‘;I.:S YCIEBAeMO-
= g § E 1 é cTH,
o = = RO =
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Tema 1. HopMmarusHO-npasoBoe H Me-
1 | Toamveckoe perynupoeanue JIOV B 1-2 2 2 13
TYpU3ME
Tema 2. [lpaBuna opopmneHus QoKy-
2 P bop Aoky 34 | 2 | 2 2 13
MEHTOB B TYPH3ME
o Pefituar-
- | Tema 3. O0A3aTenbHbIE JOKYMEHTH! B "
3 5-6 2 2 2 13 KOHTPOJb
CEPBHCE U TYpU3ME
Nel
4 | Tema 4. A3bIK cnyke0HLIX NOKYMEHTOB 7-8 2 2 13
5 | Tema 5. JlenoBas nepenucka B TypU3Me 9-10 2 2 2 13
Tema 6. CocTrasienne 1 oopMieHHe Peiitrar-
6 | MOKYMEHTALHH 110 JOTCBOPHEIM ofs3a- 11-12 2 2 2 13 KOHTPOIB
TEABCTBAM B TYpH3IME Ne2
Tema 7. CocTaBneHne v oopMIICHHE
TYPHCTCKOH JOKYMEHTALIHH: TEXHOMO-
7 | rHYeckas IOKYMEHTAUHA TYPHHPMEL 13-14 2 2 2 13
DOKYMEHTAIMA 06CIyKHBAHHA U TIAKET
TYpa
Tewma 8. Opranuszaliia A0KYMeHTo000-
8 P L1 ZORY 15-16 | 2 | 2 13
pota
Peitrunr-
Tema 9. OTBETCTBEHHOCTE NEpcOHaNa
9 17-18 2 2 13 KOHTpOIIb
34 BEAEHHE JOKYMEHTALHK Ne 3
Bcero 3a 6 cemecTp 18 | 18 10 117 Oxsamed (27)
Hannuue B aucuumiunne KIT/KP -
Hroro no gHcLMOAKHHE 18 18 10 117 Dr3aMeH (27)




Conepmaﬂne JEKIMHOHHBIX 3aHATHH 110 JHCHHNAEE
Pazoen 1. Hopmamugno - 3axonodamenbHble OCHOSbI OOKYMEHMO0B0poma
Tema 1. HopmMaTasHO-IpaBOBoe H MeToAudecKoe peryaaposaane JJOY B Typuszme
Conepxanne JEKIHA: YPOBHH YIPaBIeHUS B Typu3Me (PYKOBOJSINUH, CTpaTerauyecKui,
TAaKTHYSCKHI U onepaTuBHBIN). JokyMeHTanus dQOeKTHBHONR CHCTEMBI MEHEXKMEHTHI IIPEANPH-
ATHE cepBUCa ¥ TypHU3Ma: IPaBOBas TOKYMEHTALWs, JOKyMEHTAIusI o obecneuyeHHIo Ka4ecTBa,
OpraHH3aI[MOHHO-pacHOpAIUTENbHA AOKYMEHTALMSA, NOKYMEHTALHS 110 CTPATEIHYECKOMY H Onle-
PAaTHEHOMY ILTAaHHPOBAHHUIO, METOUYECKas JOKYMEHTAIHs, BHENIHAA HOpMaTHBHAaA JOKYMCHTa-
U, BHYTPCHHSS HOPMAaTHBHasA JOKYMEHTAIN, BHYTPEHHAS TEXHAYECKAA TOKYMEHTAIHA.
HopMaTHBHEIC TOKYMEHTBI, PETYIHPYIOMIME AETIOIPOH3BOACTRO!
O rocynapersennoi taiine: 3axon P® ot 21.07.1993 Ne 5485-1 // C3 P®. — 1997. — Ne 41. — C.
8220-8235.
O xommepueckoi raifie: Peaepanbabi 3akoH 0T 29.07.2004 Ne 98-03 // C3 PD. — 2004. — Ne 32.
—Cr. 3283.
06 undopmanuy, HEGOPMAUMOHHBIX TEXHOIOIMAX U 0 3amuTe HHpopManuu : Genepanbneli 3a-
koH 0T 27.07.2006 Ne 149-®3 // C3 PD. —2006. —Ne 31 (4. 1). ~ Cr. 3448.
00 ymopsamoveHHH H3TOTOBICHUS, HCIIONB30BaHMs, XPAHEHHS H YHHYTOXXEHU Neuareil 1 OJaHKoB
¢ BocnpouzBeneHrneM ['ocymapcTBenroro repda Poccuiickoit Denepannu: Hocranosnenue [Ipapu-
TenbcTBa PO o1 27.12.1995 Ne 1268 // C3 P®. — 1996. — Ne 2. - Cr. 123.
O6 yrBepxaeHHH [lepeuyHs THITOBEIX apXHBHEIX JOKYMEHTOB, oOpa3ylonmmMxcs B HaydHO-
TEXHUYECKOH ¥ HpOM3BOJACTBCHHON NEATEIbHOCTH OPraHHM3allMi, ¢ yKa3aHHEM CPOKOB XpaHEHHA:
[Npukas Munkynetypel Poccun ot 31.07.2007 Ne 1182 // BroanereHs HOPMAaTHBHBIX akToB (bere-
pPaTLHLIX OprafioB MCIONHUTENBHOM BiacTu. — 2007. — Ne 46.
006 ytBepxkacHHH [lepeunsa cBeneHU KOHQUIASHIHATHEHOTO Xapakrtepa : Yka3 [Ipesunenra P® ot
06.03.1997 Ne 188 // C3 Pd. — 1997. — Ne 10. - Cr. 1127.
00 yreepxkaennu [Tonoxenns o nopaake odpalnelnd co ciyxebHnoit unpopmanueli orpaHHIeHHO-
ro pacupocTpaHeHus B defepanbHbIX OpraHax MCNOTHATEIbHOHM BnacTu: Ilocranosienue [lpasu-
tenbeTea PO ot 03.11.1994 Ne 1233 // C3 PD. — 2005. — Ne 30 (Y. 2). — Crt. 3165.
06 yrBepxaenun IIpasmn aenonpom3BoAcTBa B (eaepalbHBIX OpraHax HCIONHHUTENBHOH BlAcTH:
nocranoBienue [Ipasurensctsa PO ot 15.06.2009 Ne 477 // PT". — 2009. — 24 mions.
06 yreepxkneHHH [lpaBun noAToTOBKY HOPMAaTHBHBIX IIPaBOBHIX aKTOB (eepalbHBIX OPTaHOB HC-
[IOTTHUTENBHOM BIACTH U HMX rocysapcreeHHol perucrpanuu: [locranosnenue Ilpapurensctea PO
ot 13.08.1997 Ne 1009 // C3 PD. — 1997. — Ne 33. — Cr. 3895.
006 anexrponHod pupporoit nonrucu: Pegepanbuniit 3akoH oT 10.01.2002 Ne 1-03 // C3 PD. —
2002. —Ne 2. — Cr. 127.
['OCT 6.10.5-87. YaunbunuposanHbie CHCTEMEl JOKYMEHTAIMH. TpeGoBaHHS K NOCTPOEHHIO (HOp-
MyJispa-obpasna. - M., 1998.
Obwepoccuiickuii kinaccuukarop ynpasinendeckoil soxkyMmerTtanuu OK 011-93. — M., 1995.
OTedecTREHHBIE M MEX/YHAPOIHBIE CTAHIAPTHI HA JOKyMeHTanuio. Oprawbl yIpaBICHUS
HHYCTPHH TYPHU3Ma M FOCTENPHAMCTBA H COOTBETCTBYIOLHE MM JOKYMEHTEL.
Tema 2. Ilpapuiia opopmaenus NOKYMEHTOB B TYpH3IMe
Conmepxanne JekmMyu: YHUQHIHMPOBAHHAN CHCTEMAa JOKYMEHTauMH. [peboBaHMsA X
othopMIEHHIO TOKYMEHTOB. 1pebopanns K OsaHkaM NOKYMeHTOB. [loHsATHE H cOCTaB PEKBH3HTOB.
OdopMicHUE PEKBU3UTOB TOKYMEHTOB.
Tema 3. O6s3arebHbIe JOKYMEHRTLI B CEpBHCE H TYpH3Me
Copep:xxanne aexkuuu: Knaccupukalus OpraHH3alMOHHO-PACHOPAAUTEIPHBIX JOKYMEH-
ToB. Oprafu3aryoHHble JOKYMEHTHI: YCTaB, YUpeIUTENbHBIA JOTOBOP, MONOXKEHAE, MHCTPYKIIH,
JOJDKHOCTHAs WHCTPYKIHA. PacnopsaiuTenbHble NOKYMEHTHI: LIDHKa3, PACIODMKEHHE, YKa3aHHe,
pELICHHE, BHIITUCKA, TPOTOKON. CTpyKTYypa TeKeTa JOKYMEHTOB, PEKBU3UTEL
Buasr nHbOpMAIHOHHO-CIIPABOYHEIX TOKYMEHTOB (akT, ciykeOHas 3alicKa, crpaBKa, CIIH-
COK, IPEIIOKEHNE, 3aKF0YeHue, [IepeueHs, 0030p, 0TUET, CBOAKA U Ap.), CTPYKTYpa TEKCTA JIOKY-
MEHTOB H PEKBH3HTHI.



Pasoen 2. Cocmasienue 00KyMeHMOE 8 mypusme

Tema 4. J3bIK cITy:KeOHLIX JOKYMEHTOB

Conepxanue JeKUAR: SI36IK W CTHIE CTYXeOHBIX HOKyMeHTOB. OCODEHHOCTH SI3BIKA CIIY-
XKeOHBIX JOKYMEHTOR. Y IOTpeOIeHE MPONUCHBIX U CTpOoUYHBIX OyKB. EnrHo0Opasie NpHHLMIOB H
¢dopMel cokpainenns. OGopMiIeHHE JaT B uuced B NOKyMeHTax. Mcnonp3oBanue B JOKYMEHTaX:
CODCTBEHHBIX MMEH, Ha3BaHHUH IocyJapCTB, aIMUHHCTPATHBHO-TEPPUTOPHATBHBIX HAMMEHOBAHHH.
OmubKu B TekcTax oPHIHATBHEX JOKYMEHTOB. PeakTHpoBaHHE TEKCTOB.

Tema 5. eioBasi NepeNHCKa B TYPH3Me

Conepxanne Jgexoun: DopMmel genopoil nepenucku. KimaccHpUKallbsg AEIOBBIX IHCEM.
TpeOopanus K CTPYKType TeKCTa U 0QOPMIIEHHIO JIENOBBIX NIHCEM.

Tema 6. CocTapiaeHre H 0pOPMIICHHE JOKYMEHTALHA N0 NOTOBOPHBIM
00s3aTeILCTBAM B TYpH3Me

Coaepxanue dexumu: Knaccupukauus cienok. Jlorosop: INOHATHE, BHIBL, YCIOBHS 3a-
KJIIOUEHHS H OCHOBaHMA 1 pacropxenusd. CylmecTBEHHBIE M HHBIE YCJIOBUA AOroBopa. Jlorosop B
CepBuUCe ¥ TypuzMe. BHIEI JOrOBOPOB B CEPBHCE H TYpH3ME: apeHIa, IIPOKaT, IEPEBO3Ka MACCaKH-
POB, BO3ME3JHOE OKA3aHHUE YCIIYT, MOPYUeHHEe, JOrOBOP KOMHCCHH, areHTCKHH Joroeop. TexHono-
U 3aKJTOYEHAS JOTOBOPOB ¢ KIIHEHTaMH U napTHepaMu. TpefOoBaHus K COCTABIIEHHIO TOTOBOPOB.

Tema 7. CocTraBnenne u ogopMiIeHHe TYPHCTCKOH JOKYMECHTANMH: TEXHOJIOMHYECKAs
AOKyMeHTanusa TypHpMbI, JOKYMEHTANHA 00CIYKUBAHHS H IAKET Typa

Conepxanne nexknuu: Knaccuuxaima TYpHCTCKOM NOKyMeHTamuH. TexHogorayeckas
JNOKyMEHTAaHA TypGHPMBEL TEXHOJOIHYECKAd KapTa TYPHCICKOTO MyTEIIeCTBHsA, rpadhyK 3arpy3Ku
TYPHCTCKOrO HPEANpHATHS IPYILIAMH TYPHCTOB Ha OHPEAEICHHOE BpeMs, TYPHCTCKAad ITyTEBKa,
HHGOPMAIMOHHEL JIHCTOK K IIYTEBKE, THCT OPOHUPOBAHHS, AOTOBOP, TpapuK ABHKEHHA IO Map-
HIPYTY, KApTa-CXeMa MaplupyTa, ONHCaHUe TEXHONOTMYECKHX OCOOEHHOCTeH Typa, mamsaTKa JUid
TYPHCTOB, CIPABOYHEIE MATEPHATIEL TI0 MAPIUPYTY, Npaiic-IMCT, KanbKyIauus Typa ¥ T.0. [Ipasuna
coctasinerns H ohOpMICHHs TEXHONOTHYECKON TypHeTckoM mokymentaunu. JokyMmenTamus ob-
CITyXHMBaHus (3asBKa Ha OpOHUPOBaHUE, IOATBEPKICHHE O NMPHEME, H3BCIICHHUE O 3ae3/1e TYPHCTOB,
Bayuyep, JECTOK OTMETOK) H MAKET Typa: IPaBMIA COCTABICHHS H OOPMIICHHS.

Pazoen 3. Texnonozus pabompl ¢ 00KYMEHMAMU 6 MYPUIME

Tema 8. QOpranuzanusa NoKyMeHTo000poOTA.,

Coaepxxanme aekoun: OOpaGorka BXOIAIMIAX, HCXONAIIMX M BHYTPEHHHX JOKYMEHTOB.
ITpHHLIALE PEFUCTPAIINE JOKYMEHTOB Ha IPeATIpUATHH. ICORTPOJIb ¥ CPOKH HCIIONHEHHA JIOKYMCH-
ToB. Oprasusaiusg XpageHus A0KyMeHTOB. COoCTaBJIeHHE HOMEHKIATYPh! deji. POPMHUPOBaHHE U
opopmnenne nen. [lopanok nepesadu JOKYMEHTOB HA XpaHEHHE B ADXHB.

Tema 9. OTBETCTBEHHOCTDH NCPCOHAJIA 32 BeJleHHE JOKYMEHTALIHE

Conepkanue dexumn: CTpyKTypa KampoBoif IoKymeHTarwd. IlepBHYHBIE MOKYMCHTEHI
TpymoycTpoiicTea. PacnopsaurensHas JOKYMEHTAUS [0 kKajapaM. JJoropopHas NOKYMEHTALUs MO
kanpam. JIMgHOE €70 COTpyAHMKa opranusanuy. OpraHusalna XpaHeHus nudHbX gell. [lopamok
XpaHeHHs JOKYMEHTOB B JIMYHOM JAeJe COTpPYIHAKA. JIoOKyMEeHTHpOBaHUe MPOLENyp NpHemMa rpax-
JIaH Ha paboTy, IepeBoa COTPYIHHKOB, IOOIMPEHAs paDOTHHKA, IPHMEHEHHS QUCIHILTHHAPHOTO
B3BICKAHHUS, YBOJBHEHMs PaOOTHHKA.

CoaepixaHHe NPAKTUYECKHX 3aHATHI 110 AHCHHIIKHE
Pasoen 1. Hopmamugiio - 3axoH00ameNbHbIE OCHOBBL OOKYMEHMO0O0pOma
Tema 1. HopMaTHBHO-IPaBOBOe H MeToANYecKoe peryuposanne JOY B TypHsMe
Dopma 3auAMUA — YCHIHbIT ONPOC, BLINONHEHUE NPAKMUYECK020 3A0AHUL.

Conep:xaHHe npaKTH4Yeckoro 3ansaTus 1. YHuduImposanHas cucTeMa JOKYMEHTALUH.
Pa6oTa ¢ HOpMaTHRHOM JOKyMeHTanueH, mpodecCHOHATBHBIME CTAHIAPTAME HHIYCTPHH TypHU3Ma
M FOCTENPHHAMCTBA, TUCKYCCHs. OCHOBHBIC TTpaBUia O(QOpMICHHE MAIIHHOIMCHBIX TEKCTOB.

Tema 2. IIpaBuia opopmiieHnd JOKYMEHTOB B Typuzme
Dopma 3aHAMUA — YCMHBIH ORPOC, 86INOIHEHUE NPAKMUYECKO20 3A0GHUA.

Coaep:xannde npakradeckoro 3anaTus 2. OpopMiecHHE pEKBH3HTOB JOKYMEHTOB.



CpaBHHUTEIBHEIH aHa1H3 OGOPMICHHBIX NOKYMEHTOB, peKBH3UTHL Padota ¢ CIIC KoHcynbiaHT
Intoc.

Tema 3. O0s3aTe/IbHBIE JOKYMEHTHI B cepBHCE H TYPH3MeE
Dopma 3auAMUR — YCMIHBLI ONPOC, BLINOIHEHUE NPAKMUYECKO20 3A0AHUA.

Conep:kanpe npakTHdeckoro 3auatna 3. OpraHu3anioHHO-PaclOPSIMTENBHEIE JOKY-
MeHTbl, CpaBHHUTENbHAS XapaKTepHCTHKa OpraHH3alMOHHO-pPaCHOPAANTEIBHOH NOKyMEHTalMH B
TyphupMe (SKCKYpCHA).

Pazoen 2.Cocmagnenue 00KYMEHMOE 6 Mypusme

Tema 4. S3bIKk CIyXeOHBIX JOKYMEHTOB
Dopma 3aHAMUSL — YCMHBLI ONPOC, GLINOTHEHUE NPAKMUYECKO20 3A0qHUA.

Conepskanne npakTH4deckoro 3auarusa 4 J[orosop B cepBHuce H TyPH3ME.
Beimonnenne 3aaHuii 1o peXakTHPOBAHUIO TOTOBOPOB.

Tema 3. [lesioBan nepenucka B TypU3Me

Dopma 3aHAMUSL — YCMHBLE ONPOC, BLINOIHEHUE APAKMUYECKO20 3A0AHUA.

Copep:kanue mpaxkTAdeckoro 3anaTus 5 /lenosas nepenucka
Brinonuenne 3aganuii mo pa3paboTKe AENOBBIX NHCEM I IPOBEACHHS PEKIaMHOTO Typd, paboTa ¢
JEKTPOHHON n04Toki. QbIacTHOM TYpHCTCKO-HH(DOPMAIMOHHBEL HEHTP (IKCKypCHA).

Tema 6. Cocrapnenne u opopMICHHE JOKYMEHTAMH 110 (OTOBOPHEIM
o0A3aTeNbCTBAM B TYPH3ME
Dopma 3aHAMUA — YCIHBLE ONPOC, GbINOAHEHUE NPAKMULECKO20 3A0AHUA.

Copepxanue npaKkrHyeckoro saHaTisa 6 TexHonormaeckas TOKyMeHTalusa TypOHPMBI
[PH OK23aHHH TPAHCIOPTHBIX YCIyr. BelnonHeHre 3aqaHuil 10 peIaKTHPOBAaHHEO JOKYMEHTOB, He-
obdxomumerx 14 nmepeposku neteit. ATII (a3xckypeus).

Tema 7. CocrapiacHue u ogopMiIeHHe TYPHCTCKOH JOKYMEHTAIIHA: TeXHOIOTHICCKAS
JAOKyMeHTALHA TYpGupMBbI, JOKYMEHTALIHA 00CTyKUBAHHA H OAKET Typa
Dopma 3ausmus — VCHbIE ONPOC, GLINOTHEHUE NPAKMUYECKO20 3A0AHUA.

Coaep:xange npaKTHYecKoro 3auatus 7. Texnonornyeckas JOKyMEHTalUs TypQHPMBI
OpH MPOAaXEe MYTEBOK. BHITONHEHHE 320aHuil 110 peIaKTHMPOBAHUIO JOKYMEHTOB, HEOOXOIUMBIX
nns npogaxku myTerok B JOJI (skckypeust).

Pazoden 3. Texnonozus pabomvi ¢ O0OKYMEHMaMU € MYpUsme

Tema 8. Opranuszaius T0KyMeHTo000poTa
Dopma 3auamus — YyemHbLL ONPOC, GbINOTHEHYUE NPAKINUYECKO20 3A0AHUA.

Coaep:kaHae ONpaKTHYecKoro sauarus 8. TexHonorudeckas TOKyMEeHTaNHa TYPOHPMBI
IpH 0OCIIYXKHUBAHMM KIIMEHTA B FOCTHHHLE. BHIOTHEHNE 3a0aHui 110 TOATOTOBKE JOKYMEHTOR, He-
00XOMHMMBIX IS OQOPMIIEHHS TIPOXKHEAHHS HHOCTPAHHOTO KIMEHTa B TOCTHHHIIE. [ ocTHHMIA (3KC-
KypcHA).

Tema 9. OTBeTCTBEHHOCTH NIEPCOHAJIA 34 BeJeHHe JOKYMCHTAIHM
@opma 301AMUL — YCMHbLH ONPOC, 8bINOIHEHUE NPAKMULECK020 3A0AHUA.

Coacp:xane OPaKTHIECKOro 3auaTHa 9. OpraHusauus XpaHeHHs JOKYMEHTOB.
Bomonsenye sanaumil o TOACOTOBKE JOKYMEHTOB K XPAHEHHIO. ADXHB (3KCKYPCHsL).

5. OIEHOYHBIE CPEJACTBA 1,14 TEKYHIEI'O KOHTPOJIA YCIIEBAEMOCTH,
ITPOMEXYTOYHOM ATTECTALIMHA 1O UTOI'AM OCBOEHMS TUCLUILIHHEI
H YYEBHO-METOJJMYECKOE OBECIHEYEHHE CAMOCTOSTEJBLHOM PABOTBI
CTYJAEHTOB

5.1. Tekymuii KOHTPOJIb YCIIEBACMOCTH
Texymuit KOHTPONE YCIIEBAEMOCTH IPOROANTCA B popMe peHTHHT - KOHTPOISA TPH pasa B
CEMECTP. Tumoesle 3ajanus A5 NIPOBEACHHA TCKYIICTO KOHTPOIL IPYBCACHBI HHAKC.



Peiirunr-koutpoas Ne 1
Bomnpoc 1. lokymentannoHHoe obecnedenne ympapnerus (JIOY) oxXBaTemaeT BOIPOCHL:

1. JOKYMEHTHPOBaHH, OpPraHu3aiiy paboThl ¢ TOKYMEHTaMH 4 CHCTEMATH3AIHIO ApXHBHO-
FO XpaHEHH JOKYMEHTOB

2. JIOKYMEHTOBEICHHAS

3. JOKYMEHTO00O0POTA M apXHBHOTO XpaHEHH

4. CHCTEMATH3AIMH JOKYMEHTOB

5. JMOKYMEHTHPOBaHMS

Bonpoc 2. HopmaTuBHbBI ZOKyMEHT, YCTaHABNHMBAIOINAN eTHHEIE TPeOOBAHKS K JOKYMEHTHPOBA-
HHIO YUPaBIeHICCKOH NeITeNEHOCTH H Opranu3andy paboTsl ¢ JOKYMEHTaMM:

VYardumuposannas cucrema goxkymentauuu (Y CJH)
. roct

HucTpykmus no 1e10mpor3BOICTBY

rcaoy

JomKHOCTHAA HHCTPYKIUS

e

Bompoc 3. YeM pernaMeHTHpYETCS JEATETBHOCTE PaboTHHKOB cayx0sl JOY
['OCTom

JOMKHOCTHON HHCTPYKIHEH

MPHKa30M THPEKTOpa

. peXHMOM PaboThI IPEe A PHATHS

ARSI

. HHYICM

Bonpoc 4. uEpopManug o cOOBITHIX H ABICHUAX OOLEKTHBHOM AEHCTBUTEILHOCTH M MBICIHTENb-
HOM JesTeTHOCTH YeI0BeKa, 3aQHKCHPOBaHHAs HA MATEPHAIBHOM HOCHUTENC ¢ PEKBH3HTAMH- 3TO

1. JoxymeHT

2. hopmyIsip

3. OnraHK JOKyMeHTa

4. CHCTeMa JOKYMEHTAIHH
5. KOMIILIOTED

Bonpoc 5. Kakne QyHKUNM JOKyMeHTa SBISIOTCA CHEHPHYECKHMH:
KyNbTypHad, COlMaNbHad, HHPOPMaITHOHHAS
YIIparJIcHYEeCKas, HHQOPMALlMOHHAS, IIPaBORasi,
yIIpaBJIeHYeCKasd, IPABOBas, HCTOpHUecKas

. KyJIbTYpHad, HCTOPHYECKas, COLHANbHAd

. HeT cnerudrIecKkuXx QyHKIAR
Bompoc 6 JeareinbHOCTS 10 CO3MaHHID JOKYMEHTOB HA3hIBACTCA:

SR

1. JEJIONPOH3BONCTBO

2. JIOKYMeHTOOGOpOT

3. TOKYMEHTHPOBAHHE

4. CHCTEMA JOKYMEHTAIHH
5. JOKYMEHTOIIOTOK

Bomnpoc 7. Ycranosnenne ennH0o00pazust cocTaBa 1 POPM yIPABIEHYECKHX ROKYMEHTOB, (PUKCH-
PYIOLIHX OCYIIECTBICHHE OJHOTHITHEIX YIIPABICHYCCKHX QYHKIIMHA U 32139 Ha3BIRAETCS:

1. CTAHIapTH3anHeER



2. vAubUKanuei

3. TOKyMEHTAIKEH
4. Knaccuburanueit
3. THIH3AIHeH

Bonpoc 8. Kakue ButbI O1aHKOB PEKOMEHAYIOTCS Ha NPEANPHATHR?

TOJBKO AJIA KOHKPETHOTO BUIA JOKYMCHTOB

JUISE BHYTPEHHHX TOKYMEHTOB (0OLmumii)

NS BHEIHUX JOKYMEHTOB (ITHCEM)

OnankK cayXebHOro nMuckpMa, 0JaHK I8 KOHKPETHOrO BHAa JOKYMEHTOB, obuuii 61aHk
HET YETKHX PEKOMEHIAIAA

el ol

Bonpoc 9. UeMm oTnrgaeTcs 671aHK A1 BHYTPEHHUX JOKYMCHTOB OT Onanka nmus nucem?
].. Ha OJjlagke AT ITACEM MEHBIIE PEKBH3HUTOR

2. Ha OlaHKe 714 nuceM OOJbINe peKBH3HTOB

3. HE OT/IMYAETCA HAYEM

4. PacIIOIOKEHHEM PEKBH3UTOB

5

. otmyaeTcs GpopmMarom

Bonpoc 10. Kakue Qopmars Oymars MCIIONb3YIOTCS Ui 0JIAHKOB?

1. TONBKO A4

2. A4, A5 A3, A6
3. TOJBKO AS

4. TOJBKO A3

5. Abu Ad

Peiituar-konrpoar Ne 2
Bompoc 1.Kakoe pacrnonoxenue peKBUIUTOB PEKOMEHIYETCS IS [THceM?

. 1.yrnoBoe u ¢narosoe

. IIPOJIOIBHOE U [IEHTPOBAHHOE
. YIJIOBOE U IPONONEHOE
¢dbraroBoe U NEHTPOBAHHOE
HpOA0IBHOE H GIIaroBoe

N

Bomnpoc 2. Ha xakue qacTy 1eauTest JOKYMEHT 1IPH O(OPMIACHAH?
3aloJIOBOYHYIO, OCHOBHYIO H 3aKIIFOYHTENBHYIO
3aroJI0BOYHYIO, OCHOBHYIO B OQOPMIISIOIIYIO

Hayano, cepeiuHa U KOHeIl

. NEPBYIO, BTOPYIO, TPETHIO
TEKCT HA YacTH HE NEIMTCH

G

Bormpoc 3. I'ne pacnonaraercs peKBU3UT «HaUMEHOBAHHE NPEIPAITAL) 7
. IIOCJIC PEKBH3UTA «PErHCTPALHOHHBIA HOMEP TOKYMEHTa»

. 0/ PEKBH3UTOM «3MOIeMa OpraHu3alyy UiIH TOBapHBIH 3HAKY
. B LIEHTPE BEPXHETO IIOJA

. B ohopMIIsTIOmE yacTH

. [IOJ PEKBH3UTOM «aapecaTy

1
2
3
4
5



Bomnpoc 4. B KakuX J0KyMEHTaX YKa3bIBaOT CIPABOYHLIE JAHHEIE O PeIIPHITHH?
BO BCEX

BO BHCIHIHHX

BO BHYTPEHHHUX

B [IpHKa3ax 11o OCHOBHOH NesATeTHOCTH

B pACIOPATHTENBHEIX JOKYMEHTAX

Al S

Bormpoc 5. Kaxum criocobom cneayer odopmuts mary «20 oxtabpa 2019 r» B JeIOBBIX MHCHEMAX?

1. 20/10/00

2. 20.10.00

3. 20 oxrst6pa 2000
4. 2000.10.20

5 20.10.2000

Bompoc 6. [Tucemo, uMeromee GHHAHCOBBIE H IOPHANYECKHE TOCIE/ICTBHA JOKHO GBITh. ..
NOAIIMCAHO JHPEKTOPOM, IT. OYXIaTepoM, 3aBepeHo IEYaThIO

3aBEPEHO MEYATEIO

MOMIMHCAHO JUPEKTOPOM H COTTACOBAHO ¢ KOPHCTOM

IOAIMCAHO I, OYyXTanTepoM, YIBEPKACHO JHPEKTOPOM

NIOAITHCAHO IMPEKTOP

kW

Bompoc 7. Uem ¢ake oTnHIaeTes 0T MHChMA 110 0QOPMICHHIO?
SIBIIIETCS HE TOATHHHUKOM, a KOMHCH JOKYMEHTa
COIEPKUT PAN NONONHUTENBHBIX PEKBH3IHTOB
neyaraeTcs Ha Tenedakce

HE MOKET OBITH 3aBEpeH NeYaThio

BCE BLIICIIEPEYHNCICHHOE BEPHO

Nk W —

Bompoc 8. B qeM 0CHOBHEIC OT/IHYHSA IHCEM K 3apy6exHBIM NapTHEpam?

1. nosnst no 1 arofmy

2. OTCYTCTBHE NYHKTYaIHH

3. odopmienne ab3aieB 6e3 a63aUHOro OTCTYTIA
4, CIIOBECHO IM(POBOIL CIocod HAaNMCaHuS JAThI
3. BCE BBIIICIHEPEYHCICHHOE

Bompoc 9. Kakos cpok xpanenns JeT0oBIX IHceM?

1. 1 Mecan

2. 1 rox

3. 3 rona

4, 5 mer

5. HE XpaHsTcs BooOIIe

Bonpoc 10. Ha xaxom 6nanxe odopmisercs Tenerpamma?

1. Ha TesierpagHoM
2. Ha o01meM

3. IUISL ITHCEM

4, IS TEPHKA30B
5.

He 0dopMIILeTes, T.K. IlepeaaeTcs o Tenedony



PeliTHHr-konTpoan Ne 3.
Bornpoc 1. Kak HaspIBaeTCa JOKYMEHT, QHKCHPYIOLIHIT COTIAIEH e CTOPOH 06 YCTAaHOBICHHH TPY-
JOBBIX OTHOLIECHUN ¥ PETYIHUPYIOMIMMA ux?

. TPYJIOBas KHHKKA
. KOZEKC 3aKOHOB O TpyIe

. HOpHKA3 110 THIHOMY COCTaBY
TPYNOBOH KOHTPaKT (IOTOBOP)
AOIKHOCTHAA HHCTPYKIHA

NS

Bompoc 2. Kak XxpasaTcs MpUKa3s! M0 TMYHOMY COCTaBy?

. B JIHYHOM JI€JIe COTPYAHHKA

BMECTE C IPYTHEMH KaJpOBBIMHU JOKYMEHTAMH
IPpYNIUPYIOTCA B OTAECIBHOE JETIO

. BHITAIOTCA HAa PYKH COTPYIHHKY

. BMECTE C [IPHKA3aMU 110 OCHOBHOM JIEATENEHOCTH

Bompoc 3. O yeM NHIIYT B THIHOM 3aABIEHHA?

O npueMe Ha paboTy U YBOALHEHUH, 06 OTIIycKe
0 CBOMX JIMYHBIX IJIaHAX

00 ono3naHum

0 BRINIOJTHEHHH NIOPYYCHAS

. 00 OCHOBHBIX STaNaX KHIHEHHOT'O IIyTH

e

Bonpoc 4. Komy crenyer aapecoBaTs 3asBICHAE O pHeME Ha paboTy?
CoOCTBEHHHKY NIPEANPHATHS

PYKOBOIMTEIIO MPe A PHATHS

HAYaIBbHUKY OTIENa KaaApoB

. ri. Oyxranrepy

. TOBapHIny 1o pabore

Vs

Bonpoc 5. Kako# gokymeHT HeoOX0IuM [ HOTYYeHNs 3apaboTHOM IIATH! 33 3a60/eBIIero CyIl-
pyra?
1. pacrucka

2. CBHIETENBLCTBO ¢ Opake

3. 3asBIIEHHE | IIaCIIOPT CYNpyra

4, JIOBEPEHHOCTE

5. OOBACHHUTENBHAS 3AMIHCKA

Bonpoc 6. [Ing wero Heodxoauma aproMaTu3ams JJOV?

1. AT NOBEIIeHNs 3¢ dexTuBHOCTH TpyaAa pabotruKos JIOY, cokpalnenye Tpyao3aTpar Ha
JOKYMEHTAPOBAHHE,

1A palHOHATH3aUKNY JOKYMEHT0000p0Ta

2. 171 OCBOOOKIEHUS pabOulX MECT

3. I OCBODOXKACHHS CEKPETaps 0T BeJICHHA JOKYMEHTALIUH
4. 11 yRUPHKAIIY ¥ COKPAIICHUA KOMMIECTBA TOKYMEHTOB
5. HET HEOOXOOUMOCTH B aBTOMATH3AIMH

Bornpoc 7. Ha xakux sTanax mOKyMEHTaIMOHHOTO 00eCedeH s yIIPaBICHU IPUMEHIIOTCS MeXa-
HH3AIHI U aBTOMAaTH3au?

10



Ha 3Tane perucTpaliy | IOHCKa JOKYMEHTOB

Ha 3Tale SKCNEeHIIHOHAOH 00paboTKy,

Ha IIOATOTOBUTENLHOM JTalle (COCTABICHHE, KOMHPOBAHNE, PA3MHOKEHHAS JOKYMEHTOR)
. Ha 3aKII0THTEIEHOM JTane (IepefaJa Ha apXxUBHOE XpaHeHHE)

Ha BCEX sranax o0paboTKM JOKYMEHTOB

SARE S e

Bompoc 8. Ot yero 3aBUCHT cOCTaB KOMIUIEKTOB OPHMEHACMEIX CPEZICTB H IPOrPaMMHOre oGecte-
YeHHSA?

OT KOHKPETHBIX YCIOBHH paboTh! annapara yIrpaBieHus ¢ 10KyMeHTaMH
OT 3KOHOMHYECKUX BO3MOKHOCTEH IPeINpHATHS

OT CTEIEHH IIOATOTOBKH CIIEIHAIHCTOR

OT MIPUPOAHEIX YCIOBHHA

OT PEeKIIaMBI

BN

BOHpOC 9. K texanyeckum CpelcTBaM COCTABIICHUA H U3IOTOBIEHHSI TEKCTOBLIX JOKYMEHTOB OT-
HOCATCA:

rekrorpaduvecKie 1 0hCeTHRIE MAIHHEL

. MHKPOGHIEME] B MHKPO(HIIN

IMHITYIIHE MAIIHHBL, ANIYIIHE U OPraHH3allHOHHEBIE ABTOMATE
danslepanbHbe, apecoBATBHbIE, MAPKHPOBATBHEIE MALITHHEL
KOMIIBIOTEPEI H BLIMHCIHTEILHEIE MAIIHHEL

e

Bonpoc 10. JIokyMeHT, H3rOTOBICHHBIN CPeICTBAME BHIYHCIATETLHON TEXHAKH (BT), ucriome3yer-
¢ Ha IpaBax:

1. IO THHHMKA
2. KOITHH

3. 9EPHOBHUKA
4, nybimkaTa
5. BBIITHCKA

5.2. Hpomexcyroqﬂaﬂ aTrecramud o UToraM OCBOSHHA TJUCHHUIITHHBI — 9K3aMEH.

Bonpocel X 3K3aMeny:

1. Yro Takoe TOKYMEHT, C KAKOM LEIBIO OH MOMKET CO3IABATHCH?

2. KaxoBe1 0CHOBHBIC IPH3HAKH KIaCCHOUKAHHE TOKYMEHTOB?

3. Yro moHEMaeTCst IO JOKYMEHTAHOHHBIM OGecIIeueHueM ynpasieHus?

4. B 4eM cyTh cTaHmapTHzanMK H yHUGUKANNH TOKyMeHTOB? Kakue paspabaTbIBarOTCH
CTaHIAPTHI?

5. Hem ornuyaeTca oopMIeHHE PEKBH3UTOB OBIIEro GraHka OT 61aHKa MTHChMA?

6. KakoBEbI OCHOBHBIE PEKBU3HTEI, HCIIOIB3YCMBIE U1 OMOPMIEHHS IPAKA3A H pacHopsiKe-
HHA,

7. Kakne GopMEI IIPOTOKOI0B MOXKHO HCTIOTE30BATS B YIPABICHYECKOH JIeATeNBHOCTH, B
4eM X OTTHvHe?

8. YKaXuTe 0OCHOBHBIC TpeGoBanns K 0DOPMICHIIO JEIOBOTO MHCHMA.

9. Kakue KOMIUIEKCHI JOKYMEHTAIMA BKIIOUaeT B ce6s KaapoBas HHbOPMALTHOHHO-
JNOKYMCHTaUHOHHAA CHCTEMA?

10. B gem ocoGenHocTH ODOPMIICHHS IIPUKA30B 10 THYHOMY COCTABY?

11. Y10 nonuMaeTes Mo Oprauu3aLrell A0KyMeHT0060poTa?

12, Yro Takoe cXeMBI JOKyMEHTOO60POTA, 3a4eM OHY HY>XHEI?
13. C kakoii nenbio pa3pabaTHBAOTCA HHCTPYKIIUK 1O JENONPOU3BOACTRY, YTO B HHX

11



HE0OXO0/MMO IIPEyCMOTPETh?

14. VYxamure TCXHONOIHYECKYIO ITOCNEeA0BATEIIbHOCTD 3TAIl0OB pa6OTI>I C BXOOAIITHIMA
JIOKYMEHTAMH.

15. Kakopa nocie10BaTenbHOCTE onepanuil npu paboTe ¢ BHYTPEHHHMH JOKyMEHTa-
Mu?

16. C KaKo¥ HeNnbio IPoBOINTCS POPMHPOBAHHE [IE], KAKHE IIPH 3TOM HEOOXOTHMO

cobmonars TpeGoBaHHA?
17.  Yro Takoe HOMEHKJIATYpa A€, ¢ KaKOH UeNbio pa3pabaThiBalOTCs THIOBBIE HOMEHKIATYPEI
nen?

18. Kakyro HHOOpMALUIO CONEPKUT HOMECHKIATYpa Aen?

19. UTo noHUMaeTCA IO HKCIIEPTH30H IEHHOCTH JOKyMeHTa?

20. Kaxue KpuTepHy HCIIONE3YIOTCS IPH OLICHKE JOKYMEHTOB?

21. Kak ocyiiecTenaeTcs npueM-Tiepeiaia 16l B apXuB?

22, Y10 Takoe KOHPUASHIHAIBHBIH JOKYMEHT?

23. Kaxue oCHOBHBIE YIpO3Bl BOHHKAIOT IpH paboTe ¢ KOHQHISHIHAILHBIMHA TOKYMEHTa-
Mu?

24, VKaxuTe 0COOEHHOCTH BEJICHHUS IENONPOU3BOACTRA, OOECIIEUHBAIOLIErC YUET | CO-

XPaHHOCTb KOHGHICHIRANEHOH HHOPMAITHY 1 JOKYMEHTOB.
25.  Yro moHHMaeTcs IOJ 3allMIIEHHBIM JOKYMEHTOO00POTOM, 32 CUET 9ero MOXET OBITh 00ec-
nevieHa ero 3anmTa’

5.3. CaMocTosITeIbHAA padoTa o0yJaromerocs.

CaMmocToaTenbHad paboTa CTYJCHTOB [0 M3YYEHUIO JUCHUIUIMHEL BKIIOYAET CIIEAYIOLIHE
BHIIBI paboT: H3y4YeHHE MATEepHala, U3N0XKECHHOTO Ha JEKLHH; H3YYCHHE MaTepHala, BHIHECEHHOTO
Ha MPaKTHYECKHE 3aHATHA; NOJrOTOBKA K IPAKTHYCCKUM 3aHSTHIM, BEIIOJHEHHE HHAMBHIYABHO-
ro zamanus (pedepaT), IOArOTORKA Mpe3eHTallH JOKIANA.

CamMocTosTensHasd BHEAYAHTOPHAA paboTa o Kypey BKIIOYaeT H3yueHHe yaebHoH 1 Hayanoi
JHTEPATYPHL, TOBTOPEHHE JTEKIIHOHHOIO MaTepHana, ITOATOTOBKY K MPAKTHYECKHM 3aiATHSM, & TAKKe
K TEKYLIEMY KOHTPO/IO H IPOMEXYTOYHOH aTTectauud. {IpakTuyeckue 3aHATHA NpenyCMATPHBAIOT
COBEPIIEHCTBOBAHKE HABBIKOB PalOTEI ¢ [EPBOMCTOYHHKAME, H3YUEHHA NPEIMETHOMH crenupuxu
Kypca. Bommpocsl, He pacCMOTpEHHBIE Ha JICKIHIX ¥ IPaKTHIECKHUX 3aHATHAX, NODKHEI ObITh H3YYCHED
fakanaBpaMM B XOIE CAMOCTOSTENbHON paboTel. KOHTpONs caMocToATeNnbHOH paboThl OaxkalaBpos
Hay yueOHO# mporpaMMoi Kypca OCYIIECTRIIIETCA B XOA€ NPAKTUYECKHX 3aHATHH METOJOM YCTHOTO
OIfpoca WM OTBETOB HA BOIPOCHE TeM. B Xoze camocTosTensHOH paboTel KBl CTYAEHT 00dA3aH
NPOYHTATE OCHOBHYIO U 110 BO3MOXKHOCTH ZOTONHHUTENBHYIO JTHTEPATYpPy No H3ydaemoH Teme. O0y-
YarOIIHICA JO/DKEH FOTOBHTLCH K IPEACTOMIIEMY IPAKTHYECKOMY 3aHATHIO 10 BCEM, 0D03HAYEHHBIM
B Iporpamme BorpocaM. He mposcHeHHble (JIMCKYCCHOHHBIE) B XOJE CaMOCTOATENLHOU paboThI BO-
IIPOCHI CIEXYCT BHITHCATH B KOHCIEKT JEKUMH M BIOCTHCACTBHUH NPOACHATE HX HA MPAKTHYECKHX 32-
HSTUSX.

CamMocTogTensHas paboTa BRUIOIHASTCS CTY/ICHTOM IO 3aJaHHIO MperonaBarels, Ho Oe3 ero
HEIIOCPEACTBEHHOTO YYacTHA.

Bunamu 3amanuil 11 BHeayIHTOPHOI caMOCTOATENBHOR paboThI CTYAEHTA BHICTYIIAIOT:

114 OBNATCHUS 3HAHUAMU:

- yTeHHE TeKcTa (ydeOHUKa, IEPBOUCTOYHHKA, JONOIHUTENBHON THTEPATYPEI);

- COCTABJICHHE IJIaHA TEKCTa;

- KOHCITEKTHPOBAHHE TEKCTA,

- BBIITHUCKH H3 TEKCTA,

- pa0oTa CO CIOBapAMHU H CIIPABOYHHKAMH;

- yaeOHO-HCCTIen0BaTeIhcKad padoTa;

- MCOOJNB30BaHAEC KOMIBIOTEPHOH TeXHUKH M MHTepHeTa  JAp. IIpH BHIIOJIHEHHH TBOpUC-
CKHMX IOMAIIHHUX 3aJaHHH.

JUISL 33KPEIUIEHUs] ¥ CHCTeMaTH3aldy 3HaHu
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- paboTa ¢ KOHCTIEKTOM Nexnni (0bpabotka TexcTa);

- moBTOpHas paboTa Hax y4cOHBIM MaTepHanoM (IIEKTPOHHOTO y4eOHHKA, IEPBONCTOTHH-
Ka, NOIOJIHUTENBHOR JIHTEPATYPHL);

- COCTABJIEHUE IJIAHA ¥ TE3HCOB OTBETA HA BOMPOCH! IPOMEKYTOUHOTO KOHTPOJIS;

- aHanWTHYecKas o0paloTka TekcTa (aHHOTHPOBAHHE, PEHECH3HPOBAHHE, pedepHpOBaHHEE,
KOHCIIEKT-aHAIM3 U AD.);

- HOATOTOBKA COOOIIEHMH HA TIPAKTHYECKOM 3aHATUM H IAp. 10 QOPMHPOBAHHA YMECHHH |
HABBIKOB;

- ONTOTOBKE COOGIECHIH 10 3NAHHEIM TEMaM;

- peLICHHE CHTYALHOHHBIX (IIPO(ecCHOHATBHEIX) 3a/TaHHH;

I[TpopaGoTka BOIPOCOB, BHIHOCHMEIX HA CAMOCTOSTENLHOE W3YUEHHE COCTOHT B M3yJYEHHH,
KOHCIIEKTHPOBAHHH H aHATM3E TUTEPATYPHBIX HCTOYHHUKOB.

MeToaudeckie PeKOMEHIAMH 10 CAMOCTOATENbHOMY M3YYSHHIO BOIPOCOB TEM JHMCIMII-
JIHHBI!:

1. Heobxomumo mpoumTars JIHTEpATYPHBIE HCTOYHHWKH, MPOAHATH3HpPOBATL KAYECTBO M
IOJIHOTY U3JIOXKEHHs MaTepPHAIIA II0 H3Y4AeMBIM BOIIPOCAM B JIATEPATYPHEIX HCTOYHUKAX.

2. PexoMeHmyeTcs MHCEMEHHO COCTABHTE CBOM BOIIPOCHI K TCKCTY (HE MEHEE TpeX).

3. PexomeHIyeTCs OaTh COOCTBEHHEIE KOMMEHTAPHH MPOYNTAHHOMY MaTCpPHAILY, apryMel-
TalMIO CBOEH MHTEPIIPETALHH.

4. KoHTpOonb BRINONHEHAS BHEAYIHTOPHOH CaMOCTOATENBHOH pabOTHI OCYIIECTBISETCA Ha
NPaKTHYSCKHUX 3aHATHIX, HHIUBHAYATILHEIX M PYNNOBLIX KOHCYJIBTAUMAX, 3alluTe pedepara, 3a-
gere.

CamocrosTeasHas padoTa CTYAEHTOB:
CamocToaTebHas padoTa 3aK/I04aeTcA B NPOBEICHHAN CTYIEHTAMH HHIHBHAYAJILHOLO HC-
CJIeT0BaHHUA.
TeMbl HHAMBUNY AJIBLHOI0 HCCICAOBAHHA (CAMOCTOATENBHOH paboThl) CTYIEHTOB.
JloxyMeHTHpOBaHHOE OOECIICUCHUE YIIPABIEHHS TOCTUHHEEH
HoxyMeHTHpOBaHHOE 0OeCIIcUECHHE YIIPaBIeHUS 3aropoIHOi Typbasoi
JoKyMeHTHpOBaHHOE 00eCIeYeHHE YIIPABICHHS PECTOPAHOM
JoxymeHTHpOBaHHOe 00ecncUcHHE YIIPARIEHAS TYPOHPMOIA
JoKyMeHTHpOBaHHOE 00CCICUCHHE YIPABIICHHSA aBTOTPAHCIIOPTHRIM IIPEAPUATHEM
JoxyMeHTHpOBaHHOE 00ECIICUCHNE YIIPABICHHS My3eeM

ARl S e

Inan undusudyanoHozo uccred08anus.

Pazoen 1. Hopmamueno - saxonodamenbrsie 0CHO8I QOKYMEHMO0BOpoma AHAIIH3 TOTOBOPA MEK-
Iy TYPareHTOM H TYPHCTOM.
OdopmiieHEE CTYACHTOM 0053aTeIbHbIX JOKYMEHTOB HCXOAS M3 TEMBl HHAMBUIYAILHOIO HCCIIEIO0-
BaHHS.
Pazoen 2.CocrapneHne JOKYMEHTOB B CEPBHCE H TyPH3ME
CocraplieHHe CTYIEHTOM HCXOJA U3 TEMBI HHAWBHIYAIBHOTO HCCICIOBAHKS CSAYIOLIMX THIIOB
JAOKYMEHTALHH: Opraiu3alioHHad, pacliopAIHTEIbHAS, HHPOPMAIIHOHHO-CIIPABOYHAs, JOKVMEH-
TALMS 110 THUHHOMY COCTaBY.
Pazoen 3. Texnonorus paboTEI ¢ JJOKyMEHTAMH B CEPBHCE H TYPU3ME
IIpesenTanud cTYQEHTOM CHCTEMEL OpPTaHH3allHE NICKTPOHHOTO JOKYMEHTOO00pOTa HCXOIA U3 Te-
MBI HHIABHIYAIEHOTO HCCICIOBAHHMA.
3ammTa cTYyAEHTAMH PEe3eHTAIIHH 10 TEMATHKE HHIABHAYAIBHOT0 HCCJIEA0BAHHS

[IpeseHTan®s MOXKET NPENCTABNATH COOOM COYETAHHE TEKCTA, MIEPTEKCTOBBIX CCHLIOK,
KOMIIBIOTEPHOM aHHMAalMH, IpadHKH, BHICO, MY3BIKH M 3BYKOBOTO psala (HO He 00S3aTENBHO BCE
BMECTE), KOTOPBIE OPTraHH30BAHB! B €IMHYIO cpeny. KpoMe Toro, mpezeHTamis UMeeT CIOKET, Clie-
Hapyil ¥ CTPYKTYPY, OPTraHU30BaHHYIO JN YHOOHOrO Bocnpusitis HHbopManuu. OTIHYMTENBHOM
0COOEHHOCTBIO NIPE3CHTAIMH SIBIICTC €€ MHTEPAKTHBHOCTE, TO €CTh CO3/JaBaeMas Id HOJb30Ba-
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T BO3MOYKHOCTE B3aMMOJIEHCTBUS Yepe3 3IEMEHTHl YIIPaBIeHUS. BEIIONIHEHUE IPE3eHTANN He
ABJIAETCS 00A3ATENBHBIM 3JEMEHTOM, TPEIOCTABIAETCA HA BBHIOOP CTYAEHTY M IOJOKHTEIBHBIM
00pa3oM BIHAET Ha OICHHBAHHE Pa0OTEHI.

®Donn oneHouHbX MaTepHanoB (GOM) nns npoBeleHHS aTTeCTAMK YPOBHS CHOPMUPOBAH-
HOCTH KOMICTEHNUH 00y4aroIuXCs [0 AUCIHUILIIHE O0GOPMIIIETCS OTICBHBIM JOKYMEHTOM.

6. YAEBHO-METOANWYECKOE H TH®OPMAIIMOHHOE OBECIIEYEHHUE

U CHANLTAHBI
6.1. KnurooGecnme4yeHHOCTE
HaunmvieHosanue JInTepaTyphl: aBTOD, HA3BAHKE, BUI M3IAHHS, T'en KHUI'OOBECTIEYEHHOCTD
U30ATENLCTBO n3na-

Hanuuue B a3nexktpoHn0# O1b-

HHA
moTeke Bal'y

OcHoBHAS THTEpaTYpa

1. Kysneuos, H. H. JenonpouseoacTeo: yueGHo-cnipaBogHoe nocobue / | 2020 | hitps://znanium.com/catalog/pro
K. H. KysHeuos. - 9-e uza., nepepadb. — Mocksa: Jawmxos 1 K, 2020. — duct/1093496
405 c. - ISBN 978-5-394-03881-5. - TekcT: 3nexTpoHHbI.

2. Jlenomponseoacteo: yueOHux / T. A. Beikora, JI. M. Bsosa, 0. M. | 2021 | https://znanium.com/catalog/pro
Kykapuna, JI. B. Cankuya ; nog o0m. pex. mou. T. A. Bukopoil. — 4-e duct/1014190

u3n., nepepab. u gon. — Mockea: HHOPA-M, 2021. — 393 ¢. + Jiom.
MaTepuansl [DnexTpounslif pecype]. — (Bricmree o0pazopanue: Bakanas-
puar). -— DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TekcT:
SMEKTPOHMBIH.

3. Jlapuonora, M. B. ITpakTikyM MO CpraHu3allMOHHOMY ¥ HOKyMeHTalM- | 2019 http://elar.rsvpu.ru/
onHOMY oDecreyeHHI0 IedTelBHOCTH OpraHu3alMi: yueOHoe nocobue /
M. B. Jlapuonosa, M. E. CadpoHosuu. Exatepunbypr: Uza-so Poc. roc.
npod.-nen. yH-Ta, 2019. 206 ¢. ISBN 978-5-8050-0683-9

JlononuxTenbHanA TuTepaTypa

1. ysanoea, H. H. OcHoBel nenonpousBoacTsa. S3bik cayxkebuoro mo- | 2019 https://static.my-
KYMEHTA : yueOHHUK W [IPAKTHKYM [ aKkageMuieckoro fakanaspuata / H. shop.ru/product/pdf/354/353761
H. [llysanoea, A. 10. Heanosa ; noxa obm. pen. H. H. Wyeanosoii. — 2-e 1.pdf

u3l., nepepab. u mon. — M. : Msparenscteo FOpaiit, 2019, — 428 ¢. —
(Cepua: Bakanasp. Akanemuueckuii kype). ISBN 978-5-534-10848-4

2. beikosa, T. A. JloxymeHTamonnoe ofecrieucHue ynpasnends (zeno- | 2018 https://znanium.com/catalog/do
NpOM3BOACTBO): yueOHOe nmocobue N8 CTYIEHTOR BLICIIMX ydeOHbIX 3a- cument?pid=942800
BemeHH. T. A. Beikosa, T. B. Kysueuoga, JI. B. Caukuna; noapen. T. B.
KysueuoBoil. - 2-e u3n., nepepad. u mom. - Mockea: MHOPA-M, 2018. -
304 c. - (Briciuee obpazosanue. bakanagpuar). ISBN978-5-16-004805-5,

6.2. llepuoandeckne H3AAHUS

1. KypHan «JlenonponzBoacTBo»

2. Xypnan «Cekperapckoe aemo»

3. XKypnan «CnpaBoaHHK ceKpeTaps u odHC-MEHEMKEpa»
4. XKypran «CropaBouHuK KaApOBHKA»

6.3. HaTtepHeT-pecypcebl

1. OdpumuaneHeii  caiit BeemupHOro cosera Mo myremrecTBHsM H Typusmy - URL:
http://www.wttc.org.

2. ObnumaneHeni calt BeemupHo$ TypucTcko#t opranmsammu. World Tourism Organization
UNWTO - URL: http://www.world-tourism.org.

3. Odurmanerelii caiT Poccriickoro cotosa rypuaaycrpun - URL: http://www.rata.ru.

4. JKuBas 3HIMKIONENA I/ IYTERIECTBEHHUKOB: ONHCAHUS CTPaH, KYPOPTOB M OTENEH, OT3hIBBI
TypuctoB - URL: https://tonkosti.ru/.

5. Temaruyeckn# caiiT PBK o Typuzme - URL: http://www.turist.rbc.ru.
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6. Hosoctu TYPH3Md, TOPAMIHE TYPBI, OT3BIBBI 00 oTenIx u Typoreparopax, IyTCBEIC 3aMCTKH TY-

pHCTOB, oTooTUETHI 0 myTenmecTBUAX - URL: https:/www.tourprom.rw/.

7. Acconpmanud typonepatopos Poccun - URL: https://www.atorus.ru/.

8. OduunansEsiil TypUCTHYeCKKH noprai BraguMupckoi obaacti KoMuTeT o TypusMy azMHHH-

crpanxd Bnamgumupcekoit obmactu - URL: http://vladimirtravel.ru/.

9. Tepmuka: 06a3a TaHHBIX COACPKHT HHOQOPMAIMIO O HOPMATHBHO-METOIMYECKOM DEryIHpOBa-
uauu JIOV, pa3spaboTke HOpMAaTHBHBIX JOKyMeHTOB 110 JJOY, TOKyMEHTHPOBAHHIO HH(OpMALHH
W CO3JaHMM JOKYMEHTOB, OpTaHW3aIlMH ¥ aBTOMAaTH3allHH JOKYMeHTOO0O0poTa, ofeciedeHnn
paboTHI ¢ KaJpOBOH NOKYMEHTAlMEH, OpraHu3alliy XpaHeHH JOKYMEHTOB, OOYIEHHH OCHOBAM
nenonpoussogcTea - URL: http://www.termika.ru/dov/enc/razd3/od2.html.

10. PernmonaneHas obmectBeHHas oprammzanus «[ wismus Ynpaemsommx JlokyMmeHraimein» -
URL: http://www.gdm.ru.

11. Cnpasoyno-npasoras cucreMa «Korcynprant ILmoc» - URL: http://www.consultant.ru;

12. Caiit nayuno# Submuotexn Bal'Y - URL:http:/library.vlsu.rw/;

13. bubnuorpaduueckas M pedepaTmBHas Oa3za NaHHBIX HAy4YHLIX OyOIMKammii Scopus -
URL:http://www.scopus.com/;

14. basa maHHBIX MEXIYHAPOIHBIX HHJIEKCOB HaydHore uuruposands Web of Science - URL:
webofscience.com.

7. MATEPHAJIBHO-TEXHHYECKOE OBECIIEYEHUE JUCHHAILTAHBI

Ji1g peanusaumy JAaHHOH THCLMILUTMHEI MMEIOTCS CIENHATbHEIE NOMEIISHHS IS [POBEe-
HUS 3aHATHH JICKIHOHHOIO THIIA, 3aHATHH NPaKTHYECKOro/ NabopaTopHOro THIA, KYPCOBOTO IIPOCK-
THPOBAUHA (BLINOIHEHHS KyPCOBBIX paboT), IPYNNOBLIX H MHAUBHAYAIBHBIX KOHCYJIbTAIlHii, Te-
KyIIETO KOHTPOJIA B MPOMEXYTOYHOH aTTECTallMH, a TAKoKe MOMEIICHNS Ul CAMOCTOSATENBHOMH pa-
OOTBI: ayJMTOPHH, OCHAINECHHBIE MYJIBTH-MEIHA 000DYIOBAHMEM, KOMITBEOTEPHBIE KIACCH C JIOCTY-
IIOM B HHTEPHET, ayAUTOPHH (€3 CIeUHaIEHOT0 000Dy I0BaHHA.

[lepeyens HCMOMB3YEMOTO THIEH3INOHHOTO IPOrPAMMHOr0 obecneuernys: makeT MS-Office,
Microsoft Windows, 7-Zip, AcrobatReader; CIIC «Koncynbrant [D1oc» (MHCTANMpOBaHHEIMA pe-
cypce Bnl'Y).

[IpuMedanue:

B cooTReTCTBHE ¢ HOPMATHRHO-IIPABOBBIMH AKTAMHE /IS HHBATHIIOB M JIHII ¢ OTPAHMYEHHEI-
MH BO3MOXXHOCTIMH 3/I0POBBS IIPH HEOOXOAAMOCTH TECTHPOBAHHE MOXKET GBITh IIPOBEICHO TOILKO
B ITHCBEMEHHOHM HIIH YCTHOH (OpME, a TaK)Ke MOTYT OBITh HCIOIB30BaHbl IPYTHE MATEPHATE KO-
TPOJS Ka4ecTBa 3HAHHMH, IpeAyCMOTpeHHbIe pabodeil mporpaMMoit TUCITHIITHHEL
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Pabouvas nporpamMma AMCLMIUIMHBI COCTaBleHa B co0TBeTCTBHHU ¢ Tpebosanusmu ®I'OC BO no

Harnpasnenuio 43.03.01 Cepguc
[Ipodumns "ColtmoKyIbTYpHBIH cepBuc”

Pabouyro nporpammy coctaBui é{ﬂ/jﬂ%&/ W V2
7/

Penensent /
(npencrasutens padotonarens): 'AYBO COLl «Onummy, 3aM. IMPEKTOpa — Cexuna I0.1.

IIporpamma paccMmoTpeHa v 0100peHa Ha 3acelaHuu Ka(bellpbl THC
[Tpotoko Ne 7 ot of A7  rona A

3aBeayrolui Ka(joenpou__ i | ~  T'ywosalJLl.
(®HO, moanucs)

Pabouas nporpamma paccmMoTpeHa M 07100peHa Ha 3acellaHdH yueOHO-METOHYECKOH KOMHUCCHH
Harpasiienus: 43.03.01 «CepBuc»

[lpotokon Ne &  or 224f.2/  rona

[Ipeacenarens komuccuu Spece O.b.

(d)ldjzn%@c b)




JIMCT IEPEYTBEPKIEHUA

PABOYEI MPOIr'PAMMBI TUCITUILIAHBI

PaGouas mporpamma ogobpena Ha 2022/2023 yueOHEIH rox

IpoTokon 3acenanus kabpenpel Ne 7 ot F0 88 H2dl

3apenyromui kadpeapoi TuC xanauaar nen. Hayk I'yxosa JLT.

Paboyas nporpamma ogodpeHa Ha
IIporokon 3acenanus kadeapsl Ne

3aBemyromuii kKadeapoi

yueOHBIH IO

rojga

4

Pabouas nporpammMa ogoOpeHa Ha
ITpoToxon 3acenanus Kagenpsl Ne

3apenyrommi kadenpoi

Pabouas nporpamma oxobpena Ha
IIpoToxon 3acenanus xadenpsr No

3aBenyromuii kadenpoit

oT roua
y4eOHBIH IO
oT roga
y4eOHBIH rox
oT roja




