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1. HEJIM OCBOEHUSI JTUCIHUIIINHDBI

Ileab M3yueHusl UCHHINIMHBI — OBJIAJICHHE CTY/ICHTAMH TEOPETHHYCCKUMHU 3HAHUAMU U
[PaKTHYECKHMH HABBIKAMH B pa0oTe ¢ JIOKyMEHTaMH, HEOOXOMMMBIMH JUIA 3()(PeKTHBHOIO
yIIpaBIeHust TIPEPHSATHIMA HHIYCTPHH CEPBUCA, TYPH3MA H TOCTEHPUUMCTEA.

3anaun:

- M3ydeHHE M 3aKperUieHHe TEOPETHYECKHX OCHOB JIOKYMCHTHPOBAHHOTO OOecHeueHus
yIIpaBIeHUs;

- (popMHpOBaHME CHCTEMATH3MPOBAHHEIX 3HAHMH 00 yHH(HIMPOBAHHBLIX CHCTCMaxX
JIOKYMEHTALUHU;

- TOJyYeHHe TPAKTHYECKUX HABBIKOB 110 TEXHOJIOrHH paboThl € JOKyMEHTaMH Ha
HPEATIPUSITHH;

nprHoBpeTeHre HABBLIKOB 110 00paboTKe, aHaIM3y H COCTaBICHHIO OKYMCHTOB B chepe

cepBHca U TYPHU3Ma.

2. MECTO JIMCIIUIJIMHBI B CTPYKTYPE OIIOIT BO
Jluenunanna «OCHOBBI JICTOMPOM3BO/ICTBA HA NPEIIPUATHAX ChEpEl YCIyI» OTHOCHTCS
K 00s3aTebHOM yacTH yueOHOro mjiana.
IpepexBusuthl  aucnuiuinnb:  «lIporpammioe  odecrieuenue W aBTOMaTH3aAlNA
npenpusitaii cdepsl yeuyr», «TpancnoprtiHoe odecredeHHe B TYPH3MEY, «Y1paBIeHUECKHH
yueT B Opranu3aiisix cepsl rocrenpuumeTsay, «Opranusaius TYPHCTCKON JEATEIILHOCTHY.

3. INIAHUPYEMBIE PE3YJILTATHI OBYUEHHS 11O JAUCITATIVIMHE

[Tnanupyemble  pe3yibrarbl  OOy4eHHs 10 JHMCHMIUIMIE,  COOTHECCHHBIC €
IUIaHUpYeMBIMH pe3yJibTatamu ocsoehus OITOI

Ko hopMupyeMBIX YpoBenb [InanupyembIc pe3ysbTaThl 00yUeHHUs IO JUCIUHIIIMHE
KOMIICTCHIIUH OCBOEHHS XapaKTepU3YIOIIHe dTarbl (OPMHPOBAHUS KOMIETCHIHH
KOMITETEHIHH (IIOKa3aTeNu OCBOCHHS KOMIIETEHIHH)
OIIK-2 Yacmuunoe | 3HATH
Criocoben 0cGoeHe OCHOBEI pa3pabOTKH, BHE/IPEH S H U3MEHEHUS LITATHOTO
OCYIIECTBISITh Komnemenyuy | paciucaHus;
OCHOBHbIE (DYHKIIHH Ymern
VIIpaBJIeHHS TYPUCTCKOU , OPHEHTHPOBATLCS B CHCTEME 3aKOHOLATENILCTBA U
JIESITeJILHOCTBIO HOPMATHUBHBIX PABOBBIX aKTOB, PETIIAMEHTHPYIOMINX
OpraHu3alyio Tpy/a;
Baaners

HaBBIKAMHU Pa3pabOTKH OPraHu3alHOHHON U
(yHKIIMOHATBHO-LITATHON CTPYKTYPBI;

MNKO-1 Yacmuunoe 3narhb
CriocobeH 0Cc6OCHUE JIOKAJIbHBIE HOPMATHBHO-TIPABOBLIC aKThI 110 OPraHH3aliu
OpPraHM30BBIBATE PAOOTY | KoMnemenyuu | TPyaa Ha MPCITPHATHH,
HCIIOJIHUTEIIEH, Ymern
[PUHAMATE PellleHUue 00 IIPUHUMATh YYacTHe B pa3paboTKe nporpamMm
OpraHu3aluu OpraHu3alOHHBIX H3MEHEHHH B YACTH BOIIPOCOB
TYPUCTCKOHN YIpaBJICHHS IEPCOHANIOM 1 OIICHUBATDL 3} PeKTHBHOCTE UX
JesITe)IbHOCTH OCYIICCTBIIEHHSA;
Baaners

HABbIKAMH aHAIM3a OPTaHU3AIIMOHHON 1 (DYHKIIHOHAJIBHO-
[ITATHON CTPYKTYPHI, OLEHKH JIOKATbHO-HOPMATHBHBIX
AKTOB 10 BOIPOCAM OpraHH3aluu Tpy/a.

MKO-4 Yacmuunoe | 3HaTh
Cnocoben oceoenue TpeGoBanis K 0GOPMICHUIO OPHIHAILHBIX T0KYMCHTOB,




OpraHH30BBIBATE
nporecc 00CITyKUBAHUS
notpeduTenel Ha
OCHOBE HOPMATHBHO-
IPaBOBLIX aKTOB, C
YUETOM 3aIPOCOB
norpeduTenei 1
[IPUMCHCHHEM

KoOMRemenyuu

periamMeHTHPYIOIHX OPraHu3aliio TPy /a.

Ymern

YMETD JIOKYMEHTAIBHO 0(OPMILSITH U IPABUILHO
PACCTABIATh PEKBU3UTHI Ha JIOKAIBHBIX HOPMATHBHBIX
aKTax, KacarollMxcsi Opranu3aluu Tpy/ia nepconania.
Baanern

HABBIKAMH aHa/IM3a OPraHk3allHOHHOM 1 ()YHKIIHOHAJIBHO-
IITATHON CTPYKTYPBI, OLIEHKH JIOKAJIbHO-HOPMAaTHBHBIX

KJIHEHTOOPHCHTHPOBAaHH

BIX TEXHOJIOTHH

AKTOB I10 BOlIpocaM OpraHHh3alniu Tpy/a.

4. OBBEM U CTPYKTYPA JJUCHUILIMHBI

Tpy10eMKOCTh TUCHMILIHHBI COCTABIIACT 5 3a4eTHBIX euHuLL, 180 yacos.

Bu/ipl yueOHOM
paboTkl, BKIIIOYast
CaMOCTOATCIIbHYIO Oo0neM (DOPMLT
paboTy CTyIEHTOB yueOHOMH TEKYIIEro
g H TPY/I0eMKOCTE (B paboTEl, KOHTPOJIs
| B yacax) c yCTIeBAEMOCTH
Ne | HaumenoBanue Tem H/ujn § § g IIPUMEHEHHEM (popma
/11| pas/esnoB/TeM JUCUMIUIHHBL | 2 % = v MHTEPAKTUBHB] 11POMEIKYTOYH
© § - | 3 i ~ X METOJIOB oif
= = % S g 9 (B yacax / %) | arTecranuu
5 9 28l O (no
£ z \§ B cemecmpam)
£ =
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=
1. | Paspea 1. 6 |1-2 2 2 13 2/ 50%
HopmaTtugHo-
3aKOHOIATC/IbHbIE OCHOBBI
JOKyMeHTo0O0poTa
Tema 1. HopmarusHo-
1IPABOBOE U METOJIMUECKOE
perysmmpoBanue JIOY B
TYpH3Me
2. | Tema 2. IIpaBuiia 6 |34 2 2 13 3/75%
o(popMIICHHS JIOKYMEHTOB B
TYpHU3ME
3. | Tema 3. QO6ssarensuse |6 | 5-6 2 2 13 3/75% PedTiHr-
JOKYMEHTBI B CEpBUCE H KOHTPOJIb
TypHU3ME Ne 1
4. | Paznen 2. 6 | 7-8 2 2 13 4/100%
CocTaplieHue JIOKYMEHTOB
B TYpH3ME
Tema 4. SI3bIK cyxkeOHBIX
JIOKYMEHTOB
5. | Tema 5. Jlemorast 6 | 9-10 2 2 13 4/100%
nepernucka B Typu3mMe




6. | Tema 6. CocraBiieHHE U
opopmileHHE
JIOKYMEHTAIINHU 110
JIOTOBOPHBIM
00s13aTeILCTBAM B TYPU3ME

11-12

o

13

4/100%

PetiTunr-
KOHTPOJIb
Ne 2

7. | Tema 7. CocraBiienue H
opopMmicHHE — TYPHCTCKOH
JIOKYMEHTAIHHU:
TEXHOIIOrMYeCcKas
JIOKyMEHTAIHs. TYP(HHPMEL,
JIOKYMEHTAIHs]
obciykuBaHUs M HAKeT

TYpa

13-14

13

4/ 100%

8. | Paznen 3.

Texuosorus padoTsl ¢
JOKYMEHTaMH B TYPHU3ME
Tema 8. Opranuszanus
JIOKYMEHTOO0OOpOTA.

15-16

15

4/100%

9. | Tema 9. OTBETCTBEHHOCTH
epcoHaja  3a  BEJICHHE
JIOKYMEHTALMH

17-18

13

4/ 100%

PelTuHr-
KOHTPOJIb
Ne 3

Bceero 3a 6 cemectp

180

18

117

30/ 83%

DxszameH (27)

Hammuue B qucuunibe KIT/KP

Mtoro mo JUCLHILIMHE

180

18

117

30/ 83%

Dk3amen (27)

Cojep:kaHue JIEKIHOHHBIX JaHSITHH 110 JHCHHIIJIHHE

Paszaen 1. HopMaTHBHO- 3aKOHOAATEIbHBIE 0CHOBBI JOKYMeHT0000poTA
Tema 1. HopMaTHBHO-NIPABOBOE H METOAHYMECKOC PEryTHPOBAHHE JIOY B Typusme
VpoBHM yrpaBieHus B Typuame (PYKOBOSIIMIL, CIpaTeruueckui, TAKTHUECKUI 1
onepatuBHbIi). JlokymenTanus >QQEeKTHBHON CHCTEMbI MCHC/UKMEHTDI NpeANpUsITHH cepBHCa
M TypH3Ma: [IpaBoBas JIOKYMCHTALMs, JAOKyMEHTAalMs MO oDecIieyeHuI0  KayecTna,
OpraHM3alHOHHO-PACIIOPSIMTENIbHAS JIOKYMCHTAIMSA, JOKYMCHTAIUSA 110 CTPaTCrHiIeCKoMY H
OlepaTHBHOMY [UJIAHHPOBAHMIO, METO/IMYECKas JIOKYMEHTALMsl, BHCIIHAL  HOpMAaTHBHA
JOKYMEHTAIUsl, BHYTPCHHsS HOPMATHBHAs —JOKYMEHTAlMs, BHYTPCHHAA TEXHHHCCKAs
JIOKYMEHTALHS.
HopmMaTuBIible JOKYMEHTBL, PEIyIMPYIOLLHE J1eNI0MPOU3BOJICTRO:
O rocynapcrsernoi Taiine: 3akon PO ot 21.07.1993 Ne 5485-1 // C3PD. —1997. —Ne 41. - C.
8220--8235.
O komMepueckoii Taiine : Peepanbhblii 3akon ot 29.07.2004 Ne 98-®3 // C3 PD. —2004. — Ne
32. - Cr. 3283.
06 undopmarpu, HHGOPMALUOHHEIX TEXHOJIOIHAX U O 3allUTE undopmaruu : PejiepanbHbli
saxom ot 27.07.2006 Ne 149-®3 // C3 P®. —2006. — Ne 31 (4. 1). - Cr. 3448.
O6 ynopsyloYeHuy U3rOTOBICHHS, UCIIONB30BAHN, XPAHECHHUs H YHHUTOMCHIA nevarei u
OJaHKOB ¢ BOCIPOM3BEIeHHEM [ 0Cy/1TapCTBEHHOTO repba Poccuiickoi Desiepanmu:
Tocranosienne [pasutensctsa PO or 27.12.1995 Ne 1268 // C3 Pd. - 1996. — No 2. — Ct. 123.
06 yrsepskaeHnn [lepeyns THIIOBBIX APXUBHBIX JIOKYMCHTOB, 00pa3zylomuxes B Hay4Ho-
TEXHHMYECKOIl ¥ MPOU3BOJICTBEHHOI JCATE/IbHOCTH OPraHU3allki, ¢ yKa3aHHEM CPOKOB
xpanenus: [Iprka3s MuukyisTyph! Poccun ot 31 .07.2007 Ne 1182 // brojuieTeHb HOPMAaTHBHBIX
AKTOB (hesIepabHBIX OPraHoB UCHOJIIUTEIBHOM BIACTH. — 2007. — Ne 46.
06 yreepskaeHun [lepeuns ceeeHni KOHPUASHIMATBHOTO XapaKTepa : Va3 Ilpesunenra PO
or 06.03.1997 No 188 // C3 Pd. — 1997. — Ne 10. — Cr. 1127.



06 yTBepikaennn [osoxenns o nopsiike odparieHus co ciyxebHoi nudopmarnei
OrpaHHueHHOIO PACIPOCTPAHEHHS B ()e/lepalbHBIX OpraHax HCHONHHTEIbHON BIACTH:
Tocranosnenue [Ipasuresnscersa PO ot 03.11.1994 Ne 1233 // C3 PD. —2005. — Ne 30 (4. 2). -
C1. 3153,
06 yTBepiIcHIH TIpaBuil J1eI0pOU3BOACTRA B (heIepabHBIX OpraHax HCIIOIHHTEIbHOM
practu: nocranosienue [papurenserpa PO ot 15.06.2009 Ne 477 // PT". — 2009. — 24 nions.
06 yTBepsKIeHIH [ [paBHIT I0AroTOBKYM HOPMATHBHBIX IPABOBBIX aKTOB (ellepalibHbIX OPraHoB
MCIIOJIHUTENILHOMN BIACTH M UX rocyiapeTBerHoi perucrpannu: Ilocranossienne lpaButenbcTba
P® ot 13.08.1997 Ne 1009 // C3 PD. — 1997. — Ne 33. — Cr. 3895.
06 7ekTpoHHOIT 1 (poRoit moanucu: dejepanbhpi 3axon ot 10.01.2002 Ne 1-®3 // C3 PD. —
2002. — Ne 2. — Cr. 127.
[OCT 6.10.5-87. YuupUUMPOBAHHBIC CHCTEMbI I0KyMeHTaluy. TpeOoBanus K I0CTPOCHHUIO
popmyspa-obpazua. — M., 1998.
O61epoceuiickuii knaccupukarop ynpapieHueckol gokymenTari OK 011-93. - M., 1995.

OTedyecTBEHHDIC H MEK/yHAPO/IHBIE CTAH/[@PThI Ha JOKyMeHTaluio. OpraHbl yHpaBIeHAs
MHJLYCTPHH TYPH3Ma W TOCTCTIIPUMMCTBA M COOTBETCTBYIOIIHNE UM JOKYMEHTBL.

Tema 2. [IpaBuiia oopmieHusi JOKYMEHTOB B TYpH3Me

VuuduuupoBanHas cucreMa JoKymMentaiun. Tpebosanus K 0pOPMICHHIO IOKYMEHTOR.
TpeGoBanns k Gnankam 1oKyMeHToB. [loHsTHE 1 cocTaB PeKBH3MTOB. OQOPMIICHHE PEKBUSHTOB
JIOKYMEHTOB.

Tema 3. O0s3are/ibHbIEe JOKYMEHTBI B CEPBHCE H TYPH3MeE

KitaccuuKalis opraHi3aiioHHO-PaCIopsSIIHTENbHBIX JOKYMeHTOB. Opranu3alidonHbIe
JIOKYMEHTBI: YCTaB, YUPEJUTCIBHBIH JIOrOBOP, [OJIOKEHHE, MHCTPYKIHS, [OJDKHOCTHASA
MHCTPYKIHs., PacnopsiuTesibHble JOKYMEHTBI [PHKA3, PacHOpAiKCHUE, yKasaHHC, PCIICHHCE,
BBINKCKA, TPOTOKOJ. CTPYKTYpa TEKCTa JIOKYMEHTOBR, PCKBH3HUThI.

B/l MH(POPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB (KT, cinyxeOHasi 3alucKa, CrpaBKa,
CIIUCOK, TPEUIOIKEHHE, 3aK/II0UeHHE, [IepeueHb, 0030p, OTUET, CBOJKA H JIP.), CTPYKTYpa TekcTa
JIOKYMEHTOB U PEKBHU3HTEL

Pasaen 2. CocTaBjicHHE JIOKYMEHTOB B Typu3me

Tema 4. SI3bIK ci1yKeOHBIX JOKYMEHTOB

SI3bIK ¥ CTHIIb CITYKEOHBIX JOKYMEHTOB. OCOOEHHOCTH SI3bIKA CIIYXKEOHBIX JIOKYMCHTOB.
Viorpebienne [PONUCHBIX M CTPOUHBIX  OYKB. EjuHoo6pasie NPUHIKIOB H  (POPMBI
cokpaiienus. OdopmieHde JaT ¥ YMCeNl B JIOKyMeHTax. Mcrnonb3oBaHue B JOKyMEHTAX:
COOCTBEHHBIX HMEH,  Ha3BaHui rocyapcTs,  aJIMMHUCTPATHBHO-TEPPUTOPHAIBHBIX
HauMeHoBanuii. OuOKH B TeKkeTax oUIHATbHBIX J0KYMEHTOB. Pe/ITakTHPOBaHHE TCKCTOB.

Tema 5. /lesioBasi mepenucka B Typusme

®opmel  enosol  nepenucku.  Kiaccndukaims  ICIOBBIX  TTHCCM. TpeboBanus K
CTPYKTYpE TeKCTa B O(POPMIIEHHIO JICJIOBBIX ITHCCM.

Tema 6. Cocrapiaenne ©  odopmiaeHde JOKYMEHTAIMH M0 0TOBOPHBIM
00s13aTEILCTBAM B TYpH3Me

Knaccuduxauus cjienok. JIoroBop: NOHATHE, BH/IBL, YCIOBHS 3aKIIIOYCHHS H OCHOBAHMS
Jutst pactoprkerusi. CyIECTBEHHbIC H HHbIE YCIIOBUS Jlorosopa. JoroBop B cEpBUCE U TYPH3ME.
Bu/bI JOTOBOPOB B CEpBHCE M TYPH3ME: apenjia, NpoKar, IePeBo3Ka MaccaxrpoB, BOIME/IHOC
oKazaHme yCIyr, MOpyUeHHe, 10T0BOP KOMHCCHH, areHTCKHUI 10roBop. TeXHOIOris 3akmoeHiA
JIOTOBOPOB C KJIMEHTaMK | rapTHepamu. TpeGoBanis K COCTABIEHHUIO JIOTOBOPOB.

Tema 7. Cocrapiesne H  odopmieHHe  TYPHCTCKOH  JIOKYMCHTAIHH:
TeXHOJOIHUECKAS JIOKYMEHTAIHST TYPGUPMBI, JOKYMEHTAlHsl 0DC/AYKUBAHUS H I1AKeT
Typa

Knaccuukanus —TYpUCTCKOil  JOKyMeHTauun.  Texnonmoruyeckas —TOKyMEHTalus
Typ(UPMBI: TEXHOJIOTHYECKAsA KapTa TYPHCTCKOTO MyTEeLICCTRHIS, rpa K 3arpy3Ku TYpPHUCTCKOIO
NpeJUIPUATHSL  IPYIIAMH  TYPUCTOB HAa  ONPEJIEICHHOC  BpeMs,  TypUCTCKas nyTéBKa,
HH(POPMAIMONHBIH JIHCTOK K ITYTEBKE, JIACT OpOHMPOBAHHs. JIOTOBOD, rpauK JBUKEHHSA 10
MapIIpyTy, KapTa-cXxemMa MapuipyTa, OIHCaHHe TCXHOJIOIHHYECKUX ocoOeHHOCTEH Typa, aMsaTKa



JUISl TYPUCTOB, CIPABOYHBIE MaTepUasbl 110 MapUIpyTy, MPAHC-JIKCT, KAIBKYIAHA Typa H T.IL
[lpaBuia cocraBicHus ¥ OQOpPMIIEHHA TEXHOIOTHYCCKOH TYPHCTCKOH  JOKYMEHTAlMH.
JlokymenTanus  o0c/Ty)kuBaHus (3asBka Ha OpOHHMpOBAaHHE, TMOATBEPIKICHHE O IIPHEME,
M3BelICHHE O 3ae3/l€ TYPUCTOB, Bayuep, JHCTOK OTMETOK) H IAKET Typa: MpaBH/ia COCTABICHUS H
ohopMIICHHS.

Pasyen 3. Texunosorus padboTel ¢ JOKYMEHTAMH B TypH3Me

Tema 8. Opranusaiusi JOKyMeHT0o000pOTA.

O6paboTKa BXOSIINX, HCXOAAIINX U BHYTPEHHUX JOKYMEHTOB. IIpHHIHMIIBI
pEruCTpaliy JIOKYMEHTOB Ha npeapusatHi. KOHTPOJb U CPOKH MCIIOMHEHUS JJOKYMEHTOB.
Opranu3zaius Xpanenus JJokyMeHToB, CocTaBleHHe HOMEHKIIATYPEI e, PopMupoBaHie |
oopmenue jen. Ilopsinok nepegayn J0KYMEHTOB Ha XpPaHEHHUE B apXHUB.

Tema 9. OTBETCTBEHHOCTH MEPCOHANA 32 Be/leHHe JOKYMEHTAIHH

CTpyKTypa KaapoBOH JOKyMmeHTalmH. [lepBuunbIE JOKYMEHTHI TPYIOyCTpOHCTBA.
PacriopsiinTeibHas JJOKyMeHTaIHs 10 Kajpam. JIoroBopHas J0KymenTalus 1o kaapam. Jlindnoe
JIenio coTpyiHuKa opranuzannd. OpraHusanns Xpanenus JimdHblX Jienl. [opsaaok XpaneHus
JIOKYMEHTOB B JIMYHOM Jielie cOTpyIHHKA. JJoKyMeHTHpOBaHHEe MPOLEyp MpHeMa IpakK/iaH Ha
paboTy, TepeBojia COTPY/IHHKOB, MOOLIPeHHs pabOTHUKA, MPUMEHCHMs IHCLHUILIMHAPHOIO
B3BICKAHHS, YBOJILHEHHUST padOTHHKA.

Cojep:kaHue NPAKTHYECKHX 3aHATHH 10 JMCHUIIHHE

Pazjen 1. HopMaTHBHO- 3aKOHOZATE/IbHbIE 0CHOBBI J0KYMEHT0000POTA

[TpakTuueckas padora Ne 1. Yuuduuuposannas cucTeMa JIOKyMEHTAIMH,

PaGora ¢ HOPMATHBHOH JIOKYMEHTAllMeH, INpo(ecCHOHATBHBIME  CTaHIapTaMu
MHJIYCTPMH TYpH3Ma M TOCTCNPHUMCTBA, JHUCKyCcHs. OCHOBHLIC [Ipanuia oopmiteHIs
MAUTHHOITMCHBIX TCRKCTOB.

[paxkruueckas padora Ne 2, Opopmiienne peKBU3UTOB JIOKYMCHTOB.

CpaBHuTeNBHBIH aHanu3 OQOPMIICHHBIX JIOKYMECHTOB, PEKBH3HTHL. Jabora ¢ ClIC
Koncevasraut [moc,

[pakruueckas padora Ne 3. Opranu3ainoHHO-PACHIOPATNTEIBHBIC IOKYMCHTDI

CpaBHHUTENIbHAS XapaKTePHCTHKA OPraHH3allMOHHO-PACIIOPSIMTEILHOH JIOKYMEHTALAN B
TyppupmMe (IKCKypeus).

Pazgen 2.CocraBjieHHe JOKYMEHTOB B TYpPH3ME
Ilpaxkruueckasi paGora Ne 4 JIoroBop B cepBHCE U TypH3ME.
BpiiosiHenue 3aaanuii 1o pelakTHPOBaHHIO JIOFOBOPOB.
[pakruueckas padora Ne 5 Jlesiosasi nepenicka
BrinosHenue 3ajanuii 1o pazpadboTKe AeJOBLIX MHCEM JUIS IIPOBEACHUS PEKIIAMHOTO
Typa, padota ¢ HICKTPOHHOI nouToiil. ObacTHOH TYPUCTCKO-MH(POPMALIMOHHBIN [ICHTP
(PKCKypeHs).
IIpaxkruueckas padora Ne 6 Texunonornueckas J0KyMEHTalUA TyphHUpMBI IPH
OKA3aHU| TPAHCHOPTHLIX YCIIYT.
BeinojHeHue  3ajJaHnil 10 PeJakTHPOBANHIO JIOKYMEHTOB, HEOOXO/MMBIX Ul
nepesosku jiereit. ATII (axexypeus).
IIpakTuueckas pabGora Ne 7. Texuosjoruueckas JMOKyMCHTAIMS TyphUpMBL T1pU
po/lae MyTEBOK.
BLinosiHeH e 3aJaiiii N0 PeJJAKTHPOBAHHIO JJOKYMEHTOB, HEOOXOIUMBIX JUISl TTPOJAKH
nyresok B JIOJI (a3xckypeus).
[pakTuyeckast padora Ne 8. Texnosormucckas IOKyMCHTALHA TyphupMbl  1IpU
00CAYKMBAHUH KITHEHTA B IFOCTHHHIIC.
BbITOMHEHHE 3aaHKil O TMOArOTOBKE JIOKYMEHTOB, HCOOXOIUMBIX /Ui O(opMIICHHS
IIPOIKUBAHKS HHOCTPAHHOIO KIIMEHTA B IOCTHHHIE. [ 0CTHHHIA (aKCKypeus).



Paznen 3. Texnomorusi padoTsl ¢ JOKYMEHTAMH B TypU3Me

[pakrnyeckas padora Ne 9. Opranusaiins XpaHeHH TOKYMEHTOB.
BLINOIHEHKE 3a/@HMi 10 MOrOTOBKE IOKYMEHTOB K XPaHCHHI0. APXHB (SKCKYPCHS).

5. OBPA3OBATEJIbHBIE TEXHOJIOI'HA

B npenojaBanuu HCIHILTMHBL «OCHOGbI 0€10MPOUEOOCMGEA 1A NPEONnPUSMUAX C(epbl

yenyey UCHOJIL3YIOTCS pa3HoodpasHbie 00pasoBaTe/ibHbIe TCXHOJIOIHH KK TPA/IMIIMOHHBIC, Tak H
C PUMEHCHHEM aKTHBHBIX H HHTCPAKTHBHBIX METO/IOB 00yYeHHSI.

AKTHUBHBIE U HHTEPAKTHBHBIC METO/1bl 00YUYCHH:
UnrepaxtusHas Jekius (Tema Ne 1);

['pynnogast juckycens (Tema No 2)

Poserie urpel (tema No 3,9);

Tpenunr (tema Ne 5);

Amnanus cutyanui (Tema Ne 4);

[IpuMeHeHre UMHTALIMOHHBIX Mojienelt (Tema Ne 7);
Pa360p KOHKPETHBIX cHTYaIHH (Tema Ne 6);

Jpyroe:

DKCKYpPCHH Ha [POH3BOCTRO (TeMa Ne 8)

6. OIIEHOYHBIE CPEJICTBA JUISI TEKYHIEI'O KOHTPOJISA

YCINEBAEMOCTH, MPOMEKYTOUHOMH ATTECTALIMH 11O UTOT'AM
OCBOEHMS IMCHUILIAHBI 1 YYEBHO-METOJUYECKOE OBECIIEYEHHUE

CAMOCTOSTEJBHONU PAGOTHI CTYIEHTOB
Tekymuit KOHTPOJIb yCIIEBAGMOCTH (PEHTHHI-KOHTPOIL 1, PEHTHHI-KOHTPOJb 2,

PeHTHHI-KOHTPOJIL 3). THIOBLIE TECTOBBIE 3al@aHusl U MPOBEICHUS TCKYILEro KOHTPOIA
PHBEJIEHbI HHIKE.

Peiirunr-kouTposib Ne 1

Bormpoc 1. JIokyMeHTallHOHHOE 00CCIICUCHHUE YTIIPABIICHHS (JIOY) oxBaThIBaeT BOMPOCHL:

1.

JOKYMEHTUPOBAHHS, OpraHu3alii pa60T1>1 ¢ IOKYMEHTaMH B cCUCcTEMAaTH3allHIO

ApXHUBHOI'O XpaHeHus JOKYMCHTOB

2.

s
4.
&

JIOKYMCHTOBE/IEHUH

JIOKYMEHTOOOOPOTA U APXMBHOTO XPAaHEHHUS
cHcTeMaTH3aIMK IOKYMEHTOB
JIOKYMEHTHPOBaHUS

Borpoc 2. HopMaTHBHBIH JOKYMEHT, yCTAHABINBAIOIINH CIHHbIE TpedoBaHus K
JOKYMEHTHPOBAHHIO YIIPABJICHYCCKOH JIEATETLHOCTH M OpranH3aliy padoThl ¢ JOKYMEHTAMH:

L

D w1

YuuduuupopanHas cucremMa JOKYMCHTAIMH (¥
'oCT

HucTpykims 1Mo JeNonpoH3BOACTBY

rcaoy

JloymKHOCTHASE HHCTPYKIIHS

Bompoc 3. UeM periaMeHTHpyeTest e TeIbHOCTh padOTHHKOB cnyx0e1 JIOY

A g ! D G

I"'OCTom

JIOJZKHOCTHOM HHCTPYKIMCH
MPUKa30M JIHPEKTOPA

pEXKUMOM PabOThI IPEJITPUATHS
HUYEM



Bomnpoc 4. urpopmMaiius 0 COObITHAX U ABJICHUIX 00BEKTHBHON JACHCTBUTEILHOCTH U
MBICJIMTEIIbHON JIEATENILHOCTH YeJIoBeKa, 3a)MKCUpOBaHHas Ha MAaTePUaIbHOM HOCHTETIE C
PCKBHU3UTAMU- ITO :

1. JlokymeHT

2. hopmyisp

. OJIaHK JIOKYMEHTa

4, CHCTEMa JIOKYMEHTAI[HH
5. KOMITBIOTED

Borpoc 5. Kakue (pyHKIHH JOKYMEHTA ABJIAIOTCS CHCHA(DHICCKUMHU:
KYJIbTYpPHAs, COIlHabHast, HH(POPMalHOHHAs
yIpapJieH4yeckas, nH(popmMalMoHHas, paBoBas,
yIpaBjieHuecKas, [[paBoBas, HCTOPHUECKas!

KYJIbTYpHAsI, HCTOPHYECKas, COlUabHast

HET CreIU(pHUEcKHX (YHKITHH

2l ol

Bompoc 6 JlesTelibHOCTB 110 CO3/IaHHIO JOKYMEHTOB Ha3bIBACTCS:
JIeJIONPOU3BOJICTBO

JOKYMEHTO000pOT

JIOKYMEHTHPOBAHHE

cHcTeMa JIOKYMEHTaIlHH

JIOKYMEHTOINOTOK

W B W =

Bonpoc 7. Ycranosienue eJIMHO00pasus cocTaBa u (JOpM yIPABICHUECKUX JIOKYMCHTOB,
(DUKCHPYIONMX OCYIIECTBIEHHE O/AHOTHITHBIX YIPABJICHIECKUX (PYHKIMH 1 3a/1a4 HA3bIBACTCA:

1. cTanjiapTusanuei

2. yHuUKaei

3. JTOKyMeHTaruen
4 KnaccupuKarueit
o TUITH3AIHCH

Bornpoc 8. Kaxue Bujibl OJ1aHKOB pEKOMEH/TYIOTCS Ha npepusITn?

TOJILKO JUUISi KOHKPETHOIO BU/1a JIOKYMEHTOR

U151 BHYTPEHHUX JIOKYMEHTOB (001IHMiT)

JUISl BHEILIHHX JTIOKYMEHTOR (ITHCEM)

G1aHK CI1yXKeGHOTO NHchMa, GIAHK JUISt KOHKPETHOTO BHJIa JIOKYMEHTOB, 00LIHI OJ1aHK

o LR e

HET YCTKHX PEKOMEH Ialni

Bonpoc 9. Uem oTsuuaercs GJIAHK JUIsl BHYTPEHHHX JIOKYMEHTOB OT OJIaHKa /U1 nucem?

l. Ha GanKe JUIS ITHCEM MEHbBIIE PEKBH3UTOB
2. na Oianke Juist muceM 00JIbIlE PEKBU3UTOR
3 HE OTJIMYAETCs HHYCM

4, PACIIOJIOIKCHHEM PEKBH3HTOB

5. oTiMyaeTcs opMaToM



Bomnpoc 10. Kakie opmars! Oymars HCIoab3yOTCs Uit OJIAHKOB?

1. TOJIBKO A4

2. Ad A5, A3, A6
3. TOJIBKO A5

4, TOJILKO A3

5. A6 u Ad

PelTHHr-KOHTPOJIbL No 2
Bonpoc 1.Kakoe paciiosioxeHne peKBU3HTOB PEKOMEHTyETCS JUIs ITiceM?

1.yrioroe # (haropoe
[POJIOJIBHOE U LIEHTPOBAHHOC
YIJIOBOE H ITPOJIONIBHOE
(praroBoe  1EeHTPOBAHHOE

DL

. POJIOIBHOE U (hi1arosoe

Bonpoc 2. Ha kakue 4acTH jesiurtes JOKYMEHT Ipy o(opmileHHun?
3aroJIOBOYHYIO, OCHOBHYIO U 3aKJIIOUYUTEJIbHYIO
3ar0JIOBOYHYIO, OCHOBHYIO H O(OPMIIAIONILYIO

Hauajo, Cepe/IiHa U KOHEIl

MEePBYIO, BTOPYIO, TPETHIO

TEKCT Ha 4aCTH He JACIUTCS

B~ —

Bornpoc 3. ['1ie pacniosiaraetcs peKBH3HT “HaMMEHOBAHHE NPEUIPHATHS 7
rocjie peKBU3HTa "PErHCTPALIHOHHBIH HOMEp JOKYMeHTa"

110J1 peKBU3UTOM "9MOJIeMa OPraHU3alluy WK TOBAPHBIH 3HAK"
B IICHTPE BEPXHEIr0 M0

B 0(hopMIIsIFOIIEH YacTH

0] peKBU3UTOM "ajipecar”

v L —

Bonpoc 4. B kakux JJOKYMEHTaxX YKa3bIBalOT CIIPABOYHBIE JJAHHBIC O TIPETPHATHH?
BO BCEX

BO BHEIIIHUX

BO BHYTPEHHUX

B IIpHKa3ax 110 OCHOBHOHN HAESATEJIbBHOCTH

Lt B Lo —

B pacriopsiainTe/IbHbIX JIOKYMCHTax

Borpoc 5. Kaxnm criocobom ciejtyer opopmuts jary ** 20 oktsabpst 2019 1 B 1en0BbIx
nuchbmax?

1. 20/10/00

2. 20.10.00

N 20 oxTabpsa 2000
4. 2000.10.20

5. 20.10.2000

Borpoc 6. [Tieemo, iMerotiee (pMHAHCOBBIC H IOPHIHYECKHE TOCTEICTBHUS JOJIKHO OBITb. ..
l. HOJIIMCAHO JUPEKTOPOM, IJI. OyXrainTepoM, 3aBEpeHO 11e4aThio



3aBCPCHO MEHYATHIO
MOANKUCAHO THPCKTOPOM H COTVIACOBAO € IOPHCTOM

I10JITHCAHO T OyXTajaTepoM, YTBEPIICHO JHPEKTOPOM
ITOJIITUCAHO TUPEKTOP

N

Bonpoc 7. Uem (akc oTiiHyaetes 0T MHCbMa M0 0(hOpMIICHHIO?
SBIISIETCS HE TTOJUTMHHHUKOM, @ KOIMEH JI0OKyMEHTa
COJEPIKUT PSIJL JIOTIOJTHUTETILHBIX PEKBU3UTOR
reyaracTes Ha Tenedaxce

HE MOYKET OBITh 3aBepeH MeUaThIo

e

BCEC BBIIICIIEPEUHCIIEHHOE BEPHO

Borpoc 8. B ueM 0CHOBHBIE OTIHYHS [THCEM K 3apyOeKHBIM IapTHepam?
nosist 1o 1 oMy

OTCYTCTBHUE IIYHKTYAllHU

oopmiienune ab3aiieB 0e3 ad3alHOro OTCTyIa

CJIOBECHO U POBOH crIoco0 HanucaHus JaThl

BCE BBILIIENIEPEUHCIIEHHOE

o L) D —

Bormpoc 9. KakoB cpox XxpaHeHHs JI€JOBBIX MHceM?

1. 1 mecsin

8 1 roj

3. 3 rona

4. 5 ner

5. He XpamsTcs BooOIe

Bomnpoc 10. Ha kakom 6uarke opopmisercs Tenerpamma?
; Ha Telierpaduom

y Ha o01eM
JUTs TIPHKA30B

1

2

3 JUIsE THCEM
4,

55 He oopmIseTces, T.K. Iepeiaercs 1o Teaedomny

PeiiTHHr-KOHTpOoJbL Ne 3.
Borpoc 1. Kax Ha3piBacTesl IOKyMeHT, (PUKCHPYIONINH COIJIAIICHUE CTOPOH 00 yCTaHOB/ICHHHU
TPYJIOBLIX OTHOIIEHUH 1 PEryTHPYIOIUH nX?
TPYJOBasi KHHKKa
KOJIEKC 3aKOHOB O Tpy/Ie
IPHUKa3 M0 JUYHOMY COCTaBy
TPY/I0BO# KOHTPAKT (I0r0BOP)
JIOJPKHOCTHASE MHCTPY KIS

DR

Bonpoc 2. Kak Xpaus1cs IPUKa3bl 110 JTMYHOMY CoCTaBy?
I B JINYHOM JIeJIe COTPY/IHUKA

2, BMeECTE C JIPYTUMH KaJIPOBLIMH JIOKYMEHTaMH
3. IpYNIHPYIOTCS B OTJICIBHOE JIeJ10



4. BBIJIAIOTCSA Ha PYKH COTPY/IHHKY
S. BMECTE C IIpUKa3aMH 110 OCHOBHOH JICATEIIEHOCTH

Bonpoc 3. O yeM OHUIIYT B IMYHOM 3asBICHUU?

0 npremMe Ha padoTY U YBOJIBHEHHH, 00 OTIIYCKE
0 CBOMX JIMYHBIX IIAaHAX

00 omo31aHHH

O BBINOJIHEHUH IIOPYYEHHUs

00 OCHOBHBIX 3Tanax >KU3HEHHOTO MnyTH

Borpoc 4. Komy ciiejtyeT ajpecoBaTh 3asBlIeHHE O IIpHeMe Ha padboTy?
CoOCTBEHHUKY [IPEITTPHATHS

PYKOBOIUTEIIIO IIPEIPUATHA

HayaJIbHUKY OT/ENa KaJpoB

ri1. Oyxranrepy

TOBApHIILY 110 padbore

L B W b —

Bompoc 5. Kakoit 10kyMeHT He0OX0 MM JUIst TOTyUeH s 3apaboTHOH IU1aThl 3a 3a00JIeBIICTO
cynpyra?

pacnucka

CBHJICTEJILCTBO O Opake

3asgBJICHUE W [1aCIIOPT Cylpyra
JIOBEPEHHOCTh
00 BACHUTENbHAS 3allHCKa

wn B~ —

Bonpoc 6. Jlyis yero HeoOxomuMa apromMatuszanus JIOY?

1. s noBelnenus >QpdexruBHocTH Tpyaa pabotHukos JIOY, cokpaileHne Tpy/03arpart
Ha JOKYMEHTHPOBaHHE,

JUTA palMOHAIM3AIMH IOKyMEHTo000pOTa

2 U1 0CBOOOIMKIEHUS pabOUHX MECT

3 JUIs OCBODOK/IEHHSI CeKpeTaps OT BeJIeHUs JOKYMEHTaIlHH
4, JUIS YHH(UKAIIMA U COKPALLEHUs KOJIMYECTBA JOKYMEHTOB
5 HET HeOOXOJMMOCTH B aBTOMATH3AlHH

Bonpoc 7. Ha kakux sTamnax JJOKyMEHTaLHOHHOIO 00€CIICUCHHS YIPaR/ICHUA IIPUMCHSIOTCS
MeXaHHW3allus 1 aBToMaTH3alus?

1. Ha dTare PerucTpalyiy U IMOUCKa JIOKYMEHTOB

2 Ha JTare KCISAUIIHOHHOH 00pabOTKH.

3. Ha MOJIrOTOBUTENILHOM 3Tarie (CocTaBlIeHHE, KOIMPOBaHKHE, PA3MHOKEHHE
JIOKYMEHTOB)

4. Ha 3aKTIOUMTEILHOM dTare (Tepe/iada Ha apXHBHOE XpaHeHie)

5. Ha Bcex sranax o0paboTKu JIOKYMCHTOB

Bonpoc 8. OT 4ero 3aBHCHT COCTaB KOMILIEKTOB TPUMEHSEMBbIX CPEJICTB U IPOrpaMMHOTO
obecrieueHus?

l. OT KOHKPETHBIX YCJIOBHIL paOoThl annapara yrnpasjieHus ¢ JOKYMEHTaMH



w» oW

OT YKOHOMHYCCKHX BO3MOKHOCTEH peAnpHATHA
OT CTCIIEHHU [TOAI0TOBKH CIICTIHAJIHCTOB

OT TIPUPOJIHBIX YCIOBHH
OT peKJIaMBI

Borpoc 9. K TeXHHYeCKUM CPeJCTBAM COCTABJICHHUSA H H3TOTOBJICHHSI TEKCTOBBIX IOKYMCHTOB

OTHOCSTCS:

1. rexTorpauueckue 1 o)ceTHbIE MalIMHBI

o MHKPOQHUIBMBL U MUKPO(HIITH

3. HUIIYHIME MANTHHBI, THITYIIHE 1 OPraHU3alMOHHEIC aBTOMAThI
4. (asnblieBabHbIe, a7PeCOBABHEIC, MAPKUPOBAJIbHbIC MAIITHHEI
5. KOMIIBIOTEPHI H BBITHCIHUTEIBHBIC MAllIMHBI

Bonpoc 10. JlTokyMeHT, M3rOTOBJICHHBIH CPEICTBAMH BBIYHCIIMTEILHON TeXxHUKH (BT),
HCITOJIB3YECTCH Ha I1paBdx.

1. NOIMHHUKA
2. KOIWH
3. YEepPHOBHKA
4. nyGsrkara
i BBITTHCKH
Bonpocsl k 2Kk3ameny:
|. YTo Takoe JIOKYMCHT, C KAKO LEebI0 OH MOKET CO31aBaThesl?
& KakoBbI OCHOBHBIE NPU3HAKH KIACCH(PUKAIINH JJOKYMEHTOB?
3. YTo noHMMAaETes M0/ J0KYMEHTAIIMOHHBIM 00€CIICUCHUEM YIIpaBIeH s
4, B ueM cyTh cTaHapTH3anuK ¥ yHH(UKAIME 10KkyMeHToR? Kakue pazpabarbiBaioTes
CTaH1apThi?
5. Uem oTsmuaercs oopmiienne pekBH3nToB odiero 61anka ot Onanka nucema?
0. KakoBbl OCHOBHbIE PEKBH3UTLI, HCTOJIb3YeMbIe JUIs 0(OpMIICHHs IPUKa3a 1
pacriopspKeHHs!.
2 Kakue (popmbl IPOTOKOJIOB MOYKHO HCIIOIB30BATE B YIIPABJIEHYECKOH [eATCIBLHOCTH, B
yeM MX oTinyue?
8. VkaxuTe ocHoBHEIC TpeOOBaHUs K OOPMIICHHIO JI€JIOBOIO THCHMA.
9. Kakue KOMIIIEKCHI JOKYMEHTAIWK BKITIOYaeT B cebsl KajipoBas HHPOPMaIHOHHO-

JIOKYMEHTAllMOHHAs cucTeMa’?

10.
1l -

B uem ocobenHocTy opopMIIEH s IPUKA30B 110 IMYHOMY COCTaBy”?

Yt0 MoHUMaeTes MoJl Opranuzanueif 1okyMentoobopora?

12.Yro Takoe cXeMbl JIOKYMEHTO0O0POTA, 3a4eM OHH HYKHBI?

L3,

C Kkako# 1e/bi0 pazpabarbiBalOTCs HHCTPYKIMH 110 JICJIOTIPOU3BOICTBY, YTO B

HUX HEOOXOIUMO TIPEyCMOTPeTh?

14.

Yxkaxure TEXHOJIOTHYCCKYHO 1TOCJIe10BATCILHOCTE 3TAllOB paﬁoTbI C

BXOJAIIMMHA JIOKYMEHTAMH.

13

KakoBa mociie/ioBaTe/IbHOCTE OTiepaliiii 11pu paboTe ¢ BHYTPEHHUMU

JIOKyMeHTamHu ?

16.

C KaKoil 1eJIbIO IPOBOIHTCSA (POPMUPOBAHKE JIeJI, KAKHE IIPH 3TOM HEOOXOAUMO



cobmoaares Tpedboanus?

17.Uro Takoe HOMEHKIATYpa Jie]l, ¢ KaKOH MeJbio pa3padaThIBAIOTCA THIIOBLIC HOMEHKIIATY DI

nen?

18. Kakyro uu(opMaIiio cojepkiT HOMEHKIaTypa Jae?

19. YTo IOHUMAETCS MO IKCIEPTH30M IIEHHOCTH JJOKyMeHTa?
20. Kakue KpuTepuH HCHOJB3YIOTCS IPH OLEHKE TOKYMEHTOB?
21. Kak ocymecTnisieTcs npueM-nepesada el B apXuB?

22.Y910 Takoe KOH(UICHITHATBHBIA JOKYMEHT?

23. Kakue 0CHOBHBIE YIPO3BI BOSHUKAIOT IIPH padoTe ¢ KOH(PUAEHIHAIBHBIMH
JOKyMeHTaMu?
24, Viaxure 0cOOEHHOCTH BEJICHHS JIEIONPOU3BOACTBA, 00ECTIEUHBAIOIICTO YUYCT 1

COXPaHHOCTH KOH(PHUICHIHATBHONH HH(YOPMAIIHU U JOKYMEHTOB.
25.UTo MOHUMAETCs! 11071 3alMIIEHHBIM JOKYMEHTOODOPOTOM, 3a CHET YEro MOKET OBITh

obeciieuena ero samura?

CamocTosiTeJibHAs padoTa CTYAEHTOB:
CamocrosTenbHas padoTa 3aKIIouaeTcs B IPOBEICHUH CTYICHTAMK HHIHBUAYaIbHOIO
MCClICIOBAHUS.
TeMbl HHIMBHAYATLHOrO HCCIIE0BAHUS (CAMOCTOSATEILHON paboThI) CTYICHTOB.
JlokymMeHTHpOBaHHOE OBecTIeYeHHE yIpaBIICHHA TOCTHHHIIEH
JIoKyMEHTHpPOBaHHOE 0OECIICUCHHE YITPaBJIeH s 3aropoaHoi TypOasoi
JlokymeHTHpoBaHHOE o0ecIeueH e YIIpaBICHHs PeCTOPaHOM
JlokymeHTHpOBanHOE 0GecTieueHe ynpanjieHus TypprupMon
JlokyMeHTHPOBaHHOE 00eCcIIeUeHUE YIPABJIEH s aBTOTPAHCIIOPTHBIM IIPENPUATHEM
JlokyMeHTHpOBaHHOE 00ecIIeUeHHE YITPABICHUS My3€eM

O kD

TLaan HRAHBHAYAJBHOI0 HCCJIE10BAHHS.
Pasnen 1.Hopmartusio- 3akoHOaTeIBHBIC OCHOBBI JIOKYMEHTO000poTa AHAJIN3 JI0r0BOpa
MEIY TYPAreHTOM U TYPHCTOM.
OdopmiieHHE CTYACHTOM 0043aTCIBHBIX JOKYMEHTOB HCXO/S U3 TEMbl HHJIUBHIYaIbHOTO
HCCle/I0BaHuUA.

Paznen 2.CocrasiieHne JOKYMEHTOB B CEPBHCE H TYpHU3Me

CocTaBiieHHE CTYJEHTOM HCXOJIS U3 TEMbl HHJIMBHIyalIlbHOTO HCCIIE/I0BAHMS CIICIYIOLIUX THIIOB
}LOK}’NIeHTaHHﬁZ Oprafdmsal (MOHHas, paciiopsanTc/ibHasi., HI I(E}Up\l}ll 1 IIUIH!U—CIIP(!H(\‘HH!?I.
LOKVMCHTAILHSA 110 THUYITOMY COCTABY.

Pasjien 3. Texnomnorus paboTel ¢ JOKYMEHTaMH B CEPBUCE U TYPU3ME
[Ipe3eHTalus CTYACHTOM CHCTEMBI OPIANH3AIIAI MIEKTPOIHOI0 TOKYMEHT0000pOTa HCXOIS 3
TEeMbI HHIMBH/1yaJllbHOTO HCCIICA0BAHMS.

3ammTa cTy/1IeHTaMH MPE3CHTAIHH 110 TeMATHKE HI/IMBH/IYAJTBHOI0 HCCJIE10BAHMS
[IpesenTarys MOKET MPEICTABIATh COOOH COUCTAHUE TEKCTA, THIICPTEKCTOBBIX CChUIOK,
KOMITBIOTEPHON aHUMALMH, IpaQUKH, BUICO, MY3bIKH i 3BYKOBOIO psijla (HO He 00s3aTelIbHO BeE
BMeCTe), KOTOpbIE OPraHU30BaHbl B €JIMHYIO cpeay. Kpome Toro, ripeseHTaliis HMEET CIOKET,
ClIEHAPHI U CTPYKTYPY, OPraHU30BaAHHYIO JUls yI00HOTO BOCIPUATHS MH(OpMALIUH,
OTIHUUTENIEHOH 0COOEHHOCTBIO MPE3CHTAIUY SBJISIETCs €€ MHTEPAKTHBHOCTb. TO €CTh
co3JlaBaeMasl JUisl 0JIb30BaTelIs BO3MOMKHOCTD B3aMMOJIEHCTBHIS Yepe3 HIEMEHTDI YIIPABJICHHS.
BrIMoMHeHHe [IPE3CHTAIMH He SIBISETCS 0053aTelIbHbIM 2IEMEHTOM, PE/IOCTaBIISIETCS Ha BRIOOP



CTYJICHTY ¥ TIOJIOKHTEJIbHBIM 00pa3oM BIHMSAET Ha OlleHHBaHKUE paboOThI.

DOH/1 OLEHOYHEIX CPEJICTB JIIsl [IPOBEIEHHUS ATTECTAINN YPOBHS C(POPMHPOBAHHOCTH
KOMH@T@HHHF] 06}"{8.I-OU_IPIXCH 110 JUCHHIIINHE O(l)OpMHSIeTCH OT/JCJIbHBIM JOKYMEHTOM.

7. YYEBHO-METO/JUYECKOE U UHOOPMAIIMOHHOE OBECIIEYEHHUE
JIUCITUTIJINHBI

7.1. KuuroodecneuyeHHOCTE

HauMenoBanue nuteparypsl: aBTop, | [0 u3naHus KHUT'OOBECITEYHEHHOCTh
Ha3BaHHE, BU/l H3/IAHHA, KonuuecTBo Hanuune B
M3MIaTCIICTBO IK3EMIUISPOB 5JIEKTPOHHOI
H3/1aHui B 6udbanotexe Bal'y
ondIHoTCeKE
Bnal'Y B
COOTBETCTBUH C
dI'OC BO
1 2 3 4
OcHoBHag TUTEparypa

1. JlTapuonosa, Mapuna bapuesna.
J 23 [IpakTUKYM o
OpraHu3alMOHHOMY 0
JIOKYMEHTALHOHHOMY
o0ecrieyeHnIo JIESTEeIIbHOCTH
opraHuzanuu: yuyebHnoe nocodue /
M. b. Jlapuwonosa, H. E.
Cadponosuy. ExarepunOypr:
W3p-Bo Poc. roc. npod.-nea. yn-
Ta, 2019. 206 c¢. ISBN 978-5-
8050-0683-9

2019

http://elar.rsvpu.ru/

21llyBanosa, H. H. OcHoBol
JCNONPOU3BO/ICTBA. A3bIk
cityKeOHOro JIOKyMEHTA
yueOHUK M [PAKTUKYM  JUIs
aKaJieMudeckoro OakajiaBpuara /
H. H. llTysanosa, A. 1O. MBanosa
; nox obu. pex H. H
IllyBayioBOM. 2-e  U3L,
nepepab. u jgon. — M.
Mzpareascto [Opaiir, 2019. —
428 ¢. — (Cepust : bakauasp.
Axajiemuucckuii - kypc).  ISBN
978-5-534-10848-4

2019

https:/static.my-
shop.ru/product/pdf/3
54/3537611.pdf

3.I'ymuna, HM.A.
JlokymenTanonHoe — oOeclieycHue
yHpaBJICHHs B COIMAIBHO-
KYJILTYPHOM CEpBHCE M TypHU3ME !
yueb. nocodue M.A. I'ymuna, HA.
Baiinea. - M.. AJIb®A-M:
WUH®DPA-M, 2015. - 240 c.

2015

http://znanium.com/bo
okread?2.php?book=48
9737.




JlononHuTelIbHAS TUTEpaTypa

1 .beikosa, T. A. JlokymMeHTallMOHHOE
obecrieuenne YIpaBJIeHHs!
(JIEIONPOU3BOJICTBO) @ yueOHoe
nocobue g JUIA  CTYIEHTOB
BBICIIMX Y4eOHBIX 3aBejaeHuil. T. A.
beikoa, T. B. Kysuenora, JI. B.
Canxuna; noJipes. T. B.
Ky3nenogoii. - 2-e u3j., nepepad. u
nor. - Mockgpa ;: UHOPA-M, 2018. -
304 c¢. - (Briciiee oOpaszosaHue.
Bakanaspuar). [SBN978-5-16-
004805-5.

2018

https://znanium.com/c
atalog/document?pid=
942800

2. bynar P.E. JlokymeHTanunonsoe
obecrieueHue yIpaBJIeHU
[IePCOHAIOM: YyebHoe
nocooue/bynar P. E. - M.: HMII
UHOPA-M, 2015. - 234 c.: 60x90
1/16. - (Beiciiee oOpazoBanue:
Bakanaspuar) ISBN  978-5-16-
010318-1

2015

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

7.2. llepuoanyeckune U3Ianue
1. XKypnan «Jlenonpou3BoicTBO»
2. Kypnan «Cexperapckoe eI
3. "Kypuan «CripaBouHuK ceKperapsi 1 o(ic-MeHeIKepay
4. Kypnan «CripaBouHHK KaJIpOBHKa

7.3. UarepHeT-pecypebl

1. http://www.wttc.org — oduumanbuplii caiT BcemupHOro cosera IO IMyTEHIECTBUAM H

TYpU3MY.

2. http://www.world-tourism.org — oduiHaibHbIi caiit BceMUpHOH TYPHCTCKOH OpraHH3alny.

World Tourism Organization UNWTO

3. http://www.rata.ru— opunuaibHblii caliT Poccuiickoro coro3a TypHH/ly CTPHH.

4. http://minstm.gov.ru — oQuIMaIbHEIH caiiT MHHMCTEpPCTBA CIOPTA, TYPU3Ma H MOJIOICKHOH

NOJUTHKH PO

5. http://www.russiatourism.ru - opuIHaIBHBIA caiiT Me/lepanbHOro areHTCTBa M0 TYPU3MY

6. https://tonkosti.ru/ - IKuBasg OSHIHKIONE/HA JUIsl I1yTCUICCTBCHHHKOB: OIIMCAHMA  CTpaH,

KYpPOPTOB M OTEJIEH, OT3bIBbI TYPUCTOB

7. http://www.turist.rbe.ru - Tematuueckuit caiit PBK o Typusme

8. https://www.tourprom.ru/ HOBOCTH TYpH3Ma, TOPALIKE Typbl, OT3bIBEI 00 OTeNAX H

TypoIepaTopax, myTeBble 3aMeTKH TYPHCTOB, POTOOTUETHI O MY TEIIECTBUAX

9. https://www.atorus.ru/ Acconuaiys Typoneparopos Poccuu

10. http://vladimirtravel.ru/ Oduumanbaeii TypucTHacckuii moprai BiajuMupekoii odsiactu

KoMHTET 110 TYPH3MY a/IMHHUACTpALHK BriaguMupekoi 00macTu

11. http://www.ccotourism-russia.ru/ru/ - Acconuarus 5K0JIOTHIECKOro TypusMa

12. http://www.termika.ru/dou/enc/razd3/od2.html - Tepmuka: 0asza HaHHBIX  COJCPIKHUT
uH(OPMAIIHIO O  HOPMATHBHO-MeTOxMueckom  peryiuposanun  JIOY,  paspabotke
HOPMATHBILIX JIOKyMeHTOB 10 JIOY, JOKYMEHTHPOBAHWIO HH(POPMALMK K CO3IaHMH
JIOKYMCHTOB, OPraHH3allid W aBTOMATH3alMH J0KyMeHToobopoTa, odecieyennu padoThl ¢
KaJpoBOi JIOKYMCHTaIMell, OpraHu3alliy XpaHeHHs JOKYMEHTOB, O0OYUYCHHM OCHOBaM
JICJIONIPOU3BO/ICTRA.



13. www.gdm.ru - PerumonaneHas oOuiectBeHHass opranusauus "['mibjus  YTIpaBIsionux
JloxymenTanuei".

14. https://openedu.ru/course/spbstw/CLEWO/-  «Otkpbitoe o0pasosanne», Karanor Kypcos,
MOOK: «/Ienonpon3BocTBo ([lokyMeHTalnoHHOE 0DecneueHHe).

15.Uudopmanmontas npaBoBas cuctema «Koncyuprant [mocy

16.Mupopmanmonnas Cucrema «"apant

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE TUCIHHITIJIMHBI

,H.J'ISI peajin3aliu )laHHOILr‘I JIACITUITJIMHBI HMMEIOTCS CIICIIHaJIBHBIE ITOMELICHHA IS
MPOBEJICHNSA 3AHATHH JEKIMOHHOTO THIA, 3aHATHH NPaKTHUECKOro/1adopaTopHoro THITA,
FPYNTIOBBIX W MHIMBHJIYAIBHBIX KOHCYJBTAlMil, TEKYIIEr0 KOHTPOJsSl M IPOMEXKYTOUHOH
aTTecTallMM, a TaK)Ke IOMENIEeHHs JUIT CaMOCTOSITEIbHONH padoThl: ayauTOPHH, OCHAIllEHHBIC
MYJILTHME/ 1A 000pY10BaHHEeM, KOMIBIOTEPHBIE KIIACCHI C JOCTYIIOM B MHTEPHET, ayIMTOPHH
Oe3 crierl. 000pyI0BaHHUS.

[Tepeyens HCTIONB3YEMOTO JIMIEH3HOHHOTO TporpaMMHoro obecnevenus: Microsoft Office.
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