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1. HEJHA OCBOEHUA THUCITUITJINHBI

Ilens ocBOCHHS AMCIHILUIMHE! — OBJIaJCHHUE CTYJE€HTAMH TEOPETHYECKHMH 3HAHUAMHU U IIpaK-
THYeCKAMH HABBIKAMHU B paloTe ¢ JOKyMeHTaMH, HeoOXOMUMBIMHU Ui 3¢G¢EKTHBHOIO YIIPaBIEHMS
NPENIPHATHAMHE HHAYCTPUH CEPBHCA K TYypU3Ma.

3ajadH:

- H3ydeHUE U 3aKpeIlIeHHe TEOPETHYECKHEX OCHOB JOKYMEHTHPOBAHHOTO 00ECIIEUYe NS YIIpaB-
JICHUS,;

- ¢dopmupoBaHye CHCTEMATU3HPOBAHHBIX 3HAaHMY 00 YHHOHIMPOBAHHHIX CHCTEMAX JIOKY-
MEHTalHH;

- IOTyYeHHE NPAKTAIECKUX HABBIKOB IO TEXHOJIOTHH pabOTHI ¢ JOKYMEHTAMM Ha NpeNnprsd-
THH;

- IpEOOpeTeHNe HaBEIKOB 110 00padoTKe, aHANN3Y M COCTABIEHUIO JOKYMEHTOB B cepe cep-
BHCA H TYpH3Ma.

2. MECTO JUCIHUAILIAHBI B CTPYKTYPE OIIOII BO
Jucnummmaa «OCHOBBL AETONPOX3BOACTBA Ha HPENIPUATHAX chepsl YCAyr» OTHOCHTCS K 00s3a-
TeNbHOH YacTH yyeOHOro I1aHa, porpaMMBel GakanaBprata o HanpasieHuo 43.03.02 « Typusm»,

3. INTAHUPYEMBIE PE3YJIBTATBI OBYUEHMS 11O TUCIIMITIMHE

TInaaupyeMble pe3ynbTaThl 00YICHUS 110 UCHUIIIHEE, COOTHECEHHBIE ¢ IUIaHHPYEMBIMH pe-
syneTaTamu oceoerus OITOII (KoMIEeTeHIUAMHE H HHAMKATOPaMH JOCTHKEHHA KOMITETECHITHI).

DopMHUpyeMBIE KOMIIS- TInammpyemsie pe3ynsTatsl 00y4eHHA MO IUCIMILIMHE, B COOTRET- Hanmenosanue
TEHIHH CTBHH C HHIMKATOPOM JOCTIDKEHHS KOMIESTEHIHH OLIEHOYHOTO Cpel-
(Koz, colepkanHe KoM- | HHaukaTop IOCTIKEHHA Pesynnrarer 06yqeHMs o ARCLUUILTHHE CTBa
TIeTEHIIMH) KOMIETEHIIMH
YK-4 YK-4.3, 3HaeT: TecToBEIe EOIPOCEHL,

CriocofeH ocymecTs-
IATE ASNOBYK) KOMMY-
HHUKAILFIQ B YCTHOW U
mHCEMEHHOT dopmax
HA FOCYNApCTBEHHOM
A3bIKe Poccwifckoit Oe-
IEepaiy U MHOCTpaH-
HOM(BIX) A3bIKE(ax)

BnaneeT HaBHIKAMH CO-
CTaBJIEHHUA TEKCTOB Ha
rocyIapcTBEHHOM H POI-
HOM A3BIKAX, OIIbIT IICPC-
BOOA TEKCTOB € HHO~-
CTPaHHOTO A3LIKa Ba
pPOIHOH, OTBIT OOINEHUA
Ha rOCYAApCTBEHHOM U
HHOCTPaHHOM A3BIKaX

- 0COOEHHOCTH COCTABNEHHA TEKCTOB Ha
rOCYJapCTBEHHOM H POJIHOM A3BIKAX,
OTbITa OGMEHNA Ha FOCYAApPCTBEHHOM
A3EBIKE;

YmeeT:

- COCTABIIATH TEKCTHI Ha [OCYAAPCTBEHHOM
H POIHOM A3BIKaX, OOIIATECH HA POXHOM
AIBIKE;

Bnaneert:

- HaBbIKaMH COCTABIIEHHA TEKCTOB HA roc-
YIAPCTBEHHOM H POJHOM #3bIKAX, 0Dle-
HMA HA TOCYAAPCTBEHHOM f3BIKE.

[paxkTHKO — OpHEeH-
THPOBaHHBIC 3313~
HHA

TIK-1
Crocoben opranuso-
BeIBaTh paboTy UCTION-
HHTENIEH, TpHHAMATE
petueHue 06 opraHuza-
OHH TYPHACTCKOH Oes-
TENBHOCTH

MK-1.4.,
HMcnone3yeT KpHTEpHH,
NpaBHNA 1A IPUHATHA
YIpaBleHIeCKHX pele-

HHHA, JOKYMEHTHDPYET
YIPABIEHYECKHE peLIe-
HHA U o0ecriequBaeT Ac-
KYMEHTOODOPOT B COOT-

BETCTBHH C HOPMATHB~
HBIMH TpeGOBaHHAMH.

3naeT:

- ocobeHHOCTH obecnedeHus JOKYMEHTO-
000poTa B COOTBETCTBHH ¢ HOPMATHE-
HBIMH Tp&OOBAHHAMH;

YmMmeeT:

- obecnedHBaTh IOKYMEHTOOGOPOT B COOT-
BETCTBHH ¢ HOpPMATHUBHBIMH TpeGOBaHH-
AMI;

Brnaneer:

- HABBIKaMH 00SCNEHeHHA TOKYMEHTOO00-
pOTa B COOTBETCTEMH C HOPMAaTHBHEIMH
TpedoBanuAMH,

TecToBBIE BOTIPOCEL,
NPaKTAKO — OPHEH-
THPOBAHHBIE 3a7a-

HHA




4, ObBEM U CTPYKTYPA JTUCHUILTHHBI

TpynoeMKOCTh JUCIHILIHHEI COCTABILAET 5 3a4€THRIX ¢AnHAN, 180 gacos.

KonrakTHas paGota DopMEl
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1 2 3 4 5 6 7 8 9 10
Pazoen 1.
Hopmamugno - 3axoHe0ameRbHbIE
| | ocHoen doxkymenmoobopoma 6 12 5 5 14
Tema 1. HopMaTHBHO-ITPaBOBOE U ME-
Toouueckoe perynuposanue 10V 8
TYpH3ME
2 Tema 2. TIpasuna ohopMIEHHES J0KY- 6 3.4 9 2 5 14
MEHTOB B TYpH3IMe
Tema 3. Q6g3aTeIbHEIE IOKYMEHTEI B PeATHHI-KOH-
3 ) 6 5-6 2 2 2 14 TpOIb
cepBHCE H TYpHU3ME
Nel
Pazoen 2.
Cocmasgnenue 00KYMEHMOos 8 my-
4 | puzme 6 7-8 2 2 14
Tema 4. A3sIK cykeOHBIX NOKYMEH-
TOB
5 Tema 5. [lenoras nepenucka B Ty- 6 9-10 5 5 9 14
pH3Me
Tema 6. CocTaBnenne ¥ obopMIIEHHE PelTHH-KOH-
6 | DOKYMeHTaIMH I10 JOTOBOPHLIM 0D1- 6 11-12 2 2 2 14 TpOJb
3aTeABCTEAM B TYPH3ME Ne 2
Tema 7. CoctaBnenue 1 odopMiIeHHE
TYPHCTCKON NOKYMEHTaUMH: TEXHO-
7 | morvdeckas DIOKyMeHTalUMA 6 13-14 2 2 2 14
TYpPQHPMBI, IOKYMEHTALKA 00CITYKH-
BaHUA H [aKeT Typa
Pazden 3.
Texnonozust pabomui ¢ OOKYMEHMAMU
8 | e mypusme 6 15-16 2 2 14
Tema 8. Opranusanus 1OKyMEHTO-
obopoTa
o | Tema 9. OTBeTCTBEHHOCTS MepconaTa | 1718 | 2 2 5 E;g;:m-xon—
3d BEJIeHHUE JOKYMEHTALHH No 3
Bcero 3a 6 cemectp 6 144 18 I8 10 117 Sx3amed (27)
Hanmwmaue B aucunnune KIVKP -
Hroro no mucuumnnne 6 144 18 18 10 117 Jxzamen (27)




Copepikanne JIEKIHOHHBIX 3AHATHH 0 JHCHHILIHHE
Pazoden 1. Hopmamueno - 3axonodamensibie 0CHOGb 00KyMermoobopoma
Tema 1. HopmarnsHO-IpaBoBoe H MeToaR4ecKoe peryanpopanne JOY B TypH3Me
Cogepkanne JieKumM: YPOBHH YIIPaBICHMS B TypH3Me (PYKOBOIAWIMI, CTpaTerHYECKHi,
TAKTHYECKHIl M onepaTUBHBIHA). JlokyMeHTaIMs 3b(eKTHBHON CHCTEMBI MEHEIKMEHTEI TIPEATIPH-
THI cepBHACa H TYpH3Ma: IpaBoBasg JOKyMEHTal s, JOKYMEHTaIM 10 00eCeYeHHIO Ka9ecTBa, Op-
raHH3AIMOHHO-PACIIOPAIUTENNEHAS TOKYMEHTAINs, TOKYMEHTal|d 110 CTPaTerHyeckoMy ¥ onepa-
THBHOMY IUIaHHPOBAHWIO, METOANYECKas JOKYMEHTAINA, BHEIUHSL HOPMATHBHAS JOKYMEHTALINA,
BHYTPEHHSA HOPMAaTHBHaI NJOKYMEHTALHs, BHYTPEHHAS TEXHUYECKasd JOKYMEHTAIIHA.
HopMmaTtuBHEIE JOKYMEHTEL, PETrYIHPYIOLIHE JEIOIPOH3BOICTBO!
O rocynapcreenHoii Tajine: 3akoH P® o1 21.07.1993 Ne 5485-1 // C3PD. —1997. - Ne 41. - C. 8220-
8235.
O xommepueckoii Taitne: ®enepanbHelii 3akoH 0T 29.07.2004 Ne 98-D3 // C3 PO. — 2004, — Ne 32. —
Cr. 3283.
06 uadopmanny, FEGOPMAIMOHHEIX TEXHONOIUIX U 0 3a1nuTe rHGopMarmy : QenepanbHuIi 3aK0H
ot 27.07.2006 Ne 149-®@3 // C3 P®. —2006. — Ne 31 (Y. 1). — Cr. 3448.
06 ynopsaoYeHHH H3TOTOBIEHMS, HCIIONB30BAHMS, XPAHEHHS ¥ YHHYTOXKEHHS NevaTeil i 61aHKOB ¢
BocponseeaeHneM [ocynapcreenHoro repda Poccmiickoit ®enepauun: [locranosnenue {lpaeu-
TenseTBa PO 07 27.12.1995 Ne 1268 // C3 P®. - 1996. — Ne 2. - Cr. 123.
006 yteepxaenny llepeuHs THIIOBBIX apXHWBHBIX JOKYMEHTOB, 0Opa3ylOIIHXCS B HAYIHO-TEXHH'IE-
CKOH H OpPOM3BOACTBEHHON IeSTeNBHOCTH OpraHH3alMif, ¢ yKazaHHeM CpOKOB xpawenus: [Ipukas
MunkyasTypst Poccrn ot 31.07.2007 Ne 1182 // Bronnerers HOpMaTHBHEIX aKTOB (eZiepaTbHEIX Op-
TaHOB HCIONHUTENBHOM BracTh. — 2007. — Ne 46.
06 yrrepxnenun [lepeuns ceeneHuil KOHQHICHINANBHOrO XapakTepa : Yxa3 Ilpesunenra PO ot
06.03.1997 Ne 188 // C3 PD. — 1997. — Ne 10. - Cr. 1127.
06 yreepxaennu [lonoxenns o nopaaxe obpaieHus co ciryxedHol rHpOopMaIieil OTpaHHYeHHOTO
PacIpoCTpaHeHus B (helepanbHBIX OpraHax HCIIOMHUTENbHOH BiacTy: [locTanoBnenue [1paBuTens-
ctea P® o1 03.11.1994 Ne 1233 // C3 PD. —2005. — Ne 30 (. 2). — Cr. 3165.
00 yteepxaeHuH [IpaBUi JeNONPOH3BONCTRA B QeaepaNbHEIX OPraHax HCIIOMHATENIBEHOH BacTy:
nocranoBnenue [Ipasurensctea PO o1 15.06.2009 Ne 477 // PT". — 2009, — 24 mons.
06 yreepxuennu [IpagHn MOATOTOBKH HOPMAaTHBHAIX NPABOBEIX aKTOB (DeAEpalbHBIX OPraHOB HC-
IIONHUTENBHOH BIACTH H MX IoCynapcTBeHHOH peructpamuu: ITocranosnenwe [Ipapatenscrea PO ot
13.08.1997 Ne 1009 // C3 P®. — 1997. — Ne 33. — CT. 3895.
00 anexTpoHHOM udposoii noamiacH: PenepansHelt 3axol ot 10.01.2002 Ne 1-03 // C3 PD. —2002.
—Ne2.-Cr. 127.
['OCT 6.10.5-87. YHuduumporaHHbe CHCTEMbI JOKyMeHTalui. TpeGoBaHHA K IOCTPOSHHIO QopMy-
napa-obpasma. — M., 1998.
O6mepoccuiickrii KIaccuprKarop ynpaenendeckoit nokymerrauna OK 011-93. — M., 1995.
OTedecTBEHHBIE H MEXAYHAPOIHBIE CTAHIAPTH! HA JOKyYMeHTaui0. Oprags! ynpaBieHus HH-
JYCTPHH TYPH3Ma H T'OCTENPHAMCTEA M COOTBETCTBYIOINNE UM JOKYMEHTEL.
Tema 2. IIpaBuna opopMIeHHUT JOKYMEHTOB B TYpH3Me
Copep:xaHue JeKuHH: Y HUDHIHPOBAHHASA CHCTEMA NOKYMeHTaunH. TpeboBaHus K opopm-
JIeHHO NOKyMeHTOB. TpeboBanus k OnaHkaMm DOKyMeHTOB. [lonsTie u coctas pekBu3uToB. OdopM-
JIEHUE PEKBU3HTOB JOKYMEHTOB.
Tema 3. Ob6sa3aTebHbIE JOKYMEHTEI B CEPBHCE H TYPH3MeE
Conepxanne jgekuun: KiaccmbuKamus OpraHH3alHOHHO-PACIOPSIUTENBHEX JOKYMEH-
toB. Opranusanionyele NOKYMEHTE: YCTaB, YUPENUTENLHEIH NOroBOpP, INONOKEHHE, HHCTPYKIIH,
JOOIDKHOCTHAS HHCTPYKLHS. PacnopsaauTensHble JOKyMEHTEL: IPAKa3, pacliopshDkeHHe, YKa3aHue, pe-
IIICHUE, BEINACKA, TPOTOKON. CTPYKTypa TeKCTa JOKYMEHTOB, PEKBH3HTEL
Brner nadopMaIioHHO-CIIPAaBOYHEIX JOKYMEHTOB (2KT, CITyKe0Had 3alucKa, CIpapKa, CIik-
COK, NpelllIOKEHNe, 3aKI0YEeHHE, TepedeHs, 0030p, OTUET, CBOAKA U Jp.), CTPYKTYpa TEKCTa AOKY-
MEHTOB H PEKBH3HTEL



Pasoen 2. Cocmagnenue GOKyMeRmog 8 mypusme

Tema 4. 351K CTyKe0HBIX JOKYMEHTOB

CopepxaHne JeKOuH: SI3BIK H CTHIB CTYyXeOHBIX OOKYMEHTOB. OCOOEHHOCTH A3BIKA CIIy-
JKEOHBIX JOKYMEHTOB. YIIoTpeOleHHe NPOMICHEIX U CTpouHbIX OykB. EfnHO00pasie NPHHIINIOB A
bopmbI cokparmeHa. OdopMIIeHHE JaT ¥ YUceN B J0KyMeHTaxX. Mcmone3opanne B JOKyMeHTax: cob-
CTBEHHBIX MMEH, Ha3BaHWil [OCYJAPCTB, ANMUHHCTPATHBHO-TEPPUTOPHANBHEIX HAMMEHOBAHIIL.
OmubKy B TEKCTaX OPHUIHATBHBIX JOKYMEHTOR. PeJakTHpOBaHHE TEKCTOB.

Tema 5. enoBast nepenucka B TYpU3Me

Coaep:xanne Jexnun: OopMel genoBoi nepenucku. Knaccudukanua nenopeix macem. Tpe-
OOBaHKA K CTPYKTYpE TEKCT H OOPMIIEHHIO JENOBBIX [THCEM.

Tema 6. CocTaBieHne u odopMIeHHe TOKYMERTALMH 110 0T 0BOPHBIM
obA3aTeILCTBAM B TYpH3Me

Conepxxanue neknun: Knaccudukanus caenok. J[oropop: MOHATHE, BHIBI, YCIOBHS 3AKITIO-
YEeHHUS ¥ OCHOBAHUS JULL pacTopxeHusA. CylecTBEHHBIE ¥ UHEIE YCIOBHA JO0roBopa. JJoropop B cep-
BHUCE H TYpH3Me. BHIEI JOTOBOPOB B CEPBHCE M TyPH3ME: apeHd, IPOKAT, NepeBo3Ka MacCaXUpos,
BO3ME3/IHOE OKa3zaHHUe YCIIyT, IOpPYUEHHE, JOTOBOp KOMUCCHH, areHTCKUH J0roBop. TeXHOIOrns 3a-
KIOYEHHS IONOBOPOB ¢ KIIHEHTAMH H IapTHepaMH. TpeOOBaHHS K COCTABIIEHMIO JOrOBOPOB.

Tema 7. CocTaBienue H oopMIeHHE TYPHCTCKOH JOKYMEHTAITAH: TEXHOJOTAYECKAN
JAOKYMeHTAUNA TYPOUPMBI, JOKYMEHTALNA 00CTYXHBAHAS B NI2KET Typa

Conepxanne qexunn: Knaccnpukaunsa TypHcTCKol JOKYMEHTalHH. TeXHOIOrnYecKas 10~
KyMeHTanus TYpGHPMBI: TEXHOJIOTHYECKasd KapTa TYPHCTCKOrO IIYTEINeCTBUS, rpaduK 3arpy3KH Ty-
PHUCTCKOTO IPENpPHATHS IPYINAaMH TYPUCTOB HA ONPENENEHHOS BpeMdA, TYPHCTCKasA IIyTEBKa, HH-
(OpMalLMOHHBIA THCTOK K TyTEBKE, THCT OPOHHUPOBaHHA, IOT0BOD, IpadiK ABMKEHHS [0 MApPIIPYTY,
KapTa-CXeMa MapIupyTa, ONMUCAHUE TEXHONIOTHYECKHX 0COOEHHOCTE! Typa, IaMATKA IS TYPUCTOB,
CIIpaBOYHEIE MAaTePHAIEI 110 MapIIPYTY, Hpalic-TIHCT, KanbKy Iauus Typa 1 T.11. [Ipasuna cocranenus
H 0OPMITEHHS TeXHONOTHIECKOH TYPHCTCKOH HoKyMeHTaumy. JlokyMeHTanus o0cmyKapaaus (3a-
ABKa Ha GPOHMpPOBaHHE, IOATBEPKACHAE O IPHEMe, H3BSIIEHUE O 3ae3/ie TYPHCTOB, Bayuep, JTUCTOK
OTMETOK) H IakeT Typa: IIPaBuila COCTARICHNA H OdOpMIIEHHS.

Pazoen 3. Texnonozus pabomel ¢ OOKYMEHMAMU 8 MYPUMe

Tema 8. Opraamsanus 1oKyMeHT0060pOTA,

Conepxanne jgexnun: O6paboTKka BXOASINUX, HCXOIAMMX M BHYTPEHHHX JOKYMEHTOB.
IpranpIel perucTpanyi JOKYyMEHTOB Ha OpeAnpHATHE. KOHTpONb ¥ CpOKH HCIIOMHEHHA JOKYMEH-
T0B. Opranmsanns XpaHeHHA JOKyMeHTOB. CocTaBleHHe HOMEHKIATypsl Aen. DopmupoBamue u
otbopmierue gen. [lopsamok nepemady JOKYMEHTOB Ha XPaHEHHE B apXHB.

Tema 9. OTBETCTBEHROCTH IEPCOHANA 32 BeJleHHe NOKYMeHTAIHH

Cogep:xanue nexkmuu: CTpyKTypa KagpoBoH JOKyMeHTANUHA. [IepBHYUHbIC JOKYMEHTHI TPY-
noycTpoiicTea. PacnopsaaurensHad OKyMeHTaUUs 110 KaapaMm. JloroBopHas JOKyMEHTAIHA IO Kaj-
pam. Jlmyrnoe neno coTpyaHMKa oprannsauny. OpraHusanus XpaHeHus IMYHBX Jei. [lopaxox xpa-
HEHHSA JOKYMEHTOB B JIMYHOM Jlefe COTPyaHIKa. JJOKyMEeHTHpORaHNE IPOUeayD IPHEMa IPaskaal Ha
paboTy, nepeBoJa COTPYIHHKOB, IIOOMPEHN paboTHIKA, IPHMEHEHMS JHCIMIUIMHAPHOTO B3bICKa-
HES, YBOJLHEHAS paOOTHHKA.

Copeprxanne NpaKTHIeCKUX 3aHATHI 10 JHCIHILIHAE
Pasden 1. HopmamusHo - 3axoHo0amenshble 0CHOGbL QOKYyMeHmoobopoma
Tema 1. HopmaTnBHO-npaBoBoOe H MeTOARYECKOE peryanpopanne JIOY B rypusme
Dopma 3auAMUA — YCMHbLU ONPOC, ELINOAHEHUE NPAKIMUYECKO20 300AHUL.
Conep:xanne npakTuiecKkoro 3anaTuda 1. YEuuMposanHad cucTeMa JOKYMEHTAITHH.
PaGota ¢ HOpMATHBHOH NOKyMeHTamuel, IpodecCHOHATPHEIME CTRHIAPTAME HHIYCTPUH

TYpH3Ma H IOCTCHPHAMCTEa, JUCKYCCHA. OcHOBHEIE IIpaBHIa 0(i)OpM.TI€HH5I MAIMHHOIMHCHBIX TCK-
CTOB.



Tema 2. IlpaBuna opopmienus JOKYMEHTOB B TYPH3Me

Dopma 3auamus — yCMHBLI ONPOC, GbINOIHEHUE NPAKMUYECKO20 3a0aNUA.

Coaep:ranne npakrudeckoro 3anaTua 2. OpopMieHe peKBAUTOB JOKYMEHTOB.

CpaBHETEBHBIH aHATH3 OQOPMIEHHEIX JOKYMEHTOB, peKBH3HTEL Pabota ¢ CIIC Koncyns-
TaHT [lmoc.

Tema 3. Obsa3aTe/IbHBIE JOKYMEHTHI B CCPBHCE H TYPpH3IMe

Dopma 3aHAMUA — YCMHBI ONPOC, BbINONHEHUE NPAKMUYECKO20 3A0AHUL.

Conepkanne mpakTHyeckoro 3amsTus 3. OpraEM3alHOHHO-PACIOPAIUTENBHEE HOKY-
MCHTEI

CpaBHHTEIBHAS XaPaKTePHCTHKA OPTaHH3alHOHHO-PACIOPSAMTENBHON JOKYMEHTAIIMH B

TypdupmMe (3KcKypeHs).

Pasoen 2.Cocmasnenue doxymenmoe ¢ mypusme
Tema 4. SI3bIK CIyKeOHBIX JOKYMEHTOB
Dopma 3anamus — yCmHbIl ONPOC, BLINOTHEHUE RPAKMULECKO20 3A0aHUA.
Conepxanne npakruaeckoro 3aHarus 4 JJoroBop B CEpRUCE H TYPH3ME.
Brmmonnenne 3amanuit 0 pefaKTHPOBAHHUIO JOTOBOPOB.
Tema 5. JesoBasi nepenucka B TYypH3Me
Dopma 3aHAMUL — YCMHbLIL ONPOC, BLINOTHEHUE NPAKMUYECKO20 300AHUA.
Coaep:xanne NpakTHYeckoro 3auatus 5 leosas nepenucka
Brimonnenne sananuit mo paspaboTKe IeI0BBIX MECEM [UIS IPOBENCHHS PEKTAMHOTO TYpa,
paboTa ¢ 3MeKTPOHHON MoYTOH. O6NacTHOM TYPHCTCKO-HH(pOPMALHORHEL HeRTp (SKCKYPCH:).
Tema 6. CoctaBnenue n odopMiIeHHe TOKYMEHTALEH 10 JOFOBOPHBIM
o0s13aTEILCTBAM B TYPH3ME
Dopma 3aHAMUR — YCMHBLE ONPOC, BLINOIHEHUE NPAKMUYECKO20 300aHUA.
Conepkanne NPaKTHIECKOro 3aHATHA 6 TeXHONMOrHYeCKasd JOKYMEHTAS TyphHpME
IIPH OKa3aHHH TPAHCIOPTHBIX YCIIYT.
BrinoneeHne 3aaunii 0 peNakTHPOBAHMUIO JOKYMEHTOB, HEOOXOMMMBIX LT EPEBO3KH Je-
Tell. ATII (3kckypcus).
Tema 7. Cocrasienne n odopmileHHe TYPHCTCKOH JOKYMEHTALMH: TEXHOXOMMYecKas
JOKYMeHTanus TYpGHPMBI, AOKYMEHTANUS 00CTY;KHBAHHA A NIAKET Typa
Dopmq 3anAMUA — YCMHBLI ONPOC, BLINOAHEHUE NPAKMUYECKO20 3a0aHUA.
Conepxanne npakTudeckoro 3ausTHA 7. TeXHOIOIMYECKas JOKYMEHTAIMS TYPOUPMEL
IIPH TIPOJAXKE IYTEROK.
BenoHerne 3a5aHuii 1o penaKTHPOBAHHIO AOKYMEHTOB, HEOBXOMMMBIX 711 IPOJAXKH I1y-
TeBoK B JJOJI (3kckypeus).

Pasoen 3. Texnonozus pabomer ¢ doxymenmamu 6 mypusme
Tema 8. Oprannzagus 10KyMenrooGopora
Dopma 3aHAMUA — YCMHBLI ONPOC, BLINOTHEHUE NPAKIMUYECKO20 3A0aHUS,
Conep:xanue npakTuveckoro 3anaTus 8. TexHOIOrHYeckas AOKYMEHTAIHA TYPHHPMBI
IpH OOCIYXKHBAHHY KIHEHTA B [OCTHHHILE.
BrmosHeHne 3a1aHui N0 OATOTOBKE TOKYMEHTOR, HeOOXOMUMBIX AN OPOPMIEHHS Npo-
XHBaHUA HHOCTPAHHOTO KIIMCHTA B TOCTHHHIE. | ocTHHHNE (3KCKYPCHS).
Tema 9. OTBeTcTBEeHHOCTH MEPCOHANA 32 BEJEHHE AOKYMEeHTAIIHH
DPopma 3auamUL — YCMHbII ONPOC, BLINOTHEHUE NPAKMUYECKOZ0 3A0aHA.
Conepxanne npakTuzeckoro 3auaTus 9. Oprauusanys XpaHeHHs JOKYMEETOB.
Brionsenye 3a1ammi 10 NOATOTOBKE JOKYMEHTOB K XPAHEHMIO. ADXHB (3KCKYPCHS).



5. OOEHOYHBIE CPEJACTBA AJI TEKYIIEI'O KOHTPOJIA YCIIEBAEMOCTA,
IIPOMEKYTOUYHOM ATTECTAITHYM IO UTOTAM OCBOEHHUS TUCIUTLTAHE]
U YYEBHO-METOIMYECKOE OBECIIEYEHUE CAMOCTOATEJLHOU PABOTBI
CTYAEHTOB

5.1. Texymuii KOHTPOJIL yCIIeBA€MOCTH
Texymuii KOHTPOIJIb YCIIEBAEMOCTH [IPOBOAKTCA B GOpME PeHTHHT - KOHTPOISA TPH pasa B
ceMecTp. THNOBEIE TECTOBEIE 331aHuU JULL IIPOBEICHHS TEKYIIETO KORTPOIS PHBEICHEI HIXKE.

PelfiTuHr-konTpoas Ne 1
Bompoc 1. JloxkymerTanuorHoe obecnieuenue ynpaenenus (JJOVY) oxpaTeBaeT BOIPOCHL:

1. IOKYMEHTHPOBAHHS, OPraHu3aluy paboThl ¢ JOKYMEHTAME H CHCTEMATH3AIMIO apXHB-
HOTO XpaHEHHs JOKyMEHTOB

2. JOKYMEHTOBEAEHUS

3. JOKYMEHTOOGOPOTa H apXMBHOTO XpaHEHHA

4, CHCTEMATH3AIMH JOKYMEHTOB

5. JIOKYMEHTHPOBAHKS

Bompoc 2. HopMaTHBHEIH OKYMEHT, YCTaHABIHBAIOMUI equtble TpeOOBaHHA K NOKYMEHTHPOBA-
HHIO YIpaBlIeH4YeCKOH AeITENBHOCTH U OpraHu3anuy paboThl ¢ JOKYMEHTAMH:

1. Vendumupoparnas cucreMa qokymenTanun (Y CJ)
2. I'OCT

3. HHCTpYKIMS 0 ASTIONpPOU3BOICTRY

4, rcaoy

5.

JomKxHoCTHAY MHCTPYKIUA

Bompoc 3. YeMm pernaMeHTHpYeTCH AESATEIFHOCTE pAaGOTHHKOB cy 651 IOV
I'OCTom

HomxHoCTHON MHCTPYKIHEH

IIPHKA30M JHPEKTOpa

PEXHUMOM pabOThHI Ipe AIPUATHL

HI4eM

ok W=

Bompoc 4. urbopManni 0 COOLITHAX H SBICHHAX 00BEKTHBHOM JeHCTBUTEILHOCTH H MBICTHTE b~
HOM ISATEBHOCTH YeNIoBeKa, 3aQHKCHPOBaHHaA Ha MATEPHAIBHOM HOCUTENE ¢ PEKBH3HTAMH- 3TO
1 Joxyment

2 dbopmysip

3. O1aHK JOKyMEHTa

4 CHCTEMA JOKyMEHTAIHH

5 KOMIBIOTED

Bompoc 5. Kakue GyHKIHE JOKYMEHTA ABIIOTCA CHEI(DHIECKUMH:
KyIBTypHas, COLMANbHAA, HHPOPMAIHOHHAT
ynpagsieHdeckas, HHOOpMalHOHHad, IPaBoBad,
YIpaBiIeHYECKas, IPaBOBasi, HCTOPUYECKast

KyIBTYpHAas, HCTOPHYECKas, CONHATLHASL

HET CIelHpUIecKuX PyHKIAH

ornpoc¢ 6 JIeATEMPEOCT O CO3aHHIO TOKYMEHTOB HA3hIBACTCA:
JENONPOU3BOCTEC

— WO W



oW

TIOKYMEHT0000pOT
JOKYMEHTHPOBAHHC
CHCTEMA NOKYMCHTAHH
JOKYMEHTOTIOTOK

Bonpoc 7. Ycranoenenne exunoobpasns cocTaBa H GopM yNpaBleHIeCKHX AOKYMEHTOB, QUKCHpY-
IOIIAX OCYINECTRBIEHHE OJHOTHIIHEIX YIPABIeHISCKHX QYHKIMH 1 3324 Ha3bIBACTCA:

bl &

cragapTH3anueit
yHE(HKaLHEH
JOKyMeHTalueH
Kraccuukamuei
THNH3ALMER

Bompoc 8. Kakne Brap! O1aHKOB PeKOMEHIYIOTCS Ha NPeNIIPUITHR?

bl A

TOJBKO IJIs1 KOHKPETHOrO BUIA TOKYMEHTOB
JUIS BHYTPEHHEX HJOKYMEHTOB (00uImii)
J7IA BHEITHAX JOKYMEHTOB (IIHCEM)

Onank ciy:xebHOro NHCEMa, OIAHK I KOHKPETHOrO BHAA NOKYMEHTOB, 001wit OIaHK
HET YETKPX PEKOMEHIaruii

Bompoc 9. UeMm oTnmyaeTcs OlIaHK LIS BHYTPEHHHX JOKYMEHTOB OT OJIaHKa AJIs nicem?

e

Ha OnaHKe V1A MHCEM MEHBIIE PEKBH3UTOB
Ha GIaHKe JUIT mEceM OONblIe PEKBH3UTOB
HE OTJIHYAETCA HUYEM

PAcIIOIOXeHHEM PEKBH3HTOB

oTnHgaeTcs GopMaToM

Bomnpoc 10. Kakue dopMatsl OyMare UCIons3yroTcs s OankoB?

Al A

TONBKO A4
A4, AS, A3, A6
TOJMBKO AS
TONBKO A3
Abu Ad
PeiiTHHr-KOHTpOJaB Ne 2

Bompoc 1.Kaxoe pacnonoxenne peKBH3UTOB PEKOMEHIyeTCS A MHCEM?

il adi A

l.yrioBoe u ¢narosoe
MpPOAONBHOE H HEHTPOBAHHOE
yTI0BO€ H IPOJOJIBHOE
¢naroBoe 1 NEHTPOBAHHOE
MIPOJOIIBHOE H (pI1aroBoe

Bonpoc 2. Ha xakue 4acTy AeUTCS JOKYMEHT OpH ot opMIeHnn?

M N

3aroJIOBOYHYIO, OCHOBHYIO H 3aKIIOUHTEILHYIO
3ar0JIOBOYHYIO, OCHOBHYIO H 0OpPMILTIONIYIO
Hayano, CepeavHa U KOHEI

IIEPBYI0, BTOPYIO, TPETHIO
TEKCT Ha YacTH He JeIuTCA



Bompoc 3. ['e pacnonaraeTcs peKBH3HT «HAHMEHOBAHHE NPEIIPHATH)?
IIoCJie peKBH3HTA (<pCTHCI'paHHOHHBIfl HOMED JOKYMCHTA»

TI0] PeKBH3UTOM «3MONIeMa OpraHM3allfi HIIM TOBAPHEIHA 3HAK»
B OCHTPC BCPXHETO ITOJIA

B ohopMILIIOIEH YacTh

OO PEKBH3HUTOM «anpecary

P

Bonpoc 4. B xakix JOKyMeHTax yKa3bIBAIOT CIIPABOYHEIC NAHHEIC O NPEAIPHATHN?
BO BCEX

BO BHEUTHUX

BO BHYTpPEHHHX

B [IpHKa3ax 10 OCHOBHOH JAEATENBHOCTH

B pacOpsiIMTENBHBIX JOKYMEHTAX

el S e

Bompoc 5. KakuM criocoboM ciienyet odopMuTh 1aTy «20 oktabpa 2019 r» B 1enoBbX mHceMax?
20/10/00

20.10.00

20 oxta0ps 2000

2000.10.20

20.10.2000

otpoc 6. IluceMo, uMeroIree GUHAHCOBLIE U IOPHIUYECKHE TTOCNEACTBHA JOIDKHO OBITE. ..
MIOAIHCAHO JUPEKTOPOM, 1. OyXranTepoM, 3aBepeHo [eYaTho

3aBEPEHO N1E€YATEHI0

HOJIMCAHO JUPEKTOPOM H COTTIACOBAHO C IOPUCTOM

IOJIIMCAHO 1. ODyXTanTepoM, YTBEPHKASHO JUPEKTOPOM

NOJIUCAHO TUPEKTOp

NRWRD SO R W

Bompoc 7. UeMm dakc oTamyaercs oT mUcbMa 10 0dhopMIeHHo?
ABJIAETCA HE IIOUIMHHAKOM, a KOIHel ToKyMeHTa
COIEPKUT PsLIl TOTIOJHUTEIFHBIX PEKBA3HTOB
niegaTaeTcsa Ha Tenedaxce

He MOXKeT OBITh 3aBEpeH I1€9aThIO

BCE BEIIEIIEPEYHCICHHOE BEPHO

Al b i

Bompoc 8. B ueM ocHOBHEIE OTIHYHA NHCEM K 3apyOeKHBIM MapTaepam?

1. oyt rio 1 groiimy

2. OTCYTCTBHE IYHKTYallHH

3. opopmieHue ab3anep Oe3 abzallHOrO OTCTYIA
4. CIIOBECHO UPPOBOYH cIOCO0 HAMMCAHAA NaThI
5. BCE BBINIEIEPEURCICHHOE

Bompoc 9. Kakop cpok xpaHeHHs OENTOBLIX THCEM?

1. 1 Mecsan

2. 1ron

3. 3 roma

4. 5 net

5. HE XPaHaTcsa BooOIme



Bompoc 10. Ha kakom G:1anke odopmisgeTcs TenerpaMma?

1. Ha TenerpadHOM

2. Ha 00meM

3. I DHCEM

4, 1T IPHKA30B

5.  He ohopMmiAeTcs, T.K. Iepenaerca mo Telaehory

Pefirnar-konrpoas Ne 3.
Bompoc 1. Kak Ha3bIBaeTCS JOKYMEHT, GHKCHPYIOII COTTIAIIEHHE CTOPOH 00 YCTAHOBIECHHAH TPY-
JIOBBIX OTHOIIEHHH M peryIHPYIOUIHH HX?

TPYJOBasA KHIKKA

KOJEKC 3aKOHOB O TPYIe
IIpHKa3 10 JIHYHOMY COCTaBY
TPYAOBOM KOHTPAaKT (JIOTOBOP)
JOJDKHOCTHAS HHCTPYKIIHA

il S .

Bompoc 2. Kak XpaHATCA IPHKA3E] 110 JIHYHOMY COCTAaRY?

B JITYHOM J€J€ COTPYTHHKA

BMECTE C IPYTHMH KaIpOBEIMH AOKYMEHTAMHM
I'PYIIIAPYIOTCA B OTAENIBHOE A0

BBIIRKOTCS HA PYKH COTPYIHHUKY

BMECTe ¢ IIPUKA3aMU [0 OCHOBHOH JIedaTeNEHOCTH

kW=

Bonpoc 3. O 9eM IHIOTYT B JIMYHOM 3asBICHART

0 1IpHeMe Ha paboTy B YBOJIBHEHHH, 00 OTIYCKE
O CBOHX JINYHBIX ILIaHaX

00 ono3gaHuu

O BBINOJMHEHHH [IOPYIEHHS

00 OCHOBHEIX 3TallaxX XHU3HEHHOTO IIyTH

W Wb =

Bomnpoc 4. KoMy crenyer agpecoarh 3asBienye o npueMe Ha pabory?
CoOcTBReHHUKY IpeAIPHTHA

PYKOBOJHTEIIO IPERIPHITHS

Ha4aNbHUKY OTHela KaNpoR

L. Oyxranrepy

TOBapHINy no padoTe

et S

Bormpoc 5. Kako#t noxymenT Be06X0IHM UL IIONYy9EHHS 3apaboTHOMN MUIaTs! 3a 3a60eBIIEro Cy-
nipyra?

1. pacoucka

2. CBHIETENLCTBO O Opake

3. 3aABJICHUE U NACHOPT CYIpyTa

4. IIOBEPEHHOCTD

5. OOBACHUTENLHAS 3AMHCKA

Bomnpoc 6. Ing wero veoGxoauma apromarusanus JJOY?

1. Iuis NoBHIMeRn 3¢ dekTHBHOCTH TpyAa paGotHuKoB JIOVY, cokpaimenue TpynoszaTpar Ha
JOKYMEHTHPOBAHHE,

AL palTHOHANIH3AITHH ,E[OKYMGHT006OPOTa

10



. I 0CBOGOXIEHHS pabounX MecT

U OCBOBOKIEHUS CeKpeTaps OT BEICHUS IOKYMEHTANHA
. JUI YHHQHKAUKMA U COKpalleHHs KONHYECTBA JOKyMEHTOB
. HET H306XOI[HMOCTH B aBTOMATH3AIlHHA

Bomnpoc 7. Ha kakux sTanmax JOKYMEHTALMOHHOTO 00eCneYeH s YIPABICHU IPHMEHIIOTCA MeXa-
HHM3aIlHA H aBTOMATH3AIAA !

. HAa 9Talle pETACTPAUMH K IOMCKa JOKYMEHTOB

. Ha 3Tale 3KCIeIUIMOHHOH 00paboTKH.

. Ha [OArOTOBUTENLHOM 3Tale {CocTaBleHre, KOMMPOBAHKE, PA3MHOXEHHE JOKYMEHTOB)
. Ha 32KTIOYATEILHOM JTane (Iepenaya Ha apXABHOS XpaHEeHHE)

. Ha Bcex 3ranax o0paboTku JOKyMEHTOB

h B Wb —

’

Bonpoc 8. Ot 4ero 3aBUCHT COCTaB KOMILIEKTOB IIPHMEHAESMBIX CPEICTB H IPOrPaMMHOTO obecne-
YeHHA?

. OT KOHKPETHBIX YCJIOBHH paboThl anliapaTa yIpaBIeHHS ¢ JOKYMEHTaMH
. 0T KOHOMHYECKHX BO3MOXHOCTEH IIPEATPUITHA
OT CTENEHH NOATr0TOBKH CIIEIHAIHUCTOB

OT HIPHPONHEIX YCIIOBUH
. OT PEKJIaMBbl

G W

BOIIPOC 9. K TexHAYIESCKHM CpeacTBaM COCTABJICHHA H M3TOTOBJICHHA TEKCTOBEIX NOKYMECHTOB OTHO-
CATCA:

TeKTOorpaUuecKue 1 0(ceTHIE MaIHHBI

. MHAKPO(UIBEMEL H MEKPOGHIIH

IMIIYHIHE MAITHHE], MTHITYIIHE W OPraHH3al[MOHHEIE ABTOMATH
(anpeBaTbHbIE, aJPECOBATIBHEIE, MAPKHPOBAIBHEIE MAIITHHEL
KOMIIBIOTEPE! H BBIMHCIHTEILHEIC MAIHHEL

SR WD

Bonpoc 10. lokyMeHT, M3rOTOBICHHEIH CPENCTBAME BEIMUCIUTENbHON TeXHUKH (BT), Hemons3y-
€TCs Ha HpaBax:

1. HIOIJIHHHHKA
2. KOIHH

3. 9epHOBHKA
4, nyGiukara
3. BBINHCKA

5.2. IlpomexyTodHas aTTECTALES IO HTOTaM OCBOCHHUS NUCIIUILTHHE] — SK3aMCH.

Bonpocsl Kk 3K3ameny:
YTo Taxoe JOKYMEHT, ¢ KAKOH HEIBI0 OH MOXKET CO34ABATECA?
KakoBEI OCHOBHBIE IPH3HAKY KITACCH(DHKAIIMEA JOKYMEHTOB?
UTo NOHMMAETCA IO JOKYMEHTAMOHHEIM 00eCIIeUeHHEM YIIPABIEHH:A?

. B veMm CyTh cTanpapruianud 1 yHAGHKanuy zroxyMenToB? Kakne paspabaTsBaroTca
CTaHIapThI?

S

5. Uem oTmugaercs odhopMieHne peKBH3RTOR 00mero 61anka or O1anKa muchMa?
6. KakoBs! OCHOBHEBIE PEKBH3HTHI, HCHIOIB3YEMbIE 1Jist 0OPMITEHHS NPUKA3a H paclopsiKe-
HHA.

7. Kaxue GopMBI IPOTOKONIOB MOKHO HCIONE30BATH B YIIPABIECHYECKON JIEATEILHOCTH, B

11



geM AX OTiigue?

8. YKaxuTe OCHOBHEIE TpeOOBaHUA K O(OPMIIEHHIO OEJIOBOTO TTHCHMA.

9. Kakne KoMIIekcrl JOKyMEHTAllAY BKIIOYAeT B ce0d Kanposas HHGOPMALHOHHO-TOKY-
MEHTal[HOHHAas cucTeMa?

10. B uem ocobenrocTH 0¢OpMIEHHS IPUKA30B IO THIHOMY COCTABY?

11. Yro noHHMaeTcs o OpraHu3anueil JOKyMeHTo000poTa?

12. Yro Takoe cxeMEl JOKYMEHTOO0OPOTA, 3a4eM OHH HYXHEI?

13. C kakoi neneio pa3pabaTEBAIOTC HHCTPYKIHH II0 ASNOIPOH3BOACTBY, YTO B HUX
HEOOXOTAMO TIpeTyCMOTPETh?

14. VKaxuTe TEXHOJOTHYECKYIO [TOCIENOBATENRHOCTE ITANOB PaboThL ¢ BXOMAIIMMHU
JOKyMEHTaMU.

15. Kaxopa mocneaoBatenbHOCTS onepauuii Ipa paboTe ¢ BHYTPeHHIME JOKYMeH-
Tamu?

16. C xakoif uenero IpoBOANTCA GOPMHPOBAHHE Jel, KaKue IpH 3TOM HeoOXoIIMo

cobronats TpeGoBaHuA?
17.  Uro Takoe HOMEHKJIATYpa A€, C KaKoH NeNblo pa3pabaThiBalOTC THIOBbIE HOMEHKIIATYPBI
aen?

18. Kakyio nH(OpMALMIO COACPIKUT HOMEHKIATYpa Aei?

19. UTo moHMMaeTes Mo/ SKCIEPTH30H HEHHOCTH JOKYMEHTa?

20. Kaxue KpHTEpHH HCIIONB3YIOTCS IPH OIEHKE JOKYMEHTOR?

21. Kak ocymecTBisercsa npueM-nepenaya aei B apXus?

22. Uro Takoe KOHQUISHIHATLHEIN JOKYMEHT?

23. Kakue OCHOBHBIE YTPO3HI BOSHHKAIOT HpH paoTe ¢ KOHGHICHIMATEHLIMH JOKYMEH-
TaM#?

24. YxaxuTe 0COGEHROCTH BeJIeHHs JETONPON3BOICTRA, 00ECTIeYHBAIOIIETO YIET H CO-

XPaHHOCTEL KOHQHACHIHATHHOH HHGOPMALMK B JTOKYMEHTOB.
25.  Yro norMMaeTcs NOK 3aIIMINEHHEIM JOKYMEHT00G0POTOM, 3a CHET Hero MOXKeT GuITh 0bec-
neveHa ero 3amuTa?

5.3. CamocrosTeibHas padoTa o6yyawmerocs.

CamocTosTenbaas paboTa CTYNEHTOB O M3YUCHHIO MMCLMIUIEHEI BKTIOYACT CIICIYIOLIHE
BHIBI pa0OT: M3YYEHNE MATEPHANA, U3JI0KEHHOrO Ha NeKIMK; W3yIeHHe MAaTepHala, BbIHECEHHOTO
Ha NIPAKTHYECKHAE 3aHATHA; NOATOTOBKA K IIPAKTHYECKHMM 3aHATHAM, BEIIOIHEHUE HHANBHILYATLHOTO
3ananns (pedepaT), HOATOTOBKA IPE3EHTANMH JOKIAa.

CamocTosTeNnbHas BHEAYIUTOPHAA paboTa IO Kypey BKIIOYAET W3yUeHHe YIeBH0l H HayqHOM
JIUTEPATYPEL, HOBTOPEHHE JICKIHOHHOTO MAaTEPHaIa, IOATOTOBKY K IMPAKTHYECKHM 3aHATHAM, a TAKKE
K TEKyIEMy KOHTPOMIO ¥ IIPOMEXYTOYHOH arrectanuy. IlpakTideckre 3aHSTHSA NPERyCMaTPHBAKOT
COBEDIICHCTBOBAHHE HABBIKOB PAalOThl ¢ TMEPBOHCTOUHMKAMH, M3YUeHHS HPEIMETHOH CIEeNn(HKH
Kypca. Bompocsl, He paccMoTpeHHEIe Ha JEKIHAX B NPAKTHYECKHX 3AHATHSX, JOJDKHBI GbITh H3y9eHb!
fakallaBpaMH B XOIIE CaMOCTOSTeNbHOM paGoTsi. KoHTpoIs caMocTosTe MO paGoTh! Gakanaspos Hafl
y4eOHOH TporpaMMo# Kypca OCYLIECTBISETCA B XONE NPAKTHHECKMX 3aHATHI METOIOM YCTHOTO
OIpoca WM OTBETOB Ha BOIPOCH TeM. B xome camocTosTenbHOM paGoThl KaXIBIi cTyaeHT 06g3aH
HPOYMTATE OCHOBHYIO M IO BO3MOXKHOCTH JOTONHATEILHYIO TUTEPATypy 110 H3yuaemoit teMe. O6yda-
FOUMIMACH JO/DKEH TOTOBHTHCA K NPEACTOAMEMY TPAKTHYECKOMY 3aHSATHIO [0 BCEM, 0G03HAYESHHEM B
mporpamMMe BompocaM. He mposcHeHHEIe (TMCKYCCHOHHEBIE) B XOE CaMOCTOATENBHOH paboTH! BO-
IPOCEI CJIEAYET BBIHCATE B KOHCIIEKT JIEKIMHA M BIOCIIEICTBHY IPOSCHUTE MX HA NPAKTHYECKHX 3aHI-
THAX.

CamocroaTensaas paboTa BEINOMHAETCS CTYASHTOM 110 33JIAHHIO IPEIIOfaBaTeNs, Ho Ge3 ero
HENOCPEACTBEHHOIO YYACTHS.

Brunamu 3ananui juist BHeay IHTOPHOM CaMOCTOSTENBHON paGOThE CTYAEHTA BEICTYIIAIOT:

1719 OBJIafeHNs 3HAHNAMH:

- YTeHHe TekeTa (y4eOHUKa, TEPBOUCTOYHHKA, NOMOIHHTENLHOM TMTEPaTypPEI);
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- COCTaBIICHHE ILIaHa TEKCTa,

- KOHCTIEKTHPOBAHME TEKCTa;

- BBINACKH U3 TEKCTA;

- paboTa co CIOBapAMH U CIPABOYHUKAMH,

- yueOHO-HCccIeIoBaTebcKas padoTa;

- HCIIOJB30BAHUE KOMIBIOTEPHOM TeXHUKY U MHTepHETa U . IpH BHIIOTHEHHHE TBOPUECKUX
JOMaIIHHAX 3a0aguH.

JULA 33KPEIIEHNs i CHCTEMATH3AIIMY 3HAHHUI:

- paboTa ¢ KoHCcHeKTOM Jeknuii (06paboTKa TexcTa);

- NOBTOpHas paboTa Hax yyeGHBIM MaTepHaAoM (3NIEKTPOHHOIC YUeOHHKA, IEPBOUCTOUHMKA,
JIOTIONHUTENLHON TUTEPaTypEl);

- COCTaBJIeHHE [I/IaHa M TE€3UCOB OTBETA Ha BOIIPOCH IPOMEXKYTOYHOTO KOHTPOJIS;

- aganuTHIecKad 0OpaboTka TeKcTa (aHHOTHUPOBAHME, DELCH3MpOBamWe, pedepHpoBaHHE,
KOHCIEKT-aHAIHN3 B JIp.);

- NMOAroTOBKA COOOIICHUH Ha NMPaKTHYeCKOM 3aHATHH ¥ Jp. AN QOPMHPOBAHHA YMEHEHA K
HaBEIKOB;

- IOATOTOBKa COOOMennH 10 3aJaHHEIM TeMaM;

- PEIICHUE CHTYAlMOHHBIX (Ipo(ecCHOHANBHEIX ) 38 aHUEH;

IIpopaGoTka BOTIPOCOB, BHIHOCHMEIX H& CAMOCTOATENBHOE M3YYEHHE COCTOHT B H3YUEHHH,
KOHCIIEKTAPOBAHHH ¥ aHATH3e TUTEPATYPHBIX HCTOYHHKOB.

Meromudeckue peKOMEHJAUMH II0 CaMOCTOATENILHOMY H3YYEHHIO BONPOCOB TEM IHMCLM-
IUTHHBL:

1. Heo0xoauMo NpoYMTaTh TMTEpaTYPHbIE HCTOYHHKH, IIPOAHATH3HPOBATS KAYECTBO H II0J-
HOTY H3JI0XEHHA MATEPHAaN4 110 H3Yy4YaeMbIM BOIIPOCaM B JIHTEPATYPHBIX HCTOYHHMKAX.

2. PexoMeHIyeTCS MUCHMEHHO COCTABHTE CBOM BOIIPOCH! K TEKCTY (HE MeHee Tpex).

3. PexoMennyercs nath cOGCTBEHHEIE KOMMEHTAPHA NPOIATAHHOMY MaTepHaNy, apryMEHTa-
ITHIO CBOCH HHTEPIIPETALNH.

4. KOHTpONb BEIMONHEHHS BHEAYIHTOPHOM CaMOCTOSTENBHON paBoThI OCYINECTBIICTCA HA

NPaKTHYESCKAX 3AHATHIX, HHAMBMIYANBHEIX H TDYIIIOBEIX KOHCY/IBTAIMAX, 3aIMTE pedepara, 3a-
ere.

CamocTosiTeTbHag pabora ¢TyIeHTOR:
CamocTonrensHas paboTa 3aK/II092eTCs B MPOBEJEHHN CTYIEHTAMH HHIHBHIYAJILHOIO HC-
CJIe0OBAHHS,
TeMbl HRAHBEAY2ILHOIO HCCACXOBAHHUA (CAMOCTOSTENBHOM paboTEI) CTYIEHTOB.
JloKyMeHTHpOBaHHOE 00CCIIeUeHHE YIIPARICHH TOCTHHALCH
HNoxymeHTRpOBaHHOE ObeceueHre YIPaBIeH s 3aropoIHON Typ6asoii
JloKkyMeHTHpOBaHHOE O0ecIieueHHe YIPABIEHHUS PECTOPAHOM
JoxymeHTHpOBaHHOE 00ECIEUCHUE YIIPABICHHA TYPOHPMOH
HOKYMEHTHPOBAHHOE O0ECIICHEHHE YIPABICHHS aBTOTPAHCIIOPTHEIM IIPEIPHITHEM
HoxyMeRTHpOBaHHOE O0ECIICUEHHE YIIPABIEHHs My3eeM

A i h e

Ilnan undusudyansrozo uccnedosanus.
Pasoden 1. HopmamusHo - 3axonodamesvtble 0CHO8bL dOKYMeHmoobopoma AHATH3 OroBopa
MEXAY TYPareéHTOM H TYDHCTOM.

OlbOpMJ'IeHHe CTYACHTOM 00s13aTeILHbLIX JOKYMEHTOB HCXOLA H3 TeMEI HHAWBHAYAILHOI'O UCCIE/0-
BaHHA.

Pasoen 2.CocTapeHne TOKYMEHTOR B CEPBHCE H TYPH3ME

Cocrasnenue cTyIEHTOM HCXO[d U3 TEMBI MHAXBHAYATLHOTO MCCIENOBAHNS CEAYIOLINX THIIOB
DOKYMEHTAUHH: OPraHu3ANMOHHAS, PACTIOPSIMTE)IbHAL, THBOPMAIHOHHO-CIIPABOYHAS, JOKYMEHTA-
IIMst 110 JINYHOMY COCTABY.

Pa3zden 3. Texnonorus paboTH C JOKYMEHTAMH B CEPBHCE M TYPH3ME
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HPBSGHTB,HPU[ CTyACHTOM CHCTCMEI Oprafi3aliK 3JACKTPOHHOTO ,IIOKYMGHTOOﬁOpOTa HCX0O4d U3
TEME] HHOWBHYAILHOTO HCCIIEAOBAHMA.
3amuTa cTYJeHTaMM NPE3CHTANMH 110 TeMATHKEe HHAHBHIYAJIBLHOI0 HCCIEA0BARNS
ITpesenTaums MOKET PEACTABIATE cOGOM COYETaHHE TEKCTA, TMIEPTEKCTOBEIX CCEITOK, KOM-
NBIOTEPHON aHMMAnKH, TpadHKH, BUACO, MY3BIKH H 3BYKOBOTO psia (HO He 003aTeNbHO BCE BMe-
CTe), KOTOPbiE OPTaHM30BAHE! B €ARHYIO cpefly. KpoMe Toro, IpeseHTaIns HMEET CIOXET, CLEHApHit
H CTPYKTYpY, OPraHM30BaHHYIO WUIA yA00HOro pocpusTas rEdopManui. OTIHIHTENEHON 0cobeH-
HOCTBIO NIPE3CHTALINH SBNACTCA €€ HHTEPaKTUBHOCTE, TO €CTH CO3JaBaeMas UL [IOIE30BATENA BO3-
MOXHOCTE B3aUMOJIeHCTBHA Hepe3 NIEMEHTEHI YIIPABICHNA. Brmonaenue HNPE3CHTAIINH HC ABJICTCSA
00s3aTeBHBIM DIEMEHTOM, [PEAOCTABIIACTCS Ha BEIGOD CTYAEHTY U HOJIOXKHUTENBHEIM 06pa3oM BilH-
AeT Ha OUCHHWBaHHE paboThI.

Goug oneHouHbX Matepuanos (POM) 1 npoBeleHs aTTeCTallMH YPOBHA CGOPMHPOBaH-
HOCTH KOMIETeHIMH 00yJaroIiXcs 0 JUCIHILTHAE 0HOPMIIIeTCS OTAENBHEIM JOKYMEHTOM.
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6. YYEBHO-METOAMYECKOE H HHOOPMAITMOHHOE OBECIIEYEHUE

JUCHHHINHbBI
6.1. KaarooGecnesdeHHOCTE
HaumenoraHNe IATEPATYpEL: a8TOP, HAa3BAHHE, BAN H30aHMs, Topms- | KHUTOOBECIIEYUEHHOCTE
H3AATCILCTRO Sl I TPY— INEeKTPOHHOH GHO-
Jorexe By
OcHoBHas AHTEpaTypa
1. KysHenos, H. H. [lenonpouseoacTso: yueGHO-cnpaBouHoe mocodue / M. | 2020 https://znanium.com/catalog/pro
H. Ky3uenos. - 9-e u31., nepepab. — Mockea: Jlamkor u K, 2020. — 405 duct/1093496

c. - ISBN 978-5-394-03881-5. - TekcT: 3neKTPOHHEIIL

2. llenonponssoncteo: yuebmuk / T. A. Beikosa, JI. M. Banosa, 0. M. Ky- | 2021 https://znanium.com/catalog/pro
kapuna, J. B. CanxuHa ; nog o6m. pex. aou. T. A. BuikoBoit. — 4-e w31, duct/1014190
nepepa6. u non. — Mocksa: HHOPA-M, 2021. — 393 ¢. + Jlon. MaTepn-
bl [SneKTpoHHBIH pecype]. — (Bricmee oSpasosanue: Bakanaspuar). —
DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TekcT: 3neKTpoH-
HBIH,

3. Jlapuotosa, M. B. [IpakTukyM 0 OpraHU3alMOHHOMY M IOKYMeHTauu- | 2019 http://elar.rsvpu.rw/
OHHOMY 00eCIeYeHHIO IeATENLHOCTH OpraHusaluy: yseOHoe nocobue / M.
B. Jlapnonosa, M. E. Cadpososust. Exatepuntypr: H3n-o Poc. roc. npod.-
nen. yH-Ta, 2019, 206 c. ISBN 978-5-8050-0683-9

JononHutensHas aureparypa

1. lllyeanosa, H. H. OCHOBE! NenONpou3BoACTEA. SI3bIK CTyKeGHOrO Joky- | 2019 https://static.my-shop.ru/prod-
MEHTa : Y1eGHHK U MPaKTHKYM [1a aKafeMHYeckoro Gakamappnara / H. H. uct/pdf/354/3537611.pdf
Ulysanoga, A. YO, FiBasoea ; o 061w, pea. H. H. IlyBanosoi. — 2-e M3,
nepepab. v xon. — M. : Hanarensctso FOpatit, 2019. — 428 ¢. — (Cepus:
Bakanagp. AkazeMudeckuii kypc). ISBN 978-5-534-10848-4

2.beixosa, T, A. JIOKYMEHTALMOHHOE 06eCTIeueHHe YIPABICHHS (memompo- | 2018 https://znanium.com/catalog/do
H3BOICTBO): yq4e0HOe Moco6He WA CTYIEHTOB BBICITIX Y4eSHLIX 3aBeje- cument?pid=942800

Huii. T. A. Boikosa, T. B. Kyznenosa, JI. B. Cankuna; noapend. T. B. Kyz-
HELOBOH. - 2-¢ U311, nepepal. u Jor. - Mocksa: HHOPA-M, 2018. - 304 ¢,
- (Briciuee o6pazopakve. Bakanaspuar). ISBN978-5-16-004805-5.

6.2. Ilepnoguveckue H3NaHAS

1. Kypran «J{enonpousBoacTBO»

2. XKypran «Cexperapckoe neno»

3. Kypnan «CrpaBodsnk cexperaps u odHc-MeHemKepay
4, Kypraan «CrpaBoYHHK KaZpOBHKA»

6.3. Hnrepaer-pecypenl

. Oduunanpupit cafir BceMHpHOrO coBeTa 10 InyTellecTBHAM m Typusmy - URL:
http://www.wttc.org.

2. Odunpambupii caiit BeemupHoit Typuctekoit opranmsaums. World Tourism Organization UN-
WTO - URL: http://www.world-tourism.org.

3. Odunmansreni cait Poccuitckoro corosa TypuHAyCcTpHH - URL: http://www.rata.ru.

4. JXupasd SHIAKNONENUS A MYTEINECTBEHHUKOB: ONHCAHHS CTpaH, KypOPTOB H OTeNEH, OT3hIBH
Typuctos - URL: https://tonkosti.ry/.

5. Temarngeckuii caitr PBK o Typusme - URL: http://www.turist.rbe.ru.

6. Hosocty Typu3sma, ropsimue Typsl, OT3EIBH 06 OTEINAX I TYpONEpaTopax, NyTeBEIE 3aAMETKH TYpH-
CTOB, POTOOTYETSI O MyTemecTsrsx - URL: hitps://www.tourprom.ru.

7. Accounmamus Typoneparopos Poccuu - URL: https://www.atorus.ry/.

8. Odunuansuenit TypucTiiecknit nopran Bramumupckoii o6racts KoMuTer mo TYPU3MY aAMHUHH-
CTpannu Biagumupekoit o6nactu - URL: http://vladimirtravel /.

9. Tepmuka: 6a3a JaHHEIX COTEPXUT HHGOPMALIHIO O HOPMaTHBHO-METOAMIECKOM PEryIHPOBAHKH
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TIOY, paspaGoTke HOPMATHBHBIX JOKyMeHTOB 1o JIOY, I0KyMEHTHPOBAHHMIO HEQOPMAITHH H CO-
3[IAHMM JOKYMEHTOB, OpPTaHH3AINK ¥ aBTOMATH3AllHH JOKyMEHTO000poTa, obecneyeHnu paboThl
¢ KaZpoBoH JOKYMEHTaUueH, OpTaHHu3alMK XpaHEeHHS OKYMEHTOB, OOYYEHHH OCHOBaM JENO-
npomzsozactea - URL: http://www.termika.ru/dowenc/razd3/od2 html.

10. Pernonansuas o0mecTBeHHas opraqusauds «Cuipams Ynpasmmomux Joxymentanuneiy - URL:
http://www.gdm.ru.

11. CpaBousno-npagosas cicreMa «Korcynsrant Ilmroc» - URL: hitp://www.consultant.ru;

12. Caitr nayunoi 6ubmuorexu Bal'V - URL:http:/library.vlsu.ru/;

13. bubmorpaduyeckas u pedeparuBHas 0a3a MaHHBIX HAyIHBIX MyOnukauud Scopus -
URL:http://www.scopus.conv;

14. Basa JaHHBIX MEXIYHAPONHEIX MHIEKCOB Haydsoro wuraporanus Web of Science - URL:
webofscience.com.

7. MATEPUAJIBHO-TEXHHYECKOE OBECIIEYEHUE JUCHMILIUHBI

T peanu3aiyy JaHHOM TUCIUIUTHEBI MMEIOTCH CIENHATEHbBIC IOMEIIEHHS 11 IIPOBEACHHS
3aHATHI NEKIIMOHHOTO TUIIA, 3aHATHH OIPaKTHHECKOro/nabopaTopHOro THIA, KypCOBOIO IPOEKTHPO-
BaHUSA (BEINOJHEHHS KypCOBBIX PaboT), IPYNNOBEIX U HHAMBHIYATbHEIX KOHCYNBTALUM, TEKYIIET0
KOHTPOJIA M MPOMEXYTOUHOH aTTECTALWH, a TAKKE HOMEICHHS Ui CaMOCTOATENbHOH paboTsy:
ayIUTOPHH, OCHANEHHEIE MYILTH-MEAHa 000pYN0BAHAEM, KOMIIBIOTEPHEIE KIacCHl ¢ JOCTYIIOM B
HHTEPHET, ayAMTOPHUH O3 CHENHaTbEOr0 000pyI0BaHMS.

TlepedeHs UCMIONB3YEMOTO HIEH3HOHHOTO IporpaMMHoro obecneuenus: naker MS-Office,
Microsoft Windows, 7-Zip, AcrobatReader; CIIC «KorcynsranT [Imocy (HHCTATHPOBAHHEIH pecype
BnalV).

[IpumMedanue:

B COOTBETCTBHE ¢ HOPMATHBHO-IIPABOBEIMH AKTAMH IS HHBATHIOB M JIHII ¢ OTPaHHYECHHBIMH
BO3MOKHOCTSMH 3OPOBbSA IIPH HeOOXOIUMOCTH TECTHPOBAHHE MOMKET OLITH IIPOBENECHO TOIBKO B
KCEMEHHOR HIIH YCTHOI (opMe, a TaKixKe MOrYT OBITh HCIIONB30BAHE! IPYTHE MaTepHalsl KOHTPOIIS
KauecTBa 3HAHHI, IPEAYCMOTPEHHbIe padoueii mporpaMMo# HUCIHILIHHEL
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