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3amauu:

1. HEJIA OCBOEHHA JTUCITUILIJINHbI

Henes ocBOEHHS JUCLMIIHHE] — OBIAJCHHE CTYACHTaMH TEOPETHYECCKHMY 3HAHHSMH M IIPaK-
THYECKHMH HaBBIKaMH B paboTe ¢ JOKYMCHTaMH, HEOOXOIUMBIMHE 1A 3GPEKTHBHOTO YIIPABICHHA
[PEeANPUSTHIMH HHAYCTPHE CEPBICA H TyPH3MA.

- M3YYEHHE H 3aKPENNCHAC TEOPETUYCCKHX OCHOB NOKYMEHTHPOBEGHHOTO obecneucHAA Yiipae-

TIeHH;

-  (dopMuUpOBaHHE CHCTEMATH3HPOBAHHEIX 3HaHHH 00 yHHQHIHMPOBAHHBIX CHCTEMAX AOKY-

MCHTaUMH,

- TONYYEeHHEe IPAKTHYECKIX HABBIKOB II0 TEXHOJIOTHH paboThl ¢ IOKYMEHTaMH Ha IIpelIIpud-

THH,

- nprofpeTeHne HaBRIKOB N0 00paloTke, aHANTH3Y H COCTABICHHIO JOKYMEHTOB B cdepe cep-

BHCA H TYpU3Ma.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOII BO
Jimcnmrnnaa «OCHOBEL AETIONPOU3BOACTBA Ha NPEANPUATHIX ceps! YCIyr» OTHOCHTCA K 0bs3a-
TEJBHOM YaCcTH y4eOHOTO IIaHa, IporpaMMsl OaKanaspuaTa no HanpasiaeHuro 43.03.02 «Typusm».

3. IJIAHUPYEMBIE PE3VJILTATHI OBYUEHWS IO JUCIIHILIMHE

[InanupyeMbie pe3yabTarThl 00yJeHHS 10 JUCITHILIMEES, COOTHECEHHBIE ¢ ITIaHHPYEMBIMHE PE-
synpTaramu ocsoerus OTTOI (KoMIeTeHIHAMHA H HHINKATOPAMH JOCTIDKSHHS KOMIICTCHI]I).

QOopMHPYEMBIE KOMIIE- [inanupyeMble pe3yNbTaThl 00YYEHHA MO JHCUMIUTHEE, B COOTBETCTBHM C HaKMeHOBa-
TEHLHH HHIUKATOPOM JOCTIDKEHUS KOMISTEHIIHN HHE OLICHOY-
(xon, copepxanie kKoM- | MHAMKAaTOp DOCTHXKEHHA PesyanraTel 00YUEHHS MO THCIMTITHHEE HOI'O CPEACTBA
TISTEHLLHY ) KOMNETSHIHH
YK-4 YK-4.3. 3HaeT: TecToBEBIC BO-

CniocobeH ocymecTs-
JATh AENOBYHO KOMMY-
HHKaUHWK B YCTHOH H
NHCEMEHHOH popMax
Ha rocyJapcTBEHHOM
asbike Poccniickon Qe-
AepauMH U HHOCTpaH~
HOM(BIX) A3bIKe(aX)

BrnageeT HaBLIKaMH CO-
CTaBJEHH# TEKCTOR Ha
rocyJapCTeeHHOM H DOJ-
HOM A3blKaX, OIBIT [IEpe-
BOIA TEKCTOB ¢ HHO-
CTPAHHOTO A3bIKA Ha
POLHOH, OnbIT OGLIEHHS
Ha roCcyNapCTBEHHOM U
HHOCTPaAHHOM A3bIKaX

- 0cOGEHHOCTH COCTaBIeHNS TEKCTOB Ha TOCy-
JaPCTBEHHOM H POJHOM A3bIKaX, onbITa oblne-
HHA HA TOCYJAPCTBEHHOM A3BIKE,

Ymeer:

- COCTaBJIATE TEKCTHI HA [OCYAAPCTBEHHOM M
POIHOM A3bIKaX, 0010aTECA Ha POJHOM A3BIKE;
Baneet:

- HABBIK2MH COCTARJICHUR TEKCTOR HA rOCyap-
CTBEHHOM H POJHOM fA3bIKaX, 00IIEHNd Ha rocy-
IAPCTBEHHOM S3bIKE.

MpPOCHL, IIPaK-
THKO — ODHEH-
THPOBaHHEIE
3aJaHuA

OI1K-8 Cnocoben no-
HUMATE IIPMHLOUIIBL pa-
60TH COBPEMEHHBIX
HHPOPMALIMOHHBIX TEX-
HOJIOTHI U HCNOIR30-
BaTh WX AN pelIeHUd
3agay npodeccnoHanb-
HOH JesSTeNBbHOCTH

OIK 8.2. OcyluecTBaser
BBISOp COBPEMEHHBIX HH-
(hopMaLMOHHEIX TEXHO-
JIOTHH ¥ [IPOrpaMMHBIX
CPEeACTB NIPH PELUeHHH
3a/1a4 IPo(ecCHOHANb-
HOlt IeaTeIbHOCTH.

3naem:

— MeTOIBl H cnoco0bl NPHMEHEHMA HH(pOpMamd-
OHHO TexHONoru# Ana cbopa, xpaHeHus, olpa-
GOTKH, EPeACTARTIEHHA U [Iepefaii HHOOPMaLTUK
Vateem:

— obocHoBaTk 0TOOp HeoOXOmMMEIX HH(pOpPMa-
LIMOHHBIX TEXHONOTHI A1 pelIeHHA IOCTABNEH-
HBIX 3a/a4

Bnadeem:

— HaBBIKAMH TIPHMEHEHHSA CHICIMATA3HPOBAH-
HBIX MTAKETH! NPHKIANHBIX IporpaMM (Takmx
xak MS Excel u ap.) ana obpaborku pazmua-

HbIX BHIOB NaHHBIX H q)OpMHPOBaHHﬂ OTHCTOB

TecToBEIC BO-
IIpOCHI
[pakTuxo-
OPMEHTHDO-
BAHHOE 3a0a-
Hie

QOIIK 8.3. Cozpaér u 06-
pabarsiBaeT 3aImpock
IEKTPOHHBIX  CHCTEM,

3Snaem:

— METOJBI CO3/aHUs K 06pabOTKH 3aNpOCoB B
37eKTPOHHEIE GHONHOTEYHBIE CHCTEMBI, CTATH-
cTHHecKue 6a3bl JaHHBIX

TecToBEIE BO-
TIPOCEHL




CTATUCTHYECKMX 023 MaH-
HBIX

Yaeem:

— COCTARNATE K 00pabaThiBaTh 32MpoCs!
Braceem:

— H4BBIKAMM COCTABIIEHHMA SNMEKTPOEHBIX IOKY-
MEHTOB

[TpaxTHKO-
OpHEHTHpO-
BaHHQE 3a1a-
HHE

TecToBBIE BO-

IMK-1 MK-1.4. 3HaeT:
CrnocobeH oprasuso- Hcmons3yer KpUTEPHH, | - ocofeHHOCTH obecnedenna NOKyMeHTo000- MPOCHL, Npak-
BBIBaTh pabOTy UCAO- | [PaBuna IIg IPHHATHA | POTA B COOTBETCTBHH ¢ HOPMATHBHBIMM Tpebo- | THKO — OPHEH-
HUTeneH, TPHHHMATL YIPABNCHYSCKHX pelie- | BAHHAMH, THPOBaHHLIE
pelieHHe o0 opranuza- HUMH, NOKYMEHTHDPYET Vmeer: 3afaHus
UMH TYpHCTCKOH nes- yNpaBieHYecKye pere- | - oGecIenBaTh JOKyMeHTo000pOT B COOTBET-
TENBHOCTH HUA H 06ECTIeHBAET T0- | CTBHH ¢ HOPMaTHBHBIMK TpeDOBaHHAMM;
KyMeHTo000poT B cooT- | Braneer:
BETCTBHH C HODMATHB- | - HaBLIKAaMHU 0OECTIEYeHHA JOKYMEHTO000pOTa B
HbIMH TPeGOBaHHAMH. | COOTBETCTBMH C HOPMaTHBHBIMH TpeboBaHH-
SIMH,
4. OBFBEM U CTPYKTYPA JUCITUILJIHHBI
pr,I[OCMKOCTI:- JUCIHHIIIHUHBI COCTaBIICT 5 3a4eTHRIX COIHHNAL, 180 gacos.
Konrakraan pabora ®opME
o0yqaommuxcs Tekymero
-4 ¢ MEAArOrHYECKUM 5 KOHTPOJIA
N 5 palOoTHREOM 4 YCTIEBAEMOCTH,
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Pazoen 1.
Hopmamuaro - 3aKOHO0AMENbHbLE OCHOGYL
[ | dorymenmoobopoma 6 12 2 2 14
Tema 1. HopMaTURHO-TIpaBOBOE H METOIU-
yeckoe peryaupoeanmne JJOV B Typusme
Tema 2. [Ipasuna oGpopMAEeHUS JOKYMEH-
2 P bop Aoky 6|34 | 2| 2 2 | 14
TOB B TYPH3ME
Tema 3. OGg3aTentHLe JOKYMERTLH B Cep- PeHTHHT-KOH-
3 6 5-6 2 2 2 14 | Tpons
BHCE M TYPU3ME Ne 1
Pazden 2.
4 | Cocmasnenue JOKYMEHMO8 6 MYPUIME 6 7-8 2 2 14
Tema 4. A3tk cnymeOHBIX JOKYMEHTOR
5 | Tema 5. /lenosas nepenucka B Typu3Me 6 | 9-10 2 2 2 14
Tema 6. Cocrasnenne u odopmieHue 0= PeiiTrHr-KOH-
6 | KYMEHTallMK NO NOrOBOPHBIM 003 TEINb- 6 | 11-12 | 2 2 2 14 | Tpoms
CTBaM B TYPH3MeE Ne2
Tema 7. CoctaBieHue B OQOPMICHHUE TY-
MCTCKOH JOKYMEHTALUHH: TEXHOIOMHYe-
7 |P HOKyMEHTALH 6 11314 2 | 2 2 | 14
cKad AOKYMEHTaUUd TYp(PUPMEL, IOKYMEH-
Talya ofcnyKKBaHUA M TIAKET Typa
Pazoen 3.
Texnonozus pabomol ¢ QOKYMeHmMamy 8
8 P s 6 | 1516 2 | 2 14
mypusme
Tema 8. Opranusatuug AoKyMeHTo000pOTa
T PeiiTHHr-KOH-
eMa 9. OTBETCTBEHHOCTE NMEPCOHANA 33
9 6 [ 17-18 | 2 2 5 | Tpoms
BelenHe JOKYMEHTalUHH No 3
Bcero 32 6 cemecTp 6 | 144 | 18 | 18 10 | 117 Oxsamen (27)
Hanuuue g aucuumuae KIT/KP -
Hrore no pucumninnze 6 144 18 18 10 117 OksameH (27)




Conep:kanne JeKIHOHHBIX 3AHATHHA 110 AHCIMIUIHHE
Pazden 1. Hopmamueno - 3axonodamenvibie 0CHO8bL 00KYyMermoobopoma
Tema 1. HopmaTHBHO-IDaBOBOe H MeToAn4eckoe perynaposanue JJOY B Typusme
Copeprxande JleKIIMH: YPOBHY YIIPABIEHHUS B TYPU3ME (PYKOBOASINHIMA, CTPATErHIECKHI,
TAaKTH4ICCKUH U onepaTUBHBMNL). JlokymMeHTanud 3¢ (heKTHBHOM CUCTEMBI MEHEPKMEHTEI IPE/ITpPHsi-
THH CepBHCa M TypH3Ma: IIpaBoBas JOKYMEHTAIMs, JOKYMEHTAIMA 110 00ecIiedeHHo KauecTsa, op-
TaHM3al[HOHHO-PACOPAARTENbHAN NOKYMEHTAIMS, JOKYMEHTAIUA 10 CTPATETHYSCKOMY H OIepa-
THUBHOMY IUIAHHPOBAHUIO, METOAMYECKA JOKYMEHTAIHs, BHEINHAS HOPMaTUBHAL JOKyMEHTAITHS,
BHYTPEHHsA HOPMaTHBHAA JOKYMEHTAUHS, BHYTPEHHAA TEXHAYMECKAA JOKYMEHTAIIMA.
HopMaTtuBHBIE JNOKYMEHTBI, PETYIUPYIOIHUE AEIOIPOR3BOICTBRO:
O rocynapcreerHOIH TaitHe: 3akoH PO o1 21.07.1993 Ne 5485-1 // C3P®. —1997. - Ne 41. - C. 8220
8235.
O xoMmMepueckoif Taiine: PenepanbHbDi 3aK0H 0T 29.07.2004 Ne 98-03 // C3 PD. —2004. — Ne 32, -
Cr. 3283.
06 rrdopManuy, THOOPMAIIMOHHEIX TEXHONOTHAX U 0 3anmTe nadopmanmy : OeaepanbHblii 3aK0H
oT 27.07.2006 Ne 149-@3 // C3 PO. —2006. — Ne 31 (4. 1). — Cr. 3448.
00 ynopaAoueHHH H3TOTOBNEHAS, MCIIOJIB30BAHMS, XpaHEHHSA ¥ YHUYTOKEHHS IedaTell H 6IIaHKOB ¢
BOCIpom3BeneHHeM ['ocymapcersennoro repba Poccuiickoit ®enepanun: [Tocranoenenne Ilpasu-
TenseTBa PO o1 27.12.1995 Ne 1268 // C3 PO. —1996. —Ne 2. — Cr. 123.
06 yreepxmennn Ilepeyns THNOBBIX apXHBHLIX IOKYMEHTOB, 0Opa3yIOMMXCS B HaydHO-TEXHHUYE-
CKOH M NIPOH3BOJCTBEHHOH AeATEILHOCTH OPraHM3aldi, ¢ YKasaHHeM CPOKOB XpaHeHHs: IIpukas
MuEkybTypE Poccnu o1 31.07.2007 Ne 1182 // BromneTeH: HOPMAaTHBHBIX 2KTOB (efepaibHEIX Op-
raHOB HCIIONHUTENBHON Bi1acTH. — 2007. — Ne 46.
O6 yreepxaenuu Ilepeuns cpenenuii koHGUISHIHANLHOTO XapakTepa : Yxas [Ipesunenta PO ot
06.03.1997 Ne 188 // C3 PD. — 1997. — Ne 10. - CT. 1127.
06 yteepaennu [Tonoxenns 0 mopaaKe o0palleHus co CIyxebHoM uHdopMannel OrpaHHIEHHOro
pacnpocTpaHeHus B GeflepanbHLIX OpraHax HCIIOMHHTENBHOM Blacty: [loctanosnende [IpaBuTeis-
ctea PD or 03.11.1994 Ne 1233 // C3 PD. —2005. — Ne 30 (Y. 2). — Cr. 3165.
06 yrsepxzaenun [IpaBun Aenonmpon3BOACTEa B heACPATBHEIX OPraHaX HCIONHATEILHON BIACTH:
nocraHoBieHHe Ilpasutenscta PO o1 15.06.2009 Ne 477 // PT". — 2009, — 24 nroHs.
06 yrsepxnenuy [IpaBri HOATOTOBKH HOPMATHBHBIX IIPABOBIX AKTOR (heIepalbHEIX OpTraHOB HC-
IIOJIHMTEIBHOH BIIACTH W MX FOCYAapCTBEHHOM perucTpaunu: [loctanosrenue [Ipasurensctea PO ot
13.08.1997 Ne 1009 // C3 P®. — 1997. — Ne 33. — Cr. 3895.
O6 snexTporHoi mubpoBoit noxmucy: Gegepansabi 3akon ot 10.01.2002 Ne 1-03 // C3 P®. —2002.
—Ne2.-Cr. 127.
I'OCT 6.10.5-87. Y ERGHUIHpPOBAHHEIE CHCTEMEI JOKyMeHTauud. TpeGoBaHus K HOCTPOSHHIO PopMy-
nspa-obpazua. — M., 1998.
Obmepoccuiickuii KnaccubuKaTop ynpaeneHuecko noxymerTamuy OK 011-93. — M., 1995,
OreqecTBeHHBIE H MEXXIYHAPOTHEIC CTAHAAPTHI Ha JOKYMeHTauuro. Oprasb! yIpasiIeHHs AH-
AYCTPHUHA TYPH3Ma M TOCTENPHEMCTBA H COOTBETCTBYIOIIHE UM JOKYMEHTEL
Tema 2. Hpasuia ogopmiicHEA TOKYMEHTOB B TypH3IMe
Copepixanue ieknuna: YHH(DAUHPOBAHHAS CHCTeMa ToKyMeHTauuu. Tpe6opanus K ohopmM-
NEeHMIO JOKyMeHToB. TpeboBanus k GnaHkam 1oKyMeHTOB. [lonsatue u cocras pexsusutos, OpopM-
JICHHE PEKBH3UTOB NOKYMEHTOB.
Tema 3. OGa3aTenbHbIE XOKYMEHTHI B CEPBHCE H TYPH3Me
Conepxanne Jexkuun: Krnaccudukanms opraHu3alioOHHO-PACIOPSIHTENLHIX JOKYMEH-
TOB. OpraHM3alMOHHEIE JOKYMEHTHI YCTaB, yYpEANTENbHEIA JOTOBOP, HONOMKEHHE, HHCTPYKIA,
AOJDKHOCTHAs HECTPYKIHS. PaciopsanurenbHble JOKYMEHTEL: IPHKA3, PACIIOPSIKEHHE, YKA3aHHE, pe-
IIEHHE, BEIMUCKA, MPOTOKOI. CTPYKTypa TeKCTa JOKYMEHTOB, PEKBH3UTELL
Bunr! nHGOpMaMOHHO-CIIPAROUHBIX JOKYMEHTOB (KT, CIly KeGHas 3a1IHCKa, CTIpaBKa, CIIH-
COK, TIPeUIOKEHHE, 3AK/IIOYCHHIE, IepeueHb, 0030p, 0TIET, CBOJKA ¥ Ip.), CTPYKTYpa TEKCTa JOKy-
MEHTOB H PEKBH3HTEI.



Pazoen 2. Cocmasienue 0OKyMeHmos 6 mypume

Tema 4. A3pIK ¢.IyXKeOHLIX JOKYMEHTOB

Copepxanne TeKOHAH: S3HIK H CTHIG CIIy:KeOHBIX TOKyMeHTOB. OcOOEHHOCTH SA3EIKA CITy-
*eOHBIX JOKYMEHTOB. YorpebneHue MPONUCHBIX U CTPOYHEIX OykB. EqunHo00pasue NpHHINIIOB U
(popmeI cokpamerus. OgopMIIeRre AaT U YUCEN B JOKyMEHTaX. YIcmons30Banye B JOKyMEHTaX: c00-
CTBEHHBIX HMEH, Ha3BaHHH TOCYNApCTB, AJIMHUHHUCTPATHBHO-TEPPHTOPHANBHBEIX HAMMEHOBAHHIL.
Omubxy B TeKcTax OQHLMANBHLIX JOKYMEHTOB, PeIakTUpOBaHUE TEKCTOB.

Tema 5. [lestoBas nepenucka B TypH3Me

Copepxxanne dexmun: @opme! nenoeoit nepemicku. Kimaccngukauns genoBsix nuceM. Tpe-
OoBaHHSA K CTPYKTYpE TEKCTa ¥ O(hOPMIICHHIO JENIOBBIX IIACEM.

Tema 6. CocrapieHue H oGopMIeHAE NOKYMEHTANUM 10 JOrOBOPHBIM
00s3aTeILCTBAM B TYpH3IMeE

Conep:ranne Jeknuu: Knaccudukamys caenok. Jlorosop: NOHATHE, BHABL, YCIOBHS 3aKII0-
YeHWA ¥ OCHOBAaHHA 1A pacTopkeHus. CylecTBeHHBIE H HHEIE YCIOBHS JOroBopa. JJoroBop B cep-
BHCE M TypH3Me. BHIBI JOrOBODOB B CEPBHCE H TYPH3ME: apeHa, IPOKaT, NEPEBO3Ka acCaXKHPOB,
BO3ME3AHOE OKa3aHHE YCIIYT, HOpYUeHye, TOTOBOP KOMUCCHY, areHTCKHIH A0TOROP. TeXHOMIOTHS 3a-
KIOYEHH JOTOBOPOB ¢ KIBIEHTaMM M apTHepamMy. TpeOoBaHHI K COCTABIEHHIO JOrOBOPOB.

Tema 7. CocraBnenne H odopMiIcHHEe TYPHCTCKOH JOKYMEHTAIMH: TEXHONOIHYeCKas
JOKYMERTANUS TypPUPMBI, AOKYMEHTANNSA 00CTyKUBAHHS H NAKeT Typa

Conepxanne nexnun: Knaccnduxrauus Typucrekoii JoKyMeHTaluH. TexXHOMOrE9ecKas 10-
KYMEHTAOHs TypQHPMEL: TEXHOJIOTHYECKas] KapTa TYPHCTCKOTO IYTeMECTRHIA, rpaduK 3arpy3KH Ty-
PHUCTCKOIQ NIPEANPHATHS IPYNIAMH TYPHCTOB Ha ONpPEIENCHHOE BPEMs,, TYPHCTCKAS ITYTEBKA, HH-
bopMaMORHELT THCTOK K IYTEBKE, THCT OPOHAPOBAHNU, IOT0BOD, T'padyuK JBHKEHHS II0 MAPHIPYTY,
KapTa-CXeMa MapIupyTa, ONMCAHNE TEXHONIOTHYECKUX 0CODEHHOCTeH Typa, NaMATKa /IS TYPHUCTOB,
CIpaBOYHEIC MaTepHANL! [10 MAPIIPYTY, Ipaic-THCT, KaTbKYJLANNUS Typa K T.11. [Ipasnia cocTasaeHud
1 0opMIIEHHA TEXHONOTHYECKOH TYPHCTCKOH NoKyMeHTaunu. JJoKyMeHTalusa o6cIyxuBanus (3a-
ABKa Ha OPOHUPOBAHHME, MOATBEPXKACHHE O IIpUEMe, H3BEIIeHHE O 3ae3Je TYPHCTOB, BayJep, IUCTOK
OTMETOK) H MaKET Typa: NIPaBHJIa COCTABIEHHS ¥ O()OPMIICHHA.

Pasoen 3. Texnonozua pabomel ¢ OKyMeHmamu & mypusme

Tema 8. Opranmszanns gokymenTooGopora.

Comep:ranme nexumu: O6paGoTka BXOMAIMX, UCXOASIMX H BHYTPEHHHX IOKYMEHTOB.
[[pUHIMANET pETACTpalME JOKYMEHTOB Ha NPEANpUATHH. KOHTPOb B CPOKH HCIIONHERHS JOKYMEH-
T0B. Opranmsanus XpaHeHHd NO0KyMeHTOB. CocTaBeHHMEe HOMEHKIATYpHI Aei. ®opMupoBaHHe U
otopmienue nen. [Topsanok nepenayy JOKYMEHTOB Ha XPaHEHHE B apXHB.

Tema 9, OTBeTCTBEHHOCTE NEPCOHANA 32 BeJeHHE JOKYMEHTallH

Coaepsxanue nexunu: CTpyKTypa KaJpoBoil JOKyMeHTanny. [IepBUYAbIE JOKYMEHTEI TPY-
aoycTpoicTsa. PacnopanurensHas JOKyMEHTalus 10 KagpaM. JIoroBopHAsS JOKYMEHTANNS [0 Kajl-
pam. JludHoe feno coTpyAHKKa opranusanyy. OpraHusanis XpaHeHus JIMYHBIX e ITopanok xpa-
HEHHA JOKYMEHTOB B JIHYHOM el COTPYAHHKA. JJOKYMEHTHpOBaHHE IPOLEAYp [IPHEMA MPakaH Ha
paborty, epeBosa COTPYIHUKOB, NIOOIIPEHHs PalOTHHKE, IPEMEHEHHs. TUCHANIHHAPHOrO B3BICKa-
HUs, YBOIEHEHHS paDOTHHKA.

Cogepskanne NpAKTHYECKHX 3AHATHI 10 NUCHHILIHHE
Pasoden 1. Hopmamusno - saxorooamensHule 0CHO8bI OOKYMeHmoobopoma
Tema 1. HopmaTueHo-1paBoBoe H MeTogu4eckoe peryaapoeanue JJOY B rypa3me
Dopma 3GHAMUA — YOI ONPOC, 8bINOAHEHUE NPAKMUYECKOZ0 3A0AHUS.
Copep:kanue npakTaueckoro 3anaTus 1. YEudHIUpOBaHHAT CHCTEMa JOKYMEHTAUHH.
PaboTa ¢ mopMaTHBHOH HoKyMeHTauHel, NIpOdeCCHOHATBHBIMU CTAHAAPTAME MHIYCTPUH

TYPH3Ma M TOCTCIPHHMCTBA, QHUCKyCcCHA. OCHOBHEBIC IpaBHIA OQOPMIEHHS MAIIMHOMHCHBIX TEK-
CTOB.



Tema 2, llpasuia ojopmiieHHSA TOKYMEHTOB B TYpPH3Me

Dopma 3auamuUA — YCMHIH ONPOC, BLINOTHEHUE NPAKMUYECKO20 3A0AHUA,

Conepxanne npakTHIecKoro 3agATHS 2. OGOpMIICHHE PEKBH3UTOB JOKYMERTOB.

CpaBHATE/IEHEIN ananus oGOpMIEHHBIX JOKYMEHTOB, PeKBU3KTHL PaGota ¢ CIIC Koncyms-
TauT lmoc.

Tema 3. Oba3aTeIbHbIE TOKYMEHTBI B CEPBHCE H TYPH3Me

Dopma 3auAmUL — YCMHbIU ONPOC, BLINOAHEHYUE NPAKMUYECKO20 3a0AHUA.

Conepxanue npaxTudeckoro 3aHATHS 3. OpraHu3alHOHHO-DACTIOPAIHTENLHBIE OKY-
MEHTEI

CpapHHTENBHA XapaKTEPHUCTHKA OpPraHW3alHOHHO-PACHIOPAOUTENLHON JOKYMEHTAINH B

TyphupMme (3KCKypeus).

Pazoen 2.Cocmasnenue doxymenmoe & mypuzme
Tema 4. f3bIk cTyxKeGHBLIX JOKYMEHTOB
Dopma 3aHAMUA — YCMHBLT ONPOC, BLINOTHEHUE NPAKIMUYECKO20 3a0aHUS.
Conepxanue npakTHIecKoro 3aHaTus 4 JIoroBop B CEpBHCE M TYPH3ME.
Bemmosiaenve 3ananHmii IO pefaKTAPOBAHUIO JOrOBOPOB.
Tema 5. [le;1oBas nepenmucka B TypA3IME
Dopma 3ausmus — YCMHbIll ORPOC, GLINOAHEHUE RPAKMUYECKO20 3G0AHUA.
Copep:xanne npakrugeckoro 3auarus 5 lesopas nepemucka
Brmonuerne 3aganuii 110 paspaboTKe IENOBEIX NMHCEM IS IPOBEICHUA PEKIIAMHOTO TYPa,
pabota ¢ >nexTpoHHOR MouToi. OGIacTHOMN TypHCTCKO-HHGOPMATIOHHEL UEHTP (3KCKYPCHUS).
Tema 6. Coctabienue u oopMaeRHe JOKYMEHTALMH 0 JOr0BOPHBIM
obs3aTensCTBAM B TYpH3Me
Dopma 3auAMUs — YCMHBIN ONPOC, GLINOJHEHUE NPAKMULECKOZ0 3A0AHUA.
Coaep:xanue npakTHIecKoro 3aHATHA 6 TexHomOrMYecKas JOKYMEHTAHA TYPOHUPMEI
IIPH OKa3aHWH TPAaHCIIOPTHBIX YCIIVT.
BrimoniHenune 3a1aHAM 110 peJaK THPOBAHHUIO JOKYMEHTOB, HEOBXOIAMBIX U NEPEBO3KH Ie-
TeH. ATII (3xckypcus).
Tema 7. Cocrapiaenne u odopmiIenne TypUCTCKOH J0KYMEHTALMH: TeXHOJOTHIECKAN
NOKYMEHTANHS TyPHHPMbI, I0KyMeHTalust 00CTyKHBAHUA ¥ IAKET Typa
Dopma 3aHAMUL — YCIHBIA ORPOC, BbINOTHEHUE NPAKMULECK020 3A0AHUA,
Conepsxanue npakTRYeckoro 3anatas 7. TeXHOIOTHYECKas OKYMEHTANHA TYppHpMEI
IIPH IIPOJIa%Ke MYTEBOK.
BrinonHeHne 3ajaHuit o peIaKTHPOBAHHKIO OKYMEHTOB, HEOGXOMMMEIX AU IPOIAKH my-
TeBOK B J1OJI (3kcxypcust).

Pasden 3. Texnonozus pabomot ¢ doxymenmamu 6 mypusme
Tema 8. Opranmsanns 1okymenToo6opoTa
Dopma 3anamus — YCmublii OnpoOC, 6LINOTHEHUE RPAKIMULECKO20 3AOAHUA.
Conep:xanne npaKTHIecKoro 3aHaTAA 8. TeXHOJIOTHYECKAs TOKYMEHTALHS TYPOUPMEI
npy oOCITyKMBAaHHH KIHEHTa B TOCTHHULIE.
Brimonuerwne 3amaHpi 110 HOATOTOBKE TOKYMEHTOB, HEOOXOMAMAIX I odopMIIeHHS Tpo-
KUBaHWs MHOCTPAHHOIO KIMEHTA B rOCTHHHUIE. ['0CTHHALA (3KCKYPCHS).
Tema 9. OTBeTCTEBEHHOCTL MEPCOHANA 32 BeleHHe JOKYMEHTALHN
DopMa 3aHAMUA — YCMHBIT ONPOC, GHINOIHEHUE NPAKMUNECKO0 3a0ANUA.
Conep:xanue npakTHYecKoro 3auaTHs 9. OpraHU3anus XpaHeHHs TOKYMEHTOB.
Boinonaenye 3a0anuii 0o MOATOTOBKE JOKYMEHTOB K XPAHEHHIO. APXHB {(oxcKypcHs).



5. OIEHOYHBIE CPEACTBA JJIA TEKYIIEI'O KOHTPOJLA YCIIEBAEMOCTH,
MPOMEXYTOYHOM ATTECTAIIAM ITO HTOT'AM OCBOEHHS TUCIUILINHEI
U YYEBHO-METOJUYECKOE OBECHEYEHHUE CAMOCTOSTEJILHOH PABOTBHI
CTYIEHTOB

5.1. Tekymuii KOHTpOJIb YCIIEBAEMOCTH
Texymmnid KOHTPOIE yCIIEBAEMOCTH IPOBOAXTCS B (hopMe peHTHHT - KOHTPOIS TPH pasa B
cemecTp. THNOBBIE TECTOBBIE 3a1aHKA JIE IPOBEEHUS TEKYLIEr0 KOHTPOIIA IPHBECHE! HIDKE.

PeliTHHr-KoBTpOXH Ne 1
Bompoc 1. loxymentanuonHoe obecneueHue ynpasnenus (JJOV) oxpaTeBaeT BOIPOCH:

1. JOKYMEHTHPOBAHAA, OpraHu3aluy paboTsl ¢ JOKYMEHTAMHE B CUCTEMATH3ALMIO apPXHB-
HOTO XpaHeHHs JOKYMEHTOB

2. JOKYMEHTOBEICHHUS

3 JOKYMEHTO060POTA M 4pXHBHOIO XPAHEHHS

4. CHCTEMATH3AIlHH JOKYMEHTOB

5 IOKYMEHTUPOBAHAS

Bompoc 2. HopMaTHBHEIH JOKYMEHT, YCTaHABIMBAIOIINH €/MHbIC TPEOOBAHNA K JOKYMEHTHPOBA-
HHIO YIPABICHIECKOH NEeATENBHOCTH H OPraHM3aliy paGoThl ¢ JOKYMEHTAMH:

I. YHupHUIHMpoBaHHad cHcTeMa jJoKyMeHTarmu (YCJ)
2. IoCT

3. Huctpyxims o AenONIpOH3BOACTRY

4. rcaoy

5. JOKHOCTHAS HHCTPYKIMS

Bonpoc 3. Yem pernamMenTHpyeTcs OesSTeNbHOCTE paGOTHRKOB CIyk6EI JJOV
1. F'OCTom

2. JIOKHOCTHOM HHCTPYKIMEH

3. IPHKA30M JUPEKTOpa

4, PEXHUMOM pabGOThI IPEIIIPUATHS

5. HIYeM

Bonpoc 4. uxdopManus o coOBITHAX U ABIEHUAX OOREKTUBHOHN el CTBUTEILHOCTH M MBICNTEb-
HOH JeATeIBHOCTH YeNoBeKa, 3ahHKCHPOBaHHAs HA MaTEPHATIGHOM HOCHTEIIE C PEKBH3HTAMH- 3TO :

1. HokyMeHT

2. dbopmymap

3. OnaEK JOKyMeHTa

4. CHCTEMA JOKYMEHTALINH
3. KOMIILIOTED

Borpoc 5. Kakue Gysxumm JoKyMeHTa ABIAIOTCA CIEMH(GIYECKIME:
KyJILTYpHAd, COUHaNbHAT, HHOPMAMOHHE
yhopasneHyecKas, HHQOpMaIl(MOHHAad, IPaBoBad,
yIpaBlIeHYeCKas, IpaBoBasd, HCTOpHYecKas

KyJIbTYpHasd, HCTOPHYECKA, COIMATLHAS

HET CreuMprIecKix QyHKINA

ompoc 6 JleATeNnsHOCTh IO CO3MAHMIO JOKYMEHTOB HA3LIBACTCA:
AETIOIPOHU3BOACTBO
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2. JOKYMEHTOO00POT

3. ZIOKYMEHTHPOBAHHE

4, CHCTEMA JOKYMEHTALIUM
5. JOKYMEHTOIIOTOK

Bomnpoc 7. YcraHoBneHue eqpHO0Opasus cocrasa H HopM yIpaBiIeHYECKHX JOKYMEHTOB, (PHKCHPY-
JOIIMX OCYINECTBIICHHE OJHOTHIHBIX YIpaBlIeHYeCKUX (PyHKIUHA N 3a/1ad Ha3BIBACTCH:

1. cTaHJapTH3anueil
2. yuudHKanuei

3. JOKyMEHTAIHeH
4. KnaccHdpHKanueit
5. THIIH3ALHEH

Bompoc 8. Kakue BuIsI O1aHKOB PEKOMEHIYIOTCA Ha IPEIIPAITHH ?

1. TOJIBKO /11 KOHKPETHOTO BH/IA JOKYMEHTOB

2 JUIs BHYTPEHHUX JOKYMEHTOB (00umit)

3. JUIs1 BHEIMHHX JTOKYMEHTOB (IIHCEM)

4, Orank cnysxebHoro nmucpMa, 6IaHK 11 KOHKPETHOTO BHAA JOKYMEHTOB, o0muil Onank
5. HET YeTK¥X PEKOMEHNaluii

Bormpoc 9. Uem ominyaercs GNaHK UL BHYTPEHHHX JOKYMEHTOB OT OJIaHKA I ITHceM?
Ha OJlaHKe 11 IHCEM MEHBIIE PEKBH3HTOB

Ha OaEke g mrceM OOJIbIIe PEKBH3HTOB

He OTNIUYAeTCA HUYEM

PaCITOJIOKEHHEM PEKBH3UTOB

oTIHYacTca GopMaToOM

Nk

Bompoc 10. Kakne popmarsl GyMars HCIONb3yIOTCH 11t GIAHKOB?
1. TONBEKO A4

2. A4, A5, A3, A6

3. TONBbKO A5

4, TONBKO A3

5. A6 u Ad

PeiiTuHr-KoHTpOIL Ne 2
Bompoc 1.Kakoe pacnonoxeHHe peKBA3HTOB PEKOMEHAYETCS I [IHceM?

1. 1.yrioBoe u diaroeoe

2. IIPOJIOILHOE H UEHTPOBAHHOES
3. VIJIOBOE | MPOJOIBHOE

4, ¢aroBoe 1 HeHTPOBaHHOE

5 TIPOMOIIBHOE | (iaroBoe

Bonpoc 2. Ha kakue 4acTH JeNuTes JOKYMEHT IpH 0GopMICHHH?
3ar0JOBOYHYIO, OCHOBHYIO H 3aKIIOMHTEILHYIO
3ar0JIOBOYHYIO, OCHOBHYIO H 0 OPMILTIOIYIO

Hayano, CepeIMHa H KOHEI]

TIEPBYIO, BTOPYIO, TPETHIO
TEKCT Ha YacTH HE ACTHUTCSA
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Bompoc 3. ['Ie pacnonaraercs peKBH3UT HAHMMEHOBAHHAE IPEANPHATAIN?
TI0CTIE PEKBU3UTA «PErHCTPAIIHOBHEI HOMEp HOKYyMEHTa)

IO PEKBH3UTOM «3MONeMa OpraHHM3allly KM TOBAPHEIH 3HAK»
B IIEHTPE BEPXHETO ITOJIT

B 0QOPMIIAIOLIEH YacTH

HOJ PEKBH3UTOM «ajipecary

Al a e

Bompoc 4. B xakix JOKyMEHTaX YKashsIBAIOT CHPABOYHEIE JAHHBIE O NPSIIPHITHH?
BO BCEX

BO BHEITHUX

BO BHYTPEHHUX

B [IPUKA33aX IO OCHOBHOH NESTEIILHOCTH

B PaCHOPAIUTEIBHEIX JOKYMEHTAaX

MBS

Bompoc 5. KakuMm cnocobom cnenyet odopMuth Jaty «20 oxtsabps 2019 r» B 1eNOBBIX NHCEMAX?

1. 20/10/00

2. 20.10.00

3. 20 oxtsa6psa 2000
4. 2000.10.20

5. 20.10.2000

Bomnpoc 6. IInceMo, uMeromee GUHAHCOBRIE B IOPHANYECKHE MTOCTIEACTBHS IOKHO OBITS...
MOATHCAHO JHPEKTOPOM, I71. OYXraiaTepoM, 3aBepeHO HEUaThio

3aBEPEHO NEYATHIO

HOAMHCAH0 JUPEKTOPOM U COTJIACOBAHO C IOPHUCTOM

IOAIKMCAHO IJI. GyXralTtepoM, yTBEPKICHO THPEKTOPOM

TIOAIHMCAHO JAPEKTOD

YA N

Borpoc 7. Hem ¢axe oTIHIAETCH OT TACEMA [0 0QOPMIIEHHIO?
ABIIETCS HE ITOJUIHHHUKOM, 3 KOIHEH JOKYMEHTA
COIEPXKHUT psiJi JONOTHUTENILHBIX PEKBH3HTOR
nedaraeTcs Ha Teledakce

He MOXeT OBITH 3aBepPeH [1e4aThIo

BCE BEHIIIECIIEPEIHCIICHHOE BEPHO

Al S

Bompoc 8. B yeMm 0CHOBHBIS OT/IHWIA OHCEM K 3apyOeKHBIM MapTHEpaM?

1. o mo 1 aroiiMy

2. OTCYTCTBRE IIyHKTYaIlHH

3. odopmieHne ab3anes 6e3 ab3anHOro OTCTYIA
4. CIoBecHO NU(POoBoil ciocod HalHCcAHKS JaThI
5. BCE BHIIENIECPEIHCICHHOE

Bompoc 9. Kakos cpok XxpaHeHHs JAeTOBBIX MHCEM?

1. 1 Mecan

2. 1 ron

3. 3 roga

4, 5 net

3. HE XpaHATcsa BooOIne



Bompoc 10. Ha kakoM 6nanke ohopmisercs TenerpamMma’
1 Ha TenerpadHOM

2 Ha obrem

3. IS ITHCEM

4 171 IPHKA30B

5 He odopMIILeTes, T.K. IepeIaeTcs o Tenedory

Pe#iTrnar-kontpons Ne 3.
Bompoc 1. Kak naseisaercs JOKyMEHT, GHKCHPYIOMHIA COTTIallleHAe CTOPOH 00 yCTaHOBICHHH TPY-
JOOBBIX OTHOIICHUH W PEIYIMPYIOIMHK HX?
TPYyN0Bad KHHXKA
KOJEKC 3aKOHOB O TpyIe
IIPHKA3 (10 IAYHOMY COCTaBY
TPYIOBOM KOHTPAKT (IOTOBOD)
JOJKHOCTHAA HHCTPYKIIUSA

h B Wb —

Bomnpoc 2. Kak XpassSTcs NpHKa3kl 0 JIYHOMY COCTaBy?

B JIHYHOM JieNle COTPYJHHKA

BMECTE ¢ APYTMMH KaJpOBBIMH JOKyMEHTaMH
TPYNIIHPYIOTCS B OTAEIBHOE IENO

BBIIAIOTCA HA PYKU COTPYIHHUKY

BMECTE ¢ [IPHKa3aMH IT0 OCHOBHOMH JIEATEIEHOCTH

N

Bompoc 3. O uem nuLIyT B IHYHOM 3a7BICHUAN?

0 npHeMe Ha paboTy H YBOJILHEHHH, 06 OTIIycKe
O CBOMX JIMYHEBIX IIIaHaX

06 ono3gaHnm

O BBIIOHEHUH NTOPYICHHST

00 OCHOBHBIX 3TaIaX XU3HEHHOTO NIYTH

o) b

Bomnpoc 4. Komy caeayer afpecoBaTs 3assieHue 0 npueMe Ha paboTy?
CoOCcTBEHHHKY IPePHATHA

PYKOBOHTEIE [IPEANPUATHA

HAYATPHUKY OTIeNa KaApoB

1. Oyxranrepy

TOBApHILY 0 paboTe

S =

Bonpoc 5. Kako#t NokyMeHT HeoBXOX¥M IS IOTydeH s 3apaboTHOMN ILIATH 32 2a60NEBIIEr0 cy-
npyra?

1. pacmucka

2. CBUJIETENBCTBO O Opake

3. 3aiBJICHHE M NACHOPT CYIpyra

4, IOBEPEHHOCTE

5. 00BACHATENBHASL 3AMCKA

Bompoc 6. Jlna gero HeoGxoxuma asromatusarnus JOY?

1. AN noBbleHus 3¢ dexTHBHOCTH Tpyaa paGotHIKoR JIOY, coxpamenne Tpyao3aTpar Ha
IOKYMEHTHPOBaHKE,

O palHOHATIH3AIHH ,HOKYMGHTOOGOPOTB.
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: s 0cBOOOXKICHIA pabodHX MecT

JUL OCBOOOXKIEHUS CeKpeTaps OT BeJCHH JOKYMEHTAI[HH
I YHUGUKAIIHY B COKPAIEHHS KOJNIecTBa IOKYMEHTOB
HET HeOOXOIMMOCTH B aBTOMATH3AIHH

G

Bonpoc 7. Ha kakux 3ranax JOKyMeHTallHOHHOTO ofecliedeHus YNpaBJICHU IPHMEHII0TCA MeXa-
HU3alWA M aBTOMAaTH3anuA?

. Ha 3Talle PETHCTPaIlHH U IIOHNCKa JOKYMECHTOB

. Ha 3Talle SKCIeTHIMOHHOH obpaboTku.

. Ha IIOTOTOBHTENBLHOM STalle (COCTABIEHHE, KONHPOBaHHAE, pasMHOKeHHEe JOKYMEHTOR)
. Ha 3aKIIOYHTENEHOM 3Tane (epeiava Ha apXUBHOE XpaHeHue)

. Ha Bcex dTanax 00paboTkH JOKYMEHTOB

th = b N —

i

Bonpoc 8. Ot yero 3aBHCHT COCTaB KOMILIEKTOR IPHMEHASMBIX CPEICTB U IIPOrpaMMHOr0 o6eciie-
YeHHSA?!

OT KOHKPETHBIX YCJIOBHH pabOTEHI alliapaTa YnpaBJeHHA ¢ JOKYMEHTAMHY
OT 3KOHOMMYECKHX BO3MOKHOCTEH MpeATIPHATHS

OT CTEIEHH IOATOTOBKH CIIEIIMANHCTOR

. OT IIPHPOIHEIX YCIIOBUH

OT PEKJIAMEL

R

BOHpOC 9. K rexapnueckumM CpEACTBaM COCTABIICHHA H M3TOTORBICHHS TEKCTORBIX HOKYMECHTOB OTHO-
cATCA:

. reKTorpagHIecKre U ofceTHEIE MAUTHHE]

. MHKPOQIIEME] ¥ MUKPOGDHIIA

. OHITYIHE MAITMHBI, IWITYIINE H OpraHH3allHOHHEIE aBTOMAThI
. darenepanbHElE, aXPECOBANBHBIE, MAPKIPOBAILHBIEC MAITHHEL

. KOMIIEKOTEPEI H BRIYHUCITHTENbHEIE MAITHHEL

b s L b o

Borpoc 10. JoxyMeHT, H3rOTOBNEHHBIN CPENCTBAMH BHIMUCIHTENLHEON TeXHIKHA (BT), acnons3y-
eTcd Ha HpaBax:

1. OTHHHKEKA
2. KOIIHH

3. YepHOBHKA
4, nyOnuKkara
3. BBITHCKY

5.2. IIpome:xyToO4uHAS aTTECTALNS [10 HTOTAM OCBOSHHS QHMCLIMIUIHHD] — 3K3aMEH.

Bonpoce! k 3x3amMeHy:
UTo Takoe TOKYMEHT, ¢ Kakoil IEeNbl OH MOKET CO3MaBaThCs?
KakoBEI OCHOBHBIE IPH3HAKH KIACCH(HKATHH JOKYMEHTOB?
HTO MOHAMAETCA IO AOKYMEHTAMOHHEIM 06ECTICUEHMEM YIIPaBIeH s ?

. B yeM cyTh cTaHnapTH3anuu U yaudHKanuy goKkyMeHToB? Kakue paspabathIBarOTC
CTaHAapThI?

BN

5. Yem ornuyaercsa odopMienue peKBH3UTOB 06mero G1anKa OT GraHKa muchMa?
6. KaKOBBI OCHOBHBIE PEKBH3HTEL, HCIIONB3YeMBIE 11 OQOPMICHH IPHKa3a K pacmopsxe-
HUSL.

7. Kakue QopMEl IPpOTOKONIOB MOXKHO HCIIONE30BATE B YIIPARICHYSCKON IeSTEIBHOCTH, B
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geM BX OTIIHgHe?

8. VKkaxure OCHOBHBIE TpeOOBaHHA K 0GOPMIICHHIO 1eJI0BOTO TIMCHMA.

9. Kakne KOMILIEKCBI JIOKYMEHTAUHH BKIIOYaeT B cebs Kanporad HHOOPMALMOHHO-I0KY-
MEHTaIHOHHAs cHcTeMa?

10. B 1eM 0coGeHHOCTH 0pOpMIIEHHS NPHKA30R [10 IMIHOMY COCTaBY?

11. Y10 moHmMMaeTcd HoJ opraHusanpeil 1oKkymeHT0060poTa?

12. Yro Traxoe cxeMel JOKYMEHTOOOOPOTA, 3a4eM OHM HYKHBI?

13. C xaxo#l nienbro pa3pabaThIBAIOTCS HHCTPYKIMY [10 ZEIONPOM3BOICTBY, UTO B HAX
HEOOX0MMO NPeNyCMOTPETE?

14. YKaxuTe TEXHOIOTHYECKYIO [TOCIEIOBATENBHOCTD 3TANOB PAOOTE! ¢ BXOIAIIIMH
JOKYMEHTaMH,

15. KaxoBa nocneoBaTensHOCTE Onepanuii mpy pabote ¢ BHy TPEHHUME JOKyMeH-
Tamu?

16. C xaxoi nensro npoBoauTes GOPMEPOBaHHAE JIe/, KAKHE DK 3TOM HeoDXOIUMO
cobmonmats Tpebosanun?

17. YTo Takoe HOMEHKIIATypa Oel, ¢ KaKOH HeNbIo Pa3spabaTEBAIOTCS THIOBEIE HOMEHKJIATYPEI
nen?

18. Kaxyro uadopmalmio coaepxaT HoMEeHKIaTypa aei?

19. Yro moHMMaeTCA HOX IKCIEPTH30M NEHHOCTH TOKyMeHTa?

20. Kaxue KpuTepHH HCOOIB3IYIOTCA IPH OLIEHKE HOKYMEHTOB?

21. Kax ocymecTesercs npreM-niepenaya qei B apXus?

22. Hro Takoe KoH(GHACHIMANBHBIN JOKYMEHT?

23. Kaxue OCHOBHBIC YIpO3EI BO3HHKAIOT IpH paboTe ¢ KOHOMACHIMATBHEIMA JOKYMEH-
TaMH?

24. YxaxuTe 0CO0EHHOCTH BeIeHHs AEIOIPOU3BOACTRA, O0ECIeYHBAIOIETO y9eT U CO-

XPaHHOCTh KOHQHUICHIMANPHO! HH(OPMAIIHH H TOKYMEHTOB.
25, Yro moHMMaeTCA HOJ 3aIUHIIEHHEIM JOKYMEHTOOGOPOTOM, 32 CYET Y4ero MOKeT GHITh obec-
IeyeHa ero 3amara’?

3.3. CamocTosaTenbHasA paboTa 06ydanmerocs.

CamocrosTensHas pafora CTYZEHTOB IO M3YUEHHIO MMUCLMIUIMEBI BKIIOUAET CIENYIOIIHE
BHIB! paboT: H3ydeHHe MaTepHana, H3I0XKEHHOTO Ha JIEKIHH; H3ydeHue MaTepHana, BEIHECEHHOTO
Ha IPAKTHICCKUE 3AHATHS; IOATOTOBKA K IIPAXTHYECKHM 3aHSTHSIM, BEIIOIHEHHE HHAMBUIYANTEHOTO
3azanus (pedepar), TOArOTOBKA IPE3EHTAHH JOKIaA.

CamocrosTe/nbhan BHEAYMTOPHAS paoTa 10 Kypey BKIIOYAeT H3y4eHne yaeOHol U HaydaHoi
JIATEPATyPhl, MOBTOPCHHE JICKIHOHHOTO MaTEPHANa, IOJrOTOBKY K IIPAKTHYECKHM 3aHITHSM, a TAKKE
K TEKYIIEMY KOHTPOIIO M [IPOMEKYTOUHOM arrecTaumd. IIpakTHYeCKH e 3aHATHS NPeLyCMATPHBAIOT
COBEPLICHCTBOBAHKE HABBIKOB PabOThI C NEPBOHCTOMHHKAMH, M3YUEHHS IPEIMETHON crenuduxy
Kypca. Bompocsy, He pacCMOTpEHHEIE Ha JIEKIMAX ¥ IPaKTHYCCKUX 3aHATHIX, 10JDKHBI GBITh H3Y9EHEI
GaxanaBpaMHM B XOJIe CAMOCTOSITENIbHOM paBoThl. KOHTPOIE camMocTosTemb O paboTrl Oakanaspos Hax
y4e0HOH TporpaMMolt Kypca OCYINECTBIAETCS B XOJe [PaKTHYECKUX 3aHATHH METOZOM YCTHOIO
OIpOCa K OTBETOB Ha BOTPOCH! TeM. B Xoze caMoCTOSTeNsHOM paGoTh Kamblil CTYNEHT 06s3am
TIPOHTATE OCHOBHYIO M II0 BO3MOXHOCTH IONOIHUTENBHYIO IATEPATYPY [0 H3ydaeMoit Teme. OGyda-
IOUIMHCA IOJDKEH OTOBUTHCS K MPEICTOSIIEMY [PAKTHIECKOMY 32HATHIO [0 BCeM, 0503HAYCHHEIM B
nporpamMMe Bonpocam. He nposicHeHHBIE (HCKYCCHOHHBIE) B XOI€ CaMOCTOSTEIbHON paboTHI BO-
TIPOCHI CIICAYET BBINICATD B KOHCIEKT JICKIMH M BIIOCIEACTBIH MPOSCHUTS MX HA MPaKTHUECKUX 3amsi-
THAX.

CamocTosTenpHas paGoTa BLINONHASTCS CTYAESHTOM 110 3aJAHMIO IPEIOABATENS, HO 6e3 ero
HEIOCPENCTBEHHOI'O YIaCTHS.

Bunamu sananuit 1 BHEAyIMTOPHON caMOCTOATEBHOM PAGOTH CTY/IEHTA BEICTYIIAKOT:

I OBIAJICHAS 3HAHHAMH;

- 9TeHHe TeKCTa (YIeGHuKa, [IEPBONCTOYHNKA, IONOIHUTEIRHOMH THTEPATYPLL);
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- COCTABIICHYUE NNIaHA TEKCTa;

- KOHCIIEKTHPOBAaHHE TEKCTa,

- BHIITACKU H3 TEKCTa,

- paboTa co CIOBapsMH U CIIPABOUHUKAMM,

- y9eOHO-AcCIefoBaTeNbeKasa paboTa;

- HCTIONE30BaHHE KOMIBIOTEPHOH TeXHHUKH B MHTepHeTa H IP. IPH BHITOJIHEHAH TBOPIECKAX
JOMAITHEX 3adaHuH.

7S 3aKPENNeHUs W CACTEMAaTH3aIluy 3HAHMH:

- paboTa ¢ KOHCIIEKTOM JIeKIHit (00paboTka Tekcra);

- IOBTOpHAs paboTa Haj y4eOHBIM MaTepHanoM (3IeKTPOHHOTO y4eOHHKA, IEPBOKCTOYHUKA,
JOIIOJHUTEEHON JIUTEPaTyphl);

- COCTaBIICHHE NJIAHA ¥ TE3HCOB OTBETAa Ha BOIIPOCH! IPOMEXYTOUHOIO KOHTPOJIS;

- aHamuTHYecKad 00paboTka TekcTa (aHHOTHpOBaHEE, PeLEH3UpOBaHHE, pedepHpoBaHKE,
KOHCIEKT-aHaIu3 ! Ip.);

- IIOJTOTOBKA COODINEHHH Ha MPAaKTHYECKOM 3aHATHH H Ip. 411 (OpMHpOBaHHMS YMEHHH H
HaBHIKOB;

- IOATOTOBKA COOOIIEHHH IO 3a1aHHBIM TEMAM;

- pEIICHHE CHTYAllMOHHKBIX (IPOdeCcCHOHAIBHBIX) 3aJaHHI;

I[TpopaGoTka BOIIPOCOB, BEIHOCHMBIX Ha CaMOCTOSTENIHOE M3YYEHHE COCTOUT B H3Y4CHUH,
KOHCIIEKTHPOBAHHU M AHATH3E TUTEPATYPHEIX HCTOUHHKOB.

Meronuaeckie peKOMEHIANMA 1O CAMOCTOATENLHOMY H3YYEHHIO BOHIPOCOB TEM IHCIH-
IUIHHEL:

1. HeobxonuMo IpOYHTATE TUTEPATYPHBIE HCTOYHHKH, IIPOAHATH3HPOBATE KAYECTRO | IO
HOTY H3JIOXKEHHA MaTEPHANIA 10 H3Y4aeMbIM BOLIPOCAM B JTHTEPATYPHBIX MCTOYHHKAX.

2. PexoMeHA(yeTCS TACHMEHHO COCTABHTEL CBOH BOMPOCH K TEKCTY (He MEeHee Tpex).

3. PexomerTyeTcs Nath cOOCTREHHEIE KOMMEHTAPHH IPOTUTAHHOMY MaTepHany, apryMeHTa-
IHIO CBOCH HHTEePNpPETAlHH.

4. KoHTpo/b BHINONHEHHs BHEAYNUTOPHOH CaMOCTOATENEHOM paGoTEl OCYIIECTBIALETCS Ha
IPAKTHYECKHX 3AHATHAX, HHAMBHAYATBHBIX ¥ PYNNOBEIX KOHCYNBTALMAX, 3aUTe pedepara, 3a-
4eTe.

CamocTosiTenbHAs paboTa CTYNCHTOB:
CamocTosTeIbHAS PafoTa 3aKII0YACTCS B IPOBENSHUH CTYAEHTAMH HHINBHIYAXbHOIO He-
cJIed0BaAHUA.
TeMbI HBANBHAYATBHOTO HCCTENOBAHMS (CAMOCTOATENBHOMN PaGOTEL) CTYIEHTOB.
HoxkyMeHTHpOBaHHOE 0GECIEYeHRE YIIpaBIeHys TOCTHHHAIEH
JloKyMeHTHpOBaHHOE 0DeCTIeUeH e YIIPABICHMS 3ar0pOIHOH Typ6as3oil
HOKYyMEHTHPOBAaHHOE 00€CIICYeHHE YIIPABIECHHS PECTOPAHOM
HoKyMeHTHpOBaHHOE 05ecedeHHe YIPABIeHHS TYphHPMOi
JloKyMEHTHPOBaHHOe 00ECTICYeHHE YIPABICH S ABTOTPAHCIIOPTHEIM TIPEINPUATHEM
HOKyMEHTHPOBaHHOE OOECICYeHHE YIIPABICHHS My3eeM

DB =

IInan undusudyansrnozo uccrnedosanus,
Paszoen 1. Hopmamugno - 3axonodamenvrsie ocrogb: doxymenmoobopoma Anains JIOTOBOpa
MEXJy TYPareHTOM H TYPHCTOM.
OcdopmieHre CTYIEHTOM 003aTeNbHBIX JOKYMEHTOB HCXOISI U3 TEMBI HHIMBHUIYAIBEHOTO HCCIIEN0-
BaHWA.
Pasoen 2.CocraBneHne JOKYMEHTOB B CEPBHCE H TYpH3Me
CocraBnenne cTyAEHTOM HCXOJS U3 TeMBI HHAMBHYATLHOTO UCC/IEOBAHIS CIESIYIONMX THIOR
AOKyMEHTallMH: OpraHU3alHOHHAA, PACIOPSA/HTENbHAL, HHGOPMAIIHOHRO-CIIPABOYHAS, LOKYMEHTa-
HHS 110 JIMYHOMY COCTABY.
Pasoen 3. Texsonorus paboTEI ¢ IOKYMEHTAMH B CEPBHCE M TYPH3Me
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IIpeseHTaNus CTYIEHTOM CHCTEMB] OpTaHH3aIKMH NEKTPOHHOTO JOKYMEHTOOG0POTA HCXOA H3
TeMBI MHIMBHAYAJIBEHOTO HCCAEIOBAHH.
3amnTa CTYJeHTAMH NPe3eHTAHH N0 TEMATHKE HHIHBHAYAILHOTO HCCIEI0BAHNS
IIpe3eHTanms MOXKET IPEACTABIATE COOOH CoueTaHMe TEKCTA, THIEPTEKCTOBEIX CCBLUTOK, KOM-
IBLIOTEPHOM aHMMAllHH, rpaduky, BHAEO, My3bIKH H 3BYKOBOrQ psaja (HO He 0OA3aTeNLHO BCE BMe-
CT€), KOTOPEIE OPTaHU30BAHEL B €AMHYIO cpely. KpoMe Toro, mpeseHTanms HMeET CIOKeT, ClieHapHil
¥ CTPYKTYDY, OPTaHH30BAHHYIO 11 yA0OHOro BocupuaTus uudopmanun. OTIHYHTEHOM 0co0eH-
HOCTBIO TMPE3CHTAIMY ABJIAETCS €€ MHTEPAaKTHBHOCTD. TO €CTh CO3/IaBaeMas IS HOMB30BATEIS BO3-
MOXHOCTB B3aHMOJEHCTBHUA Yepe3 3IeMEHTHl YIPaBIeHHs. BrImoMHeH e IPe3eHTAIMH He SBIASTCS
0053aTEBHBIM JIEMEHTOM, [IPEIOCTABIAETCH Ha BLIOOD CTYACHTY M NOJOXHTENLHBIM 00pa3oM BIIH-
seT Ha OLleHUBaHHAE pabOTEL

Doup oueHouHsX Matepranos (POM) a4 mpoBeNeHHAS aTTECTAUMH YPOBHA chOPMHUPOBAH-
HOCTH KOMIETEHIMH 00yJalomuxes o JUCHHUILTHEE 0)OPMIIIETCs OTACIBHEIM JOKYMEHTOM.
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6. YYEBHO-METOJJMYECKOE H HHOOPMAIINOHHOE OGECIIEYEHHUE

JUCIHHATLTHHBI
6.1. KuarooGecneaenHocTs
HayMenosanre THTEpaTyYpEL; aBTOD, HASBAHKE, BUE W3aHWA, Toaus- | KHUTOOBECIIEYEHHOCTD
H3]aTeNLCTBO JaHHA

Hammye B anexTpoHHol 6u6-
nuotexe BV

OcHopHas JuTeparypa

1. Kysuenos, H. H. Jlenonpouseonctee: yaebHo-cupapounoe nocobme / H. | 2020 https://zmanium.com/catalog/pro
H. Ky3nenos. - 9-e u3i., nepepab. — Mocksa: Hamxes u K, 2020, — 405 duct/1093496
c. - ISBN 978-5-394-03881-5. - TekcT: aMeKTPOHHEIIL

2. lenonpouseoactso: yaeGuuk / T. A. Brikosa, JI. M. Banosa, ¥0. M. Ky- | 2021 https://znanium.com/catalog/pro
kapuHa, JI. B. Canxuna ; non ofm. pen. non. T. A. Brixosoll, — 4-e m3y,, duct/1014190
nepepab. u gorn. — Mocksa: UHOPA-M, 2021. — 393 ¢. + Jlon. Matepu-
albl [DnexTpoHHbLi pecypc]. — (Boicmee ofpazosanne: Bakanappuar). —
DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TeKcT: 3MeKTpoH-
HBI.

3. Jlapronosa, M. B. [TpakTuKkyM 110 OpraHH3aLHOHHOMY W JOKYMEHTAIH- | 2019 http://elar.rsvpu.ry/
OHHOMY 00€CTIeYEHHIO NeATENbHOCTH OpraHn3aumu: yuebHoe nocobue / M.
B. Jlapuonoea, U. E. Cadporosuu. Exkatepunbypr: Haa-eo Poc. roc. npod.-
men. yH-ta, 2019. 206 c. ISBN 978-5-8050-0683-9

JononHuTensuas nuTeparTypa

1. ysanosa, H. H. OcHoBsI Aenonponzsonctea. 361K cryxeGHOro Acky- | 2019 https://static.my-shop.ru/prod-
MEHTa : y9eOHHK H NIPaKTHKYM JUIA akaJeMudeckoro Sakanagpuata / H. H. uct/pdf/354/3537611.pdf
Mlyeancsa, A. 10. Meanosa ; nox o6, pea. H. H, lllysanosoit. — 2-¢ w31,
nepepab. u gon. — M. : MsparenscTeo HOpaiit, 2019. — 428 ¢, — {Cepus:
bakanasp. Akanemugeckuii kypc). ISBN 978-5-534-10848-4

2. boxosa, T. A. JlokyMeHTallHOHHOE 0GeCTIeYeHre YIPaBIeHUs (memonpo- | 2018 https://znaninm. com/catalog/do
H3BOJICTBO): y4eGHOe nocobue M4 CTYZEHTOE BBICINHX YUeGHLIX 3aBEMe- cument?pid=942800

Hu#i. T. A. beikosa, T. B. Kysnenosa, JI. B. Cankuna; nogpen. T. B. Kyz-
HCIIOBOM. - 2-e u31., epepal. i aom. - Mocksa: HHOPA-M, 2018. - 304 ¢.
- (Briciee obpasosanne. Bakanaspuar). ISBN978-5-16-004805-5.

6.2. Ilepnoanyeckue uzganus

Kypnan «lenonpoussoacTeo»

Kypnan «Cekperapckoe neno»

Kypuan «CnpaBouHNK cexpeTaps 1 odrc-MeHeIKEPay
Kypnan «CnpaBodsnk kaaposuxa»

el NS

6.3. UnTepHeT-pecypenl

. Obunuaneneiit  caiit BecemmpHoro copera mo IyTEINecTBUAM M Typusmy - URL:
http:/fwww.witc.org.

2. Oduumanbubii caift BeeMupHOH TypucTekol oprammzaume. World Tourism Organization UN-
WTO - URL: http://www.world-tourism.org,

3. Ogunmanbasli caitt Poccriickoro corosa Typurycrpus - URL: http://www.rata.ru.

4. JKuBas SHIMKIONEANS [T MyTEIeCTBEHHNKOB: OMHCANUS CTpaH, KYPOPTOB M OTeJeH, OT3BIBEI
TyprcToB - URL: https://tonkosti.ru/.

5. Temarnaeckuii caiit PBK o Typusme - URL: http://www.turist.rbe.ru.

6. HosocTH Typu3Ma, ropsIIue TYpsI, OT3EIBEL 06 OTENIX X TYpONepaTopax, NyTeBHIE 3aMETKH TypH-
CTOB, GOTOOTHeTHI O MyTemecTBHAX - URL: https://www.tourprom.nw/.

7. Acconmanus Typoneparopos Poccun - URL: https://www.atorus.rw.

8. Oduumanpueit TypHCTHYSCKHH nopTan BraguMupckoit o6nacty Komurer no TYPU3MY aJIMHHH-
crpaiu Bragumupcekoit o6nacty - URL: http://vladimirtravel.ru/.

9. Tepmuka: 6a3a NaEHBIX COAEPXKUT HHGOPMAIIHIO O HOPMATHBHO-METOJHIECKOM PETYNHPOBaHHA
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JIOY, paspa6oTke HOpMATHBHEIX A0KYMeHTOB 110 JIOV, NOKyMEHTHPOBAHHIO HHOPMAIIHH U CO-
3[IAHAM JOKYMEHTOB, OPraHH3alIWy ¥ aBTOMATH3AUHH JOKYMERTO000poTa, 0becrieueHAH paboTs!
C KafpoBol IOKYMEHTAIieH, OpraHu3alliy XpaHeHH JOKYMEHTOB, O0yUIeHHH OCHOBAM JENO-
npomssozcTea - URL: http://www.termika.ru/dow/enc/razd3/od2. html.

10. PernonansHas obImecTBeHHAA opranmnzaurs «aneaus Ynpapnmomux JJokymenTanaei» - URL:
http://www.gdm.ru.

11. Cupasouno-npasosas ciuctema «Koncynsrant [Lmioc» - URL: hitp://www.consultant.ru;

12. Caiit Hayunoi Submotexu Bnl'Y - URL:http://library. vlsu.ru/;

13. Bubmuorpabudeckas u pedeparuBHas 6a3a JNAHHBEIX HaydHRIX OyOmukanmuid Scopus -
URL:http://www.scopus.cony;

14. Baza 7MaHHBIX MEXAYHAPOAHBIX HHICKCOB HaydHOTO ImTHpoBaHMA Web of Science - URL:
webofscience.com.

7. MATEPHAJIBHO-TEXHUYECKOE OFECIIEYEHUE JUCIUILINHEI

JIs peaym3aniy JaHHOH JMCUMILTHHEL MIMEIOTCS CIICIMAIBHEIE TOMEINEHHS I IPOBEICHHS
3aHATHH JeKIHOHHOrO THIIA, 3aHATHI TPaKTHYeCKOT0/ 1aboparopHOro THIIA, KYPCOBOTO ITPOEKTHPO-
BaHHA (BBIIOJHEHMS KYPCOBEIX padOT), TPYIIIOBLIX X MHAMBHAYAILHBIX KOHCYJIbTALMH, TEKYIIETO
KOHTPOJIL M TPOMEXKYTOTHOH aTTECTALHH, a TaloKe NOMEINeHH INI CaMOCTOATENBHOH paboThl:
Ay TATOPHH, OCHAINEHHbIE MYJETH-MeaHa 000pYIOBaHNEM, KOMIBIOTepHEIe KIIacChl C JOCTYIIOM B
MHTEPHET, Ay TUTOPHH Oe3 CHeuaTbHOro 000pyIOBaHHA.

TepedeHs KHCIOMB3YEMOro THNSH3HORHOTO MporpaMMHOro obecrmevenus: naker MS-Office,
Microsoft Windows, 7-Zip, AcrobatReader; CIIC «KorcynpranT [Iiroc» (RECTAMPOBAHHELH pecypc
BalyY).

[Tpumeuanme:

B cooTBeTcTBHEE C HOpMaTHBHO-IIPAaBOBEIMH aKTaMH AJIS HEBATH/OB U JIAI ¢ OFPaHHYSHHEIMH
BO3MOJKHOCTSMM 3J0POBbS IIPH HEOOXOMMMOCTH TECTUPOBAHAE MOXKET OBITh MPOBEJECHO TOMBKO B
NUCEMEHHOH WK YCTHOH GOpME, a TAKKE MOI'YT OBITh HCIIOIBE30BaHb! APYTHE MaTepHATBI KOHTPOJIT
Ka4decTBa 3HaHHH, IPeIyCMOTPeHHbIe paboyeli mporpaMMoi JUCIUILIAHEL.
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