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3amaun:

1. HIEJIM OCBOEHHUA AUCIUILINHBI

Ileas w3yqenmst QMCIMIUIMHBL — OBIAJICHHE CTYICHTAMH TEOPCTHUCCKHMH 3HAHUAMM K
HPAKTHYCCKUMH HaBbIKaMH B paboTe ¢ JOKYMEHTaMH, HEOOXOIMMBIMU s >()(EeKTHBHOTO
YIIPaBICHHS [IPEANPUATHAMI HHIYCTPUU CEPBUCA, TYPH3MA H TOCTEIIPHUMCTRA.

- H3Y4YEHHE M 3aKpEIUICHME TEOPETHYECKHX OCHOB IOKYMEHTHPOBAHHOrO 0becneyeHus

yIpaBlcHUL,

- (opmupoBaHME CHCTEMaTH3UPOBAHHBIX 3HAHHMH 00 YHU(DHIHPOBAHHBIX CHCTEMax

JJOKYMCHTAITHH,

- MNOJYYCHHC TMIPAKTHUCCKUX HAaBBIKCOB I[I0 TEXHOIOTHH pa60T1>1 ¢ IOOKYMCHTaMH Ha

NpCANPHATHH,

NpHOOPETEHHE HABBLIKOB IO 00paboTKe, aHANN3Y M COCTABICHHUI) JOKYMEHTOB B cdepe

CEpBUCA H TYPH3MA.

2. MECTO JUCHHUIIVIMHBI B CTPYKTVYPE OIIOII BO
JAncunmauna «OcHoBbl ACIONIPOH3BOICTBA HA NPEANPUATHAX CEph! yCIIyr» OTHOCHTCH

K 00sA3aTenbHON YacTH yueOHOTO [I1aHa.
IpepexBu3znTHI

AUCIHHNJIHHBIL

«lIporpammuoe obecnieueHre M aBTOMaTH3aLLMs

npeAupusTUi chepsl yeayr», «TpaHcnoprHoe obecnedeHHe B TYpH3Me», «YIpaBieHHUECKUH
YYET B OpraHu3almax chepsl rocTenpuuMceTeay, « OpraHu3anus TYPUCTCKOM IeATEIbHOCTH .

3. INIAHUPYEMBIE PE3YJILTATHI OBYUYEHHS [10 U CITMIIVIMHE

[Llnanupyemele

pPe3yJIbTaThI

OGyHeHHH o JHUCIHHIITHHE, COOTHCCCHHBIC C

I1aHUpYEMBIMH pe3yapTaramu ocsoenns OITOIT

Kon hopMmupyemerx YpoRreHb IInanupyemsbie pe3ynbrarel 00YUEHMA 10 JAUCIUILIHHE
KOMIIETEHUUH OCBOEHHSI XapaKTepU3yIoIIKe JTarbl (POPMUPOBAHUA KOMIIETEH U
KOMIIETEHIIHH (moxasareny OCBOECHH KOMIICTCHIHHM)
OIIK-2 Yacmuunoe | 3HATL
Cnocoben 0CBOCHUEC OCHOBBEI pa3pabOTKy, BHEJIPEHUS H U3MEHEHH [ITATHOTO
OCYUIECTRIATE KOMRemenyuy | paciucanus;
OCHOBHBIC (DYHKIIHH YMeTh
YIPABJICHHS TYPUCTCKOH OPHEHTUPOBATHECSA B CUCTEME 3aKOHOAATEILCTRA H
JeSTeNHHOCTBIO HOPMATHBHBIX IPABOBEIX AKTOB, PETTIAMEHTHPYIOIIHX
OpraHuzalMio TpyAa;
Bnaners
HABBIK&MH pazpaboTKu OpraHu3alluoHHOH 1
(GYHKUMOHATBHO-IITATHOR CTPYKTYPbI;
NKO-1 Yacmuunuoe | 3nath
Cnocoben 0CBOEHUE JIOKa)IbHBIE HOPMATHBHO-11PABOBBIE AKThI 110 OpraHu3alfg
OpraHu30BBIBATE PAbOTY | KoMuemeHyuu | TPYNa Ha IPESANPHATHH;
HCTNIONHUTENEH, Y™mers
NIPHHUMATE pelIeHHe 00 IIPHHUMATE Y9acTHe B pa3paboTKe mporpaMm
OpraHu3anmy OPraHu3allMOHHBIX K3MEHECHHH B YaCTH BOIIPOCOB
TYPHCTCKOM YIPABAEHHS NIEPCOHANIOM H OLECHHBATE Hh(PeKTHBHOCTH HX
ACHTENBHOCTH OCYIICCTBIICHHS:
Baanern
HaBbIKAMH aHalIM3a OPraHH3aUUOHHON U GYHKIIMOHAIBHO-
LHTATHOH CTPYKTYPLI, OLEHKH TOKAJIEHO-HOPMATUBHBIX
aKTOB 11O BOIPOCAM OPraHH3allHy TPYXA.
IMKO-4 Yacmuunoe | 3narth
Cnocoben QCEOCHUE TpeboBaHus K 0QOPMICHHIO OUIIHAIBLHBIX JOKYMEHTOB,




OpPraHu30BLIBATD
nponecc obCITyKMBAHNS
norpebureneit Ha
OCHOBE HOPMATHBHO-
TIPaBORLIX aKTOB, C
YUYETOM 3alIPOCOB
notpedbuTeNel U
MpHUMeHCHHEM

KOMRemenyuu

PErIAMEHTHPYIOLIUX OpraHu3alHIo Tpya.

Ymern

YMETb NOKYMEHTAIBHO OQOPMIIATE H MPAaBUIILHO
PacCTaBISTh PEKBU3UTHI Ha JIOKAIBHBIX HOPMAaTHBHBIX
aKTaX, KacaloIHXCsl OPraHu3alvi TPY/a IEPCOHATIA.
Baagers

HaBBIKAMH aHalK3a OpraHU3allOHHOH ¥ G YHKIHOHANBHO-
INTATHOH CTPYKTYPBL, OLICHKH JIOK&TLHO-HOPMAaTHBHBIX

KIIHCHTOOPHCHTHPOBaHH

BIX TEXHOJIOIHH

aKTOB [IC BOTIpOoCcaM OpraHH3alldH Tpyaa.

4. OBbEM U CTPYKTYPA JHCUHUILJINHBI

TpymoeMKOCTh JUCHHMILTHHEBE COCTABIAET 5 3a4€THBIX eaAuMHUL, 180 qacos.

Buael yuebHoi
paboThI, BKITHOYaS
CaAMOCTOATEIIBHYIO Qo0BeM CDOPMBI
paboTy CTYACHTOB yuebHOH TEKYIIEro
§ H TPYZI0EMKOCTD (B padoTEI, KOHTPOJIst
o, 2 Jacax) c yCIIEBAEMOCTH
Ne | HaumeHoBaHHE TeM H/WIIM § § E IIPUMEHEHHEM dopma
I/TI| pasAcioB/TeM NHCLUIUIHHEL | 3 = s o HHTEPAKTHBHE] ITPOMEXYTOUH
© @ < | 8 é ~ X METOMIOB oH
& =l 5|2 § O (B yacax / %) | arrecrauuu
58| 8gl0 (no
= Z @ = cemecmpa)
= %
2 =
=4
=
1. | Paznen L. 6 |1-2 2 2 13 2/ 50%
HopmaTtuBHO-
3aKOHOJATENBHEBIE OCHOBBI
noKymMeHTo000pOTa
Tema 1. HopmaTtugHO-
[PABOBOC ¥ METOIAMYECKOE
peryiuposanue JJOY B
TYPU3IME
2. | Tema 2. TlpaBuina 6 |34 2 2 13 3/75%
o opMIIeHHA TOKYMEHTOR B
TypU3Me
3. | Tema 3. OO6szarensHeie |6 | 5-6 2 2 13 3/75% Petitnnr-
JIOKYMEHTHI B CEpBHCE H KOHTPO.Tb
TypHU3Me No |
4. | Pazpen 2. 6 |7-8 2 2 13 4/7100%
CocrarlieHHe JOKYMCHTOB
B TYpUIME
Tema 4. HAzpIk cnyxeOHBIX
JIOKYMEHTOB
5. | Tema 5. Jlenosas 6 19-10 |2 |2 13 4/100%
neperucKa B TYpHU3Me




6. | Tema 6. Cocrapienue 1
oopmiierRuE
JOKYMCHTaAllMH I10
AOTOBODHBIM
06$I3aT€IIBCTBaM B Typmme

4/ 100%

Pelttuur-
KOHTPOIE

No 2

7. | Tema 7. Cocrasnenwe u
oopMIeHHE  TYPHCTCKOH
JOKYMEHTaIMU:
TEXHOJIOTHYECKas
JOKYMEHTAIHA TYpPhOHPMEL
JIOKYMEHTAIIU
obCny)XMBaHMS M IaKeT

Typa

4/ 100%

8. | Pasznen 3.

Texuonorus paboTs ¢
JAOKYMEHTAMH B TYPH3IME
Tema 8. Opranusanus
JOKyMeHT00bopoTa.

15-16

4 /100%

9. | Tema 9. OTBETCTBCHHOCTB
MepcoHana 3a  BEJEHME
JOKYMEHTALMY

17-18

4/100%

PefiTunr-
KOHTPOIIb
Ne 3

Bceero 3a 6 cemecTp

180

18

117

30/ 83%

DK3ameH (27)

Hanuuue B pucuunmmane KIVKP

HToro o aucuumne

180

18

117

30/ 83%

Dk3amed (27)

Co,uepmaﬂne JEKNHOHHBIX 32HATHH N0 JHCOUNIHHE

Paznen 1. HopmarupHO- 3aKoH0AATENbHBIE OCHOBBI JOKYMEHT0000pOTA
Tema 1. HopmaTHBHO-IpaBoBoe B MeToaHecKoe peryianposanue JOV B rypusme
YpoBHH YIpaBficHUs B TypU3ME (PYKOBONSWIMH, CTpaTerHUECKHH, TaKTHYeCKUH H
onepaTuBHbHi). JoxkymeHnTtaus 3¢ HEeKTUBHON cHCTeMBl MEHEIKMEHTH] [IPEANPHATHH cepBUCa
M TYpU3Ma: [paBoBas JACKYMEHTAlMS, JOKyYMEHTaluWs Mo oO0eclMeYeHUI0 KayecTea,
OPTraHM3aIMOHHRO-PACTIOPS/IUTENIbHAS JOKYMEHTAIHUS, JOKYMEHTAIIMS [0 CTPATErHYecKOoMY H
OMepaTHBHOMY IUJIAHHPOBAHUIO, METOAMYECKas AOKYMEHTAlUMs, BHEUIHAS HOPMAaTHBHasd
NOKYMEHTalMsl, BHYTPEHHA HOPMAaTUBHAA JOKYMEHTAUMs, BHYTPEHHAS TEXHMUECKAs
JOKYMCHTAIIMSL.
HopmaruBHbBIE JOKYMEHTEI, PEryIHPYIOLIME AETONPOR3BOACTRO!
O rocynapcrsennoii raiine: 3akon P® ot 21.07.1993 No 5485-1 // C3 PD. — 1997. — Ne 41. - C.
8220-8235.
O komMmepueckoi Taiine : @enepanbHblit 3aKoH 0T 29.07.2004 Ne 98-03 // C3 PD. — 2004, — Ne
32.—Cr. 3285.
06 nndopmanuy, HHPOPMAIMOHHBIX TEXHONOTHX U O 3amuTe MHGopmauuu : GenepaibHbli
3akoH oT 27.07.2006 Ne 149-®3 // C3 P®. — 2006. — Ne 31 (Y. 1). — Ct. 3448.
06 ynops109eHHH H3TOTORJICHHS, HCIIOIB30BAHMS, XPaHEHUS M YHUYTOKCHUS NeyaTeil 1
6naHKoB ¢ BochpousseaenuemM l'ocynapcrsentnoro repba Poccutickoit denepatimu:
[loctanosnenue [lpaputensctea PO o1 27.12.1995 Ne 1268 // C3 PD. — 1996. — No 2. — Cr1. 123.
06 yrsepauaenun [lepedns TUNOBBIX APXUBHEIX TOKYMEHTOB, 00pa3yIOMUXCS B HAYIHO-
TEXHUYECKOH U [IPOU3BOACTBEHHON JESTENBHOCTH OpraHu3alMi, ¢ yKazaHUEM CPOKOB
xpanenus: [Ipuka3 Muukynetypst Poccun ot 31.07.2007 Ne 1182 // bronneTeHs HOpMaTHBHBIX
axKToB (hefepalibHBIX OPraHOB UCHOJIHUTEALHOH BracTh. — 2007, — Ne 46.
06 yteepxaenuu [lepeund ceenennit koHGUICHIHAILHOTO XapakTepa : Ykas [Ipesuyienra PO
o1 06.03.1997 Ne 188 // C3 PD. - 1997. —Ne 10. - C1. 1127.




06 ytBepikaeHuu [lonoxenys o nopsaake obpaiuenns co ciyxedHol uHdopMarueit
OTPaHHUEHHOTO PACMPOCTPaHeHUS B (eepalbHEIX OpraHaX HCIOMHUTETRHOM BIACTH:
[loctanornenue [Ipagutensctea PO ot 03.11.1994 Ne 1233 // C3 PO. —- 2005. — Ne 30 (Y. 2). —
Cr. 3165.
06 yreepxenun [IpaBui 1enonpou3roAcTBa B (he/lepalIbHBIX OpraHaxX HCHOMTHHTENBHOH
B1acT: nocranornenue [Ipasurtenscrea PO o1 15.06.2009 Ne 477 // PT", - 2009, — 24 urous.
O6 yreepxknenun [IpaBun moaroToBKH HOPMATUBHEIX IPABOBLIX AKTOB (helepalbHBIX OPraHoB
MCTIOJIHUTENBHOH BIIACTH U MX TocyAapcTBeHHOH peructpaumu: TTocranornenue IlpaguTenbeTra
P® or 13.08.1997 Ne 1009 // C3 PO, — 1997. — Ne 33. - Cr. 3895.
00 anexTponnoi Ludposol noamucy: CepepansHbli 3akod oT 10.01.2002 Ne 1-@3 // C3 PD. —
2002. - Ne 2. - Cr. 127.
['OCT 6.10.5-87. YuH(HUUHPOBAHHBIE CUCTEMB] JOKYMEHTALHH. 1peboBaHuA K TOCTPOCHHIO
¢opmynspa-odpasua. — M., 1998.
O0bmepoccuiickuil kKnaccuukaTop yrnpasinenyeckod moxkyMmerrtamud OK 011-93. - M., 1995,

OTedecTBEHHBIE H MEXIYHAPOIHbIE CTAHAAPTE] HA JOKYMEHTALUI0. OpraHsl ynpaBicHUS
HHAYCTPHH TYPH3Ma H TOCTEIIPHUMCTBA U COOTBETCTBYIOIIHE UM JOKYMCHTEL

Tema 2. [IpaBuia odopmieHus XJOKYMEHTOB B TYpH3Me

YuuduuupopanHas cucreMa AokyMmeHTauuu. Tpebosanus K 0QOPMIACHHIO JOKYMEHTOB.
Tpeboranus k OmaHkam A0KyMeHTOB. [oHATHE U cOCTaB PeKBU3HTOR. OOpMIICHUE PEKBU3UTOB
AOKYMEHTOB.

Tema 3. Obs3aTebHbIC JOKYMEHTEI B CEPBUCE H TYPH3IME

Knaccuuranus opraHu3alHOHHO-PACIOPSIMTEIBHBIX JOKYMEHTOR. OpraHu3allMOHHBIE
AOKYMEHTBL VYCTAB, YYPENUTERBHBIH JOrOROp, MOJIONKEHHUE, WHCTPYKUMS, MAOJKHOCTHAS
HHCTPYKIIHA. PaCHOpHﬂ,HTeHbHBIe JOKYMECHTEBL: [PHKA3, PaClOpsAMKCHHUE, YKa3aHWUE, PEHICHHE,
BBITHCKA, MPOTOKON. CTPYKTYpa TEKCTa IOKYMEHTOB, PEKBU3HTEI.

Bugel uHQOPMAIMOHHO-CIIPABOYHBIX MOKYMEHTOB (aKT, cnykeDHAs 3allHCKa, CTIPABKa,
CIIMCOK, TPEJUIONKEHHE, 3aKIOUEHUE, lIepedeHb, 0030p, OTUET, CBOJIKA M JIp.), CTPYKTYpa TeKcTa
HOKYMEHTOB H DEKBH3IHTEI.

Paszxen 2. CocraBacHue NOKYMEHTOB B TYpH3Me

Tema 4. A3bIK ¢J1yKeOHBIX JOKYMEHTOB

S3BIK ¥ CTHIE CHYXEOHBIX J0KYMEHTOB. (JCOOEHHOCTH S3BIKA CIYKEeOHBIX LOKYMEHTOR.
Ynotpebnedue IPONHCHBIX M CTPOYHBIX OykB. LEanHoOOpasue NPHHIOHIOB U (GOPMEI
cokpauieHus., OdgopMneHHe AaT ¥ 4Mcen B JoOKyMeHTax. HMcrnonezoBaHue B JNOKyMEHTax:
COOCTBEHHBIX ~ HMEH,  Ha3BaHWil  TOCYHApCTB,  aAMWHHCTPATHBHO-TEPPUTOPUATBHEIX
HauMenoBanui. OMKUOKH B TEKCTaxX 0(QUIIMANBHBIX TOKYMEHTOB. Pe/lakTHPOBaHHe TEKCTOB.

Tema 5. /lesioBasi nepenucka B TYypH3Me

®opmMbel  menmoBod nepenHckd. Knaccudukauust JenoBbIX nuceM. TpeQoBaHUA K
CTPYKTYPE TEKCTa ¥ OQOPMIIEHHIO AETIOBBIX ITHCEM.

Tema 6. Cocrasienne u odopmMiaeHHe [JOKYMEHTAIIMH N0 JOTOBOPHLIM
06513aTe/ILCTBAM B TypH3Me

Knacendukauns cuesnok. Jloropop: moHATHE, BUIBI, YCIOBUA 3aKTIOYEHUA W OCHOBAHMS
st pactopxeHns, CymecTBEHHbBIE U HHBIE YCJIOBHSA JIOTOROpa. JIOTOROp B CepBHCE H TypH3ME.
Buasl 1OrOBOPOB B CEpBHUCE M TYPH3ME: apenfia, IIPOKaT, IepeBo3Ka NacCAKHUPOR, BO3ME3THOE
OKa3aHUE YCIIYT, IOPYUYCHUE, IOIOBOP KOMUCCHH, areHTCKUH HoroBop. TexHolorus 3axkmodeHns
JIOTOBOPOB ¢ KJIHMESHTaMH U napTHepaMu. TpebGoBaHus K COCTaBIEHHUIO JIOTOBOPOB.

Tema 7. CocraBiaeHue H  opopMiIeHHE TYPHCTCKOH  JOKYMEHTALIMH:
TEXHOJOTHMYecKad A0KYMEHTAuus TYpPHPMBI, JOKYMEHTAIlUS OOCIY:KHBRHHA M TAKeT
Typa

Knaccuthukanuss TypUCTCKOH  JOKYMEHTaUMH. TeXHoNoruueckas JOKYyMEHTallus
TYPOHUPMBI: TEXHOJIOIHYECKAS KapTa TYPHUCTCKOTO MyTelIeCTRU, IpadK 3arpy3kd TYPHCTCKOrO
Npe/NIPHATHS TPYNINaMH TYPHCTOB Ha ONpE/C/IeHHOE BpeMs, TYpHCTCKas TyTEBKa,
MHQOPMALIMOHHBIH TUCTOK K MYTEBKE, JNHCT OpOHHPOBAHMA. JNOTOBOP. rpadMK IBHXKEHHS 0O
MapIupyTy, KapTa-cXeMa MaplupyTa, OlIMCAHUE TEXHOJIOIHYeCKUX 0cOOeHHOCTEH Typa, naMsTka



M TYPUCTOB, CIIPABOYHBIE MATCPHAJIBI 110 MApILpYTY, Hp&ﬁC—HHCT, KAIBKYNALIUA Typa H T.IL
HpaBnna COCTABJICHHA H O(l)OpMHeHHSI TEXHOJIOTHUYECKOH TypI/ICTCKOﬁ JOKYMECHTAIINH.,
Hoxymenrauus obcnyxuBanus (3asBKka Ha OpOHUpOBaHME, NOATBEPXKICHHE O MPHEME,
H3BELICHHE O 3ac3/Ie TYPHUCTOB, Bayyep, MUCTOK OTMETOK) M IIAKET Typa: [IpaBuia COCTABICHHI U
ohOpPMIIEHHS,

Paznea 3. TexHogorus paGéoTel ¢ I0KYMEHTAMH B TYpH3Me

Tema 8. Opranuzauns 10KyMeHT0000pOTA.

O0paboTKa BXOAAIIUX, HCXOIAUIMX U BHYTPEHHAX JOKYMEHTOB. | [pHHIIAIEI
perucTpaury JOKYMEHTOB Ha IpeAnpuaTHR. KOHTpOmb ¥ CpOKY HCIONHEHUS JOKYMEHTOR,
Op[‘&HH?;&L[HH XpaHcuus JOKYMCHTOR. Cocrasnenue HOMEHKIIATYDHBI JL7T. d)OpMI/IpOBaHHQ H
obopmnenune gein. [Mopsaok nepenaun JOKYMEHTOR Ha XpaHEeHHe B apXHUB.

Tema 9. OTBeTCTBEHHOCTL NEPCOHANA 32 Be/IeHHE IOKYMEHTALHH

CrpykTypa KaapoBoH JioKyMmeHTauuu. [lepBUuHBIE JDOKYMEHTH TpyAOYCTpOHCTBA.
PacniopsaMTentyHas AOKYMEHTaUMs 1o KaapaM. JloropopHas gokymenrauus 1o kajapam. JIuuHoe
Ineno coTpyaHMxa opranuzauu#d. Opranuzalus XpaHeHUs JUuHBIX Oen. llopsimok xpanenus
JOKYMEHTOB B JIMYHOM Jelle COTpYJHHMKA. JOKYMEHTUpOBaHMe NpoLeayp TpHeMa IpaxiaH Ha
paboTy, mepeBoda COTPYJHUKOB, MOOMIpeHHA paloTHHKA, TPUMEHEHHS JIHCIHILNIHHAPHOTO
B3bICKAaHHA, YBOIbHEHHUS pabDOTHHKA.

Conepmauue IPAKTHYECKHX 3AHATHIA 10 NHCIHIIHHE

Pazzges 1. HopmMaTuBHO- 3aK0HOAATE/ILHBIE OCHOBLI JOKYMEHTO000pOTA

Hpakruyeckas padora Ne 1. YHu(DUUHpOBaHHASA CHCTeMa JOKYMEHTAIIUH.

Pabora ¢ HOpMaTHBHOM HOKyMeHTalMed, INpoQeCcCHOHAILHBIMHM  CTaHJApTaMi
HHAYCTPHE TypH3Ma M TOCTENPHMMCTBA, MUCKYCCHsS. OCHOBHUDIC HpaBiiia  odonvicig
SEAHTHEOCEIT BN UM ol

IlpakTe4deckan pabora Ne 2. OdopMacHre peKBU3UTOB JOKYMCHTOR.

CpaBHUTENBUBIA  aHANU3 O(QOPMIICHHBIX JIOKYMEHTOB, PEeKBH3WTBL [Puduia o (HIC
SO L L T Lo,

IIpakTuyeckas padora Ne 3. OpraHu3aliHOHHO-PACIOPA/IMTENBHBIE TOKYMEHTHI

CpaBuuTelbHas XapaKTepUCTHKA OPraHu3allMOHHO-PACIOPSIUTEIBHON JOKYMEHTAIIHH B
TypupMe (IKCKYpCUs).

Pazaea 2.CocTap/IeHHE TOKYMEHTOB B TYPH3Me
[MpakTHuyeckasa padoTa Ne 4 JloroBop B CEPBHCE H TypH3Me.
BrinosHeHne 3anaHmi 10 peIaKTUPOBAHUIO JOTOBOPOB.
IIpakTuyeckad pabota Ne 5 /ie1iopas nepenucka
Beinonnenne 3aganuii no paszpaboTke NeIOBbIX NACEM U MTPOBE/CHUS PEKIIAMHOIO
TYPA, Peoatd ¢ oot noutoin. OBIacTHOR TYPHCTCKO-HHQOPMAHOHHBIN LEHTP
(aKCKypCHS).
IMpakTudeckan pabora Ne 6 TexHonoruyeckas JOKyMeRTalUs TYPQUPMEI IpH
OKa3aHWM TPaHCIIOPTHEBIX YCIYT.
Beinonnenue 3ajaHdi 110 PENAKTHPOBAHMIO JOKYMEHTOB, HEODXOMMMBIX 1M
nepesosku aeteid. ATII (3kcKypeus).
[IpakTHueckan padora Ne 7. TexHonoruueckas JOKYMEHTAlUsS TYpOUpMBl Npu
NPOJaXe YTEBOK.
BrinonHenue 3agaHui 10 penaKTHPOBAHKUIO JOKYMEHTOB, HEOOXOIMMBIX [UIS [POJAKH
nyteBok B JOJI (akckypeus).
IIpakTyeckas padora Ne 8. TexHonormueckas MOKYMEHTAUMs TYPQHPMBI NPH
00CyKHUBAHKHHU KJIMEHTA B TOCTHHHIIE.
BrinosHende 3aJaHyui 110 TOAMOTOBKE JAOKYMECHTOB, HEOOXOMMMBIX IS O(GOPMIICHHS
MPOKHUBAHNS HHOCTPAHHOTO KIIMEHTa B TOCTUHHIE. [ OCTHHHIIA (3KCKYpCHA).



Paspen 3. Texnosorust padoTsl ¢ JOKYMEHTAMH B TYPH3ME
IMTpakruyeckan padora Ne 9. Opranusaniusg XpaHeHUs JOKYMEHTOB.
Brinonnenne 3a1aHuil 10 NOATOTOBKE JOKYMEHTOB K XpPaHEHHIO. APXUB (3KCKYPCHA).

5. ObPA3OBATEJIbHBIE TEXHOJIOT' HH
B npenonaBaHuy JUCHUILIMHBL «OCHOGb! Qe10RPOU3COOCHIBA HA NPEORPUAMUSX Chepbl
veiye» UCIONB3YIOTCs pasnooOpasnble 00pa3oBaTelbHbIC TEXHOIOTHE KaK TPAIULIHOHHBIE, TaK U
C IPUMEHEHHEM aKTHBHBIX M MHTEPAKTUBHBIX METOOB ODYHEHUA.
AKTUBHBIE U HHTEPAKTHBHBIE METOIRI 06yquHSI:
— MWurepaxktusHas gekims (Tema No 1);
- 'pynmopas nuckyccus (tema No 2)
— Ponessie urpel (Tema No 3,9);
—  Tpenunr (tema Ne 5},
—  AHanuz cuTyanui (Tema Ne 4);
— IlpumeHneHHe HMHTAUMOHHBIX Mosenel (Tema Ne 7);
— Pasbop xouKpeTHEIX cuTyanuit (Tema Ne 6),
Hpyroe:
— DKCKypcHM Ha MpoM3ROACTERO (TeMa Ne 8)

6. OIIEHOYHBIE CPEACTBA JUISI TEKYIIEI'O KOHTPO.JIA
YCHEBAEMOCTH, IPOMEKYTOUYHOHN ATTECTAIIUH ITO UTOT'AM
OCBOEHHUS AUCINILUIMHBI U VUEBHO-METOAUYECKOE OBECIIEUEHUE
CAMOCTOSITEJNBHOM PAEOTHI CTYJIEHTOB
Tekyu#i KOHTPONb YCIeRaEMOCTH (peHTHHI-KOHTPONL 1, peHTHHI-KOHTpPONb 2,

pPeHTHHI-KOHTPONb 3). TuIOBBlE TeCTOBRIC 3afaHWs NS IPOBEACHHUS TEKYILET0 KOHTPOJII
pUBEACHBI HIXKC.

PeiituHr-kouTpoJs Ne 1
Bompoc 1. Jlokymenrtaunonoe obecneuenne ynpasinenns (JIOY) oxsaTeiBacT BOIPOCEHL

1. JOKYMCHTUPOBaHHA, OPraHU3aIiuu pa60TbI C JIOKYMCHTaMH H CUCTECMATH3IAALO
dpXHBHOT'O XpancHusAs JOKYMCHTOB

2. JIOKYMEHTOBE/ICHY S

3. JOKYMEHT00G0pOTa W APXUBHOTO XPAHCHHS
4, CHCTEMATH3ALHH JIOKYMEHTOB

3. JOKYMEHTHPOBAaHMS

Bonpoc 2. HopMaTHBHBIH AOKYMEHT, YCTaHABNUBAIOUIMH eIUHbIE TPeOOBAHUS K
IOKYMEHTHPOBAHHIO YIPABICHYECKOH ICATENLHOCTH H OpraHu3aiiny paboThl ¢ AOKYMEHTAMHU!

1. Yuuduuupoeannas cucteMa g1oKyMenTauuu (Y CJI)
2. ['OCT

3. VHCTpYKUMS IO AENONPOU3BOICTBY

4. rcaoy

5.

HOJDKHOCTH&H HHCTPYKLHUA

Bonpoc 3. Uem periaMeHTHpYETCs AESTENBHOCTE paboTHIKOB cinyxbsl JOY
I'OCTom

JLOJDKHOCTHOM HHCTPYKIIHEH

NPUKa3oM AUPEKTOpa

pPeKUMOM padOTHI NPEAIPUATHS

HUYEM

o W) S o—



Bonpoc 4. undopmarus o coObITHAX H ABIEHHAX 00bEKTUBHOR AeHCTBHTENLHOCTH H

MBICIIUTENIFHOH ACITEIBHOCTH qeII0BCKA, BaQ)HKCHpOBaHHa}I Ha MarcpHallIbHOM HOCHTECIC C
PEKBH3UTAMH- 3TO |

JlokymenT

dopmynap

OJlaHK JOKYMEHTa
cUcTEMa TOKYMEHTAIIMH

N

KOMITRIOTEP

Bonpoc 5. Kakue GyHKIHH JOKYMEHTa ABIMIOTCA CIEUHDHIECKUMU:
KYJBTYPHast, COLMaIbHasA, HHOpPMaMOHHAs
yIpaBleHYeCcKas, MHPpOpMalHOHHas, NpaBoBasi,
yipaplieH4eckad, IpaBoBas, HCTopHYIecKas

KyJILTYPHAsI, UCTOPHYECKas, COLHalIbHAs

HeT crnenuduuecKux QyHKUUH

Lh = L b —

Bonpoc 6 /lesTenbHROCTh N0 CO3aHUI0 JOKYMEHTOB Ha3bIBACTCH:
AESONIPOU3BOICTEO

AOKYMEHTOOGOPOT

JOKYMCHTHPOBAHHUEC

CHCTCMAa TOKYMCHTAIluH

JOKYMCHTOMOTOK

s W o —

Bonpoc 7. Yeranosnenue efHHO00pa3ds cocTaBa H GopM yIpaBleHUeCKUX TOKYMEHTOB,
(I)I/IKCI/Ipy}OU.H/IX OCYUISCTBIICHUE OQAHOTHUNHEBIX YIIPABIICHYECKHX (bYHKIl[/II:'I H 3aga4 Ha3blBacTCH:

1. CTaHiapTH3alMeH
2. yHHHKaHeH

3. JOKYMEHTaLHeH
4, knaccuuranuei
5. THIH3AUHENR

Bompoc 8. Kakne BUabl OJIAHKOR PEKOMEHIYIOTCS Ha NPEANPHATHR?

TOJIBKO JJIst KOHKPETHOTO BHJIa JOKYMEHTOB

1Jis BHYTPEHHUX TOKYMEHTOB (0OULHiT)

IJIsl BHELTHUX JIOKYMEHTOB (1M CEM)

OnaHk cnyxedHOro nHepMa, ONanK AN KOHKPETHOTO BUAa JOKYMEHTOB, 001K OIaHK
HET YETKHUX PEKOMEHIAlH i

DB —

Bornpoc 9. Yem otnuyaeTcs O1anK Ui BHYTPEHHUX JOKYMEHTOB OT ONaHKa 1 nucem?
Ha OJlaHKe JUIs THCEM MEHbILE PEKBH3HTOB

na OnaHke JJ1A ITHCEM OoJibLIC PCKBH3IHTOB

HE OTJIMYaeTCs] HU4YEM

PACIIOIOXKEHHEM PDEKBU3HTOB

oTauuaercs popmarom

SR



Bompoc 10. Kakue Gopmatsl Oymary MCnons3yroTes Juist 01aHKoB?

l. TOIBKO A4

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

4. TOIXBKO A3

5. Abu A4

PelTHHI-KOHTpOIBL Ne 2
Bonpoc [.Kakoe pacnonoxeHue peKBU3UTOB PCKOMEHIYETCS S THceM?

l.yrnosoe u daroroe
IIPONOJIbHOE U LEHTPOBAHHOE
YIIAOBOE M MIPOAOABHOE
(h1aroBoe U LUEHTPOBAHHOE
IPOJIONIBHOE U QIaroBoe

APl e

Bomnpoc 2. Ha kakue 4acTy AeIUTCa JOKYMEHT IIPH 0QOPMACHHH?
3aroJIOBOYHYIO, OCHOBHYK) H 3aKITIOYUTENEHYIO
3ar0JIOBOUHYIO, OCHOBHYIO H OOPMIAIOLIYIO

Ha4ajl0, CePEIMHA H KOHEL!

NEPBYIO, BTOPYIO, TPETHK)

TEKCT HA YaCTH HE JEIMTICS

Aol b

Bonpoc 3. I'me pacnonaraercs peKBU3HUT “HaUMEHOBaHUE PEANPUATHA 7
Mocie peKBU3UTA "PErHCTPALHOHHBIA HOMED JOKyMeHTa"

1101 peKBH3UTOM "3MOieMa opraHd3allii HIIH TOBAPHBIHE 3HaK"
B HIEHTPE BEPXHETO MOJL

B 0QOpMISAIOLIEH YaCcTH

noj peKBH3UTOM "ajpecar”

ok W b —

Bonpoc 4. B kakux JOKYMEHTaX YKa3blBaIOT CIIPABOYHBIE JaHHbBIE O MIPEANIPUATHH
BO BCECX

BO BHCIIIHMX

BO BHYTPEHHHX

B NPHKAa3ax 110 OCHOBHOH ACATEIBHOCTH

U]-hb.)!\.)u—

B pACTIOPAAUTCIBHBIX JOKYMCHTAX

Bompoc 5. Kakum criocobom ciaenyeT opopMuth naty = 20 oxtabpa 2019 1’ B nenosbix
nuceMax?

1. 20/10/00

2. 20.10.00

3. 20 okrabpa 2000
4. 2000.10.20

5. 20.10.2000

Bonpoc 6. [lucemo, uMerollee GHHAHCOBBIE H FOPHMYECKHE OCICACTBHS JOMKHO OBITb...
1. MOANMCAHO THPEKTOPOM, Il OYXIAITEPOM, 3aBEPEHO NIEYaTHIO



3aBEPEHO MIEYAThIO

HOJIIIMCAHO JIAPEKTOPOM H COTJIACOBAHO C KOPHCTOM
MOANHMCAHO I OyXTaNTepoM, YTBEPIKACHO TUPEKTOPOM
MOANKHCAHO TUPEKTOP

hl S

Bonpoc 7. Hem dake oTnuyaeTcs oT NHCEMa IO 0(POPMIICHHIO?
ABJIACTCA HE TIOJIJIHHHHKOM, &a KonueH ITOKYMEHTA
COJEPKUT Psill NOMOJIHUTENIBHLIX PEKBU3HTOB
rnieqaTaeTcs Ha Tenegaxce

HE MOJKET OBITh 3aBEPEH TNEUaThIO

BCE BBILICIIEPEUUCIEHHOE BEPHO

O 1

Bonpoc 8. B ueM ocHOBHEIC OTAMYHS [THCEM K 3apyOeKHBIM HapTHepaM?
NoJs o 1 oMy

OTCYTCTBHE IYHKTYaLHH

odopmneHue ab3aues 0e3 ab3aLHOr0 OTCTYIA

CIIOBECHO HM$POBO# CIOCO0 HATHCAHUA JIAThI

BCE BBILICHIEPEUUCIEHHOE

A

Bonpoc 9. KakoB cpok XpaHEeHHs ACAOBBIX ITHCEM?

1. 1 mecs

2. 1 ron

3. 3 roma

4, 5 ner

3. He XpaHaTesd Boobiie

Boripoc 10. Ha xakom OnaHke odopMmisieTcs Tenerpamma’?
1. Ha TenerpadHoM

2. Ha 0b11eM

3. IJIS TTHCEM

4. JUTA TIPHKA30B

3. He oopMmigeTes, T.K. lepeaeTcs o Teaedony

PeiiTuar-KouTpoar Ne 3,
Bornpoc 1. Kak Ha3eiBaeTes JOKyMEHT, GUKCHPYIONIHH cornalieHe CTOPOH 00 YCTaHOBISHMH
TPYAOBBIX OTHOUIEHHH U peryIMpyromuni ux?

TpyJAoBast KHHXKa
KOZEKC 3aKOHOB O TpyJe
[IPUKA3 0 THYHOMY COCTaBY
TPYZIOBOH KOHTPaKT (10TOBOP)
JTOIKHOCTHAS HHCTPYKLHS

LB W10

Bonpoc 2. Kak xpaHsTes IpUKa3bt 110 THIHOMY COCTaBY?
1. B JIMYHOM JigJle COTPYAHWUKA

BMECTE C APYTHMH KaApPOBBIMH JOKYMEHTaMHU
TPYNIUPYIOTCS B OTAEIBHOE JIENO

[V (S



4, BBIJIAKOTCS HA PYKH COTPYAHUKY

5. BMECTE C ITpHKa3aMH I10 OCHOBHOH ACHTCIILHOCTH

Bompoc 3. O yeM THIIYT B THYHOM 3aSIBITCHHH?

0 puemMe Ha paboTy # YBOJBHEHUH, 00 0THYCKe
0 CBOMX JIMUHBIX [UIAHAX

00 0T103A2HUH

O BBITQITHEHWH HOPYYCHHUA

N

00 OCHOBHBIX 3TaNax >XH3HCHHOIO IIYyTH

Bonpoc 4. KoMy cienyer ajapecoBars 3adBlIeHHE 0 IpUeMe Ha padboty?
CoOCTBEHHUKY NPERIIPHUATHS

PYKOBOJIMTENO NpeaTpUATHS

Ha4aJIbHUKY OT/eNa KaJpoB

IJ1. Oyxranrepy

TOBapHIILy o padote

B W D —

Bonpoc 5. Kakoit ToKyMeHT He0OX0IMM AJIst OTyueHHs 3apaboTHOH nnats! 3a 3aboneBLero
cympyra?

pacIucKa

CBHUETENLCTBO O Opake

3afiBJIEHHE W TAaclopT Cynpyra

AOBEPEHHOCTD

oOBACHUTEIbHAS 3allHCKA

DB

Boupoc 6. JTna gero Heodxoauma apTomatusauus JOY?

1. 1% moBkIneHus 3G dexTHBHOCTH Tpya paboThuKoB IOV, cokpalleHue Tpya03aTpat
Ha JOKYMEHTHPOBAHHKE,

1718 pAMOHATH3aUUH JOKYMEHTO000pOTa

11 OCBOOOMKICHHS pabOuuX MeCT

/Ul OCBODOXKIEHHSA CeKpeTapst OT BeACHHs JOKYMEHTalUH
JUis yHHQHKALMK ¥ COKPAIEHHA KONHYeCTBa JOKYMEHTOB
HeT HeoOXOOMMOCTH B ARTOMATH3aHHH

ol SR o

Bonpoc 7. Ha kaxkux ranax JOKyMEHTallHOHHOTO 00eCreYeHUs YIIPaB/IeHHA IPHMEHAIOTCA
MEXAHM3ALMA M aBTOMATH3aHMA?

1. Ha JTalle PerucTPalldy U [IOUCKa IOKYMEHTOB

2. Ha 3Talle SKCHeTMUHOHHON 00paboTKH.

3. Ha MOATOTOBUTENLHOM 3Tale (COCTaBACHHE, KONMUPOBAHME, PA3MHOKEHHE
JOKYMEHTOR)

4. HA 3AKTIOUATELHOM DTane (Ilepefaya Ha apXHBHOE XpaHEHHe)

5. Ha Bcex oranax 00padoTKH JTOKYMEHTOB

Bonpoc 8. OT 4ero 3aBACHT COCTAB KOMIUIEKTOB IIPUMEHAEMBIX CPEACTB ¥ TPOTPAMMHOIO
obecnedeHus?

1. OT KOHKPETHBIX YCAOBHH paboThl annapata yIpasieHus ¢ JOKYMEHTaMH



LU TN S I N |

OT YKOHOMHUYECKHX BO3MOXKHOCTEH [IpeANPUATHS
OT CTEIEHH [OATOTOBKH CIIEIUAIHCTOR

OT MPHUPONHBIX YCAOBHH

OT PEKJIAMBI

BOHpOC 9. K TexHUYECKHM CpeACTBAM COCTABJICHHA H H3IOTOBJICHHA TCKCTOBBIX JOKYMCHTOB
OTHOCATCA:

Lh B o) b o

rekrorpadu4eckie 1 0pCeTHBIE MAIIHHEL

MHKPO(HIBMBI U MUKPO(HIIIH

MHLIYIIHE MaIIMHBL, THIIYIMAE ¥ OPTaHU3allHOHHBIC aBTOMATEI
(anblieBAIbHBIE, 2PECOBANBHEIE, MADKHPOBANBHEIE MAIIHHEL
KOMIIBIOTEPB! H BBIMHUCIUTEIbHBIE MAIIMHBL

Bompoc 10. lokyMeHT, H3rOTOBIEHHBIH CpeACTBaMH BhrYHCIUTENsHOH TexHukH (BT),
HCIIONE3YETCA Ha [IpaBax:

1. [TOJIMHHAKA
2 KOIHH
3. YepPHOBHKA
4, ayOnuKara
3. BBIMTHCKH
Bonpocs! k 3x3amMeHy:
l. YT0 TaKoe AOKYMEHT, ¢ KaKOH LIENpI0 OH MOMKET CO3NaRaATLCA?
2. KakoBbl OCHOBHBIE TPU3HAKH KNACCH(PUKAIHN AOKYMEHTOB?
3. Y10 noHumaeTes oj1 AOKYMEHTAIMOHHBIM 00€CIICYeHHEM YIIPaBIIEHH ?
4. B uem cyTs cTaHmapTH3alMK 1 YHHUKAIKK JoKymenTor? Kakue pazpabarbisaroTes
CTAHIaPTHI?
5. Hem otnmuaercd odopMieHHe peKBU3UTOR 001Iero OMaHKa oT Granka rucsma?
6. KaKoBEl OCHOBHBIE PEKBH3UTLI, HCMOIL3YEMBIE TS OGOPMIIEHHS IIPHKA3A U
pacnopsKeHus.
7. Kak#e GopMbl HPOTOKOJIOB MOXKHO HCIIONL30RATh B YIIPABICHUECKOH IeSTCILHOCTH, B
4eM MX OTNIHYHe?
8. YKakuTe OCHOBHBIE TPeOORaHHS! K O(QOPMIIEHUIO ASNOBOFO MHCHMA.
9. Kakue xoMmiekcsl NOKYMEHTalUY BKIXO4aeT B ceOsl KaapoBas HHPOPMAaLHOHHO-

JOKYMCHTALIHOHHAaA cHcTeMa?

10.
11.

B 1em ocobeHHOCTH 0 OPMIIEHHA IPHKA30B 10 THYHOMY COCTaBy?

Yo noHUMaeTCs Mo opraiusalieid 10KyMeHToo00poTa?

12.Yro Takoe cXeMbl JOKYMEHTO000pOTA, 3a4eM OHM HYKHbBI?

I3.

C xaxoi neneto pazpadarhIBarOTCS HHCTPYKLMH 0 AEJIONPOU3BOACTBY, UTO B

HUX HEOOXOAUMO MPEeIyCMOTPETE?

14.

YxaxuTe TEXHOJIOTHHUIECKYH ITOCICAOBATCIIEHOCTE 3TAllOB pa60’r1;1 C

BXOJAIIHMH NOKYMEHTaAMH.

15. Kakosa 1nocieioBateIsHOCTE Olepaltil 1py padoTe ¢ BHYTPEHHUMH
nOKyMeHTaMu?
16. C kaKkoH 1enBko PoBOAUTCS (YOPMUPORAHNE JIeil, KaKHe IPH TOM HEOOXOXHMO



cobaronate TpebosaHus?

17.4YTo Takoe HOMEHKIIATYPA JIeJ1, ¢ KAKOH Hembio pa3pabaThIBAOTC THIIOBBIE HOMEHKIIATYPBI

nen?

18. Kakyro undopManmo conepuT HOMeHKIIaTypa Jei?

19. YTO MOHUMAETCS IO IKCTIEPTH30H LICHHOCTH IOKYMeHTa?
20. Kakue kputepryt HCIIOIB3YIOTCS IIPH OLCHKE JIOKYMEHTOR?
21. Kak ocymecTBisieTcs npueM-nepeada el B apxus?

22.410 Takoe KOH(QUACHIHATBHBIA TOKYMEHT?

23. Kakue OCHOBHBIE yIpO3bl BOZHHKAIOT IIpK padoTe ¢ KOHPUICHITHATBHBIMH
IOKYMEHTAMI?
24, VKaxuTe 0coOEHHOCTH BeJCHHS NEIONPOH3BOACTRA, 00CCIEUUBAIOLIETO YUET H

COXPAHHOCTE KOH(HIeHIIHATEHOH NHDOPMAIIUE B JOKYMEHTOR.
254710 noHMMaeTCs Mo/ 3aHIIEHHBIM JIOKYMEHTOOOOPOTOM, 38 CYET Yero MOXET OBITE

obecrneuena ero zamura?

CamocTonaTe abHAsI pafoTa CTYAeHTOB:
CamocTrogTenssas paboTa 3aKTI0YAETCs B IPOBSACHHH CTYACHTAMH HWHHBUIYAIBLHOFO
MCCIICTOBAHKA.
TeMbl MHAMBHAYANLHOIO HCCICLOBAKKS (CAMOCTOSTENBHOH paGoThl) CTYIEHTOB.
HoxymeHTHpOBaHHOE ODCCIICUEHUE YITPABICHHS [OCTHHUIEH
HokymerTupoBarnoe odecriedeH|e yIIpaBJIeHUs 3aropoiHol Typbaszoi
JoxyMeHTHpOBaHHOE ofecnedeHue yIpasiIeH|a pecTOPaHoM
JlokymeHTHpOBaHHOE obecrieueHre yNpagieHus TyphUpMO
JlokyMeHTHpOoBaHHOE o0ecreyeH e yIIPaBIeHNs aBTOTPAHCIIOPTHBIM [IPe/IIPHATHEM
JlokyMeHTHpOBaHHOE 00eClIeYeHHE YIIPaBIEeHHT MY3¢eM

N

I1aH HHAHBHIYAJBLHOIO HCCIETOBAHMA.
Pazpen 1.HopmaTrnBHO- 3aKOHO@TEABHBIE OCHOBBI JOKYMEHTO000pOTa AHAIN3 JIOrOBOpa
MENKIY TYpareHTOM U TYPHCTOM.
O(IJOpMHEHHB CTYIEHTOM 0bs13aTeIBHBLIX AOKYMCHTOB HCXO0IA M3 TEMBI HHAWUBHIYIBHOTQ
HCClICIOBaHUS.

Pasuen 2.CocrapneHue JOKYMEHTOBR B CEPBUCE U TYPH3ME
CocTaBnenye cTyIEHTOM HCXOIA M3 TEMBl HHIUBHAYANBEHOIO UCCIIEIOBAHNS CNCIYIOUIMX THIIOB
MOKYMEHTAIIMH: op {3 (B H A, PACHODIL HEC ThHUs, I ONMan o o-CnpaROuiag.

CUOMRBCTITT TS DO THTHITONMNY COCTHRY.

Pasnen 3.TexHonorus paboThl ¢ Z0KyMEHTaMHU B CEPBUCE H TYPU3ME
[pezenTaiius CTyIEHTOM CHCTEMBI ORTRRK U YICK PO Q JOKYMEHTOOB0poTa HCXOA H3
TeMbl HHANBHIYAITBHOIO HCCJIEC/IOBAHHSL.

3amMTa CTYCHTAMH Npe3eHTALUH 10 TEeMAaTHKe HHIHBHAYANLHOI'0 HCCIIEM0BAHUA
IIpeseHTanys MoKeT NpeACTaBIIThL COD0H COUETaHHE TEKCTA, IMIEPTEKCTORBIX CChUIOK,
KOMITBIOTEPHOH aHAMALKY, I'pahMKY, BHIEO, MY3BIKH ¥ 3BYKOBOTO psa (HO He 00s3aTe/ThHO BCE
BMECTE), KOTOPbIE OPraHU30BaHBL B €AMHYIO cpeny. Kpome Toro, IipeseHTallHs MMEET CIOKET,
CLICHApHHA M CTPYKTYPY, OPraHU30BAHHYIO UL y/I00HOTO BOCTIPUATHA HHDOPMALIHH.
OTnrunTeNpHOH 0COOEHHOCTRIO MMPE3CHTAIIHK ABIACTCA Cé_HHTepaKTHBHOCTB; TO €CTh
co3aaBacMas VIS 110JIb30BATEINS BO3MOKHOCTE B3aUMOACHCTBUS Yepe3 NeMERThI YIIPaBIeHMS,
Brmonuenne MPE3CHTALIMH HC ABJIACTCA 06s3aTENLHBIM DIIEMEHTOM, IPCHAOCTABIIACTCA Ha BBIf)-Op



CTYACHTY K NOGJI0KHTCIBHBIM OGp&BOM BJIMACT HA CIICHUBAHUC pa60T51.

DOH/| OIIEHOYHBIX CPEJCTB /LIS [IPOBENCHUS aTTECTALMH YPOBHS CGOPMUPOBAHHOCTH
KOMIIETEHIMH 00YUaIOIIMXCs 110 JUCIUIUIEHE 0(OopMIAeTCA OTACTBHBIM TOKYMEHTOM.

7. VUEBHO-METO/IUMECKOE 1 THOOPMALTMOHHOE OBECIIEYEHUE
JTUCITUTLIMHBI

7.1. KnuroobecnedeHHoCTL

HaumenoBanyie TMTepaTypsl: aBTOP,
HA3BaHME, BAI U3JaHHS,
H3JaTCIILCTRO

oM u3aauud

KHUT'OOBECIIEYEHHOCTD

KonuuecTrO
IKIEMISPOB
U3J3aHUH B
oubanoTEKE
Bnl'Y s
COOTBETCTBHY C
OI'OC BO
]

Hanpuue B
ONEKTPOHHOH
oudanoreke Bal'V

2

J

OcHOBHasl THTEpaTypa

1. Jlapuonosa, MapuHa bapuesna.
J 25 [TpaxtTukym o
OpraHH3allMOHHOMY H
JIOKYMEHTALHOHHOMY
o0ecneyeHuIo JEATEIBHOCTH
opraHuzauuu: yuedHoe nocobue /
M. b. Jlapuonora, W. E.
CadpoHoBuy. Exatepuntypr:
Hza-so Poc. roc. npod.-nen. yu-
ta, 2019. 206 c. ISBN 978-5-
8050-0683-9

2019

http://elar.rsvpu.ru/

2.10yeanora, H. H. Ocnosol
JENOIPOU3BO/ICTBA. Azpix
ciyke0HOTO JIOKYMEHTA
yueOHHK W TOPaKTHKYM Uil
akajieMuueckoro OaxanaBpuara /
H. H. lllyeanosa, A. 10. Vlsanosa
; nox obu.  pea. H. H
[lypasioBol. —  2-e W3/,
nepepab. u jgom. — M.
Uszgarenserso HOpaiit, 2019. —
428 ¢. — {(Cepus : baxanasp.
Akajgemuueckuit  kypc). ISBN
978-5-534-10848-4

2019

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

3.I'yimnna, H.A.
JlokyMeHTalHOHHOE — oDecnedeHne
yIpaBIeHus B COLMANBHO-
KYIBTYPHOM CEpBHCE W TYDH3ME :
y4eb. nocodue N.A. I'ymmna, H.A.
3adinesa. - M.:  AJIbOA-M:
HH®PA-M, 2015. - 240 c.

2015

http://znanium.com/bo
okread2 php?book=48
9737.




HonoaHuTenbHas muTeparypa

1.beikoea, T. A. JIOKyMeHTAITHOHHOE
obecrneyueHue YIIpaBIIcHAS
(zenonpou3poJIcTBO) @ yuebHoe
nocodue I U8 CTYIEHTOB
BolcLIMX y4YeOHBIX 3aBeacHmid. T. A.
beikoga, T. B. Kysuenosa, JI. B.
Cankuua; HOJIpe. T. B.
Kysneuoroii. - 2-e u3za., nepepad. u
aom. - Mocksa : MHOPA-M, 2018. -
304 c¢. - (Bricmee oOpazopaHHe.
bakanappuar). [SBN978-5-16-
004805-5.

2018

https://znanium.com/c
atalog/document?pid=
042800

2. bynar P.E. [lokymMeHTaUHOHHOE
ofecrneyucHue yIIpaBIeHU
MIEPCOHANOM: VYuebHoe
nocodue/bynar P. E. - M.: HUIJ
HHOPA-M, 2015, - 234 c.. 60x90
1/16. - (Beicuiee obpasosanue:
bakanagpuar) ISBN  978-3-16-
010318-1

2015

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

7.2. llepnoanyeckue H3AAHHHA
1. JKypuan «JIenompou3BOACTRON
2. Kypnan «CekpeTapckoe Jeno»
3. Kypuan «CnpaBounuK cekpetaps u oQUC-MEHEDKEPay
4. Xypran «CrnpapouyHHK KaIpoBHKa»

7.3. UarepHeT-pecypebl

1. http://'www.witc.org — odHIHanbHBIH caidT BceMHpHOro comera 110 HYTEINIECTBUSAM H

TYPU3IMY.

2. http://www.world-tourism.org — oprIMaIBHbINA caliT BeceMUpHOR TYpUCTCKOM OpraHu3alliy.

World Tourism Organization UNWTO

3. htp://www rata.ru — oQUIHATEHEI caliT PoccHiicKOro corw3a TYpHEIAYCTPHH.

4. http://minstm.gov.ru — oQuIHaNbHEI caliT MHHHCTEPCTBA CIIOPTA, TYPH3MA U MONOJCIKHOM!

nonutuxy PO

5. http://www russiatourism.ru - oHIHAIBHBIA caiiT PeJepabHOro areHTCTRA 110 TYPHIMY

6. https://tonkosti.rt/ - XxuBasg JHUMKJIONENHS A1 [YTELIECTBEHHUKOB: OIMCAHUS CTPaH,

KYpPOPTOB H OTelIeH, OT3bIBbl TYPHCTOB

7. http://www.turist.rbc.ru - Temarudeckuii cailt PbK o typusme

8. hitps://www.tourprom.ru/ HOBOCTH TypH3Ma, TIOpIIHE TYpPBl, OT3BIBBI 00 OTEmAX H

TYpONEPATOpaXx, MyTERbIE 3AMETKH TYPUCTOR, (JOTOOTHEThI O IYTEIIECTRUSX

9. https://www.atorus.ru/ Acconuauus typoneparopoe Pocchu

10. http://vladimirtravel.ru/ OpuunansHb TYPUCTHUHECKHH NopTan BraauMupckoi obmacTu

KoMmuteT o typusmMy aMUHHACTpaUWn BiraguMupckoit obnactu

11. http://www.ecotourism-russia.ru/ru/ - ACCOIHAIINA 3KOTOTHYECKOTO TYPU3Ma

12. http://www.termika.ru/dou/enc/razd3/od2.html - Tepmuka: ©0a3a HaHHBIX COLEPKHUT
uHpopMallHi0 O  HOPMaTHBHO-MeToauWdeckoM  peryimuposannd 1OV, paspaboTke
HOPMATHUBHBIX JOKYMeHTOB 0o JIOVY, NOKYMEHTHUPOBAHMK) HHGDOPMAIMM H CO3JIaHUHU
JAOKYMEHTOB, OPraHM3aliid W asTOMAaTH3alMH JIOKyMeHTooOopoTa, obecnedcHnn paboThl ¢
KAAPOBOR JIOKYMEHTAllMeH, OpraHuzalli¥ XpaHeHHs JIOKYMEHTOB, OOYYEHMH OCHOBAM
JCIOTIPOU3BOACTEA.



13. www.gdm.ru - Pervonanphas obiiecTBeHHas oprasuzaiis "T'wipiud  Yipas/srOIHX
JoxymeHTanuei”.

14. https://openedu.ru/course/spbstt/CLEWO/-  «Orxpeitoe obpasosanue», Karamor Kypcos,
MOOK: «Jenonpouzeoicteo (JlokymeHTallMoHHOE o0ecneueHue).

15.Uudopmanmonnas npasosad cuctema «KoncyapTant [Inrocy

16.Mudopmannonnas Cucrema «I apant»

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHHE JUCITHHJIKHbI
Jns peanuszandd JaHHOW JAHCUHIIIHHBI HMMEIOTCS CHEHWAIBHBIE [OMEMICHHS 1Jisf

NPOBENEHUS 3aHATHH JNEKUMOHHOIO THIA, 3aHATHH TMpPaKTUYEeCKoro/nabopatopHoro THIIA,
TPYIIIOBBIX W MHAMBHAYAIbHGIX KOHCYNbTaUMi, TEKYIErOo KOHTPONASA ¥ TMPOMEKYTOHHON
aTTECTAllMH, 4 TAKKe IIOMCUICHMS 1A CaMOCTOSATENbHOH padOTHI: ayJAUTOPHH, OCHAIIEHHBIC
MyJIbTEMEHA 000PYIOBAHHEM, KOMIILIOTEPHbBIE KIIACCH ¢ JOCTYNOM B HHTEDHET, ayJHMTOPHH
Oe3 crien. 000pyAOBaHHUA.

[lepeueHp HCNOIB3YEMOTO JHIIEH3HOHHOTO [IPOrpaMMuoro obecnevenys: Microsoft Office.
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JIMCT IIEPEYTBEPKIEHUA
PABOYEN IPOI'PAMMBI JUCUUILTAHBI

Pa6ouas nporpamma onobpena Ha 2020/2021 ygebnblii ron

[MpoTtokon 3acenanus kadenprr Ne 1 0131.08.2020 rona @(
3asenyromuii kadenpoit TuC xanounar nexn. Hayk I'yxosa JLI. ; d

o/

PaGoyas nporpamma oxobpeHa Ha yueOHBIH roa
[Tporokon 3acenanus xagenpsr Ne 0T roza
3aBeqyromuii kadenpoi

Pa6ouas mporpamma onobpeHa Ha y4eOHEIHA rog
[Tporoxon 3acenanus kadenpsr Ne oT roga

3agenyromuii kadenpoi




