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Janaumn:

I. HEJIX OCBOEHMSA AUCLUIIJIMHBI

]_Ie.ﬂb Pl3y‘-l(:‘.lllflﬂ JHCHHIIJIKHBI — OBJIAICHHC CT)’,E[GHT&MH TCOpETHqQCKHMH 3JHaHUAMHU H
NPaKTEYECKUMH HaBBIKaMM B paboTe ¢ MOKyMEHTaMM, HeOOXOIMMBIMH 11 3(PQPEKTHRHOTO
YIPABIEHHS NPEANDHATHAMHA HHIYCTPHHA CEPBHCA, TYPHU3MA H FOCTEIPHUMCTEA.

- H3YYCHHC H 3aKpCIUICHHE TEOPCTHHECKHUX OCHOB JOKYMCHTHPOBAHHOIO obecrieyeHUs

YN PaBJICHUSL,

- (bOpMHpOBaHHE CHCTEMATH3IHPDOBAHHBIX 3HaHui 00 yHH(bHLII/IpOBaHHBIX CHCTEMax

JIOKYMEHTAIIHH,

- IOJAYYUCHHE TMIPaKTHYECKHX HABBIKOB [I0 TEXHOIOTHH pa6OTI:|I ¢ JOKYMEHTaMH Ha

NpeANPUSTHR;

npHOOpeTeHHe HaBBIKOB 110 00paloTKe, aHATW3Y H COCTABIEHHIO JIOKYMEHTOB B cjepe

CEepBHCA ¥ TYpH3Ma.

2. MECTO JUCLHHUIIJIMHBI B CTPYKTYPE OIIOII BO
Jucnumianaa «OCHOBS JACTOIPOU3BOACTRA Ha HPeIIpHATHSX cepEl yeayr» OTHOCHTCS

K 00s13aTeNbHON YacTi y4eOHOTO 1laHa.
[IpepexBu3HTLI

AHCHHUILJIHHEBIL

((HpOFpaMMHOG obecrieueHHEe H  aBTOMATH3ALIMSA

npesnpuaTHit chepsr yenyr», «paHcmopTaoe obecnedeHye B TYPH3MeE», «YIpaBACHYECKUi
YUET B OPraHU3aLHMAX CPephl rocTenpuuMeTBan, «Opraisalds TYPUCTCKOH ACATSIBHOCTHY.

3. IITAHHPYEMBIE PE3YJIbTATBI OBYYEHHWA MO TUCHHUILIMHE

[nanupyembie

pe3yIbTaThL

06}/‘-{CHI’IH o AHCUOHILIINHE, COOTHCCCHHBIC c

IJI2HUpyeMbIMH pesyibTarami ocgoeHus OI10]11

Kon dhopmupyeMbIx YpoBeHb [InanupyeMple pe3yasTaThl 00yUYeHNs 11O JHCHUILUIHHE
KOMIIETEH LK it OCBOCHHS XapaKTEPH3YIOLIHE ITANBl (POPMUPOBAHK KOMIICTEHUHH
KOMIICTCHITHMH (HOKBS&TBJII-’I QCBOCHHUSA KOMHGTEHHHH)
OIIK-2 Yacmuunoe 3HATE
Crocoben oceoenue OCHOBB] pa3zpad0TKU, BHEJIPEHHUA H UBMEHEHHS LTATHOTO
OCYUICCTBAATE KOMRemerRy U pacriucaHui;
OCHOBHBIE (DYHKIIHH YMern

YIIPaBICHHS TYPUCTCKOM

OPHUCHTHPOBATLECA B CHCTEME 3aKOHOOATEIIBCTBA K

AEATEILHOCTRIC HOPMATHBHBIX TIPABOBBIX aKTOB, perIaMeHTHPYIOMIMX
Opraiu3allvio Tpyaa;
Baanern
HABBIKAMH pa3pa00TKHA OPraHU3aLUOHHOH H
¢ yHKIHOHAILHO-IITATHOH CTPYKTYPBI;
[NKO-1 Yacmuunoe | 3HaATh
Crnocoben OCBOEHUE JIOKaJIBHEIC HOPMATHRHO-TPABOBBIE AKTHI 10 OPraHH3aLHH
OpraHu30BBIBATE paboTy | xKovnemenyuy | TPyJa Ha [IPEANpHATHH,
UCITOITHHATENEH, YmeTh
HPHHUMATE peLieHne oo IPMHKWMATE YYACTHE B pazpaboTKe nporpaMmm
OpraHusalu OpraHMu3allMOHHBIX H3MECHEHUH B YaCTH BONPOCOB
TYPUCTCKOM yIpaBJICHUS [TIEPCOHANIOM M OLICHUBATL 3Q(QEeKTHBHOCTL HX
JeATebHOCTH OCYLISCTBIIEHHUS;
Baaners
HABBIKAMH AHATMU3A OPraHn3alMOHHON U GyHKUMOHANBHO-
LWITATHOH CTPYKTYPHI, OLICHKH JIOKaJbHO-HOPMAaTHRHBIX
AKTOB 10 BONPOCAM OPraHM3ailiy TPYAa.
NKO-4 Yacmuynoe 3narTe
Cnocoben oceoenue TpedoBaHus K 0(OPMICHHIO OUHIIHAIILHEIX JOKYMEHTOB,




OpraHH30BbIBATH
npouecc 0OCITYKHBAHUA
noTpedbuTeneH Ha
OCHOBE HOPMATHBHO-
[IPABOBLIX AKTOB, C
YHETOM 3alpocoB
norpeduTenci u
[IpUMEHEHUEM

KOMRemeHyuu

PETIAMEHTHPYIOIIMX OpraHH3allyio TPyZa.

Ymern

YMETh AOKYMCHTIEHO 0OPMILTE U NPaBUILHO
paccTaBiIsTh PSKBUHTHI HA JTOKATEHEIX HOPMATHRHEIX
aKTax, KacalolUXcs OPraHH3alliy Tpyaa IepcoHaa.
Biaagers

HaBLIKaMH aHANH3a OpTaHM3alMOHHON H QYHKITHOHATIBHO-
IITaTHOM CTPYKTYPBI, CLIEHKH JOKATBHO-HOPMATHUBHEIX

KJIMEHTOOPHEHTHPOBAHH

BIX TEXHOJIOTHH

dKTOB I10 BOIIpOCaM OpraHH3alHu Tpyda.

4. ObBEM U CTPYKTYPA JTHCHUAIIINHBI

Tpyn0oeMKOCTb JUCIMILIMHBL COCTABJIACT 5 3a4eTHBIX euHUIL, 180 vacos.

Bunas: yuebHoit
paboTEl, BKSIIOYas
CaMOCTOSTCBHYIO O6nem Dopmsl
paboTy cTyAeHTOB y4eGHOH TEKYHIETO
§ H TPYAOEMKOCT (B paboTEl, KOHTPO
a. § - yacax) c YCIIEBAEMOCTH
Ne | Haumenomanue tem w/unu | g 3 = TPUMEHEHHEM popma
/| paslenoB/TeM QUCHMIUIHHEL | & & = v HHTEPAKTHRHBE HPOMEKYTOYH
~ § < | 3 é . X METONOB oii
2 = = SE| L ! Y% aTTecTalny
T = = g5 g (B qacax / %) i
é 3 g‘i O (no
::E i% ceMecmpa)
2 =
£
1. | Pasznea 1. 6 |[1-2 2 2 13 2/ 50%
Hopmarusho-
3aKOHO/IATENIbHbIE OCHOBEI
JOKYMeHTooBopoTa
Tema 1. HopmaTuBHO-
IIPABOBOE M METOIMYECKOS
peryiposanue IOV B
TYpH3Me
2. | Tema 2. I[lpasuia 6 |34 2 2 13 3/75%
oopMIeHHS JOKYMEHTOR B
Typu3Me
3. | Tema 3. OOszarencHeie |6 | 5-6 2 2 13 3/75% PelTunr-
JOKYMEHTBI B CEpBHCE H KOHTPOJIb
TypH3IMe No 1
4. | Paznen 2. 6 | 7-8 2 2 13 4/ 100%
CocrapyeHue JJOKYMESHTOR
B TYpU3ME
Tema 4. S3bIK cnyKeOHBIX
TOKYMEHTOB
5. | Tema 5. Jlenosast 6 |9-10 |2 |2 13 47100%
NEPenucKa B TYPU3Me




6. | Tema 6. Cocrasnenue u
odopMIIeHIE
OJOKYMEHTalHH I10
AOTOBOPHBIM
obs3aTensCTBAM B TYPU3ME

o]

4/100%

PelTHHT-
KOHTpOHb

Ne 2

7. | Tema 7. CocrapncHue H
oopMNIEHME  TYPHUCTCKOH
JOKYMEHTAILHH:
TEXHOJIOTMYECKas
JOKYMEHTAIU TYp{UpMBIL.
JIOKYMEHTallis
O0CIYKUBaHUSI M [aKeT

Typa

4/ 100%

8. | Paznen 3.

Texnonorus pabothl ¢
JIOKYMEHTaMH B TYPH3ME
Tema 8. Opranuzanus
JIOKYMEHTOO0OPOTA.

15-16

4/ 100%

9. | Tema 9. OTBETCTBEHHOCTE
IEpCOHaNa 3&  BEJCHHE
JOKYMEHTALHH

17-18

4/100%

Peittunr-

KOHTPOJIb
Ne 3

Bceero 3a 6 cemecTp

180

18

117

30/ 83%

Ox3amMeH {(27)

Hanwnuue B gucumnniande KIVKP

Hroro o AHUCUHIIJIHHE

180

18

117

30/ 83%

Dxzamen (27)

Conepmaﬂne JeKIIHOHHBIX 3aHATHI 10 AHCUUILIHHE

Paznen 1. HopMaTHBHO- 3aK0HOAATEILHEIE OCHOBBI JOKYMEHT0000pOTA
Tema 1. HopMaTHBHO-TPAROBOE H MeToAHYecKoe peryjuposanie /IOY B Typuime
YPpOBHH YHOpaBIEHHS B TypU3Me (PYKOBONSAWMKH, CTPATErHYECKHMH, TaKTUUYECKHH H
onepaTuBHb). JlokymenTanus »PGeKTUBHON CHCTEMBI MEHEKMEHTHI [IPEANPUATHI cepBHca
W TYypU3Ma: [IpaBoBas JIOKYMEHTAlMs, JOKYMCHTAUUSA [0 OOCCICYEHHID KayecTaa,
OpraHu3alMOHHO-PACIOPSANTENbHAS NOKYMEHTALMS, NOKYMEHTALUS [0 CTPAaTerMuecKoMy H
ONECPATHBHOMY I[UIAHHPOBAHHIO, METOAMUECKas MOKYMEHTALMs, BHELIHAS HOPMATHBHAS
HOKYMEHTAIWsl, BHYTPEHHSs HOpPMAaTHBHAs [JOKYMEHTalUMs, BHYTPEHHSS TeXHHUecKas
JTOKYMEHTAUMS.
HopMaTHBHEBIE JOKYMEHTBI, PErYIHPYIOIHE JICIONPOU3ZBOACTRO!
O rocynapersennoii taitne: 3akon P® ot 21.07.1993 Ne 5485-1 // C3 Pd. — 1997. — Ne 41. - C.
82208235,
O xomMepueckoit Taiide : eaepanbHbiii 3akoH oT 29.07.2004 Ne 98-03 // C3 PD. — 2004. — Ne
32. - Cr. 3283.
006 undopmaiuu, HHPOPMAITMOHHBIX TEXHONOTMAX 1 O 3alIuTe HHGopmanuy | OenepanbHbli
3akon ot 27.07.2006 Ne 149-@3 // C3 PD. — 2006. — Ne 31 (Y. 1). — C1. 3448.
06 ynopanoyYeHuy U3rOTOBJICHHS, UCIOIR30BAHMs, XPAHEHHA H YHHUTOXKEHHSA Mevarei n
bnaHkoB ¢ BocmpouzBeacHueM [ocyaapcreeHHoro repba Poceniickoit Peneparyu:
[loctanosnenue [Ipasurenscrea P® o1 27.12.1995 No 1268 // C3 PD. — 1996. — Ne 2. - Cr. 123.
06 yreepxaenuu [lepedns THIIOBBIX apXUBHBIX JJOKYMEHTOR, 0DpaszylomUXCs B HAyYHO-
TEXHUYECKOH M MPOM3BOACTBEHHON ACATEIBHOCTH OPIaHU3ALMH, C YKA3dHHUEM CPOKOB
xpaneuus: [Ipukaz Musakynetypst Poceun ot 31.07.2007 Ne 1182 // Bronnerens HopMaTUBHBIX
aKToB (eecpalibHBIX OPraHoB HCIOMHUTEIbHOH BracTu. — 2007, — Ne 46.
06 yreepxaernd lepeuns ceelcHU KOHGUICHUIMAILHOTO XapakTepa @ Yka3 Hpesunenta PO
oT 06.03.1997 Ne 188 // C3 P®. — 1997. —Ne 10. — Ct. 1127,



06 YIBEPAKICHHH [TonoKeHHA 0 [IOpAIKE 06paHICHHH ¢O CyxeOHoH HH(bOpM&HHGfI
OrpaHHYEHHOI0 pacHpocTpaHeHus B eAepalbHbIX OpraHax HCIIONHUTE/IBHOH BIIACTH:
[loctanoenenue [Ipagutenscrea P@ ot 03.11.1994 No 1233 // C3 PD. — 2005. - Ne 30 (Y. 2). -
Cr. 3165.
06 yreepkacHun [lpasun nenonpoussoacTsa B GeaepaibHBIX OpraHax HCIIONHUTECIHHOM
BlacTH: moctanoBneHue [Ipaputensctsa PO o1 15.06.2009 Ne 477 // PI'. — 2009. —~ 24 utonsi.
O6 yreepskaennu [IpaBuia moAroTOBKH HOPMATHUBHBIX NIPABOBBIX aKTOB (Pe/ICPAIBLHBIX OPTAHOB
HCIIONHUTENLHOH BNAaCTH U HX rocyaapeTseHHol perncrpauny: [locranossienue [pasurenberaa
P® ot 13.08.1997 Ne 1009 // C3 PD. — 1997. - Ne 33. — Ct. 3895.
06 snexTporHoi nMppoBoi noamck: Genepanbhbiii 3akod ot 10.01.2002 Ne 1-@3 // C3 PD. —
2002. - Ne 2. - Cr. 127.
['OCT 6.10.5-87. YHu}HUUHPOBAHHBIE CUCTCMBbI JIOKYMEHTALMH. TpeQOBaHUS K IOCTPOSHHIO
Popmynsipa-obpazua. — M., 1998.
Obmepoceuitckuit KilaccHpUKATOP ynparieH4eckod qokyMenTaunu OK 011-93. — M., 1995,

OTedecTBEHHBIC U MEXIYHAPOIHBIC CTAHIAPTHI HA ROKYMEHTAUMK. QpraHel yIpaBJieHus
WHAYCTPHM TYPHU3MA M FOCTEIIPHUMCTBA M COOTBETCTBYIOUIME UM JIOKYMEHTHI.

Tema 2. Ilpaeuiia opopmiieHHs1 JOKYMEHTOB B TYpH3Me

YHHAGUIUPORAHHAS CHCTEMa TOKyMeHTalun. TpeboBaHus K OQOPMIICHHMIO JOKYMEHTOR.
Tpebopanus x bnankam gokymenTos. [lonaTue u cocras pexBu3nToB. OQopMiIeHHE PEKBHIHTOR
JIOKYMEHTOR.

Tema 3. O6azare/bHbIE AOKYMEHTBI B cCCPBHCE H TYpH3ME

Knaccuukaiinsa opranu3alMoOHHO~Paciops/IMTEIbHBIX JOKYMEHTOB. Opraiu3alHoHHbIe
HOKYMEHTBI: yCTaB, YUPEIMTENbHbI JIOTOBOP, TMOJIOXKEHWE, WHCTPYKUHA, [IOKHOCTHASA
MHCTPYKUMA. PacnopsaauTensHble AOKYMEHTHI MPHKA3, PaclOpsIKCHHE, YKa3aHMe, PelUeHHE,
BBINKCKA, MPOTOKON. CTPYKTYpa TeKCTa JOKYMEHTOB, PEKBU3HTBL.

Buabel MHGOPMAMOHHO-COPABOYHBIX TOKYMEHTOB (@KT, CITy)keOHas 3amucka, Chpaska,
CIIMCOK, [1PEUIOKEHME, 3aK/IOYCHHUE, HEPEYEHB, 0030p, OTHET, CBOJIKA U MIpP.), CTPYKTYPa TEKCTA
JOKYMEHTOB K PEKBU3UTHIL.

Pasaen 2. CocTaBieHue JOKYMEHTOB B TYPH3ME

Tema 4. SI3bIK cIykeOHBIX JOKYMEHTOB

SA3BIK M CTHIB CTyKeOHBIX TIOKYMeHTOB. OCODSHHOCTH SM3bIKA CIY)KeOHBIX TOKYMEHTOB.
Ynorpebnenue MNpPONHCHBIX M CTPOYHBIX OYKB. LauHOOOpasMe NpHHIMIIOB H  (OPMBI
cokpatieHus. OQopMileHHe JaT M 4HCel B JOKYMeHTaxX. Vcnonp3oBanue B JOKYMEHTAaX:
cODCTBEHHBIX ~ HMEH,  Ha3BaHMH  rocydapcTB,  aAMHHHCTPAaTHBHO-TEPPHTOPHATLHBIX
HauMeHoBaHWH. OuUOKK B TekcTaxX oQULHANBHBIX JOKYMEHTOB. PelakTHpoBaHie TEKCTOB.

Tema 5. lenosas mepenucKa B TYpHU3IMe

Dopmel  pesoBoi  nepenucekd. Krnaccugukauus aenosbix nucem. TpeGoBaHus
CTPYKTYpe TeKCTa U O(hOPMIICHHIO NENOBLIX MHCEM.

Tema 6. CocrasieHde H  odopmiieHHe JOKYMEGHTALMH TI0 [J0TOBOPHBIM
00s13aTE/ILCTBAM B TYPH3IME

Knaccumxanus cnenok. JIoroop: noHsTHE, BHABL, YCIOBHS 3aKTHOYCHHA H OCHOBAHW
U1l pactopkeHus. CYUIECTBEHHBIE M HHbBIE YCJIIOBUA AOroBopa. JIOroROp B CepBHCE U TYPU3ME.
Bunel 10roBopoB B cepBHCe M TypH3MeE: apenja, NpokaT, IepeBoKa MacCaKHpOB, BOIMEZHOE

' OKa3aHue ycnyr, MopydeHHe, JOTOBOP KOMHCCHU, areHTCKMI HOTOBOp. TeXHONOrus 3ak/Iio4eHUs
IIOCOBOPOB ¢ KITUEHTAMH H NapTHepaMH. TpefoBaHH K COCTABICHUIO HOTOBOPOB.

Tema 7. Cocrapaenne H  0pOPMICHHE  TYPHCTCKOH — JOKYMEHTAalHH:
TeXHOJIOTHYECKAA OKYMEHTAlHs TYpQHUPMBI, JOKYMEHTAUMS OOCHYKMBAHHS M I1IAKeT
Typa

Knaccuduxanusa TYpUCTCKOM  ACKYMEHTaIMM. [exHomoTHdeckas  JAOKYMEHTAaLUs
TYPQUPMBL: TEXHOJIOTHYECKas KapTa TYPHUCTCKOTO MYTELIECTBUS, rpa(HK 3arpy3Ki TYPHUCTCKOIO
NpeflpusTHS TpynnaMy TYpUCTOB Ha OIIpEJENiCHHOE BpeMs, TYypUCTCKas NYTEBKa,
MHGOPMALMOHHEIH JTHCTOK K IYTEBKE, MUCT OpOHHpPOBAaHHS., TOTOBOP. TPadMK JBYOKCHHA IO
MapIIpyTy, KapTa-cXxeMa MaplipyTa, OlTHCaHHe TeXHOIOTMYeCKHX ocobeHHoCTeH Typa, namMsTka



1A TYPUCTOB., CIIPABOYHLBIC MATEPHAINRI TI0 MapIHpyTy, HpaﬁC-HHCT, KaJIbKYIIMIHUA Typa U T.II.
IlpaBuna cocTtaBieHUs W  OQOPMIEHHA TEXHONOTHUYECKOH TYPHCTCKOM JIOKYMEHTALIHH.
Hoxymenranua obcinyupanua (3asBKa Ha OpOHWPOBaHME, IOATBEPKACHHE O MpUEME,
H3BELICHHE O 3ac3Ae TYPHCTOB, BAYYCP, JIMCTOK OTMETOK) M ITAKET Typa: NPaBHIIA COCTABICHHS ¥
ohOpMIIEHHS.

Pazaen 3. Texuonorus paboThl ¢ AOKYMEHTAMH B TYpH3IME

Tema 8. Opranuzanusi NoKyMeHTO000pOTA,

O0paboTKa BXOAAIINX, UCXO,IIIX U BHYTPCHHHX JOKYMEHTOR. | [pHHLIHIIEI
PETHCTPALMH JIOKYMEHTOB Ha NpeAnpusTiid. KOHTPOIb B CPOKH HCIOMHEHUA TOKYMEHTOR.,
Opranusanus XpaHeHus JOKyMeHTOB. COCTaBJIeHHEe HOMEHKIATYPsI 1el. POopMHpoBaHHE H
oopmienue gen. Tlopaaok nepejaun TOKYMEHTOB HA XPAHCHHE B apXME.

Tema 9. OTBeTCTBEHHOCTD NIEPCOHAJA 32 BEACHHE JOKYMEHTAHHH

CTpyKTypa KaipoBOH jJoxkyMeuTalMd. llepBHUHBIE HOKYMEHTBI TPY/IOYCTPOHCTRA.
PacnopsauTenbHas JoKkyMeHTalUud 110 KaapaM. JJoTOBOpHAs JAOKyMEHTaIUS 10 KaapaM. JInunoe
IeNlo COTpYAHMKA opranvsauuu. OpraHusalrs XpaHeHMs JMUHBIX Jef. Tlopsook XpaHeHHS
IOKYMEHTOB B JIMYHOM Jelle COTPY/IHHMKA. J[OKYMEHTHMPOBAHHE MPOLEIYp NpHEeMa TpaxIaH Ha
paboty, [epeBoja COTPYJHUKOB, IIQOHIpEHUS pabOTHHKA, IPHMEHCHHS JMHCIUIUTMHAPHOTO
B3bICKAHUS, YBONbHCHUS padOTHHUKA.

Coptep:xaHyie NPAaKTHYCCKRX 3AHATHI N0 JMCUMILIHHE

Pazaen 1. HopmaTupHo- 3aKoHOAaTe IbHbIE OCHOBBE JOKYMEHT0000pOTA

[Ipakruueckast padora Ne 1. YHUbHUMpPOBaHHAS cCHCTEMA NOKYMEHTAIIHH.

Pabora ¢ HOpMaTHBHOH JOKyMeHTalHed, NpoQecCHOHATBHEIMU  CTaHIApTaMH
HHIYCTPHY TYPU3Ma M [OCTENPHHMCTBA, JUCKYCCHSL. OCuopinic UDaRnim  ofopyicing
SRS TUR T

IlpakTHyeckas padora Ne 2. OdopmieHue peKBU3UTOR JOKYMEHTOR.

CpaBHMTeNbHBIA aHaIM3 OGQOPMIEHHBIX JOKYMEHTOB, PEKBH3MTBL Puluia o Ui
AR | HERERTR IR

IIpaxkTHueckas padora Ne 3. OpraHn3allHOHHO-PACTIOPAIHTENILHEIC JOKYMEHThI

CpaBHUTENBHAS XapaKTEPHCTHKA OPraHH3aluOHHO-PACTIOPSAUTENLHOH JOKYMCHTALMY B

Typupme (IKCKypeus).

Paznen 2.CocragiieHne JOKYMEHTOB B TYpHU3IMe
Hpaxkruueckan padora Ne 4 J[oTOBOp B CEpPBHCE U TYPU3ME.
BrltojtHeHUe 3a/1aHUH [10 PeAdKTHPORAHUIO JOTOBOPOB.
Hpakruueckasn pabora Ne 5 [lesiopas nepenucka
BeintonHeHne 3axannit no pazpaboTke JENOBBIX [THCEM JUIS IPOBEJICHNRS PEKIAMHOI0
TYPa, Pavoi ¢ vieict potiiel nodioil. O0HacTHON TYPHCTCKO-UH(OPMAIIMOHHBIR HEHTD
(3KCKypCHsi ).
[IpakTuyeckas padora Ne 6 TexHonoruueckas AOKyMeHTaUMs TyprpMbl pu
OKa3aHWUHW TPAHCIIOPTHBIX YCIIVYT.
BeinonHedne 3agaHHi [0 pPEJAKTHPOBAHMIO [OKYMEHTOB, HEOOXOAMMBIX A
nepepo3ky aeted. AT (arckypeus).
IlpaxkTuyeckas padora Ne 7. Texuonoruueckas JOKyMEHTAlMs TyphHPMBl HpH
NPOJIAXKeE 11YTEBOK.
BrinonHenue 3anaHuit 110 pe1aKTHPOBAHUIO JOKYMEHTOB, HEOOXOIUMbIX /ISl NPOIAKH
nytepok B JJOJI (akckypcus).
IlpaxkTiyeckana padora Ne 8. Texnojlorudeckas NOKyMEHTaUMs TyphuUpMbl IIpu
o0cly;KUBaHWM KiITMEHTa B FOCTUHULE.
BrinonHenue 3amaHui [0 IIOATOTOBKE AOKYMEHTOB, HEOOXOMMMBIX JUIS OMOPMIEHHS
NPOKMBaHKWA HHOCTPAHHOI'O KJIIHEHTA B TOCTUHHUIE. [ OcTHHHNA (3KCKYPCHH).



Pazpen 3. Texnonorus padorsl ¢ JOKYMEHTAMH B TYPH3ME
IlpakTHyeckas padora Ne 9. Oprannzauusa XxpaHeHHs JOKYMEHTOB.
BrironHeHue 3a1aiuii 00 IOATOTOBKE AOKYMEHTOB K XPaHEHUKO. APXHUB (3KCKYpPCHS).

5. ObPA30OBATEJBHBIE TEXHOJIOI'HA
B npenonasanuu TUCHUNNUHEL «OCHOGL OeI0NpOU3BOOCMEA HO NPEeONnPUSIMUSLX chepol
yeiye» MCIIONB3YIOTCA pasHooOpasHble 00pa3oBaTeNbHLIC TEXHOMOIMY KAK TPAJAMLHOHHBIC, TAK U
C NIpYMMEHEHHEM aKTHBHEIX M MHTCPaKTHBHBIX METOJO0B 00yUYEeHHS.
AKTHBHBIC U HHTGpaKTHBHBIe METOABI O6quHI/IHZ
— HMurepaktnrHas nexima (teMa Ne 1);
- [I'pynnosas auckycens (tema Ne 2)
— Ponessle urpsl (tema Ne 3.9);
— Tpenunr (tema Ne 3);
— Amnanuz cuTyaiuit (tema Ne 4);
— IlpumMeHeHHe HMHTAUMOHHBIX MoneneH (Tema Ne 7);
— Pasbop koHkpeTHBIX cHuTyaluH {Tema Ne 6);
Hpyroe:
~  DKCKYPCHH HA NPOU3ROACTBO (TeMa Ne §)

6. OUEHOYHBIE CPEJICTBA JUIA TEKYILEI'O KOHTPOJIA
YCIEBAEMOCTH, IPOMEKYTOYHOM ATTECTAIIMHA 10 UTOTAM
OCBOEHHA JTUCHAIIVIMHBI 1 YYEBHO-METOAHYECKOE OBECIIEYEHUE
CAMOCTOSTEJBHOW PABOTHI CTYJIEHTOB

TexyllMH KOHTpOJb yCHeBaeMOCTH (PeHTHHI-KOHTpONb 1, peHTHHr-KOHTPOIbL 2,
PEUTHHI-KOHTPONL 3). THIOBBIE TECTOBBIE 3afaHUs JUIS INPOBEJEHHS TEKYUIEro KOHTPOJS

NPUBCACHBI HHXKC.

PeiiTunr-xonrpo.s Ne 1
Bonpoc 1. JlokymeHTanmorHoe obecnedenue ynpaeicHus (J1OY) oxearsizaeT BOIPOCHL:

1. JOKYMEHTUPOBAHHS, OpTaHH3alliy paboTh! ¢ IOKYMEHTAMK M CHCTEMATH3AIHIO
APXMBHOTO XPAHEHUA HOKYMEHTOB

2. TOKYMEHTOBEACHUS

3. IOKYMeHToOB0pOTA U apXMBHOIO XpaHeHHs

4. CHUCTEMATH3AUHH JOKYMCHTORB

5. JOKYMCHTHPOBAHHA

Bonpoc 2. HopMaTUBHBIH TOKYMEHT, YCTAHABNUBAIOLIMHA eIUHBIe TpeDOBaHHA K
JTOKYMCHTHPOBAHHUKD }’I]paBHBH‘ICCKOﬁ JEATCIIBHOCTH H Opradr3alun pa60TbI C JOKYMCHTaMH!:

1. YuuduiypopatHas cucteMa qokymeHTamn (Y CJ)
2. ['OoCT

3. WHeTpyKUKs Mo Ae0NpOU3BOICTBY

4. I'c10Vv

3. JOIDKHOCTHAS HHCTPYKLIUS

Bonpoc 3. UeMm pernaMeHTHpYeTCs ACATSIBHOCTS PabOTHUKOB ciiyxOp JOY
["OCTom

JIOIDKHOCTHOH HHCTPYKIMCH

IIPHKA30M AHPEKTOpa

PEXUMOM paboThl IPEANPUATAS

HUYEM

Nk W —



Bonpoc 4. nadopManyd 0 COOBITHAX A SBNEHHAX 00BEKTURHON ICHCTBHTEIRHOCTH |
MBICIIHTEIBHOH ACATENBHOCTH YCNOBCKA, Ba(pl/IKCHpOBaHHaH Ha MaTepHaJILHOM HOCHTCNC C
PCKBH3UTaAMH- 3TO |

1. JlokymeHT

2. dopmyaap

3. B1aHK TOKYMCHTA

4. CHCTEMA JIOKYMEHTAIHH
5. KOMIIBIOTED

Bonpoc 5. Kakue QyHKIHH JOKYMEHTa SBAAIOTCA CeUrpUIEeCKUMM:

1. KYJIbTYpHEs, COLMATBHAS, MHPOPMAIMOHHAS

2. yIpaB/ieHvecKas, HHpOPMaUHOHHas, [IpaBoBas,
3. YIPaBJIeHYECKas], PABOBAs, HCTOPHIECKAS

4. KYJIBTYpHAs, HCTOPUYECKAs, COIMATIBHAS

5. HET crenuduueckux PyHKIUHN

BOHpOC 6 HGHTGHBHOCTB O CO3aHUI0 JOKYMCHTOB Ha3hIBaCTCA:
l. JEJONIPOU3BO/ICTEO

2. JROKYMEHTOOGOpOT

3. JIOKYMEHTHPOBAHHE

4, CHCTEMA JIOKYMEHTAIUK

3. JOKYMEHTONOTOK

Bonpoc 7. YcranoBnenue eanHo00pa3us cocTaBa B HOPM YIIPaBACHUYECKHX JOKYMEHTOB,
(GHUKCUPYIOINEX OCYIIECTBICHUE OJHOTHIIHEIX YIIPABIEHYECKHX (DYHKIHH H 3a]a4 HA3hIBaeTCs:

1. cTanJapTH3alueit
2. yiHpuKaluei

3. JOKYMEHTALUeH
4. KnaccHuraL e
5. THIIH3ALHEH

Bonpoc 8. Kakue Buabi 071aHKOB PEKOMEH/IYIOTCS HA NIPE/ITTPUATHH?

TONMBKO AJIsl KOHKPETHOTO BHAa TOKYMCHTOR

JUI BHYTPEHHMX TOKYMEHTOB (OOLIHH )

JUIsSl BHEUTHUX JOKYMEHTOR (IIHCEM)

OJIaHK cayKeOHOro nucpMa, OJ1aHK JUIsi KOHKPETHOTO BHAA JOKYMEHTOB, OOIIHiT H61ank
HET YeTKHX PeKOMeHIaIuii

hl el S

Bonpoc 9. Uem otnudaercs dnaHk A7 BHYTPEHHUX JIOKYMEHTOR OT OJIaHKa 118 nucem?
Ha OralKe IS [THCEM MEHLLIC PEKBU3UTOR

Ha BJlaHKe 1015 1MceM GOTblIe PEKBU3HTOB

HC OTIIHYACTCA HHICM

PaclONOAEHUEM PEKBH3UTOR

_U"l-hb)l\)r—-

oTnH4aeTcsa popMaToM



Bonpoc 10. Kaxue ¢popmarel Gymara uenons3viores juia OnaHkop?

I. Tonbko A4

2. A4 A5, A3 A6
3. TOIBKO A3

4. TOJILKO A3

5. A6 u Ad

Peiituur-konTposn Ne 2
Bonpoc 1.Kakoe pacnonoxeHue peKBH3HTOR PEKOMEHIAYETCA 1L MHCEM?

l.yrioeoe U uaroroe
IPO/IOJILHOE H [IEHTPOBAHHOE
YIJ10BOE U IIPOAOJIBHOE
draroBoe H HEHTPOBaHHOE
[IPONOJIBHOE U (hiiaroBoe

bl ol e

Bonpoc 2. Ha kaxkue yacTu JQenuTcs JOKYMEHT IIpH odopMiaeHrn?
3aroJIOBOUHYIO, OCHOBHYIO M 3aKITIOYUTEILHYIO
3ar0JIOBOYHYIO, OCHOBHYHO H O OPMIIAIOLIYIO

Haualo, cepeiliHa 1 KOHeEl

TIEPBYIO, BTOPYHO, TPETHIO

TCKCT Ha 4aCTH HE JICIIUTCH

bl el e

Bonpoc 3. ['ne pacnonaraercs pekBU3UT “HAUMEHOBAHHE IPEANPHITHS 7
NIOCJIEe PEKBU3UTA "PErvCTPallMOHHBIH HOMED JOoKyMeHTa"

[IOJL PEKBU3UTOM "3MOIeMa opraiv3aliiy uiy TORapHbIH 3HaK"”
B LICHTPE BEPXHEro M0

B ohopMmIstoIe YacTu

bl

MO peKBU3MTOM "anpecat”

Bonpoc 4. B kakux J0KyMEHTax yKa3blBalOT CIIpaBOUHEIE JaHHBIC O NPEANPUSTHH?
BO BCEX

BO BHELUHUX

BO BHYTPEHHHUX

B FIpHKA3axX N0 OCHOBHOH AeATENEHOCTH

B PACIIOPAAMTEIBHBIX JOKYMEHTAX

o B~

Bonpoc 5. Kakum criocobom cneayet ogopMuth Aaty “ 20 oxktsadps 2019 7 B nenoseIx
nicbMax”?

l. 20/10/00

2. 20.10.00

3. 20 oxTs6pa 2000
4. 2000.10.20

5. 20.10.2000

Bonpoc 6. [Tncemo, uMeroinee HHAHCOBBIE M FOPHJIMYECKHE TTOCNENCTBUS JIOKHO OBITh...
1. NOANHCAHO AHPEKTOPOM, Tl OYXTAITEPOM, 3aBEPEHO IEYAThIO



o

3aBEPEHO TICYATHID

HOAIMCAaHO TUPEKTOPOM H COINacoBaHO € KOPUCTOM
ITO/NTUCAHO T OYXTAITEPOM, YTBEPKIEHO THPEKTOPOM
TTOOMHCAHO JINPEKTOP

i iy

Bomnpoc 7. Uem dake ornuyaeTes oT NHCHbMa 110 0hOpMIIEHHIO?
ABIACTCH HC NOAJIMHHHKOM, a KONHeH JOKYMEHTA
COACHIKHUT P JONMOIIHHUTEIIBHBIX PEKBU3KTOB
neyaraercs Ha Tenedakce

HE MOKeT ObITh 3aBEpeH NeYaAThIO

BCE BBILIEIIEPEUHUCIIEHHOE BEPHO

R

Bonpoc 8. B ueM OCHOBHBIE OTIIHYHA ITHCEM K 3apyOeKHBIM IapTHepaMm?
nojis no 1 aodMy

OTCYTCTBUE MYHKTYAI[UH

odopmieHue ab3ales Oe3 af3auHoro oTCTymna

cnosecHo 1P poBOH cocob HANHCAHHS RATH

BCE BBILIETIEPEUUCIEHHOE

Bonpoc 9. KakoB cpok xpaHeHus ICIOBbIX 1THceM?

l. 1 mecau

2. 1 rox

3. 3 rona

4, 5 ner

3. He XPAaHaTCst BOoOIIEe

Bonpoc 10. Ha kakom 6nanke odopmageTces Tenerpamma?

1. Ha TejterpagHoM

2. Ha o0IeEM

3. IS TTHCEM

4. 171 IPHKA30B

5. He odopMiIgeTea. T.K. NepegaeTces 1Mo Tencdony

Peitrnar-kontpoas Ne 3,
Bonpoc 1. Kak HazbiBaeTcst JOKYMEHT, (PUKCHPYIOLIHMH COrJallleHHe CTOPOH 06 YCTaHOBIEHHH
TPYAOBEIX OTHOINEHHH U PETYIHPYIOMIMHA UX?
TPYAOBAs KHHXKKA
KOAEKC 3aKOHOB O TpYIe
[PUKA3 [0 TIMHHOMY COCTaBY
TPYAOBOH KOHTPAKT (JIOrOBOP)

Lh-h’:;)!\.):——‘

. AOIKHOCTHad HHCTPYKIIHSA

Bompoc 2. Kax xpangatest npuKassl IO JHUHOMY COCTaRy?
] . B JIMYHOM J€Ji€ COTPpYHHKa

2 BMECTE ¢ APYTUMH KaJpPOBLIMU JOKYMCHTAMH
3. IPYIIUPYIOTCS B OTACIBHOE 1ETI0



4. BLITAIOTCS Ha PYKH COTPYIHHKY
5. BMCCTC C IIpHKa3zaMH 110 OCHOBHOMH ACATCIBHOCTH

Bonpoc 3. O ueM nHUIYT B JJMYHOM 325IBACHHH?

0 npvemMe Ha paboTy U YBOABHCHUH, 00 OTIIyCKe
O CBOMX JMYHBIX IIJTAHAX

00 ono3aaHun

O BBIIOJIHEHHH NTOPYUCHHS

00 OCHOBHBIX 3Talax *KU3HEHHOIO IIyTH

LW

Borpoc 4. Komy cienyer ajpecoBars 3asBieHue o puemMe Ha paboTy?
CoOCTBEHHUKY IIPENITPUSITHS

PYKOBOJHTEIO IPEAIPHATHS

HavalbHHKY OTAENA KaJpoB

. Oyxranrepy

. TOBapHIIy 110 padoTe

h B b —

Bonpoc 5. Kaxo#t toxyMeHT He0OX0quM /1S [TOJAy4eHHA 3apaboTHOHN naTel 32 3a00NeBIIero
cynpyra?

pacmicka

CBH/IETENIBCTBO O Opake

3aABJIEHHE H IIACIIOPT CYIIpyra

JOBEPCHHOCTD

OOBACHUTEILHAA 3AMIMCKA

R

Boipoc 6. Jlng gyero Heobxoauma apromatuzauma JOVY?

1. 1% NOBBHIICHHS dQPEKTUBHOCTH TpyZa pabotaukor JOVY, cokpalenue Tpya03aTpar
Ha JOKYMEHTHPOBAHUE,

U1 pallMOHATH3aHUH JOKYMeHTo0B0pOTa

2. IUTA 0CBOOOKICHNA pabounx MeCT

3 213 OCBODOKIACHHS CEKPETaps OT BEACHUS JOKYMEHTAIIHH
4. Ut yHUGHUKALIMA B COKpaILeHUS KONHUSCTBA JOKYMEHTOR
5 geT HeoOXO0IHMOCTH B aBTOMATH3ALMH

BOl'lpOC 7. Ha kaxux sTamax JNOKYMCHTRIITHOHHOrOQ o0eCIICUCHUA YIIpapACHUA NIPHMEHZOTCA
MEXAHH3AlME U aBTOMaTH3AIHA?

Ha 9Talle PeTUCTPALMH U TIOHCKA JOKYMEHTOB
Ha JTAIle JKCIeAMHUOHHOH 00paboTKy.

Ha NOArOTOBHUTEIBHOM 3Talle (COCTaBIEHHE, KOUPOBAaHUE, PA3MHOKEHHe
JOKYMEHTOB)

4. Ha 3aKTIOUHTENBLHOM JTane (repe/jiaya Ha apXUBHOE XpaHeHHe)

5. Ha BecexX orarnax 00paboTKU JOKYMEHTOB

Ld N —

Boupoc 8. OT 4ero 3aBHCHT COCTAR KOMILIEKTOB IPHMEHAECMBIX CPENCTE M IPOrPaMMHOTO
oOecrieuenus?

1. OT KOHKPCTHBIX YCIOBHE padOTHI afinapara yNpagjieHus ¢ J0KYMeHTaM1



DB W

0T SKOHOMHWYECKHX BO3MOKHOCTEH [IPCANPHATHA
OT CTEINECHHU IIOATOTOBKU CIIEIHAIHCTOB

OT MIPUPOJHBIX YCIOBUH

OT PEKJIamMbl

Bonpoc 9. K rexHU4eCKHM CpejicTBaM COCTABIEHHS H K3TOTOBNICHHS TEKCTOBEIX JOKYMEHTOR
OTHOCATCS:

D e

reKTOrpaguueckue 1 O(PCETHBIE MALIMHBI

MHUKPOGUIBEMEL U MUKPOQHITH

MHITYIIHE MALITHHBL, THITYIIHE U OpTaHH3allHOHHEIC aBTOMATEI
(anblieBaTbHBIE, &/IPECOBANTBHBIE, MAPKHPORATLHBIC MAUIHHE
KOMIIBIOTEPE] U BEIUHCIHTEIbHbIC MAILWHBI

Bonpoc 10. JloxyMeHT, H3rOTOBJICHHBL CPENCTBAMY BRIYHCIHTENEHOH TexHuKH (BT),
UCIIONIB3YETCA Ha IIpaBax:

I. HNOATHHHMKA
2. KoMUY
3. YEPHOBHKA
4, nyOnHKaTa
3. BLITTHCKY
Bonpocsl k 3x3ameny:
1. YTo Takoe TOKYMEHT, € KAKOH HENBH OH MOXKET CO3/1aBaThCa?
2 KakoBbl OCHOBHLIEC TPU3HAKH KIacCH(BHKALMN JOKYMEHTOR?
3. UTo noHUMaeTCs 110/1 AOKYMEHTAIIHOHHBIM 00eCeueHHneM YIIpaBieHn?
4. B ueMm cyTh cTanzapTu3aumu B yHUpUKaHK J0kyMeHToR? Kakne pazpabaTblBatoTcs
CTAHAAPTHI?
5. Yem otnuuaercs opopMieHre peKBU3IUTOR 00MIETO 6NaHka oT 6J1aHKA THCEMa?
6. KaxoBbl OCHOBHBIE PEKBU3UTHI, UCIIONbL3YEMEIE A1 OQOPMIICHUS IPHKA3A U
PACHOPSHKCHHS.
7. Kakue Gopmbl IPOTOKOIOB MOKHO UCIIQJIB30BATh B YIIPABACHUECKOH AeATEILHOCTH. B
4yeM UX OTIIHYME?
8. VKamure 0CHOBHBIC TPCOOBAHUS K 0QOPMICHUIO JIETOBOIG MHCHMA,
9. Kakue KoMIIneKcsl ZOKYMEHTAIMK BKITIOYAET B ceds KaapoBas HHGOPMAUHOHHO-

JAOKYMCHTaOROHHAA cHcTeMa?

10.
11.

B gem ocobeHHOCTH 0hopMIeHUS IPUKA30B 110 JIHYHOMY COCTaBy?

Uro MOHHMMAETCS 110 opraﬂmalmeﬁ ,IIOK}’MCHTOO60pOTa?

12.Y470 Takoe cxembl JOKYMEHTOODOPOTA, 3a4eM OHU HY)KHBI?

13.

C xaxoil e/bro pazpadarhlBalOTCS WHCTPYKLUMH 110 JENOIPOU3BOJICTRY, YTO B

HHMX HEOOXOIMMO [IpeTyCMOTpeTh?

14.

YKaxKnuTe TCXHOJIOTHHECKYH) ITOCIICOOBATCIILHOCTE JTalloB pa6OTI:I v

BXOOSAHIUMHY JOKYMCHTAMH.

15. Kakopa nocnenoBarensHOCTE onlepallui pu pabore ¢ BHYTPEHHHMH
IOKYMeHTaMu?
16. C xako# LEeJIbIo IPOBOAKTCA (POPMUPOBAHUE Jell, KaKHe IpH 3TOM HEOOX0ANMO



cobironare Tpebosanus?
17.4T0 Takoe HOMEHKIATYpa JIEN, ¢ KAaKOH [eNb0 pa3pabathlBatOTCs TUIIOBLIE HOMECHKNIATYPEI

nen?

18. Kakyo nHQopMaLK0O COIEPKUT HOMEHKAATYpa fen?

19. UTo nonuMaeTes oA IKCIepTH30H UEHHOCTH AOKYMEHTA?
20. Kaxkune KpuTepuH HCIIONB3YIOTCS IIPH OLIEHKE JOKYMEHTOB?
21. Kak ocymectrasercsa nipueM-nepesayda e B apXus?

22.Yt0 Taxkoe KOH(HUIEHIIMAIBHBIA JOKYMEHT?

23. Kakue ocHOBHEIC YIpO3BI BOZHUKAIOT 1IpH paboTe ¢ KOHGMIEHIMAIBHEIMH
AOKYMEHTaMH 7
24, VYxaxurte 0cOOEHHOCTH BEISHHUS JCTIONPOH3BOACTRA, 00CCIIEYHBAIOIIETO YIET H

COXPaHHOCTEL KOH(U ACHIIMATIBHON HHOOPMALHHU U IOKYMEHTOB.

25.41o noHuMaeTes MO 3alIMIIEHHBIM JOKYMEHTOODOPOTOM, 34 CHET YETo MOKET OBITD

odecrneveHa ero 2amura’

CamocTonTreabHas padoTa CTYNEHTORB:
CamocroarensHas padoTa 3aKIIOHaeTCsl B IIPOBEACHHHM CTY/IEHTAMH HHAWBUAYLIBHOIO
HCCIICAOBAHUS.
Tembl “HAMBUYATEHOTO HCCIEA0BAHMS (CAMOCTOATENBHOM paboThl) CTYAEHTOB.
JlokymMeHTHpoBaHHOe 00eCIIeueHHe VIIPaBIeHHA TOCTHHHIIEH
Hoxkymentuposannoe obecriedenye ynpapieHus 3aropoanoi TypGaso
HoKyMeHTHpOBaHHOE OOCCIIEUCHHE YIIPABICHHS PECTOPAHOM
HokymenTnpopannoe obecniedyeHne ynpapieHus TyphHpMOif
HoxymenTupoBanHoe 00eCeyeHUe YIPapICHUA aRTOTPAHCIIOPTHBIM TIPEITIPHATHEM
HoxymeHrTHpoBaHHOE obecreyeHre yIpaBIeHUS My3€eM

S

IlnaH HHAMBHAYAJLHOTO HCCAEN0BAHUA.
Pazgen 1.HopmaTuBHO- 3aK0HOIaTENbHBIE OCHOBEI IOKYMEHTOOBOPOTA AHANM3 JOroOBOpa
MELY TYPAreHTOM H TYPUCTOM.
OdopMmienue cTyIeHTOM 0053aTeIbHbIX AOKYMEHTOB MCXOLS U3 TEMbl HHIHBU/YANIBHOIO
HCCIIETOBAHMSI.

Paspen 2.CocrasiieHHe JOKYMEHTOB B CEPBUCE H TYPH3IME
CocTaBlicHue CTYJEHTOM MCXO U3 TEMBI HHANBUYAIBHOTO HCCASN0BANMS CIIEYIOMIMX THIOB
,U,OK}"MeHT&!IHFIZ O HIMQE O s POCTTONH T TR, ‘;HI(!)U;'\,\T:H}HUHE!U-CWPHH(“H:'EUE.

CEARORIT I IS RO IV SO

Pasnen 3. Texnonmorust paGoTEl ¢ IOKYMEHTaMH B CEPBUCE H TYPU3ME
[IpezenTanua CTyAEHTOM CHCTEMBI OPEUNHAILH VICK TPOIHOIT JOKYMEHTOOG0pOTa HCXO0A U3
TEMB! HHAMBUAYANIBHOIO HCCIIEN0BAHUS.

3ammuTa CTYJ1eHTaMH NPe3eHTANHH N0 TeMaTHKe HHAMBHAYAJIBHOT0 HCCIIEA0BAHUS
ITpesenTanus MOKeT NPEJACTARIATE co060l COUCTAHNE TEKCTA, MMIIEPTEKCTOBBIX CCBLIOK,
KOMIILIOTEPHOH alMMAlK, rPaQHKH, BUAEO, MY3BIK! W 3BYKOBOTO psjia (HO He 0013aTeAbHO BCE
BMBCTG), KOTOPbLIC OPraHu30BaHEl B ERUHYIO CPENY. KpOMe TOTQ, IIPE3CHTAUHA HMECT CHOWKET,
CUCHAPHH H CTPYKTYPY, OPraHM30BaHHYIO AN YAOOHOrO BOCIPUATHS HHOPMAIINY,
OTIHUNTENBEHON 0COOCHHOCTDIO [IPE3CHTALMH SIBIAETCA €6 NHTEPAKTHBHOCTD, TO €CTh
co3zjlapaeMasg JJis I10JIE30BaTed BO3MOXKHOCTDL B3aHMOHeﬁCTBHﬂ HEPpE3 HNEMEHTEI YIIPpaBICHAA.
Brimonnenue NPE3CHTAIIMH HE ABASCTCA 00s3aTEIBEHBIM JJICMCHTOM, ITPEIOCTABIACTCA Ha Bb]60p



CTYACHTY H NOJOXKHTE/IbHBIM 06p830M BIHACT Ha OLCHHBAHUC paﬁoTBI.

DOoHA OLEHOYHBIX CPEACTB 15 MPOBCICHNE aTTECTAllU) YPOBHS CPOPMHUPOBRHHOCTH
KOMHETEHHHH 06yHyarOIuxcs Mo AUCUMIUIMHE O(QOPMIIIETCs OTACTBHEIM JOKYMEHTOM.

7. YHYEBHO-METOJUYECKOE U HHOOPMAIIMOHHOE OBECIIEYEHUE
JAUCITHILIINHBI

7.1. KHuroodecneueHHOCTL

Haumenoranue nmutepatypsl: aBTop, | ['ox u3gaHus KHUI'OOBECITEYHEHHOCTD
HaspaHUC, BUI H3NAHNA, Konnuectro Hanuune B
U3AATCIBECTBO IK3EMILAAPOB 3IEKTPOHHON
U3JAHUHA B oudanorexe Bal'y
oubnuorexe
Bal'V g
COOTBETCTBHH C
OI'OC BO
I 2 3 4
OcHoBHag nUTEpatTypa
1. JlapnoHora, MapuHa bapuesHa. 2019 http://elar rsvpu.ru/
J 25 IIpakTHKyM 1o
Opra”M3allHOHHOMY U
JOKYMEHT2UUOHHOMY
0decIIeUeHHIO JIEATENBLHOCTH

opraguzaumu: yuebHoe nocodue /
M. b. Jlapuonora, M. E.
Cadponosuy. LxkatepuHOypr:
Hza-eo Poc. roc. npod.-nexa. yH-
ta, 2019. 206 c. ISBN 978-5-

8050-0683-9

2.1lypanora, H. H. OcHoBH 2019 https://static.my-
LE0NPOU3BOIACTBA. 3Bk shop.ruw/product/pdf/3
cityxe0HOro JIOKYMEHTa : 54/3537611.pdf

yueOHUK U [IPaKTHKYM  IUI
akajcMuyeckoro OakanaBpuarta /
H H. [lysanosa, A. IO. MBanosa

; nox obw. pex. H. H.

[IlyBastopoit. —  2-¢  wu3n,
nepepa6 M jgom. — M.
WzmareascTtBo HOpaiit, 2019, —
428 c¢. — (Cepus : bakanasp.

Axkajgemuueckuit  kypc). [SBN
978-5-534-10848-4

3.I'ymuna, H.A. 2015 http://znanium.com/bo
Jokymerraumonnoe  obeciiedyeHne okread2.php?book=48
YIpaBICHUS B COLIHANBLHO- 9737,

KYyNLTYPHOM CEPBHUCE W TYpPH3ME :
yueb. nocobue M.A. ['yiuna, H.A.
JafiueBa. - M.: AJIBOA-M:
MHOPA-M, 2015. - 240 c.




HOHOHHHTEHBH&H JUATEpaTyYpa

1.beikoBa, T. A. JIOKYMEHTAIITHOHHOE
ofecneuenne YIIPaBICHUS
(Zenonpou3BoJACTBO) @ yuebHoe
nocobue  Ang ANA CTYJICHTOB
BLICHIMX Y4eOHBIX 3aBencHuii. 1. A.
beikoBa, T. B. Kysuenora, JI. B.
Cankuna; HOJpen. T. B.
Kyznenosoil. - 2-¢ usn., nepepad. u
gon. - Mockea : VTHOPA-M, 2018. -
304 c¢. - (Broicmee obpasopanue.
bakanaepuar). [SBN978-5-16-
004805-5.

2018

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

2. bynar P.E. JlokyMeHTaUHOHHOE
obecnievenue YIPaBIeHUs
IEPCOHATIOM: YyebHoe
nocobue/bynar P. E. - M.: HHI]
HMH®PA-M, 2015. - 234 c.: 60x90
1/16. - (Beicinee obpazoBanme:
baxanaspuar) ISBN = 978-5-16-
010318-1

2015

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

7.2. llepunoanyeckue H3IaHHSA
1. Xypuan «J]enonpou3soacTeoy
2. Kypuan «CekpeTapckoe 1emo»
3. Kypnan «CrpaBounux cekperaps 1 oQHC-MEHEIKEPay
4. Kypuan «CnpaBo4HHK KaApOBHKa»

7.3. Uarepuer-pecypebl

L. http://www.wtic.org — obumManbnbii cafT BceMHpHOro coBeTa 1O MYTCIIECTBHAM W

TYPH3IMY.

2. htp://www.world-tourism.org — oduimatsHbii caliT BeeMHpHO# TypuCTCKOM OpraHu3aimy.

World Tourism Organization UNWTO

3. http://www.rata.ru — opunuansHelii caiit POCCHACKOTO COrO3a TYPHHAYCTPHH.

4. http://minstm.gov.ru — opUIHATEHEN calT MHHHCTEPCTBA CHIOPTA, TYPUIMA H MOJIOLEHHOI

NOJUTUKY PO

5. http://www.russiatourism.ru - opHLHANLHEIA caifT OejlepaibHOro areHTCTBA MO TYPH3MY

6. htips://tonkosti.ru/ - KHBag OSHUMKIONCAHS JUIS IyTEUIECTBEHHHKOB: O[MCAHHS CTDAaH,

KYPOPTOB U OTEJICH, OT3bIBbI TYPHCTOB

7. http://www turist.rbe.ru - Temariueckuit caiit PBK o Typuame

8. https://www.tourprom.ro/ HOBOCTH TYpW3Ma, [OpPSILIHE TYPhL, OT3BIBEl 06 OTEIIX W

TYPONEPATOpax, yTEBbIE 3AMETKH TYPUCTOR, POTOOTHETHI O MYTEIISCTBHAX

9. https://www.atorus.ru/ Accounanus Typoliepatopos Poccuu

10, hup://vladimirtravel.r/ Odinanbhbiil TypucTHUecKuii nopran Bnagumupckoii ofmacty

KomMuteT no Typusmy aaMHHHCTpanus Bragumupckol obnacta

11. http://www.ecotourism-russia.ru/ru/ - ACCOIHAIHS IKOIOTHIECKOrO TYPH3Ma

12. http://www.termika.ru/dou/enc/razd3/od2.html - Tepmuka: 6asa JaHHBIX COZEPKUT
AHPOPMAUMIO  ©  HOPMAaTHBHO-MeTOjMueckoM  perymuposanun  JIOY,  paspaboTke
HOpMaTUBHLIX JokyMeHTOB 1o JOV. noxymMeHTHpOBaHMIO UHPOPMALMH H CO3NAHHH
JOKYMCHTOB, OPIaHH3alMK W aBTOMAaTM3alluH JOKYMEHT00G0poTa, obecneyeHnu paboThl ¢
KajpoBOW [OKyMCHTAUMCH, OpraHM3allHy XPaHCHHS MOKYMEHTOB, OO0YYeHUM OCHOBaM
JICTOTIPOM3BOIICTRA.



13. www.gdm.ru - PervonansHad oOmecteeHHas opranmamus "Twibius  Yupapisoumx

JokymenrTanuei”.
14. https://openedu.ru/course/spbstu/CLEWQ/-  «Otkpeitoe obpazopanue», Kartanor Kypcos,

MOOK: «Jenonponssoacteo (JIokymMeHTaIMOHHOE 00eCTIeUCHHE).
15.Mupopmaunonnas npasopas cucrema «Koucynprant [Imocy
16.Mudopmanuonnas Cucrema «I apaat»

8. MATEPHAJILHO-TEXHUYECKOE OBECHHEYEHHUE JUCHUILJIUHBI
Jlna peanuszanuu JAHHOH JMCIHIITHHBLI HMEIOTCH CIIENHATBHBIE [OMELUGHHS Ul

NPOBEACHUA 3aHATHH JNEKLHOHHONO THIA, 3aHATHH [PaKkTHYecKoro/1abopaTopHOTO THIIA,
FPYHIIOBBIX M HHJIMBHAYaIbHbIX KOHCYJBTAlMH, TEKYLWIEro KOHTPOIS M HPOMEXYTOUHOH
aTTeCTAlMK, A TaKKe IIOMEIIEHHMS /IS CaAMOCTOATENBLHOH paboThl: AyAHTOPHH, OCHAHIEHHBLIE
MyJIbTHMEIME ODOPYINOBAHUEM, KOMIIBIOTEPHBIE KJACChI ¢ LOCTYIIOM B MHTCPHET, ayJMTOPHH
Oe3 cnen. 000Opya0BAHHS.

[lepeyeHs HCNOIB3YEMOTO JIMUEH3MOHHOTO IpOrpaMMHoro obecnevenna: Microsoft Office.



PaBouyto mporpammy cocrasun (/. M&M@Qﬁ&f% W&& /. éﬂéﬁ

Penenzent

£
(mpencraBuTeNs pa60T0naTenﬂ)Z&ﬁ /’M M%??W;%f/ ’:'{/

/ (MCCTOﬂSOTH i

JOJKHOCTD,

[Iporpamma paccMoTpeHa u onoOpeHa Ha 3ace1aHu| Ka(be,upm

[potoxon Ne __ 7~ ot /.4 /2 rona > B’ZQW
3aBenyronmui kapenpoi T oreetlr W i - BraneiF
&

(PHO, noanucs) U/

Paboyas mporpamma paccMoTpeHa u o,uo6peHa Ha 3aCelaHHM yYeOHO-METOJMYECKOH KOMHCCHH

HaIpaBlICHHS Vo 27 FY W“" 73
IIpotoxom Ne d OT %/~ 27 C7rona a
Ipencenarens KOMUCCHH 4’,4;/ 25 74

(oMo, / MOAIHCE)



JUCT NEPEYTBEPKTEHUA

PABOYEH ITPOI'PAMMBI JUCIUIIINHDI

PaGouas nporpamma onobpena na 2020/2021 y4uebHbI! roa

[Tporoxkon 3acemanus kadeaps! Ne 1 0131.08.2020 roza g‘
3aBexyromuii kKadbenpoit TuC xanmunar nen. Hayk ['yxosa JL.T L 7

U

Pa6oyas mporpamMma o100pera Ha £%7)/A4<  yaebHsIii rox

IIpotokon 3acenanus kapenpet No 7 ot FZ 22 rona @
3apenyrommit kKapenpot_ T £ L. mlp Hit T et W i ’ .l

Pabogas nporpamma onoOpeHa Ha yueOHBIH ro

[IpoTokon 3acenanus kadenper Ne 0T roma

3aBenyromui Kadeapoi




