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1. IIEJIU OCBOEHUS JUCIHIUILIAHBI

Iens u3yyeHus NTUCHMNIMHBI — OBNAJEHUE CTYACHTAMU TEOPETHUSCKUMH 3HAHHSIMH H
MPaKTUYECKUMM HaBBIKAMH B paboTe ¢ JOKyMeHTaMH, HeoOXOAHMBIMKH 17a 3$dexkTHBHOTO
YIIPABIIEHUS NPEANPHATHAMY HHAYCTPHH CEPBUCA, TYPH3MA H [OCTEIIPHUMCTBA.

3amaun:

- HM3Y4EHHE M 3AKPEIUICHHE TEOPETHYECKHX OCHOB JOKYMEHTUPOBAHHOTO obecredeHus
YIIpaBIECHHUA;

- ¢GopMHpOBaHHE CHCTEMATU3UPOBAHHBIX 3HAHUH 00 YHHQUUHMPOBAHHBIX CHCTEMaX
AOKYMEHTalMN]

- MOJly4€HHE [MPAKTHYECKMX HAaBBIKOB II0 TEXHOJOTHH paldoThl € AOKYMEHTaMM Ha
NPEANPUATHH;

nMpUoOpeTeHMEe HaBLIKOB 110 00paboTke, aHaMU3yY H COCTABICHUIO JOKYMeHTOB B cdepe

CEPBUCA N TYPH3MA.

2. MECTO JUCIIUIIJIMHEBI B CTPYKTYPE OIIOII BO
HucuuniuHa «OCHOBBI AETONPOM3BOACTEA HA MPEANPUATUAX ChHEPBl YCIYr» OTHOCHTCS
K o0s3aTenpHOM yacT y4ebHOro aHa. ,
IIpepexBuzurbl  aucuunimnbl:  «lIporpammHoe obecriedeHne W ABTOMATH3AIUS

npeanpuATai cepsl yenyr», «TpaHcnopTHoe obecredcHHE B TYPHU3ME», «YIIPaBIEHUECKUI
YYET B OpraHn3aimsax cpepsbl rOCTENPHUMCTBAY, «OpraHu3auus TYPHCTCKOM AeATETbHOCTH Y.

3. IINTAHUPYEMBIE PE3VJIBTATbBI OBYUEHHS 11O TNCIIUILIMHE

Ilnanupyemele  pesynabTaThl  oOydeHHs IO JHCHOMIUIMHE, COOTHECEHHBIE
NIaHUPYEMBIMH pesy isTatamu ocsoerusa OIIOI]

Kox dopmupyembix YpoBeHb IInanupyemble pe3yabTaThl OOyUYEHHA IO JUCIHINIHHE
KOMIETEHIIMH OCBOECHHS XapaKkTepH3YIOLHe ITalbl GOpPMHUPOBAHHS KOMIETEHIUH
KOMIETEHUHH (mokazatesny OCBOEHHS KOMIIETCHITHY )
OIIK-2 Yucmuunoe | 3HATH
Cnocoben OCBOeHUE OCHOBEI pazpaboTKH, BHEAPEHHs W U3MEHEHHS I TATHOIO
OCYILLECTBNATE KOMPEMEHYUY | PACTTHCAHMUS;
OCHOBHbIE (PYHKIIUH Ymers
yIIpaBlieHUs TYPHCTCKOR OPHEHTUPORATHLCH B CHCTEME 3aKOHOIATENILCTBA 1
JEATEIBLHOCTRIO HOPMAaTHUBHBIX IIPABOBBIX @KTOB, PEIVIAMEHTHPYIOLINX
OpraHU3aIUvIo TPy,
Bunaners

HaBEIKaMH pa3paboOTKH OpraHH3allHOHHOM U
(hYHKLIMOHANILHO-UITATHOH CTPYKTYPEI;

IMMKO-1 Hacmuunoe 3HaTL
Crocoben oCeoeHe JIOK&JIBHBIE HOPMAaTHBHO-TIPABOBLIE AKTH 10 OpraHu3allii
OPraHW30BEIBATH pabOTY | KOMHEmeHyuY | TPYIa Ha NPEANPHATHH;
UCMONHATENEH, Ymern
NpUAKMATL pelenue 0d IPUHUMATE yYacTHE B pazpaboTke nporpaMm
OpraHHu3aluy OpraHM3alMOHHBIX U3MEHEHHH B 4aCTH BONIPOCOB
TYPUCTCKOH yIIpaBI€HUS IEPCOHANOM H OLIEHHUBATEH 3(P(PEKTHBHOCTE UX
JEATENBHOCTH OCYIICCTBICHHA;
Biaaners

HaBbIKAMH aHallh3a OpFaHHBH.LlHOHHOﬁ H (t)YHKU,HOHBﬂbHO—
IITaTHOH CTPYKTYPLI, OLICHKH JIOKATBHO-HOPMATHBHEBIX
AKTOB [10 BONPOCaM OPraHU3allK TPYJIA.

IKO-4 Yacmuunoe 3HaTh
Cnocobed ocgoeHue TpeboBanud K 0hopMIICHHIO OQUIMATBHBIX JJOKYMEHTOR,




npolece O6Cﬂy)KI/IBaHHﬁ

OCHOBC HOPDMAaTHBHO-

KIHCHTOOPHCHTHPOBaHH

OpraHHu30BbIBATD
noTpeOuTeNCH Ha

IPaBOBBIX @KTOB, C
Y4ETOM 3allpOCOR
noTpedurtenci u
NpHUMEHEHUEM

bIX TEXHOJOTHR

KOMAEMERYUU

PErIaMCHTHPYIOLIMX OpTaHu3alifio Tpya.

VYmeTs

YMETb IOKYMEHTANBHO OGOPMIIATE K IIPaBUABHO
PacCTaBsThH PEKRH3MTHI HA JIOKAJIBHBIX HOPMATHBHEIX
aKTaX, KacaroLIUXCs OpTraHu3allvi TPY/a MepcoHana.

Baaners

HaBbIKAMU aHAJIM33 OPraHHU3alMOHHOM X () YHKIHOHATBHO-
WTAaTHOH CTPYKTYPBl, OLIEHKH JOKaNbHO-HOPMaTHBHBIX
aKTOB 10 BOIIPOCaM OpPraHH3aluy Tpy/a.

4. OBBEM U CTPYKTYPA JUCHUITJIUHbI

TpyoeMKOCTb IMCIMILTHHBI COCTARIISIET 4 3aU€THHIX ¢IMHMIIbL, 144 yaca.

Buael yyebnoit
paboThL, BKIIOUAA

NCpenycKa B Typu3Me

CaMOCTOATENLHYIO OfLem dopMbl
paboTy CTyAeHTOB yueOHoH TEKYLIEro
§ ¥ TPYJIOEMKOCTE (B paboTsl, KOHTPOS
o o 1acax) c yCHIeBAEMOCTH
Ne | HauMeHOBaHHE TeM H/HIIH % § g [IPUMEHEHHEM hopma
1/f| pasnenoB/TeM JUCUMILIMHEL | 5 = = v MHTEPAaKTHRHB] IIPOMEXKYTOUH
“ & - § é - X METOJOB oH
- E = E 5 (Buyacax /%) | arrecranuu
5| 8] &% © (no
A - lc% = cemecmpar)
=
£
= -
1. | Paznen 1. 6 |12 2 2 8 2/ 50%
HopmartugHo-
3aKOHOJATEIBHEIE OCHOREI
JOKYMeHToobopoTa
Tema 1. HopmatueHO-
IIPaBOBOE U METOJMHECKOE
pervauposanue IOV B
Typu3Me
2. | Tema 2. [IpaBuna 6 |34 2 2 g 3/75%
oopMneHNa TOKYMEHTOB B
Typu3me | L
3. | Tema 3. OOszarencHeie | 6 | 5-6 2 2 8 3/75% PeltTunr-
JIOKYMEHTBl B CEpBHCE H KOHTPOJb
TYpHU3ME No |
4. | Paznen 2. 6 |7-8 2 2 8 47 100%
CocrasneHue 1OKyMEHTOR
B TYpPH3ME
Tema 4. A3bik cnyxeGHBIX
JOKYMEHTOB
5. | Tema 5. Jlenoras 6 |9-10 [2 |2 8 4/100%




6. | Tema 6. CocraBneHue u 6 | 11-12 |2 2 3 4 /100% Pefitunr-

odopmrenne KOHTPONE
JOKYMEHTALIMH 1O Ne 2
JIOTOBOPHBIM
00s3aTeNnbCTBaM B TYPHIME

7. | Tema 7. CocraBnmenne u |6 |13-14 |2 2 8 4 /100%
odopMeHNEe  TYPHCTCKOH
JOKYMEHTALVH:
TEXHOJIOTHYecKasi
JOKYMEHTalMUS TYpHUPMBEL,
JNOKYMEHTAIH
O0CIY)KMBAHMA M TAKET

Typa

8. | Pazgen 3. 6 | 15-16 |2 2 8 4/100%
Texnonorus pabotsl ¢
JIOKYMEHTAMH B TYPHU3ME
Tema 8. Opranmnzanns

JOKYMEHTo00OpOoTA.

9. | Tema 9. OrsercrBennocts | 6 | 17-18 |2 |2 8 4/100% | Petruur-
NnepéoHana 3a BCIOCHHC KOHTPOJIb
JIOKYMEHTAUHH Ne 3

Bcero 3a 6 cemectp 144 18 |18 72 32/ 89% Dk3amed (36)

Hajimuue B gucuunnuye KITVKP -

WToro mo amcuuninde 144 18 {18 72 32/ 89% Dx3ameH (36)

ConepkaHue JeKUHOHHLIX 3AHATHH 110 JHCHMILIHHE

Paznen 1. HopmaTHBHO- 3aK0OHOJATENBHBIE OCHOBBI JOKYMEHTO000poTa
Tema 1. HopmaTHBHO-NpaBoBoe U MeToau4eckoe peryauposanue JIOY B rypusme
YpOoBHH yNIpaBieHUs B TypuaMe (PyKOBONAIMH, cTpaTeruyeckdi, TakKTHUECKHH H
onepaTHBHLIN). JlokymMenTaums d2QPeKTHBHON CHCTEMbI MEHE/DKMEHTB! NIPENPHATHH CepRHCa
M TYpH3Ma: 1paBoBasd JOKYMEHTalMs, MHOKYMEHTalHsd Mo oOecHneyeHuio KauyecTea,
OPraHU3alMOHHO-PaCIIOPAIHTENBHAS NOKYMEHTALMs, JOKYMEHTALHS MO CTPaTerd4yeckoMy H
OMEepaTUBHOMY INJAHUPOBAHMIO, METOAMYECKasds JOKYMCHTAUMs, BHELIHSS HOPMATHBHAS
NOKYMEHTallMsl. BHYTPEHHSIA HODMATHBHAs IOKYMEHTallHsl, BHYTPEHHssE TECXHHYECKas
QOKYMEHTAlIUA.
HopMaTuBHble J0KYMEHTBI, PETYIUPYIOLIKE AENONPOU3BOICTRO:
O rocynapctBeHHOH TalinHe: 3akoH PO o1 21.07.1993 Ne 5485-1 // C3 P®. - 1997. - Ne 41. - C.
8220-8235.
O koMmepueckol taiiHe : DenepatbHbiil 3akon oT 29.07.2004 Ne 98-D3 // C3 PD. - 2004. — Ne
32. - CT1.3283.
006 undopmaunu. HHOOPMAITHOHHBIX TEXHONOTHAX U 0 3amure nudopmaunu : PenepanpHbli
3aKkoH oT 27.07.2006 Ne 149-D3 // C3 PP. — 2006. — Ne 31 (4. 1). — Cr. 3448.
06 ynopsno4eHMH U3roTOBJICHUA, UCTIOIB30BAHKS, XPAHEHH U YHHUTOXEHHUS NeyaTel |
OnaHKoB ¢ Bocnpou3BencHueM [ocynaperBerHoro repba Poccuiickoit Menepauuu:
Iocranosnenue [pautensctsa P@ o1 27.12.1995 No 1268 // C3 Pd. — 1996, — Ne 2. — Cr. 123.
06 yrBep:xneHuu [lepevHs THIIOBEIX apXHBHBIX IOKYMEHTOB, 00pa3yiOMUXCS B HAYYHO-
TEXHUYECKOH K NPOM3BOACTBCHHON EATENBHOCTH OpraHU3alui, ¢ yKa3aHHeM CPOKOB
xpaHenud: [1puxaz MunkynesTyphl Poccun ot 31.07.2007 Ne 1182 // BronneTeHs HOPMATHBHBIX
aKTOB (peAepalibHBIX OPraHOB HCIOMHUTENLHOH Bractu. — 2007, — Ne 46.
06 yreep:xaenuu Ilepeuns creneHUH KOH(QUACHUKANBHOTO XapakTepa | Ykas [lpezunenra PO
o1 06.03.1997 No 188 // C3 PD., - 1997, — Ne 10. - Cr. 1127.




06 yreepanenuny Honoxenus o nopaaxe odpawmenns co Cinyxedioi uugopMaruelt

OIPaHHYECHHOIC PACIPOCTPAHEHHS B (e/lepaIbHLIX OPraHax HCIOAHHTENbHOH BIacTH:
Hoctanosnenue Ilpasutensctea P@ ot 03.11.1994 No 1233 // C3 PD. — 2005. — Ne 30 (Y. 2). —
Cr. 3165.
00 yrsepskacHur [Ipapun 1eI0npon3BoJICTBA B (pe/iepalibHBIX OPraHaxX UCTOIHHTENBHON
BiacTu: nocranoraeHue [Iparurenscra PO o1 15.06.2009 No 477 // PT". — 2009. — 24 urons.
06 yreepxkneHuu [IpaBui OATOTOBKM HOPMATHBHBIX IIPABOBLIX aKTOB (eIepATbHEIX OPraHoB
HCTIONTHNTEIIBLHO BIIaCTH M HX TOCyAapcTBeHHOU peructpaunu: [locranosienue [Ipasurenserea
P® ot 13.08.1997 Ne 1009 // C3 POD. - 1997. — Ne 33. — Cr. 3895,
00 anextponnolt nudpopo nmoanucu: Pepepansuslit 3akon or 10.01.2002 Ne [-d3 / C3 PD. -
2002, - Ne 2. — Cr. 127.
I'OCT 6.10.5-87. YunduuIMpoBaHHEIE CHCTEMBI JJOKYMEHTaIIHH. TpeCoBaHN K TTOCTPOSHUIO
dbopmynspa-obpazua. — M., 1998.
Obimepoccuiickuit knaccudukatop ynpapneHueckoi nokymentanuu OK 011-93. — M. 1995,

OTedecTBCHHBIE U MEXK/[YHAPO/IHBIE CTAHIAPTH Ha JOKYMeHTalu0. Opraysl yipasieHus
HH/IYCTPUH TYPH3MA H TOCTETPUMMCTBA H COOTBETCTBYIOIIHE UM JIOKYMEHTHIL.

Tema 2. [Ipasunaa ogopmiaeHusi JOKYMEHTOB B TYpH3Me

YunbuunpopanHas cucTeMa I0OKYMEHTalnl. 1peboBanus K oQopMIeHHIO JOKYMCHTOB.
TpeGosanus k OankaM goxyMeHTOB. [lonaTre 1 cocTaB pekBu3uTOB. OQopMIICHHE PEKBU3HTOB
JOKYMEHTOB.

Tema 3. Ob6a3aTeNLHBIC JOKYMEHTHI B CEPBHCE H TYPH3ME

Knaccuprkanis opraHH3alHOHHO-PACIOPAARTCIBHEIX J0KYMEHTOB. OpraHu3aloHHbie
JOKYMEHTBI: YCTaB, YUPEAUTEILHBI AOTOBOp, ITOJNIOMKCHUE, MHCTPYKUMS, JIOJDKHOCTHAas
VHCTPYKLMA. PacnopsannTenbHble NOKYMCHTBI: IOPHKa3, PAaCHOPSIKCHUE, YKA3aHHE, PELICHHE,
BBITHCKA, TPOTOKOJ. CTPYKTYPa TEKCTa JOKYMEHTOB, PSKBH3HThL

Buasl MHGOPMaOMOHHO-COPAaBOYHBIX JOKYMEHTOB (aKT, ClIy)XeOHas 3anucka, CrnpaBka,
CIUCOK, NPCINIOKEHHE, 3aKIIIOHEHHE, [IepedeHb, 0030p, OTYET, CBOKA U JIP.), CTPYKTYpa TEKCTa
NOKYMEHTOB H PEKBU3HTHIL.

Pasgen 2. CocTaB.ileHne T0KYMEHTOB B TYpH3Me

Tema 4. SI3bIK ¢1y:KeOHBIX IOKYMEHTOR

SBBIK ¥ CTUIL CIIYXKEOHBIX JOKYMEHTOB. OCODEHHOCTH A3bIKA CIIYXKEOHBIX JTOKYMEHTOB.
VnorpebiieHue 1pOIHMCHBIX M CTpo4HEBIX OykB. EjauHoOOpazne npHHUMIIOB W (GOPMEI
COKpalliCHHA. O(pOpMHCHHG JaT W HHUCCII B AOKYMCHTax. Hcnonp3oBanre B JOKYMCHTAaX:
cOOCTBEHHBIX ~ MMEH.  Ha3BaHMH  TOCYJAapCcTB,  AIMMHHCTPATUBHO-TCPPHTOPUAIBHBIX
HanmMeHoBaHuM. OmKuOKH B TEKCTaxX 0QUUMATLHBIX JOKYMEHTOB. Perakrnposaiue TeKCToB.

Tema 5. JesoBast nepemnncka B TypuzMe

Gopmer  nenopoit  nepernucky.  Krmaccuduxauma nenospix nucem. Tpeboanus K
CTPYKTYpPe TeKCTa H OOPMIICHHIO AENOBBIX ITHCEM.

Tema 6. CocrapacHue u  ogopmieHHe JOKYMECHTAUHUH IO  JI0r0BOPHBIM
00513aTeILCTBAM B TYPH3ME

Knaccuduranns cnenok. Jloropop: noustre, BUAB, YCIOBHS 3aKTIOUECHUA M OCHOBAIINA
Juis pacTopskenus. CyliecTBeHHble H HHBIE YCAOBHA I0roBopa. Jorosop B cepprce H TypH3IME.
Buibl 1orOoBOPOB B CEPRHUCE M TYPH3ME! apeH/d, IIPOKAT, IIEPERO3KA NAaCCaAKHPOB, BO3IME3IHOE
OKa3aHUe YCIyT, NOpyYeHHe, IOTOBOP KOMUCCHH, Ar¢HTCKUH JOroBop. TeXHOIOrHs 3aKIHUeHHS
JOTOBOPOB C KIMTHEHTaMH H ITIdpTHEPAMH. TPCGOBaHHH K COCTaBIIEHUIO NOTOBODOB.

Tema 7. CocraBJjaenue H Otl)OpMJIEHHE TypHCTCK'Oi;l JOKYMEHTALHH:
TeXHOJIOTHYECKAs] AOKYMEHTAI[Usl TYPQHUPMEI, JOKYMEHTAIHS O0CTY:KHBAaHHA W NaKeT
TYpa

Knaccudukanus  Typucrckoi  aokymeHTauuu. Texnonorudeckas JIOKYMEHTAlMs
TYPQUPMBL: TEXHONIOIMYECKAs KapTa TYPUCTCKOTO YTEMIECTBUS, I'PaQHK 3arpy3Ky TYPHCTCKOTO
NPEANPHUATHSA  FPYNIIAMU  TYPHCTOB  HA  ONPCACIHCHHOS  BpeMs, TYPHUCTCKas I[YTEBKA,
UHGOPMALMOHHBIH JTUCTOK K NYyTEBKE, MHCT OPOHMPOBAHHA, JIOrOBOP. rpaduK IBHKEHUS 110
MapLIpYTy, KapTa-CXEMa MapLUpyTa, ONUCAHHE TEXHOJIOINYECKUX 0COOCHHOCTEH Typd, HaMsITKa



JNIsl TYPUCTOB, CIIPABOYHBIC M@TEPHANBI 110 MAPLUPYTY, IIPAHC-IIMCT, KAIBKYIALMA Typa H T.IL
Ilpaeuna cocraenenns u OGOPMICHHS TEXHOJOTHUCCKON TYPHCTCKOW —NOKYMEHTAIHH.
Hokymenranus obcayxuBanus (3a4BKa Ha OpOHHpOBaHHe, IOATBEPMAEHUE © INpHEME,
M3BELIEHHE O 3a€3[I€ TYPHCTOB, Baydep, THCTOK OTMETOK) H MAKET Typa: MpaBuila COCTABNCHHS U
obopmienus.

Pazgen 3. Texnosrorus paboTsl ¢ JOKYMeHTAMHU B TYPU3Me

Tema 8. Opranuzanus 1o0KyMeHTE000pOTA.

O6paboTKa BXOIAMMX, HCXOAAUIMX ¥ BHYTPCHHUX JOKYMEHTOR. [IpHHIHIIE]
perucTpalyi JOKYMEHTOB Ha IpeaupUsTHH. KOHTPOJIb U CPOKH HCIIONHEHUS TIOKYMEHTOB.
Oprasg3aius XxpaHeH:s T0KyMeHToB. CocTaBleHHe HOMEHKIATYphl Ae1. POpMUpOBaHHE U
oopmienue gen. [Topanok nepesaqyn AOKYMEHTOR HA XPAHEHUE B APXHB.

Tema 9. OTBeTCTBEHHOCTEL NEPCOHAJIA 32 BeICHHE NOKYMEHTALHH

Crpykrypa kamposo#t poxkyMmedrauumy. Ilepsuunbie DOKYMEHTBI TPY/I0YCTPOHCTBA.
PacnopsnutensHas ZOKyMEeHTaUHs 110 KaapaM. JJOroBopHas JOKYyMEHTAlHs 110 KanpaM. JIuuHoe
Ieno coTpydHHKa opraHuzauuy. Opranuzaums XpaHeHHsS JHYHBIX Aes. llopsmox xpaHeHus
JOKYMEHTOB B JIMYHOM J&je COTPyAHUKA. JIOKYMEHTHUPOBAHHE MPOLEAYp IpUeMa TpaXaaH Ha
paboTy, nepeBoga COTPYAHHKOB, IMOOLIPEHHs pabOTHUKA, IPHMEHEHHS IHCUMILTHHAPHOTO
B3bICKAHUA, YBOJIbHEHHs paOOTHHKA.

Conepmaﬂue NMPAaKTHYE€CKHX 3aHATHHA N0 AUCLHHILINHE

Paznen 1. HopmaTHBHO- 3aKOHO/aTe/IbHbIE OCHOBL] JOKYMEHT00H0pOTA

IIpakTudeckasn padora Ne 1. Yuuduumporannas cucreMa J0KYMEHTALHH.

PaBora ¢ HOpPMATHBHOH JIOKYMCHTAlMEH, [POQECCHOHATBHBIMH  CTaH/IAPTAMHM
HHIYCTPHUM TYPH3Ma H TOCTCIPHUMCTBA, MAHMCKYCCHA. OCHOBILIC PRI OhOpat i
MU THOUICHDBIN FCRT TN,

MpakTuueckas padora Ne 2. OGopmieHne peKkBHIUTOB JOKYMEHTOB.

CpapHHTENBHBIH aHamM3 OGQOPMIICHHBIX JIOKYMEHTOB, PEKBU3WTHL. Putorn o (110
Beoriey nrer oo,

IIpakruyeckas padora Ne 3. Opranu3aliMOHHO-PACIOPA/IHTENLHEIE JOKYMEHTEHI

CpaBHHUTENIbHAs XAaPaKTEPHCTHKA OPraHH3alMOHHO-PACTIOPAIUTEIBHOH JOKYMEHTALHN B

TyppHpMe (3KCKYpPCHA).

Paznen 2.CocTaB/ieHse JOKYMEHTOB B TYpU3Me
[Ipakruyeckas padora Ne 4 JIoroBop B cepBHUCE U TYPH3ME.
BrimongeHue 3a1aHuit 10 peIakTHPOBaHUIO JOTOBOPOB.
[IpakTunyeckas padora Ne 5 Jenopas nepenucka
BrimosHeHHe 3a1aHuii 1o pazpaboTke AENOBBIX MTHCEM A MPOBEICHHS PEKAaMHOro
Typa, paCora ¢ wick iponitoi tearoil. ObnacTHOR TYPUCTCKO-HHOPMALIMOHHBIH LECHTP
(3KCKYpPCHS1).
ITpaktuyeckas padbora Ne 6 TexHonornveckas 10KyMeHTaIUA TYPGHUPMEI TpH
OKa3aHuyu TPaHCIOPTHRIX YCIYT.
BeinonHenue 3aJaHuil [0 PEJAKTUPOBAHHMIO JOKYMEHTOB, HCOOXOIMMBIX LI
nepero3ky getedt. ATII (akekypens).
IIpakTtuyeckans patora Ne 7. TexHosoruueckas IOKyMEHTalMs TypQUpPMBI NpH
npoJsiaxke NyTeBOK.
Brinonnenue 3a1anui Mo peJaKTHPOBAHUIO AOKYMEHTOB, HEOOXOIUMBIX ISl [IPONaXH
nytesox B J{OJI (3kcKypens).
[Ipakrrnyeckas padora Ne 8. Texsomoruueckass MOKyMEHTanMs TypOUPMBI IPH
00CIYKMBAHKM KIIMCHTA B TOCTHHHUIIC.
BrinosiHenue 3aJaluil 10 DOATOTOBKE JOKYMEHTOB, HEOOXOOMMBIX I8 0GOopMIICHUS
MPOXHMBaHNS WHOCTPAHHOI'O KIIHEHTa B TOCTHHHIE. | OCTHHHIA (3KCKYPCHS).



Paznen 3. Texnonorus paborsl ¢ NOKYMEHTAMH B TypU3Me
IMpakTuveckan padora Ne 9. Opranuzanus XpaHeHHs JJOKYMEHTOB.
BrimonreHne 3amanui 10 IOATOTOBKE JOKYMCHTOB K XPaHEHHI0. APXUB (3KCKYPCHS).

5. OBPA3OBATEJIBHBIE TEXHOJIOT'HHA
B nmpenogaBanuu AMCUMIIIMHBL «OCHOGbL DEI0NPOUICOOCMBA HA NPEONPUAMUIX CPepbl
yeye» HCTIONB3YIOTCS pa3sRoo0pazHble 00pa30BaTeNbHbIe TEXHOIOIHH KAaK TPaIMUKOHHbIE, TaK U
C NPUMCHCHHEM AKTHBHEIX M HHTCPAKTHBHBIX MCTOOORB O6y‘-I€HI/ISI.
AKTHBHBIE U HHTEPAKTHBHLIE METOAB! 00YUCHHS:
— WurepaxtrpHad nekuus (tema Ne 1);
— I'pynnosas amckyccus {Tema No 2)
— Ponessle urpw (Tema Ne 3,9);
— Tpenunr (tema Ne 5);
—  Ananuz cutyanui (Tema Ne 4);
— llpuMeHeHHe MMHTAIIHOHHBIX Moaenel (TeMa Ne 7);
— Pa30op KOHKpeTHBIX CHTyaluit (Tema Ne 6);
Hpyroe:
—  DKCKYpCHH Ha IpOH3BOACTRO (Tema Ne §)

6. OHEHOYHBIE CPEACTBA JJI TEKYIHEI'O KOHTPOJIA
YCIIEBAEMOCTH, IIPOMEXYTOYHOH ATTECTALIUMH I10 UTOFAM
OCBOEHUA JUCUUIIJIWUHBI U YYEBHO-METOJAUYECKOE OBECHHEUEHHUE
CAMOCTOSTEJLHOWU PABOTHI CTYJIEHTOB

Tekywui KOHTpPOJIb YCHEBAEMOCTH (peHTHUHI-KOHTPONL 1, peHTHHr-koHTpONb 2,
PeHTHHT-KOHTPONE 3). THNOBBIC TECTOBHIE 3a7@aHMs JUIS IPOBEACHHS TEKYLIETo KOHTPOIA

[IPHUBCIACHE]I HHXKC.

PeliTrHr-koHTpOJL Ne 1
Bonpoc 1. Jokymentaurounoe obecriederue yrnpapieung (JIOY) oxBaTHIBaET BONPOCH!:

1. AOKYMEHTHPOBAHWs!, OPraHu3aliy padoThl ¢ JOKYMEHTAMH U CHCTEMATH3aLHIO
APXHBHOIO XPAHEHUS JOKYMECHTOB

2. JNOKYMEHTOBEACHHS

3. JIOKYMEHTOOO0POTA H APXMBHOTO XPaHEHHUS

4. CHCTEMATH3AIMHE JIOKYMEHTOB

5. JOKYMEHTHPOBAHHS

Bornpoc 2. HopMaTuBHBIH JOKYMEHT, YCTaHABIMBAKOIIMH eltiHble TpeOOBaHUS K
JAOKYMCHTHPDOBAHHUTO }’IlpaBJIeH‘iCCKOﬁ JEATEIILHOCTH U OpraHH3allHH p360Tbl C JOKYMCHTaMUK:

1. YHu(pHUHpoBaHHasA cHcTeMa AokymenTanuu (Y CJI)
2. ['OCT

3. VHCTpYKIMS 1O JISJIONPOU3BO/ICTBY

4. rcaoy

3.

JIO/KHOCTHAs MHCTPYKLUA

Bonpoc 3. UeM pernameHTHpYeTCS NeATeNbHOCTL pabOTHHKOB CIy:k061 JOY
1. I'OCTom

2. JOIBKHOCTHOR HHCTPYKIIHEH

3. IIPUKE30M IMPEKTOPE

4. PENHUMOM padOTEL NPEAIPHATHSA



5. HHYEM

Borpoc 4. nuadopMaliisg o coDBITHSIX 1 AIBNCHUAX OOBEKTHBHOH NeHCTBHTENBHOCTH H
MBICIIMTENILHOR JIEATEJBHOCTH YEN0BEKa, 3a() MKCHPOBAHHAS Ha MAaTEPHAIILHOM HOCHTEIE ¢
PEKBUZHTAMH- 3TO :

l. JlokymenT

2. hopmynap

3. GnaHk JOKYMEHTa

4. CHCTEMA JOKYMCHTAllHH
5. KOMIIBIOTED

Bonpoc 5. Kakue ¢yHKIMH TOKYMEHTa IBISIOTCS CleHPUIECKHMH:
KyJIbTYPHAsl, COlUalbHasl, HHDOpMaIMOHHAS
ylpaBleH4ecKas, MHHOPMaillMOHHas, TpaBoBasd,
ynpasJieHUecKas, IPapoBasi, HCTOpHUecKas

KYJTYPHAs, HCTOPHYECKas, COIIUANbHAN

HET crneluduuecKux QyHKIuH

AT S N

Bonpoc 6 JleaTenbHOCTS M0 CO3/IaHAI0 FOKYMCHTOB Ha3hIBACTCS:

CHCTEMA JOKYMEHTAIIHH

1. NEeNOTIPOH3BOICTBO
2. JIOKYMEHTOO60pOT
3. JAOKYMEHTHPOBAaHHE
4.

5.

JOKYMCHTOIIOTOK

Bonpoc 7. Ycranornenue eunoodpazus coctapa 1 GoOpM ylIpaBleHueCKUX I0KYMEHTOB.
(PMKCUPYIOIIMX OCYLIECTBICHHE OJHOTHITHEIX YIIPABICHYCCKUX (QYHKIMH H 33/1a4 Ha3bIBAETCS:

1. CTAHJIAPTH3aIHEHR

2. YHHQUKAIHEH

3. JOKYMeHTaIue
4, KiaccubuKanuei
5. TUNH3ALUCH

Bonpoc 8. Kaxue Bunb1 GnaHKOB peKOMEHIYIOTCS Ha NPEATNPHATHH?

TOJILKO JUJISl KOHKPETHOTO BUJA JOKYMEHTOR

1711 BHYTPCHHHX QOKYMEHTOB (00IHH)

JLTs BHELIHUX JOKYMEHTOB (ITHCEM )

ONlaHK ciy:keOHOro NHChMa, ONIaHK JUIs KOHKPETHOTO BHIA JOKYMEHTOB, 001N Onank
HET YETKUX PEKOMEHIAIINH

D e

Bonpoc 9. Yem oTiinyaeTcs 01aHK 1A BHYTPEHHHX JOKYMEHTOB OT OnaHka ams rucem?
Ha QuiaHKe J11A NMCEM MEHbIIE PEKBU3HTOB

Ha OnaHKe 17151 mUceM OOJbIle PEKBU3UTOB

He OTITUYaeTCsd HUYEM

PacloIOKEHHUEM PEKBH3UTOB

oTiHYaeTcd GopMaTOM

I



Bonpoc 10. Kaxue dopmarst ymaru ucronb3ytores L 01ankos?

1. Toneko A4

2. Ad A5, A3 A6
3. TOTMBKO A5

4. TOJBKO A3

5. A6 u Ad

Pefirmar-Konrposs Ne 2
Bonpoc 1.Kakoe pacnonoxeHue peKBH3UTOR PEKOMSHAYETCS TS ITHCEM?

1.yrnoBoe u ¢narosoe
NPOACNEHOE U LIEHTPOBAHHOE
YINIOBOE ¥ IIPOAOIBHOE
¢naroBoe u MEHTPOBAHHOEC
HPOJONBHOE U (raropoe

Lh I U ) —

Bompoc 2. Ha kakue 4acTu AeauTCa JOKYMEHT IpH 0QOpMIIEHUR?
3aroJICBOYHYH), OCHOBHYIO H 3aKIOYUTENBHYIO
3aroJOBOYHYIO, OCHOBHYIO B 0(QOPMISIONTYIO

HAYaNo, CepeIMHa 1 KOHEI

NIEPBYFO, BTOPYI), TPETHEO

TEKCT HA YACTH HE JIEJUTCH

ok Wk —

Bompoc 3. I'ae pacriojiaraetest peKBM3UT “HaUMEHOBAHHE NIPEATIPUSATHS 7
NoClIe peKBU3UTA ' pericTpallMOHHBIH HOMEpP JOKyMeHTa"

O peEKBU3UTOM "3MOieMa OpraHu3alyy WJiH TOBAPHBIH 3HaK"
B LICHTPE BEPXHETO MO

B opopmagiouIel YacTH

Mo PeKBH3UTOM "aapecat"

L s b o—

Borpoc 4. B Kakux J0KyMEHTaxX YKa3plBAKOT CIIPABOYHbIE JAHHBIE O TPSAITPUATHH?
BO BCEX

BO BHEIIHHUX

BO BHYTPEHHHUX

B IIpHKA3ax N0 OCHOBHOH JiesTelTbHOCTH

B PACHOPSAHTENBHEIX JOKYMEHTaX

Al N

Bompoc 5. Kakum criocobom crneayet odopmuts aaty “ 20 oxtsa6ps 2019 r”° B neIoBBIX
nuceMax”?

l. 20/10/00

2. 20.10.00

3. 20 oxTabps 2000
4. 2000.10.20

S. 20.10.2000

Bomnpoc 6. [Incemo, umerolitee GUHAHCOBBIE U FOPUHYECKHE TTOCTEACTBUS JOJDKHO OLITE...
1. MOJITACAHO TUPEKTOPOM, FII. OYXranTepom, 3aBePeHO IedaThio



3dBCPEHO NMEYATHIO

TOANACAHO AUPEKTOPOM H COTTIACOBAHO C FOPHCTOM

. MOAMKCAHO [UI. OyXTAITEPOM, YTBEPIKACHO AUPEKTOPOM
NOAHNMCAHO JUPEKTOP

N

Bornpoc 7. UeMm dake oTmuuaeTcs oT MHCEMA N0 ohopMIeHuio?
ABIAETCA HE TOAJMHHUKOM, @ KOTIUeH JOKYMEHTA
COJEPXUT Psijl KOTIOJHUTEBHBIX PEKBU3HTOB
leyaraeTcs Ha Tenedaxce

HE MOKET OBITh 3aBEPEH [1€YATEHIO

BCE BBIMICTIEPCYHCICHHOE BEPHO

OB

Bonpoc 8. B 4eM 0CHOBHBIE OTJIMUMS ITUCEM K 3apyOeKHBIM NMapTHEpam?
noas oo 1 aoimy

OTCYTCTBHE NYHKTYAIHK

opopmierne adzaues 6e3 ab3anHoro orcTyna

coBecHO UMGPOBOH criocod HAIIMCAHUS JIATHI

BCE BRIICNEPEYHCIIEHHOE

_Lh_-hb)l\.)h-‘

Bonpoc 9. Kakos cpok XxpaHeHHs JSTOBBIX THCEM?

l. 1 mecsir

2. 1 ron

3. 3 roma

4, 5 net

5. HE XPAHATCS BOOOLIC

Bonpoc 10. Ha xaxowMm Omanke obopmisercs renerpaMma?

1 Ha TenerpadHOM

2 Ha 0611eM

3. IJIS TIHCEM

4 JUISL ITPUKA30B

5 He ohOPMIIAETCs, T.K. HEPENacTes 1o Tenedony

PeHTHHr-KOHTpPOJIL Nt 3.
Bornpoc 1. Kak Ha3biBaeTCa JOKYMEHT, QUKCHPYIOIIUH coTIallicHUe CTOPOH 00 YCTaHOBIEHUH
TPYAOBBIX OTHOLICHUY U PeryIupyrOuMi ux?
TPYAOBas KHHKKA
KOJIEKC 3aKOHOB O TpYJE
PUKAa3 10 JTUYHOMY COCTaBY
TPYAOBOH KOHTPAKT (JIOrOBOP)

DB —

JODKHOCTHA HHCTPYKIIHA

Bonpoc 2. Kak xpansrcs npukazbl 0 JJHYHOMY COCTaRy?

1. B JIMYHOM JIeJie COTPYAHHKA
2. BMECTE ¢ IPYIHMH KaApOBBIMU JOKYMEHTAMH
3. IPYNIUPYIOTCS B OTJAENBHOE IO



4, BBIIAIOTCS HA PYKH COTPYIHUKY

5. BMECTE € NPHUKA3aMH I10 OCHOBHOH ASATENBHOCTH

Boripoc 3. O yeM MHUIIYT B THYHOM 3aSBJICHHH?

0 IIpHeMe Ha paboTy U YBOJIBHEHUH, 00 OTIIYCKe
0 CBOUX JIMYHBIX TIJIAHax

00 ono3aHuu

. O BBIITOJTHEHHUHW ITOPYYEHUS

00 OCHOBHBIX 3Tanax >KU3HEHHOTO NMYTH

I

Bonpoc 4. KoMy cienryer ajipecoBars 3asBIeHHe 0 TpHeMe Ha paboTy?
CoDCTBEHHUKY NPEITPUATHS

PYKOBOANTEMIO IPEANPUATHS

HAYATILHUKY OT/AECIIA KaJPOB

1. Oyxranatepy

TOBapUILy 1o paboTte

e

Bonpoc 5. Kakol 1okyMeHT HeoOX0IuM [UTsl TOMy4YeHHs 3apaboTHOH nnatsl 3a 3a00/1eBIICTO
cynpyra?

paciucka

CBHAETENILCTBO O Opake

3asBJIEHHE U NACIIOPT CYIpyra

JIOBEPEHHOCTH

N

0OBICHUTEBHASA 3aAIHCKA

Bonpoc 6. Jlna yero HeoO6xoauMa apToMaTH3anusa JOV?

1. 101 noselinenus >¢dextusrocTH TpyRa paGoTaukos 10OV, cokpamenwne Tpyaosarpar
Ha JOKYMEHTUPOBAHKUE,
Al palHOHAAM3alMK JOKyMeHT0000poTa

Juig 0cBODONKAEHHUS PadOIMX MeCT

I8 OCBOOOKIEHH CEKpeTapsl OT BEAECHUS JOKYMEHTAIUH
JUI YHU(QUKALIMK ¥ COKPAUICHUS KOJIMYECTBA JOKYMEHTOR
HET HeOOXO0AMMOCTH B aBTOMATH3aIHH

PIESRS

Bonpoc 7. Ha xakux sTanax JOKyMeHTaUHOHHOIO 00eCTIeYeHH YIPABICHUS IPUMEHSIOTCS
MeXaHH3auus 1 apToMaruzanug?

1. Ha 3Tale perucTpalyy U MOUCKa JOKYMEHTOR

2. Ha JTarne SKCIeUIMOHHOR 00paboTKy.

3. Ha NOArOTOBHUTEILHOM dTalle (CocTaBAeHHE, KOMMPOBAHNE, pasMHOKEHHE
JIOKYMEHTOB)

4, Ha 3aKIHYUTENIbHOM JTalne (1epeada Ha apXHBHOE XpaHEHHE)

5. Ha BeeX sranax 00paboTky JOKYMEHTOB

Bonpoc 8. Ot uero 3aBHCHT cOCTaB KOMIUIEKTOR IIPHMEHACMBIX CPEJICTR U IPOTPAMMHOI0
oOecrieyeHua?

1. OT KOHKPCTHEBIX YCHOBI/Iﬁ pa60TI:I alrapara ¥ynpasJcHus ¢ JOKYMCHTaMH



OT 3KOHOMMYECKHX BO3MOKHOCTEH [IPCAIIPHATHA
OT CTCIICHH INMOAFOTOBKH CrICUHATIUCTOR

OT IPUPOIHBIX YCHOBUH

OT peKilaMbl

TIENE

BOHpOC 9. K Texnmaeckum CpeaAcTBaM COCTABIIEHHA U U3TOTORJICHHA TEKCTOBBIX JOKYMEHTOB

OTHOCATCA:
1. rekrorpahuuecKue U OCETHEIC MAIMHBI

2. MUKPOGUIBMEI H MUKPOGHIIIH

3. MHITYIUME MAUTHHEL, THITYIIHEE W OPraHH3aUUOHHEIC ABTOMATHI
4. (anbuesanbHbe, a1PECOBAITBHBIE, MAPKUPOBAIILHBIE MalIMHbBI
3. KOMIBIOTEPH! M BEIYUCIHTEIEHEIE MAIITHHEI

Bonpoc 10. JlokyMeHT, H3rOTOBJICHHBIH CPE/ICTBAMH BbIYMCIMTENbHOM Texunku (BT),
HCITIOJIB3YETCA Ha paBax:

1. HO/UIMHHMKE
2. KOITHH
3. YEPHOBHKA
4. Jy0IMKaTa
3. BBITHCKH
Bonpocel K 9K3aMeHy:
1. YTto Takoe JOKYMEHT, ¢ KAKOM MENBIo OH MOYKET CO3/1aBaThes?
2. KakoBbl OCHOBHEBIC IPU3HAKH KJIACCH(UKAIIUH JIOKYMEHTOB?
3. Y10 noHUMaeTcs 104 JOKYMEHTALMOHHEIM 00€CIICUCHUEM YIIpaBIIeHUs 7
4. B 4em cyTh cTannapTuzanuy u yauuKauuyu nokyMeHToB? Kakue paspadbarhiBarorcs

CTAHAAPTHI?

5. Yem otnnyaetca ooOpMICHHE PEKBU3UTOBR 0011eTo ONMatka o1 6nanka nuceMa?

6. KakoBb! OCHOBHBIE PEKBH3HTHL, HCIO/B3YEMBIE A/ 0hOpMICHHS IPUKa3a 1
pacnopsxeHus.

7. Kakue GpopMbl IPOTOKOIOB MOXKHO UCIIOIL30BATE B YIPABIEHYECKOR N€ATEIEHOCTH, B
ueM UX OTIHYHe?

8. VYKaxuTe OCHOBHBIE TpeOoBaHUs K 0(OPMICHHUIO IENTOBOTO MHCHMA.

9. Kaxue xoMniaekcel 10KYMEHTaUUK BKIIOYaeT B ce0s Kaaposasd HHOOPMaOHHO-
JIOKYMEHTaluOoHHas cucrteMa?

10. B uem ocobOennocTy 0QOpMISHHES IIPUKA30B 110 THYHOMY COCTaBY?

1. Yro noHKUMaETCs MO opraHu3alyei 1oKyMeHToobopoTa?

12.Yr0 Takoe cXeMbl JOKYMEHTO000POTA, 3a4eM OHH HYKHBI?

13. C kako# 1elbio pazpabaThlBatOTCs HHCTPYKIMH 10 JENONPOU3BOACTBRY, Y4TO B
HUX HEOOXOOMMO NPeIyCMOTPETh?

14. YKaOXHTE TEXHOJIOMHYECKYIO [I0CIEM0BATENBHOCTD TAIIOB PaboTEH ©
BXOJAUIAMM JIOKYMEHTAMMH.

15. KakoBa noc:1e10BaTeI-HOCTE ONIepaliii Mpy paboTe ¢ BHYTPEHHHMH
JIOKYMEHTAMU 7

16. C Kako# 1eNbo NPOBOLMTCA QOPMUPOBAHKE JIEN, KAKHE TIPH 3TOM HEOOXO0IMMO



cobimoznats TpedoBaHmA?

[7.YTo Takoe HOMEHKJIATYpa [e]1, ¢ KaKOH LeNbo pa3pabaTbIRAFOTCS TUITOBEIE HOMCHKIATYPBI

nen?

18. Kakywo uHpOpMaLuO COIEPKUT HOMEHKIATypa nen?

19. YTo noHuMaeTes oA SKCIePTH30H LEHHOCTH JOKyMeHTa?
20. Kakue KpuTepun UCTIONB3YIOTCSA IIPU OIIEHKE TOKYMEHTORB?
21. Kax ocyuiecTBisieTcs IpueM-nepenaya e B apXuB?

22410 Takoe KOH(pUIECHIHAIBHBIA TOKYMEHT?

23. Kakue ocHOBHEBIE YIpo3bl BOSHUKAIOT NPH paboTe ¢ KOHQHUAEHUIHATLHBIMH
JOKYMEHTamMu?
24, VKaKHTE 0COOCHHOCTH BeIeHHS AeIONPOM3BO/ICTRA, 0OCCIICYMBAIOIIETO YUET 1

COXPaHHOCTH KOH(HICHIIMANBHON HHOOPMAIIHK H TOKYMEHTOR.
25.Yro noHMMaeTcs 1o/1 3aiiMIIeHHEIM JIOKYMEHTOO00POTOM, 33 CHET YETro MOKET OBITH

obecnevena ero sammra?

CamocrosTesibHas paboTa CTYIEHTOB:
CamocTroATebHas paboTa 3aKII0YacTCH B NPOBEACHUH CTYACHTAMHA HHIMBHIYATLHOIO
HCClIeIOBaHUA.
Tembl HHIUBHIYANBHOTO HCCICIOBAHUA (CAMOCTOATENSHON paboThI) CTYICHTOB.

1. JoxyMeHTHpoBaHHOE o0ecTiedecHHe VIIPABICHH NOCTHHMIIEH

2. JloKyMeHTHpOBaHHOE oOeciiedeHHe YIIPABIEHUs 3arOpoAHoH Typba3oit

3. JloKyMeHTHpOBaHHOE 00eclIeYeH e YIIPABIEHHs pECTOPAHOM

4. HokyMeHTHpoBaHHOE o0ecTeucHHE yIpasieHus TypGhupMoi

5. HoKyMeHTHpOBaHHOE 00eCIIcUCHHE YIIPARIEHUS aBTOTPAHCIIOPTHEIM IIPEINpUATHEM
6. HoKyMeHTHpOBaHHOE 00eCTIeYeHHE YIIPARICHHS MYy3eeM

Hnan HHANBHAYANBHOIO HCCJICOOBAHHI.
Paznen 1.HopMaTHBHO- 3aKOHORATEIBHBIE OCHOBB! JOKYMEHTO000POTA AHAIN3 IOTOBOpA
MCIKAY TYPAreHTOM H TYPHCTOM.
Odopmnenne cTyIeHTOM 00s3aTeIBHBIX JOKYMEHTOR HCXOAS H3 TeMbI HHIUBH 1Y IbHOTO
HCCIeJOBaHus.

Paznen 2.CocTaBneHne T0KYMEHTOB B CEPBHCE H TYPH3ME

CoCTaBNEeHUE CTYJIEHTOM HCXOXS U3 TEMbI HHAWBHIYATEHOTO HCCIC/IOBAHMUSA CNEAYIOUIMX THIIOR
JOKYMEHTAHH: oPraiusaiionnas, pacnopaiuTeabRAs. HHPOPMAIHOTHO-CIPAROYHAL.
JORIMACUHTARITHS 1O JAHYHOMY COCTaRY.

Pazgen 3. Texnonorus padoTel ¢ JOKYMEHTAMH B CCPBHCE U TYPH3ME
IipeseHTanus CTYZEHTOM CHCTEMBI O alii3adlitit VICKIPOHLIOT0 JOKYMEHTO000pOTa HCXOAs H3
TEMbI MHUBUJIYATBHOTO MCCIE/IOBAHHA,

3amuTa CTyIeHTAMHU NPe3eHTANMM MO TEMATHKE HHIAMBHAYAJIBEHOI0 HCC/IEI0BAHHST
[IpezeHTanus MOXET NpeCcTaRNATs COO0M COUETAHUE TEKCTa, THIIEPTEKCTOBBIX CCHLUTOK,
KOMIIBIOTEPHOM aHUMAIiH, Tpa(yKH, BHACO, MY3EIKH H 3BYKOBOTO psyia (HO He 00s3aTeNbHO BCE
BMECTE ), KOTOPBIE OPraHU30BaHE] B SIHHYIO cpeay. KpoMe TOTo, Mpe3cHTalMs HMEET CIOKET,
CLUECHApHH H CTPYKTYPY. OPraHH30BAHHYK) JUIsl YAOOHOrO BOCIIPHUATHS HHpOpPMAITHH.
OTavyuTenbHOH 0COOEHHOCTRIO IPE3EHTAIIMHN BISETCA €€ MHTCPAKTUBHOCTE, TO €CTh
cozgapacMmasn 411 IIOJIB30BATEIIS BOZMOXKEBOCTE BSaHMOﬂeﬁCTBHH 4epes ZINEMEHTBI YIpaB/ICHHA.
BrInonnenne npeseHTaniy HE ABISAETCS 003aTENIbHBIM JIEMEHTOM, NPEIOCTABIAETCS Ha BBIGOD



CTYNEHTY H IIONOKUTEIBHEIM 00pa3oM BIMAET Ha OLICHHBAHME PAOOTHL.

DoHI OLIEHOYHBIX CPEJACTB [UIA IPOBEACHHUS aTTeCTALME YPOBHS CHOPMUPOBAHHOCTH
KOMIIETEHIHH 00YqaromuXcs N0 JUCHHUIIHHEE 0GOPMIIICTCS OTACTBEHEIM JOKYMEHTOM.

7. YYHEBHO-METOINUYECKOE 1 THOPOPMAIIMOHHOE OBECIIEYEHHE
JUCIHHITIJINHBI

7.1. KnuroobecrneueHHoOCTE

Hawmenopanye nurepatyphl: astop, | ['oa m3nanus KHUI'OOBECIIEHEHHOCTD
HasBaHUE, BHJ H3/laHus, Konuuectso Hanuuve B
M3NATEILCTRO 3K3EMILIIPOB SIIEKTPOHHOM
U3JaHHH B 6ubmmoreke Bal'y
OubIMOTEKE
Bnl'Y B
COOTBETCTBHU C
®I'OC BO
1 2 3 4

OcHoBHasa nuTEpaTypa

1. Jlapronora, Mapuna bapuepna.
J 25 [TpakTHKyM o
OpraHH3alMOHHOMY %}
JOKYMEHTalIMOHHOMY
00ECTICUEHUIO JNeATETEHOCTH
opranusaumu: y4eOHoe nocobue /
M. b. Jlapuonoea, HW. E.
CadpoHoBHY. ExarepunOypr:
H3n-Bo Poc. roc. npod.-nea. vH-
ta, 2019. 206 c. ISBN 978-5-
8050-0683-9

2019

http://elar.rsvpu.ru/

2.1llyeanoa, H. H. OcHoBH
JEJIOMPOU3BO/ICTBA. S3BIK
city:ke0HOro JIOKYMEHT2
yueOHUMK M  IIPaKTUKyM  JJd
aKaneMuueckoro Oaxanaspuara /
H H. Illysasiopa, A. }O. lBaHoBa
; nom obw. pen. H. H.
Ulypanopoit. —  2-¢  usn,
nepepad. u gomn. — M.
Wznarenscteo [Opaiit, 2019.
428 c¢. — (Cepusa : BaKanaBp
Axanemudeckuil  kypc). ISBN
078-5-534-10848-4

2019

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

3.I'yimuHa, H.A.
JoxkyMeHnTauMonHOe — obecneueHue
YIIpaBlIeHUS B COLMATBHO-
KYJIbTYPHOM CEpBUCE M TYpHU3ME :
yued. nocodbue MA. I'yuuna, H.A.
3aitnesa. - M.: AJIbOA-M:
WH®PA-M, 2015. - 240 c.

2015

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




HononHuTEIbHA TUTEpaTypa

1.beixoBa, T. A. JJoKyMEHTaIIHOHHOE
obecrieuenne yIpapNeHUs
(MeNONpOM3BOACTBO) @ y4uebHnoe
nocobue N8 A CTYACHTOB
BeICIIMX Y4eOHBIX 3aBeneHuit. T. A.
beikosa, T. B. Kysuenosa, JI. B.
Canxuna; oJIpes. T. B.
Ky3nenoeoil. - 2-e u3n., nepepad. u
non. - Mocksa : MHOPA-M, 2018. -
304 c. - (Boicwee obGpaszoBaHmHe.
bakaraspuar). ISBN978-5-16-
004805-5.

2018

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

2. bynar P.E. Jlokymenrtarnuonuoe
obecnieyenue yIIpaBIICHHS
IIEPCOHATIOM: YuebHoe
nocobue/bynar P. E. - M.. HUI]
UH®PA-M, 2015. - 234 c.: 60x90
1/16. - (Brlcmiee obpa3oBaHHe:
bakanaspumar) [SBN  978-5-16-
010318-1

2015

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

7.2. Ileppoanudeckue H3NAHAA
1. XXypHan «JIeJ0npor3BOACTBOY
2. Kypuan «CekpeTapckoe JIe10»
3. Kypuan «CrpaBounuK ceKpeTapst 1 0pHC-MeHemKepay
4. Kypuan «CpaBo4yHHK KaIpOBHKa»

7.3. UuTepHeT-pecypcnl

1. http://www.wttc.org - O(QHIHATBHEIH caiiT BceMHpHOTO COBETA MO NyTEHNIECTBHSAM H

TYPHU3MY.

2. http://www . world-tourism.org — opurManeHEIH caliT BCeMHPHOM TYPUCTCKOH OpraHH3allty.

World Tourism Organization UNWTO

3. http://www .rata.ru— opuunansHblil cailT Poccuiickoro ¢owosa TYpHHIYCTPHH.

4. http://minstm.gov.ru — obHIHATEHBIH caliT MUHHCTEPCTBA CIOPTA, TYPU3MA U MOJIONEKHOR

NOMUTHKY PO

5. http://www.russiatourism.ru - obpunuansHei caiit GeaeparbHOrO AreHTCTRA 110 TYPH3MY

6. https://tonkosti.ru/ - XHBasg OSHIMKIONEINA [isl INYTEHIECTBEHHUKOB. OINMCAHHS CTpaH,

KYPOPTOB H OTEJICH, OT3BIBEI TYPHCTOB

7. http://www.turist.rbe.ru - Temarnueckuit caitr PEK o Typusme

8. https://www.tourprom.ru/ HOBOCTH TYypU3Ma, T[OpSIIHE TYpPel, OT3LIBEI 00 OTCAAX H

TYpOLICpATOpax, NYTEBhIE 3aMETKH TYPHUCTOB, @OTOOT‘-IGTBI O NYTCIICCTBHAX

9. https://www.atorus.ru/ Acconuanus Typonepatopos Poccuu

10.  http://vladimirtravel.ru/ Odunuansapiil TYpUCTHYECKHI TOpTan Blrajumupekoil 0bnacTu

KomuteT mo TypusMy amMuHuCcTpanny Bramumupckoit odnactu

11. http://www.ecotourism-russia.ru/ru/ - Acconuarius 3K0JOTHIECKOro TYpU3mMa

12, http://www termika.ru/dou/enc/razd3/od2.htm]l - Tepmuxa: 06a3a IJaHHBIX COAEPKHUT
HHQOPMAITHI0 O  HOPMAaTHBHO-METOAHUeCKoM  peryimposanum  JIOY,  paspaboTke
HOPMatUBHBIX JOKYMEHTOB N0 JIOVY, NOKYMEHTUPOBaHHKO MHGPOPMAUMH H CO3JAHHH
AOKYMCHTOB, OpraHU3aiiid W aBTOMAaTH3alluH ﬂOK)/MCHTOO60pOTa, obecneueHHHA pa60TbI C
KaJpoBOH NOKyMEHTallMeH, opraHM3auuy XpaHCHUs JOKYMEHTOB, OOYYEHHH OCHOBAM
JIeJIOTIPON3BOACTBA.



I3. www.gdmru - Pernonansnas oOmecTseHHas opranusanus "['unbius YrpapnsrOLuX

HoxymenTtanueit",
14. https://openedu.ru/course/spbstu/CLEWO/~ «OrkpeiToe obpazosanue», Karanor kKypcos,

MOOK: «lenonpon3soacTeo (JlokyMeHTalnoHHOE o0eceyeHue).
15.Mndopmannonsas nparosas cucTeMa «Koneynsrant [Trocy
16.Undopmannonnas Cucrema «[apaHm

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHHWE JJUCIHAILIUHBI
Hns  peanuzauud  JJAHHOW JIMCLMINIMHBI HMEIOTCS CICLMANbHBIE TMOMEUIEHHs IS

TIPOBE/IEHUS 3aHATHH JICKLIHOHHOTO THIA, 3aHATHI MNPaKTUHecKoro/1abopaTopHOro THIA,
IPYNIOBBIX W HH/IMBHIYaNnbHBIX KOHCYJIbTAUMH, TEKYIIET0 KOHTPOIS M MNPOMEXYTOUHOH
aTTeCTallMW, a TAKXKe IOMEIUEHHS IS CaMOCTOATeNbHOH paloThl: ayaMTOpHH, OCHAUICHHEIE
MyJbTHMENHA 0DOPYN0BAHKHEM, KOMIBIOTEPHBIE KJACCHI C JOCTYIIOM B HHTEPHET, ayAHTOPHH

bes cnen. o0opya0BaHUA.

[lepeduens HCnOAB3YEMOIO JIMLEH3HOHHOTO IPOrpaMMHOIe obecriedenns: Microsoft Office.
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JUCT HEPEYTBEPKIEHNA

PABOYEN [MTPOT'PAMMBI JTUCITUIIJIUHBI

Pabouas nporpamma onobpena Ha 2021/2022 yuebHbIi roa
[Iporokon 3acenanus kadenps Ne 1 ot 30.08.2021 rona

3agenyromumii kapeapoit TuC xannuaar nex. vayk I'yskosa JIT.

I

Paboyas nporpamma onoOpeHa Ha yueOHBIH IO

[Iporoxon 3acenanus kapenaper Ne oT rojaa

3aBenyowmui kadenpoi

Pabouas nporpamma o100peHa Ha yueOHBIH roj1

IIporokoun 3acenanus kabeaper Ne oT rona

3aBenyromui kadepoi

Pabouas nporpamma o/100peHa Ha y4eOHBIH roj

[Tporokon 3acenanus xadenpor Ne oT roaa

3aBenyomui kadenpoi




