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1. HEJX OCBOEHHA JUCIHIUIL/IHHBI

[lens OCBOGHHUS AUCHFIUTHHE] — OBJIAJEHHE CTYJICHTAMH TEOPETHYSCCKHMH 3HAHUAMH M NPaK-
THYECKMMH HABBIKAMH B paboTe ¢ JOKYMEHTaMH, HeOOXOIMMBIMU st 3QGEKTHBHOrO YIPaBICHAS
OpEeNNPHATAIMY HHIYCTPUK CEPBHCA M TYPH3MA,

3amaqn:

- I3y4eHHe ¥ 3aKpEIIeHHe TEOPETHUYECKUX OCHOB AOKYMEHTHPOBAHHOTO OOECHeveHHs
YIIpaBJICHUS,

- dopMupoBaHHE CHCTEMATH3HPOBAHHEIX 3HaHME 00 yHUQHLIMPOBAHHBIX CHCTEMax IOKY-
MEHTALlUHY,;

- OJIydYEHHE TPAKTHYECKUX HABBIKOB I10 TEXHOJOTHH PalOTE ¢ JOKYMCHTAMU Ha NPeNpHs-
THH;

- IPHOOPETEHHE HABLIKOB 10 06paloTke, aHAIM3Y W COCTABIEHMIO IOKYMEHTOB B cdepe cep-
BECA ¥ TypH3Ma.

2. MECTO JUCHUILINHBI B CTPYKTYPE OIIOII BO
Jucounmuaa «OCHOBBI JeTONPON3BOACTBA Ha NPEANPUATHAX CEPBI yCIyr» OTHOCHTCA K 00s13a-
TeNbHOH JacTy yuebHOro [aHa, mporpamMMsl Hakanaspuara 1o HanpasineHuio 43.03.02 «Typusm».

3. INTAHUPYEMBIE PE3YJIbTATHI OBYUYEHMS 110 JUCHHII/IMHE

[TnankpyeMble pe3ynbTaTsl 00YydeHHA NO JMCIMIIMHE, COOTHECEHHEIE ¢ IUIAHHPYEMBIMA
pesynbTaramu ocBoeHus OTTOTT (KOMICTEHIMAMY H HHIMKATOPAMH JIOCTHXKEHUS KOMIIETSHIIHH).

GopMHpYyeMble KoMIle- [TnanupyeMble Pe3yNLTaThl 06YUEHUA 10 AUCLIMIVIMHE, B COOTBET- HaumeHoBanne
TEHLMH CTBHH C HHAWKATOPOM AOCTHKEHHA KOMNETEHUMH OLEHOUHOTO Cpes-
(Xon, conepxanne WHAMKATOD ZOCTHKEHNA PesyabraTel 00YUeHHS NO AMCLHILTHHE cTBa
KOMIETEHIIHK) KOMOETEHUWH
YK-4 YK-4.3. 3naer: TecToBEIE BONPOCH,

CrocoBeH OCYIIECTB-
JIATH JAETOBYIO KOMMY-
HUKALHIO B YCTHOH K
mUCEMEHHOM dopMax
Ha rocyIapcrseHHOM
A3pIke PoCCHiCKOMH
DenepalMy 1 HHO-
CTpaHHOM(BIX) A3BI-

Brnaneer HaBbIKaMy co-
CTABNEHUA TEKCTOB Ha
rocyJapCTBEHHOM H
POIHOM A3BIKAX, OMBIT
MepeBoia TEKCTOB ¢
HMHOCTPaHHOTO A3bIKA Ha
POAHOH, ONBIT 00WEHNHA
Ha rocyAapCTBEHHOM H

- 0COBEHHOCTH COCTABNIEHHA TEKCTOB Ha
I"OC}’_D.apCTBeHHOM H pOJlHOM A3bIKAX,
OnbiTa 0611.[&H1d5[ Ha roCynapCTBEHHOM
AIBIKE,

Ywmeer:

- COCTaBJATbL TCKCTEI Ha rocyaapCcTBEHHOM
M POIHOM fA3bIKaX, OGIIATECA HA POAHOM
A3BIKE;

NPaxTHKO — OpUEH-
THPOBAaHHBIC 3203~
HHA

ke(ax) MHOCTDAHHOM A3blkax | Bnaneet:
- HAaBLIKAMH COCTABNEHHS TEKCTOB Ha roc-
VIAPCTBEHHOM ¥ POJHOM A3blKax, o0ule-
HH3 Ha MOCYAAPCTBEHHOM A3bIKE.
[K-1 IMK-1.4. 3HaeT: TecToBBIE BONPOCHI,

Cnocoben opraHnso-
BRIBATH paboTy HCnon-
HUTeeHd, NpMHAMATE
pewieHue 06 opraHn3a-
LMK TYPUCTCKOM nes-
TENBHOCTH

Henoab3yeT KpUTepui,

NpaBuna s NPUHATHSA

YIPABNEHYECKUX peLue-
HHH, JOKYMEHTHUPYET

YIIpABIEHUECKHE pelle-
HUA ¥ obecnieuuBaeT
IoKyMeHToobopoT B

COOTBETCTBHH C HOpMa-

THBHBIMH TpeOOBaAHUA-

M.

- 0COOEHHOCTH O0ECIIEYEHHA IOKYMEHTO-
ofopoTa B COOTBETCTBHK ¢ HOPMATHBHbI-
MH TPeCOBAHMUAMM;

YmeeT:

- ofecreunBaTh XOKYMEHTOOOOPOT B CO-
OTEBETCTBUH C HOPMATHBHLIMH TpeOOBaHH-
AMM;

Bnageet:

- HaBbIKaMH ofecnedeHns AoKyMeHT0000-
POTA B COOTRETCTBUH C HOPMATHUBHBIMH
TpebOBaHHAMM.

NPaKTHKO — OPHEH-
THPOBaHHLIE 3a0a-
HHUS




4. OPbEM U CTPYKTYPA JUCHHUILIHHDI

TpynoeMKOCTb JHCLHIUIHHB] COCTABIACT 4 3a4ETHBIC SAMHUNEL, 144 4gaca.

KourakTuas pabota opmel
obyuarommxcs Tekywero
¢ NeAArorMyecKHM KOHTPOAS
paGOTHHKOM YCIIEBAEMO-
g E CTH,
e 5 z | 3 a2 hopma
=y s = & | % S
Ne HanMeHoBaHWe TeM W/HIH 3 3 Z e 3 .| & 5 POMEAYTO!-
n/n pa3aenos/TeM IUCUMILTHHEI z % < 3 S| 3k 2% HOW
C E;( = L 2 g 2 g = ATTECTALIAH
2 z § é. §. ] 5 fno cemecm-
= Z El w8 pam)
E o 2 <
AR
=l ST
1 2 3 4 5 6 7 8 9 10
Pazden 1.
Hopmamueno - 3axorodamenshie
1 %cuoem doxymenmoobopoma 6 12 5 2 g
eMa 1. HopMaTHBHO-TIPABOBOE H
MeToopdeckoe peryauposanue JJOV
B TypH3Me
5 Tema 2. [Ipasuia opopmneHus A0- 6 3.4 5 2 2 8
KYMEHTOB B TYPH3ME
3 Tema 3. Oba3aTenbHble AOKYMEHTDI B 6 5.6 ) 2 2 g i;::::;;
CEPBHUCE M TYPH3IME Ne |
Pazden 2.
CocmasneHue QOKYMEHIMO8 6 Mypus-
4 | me 6 7-8 2 2 8
Tema 4. A3bix cryxeGHbIX IOKYMEH-
TOB
5 Tema 5. [lenopas nepenucka B Ty- 6 9-10 2 5 5 3
pu3IMe
Tema 6. CoctapneHue ¥ oopMIeHUe PefiTuar-
6 | DOKYMEHTALMM MO IOTOBOPHBIM 00d- 6 11-12 2 2 2 g KOHTpOJIb
3aTeILCTBAM B TYPH3ME Ne2
Tema 7. CoctaBneHye H 0QOpMIEHHE
TYPHCTCKOH JOKYMEHTALMM: TEXHO-
7 | mormyeckas JOKyMeHTallKa Typdup- 6 13-14 2 2 2 8
MBI, IOKYMEHTAIIHS 0OCTyXHBAHUA H
HaKeT Typa
Pazden 3.
Texnonoeus pabomvl ¢ QOKYMERMAMU
8 | e mypuzme 6 15-16 2 2 3
Tema 8. OpraHuzailvs JIOKYMEHTO-
obopora
Tema 9. OTBETCTBEHHOCTE MEPCOHANA Petdtiir-
9 6 17-18 2 2 8 KOHTPONb
32 BEAEHUE JOKYMEHTALMH Ne 3
Bcero 3a 6 ceMecTp 6 144 18 | 18 10 72 Sx3ameH (36)
Hanauwve & pucunmnyne KIKP -
Hroro mo avcudmninHe 6 144 18 18 10 72 3k3ameH (36)




Copep:xaHHe JEKIHOHHBIX 3aHATHH N0 AUCHHILIHHE
Pasoen 1. Hopmamueno - saxorodamenvibie 0cHO8b: O0KyMenmoobopoma
Tema 1. HopmaTuBHO-IpaBoBoe U MeToau4eckoe peryauposanue JOY B Typusme
Conepskanue ekunm: YPOBHH YIIDABNeHHUS B TypH3Me (DYKOBOAALGMY, CTPATErHYECKHH,
TaKTHYeCKUH W oneparusnsiit). JokyMeHTauua QOEKTUBHON CHCTEMEBl MEHE/KMEHTHI IPeINpH-
ATHH CepByca M TypH3Ma: [IpaBoBas JOKYMEHTAllMA, JOKYMEHTalus 110 o0ecieueHHio KauecTsa,
OPraHK3aNHOHHO-PACTIOPSIUTENbHAS JOKYMEHTAIMA, JOKYMEHTALMS [0 CTPaTErHUECKOMY ¥ OIle-
PAaTHBHOMY INAHHPOBAHHIO, METOZUYECKAS JOKYMEHTALIUA, BHEIUHIS HOPMATUBHAS JOKYMEHTA-
¥, BEYTPEHHAA HOPMaTHBHAsA JOKYMEHTalHs, BHYTPEHHAA TEXHHYECKas JOKYMEHTALIU.
HopmaTuBHEIE 1OKYMEHTEI, PETYIHPYIONIHE JEIOMPON3BOICTBO:
O rocynmapcteenHoi Tatine: 3akon PO ot 21.07.1993 Ne 5485-1 // C3 Pd. — 1997. — Ne 41. — C.
8220-8235.
O xommepueckol Taiine: Penepanbreiit 3axoH or 29.07.2004 Ne 98-@03 // C3 PO. — 2004, — Ne 32.
—Cr. 3283.
06 nndopmanyn, MHOOPMAIMOHHEIX TEXHOJOTHAX M O 3aumTe MHGopManuu : Denepanbubii 3a-
KoH oT 27.07.2006 Ne 149-®3 // C3 P®. — 2006. — Ne 31 (U. 1). — Ct. 3448.
06 yrmopanoYeHMH M3rOTOBIEHHNA, HCIIOMb30BAHKS, XPAHSHUS W YHHYTOMKEHMA NevaTel ¥ GIaHKoB
¢ Bocmpoussefieduem I"ocynapeteennoro repba Poccuiickoit ®Penepanuu: [Tocranosnenune Ipasu-
TeapcTBa PO 01 27.12.1995 Ne 1268 // C3 PD. — 1996, — Ne 2. — C1. 123.
O6 yreepxnenuu [lepeyHs THUNOBBIX APXMBHBIX JOKYMEHTOB, OOpasylOIIMXCA B HAYYHO-
TEXHHYCCKOM H MPOH3BOACTBEHHOH AEATCNBHOCTH OPraHM3alHi, ¢ YKa3aHHEM CPOKOB XPAHEHHS:
IIpuxas MunxyasTyps! Poccnn ot 31.07.2007 Ne 1182 // BionieTeHb HOPMATHBHBIX aKTOR (efie-
PAIBHBIX OPraHOB MCIIOIHUTENBHOM BIacTH. — 2007, — Ne 46,
O6 yteepxnenun Ilepeuna crenenuit kondpuaenunansHoro xapaxrepa : Vkas [pesunenta P® or
06.03.1997 Ne 188 // C3 PP. — 1997. — Ne 10. — Cr. 1127.
06 yreepxnenuu Ilonoxenua o mopsake obparenus co cnyxeGHoi nHbOpMAalHel OrpaHHYeHHO-
r0 pacmpoCcTpaneHus B GenepalpHEIX OpraHax HCIOIHUTeNnbrOH BruacTH: [TocTanoenenue Ipasu-
TenscTBa P@ ot 03.11.1994 Ne 1233 // C3 P®. — 2005. — Ne 30 (4. 2). — Cr. 3165.
06 yreepxnenuu IIpaBun genonpousBoacTea B (eaepaJbHbIX OPraHax MCIIOIHHTENLHOR BIACTH:
nocradosnenue Ilpasurenscrea PO o1 15.06.2009 Ne 477 // PT". — 2009, ~ 24 uroHs.
O6 yreepxaenun Ilpapun NoATOTOBKH HOPMATHBHBIX NIPABOBBIX aKTOB (IEIEPANLHEIX OPraHOB HC-
TIOJTHUTEILHOM BIACTH H HX YOCYXApCTBeHHOM peructpanuu: Ilocranosnenue Ilpasutensctera PO
ot 13.08.1997 Ne 1009 // C3 P®. — 1997. — Ne 33, — Cr. 3895.
06 anextponEO nubposoit nomnucu: Penepanbubiit 3akod oT 10.01.2002 Ne 1-®3 // C3 PO. —
2002. - Ne 2. - Cr. 127.
I'OCT 6.10.5-87. YunduuupoBanHble CHCTEMBI I0KyMeHTauuK. TpeGosadns K mocTpoenuio dhop-
Mylsapa-o0pasua. — M., 1998.
Obmepoceniickuil knaccuduxaTop ynpasieHueckoi nokymentaunn OK 011-93. — M., 1995,
OtedecTBeHHbIE H MEXKIYHAPOIHBIE CTAHAAPTH HA JOKYMeHTauwui0. QpraHel YNpaBleHHs
MHIYCTPHH TYPH3Ma H FOCTEIIPHHMCTBEA U COOTBETCTBYIOIIUE HM JOKYMEHTBL.
Tema 2. IIpaBuia ogopmaeHHs JOKYMEHTOB B TYPH3Me
Conep:xanme JeKnMH: YHUDUIMPOBAHHAs CHCTEMA JOKyMeHTauuu. [peboBaHus K
0(OPMIIEHHIO NOKyMEHTOB. TpeboBaHUA K OnankaM JOKYMeHTOB. [IOHATHE U COCTaB PEKBU3HMTOE.
Odopmierre peKBU3HTOB JOKYMEHTOB.
Tema 3. Ob6s3aTeLHBIE JOKYMEHTHI B CEPBHCE H TYyPH3Me
Coaepxxanue nexunm: Knaccubuxanus opraHH3alMOHHO-PACIOPAIMTENLHEIX HOKYMEH-
TOB. OpraHH3aUMOHHBIE JOKYMEHTBI: YCTaB, YUPEIHTENbHBIH JOTOBOP, MOJIOKEHHE, MHCTPYKIHA.
DOJKHOCTHAS MHCTPYKUMA. PacropaauTenbHble NOKYMEHThI: [PHKa3, PACTIOPSKCHHE, YKA3aHHE,
pelleHKE, BEIMHCKA, TPOTOKO1. CTPYKTYpa TEKCTa JOKYMEHTOB, PEKBH3HTLL
Buap uHGOpMAUMOHHO-CIPaBOYHBIX HOKYMEHTOR (aKT, ciry>keOHas 3amucKa, CIipaBsKa, CIIi-
COK, IIPE/UIOXKEHNE, 3aKTIOYCHHE, TIepedeHb, 0030p, OTUET, CBOMKA H AP.), CTPYKTYpPa TEKCTa JOKY-
MEHTOB H PEKBH3HTEHI.



Pasden 2. Cocmasenenue O0KYMEHMOS 8 Mypume

Tema 4. S3bIK cy»keOHBIX JOKYMEHTOB

Copep:xanue nexkuuu: f3bIK U CTHIL CnyXKeOHBIX TOKYMEHTOB. OCOOEHHOCTH A3BIKa CITY-
KeOGHBIX JOKYMEHTOR. YIIOTpebiieBre NPOMUCHBIX H CTPOUHEIX OyKB, EquHo06pasRe NPAHIATIOB 1
¢dopmsl cokxpamenus. OdopMiIeHHEe JaT M 4YHcel B JOKYMEHTax. Vcnonb3oRaHHE B JOKYMEHTAX:
cODCTBEHHBIX HMEH, Ha3BaHUH roCyNapcTB, aIMUHUCTPAaTHBHO-TEPPHTOPHANBHBIX HAUMEHOBAHHH.
Omudky B TeKCTax OOUIMATBHBIX JOKYMEHTOBR. PE1akTHPOBaHUE TEKCTOB.

Tema S. leiosas nepenucKa B TYpU3Me

Copepaxanue JexkuuH: PopMmel AenoBol nepenucky. Knaccrukauus IeNOBBIX MHCEM.
TpeboBanHs K CTPYKTYPE TEKCTa # 0QOPMIICHHIO ACNOBbIX MHCEM.

Tema 6. Cocrabiaenne u odopmiaenne NOKYMEHTAUNH MO 10TOBOPHbIM
o0g3aTe/JIbCTBAM B TYPH3ME

Copep:kanue nexuun: Knaccnpukauns caenok. Jloropop: NoHATHE, BHABL, YCJIOBHS 3a-
KIIFOYECHUS ¥ OCHOBAHMSA I pacTopxeHus. CylecTBeHHbIE ¥ HHBIE YCIIOBUA JOTOBOpa. JoroROp B
cepBHCE W Typu3Me. Buasl NOroBopoB B CEpBHCE U TYPU3ME: apeHa, IPOKAT, IePeBO3Ka MacCcaKu-
pOB, BO3Me3THOE OKa3aHHe YCIyT, IOpYUYeHHUE, JOTOBOP KOMHCCHH, areHTCKAH norosop. TexHomno-
THS 32KCTHOYEHHA JOTOBOPOB ¢ KJIIHEHTAMHU Y lapTHepaMu. TpeGoBaHMA K COCTABNEHUIO AOTOBOPOB.

Tema 7. CocTaBiienne H opopMIeHHe TYPHCTCKON JOKYMEHTALMH: TE€XHOJIOINYeCKas
AOKYMEHTANUS TYPPHPMBI, JOKYMEHTALHRA 00CIyKUBAHHS U NIAKET TYpa

Conepxanne jgeknun: Knaccudukanus TypUCTCKOH ROKYMEHTAlMH. TeXHOIOTHYECKAs
JNOKYMEHTanus TYpGUPMBL: TEXHONOTHYECKAd KapTa TYPHCTCKOTrO NMyTelecTBUs, rpadHK 3arpy3Ku
TYPHCTCKOIO IPEANPHATHS I'PYIIIaMH TYPHCTOB HA ONPENESICHHOE BpeMsi, TYPUCTCKas IYTEBKa,
MH(OPMAIMOHHEIH THCTOK K IIYTEBKE, JINCT OPOHUPOBAaHU, IOTOBOD, IpadHK ABHKEHHS 10 MapIIl-
PYTY, KapTa-cxeMa MaplipyTd, ONHCAaHKe TEXHONOIHYEeCKHX 0coOeHHOCTEH Typa, maMATKa i Ty-
PHCTOB, CIIPAaBOYHEIE MATEPHANb! 10 MAapLIPYTy, Npafc-THCT, KAILKYNInus Typa i T.11. [IpaBsuna
COCTAaB/ICHHA M O(QOPMIEHHSA TEXHOJOTHUECKOH TypHCTCKOH gokymeHTauuu. JlokymeHTanus o0-
CIy>KHBaHHs (3a1BKa Ha GpPOHUpOBaHUE, OITBEPKACHHE O IpHEME, H3BELICHHE O 3ae31¢e TYPUCTOB,
Baydep, IHCTOK OTMETOK) U ITaKeT Typa: IPaBHJIA COCTABIEeHHS U OPOPMITEHHUA.

Paszoen 3. Texrnonozun pabomer ¢ 0oKymMenmamu 6 mypuszme

Tema 8. Opranuzanus JoKyMenToodopora.

Cogepkanme jgeknun: OO0paboTKa BXOIIIMX, MCXOAALNMX M BHYTPEHHHX JOKYMEHTOB.
[IpaHIMIEI peTHCTPANEHE NOKYMEHTOB HA NPEANPUITHH. KOHTPONE U CPOKY HCIIOTHEHHMS IOKYMEH-
ToB. OpraHuzalis XpaHeHHA JOKyMeHTOB. CocTaBlIeHHe HOMEHKNATYphl nen. dopMmupoBanue u
otdopmienue nen. [lopanok nepenayu ZOKyMEHTOR Ha XPAHCHHE B aDXUB.

Tema 9. OTBeTCTBEHHOCTH EPCOHAIA 34 BelecHHE J0KYMEeHTAIMH

Comepxanne JeknuH: CTpykTypa KaApOBOH NOKyMEHTaUWd. [lepBHYHBIE NOKYMEHTBI
TPYAOYCTpOcTBa. PacnopaanTensnas JOKyMEHTaNMs 10 Kagpam. [lorosopHas HOKyMEHTaLHA 110
KazpaM. JIn4HOE Jeno cOTpyAHMKa opranwu3auuy. Opranu3aius XpaHeHUs JTHYHBIX el llopanox
XpaHeHHs® JOKYMEHTOB B JIHYHOM JigNle COTPYAHHKA. JIOKYMEHTHPOBAHKE NPOLEAYp PpUeEMa rPaxk-
IOaH Ha paloTy, NepeBoja COTPYAHHKOB, IOOLIPEHUs pabOTHHKA, NPHMEHEHUS TUCLHUILTHHAPHOTO
B3bICKaHUA, YBOJIBHERUs pabOTHHKA.

Copep:kaHHe NPAKTHYECKHX 3aHATHH [0 JHCLUANIHNE
Pasoen 1. Hopmamuero - 3akoHo0amenbHble 0CHO8bL OOKYMeHmMO0bopoma
Tema 1. Hopmarusro-npagosoe n MeToauueckoe peryauposanne 10Y B Typusme

Dopma 3auamus — YCIHbIN ONPOC, ELINOTHEHUE NPAKMUYECKO20 300AHUA.

Copep:xanue npakTH9IecKoro 3auaTus 1. YHEUOHIMPOBaHHAS CUCTEMA JOKYMEHTALHH.

Pabota ¢ HOpMaTHBHON DOKyMeHTanue#H, mpodecCHOHANBHBIME CTAHAAPTAMH MHIYCTPHE
TypU3Ma M I'OCTEIIPHHMCTBA, AUCKYycCHA. OCHOBHBIC MpaBuiIa OQOPMIICHHS MALIMHOIMMCHBIX TEK-
CTOB.



Tema 2. IlpaBuia 0opmMIEHHS JOKYMEHTOB B TYPH3ME

Dopma 3aHAMUA — YCMHBLE ONPOC, BbINOAHEHUE NPAKMULECKO20 3A0aHUSA.

CoaepkaHne APaKTHYECKOTo 3aHATHA 2. OopMIIeHIE PEKBU3UTOB JOKYMEHTOB.

CpaBHuUTENBHEIH aHATH3 OQOPMIICHHBIX JOKYMEHTOB, peKBU3UTEL PadoTa ¢ CITC Koney:is-
TauT [1moc.

Tema 3. O6s3aTebHBIE JOKYMEHTDBI B CEPBHCE H TYPH3Me

Dopma 3aHAMUA — YCMHBLI ONPOC, BLINONHEHUE NPAKMUYECK020 3a0aNUS.

CouepkaHHe NPaKTHIECKOTo 3aHATHA 3. OpraHH3allHOHHO-PACIOPSAMTENLHbIE JOKY-
MEHTEH!

CpaBHUTE/IbHAS XaPAKTEPHCTHKA OPraHH3alMOHHO-PACTIOPSIAMTENBHON NOKYMEHTAUHH B

TypbHupME (IKCKYpCus).

Pasoen 2.Cocmasnenue doxymenmos 6 mypusme
Tema 4. H3bIK cTyKeOHBIX XOKYMEHTOB
Dopma 3aHAMUL — YCMHBLT ONPOC, BLINOAHEHUE NPAKMUYECKO20 3A0AHUA.
Conepsxanne npakTudeckoro 3anaTus 4 JJoroeop B cepBuce u TypusMe.
Brmonnenwue 3aganuii 110 peakTHPOBAHHIO TOTOBOPOSB.
Tema 5. lexopas nepenncka 8 Typusme
Dopma 3anamus — YemHulll ONPOC, BbINOAHEHUE NPAKMUYECKO20 3A0AHUA.
Conepsxanne npaxrudeckoro sauarusa 5 Jlenosas nepenucka
Brmonnenue 3aganuit mo paspaGoTke Ae70BBIX [IACEM VIS IPOBEIEHHS PEKTAMHOTO Typa,
pabora ¢ 31eKTPOHHOHU ModToH, OBnacTHOH TyPHUCTCKO-HHGOPMALMOHHBL LIEHTP (IKCKYPCHS).
Tema 6. Cocrap/eHne H ohopMIeHHE JOKYMEHTALMH 10 AOTOBOPHLIM
0043aTeNLCTBAM B TYPH3IME
Dopma 3aHAMUL — YCIMHDLI ONPOC, BbINOIHEHUE NPAKMMUYECKO20 3A0aHUAL.
Coxeprkanue NPaKTHYECKOT0 3aHATHA 6 TeXHONOrMUECKas JOKYMEHTAIMS TYPHHPMBI
IIPH OKA3aHUM TPaHCTIOPTHEBIX YCIYT.
Beimonnenye 3azaHui M0 peflakTUPOBAHHIO TOKYMEHTOR, HEOOXOMUMBIX [Ms [IEPEBO3KH
nered. ATII (3xckypeus).
Tema 7. CocraBrenne n opopMIeHHE TYPHCTCKOH JOKYMEHTAIMH: TEXHOJOIHYECKAN
AOKYMEHTAUMS TYPPHPMBI, NOKYMEHTALHA 00CTYKHBAHHS H MAKET Typa
Dopma 3auamust — YCMHbLE ORPOC, BbINOIHEHUE NPAKMULECKO20 3A0AHUA.
Coaepranue NpakTUYECKOTo 3aHATHS 7. TeXHONOTHYeCKas JOKYMEHTAUS TYPHHPMSEL
IIPH [IPOJAXKE Ty TEBOK.
Bemonnenue sananuil 00 peNaKTMPOBAHMIO JOKYMEHTOB, HEOGXONMMBIX IS IPOIaKH
nyTeBok B JIOJI (3kckypeus).

Pasoen 3. Texnonozus pabomer ¢ O0KyMeHmMamu 8 mypusme
Tema 8. Opranmsamus nokymenrooGopora
Dopma 3auamus — YCmHbIli Onpoc, BLINOAHEHUE NPAKMULECKO20 3G0aHUA.
Cogepxxanne npakTuieckoro 3aHaTuga 8. TexHONOTHYECKas TOKYMEHTAIMA TyPQHPMbI
IpH OBCTYKHBaHUY KITHEHTA B TOCTHHHIE,
Beimonuenue 3agaHui MO IOATOTOBKE IOKYMEHTOB, HeOOXOOHMMBIX s O(GOpMIEHHS
IPOXUBAHUSA HHOCTPAHHOIO KIHMEHTA B rOCTHHHUIIE. ['0CTHHHLA (3KCKYPCHA).
Tema 9. OTBeTcTBeHHOCTE NEPCOHAIA 32 BEAeHHE NOKYMEHTaUH
Dopma 3anamus — yCmHbLi ONPOC, GblNOTHEHUE NPAKMUYECKO20 3A0aHUS.
Coaepixanne npakTryecKoro sanaTus 9. Oprafu3alis XpaHEHHs JOKYMEHTOB.
Belnonsenue 3ananuii 0 MOJAroTORKe JOKYMEHTOB K XpaHeHHIO. ApXHB (JKCKYpCHs).



5. OHEHOYHBIE CPEACTBA JJIA TEKYIUEI'O KOHTPOJIA YCIIEBAEMOCTH,
IMPOMEJKYTOYHOUI ATTECTAIIAHU [0 HTOT'AM OCBOEHMS AUCHUILIUHBI
U YYEBHO-METOAWYECKOE OBECIIEYEHHUE CAMOCTOSITEJIGHON PABOThHI
CTYAEHTOB

5.1. Tekymuii KOHTPOJIb YCIEBAEMOCTH
Texymuii KOHTPOIE YCIIEBAEMOCTH IPOBOANTCS B POPME PEHTHHT - KOHTPOIS TPH pasa B
cemecTp. THIIOBBIE TECTOBLIE 38JaHMs AJIS [IPOBEJSHUS TEKYIIEr0 KOHTPONA [IPUBEACHBI HIDKE.

PeiiTHHr-koHTpOJIBL Ne 1
Bompoc 1. JTokymenTannonHoe obecneuerne ynpasneHnd (JJOVY) oxparsiBaer BOIpocsr

1. JOKYMEHTHPOBAHYS, Opranusanuy paboThl ¢ JOKYMEHTaMH B CHCTEMATH3aIHIO apXUBHO-
0 XpaHeHus JOKYMEHTOB

2. JOKYMEHTOBEICHMUS

3. IOKYMEHTOO60pOTa H apXUBHOIO XPaHEHHS

4. CHCTEMATH3AlHH JOKYMEHTOB

5. ITOKYMEHTHPOBAHMS

Bonpoc 2. HopMmarveHBI JOKYMENT, yCTAHABIHBAIOIIMH €IHHbBIE TPEOOBAHUS K JOKYMEHTHPOBA-
HHIO YIIPABJIEHYECKOH AEATEIFHOCTH ¥ OpraHu3aliy paloThl ¢ JOKYMCHTAMY:

1. YaubunupopanHas cucrema goxkymenrtanuu (VCJ1)
2. rocrt

3. WHeTpyKus 1o ASNOIPON3BOACTBY

4, rcaoy

5.

HoKHOCTHAS HHCTPYKIIMA

Bompoc 3. UeMm pernaMeHTHPYETCs ASATENEHOCTh PAOOTHHKOB CITy k0561 JJIOY
I'OCTom

HOKHOCTHOM HHCTPYKUHEH

IPHKA30M JHPEKTOpa

PEXEMOM PabOTEI TpeIIPHATHS

HUYEM

Al

Bomnpoc 4. uHpopManus 0 COOBITHSAX U ABNEHASX O0BEKTHBHON NEHCTBUTENBHOCTH U MEICTIHTEb-
HOH JEeATENbHOCTH 4€I0BeKa, 3a(bHKCHPOBAHHAA HAa MaTEPHATLHOM HOCHTENE ¢ PEKBU3HTAMH- 3TO :

1. JlokyMenT

2. dopmymap

3, 671aHK JOKYMEHTa

4, CHCTEMA JOKYMEHTALIMHI
5. KOMITBIOTED

Bonpoc 5. Kakue QyHKHHK TOKYMEHTA SBIAIOTCA CIENH(DHYECKAMA:
I KyABTYpPHas, COLMANbHAS, HH(QOPMAIHOHHAs

2 yIpaBieHyeckas, HHPpOPMaIIMOHHaS, [IPaBOBas,

3. YIpaBIeHYECKasl, [IPaBOBasd, HCTOPHUECKAS

4 KYILTYpHAS, HCTOPHUECKAs, COIHATLHAS

5
B
1

. HeT cneuuduueckux GyHKIHH
onpoc 6 IleaTeIbHOCTE MO CO3AaHHIO JOKYMEHTOB Ha3bIBACTCA:

. ACTOMIPON3BOACTEBO



2
3
4
5

JOKYMEHTOO00pOT
JIOKYMEHTHPOBAHYIE
CHCTEMA JOKYMEHTAIHK
JOKYMEHTOIOTOK

Bompoc 7. YcranoBnenue equnoo0pasus cocTapa 1 HopM YIpaBieHYECKHX IOKYMEHTOB, QHKCH-
PYIOIIMX OCYIIECTBICHHE OJHOTHIIHEIX YIIPABIeHYECKHX (GYHKLHHA U 3a/1a4 Ha3bIBAETCA:

DR W

cTanjapTH3anuei
yHHbHKAUHCH
HOKYMEeHTalluei
wiaccHukanvei
TUnuzanuei

Bompoc 8. Kaxue Bunb1 O1aHKOB PEKOMEHAYIOTCA Ha NPENIIPHATHH?

o W)

TOJIBKO JIJI5i KOHKPETHOrO BUa TOKYMEHTOB
U BHYTPEHHUX JOKYMeHTOB (001muit)
JUI BHEITHHX AOKYMEHTOB (IIHCEM )

Onanx cmyxeOHOro MuceMa, OJ1aHK 19 KOHKPETHOTO BUAa JOKYMEHTOB, 00muit OaHk
HET YeTKHX PEKOMEHJaluit

Bonpoc 9. Uem oriryaercs OnaHK Ui BHYTPEHHHX JOKYMEHTOB OT OJIaHKa J1s rpcemM?

.

.

e

Ha OraHKe 19 MICeM MEHBINE pCKBH3HTOB
Ha OJIaHKe /Ui MHceM 00MbINE PEKBH3HTOB
He OTNHYaeTCs HUYeM

PaCIIONIOKEHHEM PCKBU3HTOB

ornugaercs GopmMaroM

Bonpoc 10. Kaxue ¢popmatsl OymMary UCIoab3yloTes A1t ONanKoB?

TOJIBKO A4
A4, A5, A3, A6
TONBKO AS
TOIBKO A3
Abu A4
PelTHHr-KOHTpOaBL Ne 2

Bonpoc 1.Kakoe pacroio;XeHHE peKBH3HTOB PEKOMEHAYETCA 1A UceM?

l.yraoroe u ¢aaroeoe
HPOJONBHOE H LIEHTPOBAHHOE
YTJIOBOE U IIPOJOTIBHOE
{raroBoe 1 NEHTPOBAHHOE
IIPOJIONIBHOE i ¢iarosoe

Bompoc 2. Ha xakue yacTy JenUTCA ZOKYMEHT IpH oopMICHUN?

o B

3ar0JI0BOYHYIO, OCHOBHYIO H 3aKJIFOYHTCIIEHYIO
3ar0JIOBOYHYIO, OCHOBHYIO H OGOPMIISIOMYIO
Havano, cepeluHa U KOHell

TIEPBYIO, BTOPYIO, TPETBIO
TEKCT Ha YaCcTH HE JEeATCA



Bonpoc 3. I'ne pacnonaraercs pexBU3UT «HaUMEHOBAHUE NPEATIPUATHAN!

1. noc/e PEKBU3UTA «PETHCTPALIHOHHBIH HOMEP JOKYMEHTa)

2. IIOJ, PEKBH3UTOM «3MOJieMa OpraHu3aliy WIH TOBAPHEIA 3HAK»

3. B IIGHTPE BEPXHETO MOJIA

4, B 0QOPMIIIOIIEH JacTH

5. IO PEKBUSUTOM «apECAT»

Bompoc 4. B kakux JOKYMEHTaX YKa3bIBAIOT CIPaBOYHbIE JAHHBIE O IPEANPHATHI?
1. BO BCEX

2. BO BHEIIHHX

3. BO BHYTPEHHHX

4, B IIPHKa3ax 0 OCHOBHOM IEATEeNIbHOCTH

5. B PACHOPSAAUTENBLHEIX JOKYMEHTAX

Bonpoc 5. KaxuMm ciocobom crnenyer odpopmuts jgary «20 okTsdps 2019 r» B e10BbIX MHChEMAax?
1. 20/10/00

2. 20.10.00

3. 20 oxTa6psa 2000

4, 2000.10.20

5 20.10.2000

Bompoc 6. ITnceMo, uMeroniee GHHAHCOBBIE U IOPHANYECKAE TOCIENCTBHA A0KHO ObITh...
IIOJ(TMCAHO JAPEKTOPOM, T OYXTanTepoM, 3aBepeHO IEeYaThio

3aBEPEHO EYaThIo

NOANHACAHO TUPEKTOPOM H COTJIaCOBAHO ¢ IOPHCTOM

NOAHCAHO IJI. OYXTaITepOM, YTBEPKAECHO JUPEKTOPOM

NOANYCAHO THPEKTOP

el

Bompoc 7. Uem axc oTaryaercst 0T nuckMa Mo ohopMIIeHHIO?
ABJIAETCA HE [IOATMHHHMKOM, a KOIIUEH NOKyMEHTa
COACPIKHUT PAJ JONOJHATEILHBIX PEKBUZHTOR
neyaTtaercs Ha Tenedaxce

HE MOJKET OBITH 3aBEPEH IeUaThIo

BCE BBIIIENIEPEUHCICHHOE BEPHO

el

Bompoc 8. B geM ocHOBHEIC 0T/IHYHAS ITHCEM K 3apy0eXHEIM HapTHepam?

1. noys o 1 aroiiMy

2. OTCYTCTBHE MYHKTYAIUU

3. odopmierue ab3anep Oe3 ab3alHOro OTCTYNA
4, CIoBeCcHO LM POBOii ciocol HanKucaHus aThl
5. BCE BBIIENEPEUHCIIEHHOR

Bomnpoc 9. KakoB cpox xpaseHus: JeI0BLIX THCEM?

1. 1 Mecsan

2. 1 ron

3. 3 rona

4, 5 ner

5. He XpaHgTcd BooOLe



Bomnpoc 10. Ha kakom Gr1arke opopmiseTcs TenerpaMma?

1 Ha TenerpadHoM

2 Ha obImeM

3. TS TIHCEM

4 JUTS TIPAKA30B

5 He odopMIIAETCH, T.K. Nlepejaercs no Teaeqony

PeiiTuHr-koHTpOABL Nt 3.
Bonpoc 1. Kak HazbBaeTcs 1OKyMeHT, QHKCHPYIONIMIL COTNIAMMEHHE CTOPOH 00 YCTaHOBNIEHHH TPY-
JOBBIX OTHOIIEHHE H PETYIUPYIOLAN HX7

TPYZOBast KHIDKKA

KOJIEKC 3aKOHOB O TPY.Ie
IIPUKA3 [0 JITYHOMY COCTABY
TPYAOBOM KOHTPAKT (IOFOBOP)
JOJKHOCTHAS HHCTPYKIIUS

Nk W

Bonpoc 2. Kak xpanarcs npuKassl 10 TUYHOMY COCTaBy?

B IMYHOM JieJle COTpyHHKA

BMECTE C APYIHMH KaJPOBEIMH FOKYMEHTAMH
TPYHIHUPYIOTCA B OTJEIBHOE JENI0

BBLIAIOTCA Ha PYKH COTPYIHUKY

BMECTE C IIPHKA3aMH 110 OCHOBHOH JCATENbHOCTH

Sl ol e

Bompoc 3. O yeM OUIIYT B THYHOM 3a5BJICHHH?

0 npremMe Ha paboTy ¥ YBOJIbHEHHH, 00 OTIYCKE
0 CBOMX JIMYHBIX IUTAHAX

00 OIIO31aHHH

O BEHITIOJTHEHUH OPYYEHUS

00 OCHOBHBIX 3Tanax KU3HEHHOTO IIYyTH

Nk W

Bompoc 4. Komy cieayer aapecoBats 3adBieHUE O IpreMe Ha paboTy?
CoOcTBeHHUKY IpEANpUATHS

PYKOBOJHTEINO HPEIIPUATHS

HARYATLHUKY OTAETIa KaapoB

1. Gyxranrepy

TOBapHINy no pabote

SR B

Bonpoc 5. Kakoit 1oKkyMeHT HeoOXOMUM 111 IoTyueHHs 3apaboTHOH [naTh! 32 3a00/1eBUIEro Cy-
npyra?

1. pacmucka

2. CBHIETENILCTBO O Gpake

3. 3a9BIE€HHE M MaCIOPT CYIPYra

4, JOBEPEHHOCTh

5. OoOBACHUTENIBHASA 3AIIHCKA

Bompoc 6. /14 gero Heobxonuma aproMarusanus JOVY?

1. 114 noBbeIeHKA dpdexrurrocTy Tpyna pabornukors 10V, coxpalieHHe Tpyno3aTpaT Ha
JOKYMEHTHPOBaHHE,

IS PALMOHAIIM3AIME JOKYMERT0000pOTa
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. JUIS OCBOOOXIeH S pabouHx MeCT

1A OCBOGOIKIEHHS CEKXPETApA OT BeCHH JOKYMEHTAIHH
1A YHEGPKAIMY B COKPAINEHN KOTHYECTRA JOKYMEHTOB
"eT HeoOXOMMMOCTH B aBTOMATH3AIUK

DA W

Bonpoc 7. Ha xakux sTanax JOKyMEHTAIlMOHHOTO O0CCIeYeH s YIIPABIEeHHS IIPUMEHIIOTCS MeXa-
HH3AI[HA B aBTOMAaTH3amus?

Ha 3Tall€ perucTpaliy U NOHCKa JOKYMCHTOB

Ha 3Tale 3KCneAMIMOHHONH 00paboTky.

Ha TIOArOTOBUTENILHOM 3Tane (COCTaBlIeHHe, KOITHPOBAHHE, PA3MHOXKEHHE JOKYMEHTOB)
Ha 3aKII0YHTENBEHOM 3Talne (Iepeaya Ha apXHBHOE XpaHeHHE)

. Ha Bcex 3Tanax o6paboTKH JOKYMEHTOB

N

BOl'IpOC 8. Ot 4ero 3aBUCHT COCTAB KOMILIEKTOB NPUMCHACMBIX CPEACTB H NPOrpaMMHOIo obecne-

I OT KOHKPETHBIX YCIIOBHIL pabOTHI amnapara YIIpaB/IieHHs ¢ JOKYMEHTAMH
2 OT SKOHOMMYECKUX BO3MOKHOCTEH MPeINpHsiTHA

3. OT CTENeHH TOATOTOBKY CIENHATHCTOB

4 OT IPHPOTHBIX YCIOBHMH

5. OT pexIaMbl

Bonpoc 9. K TexHWYeCKHM CPEACTBAM COCTARNSHHS H H3TOTOBICHHS TEKCTOBBIX JOKYMEHTOR OT-
HOCATCS:

. rexTorpaduyeckue H odCceTHbIE MAIIHHBI

. MHKpPOQHUIBMEL U MUKPODHIIK

. HUITYINYE MAMIHHBI, THIITYITHE U OpraHM3alHOHHbIC ABTOMATBI
. (anpueBanbHBIE, 4PECOBAILHBIE, MAPKHPOBAIBHEIE MALIHMHb]
. KOMIIBIOTEPE! ¥ BEIYHCIHTEIBHBIE MAIIHHEI

LU N 8 I\

Bompoc 10. JJokyMeHT, H3rOTOBNCHHBIH CPENCTBAMH BEIMHC/IHTENbHOA Texuuky (BT), ncnomssyer-
c4 Ha [IpaBax:

1. HOJIHHHHKA
2. KOIIEH

3. YepHOBHKA
4, nyGrukara
3. BBIIHCKH

5.2. HpomemyTquaa aATTeCTAlHA [10 UHTOraM OCBOCHHA NUCLIMIINHHEI — 3K3aMEH.

Bonpoce! k 3K3aMeHy:

1. Yro Takoe JOKYMEHT, ¢ KaKOi Le/blo OH MOXKET CO34aBaThCA?

2. KakoBBI OCHOBHbIE IPH3HAKH KITaCCUGHUKALIMK JOKYMEHTOB?

3. YTo noxHuMaeTCs o JOKyMEHTAIHOHHBIM 00ECIIeUeHUEM YIIpaBIcHns?

4. B ueM cyTs cranmapTuzauy 0 yRuuKamy TokyMeHTos? Kakne paspabaTeRaiores
CTaHIAPTHI?

5. YeM ormuaeTes odopMieHHe peKBU3HTOE 061ero 6maHKa oT 61anka muceMa’?

6. KaKoBbI OCHOBHBIE PEKBH3UTEL, HCTIONB3YEMBIE U1 ODOPMIIEHHS IPHKA3a H PacTIopsKe-
HUS.

7. Kaxue Gopme! NPOTOKOJIOB MOXKHO HCIO/1b30BATh B YIIPABICHYECKO/ NESTENLHOCTH, B

I



yeM HX oTmuue?

8. Vxkaxure 0OCHOBHEIE TpeOOBaHHA K 0OPMIIEHHEIO NETOBOTO NUCHMA.

9. Kakue KOMILIEKCHI JOKYMEHTAIMY BKAIOYaeT B cels kaaposas HHPOPMALHOHHO-
JOKYMEHTAIlHOHHAS cHcTeMa?

10. B gem ocobeHHOCTH 0popMIIEHHA IPHKA30B II0 THYHOMY COCTaBY?

11. Y10 DOHHMAETCA 10X Opragmsanieit JokymenToodopora?

12. Yo Takoe cxeMBl AOKYMEHTO000DPOTA, 3a49€M OHH HY>KHBI?

13. C xakoii nenpio paspabaThIBarOTCA HHCTPYKLHM 110 JENOIPOU3BOJACTBY, YTO B HUX
He0OX0IMMO NIPeIyCMOTPETh?

14. VYKaKUTE TEXHOTOTHHECKYIO NIOCIEA0BATENBHOCTD 3TAOB paboThl ¢ BXOIAAIMHAMHU
JIOKyMEHTaMH.

15. KakoBa nocreioBate/IbHOCTE Ollepatyii IpH paloTe ¢ BHYTPCHHHMH JOKYMEHTa-
MH?

16. C kaKo# 1enso npoBoARTCA GOPMUPOBAHKE IE/, KAKHE ITPH 3TOM HEOOXOIHMO

cobmonare TpebosaHus?
17. Yro TaK0e HOMEHKIATYPA /e, ¢ KAKOH LEbI0 pa3padaTblBalOTCs THIIOBLIE HOMEHKIIATY P
nen?

18. Kakyro HHbOpMaUHIO COOEPKHT HOMEHKIIATYpa Aen?

19. YTo NOHUMAETCS O IKCIEPTH30H IEHHOCTH JOKYMEHTa?

20. Kaxue kpHTEpHH HCNONMB3YIOTCS NIPH OLIEHKE JOKYMEHTOB?

21. Kax ocymecrsngercs npueMm-nepenada aen B apxus?

22, Yro Takoe KOHGHUICHIHATBHBIN JOKYMEHT?

23. Kaxue ocHOBHBIE YTPO3bI BO3HHKAIOT HIpH paboTe ¢ KOH(DHACHIHAILHBIMA JOKYMEHTa-
MH?

24. VYkaxHTe 0COOCHHOCTH BEIEHUA IENONPOU3BOICTRE, 00ECIIEUHBAIOMIETD YHET H CO-
XPaHHOCTD KOHOHUASHIHANEHOH HHGOOPMALIMH H JOKYMEHTOB.

25.  Uro moHMMaeTcd MOX 3aIUINIEHHBIM ACKYMEHTOOBOPOTOM, 38 CYET Yero MOXKeT OriTh obec-

[IeUeHa ero auura?

5.3. CamocTosATenbHAN padoTa 00yUaK0merocs.

CaMmocTosre)bHas paboTa CTYAEHTOB IO H3YYEHMIO JWCLMIUIHHEI BKIFOYAET CIEIYIOLIUE
BHZBI pabOT: U3YUECHHE MATEpUANa, H3JIOKEHHOTO HA JIEKLHMH; H3y4YeHHE MaTepHaa, BHIHECEHHOTO
Ha MPaKTUYECKHE 3aHATHS; NIOAMOTOBKA K NPAKTHUECKUM 3AHSTHSM, BBIIOJHEHUE MHMBHIYaJIBHO-
ro 3afanus (pedepar), No/roTOBKa Ipe3eHTalMH JOKIaIa.

CamocrosTenbHas BHEAyMTOpHas paboTa [0 Kypcy BKIFOYAET M3yUeHKe yueOHOM B HayuHO#H
TUTEPATyPBl, OBTOPEHHE JIEKIIMOHHOI0 MaTepHala, IOAFOTOBKY K MPaKTHYECKHM 3aHATHAM, a TAKKe
K TEKYIOEMY KOHTPOIIO ¥ NPOMEXYTO4HOH aTrectannu. [lpakTHaeckre 3aHATHS NpelycMaTpHBAIOT
COBEPIICHCTBOBAHHE HABLIKOB paloThl ¢ NEPBOMCTOYHHKAMH, M3YUCHMS MPEIMETHOH crerubuku
Kypca. Bonpocel, He pacCMOTPEHHEIE Ha TEKIHMAK M IPAKTHYECKHX 3aHATHAX, I0JDKHBI ObITh H3YYEHEL
GakanaBpamy B XOJI€ CaMOCTOATETBHON paboTel. KOHTPOIL CaMOCTOSATENBHOM paBoThl GaxanaBpos
Hazl y4eGHOH nporpaMMol Kypea OCyIIeCTBISETCA B XOE NIPAKTHYESCKUX 3aHATHH METOIOM YCTHOTO
OIpOCa MM OTBETOB Ha BONPOCH! TeM. B Xoje caMocTosTeIbHOM paboTs! Kax bl cTyAeHT obg3aH
TIPOYHTATH OCHOBHYIO H 10 BO3MOXHOCTH JOTIONHHTENLHYIO TIUTEPATYpy HO H3yvaemoi teme. OOy-
YAIOIMACA TOIDKEH FOTOBUTHCA K MPEACTOAINEMY IIPAKTHYECKOMY 3aHATHIO 110 BCeM, 0003HAYEHHEIM
B miporpamme Bompocam. He mposcHeHHble (MMCKYCCHOHHBIE) B XO/I€ CAMOCTOSTENLHON paBoTsl BO-
IIPOCHI CIIEAYET BBIMHUCATh B KOHCIIEKT NIEKIMH ¥ BNOC/IEICTBHY [IPOSCHUTDL MX HA NMPAKTHYECKKX 3a-
HATHSIX.

CamocToarenbHas paboTa BEITONHASTCA CTYASHTOM [0 33/JaHHIO [IPENOAABATENS, HO 6e3 ero
HENOCPENCTBEHHOIO YYaCTHS.

Buznamu 3amaHuii 11 BHEAY AIMTOPHOH CaMOCTOATEABHOM paboThl CTY/IEHTa BLICTYNIAIOT:

IUIS OBJTAIEHHS] 3HAHHAMM:
- YTeHHE TeKCTa (YueOHUKa, MEPBONCTOYHUKA, HOMOTHUTEIBHON INTEPATYPEL);
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- COCTABJICHHC INIaHa TCKCTa,

- KOHCIICKTHPOBAHHUE TEKCTa,

- BBIIACKY M3 TEKCTA;

- paboTa co CIOBapAMHU U CIPABOYHHKAMH;

- y4ebHO-HeenenoBaTebCcKas pabora;

- HCTO/IB30BAHME KOMIBIOTCPHOH TEXHUKH i MHTepHeTa M Ap. NpH BBIIOIHEHHH TBOPYE-
CKHX BOMAIHKX 3aJaHHH.

UL 3AKPEIIEHUs B CHCTeMATH3aUHY 3HAHU;

- pafoTa ¢ KOHCIIEXTOM JIeKIHil (oGpaboTka TekcTa);

- MOBTOpHas paboTa Haj y4eOHBIM MATCPHATIOM (3JIEKTPOHHOIO y4eGHHKa, TIEPBOMCTOYHH-
Ka, IOIONHUTENEHOMH THTePaTypEL),

- COCTAaBNICHME [IaHa M TE3UCOB OTBETA Ha BOIPOCH! IPOMEKYTOTHOTO KOHTPOJIA;

- aHanuTHYecKas o0paboTKa TeKcTa (aHHOTHPOBAHHME, PELICHIUPOBaHKE, pedepHpOBaHME,
KOHCHEKT-aHa/IA3 U Jp.);

- HOAroTOBKA COOOINEHHH HA [PAKTHYECKOM 3aHATHH K Jp. JUIS GOPMHUPOBAHHSA YMEHHH W
HaBBIKOB;

- IOATOTOBKA COOOMICHUI 10 331aHHBIM TEMaM,

- PeLICHHE CUTYAIIHOHHBIX (pOdeCCHOHATIBHEIX) 38 0aHHIK;

[IpopaGoTka BOIIPOCOB, BEIHOCUMBIX Ha CAMOCTOATENBHOE H3Y4YCHHE COCTOHT B M3YUEHUH,
KOHCIIEKTHPOBAHUH M aHAIK3E TUTEPATYPHBIX HCTOYHHKOB,

MeTonuveckue PeKOMEHNAUHH 10 CaMOCTOSTENLHOMY W3YUYEHHIO BOIIPOCOB TEM [JHCLH-
ILTHHEI

1. Heobxomumo mpouWMTaTE JMMTEPATYpHbIE MCTOYHMKH, NPOAHATH3HPOBATh KAYECTBO M
TIONHOTY M3JI0XEHHA MaTePHaIa 10 U3YYaeMBIM BOIIPOCAM B JIMTEPATYPHBIX HCTOUHHKAX.

2. PekoMeHayeTCs IMCBMEHHO COCTABHTD CBOHM BOIIPOCH! K TEKCTY (HE MeHee TpeX).

3. PexoMeHxyeTC JaTh COGCTBEHHBIE KOMMEHTAPHH MPOYHTAHHOMY MaTepHuany, apryMen-
Tal[HIO CBOSH HHTEPIIPETAIIHH.

4. KoHTpONb BRINONHEHUS BHEAYNHTOPHON CaMOCTOATENLHOH paGoTsl OCYLIECTBIAETCA Ha
NIPaKTHYCCKUX 3AHATHAX, MHIMBHIYANBHEIX I IPYNIOBBIX KOHCYNBTALMSX, 3alMuTe pedepara, 3a-
gere.

CamocToaTebHas patoTa CTYACHTOB:
CamocTosTenbran paboTa 3aK/110492€TCH B NPOBEICHHH CTYXEHTAMH HHNHBHAYATBLHOIO He-
C1eOBAHMSL.
TeMEI HHAMBHAYATBLHOTO HCCTEA0BANNS (CAMOCTOATEIbHOM PaGOThI) CTYZLEHTOR.
JoxyMenTHpoBaHHOE 00eCeYEHHE YIPABACHUA FOCTHHULEH
HoKyMeHTHpOBaHHOE OGeceueH e YIPABNEH S 3ar0POIHOM Typbazoii
HoKyMEHTHPOBaHHOE 06ECTIeYeHNE YIIPABIEHUS PECTOPAHOM
HoxymeHTHpoBaHHOE ObecredeHne ypasnesus TyphUpMOil
JIOKyMCHTHPOBaHHOE 0GECICICHHE YIIPABIEHHS 2BTOTPAHCIIOPTHBIM NpeIIpUsITHEM
JoKyMeHTHpOBaHHOE 0fecledeHHe YIIPABIEHHS My3eeM

A e

IInan undusudyanerozo uccredosanus.
Pasoen 1. Hopmamusno - saxonodamensvHole 0CHOBbI OoKyMenmoo6opoma AHaIH3 IOTOBOPA MEX-
Xy TYPareHTOM H TYPHCTOM.
O¢opmiieHre CTYICHTOM 00S3aTENbHBIX JOKYMEHTOB HCXOS U3 TEMBI HHIUBHIYaTbHOTO HCCIIEN0-
BaHUS.
Pasoen 2.CocTasnenue JOKYMEHTOR B CEPBHCE H TYPH3ME
CocTaBeHHE CTY/IEHTOM HCXOS H3 TEME HHIUBHIYANBHOTO HCCIENOBAHKSA CENYIOLIMX THIIOB
AOKYMEHTaLMK: OPraHH3aUHOHHAS, PACTOPATUTEALHAS . HHDOPMAUKOHHO-CIIPABOUHAS. JOKYMEH-
TAIMS [10 JHIHOMY COCTaBY.
Pasoen 3. Texnonorus paGoTh! ¢ JOKYMEHTaMH B CEPBHUCE H TYPU3ME
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Hpe3eHTaI.[IfIH CTYACHTOM CUCTEMEI OpraHU3alHH 3JICKTPOHHOTO I[OKYMCHTOO60p0Ta UCX04d U3 Te-
MBI HHAWBANYTBHOTO HCCIEOBAHHA,
3amwuTa cTyJeHTaMH Npe3eHTALHH [0 TeMATHKEe HHAMBHIYAJIbLHOr0 MCCAeL0BAHAS
INpesedTranus MOXeT NPEACTABIATh co00M COYETaHHE TEKCTa, THIIEPTEKCTOBBIX CCBUIOK,
KOMHOBIOTEPHOH aHMMaIlHK, IPaQuKH, BHIEO, My3bIKH i 3BYKOBOTO piAia (KO He ofs3aTeNbHO BCE
BMECTE), KOTOPHIE OPraHU30BaHbl B EMHYIO cpely. KpoMe Toro, npeseHTalus UMEET CIOXKET, CIie-
Hapyi H CTPYKTYDY, OPraHM30BaHHYK JAs YLOOHOrO BOCHPHATHS HH(POpMauuy. OTIHYHTENBHOMN
0COOEHHOCTBIO MPE3CHTALMH ABNSCTCH €8 _MHTEDAKTUBHOCTB, TO €CTh CO3JaBacMas UM NOJIb3OBa-
TE/IA BO3MOIXKHOCTb B3aHMOICHCTBHA YCpe3 DNEMEHTHI YIPaBNeHHA. BruionHeHHe npeseHTalNY He
SABIIETCA O0A3ATENBHEIM 3JIEMEHTOM, NPEIOCTABIAETCA Ha BBIGOP CTYAEHTY H THOJOXHTEILHBIM
o0pa3oM BIIHAET Ha OUCHUBaHuEe paGoThL

Qoun oueHouHsX MaTepuanos (POM) ana nmposeaeHus aTTecTauMy ypoBHA CHOPMHpPOBAH-
HOCTH KOMIIETEHIHUH 00YYaOIUXCs 10 AMCIUIIHEE ODOPMIISETCH OTAEALHEIM JOKYMEHTOM.
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6. YYAEBHO-METOANYECKOE U HH®OPMAIIMOHHOE OBECIIEYEHUE

AUCIHUAILIHNHBI
6.1. KanrooGecmeueHnocrs
HaumenosaHye MUTEpaTypsl: aBTOP, HA3BAHKE, BHJ H3JAHHS, Ton KHUT'OOBECHIEYEHHOCTD
VSLAATCIECTBO S TP e ——
HHS
nxotexe Bal'y
OcHoBHaa nureparypa
1. Kysuenos, H. H. [JlenonponzsoncTso: yse6Ho-crpasouHoe nocobue / | 2020 ; https://znanium.com/catalog/pro
H. H. Kysnenos. - 9-¢ u3zn., nepepad. — Mocksa: Jawkos u K, 2020, — duct/1093496

405 c. - ISBN 978-5-394-03881-5. - TekcT: 3MEKTPOHHEIH.

2. Jenonpowssoncreo: yueGHuk / T. A. Buikosa, JI. M. Bsnosa, 10. M. | 2021 https://znanium.com/catalog/pro

Kyxapuna, JI. B. Cankuna ; noa o6w. pea. zou. T. A. BuikoBoil. — 4-e duct/1014190
u3l., nepepad. u gon. — Mocksa: HHOPA-M, 2021. — 393 ¢. + Jon.
MmaTtepHanbi [OnexTpoHHeIH pecype]. —— {Boiclwee oGpasosanue: Baka-

naspuat). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. -
TexcT: 3MEKTPOHHBIH.

3. Jlapuonosa, M. B. TIpakTuxyM no opraHH2auyoHHOMY W IOKYMeHTauu- | 2019 http://elar.rsvpu.rw/
OHHOMY OGECTIeHeHMIO ACATENBHOCTH OPraHu3aumM: yuebroe mocobue /
M. b. Jlapnonosa, H. E. Cadporouu. Exarepunbypr: M3x-8o0 Poc. roc.
npod.-nen. yH-Ta, 2019. 206 ¢. ISBN 978-5-8050-0683-9

HononHutensHas nuTepatypa

1. UWyeanosa, H. H. OcHoul fenonpoussoacTea. S3bik ciyxebuoro go- | 2019 https://static.my-
KyMEeHTa : y4e0HHK M MPaKTHKYM A1 akageMudecKkoro GakanaspuaTa / H. shop.ru/product/pdf/354/353761
H. lllysanora, A. 10. Msarosa ; nox obu pea. H. H. Ulysanosoil. — 2-¢ 1.pdf

u3L., nepepad. ¥ men. — M. : Hsgatenscteo IOpaiir, 2019, — 428 ¢, —
(Cepua: Bakanaep. Akagemudeckuii kype). ISBN 978-5-534-10848-4

2. Buixosa, T. A. JloxymeHTallMOHHOe o0ecrieyenne yrpablexns (aeno- | 2018 https://znanium.com/catalog/do
IIPOM3BOACTBO): yuebHOe Tocofie /s CTYIEHTOB BBICIIMX yueBHbLIX 3a- cument?pid=942800
BeneHud. T. A. Beikosa, T. B. Kyzneuosa, JI. B. CaHkuna; noapea. T. B.
Kysnenosof. - 2-e u3n., nepepa. u gon. - Mocksa: MH®PA-M, 2018. -
304 c. - (Beiciee o6pazosanne. Bakanaspuar). ISBN978-5-16-004805-5.

6.2. Ilepuonuyeckue u3gauns

1. Kypuan «lenompou3soacTeo »

Kypnan «Cekperapckoe nemno»

Kypuan «CripaBoqHHK cexpeTaps U ofuc-MeHemkepay
Xypran «CrpaBouHHK KaJpOBHKA»

bl 3

6.3. UnrepHeT-pecypcesl

1. Oduimaneusli cafit BeemmpHOro cosera mo IyTewecTBHAM H  Typuamy - URL:
http://www.wttc.org.

2. O¢punnansHpli calit BeeMHpHOR TyprcTckoit opranmsamuun. World Tourism Organization UN-
WTO - URL: http://www.world-tourism.org.

3. O¢uunanbHeli caiiT Poccuiickoro corosa rypunayctpun - URL: hitp://www.rata.ru.

4. XKuBad SHUMKNIONEANA AN NYTCLICCTBCHHAKOB: ONMCAHMS CTPaH, KYPOPTOB M OTeJIeH, OT3BIBEI
TypucToB - URL: https://tonkosti.ru/.

5. Temarnueckuii caiiT PBK o typusme - URL: http://www turist.rbe.ru.

6. HoBocTi Typu3sMa, ropsiliye Typbl, OT3BIBBI 06 0TeNAX H TYPOIEPATOpax, MyTeBble 3aMETKH Ty-
PHCTOB, HOTOOTHETHI 0 myTemmecTiAX - URL: https://www.tourprom.ru/.

7. Acconmanus Typonepatopos Poccuu - URL: https://www.atorus.ru/.

8. Oduunansueli TyprcTHYecKuit nopran Bragumupekoit obracta Komuter no TYPH3MY aIMHHH-
ctpaumy Braaumupckoit o6nacty - URL: http://vladimirtravel.nv/.

9. Tepmuka: 6asa DaHHBIX cOEPXMT MHGOPMALMIO O HOPMATHBHO-METOTHYECKOM DETYIHPOBA-
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un JIOY, paspabotke HOpMaTHBHBIX 10KyMeHTOB 10 J(OY, IOKyMEHTHPOBAHHIO HH(OpMaUHK
H CO3NaHHH NOKYMCHTOB, OPraHH3allMy H aBTOMAaTH3alMH JOKyMeHTooGopoTa, obecneuenun
PaloThI ¢ KaAPOBOH JOKYMEHTAIIMEH, OPraHHu3alHH XPAHEHUS JOKYMEHTOB, O0YUEHHH OCHOBAM
Aesonpoussoactsa - URL: http://www.termika.ru/dow/enc/razd3/0d2.html.

10. Pernonanbnas obmecTsenHas opraHusauus «[WIbmMs Y IpaBisiOLMX HoxyMeHTanuei» -
URL: http://www.gdm.ru.

11. CopaBoyHno-npasosas cucteMa «KoncynsTant [lmoc» - URL: http://www.consultant.ru;

12. Caiit nayunoi Submotexu Bil'V - URL:http://library.visu.ru/;

13. bubimorpaduyeckas u pedepaTrBHas 6a3a JAHHBIX HAyYHEBIX nyOmukauui  Scopus -
URL:http://www.scopus.com/;

14. Baza naHHBIX MEXIyHApOJHLIX MHAEKCOB HAYYHOIO nuTupoBanua Web of Science - URL:
webofscience.com.

7. MATEPUNAJIBHO-TEXHUYECKOE OBECHEYEHHUE JUCLHUILTHHBI

A peanusanuy MaHHOH MHCLUIUTMHBI HMEIOTCH CIICHHAIBHBIE TOMEIIEHMS IS IIpOBe/Ie-
HUA 3aHATHH JISKIHOHHOTO TUIIA, 3aHATHH PAKTHYCCKOro/1a6opaToOpHOro THIA, KYPCOBOTO IIpOEK-
THPOBaHHs (BBINOTHEHMS KyPCOBBIX paboT), IPYNIOBBIX M HHIHBHIYATbHBIX KOHCYJBTallMH, Te-
KYIOEro KOHTPOJIA ¥ MPOMEKYTOUHOH aTTECTAlMK, & TAKXKe IOMELIEHHS UTH CaMOCTOSTeNbHOI pa-
GOTBL: ayMTOPHH, OCHAIIECHHbIE MYJILTH-MeAUa 000pyAOBAHHEM, KOMITBIOTEPHbIE KNACChi C JOCTY-
II0OM B HHTEPHET, ayAHTOPHH 03 ClenransHoro o0opyaoranus.

IlepeyeHs HCIONE3YEMOro MUIICHZHOHHOTO TpOrpaMMHOTO obecneuenus: naketr MS-Office,
Microsoft Windows, 7-Zip, AcrobatReader; CTIC «KoncynsranT [Tmocy (MHCTAMHMPOBAHHEBIR pe-
cype Bal'Y).

ITpumeuanmue:

B cOOTBETCTBHY ¢ HOPMATHBHO-IIPABOBBLIMH 4KTAMH NI MHBATHIOB ¥ JIHIl C OrpaHHYeHHEbI-
MH BO3MOXHOCTAMH 3/0POBbsl IPH HEOGXOIUMOCTH TECTHPOBAHHE MOKET GBITh IPOBEACHO TOJBKO
B IIHCEMEHHOH MM yCTHOM (opMe, a Takke MOTYT GBITh HCIONb30BAHEL JApPYrHe MaTepHais! KOH-
TPOJLA KadeCTBa 3HAHHH, IPEyCMOTPEHHBIE paGodeil IpOrpaMMOll IHCHMTLIHHLL.
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JUCT IIEPEYTBEPAJAEHMA

PABOYEMN ITPOIr'PAMMBI TUCIUATILTAHBI

Pabouas nporpamma ogobpena Ha 2022/2023 yyeOHbIH roa

IpoToxon 3acenanus kabenpel Ne 7 ot 04 2474 rtona

3apenyromuii kabenpoit TuC xanmuaat nen. Hayk ['yxosa JI.T.

Paboyas nporpamma onoOpeHa Ha yueOHBI# rof

[Tporokon 3acenanus kadeapsl Ne oT roga

3aBeyOmuUH Kadenpoi

Pabowas nporpamma onobpeHa Ha y4eOHBIH IojT

[Iporoxon 3acenanus Kapeapsr Ne oT roga

3aBenyromuii kadheapoi

Pabowas nporpamma onobpena Ha y4eOHBIH roa

IIporokon 3acemanus kagenpsl Ne oT rona

3aBenyromuit kadeapoi




